[Tpunoxxenue 46
K npukaszy ot 06.09.2022r. Ne 463

YTBEPXKXJIEHO
npukasoM no I'BIIOY MO «Opexoso-
3y€eBCKMI KEJIe3HOJOPOKHBIN

TexHukyM uM. B.11. bornapenko»
ot 06.09.2022r. Ne 463

MHOJOXKXEHHUE
O NOPAAKE ®OPMUPOBAHMUA,

BEJIEHUSI U XPAHEHHW S JIMYHBIX JIEJI OBYUYAIOIUXCSA TBIOY MO «OPEXOBO-3YEBCKHI
JKEJIE3HOJOPOKHbI TEXHUKYM UMEHM B.1. BOHJIAPEHKO»

1. OBIUME NOJOXKEHUS

1.1. Hacrosiee [lonoxxenne ycTaHaBIMBaeT eAMHbIE TpeOOoBaHUs K (POPMHUPOBAHUIO, BEICHUIO
U XpaHEHUIO JMYHBIX Jied oOydaromuxcs B [ocynapcTBeHHOM OOKETHOM 00pa30BaTEIbHOM
yupexenuu MockoBckoii o6nactu «OpexoBo-3yeBCKUiA JKeIe3HOI0POKHbIN TeXHUKYM nMenu B.U.
bonnapenkoy» (nanee — « TeXHUKYM»).
[Tonoxenue cocTaBiIeHO ¢ y4eTOM TPeOOBaHMIA:
—  ®epepanbHoro 3akoHa PO ot 27.07.2006 Ne 152-®3 «O nepcoHaIbHbIX JaHHBIX);
— ®enepanbHOro 3akoHa ot 29.12.2012 Ne 273-03 «O6 obpa3zoBanuu B Poccuiickoit denepanuny;

— IIpukasz Pockomuaazopa ot 16.07.2010 N 482 (pen. ot 19.08.2011) "O6 yTrBepxaeHuu obpasia
dopmbl yBemoMiieHHs 00 00pabOTKe MepcoHANbHBIX JaHHBIX" (BMecTe ¢ "PekomMeHmanusiMu 1o
3amoJIHeHNI0 o0pasia GopMbl yBeAOMIIEHHUsI 00 00paboTKe (0 HAMEPEHUH OCYIIECTBIISATH 00pabOTKY)

NEPCOHAIBbHBIX JaHHBIX");

— ITucemom Poco6pazoBanust ot 29.07.2009 Ne 17-110 «O6 obecrieueHNH 3alUTHI MEPCOHATBHBIX
naHHbIX» (¢ «HpopmMarueil 06 OCHOBHBIX HOPMAaTUBHO-METOAMYECKHX JOKYMEHTaX M TPEeOOBaHHIX
10 OpPraHU3aly 3aIIUTHI IEPCOHAIBHBIX JAHHBIX»);

— VYcraBom TexHukyma;

— IlpaBwiiamu nnpuema B TeXHUKYM;

1.2. Bompochl, He yperyiupoBaHHbIE HacTosSIUM [lojokeHneM, peryimpyroTcss HOPMATHBHBIMHU
aktaMu MuHucTepcTBa o0pa3oBanus 1 Hayku Poccuiickoit denepaliny 1 MHBIMU JTOKaJIbHBIMHM aKTaMHU
Texnukyma.

1.3. Tlog TepMHHOM «OOydYarlOLIUiiCs» TOHMMAIOTCS JIMIA, OCBAaWMBaIOUIMEe B TeXHUKyMe
o0pa3oBaTeibHbIE MPOTPaMMbl CPEHETO MPOPECCHOHATBLHOT0 00pa30BaHus (ITPOrpaMMbl HOATOTOBKU
KBJIM(UIMPOBAHHBIX pabOYMX, CIyXAaIIUX W TMPOTrpaMMbl MOATOTOBKH CIELMAIUCTOB CPEIHETO

3BEHa) KaK B OYHOM, TaK ¥ B 3204HOM (hopMax MOTydEeHUs: 0Opa3oBaHMS.



1.4. TTox TepMUHOM «IMYHOE /170 00YYaroIerocs» NoHuMaeTcsi COpMUpPOBaHHAs B COOTBETCTBUU C
TpeOoBaHUAMHU HacTosero IlonokeHus: COBOKYIMHOCTb JOKYMEHTOB, COZIEP)KALIMX HEOO0XOIUMBbIe
CBeJIeHUs 00 o0yJaromemcs.

1.5. Csenenus, cozpepxkamuecs B Marepuajgax JMYHOIO Jela OO0ydYarollerocsi, OTHOCATCS K
NEPCOHAIBHBIM JAHHBIM U SBJISIFOTCA KOH(PHUICHIIMATHHON HH(OpMAITHEH.

1.6. IIpu nepenave nepcoHANBHBIX JAHHBIX 00YYaIONIET0Cs TPEThel CTOPOHE HEOOXOAMMO COOI0IAaTh
cieayroue TpeOoBaHus:

— HE coOO0IIaTh MEePCOHAIbHBIE JAaHHBbIE 00YUYaAIOUIMXCS TPEThe CTOpOHE 03 MUCBMEHHOTO
corylacusi  o0Oyuvaromierocs, 3a MCKIIOYEHHEM CiIydaeB, Korja »3TO HEOOXOJuMO B IesiX
OPEIYIPEXKACHUST YIpO3bl JKU3HU U 3I0POBBIO OOYYaloOIIErocs, a TakXke B JAPYrHX CIydasx,
IIPEyCMOTPEHHBIX 3aKOHOAATEIbCTBOM;

— HE co00IaTh MEepCOHANBHBIC JaHHBIE OOydYalomIerocs B KOMMEPYECKHX LEelsX 0e3 ero

INHMCBbMCHHOI'O COTIJIaCusid,

- NPeIYIPEIUTh JIUI], MOTYyYalONIMX EPCOHATIBHBIC TaHHBIE 00YJYarOIIerocs, O TOM, YTO ITH
JTAHHBIC MOT'YT OBITh MCIIOJIb30BaHbI JIUIIb B IIEJISX, U1 KOTOPBIX OHU COOOIIEHBI, M TPEOOBATh OT ATHUX
JIMII IOATBEPIKIEHUS TOTO, YTO 3TO MPABUIIO COOIIOICHO; JIHIIA, TOTYYaIOINe TIEPCOHANBHBIC JaHHBIC
oOyJarorerocs, 00s3aHbI COOJIIOIATh PEKUM KOH(PHUICHIIMATLHOCTH;

- paspemniath JOCTYIl K TIEPCOHAIBHBIM JIaHHBIM OOYYaroIierocsi TOJBKO CICHUAIBHO
YIOJTHOMOYCHHBIM JHlIaM TeXHHKyMa, IIPH 3TOM YKa3aHHBIC JIUIA JTOJDKHBI UMETh MPAaBO MOIYy4aTh
TOJIBKO T€ IEPCOHAJbHBIC JaHHBIC OOYYArOIIErocsi, KOTOPhIe HEOOXOJMMBI JUIsl BBIOJHCHUS

KOHKPETHBIX (PYHKIINIA;

— HE 3ampamuBaTh MHGOPMAIUMIO O COCTOSHUU 3[I0POBBSI CTYAEHTA, 33 UCKIIOUYEHUEM TEX
CBEICHMI, KOTOpbIE OTHOCATCA K BONPOCY O BO3MOXKHOCTH IIOJIy4EHHUS OOYyYarolUMCs
00pa3oBaTeNbHBIX YCIYT.
1.7. lIokyMeHTBI U3 JIMYHOTO Jiefia 00y4aromIerocs: Uik UX KOIIMHU MOT'YT ObITh BbIJJaHbI IO TPEOOBAHHUIO
YIOJIHOMOYEHHBIX OpraHoB, 0(OPMIIEHHOMY B YCTaHOBJIEHHOM IHOpsJKE, B TOM 4YHCJE: OPraHoOB
IPOKYpaTypbl, JO3HAHUS, CIEACTBUS U CyJa, aJABOKATypbl, MUTPALlMOHHON CIYXObl U JIPYrux, Npu
ATOM:
a) 3ampammMBaemas HMH(OpMaIUs NpPeAOoCTaBIseTcs B 00beMe, He NPEeBbIIAIOIIEM
3arpamuBaeMoro oobema HHpopmaiumy;
0) 3ampamuBaeMas MHGOpPMaLKS MOXKET ObITh NMPEAOCTaBICHA TOJIBKO MOCIE MOIYYESHUS
COOTBETCTBYIOILIETO pa3pelieHus oT AUpeKTopa TeXHUKyMa;
B) IpU Bbljade OpPUTMHANA JIOKYMEHTa B JIMYHOE JEN0 OOYYaroIlerocs BKJIAJbIBACTCS
KOIUS BBIJABAEMOTr0 JOKYMEHTA, IIPU 3TOM B OIIMCH JOKYMEHTOB JIEJIAETCSI COOTBETCTBYIOIIAS

3aIluCh.



1.8. Jluma, BUHOBHBIE B HapyIIEHUH HOPM, DPErYJIHMPYIOLIUX IOJNyuyeHHe, 0OpaboTKy M 3aIluTy
NEPCOHANBHBIX JAaHHBIX OOYYalOUIMXCS, HECYT AMCUUIUIMHAPHYIO, TPaKJaHCKO-TIPAaBOBYIO U
aJIMUHUCTPATUBHYI0 OTBETCTBEHHOCTb B IIOpSJKE, YCTAHOBJIEHHOM (elepaabHbIMH 3aKOHAMHU.
OTBETCTBEHHOCTh 3a COOJIIOJICHHE YCTAaHOBJIEHHBIX HACTOALIMM IOJOXEHHEM TpeOOBaHMUN Takke

BO3JIaraeTcsl Ha aIMUHUCTpaLn0 TeXHUKyMa.

2. ©POPMHUPOBAHUE JIMYHbBIX JIEJI OBYUAIOUINXCA

2.1. Jluunele gena JnL, oOyvaromuxcs IO 00pa3oBaTeIbHBIM IPOrpaMMaM  CPEJHEro
npodeccuoHaIbHOro 00pazoBaHus, HOPMUPYIOTCS NPHU NpUeMe Ha o0yyeHue B TeXHUKYM IpUeMHON
komuccueil. Ha kaxmoro nocrynatomniero B TeXHUKyM aOUTypreHTa 3aBOAUTCS JTMYHOE /110, KOTOPOE
odopmisiercs B cooTBeTCTBUU ¢ neicTBytomMu [IpaBunamu npuema u [lonoskeHrneM o mpUEeMHOM
KomHccuu. AOUTYPHEHTY BBIAETCS pPACIUCKa C YKa3aHUEM IOJHOIO IEPEUHsl MPUHSATHIX JOKYMEHTOB.
OTBEeTCTBEHHOCTh 3a (OPMHPOBAHHME M BEACHUE JMYHBIX JEJd a0UTYpPUEHTOB BO3JIaraercss Ha
TEXHUYECKUX CEKpeTaper IPUEeMHON KOMUCCHUH.

2.2. Jlnunble Aena 3a4MCIICHHBIX a0UTYPUEHTOB IIPHEMHAsT KOMHUCCHS IEePEeIaeT CeKpeTapio yueOHoi
4acTH, TM00 MHOMY JTOJDKHOCTHOMY JIMIY, OTBETCTBEHHOMY 3a BeJIeHHE JIMUHBIX e 00yJaromuxcs,
He no3zaHee, yeM 3a 10 gHelt 10 Havyana yueOHOro roja A UX JajlbHENIIEero BeIeHusl.

2.3. K MoMeHTy mepenauyd JIMYHOTO Jelia U3 MPUEMHON KOMHCCHU B Y4eOHYIO 4acTh OHO JIOJDKHO

COJIepKATh CIICAYIONINE JOKYMEHTHI:

— 3asBIIEHUE Ha UM qupekTopa TexHuKyma o mpuemMe Ha 00ydeHHE;

— JOKYMEHT 00 00pa30BaHHK TOCYJaPCTBEHHOT0 00pasiia (OpUrHHAN 1 KOITHSL);
— 6 dororpaduii pasmepom 3x4;

- MEUIUHCKYI0 crpaBKy ¢opmbl 086-y;

— KOTIHIO NAaCHOPTa WIIM MHOTO JIOKYMEHTa, yJI0CTOBEPSIOIIEr0 JUYHOCTb;

— pe3yJbTaThl BCTYNUTENbHBIX UCIIBITAHUH (TIPU HATHYUN);

- JOTOBOP 00 oriate 00y4eHus (11 MOCTYMAIONINX Ha IIIaTHOW OCHOBE);

— 3aKJIfo4yeHne 00 HKBUBAJIEHTHOCTH JIOKyMEHTa 00 o00pa3oBaHuM (MpH TOCTYIUIEHUH
MHOCTPaHHBIX TPaX/IaH);
— KOMMH JOKYMEHTOB, IMOJTBEPXKIAIOIINX TPABO Ha JBIOTHBI WM HAa HWHOW TOPSIOK
NOCTYTIJICHNsT (KOTIMH CBHJIETEITECTBA O POXKICHUH, CBUJICTENHCTBA O CMEPTH POJAUTEINEH, PEIICHUs
Cyla O JIMIICHUH POIUTEIBCKUX MpPaB W T.I., TOCTAHOBJICHUS OPraHOB ONEKH W IONCYHTEIHCTBA,
KOIHHU PA3JIMYHBIX YJJOCTOBEPEHUH, CIIPABOK, AUIUIOMOB OOEINUTENIEH OMMITHAA U JIp. ).

2.4. Cexpetapp yueOHOI yacTu, JINOO HHOE JOJDKHOCTHOE JIMLIO, OTBETCTBEHHOE 3a BE/ICHUE
JMYHBIX NI 00YYaIOIIMXCs, IMOCIe TIOTYYeHUSI OT MPUEMHOW KOMHCCHU JIMYHBIX e 3a9HCICHHBIX
aOUTYpUEHTOB Ha KaXJI0€ JJMYHOE JIEJI0 COCTABIISIET OMUCH COMEPIKAIMUXCS JOKYMEHTOB H MTOJIIINBACT

BCC JOKYMCHTBI BMECCTC C OIIMChbIO B MHAWBHUAYAJIbHBIC ITAIIKH.



2.5. [Ipu 3aunciieHuN Ha MEepBBIH WK MOCEIyIONUe KypChl I IPOAOIDKEHHUS 00pa30BaHus,
B TOM YHCII€ B TOPSJIKE MEpeBoja U3 Apyroil oOpa3oBaTeNbHONW OpraHM3alluHU, CEKpeTapb y4eOHOMH
YyacTd, JMOO MHOE JOJDKHOCTHOE JIMIIO, OTBETCTBEHHOE 3a BEJEHHE JIMYHBIX el 00ydaroluxcs,
(bopMHpyeT JTUYHOE /1710 00ydarouierocs, B KOTOpOM KpOMe JIOKYMEHTOB, IPE1yCMOTPEHHBbIX 1. 2.3

HaCcTOAIICTO HOJIO)KGHI/ISI, JOJIKHBI COACPXKAThCA.

— aKaJeMuyeckas CIOpaBKa WIM HWHOM  JOKYMEHT, BBIIAHHBIH  00pa30BaTEIbHBIM
YUpEKACHUEM, B KOTOPOM JIUII0 00y4alloch paHee, ¢ yKa3aHHUEeM HOMepa MpuKaza 00 OTYHUCICHUY;
— WH/IMBUIYAIbHBIA TpaduK JIMKBUIAIMHA aKaJIEMHUYECKOW 3aJI0JDKCHHOCTH (NIPU HAJMYUU
pa3HHMIIBI B YYEOHBIX TJIAHAX ).

2.6. JInunble nena He 3aYMCIICHHBIX AOUTYPUEHTOB XPAHSATCS B apXuBe TeXHUKyMa B TCUCHHE
1l kameHgapHOTO TO0Ja, a 3aTeM YHUYTOXKAIOTCS B YCTAaHOBIEHHOM mopsiake. OpUTHHAIBI
HEBOCTPEOOBAHHBIX JTIOKYMEHTOB 00 00pa30BaHUM TOCIE M3BATHS M3 JUYHBIX JIeJd aOUTYpPHEHTOB

nepeaar0TC 110 OIIMCHU Ha XPAHCHHUEC B ApXUB TCXHI/IKYMa a0 BOCTpe6OBaHI/I${.

3. Benenue nuuHbIX /1€ 00yyaromuxcs

3.1. Bo Bpemst 00y4eHHs OTBETCTBEHHOCTb 32 BEJICHUE JIMUHBIX /1€ 00yUaroIUXCs BO3JIAaraeTcs
Ha ceKpeTapst yueOHOM YacTH WM MHOE JIUIO, B JOJDKHOCTHBIE 00SI3aHHOCTH KOTOPOTO BXOIUT padoTa
C JIMYHBIMHU JeJIaMH 00yYarOIIUXCsl.

3.2.JluynoMy neny oOydaromierocs, CTyICHUYECKOMY OHIIETy W 3a4eTHON KHIDKKe (Tpu
HAJIMYMK) TIPUCBAWBACTCI OJWUH W TOT K€ WHIWBUAYAIbHBIA TOPSIKOBBIA HOMep. B ciydae
yTPaTh/TIOPYM CTYACHYECKOTO OWJIeTa WIIM 3a4eTHOW KHIDKKM OOydaromeMycs BBIAeTCsi HOBBIN
JIOKYMEHT C OTMETKOH «yOJIMKaT», KOTOPBIM COXpaHSIET MOPSAIKOBBII HOMEp YTPauyeHHOTO.
3.3. IIpu otuncnennn u3 TexHukyMa oOyyaromuiics cjaeT CTyACHYECKH OMIIEeT U 3a4eTHYIO KHIDKKY
(mpu HaJNIMYKMK) B y4€OHYIO YacTh JJIsl IPUOOIIEHUS K TUYHOMY eIy .

3.4.I1pu BOCCTaHOBJIEHUH B YHCIIO OOYYAIOIINXCS JIMIIA, paHee OTYMCIEHHOTO 3 TeXxHuKyma,
IPOI0JKAETCS BEICHUE JIMYHOTO Jiesa, cpOpMUPOBAHHOTO paHee. B nuuHOE €710 BOCCTaHOBIEHHOTO
oOyuyaroIerocsi BKJIOYaeTCs 3asBJICHUE Ha BOCCTAHOBIIEHHE C pe3oJfolueil nupekropa TexHukyMma,
KOMHsI TpHKa3a O BOCCTAHOBJICEHWUH, MpPHUKAa3 O JIMKBHIAIMH pPAa3HUALB B Y4YeOHBIX IUIaHAX;
o0yuJaromeMycsi BBIJIaeTCs 3a4eTHasl KHM)KKA U CTYICHYECKHUI OHUIIET, MMEIOIIUeCs B JIMYHOM JIeJie.

3.5.Bo Bpems 00y4eHus B JINYHBIE Jie)1a 00yJaromuXcs BHOCATCS:
- KOIHHU MPUKA30B O MEPEBOJIE C OJHOM 00pa30BaTeNbHON MPOrpaMMBbl Ha JIPYTYIO, C OJHOM
dopmbl TosTyueHHs 00Opa3oBaHUS Ha JIpyrylo, W3 Jpyroi oOpa3oBaTeIbHONH OpraHu3alluy,
NPEIOCTABICHIH aKaJJeMHIYECKOTO OTITYyCKa, TIOOMIPEHUSX U B3BICKAHUAX 32 BECh TIEPHO]] O0YICHUS;
— KOTIMH aKaJeMHUYECKUX CIPaBOK (NpU 3a4MCICHHH B TIOPSIKE MEpeBoia W3 JPYrou

o0pa3oBaTeNbHOI OpraHu3alun);



- KOIIMY TIPUKA30B O Tiepe3ayere AUCHHUILIHH (7151 00y4YaroIuXxcsi, IPHUHATHIX Ha 00yYCHUE B
HOpsi/IKE TEepeBOAa M3 JPYyroil oOpa3oBaTelbHON OpraHu3alMy, JMOO TEPeBEACHHBIX C OJHOM

00pa3oBaTesbHON MPOrpaMMBbl Ha JIPYTYIO);

— KOINMHM TACIOPTOB HJIM HMHBIX JOKYMEHTOB, YAOCTOBEPSIOIIUX JMYHOCTh, B CIllydyac
WU3MEHECHHS TTACTIOPTHBIX MM WHBIX PETUCTPAIIMOHHBIX JTAHHBIX 00YYarOIINXCS;
— 3asIBJICHUS U KOIIUY MPUKA30B O cMeHe GpaMuinu (IMEHHU, OTUYECTBA);
- KOITMHA CBUCTEIICTB O 3aKIIOUCHUM (PacTOpKEHUHU) Opaka (B ciiydae CMEHbI (pamMuinu B
CBSI3U C BCTYIUICHHEM B Opak (pacTopkeHueM Opaka)).
BHeceHHbIE TOKYMEHTHI OTPAXKAIOTCS B OMUCSX JOKYMEHTOB JIMYHBIX JIEJT 00YJarOIINXCS.
3.6.Ilpu orumcnenuu oOyuarornerocss u3 TexHukyma (B TOM 4YHCIE B CBSI3M OKOHYAHUEM
00y4YeHHs) B JINYHOE JICJIO BHOCSITCS:
- KOTIHsI ITPHKa3a 00 OTYMCIICHHH, JIMOO BBITUCKA U3 MPHKa3a 00 OTUYUCIICHUH;
- CTYJICHYCCKHI OMIICT U 3a4eTHas KHIDKKA (TIPU HATTHYHH );
- KOTIHSI aKaJICMUYECKON CIPaBKH (TIPH JOCPOYHOM OTUHUCIICHUH);

- KOIIKUA JOKYMCHTA 00 O6p330BaHI/II/I " TIPHIIOKCHUS K HEMY (HpI/I OTYUCICHHHU B CBA3U C

OKOHYaHUEM O0yUYeHUs);

— KOMHSI JOKyMEHTa 00 00pa30BaHUH, TPEJOCTABICHHOTO CTYACHTOM HA MOMEHT 324N CIICHUS
B TexHukyM (B ciydae, €Ciii B JUYHOM JEJIe XPaHUIICS TOIBKO MOUIMHHIK);

- 0o opMIIEHHBIN 00XOTHOM JIUCT.

Bruecennsie AOKYMCHTBI OTPAXKAIOTCA B OIMMCU JOKYMCHTOB JIMYHOI'O J¢CJIa 06y11a10mer0091.

4, XpaHeHue TMYHBIX Je] 00yYaromuXcs

4.1. Jluunbie nena nui, oOydaronmuxcs B TeXHUKyMe, XpaHITCS B y4eOHOW 4acTH B MECTE,

HCKITIOYAr0mEM BO3BMOKHOCTh HECCAHKIIMOHUPOBAHHOI'O AOCTYIIA K HUM.

4.2. JlocTyn K IMYHBIM J€laM 0Oy4YaroluXcs MMEET TOJIBKO CEeKpeTapb y4eOHOH dacTw,
a100 MHOE JOJDKHOCTHOE JIMIO, OTBEYarollee 3a BeJICHHEe M XpaHEHHE JUYHBIX Ael 00ydaroIuxcs.
[IpaBo nmoctyma K JOKYMEHTaM JHMYHBIX Jiel OOydaromMXcCsl Takke MMEIT Jupektop TexHukyma,
3aMeCTUTENb JUPEKTOpa, KypUPYIOIIMK BOMPOCHI MO paboTe ¢ KOHTUHIEHTOM OOYyYarouuxcs,
IOPUCKOHCYJIBT.

WHbIM MUIIaM TIpaBo JOCTYIIA MOXKET OBITh MPEAOCTABICHO HA OCHOBAHUU CITYKEOHON 3aMHCKH
C PE30JdIONHMEeN TUPEKTOpa WIM 3aMECTUTENs TUPEKTOpa, KypUPYIOIIEro BONPOCHI MO paboTe C
KOHTHHT€HTOM O0YYaroIIuXxcsl.

4.3. W3baATHE JOKYMEHTOB U3 JHYHOTO J€J1a 00YYaroNIerocs BO3MOKHO JIMIIb C Pa3pelIeHuUs

nupekTopa TexHWKymMa WM 3aMEeCTUTENs JUPEKTOpa, KypPHUPYIOIMIETO BOMPOCHI MO padoTe C
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KOHTUHT€HTOM O0YYaOIIUXCS; TOMYCKACTCsl U3bATHE TOIBKO KOMUN UMEIOIIUXCS IOKYMEHTOB (Kpome
ClIy4aeB, yKa3aHHBIX B I1. 1.7. Hactosiero [lonoxenus).

4.4, B ciyyae yTparhl/mOpuM IMYHOrO J€lda MO KAKMM-IMOO IIPUYMHAM, PaOOTHHUKOM,
OTBETCTBEHHBIM 32 PaldOTy C JIMYHBIMU JEJIaMH, COCTABIIIECTCA aKT 00 yTepe/mopye JUYHOrO Jela U
dbopMupyeTcsi HOBOE JIMYHOE JIEII0.

4.5. 3akmouuTenbHyo paboTy IO BEICHHIO JMYHBIX J€d 00YYalOIMXCsl, OTYMCIEHHBIX JI0
OKOHYaHHUsI HOPMATUBHOTO Cpoka o0ydeHus B TexHHMKyMe, IPOU3BOJUT CEKpETaph yuyeOHOM yacTy,
1100 MHOE JOJHKHOCTHOE JIMIIO, OTBETCTBEHHOE 32 BEICHUE JIMUHBIX JET 00YJaromuXcs, BBITOIHSSA
CIIeIyIOIINE OTepaluu:

a) MOIIIMBKY (BJIOXKEHHUE) B JMYHOE JIEJO CIETYIOMINUX JOKYMEHTOB:

- KOIUU TPUKa3a 00 OTYHUCIICHHH,

- KOIIMU BBIJAHHOTO JOKYMEHTa 00 00yueHuu (aKajeMUUYECKOM CIIpaBKH);
- 0(hOpMIIEHHOTO 00XOHOTO JIUCTA;

— CTYJI€HYECKOIo OMIIeTa;

- 3a4€THOM KHWKKU (IIPU HAJIUYUN).

0) BblIauy JOKyMeHTa 00 00pa3oBaHUH, IPEAOCTABICHHOIO MIPU MOCTYIJIEHUU B TeXHUKYM,
C COXpaHEHMEM B JIMYHOM JIeJIe€ KONHM JAHHOTO JOKYMEHTa M IPUJIOKEHHUEM DPACIIHUCKHU JIMIA,
MOJTyYMBILEr0 OPUTHHAT JOKyMeHTa. B ciydae eciu opuruHal mperocTaBlIeHHOTO MPU MOCTYTIICHUN
JIOKyMeHTa 00 00pa30BaHUU IMOJIy4aeT HE CaM OTYHUCIICHHBIH, a Ipyroe yIoJIHOMOYEHHOE UM JIULIO, B
JIMYHOE 110 BKJIJIbIBAETCSl OPUTHHAJI IOBEPEHHOCTH HA MOJIyYE€HUE JOKYMEHTA,

B) 3aKphITHE (B TOM YHCJIE MOJIIMBKA) JIMYHOTO JIENIa;

r) XpaHeHue JUYHOTO Jeia J10 Nepejauu ero B apxuB TexHHUKyMa,

) COCTaBJIEHUE OMUCH Ha Mepeiauy JUYHBIX J1e1 B apXuB TexHUKyMa;

€) Tepeavy JMYHBIX JeJ Ha XpaHeHHe B apXuB TexHUKyMa.

4.6. 3BakmouurtenbHyr0 paboTy 10 BEJEHHUIO JMYHBIX e 00yJarOIMXCsl, OTYUCICHHBIX M3
TexHUKyMa B CBSI3M C OKOHYAHHEM OOYYEHUs, IPOM3BOJIUT CEKpeTaph y4eOHOW YacTH, JUOO0 MHOE
JIOJDKHOCTHOE JIUI0, OTBETCTBEHHOE 32 BEJICHHUE JIMYHBIX JIEJI 00YYaOLMXCsl, BBIMOJIHSAS CeIyroIue
ofepauu:

a) TOJIIMBKY (BJIOKEHUE) B JIMYHOE JICJIO CICTYIONTUX IOKYMEHTOB:

— BBINTACKY U3 TIPUKa3a 00 OKOHUaHNH 00yueHus B TeXHUKyMe;
— KOTIMH BBIIAHHOTO JINTUIOMA C TIPUIIOKEHUEM K HEMY;

- 0hOpMIIEHHOTO 00XOHOTO JIUCTA;

— CTyJICHUECKOTO OuJIeTa;

- 3a4eTHOW KHIKKU (TIpY HAJIUYUH).



0) BbIIavy JOKyMEHTa 00 00pa3oBaHHM, IPEJOCTABICHHOTO MPH MOCTYIUICHUH B TEXHUKYM,
C COXPAaHECHHMEM B JIMYHOM Jiejleé KOIMUU [aHHOIO JOKYMEHTAa U INPUIIOKCHHEM pPACIUCKU JIMIA,
IIOJIyYMBILEr0 OPUTHHAN JOKYMEHTa. B ciyuae, eciy opuruHai npegocTaBiICHHOIO IIPY OCTYIUIEHUU
JOKyMeHTa 00 00pa30BaHUM IOJIy4aeT HE CaM BBIIYCKHHUK, a APYroe yINOoJIHOMOYEHHOE UM JIUIO, B
JIMYHOE JIEJ10 BKJIAIBIBACTCS OPUTMHAI JOBEPEHHOCTH HA MTOJIyYEHUE OPUTMHAjA JOKYMEHTA,;

B) 3aKpbITHE (B TOM YMCIIE MOMAIIMBKA) JIMYHOTO JEJa;

r) XpaHEHME JUYHOIO Jieja JI0 Iepelayu ero B apxuB TexHuKyMma,

A) COCTaBJIECHHUE OIIMCH Ha Iepeady JIMYHBIX A€l B apXuB TeXHUKyMa,;

€) Iepenady JUYHBIX J€JI Ha XpaHEHHUE B apxuB TexHuKyma.

4.7. Jluusble nena IMI, OTYMCIEHHBIX M3 TeXHUKyMa, TIEPENAIOTC HA XPAHEHHE B aDXHB I10
aKTy B HayaJjle KaJeHJIapHOIo roja.

4.8. Tlepen mepenaueil B apXuB BCe JIMCTHI JMYHOTO JeJda, KpOME BHYTPEHHEH OmNHuCH,
HYMEpPYIOTCSl apaOCKUMM LU(ppaMH, KOTOPbIE MPOCTABIAIOTCA B IPAaBOM BEPXHEM YIUIy HPOCTHIM
kapanjamoM. CTyieHuecKuil OMIeT U 3a4eTHasi KHU)KKA HyMEPYIOTCS KaKIIbIH OJJHUM JIUCTOM.

4.9. Jluunble nena UL, OTYMCIEHHBIX B CBA3U C OKOHYAHHEM OOYUEHMS, C/IAKOTCS B APXHB B
CIIIUTOM COCTOSIHUH (IO y4eOHBIM rpymmam). JIMuHbIe 1ena JOCPOYHO OTYUCICHHBIX O0yUYarOMIUXCS
CHAIOTCA B ApXUB CUIMTBIE HA CKOPOCIIHMBATEIIE.

4.10. Jluunble nena UL, OTYMCIEHHBIX U3 TEXHUKyMa, XPaHATCS B apXUBE B TeUEHHE 75 JIeT,
II0CJIE YETO YHUUYTOXKAIOTCS ¢ COCTaBIEHUEM aKTa. OTBETCTBEHHBIM JIMIIOM 34 XpaHEHUE JINYHBIX JEI

06yqa}01unxc;1 B apXUBC ABJIACTCA SaBe,Z[y}OH_[I/Iﬁ APpXHBOM.



