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Ionoxkenune
0 Mepax HeIoNMyleHHsl COCTABJICHHUH HeOPUIHAIBHOH OTYETHOCTH H
HCNoJIb30BaHuA moadenbHbIX JokyMeHTOB B MBY «CKJIK» r.o.Yanaesck

, 1. O6mue nosioxkeHus ;

1.1. Hacrosmee [Ilomoxenre o0 Mepax HENOMYIIEHHS COCTABIECHUS
Heo(UIIHaIbHON OTYETHOCTH U MCIIOJIB30BAHUS MOIAENBHBIX JOKyMeHTOB B MbV
«CK/JIK» r.0.YanaeBck (nmanee — [lomoxxenue) pa3paboTaHO B COOTBETCTBUU CO
crarber 13.3 PenepanbHoro 3akoHa oT 25 nexabps 2008 roma Ne273-03 «O
MPOTHBOJECUCTBUU KOPPYIILIY.

1.2, Hacrosmee Ilonoxenue, pa3paboTaHo B IeNsSX HEAONYIIEHUs
COCTaBlIeHUs] HEO(QUIMANbHOW OTYETHOCTH ¥ HCIIOJIb30BAHUA IONEIbHEIX
noxymeHToB B MBY «CKJIK» r.o.Yanaesck (nanee — YupexueHue).

1.3. IlonoxeHMe yCTaHABIMBAET IMOCIEA0BATEIFHOCTh MEPOIPHUSTHI TIPH
pabore ¢ JOKyMEeHTaMHM, Mpe[CTaBIeHHBIMH pPaOOTHHKAMH B IIpolecce
NEeSTEeTbHOCTH YUpeXACHUs; Npu paboTe ¢ JOKYMEHTaMH, NpPeNCTaBIEHHBIMU
pabOTHUKAaMKM @pPU TPYHAOYCTPOMCTBE WM B TPOLECCE BHIIOJIHEHHS HMH
JO/DKHOCTHBIX ~ OOSI3aHHOCTEW, BBI3BABIIMMM OOOCHOBAHHBIE COMHEHHS B
NOJIMHHOCTU Y JOCTOBEPHOCTH U3JIOKEHHBIX B HUX CBEICHHM.

1.4. TlonoxeHue o0Os3aTenbHO [JIsI WCIOJHEHHS BCEMH pPabOTHHKAMM
YupexeHusi, B KOMIIETEHLUHMIO KOTOPBIX BXOJHUT IIOATOTOBKA, COCTABJIEHHE,
NpeNIoCTaBIeHHE U HAIPABJICHHE OTYETHOCTH U MHOM JOKYMEHTAaIUH.

2. TepMuHBI H ONIpeeICHHS
2.1. JlokyMeHT - MaTepUalbHbIil HOCUTENh C 3a(MKCHPOBAHHOM Ha HEM B
moboit Gopme UHPOpMaIrMel B BHIE TEKCTa, 3BYKO3AMUCH, H300paKeHus ¥ (HIIK)
UX  CcOYeTaHus, KOTOpBI  MMeeT  pEeKBU3WTHI,  TIO3BOJIAIOLIHE  €r0
' UIEeHTUOULMPOBaTh, W TIpeJHA3HAa4YeH JJisi [epelayd BO BPEMEHH U B
MPOCTPAHCTBE B LENIX OOIIECTBEHHOTO UCIIONB30BAHUS U XPAHEHHUS.
2.2. OpnuuaiabHbIii JOKYMEHT - TIHMCHMEHHBIM aKT, BBINOJHEHHBIM Ha

6yMa)KHOM HOCHTEIIEC, UCXOMSIUIMA OT TOr0 MIA HHOro CTPYKTYPHOTI'O

-



-

noApa3aeneHus, YIOCTOBEPSAIOLIAH KOHKPETHBIE baxThl H COBBITHS, KOTOPBIE
BJIEKYT VIS HCIIONB3YIOUHX ero Jiuh OTIpe/IeTICHHBIE MOCHIENCTBHA. OduiranbHbIA
JIOKYMEHT J0JDKEH COIepXKaTh YCTAHOBJIEHHBIE PEKBASHTEI.

2.3, DxzemMmsp - oOpasell THPDKUPOBAHHOTO JOKYMEHTA, WACHTHYHBIN
OpUTHHAITY.

7 4. CraTMeTHYecKasi OTYeTHOCTH - CHCTEMa KOJIMYECTBEHHBIX U
KayecTBEHHBIX IOKa3zareNed, XapaKTepu3yOLux paGory VYmpaBleHus 32
onpeieieHHbIH MeprOl BpeMEHH.

2.5. Busl OTYETHOCTH, TPUMEHICMBIE B VipaBieHUH: _

- rocylapcTBeHHasi H BeOMCTBEHHAH OTYETHOCTb - OTYETHOCTD,
cocTapigeMas Ha OCHOBE YTBEPKICHHBIX yHUGUIUPOBAHHBIX dopm u B*
COOTBETCTBHH C YTBEPKASHHBIMA HOPMATUBHEIMH JIOKyMEHTaMH;

- BHYTpPEHHSii OTYeTHOCTH - paspaboTaHHBIE | yTBEPIKACHHBIE
HAauaTbHAKOM YTIpaBleHus ONaHKH. OGs3aTeNbHbBIMKM PEKBU3UTAMH ITHX OTHETOB
qBIISFOTCH: HaMMEHOBaHWe OpraHu3allii, HauMEeHOBaHUE IOJPa3/IeNICHuU (ecnn
570 OTHET WM CIpaBKa o padoTe ofpa3jieNieHus), Ha3BaHue BU/a JOKYMEHTA,
nara, HOMep AOKyMeHTa, MeCTO COCTABJICHHS, 3aTrONIOBOK IO TEKCTY, MOIMHCE,
rpud yTBEPIKACHHUS (Ha OTHeTax) WM PE3O0NIOLUA HavyaypHAKA YIpasneHus (Ha
cripaBke OTYETHOIO XapakTepa).

2.6. [Toa HemeHCTBUTENBHBIMY JIOKYMEHTAMU cnenyeT TIOHHMAT:

2.6.1. TToTHOCTBIO U3TOTOBICHHbBIE QUKTUBHBIE JOKYMEHTHI HIIA MTO/INTAHHEIE
JIOKyMEHTBI, B KOTOpbIE BHCCCHBI J3MeHeHusl TyTeM TIOQYMUCTOK, HOMHCOK,
JCIIPABIICHUS MM YHHUTOXCHUS HaCTH TEKCTa, BHECCHHUS B HETO JOTIONHHTETBHBIX
JIaHHbIX, TIPOCTABJICHHUA OTTHCKA [TOJIeIIFHOTO [UTaMIIa WM neqaTh ¥ T.II.

7.6.2. MAKTAYECKH SBISIONIMECS NOMTMHHBIMH, HO coziepKalme CBeIEHHU,
He COOTBETCTBYIOIIHE JEHCTBATEIbHOCTH. OHH COXPAHAIOT BHELIHKE NMPU3HAKH U
PEKBU3UTHL HaUTeKAIEX JOKYyMEHTOB (M3roTaBIMBAIOTCA Ha o(hUIIHaTBEHOM
GramKe, colepXaT — HaMMEHOBaHHWA nomkHocTed M (ammiad AL,
YIIOJTHOMOYEHHBIX HX [TOJITIACHIBATH), O{HAKO BHECEHHbIC B HETO cBeieHus (TEKCT,
uudpoBbIe JaHHbIE) ABJIAIOTCA chanbCHPUIUPOBAHHBIMH.

2.6.3. BuiganHple ¢ HapyUICHHEM YCTAHOBJIEHHOTO ~TOPsifKa, T.C. B

pe3ym>TaTe 3H0yn6TpC6J'ICHPIﬂ JOJDKHOCTHBIM JUILOM CHY)KC6HI>IM TIOJIOKECHUEM

WA COBEPLICHUS UM XaJlaTHbIX lleﬁCTBHﬁ npu BBII@YE 3TOT'O JOKyMEHTA.

7.6.4. Vicronp30oBaHue HeleiCTBATEbHBIX TOKyMEHTOB 3aKIIo4YaeTcs B UX
NpeiCTABIEHHH B KadecTBe OCHOBaHWH Juisi TPYJAOYCTpOHCTBa, @ TakKe
npoBeieHus JH00TOo 13 JNelCTBHUIA, OTHECEHHBIX K KOMICTEHIIH VrpaBneHus.

-



- 3. [lopsinok geiicTBuii NpH O0HAPY/KEeHHH HCNOJb30BAHNUS NMOAAETIbHBIX
AOKYMEHTOB H COCTAB/ICHUS HeOPUIHANBHON OTYETHOCTH :
3.1. Ilpm oOHapyxeHun coOcCTaBieHUsI HeoDUIHATBHOM OTHYETHOCTH
JOJDKHOCTHBIE JIMLA, B YbU IIOJIHOMOYMUSI B COOTBETCTBUU C HOJIKHOCTHBIMU
OGSI3aHHOCTSMH ~ BXOLMT  IIOATOTOBKA,  COCTABJIEHHE, Ope/ACTaBlICHUE U
HallpaB/IEHUe OTYETHOCTU HECYT NEPCOHAIbHYIO OTBETCTBEHHOCTD 3@ COCTABJICHUE
Heo(UlMalbHON! OTYETHOCTH U UCIIOJIB30BaHMS NIOICNIBHBIX JOKYMEHTOB.

3.2. JIOJIDKHOCTHOMY JIMIlY, OTBETCTBEHHOMY 3a COCTaBJI€HUE JOKYMEHTOB
10 CBOEMY HAIPaBJICHUIO IEATEIbHOCTH, HEOOXOAMMO BECTH HEMOCPEACTBEHHBIM
KOHTPOJIb M . PEryJIIPHO OCYLIECTBIATH I[IPOBEJEHHE IIPOBEPOK Ha NPEAMET
MOJUTMHHOCTA JOKYMEHTOB, OOpa3ylolIuxXcsi y CHeHUaliicToB (pabOTHMKOB)
YupexIeHHs, HaXOQAMXCS Y HETO B IIPSIMOM MOJAYUHEHHH.

3.3. Ilpu npoBeneHun NpoBEPOK YUUTHIBATH, YTO MOJJIUHHOCTh TOKYMEHTORB
YyCTaHABJIMBAETCS TyTEM IIPOBEPKH PEATbHOCTH HMMEIOLIMXCS B HHUX IOJIHUCEH
JOJKHOCTHBIX JIMI] ¥ COOTBETCTBUS COCTABIICHUS JJOKYMEHTOB J1aTaM OTPa’KE€HHUS B
HUX omepauui, uHpopmaiuu, ¢akroB u T.1. [lpu uTeHUM NOKYMEHTOB, ITOCIE
YCTAHOBJIEHUSI UX MOAJHUHHOCTH, NPOBEPSATH JOKYMEHTHI IO CYLIECTBY, TO €CTh C
TOYKM 3PEHHS] JOCTOBEPHOCTH, 3aKOHHOCTHU OTPAXEHHBIX B HUX XO35HCTBEHHBIX
onepauui, uadopmauuu, Gakrax u T. I.

3.4. JlocroBepHOCTh onepainuil, 3aQUKCUPOBAaHHBIX B JIOKYMEHTax,
IPOBEPSIETCS U3YYEHUEM ITUX U B3aUMOCBSI3aHHBIX ¢ HUMU JOKYMEHTOB, OIIPOCOM
COOTBETCTBYIOUIMX JOJDKHOCTHBIX JIML, OCMOTPOM OOBEKTOB B HAType H T...
3aKOHHOCTb OTPaXEHHBIX B [JOKyMEHTaxX oOflepaludil yCTaHABIUBAETCS MyTeM
[IPOBEPKU MX COOTBETCTBUS JEHCTBYIOIIEMY 3aKOHOAATEIIbCTBY.

3.5. llpu BbIsBIEHUU (aKTOB HCIIONB30BaHUS TMOINENbHBIX JOKYMEHTOB
He3aMeUTUTEeNIbHO UHPOPMUPOBATh AMPEKTOpa YUpexkAeHHUs, a TakkKe TPUHSTH
COOTBETCTBYIOLIME Mepbl M0 HEIONYIICHUIO COCTaBICHHUS Heo(UIIHaIbHOM
OTUYETHOCTH U UCIIOJIB30BAHMUS [TO/I€IbHBIX JOKYMEHTOB.

4. leficTBHS NOJI’KHOCTHBIX JIMI IPH BO3HMKHOBEHHH COMHEHHH B
NOJJIMHHOCTH NPeACTABIEHHBIX JOKYMEHTOB
4.1. B cilyuae BO3HMKHOBEHHS OOOCHOBAHHBIX COMHEHHH B MOMTMHHOCTH
NpPEeACTaBICHHBIX  JOKYMEHTOB  ((MHAaHCOBBIX, JOTOBOPHBIX, JWIUIOMOB,
YAOCTOBEPEHUH W JpP.) M JOCTOBEPHOCTH COJEPXKAILIeHcs B HUX HHPOPMALWH

CHELMATUCT, OCYIIECTBISIOIINNA y4eT JOKYMEHTOB, 00s3aH IpPEeIIpPUHATH MEpHI,



HampaBlieHHblE HA YCTPaHEHME BO3HMKIIMX COMHEHHH W Ha MONyYeHHe
JOTIOJTHATEILHBIX CBEACHUA. '

4.2. Tlpn BO3HUKHOBEHHU Y PYKOBOJAMTENsS CTPYKTYPHOTO IOIpPa3s/e/iCHHUs
COMHeHH# B NIPOGECCHOHATI3ME MM KOMIIETEHTHOCTH PabOTHHKa, OH 00si3aH 00
TOM COOOINMTH AUPEKTOPY YUPEeXAECHHS C LENbI MPOBEPKU NOATMHHOCTH
TpeIbABIEHHBIX PAGOTHIKOM TOKYMEHTOB NPK TPYA0YCTPOUCTBE.

43. Tlo TOpYy4eHMIO NUPEKTOpa YUPEXKIEHHs CHELMANMCT MO Kaapam
CHEMaeT KOIHIO JOKYMEHTOB M MPOBOJKT NEPBBIH 3Tan NPOBEPKH (BH3yalbHbIH,
TaKTHIBHBIHN) MOAJMHHOCTH JUIUTOMa (MHBIX JOKyMEHTOB), IPEICTABICHHOTO MpU
npuéme Ha pabory;

4.4. Csenenus o6 oOpa3oBaHuM pAOOTHMKA IMPHUPABHUBAIOTCA K
nepcoHanbHbM fanHbiM. CormacHo 1. 3 cr. 86 TK P®, (ananoruyHas HOpMa
cozeprkuTes Takxke B nm.1m.2 cr.10 ®exepansHoro 3akona ot 27.07.2006 Ne 152-
®3 «O mepcoHaNBHBIX JAHHBIX») BCE MEPCOHANBHBIEC JaHHbIE PAOOTHHKA CIIeTyeT
MoTy4aTh TONBKO y Hero camoro. Ecin NepcoHasbHbE NaHHble pabOTHHKA,
BO3MOJKHO, HOJYYHTh TOJIBKO y TPEThel CTOPOHBI, TO PaOOTHHK, JOJDKEH OBITH
yBeJIOMJIEH 00 3TOM 3apaHee M OT Hero JOJKHO OBITh MOJNYHYEHO NHChMEHHOEe
corjiacue.

4.5. CrnenuaJucT 1O KaapaMm cooliiaer pabOTHUKY, MPENOCTaBUBLIEMY
JIOKYyMEHT,  TIO[UIMHHOCTh  KOTOPOTO  BbI3bIBAET  COMHEHHME, O  LeJsiX,
MpeAroiaraeMbiX HCTOYHUKAX U CIOCO0aX IMOJy4YeHHs IIePCOHANBHBIX JaHHbIX, a
TaKKe O XapaKTepe ¥ MOCICACTBHIX OTKasa pabOTHHKa [aTh MHCBMEHHOE
corjiacue Ha UX MOJy4YeHHe.

4.6. Tlocme monydeHds cornachss paGOTHHKaZ Ha IPENOCTABIEHHE
TIepCOHANIBHBIX JaHHBIX, B COOTBETCTBHH C 3aKOHOAATENbCTBOM P®, HampasiseT
odUIMATEHBIA 3aIpPOC B MHCTAHLMIO, BBIIABIIYIO JTOKYMEHT (00OpasoBaTreibHOE
yapexxaeHue, ap.).

4.7. B ciay4ae moJjyuyeHHs OTBETOB Ha 3alpoChl NMOATBEPKIAMOIIUX, HYTO
NpeiCTaBIeHHbe  JIOKyMEHTH  00pasoBarTelbHBIM  YUpeXIeHWeM  (MHBIM

yupexKIeHHeM, OpraHu3aliell) He BbIIABAIKCH, WM YKa3aHHbIE B HUX CBEACHU
" He COOTBETCTBYIOT AEHCTBUTENBHOCTH, B JIEHb IOJyYeHUS OTBETOB HANpPAaBJISAET
CITy’)KeOHYIO 3alUCKY IAPEKTOpY YUpexkIeHus.

_ 4.8. Jlupekrop YUpexIeHUsI pacCMaTprBaeT MPEACTaBICHHbIE JOKYMEHTbI 1
I{anuMaeT pellicHHe O HaIpaBJeHWH 3asBIIEHUs] B MPaBOOXPAHUTENIBHbIEC OPIraHbl
O COBEPIIIEHHOM IMPECTYIUIEHHH (MHOE).



'4.9. Ilpencrasnennbie B YUpexaeHne HeAeHCTBUTENBHbIE JOKYMEHTHI U MX
KONMK HE ‘TIOAJIEXAT BO3BpaTy B CBSI3M C HMX BO3MOXHOW BBIEMKO
[IPaBOOXPAHUTEIbHBIMH opraHamu U [IOCJIE IYIOLIUM IIPU3HAHHEM
BEIIECTBEHHBIMU J0Ka3aTe/IbCTBAMH.

S. IloaroroBka u HanpaBJ/ieHHe B IPABOOXPAHUTE/IbHbIE OPraHbl
3asiBJIEHHH O COBeplIeHNH NPeCcTyNIeHUN

5.1. Ha ocHOBaHMM MMCBMEHHOTO yKa3aHWs OUPEKTOpa YUpeXIeHHUs JTULO,
OTBETCTBEHHO€ 3a MPOTHBOAEHCTBHE KOPPYNLHH, B TEYEHHWE 5 [HEH TOTOBUT
3a5BJICHHUSA W IIpUJIaraeéMbie K HUM MaTepualbl, KOTOpble B nopsake cr. 141 VIIK |
P® Hampasisiroress B NpaBoOXpaHUTENbHBIE OPraHbl 3a TOAMKMCHIO IMPEKTOpa
Yupexnenus. '

5.2. Ilpu mnocrymienuun B VYupexneHue IOCTaHOBIEHHS 00 OTKase B
BO30Y>KIEHHH YTOJIOBHOTO Jiefa JIMLO, BEIHECEHHOTO B Mopsake 4. 1 cr. 148 VIIK
P®, orBeTcTBEHHOE 3a MPOTHBOAEHCTBUHE KOPPYILHMM, COIJIACOBBIBAET ¢
JIUPEKTOPOM  LEJIECOOOPa3sHOCTh  JanbHEWINero OOGXaJOBaHMS  YKa3aHHOTO
IIOCTaHOBJIEHHSI.

6. OTBeTCTBEHHOCTH PAaGOTHHKOB 32 NPEJOCTAB/IEHHE HEAOCTOBEPHOI
HHPOPMALHKH H NOAAE/ILHBIX A0KYMEHTOB

6.1. B VYupexieHunm 3ampeleHO KCIONb30BaTh  HEyTBEPXKISHHBIC
Oyxrantepckue (QUHAHCOBBIE), CTATHCTHYECKHE (OPMBI OTUETOB (HMIIH) OTHETHI,
cozepXallre HENOCTOBEPHYIO HMHGOPMAlMIO, B ClIyyae BBISBICHUS = TaHHBIX
(axToB, pabOTHUKHU MPUBJIEKAIOTCS K AUCUMILIAHAPHON OTBETCTBEHHOCTH.

6.2. Ilpu oOHapyXeHHH CcOCTaBieHHs HEOQUIUAIBHON OTYETHOCTH
JOJDKHOCTHBIE JIMLA, B 4YbH IIOJHOMOYHS B COOTBETCTBHHM C JODKHOCTHBIMH
00513aHHOCTSIMU BXOJMT NOATOTOBKA, COCTABIIEHNUE, IPEACTABICHNE ¥ HATIPABICHHE
OTYETHOCTM  HECYT  IEepPCOHAIBHYIO  OTBETCTBEHHOCTh 33  COCTABIICHME
HeOo(MUMAIBHON OTIETHOCTH ¥ HCIIONB30BAHMSI TONENBHBIX JOKYMEHTOB.

7. 3aKII0YHTEILHASA YaCTh

7.1. Hacrosimee [TonoxkeHne BCTyHaeT B CHIY ¢ MOMEHTA YTBEPKAEHUS ETO
JAMPEKTOPOM, CPOK €ro JeHCTBUS He OrpaHu4eH (IO YTBEPKAEHUS HOBOIO
[16noxenus).



7.2. B INonoxxeHye npu HEOOXOAUMOCTH MOTYT OBITh BHECEHBI M3MEHEHUS U
JIOTIOJIHEHNsT B TOPS/JKE, YCTAHOBJIEHHOM 3aKOHOJATENIbCTBOM, IS TPUHSTHAS
JIOKAJIbHBIX HOPMATUBHBIX aKTOB.



