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0 HeONYIEHHH COCTABJIEHHS! Heo(pHIHAIbHOH 0TYETHOCTH H HCI0JIb30BaAHU

NoAAC/IBHBIX JOKYMCHTOB

1. O0mme mo10KEHHA

1. ITonoxeHue peryJupyer Mopsaaok paboTel ¢ JOKYMEHTAMH IIPH COCTaBIICHHH
opUIMANLHON OTYETHOCTH, C MAOKYMEHTaMH, HpPEICTABIAEMBIMH pabOTHUKAMU IIPH
Tpypoycrpoiictee (00 B mpolecce BBINONHEHMS MMH JOLKHOCTHBIX O0SA3aHHOCTEH),
BBI3BABIIUMH OOOCHOBAHHEIE COMHEHHS B IOIJUHHOCTH M JOCTOBEPHOCTH, U3JIOKEHHBIX B
HUX CBEJEHUIi, C JOKyMEHTaMU IPEACTAaBISIEMBIME PAaOOTHUKAMH B IIPOIECCE pealli3aliu
nesTenbHocTH 1IIKOBI.

2. Hacrosimmee Ilomokenwe ©0 Mepax MO  HEIOIMYIICHHIO  COCTaBJICHHSA
HeODUIMANBHOM OTYETHOCTH M MCIIONB30BAHMA TMOJIEIBHBIX JIOKYMEHTOB (nanee -
[Monoxerne) MAOY IO:xuo-/ly6poBuHCKas cpeanss obmeobpa3oBaTenbHas MmKoaa (raee
[1Ikomna) pa3paboTano B COOTBETCTBHY cO cTaThelt 13.1. denepanpHoro 3akona or 25.12.2008
No 273-®3 «O mnpoTUBOAEHCTBHE Koppymuuu», TpymoBEIM KojekcoMm Poccuiickoii
denepanun, @enepanbHbIM 3akoHOM 0T 27.07.2006 Ne 152-®3 «O nmepcoHalbHBIX JAHHBIXY,
MeToaUUYECKHMH PEKOMEHIALMSIMH 110 pa3pab0TKe W NPUHSATHIO OPraHU3AIMAMU MEp IO
NpeayNpeXKICHUI0O KOPPYIIMH, pa3paboTaHHeIMM MHUHHMCTEPCTBOM TpyJa M COLUAIbHOM
3auTel Poccuiickoit @enepamumy.

3. [TonoxeHue YCTaHABIMBAET NPOLELYPY NOATOTOBKY U HANPABJICHHS 3asBICHHN
B IPaBOOXPAHUTENIbHBIE OPraHbl MO (GAaKTy IOIEIKM WX TMPENOCTaBICHUA MOJIECTBHBIX
IOKYMEHTOB.

4. Hacrosimee Ilonoxkenue 00g3aTelIbHO JUIA TIPUMEHEHHs] BCEMM PabOTHHKAMM
I1IKOJIBI, HAXOAAIIUMHUCS B TPYAOBBIX OTHOIIEHUSIX, HE3aBUCHMO OT 3aHMMAaeMOM JI0JDKHOCTH
Y BHITTOJTHAEMBIX (QyHKIHHA.

2. OcHOBHBIE MOHATHS H TEPMHHBI

W JIOKyMEHT - MaTephalbHBIl HOCHUTENb ¢ 3aMKCHPOBAHHOM Ha HEM B JIHOOOM
dbopme uHdopmanueil B BUIE TEKCTa, 3BYKO3AIUCH, U300PaKEHHA M (uMH) MX COYETaHMs,
KOTOpPHIH MMeEeT PEKBU3UTHI, MO3BOJIAIONIME €r0 MIACHTH(QUIUPOBATh, U NPEIHAZHAYCH UL
mepeaud BO BPEMEHH M IPOCTPAHCTBE B LENAX OOLICCTBEHHOrO HCIONB30BAHUSA U
XpaHEeHHUS.

2. O¢uUUATBHEIA TOKYMEHT - NMCHbMEHHBIH aKT, BBIMOJHECHHBIA Ha OyMaKHOM
HOCHTEJIE, YAOCTOBEPSIOIINH KOHKpPETHEIE (aKkThl W COOBITHS, KOTOphIE€ BIEKYT I




UCTIONB3YIOIMX €ro JIML OIpelesieHHble nociaeAcTBusl. OQUIHANIBHBIA JOKYMEHT JOJDKECH
COJIePKaTh YCTAHOBJICHHBIE PEKBU3UTEHI.

3. Ox3eMIUIAp - 00pa3zer THPaKMPOBAHHOTO TOKYMEHTA, UACHTUYHBINA OPUTHHAITY.

<4 OTyeT - 3TO MHCBMEHHOE WM YCTHOE COOOIIEHHE IO KOHKPETHOMY BOIIPOCY,
KOTOpPO€ OCHOBAHO Ha JOKYMECHTAIBHBIX JAHHBIX;

5. CraTucTyecKas OTYETHOCTh - CHUCTEMa KOJMUYECTBEHHBIX W KAueCTBEHHBIX
TIoKa3aTeleif, XapakTepu3yIOIIUX paboTy yUpesKIeHHS 3a OIpeIeSICHHBIH CPOK.
Bu/I6I IPUMEHSEMOM OTYETHOCTH:

5.1. T'ocynmapcTBeHHas M BEIOMCTBEHHas OTYETHOCTh - OTYETHOCTh, COCTaBIsAEMas
HAa OCHOBE YTBEP)KIEHHBIX YHU(UIMPOBAHHBEIX (POPM U B COOTBETCTBUHU C YTBEPKACHHBIMU
HOPMAaTHUBHBIMH IOKYMEHTaMH.

5.2. BHyTpeHHSS OTYETHOCTh - pPa3paOOTaHHBIE M YTBEP)KIEHHBIE TUPEKTOPOM
[Tkomns1 GaHKu.

OG6s13aTENEHBIMU PEKBH3UTAMU 3TUX OTYETOB SIBJIIOTCS:

- HAVMEHOBaHUE OpraHU3alHNHN;

- Ha3BaHME BHJA JOKYMEHTa;

- JlaTa ¥ HOMep TOKYMEHTa;

- MECTO COCTaBJICHHS;

- 3aroJIOBOK I10 TEKCTY;

- TIO/ITTHCE;

- rpud yTBepaxKIeHNs (Ha OTYETAX) WK PE30NIOLHA JUPEKTOpa IIKOJBI (Ha
CIIpaBKe OTUYETHOI'O XapaKTepa).

6. ITon HeneliCTBUTENBFHBIMH JOKYMEHTAMH CJIEyeT IOHMMATh:

6.1. TlosHOCTBIO H3TrOTOBJEHHBIE (UKTUBHBIE [JOKYMEHTBHl WIU IOUIMHHBIE
IOKYMEHTEI, B KOTOpBI€ BHECEHBI H3MEHEHHS IIyTEM ITOJYHCTOK, TOMMCOK, UCIIPABICHHS HITH
YHHYTO)KEHHSI YacTU TEKCTa, BHECEHHMsS B HMX IOIOJHHUTEIBHBIX TaHHBIX, MPOCTABICHUSA
OTTHCKa MOJAENIBHOIO [ITaMIIa WIH [TeYaTH U T.IL.

6.2. @akTHYECKH SABIAIONIMECH TMOJIUHHBIMHA, HO COJEpXKallhe CBEICHHA, HE
COOTBETCTBYIOUIHE NCHCTBUTEABHOCTH. OHU COXPAHAIOT BHEIIHHWE IIPH3HAKA M PEKBU3HTHI
Ha/UIEKAMX JOKYMEHTOB (M3rOTaBIMBAIOTCA Ha OQHLUUAIbHOM OjlaHKe, conepiKar
HaUMEHOBAHUE JOJDKHOCTEH ¥ JIHII, YIIOMHOMOYEHHBIX X NOJIUCHIBATD), OJHAKO BHECEHHBIE
B HHUX CBeJleHHA (TEKCT, IHM(POBBIE JaHHEIE) SIBISIOTCA ChaIbCUPUIUPOBAHHBIMH.

6.3. BrlmaHHele ¢ HapyLIEHUEM YCTAaHOBIIEHHOIO IIOpsAJKa, T.€. B pe3yJbTare
3JI0yIOTPEOICHHST JOJDKHOCTHBIM JIMIOM CIy)KE€OHBIM IIOJIOXKEHMEM WM COBEPLICHHS UM
XaJIaTHBIX JEHCTBUM IPH BEIIaY€ 3TOr0 JOKYMCHTA.

e Hcmonb3oBanue  HENEHMCTBUTENBHBIX JOKYMEHTOB  3aK/IOYaeTcss B HX
IIPEJCTaBICHUA B KauecTBE OCHOBAaHMH i TPYHNOYCTPOMCTBA, a Takke Ui Jiroboro us
JIEMCTBUI, OTHECEHHBIX K KOMIIETEHIIUN YUPEKICHHUA.

8. IlepcoHaiibHbIe JaHHBIC - HeoOXommmas uid paboronarens HHpopMalys B
CBA3M C YCTaHOBJIEHHEM TPYIOBHIX OTHOLICHMI M Kacalolasics KOHKPETHOro pabOTHHKA, B




mponecce HCIIOJIHEHUA JOJIKHOCTHBIX 00s13aHHOCTEN Inpu MpeAOCTaBICHHUH, MNOJIYUYCHHH
pyKOBO,}II/ITeJIeM CBEJCHMIA, MpeAOCTaBIIAIOIINX JIBIOTHI X1 rapadHTHH.

3. Topsaok NPOBEPKH J0KYMEHTOB Ha MOJIHHHOCTD H coCTaBJIEHHSI 0(PHIMATBHOM
OTYETHOCTH
l. JIOIKHOCTHOE JIAIIO, OTBETCTBEHHOE 33 COCTABJICHHC JOKYMEHTOB II0 CBOEMY

HATNPaBICHUIO  JIEITENbHOCTH,  BEICT HETIOCPE/ICTBEHHBIH  KOHTPOJIb W PETYJISIpHO
OCYLIECTBIAET MpOBEJCHHE TNPOBEPOK HA  TPEAMET NOUIMHHOCTH  JIOKYMCHTOB,
TOAroTaBMBaeMbIX paboTHHKaMu [1IKombl, HAXOMAMMXCS Y HETO B IPAMOM IO{YHHEHHH.

2. [Ipy NpPOBENCHWM TNPOBEPOK YUHMTBIBATH, YTO MOMIHHHOCTH JNOKYMEHTOB
YCTAHABIMBACTCA IYTEM [POBEPKH PEATbHOCTH HMCIOIIMXCA B HUX MOANHCEH TOIKHOCTHBIX
JML ¥ COOTBETCTBMS COCTABJIEHMA JIOKyMEHTOB JaTaM OTpaXCHM B HUX orepanui,
undopmanuu, GakToB U T.A.

3. [Mociie YCTaHOBJIEHUs IOIIMHHOCTH JIOKYMCHTOB, HeoOXOMUMO TPOBEPHTH
JOKyMEHTHI 110 CYIIECTBY, TO €CTh C TOYKHU 3pEHNUS OCTOBEPHOCTH, 3aKOHHOCTH OTPAKEHHBIX
B HHX XO3HCTBEHHBIX omepaluii, nHdopmaruu, GpakroB u T.1.

4. JIOCTOBEPHOCTH oneparuil, 3aQUKCHPOBAHHBIX B JIOKYMCHTAX, pOBEPAETCS
M3yYECHHEM OTHX H B3aMMOCBS3aHHBIX C HUMH JIOKyMCHTOB, OIPOCOM COOTBETCTBYIOIIIX
JIOJKHOCTHBIX JIWL, OCMOTPOM OOBEKTOB B HATYPS U T. 1.

5 3aKOHHOCTb OTP@KEHHBIX B JAOKYMEHTaX ONepaluii yCTaHABIMBACTCHA MyTCM
IPOBEPKH UX COOTBETCTBHS JEHCTBYIOEMY 3aKOHOATCIECTBY Poccuiickoii Denepanuu.

6. [Ipu BeIABICHUH  (AKTOB  HCIOJIB30BAHMI MOAJENBHBIX  JIOKYyMEHTOB
HeoOXOIMMO HEe3aMEUTUTENBHO IPOUHPOPMHUPOBATE THPEKTOpa [1Ixosbl, a TaKKe MPUHATH
Mephl 10 HEJONYIICHUIO COCTABICHUA HeO(HUIMATbHOH OTYETHOCTH H MCIONB30BAHMA
TIOJIENBHBIX JOKYMEHTOB.

4. JleficTBHs pa0OTHUKOB NMPH BOSHUKHOBEHHH COMHEHHi B MOAJIHMHHOCTH

l'lpe}ICTaBJ'leHHle JOKYMEHTOB

1: B ciyyae BO3HHKHOBEHMA OOOCHOBAHHBIX COMHEHHI B MOMJIMHHOCTH
NpEeJCTAaBICHHBIX  JOKYMEHTOB (ZMILIOMOB,  YIOCTOBEpEHHHA, ceprudukaroB) U
JIOCTOBEPHOCTH COJEpIKALICHCs B HUX undopmanun, paGoTHUKY [ITKONBL, OCYIIECTBILIOIHNE
HETOCPE/ICTBEHHYI0 00paboTKy M Y4eT KOppeCHOHICHINH b0 IPaBOBYIO OIKCIEPTU3Y,
06f3aHBl TPEANPHHATE MEpH, HANPABICHHBIC HA YCTPAHCHMC BOSHUKIIMX COMHEHHUH H
[0JTy4eHHE JIOTIOJHUTENHBIX CBEIACHUH. '

2 [Ipy BO3HMKHOBEHHH Y DabOTHMKOB [1Ikonsl COMHEHUIl B IOITMHHOCTH
JOKyMeHTa, JHMIOo, OOHApyXHBIICE [OJ/IENBHBIA JOKyMEHT, 00fA3aHO HE3aMEUTHTEIBHO
cooBmuMTh (B BHAE JOKIAIHOM (CIIy:KeGHOMH) sanucku) 06 sroM mupektopy Llkonsr st
MpUHATHAA JaibHEHIIEro pemieHus ¢ LEIbIo  TPOBEPKH [OJUIMHHOCTH IIOCTYMHBIINX
JIOKyMEHTOB OT pabOTHHKA.




3. PaGOTHMK, OTBETCTBEHHBIM 3a TNPOBEPKY IOMIMHHOCTH JOKYMEHTOB IpH
TPYJOYCTPOMCTBE, CHUMAET KOMMM C IMPEJOCTABICHHBIX JIOKYyMEHTOB (marutoma 06
06pa30BaHUHU ¥ UHBIX JOKYMEHTOB) M IPOBOJIUT TNIepBUYHbIN BU3YaJIbHbINA aHAIH3.

4. Ceemenuss 00 oOpasoBaHuM pabOTHHKA MPUPABHHUBAIOTCA K TEPCOHATLHLIM
JaHHBIM. Bce mepcoHalbHBIE JaHHBIE paOOTHHKA CIEAYET MOJIy4aTh OT HEro camoro. Ecnu
TepCOHAIbHEIC JAaHHBIE Pa0OTHHKA BO3MOMKHO IOJIYIHTE TOJBKO Yy TpeThell CTOPOHBI, TO
pabOTHHK TODKEH OBITh YBEIOMIIEH 06 2TOM 3apaHee, ¥ OT HEro JOJDKHO ObITh IONY4EHO
IUCBMEHHOE COTJIacHe.

3. PaGOTHHK, OTBETCTBEHHBIH 3a IMPOBEPKY MONIMHHOCTH MOKYMCHTOB IIPH
TpyMOYCTpOHCTBE, ~00f3aH  COOOLIMTE paGoOTHHUKY, MpEJOCTaBUBIIEMY  JIOKYMEHT,
BEI3EIBAIOIMI COMHEHHE B €ro MOUIMHHOCTH, O [ENX, MPEArnojaraéMex MCTOYHHMKAX H
Ccroco0ax MONyYeHHs MEPCOHANBHBIX JAHHBIX, @ TAIOKE O XapaKTepe v MOCTIC/CTBUAX OTkasa
paboTHHKA [aTh MMCHMEHHOE COTIACHE Ha MX MOy CHHE.

6. [Tocne odopmieHuss cortackd pabOTHUKA Ha TIONY4eHHE IEPCOHATBHBIX
JIaHHBIX, B COOTBETCTBHM ¢ 3aKOHOJATEIBCTBOM Poccuiickoii ®denepauuu, B clydae
npuHsTHS JupekTopoM I1IKOBI PElIeH s O HAPaBICHUH 3aMpoca B MHCTAHIHIO, BBIJTABILYIO
JOKyMEHT, BBI3BIBAIOLIM} COMHEHME B €ro IMOJUIMHHOCTH, JaHHOE PEIICHNS JIOBOAUTCS 10
paGOTHHKA, IPEJOCTABUBILETO JIOKYMEHT, M HANPABIISCTCA 3apOC B aZpec 3TOM MHCTAHLIUU.

7 3anpoc B MHCTAHLMIO, BBIJABLIYIO JOKYMCHT, BBI3BIBAIOIIMI COMHEHHS B €r0
[OJUIMHHOCTH, perucTpupyercss B JKypHane perncTpalyy 3anpocoB Ha IOATBEPKIACHHE
MOUIMHHOCTH JOKYMEHTOB C yKa3aHHeM MOCJIEAYIOIEro OTBETa.

8. B ciyyae MONy4YeHHs IIOJOKHUTEIBHOTO OTBCTA (ykazaHusi B JIOKYMEHTE
uHGOPMAIIH HECOOTBETCTBYIOLIEH ACHCTBUTENBHOCTH WM JOKyMEHT HE BBIZ[ABAJICS JAaHHOM
yHCTaHIMe# u ap.) aupekrop LIIKomsl paccMaTpHBaeT MPEACTaBICHHBIC NOKYMCHTR H
NPYHAMAET PEMICHUE O HANpPABIEHMN 3asBJICHUS O NPU3HAKAX COBEPIICHHOTO TNPECTYIICHUS
B [PaBOOXPAHWTENBHBIE OPTaHbl B MOPSJKE, IIPEAyCMOTPEHHOM ITonoxeHHEM O
COTpYIHMYECTBE C NPABOOXPAHUTEIBHEIMU OpraHaMH.

9. CrnyxeGHble (HOKIAIHBIE) 3aMMCKM M TPHIOKEHHBIE K HUM MaTCpHalIbl
TIepelaloTCs NIy, OTBETCTBCHHOMY 32 IIPOTHBOMEICTBHE KOPPYNIMU JUisl OPOPMIIEHHS
3asBJICHNA B IPABOOXPAHUTEIbHBIE OPTaHEl.

10. TIlpencTaBieHHBIE B YUpPEXJEHUE HEJCHCTBUTENBHBIC NOKYMEHTH MM HX
KOIMK HE TOJIENKAT BO3BPATY B CBA3M C MX BO3MOXKHOW BBIEMKOH MPaBOOXPAHHTEILHBIMH
OpraHaMy ¥ TIOCIE/IYIONMM NPH3HAHAEM BEIECTBEHHBIMU JI0KA3aTe/bCTBAMM.

5. IIoAroTOBKA M HANIPAaBJIeHHE B NPABOOXPAHHUTE/ILHBIE OPraHbl 3asiBJIeHHI 0
COBEpIIeHHH NMPeCcTyJIEHHS

1. Ha oOCHOBaHMM THMCbMEHHOTO YykasaHus jaupekropa Ilkonsr 110 daxry
Ipe/ICTaBeH s TOUIETBHBIX JOKYMEHTOB JIMIO, OTBETCTBEHHOC 32 IPOTUBOJEHCTBHE
KOPPYIIIMK, B TEYEHHE MATH THEH FOTOBUT 3asBICHUC U NPUIAracMbIC K HEMY MaTepHalbl,
KoTOphle B Topsiake crarbu 141 VIIK Poccuiickoit ®enepauuy HanpaBlIglOTCA B
TIPaBOOXPAHUTENIBHBIE OPraHsl 3a MOJMKCHIO IMPEKTOPA [Ixomnsl.




2. 3asBiicHAE B IPaBOOXPAHWTENBHBIC OpraHbl O MPHU3HAKAX COBEPHICHHOIO
MIpeCTyIUIEHUA (MPEeJOCTaBICHUA TOAICIBHBIX JOKyMeHTOB) peructpupyercs B XKyphaine
pErHCTpalyy 3asBICHHH B PAaBOOXPaHUTENbHBIC OPTaHbl O COBEPUICHHOM NPECTYIUIEHUH C
yKa3aHHeM NPUHATOTO 110 HEMY PEIICHHS.

3 [Ipu noctymieHur B IIlkomy MOCTaHOBJICHUA 00 oTKaze B BO30YKICHHH
YIOJIOBHOTO JI€jia, BBIHECEHHOrO B MOPANKE gactu 1 crareu 148 VYIIK Poccuiickoi
denepanuy, MO, OTBETCTBEHHOE 3a NPOTHBOJEHCTBEE KOPPYIIIMH, COTJIaCOBBIBACT C
mupekropoM  IIIKONEI  11€1ec000pasHOCTh nanpHelero  o0)kaJloBaHUA — YKa3aHHOTO
[IOCTaHOBJICHHU.

6. OTBeTCTBEHHOCTH

I Ilpu oGHapyxeHMH (aKra COCTaBICHAA HEOMUIHATBHOH  OTYETHOCTH,
JOIDKHOCTHBIE wna, paborHukd IIIKoibl, B YbM MONHOMOYMS B COOTBETCTBHM €
OIDKHOCTHBIMH OGS3aHHOCTSAMH BXOJUT TOATOTOBKA, COCTAaBICHHE, NPEJOCTABICHHC H
HANPABICHME OTYETHOCTH, HECYT MEPCOHANBHYIO OTBETCTBEHHOCTD 34 COCTaBJIEHHE
Heo(HUIUATBHOM OTIETHOCTH H MCIIOIB30BAHUS MOMNCIBHBIX JIOKyMCHTOB.

2. PaGOTHHKY, OCYIIECTBUBLIME TIOIEIKY U (WIH) MPEJOCTABUBIINE MOMNCILHBIE
JIOKyMEHTBI HECYT OTBETCTBEHHOCTB, PEY CMOTPEHHYIO NEHCTBYIOIIUM 3aKOHO/IATENbCTBOM
Poccuiickoii @enepanu.

3. KoHTpons 3a HENONYIICHHEM COCTaBICHHS Heo(UIHaIBHOM OTYETHOCTH H
JCIONB30BAHAS TOJICIBHEIX JOKYMEHTOB H NPOBENCHME MNPOBCPOK Ha  MPEAMET
MOUTHHHOCTH JOKYMEHTOB ~OCYIIECTBILAECTCA Ha MOCTOSSHHOM OCHOBE 3aMECTUTEIIEM
pupexropa I1IKosIs! 1 3aBeyIOIMMH CTPYKTYPHBIX noapasaeneHuit [Ikomb1.

7. 3aKkII0YHTENbHBIE MOJI0KeHH

1. Hacrosimee IToJOKEHHE BCTYNAeT B CHJIIy € MOMEHTa €ro yTBEPMKICHWA H
neiicTByeT 6ecCpOYHO (10 MPHHSTUS HOBOTO0).

2, Hacrosmee IlookeHHe TOMIEKAT OOA3aTETBHOMY —OINyOIMKOBAaHMIO Ha

odunmansHoM caiite [11Koib! B CETH «HTEepHETY.




