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[TosoxxeHue

O MEPAX A0 HEJIOIIYIIJEHHIO COCTABJIEHWA HEO®UITMAJILHO OTYETHOC 111 1
VCITOJIb30BAHMA ITOJAEIBHBIX JJOKYMEHTOB

1. O6mme MoJIoKeHHs

1.1. Hacrosmee IlonmoxeHue O Mepax IO HEIOMYyIICHHUIO COCTaBJIC!H il
HEODUIMAILHOW OTYETHOCTH M HCHOJIB30BAHMA TIOJIENIBHBIX JIOKYMEHTOB (Jaiec
ITonoxenue) B MAOY COILI Ne 4 (nanee - yupexieHie) pa3paboTaHo B COOTBETCTBUH CO
cratheii 13.3 ®epepanbHOro 3aKOHa OT 25 nexabps 2008 T. No 273-®3 “O
IPOTHBOJEUCTBUU KOppYILUHA.

1.2. TlonokeHWe perjaMEHTUpYeT IIOPAAOK paGoTBl C JOKyMEHTaMd [1p1]
 CcoCTaBeHWH ~OGUUMANBbHOH  OTYCTHOCTH, € JHOKYMEHTaMHM, [PEACTaBIAEMBIN
paGoTHUKaMHU MPH TpymoycTpoiicTBe (JIM0O B MPOLECCe BBINOTHEHHA MU JIOJDKHOCTHbIX
oGs3aHHOCTeH), BBHI3BABIIMMH ~ OOOCHOBAHHBIC — COMHCHUA B INOIMHHOCTH U
JIOCTOBEPHOCTH H3JI0XKEHHBIX B HHUX CBEJICHHI, C JOKyMEHTaMH IpPeJICTaBIAeMBbIMH '
paGOTHUKAMH B POLIECCE PEATM3aLH JeATELHOCTH VupexxieHus.

1.2. TTonoXeHHe YCTaHABIMBAET MPOLEyPy MOATOTOBKH 1 HaIpaBJICHHUA 3asBIICH |
B IPaBOOXPAHHUTEJIBHbIE OPTaHbl O COBEPIICHHOM NpeCTYyIIEHUH.

1.3. Hacrosmee ITonoxenne 00s3aTeNbHO I MPUMCHEHHSA BCCMH pabOTHUKAM /i
yupex/IeHHs, HaXOIAIMECs B TPY/IOBBIX OTHOLICHIAX, BHE 3aBUCHMOCTH OT 3aHMMaeM !
JOJKHOCTH U BBIIOMHIEMBIX (QyHKIIHH.

1.5. Hacrosmee IlonoxkeHue BCTymaeT B CHJIy C MOMEHTa €ro yTBEPKIACHMUS
neficTBYET 10 MPHUHATHS HOBOTO.

II. OcHOBHBbIE MOHATHSI H TEPMHHDI

2.1. JIOKyMeHT — MaTepUabHbIi HOCUTEIb C 3a()UKCHPOBAHHON HAa HEM B moOoit
dopme uHdOpMAIKEH B BHJIE TEKCTA, 3BYKO3AIHCH, M306paXkeHus ¥ (MIIM) UX COYUETaH! .
KOTOpBIN HMeeT PEKBU3HUTHI, TO3BOJISIOIIHUE ETO WIeHTHQHUIMPOBATh, U MPeIHA3HAYCH /11
mepelaud BO BPEMEHM M B IPOCTPAHCTBE B LEIAX 06IIECTBEHHOTO HCIIOJIB30BaHUS I
XpaHeHUsI.

2.2. OpuuHAIbHbIH JOKYMEHT — [IMCBbMEHHBIN aKT, BBITIOJHEHHbIH Ha OyMaXiio
HOCHTeNe, YAOCTOBEPSIOIIHH KOHKPETHbIC dakThl U COOBITHS, KOTOPBIE BICKYT
MCIIOJB3YIONIUX €ro JIMI ONpe/IeIeHHbIE MOCIENCTBHA. OduIMaIBHBIA JOKYMEHT JOJIKC!!
COZIep)KaTh YCTAHOBJIEHHBIE PEKBU3HUTHI.

23. Dx3emmasip — o0pasenl THPAXUPOBAHHOTO JOKYMEHTa, MIEHTHYHb! |



- OpuruHaiy.

2.4. CTaTHCTHYECKAsl OTUYETHOCTh — CHCTeMa KOJIWYECTBEHHBIX M Kad1eCTBCHHDI
[ToKa3aTeneil, XapaKTepu3UpHyIOIHUX padoTy yIpEKACHHU 32 OIpeeNIeHHbIH CPOK.

2.5. Buabl npuMeHsieMOil OTYeTHOCTH:

- rocyJapcTBeHHAsi H BeJOMCTBEHHasl OTYETHOCTD - OTYETHOCTH, COCTABIISAEN &/
HA OCHOBE YTBEPXIECHHBIX yHUPUIMPOBAHHBIX dopM © B COOTBETCTBHH C
yTBEpPKI€HHBIMM HOPMAaTHBHBIMH JJOKYMEHTaMU;

- BHYTpeHHsii OTYETHOCTH - paspaboTaHHble W YTBEP)KACHHBIE AMPEKTOPON
VupexaeHus: OIaHKH. O6s3aTeNbHBIME ~ PEKBU3UTAMH OTHX OTYETOB  SBIIAKOTCL
HaMMEHOBaHWe OpraHW3alli¥, Ha3BaHWe BHIA NOKYMEHTa, Jara H HOMEp HOKyMer i,
MEeCTO COCTaBJIEHUs, 3ar0JIOBOK 110 TEKCTY, INOAIHKCE, rpu¢ yTBepXIeHus (Ha oTyeTax) Wil
PE30IIOLHS AUPEKTOPA YIPEKACHHS (Ha cripaBKe OTYETHOT'O XapakTepa).

2.6. Tlon HemeHCTBUTENFHBIMU JOKYMEHTaMH CIIEyeT IOHMMATh.

26.1. TIONHOCTBIO W3rOTOBJIEHHBIE (QUKTHBHBIC IOKYMCHTBI WIH MOUTAHH b1
JIOKYMEHTBI, B KOTOpbI€ BHECEHBI H3MEHEHHS ITyTeM IIOJJYUCTOK, JOIMHUCOK, UCIIPABIICH 1]
WIM YHHYTOXKEHHS 4YacTH TEeKCTa, BHECEHH: B HHX JTOTIOJTHATEIBHBIX J@HHBI .
- POCTaBIIEHHs] OTTHCKA TO/UICNIBHOTO 1UTaMIIa MK TIedaTi 1 T.II.

26.2. ®akTHUeCKH SBISIOIIHECS MOUIMHHBIMH, HO COJCPXAIIHC CBEJIEHUS, HC
COOTBETCTBYIONIME AeHCTBUTENLHOCTA. OHH COXPAHSIOT BHEIIHNE NpU3HAKH U PEKBU3UTL! -
HaJUIeXaIUX JOKyMEHTOB (W3rOTaBIMBAlOTCS Ha opuManibHOM OJlaHKe, COmepy
HAMMEHOBAHHE NO/DKHOCTEH M (DaMUIIMM JIMII, YIIOJHOMOYEHHBIX HX IOIIMHCHIBATL .
OHAKO BHECEHHBIE B HHX CBEICHUA (TexcT, UMQpPOBBIE JaHHBIE) ABJAIOTC!
chanbcuUIMpOBaHHBIMH.

2.6.3. BplgaHHble C HapylIEHHEM YCTaHOBJICHHOrO MOpsIKa, T.C. B PE3yJbTdl-
3710yNOTpeOIeHNs TOJDKHOCTHBIM JIMIIOM CITyXeGHBIM TIOJIOKEHUEM HIIM COBEPILICHHS
XaJIATHBIX IEHACTBHIM MPH BbIIa4Ye 3TOrO JOKYMEHTA.

27. Wcronp30BaHMe HENEHCTBUTENBHBIX [IOKYMEHTOB 3aK/IO4acTes B - Ix
TNpeICTaBICHUH B KayeCTBE OCHOBAHH# JUIi TPYAOYCTPOMCTBa, a TaKXe IPOBEACHH
MIO60r0 U3 JeHCTBHM, OTHECEHHBIX K KOMIIETCHIIUH YIPEKACHHUA.

2.8. IlepcoHanbHBIE NaHHBIC - geoOxonmumas Ui paboTonaTens uHbOpMaIHs
CBSI3Y C YCTAHOBJICHMEM TPYIOBBIX OTHOILICHHUH 1 Kacarommasicss KOHKPETHOro pabOTHHKA.

I11. IopsiA0K NMPOBEPKH I0KYMEHTOB Ha NOJJIMHHOCT H COCTABJICHHS opHIHAIBHOI
OTYETHOCTH

3.1. [JOJDKHOCTHOE JIMIIO, OTBETCTBEHHOE 32 COCTaBJIEHHE JIOKYMEHTOB IO CBOEC!i}
HANpPaBJICHUIO JIEATENBHOCTH, BEICT HETNOCPEACTBEHHBIM KOHTPOJIb M PeryJisipiio
OCyILIECTBIISIET ~TIPOBEIEHHE TPOBEPOK Ha npeaMeT IOJUIMHHOCTH  JOKYMEHTOR,

oGpasyiomuxcss y paGOTHHKOB VYUPEXACHHS, HAXOAANMXCA Y HEro B IPAMON
IIOTUUHEHUH.

3.2. Tlpu TpoBeAEHHH NpPOBEPOK YYHUTHIBATh, HTO MOMIMHHOCTH AOKYMEHTOD



<YCTAaHABIIMBACTCSA IIyTEM IIPOBEPKH pEAIbHOCTH HMMEIOIIMXCS B HHUX IOAMMCE!]
* JIODKHOCTHBIX JIHI[ H COOTBETCTBHS COCTABICHHS JOKYMEHTOB J1aTaM OTPaXXE€HHUS B HHX
omnepauuii, ”HpopMauu, GakToB H T.1.

3.3. Ilpy 9TeHHH TOKYMEHTOB, IIOCJIe YCTAHOBIEHUS MX MOUIMHHOCTH, HEOOXOMM N O
NPOBEPATh JOKYMEHTBI IO CYyLIECTBY, TO €CTh C TOYKH 3pEHHs IOCTOBEPHOC!!!.
3aKOHHOCTH OTPaXXEHHBIX B HUX XO3SHCTBEHHBIX OIepanuii, uHGopManuu, hakrax u T. J1.

3.4. TocTOBEpPHOCTh OMNepanyii, 3apUKCHPOBAHHBIX B JOKyMEHTaX, IIPOBEPSIETCS]
H3YYEHUEM 3THX U B3aUMOCBS3aHHBIX C HUMH JIOKYMEHTOB, OIIPOCOM COOTBETCTBYIOIINX
AOJDKHOCTHBIX JIML, OCMOTPOM OOBEKTOB B HATYpE M T.1I.

3.5. 3aKOHHOCTH OTpa)KEHHBIX B JOKYMEHTaX ONepaldii yCTaHaBIMBAeTCS My TeM
IIPOBEPKH UX COOTBETCTBHS AEHCTBYIOLIEMY 3aKOHOAATEbCTRY.

3.6. Ilpu BbsIBIeHHH ()aKTOB HCIOJNB30BAHHUS  ITOJUIEIBHBIX JOKYMEHTO |
HEOOXOIMMO He3aMeJUTHTEIFHO MPOUH(GOPMHUPOBATh AUPEKTOpa YupexzaeHus, a Takxkc
NPUHATE COOTBETCTBYIOIIME MEpBI IO HENOINYIIEHHUIO COCTABIECHHS HeO(GHIMAIBHOI
OTYETHOCTH M HCIIOJIb30BaHMs IOANEIBHBIX JOKYMEHTOB.

IV. leiicTBus paGOTHHKOB NPH BO3HUKHOBEHHH COMHEHHIi B MOAJIHHHOCTH
NpeacTaBJIeHHbIX JOKYMEHTOB

4.1. B ciydyae BO3HHMKHOBEHHS OOOCHOBAHHBIX COMHEHHI B MOJUTUHHOCTH
NPEACTABICHHBIX ~ JJOKYMEHTOB  (IMILUIOMOB, YIOCTOBEpPEHHH, CepTH(HHKATOB)
AOCTOBEPHOCTH  COJEpXKaIleiicss B HHMX HHOOPMAlMU pPaGOTHUKH  YUPexkIeH! .
OCYLIECTBIIAIOIINE HENOCPEACTBEHHYI0 OOpabOTKYy M yYeT KOPPECIOHACHIMH JIH((
NPaBOBYIO IKCIEPTH3Y, O0s3aHbI NPEANPHUHAMATE MEpHI, HANPABIECHHBIE HA YCTPAHEH!C
BO3HMKIIIMX COMHEHH U Ha MOJIy4Ye€HHUE JOMOJIHUTENBHBIX CBEICHMUIA.

4.2. Ilpu BO3HHKHOBEHHH y pabOTHHMKA y4YpeXIEHHUS COMHEHHH B MOIMHHOCT)!
JIOKyMEHTa, OH 00s3aH He3aMeUIUTENBHO COOOLIUTE (B BHAE CIYXeGHOH (HOKIamHO
3aMUCKH) 00 3TOM IMPEKTOPY YYPEXAEHUs I NMPHHATHS JalbHEMIIEro peLIeHMs
[EIbI0 TNPOBEPKH IMOMIMHHOCTH IOCTYNMBIIMX JOKyMEHTOB OT pabOTHHKA Ipii
TPYAOYCTPOMCTRBE. A

4.3. PaGOTHHK, OTBETCTBEHHBI 3a MPOBEPKY IOMIHHHOCTH JIOKYMEHTOB TP}
TPYZIOyCTPOHCTBE, CHHMAeT KONMMH C INpPENOCTABIEHHBIX JOKYMEHTOB (IHIIOMA
00pa3oBaHMMH U MHBIX JOKYMEHTOB) ¥ POBOIMT [EPBUYHbII BU3YaJIbHBIN aHAJIU3.

4.4. Csenenust 06 oOpa3oBaHWM paGOTHHMKA IPHPABHHUBAIOTCS K IIEPCOHAIIBHBI M
AaHHBM. CornacHo 1. 3 ¢1. 86 TK P® (anHanorndHas HopMa CONepKHTCS TaKxke B .1 1.2
cT. 10 @exepainbHoro 3akona ot 27.07.2006 r. Ne 152-®3 “O mepcoHaNbHBIX AaHHBIX )
BCE TMEPCOHAIBHBIC NaHHbIE DabOTHMKA CleQyeT MOJyd4aTh OT HEro camoro. Ecii
TePCOHANbHBIE IAHHBIE PAOOTHHUKA BO3MOXKHO IONYYHTH TOJIBKO y TPEThel CTOPOHSI, '

PabOTHUK NOJKEH OBITH yBeOMIIEH 06 3TOM 3apaHee, H OT HEro JOJDKHO OBITH HOJTy4eHO
IIHCBMEHHOE COTJIacHe.



«’

4.5. PabOTHMK, OTBETCTBEHHBIH 3a INPOBEPKY MOAJMHHOCTH JOKyMEHTOB IIpi
TpymOycTpoiicTBe, 00s3aH COOOIMTh pabOTHHKY, TNPEAOCTABUBIIEMY JOKyMCHT.
BBI3BIBAIOINMI COMHEHHE B €ro IOMIMHHOCTH, O L, MPeArosaraéMbiX HCTOYHHKAX I
crioco6ax MONydeHHs MEPCOHANBHBIX NaHHBIX, @ TAKKe O XapakTepe M IMOCHEACTBHIIX
OTKa3a pabOTHHKA JaTh NMCHMEHHOE COITIaCHe Ha MX IMOJIyCHHE.

4.6. Tlocne odopmieHus coriacuss pabOTHHMKA Ha MONYYEHHE MEPCOHATBHLIX
JIaHHBIX, B COOTBETCTBHMM C 3aKOHOAaTelhcTBOM P®, B cilyuae NPUHATHS AMPEKTOPOM
pellleHHsl O HANpPaBIeHHH 3ampoca B MHCTaHIMIO, BBIIABLIYIO NOKYMEHT, BBI3BIBAIOILI! i1
COMHEHHE B €ro TOMJMHHOCTH, J[JaHHOE pelleHHe JOBOAUTCS [0 PYKOBOIUTC!
MHCTAHIMM, TpPEJOCTABUBIIETO JOKYMEHT, ¥ HANpaBjAeTCs 3ampoc B alpec 3TO
WHCTAHIIUH.

4.6. 3ampoc B MHCTAIWIO, BBINABIIYIO JOKYMEHT, BBI3BIBAIOIIMH COMHEHMS B €ro
IIOJTHHHOCTH, perucrpupyercsi B JKypHae perucTpaly 3anpocoB Ha MOATBEPKIACHNC
TOJUTMHHOCTH JOKYMEHTOB C yKa3aHueM Iocieyromero orsera. JKypHan perucrpaiiii
3aMpOCOB BEETCS M XPaHHUTCS Y JIULA, OTBETCTBEHHOIO 32 NPOTHBOJEUCTBUE KOPPYIILIKY i:
YupexxaeHuH.

47. B ciydae TIONydYeHHs MOJNOXHTENBHOTO OTBeTa (yKa3aHMs B JIOKyMEHTC
MH(pOpMAIlA HECOOTBETCTBYIONIEH JEHCTBHTENPHOCTH WM [OKYMEHT HE BBIAABAJICI
JaHHOM WHCTAHIMeH M Ip.) AMUPEKTOp YUpEeXIEHHs pacCMaTpHBAaeT MPEICTABICHHLIC
JOKyMEHTHl ¥ TNpPHHHAMAeT pelleHHe O HanpaBjIeHWM 3asBICHUA O TPU3HAK:
COBEpPIIEHHOTO  MpPEeCTYIUICHHs B  NPaBOOXPAHUTEIbHbIE ~ OpraHbl B IOPAJC,
npeaycMoTpeHHOM [ToN0XKeHHeM O COTPYAHUYECTBE C NPAaBOOXPAHUTEIbHBIMH OpraHaMH.

47. CnyxeOHble (DOKIamHBIE) 3alMMCKA M IPWIOKECHHBIE K HAM MaTepHallbi
TepelaloTCs JIMIYY, OTBETCTBEHHOMY 32 NPOTHBOASHCTBHE KOPPYIILHH U odopmiten i«
3asBJICHUS B IIPABOOXPAHUTEIbHBIE OPTaHbl.

4.8. TlpenacrtaBieHHBIE B YUYPEXICHHE HEACHCTBUTENbHbIE IOKYMEHTBI MM X
KOIMH He MOUIEKAT BO3BPATy B CBS3H C MX BO3MOXXHOM BHIEMKOHU MPaBOOXPAHUTENIbHBIMI
OpraHaMM U MOCJIEYIOMIM NPU3HAHUEM BEIECTBEHHBIMH JI0Ka3aTeIbCTBAMH.

V. IloAroToBKa H HanpaBJieHHEe B IPABOOXPAHHUTE/IbHbIE OPraHbl
3asiBJICHHH O COBepILIEHHH NMPECTYNJIeHHS

5.1. Ha ocHOBaHMM IIMCbMEHHOIO YKa3aHUs IHUpPEKTOpa YUYpeXICHHS JIHULO.
OTBETCTBEHHOE 3a NPOTUBOJIEHCTBUE KOPPYIIHH, B TeUEHHE 5 THEH TOTOBUT 3asiBJICHHS 11
TpUIaraeMble K HIM MaTepHaibl, KOTOphIE B Mopsiake cT. 141 VIIK P® HanpaBIistOTCs 1
IIPaBOOXPAHUTENIBHbIE OPIaHbl 32 MOMKCHIO AMPEKTOPa Y UPEIKICHH.

5.2. 3asBieHHMe B MPABOOXPAHUTEIbHBIE OpraHbl O IIPU3HAKaX COBEPLICHHOIO
TpecTyIieHus (IpeIoCTaBIeHNs MOIEeIBHBIX JOKYMEHTOB) PETHCTPUPYETCS B XKypnane



-ﬁemcmaumn 3asBJICHU B IPABOOXPAHUTEIbHbIE OPraHbl O COBEPIICHHOM IPECTYILICH !
C yKa3aHHEeM B IOCJIEHYIOIIEM PEIICHHS. JKypHan pericTpauyy 3asBICHHN BEACTCS i
XPAaHUTCS Y JIMIA, OTBETCTBEHHOTO 32 IPOTHBOJIEHCTBHE KOPPYIILIUH B YUPEXKICHUU.

5.3. Tlpu mOCTYIUIEHHM B Y4PEXICHHE MOCTAHOBICHUA 06 oTkaze B BO30OYXJEH!!!
YTOJIOBHOTO JI€J1a JIULIO, BEIHECEHHOTO B MOPAIKE . 1 ct. 148 VIIK P®, OTBETCTBEHHOEC 3¢
MPOTHBOJEHCTBAE KOPPYNIMH, COIJACOBBIBACT C  JHPEKTOPOM 11eJ1eC000pa3HOCTh
naipHeiero 06KayioBaHus yKa3aHHOTO IIOCTAHOBIICHHUS.

VI. OTBeTCTBEHHOCTD.

6.1. B yupexaeHHH 3alpelieH0 HCIIOJIb30BaTh HEYTBEPXKACHHBIC (bOpMBI OTYETOB.
60 OTUETHI, COAEPIKAIIME HeJOCTOBEPHYIO HHpopMalmio. B ciydae BEIABICHUA JAHHLIX
haxToB, paGOTHHUKHM IPHUBIIEKAIOTCS K IUCLUIUIMHAPHOW OTBETCTBEHHOCTH.

6.2. Ilpu oOHapyXe€HHH COCTABICHHSA HeOQHIMAIBHON OTYETHOCTH JODKHOCTHLIC
una, paGOTHUKYM YUpeKIeHHs, B YbH NONHOMOYHS B COOTBETCTBUH C MOIDKHOCTHLINT
OBS3aHHOCTSMM BXOOHUT IIOATOTOBKa, COCTaBJIEHWE, NPEJCTaBICHHC W HAlPaBJICHHC
'OTYETHOCTH, HECYT IIEPCOHANBHYIO OTBETCTBEHHOCTH 32 COCTABICHHC HeODUIHATIBHO
OTYETHOCTH U UCIIOJIB30BaHUs MOJIETBHBIX JOKYMEHTOB.

VII. 3ak/Ii04yuTebHbIe MOJI0XKEHH

7.1. Hacrosimee ITono)eHHe MOMIEKHUT O00A3ATEIBHOMY OImyOJIMKOBaHUIO Ha
oQHIMAIBEHOM CaiiTe YUpeXICHHUA B CCTH WHuTepHerT.



