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HOJIOXKEHHE
0 HeIONYILIEHUH COCTABJICHUS HEOPHIIHAJIBLHON OTYETHOCTH M HCIIO0JIb30BAHUSA

noaAACJbHBIX JOKYMECHTOB

OO0ue mMoJI0KEeHUs

1. [TonoxeHue peryaupyer nopsaok paboThl ¢ JOKYMEHTAMH MPU COCTABIICHUU
opuLManbHON OTYETHOCTH, C JIOKyMEHTaMH, MpPEICTaBIIEMbIMH pPAaOOTHUKAMU TPU
TPYAOYCTPOUCTBE (MO0 B MPOLIECCE BBIMOTHEHUS WMH JIOJDKHOCTHBIX OO0S3aHHOCTEH),
BBI3BABIIMMH OOOCHOBAaHHBIE COMHEHHS B MOJIMHHOCTH U JOCTOBEPHOCTH, U3TOKEHHBIX B
HUX CBEJCHMM, C JTOKyMEHTaMH NPECTaBIsEMbIMU PAOOTHUKAMHU B MPOIECCE pean3aluu
JEATEIILHOCTU Y YPEKICHMUS.

2. Hacrosimee IlonmokeHne o0 Mepax II0 HEOOMYILIEHHUIO COCTABJICHUSA
HEO(pUIMAIbHON OTYETHOCTH U HCIIOJIb30BaHUS TOJJCIbHBIX JIOKYMEHTOB (Janee -
[Tonoxenne) B MKY «llenTp ¢puHAHCOBOTO y4eTa M OTYETHOCTU FOPOJACKOTO OKpyra ropoj
Ya Peciyonuku bamkoproctan» (nanee — YupexaeHue) pa3paboTaHO B COOTBETCTBUU CO
crateeil 13.1. ®denepanpHoro 3akoHa or 25.12.2008 Ne 273-®3 «O mnpoTuBOAEWCTBUHU
Koppynuun», TpynoBeiM kojekcoMm Poccuiickon denepanuu, deaepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152-®3 «O nepcoHanbHBIX TaHHBIX).

3. [lonoxxeHne ycraHaBIMBAaeT MpOLEAYPY NOATOTOBKA W  HAIpPaBJICHUS
3asiBJICHUI B TPABOOXPAHUTENbHBIE OpraHbl MO (PaKTy MOJAENKH WM MPEAOCTaBICHUS
NOJJEIbHBIX TOKYMEHTOB.

4. Hacrosiiee [Tonoxenue o0sa3aTeNbHO Ui MPUMEHEHUsT BCEMH paOOTHUKaAMU
VupexxneHus, HaxoIAIUMMUCSA B TPYAOBBIX OTHOLIEHUSX, HE3aBUCHUMO OT 3aHHMAaeMOM
JOJDKHOCTH Y BBITIOJTHAEMBIX (DYHKITHH.

OcHOBHBbIE MOHATHS U TePMHUHBI

1. JIOKyMeHT - MaTepuallbHbIi HOCHUTENb C 3a)UKCUPOBAHHOW HAa HEM B JIFOOOM
dbopme nHpopManmet B BUIE TEKCTa, 3BYKO3AMMUCH, N300paKCHUS U (MJIM) UX COUYCTAHUS,
KOTOPBI UMEET PEKBU3UTHI, MO3BOJIAIONINE €T0 UACHTH(PHUINPOBATH, U MPEAHA3HAYCH IS
nepeaud BO BPEMEHHM M TPOCTPAHCTBE B IENAX OOIIECTBEHHOTO WCIOJIB30BAHHUS U
XpaHEHUS.

2. OdunmanbHbli JOKYMEHT - MTUCbMEHHBIM aKT, BBIIOJIHEHHBIH Ha OyMa)KHOM
HOCHUTENE, YIOCTOBEPSIONIUI KOHKpETHbIE (aKThl W COOBITUS, KOTOpbIE BIEKYT JUIS



WCIIOB3YIOIIMUX €ro JIUI[ OnpeaeseHHble nociaeacTBus. OduinanbHblii TOKYMEHT JTOJDKEH
COJZIEPKATh YCTAHOBJICHHBIC PEKBU3UTHI.

3. Ox3eMIUIsip - oOpaszenr THUPAXKUPOBAHHOTO JOKYMEHTA, HWIACHTHYHBIMI
OpUTHHAITY.
4. CrarucTuueckass OTYETHOCTh - CHUCTEMa KOJHWYECTBEHHBIX M Kauy€CTBEHHBIX

MOKa3aTesel, XapakTepU3yIOIMKX padoTy yUpPEXKICHUS 32 ONPEIEICHHBINA CPOK.

Bunsl mpuMeHsaeMoi OTYETHOCTH:

4.1. TocynapcTBeHHas U BEJJOMCTBEHHAs] OTYETHOCTb - OTYETHOCTh, COCTaBIIsIEMast
Ha OCHOBE yTBEPKICHHBIX YHU(PUIUPOBAHHBIX ()OPM U B COOTBETCTBUU C YTBEPKICHHBIMU
HOPMAaTUBHBIMU JJOKYMEHTaMH.

4.2.  BHYTpeHHsS OTYETHOCTH - pa3pabOTaHHbIE U YTBEPXKIIEHHbIE PYKOBOJIUTEIEM

VYupexaeHus: OJaHKU.

O0s3aTeNbHBIMU PEKBU3UTAMU ITUX OTUETOB SIBJISIFOTCS:
- HAaNMEHOBAHUE OPraHU3aluy;
- Ha3BaHUE BUAA JOKYMEHTA;
- JlaTa U HOMEP JTOKYMEHTA;
- MECTO COCTaBJICHMS,
- 3aroJIOBOK IO TEKCTY;
- TTOIINCE;
- rpud yTBepKIeHUS (Ha OTYETaX) WA PE3OJTFOIUS PYKOBOUTEINS YUPEIKICHUS
(Ha cipaBKe OTYETHOTO XapaKTepa).
5. [Ton HeEeMCTBUTENIBHBIMU JOKYMEHTAMHU CJIEAYET MOHUMATh:

5.1.  TlomHOCTBIO M3TOTOBJIEHHBIC (PUKTUBHBIC JOKYMEHTHI WM TOJUHHbBIE JOKYMEHTHI, B
KOTOpbIE BHECEHbl H3MEHEHHUS IIyTeM MOAYMCTOK, JOMHUCOK, WCIPABJICHUS WU
YHUYTOXKEHHUSI YAaCTU TEKCTA, BHECEHUS B HUX JOIMOJIHUTEIbHBIX JAHHBIX, MPOCTABICHUS
OTTHCKA MOAJEJIHFHOTrO IITaMIIa WX NeYaTH | T.II.

5.2. @aKTUYECKH  SBJSIONIMECS TOJIMHHBIMH, HO COJAEp)KAlllUe CBEACHUS, HE
COOTBETCTBYIOLIUE NEUCTBUTENLHOCTH. OHU COXPAHSIOT BHEUIHUE MPU3HAKU U PEKBU3HUTHI
HaJUIeKANMX JOKYMEHTOB (M3TOTaBIMBAIOTCS Ha odumuamrbHOM OJaHKe, CoOJepKar
HauMEHOBAHUE JIOJDKHOCTEH | JIUII, YIIOJTHOMOYCHHBIX MX TOJIUCHIBATE ), OJHAKO BHECCHHBIC
B HUX CBEJICHUs (TEKCT, ITU(POBBIC TaHHBIC) SABISIOTCS CPaTbCUPUIIMPOBAHHBIMH.

5.3. Boimannbele ¢ HapylieHHEeM YCTaHOBJIEHHOrO TOpfANKa, T.e. B  pe3ylbTaTe
3II0YTIOTPEOICHHS TOJDKHOCTHBIM JIMIIOM CIIYKEOHBIM TIOJIO)KEHHEM WM COBEPIICHUS UM
XaJaTHBIX JEHUCTBUM MPHU BbIJAUYE 3TOTO IOKYMEHTA.
6. Hcnonp3oBaHue HeNEMCTBUTENBHBIX JOKYMEHTOB 3aKIIIOUYAETCS B UX MPEACTaBICHUN
B KauyecTBE OCHOBAaHUU /i TPYyAOYCTPOMCTBA, a TakXke s JI000ro u3 JAecCTBHIA,
OTHECEHHBIX K KOMIIETCHIINH YUPEKIACHHUS.
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7. [lepconanbHble naHHbBIE - HeoOXoauMMas s paboronarens HHGOpPMAaLKs B CBS3U C
YCTAaHOBJICHWEM TPYJIOBBIX OTHOLIEHHM W Kacaroulascs KOHKPETHOro pabOTHUKA, B
IIpoLIECCe HCIIONHEHMS JODKHOCTHBIX OOS3aHHOCTEM NpPH NPENOCTaBICHHUH, MOJTYYEHUU
PYKOBOJIUTENIEM CBEICHUMN, IPEIOCTABIISIFOIINX JIbIOThI U TAPAHTHUH.

IopsaaoKk NpoOBEePKH JOKYMEHTOB HA NMOAJIUHHOCTb U COCTABJICHUS 0PUIIHATIBLHOU
OTYETHOCTH

1. J:[OJ'DKHOCTHO@ JUIO, OTBCTCTBCHHOC 3a COCTABJICHHC HJOKYMCHTOB IIO CBOCMY
HAIpaBJICHUIO  JCATCIbHOCTH, BCACT HCHOCpGI{CTBCHHBIﬁ KOHTPOJIb U  PETYJIAPHO
OCYHIECTBIISACT IPOBCACHUC ITPOBCPOK HA IPEAMET IMOJJIMHHOCTHU JOKYMCHTOB.

2. [Ipyu npoBeneHMM TPOBEPOK  YUUTHIBATH, YTO MOJJIUHHOCTH JIOKYMEHTOB
YCTaHABIMBAETCSd IyTeM IPOBEPKU PEATbHOCTH MMEIOIIMXCS B HHUX HOJIHCEH
JOJKHOCTHBIX JIMII U COOTBETCTBUS COCTaBJIEHUS JIOKYMEHTOB JaTaM OTPAXEHHsI B HMX
onepauuii, uHpopMauuu, GakToB U T.1I.

3. [locne ycraHoBi€HMS MOMJIMHHOCTH JOKYMEHTOB, HEOOXOAMMO IPOBEPUTH
JOKYMEHTBl IO CYLIECTBY, TO €CTb C TOYKH 3pPEHHS JIOCTOBEPHOCTH, 3aKOHHOCTHU

OTpPaXCHHBIX B HUX XO3SIMCTBEHHBIX orepaiuii, tHpopmaiuu, GakToB U T.1.

4. JlocToBepHOCTh  omeparuii, 3aUKCUPOBAHHBIX B JIOKYMEHTaX, IPOBEPSETCS
M3YYEHHEM 3THUX M B3aMMOCBS3aHHBIX C HUMH JIOKYMEHTOB, OIPOCOM COOTBETCTBYIOIIMX
JOJKHOCTHBIX JIUI], OCMOTPOM OOBEKTOB B HATYpE U T.I.

5. 3aKOHHOCTh OTPAXEHHBIX B JOKYMEHTAaX OINepaluuil yCTaHABIMBAETCS IyTEM
MIPOBEPKHU UX COOTBETCTBUSA JECHUCTBYIOIIEMY 3aKOHOAATENbCTBY Pocculickoit denepanuu.

6. [Ipu BbIsABICHUM (PAKTOB MCIIOJIB30BAHUS MOJAEIBHBIX JOKYMEHTOB HEOOXOAMMO
HE3aMEITUTENIFHO MPOMH(POPMUPOBATh PYKOBOJIUTENS YUPEKIACHUSA, a TaKKe NPUHATH
Mepbl 10 HEJOMYLIEHUIO COCTaBJIE€HUS HEOPUIMAIbHON OTYETHOCTH M HCIOIb30BAaHUS
MOAJEIIBHBIX JOKYMEHTOB.

JeiicTBHSI pA0OTHHUKOB NIPH BOBHUKHOBEHUN COMHEHUH B MOJAJIHHHOCTH

npeacTaBJCHHBLIX JOKYMCHTOB

1. B cnaydae BO3HMKHOBEHHMs] OOOCHOBAaHHBIX COMHEHHUH B  TOJIMHHOCTH
MPE/ICTABICHHBIX JOKYMEHTOB M JIOCTOBEPHOCTH COJEpKalleiicss B HUX HWHGOpMAIINH,
paboTHUKH YUpeKICHHS, OCYIIESCTBISIONME HETOCPEACTBEHHYI0 O00pabOTKy W yd4er
KOPPECTIOHACHIIMK  JTMOO TMPaBOBYIO OKCIEPTU3Y, OO0s3aHBI MPEANPUHATH  MEPHI,
HAIPABJICHHbIE HAa YCTPAaHEHUE BO3HUKIIUX COMHEHHH W TOJydYeHHE IOMOJHUTEIHHBIX
CBEJICHUM.

2. [Ipy BO3HMKHOBEHMM Yy paOOTHHKOB YUpEXKJECHHS COMHEHMA B MOJJIMHHOCTH
JOKYMEHTa, JIAI0, OOHApY)KUBIIEE MOMJCIbHBIA JOKYMEHT, O0053aHO He3aMeIIUTEIHHO
cooOIUTh (B BHJAE JOKIAAHOU (CIIy»KeOHOM) 3amucKku) 00 3TOM KYpUPYIOIIEMY JIHUILY IS



OPUHATHS JlajdbHEHIIEero pemieHuss € LENbl0 MPOBEPKU MOJIMHHOCTU MOCTYHHUBIINX
JIOKyMEHTOB OT pabOTHHUKA.

3. PaGoTHHMK, OTBETCTBEHHBI 3a MPOBEPKY MOAJMHHOCTH JOKYMEHTOB IIpH
TPYJIOYCTPOWCTBE, CHHMAaeT KOIMWU C TMPEJAOCTaBICHHBIX JOKYMEHTOB (AuIuiomMa o0
00pa30BaHUU M UHBIX JTOKYMEHTOB) U TPOBOIUT MEPBUYHBIN BU3yaJbHBINA aHATU3.

4. Ceenenus 00 oOpa3oBaHUM PaOOTHUKA MPUPABHUBAIOTCS K MEPCOHATLHBIM JTAaHHBIM.
Bce nepcoHanpHble JaHHBIE pAOOTHUKA CIIEAYET MOIy4aTh OT HETO CaMoro.

3. PaGoTHUK, OTBETCTBEHHBI 3a MPOBEPKY MOAJIMHHOCTH JOKYMEHTOB IIpH
TPYAOYCTPOUCTBE, 00s3aH COOOMIUTH PaOOTHUKY, TPEAOCTABUBIIEMY JOKYMEHT,
BBI3BIBAIOIMI COMHEHME B €r0 IOUIMHHOCTH, O LENSX, IPEANoJaracMplX UCTOYHUKAX U
crioco0ax MoJTy4yeHuUs MEPCOHANBHBIX JAHHBIX, @ TAKXKE O XapaKTepe U MOCIEACTBUIX OTKa3a
pabOTHUKA JaTh MUCHbMEHHOE COTJIaCUE Ha UX MOJyYEHHUE.

6. [Tocne odopmiienus cornacus paOOTHUKA Ha TMOJYYEHHE MEPCOHATBHBIX JTAHHBIX, B
COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickoit ®Dexpepanmu, B cilydyae NPUHSATHS
PYKOBOJUTENEM YUPEXKICHUS PEIICHUS O HANPaBICHUH 3apoca B MHCTAHIINIO, BBIJIABITYIO
JIOKYMEHT, BBI3BIBAIOIINIA COMHEHHE B €0 MOJJIMHHOCTH, JAaHHOE PEIICHHUE JOBOAUTCS JIO
pabOTHHMKA, TPEJOCTABUBIIETO JIOKYMEHT, W HaIpaBJIACTCS 3alpoc B aApec OTOU
WHCTAHIUH.

7. 3anpoc B HHCTAaHUUIO, BBIJABIIYK0 JIOKYMEHT, BBI3BIBAIOIIWNA COMHEHHS B €ro
NOJJIMHHOCTH, peructpupyercss B JKypHane peructpauuu 3ampocoB Ha MOATBEPKIECHUE
HOJUIMHHOCTH JJOKYMEHTOB C YKa3aHHEM IOCIIEAYIOIIEro OTBETA.

8. B cnydae nonydeHust MOI0KUTENBHOTO OTBETA (YKa3aHUsS B JOKYMEHTE HH(OpMaIIK
HECOOTBETCTBYIOIIEH JEMCTBUTEIBHOCTH UM IOKYMEHT HE BbIAABAJICS JAHHOM MHCTaHIMEN
U JIp.) PYKOBOJIUTENb YUpPEKIEHUS pacCMaTpUBAET MPEICTABICHHbIE JIOKYMEHTHl U
NPUHUMAET pEelIeHWe O HaNpaBJIICHUW 3asBJICHUS O MPHU3HAKaX COBEPILIEHHOTO
OPECTYIJICHUsT B  IPABOOXPAHUTENbHBIE OpraHbl B  MOPSJKE, MPEAYyCMOTPEHHOM
[TosiokeHNEM O COTPYITHUYECTBE C PABOOXPAHUTEIBHBIMU OPTaHaMHU.

9. CnyxeOHble (IOKTaIHBIC) 3aMMCKH U MPUWIOKEHHBIE K HUIM MaTepUallbl EePeaatoTcs
JUIy, OTBETCTBEHHOMY 3a NMPOTHBOJEHCTBUE KOPPYMUUU JJIsi OOpMIICHUS 3asiBJICHUS B
IIPABOOXPAHUTENbHbIE OPraHbl.

10. HpeI[CTaBJ'IeHHBIe B YUPCIKICHHUC HEJICHCTBUTEIIbHbBIC JOKYMCHTBI WJIKM UX KOIIMU HC
MMOAJICIKAT BO3BPATy B CBA3U C UX BO3MOXHOM BBIEMKOM MMPaBOOXPAHUTCIIbHBIMU OpraHaMu
" IOCJICAYIOIUM NPU3HAHUEM BCIICCTBCHHBIMU JOKAa3aTCILCTBAMMU.

IloaroroBka u HanpagBJieHHe B IPABOOXPAHUTE/IbHbIC OPIraHbI 3asBJICHHUI 0
COBEpLICHUHU NPeCTyIVICHUS

1. Ha ocHoBaHuMM NHCHMEHHOTO YKa3aHUs PYKOBOAMUTENS YUpexKIeHUs Mo QakTy
MpEACTaBICHUS TMOMAJAEIbHBIX JIOKYMEHTOB JIMIIO, OTBETCTBEHHOE 3a MPOTHBOJCHCTBHUE
KOPPYIIINH, B TECYCHUE MSATH JHEH TOTOBUT 3asBJICHHE W MpUJIaraeMble K HEMY MaTepHabl,
kotopele B mnopsanke crtateu 141 VYIIK Poccuiickoit ®enepauuu HaOpaBisOTCS B
MPaBOOXPAHUTENbHBIE OPTaHbI 33 MOANUCHI0 PYKOBOJIUTENS Y UPEIKICHUS.



2. 3asBiieHME B IPAaBOOXPAHUTENbHbIE OpraHbl O MPU3HAKaX COBEPUICHHOIO
npecTyruieHus (MpeoCcTaBleHusl MOAIETbHBIX JOKYMEHTOB) peructpupyercs B Kypnaine
perucTpanuu 3asBJICHUNA B IPABOOXPAHUTEIbHBIE OPTaHbl O COBEPUIEHHOM MPECTYIUIEHUH C
yYKa3aHHEM MPUHATOTO MO HEMY pEICHHUS.

3. [Ipu moctrymnenun B YupexJIeHHE TOCTAaHOBJICHUS 00 OTKa3e B BO3OYXIECHUU
YroJIOBHOTO Jeja, BbIHECEHHOro B mnopsaake 4dactu 1 crateum 148 VYIIK Poccuiickoit
®depepanyy, JUIO, OTBETCTBEHHOE 3a MPOTUBOACIHCTBHUE KOPPYIILIMH, COTJIACOBHIBAET C
PYKOBOAUTENIEM YUPEKICHUSI 11e]1€CO00Pa3HOCTh JIadbHENIero 00KaaoBaHUs YKa3aHHOTO
IMOCTAHOBJICHHMS.

OTBEeTCTBEHHOCTH

1. [Ipu oOHapyxeHun ¢akTa COCTaBICHUS HEOPUIIUATLHON OTYETHOCTH,
JIOJDKHOCTHBIE JUIA, PAaOOTHUKUA YUPEXKICHUS, B UYbM TOJHOMOYHS B COOTBETCTBHH C
JOJDKHOCTHBIMU OOSI3aHHOCTSIMU BXOJHT TIOJIMOTOBKA, COCTaBIIEHWE, IMPEIOCTABICHUE WU
HaNpaBJICHHE OTYETHOCTH, HECYT TICPCOHAJIbHYIO OTBETCTBEHHOCTh 33 COCTAaBJICHUE
HEO(PUITUAITBHON OTYETHOCTU Y UCTIOJIb30BAHMSI TTOJIETBHBIX JJOKYMEHTOB.

2. PabGoTHUKH, OCyIIECTBUBIIME NOJAEIKY M (WIM) NpeAoCTaBUBIINE
NOJJENbHBIE JOKYMEHTbI HECYT OTBETCTBEHHOCTb, MPEAYCMOTPEHHYIO JAEUCTBYIOIUM
3aKoHoaresbcTBOM Poccuiickoit denepanun.

3aKJII0YUATEIbHbIE MOJJOKEHUSA

1. Hacrosimee IlonoxeHue BCTymaeT B CHJIy C MOMEHTa €ro YTBEP)KICHHS U
JecTByeT OECCpOUHO (A0 MPUHATHS HOBOTO).

2. Hacrosimee IlonmoxkeHne mNOMIEKUT 00sA3aTEIBHOMY OIyOJUKOBAaHHIO Ha

oduianbHOM caiite YupexaeHus B cetu « UHTepHeT».
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