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o

1. O0mue nos1okKeHUus

1.1. Ilonoxenue o mopsake OGOPMIICHHS, yYeTa HAIMYUS M JBIDKEHHS
KoHTHHreHTa obydaromuxcsi ['BIIOY PK «Cumdepononsckoe My3BIKAIBHOE
yunnuine uMm. ILM. YaiikoBckoro» (majee 1O TEKCTy COOTBETCTBEHHO -
[Tonoxenue, Yuunuiie) paspaborano B cooTBeTcTBUM ¢ DeiepalbHbIM 3aKOHOM
or 29.12.2012 roga Ne 273-®3 «O6 obpaszoBanuu B Poccuiickoit ®enepamum»,
ITpuxasom MunncrepcTBa o6pa3oBanus u Hayku Poccuiickoii @enepanuu Ne 455
ot 13 mrons 2013 r. «O6 yrBepxnenun Ilopsiika ¥ OCHOBaHMH IPENOCTABIECHHS
aKaJIeMU4YeCKOIro OTIIyCKa O0ydYaroluMcs», AEWCTBYIOIMME 3aKOHOAATETbHBIMU
aKTaMu B cepe oOpa3oBaHus, YcraBoM Yuminiia, HactosumM [Tonoxenuem.

1.2. Tlonoxenue pa3paboTaHo B MLeNsAX OOECHEYEHUs] OPraHM3allMd U
KOHTPOJISl 3a JBH)KEHMEM KOHTHMHIECHTA, a TaKkXe Uil OIpeJeeHHs eIUHBIX
TI0/IX0/10B K OOPMIICHHIO ydeTa HAIUYHS U IBYDKEHUS KOHTUHIEHTA.

2. lMopsinok oopmiIeHHs H XPAHEHHS AOKYMEHTANMH 110 YYETY HAJIHYHSA U
ABH/KEHHI0 KOHTHHIE€HTA

2.1. B Vuumume Haqu4ue ¥ [BIKEHHE KOHTHHIEHTa OOYyYarOIIUXCs
opopmisercss B Kuure npuxazos, AndaButHoil kuure u KuHure perumcrpanuu
BBIIaYy JUIUIOMOB BBIITYCKHUKAM.

2.2. Knvra nprka3oB BeeTcss B COOTBETCTBUM ¢ MHCTpykumeil o mopsjake
BeneHusi Kuuru nprkaszoB o koHTHHTeHTe 00yuaromuxcs (IIpunoxenne Ne 1).

2.3. AndaBuTHas KHUTa BeIeTCSA B COOTBETCTBHM ¢ MIHCTPYKIMEH O MOpsIKe
BeJeHus1 AndaBuTHON KHUTH oOyvatoumxcs ([Tpunoxenue Ne 2).

2.4, KHure perucTpauiy BbIJay¥ JUIUIOMOB BHITYCKHHKAM BeIETCS B
cooTBeTCTBUM ¢ MHCTpyKuumei o nopsiake BeneHuss KHUTH perucrpaldd BbIAAYH
nuruioMoB BeiyckHuKaMm (IIpunoxenue Ne 3).

2.5. B VYuunume, wHapaxy ¢ Kuawroéi mnpukaszoB Bexercs <«OKypuan
PETUCTPalK IIPUKA30B 10 KOHTHHIEHTY OOYYaloIIUXCsS», B KOTOPOM JOJDKHBI
OBITE OOs13aTenbHbIe Ipadbl: KpaTKoe COIAEepKaHHWe IPHKa3a, MOPIAKOBEIA HOMED
IpUKa3a, 1aTa npuKasa.

2.6. Ilpukasel 06 KOHTHHT€HTE OOYYAIOLIMXCS, C LEIBI0 MX CHCTEMATU3AIHH
U ydera, (GOPMHPYIOTCS B JeJia ¥ IOMEMAIOTCsS B OTAEIBbHYIO Mamnky. Ilpu
(opMupoBaHUH [T COOIIONAIOTCS CIIELYIOIIME PABUIIA;

- TPYIIIIMPOBATh B EJIO0 IIPUKA3bl OJHOTO KaJeHAapHOTrO roja;

- TOMeEIIaTh IPHKa3bl B JEJI0 B XPOHOJIOTMYECKOW I1OCIIeI0BaTEeIbHOCTH
(Homep, nata);

- TIOMEINATh B JIEJI0 OPUTMHAJbl NPUKA30B B OJHOM 3K3EMIUISpE, XPaHUTh
Jiea ¢ MOMEHTa 3aBEeICHUS M [0 Iepeladyd UX B apXvMB YUWIHINA [0 MECTY
(bopMHUPOBaHHUSI.

2.7. CBenenusi, yka3blBaeMble YUHIIMIIEM I[P TMOATOTOBKE CTATHCTHYECKOM
OTYETHOCTH JIOJDKHBI COOTBETCTBOBAaTh KHHIre IprKa30B.



[Tpunoxxenue Ne 1

NHCTPYKIUSA
o nopsiake Benenusi KHUru NpuKa3oB 0 KOHTHHI€HTE 00yYa0IUXCS

1. Kuvra npuka3oB B YUuIuiie BeieTCs ceKpeTapéM ydeOHOM 4acTu.

2.Kuura mnpuKazoB SBISETCS TOKYMEHTOM CTPOTOHM TOCYIapCTBEHHOM
OTYETHOCTH U MOJJIEKUT ITOCTOSHHOMY XPaHEHUIO.

3. B Kuure npuka3oB GUKCUPYIOTCS IPUKA3BI:

- 0 3aYHUCIIEHHH OOydJaroImuxcsi (BHOBb IPHUHSATHIE, IIPUEM IIEPEBOJIOM U3
Apyroro 00pa30BaTENHHOIO YUPEXIEHHs, NpHeM OoOydJaloluMXCcs U3 paHee
OTYHCJIEHHBIX);

- 00 oruwcieHur obydaromuxcs (OTYMCIEHHE 10 Pa3InYHbIM IIPHYUHAM, B
T.4. TIEPEBOJIOM B JIpyroe 00pa3oBaTeIbHOE YUPEKACHHE);

- O IIPeIOoCTaBICHUH aKaJeMUYECKOI0 OTILyCKa,

- 0 cMeHe (haMUIHH;

- 00 U3MEHEeHUHU paHee U3TaHHOTO IPUKa3a.

- 0 HOOUIPEHHUSX, B3ICKAHHUAX U IO APYTUM BOIIPOCAM.

4, Kaura mnpuka3oB Begercs ¢ | sHBaps mo 31 pgexabps TeKyluero
KaJIeHJIapHOTO Tojla, Hymepalus NpUKa30B HAayUMHAETCS C IIEPBOIO HOMepa U
CTAaBUTCS B Bo3pacralolmieM nopsnke. B ciuenyromeM KajleHIapHOM ToAy
HyMepalys MprUKa30B B KHUIe MPUKAa30B HAYMHAETCS ¢ IIEPBOrO HOMeEpa.

5. Knura npuKasoB CIY)XHUT OCHOBaHHMEM [UIsi 3alloMHEHMs AJ(paBUTHOM
KHWI'M CTYJEHTOB, @ TaK)Xe COCTaBJIEHHS CTAaTUCTUYECKOM M OyXraiTepcKoi
OTYETHOCTH.

6. B xonie kanengapHoro roga Kaura npuka3os, cOpMUpOBaHHas B €O,
nepeaeTcs B apXyuB Y YMIIUILA.

7. Cexperapp ydeOHOW dYacTM VYduiaulia HECeT IEPCOHAIBHYIO
OTBETCTBEHHOCTH 3a COOJIOJIEeHUE JAHHOW MHCTPYKIUH.



IIpunoxenue Ne 2
NHCTPYKIUSA
0 mopsiike BeJeHUs! AI(paBUTHOH KHUI'H U 00y4aIOLIHXCSI

1. AndaButHas kHUra GOPMHUPYETCS CTPOrO B COOTBETCTBHM C NPHKA3aMH,
corinacHo Kuure npukasoB, u Benercst cekpeTapéM yueOHOM yacti. CBeneHus 110
oOyvaromuMmcss B AJN(aBUTHYIO KHHIY 3aHOCATCS COIVIACHO JIMYHOMY Jely H
CBEICHMSM, YKa3aHHBIM B JpPYTrUX AOKyMEHTaX: JeHb, MECSAL, T'oJi POXICHHS,
aZipec MecTa IIPOKUBAHHUS.

2. AndaBuTtHas KHHUra Hapsgy ¢ KHHroil mpukasoB sSBISETCS IOKYMEHTOM
CTPOrOi rocyJapCTBEHHON OTYETHOCTH W MOMJIEXXUT XPAHEHHIO B T€YEHHE 75-TH
net. I1pu cMene nupekropa AndaBuTHas KHUTA TIEPEIAETCs 110 aKTy.

3. AndaBuTHas KHUra comepxur rpadsl ¢ 1 mo 10 cuexyromero
HaUMEHOBaHUS

- rpada 1 «IlopsakoBsIil HOMEPY;

- rpacda 2 «PaMunus, UMs, OTYECTBO OOYUAIOIIETOCS;

- rpada 3 «/lara poxaeHus»;

- rpada 4 «ITom»;

- rpada 5 «CrenuanbHOCTb, Kypey;

- rpada 6 «/lata u HOMep IprKa3a 0 3a4YKCIEHUM 00YJAOIErOCs»;

- rpada 7 «Anpec IpOXKUBAHUS 00YYAIOLIETOCS;

- rpada 8 «JlaTra BEIOBITH»;

- rpada 9 «/lara u HOMep mMpHUKa3a O BEIOBITUNY;

- rpada 10 «IIpuarHB! BEIOBITHS.

4. Paznenenue AndaBUTHOM KHUTH Ha YaCTH, IPOITYCKH CTPAHHUI] U CTPOK HE
JIOITyCKaeTCsl.

5. B rpade 1 npocTaBnsroTCs OPSAKOBEIE HOMEDA.

6. B rpade 2 yxaspiBaercs GaMmius, ¥WMs, OTYeCTBO oOydaromuxcs 0e3
cokpameHuii. OOyuaromuecss 3aHOCATCS B CIIMCOK B al()aBUTHOM IOPSJIKE,
HE3aBHCHMO OT I'PYIII U CIIELUAIBHOCTEM, B KOTOPBIX OHU y4aTCs, HE3aBHCUMO OT
TOr0, KOTJia OHHM IOCTYIIMJIX B OOpa3oBaTelbHOE yupeXJeHHe - BHAYaje WM B
cepeauHe yueOHOro roja.

7. Qs xaxnod OykBbl andaBuTa OTBOIMTCS OTHAEIBHBIE CTPAHMIBI M TIO
Ka)kJ10i OyKBe BEIeTCs CBOS MOPSIAKOBAsk HyMepaIlysl.

8. B rpacde 3 yka3bIBaeTcs AeHb, MECSII U IO POXKIECHHS 00YYArOIIHXCSL.

9. B rpade 4 yxa3piBaeTcst o1 00y4aroImerocst OAHOM 6yKBOM IJIs IOHOLIEH
- «M», Ui JEBYIIEK - «XK».

10. B rpade 5 BHOCHUTCS HaMMEHOBAaHHE CIELUAIBHOCTH CPEIHETO
npoeCcCHOHABHOIO 00pa3oBaHUs, HAa KOTOpHIE 3adykcieH oOydaromuiics. Ilpu
peanusanMy  [porpaMMm  Npo(eCCHOHANIBHOM  TOATOTOBKHA  yKa3bIBaeTCH
HauMeHoBaHue npodeccuii mo OK.

11.B rpade 6 yka3piBaeTcsi gaTa ¥ HOMEp IpHKa3a O 3aYHCIECHUH
oOyJarorierocs.



12. B rpady 7 BHOcUTCS NOApPOOHBIN agpec OOydYaroIIErocs Ha MOMEHT
IIOCTYIUICHUS B Y YMIIHIIIE.

13. B rpade 8 npocraBnsiercs: naTa BBIObITHS (OTYHCIIEHHUS) O0YUYArOIIErOCs
U3 YUUIIUIIA.

14.B rpade 9 yka3zpiBaeTcs Jara W HOMEp IIpHKa3a O BBIOBITHH
(oT4ncieHun) 00yJaroIerocs.

15.B rpade 10 ykassiBaeTcsi TPHYHUHBI BBIOBITHS  (OTYHCIICHHMS)
obyuaromerocsi. OTO MOTYT OBITh: COOCTBEHHOE JKEJaHWe OOydYaroIerocs,
HEYCIIEBA€MOCTh, IIPOIIYCK 3aHSATUN, HEBBIXOJ W3 aKaJIeMHYECKOro OTITyCKa,
HeIoralleHHas akaJeMudeckast 30 KeHHOCTh U T.]I.

16. AndaButHas Knura IIOCTPaHUYHO IIPOHYMEPOBBIBAETCS,
IIPOIIHYPOBEIBAETCS, CKPEIUIAETCS ITeYaThio Y YUIIHINA U TIOITUCKHIO JUPEKTOPA, 0
Mepe 3alrOIHEHHUS IPUKA30M 110 YUPEKACHHIO TepeiaeTcs B apXuB YUpexIeHusl.

17. Cexperapp y4eOHOM 4YacTH HeCeT MEPCOHAIBLHYIO OTBETCTBEHHOCTH 3a
coOmoieHe TaHHOW MHCTPYKIIUH.



IIpunoxenue Ne 3
HHCTPYKIIUSA
0 nopsiike BeAeHus KHMIM perncrpanun Bulgaum JMIIOMOB
BBINYCKHHKAM

1. KHura perucrpanuu BeImauM AUILIOMOB BBIITYCKHUKaM (OpMHUpPYeETCs
CTPOTO B COOTBETCTBMM C INpHKa3aMM, cOraacHO JKypHaily mpukas3oB, U BemeTcs
CeKperapéM  l'oCynapcTBEeHHOM  MTOroBOH  arTecTaluw. CBenmenuss 1o
00yJaroIMMCsl 3aHOCATCS COTJIACHO JTUYHOMY Jielly M CBEIEHHSM, YKa3aHHBIX B
APYTHX NOKYMEHTaX: [€Hb, MECHL, IOJ POXIEHHs, CBEJCHHS O BHIIAHHOM
AOKyMEHTe roCyIapCTBEHHOTO 00pasna.

2. KHura perucrpanyu BBIJAYH  JIMIIOMOB BBIIyCKHUKAM Hapsay cC
XKypHanom npuka3oB sBisieTcs JAOKYMEHTOM  CTPOrOH roCyIapCTBEHHOM
OTIETHOCTH M MOIJICKUT XpaHEHHIO B TedeHue 75 yer. Ilpu cmeHe mupextopa
Kuura perucrpanuu BeIgauu IurioMoB BBIITYCKHMKaM IIEpeIaeTCs MO aKTy.

3. Knura peructpanuy BhIIauu QUIIIOMOB BBIITYCKHMKaM COJEPXKHUT rpadsl
¢ 1 mo 18 cnexyromero HauMeHOBaHUS:

- rpaga 1 «ITopsakoBsIii HOMepY;

- rpada 2 «PerucTpalroHHbIH HoMepy;

- rpada 3 «Pamunusny;

- rpada 4 «msy;

- rpada 5 «OruecTBOX;

- rpada 6 «Cepust GaHKa TUTIIOMAY;

- rpada 7 «Homep Giianka gurmiomay;

- rpada 8 «Cepust 6aHKa IPHUIOXKEHHS K TUILIOMYY;

- rpada 9 «Homep Granka npuioxkenus k JTUILIIOMY»;

- rpada 10 «Jlara Bemaum JUATLIIOMAa,;

- rpada 11 «HaumenoBauue CIIELIUAITBHOCTIY;

- rpada 12 «HaumeHoBaHue IPHCBOEHHOM KBTI (DHUKAITANY;

- rpada 13 «/lata nporokona I'AK»;

- rpacpa 14 «Homep u nata npukasa 06 okoHUaHHH YUUIIUILIA U
IIPUCBOEHHS KBATH(DUKALIUNY;

- rpada 15 «/lata poxnenns»;

- rpaca 16 «O6pa3oBaHue MpU IIOCTYILIEHANY;

- rpada 17 «/luminoM ¢ otuauem» (ipu HAIMYUN);

- rpada 18 «IToamucs v, KOTOPOMY BLIAH JOKYMEHT).

4. Obopmnenne Kuuru PETUCTpalK BBIZAYM JUIZIOMOB BBIITYCKHUKAM
NPOBOJMTCA Ha JIMCTaX opmaTa A4, B atbGOMHOM (opMare.

5. Paznenenne Kuuru pervcrpanuy Bblmaym mUIIOMOB BBIITyCKHUKAM Ha
YacCTH, TIPOITyCKU CTPAHUIL ¥ CTPOK HeE JOITyCKAETCH.

6. B rpade 1 mpocrasusrorcst mopsaKoBbie HOMepa.

7.B rpade 2 yKa3bIBAaIOTCS pPErHCTPALMOHHBIE HOMEpa JUIUIOMOB.
Peructpanuonnsiii HomMep cnemyer B Bo3pacraromiem nopsiake. Hymeparus



HAYMHACTCA OT IOCJIEHEr0 PEruCTPalMOHHOTO HOMEpa BBIMYyCKHHKA IPOILIOrO
roja.

8. B rpadax 3, 4, 5 ykassiBaercs paMuiiusi, UMsi, OTIECTBO BBHITYCKHHKOB
Ge3 cokpameHui. BbimyckHuky 3aHOcsATCSs B KHMry perucrpanuu BHIIAYH
AWIUIOMOB IO CIIELHAIBHOCTSAM, B andaBUTHOM mopsake. Damunus, uUMs U
OTYECTBO (IIPH HAINYHMH) BBITYCKHUKA YKA3bIBAIOTCS TIOJHOCTHIO B COOTBETCTBHH C
NaclopTOM HJIM IPH €ro OTCYTCTBUHM B COOTBETCTBHH C HHBIM JIOKYMEHTOM,
YIOCTOBEPSIOLIMM JUYHOCTH BBITYCKHHUKA.

9. B rpadax 6,7,8,9 BHOCSTCS cepusi OaHKa JUILIOMa, HOMEp JHUILIOMA, a
TalOKe cepusi OJlaHKa NPHIIOKEHUS K AUIUIOMY ¥ HOMep OJIaHKa MPUIIOKEHHS K
AUIUIOMY. OTH JaHHBIE Y€ 3apaHee NPOHyMEPOBaHbI HA YHCTBIX OJIaHKAX
JUIIOMOB.

10. B rpade 10 yka3siBaercs gaTa BbIAaYM TUTLIOMA.

11. B rpady 11 BHOCHTCS HaWMeHOBaHWE CIIENUATHLHOCTH CPEIHETO
NpO(eCcCHOHATFHOTO 00pa3oBaHKs, Ha KOTOPYIO 3a4dcieH obydarommiics. Ilpu
pealusallud  OporpaMM  NPOQECCHOHATBHONW  MOATOTOBKM  YKA3bIBAETCS
HauMeHoBaHue nmpodeccuii mo OK.

12. B rpade 12 yxa3piBaeTcsi HaUMEHOBaHHE TIPUCBOECHHOM KBATH(DUKAIIAH
0  CHELHAIBHOCTH CpeJHEro NpodecCHOHANBHOro obOpasoBanus. Eciu
00y4aromuMcs B paMKax Hpo(GeCCHOHATBLHOM MOATOTOBKU IIONYYEHO HECKOJIBKO
npodeccuii, To yKa3blBaeTCsi HANMEHOBAHHUE 10 KaXKI0H Mpodecch.

13.B rpade 13 yxasbiBaercs mata mpoTokona I ocymapcTBEHHOM
aTTECTAl[MOHHOM KOMHCCHH.

14.B rpade 14 yka3biBaeTcs gara ¥ HOMEp IpHKaza 00 OKOHYAHWH
YUYWIIHIIA U IPUCBOCHUH KBAIU(UKAIIUH 00YYarOIIerocs.

15. B rpade 15 ykassiBaeTcs jeHb, MeCsIl ¥ T'OJ] POXK/IEHHS BBIITYCKHHUKOB.

16. B rpady 16 BrnuceiBaeTcst 06pa3oBaHUe BHITYCKHHMKA Ha TOT MOMEHT,
Korga OH Obul 3auuciaeH B yuwiuige (oOpa3oBaHMe @pU IOCTYIUIEHHH).
VYKa3biBaeTcs, Kakol arTecTar ObUI MOJy4YeH — 00 OCHOBHOM OOLIEM WM O
cpeaHeM o01ieM 00pa30BaHUK M IO/l IIOJyYEHHs aTTeCTaTa.

17.B rpade 17 nmemaroTcsi OTMETKHM OTHOCHUTENIHHO TE€X BBITYCKHHMKOB,
KOTOPBIE IOJTYYUITN TUILIOM C OTITHYHEM.

18.B rpade 18 - nommmcek nmia, KOTOPOMY BBIZIaH IOKYMEHT (€Ciu
JOKYMEHT BbIZaH JIMYHO BBITYCKHHUKY JHOO IO OBEPEHHOCTH), JHUOO Jara H
HOMEp IOYTOBOTO OTIpaBJIEHHs (€CIH JOKYMEHT HalpaBlieH 4Yepe3 OIepaTopOB
IIOYTOBOM CBSA3M OOIIEro MOJIb30BaAHM ).

19. JIuCTBI KHUTH perucTpaliii IPOHYMEPOBHIBAIOTCS; KHUTA PETUCTPALIUM
NPOIIHYPOBBIBAETCSH, CKPEILISETCS IIe4aThio O0pa30BaTeNbHOM OpraHU3alud C
yKa3aHWeM KOJIMYeCTBa JIMCTOB B KHUI'€ PETUCTPALlMM U XPAHUTCSA KaK JOKYMEHT
CTPOrO¥ OTYETHOCTH.

20. Cexkperapp [MA HeceT mepCOHANBHYIO OTBETCTBEHHOCTH 34
cobioieHre TaHHOW HHCTPYKIIHH.
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