[Ipunoxenue 1
K nmpukazy Ne 14 ot 11.03.2025 r.

[TOJIOXXEHHE
II0 HETOMYIIEHHUIO COCTaBIECHHs HEOPUIUaNnbHOH OTEYHOCTH M MCIIOIb30BAHHUS [TOIIENBHBIX
JOKYMEHTOB B OpraHM3aluu

1. O0mue mooxkKeHns

Hacrosimee Ilonoxenue pa3paboraHo B LeNSX  HEOONMYIUEHHS  COCTaBJICHUS
HeoGUIHATHPHON OTYETHOCTHM M  HCIOJB30BaHWS MONNENbHBIX JOoKyMeHToB B MbBVK
«omuupmackuit KLy (magee — YupexaeHue), B COOTBETCTBMU co crarhelt 13.3 denepanbHOro
3akoHa OoT 25 mekabps 2008 roma Ne 273- @3 «O mpoTuBoneicTBUM Koppynuuu». B cioydae
H3MEHEHHs 3aKoHomaTeNnbCcTBa Poccuiickoit @enepauuu, peryJHpyIOIIEr0 COAEpPKAHUE
HacTosuiero [1ooXeHus, B HEro BHOCATCSA COOTBETCTBYIOIINE NONPABKH U NOIIOTHEHHS.

1.1. Tlomo)xeHHe periaMeHTUPYET MOpsAAOK paboThl C NJOKyMEHTaMH IIPH COCTAaBIEHHH
obUIMaNbHOH  OTYETHOCTH, C JOOKYMEHTaMH, IpEICTaBISeMBbIMH paOOTHHKaMH IIpH
TpynoycrpoiictBe (nub0 B mpolecce BBIIOJHEHHS MMM JODKHOCTHBIX —0Os3aHHOCTEH),
BBI3BABUIMMH OOOCHOBAaHHBIE COMHEHHS B IOIJIMHHOCTH U JOCTOBEPHOCTH H3JIOKEHHBIX B HHUX
CBEIEHUH, C JOKYMEHTaMU MpeACTaBIsIEMbIMH pabOTHUKAMM B IIPOLECCE peaU3alvH
JESITENLHOCTH Y UPEXICHUS.

1.2. Tlonmo)xeHHe yCTaHaBIMBAeT MpOLENypYy MOArOTOBKU U HAlpaBlCHHUS 3asBICHUH B
IIPaBOOXPAHUTEIBHBIE OPTraHbl O COBEPIIEHHOM ITPECTYIIIIEHUH

1.3.  Hacrosuee [lomoxenne o0s3aTeNnbHO I NPUMEHEHHS BCEMU pPabOTHHUKAMU
yUpEKICHUS, HAXOISIIMECS B TPYNOBBIX OTHOIIEHUSAX, BHE 3aBHUCUMOCTH OT 3aHHMMaeMOH
JOJDKHOCTH U BBIIOJIHSIEMBIX (PYHKIIMIA.

1.4. Hacrosmee IlonoxxeHue BcTymaeT B CHIY C MOMEHTAa €ro YTBEPXKIEHHS H
JIEWCTBYET 0 IPUHATUS HOBOTO.

2. OCHOBHBIE ITOHATHS U TEPMHUHBI

2.1. JIokyMeHT — MaTepHaJlbHBIi HOCHTENh C 3adUKCUPOBAaHHOM Ha HeM B J00O0H
bopmMe mHPOpMauuel B BHUAE TEKCTa, 3BYKO3amUCH, H300pakeHHS M (WJIM) UX COYETaHHS,
KOTOpBIH HMMEET pPEKBU3UTHI, I1O3BOJISIONIME €ro HACHTUGHIUPOBAaTh, M IpeNHa3HA4YeH I
nepenavyy BO BpEMEHHU U B IIPOCTPAHCTBE B LIEISX OOIIECTBEHHOTO HCIOIb30BaHUS U XPAHEHHUS.

2.2.  OduuuanbHBIH JOKYMEHT — NHCBMEHHBIM aKT, BBIIOJIHEHHBI Ha OyMa)KHOM
HOCHTEJE, YIOCTOBEPSIOIINI KOHKPETHEIE PaKThl U COOBITHS, KOTOPBIE BIEKYT 3a UCIOJIB3YIOLIUX
€ro JMI ompeneieHHble mnocneacTBUs. OQUUUANBHBIA NOKYMEHT [OJDKSH COAEPXaTh
yCTaHOBJIEHHBIE PEKBU3UTHI.

2.3.  Ox3eMIusip — o6pa3eln] THpaXXUPOBAHHOTO JOKYMEHTA, UACHTUYHBIA OpUTHHAILY.

2.4. Craructuyeckas OTYETHOCTh — CHCTEMAa KOJMYECTBEHHBIX M Ka4yeCTBEHHBIX
nokasarese, XapakTepu3upyroumx paboTy YupexaeHus 3a ONpPeNeIEHHBIN CPOK.

2.5. Bwunapl npuMeHseMON OTUYETHOCTHU
- roCcyJIapCTBEHHasi U BEOMCTBEHHAsl OTYETHOCTh - OTUYETHOCTB, COCTaBJIIEMas Ha OCHOBE
YTBEPXXICHHBIX YHUGUIUPOBAHHBIX (HOPM U B COOTBETCTBHH C YTBEPXKAECHHLIMH HOPMATHBHBIMH
JIOKyMEHTaMH;

- BHYTPEHHSISI OTYETHOCTD - pa3pabOTaHHbIE U YTBEPXKIACHHBIE OUPEKTOPOM YTBEPXKIEHHS
onanku. OOs3aTeNbHBIMUA PEKBHU3UTAMU 3TUX OTUYETOB SBJISAIOTCS: HAUMEHOBAHHE OpraHH3allvHy,
Ha3BaHHE BUJA JOKYMEHTa, AaTa U HOMEp JOKYMEHTa, MECTO COCTAaBJIEHHS, 3ar0J0BOK II0 TEKCTY,



IOJIMCH, TpUG yTBEp:KIEHHUS (Ha OTYETaX ) HIIM PEe30JTIOIHS JUPEKTOpa YUpeKIeHHs (Ha CIpaBKe
OTUETHOTO XapaKTepa).

2.6. llon HeneMCTBUTEIHHBIMU JOKYMEHTAMHU CIENYET IIOHUMATD:

2.6.1. TlomHOCTBIO U3rOTOBIEHHBIE GUKTHUBHbBIE JOKYMEHTHI MU MOJIUHHBIE JOKYMEHTHI,
B KOTOpBIE BHECCHBI U3MEHEHHUS NyTeM MOMYUCTOK, JOMHCOK, UCIPABIEHUS HIU YHUYTOXKEHUS
YaCcTH TEKCTa, BHECEHUS B HUX JOMONHUTENBHBIX JAHHBIX, IIPOCTABJICHUS OTTHCKA MOANEIHLHOIO
HITaMmna Wid rnevyaTy U T.00.

2.6.2. QaxTUYeCKH SBISIOIIMECS MOJIMHHBIMH, HO COJAEp)KAIlde CBEOeHUs, He
COOTBETCTBYIOIME NeHCTBUTENBHOCTH. OHU COXpAHSIOT BHEIIHME HPU3HAKM U PEKBHU3UTHI
HaJJeKalMX  JOKYMEHTOB  (M3TOTaBIMBAIOTCS Ha  odunuaibHOM  OJlaHKe, conepiKaT
HaUMEHOBAaHUE NOJUKHOCTEH U (QaMHIMU ITHI], YIOJTHOMOYEHHBIX HX MOJNHUCHIBATH), OJHAKO
BHECCHHBIE B HUX CBEIEHUS (TEKCT, HUGPOBHIE NaHHBIE) ABISIOTCS ChanbCHPUIIHIPOBAHHBIMH.

2.6.3. BplmanHble ¢ HapylIeHHEM YCTAHOBJIIEHHOTO TMOpsaKa, T.. B pe3ybTare
3JI0ynoTpeONieHusT JODKHOCTHBIM JIMIIOM  CITY)K€OHBIM TIOMOXXEHHEM WU COBEPUIEHHS KM
XaJaTHBIX JEWCTBUM IIPU BblAAYE 3TOr0 JTOKYMEHTA.

2.7. MHcnonp3oBaHME  HENCHCTBUTENBHBIX  JOKYMEHTOB  3aKJIIO4aeTcs B HX
IPEACTaBICHUN B KaueCTBE OCHOBAHMH ISl TPYJNOYCTPOHCTBA, @ TaKKe MPOBEAEHUS JIOO0ro u3
JEWCTBUM, OTHECEHHBIX K KOMIIETCHLIUM YUPEKACHHUS.

2.8. llepconayibHbBIE NaHHBIE - HE0OXOAUMAs s paboToaTenst HHGOpMaIUs B CBSI3U C
YCTaHOBJIEHUEM TPYAOBBIX OTHOLUEHUH U KACAIOIIAsICsl KOHKPETHOrO padOTHHUKA.

3. [Topsimox mpoBepKU JOKYMEHTOB Ha MOMJMHHOCTD U COCTABJICHHUS O(QUIIHATBEHON
OTYETHOCTH

3.1.  JIoMKHOCTHOE JIMLO, OTBETCTBEHHOE 3a COCTaBJEHHE IOKYMEHTOB IO CBOEMY
HaIIPaBJIEHUIO [EATEIBHOCTH, BEAET HENOCPEACTBEHHBIA KOHTPOJIb M PETYJISIPHO OCYIIECTBISET
IpOBEACHUE IPOBEPOK Ha IIPEAMET IOUIMHHOCTA OKYMEHTOB, oOpasyromuxcs y pabOTHHKOB
YupexIeHus, HaXOASIIUXCS Y HETO B IPIMOM [TOJYMHEHHUH.

3.2. Ilpu mpoBENEHHM IIPOBEPOK YUHTHIBATH, YTO IOJIHMHHOCTH JIOKYMEHTOB
YCTaHABIUBAETCA IIYTEM IPOBEPKU PEAIBHOCTH UMEIOIIUXCS B HUX MOMIMUCEH MOJKHOCTHBIX JIMI]
H COOTBETCTBHS COCTaBJIEHUS NOKYMEHTOB JaTaM OTpPaX€HUS B HUX omepanuit, uHpopMmanuu,
¢baxToB ¥ T.1.

3.3. Ilpu 4YTreHUH NOKYMEHTOB, IOCNIE YCTAHOBJIEHHS WX IMOJIMHHOCTH, HEOOXOIUMO
IPOBEPATH MOKYMEHTBI II0 CYILIECTBY, TO €CTh C TOYKHM 3PEHMSI IOCTOBEPHOCTH, 3aKOHHOCTH
OTpa’KEHHBIX B HUX XO3SMCTBEHHBIX ONepanuit, nHpopmManuu, pakrax 4 T. 1.

3.4.  JloCTOBEpHOCTb OmNepanuif, 3aQUKCHPOBAHHBIX B JOKYMEHTaX, IpOBEpseTCs
HU3Yy4YeHUEM OTHUX M B3aUMOCBS3aHHBIX C HHUMHU JOKYMEHTOB, OIPOCOM COOTBETCTBYIOIIMX
JOJDKHOCTHBIX JIUL, OCMOTPOM OOBEKTOB B HATYpe U T.H.

3.5. 3aKOHHOCTb OTpaXEHHBIX B JOKYMEHTaX oOIllepauuii YCTaHABJIMBAETCS IyTEM
IIPOBEPKHU UX COOTBETCTBUS JEHCTBYIOLIEMY 3aKOHOAATEILCTRY.

3.6. Ilpu BeIBIeHWHM (AKTOB MCIIOJB30BAHUS MOAMCIBHBIX JOKYMEHTOB HEOOXOIMMO
HE3aMEUTUTENIBHO ~ NPOMH(GOPMHUPOBATh  JUPEKTOpa  YUPEXNEHUS, a TaKkKe IPHHATH
COOTBETCTBYIOLIME MEPHI I10 HEJOMYIIEHUIO COCTaBIEHUS HEOGUUUATBHOM OTUETHOCTH U
UCIIOJIB30BAHUS MOANEIBHBIX JOKYMEHTOB.

4. HeﬁCTBI/Iﬂ pa6OTHI/IKOB IIpH¥ BO3BHUKHOBEHHUHU COMHEHHWH B MNOQJIUHHOCTH NpSaACTAaBJIICHHBIX
JOKYMEHTOB

4.1. B cnyyae BO3HHUKHOBEHHMS OOOCHOBAaHHBIX COMHEHUM B  IOJIMHHOCTH
NpEeJCTaBIEHHBIX JOKYMEHTOB (IHMILJIOMOB, YIOCTOBEpEHHH, CEpTHPUKATOB) M TOCTOBEPHOCTHU
colepxkameiics B HUX  HHQOpMauMd  pabOTHUKH  YUYPSKOEHHS,  OCYLISCTBIIIOLIUE



HETOCPEACTBEHHYIO 00pabOoTKyY M y4eT KOpPECIOHIEHIIMH JIHOO [IPaBOBYIO 3KCIEPTH3Y, 00SA3aHbI
IpeanpUHUMATh MEpbI, HalpaBleHHblE Ha yCTpaHEHHE BO3ZHMKLIMX COMHEHMH H Ha MOJIy4YeHHE
JOTOJTHUTENBHBIX CBEAECHHUH.

42. Tlpn BO3HHUKHOBEHHH Y pabOTHHUKA YUPEXOECHHUS COMHEHHUH B NOMJIMHHOCTH
JOKYMEHTa, OH 003aH HE3aMeMIUTENLHO COOOINTD (B BHAE CIy)KeOHOH (NOKIaIHOM) 3aHCKH)
00 3TOM IUpPEKTOpY YUpeXOeHUs [UIA NPHHATHS NaIbHEHINEro pelleHHs C IEIbI0 MPOBEPKH
IOJUTHHHOCTH MOCTYTIMBIIUX JOKYMEHTOB OT pabOTHHKA IIPH TPYAOYCTPOMCTBE.

4.3. PabOTHHK, OTBETCTBEHHBIH 3a TPOBEPKY [OAJHHHOCTH HIOKYMEHTOB IIPH
TPYAOYCTPOUCTBE, CHUMAET KOIIMHU C IIPEIOCTABICHHBIX JOKYMEHTOB (IUIIIIOMa 06 06pa3soBaHUH U
HWHBIX JOKYMEHTOB) U IPOBOJUT NEPBUYHBIM BU3yaIbHBINA aHATIH3.

44. Csenmenus 00 o6pazoBaHuu pabOTHMKA INPUPABHUBAIOTCA K IEPCOHAIBHBIM
nannbiM. CorsacHo 1. 3 ¢t. 86 TK PO (ananoruuHasi HopMma colep)xurTcs Taioke B nm.l m.2 ct. 10
®enepanpHoro 3akoHa or 27.07.2006 r. Ne 152-03 “O mnepcoHalbHBIX JaHHBIX”) BCE
IepcOHabHbIE JaHHBIE pabOTHHKA CIelyeT MojydaTb OT Hero camoro. EciaM mepcoHalbHbIE
JIaHHEIE PabOTHHKA BO3MOXHO TOJYYHUTh TOJBKO ¥ TPEThEH CTOPOHBI, TO PaOOTHUK JODKEH OBITH
yBeJOMJIEH 00 3TOM 3apaHee, U OT Hero JOKHO OBITh IMOJIy4EHO MUCbMEHHOE COTJIacHe.

4.5. PaboTHHUK, OTBETCTBEHHBIH 3a MPOBEpPKYy IONJIHMHHOCTH JOKYMEHTOB IIpH
TPYAOYCTpO#cTBE, 00s3aH COOOIIUTh PabOTHHKY, MPENOCTABUBIIEMY NOKYMEHT, BBI3BIBAFOIIHIMA
COMHEHHME B €ro MOIJIHMHHOCTH, O IIeJisl, IpeAnojaraéMelX UCTOYHHKAX M CIOCO0ax IMOIy4YEHHs
IIEPCOHANBHBIX [AHHBIX, a TaKK€ O XapakTepe W TIIOCIHEICTBHUSX OTKa3a pabOTHHKa JaTh
UCBMEHHOE COTJIacHe Ha UX MOJIyUeHHUE.

4.6. Tlocne opopmuenus cornacusi paboTHHKa Ha MOJyYeHHE IEPCOHANBHBIX JaHHBIX, B
COOTBETCTBHM C 3aKOHOJATEeNbCTBOM P®, B cnyyae NpPUHATHA IUPEKTOPOM DpELIEHUS O
HanpaBl€HUM 3allpoca B HHCTAHIMIO, BBIAABIIYIO JOKYMEHT, BBI3BIBAIOIIMHA COMHEHHE B €r0
MOJUIMHHOCTH, JAaHHOE pelleHHE MOBOJUTCS OO0 PYKOBOJIMTENS HHCTAHLMH, IPEXOCTABUBILETO
JOKYMEHT, U HallpaBJIsieTcs 3alpoc B aipec 3TOM HHCTaHIUH.

4.7. 3ampoc B HHCTaHIMIO, BBIJABIIYIO ITOKYMEHT, BBI3BIBAIOIIUM COMHEHHS B €r0
NOMJIMHHOCTH, peructpupyercs B JKypHane perucrpanuu 3amnpocoB Ha IOATBEPXKIEHHE
NOJJIMHHOCTH JOKYMEHTOB C yYKa3aHHEM IOcleAyromero oTeeTa. XXypHan perucTpaiuu 3anpocos
BEIETCS U XpaHUTCA y JIUila, OTBETCTBEHHOT'O 3a MPOTHBOAeHCTBUE KOPPYNIMY B OpraHu3aluy.

4.83. B ciayyae momydeHUs IIOJIOXKUTENBHOrO OTBeTa (yKa3aHUS B JOKYMEHTE
HHObOpMaIlUd HECOOTBETCTBYIOIIEH MEHCTBUTENBHOCTH WM JOKYMEHT HE BBIJABajlCs TaHHOH
WHCTAaHLMEH W [p.) OUPEKTOp YUpEeXIEHUS paccMaTpUBAeT IPEACTABJIEHHBIE NOKYMEHTHI U
IPUHUMAET pEIIEHHE O HampaBJICHUH 3asBIEHHUs O MPHU3HAKaX COBEPLIEHHOrO NPECTYIIEHHs B
[IPaBOOXPaHHUTENbHEIE OpraHbl B NOpSAKe, MpeaycMOTpeHHOM [lonokeHneM 0 COTpYIHUUYECTBE C
NIPaBOOXPAHUTEIFHBIMUA OpraHaMH.

4.7. CnyxebHble (OKIaIHbIE) 3aHUCKH U MPHIIOXKEHHBIE K HUM MaTepHallbl NepearoTcs
JULly, OTBETCTBEHHOMY 3a IPOTUBOAEHCTBHE KOPPYNUUHU Uit OGOPMIIEHUS 3asBIEHHUS B
NPaBOOXPAHUTENBHbIE OPraHsbl.

4.8. IlpencraBneHHbple B yUpexJIeHUE HENCHCTBUTENIBHBIE TOKYMEHTHl MJIM UX KONHWH HE
NOoJUIeXaT BO3BpaTy B CBSI3M C UX BO3MOJKHOW BBIEMKOH INpPAaBOOXPAHMUTEIBHBIMH OpraHAMHU H
HOCNEAYIOIIMM IPU3HAHUEM BEIECTBEHHBIMU JI0KA3aTeIbCTBAMHU.

S. ITogroroBka u HarrpaBJICHHAE B IIPAaBOOXPAHUTEIIBHBIC OpraHbl 3asBJICHUH O COBEPILIECHHH
IPECTYNIICHUA

5.1. Ha ocHOBaHMM TNHCBMEHHOTO YKa3zaHMs JUPEKTOpa YUpexIeHHs JHMIO,
OTBETCTBEHHOE 3a NPOTHBOAEHCTBUE KOPPYNLHMH, B TE€4YEHHE 5 IHEH TOTOBUT 3asdBJICHHA H
IpuiaraeMble K HUM Marepuansl, kotopsle B mopsake cT. 141 VIIK P® nampapnsarorcs B
IIPAaBOOXPaHUTENbHbIE OPraHbl 3a MOANUCHIO JUPEKTOPA Y UPEXK IEHHUS.



5.2. 3asBneHHe B IIpaBOOXpAaBUTIENbHBIE Opra€bl O NpPH3HAKaX COBEPINEHHOIO
IpEeCTyINIEHUsl (TIPEAOCTaBICHUsl MOANENBHBIX JOKYMEHTOB) peructpupyercs B JKypraie
pErucTpaliiy 3asBIEHUN B INPAaBOOXPAHUTENILHBIE OpPraHbl O COBEPIIEHHOM IIPECTYILIEHHH C
yKa3zaHHEM B IoclieyrouleM perteHus. XXypHan peructpauuy 3asBlIeHUN BEIETCS U XPaHUTCS Yy
JULa, OTBETCTBEHHOI'O 3a IPOTUBOAECHCTBHE KOppynLuu B Opranu3anum.

5.3. Tlpu mocTymiIeHHH B YUpEXKIEHUE IMOCTAaHOBIEHUS 00 OTKa3e B BO30YXIECHHUH
YyrOJIOBHOTO JeNla JIMIO, BhIHECEHHOro B mopsnke 4. 1 ct. 148 VIIK P®, orBeTcTBeHHOE 3a
IIPOTUBOJEHCTBHE KOPPYIIMHU, COTJACOBBIBAET C JUPEKTOPOM LENIeCO0Opa3HOCTh NalbHEHIIEro
o0KalloBaHUs YKa3aHHOI'O IOCTAHOBIIEHHSL.

6. OTBETCTBEHHOCTD

6.1. B yupexmeHHH 3amperneso UCIoIb30BaTh HEYTBEPKIEHHEBIE POPMBI OTHETOB, THO0
OTYETHI, COAEpXKAUIMe HEeIOCTOBEpHYH HHGbopManuio. B ciyuae BEISBIEHHS NaHHBIX (aKTOB,
pabOTHHKHU TIPUBIEKAIOTCS K JUCHUIUIHHAPHON OTBETCTBEHHOCTH.

6.2. Ilpu oOHapykeHHH cOCTaBlEHHS HEODHUIMABHOW OTYETHOCTH JOJIKHOCTHBIE
nuana, paOOTHUKM YUpeXIeHHS, B YbH IIOMHOMOYHS B COOTBETCTBHU C JIOKHOCTHBIMH
00SI13aHHOCTSIMU BXOJAMT IOATOTOBKA, COCTABICHUE, NPECTABICHHE U HAIPABICHHE OTUYETHOCTH,
HECYT IIEPCOHAJBbHYIO OTBETCTBEHHOCTb 3a COCTaBJIEeHHE HEOMUIMANbHONH OTYETHOCTH H
HCTIOJIF30BAHHS OJUIEBHBIX JOKYMEHTOB.

7. 3aKJIFOYUTENBHBIE MTOJI0KEHUS
7.1. Hacrosmee IlonmoxkeHue moanexuT oOs3aTeJpHOMY  ONMyOJHKOBAaHMIO Ha
obHMLHAIBHOM caiiTe yupexJeHus B ceTu MHTepHeT.
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