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1. O6mue moJ10KeHUs

1.1 Hacrosmee IlonmoxkeHue ompenensieT NIOPAJOK 3alOJHEHHs, Y4Ye€Ta H BBIIAYH
CBHJETENLCTBA O mpodeccur paboyero, IODKHOCTH CIIy’Kallero, BBIAaBa€MOro JIMIAM,
npomeauuM o0ydeHHe 10 OCHOBHBIM IIporpamMmaM MpoQecCHOHAIBHOTO o0ydeHus (maee —
INonoxenue) B I'TIOY SIO SIpociaBCKOM TEXHOJIOTO-5KOHOMHYECKOM Kojule[uke (Janee —
Komnemk), a Takxe TIOPSIOK 3aliOJHEHWs, ydeTa M BblIa4ud JyOnMKaTa yKa3aHHOTO
CBH/IETEJILCTBA.

1.2 TTonoxeHre OTHOCHTCS K YMCITy JIOKAIBHBIX HOPMATHBHBIX aKTOB M pa3pabOTaHO Ha
OCHOBaHUHU:

- ®enepanbHoro 3akoHa ot 29.12.2012 r. Ne 273-®3 "O6 obpasosanuu B Poccuiickoi
Oenepanun";

- [Ipuxasza Munnpocsemmenus Poccuu ot 26.08.2020 r. Ne 438 "O6 yreepxnenuu [lopsixa
OpraHM3allii ¥ OCYIIECTBICHHS 00pa3oBaTENbHOM NEATEIHLHOCTH 10 OCHOBHBIM IIpOrpaMMaM
npodeccCHoHaATBHOr0 00y4eHHs " ;

- Ycrasa Komnemxka.

1.3 OGywarommMmcsi, YCIENIHO 3aBEpPIIMBIIAM OCBOCHHE OCHOBHBIX IPOrpaMm
poeCcCHOHAIBLHOTO 00ydYeHHs, BBIIACTCS CBHIETENBCTBO O Ipodeccuu pabouero, M0DKHOCTH
CITy’KaIllero ycTaHoBJIeHHOro obpasma (manee — CpuuerenbeTBo). Komremk caMOCTOSTETBHO
YCTaHaBJIMBaeT 0Opa3sibl BHIIABAEMOr0 CBHACTENHCTBA O Ipodeccuu pabodero, MODKHOCTH
CIIy’Kallero, U ONpeeNseT MOPSIOK WX 3aM0HEHNS U BBIIAYH B TOM YHCIIe TyOnuKaTa.

1.4 OOy4aromumMcsl, He MPOIIEIIIMM UTOTOBYIO aTTeCTall|IO 10 OCHOBHBIM IIPOrpaMMam
npoeCCHOHANPHOTO  OOyYeHHs WM  NOJNYYHMBIIMM ~ HAa  MTOrOBOM  arTeCTallid
HEyIOBJIETBOPHUTEIBHBIE PE3YJIBTATHL, @ TAKXKE JIMIAaM, OCBOMBIIMM 4YacTh IIPOrpaMMBbl M/HJIH
OTYMCJICHHBIM 110 pa3JM4YHBIM OCHOBAHUSM, BBIIAETCS cIpaBka 00 oOydenuum (0 mnepuoje
o0yuenus) 1o ycranoBieHHoMy Kosnemkem o6pasity.

1.5 Bianku CBUIETENBCTB JODKHEI OBITH MOJUTrpaduuecKoil MpoayKIUeH, 3aiuIeHHoR
OT HOJJIENIOK.

2. Tpe6oBanus k opopmiIeHHIO GJIAHKOB JOKYMEHTOB H HX Iy 01MKaToB

2.1 O6mmue TpeGoBaHus K 0POPMIIEHHIO 0JIaHKOB JOKYMEHTOB M HX TyOJIMKaTOB.

2.1.1 Bce 61aHKH JOKYMEHTOB 3aMOJIHSIOTCS HA PYyCCKOM SI3BIKE IIEYaTHBIM CIIOCOOO0M.

2.1.2 BHeceHue IONOMHUTENLHBIX (IOMUMO yKa3aHHBIX B [1on0)xeHun) 3anucei B O1anku
HE JIOIyCKaeTCs.

2.1.3 PermcrpanpioHHbEIle HOMepa ¥ Jara Bbigauu CBHIETENBCTB YKa3hIBAlOTCS B
COOTBETCTBHH C 3aIMCSIMH B XXypHAJIe perucTpanuy Bbijaud CBHIECTENBCTB.

2.1.4 ®amunus, UM ¥ OTYECTBO (IIPH HATHMYMHN) 00yUaromerocs yKa3pIBaroTCsl OJIHOCTHIO
B COOTBETCTBHH C MACIOPTOM HJIH, IIPH €r0 OTCYTCTBHH, B COOTBETCTBHH C HHBIM JIOKYMEHTOM,
yAOCTOBEPSAIOIIAM JINIHOCTD.

2.1.5 3anonsenHsie OgaHKH 3aBepstoTcs nedarsio Komnemka. Iledars npocrasisercs Ha
OTBEJIEHHOM JIst Hee MecTe. OTTHCK eYaTy JJOJDKEH ObITh YETKHM.

2.1.6 TIpu OTCYTCTBHM OTJEIbHBIX JAHHBIX B CTPOKax M (W) rpadax JOKyMEHTOB
CJIeyeT CTaBUTh CUMBOT "X".

2.1.7 Ilocne 3anonuenns OJIaHKOB OHH JIOJDKHBI OBITH TIIATENIBHO IIPOBEPEHEI HA TOYHOCTH
¥ 6e30muO0YHOCTh BHECEHHBIX B HMX 3alMceil. BiaHku, cOCTaBIE€HHbIE C OMMOKAMH HIIA
UMEIOIUE HMHBIE Je()EeKThI, MOMYLICHHbIE IPU 3alOJHEHUH, CUUTAIOTCS HCIIOPYCHHBIMH IIPU



3aTIOTHEHUM M TIOJUIEXKAT 3aMeHe. VICmopueHHbIe TpH 3aloJIHEHUU OJIAaHKM YHMYTOXKAKOTCS 110
aKTy.

2.2 TpeboBanus K 3anonHeHUIO CBHIETENBLCTRA.

2.2.1 Brnanku Cuperenscrsa 3amonsstorcs mpudrom Times New Roman uepauiaamu
YyepHOro 1Beta pa3Mepa 11 MyHKTOB ¢ OAMHAPHBIM MEXCTPOYHBIM HHTEPBATIOM.

2.2.2 B neBoii uyacTH OOOpOTHOW CTOpOHBI OnaHka CBHIETENBECTBA YKa3hIBAIOTCH
CleIyIOoIpe CBEACHUS (IIOITy KUPHBIHA mpudT):

a) TocJIe CTPOK, COAECPKAIMKUX HAIIHCH «POCCUNCKAS ®EJIEPAIIMS CBraeTeNbCTBO
o npodeccun paboyero, TODKHOCTH CIIyXKaIero» Imocie caoBa « Beiano» — B HECKOIBKO CTPOK
C BBHIDaBHHBAHHEM II0 IEHTPY — (pamMuims, UMs B OTYECTBO (IpH HanM4uH) obydaromerocs (B
JaTeNIbHOM TIAZIEXKeE); Ha CIIEIYIOIIel CTpoKe (B HECKOJIBKO CTPOK) — Haamuch «['ocyapcTBeHHOe
npodeccHoHATBHOE 00pa3zoBaTenbHOe yupexaeHHe SpocnaBckodt obnacta  SIpociaBekuit
TOPrOBO-3KOHOMUYECKHH KOJUIEIK) ;

6) mocie cioB «PerucTpanuoHHbI Noy — perucTpanMOHHbIM HOMEP CBUIETEIIBCTBA,

B) mocie cioB «JlaTa BeIauM» — JaTa BBIIAYM CBHMJIETENBCTBA C yKa3aHHEM 4YHCIA
(mmdpamu), Mecsna (IPOMKCHIO) U rofia (YeThIPeX3HAYHOE IUCIIO, Tu(paMmu).

2.2.3 B mpaBoii yactd OOOpPOTHOH CTOpPOHBI OnaHka CBHJIETENHCTBA YKa3bIBAIOTCS
clIeyIOIIre CBeeH s (TOTy XUPHBIHA MpUQT):

a) TocJIe CTPOKH, cojepxkanieil Haanuch «PenreHneM KBaTA(QUKAIIMOHHOH KOMUCCHI) —
JiaTa 3aceaHus KBaTM(HUKAIMOHHON KOMUCCHH, IIPUCBOUBIIEH KBATMPUKAIKMIO 00yJaromeMycs
¢ ykxazanueM urcia (nudpamu), Mecsina (IPOIHCHI0) U Tofia (JETHIPEX3HAYHOe YHCIIO, udpamu);

6) mocyie CTPOKH, COJIEpXalleil CloBa «IIPUCBOEHA KBauM(HUKAIMs» - NPHCBOCHHAS
KkBaympuKanus (pd He0OOXOIUMOCTH B HECKOJIBKO CTPOK);

B) B CTpPOKe, cojepxaineil Haanuch "IIpencenarens KBaaM(pHUKAITMOHHOH KOMHCCHH" —
JAMYHAs TOAIUCH, HHUAMAILI U paMiIus npeaceaaTelis KBaTu(QUKaMOHHON KOMUCCHH,

) B CTPOKE, cCojepiKalnell Haamuch "PykoBomuTens 06pa3oBaTeIbHOTO YIPEKACHH" —
JMYHAs OANKCH, MHANHAANEI ¥ pamuis qupekropa Komremxka.

1) B CTPOKe, copepkainei Haanuck "M.IL", mpocrasisercs nedars Kosiemka.

2.2.4 B sieBoii yacTH JTIMIIEBO# CTOPOHBI O1aHka CBHIETENBCTBA YKA3bIBAIOTCS CIIETYFOIUE
CBE/ICHUS:

a) B rpadpe «HamMeHOBaHHE Y4YeOHBIX MPEAMETOB, KypCOB, NUCHHUILIAH (MOIYJEH),
NPAaKTUK» — HAMMEHOBAHUS Pa3lelioB B COOTBETCTBHH C y4eOHBIM IUIAHOM 00pa30BaTEbHON
IIPOTpaMMBI;

6) B rpade «OOmEe KOIMIECTBO 9acOB» — TPYJIOEMKOCTH Pa3Jie)IOB B aKaJIeMUICCKHUX
gacax (mudpamm);

B) B rpape «OueHka» — OIEHKA, INOJy4EHHAass IIPH IIPOMEXYTOYHOM aTTECTAIUH,
MPOIHCHIO;

r) Ha OTHEJIBHOM CTpOKe TaONWmbl IOCHEe YKa3aHMs M3YYEHHBIX pa3JeioB
obpaszoBarensHOM mporpaMMel: B rpade «HamMeHoBaHHe ydeOHBIX NPEIMETOB, KYypCOB,
TACIMIUIAE  (MomyJei), mpaktuk» — cioBa «BCEI'O uacoB oOydeHus» — CyMMapHas
TPYJOEMKOCTh M3YYEHHBIX pa3/iesoB 00pa3oBaTeIbHOM IPOrpaMMbl B aKaJeMHYECKHX dacax
(mudpamu); B rpade « OnieHKa» CTABUTCS CUMBOIL «X»;

1) B CTpOKe, cojepxameil Haanuch «Cekperapp» — IHOJIHCh, HHHIMAIb U (haMHuIas
cekpeTaps KBAJIH(HUKAIMOHHON KOMHCCHH; €CIIM B COCTaBe AaTTECTAllMOHHOW KOMMCCHH HE
IPeayCMOTpPEH CeKpeTaph, TO CTaBUTCS CUMBOI "X".



2.2.5 Tlogmucu mpencenarens KBalu(UKAIMOHHOW KOMHCCHH, TUPEKTOpA KOJUIEKA,
cekperapsi KBaTM(UWKAIMOHHOW KoMHuccuH Ha Onanke CBHIETENBCTBA IPOCTABIAIOTCS
YEepHUJIAMH, IIACTOM KK TYIIBIO YEPHOTO, CHHETO HIIH (DHOJIETOBOTO IIBETA.

2.2.6 Eciu 3a BpeMms 00y4enus oOydaromerocs B Koemke U3MEHHIOCh HAMMEHOBAHHE
Koiemxka, To B CBHIETENBCTBE HA JIMIIEBOM CTOPOHE B JICBOM YacTH BHU3Y TaOJMIIbI JEIACTCH
samuch «Komwremk mepeMMeHOBaH B», Jajiee yKasbBaeTcs roj nepemMeHoBanus Koiemxa
(4ETBIPEX3HAYHOE YHCIIO, HU(paMu M CIOBO «TOIy»), HM)KE Ha OTAEIbHOHM CTpoKe (IpH
HEOOXOIUMOCTH — B HECKOJIBKO CTPOK) JOOABIISIOTCS CJIOBA «CTapoe IOJHOE HAaMMEHOBAHHE
VupexaeHus» U yKa3pBaeTcs PeKHEe MOTHOE HAUMEHOBAHHUE.

2.3 TpeGoBaHus K 3aIIOTHEHUIO TyOIMKAaTOB JJOKYMEHTOB.

2.3.1 Ilpu 3anonHenmm ayOnukara CBHIETENbCTBA Ha OOOPOTHOH CTOpOHE OnaHKa
Caugerenscra ykaseaercs cinoBo "J[VBJIMKAT" B oThenpHOM CTpOKe IEpEN CTPOKOH,
conepxaineii Haamuch "CBUJIETEJIbCTBO", ¢ BEIpaBHMBaHHMEM 110 LIEHTDY.

2.3.2 Ha nyGnukarax CBHIETEIHCTBA YKa3bIBACTCS PETHCTPAMOHHBIA HOMED JyOuKara
CBHIETENHCTBA U JIaTa €r0 BBIIAYH.

2.3.3 B ayOimkaT BHOCSITCS 3allUCH B COOTBETCTBHH C JOKYMEHTaMH, UMEIOIMMHUCS B
JIMYHOM Jieie 00y9aromerocs.

2.3.4 Jly6nukar moanuckBaeTcs aupekropoM Kosnemxka.

2.3.5. Jly6iukar MOXeT OBITh IMOJAIKMCAH HCIONHSIOMMM OOS3aHHOCTH JMPEKTOpa MM
JO/DKHOCTHBIM  JIAI[OM, YTIOJTHOMOYEHHBIM PYKOBOJUTENIEM OpraHM3alldd Ha OCHOBaHHH
COOTBETCTBYIOLIETO IIPHKA3a.

3. XpaHeHue, y4eT U ClHcaHHe 0JAHKOB JOKYMEHTOB

3.1 bianku TOKyMEHTOB 0 KBaJdukanuy xpansates B Kosepke kak JOKYMEHTBI CTPOrOi
OTYETHOCTH, TO €CTh B YCJOBHSX, MCKIIOYAIOINUX HECAaHKIMOHWPOBAHHBIA NOCTYNl K HHM, H
YUHTBIBAIOTCS IO CIIEIHATBHOMY PEECTpy.

3.2 Jlns yuera Bbimaud CBHAETENBCTB U MX JyOJIMKAaTOB BEJIETCS JXKypHAI PETHCTPALIAH
BBIJIAYH CBHJIETEIILCTB O Mpodeccuu paboyero, JOHDKHOCTH CIIyKalero.

3.3 B xypHaiu perucrpamnuu Beiadn CBUAETEIHCTB BHOCITCS CIIEAYIOIIUE JAaHHBIE:

a) perucTpanuoHHbIi HoMep CBuerenbeTBa (yonukara CBUIETENBCTBA);

0) amuust, UMSI ¥ OTYECTBO (IIPH HAJIMYUH) 00yJarOIerocs;

B) Jara Beiiaun CBuaeTenbeTBa (My6immkara CBAIETENLCTRA),

I) HauMEHOBaHKe MPO(ECCHH, IPHUCBOCHHON KBATM(DUKALIIHN;

J) IOJMACH CHENHAIUCTA, BEIIABIIETO JOKYMEHT;

€) IOJNKCH JIHMIA, KOTOPOMY BBIAaH JOKYMEHT (€CiM JOKYMEHT BBIJIaH JIMYHO
obyuJaromeMycst 60 1O JOBEPEHHOCTH), JIUOO JaTa X HOMEp IIOYTOBOTO OTIpaBJICHUs (€Ciu
JOKYMEHT HAIIPaBJIEH Yepe3 ONepaTopoB OYTOBOM CBS3H OOIIETO MOJIb30BaHMs).

3.4 B ciyyae jomynieHus OMMOOK B KHUI'e PETUCTPAIMK IOBTOPHAS 3alIKCh HE JIENaeTCs.
HesepHo cyieniannas 3amuch KOPPEKTUPYETCS TTOCPECTBOM BIMCHIBAHHS PAIOM HOBOMW 3aIMCH H
BHECEHHSI IONIOJIHUTEILHOM 3amucH «VicpaBieHHOMY BepUThb» . CTaBUTCS IOJIKCH CICIIHAITICTA,
yKa3bIBAeTCA €ro JODKHOCTh ¥ paclu(poBKa IO/IIUCH.

3.5 Knura perscrpanpu JOKyMEHTOB IPOHYMEPOBBIBAETCS, CKPEILIETCS M XPaHUTCS KaK
JOKYMEHT CTPOTO#l OTYETHOCTH.

3.6 WcnopuyeHHBIE IpH 3alOJHEHMM OJIaHKM JOKYMEHTOB I[IO[UIeXaT 3aME€He |
NaibHEHIIEMY YHHUTOXKEHHTO. [Ipr 9TOM COXpaHsSeTCs IPEeXHHUHI IOPSIKOBBIA PErUCTPaIlHOHHBIH
HOMeEp JJOKYMEHTa ¥ J]aTa €ro BBIIAa4H.



3.7 Cnucanue JOKyMEHTOB IIPOU3BOJUTCS KOMHCCHEH, COCTaB KOTOPOHM yTBEpKIAeTCs
JMPEKTOPOM KOJUIE/DKA MM OQHIIMAIBHO UCIONHSIOMUM €ro OOS3aHHOCTH JIAIIOM Ha TIEPHOJ
OTCYTCTBHS.

3.8 Cnucanue JOKyMEHTOB HNPOMCXOJMT HA OCHOBAaHHM aKTa O CIIUCAHHH, B KOTOPOM
YKa3bIBAIOTCS:

@) PpETHCTpallHOHHBIE HOMEpa CBHJCTEIBCTB M KOJMYECTBO OJIAHKOB, BbIJAHHBIX
obyuaromumMcs (TTOTBEPKIAETCS KHUTAMH PErUCTPALHH);

6) KOJNMYECTBO HCIIOPYEHHBIX OJIAHKOB CBHETEIBCTB.

3.9 Hcnopuennble O1aHKA NPUIATalOTCS K aKTy CIHCAHUS, UX KOJHYECTBO CBEPSETCS,
IIOCJIE YETO B IPUCYTCTBUH KOMHMCCHH OJIaHKH YHHYTOXAIOTCSH. JlaTa YHHUYTOXKEHHSI BHOCHTCS B
aKkT O CIIMCaHWH.

3.10 K axty o crucanuu 6J1aHKOB JJOKYMEHTOB IIPHJIATAIOTCS KOIMH BEIOMOCTEH BBIAUH
JOKYMEHTOB.

3.11 Cpoxu XpaHEHHS NOKYMEHTOB, OTHOCSINHMXCS K 0Opa3oBaTeIbHOM JEATEIBHOCTH,
OIIPENIEIIIOTCA HOMEHKJIATY PO .

4. ITopsinok BBIIAYH JOKYMEHTOB M HX Ay0/IMKATOB

4.1 CBuAeTeNnsCTBO U MX JyOJUKATHI BEIIAIOTCSA 00YYaromeMycs:

a) JIMYHO;

6) IpyroMy NHIly IO JOBEPEHHOCTH, BEIIAHHOM YKA3aHHOMY JIMILYy 00YYarOIMMCS;

B) 110 3asBJICHHUIO 00YYAIONMIErocs HAIPABISAETCS B €r0 aJIpec Y4epe3 OnepaTopoB MOYTOBOM
CBSA3H OOINETO MOJIb30BAHUS 3aKa3HBIM II0YTOBBIM OTIIPABJIEHHEM C YBEIOMIIEHHEM O BPYUCHHUH.

4.2 JloBepeHHOCTh W (MIM) 3asIBICHHE, 0 KOTOPHIM OBUI BbIIAH (HAIIPABJIEH) JOKYMEHT
(mybmmkar nOKyMEHTa), a TaKXe YyBEIOMJICHHE O BpPYYEHHH XpPaHATCS B JIMYHOM JIENE
obyuJarormerocs.

4.3 Jly6bmukaTel JOKYMEHTOB BBINAIOTCS HAa OCHOBAHMH JIAYHOTO 3asBJICHHUS
o0ydJarormerocs:

a) B3aMeH yTpadeHHOro CBHIETEILCTBA;

6) B3ameH CBHIETEIBCTBA, COAEPIKAIIETO OUIMOKH, OOHAPYKEHHbIE 00YYaOIUMCS TIOCIIE
TIOJIyY€HHUSI COOTBETCTBYIOIIETO JOKYMEHTA.

4.4 3asBnenwe o BbIaue AyOnmKara JOKyMEHTOB, KOIHH JyOJHKATOB JOKYMEHTOB
XpaHATCS B JIMIHOM Jielie 00yJaromerocs.

4.5 CoxpaHUBIIHECS TTOMTHHHAKH JOKYMEHTOB U3bIMAIOTCS M YHHYTOXKAKOTCSL.

4.6 HeBoctpeboBanHble CBUAETENHCTBA XPAHATCA B CIEIHAIBHO OTBEACHHOM MECTE B
apxuBe.

5. 3axs0ounTEIbHBIE MOJI0XKEHHS

5.1. Hacrosmee Ilonoxxenwe BCTymaeT B CHIy C JAThl €r0 YTBEPXKICHHS IUPEKTOPOM
KOJIIeKa.

5.2. Hacrosimee [Tono)xenue yrpauuBaeT CHIIy B CITy4ae MPHHATHS HOBOTO [1osi0XeHHMS.

5.3. Bce u3MeHeHUs M JIONIOJIHEHHS, BHECEHHBIE B HacTosiee [loioxeHune, BCTynaoT B
CHJIy B HIOpSAKE, IPeTyCMOTPEHHOM i Hactosmero [lomoxenus, eciii HHOE HE YCTaHOBJIEHO
JIEHCTBYIOIUM 3aKOoHOAaTeNIbecTBOM Poccuniickoi @enepanuu.



