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1. O6nacTh npuMeHeHns

1.1. Hacrosimee IlonoikeHue yCTaHABIMBACT NpPAaBHIIA M MOPAIOK Y4ETa W XPAHCHHS

JIOKYMEHTOB 00pa30BaTe/IbHOM OpraHM3alii, KacacMbIX MpoBeAcHUsA oOydyeHus, u 00
obGpasosanuy, opopmisiemsrx 8 Y1 000 «MepuAHay.

1.2, Tlonoxenue npennasHadeHo am jmn, obygaromuxcs B YI[ 000 «MepuAmnay, a
TAKOKe 1711 COTPYAHMKOB U npenogasarencii Y1 OO0 «MepuAnay.

2. O0mmne notoxenust

2.1. Hacrosmee ITonoxenue ycraHaBmuBaeT (JOpMy OpraHM3amHH Y4eGHOro
NPOLECCa U IIpaBHUiIa BBIIAYH, 3a0OJHECHMS U XpaHEHUS JOKYMEHTOB 00 OKOHYAHHHK
o0yuenus B Y[ OO0 «MepuAnay.

2.2, ®opma nokymeHTOB 00 oxondanum oOydeHus (06 oOpasoBaHumM)
paspaborana Y1I OO0 «MepuAna» caMOCTOSTENBHO HA OCHOBaHNH DeaepanbHOTO
3akoHa «O0 oGpa3zoBaHUm.

3. Opranuzanus yuedHOro npouecca

3.1. Y1 OO0 «MepuAHa» caMOCTOATEIbHO YCTaHABIHBAET BEIMYHHY U CTPYKTYPY
IpUeMa CITymiareseil B COOTBETCTBHH € JIMIIEH3Mel Ha MPaBo BelieHUs 00pa3oBaTebHOM
JEATEIEHOCTH.

3.2. IlpueM mpoOBOAWTCS 1O JIHTHOMY 3afiBJICHHI0 (DH3MYCCKUX JIMIl U 3aABOK
IOPHIAHYECKHX JHI i1 OO0y4eHHs CHEHUAINCTOB, WUMEIOMIMX HAMPABJICHUS OT
MPEANPUATHIA, OpraHu3aluii ¥ yUpesKaeHuU.

3.3. YII OO0 «MepuAHa» OCYILIECTBISET OOyYCHHUE HA JOrOBOPHOM OCHOBE C
OIIaTol FOPHAMYSCKUMHA U (PU3HYECCKUMH JTHLIAMH.

34. VI[ OO0 «MepuAHa» MyTeM LCICHANPABICHHOM OpraHm3aluu y4eOHOro
nporecca, Boibopa GopM, METOJIOB U cpeAcTB 00ydeHUus co3/1aeT HeoOX0MMbIe yCIOBUS
CIymIaTeNiAM JJsl OCBOCHMS pEamu3yeMbBIX B HEM 00pa3oBaTeNbHBIX IPOrpamm.
Conepxanue 00pa3oBaTeibHOrO Imponecca, B TOM HHMCHe, IpH OOyYeHMM 1O
VHJIUBHIYIbHBIM TUIaHam, onpejensercs Y1 OO0 «MepuAHay Ha OCHORE MPorpaMm
npo()eCCHOHANIBHOM  MOArOTOBKM N0  mnpodeccHd M JOMOJHUTEIbHBIX
npoecCHOHATBHBIX 00Pa30BaTe/IbHBIX IPOrPaMM.

3.5. @opmbl TIOBBIINEHUS KBIM(pUKALMN U NPOPECCHOHANBHON IIOATOTOBKH
(MEpenoAroToBKMY) YCTAHAB/IMBAIOTCS C OTPHIBOM (BO3MOJYKHO C YACTUMHBIM OTPBIBOM) OT
paGorel. Cpoku 0OGy4eHHS - B COOTBETCTBHM C 3aKIIOYCHHBIMU JOrOBOpaMH C
OPEANPUSTHAIMYA, OPraHH3ALUAMY, YUYpeKJCHUSIMH H JHMIEH3UEH Ha IPaBO BEJIECHUA
00pa3zoBaTeNbHOM AEATEABHOCTH.

3.6. S3pik 06yuenua B YL OO0 «MepuAna» - pycckuid.



3.77. B YII OO0 «MepuAHa» yCTaHABIMBAIOTCA CIEAYIOIIME OCHOBHBIC BHIBI
Y4eOHBIX 3AHATHH. JEKUWH, NPAKTHYECKHE U CAMOCTOATENBHBIC 3AHSITHS, BHIC3IHBIC
3aHATHS, KOHCYIbTALMH, KBATH(UKALMOHHbIE (TTECTAOHHBIE) paGOTHI M APYTHE BHIbI

pabor. Jlns BCeX BHMOB ayJMTOPHBIX 3AHSTHI aKajeMHAYECKHil dac yCTaHaBJIUBACTCA
NIPOOJUKUTENILHOCTHIO 45 MUHYT.

1. @opma 00ydeHHs: OuHas, 3a04HAsA, OUHO-33049HASs, JUCTAHIIMOHHAS, ¢ MPUMEHECHHEM
3JICKTPOHHBIX TEXHOJIOTHIA,

2. PexxuM 3aHATHIA: 110 COTJIACOBAHMIO C 3aKA3YMKOM, HO He Goiee 8 4acoB B JIeHb TIPH
OOYHCHHH C OTPHIBOM OT NPOM3BO/CTBA WK, HE Gosee 4 9acoB B JEHD IPH o0ydeHuU

0e3 OTpbIBa OT IPOU3BO/ICTBA.

3. B YLI OO0 «MepuAHna» 11 ciymaresieii u npemoaasaresicii ycraHoBleHa 6-Tu
JHEBHAd pabouas Hees.

3.8. Ciymarenn, BBIIONHUBIIMI BCE TPeGOBaHMsS y4eGHOIO NNaHa, NOMYCKAeTCs K
UTOTOBOM arTecTauMuy, IO pe3yabTaTaM KOTOPOl €My BBLIAeTCs JOKYMEHT 00
o0pazoBaHum.

4. Cucrema yuera u XpaHeHHSI JOKYMEHTOB

B Y11 000 «MepuAnay paspaboTana cucTeMa y4eTa ¥ XpaHeH s TOKYMEHTOB, KOTopast
BKJIFOYAET B ce0s CIIeTyIOMMe STarbl:

1. Ilony4eHue BXOAHBIX IOKYMEHTOB,

2. ITpoBepka TOKYMEHTOB.

3. Odopmnenue TOKyMEHTOB.

4. 3anonHeHne 01aHKOB JOKYMEHTOB,

5. Brigaua J0KyMeHTOB.

6. Yuer u xpaneHue 0JIaHKOB OKYMEHTOB.

4.1. Ilosryuenne BXOAHBIX JOKYMEHTOB.

OOyuatomumecs (CaymaTeNnu) ¥ OpraHu3aiy 3aKa3urKka MpeIoCTaBIsioT I 3a9UCIICHUs
B IPYIITy CIEAYIOMIMI KOMIUIEKT JOKYMEHTOB: HHAVBUAYIbHBIE 3a4BICHUS Ha 00y4YeHHE
or ciymarenedl (gusnMueckue IMuIQA) WIM 3a9BKH OT MNPEANPUSTHIH, HAMPABISOMINX
caymiateneit Ha oOydueHMe, YIOCTOBEPEHMS Ui TPOJUIEHUS B CIyYae €XKeroaHoi
NPOBEPKH 3HAHUIA.

®opma 3asBKu paspaborana U yrBepxkacHa B OO0 «MepuAHa», U CONEPKHAT BCE
HeoOxoxumbie rpadpl IS 3aloJHEHHs CBEINCHHM O MOCTYIAIOIMIEM B COOTBETCTBHH C
3ax0HOM 00 O0pasoBaHHH.

Ot nocrynasonero B Y1 OO0 «MepuiAHay» Ji1si IporpaMM MOJATOTOBKH, TIEPETOATOTOBKY
M TIOBBINICHUS KBaJTM(HUKAIMKM CAMOCTOATENBHO, Kak (u3myeckoe Mo, TpebyroTcs



AOKYMEHTBI, yNOCTOBEPSIOIME €r0 JIMTHOCTD, JOKYMEHT FOCYAapCTBEHHOTO 06pasua o6
o0pazoBanumn.

Hocrynaroniye Ha 00y4eHne 0T IOPHAMIECKUX JIUI| TAKHE JOKYMEHTBI HE TIPEIOCTABIIAIOT,
32 HAIIMMME IOKYMEHTOB HECET OTBETCTBEHHOCTh PabOTOAATEb-3aKa3UMK IOPUIMIECKOS
JIHLO, BCE AHHBIE TAKKX 00Y4aeMBIX 3aHOCATCS B (POPMY 3a9BKH IIPH 3aUHC/ICHHH,

4.2. llposBepka 10KymenTOB.

Ha pganHOM oartame mposomurcs OPOBEPKA TOJNHOTHI KOMIUIEKTOB JIOKYMEHTOB,
TIOMYYCHHBIX OT CIYIIATEICH, ¥ NPaBIILHOCTH 3aN0THEHNHS 3aSBOK. Bee rpadsl 3asMBKH,
YTBEPXKACHHOM B  yueOHOM LEHTPE, MOIEKAT 0043aTEIbHOMY  3AITOJHEHHIO
OTBETCTBEHHBIM JIMIIOM 3aKa3squKa — IOpUAMYecKoro muua. 1o pesynbraram HpoBEpKH
AOKYMCHTOB CITyIIATeIN 3a9MUCIIAIOTCA B Omnkaifinyio rpymiy o6yueHus.

4.3. Odopmiienne 10KyMEHTOB.

ITpu 3a4mciennu crymarens Ha oOyueHue CO3AeTCs NpHKa3 0 3auucienuu. s
NpOrpamMM TOATOTOBKH, IEPENOATOTOBKM W TIOBBIMIEHWI KBaM(ukammu paboumx
mpodecenii 0OpMISETCS MPHUKA3 O MPOM3BOJACTBEHHOH NPAKTHKE. ATTECTAHOHHAS
KOMMCCHA CO3a€TCA HAa OCHOBAHUH NPHKA32, H3aHHOTO B HAYAIe I'0/Ia [0 OPraHu3aI[iH.
Pe3ynbrarsl MTOrOBOM arTecTaiyy oQpopPMISIOTC TIPOTOKOIOM.

ITo oxonyanum oOy4eHms O(GOpMISETCA TNpHKa3 00 OTYMCICHMH B CBS3H C
OKOHYaHUEM 00yueHu .

4.4. 3anosiHenne GJIaHKOB JOKYMEHTOB.

4.4.1. Branku n0KyMeHTOB 00 OOpa3OBaHWM 3aKa3bIBAIOTCA B THHOrpadusx,
HUMEIOMMX JIMICH3HIO Ha M3TOTOBJICHUE 3aIlMIICHHON noiurpadguiIeckoil IpoayKIuy, u
ABIMIOTCA  ONaHKaMH CTPOroif OTYETHOCTH. YOCTOBEPEHHS O KPaTKOCPOYHOM
TMOBBIIICHUH KBATM()MKAUMH H3TOTABIMBAIOTCA B y4eGHOM IeHTpe mno obpaswy,
YTBEKJACHHOMY B Yy4eOHOM LIEHTpE, HMEIOT BCE€ HEOOXOIHMMBIE PEKBM3WTHL B
COOTBETCTBHH € TPeOOBAHUAMHM KOHKDETHOH IMporpaMMbl OOy4eHHS W HOPMATHBHBIX
JOKYMEHTOB.

4.4.2. Ha nuneBoii cTopoHe B [PaBOi 4acTH HAaHECEHHI CII0BA «Y I0CTOBEPEHHEN
(mmu) «CBUOETENIBCTBOY.

B neBoil wactu 0GOpOTHOH CTOPOHBI BBEPXY BIMMCHIBAETCS O(MMIIMATPHOE HA3BAHHE
o0pa3oBarenbHON OpraHd3alMd B WMEHUTENBHOM Mamexe, coriaacHo ycrasa YL (m3-
38 HENOCTaTKa IIOJNHOTHI MONA 3aNOJHEHHS HAUMEHOBAHUS 00pPa30BATEILHOrO
YUIpeKACHHUA, NOMyCKACTCA €ro Kparkoe HalMCaHue HAMMEHOBAHWSA, COTJIACHO yCTaBa —
V1§ OO0 «MepuAmnay);

no ueHrpy pacnonoxken Jororun YI[ OO0 «MepuAna». BHu3Yy yKa3siBaeTcs
HauMeHOBaHKe ropoja (ciaoBo «l'opoa») m gara Beigauu AOKyMeHTa B (popmare

XX XX XXXX.

Hwxe — PerucrpaioHHbiin HOMED.



B nipaBoii wacti 060pOTHOM CTOPOHBL:

Hinke 1o nenTpy pacnolioxeHa Hymepaums 61aHka J0KyMEHTa, BhIToNHeHa 6e3 mpoGeos
KpacHOil KpacKkoii.

Hwxke nagmuces «Hacrosmee yaocTosepenne (WiK) CBHACTENLCTBO BBLIAHOY.

Hasee BIMCHBAIOTCA (paMIUINS, MMS M OTYECTBO JIMIIA, MPOLIEHILEro 0OYUCHHE, MUIIETCS
NIOTHOCTBIO B IATENLHOM MAJICIKE B COOTBETCTBHH C 3aIIMCHI0 B TTACTIONTE MM JOKYMEHTE,
€ro 3aMeHsromeM. OamMuims, UMs, 0TIECTBO HHOCTPAHHOTO IPaykIaHNHA 3aIHCHIBAIOTCS
0 TaHHBIM HALMOHAIBLHOTO TIACIIOPTA B PYCCKOS3BITHON TPAHCKPUIILIMHL.

4.4.3. B nokymeHTax 06 00pa3oBaHUN MPOMKICHIBAIOTCS CPOKU OOYUEHNMS, YKA3BIBAIOTCS:
Jara ¥ Ne ipoTtokoaa UTOroBoi arrecTaliHs.

4.4.4. B HmkHel yacTH Haamuch «Jlupektop» wm Haamuch «M.ILy. BrnaHk goxymenra
noanuceIBaeTcs gupekropom Y1 Ha mecre, otBenennom maus nevatd - "M.IT.", noxmice
JAUPEKTOpa 3aBepacTC nevarbio Y1I. B ciyyae BpeMeHHOro oTcyTeTBHA JupexkTopa Y1
000 «MepriAHa» yAOCTOBEpEHHE U (MNM) CBUIETENHCTBO IMOMMHCHIBAIOTCH JIHALIOM,
UCToNHsrommM o0s3aHH0CTH JupekTopa Y1 OO0 «MepriAnay, Ha OCHOBAHHH TIPHUKA3a.

4.4.5. brank JOKyMEHTa HE COIACPIKHT NMOMYEPKHBAHKMM M ITOJCTPOYHBIX MOACHUTEILHBIX
Haucel.

bnanku TOKYMEHTOB 3aMOHSIOTCA Ha PYCCKOM S3bIKE aBTOMATU3MPOBAHHBIM WK
PYKOIHCHEIM CIIOCOGOM IIAapHKOBOH (TeieBoii) pydkoi macToii YépHOro MM CHHEro
L{BETOB.

4.4.6. lyOiuKkaTsl BBIAAIOTCS JIMLIAM, YTPATHBILKM JOKYMEHTHI, IIPU YCIIOBUM HAJIMUHS
B Y1 OO0 «MepuAHa» Bcex HEOOXOMMMBIX CBEACHHI O IPOXOKACHHWH AAHHBIMU
caymarenamu  oOydenusa. JlyOmukar BeigaeTcss Ha (aMHIdIO, HMS, OTYECTBO,
WICHTUYHBIC TOMIMHHUKY AokyMmeHTta. Ha ayOnukare JOKyMEHTa B 3aroJIOBOK Ha
1paBoii yacTH 000POTHOM CTOPOHBI CIIPaBa BBEPXY CTABUTCA MITAMII «IyOIHKaTy.

4.5. Beinaua J0KyMEHTOB

4.5.1. Hokyment 00 oOpa3oBaHMH BBIIAETCA CHYIIATENAM, MPOIICAINHNM HTOTOBYIO
aTTECTALMIO B YCTAHOBJICHHOM IOPSIIKE.

4.5.2. Yiocrosepenue u (HIH) CBHACTEIHCTBO BBLAACTCA OOYYAIOMIEMYCS MO JTHYHYO
MOJMHCH NP NPEABABJICHAN HM JOKYMEHTa, YIOCTOBEPSIOMICTO THIHOCTD,

100 MHOMY JIMIly HAa OCHOBAHWH JOKYMEHTa, YAOCTOBEPSIOLIErO JIUYHOCTH, U
o(hopMIIEHHO# B YCTAHOBIEHHOM NOPSIKE JOBEPEHHOCTH.

4.5.3. Jlns perucTpalyi BRIIAaHHBIX JOKYMEHTOB 00 06pasoBanuy B 00pa3oBaTeIbHOM
YUpEKASHHH BEAYTCS MPOTOKOJIBI 00 HTOrOBOM aTTECTalMM, B KOTOPHIX €CTh rpada ¢
HOMEpaMH JOKYMEHTOB M JTHYHBIMH HOAMMCAMHE KaXJ0TO0, TIONYHHBIIEr0 JOKYMEHT.

4.5.4. TIporoxon uTorosoii arrecTalin COIEPKATCS CASAYIOUINE CREICHUY!



TIOPAAKOBBIH PErUCTPALHOHHBII HOMEp;,

HAaUMEHOBAHHUE TOKYMEHTA,

HOMep OJlaHKa JOKyMEHTa,

bamMunms, uMs, oT9eCTBO (Ipy HamIwMY) TuE, noNyYMBIIEro JAaHHBIA OKYMEHT;
HAUMCHOBAHUE OPTaHU3ALIUM;

Alata 1 HOMEp POTOKOJIA ATTECTALHOHHOM KOMHCCHI,

Aara noJly4YeHHs;

TIOATIHCE JIMLIA, TIONYYHBLIETO JTOKYMEHT.

4.5.6. JloxymeHTHI, He THory4eHHbIe nocie oxoHuanus Y1 000 «MepuAnay, XpaHATCS B
y4eGHOM LEHTpe 10 UX BocTpeGoBanys.

4.5.8. Tlpa obHapyxeHun omuGOK, AOMYIIEHHBIX TIPH 3aNOJHEHWU JOKYMEHTa 06
oOpasoBanum, nocne okorganns V1 000 «MepuAnay», BHIAAETCA JOKYMEHT Ha HOBOM
Onarke B3aMeH wucHOpueHHOro. Bhifaua HOBOrO JOKYMEHTa, B3aMEH HCIIOPYEHHOTO
peructpupyercs B Kuure Bhiiaun 1yGiuKaToB JOKYMEHTOB 06 00pa3oBaHMK 34 HOBBIM
HOMCPOM YYETHOH 3alMCH. ¢ yKasaHWeM HOMEpa JOKYMEHTA, BBIIAHHONO B3aMEH
HCIIOPYEHHOTO.

4.6. YueT u xpanenne G1ankos JAOKYMEHTOB

4.6.1. brauku JokyMeHTOB 06 06pa3oBaHMM, Kak JAOKYMEHTBI CTPOTrOi OTYETHOCTH
AQ/DKHBI XPAHUTBCH B yCHOBHAX, HCKIIOYAIOMIMX HECAHKIMOHHPOBAHHBIN JOCTYI K
HHM, a HMEHHO. B CIICHUAJILHO BBIICJICHHBIX U 060PYI0BAHHBIX MIOMEIEeHHIX, cerdax
M MCTALTHYECKHUX IIKaax ¢ HafeKHBIMA BHYTPEHHUMH HJTH HABECHBIMH 3aMKAMAL

4.6.2. branku ymocroBepeHuit u (vmm) CBUACTCILCTB, MCIIOPYCHHBIE IIPH 3aNOJIHCHHH,
TIOAIENKAT YHUITOXKEHMIO, U HETO0 CO3MACTCSA KOMHCCHA IIOJ IIPEACEaTe/bCTBOM
ampekropa YII, B KOTOpYIO JODKHBI BXOIWTH HpPEACTABHTEIH y4eOHOll wacT u
Oyxranrepun. KOMECCHSA COCTaBIAET akT, B KOTOPOM YKa3bIBa€TCS KOIMYECTBO U HOMEPa
YHHYTOXCHHBIX O/aHKoB 10KyMeHTOB. KommuectBo ykasbiaercs nporwcero. Homepa
MCTIOPYEHHBIX OJIAHKOB BBIPE3AIOTCS M HAKJICHBAKTCA HA OTICIBHBIN JIHICT Oymarwu,
KOTOPBIH MpHIaraeTcs K OK3EMIUIAPY akTa JUIsl XpaHeHHs B o0pa3oBarenbHoii
OPTraHU3AIMH.

4.6.3. XpaHeHHE TOKYMEHTOB.

YHeTy ¥ XpaHEHHEO TIOUIEXKAT JOTOBOPHIL, XKyPHAIILI IPUKA30B O 3a9HCICHHH,

IPHKA30B 06 OTUMCICHNIH,

NPUKa3oB 00 OKOHYaHWH 00ydeHH s,

JKypHan BbIaum JOKYMEHTOB 00 OKOHYAHM.

Tlo oxoraanuu 0Gy4eHus Ha K@KILYIO IPYTIy GOPMUPYETCS NMAnKa, KOTOPYIO OTHPABJISIOT
B apxuB. BO3MO)XHO OKOHYaTENbHOE (POPMHUPOBAHKE MATIOK B KOHLIE TO/A.

Ilo mporpammam KpaTkKocpouHOro OOY4ECHMS B TEYEHHE HEJENM TOCie OGYYeHHs, 110
IpOrpaMMam MOArOTOBKH, NEPENOATOTOBKH H IOBBIMICHUA KBATH(QUKALMH 10 IIPOQEcCHH
— B Teuexye 3 Henenb. CHOPMUPOBAHHBIC MANKH XPAHATCS B TEUCHHE CPOKA [EHCTBHS
BBITAHHBIX YOCTOBEPEHHMI, KYPHAI y4eTa BBIJAYH [OKYMCHTOB — B TEYCHHE CPOKA



JIEACTBHS HOCICHCTO 3aHECCHHOT0 B JKYpHAa YAOCTOBEPCHML.
HpOTOKO}IBI IPOBEPKU 3HAHMH XPaHiaTCAa BMECTE C OCTa/IbHBIMHU JOKYMCHTAMH B MAaIlke.

JKypHan yuéra BBIIAHHBIX JOKYMEHTOB B KOHIIE KaJIeHOapHOro rojia NpoMIHYPOBBIBAETCH,
TIPOHYMCPOBBIBACTCS M XPAHHUTCA y AenonpousBoautens Y11,

4. IlpaBa H OTBETCTBEHHOCTD

YL OO0 «MepuAna» uMeer cieayroume npasa:
- M3/aBaTh MNpHMKA3bl, DAaCTOPSKCHUS M WHBIE PACTOPSAUTENbHBIE JOKYMEHTE,

Kacaiomuecss OCHOBHOH pesrensHOocTH YI[ OOO «MepuAHa» W cBA3aHHbIE C
TIOBBIIICHUEM 3 (PEKTUBHOCTH PaBOTHI;

- COBEPHICHCTBOBATEL OPraHM3AMOHHYI0 CTPYKTYpY M INTATHOE pacmucanue YI[
00O «MepuAHa» B JMIle [OUPEKTOpPA HECET OTBETCTBEHHOCTh B TIOpSIIKE,
HPEyCMOTPEHHOM 3aKOHOJATebCTBOM Poccuiickoii ®enepanum.

6. 3asBJieHHEe 0 COOCTRBEHHOCTH

Hacrosmiee Ilomoxenue spnsercs coGerBeHHOCTbI0 OGMIECTBA € OrPAHUYEHHOIN
OTBETCTBEHHOCTRIO «MepIAHa» U COREpUT HHPOPMALWIO, KOTOpas IMpHHALICKHUT Y]
000 «MepriAnan.

Casitue Kommii W mepexaya ApYruM OpPraHM3aNMsiM MM YACTHBIM JIHIAM
AOMYCKACTCH TOIbKO ¢ paspemenus xupexropa YI[ 000 «MepuAna».
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