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MMOJIOKEHUE A\ s
0 HeJIOMYIIEHHH COCTABJIEHHS HeoHUIHATHHON OTYETHOCTH M HCII(
MOJAeIbHBIX JOKYMEHTOB

1. O0mue moJ10KeHust

1. IlonoxeHue peryiupyeTr MHOpsSAOK paboThl C JOKyMEHTaMH IIPH COCTaBJICHHHU
OQHUIHATGHONR OTYETHOCTH, € [OKYMEHTaMH, IMpEACTaBIIeMBIMU paOOTHUKAMH IpU
TpyHoycrpoiictee (60 B Ipoliecce BBIMOJHEHUS WMH JOJDKHOCTHBIX O0s3aHHOCTERR),
BEI3BaBIIMMH 00OCHOBaHHBIE COMHEHUS B MOUTMHHOCTU M JOCTOBEPHOCTH, U3JI0KEHHBIX B
HUX CBEJICHHH, ¢ JOKyMEHTaMH NPEACTaBIsIeMBIMH PaOOTHHKAMHU B IIPOIECCe peau3aliy
nesrerbHOcTH MBOY «'MHa3ust Ne 14y (naiee-ruMHasus).

2. Hacrosmee IlomoxkeHue © Mepax N0  HEJOMNYIIEHUIO  COCTaBIICHUA
HEO(MUIMATHHOM OTYETHOCTH M WCHOJB30BaHUS IOICABHBIX JIOKYMEHTOB (fajee -
ITomoxxenne) B MyHUIIUTIATTLHOM OF0/DKETHOM 0011e00pa30BaTeIbHOM YUPEKACHUN ropoza
PocroBa-Ha-Jlony «['umuazus Ne 14» (manee - rumHasus) pa3paboTaHO B COOTBETCTBHU CO
cratbeil 13.1. @enpepanpHoro 3akona or 25.12.2008 Ne 273-®3 «O mnpotuBoAeHCTBUAU
- Koppynuun», TpynoBeiM konxekcoMm Poccumiickoit @enepanyn, PenepaabHbBIM 3aKOHOM OT
27.07.2006 Ne 152-©3 «O nepcoHAIBHBIX JaHHBIXY.

3. [TonmoxeHne YCTaHABJIMBAET IPOLEAYPY MOATOTOBKH M HAIIPABJICHUS 3asiBICHUN B
MIPaBOOXPaHUTENBHEIC OpraHbl IO (pakTy MONAENTKM WM IPEIOCTaBICHUS MOIICIBHBIX
JIOKYMEHTOB. '

4. Hacrosimee IlonokeHne 00s3aTeNBHO Ul MPUMEHEHHS BCeMH paboTHHKaMU
TUMHa3UM, HaXONAIIUMHUCS B TPYAOBHIX OTHONICHHUSX, HE3aBHCHMO OT 3aHMMaeMOH
JTIOJDKHOCTH Y BHITIOJTHSIEMBIX (YHKITHIA.

2. OcHOBHbBIC NOHATHA H TEPMHHbI

1. JIOKyMeHT - MaTepHa/bHBEI HOCUTENbh ¢ 3adUKCHPOBAaHHON Ha HEM B 00O

dbopme uHbOpMAaIHeil B BUE TEKCTa, 3BYKO3AIUCH, N300pakeHUs U (WJIN) UX COYETaHMI,
KOTOPbIM MMeeT PeKBU3UTHI, II03BOJLIIONINE €r0 HISHTU(HUIMPOBATh, U NpeAHA3HAYCH Ik
mepelayd BO BPEMEHHM W MPOCTPAHCTBE B LE/AX OOMIECTBEHHOIO MCIOJIB30BAHMSA M
XpaHEHMS. j ,
2. OdunuanbHbIi JOKYMEHT - HHACHMEHHBIM aKT, BBITIOJHEHHBIH Ha OyMayKHOM
HOCHTENIE, YIOCTOBEPSIOMU KOHKpeTHBIe (aKThl M COOBITHS, KOTOPHIE BICKYT IS
MCIIOJIB3YIOMIMX €ro JIMI[ OIpeeieHHbIe mocneAcTBUst. OGHUIMaNbHbI JOKYMEHT JOJUKSH
COJIepKATh YCTAHOBJICHHBIE PEKBU3UTEHI.

3. Dx3eMIusp - o0paser] THPaKUPOBAHHOTO JJOKYMEHTA, MACHTUYHEIA OpUTHHAILY.

4. CrartucThyeckas OTYCTHOCTh - CHCTEMa KOJUYECTBEHHBIX M KaYCCTBCHHBIX
IIOKAa3aTeNel, XapaKTepH3YIOIHX padoTy YUPEKICHHUS 3 ONPEECIICHHBINH CPOK.
Buisl mpuMeHseMOoi OTIETHOCTH:



4.1. T'ocymapcTBeHHAst 1 BEJOMCTBEHHAsI OTYETHOCTD - OTYCTHOCTD, COCTaBIIeMas Ha
OCHOBE YTBEPKICHHBIX YHHQHIMPOBAHHBIX (QOPM M B COOTBETCTBUH C YTBEP)KICHHBIMU
HOPMATHBHBIMU JOKyMEHTaMHU.

4.2. BHyTpeHHsS OTYETHOCTH - pa3pabOTaHHBIE W YTBEPXKICHHBIC IUPEKTOPOM
I'MMHA3UH OJTAaHKH.

OGs3aTeNbHBIMU PEKBU3UTAMH 3TUX OTUETOB SBJIFOTCA:

- HAaIMEHOBAHUE OPTaHU3ALINAN;

- Ha3BaHME BHJIa JOKYMEHTA,

- JlaTa ¥ HOMEp JIOKYMEHTa;

- MECTO COCTaBJICHUS;

- 3ar0JIOBOK IO TEKCTY;

- TIOJIITUCE;

- rpud yTBepKIEHH (Ha OTUETaX) WIKM PE30JIOLMS PYKOBOAMTEN YUpexKIeHUs (Ha
CIIPaBKEe OTYETHOIO XapaKTepa).

5. T1og HeAeHCTBUTEILHBIMU JOKYMEHTAMU ClIely €T IOHUMATE!

5.1. TIoJMHOCTBIO H3TOTOBJICHHBIE (MKTUBHBIE [OKYMEHTHl WM IIOJJHAHHEIC
JOKYMEHTBI, B KOTOpble BHECEHHl M3MEHEHMs IIyTEM IIOJYMCTOK, JOMUCOK, UCIPaBICHUL
WIA YHAYTOXKCHHMS YaCTH TEKCTa, BHECEHHS B HHUX JIOMOJHHUTEIBHBIX JIAHHBIX,
MPOCTABJICHUS OTTHCKA MOAC/IBHOIO MITaMIIa MM IICYaTH U T.I1. .

5.2. DaxTUYECKH ABILIOIMMECS TMOMJIUHHBIMU, HO COJAEpKalllie CBEACHMI, HE
COOTBETCTBYIOIINE AEHCTBUTENHHOCTH. OHHU COXPAHAIOT BHEIIHWE IPU3HAKK M PEKBU3UTHI
HaJJIeKalMX JOKyMEHTOB (M3rOTaBiMBAOTCA Ha oduIuansHOM OJIaHKE, COIepKar
HAMMEHOBAHME [O/DKHOCTEM M I, YHOJHOMOYEHHBIX MX IOJNKCHIBATE), OJHAKO
BHECEHHBIE B  HHX  CBeJeHus  (TekcT,  IMOpOBBIE  JaHHBIE)  SBJIAIOTCA
charbCuGUIUPOBAaHHBIMU.

5.3. BplmaHHBIE C HapylUIEHHEM YCTAHOBJICHHOTO MOpsJKa, T.e. B pe3yJbTare
3JI0YIIOTPEONIEHAs IOKHOCTHBIM JIMIIOM CIIy)KE€OHBIM IOJI0)KCHHEM WM COBCPIICHUSA MM
XaJIaTHBIX JEHCTBUI Npu BhIaYe 3TOr0 JOKYMEHTA. ,

6. Wcnomp3oBaHWe HENEHCTBUTENBHEIX JOKyMEHTOB  3aKIOYaeTcs B HX
IpEJICTABICHN B KaueCTBE OCHOBAHUM JUIA TPYIOYCTPOMCTBA, a Takxke JyIA 0OO0ro us
JIEVCTBHI, OTHECEHHBIX K KOMITETCHIIUN YUPEIKICHHU.

7. IlepcoHalibHBIE JAHHEIC - HeoOXouMast I padoToaareis MHPOpMaIys B CBA3M C
YCTaHOBJICHUEM TPYAOBBIX OTHONICHMI W Kacalomascs KOHKPETHOro paboTHHKA, B
MpoIecCe HUCIONHEHUSA JIOJDKHOCTHRIX O00A3aHHOCTEH IIpH IIPENOCTABJICHHH, IIOJYYECHUHU
PYKOBOJMTEJIEM CBEACHUM, IPEXOCTABIIAIOMMX JIBIOTHL U FapaHTHH.

3. Tlopsa0K NPOBEPKH I0KYMEHTOB HA NOAJIAHHOCTD H COCTABJIEHAS 0QHIHATbHOM
OTYETHOCTH

1. JIOJDKHOCTHOE JTHIIO, OTBETCTBEHHOE 3a COCTABICHUE IOKYMEHTOB IIO CBOEMY
HANpaBJICHUIO  JIEATENbHOCTH, BEJNET HEIIOCPEACTBEHHBIA KOHTPONAb M  PETYJISAPHO
OCYIIECTBISICT IPOBEJCHHEC TPOBEPOK HAa MpeAMET [OUIMHHOCTA  JOKYMEHTOB,
MOJIrOTABJIMBAEMBIX pabOTHUKAMH THMHA3HH, HAXO/AIIUXCS Y HETO B IIPIMOM ITOJYMHEHHH.

2. Ilpm mnpoBeleHHH TMPOBEPOK YUHUTHIBATh, YTO IOJJIMHHOCTE JOKYMEHTOB
YCTAHABJIMBAECTCS IyTEM MPOBEPKH PEATPHOCTH HMEIOMUXCS B HUX  IIOAIHMCER
JTOJDKHOCTHBIX JIMII U COOTBETCTBHS COCTaBJICHUS JOKYMEHTOB JaraM OTPaKEHUS B HUX
omeparwii, mHQopmMaluu, GakToB U T.A.



3. Ilocie yCTaHOBJIEHUS MOMJIMHHOCTH JOKYMEHTOB, HEOOXOAMMO IIPOBEPUTH
JNOKYMEHTBl II0 CYIIECTBY, TO €CThb C TOYKH 3PEHHMA JOCTOBEPHOCTH, 3aKOHHOCTH
OTPa’KEHHBIX B HUX XO3SHUCTBEHHBIX onepaluil, HHpopMmarmu, Gakros U T.1.

4. JlocTOBEpHOCTh oOIneparuii, 3abUKCUPOBAaHHBIX B JOKYMEHTaX, IPOBEPICTCS
W3YYCHHEM 3THX M B3aMOCBSI3aHHBIX C HMMH JOKYMEHTOB, OIPOCOM COOTBETCTBYIOIIMX
JO/DKHOCTHEIX JIMI], OCMOTPOM 00BEKTOB B HATYpeE U T.J. ‘

5. 3aKOHHOCTh OTPAXKEHHBIX B JOKYMEHTaX OIepaLyid yCTaHaBJII/IBaCTCSI IIyTeM
HPOBEPKH MX COOTBETCTBUS JAEHUCTBYIOIIEMY 3aKOHOIATENLCTBY Poccuiickoit denepaliin.

6. Ilpu BEIABIEHMHE (DAKTOB UCIIONB30BAHMS IIOINEIBHBIX JOKYMEHTOB HEOOXOAMMO
HE3aMeIJIMTENBHO MPOMHGOPMHUPOBATh AUPEKTOPA TMMHA3UM, a TAKKE IPUHITH MEPHI 110
HEJOMYIIEHUIO COCTABICHHS HEO(UIMAIFHOI OTYETHOCTH M MCIOJIE30BAHMS TIOIETBHBIX
JOKYMEHTOB.

4. [lelicrBust paGOTHAKOB NPH BO3SHUKHOBEHHH COMHEHHH B NOUIMHHOCTH
npeacTaBJIeHHBIX JOKYMEHTOB

1. B ciyyae BO3HUKHOBCHHS OOOCHOBAHHBIX COMHEHMH B IOJIMHHOCTH
NPE/CTABNEHHBIX  JOKYMEHTOB  (JMIUIOMOB,  yJOCTOBEPEHHil,  CepTU(HKATOB) U
JIOCTOBEPHOCTH ~ cojepkamedicss B HMX HHGopMamuy, pabOTHMKM — THMHA3UH,
OCYIIECTBIIMONINE HEMOCPEACTBEHHYIO 00paGoTKy M yd4eT KOPPEeCHOHJEHIHMH Jimbo
IPAaBOBYIO OKCIEPTH3Y, 00A3aHBI NpPEANPHHATH MEPEHI, HAIpaBJICHHBIC HA YCTPAaHECHUEC
BO3HUKIIMX COMHEHUH U TIOJIyYeHHE TOIOJHUTEIBHBIX CBCACHUH.

2. Ilpy BO3HHMKHOBEHMH Y paGOTHMKOB THMHA3MH COMHEHHH B IOJIMHHOCTH
JIOKYMEHTa, JIAI0, OOHAPYKHBILEEe MOJJICTBHBIA JOKYMEHT, 00A3aHO HE3aMeJIUTEIIEHO
coo6IuTH (B BUE MOKIaHHOM (CiyxeOHOM) 3amucKy) 00 5TOM AUPEKTOPY MMMHA3UU UL
NPUHATAS JATBHEHIIEro pPeIleHHus ¢ IIeNbI0 IPOBEPKH IOJJIMHHOCTH MOCTYNHBIINX
JOKYMEHTOB OT pabOTHUKA.

3. PaGoTHHK, OTBETCTBEHHBIH 3a MNPOBEPKY IOUTMHHOCTH JOKYMEHTOB IIPH
TPYOyCTPOMCTBE, CHHMAeT KONMH C MPEeJOCTABICHHBIX JOKYMEHTOB (mumioma 06
06pa30BaHUK M MHEIX JOKYMEHTOB) ¥ IPOBOJUT NIEPBUYHBIN BU3YaIbHEINA aHAIIHS3.

4. Csenenns o0 oOpazoBaHud paOOTHHKA IPUPABHHUBAIOTCS K MEPCOHAIBHBIM
JaHHBIM. Bce nepcoHanbHble JaHHbIe pabOTHUKA CIeAyeT MoJydaTh OT Hero camoro. Eciu
HEepCOHAbHbIE JaHHBIC PA0OTHUKA BO3MOXKHO IOIYYMTh TOJBKO Y TPEThEi CTOPOHSBI, TO
paGOTHUK TOJDKEH OBITH YBEJOMIIEH 00 3TOM 3apaHee, U OT HEro JOJDKHO OBITh HOIyYeHO
ITUCHMEHHOE COTJIaCHe.

5. PabOTHUK, OTBETCTBEHHBI 3a IPOBEPKY IOMIMHHOCTH JIOKYMEHTOB IIpH
TpyJoycTpoiicTBe, 00s3aH COOOIMTH PabOTHHKY, IIPEIOCTaBUBIIEMY  JIOKYMEHT,
BEI3BIBAIONINN COMHEHHME B €r0 IIOUIMHHOCTH, O LEJSX, NMPENoNaracMblX HCTOYHUKAX U
croco6ax MmoTy4eHus TIEPCOHATBHBIX JAHHEIX, a TAKKE O XapaKTepe U MOCISICTBHAX OTKa3a
paboTHHKA JaTh MUCBMEHHOE COIJIaCHe Ha UX MOJyIeHHUE.

6. ITociie opopmiteHus coracus pabOTHUKA Ha MOJIYYEHUE IEPCOHANBHBIX IAHHBIX,
B COOTBETCTBHM C 3aKOHOJATeNLCTBOM Poccuiickoit denepanyu, B Cloydae IPUHATHA
JUPEKTOPOM TMMHA3WMHM DPELICHMS O HAIpaBICHWM 3alpoca B HHCTAHIMIO, BBIIABIIYIO
JOKYMEHT, BBI3BLIBAIOIIHMI COMHEHUE B €r0 HMOIMHHOCTH, JAHHOE PEIICHUE TOBOJUTC 10
paGoTHMKA, IpPEIOCTABMBIIETO JIOKYMEHT, ¥ HAIpaBJSeTCs 3alpoc B aapec 3TOH
WHCTAHIAH. : ‘ - ’



7. 3ampoc B WHCTAHIIMIO, BBLAABIIYIO JOKYMEHT, BBISBIBAIOIIMN COMHEHHS B €ro
MOJJIMHHOCTH, perucTpupyercs B JKypHaje perucrpanyy 3aIpocoB Ha ITOJTBEPKACHUE
TIOJUIMHHOCTH JIOKYMEHTOB € YKa3aHUEM IOCIIEAYIOIIET0 OTBETA.

8. B ciyuae momyueHMs IOJOXKUTEIBHOTO OTBeTa (yKasaHus B JIOKyMEHTE
HH(GOPMAIIUK HECOOTBETCTBYIOMICH [EHCTBUTEILHOCTH MM JIOKYMCHT HE BBIAABAJICH
JaHHO! MHCTAHUMEH W [p.) MUPEKTOp THUMHA3WM paccMaTpUBaeT IpPEACTaBICHHBIC
JOKYMEHTHI ¥ IIPUHUMAET pelICHUE O HallpaBIICHUH 3aSBJICHUS O MPU3HAKaX COBEPIIEHHOTO
NpPECTYIUIEHHS B  IPABOOXPAaHWUTENIPHBIE OpraHel B IOPSAKE, MPEAyCMOTPEHHOM
TTonoxeHreM 0 COTPYHUUYECTBE C IPABOOXPAHUTENLHEIMHI OpraHaMu.

9. Cnayxebupie (ZOKTAgHBIC) 3alMCKM W NPUIOKEHHBIE K HUM MaTepHAJIbI
HepeNaloTcs JIUIYY, OTBETCTBCHHOMY 3a IPOTHBOJCHCTBUE KOPPYILHMH Vi O(QOPMIEHHUS
3asBJICHUS B IIPABOOXPAHUTEIIbHbIE OPTraHEI. '

10. IlpeacraBneHHBIE B yUpEKICHUE HENCHCTBUTEIBHBIC JOKYMCHTHI WA MX KOTIUH
HE TOJICIKAT BO3BpPAaTy B CBS3M C MX BO3MO)KHOW BBIEMKOH IPaBOOXPaHUTCILHBIMU
opraHam# ¥ MocjeIyIonMM IPpU3HAHUEM BEIECTBEHHBIMHU JI0Ka3aTe/IbCTBAMHU.

5. IloaroToBka 1 HaNpaBJieHUe B MPAaBOOXPAHHTE/IbHbIE OPTraHbl 3asBJIEHHH 0
COBEPIIEHUH NPECTYIIeHHs

1. Ha ocHOBaHMM IIMCHBMEHHOI'O YKa3aHHs JUpEeKTOpa I'MMHA3UM 10  (akxry
" IpeJICTaBICHUS IOJACIbHBIX [JOKYMEHTOB JIMIO, OTBETCTBEHHOE 3a IPOTUBOJICHCTBHE
KOPPYIILMY, B TEUCHHUE MATH AHEH TOTOBUT 3asiBICHUE U IPUIAraeéMbIe K HEMY MaTepHUAIkL,
koTopeie B mopsake crateum 141 VIIK Poccumiickoit defepanuu HaIIpaBIAlOTCAd B
IPAaBOOXPAHUTENBHBIE OPTaHBI 3a TOMUCHIO TUPEKTOPa TMMHA3UH.

2. 3asBieHue B IPABOOXPAHMTEIHHBIE OPraHbl O IIPU3HAKAaX COBEPIIECHHOIO
npectyieHus (MPeaoCTaBiIeHus TOAISIIBHBIX AOKYMEHTOB) perucrpupyerca B JXypnaie
pEerHCTpaliy 3asBICHUI B TIPABOOXPAHUTEIIBHBIE OPraHbl O COBEPIICHHOM IPECTYIICHUH ¢
YKa3aHUEM IPUHSATOrO N0 HEMY PEIICHHUS.

3. Ilpu mocrymieHnM B THMHA3UIO IIOCTAHOBJIEHMA 00 OTKase B BO30Y)KICHUH
YTOJIOBHOrO Jiejia, BbIHeceHHoro B mopsake dactu 1 crateu 148 VIIK Poccuiickoin
denepanuy, MO, OTBETCTBEHHOC 3a MPOTHUBOACHCTBHE KOPPYILMH, COIVIACOBBIBACT C
JIUPEKTOPOM TUMHA3UU 1e1eco00pa3sHOCTh JaybHEHIero o0XajloBaHUS YKa3aHHOIO
TIOCTAHOBJICHUSI.

6. OTBEeTCTBEHHOCTD

1. Tlpm obHapyxeHuum (akTa COCTaBICHUS HEOPHUIUATLHONW OTYETHOCTH,
JMOJDKHOCTHEIE JIMIla, pabOTHUKM THMHA3UU, B YbM IIOJHOMOYUS B COOTBETCTBUU C
JIOJDKHOCTHBIMU  00SI3aHHOCTSIMHM BXOJIMT ITOATOTOBKA, COCTABJICHUE, MPEJAOCTABICHUE W
HaIpaBjieHUEe OTYETHOCTH, HECYT TMEPCOHAIBHYI0 OTBETCTBEHHOCTh 32 COCTABJIEHHE
HeO(HUIMATBHOM OTYETHOCTH U MCITOIB30BAHMS MOAEIBHBIX JOKYMEHTOB.

2. PaGoTHUKY, OCYIMIECTBUBIINE TOJAENKY M (WIN) IpefOoCTaBUBIINE MOIICIBHEIC
JTIOKYMEHTHI HECYT OTBETCTBCHHOCTH, TPEIyCMOTPEHHYIO JIEHACTBYIOIIM
3aKOHOJATEIbCTBOM Poccuiickoii Demepanum.

7. 3akmounTe/ibHbIe MOJ0KeHHAs



1. Hacrosmee IlonoxxeHne BCTyIIaeT B CHIIy C MOMCHTa €ro YTBEPXKICHHA H

JeHCTBYET OECCPOUHO (10 MPHHATHSA HOBOTO).
2. Hacrosmee IlonoikeHHe TOMUIEKUT 00S3aTENBHOMY —OMYyONMKOBAHMIO —Ha

obunuaIbHOM caiiTe THMHA3uK B ceTh «HTepHeT».



