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1. Obmue nosoxenns

1.1. Ionoxenue o nopsiake ohopmieHus, BEIIAYH 1 yH4€Ta JIOKYMEHTOB 0 KBaTuhuKanmm
10 pesynbTatam  LONOMHHTENBHOIO MPO(ECCHOHAILHOTO O6pasoBaHHI M JOKYMEHTOB O
npodieccHoBansRoM o6ydennn (manee - Ionosxenne) ycranasmmpact TPeOOBaHUA K MOPSJIKY
obopMueHHs, BHITAYH, yuera W XPaHCHHsA JOKYMEHTOB YCTaHOBJIEHHOrO o6pasma o
AOHOTHATEIIEHOM NPO(EecCHORAIEHOM 0OPA30BAHHH | AOKYMCHTOB 0 IIpodecCHOHATRHOM
o0ydeHun B aBTOHOMHOM HEKOMMEPYECKOoH OPTaHH3aIIHH JOMOMHHTEIBHOIO
IPO(ECCHOHAIBHOTO 06pa30oBaHHUs «Maructpans-ABToy» (nanee — Opraauzanus).

1.2. TlonoxeHue paspaboTaHO B COOTBETCTRHE C DenepanbHEIM 3aK0HOM oT 29,12.2012
No 273-03 «O6 obpasoBaund B Poccuiickoit Qexepauuny, npHKazoMm MunuEcTepcTBa
oOpasoBauus u Hayk# Poccmiickoi ®enepauun or 01.07.2013 Ne 499 «O6 YTIBEPKACHUM
TIOp#/IKa OPTraHU3aLUH U OCYIIECTBICHHS 00Pa30BaTEILHOMN eI TENEHOCTH MO OMONHRTELELIM
IPOQECCHORATBHBIM IPOrpaMManmy, Y eTaBoM Oprasmsanum, ¢ y9eToM nucsMa Munucrepersa
obpazopanus ¥ HaykH Poccuiickoif Oenepamuu oT 12.03.2015 Ne AK-610/06 «O HalpaBIeHUY
METOMHECKUX PEKOMEH/IAIIHH Y (BMecTe ¢ «MeTOUYECKAME PEKOMEHIATIHAME TI0 paspaloTke,
TOPsAKY BBI@YH M Y4eTy JOKYMEHTOB O KBAIM(BUKAUWH B chepe JOMOTHUTEIBEHOTO
MPO(DECCUOHANLHOTO  06pa3oBaHmsTy), mpukasa AHO JIIIO «Maructpane-Asro» «O6
YCTAHOBJICHUU H BBCACHUU B IHCTBHC NOKYMEHTOB yCTAHOBIEHHONO 06pasiay.

2. Bel1ava 10KyMEHTOB 0 KBATH(QHKALHH H JOKYMEHTOB 0 npodeccuonanbuOM
o0yaeHnu

2.1.  JloxyMeHTBI 0 KBATHGbHKALKH 110 pesynbTaTaM JONOTHHTENBHOIO
IpoeccHOHaNEHOr0 06pa30BaHus YCTaHOBICHHOrO o0pasna (CBHIETEIILCTRBO O
HPOQECCHOHANBHOM IOATOTOBKE (TTepeHOAroTOBKE) BEIAAIOTCS JIUIIAM, VCIIELIHO OCBOMBIIIM
COOTBETCTBYIOIIYIO MPOTPaMMY U TPOIIEIIHM HTOIMOBYIO ATTECTALHIO.

2.2. JIoKyMEHTBI 0 PO eCCHOHATLHOM 00y4CHHH YCTaHOBIEHHOTO 06pasiia
(cBHAETENBCTRO 06 00y4YEHHH) BBIAFOTCS JIMIIAM, OCBOMBIIIMM obpazorarensHbIE IIPOrPaMMEI,
IO KOTOPBIM IIPENYCMOTPEHO IPOBEAEHAE HTOTOBOH ATTeCTAITUH,

2.3. Jlnuam, He IPONIENTTM HTOrOBOM ATTeCTAIMH WK NOTYYHBIIMM Ha HTOTOBOM
dTTCCTAalliK HEYIOBNICTBOPHTENIBHEIE PE3YNBTATEL, & TAKIHE JTUIAM, OCBOHBIINM YaCTh
00pasoBarebHOM IPOrpaMMBT 1 (HIIH) OTIUCTCHREIM H3 Opraum3aimu, BeljaeTes cipaBka 06
00y4enuu (0 mepuoe 06ydeHns) mo YCTaHOBJIEHHOMY 00pasiy.

2.4. Beiava cBHAETENBCTB O MOBHIMIEHHH KBIMpuKaLmn, npodeccroHaTLHOM
HICPEIIOATOTOBKE, CBUACTENLCTB O MPOQECCHOHATEHOM O0YYEHHH, CIIPABOK 00 o0y4eHun

IIPOU3BOMTCS ODYYAtOMIEMYCS TMIHO (LPH IPEABABICHUA nacluopra).

Hybnukar noxymenTa BeIaéTes:

— JHIIaM, yTpaTUBIIAM JOKYMEHTHI (Ha OCHOBAHMH JTMYHOTO 3asBIEHNS, BBIIMCKH U3
nprkasza Oprasusanus o BEIIa9e JOKyMEHTa);

— B3dMCH JIOKYMCHTa, COZIEPIKALICTO OLIHOKH, OOHAPY:KeHHbIE TOCTe ero IOy IeHHS;

— JHLY, H3MEHHBIICMY QaMHUIHIO (MM, OTYECTBO), C MPHITOKCHIEM KOTIHi JIOKYMEHTOB,
HIOATBEPKTAOTIMX U3MEHEHHS (DaMUIIUK, HMEHH, OTIECTBa, IIPH YCIOBHA 0OMeHa panee
BBIZTAHHOTO JIOKYMEHTa O KB HuKaIlHH.

3. Ilopsgok oopmienus 61aHKOB AOKYMEHTOB 0 KBAJIH(pHKANUH

3.1. OdopmiieHre 6GNaHKOB CBHAETENHCTB O IpoECCHOHANBHOM  [IOArOTOBKE
(IepenonroTOBKE), CBHICTCIBECTB O  TMOBBILCHHH KBATH(DHKALUM, CBHIETENBCTB O
IPOPECCHOHATEHOM 00yYeHHH, CTIPaBOK 06 00y4eHuH TPOU3BOIUTCS B CTPOTOM COOTBETCTBUH C
YCTAHOBNCHHEIMK 00pasuaMy NOKYMEHTOB, Ha TIOCYJAPCTBEHHOM s3pike  Poccuiickoit
Deueparru.

Odopmuenne, moxmucanve M BbITa9a CBHIACTENBCTE O npodeccHOHaNbHOH MOATOTOBKE
(IepenoAroToBKe), CBUAETENLCTB O MOBBIIICHIH KBATM(UKAIHYE [IPOU3BOAKTCS HA OCHOBAHHU
[IPOTOKO/IOB HUTOIOBOM ATTECTAIMM K BHIJAY€ CBUICTEILCTB O MOBBIIICHHH KBAIHUKAT[ITH
(CBUIETENECTB O TIPOdECCHOHAILHON TOATOTOBKE (mepemonroToske), B Tedenue 15 pabodmx
AHEH MOC/IE OKOHYAHHST KYPCOBOTO MEPOIPHATHA.



3.2. BiaHKu TOKYMEHTOE 3aIONHAIOTCS [EYAaTHLIM CIIOCOBOM G [IOMOTIBIO TIPHHTEPA
mpudTom TimesNewRoman weproro UBETa, MM BBIUIOJHAIOTCA PYKOIHCHBIM CIIOCOGOM
FCPHHEIIAMH, IIACTOH UM TYIILIO 9EPHOTO, CHHEIO WK BHONCTOBOrO 1BeTA.

3.3. 3anmcu Ipom3BoASTCs Ge3 COKpaIeHHit,

3.4. TIpu 3anonneHuy 6raHKOB AOKYMCHTOB yKa3eIBA€TCsS PETUCTPALMOHHEIA HOMEp IO
KHAI'C PETHCTPATIUH BEIJABAEMBIX TOKYMEHTOB.

3.5. [lns Bcex BNAHKOB MOKYMEHTOB OBIIHMHU NpaBUTaMH HX 3allONMHEHHS SBISFOTCS
CIEAYIOTITHE:

- obuumMaTbHOE HasBaHHE OOpa3OBATEILHOL Oprafu3aldi B HMEHUTEIBHOM MaJIeie,
COINIacHO YcTaBy;

- PCTUCTPAlMOHHEIH HOME] 10 KHHAIE PETHCTPALMH TOKYMEHTOB;

- HAUMEHOBAHME TOPOJIa, ajlpeca ;

- laTa BEIJAYH JOKYMEHTa;

- avuus, UM M OTYECTBO OGYy4aIOmErocs (MHILETCS. ITOMHOCTBIO B MMEHHTENHHOM
TAZIeKC B COOTBETCTBUH C 3AMKMCHIO B MACIOPTE HIIH JTOKYMEHTE, €ro 3amersroneM). Gavunmg,
UM, OTHCCTBO MHOCTPAHHOIO TIpakfaHMAA 3alHCHBAIOTCS 110 JAHHEIM HALMOHAILHONO
HACIOPTa B PYCCKOA3BIMHON TPAHCKPHIIIIHY;

- HAUMEHOBAHUE TTPOrPaMMEL;

- CPOK OCBOCHUSL IPOTPaMMEL;

- IIEPHOJT OOyUeHHs;

- HOBEIH BHJ IPO(ECCHOHAIBHON LESTENHHOCTH U (MiM) HaMMEHOBaHUE IPUCBOEHHOM
KBaTM(puKauuy (Ipu HalHuuy).

3.6. Bnauk poxkymesta 06 OOy4eHHH TO JONMOIHHTENBHEM npodecCHOHATEHBIM
IpOrpaMMaM HMEET HyMEPALHUIO, COCTOSMYIO 13 10-TH CUMBOJIOB:

TIEPBEIC YETBIPE CUMBOJIA - LHQPEI M GYKBEI - CEpHs;

TATBIH - IECATBIH CUMBOJBI - YUETHEIR HOMED BBIAAHHOIO JOKYMEHTa O IPOXO0KISHHH
06y4cHusL, COCTOSIMH U3 MeCTH IHpP.

3.7. BnaHk JOKyMeHTa IOIUCHIBAETCS JUPEKTOPOM (MM HMHBIMH JIMOAMH Ha
yemoTperue supextopa Opranusaiwm). IIonucs Ha JOKyMEHTaX MpOCTABIAETCS YepHUIaMH,
TacTOd MM TYIIBIO YEPHOrO, CHHEro MM (DHONETOBOTO mBera. IIOMIHCAHMHE JIOKyMEHTOB
pakcuMuIBPHOH MOAMICHIO He nomyckaerca. Ha mecte, oTBefieHHOM IUIS Ie4atu - "MLIL.",
crasured nedars AHO JITIO «Maructpais-ABTo.

3.8. Ilocie 3amonmmeHns GnaHKa JOKYMEHTA OH JOJDKEH BBITH TINATEILHO NpOBEpeH Ha
TOYHOCTL BHCCCHHEIX B HEro 3ammced. JIOKYMEHT, 3amo/IHEGHHBIA ¢ OMMOKAMH WIH HE B
COOTBCICTBHH C HaHHBIM llonoikendeM, CUMTAETCS HCHOPYEHHBIM M TOMUICKHT 3aMCHE.
Hcenopuenusie npu 3amonHeHHH 61aHku AOKYMEHTOB YHUYTOKAIOTCH B YCTAHOBICHHOM
TIOPSIZIKE.

3.9. HyGnuxatel noxyMeHTOB OQOPMISIOTCS Ha Onamkax, AeHCTBYIOIUMX B NEPUOJ
ofpauleHuss 0 BBITaYe AyOIMKATA, HE3ABHCHMO OT BpeMeHH 00y4eHHs [0 TIpOTpaMMaM
IOTIOJHUTENIBHOIO TPO(eccHoRanbHOro 06pasosanus. Ha nyGnuxare JIOKYMEHTa B 3aroJIOBKE
Ha THTYJIE ClipaBa BBEPXyY mumeTes (cTaBuTcs wrami) "J{y6mmxar".

3.10. Brecenne cBenenuil 0 JTOKYMeHTax 06 oOpazoBanuy U (Mi4) O KBATHDHKAIIHE B
(hesepanbryio nHGOPMALHOHTYIO crCTEMY «DeniepanbHEL peccTp cBefiennit 0 JOKyMeHTaX 06
obpazoBanuu u (MnM) O KBaIMGWKAIMA, JOKYMEHTAX 00 oby4enuu» (nanee — OGUC OPJI0)
OCYmMECTBICTC B Teqenue 60 JHel ¢ NaThl BBIIAYM yKa3aHHEIX IOKYMEHTOR CIICHHAIHCTOM
Yuebnoro otaena Oprauu3alui B COOTBETCTBHH C nepeyHeM (QYHKIHH.

4. Permcrpanusi 0 XpaHenue 61aHKOB JOKYMEHTOB

4.1. Jlis perucTpanuy BEITABacMBIX HOKYMEHTOB B OpraHusaLyy BEIyTCA KHUTH
O pEerHCTPaLlHH:

— BBIIAYH CBU/ETEIIHCTR O MOBBILICHHUH KBATHPUKATIHI;

— BBIJIaYM CIIPaBoK 00 00yuenuu (0 mepuojie o0yueHus);

— BBIJIA4YH CBUJIETEILCTB 00 06ydeHuu;

— BBIJIa4H TyOMUKaTOB JOKYMEHTOB;

— BBI/Ia9H CBH/ICTCIECTB O IPOYECCHOHATBHON TOArOTOBKE (IePENOArOTOBKE);

4.2. Ecnm Obinma lomymieHa ommbKa B KHATE BEIAYH JOKYMEHTOB, TO HOBTOPHO 3aIHCh



He fenaerca. HerepHo crenmamras samucek KOPPEKTHPYETCA TMOCPEACTBOM BITMCBIBAHHS PIOM
HOBOM 3allMiCH M BHECCHHS JIOTOTHUTENLHON RATHCH "Hcnpasnernomy Beprts". CraBuTCS
IIOMIHKCE U JelaeTcs pacmudpoBKa MO IIHCH.

4.3. Knura perucrpamum HoKyMmeHTOB [IPOITHYPOBBIBACTCA, NMPOHYMEPOBLIBAETCS H
XPAHUTCSA B COOTBETCTBYIOLIEM TTOApaseiicHuy OpraHu3aim.

44. llpy HampaBieHUM JOKYMECHTOB 00 O0ydeHUH [OYTOROH CBS3LIO B azpec
O0Y9YaIONIErocs, OCYIIECTRISETCS [0 3asRICHHIO (oOywaromerocs), TPH  HPEIBIBICHHH
JIOBEPCHHOCTH JIONMYCKaeTCd Mepefada AOKYMEHTOB O KBaH(uKama 1o peectpy (akry)
nepenadn (upuioxenue 2). Peectpsr (axTs) [ICPE/IaTi XpaHITCsl BMECTE C KHUTOM PerHCTpamuu
BEIIA9H JIOKYMCHTOB B COOTBCTCTBYIOIEM CTPYKTYPHOM MOJPaz e/ e HHHT Oprasuzangy.

4.5. Vicnopuenisie npu 3amonHesun 6iauky JOKYMEHTOB O KBaTH(MMKALKH TIOMITERAT
YHUMTOXCHHIO, JUTA 4Yero mpuka3oM [0 OpraHusalud CO3JAeTCs KOMHCCHA. Komuccus
COCTABIICT &KT, B KOTOPOM HPOIHCBIO YKA3LIBAETCS KOIHUECTBO YHHYTOXKEHHEIX OMaHKOB
JAOKYMEHTOB O KBaIM(HKAIIAHY,

4.6. Criucanue ZOKyMERTOB CTPOrOH OTIETHOCTH LIIPOM3BOJMTCS HA OCHOBAHUM AKTOB:

— O BbIAGHHBIX TOKYMCHTAX, PH YCIIOBHY HATHYHS OTMETKH O MONYYCHUH JOKYMEHTA B
KHHI'4X O PETHCTPALMH BBIIAYH JOKYMEHTOB:

— 00 HCIOpYeHHHIX Onankax JOKYMEHTOB, B KOTOPBIX ~ YKa3hlBAlOTCA HOMeEpa
HCIIOPIEHHBIX OIIAHKOB JOKYMEHTOB, KOMIESCTRBO U [aTa HX YHUYTOKCHHUS.

4.7. VicropueHHBle TNpM 3amONHEUWH OGNAHKH JOKYMEHTOB INOUIS/KAT 3aMeHe M
PO3BPAMAIOTCA  CHENHANHCTY, OTBETCTBEHHOMY 3a JOKYMEHTEI CTPOTOH OTYESTHOCTH, IS
3ameHbL. ITpi sTom coxpausieTes pexHui NOPSAKOREL PCIUCTPAHOHHBIH HOMEDP JIOKYMEHTa H
JlaTa ero BEIAAYH.

Hcnopuennple Gnank# AOKyMEHTOB VHHYTOXKAIOICS B YCTaHOBJICHHOM TIOpSIKE Ha
OCHOBAHUH aKTa 00 YHHYTOKEHHH JOKYMEHTOB.

Homepa (upy mammumu) mcnopuenmsrx 61apkos TNOKYMCHTOB  BRIPE3AlOTCS M
HAICICUBAIOTCA Ha OTACHBHBI TMCT Gymard, KOTOPEIA HpmiaracTcss K akTy of YHHYTOKESHHIH
MOKYMEHTOB CTPOrOH OTYCTHOCTH.

4.8. Bankn MOKYMEHTOB 0 KBATHGUKALHE U JOKYMEHTOB 00 00y4YeHHM XpaHsTCs B
COOTBEICTBYIOIMX  CTPYKTYPHBIX IIOApasjiefieHusx OpraHuzaldy B HEJOCTYIIHOM  JIIs
TIOCTOPOHHUX MECTE B COOTBETCTBHH C TPeGOBAHUAMY, IPEIBSBISEMEIME K XPAHCHHIO O/IAHKOB
CTPOIO# OTYETHOCTH.
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