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1. O6mMe moJ10KeHUA

1.1. Hacrosiee IlomokeHwe o mopsake (OPMHpPOBAaHUSA, BEACHHS W XPAaHCHHS JHUYHBIX €
obyyvaronuxcsi B AHITOO «MOCKOBCKHN KOJIIEIK COIMATbHO-DKOHOMHYECKHMX MH(POPMAIIMOHHBIX
TexHosiorui» (nanee - [lonokeHue) ycraHaBIMBAeT €IWHBIC TPEOOBAHUS K MOPSIKY MOATOTOBKH,
odopMIIeHHs, KOMIUICKTOBAHMS/BEICHUS W XPAHCHHUS JOKYMEHTOB, BXOASIIMX B JIMYHOE JEJI0
oOyyJaroruxcsi (MepBUYHON TOKYMEHTAIlUH, JOKYMEHTOB O Pe3yjIbTaTaX OCBOCHHS O0yYarOIIMMUCS
00pa30BaTeNbHBIX MPOTPAMM, O TMOOIIPSHHSIX M B3BICKAHUSAX) IO OCHOBHBIM 0O0pa30BaTEIbHBIM
nporpammaM B AHITOO «MOCKOBCKHIA KOJUIE/DK COIUATIbHO-IKOHOMUYECKUX M WH(POPMAIIMOHHBIX
texHonorui» (nanee (AHIIOO «MKCOulT»).

1.2. IMonoxenue pa3paboTaHO HA OCHOBAHUH CJICIYIOIIUX JOKYMEHTOB:

e OenepanpHOro 3akoHa oT 29 mekadps 2012r. Ne 273-03 «O06 obpazoBanuu B Poccuiickoii
Ddenepannny» (¢ K3MEHEHUSIMH U JIOTIOJHCHUSAMH);

e DenepanpHoro 3akona PO ot 27.07.2006 Nel52-d3 «O mnepcoHanmbHBIX JAaHHBIX» (C
W3MEHEHUSIMU U JOMOTHEHUSIMHU);

e OenepanbHoro 3akoHa PD ot 22.10.2004 Nel25-d3 «O6 apxuBHOM jaene B Poccuiickoi
Oenepanuny;

¢ [Ipukaza MunobpHayku Poccum ot 14 urons 2013r. N 464 «O6 yrBepxaenuu [lopsaka
OpraHM3alliil M OCYIIECTBICHUS O00pa30BaTEIbHON AEATEIbHOCTH MO 00pa3oBaTelbHBIM
porpaMMaM CpeIHEro MpoQecCHOHaTHHOT0 00pa30BaAHMY;

e [Ipukaza MwunoOpnayku Poccum ot 10.02.2017 r. Ne 124 «O6 ytBepxnenun Ilopsiaka
nepeBojia 0Oy4arolMXCcs B JAPYTyH OpPraHM3alllIo, OCYLIECTBISIOIIYI0 00pa30oBaTENbHYIO
JeSITebHOCTh 10 00pa3oBaTeIbHBIM MPOTpaMMaM CpeIHEro NnpodecCHOHAIBHOrO U (WIIN)
BBICILIEr0 00pa30BaHUsY;

¢ [Ipuka3a Munucrepcra IIpocsemenus Poccuiickoit ®enepaunn ot 02.09.2020 Ne

458 «O06 yTBepXk/aAeHUU NOpsiKa MpuemMa Ha oOydeHue Mo 0Opa3oBaTeNbHBIM MpOrpaMMam
HauyaJIbHOT0 O0IIEro, OCHOBHOI'O OOILETro U CPEIHETO 00ILEro 00pa3oBaHusmy;

ellucbma MmunobOpazoBanus P® ot 19.10.2001 Ne 34-55-364 «O npueme
WHOCTPAHHBIX TpaKIaH B CpeJHHUE, BbICIIME Y4eOHbIE 3aBe/IeHHUs, a TaKXKe B yueOHbIE
3aBEJICHUs II0CIEBY30BCKOr0 00pa30BaHUsM;

e [IpaBui opranu3anuu XpaHeHUs, KOMIUIEKTOBAaHUS, YUeTa U UCIIOJIb30BaHUS JTOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit @enepannu u APYrux apxXUBHBIX JOKYMEHTOB B OpraHax
TOCYJApCTBEHHOH BJIACTH, OpraHax MECTHOTO CaMOYIpaBIICHUS W OpraHu3anusx (yTB.
npuka3oM MunuctepcTBa KynbTypsl Poccuiickoit @eneparun ot 31.03.2015 Ne 526);

e Ycrasa AHITOO «MKCOulTy.

1.3. Jlnunoe neno mpeactaBiseT coOOW MakeT AOKYMEHTOB, MOMEHIEHHBIX B IMAIMKy MO MEpe HX
MTOCTYIUICHHUS.

1.4. B HacTosIeM MOJIOKESHUN UCIIONB3YIOTCS CIIETYFOIIHE COKPAIIICHUSL:
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¢ VYBP — yueObHO-BOCTIUTaTEIBHAS PAOOTA;
¢ JIK — npuemHas xkomuccus;

o UA- uroroBsag arTecTamusi.

1.5. CBenenusi, coxmepxamiuecss B MarepuaiaX JIMYHOTO Jiella OOY4YaloIIerocs, OTHOCATCS K
MEPCOHANBHBIM JJAHHBIM U SBJISIOTCS KOH(MUIEHIMATIbHON nHbOopMalueil 1 He MOTYT Iepe1aBaThbCs
TPETHUM JIUIaM, 32 UCKIIFOUEHUEM CITy4aeB, MPeyCMOTPEHHBIX 3aKOHOAATEIbCTBOM.

1.6. BaeceHue n3MeHEHUH 1 IOTIOJIHEHHU# CO CIIOB 00YYAIOIIErocs HE JOIMyCKaeTCsl.
1.7. Ha kaxmaoro odyuarorierocst popMUpyeTCsi TOIBKO OJHO JIUIHOE JEIO.

1.8. OTBeTCTBEHHOCTh 3a CBOEBPEMEHHOE W KauyeCTBEHHOE OQGOPMIICHHE | COXPAHHOCTb
JIOKyMEHTOB B COOTBETCTBUU C TpeOOBaHUSAMHM, yCTaHOBIEHHbIMU l[lojoskeHuem, Boznaraercsi Ha
corpynauka AHIIOO «MKC3OulTy, orBeTcTBeHHOr0 32 (hOPMHUpPOBAHHE U BEICHUE JTUYHBIX eI
o0y4aromuxcs.

1.9. Konrpons ucnonHenus TpedoBanuii [lonoxkeHus Bo3naraercs Ha 3aMECTHTENS AUPEKTOpa IO
YMP.

2. IlepBu4yHoe opMHupoOBaHME JIUYHOIO [1€J1a 00yYaI0Ierocs

2.1. Jlnunoe neno c¢opmupyercs B IIK, HameneHHON (YHKUMSMH TpHeMa JIOKYMEHTOB OT
abuUTYpUEHTOB, O(OPMIIEHHS IOTOBOPOB Ha OKa3aHHE IJIATHBIX 00pa30BaTEIbHbBIX YCIYT, BHIITUCOK
13 NIPUKA30B Ha 3a4UCICHUE U Jp.

2.2. Ilpuem AOKYMEHTOB OT aOUTypHeHTOB, noctynatomux B AHITOO «MKC3ul Ty, npoBoautcs
B COOTBETCTBUU C JeficTByromumMu [Ipasuna npuéma B AHITOO «MKCOulT».

2.3. Jluunoe neno (GOopMHUpPYETCs Ha KaXIOro abUTYpUeHTa/00yYaroIIerocs: H JODKHO COJePKaTh
BCE C/IaHHbBIE UM JIOKYMEHTBHI.

Bce cnanHble aOUTYpHEHTOM JIOKYMEHTbI IEPEUMCIISIIOTCS B OMHCH JJOKYMEHTOB JIMYHOTO JIeNa.
2.4.B cocTaB JHYHOIrO Jejla Ha CTaJiH €ro MEepPBUYHOrO (POPMHPOBAHUS BXOJSAT JOKYMEHTHI,
npencrasieHusle B [IK aburypuentom B coorBerctBuu ¢ IlpaBunmamu npuéma B AHITOO
«MKCOulT»:

v’ 3asBIEHHE O IIPUEME;

v’ cornacue Ha 06pabOTKY ePCOHANBHBIX JAHHBIX;
v/ KOIMs IOKYMEHTA, y0CTOBEPSIOLIETO IMYHOCTh;

v opuruHan (KOmNWs, 3aBepeHHas B YCTAHOBJIEHHOM IIOPSAKE) O MPEAIIECTBYIOMIEM
o0pa3zoBaHuM U (WIK) TOKyMeHTa 00 00pa30BaHUM U O KBaTH(UKaLUK (aTTecTaT, TUILIOM
C MPUJIOKEHUSIMH );

dbotorpaduu 3x4 cMm;

KOIIMU JOKYMCHTOB, IIOATBCPKAAOIIUX UHANBUAYAJIIbHBIC JOCTUKCHU A a6I/ITypI/ICHTa;
MCIUIIMHCKAA CIIpaBKa (KOHI/I}I, npu H606XOI[I/IMOCTI/I);

AN NI NN

MEIUIMHCKAs KHIKKA (KOTHS, TPU HEOOXOMMOCTH ), C PO IEHHBIM

CaHMHHUMYMOM (KOIHs, IPU HEOOXOTUMOCTH);
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v/ KCepoKOMus JOKYMEHTa 0 cMeHe (haMUJINH, ECITH B JOKYMEHTaxX 00 00pa30BaHNH UB
nacropre GpaMHUINA HE COBIAIAIOT;

v/ KomMs BOEHHOTO OwWieTa MIM HPUIMCHOIO  CBUIAETENbCTBA (IS IOHOIIEH,
MOCTYMAIOIIUX Ha OYHYIO (popMy OOyUCHHUS);

v’ cornacue Ha 06pabOTKY IIEpCOHATLHBIX JaHHBIX 3aKOHHOTO IPeACTaBUTENs (IUIs
HECOBEPIICHHOJICTHUX aOUTYPHUEHTOB);

v/ KCepoKONHus MacnopTa 3aKOHHOTO IIpeJAcTaBuTeNs ([ HECOBEPIIEHHONETHUX
aOUTYypHUEHTOR);

<

KOIIHS ITOJIMCa 00SI3aTCILHOTO MCIUIUHCKOI'O0 CTpaxXOBaHHWA;

<

KOTHS CIPAaBKH 00 MHBAJIHMIHOCTH, BBIIAHHON (eiepaTbHON roCy1apCTBEHHBIM
YUIPEIKIECHUEM METUKO - COIIMAITBHON IKCTICPTU3BI,
KOMUS 3aKJIFOYEHUS] MEJUKO - COLIMAIBHOM 3KCnepTu3bl 1 aereid ¢ OB3;

pacrucka;
JIOTOBOP Ha OKa3aHUE IJIATHBIX 00pa30BaTeNIbHBIX YCIYT;

BBIIIMCKA U3 ITPpHUKa3a O 3a4MCICHUM

SRR NEE NN

HWHBIC TOKYMCHTBI.

s MHOCTpaHHBIX TpaxaaH, ULl 0€3 TpakJaHCTBAa, B TOM YHCJIE COOTEYECTBEHHUKOB,
MIPOKUBAIOUINX 33 PYOEKOM JTOMOTHUTENbHBIE TOKYMEHTHI:
® 3aBEpEHHBI B TMOpSAKE, YCTAaHOBJICHHOM cTarheil 81 OCHOB 3aKOHOIATEIHCTBA
Poccuiickoit ®@enepanuu o Hotapuare ot 11 depans 1993 r. N 4462-1, nepeBon Ha
PYCCKUH $3BIK JOKYMEHTa HHOCTPAHHOTO TOCY1apcTBa 00 00pa30BaHUU U MPUIIOKEHUS K
HeMy (ecnu mocielHee MPeAyCMOTPEHO 3aKOHOAATEIbCTBOM TOCYJAapCTBa, B KOTOPOM
BBIJIaH TaKOM JIOKYMEHT);
® KONUM JIOKYMEHTOB MJIM MHBIX JIOKa3aTeJIbCTB, MOATBEPKIAIOIINUX IPUHAJIEKHOCTD
COOTEUYECTBEHHUKA, MPOXKHUBAIOLIETO 3a pPyOekKoM, K TpynmamM, IperyCMOTPEHHBIM
nyHKToM 6 crtateu 17 @enepanpHoro 3akoHa or 24 mag 1999 r. N 99-®@3 «O
rocy1apcTBeHHOM nmonutuke Poccuiickoit denepanuy B OTHOIIEHUH COOTEUYECTBEHHUKOB
3a pyoekomM»;

e [lepesonx Ilacniopra, HOTapuanbHO-3aBEPEHHBII

e [lpu HeoOXoauUMOCTH-3aKJIIOU€HHE 00 3KBUBAJIEHTHOCTH JOKyMeHTa 00 o0pa3oBaHUU
(HocTpUUKALHS).
2.5. O06n0XKa JIMYHOTO Jiesia 00yJaroIIerocs T0JDKHA COACPKATh:

> IIOJTHOC HAaMMCHOBAHUC 06pa3013aTem>H0171 opraHusaluu,



» KoI M HauMeHoBaHue npodeccun/crenuansHocTu, Gopmy obyuenus. Ilpu
n3MeHeHUn (HopMbI 00ydeHHUs MPEeXHsAS (opMa CTaBUTCS B CKOOKH, HOBas
(dhopma 00ydeHHsI TONHUCHIBAETCS Ha 00JIOKKE;

» (damunuio, ums, ordecTBo (paz6opumBo). Ilpu cMeHe (aMuIMu HPEKHAS
3aKJII0YAeTCsl B CKOOKH, HOBAsI MUIIETCS PSAAOM;

»  ypoBeHb IIPeIBbLIYIIEro 00Pa3oBaHUS;

» HOMep U JaTa IPHKA3a O 3aUHCICHHH.
2.6. JIuuHble fena U TOKYMEHTBI a0UTYPUEHTOB XpaHATCs B ceiide.

2.7. Jluunble nena aOMTYpUEHTOB, HE 3aYMCIICHHBIX Ha 00y4eHue, xpausatcs B [IK B TeueHue 6
MECAILIEB CO JHS 3aBepUICHUs NpUEeMHON kammnaHuu. [lo wHcTeyeHMH yKa3aHHOTO CpoKa
OpUTHHAJIBI HEBOCTPEOOBAaHHBIX TOKYMEHTOB 00 OOpa3oBaHHM HM3bIMAIOTCS U3 JIMYHBIX JEN U
nepenatorcs no akty B apxuB AHIIOO «MKCOuMT» nnsg paneHeiiniero XxpaHeHus, a JIMYHbIE
JieJia 3aTeM YHUUYTOXKAIOTCS B YCTAHOBJICHHOM MOPSAKE.

2.8. Ilpu 3aumcieHur OOYdYAIOIIErocss B MOPSIKE IEpeBojJa W3 Jpyroid o0pa3oBaTeIbHOM
Oopranu3anuu GopMUPYEMOEe JTUYHOE JEJI0 COACPKUT CIACAYIOLIUE TOKYMEHTHI:
v’ 3asBJIeHHE O IEPEBOIE;

v/ cornacue Ha 06pabOTKY IePCOHANBHBIX JAHHBIX;

v’ opuruHai (KOIHIO, 3aBEPEHHYI0 B YCTAHOBJICHHOM IIOPAIKE) U KOIHUIO JOKYMEHTa 00
00pa30BaHUK YCTaHOBICHHOTO 00pa3Ia;
cipaBka 00 o0yueHuu (mepuojie 00yueHus ), BbIIaHHAS HCXOIHON OpraHu3alyei;

IMPOTOKOJI 3aCCaAaHUA aTTeCTallMOHHOMN KOMMHCCHH,
AOTOBOpP HA OKAa3aHUC IJIATHBIX 06p330BaTCJ'IBHBIX YCIyr;,
KOITHS IOJIica 00sI3aTEILHOTO MCIUIUHCKOI'0 CTpaxOBaHHA;

HWHBIC TOKYMCHTBI.

AN N N N

BbINIKCKA K3 npukasza o 3aurciiennd B AHITOO «MKCOulT» B nopsiake nepeBoja.

2.9. Tlpu nepeBoje obyuaromierocss BHyTpu AHITOO « MKCOuMT» mpopoimkaeTcs BeIcHUE
JIMYHOTO Jie1a, COPMHUPOBAHHOTO PaHEE U B HETO, TOMEIIAIOTCS CIAEAYIOLIUE TOKYMEHTHI:
v’ 3asBJIEHHE O IEPEBOIE;

v’ IpOTOKOJI 3acelaHMs aTTECTAIIMOHHOM KOMUCCUH (IPU HEOOXOIUMOCTH);



v/ BBINMCKA M3 IPUKA3a O HEPEBOJIE.

2.10. TIlpwu 3aumcinennn 00y4aroUIerocs B MOPSIKE BOCCTAHOBJICHUS B JIMYHOE JEJI0
MIOMEIIAIOTCS CIIEIYIOIINE IOKYMCHTBI:
v/ 3asBJICHHE O BOCCTAHOBJICHHUU;

v’ cnpaBka 06 00ydenun (o nepuosie o6yueHus) (IIpH HATUUNH);

v/ opurusan (KOHHMS, 3aBepeHHAas B YCTAHOBIEHHOM IOPSIKE) M KONHUS JOKYMEHTa O
MpeIIIeCcTBYIOMEM 00pa3oBaHUM | (W) JOKYMeHTa 00 00pa3oBaHUM U O KBaTU(PUKALIUU
(arTecrar, TUIIJIOM C MIPUIIOKEHUSMH ),

v/ POTOKOJ 3aceaHus aTTeCTAMOHHOM KOMUCCHH (IIPU HEOOXOIUMOCTH);

4 J0roBOpP HAa OKa3aHUC IIATHBIX O6pa30BaTeJ'IBHBIX YCIIyrT,
4 BBIIIHMCKA U3 IIpHUKa3a 0 3a4iCICHUH.

2.11. B cayuae mepeBosa Ha 0Oy4eHHE MO MHIAMBHIyaIbHOMY y4eOHOMY ILIaHY, B TOM YHCIIC
YCKOPEHHOE 00yUYeHHUE, B IMIHOE JEII0 00YYArOIErocst JOMOIHUTEIFHO ITOMEIIAIOTCS CIIC YOI
JIOKYMEHTHI:

> 3asBJICHUE O NIEPEBOJIE Ha 00yYEHHE N0 HHAMBHIYaIbHOMY y4eOHOMY ILIaHYy;

»  JIOKYMEHTEHI, TIOATBEPKAAIOIIIE OCHOBAHMS IIEPEBOIA HA O0YUEHHUE [0 MHANBHULY AILHOMY
y4eOHOMY TUTaHy (CIPAaBKH/3aKIIOYCHHS JICYCOHBIX YUPESKICHUH; CBUICTEILCTBO O
POXKJICHHUH H JIp.);

» TIPOTOKOJI 3acelaHusi aTTEeCTAllMOHHON KOMHCCHH (B Cilydae Iepe3auera pe3ysibTaToB
OCBOCHHSI OCHOBHOM 00pa30oBaTeIbHON MPOTrPaMMBI);

» 3asBICHUE O IPEKPAICHHH OOYyYEHHUS [0 WHIMBHAYaIbHOMY ydeOHOMY IulaHy (IpH
HEBO3MOXKHOCTH IPOJIOJDKEHUS 00yUEHUS TI0 HHANBUIYATBHOMY YI€OHOMY TUTaHY ).

3. Beaenue IMYHOTrO eJia B MePHO/ 00yUeHHs

3.1. JInunoe neno oOydvaromerocsi BeA€TCs B TSUCHUE BCETO IEePHOIa O0YUSHHUS 10 MOMEHTA €ro
OTYHCIICHHUSL.

3.2. B mepuox oOyueHHs B JIMYHOE €O OOYYAIOIIErocss MOMENaroTcsi (MOIIIHBAIOTCSA) B
XPOHOJIOTUYECKOM MOCIeI0BATEIbHOCTH BBIMMUCKH U3 MPUKA30B WK KOMTUU MTPUKA30B 10 THYHOMY
cocTaBy oOyuaromuxcsi 00 U3MEeHEHUU 00pa30BaTeNbHOM MPOrpamMmbl, O IEPEBOJIE Ha O00yueHue
M0 WHIUBUyAIBbHOMY Y4€OHOMY TUIaHY, OTYMCIICHUH, BOCCTAHOBJICHHH, CMEHE MEPCOHABHBIX
JAHHBIX, O TIOOIIPEHWH, O B3bICKAHWH, 00 aKaJeMHYECKOM OTITyCKe, OTIyCKe IO yXOAy 3a
peOeHKOM, OTHYCK MO OEpEeMEHHOCTH U pojJaM M TEPBUYHBIC JTOKYMEHTHI, TOCIYKHBIITHE
OCHOBAHHUEM K U3JaHUIO0 COOTBETCTBYIOIIUX MPUKA30B.

[Ipy M3MeHEeHNH TEPCOHATBHBIX JaHHBIX OOYYalOUIUICS B TEUCHHE TpeX THEH 00s3aH
obparutbest ¢ 3asBieHueM B AHIIOO «MKCDOuMT», npunokuB KOMUW TOATBEPIKIAOIINX
JOKYMEHTOB. Ha OCHOBaHMM W3IaHHOTO TMPHKa3a, B JTUYHOE JENI0 OOyYaromerocs BHOCATCS
W3MEHEHUS: IPeXKHssA (pamitmst (MMs1, OTYECTBO) 3a4EPKUBACTCS OJTHOM YEPTOM, a HOBBIC TaHHBIC
3aMUCHIBAIOTCS HAJ TPEKHUMH.



3.3.  JIOKyMEHTHI TOMEIIAIOTCS B IMYHOE JIENIO MTOCIIe U3AaHuUsI COOTBETCTBYIOIIETO MTPHUKa3a U
MOAIIUBAIOTCA BMECTE C BBIMUCKOM U3 pHKa3a (MU KOMUen puKasa).
3.4. B au4HOE €0 HE BKIFOYAOTCS:

- HEUCTIOJTHEHHBIE JIOKYMEHTBI;

- TOKYMEHTBI, MTO/JIKAIE BO3BPATY;

- TUIIHKE YK3eMILISIPbl KONl TOKyMEHTOB.

4. ®opmupoBaHue, BeieHHE U XPaHEHHUE JMYHBIX J1eJ1 00y4arolmnXxcs,
HAXOASIIIUXCS B AKAJeMHU4YECKOM OTIyCKe UM oTuYncjJaeHHbIix u3 AHITIOO
«MKCIOuHT»

4.1. B cinyuyae mpeaocTaBieHHs OOYYarOMIEMYCsl aKaJeMHYECKOTrO OTIYCKa B JHUYHOE IEJI0
oOyJaromierocsi MOJIIMBACTCS BBIMUCKA U3 MpHKa3a WIM KOMUS TpUKa3a O MpPeaoCTaBICHUHU
OTMyCKa (BBIXO/JIE U3 OTITYCKa), & TAKXKE TOKYMEHTHI, TOCITYKUBIITNE OCHOBAHUEM ISl €r0 U3/IaHUs
(3asBIeHME 00yYarOIIerocs, JOKYMEHTHI, TOATBEPKAAI0NINE OCHOBAHUS JJISl TIOJTYyYEHUS OTITyCKa
(BBIXO/1a U3 OTITYCKA).

4.2. Tlpx oTYMCIICHHH OOYYaloOIIErocs B CBS3W C IEPEBOJOM B JPYIyi0 00pa3oBaTeIbHYIO
OpraHU3aIMIO B €T0 JIMYHOE JIEJI0 TOIIINBACTCS 3asBJIeHHE 00 OTYHUCIICHUH B CBSI3U C TIEPEBOJIOM.
4.3. llpu oTYKMCACHUH OOYYAIOMIErocs IO BCEM HMHBIM OCHOBAHHSIM B €ro JIMYHOE JIEJI0
MOJAIIUBACTCS BBIMUCKA W3 TMpUKa3a WIM KOMHUS TpHKa3a 00 OTYUCICHUH, JIOKYMEHTHI,
MOJITBEPKIAIOIIUE OCHOBAHMS IS MPUKAa3a, a TaKKe KOMUsl cripaBku 00 oOydeHuu (0 mepuoze
00y4eHHs) C OTMETKOM OTYUCICHHOTO 00YYAaIOIIErocs O ee MoJyYeHUH.

4.4. Tlpu otuncneHun oOyuarorerocs B csizu ¢ okonuanuem AHITOO «MKCDul Ty cienyromne

JIOKYMEHTHI BBIITYCKHHKOB, TOMEIAIOT B JIEJIE:
| | XapaKTepUCTHKa oOyyatomierocs (1o TpeOOBaHUIO);
CTYJEHYECKHI OUIeT;

l:l 3a4C€THasd KHHUXKKA,

L] 3asBJI€HHE BBIMYCKHUKA — MHOCTPAHHOTO I'pa)<JaHWHA 00 OTpakeHWU (PaMHUIIUU, UMEHH,
0TYeCTBA (B PYCCKOSI3bIYHON TPAHCKPUIILIMK) B IOKyMeHTe 00 00pa30BaHuH;

L] 3asiBJIeHUE BBITYCKHUKA O COTJIACOBAHUU 3aMuceil, BHOCUMBIX B JIOKYMEHT 00 00pa3oBaHuy;
L] 3asiBI€HHE O Bblaue NyOJnKaTa JOKyMeHTa 00 00pa3oBaHuH (TIpY HAIUYHH);

|| 3asiBJIEHHE BBIMMYCKHHUKA O HalpaBJICHUH JOKyMeHTa 00 00pa30BaHHUU MOYTOBHIM
OTIIpaBjieHUEM (TIpU HAJIUYUH);

Ll cornmacoBaHHbIf ¢ oOyyaromumcs  HPOEKT JIOKyMEeHTa 00 oOpa3oBaHuUM U
MPUIIOKECHUS K HEMY;

[ | xomus qOKyMeHTa 00 00pa30BaHHH;

L] KOmus MPUIIOKEHUS K JJOKYMEHTY 00 00pa3oBaHHH;

|| BBIMMCKH W3 MPUKA30B O HA3HAYEHHUU TEMBI JUIJIOMHOTO MpOeKTa (paboThl), Ha3HAYEHUHU
PYKOBOJMTEIIS TUIIJIOMHOTO ITPOEKTa (paboTHI), 0 10IMyCKe K FOCYAapCTBEHHOM UTOrOBOM
arrecranuu (MA), o mepeHoce cpoka 3aliuThl AUITIOMHOTO poeKTa (paboTsl),

|| BBIMCKA W3 TpUKa3a WM KOMUS MpUKa3a O MPUCBOCHUU KBAIM(UKALUHK U BbIIaue
JUIIIIOMA;



|| BBIMMCKA U3 MpHKa3a (KOMHs MpHuKas3a) 00 OTYUCICHUH B CBS3H C 3aBEpILICHUEM O0YUYCHHUS;

|| apyrue MOKyMEHTHI, 00pa30BaBIIKECs B Mpoliecce 00YUCHUS U TMOJJICKAIINE XPAHSHUIO B
JMYHOM Jielie o0ydJaromerocs (epeatoTcesi B MecTa XpaHeHHUs JIMYHBIX JIE]T BMECTE ¢ KOTIHEH
npuKa3a (BBIMMCKON U3 IIPHKa3a) 00 OTYUCIICHUN);

L] akTyanu3upoBaHHAasi OMKUCh JUYHOIO Jeia.

5. IMopsinok BbIIaYU JOKYMEHTOB, KONMA JOKYMEHTOB M CBeJIeHUil U3
JIMYHBIX J1eJ1 00YYaIoIIUXCs

5.1. TlpemocraBneHue KONHMA JOKYMEHTOB M3 JIMYHBIX JIeJ  OCYHISCTBISACTCS  Ha
OCHOBaHUM  JIMYHOTO  3asBJIICHUS  OOydYalOlIErocss MpU  NPEAbSIBICHUM  JIOKYMEHTA,
yIIOCTOBEPSIOIIETO JTUIHOCTb.

5.2. TlpemocraBieHue KOMUH AOKYMEHTOB W3 JIMYHBIX JET OCYIIECTBIACTCS B JCHb MMOJAYU
3asBJICHMSL.

5.3. PemieHrie 0O MNPEIOCTABICHUU KOMHUHA JOKYMEHTOB M CBEICHHN W3 JIMYHBIX €I,
00y4aromuxcsi IPUHUMAET 3aMECTUTENb IUpeKTopa no Y MP.

5.4. Beblnaua opuruHajIOB JOKYMEHTOB U3 JIMYHOTO Jeia, 00y4aromerocss OCyIecTBISIeTCS Ha
OCHOBAHUU JIMYHOTO 3asBJICHUS, COIVIACOBAHHOTO C 3aMeCTUTENeM Jupekropa no YMP, npu
IPEIbSIBICHUH JIOKYMEHTa, YOCTOBEPSIIOMIET0 TUYHOCTh. O0ydaromeMycsi MOKeT ObITh BbIIAaH
JOKYMEHT O npeablaylieM oopasoBanuu. JlokymMmeHT 00 0Opa3oBaHMU BBIAAETCS B J€Hb MOJa4u
00y4JaroIUMCS JIMYHOTO 3asIBICHHUS.

5.5. Jluna, otuncnennsie u3 AHIIOO «MKC3OuMT» (nmocne npukaza 00 OTYMCICHUU), MOTYT
MOJyYUTh JOKYMEHT O IPEIbIIyIIeM 00pa30BaHUH MOCIE CAAYU:

a) 3a4eTHON KHUXKH;

0) cTyaeH4YecKoro OumeTa;

B) 00XOJ/THOTO JINCTA.

5.6. TlpenocraBieHue JOKYMEHTOB M KOIHI JOKYMEHTOB U3 JIMYHBIX JEJ TOMYCKACTCs TOIBKO
TOMY JINIlY, Y6 TEPCOHAIBHBIC JTAHHBIC YKa3aHbI B JIMYHOM JIeJie, 32 UCKIIOYCHHEM CITyJacsB,
YCTaHOBJICHHBIX 3aKOHOATEIECTBOM.

5.7.  JIoKyMEHTHI U KOTUU JOKYMEHTOB MOTYT OBITh MPEIOCTABICHBI HA OCHOBAHHUH 3asIBIICHHSI
JUIA, OCYIIECTBISIONIETO CBOM JCHCTBUS B HWHTEpecax OOYydaromierocsi Mo JOBEPEHHOCTH,
3aBEPEHHON HOTAPUYCOM.

5.8.  TlpemocraBieHue JOKYMEHTOB U KOTHH JOKYMEHTOB OCYIIECTBIISIETCS OE3BO3ME3THO.

6. IHoaroroBka, XxpaHeHue U nepeaaya JU4YHbIX aeja B apxus AHITIOO
«MKCIOuHT»

6.1. Odopmiuenue muuHbIX a1, nepeaaBaeMbix B apxuB AHITOO « MKCDOulT» Ha xpaHenue,
ocymiectBisiercs corpyaaukamMu AHITOO «MKCOuMT» u BkirodaeT B cebs:

a) TOJIITNBKY WUJIU MIEPETIeT JeNa;
0) HyMepaIuIo JUCTOB JeNa;
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B) COCTaBJICHUE JIUCTa-3aBEPUTEIIS;

T') BHECEHUE HEOOXOUMbIX YTOUHEHHUI B PEKBU3UTHI OOJIOKKH e (yTOUHEHUE Ha3BaHUI
OpTraHM3aIy, KpalHUX JaT JIena, KOJTHYECTBA JINCTOB).

6.2. Tlocie 3aBepiicHHUs KOMIUICKTOBAHHS JHYHOTO  Jiejla B HErO BKJIAJBIBACTCS JIUCT-
3aBEpPHUTENb C 3aMUCHIO:

«B O0annom oene mpowumo u nponymeposamo aucmosy (yughpoii (nponucovio)
Jlama, oonsxcrocmo Pocnuce Pacwugpposra noonucuy

6.3.  JIOKyMEHTbI, COCTABISIOIINE JHYHBIC [e/la, MOJIIMBAIOTCS Yepe3 YeThIpe MPOKoja ¢

Y4€TOM BO3MOXHOCTHU CBO6OIIHOI‘O YTCHUA TCKCTA BCCX JOKYMCHTOB, 4T, BU3 U pe301110111z1ﬁ Ha
HHUX.

6.4. Cpazy mocie OTYHCICHHS OOYYAIOIIErocss M3 €ro JMYHOIrO Jeja HM3bIMAeTCs KOIHUS
MacropTa U YHUUYTOXKAETCs ImyTeM pasphiBa (1. 7 cT. 5 denepanbHoro 3akona ot 27.07.2006 N
152-®3 "O nepcoHaabHbIX JaHHBIX").

[Ipu noAroToBKe A€M K MOAIIMBKE YAAJISIOTCS BCE CKPETKU U CKOOBI CTEILIEpA.

HpI/I HaJIMYHUH B JIMYHOM ACJIC HGBOCTpe6OBaHHI)IX JAOKYMCHTOB (OpI/IFI/IHaJIOB AOKYMCHTOB
O IpeAblaynieM O6paBOBaHI/II/I) — OHH BKJIaJIBIBAXOTCA B KOHBCPT, KOTOpBIfI HaxoJUuTCsa B JIMYHOM
JCIIC.

6.5. Jlns mepemayu JUYHBIX 7€ B apXuB (DOPMHUPYIOTCS CBSI3KH B aji()aBUTHOM TOPSIIKE 110
JIBAJIIIATh JUYHBIX A€ B Ko, K kaxmoit mauke opopmisieTcss perucTpanioHHas KapTOvKa.

6.6. Ilpuem JHMYHBIX JeJ HAa ApXMBHOE XPAaHCHUE MPOM3BOJMTCS MO OIKUCH, B KOTOPOU
YKa3bIBa€TCS KOJUYECTBO JIMYHBIX JEJI, KOJIMYECTBO CTPAHUIl B KAKIOM U3 HUX, JaTa IpHUeMa-
nepenayy, MOANUCh JULa, IEPENArOIIETo IMYHbIE [e1a, IIOANNCH JIMLA, IPUHUMAIOIECTO JINYHBIC
nena. Onuch CoCTaBiIsIeTCA B IBYX DK3EMILIApax.

6.7. CtyneHdyeckuii OUICT MOAICKUT YHUUTOKEHHIO, O YEM COCTABJISIETCS aKT.

6.8. Jlnunoe neno oOywaromierocs MMEET HOMEp, COOTBETCTBYIOIIMI HOMEpY JOroBOpa Ha
OKa3aHMe IUIaTHBIX 00pa30BaTENbHBIX YCIYT.

6.9. Cpoku cnaum Tu4HbIX jen Ha XxpaneHue B apxuB AHITOO «MKCOulTy:
. HE MMO3/IHEee TPEX JIET MOCIIE 3aBEPIICHHUS 00yUCHHUSI.

6.10. Jluynoe nemo oOywaromerocss xpanutrcs B apxuBe AHIIOO «MKCOuMT» cpok,
ycTaHoBIeHHbIH HoOMeHKIaTypoit nen AHITIOO «MKCOulT».

7. 3axkaouuTeabHbIE MOJ0KEHUA

7.1. TonoxkeHue BCTymaeT B CUITY € JaThl ero yreepxaeHus aupekropom AHITIOO «MKCOuMT».

7.2. Tlpu pa3pabOTKe W TPHHATHH HACTOAIIETO I[lONOKEHHS YYUTHIBAETCS MHEHHE
MIPEACTaBUTENCH COBETa 00yUaIOMUXCsl 00pa30BaTeIbHONW OpraHu3aIliy.

7.3.  Bompocsl, He yperyIupoOBaHHbIe HACTOSIIUM [10I0KeHHEM, TTOJIEkKAT YPETryIHPOBAHUIO
B COOTBETCTBHMU C JEHCTBYIOIIMM 3aKOHOIATENbCTBOM Poccuiickoii ®Penepanun, ¥YcTaBoMm
o0pa3oBaTeNbHON OpraHU3alid U WHBIMU JIOKATbHBIMU HOpMaTHBHBIMU akTamu AHIIOO
«MKCDOuMT»).
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