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1.06mue moJIoKeHust
TlonoXceHHE O JIMYHOM Jjeie crylaeHTa (mamee - IIONOXEHHE) ONPENeNseT MOPANOK
(GOpPMHEPOBAHHMS, BENEHHS, TEKYIIETO XPaHEHHs JHYHBIX el CTYyIEHTOB I 0CYnapCcTBEHHOTO
610/PKETHOTO TPO(ECCHOHANTBEHOTO 06pa30BATENBHOIO YUPEIKICHAS ACTPaXaHCKOH
obmact «Actpaxauckuit My3BIKATBHEI Kommemx umeHn M.II. Mycopekoroy» (manee —
KOJIIEIDK).
TlosoxkeHke pa3paboTaHo B COOTBETCTBUH C:
- TlopsaKOM IpHEMA IPAKIAH TT0 00pa30BaTEIEHEIM IPOrpaMMa CpesHero IpodeccHoHaIbHOro
o6pa3oBaHus;
- OCHOBHBIMH IMpaBUIIaMH pa60'rbr aApXUBOB opraHﬁzaumﬁ, OHO6PCHHBIMI’I PECIICHHEM Komnernn
Pocapxupa ot 06.02.2002 r.;
- TocymapcreennsiM cranpaprom PP T'OCT P 6.30-2003 «YHEQHIHEpOBAHHAS CHCTEMA
OpraHM3alMOHHO-PACTIOPSAUTENEHON — JOKyMeHTaruH.  TpeboBaus Kk O(GOpMIEHHIO
JOKYMEHTORY, IPHHATEIM IocTaHoBneHneM I'occranaapra PO ot 03.03.2003 1, Ne 65-cT;
- OenepanbHBIM 3aK0HOM 0T 27 mions 2006 r. N 152-03
«O nepcOHANBHEIX HAHHEIXY (¢ H3MEHSHHSIMH H JOIONHEHUAMH);
- mpuKka3oM MuHrcTepeTBa 00pasoBanus U HaykH Poccmitckoit Pepepamun ot 14 mons 2013 r.
Ne 464 «O6G yreepxnmennn Ilopsamka OPraHHM3alliM M OCYUIECTBICHHS 00pa30BaTENbHON
TeSATETLHOCTH 10 00pasOBATENBHEIM — NPOTPaMMaM  CPENHEr0  IPO(ECCHOHANBHOTO
obpazoBaHusDY;

- YerapoM I'BITOY AO «ACTPaxaHCKUH MY3EIKATEHEIN KOMIEIK HIMEHE M.I1. MyCOpCKOroy,



- HHEIMA HOPMATHBHEIME TIPABOBEIMH aKTaMH,

3. ®opMHpPOBAaHME JMYHBIX M€ CTYACHTOB M Clyllarench (magee — oOydarommecs)
Ipou3BOAUTCS B IIpHeMHON KOMHCCHH KOJUIEIKA.

4, Bemenme, yueT H TEKyILIee XPAaHEHHE JNHUHEIX Jed OOYYarOIMXCS OCYIIECTBISETCS
cexpeTapeM yueGHOTo OTaena.

5. Ka}l(l[blfl O6y‘{alOH1PII7'IGH B KOJUJICIKE B OTHOILIEHHUH CBOEI0 JIMYHOTO [€1a UMEET MPaBo:
- cBOGOIHOTO IOCTYTIA K CBOUM TIEPCOHANBHEIM JAHHBIM, COJEPKAIIMCS B JTHIHOM JIENe;
- Tpe6OBaTh NCKITIOUCHHS MIIK KOPPEKTHPOBKH HEBEPHBIX MJIM HEIOJIHBIX JaHHEIX, BHECCHHBIX B
€ro JIMYHOE IEJO.

6. JlaHHOe TmONOXEHHE pa3pabOTAHO C LENBI0 [OBBILEHHS KAueCcTBa OpraHu3aluy,
(opMHUpOBaHHS JTUYHBIX JIEN 00YYarOIIXCsl. .

7.  TlonoxeHue ONpenenseT Nopsaok GopMUPOBaHNS, BENEHUS W MOATOTOBKU JIMUHEIX IET
o0ydaromuxcs, K ¢1a4ye B apXus.

8. HMnudopmanus, comepxamascs B JHYHOM jene oO0yJaromerocs, OTHOCHTCA K
IIEPCOHANILHBIM JAHHBIM ¥ HE MOMKET IIE€PENaBaThCs TPETbUM NHIAM, 38 NCKITIOUCHHEM CITYJacB,

IIPEAyCMOTPEHHBIX 3aKOHOAATeILCTBOM PO,

2. OnpeneeHus MOHATHI

B nacrosmem ITooxeHHH HCIONB3YIOTCS CIEAYIONHE OCHOBHEIC TOHATHS !

JHYHOE Jeso o0ydawmierocst - CrpynmupoBaHHAs W O(OpPMIIEHHAS B COOTBETCTBHU C
YCTAHOBIEHHBIMH TPEOGOBAHHSAMHI COBOKYIHOCTE JOKYMCHTOB, COICPKAIIMXCS CBENEHHS 06
obyuatormemes (nanee — mmaroe geno, JIJ10);

(opMHpOBAHHE JTHYHOTO [IeN1a - TPYIIIMPOBAHUE UCTIONHEHHLIX JOKYMEHTOB B JINUHOE JEN0
W CHCTEMATH3AIUS JOKYMEHTOB BHYTPH JEIA;

o)opMIeHHe JHYHOr0 Jejia - IOJrOTOBKA JIMYHOrO AeNa K XPaHEHHIO B COOTBETCTBHMH C
YCTaHOBICHHBIMH TIPABHIIAMH; '

BelleHHE JHYHBLIX Je1 - KOMIUIEKC MEPOIPHATHN IMO: MPHOOIIEHHIO IOKYMEHTOB,
HOJUIEXKAIMX XPAHEHHIO B COCTABE JMYHBIX JIEN; BHECEHHIO 3alTHCEHl B COOTBETCTBYIOIINE
HOUMEHHbIE KHHIH, HHBIC YUYETHBIE (JOPMBI; HMEPHOANUECKON MPOBEPKE HATHUHSI W COCTOSHES
JIMYHBIX JIEJT; :

XpaHeHue JHYHBIX Aed - oOecreueHHe panuOHANGHOIO Pa3MENleHHs H COXPAHHOCTH
JWYHBIX [6J, BKJIIOYas KOHTPOJIb HX (HM3WYECKOrO0 COCTOSHHS, IBHIKCHHS, BBIZAYH BO
BPEMEHHOE MOJIE30BaHHE (C ITOCIELYIONTHM BO3BPATOM B MECTA XPAHCHUSL);

Tekymiee (omepaTHBHOE) XpAHEHHE - XpaHEHHe JHUUHBIX Jell C MOMEHTA UX

TNEPBOHAYAIIEHOI'O (bOpMHpOBaHIIISI J0 nepegavyd Ha apXUBHOE XPaHEHUE,



NpoOBEPKAa HAMHYHA H COCTOAHHUS JIMUHBIX eI - YCTAHOBIEHHUE COOTBETCTBHS PeaIbHOTO
KOMMYCCTBA JIMIHBIX OCI 3alKUCAM B IIOMMEHHBIX KHHTAX, a TAKXKE BBIABICHHE JIMYHBIX LEII,

TPeGYIOIUX UCIIPABIEHHS HETOCTATKOB HX (DOPMHUPOBAHES, BEAECHHS, YUSTa H XPAHEHHS

3. Mopmuporanue aMuHOro neia B Ipuemuoi komuecnu

3.1. OTBETCTBEHHOCTS 32 (JOPMUPOBAHHE U BEASHUE IMUHEIX JEJT IIOCTYTAOIIIX BO3IAraeTest
Ha OTBETCTBEHHOTO CEKPETaps NPUEMHOH KOMHCCHH.

3.2. Tlpu momaue 3asBieHHA (HA PYCCKOM SI3BIKE) O TPHEME B KOJUIEIDK ITOCTYIIAKOLLMIL
IPEABSBIISET:

O Ooprrunaln 1y KCEPOKOMHMIO JOKYMEHTOB, Y¥IOCTOBEPSIOIINX €ro JHYHOCTD, TPAKIAHCTBO
(macrmopT WM CBUIETENHCTBO O POKICHAMN);

[ opuruHam WIH KCEPOKOMHIIO JOKYMEHTa TOCYHapCTBEHHOro ofpasuma 00 o6pa3oBaHHK U
(mnm) fokyMeHTa 06 0GpasOBaHuy U O KBaIH(DHKAIIIH;

00 4 dortorpaduu 3x4;

[ MEJIMIMHCKYIO ~ CHPABKy — yCTAHOBICHHOM  (OPMBI,  (DHKCHDYIOMYIO  pPe3yNbTaThl
TPEZIBAPUTENHHOTO MEAUIIMHCKOTO OCMOTPA MOCTYIIAIOIIMX HA O6yueHue,

3.3. Tlpn nocrynnenuu Ha OCY4YEHHE MO CIELHATLHOCTSIM, BXOJANMM B IMEpPeueHb
CHENHAILHOCTeH, MpH mpueMe Ha OOydeHHe 110 KOTOPEIM IOCTYIAIOIIME HPOXOIAT
00sI3aTCNbHBIC TMPEABAPATENBHBIE MEIMIMHCKAE OCMOTPBI (0OCHENOBAHMA) B TOPSIKE,
YCTAaHOBNIEHHOM TIPH 3aKIIOYCHUH TPYAOBOTO NOrOBOPA WM CIYKEGHOTO KOHTpAaKTa IO
COOTBETCTBYIOIICH JNO/KHOCTH MM  CHENUATBHOCTH, YTBEPHKICHHEBIL IIOCTAHOBICHWEM
ITpasuTenscra Poccuitckoit denepammu ot 14 aerycra 2013 r. Ne 697.

3.4. lloctymamome ¢ OTPaHMYEHHBIMM BO3MOXHOCTAMHE 30POBbSA: JICTH-HHBATHIbL,
maBauAbl I u II rpynn mpenocTaBmsioT 3aKioueHHE (DENEPATBHOTO YUPEIKICHHS MEIHKO-
COLMAIBHOX ~ IKCHEPTH3bl 00 OTCYTCTBHH IIPOTHBONOKA3aHMH 1yl  OOydeHHS IO
COOTBETCTBYIOILEH CIIENHATBHOCTH.

3.5. Tocne 3aBepmenns paGoTsl [IpHEMHON KOMUCCHH JMYHOE AEO NPENCTABILET cOBOM
TaKeT NOKYMEHTOB, IOMEILEHHEIX B MAMKy «/leqo» ¢ 3aBA3KaMi B XPOHOIOTHYECKOM HOPSIKE.

Ob6noxka nenma opopmisieTcs B COOTBETCTBHE ¢ MpuinoxkeHmeM Ne | Kk HacTosmieMmy
[onmoxenwto.

B zaronoBox nena BEIHOCHTCA (aMums, WM, OT4eCTBO OOyuaromerocs. Eciu mocie
OOPMIICHHS IMYHOTO Jie/Ta GaMuIus (MMsl, 0TYECTBO) 00YYAIOMIEr0CT U3MCHACTCA, TO [IPEIKHSS
Gamuris (MMs, OTYECTBO) 3aKIIOUAETCS B CKOOKM, a HOBHIE JAHHBEIE 3alUCHIBAIOTCA HAI

IIPpCIKHUMHU.



B sieBoM BepxHeM yrity ykasblBaeTCsl Ha KaKoe MECTO 3a4nCiIeH ofygarommmiica («Bromikem
i «J{oroBop 06 0ka3aHMH INTATHEIX 00Pa30BaTEILHEIX YCIYT»),

B npaBom BepxHem yrily npocTaBifeTcs MH(QP CHELHATLHOCTH, NOJ HHM YKa3HIBAETCS
HHOCTPAHHBIH SI3BIK, KOTOPEI OBUT H3yUeH B MIKOJIE.

Kpaitnuvu faTaMu THYHOTO Iena SBISIOTCS OATEI MOANUCAHMS MIPHKA3a O 33UHCIEHHH H
OTYHCIICHUH JIML@, HA KOTOPOE 3T0 He/C 3aseneHo. Kpalinme AaThl yKashBAIOTCS apaGCeKHME
nudpamu,

3.7. CocraB JOKYMEHTOB JINYHOTO Jielia 00YYaroNerocst 3aBUCHT OT TOTO, HA KAKOE MECTO OH
3auuciier (GuHAHCHPYEMOE 32 CUET CPEICTB GIOIKETA HITH € OTUIATON CTOMMOCTH 06ydeHs).

3.7.1. Jlnumpie nena oOydalONIMXCA, 3aYHCICHHEIX HA MecTa, (PMHAHCHDYeMBIE 3a CHUeT

CpeacTB 6IOI[7KCT8., COCTOAT U3 CICAYIOINUX TOKYMEHTORB:

Ne HaumenoBanne noxymenrta IIpumeuanne

nn

1. | Bayrpennss onncs nokymentos gena (IIpunokenne No2)

2. | 3agBiieHue aGUTYpHUEHTA

Opurunan  JOKYMEHTa TOCYJApCTBEHHOro o6pasna o6 | Briagsisaercs B
00pa3soBaHuy U (W) TOKYMEHTA KOMENK0G 0OPA3OBAHKH 1 O | MPO3pauHkIf (aii,
KBAIH(QHKAIFH (aTTECTaT 00 OCHOBHOM IUIM CPEAHEM OOIIEM | KOTODEIH IOMEMIAETCS B

06[)'(13033.1-11/11/1, JAIIIOM, akaaeMu4ecKas cnpaBKa) 1) (6]

4. | @ororpadum 3x4 - 4 i,
5. | Cornacue Ha 06pabOTKY ITEPCOHATLHBIX TAHHEIX
6. | Komms npukasa (BBITHCKa W3 TPHKA3A) O 3AYHCIICHAN
7. | Pacnucka 0 mpUMe JOKYMEHTOB Ha 00yueHue
3.8. Tocrynarouue aGWTYypHEHTBI - J€TH — WHBAIUABL, HHBAMMAS lumx 2 rpymm,

JOMOJIHATENLHO MPENOCTABNIAIOT 3aKIIOYeHHE (PeNepanbHOro yUpekaeHHs METHUKO-CONUAIBHOM
SKCIIEPTH3EL OO0 OTCYTCTBUM TNPOTHBONOKA3AHMI Ui OOYYEHHSs 1O COOTBETCTBYIOLIEH
CIICIHAIBHOCTH. '

3.9.  Iocrynawouwe aGUTypUEHTHl, KOTODBI SBISETCS WHOCTPAHHBIMH rpaxIaHamu,
munamMu Ge3 rpakaaHcTBa, B TOM YHCIC COOTECYECTBEHHHKAMH, IPOXKHBAIOIMUMHE 32 PYOEKOM,
MPEIOCTABIIAIOT:

® OpHrHHAN JOKyMeHTa (JOKYMEHTOB) HHOCTPAHHOTO TOCYHApeTBA 06 OGpasoBaHMH |
(mm) mokymerTa 06 OOpa3OBAaHHM U O KBaNH(pUKANHH, €CIIH YIOCTOBEPIEMOE yKa3aHHBIM
JOKyMEeHTOM  ofpa3oBandme mpmsHaeIcss B  Poccuiickoit Qepmepaun  Ha  YpOBHE

COOTBETCTBYIOMIETO 00pa3oBaHka B COOTBETCTBHH ¢ @3-273 «06 obpaszosanuu B Pdy. B




Crydasx, ycraHoBieHHbIX ®3-273 «06 o6pasoarmum B P®» - Taioke CBHAETENLCTRO O
IPH3HAHHH HHOCTPAHHOTO 00pa3oBaHus);

- 3aBEPEHHEIM B YCTAHOBICHHOM TIODSIIKE II€PEBOA Ha PYCCKHH S3BIK JOKYMEHTa
HHOCTPAHHOrO rocyxapcrsa 06 oOpazoBanuu M (M) 0 KBauu(UKALHH H IPUIOKEHAS K HEMY
(ecrm mocTeHee MPETYCMOTPEHO 33KOHOIATENECTBOM TOCYAAPCTBA, B KOTOPOM BEIIAH TAKOM
JIOKYMEHT); i

- KONHH JOKYMEHTOB HJIH HHBIX JOKa3aTeNIbCTB, MOATBEPMNAIOUINX MPHHALIEKHOCTE
COOTEYECTBEHHNKA, IIPOXKHBAIOILETO 3a PyOekoM, K TpyImmaM, IpeiyCMOTPEHHBIM cTaTheil 17
DenepanbHOro 3akoHa oT 24 Mast 1999 1. Ne 99-03 «O rocynapcteerHoi nonutuke Poccuitckoti
Qeziepaliny B OTHOLICHNH COOTEUSCTBEHHUKOB 32 PYOEKOM».

3.10. IocTynaromye, He 3a4UCICHHBIE B KOJUICDK, 3a0MpalOT CBOM OKYMEHTEL ¥ OCTABIIAIOT
PACIHCKY O IOJYYICHHH JOKYMCHTOB.

3.11. JIngmsie mena (C KOMUAMHE JOKYMEHTOB) HE 3a9KC/IEHHBIX TOCTYHAIOMMX XPAHATCS B
IPHEMHOH KOMHCCHH 6 MECAIEB, & 3aTeéM YHHYTOXKAIOTCS B YCTAHOBIEHHOM TIODSIIKE.
ToammunuKKM HeBOCTPEOOBAHHEIX JOKYMEHTOB 00 00Pa30BAHUM MOCTE H3BATHS U3 JIHIHBIX e

NEPEIAOTC 110 OMUCH HA XPAHCHHUE B apXUB KOJUICIKA.

4. TTepenayva Ju4aHbIX aea u3 [IpuemMHoi KOMHCCHA

4.1. Tlo oxonuanuu paGoThl [TpHEMHON KOMHCCUM JIMYHEE Aeia O0YYaIOIMXCS MO aKTy
IepenaloTess B y4eOHYIO 49acTh, IZIE OHH BEAYTCA M XPaHATCA JI0 TNEPEAAYM HAa apXHBHOE
XPaHEHHE.

4.2. Jluueele fmena TEpenaroTCs B y4eOHYIO YacTh cekperapio y4eGHOro OTHeNa, M
nanbHeHmero (popMHPOBAHMA B MPOLECce 00YUSHUS B CTPOrOM COOTBETCTBHE ¢ NPHKA3aMH O
3aUMCIICHHH,

Ha 00moxKe JIMYHOTO Jeja MPOCTABIACTCS! IPUCBOCHHEIA MY PETHCTPAIHOHHEI HOMED.

Hampumep: 562019 MHMna (56 — HOMep W3 MOMMeHHOH kHurh, 2019 — rox mocrymieHus,

W —sauMeHOBaHKE OTIETICHHS).

4.3. Jluuusle nena, cGOPMHPOBAHHEIE B HAPYIIEHHE HACTOSIIETO [10NOXKEHN s, BO3BPALIAIOTCS
B IIpueMHY0 KOMUCCHIO 151 TOPaGOTKH.

4.4, AKTEl Iepenaud JMYHBIX e oOydaromuxcs (mproxernue Ne3) rotosut IIpuemuas
KOMHCCHS KOJUICIPKA B 2-X 3K3EMIUIApaX (OAMH — ocTaercst B IIpHeMHON KOMHCCHH, BTOPOH —

nepeaeTcs CeKpeTapro yueGHOro OTaeNa).

5. Benenue JTHYHBIX [€J1 CTYICHTOB B poIecce 00yaenus



5.1, Jlmanmoe neno oOyuaromerocs (manee — JIJO) Bemercs B TEUEHHE BCErO IEpHOAA
oOyuennst 00ydaroIEerocsi B KOMIEMKE, 10 MOMEHTA €r0 OTUHC/IEHUS B CBA3H ¢ OKOHYAHHEM
obydenus (TUO0 MO APYTHM OCHOBAHHSM).

5.2. Jansreiimee opmuposanue JIJIO 0CyINECTBIAETCS CEKpeTapeM yueOHOTO OTaeHa:

- B Clyuae mepeBo;a OBYyuaromerocs M3 JApyrodf mpodeccHomansuod 06paoBaTeLHoON
opranu3anyy GOpPMUPYETCS JIUYHOE JIEJ0, B KOTOPOM KPOME JOKYMEHTOB, TIPELYCMOTPEHHBIX
nyHKTOM 3.7.1, comepkares:

- 3asIBJICHIE O NIEPEBOJIE;

- KOIHIO NIPHKa3a (BHIMHCKA U3 MPHKa3a) O 3aUHCIICHUH;

- aKafeMuUecKas CIpaBKa, BEITAHHAS yUEOHEIM 3aBe/IeHHEeM, B KOTOPOM OH 00ydaics paHee,
ohopMIeHHas B YCTaHOBJICHHOM HOPSIIKE;

- UHAUBHAYyalbHbIH rpaduk oOyueHHs (JMKBHAALNHMH aKaJAeMUYECKON 3a[0JDKEHHOCTH MpH
HATHYIUH PA3HUIE! B y4eOHBIX IIAHAX).

- IIpH NIEPEBOJE B JAPYTYIO MPO(ECCHOHAIBHYIO 06pa30BaTeNbHYIO opranuzanmio B JIJIO
HO/IIHMBACTCS 3asBICHHE O IIEPEBOJIE B APYrO€ YUPEK/ACHUE U KOMUs (BBIIUCKA) IIPHKA3a;

- B Clly4ae OTUYUCIECHH - KOMHUS IpuKa3a (BEITHCKA U3 IPHUKa3a) 00 OTUKCIICHHH,

- B CIydae MpenocTaBleHHd 00ydalomeMycsl aKaIeMHYECKOTO OTIYCKAa B JIMYHOE MENO
NOMEINAETCs KOIMHS COOTBETCTBYIOIIETO TPHKa3a (BBIIUCKA U3 COOTBETCTBYIOMIETO TIPHKA3a);

- B Cllyyae MEpeBOJA CTYAEGHTA C OFHOH CIEMMANBHOCTH HA MAPYTYK) — KOMHS
COOTBETCTBYIOIIIETO TIPHKa3a (BBIACKA U3 COOTBETCTBYIOIIETO PHKA3a).

5.3. Brecenue u3MeHeHui 1 gononaennit B JIZTO co cnoB 06yHaromerocs He JOmyCcKaeTcs,

5.4. IIpu BoceranosIeHnn o0ydarommerocs nponoinkaercs seacnue JIO, chopMHpOBAHHOTO
paHee.

5.5. B cmyuae yrtpartsl (MOpuM) JHYHOTO JieNa COCTaBisiercss akT o6 yrepe (mopue) u
(hopMHpPYETCs HOBOE JIHIHOE HEIO.

5.6. B nponmecce BemeHHs JHMYHOrO JieNa B HETO IIOMEINAIOTCS  JOKYMEHTEI,
XapaKTEPU3YIOLIHE JUIHOCTE 00YYarolIerocs, B YaCTHOCTH:

- KOIIMH IUIIOMOB, OYETHBIX IPAMOT, TIOXBANIBHBIX JIICTOB 00y YarOIIXCSE;

- KOIIMH TPEICTaBICHHI, XapaKTePUCTHKH.

5.7. BHIMIHCKH W3 TPHUKAZ0B JOMKHEI OBITE oopmiensr mpudTom pasmepom He meree 10.
Bee 3aspraenus o0ydJaromerocsi, IOMEIIAeMbIE B JIMYHOS JEJ10, JOJDKHEL OBITh 3aBU3UPOBAHEL B
YCTAHOBJIEHHOM MOPS/KE.

5.8. B nu4HOE AENIO BBILYCKHHKA IOMEIIAIOTCH TAKHKE:

- NOJUIMHHUKY JINYHEIX 3asBICHUN 00yYaIOIIerocs;

- 0OXOMHOM! JIHCT;



- 3a4eTHAad KHIKKA;

- KOIIs IUTIIOMA O CPEHEM PO ecCHOHaNBEHOM 00pa3oBaHuUM;

- KONHMs NPHJOKEHHS K J[JUINIOMYy O CcpefHeM HIpo(ecCHOHAIBEHOM 00pasoBaHHH,
CBHUIETENBCTBA O KBATH(DUKAIIHI.

5.9. JIoxyMeHTLl B IMUHEIX JEJIaX PACToNararoTcs B XPOHOJIOTHYECKOM HOPSIIKE 10 Mepe HX
TIOCTYIIJICHHST.

5.10. OTBeTcTBEeHHBI 32 BEJEHWE JNUUYHBIX IEN Cekperaph yueOHOro OTAeNa PerylisipHo
BHOCAT 3aIllACH B IIOMMEHHBIC KHUTH, KHUTH [IPAKA30B 06}"iaI-OHlHXC$I, VHBIE YYETHBIC (I)OpMBI B
eprOA 00yueHNsI 00yUarolLIerocs B KOJUIeKe.

5.11. He pexe ogHOro pasa B rof IPOBOAWUTCA INIAHOBAS NPOBEPKA HAIMYMA JIHYHBIX JET,
HAXOJUILMXCSL HA TEKYILIEM XPAaHCHUH. BBIIBICHHEIE B XOJIE MPOBEPKH HEAOCTATKH TIOJUIEXAT
yCTPaHEHHUIO PAOOTHUKAMH, OTBETCTBEHHBIMH 32 BEJICHHE JTMYHBIX JCI.

5.12. OTBETCTBEHHOCTH 34 COXPAHHOCTH JIMYHBIX e OGYYAIOIMMXCS HECET CeKpeTaph
yueOHOro oTaeNa.

6. Ilopsmox xpaﬂéﬂnﬂ JIMYHBIX JIEJI

6.1. JluvHbIE Acna JOMKHBI CONEPIKATHCS B YCIOBHAX, OOCCTICUMBAIOIINX MX COXPAHHOCTL 1
HCKIIOUAIOIUX YTPATy JOKYMEHTOR,

6.2. Jloctyn KX CpencTBAM XpaHEHHsS JIHYHBIX e pPaspeluaercs TOJNBKO paGoTHHKAM
KOJUIEIKA.

6.3. Jlu4Hble JE€nma MOTYT BBIJIABAaTECA BO BPEMEHHOE MOJIB30BAHHE C COOMIOJCHHEM
TpeGOBaHUH K IEpeiaue MEPCOHATBHBIX JAHHBIX 00YYArOIHXCS:

6.3.1. BHYTpeHHUI OOCTYN K MEPCOHATBHBIM MAHHBIM OOYUAIOIIHUXCA OTKPEIT TOJBKO C
paspeleHus 3aBeNyIOlero yuebHoH JacThI0, TONBKO TeM COTPYIAHHKAM KOJUIEDKA, KOTOPBHIM
NIEPCOHANIBHBIE NAHHBIC O0YYAIOIMXCS HEOOXOAMMBI IS BBINOJHEHHS HMH JOJDKHOCTHBIX
00SI3aHHOCTEH.

6.3.2. BHEIIHMI JOCTYI K JITIHBIM JenaM 00y4aloIuxcst (MM A3BATHE U3 HAX JOKYMEHTOB)
JOIIyCKACTCsl ¢ IMMCbMEHHOIO Pa3peIleHMs] TUPEKTOPA W TOJIBKO CIEMUANBHO YIIOTHOMOUEHHEIM
JIUIaM TpH HATHYAHE Y HUX COOTBETCTBYIOIIEr0 MUCEMEHHOTO 3anpoca.

6.4. BpeMcHHOE IONB30BAHHUE JUYHBIM AEIOM (IPOCMOTP, BBINMCKH H3 JOKYMEHTOB,
KONHPOBaHUE IOKYMEHTOB M ApP.) BHE INOMEUIEHWH, B KOTOPBIX XPAHATCS JUYHBIE ENa,
paspemacTcst TOIBEKO B HCKITIOYHTEEHBIX ciaydasx (LLHS[

MPHHATHSA PEINeHUH TUPEKTOpoM H T.IL.). IIpu BpeMEHHOM MOJIG30BAHMH JTMYHEIM JIEJIOM HE
JOIMyCKAeTCs POM3BO/IMTE KaKHE-IHOO HCIPABICHHA B PaHEC CACMAHHEIX 3aMHCAX, BHOCHTE
HOBBIE 3aMACH, U3BIMATL K3 JIAYHOIO Jiejla MMEIOLINecs JOKYMEHTEl MJIK BKIIAJBIBATH B HETO

HOBEIC.



6.5. HspaTee JOKYMEHTOB H3 JIHUHOTO JeNa IPOM3BOMHTCS CEKpeTapeM ydeGHOro OTiena,
JUTSL BHEIHUX MOTpeGHTENeH — NCKITIOUMTENBHO 110 IIMCEMEHHOMY Pa3PELICHHIO AUPEKTOPa, UL
BHYTPEHHUX HOTPEOHTENCH — MO MHCEMEHHOMY PaspellieHUIO PYKOBOAUTENS MOAPas/EICHNU, B
KOTOPOM XPaHATCS JIMIHBIE JENIa.

B cnyuae BpeMEHHOrO M3LITHS JIOKYMEHT4 BMECTO HETO BKNANBIBACTCS THUCT-3aMEHUTEIB
(mpunosxcerue Ne 4), [y U3BSITAY JOKYMEHTA MOCTOSHHO — BKJIAIBIBACTCS CIIPABKA-3aMECTHTENR
(npunoxenne Ne 5), OHHAKO IPH 3TOM B JIHYHOM Jel€ O0ydalOmerocs BCErha AOJDKHA
OCTABATHCSI KCEPOKOITHS H3BATOTO JOKYMEHTA.

Ha nucre-3aMeHNTENE YKA3bIBAIOT, KAKOH MOKYMEHT, KOMy M Ha Kakoe BpeMs BblaH. [lo
BO3BpAIEHHH JIOKYMEHTA B AEJIO JTHUCT-3aMEHATENb YHIUITOKAETCS,

W3parHe JOKYMEHTOB JIMYHOTO Jeia TO TPeOOBAHHIO IIPABOOXPAHUTENBHBIX M HHBIX
YIONHOMOYEHHEIX OPraHOB TPOH3BOAMTCA IO AakTy. B JHYHOE JEN0 IIOMEILAETCA
COOTBETCTBYFOLIMI aKT M KCEPOKOIHS U3BATOrO AOKYMEHTA.

6.7. Ecmu o6yuaroniuiics, TUUHOE AEN0, KOTOPOTO HAXOINTCS Ha ONEPATHBHOM XPAHEHHH,
BOCCTAHOBJIEH B KOJUICIDK, TO B PEKBH3UTHl OONOXKH Jela BHOCATCS W3MEHEHMS (ECIH
06y 9aroIMiiCsl BOCCTAHOBIEH HA APYIyIO CIEMHAIBHOCTE WIH Ha APYryio GopMmy oOydeHus)
BEJICHHE JTUYHOTO JEJa IPOJOIIKAETC.

6.8. JIuunete nena oGyHaroImIXcs, OTYHCIEHHBIX U3 KOJIENXKA, XPAHSITCS TOCIE OTUHCICHUS
B IIAIIKE TPYIIIEL, 3aT€M B KOHIIE TEKYIEro yueOHOro rofia CarTcs B apXuB KOSk,

6.9. Crynenveckuii Gunet, caaBacMblil 00yUaIOIIHMCS B CBA3H ¢ OKOHYAHHEM IOJIHOTO Kypea
00y4eHUs WK BEIOBITHEM K3 KOJUIEDKA, MOMISKHT YHIUTOXKEHHIO B TEUCHHE MECSIIA.

6.10. ITpm oTumcicHAn 00YJAIOIUXCS B CBA3M ¢ OKOHYAHHEM OOYYEHHS B KOJUIEIKE JIMIHBIC

Jena nepeaaroTcda Ha apXUBHOC XPaHCHUC.

7. Ilepenaua JUYHBIX A€/ HA XpaHEeHHE B APXUB KOJLIEIRA

8.1. OdopmneHue NUYHBIX JEN, TNEPENABAEMEIX B apXWB KOJUIEIXKA, OCYIUECTBISETCA
CeKpeTapeM yueOHOM JacTH U BKIFOYAET B ceOs:

- IOALIMBKY HJIH IEPEIUIET 1ENa;

- HyMEpALMIO JIMCTOB JIENa;

- cocraBieHue gucra-3apepurens (IIpunoxenue Ne6);

- BHECEHHE HEOOXOIMMBIX YTOUHEHHH B PEKBH3HTHI OOJIOXNKH Jena (YTOUHEHHEe Ha3BaHMUS
OpraHH3aIlHH, KpaliHEX Jat Jena, 3aroioBKa fena) 160 ohopMieHHe 00I0KKH Jena.

8.2. B cocrap muuHOro feiia 00yUaroIerocs JOMKHEL BXOAUTE CIIEAYIOIHE JOKYMEHTEI:

- OITUCH JIMYHOTO JIENA;

- 3ad4BJICHHUE O IPUEME JOKYMCHTOB JJIA MOCTYIIIICHUS B KOJIJICIDK,



- KOIHH JOKYMEHTa TOCYZapcTBEHHOro obpasia o6 obpasosaHmm M (M) HOKyMeHTa 06
00pa3oBaHuy W O KBanupukaruu (arrectar 00 OCHOBHOM HIlH CPEXHEM obiem obpaszoBaHHH,
IIHATITIOM, aKaAEMHYECKas CIIpaBKa);

- opuruHal JOKyMeHTa 00 00pa3oBaHHH H O xBanudukaiun (arrectaT 00 OCHOBHOM HJIM
cpenmem obimem 06pa3oBaHum) B C/IyUae, eci 00yYaloNIMifcs 1o 0OBEKTHRHEIM TIPUYHHAM HE
cMOT 3a0paThk JOKYMEHT;

- pacTiicka 00y UAIOIErocs O MOy UeHHH UM IOKyMeHTa 00 00pa30BaHiH;

- cornacue Ha 00pabOTKy NEPCOHATBHBIX JAHHBIX;

- akajeMHyeckKas CIpaBKka U3 MPEABIAYIICTO HpO(l)CCCI/IOHaJIBHOTO 06pa30]3aTeanoro
YUpEIKIEHHES, €CITH 0CYHAIOMUMCS 3aUHCIIEH B [IOPS/IKE ICPEBOAR;

- KOIUH IIPHKA30B (BBIIHNCKA M3 MPUKA30B) 00 OTUYHCICHHH, MEPEBOJAE, BOCCTAHOBIICHHH,
MNPEeOOCTaBICHUNA aKaaAeMHIICCKOIo OTIIyCKa, 00 H3MEHEHUN (I)aMI/IJ'II/IH;

- IOUTMHHUKYA JINYHBIX 3asBJICHHH 00y4aromerocs,

- 00XOIHOM NHUCT;

- 3aUCTHas KHMKKa.

8.3. Ilpu oTumcreHur OGydAOLIEECsS IPEIOCTABAIOT KIACCHEIM PYKOBOLUTENAM (Hanee —
PYKOBOHTEIIH TPYIII) 3a4ETHBIC KHIDKKY | CTYIEHUECKIE OUNETHL.

8.4. KmaccHElE PYKOBOMUTENH TPYII [PEJOCTABISIOT 3a4€THEIE KHIDKKH, CTYICHUYCCKHE
GuyIeTHI cekpeTapro yueGHOTO OTACHA B TEUCHNE 3 JHEH MOC/IE BIMYCKA.

8.5. VI3 TMYHBIX [N OTYUCICHHBIX O0YHAIOIIHXCA, HE BOCCTAHOBHBIINXCS B

TeYCHHE S JIET, MATEPHANIBI HE U3LIMAIOTCS, JEJ0 He IIPOIIHBACTCSL.

8.6. JIOKYMEHTEL, OCTAIOLIUECS B JeNe, NOJDKHEI COAEPIKATh BCE HEOOXOMMMBIC PEKBH3HTHI
(TOAMUCH, TEYATH, [ITAMIIBL).

8.7. Ilpn HamyuMM B JIMYHOM Jelle HEBOCTPEOOBAaHHHIX IOKYyMEHTOB (OpHUTMHAJIOB
aTTeCTaTOB, IUIJIOMOB M JIp.) — OHH BKJIaABIBArOTCS B (aifn, KoTopbli moxummrsaeTes B aeno. [lpu
HAIUYHE OOJIBIIOTO KOJIMUYECTBA TAKIX JOKYMEHTOB HOCICAHUC U3BIMAKOTCA U3 ACJIa U Ha HUX
COCTABIISAETCS OTHENBHAS OMHCE.

8.8. B Hauajle KaX/ICro Zeija MOMIIKBACTCS BHYTPEHHS OMUCh JOKYMEHTOB JiC/d, B KOHILIC
Jca — OnaHk JIACTa-3aBEPUTEIIA.

8.9. Bee IHCTEI IMYHOTO Ziena (KPOMe JINCTa-3aBePUTENS ¥ BHY TPEHHEH ONKCH) HYMEPYIOTCS
apaOCKUMH THOPAME TIOPSIKOBOM HyMepalueHd B MpaBoM BEPXHEM YIUIy JIUCTA IPOCTHIM
KapaHIaIIoM HIH HyMepaTOpOM.

JIACTEL BHY TPEHHEH OMUCH JOKYMEHTOB JC/Ia HyMEPYIOTCs OTAETIBHO.

JImeT ¢ HArMyX0 HAaKNeeHHBIMH mokymeHTami ((ororpadmsmu, BBIACKAME H T.IL)

HyMCpYyeTod Kak OAuH JHCT, ECIH K JOKYMOHTY HOAKICCHBE! OAHAM KpaeM APYTHE JAOKYMEHTLI



(BCTaBKH TEKCTa, BBIPE3KH H T.IL), TO KaXKABIH TOKYMEHT HyMEpyeTcs OTAETBHO. IloqmuTse B
TEeno (haiIrel ¢ BIOKEHUAMH HyMEPYIOTCS,; IPU 3TOM BHAUANIE HyMEPYeTCs CaM KOHBEPT, a 3aTeM
OYEPEAHBEIM HOMEPOM KAXKI0€ BIIOKCHHE B HEM.

8.10. JImcT-3aBepUTENs COCTABISETCS HA OTHEIBHOM JINCTE IIO yCTaHOBIEHHOH (hopme
(mpmunosxerne Ne 6), B KOTOpPOM yKaspiBaeTes Uu(DpPaMH ¥ IPONHMCEIO  KOJMUECTBO
MPOHYMEPOBAHHBIX JIUCTOB MENA, KOJIMYECTBO JIUCTOB BHYTPEHHEH OIIMCH, OIOBapUBAIOTCS
0COOEHHOCTH HyMEPALKH JIHCTOB Jiesia (Halu4ue JTUTEPHBIX, IPOMYIIEHHBIX HOMEPOB, HOMEPOB
JIMCTOB C HAKJIEECHHBIMH (hoTorpadusamMu, HOMEPOB KPYNHO(POPMATHEIX JHCTOB, KOHBEPTOB C
BIIOXKEHHUSIMH U KOJIMYECTBO BJIOXKEHHBIX B HUX JIACTOB). JIMCT-32BEPUTENH JIEIA IOANUCHIBAETCS
€ro COCTABUTEIIEM.

3anpenaeTcss BEIHOCHTH JIHCT-3aBEPUTENb Ha OOJNOMKKY JeNla WK YHCTBIA 000pOoT JmcTa
TOCTIEHETO JOKYMEHTa.

8.11. BHyYTpeHHAS OMHCH COCTABIIACTCA HA OTIENBHOM JIMCTE IO YCTAHOBIEHHOU (opme
(mpunoskerne Ne 2), B KOTOPOM COAEpikarTcst CBEACHHSA O MOPSAAKOBBIX HOMEpAX JOKYMEHTOB
JIMYHOTO J€Ja, UX UHJEKCaX, JlaTax, 3ar0J0BKax 1 HOMEpax JIMCTOB Aena. K BHyTpEHHEH OIUCH
COCTABIIIETCS MTOTOBAS 3aMHCh, B KOTOPOH yKa3bIBAIOTCS HUpaMH ¥ TIPOMUCHID KOJNHYECTBO
BKJIFOUYCHHEIX B HEE JOKYMEHTOB M KOJMYECTBO JMHCTOB BHYTPEHHEN omucyu. BHYTPEHHSS OMICH
TOITHCHIBAETCS €€ COCTABUTENIEM.

8.12. JlnvHble mena mepedaloTcs B apXHB IO ONMUCAM AET B TEKYIIEeM roxy (IpHIoKeHHe Ne
7).

8.13. Jluunele mena NOCTABISIOTCS B apXUB B KAHIETSIPCKAX KOPOOax, YBI3aHHEIMU B CBSI3KHU.

8.14. Jlm4soe meno HAXOMWTCS HA XPAHGHHUH B apXMBE KOJUICIXA B TCUCHHE YCTAHOBJICHHOTO

cpoxka (75 net).

9. 3akIIOYHTEIHLHBIE MTOJI0KEHUN

9.1. PabOTHUKH, B HODKHOCTHEIE O0S32HHOCTH KOTOPHIX BXOZUT (OPMHPOBAHUE, BENEHUE U
XPaHCHHE JIMYHBIX AL, ZOJDKHEI OBITH O3HAKOMIICHEI ¢ ZaHHEIM 110JI0JKEHIEM IO OAIHKCE,

9.2. PaboTHHK, IIPHHIMAEMBIH Ha paboTy, CBI3aHHYIO ¢ (QOPMHPOBAHHEM, YUETOM, BEACHHEM,
XPaHEHHUEM JIHYHBIX JIe] 00y4aIOmuXCs, JOKEH OBITh 03HAKOMIICH C JaHHEIM I10T0KeHHEM T10]]
TIOITHCE.

9.3. KoHTponb HCHONMHEHHS HacToswmero IIomokeHHWsd BO3JaracTcs Ha 3aMECTHTENS
JHPEKTOpa 1Mo yueGHoii padore.

Tlepedenb NpuIOKEHHH
ITpunosxenne Ne 1. dopMa 06I0KKH JTMIHOTO AETA.

[Mpunoxenne Ne 2, Popma BHYTpeHHEH ONUCH AOKYMEHTOB A6Ia.



Mpunoxenne Ne 3. AKT nepenaqn THYHBIX A€ 00y YaloIuXcsl,
Ipunoxenne Ne 4, dopmMa JIUCTA-3aMEHHTEIIS.

IMpunosxerne Ne 5. ®opma crpaBKH-3aMECTHTENA.
Ipunoxenue Ne 6. dopma HCTa-3aBEPHTENS [IETa.

TMpunoxenne Ne 7. Gopma ONMUCH e 0 JMYHOMY COCTARY 00y YArOLIUXCS.



[Mpunoxenne Ne 1
O610:kKa JHIHOTO ACTA

T'OCYJIAPCTBEHHOE BIOJ2KETHOE IIPO®ECCHOHAIJIBHOE
OBPA3OBATEJIbHOE YUPEXJEHHUE
ACTPAXAHCKOU OBJTACTHU
«ACTPAXAHCKHUM MY3BIKAJIBHBIA
KOJJNEJX umenu M.II. MYCOPT CKOT O»

Bromxket / JloroBop Mudp cnenuansHOCTH/IPOdECCHH
VHOCTpaHHEIH S3bIK

JEJIO No

(3aroJIoBOK mena)

[Tpuxa3 o 3aunciaeHu

[puka3s o BbIMycKe (OTHHUCACHIN)

(mara Havana jena)

(J1aTa OKOHUAHUS Jena)

XpauuThb 75 neT



[punoxenune Ne 2

®opma BHYTPEHHelH ONICH JOKYMEHTOB JeJia

BHYTPEHHSA OITUCH JOKYMEHTOB AEJIA Ne

(3aronoBOK zena)

No Wnnexe Jara 3arosoBOK TOKYMEHTA Homepa IIpumeyanue
/m JIOKyMEHTa! JIOKY- JTUCTOB Jiejia
MEHTa
Hroro JIOKYMEHTOB.

(uudpaMu 1 IPOMHCEHIO)

Konu4ecTBO ICTOB BHY TPSHHEH OIHCH

(apaMu 1 TPOITUCEHIO)
HamMmeHOBaHVE TOMKHOCTH JIHIA,
COCTABHBILIErO BHY TPEHHIOIO OIHCH
JIOKYMEHTOB JeJia

(mozmuce) (pacmudpoBKa MOAMHCH)

JHara

! VkasbiBaercs (NpM HANMYHA) PETHCTPAINMOHHLIA WMHIAGKC MOKYMEHTA (pPerdcTpalHOHHBIH
HOMCP JOKYMCHTa) — HnppPoBOC




IMpunoxenne Ne 3

AKT
HEPENAYN JIHIHBIX JIEN
OTBETCTBEHHBI CEKPETaph MPHEMHON KOMHACCHH
TIepesaeT,

a
TIPHHAMACT JIHIHEIC ACj1a CTY ACHTOB:

No Ne ®.1.0. CrienuansHOCTS/ Kon-o | Ipumeuanne
n/m | mena npodeccus JICTOB
Cran Ipunsn




[punoxenne Ne 4
DopMa JIHCTA-3AMEHHUTESI

JIUCT-3AMEHUTEJIb
JIOKYMEHT:
1) arrecrar 00 OCHOBHOM 00IeM 0Opa3oBaHuu No
oT :
Ha 2 TUCTAX BPEMEHHO H3BAT U3 JIMYHOTO Aesia Ne ¥ BBIAH BO BPEMEHHOE I10JIb30BAHNE;
D.1.0. ean Harta Beigaun Mata
N0JIL30BATESA HCI0/Ib30BAHNS NPEIN0JIAraemMoro
(KoMy BBIIAH) BO3BpaTa (Koraa
AOKYMEHT JOJIZKEH
ObITH BO3BpAIIEH)
Jata (nonmuce) (pacmudpoBka
HOZTIHCH)
HammenoBanue OOKHOCTH
JIMIA, U3BSIBIIETO JOKYMEHT
(moxnuce) (pacmudpoBka

IIOZIIIHCH)

Jlara




[Tpunosxerue Ne 5
Dopma enpaBKu-3aMeCTHTEN

CIIPABKA-3AMECTHUTEJIb

Joxyment

(HauMeHOBaHHUE BUIA JOKYMEHTA, 1aTa, PETHCTPALOHHEIN HOMED;

HauMeHoBaHue nojpkHocty, @.1.0. aBTopa 10KYMEHTA)

Ha JIacTax

(roMmMepa
JIUCTOB JIEHA)
H3BAT U3 TUYHOTO fena Ne

(Ne nena, ©.11.0. o6yuqatomterocs)
hiutl

(mexns M3BSTHS JOKYMEHTA)
IMoammar B gemno Ne

(uBIEKC Aena, 3ar0JI0BOK Jelia)
Bricnau

(naTa M perncTpaLEOHHBIA HOMEP COMPOBOAUTEILHOID MHCEMa, aIpPECAT)
Briman

(K()My; CBCACHHA O JOKYMCHTC, Ha OCHOBAaHHUH KOTOPOTO IIPOU3BEACHO U3BATHE U BbII[a'-Ia)

Haumenosanme nOmKHOCTH
JIALA, U3BABIIETO JOKYMEHT

(moxmuce) (pacmmdpoBKa TIOATHCH)

Hara



Ipunoxenne Ne 6

(I)opma JINCTA-3aBEPHTEA A1

CIIPABKA-3ABEPHUTEJIb

B nesie HOMUIATO U IPOHYMEPOBAHO

JIUCTOB,

B TOM YHCIIC:
JUTEPHBIE HOMEpPA JTUCTOB

(umdpaMy 1 TPOTHCHIO)

IPONYLUIEHHEIE HOMEPA JIMCTOB
JIUCTOB BHYTPEHHEHN OIHACH

OcoGeHHOCTH (GU3NIECKOT0 COCTOSHUS U
¢ opMHuUpOBAHUS Jea

Homepa jucros

HaumeHoBaHHEe JODKHOCTH
paboTHHKA

TOJITIHCH )

Jlata

(mopmnucs)

(pacmmdporka




ITpunoxenue Ne 7

®opma OIHCH e/ 10 THIHOMY COCTABY 00YUAIOMHXCS

YTBEPXJAIO

(HaUMEHOBAHKE JAOJKHOCTH PYKOBOIHUTEIIS
CTPYKTYPHOTO I[TOPA3IEIICHTIS)

(mozmuce) (pacrumdpoBka MOLIHCH)

« _ »_ 20 T
Onucs Ne
eJI 10 JJHYHOMY COCTABY 00y4alomuXcH
BbIyCKA __ roja
Ne | Mapexc 3aroJioBOK nena Jara KoauuectBo | Cpox Tpumeuanue
n/m | gena’ aesa JIUCTORB? XpaHEHUH
75 net
B nannyio onuck BHECEHO bS]
(mudpama 1 TPOIHUCEHIO)

c Ne 1o Ne , B TOM 4HCHIE
JUATEPHEIC HOMEPA:
MPONYLIEHHEIE HOMEPA:
IMepenan e

(zrd)pamMu @ IPOIHUCEIO)

(HamMeHOBaHHE JOHKHOCTH COTPY/IHHKA (mommwce)
(pacmmdporka nonucH)
CTPYKTYPHOTO TOAPA3/ETECHUT)

«_» 20 T

Hﬁmﬂ JIeI.
(u¢)paMu ¥ IPONUCHIO)

Apxupapuyc

(moxrmer) (pacr(ppoBKa TOIITHCH)
€« 20 5




