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[Tonoxenue
O IIPUOOpeTeHHH, y4eTe, XpaHeHUH OJ1aHKOB JAOKYMEHTOB 00 00pa3oBaHum

1. OO6mme nonoxenus

1.1.HacTosiiee nonoxenue pa3paboTaHO B COOTBETCTBUU C DenepanbHbIM
3aKOHOM oT 29.12.2012r. Ne 273-®3 «O6 obpaszoBanuu B Poccuiickoii
Oenepanyny, Ipukazom MunucreperBa o6pazoBanus u Hayku Poccwmiickoii
Qenepamuu ot 27 asrycra 2013r. Ne 989 «O0 yTBepxIeHMH 06pa3oB U
ONMCaHUN aTTECTATOB 00 OCHOBHOM o0IIeM U cpefHeM o6IeM 00pa3oBaHuu U
IPUTOXKEHHH K HuM», [Ipuxazom Mununcrepctsa  o6pasoBanns u HayKH
Poccuiickoit ®enepanun or 14 despans 2014 r. No 115 «O6 YTBEPXKACHUHU
Iopsinka 3amonnenus, ywera u Bbltauu aTTeCTaToB 00 OCHOBHOM OOIIEM U
CperHeM oOIeM 06pa3oBaHWU M uX ny6muxarax», IIpukazom MmuHucrepcraa
obpasoBanus u Hayku Poccuiickoii Oenepamn ot 30 aBrycra 2013 . No 1015
«O6 yreepxaenun ITopsiaka OpraHU3allii U OCYIIECTBJIEHUS 00pa3oBaTeIbHOM
ACATENEHOCTH TI0 OCHOBHBIM 00I1€00pa30BaTeILHBIM [IporpamMmam- Ha4aJlbHOIroO
00IIero, OCHOBHOTO o6miero, m cpenHero obmero o6pasoBaHuUsy,YcTaBOM
MYHHUIATIAIIEHOTO OI0/KETHOTO 06111e06pa30BaTeIbHOr0 yapexnaenus «Cpennsis
mkosa Ne 22 ( manee —1ukona)

1.2. loxymenTsl, 06 06pasosanum BBIZIaBa€Mble  YUpPEKIEHHEM II0
3aBEPIICHHIO KypCa OCHOBHOTIO 00IIero 06pa3oBaHus:
aTTECTaT 00 OCHOBHOM 00IIeM 06pa3oBAHUU K IIPUJIOKEHHNE K HEMY;
aTTecTar 00 OCHOBHOM 06IneM 00pasoBaHWM C OTIHYMEM U
IPUIIOKEHHE K HEMY;
ATTECTaT COCTOMT M3 O0BIIOKKH, THTyla ¥ TIPUIIOXXEHUS K aTTecTary ob
OCHOBHOM o0meM o6pa3oBaHum/ aTTecTaTy o0 OCHOBHOM 0O0IIeM
00pa30BaHWy C OTIIHYHEM,

1.3. lokymeHTHI, 06 00pa3oBaHUM  BEBITABAEMEIE Yupexxnenunem 1o
3aBEPIICHUIO Kypca CPEeHEro 001Iero o6pa3oBanus:
aTTeCTaT o CpenHeM 001IeM 00PA30BAHUHY U IIPHIIOKEHHE K HEMY;
dTTeCTaT O CpelHeM 00IIeM 00pa30BaHUK C OTIINIUEM U
NPUIIOKEHHE K HEMY
ATTECTaT COCTOUT U3 OGJIOKKH, TUTyJla W TIPUIIOXXEHUS K aTTeCTaTy o
cpenHeM obmem  o6pasoBaHuu/ aTTecTaTy O CpemHeM OOIIeM
00pa30BaHUM C OTIIHYIHEM.



bnank tutyna u OgaHK NMPUIOKEHUS (layiee BMeCTe — OJaHKM) SBISOTCS
3alMINEHHON OT INOAMAEIOK Honurpadpudeckodl mnpomykuueir ypoBHs «b» wu
U3rOTaBIMBAIOTCS 10 €IUHOMY OOpa3lly B YCTaHOBJIECHHOM 3aKOHOJATEIHCTBOM
Poccuiickoii ®@epepanuu TOpsiIKE B COOTBETCTBUH C  TEXHUYECKUMH
TpeOOBaHMAMU U YCIOBUSIMH W3TOTOBJICHHS 3aIHIIEHHON MojurpadudecKoi
IPOIYKIIMH, YTBEPKACHHBIMU ITpHKa3oM MuHnucrepcTBa huHancoB Poccuiickoi
@enepaumu or 7 ¢espanst  2003r.  Ne  14n.(3aperucTpupOBaHHBIN
Mpunucrepcteom roctunuu PO 17.03.2003, per.nHomep 4271) ¢ usMeHeHHAMHU,
BHECEHHBIMU ITpukazoM MuHucTpectBa dunancoB PD or 11.07. 2005 roma Ne
90n (3apeructpupoBad MunuctepctsoM rocturmu P® 02.08.2005 r. per. Homep
6860)

1.4. Betbop mnpeanpusiTUd — U3rOTOBUTENEH OJIAHKOB JTOKYMEHTOB

OCYIIECTBIISIETCS Y UpPEeXKACHUEM CaMOCTOSTEIBHO.
CeeneHust 0 MPEANPUATUSX — U3TOTOBUTEISIX 3allUIEHHOW MOJHUrpaduuecKoi
npoaykuuu Haxoxsrcs Ha caiite @HC Poccum mo amgpecy: www.nalog.ru B
paznene «Jluuensun, pasperieHus, peecTpb» o azpecy:
http://nalog.ru/gosreg_vd/licensing_poligraf/.

1.5.  Jlumam, ycHemHO MNPOUIEAUINM TOCYJapCTBEHHYIO HTOTOBYIO
aTTeCTallil0 10 oOpa3oBaTeNbHBIM  IpOrpaMMaM OCHOBHOI'O  OOIIEero
oOpa3oBaHHUs, BBIAETCS arTecTaT 00 OCHOBHOM 00INeM OOpa3oBaHHMU C
IPUIOKEHHEM,  INOATBEPXKIAIOIIMKA  MOJIydeHHE  OCHOBHOTO  OOIIEro
o0Opa3oBaHusl.

1.6. Jlumam, ycHeIIHO MpPOMIGAIIMAM TOCYAApCTBEHHYI) HTOIOBYIO
aTTeCTallMl0 0  oOpa3oBaTeNbHBIM  MPOrpaMMaM  CpPEJHEro  oOIIero
0o0pa3oBaHUs, BBINACTCS aTTecTaT O CpelHeM oOIeM OOpa3oBaHUM ¢
IPUIIOKEHUEM, ITOATBEPKIAIOIINN [TOTyYeHUE CPeTHero 00IIero oopa3oBaHusl.

2. Iopsanok npuobpeTeHus 6J1aHKOB TOKYMEHTOB 00 00pa30BaHHH.

2.1 Jlupextop YupexxaeHus MIPUKa30M Ha3HAYaeT OTBETCTBEHHOE JIUIIO
3a y4eT JOKyMEHTOB 00 00pa3oBaHUHU.

1) HasHaueHHO®  NIpHWKa3oM  JHWpeKTopa  YUpeXIeHHs  JIMIIO,
OTBETCTBEHHOE 324 YYeT M XpaHEHHe JOKYMEHTOB 00 oOpa3oBaHHU
MPEIOCTaBIIAET AUPEKTOPY CBOAHYIO IPOTHO3HYIO 3asBKy Ha HEOOXOIUMOE
KOJIMYECTBO OJaHKOB JOKYMEHTOB 00 00pa30BaHWMM Ha TEKYINUH yueOHBIN
roJ.

2) ExerogHo B cpok m0 | OKTSOpsi OTBETCTBEHHBIM (OPMHPYET U
IOPEACTABIAECT NUPEKTOPY YUpEeKIEHUs OTYET O PacXOJOBAHHHM OJIaHKOB
JIOKYMEHTOB 00 00pa30BaHUM 3a MepHoJ ¢ | OKTAOPS MPeABIAYINEro Toa 110
30 ceHTAOpsS TeKylllero roja, a TakKKe KOJIMYECTBO HEUCIIONB30BAHHBIX
OJIaHKOB. :

3) ExeromHo B cpok m0 | OKTsOpsi OTBETCTBEHHBIM, NPENOCTABIISIET
IVPEKTOPY YUPEKICHUs] CBEICHUS O KOJUYECTBE YUaIMXCS IS BLIIAYN
aTTecTaToB 00 0Opa30BaHUU B TOM YHCJIE ATTECTATOB C OTIHYUEM.

4)3asgBKM Ha KaxIblii BUA ONaHOYHOW TPOIAYKIUH (OPMHUPYIOTCS

OTZAENBHO.



5) ExxeroqHo B CpOK 10 1 HOSOps OTBETCTBEHHBIH, (OPMHUpPYET
CBOJIHYIO 3asBKY Ha mpuoGpereHne GIIaHKOB TOKYMEHTOB 00 00pa3oBaHUM U
IpeNCTaBIsIeT ee Ha MOJNUCE JUPEKTOPY Y UpexKACHHs.

2.2. JlupexTop YupexaeHUs €XerogHo 3aKIo4aeT J0roBop (KOHTpPAKT)
Ha TpHOGpeTeHre GIAHKOB TOKYMEHTOB 00 00pa3oBaHMU C OpraHHU3alMeq,
UMEFOIIIe JUIEH3UI0 Ha OCYIIECTBICHUE AEATENIEHOCTH MO H3IOTOBJICHHUIO
3QIIUIIEHHON OT MOJJENOK TMOJUTrpapuuecKod MPOAYKIHH, B TOM YHCIE
GJIAaHKOB LIEHHBIX OyMar, a Tak)Ke TOPTOBIIM YKa3aHHOH POy KIUCH.

2.3. Tlpu mocTymieHuu OI@HKOB JOKYMEHTOB 00 00pa3soBaHHH
KOMHCCHEeH  OCYIIECTBISETcs ~ CBepKa  COOTBETCTBUS  (PAKTHYECKOro
KONMYECTBA OJAHKOB THUTYJIOB W OJIAHKOB MpPHIOXKEHMH (WX cepuil H
HOMEPOB) YUYETHBIM JIaHHBIM, COJEPKAIIMXCS B  CONPOBOAWTE/IBHBIX
noxyMeHTax. [1o pe3yibraTaM CBEpKH COCTaBJISAETCS aKT B 2-X 9K3EMILIAPaX.
MepBBIA  JK3eMIUIIp MepefaeTcs B OpraHH3aldio  OCYHIECTBIISIOLIYIO
W3rOTOBJIEHHE OIaHKOB JIOKYMEHTOB, BTOPOH 3K3eMIUIAp — B OyXTaITepUro
IIIKOJIBL.

3.Y4er u xpaHeHue GIaHKOB JOKYMEHTOB 00 00pa30oBaHuUH.

3.1.bnaHKU IOKYMEHTOB 00 0Opa3oBaHMM XPaHATCS B HECrOpacMOM
mkady B KaOWHETEe IUPEKTOpa Y UPEerKICHHUS.

3.2. IlpuoGperennsle  ONaHKH ~ NOKyMEHTOB 00  00pa3soBaHHH
DETHCTPUPYIOTCST B KHUTE yd4era,  BEJIETCsS perucTpallii  BbIIAHHBIX
JIOKyMEHTOB 00 o0pa30BaHUH, KOTOpast IIPOHYMEPOBBIBAETCH,
IIPOIIHYPOBBIBAETCS, OIEYATHIBACTCS M XPAHMTCS KaK JOKYMEHT CTPOTOH
OTUETHOCTH, 3AMFCH B KHHUTe PErduCTPalldd TMPOU3BOIATCS IPH JIHOOOM
JBIKEHUHU OJIAHKOB. '

3.3.Kuura perucrpauud, BeLeTCs OTIAEIBHO IO Ka)XIOMY YPOBHIO
0011ero 06pa3oBaHusl ¥ COAEPIKUT CIIEAYIOIINE CBEICHHUS:

-(haMUIIUIO, WMsI, OTYECTBO (IIPY HAIUYKMHK) BBITYCKHUKA;

-B CITy4ae TOJIydeHHus arTectara (yOrKara aTTecTara, yOnukara

TIPUIIOKEHHS K ATTECTATy) IO JOBEPEHHOCTH - TAKKe (PaMUIHUIO, UMS U

0T4ecTBO (IIPY HAJIWYHN) JIULA, KOTOPOMY BbIJaH JOKYMEHT;

-IATy POXKIEHUS BBIITyCKHHKA,

-HyMepaIuio 6anka arrecrara (6nanka TyO/uKara arrecTara);

-HAaUMEHOBAHHUS YYeOHBIX TPEMETOB U UTOTOBLEIE OTMETKH BBIITY CKHHUKA

10 HUM,;

JaTy ¥ HOMep TIpuKasa o Beiade aTrecTaTa (JyOnuKara aTTecTara,

IyOnuKaTa MPUIOKEHHs K aTTecTary);

-OQMUCH  YNOJTHOMOYEHHOr0  JMlAa  OpPraHM3alM{,  OCYIIECTBISIOMEH
00pa30BaTeNbHyIO JESTENBHOCTD, BBIIABIIETO arTecTar (IyOnuKaT aTTecTara,
NyOIUKAT MPUITOKEHUS K aTTeCTary);

-[IOJITIKCH [TOJIyJaTelis arTecTara (€ciay JOKYMEHT BbIaH JTUIHO BBIITYyCKHUKY
60 1O TOBEPEHHOCTH), MO0 NaTy K HOMEp MOYTOBOrO OTIPABJIEHUS (€Ciu
JOKYMEHT HaIIpaBJIeH Yepe3 OepaTopoB II0YTOBOM CBA3H 00IIero
[10JIb30BaHU );

-JaTy BbIAa4u aTTecTata (ny0OiuKara arrecTaTa, JyOsuKara MPUIIOKeHHs K
aTTecTary).



3.4.I1pu BBIIAYe nyOiMKaTa aTTecTaTa U MyOanMKaTa IPUIOKEHH K
aTTeCTaTy B KHUI'€ PETUCTPALMK OTMEYAIOTCsl yUETHBIM HOMED 3alliCH U JaTa
BBIJIaYM OpUTHHATA, HymMepauus OiaHka opuruHana. [Ipu sTtom oTMeTKa 0
BbIave J{yOJIMKaTa aTTecTara AejlaeTcs TakyKe HAIIPOTUB yYETHOIO HoMepa
3aIMCHU BbIIaYU OpUTHHAJIA.

3.5.11pu oOHapyXeHUH OIMIMOOK, JOIYINEHHBIX [IPH 3AII0JHEHUH
aTTecTaTa Wi OJTHOTO M3 MPHUJIOKEHUH, B 'Ol OKOHYAHUS BBITYCKHUKOM
06pasoBaTENBLHOrO YUPEKACHHUS, Bblla4a HOBOTO aTTECTATa WU NPHUIOKEHHUS
B3aMCH UCIIOPYEHHOI0 (GUKCUPYEeTCs B KHUI'e PETHCTPAIIMH 38 HOBLIM HOMEPOM
y4eTHo# 3anucu. IIpy 5ToM HanpoTUB paHee C/eTaHHON YUETHON 3aIIUCH
JieJIaeTcs IOMETKa "UCIIOpYeH, aHHYJIMPOBaH, BEIIAaH HOBBIM aTrTecTar” ¢
YKa3aHHEM HOMEpa yYETHOM 3aliCH aTTeCTaTa, BEIJaHHOIO B3aMEH
UCIIOPYEHHOTO.

3.6. B xHMIYy perncTpaliu CIUCOK BBITYCKHMKOB TEKYILIETO y4eGHOro
roJla BHOCHUTCS B aJl()aBUTHOM HOPSJIKE OTIEITBHO [0 KAXIOMY Kiaccy (Co
CKBO3HOW Hymepaluel), Homepa 0J1aHKOB - B BO3PACTAIOIIEM MOPSIKE.

3.7.3anMcH B KHHUTe PETHCTPAllMU 3aBEPSIOTCS  ITOMMHCSMHU
KJIACCHOTO  PYKOBOJUTENS, MAUPEKTOpa YUpPeXKIEHUS M II€YaThlo,
OTJEIBHO 10 KaXXIOMY KJaccy.

3.8.Kaxnas sanmce o Bblgaue gybuvkara aTrecrara, AyOiMKaTa
IPUIIOXKCHUS K aTTECTATy 3aBEPSAETCS IOANUCHIO TUPEKTOpa YUpeKaeHus U
CKpEIUIseTCs MeYaTho.

3.9. VicnipaBnenws, TOMyIIEHHEIE TP 3aM0THEHUN KHUTH
PETUCTpaLH, 3aBEPSIOTCS TUPEKTOPOM YUPEKACHUS U CKPEILIAIOTCS
eYaThio 0, CO CCHUIKOM Ha HOMEp YYETHOM 3aIUCH.

3.10. JIACTBI KHUTH PETHCTPALIMH [IPOHYMEPOBBIBAIOTCS, KHUATA
PETUCTPALUK [IPOIIHYPOBBIBAETCS, CKPEIUIAETCS [Ie9aThi0 Y UPEXKACHHUS C
yKa3aHHEeM KOJIMYECTBa JINCTOB B KHUTe PErUCTPALlH U XPaHUTCS KaK
JOKYMEHT CTPOTOH OTYETHOCTH.

3.11. Ilepenavua mosy4eHHBIX YUpexaeHreM GJIaHKOB JOKYMEHTOB 00
00pa30oBaHUU IPYTHM YUPEKIEHUSIM HE JOITYCKAeTCs.

3.12.  Cnwucanue M3pacxXOJOBaHHBIX OJAHKOB JOKYMEHTOB 00
00pasoBaHWM TPOW3BOJUTCA II0 aKTy CIMCAHUS OJAHKOB CTPOrOif
OTYETHOCTH. B aKTe NpUBOJUTCS COCTAB KOMUCCHUM II0 CIIMCAHHIO,
YKa3bIBalOTCA AaTa U HOMED JTOKYMEHTa, KOTOPBIM JaHHAas KOMUCCHUS ObLia
HasHa4yeHa. Kpome TOro, B aKkTe yKashIBalOT IEPHOA, 3a KOTOPBIH
MPOU3BOAUTCS cnucanue. CHUChIBaeMble JOKYMEHTBI IEPEUYHCISIOTCS C
YKa3aHUEM HUX HOMEPOB, CEPUU U NPUYMH CIUCAHKUSA. AKT MONMHCBIBAIOT
YIECHBI KOMUCCHHU U YTBEPKAAET NUPEKTOP YUpeKaeHHUs.

3.13 HcmopyeHHble NpH 3alONHEHWH OJNAHKUA JOKYMEHTOB 06
00pa3oBaHMU MOJUIEXKAT CIIUCAHUIO M YHHYTOXKEHHIO, JUISL YEro CO3JaeTcs
KOMHCCHS C y4acTUeM IpeacTaBUTeNs Oyxrantepud. KOMUCCHS cOCTaBiseT
KT O CIIMCaHHMH OJIAHKOB CTPOrOH OTYETHOCTH B JBYX SK3eMILIIpax. B axre
IIPOITUCBIO YKA3bIBAIOTCSI KOJMYECTBO M HOMEpa YHHYTOXKEHHBIX OJaHKOB

MIOKYMEHTOB, a TaKXKe Jara HX YHHYTOXKeHHs. Homepa ucrmopyeHHBIX
OJIAaHKOB OKYMEHTOB BBIPE3AIOTCS M HAKIEHBAIOTCS HA OT/AEbHbIH JTUCT



Oymaru, KOTODBIH TpHIIaraeTcst K 9K3eMIUISIpy aKTa Ajis 6eccpOdHOro
XpaHCHUs] B YUYpeXJAeHUU. AKT TMOAMUCHIBAIOT UJIEHLI KOMHUCCHM U
YTIBEPXKAAeT JUPEKTOP IIKOJIbL.

3.14. ToxyMeHTEI 06 06pa30BaHUK, HEMIOTyYeHHbIE BBITYCKHUKAMH B L0
OKOHYaHUS YUPEKICHUS, XPAHATCS BMECTE C HEUCIIONB30BAHHBIMY OIaHKAMHU
JIOKYMEHTOB 00 00pa30BaHUU 10 BOCTPEOOBAHHS.

3.15. Ipu Ha3HAa4YeHUH HOBBIX PaOOTHUKOB, OTBETCTBEHHBIX 3a MOJIYUEHHE, yIeT 1
XpaHeHre OJIaHKOB HEHUCIIONb30BaHHbIE OJIAHKH, 8 TAK)KE KHUI'M ydeTa ’
peTUCTpaIvK IIEPENAIOTCS 110 aKTaM, KaK JOKYMEHTBI CTPOrOd OTYETHOCTH.
[IpoBoaUTCS MHBEHTAPU3ALMS B CBSI3M CO CMEHOM MaTepHalbHO-OTBETCTBEHHBIX
muu.  COTpyIHWK, NpPHHABIIMK ONAHKH [JOKYMEHTOB 00 06pa3oBaHUH
PacIUChIBAETCS B OIIMCHU B ITOYYSHUH, a CJIABIINM — B cJjade STUX OJIAHKOB.

4. ITops 1ok ycTaHOBIEHUS] KOHTPOJIS.

4.1.]In91 MCKIIOYEHUs] CIydaeB MOIIEHHWYECTBA, XWIIEHHH WM OMHUOOK B
HCIIOJNB30BaHMU  OJIAaHKOB ~ CTPOrOM  OTYETHOCTH HEOOXOAMMO  peryispHO
NpPOBOAUTE NPOBepKU. KOHTposibHBIE (QYHKLUUH BO3JIaralOTCs Ha JUPEKTOpa
IIKOJTBI.

4.2. IlpuKasoM IHPEKTOp IIKOJBl yTBEPXKIAET COCTAB KOMHCCHM M rpaduk
BHYTPEHHUX MPOBEPOK Ha TeKylmud rox. HasHaueHHass KOMMCCHS COIVIACHO
rpa@uKy IPOBEPOK IIPOM3BOAUT IMPOBEPKM BEIEHMs ydeTa M COOIIHOIEHUS
YCTIOBUH  XpaHeHWs: OJNAaHKOB CTPOTOM  OTYETHOCTH Yy  MaTepUaibHO-
OTBETCTBEHHOTO JINIIA. :

4.3.Ilo pesynprataMm BHYTPEHHHUX IIPOBEPOK COCTABJIAETCS OTYET IS MPHHSITHS
ONEPATUBHBIX MEP 10 YCTPAHEHHIO BBISBICHHBIX HAPYIIECHHUH.



