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[TOJIOXKEHHUE
0 (OPMUPOBAHUH, Be/ICHUH U XPAHEHHUH JINYHBIX Je]1 00y4aroluXcs
CBIKTBIBKAPCKOTO KOOIIEPATUBHOIO TEXHUKYMa

1. OBIIUE MOJIOKEHUA

1.1 Hacrosimee moyioskeHHe pa3pabOTaHO C LEJIbIO PErIaMeHTalUu padoThl ¢ JIMYHBIMH
aenamMu  oOydvaromuxcss TexHHKyma M ONpeJesisieT MOpsIoK JAEHCTBHH BCEX KaTE€ropHi
COTPYIHUKOB TeXHHKyMa, y4acTBYIOLIMX B padOTe ¢ BBIICHA3BAaHHON JOKYMEHTAIUEH.

1.2 IlonoxeHue O BEACHUHU JIMYHBIX J1€]1 00YYarOLIMXCs YCTAHABIMBACT OPraHU3alHIO
XpaHEHHUs] W BEJICHHS JIMYHBIX Je1 oO0ydaroumxcss Mpo(ecCHOHaNIBHOrO 00pa3oBaTeIbLHOIO
yupex/aeHnss «ChIKTHIBKAPCKOIO KOOMEPAaTHBHOrO TeXHHKyma» (oro3a NOTpeOHTENbCKHX
obmectB PecnyOnukun Komu (manee — TexHukym), OpraHu3allMOHHO-METOIUYECKOE
PYKOBOJICTBO, KOOPJHMHALIMIO W KOHTPOJIb 3a JESTEIbHOCTBIO KOTOPBIX OCYIIECTBIISET
MunuctepcTBO 00pazoBanus Pecnyonuku Komu.

1.3 IlonoxxeHue MOATOTOBIEHO Ha ocHoBaHuM [Ipukaza MuHucTepcTBa 00pa3oBaHUS
PecniyGnuku Komu ot 25.11.2008r. Ne 315 «O BeeHHHU JIMUHBIX A€ 00ydaromuxcs», ¢T.269.

1.4 TlonoxxeHue ompeneasieT MOPAAOK XPaHEHHS U BEJICHHsI JTHUUHBIX JeJ1 00y4aromuxcs
B TexHukyme.

1.5 OpraHu3anMOHHO-METOAUYECKOE PYKOBOACTBO 3a  BEJIEHHEM  JIMYHBIX  JIETI
oOyvatromuxcsi B TexHHMKyMe ¥ KOHTpPOJb 3a HCINOJHeHHeM Hactosuero Ilomoxenus
OCYILECTBIISET 3aMECTHTE/b JUPEKTOPa M0 yueOHO-IIPOU3BOICTBEHHON padoTe.

1.6 OTBETCTBEHHOCTb 3a HaJUIeKalllee BEAEHHE JIMUYHBIX JeJ1 o00ydarolmxcs B
CTPYKTYPHBIX MOJpa3feleHus X TeXHUKyMa BO3JaraeTcsi Ha pPYKOBOAMTENEH CTPYKTYPHBIX
noJpa3/IesIeHUH.

2. MOPAAOK O®OPMJUIEHUS JIMYHBIX AEJI ITPU ITOCTYIIVIEHUH

2.1. Jlnynble nena oOywaromMxcsi 3aBOJATCS OTBETCTBEHHBIM CEKpETapeM MPHEMHON
KOMHCCHH IIPU NOCTYIJICHUH 00ydatomuxces B TeXHUKyM.

2.2. Ha kaxmoro oOywyaromierocs 3aBOJUTCS OTJENbHOE JM4YHOE 7es0. JIuunble nena
PETUCTPUPYIOTCS B JKypHAJIE yueTa JIMUHBIX Aes oOydaromuxes YI10.

JInunoe neno obyuaromierocst GopMUpPYyeETCst B TBEPLYIO OOJIOKKY.

Ha mepBoM pa3BopoTe OOJIOKKH JHYHOTO JAeda HMEeTCcsi KOHBepT s (ortorpaduit
oOyuatoierocs.

JIOKYMEHTBl B JIMUHOE JeJI0 MOJALIMBAIOTCS B MalKy-CKOpocHIMBaTe/lb. MaHkeTka ¢
YCHKaMH CKOPOCILIMBATEJIsI pacioJjiaraercsi B 0OpaTHOM HallpaBjIeHUH Ul y100CTBA MOJLUIMBKH
JOKYMEHTOB B MOPSIAKE XPOHOJIOTUH (TIOCTYTUICHHS).

[ToymaaMK  JoKymMeHTa 00 oOpa3oBaHMM, MpPEACTABISEMbIH MpPH TMOCTYIUICHHH B
Texnukym, BKiaabiBaeTcs B (aiin ¢ nepdopanueit U pacrosaraeTcs B JHYHOM JeJie COrIacHO
YCTaHOBJIEHHOMY MOPSIJIKY.

[IepBbIM JOKyMEHTOM, BKJIIOUEHHBIM B COCTaB JINYHOTO jejia 00y4arolerocs, siBiseTcs
BHYTPEHHSA OIHCH (OCTAIbHBIE JJOKYMEHTBI PAaCcIo/IaraloTCcsl B YCTAHOBJIEHHOM MOPSIIAKE).

B Tekyuem enonpou3BoACTBE JIMUHBIE Jeia 00Yy4HaroUMXCs XPaHATCS B OTACIbHOM
HECrOpaeMOM M 3aKpBIBAIOLIEMCs Ha KJTFOU 1IKady.

[To oxoHuaHuM 0Oy4eHHs JHYHBIC Jejia OOYYAIOIIUXCS CHAFOTCS 0 OIMKMCH B apXHUB



Texnukyma. Cpok XpaHeHHs B apXuBe - 75 JieT.

JIuynble nena oOydaromuxcs W JKypHal ydera JIMYHBIX e/ 00y4aroluXcsi BHOCSTCS B
HOMEHKJIaTypy Ael TexHukyma.

2.3. lns odopmieHHs JMYHOrO Jeja JOJKHBI OBITh MpPEIOCTaBIEHBI CJEAYIOLIHE
JIOKYMEHTBI:

— 3assrenue o npueme B YIIO no ycraHoBIeHHOM (opme.

— [loanunHuK 10KyMeHTa 00 00pa3oBaHUH.

— MeauuuHckas crpaBka.

— Konus noxymeHTa, yaocTOBEpsIOLIEro JMYHOCTH (MAclopTa WM CBHJETE/BCTBA O
POXKICHUH ).

— Yersipe portorpaduu 3 x 4.

— Komnus MeaunuHCKOro nosmca, CTpaxoBOro CBUIETEILCTBA.

3. NOPAJOK BEAEHUS U XPAHEHHWS JIMYHBIX JEJI. COCTAB
JIMYHOTI'O JAEJIA.

3.1. OTBeTcCTBEHHbIE 3a BEACHHE JIMYHBIX JeJI O0y4YaroLIMXCSi BHOCAT H3MEHEHHS B
JIMYHBIE JI€JIa: CBEJACHUS O NPUOBITHH UM BBIOBITUH (KyZa BbIOBLI, OTKyaa npuObL1, Ne u nara
[IpHKas3a), IepeMeHa ajpeca.

3.2. B cocTaB IMYHOTO jieNa BXOJAT CJIEIYIOIINE TOKYMEHTHI:

— Onuce JOKyMEHTOB, HMEIOLIUXCS B JIMYHOM JIeJie 00yUYarOUHXCSl.

— 3asBiieHHe 0 npuemMe B TeXHUKyM 110 yCTaHOBJIEHHOH (GopMe.

— IlommHuKk 1okymMeHTa 06 06pazoBaHUH.

— Beinucka U3 npukasza o 3a4MCIIEHUH B COCTaB 00YYatomHXCs.

— MenuuuHcekas crnpaBka.

— Konus nokymeHTa, yJOCTOBEPSIOLIETO JHUYHOCTH (MAcropra HJIM CBHJICTEIBCTBA O
POXKAECHUH).

— Yersipe pororpaduu 3 x 4.

— Komnust MeauIIMHCKOTO MoJiuca, CTpaxoBOro CBUICTE/ILCTBA.

Crnenyromue JOKYMEHTBI BKJIOYAIOTCS B JIMYHOE JI€J0 [0 XPOHOJOTHH B IEPHOJ
o0yuenust B TexHukymMme.

— Bbimucku u3 npukasoB o nepeBojie ¢ Kypca Ha Kypc.

— Bpmucka u3 npukaza o6 oruucieHWH U3 TeXHHKymMa B CBSI3H C OKOHYaHHEM
o0yueHus.

— WHble J0KyMEHTBI, OTHOCsLMecss K OOyueHHIO, IKM3HM M JI€STEeJIbHOCTH
o0yuatolerocst B nepro o0y4eHus.

— Konus quninoma v npuaokKeHus K JUIUIOMY 110 OKOHYaHHH TeXHUKyMma.

Komust noxkymenta o6 o0pa3oBaHMH MOJALIMBACTCS B JMYHOE JEJIO MOCIE OKOHUaHMS
o0OyueHus MpH Bbla4e MOJIMHHUKA JOKYMEHTa 00y4aromemMycs.

Konuu 1okymMeHTOB 3aBepsitoTcsi B cOOTBeTcTBUM ¢ TpeboBanusmu ['OCT P 6.30-2003
«YHU(UIUPOBAHHBIE CHCTEMBI JJOKYMEHTAllMU. Y HUDUIIMPOBAHHAS CHCTEMA OpPraHU3alluOHHO-
pacrnopsiAMTeIbHONH JoKyMeHTaluu. TpeboBaHus K 0QOPMIIEHHIO JOKYMEHTOB», PEKBU3UT 26:
YJOCTOBEPSETCS MEYaThio.

3.3. Jluunble faena oOydaroUIMXCs KaXIOW IPYIbI XpaHSATCS B OTACIbHBIX (aiinax,
coOpaHHBIX B nanky. B cocraB nanku BXosT:

-o0noxka (cM. Ipunoxenue 1),

-BHYTPEHHSIS OIIUCh J1I0KYMEHTOB (cM. [Ipunoxenue 2),

-crucokK rpymnmnsl (eM. [lpunoxenue 3).



[Tpunoxenue N 1

K [lonoxenuto o popMHUpOBaHUH, BEJICHUH U
XPaHEHUH JINYHBIX /1€ 00y4aromuxcs
CBIKTBIBKapCKOro KOONEepaTHBHOTO
TEeXHHKyMa

MunucreperBo o6pazoBanus PecnyOnuku Komu
[TPOOECCHUOHAJIbHOE ObPA3OBATEJIbHOE YUYPEXXJIEHUE

«CBIKTBIBKAPCKHI KOOTTEPATUBHBIN TEXHUKYM»
COIO3A TTOTPEBUTEJIBCKHUX OBLIECTB PECITYBJIMKHU KOMU

JIMYHOE JIEJIO OBYYAIOUIET'OCA N

(3arosioBoK jesa - hamMuIusl, HMsl, OTHECTBO)

(cneuranbHOCTB)

Hauaro:

OKOHYEHO:

Kon-Bo nucros

Cpok xpanenus: 75 net, DI1K




[Tpunoxenne N 2
K [Tonoxenuto o popMupoBaHUH, BeJCHUH U
XPaHEHUH JIMYHBIX JIe]1 00y4aroLuXCs

CBIKTBIBKapCKOrO KOONIEPATHBHOTO
TEXHHKyMa

Jluuesast cropoHa

BHYTPEHHSA OITMUCh JOKYMEHTOB,

HAXOJSAIINXCA B JIMYHOM JIEJIE N

bamuIis, UM, 0TYECTBO 00YYAIOIIETOCS

N HaumeHnoBaHHe BHJ1a JOKYMEHTA; JlaTa K-Bo Jlara [Ipuynna
n/n JaTa U HOMEp JIOKyMEHTa HanpaBjIeHUsl | JIUCTOB HU3BSITHS HU3bSITHS
JIOKYMEHTa JIOKyMEHTa
B JIEJIO
1 3 4 5 6
O6opoTHast cTopoHa
1 3 4 5) 6

«

»

JInunoe neio
copMHpPOBAHO

20 1.

JIuunoe nemno
IIPOBEPEHO «  »

20 1

«

JInunoe neno

OKOHYECHO
»

20 r.




[Tpunoxenne N 3

K [lonoxenu:o o popMUpOBaHUH, BEJICHUH U
XPaHEHHUHU JTUYHBIX A€ 00y4daromuxcs
CBIKTBIBKapCKOTr0 KOONEPAaTUBHOIO

TEXHHKyMa
CITMCOK I'PVTIIIbI
Ne Damuus, UM, 0TYECTBO 00yUarOIIEerocs Ne nena KonuuectBo
n/n oOyyarolierocst | JIMCTOB B
aene

NN B WIN—




[Ipunoxxenue N 4

K [Tonoxenuto o GopMUpOBaHHUH, BEACHUN U
XPaHEHUH JIMYHBIX JIe]1 00y4aromxcs
CBIKTBIBKAPCKOT0 KOOIEPAaTUBHOTO
TEXHUKYMa

MunuctepcTBo oOpa3oBanus Pecnyonuku Komu
HPO@ECCVIOHAHBHO@ OBPA3OBATEJ’IBHQE YYPEXIEHUE
«CBIKTBIBKAPCKHWUN KOOITEPATUBHBIM TEXHUKYM»
COIO3A TTOTPEBUTEJIbCKUX OBIIECTB PECITYBJIMKU KOMU

KAPTOYKA-3AMECTHUTEJIb
JINYHOI'O EJIA OBYYAIOUIEI'OCS

Jlnunoe Hara ®.1.0. paborhuka, Pocniuce Jlara u pocruck
Aeno N | BbIa4d | IIOJTYyYMBLIEro JIMYHOE | pabOTHHKA B | OTBETCTBEHHOTrO pabOTHHKA,
JeJ10 MOJTy4eHHH [OJATBEPXKIAIOLIEro BO3BpaT

JIMYHOTI'O J¢gjia

IIprmeuanue: kaprouka-3amecTHTeIb OGOPMIISETCS Ha TBEPAOH OCHOBE (kapToHE HJH
IUIOTHOH Oymare).
[Ipunoxenne N 5



K [lonoxxenuio o hpopMUpOBaHUH, BEJICHUH U
XPaHCHHUH JIMYHBIX JCJI O6yanOIIII/IXC$I
CBIKTBIBKapCKOrO KOOMEPATUBHOTO
TEXHUKYyMa

O06u10kKa KypHaia

KYPHAIJI YHETA
JIMYHBIX JJEJI OBYYAIOLNXCS

N

[TPOOECCUOHAJIBHOE OBPA30OBATEJIbHOE YUPEXJIEHUE
«CBIKTBIBKAPCKWI KOOTTEPATHUBHbBIN TEXHUKYM»
COIO3A TIOTPEBUTEJIBCKMUX OBLIECTB PECITYBJIMKU KOMU

Hauaro:

OKOHYEHO:

Koin-Bo nucToB

Cpoxk xpanenus: 75 net, DIIK

O6pa3sen popmbl 3arucH

N ©.1.0. N Hara Jlara nepenauu [Toanuce
n/m | ofy4arommerocs | TMUHOTO | GopMHpOBAHHMS JIMYHOTO Jiej1a B OTBETCTBEHHOI'O
Jena JIMYHOTO Jena apxuB YIIO umm B paboTHHKa
WJIH €ro apyroe YIIO
[OCTYIIJICHUS
1 2 3 4 5 6

HpnMeanHe: JIMCTBI  XKXypHalla TPOHYMEPOBBIBAKOTCSA U IMPOUIHYPOBBIBAKOTCs, Ha
pa3BoOpoOTE 00JI0KKH 3alKUChIBACTCS YAOCTOBEPAROIAs 3alliCh.
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