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IIpaBuna
HHPOPMANHOHHO-0HOIHOTEYHOT0 06C/TY)KHBAHHS
H 10J1b30BaHHs GHOJIHOTEYHO-HH(POPMANHOHHBIM HEHTPOM
H3parenbeko-6ubanoreunoro kommiekca YpI'VIIC

1 O6mue nosioKeHust

1.1 Ilpapuna  uHGOPMAIHMOHHO-OMOIHOTEYHOTO  OOCHYXKHBAHHS M IIONB30BAHMS
OrbnHOTeYHO-HH(DOPMAITHOHHEM IIeHTpoM H31aTenbeKko-0ubMoTeyHoro KoMILieKea (1anee —
BUL[ UBK) VpI'VIIC (nanee — IlpaBuna) paspabortanel B cooTBercTBHH ¢ DesepaabHbM
3akoHOM Poccuiickoif ®ezepanuu «O6 obpasosanuu B Poccuiickoit @enepamuuy (2012 r.), «O
Oubmuoreunom gmene» (1994 r.), Ilonoxenuwem 06 M3naTenscko-GHOIHOTEYHOM KOMILIEKCE
®I'bOY BO YpI'VIIC u apyruMu HOpMATHBHO-IIPABOBBIMH aKTaMH.

1.2 IlpaBuna pernamMeHTHPYIOT OOIIMI MOPSIOK OpraHU3alué 06CTyKHBAHHS, TIPaBa U
obszannoctd BUIL UBK u nmonb3osareneii.

2 Ilpasa, 00S13aHHOCTH H OTBETCTBEHHOCTh MO0JIb30BaTE/IeH

2.1 OO6yuarommecs BCEeX KaTeropuii, IpodeccCoOPCKO-MPENoIaBaTeNbCKHii CcOCTaB,
Hay4Hble PabOTHHKH, COTPYIHHMKH YHHBEPCHTETA MMEIOT MpaBo OECIUIATHO IOIB30BAThCS
OCHOBHBIMH BHIaMH OHOIHOTEYHO-NH(POPMAIIHOHHBIX YCIIYT:

2.1.1 Ilonywats momuyto mHpopManuio o cocrase OuOmMoTeuHsx ¢oumos BUL] MBK
4epe3 CHCTEMY KaTaJloros H Apyrue GopMel 6ubIuoTedHoro nHGOPMUAPOBAHHS.,

2.1.2 OdopMmusaTe dSJIEKTPOHHBIH 3aKa3 [JOKYMEHTOB uepe3 JIMYHEIM KaOHHET
Web UPBUC.

2.1.3 Ilomywyars BO BpeMeHHOE MOJb30BaHHE MOKYMEHTHI BO Bcex abOHeMeHTax H
gutanbHEIX 3anax bHI MBK mocpenctsom aBTOMaTH3HpOBAHHONM KHHI'OBBIIAYM Ha OCHOBaHHH
MepPCOHATM3HPOBAHHOMN 3IEKTPOHHOM KapThI.

2.1.4 Wcnons3oBatk pecypcbl, Haxomsmuecs B ynpasiienud BULL UBK (anexrponnsrit
KaTajor, MOJHOTEKCTOBRIC Oa3bl JaHHBIX U APYTOE).

2.1.5 Ilony4aTs KOHCY/IHTAIIHOHHYIO IIOMOIIb B TIOHCKE U BBIOOPE TOKYMEHTOB.

2.1.6 Ucnons3oBark KOMIIBIOTEPHYIO TEXHHKY, NpeIHA3HAYEHHYIO TSt

nons3oBareneit bBAL] UBK.



2.1.7 Tlomyyars MOKYMEHTBI O MeXGHGIHOTETHOMY abOHEMEHTY M MO 3IEKTPOHHOI
JOCTaBKe JOKYMEHTOB.

2.1.8 IlponmeBath CpoOK IIOB30BAHHS [OKYMEHTAMH B YCTAHOBIEHHOM nopszxe
(myHKT 5.6).

2.1.9 BHOCHTE IpeIoxKeHH s [0 yiIydIneHuto gestensrocta BUL] UBK.

2.2 JlonoNHUTENbHEIE YCITYTH [OJIb30BATE/H MOTYT IIOJIyYHTh 32 ILIATY.

2.3 Croponnum moms3osarensm BUI] UBK mpenocraBisercs mpaBo o6CIyKHBAHUS B
YHTAIBHBIX 3aJ1axX.

2.4 Tlone3oBareny 00sA3aHBIL:

2.4.1 bepexkHO OTHOCHTBCS K JIOKYMEHTaM, o00OpyIOBaHWIO, MeGeqH M IpyrHM
MaTepHaIbHbIM LIEHHOCTAM, Haxoasamumcs B BUT] MBK.

2.4.2 Bo3Bpamath JOKyMEHTHI B yCTAHOBJIEHHBIE CPOKH.

2.4.3 He BemocHTh joKkyMenTHl u3 nomemenus BUL] UBK, ecim onu He 3amucaHsl B
SNIEKTPOHHBIH YHTATENBCKUH HOpMYIIAp.

244 He penate B MOKYMEHTaX IIOMETOK, NOJYEPKHBAHHM, HE BEIPHIBATH M HE
3arubaTh CTPaHUIIL.

2.4.5 He nopruts RFID-MeTkH Ha TOKyMEHTaX, MOTy4eHHEIX H3 Gonga BUL] UBK.

2.4.6 He Hapymath pacCTaHOBKH JOKYMEHTOB B ()OH/IaX OTKPLITOIO I0CTYMA.

2.4.7 Cobmopare THmmHy u IIpaBuia BHYTpEHHETO pacmopsaka o0ydaromuxcs
YpI'VIIC na teppuropuu BUL] UBK.

2.4.8 CobGmonaTs mpaBuia NOJIb30BaHUsA TeXHHUECKUMHE cpeactBamu BUL] MUBK.

2.4.9 He Bxomute B nomemenus BUL] BK B BepxHeit omesxe u roioBHEIX y6opax, He
BHOCHUTbH HAITUTKH U IPOIYKTHI TATAHHS.

24.10Ipu momyueHWH [OKYMEHTOB TINATEIBHO IIPOCMOTPETH HMX M B cCliydae
obHapykeHHs KakuxX-nmubo nedexroB cooOmuTh 00 aToM OGubaroTekapro. B npoTuBHOM cityuae,
OTBETCTBEHHOCTh 3a MOpUYy JOKYMEHTOB HECET I10JIb30BaTeNlb, KOTOPBIA MOJIB30BAJICS HMH
ITOCIIeTHHM.

2.4.11 ExeromgHo npoxoauTh MEPeperucTPaltio ¢ IPeIbIBICHHEM BCEX YHCILILIHXCS 3a
HMMH JIOKYMEHTOB B YCTaHOBJIEHHBIE CpOKH. [Tonp30BaTeny, He MPOLIE/IINE IEPEPErHCTPAIIHIO,
He 00CITyIKUBAKOTCSL.

2.4.12 3aMeHHTh yTpa4yeHHbIE MM HCIIOPYCHHBIE [JOKYMEHThI TaKHMH K€ HIIH
PaBHOIEHHBEIMH H3JJAaHUSMH.

2.4.13 Tlpu BBIOBITHM W3 YHHBEpCHTeTa Ionb3oBaTeab 00sg3aH BepHyTh B BHI[ MBK

YUCJIAIIHECS 34 HUM JOKYMEHTEI H [TOAIIHCATH 00XOIHOM’ JIHCT.



2.5 Marepuanbl, pasMelleHHble B 3JIEKTpOHHOM Kartantore BUI[ WBK, JIOITyCKaeTCst
HCIIOJIB30BaTh, KOMWPOBATh, LHUTHPOBATH MCKIIOYHTENIBHO B HEKOMMEDYECKHX [LesfX ¢
COOIIO/ICHHEM COOTBETCTBYIOIUX IOJIOKEHHIH IeHCTRYIOMEro ABTOPCKOT'0 3aKOHOJATEILCTBA U
YCIIOBHH JIHIIEH3HOHHBIX JIOTOBOPOB, 3aKIIOYEHHBIX YHHBEPCHTETOM C MPaBOOGIAMATESMH.

2.6 Tlonb3oBatenn He MMEIOT NMpaBa NeEpPe/iaBaTh MEPCOHAIU3UPOBAHHEIE HIEKTPOHHBIE
KapTel JpyroMy JIMIly, & TaiKe I[O0JIb30BaThCsA YYKOH OJIEKTPOHHOW Kaproil. B crmyuwae
HapyIIEHHs 3TOrO MpaBHIIA, II0JIb30BATE/IM HECYT OTBETCTBEHHOCTh B MOPSAIKE, YCTAHOBIECHHOM
Jqupeknueit UBK.

2.7 Tlonesosaremu, npuaunusmue U1 MBK matepuansHbii yuiep6, KOMIEHCHPYIOT
€ro B pasMepe, ONpeIeIieMOM PacyeToM IIaHOBO-(DHHAHCOBOTO OT/E/Ia YHHBEPCHTETA, 4 TAKIKE
HECYT ~ HMHYI0  OTBETCTBEHHOCTh B  ClydyasdX, IIPEAyCMOTPEHHBIX  JeHCTBYIOIHMM
3aKOHOJATe/IbCTBOM. [IpH HapylIeHHsAX, HE OTPaKEHHBIX B HAacTOsAIMX [IpaBuiax, AMpeKIus
MBK ocrasnsier 3a 060t mpaBo HHIHBHIYATBHOTO MOAXO0MA K K&KIOMY KOHKPETHOMY CIIyHaro.

3 IIpaBa u obsi3annocTn BUI UBK

3.1 BUI] UBK B cBoeit aearenbHOCTH obeceynBaeT peatn3auio Npas Mojb30BaTee,
YCTaHOBJIEHHBIX MyHKTamu 2.1, 2.2, 2.3,

3.2 BULI UBK umeet npago:

3.2.1 Orpanu4uBaThe JOCTYNI K OTJENbHBIM BHIaM JOKyMeHTOB u3 (ouna BUI] UBK Ha
OCHOBaHHH HX IIEHHOCTH, IIOBBIIIEHHOTO CIIPOCA, SK3EMIUIIPHOCTH H WHBIX TIPUYHH.

3.2.2 Oka3bIBaTh IJIaTHBIE YCIYTH ITOJB30BATEISAM.

3.2.3 Hanarath B3bICKaHMS Ha IOJB30BaTeNel, HapymIaloIuX Hacrosiue I[lpaBuna
(ycTHOE 3ameuaHHWe, 3alHCh B SNEKTPOHHBIA (OpMyssp, HHOOpMAIMs B JEKaHAT, JHIICHHE
npasa noas3opanus bUL] UBK).

3.3 BUILl UBK obs3an:

3.3.1 UnpopMupoBats nonb3oBareseil 000 Bcex BUAAX MPEIOCTABIAEMBIX YCIIYT.

3.3.2 ObecnieunBaTh KOH(QUACHIHAILHOCTE IEPCOHANBHEIX JaHHBIX I10JIE30BATEEH.

3.3.3 OGecneunBaTh MOJIH30BATENISIM CBOOOHBIH JOCTYI K JIOKyMEHTaM U HH(POPMALIHH.

3.3.4 Tlonynspu3upoBaTh CBOH (POHJIBI X IPEJOCTABIISIEMBIE YCIIYTH.

3.3.5 CosepmieHcTBoBarh  OubnmoreuHoe u  UHPOpMAMOHHO-OHOMHOrpagduueckoe
o0cny)KHBaHKe MOJIB30BaTeNeH, MPUMEHAS COBPEMEHHYIO TEXHUKY W COBPEMEHHBIE TEXHOJIOTHH.

3.3.6 B cayuae orcyrctBus B (omaax BUI] MBK HeoOXOAMMBIX I0JIE30BATENIM
JOKYMEHTOB 3alpalIiBaTh HX M0 MeKOHOIHOTeUHOMY a00OHEMEHTY M3 ApYrHX OHOIHOTEK.

3.3.7 OGecreunBaTh BBICOKYIO KYyJIbTYpy OOCIIYy)KHBaHHS; OKAa3bIBAaTh I0JIb30BATEIIAM
nmomomip B BeIGOpe HEOOXOAMMBIX HOKYMEHTOB, IPOBOJA 3aHATHA IO OCHOBaM OuOIHOTEUHO-

GubmuorpadudecKkiX 3HAHHM, YCTHBIC KOHCYJIBTAl[HHM; MPENOCTAaBIss B HX IIOJB30BaHHE
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KaTajoru H HHbBIE (OPMBI MH(OPMHUPOBAHHS, OPraHH3ys KHIDKHBIE BBICTABKH H JIpyTHe
MEPOIPHUSITHS.

3.3.8 ObecrieynBarh MOTE30BATEIIM AOCTYII K 3MEKTPOHHOMY karasiory bUI[ UBK.

3.3.9 OcymecTBIATE  NMOCTOSIHHBIA ~ KOHTPOMb  HAJA  BO3BPALICHHEM  BBLIAHHBIX
JOKYMEHTOB.

3.3.10 CozmaBate u momnepxuBate B BHUI] WBK komdopTHEIE ycnoBus s
paboTEI mONB30BATENEH.,

4 Mopsaok 3anucu noan3osareseii B BUI] UBK

4.1 llonp3oBarenun  o6s3aHbl  O3HAKOMHTBCS ¢ [lpaBmiamMu  mHGOPMAIHOHHO-
OnbnuoTedHOro 0GCTYXMBAHHS M IONB30BAHHS OUOIHOTEUHO-HH(OPMAHOHHBIM LIEHTPOM
W3 parenscko-6ubnmuoreynoro kommiexca YpI VIIC.,

42Jlns sanmen B BUL[l HBK  momb3oBaTend  MOMKHBI  TIPEABSBHTH
NEPCOHANIM3HPOBAHHYIO  DJIEKTPOHHYIO KapTy, Ha OCHOBAaHHH KOTOpPO# o(opmisercs
NEKTPOHHBIA (popMynsap uuTarens. [lepcoHaTM3MPOBaHHAS SJIEKTPOHHAS KapTa SBISCTCS
€IUHCTBEHHEIM JIOKYMEHTOM, JAOLIMM IpaBo nosb3osanus BUL] UBK.

4.3 Tlpu sanucu B BUL] MBK Kajplii moas30BaTens mogyyaeT HOMEpP YHTATETHCKOrO
OuieTa, ¢ IOMOIIBIO KOTOPOTO OCYINECTBISETCS HOCTYII B IM4HbIH kabuner Web UPBUC.

5 Ilopsiaok o6 cay:KHBAHKS MMOJIb30BATEIEH

5.1 Jlnst moydeHHs: JOKyMEHTOB MOJB30BaTENH OGOPMIIIOT JIEKTPOHHBIH 3aKa3 depes
nmuyHbd Kabuner Web MPBUC. JloxyMeHTBI, 3aka3aHHBIE I0JIB30BATENSAMH, XPaHATCS Ha
OpoHernoJIKke B TeUEHHE ABYX JHEH.

5.2 Ilpu moy4eHUH JOKYMEHTOB I0JIb30BATENH HPENBSBIAIOT NMEPCOHAIH3UPOBAHHYIO
JJIEKTPOHHYIO KapTy, OuOnHorexkapem JemacTcia 3allUCh B DJIEKTPOHHBIH  opMyIsip
OJB30BaTeNd. 3anuck B 3JEKTPOHHOM (GOpPMYIsipe MOIB30BATENs SIBISETCS IOKYMEHTOM,
YZAOCTOBEPSIOMINM JaTy H (haKT BbIIAa4H I10JIE30BATEIIO U IIpHeMa OuOIIHoTeKapeM JOKYMEHTOB.

53 Jluma ¢ OrpaHHYEHHBIMH  BO3MOJYKHOCTSMH  3J0OPOBBS  OOCITYKHBAIOTCS
HHIUBHAYanpHO B OuOmuoTeynom nyHkre MBK i M ¢ OrpaHHYEHHBIMH BO3MOYKHOCTSIMH
37I0pPOBBSL.

5.4 OGcnyxuBaHHe J[eTel, He JOCTHIIIMX Bospacta 18 mer, mpousBoguTCA B
COOTBETCTBUM ¢ TpeGoBaHusAMH U orpanndeHusmMu PenepambHoro sakona ot 29.12.2010
Ne 436-@3.

5.5 Cpok Nojb30BaHHs JOKYMEHTaMH Ui Pa3slHYHBIX KAaTErOpHi IOJIb30BATENCH H
KOJIMYECTBO BBIIABAEMBIX H3JaHUM B OT/Ie/Ie 00CTy KHBAHHMS:

5.5.1 Hayunas jiutepaTypa BBIAETCS CTYAEHTaM-IMILIOMHHKAM CpokoM Ha 1 mecsr,

obyuaronumcst 1-4 KypcoB — Ha JIBe HEIEIH.



5.5.2 Yuebnas nuTeparypa BbIIAETCA HA CEMECT.

5.5.3 XynoxecTBeHHas TUTepaTypa BBIAAETCS CPOKOM Ha 1 Mecs.

5.5.4 Ha octpozeduuuthbie n 0co60 neHHble n3anus aupexuus MBK Brnpase cokparuts
CPOK IOJIb30BaHHUS JIOKyMEHTaMH Ha Oosiee KOpoTkue cpoku (3-5 aHeit).

5.6 He moanexxut BbImade Ha JIOM NOCITENHHIl H €AMHCTBEHHBIH JK3EMIUIIP H3/aHH,
xpansmerocs B ponne BUL] UBK.

5.7 Ilonp3oBareny MOryT MPOMIHTE CPOK MOJIB30BAHUS B3ATHIME Ha JI0M JIOKYMEHTAMH
IPH OTCYTCTBHH CIIPOCA CO CTOPOHBI IPYTHX IOJIb30BaTEEN.

5.8 Jlutepatypy mo NMCHMIUIAHAM, H3yYeHHE KOTODPBIX 3aBEpIIAETCS B HEUETHBIX
ceMecTpax, Mojib30oBaTe/d 00s3aHbl BO3BpAIIaTh eXEroHo 10 1 ¢pespais.

5.9 Ha mepron JIETHHX KaHHKYJ JOJDKHA OBITH BO3BpAI€HA BCS BhIIAHHAS HA yueOHBII
roJi IMTepaTypa He mosjanHee 15 uromns.

6 Iopsaok o0c/1y’KHBAHHS MOJb30BAaTE/€H B YHTAJbHbBIX 32/1aX

6.1 [lpy 3akaze JOKYMEHTOB B YHTAILHOM 3ajle IIOJIB30BATENH IPEIBABISIOT
IIEPCOHATM3HPOBAHHYIO JIEKTPOHHYIO KapTy, OHOInoTekapeM AenaeTcs 3alkch B 3JIEKTPOHHbIN
(Gopmynap mnomp3oBaTens. 3amEch B 9JNEKTPOHHOM (GOPMYJSpe IONB30BaTENs SBIISETCS
JIOKyMEHTOM, YIOCTOBEPSIOLIMM ATy U (DaKkT BBIJa4H MOJIB30BATENIO U NpHeMa OnbmuoTekapem
IIPOU3BEICHHUH NeYaTH U IPYTUX MaTePHAIOB.

6.2 Konu4ecTBO [JOKYMEHTOB, BBIIaBAEMBIX B YHTAJIBHBIX 3allaX, B OCHOBHOM, HE
orpandurBaercs. [Ipy HaIHYHM eTHHOBPEMEHHOTO INOBBIIEHHOTO CIPOCA YHCIIO BBIIABAEMBIX
9K3EMILIAPOB MOXKeET OBITH OrpaHuyeHo (1o pemenuto aupexkuun UBK).

6.3 JlokyMeHTEl, BBIJaHHbIE B UMTAJBHBIH 3aJ M3 KHUTOXPAHH/IMINA, MOTYT OBITH
3a0pOHUPOBAHEI HA OIPEENCHHBI CPOK [0 IOTOBOPEHHOCTH ¢ OHOMHOTEKAPEM.

6.4 DHIMKIIONEINH, CIIPABOYHBIE M3/IAHUS, PEJIKUE U IEHHBIE KHUTH, a TAKKe H3JaHHs,
noiy4daemsle 110 MBA, BEIIAIOTCS TOABKO B YHTAIBHOM 3aJI€.

6.5 BEIHOCHTB IOKYMEHTHI H3 YHTAJIBHBIX 3aJI0B 3ampelieHo. B ciydae HapymeHus 3Toro
IpaBuiIa, IIOJL30BATENM MOrYT OBITH JMIIeHBI mpasa moib3oBanus BUI[ MBK Ha cpok,
onpenensemsiit qupexuueit UBK.

6.6 [Tonp3oBaTeNsaM pa3peraeTcs:

6.6.1 BHOCHTE B YHTAlIbHEIE 3aJIbI TOPTATHBHBIC KOMIBIOTEPH], HAYITHUKH; ONTHYECKHE
JHCKH, USB-HaxonuTen, coZepIKaHue KOTOPBIX HMEET HEeIIOCPEICTBEHHOE
OTHOILEHHE K Iporeccy 00yueHus Win npodecCHOHAIBHOM e TeTbHOCTH.

6.7 IMonb3oBaTesIsiM 3anpenaercs:

6.7.1 YcranaBmuBath Ha kommeiotepsl BUL] MBK moboe nmporpammuoe obecneuenwe,

MEHSATh HaCTPOHKHU NMpH paboTe Ha KOMIBIOTEPE.



6.7.2 Hcnonp3oBaTh KOMIBIOTEPH! H JIPYTHE TeXHMYECKHE CpEAcTBa 1A Ielleil, He
OTHOCSIIMXCS K IIpolieccy oOydeHHs M NMpodecCHOHANBHOH AeaTensHocTH. [IpocMaTpuBaTh,
KOIIMPOBaTh, Pa3MEINaTh MATEPHANbl WM CCBUIKM Ha MATCPHANBI, COAEPIKAUIME ICMEHTHI
PKCTPEMH3MA, HACUIINA, TTOPHOTpadiK, 0cKkopOIISIIOILEE YeCTh i JOCTOMHCTBO TPAsKIAH.

6.8 Ilonp3oBarenu o643aHE COOOMHTE 6MOMHOTEKAPIO 0 cOosx B pafoTe KOMIBIOTEPA, A
HE yCTPaHATL UX CaMOCTOATENHHO,

6.9 Ilpr mapymerun nyrkros 6.7.1; 6.7.2 wacrosiumx [TpaBun MOAL3OBATENL MOYKET
OLITL yHameH W3 YHTAIbHOIC 3aa, a [PH HEODHOKPATHOM HapyHICHHH - JIMNOICH Npasa
nons3oBanns bUL] MUBK na cpok, yecranasmusaemoli mupexuuneii MBK.

6.10 Corpynaukn BUI] MBK we Hecyr orBercTBeHHOCTH 3a (haliibl MOJIB30BATENCH,
COXPAaHEHHBIE B KOMITBKOTEPE UIIH CETEBOM IAIIKE.

6.11 Tlonp3oBatens 00s43aH 3aRepLINTH paboTy Ha KOMIIBIOTEPAX, PACMONIOKEHHBEIX B

HHTAJBHEIX 3aJ1aX, 3a 15 MHHYT 00 3aKpPbITHA.



