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0 mopsiiKke POPMHUPOBAHUS, BeJ€HHS H XPAHECHHS
aea rpynn caywareaeid B AHO AIIO «MMCYuY»

Mocksa, 2020 T.



1. Obugue nonosicenun

1.1 Hacrosmuit Tlopsmok ycranasnuBaeT TpeGOBaHHS K (opmMupoBanuIo,
BEJICHUIO M XPaHEHUIO JIeNI TPYMII CIyluaTeNei, 0CBAaUBAOIINX OMOJHUATEIbHBIE
podecCuoHaIbHEIE IIPOrpaMMBI IIOBBILIEHUS KBaJuDUKaum u
NpodEeCCHOHANBHON  MEPENOArOTOBKH B ABTOHOMHOM HEKOMMepPYeCKOi
OpraHM3aliK MOTOJHATEIPHOTO IPOYECCHOHANBHOrO obOpasoBanus «MHCTHTYT
MEKyHapOAHBIX CTaHAAPTOB y4eTa U ynpasjieHus» (nanee - Opranusanus).

1.2 Hactosmu#t ITopsimok paspaGoTaH B COOTBETCTBHH C JEHWCTBYIOIINM
3aKOHOJAaTeNbCTBOM Poccuiickolt @enepallii M JIOKAIbHBIMH HOPMAaTHBHBIMH
akTamMu Opra"nu3amumu.

1.3 leno rpymnel ciymateneit — geno, cOpMHpOBaHHOE B IEPHOI
HOCTYIUIeHHs ¥ 00y4eHus ciymareneit B Opranuzanuu.

1.4 Ceenienus, cojepxaliyecs B Marepuanax JUYHBIX eIl CIIyLIaTeNIeH,
OTHOCATCA K TI€PCOHANBHBIM JaHHBIM U SIBISIIOTCS KOHGMHUAECHIMAIEHON
uHpOpMaIueii.

1.5 K pmenam rpynm ciymarteneif HMEIOT IpaBO JOCTYIa, OMUMO pabOTHHKA,
OTBETCTBCHHOI'O 3a BEAEHHWE W XpaHeHHe JeJ TpYII Ciayliareiaedl HadalbHHUK
y4eOHoro otzena, Pexrop.

2. Beoenue den epynn cnywameneii 6 nepuood ooyuenus

2.1 Begenne H XpaHeHHe eI Tpynm cjaymarte/eil, OCBaMBaIOIIHX
AONOJHHUTEIbHBIE npogeccHoHAIbHBIE NporpaMmbl NOBBIIIEHHS
KBaJIMpukanmu.

2.1.1. Jleno rpynmsl ciyliaTeneil BeleTcs B TeUeHHe BCEro Nepuona
o0yueHMs1 ciymiaTeneid 10 MOMEHTa HX OTYHCIEHHS B CBS3U C 3aBEpIICHHEM
00y4YeHUs WU O IPYTMM OCHOBAHHSIM.

2.1.2. OTBETCTBEHHOCTD 32 BEJICHHE M XpaHEHHe JIeJl IPYIII ClylaTeiei
B TIEpHOJ] 00y4EHHUs BO3/TaraeTcsl Ha METOMCTA.

2.1.3.B nmpouecce BemeHUs Jeia TPYIIbBl CIylIaTeleil B HEro
BKJIIOYAIOTCSL:

- IPHKAa3 10 JUYHOMY COCTaBy ciyllaTesnei 06 OTKPBITUH IPYTIIIE;

- XKypHaJl yueOHBIX 3aHSTUH;



- aTTECTallMOHHAs BEIOMOCTE),

- IPOTOKOJI 3aceAaHus KOMHUCCHH IO NIPOBEPKE 3HAHMUIL;

- IPUKa3 00 OTYMCIIEHHH B CBA3H C OKOHYaHHEM OOYUeHHS,
- perucTpanust BEIAaHHBIX YOCTOBEPEHUIA.

2.1.4. Bce NOKyMeHTHI Jena TpyHIbl CIyILIaTenei CKpeIUIIOTCS U
MOMEINAIOTCS B Marky. Bee JHCTH HymepyloTcs apaOCKUMHU LU(pPaMH, KOTOPHIE
TIPOCTABIISIFOTCS B IIPABOM BEPXHEM YITTy IIPOCTHIM KapaHAIIoM.

2.2 Begenme W XpaHeHHe Je TPYON ciymareded, 0CBAMBAIOIINX
AONOJIHUTE/IbHBIE  NPO(ecCHOHANbHbIE NPOrpaMMbl  NpodeccHOHATbHOIM
NepenoAroToBKH.

2.2.1. Jleno rpynmsl ciymareneil BeeTcs B TeYEHHE BCETO nepuosa
o0y4eHusl CiyliaTenel JO MOMEHTa WX OTYHCIEHHS B CBS3H C 3aBepLICHHEM
00y4YEHUSI WX TIO IPYTUM OCHOBAHMSM.

2.2.2. OTBETCTBEHHOCTH 3a BEeICHHE M XPAHEHHUe JeN TPYII CIyIIaTel el
B IIeproJ] 00y4eHHUs BO3JIaraeTcs Ha METOJHUCTA.

223.B mpomecce BeleHUs JeNa TPyNNbl CIOyllaTeledl B Hero
BKJIFOYAIOTCA:

- 3agBlieHre Ha o0y4yenue B AHO II10 «MIMCVYuVy»;

- PETUCTPAIMOHHBIA JIUCT, poTorpadus pazmMepom 3x4;

- KOITUH JTOKYMEHTOB 00 00pa30BaHUHM ¥ O KBATH(PUKAIHH;

- JaHHBIE M1acIIoPTa,;

- coryiacue o0yJarolerocs Ha 00paboTKy ero IepCoHalbHBIX JaHHEIX;
- KOIIUs CBUETENILCTBA O 3aK/II0OUEHUN Opaka (mpu cMeHe haMuinm);
- IIPUKA3 O 3a4UCIICHUH;

- XKypHal yueOHBIX 3aHSTHH;

- aTTeCTalOHHAs BEIOMOCTH;

- IIPOTOKOJ 3acelaHus KOMUCCHU 1o IIPOBEpKe 3HaHUH
(CBOHBI/MHIUBUAYATbHBIH );

- IpUKa3 00 OTYUCIIEHUH;

- perucTpanus BeIAaHHBIX JUIIOMOB;

- KOIIMsI JUIIOMA O MPO()eCCHOHAIBHOM MEePENOArOTOBKE C IPUIIOKEHUEM.



2.2.4. CocraBasiercs BHYTPEHHSSI ONKChH JOKYMEHTOB, BKJIIOYEHHBIX B
aeno rpynisl (Ipunooicernue Nel).

2.2.5. JIoKyMeHTHI B [eNe TpyIIIbl CIylIaTeJied pacrnojararorcs B
NOPAJKE MX TOCTYTUICHUS.

2.2.6. Bce NOKYMEHTBI Jena TPYNIBI CiIyLIaTesei CKPEIUISIIOTCS U
IOMEILAIOTCS B ManKy. Bce JmMCThI HyMepyroTes apabekumu rudpam, KOTOpBIE
IIPOCTABIISIOTCS B IPAaBOM BEPXHEM YTIIy IIPOCTHIM KapaHIallIoM.

2.277. Ha obnoxke Iema Tpymmel ciyIIaTesei IIPOCTABISETCS €ro
HOMep.

3. Xpanenue den zpynn caywmameneii

3.1 [lena rpynn ciaymiateseil JOJDKHBI XPaHHTBCS B METOAMYECKOM OTHEIe B
YCIOBHSX, OOECHEUMBAIOLIMX HX COXPAaHHOCTh M  HCK/IIOYAIOIIUX yTpary
AOKYMEHTOB B T€YE€HHE BCEr0 CPOKa OIEPAaTMBHOIO XPaHEHUs B 3aKPhIBAIOIEMCS
mkady.

3.2 OTBETCTBEHHOCTH 3a COXPAHHOCTH JIEN PYMII CiylIaTeleil Bo3Iaraercs Ha
HavaJIbHAKa METOJIUYECKOT0 OTHENA.

3.3 Brljaua jenma Tpymnm  ciaymarened  BO  BPEMEHHOE IOJIb30BAHHE
(0O3HAaKOMJIEHME, BBIMMCKM H3 JOKYMEHTOB, KONHMPOBAHHE IOKYMEHTOB W p.)
AOIyCKaeTCs TOJBKO B MCKIIOYUTEIBHBIX CIy4yasx HAa OCHOBAaHUU IMHCHMEHHOIO
paspemrenus Pexropa. Ilpu Bo3Bpamienwn jpgena rpynm ciaymareneil I,
OTBETCTBEHHOC 3a BEICHHWE M XpaHEHWE Jell IPyHI CiyliaTtelieif, mpoBepsier
HaJIMYHE U COCTOSHUE BCEX NOKYMEHTOB.

3.4 Jlena rpymm ciyluatenei, 3aKOHUEHHBIE EOMPOM3BOACTBOM B CBS3H C
OTYHCIICHUEM CIIyIIaTeN e, XpaHATCS B METOAMYECKOM OT/ENIe B TEUEHHUE OJHOIO
rojia ONIEpaTHBHOTO XpaHEHMsI JI0 ITepelady Ha apXUBHOE XpaHEHHE.

4. Ilepedaua den zpynn cnywiameneii u 00KyMeHHI08 0eJl 2PYRA Ciyuwiameneil

Ha apxXueHoe XpaHeHue

4.1 Ilo ucredeHuH cpoka ONEpPATUBHOTO XPaHEHWs Jiejla TPYI CiyIlaTelei
NEPeIalOTCs METOAMYECKUM OTHENIOM 110 caaTouyHoi onucu (Ilpunoowcenue Ne2,
IIpunoowcenue Ne3) Ha apXuBHOE XpaHeHHe. APXHBHOE XpaHEHHE OCYILECTBIIIETCS

B CKIIaZICKOM IMOMEIIIECHHUH, OoKce.



4.2 OdopmieHne nen Tpynn CiymaTese, NepeaBaeMbIX Ha apXHBHOE
XPaHCHUE, OCYINECTBIASTCA METOJHWCTOM, OTBETCTBEHHBIM 33 IIOJITOTOBKY el
TPYIII CIyIIaTeNel K apXUBHOMY XPaHEHUIO.

4.3 Jlena rpynn ciymatened s II€pelayd B apXWUB OQOPMIISIOTCA
CIIEYIOIUM 00pa3oMm:

- B K&KIBIH TOM KPaTKOCPOYHOro (Ha CPOK HeHCTBHS JOKYMEHTOB) H
OIrOBpeMEeHHOro (75 JieT) XpaHeHHs B XPOHOJOTHYECKOH MOCIeN0BATEIBHOCTH
BKIIFOHAKOTCS CKPCILICHHBIE NefTa IPYIIIT ClylaTeel [0 HapaBIeHusIM 06y deH s,
- BCC JIMCTBI NI€N TPYIIl CIyIIaTeseil, KpoMe BHYTPEHHEM ONMCH, HyMepyroTcs
apabckuMHU LEdpaMu, KOTOphle IPOCTABISIOTCS B IPaBOM BEPXHEM YTy IPOCTHIM
KapaHaIioM;

- Kbl TOM Jief1a BefieTest Ha 1 1 2 monyroue (pu GobIIOM 00BEME);

- KQXX/IbIi TOM JieJIa He JOJDKEH MpeBBImaTh 250 JIUCTOB;

- ONKCh CHOPMHUPOBAHHOrO TOMA JeNa BKIOYAET: [aTy, OOIIee KOIMYECTBO Jejl
FpynIl, HOMEp IO IOPAAKY, HOMEpa MeN IPyNI, COOTBETCTBYIOIIUE CTPAHHITBI
nena;

- Aella TPYNIl CITyIIaTeled, OTYUCIEHHBIX B CBA3M C OKOHYAHHEM OOYYeHUS,
CIAIOTCS B apXUB B CKPEIUIEHHOM BHJIE;

- BCE TOMa KPaTKOCPOYHOT'O ¥ JOJITOBPEMEHHOTI0 XPaHEHNUsI [IOMEIIaoTCs B KOpoo,
Ha KOTOpPOM IIPOCTaBISIETCS HOMEP, I'OJ M YKa3bIBaeTCs MEpeueHb HaIlpaBlICHUIN
o0yueHus.

4.4 XpaHeHue e TPyl ciyliareliedl OpraHu3yeTcss B COOTBETCTBUH C
IOJIOKCHUEM, M XPaHATCA B TEYCHUE CpPOKa MAEHCTBHUS JOKYMEHTOB, 3aTeM

AOKYMEHTBI ITIOMJICKAT CIIMCAHHIO 110 aKTy U YHHYTOXCHHUIO.

5. 3aknwouumenvhole nonoxcenus
5.1 Hacrosmuii Ilopsfok ¥ HM3MEHEHHsS B HEro YTBEPIKIAKOTCS

nprkasoM Pexropa Opranuzanuu.



Ipunooicenue Nol

Onucek aena rpynmnel
Ne

nporpamMmsl NpohecCHOHANBHOMH MePenoAroToBKH

OtrMmerka o

Ne Ha3zpanue noxymenra
HAJIHYHA

1 | Onuck aena rpynnsi
IIpuka3 o 3auncnenun ciymaremnei

XKypnain yaeOHBIX 3aHATHIH

Komus MIpHKa3a 0 CO3JaHUU aTTECTAI[MOHHON KOMUCCHHU

IIprka3 00 oTYHCIIeHIH CITyIaTeei

ATTecTaniMOHHAs BEIOMOCTh

Perucrpanus BBIIaHHBIX YIOCTOBEPEHUI
[TpoTokosn UTOroBoM arTecTanuu (CBOIHbIM)

2 | UBanos Usan UBanosuu

PerucrpanuoHHbi qHCT

3asBneHue

Corunacue Ha 00paboTKy MEPCOHAIBHBIX JIAHHBIX
Konus nokymenTa o6 o6paszosanun

Konus nacopra

[IpOTOKOJI HTOTOBOM aTTeCTAlMH (MHAMBUAYAIbHbIH)
Konus BeIIaHHOrO AHILIOMA

Metomuct

JIHYHaA rnoantchk




IIpunoorcernue Ne2

Onucew
ae, nepeaanubix B apxus AHO IO «MMCYuY»
(mpodeccuonanbHasi MepenoaroToBKa)

Hara:
Obmee ko1M4ecTBO A€ rpynm:

IIporpamma oGyuennsi: «Oxpana Tpyaa B opranu3anuny

2017 rop

° Hena rpynn ciaymareeii
n/n

1. | OTnn-I
2. | OTon-1I
3. | OTun-III
4. | OTan-1V
S. | OTon-V
6.

7.

8.

9.

10.

IMoamuce coTpynHuKa,
TIepeIaBIIEro JOKyMEHThI Ha XpaHeHHE / /

Iloanucs corTpynHuka,
TIPUHSBIIETO JOKYMEHTBI Ha XpaHEHHE / /




Ilpunooicenue No3

Onuce
AeJi, nepexanHbix B apxuB AHO IO «MMCYnyY»
(noBbILeHHE KBaAUpUKATNH)

Hara:
O6mee KoJHYECTBO A€/ IPyN:
20 ron

° Jena rpynn ciaymareeit
n/n

1. [ OT-10/1

2. | TITM-10/1

3. | OTs-10/1

4.

9,

6.

s

8.

9.

10.

IToanuce cotpyaHuka,
NIepeIaBIIEro JOKYMEHTHI Ha XpaHEeHHe / /

[Moamuce coTpyaHuKa,
NPUHSBINETO JOKYMEHTHI Ha XpaHEHHUE / /




