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PexTop
. I'pynusiHa

MNOJIOXKXEHUE
O HOPAJKE ®OPMUPOBAHUS, BEAEHUS U XPAHEHUSA IMYHBIX JIEJI
CJOYIIATEJEN JONOJHUTEJBHBIX IPO®ECCUOHAJIBHBIX [IPOI'PAMM

B OBIIECTBE C OTPAHMYEHHOM OTBETCTBEHHOCTBIO « MOCKOBCKHUH
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r. Mocksa



1. O0mHe MoJI0KEHUA

1.1. HacTosimee MOJNOKeHHE O MOpsiaKe BOPMHPOBAHHUS, BEACHHs H XPAHEHHS JIMYHBIX [€7 CIylIaTeneH
JOTONHUTEBHEX TPOdecCHOHATBHBIX nporpamm (zanee - Ilomoxkenue), OOyHarOmMXC MO NporpamMMam
npodeccHOHATEHON MEPENOAroTOBKY (nanee - ciymaresnei) ObmecTsa ¢ OTPaHHYEHHOH OTBETCTBEHHOCTBIO
"MOCKOBCKMH HHCTHTYT npodeccHoHampHoro obpasosanus mvenn K.JI. Ymmuckoro" (nanee WHCTHTYT)
ABJISETCS JOKATGHEIM HOPMATHBHBIM aKTOM M YCTAHABIMBAeT CHMHBIE TPeOOBAHMS K BEJICHUIO W XPAHCHHIO
JTHYHBIX JIEJT CJIYIIATENEH.

1.2. TasHOE MOJIOKEHNE Pa3paboTaHo B COOTBETCTBHM ¢ DelepalbHbIM 3aKOHOM OT 29 nexadpst 2012 1. Ne
273-®3 «O6 obpazopanmu B Poccuiickoii ®enepanum», npukasoM MuHHCTEpCTBA o0pa3oBaHHsl M HAyKH
Poccuiickoit ®eneparnuu ot 1 uroms 2013 r. Ne 499 «OG6 yTBepik/IeHHH NOPA/IKA OPTaHA3aIMH H OCYIIECTRIICHHA
0Gpa30BaTeIbHOMN AESTENBHOCTH 0 JOTNOTHHTENBHEM NPO(ECCHOHATBHBIM TPOrpaMMam, TMOCTaHOBICHACM
IIpaBuTenbcTea PO ot 15.08.2013 1. Ne 706 «O6 yrBepxnexnn IIpaBii okasaHus MIATHEIX o0pazoRaTelbHBIX
yeiIyry», YCTaBOM U IpYTHMH JTOK&IBHEIMH HOPMAaTHBHBIMH aKTaMi FIHCTHTYTa.

1.3. Hacrosimee [TonoxeHHe OMpeaenseT NOPsSIoK AelCTBUM BCEX KaTeropHil COTPY/IHHKOB WnucTuTyTa,
Y4YACTBYIOIMX B pa0oTe ¢ BHIIICHA3BaHHON JOKyMEHTAIHCH.

1.4. Jlyunoe OenI0 - COBOKYIHOCTH JOKYMEHTOB, COACpiKallluX CBeJCHHS O CJyIOaTelie. JInyHoe meno
ABJIACTCA NJOKYMEHTOM, (I)I/IKCHPYIOH.[I/IM OOPSI0K 3a9HCIIEHHA, OTIHCIICHHA caylmaTe s ¢ YKasaHueM IPHYHHEBL, |
BEIOCHHE €I'0 0053aTeIBHO IS KAXKIOro claymaTenis HHCTHTYTB..

1.5. TlonoxkeHue omnpeneseT MEXaHW3M XPaHCHHsS JIHYHBIX €] crymatenedt MHCTHTyTa, anroput™
netictBus WHCTHTYTA Npd OQOPMIIEHMHM, CHCTEMAaTH3allM¥ M HCIO/Ib30BAaHHU WH(pOpMALMK O CIIyIIaTene
WNucTHuTyTAa.

2. ®opMHPOBAHHE JTHIHbIX /1€]1

2.1. JIu4HOe Ieno CyIIaTeNs MepBOHAYATBHO (OPMHPYETCS MEHEIKEPOM, HAZICICHHBIM (OYHKIHAMH
mpEeMa JOKYMEHTOB OT JIMI, JKEJAlOMX NPOHTH OOydeHHe M0 NpOrpamMMaMm npodhecCHOHATIBHOH
TIEPETIOATOTOBKH.

2.2. TlpueM IOKyMEHTOB OT JHI, TOCTymalomuxX B MHCTHTYT OCYIECTBISCTCA HAa OCHOBAHWM
JIeHCTBYIOIIEr0 3aKOHOIATENLCTBA H B COOTBETCTBHH C AeiCcTByIommMY [TpaBuiamMy npuema.

2.3. Ha Ka)I0T0 IOCTYNAIOMEro Ha IPOrpaMMEl NPO(eCCHOHATBHOH IIEPENIOArOTOBKH 3aBOAUTCA THTHOE
716710, KOTOPOE COJIEPIKUT CIIEYIOTIHE TOKYMEHTEL

- NOMJIHHHHUK 3asBJICHHA CIylIaTeld O IIpUeMe Ha IIPorpaMmy HpO(I)ECCI/IOHaJ'IBHOﬁ NEPENOATrOTOBKH,
- KOTIHS TOKYMEHTA, YOIOCTOBEPAIOIILTO JTAYHOCTE H T'PaX/1aHCTBO,

- KOTIHS JMILIOMA TOCYIAaPCTBEHHOTO 00pasna O BICIIEM/CPEIHEM MPOhECCHOHATEHOM 00pa3zoBaHuy U
TIPUIOKEHHS K HEMY (€CITH HMEETCs);

- CTIpaBKa O IIOJYYEHHH BBICIIETO M CPEHETO NPOQECCHOHATBHOr0 obpa3oBaHus (€CIH CIOyIIaTeNb
SBJIAETCA CTYACHTOM);

- KOITHS CBHIETENRCTBA 00 M3MeHEHHH (DaMHITHH, HMEHH, 0TYeCTBa (MpH HE0OXOHMOCTH);



- IIOUIMHHHK [OOTOBOpa O TMPEAOCTABICHHH IIIIATHBIX OGPHSOBaTeJ'ILHBIX YCIyr, B TOM YHCIE,
JOIIOJTHHTEIBHBIX COI‘JI&HIEEHHI\;I;

- KOIIHA TOKyMeHTa 00 ormare oOydeHus (eciid HMeeTcs);

- UHH, IICC, ni4nple 3asB1eHN, CIIPABKU H JIP. TOKYMEHTEL, OTHOCAIIMECH K JAHHOMY CIyIIaTeTo.

2.4. ChopmupoBaHHbIe JTHYHEIC Je/ld BMECTE C NIPOSKTOM IIPHKA3a O 3a4HCICHHH IIPEIOCTABIAIOTCS Ha
IPOBEPKY, MTOCIIE Yero MPOEeKT NpHKa3a HalpaBJIseTCs Ha cornacoBanue Pekropy.

3. Beaenne JJHYHBIX e

3.1. OTBETCTBEHHOCTE 32 BE/ICHHE M XPaHEHHE JIMYHEIX JIe/]T Ha MEPHO] 00yUeHHS cTyIIaTeseii Bo3araeTcs
Ha JIML, OTBETCTBEHHBIX 33 BEIECHHE M XPAaHEHME JHYHBIX Ie B CTPYKTYPHBIX MOApasfeicHusx MHCTHTYTa B
COOTBETCTBHH C JOJDKHOCTHBIMH HHCTPYKIMAMH HITH YIOJIHOMOYEHHBIX IPHKa3oM PekTopa.

3.2. Ilpu mepeBosie cIymaTens ¢ OQHOH 00pa3oBaTebHON MPOrPaMMEI Ha APYTYIO JIMYHBIE 3asBICHHSL
IHITYTCSA HA MM PeKTOpa W BKIANBIBAIOTCA B JIMYHOE 1€10. B MHYHOE Heno BHOCHTCS KONHMS IpHKasa (HIx
BBIIIKCKA U3 IIPHKa3a) 0 NepeBoJIe.

&3, HpH BOCCTaHOBJICHHH CIIYIIATEIIA, OTYUCIIEHHOTO H3 HHCTHIYIEI, B JIHYHOE IE€JI0 BHOCHTCA KOIIHA
IIpHKasa 0 BOCCTAHOBJICHHH, IOIJIWHHHUK HOBOI'O JIOTOBOPa O IPEHOCTABICHHH ILIATHBIX 06pa30BaT€JIBHBIX

YCIyT.

3.4. Ilocne 3aBepinenus 00y4eHus B TMUHOE JEIO BHOCSTCS: KOIMs (MM BBIACKA) IPHKA3a O BHITYCKE;
KOIHs JIOKyMeHTa 00 00pa3oBaHHH, NOMYYEHHOTO U IPHIOKEHHs K HeMy. B ciyyae yTpaThl THYHOTO jena 1o
KaKHM-JIH00 IPHYMHAM, COCTABIIAETCS aKT 00 YTpaTe JIMYHOro JIe1a.

4. XpaHeHHe JTHYHBIX €I

4.1. JIuynoe memo ciymarens NporpamMM IpodecCHOHATLHOM NEpenoaroToBKH VIHCTHTYTA XpaHHTCH 3
rozia. Jlanee omudpoBEIBaETCS, YHHUTOXACSTCS B XPAHUTCA B SJIEKTPOHHOM BHIIE.

4.2. Ilpu BEIOBITHH CITyIIaTe A W3 TPYIIEI 3aYUCIICHHBIX, IOKYMEHTHI IEPEJAl0TC B ApXHUBHBIE MAIKH.

4.3. Jluunple nena ciyluaresiei, OKOHUHBIOMX OO0ydeHHe B VIHCTHTYTe MM OTYUMCICHHBIX IO WHBIM
IPUYHHAM, NIEPENAIOTCS B apXHB. JIMUHOE 18710 B apXUBe XPaHHUTCH 75 JIeT.

5. Undopmanus no caymare aM NOBLIMIEHHS KBAIH(GHKAIIHH

5.1. Ilpu nocrymieHHM Ha NpOrpaMMbl IMOBBINCHHA KBATH(GUKALMH CIyIIATENh OPEIOCTABIILCT
ClIeoyomylo HHpopmanuo o cebe: mHGOpManHs 0 rpaxmaHcTBe; HHPOpMalnUs o Ga30BOM 00pa3OBAHHH;
na(opmamiio 06 MHH, TICC, macmopTHble IaHHBIE W apec MecTa perucTpanuy. JlanHas HHQOPMAIIHS XPaHHTCS
B 3JICKTPOHHOM BHJIE.

6. 3akir0uHTEILHBIC M0I0KEeHHS

6.1. Hactosmee [lonoxenue yTBep:kIeHO pykoBoacTBoM UHcTuTyTa. B IlonoskeHHe MOryT BHOCHTBCS
H3MEHEHHUS, OTIOHEHHS B CBA3H C COBEPIICHCTBOBAHHEM Y4eOHOTO IIpoIIecea.

6.2. Jlannoe IlonosxeHue BCTYNAeT B CHITy ¢ MOMEHTA €T0 TIO/ITHCAHHS.



