MyHununajgbHoe 001eodpa3oBaTejibHOe yUpeKIeHue
«Pa3meresieBcKkasi cpeaHssi 001eo00pa3oBaTebHAA IKOJIA»

[IpunsTo Ha [lemarornyeckoM coBeTe Y1BepxkaeHo npukazom aupexkropa MOY
[Tporokoin Ne 8 ot 04.02.2019 . "PazmereneBckas COII" Ne 28 ot 04.02.2019 .
IHonoxxenue

0 NpuodpeTeHNH, yueTe, XpaHEeHU U OJIAHKOB JOKYMEHTOB
00 oopazoBanuu (arrectatoB) B MOY «Pa3mereneBckas COLI»

1. OOumue moI0KeHUus

1.1.

Hacrosmee mnonoxxeHue pa3paboTaHo B COOTBETCTBUM ¢ DenepalibHbIM  3aKOHOM  OT
29.12.2012r. Ne 273-®3 «OO0 oOpazoBanun B Poccuiickoii ®enepauun», [Ipukazom
MunuctepctBa oOpa3zoBanusi U Hayku Poccuiickoit ®@enepanun ot 27 asrycta 2013r. Ne 989
«O06 yTBepKIeHHH 00pa3IOB M ONMUCAHUN aTTECTATOB 00 OCHOBHOM OOIEM W CpeaHEeM O0IIeM
o0pa3oBaHMM M TPWIOKEHHH K HHUM», [Ipukazom MuHHCcTEepcTBA 00pa3oBaHUS M HAYKH
Poccuiickoit ®enepaunu ot 14 ¢espana 2014 r. Ne 115 «OO6 ytBepxknenuun Ilopsaka
3all0JIHEHMS, Yy4yeTa M BbAAYM aTTecTaToB 00 OCHOBHOM OOLIEM M CpeaHeM o0IlieM
oOpazoBanuu U ux Ayonukarax», [Ipumkazom Munnpocsemenuss Poccun ot 17.12.2018 N 315
"O BHeceHuu u3MeHeHuil B IlopsAoK 3amosiHEeHMs], yyeTa W BblJaud aTTeCTaToB 00 OCHOBHOM
obmeM M cperHeM oOmeM o00pa3oBaHMM M MX JAyOJUKAaTOB, YTBEP)KIACHHBIM MpPHUKAa30M
MunuctepctBa obpazoBanus u Hayku Poccuiickoit @enepanuu ot 14 despans 2014 r. N 115"
[Tpukazom MunucrepcTBa o0pa3oBaHUs U HayK{
Poccuiickoit ®enepaunu ot 30 aBrycra 2013 r. Ne 1015 «O6 ytBepxknaenun Ilopsaka
OpraHu3allM U OCYLIECTBIEHHsI  00pa3oBaTeNbHOM  JEATENBHOCTM MO  OCHOBHBIM
o01eo0pa3oBaTeNIbHBIM MporpaMmMaM - 00pa30BaTeNIbHBIM IpOrpaMMaM HadajlbHOro OOMIEro,
OCHOBHOTO 00miero, | cpeaHero oOmiero o0pazoBaHMs», YcCTaBoM MyYHHUIIUNAIBLHOTO
o01eo0pa3oBaTesibHOrO yupexaeHus «Pa3mereneBckas cpeqHss o0ueo0pazoBaTeabHas MIKOJIa»
(mamee-YupexaeHue)

1.2. JlokymeHTBl 00 o0Opa30BaHMM BbIJaBa€Mble YUpEKJACHHEM II0 3aBEPIICHUIO Kypca
OCHOBHOTO o0miero o0Opa3oBaHMUsL:
arrectaT 00  OCHOBHOM  oOumieM  oOpa3oBaHMM W MPWIOKEHHE K  HEMY;
arrecraT 00 OCHOBHOM 00meM O00pa3oBaHWM C OTIMYMEM U MPHIOKEHHE K HEMY;
ATTEecTaT COCTOUT M3 OOJIOKKH, THUTyJa U MPHIOKEHHUS K arrecTtaTy 00 OCHOBHOM 0OIIeM
oOpazoBanun/  arrectatry 00  OCHOBHOM  o0mieM  o0Opa3oBaHUM C  OTJIMYHEM.
1.3. JlokymMeHThl 00 o0Opa30BaHMM BBIJaBa€Mble YUPEXKIACHHUEM [0 3aBEPIICHHIO Kypca
CPEIHETO oOmiero oOpa3oBaHwUs:
aTTecrar 0 cpeaHeM o0miem o0pa3zoBaHUU u MIPUJIOXKEHNE K HEMY;
aTTectaT cpeAaHeM oOmeM o00pa3oBaHMM C OTIMYMEM U TNPUWIOKEHHE K  HEMy;
ATTecTaT COCTOMT M3 OOJIOKKM, TUTyJa W NPUIOKEHUS K aTTecTaTy O CpeJHeM oOIeM
o0pa3zoBaHUH/ aTTecTaTy 0 CpeIHEM o0rmiem o0pa3oBaHUH c OTIIMYHEM.
bnank TuTyna u OJaHK OpUIOXKEHUs (Jasee BMecTe — OJaHKM) SBISIOTCS 3allUIICHHON
OT TMOJIENOK Mosurpapuueckoil npoaykuueil ypoBHs «b» M M3roTaBIMBAIOTCS MO €IUHOMY
o0pa3lly B YCTAaHOBJICHHOM 3aKOHOZATelbcTBOM Poccuiickoit @Denepauuu MOpsIKEe B



COOTBETCTBUM C TEXHUYECKHMMH TPEOOBAaHUSMU W YCIOBHSMH W3TOTOBJICHUS 3allUIIICHHON
nonurpauueckoil  MPOAYKIMH, YTBEPKACHHBIMH TpHUKa3oM MmUHHCTEPCTBA  (UHAHCOB
Poccmiickoit ~ ®emeparun ot 7 geBpans  2003r.  Nel4m. (3aperucTpupoBaHHbBIN
MunuctepctBom toctuuun P® 17.03.2003, per. Homep 4271) ¢ M3MEHEHHUSIMM, BHECEHHBIMU
npukazoM Munucrepcrea ¢unancoB P® ot 11.07. 2005 roma Ne 90m ( 3apermctpupoBan
MuHnuctepcTBOM FOCTHUIIMHU PD 02.08.2005 r. per. Howmep 6860)
1.4.  Bpibop  nOpeanpusTU-U3rOTOBUTENCH  OJAHKOB  JIOKYMEHTOB  OCYIIECTBISIETCA
VYupexeHueM CaMOCTOATENIBHO.
Ceenenust 0 MPEANPUATUSIX— U3TOTOBUTEIIAX 3alUIIEHHON nonurpaduyeckoi
npoaykuuu Haxomsatcs Ha caiite ®HC Poccum mo ampecy: www.nalog.oru B pasuene
«JIunensuun, paspemieHus, peecTpbl» o azapecy: http://nalog.ru/gosreg vd/licensing_poligraf/.
1.5. Jlumam, yCHENIHO MPOIIEAIIMM TOCYJAapCTBEHHYI0 HTOTOBYIO  aTTECTallIi0 110
o0pa3oBaTeNbHBIM IpOrpaMMaM OCHOBHOTO 0O0IIero o0pa3oBaHUs , BBIJAETCs aTTecTar 00
OCHOBHOM 00I1eM 00pa30BaHUU C MPUIOKEHHEM, MOATBEPKIAIONIMI MOJyYeHHUE OCHOBHOIO
oOmiero o0OpazoBaHus.
1.6. Jlumam, yCHENIHO MPOILIEAIIMM TOCYAApPCTBEHHYI0 HTOTOBYIO aTTECTALMIO  IIO
o0Opa3oBaTeNpHBIM MpOrpaMMaM CpeAHEero oOIero oOpa3oBaHUS , BBIAETCA arTecTaT o
cpenHeM oO0mEeM 00pa3oBaHUU C MPUWIOKEHHEM, IOATBEPKAAOIINNA TOTYYEHHE CpPETHETrO
o01mero oopa3oBaHusl.

2. Hopsaok npuodpereHusi 0JJAHKOB JOKYMEHTOB 00 00pa3oBaHuM

2.1 lupexrop YupexaeHus sBIsSETCS OTBETCTBEHHBIM JIMIIO 32 yU€T JOKYMEHTOB 00 00pa30BaHuUMU.
1) dupekropa YupexaeHusi, GopMUpyeT CBOJHYIO IIPOrHO3HYIO 3asBKY Ha HEOOXOJUMOE KOJIUYECTBO
OJIaHKOB JOKYMEHTOB 00 00pa30BaHWU HA TEKYIIHHA y4eOHBIH IO/,
2) ExeromHo B cpok 70 1 OKTAOps AUpeKTop YupexkaeHus: GOPMUPYET OTUYET O PACXOIOBAHUU OJIAHKOB
JIOKYMEHTOB 00 00pa3oBaHuU 3a nepuoa ¢ 1 okTsaOpst mpeasiaymiero roga mo 30 ceHTAOpsT TEKYIIEro
rojia, a TaKXke KOJIMYECTBO HEUCIOIb30BaHHBIX OJIAHKOB.
3) Exerogno nupextop YupexaeHus GOpMHUPYET CBEACHHUS O KOJUYECTBE OOYJArONTUXCs IJIsl BBIIAUH
aTTecTaToB 00 0Opa30BaHUM B TOM YHUCIIE€ ATTECTATOB C OTIIMUUEM.
2.2. lupextop YupexaeHHs €XKEroIHO 3aKII0YaeT I0roBOp Ha NMpuoOpeTeHne 0JaHKOB JOKYMEHTOB 00
0o0pa3oBaHMM C OpraHu3aluel, HMEIoIeld JHMIEH3UI0 Ha OCYLIECTBIEHHE JEATeNbHOCTH IO
M3TOTOBJICHUIO 3alIMIIEHHON OT MOAJENIOK MOJUrpaguueckod MNpPOIYKIHMHM, B TOM 4YHCIE OJAHKOB
LIEHHBIX OyMar, a Tak’e TOPrOBJIM yKa3aHHOM MPOIyKIHEH.
2.3. Ilpu moctymieHuu OJaHKOB JIOKYMEHTOB 00 0Opa3oBaHMM KOMHCCHEH OCYIIECTBIISIETCS CBEpKa
COOTBETCTBUS (PAKTMUYECKOI'O KOJIMYECTBA OJAHKOB THUTYJIOB M OJIAaHKOB NPHIIOKEHUH (MX cepuil u
HOMEpPOB) YYETHBIM JaHHBIM, COJEpXAIlUXCsi B CONPOBOAMTENBHBIX AOKyMeHTax. Ilo pesyibTatam
CBEpPKHU COCTABIIETCS AKT, IK3EMIUIAP Nepenaércs B OyXrajiTepuro.

3.Y4er n xpaHeHHe 0J1AaHKOB JOKYMEHTOB 00 00pa3oBaHMU

3.1. bnanku JOKyMEHTOB 00 00pa30BaHUU XPaHATCS B HECropaeMoM Ikady B kabuHete
JTUPEKTOpA Y UpexKICHUS.

3.2. IIpuoOpeteHHble OJaHKU JOKYMEHTOB 00 00pa30BaHUU PETHUCTPUPYIOTCS, BEACTCA

KHHMTra peruCTpalliy BbIJAHHBIX IOKYMEHTOB 00 00pa3oBaHUM KOTOpast IPOHYMEPOBBIBAETCS,
MIPOLITHYPOBBIBAETCS, OMEYATHIBAETCS U XPAHUTCS KaK IOKYMEHT CTPOroi OTYETHOCTH, 3aIMCH B
KHHI€ pErUCTpallii MPOU3BOASTCS MPH JII0OOOM IBMKEHUH OaHkoB. Ha kaxapIit Bua G1aHKOB
CTPOTOIl OTYETHOCTH 3aBOJIUTCS OTJENbHAS KHUTA.

3.3. Knaura peructpaiuu, BEJAETCS OTICTBHO 0 KaXKIOMY YPOBHIO 0011IeT0 00pa30oBaHus U



COJICPIKUT CIICAYIOLINE CBEICHUS:
-(paMuHIo, UMS, OTUECTBO (MIPH HAJTMYUH) BBIITYCKHHKA,

-B cly4ae IOJydyeHHs arTecrata (QyOJiMkara arrecTtara, XyOiMKaTa MPHIOXKEHHs K aTTecTary) Io
JIOBEPEHHOCTH - TaKke (haMUINIO, UMSI U OTYECTBO (TIPU HAJIMYMH) JIULA, KOTOPOMY BBIIaH JIOKYMEHT;
-JIaTy POXKJICHHS BBIITYCKHHUKA;

-HyMepaluio OiaHka aTtectara (Oanka gyOinuKaTa aTTecraTa);

-HaMMEHOBaHUS YY€OHBIX TPEIMETOB H HTOTOBbIE OTMETKHU BBIITYCKHHKA 10 HUM;

JaTy U HOMEp IMpHKas3a O BblAaye arTecraTta (QyOauKaTa arTecrarta, JyOJMKaTa MPHIOKEHHS K
aTTecrary);

-TIO/NUCH YIOJTHOMOUYEHHOTO JIUIA OPraHU3alUH, OCYIIECTBIIIONIEH 00pa30BaTeIbHYIO AEATEIbHOCTD,
BBIJIABIIErO aTTecTar (AyOauKaT arTecTaTa, JyOJIuKaT PUIOKEHHS K aTTecTaTy);

-[IOJIITUCH TOJIyYaTes sl aTTecTaTa (€CaHu JOKYMEHT BbIJaH JMYHO BBITYCKHUKY JTHOO MO JOBEPEHHOCTH),
au00 naTy M HOMEp IIOYTOBOIO OTIIPABICHMS (€CIM JOKYMEHT HalpaBjieH dYepe3 OIlepaTopoB
IIOYTOBOM CBSI3U ob1ero H0JIb30BAHNUA);
-laTy BbAauM arrectara (QyOiukara —aTrecTara, JyOiMKara IPUIOKEHHS K  aTTecTary).
34. Ilpu Belgaue nyOnukarta arrectara W JOyOnMKaTta TPWIOKEHUS K arTecTaTy B KHUTE
perucTpany OTMEYarTCsl YUYETHBIM HOMEp 3aluCH U JaTa BbIIayd OpUIHMHaja, HyMepanus OJiaHKa
opuruHaia. Ilpu sToM oTMeTka O Bblaye ayOiMKaTa arrecrara AejaeTcs TakKe HAlpOTUB YYETHOTO
HOMeEpa 3aIucH BbIJIaUU OpHUTHHaJIA.
3.5. Ilpu ob6HapyxeHun OWMOOK, JOMYIIEHHbIX IPU 3alOJIHEHUH aTTectaTa WIM OJHOr0 U3
NPUIIOKEHUH, B T0J] OKOHYAHHUS BBITYCKHUKOM O0pa30BaTEIbHOIO YUPEXKACHUS, BblJaua HOBOIO
aTTecTaTta WM TMPHUIOXKEHHUS B3aMEH HCIOPUYEHHOTO (PUKCHPYETCsl B KHUTE PETUCTPAIMH 32 HOBBIM
HOMEPOM ydeTHOH 3anucu. [Ipr 3TOM HanpoTHB paHee CIeNaHHON Y4eTHOW 3alHCH JIENaeTcs IOMEeTKa
"HcropyeH, aHHYJIMPOBaH, BbIJIaH HOBBIM arrecTaTr" ¢ yKa3aHHMEM HOMEpa YYETHOM 3alMCH aTrTecTraTta,
BBIJIAHHOTO B3aMeH UCTIOPYEHHOTO.
3.6. B KHHry peructpanuy CHHCOK BBITYCKHUKOB TEKYIIErO0 Yy4eOHOTO TroJa BHOCHUTCS B
a(aBUTHOM IMOPSIIKE OTACIBHO IO Ka)XJIOMy Kiaccy (CO CKBO3HOH Hymepalueii), Homepa OJaHKOB -
B BO3PACTAIOIIEM MOPSI/IKE.
3.7. 3amucu B KHHIE PETUCTPAIlMM  3aBEPSIOTCS  IMOAMMUCSAMH  KIACCHOTO  PYKOBOJMTEIIS,
TMpPEKTOpa YupexaeHus u MeYaThlo, OTAETHHO o KaXKIOMY KJ1accy.
3.8. Kaxnasg 3anuch O Bblgaue AyOnMkaTa arrecraTa, AyOJMKara TPWIOKEHHS K aTTecTary
3aBepsiercs MOJITHCHIO TMpEKTOpa VYupexaenus u CKperuIsieTcs HeYaThlo.
3.9. MUcnpaBneHus, JONyIIEHHbIE NpPU  3alOJHEHUM  KHUTHM  PETHCTpallUd,  3aBEpsIOTCA
JTUPEKTOPOM YUpPEXIEHUS U CKPEIUIAIOTCSA IeYaThlo O, CO CCBUIKOM Ha HOMEp Y4YEeTHOH 3aIucH.

3.10. Jluctel KHUTH perucTpanuu IPOHYMEPOBBIBAIOTCH, KHUTa perucrpanun
IIPOLIHYPOBBIBAETCS, CKPEIUIAETCSA MEYaTbl0 YUPEKICHUS C YKa3aHUEM KOJIMYECTBA JINCTOB B KHHIE
perucTpanuu U XpaHUTCA Kak JOKYMEHT CTpOroi OTUYETHOCTH.
3.11. Ilepemaua moiyuyeHHBIX  YupexJAeHHEM  OJAHKOB  JOKYMEHTOB 00  oOpa3oBaHHUH
IpyTuM YUPEXKACHUSAM HE JIOITYCKaeTCsl.

3.12. ChoucaHue U3pacXo/J0BaHHBIX OJIAHKOB JIOKyMEHTOB 00 00pa30BaHUM IMPOU3BOIAUTCS
[0 aKTy chucaHuss OJaHKOB CTPOrod OTYETHOCTH. B akTe NpUBOIUTCS COCTaB KOMHCCHU IO
CIHMCAaHUIO, YKa3bIBAIOTCA Jara M HOMEP JOKYMEHTa, KOTOPHIM JaHHAs KOMHUCCHs ObUIa Ha3zHaueHa
(OCTOSIHHO JIEHCTBYIOIIAs KOMUCCHUS 110 MOCTYIUIEHHIO, IPUHATHIO Ha YUYET, BBIOBITHIO HE(PUHAHCOBBIX
aKTUBOB yTBEpXkAEHHAs MPHUKA30M JAUPEKTOpa YUpeKJEHHUs), KpOMe TOr0, B aKT€ YKa3bIBAaIOT MEPHO/,
3a KOTOpBIﬁ MMPOU3BOJUTCA CIIMCAHUC. CrouceiBaeMbIe JAOKYMCHTBI NEPCUUCIAIOTCA C yKa3aHUEM HX
HOMEPOB, CEPHUU U MPUYHUH CIIMCAHUA. AKT IMOATIMCBIBAIOT YJICHBI KOMHUCCHUH U YTBEPKAACT TUPEKTOP
VupexxaeHusa. AKT COCTaBIsS€TCS B OJHOM DJK3eMIUIIpe U Inepenaércss B OyXraiaTepuio.
3.13 MUcnopueHHble TMpH 3alOJHEHUH OJaHKM JOKYMEHTOB 00 00pa3oBaHUU TMOJUIEkKAT
CIIMCAHUIO U YHUUYTOXCHUIO, AJId 4YE€ro CO3JacTCA KOMHCCHA (HOCTOfIHHO JleﬁCTBYIOHIaH KOMUCCHs 110



MOCTYIJICHUIO, TPUHATHIO Ha YYET, BBIOBITUIO HE()UHAHCOBBIX AKTHBOB YTBEPXKAEHHAS MPHKA30M
TUPEKTOpa YUpexaeHns)

Komucensi cocraBinser akT O CHUCaHMM OJAHKOB CTPOrOW OTYETHOCTH, KOMMA TNepenaércs B
Oyxrantepuio. B akTe NpomuCHIO YKa3bIBAIOTCS KOJUYECTBO W HOMEPAa YHHYTOXKECHHBIX OJAHKOB
JOKYMEHTOB, a TaKkOKe JaTa UX YHUUTOKeHUs. Homepa ncnopueHHbIX 0JIaHKOB JIOKyMEHTOB BBIPE3a0TCs

u HAaKJICUBAIOTCSA Ha 000pOTHYIO CTOPOHY aKTa.
AKT O€ccCpoYHO XpaHUTCS B YUPEKICHUH. AKT TMOANUCHIBAIOT UWIEHBI KOMHUCCHUH U YTBEPXKAAET
JUPEKTOP.

3.14. Jlokymentsl 00 00pa3oBaHWUM, HEMOJYYCHHbIE BBIMYCKHUKAMH B TOJ OKOHYaHUS
VYupexxaeHus, XpaHsATcs  BMECT€ C  HEUCIOJb30BaHHBIMM  OJaHKaMH  JTOKYMEHTOB 00
o0pazoBaHUH hi (o) BOCTpeOOBaHMSI.
3.15. Ilpm Ha3Ha4eHWH HOBBIX pAOOTHUKOB, OTBETCTBEHHBIX 3a IIOJy4CHHE, Yy4YeT U
XpaHeHHe OJaHKOB HEHCIIOJIb30BAaHHbIE OJAaHKM, a TakKKe KHUTH YydYeTa | PErHCTpaluu
nepenaroTcs IO aKTaM, Kak JOKYMEHTBl CTpOrod oT4deTHOCTH. [IpoBoauTCs WHBEHTapu3amus B
CBSI3M CO CMEHOH MaTepHaJbHO-OTBETCTBEHHBIX Jnl. COTpyAHUK, NpPUHSABIIUA  OJaHKH
JTOKyMEHTOB 00 00pa3oBaHWM, PACIUCHIBACTCS B ONWCH B MOJYYEHHH, a CHABIIMN — B Clade ITHX
OJIaHKOB.

4. IlopsA10K YCTAHOBJIEHUSI KOHTPOJIS

4.1. Jlns UCKJIIOYEHHUS CIIy4aeB MOIICHHUYECTBA, XWIIEHUH WM OLIMOOK B HCIIOJIB30BAaHUU
ONAaHKOB CTPOTOM OTYETHOCTH HEOOXOAWMO pETyJISipHO TPOBOJUTH TPOBEPKH. KOHTpONIBHBIE
byHKIMN BO3JIararoTcs Ha JUPEKTOpA YupexaeHus.
[Ipukasom gupekTop VYUpeKICHHS YTBEPKIAET COCTaB KOMHCCHM M TpapuK BHYTPEHHHUX
MPOBEPOK Ha TeKymmid roa. Ha3zHaueHHass KOMHCCHSI COTJIACHO TpaduKy IPOBEPOK, MPOH3BOIUT
MPOBEPKH BEJACHUS ydeTa W COOJIOJCHUS YCIOBHHA XpaHEHUS OJIAHKOB CTPOTOM OTYETHOCTH Y
MaTepUalbHO-OTBETCTBEHHOTO auna.
4.2.11lo pe3ynbraraM BHYTPEHHUX IPOBEPOK COCTABIISIETCA OTYET JUIsl IPUHATUS ONEPATUBHBIX MEp IO
YCTPAHEHUIO BBISBICHHBIX HAPYIICHUH.

MoanncaHo yndposon
nognucoto: MOY
"PASMETEJIEBCKAA
cowr”
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