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1. O0mue moaoxKeHust

I.I. Hacrosmee monoxeHue ycTaHaBIMBAeT TOPSIOK MPHOGPETEHHUS, yuera,
XpaHeHUs OJIAaHKOB JIOKYMEHTOB CTPOrOM OTYETHOCTH B OOJAaCTHOM roCy/1apcTBEHHOM
O10/KETHOM podeccHoHaTEHOM obpazoBaTeIbHOM YUPEKICHUU «KocTpomekoii
MaIlIMHOCTPOUTEIBHBIN TEXHUKYM) (J1aJlee - TEXHUKYM).

1.2, Tlonoxenue pa3paboTaHO B COOTBETCTBUH C:

- QenepanbHbIM 3aKOHOM OT 29 gekabps 2012 r. Ne273-®3 «O6 oOpa3oBaHuu B
Poccuiickoit ®eneparumy;

- puKazoM MuHucTepeTBa oOpasoBanus u Hayku Poccuitckoit ®eneparmn ot 4 urojis
2013 1. Ne531 «OG6 yrBepkaeHuH oOpa3OB M ONMCAHWM JMIUIOMA O cpeJiHeM
po(heCcCUOHAEHOM 00pa30BaHUK U IIPUIIOKEHHS K HEMY;

- pukasoM Mununcrepera oOpasosanus U Hayku Poccuiickoit @eaeparmn ot 14 mions
2013 1. Ne 464 «O6 yrBepinennnu ITopsiika OpraHu3aniy U OCYIECTBICHUS o0pazoBaTesbHOI
ACATENIBHOCTH 1O 00pa3oBaTeNbHBIM — IIPOrpaMMaM  CPEeIHero  MpodecCHOHAIBHOrO
obpazoBaHusD);

- Ilpukazom MunucreperBa o6pazosanus u Hayku P® or 1 mrons 2013 1. Ned499 «O6
yreepiennn ITopska opranusarum u ocyuiecTBieHds o6pa3oBaTeIbHON JEATENBHOCTH 10
JIOTIOTHUTEIIBHBIM IIPO(ECCHOHAIBHBIM [IPOrPaMMaM»;

- YCTaBOM TeXHHKyMa.

1.3. Jloxymenter 06 obpa3zoBaHud W (WiM) O KBaTHMDHUKALMK: JUIUIOM O CpeJIHEM
Mpo(ecCHOHAaNbHOM — 00pa30BAaHMM M NPMIOKEHHE K  HEMY, JIMIUIOM O CpeaHeM
npoeccHoHaTbHOM 00pa30BAHUN C OTJIMYMEM M IIPUIOKCHHE K HEMY; YIOCTOBEpEHHE O
TIOBBIIICHUH KBaM(UKALMK U (M) JUILIOM O IPOhEeCCHOHATBHOMN MepPeroroTOBKE BbLIAIOTCS
TEXHUKYMOM 110 HMTOraM OOy4YeHHMs 10 OCHOBHBIM HPO(EeCCHOHATBHBIM 06pa3oBaTe/bHbIM
NporpaMmMaM  CpPeHEro  MNpO(pEeCCHOHATBHOTO  00pa3oBaHUs M JIOMOJHUTEIbHBIM
po(ecCHOHAIBHBIM IIPOrpaMMaM.

1.4, Jlumiom o cpeanem npodeccruonanbuom o6pa3oBanuy (ganee — JIAIIJIOM) COCTOUT
M3 TUTYJIA JIATJIOMA (JlaJiee — THTYII) U MPUIOKEHHS K UIUIOMY (Jallee — MpUIIoKeHHe)

1.5.  bnawk TuTyna u OnaHk npuioxenus (nanee BMecTe - OJaHKH) SIBISIOTCS
3AIMINEHHOM OT MOUIEIIOK MOIUrpaduyeckoil npomykuuei ypous "B" U M3roTaBIMBAIOTCS 1O
eIMHOMY 00pasily B yCTaHOBIEHHOM 3aKOHOJATEIBCTBOM POCCHHCKOM @enepanuy MOpsIKe B
COOTBETCTBUM C TexHUYECKUMH TPeGOBaHHAMH M YCIOBUSIMH H3TOTOBJICHHS 3aIHMIICHHOM
NOTUrpaQuIecKoOl  NMPOJYKIMH, yTBEPIKIACHHBIME  IPHKA30M MunucrepctBa  punancos
Poccuiickoit ®enepanuu ot 7 pespans 2003 r. No 14x.

1.6.  Beibop mpennpusaTHii - u3rotosuteneit G1aHKOB IOKYMEHTOB OCYILIECTBIISIETCS
TEXHHUKYMOM CaMOCTOSITEJIHHO.

CBelleHHSt O TNpPeNNPUSITHAX - H3TOTOBUTENSIX  3alMIEHHOMN nojurpapuuecKoi
npoiykuuu Haxonsates Ha caiite ®HC Pocenn no anpecy: www.nalog.ru B pazuerne «Jlunensu,
paspelieHus, peecTprl» 1o aapecy: http:/nalog.ru/gosreg_vd/licensing poligraf/.

1.7. Jlunam, ycnemmso mpomeImuM TrocyIapcTBEHHYIO HTOTOBYIO aTTECTAIMIO 110
00pa3oBaTeNbHBIM  [IPOrPaMMaM  CPEJIHEr0  NTPO(GECCHOHATBLHOTO 00pa3oBaHus, BhIJACTCS
JUIJIOM O CpeAHeM MPO(ECCHOHATBHOM 00pa30BaHUK C MPHIOKEHHEM, IOATBEPIKAAIOTIH I
MOJNy4EeHHE  CPEHEro  NpopecCHOHATBHOrO  0o0pa3oBaHMs M KBATHHKAIMIO 110
COOTBETCTBYIOMIEH — NMPOGECCHH MM CHENMAIbHOCTH  CPEHEro  NpodheCCHOHATBLHOIO
o0pa3oBaHusl.

1.8.  Jlumam,  ycmemmHo — OCBOMBIIMM COOTBETCTBYIOIIYIO  JONOJHUTEILHYIO
MPO(ECCHOHANTBHYIO IPOrPAMMy M IPOIIEIIUM HTOTOBYIO aTTECTAIMIO, BBLIAIOTCS JIOKYMEHTBI
0 KBaJM(pHKAIMU: YIOCTOBEPEHHE O IOBBIMICHUH KBaIMUKAIMKA ¥ (WIM) JUIUIOM O
po(heCcCHOHAIBHOMN MEPENOATOTOBKE.

JlokymMeHT 0 KBamM(UKAIMKM BbIIAeTCS Ha ONAHKE, SBISIOMMMCS 3aIHICHHBIM OT
MOJIENIOK  MONMIpapUYecKod  mpoiaykiued,  ofpasenl  KOTOPOrO  CaMOCTOATENbHO
YCTaHABJIMBACTCSI TEXHUKYMOM.



1.9. Ilpu ocBOEHMH JOMOIHUTENBHOM MPOdeCcCHOHATBHOM POrpaMMbl [TAPaLIELHO ¢
TMOJyYEHHEM CPEIHEro IPOoQpeccCHOHATFHOr0 00pa30BaHUSI YAOCTOBEPEHHE O IIOBBIIICHUU
KBamupuKanuy W (WIM) JUIUIOM O [HpO(ECCHOHATIBLHOM  NEPENoAroTOBKE  BBIIAIOTCS
OJIHOBPEMEHHO C TIOJIyYEHMEM COOTBETCTBYIOIIErO JIOKyMeHTa 00 00pa3oBaHuM U O
KBaJIU(DUKAITHH.

2. llopsiiox npuobperenust 6;IAHKOB JOKYMEHTOB 00 00pa3oBanuu u (u/u) o
KBaJaupuKanun

2.1. JlupekTop TeXHHKyMa IIPUKA30M Ha3HAyaeT MaTepUalibHO-OTBETCTBEHHOE JIMIIO 3a
npuoOpeTenre, y4€T u XpaHeHne JJOKYMEHTOB 00 oOpa3zoBanuu U (win) KBanudukanuu (nanee -
OTBETCTBEHHBIH ).

2.2. HasnaueHHoe mnpHKa3oM JHUpeKTOpa TEXHUKYMa JIMIO, OTBETCTBEHHOE 3a
npuoOpeTeHre, yd4eT M XpaHEeHHEe JOKyMEHTOB 00 oOpazoBaHuu W (Wiid) KBanupuKaruu
IPEIOCTABIISIET PYKOBOJMTENIO OpPraHU3allii CBOAHYIO IPOTHO3ZHYIO 3asBKY Ha HEOOXOJMMOE
KOJIMYECTBO OJIaHKOB JJOKyMEHTOB 00 00pa3oBaHUM U (M/IK) KBATH(DUKAIMK Ha TPOTHO3UPYEMBIi
y4eOHBIH T,

2.3. Exeromno B cpok g0 1 OKTSOpS OTBETCTBEHHBIH (HOPMHPYET M IpEACTABIISET
JUPEKTOPY TEXHUKYMa OTYET O pacX00BaHMU OJaHKOB JOKYMEHTOB 00 00pa30oBaHUM 3a IIEPHO/L
¢ 1 oxtabpst mpenpiaymero roga mo 30 ceHTSOpsS TEKYIIEro roja, a Takke KOJUYECTBO
HEUCII0JI30BAHHBIX OJaHKOB.

2.4. Exeronno B cpok 10 1 OKTSOps OTBETCTBEHHBIN, IPEJOCTABIISET JIUPEKTOPY
TEXHUKYMa CBEJICHHS O KOJMYECTBE OOydYarONIIMXCS IO CHENUAIBLHOCTSIM, MPETEHAYIONMX Ha
MoJlydeHue JuIioMa o6 oOpa3oBaHUM M (WJIM) O KBaIH(pHUKAIMU, B TOM YHCIE JUIIOMOB C
OTJIMYHUEM.

2.5. 3asgBKM HA KaX/bIH BUJ OJaHOUHOU IPOIYKIIUK (DOPMHUPYIOTCS OT/IEIBHO.

2.6. ExxeronHo B cpok 10 1 HOAOpS OTBETCTBEHHBIN, HOPMUPYET CBOAHYIO 3asBKY Ha
npuoOpeTeHue OJIAHKOB JTOKYMEHTOB 00 oOpa3oBaHuM u (uam) O KBauM(DUKALMM, U
IPEJCTaBISIET Ha MOITMCH JUPEKTOPY TEXHMKYMa, a TAK)Ke COTJIACOBBIBAET 3asiBKY M IEpe/laeT
€¢ OpraHM3alyy, UMEIONIEH JHUIEH3UI0 Ha OCYIIECTBICHHUE JEATEIIHLHOCTH I10 HM3TOTOBJICHHIO
3AIIUIIEHHONW OT MOJIENIOK TOJUrpaduyIecKo NPOIYKIMH, KOTOpas HANpaBISIET TEXHUKYMY
JIOTOBOP M CYET Ha OIUIATY.

2.7. Ilpu mocTynienny 6JaHKOB JOKyMEHTOB 00 00pa3oBaHuy U (W) O KBaIU(DHKAIMHA
CHENHaIbHO HA3HAYEHHOW PYKOBOAMTENIEM OpPIraHH3alMi KOMHCCHEH OCYIIECTBISETCS CBEpKa
COOTBETCTBHS (haKTHYECKOTO KOJMYECTBA OJIAHKOB TUTYJIOB M OJIAHKOB IPUIIOKEHHUH (MX CepHit
¥ HOMEPOB) YYETHHIM JIaHHBIM, COJEPXKAIIUXCS B CONPOBOJAMTENBHBIX JOKyMeHTax. Ilo
pe3yjibTataM CBEPKH COCTABIISIETCS aKT B 2-X OJK3eMIUBIpax. l-i JK3eMIUSIp XpaHUTCS Y
MaTepHaIbHO-OTBETCTBEHHOIO JIMIA IPO(pECCHOHANBHOM 00pa3oBaTe/IbHOM OpraHmM3anum; 2-if
SK3EMILISIP - B OT/IENIe OyXTaiTepeKoro yuera 1 (PHMHaHCOBOTO KOHTPOJISI OpraHU3aliuH.

3. Yder n xpanenue 6JJAaHKOB IOKYMEHTOB 00 06pa3oBanuy u (M1) 0 KBAJHPUKAAHA

3.1. bianku 10KyMeHTOB 00 00pa3oBaHUM M (MJIH) O KBaIM(pUKAIMU XpaHATCS B cefiax
WJIH METAJUIMYECKUX IIKa(ax 3aKpBITHIX HAa 3aMKHU B CIICIUAIHLHO 000PYI0BAHHBIX OMEIIEHHSIX,
HCKJTIOYAIONINX MX TOpYy W XHUINeHHE. B Kaka0oM cilydae 1o OKOHYaHUH paboThl ¢ GlaHKamu,
MECTO XpaHEeHHs OJIAHKOB JIOJDKHO ONEUaThIBATHCS WIIH OTIIOMOMPOBATHCS.

3.2. IlpuoGperennpie OnaHKH JOKYMEHTOB 00 00pa3oBaHuM ¥ (WIIM) O KBaIU(DUKAIUH
PETHUCTPUPYIOTCS MATEPHUAbHO-OTBETCTBEHHBIM JIMIIOM B KHHUIE y4era OJaHKOB JOKYMEHTOB
CTPOroi OTYETHOCTH, KOTOpas IPOHYMEPOBHIBACTCS, IMPOINHYPOBLIBAETCS, ONEYATHIBACTCS U
XPAHUTCS KaK JIOKYMEHT CTPOrOM OTYETHOCTH, 3allUCH B KHUTY y4eTa IIPOU3BOJSTCS MIPU JTH0O0M
JBOKEHUH OnaHkoB. Ha xaxaplif Bui OJIAHKOB CTPOroil OTYETHOCTH 3aBOJHUTCS OT/ENbHAS
KHura. Eciu B TeXHHMKyMe BHJIOB OJIAHKOB HEMHOTO, TO JIOIYCKAETCSl BEJEHHE OIHOM KHUTH



y4€Ta, TorJa B KHMIE y4eTa BBIIEJISIETCS HEOOXOAMMOe KOJTHUECTBO CTPAHMIL 1101 KaX/ bl BH/L
0J1aHKOB.

3.3. B xHuUry y4era 3aHOCSTCS CJIEYIOIINE JJAHHEIE:

1) nopsiaKoBBI HOMED;

2) HaMMEHOBaHHE OJIAHKOB CTPOTO# OTYETHOCTH;

3) nara noJtydeHus, HaKJIaIHas,

4) HOMEpa MOJIyYEHHBIX OJIAHKOB CTPOTOM OTYETHOCTH;
5) KOJMYECTBO MOJTYYSHHBIX OJIAHKOB.

3.4.]Jlng  perucTpalMM  BBIABAEMBIX JUIUIOMOB M HPWIOKEHMH K HHM B
npodeccronaabHON 00pa30BaTEILHON OpPraHM3allui BEIYTCS KHUTH PETMCTPAIMM, B KOTOPBIE
3aHOCATCS CIIEAYIOIIHE JaHHBIE:

1) mopsAKOBEIM PerucTPaMOHHBIN HOMED AUIIIOMA (TIPUIIOIKEHMS );

2) dbamuiaMs, UMS M OTYECTBO JIMIA, TOJIYIHUBINETO AUIIIOM (MIPUIIOKEHHUE);

3) naTa BbLAauy JquIuiomMa (IpUI0KEHus ),

4) HauMeHOBaHME MPO(ECCHU WM CIEIMAIBbHOCTH CPEIHEr0 MPOodheCcCHOHAILHOIO
00pa3oBaHus ¢ yKa3aHUEM IPUCBOCHHOU KBaIM(UKAIIHH;

5) naTa ¥ HOMEp MPOTOKOJIAa TOCYIaPCTBEHHON aTTECTAIIHOHHOM (9K3aMEHAIIMOHHOM )
KOMUCCHUH;

6) nata W HOMep IpuKaza 00 OTYMCIECHHM BBITYCKHHKA MPO(ecCHoHanbHOI
obpazoBaTeIbHON OpraHu3aIiH.

3.5. Kaxknas 3anuchk B KHUI'€ PETHCTPAIIME 3aBEPSIETCS MOAKMCHI0 OTBETCTBEHHOTO JIUIIA,
BBIJAIOIIETO JUILIOMBI ¥ IIPUIJIOKEHHUS K HUM, a TaKKe IOJIITHCHIO JIUIA, OJYYHBIIETO JUIIOM U
IPUTIOKEHHS K HEMY.

3.6. Kuuru perucTpanuy IPOLIHYPOBHIBAIOTCS, MPOHYMEPOBBIBAIOTCS, CKPEILISIOTCS
nevyaThio MpodeccHoHanbHOM 00pa30BaTENIBHON OPraHM3alUd U XPAHATCS KaK JOKYMEHTHI
CTPOTOM OTUETHOCTH.

3.7. Konuu BBIIAHHBIX JHUIUIOMAa W IPHIOKEHHsS K HEMY IOJJIEKAT XPaHEHHIO B
YCTaHOBJICHHOM 3aKOHOIaTeIbCTBOM Poccuiickoit Mdenepaiinu nopsiike B apXxuBe OpraHu3aiuy B
JIMYHOM JIeJIe BBIITYCKHHKA.

3.8. Ilepeaua moaydeHHBIX IpOhecCHOHATBbHOM 00pa3oBaTeLHOM — opranusanuei
OaHKOB MOKyMEHTOB 00 00pa3oBaHUM W (MIM) O KBATU(GUKAIMU APYTUM TPODECCHOHATLHBIM
o0pa3oBaTeIbHBIM OPraHU3AIMSIM HE JIONYCKAeTCs.

3.9. Cniucanne M3pacxXo/0BaHHBIX OJIAHKOB JOKYMEHTOB 00 oOpasoBaHuuM M (MJIM) O
KBaIM(UKAIMKM TIPOM3BOAUTCS. IO aKTy CIMCAHUS OJaHKOB CTPOroi OTY4ETHOCTH. B akTe
IPUBOJUTCS COCTAB KOMUCCHH 110 CIIUCAHUIO, YKA3hIBAKOTCS JaTa 1 HOMEP JIOKYMEHTA, KOTOPHIM
JaHHas KomuccHs Oblla HasHaueHa. Kpome Toro, B akrte yKasbIBAlOT MEPHMOJ, 3@ KOTOPHIM
NPOM3BO/HUTCS criicanue. CUChIBAEMBIE JOKYMEHTHI TIEPEUHCIISIOTCS C YKA3aHUEM UX HOMEPOB,
CepHM U NPUYUH CIUCAHMSA. AKT IOINMCHIBAIOT YIECHBI KOMHCCHU U YTBEPXKIAET JUPEKTOP
TEXHUKyMa.

3.10.  Hcnop4eHHbIe IpH 3arI0NHEHHH OIaHKH TOKYMEHTOB 00 06pa3oBaHuMy M (MJIH) O
KBaTM(HUKALMK TIOJUICKAT CIHCAHUIO M YHHYTOXKEHHIO, JUII Yero CO3/aeTCs KOMHCCHS C
y4acTHeM IpeJcTaBuTeNs Oyxrantepuu. KoMHCcHs cocTaBiseT akT O CIIMCAHWH OJJAHKOB
CTPOTO# OTYETHOCTH B JIBYX OSK3eMIUIApax. B akTe MpOMUCHIO yKa3bIBAIOTCA KOJIMYECTBO W
HOMEpa YHHYTOXKAEMBIX OJIAHKOB JIOKYMEHTOB, a TakKe Jara MX yHHYTOkenus. Homepa
MCIIOPYCHHBIX OJIAHKOB JIOKYMEHTOB BBIPE3AIOTCS M HAKJICHBAIOTCS HA OT/AEIbHbIHN JTHCcT Gymaru,
KOTOPBIH MpPHJIAracTcs K 9K3eMIUIIPY akTa Ul OeCCpOYHOrO XpaHeHHs B HpodecCHOHAIBHOIN
00pa3oBaTebHON OpraHu3aliu. AKT MOIMMCHIBAIOT WICHB KOMHCCHH U YTBEPKIACT JHPEKTOP
TEXHUKyMA.

3.11. Jloxymentsi 006 o6paszoBanuu ¥ (MiM) O KBaIM(HUKAIMM, HEIONyYCHHbIC
BBIIIYCKHHKaMHM B TOA OKOHYaHMS TNPOpecCHOHAILHOH 00pa3oBaTebHOW —OpraHu3alui,
XpaHATCS B TEXHUKYME JI0 UX BOCTPEOOBAHMSL.

3.12. Tlpn nHasHayeHWM HOBBIX PalOTHHKOB, OTBETCTBEHHBIX 3a MOJIyYEHHE, Y4eT U
XpaHeHHe ONIaHKOB, HE MWCIONb30BAaHHBIC ONAHKH, a TakKe KHUTM y4eTa U perucTparuu



TepeaaloTes 10 akTaM, Kak JOKYMEHTBI CTPOTo# oT4eTHOCTH. [IpOBOJMTCS MHBEHTApH3alMs B
CBSI3M CO CMEHOH MAarepuabHO-OTBETCTBEHHBIX JIMIL COTPYAHHMK, HPUHABIIMN ONaHKH
JIOKyMEHTOB 00 00pa30oBaHuy U (M) O KBaIM(HUKAIINH, PACIIMCHIBACTCS B OIUCH B TIOJTYy4CHHH,
a CJIaBIIKH — B c1aue 2TUX OJaHKOB.

3.13. JlokymeHTel 00 oOpa3zoBaHu¥M W (WJIM) O KBaJIM(PUKAIMH, H3TOTOBJICHHBIC I10
dopMe, ONpeeTEHHON TEXHUKYMOM CaMOCTOSTENIBHO, HE MOJUIE)KAT OOMEHY Ha JOKYyMEHThI 00
obpazopanuu ¥ (W) O KBaiupUKaMu Apyrodf npopeccHoHanbHOH 00pa3oBaTebHOM
OpraHu3alluu.

4. llopsiioK yCTAHOBJICHHS KOHTPOJISE

4.1. Jit  MCKIIOYEHHMsl CIydYaeB MOLICHHMYECTBA, XHIICHWH MM OWHOOK B
MCIIONIF30BAHUE  OJAHKOB HEOOXOAMMO PEryJISIPHO IIPOBOAUTH HPOBEPKH. KOHTPOJbHBIC
(QyHKIEHM BO3JAraroTes Ha OyXraatepeKyro cirykOy opraHu3aru.

[IpuKa3oM Ha TEKyIMH TOJ JMPEKTOP TEXHHKYMa yTBEPKIAeT rpapuk BHYTPEHHHX
npoBepok. HasHaueHHas KOMHCCHs COIIAacHO TIpaduKy IPOBEPOK IMPOM3BOJUT IPOBEPKH
BeJlGHHUs ydera M COOJIONEHMS YCJIOBHH XpaHeHHs OJaHKOB CTPOTOM OTYETHOCTH Y
MaTepHaIbHO-OTBETCTBEHHEBIX JIMIL.

4.2, Tlo pe3ynipTaTaM BHYTPEHHHUX IIPOBEPOK COCTABJISCTCS OTYET JAUPEKTOPY TEXHUKYMa
JUIS IPMHSTHS ONIEPATHBHBIX MEP 110 YCTPAHEHHMIO BBISBJICHHBIX HAPYIICHUH.



