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NHCTPYKLUA
0 mopsiike popMHUPOBaHUS, BEICHUS U XPAHEHUSI IMYHBIX €] 00ydarouxcs
B OI'BIIOY «Tomckuii TEXHUKYM HH(POPMAITMOHHBIX TEXHOJIOTHIA»

1. O0mme noJioKeHUs1

1.1. [lanHasi MHCTPYKLHMS yCTaHaBIMBAaeT eIuHbIe TpeOoBaHMS K (POPMHPOBAHUIO, BEICHUIO U
XPaHEHHIO JIMYHBIX e CTyneHToB, ooydarmuxcs B OI'BIIOY «ToMckuii TeXHUKYM WH()OPMAITMOHHBIX
TexHoyorui» (nanee TexHukym).

1.2. Unctpykuusa o nopsake GOopMUPOBAaHUS, BEACHUS U XPAHEHUS JIMYHBIX JIeJ 00Yy4aroIuXxcs
(manmee MucTpyKIUs) pazpaboTaHa B COOTBETCTBHUHU C:

— denepanbHbIM 3aKOHOM OT 29 nekadpst 2012 r. Ne273-D3 «O6 o6pazoBanuu B Poccuiickoit
Denepauuny;

— @enepanbHbiM 3aKk0HOM OT 27 mroinst 2006 1. Ne 149-D3 «O6 unpopmanmu, HHGOPMAITHOHHBIX
TEXHOJIOTHUSIX U O 3aIUTe HHPOPMAIUH,

— @enepanpabM 3aKk0HOM 0T 27 utonsg 2006 r. N 152-D3 "O nepcoHalbHBIX JaHHBIX "

— Ilpukazom MunucrepctBa oOpa3oBanust U Hayku Poccuiickoit denepanuu (MuHOOpHAYKH
Poccun) or 14 wmions 2013 r. Ne 464 r. MockBa "OO6 yrtBepxaenuu llopsaka opraHuzanuu u
OCYIIIECTBICHUS 00pa30BaTeIbHONW MAESITENBHOCTH MO0 00pa30BaTENbHBIM MpPOTrpaMMaM CPEIHEro
npodeccnoHabHOTO 00pa3oBaHus'";

— [Ipukazom MunucrepcTBa o0pa3oBanus u Hayku Poccuiickoit denepannu (MunoOpHayku
Poccun) ot 23 suBapst 2014 1. Ne 36 «O6 yrBepxkaenuu [lopsinka npuema Ha oOyueHue 1o
00pa3oBaTeNbHBIM MIPOTPAMMaM CPEIHEro MpohecCuOHaTBLHOTO 00pa30BaHuUs;

- YcraBom OI'BIIOY «TTHUTy»;

- [IpaBunamu npuema B OI'BITIOY «TTUT».

- [onmosxennem 00 opranuzamnuu aesteabHocTH TpuéMHON Komuccu B OI'BIIOY «TTUT».

1.3. UHCcTpyKIHs 00s13aTebHA K MPUMEHEHHIO BO BCEX CTPYKTYPHBIX MOApa3aeeHusIX TexHuKyma,
OTBETCTBEHHBIX 32 (OPMHUPOBAHUE, BEJICHNE U XPAHEHHUE JTUYHBIX ]I 00yJaronuXxcsl.

1.4. Uudopmanus, copepxamiasics B JUYHOM Jelie 00yJaromerocs, OTHOCUTCS K MEePCOHATbHBIM
JTAHHBIM U HE MOXET TMepeaBaThCsd TPETbUM JIMIIAM 3a HMCKJIIOYEHHUEM CIy4aeB, MPEIyCMOTPEHHBIX
3aKOHOAATEIBCTBOM.

1.5. OTBeTCTBEHHOCTH 3a COONIO/ICHNE YCTaHOBIEHHBIX MHCTpyKIMel TpeOoBaHMil Bo3naraercs Ha
PYKOBOJUTENEH CTPYKTYPHBIX NOJIpa3AesieHui.

2. @opMuUpOBaHMe JIMYHBIX e

2.1. JlmunHoe pneno alOutypueHTa (OpMHUpYETCSs B TNPUEMHOW KOMHCCHUM B COOTBETCTBHM C
neiicrBytonumu [Ipasunamu npuema B OI'BIIOY «TTUT» u [lonoxennem o0 opraHu3anuu JesiTEIbHOCTH
npuémuaoi komuccuu B OI'BITIOY «TTUT».

2.2. OTBETCTBEHHOCTH 3a (POPMUPOBAHUE U BEICHHUE JIMYHBIX /1€ aOUTYpUEHTOB BO3JIaraercs Ha
OTBETCTBEHHOT'O CEKpeTaps MPUEMHON KOMUCCHUU.

2.3. JInuHble Aena 3a4rCICHHBIX aOUTYPUEHTOB MTPHUEMHAsi KOMUCCHS ITepelaeT B y4eOHYIO 4acTh 3a
HEJIENIO 0 Havaia y4eOHOro rojaa.

Ha MoMeHT nepenaun TMYHOTO Jieja OHO JOJIKHO COJEpKaTh CIEAYIOIINEe JOKYMEHTHI:

o0s3aTeJbHbIC JOKYMEHThI:

— JIMYHOC 3asBJICHUC,



— OpHUTMHAJ WIN KCEPOKOMHUS JOKYMEHTa 00 00pa3oBaHUM U (MJIK) TOKyMeHTa 00 00pa30oBaHUU U
o kB (uKanmm;

— 4 dpororpaduu pazmepom 3x4;

— coracue Ha 00pabOTKy NepCOHATBHBIX TaHHBIX; — JIUCT BHyTpeHHed onucH ([Ipunoxenue 1).

AONOJIHUTEIbHbIE JOKYMEHTBI:

— OpUTHHAIl JOKYMEHTa (JOKYMEHTOB) MHOCTPAHHOTO TrOCyAapcTBa 00 oOpa3oBaHMHM W (W)
JTOKyMeHTa 00 oOpa3oBaHMM M O KBIM(PHUKALUM, €CIU YAOCTOBEPSAEMOE YKa3aHHBIM JOKYMEHTOM
oOpasoBanme npuszHaeTcss B Poccuiickoit denmepanuu Ha ypoOBHE COOTBETCTBYIOIIEIO OOpa30OBaHUS B
COOTBETCTBHUM C 3aKOHOJATEIbLCTBOM (B Cllydae, yCTaHOBJIEHHOM @DenepaibHbIM 3aKOHOM, TaKKe
CBUJIETEIHCTBO O MMPU3HAHUY HHOCTPAHHOTO 00pa30BaHuUs );

— 3aBEPEHHBIN B YCTAHOBJIECHHOM IOPSJIKE MEPEBO Ha PYCCKUH S3bIK TOKYMEHTAa HHOCTPAHHOTO
rocygapctBa 00 00pa3oBaHMM W TPUIOKEHHS K HeMmy (ecinm TocleqHee MPeayCMOTPEHO
3aKOHOJIaTEJILCTBOM I'OCYIapCTBa, B KOTOPOM BBIJIaH TAKOW IOKYMEHT);

— KONHUM JIOKYMEHTOB WJIM MHBIX JIOKQ3aTeJIbCTB, MOATBEPKAAIOMINX MPUHANICKHOCTD
COOTEUECTBEHHUKA, TPOKUBAIOIIETO 32 PyOeKOM;

— (daMunus, UM U OTY4eCTBO (TOCTEHEe — TPU HAIWYHMH) TIOCTYIAMOIIErO, YKa3aHHBIC B
nepeBoax MOJIaHHBIX JOKYMEHTOB, JOHKHBI COOTBETCTBOBATh (DAMIIIMM, UMEHU U OTUECTBY (IIOCJIEIHEE
— IPU HAIMYKH), YKa3aHHBIM B JIOKYMEHTE, YJOCTOBEPSIOIIEM JIUYHOCTh HHOCTPAHHOTO IpaKAaHNHA B
Poccuiickoit denepanuu;

— KOMHSI CBHUJIETENHCTBA O 3aKIIOUYCHHWU Opaka, WHBIC JTOKYMEHTHI, MOJTBEPKIAIOUIUE CMEHY
bamuuy;

— KOIIMHU IOKYMEHTOB, MOATBEPKAAFOIINX 0COOBIC ITpaBa MPH MOCTYIUICHUU B Y4eOHOE 3aBe/ICHNE,
JETEN CUPOT U ACTEH, OCTABIIMXCS O€3 OMEUEHUsI POJIUTENIEH, a TAKXKE JIMI] B BO3pacTe 110 23 JIeT U3 uucia
NETEH-CUPOT U JACTEH, OCTABIIUXCS O€3 MONCUYECHUS POAUTEIICH;

— KOITMHU IOKYMEHTOB, MMOATBEPKIAOIINX 0COOBIC ITpaBa MPH MOCTYIUICHUU B YIeOHOE 3aBe/ICHNE,
WHBAJIUJIOB U JIMI[ C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU 30POBBS, KOTOPBIM COTJIACHO, 3aKIIOUYEHUIO
(dbenepaibHOTO  YUPEKIEHUS MEIUKO-COIMAIbHOM HSKCMEPTH3bl HE TMPOTUBOIMOKA3aHO OO0y4YeHue B
TEXHUKYME

— akaJeMHu4YecKas CIpaBKa, BbIaHHAs 0Opa30BaTENbHBIM YUPEKICHHUEM, B KOTOPOM CTYICHT
oOyuascs paHee, opopMJICHHas! B YCTAHOBJIEHHOM IOPSIJIKE;

2.4.  Jlugnble Iena He 3aUUCIICHHBIX A0UTYPHEHTOB XPAHSTCS B IPUEMHON KOMUCCUU 6 MECSIICB,
a 3aT€M YHUYTOXAIOTCSI B YCTAHOBJIEHHOM TOPSIZIKE.

2.5. TloanmMHHUKHA HEBOCTPEOOBAHHBIX TOKYMEHTOB 00 00OPa30BaHMUHU MOCIIE U3BATUS U3 TUYHBIX
JIeNT TIepeatoTes B apXuB TeXHUKyMa MO OMUCH JIJIST XPaHEHUS.

3. BeaeHnue JHYHBIX €)1
3.1. OTBETCTBEHHOCTH 3a BEJICHUE JINYHBIX JI€J] BO3JIaraeTcs Ha cekperapsi yueOHOM yacTH.

3.2. B nuyHOM J1ene CTyACHTa XPaHATCS:

— Jmct BHyTpeHHer onucH (ITpunoxxenue 1);

— TOAJMHHUKU JIMYHBIX 3asBJICHUHN, CIIPABOK U APYIHMX TOKYMEHTOB 3a BEChb MEpPHOA OO0Y4YEeHHUs
(Ipu mpencTaBIeHUN);

— KONWM IPHUKA30B O 3a4MCIEHUH, NIPEIOCTABIECHNUN aKaJEMHUUYECKOTO OTIIyCKa, NOOLIPEHUAX U
B3bICKAaHMSIX, 00 OTYHMCICHHMH, O CMeHEe (aMIIIMU, O 3aBepIIeHUN OOY4eHHUs, KOMHs JOKyMeHTa 00
00pa3oBaHKH, OTY4eHHOTO B TeXHUKYMe, U IPUIO0KEHUS K HEMY

— KOTHS aKaJIeMUYECKOM CIIpaBKH;



— Komus JTOKyMeHTa 00 oOpa3oBaHuu U (WIK) AOKYMEHTa 00 0Opa3oBaHUM M O KBaTU(UKAIUH,
MPEJICTABICHHOTO CTYJICHTOM Ha MOMEHT 3a4uciieHus: B TexHukyma;

— CTYACHYECKUU OWJIET M 3a4eTHasi KHUKKA;

— 00OXOIHOM JINCT;

— pacmucKa O MOJyYeHUH JOKyMeHTa 00 oOpa3oBaHWH U (WIH) JOKyMEHTa 00 00pa3oBaHHH U O
KBaTM(UKAITIH.

3.3. [Ipr BOCCTaHOBJICHUU CTYIEHTA MPOJIOJDKACTCS BEIECHHE JIMYHOTO Jiena, c(hOpMUPOBAHHOTO
paHee.

3.4. BHyTpeHHSS OMHUCHh JOKYMEHTOB, HMMCIOIIUXCS B JUYHOM JIeJie, COJACPIKHUT CIEAYIOIUe
CBEIICHUS: HAWMEHOBAaHUS JIOKYMEHTOB, JaThl BKIIIOYCHHS JOKYMEHTOB B JIMYHOE [I€JI0, KOJIMYECTBO
JIMCTOB, AThI H3BATHUS JTOKYMEHTOB.

3.5. B cnyuae yrpaThl/Opud JTUYHOTO JIeia COCTABISAETCS akKT 00 yrepe/mopde JIMYHOTro Jena U
(dbopmMHpyeTcss HOBOE JIMYHOE JIEIO.

4, XpaHeHue JUYHBIX eI
4.1. B mnepuwox mocTymieHWs © OOydYeHUsS JIMYHBIC JeJla OOy4arouIuXcs XpaHsaTCcs B

COOTBCTCTBYIOIIEM CTPYKTYPHOM IIOAPA3ACICHUH. I[OCTYH K JIUYHBIM JcJ1aM UMCHIOT TOJIBKO 3aMECTHUTCIIb
JUPEKTOpa MO y4eOHO-METOIUYECKOM paboTe, 3aBeAyIOIINE OYHBIM M OYHO-3A0YHBIM OT/CIICHUSMH,
CeKkpeTapb yueOHOM JacTu.

4.2. Jlmunble nena o0ydyarommxcsi, OTYMCICHHBIX U3 TexXHUKyMa, XpaHATCs B yueOHOM yacTu He
0oJiee OJJHOTO T0/1a TIOCJIe OTYHCIICHHUS, & 3aTE€M CHIAIOTCS B ApXUB TEXHUKYMA.

5. IloaroroBKa JUYHBIX €] K ca4e B apXUB

5.1. JIuCTBI B IMYHOM JIeJIe TIOAIIUBAIOTCS B XPOHOJIIOTUYECKOH MOCIIEI0BATEILHOCTH.

5.2. Hymepauus qucToB B Jiefie IPOU3BOIUTCS IPOCTHIM KapaH/AlloOM B IPABOM BEPXHEM YTy 110
Mepe MOCTYIUIEHUs JOKYMEHTOB B Jief10. YHCThIE JIUCThI, HE 3al0JHEHHBIE TEKCTOM, HE HyMEpYIOTCs, a
MPOIYCKAOTCS.

5.3. JInuHbIE TOKYMEHTHI (JOKYMEHT 00 oOpa3oBaHMM U (WJIM) JTOKYMEHT 00 0Opa3oBaHUU U O
KBaJM(HUKALMU U JIp.) BBIAAIOTCSA HA PYKU BBITYCKHUKY O] PACIIHCKY.

5.4. O6no0xKa IMYHOTO Jie7a opopMIIIeTCs CUHEN UK YepHOI nacToi. dnomacTepsl, KalLIpHbIE
PYUKH U [[BETHBIC YEPHUIJIA HE TPUMEHSIOTCS.

5.5. O6noxka coaepxkut cienyromryto napopmanuio (IIpunoxenue 2):

— HaMMEHOBaHUE creuuanbHocTu/mpodeccun, GopMy o0ydeHHsl (ouHas, oyHO-3aouHas). [Ipu
M3MEHEHUHU POpMBbI 00yUeHHS MPEXHAS GopMa CTaBUTCS B CKOOKH, HOBast (hopMa 00yUEeHHS JOTTHUChIBAETCS
Ha 00JIOKKE

— oOpa3oBarenbHas 0a3a;

— (amunug, ums, oTyecTBO (Pa300pPUMBO), IPU CMEHE (haMUIINU MPEXKHAS 3aKII0YAETCS B CKOOKH,
HOBas MTUILETCS PAAOM;

— JlaTa Hayvaja KOMIUIEKTOBAHUS JIMYHOTO JieNa (J1aTa MpHuKas3a O 3a4MCIICHUN); — nara
OKOHYaHUS KOMIUJIEKTOBAHHS JIMYHOTO Jefia (1ara MpuKaza 00 OTYHUCICHUN).

5.6. Ckpenku U3 JUYHBIX J1e]1 yIaJISIOTCS.

5.7. Tlocne 3aBepuIeHWs] KOMIUICKTOBAHUS JIMYHOTO Jiela IMOJIIMBACTCS JIUCT-3aBEPUTEIH
(ITpunoxenwue 3).



[Tpunoxenue 1

OIINCb

JOKYMCHTOB, MMCIOIIUXCA B JINYHOM JCJIC

(Pamumnus, MUms, OtaecTBo)

No HaumenoBanue nokymenra Hara KonnuectBo Jara Kem n3par
/11 BKJIIOYEHHUS JINCTOB HU3BSITHS JIOKYMEHT, U
JIOKYMEHTAa B JTOKYMCHTA O KaKou

JIMYHOE JIEJIO0 OpUINHC

10

11

12

13

Utoro JIOKYMEHTOB
(urdpaMu 1 TPOMHCHIO)

KomuuectBo nucroB BHYTpeHHCf/'I OIIKUCH

(uMdpamMu U NPONKCHIO)

(HaMMEHOBaHUE JTOJKHOCTH) (moamnuce) (pacmmdpoBka)
« » 20 T.




[Tpunoxenue 2

JIMYHOE JIEJIO

CnenmnanpHocTh/IIpodeccust

®dopma 00yueHus (09HO/0YHO-320YHO)

Ne rpymnmnsr
damumng Uma
OT4ecTBO

obpaszoBarenbHas 6a3a (9 xi./11 ki)

Hauarto:

OKOHUYEHO:

XpaHUTb Ier

ITpunoxxenune 3



JIMCT-3ABEPUTEJIb IEJIA Ne

B nene moammTo 1 mpoHyMepOBaHO

JINCTOB

(mmpaMu 1 IPOIHCHIO)

¢ No o Ne

, B TOM 4HCJIE:

JIMTCPHBIC HOMEPA JIUCTOB

MMPOMMYyIICHHBIC HOMEpPA JINCTOB

+ TMCTOB BHYTPEHHEHN ONUCH

OcobeHHOCTH (HU3MIECKOTO COCTOSTHHS B (POPMHUPOBAHUS JeTa

Howmepa nuctoB

1

2

ApxuBapuyc

N.0. damunus




