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1. OOmue nogoxxeHus

1.1. Hacrosumii mnopsiiok pa3paboTaH B UENSIX ONPEACNICHUS €IUHBIX
MOJIXOJJ0B K O(OPMIICHUIO PACTIOPSIUTENBHBIX aKTOB O JIB)KEHUM KOHTHHTEHTA
oOyJaromuxcs 1 J0KyMEHTOB CTPOTOl OTYETHOCTH, €AMHOOOPA3usl BEIEHUS yueTa
HAJIM4Msl W JBWKEHUS KOHTHMHTEHTa OOYYalolUXCsi B TOCYIapCTBEHHOM
OIOHKETHOM 00pa30BaTEIbHOM  YUPEKIECHUU CpeaHEro MpodecCuoHaIbHOTO
oOpazoBanuss HoBocubupckoii ob6mactu «HoBocuOupckom mpodeccuoHalIbHO-
TIeITarOTUYECKOM KOJUISKE (Ialiee - KOJUISIK).

1.2. Hanuume © JBWKCHHWE KOHTHHTCHTA OOYydYaronuxcs ogopMIIsIeTCs
B «KHUTe TIPUKA30B O KOHTHUHTEHTE oOydwaromuxcs» (naigee — Kaura mpukason)
u andaBUTHON (MMOMMEHHON) KHUTe (MHCTPYKTMBHOE NHCbMO MUHHCTEpPCTBA
Beiciiero obpaszoBanuss CCCP ot 27 wmrons 1952 r Ne T-1-19/4660
«O0 ymopsiioYeHWH ydeTa W BEACHUHM JWYHBIX JIeJ Y4YallluXcs B CPEIHUX
CTHCIIMATILHBIX YICOHBIX 3aBEICHUAXY).

1.3. Kuura npuka3oB BeJeTCsl B COOTBETCTBUU ¢ «MHCTpyKIMeH o Topsiake
BEJICHUS KHUTH MIPUKA30B O KOHTUHIE€HTE oOy4daromumxcs» (mpunoxenue Ne 1).

1.4. AndaButHas (MIOMMEHHAs) KHHWra BEICTCSI B  COOTBETCTBHUH
¢ «HWucTpykimeir o mopsake BeaeHUs andaBUTHOW (MOMMEHHOW) KHUTH
oOyuaroruxcs» (mputoxerune Ne 2).

1.5. B komnemxe, Hapsany c¢ Kuuroii mnpukazoB Benercs <«OKypnan
perucTpanuu PUKa30B o KOHTHUHIE€HTY oOyuaroImuxcs,
B KOTOPOM JIOJDKHBI OBITh 00si3aTeNbHbIE Tpadbl: KpaTKoe COoAepk aHHe MpUKasa,
MOPSIKOBBIA HOMED MPHUKA3a, AaTa MPUKasa.

1.6. Kuuru mpuka3zoB M0 OYHOH M 3a04HOM (opmam oOydeHUs BeayTCs
pa3zenbHo.



1.7. Ilpuka3pl 0 KOHTUHTEHTE O0YyYarOUUXCsl, C LEIbI0 UX CUCTEMATU3ALMU
u ydera, GOpMHUPYIOTCA B Jejda W IOMEHIAIOTCS B OTACNIBbHYIO TamKy.
[Tpu hopmMupoBaHuU A€ HEOOXOAMMO COOJIIOIATH CIIEYIONIUE TIPABUIIA:

NOMEMIATh TOKYMEHTHI B JIEJIO B XPOHOJIOTMYECKON MOCIEA0BATEILHOCTU (HOMED,
naTa);

NOMEIIaTh B JI€JI0 OPUTHHAIBI IPUKA30B B OJHOM OHK3EMIULIPE, UYEPHOBHUKHU
IPUKA30B U JpYyrue JOKYMEHTHI B JIEJI0 HE IOMEIIAT;

XpaHHUTh J€la C MOMEHTA 3aBElCHHS W 10 MepeJayd HUX B apXHUB KOJUIEIKA
1o MecTy (P OpMHUPOBAHHUSL.

CBeneHMsl, yKa3plBa€Mble KOJUIE[DKEM IIPU  IOATOTOBKE  CTATUCTUYECKOMN
OTYETHOCTH JIOJKHBI COOTBETCTBOBAaTh KHUTE MpUKa30B.

2. Benenue muyHBIX A€l 00ydaronuxcs

2.1. Ha xaxmgoro oOyuaromierocsi BeAETCs JTUYHOE JAeNI0 (MHCTPYKTUBHOE
nucbMo MunucTepeTBa Bbiciiero obpazoBanus CCCP ot 27 wuroHs 1952 r
Ne T-1-19/4660 «O6 ymnopsno4eHHH ydeTa W BEACHUM JUYHBIX €] Yy4alluXcCs
B CPEIHUX CIHEHUATbHBIX YYEOHBIX 3aBEACHUSAX»). BeneHue JHUUYHBIX eI
OOy4YarOIINXCS PErYIUPYETCS HACTOSAIIUM MOPSIKOM.

B cootBerctBun ¢ Ilpukazom Munobprnayku Poccun ot 28.01.2013 Ne 50
«O0 yTBEepKJIEHUH MOpsJIKa MpreMa TpakJiaH Ha 00yueHHe 1Mo oO0pa3oBaTEIbHBIM
nporpaMmmam cpeaHero npodeccuoHanbHoro oopasoBanus Ha 2013/2014 yueOHbIit
roa», B JHYHOM Jeie OOydarllerocss MJOJKHBI XPaHUThCA CIEAYIOIINE
JIOKYMEHTBHI:
3asBJICHHUE O MOCTYIUICHUU B KOJUIEIK;

OpPUTMHAJI WM KOMMS JOKYMEHTOB, VYAOCTOBEPSIOIIUX €ro  JIMYHOCTb,
IPaXKJIaHCTBO;

OpUTHHAJ JOKyMEHTa TOCyIapCTBEHHOTO 00pasiia 00 o0pa3oBaHUU;

pPE3YNbTAaThl BCTYMUTENBHBIX UCIIBITAHUM, TPOBEICHHBIX B KOJUICIIKE.

[TonHbIN TIEpeueHb JOKYMEHTOB U BX ¢opMa (B TOM YHCIIEC JTUYHAS KapTOUYKa
00y4YaroIerocs ), ONpeACIISIOTCS JIOKATBHBIM aKTOM KoJuieka (mpuioxeHue Ne 3)
110 BEJICHUIO JIMYHBIX JE€J 00yJarouxcs.

B 3adBieHMM TOCTYMAIOIIKUM YKa3bIBAIOTCS CIEAYIOIIHE oO0sA3aTeIbHbIC
CBEJICHUSL:
dbamMunusi, UMl 1 0TYECTBO (MOCTEAHEE - IPU HAIMYNN );

JlaTa pOXKACHUS;

PEKBU3UTHI IOKYMEHTA, YOCTOBEPSIOIIETO €ro JIUYHOCTh, KOTJa U KEM BbIJIaH;
CBEACHHS O  MpeIblaylleM  ypoBHE  o0Opa3oBaHUs M JOKYMEHTE
00 00pa3oBaHMHM, €T0 TTOATBEPKAAIOICM;

CHEeLMANBHOCTh, [JJII OOy4YeHHMs 10 KOTOPOW OH IUIAHUPYET MOCTyHaTh
B KOJUIEJIK, C yKa3aHHUEM YCIOBUH 00ydeHus u (OopMbl NOTyYEHUs] 0Opa3oBaHuUs
(B paMKax KOHTPOJIbHBIX LIUGP MpHEMa);

HEOOXOMMOCTh MIPEIOCTABICHUS MECTA B OOILICKUTHH.

B 3agBnenun Takxke pukcupyercs (akT o3HAKOMIIEHUS (B TOM YHCIIE Yepe3
UH(OpPMAIIMOHHBIE CUCTEMbl  OOIIEro JIOCTyma) C KONUSMU  JIMIEH3UU



HAa  OCYIIECTBJIEHHE  O0pa3oBaTENbHOW  JIEATEIbHOCTH,  CBUJIETEIHCTBA
O rOCYJJapCTBEHHOM aKKpeIUTAIMU U PUIIOKEHUA K HUM.
®dakT 03HAKOMJICHUS 3aBEPSIETCS JIMYHOM MOJMUCHIO MOCTYHAIOIETO.
[ToAnKCHIO MOCTYMAOIIETO 3aBEPSETCA TAKXKE CIEAYIOIIEE:
MOJIyYeHHUE CPETHEr0 MPOPECCHOHATIEHOTO 00pa30BaHUs BIIEPBHIC;
O3HaKOMJICHHUE (B TOM YHCIIC Yyepe3 HH(POPMAITMOHHBIE CUCTEMBI OOIIEro JOCTYIIA)
C JIaTOM MpeIOCTaBICHUs OPUTHHAJIA TOKYyMEHTa 00 00pa30BaHuUU.

2.2. Tlpu mepeBome 0OyJaronuxcsi B Ipyroe oOpa3oBaTEIbHOE YUPEKICHHE
€ro JIMYHOE JIEJIO OCTAETCS B KOJUIEIKE.

2.3. Ilpu BbIOBITHM OOy4aromierocs M3 KOJUIEJAKA J0 OKOHYAHUS CpOKa
oOydeHHs] €My BBIJAaeTCs CIpaBKa 00 OKOHYaHUU COOTBETCTBYIOLIEIO Kypca
C TIEPEUUCIICHUEM TMPONJACHHBIX UM B KOJUIEKE MUCIMIUIMH, C YKa3aHUEM
uX o0beMa B Hacax M OICHOK IO KaXJOMy U3 3THUX [UCUUIUIMH, a TaKXKe
BO3BpaliaTcs (MOJ pacnucKy) IOKyMeHT 00 oOpasoBaHuu. Bce ocranbpHbIe
JOKYMEHTBI OCTAlOTCSl B JIMYHOM Jejie 00ydarollerocs, KOTOpoe B AajbHEHIIEM
B YCTAHOBJICHHOM IIOPS/IKE CIaeTCs B apXUB.

2.4. JIuuaM, OKOHYMBIIUM KOJUIEHK MM BBHIOBIBIIMM JIO OKOHYAHUS TTOJIHOTO
Kypca 00y4eHusl, BBIAAIOTCA M0 MX JKEJIAHUIO TO0J PACIIMCKY MPEJICTaBICHHbIE MU
Py TOCTYIUIEHUM JOKYMEHT 00 00pa30BaHUM C OCTAaBJICHUEM B J€J€ KOIUH,
3aBEPEHHON MOANKCHIO JUPEKTOPA U NEYAThIO.

Bce ocTanbHble JOKYMEHTBI OCTAlOTCS B JIMYHOM Jelie 00ydaroumerocs,
KOTOpPOE B JAJIbHEHIIIEM B YCTAHOBJICHHOM IMOPSIIKE CAAETCS B apXUB.

3. [lopsimok ydera BbIauu JOKYMEHTOB CTPOTOM OTYETHOCTH
(IMIUIOMBI U yJIOCTOBEPEHHUS)

3.1. Jlna perucrpauuu BbBIAABAEMBIX JOKYMEHTOB B KOJUIEIKE BEIETCS
crenuaibHas KHUTIa PErMCTPAallH BBIIABAEMBIX JIOKYMEHTOB COOTBETCTBYIOIIMX
OJJaHKOB, B KOTOPYIO 3aHOCSATCS CJIEAYIOIINE JaHHbIE:

a) TIOPSAKOBBIN PErUCTPAIMOHHBIN HOMED;

0) hbaMuiMst, UMs U OTYECTBO JIMIIA, TOJYYUBLIETO AUIIJIOM MM CBUJIETENIbCTBO;
B) HOMep (OpMBI AUIIIOMA U CBUIETEIbCTBA;

I') JaTa BbIIaYu AUIIOMA UM CBUIETENIbCTBRA;

1) HAUMEHOBAHUE CHEIUaNIbHOCTH;

€) HaMMEHOBaHUe MPUCBOCHHON KBaIM(PUKALINY;

) J1aTa ¥ HOMEP MPOTOKOJIa TOCYIAPCTBEHHOM aTTECTAIMIOHHON KOMHUCCHUU;

3) HOMED IMpHUKa3a 00 OTUYUCIECHUU 00YyHarOIIErOCs.

[locne yka3zaHus [OaHHBIX B CIEUUATBHONM KHHUre (KHUI€ PErucTpalyn)
CTaBUTCSA MOANMCH IUPEKTOpa KOJUIEIKA, BBLAAIOLIETO JOKYMEHTHI, M IOAIUCH
JMLA, MOJYYUBIIETO JOKYMEHT.

Kuurn perucTpanuu IIPOIIHYPOBBIBAIOTCS, IIPOHYMEPOBBIBAOTCA,
CKPEIUISIIOTCA TeYaTbl0 KOJUIEJpKa M XPAHATCS KaK JIOKYMEHTBl CTpPOroi
OTYETHOCTH.



Ipunoxenue 1

k [lopsiaky odopmiieHus U yueTa
HaJIM4¥sI U JBYDKCHUS] KOHTHHTEHTa
B TOCYJapCTBEHHOM OI0/DKETHOM
00pa30BaTEIFHOM YUK ICHIH
cpemHero npoeccnoHaIBHOTO
obpazoBanmst HoBocubnpcekoit
obmactu «HoBocubmpckom
npodeccroHabHO-
MeIarori4ecKOM KOJUIEIKE)

MpUKa3 OT Ne

NHCTPYKLMA
o nopsiake BeneHuss KHUru npuka3zoB 0 KOHTUHTEHTE O0YYarOIINXCS
B TOCYJIapCTBEHHOM OIO/I)KETHOM 00pa30BaTEIbHOM YUPEKICHUN CPETHETO
npodeccuonansHoro oopazopanusi HoBocubupckoit obnactu «HoBocubupckom
npoeccuoHanbHO-TIeIarOTUYECKOM KOJUIEIKE

1. Knura npuka3oB BeJIeTCs CEKpeTapeM y4eOHOM YacTh KOJUIEKA.

2. Knura mnpukas3oB sBISETCS JOKYMEHTOM CTPOTOM TOCYJapCTBEHHOMU
OTYETHOCTH U MOJJIEKUT ITOCTOSTHHOMY XPaHEHUIO.

3. B Kuury npuka3oB nMogIIMBarOTCs MPUKa3bl:

O 3audcieHuu oOydamommxcsd (BHOBb  IPHUHATHIE, IMPUEM  MEPEBOJIOM
U3 Jpyroro o0Opa3oBaTEIbHOTO YUYPEKICHHs, NMpPUEM OOydyaroluxcs W3 paHee
OTYHUCJICHHBIX);

00 oTuuciaeHMM oOOyyaroumxcs (OTUUCICHHE TIO Ppa3IMYHBIM [PUYMHAM,
B T.4. IEPEBOJIOM B JPyroe 00pa3oBaTelbHOE YUPEXKICHUE);

O BBIIyCKEe OOywaromuxcsi (MOcjae OKOHYAHMUS TIOJHOTO Kypca OOydeHwus,
10 UTOTaM MO3TAITHOW aTTECTALUN);

O MEPEBOJIE U3 TPYIIIIbI B TPYIILY;

O JICJICHUH TPYIII HA TOATPYIIHI PY U3YUYEeHUN AUCIUTIINHBL;

O CIIUCOYHOM COCTaBE€ CIIOPTUBHBIX CEKLUM, (PaKyIbTaTUBHBIX 3aHATHIA;

00 0CBOOOXAEHUH OT 3aHIATHH MO AUCHUIUIMHE: «DU3HuecKas KyJlbTypay;

O  3aKperuieHMH  TeM  KYpCOBbIX  pabOT  (MPOEKTOB),  BBITYCKHBIX
KBIM(PUKALIMOHHBIX PaboT;

O HalpaBJIEHUU Ha MPAKTHUKY;

O HaIPaBJICHUU JJISl yYACTHs B MEPOTIPUATHUSX;

00 yCcTaHOBJIEHHUHU TpahUKOB JUKBUIAIINH aKaIeMUYECKOM 3a10J5KEHHOCTH;

O Ha3HAYEHHH Ha TOCYJaPCTBEHHYIO COLIMATBHYIO (aKaIEMUYECKYI0) CTUIICHINH;

O TOCTAaHOBKE Ha TOJIHOE TOCYJapCTBEHHOE O0O0eCleYeHne CTYACHTOB,
OTHOCSIIIUXCS K KaTETOPUU JETeH-CUPOT WM HAXOISIIUXCS O] ONEKOM;

O MOOUIPEHNH (HAJIOKEHUHU AUCUUIUIMHAPHOTO B3bICKAHMUS);

O BO3JIO’KEHUU 00513aHHOCTEN CTApOCThI IPYTIIHI;

0 JI&KYpPCTBE I'PYII B KOJUIEIIXKE;

O BBIJa4€ AMIJIOMOB, TyOJIMKAaTOB AMILUIOMOB, CTYJAECHUECKUX OWJIETOB, 3aYETHBIX
KHUXKEK;

O IIPEIOCTABJICHUH aKaJeMHUECKOT0 OTITyCKa;

0 cMeHe (hamMuiIuy;

00 U3MEHEHUH paHee U3JaHHOTO IpUKa3a.



4, Kuura mnpukazoB Beaercs ¢ 1 sHBaps mno 31 pgekaOpsi TeKyIero
KaJICHJApHOTO TroJla, HyMepalus I[PUKAa30B HA4YMHAETCS C TEpBOTO HOMepa
W CTaBUTCS B BO3pacTarolleM Mnopsake. B ciemyromem KaleHIapHOM ToOay
HyMepallusl MPUKa30B B KHUTE MMPUKAa30B HAUMHAETCS C IEPBOTO HOMEDA.

5. Ilpukas3pl 0 HaMWYUM U JBUKEHUHM KOHTHMHIE€HTa OOYYAIOIIUXCS MMEIOT
CaMOCTOATEIBHYI0 HyMEPAIUIO, OTACIIbHYIO OT MPUKA30B, U3/1aBAEMBIX IO APYTUM
BOIIPOCAM U JOMOJHSIOTCS HHAEKCOM «K».

6. B mpukazax O KOHTHMHTEHTE OOYYalOIIMXCS 3amUCH IPOU3BOISATCS
[0 TPYIaM TEOPETUUECKOro 00ydeHwHsl, MohaMUIbHBINA MepeueHb 00yJaromuXCs
yKa3pIBaeTCsl B alnpaBUTHOM ToOpsjke (C TMPUCBOCHUEM TIOMMEHHOTO HOMeEpa
oOydaroniemycsi B Ciiy4ae €ro mpuema, BOCCTaHOBJIEHHS, MEPEBOAA, OTUUCICHUS,
aKaJIEMHYECKOTO OTITyCKa).

7. B Kuure mnpuka3oB He [ONyCKarOTCs HUcHpaBiieHus. JlomylieHHbIe
OLIMOKM UCHPABISAIOTCA JIOMOJHUTEIBHBIM THPUKA30M, BHOCALIUM HW3MEHEHUS
B UCIIPaBJIsiEMbIil IPUKa3.

8. Kuura npuka3oB CIyXUT OCHOBaHMEM [uIsl 3anosiHeHus [lommeHHOMU
KHUTH OOYyYaroluXcsl, a TAK)KE€ COCTABJIICHUS CTAaTUCTHUECKONM M OyXTaiaTepcKon
OTYETHOCTH.

9. B konme kamenHmapHoro rojga Kuaura mnpukazoB, chopmupoBaHHAS
B JIEJI0, IEPENAETCA B APXUB KOJUIEIKA.

10. Cekperapp y4eOHOW 4YacCTH HECET TEPCOHATBHYI0 OTBETCTBEHHOCTH
3a cOOJII0/ICHNE TAaHHON MHCTPYKIIMH.



[Ipunoxenue 2

k [Topsanxy odopmienus u yuera
HaJINYUs U IBVOKCHHS
KOHTHHTECHTA B TOCYIapCTBEHHOM
OroKeTHOM 00pa30BaTEIFHOM
YUPEXKICHUH CPETHETO
po¢heCCHOHATHFHOTO
obpazoBanms HoBocubupckoit
obnactu «HoBocubupckom
npodeccroHanbHO-
HearorndeckoM KOJUIE/IKE»

IpHUKa3 OT Ne

NHCTPYKILMA
O TIOpsI/IKE BeJcHHS an(aBUTHOM (TOMMEHHOMN) KHUTH 00YYaIOIIMXCS
B TOCYZIapCTBEHHOM OFO/I)KETHOM 00pa30BaTEIbHOM YUPEKICHUN CPETHETO
npodeccuonansHoro oopazopanusi Hopocubupckoit odnactu «HoBocubupckom
npodeccuoHanbHO-TIeIarOTUYECKOM KOJUIEIKE

1. IloumenHass kHHMra (pOpMHUPYETCS CTPOrO B COOTBETCTBHM C IPHKA3AMH
(cormacno KHure mnpukazoB) U BEAETCSI CEKpeTapeM y4deOHOl  vacTw,
OTBETCTBEHHBIM JIULIOM IO MPUKa3y AUPEKTOpa KOJUIEIKA.

2. lloumenHnas kHUTa Hapsgy ¢ KHUTOW MpUKa30B SBISETCS HOKYMEHTOM
CTPOroi roCyAapCTBEHHOM OTYETHOCTHU U MOJIEKUT MOCTOSHHOMY XPaHEHHUIO.

3. ITloumennass xuura coxepxut Tpadpel ¢ 1 mo 14 cruexyromero
HAaUMEHOBaHHUS:
rpada 1 «IlopsakoBbiit HOMEDY;
rpada 2 «IloumeHHBIN HOMEDPY;
rpada 3 «Dammnus. Umst. OTuecTBo.»;
rpada 4 «Jlata poxaeHus»,
rpada 5 «Ilomy;
rpada 6 «Anpec mpoOKUBAHUSY;
rpada 7 «/laTta u HOMep mpHUKasa 0 3aYUCICHUNY,;
rpada 8 «HaumeHoBanue npodeccun/cnenualbHOCTHY,
rpada 9 «Cpok o0yueHus»;
rpaga 10 «/lata u HOMep mpuKaza O BbIIyCKe/JaTa W HOMEp IpHUKa3a
00 OTUYHCIICHUNY,
rpada 11 «HanmeHnoBanue npodeccun o OK/kBanudukanms
0 CIELUAIBHOCTIY;
rpada 12 «HammeHoBaHME MOKyMeHTa 00 OKOHYAHHWH (JUTLIOM/CBHUIECTEIHCTBO)
HOMED U JjaTa BbIIauny;
rpada 13 «MHpopMaIys 0 3aHATOCTH BBIITYCKHUKOBY;
rpada 14 «Pa3Hbie OTMETKNY.

4. OdopmieHre MOMMEHHON KHHUTM MPOBOJUTCS Ha JucTax gopmarta A 4
U 3amojiHserca Ha AByX Jjuctax. llepBeiii jmct: rpadel ¢ 1 mo 9 — nmaHHbIE
0 3a4yucieHuu, BTopoil ymcT rpadsl ¢ 10 mo 14— maHHBIE O BBIMYCKE W pa3HbIC
OTMETKH.

5. Pa3geneHve MOMMEHHOW KHUTH Ha YacTH, MPOMYCKU CTPAHUIl U CTPOK
HE JOMYCKAeTCsl.



6. B rpade 1 npocTaBistoTcs NOpsAKOBbIE HOMEPA.

7. B rpade 2 yka3bIBalOTCSl TIOMMEHHBIE HOMEpa 00yYaromuxcs, TPUHITHIX
Ha oOyuenue. [louMeHHble HOMEpa CIEAYIOT B BO3pACTAIOIIEM MOPSIKE.
OOyyarolmuMcsi, KOTOpbIE paHee OO0y4yaluch B KOJJIEKE, ObUIM OTYHCIICHBI
W 3a4MCIICHbl JJI1 3aBepileHuss OOy4eHHs, HOBbIE TIIOMMEHHBIE HOMEpa
HE MPUCBANBAIOTCS, YKA3bIBAETCS MPEKHUM MOMMEHHBIN HOMED.

8. B rpade 3 ykaspiBaercs damuiusg, UMS, OTYECTBO OOYUAIOIIUXCS
0€3 COKpallleHHI.

9. B rpade 4 yka3zbiBaeTcs A€Hb, MECSI] U TOJl POXKACHUS 00yJarOIIUXCS.

10. B rpade 5 yka3biBaercs moi oOydaromerocs oHoi OyKBOH ISl FOHOIIEH
— «M», TSI IEBYIIEK — <GK».

11. B rpade 6 yka3biBaeTcs agpec 00ydarollerocss Ha MOMEHT MOCTYIIICHUS
B KOJUIEIK.

12. B rpade 7 yka3piBaeTcs JaTa U HOMEp IpHKa3a O 3a4UCICHUU.

13.B rpady &8 BHOCMTCS HAUMEHOBAaHUE CHEIUATBHOCTA CPEIHETO
npo(hecCHOHANBHOrO 00pa30BaHus, Ha KOTOpbIE 3auyucieH oOydaromuiics. Ilpu
peanuzanMu  OporpaMM  Npo(PEecCHOHAIBHON  MOATOTOBKH  YKa3bIBaeTCs
HauMeHoBaHue npodeccuit mo OK.

14. B rpade 9 npocraBisgercs cpok 00y4eHHUs, TPETyCMOTPEHHbIN YUYEOHBIM
TUTAHOM TIO JAHHOM CTIeUaIbHOCTH.

15. B rpade 10 yka3piBaeTcs naTa U HOMEp MpUKa3a O BBITYCKE WIM JaTa
¥ HOMeEp MpHuKa3a 00 OTYUCICHUU 00yUYaroIIerocs.

16. B rpade 11 ykaspiBaeTcss KBaM(UKAIMS MO CIEIHMATLHOCTA CPETHETO
npodeccuoHaibHOTO  oOpa3zoBaHus. Eciaum  oOywarommmcs B paMKax
oOpa3oBaTeNbHOM  HporpaMMbl  MoOJyd4eHa mpodeccusi, TO  yKa3blBaeTcs
HAaMMEHOBAHUE U TIOJIYYCHHBIN pa3psij] M0 KaKI0M U3 nmpodeccumu.

17. B rpade 12 yka3piBaeTCs HAUMEHOBAHHE BBIIAHHBIX JOKYMEHTOB
(mMIUIOM, CBUIETENIBCTBO) 00 OKOHYAHUHW KOJUIEIKA, MX HOMEpa M JaTa BBIJIAuH,
JIeJ1aeTcsl OTMETKA O MOJTYYSHUH JUILUIOMA C OTIIMYHEM.

18. B rpade 13 yka3piBaeTCs Ha3BaHWE TMPEANPHUATUS, HA KOTOPOE
TPYAOYCTPOWJICA BBIMYCKHUK (NP HAIMYUK HMHPOpPMAIMHM) WIH JENaloTCs
OTMETKH O Tmpu3biBE B psAnbl BoopyxkenHsix Cun Poccuiickoit dPexpepanum,
MPOIOJIKEHUS 00yUeHUs, CBOOOHOE paclpeiesieHue U Ipyroe.

19. B rpade 14 nenmaroTcsi pasHble OTMETKH: JABWXKCHHE BHYTPH KOJIIEIKA,
OTMETKH 00 aKaJeMHUYeCKOM OTIyCKe, CMEHE (aMIInu, A1 OTYHCICHHBIX
oOyJaromuxcs yKa3blBaeTCs TPUYMHA OTYHCICHUS, B Cllydae MepeBoja
U3 KOJJIeMKa YKa3blBaeTCs HAMMEHOBAaHUE OOpa30BaTENBHOTO YUPEXKIACHUS,
B KOTOPOE OCYIIECTBISIETCS MEPEeBOJ, I MPUHATHIX M3 paHee OTYMCIICHHBIX
JieNIaeTcsl 3aliCh «IPUHAT BTOPUYHO» M YKa3bIBaeTCsl MOMMEHHBIM HOMEp, MOJ
KOTOPBIM 0oOy4Jaromuiics: 0611 opopMIiIeH paHee.

20. B IloumeHHONl KHUTE€ HE JOMYCKAaIOTCS TMOAYMUCTKHA, MOMAapKH,
UCIPABIICHUSI C TIOMOIIBIO KOPPEKTUPYIOLIEH XUIKOCTU. JlomylieHHbIe OMNUOKU
UCOPABISAIOTCA  MyTeM  BbIUEPKUBAHUS  OIIMOOYHOM  3amUCH, HAMMCAHUS
NPaBWIBHOM 3amucu ¢ mosicHeHueM «/crpaBieHHOMY BEpUTH» WU «3amuch
OLIMOOYHA» M MOJMUCHIO TUPEKTOPa KOJUIEIKA.



22. Tloumennas Kuwura, cpopmupoBaHHas B €10, MO MeEpE 3arOTHCHHS
BTOpoit yactu (¢ 10 mo 14 rpadmr) nepenaercs B apxus.

23. Cekperapb y4eOHOM 4YaCTH HECET MEPCOHAIbHYI0 OTBETCTBEHHOCTH
3a cOOMI0ICHNE TaHHOW HHCTPYKITUH.



Ipunoxenue 3

k [Topsiaxy odopmieHus u yuera
HAJIMYUS U JBHKCHHS KOHTUHI'CHTA
B FOCY/IapCTBEHHOM OFOJPKETHOM
00pa30BaTEIFHOM YUK ICHIH
cpenHero npohecCHOHaIBLHOTO
obpazoBanms HoBocubnpcekoit
obmactu «HoBocubmpckom
npodeccoHaIFHO-TIEAArOrYeCKOM
KOJUIEIKE»

MpUKa3 OT Ne

Nuctpyknus
o nopsiake BeneHuss KHUru npuka3zoB 0 KOHTUHTEHTE O0YYarOIINXCS
B TOCYJIapCTBEHHOM OIO/I)KETHOM 00pa30BaTEIbHOM YUPEKICHUN CPETHETO
npodeccuonansHoro oopazopanusi Hopocubupckoit odnactu «HoBocubupckom
npoeccuoHanbHO-TIeIarOTUYECKOM KOJUIEIKE

1. TepmuHsbl, onpeneneHus, 0003HaYEHUS U COKPAILICHUS

1. B mensx wHacrodmen WHCTPYKIHM HCHOJB3YIOTCS CIEAYIOIINE
OCHOBHBIE TTOHSITHS:
JUYHOE JIeJI0 CTYAEHTAa - CrpYyNNHpPOBaHHAas W O(OpMIEHHAass B COOTBETCTBUU
C YCTaHOBJIEHHBIMH TPEOOBAHUAMH COBOKYINHOCTb JOKYMEHTOB, COACPMKAIIUXCS
CBEJICHUS O CTYJIEHTE (Jajee - JUYHOe JeTI0);
dbopMUpOBaHKE JMYHOTO Jieja - TPYNIUPOBAHUE MCIOIHEHHBIX JOKYMEHTOB
B JIMYHOE JIEJIO ¥ CUCTEMaTU3alusl JOKYMEHTOB BHYTPH JI€JIa;
opopmiieHHe JUYHOrO Jena - TMOATOTOBKAa JIMYHOIO Jiela K XpaHEHHUIO
B COOTBETCTBUU C YCTAHOBJICHHBIMU IIPABUJIAMU;
BEJICHUE JIMYHBIX JIeJl - KOMIUIEKC MEPOIPUITHIA MO MPUOOUICHUIO TOKYMEHTOB,
NOJUIeKAlIMX XPAaHEHHWI0O B COCTAaBe JIMYHBIX JI€d; BHECEHHUIO 3arucei
B COOTBETCTBYIOIINE al(aBUTHBIC KHUTH, HHBIC YYETHBIE (DOPMBI; IEPUOANIECKOMN
MIPOBEPKE HAIUYUS M COCTOSIHUS JTHYHBIX JEIT;
XpaHEHWe JIMYHBIX JIel - OO0ecHedyeHHe PpalMOHAJBLHOTO  pa3MeleHUs
U COXPaHHOCTU JMYHBIX J€J], BKJIKOYAs KOHTPOJIb MX (PU3UUYECKOTO COCTOSHUS,
JBUKEHHUSA, BBIJAYM BO BPEMEHHOE MOJIb30BaHUE (C MOCIEIYIOIIMM BO3BPATOM
B M€CTa XpaHEHHUS);
TeKyliee (ONmepaTuBHOE) XpaHEHHWE - XpaHEHUE JHUYHBIX Jell C MOMEHTa
UX MEPBOHAYAIBHOTO (POPMUPOBAHUS JI0 NIEpeIayll Ha apXUBHOE XPaHEHHUE;
IpOBEpKa HAJIWYMSI U COCTOSIHUSI JIMYHBIX JeNl - YCTaHOBJIEHHE COOTBETCTBUS
pealbHOTO KOJMYECTBA JIMYHBIX JEJ 3alucsiM B an(aBUTHBIX KHHUTAxX, a TaKxKe

BBISIBICHWE ~ JIMYHBIX  JIeNl,  TPeOyIOIIUX  WCHIPABICHUS  HEIOCTATKOB
ux (OpMUPOBAHUS, BEJICHUS, yUeTa U XPAHEHU.
2. NucTpykuust oOsi3aTenbHa K NMPUMEHEHUIO BO BCEX CTPYKTYPHBIX

NoJpa3/iesieHusIX KOJUIEe’)Ka, OTBETCTBEHHBIX 3a (OPMHUpPOBAHHE, BEICHUE
U XpaHEHUE JUYHBIX JeJl CTYIEHTOB (IpUeMHas KOMHUCCHs, ydyeOHas 4acThb,
OT/ICJICHUS). B obecrieueHnun JOKyMEHTO000pOoTa OTBETCTBEHHBIE
MoJpa3eiIeHuUs 00s13aHBI co0II01aTh YCTAHOBJICHHBIE HACTOSIIEN
NHCcTpyKIIMEH CPOKH
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3. CeneHusi, coaeprkaliyecs B MaTepuagax JUYHOTO Jieja CTyAEHTOB,
OTHOCSTCSL K TMEpPCOHAIBHBIM JaHHBIM U  SIBJSIIOTCS  KOH(HIECHIMAIBLHOU
unpopmarmei. [Ipu nepemaye mnepcoOHaIBHBIX JAHHBIX CTYJEHTOB HEOOXOIUMO
COOJIIOIaTh CIICAYIOIINE TPSOOBAHMUS:

HE cOO00INAaTh NMEPCOHATBHBIE TAHHBIE CTYJICHTOB TPEThEeH CTOPOHE O€3 MUCHMEHHOTO
corjacusi CTyJCHTOB, 32 HCKIIIOUCHHEM CIIy4aeB, KOTJla 3TO HEOOXOIUMO B HENAX
MPEeIYIPEKICHUS YTPO3bI KU3HU U 3[I0POBBIO CTYJICHTA, a TAK)KE B JPYTUX CIydasX,
MIPETyCMOTPEHHBIX 3aKOHOIATEIILCTBOM;

HE CO0OIIaTh TMEepPCOHATbHbIE IaHHBIC CTYJICHTa B KOMMEPYECKHX LENsiX 0e3 ero
MICbMEHHOTO COTJIACHS;

TIPEIYTIPEIUTH JIUII, TTOTyYaIOIIHX TIEPCOHATBHBIC TAHHBIC CTYICHTOB, O TOM, YTO 3TH
JTAaHHBIE MOTYT OBITh MCIIOJIb30BaHbI JIMIIb B LENSX, JJII KOTOPHIX OHU COOOIICHBI,
U TpeOoBaTh OF ATUX JIMII MOATBEPKICHHUS TOTO, YTO ATO MPABUIIO coboieHO. Jlnta,
MOJTy4Yalolie TMEPCOHANbHBIE JaHHbIE CTYJEHTa, O00s3aHbl COOJIIOJATh PEKUM
KOH(UICHIIMAITLHOCTH;

pa3pemiaTth JOCTYN K MEPCOHATBHBIM JaHHBIM CTYJ€HTOB TOJIBKO CHEIUAIBHO
YIOJTHOMOYEHHBIM JIMIIaM KOJIJIE/KA, MPU STOM YKa3aHHbBIE JIUIA JTOJDKHBI UMETh
paBO TMOJy4aTh TOJILKO T€ TMEPCOHATBHBIE JIaHHBIE CTYIEHTOB, KOTOpHIC
HEOOXOIMMBI JJIS1 BHIIOJTHEHUSI KOHKPETHBIX (DYHKIIHIA;

HE 3ampamuBaTh HWHGOPMAIIMIO O  COCTOSHMM  3JI0POBbSl  CTYJICHTA,
32 HCKIIOYCHWEM TEeX CBEJACHUM, KOTOpPBIE OTHOCATCA K BOIMPOCY
0 BO3MOJKHOCTH TOJYUYECHHS CTYJACHTOB 00pa30BaTEIBHBIX YCIIYT.

4, JIOKyMEHTBI U3 JIMYHOTO JIeJIa CTYJACHTOB WJIM UX KOTMH MOTYT OBITh
BBIIAHBI 1O  TPEOOBAHHWIO  YIOJHOMOYCHHBIX  OPraHoB,  O(GOPMICHHOMY
B YCTAQHOBJICHHOM TMOpPSAKE, B TOM YHCIE: OPraHOB MPOKYpaTypbl, JIO3HAHUS,
CIIEZICTBUS U CyJIa, aIBOKATYPhl, MUTPAIIMOHHON CITY>KOBI M IpYTHX. 3amparinBaeMas
uHpopMaIKs TPEeNoCcTaBiIsieTcss B o0beMe, HE MPEBBIIIAIONIEM 00beM 3arpoca.
3anpammBaeMas uH(QOpMAIUs MOXKET OBITh MPENOCTaBICHA TOJBKO IOCIE
MOJIYYE€HUSI COOTBETCTBYIOIIETO Pa3pelIeHus] OT AUPEKTOpa KOJUIEIKa.

S. OpuruHajiel JTOKyMEHTOB M3 JIMYHOIO JIeda CTYJIEHTOB BBIJAIOTCS
1o onmcu. [Ipu 3TOM B 1€710 IPUKIIAABIBAECTCA KONUS BBIIABAEMOTO JOKYMEHTA.
6. JIluta, BUHOBHBIE B HAPYLIEHWW HOPM, PETYJIUPYIOLIUX IMOJy4YEHHUE,

00pabOTKy W 3aIllUTy MEPCOHAIBHBIX JIAHHBIX CTYJIEHTOB, HECYT OTBETCTBEHHOCTH
B MOPSIJIKE, YCTAHOBJIEHHOM 3aKOHOAATEIIbCTBOM.

2. Iopsinok popMHupoBaHUS TUYHBIX [ IPU MOCTYIJICHUH

7. Jluunoe gemno abuTypueHTa (POPMUPYETCS B TPUEMHOW KOMHUCCUU
B COOTBETCTBUM C JCHCTBYIOIIMMHU TMpaBUiaMH IpUEMa U TOJOKEHUEM
O IPUEMHON KOMHUCCHHU.

8. AOutypueHTy BBIJAaeTCS paclucka O TpUeMe JTOKYMEHTOB
C yKa3aHUEM IMOJHOTO MepeyHs BCeX CAAHHBIX UM IOKYMEHTOB.

9. Bce cBegeHus 00 aOUTypueHTE UICHAMU MPUEMHOW KOMHCCUU
3aHOCATCS B 0a3y naHHbIX. OTBETCTBEHHOCTHh 3a (OPMHUpPOBAHHME U BEJICHUE
JMYHBIX 7€)1 aOUTYPUEHTOB BO3JIaraeTcsi Ha OTBETCTBEHHOI'O CeKpeTaps MPUEeMHON
KOMUCCHUHU.
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10. Jluuynble pena 3a4MCICHHBIX AaOUTYpPHUEHTOB TNPUEMHAs KOMHUCCHS
nepeiaeT Mo akTy CeKperapio y4deOHoW udacTu, He mo3fHee, yem 3a 10 nHei
0 Hayaja y4yeOHoro rojga. Ha mMomeHT mepenayu JMYHOTO JieJla OHO JOJHKHO
coJlepKaTh CIETYIONINE TOKYMEHTHI:
00s13aTeNIbHBIC TOKYMEHTHI:

Ne HanmenoBanue nokymeHra

/T

1. | omuch JOKYMEHTOB JieJia

2. | 3asBJICHHE aOMTypUEHTA

3. | TOKyMeHT 00 oOpa3zoBaHuHU (aTTecTaT 00 OCHOBHOM OO0IleM OOpa30BaHHH,

aTTecTaT o cpeaHeM (MOJHOM) 00IIeM 00pa30BaHMH, JUIUIOM O CPEIHEM
podheCCUOHAIBHOM 00pa3oBaHUU, JAIIIIOM 0 Ha4YaJIbHOM
npodeCCHOHAIbBHOM 00pa30BaHMM, ITUIJIOM O BBHICIIEM OOpa3oBaHUU,
aKaJeMUJecKas CIpaBKa)

KOIUs JOKyMeHTa 00 o0pa3oBaHuU

3 gotorpadun pazmepom 3*4

JOKYMCHTBI JJIA a6I/ITypI/ICHTOB, HMCIOIUX JIbI'OTHI IPH IMOCTYIIJIICHUH

KOIIHW:A ITaCIIOpTa, 3aBCPCHHAA HpI/ICMHOﬁ KOMUCCHEH

MeJUITMHCKas cripaBka ¢hopma 0-86y, Komusl IPUBUBOYHOTO cepTU(hHUKaTa

© 0N O

3K33M€H3L[PIOHHI>II>1 JIUCT

10. | muCEMeEHHBIE pa6OTBI MO0 BCTYNHUTCIILHBIM HCIIBITAHHUAM B COOTBETCTBHH C
9K3aMCHAIIMOHHBIM JIMCTOM

11. | BeIMKMCKA U3 MTPUKaA3a O 3a4YMCICHUU

JOITOJIHUTCIIbHBI JIOKYMCHTBI:

1. | moroBop Ha OKa3aHWeE MJIATHBIX 00Pa30BaATEIbHBIX YCIYT

2. | IOTOBOp HAa IIEJICBOU MpHUEM

3. | KOomusA CBHUIETEIhCTBA O 3aKIIOYCHUU Opaka, WHBIE JTOKYMEHTHI,
NOATBEPKAAIONINE CMEHY (paMuiuu

4. | xapakTepucTHKa

11. [Ipu mepeBoe cTyaeHTa, 00ydaBIIETrocs B APYroM o0pa3oBaTeILHOM
yapexaeHur, (OPMUPOBAHUE JIMYHOTO Jejia OCYIIECTBISETCS CEKpeTapeM
yaeOHo# yactu. [Ipu 3TOM B TUYHOM J1eTie TOHKHBI OBITH CIACAYIONINE TOKYMEHTHI:
3asIBJICHUE O 3aUMCIICHUU TIEPEBOJIOM,

JIOKyMEHT 00 00pa30BaHUMU.

aKaJeMUYeCcKasi CIpaBKa, BhIJIAHHAS 00pa30BaTEIbHBIM YUPEKICHUEM, B KOTOPOM
CTYACHT 00ydJascsi panee, opopmiieHHas! B YCTAHOBJICHHOM TOPSIZIKE;

MIPUKa3 O 3aUMCIICHUH;

3 portorpaduu pazmepom 3x4;

JIOTOBOP HA OKa3aHME TUIATHBIX 00pa30BaTENbHBIX YCIYT (MPU HATUYHUH);

12.  JluuHble Aena HE 3aYMCICHHBIX A0UTYPHEHTOB XPAHITCS B MPUEMHON
KOMHUCCHH 6 MecsAIleB, a 3aTeéM YHHUYTOXKAIOTCS B YCTaHOBIEHHOM TMOPSIKE.
[TonmMHHUKY HEBOCTPEOOBAHHBIX JTOKYMEHTOB 00 0Opa30BaHWU IOCIE HIBITHS
U3 JTUYHBIX JIC]T IEPEIAF0TCS B apXUB KOJIJIEAKA 110 OTHMCH JIJIST XPaHEHUS.



