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0 HeJONyIIEeHHH: COCTABJICHHS HEO(PUUHNATLHOH OTYETHOCTH U
JCII0/IHL30BAHUS NOMIeabHBIX JoKyMenToB B MKOY
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Ieposi Poccnu Taitnpxanosa M.M."



1. O6ume moJioKeHUs

1. Tlomoxenwe perymupyer MHOPSAOK pabOTBl ¢ JOKYMEHTAMH TIPH  COCTABJICHUU
oUIHATBHON OTYETHOCTH, C JOKYMEHTaMH, MPEICTABIIEMbIMUA PAaOOTHUKAMU IIPU TPYIOYCTPOMCTBE
(6o B mporecce BBINOJHEHUS WMHU JIOJDKHOCTHBIX OOSI3aHHOCTEH), BBI3BABIIUMH OOOCHOBAHHBIC
COMHEHHsI B TMOJUIMHHOCTH W JIOCTOBEPHOCTH, W3JIOKEHHBIX B HHUX CBEACHUH, C JOKyMEHTaMH
MpeCTaBIsIeMbIMU PaOOTHUKAMU B TIPOLIECCE pean3auu AesaTenbHocTr LIKomb!.

2. Hacrosimee ITlonokenne o mepax MO HEAOMYIIEHUIO COCTaBJICHUS HEO(PHUIIUATHHOM
OTYETHOCTH M HCIIOJB30BAaHUS TMOAJEIbHBIX JOKyMeHTOB (nanee - Ilomokenme) B MKOVY
«KanuHnHaynbeckass cpenHss oOmieoOpazoBarenbHas mikosia uMmeHu lepos Poccum [altmpxanoBa
M.M.» (manee - Illkona) pa3paboTaHO B COOTBETCTBUH cO cTartheil 13.1. DenepanbHOrO 3aKOHA OT
25.12.2008 Ne 273-®3 «O mnpoTUBOAEHCTBUM KOppyHnuuu», TpyIdoBbsIM KojekcoM Poccuiickoit
Oenepanun, DenepanbHbIM 3aKk0HOM OT 27.07.2006 Ne 152-D3 «O nepcoHaNbHBIX JAHHBIX).

3. TlonokeHne ycTaHABIMBAE€T WPOIEAYPY IOATOTOBKA W HAMPABICHUS 3asBICHUNA B
MIPaBOOXPAaHUTEIBHBIE OPTaHbI 10 (PAKTY IMOJIEIKH WIH MPEI0CTaBICHUS MTOAICTBHBIX JTOKYMEHTOB.

4. Hacrosimiee ITomoxkenune 00s3aTeNBHO U MPUMEHEHHsT BceMu pabotHukamu 11Ikoutsr,
HAXOJISAIINMHUCS B TPYAOBBIX OTHOIICHUSX, HE3aBUCHMO OT 3aHUMAeMOH JTOJDKHOCTH U BBITIOJTHSEMBIX

GyHKIMH.

2. OCHOBHBIE MOHSITHS M TEPMHUHBI

1. JlokymeHT - MaTepHajbHBIM HOCHTENb C 3aMKCHPOBAHHOW Ha HeM B Jr000H (opme
nHpopMaluel B BUAEC TEKCTA, 3BYKO3aNUCH, W300pakeHUsT M (MJIM) UX COYETaHUsI, KOTOPBIH MMEET
PEKBU3UTHI, MMO3BOJISIIOIINE €r0 WACHTU(PUIMPOBATh, U MpEeAHA3HAueH Ul NepeJayd BO BPEMEHH U
MIPOCTPAHCTBE B LIETISAX OOLIECTBEHHOTO UCIOJIb30BAHUS U XPAaHEHHUS.

2. OduuuansHblii JOKYMEHT - MHUCHMEHHBIA aKT, BBIIOJHEHHBIH Ha OyMa)KHOM HOCHTEIE,
YIOCTOBEPSAIOMIUNA KOHKPETHBIE (DaKThl M COOBITHS, KOTOPHIE BJIEKYT JUIS MCIOJB3YIOUIUX €ro JIUI]
ompezeneHHple nocneactBus. OduuuanbHBI TOKYMEHT JOJDKEH COAEpKaThb YCTaHOBJICHHbBIE
PEKBHU3UTHIL

3. Dx3eMIusIp - 00pasel THPAKUPOBAHHOTO JOKYMEHTA, HICHTUYHBIM OpUTHHATY.

4, Craructiuyeckasi OTYETHOCTD - CHCTEMa KOJMYECTBEHHBIX M KaYeCTBEHHBIX MMOKa3aTeseH,
XapaKTePU3YIOIINX padoTy YUPEKACHUS 32 ONPEICTICHHBIN CPOK.

Buibl npuMeHsaeMOl OTYETHOCTH:

4.1. TocypmapcTBeHHas ¥ BEJIOMCTBEHHAS OTYETHOCTD - OTYETHOCTD, COCTABIIsIEMast Ha OCHOBE
YTBEPXKACHHBIX YHU(PUIHUPOBAHHBIX (OPM U B COOTBETCTBUHU C YTBEPHKIECHHBIMH HOPMATHBHBIMHU
JOKYMEHTaMH.

4.2. BHyTpeHHsA OTYETHOCTH - pa3pa0OTaHHbIE M YTBEPKACHHBIE JUpEKTOpoM IIIKoIIBI
ONaHKU.

OO0s13aTeNIbHBIMU PEKBU3UTAMHU 3TUX OTYETOB SIBJISFOTCS:
- HAMEHOBAaHHE OPTaHHU3AlINN;
- Ha3BaHUE BU/Ia JIOKYMEHTA;
- 1aTa ¥ HOMEp JOKYMEHTa;
- MECTO COCTaBJICHUS;
- 3aroJIOBOK I10 TEKCTY;
- TIOJITHCh;

- rpud yrBepkKaAeHUs (Ha OTUYETAX) WM PE3OJIIOLHS PYKOBOIUTENS YUpEKICHHs (Ha CIIpaBKe

OTUYETHOTO XapaKTepa).

5. Tlox HemeHCTBUTEIBHBIMU JOKYMEHTAMH CIICIYET IOHUMATB:



5.1. TIoAHOCTHIO M3TOTOBJICHHBIC (PMKTHUBHBIC JOKYMEHTBI WIIH IOJUTHHHBIC TOKYMEHTHI, B
KOTOpbIE BHECEHBI U3MEHEHMSI IIyTEM IOJUYUCTOK, JOMMCOK, MUCIPABICHUS WIA YHUUTOKEHUS YacTH
TEKCTa, BHECEHUSI B HUX JIONOJHUTENIBHBIX JAHHBIX, MPOCTABJIEHUS OTTHCKA IOJJIEIbHOIO IITaMIa
WM T1€YaTH U T.I1.

5.2. ®akruyecku SBISAIONIMECS [OJIMHHBIMH, HO  COJCpKAlIME  CBEJICHUs, HE
COOTBETCTBYIOIIUE JIEHCTBUTENBHOCTH. OHM COXpaHSAIOT BHEIIHWE TMPU3HAKM M PEKBU3UTHI
HQ/JISKAIIUX JTOKYMEHTOB (M3rOTAaBIMBAIOTCS Ha O(UIMANIBHOM OJIaHKE, COAEp)KaT HaWMMEHOBaHUE
JIOJIKHOCTEH U JIUL, YIIOJHOMOYEHHBIX UX MOJIMUCHIBATh), OJTHAKO BHECEHHBIE B HUX CBEJCHUS (TEKCT,
u(pPOBBIC JaHHBIE) SIBISIOTCS CPanbCUPUIUPOBAHHBIMHU.

5.3. BbimaHHbBIC C HapylIeHHEM YCTAHOBJIECHHOTO TMOpPsIKa, T.e. B  pe3yjibTare
37I0yNOTPeOsIeHUsT TOJDKHOCTHBIM JIMLIOM CIIYy>K€OHBIM TOJIOKEHUEM HJIM COBEPLICHHUS UM XaJaTHBIX
JEUCTBUM MPHU BbIAYE ITOTO JOKYMEHTA.

6. Hcnonb3oBaHne HeACHCTBUTEIbHBIX JTOKYMEHTOB 3aKJIIOUAETCSl B UX NPEACTABICHUHU B
KauecTBe OCHOBAHWM /i TPYJOYCTPOMCTBA, a Takke JUIsl JIIOOOro W3 JCHCTBUNA, OTHECEHHBIX K
KOMITETEHIUH YUPEKICHUS.

7. TlepcoHanbHBIC MaHHBIC - HeoOXomumas isi paboTomaressi WMHPOPMAIHUS B CBS3H C
YCTaHOBJIEHUEM TPYJIOBBIX OTHOUIEHMH M Kacamollascsi KOHKPETHOro pabOTHHKA, B Ipoliecce
WCIIOJIHEHUSI JOJDKHOCTHBIX O0OSI3aHHOCTEH TpU MPENOCTABJICHUH, IOJIYYEHUHU PYKOBOIUTENEM
CBEICHMI, MPEIOCTABIIAIOIINX JIBIOTHI U TApAaHTHH.

3. Ilopsinok NpoBepKH JOKYMEHTOB HA MOAJIHUHHOCTD M COCTABJIeHHs 0(PMIMATLHONH OTYETHOCTH

1. JloioKHOCTHOE IMIO, OTBETCTBEHHOE 3a COCTABJIEHHE JOKYMEHTOB II0 CBOEMY
HAMpAaBJICHUIO JEATEIIbBHOCTH, BEAET HEMOCPEICTBEHHBIM KOHTPOJIb W PETYISIPHO OCYIIECTBISET
MPOBEJCHUE MPOBEPOK HA MPEAMET MO TMHHOCTH JOKYMEHTOB, MOJATOTABIMBAEMBIX PaOOTHUKAMHU
[[Ix0bI, HAXOJAIUXCSA Y HETO B MPSAMOM MOTYMHEHUU.

2. Ilpu nmpoBemeHMHM  I[POBEPOK  YUUTHIBATh, 4YTO  IOMJIMHHOCTH  JOKYMEHTOB
YCTaHABJIMBACTCSl MMYTEM MPOBEPKU PEATHLHOCTU MMEIOIIMXCS B HUX MOJNUCEH JOJDKHOCTHBIX JIUIL U
COOTBETCTBUS COCTABJICHUS IOKYMEHTOB JaTaM OTPaXEHHUS B HUX olepanuid, nHpopmaiuu, GakToB U
T.1.

3. Tlocne ycTaHOBIIEHHS IOIMHHOCTH JOKYMEHTOB, HEOOXOAMMO IIPOBEPHUTH HOKYMEHTHI
[0 CYHIECTBY, TO €CTb C TOYKM 3PEHUSI JIOCTOBEPHOCTH, 3aKOHHOCTU OTPAXKEHHBIX B HHX
X035HCTBEHHBIX Ornepanuid, nHpopmaluu, GakToB U T.1I.

4.,  JloCcTOBEPHOCTH OTEeparuii, 3aQUKCUPOBAHHBIX B JOKYMEHTAX, MPOBEPSETCS U3YUYCHUEM
3TUX U B3aMMOCBSI3aHHBIX C HUMHU JIOKYMEHTOB, OIPOCOM COOTBETCTBYIOUIMX JIOJKHOCTHBIX JIMLL,
OCMOTPOM OOBEKTOB B HAType U T.I.

5. 3aKOHHOCTb OTPaKEHHBIX B JOKYMEHTAX OIMEpaIldil YCTAHABJIMBACTCS MMYTEM MPOBEPKH
HX COOTBETCTBUS JICUCTBYIOLIEMY 3aKOHOIATENbCTBY Poccuiickon denepanuu.

6. Ilpu BbIBIECHHH (AKTOB WCIOJIB30BAHKMS TIOUIENBHBIX JOKYMEHTOB HEOOXOIMMO
HEe3aMeUINTEIbHO TPOUH(POPMUPOBATH PYKOBOJIUTENS YUPEKICHHs, a TakKe MPUHATH MEPBI IO
HEJOMYIIEHUI0 COCTaBlIeHUs Heo(UIMaTbHOW OTYETHOCTH U UCHOJB30BAHUS  MOJJENIBHBIX
JIOKYMEHTOB.



4. NleiicTBUsI pA0OTHMKOB NPY BO3HUKHOBEHHH COMHEHMIi B MOJJIMHHOCTH MPeICTABIEHHBIX
AOKYMEHTOB

1. B cinydae BO3HHKHOBEHHsS 0OOCHOBAHHBIX COMHEHHI B MOJJIMHHOCTHU MPEACTABICHHBIX
JOKYMEHTOB (IUILIOMOB, YJOCTOBEpEHHIA, CEPTHU(UKATOB) U JTIOCTOBEPHOCTH COJEPIKAIIEHCS B HUX
nHpopmanuu, paboTHUKK [IIKOJBI, OCYHIECTBIISIFOIIME HETOCPEICTBEHHYIO 00paboTKy ¥ ydeT
KOPPECTIOH/ICHIINH JINOO IMPAaBOBYIO 3KCIEPTU3Y, OOS3aHBI MPENNPUHATH MEpPbI, HANPAaBICHHBIC Ha
yCTpaHEHUE BO3SHUKIIUX COMHEHHI U TMOJy4eHHE JOMOTHUTEIBHBIX CBEICHUH.

2. Tlpu BO3HMKHOBEHMH Yy pabOTHUKOB IIIKOJBI COMHEHHI B TOJUIMHHOCTH JNOKYMEHTa,
W10, OOHApYXHUBIIEE TMOACIbHBIA JOKYMEHT, O00s3aHO HE3aMEUIMTEIbHO COOOIIUTh (B BHUIE
NOKJIagHOW (cimykeOHoM) 3amucku) 00 »ToM aupektopy lllkonsl a7 HpUHSTHUS AajdbHEHIIEro
pereHus ¢ IeIbI0 MPOBEPKU MOUIMHHOCTH MOCTYIHUBIINX JJOKYMEHTOB OT paOOTHHKA.

3. PaboTHWK, OTBETCTBEHHBI 3a MNPOBEPKY MOMJIMHHOCTH  JOKYMEHTOB  TIPH
TPYAOYCTPOMCTBE, CHUMAET KONHMH C IMPEIOCTaBICHHBIX JOKYMEHTOB (AuIiomMa 00 0O0pa3oBaHUU H
WHBIX TOKYMEHTOB) W TIPOBOJIUT MEPBUYHBIN BH3yaIbHBIN aHAIIN3.

4. Csenmenns 06 00pa3oBaHUM PabOTHUKA MPUPABHUBAIOTCS K TIEPCOHAIBHBIM JaHHBIM. Bee
MIEpCOHATBHBIE JJAHHBIC pa0OTHHUKA CIIEAYET TMOJIy4aTh OT Hero camoro. Ecim mepcoHanpHbIC TaHHbBIE
pabOTHHKA BO3MOXKHO TIOJYYUTH TOJIBKO y TPEThEH CTOPOHBI, TO PAOOTHUK JOJDKEH OBITH YBEIOMIICH
00 3TOM 3apaHee, H OT HETO JIOJDKHO OBITH TMOJTyde€HO MUChbMEHHOE COTJIacHe.

5. Pa0oTHWK, OTBETCTBEHHBI 3a MPOBEPKY MOMJIMHHOCTH  JOKYMEHTOB  MpPH
TPYIAOYCTPOMCTBE, 00si3aH COOOIUTH pPabOTHHKY, MNPEJOCTABUBIIEMY JIOKYMEHT, BBI3bIBAIOIIUI
COMHEHHE B €ro IOJUIMHHOCTH, O IIEJIX, MPEANojaraeMblX HCTOYHHMKAX M CHOCO00ax MOJydyeHUs
MEepPCOHANBHBIX JaHHBIX, & TAKXKE O XapaKTepe U MOCIEACTBUIX OTKa3a pabOTHUKA JaTh MHCbMEHHOE
corjacue Ha UX MOJyYeHHE.

6. Tlocie odopmiieHnst coriacusi pa0OTHHUKA Ha TIOJyYEeHHE IEPCOHATBHBIX JIaHHBIX, B
COOTBETCTBUU C 3aKoHOAATeldbCcTBOM Poccuiickoit @expepanuu, B ciydyae HPUHATUS JUPEKTOPOM
HIkonbl pelieHrs O HaNpaBICHUM 3ampoca B WHCTAHIIMIO, BBIJABIIYIO JOKYMEHT, BBI3BIBAIOLIHIA
COMHEHHE B €ro NOJUIMHHOCTH, JAHHOE pElIeHHWE JOBOAUTCA A0 pabOTHHUKA, MPEAOCTAaBUBLIETO
JOKYMEHT, ¥ HallpaBJIsIeTCs 3alpoc B apec ITOW HHCTaHIIUH.

7. 3ampoc B WHCTAHIMIO, BBIJABINYI JOKYMEHT, BBI3BIBAIONIMIA COMHCHHSI B  €r0O
MOJJTMHHOCTH, perucTpupyercs B JKypHane perucrpaiuu 3alipocoB Ha MOATBEPKACHHUE MOATUHHOCTH
JOKYMEHTOB C YKa3aHHUEM MOCIEIYIOIIEr0 OTBETA.

8. B cuydae mosydeHHs TOJIOKHMTEIBHOTO OTBeTa (YKa3aHWs B JOKYMEHTE HH()OpPMAIMU
HECOOTBETCTBYIOIIEH JEUCTBUTEILHOCTH MU OKYMEHT HE BBIAABAJICS JaHHOW WHCTaHIMEW U 1p.)
mupektop LlIkonmel paccMaTpuBaeT MpEACTaBICHHBIE JOKYMEHThI W TMPUHUMAET pEIIeHHe O
HaIpPaBJICHUH 3asBIICHUS O IPU3HAKAX COBEPIICHHOTO MPECTYIUICHUS B IPABOOXPAHUTEIbHBIE OPraHbl
B NOpsijiKe, mpeaycMoTpeHHoM [losioskeHreM o coTpyAHNYECTBE C MPABOOXPAHUTEIEHBIMU OpraHaMH.

9. CnyxeOHble (IOKIaIHBIC) 3aMMCKH M MPUIOKEHHBIE K HUM MaTephasbl IepelatoTcs
JMILy, OTBETCTBEHHOMY 3a MPOTUBOJICHCTBUE KOpPPYNUUHU JUIsI O(QOPMIICHHUS 3asBICHUS B
MIPABOOXPAaHUTEIbHBIE OPTaHbl.

10. TlpencraBieHHbIe B yYpeXKICHHE HEIACHCTBHUTEIbHBIE TOKYMEHTHI WM HX KOMHU HE
MOJUIe’KaT BO3BpATy B CBSI3M C HMX BO3MOXKHOM BBIEMKOW NPaBOOXPAHUTEIbHBIMH OpraHaMu H
MOCIIEYIOIUM NPU3HAHUEM BEIeCTBEHHBIMU JI0KA3aTeIbCTBAMH.



5. lloaroroBka M HaNpasJieHHe B IPABOOXPAHUTEIbHbIE OPTraHbl 3asiBJCHUI 0 COBEpPIICHUH
NpecTyIeHus

1. Ha ocHoBanuM HHCHPMEHHOTO yKazaHusi aupekTopa IIIkossl Mo (akTy mpencTaBICHUS
IIOJUICNIBHBIX JTOKYMEHTOB JIMIIO, OTBETCTBEHHOE 3a IPOTHBOJEHCTBUE KOPPYILHH, B TEYEHUE IIATH
JTHEW TOTOBUT 3asiBICHUE U NpHJIaraeMble K HEMy MarepHaiibl, KOTopble B nopsiake cratbu 141 VIIK
Poccniickoit denepanuy HanpaBisAIOTCA B NIPABOOXPAHUTEIBHBIE OPTaHbl 3a MOANMCBHIO JUPEKTOpa
[IxobI.

2. 3asBJ€HHE B MPABOOXPAHUTENLHBIE OPTAHbl O MPU3HAKAX COBEPIICHHOTO MPECTYIIEHHS
(mpenocraBieHus MOAJIENbHBIX JOKYMEHTOB) peructpupyercs B JKypHaie peructpanuu 3asBiIeHUN B
IIPAaBOOXPAHUTEIIBHBIE OPraHbl O COBEPLICHHOM IIPECTYIJIEHUH C YKAa3aHUEM IPHUHATOrO 10 HEMY
peuieHusl.

3. Tlpu nocryriennu B OV mocraHOBIeHHsS 00 OTKa3ze B BO3OYKIEHHH YrOJOBHOTO Jiela,
BBIHECEHHOTO B TIopsizike yactu 1 crateu 148 YIIK Poccuiickoit denepariu, Tuiio, OTBETCTBEHHOE 3a
MPOTUBOACUCTBUE  KOPPYMNIMH, COIVIacoBbiBaeT ¢  aupekropa Ilkombl  nenxecooOpa3HOCTH
JabHENIIero 00KaJoBaHMs YKa3aHHOTO MOCTAHOBJICHMUSI.

6. OTBeTCTBEHHOCTH

1. Tlpm oGHapyxeHun (akTa COCTaBIECHHS HEODHUIMATLHON OTYETHOCTH, JOJHKHOCTHBIC
muna, pabotHuky LIKoibl, B 4bM MOJHOMOYHSI B COOTBETCTBUU C JIOJDKHOCTHBIMH OOSI3aHHOCTSMU
BXOJUT IMOJrOTOBKA, COCTaBJIEHUE, MPEJOCTABICHHE W HAlpaBJE€HUE OTUYETHOCTH, HECYT
[EPCOHATIBHYI0 OTBETCTBEHHOCTh 3@ COCTaBJIECHHE HEO(PUIMAIBHON OTYETHOCTH M HCIOJIb30BaHUS
HOJETBHBIX JOKYMEHTOB.

2. PabOTHHKH, OCYIISCTBHUBINHE MOAACIKY W (WIM) MPEIOCTABHUBINNE MOICIbHbIC
JNOKYMEHTbl HECYT OTBETCTBEHHOCTb, IPEAYCMOTPEHHYIO JEHCTBYIOIIMM 3aKOHOJATEIbCTBOM
Poccuiickoit @eneparuu.

7. 3aKII0YMTEIbHbIE M0JI0KEHHS

1. Hacrosimee IlonoskeHne BCTymaeT B CHIY C MOMEHTa €ro YTBEPXKICHUS |
necTByeT 6ecCpoyHO (0 MPUHSITHUS HOBOTO).

2. Hacrosiiee IlonoxkeHwe — MOICKHUT  O0A3aTEIbBHOMY  ONYOJMKOBAaHWIO  Ha
odpunuansHoM caiite IIkomsl B cetr « ITHTEpHETY.



