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0 Mépax Mo HeAONYyLEeHWI0 COCTABJIEHUSA HQO(i)Hlll/laJIbHOﬁ OTYETHOCTH

H HCMOJIb30BaHUH IMOJIEAbHBIX JOKYMEHTOB B MYHHIHIAJILHOM
010/IKEeTHOM y4pexIeHHH JOMOJHUTEIbHOI0 00pa3oBaHHUs

«/lerckasi My3biKaabHast mKoJa M. A.C. ApeHCKOro»



1. O6mue nosoKeHUus

I.1.  Hacrosmee IlonoxkeHne o mepax o HEJOMYIUEHUI0 COCTaBJICHHS
HeO(DHLMATEHON OTYETHOCTH M MCTIONb30BAHUH TIOIIETbHbBIX JOKYMEHTOB (nanee -
[Tonoxenune) pa3paboTaHo B LEJSX HEMOMYILEHHUS COCTABJIECHHUS Heo(ULUATbHOM
OTYETHOCTH W HCIOJIb30BAHUS TOAJEIBHBIX JOKYMEHTOB B MYHHULMIAIBHOM
OI0JUKETHOM YUpPeXIeH!H JOTIOIHUTENBHOTO 06pasoBaHus «JleTckas My3bIKaJbHast
mkoaa um. A.C. Apenckoroy» (nasnee Illkona), B COOTBETCTBUU €O cTaTheil 13.3
®enepanbHOro 3akoHa ot 25 nekabps 2008 roma Ne 273-®3 "O IPOTUBOAEHCTBHU
Koppynuuu". ,

B ciiyyae n3menenust sakononarensctsa Pocentickoit Meepatmu, peryampyomero
coaepxkanne Hactoswmero [lonoxeHus, B HEro BHOCSTCS COOTBETCTBYIOLIHE
MOIMPABKU U AOTIOIHEHHSI.

1.2, TlonoxkeHue pernameHTHpyeT MOPSAOK paboThl C JOKYMEHTaMU NIpU
COCTaB/ICHNH O(HULUHUATBHOR OTYETHOCTH, C IOKYMEHTAMHM, IIPECTABIISIEMBIMMU
pabOTHHKAMU TP  TPYAOYCTPOHCTBE (MMGO B MPOLECCE BBINOIHEHUS HMH
JOJDKHOCTHBIX ~ 00s3aHHOCTEH), BBI3BABLIMMH OOOCHOBAaHHBIE COMHEHHS B
MOUTMHHOCTH U JIOCTOBEPHOCTH H3JIOKEHHBIX B HUX CBEACHHUM, ¢ JOKYMEHTaMH
NpEeACTaBIsIeMbIMU PaOOTHUKAMH B IIPOLIECCE PEANU3ALNHN AesATeNbHOCTH LIIKOJEBL.
1.3. Tlonoxenue ycTaHaBIMBAeT TpPOLEAYPY NOATOTOBKH U HarpaBJIeHUs
3a4BJICHUH B IIPAaBOOXPAHHUTEbHBIE OPraHbl O COBEPLIEHHOM MPECTYIIICHUH.

1.4. Hacrosiiee TTonoxeHne oGsi3aTesIbHO 71 MPUMEHEHHS BCEMU paboTHUKaMU
IIKosibl, HAXOSMKUECS B TPYIOBBIX OTHOIIEHHUSX, BHE 3aBHCHMOCTH OT 3aHUMAaeMO
JOJDKHOCTH U BBIMOJHAEMBIX QYHKIHIA.

1.5. Hacrosiee IonoxxeHne BCTyMaeT B CHITy ¢ MOMEHTA €10 YTBEPIKACHUS.

2. OcHOBHBIE NOHSATHS U TEPMHHBI

2.1. lokymenm — MaTepualbHbI HOCUTENH C 3a(UKCUPOBAHHOM HA HEM B JIIOGOI
(opme uHpOpMaLMell B BuIe TeKcTa, 3BYKO3aIlHCH, u300pakeHust U (Wim) ux
COYCTaHHsA, KOTOPBIH UMEET PEKBU3HUThI, O3BOJISIOLIUE €10 UAEHTUDUIHPOBATD, U
MpeAHa3sHa4Y€H MJsd TMepefayd BO BPEMEHM U B MPOCTPAHCTBE B LEJAX
. OOIIECTBEHHOTO UCIIOIB30BaHUs M XPAHCHHSL.

2.2. Oguyuanvuwlii 0okymenm — NMACLMEHHBIHN aKT, BHIMOJHEHHBIH HA OyMakHOM
HOCHTEJIC, YIIOCTOBEPAIOMINH KOHKPETHBIE (DAKTBl M COOBITHSI, KOTOPBIE BIEKYT 3a
HCIIOJIB3YIOWINX €ro JIML ONpeNe/IeHHbIe MOCAeACTBHA. OQUIHATBHBIN 10KYMEHT
AOJDKEH COAepIKATh yCTAHOBIIEHHBIE PEKBU3UTEHI.

2.2.3. Oxsemnnap — obpasell TUPaKMPOBAHHOIO JIOKYMEHTa, WACHTUYHBIN
OpUTHHATYy.

2.4. Cmamucmuueckas omuemnocms — CCTEMa KOJINYECTBEHHBIX M KaYeCTBEHHBIX
[oKasarese, Xxapakrepusyromux padoty I1IKkossl 3a OnpeneeHHEI Cpok.

2.5. Buasl npuMeHsieMOi OTUETHOCTH:

- FOCyNapCTBEHHAsk U BEJOMCTBEHHAs! OTYETHOCTh - OTYETHOCTbh, COCTAB/IsIEMas Ha
OCHOBE  yTBEPXKJCHHBIX YHHU(DUUUPOBAHHBIX (GOPM M B COOTBETCTBUH C
YTBEPKACHHBIMU HOPMATUBHBIMH JIOKYMEHTAMMU;



- BHYTPEHHsASA OTYETHOCTD - pa3paboTaHHbIe U YTBEPKICHHbBIE AUPEKTOPoM I1IKOITBI
OnaHku. OOs3aTeIbHBIMU PEKBU3UTAMM 3TUX OTUYETOB SBJSIOTCS: HAMMEHOBAHMUE
OpraHu3aluy, Ha3BaHMe BHMJA [OKyMEHTa, JaTta U HOMep JOKYMEHTa, MEeCTO
COCTaBJICHUS, 3ar0JI0BOK 10 TEKCTY, MOAMNUCH, ITPU( yTBEPIKACHUS UM PE3OITIOLMS
aupexkropa [konsl.

2.6. [lon HeeHCTBUTENIBHBIMU JOKYMEHTAMH CJIEIYyeT MMOHUMATh: .

- TlonHOCTBIO M3rOTOBNEHHBIE (UKTHUBHBIE JOKYMEHTBl WM MOUIMHHBIE
AOKYMCHTBI, B KOTOpPbI€ BHECEHbI H3MEHEHHs] MyTeM IOJYHCTOK, JOIHUCOK,
UCIIPABJICHUS UJIM YHUUTOXXEHUS YaCTU TEKCTa, BHECEHUS B HUX AOMOJHUTENBHBIX
MaHHBIX, MIPOCTABJICHUS OTTHUCKA IMOAACJbHOTO IITAMIIA WM [I€YaTH U T.I

.- DaKTHYECKU SIBISAIOIIMECS TOMIHHHBIMU, HO COAEp)KAILME CBEEHHs, He
COOTBETCTBYIOIINE ACHCTBUTENBHOCTH. OHHM COXPAHSIIOT BHEINHHWE MPU3HAKU H
PEKBH3MTBI HAUICKALIMX TOKYMEHTOB (M3rOTaBJIMBAIOTCS Ha O(GUIUATIBHOM
OJaHKe, coep)KaT HAMMEHOBAHUE TOKHOCTEH 1 (paMUIMU JIHLL, YIIOJTHOMOYEHHBIX
MX MOJNKUCHIBATD), OTHAKO BHECEHHBIE B HUX CBEJEHMS (TEKCT, IU(pOBBIE AaHHBIE)
SABJIAIOTCS CHaNbCUPUIUPOBAHHBIMH.

- BblgaHHble ¢ HapylleHMeM YCTaHOBJIEHHOTO TMOpAAKA, T.e. B pe3ynbTare
3I0yMOTPEOIEHUs.  NOJDKHOCTHBIM  JIMLUOM  CIIy’KEOHBIM — TOJIOKEHHEM  WIIH
_ COBEPILICHUS UM XaJlaTHBIX JEHCTBUI MU Bblaue 3TOTO JOKYMEHTA.

- Hcmone3oBaHue HENEHCTBUTENBHBIX JOKYMEHTOB 3aK/FOYaeTcs B HX
NPEICTaBICHUH B Ka4€CTBE OCHOBAHUIA ISl TPYA0YCTPONCTBA, a TAKIKE IPOBENCHHS
J000ro U3 NeMCTBHUi, OTHECEHHBIX K KOMIeTeHIMH 11IKOIbI.

3. Mopsinok AeiicTBHii NPH 0GHAPYKEHUH HMCMOJb30BAHUS TOAIEIbHbBIX
AOKYMEHTOB U COCTaBJIEeHUS HeO(PUIHAIBbHON 0TYETHOCTH

3.1. Ilpu o6GHapyKeHUH cocTaBieHHs HeODHLUATEHOM OTYETHOCTH NOKHOCTHBIC
JIula, B YbMU IIOJIHOMOYHSI B COOTBETCTBHHU C JOJDKHOCTHBIMH OOSI3aHHOCTSIMM
BXOZHUT IMOIArOTOBKA, COCTaBJICHHUE, MPENOCTABIEHHE U HAlpaBlieHHe OTYETHOCTH
HECYT TNEPCOHATIbHYIO OTBETCTBEHHOCTb 3a COCTaBJCHHE HEO(DHUIMAIBHOM
OTYETHOCTH U MCIOJIb30BaHHUS MMOIEIbHBIX JOKYMEHTOB.

3.2. JIOJKHOCTHOMY JIMIy, OTBETCTBEHHOMY 3a COCTaBJEHME JOKYMEHTOB 10
. CBOEMY HAIpPABJEHUIO JEATEIbHOCTH, HEOOXOAMMO BECTH HENOCPEICTBEHHBIIH
KOHTPOJIb ¥ PETYNAPHO OCYLIECTBJIATh MPOBEACHHE MPOBEPOK HA TpeaMeT
MOJUTMHHOCTH ~ IOKYMEHTOB, 00pasyloluXcs y CHELHAIHCTOB (paGOTHHUKOB)
LIxoJ1b1, HAXOASIHUXCS Y HETO B IPSIMOM MOJYUHEHHH.

3.3. Ilpu npoBeneHUWH MPOBEPOK YUMTHIBATH, YTO MOIMHHOCTE JOKYMEHTOB
YCTaHaBJIMBACTCsl TYyTEM INPOBEPKU PEATbHOCTH MMEIOIIUXCS B HHUX IMOIIHCEN
AOJKHOCTHBIX JIML U COOTBETCTBUSI COCTABJIEHUS IOKYMEHTOB JaTaM OTPa)KEHHs B
HUX onepauui, nHGopmauuu, GpaktoB U T.A. [IpU YTEHMH HOKYMEHTOB, IOCIIE
YCTAHOBJICHUST MX MOJUIMHHOCTH, MPOBEPSTH JOKYMEHTHI 110 CYLIECTBY, TO €CTh C
TOYKH 3PEHHUsI NTOCTOBEPHOCTH, 3aKOHHOCTU OTPAXKEHHBIX B HUX XO3SMCTBEHHBIX
orepauui, UHGpopmaluu, Gakrax u T.J.

3.4. JloctoBepHOCTh oOmnepanmi, 3ahUKCHPOBAHHBIX B JIOKYMEHTaX, MPOBEPSETCS
M3yYeHHWEM  3TUX  B3aUMOCBSI3aHHBIX € HHUMH  JOKYMEHTOB, OIPOCOM



COOTBETCTBYIOLINX JO/DKHOCTHBIX JIMIL, OCMOTPOM OOBEKTOB B HaType W T...
3aKOHHOCTh OTP@KEHHBIX B JIOKyMEHTaX Olepalyii yCTaHABIMBAETCS IyTEM
MPOBEPKK MX COOTBETCTBUS JEHCTBYIOIIEMY 3aKOHOIATEIBCTRY .

3.5. Ilpu BeIsBIEHMHM (AKTOB HCMOJNB30BAHUS TOMAJAENBHBIX JOKYMEHTOB
He3aMeUIUTEJIbHO HMHpOpMUPOBaTh JaupekTopa IIIKombl, a Tak)Ke NPUHATH
COOTBETCTBYIOLIME MEPBI II0 HENOMYLIEHUIO COCTAaBJIEHHs = HeO(DUIHAILHOMN
OTYETHOCTH U MCIOJIb30BaHUS MOIENbHBIX JTOKYMEHTOB.

4. 3aKJII0YHTEIbHAA YaCTh
Hacrosiiee Tlosiojxenne BCTynaeT B CUITy ¢ MOMEHTA €r0 YTBEPKAEHUS TPUKA30M

TUpEKTOpa YupexaeHus U aelictByer OeccpouHo. M3MeHEHUs M [IOMOJHEHUS K
[Tonoxxenuio yTBep K 1at0TCs PUKa3oM IUPEKTOPA.




