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1. O0uMe moI0KeHus

1.1. Hacrosimee mnonoxkeHue o mopsiake (GOpMUPOBAHUS, BEACHUS W
XpaHEHHsS JIMYHBIX JeN CIyliateleld JOMOJHUTENBHBIX TPOodeCcCHOHATBHBIX
porpaMm (mamee [Tonoxenue), oOyyJaronmxcs o porpaMmam
npodecCHOHANBHOM  NepenoAroToBKH  (mamee  ciymareneil) HAVYHOU
ABTOHOMHOW HEKOMMEPYECKOW OPIAHU3ALIMU «MOCKOBCKUU
NHCTUTYT [NPO®ECCHUOHAJIBHOI'O OBPA3OBAHUS» (nanee Uucturyr)
ABJISIETCA JIOKAJIbHBIM HOPMATUBHBIM aKTOM M YCTaHABJIMBAET €IMHbIC TPEOOBAHUS
K BEJCHUIO U XPAHCHUIO JJUYHBIX JIEJ1 CITyIIATEIEH.

1.2. JlanHoe moJiokeHue pa3zpaboTaHo B COOTBETCTBUM ¢ DesepalibHbIM
3akoHOM OT 29 nexabpst 2012 r. Ne273-®3 «O6 obOpazoBanuu B Poccuiickoi
®denepanun», MpukazoM MuHUCTEpcTBA 00pa3oBaHusi M Hayku Poccuiickoit
®enepauuu ot 1 urong 2013 1. Ne499 «O6 yTBepkIeHUH NOpsAAKa OpraHUu3alud 1
OCYILIECTBJICHUSI  O00pa3oBaTEIbHON  JEATENIBHOCTH IO  JIOMOJHUTEIbHBIM
npodecCHOHANIBHBIM TIporpaMmamy, mocrtaHoBiaeHueM I[lpaBurensctBa PD ot
15.08.2013 r. Ne706 «OO06 ytBepxkaenun IIpaBun oxazaHus IUIATHBIX
o0pa3oBaTeNbHBIX YCIyTr», YCTaBOM W JPYTUMH JIOKAJIHHBIMU HOPMATUBHBIMH
aktamu Mucturyra.

1.3. Hacrosimiee Ilonoxkenue omnpenensier MNOPANOK JECUCTBUM BCEX
KaTeropuii COTpYIHUKOB MHCTUTYTA, y4acTBYIONUX B paboTe C BBIIIEHA3BAHHOM
JIOKYMEHTAIUEH.

1.4. JInuHOE €10 — COBOKYITHOCTh JOKYMEHTOB, COJIEPKAIIMUX CBEACHUS O
ciaymartene. JluduHoe nenmo ABISETCS JTIOKYMEHTOM, (DUKCHUPYIOIIMM TMOPSA0K
3aQ4MCIICHUS, OTYMCJICHHS CIylIaTeNls C YKa3aHHEM IPUYMHBI, U BEICHUE €ro
00s13aTENBHO JUTS KaXA0T0 ciymarens MHuctutyTa.

1.5. [TonoxeHne onpeaenser MEXaHW3M XPaHCHHUS JIMYHBIX 1]
ciymarened Wucrturyra, anroputMm aedctBus MuHctutyta mipu oopmieHuw,

CHUCTCMAaTHU3allMu U MCIIOJIb30BaAHUHN I/IH(I)OpMaI_II/II/I 0 diIymartelie HHCTI/ITYTa.



2. ®opMupoBaHMe JUYHBIX 1€

2.1.  JIudHoe ;meno chaymiaress NepBOHaYaIbHO (POPMUPYETCS MEHEHKEPOM,
HAJCICHHBIM (YHKIMSIMH TpUeMa JOKYMEHTOB OT JIWIl, JKEJAOIIUX TMPONTH
oOy4eH#ue 1o nmporpamMmmam npoheccuoHaIbHOM MepenoAroTOBKH.

2.2. IlpmeM MOKYMEHTOB OT JHI], MOCTymarommx B HWHCTUTYT
OCYILIECTBJISIETCSI HA OCHOBAaHWM JICUCTBYIOIIETO 3aKOHOAATEIhCTBA U B
COOTBETCTBUH C JieicTByIomuMHU [IpaBunamu npuema.

2.3. Ha kaxmoro moCTyMmamIIero Ha MpOorpaMMbl MPOoQecCHOHATBEHON
MEPEenoJIrOTOBKM 3aBOJIUTCA JIMYHOE JIENI0, KOTOPOE COJAEPKUT CJECAYIOIINe
JIOKYMEHTBI:

— TO/JIMHHWK 3asABJICHUS CIyIIaTeas O TMpueMe Ha IporpaMmmy

npodecCHOHAIEHOM MEPETOATOTOBKH;

— KOMHUS JJOKYMEHTA, YAOCTOBEPSIONIECTO JJUIHOCTD U TPaKIAHCTBO;

— KONMS JUIUIOMAa TOCYAapCTBEHHOro oOpasla o BbICHIEM/CPEIHEM

npodeccruoHanbHOM 00pa30BaHUU U MIPHIIOKEHUS K HEMY (€CIIU UMEETCH);

— CHpaBKa O TIOMYYEHUH BBICIICTO W CPEIHETO MPOPECCHOHATBHOTO

oOpa3oBaHus (€CJIH CIyIIaTelb SABJISIETCS CTYJICHTOM);

— KOMHS CBHUJICTENILCTBA 00 M3MEHEHUW (HaMuiIMu, UMEHU, OT4YecTBa (MpH

HEOOXOJIMMOCTH);

— MOJUTMHHUK JIOTOBOPA O MPEOCTABICHHUH TJIATHBIX 00pa30BaTEIbHBIX YCIIYT,

B TOM YHCJIC U JIOTIOJTHATEIILHBIX COTJIANICHUH;

— KOIMHS TOKyMeHTa 00 oriate 00ydeHus (eCIIh UMEETCS);

— JIUYHBIC 3asBJICHUS, CIIPABKU U JIP. TOKYMEHTHI, OTHOCAIIUECS K JAHHOMY

CJIyLIATENIo.

2.4. ChopmupoBaHHbIC JMYHBIE Jejla BMECT€ C MPOEKTOM TIIpHKaza o
3aYMCJICHUU TIPEAOCTABIIAIOTCS Ha TPOBEPKY IIOCIAE YEro IMPOCKT IpHuKas3a

HaIpaBJIsieTCsl Ha coriacoBaHue Pekropy.



3. Benenue JUYHBIX e

3.1. OTBETCTBEHHOCTh 3a BEJEHUWE U XpaHEHUE JIMYHBIX JeJl Ha TEePUOJ]
oOyd4eHHs CIIyIIaTesied BO3JIaracTcs Ha JIMIl, OTBETCTBEHHBIX 3a BEIACHUE U
XpaHEHHE JIMYHBIX JIel B CTPYKTYpPHBIX TMojpazieineHusx WMHcTuTyTta B
COOTBETCTBHUHU C JIOJDKHOCTHBIMU MHCTPYKLMSIMU WIIM YTIOJTHOMOYEHHBIX TPUKA30M
Pexropa.

3.2. Ilpu mepeBoje ciymarenass ¢ 0JHON oOpa3oBaTeNbHON MPOrpaMMbl Ha
JPYTYIO JUYHBIC 3asIBJICHUS MUIIIYTCSI HA UMSI PEKTOpPA U BKJIAJILIBAIOTCS B JIMYHOE
JIETO0.

3.3. B nu4HOe 7e510 BHOCUTCS KOMUs MpUKas3a (WM BBIKMCKA U3 TIPUKaA3a) O
nepeBo/Ie.

3.4. Ilpu BocCCTaHOBJIEHUM CIylIaTens, OTYUCIeHHoro w3 WHcTtuTyTa, B
JUYHOE JIEJI0 BHOCUTCSA KOMHUS MpHKa3a O BOCCTAHOBJICHUU, MOJIMHHUK HOBOTO
JIOTOBOpa O MPEJIOCTABJICHUH TIJIATHBIX 00Pa30BaATEIIbHBIX YCIIYT.

3.5. Tlocne 3aBepinieHus 00y4eHUs B TMUHOE JEJI0 BHOCSTCS:

— Komusl (WJIM BBIMMCKA) MPUKa3a O BBITYCKE;

— KOMUs JJOKyMeHTa 00 00pa30BaHUU, TIOJIYYEHHOTO U MPUIIOKEHUS K HEMY.

3.6. B ciydae yTpaThl TUYHOTO JIeJIa [0 KAaKUM-THO0 MPUYUHAM, COCTaBIISETCS
aKT 00 yTpare JTUYHOrO Jena.

4. XpaHeHuUe JUYHBIX JIe]

4.1. Jluunoe JIETI0 CIyIIaTesns porpamMm npodeccuoHaNIbHON
nepenoArotroBku  Muctutyra xpanutcs 3 roma. [anee ouudpoBbiBaercs,
YHUUYTOXKAETCS U XPAHUTCS B JIEKTPOHHOM BUJIE.

4.2. Ilpu BBIOBITHM cHyIIaTedsl W3 TPYNIbl 3aYUCICHHBIX JOKYMEHTBI
MepeatoTCsl B apXUBHBIC MAIKHU.

4.3. Jlnunble aena ciaymiatesned, OKOHYMBIINX oOydeHue B MHCTUTYTE WM
OTUUCIICHHBIX 10 WHBIM MPUYMHAM TEpeaaroTcs B apxuB. JInuHOe /€510 B apXuBe

XpaHUTCSA 75 JET.



5. Uudopmanms mo ciaymaresisiv NOBbIILIEHUSI KBAJIUPUKATUA
5.1. Ilpy moCTymJieHUH Ha TPOrpaMMbl TMOBBIIMICHUS KBaTU(UKAIUU
CIIyIIaTeNh MPEAOCTABIISACT CIASAYIONIYI0 HHPOPMAIIUIO O ceode:
— uHbOpMAaIHs O TPAKIAHCTBE;
— ua@opmalms o 6a30BoM 00pa30BaHUM.
JlanHas nHbOpMAIUs XPaHUTCS B SJICKTPOHHOM BH/IC.
6. 3akiI0YUTeIbHBIE M0JI0KEHUS
6.1. Hactosimee Ilomoxenue yTBepKiaeHO pykoBoacTBoM MHWHctutyTa. B
[lonoxxeHne MOTYT BHOCUTCA HM3MEHEHMS, JOMNOJHEHUS B CBS3U C
COBEpIIECHCTBOBAHUEM YUEOHOI0 IIpolecca.

6.2. Jannoe [lomoskeHre BCTyMaeT B CUIIy C MOMEHTA €T0 MOAMHUCAHUS



