YTBEPX/IEHO
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ot 30.12.2023 Ne 706

IHosoxenue
0 Mepax Mo HeIOMYLEHUIO COCTABJICHHUA HeOPUIHMATIBHON OTYETHOCTH U
HCMOJIb30BAHUS NMOLAEJIbHBIX JOKYMEHTOB B MYHUIIMTIAJIbHOM
ABTOHOMHOM 00111e00pa30BaTe/IbHOM Yupe:xaeHun «Cpeansis mKoJjaa
Ne 2 r.Baapaiiy» (MAOY «CIHI Ne2 r.Basnaii»)

I.  OO0mme moJIo:KeHNA

1.1. Hacrosimee Ilomoxenne o Mepax MO HEJOMYIICHUIO COCTaBJICHUS
HeO(UIMAIBHOW OTUETHOCTU M UCIIOJIb30BaHUS MOJJISTBHBIX TJOKYMEHTOB (fajee -
[Tonoxenune) B MAOY «CIII Ne2 r.Banmait» (nanee - yupexaeHue) pazpaboTaHo
B COOTBETCTBUHM cO cTaTtber 13.3 denepanpHOro 3akona ot 25 aexadps 2008 r. No
273-03 “O npoTUBOACHCTBUU KOPPYIIIUN .

1.2. TlomoxeHue perjaMeHTUPYET TMOPSAAOK pPabOThl ¢ JOKYMEHTaMH TIpH
COCTaBJICHUU OQUIMATBHON OTYETHOCTH, C JOKYMEHTAaMH, MPEICTaBIICMbIMU
pabOTHUKAMH TIpH TPYAOYCTPOHMCTBE (MO0 B TMpOIeCCe BBHITIOJIHEHUS WMHU
JIOJDKHOCTHBIX ~ OOSI3aHHOCTEH), BBI3BABIIMMH OOOCHOBaHHBIE COMHEHHSI B
MNOJJIMHHOCTH U JIOCTOBEPHOCTH HM3JIOKEHHBIX B HUX CBEACHUN, C JOKYMEHTaMHU
IpeACTaBIsIeMbIMA PAOOTHUKAMU B MPOIECCE peaM3alud  ACATEIbHOCTH
YupexneHus.

1.2. TlomoxeHne ycCTaHABIMBAET MPOIEAYPY TOJITOTOBKM U  HaIpaBJICHHUS
3as1BJICHUIB MIPaBOOXPAHUTEIILHBIE OPTaHbl O COBEPIIIEHHOM MPECTYIIJICHUH.

1.3. Hacrosmee [Tonoxxenne o0s3aTeabHO IS MPUMEHEHUS BCEMU PaOOTHHKAMHM
YUPEXKIACHUS, HAXOMASIIMECs B TPYAOBBIX OTHOIICHUSX, BHE 3aBUCUMOCTH OT
3aHUMAaeMOMU JIOJDKHOCTH M BBITIOJIHSIEMBIX (DYHKITHA.

1.5. Hacrosimee IlonokeHue BCTymaeT B CHIIy C MOMEHTa €ro yTBEPXKICHUS M
JEUCTBYET IO IPUHSATHUS HOBOTO.

Il. OcHOBHBIC NOHSATHSA U TEPMUHBI

2.1. JIokyMeHT — MaTepuaIbHBI HOCUTEH C 3a()UKCUPOBAHHOW HA HEM B JIFOOOH
dopme mHDOpMmarmelt B BUIE TEKCTa, 3BYKO3AIUCH, M300paKeHHS W (WIH) UX
COUYETaHUSI, KOTOPBII UMEET PEKBU3UTHI, MMO3BOJISIIOLIME €r0 UACHTU(UIIMPOBATH, U
npeAHa3HaueH Uil T[epellayd BO BPEMEHM W B MPOCTPAHCTBE B  LEIAX
00I1I€CTBEHHOTO MCIOJIb30BaHUS U XPAaHEHHUSI.

2.2. OpunuaabHblii JOKYMEHT — TIHCHbMCHHBIM aKT, BBINIOJHCHHBIA Ha
OyMa)XHOM HOCHUTEJE, YIOCTOBEPAIONINN KOHKPETHBIE (PAKThl U COOBITHS, KOTOPHIE
BJIEKYT 32 MCHOJIb3YIOIIUX €ro JIMIl ONpeesaeHHble nociaeAcTBus. OduimranbHbii



JTOKYMEHT JOJDKCH COJIepKaTh YCTAHOBICHHBIC PEKBU3HTHI.
2.3. Ix3eMmsip — o0paszell TUPAKUPOBAHHOTO JOKYMEHTA, WJICHTUYHBIM
OpHUTHHAITY.

2.4. CraTucTHYeCKasi 0TYETHOCTh — CHCTEMa KOJMYCCTBEHHBIX U KaU€CTBEHHBIX
moKasaresiel, XapaKTepU3UPYIOMUX paboTy YUPEKACHUS 3a OTPEICICHHBIA CPOK.

2.5. Buabl npuMeHsieMoil OTYeTHOCTH:

- TOCyIapCTBeHHAasT W BeJIOMCTBEHHasi OTYETHOCTb - OTYCTHOCTD,
cocTaBlisieMass Ha OCHOBE YTBEP)KICHHBIX YHUQPHUIMPOBAHHBIX (GopM © B
COOTBETCTBHH C YTBEPKICHHBIMH HOPMAaTHBHBIMU JJOKYMEHTAMH;

- BHYTPEHHSIAA OTYETHOCTHb - Pa3pabOTaHHBIC W YTBEPXKJICHHBIC JTUPEKTOPOM
Yupexaenaus Omanku. OO0s3aTCIbHBIMU PEKBU3UTAMHU JTHUX OTYETOB SIBIISIOTCS:
HAaUMEHOBAaHUE OpraHU3ali, Ha3BaHWEC BHJA JOKYMCHTa, Jara W HOMEp
JOKYMEHTa, MECTO COCTaBJICHHUsS, 3aroJIOBOK K TEKCTy, TMOANUCh, TpHUd
yYTBEPKJEHUsS (Ha OTYETAX) WM PE3OJIIONUS TUPEKTOPA YUPSKACHUS (Ha CIpaBKe
OTUETHOT'O XapakTepa).

2.6. Tlon HemeHCTBUTEIBHBIMU JIOKYMEHTAMHM CJICTYET IIOHUMATh:

2.6.1. TIOJIHOCTBIO HM3TOTOBJIICHHBIC (DUKTUBHBIC JOKYMEHTHI WJIM TIOJJTUHHBIC
JOKYMEHTBI, B KOTOPbIC BHECCHBI HW3MCHCHHS ITyTEM IIOJYUCTOK, JIOMHUCOK,
WCIIPABJICHUS WM YHUYTOXXCHUS YaCTH TEKCTa, BHCCCHHUS B HUX JOIOJTHUTEIBHBIX
JaHHBIX, MPOCTABJICHUS OTTUCKA MOJEIBHOTO IITAMIIA WM MeYaTH U T.II.

2.6.2. ®akTUYECKH SIBISIOMIMECS TMOMJIMHHBIMU, HO COJEpIKallue CBEICHUS, He
COOTBETCTBYIOIIIME NIEUCTBUTENBHOCTH. OHU COXPAaHAIOT BHEIIHHUE NPU3HAKUA H
PEKBU3UTHI HAUISKANUX JOKYMEHTOB (M3TrOTaBIMBAIOTCS Ha O(UIIMAIBHOM
OllaHke, coJep)kaT  HAaWMMEHOBaHHWE  JIOJDKHOCTeM W QaMwiud  JIII,
YIIOJTHOMOYEHHBIX WX MOJIMUCHIBATh), OJJHAKO BHECEHHBIC B HUX CBENICHUS (TEKCT,
1M (pOBBIE JaHHBIE) ABISIOTCS CPanbCUPUITIPOBAHHBIMHU.

2.6.3. BetanHbpie ¢ HapylIeHHEM YCTAaHOBJICHHOTO IOpsIKa, T.€. B pe3yJbTare
37I0YMOTPEOICHUST  JOKHOCTHBIM ~ JIMIIOM ~ CIY>KEOHBIM  TOJOXKEHHUEM  WJIU
COBEPIIEHUS UM XaJIaTHBIX JIEUCTBUIA MPHU BbIa4e 3TOTO TOKYMEHTA.

2.7. Vcmonp30BaHWE HENEHCTBUTEIBHBIX JOKYMEHTOB 3aKIIOYaeTCs B UX
MPEACTaBICHUA B KAaueCTBE OCHOBAaHUW A TPYJAOYCTPOWCTBA, a TaKke
MIPOBENICHUS JIFO00TO U3 JEHCTBUN, OTHECEHHBIX K KOMIIETEHIIUN YUPEKICHHUS.

2.8. ITlepconambHble AaHHBIE - HeoOXxomaumas s paboromartens wHpOpMAIUs B
CBS3M C YCTAaHOBJICHHWEM TPYJIOBBIX OTHONIICHHM M KacamIascsi KOHKPETHOTO
paboTHHKaA.

I1l. Ilopsinok mnNpoBepKM [TOKYMEHTOB HAa MNOJJHMHHOCTb W COCTABJIECHUSA
opuIMAIBLHOM OTYETHOCTH

3.1. JIomKHOCTHOE JTUI0, OTBETCTBEHHOE 32 COCTABJIICHHE JOKYMEHTOB IO CBOEMY
HaIpaBJICHUIO JIESITEIIbHOCTH, BEJET HEMOCPEICTBEHHBIN KOHTPOJb U PETYISPHO
OCYIIECTBIISIET MPOBEJICHUE MPOBEPOK HA MPEAMET MOJIJIMHHOCTU JOKYMEHTOB,
oOpa3zyronuxcsi y paOOTHUKOB YUPEKICHHS, HAXOMSIIUXCS Y HEro B MIPSIMOM
MOAYUHEHUH.

3.2. Ilpu mpoBeneHWH MPOBEPOK YYHUTHIBATH, YTO TOJJIUHHOCTH JTOKYMEHTOB
YCTAaHABIIMBAETCA MYTEM MPOBEPKU PEATbHOCTU HMEIOIIUXCA B HUX MOIMUCEN



JTOJHKHOCTHBIX JIMI U COOTBETCTBUS COCTABIICHUS JOKYMEHTOB /IaTaM OTPa)KEHUS B
HUX ornepanuil, tHpopManuu, pakToB U T.1.

3.3. [Ipy vuTeHHMH JOKYMEHTOB, TIOCJI€ YCTAHOBJICHHUA WX MOAJUHHOCTH,
HEOOXOANMO TPOBEPATh IOKYMEHTHI MO CYIIECTBY, TO €CTh C TOYKH 3pPEHUS
JOCTOBEPHOCTH, 3aKOHHOCTH OTPAKEHHBIX B HHUX XO3SHUCTBEHHBIX OIEpPAIINH,
uHpopmalmu, Gpakrax u T. 1.

3.4. JlocToBepHOCTh omepanuii, 3a)UKCUPOBAHHBIX B JOKYMEHTaX, MPOBEPSETCS
W3yYCHHEM OTHX U B3aWMOCBSI3aHHBIX C HUMH JIOKYMEHTOB, OIPOCOM
COOTBETCTBYIOLIUX JIOJKHOCTHBIX JIUL], OCMOTPOM OOBEKTOB B HATYpE U T..

3.5. 3aKOHHOCTH OTPAKEHHBIX B JIOKYMEHTaxX OMNEpallii yCTaHABIMBAETCS MyTEM
POBEPKH MUX COOTBETCTBHUS ICUCTBYIOIIEMY 3aKOHOJATENbCTBY.

3.6. Ilpu BbIsIBIACHMH (HAKTOB HWCIHOJB30BAHUSA TOJACIBHBIX JOKYMEHTOB
HEO0OXOIMMO He3aMeJIJIMTEeNIbHO MPOUH(DOPMUPOBATh IUPEKTOpa YUPEKIEHUsS, a
TaKXKe TMPHUHATH COOTBETCTBYIOIIME MEPHI IO HEAOMYIIEHUIO COCTaBICHUS
Heo(hHUIIMaThbHONW OTYETHOCTH M MCIIOJIB30BAHMSI TTOAICTHHBIX IOKYMEHTOB.

IV. JleiictBusi palOTHUKOB NPU BO3HUKHOBEHUM COMHEHHH B MOJJIUHHOCTH
NnpeacTaBJIeHHBIX TOKYMEHTOB

41. B cnyuae BO3HUKHOBEHHS OOOCHOBAaHHBIX COMHEHUW B TOJJIUHHOCTU
NPEICTaBIEHHBIX JOKYMEHTOB (JMILUIOMOB, YAOCTOBEpPEHHH, CcepTU(PHUKATOB) HU
JIOCTOBEPHOCTH COepKalieiicss B HUX HH(}opmanuu pabOTHUKUA YUPEKICHUS,
OCYIIECTBIISIIOIIME HEIOCPEICTBEHHYIO 00pabOTKY U y4eT KOPPECTIOHICHIIUU JTUO0
PAaBOBYIO O3KCHEPTH3Yy, OO0S3aHbI NpPEeANpPUHUMATh MEphl, HaIMpaBJICHHbIC Ha
yCTpaHEHHE BO3ZHUKIIINX COMHEHUN U Ha TIOJy4YeHHUE OTIOTHUTEIbHBIX CBEJICHUN.

4.2. Tlpyu BOSHUKHOBEHMH Yy paOOTHHKA YUPEKICHHS COMHEHHMHA B TMOIJIMHHOCTH
JIOKyMEHTa, OH 00s3aH HE3aMEIJIUTEIBLHO COOOIUTh, (B BHUIE CIy>KEOHOU
(moxyamHOM) 3amMCKH) 00 O3TOM JUPEKTOPY VYUPEKICHHS IS TMPUHITHS
JANbHEUIIIEr0 pelIeHUs C 1ENbI0 TPOBEPKH TMOJIMHHOCTH TMOCTYIHBIINX
JIOKYMEHTOB OT paOOTHHKA IIPU TPYAOYCTPOHCTBE.

4.3. PabOTHHMK, OTBETCTBEHHBI 3a MPOBEPKY MOJIJIUHHOCTH JOKYMEHTOB TpHU
TPYJAOYCTPOUCTBE, CHUMAET KOIUU C TIPEIOCTABICHHBIX TOKYMEHTOB (AUIIIOMa 00
00pa30BaHMU W UHBIX JOKYMEHTOB) U MPOBOJIUT IEPBUYHBINA BU3yaJIbHBIN aHATIHU3.

4.4. Csenenusi 00 oOpazoBaHMM PaOOTHHKA MPUPABHUBAIOTCSA K MEPCOHAIBHBIM
nanHbIM. CornacHo 1. 3 ct. 86 TK P® (ananoruynas HopMa COAEPKUTCS TaKkKe B
nn.l m2 cr. 10 ®enepansHoro 3akoHa ot 27.07.2006 r. Ne 152-®3 “O
MEePCOHANBHBIX JIaHHBIX ) BCE IMEPCOHAJIbHBIE JaHHbIE paOOTHUKA CleayeT
MoJiyyaTb OT Hero camoro. Eciu mepcoHanbHble AaHHbIE PAOOTHUKAa BO3MOKHO
MOJIYYHTh TOJIBKO Y TPEThEH CTOPOHBI, TO PAOOTHUK JOJIKEH OBITH YBEIOMJIEH 00
ATOM 3apaHee, U OT HEeTO JOHKHO OBITH MOJIYY€HO MMCEMEHHOE COTIIacHe.

4.5. PaOOTHUK, OTBETCTBEHHBIH 3a MPOBEPKY MOJJIUHHOCTU JIOKYMEHTOB TMpHU
TPYAOYCTPOMCTBE, 00s3aH COOOUIUTh PaOOTHUKY, MPEJOCTABUBIIEMY TOKYMEHT,
BBI3BIBAIOIIMA COMHEHHME B €ro MNOMJIMHHOCTH, O UEJAX, MPearnoaaraeMbix
HMCTOYHUKAX U CIIOCO0aX MOJTYUYEHHS MEPCOHATBHBIX TAaHHBIX, a TAKXKE O XapakTepe
Y MOCJIEACTBUAX OTKa3a pabOTHHUKA J1aTh MHUChbMEHHOE COTJIaCHe Ha UX MOJy4YCHUE.

4.6. Tlocme odopmieHus corjacus pabOTHUKA HA TOTyYEeHHE TEPCOHATHHBIX



JAHHBIX, B COOTBETCTBUM C 3aKOHOAATENbCTBOM P®, B ciyyae MNpUHATHUA
JUPEKTOPOM pEIICHHS O HANpPaBJICHUM 3alpoca B MHCTAHLUWIO, BBIIABIIYIO
JOKYMEHT, BBI3bIBAIOIIMN COMHEHHE B €ro IOJIMHHOCTH, JAHHOE pELICHHE
JNOBOJMUTCS 1O PYKOBOIAWTENS WHCTAHIMHU, MPEJOCTABUBIIETO JOKYMEHT, U
HaIIpaBJIIETCS 3alpOC B aIpeEC STOMMHCTAHLIUH.

4.6. 3anpoc B MHCTaHLMIO, BBIAABIIYIO IOKYMEHT, BBI3BIBAIOIINI COMHEHHUS B €r0
MOJUIMHHOCTH, peructpupyercss B JKypHane perucrpauuu 3amnpocoB  Ha
MIOATBEPKACHUE MOJJIMHHOCTH JOKYMEHTOB C YKa3aHUEM IMOCIEIYIOIIEro OTBETA.
KypHan peructpannuu 3anpocoB BEAETCS U XPAHUTCS Y JULA, OTBETCTBEHHOTO 3a
IPOTUBOJIEVCTBHE KOPPYILIUHU BY UPEKICHUH.

4.7. B cinydyae TNOJNy4EeHHs] TMOJIOKHUTEIBHOrO OTBeTa (yKa3aHHUs B JIOKYMEHTE
UHpOpMAIIMK  HECOOTBETCTBYIOUIEH JEMCTBUTENBHOCTH WM JIOKYMEHT He
BbIIABAJICS JAHHOM WMHCTAHUMEW W JIp.) AUPEKTOp YUpeKIEeHUS paccMaTpHUBAET
IPEACTaBIEHHBIE JOKYMEHTBI U IPUHUMAET PELIEHUE O HATIPABICHUM 3asBJICHUS O
NPU3HAKAX COBEPIIEHHOIO TMPECTYIUIEHUS B MPABOOXPAHUTENIbHBIE OpraHbl B
HOPSIZIKE, PEAYCMOTPEHHOM [Tonoxenunem 0 COTPYAHUYECTBE c
IPaBOOXPAHUTEIbHBIMH OPraHAMU.

4.7. CnyxeOHble (HOKJIaTHBIE) 3aMHCKM M MPWIOKEHHbIE K HUM MaTepuabl
nepeaaroTcs JIMIy, OTBETCTBEHHOMY 3a NPOTUBOJCHCTBHE KOPPYNUUU s
oopmiieHus 3as8BIE€HUS B IPABOOXPAHUTEIbHBIE OPTaHBI.

4.8. TlpencraBieHHbIE B YUPEXKACHHE HEACUCTBUTEIbHBIE JOKYMEHTHI MM HX
KOIIMM HE TMOJUIeKaT BO3BpaTy B CBA3M C HMX BO3MOXKHOW BBIEMKOU
[IPABOOXPAHUTEIBHBIMUOPraHaMy Y IOCJIEAYIOIIUM IIPU3HAHUEM BELIECTBEHHBIMU
JOKa3aTeJIbCTBAMHU.

V. IloaroroBka ¥ HAampaBjeHHe B I[PaBOOXPAHHWTEJIbHbIE OPraHbI
3asiBJICHUI OCOBepPIIEHUH MPeCTYILUICHUS

5.1. Ha ocHOBaHMM NHMCBMEHHOIO YyKa3aHUsl [UPEKTOpa YYPEKICHHUS JIUILIO,
OTBETCTBEHHOE 3a MPOTHUBOJCUCTBUE KOPPYIILMK, B TECUCHUE S5 ITHEU TOTOBUT
3asBJICHUS M MpUJIaraeémMble K HUM MaTepualibl, KoTopble B nopsake cr. 141 VIIK
P® mnampabBisitoTCsS B NPaBOOXPAHUTENIBHBIE OPraHbl 3a IOJNKMCHIO JUPEKTOPA
YupexneHus.

5.2. 3agBieHHe B MPABOOXPAHUTEIHHBIE OPTaHbl O TMPU3HAKAX COBEPIICHHOTO
MpecTyIuieHusT (TPEeIOCTaBICHUSI MOAJEIbHBIX JTIOKYMEHTOB) PErUCTPUPYETCS B
KypHame peructpauuu 3asBICHUNA B NPABOOXPAHUTENIBHBIE OpPraHbl O
COBEPIICHHOM IMPECTYIUICHUN C YKa3aHHEM B IOCIeayromeM pemeHus. KypHai
perucTpanuu 3asBICHUM BEAETCA M XPAaHWUTCA Yy JIMIA, OTBETCTBEHHOIO 3a
MIPOTUBOIEICTBUE KOPPYIILIMHU B YUPEKICHNUHU.

5.3. Ilpu mocTyrieHUN B yUpeKACHHUE MTOCTAHOBICHHSI 00 OTKa3e B BO3OYKICHUU
YTOJIOBHOTO JI€JIa JIMIIO, BBIHECEHHOro B mopsake 4. 1 cr. 148 VIIK PO,
OTBETCTBEHHOE 3a IMPOTUBOJICMCTBUE KOPPYILHMH, COIVIACOBBIBAET C IUPEKTOPOM
1e7eco00pa3HOCTh JAJIbHEHIIEro 00KaloBaHUsl YKa3aHHOT'O MOCTAaHOBIICHHUS.

VI. OTBeTCTBEHHOCTD.
6.1. B yupexaeHuu 3ampenieHo UCroib30BaTh HEYTBEPKICHHbBIE ()OPMBI OTUETOB,



a100 OTYETHI, COAEPKALUE HENOCTOBEPHYIO HH(pOpMannio. B ciayyae BbIsBICHUS
NaHHBIX(AKTOB, pAOOTHUKH MPUBJIEKAIOTCSA K AUCLMIUIMHAPHOW OTBETCTBEHHOCTH.
6.2. Ilpu oOHapyX eHUU COCTaBIEHUS HEO(PUIMATBHOW OTYETHOCTH JOJKHOCTHBIE
auna, paObOTHUKM YUpeKIeHUs, B YbM IIOJHOMOYHMS B COOTBETCTBUHM C
JOJDKHOCTHBIMU ~ OOSI3aHHOCTSIMU ~ BXOAUT  MOJrOTOBKAa,  COCTaBJICHUE,
IOPEICTaBICHUE U  HANpaBICHHE  OTYETHOCTH, HECYT  IEPCOHAIBHYIO
OTBETCTBEHHOCTb 32 COCTaBJICHUE HEOPUIMATBHOW OTUETHOCTU U MCIOJIb30BAHUS
MOJJIETbHBIX JOKYMEHTOB.
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