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[Ipencenaresb neaaroruueckoro CoBeTa JlupekTo %A;O}%éaMHI/IT r.o. Camapa

%/fi H.W. JleGenen ,, (A/j%}fd <~ H.N. JleGenen
NHOMJOXKXEHHUE

00 opraHu3anyu NpuodpeTeHns, y4eTa, XpaHeH!s H BbIIa4H 0JJAHKOB CTPOroi 0TYeTHOCTH,
NOXBAJILHBIX J1UcTOB H rpamoT B MAOY CamJIHUT r.o. Camapa

1. O6mue moJ10KeHNs
1.1. Hacrosmee Ilonoxxenue 06 opraHu3anuy NpUOOpPETEHUs, ydeTa, XpaHEHHs M BblIa4d OJIaHKOB
CTpOrOH OTYETHOCTH, MOXBaJbHBIX JUCTOB U rpamoT B MAOVY CamJIUT r.o. Camapa (mamee —
[TonoxeHue) ycTaHaBIMBaeT IpaBHJIa OpraHU3allMM IPUOOPETEHMs, ydeTa, XPaHEHHs M BBLIAYH
OmaHKOB arTecTaroB (AyOnukaToB) 00 OCHOBHOM oOmeM oOpa3oBaHHM U CpefHeM o0IeM
o0pa3oBaHuU, NPIIOKEHUH K HUM M Mepaned «3a ocoOble YCIEXH B YYEHHH», KaK JOKYMEHTOB
CTPOTOM OTUETHOCTH, OJAHKOB MOXBAJIBHBIX JTUCTOB «3a OTJIMYHBIE YCIIEXH B YYCHHH» U IOXBAJIBHBIX
rpamMoT «3a 0coOble yCIeXH B YYEHHH» B MYHHIUIAIBHOM ABTOHOMHOM 00Ieo0pa3oBaTeIbHOM
yupexnennu «Camapckuit et mHGOPMAIMOHHBIX TEXHOJIOIUI» ropoackoro okpyra Camapa (naiee
—Jlunein).
1.2. [Tonoxxenue pazpaboTaHO B COOTBETCTBHUHU C:
e VYcrarom Jlunes;
o @enepambHbiM 3akoHOM 0T 29.12.2012r. Ne 273-®3 «O6 obpasoBanuu B Poccuiickoi
Oenepauun» (c1.60);
e [Ipuka3zom MunucrepcTBa oOpa3zoBanust 1 Hayku Poccuiickoit ®enepanuu ot 27 asrycra 2013r.
Ne 989 «O6 yTBepIeHHH 00pa3lOB U OMMCAHUI aTTECTaTOB 00 OCHOBHOM OOINEM M CpeIHEM

o0reM 00pa30BaHUH U NPHJIOKEHUH K HUM;




* Ilpukasom MunncrepcTBa 06pasoBanus u Hayku Poccuitckoit ®eneparyu ot 30.01.2014r. Ne72
«O BHeceHUM H3MEHEHWH B mpuioxeHuss NeNel-6 nprKasy MHHHCTepCTBa 0Opa3oBaHUS U
Haykn Poccuiickoit ®enepanuu or 27 asrycra 2013r. Ne 989 «06 YTBEPXKIEHHU 00pa3IioB U
OIMCaHHUH aTTeCTaTOB 00 OCHOBHOM OOIIEM U CpejiHeM 00IIeM 06pa3oBaHUH K IIPUTIOKEHHUH K
HHM;

e Ilpukasom MunucrepctBa 06pasoBanus W Hayku Poccmiickoit ®enepanuu ot 14 despans
2014r. Ne 115 «O6 yrBepxnennun Ilopsiaka 3amosHeHus, ydeTa M BBIJA4YM aTTeCTaTOB 00
OCHOBHOM 00IIEM U Cpe/iHeM 001IeM 00pa30BaHUU B X TyOIHKATOBY;

* [lpukazom MunucrepctBa 06pa3oBaHus u Hayku Poccuiickoit @enepanun ot 23.06.2014r, No
685 «OO6 yTBepKICHHH MOPSIKA BBIIAYH MENATH «3a 0co0bIe YCIIEXH B YUCHHH »,

* Pacnopskenuem Munncrepetsa o6pa3oBaHus u Hayku Camapckoit o6mactu ot 31.12.2010r.
Ne990-p «O6 yrBepxknenun HncTpykunu o nopsake paboTel ¢ GlaHKaMH TOKYMEHTOB
CTPOTOH OTYETHOCTH M YUEHHYECKUMH MENANsIMH B OpraHax yIpaBijieHUst o0pa3oBaHueM

u B 00pa3oBaTeNbHBIX yupexaeHusx CaMapckoil 061acTuy.

2. Ilpnobperenne 6.1aHKOB JOKYMEHTOB 00 o0pa3oBaHHuMH.
2.1.B cootBercTBuH ¢ myHkTOM 17 wacTu 3 cTaThu 28 QenepanbHoro 3akoHa ot 29 nexabps
2012 r. Ne 273-®3 «O6 obpasoBanuu B Poccuiickoii ®enepanun» npuobpeTeHHe GIIAHKOB
AOKYMEHTOB 00 00pa3oBaHMU OTHOCHUTCA K KOMIIeTeHIUH JInes.
2.2 Hasnauennoe mpukasom pupextopa Jlumes L0, OTBETCTBEHHOE 3a y4eT U XpaHEHHE
NOKYMEHTOB 00 00pa3oBaHHM IIpeNOCTABIISIET AMPEKTOPY CBOJHYIO NMPOTHO3HYIO 3asBKy Ha
HEOOXO0AMMOE KOJHMYECTBO GJIAHKOB AOKYMEHTOB 00 06pa3oBaHMM Ha TeKymuil y4eGHBINH ToI.
O6bem 3akaza, ¢ yUeTOM OXKHIAEMOIO B TEKYIIEM IOy KOJIMYECTBE BBINTYCKHUKOB JIHIes 1o
KaXXJloMy YpOBHIO 00pa3oBaHHsS, (AKTHYECKOTO HAIMYHUS OCTATKOB paHee IOJYy4YEHHBIX
JCHCTBYIOMMX OJNAHKOB COOTBETCTBYIOIINX BHOB, HE JOIDKEH IPEBBIMIATE  OXKHUAAEMYIO
MOTPeOHOCTH B HUX GoJjiee yeM Ha 10 %.
2.3.JTupextop JIuues eXerogHo 3akiiodaeT AOTOBOp Ha NpHoOpeTeHHe GIAHKOB JOKYMEHTOB
00 o0pasoBaHuM ¢ OpraHuzanueil, HMEOmeEN THICH3MIO Ha OCYIIECTBJICHUE ACATEILHOCTH 10
U3FOTOBJICHHUIO 3AaMIICHHOX OT IMOJAENOK MNOJUrpadHuecKOi OPOAYKIIMHA, B TOM 4YHCIIE
OJIaHKOB HEHHEIX GyMar, a Takke TOProBIH YKa3aHHOH NpOAYKIUEH.
Beibop nmpemmpustait - msrotosutenedl  GraHKoOB JAOKYMEHTOB  ocymiecTBisiercss Jlumeewm
CaMOCTOSITENILHO.

CBeNeHHS 0 IPEANPHATHIX — HU3TOTOBHUTEIISX 3allHIIEHHOH IoNurpadudeckoit mpoayKuuu

Haxonarces Ha cante QHC Pocemm mo ampecy: www.nalog.ru B pasaene «Jlunensun,

PaspelICHUs, peecTprl» 10 anpecy: hitp://nalog.ru/gosreg_vd/licensing poligraf/.




2.4.Ilpu mocTynjaeHHH OJAHKOB IOOKYMEHTOB 00 00Opa3oBaHHM OCYLIECTBISETCSH CBEPKaA
COOTBETCTBUS (aKTHYECKOTO KOJIHUYecTBa OJIAHKOB THUTYJIOB U OJAaHKOB NPHUIOKEHHH (HX
Cepuil U HOMEPOB) YUETHBIM JaHHBIM, COAEPIKAIMUXCS B CONIPOBOJUTEBHBIX JOKYMEHTAX.

3. Iopsaaok yyera 6,1aHKOB JOKYMeHTOB 00 00pa3oBaHHH.
3.1. IlpunoGperennsle JInneeM O1aHKH aTTECTATOB M MPUJIOKEHUN K HUM, IIOXBAJIbHBIX JIUCTOB
U TpaMOT PETHUCTPUPYIOTCS B KHHUraX ydeTa IOJYyYEHHBIX OJaHKOB JOKYMEHTOB, KOTOPBIE
BEJYTCS MO KaXXJIOMYy YPOBHIO 0011ero o6pa3soBanus Mo KaxxJA0My BHAY JOKYMEHTA OTAEIbHO:
- y4eT MOJy4YEeHHBIX OJIaHKOB;
- y4eT BBIJJaHHBIX OJIAHKOB;
- YUET OCTaTKOB OJIaHKOB.
3.2. Yuer u peructpanusi OJIaHKOB aTTECTATOB U IPHJIOKEHHH K HUM OCYIIECTBIISAETCH
OTBETCTBEHHBIM NUIIOM Jluies, Ha3HaAaYaeMbIM NIPUKa30M JUpeKTopa Jlnmes.
3.3. C momeHTa mnoJyiyueHHs OJIaHKOB aTTECTATOB M MPHUJIOXEHUH K HHUM MU J0 BBLIA4YU
arrectaToB BbIMyckHHMKaM [X, XI kinaccoB yka3zaHHBIE JOKYMEHTHI XpaHATCs B cedde B
kaOMHeTe OTBETCTBEHHOIO0 3a XpaHEHUE, Y4YeT U PEerucTpaluio JOKYMEHTOB CTpPOro#
OTYETHOCTH, KOTOPBIH HECET MEePCOHAIBbHYIO OTBETCTBEHHOCTH 3a COXPAaHHOCTh OJTHX
JOKYMEHTOB.
3.4. O xaxzaoM ciydae Ipomnaxu OJaHKOB aTTECTATOB M NPHIOKEHHH K HUM OTBETCTBEHHOE
JUIO0 yBenomiseT aupekTopa Jlumes ¢ ykazaHHWeM KOJHYECTBA, KOJa, CEpPUH, HOMEPOB
IIpONaBIIUX OJaHKOB C U3JI0KEHUEM OOCTOSTENLCTB, IPU KOTOPBIX IMPOU30LIIA IPOIaXKa.
3.5. Yd4er BBIIAHHBIX BBINYCKHUKaM JIOKYMEHTOB 00 oOpa3oBaHuM (OyOnMKaTOB) BeIeTCA
Jluneem cormacHo TpeOOBaHHSM COOTBETCTBYIOIIMX HOPMATHUBHBIX IIPaBOBBIX AaKTOB
MunuctepcrBa oOpa3zoBanus u Hayku Poccuiickoit denepanuu.
3.6. Kuuru ydera OGJIaHKOB IOKYMEHTOB JOJIKHBI OBITh NPOHYMEPOBAHBI, NPOLIHYPOBAHBI,
UMETh Ha IOCJeAHEH CTpaHHIle 3alUCh O HAUMEHOBAaHMH 00pa30BATEIBHOM OpraHM3alUu H
KOJIMYECTBE CTPaHMUI, NledaTh U MOANUCH AupekTopa Jlunes.
3.7. 3anucu B KHure ydera GJaHKOB JOKYMEHTOB NPOU3BOJASTCS OTBETCTBEHHBIM JIAI[OM B
XPOHOJIOTHUYECKOM IMOPSIKE IMPH COBEPUICHUH KaXI0H ONepalnuu Npuxoaa-pacxoa.
3.8. B KHuure yuera 6JIaIHK0B JOKYMEHTOB H€ JOIYCKarTCsA MCIPABIECHUSA, IIOMapKu,
MOTYUCTKH.
HenpaBunpHas 3anucek 3auepKUBaeTCs OJHON 4epToi, cBEpXy BHOCUTCS NpaBHUJIbHAS 3alUCH U
CTAaBUTCA POCHUCH JIHIA, BHECIIEro HCHpaBieHUs. BHHU3Y cTpaHHIBl JelaeTcsi CHOCKa:

«HcnpaByieHo B 3amucu moja mopsakoBsiM Ne ... B rpade (HauMeHOBaHHUE rpadsrl) ¢ ...HA ...




Vcnipasiienust, JOMyIIEeHHBIE TPH 3amoJTHeHUH KHUTHM ydeTa BbIJAHHBIX OJIaHKOB JJIOKYMEHTOB
00 oOpa3oBaHWH, 3aBEPSIOTCS MOANKUCHIO TUpeKTopa Jlumes u nedartsro JIumes co CChUIKOM
Ha HOMEp YYEeTHOH 3aIHCH.

VcnpaBneHnus, AOMYNIEHHBIE TpH 3amoilHeHMH KHHUTM ydeTa BBIJAHHBIX OJAHKOB APYIUX
JIOKYMEHTOB 3aBEpSIOTCS MOANUCHIO aupekTopa Jlumes m medarsro Jlumes co cChIIKON Ha
HOMEp YYETHOH 3amucH.

3.9. KHurm ydvera BBIJIAHHBIX OJAHKOB JOKYMEHTOB 00 00Opa3oBaHMHM Y4YHUTHIBAIOTCA B
HOMEHKJIaType nen Jlumes W mojsexaT XpaHEHHIO IIOCJIE HUX 3alOJIHEHHsS II0 MECTy HX
opopMIIeHHUS KaK JOKYMEHTHI CTPOTOW OTYETHOCTH B TE€YEHHE YCTAHOBIEHHOIO CpoKa - 75
JeT.

3.10. Ilepemaua mpuobperéHHBIX JluneeM OIaHKOB aTTECTaTOB U NPHUIOXKEHHH K HUM
IPYTHM  OpraHH3anusaM, OCYIIECTBISIOMUM  00pa3oBaTeIbHYIO  JAEATEIBHOCTh, HE
JIOITyCKaeTcsl.

3.11. KuHuru ydera HOJY4YEHHBIX, BBIJaHHBIX U OCTAaTKOB OJaHKOB APYTHUX JOKYMEHTOB
YUUTHIBAIOTCS B HOMEHKJIaType nen Jlumes, XpaHATCs B TEYEHHE MATH JIET IOCJIE HX
3alI0JTHEHHUS U 10 UCTEYEHHHU CPOKA XPAHEHUsS CIHUCHIBAIOTCS M YHHUYTOXKAKOTCS 110 aKTy IpH
YCJIIOBUH, €CJIH B O3TOT IMEPUOJ HPOBOJUINCH IPOBEPKHU COCTOSHHS ydeTa, XpPaHEHHUs H
BbI1aYU OJIaHKOB.

3.12. Ilpu Ha3HAuYeHUH OTBETCTBEHHOIO JIMI[a CO3JAa€TCs KOMHCCHUS IS Iepeladd el U
0(hOpMIISIIOTCS aKThI IpUeMa-nepesadu 0JaHKOB CTPOTOM OTYETHOCTH.

B cocraB koMHCCHM BXOJAT: 3aMecTHTe]Nb JupekTopa Jlumes (mpencenarens),
IpeACTaBUTENb OYXTajJTepUH U COTPYAHUK U3 YHCJIa TPYAOBOTO KOJIIEKTUBA.

3.13. Komuccus npoBOAUT MHBEHTApH3alUMI0 B CBA3M CO CMEHOH MaTepUalIbHO
oTBeTCTBEHHOro nuna. CoTpyIHHK, Ha3HAYEHHBIH OTBETCTBEHHBIM 3a IOJy4YEHHE, Y4YeT H
XpaHeHue OJaHKOB, IPUHUMAET HEHUCIIOJIb30BaHHBIE OJaHKM JOKYMEHTOB 00 o0pa3oBaHUHU,
a Tak)Xe KHUTM YydeTa M pEerucTpanud, Kak JOKYMEHTHl CTPOTOH OTYETHOCTH, U
pacluChBIBAeTCsS B aKTe NpHeMa - IepeJayd - B MOJy4YEeHHH JOKYMEHTOB, a CAaBIIUH - B
claye JOKYMEHTOB.

[Ipu 5TOM B KHHTaX ydeTa NOJYYEHHBIX, BBIAAHHBIX M OCTATKOB OJAaHKOB ZOKYMEHTOB
IOCJIEIHAS] y4YeTHAs 3aluch NOJUEPKUBAETCS MPSIMOU 4epTOl clieBa - HalIpaBO U IOJ HeH
IepeJarIluM OTBETCTBEHHBIM JIUIIOM BHOCHTCS cieayromas 3anuchk: «llocnennss yderHas
3allMCh clelaHa MHOHU (4uclio, Mecsll, T'oJ MOCJeJHEH 3amucu)y». 3almuch yJI0CTOBEPsAETCS
INOANUCAMHU IEPENAONIEr0 U NPHUHUMAKOIIEr0 OTBETCTBEHHBIX JIMI[ C yKa3aHUEM Jar, C
pacliupoBKOH TOANUCEH W TOAYEPKHUBAETCS IMPSAMOM dYepTOW cjeBa - Halpaso.

OcraBmuecs Ha CTpaHUIE HE3aNOJHEHHBIE CTPOKHU NepeuepKUBarOTCs OyKBOU «Z». HoBbie




4.8. JlyOnmumkat arrectara M IyOJIHMKAT INPHIOXKEHHS K aTTeCTaTy BBINAIOTCS: B3aMEH
yTEpPSHHOTO aTTecTaTa, B3aMeH aTTecTara U (MJIM) IPHIOKEHHS K aTTecTary, CoAepiKallue
OIIUOKHU, 0OHAPYKEHHBIE BHITYCKHUKOM IIOCJIE €r0 MOJYYEHHUS.

4.9. Beimaua jaybnukara arrectata W (Wiam) AyOnMKaTa NPUIOKEHHS K arTecTaTy
OCYIIECTBIISETCS HAa OCHOBAHHM MHCHMEHHOI'O 3asBJICHHUS BBIIYCKHHKA WM €TI0 POJMTENCH
(3aKOHHBIX TpeACTaBUTENei), moxaBaeMoro B Jlumed: npu yTpare arrecrara HUJIH
MPUIIOKEHHUS - C U3JI0KEHUEM 0OCTOSATENBCTB yTPaThl aTTecTaTa HId IPUI0KCHUS, 8 TaKKe
IPUIOKEHHEM JOKYMEHTOB, IOATBEPXJIAOMMUX (aKT yTpaThl (CIpaBKa H3 OpPraHoB
BHYTPEHHHX JI€JI, I0KapHO# OXpaHbl, 00BSABICHUS B Ta3eTe U Ipyrue).

Pemenue o BhIaue WM OTKa3e B BhIAade AyOimKara MpUHUMaeTcs aupekTopom Jlunes B
MECSIYHBIH CPOK CO IHS MOJAayd NUCHMEHHOI'O 3asBIIEHHUA.

4.10. Ha ocHoBaHMHM HPHHATOro pemieHus aupekTop Jlumes uszpaer mpukasz «O Bbgayde
nybnukaTta arrecraTa W NpHIOXKeHUs K HeMmy». Komms mpukasa u OCHOBaHHs K IpHKasy
(3asBJIcHUE BBIMYCKHHUKA C MPUIOKECHUSIMHI) XPAHATCA B apXuBe 75 JIET.

4.11. B cnyuae usMeHeHus HauMmeHOBaHus Jlunes, nyOnukar arrecrtata Beigaercs Jlnneem
BMECTE C JOKYMEHTOM, IIOATBEPXKIAIOIIAM H3MeHeHHE HauMeHoBaHus Jlumes. B ciyuae
peopranuszanud 00pa3oBaTeNbHONW OpraHW3alUd, OCYIIECTBIAIOIEH 00pa3oBaTEeIbHYIO
NeATENbHOCTh, JAyONMKAaT arrectara BBIJAeTcs 00pa3oBaTeIbHOM  OpraHu3aluew,
OCYIIECTBIISIOIECH 00pa30BaTeNbHYIO AEATEIBHOCTD, ABIAIOMICHCS IPABOIPEEMHUKOM.
4.12.Tlenarornueckue paGOTHUKH, 3AMOJHSIONINE OJTaHKK aTTECTaTOB M IIPHIIOKCHUA K HUM,
JIOJKHBI OBITH 00£3aT€NbHO IPOMHCTPYKTHPOBAHBI O IOPSAKE 3aloJHEHHS, OJaHKOB
aTTeCTaTOB M NPUJIOXKEHWH K HUM. Bpigada OIaHKOB aTTECTaTOB M INPHUIIOKEHHH K HUM
IeJaroruyeckuM paboTHHKAM JUIS 3aIlI0JIHEHUS OCYIIECTBIIAETCS 110 aKTy MpUeMa-nepeayu.
4.13. KnaccHBIM PYKOBOIHMTENAM s 3aMOJIHEHHs OJaHKOB aTTECTATOB W IMPHUIIOKEHHH K
HUM COCTaBJIsI€TCS CBOJHAs BEIOMOCTh, colepikamas (paMHIMM, MMEHAa M OTYECTBa, JATy
pokJaeHusT (B COOTBETCTBHHM C IACIHOPTHBIMH JaHHBIMH WM JaHHBIMH CBUACTEIBCTBA O
POXJIEHHH), UTOTOBBIE OTMETKH BBITYCKHHMKOB. JIOCTOBEPHOCTH CBEJCHUH, BHECCHHBIX B
CBOJIHYIO BEJIOMOCTbH, TOJTBEPKAAETCS MOANKUCHIO BBIITYCKHHUKA.

4.14. Kuuru BpLIaYH 61aHKOB JOKYMEHTOB 00 00pa3oBaHUH, BEAYTCA OTAECIBHO I10
KaXXJJoMy YpOBHIO 0011ero oOpa3oBaHHus.

Kayxast KHUTa COOEPKUT CIEAYIOIMUE CBEICHHUS:

a) KaJIeHJapHBIN roJ BIAAYU aTTECTATOB;

6) GpaMunuIo, HMS, OTYECTBO (MPH HAJTMYKK) BBIIYCKHIKA BHOCHTCS II0 KaXJA0My Kiaccy (co

CKBO3HOM HyMepalueil) B al)aBUTHOM MOPSIKE;

B) B ciydae IIOJy4eHHs arTecrtara (nyOimkara arrecTaTra, AyOnMKara MPHIIOKEHHUS K




4.8. JlyOnukar arrectaTa W AyOJIHKAT IPHIOKEHHSA K aTTECTATy BBIAAIOTCS: B3aMEH
YTEpSHHOI'O0 aTTeCTaTa, B3aMeH aTTecTaTa M (MJIM) NPHUJIOKEHHS K aTTecTaTy, colaepikamue
OIIUOKH, 0OHApPY)KEHHBIE BBIITYCKHHUKOM I1OCJIE €r0 MOJYYEHHS.

4.9. Beimaua nayGaukata arrecrata ® (WiIM) JyONMKara IPHIOXKEHHS K aTTECTaTry
OCYIIECTBJISAETCA HA OCHOBAHHH MHUCHMEHHOTO 3asBJICHUS BBIYCKHHKA WJIM €0 POAMTENIEH
(3aKOHHBIX TMpeIcTaBUTENEH), moxaBaeMoro B Jlumed: mnpum yTpaTe arrecTara WM
IPUJIOKEHHUS - C U3JIOKEHHEM 0OCTOSATEIbCTB yTPaThl aTTecTara WiIM MPUIOKEHHUS, 8 TaKKe
[IPUIIOKEHHEM JOKYMEHTOB, MOATBEpXKIAlOmMuX (akT yTpaTel (CHpaBKa M3 OpraHoB
BHYTPEHHHX JI€JI, T0KapHO# OXpaHbl, 00BSABICHHUS B Ta3eTe U IAPYTHUE).

Pemenne o BhIJaYe WM OTKase B Bblade AyOimKaTa NpUHEMaeTcs AUpeKkTopoM Jlunes B
MECSYHBIH CPOK CO JHS IOJa4¥ NUCBMEHHOTO 3asBJIECHHUA.

4.10. Ha ocHOBaHMHM NPHHATOro pemieHHs aupekTop Jlumes mspaer npukas «O Bbgade
nybnukaTa arTectara W NpUIOXKeHUs K HeMy». Komnmsa npukasa ¥ OCHOBaHHWs K IIpHKa3y
(3asBlIEHHE BBINNYCKHHUKA C MIPHJIOKEHUSIMHU) XPAHATCS B apXHUBE 75 JIET.

4.11. B cayuae usMeHeHHs HauMeHoBaHus Jluies, qy6nukar artecTara Beigaercs Jinneem
BMECTE C JOKYMEHTOM, IOATBEPKIAIOIIMM H3MEHEHHEe HauMeHoBaHudA Jlumes. B ciyuae
peopranusanud 00pa3oBaTEJIbHON OpraHW3allMM, OCYIIECTBIAIOMENR 00pa3oBaTeNbHYIO
NeaTeNbHOCTh, Aybnmkar arrecrata BbiaeTcs  00pa3oBaTeNbHOM  OpraHu3anued,
OCYIIECTBIISIONIEH 00pa30BaTeNbHYIO AESATEIBHOCTD, ABIAIOMEHCS MPABOMPEEMHUKOM.
4.12.Ileparoruueckue paGOTHUKH, 3aMOJHSIOMUE OJaHKH aTTECTaTOB U IMPHUIIOKEHUN K HUM,
JTOJDKHBEI OBITH 0043aT€NbHO NPOUHCTPYKTUPOBAHBI O MOPSAKE 3aloJHEHHs, OJaHKOB
aTTECTaTOB M MNpPHJIOKEHHM K HuUM. Bpigaga OJaHKOB aTTECTaTOB M IPHJIOKEHHH K HUM
neJaroru4eckuM pabOTHUKAM IS 3aII0JIHEHHUS OCYIIECTBJIAETCS [0 aKTy MpUeMa-rnepeiadu.
4.13. KiaccHBIM PYKOBOIMTENSIM [ 3allOJHEHHs OJTaHKOB aTTECTATOB M IMPHUJIOKCHHH K
HUM COCTAaBJISETCS CBOJHAs BEJIOMOCTb, cojaepikamias (GaMHIHMK, HMEHAa U OTYECTBA, ATy
pokaeHusI (B COOTBETCTBHM C INACIHOPTHBIMM JaHHBIMH HJIH JaHHBIMH CBHUACTEIBCTBA O
POXKJIEHHMH), UTOTOBBIE OTMETKH BBINYCKHHKOB. J[OCTOBEPHOCTh CBEJCHHI, BHECCHHBIX B
CBOJHYIO BEOMOCTb, TOATBEPKAAECTCA MOAMMUCHIO BEIITYCKHHKA.,

4.14. Kauru BBIIAYH 61aHKOB JOKYyMEHTOB 00 o00pa3oBaHUM, BEAYTCH OTACIBHO IO
KaXkJ0MY YPOBHIO 0011ero o6pa3oBaHus.

Kaxmast KHATa COAEPKUT CIEAYIOIUE CBECHUS !

a) KaJIeHJapHBIN TOJ1 BBIAaYd aTTECTaTOB;

6) GpaMunuIo, UMsl, OTYECTBO (MPH HATHYHK) BBITYCKHHKA BHOCHTCS IO KaXA0OMY Kiaccy (co
CKBO3HOM HyMepalueil) B al)aBUTHOM MOPAIKE;

B) B clydae IOJydYeHHs arrectaTa (myOnmkara arrecrara, AyOiauKara MPHUIOKCHHUS K




aTTECTaTy) II0 JOBEPEHHOCTH - TakXe (aMHIIMIO, UM M OTYECTBO (IIPH HAJIMYUH) JIUIA,
KOTOPOMY BBIJAH JTOKYMEHT;

) JaTy POXKJICHHS BBIITYCKHHUKA;

1) HyMmepanuio Onanka arrecrata (Omamka nyGnumkara artrecrata). Homepa Onankos
BHOCSITCSI B BO3pacTaloleM HOPSAIKE;

€) HaHMEHOBAHHA Y4E€OHBIX IIPEAMETOB U UTOIOBBIE OTMETKH BBIIIYCKHHMKA 110 HUM;

’K) JaTy ¥ HOMep MNpHKa3a O Bbgade arrecrara (aybnukaTta arrecrara, AyOiaukara
HNPUJIOKEHUS K aTTECTaTy);

3) HOANIKCH IOJIydaTess arrectara (eCiId JOKYMEHT BBIJAH JIMYHO BBINYCKHHKY, JIMOO I10
JOBEPEHHOCTH), JUOO JaTy ¥ HOMEpP IOYTOBOI'O OTIpAaBJICHHUS (€CIH JOKYMEHT HalpaBJIeH
Yepe3 OMepaTopoB MOYTOBOM CBSA3U OOIIETO MOJIB30BAHHUS);

W) JaTy BbIJadd arrectata (AyOnukara arTecrara, 1yOiIuKaTa IPUIOKEHHUA K aTTECTaTy).
4.15. Tlpum Bblmaue nyOnukaTa arrecTtara W AyOJuKara IPHIOXKEHHS K aTTECTAaTy B KHHUIE
perucTpamiuu OTMEYaAlOTCsS YUYETHBI HOMEp 3alKCH M JaTa BbAAa4d OpUTHMHANa, HyMepauus
Onanka opuruHajna. [Ipu 3ToM oTMeTka o Bbgaue ayOimMkara arTectaTa JAelaeTcs TakxkKe
HaIpOTHUB YYETHOTO HOMEpa 3aliCy BbIJa4Yl OpUTHHAJA.

4.16. B kHurax yuera BBIIAHHBIX aTTECTATOB HE JONYCKalOTCS MOMAapKH, MOJAYHUCTKH.
HenpaBunpHas 3amuch 3a4epKHBAaeTCs OJHOW YEpTOH, CBEPXY CTaBUThCS HOMep. BHu3zy
cTpaHuIbl Jenaercs cHocka ("McmpaBieHo B 3amucu moja HopsakoBeiM N ... B rpade
(naumeHoBaHuUe rpadsl) ¢ ... HA ...", KOTOPYIO MOJANUCHIBAET qUpeKTop Jluies, npocrasiser
JaTy U cKpeluiser nedarsio Jlumes.

4.17. Ilpu oOHapyxeHUM OmHUOOK, JAOMYIIEHHBIX MPHU 3aIlOJHEHHHM aTTecTara HJIH OJHOTO
U3 IPUIO0XKEHUH, B TOJ OKOHYAHHUS BBINYCKHUKOM JIuIles, BplJlaua HOBOTO aTTecTaTa WU
IIPUJIOKEHHUS B3aMEH MCIOPYEHHOr0 (UKCHUpYeTCs B KHUI'E yYeTa W BBLIAYH aTTECTATOB 3a
HOBBIM HOMEPOM Yy4YE€THOMH 3amucu. [Ipu 3TOM HapoTHB paHee COEJaHHOW Y4YETHOH 3amucu
JeJlaeTcs IOMETKa «HUCIOPYEH, AHHYJIMPOBAaH, BBIIAH HOBBIM aTTeCTaT» C YKa3aHHEM
HOMEpa YYE€THOM 3alliCH aTTeCcTaTa, BBIJAHHOTO B3aME€H UCIOPYEHHOTO.

4.18. 3anucu B KHUIEe ydYeTa BBIAHHBIX aTTECTATOB 3aBEPSIOTCS IOMMUCIMH KJIACCHOTO
PYKOBOJIHTENS, nnpeKToﬁa Jlnues 1 medaThio OTAENBHO 110 KaXXJA0MY KJiaccy.

4.19. Kaxnas 3amuch 0 Beiade ny0OiauKkaTa arrectara, Ay0inKara NpUa0KEeHHs K aTTeCTaTy
3aBepsAETCs NOAMUCHIO AupekTopa Jlunes u ckpemisercs neyatpio Jluies.

4.20.JIuCTBI KHUTH y4eTa BBIIaHHBIX aTTECTATOB IIPOHYMEPOBBIBAIOTCS, KHUTA yYeTa BEIIAHHBIX
aTTECTATOB IIPOIIHYPOBBIBAETCS, CKpEIIAeTcs evaThio JIumes, ¢ ykazaHueM KOJHYECTBA JIMCTOB

B KHHUI'C Yy4€Ta BbIJAHHBIX aTTECTATOB U XPAHUTHCS KaK JOKYMEHT CTpOFOﬁ OTYECTHOCTH.

4.21.loxymeHTHI 00 06pa30oBaHUU, HETOJYyUSHHBIE BBITYCKHUKAMH B roJl OKOHYaHus Jlumes,




yUeTHBIE 3aIllCH HAUUHAIOTCA CO CJIEYIONUeH CTPaHHIIBI.

3.14. Opurunans! (KONKKM) HAKIAJHBIX HA BbAAYy JOBEPEHHOCTEH Ha IOJNYyICHHUE O1aHKOB
XpaHATCS B TeYeHHE IITH JIET M 10 HWCTEYCHHH CPOKAa XPAHCHMSA CHIHUCHIBAIOTCA U
YHHUYTOXKAKOTCS [0 aKTy IIPH YCIOBHH, €CJIIM B OTOT INEPUOJ MNPOBOAMIMCH MPOBEPKU

COCTOSIHUS yUu€Ta, XpaHCHHU U BbIAA4H OJIaHKOB.

4, Mopaaok BbIAaYH 0JAHKOB JOKYMEHTOB 00 00pa3oBaHHH.

4.1. brnamku arrecTaToB 00 OCHOBHOM 00ImeM oOpa3oBaHMM M aTTECTATOB O CPEIHEM
o6meM 00pa3oBaHUU PETUCTPUPYIOTCA COOTBETCTBEHHO B KHHUre Y4€Ta BBIIAHHBIX
aTTecTaToB 00 OCHOBHOM 00ImeM 00Opa30BaHUM M KHHIE€ y4€Ta BBIJAHHBIX aTTECTATOB O
cpenHeM o0memM oOpa3oBaHUMU.

4.2. Atrectar 00 OCHOBHOM 00ImeM 0oOpa30oBaHUU M IPUJIOKEHHE K HEMY BBIIAIOTCA JIALAM,
3aBEpIIMBIIEM 00ydeHHe 1O 0Opa3oBaTe/bHBIM IIPOrpaMMaM OCHOBHOTO 00Liero o6pa3oBaHHA U
YCIIEITHO MPOIIEIIIHM FOCY IapCTBEHHYIO HTOTOBYIO aTTecTanuio B opme OT'D (I'BD).

4.3. Atrtecrar 00 ocHOBHOM o00meM o0Opa3oBaHHUM C OTJIHYHEM H IPUIOKECHHE K HEMY
BBINAIOTCS BBIIYCKHMKaM 9 Kiacca, 3aBepmiMBIKM 0oO0ydeHHe M0 00pa3oBaTeIbHBIM
nporpaMMaM OCHOBHOro 00Iero o6pa3oBaHus, YCICIIHO MPOIIEAIINM FOCYAapCTBEHHYIO
urorosyo arrecranuio B Gpopme OI'D (I'BD) u umeromuM UTOTOBBIE OTMETKH «OTIMYHO»
Mo BceM ydueOHBIM IpeaMmeTaM ydeOHOTO IIaHa, W3y4aBIIAMCS Ha YPOBHE OCHOBHOIO
o6mero o6pa3zoBaHHUs.

4.4, Attecrar o0 cpeaHeM oOmeM o0pa3oBaHMM M IPHUJIOKEHHE K HEMY BbIAAIOTCS JIMIAM,
3aBepIIMBIIUAM 0OydeHHe 10 00pa3oBaTEIbHBIM IPOrpaMMaM  CpPEIHEro  00Iero
06pa3oBaHMs M YCIENIHO MPOUIEAIIMM TOCYAAapPCTBEHHYIO HTOIOBYIO aTTECTAlHUIO0 B popme
EI'D (I'BD).

4.5. Arrectar o cpenHeMm of0meM o0Opa3oBaHMM C OTJIMYHEM M IPUIOKECHHE K HEMY
BBIJAIOTCSA BHINyCKHMKam 11 kiacca, 3aBeplIMBIIMM oOydueHHe IO 00pa3oBaTebHBIM
nporpaMMam cpeaHero obmero oOpa3oBaHMs, YCHEUIHO IPOMICANINM TIOCYIapCTBEHHYIO
UTOTrOBYIO arrectannio B popme EI'D (I'BD) u uMeromumM UTOrOBbIE OTMETKH KOTIHYHO» 110
BCeM YUeOHBIM MpeaMeTaMm y4eOHOTO IUlaHa, H3ydaBIIMMCS Ha YPOBHE CpeIHEro oOmiero
oOpazoBaHus.

4.6. ATTecTaThl M NPHUIJIOKEHUS K HUM BBLIAIOTCS BhIMYCKHMKaM 9 m 11 kmaccoB Jlumes, mo
pe3yiabTaraM TOCYJapCTBEHHOW MTOrOBOM  aTTecTallid, HA OCHOBAaHWUU  PEIICHUS
mejaroruueckoro cosera Jiumes u npukasa aupexkropa Jlnmes.

4.7. ArrecTaThl U MPUIOXKECHHS K HUM BBIIAIOTCS HE IO3JHEE NECATH IHEH IOCJE IaThl

H3JaHUA IIPpUKa3da JTUPEKTOpa Jlunes 00 OTYHCIICHHHU BBIITYCKHHUKOB.




XpaHIATCS BMECTE€ C HEHCIIOJIb30BaHHBIMH OJaHKaMH JOKYMEHTOB 00 00pa3oBaHHUH 10
BOCTpeOOBaHUS.
4.22 He wucmonb30BaHHBIE B TEKyleM Toay OJaHKH aTTECTAaTOB W INPHIIOKEHHH, OCTaBIIHECH

ITOCJIC BhIgAa4YX aTTCCTATOB BBIITYCKHUKAM, XPAHATCA B JInuee.

S. IlopAaaoK cIUCAHUS H YHHYTOKEeHHS 0JTAHKOB

5.1. YrTpaTuBIIHE CHJIYy ¥ HCIIOPYEHHBIC NMPHU 3aIOJHEHUM OJIAHKH IOJJIEKAT CIHCAHHIO H
YHUYTOXKEHHUIO.

5.2. CniucaHWe W YHHYTO)XXCHHE MCIIOPUYECHHBIX IPHU 3al0JHEHUH OJIAHKOB OCYLIECTBIAETCS
10 PEIIeHUI0 KOMUCCHH, co3laBaeMol B Jluiee.

5.3. CnucaHue W YHHUYTOXKEHHE OJIAHKOB JOKYMEHTOB 00 0Opa3oBaHMM U OJaHKOB JPYTHX
JOKYMEHTOB 0(OPMIISETCS OTACIbHBIMU aKTaMH.

5.4. B cocTaB KOMHCCHU MO CIHCAHWIO U YHHYTOXXEHUIO OJIaHKOB (Jajee - KOMHCCHSA)

BXOOAT:

3aMecTUTeNb qupekTopa Jlunes (nmpencenarens),

OTBETCTBEHHBIN 3a paboTy ¢ OJIaHKaMU CTPOrOd OTUETHOCTH

IpeACTaBUTENb OyXTaaTepuu

COTPYIHHK, U3 YUCJIa TPYAOBOTO KOJIeKTHBA Jlnmes.

5.5. Komuccus cocraBiseT akT O CIUCAHUH U YHUUYTOKEHHHU (MCIOPUYECHHBIX, YTPATUBIINX
cuily) OJIAaHKOB JOKYMEHTOB CTPOTOW OTYETHOCTH (Zajgee - akT) o (opme corjiacHo
[Mpunoxenuro Ne 9 «MHcTpykiuu o mopsiake paboThl ¢ GnaHKaMHU JOKYMEHTOB CTPOTOH
OTYETHOCTH W YYCHHUYECKHMMH MeJajsIiMH B OpraHax YyIpaBjieHHsS oOpa3oBaHHMEM H B
oOpa3zoBaTenbHBIX yupexaeHusx Camapckoit o0macTu».

KonuuecTBO CHUCHIBAEMBIX M YHHUTOXKAEMBIX OJaHKOB JOKYMEHTOB CTPOrOH OTYETHOCTH
YKa3bIBA€TCS B aKT€ YHUCJIOM U IPOIMUCHIO.

AKT MOANHUCHIBAETCS BCEMHU YWiIEHAMU KOMHUCCUH U YTBEPXKIAeTCs JUpeKTopoM Jlumes.

K axkTy o cnucCaHMU M yHHUYTOKEHUHU OJAaHKOB JOKYMEHTOB 00 00pa3oBaHMM NpHIIAralOTCs
BBIPE3aHHBIC HOMEpa THTYJIOB YKa3aHHBIX B aKTe OJaHKOB HOKYMEHTOB (Haiee -
IPUJIOKEHUE).

5.6. Homepa tuTynoB OJIaHKOB BBIpE3alOTCS W HAKJIEUBAIOTCS HA OTACIbHBIE JIMCTHI
NPUII0KEHHUS 110 KaXJ0My BUAY OiaHKa.

IIpunoxenue odopmusercs no ¢opme cormacuo Ilpumoxenuto Ne 10. «MHCcTpykuum o
nopsake paborsl ¢ OJaHKaMU JOKYMEHTOB CTPOrod OTYETHOCTH U YUYEHHUUYECKUMH

MeJaJIAsMHU B OpraHax YHOpPaBJICHHA 06pa3OBaHI/ICM H B O6pa30BaTeIII>HLIX YUpPEIKICHUAX

Camapckoit o6nactu».




Ha xaxJaom jnucTe NPUIOKEHUS, Ha4UMHAs CO BTOPOTO, BBEPXY B IEHTPE YKa3bIBAETCH
HauMeHoBaHHe OJlaHKa JOKYMEHTa, B IpaBOM BEPXHEM YyIJy NPOCTaBIAECTCA HOMED JIHCTA,
MOJ HAaKJIEeHHBIMH THTyJaMH OJlaHKa CTaBUTCS MOANHCH OTBETCTBEHHOTO JIMIA C
pacmuppoBKOH.

5.7. ChnucaHue ¥ YHHYTOXEHHE (MCIHOPYCHHBIX, YTPATUBIIHX CHJIYy) OJIaHKOB APYrUX
TOKYMEHTOB opopMiisgeTcs akToM o ¢popme corsacHo [lpunoxenuto Ne 11 «MucTpyknuu o
nopsiake paboTel ¢ OJaHKaMH JTOKYMEHTOB CTPOrOd OTUETHOCTH U YYEHHYECKHUMH MEIAIAMU
B OpraHax ympaBlieHHs o0Opa3oBaHHEM H B 00pa3oBaTeNbHBIX yupexaeHusx Camapckoil
obmacTu».

5.8. YHUYTOXEHUE CIUCAHHBIX OJAHKOB OCYIECTBIAETCSA IyTEeM U3MEIbYCHHUS B YCIOBHUSX,
UCKJIIOYAIOIMHUX UX COXPAHHOCTb, U OpraHU3yeTcs 4ieHaMH KOMHCCHH.

5.9. ®axkT YHHUYTOXXCHHUsS CHHCAHHBIX OJAHKOB MOJTBEPXKIAETCH CIYyXKEOHOH 3amUCKOH,
OCYILIECTBUBIIEI0 H3MEJIbUYEHUE CIHCAHHBIX OJlaHKOB, Ha HMs Jupekropa Jlumes, c
yKa3aHUEM JaThl, MECTa U cI10c00a YHUYTONKEHUS.

CJ'I}’)KGGHaH 3allMCKa XPpaHUTCA U YHHUYTOXKACTCA BMECTE C AKTOM.

6. Ilopsiiok KOHTPOJIS 32 HCMOJIB30BAHHEM OJIAHKOB.

6.1. KoHTponp 3a BemeHHeM YyueTa, XpaHeHHs M Bbgauun OsankoB B Jlunee,
OCYIIECTBIISIETCS JUPEKTOpoM Jlumes.

6.2. Exeromno B Hos0pe, B YCTAHOBJIEHHOM IIOpsAAKE, NPOBOAUTCS HHBEHTApH3aLUsd
0oCcTaTKOB OJIaHKOB (J1ajiee - HHBEHTapU3aIus).

6.3. B cocTaB HHBEHTapU3aLlUOHHONU KOMUCCHH BXOJST:

- 3aMECTUTENb PYKOBOAUTEI, (IIpeice1aTelNhb),

- IpeACTaBUTENb OyXTalTepuH;

- COTPYAHHUK M3 YHCJa TPYAOBOr0 KOJIEKTUBA.

6.4. ITo uTtoraM  pabOThl  HHBEHTApU3AaIMOHHOM  KOMHCCUH  O0hOpMIAeTCs
VHBeHTapHU3allMOHHAS ONUCH OJJAHKOB JTOKYMEHTOB CTPOTOM OTYETHOCTH (Hajee - ONMUCh), B
ciaydae oOHapy)XEHUsS HapylIeHUH YCTAaHOBIEHHOIO MOpPsJAKa BEICHHS ydeTa, XpaHEHHUs H
BbIJIa4YM OJIAHKOB O(bopMﬁﬂeTCH aKT, KOTOpbIe MOJAMUCHIBAIOTCS BCEMH YJI€HAMH KOMHCCHUH.
Onuck U aKT NpPeACTABISIOTCS AUpEeKTOpy Jlumes.

AKT 1O yCMOTpeHHIO nupektopa Jlumes HampaBiseTcs IS NpUHATHA Mep nubo s
MOJIIUBKY B JIEJIO.

6.5. ExeromHo ¢opmupyercs oT4eT 00 HCIIOJB30BAHUM OJAHKOB U MeAajed B HCTEKIIEM
rony (mamee - OTYET).

6.6. Oruer mpeacTaBiIsieTcs B TEPPUTOPUAIBHOE YIPABICHHE B YCTAHOBJIEHHBIA UM CPOK, -




no 1 ¢eBpans roja, claeayrIEro 3a OTYCTHBIM.
K ordyery mpuiaraercs B INOPsAKE, MPeIyCMOTPeHHOM II. 6.8 MHCTpyKIuH, MOMTHHHAK
1160 KOMMS aKTa HA CIMCAHME U YHHYTOXKEHHE HCIIOPYCHHBIX (YTPATHBIIAX CHIYy) OJTaHKOB

C KOITUAMHU HpHJIO)KGHPIfI.

7. 3akJIOYHTENbHbIE MOJ0XKEHHU.

7.1. TlonoxeHne IPUHUMAETCS] Ha HEOTPENEIEHHBINH CPOK.

7.2. JlonmonHenuss W u3MeHeHus B [lonmokeHue BHOCATCA B COOTBETCTBHU C IOPANKOM,
YCTaHOBJIEHHBIM JIOKAJIBHBIM aKTOM Jlumes.

7.3. Tlocne mpunsTHs HOBOW penakuuu [TonmoxkeHus, mpeAbymnas pelakuus yTrpadnBact
CHITY.

7.4. Tlonoxxenue pa3MemaeTcs Ha caiite Jlumes mig Bceobmero 0603peHus.



