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1. O0mue moJ10KeHu A

1.1. Hacrosmuii ITopsmox GopmMupoBanusi, BEAEHUS U XPaHEHUS JTUYHBIX
Iel, OoOydJaroluxcs Ha CHEIUAIbHOCTAX CpeJHEero IpodecCHOHaTbHOIO
obpazoBanHus (heJepalbHOTO T'OCYyAapCTBEHHOIO OOMKETHOrO 00pa3oBaTENILHOIO
yupekmeHus  BeIcmiero  oOpasoBaHus — «MHIyIICKMH  TOCYyIapCTBEHHBIN
yauBepcuteT» (mamee cootrBeTcTBeHHO - CIIO, VHusepcurer, Ilopsnok)
yCTaHaBIWBAeT equHBIe TpeOoBaHMS K (DOPMUPOBAHMIO, BEICHUIO U XPAHEHHUIO
JMYHBIX J1eJ, oO0ydarommxcs Ha crnenuanbHocTsx CIIO.

1.2. TTopsimok pa3paboTaH B COOTBETCTBUU C:

o OenepanbHbM 3ak0HOM OT 29 nexabps 2012 roma Ne 273-03 «O6

obpaszoBanwu B Poccuiickoit @eneparmmy (nanee - @enepaibHbIM 3aK0H);
e ®@enepanpHbiM 3akoHOM oT 27 wmronsg 2006 r. Ne 152-®3 «O
IIEPCOHATBHBIX JAaHHBIXY;

e ®denmepanbHbIM 3akOHOM OT 22 okTs0ps 2004 Ne 125-03 «O6
apXxuBHOM Jelie B Poccuiickoit @enepanuny;

e mpukazoM MuHUCTepCTBa 00pa3oBaHWs U Hayku Poccuiicko#
®enepanuu ot 14 mrons 2013 r. Ne 464 «OO0 yrBepxaeanu Ilopsaka opranuzanuu
U OCYIIECTBICHHS O00pa3oBaTebHOM [EeSTENPHOCTH @0 00pa3oBaTelbHBIM
IporpamMMaM CpeIHEro Mpo(eccCuOHaTIFHOr0 00pa30BaHUsAY;

e mpmkazoM MuHHECTepcTBa 00pa3oBaHUs U Hayku Poccuiickor
Menepanmu ot 25 okTaOps 2013 r. Ne 1186 «O6 ytBepxnenuu Ilopsaxa
3allOJIHEHUS, ydeTa W BbIaYd OUINIOMOB O CpegHeM Ipo(ecCHOHAIBHOM
00pa30oBaHUM U UX IyOJIUKATOBY;

e mpukazoM MuHHCTepcTBa 00pa3oBaHMs U Hayku Poccuiickoi
@eneparmu ot 23 sHBapst 2014 1. Ne 36 «O6 yTtBepxkaenuu Ilopsnka mpuema Ha
o0ydeHrne 10 00pa3oBaTENBHBIM IPOrpaMMaM CPETHEro Npo(eccHOHAIFHOTO
o0pa3zoBaHUs»;

e TOCT P 7.097-2016 HamuoHaibHBIA CTaHAAPT PD «Cucrema
CTaHIApTOB MO UHpOpMaluu, OUOIMOTEYHOMY U W3JATEIbCKOMY JEIy.
OpraHu3aluOHHO-PaCIOPS AUTEIbHAS JOKyMEHTAITHSL. TpeGoBanus K

0 OpMIIEHHIO JOKYMEHTOB.
e VYcrTaBoM YHUBEpPCHUTETA.

2. ®opMupoBaHHe JHYHOTO Aejia 00yUyaronerocs

2.1. Ha xaxmoro oOyuaromerocs Ha CIIO B otpensHON mnamnke
¢dbopMupyeTcs TIMYHOE €TI0 B YCTAaHOBICHHOM IIOPSIKE.

2.2. JluuHoe pemo oOywaromierocs II€pBOHAYalbHO (OPMHUpPYETCS B
IPUEMHON KOMHCCHUM YHHMBEPCUTETa, B COOTBETCTBUU C JEUCTBYIOLIUMH
[IPaBUJIAMH [IPUEMA U IIOJIOXKEHUEM O IIPUEMHOU KOMUCCHH.

2.3. OTBeTCTBEHHOCTh 332  NPAaBUIBHOCTH U  CBOEBPEMEHHOCTH
IIepBOHAYAIbHOI0 (POPMHUPOBAHUS JIMYHBIX el O0ydaroluXcs, 3a4UCIICHHBIX Ha
oOy4eHue, BO3/laraeTcsi Ha OTBETCTBEHHOIO TEXHUYECKOTO  CeKpeTaps,
CIEI[MATUCTOB U YIEHOB IIPUEMHON KOMUCCUU Y HUBEPCUTETA.

2.4. CdopmupoBaHHbIe JTHYHBIE JIea 00yUJarOMUXCsl pUeMHass KOMUCCHS
IIepelaeT B OTAEI KaJpoB, B KOTOPOM OCYIIECTBIISIETCS IOCIEAYIOIIee BeIeHUE U



XpaHeHHe JIMYHBIX Jie] O00ydaroIuxcs, M0 aKTy NpuUEMa-liepefadud He MO3JHee
Hayvajia yueOHOro roja.

2.5. B nuyHOM jefne DOJKHBI COAEPKAThCs CIENYIOIINE JOKYMEHTHI:

2.5.1. Ilpu nocrymienuu Ha 1 Kypc:

Jlns rpakaas Poccuiickoit @eneparyy (COOTEUECTBEHHUKOB):

OcHOBHBIE TOKYMEHTHI:

® 3aj4BJICHUE O TOCTYIUIEHUH B  YHUBEPCUTET, YyYacThe BO

BCTYNUTEIbHBIX UCOBITAHUSIX, YIaCTUE B KOHKYPCE, aHKETHBIE JaHHBIE;

® (COrJjlacuc Ha 06pa60T1<y MEPCOHAJIBHBIX NaHHBIX,
® KOIIMA JOKYMEHTA, YAOCTOBCPAIOIICTO JIMYHOCTD, I'PAXIaHCTBO,

e KOIMS JOKYMEHTa, YJIOCTOBEPSIOIIEr0 JIMYHOCTh 3aKOHHOIO
mpencTaBUTeNs (ONeKyHa, ONEYUTeNs);

e OpWUTHHAI U KOIMHUSA JOKyMeHTa 00 00pa3oBaHHU (aTTeCTaT/IUILIOM) -
IUISL 3a4MCIIEHHBIX B YUCIIO CTYACHTOB;

e MeIUIIMHCKas crpaBka mmo dopme 086/y:

e 6 dotorpaduii pazmepoM (3 x4 cm);

e BEINKMCKA U3 NIPHKA3a O 3a9MCIICHUH (MU KOTIHS PUKa3a);

® TOKyMEHTEHI, IIOATBEPKIAI0IINE HATNUKE OCOOBIX MPaB;

e IUIS JHI, MOCTYIMBIIMX IO IIeTeBOMY IIpHeMy (JOrOBOp O IeNeBoil
KOHTPaKTHOU MOATOTOBKE);

e IS JIWII, TIOCTYTIMBIINX Ha TUIATHYIO ¢opMmy oOyueHus (moroBop ob
OKa3aHWU IUIAaTHBIX OOpa30BaTENbHBIX YCIYT; IONOJHHUTENIBHOE COIJIAIllEHHuE K
ZIOTOBOPY ).

® OIWCH TOKyMEHTOB, HAXOIAIINXCS B IMYHOM JieJie 00yUaroIerocs

2.5.2. JIns M’HOCTPaHHBIX IpaXkaaH, Jul] 6e3 IrpaKJaHCcTBa:
OcHOBHBIE TOKYMEHTHI:

® OIKMCHh IOKYMEHTOB, HAXOASIINUXCS B TUIHOM JeJie O0yJaronierocs

e 6 dororpaduii pasmepom (3 x4 cm);

e JMYHOE 3asBlIeHUe (HallpaBlieHHe Ha 00ydeHue);

® KONHIO HOTapUaJbHO 3aBEPEHHOI0 IIEPEeBOJA HA PYCCKUM SA3BIK
IOKYMEHTa, yAOCTOBEPSIOIIEr0 JIUYHOCTh, JHOO IOKYMEHT, yAOCTOBEPSIOIIMMA
JTUYHOCTh MHOCTPAHHOTO rpaxkaanuHa B Pocculickoit denepannu, B COOTBETCTBAA
co crathéit 10 DenepanpHoro 3akoHa oT 25 mrong 2002 r. Nell5 — @3 «O
IIPaBOBOM ITOJIOKEHUU MHOCTPaHHBIX IpaxkaaH B Poccuiickoit Penepanumny;

® KONMI0O W OpUTHHAIT JIOKyMEHTa (IJOKYMEHTOB) WHOCTPAHHOTO
rocymapctea o0 oOpa3zoBaHuu u (WiIK) JOKyMeHTa 00 o0pa3oBaHWM U O
KBaTM(DUKAIMH (Zajiee - JOKyMEHT WHOCTPAaHHOI'O rocyaapcTBa 00 o0pa3oBaHuH),
eClId yIOCTOBEpseMOe YKa3aHHBIM JOKYMEHTOM oOpa3oBaHue Npu3HAETCS B
Poccuiickoit @epepaniuu Ha YpOBHE COOTBETCTBYIOIIETO O0pa3oBaHUS B
cooTBeTcTBHU cO cTaThEil 107 DenepanbHOTO 3akoHA (B Clydae, YCTaHOBICHHOM
@enepallbHBIM 3aKOHOM, - TaKXX€ CBHUAETEIBCTBO O INPU3HAHUU HMHOCTPAHHOTO
o0pa3oBaHus);

® 33aBEPEHHBIM B YCTAaHOBIICHHOM MOpSIKE MEpPeBOJ Ha PYCCKUH S3BIK
IOKyMEHTa MHOCTPAHHOI'O ToCyJapcTBa 00 00pa30BaHUU U MPHUIOKEHUS K HEMY
(ecnu mocnefHee IPEeTyCMOTPEHO 3aKOHOAATENECTBOM T'OCYAapCTBa, B KOTOPOM
BBIJJaH TaKOW JOKYMEHT 00 00pa30BaHuH); '

® KOIMM [IOKyYMEHTOB WIM WHBIX JOKa3aTeIbCTB, IMOATBEPKIAIOIIUX
IPUHAIEXXHOCTh COOTEYECTBEHHUKA, IPOXKHUBAIOIIErO 3a pyOexoM, K TpyIaMm,



TIpedyCMOTPEHHBIM CTaThéll DeniepanbHoro 3aKoHa OT 24 mas 1999 r. Ne99-@3 «O
rOCyJapCTBEHHOM  IIOJIUTHKE Poccuiickoit  @Pepepani B~ OTHOLICHHUH
COOTEYECTBEHHUKOB 32 PyOeKOM». 5o

e xomusi BH3bI Ha Bbe3d B Poccuiickyro @Denepaiuro, €Ciu
MHOCTPAHHBIN IPaXKIaHUH IPUOBLI B Poccuiickyto @eepaliyio 0 BbE3IHOH BU3E;

e CBUIETEIHCTBO 00 OSKBUBAJIEHTHOCTH JOKYMEHTa O MNPEABIIYHIEM
06pa3oBaHuH, TIOJLyIEHHOM 32 PyOexoM;

e KOIHs JIOrOBOPa 06 OKa3aHMHU INATHBIX 00pa3oBaTelbHbIX YCIyT.

2.5.3. TIpu noctyIuieHr: 00y4JaroIerocs Ha BTOPO#1 ¥ MOCIENYIOMIE KyPChI
JUIs TIPOJOJDKeHHs OOydeHWs, B TOM HHCIe B IOPSAKe IEpeBoAa U3 IPYyroro
y4eOHOTro yUpEKACHU:

e 6 (oTorpadmii pasmepoM (3 x4 cm);

e 3asBICHUE O 3a4uCIeHMK (3a4UCICHMM B TIOpAIKE MEpPeBOJa H3
IPyTroro y4eGHOro yUpeKIeHus);

e JOKyMeHT 00 0Opa3oBaHUM (aTTecTaT-OpPUTHHAN) - IJI1 3a4MCIEHHBIX
B YHCJIO CTYJIEHTOB;

e cIpaBKa O IlepeBOJe WM BBINMCKA W3 MpUKas3a 00 OTYHUCIICHUM U3
Ipyroro y4eOHOro YYpEeKIeHWs B CBA3U C MEPEBOIOM I 3a4KCIICHHBIX B
mopsiAKe IepeBoOa.

2.5.4. Bo BpeMs y4eObl CTy/ieHTa B Y HUBEPCUTETE MOTYT IIOABUTHCA MHBIC
JIOKyMEHTHI (XapaKTepHUCTHKK, PEKOMEHIAMY, HAlIPABICHHU, 3aIPOCEL, JOTOBOPEI
00y4aroImuxcs Ha IIaTHOW OCHOBE U T.IL.), KOTOpBIE TaK K€ TOJDKHBI XPAHUTCS B
nuuyHoM nene. JIOKyMeHTHI, KOTOpbIe IIOCTYIAT OT CTOPOHHHX opraHu3alui
(cBeleHMsI O HarpaXIeHUsX, AUIUIOMBI KOHKYpPCOB (xommu) ¥ Ap.) HOTIONHSIOT
JUYIHOE JETI0.

2.5.5. B nuuHOe 1eno 00yJaromerocs BHOCATCS BCE KOIUY UK BBIIIMCKH 13
IpUKa30B B OTHONIEHWH OOy4YaroIerocs (o mepeBojax, OTYHCICHUH,
BOCCTAHOBJIEHWH U TPEIOCTABICHUH aKaJeMHUYeCKOro OTIyCKa M APYIuX BUAOB
OTITyCKOB, O CMeHe (aMmiyy, O IepeMeHe UMCHH, O 3aBEPIICHIN oOyueHus U
IpyTHe) W OCHOBaHMSA K mprKkasaM. Ecnum OCHOBaHMEM SABIACTCA ciryxe0Has
3aMUcKa, Kacaroascs HECKOIBKUX 00yJaroIUXcs, TO JaHHasd ciryxeOHas 3amnmcKa
nmommmBaercs B Aeno «OCHOBaHMA K IIpHKa3aM IO JIMYHOMY COCTaBy
00y JaroImuXCs».

2.5.6. B ciaydae 3auuciieHMs IIEPeBOJOM H3 JPYIoOro 00pa30BaTEILHOTO
yUpexIeHNs B TMYHOE IO IOMEIIAIOT:

coryiacue Ha 06paboTKy IEePCOHATBHBIX NaHHBIX,
KOITHSI JOKYMEHTA, yIOCTOBEPSIOIIETO INIHOCTD;
3asBJIeHHe 00YYarOIEerocsi O PACCMOTPEHUN BO3MOXKHOCTH IIEPEBO/IA;
3asBJIEHNE O 3aUMCJIEHUH B CBA3M C IIEPEBOJOM;
crpaBka 00 00y4YeHuUH;
OpHUTrHMHAJ JOKyMeHTa 00 00pa3oBaHuY;
BBINIMCKA U3 TIPHKa3a 00 OTUHCIIEHHUH B CBSI3U C IIEPEBOIOM;
BBIIMCKA M3 IIPHKa3a O 3a4KMCIICHAN B MOPSIKE NEPEBOIA;
e IOrOBOp OKa3aHWs IUIATHBIX 0Opa3oBaTeNbHEIX YCIyT, CCIH
3a4pCTeHre OCYIIECTRIAETCS Ha MECTa C OILIATOH CTOUMOCTH 00y YCHHS;
e [PV HANMYWMK PA3HUIEI B y4EOHBIX [LUIaHAX ¥ NPOrpaMMaXx, B JHIHOE



JeI0 TAaKKe BHOCHTCS MHAWBUIYaIbHBIA IUIAH JIUKBUJALMHM aKaJIeMHIeCKOH
3aJI0JDKEHHOCTH.

2.5.7. B cimydae mIpeOCTaBIEHHUS CTYACHTY aKaJleMI4ecKoro OTITyCKa WX
IOBTOPHOTO Troja OOydYeHHs B JHMYHOE [eN0 IIOMEINAeTCs BBIIKCKA U3
COOTBETCTBYIONIEr0 TNpuKaza (WM KONHA) W OCHOBaHWE K IPHKasy (muaHOE
3asiBJICHUE U T.IL.).

2.5.8. B cuy4ae mepeBoja CTyJleHTa C OJHOW CIENUABHOCTU Ha NPYTYIO
(IpM HaIMYMA CBOOOIHBIX MECT) - B JIMYHOE [EJNO IIOMEINAeTCs BBINKCKA U3
COOTBETCTBYIOIIEr0 MpHKasa (WIA KOIWA) M OCHOBaHWE (JIMYHOC 3asBICHME,
IpezcTaBIeHre JeKaHa U T.II.).

2.5.8. Ilo oxoHYaHUU O0y4EeHUs CTyIAEHT HMEET IIPaBo 3a6paT5 13 JTUYHOTO
Jlena MOIMHHVK TOKYMEHTa O TIpebITyIeM o0pas0oBaHuN.

2.5.9. Tlo oxoHYaHUH OOYUYEHUS CTyACHTA JENO0 AOMOHACTCS CIeIyOIUMA
JIOKyMEHTaMHU:

e KomWs AUIUIOMA (CIIEIMANNCTA), 3aBEPEHHAs Y HUBEPCUTETOM;

e KOIMH NIPUIOKEHUS K TUIIOMY, 3aBEPEHHAS Y HUBEPCUTETOM;

e yueOHas KapTO4YKa CTyJEHTa, MOINUCAHHas IUPEKTOPOM WK
BBIMMCKA U3 3aUE€THO-OK3aMEHAIlMOHHON BEIOMOCTH;

e BEHINMCKA U3 NpUKa3a (WK KONKsA) 00 OKOHYaHUM Y HUBEPCHUTETa;

e 3ayeTHas KHWXKKA;

e BHYTPEHHS OIKCH JEA.

2.5.10. JluuHOEe [en0 CTyIEHTa, OTYHCIEHHOIO U3 YHHMBEPCHUTETa,
IOIIOJHSAETCS CIIeAYIOIUMU JOKyMEHTAMMU:

e BHIMMCKA K3 IIpHKa3a OO OTYMCICHWM C OCHOBAHHEM (JIMIHOE
3asiBJIeHNME, IIPeICTABICHUE IeKaHa U 1p.);
e yyeOHas KapTOUYKa;

e 3ayeTHas KHUXKA,
e KONWs CIIPaBKU 00 00yUeHNH, 3aBEpeHHAast Y HUBEPCUTETOM.

3. Odopmiienne U XpaHeHHEe JUIHBIX eI

3.1. XpaHeHue JINYHBIX OCII.

3.1.1. JIuuHble mena oOyJarOMIUXCs SBIAIOTCS JOKYMEHTaMU IJIMTETIHHOIO
cpoka xpaneHust (75 JIeT) 1 MOUIEXAT IIONTHOMY O(QOPMIICHHIO JIeIa.

ITomHoe odopmieHHe Aeia IIpely CMaTpUBaeT:

e IIOJHCTHYIO HyMepaluIO Jella;
cOCTaBJIeHHE BHYTPEHHEN ONUCH JOKYMEHTOB;
IIOIINBKY WM MIEPEIIeT Aela,
odopMiIeHre 00I0XKKH Jea :
COCTaBJIEHUE OIUCH JIEIL.

3.1.2. B mepwoxm oOy4eHHS JHMYHOE JEIO XPaHWTCA B OTACIBHOM
[IOMELIEHUH, B KOTOPOE MMEIOT NOCTyI PaOOTHMKM, OTBEYAIOIIMEe 32 BEACHHE U
XpaHEeHWe JINIHBIX JIe]l, PYKOBOIUTEIND IIOApa3IeICHHUSI.

3.1.3. Uudopmarys JTUIHOTO Aejla OTHOCUTCS K IEPCOHAIBHBIM TaHHBIM U
He MOXET IIepelaBaThcs TPEeTPUM JIAIAM, 3a MCKIIOYEHHEeM CIydaes,
[IPEAYyCMOTPEHHBIX 3aKOHOATEIECTBOM.

3.2. Hymepanus n1ucTOB I€ia.




3.2.1. Tlo 3aBepreHun (GopMHUpOBaHUS JAeia OOy4aroIlerocsi, BCE JIMCTHI
JIena HyMepyrotcs apabckumu mudppamu (1,2,3,4...) KapaHmamom B IIPaBOM
BEpXHEM YTITy JINCTA JOKYMEHTA.

3.2.2. BHyTpeHH: OIUCH Jela He HyMepyeTcs..

3.2.3. Ncnonp30oBaHue YEepHUI MM LBETHBIX KapaHJalledl IIpu HyMepanuu
3amperaeTcs.

3.2.4. Ecmd TeKCT JOKyMEHTa pacIoJiO)KeH Ha O00emX CTOpOHAax JIUCTa,
000pOTHAs CTOPOHA HE HyMepPYyeTCs.

3.2.5. JIucT ¢ HarIyXxo HaKJIeeHHBIMU JOKyMeHTaMu ((pororpadusamuy,
BBIPE3KaMH, BEITTUCKAMH U T.I1.) HyMepyeTCs KaK OMH JIUCT.

3.2.6. Ecnu K JOKYMEHTY ITOAKJIECHBI OJHUM KpaeM APYTUe TOKYMEHTHI, TO
KXl JOKYMEHT HyMepyeTCcs OTAEIBHO.

3.2.7. Ecnu B fgefie IMEIOTCS YUCTBIE JINCTHI, OHU HE HyMEPYIOTCS, a
M3BIMAIOTCS U3 JIeTa.

3.2.8. B cmydae yTpaTe/IOpYM JMYHOIO Jela COCTaBIAETCA aKT 00
yTpare/mopue JIMYHOTO Jieia U GOpMUPYETCsl HOBOE JIMYHOE EII0.

3.3. CocraBneHre BHYTPEHHEN ONKCH JETA.

[Ipy moOAroTOBKE IWYHOTO Jeia Uil CHa4yd B apxXuB B Hayale Jela
MTOMEINIAETCS] BHY TPEHHSIS OIIUCH.

3.3.1. BHyTpeHHsII ONUCh COCTaBIAEICS Ha OTACIBHOM JIUCTE IIO
YCTaHOBJIEHHOH QopMe.

3.3.2. Bo BHyTpeHHEH ONMCU CONEpXKAaTcid HOaHHBIE O JIOKyMEHTaXx,
ITOMEIIEHHBIX B IMYHOE JIEJI0, B TOM YHUCJIE:!

® TOPSAIKOBBIE HOMEPA JET;
® 3aroJIOBKH Jel (BUABI JOKyMEHTOB).

3.3.3. BHyTpeHHss ONUCH NOANUCHIBAETCS €€ COCTABUTEIIEM.

3.3.4. Ectu pmemo meperieTeHO WM NONmMTO Oe3 OnaHka BHYTpEeHHEU
ONMMCH JOKYMEHTOB TO, COCTaBlieHHas II0 YCTaHOBJIEHHOM (opme OIHUCH,
HIOJKJIENBaeTCs K BHYTPEHHEH CTOPOHE JINLIEBOI OOJIOXKKY Aena. .

3.4. TlommwuBka (TiepemieT) gena.

3.4.1. IlommmBka (meperuier) [Jena IMPOU3BOAUTCA  TOJBKO  IOCIHE
3aBepIIeHUsT 3KCIEPTHU3Bl IIEHHOCTH (TPOBEPKH HaIW4Us BCeX HEOOXOAMMBIX
JTOKYMEHTOB) BCETO KOMILIEKCa JOKYMEHTOB.

3.4.2. OkcrlepTr3a  IIEHHOCTH  MpeaycMaTpuBaeT  MOPOCMOTP  BCeX
JOKYMEHTOB, BKJIFOUEHHBIX B JIeJI0, B XOJe NPOBEpPKU AyONEeTHbIE U YEpHOBEIE
JIOKyMEHTHI U3BIMAIOTCS (U HATMIUU OPUTHUHAJIOB).

3.4.3. B ciy4ae OTCyTCTBUS B JIMYHOM Jiele O00S3aTENbHBIX JOKYMEHTOB
HEOOXOIUMO TPOBECTH WX PO3BICK B CTPYKTYPHBIX MOJpa3[eieHUus X U IpHU
o0Hapy>KeHU! TIOMECTUTD B JEIO.

3.4.4. lokyMeHTBl JOJDKHBI OBITH CGHOPMUPOBAHB B XPOHOJIOTHYECKOM
MTOPSIIIKE.

3.4.5. JIokyMeHTHI NIOAIIMBAIOTCS Ha YEThIpe MPOKOJa B TBEPIYIO OOJI0XKKY
U IEPeIlIeTalOTCsl C y4eTOM BO3MOXKHOCTH CBOOOIJHOTO UTEHHS TEKCTa BCEX
JOKYMEHTOB, JaT, BU3 M pPE30IIONUN Ha HHUX. MeTamndeckue CKperuieHus
(6ynmaBKH, CKPENKH) TOJDKHBI OBITh YIAJIEeHBI U3 Jea.

3.4.6. Ecnu [OKyMEHTHl HEe HMEIOT IoJiel Ipu MOJIIIABKE HEOOXOIMMO
HapallMBaHWE «KOPEIIKOB» K JOKYMEHTaM WM HCIIONb30BaHWE JPYTHUX



TEXHUYECKUX TIPUEMOB.

3.4.7. TlognuHHBIE TUYHBIE NOKYMEHTHI (YIOCTOBEpPEHHS, CBHAETENBCTBA,
aTTecTaThl, MUIUIOMBI W Jp.) MOAIIMBKE HE IOMAJIEXAT, OHM BKIIAJBIBAIOTCS B
KOHBEPTBHL.

3.5. OdopmiieHre 0OI0XKKH eTa.

3.5.1. O60XkKa Hena COCTaBusieTcs U oQOpPMIIsLeTcss IO yCTAaHOBIEHHOM
dopme (oOpazen - IIpumoxxenne Ne 3), B KOTOpOH yKa3bIBalOTCs: HAUMEHOBaHUE
OpraHu3allid, CTPYKTYPHOTO IMOApAa3JeNIeHus, MHIEKC [ena, 3arojOBOK Jena -
®.1.0. obyyarorerocs.

552 Ha 06oke nena yka3pIBalOTCs apaOCKUMU U pamMu KpaliHue [aThl
nena - ron(pl) 3aBefeHus W okoH4yaHus Aena. (KpallHMMu mgatamMu JTUYHOTO Jena
SBIIOTCS JaTa 3a4uClIeHHs oOydJarolierocsi, ykasaHHas B IIpUKa3se U JaTa
OTYMCIICHHSI OOydJaromierocsi, TaKXXe YyKa3aHHas B Ipukaze). Eciam Hemnb3s
YCTAaHOBHUTH JaTy IO TEKCTy IpUKa3a, 3a OCHOBY OepeTcsi fara perucTpanuu
MpHKasa.

3.5.3.  OOs3aTeabHBIM PEKBU3UTOM OOJIOXKKHK Jelia SBISETCS KOJIMYECTBO
JICTOB B JIeJie, KOTOPOE MPOCTABIISIETCSl HA OCHOBAaHMYM UTOTOBOM 3aIlCH Jera.

4. CocTaBJ/ieHHE ONMCH CAAYH eI

4.1. Tlo 3aBeprieHuto OGOpPMIIEHUS JHWYHBIX €], TOTOBUTCS OIUCH JIS
nepefavyd Jell B apXWB YHUBEpCUTETa. JIMYHBIE Aela NPUHUMAIOTCS B apXUB
TOJIBKO Ha OCHOBAHUWU OIKCH ClIa4yu Jel.

4.2. 3aronoBKH, BHECEHHBIE B OIHWCh, pACIOJAralOTCi CTPOro B
andaBuTHOM Nopsake (haMUIKUK IO IEPBEIM TPeM OYKBaMm).

S. Ilopsigok BbIAA4YH AeJ U3 apXHBa Y HUBEpPCUTETA

5.1. Beijadya JTWYHOTO [efia W3 apXyWBa YHUBEPCUTETA OCYIIECTBISETCS
TOJNBKO 1O  3asiBKE  PYKOBOAWUTENS  COOTBETCTBYIOIIErO0  CTPYKTYpPHOTO
MIOApa3IeTICHHUS.

5.2. Jluuynple gena BBIJAIOTCS I pabOTBI  TOJBKO - COTPYIHUKAM
YHuBepcUTeTa HA CPOK HE MPEBBILIAOIINN - | Mecs. '

5.3. Ilpu BeIHaue nena COTPYIHUK apXxuBa 00sS3aH BHECTU 3aIUCh B KypHAI
Y BBIAATH AEJO MOJ PacIuCKy.

5.4. Ilpyn W3BIE€YEHUH W3 JIMYHOTO JleJla OPUTHHAJIOB JOKYMEHTOB JIHIIO,
OTBETCTBEHHOE 3a BelleHHe JIMYHBIX JIeN, 005S3aHO CHeNlaTh BO BHYTPEHHEW OIMUCH
COOTBETCTBYIOIIYIO 3aIUCh.

5.5.Ilpu paboTre C JIUYHBIM JEJOM, BBIJAHHBIM IS O3HAKOMJICHUS,
3ampemlaeTcss MNPOU3BOJUTH Kakhe-TMOO MCHpaBIeHHS B paHEe CIHENaHHBIX
3aIlACSIX, BHOCUTH B HETO HOBBIE 3aIIMCH, U3BJIEKATh U3 JIMIHOIO JiejIa, HMEIOIIUECS
TaMm JOKYMEHTHI, UJIU IIOMEIaTh B HErO HOBEIE.

5.6. CoTtpynHHKaM apxuBa U JODKHOCTHBEIM JIMIAM, pPabOTAaoOmMM ¢
JUYHBIMH  J€JlaMH, 3allpellaeTcs paslalllaTh  CoAepXKalluecss B HEM
KOHGbUIeHITMATbHBIE CBEICHMS.




6. Ilopsanok BbIIa4YU NOAJIMHHUKOB JOKYMEHTOB 00
00pa30BaHNH BBINYCKHUKAM, OTYHCJIEHHBIM

6.1. JIng BBlOAUM NOJIMHHHUKA JOKyYMEHTa 00 00pa3oBaHWM W3 JTUYHOIO
JieJ1a BBIITY CKHUK, WY OTYUCIIEHHBIN, TOJDKEH CIaTh B JIMYHOE JeI0 0(OpMIIEHHBIE
JOKyMEHTBI: O0XOTHOM JIUCT, 3aYETHYIO KHUXKKY, CTy ICHUECKUN OUIIET.

6.2. O6xomHONW JNUCT OOydaromwiicsi TmoixydaeT B y4eOHOM OT/ee
daxynprera (IIpunoxerue NeS). CorpymHuku othena ¢axyiasTeTa IIPH BBIIaYe
obxomHoro jmcra  oOydaromemycss — OOsS3aHBI ~ OTMETUTH . CTPYKTYpDHBIE
[IOpa3eIeHMs], B KOTOPHIX 00yYaroUUics TOMKEeH IMOIIICAaTh 00XOMHOM JIHCT.

6.3. OOGyuaromuiics MoOXeT OOOUTH . CTPYKTYpHBIE IOJpa3fIeeH s,
yKa3aHHBIE B OOXOIHOM JIHCTe, B JIFOOOM mopsake. OTMETKa B y4eOHOM OTHENe
(akynpTeTa NpPOCTAaBISETICS B IMOCIEHHIOIO ouepenb. COTPYIHHUKA ITaHHOTO
CTPYKTYPHOI'O MOJpa3feleHus] MPOBEPSIOT HAJIWMYMe BCEX OTMETOK B OOXOIHOM
JHCTE.

6.4. OOX0IHOM THUCT AOMKEH OBITH OOPMIIEH BBITY CKHHUKOM IT0CTIE 3aIMTEI
BBIIIYCKHOM KBaJIMQUKAIIMOHHONW paboThl, OTUUCIEHHEIM ITOCJE BBIXOa IpHKa3a
00 OTYUCIICHHH.

6.5. O0xomHOM JHCT MOXeT OBITh OGOpPMIIEH  IPeICTaBUTEIEM
o0ydJaromerocs.

6.6. OpuruHan JOKyMeHTa 00 00pa3oBaHMU BEIFAETCS W3 JIMYHOIO Jeia
JMYHO B pPyKH oOywaromierocs, Ju0O €ro 3aKOHHOTO IIPEIACTABUTENS IO
HOTapHalbHO YHOCTOBEPSIOIIEH NOBEPEHHOCTH, JUOO Ha OCHOBAHMM JHUYHOIO
3asIBJICHUS OTIIPABIISAETCS IO MOYTE Ha apec, YKa3aHHBIA B 3asSBICHHU.



