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HOJIOKEHUE
0 Mepax Mo HeJOMYIIeHNI0 COCTABJIeHNSI HEO(PUIIUATBHOI 0TYETHOCTH 1
UCTIOJIb30BAHUSA NMOIEIbHBIX JOKYMEHTOB B MYHUIIUTIAJILHOM KA3éHHOM
JTOIIKOJIBLHOM 00pa30BaTe/IbHOM YUpeskIeHun aeTckoM cany «Tepemox»
nrt [Inxanka Kuposckoii o0J1actu

1. O01IMe moJIoKeHust

11. Hacrosmee IlonoxkeHnne o Mepax MO HEAOMYLIEHUIO COCTaBJICHUS
HEOPULIMATbHOW OTYETHOCTU W MCHOJIb30BAaHMS TOJIEIBHBIX JIOKYMEHTOB (nanee -
[Tonoxxenne) B MyHUIIMIAIBHOM Ka3€HHOM JIOIIKOJBHOM 00pa30BaTEIbHOM
yupexaeHun aerckom cany «Tepemok» nrrt ITmkanka Kuposckoil obnactu (nanee
— YupexxaeHue) pazpaboTaHo B COOTBETCTBHM co cTarbeid 13.3 denepaibHOro 3aK0Ha OT
25 nexabpst 2008 r. Ne 273-03 "O npoTUBOAEHCTBUM KOPPYILUU".

12. TlonoxkeHue perIaMeHTHUPYET MOPSAOK paboOThl C JTOKyMEHTaMH IpHU
COCTaBJICHUH O(PHUIMAIBHON OTUETHOCTH, C JIOKYMEHTaMHM, MPEACTABIISIEMbIMU
PabOTHUKAMU TIPH TPYIOYCTPOMCTBE (JTMOO B IMPOIIECCE BHITIOIHEHUS UMU JOJDKHOCTHBIX
00s13aHHOCTEM), BBI3BABIIMMU OOOCHOBAHHbIE COMHEHHS B TOJUIMHHOCTH U
JIOCTOBEPHOCTH M3JIOKEHHBIX B HUX CBEICHHIA, C JOKYMEHTAMH TPEICTaBIISIEMBIMH
pabOTHMKAMU B MPOLIECCE PEATU3ALINU JIESITENTHBHOCTH Y UPEXKICHHSI.

13. TlonoxkeHnue ycTaHABIMBAeT TPOLICAYPY TOATOTOBKM U  HampaBJICHHUS
3asBJICHUI B PABOOXPAHUTEIBHBIC OPTaHbl O COBEPIIICHHOM MPECTYIUICHUH.

14. Hacrosimee [lomoxkenre 00s13aTelIbHO TS IPUMEHEHHS BCeMH paOOTHUKAMU
VYupesxieHusi, HaXOISIINECs B TPYIOBbIX OTHOIICHHUSIX, BHE 3aBUCUMOCTH OT 3aHUMaeMOi
JOJKHOCTH U BBITIOJHSAEMBIX (YHKITHI.

1.5. Hacrosimee [lonoskeHue BCTymaeT B CHIIy C MOMEHTA €0 YTBEPXKICHUS U
JEUCTBYET 10 IPUHSATHUSL HOBOTO.

2. OCHOBHBbIE NIOHSITUS U TEPMHUHBI



2.1. JIOKyMeHT - MaTepHalIbHbIi HOCUTENb C 3a()MKCUPOBAHHOM Ha HEM B JIFOOOH
dhopme uHpopMalel B BUe TEKCTa, 3BYKO3aIKMCH, N300paXeHUS 1 (W) UX COYETaHuS,
KOTOPBIA IMEET PEKBU3UTHI, TIO3BOJISIFOILIME €T0 UACHTU(PUIIMPOBATH, U MPEIHAZHAUCH /IS
niepeiayd BO BPEMEHU M B MPOCTPAHCTBE B IEJISIX OOIIECTBEHHOI'O MCIIONB30BAHUS U
XpaHEeHusl.

2.2. OpuumanbHbIH JOKYMEHT - IMCbMEHHBIN aKT, BHITIOJHEHHBIH Ha OyMayKHOM
HOCHTENIE, YAOCTOBEPSIONINN KOHKpPETHBbIE (PAKThl M COOBITHSA, KOTOpPBIC BIEKYT 3a
UCTIOJNIB3YIOIIMX €0 JIUIL ONpeieSIieHHbIE TOCTeACTBHA. OPUIMATBHBIN JOKYMEHT JOJDKEH
coJiep>KaTh YCTaHOBJICHHBIE PEKBU3UTHI.

23. IJx3eMIUISIp - oOpazel] TUPAKUPOBAHHOTO JOKYMEHTA, WIACHTHYHBIM
OpUTHHAIY.

24. CraTucTHYecKasi OTYETHOCTD - CHCTEMa KOJTMYECTBEHHBIX U KaYeCTBEHHBIX
TroKazaTesiel, XapakTepU3UPYIOIIUX padoTy YUpexaeH s 3a ONpeeIeHHbIN CPOK.

2.5. Bujibl npuMeHsieMoii 0TYeTHOCTH:

- TOCYJApCTBEHHAsl U BeOMCTBEHHASI 0TYETHOCTD - OTYETHOCTh, COCTaBIIsIEMast
HAa OCHOBE YTBEP)KICHHBIX YHU(PUIMPOBAHHBIX (OPM U B COOTBETCTBUHU C
YTBEPKJICHHBIMA HOPMATUBHBIMU JIOKYMEHTAMU;

- BHYTPEHHSISI OTYETHOCTDb - Pa3pa0OTAHHBIE U YTBEPKICHHBIE PYKOBOAUTEIIEM
Yupexxnenust Omanku. OOsS3aTENbHBIMH PEKBU3UTAMU JTHUX OTYETOB SIBIISIFOTCSL:
HaMMEHOBaHME OpraHW3alliy, HA3BaHHWE BHJA JOKYMEHTA, laTa ¥ HOMEp JOKYMEHTa,
MECTO COCTABJICHHS, 3ar0JIOBOK IMOATEKCTY, MOJANKCh, FpU( YTBEPKIEHH (Ha OTYETAX )
WITH PE3OJTEOLIMS PYKOBOJUTENS Y UpeKAeHNS (Ha CIIpaBKe OTYETHOTO XapaKTepa).

2.6. Tlox HeneHCTBUTEILHBIMU JIOKYMEHTAMH CIITyeT TIOHUMAT:

26.1. TloMHOCTBIO WBTOTOBJICHHBIE (DUKTUBHBIE NOKYMEHTHI WM TOJUTMHHBIE
JIOKYMEHTBI, B KOTOpbIE BHECEHBI I3MEHEHHUS ITyTeM TOTYHCTOK, IOMHUCOK, UCTIPABICHUS
WM YHUUYTOXXCHHSI YaCTH TEKCTa, BHECEHUS B HHUX JIOMOJHUTEIBHBIX JaHHBIX,
MIPOCTAaBJICHUS OTTHCKA MOAIEIBHOTO IITAMITA WM MTeYaTH U T.11.

2.6.2. dakTUUECKU SBISTIONIMECS TOTMHHBIMU, HO COJICPIKAIIE CBEICHUSI, HE
COOTBETCTBYIOIIHE ACHCTBUTENHHOCTH. OHM COXPAHSIOT BHEIITHUE MPU3HAKHA U PEKBU3UTHI
HAJIeKAIIMX JOKYMEHTOB (M3TOTABIMBAIOTCS HAa OQUIMATBHOM OJaHKe, COAep)Kar
HAaMMEHOBAHUE JIOJDKHOCTEH W (paMuiiMy JIUII, YIOJTHOMOYEHHBIX WX TIOJIHCHIBATH),
OJTHAKO BHECCHHbIE B HHUX CBeACHUS (TEKCT, IHM(POBHIE JTaHHBIC) SBISIOTCS
chanbcuUuIpoOBaHHBIMHU.

2.6.3. BblanHble ¢ HapyIIEHUEM YCTaHOBJIEHHOIO MOPSAKA, T.€. B PE3yJbTaTe
3710YNOTpeOIeHNsT JOJKHOCTHBIM JIMLIOM CITY>KEOHBIM TOJIOKEHUEM UJTA COBEPIIICHUS UM
XaJIaTHBIX IEUCTBUM MPU BbIaU€ ATOTO TOKYMEHTA.

2.7. Hcnonp3oBaHME HENCHCTBUTENBHBIX JOKYMEHTOB 3aKIIIOYaeTcs B HX
NpE/ICTaBJICHUN B KaueCTBE OCHOBAHMM JJIsl TPYAOYCTPOMCTBA, a TAKXKE MPOBEACHUS
JT000TO U3 JEHCTBUN, OTHECEHHBIX K KOMITETEHITUN YUPEKIICHUS.



2.8. IlepconanbHble JaHHBIE - HEOOXOAUMAs 71 paboToAaTesnst uH(pOpPMaIHs B
CBSI3H C YCTAHOBJICHHEM TPY/IOBBIX OTHOIIECHUH 1 KAaCAIOIIAsCs KOHKPETHOTO pabOTHHKA.

3. IlopsiioK NPOBEPKH JOKYMEHTOB HA NMOJJINHHOCTH
U COCTABJICHUSI O(PUIINATILHON OTYETHOCTH

3.1. JIo/mKHOCTHOE JIMLIO, OTBETCTBEHHOE 3 COCTaBJIEHHUE JOKYMEHTOB TI0 CBOEMY
HAIMpaBJICHUIO JEATEILHOCTH, BEAET HEMOCPEICTBEHHBIH KOHTPOJb U PETYJSIPHO
OCYILLECTBJISIET MPOBEIECHUE MPOBEPOK HA MPEIMET MOJIMHHOCTH JIOKYMEHTOB,
oOpasyromuxcst y paOOTHUKOB YUpeXACHUS, HaXOASIIUXCS y HEro B IPSIMOM
O TYMHEHUH.

3.2. Tlpu mpoBeneHHM TMPOBEPOK YUWUTHIBATh, YTO TOMIMHHOCTH JIOKYMEHTOB
YCTaHABIIMBACTCSI IIyTEM IMPOBEPKM PEATPHOCTH MMEIOMIMXCSI B HHUX TIOIHCEH
JIOJDKHOCTHBIX JIMI] M COOTBETCTBHSI COCTABJICHHS IOKYMEHTOB JIaTaM OTPAXKSHHUS B HUX
onepauuii, uHpopmaiuu, GakToB U T.J.

3.3. Ilpu uTeHnn TOKYMEHTOB, IOCJIE YCTAHOBIIEHHS UX ITOJJTMHHOCTH, HEOOXOIMMO
IPOBEPATh JOKYMEHTBI IO CYHIECTBY, TO €CTh C TOYKH 3PEHMsS JIOCTOBEPHOCTH,
3aKOHHOCTH OTPAYKEHHBIX B HUX XO35MCTBEHHBIX ONEpauii, “tHpopMarmy, (pakrax u T. 1.

34. JlocToBepHOCTH Omepartiii, 3a)MKCUPOBAHHBIX B IOKYMEHTaX, MPOBEPSIETCS
M3YUCHUEM 3THX U B3aMMOCBSI3aHHBIX C HUIMH JIOKyMEHTOB, OIIPOCOM COOTBETCTBYIOIINX
JOJKHOCTHBIX JIUI, OCMOTPOM OOBEKTOB B HATYpE | T.1.

3.5. 3aKOHHOCTBH OTPAKEHHBIX B JOKYMEHTaX OMepaIrvii yCTaHABIIMBACTCS MTyTEM
IPOBEPKU UX COOTBETCTBUS JAEHCTBYIOLIEMY 3aKOHOJATENIbCTBY.

3.6. Ilpu BbeIsBICHUM (HAKTOB HCIIOIB30BAHUS TOJJCIBHBIX JOKYMECHTOB
HEOOXOIMMO HE3aMEJUTUTENbHO MPOMH(POPMHUPOBATh PYKOBOJMTENS YUpEKIEHUs, a
TaKKE TMPUHATH COOTBETCTBYIOIIME MEphl MO  HEJOMYLICHHIO  COCTABIICHUS
HEeo(pUIMATLHON OTYETHOCTU U MCTIOIB30BAHUS MOICTBHBIX TOKYMEHTOB.

2. [leiicTBusi pabOTHMKOB NNPU BO3HUKHOBEHUH COMHEHMIA
B IIOJYIMHHOCTH NPEACTABJICHHBIX JOKYMEHTOB

41. B ciyuae BO3HMKHOBEHHUSI OOOCHOBAaHHBIX COMHEHHM B TOJUTMHHOCTH
MPEICTaBICHHBIX JOKYMEHTOB (JUIUIOMOB, YJIOCTOBEPEHUH, CEpTU(UKATOB) U
JIOCTOBEPHOCTH coJepkalieiics B HUX HHGOpMaUM pPAOOTHUKUA YUpPEKICHU,
OCYILIECTBIISIOIINE HETOCPEACTBEHHYI0 00pabOTKYy M y4eT KOPPECHOHICHIIMU JIOO
MPABOBYIO KCHIEPTHU3Y, 00S3aHbI MPEANPUHAMATH MEPBI, HAMIPABIICHHBIE HA YCTPAHEHHUE
BO3HUKIIINX COMHEHHUI U HA MTOJTyYEHUE JOTIOJIHUTEIBHBIX CBEICHUM.

4.2. Tlpu BOBHHKHOBEHHH Yy PAOOTHHKA YUPEXKICHUS] COMHEHHN B TIOUTMHHOCTU
JOKyMEHTa, OH 00s13aH HE3aMEITMTEIFHO COOOIMUTh (B BHIE CITY>KEOHOM (JTOKITaIHOMN)



3aMKCKH ) 00 3TOM PYKOBOJUTENIO YUPEKICHUS ISl NPUHSITHS JATLHEHIIIETO PEeICHUs
C 1IEJbI0 MPOBEPKU TMOJIMHHOCTA TIOCTYMUBIIUX JTOKYMEHTOB OT paOOTHHKA IpH
TPYJIOYCTPOUCTBE.

4.3. PaOOTHMK, OTBETCTBEHHBIM 3a IMPOBEPKY MOTMHHOCTH JIOKYMEHTOB IPU
TPYIOYCTPOICTBE, CHUMAET KOIMHU C MPEJOCTABICHHBIX JOKYMEHTOB (IUILIOMa 00
00pa30BaHUU U HHBIX JIOKYMEHTOB) U IIPOBOIUT IEPBUYHBIA BU3yaIbHbII aHAIIU3.

44. Caenmennsi 00 00pa3oBaHMM PaOOTHHKA TIPHPABHUBAIOTCS K TIEPCOHATHHBIM
naHHbM. Cormacho 1. 3 ct. 86 TK PO (ananornyHasi Hopma COAEPKUTCS TAKKE B MIL. | 11.2
ct. 10 ®@enepanbHoro 3akoHa ot 27.07.2006 r. Ne 152-03 "O nepcoHabHBIX JaHHBIX')
BCE MEPCOHAJBHBIC JaHHbIE paOOTHHKA CIEAyeT Moiy4yaTrb OT Hero camoro. Ecmu
HEPCOHABHBIE JaHHBIE paOOTHHKA, BO3MOKHO MOIYYUTh TOJIBKO Y TPEThEH CTOPOHBI, TO
PaOOTHUK JAOJDKEH OBbITh YBEIOMJIEH 00 3TOM 3apaHee, U OT HETrO JIOJHKHO ObITh MOTYYeHO
NUCbMEHHOE COTJIacHe.

45. PabOTHHK, OTBETCTBEHHBIM 3a MPOBEPKY MNOIMHHOCTA JIOKYMEHTOB IpHU
TPYJOYCTPONCTBE, 00s13aH COOOUIUTH PaOOTHUKY, MPEIOCTABUBIIEMY JIOKYMEHT,
BBI3BIBAIOLIVIT COMHEHHE B €0 IOJUIMHHOCTH, O LEJH, IIPEAIOIaracMbIX NCTOYHUKAX U
CIOCO0ax MOJyYeHHUsI TIEPCOHATTBHBIX JAHHBIX, & TAKXKE O XapaKTepe U MOCIEICTBUIX
OTKa3a pabOTHHKA J1aTh MMCbMEHHOE COTJIacue Ha UX IMOJy4YeHUE.

46. Tlocne odopmiteHus corjacus paOOTHUKA Ha TOTYYCHUE TEPCOHATBHBIX
JTAHHBIX, B COOTBETCTBHUH C 3aKOHOJATENILCTBOM P®D, B cilydae MpUHSTUSI pyKOBOAUTEIIS
VYupexaeHus peleHusi O HalpaBieHUH 3alpoca B MHCTAHLIMIO, BBIIABIIYIO JOKYMEHT,
BbI3BIBAIOIIMIT COMHEHUE B €ro MOJJIMHHOCTH, JAHHOE PEUIeHUE JOBOJIUTCS [0
PYKOBOJUTENSI MHCTAHIIMK, IPEIOCTABUBILETO JOKYMEHT, U HAIIPaBJISETCS 3alpocC B
aJpec 3TOM UHCTAHIUH.

4.6. 3anpoc B MHCTaHIMIO, BHIIABIITYIO JOKYMEHT, BHI3BIBAIOIINI COMHEHHS B €T0
NOAJIMHHOCTH, peructpupyercst B JKypHasie perucTpaiyy 3arpocoB Ha MOATBEPKICHUE
nojyiiHHOCTH JTIoKyMeHTOB (IIpunoskenue Ne 1) ¢ yka3zaHueM TOCHEIYIONIETO OTBETA.
KypHan peructpaiiiy 3anpocoB BEAETCS M XPAHUTCS y JIMIA, OTBETCTBEHHOIO 3a
IIPOTUBOJIECTBUE KOPPYIILIMU B Y UPEKICHUM.

4.7. B ciyyae modydeHHs NOJOKUTEIBHOIO OTBETa (yKa3aHUsl B JOKyMEHTE
UH(POPMAI HECOOTBETCTBYIOIIEH JCWCTBUTEIILHOCTH WM JOKYMEHT HE BBITABAJICS
JTAHHOW UHCTAHIIMEHN U Jp.) PYKOBOIUTEb Y UPEKICHHUS PACCMATPUBAET MPEICTABIICHHBIE
JIOKyMEHThl YW TPUHUMAET PEIIEHHWE O HaMpaBJICHUU 3asBJICHHUS O TpPH3HAKaX
COBEPILIEHHOTO TMPECTYIJIEHU B IPABOOXPAHUTENIbHBIE OpraHbl B TMOPSJIKE,
npexycMotpeHHoM [lososkeHneM 0 COTpyTHUYECTBE C MPABOOXPAHUTETBHBIMUA OpraHaAMH.

4.7. CnyxeOHble (OKIAIHBIC) 3alUCKU U TPWIOKEHHBIE K HUM MaTepHasbl
MIEPEIAIOTCS JIUITY, OTBETCTBEHHOMY 3a MPOTUBOJEHUCTBIE KOPPYIIIMK I OPOpMIICHHS
3asIBJICHUS B IPABOOXPAHUTEIIbHBIE OPIaHBbl.

48. TlpencrarieHHble B YUpeKICHUE HEACHCTBUTEIBHBIC JOKYMEHTHI WM UX



KOITMKU HE IMOAJICKAT BO3BPATY B CBA3U C UX BO3MO>KHOM BBIEMKOM IMPpaBOOXPAHUTCIIbHBIMH
oprafHaMy v OoCJICAYIOINM ITPU3HAHNCM BCIICCTBCHHBIMU JOKA3ATCIIbCTBAMMU.

5. IloaroroBKa 1 HaNIpaBJieHHE B PABOOXPAHUTEIbHbIE OPTraHbI
3asiBJIEHUI O COBePIICHNY MPeCTYILICHUsI

5.1. Ha ocHOBaHMM NMMCBMEHHOI'O YKa3aHUs PYKOBOIMTENS YUPEKICHUS JIULIO,
OTBETCTBEHHOE 3a IMPOTUBOACHUCTBUE KOPPYILIMH, B TCUEHUE S THEW TOTOBUT 3aIBJICHUS U
NpUJIaraéMble K HUIM Marepuaiibl, KoTopble B ropsiake ctT. 141 YIIK PO Hanpasistorcs B
MPAaBOOXPAHUTENILHBIE OPTaHbl 3a MONKCHI0 PYKOBOAUTENS Y UPEHKICHHS.

5.2. 3asBiieHHWE B TPABOOXPAHUTENBHBIE OpPraHbl O IMPU3HAKAX COBEPIICHHOIO
MPECTYIICHNS (TIPeI0CTaBIICHHS MOIEITBHBIX IOKYMEHTOB) peructpupyercs B XKypHaie
pETUCTpalK 3asBJICHUI B PABOOXPAHUTENBHBIE OPraHbl O COBEPILIEHHOM IPECTYILIEHUH
(ITpunoxkenue Ne 2) ¢ ykazaHueM B MOCIeayromieM pelieHus. JKypHan perucrpaiuu
3asIBJICHUI BEJIETCS M| XPAHUTCS Y JIMIIA, OTBETCTBEHHOI'O 32 IPOTUBOJICUCTBHIE KOPPYILIUU
B YUPEKIICHUH.

5.3. Ilpu mnocrymneHun B VYUpeKAEHHS TOCTaHOBJIEHHS OO0 OTKase B
BO30Y KICHUHM YrOJIOBHOIO Jiejia JIMIO, BbIHECeHHOro mopsiike 4. 1 cr. 148 VIIK PO,
OTBETCTBEHHOE 3a MPOTHBOJCUCTBUE KOPPYIMIIMH, COTJIACOBHIBACT C PYKOBOJAUTEIIEM
VYupexaeHus  1enecooOpa3HOCTh — JajdbHEHIIero  00KajJoBaHUS — yKa3aHHOTO
MOCTAaHOBJICHUSI.

6. OTBEeTCTBEHHOCTH

6.1. B YupexneHnu 3anpeiieHo UCIob30BaTh HEYTBEPKACHHBIC (DOPMBI OTYETOB,
JMOO0 OTYETHI, COZIepKaIlve HEOCTOBEPHYIO MH(opMaIio. B city4yae BbIABICHNS JaHHBIX
(haxToB, paOOTHUKH PUBJICKAIOTCS K AUCIMIUTMHAPHON OTBETCTBEHHOCTH.

6.2. Ilpu oOHapy>KEHNUH COCTaBIIEHUS] HEOPUIIUATBHON OTYETHOCTH IOJKHOCTHBIE
JLIA, PAOOTHUKU YUPEXKIIEHHs, B YbHM TOJHOMOYMS B COOTBETCTBHU C JIOJDKHOCTHBIMU
OOSI3aHHOCTSIMM BXOJIUT TIOTOTOBKA, COCTABJICHUE, TPEICTABIICHUE W HAIPABIICHUE
OTYETHOCTH, HECYT TIEPCOHATBHYIO OTBETCTBEHHOCTH 34 COCTAaBJICHWE HEO(PHIINATIHHON
OTYETHOCTH U MCTOJIb30BAHUSI MOJIJIENIbHBIX TOKYMEHTOB.

7. 3aKII0UUTEIHLHBIE MOJI0KEHUA

7.1. Hacrosiee IlonokeHne NOMIEKUT 00S3aTENBHOMY OIyOJIMKOBAHUIO Ha
ounransHOM caiite YupexxaeHus B cetu HTepHeT.
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