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. O01mue moJ10KeHus

1.1. Hacrosimee Ilonoxkenue o wMepax 1O HEIOMYIICHUIO COCTaBIICHUS
HEOPUITNATFHON OTYETHOCTH W WCIOJB30BaHUS TOMJICIBHBIX JTOKYMEHTOB (janee -
[TomoskeHne) B  MYHHIMIIAJGHOM  OIOJDKETHOM  YUPEXKICHHUU  JOMOJHUTEIHHOTO
oopazoBanus MBOY «/Ipmmae-Benenckas  COIIl wum. JlebmmeBa K.b.» (mamee -
yUpeKIeHHE) pa3paboTaHO B COOTBETCTBHUH cO cTathel 13.3 denepanbHOro 3akoHa OT 25
nekaopst 2008 r. Ne 273-03 “O npoTUBOAECHCTBUU KOPPYNIUN .

1.2. TlonoxkeHue perJaMEHTUPYET TOPSAIOK pabOThl C JOKYMEHTAMU TIPH
COCTAaBJICHMH OQUIIMATBLHOM  OTYETHOCTH, C JIOKYMEHTaMH, TIPEICTaBIICMbIMU
pabOTHUKAMU TIPU TPYAOYCTPOUCTBE (JIMOO B MPOIIECCE BBHIMOIHEHUS UMHU JOJIKHOCTHBIX
00s3aHHOCTEH), BBI3BABIIMMH OOOCHOBAaHHBIE COMHEHHS B  IOMJIMHHOCTH W
JIOCTOBEPHOCTH M3JIO)KEHHBIX B HHUX CBEJCHUH, C JOKYMEHTAMH MPECTaBISIEMbIMU
pabOTHHUKAMU B TIPOIIECCE peaTN3allud JeATSIbHOCTH Y UPSKICHHUS.

1.2. TlonoxeHne ycTaHABIWBAECT MPOIIETYPY MOJATOTOBKH M HAMPABIICHUS 3asBICHUI
B IIPaBOOXPAHUTEIILHBIE OPTaHbI O COBEPIIICHHOM MPECTYIUICHHUH.

1.3. Hacrosmee [lonoxenue o0s3aTeNIbHO I MPUMEHEHUS BCEMH PaOOTHHUKAMU
YUpEeXKACHUS, HAXOISIIUECS B TPYIOBBIX OTHOIICHUSX, BHE 3aBUCUMOCTH OT 3aHUMaeMOM
JIOJDKHOCTH ¥ BBITTOJTHAEMBIX (DYHKITHH.

1.5. Hacrosimee IlomoxkeHue BCTymaeT B CHIIy C MOMEHTA €rO YTBEPKICHUS H

JIEUCTBYET J10 MPUHSATHSI HOBOTO.

1. OcHOBHbBIE MOHATHS U TEPMHHBbI

2.1. JlIokyMeHT — MaTepuaIbHBIi HOCUTENh ¢ 3a)MKCUPOBAHHOW HAa HEM B JIHOOOM
dbopme uHdopmaluet B BUae TEKCTa, 3BYKO3aMKUCH, U300pakeHus U (MJIM) UX COUYETaHMUS,
KOTOPBIN UMEET PEKBU3UTHI, TTO3BOJISIONINE €0 MACHTH(PUIIUPOBATH, U TIPEIHA3HAYCH IS
nepeaadyd BO BPEMEHH M B IMPOCTPAHCTBE B IEJSAX OOIICCTBEHHOTO HCIOJIB30BAHUS H
XpaHCHUS.

2.2. OpuuuaabHbIH TOKYMEHT — MMMCHbMEHHBIN aKT, BHITOJIHCHHBI Ha OyMaXHOM
HOCHTEJIC, YAOCTOBEPSIONINNA KOHKPETHBbIC (PaKThl M COOBITHS, KOTOpPBIE BJIEKYT 3a
WCITOJIB3YOIIMX €T0 JIUI ONpeeeHHbIC mocaeACTBUA. OPUInaIbHbIA JOKYMEHT JOJKEH
coJiepKaTh yCTAHOBIICHHBIE PEKBU3UTHI.

2.3. Dx3emmisp — oOpasell THPAKAPOBAHHOTO JOKYMEHTAa, WICHTUYHBIN
OpUTHHAIY.

2.4. CtaTucTYecKasi OTYETHOCTh — CUCTEMA KOJMYECTBEHHBIX M Kau€CTBEHHBIX
MOKa3aTeliel, XapaKTePU3UPHUYIOMUX padoTy yUpPEKACHHUS 3a OMPEEICHHBINA CPOK.

2.5. Buabl npuMeHsieMoii 0TYETHOCTH:



- TOCYJ1apCTBEHHAasl M BeJOMCTBEHHAS] OTYETHOCTb - OTYETHOCTh, COCTaBIIICMasI
HAa OCHOBE YTBEP)KICHHBIX YyHHU(PHUIIMPOBAHHBIX (GOPM © B COOTBETCTBUU C
YTBEP)KICHHBIMA HOPMATHBHBIMH JIOKYMEHTAMU;

- BHYTPEHHfI1 OTYETHOCTb - pPa3pa0OTaHHbIE M YTBEPXKIACHHBIC JAUPEKTOPOM
Yupexnenuss Omanku. OOs3aTeIbHBIMH — PEKBU3HTAMH JTHUX OTYETOB  SIBJISIOTCS:
HAMMEHOBAaHUE OpTraHM3allMM, Ha3BaHUE BUJIA JIOKYMEHTA, Jara U HOMEp JOKyMEHTa,
MECTO COCTaBJICHHSI, 3aTOJIOBOK TMOTTEKCTY, MOAMHUCH, TpU( yTBEpKICHHUs (Ha OTYETax)
WJIM PE3OJIIOLMS TUPEKTOPa YPExkKACHHS (Ha CIIPaBKE OTYETHOTO XapaKkTepa).

2.6. Ilon HeneMCTBUTENbHBIMU JOKYMEHTAMU CIIEAYET TOHUMATh:

2.6.1. TlomHOCTBIO W3TOTOBJICHHBIC (UKTUBHBIE JOKYMCHTHI WM TIOJJIUHHBIC
JIOKYMEHTBI, B KOTOPbIC BHECEHBI MU3MEHEHUS MyTEM MOJAYUCTOK, JIOMUCOK, UCIIPaBICHUS
WIM YHUYTOXKEHUS YaCTH TEKCTa, BHECCHUS B HUX JOTOJHUTEIBHBIX JIaHHBIX,
MPOCTABIICHUS OTTUCKA MOJICTLHOTO IITaMITa UK TIeYaTH U T.I1.

2.6.2. @akTHYECKH SBJISIONMIMECS TOIMHHBIMUA, HO COJEpIKAINE CBEACHHS, HE
COOTBETCTBYIOIINE IEHCTBUTEILHOCTH. OHU COXPAHSAIOT BHEITHUE MTPU3HAKH M PEKBU3UTHI
HAJUICKANUX JOKYMEHTOB (M3rOTaBIMBAIOTCS Ha O(UIMAIBHOM OJIaHKe, COjepKaT
HAaWMCHOBAaHHUE JODKHOCTEH W (aMWIMHM JIUI, YHIOJHOMOYCHHBIX WX IOANMUCHIBATH),
OJIHAKO BHECEHHBIE B HHUX CBeJCHUS (TeKCT, UU(POBbIE JTaHHBIC) SBISIOTCS
chanbcupUIUPOBAHHBIMHU.

2.6.3. BrlganHple ¢ HapylIIeHHEM YCTAaHOBICHHOTO TMOpPsAKA, T.€. B pe3yibTaTe
37I0YNOTPEOICHUST JOIKHOCTHBIM JIUIIOM CITY>KEOHBIM TOJIOKEHUEM WJIM COBEPIICHUS UM
XaJIaTHBIX JEUCTBUM MPH BbIJIa4€ 3TOrO TOKYMEHTA.

2.7. UWcnonb3oBaHUE HENCUCTBUTENBHBIX JIOKYMEHTOB 3aKJIIOYaeTCs B UX
MIPEICTABIICHUA B KAadyeCTBE OCHOBAHUHW I TPYIOYCTPOWCTBA, a TakKe MPOBEICHUS
J000T0 U3 ACUCTBUMN, OTHECEHHBIX K KOMIIETEHIIUN YUPEKIACHUS.

2.8. IlepconanbHble AaHHBIC - HEoOXoawmas g padoromarens wWHPOpMAIUS B

CBSI3M C YCTAHOBJICHHEM TPYAOBBIX OTHOIIICHUN U KaCAIOMIAsCsI KOHKPETHOTO paOOTHHKA.

I11. ITopsinok NpoBepKH JOKYMEHTOB HA MOJINHHOCTb U COCTABJIEHHS O0(QUIIHATbHOI
OTYETHOCTH

3.1. [JOMKHOCTHOE JIMI0, OTBETCTBEHHOE 3a COCTABJIECHUE JOKYMEHTOB IO CBOEMY
HaIPaBJICHUIO JIEATEIbHOCTH, BEIAET HEMOCPEACTBEHHBIM KOHTPOJIb M  PETYJSIPHO
OCYIIECTBJISIET TMPOBEJICHUE TPOBEPOK Ha TMpeAMET TMOJJIUHHOCTH JIOKYMEHTOB,
oOpa3yronuxcsi y paOOTHUKOB YUPEKICHUS, HAXOIAMIMXCS y HEro B MPSIMOM
MOAYMHEHUU.

3.2. Ilpu mpoBeaeHHH NPOBEPOK YUYUTHIBATh, YTO MOMJIUHHOCTH JTOKYMEHTOB
YCTAHABIIMBAETCS IyTEM MPOBEPKH PEATbHOCTH MMEIOUIUXCS B HUX IMOANUCEH



JOJKHOCTHBIX JIMII M COOTBETCTBUSI COCTABJICHMS JOKYMEHTOB JaTaM OTPAKEHUS B HUX
ornepartuii, uHpopmanuu, GakToB U T.1.

3.3. IIpu uTeHNH JOKYMEHTOB, IIOCJIE YCTAaHOBICHUS UX TOIIMHHOCTH, HEOOXOAUMO
IPOBEPATH JTOKYMEHTHI 10 CYIIECTBY, TO €CTb C TOYKH 3pPEHHUS JOCTOBEPHOCTH,
3aKOHHOCTH OTPa)KEHHBIX B HUX XO3SHCTBEHHBIX ONepaiuii, nHpopmanuu, GpakTax u T. 1.

3.4. JlocTOBEpHOCTH Omeparuii, 3a(pUKCUPOBaHHBIX B JTOKYMEHTax, MPOBEpsSeTCS
U3y4eHHEM STHX M B3aUMOCBS3aHHBIX C HUMHU JIOKyMEHTOB, OTIPOCOM COOTBETCTBYIOIIMX
JOJKHOCTHBIX JIUI, OCMOTPOM OOBEKTOB B HATYpE U T.1.

3.5. 3aKOHHOCTh OTPAKEHHBIX B JIOKyMEHTax OIEpallil yCTaHaBIMBAETCS IyTEM
IIPOBEPKHU UX COOTBETCTBUS ACHCTBYIOLIEMY 3aKOHOIaTEIbCTBY.

3.6. Ilpum BeisBIeHMH (AKTOB HWCIONB30OBAHUS TOJACIBHBIX JTOKYMEHTOB
HEOOXOJMMO HE3aMEIJIUTENIBHO MPOUH()OPMHUPOBATh AUPEKTOPa YUPEKICHUS, a TaKKe
IPUHATH COOTBETCTBYIOIIME MEphl MO HEAOIMYIIEHHUI0 COCTaBIEHUS Heo(uuaaIbHOU
OTYETHOCTH M UCIIOJIb30BAHUS MOIETBHBIX TOKYMEHTOB.

IV. leilicTBus1 pa0OTHUKOB NPH BO3BHUKHOBEHNH COMHEHUH B NOJJIMHHOCTH
NPeACTABJICHHBIX JOKYMEHTOB

41. B ciyyae BO3HUKHOBEHHS OOOCHOBAHHBIX COMHEHUN B TOJJMHHOCTU
IPEACTABICHHBIX  JOKYMEHTOB (AUIUIOMOB, YAOCTOBEPEHUHM, CEepTU(UKATOB) U
JIOCTOBEPHOCTH  COJEpKalieics B HUX HHPOpMAIMK PAOOTHUKU  YUPEKICHUS,
OCYUIECTBIISIIOIME HEMOCPEJACTBEHHYI0 OOpadOTKYy W y4YeT KOPPECHOHACHIIMH JMOO
IIPABOBYIO AKCHEPTU3Y, 00S3aHbI MPEANPUHUMATH MEPHI, HANpaBJICHHHbIC HA YCTPAaHEHUE
BO3HHUKIIMX COMHEHUH U Ha MOJYyYE€HUE JOTMOTHUTENbHBIX CBEACHUM.

4.2. Tlpn BO3HUKHOBEHHHM y PAaOOTHHKA YUPEXKIEHUS COMHEHUH B TOJIMHHOCTH
JIOKyMEHTa, OH 00s3aH HE3aMeIJIUTEIHLHO COOOIIUTH (B BHUAE CIIYKEOHOU (IIOKIIAIHOM)
3aMKMCKU) 00 3TOM AUPEKTOPY YUPEXKICHUS IJis NPUHATUS JAJbHEHIIEro pelieHus c
LENbI0 MPOBEPKU MOUIMHHOCTH MOCTYNMBIIUX JOKYMEHTOB OT pabOTHHKA IpH
TPYAOYCTPOMUCTBE.

4.3. PaboTHHMK, OTBETCTBEHHBIM 3a NPOBEPKY MOJJIMHHOCTH JOKYMEHTOB IpHU
TPYJOYCTPOICTBE, CHUMAET KOMHM C TNPEIOCTABICHHBIX [TOKYMEHTOB (AUIUIOMa 00
00pa30BaHUMH Y MHBIX JOKYMEHTOB) M TPOBOIUT MEPBUYHBIN BU3yaJbHBIN aHATIH3.

44. Csenmenus o0 o0Opa3oBaHMM PaOOTHUKA TPHUPABHUBAIOTCS K IMEPCOHATHHBIM
naHHbIM. Cornacho 1. 3 ct. 86 TK PO (anamornunas Hopma COAEpKUTCS Takke B .1 1m.2
cT. 10 ®enepanvuoro 3akona ot 27.07.2006 r. Ne 152-®3 “O nepcoHalbHbIX JAHHBIX )
BCE IMEpPCOHAIbHbIE JaHHbIE pa0OTHHMKA CJeAyeT NoJiydaTb OT Hero camoro. Eciu
NEPCOHANIbHBIE JaHHbIE Pa0OTHHKA BO3MOXKHO TMOJYYUTHh TOJIBKO y TPEThEHl CTOPOHBI, TO
pabOTHUK JTOJKEH OBbITh YBEJOMIIEH 00 3TOM 3apaHee, U OT HEro JOHKHO ObITh MOJTYYEHO
NUCBMEHHOE COTJIacHe.



4.5. PaOOTHHMK, OTBETCTBEHHBIH 3a IPOBEPKY IOUIMHHOCTH JOKYMEHTOB IIpU
TPYIOYCTPOMCTBE, 00s13aH COOOIMMUTH PaOOTHUKY, MPEIOCTABUBIIEMY JTOKYMEHT,
BBI3BIBAIOIINM COMHEHHE B €ro NMOMJIMHHOCTH, O LENs, NMPEANOoJaracMbIX MCTOYHHUKAX U
crioco0ax TMOMy4YeHHs] MEPCOHAJIbHBIX JTAaHHBIX, a TAKXKE O XapaKTepe W TMOCIEICTBUAX
OTKa3a pabOTHUKA JaTh IHCbMEHHOE COTJIaCHe Ha UX MOJIyuYEHUE.

4.6. Tlocne odopmieHus corjacusi paOOTHHKA Ha IIOJYYEHHUE IEPCOHAIBHBIX
JAHHBIX, B COOTBETCTBUHU C 3aKOHOJATENbCTBOM P®d, B ciydae NpHUHATUS OUPEKTOPOM
pELIeHNs] O HaIpaBJIEHUHU 3alpoca B MHCTAHIMIO, BBIIABIIYIO JTOKYMEHT, BBI3bIBAIOLIUN
COMHEHME B €ro IOJUIMHHOCTH, JaHHOE pEUICHUE JOBOAUTCA JO0 PYKOBOAMTEIS
WHCTAaHIMU, NPEIOCTaBUBILETO JOKYMEHT, M HaIpaBIsIeTCA 3alpoc B aapec 3TOU
WHCTaHLUU.

4.6. 3ampoc B MHCTalMIO, BBIIABIIYIO JOKYMEHT, BBI3BIBAIOIIUNA COMHEHHS B €T0
MOJJIMHHOCTH, peructpupyercs B JKypHayle perucTpaiuu 3alpocoB Ha MOJATBEPKICHHE
noamuHHOCTH JTIokyMeHToB (IIpmnoskerne Ne 1) ¢ yka3aHWeM MOCIEIYIOIIErO OTBETA.
Kypnan perucrpauuy 3ampocoB BEAETCS M XpaHUTCS y JULA, OTBETCTBEHHOIO 3a
IIPOTUBOJCHCTBHEE KOPPYIILUHU B Y UPEXKICHUU.

4.7. B cnydae mOJNy4eHHUS NOJIOKHUTEIBHOIO OTBeTa (yKa3aHHd B JIOKYMEHTE
uH(GOpPMallMd HECOOTBETCTBYIOIIEH NEHCTBUTENIPHOCTH WM JOKYMEHT HE€ BbIIaBaJICS
JAHHOM WHCTAaHUMEW M Jp.) JUPEKTOp YUPEKIEHUS pacCMATPUBAET MPE/ICTABICHHBIE
JOKYMEHTBl M TNPUHUMAET pEIIEHWE O HANpaBICHUM 3adBJICHHUS O IpPU3HAKAX
COBEPILIEHHOTO  MPECTYIUIEHUS B  [PABOOXPAHUTENIbHbIE OpraHbl B  MOPSIKE,
npexycMOTpeHHOM [1os1okeHneM o COTpyAHUYECTBE C IPABOOXPAHUTEIBHBIMU OpraHaMH.

4.7. CmyxeOHble (IOKJIAAHBIC) 3aMMCKA W NPWIOKEHHbIE K HHUM MaTepuabl
NEePeaoTCs JIMIY, OTBETCTBEHHOMY 3a MPOTUBOJCHCTBUE KOPPYHUMH AJi OOPMICHUS
3asIBJICHUS B IPABOOXPAHUTEIIbHBIE OPTaHbl.

4.8. IlpeacraBneHHble B YUYpeKIEHHE HEICUCTBUTEIbHBIE JOKYMEHTHl WIH HX
KOIMHU HE MOJJIeKAT BO3BPATY B CBSI3U C UX BO3MOYKHOUM BBIEMKON MPABOOXPAHUTEIbHBIMU

OoparHaMu v 1nocCJICAYIOIIHUM IMIPU3HAHNUEM BCUICCTBCHHBIMH JI0KA3aTCIIbCTBAMMU.

V. lloaroroBka u HanmpaBJieHHE B MPABOOXPAHUTEIbHbIE OPTraHbI
3asiBJICHUI O COBEPIICHNHU NMPeCTYNJIeHUSs

5.1. Ha ocHOBaHMM THMCBMEHHOTO VYKa3aHWUS JUPEKTOpa YUPEKICHUS JIUIIO,
OTBETCTBEHHOE 3a MPOTUBOJCKUCTBUE KOPPYIILINH, B TCUCHUE 5 AHEWU TOTOBUT 3asIBJICHUS U
IpuiaraéMble K HUM Matepualibl, KoTopbie B nopsiake cT. 141 YIIK PO nanpasnstorcs B
MIPaBOOXPAHUTEIBHBIE OPraHbl 3a NOANUCHIO JUPEKTOPA Y UPEKICHHUS.

5.2. 3asBiieHHE B TNPABOOXPAHUTEIBHBIE OpPraHbl O MPHU3HAKAX COBEPIICHHOIO
npecTyruieHus (MpeaocTaBiIeHus MOAAEIbHBIX JTOKYMEHTOB) peructpupyercs B Xypnaine



perucTpalyu 3asiBJICHUN B MPABOOXPAHUTEIIbHBIC OPTaHbl O COBEPIICHHOM MPECTYIICHUN
(ITpunoxenwe Ne 2) ¢ ykaszaHWEM BIOCICAyIONIEeM pemicHus. JKypHan perucrparuu
3asBJICHUM BEJIETCA M XPAHUTCS Yy JIMIA, OTBETCTBEHHOTO 3a MIPOTUBOACHCTBHE KOPPYITLIUH
B YUPEKICHUMU.

5.3. Ilpu moctymiieHUU B yUYpEKeJTHHE MOCTAHOBICHHUS 00 OTKa3e B BO30YXKJICHHUH
YTOJIOBHOTO Ji€Ja JIUI0, BBIHECEHHOTOB nopsiake 4. 1 cT. 148 YIIK P®, oTBeTCTBEHHOE 3a
MPOTUBOACHCTBUE KOPPYMIIMU, COTJIACOBBIBACT C JAUPEKTOPOM  I1€JI€CO00Pa3HOCTH
JadbHEHIIero 00aJoBaHUs YKa3aHHOTO ITOCTaHOBJICHHUS.

V1. OTBeTCTBEHHOCTD.

6.1. B yupexaeHun 3amnpenieHo MCHoJb30BaTh HEYTBEPKICHHbIE (DOPMBI OTUYETOB,
100 OTUETHI, COAEPIKAIINE HEJOCTOBEPHYIO HH(pOpMaIuio. B ciiydyae BBIABICHUS TaHHBIX
(bakToB, paOOTHUKHU MPHUBJICKAIOTCS K TUCHUIUIMHAPHON OTBETCTBEHHOCTH.

6.2. Ilpu oOHapy>XeHUN COCTaBJIEHUS HEOPUIIUATHLHOM OTUYETHOCTH JIOJHKHOCTHBIC
Jauna, pabOTHUKU YUPEKJIEHHUS, B YbU MOJHOMOYHUS B COOTBETCTBHM C JOJKHOCTHBIMHU
00SI3aHHOCTSIMM BXOJMUT TOJATOTOBKA, COCTaBJIEHWE, MPEJCTaBICHUE W HampaBlICHUE
OTYETHOCTH, HECYT NEPCOHAIBHYIO OTBETCTBEHHOCTh 3a COCTAaBJIEHHWE HEOPUIIHMATBLHOU
OTYETHOCTH M MCIOJIb30BaHMS MOAIEIIbHBIX JOKYMEHTOB.

VI1I. 3akaouuTeabHbIe MOJT0KEHUA

7.1. Hacrosmee IlomokeHue MOMICKHUT 00sS3aTEILHOMY OIYOJIMKOBAaHUIO Ha
opUIMATBLHOM caiiTe yupexxaeHus B cetu HTepHerT.



