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1. O0uMe mMoJI0KeHu s

1.1. JlanHags  WHCTPYKUMSI  yCTaHABIMBAET  €JUHbIE  TpeOoBaHUSA K
(GbopMHpPOBaHHUIO, BEICHUIO M XPAHCHHUIO JIMYHBIX €N CTYACHTOB, O0yYarouuxcs B
YaCTHOM YUYpEeXKJCHHH BbICHIETOo oOpa3oBaHusi «MHCTUTYT rocyIapCTBEHHOTO
aIMUHHUCTPUPOBAHUS.

1.2. UnCcTpyKuus o mnopsake (OpMUPOBaHHUS, BEACHUS U XPAHEHUs JMYHBIX
nen, oOyuaromuxcs (mamee WHcTpykiusi) pa3paboTaHa B COOTBETCTBHUU  C
HOPMAaTHUBHBIMU MPaBOBbIMM akTaMu Poccuiickonn ®denepanuu W JIOKAJIbHBIMU
HOpMaTuBHBIMU akTamu UI'A.

1.3. HHcTpykuusi o0si3aTenbHa K NOPUMEHEHUIO BO BCEX CTPYKTYPHBIX
nonpaznenenusix MI'A, oTBeTCTBEHHbIX 3a (OPMUPOBAHHE, BEICHHE M XpaHEHUE
JUYHBIX JI€] CTYJEHTOB O0yYarOIINXCA.

1.4. Undopmanus, conmepkamiascss B JUYHOM JIeJie CTYJIEHTa, OTHOCHUTCS K
NIEPCOHAIBHBIM JIAHHBIM M HE MOXKET NEPEAABATHCS TPETHUM JIMIAM 33 UCKIIFOUEHUEM
CJIy4aeB, MIPEIyCMOTPEHHBIX 3aKOHOIATEIbCTBOM.

1.5. OTBEeTCTBEHHOCTh 3a COOJIOJIEHHEM YCTaHOBJIEHHBIX MHCTpyKIuei
TpeOOBaHMIA BO3JIATa€TCsl HA PYKOBOJIUTENCH CTPYKTYPHBIX MOPa3ICICHHM.

2. ®opMupoOBaHHE JUYHBIX eI

2.1. Jluynoe neno alOutypueHTa ¢GopMUpPYETCS B IPUEMHON KOMHCCHU B
COOTBETCTBUM C JACHCTBYIOUIMMHU NPABWIAMHM IMPUEMA M IOJOKEHUEM O INPUEMHOMN
KOMUCCHHU.

2.2. OTBETCTBEHHOCTh 32 (OPMHPOBAHME M  BEACHUE JIMYHBIX Jell
a0UTYpPUEHTOB BO3J1araercsi Ha OTBETCTBEHHOI'O CEKpeTapsi MPUEMHONM KOMHUCCUU U
Ha TEXHUYECKUX CEKpeTaper NPUEMHONU KOMUCCHUMU.

2.3 JInuHble J1ena 3a4MCICHHBIX aOUTYpUEHTOB MPUEMHAs KOMUCCHUS MepeaacT
10 aKTy B JIeKaHaThl, HE TI03AHee, yeM 3a 10 nHel 10 Havana yyeOHOro roja.

Ha momeHT mepenauu JUYHOTO Jeia B JIeKaHAThl OHO JOJDKHO COJAEPKAaTh
CJIeIyIOIME JOKYMEHTHI:

00s13aTeIbHbIC IOKYMEHTBI:

JMYHOE 3asIBJIICHMUE;

JOKYMEHT 00 00pa3oBaHUM rOCYJapCTBEHHOTO 00pa3iia, (IO IJTMHHUK)

4 pororpadun pazmepom 3x4;

pe3yNbTaThl BCTYMUTENBHBIX HCIBITAHUN B 3aBUCUMOCTH OT UX (DOPMEI: a)
CBUJETENBCTBO O pe3ynprarax EI'D;

0) »dK3aMeHalMOHHAas paboTa (JUCT YCTHOTO WM MNUCBMEHHOTO OTBETA)
C 9K3aMEHAI[MOHHBIM JIUCTOM;

B) IPOTOKOJI cOOECeI0OBaHMUS;

- BBINIMCKA U3 MPUKa3a 0 3a4UCIICHUN;

- JINCT BHYTPEHHEH ONNCH; JOMOJHUTEIbHbIC JOKYMEHThL:

- JIOTOBOp HA OKAa3aHME IUIATHBIX 00pa30BaTENbHBIX YCIYT;

- 3aKJo4YeHHe 00 DSKBUBAJEHTHOCTH JOKYMEHTa 00 oOpa3oBaHuu (mpu
MOCTYIUJICHUU MHOCTPAHHBIX TPaXK/IaH);




- KOMHUSA CBHUJETENbCTBA O 3aKIIOYEHUM Opaka, WHbIE JOKYMEHTHI,
HOJTBEPKIAIOIINE CMEHY (paMUIINU;

- KONUH JOKYMEHTOB, IMOATBEPKJIAIOIINX OCOOBIE MpaBa MpPU MOCTYIUIEHUH B
BbICIIEE Y4YEOHOE€ 3aBeJEHWE, B T.Y. JJIA JIML C OrPAaHUYEHHBIMH BO3MOXHOCTSIMU
3/10pOBbsI

- 2-0M SK3eMIUIAp paclucKU O MpHUeMe MOMJIMHHUKA JIOKyMEHTa 00
00pa3oBaHUMU.

2.4. Ilpu 3auucieHuW CTyJE€HTa Ha TNEPBBIM WM TOCIEAYIOIIUE KYypChI
OpUeMHas KoMuccusi (OpMHUPYET JHMYHOE J€J0, B KOTOPOM KpOME€ JOKYMEHTOB,
PEIyCMOTPEHHBIX I1.2.3, TOJKHBI ObITh:

- aKaJieMHUyecKas CIpaBKa, BbIJIAHHAs BY30M, B KOTOPOM CTYJEHT 0Oydascs
paHee, 0pOpMIICHHAs B YCTAHOBJICHHOM HOPSIKE;

- BBINKCKA U3 NIPUKA3a;

- WTOTH aTTECTAIIMOHHBIX UCTBITAaHU;

- JIOTOBOp Ha OKa3aHHE IUIaTHBIX 00pa30BaTEIbHBIX YCIYT;

- UHAMBUAYAJIbHBIA rpapuk  00y4yeHUs  (JUMKBUAALMH  aKaJAEeMHUYECKOU
3aJI0JDKEHHOCTH IIPU HAJIMYUU PA3HULBI B YUEOHBIX TUIAHAX).

2.5. Illpu mnepeBoje cryAeHTa, oOywaBmierocss B Japyrom By3ze, B HWI'A
(dopMHpOBaHKE JMYHOTO J€JIa OCYILIECTBIAECTCS CEKpeTapeM M0 Y4YeOHOW 4YacTu
win  Qakynbrera. I[lpy >TOM B JUYHOM Jei€ JIOJDKHBI OBITh  CIEIYIOLIUE
JOKYMEHTBI:

- 3asBJICHHE O MEPEBOJIE;

- BBINKCKA U3 MIPUKA3a O 3a4NCICHUH;

- aKaJeMHu4YecKas CIpaBKa, BbIJaHHAs By30M, B KOTOPOM CTYJAEHT OOyuaics
paHee, 0pOpMIICHHAs B YCTAHOBJICHHOM HOPSIKE;

- 4 dotorpadum pazmepom 3x4;

- HTOTH aTTECTAIIMOHHBIX MCTBITAaHUH;

- JIOTOBOp Ha OKa3aHME IJIATHBIX 00pa30BATENbHBIX YCIYT;

- JIOKyMEeHT 00 oOpa3zoBaHuU (MOJIMHHUK).

2.6. Jlnynble nena HE 3aYUCICHHBIX AOUTYPUEHTOB XPAHATCS B MPUEMHOU
KOMHUCCHHU HIECTh MECSIIEB, & 3aT€M YHUUTOXKAIOTCSI B YCTAHOBJIEHHOM MOPSIKE.

3. Benenue JJUYHBIX JeJI B IepUOA 00ydeHH S

3.1. OTBETCTBEHHOCTb 3a BEJEHUE JIMYHBIX ]I OOYyYaroIIMXCsl BO3JIaraercs
Ha pabOTHUKOB (aKyJIbTEeTOB, y4e€OHOW YacTH, CTYAECHYECKHMH OTAeN KaJpoB, B
JOJDKHOCTHBIE 00S3aHHOCTH KOTOPBIX BXOJUT paboTa ¢ JIMYHBIMU JeJIaMU.

3.2. B nu4yHO€ €10 CTyAeHTa NOAIINBAIOTCS:

- BBIIMCKHU U3 IIPUKA30B 10 JAHHOMY CTYJAEHTY O 3a4HCIEHUH, IPEAOCTABICHUN
aKaJeMHYECKOro OTIYCKa, MOOIIPEHUsIX M B3bICKAHUSAX, O CMeHe (amMuinuu, o
3aBepIICHMH OOyuYeHHUsI 10 OCHOBHOM MpOQecCHOHANBbHON 00pa3oBaTENbHOMN
IpOrpaMme MNOJArOTOBKH C YKa3aHUEM CTEIEHU BbIAABAEMOT0 JUILIOMA (C

- 3 ornuuuem, 0e3 OTIMYKA) U IpUCBAaUBaeMOM KBadu(UKaIMU U T.I. 3a BECh
nepuoja o0ydeHust (B IByXHEEIbHBIN CPOK C MOMEHTA U3JaHus);

- MpHUKa3bl 0 IEPEBOJIE CTY/IEHTA C Kypca Ha Kypc;



-  TOIJVMHHHMKHU JIMYHBIX 3asBIICHHI, CHIPAaBOK MU JAp. JOKYMEHTOB 32 BECh
nepuo; 00y4eHus (Mpy MOTyICHHH ),

- KONUU aKaJIEeMUYECKOW CHpPaBKU WIH JUIJIOMAa O HEMOJIHOM BBICIIEM
o0OpazoBaHuH (MPHU BbIJAYE UX 10 3asBJIICHUIO CTYJICHTA);

- KONUU JOTMOJHUTENbHBIX COMJIAIIEHUH K JOoroBopamM o0 orjiate 3a
o0yueHue;

- MPOTOKOJ aTTECTAIlMU WM Iepe3adyeTa A 00y4aroluXcsl B COKpaLlEHHbIE
CpOKH (B HEJIETBbHBIN CPOK C MOMEHTA MOJIMTUCAHUS).

JIndHble 3asiBICHUS TOKHBI UMETh PE30JIIOINH JIeKaHa U PEeKTopa.

3.3. [lpu mnepeBoAe CTyAE€HTa Ha JPYIyl CHEHHAIBHOCTh (HAMpaBlIEHUE)
JUYHOE JIeJI0 M 3a4eTHas KHWKKA B HENEIbHBIM CPOK IEpPENacTcs JIEKaHOM B
COOTBETCTBYIOIIU JIEKaHAT, IPU 3TOM BBIJIACTCS HOBBINA CTYJACHUECKHUI OUIIET.

3.4. Tlpu BOCCTaHOBJIEHUHU CTYyACHTA MPOJOJHKACTCS BEJICHHUE JUYHOTO Jela,
c(hOpMHUPOBAHHOTO paHEe.

3.5. Tlpu otuucnenuu u3z UY BO «T'A» B 1M4HOE 1€710 BHOCSTCS:

- BBINKCKA U3 MIPUKa3a 00 OTYUCIICHUH;

- ydeOHas KapTOYKa CTYJEHTA MMOJHOCTHIO 3alI0JIHEHHAS;

- CTYJICHUECKHUU OWJIET U 3aueTHAasl KHIXKKA;

KOnusl JOKyMeHTa 00 oOpa3oBaHuM, noixydeHHoro B MI'A u mpusoxxkeHus K
HeMY (J1s1 OTYMCIIEHHBIX B CBSI3U ¢ OKOHYAHHUEM CpOKa OOy4eHUs);

- KOIHS aKaJeMUYECKOUN CIpPaBKU;

- Komusl JOKyMeHTa 00 oOpa3oBaHWHU, NPEJCTABIEHHOTO CTYJIEHTOM Ha
MOMEHT 3a4MCIIeHUs (B Clydae, €clid B JIeJIe XpaHUJICS NOMJIMHHUK);

- 00XOJHOM JHCT;

- BHYTPEHHSS ONKCHh JOKYMEHTOB.

3.6. BHyTpeHHsIT ONUCh JOKYMEHTOB, HWMEIOIIUXCA B JIMYHOM JElie,
COCPKUT CJIEAYIOUIUE CBEJCHUS: PETUCTPALMOHHBIA HOMEpP JIMYHOTO Jiena,
HAMMEHOBAHUS, TMOPSJIKOBbIE HOMEpa, JaThl JIOKYMEHTOB Jiella, KOJHUYECTBO
3aHUMAEMBbIX JUCTOB. JIMCTHI JIMYHOIO JIeJla U €ro BHYTPEHHEH OMUCU HYMEPYHOTCS
OTJIEIBHO.

3.7. Tlpu npuoOIIeHUH B JIMYHOE JEJI0 KOMUN JOKYMEHTOB Ha HUX CTaBUTCS
3aBepuTeabHas Haanmuch «Komusi BepHa», MOANUCH, YKa3bIBACTCS JOJDKHOCTD
paboTHHMKA, WHHUIMAIBI W  (QamMuius paOOTHUKA, Jara TOJIUCH, [edaThb
CTPYKTYPHOTO MOpa3IeICHUs], 3aBEPSIOIETO JOKYMEHT.

3.8. B cnydae yTparh/mopyd JIMYHOTO JIeia COCTAaBJISIETCS aKT 00
yTepe/mopyue TUYHOTO Jieja U GOPMUPYETCS] HOBOE JIMYHOE JIEIIO.

4. XpaHeHue JUYHBIX JeJI

4.1. B mepuom mOCTyIUIeHHS © OOY4YEHUS JHMYHBIE Jella XpaHITCS B
COOTBETCTBYIOIIEM CTPYKTYPHOM TMOJpa3feneHun. JIoCTyn K JIMYHBIM JIeJlaM HMEIOT
TOJIbKO PaOOTHUK, OTBETCTBEHHBIM 3a BEACHHWE W XpPaHEHWE JIMYHBIX JIET
00yyarommxcs.

4.2. TlpaBo mocTyma K JOKYMEHTaM JIMYHOTO Jieja, OOydaromlerocsi MMEIOT
nuna, ykasaHHelie B [lonokeHWH O 3amuTe MEPCOHATBHBIX JMaHHBIX. MHBIM JuIlam

_4-



IpaBO JOCTyHa MOXET ObITh NMPEJOCTAaBIECHO HA OCHOBAHMM CIY)KEOHOW 3alMCKH C
PE30JI0IUEN PEKTOPA.

4.3. JInunbie nena 0O0y4aBIIUXCS, OTYMCICHHBIX, XPAHITCS B HE 0oJiee TpeX JIeT
IIOCJIE OTYMCIIEHNS, a 3aTeM caroTcs B apxus UIT'A.

5. IloaroroBka JJUYHBIX JeJ K ¢Aa4e B apXUB

5.1. Hymepamuss nucToB B J€l€ IPOU3BOJIUTCS IPOCTBIM KapaHIAIIOM B
IPaBOM BEPXHEM YTy MO MEpe MOCTYIJIEHUSI IOKYMEHTOB B eJ10. YHCThIE JTUCTBI, HE
3aMoJHEHHBIE TEKCTOM, HE HYMEPYIOTCS, a MPOMYCKAIOTCA.

5.2. JluuHble JOKYMEHTHI (aTTeCcTar, AUILUIOM O CPEIHEM IpodecCHOHATBHOM
0o0pa30BaHMM U JpP.) BBIJAIOTCS HA PYKH BBITYCKHUKY M0J] PACIUCKY.

5.3. O6noxka aUYHOrO jena o(opMiIseTCs CHHEH WM YEepHOM MaCTOM.
dyoMacTepsl, KaNWUISAPHBIE PYYKHM W LBETHBIE YEpHUJIA HE IPUMEHSIIOTCS.
Hakneliku He qomycKaroTcs.

5.4. O060XKa COACPKUT CIECAYIONTYI0 HH(HOPMAIIHIO:

- TIOJIHO€ HAUMEHOBaHUE y4eOHOT0 3aBE/ICHNUS;

- HauMEHOBaHWE€ (pakynpTeTa UM CHEUUATbHOCTH/HANpAaBIIECHUA, (opmy
oOydeHus (04HO, OYHO-3a04HO, 3a04HO). [Ipn u3menenun popmbl 00yUEHUS TPEKHSISA
(dopma craBUTCS B CKOOKH, HOBasi hopMa 00yUYeHUs1 JOMMCHIBAETCS HA 00JIOKKE;

- (amunuto, Mg, otyectBO (pazdopuuBo). Ilpu cMeHe dhaMunuu NpeKHA
3aKJII0YaeTCsl B CKOOKU, HOBAsi MUIIETCS PAJIOM;

- JaTy Hayaja KOMIUIEKTOBaHMs JIMYHOTO Jena (Jara IpuKasa o
3a4KCIICHUN);

- JaTy OKOHYaHMsI KOMIUIEKTOBaHHUS JIMYHOrO Jeia (JaTa mpukasa o0
OTYHUCJICHUH ).

5.5. CKpenku u3 JIMYHBIX eI YAAISIOTCS.

5.6.1locie  3aBepuIeHHs KOMIUIEKTOBAHMS JIMYHOIO JieJla IOJAIIMBAETCA
3aBEPUTEIBHBIN JIUCT C 3aMHUCHIO:

«B oannom dene npowumo u

IIponymeposano JIUCTNOBY.

yugpoti (nponucwvio)

Jlama, oonocnocme Pocnuco Pacwugpposxa
noonucu

5.7.Jluunpie nena nui, oOydYarOMIMXCS IO OCHOBHBIM OOpa3oBaTEIbHBIM
nporpamMmam, BHOCSATCS B CIAQTOYHYIO OMKCh MO TOJY OKOHYAHUS WJIM OTYUCICHUS
1o andaBuTy

5.8. Ilpu ciaue B apXuB JIUYHOE AEJIO MOIY4YaeT HOMEp IO CAATOYHON OMHUCH.

5.9. ®opmupoBaHUE JIUYHBIX €1 CTYJACHTOB, OTUMCIEHHBIX 10 OKOHYAHHUS
HOpMaTUBHOTO cpoka oOydenust B UI'A Bosmaraercss Ha paOOTHHKOB (DaKyJIbTETOB,
CTYJIEHYECKHI OTAEN KaJapoB. B muyHOE 1eno MOKHBI OBITH BIIOXKEHBI CIICTYIONTUE
JIOKYMEHTBI:

- TIOJIHOCTHIO 3alOJTHEHHAs y4ueOHas, TUYHAS KAPTOYKH CTYACHTA,



BBIIIMCKA U3 IIPHUKa3a 00 OTYUCJICHUH,

odopMiIeH 00XO0THOH JIUCT;
CTYJCHYCCKHIA OWIIET, 3a4eTHAsT KHIDKKA.

KOIUsS TOKyMeHTa 00 oOpa3zoBanuu rpu noctyruieHnu B U'A;

5.10. TIlocne 3aBepiieHUs KOMIUIEKTOBAHMSI JIMYHOTO JI€JIa TOJIIMBACTCS

3aBEPUTENIBLHBIN JIMCT C 3alUCHIO:

«B oannom dene npowumo u
NPOHYMEPOBAHO

JUCMOB).

yugpoti (nponucwvio)

Jlama, oondxcrocmo Pocnucwe
noonucu

Pacwugpposka
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