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Yyeonoro uenrpa OouecTsa ¢ OrpaHH4YeHHOH OTBETCTBEHHOCThIO
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ObaacTe Ou3HEC-NPOIECCOB: YrpasieHne nNepcoHanom

JlomkHoeTs DOUO
Pazpadoran = 3amecTHTe/b AHPEKTOPA 110 Kuouruesa O.B.
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CoraacoBal IOpuer ' 3azapaBHbIX

Yreepana JupexTop - Ocanunii A.B.

Ne Tekyueii peIakuun I10KyMeHTa: 1 Ne B Peectpe pokymentos Komnanun:
Moapasaesenie, OTBETCTBEHHOE 32 AZIMMHHCTPATHBHO-YNPABJICHYECKHI annapar

npouece/1esTeILHOCTb!
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1 O0mMe noJ10KeHus!

1.1. [Tonoxenue o nopsaake ohopmieHHs, Bbl1a4u U XpaHEHHs IOKYMEHTOB T10
nporpamMmam npodeccuoHanbHoro obyuenus (nanee — IlonoxeHue) ycTaHaBIMBaET
TpeOOBaHUs K TMOPAAKY OGOpMIEHHUs, BbIAAYM M XpaHEHHS [JTOKYMEHTOB
oOyuaromuxcs B YuyeOHoM neHTpe OO1iecTBa ¢ orpaHH4YeHHOM OTBETCTBEHHOCTBIO
«Cubupckas BaroHHas komnanus» YueOHbli weHtp OO0 «CBK» (manee -
YyeOHblIi LeHTD).

1.2. Jlannoe IlonoxeHue pazpaboTraHo B coOTBeTCTBUH ¢ DenepalibHbIM
3akoHoM P® ot 29.12.2012 Ne 273-®3 «O6 oOpasosanun B Poccuiickoi
Oenepauuu», npukasoM MuHucTepeTBa rnpocBelieHus Poccuiickoi Penepainu
(Munnpocseuenust Poccunn) ot 26.08.2020 r Ne 438 «O6 yrBepxaeruu [lopsiaka
OpraHM3all¥ M OCYLIECTBIEHHA 00pa3oBaTe/lbHOW [eATeIbHOCTH IO OCHOBHBIM
nporpamMmam npoeccuoHalIbHOro 00yUeHUs».

2 Boiaauya 10KyMEHTOB

2.1. B y4eOHOM LeHTpe YTBEpP)KAEHBI CIEAYIOIIME BHIABI JOKYMEHTOB O
npodeccHoHalIbHOM 00yUeHUH 1o NMpodeccusiM paboumx, J0JKHOCTAM CITYyKaLIUX:

- CBUETEIBCTBO O MPUCBOSHHUH Mpodeccuu padbovero, 10HKHOCTH CIIyKallero
(ITpunoxenue Ne 1);

- ynocroBepeHue ([Ipunoxenue  No2), BblaawoTcs  oOydaromuMmcs,
3a4MClIeHHbIM B Y4eOHblit LIeHTp Ha o0y4yeHue 1o nporpaMMmam npogeccuoHanIbHOro
00y4eHus, yCrelIHO OCBOMBILHMM MPOrpaMMy M MPOLIEALINM HTOTOBYIO aTTeCTALHIO.

2.2. bnaHkM CBHAETENLCTB W YAOCTOBEpEHHH  pa3pabaTbiBalOTCS U
M3rOTaBJIMBAIOTCS 3a CYET CpeCTB Y4eOHOro ueHTpa camocrostensHo.He sBisroTes
3allMIIEHHON OT mnoaxenok mnpoaykuued. OOpasupl OJaHKOB CBUAETEJLCTB
YTBEPKAAKOTCA JUPEKTOPOM.

2.3. [TlpoaomkuTenbHOCTh MPO(ecCHOHATBHOr0 OOY4YeHHsl [0  KaxI0H
npodeccur  paboyero, AOJKHOCTH  CIIYXKaLIero ONpenenseTcs KOHKPETHOH
MporpaMMoil rpogeccuoHanbHOro od0ydeHus, paspabaTbiBaeMOi M yTBep:KIaeMoH
Y4yeOHbIM LIEHTPOM Ha OCHOBE MPO(ECCHOHAIBHBIX CTAHAAPTOB (MPU HATWYHMH) WU
YCTAHOBJIEHHBIX KBATH()UKALIMOHHBIX TpeOOBaHHUH.

2.4. JlokyMeHTbl BBIAAIOTCA TMOJ JHYHYIO TOANUCH OOYyYarollerocs IMpH
NnpeabsSBIeHUH IOKYMEHTa yJO0CTOBEpSIONIero JWYHOCThb. JIOKYMEHT MOkKeT ObITh
Tak)Ke BbIC/IaH o0ydJaroleMycs 1o noyTe (3aKa3HbIM [MMCbMOM C YBEJIOMJICHHEM) Ha
OCHOBaHMH JIMYHOTO 3asBJICHHUA.

2.7. Jns yuera BblaBaeMbIX OJAaHKOB JOKYMEHTOB B Y4eOHOM ILeHTpe
Be/LyTCs JKypHallbl yyeTa Bbldauu yjaoctoBepeHud u cBuuetenscts (IIpunoxkenne Ne
4), B KOTOpbI€ BHOCATCA C/ICAYIOLIHE JaHHbIE:

- Bua noxymenra;

- PerucTpalMOHHbIH HOMED;

- ®HO nony4usLIEro JOKYMEHT;

- BUJ1 o0yueHus;

- MPUCBOEHHas npodeccus;

- pa3psn;

- JlaTa OKOHYaHUs 00yueHus;



- HOMEp 10 3aMeHbI;

- JlaTa BblAauH;

- IpUMeYaHue;

- MOIMUCH JIHLIA, MOJTYYHBIIEro JOKYMEHT.

2.8. JloKkyMeHTbI, He ToJlyuYeHHbIe 00y4arolUMUCS NPU OKOHYaHUH 00yUYeHus,
XpaHATCH B YueOHOM LEHTpE B TEYEHHUH 5 JIET, 10 MOMEHTA nepe/iayd B ApXHB.

2.9. Ilpu obHapyxeHnU oIUOOK, JOMYLIEHHBIX MPH 3aM0JHEHUH JOKYMEHTOB,
BbIZJAeTCsl HOBBIM ONaHK B3aMeH HCMOpYeHHoro. Beinaua HOBOro AOKyMEHTa
perucTpupyeTcs B )KypHalle yuera JOKYMEHTOB 332 HOBBIM HOMEPOM YYETHO 3aIuCH.
[lpy 3TOM HampoTHB paHee CJEJaHHOM YYeTHOH 3amuMcu JenaeTcs MOoMeTKa
«HMCTIOPYEH, BbIJAH HOBBIM JOKYMEHT» C YKa3aHHWEM HOBOH Y4Y€THOH 3aIlucH
JOKYMEHTA, BbIIAHHOTO B3aMeH UCIIOPYEHHOTO.

3 MMopsiaok 3ano/iHeHHsi HIAHKOB 10KYMEHTOB

3.1. [1pu 3anonneHun OMAaHKOB CBHAETEILCTBA, YIOCTOBEPEHHS HEOOXOIAHMO
yKa3bIBaTh ClIe/lyIOllHe CBEIeHHS:

- ouumanpHOe Ha3BaHWEe 00pa30BaTENIbHOM OpraHW3alMM, COIJIACHO
MOJIOKEHHIO0 Y4eOHOro LeHTpa;

- perucTpalMOHHBIH HOMEp IO JKypHaJly ydeTa Bblaud YyJOCTOBEpEHHH H
CBU/IETEIIbCTB;

- HAaWMEHOBaHWE ropoja (HaceleHHOro ITyHKTa), B KOTOPOM HaxoAMTCA
YyeOHbl# LIeHTD;

- 1aTa BbIJauu JOKYMEHTa;
®UO nuua, npoweamero ody4eHue;

HauMeHOBaHUe npodeccuu;

KOJIMYEeCTBO YaCOB OCBOEHHUS IPOTrPaMMBl;
nepuo/ o0yueHus;

KBaTH(HUKALIMOHHBIH pa3ps.

3.2. brnaHk 10KyMeHTa MoANKchbIBaeTcs AUupeKkTopoM. [loanucs Ha JOKyMeHTax
MPOCTABIIAETCS YepHUIaMHU CHHero uBeTa. [loanucanue 10KyMeHTOB (paKCHMHIIbHON
MOJANKUCHIO He aonyckaercsa. Ha mecre, oTBeaeHHOM s nedatH — « ML.IL», cTaBuTcs
nevyaTth 00pazoBaTebHOM OpraHnu3aluy.

3.3. briaHku 3anoJIHAOTCS BPYYHYHO CMHMMHM YE€pHHMIIAMH Ha PYCCKOM s3bIKe,
3aMuch BHOCUTCH ©€3 COKpallleHWi, a HaMMEHOBAaHWsA IMOJYYEHHBIX OLEHOK
BITHCBIBAIOTCS MOJHOCTBIO.

3.4. Tlopsmok 3anojHeHHss OJaHKOB JOKYMEHTOB O NpodeccCHOHAbHOM
o0ydeHuH, MNpoheCCHOHAIbHON MOATOTOBKE, MEPEenoAroTOBKE W  TMOBBILICHHH
kBanudukauuu onpeneneH B [Ipunoxenusx Nel, Ne 2,

4 Yuer u XxpaHeHHe OJIAHKOB IOKYMEHTOB
4.1. braHkH NOKYMEHTOB XPaHATCA Y OTBETCTBEHHOrO JIMLA, Ha3sHA4Y€HHOIO
npukaszoM aupekropa OO0 «CBK» B YueGHoM LeHTpeE.
42. OdopmieHre CBUAETENILCTB W YIAOCTOBEPEHMH 3aroJHseTcs
OTBETCTBEHHBIM JIMIIOM Y4eOHOro LeHTpa.



4.3. Kypnan y4yera BbIAAYH CBHIETE/ILCTB M YIOCTOBEPEHHH XPaHHUTCH B
VyeGHOM IIeHTpe B T€YeHWH 5 JIeT C MOMEHTa 3allo/IHeHUs JI0 MOMEHTA epeiayu B
apXMB.
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