MyhuumunansHoe 61opKeTHOE 001100 pa3oBaTeIbHOE YUPEKIECHUE
«Cpennss obueoOpazoBaresbHas 1mkona Ne 25 ¢.PomanoBka»
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MNOJIOKEHHUE
0 HeJONYIEHHH COCTAB/ICHHUS HeO(PHIHAIbHON OTYETHOCTH H HCII0/Ib30BAHHSA
MOAJe/IbHBIX JOKYMEHTOB

1. O0mue moJI0KEeHHUS

1. Tlonoxewnue peryiaupyer IOpSAOK pabOThl C JOKYMEHTaMH IIPH COCTaBJICHHH
opuIMaNBbHOW  OTYETHOCTH, C  JIOKYMEHTaMH, IPEACTaBIIIEMBIMH  pabOTHHKaMH  IIpU
TPYZAOyCTpoicTBe (JIMOO B IIPOIECCE BHIMOTHEHHSI MU JIOJDKHOCTHBIX 00s13aHHOCTE! ), BEI3BABIIMMHU
00OCHOBAHHBIE COMHEHHUSI B IOJUIMHHOCTH ¥ JOCTOBEPHOCTH, M3JIOXKEHHBIX B HUX CBEJICHHH, C
JOKYMEHTaMH IIpEeJCTaBIsieMbIMH Pa0OTHHKAMH B IIpoliecce peanusanuu AesteabHoctd MBOY
«COII No25 c.PomanoBkay.

2. Hacrosimee ITonoxenue o Mepax O HEAOIMYIICHHUIO COCTAaBJICHUS HEO(PHIUAIBHOM
OTYETHOCTU U MCIIOJIB30BAHUS IMOJIEIbHBIX T0KyMeHTOB (nanee - [Tomoxenue) B MBOVY «COIll
Ne25 c.PomanoBka» pa3zpabotaHo B coOTBETCTBHH co cTathed 13.1. ®DenepanbHOro 3akoHa OT
25.12.2008 Ne 273-®3 «O mporuBoneiicTBuu Koppymnuum», TpynoBeiM kojaekcoMm Poccuiickoi
Oenepannn, OenepanbHbM 3aKk0HOM 0T 27.07.2006 Ne 152-03 «O nepcoHaIbHBIX JAHHBIX).

3. IonoxeHne ycTaHABIMBAET MPOIEAYPY IIOJrOTOBKM W HAlpaBIE€HHS 3asBICHUN B
IIPaBOOXPAHHUTEIbHBIE OPraHbl 110 GaKTy MOIEIKH WK ITPEIOCTABIICHUS OIIEIbHBIX TOKYMEHTOB.

4. Hacrosimee Ilonoxkenwe 06g3aTeNbHO Ui IPUMEHEHHS BCEMH pabOTHHKAMM
VYHuBepcuTeTa, HAXOASIIMMHUCS B TPYIOBBIX OTHOIIEHHSX, HE3ABUCHMO OT 3aHMMAEMOM JTOJKHOCTH
¥ BBIIOJTHIEMBIX ()YHKI[HIA.

2. OcHOBHBIE IOHATHS M TePMHUHBbI

1. JlokyMeHT - MarepualbHbBIA HOCHTENb ¢ 3aMKCHPOBAHHOM Ha HEM B MoOOH (opme
uHpOpMaIKel B BUJIE TEKCTa, 3ByKO3AIUCH, U300pakeHusl U (MJIM) UX COYETAHUS, KOTOPHIA UMEET
PEKBU3HTHI, TO3BOJISIONIME €0 HACHTU(UIIMPOBATE, U MpeaHa3HAueH JUISl Iepeadyd BO BPEMEHU H
IPOCTPAHCTBE B IEISAX OOIECTBEHHOTO MCIIOIb30BAHUS M XPAHEHHSL.

2. OdwuIMambHbL JOKYMEHT - MMCHMEHHBIH akT, BBIIOJHEHHBIH Ha GyMaKHOM HOCHTEIE,
YZIOCTOBEPSIIOIIMK KOHKPETHBIE (AaKThl M COOBITHS, KOTOPBIE BIEKYT JUISl UCIOJB3YIOUIMX €r0 JIHII
onpenesieHHble TOCHencTBAA. OQUIMaTbHBI JOKYMEHT MIOJDKEH COIepXaTh YCTAHOBJICHHBIE
PEKBU3HTEL.

3. Dx3eMIuIsIp - 06pasen THPaKUPOBAHHOTO IOKYMEHTA, HICHTHYHbIA OPHIHHATY.

4. CrarucTHYecKas OTYETHOCT - CHCTEMA KOJNMYECTBEHHbIX H KAUeCTBEHHBIX TTOKa3aTeNe,
XapaKTePU3yIOIUX PabOTy yUpexICHH 3a ONpeIeIeHHBINA CPOK.

Buel npumMensieMoit otueTHOCTH:

4.1. FocynapcheHHax U BCJOMCTBCHHAsI OTYCTHOCTH - OTYCTHOCTH, COCTABJIsIEMasi HA OCHOBE
YTBEPXKACHHBIX yHI/I(l)I/IIII/IPOBaHHbIX (I)OpM U B COOTBETCTBHUH C YTBCPXKJIACHHBIMH HOPMATHUBHBIMH



8.1.

8.2.

JOKYMCHTaMH.

4.2. BHyTpeHHSsSI OTYETHOCTH - pa3pabOTaHHBIC M YTBEPXKICHHBIC TUPEKTOPOM IIKOJIbI
OJIAHKH.

OO6si3aTeIbHBIMU PEKBU3UTAMHE 3THX OTYETOB SBJISIOTCS:
- HAUMEHOBAHHUE OPraHu3aIiu;

- Ha3BaHMe BU/IA IOKyMEHTa,

- JlaTa ¥ HOMep JIOKYMEHTa;

MECTO COCTABJICHHUSI,

3aroJI0BOK IO TEKCTY;

HOJIIHCE;

rpud yTBepxkIeHHUs (Ha OTYETAX) WK PE3OIIOIHS PYKOBOJUTES YIPEKACHHs (Ha CIIPaBKE
OTYETHOT'O XapakTepa).

5. Ilon HEEUCTBUTEIbHBIMHI JIOKYMEHTAMHE CJIE/Iy€eT IIOHUMATh:

5.1. TloaHOCTBIO M3rOTOBIEHHBIE GUKTHBHBIE JOKYMEHTHI HIIH MOJIMHHBIE JOKYMEHTEI, B
KOTOpBIE BHECEHBI U3MEHEHUS ITyTeM MMOIUYUCTOK, TOMHMCOK, UCIIPABJICHUS UIM YHUYTOXKECHHUS YaCTH
TEKCTa, BHECEHUS B HUX JIOMOJIHUTENIHHBIX JIAHHBIX, NIPOCTABJICHUS OTTHUCKA MOJIEIBHOIO IITamIa
WTH TI€YaTH U T.II.

5.2. ®akTHueckd SBJISIONIMECS IOJUIMHHBIMH, HO COJCpXKalMe CBEJICHMs, HE
COOTBETCTBYIOIUE JEUCTBUTEIHHOCTH. OHHM COXPAHSIOT BHEIIHUE IPU3HAKM H PEKBU3HTEI
HaJIIeXKAIUX JIOKyMEHTOB (M3rOTaBIMBAIOTCSA HA OQUIIHATILHOM OJIaHKe, COIep KaT HaMMEHOBAHHE
JOJDKHOCTEH M JIUI, YIIOJIHOMOYEHHBIX WX IOJIIKCHIBATH), OJJHAKO BHECEHHBIE B HHUX CBEICHMS
(TexcT, udpOBLIE TaHHBIE) ABJISTOTCS CHaTbCHPUITTPOBAHHBIMH.

5.3. BblmanHble ¢ HapylIeHMEM YCTaHOBJIEHHOTO MOpSIKa, T.e. B  pe3yJbTare
3JI0yNOTPeOIIeHUS JODKHOCTHBIM JIMIIOM CITY)K€OHBIM IOJIOKEHUEM HMJIM COBEPINEHHUS] UM XaJlaTHBIX
JICHCTBUM IIPU BBIIAYE TOTO JIOKYMEHTA.

6. Hcnonb3oBanue HeJEHCTBUTENHLHBIX JOKYMEHTOB 3aK/II0YaeTCs B X IPECTABICHUH B
Ka4eCTBE OCHOBAaHUM JUIS TPYyHOYCTpOMCTBaA, a Takxe Ui JH000ro M3 NEHCTBHM, OTHECEHHBIX K
KOMIIETCHIIUU YUPEIKICHHS.

7. IlepcoHanpHble qaHHBIE - HeoOXomuMmas st pabortonxarens HHGOpPMamus B CBS3H C
YCTaHOBJICHMEM TPY/JOBBIX OTHOILICHHWH M KAacaromascsi KOHKPETHOro pabOTHHKA, B IIpOIECcCe
UCIIOJIHEHHS JOJDKHOCTHBIX OO0S3aHHOCTEH MpPH NPEJOCTABICHUM, IOJyYEHHUH PYKOBOIMTEIEM
CBEJICHUH, IIPEJIOCTABIISAIONIMX JILIOTHI M FApaHTHU.

Ilopsinox npoBepKH JOKYMEHTOB Ha MOJJIHHHOCTh U COCTABJICHHS 0(pHIHAILHOM
OTYETHOCTH

JIOJDKHOCTHOE JIMII0, OTBETCTBEHHOE 3a COCTABJIEHHE JOKYMEHTOB [0 CBOEMY HAIIPABJICHUIO
JEATEIIbHOCTH, BEJIET HEIIOCPEACTBEHHBIN KOHTPOJIb U PETYJIIPHO OCYIIECTBISIET IPOBENCHHE
IIPOBEPOK HA IPEAMET MOAJUHHOCTH JOKYMEHTOB, IIOATOTaBIMBaeMbIX paboTHuKamMu MBOY
«COII Ne25 c.PomaHOBKa», HAXOAIMIMXCS Y HETO B IIPSIMOM IOTYHHEHHUH.

ITpu npoBeieHUU IPOBEPOK YUUTHIBATE, YTO MOUIAHHOCTD JJOKYMEHTOB YCTAHABIMBAETCS Iy TEM
IIPOBEPKH PEAIbHOCTH UMEIOIIMXCS B HUX HOANKCEH JOJDKHOCTHBIX JIMI] B COOTBETCTBHS
COCTaBJICHHS IOKYMEHTOB JlaTaM OTpPa)KeHHUsI B HUX oreparuii, uupopMmaiuu, (pakToB U T.1.

1. Tlocie ycraHoBieHWs MOJJIMHHOCTH JOKYMEHTOB, HEOOXOIUMO IIPOBEPUTH JTOKYMEHTHI
0 CYIIECTBY, TO €CThb C TOYKHM 3PEHHUSI JTOCTOBEPHOCTH, 3aKOHHOCTH OTPAXKEHHBIX B HHX
XO3sMCTBEHHBIX ONepaiyii, mHdpopmaIiu, GakToB U T.J.

2. JlocToBepHOCTH oneparyii, 3aQUKCHPOBAHHbBIX B JOKYMEHTAX, IPOBEPSETCS M3yIECHHEM

3THX ¥ B3aUMOCBS3aHHBIX C HUMHU JIOKYMEHTOB, OIPOCOM COOTBETCTBYIOLIMX IODKHOCTHBIX JIHII,
OCMOTPOM OOBEKTOB B HATYPE H T.JI.

3. 3aKOHHOCTB OTPAXKEHHBIX B IOKYMEHTaX OIEPAIii yCTAHABIMBAETCS ITyTEM IIPOBEPKH HX
COOTBETCTBH ACHCTBYIOIIEMY 3aKOHOAATENLCTBY Poccuiickoit @eneparuu.

4. Ilpu BbIBIeHHM (AKTOB HCIOIB30BAHUS TOMJEIBHBIX JIOKyMEHTOB HEOOXO0IUMO
HE3aMEUIMTEIbHO NPOMH(OPMHUPOBATh JUPEKTOpa IOKOJIBI, @ TakKe IPHUHATH MEphl 110

HEJIOMYINEHUIO COCTABJICHUS HEO(PUIMAIHLHOW OTYETHOCTH ¥ MCIOJNb30BaHHS IOAJIEIbHBIX
JIOKYMEHTOB.



3. I[eiicnma paﬁonlmcos IpH BOSHUKHOBCHHH COMHEHMM B MOJJIMHHOCTH
npeacTraBJaCHHBIX JOKYMEHTOB

1. B ciyyae BO3HHMKHOBEHMs: 00OCHOBAHHBIX COMHEHHH B IIOTMHHOCTH IPEICTaBICHHBIX
JTOKYMEHTOB (JIUIJIOMOB, yIOCTOBEPEHHH, CEPTH(GHUKATOB) U JOCTOBEPHOCTH COAECPXKAIIECHUCT B HHX
uHpopMaIy, pabOTHHKH IIKOJBI, OCYIIECTBIISIONIAE HETOCPEACTBEHHYI0 OOpabOTKy H ydYeT
KOPPECIIOHICHIIMU JTUOO MTPABOBYIO KCIEPTU3Y, 00s3aHbI IPEAIPUHATh MEPHI, HAIIPaBJICHHBIC Ha
yCTpaHEHHE BO3HUKIIIUX COMHEHHH U IOy YEHUE JOTIOTHUTENIBHBIX CBEICHUH.

2. Tlpu BO3HMKHOBEHHH Y paOOTHUKOB IIIKOJIbI COMHEHHH B IIOJUIMHHOCTH JOKYMEHTA, JIHUIIO,
OOHapy XKUBIIIEE MOIIEIBHBIN JOKYMEHT, 003aHO HE3aMEeITATENIBHO COOOMUTE (B BHIE AOKIaIHOM
(cmy>xeGHOI) 3amucKi) 00 HTOM JAUPEKTOPY LIKOJIBI IS IPUHSATHS JAIBHEHIIEro peleHus ¢ IebIo
IPOBEPKH NOUIMHHOCTH MIOCTYMUBIIKX JTOKYMEHTOB OT paOOTHHKA.

3. PaboTHHMK, OTBETCTBEHHBIA 3a TMPOBEPKY TOJIMHHOCTH  JOKYMEHTOB  IIpH
TPYIOYCTPOMCTBE, CHUMAET KOIIMHK C IIPEJIOCTABIEHHbBIX JOKYMEHTOB (IuIuioMa 00 06pa3oBaHHU U
UHBIX JJOKyMEHTOB) M IPOBOJMT MIEPBUYHBIA BU3YyaIbHBINA aHAJIU3.

4. Caenenus 06 o6paszoBanry pabOTHUKA IIPHPABHUBAIOTCS K EPCOHAIBHBIM JIaHHBIM. Bee
epPCOHAIbHBIE JaHHBIE paOOTHHKA CIIEAYET II0JIy4aTh OT Hero camoro. Eciy nepcoHaibHbIe JJaHHbIC
paboTHHKA BO3MOXKHO MOJIyYHUTh TOJIBKO Y TPEThEM CTOPOHBIL, TO PaOOTHHK J0DKEH OBITH yBEIOMIIEH
00 3TOM 3apaHee, ¥ OT HEero JIOJKHO OBITh IMOJIyYeHO TUCbMEHHOE COTJIacHe.

5. PaGoTHHK, OTBETCTBEHHBIM 3a IPOBEPKY IOIMHHOCTH  JOKYMEHTOB  IIpH
TPYIOYCTPOMCTBE, 00s3aH COOOIUTH PaOOTHHUKY, MPEIOCTABUBIIEMY MOKYMEHT, BBI3BIBAIOLIMA
COMHEHHE B €ro NOJIMHHOCTH, O LEJIX, IPEANoaraéMbiX MCTOYHUKAX M CIOCO0ax IOJIy4YeHHs
IIEPCOHATBHBIX JAHHBIX, 4 TAKXKE O XapakTepe U MOCIEICTBUSIX OTKa3a pabOTHHKA J1aTh MHCHEMEHHOE
corJiacve Ha UX IOJy4YeHHE.

6. ITocne odopmienus coriacus pabOTHHKA Ha IIOJMy4EeHHE IIEPCOHATBHBIX JaHHBIX, B
COOTBETCTBHM C 3aKOHOHATEIbCTBOM Poccuiickoit ®enepanuu, B Ciydae IPHHATHS PEKTOPOM
VHuBepcUTETa pENIeHUsT O HaIpaBJIEHWH 3apoca B HHCTAHIMIO, BBINABIIYIO JIOKYMEHT,
BBI3BIBAIOIMI COMHEHHME B €ro IOJUIMHHOCTH, JaHHOE peIleHHe JOBOAUTCS 10 pabOTHHKA,
IIPEIOCTaBUBILETO JOKYMEHT, U HAPABJISETCS 3aIpoC B apec 3TOH HMHCTAHIUH.



7. 3anpoc B MHCTAHIIMIO, BHIJABINYIO JOKYMEHT, BBI3BIBAIOIIMN COMHEHHMS B €ro
NOJIMHHOCTH, peructpupyercs B JKypHajle perucTpalnvy 3anpocoB Ha IOATBEPIKIACHHE
HOJUIMHHOCTY IOKYMEHTOB C yKa3aHHEM IOCIEAyIOIIEro OTBETa.

8. B ciyuae monyueHHMs ITOJOXHTEIBHOrO OTBeTa (yKasaHusi B JOKYMEHTEC
uH(pOpMAaIMK HECOOTBETCTBYOIIEH AeHCTBUTEIFHOCTH WM JOKYMEHT HE BBIIABAJICS JTaHHOM
MHCTAHIMEH W JIp.) JUPEKTOp IIKOJBl paccMaTpUBAET IPEACTABICHHBIC JIOKYMCHTHI U
INPUHUMAET PEHICHUE O HAIIPABJICHUHU 3asBJICHUS O IPU3HAKAX COBEPUIEHHOIO IPECTYIICHUS
B IIPaBOOXpPAHHUTEJIFHBIE OpraHbl B MOpsAAKE, TpexycMoTpeHHoM IlomoxeHuem o
COTPYIHUYECTBE C MIPABOOXPAHUTEIILHBIMU OPTaHAMH.

9. CuyxeOHble (JIOKJIATHBIE) 3alUCKU W TMPWIOKEHHBIE K HUM MaTepHalbl
NIEPeNAIOTCs JIUITYy, OTBETCTBEHHOMY 3a IPOTHUBOACHCTBHEC KOPPYNLHMU U1 OPOpMIICHUS
3asBJICHUS B IIPAaBOOXPAHUTEIHLHBIE OPTaHEbI.

10. IIpencraBieHHbIe B yUpexAeHUE HEACHCTBUTENbHBIE JOKYMEHTHI MM MX KOIHH
HE IOJUIEKAT BO3BPATY B CBS3U C X BO3MOXKHOM BEIEMKOM IIPaBOOXPAaHUTEIbHBIMHA OPraHaMu
1 TOCJICAYOLUM IIPU3HAHUEM BEIIECTBEHHBIMU JI0Ka3aTEIbCTBAMH.

4. IloAroToBKa M HANPABJICHHE B IPABOOXPAHHTEIbHbIE OPraHbI 3asiBJICHMI 0
COBEPINEHHH NMPeCTyNJIeHHS

1. Ha oOCHOBaHMM NWCHMEHHOTO YyKa3aHWs JAUPEKTOpa IIKOJBI 1O  (aKry
NPEACTaBICHUS TOAJIENIbHBIX JHOKYMEHTOB JIMIIO, OTBETCTBEHHOE 3a IIPOTHBOJAEHCTBHE
KOppPYIILIMK, B TEUCHHUE MATHU JHEH FOTOBUT 3asBJICHUE U IIpWIaracéMble K HEMY MaTepHallbl,
kotopeie B mnopsake cratbu 141 VYIIK Poccuiickoit ®enepanuu HamnpabisgioOTCs B
IIPAaBOOXPAHUTENIBHBIE OPTaHbI 3a MOAMUCHIO JUPEKTOPA IIKOJIE.

2. 3asdBlieHHE B IIPaBOOXPAHUTEJIBHBIE OpPraHbl O IPU3HAKaX COBEPIICHHOIO
NPECTYIUIEHUsT (IIPEJOCTaBICHUs MOIEIBHBIX JOKYMEHTOB) peructpupyercs B JKypHaie
PErUCTPALMK 3asBJICHUI B IPABOOXPAHUTEIBHBIE OPTaHbl O COBEPIIEHHOM MPECTYIUICHUH C
yKa3aHUEM IPUHATOTO 10 HEMY PEIICHHS.

3. Ilpu nocrymienuu B MBOY «COIII Ne25 ¢.PomaHoBKa» MOCTaHOBJIEHUs 00 OTKa3e
B BO30Y>XKICHHUU YTOJIOBHOTO Jiejla, BhIHeCEHHOro B mopsake yactd 1 crareu 148 VIIK
Poccuiickoit ®enepauuu, JHMI0, OTBETCTBEHHOE 3a MPOTHBOACUCTBUE KOPPYIIIUH,
COIJIaCOBBIBAET C IMPEKTOPOM MIKOJBI IE1ecO00pa3sHOCTh AaJIbHEHIIEro 00KaJoBaHuUsI
YKa3aHHOI'O ITOCTAaHOBJICHHS.

5. OTBETCTBEHHOCTDH

1. Ilpu oOHapyxenun ¢akrta COCTaBICHHUS HEOPUIMAIBHON OTYETHOCTH,
JO/DKHOCTHBIE JIMIA, paOOTHUKM IOKOJIBI, B YbM IIOJHOMOYHS B COOTBETCTBUU C
JOJDKHOCTHBIMU  OOSI3aHHOCTSAMHM BXOJHUT TOJTOTOBKA, COCTaBJICHHE, IPENOCTABICHUE U
HaIpaBJICHUE OTYCTHOCTH, HECYT IMEPCOHAIBHYIO OTBETCTBEHHOCTh 3@ COCTaBJICHHE
HEO(DUIMATBHON OTYETHOCTH M UCIIOIB30BAHMS TOAEIBHBIX JOKYMEHTOB.

2. PabGoTHUKY, OCYLIECTBUBIINE MOANCIKY M (WIHM) MPEJOCTaBHBIIHME MOANETbHBIC
JIOKYMEHTBI HECYT OTBETCTBEHHOCT, IIpEeay CMOTPEHHY IO JIEHACTBYIOIIUM
3aKoHOJareaCcTBOM Poccuiickoii deneparum.

6. 3ak/I09YHTEeIbHBIE MOJIOXKEHHS
1. Hacrosimee Ilonoxenue BCTymaeT B CHJIy ¢ MOMEHTa €ro YTBEPXKICHHS H
JEUCTBYET 6ECCPOYHO (10 TPUHATHS HOBOI'O).

2. Hacrosmee IlonoxeHue mOMISKAT 00A3aTEILHOMY —OIyOJIMKOBaHMIO Ha
opunmansHoM caiire MBOY «COIII Ne25 ¢.PomanoBka» B cetd «IHTEpHETY






