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1.
l.

3.
4.

OO01mue NoJI0KEeH U

Hacrosimiee IlonokeHne o Mepax IO HEAOMYIICHUIO COCTAaBICHHUS HEOPUIIMAIbHON
OTYETHOCTH M HCIOJB30BaHUS TMOJJEIBHBIX JIOKyMeHTOB (nmanee - [lomoxenue)
B ['ocynapcTBEHHOM OOKETHOM JIOIIKOJIBHOM 00pa30oBaTEIbHOM YUPEKICHUM JIE€TCKOM
camy Ne 21 IIpumopckoro paiiona Caunkt-IlerepOypra (manee - I'BJIOY) paspaborano
B cooTBeTCTBUM co crathedd 13.1. depepanbHoro 3akoHa oT 25.12.2008 Ne 273-03
«O mporuBomercTBUM  Koppynuum», TpyaoBeiM  koaekcoM Poccuiickoit  ®Denepanmu,
®enepanbHbIM 3aK0HOM 0T 27.07.2006 Ne 152-D3 «O nepcoHanbHBIX TaHHBIXY.

. [TonmosxeHune peryaupyeT mopsaoK padoThl C TOKyMEHTaAMU MPU COCTABJICHUH O(DHUIHAIbHON

OTYETHOCTH, C JOKYMEHTaMH, PEJICTABIIEMbIMU PAOOTHUKAMHU MPU TPYAOyCTpoiicTBE (JINOO
B IMPOIIECCE BBHINOJIHEHHUS] UMHU JTOJKHOCTHBIX OOSI3aHHOCTEHN), BBI3BaBIIMMHU OOOCHOBaHHbIE
COMHEHHS B MMOJUIMHHOCTH U JTOCTOBEPHOCTH, U3JIOKEHHBIX B HUX CBEJICHUH, C JOKYMEHTAMU
peCTaBIsieMbIMU PAOOTHUKAMHU B Mpolecce peanuszanuu aestenbHoctd [ BAOY.

[lonoxkeHne ycTaHABIMBAET MPOLEAYPY TMOJATOTOBKM U HANpaBlCHUS 3asBICHUI
B NPaBOOXPAHUTENbHBIC OpraHbl MO (PaKTy MOMIETKH WU TPEJOCTaBICHUS MOICIbHBIX
JIOKYMEHTOB.

Hacrosiiee ITlonmoskenue o0si3atenbHO Jyisi mpuMeHeHust Bcemu pabotHukamu ['BJIOVY,
HaXOMSIIMXCSI B TPYAOBBIX OTHOIICHUSX, HE3aBUCHUMO OT 3aHUMAeMON JOJKHOCTHU
Y BBITIOJTHSIEMBIX (DYHKIIHIA.

OcHOBHBbIE MOHATHUS U TEPMHUHDbI

. JlokyMeHT — 3adukcupoBaHHAsT HA HOCUTENEe WH(MOPMAITUS C PEKBU3UTAMH, TTO3BOJISIIOIIIAMU

€€ UIECHTU(PUIIUPOBATE.

. OdbunmanbHpIi JOKYMEHT — JOKYMEHT, CO3/JIaHHBIA OpraHU3AIMeH, JOJKHOCTHBIM JIUIIOM

WJIU TPaKTaHUHOM, O(OPMIICHHBIN B yCTAHOBIEHHOM TIOPSIIKE.
DK3eMIUIsIp - 00pasel] THPAKUPOBAHHOTO JIOKYMEHTA, UJICHTUYHBIN OPUTHHAITY.

CraTuctuyeckas OTYETHOCTh - CHCTEMA KOJMYECTBEHHBIX M KAUE€CTBEHHBIX IMOKa3aTelei,
XapaKTepU3YyIOIIHNX PabOTy YUPEKICHUS 3a ONPEIACIICHHBIN CPOK.

Buapl npuMeHseMoi OTYETHOCTHU:

4.1. T'ocynapcTBeHHass 1 BEAOMCTBEHHAs] OTYETHOCTh - OTYETHOCTb, COCTaBJIsieMasi HA OCHOBE

YTBEP)KJIEHHBIX YHU(PUIMPOBAHHBIX (OPM U B COOTBETCTBUU C YTBEPKIACHHBIMU
HOPMaTUBHBIMU JIOKYMEHTaMHU.
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4.2. BHyTpeHHSSI OTYETHOCTh - pa3paboTaHHBIE W yTBepxkieHHbIe 3aBenytomuMm ['BJIOY
OJIaHKH.

OO0s3aTeIPHBIMU PEKBU3UTAMH ITUX OTUYETOB SIBJISIOTCS:
- HAMMEHOBAHKE OpraHU3aluu;

- Ha3BaHUE BU/JIa JOKYMEHTA;

- laTa 1 HOMEp JOKYMEHTA;

- MECTO COCTaBJICHUS;

- 3ar0JIOBOK I10 TEKCTY;

- TIOJIITHCK;

- rpud yTBEepkKIeHHUS (Ha OTYETAX) WM PE30JIIOLUS 3aBEAYIONIETO YUpeKIeH s (Ha CIIpaBKe
OTUETHOT'O XapakTepa).

5. Ilox HEnENCTBUTENBHBIMU JOKYMEHTAMHU CJIEYET TIOHUMATh:

5.1. TIoaHOCTBIO HM3TrOTOBJICHHBIC (1)I/IKTI/IBHI>IC AOKYMCHTBI HWJIM IIOAJIMHHBIC JOKYMCHTHI,
B KOTOpPBIC BHCCCHBI HM3MCHCHHA IIYICM IIOAYMCTOK, HOOIIMCOK, MCIIPABJIICHUA HWJIH
YHHUYTOKCHUS YaCTH TCKCTA, BHCCCHHA B HHUX IOOINOJIHHUTCIBHBIX AAHHBIX, ITPOCTABJICHUA
OTTHUCKA ITOAACIBbHOI'O IITaMIla UK I1€4aTu 1 T.II.

5.2. @akTUYeCKH ABIAIONIMECS  MOMJIMHHBIMHU, HO  COJEpXKaIllUe  CBEJACHMS, HE
COOTBETCTBYIOIIHE JIEUCTBUTEILHOCTA. OHU COXPAHSIOT BHEUIHUE MPU3HAKU U PEKBU3UTHI
HaJUIeKAIIUX JIOKYMEHTOB (M3rOTaBIMBAIOTCS Ha OQUIMaIbHOM OJIaHKe, CcoJAepKar
HAUMEHOBaHUE JOJKHOCTEH M JIMI, YMOJHOMOYEHHBIX HUX TMOJIUCHIBATh), OIHAKO
BHECEHHBIC B HUX CBEICHUSI (Tekcr, udpoBbIe JTAHHBIC) SIBJISIFOTCS
chanbcupuIrpoOBaHHBIMHU.

5.3. BeljaHHbIE ¢ HAPYIIEHUEM YCTAHOBIIEHHOTO MOPSAJKA, T.€. B Pe3yJbTaTe 3J0yNOTPEOICHUs
JOJKHOCTHBIM JIMIIOM CITY>K€OHBIM MOJIO)KEHUEM HJIM COBEPIICHMSI UM XaJlaTHBIX JEUCTBUI
IpU BbIJIa4Y€ 3TOTO JOKYMEHTA.

6. Hcnonp3oBaHue HEACHCTBUTEIBHBIX JOKYMEHTOB 3aKJIIOYaeTCs B MX IMPEJCTaBICHUU
B KauyecTBE OCHOBAHWM g TPYAOYCTPOMCTBA, a TaKXke JUisl JI00Oro U3 JEWCTBU,
OTHECEHHBIX K KOMIETEHIIUU YUPEIKICHHUS.

7. llepconanbHble JaHHble - HeoOxoauMmas nis paboroaarenss HHQOpMaLuUs B CBA3MU
C YCTaHOBJEHHUEM TPYIOBBIX OTHOUIEHUH M Kacawllascsi KOHKPETHOro pabOTHUKA,
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B IMPpOoLCCCC HCIIOJIHCHHUA TOJKHOCTHBIX 00s13aHHOCTEH IIpu MIMpeaoCTaBICHUHN, IMOJYUYCHHUHN
3aBCAYIOIIUM CBGI[CHI/IIZ, NpcaoCTaB/IAIOIMNUX JIBI'OThI U I'aPpAHTHH.

HOprI[OK IMPOBCPKHU IOKYMCHTOB HA IIOAJIMHHOCTBL 1 COCTABJICHUA O(i)HHHaHLHOfI OTYCTHOCTHU.

1.

JIOJ>KHOCTHOE JIMIO, OTBETCTBEHHOE 32 COCTABJICHUE JTJOKYMEHTOB 10 CBOEMY HAMPaBICHUIO
NEATCIBHOCTH, BEACT HEMOCPEACTBEHHBI KOHTPOJIb U  PETYJSIPHO  OCYIIECTBISIET
MPOBEJICHUE TMPOBEPOK HA MPEAMET TMOJJIUHHOCTA JOKYMEHTOB, IOJIFOTABIMBAEMbIX
paboraukamu ['BJIOY, HaxoasmuXcsl y HETO B MPSIMOM MOTYMHCHUH.

. HpI/I IMPOBCACHUU IIPOBCPOK YUYUTBIBATH, YTO IMOAJIHMHHOCTH JOKYMCHTOB YCTAHABJIMBACTCA

MyTEM TMPOBEPKH PEATBHOCTH WMEIONIUXCS B HHUX TIOJNUCEH JTOJKHOCTHBIX  JTHI]
U COOTBETCTBHUSI COCTaBIICHHUS JIOKYMEHTOB JaTaM OTpPaXXEHUsT B HHUX OTEpaIuii,
uHpopmaru, GakToB U T.]I.

[locne ycTaHOBIIEHUS TOJUIMHHOCTH JOKYMEHTOB, HEOOXOAMMO MPOBEPUTH JIOKYMEHTHI
II0 CYLIECTBY, TO €CTb C TOYKM 3PEHUS JOCTOBEPHOCTH, 3aKOHHOCTH OTPaKEHHBIX
B HUX XO3SMCTBEHHBIX onepaiuii, nHpopmaiuu, GakToB U T.JI.

. I[OCTOBGPHOCTL onepaum”l, 3a(1)I/IKCHp0BaHHLIX B IOKYMCHTAX, IIPOBCPACTCA NU3YUCHHUCM 3TUX

U B3aMMOCBSI3aHHBIX C HUMH JJOKYMEHTOB, OIIPOCOM COOTBETCTBYIOIIUX JIOJKHOCTHBIX JIMII,
OCMOTPOM OOBEKTOB B HAType U T.I.

. 3aKOHHOCTb OTPAKXCHHBIX B NOKYMCHTAX onepauuﬁ YCTAHABIIMBACTCA IIYTCM IIPOBCPKU HUX

COOTBETCTBUSI ACUCTBYIOLIEMY 3aKOHOAATENbCTBY Poccuiickon denepanumu.

[Ipn BbIsIBIEHUH (HAKTOB HUCIIOJIB30BAHUS MOAJEIBHBIX JTIOKYMEHTOB HEOO0XOJIUMO
He3aMeTUTeNIbHO TpouH@opmupoBaTh 3aBenytoniero ['BJIOY, a Takxke NpUHSTH MeEpbI
0 HEIOMYIIEHUIO COCTaBlieHWsS HEOMDUIIMAIBHOW OTYETHOCTH M HMCIOJIb30BaHUS
NOJJIENIbHBIX JOKYMEHTOB.

I[eﬁCTBHH pa60THI/IKOB I[P BO3HUKHOBCHHH COMHCHHUM B MMOMJIMHHOCTHU IIPCACTABJICHHBIX

JIOKYMEHTOB:

l.

B cimydae BO3HHMKHOBEHHsI OOOCHOBaHHBIX COMHEHHMH B TMOJJIMHHOCTH IPEICTaBICHHBIX
JOKYMEHTOB (JMIIJIOMOB, YIOCTOBEPEHUH, CEPTU(PUKATOB) U IOCTOBEPHOCTH COJICPIKAIICHCS
B HUX uHpopmaruu, padotauku ['6/IOY, ocymecTpistonme HemocpeACTBEHHYI0 00paboTKy
U y4eT KOPPECHOHJCHIIMU JIMOO TPABOBYIO JKCIEPTH3Y, OOS3aHBI TPEIIPUHSATH MEPHI,
HampaBJicHHbIC Ha YCTpAaHEHUE BO3HUKIIUX COMHEHUH W TIOJNyYCHHE JOIOJHUTEIBHBIX
CBEJICHUU.

. [Ipu Bo3HukHOBeHUU y paboTHUKOB ['B/IOY comMHeHu# B MOIMHHOCTH JOKYMEHTA, JHIIO,

oOHapy>XuBIIIee TOJETBHBIN JOKYMEHT, 00s13aHO HE3aMEIUTEILHO COOOMUTL (B BHJIC
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JTATbHEUINIET0 PEIICHHUS C IIeJIbI0 IMPOBEPKH TOJJIMHHOCTA IOCTYIHMBIIMX JTOKYMEHTOB
OT pabOTHHKA.

3. PaboTHUK, OTBETCTBEHHBIHN 32 MPOBEPKY MOJIMHHOCTH TIOKYMEHTOB MPU TPYAOYCTPOUCTBE,
CHUMAeT KOMHUHU C TMPEAOCTABICHHBIX JTOKYMEHTOB (IuIuioMa 00 0Opa3oBaHMHM U HHBIX
JOKYMEHTOB) U MPOBOAUT NEPBUYHBIN BU3yaIbHbIN aHAJIU3.

4. Cenenusi 06 oOpa3oBaHMM PaOOTHHKA MPUPABHUBAIOTCS K MEPCOHAIBHBIM JAaHHBIM. Bce
NEPCOHANILHBIE TaHHBIE PAOOTHUKA CIIEIyeT MOJIy4aTh OT HEero camoro. Eciu nepcoHanbHbie
JaHHBIE pa0OTHHUKA, BOBMOXKHO, TMOJTYyYUTh TOJIBKO y TPEThEH CTOPOHBI, TO PAOOTHUK JOJIKEH
ObITh yBeZOMJIEH 00 ATOM 3apaHee, W OT HEr0 JODKHO OBITh IMOJYYeHO MHUChbMEHHOE
COTJIaCHE.

5. PaOOTHHK, OTBETCTBEHHBIN 3a MPOBEPKY MOJIMHHOCTH JOKYMEHTOB IMPU TPYIOYCTPOMCTBE,
00s13aH cOOOUIUTh PaOOTHUKY, TPEAOCTABUBIIEMY TOKYMEHT, BBI3bIBAIOIINI COMHEHUE B €TI0
MNOJUIMHHOCTH, O IeJAX, MPEAnojiaraéMblX HMCTOYHHMKAX U CHOco0ax MOJMydeHUs
MEPCOHANIBHBIX JIAHHBIX, @ TAKXE O XapaKTepe M IMOCIEIACTBUAX OTKa3za pabOTHUKA JaTh
NMCbMEHHOE COTJIACHE Ha UX MOJTyYEHHUE.

6. Ilocne odopmuenust cornacus paOOTHUKA Ha TOJYYEHHWE TMEPCOHAIBHBIX JIaHHBIX,
B COOTBETCTBMM C 3aKOHOJarenbcTBOM Poccuiickon ®Penepanuu, B Ciaydae IPUHITHA
3aenyromuM  ['BJIOY pemenuss 0 HampaBiIe€HHHM 3ampoca B HWHCTAHLHIO, BbIJABIIYIO
JOKYMEHT, BbI3BIBAIOIIMI COMHEHHE B €ro MOJJIMHHOCTH, JAaHHOE PEHIeHHE TOBOAMUTCS [0
paboTHUKA, IPEJOCTABUBIIETO JOKYMEHT, U HAMPABISAETCS 3alpocC B aApec 3TOM UHCTAHIINH.

7. 3anpoc B MHCTAHIIMIO, BBIAABIIYIO JIOKYMEHT, BbI3bIBAIOIIUN COMHEHHUS B €T0 MOJIMHHOCTH,
peructpupyercsi B JKypHalle perucTtpanu 3alpoCcOB Ha MOATBEPXKACHUE IOIJIUHHOCTH
JOKYMEHTOB C YKa3aHUEM IOCIEAYIOLIETO OTBETA.

8. B cnyuyae mosiydeHHs] MOJIOXKHMTEIBHOIO OTBeTa (yKa3aHus B JIOKyMEHTe HH(pOpMaIuu
HECOOTBETCTBYIOIIEH JIEMCTBUTEILHOCTH WJIA JIOKYMEHT HE BBIJABAJICA TAHHOW WHCTAHLMUEN
u np.) 3aBenayromuid 'BAOY paccmaTpuBaer mpeacTaBieHHbIE JTOKYMEHThI UM MPUHUMAET
pellIeHWe O HallpaBJICHUU 3asBICHUS O I[PU3HAKaX COBEPLICHHOIO IIPECTYIUICHUS
B IIPAaBOOXPAHUTEIBHBIE OpPraHbl B  NOpPsSAKe, nOpeaycMoTpeHHOM  llonoxxennem
O COTPYJITHHYECTBE C IPABOOXPAHUTEIIbHBIMA OPTraHAMMU.

9. CnyxebOHble (IOKJIAIHbIE) 3allUCKU U MPUJIOKEHHbIE K HUM MaTepuajbl MepefaloTcs JuILy,
OTBETCTBEHHOMY 3a TPOTHUBOJCHCTBHE KOpPYNUMH i Oo(OopMIICHHS  3asBICHUS
B [IPABOOXPAHUTEIIBbHBIE OPTaHBbI.

10. ITpeactaBnenusie B 'BJIOY HeaelcTBUTENbHBIE JOKYMEHTHI WM MX KOMHMHU HE IMOJJICKAT
BO3BpAaTy B CBSI3M C KX BO3MOXHOW BBIEMKOM IIPABOOXPAHUTEIbHBIMA OpraHaMH

Uu ]Tﬂ(‘ﬂf‘ﬂyan/TM TlpT/I?H?]HI/IPM BCIICCTBCHHBIMU 10KA34ATCIABCTBAMU
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[TogroroBka W HampaBiI€HHE B IMPABOOXPAHUTEIBHBIE OPraHbl 3asBICHUN O COBEPLICHUU

MPECTYIJICHUSA

l.

Ha ocnoBanuu nucbMmeHHoro ykazanusi 3asenyroniero ['BJIOY mno ¢akrty npencraBiieHus
MOJAENBHBIX JOKYMEHTOB JIMII0, OTBETCTBEHHOE 3a MPOTUBOACHCTBUE KOPPYIILIUHU, B TECUEHUE
AT JHEW TOTOBUT 3aBJICHHUE W MPWIATAEMBIE K HEMY MaTEpHUalibl, KOTOPHIE B IMOPSAKE
cratbu 141 YIIK Poccuiickoit @enepanuy HanpaBisilOTCS B IPABOOXPAHUTEIbHBIE OpPTaHbI
3a noanucklo 3asenyroiiero [ bIOY.

3asiBlicHHE B IMPABOOXPAHUTENIbLHBIE OpPraHbl O MPU3HAKAX COBEPIICHHOTO MNPECTYILICHUS
(mpenocTaBiieHHs] TOAJEIbHBIX JOKYMEHTOB) peructpupyercs B JKypHane perucrtpanuu
3asBJICHUN B NPABOOXPAHUTEIBHBIE OPTaHbl O COBEPIICHHOM MPECTYIUIEHUH C YKa3aHUEM
MPUHATOTO MO HEMY PEIIEHUS.

. IIpu moctymnennu B 'BJIOY mocranoBneHus 06 oTkaze B BO3OYXKICHUH YTOJIOBHOTO JEia,

BbIHECEHHOTO B mopsiake 4dactu 1 crarem 148 VYIIK Poccuiickonn ®@enepanuu, Juno,
OTBETCTBEHHOE 3a TMPOTHUBOJACHCTBUE KOPPYIILIMHU, COTJACOBBIBAET C  3aBEAYIOIIUM
I'BIOY1enecoodbpa3HOCTh JanbHENIIEr0 00kKan0oBaHUS YKa3aHHOT'O MOCTAHOBIICHHUS.

OTBETCTBEHHOCThH

. Ilpu obGHapyxeHun (pakra cocTaBlIiecHUS HEOPHITMATLHONH OTYCTHOCTH, JOKHOCTHBIC JIUIIA,

pabotauku ['6/IOY, B ybM MOTHOMOUYHS B COOTBETCTBUU C JIOJDKHOCTHBIMHU OOS3aHHOCTSIMH
BXOJOUT NOATrOTOBKA, COCTABJICHHE, MPEAOCTABICHUE W HAIPABIECHUE OTYETHOCTH, HECYT
NEePCOHAIBHYI0  OTBETCTBEHHOCTh 3a  COCTaBJI€HHE  HEO(DUIMATbHONW  OTYETHOCTHU
Y UCMOJIb30BaHUs NOAACIIbHBIX JOKYMEHTOB.

2. PaboTHHKH, OCYIIECTBUBIINE MOJIEAKY U (WJIM) MPEIOCTABUBIINE MOJIECIbHBIE JOKYMEHTHI

HECYT  OTBETCTBEHHOCTb, MPEAYCMOTPEHHYK)  JECUCTBYIOIIMM  3aKOHOJATEIbCTBOM
Poccuiickon denepanun.

7 3aKJIIOYUTEILHBIE TTOJTOXKECHUS

7.1. Hactosiiee IlosoxxeHue sBiasieTcsl JOKaIbHBIM HOpMAaTUBHBIM akToMm I'B/JOV.

7.2. IlonoxxeHne NpUHUMAETCSI HA HEONIPEACIIEHHBIN CPOK.

7.3. Tlocne npunstus IlonoxkeHwss B HOBOM pedakiuy JaHHas PEIAKIUs aBTOMATHYECKHU

yTpaunBaeT CUILY.
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