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YTBEPXIAKD
Hupexrop HOY IO «Y4ebOHbIi

IHOJOXEHHNE
o nopsiixke GopMHPOBAHUS, BEACHNUS, KOHTPO/IA H XpaHEeHH
JIHYHBIX el a0UTYPHEeHTOB H 00y4Yaromuxcs
B «YueOHOM menTpe kocmerosiorun i Trexnonoruu CIIA «buodoronnka»

1. O6mue nonoKeHUH

1.1. Ilonoxenwe o mopsajke QOPMHUPOBAHHS, BEACHUA, KOHTPONIA W
XPaHEHUs. JHYHBIX Hell aOUTYPHEHTOB W OOYJAIOImHUXCs B «Y4UeOHOM MHEeHTpe
xocmerosiorud u TexHosoram CIIA «bnodorormka» (nanee 1Mo TekcTy -
OG6pazoparenbHas OpraHu3anys, Y 4e0HEI HeHTp) pa3paboTaHo B COOTBETCTBHU C
4,1 Cr. 17 Depepansuoro 3axona «00 obpaszosanuu B Poccuiickoil ®epepaiuuy
or 29.012.2012 r. Ne273-®3, IIpukasom MunoOprayku P® ot 14.06.2013 Ne 464
«O0 yTBepXJASHHM HOPsJKA OpraHU3alli¥ KM OCYIIECTBICHHS 00pa30BaTeNbHON
JESITeIbHOCTH IT0 00pa30BaTeNbHBIM MPOTpaMMaM CpPEeNHETO NpodecCHOHATBHOTO
obpazoBanus», Ilpukazom Munobprayxku PO or 23.01.2014 roma Ne 36 "O6
yrBepxkaeHun Ilopsinka npuema Ha oOydeHre Mo 00pa30BaTENLHBIM TPOTPaMMaM
cpefHero mpodeccuonansHOre 00pasoBaHms’, a Takke coriacHo «OCHOBHBIM
npaBuiaaM pabOThl apXHMBOB OpraHu3anui» (O0XOOpeHEI pemeHreM KOJUICTHH
Pocapxusa or 06.02.2002), zpyruM HOpMaTHUBHEIM IPAaBOBEIM akTaM Poccuiickoi

Depepanuy, Ycrasy ObpazoBatensHOM OpraHM3aIii.
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1.2. [dannoe llonoxeHue sABIAETCS JIOKAJBGHBIM HOPMATHBHBIM aKTOM
YuebHOro HeHTpa M YyCTaHABIUBAeT eAWHEIE TpeboBamms K (GOPMHPOBAHWIO,
BEJIEHHIO, KOHTPOIIO U XpaHeHuio JIndHbIX gen abuTypueHTOB M OOYyYaroIIHXCs
(caymarenedf) yd9eOHOro HeHTpa B IEpHOJ 3aKIIOUEHHS IOTOBOPA M B TEUCHHE
BCETO CpOKa 00yUeHHsI.

1.3.  Tlonoxenue 00s3aTeNBHO K IPUMEHEHHIO IS, OTBETCTBEHHBIX JIMI] 34
(GopMHpOBaHME, BeNeHHWE M XpaHeHue JIMYHBIX Jen  aOUTypHEHTOB W
obygaromuxcs. B obecrieuenue 1oKyMeHT0000pOTa OTBETCTBEHHEIE JTHIA 0053aHE]
COOIIIOaTh YCTAHOBJIEHHBIE HACTOAIIM [10JI0XKEHHEM CPOKH.

1.4. MHnadopmanus Jluuroro Jjema o0ydYaromierocs OTHOCHTCH K
[IEPCOHANBHEIM JaHHBIM, sBIAETCS KOH(QUICHNHANBHON WHhOpMammel W He
MOXKET  TIepefiaBarbCcsd  TPeThbUM  JHIAM 32  HUCKIIOUEHUEM  CIIYYacs,
IIPEIYCMOTPEHHBIX 3aKOHOAATENLCTBOM. JlokyMeHTs! 13 JIMgHOTO fena CTYAeHTOB
MMM MX KOIMM MOTYT OBITH BBIZIaHBI TIO TPeOOBAHWIO YIIONHOMOYSHHBIX OPraHOB,
0(OpMIIEHHEIE B YCTAHOBIEHHOM ITOPSIIKE, B TOM YHCIE: OPraHOB MPOKYPATypEI,
HO3HaHWs, CICACTBHA M CYy[a, aJBOKATYphl, MATPALHOHHON CIyxObl H IPYIUX.
HMudpopmanms MoxxeT OBITH [pemoCTaBICHA TONBKO IOCTHE  TONYYEHHS
COOTBETCTBYIOWIErO paspenieHus OT JupeKkTopa Y4eOHOro LEeHTpa U B 00beme, He
npepbllalomeM o0veM  3ampammBaeMol  WHopmauuu. Ilpu  nepemaye
IIEPCOHAJILHBIX JAaHHBIX OOYYAIOIMXCsS HEOOXOIHMMO COOMONATH CIEXYIOIIHe
TpeOOBaHMA: - HE COOOINaTh NepCcoHANbHbIE AAHHBIE TPeTheM CcropoHe 6e3
OUCBEMEHHOIO cornacud o0ydJaromierocs, 3a HMCKIHOYEHWEM CIIyyaes, KOrjua 370
HEOOXOMMO B HENSX NPeRyNpeXXKAeHHs] YIPO3bl KU3HU U 3I0POBHIO, 4 TAKKE B
JPYTHX Ciy4asX, NOPeLyCMOTPEHHBIX 3aKOHOHNATeNbCTBOM; - He coo0ImaTth
MEPCOHANBHBIE JaHHBIE B KOMMEpPYECKMX HeNAX 0e3 MMMCEMEHHOIO COIIacHs
00yHaromIerocs; - paspemiaTe JOCTYI K HEPCOHANBHEIM JIaHHBM 00yYarommxcs

TONBKC CHCHHAILHO YHOAHOMOYCHHBIM JHIaM YueOHOro IHEHTpa, HpH DTOM
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yKa3aHHbIE JIANA JOJDKHBl HMETh IIPaBO MONYYaTh TONBKO Te IIEPCOHANBHBIE
AaHHbBIE, KOTOpble HEOOXOAMMBI JUIS BBIIOJIHEHUS KOHKPETHBIX (YHKLHMHA; - He
3ampamuBaTh HMHOOPMAIMIO O COCTOSHHH 3I0POBBS  OoOywaromerocs, 3a
UCKJIIOYCHHEM TeX CBENCHUH, KOTOphIE OTHOCATCS K BOIPOCY O BO3MOKHOCTH
[OJIy4€HHs 00pa30BaTCIbHBIX YCIYT.

1.5 OTBeTCTBEHHOCTE 3a COONIOJIEHWE YCTAHOBJIEHHBIX IlomoxeHHeM
TpeOOBaHUI BO3JIaraeTcs Ha BCEX JIKI, HMEIOMMX JONycK K JIMYHBIM jienam
adUTYpPHEHTOB B 00YYArOIIMXCSL.

1.6.  Jluma, BMHOBHBIE B HapyLICHHH HOPM, PEryJIHPYIOMIHX MOJyUYEHHUE,
XpaHeHHue, 00pabOTKy M 3allUTy MEPCOHAIBHBIX TAHHBIX OOYYAIOIMXCS, HECYT
IACHMILTAHAPDHYX0 M aJIMUHUCTPAaTHBHYIO OTBETCTBEHHOCT:L B  IOPSIKE,
YCTaHOBJIEHHOM (pelepallbHBIME 3aKOHAMH.

1.7. Kontpons wucnoiHeHus Hactosmero [lonoxeHus Boszjgaraerca Ha

IUPEKTOpA.

2. @opMHpOBaHHE JHYHOTIO [Ie/1a 00y4alomerocs

2.1. Jlma xaxmoro mocTtymaromero odopmiusiercs JlugHoe — meno
abuTypuieHTa B COOTBETCTBHH ¢ JelicTByromumu [lpaBunamm 1mpueMma.
AOUTYpHEHTY, IIOCNIe 03HAKOMJIEHHS U MOANMCAHUS C ABYX CTOPOH JOrOBOpa Ha
OKazaHHWe oOO0Opa30BaTENBHBEIX YCIyT, BBIZAETCS OAWH OSK3EMIUIAP OpUTHHAla
JA0r0BOPa, BTOPOH 0cTaeTcs B y4cOHOM LIEHTPE.

2.2. llocne mnomayw AOKYMEHTOB aOUTYpUEHTOM U NOANKMCaHUS
IIBYXCTOPOHHETO JOTOBOpa W3[aeTcsl NPUKa3 O 3auUCICHUM abUTypHeHTa Ha
COOTBETCTBYIOIINH (haKyIbTeT.

2.3. Tlocme moamMcaHWs TNpUKa3a Bce aAOUTYPUEHTHI CTAHOBATCS

CILyLIATESISIME Y4eOHOr o IeHTpa.
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2.4. Bcee nuumsle fena ciymarenedl (GOpMUpYIOTCS B OAHY TMAlKy
COOTBETCTBYIONIYEO HA3BaHUIO BaKkynpTeTa. OTBETCTBEHHOCTD 32 (hopMUpOBaHKE H
penenne JIMUHBIX €) aOUTYpUEHTOB BO37AraeTcsl Ha OTBCTCTBEHHOI'O cere’fapﬂ
VyeOHOTO LIEHTpA.

2.5. Bce nuunbie neia (OPMHEPYIOTCS HeE NO3JHEe, YeM 3a 5 JHe# o
Hauana ygeOHOro mpouecca.

2.6. Jlpumele 1nena aOWUTypHEHTOB, HE IOCTYNHMBIIMX HA o0OyucHHE,
BO3BpANIAIOTCSA MX BIAJe/IblaM JINYHO B PYKH M HE XpaHIATCA B VY4eOHOM LIEHTpE.
BrIcTaHHBIC CKAHBl JOKYMEHTOB IO 3JIE€KTPOHHOHM II0YTe, YHAAIOTCS CO BCEX
3IeKTPOHHBIX HOCHTeNnel Y4eOHOro IeHTpa.

R Odopmiienne, cOCTAB JOKYMEHTOB H BeJleHHE JIHTHOI0 1¢/1a
ofy4aromerocsi B nepuoj 00yieHust

3.1. JluuHOe meno - COBOKYIMHOCTb JIOKYMCHTOB, COLEPIKAINMX CBEICHWA
06 oGyuaromenmcs. JIMUHOE JEN0 BENETCS ¢ HeNbIo CHCTEMATH3allH WMEIOIIIXCA
OKyMEHTOB Ha clyluarens U 0000IICHAH pHGOpManuy O HeM B OIHOM MECTE.
JTauHOe Heno Ha Kaxaoro cuymarens GopMupyercs B OTACIBHOM daiine-
ckopoctuuparens. THTymbHbIH et CKOpOCIIHBATE/ HATUHACTCS C [Tpuxasa o
3qUMCIEHA Clyliarelfell Ha COOTBETCTBYIOIIMI (QaKymbTeT. Bce npukassbl
HYMEpYIOTCS TIODAIKOBBIM HOMEPOM. YKa3plBaeTCs TONHOS HAUMEHOBANME
VueGHOTO LeHTpa, HasBaHue (akyibTeTa, CPOKH obydeHus, Gamunus, UM,
OT4eCTBO ciymiarens B anhaBUTHOM IOPSAKE, KOTOPLIA yYHTBIBACTCH TIPH
opmuposanuu hainos ¢ JIMIHEIMU J€TaMK clIyinaTenei.

32. B cocras Jlgumoro jeina oO0ydYarouerocs BXOJAT —CIICIYIOWIHE
TOKYMEHTBI:

_  KOIWS JOKyMEeHTa, YIOCTOBepsIoIero JInuHocTh (macmoprt);

- - goropop 06 OKa3aHWY [UTATHEIX 00pa30BaTeNbHLIX YCIyT
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- KCCPOKOIUsS OaHKOBCKOIO JIOKYMEHTA, TIOATBEPIKAAIOIIEr0 (DaKT OIIATHI
Ha PaCYETHBIA CYET Y9eOHOTO IEHTpa JICHEKHBIX CPe/CTR

- Coryacue Ha 00paboTKy IMepCOHANLHBIX TaHHbIX;

- KOITHH TOKYMEHTOB 00 00pa30BaHUK yCTaHOBJIEHHOIO o0pasiia;

- KOIHH PaHee MOJyYeHHBIX CePTUGHUKATOR,

- CBHICTEIECTBO 00 OSKBUBAJGHTHOCTH HOKYMEHTA 06 o0pa3zoBaHuu W

HOTApUAIIbHO 34BEPEHHBIH IIEPEBOJI JOKYMEHTA Ha PYCCKHH SI3bIK (mos

UHOCTPAHHBIX IPaK/IaH );

- KOMHA CBHACTENBCTBA O 3aKIIOYEHWH/PACTODKEHUH Opaka WM MHbIE

CIPABKH, NOATBEPIKAAFOIIME CMEHY GaMUIHU, UMEHH HITH OTUYECTBA,

- KOIIIA TPYI0BOH KHIKKY (JUIS paboTaIOWINX, 3aBepeHHAas OTACIOM KaJpoB)

3.3. Jloxymenrel B JIuusom nerne pacionararTcs B XPOHOJIOTHYCCKOM
NOPSAJKE 10 MEPe UX MOCTYIICHUA.

3.4. llpu oTumcrenuw ciymarens uz YuebHOrO HeHTpa um3gaercs No
IIpukas 06 oTuuciaenun. Bee KCEpOKONUH JIOKYMEHTOB H3 JIMYHOTO Jela
BO3BpaIlalOTCS HA PYKH, & IPH HEBO3MOXXHOCTH BO3BpaTa YHHYTOXKArOTCS. Ha mx

MECTe B IHYHOM Jene xpauured Ne [Ipukas 06 oTancnenny.

4. KonTpoas cocrognns TuaHBIX g6/ obyuamuxca HOY 10
«Y4eOHbli HEHTP KOCMETOI0THH 1 TexHoMoran CIIA «bHopoToHHKAN»
4.1.  OTBercTBEHHOCTH, 33 BemeHME JIMUHLIX el oOydYarommxces
BO3JIaraeTCs Ha OTBETCTBEHHOTO CEKpEeTapsl.
4.2.  KoHTponb NpPaBHIBHOCTH BeACHHS U odopmieHus JIMuHBIX 1en

BO3JIAraeTcs Ha JUPEKTOPA.

e XpaHeHHe JHYHBIX /eI
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5.1. B mepuox moCTyIUICHHs M 0OydYeHHs CIyIIaTels B VYyeOuplit LEeHTp
ero JIngHOE /IE)I0 XPAHATCS B 2 IMUHHACTPATHBHOH YacTH.

5.1.1. Jluumsle mena ciymmaresiel OQHOH y4eOHOW IpYMIBI MOMEIIAKTCS B
OTHENBHYIO ApXWBHYIO IAIKy B al(paBuTHOM MOpSIKE. Ha xopermox
apXHBHO} TIAIKYA NPUKICHBACTCS HA3BaHHUe (aKyibTeTa, BHYTPb HAlKH
prianniBaercs Ne Tlpuka3 0 3a4MCIeHHH C TOHMMCHHBIM CIHCKOM
00yJarOmUXCsl ¢ yKa3aHueM (aMuIiy, IMEHH B OTIECTBA.

5.2. Jloctyn K JIMYHBIM JenaM UMEET TOILKO pabOTHHK, OTBEYAIOIIUH 32
Bemenne W XpaHenwe JlwdHbIX fAen cTyAeHToB. IIpaBo mocTyma K JAOKyMEHTaM
JlygHOro Ieia CTyAeHTa TakkKe HMeeT NMpeKTop. MHBIM IuiaM mpaso NOCTyIia
MOeT ObITh TPEIOCTABIEHO HA OCHOBAHHH CIy)XeOHOH 3alMCKH WIH JPYIruX
pACIIOPSTUTENLHEX JOKYMEHTOB, 10 TPEOOBAHMIO YMONHOMOYCHHBLIX OPTatosB,
o(QOpPMIICHHBIE B YCTAHOBICHHOM IOPAIKE .

53. MWsparme poxkymMenToB u3 Jlpumoro [ema BO3MOXHO JIMHIE €
paspeleHus JMpPeKTopa.

5.4. 3akmourTenbHYIO paboTy TO BeleHHIO JIMYHBIX JIEN CITyIuaTescH,
IPOM3BOIUT OTBETCTBEHHBIN CEKPeTaph, BBIMOHSIS CISIYFOIIIEe ONIEPAIlIL:

* TOINUBKY (BiIOXKeHUe) B JInunoe Neo cleayIomux 10KyMEHTOB:

KOTMH TIOTYHCHHBIX JOKYMEHTOB I10 HTOTY O0y4eHUS;

OpUTHHAI IPOTOKOJIA O ciade dK3aMeHa,

OpHUI'MHAT BEJOMOCTH O IIOTy4eHHH cepTU(pUKaTa ¥ yIOCTOBEPEHHS O MOBLIICHIN
KBATH(DUKAIIUY, 1 WIH TATII0Ma O podeCCHOHAILHON MePenoAroTOBKH

* TIPOHM3BOIMT BBIady AOKyMEHTa TOCylapCTBEHHOTO obpasua 00 oOpa3oBaHWH,
IO/ IIO/IKCH CIIYIIATe sl B BEAOMOCTH BIJJTAaHHLIX TOKYMCHTOB,

* 3aKphITHE (B TOM YHcIe nomueKa) JITaHoro fena;

* xpanenue JIMYHOTO Aeia 10 Iepesiadu €ro B apxuB VgeOHoro LEeHTPa,;

» mepenauy JIMUHBIX [eN B apXUB Y4eOHOro MEHTPA IO aKTY.
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5.7. Jluynele fmema JOCPOYHO OTYHCIEHHBIX CIyNIaTelel, He 3a0paBIImX
KONIWHU TPEIOCTABICHHBIX NOKYMEHTOB, XPaHATCS B apXuBe Y4eOHOTO TEHTpa B
TeyeHue 1 Mecsia, a 3aTeM YHHYTOKAIOTCH.

5.8. Jluumele Jena CTYIDEHTOB, OTYHMCIEHHBIX B CBA3M C OKOHYAaHHEM
00yuenusi, He 3a0PABIIUX OPHUIHHAIBI MPEOCTABIEHHEIX JOKYMEHTOB, XPAHATCS B
Y4yeOHOM IEeHTpe B TedeHWe | roma, a 3aTeM MEpemaroTcs Uil HaibHEHImero
XpaHeHHUs B apxXUB Y4ueOHOro HeHTpa.

5.9 Jluunple gena CTYJI€HTOB, OTYMCICHHBIX B CBS3d C OKOHYAHHEM
00y4eHUs, NONTYyYUBIINX OPUTHHANKI JOKYMEHTOB 00 0O0ydeHHH, mepeqarTcs Ha
XpaHeHMe B apXuB YuyebHoro neHTpa. Ha mamke-ckopociimBaresie IoMedaercs rojl

H (haKyIbTET.



