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1. O01mue mos0KeHUu

1.1. Jdannoe IlonoxeHue ABnseTCs JIOKAIBHBIM HOPMaTUBHBIM akToM ['AOY
AO BO «AcTpaxaHCKuUil apXHUTEKTYPHO-CTPOMUTENIbHBI YHHBEPCUTET» (najee -
YHUBEPCUTET) U YCTAHABIMBAET €AMHbIE TPEOOBaHUA K (POPMHUPOBAHUIO, BEICHUIO U
XPaHEHHUIO JINYHBIX J1e] 00ydaromuXxcs, OCBauBAIOIIMX OCHOBHBbIE 00Opa30oBaTEIbHbIC
MPOrpaMMbl BbICIIETO 00pa30BaHUs B YHUBEPCUTETE.

1.2. Hacrosimee Ilonoxenue pazpaboTaHO B COOTBETCTBUU C JICUCTBYIOITUM
3aKoHOJaTeNnbcTBOM Poccuiickoit ®enepanuu B obnactu 00pa3zoBaHuUsi, YCTaBOM
yHuBepcurera, [Ipapuinamu npuema n MHCTpykuuen no nemonpousBoActsy B TAOY
AO BO «AcTpaxaHCKUI apXUTEKTYPHO-CTPOUTEIbHBIA YHUBEPCUTET.

1.3. [Tonoxxenune 00sA3aTENIBHO K MPUMEHEHUIO BO BCEX CTPYKTYPHBIX
noJipa3fiejeHUsIX YHUBEPCUTETa, OTBETCTBEHHBIX 3a (OPMHUpPOBAHUE, BEACHHE WU
XpaHEHUE JTMYHBIX JIe] 00y4arOIIHUXCS.

1.4, HWudopmanus u3 JIUYHOrOo Jeja OOy4arolmerocs OTHOCHTCA K
NEPCOHAIBHBIM JAHHBIM U HE MOKET MEPEAABATHCSA TPETHUM JIMIAM 32 UCKIFOYEHUEM
CIIy4aeB, IPElyCMOTPEHHBIX 3aKOHOAATEIbCTBOM.

1.5. Kontponps Hax ucnogHeHreMm Hactosiuiero IlonoxeHnus Bo3naraercs Ha
HavaJIbHUKA CTYJEHYECKOT0 O10pO.

1.6. B obecrnieueHUn JTOKYMEHTOOOOpPOTa OTBETCTBEHHBIC MOPA3IACICHUS
o0s3aHbl  COOJIOJATh  YCTAHOBJEHHbIE  HacTosmuMm  [lomoxkeHneM  CpoOKu
(ITpunoxenue 1).

2. ®opMupoOBaHUE TOKYMEHTOB JMYHOIO JeJia

2.1. JIuyHO€ J1e71I0 — COBOKYIMHOCTH JOKYMEHTOB, COAEPKALIUX CBEJICHHS 00
oOydaromemcsi B yHuBepcutere. Kaxxnoe nuuHoe neno (hopMupyeTcs B OTAEIbHOU
nanke. Ha o0nosxke nenarorcs OTMETKH: HOMEp Jena, haMuins, uMsi, OTYECTBO.

2.2. Ha xaxmoro mocTymaromiero B yHuBepcuteT B [IpuemHON KomMuccHH
3aBOJIUTCS JTMYHOE 0 aOuTypueHTa. AOUTYPHEHTY BBIJACTCS PACIKCKa O MPUEME
JOKYMEHTOB C YKa3aHHEM TOJHOTO MEPEUHsI BCEX CJAHHBIX UM JJOKYMEHTOB.

2.3. Jlmuaple nenma (C  KONMUSAMHM JOKYMEHTOB) aOMTYypHUEHTOB, HE
3aUMCIICHHBIX B YHUCJIO OOYYalONIUXCS YHHBEPCHUTETa, pPacOPMHPOBLIBAIOTCS H
VHUYTOXAIOTCA padoTHukamu [IpremMHON KOMHCCHHM B TEUYEHHE HENENTH J0 Hadaia
y4eOHOr0 To/1a.

2.4. Jlnunpie nenma (C OpWTMHAIaAMU JOKYMEHTOB) aOWTYypHEHTOB,
3aUMCIICHHBIX B YWCJIO OOYYArOMIMXCA YHHUBEpCUTETa, rnepeparorcs u3 [lpuemHoi
KOMHCCUU B CTyJEHUECKOoe Opo MO akTy npuema-nepenayu. JlanpHeuinyro
OTBETCTBEHHOCTh 32 BEJCHHE W COXPAHHOCTb JHUYHBIX JI€J1 HECEeT HayalbHUK
CTYJI€HUYECKOTO O0pO.

3. CocTaB JMYHBIX AeJ 00y4aHIIUXCH
[Ipu nmepenaue NUYHBIX A€l OOyYaroUIMXCs, MOCTYMHUBIIMX Ha OOy4deHUE B
YHUBEPCUTET U3 NPUEMHON KOMHUCCUH B CTYJIEHUECKOE OI0pO, B COCTaB JIMYHOTO JIeJia
00yyarolerocst JOJKHbI BXOAUTH CIEAYIONIUE JOKYMEHTHI:



*  MOJIJMHHUK IOKYMEHTOB 00 0oOpa3oBaHuUU (aTTecTar O CpeaHEM OOIIeM
(moxHOM) OOpa3oBaHUU, IUIJIOM O HAYaJbHOM MNpPOdecCHOHAIBHOM 00pa30BAHMH,
IUIUIOM O CcpeaHeM Mpo(ecCHOHaIbHOM O00pa30BaHMM, JWUILUIOM O BbICHIEM
0o0pa3oBaHUN);

*  pesynpTaThl EI'D nim BHYTPHBY30BCKOTO TECTHPOBAHMS;

*  3agBJICHUA HAa UM PEKTOpa O JOMYCKE K BCTYMHUTEIbHBIM HCIIBITAHUSAM, O
BOCCTaHOBJICHUH, O TIepeBojie u3 apyroro BY3a u T.11.;

*  aHKeTa aOUTYpHUEHTA;

. MEIMIIMHCKAs CTIpaBKa W KON cepTu(dukara o MpUBHUBKAX (€CIH 3TO
HEO0OXO0INMO);

* pacmmucka O MPUHATHIX JOKYMEHTaX;

* DK3aMEHAIlMOHHBIH JIUCT;

* 710roBOp (7151 aOUTYpPUEHTOB, MOCTYMAIOIIUX IO [IeJICBOMY Hab0pY);

* JIOKyMEHTBHI, IOATBEPKAAIOIINE MTPABO HA JIBTOTHI;

* crpaBka 00 0OyYEeHHHU WM KOTHUS 3a4ETHON KHUKKH.

B crymeHueckom Oropo B JIMYHBIC JieNla BKIAABIBAIOTCS CIIEAYIONINE
JTOKYMEHTBHI:

* y4eOHas KapTO4YKa 00ydJaroIierocs,

* BBINKUCKHU U3 MPUKa30B (HOMEp M JaTa MpHKa3a) O 3a4MCIICHUH, ITePEBOJIC,
OTYHCIICHUH, BOCCTAHOBIICHUH H T.J., OTHOCSIINECS K TAHHOMY O0ydYaromemMycs;

* CTyZICHUECKHI OUIIeT, 3a4eTHasl KHUKKA (BKJIQIBIBAIOTCS MIPU OTUHUCIICHUN );

*  00XOJHOM JMUCT (BKJIAABIBACTCS MPU OTUUCIICHUN);

*  KOMNUS AUIUIOMA U MPUJIOKEHUS K HEMY, BbIJJaHHBIE YHUBEPCUTETOM.

4. BeneHme JJUYHBIX JIeJ1 B IEPUO] 00ydeHUS

4.1. Bo Bpemsi 00yueHus 00ydaromerocsi OTBETCTBEHHOCTh 3a BEJICHHUE HX
JUYHBIX JIeTT BO3JIaraeTcs Ha HadyalbHUKaA CTYIEHUYECKOTro OI0pO.

4.2. Ha HauanpHHKa CTYIEHYECKOTO OmOpo Bo3maraercs oQpopMIICHUE
CTYJIEHYECKUX OUIIETOB U 3aU€THBIX KHIDKEK.

4.3. 3adeTHBIC KHUKKHU U CTYJACHUYCCKHE OUJICTHI MOAIMUCHIBAIOTCS JCKAHOM
dakynbTeTa W TEPBBIM TPOPEKTOPOM U 3aBEPSAIOTCS TEYaThi0 YHHUBEPCUTETA.
Jlvanomy geny, CTyJdeHYeCKOMY OWIeTy M 3a4eTHOM KHWXKKE O0O0ydJaromerocs
MPUCBAaWBaETCA OJIMH M TOT >X€ YHU(MUIMPOBAHHBIK HOMep. B ciydae yrpaThi
CTYJIEHYECKOTO OWiIeTa WM 3a4€THON KHIDKKH 00ydYaromeMycsl BbIIAeTCsl HOBBIU
JOKYMEHT C OTMETKON «IyOJIUKaT», KOTOPBIA COXPAaHSIET MOPSAKOBBIA HOMEpP
YTEPSIHHOTO.

4.4. Ilpu nepeBoje 00y4aromerocss BHyTpU YHUBEPCUTETA C OJTHOM OCHOBHOM
oOpazoBateiapHOW mporpamMMmbl (hopmbl 00ydeHHS) HA JPYTryr0, cMeHe (amumn
W/WIM APYTMX  M3MEHEHHMSX  COXPAHSETCs  3adeTHas KHIDKKA, B KOTOPYIO
BHOCATCSI COOTBETCTBYIOIIME HCIPABICHUS, 3aBEPEHHBIE  TMOJINUCHIO  J€KaHa U
neyateio. Ha nuuHOM nene nenaercs OTMETKa O COOTBETCTBYIOIIEM MPHUKA3eE.

4.5. Tlpu BOCCTaHOBIEHUM 00YYaIOIIETrOCs, OTYUCIECHHOTO U3 YHUBEPCUTETA,
MPOJIOJKAETCSL BEJACHUE JIMYHOTO Jena, copMupoBaHHOro paHee. B nuuHoe nemno
0o0yyJarolierocsi BKJIIOYAETCA 3asiBIICHHE O BOCCTAHOBJIEHUMM HA UMS PEKTOpa, Ha
JUYHOM JIeJie JIeJIaeTCd OTMETKAa O COOTBETCTBYIOIEM IpHUKa3e, KOMUsl MpHUKa3a O
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BOCCTAaHOBJICHHH, HOBBI JIOTOBOp Ha OKa3aHWE 00pa3oBaTENbHBIX  YCIYT.
OOyuaronieMycsi BbIJIa€TCsl HOBasi 3a4€THAs! KHIDXKKA U CTYJEHYECKUM OUIIeT.

4.6. Ha kaxxmoro oOyuaromierocst Bcex ¢opMm oOy4deHUsI B CTYJCHUYECKOM
O0topo 3aBoauTcs yuyeOHass kaprouka (IIpunoxenue 2) oOywaromerocs IO
YCTaHOBJICHHOH (opme, KOTopasi 3aloIHAETCS M BEIeTCs IeKaHaToM (axkyabTeTa Ha
NPOTSHKEHUH BCETO CpoKa 00ydeHHs oOydarolierocs B YHHBEpCUTETE. BrimonHeHue
y4eOHOro IIaHa MO CeMecTpaM M Kypcam (UKCHUPYETCs YKa3aHHEM HOMEpPOB
MPUKA30B O mepeBojie ¢ Kypca Ha kypc. [lo okoHyaHum oOy4deHHs] WM BBIOBITUU
oOy4aromerocs U3 yHUBEpPCUTETa y4eOHasl KapTO4yKa MPHOOIIAeTCsl B JIMYHOE JIEJI0
oOyyaroIerocs.

4.7.  Tlpu oTumcieHNH OOYYAIOLIETOCS U3 YHHBEpCUTETa (OTYHCICHHUE IO
COOCTBEHHOMY JKENaHHWIO, 3a aKaJIeMHUYECKYI0 HEYCIEeBaeMOCTh, 3a HapyIICHHE
YCIIOBH TOTOBOpA M T.J.) B JMYHOE JIEI0 BHOCATCS:

* BBINKCKA U3 MPUKa3a 00 OTYNCICHNM;

* y4eOHas KapTOuka 00yJaroIIerocs,;

* CTYACHUECKUI OWJIET W 3a4eTHasi KHUKKA;

* Komws crpaBKu 00 00y4YeHWH, BBIJAHHOM 10 3asBICHHUIO 00yJaronerocs,

* KONHH JOKYMEHTOB O MPEIbIIyIIeM 00pa30BaHNH,

* odopMmieHHbIN 00XOTHOM JIUCT;

* pacmucKa O BbIJIaye OPUTHHAIOB JOKYMEHTOB, CAAHHBIX MTPH MOCTYIIJICHHH.

4.8. Ilpu oTyuCIEHUH W3 YHUBEPCHUTETA MO OKOHYAHMIO IMOJHOTO CPOKa
oOy4YeHHUsl B JINYHOE JI€TI0 BHOCATCS:

* BBINIKCKA U3 MpHKa3a 00 OTYUCIICHUY;

* yd4eOHas KapTOYKa 00ydJaroIerocs,

* CIIpaBKa O BBIMOJHEHUHU y4eOHOTO TIaHa;

* KOIHUA JUIJIOMA YHUBEPCUTETA U MPUTIOKEHUS K HEMY;

* pelLeH3Us Ha BBITYCKHYIO KBATU(UKAIIMOHHYIO PaboTy;

* OT3BIB Ha BBIMYCKHYIO KBATU(DUKAIMOHHYIO PaboTy;

* OTBETHI HA BOIPOCHI TOCYIAPCTBEHHOMN IK3aMEHAITMOHHOW KOMUCCHU;

* KOIIMU JOKYMEHTOB O MPEbIAyIIeM 00pa30BaHUN;

* CTyJIEHYECKUU OWJIET U 3a4eTHas KHIKKA;

* odopMIeHHBIN 00XOHOM JIUCT;

* pacmucka O BbIJIau€ OPUTHHAIOB JJOKYMEHTOB, C/IAHHBIX MPU TOCTYTIIICHUH.

5. XpaHeHue JTMYHBIX JeJI

5.1. B nmepuon noctymieHuss 1 oOy4eHUs O0Yy4arollerocs B YHUBEPCUTETE
€ro JUYHOE JIeJI0 XpaHUTCA B  CTyJeHYecKoM Owopo. JlocTym K  JIMYHBIM
JeaM UMEIOT  TOJBKO Pa0OTHHKM CTYJIEHUYECKOro OI0pOo, OTBEYAOIIHE 3a
BEJICHNE W XPAaHCHHWE JIMYHBIX JEN 00yJaronIuxcs.

5.2. U3psATHE NOKYMEHTOB U3 JUYHOIO JI€JIa BO3MOXKHO JIMIIb C Pa3pelIeHUs
peKTopa M YBEJIOMJICHUS COTPYJIHUKA, BEAyLIEro Ju4Hble pena. Jlomyckaercs
U3BSITUE TOJIBKO KOMUNA UMEIOLIUXCS JOKYMEHTOB.

5.3. B ciydae yTpaThl/iOpYM JMYHOTO Jeja MO KaKUM-IHOO NpUYMHAM,
pPabOTHUKOM, OTBETCTBEHHBIM 3a PabOTy C JIMUHBIMU JIEJIAMH, COCTABIAETCS aKT 00
yTepe/mopuu JINYHOTO Jiefa U (GOPMUPYETCSI HOBOE JIMYHOE JIETIO.



5.4. 3akirOYUTENbHYI0 PAOOTy MO BEACHUIO JUYHBIX e O00ydaronumxcs,
OTYHCIICHHBIX JI0 OKOHYAaHHS HOPMATHBHOTO CpOKa OOy4YeHHUS B YHHBEPCHUTETE,
MIPOU3BOANT HAYAJIbHUK CTYIEHYECKOTO OIOPO, BHITIOIHSIS CICAYIONIUE OTIEPAIIHHN:

- Bnoxxenue B IMYHOE €TI0 CAEAYIOUINX JOKYMEHTOB:

* IOJHOCTHIO 3aNOJIHEHHYIO YUEOHYI0 KapTOUKy 00y4aromierocs;

* OTMETKa O MpHKa3ze 00 OTYUCIICHUH;

* KONHMIO  aKaJeMHYecKOW  crpaBku, arrectata (00  OCHOBHOM
oO1em oOpazoBaHum), arrectaTa (00 OCHOBHOM 00111eM (TI0JIHOM) 00pa30BaHUN);

* odopMeHHbIN 00XOAHOM JIUCT;

* CTyACHUYECKUU OWIIET;

* 3a4ETHYIO KHUXKKY.

Brimauy  nmokyMeHTa rocynapcTBEHHOTo oOpasima o0  00pa3oBaHUH,
MPEICTABICHHOTO npy  TIOCTYIUICHMM B YHHBEPCHUTET, TOJ TIOJIHCH
00y4aroerocs: C COXpaHEHUEM B IMYHOM JieJie KOTIHMH JaHHOTO JOKYMEHTA.

- XpaHeHHe JTUYHOTO JIea JI0 Mepe/iay ero B apXUB YHUBEPCHUTETA.

- [lepenava TUYHBIX JIe] B apXUB YHUBEPCUTETA.

6. 3akounTenbHasi padoTa MO BeIeHUIO JTHUYHBIX /eI 00y4A0 N XCH

[Ipu oTumcieHnn OOydYarOMIMXCA U3 YHUBEPCHUTETa B JIMYHOE JIEJIO
oOy4aromerocsi BKJIAJbIBACTCS 3alOJHEHHBIM JUCT BHYTPEHHEH OMUCH M JIUCT-
3aBepuTenpb Aena. CTpaHUIBl JIUYHOTO Jiela HyMEPYIOTCS B IIPABOM BEPXHEM YTy
IPOCTHIM KapaHJIalloM. 3aTeM JIMYHOE JIEJI0 CIINBAETCS.

Ha o6n0xKke Tu4HOTrOo Aena JOHKHBI ObITh yKa3aHbl paMMiIns, UMs, OTYECTBO
oOyyaromierocsi, rojJ IOCTYIUIEHUS (IJI1 OTYHMCIEHHBIX JO OKOHYAaHHSA CpOKa
o0yueHus1), nepuoj o0ydeHust (Ui OTUUCIIEHHBIX [0 OKOHYAHUIO CPOKa 00Yy4EeHHs),
CpPOK XpaHeHUs JuuHoro aena (75 ner).

JInuHple nena oOydaroLUXCs, OTYMCICHHBIX U3 YHHBEPCUTETA, MEpPEAarOTCs
Ha XpaHeHHe B apxuB. llepegaua MUYHBIX €N B apXWUB OCYILECTBISETCS MO aKTy B
Hayaje KaJeHJapHOIo rofa 00IKUM CIIUCKOM.
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[Ipunoxenue 1

Cpoxku pou3BOACTBA U MEepejayu JOKYMEHTAIUH B JIMYHOE JIETI0

oOyyaroierocs
Ne Bunbl paboT ¢ tokymeHTaMu OTBETCTBEHHBIN Cpoxku
POU3BOJICTBA
1 OdopmiieHrne TUYHOTO Jea [Tpuemnas B nepuon pabotsl
abuTypueHTa KOMHUCCUS MIPUEMHON
KOMHCCUU
2 Ilepenaya nMYHBIX €I B [Ipuemuas 3a 10 guel oo
CTyJIeHYECKOE OI0PO 3aUMCICHHBIX KOMUCCHS Hayasia yueOHOoro
roja
3 [IpoBepka MOIHOTHI COAEPKAHUSA Crynenueckoe B teuenuel0 queit
JUYHBIX JeJT o10po JI0 HavaJia y4eOHOro
roja
4 | Odopmienue cryneHueckux omietop | CryneHueckoe ABTrycCT
010po
5 OdopmiieHne 3a4€THBIX KHUKEK Crynenueckoe ABTryCT
010po
6 BHeceHne aHKeTHBIX JaHHBIX B Crynenueckoe ABryCT
y4eOHYI0 KapTOUKy 00y4aromerocs 010po
7 Buecenue pe3yinbTaToB Jexanar 1 mecsi1y moce
IPOMEKYTOYHOM aTTeCTalliU B OKOHYAHUS CECCUH
y4eOHYI0 KapTOUKY
8 BHecenune pe3ynbTaTtoB UTOTOBOM Jlexanar 1 mecsiy mocie
aTTeCTalllH B YYEOHYIO KapTOUKY OKOHYaHUS
WUTOrOBOU
aTTeCTaluH
9 Buecenune uToroBuIx 3aricei B JlexaHat 1 mecs1r mocie
y4eOHYyI0 KapTOUKy B cliydae OTYHUCIICHUS
JOCPOYHOTO OTYMCIICHUS UIU
OTUHUCIICHHS B CBSI3U C OKOHYaHHEM
00ydeHUS
10 | IloaroroBka JIMYHOIO J€jIa K CIaUe B CryneHdeckoe J1o oKOHYaHUSA
apXuB: IPOBEPKA KOMIUIEKTHOCTHU oropo KaJICH/IApHOT'O rojia
JTIOKYMEHTOB, MMOJTHOTHI U
PaBUIIBHOCTH UX 3aMIOJIHEHUS
11 [Iprem NUYHBIX €T B apXUB ApxuB J1o oxoHuaHus

KaJICHJAPHOI0 rojia




[Ipunoxenue 2

VYyeOHast kapTouka o0ydarouierocs

ACTPAXAHCKHWI 'OCY JAPCTBEHHBIN APXUTEKTYPHO-CTPOUTEJILHbIMN

YHUBEPCUTET

(HanMeHOBaHME BBICIIETO YIeOHOIO 3aBEICHNUS)

Ne
Jiel1a, 3a4eTHON KHIDKKH

YUYEBHASA KAPTOUYKA CTYJIEHTA

1. [lata poxaeHus «__ »

2. Anpec

3. ITpenpiaymmit nokymeHT 00 00pa3oBaHUM:

4. 3auncien B BY3 mpukazom Ne

oT«  » 20 T.

° KaK OTJIMYHUK

® [0 KOHKYpCY

« » 20 1.
L] MEPEBEACH 13

Ha __ Kypc (dakynbrer

1o CHCI_II/IaJIBHOCTI/I/HaHpaBJIeHI/I}O

JIHEBHOE/3a04HOE OT/AEIICHUE

5.  Oruncnen npukazom Ne

oT«  » 20 T.
MIpUYMHA:

6. BoccranosieH npukazom Ne

OT « » 20 I.
MpUYMHA:

7. TlpemocraBieH ATUTENBHBIA OTITYCK: MPHKA30M

Ne OT«  » 20 T.

c«  » 20 romga

mo« » 20 romga

MpUYMHA

8. 3aBech cpok 00yUEHHS CIAHO MIPEIMETOB

W3 HHUX: HA KOTIIHYHO»

«XOpOIIO»
«yJOBJIETBOPUTEIHHO»

9. Cwmena ¢pamunuu (UMsi, OTYECTBO) MPUKAZOM

Ne OT «__ » 20

10. IlepeBeneH ¢ HaIpaBIEHHUS/CIEIUATHLHOCTH
Ha HalpaBJIeHNE/CIIeINAIEHOCTh

npukazoM Ne OT « » 20

11. JTomymieH k caaye roc. 3k3aMeHa MPUKa30M
Ne OT«  » 20 r
JlexaH dakynprera

(monmuce)
Jarta cnaum roc. 9K3aMeHa «__ » 20 T
Homep no mpotokomy Ne
OneHnka

12. NonymeH k 3amurte BKP npuxazom
Ne oT

[exan daxynbTera

(monmuce)
BKP BrInonHeH Ha TeMy:
JlaTa 3ammTel «  » 20 roma
ITpoToxom Ne
Or1eHKa

Pewenniem I'ocynapcTBeHHOM SK3aMEHALIMOHHOM
KOMUCCHH
(mporoxoi Ne oT«__ » 20 T.)

MPUCBOEHA KBATM (UKL

Jlexan axynpTeTa
(Toxmuce)



