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ITonoxenue
0 Mepax Mo HEJIOMYIICHUIO COCTAaBICHHS HEO(UITHAIHLHON
OTYETHOCTH W UCIIOJIb30BAHUS MOAACITBbHBIX JIOKYMEHTOB



. O01mue moJ10KeHus

1.1. Hacrosimee Ilonoxkenue o wMepax 1O HEIOMYIICHUIO COCTaBIICHUS
HEOPUIIMATLHON OTYETHOCTH M WCHOJB30BaHUS MOMAJEIBHBIX JTOKYMEHTOB (nanee -
[TonoxkxeHne) B MYHHMIHMIAIHLHOM OIOKETHOM OOIIE00pa30BaTEIbHOM YUPEKIACHUU
«Cpennsisi  obmieoOpazoBatTenbHas mkonay cIleiénguno (manee - YupexzaeHue)
pa3paboTaHO B COOTBETCTBHH CO cTaTheil 13.3 denepanbHoro 3aK0Ha OT 25 nexadps 2008
r. No 273-®3 “O npoTUBOAECHCTBUYN KOPPYIILIMK .

1.2. TlonmoxxeHue perjJaMeHTHPYeT TMOpSAAOK paboThl C JAOKYMEHTaMH IMpH
COCTAaBJICHMH OQUIMATBLHOM  OTYETHOCTH, C JIOKYMEHTaMH, MPEJICTaBIIEMbIMU
pabOTHHUKaMU NPHU TPYAOYCTPOHCTBE (JIMOO B MPOLIECCE BBHIMOIHEHUS UMU JOKHOCTHBIX
00s3aHHOCTEH), BBI3BABIIMMH OOOCHOBAaHHBIE COMHEHHMS B  TOJJIMHHOCTH U
JIOCTOBEPHOCTH M3JI0)KEHHBIX B HUX CBEIEHUH, C JIOKYMEHTAMH MPEICTaBISIEMbIMU
pabOTHUKAaMU B IIPOLIECCE peaTn3aliy I€ATEIbHOCTH Y UpEKICHUSI.

1.2. TlonoxeHue ycTaHABIUBAET MPOLIEIYPY MOJTOTOBKH U HANPABIICHUS 3asBJICHUIN
B IIPaBOOXPAHUTENIbHBIE OPTaHbl O COBEPUIEHHOM MPECTYIUICHHUH.

1.3. Hacrosmee [lonoxenue o0s3aTeNIbHO I MPUMEHEHUS BCEMH PAaOOTHUKAMU
YUpEXKACHUS, HAXOASIINUECS B TPYJOBBIX OTHOUIEHUSX, BHE 3aBUCUMOCTH OT 3aHUMAEeMOM
JIOJDKHOCTH M BBITIOJTHSAEMBIX (DYHKITHIA.

1.5. Hacrosimee IlonoxkeHue BCTymaeT B CHIIy C MOMEHTA €ro yTBEPXKICHUS U

JIEUCTBYET J10 MPUHSATHSI HOBOTO.

1. OcHOBHbIE MOHATHS U TEPMHUHBbI

2.1. lIokyMeHT — MaTepuaIbHbIi HOCUTENH C 3a)MKCUPOBAHHON HAa HEM B JIHOOOM
dbopme nHdopmarueit B BUae TEKCTa, 3BYKO3aIUCH, U300paKeHUS U (WJIM) UX COYETaHUs,
KOTOPBIH MMEeT PEKBU3HTHI, TTO3BOJISIONINE €0 WICHTH(PHUIIUPOBATH, M TIPEIHA3HAYCH JIJIS
nepeaadyd BO BPEMEHH M B MPOCTPAHCTBE B IEJSAX OOIIECTBEHHOTO HCIOJIB30BAHUS H
XpaHCHUS.

2.2. O¢puumanbHbIH JOKYMEHT — MIUCHbMEHHBIN aKT, BHITTOJTHEHHBIA HA OyMaKHOM
HOCHTEIIC, YAOCTOBEPSIOMNN KOHKPETHBIC (PAKThl M COOBITHS, KOTOpPHIC BJICKYT 3a
WCITIOJIB3YIOMINX €T0 JIUI OnpeeieHHbIe mochneAcTBUsA. OPuIuaibHbli JOKYMEHT JOJIKEH
coJiepKaTh YCTAHOBJICHHBIEC PEKBHU3HUTHI.

2.3. Dx3emmiasip — o0pasell TUPAKUPOBAHHOTO JTOKYMEHTa, WJICHTUYHBIN
OpUTHHAIY.

2.4. CraTucTuvyeckasi 0OTYETHOCTh — CHUCTEMa KOJMYECTBEHHBIX M Ka4yeCTBEHHBIX
MoKa3aTeliel, XapaKTepU3UPYIOMUX padoTy yUPEKIACHHS 3a OTPEETICHHBINA CPOK.

2.5. Buabl npuMeHsieMoii 0TYETHOCTH:



- TOCY/IapPCTBEHHAs] M BeJIOMCTBEHHAS] OTYETHOCTb - OTYETHOCTh, COCTaBJIsieMast
HAa OCHOBE VYTBEP)KICHHBIX YyHHU(PUIIMPOBAHHBIX (GOPM ©U B COOTBETCTBUU C
YTBEPXKJIECHHBIMA HOPMATUBHBIMU JJOKYMEHTAMU;

- BHYTPEHHfII OTYETHOCTb - pPa3padOTaHHbIE M YTBEPKICHHBIC JHUPEKTOPOM
Vupexnenus Omanku. OOs3aTeNbHBIMU  PEKBU3UTAMH  3THUX OTYETOB  SIBJISIOTCA:
HAaUMEHOBAaHUE OpraHW3allMy, Ha3BaHUE BHUAA JOKYMEHTa, JlaTa U HOMEp JOKYMEHTa,
MECTO COCTAaBJICHHUSI, 3aT0JIOBOK MOTTEKCTY, MOAMHUCH, TpU( yTBEpKIeHUs (Ha OT4YeTax)
WJIU PE30JTIOLNS AUPEKTOpa YUpekIeHHs (Ha CIIpaBKe OTYETHOTO XapaKkTepa).

2.6. Ilon HeneMCTBUTENbHBIMU JOKYMEHTAMU CIIEAYET TOHUMATh:

2.6.1. TlonmHOCTHIO H3rOTOBJICHHBIC (DUKTUBHBIE JIOKYMEHTHI WM TOJJIUHHBIC
JIOKYMEHTBI, B KOTOPbI€ BHECEHBI U3MEHEHUS MyTeM IMOTYUCTOK, JTOMUCOK, UCITPABICHUS
WIM YHHUYTOXKEHUS 4YaCTU TEKCTa, BHECEHHUS B HHUX JOINOJHUTEIbHBIX JIaHHBIX,
MPOCTAaBJICHUS OTTUCKA MOJICILHOTO IITaMIIa UK TIeYaTH U T.II.

2.6.2. @akTHYECKH SIBISIONMECS TMOIMHHBIMUA, HO COJEpIKAINE CBEACHHS, HE
COOTBETCTBYIOIIHE AEHCTBUTENBHOCTU. OHU COXPAHAIOT BHEIIHUE MTPU3HAKH U PEKBU3HUTHI
HaJJIeKAIIUX JIOKYMEHTOB (M3rOTaBIMBAIOTCS Ha OQUIMAIBHOM OJaHKE, CoJepxkKaT
HAaMMEHOBAaHUE JODKHOCTEW W (pamMuinu JHI], YHOJHOMOYEHHBIX WX IMOAMUCHIBATH),
OJIHAKO BHECEHHbIE B HHUX CBeIeHUS (TeKCT, UU(POBbIE JaHHBIE) SBIAIOTCS
chanbcuuIpOBaHHBIMHU.

2.6.3. BpiganHpie ¢ HapylIeHHEM YCTAHOBJIEHHOTO TMOpPSIAKa, T.e. B PE3yibTaTe
3JI0yNOTPEOJICHUS TOTKHOCTHBIM JIMIIOM CITY>KEOHBIM MOJIO)KEHUEM WJIU COBEPILCHUS] UM
XaJIaTHBIX JEUCTBUN MPH BbIJa4€ 3TOr0 JJOKYMEHTA.

2.7. UWcnonbp30oBaHWUE HEICUCTBUTEIBHBIX JTOKYMEHTOB 3aKII0YaeTCs B HX
MPEACTABICHUH B KayeCTBE OCHOBAHUW ISl TPYAOYCTPOMCTBA, a TaKkKe MPOBEACHUS
J1000T0 U3 ACUCTBUM, OTHECEHHBIX K KOMIIETCHIIUU Y UPEKICHUSI.

2.8. IlepconanbHble AaHHBIE - HeoOxoaumas mjig padoropatens HWHPoOpMalus B

CBSI3M C YCTAHOBJICHHEM TPYAOBBIX OTHOIIICHUN U KaCAIOMIAsCsI KOHKPETHOTO paOOTHHKA.

I11. ITopsinok NpoBepKH JOKYMEHTOB HA MOJINHHOCTb U COCTABJIEHHS O0(QUIIHATbHOI
OTYETHOCTH

3.1. JOJDKHOCTHOE JIMIIO, OTBETCTBCHHOE 3a COCTABIICHUE JOKYMEHTOB IO CBOEMY
HAIPABIICHUIO JICITCILHOCTH, BEAET HEMOCPEICTBEHHBI KOHTPOJIb W  PETYJSIPHO
OCYILIECTBIISICT TPOBEACHHE TMPOBEPOK Ha MPEAMET TOIMHHOCTH JOKYMEHTOB,
oOpasyromuxcsi y paOOTHHKOB YUPEKICHUS, HAXOIAMMXCS y HEro B MPSIMOM
HOTYMHEHHH.

3.2. Tlpu mnpoBeneHUU TPOBEPOK YUYUTHIBATH, YTO IMOJJIUHHOCTH JOKYMEHTOB
YCTAHABJIMBAETCS IYyTEM TMPOBEPKHA PEATBHOCTH HMMEIOUIMXCA B HHUX HOJMHCEH



JOJKHOCTHBIX JIUI] U COOTBETCTBHSI COCTABJICHUSI IOKYMEHTOB JaTaM OTPAKEHUS B HUX
oneparuii, uapopmanuu, GakToB U T.J.

3.3. Ilpu yTeHNH TOKYMEHTOB, NIOCIIE YCTAHOBJICHUS UX TIOJUTMHHOCTH, HEOOXOIMMO
IpOBEPSATh JOKYMEHTHI IO CYIIECTBY, TO €CTh C TOYKHA 3pPEHHUs JOCTOBEPHOCTH,
3aKOHHOCTH OTPAXKCHHBIX B HUX XO3SMCTBEHHBIX orepaluii, nudpopmanuu, pakrax u T. 1.

3.4. JlocTOBEpHOCTH Omepaiuii, 3aUKCUPOBAHHBIX B JOKYMEHTax, MPOBEpsSeTCS
U3y4eHHEM STHX M B3aUMOCBS3aHHBIX C HUMHU JIOKyMEHTOB, OTIPOCOM COOTBETCTBYIOIIMX
JOJKHOCTHBIX JIUI, OCMOTPOM OOBEKTOB B HATYpE H T.1.

3.5. 3aKOHHOCTh OTPAKEHHBIX B JIOKyMEHTax OIEpallil yCTaHaBIMBAETCS IyTEM
IIPOBEPKHU UX COOTBETCTBUS ACHCTBYIOLIEMY 3aKOHOIATEIbCTBY.

3.6. Ilpu BbisABIEHUHM (AKTOB HCMONB30OBAHUS MOJAEIBHBIX JOKYMEHTOB
HEOOXOMMO HE3aMEIIUTENBHO MPOUH(DOPMHUPOBATh AUPEKTOPa YUPESKICHHS, a TaKKe
IOPUHATH COOTBETCTBYIOIIME MeEpbl IO HEAOMYLIEHUIO COCTaBJIEHUS HeOo(UUUaTbHON
OTYETHOCTH M UCIIOJIb30BAHUS MOJIEIBHBIX TOKYMEHTOB.

IV. lelicTBusi pa0OTHUKOB NMPU BOBHUKHOBEHNH COMHEHUIH B MOJJIMHHOCTH
MPEACTABJIECHHBIX J0KYMEHTOB

41. B cinyyae BO3HUKHOBEHHS OOOCHOBAHHBIX COMHEHUN B MOJJIMHHOCTU
IPEJCTaBICHHBIX  JIOKYMEHTOB  (IUIUIOMOB, YIOCTOBEPEHUH, CcepTU(PHUKATOB) U
JIOCTOBEPHOCTH  COJEpKallelics B HUX HMHPOpMALMM PAOOTHUKH  YUPEKICHUS,
OCYILECTBIISIOLIME HEMOCPEJACTBEHHYI0O O0O0pabOTKy M YYeT KOPPECHOHAECHUUHU J1O0
MPaBOBYIO 3KCHEPTHU3Y, 00s13aHbl MPEANPUHUMATL MEPbI, HANPABICHHbIE HA YCTpPaHEHHUE
BO3HHMKIIMX COMHEHUI U Ha MOJYyYEHHUE JONOJHUTENBHBIX CBEICHUM.

4.2. Tlpu BO3HUKHOBEHHHM y PaOOTHHKA YUPEXKIEHUS COMHEHUH B TOJIMHHOCTH
JIOKYMEHTa, OH 00s513aH He3aMeJJIUTEIBLHO COOOIUTh (B BUJE CIYX)EOHOU (IOKIIAIHON)
3alUCKH) 00 3TOM JUPEKTOpY YUpexACHUS UIs NMPUHATHUS JaJbHEWIIEro perieHus C
LEIbI0 TPOBEPKH MOMJMHHOCTU MOCTYNUBIIMX JOKYMEHTOB OT paOOTHUKA TpU
TPYIOYCTPOUCTBE.

4.3. PaboTHHMK, OTBETCTBEHHBIM 3a MPOBEPKY MOJJIMHHOCTH JOKYMEHTOB IIpHU
TPYJOYCTPOIMCTBE, CHUMAET KOMHM C TNPEIOCTABICHHBIX [TOKYMEHTOB (AWIUIOMa 00
00pa30BaHUU U UHBIX JOKYMEHTOB) U TPOBOJIUT NEPBUYHBIA BU3yaJIbHBIN aHAIM3.

4.4. Cpenenus o0 00pa3oBaHMM pPaOOTHUKA MPUPABHUBAIOTCS K IMEPCOHATBHBIM
nanHbIM. CornacHo 1. 3 cT. 86 TK P® (ananornynas HopMa COAEP>KUTCS Takxke B il 1 1.2
cT. 10 ®enepanbHoro 3akoHa ot 27.07.2006 r. Ne 152-®3 “O nepcoHaIbHBIX JTaHHBIX )
BCE IIEPCOHANIbHBIE JaHHbIE pabOTHHKA CleqyeT MoJydaTh OT Hero camoro. Ecnu
NIEPCOHAJIBHBIE JAHHbIE pAa0OTHHKA BO3MOYKHO MOJIYYUTh TOJBKO y TPEThEHl CTOPOHBI, TO
pabOTHHK JOJIKEH OBITh YBEAOMJIEH 00 3TOM 3apaHee, U OT HETO JOJKHO OBITh MOTY4EeHO
NUCBbMEHHOE COTJIACHE.



45. Pa0OOTHHWK, OTBETCTBEHHBIM 3a MPOBEPKY IMOJIMHHOCTH JOKYMEHTOB IpHU
TPYJIOYCTPOMCTBE, 00s13aH COOOIIUTh PaOOTHHUKY, MPEIOCTABUBIIEMY JOKYMEHT,
BBI3BIBAIOIINNM COMHEHWE B €r0 NOJJIMHHOCTH, O LEJsA, IPEANOIaraéMblX MCTOYHUKAX U
croco0ax MOJy4YeHUs MEPCOHANBHBIX JIAHHBIX, & TaKXKe O XapaKTepe M IMOCIEACTBUIX
OTKa3a pabOTHHUKA J1aTh MMCbMEHHOE COTJIaCue Ha UX MOJIyYECHHE.

4.6. Tlocne odopmieHuss cornacuss paOOTHUKAa Ha TMOJY4YEHHE MEPCOHATBHBIX
JAHHBIX, B COOTBETCTBUM C 3aKOHOAATENbCTBOM P®d, B ciydae NpuHATHS ITUPEKTOPOM
pEILIECHHs] O HANPABJICHUU 3alpoOCa B MHCTAHIIMIO, BBIJABIIYIO JTOKYMEHT, BBI3bIBAIOLIUN
COMHEHHE B €ro IOJJIMHHOCTH, JAaHHOE pPEIICHUE JOBOAUTCA 1O PYKOBOIAUTENS
VHCTAaHLUMM, IPEIOCTABUBIIEIO JOKYMEHT, M HalNpaBisIeTCA 3alpoCc B aapec JTOHU
WHCTAHLINH.

4.6. 3anpoc B WHCTAHIIMIO, BBIIABIIYIO JOKYMEHT, BBI3BIBAIOIINA COMHEHHS B €TO
MOJIMHHOCTH, perucrpupyercsa B JKypHane perucTpanuu 3anpocoB Ha MOATBEPKIACHUE
o UTMHHOCTH JToKyMeHTOB ([Tpmmoskenne Ne 1) ¢ yka3aHWeM MOCIEAYIONMIETO OTBETA.
KypHan peructpanuu 3ampocoB BEAETCS W XPAHUTCA y JIHMIA, OTBETCTBEHHOTO 3a
IIPOTUBOAECHUCTBUE KOPPYIILIMU B Y UPEKICHUH.

4.7. B cnydae mOJy4eHHUS TIOJIOKHUTEIIBHOTO OTBeTa (yKa3aHUS B JOKYMEHTE
uH(pOpMAIMM HECOOTBETCTBYIOIIEH AEHCTBUTEIBHOCTH WJIM JIOKYMEHT HE BbIIaBaJICA
JAHHOW WHCTaHLMENd WU Ap.) AUPEKTOP YUPEKAECHUS pPACCMATPUBAET MPEACTABICHHbBIC
JOKYMEHTBl M IIPUHUMAET PENIEHWE O HANpaBJICHUW 3asBJICHUS O IPU3HAKax
COBEPILICHHOTO NPECTYIUICHUS B  IPABOOXPAHUTEIIbHBIE OpPraHbl B  IOPSIKE,
npeaycMoTpeHHOM [lotoxkeHneM 0 COTpyJHUYECTBE C TPABOOXPAHUTEIIBHBIMU OPraHaAMH.

4.7. CnyxeOHble (IOKJIAIHBIC) 3aMHCKA W TPWIOKEHHBIE K HHUM MaTepUalbl
NepPEeAI0TCS JIMIlY, OTBETCTBEHHOMY 32 MPOTUBOACHCTBUE KOPPYHIUHU Il O(POpMIEHUS
3asBJICHUS B IPABOOXPAHUTEIBHBIC OPTaHbI.

4.8. IlpencrapieHHbie B YupexkJAeHUE HEICUCTBUTEIbHBIE TOKYMEHTHl WU HX
KOIMU HE MOJJIEKAT BO3BPATY B CBS3U C MX BO3MOKHOM BBIEMKOM ITPABOOXPAHUTEIBHBIMU

OopraHaMu U NOCJICAYIOIIVM IMPHU3HAHUEM BCIICCTBCHHBIMHA J1O0KA3aTCIILCTBAMMU.

V. lloaroroBka u HanpaBJieHUE B MPABOOXPAHUTEIbLHbIE OPTraHbI
3asiBJICHUI O COBEPIICHNHU NMPeCTYNJIeHUSs

5.1. Ha ocHOBaHMHM IIMCBMEHHOIO YyKa3aHUs AUPEKTOpa YUpEekKACHUS JIHILO,
OTBETCTBEHHOE 3a IPOTUBOACHCTBUE KOPPYIILIMK, B TEUEHUE 5 THEH TOTOBUT 3asBICHUS U
IpUJIaraeMble K HUM Marepuaisl, kotopble B nopsake cT. 141 YIIK P® nanpasistorcs B
IIPaBOOXPAHUTEIIBHBIE OPraHbl 3a MOAIUCHI0 JUPEKTOPA Y UPEKICHUS.

5.2. 3asBleHHE B IPaBOOXPAHUTENIbHbIE OpraHbl O IPU3HAKAX COBEPILIEHHOTO
npecTyIieHus (IpelocTaBIeHUsl NOAEIbHBIX TOKYMEHTOB) peructpupyercs B JXKypHane



perucTpanuu 3asBiI€HUN B MPABOOXPAHUTEIbHBIE OPraHbl O COBEPIICHHOM MPECTYIICHUU
(ITpunmoskenne Ne 2) ¢ yka3aHuHeM B TOCHEIYIOHIEM peleHud. JKypHal perucrpariu
3asIBJICHUN BEJIETCS U XPAHUTCSA Y JIUIA, OTBETCTBEHHOIO 3a IMMPOTUBOICHUCTBUE KOPPYIILIUU
B YUPEXKICHUMU.

5.3. Ilpu moctymieHny B YUpeKICHHE MOCTAHOBICHUSI 00 OTKa3e B BO3OYKICHHUH
YTOJIOBHOTO JIeJIa JIMIIO, BBIHECEHHOTO B mopsike 4. 1 cT. 148 VIIK P®, oTBeTCTBEHHOE 32
MPOTUBOJCHCTBUE KOPPYMIIMH, COTJACOBBIBAET C JUPEKTOPOM I1€J1ecCO00pa3HOCTh
JabHENIIEro 00KaJoBaHNsl YKa3aHHOTO MOCTaHOBJICHHUS.

V1. OTBeTCTBEHHOCTD.

6.1. B YupexneHuu 3arnpeiieHo UCI0JIb30BaTh HEYTBEPKACHHbBIE (POPMBI OTUETOB,
a1M00 OTYETHI, COZIEpKAIINE HETOCTOBEPHYIO MH(pOpMaIHio. B ciiydae BhISIBICHUS JaHHBIX
(akTOB, paOOTHUKH MPUBJIEKAIOTCA K TUCHUIUIMHAPHON OTBETCTBEHHOCTH.

6.2. [Ipu oOHapy>KeHUU COCTaBICHHUS HEOPHUIIMATBFHOW OTUYETHOCTH IOJDKHOCTHBIC
auna, pabOTHUKU YUpEeKIEHHUs, B UbM IOJHOMOYMS B COOTBETCTBHM C JOKHOCTHBIMHU
00s3aHHOCTSIMM BXOAMUT TMOATOTOBKA, COCTaBJIEHUE, MPEACTABICHUE W HalpaBlICHUE
OTYETHOCTH, HECYT NEPCOHAIbHYI0 OTBETCTBEHHOCTbh 3a COCTaBJICHHE HEO(UIIMATbHON
OTYETHOCTH U MCIOJIb30BAHMS MOEIbHBIX JOKYMEHTOB.

VI1I. 3akaouuTeabHbIe MOJT0KEHUA

7.1. Hacrosmee IlomokeHne MOMICKHUT 00sA3aTEILHOMY OITYOJIMKOBaHUIO Ha
opUIMATBLHOM caiiTe yupexxaeHus B cetu HTepHerT.
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