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1. OBIIME NOJOXEHUA

1.1. Tlonoxenue «O nopsake GOpMHPOBAHUS, BEACHUS, XPAaHEHUS U CHA4YH B
apXvB JHYHBIX Jed oOywaromuxca» (nanee — IlojoxkeHue) ompenenser MopsIoK
(opMHUpOBaHUs, BEICHUS, XPAHEHUS JIMYHBIX JeJI aOUTYpHEHTOB U 00YyYarolUXCs
[podeccronansHoe  obpaszoBatensHoe  yupexaenne  «YMAHWUTAPHBIN
TEXHUKYM DKOHOMMUKU U TTPABA» (nanee — TexHukym).

1.2. ®opmupoBaHue JTUYHBIX Aen oOydaromuxcs npousBoautcs B Ilpuemnoi
KOMHUCCHH.

Benenue, yder M XpaHEHHE JHMYHBIX JIeJ1 OOYy4YaroIIMXCS OCYIIECTBISETCS
crienuanucTaMu y4eOHoW dactu TexXHUKyma MO OYHOM, OYHO - 3a04HOM, 3a0YHOM
dbopmam 00yueHus.

1.3. Kaxaplit oOyyatoniuxcst TexHMKyMa B OTHOUIEHUH CBOETO JIMYHOTO JeJa
UMEET NPaBO:

— CBOOOJHOTO OECIUIATHOTO JOCTYNa K CBOMM NE€PCOHAJIbHBIM JAHHBIM,
coJiep KalluMCsl B JIMYHOM JIeJIE;

— TpeOoBaTh HUCKIIOUEHUS WM MCIPABICHHUS HEBEPHBIX WM HEMOJHBIX
JAHHBIX, BHECEHHBIX B €r0 JTUYHOE JIEJO.

2. TIOHATUSA U OITPEAEJEHUS

2.1. B Tekcre HacTosmero [TomoykeHus UCIONIB3YIOTCS CIEAYIOIINE OCHOBHBIC
TIOHSTHSL:

- JIUYHOe O0esl0 — CTPYNIUpOBaHHas W OQopmIIeHHas B COOTBETCTBUU C
YCTaHOBJIICHHBIMH  TPEOOBAHHMSIMH  COBOKYITHOCTh  JOKYMEHTOB,  COJEPKaIiX
cBeJleHHs 00 abutypueHTe / 00yJaroImmuMCs;

- popmupoeanue nuunozo dena — TPyNIUPOBAHUE UCITOTHEHHBIX TOKYMEHTOB
B JIMYHOE JICJIO M CHCTEMaTH3aIHsI IOKYMEHTOB BHYTPH JICTIa;

- oghopmnenue nuunozo0 Oena - TMOATOTOBKA JMYHOTO Jela K XPaHCHHIO B
COOTBETCTBHH C YCTaHOBJICHHBIMH MPaBUIIAMU,

- 6e0eHUe JUYHBIX O0e/l — KOMIUIEKC MEPOIPHITHA T10: TMPUOOIICHHIO
JOKYMEHTOB, TOJIJICKAITNX XPAaHCHUIO B COCTaBE JIMYHBIX JICJ; BHCCCHHIO 3aliCcei B
COOTBETCTBYIOIIME al(aBUTHBIE KHUTH, WHBIE YYETHBIE (OPMBI; MEPHOTUIECKOMN
MIPOBEPKE HAMYUS U COCTOSHUS TUYHBIX JICTT;

- XpaHneHue JIUYHBLIX Oesl — OOECIEYCHUE PAlMOHAIBHOTO pa3MEIICHUS U
COXPAaHHOCTHU JTUYHBIX JEJI, BKII0Yasi KOHTPOJIb UX COCTOSIHUS, JBUKEHUS, BBIIAYU BO
BPEMEHHOE MOJIb30BaHKE (C MOCIETYIONIMM BO3BPATOM B MECTa XpaHEHU);

- meKyuiee (onepamueHoe) XpanHeHue — XpaHCHUE JIMYHBIX JIEJ C MOMEHTAa UX
MEePBOHAYATLHOTO (POPMHUPOBAHUS JI0 TIEPEaYH HA apXUBHOE XpaHECHHE.

3. ®OPMUPOBAHMUE JIMYHBIX JEJI

3.1. Jluunoe neno dQopmupyercs B IlpueMHON KOMHUCCHH, HaJCICHHON
GYHKIIMSAMHA TIpUeMa JTOKYMEHTOB OT aOMTYypHUEHTOB, O(GOPMIICHHUS TOTOBOPOB Ha
OKa3aHUE IMJIATHBIX 00Pa30BaATENbHBIX YCIYT.

3.2. llpuem JOKYMEHTOB OT aOWTYpUEHTOB B TEXHHKYM MPOBOIUTCS B
COOTBETCTBUH C AercTBytomnmu [IpaBuiiamu npuema B TeXHUKYyM Ha TEKyIIUW rOJ U
[Tonoxenuem o [IpruemHON KOMUCCHUM.



3.3. JIuu"oe neno ¢hopMupyercsi Ha KaKJ0Tro MOCTYMAIOIIET0 U COJIEPKUT BCE
CIAAaHHBIE UM JTIOKYMEHThl. AOUTYpPHEHTY BBIJAETCS pPacUCKa O IPUEME JOKYMEHTOB,
OTIIEYaTaHHBIX Ha OJaHKaX CTPOroll OTYETHOCTH (JUIIIOMBI, CIIPAaBKK 00 00y4YEeHUU U
0 KBanu(UKalMh, CBUAECTENIbCTBA, YJOCTOBEPEHHUS M Tp.), C YKa3aHUEM CEpPHUH,
HOMEpPA Ha3BaHHBIX JJOKYMEHTOB.

3.4. OTBEeTCTBEHHOCTh 32 (OPMUPOBAHMUE M  BEJIEHUE JIMYHBIX Jell
a0UTYpUEHTOB BO3JIaraeTcs Ha OTBETCTBEHHOTO cekpeTapst [IpuemMHoil komuccuu.

3.5. JIuunple Jfena 3a4yMCICHHbIX abuTypueHtoB [lpuemMHas kKomuccus
nepenaer B yueOHyto yacth Texnukyma B Tedenue 10 gnei ¢ Hayana yueOHOro roja
JUTSL X JaJIbHEUIIEro BeICHHUS.

3.6. Ilocne 3aBeprienus: padotsl [IpueMHON KOMHCCHMM K MOMEHTY Iepefadyu
JUYHOTO JieNa B y4eOHYI 4YacThb TeXHUKyMa, JMYHOE JeNI0 MPEJCTaBIseT co0oii
NakeT JOKYMEHTOB, IOMEIICHHbIX B IMaNKy-CKOPOCIIMBATEIb WU COOpPaHHBIX B
XPOHOJIOTUYECKOM TMOPSIIKE.

3.7. CocTtaB JOKYMEHTOB JIMYHOTO Jea, nepeaanHoro IlpuemHol komuccuen
YueOHoit yacTu:

—  KOIUS JOKYMEHTA, YAOCTOBEPSIOIIETO JIUYHOCTD, TPaXk/IaHCTBO;

— HOTAapUaJbHO 3aBEPEHHBIN TEPeBOJl JTOKYMEHTa, YIOCTOBEPSIOIIETO
JUYHOCTH (11 TOKYMEHTOB, BbIJJAHHBIX HHOCTPAHHBIMU TOCYapCTBAMMU );

— KOIUA JOKYMEHTa, MOATBEPKIAI0IIEro CMEHy (pamMuinu, UMEHHU, OTYECTBA
(cBUAETENBCTBO O Opake, CBUIETENHCTBO O PACTOPKEHUU Opaka, O CMEHE HMEHHM)
(pu HEOOXOTUMOCTH );

—  3asBieHHe a0UTypHUEHTa O TIPUEME;

— JIOKyMEHT O TMpeIbIIylleM 3aKOHYeHHOM oOpa3oBaHuu (arrecratr o0
OCHOBHOM 00mIeM U cpenHeM oOmeM o0pa3oBaHUU, ITUIUIOM O HadaJlbHOM
npodeccruoHaIbHOM  00pa30BaHHWM, JUIUIOM O CpeIHeM MpodecCHOHATLHOM
00pa30BaHWM) — OPUTUHAI U KOTIHS;

— 3aKIOYeHHE 00 DKBUBAJIEHTHOCTH O0Opa3oBaHus (I JOKYMEHTOB 00
o0pa30BaHuH, BEIJIAHHBIX HHOCTPAHHBIMU T'OCY/IaPCTBAMU);

— KOMHS 3a4eTHOW KHIDKKH/CIpaBKa 00 OOy4YeHHH C TPEABIIYIIEro MecTa
oOydenus (Mpu IpreMe B TIOPSIKE MEPEBOIA);

— JIOKYMEHTBI, MpeAyCcMaTpHUBAIOIINE JIbIOThl HAa MNPHEM BHE KOHKYypca B
TexHUKyM (KaTeropuu: Jula ¢ OrpaHUuYEHHBIMH BO3MOXKHOCTSIMH 37]0POBbs, CHPOTHI,
BOCHHOCIY>XaIl[ue, MOOeIUTEIN OJIMMITUAA U T.1.);

— J10roBOp 00 OKa3aHMU IUIATHBIX 00PAa30BaTENbHBIX YCIYT;

— ¢dorokapTouku pazmMepoM 3x4 cM. - 4 MTYKH;

— KOMMSI paCIUCKH O MPUEME OPUTHHAJIOB TOKYMEHTOB 00 00pa3oBaHuM;

—  BBINKCKA M3 IpHKa3a (KOs IPHUKa3a) O 3a4MCIICHUN "

— UHIUBUIYATbHBIN TpaduK NTHKBUIANNHA aKAJEMUYECKON 3a0KEHHOCTH
(Tpu HATMYKUK Pa3HULBI B YUEOHBIX IJIaHAX);

— KOIUSA IJIATEXXHOro JOKyMEHTa 00 oIuiate 3a 00y4yeHue;

! Hapﬂ,uy C KOINMAMHU U BBIIUCKAMU W3 TPUKA30B JOMYCKACTCSA MPOCTABJIICHHUC HaA JIMYHOM JIMCTKE O6yTIaIOHI€FOC$I
OTMCTOK, COACPIKAIINX I/IH(i)OpMaIII/IIO O paclopaaAUTECIIbHOM aKTC TGXHI/IKyMa (BI/IZ[ JAOKYMCHTA, HOMCDP, J1aTa, HA3BAHUC
JAOKYMCHTA WJIN KPATKOC CO,Z[Cp)KaHI/IC). I[anee — BBIITUCKA U3 IpHUKa3a.
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— JIMYHBIN JIMCTOK CTYJICHTA.

3.7. JIuuHple fAena He 3a4UCICHHBIX AOMTYpUEHTOB XpaHATcs B IIpuemHoii
KOMHUCCUU 6 MeECSIEB, a 3aTeM YHUUTOXarTcd. [loATMHHUKY HEBOCTpEeOOBaHHBIX
JIOKYMEHTOB 00 00pa30BaHUM IOCIE UIBSATHUS U3 JIMYHBIX JIEJ MEePEIatoTCsl 0 OMUCU
Ha XpaHeHue B Oyxranrepuio TexHuKyma.

4. NOPAJOK ®OPMUPOBAHMUS, BEAEHUA U YUETA JIMUYHBIX
JAEJI

4.1.Ha xaxaoro obyuatoiierocsi popMupyeTcst OJTHO JTUIHOE JIETI0.

4.2. Bce TOKyMEHTBI JTUYHOIO Jlejia MOMEUIAI0TCA B MAaNKy-CKOPOCUIMBATENb.
Ha 00510Ky TUYHOTO J1es1a BBIHOCUTCA (PaMuUIMsl, UMsi, OTYECTBO 00YUaIOIErocs.

Eciu mnocne odopmienuss nauuHoro gena damuiaus (UMsl, OTYECTBO)
oOy4aromerocsi U3MEeHsIeTCs, TO NPekHsAs pamuins (UMsl, OTYECTBO) 3aKIHOYAETCS B
CKOOKH, a HOBBIE JJAHHBIC 3aITUCHIBAIOTCS HAJ| IPEKHUMHU.

4.3. Ha o0050oXKe JHUYHOTO Jiela NPOCTABIAETCS MNPUCBOCHHBIA €My
pEruCTpalMOHHbIA HOMEp, (opma OOyueHHs W CHENUaIbHOCTb, TOJ NpHUeMa Ha
oOydeHmue.

Pa3pemmaercst ykazpiBaTh HOMEp TaKKe Ha KOpPEIIKe JIeNa.

4.4. JIoKyMEeHTBI, CBsI3aHHbIE C yue0oil, TOMEIIAOTCs B JIMYHOE JIE€JI0 TOJBKO
nocJie U3JIaHus NMpuKas3a o0 3a4UCIeHUU 00y4aroIIerocs.

4.5. B 1uuHOE Oeno He BKIIIOYAIOTCH:

—  HEHUCIIOJIHEHHBIE JOKYMEHTHI;

— JIOKYMEHTBHI, IOJJIEXKAaIlNe BO3BPATY;

— n1yOseTHbIe JOKYMEHTHI (JINIIHUE 3K3EMIUIIPbI KOIUN JOKYMEHTOB);

— YEpPHOBBIE TOKYMEHTHI.

4.5. He pe:ke ogHOro pasa B roJ MNpOBOJMUTCS IUIAaHOBAas MPOBEPKA HAIWYHUS
JIUYHBIX J1€J1, HAXOJSIIMXCS HA TEKYIIEM XpaHEHUU. BBIABICHHBIE B XO/€ NPOBEPKU
HEIOCTATKH MOAJIEKAT YCTPAHEHHUIO CHeIMaTUCTaMH Y4eOHOM YacTH.

5. BEJEHMUME JIMYHBIX JAEJI B HEPUO/J OBYYEHUSA

5.1.JImyHoe Aeno oOydJaromerocs BeJAeTCs B TSUCHUE BCETO Neproia o0ydeHuUs
B TeXHUKyMe JJO MOMEHTA €r0 OTYUCIICHUSI.

5.2. OTBETCTBEHHOCTh 32 BEJICHHE JMYHBIX Je 00yJaronInXxcs BO3JaracTcsl Ha
coTpynHUKOB TeXHHKyMa, B IOJDKHOCTHBIE O0S3aHHOCTH KOTOPBIX BXOAHUT paboTa ¢
JUYHBIMU JE€JIaMHU.

5.3. Ha ocHOBaHMM mpuWKa3za O 3a4HUCICHUU OOYYArOMIETOCS €My BBIJAIOTCS
CTyICHUECKUI OWJIeT W 3ayeTHas KHHUXKKA, KOTOpbIE MOKHbI HMETh €IUHbIN
MOPSIKOBBIA ~ HOMEp Ui Kaxzaoro oOydaromierocsi, 3aUKCHPOBAHHBIM B
agmMuauctpauun  Texnukyma. B ciywae Bblgauum ayOnukara — coxpaHsieTcs
MOPSIAKOBBI HOMEP YTEPSIHHOTO JOKYMEHTA.

[Tpu mepeBoae oOyuaromierocs BHyTpu TexHUKyMa ¢ OJTHOM 00pa3oBaTEebHOMN
nporpaMmbl  (popmbl  00yueHHs) Ha JAPYryro, cMmMeHe GaMWInd W/WIA APYrux
M3MEHEHUSIX 3aYeTHasi KHUKKA o0ydamouierocsi coxpansiercs. B Hee BHocATCs
COOTBETCTBYIOIIME MCIPABICHUS, 3aBEPEHHbIE MOAMHUCHIO JTUPEKTOpa, 3aM.
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nupekTopa TexHukyma u nedarbro. O0yyaromeMycsi BbIAAETCS HOBBIM CTYI€HYECKUN
OWJIET ¢ COXpaHEHHEM MOPSAJKOBOIO HOMEpPA 3aMEHAEMOr0 TOKyMEHTA.

5.4. B pouiecce BeIeHUs IMYHOTO JIeJ1a B HErO MOMENIAI0TCs

- BBIIMCKUA M3 TIPUKa30B (KOIMU IPUKA30B)> MO JHMYHOMY COCTaBY
oOydarommxcss U  JOKYMEHTbI, IOCIYKHMBIIME OCHOBAaHMEM K  H3JAaHUIO
COOTBETCTBYIOIIUX MPUKA30B, B TOM YHUCJIE:

0 3a4MCIICHUU HA NIEPBBIN KypC;

0 MepeBoie CTYACHTA C Kypca Ha Kypc;

0 MPUMEHEHUU MEP B3bICKAHUS U MOOIIPEHHUS;

00 aKaJIeMHMYECKOM OTIYCKE, O BBIXOJE U3 aKaJIEeMHUECKOr0 OTIYCKa;

0 JIOCPOYHOM cJjaue 9K3aMEHallMOHHOM ceccuy;

O MPOJJIEHUU CPOKOB CJIaYM IK3aMEHAIIMOHHON CEeCCUU;

00 oTuncneHuu u3 TexHukyma,

0 BOCCTAHOBJICHUU B TeXHUKYME;

0 HANpPaBJICHUU Ha MPAKTUKY;

00 yTBEpKJEHUU TEMbI BBITYCKHON KBAIM(UKAITMOHHON PabOTHI;

o ponycke Kk ['ocynapctBenHoit IToroBoit ATrecraiumu.

- JIOKYMEHTBI, KOTOpbIE TOJITBEPXAAIOT H3MEHEHUE HMEIOUIUXCS B Jelie
cBeZieHu# 00 00yJaronumMcsi, B TOM YHUCIIe:

JUYHBIA JIUCTOK CTYJICHTA;

KONUSl MAacrnopTa WJIA HMHOTO JIOKYMEHTA, YAOCTOBEPSIOLIEro JIUYHOCTH (B
clly4ae ero 3aMeHbI);

KOIUSl CBHUJIETENBCTBA O TEpPEeMEHE HMMEHH, 00 MHBIX aKTax TPa’kKJaHCKOIO
COCTOSIHUSI.

- TOKYMEHTBI, XapaKTepU3yIOIIHNe TUIYHOCTh 00YYaIoIerocs, B YaCTHOCTHU

KOIUU JUIIOMOB, TIOYETHBIX TPAMOT, TOXBAJBHBIX JUCTOB U TIP.;

KOIIUU TPEJICTABIICHUH, XapaKTEPUCTUKH.

5.5.B nuyHOE 71710 BBIMTYCKHUKA MOMEIIAI0TCS TAKKE:

- BBIITMCKA U3 NpHKa3a (KOMuUs NpHKas3a) o BeITycKe®;

- KOTs BBIJaHHOTO TeXHUKYMOM JOKyMEHTa 00 00pa30oBaHUU;

- KOIUS TMPUJIOKEHUS K TOKYMEHTY 00 oOpazoBaHuu (IIpy HAJIUYUH ).

5.6.Konmuu 10KkyMeHTOB 00 0Opa30BaHUM M MPUIOKEHUN K HUM 3aBEPSIOTCS
coTpylHUKamMu TexHukyma u mnedarbro TexHuKyma.

5.7. IOKyMEHTbl B JUYHBIX J€JlaXx pacrojaraloTci B XPOHOJIOTMYECKOM
MOPAJIKE M0 MEPE UX MOCTYIICHUS.

5.8. PaGotHukn  y4yeOHOro otrmena  OQOPMIISIOT  JUYHBIE  KapTOUYKH
oOydJarommuxcs, B KOTOPbIE BHOCSIT MEepCcOHaIbHbIC NaHHble oOydaromierocs (D.M1.0.,
JaTa pOXKACHUS, apec MECTA )KUTEICTBA — M0 PETUCTPAMH U (DAKTHIECCKUI, HOMEP
TeneoHa, MACIOPTHBIC JAaHHBIC, CBEACHHUS O POIUTENSIX, NAaHHBIC MPEABITYIIErO
JOKyMeHTa 00 o0pa3oBaHUU, HOMED U JaTa MpUKa3a 0 3a4uciieHnH Ha 1 Kypc).

2 Hap;my C KOINMAMHU U BBIIUCKAMU HU3 TPUKA30B JOMYCKACTCSA MPOCTABJIICHHUC HaA JIMYHOM JIMCTKE O6y‘laIOHI€FOC$I
OTMCTOK, COACPIKAIIUX I/IH(i)OpMaHI/IIO O pacCropsAANTCIbHOM aKTE TGXHI/IKyMa (BI/IZ[ JAOKYMCHTA, HOMECp, /1aTd, HA3BAHUC
JAOKYMCHTA WJIN KPATKOC CO,Z[Cp)KaHI/IC). I[anee — BBIITUCKA U3 IpUKa3a.

8 Hapﬂ,uy C KOIIUAMHA U BBIITUCKAMU M3 MIPHUKA30B JOITYCKACTCA MPOCTABJICHUC HA JIMYHOM JIMCTKEC CTYJACHTA OTMCTOK,
coaepiKalux I/IH(i)OpMaL[I/IIO O PACoOpAAUTCIIBHOM aKTC TGXHI/IKyMa (BI/IZ[ JAOKYMCHTA, HOMED, /1aTa, HAa3BAHHC
JAOKYMCHTA WJIN KPATKOC CO,Z[Cp)KaHI/IC). I[anee — BBIITUCKA U3 IIpUKa3a.
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JInuHas KapTOYKa MOIINBACTCSA B JMYHOE JI€JI0 00ydJaromerocs.

5.9. B ciywae yTpaThl/mopyd JWYHOTO [iefla MO KaKUM-JIHUOO0 MpUYMHAM,
pabOTHUKOM, OTBETCTBEHHBIM 3a Pa0OTy C JUYHBIMHU JIEJIaMHU, COCTABISICTCS aKT 00
yTepe/mopyu TUIHOTO JAesia U POPMUPYETCS HOBOE JIMYHOE JIETIO.

6. ®OPMUPOBAHUE JIMUHBbIX JAEJ OBYYAIKOLINXCHA,
NEPEBEJIEHHBIX M3 JIPYTOM OBPA3OBATEJBbHON OPIAHU3AIINM,
C OJTHOM ®OPMbI OFYUYEHUS HA JIPYT'YIO

6.1. B cnyuae mepeBoja ymila u3 JApyrod oOpa3oBaTEILHOM OpraHu3alvu B
TexnukyMm mu4HOE Jei0 oOyuwaromerocss (OpPMUPYETCSI U PETUCTPUPYETCS B
IIpuemHon komuccuu TexHUKyMA.

6.2. Jluunoe  nmeno  oOydwaromierocs,  MEPEeBEAEHHOTO0 W3 JIPyrou
oOpa3oBaTeIbHON OpraHu3anuv, (QopMHUpPYETCs W BEACTCS B COOTBETCTBUHU C
pazaenamu 3 u 4 Hactosiuiero IonoxeHus.

Kpome storo, B 1uuHOE A€J10 MOMEIIA0TCS:

— KONWHU JIMIEH3UH Ha TPaBO BEJICHHS 00pa30BaTEIBHON JEATETLHOCTH U
CBU/IETEJHCTBA 0 TOCYJAPCTBEHHOI AKKpeIUTAIMH OPraHHW3alluMd, U3 KOTOPOM
nepesesics o0yJaromuiicss (3aBepeHHbIE B YCTAHOBJICHHOM TMOPSJIKE) — €CJIH 3TO
HErocyJapCTBEHHAs 00pa3oBaTeIbHAs OpraHu3aIus;

— B Cllydae TmepeBoja oOywaroumierocs H3 Jpyroi oOpa3oBaTelbHOM
OpraHu3alliyd B JIMYHOE JIeNI0 00y4aroulerocs MoMemiaoT BbIMMCKY W3 NPHKa3a o
nepeBojie M CIPaBKYy 00 00y4YeHNM;

— 1pu mepeBoje oOyuwaromerocs TeXHUKyMa B JIpYryr0 00pa3oBaTENIbHYIO
OpraHu3alyi0 MOJIIMBAETCS 3asiBJieHHEe O TepeBoje, CIPaBKa-MOJITBEPKICHUE U3
COOTBETCTBYIOIIEH 00pa30BaTeNbHON OpraHU3alnu;

— B cllydae mepeBojia 00y4arouierocs ¢ 0JJHONH 00pa30BaTeNIbHON MPOTrPaMMBI
i GopMbl 0OYUCHUS Ha APYTYIO - BBITIMCKA U3 TIPUKa3a, 3asABJIEHUE 00yJaroIIerocs,
JIOTIOJTHUTENIBHOE COTJIAIIeHHE K JOTOBOPY Ha OKa3aHWe IUIATHBIX 00pa30BaTeIbHBIX
YCIIYT.

6.3. BHecenne wW3MEHEHUMH | JOMOJHEHHH €O CJIOB oOydaromerocss He
JOTYCKaeTCs.

6.4. Ilpy BOCCTaHOBJICHHH OO0YYalOIIErocs MPOJOKACTCS BEICHHE JUYHOTO
Jiena CTyiIeHTa, C(hOpMUPOBAHHOTO paHee.

6.5.B nwmuHOe geno  oOywaromierocs, IIEPEBEICHHOIO Ha  JAPYIYyIO
o0Opa3oBaTeIbHYI0 TPOrpaMMy WIH ¢ OJHON (opMbl OOy4EeHHUS Ha JIPYTYI0 BHYTPHU
TexHukyma, Ha 00JIOKKY JIMIHOTO JIeJIa BHOCSITCS M3MECHEHHUS:

- HaUMEeHOBaHue POopMbl 00yUEHHUSI, HA KOTOPYIO MEPEBEAEH 00yUaIOIIHIICs;

- HAUMEHOBaHUE CHEIMATbHOCTH, HA KOTOPYIO MepEBEIeH 00yYatouuncs.

7. HOPANOK XPAHEHUSA JIMUHBIX JTEJI

7.1. JInuHble nena AOJKHBI XPAaHUTHCA B YCIOBHUAX, O0ECHEUYMBAIOIMIMX HX
COXpPaHHOCTh W TPEIOXPAHSIONIMX OT TMOBPEXKACHHUH, BPEIHBIX BO3JICHUCTBUI
OKpyaromiei cpeabl (MbUIM U COJHEYHOTO CBETa) W HUCKIIOYAIOIIUX yTpaTy
JIOKYMEHTOB.



7.2. PanoHanbHOE pa3MENIeHWE JIMYHBIX Jed MpeanojiaracT HaJaudue
NOMEIIeHUH, NMPUIOAHBIX VISl XPaHEHHUsl JeJ, a TaKkKe JOCTaTOYHOTO YHCIIA
UCIIPpAaBHBIX CpelncTB XxpaHeHus (ceiigoB, mxadoB u aAp.), 000pyA0OBAHHBIX
3allOPHBIMH YCTPOCTBAMM.

7.3. B mporecce omNepaTMBHOrO XpaHEHUS JUYHBIE Jella pa3MelaloTcs
OTZIEJIBHO OT JPYTMX 1€l B BEPTUKAIBHOM IIOJIOKEHUU KOpPEIIKaMU HapyXy B
an(aBUTHOM MOPSIKE MO KypCaM.

JIBepH (CTBOPKU U T.II.) CPEACTB XPaHEHUS CIEAYET JAePHKaTh 3aKPBITBIMH.

7.4. Jloctynn K cCpeAcTBaM XpaHEHUs JHUYHBIX [N pa3periaercss TOJIbKO
corpyniHukamM TexHukyMa, B OOSI3aHHOCTHM KOTOpPBIX BXOJMUT paboTa C JUYHBIMU
JenaMu 00yJaroluxcsl.

7.5. Jlnynbple nena MOTYT BBIJABaTbCd BO BPEMEHHOE IIOJIb30BaHUE C
coOmtoieHneM TpeOOBaHUM K repejade nepcoHabHBIX JAHHBIX 00yYaroluXCsl.

[IpaBo pgoctyma K JOKyMEHTaM JIMYHOTO Jeia O0O0ydYaroulerocss HMEROT:
TUPEKTOP, 3aMECTUTENIb JTUPEKTOpa, paOOTHUKKM TeXHHKyma, OTBETCTBEHHBIE 3a
BEJICHUE JIMYHBIX JIEJT 00yYaroIuXCsl.

WNHBIM PYKOBOIMTENSIM CTPYKTYPHBIX MOJpAa3JCICHUIl MPaBO JOCTYNAa MOKET
OBITH TIPEIOCTaBICHO HA OCHOBAHHMM CIIY>)KEOHOM 3alHMCKU C Pe30JIoLueld TUPEKTOpa
TexHukyma.

7.5.1. BHyTpeHHU# JOCTYyN K NMEPCOHAJIBHBIM JaHHBIM OOYYaIOUIUXCSI OTKPBIT
TOJBKO C paspemieHuss Jupekropa TexHuKyma [Uisi COTPYJHHKOB, KOTOPBIM
HepCOHAJIbHBIE JaHHbIE 00YUYaOIMXCsI HEOOXOAUMBI JIJIsl BBITIOJIHEHUS JOIKHOCTHBIX
00s13aHHOCTEH: pabOTHUKU OyXraiaTepuu, PYKOBOIUTENHU JPYIMX CTPYKTYpPHBIX
MIOIpa3aCIICHUN.

7.5.2. BHemHM 1OCTYN K JIMYHBIM JieJIaM 00ydJaronuxcst (MIu U3bsITHE U3 HUX
JOKYMEHTOB) JOITYCKAaIOTCSI C IMMCBMEHHOI'O Pa3pelleHHs] AUpeKTopa TeXHHKyma H
TOJBKO  CIELHAJIBHO  YINOJIHOMOYEHHBIM JIMLAM IIpU  HAIMYMM Yy  HHX
COOTBETCTBYIOILLEr0 MMCBbMEHHOTO 3aIIpoca.

7.6. BpemeHHOe T10JIb30BAHME JIMYHBIM JEJIOM (IIPOCMOTP, BBIMHCKU U3
JOKYMEHTOB, KOIMPOBAaHHE JOKYMEHTOB M Jp.) BHE IIOMEIIEHHH, B KOTOPBIX
XpaHATCS JIMYHBIE [€]a, Pa3pelIacTcsl TOJIbKO B HCKIIOUMUTENBHBIX Ciy4asx (IpH
MIPUHATHY PELIECHUs TUPEKTOPOM TEXHUKyMa WM €r0 3aMECTUTENIEM )

IIpn BpeMEHHOM ITOJIB30BAHUM JIMYHBIM JE€JI0M HE JOIYyCKAeTCs IMPOU3BOAUTH
Kakue-1100 HCIpaBiCHHs] B paHee CICJIaHHBIX 3allUCSAX, BHOCUTh HOBBIE 3aIHCH,
M3BbIMATh U3 JJUYHOTO J1€J1a UMEIOIIMNECS JOKYMEHTHI WM BKJIAIBIBATh B HEI'O HOBBIE.

7.7. I3pATHE NOKYMEHTOB W3 JIMYHOTO JieJa IMPOU3BOJIUTCS PabOTHUKOM,
OTBETCTBEHHBIM 3a BEACHHME JIMYHBIX J€J, /Ul BHEUIHUX M[OTpeouTened —
UCKJIFOYUTENBHO 110 NUCBMEHHOMY pa3pelleHHI0 JIHUpeKTopa TexHukyma, i
BHYTPEHHHMX IOTpeOHUTENEld — 1O NUCBMEHHOMY WJIM YCTHOMY pa3peuieHUIO
nupekTopa TexHukyma.

B ciryqae BpeMEHHOr0o M3BITHSA JOKYMEHTA BMECTO HErO BKJIAJBIBACTCS JIUCT-
3aMEHUTENb, NPH HU3BATHM JTOKYMEHTA IIOCTOSHHO — BKJIAQABIBACTCA CIPaBKa-
3aMeCTHTeJIb, OJHAKO MPU 3TOM B JUYHOM Jejie 0Oydarollerocs BCerjga JI0JHKHA
OCTaBaThCs KCEPOKOIHS U3BATOIO TOKYMEHTA.



Ha nucre-3amenuTene yka3blBalOT, KaKOM JOKYMEHT, KOMY U Ha KaKO€ BpeMs
BbIJIaH. [10 BO3BpallleHNH JOKYMEHTA B JIEIO JINCT-3aMEHUTENIh YHUUTOXKAETCS.

N3bsiTHEe JOKYMEHTOB JTUYHOTO JieJia 10 TPEOOBAHUIO MPABOOXPAHUTEIBHBIX U
WHBIX YIOJTHOMOYEHHBIX OPraHOB MPOU3ZBOAMUTCS MO akTy. B audHOe neno
MOMEIIAETCS COOTBETCTBYIONIMN aKT U KCEPOKOIHUS U3BATOrO TOKYMEHTA.

7.8. IIpu oTumcienuu oOyyarwmerocs (MO pa3HbIM MPUYUHAM KpPOME
OKOHYaHUs TeXHUKyMa) JIUYHOE JEJ0 XPAHUTCS MO MECTy (OPMHUPOBAHUS OTIEIBHO
OT JIMYHBIX JEJ JIPYrux OOydaronIuxcsi U TepeaacTcss Ha apXUBHOE XpaHEHUE He
paHee, 4eM uepe3 5 JieT mocJie 3aBepiLIeHUs JUYHOTO JIeNia B JEIONPOU3BOJICTBE.

Ecnu oOyuaromuiicsi, TUYHOE N1€70 KOTOPOTO HAXOAMTCS Ha ONEPaTUBHOM
XpaHEHUHU, BOCCTAHOBJIEH B TeXHHKyMe, TO B PEKBU3UTHI OOJIOKKH JieJla BHOCSTCS
u3MeHeHus (eci 00yJaroIuiicsi BOCCTAHOBJICH Ha JPYTy0 CHENUATbHOCTh WU Ha
npyryto (opmy oOyueHMs]) W BEICHHE JMYHOrO jeia mpojoipkaetcs. Eciam go
UCTEUYEHUS MATUIIETHErO0 Cpoka oOydaromuiicss He OyJeT BOCCTAHOBJIEH, €T0 JIMYHOE
JIeJI0 TepelaeTcsl Ha XpaHEHUE B apXUB.

7.9.B cooTtBeTcTBMM C 3aKoHOJaTeIhCTBOM Poccuiickoii  ®Deneparuu
oOydJaromuiicss HMeeT TMpPaBO Ha TMOJy4YeHUE KOMUU JII0OOro JOKYMEHTa,
COJIEPIKaIEroCsl B €ro JIMYHOM Jiejie, HA OCHOBAaHWUW MUCHhMEHHOTO 3asBJICHUS Ha UMS
nupekropa Texnukyma. Konuu TOKYMEHTOB JOJDKHBI OBITh 3aBEPEHBI HAIJICKAIIUM
0o0pa3oM U TIPEAOCTABIATHLCS O€3BO3ME3AHO B TEUEHUE TPeX JHEW CO JIHS T0Jauu
3asIBJICHUS.

OOyyaroiuiics Takke MMEET MpPaBO Ha MOJIyYeHHE OpUTHMHAlla JOKyMEHTa,
COJIEpIKaILErocsl B €ro JMYHOM JIeJie, HA OCHOBAaHUU MUCHbMEHHOTO 3asiBJIICHHS HA UMS
nupekTopa TexHukyma cpokoM Ha 10 kajeHIapHbIX JHeH 1id oOydarommxcs
OYHOM (opMbI O0yueHus, a AJIg O0y4aroUIMXCd OYHO-3a0YHOM U 3a0YHOU (POPMBI
oOy4deHHUsl, C yYETOM HX TPYJIO0YCTPOICTBA U aTTecTanueil Ha paboyem mecte, — Ha 30
KaJICHIAPHBIX JHEM.

7.10. Ilpu oruncieHnn OOYYAIOIIETOCS B CBS3M C OKOHYAHHEM OOYYEHHUsS B
TexHukyme JTUYHOE NEJ0 XPAHUTCS MO MeCTy (OPMHPOBAHHUS OTACIBHO OT JTUYHBIX
Jen ApYyrux oOydaromuXcsi U NepeJaeTcsl HA apXWBHOe XpaHeHue 4epe3 1 roa
1nocJjie OTYMCJIeHHU.

8. IEPEJAYA JIUYHBIX JEJI HA XPAHEHHME B APXUB

8.1. [Tonbop nWYHBIX Jei, IepeaBacMbiX B apXUB, OCYIIECTBIISICTCS
coTpyaHuKamMu TeXHHKyMa, OTBETCTBEHHBIMH 3a JIMYHBIC JeIa.

8.2. [lepenaya JWYHBIX JIe1 B apXWB OCYIICCTBISCTCS IO CICAYIOIIUM
MpaBUJIaM

- JINCTBI TUIHOTO Jieja JOJKHBI OBITh IPOHYMEPOBAHBI, TUIHOE JICJIO MPOIITUTO
1 3aBEPEHO B YCTAHOBJICHHOM IOPSIKE;

- TUYHBIC JeNa MepeatloTCs B TOCYIaPCTBCHHBIM apXHB IO OMHUCSIM JIe] M aKTa
pueMa-Tfepe1adu JOKyMEHTaIbHBIX MaTEPHAJIOB.

8.3. JIluuHoe €0 HAaXOJAWTCS Ha XpaHCHHMHM B apxXuBe B TCUCHUC
YCTaHOBJICHHOTO cpoka (75 nier).



9. 3AKIIOYUTEJIBHBIE ITOJOXEHUSA

9.1. PaGoTHUKH, B  JOJDKHOCTHBIE  OOSI3aHHOCTH  KOTOPBIX  BXOJUT
dbopmupoBaHue, BEACHUE U XPAHEHHUE JTUYHBIX JIEJ, IOJHKHBI OBITh O3HAKOMJIEHBI C
naHHbIM [lonoxxeHuem moj pocnuch.

9.2. PaGoTHUK, mMpUHUMaeMbli Ha palOTy, CBSI3aHHYIO C (POpMHpPOBaAHHEM,
y4eTOM, BEJEHHUEM, XpPaHCHHEM JIMYHBIX JieJl OO0ydYaronIuxcsi, JTOJDKEH OBITh
O3HAaKOMJIEH C 1aHHbIM [losokeHrem 10 NoANMUCcaHus TPYI0BOTO JOTOBOPA.

9.3. Jluynble pnena, HaxoIAIIMECs Ha TEKYyIeM XpaHEHUH, HeoOXOIUMO
MIPUBECTH B COOTBETCTBUE ¢ HacTosuM [lonokeHrueM B T€UEHUE OJHOTO Mecslia C
MOMEHTA €T0 YTBEPKICHHUS.

9.4. Kontponb 3a ucrnoiaHeHueM HacTosiero [lomoxkeHus Bosnaraercss Ha
3aMecTUTeNs qupeKkTopa TexHuKyma.



	105318, Россия, г. Москва, Ибрагимова ул., д. 31, к.1. Тел: +7(499) 166-02-27
	ПОЛОЖЕНИЕ


		2025-12-29T17:34:46+0000




