[Tpunoxenue 30
K npukaszy ot 02.09.2024r. Ne 397

YTBEPXJIEHO

npukasoM no I'BIIOY MO «OpexoBo-
3y€eBCKMI KeJIe3HOJOPOKHBIN
TexHukyM uM. B.W. bonnapenko»

ot 02.09.2024r. Ne 397

MHOJIOKEHHUE
O INOPAAKE ®OPMHUPOBAHUA,

BEJIEHUSI U XPAHEHU S JUYHBIX JEJ OBYUYAIOIUXCA TBIIOY MO «OPEXOBO-3YEBCKHI
JKEJIE3HOJOPOKHBI TEXHUKYM UMEHH B.1. BOHJIAPEHKO»

1. OBIUME NOJOKEHUS

1.1. Hacrosimee [lonoxxenne ycTaHaBIMBaeT eAMHbIE TpeOoBaHUs K (POPMHUPOBAHUIO, BEICHUIO
U XpaHEHUIO JMYHBIX Jed oOydaromuxcs B ['ocymapcTBeHHOM OOKETHOM 00pa30BaTEIbHOM
yupexenuu MockoBckoii o6nactu «OpexoBo-3yeBCKUiA JKeIe3HOI0POKHbIN TeXHUKYM nMenu B.U.
bonnapenko» (nanee — « TeXHUKYM»).

[Tonoxenue cocTaBiIeHO € y4eTOM TPeOOBAHMIA:
— ®@epnepanbHoro 3akoHa PO ot 27.07.2006 Ne 152-D3 «O nepcoHanbHBIX JaHHBIX»;
— @enepanbHoro 3akoHa ot 29.12.2012 Ne 273-d3 «O6 obpazoBanuu B Poccuiickoit deneparuny;

— Ilpuka3z Pockomuaazopa ot 16.07.2010 N 482 (pen. ot 19.08.2011) «O6 yTBepxaeHuu obpasua
dopmbl yBeZoMIIeHUsT 00 00paboTKe MepCOHANBHBIX JAHHBIX» (BMecTe ¢ «PekoMeHmanmusmMu o
3aMmoIHeHUI0 00pasia GopMel yBeaoMIIeHUs 00 00paboTke (0 HaMepeHHH OCYIIECTBISITh 00pabOTKY)
NePCOHATILHBIX IaHHBIX»);

— IluceMom PocobpazoBanus ot 29.07.2009 Ne 17-110 «O6 obecrieueHUN 3alIUTHI EPCOHATBHBIX
naHHbIxX» (¢ «MHbOopMaluelt 06 OCHOBHBIX HOPMAaTUBHO-METOAMYECKUX JOKYMEHTaX U TpeOOBaHUIX

10 OPTraHU3aIUH 3aIUTHI IEPCOHAIBHBIX TAHHBIX));
— VYcraBom TexHukyma;

— IlpaBuiiamu nnpueMa B TeXHUKYM;

1.2. Bomnpocsl, He yperynupoBaHHble HacTosuM [lojoxeHueM, peryimpyroTcss HOPMaTHBHBIMU
aktaMu MuHucTepcTBa 00pa3oBanus 1 Hayku Poccuiickoit denepalini 1 MHBIMU JTOKaJIbHBIMH aKTaMH1
TexHukyma.

1.3. Tlog TepMHHOM «OOydYalOUIMIiCS» TOHMMAIOTCS JIMIA, OCBAaWBAIOUIME B TEXHUKyMe
o0pa3oBaTeNbHbIE TPOrPaMMBbI CPEAHET0 MPO(pECCHOHAIBHOT0 00pa30oBaHus (IIPOTrPaMMBI TOATOTOBKH
KBAJTM(HULIHMPOBAHHBIX Pab0OYMX, CIyXalUX M IMPOrpaMMbl MOJTOTOBKHM CIEHUAINCTOB CPEIHETO

3B€HA) KaK B OYHOM, TaK M B 3209HOU (popMax morydeHust 00pa3oBaHuUs.



1.4. TTox TEpPMUHOM «IMYHOE JIEJI0 00YUAIOMIETOCs» MOHNMAeTCss CHOPMUPOBAHHAS B COOTBETCTBUU C
TpeOoBaHUSIMU HaAcTOAMIETO [100KEeHNsST COBOKYMHOCTh JOKYMEHTOB, COJICpPIKAIIUX HEOOXOIUMBIC
CBeJIeHUs 00 o0yJaromemcs.

1.5. Cgenenus, comepkamuecs B Marepuaiax JUYHOTO Jena OOydYaromerocs, OTHOCSTCS K
MEPCOHAITBHBIM JIAHHBIM U SIBIISIOTCS KOH(UICHIMATHLHOU HH(DOpMAaIIUEH.

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

— HE cOo00IIaTh MEepCOHATIbHBIC JaHHBIE OOYYAIOIIMXCS TPEThel CTOpOHE 0€3 MHCHbMEHHOTO
corjacusi 0OydYaromierocsi, 3a HMCKJIOYECHHUEM CIIy4daeB, KOIJla JTO HEOOXOIMMO B IENIX
MPEIYNPEKJACHAS yrpo3bl JKU3HU W 30POBBI0 OOYYaIOMIETOCs, a TaKKe B JPYIHX CIIyYasXx,
PEyCMOTPEHHBIX 3aKOHOIATEITLCTBOM;

— HE COOOIIAaTh MEPCOHAIbHBIC JaHHBIE OOYYAIOIIErocss B KOMMEPUYECKHX LEesiX 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 TOATBEPIKIEHUS TOTO, YTO 3TO MPABUIIO COOIIOICHO; JIUIIA, TOTYyYaIOIINe TIEPCOHAIBHBIC JaHHBIC
oOyuarorerocs, 00s13aHbl COOTIOIATh PEXKUM KOH(MUICHITUATEHOCTH;

— paspemath JOCTYH K TEPCOHAIBHBIM JaHHBIM OOYYaroIIerocsi TOJBKO CIEHaIbHO
YIOJTHOMOYEHHBIM JullaM TeXHuKyMa, Mpu 3TOM YKa3aHHbBIC JIMIA JOJHKHBI HMETh MPaBO MOJIy4aTh
TOIIBKO T€ TMepCOHANbHbIE HaHHbIE OOYYaroIIerocs, KOTOpPhIE HEOOXOAMMBI Ji BBITOJHEHUS

KOHKPETHBIX (PYHKIINIA;

— HE 3ampanmBaTh UHPOPMAIIUIO O COCTOSIHUU 3JI0POBbSI CTYJIEHTA, 32 MCKIIOYCHUEM TeX
CBEJICHWN, KOTOpPhIE OTHOCSATCA K BOIMPOCY O BO3MOXKHOCTH TMOJYYEHUS OOYyYaroIUMCS
00pa3oBaTeNbHbIX yCIYT.
1.7. JIokyMeHTBI U3 INYHOTO JieJa 00yUaroerocs: Wi UX KOIMUU MOTYT OBITh BBIIaHBI IO TPEOOBAHUIO
YIOJTHOMOYEHHBIX OpPraHoB, O(QOPMIICGHHOMY B YCTAHOBJICHHOM IMOpSIKE, B TOM YHCIIE: OpPraHOB
MIPOKYPATYPHI, TO3HAHUS, CICICTBUS U CyJa, aABOKATYPhl, MUTPAIIMOHHOW CITY>KOBI M APYTUX, TIPH
ATOM:
a) 3ampamuBaeMas HH(pOpMaNMs TPeaoCcTaBisieTcss B 00beMe, HE NPEBHIIIAIOIIEM
3ampammBaemMoro oorema nHGopMaIuy;
0) 3ampammBaemasi HHGOPMAITUS MOXKET OBITh MPETOCTABICHA TOJIBKO TOCIIE TTOTYISHUS
COOTBETCTBYIOIIETO pa3pelieHus oT AUpeKTopa TeXHUKyMa;
B) MpH BbJau€ OpPHUTMHANA JOKYMEHTa B JIMYHOE [0 OOYYaroIIerocsl BKJIAJIbIBACTCS
KOIHSI BBIJABAEMOI'0 JOKYMEHTA, MPU 3TOM B OMUCHU JOKYMEHTOB JIEJIAETCsI COOTBETCTBYIOIIAS

3aIluCh.



1.8. Jluma, BUHOBHBIE B HapyIIEHUH HOPM, DPErYJIHMPYIOLIUX IOJNyuyeHHe, 0OpaboTKy M 3aIluTy
NEPCOHANBHBIX JAHHBIX OOYYaIOUIMXCS, HECYT JAUCHUIUIMHAPHYIO, 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
Komuccuer. Ha kaxxoro mocrynaroniero B TeXHUKyM aOUTypHUEHTa 3aBOIUTCS IMIHOE JIEI0, KOTOPOe
odopmisieTcs B COOTBETCTBUM € JielcTBYromuMu [IpaBunamu npuema u IlonoxeHuem o nmprueMHOR
KoMHCCUU. AOUTYPHEHTY BbIIa€TCsl pacIKCKa C yKa3aHUEM IIOJIHOI0 NepeuHsl MPUHSTHIX JOKYMEHTOB.
OTBEeTCTBEHHOCTh 3a (OPMHPOBAHHME M BEAECHUE JMYHBIX Jel aOUTypUEHTOB BO3JIaraerTcs Ha
TEXHUYECKUX CEKpeTaper NPUEeMHON 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 gHel 10 Hayana yueOHOro rojia Ajs UX JajlbHENIIEero BeIeHusl.

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

— 3asBlIEHHE Ha UM AUpeKTopa TeXHUKyMma o rpreMe Ha o0yueHHe;

— JOKYMEHT 00 00pa30BaHHK TOCYJaPCTBEHHOT0 00pasiia (OpUrHHAN 1 KOITHSL);

— 6 dororpaduii pasmepom 3x4;

- MEUIUHCKYI0 crpaBKy ¢opmbl 086-y;

— KOIIUIO NTaCIIOpTa WM MHOTO JOKYMEHTA, YAOCTOBEPSIOLIErO JIMYHOCTD;

— pe3yJIbTaThl BCTYUTEIbHBIX UCIBITAHUH (IIPU HAJTMYHN);

- JIOroBOp 00 orutate 00y4eHus (U1 MOCTYNAOIINX Ha TUIATHONH OCHOBE);

— 3aKiIfo4yeHne 00 HKBUBAIEHTHOCTH JOKyMEHTa 00 o00pa3oBaHuU (MPH TOCTYIUIEHHH
MHOCTPAHHBIX TPAX/IaH);
- JIOTOBOP O 11eJIeBOM 00y4eHUH (TIpy HAJIUYHH);
— KOTIMH JOKYMEHTOB, IMOJTBEPKIAIONINX TPABO HAa JIBITOTHBI WM Ha HWHOM MOPSIOK
MOCTYTIJICHUsT (KOTIMH CBHJIETEILCTBA O POXKICHUH, CBUIIECTEILCTBA O CMEPTH POIUTENEH, pelIeHus
CyAa O JIMIICHUH POAWTEIBCKUX IMPaB M T.J., IOCTAHOBICHHUS OPraHOB ONEKH U ITONEYHUTEIIHCTBA,
KOIHMHU PA3JIMYHBIX YJJOCTOBEPEHUH, CIIPABOK, AUIIOMOB MOOEAUTENIEH OJIUMITHAI U JIp.).

2.4. Cexpetapp yueOHOI yacTu, JIMOO HHOE JOJDKHOCTHOE JIULIO, OTBETCTBEHHOE 3a BE/ICHHUE

JJUMYHBIX OEJI 06yqa}0mnxc;1, IMOCJIC MOJYYCHHSA OT HpHeMHOfI KOMHUCCHH JIMYHBIX €] 3a4YHCICHHBIX



aOUTYPHEHTOB Ha KaXKJ10€ TUIHOE JISJIO COCTABIISET OMUCH COMEPIKAITUXCS JOKYMEHTOB U MOIIINBACT
BCE JOKYMEHTBI BMECTE C OIUCHIO B MHUBUIyAJIbHBIC TTATIKH.

2.5. Ilpu 3auncieHny Ha MEPBBIM WK MOCIEAYIONIME KypChl Ui MPOI0JDKEHUST 00pa3oBaHus,
B TOM YHCJI€ B MOPSAIKE MEepeBoja U3 Ipyroi oOpa3oBaTeiabHOW OpPraHU3allid, CeKpeTapb yueOHOM
4acTH, JMOO MHOE JOJKHOCTHOE JIMIO, OTBETCTBEHHOE 3a BEJCHME JIMYHBIX Je] 00ydarommxcs,
dbopMUpyeT TUYHOE 10 00YUArOMIerocs, B KOTOPOM KPOMe JIOKyMEHTOB, MPEAYCMOTPEHHBIX IT. 2.3

HaCcTOAIICTO HOJIO)KGHI/ISI, JOJIKHBI COJACPXKAThCA.

- aKaJieMH4yecKas CIpaBKa WM WHOW JOKYMEHT, BBIAAHHBI  00pa30BaTeIbHBIM
yUpeXICHNEM, B KOTOPOM JIMIIO 00yJaliock paHee, ¢ yKazaHHEeM HoMepa puKasa 00 OTYHCIICHUH;
— WH/IMBUAYAIbHBIA TpadUK JMKBUIAIMHA aKaJEMHUYECKOW 3aJ0JDKEHHOCTH (NPU HAJMYUU
pa3HUIIBI B y4€OHBIX TUTaHAX).

2.6. JInunble nena He 3a4HMCICHHBIX AOUTYPHUEHTOB XPAaHATCS B apXuBe TeXHUKyMa B TCUCHHE
1 xaneHgapHOro TOJAa, a 3aTeM YHHUYTOXKAIOTCA B YCTaHOBJIIEHHOM mopsjake. OpuruHanbl
HEBOCTPEOOBAaHHBIX JOKYMEHTOB 00 OOpa30BaHUM IIOCIE HM3BATHS M3 JIMYHBIX Je] aOUTYpHUEHTOB

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

3. Benenune MUYHBIX /1€1 00y4JarOMIUXCst

3.1. Bo Bpemst 00yueHHs OTBETCTBEHHOCTb 32 BEJICHNE JTMUHBIX /11 00yUaroIuXcs BO3JIaraeTcs
Ha ceKpeTaps yueOHOM 4acTH WM MHOE JIUIO, B JOJPKHOCTHBIE 00sI3aHHOCTH KOTOPOT'O BXOIUT paboTa
C JINYHBIMU JIeJIaMU 00y4aroLIXCA.

3.2.JlugroMy neiry oOydYaromierocs, CTYJACHYECKOMY OWMJIETy W 3a4eTHOW KHIKKe (Tpu
HaJIMUMM) MPUCBAaUBAECTCSI OAMH W TOT K€ WHAMBHUAYAJIbHBIM MOPAIKOBBIM Homep. B ciydae
yTpaTh/IIOPUN CTYACHYECKOro OWjeTa WM 3a4eTHOM KHMXKKM OOyuarolieMycs BbIAaeTcsl HOBBIN
JIOKYMEHT C OTMETKOH «yOIHKaT», KOTOPBIA COXpaHseT NOPSAAKOBBIA HOMEp YTPAuEHHOTO.
3.3. [Ipu otuncnennn n3 TexHUKyMa 00yUarOIIUIACS CaeT CTYACHYSCKUI OMIIET M 3a4eTHYIO KHIDKKY
(mpu HaNMMYKMK) B y4eOHYIO YacTh JJIsl MPUOOIIEHUS K TUYHOMY JIETy.

3.4.IIpu BOCCTaHOBJIEHUH B YHCIIO 0OYYAIOLIUXCS JIMIIA, paHee OTYMCIEHHOTo u3 TexHukyma,
MPOJIOKAETCS BEJICHUE JIMYHOTO Jiesia, CGOPMUPOBAHHOTO paHee. B mnyHOe Aeo0 BOCCTaHOBIEHHOTO
00y4arolerocsi BKJIIOYAETCs 3asBJIEHUE HA BOCCTAHOBJICHHE C pe30iIoluell aupekropa TexHHKyMma,
KONMsI MpHKa3a O BOCCTAHOBJIEHUM, MpPUKAa3 O JIMKBUJAIMKM Pa3HUIBl B Y4YeOHBIX IJIaHAX;
oOyuaromemMycs BbIJIaeTCs 3a4eTHasl KHU)KKA U CTYI€HYECKUI OUJIeT, MMEIOLIUeCs B IMYHOM JIeJIe.

3.5.Bo Bpemst 00ydeHHUs B JINYHBIE [Ie)1a 00YIArOIINXCST BHOCSTCS:
- KOITUU TIPUKA30B O MEPEBOE C OJJHON 00pa30oBaTEIHLHOM MPOrpaMMBbl Ha IPYTYIO, C OJTHOM
dbopmbl TIONydeHHUsT O0Opa3oBaHHMS Ha JPYyrylo, W3 Jpyrod o0Opa3oBaTeNbHON OpraHU3aINH,

npeaoCTaBJICHUHN aKaICMUYCCKOI'0 OTITYCKa, MOOIIPCHUAX U B3bICKAHUAX 3a BECh IICPHUOI OGy‘ICHI/IH;



- KOIIMU AaKaJEeMUYECKMX CIPaBOK (IIpY 3a4KMCIECHUU B MOPSAKE IEpeBofa M3 Jpyrou
00pa3oBaTebHON OpraHU3aIlm);

— KOIIMH MPUKA30B O MMepe3ayeTe TUCHMILINH (Ui 00yJaronuxcsi, MPUHATHIX Ha 00yUYeHHE B
HOpsiIKE TEepPeBOAa W3 JPYroil oOpa3oBaTeNbHON OpraHu3alMy, JUOO TEPEeBEACHHBIX C OJHOM
00pa3oBaTebHON IPOrPaMMBbl Ha JIpYIyIo);

— KOIMM MAacloOpTOB WM HHBIX JOKYMEHTOB, YAOCTOBEPSIOIIUX JHUYHOCTh, B Cllydyae

W3MEHEHUS ACIOPTHBIX UM UHBIX PETUCTPALMOHHBIX JaHHBIX 00yYaroIuXcs;
- 3asBJICHHS U KOIIMU IPUKA30B O CMEHE (haMHIIIUU (MMEHH, OTYECTBA);

- KOIHMH CBUETEIBCTB O 3aKJIIOYCHHUHU (pacTopkeHuH) Opaka (B ciyyae CMEHBI (haMHIIUH B
CBSI3U C BCTYIUICHHEM B Opak (pacTopKeHUuEeM Opaxa)).
BHeceHHbIe TOKYMEHTBI OTPAXKAIOTCS B ONMUCSX JOKYMEHTOB JIMYHBIX J1€J1 00y4arOIIHUXCsl.
3.6.Ilpu otumcnenun obOywaromierocst u3 TexHuMKyma (B TOM 4HCIIE B CBS3M OKOHYAHUEM

00yueHHMs) B JINYHOE JIEJIO BHOCSTCS:

— KOTIHSI ITPHUKa3a 00 OTYMCIICHNH, JINOO BBITUCKA U3 MTPHKa3a 00 OTYNCICHHH;

- CTYJ€HYECKUI OMJIeT 1 3a4eTHas KHWKKa (IPU HAJIUYUN);

— KOIUS aKaJeMUUECKOM CIpaBKH (IIPH JOCPOUYHOM OTUHMCIEHUN);

— KONUsl IOKyMEeHTa 00 00pa3oBaHUU M NPUJIOKEHUS K HEMY (IIpU OTYHCIIEHUHU B CBS3H C
OKOHYaHUEM O0yUYeHus);

— KOIUs TOKyMeHTa 00 00pa3oBaHUM, IPEIOCTABIEHHOTO CTYIEHTOM Ha MOMEHT 3a4MCIICHUS
B TexHUKyM (B cilydae, €Clid B JIMYHOM JIEJI€ XPaHUJICS TOJIBKO MOJATUHHUK);

— 0(OpPMIICHHBII 00XOIHOI JTUCT.

BHaecenHbie AOKYMCHTHBI OTPAKAIOTCS B OIIMCU JOKYMCHTOB JIMYHOT'O JCJIa 06yqafomer005{.

4. XpaHeHne TMYHBIX JIeT 00YYaroIMXCs

4.1. JInunple aena aul, oOydaroumxcs B TeXHUKyMe, XpaHATcad B yueOHOW 4acTu B MeCTe,
MCKJIIOYAIOIIEM BO3MOXXHOCTh HECAHKIIMOHUPOBAHHOT'O JOCTYIIAa K HUM.

4.2. JlocTyn K JIMYHBIM JejlaM OOYYarolMXCsi MMEET TOJIBKO CeKpeTapb yuyeOHOH vacTw,
1100 MHOE JOJKHOCTHOE JIMIO, OTBEUAIOIIee 32 BEJICHHE M XPaHEHHE JIMYHBIX Ael 00yJaroIuxcs.
[IpaBo moctyma K JOKYMEHTaM JIMYHBIX el 00ydaroIluXxcs TakKe MMEIT AUpPEKTop TeXHHUKyMma,
3aMEeCTHTENb AUPEKTOpa, KYpPUPYIOIIMH BOMPOCHI MO paboTe ¢ KOHTHMHICHTOM OOYyYaroIuxcs,
IOPUCKOHCYJIBT.

WHbIM UIIaM IpaBo JOCTYIAa MOXKET OBITh MPEAOCTABICHO HA OCHOBAHUU CITYKEOHON 3aIIMCKH
C pE30JdIoMeN TUPEKTOpa WIM 3aMECTUTENs IUPEKTOpa, KypUPYIOIIEro BOIPOCHI MO paboTe C

KOHTUHI'CHTOM O6yanOH_[I/IXC$I.



4.3. U3bpATHE JOKYMEHTOB U3 JUYHOTO Jieja 00YYaroIerocsi BO3MOXHO JIUIIb C pa3peIICHHs
nupekTopa TexHHMKyMa WM 3aMECTHTENsl JIUPEKTOpa, KypUPYIOIIEro BOMNPOCH MO pabdore ¢
KOHTHHT€HTOM 00yYaloIuXcsl; AOMYCKAETCs U3bATHE TOJIBKO KO UMEIOIINXCS IOKYMEHTOB (KpoMe
ClIy4aeB, yKa3aHHBIX B I1. 1.7. Hactosmero [Tonoxxenus).

44. B cnyyae yTpaThl/IOpYM JUYHOTO JIeJa IO KAKUM-TMOO NpUYMHAM, PAaOOTHHKOM,
OTBETCTBEHHBIM 3a pabOoTy C JHMYHBIMHU JI€TaAMH, COCTABIISIETCS aKT 00 yTepe/mopue JIMYHOTO JieNna 1
dopmupyeTcss HOBOE JIMYHOE JIEIO.

4.5. 3akioudTenbHYI0 padoTy MO BEACHUIO JUUYHBIX JIe] 00y4aroIIuXcs, OTYUCICHHBIX 10
OKOHYAHUSI HOPMAaTUBHOTO Cpoka o0yueHUs B TexHUKyme, IPOM3BOAUT CEKpeTapbh yueOHOW 4acTH,
1100 MHOE JOJDKHOCTHOE JIMIIO, OTBETCTBEHHOE 32 BEICHUE JIMYHBIX JET 00YJaromuXcsl, BBITOIHSSA
CJIEIyIOIIHE ONepalluu:

a) TOJIIMBKY (BJIOXKEHHUE) B JUYHOE JIEIO CIETYIOMNUX JOKYMEHTOB:

— KOIUU MpHUKa3a 00 OTUHUCICHHH;

— KOIMUU BBIJAHHOTO JTOKYMEHTa 00 00yueHUH (aKaIeMUYeCKO CIIPaBKH);
— 0(OPMIIEHHOTO 00XOTHOTO JIUCTA;

— CTYJI€HYECKOIo Omiera;

- 3a4€THOM KHWKKH (IIPU HAJIMYUN).

0) BblIauy JOKyMeHTa 00 00pa3oBaHUU, MPEAOCTABICHHOIO MPU MOCTYIJIEHUH B TeXHUKYM,
C COXpaHEHHEM B JIMYHOM Jiejie KONHH JAaHHOTO JOKYMEHTa W TPHJIOKEHHEM pPACIUCKU JIHIIA,
NOJYYHBILEr0 OpUTHHAJ JOKyMeHTa. B ciydae ecnu opurnHai npeocTaBlIeHHOr0 U NOCTYIIEHUU
JIOKyMeHTa 00 00pa30BaHUU MOJTyYaeT HE caM OTYUCIEHHBIH, a Ipyroe yHoJIHOMOYEHHOE UM JIUIIO, B
JMYHOE JIeTI0 BKJIAIBIBACTCS] OPUTHHAJ JIOBEPEHHOCTH Ha TOy4YEeHUE IOKYMEHTA;

B) 3aKpbITHE (B TOM YMCII€ MOIIMBKA) JIUYHOIO JeNa;

I') XpaHEeHHe JIMYHOTO JieNa 10 Mepe/laun ero B apXxuB TexHUKyMa,

1) COCTaBJICHUE OMKCH Ha Nepeavy JUYHBIX JIe]l B apXuB TeXHUKyMa;

€) mepejaady JMYHBIX Je]l Ha XpaHeHHE B apXUB TeXHUKyMa.

4.6. 3aKIOYNATENBHYIO PA0OTY MO BEJACHHIO JIMIHBIX JeJI 00yYarONUXCsl, OTYUCIICHHBIX U3
TexHUKYyMa B CBSI3U C OKOHYAHHEM OOYYEHUs, IPOU3BOJIUT CEKpeTaph Y4eOHOW YacTH, OO MHOE
JIOJDKHOCTHOE JIMI0, OTBETCTBEHHOE 32 BEJICHHE JIMYHBIX JIeJI 00Y4arOLMXCsl, BBIMTOJIHSAS CIeIyIoIue
oTepaluu:

a) TOJIMIUBKY (BJIIOXKEHHUE) B JIMYHOE JICJIO CICTYIONTNX TOKYMEHTOB:

- BBIMHICKY U3 MpHKa3a 00 OKOHYaHUU 00y4eHUs B TeXHUKYME;
- KOIUU BBIJAHHOTO JUILIOMA C MPHJIOKEHUEM K HEMY;

- 0hOpMIIEHHOTO 00XOHOTO JIUCTA;

- CTYJIEHYECKOTO OmeTa;

- 3a4E€THON KHIDKKH (TIPU HAJTUYUN ).



0) BbITa4y JOKyMeHTa 00 00pa3oBaHUM, MPEAOCTABICHHOTO MIPH MOCTYIICHUH B TeXHUKYM,
C COXpPaHCHHEM B JIMYHOM JI€JIe KOMHUM JAHHOIO JIOKYMEHTa W NPWIOKEHUEM PACHUCKHU JIMILIA,
MOJIyYMBLIErO OPUTMHAN JOKyMEHTa. B citydae, eciu opuruHa npeaocTaBIeHHOIO IPU MOCTYIIEHUH
JOKyMeHTa 00 00pa30BaHUU MOJydyaeT HE CaM BBITYCKHUK, a JPYroe yInoJIHOMOUYEHHOE UM JIUIIO0, B
JIMYHOE JIEJI0 BKJIAJIbIBAECTCS OPUTHHAN JIOBEPEHHOCTH Ha MOJIYYECHUE OpUTHHANA JTIOKYMEHTA;

B) 3aKkphITHE (B TOM YKCIIE MOAMIUBKA) JIMUYHOTO JIEa;

r) XpaHEHHE JIMYHOTO JeJia JI0 Mepeaun ero B apxuB TexHUKyMma,

1) COCTaBJICHHE OMKCH Ha Nepeaavy JMYHBIX J1e] B apxuB TexHukyma,

€) TmepeAauyy JUYHBIX J€JI HAa XpaHEHHe B apXxuB TexHuKyMa.

4.7.  Jluuuble nena Jull, OTYUCICHHBIX U3 TeXHUKyMa, IepeatoTcsa Ha XpaHEHHUE B apXUB I10
aKTy B HayaJjie KaJeHJIapHOIo roja.

4.8. llepen mepemaueil B apXuB BCE€ JIUCTHI JMYHOTO Jeja, KPOME BHYTPEHHEU OIMHCH,
HyMepyroTcsl apaOckumu Iudpamu, KOTOpbIe MPOCTABISAIOTCA B MPABOM BEPXHEM YTy MPOCTHIM
kapangamom. CTyIeHYeCKUil OUJIeT U 3a4eTHas! KHUYKKA HYMEPYIOTCS KaXKJIbIi OJTHUM JIUCTOM.

4.9.  JluuHbIe AeTa NI, OTYUCICHHBIX B CBS3U C OKOHYaHHEM OOYUCHHSI, CAAFOTCS B aPXUB B
CIIMTOM COCTOSIHMH (10 y4eOHBIM rpynnam). JInuHbie Jenna JOCPOYHO OTUMCICHHBIX 00YyYaroIIuXcs
CHAIOTCA B ApXUB CUIMThIE HA CKOPOCIIMBATEIIE.

4.10. JluuHble Aena U, OTYUCICHHBIX U3 TEXHUKYMa, XPaHITCS B apXUBE B TeUeHUE 75 JIeT,
MOCJIC YEeTO YHUYTOXKAIOTCSA C COCTaBJICHHEM akTa. OTBETCTBEHHBIM JIUIIOM 32 XPAHEHHE JIMYHBIX eI

06yqa}01unxc;1 B apXUBC ABJIACTCA 38.B€):[y10H.[PIfI APXUBOM.
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