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1. O01HMe MoJI0KEeHU s

1.1. Hacrosimee [Tonoxkenrne o Mepax 1Mo HEAOMYIIEHUIO COCTABIICHUs HEODUITUATBHON
OTYETHOCTH MCIIOIb30BaHUS MOJEIBHBIX JoKyMeHTOB (nanee [lonoxenue) B ['ocygapcTtBeHHOM
OIO/KETHOM JIOIIKOJILHOM 00pa3oBaTelnbHOM yupexaeHun netckuiit cag Ne 91 IMpumopckoro
paiiona Cankr-IlerepOypra (manee - 'bJI0OY) pa3paboTaHo B COOTBETCTBHHU C:

* Crateeit 13.1. ®enepanpHoro 3akoHa ot 25.12.2008 Ne 273-®3 «O npoTUBOACHCTBUHU
KOpPYMIUNY,

* TpynoBbiM kojexkcoM Poccuiickoit @eaepanuu;

* @eaepaibHBIM 3aKOHOM OT 27.07.2006 Ne 152-P3 «O nepCoHAIbHBIX TaHHBIX).

1.2. TlonoxxeHue pErynupyeT MOPSAJOK pabOThl C JOKYMEHTaMH IIPH COCTaBIICHUH
OpUIMATBHOM  OTYETHOCTH, C JOKYMEHTaMH, HpPEICTaBIIeMbIMH pPAOOTHUKAMH  MpU
TpyHdoycTpoiictBe (1100 B TMpolecce BBHIMOTHEHHS HMHU JOJKHOCTHBIX —00sI3aHHOCTEH),
BBI3BABITUMHU 00OCHOBAaHHBIE COMHEHHMS B IMOJUTMHHOCTH U JJOCTOBEPHOCTH, M3JI0’KCHHBIX B HHX
CBEICHMI, C JIOKYMEHTaMH, NPEICTABISIEMbIMU pa0OTHUKAMU B TIPOIECCEe peaTu3aluu
npestenpHoctu I'BAOY.

1.3. TlonoxkeHHe ycTaHABIUBAET MPOICAYPY MOATOTOBKU M HAIPABJICHUS 3asSBICHHUIA B
MIPABOOXPAHUTEILHBIC OpPraHbl MO (AKTy TMOANEIKHA WU MPEAOCTABICHUS TOCIBHBIX
JIOKYMEHTOB.

1.4. Hacrosimee Ilonoxenue o00s3aTeNbHO Uil TPUMEHEHUS BCEMU PaOOTHUKAMHU
I'BAOY, Haxoasmmxcs B TPYAOBBIX OTHOIICHHUSX, HE3aBUCUMO OT 3aHUMAEMOW JOJHKHOCTH U
BBITIOJTHSIEMBIX (DYHKIIHH.

2. OcHOBHBIC NOHATHSA U TEPMHUHBI

JIOKyMeHT — 3a(MKCHUpOBaHHAs Ha HOCUTEJIEe MH(POPMALIUS C PEKBU3UTAMH, MTO3BOJIIONIMMHU €€
UICHTU(PHUIUPOBATH.

OdunuanbHbIi JOKYMEHT — JIOKYMEHT, CO3JaHHbI OpraHu3anuei, JOJKHOCTHBIM JIMIOM WIN
rpaXkJJaHUHOM, O(OPMIICHHBIN B YCTAaHOBJIEHHOM TOPSIJIKE.

IK3eMILIAP - 00pazel] THPAKUPOBAHHOTO IOKYMEHTA, UIEHTHUHBIA OpUTHHATTY.
CraTucTH4ecKkasi OTYETHOCTb - CHCTEMa KOJUYECTBEHHBIX M KayeCTBEHHBIX IIOKa3aTeleH,
XapaKTepU3yIIIUX padoTy YUpeKICHHS 32 ONPEIEIECHHBIN CPOK.

IlepconanbHble aaHHBIe - HeoOxoaumas anus pabGoTtonatens HWHQopmanus B CBSI3U C
YCTaHOBJIEHHEM TPYIOBbIX OTHOLIEHHH M Kacarolasicsi KOHKpEeTHOro pabOTHHUKA, B Mpoliecce
WCIIOJTHEHUS JIOJDKHOCTHBIX O00sI3aHHOCTEH NpU MPEIOCTaBICHUH, MOJYyYEHUH 3aBEIYIOLIUM
CBEICHMI, MPEIOCTABISAIONINX JIBI'OThI U TAPAHTHH.

2.1. Buapl mpuMeHsSIeMO OTYETHOCTH:
* ['ocymapcTBeHHass MU BEJOMCTBEHHAsl OTYETHOCTh - OTYETHOCTh, COCTaBIIsIEMas Ha OCHOBE
YTBEPKACHHBIX YHU(PUIMPOBAHHBIX ()OPM U B COOTBETCTBUH C YTBEPKACHHBIMU HOPMAaTHUBHBIMU
JIOKYMEHTaMHU.
* BHyTpeHHsIs1 OTUETHOCTD - pa3paboTaHHbIE U yTBepkIeHHbIE 3aBenytomuM ['BJI0Y 6nanku.
O0s3aTeNbHBIME PEKBU3UTAMU ATHX OTYETOB SIBIISIOTCS:
* HAUMEHOBAHUE OPraHU3ALHY;
* Ha3BaHME BUJA JOKYMEHTA;
* 1aTa 1 HOMEP TOKYMEHTA;
* MECTO COCTaBJICHUS;
* 3ar0JIOBOK I10 TEKCTY;
* [IOJIIIUCH;



* rpu yTBepKIeHUs (Ha OTYETAX ) WIIM PE30JTIONHNS 3aBEYIOIIETO YUPEXKIACHUS (Ha CIIpaBKe

OTUETHOT'O XapaKTepa).

2.2. Tlox HeneHCTBUTENLHBIME JOKYMEHTAMU CJICTyeT TOHUMATh:
* [ToTHOCTBIO U3TOTOBJICHHBIE (DUKTHBHBIC JOKYMEHTHI WIIH TOJJIMHHBIC TOKYMEHTHI, B KOTOPBIC
BHECEHBbl W3MCHCHHUS IyTeM IOJYUCTOK, IOMHCOK, HMCIPABICHUS WIA YHHUYTOKEHUS 4YaCTH
TEKCTa, BHECEHHUS B HUX JIONOJHUTCIBHBIX ITaHHBIX, MPOCTABICHUS OTTHCKA TOJACIHLHOTO
[ITaMITIa WIH [TeYaTH U T.II.
» DakTHYECKU SIBIISIONIMECS TOTMHHBIMHU, HO COJIEPKAIME CBEICHUS, HE COOTBETCTBYIOIINE
neiictButenbHOCTH. OHHM  COXPaHSIOT BHEIIHWE TIPU3HAKKM W PEKBU3UTHI  HAJJICKAIIUX
JOKYMEHTOB  (M3TOTaBIMBAIOTCS Ha O(QUIMATHPHOM OJIaHKe, COJepKaT HaUMEHOBAaHUE
JOJKHOCTEH W JIMII, YIIOJTHOMOYEHHBIX WX TOJMHCHIBATh), OJHAKO BHECCHHBIC B HUX CBEIICHUS
(TekcT, U POBBIC JaHHBIC) SABISIOTCSA CHaTbCUPUITUPOBAHHBIMH.
* BeijaHHbIC C HAPYNICHHEM YCTAHOBJICHHOTO TOPSJAKA, T.€. B PE3yJbTaTe 3JI0yNOTPeOICHUS
JOJDKHOCTHBIM JIUIIOM CITY)KEOHBIM IMOJIOKEHHEM I COBEPILICHHS UM XaJaTHBIX JCHCTBHMA MPU
BBIJIa4€ 3TOTO JOKYMEHTA.

Vcnonp3oBaHue HENCHCTBUTEILHBIX TIOKYMEHTOB 3aKJIHOYAETCSl B UX MPEICTABICHUU B
Ka4eCcTBE OCHOBAHUU ISl TPYAOYCTPOIMCTBA, a TAKXKe Ui JIFOOOTO U3 JCHCTBUIN, OTHECEHHBIX K
KOMIICTCHIIMH YUPEKICHUSI.

3. HOpﬂIlOK MPOBEPKU TOKYMEHTOB HaA IOAIUHHOCTD U COCTABJICHUA Olblfllllfla.]'[bHOﬁ
OTYCTHOCTH

3.1. JIomKHOCTHOE JHUI0, OTBETCTBEHHOE 3a COCTAaBJIIEHUE JOKYMEHTOB IO CBOEMY
HAIPABJICHUIO JEATEIBHOCTH, BEJET HENIOCPEACTBEHHBI KOHTPOJIb U PETYJSPHO OCYIIECTBIISAET
IIPOBEJCHUE IPOBEPOK HAa MpEeIMET MOUIMHHOCTH JOKYMEHTOB, IOJArOTaBIMBAaEMBIX
padotHukamu I'B/IOY, HaxoaAmKXCsl y HEroO B MPSIMOM MOYUHEHHH.

3.2. Ilpm mnpoBeneHMM TNPOBEPOK YUYUTHIBATh, YTO MOAJIMHHOCTh JOKYMEHTOB
YCTaHABIIMBAETCSl IyTEM IMPOBEPKH PEAJbHOCTU HMMEIOIIUXCA B HUX MOANMMCEH TOJKHOCTHBIX
JUI] U COOTBETCTBHS COCTABJIEHUS JIOKYMEHTOB JaTaM OTpPaXCHHs B HHUX OIlepaluii,
uHpopmanuu, GpakToB U T.J.

3.3. Tlocme ycTaHOBIEHHUS TOAJMHHOCTH JIOKyMEHTOB, HEOOXOAMMO MPOBEPUTH
JIOKYMEHTBHI IO CYIIECTBY, TO €CTh C TOUKH 3PEHUS IOCTOBEPHOCTH, 3aKOHHOCTH OTPaXCHHBIX B
HUX XO3SHCTBEHHBIX Onepanuii, tHpopmaiuu, (pakTos u T.1I.

3.4. JlocToBepHOCTh oOrlepanui, 3apUKCHPOBAHHBIX B JOKYMEHTaX, IPOBEPSIETCS
U3Y4YEHHEM JTHX M B3aUMOCBS3aHHBIX C HHUMH JIOKYMEHTOB, OIPOCOM COOTBETCTBYIOIIMX
JOJIKHOCTHBIX JIUL, OCMOTPOM OOBEKTOB B HAaType U T.1.

3.5. 3aKkOHHOCTh OTPAXEHHBIX B JOKYMEHTaX OIEpalii YCTAaHABIUBACTCS IyTEM
IIPOBEPKHU X COOTBETCTBHUS IEUCTBYIOIIEMY 3aKOHOAATENbCTBY Pocculickon denepanuu.

3.6. Ilpu BreIsBIEHUU (DAKTOB WCIOJIB30BAHUS TOAJEIBHBIX JOKYMEHTOB HEOOXOIMMO
He3aMeTUTensrHO npouHpopmupoBath 3aBeayromero ['BIOY, a Takke TpUHATH MEpHI MO
HEJIOMYIEHUIO COCTaBJIEHHUS HEO(PUUIUAIBHOW OTYETHOCTM M HCIHOJb30BAHUS TOJIEIBHBIX
JIOKYMEHTOB.

4. JleiicTBusi pa0OTHUKOB NIPH BO3BHUKHOBEHUN COMHEHHU I B MOJAJIMHHOCTH

NpeaACTaBJICHHBIX TOKYMCHTOB

4.1. B cmydae BO3HHMKHOBEHHS OOOCHOBAaHHBIX COMHEHHH B  TOJIMHHOCTH
MIPEACTABICHHBIX JOKYMEHTOB (IUILIOMOB, YIOCTOBEPECHHM, CEPTU(UKATOB) M JTOCTOBEPHOCTH



coepKalencs B HUX nHpopmanuu, pabOTHUKHU I'bIOY, OCYILECTBIISIONINE
HETOCPEACTBEHHYI0O O00pa0OTKYy W YYeT KOPPECHOHJCHIMH JUOO0 MPaBOBYIO JKCHEPTH3Y,
00s3aHbl TPEINPUHATH MEPbI, HANpPABICHHbIE HA YCTPaHEHHE BO3HUKIIUX COMHEHMM U
[IOJIyYEHUE JIONIOJHUTEIIBHBIX CBEJCHUIA.

4.2. Ilpu BoznukHOBeHUH y padoTHHKOB I'B/IOY comMHEHU# B MOATMHHOCTH JOKYMEHTA,
Mo, oOHApY>KUBIIEE MOJIEIbHBIA JOKYMEHT, 0053aHO HE3aMeIUIMTEIbHO COOOLIUTH (B BHUIE
JOKJTaTHOM (CITy’keOHOM ) 3amucku) 00 aTom 3aBeaytomiemy ['BJIOY mist mpuHATHS HanbHEHIIIEro
PELICHHS C IEeTTbI0 MPOBEPKHU MOVTMHHOCTH MOCTYNUBIINX JOKYMEHTOB OT Pa0OTHUKA.

4.3. PaboTHUK, OTBETCTBEHHBIH 3a TPOBEPKY TNOJIMHHOCTH JIOKYMEHTOB WIpU
TPYAOYCTPOICTBE, CHUMAET KOIHHU C MPEIOCTABICHHBIX JTOKYMEHTOB (IHUIJIOMa 00 00pa30BaHUH
Y MHBIX IOKYMEHTOB) U IIPOBOJUT IIEPBUYHBIN BU3YaJIbHBII aHAINU3.

4.4 Cenenust 06 o0pa3oBaHMM PaOOTHUKA NMPUPABHUBAIOTCS K IEPCOHAIBHBIM JaHHBIM.
Bce nepconanbHble JaHHbIE paOOTHHKA ClIeLyeT MOIydaTh OT Hero camoro. Eciu nepcoHaiibHble
JTaHHble PAOOTHUKA, BO3MOYKHO, MOJYYUTh TOJIBKO Y TPETbed CTOPOHBI, TO PAOOTHUK JOJIKEH
ObITH yBEIOMJIEH 00 9TOM 3apaHee, U OT HEro JOJKHO ObITh IOJIy4eHO MMCbMEHHOE COrJlacHe.

4.5. PaboTHUK, OTBETCTBEHHBIH 3a MPOBEPKY IOJIMHHOCTH JIOKYMEHTOB IIpHU
TPYAOYCTpOiicTBE, 0053aH COOOLUTh PAOOTHUKY, IPEAOCTABUBIIEMY JOKYMEHT, BBI3bIBAOLINN
COMHEHHE B €ro MOJJUHHOCTH, O LEJAX, MPEeANoJaraéMblX HCTOYHUKAX U CIIOCO0axX MOTydYeHUs
HEpCOHANbHBIX JaHHBIX, a TaKXXe O XapakTepe W IOCIEICTBUAX OTKa3za pabOTHUKA JaThb
IIMCbMEHHOE COIJIaCHE Ha UX IOJIyYEHUE.

4.6. Ilocne opopmiieHus coriacus pabOTHUKA Ha MOJIYYEHUE NMEPCOHAIBHBIX JaHHBIX, B
COOTBETCTBUU C 3aKOHOJATENbCTBOM Pocculickoit denepannu, B crydae NPUHATHS 3aBEAYIOLIUM
I'BAOY penienust o HampaBIeHUH 3aMpoca B MHCTAHIUIO, BHIAABIIYIO IOKYMEHT, BbI3bIBAIOIINI
COMHEHHE B €ro MOJJIMHHOCTH, JAHHOE PELIEHUE JOBOAUTCSA 10 paOOTHUKA, IPEIOCTaBUBILETO
JIOKYMEHT, 1 HallpaBJIsIeTCs 3alpocC B apec ITOW MHCTAHIIUH.

4.7. 3ampoc B MHCTaHIMIO, BBIJABIIYIO JOKYMEHT, BBI3BIBAIOLIUN COMHEHHS B €rO
NOJJIMHHOCTH, peructpupyercss B JKypHalle perucrpanuu 3ampocoB Ha MOATBEPXKIECHUE
MOJIJTMHHOCTH JIOKYMEHTOB C YKa3aHUEM I1OCJIEIYIOIIETr0 OTBETA.

4.8. B ciydae nosiyueHus OJIOKUTEIBHOTO OTBETa (YKa3aHUs B JOKyMEHTe UH(pOpMaIiu
HECOOTBETCTBYIOLIEH JEHCTBUTEIBHOCTH WIH JOKYMEHT HE BBIIABAJICS JAHHOM MHCTAHIMEN U
np.) 3aBenyromuit [ BOY paccmaTpuBaeT mpencTaBlIeHHbIC JOKYMEHTHI M IPUHUMAET PEIICHUE
O HaIpaBJICHUU 3asIBJICHMS O NMPU3HAKAX COBEPILIEHHOTO MPECTYIUIEHUS B MPaBOOXPaHUTEIbHBIE
opraibl B  IOpsAlke, npeaycMoTpeHHOM  llonmokeHmemM 0 COTpyIHHMYECTBE €
IIPABOOXPAHUTEIBHBIMU OpPraHaMHu.

4.9. CnyxeOHble (JIOKIaIHbIE) 3aMUCKU U MPHIJIOKEHHbIE K HUM MaTepuabl NepeaaoTcs
JMIly, OTBETCTBEHHOMY 3a NPOTHBOACWUCTBUE KOPPYNUUHU i OGOpPMIICHHS 3asiBICHUS B
IIPABOOXPAHUTENIBHBIE OPraHbl.

4.10. Tpencrasnenusie B I'B/IOY HeneilcTBUTENbHBIE JOKYMEHTBHl MJIM UX KOIHUU HE
MOJJIEXKAT BO3BpAaTy B CBSA3M C MX BO3MOXKHOM BBIEMKOM IPaBOOXPAHUTEIbHBIMU OpraHAMH U
MOCJIEAYIOLIUM NPU3HAHUEM BELIECTBEHHBIMU J10KA3aTEIbCTBAMHU.

5. IToaroroBka u HanpaBJeHHE B IPABOOXPAHUTEIbHbIE OPraHbl 3asBJICHUI 0
COBEPILICHUH NPECTYIICHUs

5.1. Ha ocHoBanmum mmcbMeHHOro yka3zanusi 3aBenytomiero ['BJIOY mo daxry
NpPEJCTAaBICHNUs MONJEIbHBIX JIOKYMEHTOB JIMLIO, OTBETCTBEHHOE 3a IPOTHUBOJACHCTBHE
KOppYIILMH, B TEUCHHE IATH IJHEH TOTOBUT 3asBJIEHHE M NpUiIaraéMble K HEMY MaTepHalsbl,
kotopple B mnopsake crtateu 141 VIIK Poccuiickoit ®enepauuu HamnpasisIOTCS B
IIPAaBOOXpPAHUTENbHBIE OpraHbl 3a NOANUCKIO 3aBeayouero I'bJIOY.



5.2. 3asBieHHE B IPAaBOOXPAHUTENIBHBIE OpraHbl O IPU3HAKAaX COBEPILIEHHOIO
IpecTymuieHus: (MpeAaocTaBiIeHUs] MOAJENbHBIX JOKYMEHTOB) peructpupyerca B JKyphHaie
PETUCTPALIMM 3asIBICHUNH B IPaBOOXPAHUTEIIbHBIE OPraHbl O COBEPIICHHOM MPECTYIJIEHUH C
YKa3aHHUEM IIPUHSTOIO 110 HEMY PEIICHHUS.

5.3. IIpu nocrymnennun B I'BJIOY nocranoBienust 00 oTkase B BO30YKIEHUH YTOJOBHOTO
nena, BeiHECeHHOro B mopsiake yactu 1 crateu 148 VIIK Poccuiickoit ®epepauun, Iuno,
OTBETCTBEHHOE 3a IPOTUBOJCICTBUE KOPPYILHMH, cOrjacoBbiBaeT ¢ 3aseaytomum ['BJJOY
11e51eco00pa3HOCTh AbHEHIIEro 00KanoBaHusl YKa3aHHOTO TIOCTAHOBJICHHUS.

6. OTBeTCTBEHHOCTDL

6.1. [Ipu oOHapyxeHUM pakTa cocTaBIeHUS HEO(PUIIMATBLHONW OTYETHOCTH, JOHKHOCTHBIE
muna, padotnuku ['BJIOY, B ubM MONHOMOYHS B COOTBETCTBUU C JOJKHOCTHBIMU
00s3aHHOCTSIMU ~ BXOJIUT TIOJATOTOBKA, COCTaBICHHE, TMPEAOCTABICHHE U HaIpaBJICHUE
OTYETHOCTH, HECYT IMEPCOHAIBHYI0 OTBETCTBEHHOCTh 3a COCTaBJIICHHE Heo(pulnaibHOU
OTUYETHOCTHU U MCIIOJIb30BAHUS MOIETBHBIX TOKYMEHTOB.

6.2. PabOTHHKH, OCYIIECTBUBIIWE IOACIKY W (MJIU) MPEIOCTABHBIINE TOICIbHBIC
JOKYMCHTBI HECYT OTBCTCTBCHHOCTH, IPCAYCMOTPCHHYIO I[eﬁCTBYIOIIIHM 3aKOHOJaTCIbCTBOM
Poccuiickoit @enepanuu.

7. 3akj09uTe/IbHbIE MOJ0KEHUS

7.1. Hactostiee [lonoxxeHnue siBisieTcs JIOKaJIbHbIM HOpMaTUBHBIM akToM ['BJIOY.

7.2. TlonoxeHne MpUHAUMAETCS HA HEOMPEICTICHHBII CPOK.

7.3. Ilocne mpunstus [lonoxkeHus: B HOBOM pelakiNK JaHHAsT PelaKIis aBTOMAaTHYECKH
yTpauuBaeT CUILY.

[IOKYMEHT NOAMWCAH 3/IEKTPOHHOM NOANUCHIO
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