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IIOJIOZKEHME
O HEI[OHYIJ.[EHI/II/I COCTABJIEHUS HEOOUIIUAJHLHOM
OTYHETHOCTH, UCITIOJIb3OBAHWS IOAJAEJIBHbBIX
I[OKYMEHTOB N NNOPAJOK COTPYITHUYECTBA C
ITPABOOXPAHUTEJIbHBIMU OPTTAHAMHA

1. O0mue MoJIoKeHHu s

1. TlonmoxeHue peryiaupyer NOpPSOOK pabOTBl C JOKyMEHTaMH IIpU
COCTaBJIeHUH O(QUIMATBFHOM OTYETHOCTH, C [JOKyMEHTaMH, IpeACTaBIsSieMbIMU
paboTHUKaMH TpU TpyHoycTpoiictBe (iauMb0 B Ipolecce BBIIOJIHEHUS WMHU
IOJDKHOCTHBIX ~ OOsI3aHHOCTEH), BBI3BaBIIMMU OOOCHOBaHHBIE COMHEHHS B
IOJUIMHHOCTH M JIOCTOBEPHOCTH, H3JIOKEHHBIX B HUX CBENEHUU, C JOKyMEHTaMU
IIpeCTaB/IIeMEIMA pabOTHUKaMH B IIpolecce peanu3anuu aesrenbHocTd MBOYVY r.
Actpaxanu «COLLL Ne 49y.

2. Hacrosmee I[lonoxxeHne O Mepax II0 HENOIYIIEHWIO COCTaBICHUS
Heo(ULIMATBFHOM OTYETHOCTH M HCIOJIB30BaHUS IOJAENBHBIX AOKYMEHTOB (Zaiee -
[Tono)xeHrEe) B MyHHIIUIIAIIEHOM OFOIKETHOM 0011e00pa30BaTeIbHOM YUPEKICHUH T.
Actpaxann «Cpenusis obmeoOpazoBatenpHas mKoia Ne 49y (manee - YupexaeHue)
pa3paboTaHo B COOTBETCTBUHU CcO cTaThel 13.1. @enepanbHOro 3akona ot 25.12.2008
Ne 273-®3 «O mpoTHUBOAEHCTBHM KOppyNUuW», TpydoBeIM KoaekcoMm Poccuiickoii
Oenepanuu, OenepanbHbiM 3akoHOM OT 27.07.2006 Ne 152-®@3 «O mepcoHaIbHBIX
TaHHBIXY.

3. TlonmoxeHue ycTaHaBIMBAaeT MNPOIEAYPY IIOATOTOBKH M HAalpaBiIeHUS
3asBIEHUH B IPaBOOXpPAHUTENbHBIE OpraHbl MO0 (akTy MOANENKH HIH
IIPEeIOCTaBIICHUS OANEIbHBIX TOKYMEHTOB.

4. Hacrosimee Ilonoxenue o00s3aTeNbHO OIS IPUMEHEHHS BCEMH
paboTHUKAMU YUpeXIeHUs, HaXOIAIIUMUCS B TPYZAOBBIX OTHOIIEHUSIX, HE3aBUCHUMO
OT 3aHMMaeMOM JOIKHOCTHU U BBIIONHAEMBIX QyHKIHH.

2. OcHOBHbIE IOHATHS H TEPMHHBI

1. JIOKyMeHT - MaTepUaJIbHBIA HOCUTEND ¢ 3a)UKCHPOBaHHON Ha HEM B JIF000i
dopme mHOpManuell B BHAE TEKCTa, 3BYKO3AllMCH, HM300paKeHHsI H (WIH) HX
COYETaHHs, KOTOPhI MMeeT PEeKBHU3UTHI, MO3BOJIIOIINE €r0 HACHTU(PULIHUPOBATH, U
IpeqHa3HadeH [l IepeJadd BO BpeMEHU U IIPOCTPAHCTBE B LIEJSIX OOIIECTBEHHOTO
HCIIOJIB30BaHU U XpaHESHUSI.

2. OdunuanbHBI JOKYMEHT - IUCEMEHHBIHN aKT, BHITIOJHEHHBIH Ha OyMa)KHOM
HOCHUTEJe, YOOCTOBEPSIOUINI KOHKpPEeTHBIE (DaKThl U COOBITUS, KOTOPHIE BIEKYT I
HCTIONIB3YIOINX €ro JIUI] OIpeleleHHble mocieacTBUsi. O¢UIUaNbHBIH TOKYMEHT
IOJDKEH COZep)KaTh yCTaHOBJICHHBIE PEKBU3UTEI.



3.0kseMIIAp - o00Opasell TUPAKUPOBAHHOIO JOKYMEHTa, WICHTHYHBIHN
OpHUTHHAITY. :
4. CraTCTHYEeCKasi OTYETHOCTD - CHCTEMa KOJMYECTBEHHBIX U KA9eCTBEHHBIX
TIOKa3aTesIel, XapaKTepU3yIOIUX paboTy YUPEKACHHMS 3a onpez[eneHHLm CPOK.
Buns! npuMeHseMoi OTYETHOCTH:

4.1. MyHununaneHas ¥  BEJOMCTBEHHas OTYETHOCTH - OTYETHOCTb,
COCTaBsI€Mas Ha OCHOBE YTBEPXKAEHHBIX YHH(DUIMPOBAaHHBIX (GOPM M B
COOTBETCTBUH C yTBEPKAEHHBIMA HOPMATHBHBIMHU JOKYMEHTAMH.

4.2. BHyTpeHHsS OTYETHOCTE - pa3pabOTaHHEIE U YTBEPXKACHHEIE JUPEKTOPOM
YupexneHus OjaHKH.

O6s13aTebHBIMU PEKBU3UTAMH 3THX OTYETOB SBIITIOTCS:

- HaUMEHOBaHNe OPraHU3aIUH;

- Ha3BaHUE BUJAa TIOKYMEHTa,

- IaTa ¥ HOMep JOKyMEHTa,

- MECTO COCTaBJICHHS;

- 3aT'0JIOBOK IIO TEKCTY;

- IIOJIITUCE;

- Tpu¢ yTBepXKAeHHA (HAa OTYeTaX) WIA pE3ONIONMS  PYKOBOIUTEIS
YIpexXIeHus (Ha CIIpaBKe OTYETHOTO XapaKTepa).

5. Ilon He e HCTBUTENBHEIME JOKYMEHTAMH CJIEAYET HOHAMATD:

5.1. TIONHOCTBIO M3rOTOBJIEHHBIE (UKTUBHBIE MOKYMEHTHI HIM IONJIAHHEBIE
JIOKyMEHTEl, B KOTODHIC BHECEHBl W3MEHEHMS IIyTeM I[IOIYHCTOK, OTHCOK,
UCTIPaBJICHUS WM YHHYTOXKECHMs YacTU TEKCTa, BHECEHHS B HHUX HOMOJHUTENbHBIX
JaHHBIX, MPOCTABJIEHHs OTTHCKA MOAEIBHOrO IITAaMIIa WX IIeYaTy ! T.11.

5.2. DaKTUYeCKH SBIAIOIIUECS NMOMJIMHHBIMU, HO COZIEp)KAILMe CBEIEHUS, He
COOTBETCTBYIOIME NEHCTBUTENBHOCTH. OHH COXPaHSIOT BHENIHWE IIPU3HAKKM U
PEKBU3UTHI Ha/UIeXKALIMX JOKYMEHTOB (M3TOTAaBIMBAIOTCS Ha O(QHIMATIEHOM OlIaHKe,
ConepXKaT HAaMMEHOBaHUEe NOJDKHOCTEW M JIHL, YIIOJHOMOYEHHBIX MX IOMIKCHIBATE),
ONHAKO BHECCHHBIC B HHX CBEJEHHS (TeKCT, LHU(POBBEIE HaHHBIE) SBIAIOTCS
chanbcuUITHPOBAHHBIMH.

5.3. BelmaHHBIE ¢ HapyIIeHHEM YCTaHOBJIEHHOTO IODSIKA, T.€. B Pe3yibTaTe
3II0YNIOTPEOICHNUs NOJDKHOCTHEIM JIMIIOM CITy)KeGHBIM MOJIOXKEHHEM HITH COBEPIICHES
MM XaJIaTHBIX NEWCTBUH IIPU BBIIAaYe 3TOr0 JOKYMEHTA.

6. Hcmone3oBaHWe HENEHCTBUTENBHEIX NOKYMEHTOB 3aKJIFOYaeTCs B HX
IIPEACTaBICHUN B Ka4eCTBE OCHOBAHMMU AJIS TPYHOYCTPOMCTBA, a TaKXKe AJIs JIF0O0ro
U3 ICWCTBUI, OTHECEHHBIX K KOMIICTCHIMH YIPEXKICHHS.

7. IlepcoHanbHble NaHHBIE - HeoOxomuMas s paboTomarens HHGOpPMAIHs B
CBA3M C YCTAQHOBJICHHEM TpPYAOBEIX OTHOIIGHMH M Kacalomascs KOHKPETHOIO
pabOTHHKA, B TIPOLECCE MCIONHEHHMS NOKHOCTHBIX O6sS3aHHOCTEH mpw
IPEIOCTaBJICHUH, ITOJyYCHUH PYKOBOIUTEIEM CBEACHUM, [IPEAOCTABIISIOIIX JIbIOTHI
U FapaHTHH.

3. Ilopsiiok NpoBepPKH JOKYMEHTOB Ha MOAJTHHHOCTb H COCTABJIEHHS
opHIHAIBLHON OTYETHOCTH

1. ]_-[OJI)KHOCTHOG JIUIIO, OTBETCTBCHHOE 3a COCTaBJICHHUE AOKYMEHTOB IIO
CBOCMY HAIIPaBJICHHUIO JCSATEIBHOCTH, BEIET HCHOCpeI[CTBeHHBIf;I KOHTPOJIb H
PEryJIsipHO OCYILIECTBIIACT IIPOBEACHUE IIPOBEPOK Ha IPeAMET IIOAJIUHHOCTU



AOKYMCHTOB, IIOATOTaBIINBACMbIX pa6OTHHKaMH quexcneHI/m, HaxOOAIINUXCA Yy HETO
B [IPsIMOM IMOAYHNHCHHH.

2. Tlpu npoBeneHWH NPOBEPOK YYUTHIBATH, YTO IOIJIMHHOCTH JOKYMEHTOB
YCTaHaBIMBAETCS IIyTeM IPOBEPKH pEaJbHOCTH MMEIOIIMXCS B HHUX MOANMCeH
JOMKHOCTHBIX JIMI[ ¥ COOTBETCTBMS COCTaBIEHHMS JOKYMEHTOB JAaTaM OTPaKeHHS B
HUX omepanuit, nHpopmanny, GakToB H T.xI.

3. Ilocne ycTaHOBIEHUS MOMIMHHOCTA AOKYMEHTOB, HEOOXOIUMO IIPOBEPHUTH
JOKYMEHTBI II0 CYIIECTBY, TO €CThb C TOYKH 3PEHHS AOCTOBEPHOCTH, 3aKOHHOCTHU
OTpa)K€HHBIX B HUX XO35SHUCTBEHHBIX Ollepanuii, ”Hpopmanuu, GpakToB U T.1.

4. JloCcTOBEpPHOCTH Omepannii, 3adhUKCUPOBAHHBIX B JOKyMEHTaX, IPOBEPSETCS
U3y4YEeHWEM OSTUX W B3aMMOCBA3aHHBIX C HHMH JOKYMEHTOB, OIPOCOM
COOTBETCTBYIOIIUX JOJDKHOCTHBIX JIMI], OCMOTPOM OOBEKTOB B HAType U T.H.

5. 3aKOHHOCTh OTpPaX€HHBIX B JOKyMEHTaX OIepaluil yCTaHaBINBAeTCS
IIyTeM IIPOBEPKU HX COOTBETCTBHUS AEUCTBYIOIIEMY 3aKOHOJATEIBCTBY Poccuiickoi
Oepnepamnuu. ;

6. [Ipy BbIABIEHMM (AaKTOB HCIOJB30BaHHS IIONNENBHBIX JOKYMEHTOB
HeoOXommuMoO He3aMeIJIUTEIbHO NPOUHGOPMHUPOBATh AWPEKTOpa YUpEeKICHHS, a
TaK)Ke IIPUHATH MEPHI 10 HEJOIYIIEHUIO COCTaBICHUS HEO(DULIUaTbHOU OTYETHOCTH
¥ UCIIONIb30BaHM NOAAENIbHBIX JOKYMEHTOB.

4.[leficTBHsI pa0OTHHKOB NIPH BO3BHHKHOBEHHH COMHEHHUI B
NOJJIMHHOCTH NPEACTaBJIEHHbIX JOKyMEHTOB

1. B caydae BO3HMKHOBEHHS OOOCHOBAaHHBIX COMHEHHUU B IIOJIMHHOCTH
IPEICTaBIEHHBIX JOKYMEHTOB (IUIUIOMOB, YyAOCTOBEPEHUH, CEPTU(DUKATOB) U
IOCTOBEPHOCTH CoOZepiKallelics B HHUX HHPoOpManuy, paOOTHUKU YUpeKIeHHS,
OCYILECTBIISIOLIYE HEIOCPEACTBEHHYI0 00paboTKy U y4eT KOPPECHOHAEHLUH JIHO0
IPaBOBYIO 3KCIIEPTHU3Y, 00s3aHbI NPEANPUHSIT MEPHI, HAallpaBJICHHbBIE Ha YCTPaHEHHUE
BO3HUKIIINX COMHEHUH U MOJIy4eHHE JOMOIHUTEIBHEIX CBEICHHUII.

2. Ilpy BO3HUKHOBEHHMH Yy pabOTHUKOB VYUpEeXIEHUS COMHEHHHA B
IOJUIMHHOCTH IOKyMEHTa, JIUI0, OOHapyXXUBIIee MOANENBHBIN HOKYMEHT, 00s3aHO
He3aMeUINTENbHO COOOIUTE (B BHAE HOKIamHOW (CirykeOHOM) 3amucKu) 06 3ToM
JUPEKTOpY YUPEeXICHUs A NPUHATHUS JaJlbHEHIIero penieHus C Iebl0 MPOBEPKH
IIOJUIMHHOCTH [IOCTYNUBIINX JOKYMEHTOB OT pabOTHUKA.

3. PaCOTHHK, OTBETCTBEHHBIN 3a IMPOBEPKY IMOMJIMHHOCTH AOKYMEHTOB IIPH
TPYAOYCTPOMCTBE, CHUMAET KOIMU C IPEAOCTaBICHHBIX JOKyMEHTOB (muruioMa o6
00pa3oBaHNY U UHBIX JOKYMEHTOB) U IPOBOAUT IIEPBUYHEIN BU3yaIbHEIN aHAIU3.

4. Csenenus 06 oOpa3oBaHUU pabOTHHUKA MPUPABHUBAIOTCS K IEPCOHATBHBIM
IaHHEIM. Bce nepcoHanbHbIE JaHHBIE pabOTHHKA ClIeIyeT IOJydYaTh OT HEro camoro.
Eciu nepcoHanbHBIe AaHHBIE paOOTHHKA BO3MOXKHO IOJMYYHTH TOJBKO Y TpeTheil
CTOPOHBI, TO PabOTHHUK OOJKEH OBITh yBeZOMJIEH 00 3TOM 3apaHee, U OT HErO
TOJKHO OBITH ITOJIy49€HO MICEMEHHOE COTIJIacHe. '

5. PaboOTHMK, OTBETCTBEHHBIN 3a NPOBEPKY MOIMHHOCTH JOKYMEHTOB IIPH
TPYZIOYCTPOHCTBE, 0053aH COOOIIUTH pPabOTHHKY, IpPEeNOCTaBUBIIEMY IOKYMEHT,
BBI3BIBAIOIIMKM COMHEHHE B €ro MOAIMHHOCTH, O LeJSX, NpearojaraeMbIxX
HCTOYHHKAX U CIOCco0ax IONIydeHuUs IEPCOHANBHEIX AaHHBIX, a TAaKXKe O XapaKTepe u
IOCJIEACTBHUX OTKa3a pabOTHUKA JaTh MUCHMEHHOE COTJIacHe Ha UX IOIyYeHHe.



6. Ilocie odopmieHus cornacus pabOTHHKA Ha IOAYYEHHE IMEPCOHATBHBIX
JIAHHBIX, B COOTBETCTBHM C 3aKOHOZAATeNbCTBOM Poccuiickoit @enepannu, B cirydae
IOPUHATHA JUPEKTOPOM VYUPEKICHHS pelIeHHus O HalpaBlIeHHH 3aIpoca B
MHCTAHIIMIO, BBIAABINYIO AOKYMEHT, BBI3BIBAIOIINN COMHEHHE B €ro. MOIJIHHHOCTH,
JIaHHOE DpELIEeHHEe HOBOAMWTCA MO0 paboTHHMKA, IPEJOCTAaBUBIIETO0 HOKYMEHT, W
HaIpaBJIIETCS 3aIIPOC B apec 3TOH HHCTAHITUH.

7. 3ampoc B WMHCTAHIIMIO, BBIAABINYIO JOKYMEHT, BBI3BIBAIONIUN COMHEHHS B
€ro IONJIMHHOCTH, pErucTpupyercs B JKypHaile perucTpalyiii 3alpocoB Ha
IOATBEPXKICHUE MOMTUHHOCTH JOKYMEHTOB C YKa3aHMEM ITOCIIEAYIOIIETO OTBETA.

8. B ciy4yae momyd4eHHs INOJIOXUTENBHOTO OTBeTa (yKa3aHHS B HOKYMEHTE
HH(OpPMallMK HECOOTBETCTBYIOIIEH NeWCTBUTEIBHOCTH I JOKYMEHT HE BBIAABAjICS
JaHHOM MHCTaHLMEHN U Ap.) AUPEKTOp YUpexXIeHHs pacCMaTpUBAeT IIPEACTaBICHHbIE
JOKyMEHTHl M IIpUHMMAeT pELIeHHe O HalpaBlIeHWH 3asiBJICHHS O MpH3HAaKax
COBEPIIEHHOIO MpPECTYIJIEHHS B IIPaBOOXPAHUTENbHBIE OpraHbl B MOPSIKE,
npexycMorpeHHOM IlonoxeHueM O COTpyIHHYECTBE C IPaBOOXPaHUTEIbHBIMU
OpraHamu.

9. CmyxeOHble (IOKIagHBIEC) 3aNHCKA W NMPWIOKEHHbIE K HUM MAaTEPHUAJIBI
IIEpEIalOTCs  JIMIYy, OTBETCTBEHHOMY 3a IIPOTUBOIEMCTBHE KOPPYIILIUHM IS
o(hOopMIIeHNS 3asBJI€HNS B IIPABOOXPaHUTEIbHEIE OPTaHEl.

10. ITpencraBieHHBle B yupexIeHHe HEOCHCTBUTEIbHBIE NOKYMEHTHI MM X
KOIMM HEe IIOAJIeXXaT BO3BpPaTy B CBA3H C HMX BO3MOXHOM  BBEIEMKOM
IIPaBOOXPAHUTEIBHEIME OPraHaMU U IOCJIENYIOIIUM IPHU3HAHUEM BeIeCTBEHHBIMU
JOKa3aTeIbCTBAMH.

S. IloaroroBka u HanpaBJieHHE B IPABOOXPAaHHTEJIbHbIE OPraHbl
3asiBJICHHI 0 COBepIIEHHH MPeCTYN/IeHUS

7. Ha OCHOBaHWM NICHMEHHOTO YKa3aHHs OUPEKTOpa YUpexueHHs 110 (GaKTy
IOPENCTaBlIeHUs  IMONNENBHBIX  JOKYMEHTOB  JIMIO, OTBETCTBEHHOE  3a
IPOTHBOJEHCTBAE KOPPYILUH, B TEYEHHE IITH [OHEH TOTOBUT 3asBJIE€HHE U
IpuiIaraeéMele K HEeMy MaTepHalibl, KoTopsle B opsake ctateu 141 YIIK Poccuiickoi
Denepal¥y HalIPaBJIIOTCS B IPaBOOXPaHUTEIBHEIE OPTaHbl 3a IOAMUCHI0 JUPEKTOpa
YupexaeHusl.

8. 3asBje€HHE B IPAaBOOXPAHUTEIbHBIE OPraHBl O NPU3HAKAX COBEPIIEHHOIO
IPeCTyIUIeHHs (IPEIOCTaBIEHUs IOANENBHBIX IOKYMEHTOB) PETHCTPUPYETCS B
XypHaje perucTpaluy 3asBI€HUN B IPaBOOXPaHUTENbHEIE OPTAaHEl O COBEPLIEHHOM
IPECTYIJIEHUH C YKa3aHUEM IPHUHATOTO [10 HEMY PeLIeHHS.

9. Ilpy mnocrymieHHMH B YUpexXIeHHe I[TOCTaHOBIEHHS 00 OTKase B
BO30y>XI€HUH YTOJIOBHOTO Jieia, BEIHECEHHOIO B IopsaKe yact 1 crateu 148 VIIK
Poccuiickori @enepalyy, U0, OTBETCTBEHHOE 3a IPOTHBOJEUCTBHE KOPPYIIINH,
COTJIACOBBIBAET C JHMPEKTOPOM YUPEeKIECHHUS LeIecO00pasHOCTh MaJbHEHIIIETO
00’KaJIOBaHUS YKa3aHHOTO IIOCTaHOBJICHMS.

6. OTBEeTCTBEHHOCTDb

1. Ilpu oGHapyxeHHH (akTa COCTaBJICHUS HEOMDUIMATLHON OTYETHOCTH,
JOJDKHOCTHBIE JIMLA, PAOOTHUKY YUPEXICHHUS, B YbH ITOJTHOMOYMS B COOTBETCTBHUH C
JOJDKHOCTHBIMHU OOSI3aHHOCTSIMU BXOJUT IIOATOTOBKA, COCTABIICHHE, IIPENOCTABICHUE



H HallpaBJIEHUE OTYETHOCTH, HECYT IIEPCOHAIBHYIO OTBETCTBEHHOCTD 32 COCTaBIICHHE
Heo(UIMaTbHOW OTYETHOCTH U UCIIOIB30BaHUS MOAAEIBHEIX JOKYMEHTOB.

2. PaboTHUKH, OCYIIECTBHUBIIME IMOANENKY © (WIH) IIPEIOCTABUBIIIHE
MO JeNIbHEIE JOKYMEHTBI HECYT OTBETCTBEHHOCTD, IIpeyCMOTPEHHYIO
JENCTBYIOIINM 3aKOHOaTenbcTBOM Poccutickoit @enepanuu. ' ‘

7. 3aKJII09HTEIbHbIE MOJIOKEeHHS

1. Hacrosmee ITomoxeHHe BCTyIaeT B CHIy C MOMEHTa €ro
YTBEPXKACHUSI U NEeUCTBYeT 0€CCPOYHO (10 MPHUHATHSI HOBOTO).

2. Hacrosmee IlonoxeHue nomnexxur o0s3aTeIPHOMY OITYyOJIMKOBAHUIO Ha
ouManbHOM caiite YupexaeHus B ceTu «IHTepHETY.



