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O0nrme MoJI0KEHHU

Hacrosimee TTonoskeHre 0 HOPSIKE BHIIAYH, 3aM0JHEHAH i XPaHEHHH CBUJIETENBCTB 00
okoHuaHHH oOyuenust (manee IlojoXkeHME») CTPYKTYPHOro  MOApasIe/ICHHU [lenTp
npodeccronansroi kBamudukanuu (nanee — LIIK), B cocrase ABTOHOMHOM HEKOMMEPUYECKOH
opraumsanuu «Yuebusii Llentp «Apto/lpaiis-HH» (mamee — AHO «YII «Asro/lpaiis-HH»)
pa3spaboTaHO B  COOTBETCTBUM C  METOIHMYECKHMH  PEKOMCHIALHAMH MpuHHCTEPCTBA
o6pasopanus u Hayku Poccuiickoi ®eziepaitin (IHCBMO OT 05 aBrycra 2014 r. Ne AK - 2202/06);
nuckmMa MunncTepeTBa 06pasoBanus U Hayku Poccuiickoii denepaiuu OT 12 mapra 2015 rona
NeAK - 610/06 «MeToauueckie pPEeKOMEHAAMK MO pa3pabOTKe, MOPSAKY BbIIAYM H yHETy
JIOKyMEHTOB 0 KBaIM(HKAIMK B cepe TOMOTHATEILHOTO 11poecCHOHAITBHOTO 00pa30BAHUS.

B cootBercTBIH ¢ yacThio 1 cratbu 60 Genepansfioro 3akona ot 29 nexabps 2012 r. Ne
273 - @3 «06 obpazopanuu B Poccuiickoii denepauumm, (naiee - denepanpHbiii 3aKoH Ne 273 -
®3) ycTaHOBIIEHBI BU/IBI IOKYMEHTOB, MIOIEKAIKE BbIAAIC B Poccuiickoit @eneparuu.

B COOTBETCTBHH C NpHKa3oM MHUHHCTEPCTBa 00pasoBaHMs M HayKd Poccuiickoi
Geneparuu ot 1 moms 2013 1. Ne 499( «O0  yTBEpXKICHUU Iopsinka opraHusanud u
OCyIIeCTBJIEHUs 00pa30BaTebHOM JAEATCIBHOCTA 110 JIOTOIHHTCABHBIM 1podeccOHaNbHBIM
nporpaMmam» (nasiee -ITopsiok) yCTAHOBJICHBI IpaBUiIa (OPraHM3allid M OCYIICCTBIICHHS
o0yueHHs 1O JONOJHUTEIbHBIM ( WIPODHECCHOHATBHBIM TpPOrpaMMaM  JQUOIHHTEILHOTO
11pohecCHOHAITBHOTO 00pa3oBaHU.

Hacrosimee Tonoskenme \yCTaHaBIMBAcT NPaBEIIA BbIIAuH, 3alONHEHHS ¥ XPAHCHU
cBUeTENbCTB 00 oxonuanny obyueHns B LIITK AHO «¥1] «ABto/lpaiiBsHH»:

1. 0 PASPABOTKE BJIAHKOB IOKYMEHTOB O KBAJIN®UKALINA

1.1. IIIKqAHO «VY1I «Asro/paiis-HH» (nanee «Oprasu3anus»), BbIIACT  IHLAM,
OCBOMBIIMM TPO(ECCHOHATBHBIE TPQEPAMMBI, JTOKYMEHTBI O KBa/IH(pUKAIKH 110 o0pasiy U B
nopsiike, Kotopsiid yeranosien LI AHO « Y1 «Asro/lpans-HH».

12.\ Bfianky cBHEETEIBETB 00 OKOHYAHHH » 00pa3oBaTEIBHOK | OpraHM3aluH,
pa3pabathIBAOTCS M IPUOOPEIAIOTCS OPraHu3aLlHeH{ HMEIOT €/IUHYO HOPSIKOBYIO HyMEPAIIHIO 1
SABIISHOICS TOKYMEHTAMH CIPOroil 0TYeTHOCTH. MBbiiaya 61aHKOB CBUACTEIHCTB 00 OKOHUaHHH
00YdeHMs B OpraHusaii. IPOM3BOIMTCS(EIPOrO B COOTBETICTBUW C yCTAHOBJICHHBLIMH
TpeOoBaHUAMH.

1.3. Bei6op npennpusituii —u3rofoputeneii 01aHKOB JOKYMEHTOB OCYIIECTBIIACTCS IIK
AHO «VY1I «AsTo/[paiis-HH».

1.44C wenbio opraHu3aiyi,yyera 6JaHKOB TOKYMEHTOB 00 OKOHYaHHH o0pa3oBaHHs B
opraHM3all¥ Mpu paspaboTke, Gmanka MOKyMeHTa MPEAYCMOTPETh HAIMYME CEPUH M HOMEPA
COOTBETCTRYIOIIEro OnaHKa, ' mO3BOMAT d(QHEKTUBHO ~ HIACHTH(HIMPOBATE ¢GaxTel BBLIAYM
JIOKYMEHTa 0 KBanmu(uKaLui JIMIly, 3aBepIIMBLIEMY 00y4CHHE.

1.5. O6paseif) ‘eBunerenscrBa _ (mpuaoxenue Nel)  GHUKCHPYIOTCS  JIOKAJIBHBIM
nopmartuBEbM akToM IITK AHO « Y11 «AsTo/lpaiis-HH».

2. 3ATIOJIHEHUE BJAHKOBIOKYMEHTOB O KBAJIM®UKAILIUH, BBITAYA
NYBJIUKATOBHOKYMEHTOB O KBAJIM®PUKAILIHUNA.

2.1. CauuerenbeTBO ho KBammdukamyuu o(GopMISIIOTCS HAa TOCYJAapCTBEHHOM SI3BIKE
Poccuiickoit Meepariui.

2.2. Tpu 3anonHenry GJIAHKOB CBHJIETENHCTBA 00 OKOHYAHHH 00y4eHHUs: B OpraHu3aIiu
(na.nee -0yaHK IIOKYMeHTa) HCO6XO,HI/IMO yKaspIBaThb CJICIY IOIHe CBEIACHUS !

-o(hHIMATEHOE HA3BaHKUE OPraHKU3AIMU B MMCHATEIBHOM IaJIeXe, COrJIACHO yCTaBy;

-HANMEHOBAHHE ropo/ia (HACENeHHOro MyHKTa), B KOTOPOM HAaXOJMTCS OpraHu3arus;

-JlaTa BbIJa4d JJOKYMEHTa,

-paMuIHs, WM M OTYECTBO JIMIA, MPOMIEIIErO MPO(ECCHOHATBHYIO [ToaroToBky
(THIIeTCS MOJHOCTHIO B MMEHUTENHHOM MaJe)Ke B COOTBETCTBUM C 3allMCBIO B NACHOPTC WA



JIOKyMeHTe, ero 3amenstomeMm). Pamuiaus, HMs, OTYECTBO HHOCTPAHHOTO TpaXKIaHHHA
3aMUCHIBAIOTCS 110 JAHHBIM HAIIMOHAJIBHOTO ITacIopTa B PyCCKOS3BIYHON TPAHCKPHUIIIIHMHN,

-HAUMEHOBaHHE ITPOrPAMMBI;

-Tiepuo] 00ydeHus;

-HOBBIH BHJI IPO(PECCHOHAIBHON JEATEIBHOCTH U (MJIM) HAMMEHOBAHUE NIPUCBOCHHOM
KBai(uKanuy (IpU HATHIUH).

2.3. BiaHk JI0KyMEHTa OAMUCHIBACTCS PyKOBOAUTENEM 00pa30BaTe/IbHON OpraHu3aluHy.
[Toanuck Ha JOKYMEHTAX MPOCTABIISETCS YePHUIAMH, IACTOM MM TYIIBIO YEPHOTO, CHHETO MK
duoneroBoro npera. Iloanrcanne T0KyMEHTOB (haKCHMUIBLHOH MOANMKUCHIO He nomyckaercs. Ha
Mecte, oTBeneHHOM s nedatd —«M.ILy, craBurcs newats AHO « Y11 «Apro/lpaiis-HH».

2.4. 3anonHeHue 61aHKOB JJIOKYMEHTOB PYKOIHCHBIM CIIOCOO0M He 10y cKaeTcs. bianku
JIOKYMEHTOB 3aOJHSIOTCS [EYaTHBIM CIIOCO00OM € HOMOIIBIO NPUHTEPA, MPU(PTOM YEPHOTO
nBeta. Opranusainys MOXeT pa3paboTaTh NporpaMMHOE 00eCIeYeHHe, NMpeHa3HAYCHHOe I
aBTOMATH3AIMY yYeTa ¥ 3al0THEeHHs OJIaHKOB JOKYMEHTOB IIPH IIOMOIIA TPUHTEPOB.

2.5. JlyGnuKkaThl BBIIAKOTCS JIMLAM, YRPATABIIMM JOKYMEHTBI, TIPH YCJIOBUM HAJTUYUS B
OpraHM3allué BCEX HEOOXOMMMBIX CBEICHVM 0/ IIPOXOXICHHHU (IAHHBIME JIAIIaMH OOYYEHHS.
Jlybnukar Bbigaercss Ha (AMUINIO, WM, \OTYECTBO, HACHTMYHBIC MOIMHHUKY IOKYyMEHTA.
Jly6nukaT BeaeTcs Ha GaHke, JeHETBYIOMEM HAa MOMEHT BBiJaun dyOnukara, Ha xyOimkare
JIOKYMEHTA B 3ar0JIOBOK Ha TUTYJIg/¢IIpaBa BBEPXY CTABHTEAILITAMII « Ty OmmKam

3. VUET BJIAHKOB JTOKYMEHTOB.

3.1. Jlna ydera BbiA@ud TOKyMEHTOBO) KBamupHKanuu, gyOIAKaTOB JOKYMEHTOB O
KBAIM(DUKAIIMK, WHBIX,JOKYMEHTOB B OpraHM3aliid BEeIyTCs KHUIM |PETHCTPAllM¥ BBbIAAHHBIX
JIOKyMEHTOB (1ajiee sKHIFa PETHCTPaIMH); '

Kuura , pérucTpanud  BBLIadH |, CBHUIETENBCTB  (AyONMMKaToB  CBHUAETENBCTB) O
npodeCCHOHAILHON TOArOTOBKH BEAETCH KaK Ha OyMakHOM HOCHTENE, TaK H<B JIEKTPOHHOM
BHJIE).

B\xuury peructpanuu(npmioxenue No2) BHOCIATCS ClIeAyIOIUe TaHHbIC:

a) MOPSIIKOBBINA HOMED;

0) cepust 1 HOMeP, ONaHKa JOKyMEHTay

B) (aMuiusi, #iMs, OTIECTBO (IaTa, POXKHECHHS) JIMIA, 0Ty YABIIETO JOKYMEHT;

I') PErHCTPAIMOHHBIA HOMED TPYIIIBL;

1) Jara/BhlIauy;

€) noMuMCh JMI@, KOTOPOMY. BbIIAaH NOKYMEHE (€ciM JOKYMEHT BBIIAH JIMYHO
BBITYCKHMKY) JIM0O 110 n0BepeHflocTH), 100 [ata W [HOMEp MOYTOBOrO OTIpABIEHHUs (eciu
JIOKYMEHT | HalpaBlieH 4yepe3 OIepaTopoB MOYTOBOM' CBS3M OOIIEro Hoab30BaHMs) (3amuch O
BBIJIaUM CBUJIETENLCTBA [10/BEIOMOCTH/TIPOTOKOJTY, IaTa, HOMEp IPOTOKOIA);

) 0coOBIe OTMETKHE (II0TyYeHHUs oKy MeHTa (IyOinKaTa JOKyMEHTa) 1 HHBIE 3aIIUCH).

3.2. Ecnu ObiIa” momylneHa Oumibka B KHUre (BEIOMOCTH, IPOTOKOJIE) BBIIAYH
JIOKYMEHTOB, TO TIOBTOPHO 3anuch He jehaercsa. HeBepHo clenanHas 3auch KOPPEKTHPYETCs
TIOCPENICTBOM BIHCHIBAHHS DSIOM (HQBOW 3allACH W BHECEHHS JIOTOJHHTENHHOH 3arucH
«HcnpasieHHOMY BepuTh». CTaBHICS TOAIMCH U Jenaercs pacmupposka noiamucu. Knura
PEruCTpalid  JOKYMEHTOB HPOLIHYPOBBIBAETCS, IIPOHYMEPOBBIBAETCS W XpAaHHUTCS Y
PYKOBOJMTENS OpraHu3aIuu.

3.3. Jlonyckaetcs oopmMiieHHE BEIOMOCTH (IIPOTOKOJIA) BbIIAYH JOKYMEHTOB B CiTydae
IPOBE/ICHHS! BBIE3IHBIX 9K3aMEHOB. B 3TOM cityyae 1o OKOHYaHHIO 00ydeHHs IPOHECCHOHATBHOM
HOArOTOBKH O(GOPMIISIOTCS BEAOMOCTH (IIPOTOKOJIBI) BBIIAYM JIOKYMEHTOB 10 KaXKIOW Ipymie
(mpusoxxerue Ne3).

3.4. Cnenuanuct, OTBETCTBEHHBIN 32 JOKYMEHTBI CTPOTOM OTYETHOCTH, II0 OKOHYaHUH
KaJIEHIapPHOIo rojia 0GopMIIsieT KHUTY PETUCTPAIMH CIIEyIOMUM 00pa3oM:

-o(hopMmIIsIeTCST TUTY JIbHBIH JIUCT (MpHioxeHue Nod);



-BEJIOMOCTH  (IIPOTOKOJIBI)  BBIIAYH  JOKYMEHTOB  NPOHYMEPOBBIBAIOTCS B
XPOHOJIOTHYECKOM TOPSJIKE; '

-KHHI'a PETUCTPALUH, T.€. BEOMOCTH (IIPOTOKOJIBI), IIPOLIHY POBBIBAIOTCS;

-KHUTa PETUCTpallMd CKPEIULIETCS [e4aThio 00pa3oBaTeNbHOW OpraHM3alUd  C
YKa3aHUEM KOJIHMYECTBA JIICTOB BEJOMOCTEH (IIPOTOKOJIOB) B KHUTE PETHCTPAIIHH.

3.5. loxyment o kBanmdukanuy (Jy0IMKaT J0KyMeHTa) BEIIAeTCs BBIITY CKHHKY:

-JIMYHO;

-ApyroMy JIMIly IO 3aBEPEHHO# B YCTaHOBIECHHOM IIOPSIKE HOBEPEHHOCTH, BBITAHHOM
yKa3aHHOMY JIUILY BBITYCKHHUKOM;

~II0 3asBJICHUIO BBITYCKHHKA HAIIPAaBISIETCS B €r0 aJpec 4epe3 OmepaTopoB MOYTOBOM
CBA3H OOLIETrO MOIb30BAHHS 3aKa3HBIM I0YTOBBIM OTIPABIEHHEM C YBEIOMICHHEM O BpPYYEHHUH.

YBefOMIIeHHE O BpPYYEHHH XPaHHTCS BMECEE C BEJOMOCTHIO BBIIAYH JIOKYMEHTOB
TPYIIIBL, TI€ yYUIIcs 00ydaromuics.

HoBepeHHOCT U (MiH) 3asBIeHHE, 10 KOTOPHIM OBUT BbLIaH (HampaBJieH) JOKYMEHT
(my6aMKaT NOKyMeHTa), XpaHsATCS:

110 HporpamMmam HpO(eCCHOHAILROR TIOITOTOBKE B TAYHOM JIeJTe BBITY CKHHKA.

3.6. Jlybnukat JoKyMeHTa O KBIH(HKALMH BbIIACTCS:

-B3aMEH yTPa4e€HHOro JOKYMEHTa 0 KBau(uKayy (Ba OCHOBAHUY JIHYHOTO 3asBIICHHS,
BBIITMCKH M3 IIPHKa3a OpraHu3aiidi, o Belaue JOKyMEHIa).

-B3aME€H JIOKYMEHTa W0\ KBanu(ukanuu, |, CoIEpxKaIero OmmOKHy 0oOHApyKECHHBIE
BBIITYCKHHKOM IIOCJIE €0 NQNYUCHYS (PUKa3a OPraHM3alliy O Bblnave JoKyMeHTa);

-1y, H3MCHUBHIEMY (DaMHIIHIO (MM, 0TYECTBO).

HyOnukar nokyMenta o kBannuKAUUM BhIIACTCS Ha 'OCHOBAHMM JIMUHOTO 3asIBIICHUS
BBIITYCKHUKA U U/ HA OCHOBaHUH [IPUKA3A10 00 pa30BaTe bHOM, OpraHH3aI1H.

JInno, nsmentismee Gamumm© (WMsi, 0TYECTBO), BIPABE 0GMEHATE HMEFONIHHCS y Hero
MIOKYMEHT O &BampuKauy Ha ZYOIAKAT TOKyMEeHTA, O\ KBatu(puKaumu c HoBOH bamunueit
(umeneMm, oT4eeTBOM). OOMEH IIPEHU3BOIUTCS HAa OCHOBAHMH 3asBIICHUS JIMITA; M3MEHUBIIIETO CBOKO
amugo (M, 0TYECTBO), G MPUIOKEHHEM KOMHIH TOKYMEHTOB, HOATBEPKAAIOMUX U3MEHEHHE
(amuginy (MMenu, oTYECTBA) IHIIA.

asiBiienue 0 pbitade MybnuKata AOKyMEHTOB O KBatuAKA(UH, KOMHH ny6nukara
AOKYMCHTa M JOKYyMEHIbI, MOJTBEPHKIAIOIWMC) M3MEHEHHE (QaMUiIAu (UMEHH, oTYecTBa) (IIpH
HAMMYAN TakuX AOKYMCHTOB), XPaHAICs| B JIMYHOM JEi€, BBITyCKHMKA IO IIporpamMmam
Ipo(ecCHOHAIBHON MEPENOArOTOBKHE

CoxpapMBIIMiCS — NOAMMHHMK  CBHJCTEIBOTBA  M3BIMAIOTCS OpraHu3aiuei,
OCYIIECTB/IMOMEH 00pa3oBATENBHYIO NEATETBHOCTb, WI~ YHHUTOXKAIOTCS B yCTAHOBIEHHOM
HOPSIIIKe.

3.6. HesocTp¢OoBaHHEIE CBHICTENBCTBA O NPOGECCHOHANBHOM — TMOArOTOBKE
Ciymarenel, oOydJaroufuxes 1mno mporpaMmay UpodecCHOHATBHON HOATOTOBKHM, TOIIMBAIOT B
JIMYHOE JIENI0 CIIyIageid.

4. CIIMCAHME TOKYMEHTOB, XPAHEHUE BJIAHKOB, YHUYTOKEHUE
NCHOPYEHHBIX BJIAHKOB.

4.1. WcnopuenHbie HpH BAOIHEHNH GIAHKH JOKYMEHTOB [OLIEKAT YHHUTOXEHHIO.

4.2. Cnucanue 10KyMEHTOB CTPOTOif OTYETHOCTH IIPOM3BOMATCS KOMHUCCHEH (ue meHee
AByX YEJIOBEK), YTBEPXKICHHOH IPHKA30M JMPEKTOPA OPTaHH3aIliH, B COCTAB KOTOPOH MoOryT
BXOJIUTE:

-IJIaBHBIH Oyxranrep;

-IUPEKTOD;

-METOJIUCT;

-CHENHATNCT, OTBETCTBEHHBIN 3@ JOKYMEHTHI CTPOrOM OTYETHOCTH,

-MaTepUaIbHO OTBETCTBEHHOE JIMIIO.



Pe3ysbTaThl paboThl KOMHCCHH, T.€. aKT O CIHCAaHWHM OJIAHKOB CTPOTO OTYETHOCTH
YTBEPIXKIAIOTCS HOPMATHBHBIM aKTOM OPTaHH3alMH.

HWcniopuennsle nmpu 3amoiHEHWH OJIAHKH JOKYMEHTOB O KBaIA(DUKAIMH IIOJJIEXKAT
3aMEHE U BO3BPAIIAIOTCs CIIEIIHAIMCTY,, OTBETCTBEHHOMY 3a JOKYMEHTBI CTPOTOM OTYETHOCTH, JUIS
3aMeHbL. [Ipu 9TOM CoXpaHseTcst NPEXHUH NOPSIKOBBIA PErHCTPAIMOHHbIA HOMED JOKYMEHTA U
JlaTa ero BbIIAYH.

4.3. YHUYTOXEHUE MCTIOPYECHHBIX JOKYMEHTOB CTPOrOM OTYETHOCTH HPOM3BOIMTCS Ha
OCHOBAaHHMH aKTa 00 YHHYTOXCHHH JIOKYMEHTOB OMH pa3 10 OKOHYAHMIO KAJEHJapHOTO roja
(dbopma axrta mpuoxenue Ne5).

Homepa u cepum (IIpy HaTMYHK) HCIIOPYSHHBIX OJIAHKOB JOKYMEHTOB BBIPE3AIOTCS M
HAKJICUBAIOTCS. HA OTJAEJIbHBIA JMCT Oymard, KOTOPBIA\IIPHIIAraeTcsi K akTy o0 yHHYTOXEHHH

JIOKYMEHTOB CTPOT'O# OTYETHOCTH.
/ ; \\
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[Tpunoxxenne No2
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[Tpunoxenue No3

IK3AMEHAIIHOHHBIH ITPOTOKOJI
I'pynna No
om« » 20 2.

OK3aMEHALMOHHAs KOMUCCHS B COCTABE npeacenareis KOMATETa:
Lupexmop AHO « YII «Aemo/lpaiie-HH
U 4eH0B KOMHUCCHU:

— npenodasamens I1
— MIIOB \\

pc 06yueHus o nmporpamMme
«B»
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[Mpunoxenue Ned

ABTOHOMHAS HEKOMMEPYECKAS OPTAHMBAIIMS
«Yueonniii lentp «ABTo/IpaiiB-HH»
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ITpunoxenune Ne5

AkT
0 CIIHCAHUM M YHHYTOXKCHHH CBH/IETE/IbCTB, HCIIOPYEHHBIX PH 3aII0JHEHHH B
20___-20___ y4eGHOM roxy

Komuccus B cocrase:

©.1.0. npencenaresns KOMUCCHH N
®.1.0. 4nena koMuccuu
©.1.0., yieHa KOMUCCHHI
COCTaBHJIM HACTOSAIIUH aKT Ha IIPeIMET CIIUCAH YTOXKEHHUS nyTeM COMOKEHHS CIIEIYIOIUX
JOKyMEHTOB 00 00pa3oBaHuH, ncnopqenn py OJIHEHUH

B20 20 yueGHOM romy
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