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YTBEPXKIAIO
Jlupexrop MBY J10 «CII1 «boesbie
MepUaTKH»

2P P ) PECE i
ézéfj(j/é — 1'.B. KoO3aps

MNOJIOKEHHUE O HEAONMYIEHUY COCTABJEHUS
HEO®UUMUAJIBHON OTYETHOCTHU U
NCIOJb30BAHUS MOYIEJbHBIX JOKYMEHTOB B MBY 10 «CIl
«BOEBBIE MTEPYATKMU»

1. OBIIHUE MOJIOKEHW 1

1.1. Hacrosimee Ilonoxenue pa3paboTaHo B 1EJISAX HEJAOMYLICHUS COCTABIICHHs
HeO(UIMANTBHON OTYETHOCTH M HCIONB30BAHHWSI MOAJC/BHBIX JIOKYMEHTOB B
MYHMLHUIAIbHOM — OMOJUKETHOM  YYPEKISHMM  JOIMOJHMTENbHOTO — 0Opa3soBaHUs
«CriopruBHas mKkoia «boesble nepuatku» (Janee - YdpexaeHue), B COOTBETCTBUH
co crateeii 13.3 ®enepanbHoro 3akona or 25 aexabpst 2008 rona Ne 273-03 «O
npoTuBoeiicTBIUM Koppynuui», TpyaoBsiM kogekcom Poccuiickuit denepanuu ot
30.12.2001r. Ne 197-®3, denepanbHbIM 3aKkoHOM «O MepCcOHANBHBIX JaHHBIX» OT
27.07.2006r. Ne 152-®3. B cnyuae W3MeHEHHs 3aKoHoJarTenbcTBa Poccuiickoii
Desiepauny, peryjaupyroero cojgepkanue Hacrosiiero ITooxenus, B Hero
BHOCSITCS COOTBETCTBYIOLILE MONpaBKU u JOTIOJIHEHUS.

1.2. TlonoxkeHwe peryaupyeT TOpAAOK paboTel ¢ JTOKyMEHTaMH IpH
COCTaBeHUU O(DHUIIHAILHOW OTYETHOCTH, € JIOKYMEHTaMH, [PeACTaB/IAEMbIMU
pabOoTHMKAMH MpH TpyJaoycTpoiicTBe (nub0 B Tmpouecce BbIIOJIHEHUA HMH
MOMKHOCTHBIX ~ 00S3aHHOCTEH), BBI3BABIIMMH  OOOCHOBAHHbIE COMHCHUS B
MOJIMHHOCTH W JIOCTOBEPHOCTH, W3JI0KEHHBIX B HUX CBEJEHHH, C JOKyMEHTaMH
MpeacTaBIsieMbIMH  pabOTHUKaMM B NIpolecCe  peainsaluu  AeATeIbHOCTH
YupexieHus.

1.3. IlonoxeHue ycTaHaBIMBaeT TPOLEAYPY ITOATOTOBKW W HallpaBJICHHUA
3asBJEHUIl B IPaBOOXPaHWTENbHbIE OpraHel Mo  (QaxkTy MOJIENKH WU
npeaocTaBieHus MOAAEAbHbIX TOKYMEHTOB.

1.4. Hacrosimee Ilomoxenwe o0s3aTenbHO 171 NPUMEHEHUS  BCEMH
pabOTHUKAMH YUpeKICHHS, HAXOAAUINMHUCSA B TPYIAOBLIX OTHOLICHUSX, HE3aBUCUMO
OT 3aHMMAEMO# JJOJKHOCTH U BBITIOJIHSAEMbIX (PYHKIIMH.

2. OCHOBHBIE MMOHATUSA U TEPMUHbBI

2.1. JIOKyMeHT - MaTepUabHblii HOCUTE/b C 3a(pUKCUPOBAHHOH Ha HeM B JIH000H
Gopme uHpOpMalHedi B BHAE TEKCTa, 3BYKO3alMCH, W300paxeHWs M (WiIM) HX
COYeTaHMs, KOTOPBI MMEET PEKBHU3HUTHI, TO3BOJSIONIME €ro UACHTU(GULIHPOBATH, U



npenHa3HadeH JUIs Tepeadd BO BPEMEHH H MPOCTPAHCTBE B Hensax o0LEeCTBEHHOTO
WCIOJIb30BAHUA U XpPaHEHHA.

2.2. OdunpaibHbIi JOKYMEHT - [IMCHMEHHbIH aKT, BbITTOJIHEHHbIH Ha OyMaKHOM
HOCHTENe, YAOCTOBEPSIOLMN KOHKpeTHbIe (aKThl 1 cOOBITHSL, KOTOPbIE BIACKYT JUIsk
HCTIONB3YIOMMUX €ro JIMI OlpeJle/IeHHbIe TTOCICACTBHA. OduuraabHbIl JOKYMEHT
NTOJDKEeH COJepyKaTh yCTAaHOB/IEHHbIE PEKBU3UTLI.

2.3. Dx3eMmsp - obpasell THPaXUPOBAHHOTO JOKYMEHT4, UIIEHTHYHbIH
OpUTHHAILY.
2.4. JlokyMeHTHpoBaHHe — (QuKcalus uH(opMalMy Ha MaTepUasbHBIX

HOCHUTEJISIX B YCTAHOBJIEHHOM NOPAJIKE.

7 5 CraTHCTHYecKash OTYETHOCTD - CHCTeMa KONUYECTBEHHBIX 1 KaueCTBEHHBIX
MoKasareleil, XapaKTepH3yOMuX padoTy yupeKACHH 3a omnpeneeHHbBIH CPOK.

2.5. Bujibl IPUMEHSAEMON OTYETHOCTH:

2.5.1. TocynapcTBeHHas OTYETHOCTh - OTHETHOCTS, cocTaBlisieMass Ha OCHOBE
YTBEPXKIACHHBIX YHUPHLIHPOBAHHBIX GopM W B COOTBETCTBHH C YTBEPKICHHBIMA
HOPMATUBHBIMH JIOKYMEHTaMH.

2.5.2. BHYTpeHHSs OTYETHOCTD - Pa3pabOTaHHbIEe U yTBEPKACHHBIC JUPEKTCPOM
VupexaeHus OaHKH.

2.5.3. O6s3aTeIbHBIMH PEKBU3UTAMH 3THX OTYETOB ABIAOTCA:

- HaUMEHOBaHWE OpraHu3alkHy,

- Ha3BaHue BUJa JOKYMEHTa,

- 1aTa ¥ HOMep JOKYMEHTa;

- MECTO COCTABIICHUS;

- 3ar0JIOBOK I10 TEKCTY;

- MIOATIHUCH;

- rpud YTBepKACHHS (Ha OTYETaX) MM PE3OIIOLHsA INPEKTOpa yupeskieHus (Ha
CIpaBKe OTYETHOIO Xapakrepa).

2.6. Tlon HemelcTBUTENLHBIME JOKyMEHTaMU ClIeyeT IOHNMATh:

7 6.1. TIOMTHOCTBIO H3rOTOBIEHHbIE (DPUKTHBHBIC NOKYMEHTbI WJIH MOAJIMHHBIE
JOKYMEHTBI, B KOTOpble BHCCEHBI HM3MCHCHHA MyTCM MOAYUCTOK, JOIMHUCOK,
WCIIDABIIEHUSl YHMHYTOXKEHMs HacTH TeKCTa, BHECeHMA B HHX JOTIOJTHUTENIbHBIX
JaHHBIX, IPOCTABIEHUS OTTHCKA NO/UIENBHOrO IITaMIIa UK MeqaTH i T.II.

7 6.2. MaKTHYeCKH ABJSIOUIAECS MOLTHHHBIMHA, HO COACPIKALIME CBEACHHA, HE
COOTBETCTBYIOIIME JeiCTBUTENBHOCTH. OHM COXPAHAIOT BHEIIHME NpU3HAKK U
PEKBH3UTBI HA/UIEKALINX JIOKYMEHTOB (M3roTaBIMBAIOTCS HA OQUIHATBHOM OnaHke,
cojepkaT HaMMEHOBaHHE JODKHOCTEH U UL, YIOTHOMOYCHHBIX HX [OJMUCHIBATH),
ONHAKO BHECEHHble B HHX CBeIEHHS (TEKCT, dpoBble JaHHBIE) SABJIAIOTCS
cdanbcuULMPOBAHHBIMM.

7.6.3. BblgaHHble ¢ HapylIeHHeM yCTAHOBIEHHOrO MOpsaKa, T.e. B pe3ysbTatre
3710yNOTpeOIeHHs TOKHOCTHBIM JIHIIOM CITyKeOHBIM TOJI0XKEHHEM HITH COBEPIICHHU
1M Xa/iaTHBIX AENCTBHI PH Bbljla4ye 3TOro J0KyMeHTa.

2 7. WcCHoJib30BaHUE HEJCHCTBUTENbHbIX JOKYMEHTOB 3akjoHaeTcs B HX
NpeJICTaB/eHHN B Ka4eCTBE OCHOBAHUI /IS TPYAOYCTPOHCTBA, a TAKKe JUis nobdoro
W3 feiicTBUM, OTHECEHHBIX K KOMIMETCHIHH YUPEHKACHHUA.

2.8. IepcoHanbHble JaHHbIE - HeOOXoaUMAA JUIA paborojarens MHpopMaLus B
CBA3M ¢ YCTAHOBJEHMEM TPYAOBbIX OTHOLICHHH H Kacarollaics KOHKPETHOI0
paboTHWKa, B MpoOUecce HCHOJHCHHS — AOJDKHOCTHBIX 00s3aHHOCTEN  TPH
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npenoCTaBJI€HUH, TTOJYUEHHUN PYKOBOOATEIEM CBEJICHUH, NMpeaoCTaBIAIOMIUX JIBI'OThBI
H rapaHTHH.

3. MOPAAOK ITPOBEPKHU JOKYMEHTOB HA NOAJIMHHOCTDb U
COCTABJIEHUS O®PUITUAJIBHOU OTYHETHOCTH

3.1. JomXKHOCTHOE JHLO, OTBETCTBEHHOE 3a COCTaBJIEHHE JOKYMEHTOB IIO
CBOEMY HalpaBlieHHUI0 JeATelbHOCTH, BeJEeT HEeNOCPEICTBEHHbIM KOHTPOJb H
peryyisipHO OCYLLIeCTBJIsieT MpOBeAeHHE MPOBEPOK Ha MpPeAMET MOJUIMHHOCTH
JOKYMEHTOB, MOAr0TaBIMBAaeMbIX PaOOTHUKAMHU YUpexkIeHHs, HaXOASIIMUXCS Y HEro
B NMPSMOM NMOJYHHECHHUH.

3.2. Tlpu npoBeneHHMH MPOBEPOK YUYWTHIBATH, YTO MOJUIMHHOCTH JIOKYMEHTOB
YCTAaHABJIUBAETCA IIyTEM [IPOBEPKH pEAJbHOCTH HMMEIOIMUXCS B HUX IOANHCEH
JNOJKHOCTHBIX JIMILl U COOTBETCTBHS COCTABJICHHS HOKYMEHTOB JaTaM OTPaKEHHS B
HUX omnepauuil, nHpopMauuu, GakToB U T.1.

3.3. Ilocne ycTaHOBJIEHUS MOJUIMHHOCTH JIOKYMEHTOB, HEOOXOAMMO MPOBEPUTH
JOKYMEHTbl [0 CYLUECTBY, TO €CTb C TOYKH 3peHHUS JOCTOBEPHOCTH, 3aKOHHOCTH
OTpa’KE€HHBIX B HUX XO3SHCTBEHHBIX OmNepanuii, nHpopMaunu, GpakToB U T.1.

3.4. JlocToBepHOCTb Ollepaluii, 3a)UKCUPOBAHHBIX B JIOKYMEHTAX, [1POBEPSAECTCH
U3y4eHUEM OTUX U  B3aUMOCBS3aHHBIX ¢ HHUMHM JIOKYMEHTOB, OIIPOCOM
COOTBETCTBYIOIIMX JOJIKHOCTHBIX JIUL, OCMOTPOM OOBEKTOB B HATYPE U T.J.

3.5. 3aKOHHOCTB OTPAXKECHHBIX B INKYMEHTaX OIlepalliii ycTaHaBIMBAETCA ITyTeM
MPOBEPKM MX COOTBETCTBUS JeHCTBYIOIEMY 3aKoHojaTelbcTBY Poccuiickon
Qe nepauuu.

3.6. Ilpy BBIsBICHUMH (HAKTOB MCIONB30BaHHUS TTOAMCIBHBIX JOKYMEHTOB
HEOOXOAMMO He3aMeJIMTeIbHO MPOUH(POPMUPOBATh AUPEKTOpa Y4pexkIeHus, a
TaK)Ke TIPUHATh Mephl MO HEJOMYILIEHHIO COCTaBIAEHUS HEO(PULMATBHON OTYETHOCTH
U UCIONb30BaHUsA NOAAETIbHbBIX TOKYMEHTOB.

4. g[EfICTBHH PABOTHHUKOB 1P BOBHUKHOBEHHWH
COMHEHMUWHU B NIOAJIMHHOCTHU NPEACTABJIEHHBIX JOKYMEHTOB

4.1. B cnydae BO3HMKHOBEHHS OOOCHOBAHHBIX COMHEHHH B MMOJIMHHOCTH
NPE/ICTABJIEHHbIX JIOKyMEHTOB ([IMILJIOMOB, YJIOCTOBEpEeHWH, cepTU(UKATOB) U
JOCTOBEPHOCTH cCOJepiKalledcss B HUX HHPpOpMaUUH, PAOOTHUKU YUpexKIAeHHs,
OCYILECTBIIAIOIINE HEMTOCPEACTBEHHYIO 00pabOTKy W y4YeT KOPPECIOHACHLUHH JIN0O
IPaBOBYIO 3KCIEPTHU3Y, 00s13aHbl MPEeANPHUHAThL MEPbI, HAllpaBjIieHHbIE HA YCTPAHEHHUE
BO3HUKIIKMX COMHEHHUH U MOJIyYeHHE JOINOJHUTE/IbHbIX CBEeACHUH.

42. Tlpy BO3HMKHOBEHHH Yy paOOTHHKOB YUpeKICHHA COMHEHHMH B
MOJJIMHHOCTU JIOKYMEHTa, JIML0, 00HapyKHUBIIee MOJIebHbBIH JOKYMEHT, 00s3aH0
He3aMe/JINTeNIbHO COoOOLIUTL (B BUAE JOKIAAHOH (ciyxkeOHOM) 3anucku) o0 3ToM
JUPEKTOPY YUPEeKIECHUIO ISl MPUHITHUS AalibHEHIIero peleHus ¢ Heblo MPOBepKU
MOJJTMHHOCTH MOCTYNMHUBILINX TOKYMEHTOB OT pabOTHHKA.

4.3. PaboTHHK, OTBETCTBEHHBIH 3a MPOBEPKY MOJJUHHOCTH TOKYMEHTOB MpH
TPYAOYCTPOUCTBE, CHUMAET KOMUU C MpeJOCTaBJeHHbIX JAOKYMEHTOB (AuIuoma o0
00pa30BaHNH U UHBIX JOKYMEHTOB) M MTPOBOIUT MEPBUYHBIA BU3yaTbHBINA aHAH3.



4.4. Ceenenus 00 00pa3oBaHuN pabOTHUKA MPUPABHUBAIOTCS K MEPCOHATBHBIM
naHHeiM. Bce mepcoHanbHble 1aHHbIe pa0OTHHUKA ClleyeT ModyvyaTh OT HEro camoro.
Ecii nepcoHasbHble JaHHble pabOTHHKA BO3MOMKHO IIOJIy4MTh TONIBKO Yy TPeTheH
CTOPOHBI, TO pabOTHUK AOKEH ObITb YBEJOMJEH 00 JTOM 3apaHee, W OT HETO
IOJIKHO OBITh MOJTYUYEHO MUCBMEHHOE COoTlache.

4.5. PaOOTHUK, OTBETCTBEHHBIH 3a NMPOBEPKY MOJMHHOCTH [NOKYMEHTOB IpH
TPYI0yCTpOiicTBe, 00s3aH COOOIUMTL PabOTHUKY, MNpPeJOCTaBUBLIEMY HOKYMEHT,
BBI3LIBAIOIIMM COMHEHME B €ro [O[JIMHHOCTH, O MLeNAX, TMpeanoiaraeMbix
MCTOYHHUKAX U CII0CO0ax MoslydeHHs MEPCOHANIBHBIX JaHHbIX, @ TAKIKE O XapaKTepe u
MoCJeACTBUAX OTKa3a pabOTHHKA /1aTh TMCbMEHHOE COrjlacHe Ha UX IOJIy4eHHE.

4.6. Tlocne odopmieHus cornacus paOOTHHKa Ha MOJyYeHHE TEPCOHANbHBIX
IaHHBIX, B COOTBETCTBUM € 3aKOHOAATENbCTBOM Poccuiickol Penepariu, B ciiyyae
MPUHATHS JUPEKTOPOM YUpeKIeHHs pelleHHss O HalpaBJIeHWU 3amnpoca B
WHCTAHLHIO, BbIAABIIYIO JOKYMEHT, BbI3bIBAIOIIUA COMHEHHE B €ro MNOAIMHHOCTH,
JaHHOE pelIeHWe MOBOAWUTCS [0 padOTHHWKA, MPEIOCTAaBUBIICr0 IOKYMEHT, H
HaIpaBIIsSeTCs 3aMpoc B alpec 3TOW HHCTAHIHH.

4.7. 3anpoc B MHCTAHIIMIO, BBIAABIIYIO JOKYMEHT, BbI3bIBAIOIIMI COMHEHHS B
ero [MOMJMHHOCTH, peructpupyerca B JKypHane peructpaudyd 3alpocoB HA
MOATBEPKICHNUE MOATMHHOCTH JOKYMEHTOB € yKa3aHMEM MOCIIeTyIOLET0 OTBETA.

4.8. B ciyuae mosiydeHHsi MOJIOKUTENBHOrO OTBeTa (yKazaHus B JOKYMEHTe
MH(POPMAIIMK HECOOTBETCTBYIOLIEH NeHCTBUTEIbHOCTH WIIM JOKYMEHT HE BblIABAJICS
IAaHHOM MHCTAHIUEH U Ap.) AUPEKTOp YUpeKIeHus paccMaTpuBaeT NpeaCcTaBleHHbIC
JIOKYMEHTBI M TPUHUMAET pellleHHe O HalpaBJICHUU 3asBICHHA O TpH3HAKaX
COBEPILEHHOrO IPeCTyIUIeHHWs] B MNPaBOOXPaHUTENbHbIE OpraHbl B  IOPSAJKE,
NpelyCMOTPEHHOM [Tonoxenuem 0 nopsiake B3aUMOJIEHCTBUS c
[IPaBOOXPAHUTENIbHEIMUA OpPTraHaMH.

4.9. CnyxeOHble (NOKIajHbIE) 3alMCKH M MPUIOKEHHbIE K HHM MaTepHalbl
fepenarTcst MLy, OTBETCTBEHHOMY 3a NPOTHBOAEHCTBUE KOPPYMLUHH 1
odopmiIeHus 3asiBIeHUs B IPAaBOOXPAaHUTENbHBIE OPraHbl.

4.10. IlpencraBneHHble B YUPEXKIEHHE HEICHCTBUTEIbHBIC TOKYMEHTBI HJIM HX
KOIMM He TONJIeKaT BO3Bpary B CBS3M C WX BO3MOXKHOH  BbIEMKO
MPaBOOXPAHUTEIbHBIMU OpPraHaMH U MOCJIEAYHOIIUM NpH3HAHHEM BELIECTBEHHbIMH
J0Ka3aTebCTBAMM.

5. IOATOTOBKA U HAIIPABJIEHHUE B TIPABOOXPAHUTEJ/ILHBIE
OPI'AHBI 3ASIBJJEHUHA O COBEPILIEHUU IMPECTYIIJIEHUS

5.1. Ha ocHOBaHMM NUChMEHHOTO YKa3aHHs JUpeKTopa YupexaeHus no dakry
MIPEACTaB/IEHUS MOJAJNENbHbIX  JOKYMEHTOB  JIMIIO, OTBETCTBEHHOE 3a
MPOTUBOJEHCTBUE KOPPYIMLUMK, B TEUYEHHE TMATH [OHEH TOTOBUT 3asBICHUC U
MpuaraeMble K HeMy MaTepHalbl, KOTupbie B nopsjke crateu 141 VIIK Poccniickoh
denepan  HaNpaB/IAOTCd B IPaBOOXPAHMTENIbHbIE OpraHbl 3a TOANUCHIO
JUPEKTOPA.

5.2. 3agBreHHe B MPaBOOXpaHUTENIbHbIE OpraHbl O MPU3HAKAX COBEPIICHHOTO
npecTynjenus (NpPeaoCTaBlIeHUs MOIENbHBIX JIOKYMEHTOB) DPErHCTPHPYeTCs B
JKypHane peructpaliy 3adBieHUH B IPAaBOOXPAHUTE/IbHbIC OPraHbl O COBEPLICHHOM
MPECTYIIEHUH € YKa3aHUEM MIPUHATOTO 110 HEMY PELICHHS.



5.3. Tlpu mocTtymnenun B YUpexacHHEe TMMOCTAHOBIEHHS 00 oOTkKaze B
BO30YKI€HHH YTrOJIOBHOTO JieJia, BbIHECEHHOTro B mopsiake 4yacTu | crateu 148 VIIK
Poccuiickoit ®exepaliuun, MO, OTBEICTBEHHOE 3a NPOTHUBOJIEHCTBHE KOPPYITIUH,
COINacoOBBIBACT C JMUPEKTOPOM Y4UpexJeHUs 1elecoo0pa3HOCTh dajdbHEHLIEro
00’KaloBaHMs YKAa3aHHOTO TIOCTAHOBIICHHUS.

6. OTBETCTBEHHOCTb

6.1. Ilpu oOHapyxeHum ¢akra cocTaBieHUs HeOo(PUUHUAILHONW OTYETHOCTH,
JIOJDKHOCTHbIE JIMLA, pAOOTHUKH YUpeKIeHHs, B YbH MOJHOMOYMSI B COOTBETCTBUHU C
JOJKHOCTHBIMU 00S3aHHOCTSIMU BXOUT IMOJIFOTOBKA, COCTABJIeHHE, PE0CTaBICHUE
M HaTpaBlIeHHE OTYETHOCTH, HECYT MEePCOHATBHYIO OTBETCTBEHHOCTD 3a COCTABIICHHE
HEO(MHUIMAIBHON OTYETHOCTH U UCII0JIb30BAHHUS [10]I1eJIbHBIX JOKYMEHTOB.

6.2. PaOOTHUKM, OCYLIECTBUBILHE TMOMASAKY M (WJIM) NOpeAoCTABUBLLIKE
NOJAeIbHBIe JOKYMEHTBI HeCyT OTBETCTBEHHOCTb, NpeayCMOTPEHHYIO
JEeUCTBYIOIINM 3aKoHOAATeIbCTBOM Poccuiickoit @enepaumu.

7. SAKJIIOYUTEJBHBIE INIOJOXEHUSA

7.1. Hacrosimee [lonoxxeHne BCTymaeT B CHUIIy C MOMEHTA €ro yYTBEPKACHUS U
AeicTByeT 6ecCcpoUHO (10 MPUHATHS HOBOIO).

7.2. Hactosmee Ilonoxenue MoxeT ObITb OTMEHEHO TOIBKO peELICHUEM
NUpEKTOpa YUpEKICHUS.

7.3. Hacrosee [lonoxeHne moanexuT oOsi3aTelIbHOMY OMYyOJHKOBAHMIO Ha
obuuuanbHOM caiite YupekneHus B ceTu «MHTepHETY.

COI''TACOBAHO:

FOpuckoHcynbT /Epersn WU.B.




