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L.O0wmue nosoxenns

I.1.Hacrosimee IlomokeHHe ©0 Mepax 10 HENONYILIEHHIO  COCTABICHHS
HEOQUIHAIBHOH OTYETHOCTH W HCHOJB30BAHUS TMOIIETBHBIX JIOKYMEHTOB (jayiee -
[Tonoxkenre) B MYHHIMIIANBEHOM OHOIKETHOM 0011€00pa30BaTeNbHOM  yUPEXICHHH
cpenneii obmeobpasosarensHoit wkone Nel4 umenu A6pamosa ILIT. «MBOY COLLL Nol4
nM.Abpamosa IL.I1L.» (ganee - yupexkaenue) paspaboTaHo B COOTBETCTBHH CO cTaTheld 13.3
QenepaibHOro 3akoHa or 25 nexabps 2008 r. Ne 273-®3 “O IPOTHBOAECHCTBUHU
KOppyHuuu”.

1.2.ITonoxenne permaMeHTHpyeT TOPAAOK paGoTel ¢ JOKYMEHTAMH  TIpH
COCTAaBICHHH  OQHUMAIBHOH  OTYETHOCTH, C JOKYMEHTAaMH, [IPEICTaBISEMbIMH
pabOTHHKaMHU NpPH TPYIOYCTPOHCTBEe (GO B MpPOIECCE BBIMONHEHHSA UMH JOBKHOCTHEIX
00s3aHHOCTEH ), BBI3BaBLINMK 0GOCHOBAHHBIE COMHEHHS B TTOUTHHHOCTH 1 JOCTOBEPHOCTHU
M3IOKEHHBIX B HHUX CBEJCHHM, C JIOKYMEHTaMd IIPEICTAaBIISSEMBIMU DPAGOTHUKAMH B
NpoLecce peaTu3ayy AEATEIbHOCTH YUpe IeHHs.

1.3.ITonoxenue ycTaHaBnuBaeT mpoueaypy NOATOTOBKH U HaIpaBNCHUS 3asBJICHUH
B IPABOOXPAHUTENBbHBIC OPTraHbl O COBEPIIEHHOM NPECTYTUIEHHH.

l.4.Hacrosiee ITonoxkenune o06s3aTeNbHO IS [IPUMEHEHUST BCEMU pabOTHUKAMHU
YHPCXKICHHUS, HAXOMAIIMECS] B TPYOBBIX OTHOLIEHUSAX, BHE 3aBUCUMOCTH OT 3aHUMACMOl
AOJKHOCTH U BBIITOJIHAEMBIX (OYHKIIHH.

1.5. Hacrosimee TlonoxxeHnue BCTymaeT B CHITy ¢ MOMEHTa €ro YTBEPXKICHHSA H
JEUCTBYET 10 MPUHATHS HOBOTO.

II. OCHOBHbBIE NOHATHSA M TEPMHHBI

2.1. IoKyMeHT - MaTepHalbHBIA HOCHTENH C 3a()MKCHPOBAaHHON Ha HEM B JIO00
(opme nHbOpPMaLIeii B BU/lE TeKCTa, 3BYKO3AINCH, M300paKEHHUs U (MIH) UX COYETAHHS,
KOTOPBIA MMEET PEKBU3UTHI, MO3BOIISAIOLINE €0 UAEHTHDULMPOBATE, U IIpEeIHA3HAYEH JJIs
[epeaain BO BPEMEHHM M B MPOCTPAHCTBE B LEJAX OOIIECTBEHHOIO WCIOJB30BAHUS M
XpaHeHus.

2.2. O¢puunanbubiii JOKYMEHT - IICBMEHHbIH aKT, BBITIOJHEHHbIH Ha OyMaxHOM
HOCHTENE, YNOCTOBEPAIOUME KOHKPETHbIC (AKTBI M COOBITHS, KOTOpBHIE BJIEKYT 3a
; HCIOMB3YIOUIMX €I0 JIUIL OUPEACICHHBIE TToCneACTBUS. OPUUHANBHBIA JOKYMEHT 0KeH
Lconepma'rb YCTaHOBJIEHHBIE PEKBH3UTEI.

23. OxsemmnAp - o0pasey  THPAKUPOBAHHOIO JOKYMEHTA, WIACHTHYHBIH
OpUTHHAIY.

2.4. CTaTHCTHYECKAsl OTYETHOCTH - CHCTEMA KOJHUYECTBEHHBIX H KAYECTBEHHBIX
TOKa3aTeNneH, XapakTepu3upyoLuX paboTy yupexIeHus 3a OMpPEICICHHBIN CPOK,

2.5. BUABI NPUMEHAEMOi OTYETHOCTH



- TOCYyAapCTBEHHAs H BEJOMCTBEHHASl OTYETHOCTb - OTYETHOCTH, COCTABJIIEMAs
HA OCHOBE YTBEPXK/JICHHBIX YHU(ULIMPOBAHHLIX GOPM U B COOTBETCTBUH C YTBEPKICHHBIMH
HOPMATUBHBIMHU JOKYMEHTAMH;

- BHYTPEHHAIsl OTYETHOCTL - DPa3spabOTaHHbIE U YTBEPXKACHHBIE JUPEKTOPOM
Yupexiaenus OnaHku. OOs3aTENbHBIMM  PEKBH3UTAMU OTUX OTYETOB  SIBJISIOTCS:
HaUMEHOBaHME OpraHU3alliy, Ha3BaHKE BH/A JOKYMEHTA, AaTa M HOMEp JOKYMEHTa, MECTO
COCTaBJICHUS, 3ar0JIOBOK I10 TEKCTY, HOANMCH, I'pU( yTBEpXKIEHHS (HA OTUETaX) WM
pe30IoLKs IUPEKTOPA YUPEXIeHHUs (Ha CIIpaBKe OTYETHOTO XapaKTepa).

2.6. Ilox HeneHCTBUTENEHBIMH TIOKYMEHTAMM CIIEAYET TOHUMATB:

2.6.1. TIoNHOCTHI0 U3rOTOBNEHHBIE (QUKTHBHBIE JOKYMEHTHI WM IOTHHHBIC
AOKYMEHTBI, B KOTOPbIC BHECEHBI U3MEHEHHUS IIyTeM MOJYHCTOK, JOIUCOK, MCIPABICHUS
WY YHHYTOXKEHUS YaCTH TCKCTa, BHECEHHS B HUX JOIIOJIHUTENBHBIX JAHHBIX, IPOCTABJICHHS
OTTHCKA IIOAEIBHOIO [UTaMIIa UJTH TICYATH U T.II.

2.6.2. DakTHYECKH SBISIOLIMECS IMOJUTUHHBIMU, HO COJEPXKALMe CBENCHUS, He
COOTBETCTBYIOIINE ACHCTBHTCIBHOCTH. OHU COXPAHSIOT BHEIIHNE IIPU3HAKHA U PEKBHU3HTEI
HAJUICKAIIUX JOKYMCHTOB (M3rOTABIMBAIOTCA Ha OQHIMAIBHOM OJaHKe, COAepkKaT
HaMEHOBAHHUE IOJDKHOCTEH M (PaMUIIUH JIUILI, YTIOTHOMOYEHHBIX UX TOAIMKCHIBATE), OIHAKO
BHCCCHHbIE B HHUX  CBeJeHMS  (TeKCT, 1UGPOBBIE  [NaHHBIE)  ABISIOTCA
chanbCcupUUMPOBAHHBIMHU.

2.6.3. BbliaHHblE ¢ HapylIEHHEM YCTAaHOBJIEHHOIO MOpSAKA, T.€. B PE3yJbTare
3JI0YTIOTPEOIEHNS JOMKHOCTHBIM JIMLIOM CITYKEOHBIM MOJIOKEHHEM MJIM COBEPLIEHHS UM
XaJITaTHBIX JEMCTBUI IIPH BbIAAYE ITOrO JOKYMEHTA.

2.77. Hcrone3oBaHHE HENCHCTBUTENIBHBIX JOKYMEHTOB 3aKIIOYAETCd B HX
IPE/CTABICHUU B Ka4eCTBE OCHOBAaHMA MUl TPYIOYCTPOMCTBA, a TaKXe MPOBEICHHS
JI000r0 U3 NEUCTBUH, OTHECEHHBIX K KOMIIETCHIMH YUPEKIEHHU,

2.8. IlepcoHanpHble JaHHBIE - HeoOXoAaumas Juisi pabotojarens wHGOpMaLus B
CBsI3H C YCTAHOBJICHHEM TPYAOBBIX OTHOLUICHUH U KACAIOLIAsicsl KOHKPETHOTO PabOTHHKA.

ITI. ITopsiAOK NMPOBEPKH AOKYMEHTOB HA MOAJHHHOCTD U COCTABJICHHsI O(PHIHAIBLHOI
OTYETHOCTH

3.1. JTO/DKHOCTHOE JIMIIO, OTBETCTBEHHOE 33 COCTABJICHME JOKYMEHTOB 110 CBOEMY
{HAaNPABICHHIO JESTENbHOCTH, BEAET HENOCPE/ACTBEH b KOHTPOIb M PEryJISPHO
OCYLIECTBIISIET IPOBEJCHME MPOBEPOK HA MpeAMET IOUIHHHOCTH JIOKYMEHTOB,
00pasyroluXcs y pabOTHUKOB Y UpexkKICHHUS, HAXOASIINXCS Y HErO B IPAMOM NMOAYHHEHIH.

3.2. Ilpyn T0pOBENECHHH NPOBEPOK YYUTHIBATH, YTO MOIJHHHOCTH JOKYMEHTOB
YCTQHABJIMBACTCS IIyTEM IPOBEPKU pEATHHOCTH HWMEIOIIUXCS B HHUX [OAINHUCE
AOJKHOCTHBIX JIMI[ ¥ COOTBETCTBHS COCTABICHUS JOKYMEHTOB JaTaM OTPAXKEHHSA B HUX
onepauui, nHGopMaluu, GaKToB U T.1.

3.3. Ilpu YTeHnHn TOKYMEHTOB, IIOCIE YCTAHOBIECHHUS MX [0 UIMHHOCTH, HEOOXOIHMO



TMPOBEPATE NOKYMEHTBI I10 CYILIECTBY, TO €CTh C TOUKM 3PEHHUS JOCTOBEPHOCTH, 3aKOHHOCTH
OTPKCHHBIX B HUX XO3AHCTBEHHbIX Onepauuif, “HpopMauuu, GakTax u T. I,

3.4. JTocTOBEpHOCTH OMepalui, 3a(UKCHPOBAHHBIX B JOKYMEHTaX, IPOBEPSAETCS
U3Y9EHUEM 3THUX H B3AMMOCBSA3AHHBIX ¢ HUMH JIOKYMEHTOB, OIPOCOM COOTBETCTBYIOLIHX
AOJDKHOCTHBIX JIHLI, OCMOTPOM OOBEKTOB B HATYPE U T.JI.

3.5. 3aKOHHOCTh OTPaXCHHBIX B NOKYMEHTAX Onepalyii yCTaHaBIHBAETCS ITyTEM
[POBEPKH UX COOTBETCTBHSA NCHCTBYIOMIEMY 3aKOHOIATENBCTBY.

3.6. Ilpn BbIABIEHMM AKTOB  WCIIONB30BAHUSA  TTOJAEIBHBIX JIOKYMEHTOB
HEOOXOIMMO HE3aMEITHTENIbHO NPOUH(POPMUPOBATH JUPEKTOpa YUPEeXJIEHHs, a TaKXKe
MPUHATH  COOTBETCTBYIOLIME MEPBl M0 HEAOIMYIIEHMIO COCTABIEHHS HeOobULUATBHOH
OTHETHOCTH ¥ UCIIOIBb30BAHUS MOAJETBHBIX TOKYMEHTOB.

IV. JeficTBust paGOTHHKOB NPH BOSHHKHOBEHUH COMHEHHIl B NOAJHHHOCTH
NpPeACTABJIEHHBIX JOKYMEHTOB

4.1. B ciyyae BO3HHKHOBEHHS OGOCHOBAHHBIX COMHEHHH B MOMJIMHHOCTH
PCACTaBICHHBIX  NOKYMEHTOB  (IMIUIOMOB,  yJIOCTOBEPEHMIA, CEpPTU(UKATOB) U
MOCTOBEPHOCTH  COAEPXKAIIEHCA B HHUX HHQOpPMaluM pabGOTHHKH YYpEXKICHHUS,
OCYIICCTBIIAOINE HEMOCPENCTBEHHYIO 00pabOTKy H ydYeT KOPPECHOHIEHIMH JHGO
PAaBOBYIO SKCTIEPTH3Y, OOA3aHBI MPEANPUHUMATL MEpHI, HAMPABICHHBIE HA yCTpaHeHHe
BOSHUKIIIMX COMHEHHH W Ha II0JIyYe€HUE NOTIOJHHTEILHBIX CBEIEHMUIL.

4.2. [lpx BO3HUKHOBEHHH y pabOTHHKA YUYPEXKACHUSI COMHEHHWM B TOMIMHHOCTH
AIOKyMEHTa, OH 00s3aH HE3aMeITHTENBHO COOOWHUTE (B BHJE CITyXeOHOH (IOKITaaHOMH)
3aIIUCKK) 00 3TOM JIMPEKTOPY YUPEexASHHS IS IPHHATHS AaTbHEHIIero PEILEHHUS C LIETIBIO
TPOBEPKH MOMTMHHOCTH MOCTYMUBIIHX JOKYMEHTOB OT paGOTHHKA [PH TPYH0YCTPOMCTBE.

4.3. PabOTHHK, OTBETCTBEHHbI 3a MPOBEPKY [OMTHHHOCTH JOKYMEHTOB TIpH
TPyAOYCTPOWCTBE, CHMMAEeT KOIMH ¢ IIPEJOCTABICHHBIX JOKYMEHTOB (AurioMa o6
00pa30BaHMK M HHEIX JOKYMEHTOB) H IIPOBOIUT NEPBUYHBINA BU3YaANbHBIN aHAIN3,

4.4. Cpenernss 06 00pa3oBaHHM paGOTHHKA MPHPABHUBAIOTCS K MEPCOHATTBHBIM
AaHHBIM. CormacHo 1. 3 ct. 86 TK P® (aHanmoruunas HOpPMa COJICPIKUTCS Takke B 1. 1 1.2
cT. 10 ®enepansroro 3akona ot 27.07.2006 r. Ne 152-®3 “O NIEPCOHANILHBIX TAHHBIX”) BCE
NEPCOHAIbHBIE JaHHbIC PAOOTHUKA CIIE/IYeT [ONYYaTh OT Hero camoro. Ecum [IEPCOHATbHBIE
JIAHHBIE PAOOTHHKA BO3MOXHO IIOJIyYHTh TOJIBKO Y TPEThEi CTOPOHBI, TO pa0OTHHUK JOJIKEH
@LITB YBCIIOMIICH 00 3TOM 3apaHee, U OT HEro JOKHO ObITh MOJYYEHO MHUChMEHHOE
coryiacue.



4.5. PabOTHMK, OTBETCTBEHHBIH 32 TMPOBEPKY MOMIMHHOCTH IOKYMEHTOB IIPH
TPYZAOYCTPOHCTBE, 00s13aH CcOOOWMTL pabOTHHKY, MPEIOCTABMBIIEMY JOKYMEHT,
BBI3bIBAIOILIMH COMHEHHE B €T0 MOMIUHHOCTH, O LEJISIX, PEAN0NAraeMblX UCTOYHHKAX U
crocofax MoJy4eHus MEPCOHATbHBIX JAHHBIX, & TAKXKE O XaPaKTepe U MOCIEACTBUAX
OTKa3a pabOTHMKA 1aTh IMCEMEHHOE COTVIACHE HA UX IOJIyYeHHE.

4.6. Ilocme opopmienus cornacus pabOTHHMKA Ha MOJIYYEHHE IEPCOHATBHBIX
JIaHHBIX, B COOTBETCTBUH C 3aKOHOAATENILCTBOM P®, B cilyuyae NpHHATHS AUPEKTOPOM
PELICHHUS O HAPaBJICHUH 3aI1pOCa B HHCTAHLIMIO, BBIAABIIYIO TOKYMEHT, BBI3BIBAIOILMIH
COMHCHHC B €ro TMOAJIMHHOCTH, NAHHOE DENIEHHE JOBOIHUTCS JO PYKOBOAWTENS
MHCTaHIVHM, IPENOCTAaBHBIIErO JOKYMEHT, M HaNpaBiseTcs 3ampoc B aipec 3Tol
MHCTAHIMH.

4.6. 3ampoc B MHCTAHLIUIO, BHEIIABIIYIO JOKYMEHT, BBI3HIBAIOILIUIH COMHEHHUS B
€ro MOMIMHHOCTH, peructpupyercs B JKypHane perucrpaiud 3ampocoB  Ha
TIOATBEPXKACHUE TOUIMHHOCTH JioKyMeHTOB (IIpunoxenne Ne 1) ¢ ykasaHuem
nocyenyromero orpera. JXypHall peruCTpaluy 3alpOCOB BEACTCS U XPAHUTCS Y JIHILA,
OTBETCTBEHHOTO 3 IIPOTHBOACHCTBHE KOPPYIIIUHU B YUpPEXKICHHUM,

4.7. B ciy4ae MoJiydyeHHs MOJIOKUTEIBHOTO OTBETA (YKAa3aHHA B JOKYMEHTE
HHPOPMAIIMH HECOOTBETCTBYIOLIEH ACHCTBUTEILHOCTH WM JOKYMEHT HE BBLIABAICH
JaHHOW MHCTaHIWEW M Jp.) IMPEKTOp YUpPEeRTEHUs] PACCMATPUBAET NPENCTABICHHEIE
HOOKYMEHTBl W IPUHMMAET pEIICHHE O HANpaBACHUM 3asBICHUS O MPU3HAKAX
COBEPHICHHOIO MPECTYIUICHHS B TPAaBOOXPAHUTENBHBIE OpraHbl B MHOPSIKE,
npeaycMOTpeHHOM [lojio)KeHHeM O COTPYAHHYECTBE C MPABOOXPAHMTENbHBIMU
OpraHamu.

4.7. CmyxeOuble (NOKIaJHbIE) 3aMUCKH M IPUIOKCHHBIE K HUM MaTepHAIIbI
IEPEAAOTCS  JIMLY, OTBETCTBEHHOMY 3a IPOTHBOJAEHCTBHE KOPPYILMH ISt
0GOPMIIEHU 3asIBIICHUS B IIPABOOXPAHUTENLHEIE OPraHbl.

4.8. llpesncTaBieHHbIE B yUPEXKACHUE HENCHCTBUTENBHBIE NOKYMEHTH HIIH HX
KOIIMM HE MOMJIeKAaT BO3BpaTy B CBSI3M C HMX BO3MOXHOH  BBEIEMKOM
[IPaBOOXPAHUTEIBHBIMH OPTaHAMU M IIOCIENYIOIIMM MPU3HAHWEM BEIECTBEHHBIMU
JO0Ka3aTeIbCTBAMH.

V. Iloaroroeka U HanpaB/ieHHe B IPABOOXPAHHUTE/IbLHbIE OPTaHbl
3a(IBJIEHHH O COBEPLIEHHHU NMPECTYIJIEHHS

5.1. Ha ocHOBaHMW NMHCBMEHHOTO YKa3aHUs JUPEKTOpa YUpeKIeHUS JIHIIO,
OTBETCTBCHHOE 32 MPOTUBOACHCTBUE KOPPYIILIMH, B TEYCHHE 5 THEM FOTOBUT 3asBJCHHUS
M TIpWJIAraéMple K HHUM Marepualibl, KOTOpble B mnopsake cr. 141 VIIK P®
HAIPaBJIAIOTCA B IPABOOXPAHUTE/IbHBIC OPraHbl 3a MIOANHUCHIO JUPEKTOpa YUpexk JeHus.

5.2. 3asBICHHE B NPABOOXPAHUTENBHBIC OPraHbl O MPU3HAKAX COBEPIICHHOIO
IPECTYIUICHUs. (MPEAOCTABNEHHS IOANENBHBIX JOKYMEHTOB) pPETHCTPHPYEICS B
XKypHaie perucrpanuu 3asBieHUi B MPABOOXPAHUTENBHBIE OPraHbl O COBEPIICHHOM
npectymieHud (Ilpunoxenne Ne 2) ¢ ykasaHHeM B mocneytomem pemtennus. KypHan



peruCTpalMy 3asBJICHUN BENETCA M XPaHWTCA Yy JMIa, OTBCTCTBEHHOIO 3a
IIPOTUBOACUCTBHE KOPPYILIMH B YUPCIKICHHH.

5.3.TIpy mOCTYIUICHMH B YYpeXIeHHE IIOCTAHOBIEHHA 00 OTKaze B
BO30Y>XJIEHUU YTrOJIOBHOIO Jie/a JIMLO, BBIHECEHHOTO B nopsaake 4. 1 ¢tr. 148 VIIK PO,
OTBETCTBEHHOE 3a [MMPOTHUBONECUCTBME KOPPYIILMH, COIJIACOBHIBAET C IMPEKTOPOM
11eJ1eCO00Pa3HOCTh JAajbHEeHIIero 00XKaloOBaHUs YKa3aHHOIO IIOCTAHOBJICHHUA.

VI. OTBeTCTBEHHOCTD.

6.1. B yupexaeHwr 3ampelieH0 MCIOIb30BaTh HEYTBEPXKICHHBIE (QOPMBI
0T4eTOB, JHUOO OTHETHI, CONEPXKALIME HENOCTOBEPHYIO HHopMmaunuio. B cmydae
BBISBJICHHUS JAaHHBIX (AKTOB, pPAaOOTHUKA IPHUBIEKAIOTCA K JHCUHUILIMHAPHON
OTBETCTBEHHOCTH.

6.2. Ilpu  OOHapyXeHHWM  COCTABICHMS  HCODMUUAILHOH  OTYETHOCTH
JIOJ>KHOCTHBIE JINIA, PAOOTHUKH YUPEXKICHHUS, B YbH IOJTHOMOYHA B COOTBETCTBHH C
JOJDKHOCTHBIMH 00SI3aHHOCTSMHU BXOJIUT MOATOTOBKA, COCTABIECHHE, IIPEACTABICHUE H
HaIlpaBJIeHHEe OTYETHOCTH, HECYT MEPCOHANBHYIO OTBETCTBEHHOCTH 3@ COCTABJICHHUE
HeO(pHILIMaIbHON OTYETHOCTY U HCIIOJIb30BAHMUS IIOJIETBHBIX JOKYMCHTOB.

VII. 3akia4urebHbie MOJI0KEHHS

7.1. Hacrosee ITonoxeHue MOMISKUT 00S3aT€IbHOMY OITyOJIMKOBAaHUIO HA
oHITHATHEHOM CalTe yYpekIcHHs B ceTH MIHTEpHET.
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