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1. O0mue mosnoxeHust

1. Hacrosmee IlonoxkeHnne o Mepax MO HEIOMYIIEHUIO COCTaBJICHHS HEOPUIIUATBHON
OTYETHOCTH U  HUCIOJb30BAaHUS TMOAACNBHBIX JIOKYMEHTOB (nmamee - IlomoxkeHue) B
[NocynapcTBeHHOM OFOJKETHOM JIOMIKOJIBHOM OOpa30BaTEIbHOM yUpeKIACHUHU JeTCKoM canxy Ne 84
[Tpumopckoro paitona Cankr-IlerepOypra (manee - I'BJIOY) pa3paboTraHo B COOTBETCTBHH CO
crarbert 13.1. denepanbHoro 3akoHa ot 25.12.2008 Ne 273-03 «O npoTUBOAEHCTBUM KOPPYILIUNY,
Tpynoeim kosiekcoM Poccutickort @enepanun, OenepanbabiM 3aKk0HOM 0T 27.07.2006 Ne 152-D3
«O mepcoHaNbHBIX JaHHBIX).

2. TlonoxeHue peryaupyer MOPSAOK pabdoThl C JOKYMEHTaMH TIpH COCTaBIICHUU
opunMaTEHOW  OTYETHOCTH, C  JOKYMEHTaMH, NPEIACTABIICMBIMH  PAOOTHUKAMHU  TIPH
TPYAOYCTpOMCTBE (IMOO B TpOIECCe BBHIMOJHEHWS WMH JODKHOCTHBIX  OOSI3aHHOCTEH),
BBI3BABIIMMU OOOCHOBAHHBIE COMHEHHUS B TOJIMHHOCTA U JIOCTOBEPHOCTH, M3IOKCHHBIX B HUX
CBEJICHUH, C JOKyMEHTaMHU TMPEACTABISEMbIMH paOOTHUKAMH B TMPOIECCe peau3aluu
nesteasHocTu ['BIOY.

3. IlonoxeHue yCTaHABIMBAET MPOLENYypY MOATOTOBKM M HANpaBJICHUs 3asBICHUN B
MPaBOOXPAHUTEIbHBIE OpraHbl 1O (akTy TONNCIKA WJIA TPEJOCTABICHUS TOIACTHHBIX
JTIOKYMEHTOB.

4. Hacrosmee Ilonoxxenue o0si3arenbHO Ui MpuMeHeHUs Bcemu pabotHukamu ['BJIOY,
HaxOJISLIUXCSl B TPY/AOBBIX OTHOIIEHUSX, HE3aBUCUMO OT 3aHUMAEMOM JOKHOCTU U BBITIOJIHSIEMBIX

byHKIHHA.

2. OCHOBHBIE IOHATHS U TEPMHUHBI

1. JHoxymeHT — 3adUKCHpOBaHHAas Ha Hocutele WHPOPMALUs C PEKBU3UTAMH,
MO3BOJISIFOIMMU €€ UAECHTU(PHUIIUPOBATh.

2. O¢unmanbHblii JOKYMEHT — TOKYMEHT, CO3J[aHHBIN OpraHu3anuei, T0HKHOCTHBIM JTUIIOM
WM TpaKJaHUHOM, O()OpPMIIEHHBIN B YCTaHOBJICHHOM IOPSIKE

3. Dx3eMIUIsIp - 00pa3el THPAXKUPOBAHHOIO JOKYMEHTA, UICHTUYHBIN OpUTHHATY.

4. Cratuctryeckas OTYETHOCTh - CUCTEMA KOJMYECTBEHHBIX M KaUECTBEHHBIX IOKA3aTeNeH,
XapaKTEepU3YIOIIUX padoTy YUpPEXAECHUS 32 ONPEICIICHHbII CPOK.

Buapl npumMeHseMoil OTYETHOCTH::

4.1. T'ocynapcTBeHHass M BEJOMCTBEHHAs OTUYETHOCTh - OTUETHOCTb, COCTaBiseMas Ha
OCHOBE YTBEP)KICHHBIX YHU(PUIMPOBAHHBIX (OPM MU B COOTBETCTBUM C YTBEP)KICHHBIMU
HOPMaTHUBHBIMH JOKYMEHTaMHU.

4.2. BHyTpeHHSSl OTYETHOCTb - pa3paboTaHHbIE U yTBepkAeHHble 3aBeaytomuMm [BIOY
OJaHKH.

O0s3aTenbHBIMUA PEKBU3UTAMU 3TUX OTUETOB SIBIISIFOTCSA:

- HAMMEHOBaHME OpraHu3aluu;

- Ha3BaHUE BUJA JOKYMEHTA,

- laTa 1 HOMep JOKYMEHTa;

- MECTO COCTABJICHHUS;

- 3aTr0JIOBOK 10 TEKCTY;

- TIO/IIUCH;

- rpu( yTBepkJIeHHs (Ha OTYETaX) WM PE3OJIOLUS 3aBEAYIOIIEr0 yUpexKAeHus (Ha CIpaBKe
OTUYETHOT'O XapaKTepa).

5. Ilox HeIENCTBUTENBHBIMU JOKYMEHTAMH CIIEYET IOHUMATh:

5.1. TIonHOCTBIO M3rOTOBJIEHHBIE (DUKTHUBHBIE TOKYMEHTBI WM MOJUIMHHBIE JOKYMEHTHI, B
KOTOpBIE BHECEHBI U3MEHEHUS IYTEM MOAYUCTOK, JONHUCOK, UCIIPABIEHUS WIM YHUUTOKEHUS YacTH
TEKCTa, BHECEHUSI B HUX JIONOJHUTENBHBIX JAHHBIX, IPOCTABJICHUS OTTUCKA MOJIEIBHOrO HITaMIIa
WJIM [1€YaTH U T.II.

5.2. @akTuyecku SABJAIOLIMECS IOMAJUHHBIMM, HO COJEpKalllM€ CBEJIEHUS, HE
COOTBETCTBYIOLIME JACUCTBUTEIBHOCTH. OHM COXpAHSIOT BHEUIHWE TPU3HAKU U PEKBU3UTHI
Ha/IJIeKalluX JOKYMEHTOB (M3roTaBIMBAIOTCS Ha OQUIMAIbHOM OJaHKe, COJep KaT HAaUMEHOBAaHUE
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JOJDKHOCTEH M JIML, YIOJHOMOYEHHBIX MX HOJIMCHIBATh), OJHAKO BHECEHHBIC B HUX CBEICHMSI
(Texct, upoBbIe NaHHBIE) ABISIOTCS ChaTbCUPUIITPOBAHHBIMHU.

5.3. BelmaHHble ¢ HapylmleHHEM YCTaHOBJIEHHOTO TOpsjAKa, T.e. B  pe3yibTare
37I0YTIOTPEOIEHHS TOTKHOCTHBIM JIMIIOM CITYXKEOHBIM MOJI0KEHUEM HITH COBEPIICHUS UM XaJlaTHBIX
NeWCTBUH MPH BBIJAYE ITOTO JTOKYMEHTA.

6. Hcnonp3oBaHne HeNEHCTBUTENBHBIX JOKYMEHTOB 3aKIIOYAETCSl B MX INPEACTABICHUH B
KaueCcTBE OCHOBAHMU JJIsi TPYIOYCTPOMCTBA, a TaKKe ISl JIFOOOTO M3 JIEWCTBHM, OTHECEHHBIX K
KOMIIETEHIIMH YUPEXKACHUS.

7. IlepcoHanbHble NaHHBIE - HeoOXoaumas Juisi paboropatens HMHpOpMalus B CBS3U C
YCTAHOBJICHHEM TPYJIOBBIX OTHOUICHWH M Kacaiomascs KOHKPETHOro pabOTHHMKA, B IPOIECCEe
UCIIONIHEHUSI JIOJDKHOCTHBIX OOS3aHHOCTEM IIpU MPENOCTABICHUHU, IOJYYEHHH 3aBEAYIOIIUM
CBEJICHUH, PEJOCTABISAIONINX JIbIOTHI U FApaHTHH.

3. Ilopsiiok NpoBepKU JOKYMEHTOB HA MOAJIMHHOCTH U COCTABJIEHUSI OPUUINAIBbHOM
OTYETHOCTH

1. JIomKHOCTHOE JMIIO, OTBETCTBEHHOE 3@ COCTaBJICHHE JOKYMEHTOB II0 CBOEMY
HaIlPaBJICHUIO JIEATEIbHOCTH, BEAET HENOCPEICTBEHHBI KOHTPOJIb U PErYISPHO OCYIIECTBIISAET
MIPOBEJICHHE MPOBEPOK HA MPEAMET MOJIMHHOCTA JOKYMEHTOB, MOATOTABINBAEMBIX PAaOOTHHUKAMU
I'BAOY, HaxoaAIMXCsl Y HETO B IPSMOM ITOAYNHEHHUH.

2. IIpu npoBeaeHNU MPOBEPOK YUUTHIBATh, YTO MOJJINHHOCTh JOKYMEHTOB YCTAHABIMBAETCS
MyTEM MPOBEPKU PEATbHOCTH MMEIOIIMXCS B HUX MOJANMUCENW JOJKHOCTHBIX JIUL U COOTBETCTBHS
COCTaBJICHHS JOKYMEHTOB JlaTaM OTPaKEHUS B HUX ONepaluii, uHpopMaruu, GakToB  T.J.

3. Ilocne ycTaHOBIEHHUS MOJIMHHOCTU JOKYMEHTOB, HEOOXOIMMO MPOBEPUTH JAOKYMEHTHI
[0 CYLIECTBY, TO €CTb C TOYKHU 3PEHHUS JOCTOBEPHOCTH, 3aKOHHOCTH OTPAXKEHHBIX B HUX
XO3HCTBEHHBIX orepanuii, nudpopmannu, GakToB U T.J1.

4. JlocToBEpHOCTh oOlepanuii, 3a)MKCUPOBAHHBIX B JTOKYMEHTaX, MPOBEPSETCS U3yUEHHEM
3TUX U B3aUMOCBSI3aHHBIX C HUMH JOKYMEHTOB, OIPOCOM COOTBETCTBYIOIIMUX IOJKHOCTHBIX JIHII,
OCMOTPOM OOBEKTOB B HAaType U T.[I.

5. 3aKOHHOCTb OTPaXEHHBIX B JIOKYMEHTAX OIepaliii yCTaHaBIMBAETCA IIyTEM MPOBEPKH UX
COOTBETCTBUS JICHCTBYIONIEMY 3aKOHOAATEILCTBY Poccuiickoit denepanumu.

6. Ilpu BbIBICHHH (DAKTOB HWCIIONB30BAHMS MOAJEIBHBIX JOKYMEHTOB HEOO0XOAUMO
He3aMeUIMTeNbHO mpouH(popMupoBarhk 3aBenyromero ['BIOY, a Takke NPUHATE MEPHl IO
HEJONYIIEHUIO COCTABJIEHUS HEOPHUIIMAIBHOM OTYETHOCTH U HCIHOJB30BAHUSA TOJIEIBHBIX
JIOKYMEHTOB.

4. JleiictBusi pa0OTHUKOB NPU BO3HMKHOBEHUH COMHEHHMH B MOAJIMHHOCTH
NpeacTABJICHHBIX JOKYMEHTOB

1. B ciydae BOZHUKHOBEHHSI 0OOOCHOBAHHBIX COMHEHHI B MOIMHHOCTH TPEICTABICHHBIX
JOKYMEHTOB (AMUIIJIOMOB, YOCTOBEPEHUN, CEPTU(HHUKATOB) U IOCTOBEPHOCTH COJIEpIKaIlleiicsi B HUX
uHpopmanuu, padorHuku I'BJIOY, ocymiecTBistomuye HEMOCPEICTBEHHYIO OOpabOTKYy U yder
KOPPECIOHJICHIINH MO0 MPAaBOBYIO IKCHEPTU3Y, 00s3aHbl NMPEANPUHATL MEPHI, HAIlpaBJICHHbIE HA
yCTpaHEHHE BO3HUKIINX COMHEHHUH U MOJIy4€HUE AOMOIHUTEIbHBIX CBECHUI.

2. Ilpu Bo3HMKHOBeHMH Yy paboTHMKOB ['BJIOY comHeHuil B NMOJIMHHOCTH JOKYMEHTA,
JM1I0, OOHApY)KUBIIEE IMOAJEIBHBIA JOKYMEHT, 0053aHO HE3aMEIJIUTENIbHO COOOIIUTH (B BHIE
JOKJTaIHON (cimykeOHOo#) 3amucku) 00 3Tom 3aBenytomeMy ['BJIOY mns npuHsATHS HambHEUIEro
peLeHHsI ¢ 1eTbI0 MPOBEPKHU MOATUHHOCTH NOCTYMUBIINX JOKYMEHTOB OT paOOTHHUKA.

3. PaboTHHMK, OTBETCTBEHHBI 3a MPOBEPKY MOJJIMHHOCTH JIOKYMEHTOB TIpHU
TPYAOYCTPOMCTBE, CHUMAET KOMHUH C MPEAOCTAaBICHHBIX JOKYMEHTOB (AumiioMa 00 00pa3oBaHUU U
UHBIX TOKYMEHTOB) U IPOBOAMUT NEPBUYHbII BU3YyallbHbIA aHATU3.

4. Ceenenust 00 obpa3zoBaHnu pabOTHHMKA MPUPABHUBAIOTCS K MEPCOHAILHBIM JaHHBIM. Bee
MepCOHAJIbHbIE JaHHblE PAa0OTHHKA ClENyeT MojydaTh OT Hero camoro. Ecim mepcoHaibHbIE
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JIAHHble pa0OTHHUKA, BO3MOXKHO, IOIYYUTh TOJIBKO y TPEThEH CTOPOHBI, TO PAOOTHUK JOKEH OBITh
yBEIOMJIEH 00 3TOM 3apaHee, U OT HEro J0JIKHO ObITh MOy4YeHO MMCbMEHHOE COorjlacue.

5. PaOoTHUK, OTBETCTBEHHBIH 3a TMpPOBEPKY MOJIMHHOCTH JIOKYMEHTOB TIpHU
TPYAOYCTpPOMCTBE, 00s13aH COOOMIUTH PAOOTHUKY, MPEAOCTABUBIIEMY JIOKYMEHT, BBI3BIBAIOLIUI
COMHEHME B €ro IMOJUIMHHOCTH, O LIEJSAX, MPEeANoiaraéMblX HCTOYHMKAX M CIOco0ax MONydeHus
MEPCOHANBHBIX JAaHHBIX, a TaKkKe O XapakTepe M TOCJIENCTBUAX OTKa3a paOOTHUKA JaTh
MMCbMEHHOE COTJIacKe Ha UX MOJyuyeHHe.

6. Ilocne odopmiieHus cornacus paOOTHHKA Ha IOJNyYEHHME IMEPCOHATIbHBIX [aHHbBIX, B
COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickoii ®denepanuu, B cilydyae NMPUHATUS 3aBELYIOLIUM
I'BAOY pemieHus o HalpaBJIEHUH 3alpoca B WHCTAHIIMIO, BBIJABIIYIO JOKYMEHT, BbI3bIBAIOIIMN
COMHEHME B €ro IOUIMHHOCTH, JIaHHOE PEIIEHHE JOBOIUTCA 10 PabOTHHKA, MPEJOCTaBUBIIETO
JOKYMEHT, U HaIllPaBJIAETCS 3aIllpoC B apec 3TOM MHCTAHLIUU.

7. 3ampoc B MHCTAHLIMIO, BBIJABUIYIO JOKYMEHT, BbI3bIBAIOIIMI COMHEHHS B €ro
MIOUIMHHOCTH, perucrpupyerca B JKypHane perucrpanuu 3ampocoB Ha IOATBEPKICHHUE
MIOJUTMHHOCTH TOKYMEHTOB C YKa3aHUEM I1OCJIEIYIOLIET0 OTBETA.

8. B ciydae monydeHHs MOJOXKHUTEIBHOrO OTBeTa (yKazaHUS B JIOKYMEHTE WH(pOpManuu
HECOOTBETCTBYIOIICH JIEHCTBUTEILHOCTH WJIM JOKYMEHT HE BBIIABAJICS JAHHOW WHCTAHIIMEH U JIp.)
3agenytommii I'BJIOY paccmarpuBaeT npelncTaBICHHBIE JOKYMEHTHI U NPUHUMAET PEUICHHE O
HalpaBJICHUN 3asBJICHUS O IMpPU3HAKAX COBEPIICHHOI'O IPECTYIJIEHHS B IPAaBOOXPaHUTEIbHBIE
OpraHbl B OPSAKE, IPELyCMOTPEHHOM [lonoxkeHneM 0 COTpYJHMYECTBE C IPABOOXPAHUTEIIBHBIMU
OpraHaMHu.

9. CnyxeOHble (IOKIaIHBIC) 3aUCKA M TMPHIOKEHHBIE K HUM MaTepualibl MepearoTcs
JUIy, OTBETCTBEHHOMY 3a NIPOTHBOJEHCTBUE KOPPYHNUUHU Uil OQOpPMIICHUS 3asBIICHUS B
IIPaBOOXPAHUTEIBHBIE OPTaHbl.

10. IIpencraBnennbie B I'BJIOY HenelcTBUTENbHBIE IOKYMEHTHl WM HMX KONHM HE
MOJUIe’KaT BO3BpATy B CBSI3U C UX BO3MOXKHOW BBIEMKOM IPAaBOOXPAHUTENbHBIMH OpraHaMu u
MOCIEAYIOIUM IIPU3HAHUEM BEIECTBEHHBIMU J0Ka3aTeIbCTBAMMU.

S. IloaroroBka ¥ HaNpaBJIeHHE B IPABOOXPAHUTEIbHBIE OPIraHbI
3asiBJICHHH O COBEPLICHUH NPECTYIJICHUS

1. Ha ocHoBaHuM nucbMeHHOro ykazanus 3asenyromiero I'bJIOY no dakry npeacraBienus
MOJJICNIbHBIX JTOKYMEHTOB JIULIO, OTBETCTBEHHOE 33 MPOTUBOJECHCTBUE KOPPYIIMH, B T€UCHUE SATH
JTHEW TOTOBUT 3asIBJICHUE U MIPUJIaraéMble K HEMY MaTepualibl, KOTOpbie B mopsiake cratbu 141 VIIK
Poccuiickoii @enepaliuy  HaNpaBIAIOTCA B [IPAaBOOXPAHUTENBHBIE OpraHbl 3a IOJIHUCHIO
3aBeayromero ['BJIOY.

2. 3asBIcHUE B MPAaBOOXPAHUTENBHBIE OPTaHbl O MPU3HAKAX COBEPIICHHOIO MPECTYIUICHUS
(mpenoctaBieHus MOAEIBHBIX TOKYMEHTOB) perucTpupyercs B JKypHaiie perucrpanuu 3asBiIeHUN
B IIPaBOOXPAHUTENIBHBIE OpraHbl O COBEPILIEHHOM IPECTYIIEHUU C YKa3aHUEM MPUHATOrO M0 HEMY
peunieHusl.

3. IIpu nocrymnenun B I'BJIOY nocraHoBieHus o0 oTka3e B BO30YXKAEHUU YTrOJIOBHOIO
nena, BeIHECeHHOro B mopsiake udactu 1 cratem 148 VIIK Poccuiickoit ®enepanuu, IuIO,
OTBETCTBEHHOE 3a IPOTHUBOJAEHCTBUE KOPPYILMH, corjacoBbiBaeT ¢ 3aBeayoummum ['BIOY
11eJ1eCO00Pa3HOCTh JaJIbHEHIIero 00kaloBaHMsl yKa3aHHOTO IOCTAHOBIICHUSL.

6. OTBETCTBEHHOCTDh
1. Tlpu obHapyxeHuU (akTa cocTaBiIeHUS HEODUITMATHHOW OTYETHOCTH, TOJDKHOCTHBIC
nuna, padborauku ['BIOY, B 4bM MOTHOMOYHSI B COOTBETCTBUU C JIOMKHOCTHBIMU OOS3aHHOCTSIMU
BXOOUT TMOJArOTOBKA, COCTaBJICHUE, IMPEAOCTABICHUE W HANPABIECHUE OTYETHOCTH, HECYT
MEPCOHAIILHYI0 OTBETCTBEHHOCTH 32 COCTaBJICHUE HEODUIIMAILHONH OTYETHOCTH M HCITOJIb30BAHUS
MOAJENBHBIX JIOKYMEHTOB.
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2. PabGoTHWKHM, OCYIIECTBHBIIME TMOAACIKY MW (WJIM) TPEIOCTABUBIINE TMOICIHHBIE

JOKYMEHTBl HECYT OTBETCTBEHHOCTb, IMPEIYCMOTPEHHYIO ACWCTBYIOMIMM 3aKOHOJATETHCTBOM
Poccuiickoin ®enepanum.

7. 3aKJII0YNTEIbHBIE MOJOKEHNS
7.1. Hactosiee [1onoxenue siBisieTcst TIOKaabHbBIM HOpMaTUBHBIM akToM ['BJIOY.
7.2. 1lonoxxeHne NPUHUMAETCSI Ha HEOIIPEACIICHHBIN CPOK.

7.3. Ilocne npunarus [lomoxkeHuss B HOBOM peNaklMU JaHHAs PEAaKiUs aBTOMaTUYECKH
yTPayuBaET CUITY.

JIOKYMEHT MOZAMNUCAH /IEKTPOHHOM MOAMUCHIO

roCYAAPCTBEHHOE EI-QA)KETHOE AOLWKOJIbHOE 05P53OBATEJ1bHOE 13.05.25 09:27 (MSK) Ceptudumkat 15103D035046D339911363AC4AFB2171
YYPEXXAEHUWE OETCKUU CA N2 84 MPUMOPCKOIo PAOHA
CAHKT-NETEPBYPIA, 3eHueHko CBeTnaHa BaneHTuHoBHa, 3aBeaytowmii




