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HenaprameHT npodeccuonansHoro obpasosanus Tomckoil obnacTu
O6nacTHoe rocynapcTBeHHOE OI0IKETHOE IPOPECCHOHANTBHOE 00PA30BATENILHOE YUPEXKIEHHE
«ToMckuii NPOMBILUIEHHO-TYMAaHUTAPHbIH KOJUIEK»
IMonoxenns

Hacrosmee IlonoxeHue pa3paboTraHo B COOTBETCTBHH CO CJIEAYIOIUMMH HOPMATHBHBIMH
aKTaMH:

. DenepanbHpi 3akoH oT 29 gekabps 2012 r. Ne 273-®3 «06 o6pasoBanuu B
Poccuiickoit ®enepanumy;

. Ilpukas MunncrepctBa obpasoBanus u Hayku P® or 14.06.2013 Ne 464 «0O6
YTBEPXACHUU IMOpsAOKA OpraHM3allMM M OCYIIECTBICHUS OOpa30BaTeNIbHOM OEATENIBHOCTH 110
00pa3oBaTeNIbHBIM [TPOrpaMMa CpeHEro MpodeCcCHOHANBHOTO 00pa3OBAHMS;

. ®enepanbabii 3aKoHOM 0T 27 uions 2006 r. Ne 152-03 «O nepcoHabHBIX JaHHBIXY,
nsmenenus PenepansHoro 3akona Penakuus ot 29.07.2017, ¢ uamenenusmu ot 31.12.2017;

o OcHoBHBbIE TIpaBuIa paboOTH apXMBOB OpraHM3alMil (0A0GPEHO peleHHEM KOJUIETHH
Pocapxusa ot 6 despans 2002 r.);

. nucbMoM Pocobpasosanus ot 29 uross 2009 r. Ne 17-110 «O6 obecnieyeHHH 3aIHTHI
MEPCOHANBHBIX JAaHHBIX» (¢ «IH(opManue 06 OCHOBHBIX HOPMATHBHO-METOIMYECKHMX JOKYMEHTaX H
TpeOOBaHKSX 110 OPTaHU3ALMH 3aIUTHI IEPCOHATIBHBIX JAHHBIXY);

° VYcraB Komnenxa;

. ITpaBuna npuema rpaxaan B OITBITOY «TII'K»;

° ITonoxenne o npuemHoit komuccuu OT'BITIOY «TTITK».

1. OcHOBHBIE MONOXKEHHE

1.1 Hacrosimee [NMonoxenne o nopsiike GOpMUPOBAHMS, BEACHHS W XPAHEHHS JIMUHBIX €N
obysatommuxcs B OIBIIOY  «ToMckuii NpOMBIILIEHHO-TyMaHUTApHBIH  Kowiemk» (OI'BIIOY
«THI'K») sBsieTCs TOKATbHBIM HOPMATHBHBIM aKTOM KOJUTEZXKA H OTpe/ieNseT eIMHbIe TPeGOBAHHS K
¢opMupOBaHUIO, BEAEHUIO H XPAHEHHIO IMYHBIX A obydaromuxcs O BIIOY «TIITK».

1.2 Ceepenus, comepxallidecs B MaTephanax JUYHOrO fAena OGYHAIOErocs, OTHOCATCS K
HEPCOHAIPHBIM JaHHBIM U SIBJISIOTCSH KOHPUACHIMANBHOM HHPOPMAlHEH.

1.3 Tlpu nepenaye mnepCOHANLHBIX JAAHHBIX OOYYAIOLIMXCS HEOGXOMMMO COBIIONATH
cieaylouye TpeboBaHuS:

® HE COOOIIATh NEPCOHAIBHBIE JaHHbIE O0YYalOMMXCsS TpeThell CTOPOHE 03 MUCbMEHHOTO
cornacust o0ydaromuxcs, 3a MCKIIOYEHMEM CIydyaeB, KOLHA 9TO HEOOXONMMO B  LeJsX
OPEAYNPEKACHAS Yrpo3bl JKM3HH M 370pOBbs OOYYalOLIErocs, a TakXe B JPYTHX Ciy4dasx,
IIPEyCMOTPEHHBIX 3aKOHOAATEILCTBOM;

® HE COOOWATh MEPCOHATBHBIE NAHHBlE OOYYAIOIMXCA B KOMMEPYECKHX LEIAX 6e3 X
IMUCbMEHHOTO COTJIaCcHs;

¢ MPEAYNPEXAATh JIKL, MOJTYYaAIOUIMX NEPCOHAIIbHBIE JaHHbIe 00Yy4alomMXCsl, O TOM, YTO 3TU

JAaHHBIE MOryT OBITH HCITONBL30BAHbI JIHIIL B HEJSIX, OJIA KOTOPBIX OHH COO6IHCHI>I, H TpCGOBaTI: oT
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3THX JIML IOATBEPXKIEHHUS TOro, YTO 3TO IpaBUJIO cobimoaeHo. Jluna, monyyaromue nepcoHalbHbIe
HaHHbIe 00y4aromuUXcs, 00513aHbl COONIOAATH PEXXHM KOHPHIEHIMAILHOCTH;

® OCYIIECTBJIATH Ilepeliady MEPCOHANBHBIX JAaHHBIX O0yJaloIUXCcs B Mpeienax Kojule/DKa B
COOTBETCTBUH C II0OJIOXKEHHEM 00 00paboTke M 3aluuTe NEPCOHAIBHBIX MAHHBIX pPabOTHUKOB H
obyqatommxcst B OI'BITOY «TIIT'K»;

® paspemiate IOCTyNl K MEPCOHANbHBIM JaHHBIM OOYYarOmIUXCSl TOJBKO CIIEIUATBHO
YMOJIHOMOYCHHBIM JIMLAM KOJUICIKA, P 3TOM YyKa3aHHBIC JIUIA JO/DKHBI MMETh MPaBO IMOJIyYaTh
TOJBbKO T€ MNEPCOHAIbHbIC MaHHbIE OOYYalOIHUXCS, KOTOpPBblE HEOOXOIMMBI JUIS BBIIOJIHEHHS
KOHKPETHBIX QYHKIHH;

® He 3anpaliuBaTh HHPOPMALKIO O COCTOSIHMHU 30POBbS 00YYAIOIINXCS, 33 HCKIIOUYEHHEM TeX
CBCJICHUH, KOTOpPble OTHOCATCA K BONPOCY O BO3MOXHOCTH HOIYYEHHS OOYHYArOIIMMHUCS
00pa3oBaTeNbHbIX YCIIYT;

¢ MmepelaBaTh MNEPCOHANbHbBIE NaHHbIE OOYYalONIMXCS TPEACTaBUTENSIM pPaOOTHHKOB B
HOpsANKE, yCTAHOBJICHHBIM TPYAOBBIM KojekcoM P®, u orpanuumBath 3Ty HHPOPMAIHIO TOIBKO TEMH
NEPCOHATPHBIMH JIAHHBIMH 00YYaloIUXCsi, KOTOpble HEOOXOAMMBI s BBIIOJHEHHS YKa3aHHBIMH
IPEICTABUTENAMH UX QYHKUHH.

1.4 JloxyMeHTbl M3 JIMYHBIX JeNn OOYydYaroliMXcs HIH MX KONMHH MOTYT ObITb BBIIAHBI IO
TpeOOBaHHIO YIIOIHOMOYEHHBIX OPraHOB, B TOM YHCIIE OPTaHOB MPOKYPATYPHI, JO3HAHHUS, CIIEACTBUS
1 CyJla, alBOKATypbl, MHIPAlHOHHOH CiyxObl ¥ Apyrux. TpebGoBaHus HODKHE! OBITH OGOPMIIECHEI B
YCTaHOBJICHHOM MoOpsiiKe. 3ampamuBaeMas HHQpOpMauus IIpefOCTaBIsAeTcs B o0beMe, He
NPEBBINAIOMIEM 00BeM 3anpamiMBacMoil MH(GOpPMAlKK C NHCHMEHHOTO pa3pelleHHs IHPEeKTopa
Kojuie/pka. OpHrHHANbL IOKYMEHTOB, IIPHOGLIEHHBIE B JINYHOE JIENI0 00YYAIOLIErocs COrNIacHO OMUCH,
BBIIAIOTCS N0 OKOHYAHMIO 00y4eHHUsl Yepe3 peructpanuio B «KHure Boiaun JOKyMeHTOBY. [IpH 3TOM
K JleJTy IPHKNIAABIBAETCS KOIHS BBIIABaeMOTO JOKyMEHTA.

1.5 TpeboBanus HacTOSIIEro mNOJOXKEHMS OOA3ATENBHBI JUIS IPHMEHEHHS BCEMH
OTBCTCTBCHHBIMHU JIMIIAMH BO BCEX CTPYKTYPHBIX MOJpa3/ie]eHHSX KOJUle[Ka NMPH OPraHU3aliH U
IIPOBEJICHUH BCEX BHIOB IEATEIBHOCTH, IIPOLIECCOB OCHOBHBIX M BCIIOMOIaTENIbHBIX, CBA3AHHBIX C
(OpMUpOBaHHEM, BEJICHHEM M XPaHEHHEM JINYHBIX JIE]T CTYICHTOB.

1.6 KoHTpomb 3a HCHONHEHHEM HACTOSIIETO INONOXEHHS BO3JNAraeTCs Ha 3aMECTHTEINS
JAMpEKTOpa 110 y4yeOHO-METOAUYECKO# paboTe.

2. OCHOBHbIE TEPMUHBI
2.1 TepmuHbI 1 onpeeneHNs
JInunoe neno ofyvaromerocs - crpynnupoBaHHas M OQOPMIICHHAS, B COOTBETCTBHH C

YCTaHOBJICHHBIMH TpC6OBaHI/IﬂMI/I, COBOKYIIHOCTb  JIOKYMEHTOB, coacpKalmux CBeACHHUS 00
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obOyyaromeMcs (Jajiee - JIMYHOE JIEN0).

(DOpMHUPOBAHHE JIMYHOTO Aejia - TPYIIHPOBaHHE UCIIOIHEHHBIX JOKYMEHTOB B JIMYHOE JENI0 H
CHUCTEMaTH3alusl JOKyMEHTOB BHYTPH Jela.

Odopmiienne NTUYHOTO Jena - MOATOTOBKA JIMYHOTO J€1a K XPAaHEHHIO B COOTBETCTBHU C
YCTAaHOBJIEHHBIMU NTPaBHJIAMH.

BeneHue nu4HBIX €T - KOMIUIEKC MEPONIPUSATHIH MO MPUOOINEHHIO JOKYMEHTOB, MOIIEKAIINX
XpPaHEHHIO B COCTaBE JIMYHBIX JI€JI; BHECEHHMIO 3alMceil B COOTBETCTBYIOIIME alpaBUTHbIE KHHIH,
HHBIE YYETHBIE QPOPMBI; NIEPHOANUECKOI POBEPKE HAIMYHA H COCTOSHMS JIMYHBIX JEI.

XpaHEeHHE JIMYHBIX A€l - oOecleYyeHHe PAUHOHAILHOTO Pa3sMEINEHUS H COXPAHHOCTH JIMYHBIX
J€N, B T. Y. KOHTPOJIb MX (QU3HYECKOTO COCTOSIHUS, IBHXKEHHS, BBLIAYH BO BPEMEHHOE N0OJIb30BaHMe (C
TIOCJIEAYIOIIMM BO3BPATOM B MECTA XPaHEHHS).

Texyiee (onepaTMBHOE) XpaHEHHE - XpAHEHHE JIMYHBIX €] C MOMEHTA HX NEPBOHAYAIBHOTO
dbopMupOBaHHs 10 Nepelad Ha apXMBHOE XpaHEHHE.

[IpoBepka HaIMYHA M COCTOSHHS JMYHBIX J€Jl - YCTAHOBJEHHE COOTBETCTBHS DPEaTbHOTO
KOJIMYECTBA JIMYHBIX M€ 3anUCsIM B an(aBUTHBIX KHHUTaX, a TaK)X€ BBHISBJICHHE JMYHBIX JEJI,

TPeOYIOIIHMX UCTIPABICHHS HEAOCTATKOB HX (HOPMUPOBAHHSI, BEAEHHS, yI€Ta H XPAHEHHS.

2.2 Ilopsagox popMupoBaHus JIHYHOTO A€ja

2.2.1 Jlaynoe neno abutypueHta dopmupyercs npuemuoit komuccueir OI'BITIOY «TIIIK» B
COOTBETCTBHH C NCHCTBYIOIUMH NpaBuiaMu nipieMa B OI' BIIOY «TIII'K», monoxeHHeM 0 pHEMHO#
KoMuccuH. JINYHOE neno 3aBOAMTCS Ha KaXHoro abuTypueHTa. AGHTYPHEHTY BBIIAETCS PACIIHCKA O
NprueMe JOKYMEHTOB € YKa3aHHEM IIOJIHOIO NEPEYHs BCeX CAAHHBIX MM JOKYMEHTOB.

2.2.2 OTBETCTBEHHOCTDb 3a TeKyllee (HOPMHPOBAHHME ¥ BElCHHE JIMYHBIX Nel aGUTYyPHEHTOB
BO3JIaracTCss Ha OTBCTCTBCHHOIO CEKpeTaps INPHEMHOH KOMHCCHM, HA3HAYEHHOTO IIPHKA30M
JAUPEKTOpa AJIs MIPOBEJICHUS IpHEMA.

2.2.3 OTBETCTBEHHBIH CEKpeTaph IPHEMHON KOMHCCHHM OCYLIECTBIISIET KOHTPONb HAj
NPaBAUIBHOCTBIO (JOPMHPOBAHMS M TOJNHOTON COJEPXaHMS JIMYHBIX M€, KOTOphle IEpealoTCs M3
NPHEMHOH KOMHCCHH B y4eOHYIO 4acTh B CPOK O 1 CeHTHOps Mis nanpHeiuield paGoTH 1O aKTy,
BMECTE CO CITMCKOM JIHIl, PEKOMEHIOBAaHHbIX K 3a4HCIICHHIO B COCTAB 00YYaIOLIMXCA.

2.2.4 Jlu4Hoe nmeno obydarolerocs, nepeaaBaeMoe B y4eGHYIO YacTh, JOJDKHO colepKaTh
ClielyIolIHe JOKYMEHTBL:

2.2.4.1 ans rpaxnad Pd:

®  OIIUCH J€eNa;
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3asBJICHHE O TIpHeMe Ha O0ydeHHe IO MPOorpaMmaM MOATOTOBKH CIEIMAIUCTOB CPEIHErO
3seHa (IIIICC3) u nporpaMmaM MOArOTOBKM KBaJM(pHUIMPOBAHHBIX PabOYMX, CITYKAUIHX
(IITTKPC) no ¢opme, ycTaHOBIEHHOH MPHEMHOM KOMUCCHENH;

OPHUTHHAI MJIM KCEPOKOIHUIO JTOKYMEHTa rocyJapcTBeHHOro obpasua o6 oOpazoBaHMH H
(wnu) nokymeHTa 06 06pa3oBaHUK M KBATHDHKALMH;

OpPHMIHHAN HJTH KCEPOKOIIHIO TOKYMEHTOB, YIOCTOBEPSIONIMX €0 JIHYHOCTD, IPaXKIaHCTBO;
4 dororpaduu 3x4;

coryacve Ha 06paboTKy NePCOHANIBHBIX JAHHBIX.

2.2.4.2 ju1s MHOCTPaHHBIX IPaXKAAH U JUL Ge3 rpaXIaHCTBa, B TOM YHCIE COOTEYECTBEHHUKOB,

[IPOXKMBAIOHINX 32 pyOeKOM:

OMNUChH JIeNa;
3asBJICHHE O NpHUEME Ha 00yYeHHe 1O NpPOrpamMMaM IIOATOTOBKH CIIELUATHCTOB CPEIHETO
3peHa (IITICC3) n nporpaMmam NMOArOTOBKHM KBATM(HUMPOBAHHBIX PAGOUMX, CIIYXKALIAX
(IITTKPC) no dpopme, ycTaHOBIIEHHO# IPHEMHOM KOMUCCHEH;

KOITHIO JIOKYMEHTA, yIOCTOBEPAIOLIECT0 JMYHOCTh IOCTYNAIOIIEro, JHGO JIOKYMEHT,
YAOCTOBEPAIOMINH JTHYHOCTh IpaxkaaHuHa B Poccuiickolt denepauyu, B COOTBETCTBHH CO
cr. 10 @3 or 25 wmona 2002r. Nell5-®3 «O mpaBoBOM [MOJNOKEHHH HMHOCTPaHHBIX
rpaxna B Poccuiickoit ®enepauny;

OpUTHHAJI JOKYMEHTA roCy1apCTBEHHOro ob6pasia o6 o6pa3oBaHHU (WM €70 3aBEPEHHYIO
B YCTaHOBICHHOM TNOpAAKE KOMHUIO), JUOO OpHIMHAN NOKYMEHTa HHOCTPAHHOTO
rocynapcrtea 00 oOpasoBaHus u (WIM) KBaTH(UKAIMH, HPU3HABAEMBIH B POCCHICKOI
Dezepalun Ha ypoBHE JOKYMEHTa roCyapcTBEHHOro 0bpasua 06 obpa3oBaHuH (MITH €ro
3aBCPCHHYIO B YCTAHOBJICHHOM MOPSAIKE KONHMIO), a TAaKXe B Ciy4ae, IpeLyCMOTPEHHbBIM
3aKoHoaTeNbCTBOM P® B cooTBeTcTBUHH cO cratheit 107 3, KOMHIO CBHIAETENLCTBA O
NpU3HAHHK JAHHOTO JOKYMEHTA;

3aBCPEHHBI B YCTAHOBJICHHOM TMOpSAJAKE IEpPeBOX Ha pYCCKHH S3BIK JOKYMEHTa
MHOCTPaHHOrO roCynapcTsa 00 ypoBHe 00pa3oBaHHMS W IIPHIOXEHHS K HeMy (eciu
MOCTIEAHES MPEAYCMOTPEHO 3aKOHO/JATENILCTBOM TOCYapCTBa, B KOTOPOM BBIIAH TAKOM
JOKYMEHT 00 06pa3oBaHuH);

KOIIMH JOKYMEHTOB HJIM HHBIX J[IOKAa3aTeNbCTB, MOATBEPKIAIOLIMX MPHHAIEKHOCTD
COOTEHCCTBCHHMKA, NPOXHUBAIOLIETO 3a pybexoM, M rpyInaM, nperycMOTPEHHBIM cT. 17
@3 or 24 mas 1999r. Ne99-®3 «O rocymapcrBeHHOH nomuTHKe PO B OTHOWICHHH
COOTEYECTBEHHUKOB 32 PYOEXOM»;

4 dororpaduu (3x4).




JlenaprameHT npodeccHoHaLHOro 06pasoBanus ToMckol 06nacTu
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(Bce mepeBoabl Ha pycCKUi S3BIK TOMKHBI OBITH BBHITONHEHE! HAa UMS H (PaMMJIHIO, YKa3aHHbIE

B IOKYMEHTE, YIOCTOBEPAIOIIEM JIMYHOCTh HHOCTPAHHOTO rpaxaaHuHa B Poccuiickoit denepariun).

2.2.5 Tlocne n3nanus NpHKasa O 3a4MCIEHUM B COCTAB 00YJalOLMXCS KypaTophl IPyIN B CPOK

g0 3 CCHTH6pH nepeaaroT MEAUUUHCKOMY pa60THm<y KOoJUI€ka Cleayronue AOKYMEHTEI

obyyarommxcs HoBoro Habopa:

KOIIHSI MEIUIIMHCKOTO CTPaXOBOTO ITOJIHCA;
cepTuHKAT O NPUBUBKAX;

MEIUIMUHCKas CNPAaBKa U3 IICHXOHEBPOJIOTHYECKOro aucnancepa (o TpebGOoBaHHIO);
MEMIIHHCKAs CIpaBKa U3 NPOTHBOTYOEPKYJIe3HOro qucnancepa (1o TpeOoBaHHIO);

MeIuIUHCKas cripaBka Gopmel Ne 086-Y (o tpeGosanmio).

2.2.6 Kyparopsl rpynn HOBOro Haopa OTMEYalOT AETeH-CUpOT M JeTel, ocTaBIIMXCH 6e3

NMONCUYCHHUA pOIIHTGHCﬁ, IEeTCH-UHBANHAOB H IIPEROCTABNSACT Ha 3Ty KaTCropHIO 06yqa}omnxc;1

COLHAJIBHOMY De€aarory cCiaeayroume IOKyMEHTEHI, HE0O0X0IMMElE JJId IIOCTAaHOBKH Ha IIOJIHOC

rocyaapCTBCHHOC obecrnieuenue:

2.2.6.1 JlokyMeHTBI ReTeH-CHPOT U aeTei, ocTaBmMXcs 6€3 oneYeH s poHTeNne:

KOIIHS Naclopra;

CIpaBKa M3 OTZEJA ONEKH O CTaTyCe;

KOIIMsl CBUJIETEJILCTBA O POXKICHHUH;

KON CBUACTEIBCTBA O CMepTH poautened unM llocraHoBieHWe cyna O JHINCHHH
POJHUTENLCKUX NPaB;

KONHs  TNOCTaHOBJICHHSA 00  YCTAHOBJIGHHHM ONEKYHCTBA  (HECOBEPIIEHHOJETHHE
oOydarommecs);

KOIIHMs yIOCTOBEPEHHS ONEKYHa;

KOIIHIO IEHCHOHHOTO YAOCTOBEPEHHSI (110 TPEGOBAHUIO);

ZOKYMEHTBI, IOATBEPXKIAIOIINE HATTMYHE XHIIbS, THOO MOCTAHOBKY Ha PErHCTPalOHHBIN
YYET HA NOJYYEHHE JKHIIbI;

CITpaBKa U3 JIETCKOro JoMa (eciu peGEHOK )KUBET B IETCKOM JioMe) (110 TpeGoBaHHIO);

¢popma-9 (cipaBka o npomnucke) (o Tpe6OBaHHUIO).

2.2.6.2 JIoKyMEHTHI IeTe-UHBATIHIOB:

KOIIUS NacnopTa;

KON JOKYMEHTa 00 yCTaHOBJIEHHH HHBAJUAHOCTH;

3aKJIIOYCHHE  YYPEXICHHS TrOCyJapCTBEHHOH MEIMKO-COUHAILHON 3KCIIEPTH3BI, €CIIH
AaHHOE 00yueHue, o u3bpaHHOI npodeccuu, He MPOTHBONOKA3aHO,

3a4BJICHHC Ha IIUTAaHUE (PIJ'[I/I OTKa3 OoT HI/ITaHI/IH), ITHIIECTCS B HpHeMHOﬁ KOMHCCHH.
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2.2.7 Cexperapp y4eOHOM YacTH peruCTpUpyeT JiMuHbie Jefia oOydaromuxcs B «XKypHare

PErucTpalyy JIMUHBIX Ae] 00ydaromuxcs». JlanHbple 0 BHOBb IMOCTYIMBIIMX BHOCSTCS B aI(paBUTHYIO

KHHTY.

2.2.8 Ilpu 3aurcieHMH Ha oOy4eHHe B TeueHHe y4eOHOro roja, B TOM YHCIE B ITODAIKE

nepeBofa M3 Ipyrux o0Opa3oBaTeNIbHBIX OpraHH3alMi, JIMYHOE HeNI0 (POPMHpPYETCS CeKpeTapeM

y4eOHOH YaCTH H COAEPKHT CIEAYIONIHE NOKYMEHTHI:

JIHYHOE 3asBJICHHE O NEPEBOJIE CTY/ICHTA,
aKajZieMHueCKasl CIIpaBKa (IOJIHHHHK H KOIHA);

JOKYMEHT 00 06pa3oBaHHU (MIOATMHHHUK ¥ KOTIHS);

BBINMCKA U3 IIPHKa3a O 3a4HCIICHUH B MOPSIIKE NIEPEBOIA;

4 dotorpadun pazmepom 3x4;

MeJMIIHHCKas crpaBka Gopmbl Ne 086-Y (o TpeboBanmio);

KOIHs MEIHLIMHCKOIO CTPAX0BOro MNOJIKCA;

cepTU(HUKaT O MIPUBHUBKAX;

MEIMUMHCKAs CpaBKa U3 IICHXOHEBPOJIOTHYECKOro JUcnaHcepa (10 TpeOOBaHHIO);
MEJMLMHCKas CIIpaBKa M3 MPOTHBOTYOEPKYJIE3HOr0 TUucnancepa (o TpeGoBaHuIO);
KOMHs MacnopTa;

xors MHH;

xonus CHUJIC;

HHIUBHAYANbHBIH rpadMK JNMKBUJALMH aKaJEMHYECKOH 3aJ0JDKEHHOCTH (IPH HAIMYHH

pa3HUIb] B y4EOHBIX ILIaHAX).

2.2.9 Kaxpoe nuynOE J1e710 00yHaroierocs HoBoro Habopa GOpMHpPYETCS B OTAEIBHOM Narke.

Ha THTYJBHOM JINCTC ACIAKOTCA OTMETKH:

Ha3BaHWEe MNPOQECCHOHANBLHON 06pa3oBaTeNbHON OpraHM3allid, B KOTOpOH of6yudaercs
CTYJIeHT;

HaMMEHOBAHME U KOJ NPOGECCHH/CIENATLHOCTH;

PErUCTpallMOHHBI HOMED JIENa, OH XK€ B MOCJIEAYIOHIEM SIBISIETCS MOPAAKOBHIM HOMEPOM
B a/l(paBUTHOH KHUIEe M HOMEPOM CTYIEHYECKOTO OUIIETa M 3a4ETHOH KHEKKH CTYIEHTA;
dbaMuIus, HMs1, OTYECTBO OOYUYAIOIIErocs;

JlaThl Ha4ajla ¥ OKOHYaHHUS BEACHHS JIMYHOTO JIENia;

KOJIMYECTBO JIUCTOB;

CPOK XpaHEeHHSI.

2.2.10 B cocta imaHOro aena o0y4aromerocss BXOAAT CleAyIOmHie JOKYMEHTHI:

3asBJICHUE HA UMs IupekTopa o npueMe B OI'BITOY «TITI'Ky;
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JOKYyMEHT 06 06pa30oBaHMH rOCYJapCTBEHHOro 00pa3na (MOMTHHHUK U KOIHs);

4 dororpaduit pasmepom 3x4;

KOIIUsA ITacuopTa;

y4€THasi KapTO4Ka CTYJEHTa,

IIPHKA3 O 3aYHMCIIEHUU B COCTAB 00YYaIOLUXCS;

IIPHKa3bl O NEPEABIXEHUN 00YYarOIIHXCH;

3asBJICHUS], COPABKH U JPYTHE JOKYMEHTBI, OTHOCSINKECS K JAaHHOMY CTYAEHTY, ClipaBKa
00 ofyueHuM uiHM JMILUIOM 00 o0pa3oBaHHH, BBUIAHHBIE APYTMMH 00pa3oBaTElbHBIMH
YUPEXICHUSIMH;

CTYyICHYECKUH OMIIET, 3a4eTHAsE KHIDKKA (BKJIABIBAETCS NTPH OTYHCIIEHHH);

KOIIHs CIIPAaBKH 00 00y4eHMH, BELIAHHOH KOJUIE/DKEM NIPH OTYHUCIICHUH;

KOMNMs JUIUIOMA ¥ NMPHJIOKEHUS K HEMY, BBIIAHHBIE KOJUICIXKEM MIPU OTUHCIICHHH;
MEIULIHCKUE CIPABKH;

CBHJIETENBCTBO O CMeHE HaMHUIIMU (MMEHH, OT4eCTBa) (TIpH HAJTHYHH ),

KOMHUS TPYAOBOH KHHXKKH (NIpY HAJIMYHH ),

KOIUsSl IPUITUCHOTO CBHJETEJILCTBA O MOCTAHOBKE HAa BOHMHCKHMH YY€T MM BOEHHOIO
omnera (2 3k3.),

MEIHUIMHCKYIO crpaBky 1o Gopme Ne 086-V (o TpeOGOBaHHIO IPUEMHON KOMHCCHEN);
MEHMIMHCKYIO CIIPAaBKY M3 IICHXOHEBPOJOTrMYECKOro JUCHaHcepa (1o TpeGOBaHHUIO);
MEIUMIUHCKYIO CIPaBKy M3 MPOTHBOTYOEpKyle3HOro auchaicepa (o TpeGOBaHHIO);
crpaBky o ¢mooporpadgudeckoM oOcIe 0BaHUH;

BBIIIMCKY U3 IIPHKa3a O 3a4YUCIICHHH;

BHYTPCHHAS ONUCHh JOKYMCECHTOB, UMEIOIIIUXCS B JINUHOM J€EJIE.

2.2.11 Jluunple nena ¢ KOMMAMM JOKYMEHTOB abUTYDHEHTOB, HE 3aUHCICHHBIX B 4HCIO

00y4aloIMXCsl, XPAHATC B TeyeHHe | Mecsla B yueGHOM yacTH, 3aTeM pachOpPMHpPOBBHIBAIOTCS H

YHHYTOKAIOTCS IO aKTy ceKpeTapeM y4eOHOH yacTH. HeBocTpeOoBaHHBIE MOTMHHHKA JOKYMEHTOB

nepeaaroTCs Ha XpaHCHUE B apXHUB KOJLIeDKA.

2.3 BeneHue MMYHBIX A€ B epuo] 06ydeHHs

2.3.1 OTBETCTBEHHOCTh 3a BENEHHE JIMYHBIX e oOy4aronMxcsi BO3jlaraercs Ha cekperaps

y4eOHOH YacTH.

2.3.2 Ha pyxoBoauTene# rpymmn Bosnaraetcs opopMICHHE CTYIEHYECKHX GHIETOB M 3a4€THBIX

KHHMXKEK, BEICHHE JIMYHbIX KAPTO4EK CTYACHTOB IO YCTAHOBIEHHOH QOpME.

2.3.3 3ayeTHble KHMXKM NOMIKCHIBAIOTCS IUPEKTOPOM KOJIEIXKA H 3aBEPSIOTCS [1€YaThiO.

HepeBon C KypcCa Ha KypC 3aBCpsCTCS IOANUCHIO 3aBEAYHOLICTO JHEBHBIM OTACIICHHUEM.
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2.3.4 Ilpu mosy4eHUH CTYJEHYECKOro OHMJIETa M 3a4€THOM KHMXKKH CTYJEHT PAcHHCLIBAETCH B
XKypHaJIe¢ PETUCTpallid BBUJAHHBIX JOKYMEHTOB. B ciydae yTpaThl CTyACHUYECKOTo OHJIETa HIH
3a4€THON KHH)KKH CTYICHTY BBLAAETCA IO €ro 3asBJICHHIO HOBBIH JOKYMEHT C OTMETKOM «1ybnuKar,
KOTOpBIA COXpaHsAET IOPAIKOBBIH HOMEp yTepsHHOro. IlpH OTYHCIEHMH CTYAEHTa W3 KOJUIeKa
CTYJCHYECKHH OUIIET U 3a4eTHas KHHXKKA BHOCATCS B JIMYHOE AEJIO.
2.3.5 Ilpu nepeBoze o0y4aromerocs BHyTPU KOJUIEIXa C OJHOM 00pa30BaTeIbHON MPOrPaMMEI
(dopmbl 00y4eHus) Ha JAPYTyl0, cMeHe (aMMJIMM WM APYTHMX H3MEHEHHsX 3a O0YyYaroIMMCs
COXPpaHseTCs 3aueTHas KHHXKKA, B KOTOPYIO BHOCSITCS COOTBETCTBYIOIIME HCIPABIICHHS, 3aBEPEHHBIC
MOJANHKCHIO TUPEKTOPA U IIEYATHIO.
2.3.6 Ilpu BOCCTaHOBIEHHH OOYYarOMIEToCs, OTYMCIEHHOrO M3 KOJUIEIXKa, MNPOJOKAeTcs
BEJICHUE JIUYHOrO Jena, cpOpPMHPOBAHHOrO padee. B nuuHOEe neno o6ydaromierocss BHOCHTCS
3asBJICHHEC Ha BOCCTaHOBJIICHHe ¢ pesomonueit aupexkropa OI'BIIOY «TIIIK». O6yuaromemycs
BBLIAETCs 3a4€THAs! KHUDKKA, UMEIOLIAACS B JIMYHOM Jel€.
2.3.7 Bo BpeMs 00y4eHHs B THYHOE AEJI0 MOAIIHBAIOTCS:
* B Cllyyae NepeBoja o0yyarIlerocss 3 Opyroit 00pa3oBaTebHOM OpraHu3alyMy B JTHYHOE
J€NI0 MOMEMQAIOT BBUIUCKY W3 MpPHKa3a O IEpPEBOIE, CIPABKY-HOIATBEPKICHHE U CHPABKY
00 00y4YeHUH C OLIEHKAMH,

e IpH NEPEeBOAEC B NpPYryio 0Opa3oBaTENbHYIO OpraHM3aLHIO IMOALIMBAETCS 3asBICHHE O
IIEPEBOJIE U BBIITHCKA U3 PUKA3a;

® B Cly4Yac [pPEAOCTaBJICHUS OOydalOLIEMyCsS aKaJeMHYECKOro OTIYCKA B JIMYHOE JEJIO0
BKJIaZIIBACTCS. BBIIUCKA H3 COOTBETCTBYIOLIEr0 IpHKa3a, HOKYMEHThl HJIM KOIIMH
JMOKYMEHTOB, SBJIIOIIHECS OCHOBAHHEM IIPEAOCTABICHHS aKaJleMHYECKOro OTIycKa (IIpu
HaJIMYUU TAKOBBIX);

® B cilIyvae mepeBoja obydaromerocs ¢ OAHOM CIENMANbHOCTH HAa APYTYIO — 3asBICHHE
BBIITUCKA M3 COOTBETCTBYIOUIErO NPHKA3a;

® JIMCTHI mepe3av€ra (IEpeaTTECTAlHH) Pe3yIbTaTOB OCBOEHMs OOYYaromMMHUCS yIeOHBIX
OpEeaMETOB,  KypCOB,  IUCHMIUIMH  (MOAyJiei),  TpaKTHK,  JONOJHHTEIbHBIX
00pa30BaTeIbHBIX [IPOrpPaMM.

2.3.8 Ilpu oT4yUCIIEHNH U3 KOJLIEIKA B IMYHOE ENIO0 BHOCHTCH:

®  BBINKCKA U3 IIpUKa3a 00 OTYHCIICHUH;

®  CTYJACHYECKHH OUJIET M 3aYeTHAs KHUXKKA,

®  KOINHSA CIpaBKu 00 00y4EeHUH (IPH TOCPOYHOM OTYHCIIEHHH);

® KONHA JOKYMEHTa 00 00pa3soBaHHHM, MOJYYEHHOTO B KOJUIE/DKE M NPHJIOXKEHHS K HEMY

(TIpH OTYHCIIEHHUH B CBSI3U C OKOHYaHHEM OOY4YeHHMs);
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®  KomHsA AOKyMeHTa 00 06pa30BaHHHU, NPEACTABICHHOrO CTYJCHTOM Ha MOMEHT 3a4YHMCIICHUS
B KOJUIEZX (B ClTydae ecii B JeJie XpaHHJICS MOJIMHHHUK);
e odopMIIeHHBIH 00XOHOM JIUCT;
e  BHYTPCHHSS OIUCH IOKYMEHTOB.
2.4 XpaHeHHe JTMYHBIX JeIT

2.4.1 B nepuon obyyenust cryneuta B OI'BIIOY «TIII'K» ero nM4HOE AENO XPaHHUTCS B
oraenpHOoM Kady y4eOHo# yacTu. JoCTyN K JIMYHBIM Je1aM HMEIOT TOJILKO JIMIA, IOMMEHOBaHHBIE B
HaCTOSIIIIEM TOJIOXKEHUH.

2.4.2 VIHbIM JIMLaM IIPaBO JOCTYNAa MOXET ObITh NpPENOCTABIEHO HA OCHOBAHHH CIyXeOHOMH
3alMCKH C PE30JIIOIMEH 3aBeIYIOIIETO JHEBHBIM OTACICHUEM.

2.4.3 H3sbaTrie NOKYMEHTOB H3 JHMYHOIO J€Nla BO3MOXHO JHMIIb C Pa3spelleHUs 3aMeCTUTENs
AHMPEKTOpa O y4eOHO-METOMHUYECKOH paboTe. J[OMyCKAaeTcs HM3BATHE TOJBKO KOMHMH HMMEIOIIHXCS
JIOKYMEHTOB.

244 B cnysae ytparthl (IOpYHM) JMYHOTO [ejla MO KAaKUM-TMO0 HPHYMHAM, CEKpEeTapeM
y4eOHOH 4acTH, OTBEHYAIOIMM 3a paboTy C NMYHBEIMM J€NaMH 0OYYalolIMXCsS COCTABIseTCs aKT ob
yTepe (II0pYH) JINYHOTO AeNa ¥ POPMHUPYETCss HOBOE JIMYHOE JENIO.

2.4.5 3aKmOYUTENBHYIO PabOTy HO BENEHMIO IMYHBIX Jejl 00YYaloIMXCS, OTYHUCIEHHBIX 10
OKOHYaHHs HOPMAaTHBHOIO CpOKa OOy4YeHHs B KOJUICHXE, MPOM3BOJMT CEKpeTapb y4eOHOH 4YacTH,
BKJIAJIbIBAS B JIMYHOE JIEJIO CIECAYIOUINE JOKYMEHTHI:

¢  [OJHOCTBIO 3alI0JJHEHHYIO KAPTOUKY CTY/EHTa;

®  BBIIIMCKY U3 IIPUKa3a 00 OTYMCIICHUY;

e  0QpopMIICHHBIN 0OXOIHOM JIUCT;

® CTyJAcHYeCKUH Ouer;

®  3aYETHYIO KHHXKY.

2.4.6 Cekperapb y4eOHOH 4YacCTH OCYMIECTBISET BbJady JOKYMEHTa TIOCYJApCTBEHHOIO
obpasua 06 0bpa3oBaHuM, NPENOCTABIEHHOrO MpH nocTyiwienun B OTBIIOY «TTIIK», noa pocnuchs
00y4aromerocs ¢ COXpaHEHUEM B JIMYHOM JIeie KONTMH JAHHOTO JOKYMEHTA.

2.4.7 Ilpu nepeade NTMYHBIX JEN B apXUB KOJUIEMXKA CEKPETAPh YUEOHOH YaCTH COCTABISET aKT
(¢ yxasanueM nopsikosoro Homepa 1 ®PUO) u onuch Ha nepenady THYHBIX A€ B APXHB KOJUIEKA.

2.4.8 3akmoYMTENBHYIO paboTy MO BEAECHUIO JHYHBIX AeJ OOYYAIOLIMXCS, OTYHCIEHHBIX B
CBSI3U C OKOHYaHHEM OOyYeHHs MPOHM3BOMUT CEKpeTaph y4yeOHOM 4acTH, BKJIAABIBAsl B JTHYHOE JEJI0
CJIEIYIOUIME IOKYMEHTHI:

®  MOJIHOCTHIO 3aANOJIHEHHYIO KapTOYKY CTYIEHTA;

° KCCPOKOIINH JUIjioMa C IIPHJIOXKECHHEM,
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e  0odOpMIEHHBIH 00XOQHOM JIHCT;

®  CTyJCHYECKHH OHJIET;

®  3aYETHYIO KHHXKY.

2.4.9 JInynble nena o6y4arOMIMXCs, OTYUCIEHHBIX U3 KOJUIEIXA, MEPEJAIOTCS Ha XPaHEHHE B
apxuB koiuie/ka. Ilepenada nHYHBIX Jen B apXuB KOJUIE[Ka OCYHIECTBISETCS MO aKTy OOIIMM
CIIUCKOM IIO CIIEIHAJILHOCTH.

2410 B mavane KaxIOro nena MONIIMBAETCS BHYTPEHHSs OINMCh JOKYMEHTOB Jeja.
BHyTpeHHsI1 ONMCh COCTaBIAETCS HA OTHACIBHOM JIMCTE IO YCTAHOBIEHHOH (opMe, B KOTOpO#i
COJIepKaTCi CBENCHUSA O MOPSJAKOBLIX HOMEpaxX JOKYMEHTOB JIMUHOrO Jejla, MX MHIEKCax, JaTax,
3aroJIoBKax M HOMepax JUCTOB Jena. K BHyTpeHHel omHCH COCTaBIsAETCS JIUCT 3aBEPHUTEND JENa, B
KOTOPOH YKa3bIBAlOTCH IUM(PpaMH H IPOMHUCHIO KONMYECTBO BKIIIOYEHHBIX B HEE IOKYMEHTOB H
KOJIMYECTBO JINCTOB BHYTPEHHEH ONMCH. BHYTpEHHSISI ONKCH MOIHCHIBAETCS €€ COCTABUTETIEM.

2.4.11 Bce nucTHl NMYHOTO Jiena, KpOME BHYTPEHHEH OMMCH W JINCTa 3aBEPHTENA Jeia,
HyMepYIoTCsl apabCKuMu uM@pamMy, KOTOpble NIPOCTABIAIOTCS B NMPABOM BEPXHEM YIIIy IPOCTHIM
KapaHJawoM. 3a4eTHas KHHXKKa ¥ CTYNEHYECKHH GUNeT HyMEPYIOTCsS KaXIbIH OXHUM JIMCTOM.

2.4.12 JInuHble nena o0y4arouXcsi, OTYNCICHHBIX B CBA3H ¢ OKOHYAHHEM o0ydeHus, caarrcs
B apXMB B CLUHTOM COCTOSIHHH. JIMYHBIE fAeNa JAOCPOYHO OTYHCIIEHHBIX OOYYaroMXCs CHAIOTCS B
apXHB CLINTBIE HA CKOPOCHIMBATEJIE.

24.13 Ecim B 7€N0 DOMIIMBAIOTCS KOHBEPTHl C BIOXKEHHSAMH, TO HPH 3TOM BHaYale
HYMEPYETCS CaM KOHBEPT, a 3aTE€M O04YEPEHBIM HOMEPOM KaXKI0€ BIIOXKEHHE B HEM.

2.4.14 Ha ogopMiieHHBIE JHYHBIE J€Na COCTABIAETCS OMHCh JEN MO YCTAHOBICHHOM dbopme.
Jlena B ONMCH pacnosiaraloTcs Mo HyMepaluM Ipyli. B cOOTBETCTBUH C OMHCAMH Ha JIMYHBIX J€Jax
IIPOCTABIIAETCS HOMED JAea.

2.4.15 Ilepenaya TMYHBIX A€ B apXHB KOJUIEKA OCYIIECTBIACTCS MO CIIEAYIOLIAM IpaBuUJIaM:

. JUYHBIE JI€NIa NICPEAlOTCS B apXMB IO OMMCAM JEN B COOTBETCTBHH C IPadHKOM,
COCTaBJICHHBIM CEKPETapeM y4eOHOH 4acTH MO COINACOBAHHIO C apXMBAPUYCOM H YTBEPHICHHBIM
JUPEKTOPOM KOJLIEIIKA;

® JIMYHBIC Jie/Ia JOCTaBI/IIOTCS B ApXHB YBSI3aHHBIMH B CBSI3KH.

2.4.16 Ilpuem NMMYHBIX JEN CTYACHTOB IPOM3BOAHTCS apXHBAPHYCOM KOJLIEIKA U CeKpeTapeM
y4eOHOH 4YaCTH KOJUIe[Ka, NEepealollero JHYHble aena. Ha o60MX JK3eMIUISpaX OIHCH HAIpOTHB
KQXI0ro nejna, BKIIOYEHHOTO B HEE, JEJIacTCsl OTMETKAa O HANHYMM Jejla. B KOHIe KaxIoro
SK3EMILIApa ONHMCH LH(pPaMH U MPONMHUCHIO yKa3bIBAECTCS KOJIMYECTBO (PAKTHUECKH NPHUHATBIX JUYHBIX
Aci, HOMEpa OTCYTCTBYIOIUMX JeJl, AaTa MpueMa-Tiepeaaqd [ejl, CTaBATCs MOJNMCH apXHBapHyca

KOJUICKa U CEKpETaps yqe6H0171 4aCTH, nI€peaaBLICTO JIUYHBIC Jicia.
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2.4.17 Jluunoe neno HaXOJMUTCS Ha XpaHEHHH B apXMBE KOJUIEAXA B TE€UEHHE YCTaHOBJIEHHOIO
cpoka (75 ner).

2.4.18 Ilpu NomoJHEHHH NEN HOBBIMH JOKYMEHTaMH K OOJOXKE ¢ BHYTPEHHEH CTOPOHBI
IIPUKJICHBACTCS CIENUANBHBIA KOHBEPT, KyJa BKJIAJbIBAIOTCS HOBBIE JOKYMEHTHI C COCTABJIEHHOMN Ha
HHUX OMHCHIO.

2.4.19 llpu nepeMelIEHUH JMYHBIX Je]l 3a NpeeiiaMH apXHBa JOJDKHEI COOIIONATHCS MEPHI
NPEJOCTOPOIKHOCTH, HAIEKHO 00ECIEYNBAIOIIHE COXPAHHOCTE JIMUHBIX JEJL.

3. OTBETCTBEHHOCTB U IIOJTHOMOYHS

3.1 Jluua, BUHOBHBIE B HAPYUICHHH HOPM, PETYJIHMPYIONHUX NOMydeHHe, 0OpaboTKy H 3aIMTy
NEPCOHAIBHBIX JNAHHBIX OOYYArOUIMXCs, HECYT MUCUMILUIMHAPHYIO, MaTE€PHAIbHYIO, IpaXIaHCKO-
NIPaBOBYIO, AAMHHHCTPATHBHYIO M YTrOJOBHYK) OTBETCTBEHHOCTh B IOPSAKE, YCTAHOBJIEHHOM
¢benepaibHBIMH 3aKOHAMH.

3.2 OTBETCTBEHHOCTh 3a COOMIOIEHHE YCTAHOBNEHHBIX HACTOSIIEM IONOKEHHEM TPeGOBaHHUIA
BO3JIaracTCs Ha OTBETCTBEHHOIO CEKpeTaps IIPUEMHOH KOMHUCCHH, CeKpeTaps Y4eOHOM 4YacTH,
3aBCITYIOLICTO THEBHBIM OTIENEHUEM, KypaTopos rpymi ¥ agMuauctpanuio OIBIIOY «TITTK».

3.3 Jluuamu, OTBETCTBEHHBIMH 3a (OPMHPOBaHMe, BEJCHHE M XPaHEHHE JIHYHBIX Jeil
00yyarommxcs, sSBIAIOTCA: OTBETCTBEHHBIN CEKpeTaph IPHEMHOW KOMMCCHH, CEKpeTaph y4eOHOit
49aCTH, KypaTopbl IPYIIIL.

3.4 KoHTpoib 32 (OpMHpOBaHHEM, BeJCHHEM M XDAaHEHHEM JIMYHBIX A€l O6YYarOLIHXCS
OCYIIECTBIIIET CEKpeTaph Y4eOHOM YacTH.

3.5 O6mmi KOHTPOINE 32 GOpMHUpPOBAaHUEM, BeEHHEM M XPAHEHHEM JIHYHBIX [ CTYLEHTOB
OCYIIECTBIISET 3aBEAYIOLINI THEBHBIM OTACIIEHUEM.

3.6 B ofecneuenun n0OKyMeHTOOG0pOTa OTBETCTBEHHbIE JHMIA O00f3aHbI  COBJIONATD

YCTaHOBJICHHLIC HACTOSIIHUM I10JIOXXEHHEM 'rpe608amm H CPOKH.
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