TI'ocynapcTrBenHoe 0101KeTHOE NIPOdeccuoHaATbHOE

oOpa3oBaresbHOe yupexaenue PecnmyOauku Kpbim

«CumpeponobCKuil MOJTUTEXHUYECKUH KOJLJIEIK
umenn kua3a JI.C. I'oannbiaa

PACCMOTPEHO U OJOBPEHO YTBEPXXJIEHO U BBEJIEHO

Ha 3aceJaHuM Me1arorn4eckoro COBeTa B JICHCTBHE MPUKA30M JTUPEKTOPA

«14» Hos16ps 2025 1. ot 19.11.2025 r. Ne 202-yu
MMOJOXEHHUE

0 Mepax M0 HeAONYIIEHUI0 COCTABJICHUS HeO(PUIIUATILHOM
OTYETHOCTH M UCIOJIb30BAHUA MOJIeJIbHBIX IOKYMEHTOB
B I'BIIOY PK «CIIK um. JI.C. I'oaunbsina»



1. O01ue Mo10KeHus

1.1. Hacrosmee I[lonoxxkenue o Mepax IO HEJIOMYUICHUIO COCTaBICHUS
HEO(PUIIMATHHOW OTYETHOCTH M MCIOJIb30BaHUS TOJIEIBHBIX JOKYMEHTOB (Halee -
[Tonosxkenne) B I'BIIOY PK «CIIK wm. JI.C.I'omuipiHa» (mamee — Kosemx)
pa3paboTaHO B COOTBETCTBUHM cO crTarbei 13.1. denmepanpbHOTO 3aKoHa OT
25.12.2008 Ne 273-®3 «O npoTUBOAECUCTBUM KOPPYNUUHU» (C HM3MEHEHUSMU H
nonosiHeHusiMu ), TpyaoBeiM kojiekcom Poccuiickoit denepannu (¢ ”BMEHEHUSIMH U
nomoiaHeHUsIMK), DexepanbHbiM - 3akoHOM  OT  27.07.2006 Nel52-®d3  «O
MEePCOHATBHBIX IAHHBIX» (C U3BMEHEHUSMH U JOTOJTHEHUSIMHU ).

1.2 TlomokeHwe peryaupyeT TMOpsSAOK paboThl C JOKYMEHTaMH TIpH
COCTaBJICHHH OQUIIMATBLHON OTYETHOCTH, C JOKYMEHTaMH, TPEICTaBIIEMbIMU
pabotHukamu Komtemka mpu TpymoycTpoiicTBe (OO0 B TPOIECCE BBITTOJTHCHHUSI
UMHU JIOJDKHOCTHBIX OOSI3aHHOCTEM), BBI3BABIIMMU OOOCHOBAaHHBIE COMHEHUS B
NOJJIMHHOCTH U JIOCTOBEPHOCTH, W3JIOKEHHBIX B HUX CBEJCHUH, C JIOKYMEHTaMU
NPEICTaBIIeMbIMA PAOOTHUKAMU B  MPOIECCE peau3alii  JCSTEIbHOCTH
Komnenxa.

1.3 Tlomo)keHue yCTaHABIMBAECT MPOIEAYPY MOJATOTOBKH W HaIpaBICHUS
3asBJICHUI B TPABOOXPAHUTENBHBIE OpPTraHbl 1O (PaKTy TMOJACIKH WU
MPE0CTaBICHUS MOJEIbHBIX TOKYMEHTOB.

1.4 Hacrosmee Ilomoxenne 00s3aTenbHO A7 TOPUMEHEHUS BCEMU
pabotHukamu Kosemka, HaXOIAIMMUCS B TPYAOBBIX OTHOIICHUSX, HE3aBUCHUMO
OT 3aHUMAEMOU JOJKHOCTHU U BBITIOJHIEMBIX (PYHKIIHM.

2. OCHOBHBIC IOHATUA U TEPMUHbI

2.1. JlokyMeHT — MaTepuajbHBI HOCHUTEIh C 3a()UKCUPOBAHHOW HAa HEM B
mo0oit hopme mHbOpMaIeil B BUAE TEKCTa, 3BYKO3aIMKCU, U300paKeHHs U (UIIH)
WX COYETaHUs, KOTOPBIA UMEET PEKBU3UTHI, ITO3BOJISIONINE €0 UACHTU(DHUITMPOBATD,
W TpelHa3HauYeH JUIg TepeAadyd BO BpPEMEHHM U TPOCTPAHCTBE B  IENAX
OOIIIECTBEHHOTO UCIOJIb30BAHUS U XPAaHEHUS.

2.2. OdunmanpHBIA JOKYMEHT — IIMCbMCHHBIN aKT, BBIIOJHCHHBIA Ha
OyMa)KHOM HOCHTEIIE, yIOCTOBEPSIONINN KOHKPETHbIE (haKThl U COOBITHS, KOTOPHIC
BJIEKYT JJI MCHOJB3YIOIIKUX €ro JIMI onpeneiaeHHbie nociaeAacTBus. OduimanbHbIi
JIOKYMEHT JIOJKEH CO/IePKATh YCTAHOBJIEHHBIE PEKBU3UTHI.

2.3. Dx3eMIuiip — oOpazel TUPAKUPOBAHHOTO JIOKYMEHTa, WJICHTUYHBIN
OpHUTHHATY.

2.4. CtaTucTUYeCKas OTYCTHOCTD - CUCTEMA KOJIMYCCTBCHHBIX M Ka4ECTBEHHBIX
nokasaresiei, xapakrepusyromux padoty Koiemka 3a onpesieieHHbIN CPOK.

Buael npuMenseMoi OTYETHOCTHU:

2.4.1. TocynmapcTBeHHass W BEIOMCTBEHHas OTYETHOCTh — OTYETHOCTD,
cocTaBisieMass Ha OCHOBE YTBEPXKIEHHBIX YHUMUIMPOBAHHBIX (opM U B
COOTBETCTBHUH C YTBEPKICHHBIMA HOPMATUBHBIMH JJOKYMEHTaMHU.

2.4.2. BHyTpeHHSST OTYETHOCTH — pa3pabOTaHHBIE U  YTBEPKICHHBIC
nupextopom Komtemka OnaHkH.



O0s13aTeNbHBIMU PEKBU3UTAMH 3TUX OTUYETOB SIBJISIOTCS:

— HAaMMEHOBaHUE OpTraHU3alNY;

— Ha3BaHUE BUJA IOKYMEHTA;

— J1aTa ¥ HOMEP IOKYMEHTa,

— MECTO COCTaBJICHUS,

— 3aroJIOBOK IO TEKCTY;

— TOJIMNCH;

— rpud yTBepKIeHUs (Ha OTYeTaX) WK pe3oronus aupekropa Komnemka (Ha
CIIpaBKE OTUYETHOT'O XapaKTepa).

2.5. Tlox HeneMCTBUTEIBLHBIMU JJOKYMEHTAMH CIIETyeT IIOHUMATh:

2.5.1. TlonMHOCTBIO U3TOTOBJICHHBIE (DUKTUBHBIE JOKYMEHTHI WM TMOIJIUHHbBIC
NOKYMEHTBI, B KOTOpPbIE€ BHECEHbl HW3MEHEHHUS IIyTEM MOAYHUCTOK, JIOIMHUCOK,
UCIIPABIICHUS WM YHUYTOXKEHUSI YACTU TEKCTa, BHECEHUS B HUX JIOMOJHUTEIbHBIX
JAHHBIX, IPOCTABJICHUS OTTHCKA MOAEIBHOTO ITaMIIa UK TIEYaTH U T.1I.

2.5.2. ®aKTUYECKH SBIISIFOIIUECS MMOUTMHHBIMU, HO COJIEpIKaIllue CBEICHMUS, HE
COOTBETCTBYIOIIHME JEHCTBUTENBHOCTH. OHM COXPaHSIOT BHEIIHWE MPU3HAKU U
PEKBU3UTHI HAIJICKAIUX JOKYMEHTOB (M3rOTaBIMBAIOTCS HA OQUIIMAIBHOM OJIaHKE,
CoJIep>KaT HAMMEHOBAaHUE JOJDKHOCTEN U JIUII, YIIOJITHOMOYEHHBIX UX MOJMUCHIBATS),
OJIHAKO BHECEHHbIE B HHUX CBeJcHUS (TEKCT, IUGPOBbIE [aHHBIC) SIBISIOTCA
chanbcupuIUPOBAHHBIMH.

2.5.3. Bolgannble ¢ HapylIeHUEM YCTaHOBJICHHOTO TOPS/IKA, T.€. B pe3ybTare
3JI0yNOTPEOSEHUs]  JOJKHOCTHBIM  JIMIIOM  CIY>KEOHBIM  TMOJIOXKEHUEM WU
COBEPIICHUS UM XaJIaTHBIX JICMCTBUM MPHU BbIJJAYE ITOTO JOKYMEHTA.

2.6. Vicnonp3oBaHHME HENEUCTBUTEIBHBIX JOKYMEHTOB 3aKIIOYaeTcs B HX
IPE/ICTaBIICHUN B KaYECTBE OCHOBAHUM IS TPYAOYCTPONCTBA, a TaKkKe JJIsl TI000TO
M3 JeHUCTBUM, OTHECEHHBIX K KomneTeHInu Komnemxka.

2.7. llepcoHanbpHble JaHHBIC - HEOOXOAMMAs TSl paboToiaress nHdopmalus B
CBSI3U C YCTAaHOBJICHHEM TPYJOBbIX OTHOUIEHHWHA W Kacarolasicsi KOHKPETHOTO
pabOTHUKA, B TPOIIECCE UCIOJHEHUS JOJDKHOCTHBIX OOSI3aHHOCTEW  mpH
NpEAOCTABICHUU, TIOJYYEHUH PYKOBOJUTENIEM CBEJACHUN, MPEAOCTaBISIONINX
JLFOTHI U TAPAHTHUHU.

3. IlopsAIOK NPOBEPKHU JOKYMEHTOB HA MOAJIUHHOCTD U
CcOCTaBJICHUS O(PUIMAIBHON OTYETHOCTH

3.1. JIoJKHOCTHOE JMII0, OTBETCTBEHHOE 3a COCTAaBJICHHE JTOKYMEHTOB IO
CBOEMY HAIIPaBJICHUIO JESATEIbHOCTH, BEIET HENOCPEACTBEHHBIM KOHTPOJb U
PEryJIIpHO OCYIIECTBISET NPOBEACHUE IIPOBEPOK HA MPEAMET IOJIMHHOCTH
JOKYMEHTOB, TIOJrOTaBIMBaeMbIX paboTHukamu Kosuiemka, HAXoIAIMXCs Y HEro B
IIPSIMOM ITIOJYUHEHHH.

3.2. Ilpu mpoBeseHHH TPOBEPOK YUUTHIBATh, YTO MOAIMHHOCTH JOKYMEHTOB
YCTAHABJIMBACTCS IIyTEM IIPOBEPKU PEATBHOCTH HMEIOIIMXCSA B HUX IOANUCEN
JNOJKHOCTHBIX JIML U COOTBETCTBUSL COCTABJICHMS TOKYMEHTOB JaTaM OTPAKCHUS B
HUX onepaiuii, unpopmanuu, GpakToB U T.1.



3.3. Ilocne ycTaHOBIEHUS MOUIMHHOCTH JOKYMEHTOB, HEOOXO/IMMO IPOBEPUTH
JOKYMEHTBI 110 CYILIECTBY, TO €CTb C TOYKH 3PEHMsI JTOCTOBEPHOCTH, 3aKOHHOCTH
OTPa)XKEHHBIX B HUX XO3SMCTBEHHBIX onepauuii, HHGopmamuu, (akToB U T.[.

3.4. JloctoBepHOCTh  omepauui, 3aUKCUPOBAaHHBIX B  JOKYMEHTax,
IPOBEPSIETCS U3YYEHUEM 3TUX U B3aMMOCBS3aHHBIX C HUMU JIOKYMEHTOB, OIIPOCOM
COOTBETCTBYIOLIUX JTOJKHOCTHBIX JIUL, OCMOTPOM OOBEKTOB B HATYpE U T.1I.

3.5. 3aKOHHOCTh OTpPAXCHHBIX B JIOKYMEHTaxX OIEpalfii yCTaHaBIUBACTCS
IIyTEM IIPOBEPKU UX COOTBETCTBUS JACHCTBYIOIIEMY 3aKOHOAATENBLCTBY Poccuiickoi
denepanum.

3.6. Ilpu BeIsIBIEHWH (PAKTOB MCHOIB30BAHUS MOMAJCIBHBIX JTOKYMEHTOB
HEOOXOJMMO He3aMeIJIUTeNbHO npouHpopMupoBaTh aupekTopa Komnemxka, a
TaK)Ke MPUHATH MEPHI 110 HEAOMYIIEHUIO COCTABIICHUSI HEOPHUIIMATHFHOW OTYETHOCTH
Y YCIOJIb30BaHUS NOAJEIbHBIX JOKYMEHTOB.

4. leiicTBUs1 pA0OTHMKOB NPY BO3HUKHOBEHUU COMHEHM I
B NOJJMHHOCTHU NMPEACTABJICHHBIX IOKYMEHTOB

4.1. B ciyyae BO3HMKHOBEHHUS OOOCHOBAaHHBIX COMHEHUN B MOJJIMHHOCTU
IPE/ICTABICHHBIX JOKYMEHTOB (JAMIUIOMOB, YAOCTOBEPEHUH, CepTU(UKATOB) U
JIOCTOBEPHOCTH COJiepKaielics B HUX uH(popMmainuu, pabotHuku Komemxa,
OCYUIECTBJISIIOLIME HEMOCPECTBEHHYIO 00pa0OTKy U y4eT KOPPECHOHJIEH MU JIHO0
MPaBOBYIO JKCMEPTU3y, OO0s3aHbl NPEANPUHATH MEpbI, HaIMpaBJICHHbIE Ha
YCTpaHEHUE BO3HUKIIINX COMHEHUH U MOJIyYEHHE TOTOJHUTEIbHBIX CBEICHUI.

4.2. Ilpu Bo3HMKHOBEHUHU y paboTHUKOB KoJsiemka COMHEHHIA B TOAJIMHHOCTH
JOKYMEHTa, JIMLO, OOHapyXWBIIEe  MOAJEIbHBIA  JOKYMEHT,  00s3aHO
He3aMeJIJIUTEILHO COOOMIMUTh (B BHUE JOKIAAHOMN (CIy:KeOHOM) 3amucKu) 00 3TOM
nupektopy Kostemka st NpUHATHS AalTbHEHIIEro peuieHus C LENbI0 MPOBEPKU
MOJITMHHOCTH TMOCTYMHUBIINX JOKYMEHTOB OT paOOTHHKA.

4.3. PaGOTHUK, OTBETCTBEHHBIN 3a MPOBEPKY MOJJIMHHOCTH JTOKYMEHTOB IMPHU
TPYJAOYCTPOMCTBE, CHUMAET KOMUHU C MPEAOCTABICHHBIX JTOKYMEHTOB (IUILIOMa 00
00pa30BaHUU U UHBIX JJOKYMEHTOB) U MTPOBOIUT NMEPBUYHBIN BU3YaTbHBIN aHAN3.

4.4, Cenennsi 00 oOpazoBaHUM PaOOTHUKA MPUPABHUBAIOTCS K MEPCOHATBHBIM
naHHBIM. Bce mepcoHanbHBIE JaHHBIE PaOOTHUKA CIEIyeT MOoJy4aTh OT HEro
camoro. Eciu nepcoHalibHble JaHHbIE PAOOTHHUKA BO3MOXKHO IMOJIYYUTH TOJIBKO Y
TPEThEel CTOPOHBI, TO PAOOTHUK JOJKEH OBITh YBEAOMJIEH 00 3TOM 3apaHee, U OT
HEro JO0JKHO OBITh MOJTYYEHO MUCbMEHHOE COTJIacue.

4.5. PaGOTHUK, OTBETCTBEHHBIN 32 MPOBEPKY MOJIMHHOCTA JOKYMEHTOB IpPH
TPYJIOYCTPOUCTBE, 00s3aH COOOIIUTHh PAOOTHUKY, MPEIOCTABUBIIEMY TOKYMEHT,
BBI3BIBAIOIIMNA COMHEHHE B €ro MOJJIUHHOCTH, O LEJAX, MPEanoJiaraeMbIxX
MCTOYHUKAX U CIOCO0aX MOJIydeHHUs MEePCOHAIBHBIX JIAHHBIX, a4 TAKXKE O XapaKTepe
Y MIOCJEACTBUSIX OTKa3a paOOTHHUKA JJaTh MUCbMEHHOE COTJIACUE HA UX MOJTYYEHHE.

4.6. Tlocne odopmienus coriacus pabOTHUKA Ha TIOJYYCHHE MEPCOHAIBHBIX
JAHHBIX, B COOTBETCTBHUM C 3aKOHOIATENLCTBOM Poccuiickorn denepanuu, B ciydae
npuHATHs qupektopom Kosiemka penieHus o HanpaBiIeHUU 3apoca B MHCTAHIINIO,
BBIJIABIIIYIO JOKYMEHT, BbBI3BIBAIOIIUM COMHEHHE B €ro MOJJUHHOCTH, JAHHOE



peleHre JOBOIUTCS 10 paOOTHHKA, IPEIOCTABUBILEIO JOKYMEHT, M HalpaBiseTcs
3aIpocC B apec 3TOM WHCTAHLIUH.

4.7. B ciay4yae moiydeHHs MOJOXKHUTEIHHOIO OTBeTa (yKa3aHHsS B JOKYMEHTE
MHQOPMALIMU  HECOOTBETCTBYIOLIEH JEHCTBUTENIFHOCTH WM JIOKYMEHT He
BBIJABAJICSA JAaHHOW WHCTaHIMeW u ap.) aupekrop Komnemka paccMaTpuBaer
IpEICTaBICHHbIE JOKYMEHThHl U MPUHUMAET PELICHUE O HalpaBiICHUU 3asiBICHUS O
MpHU3HAKaX COBEPIICHHOTO NPECTYIUICHUS B TPABOOXPAHUTEIbHBIE OpraHbl B
MOPSAJIKE, TPEYCMOTPEHHOM 3aKOHOIaTENbCTBOM Poccuiickoit denepanmm.

4.8. CiayxeOHble (IOKIATHBIC) 3alMCKU U MPHUIOKEHHbIE K HUM MaTepUabl
NEePealoTCs JIUIYy, OTBETCTBEHHOMY 3a TPOTHBOJCHCTBUE KOPPYMIMH IS
odopmIleHus 3agBIICHUS B IPABOOXPAHUTEIHHBIE OPTaHBI.

4.9. IlpencraBieHHbIe B yUYPEKICHUE HEICHCTBUTENBHbBIE TOKYMEHTHI WM UX
KONUM HE TOJUIeKaT BO3BpaTy B CBSI3W C WX BO3MOXKHOM  BBIEMKOH
[IPaBOOXPAHUTEIbHBIMUA OPraHAMHU U MOCJEIYIOIIKUM MPU3HAHUEM BELECTBEHHBIMU
JI0Ka3aTeJIbCTBAMHU.

5. [loaroroBka U HanmpaBJieHUE B IPABOOXPAHUTEIbHbIE OPraHbI
3asiBJICHUI 0 COBEepIIeHNH MPeCTYNJIeHUs

5.1. Ha ocHOBaHumM nmuchbMEHHOTO yKaszaHus aupekTopa Kommemka mo ¢axrty
MPEACTABICHUS  TOJICTBHBIX  JOKYMEHTOB  JIMIIO, OTBETCTBEHHOE  3a
MIPOTUBOJICHCTBUE KOPPYMNIIMK, B TEUEHWE IISITH JHEH TOTOBUT 3asABICHUE U
MpriIaraéMble K HEeMy MaTepHajibl, KOTOPbIC HAMPABIISIOTCS B MPABOOXPAHUTEIHHBIC
Oprassl 3a MOANKUCHIO AupekTopa Komemxka.

5.2. Ilpu noctymienuu B Komiemk noctaHoOBIEHUST 00 OTKa3e B BO3OYXKJIECHUU
YTOJIOBHOTO JeJia, JIMIO, OTBETCTBEHHOE 3a MPOTHUBOJACUCTBUE KOPPYIIIHH,
coracoBbiBaeT ¢ gupektopoM Kommemka 1enecoo0pa3HOCTh  JabHEHIIIETo
00>KaoBaHMs YKa3aHHOTO MTOCTAaHOBJICHHUSI.

6. OTBETCTBEHHOCTD

6.1. [Ipu oOHapyxeHuu (QakTa COCTABJICHHUS HEO(DUIIUATHLHON OTYETHOCTH,
JOJKHOCTHBIE JIHIa, paboTHuKU Koiiemka, B YbM MOJTHOMOYHSI B COOTBETCTBHUH C
JTOJKHOCTHBIMH 00s13aHHOCTSIMU BXOJIUT MOATOTOBKA, COCTaBJICHUE,
OPEAOCTABIEHUE W HANpaBJICHUE  OTYETHOCTH, HECYT  MEPCOHAIBHYIO
OTBETCTBEHHOCTh 32 COCTABJICHHE HEO(MUIIUATBLHON OTYETHOCTH M UCIOJIb30BaHUS
MO//ICJIbHBIX JJOKYMEHTOB.

6.2. PaboTHMKM, OCYIIECTBUBIINE TMOACIKY U (WIM) MPEIOCTABUBIINE
MOJAJICNIbHBIE ~ JIOKYMEHTBI ~ HECyT  OTBETCTBEHHOCTh,  MPEIyCMOTPEHHYIO
JNIEUCTBYIOIIUM 3aKOHOIATENBbCTBOM Poccuiickont Denepanum.

7. 3aK/I10unTeIbHbIE TOJI0KEHH I
7.1. Hacrosimee IlonmokeHue sIBISETCS JOKAJIbHBIM HOPMATHUBHBIM aKTOM,
npuHuMaeTcss Ha IlemarormdyeckomM coBeTe€ KOJJIEAKa M yTBepxkmaercs (JIudo
BBOJIUTCS B JICWCTBHE) NPHUKA30M JUPEKTOpPA OpPTaHU3AINH, OCYIIECTBISIONMEH
00pa3oBaTEIbHYIO JIEATEIHHOCTD.






[Tpunoxxenue No 2

K npukazy No

-o/mor« » 20251

CnucoK COTPYAHUKOB KOJLIEAKA, HECYHIUX MEPCOHATBLHYI0 OTBETCTBEHHOCTH 32
cocTaBJieHHe HeOPUUHMATBLHON 0TYETHOCTH U MCIO0JIb30BAHUS MO/1eIbHBIX
JTOKYMEHTOB

JloJKHOCTH

Hoanucn

DPUO

3amecTuTelNb JupeKTopa no YP

3aBenyromuii y4eOHOM 4acThio

3aBeyIOUNA OTJEICHUEM MMUIIIEBBIX
TEXHOJIOTHA, YKOHOMUKO-0YXTaITePCKOTO
ydeTa ¥ TOCTUHMYHOTO JieJia

3aBeAyIomuii TEXHUKO-UH()OPMAITMOHHBIM
OTAEJICHUEM

3aBeayIONIMA OTACICHUEM
00111600pa30BaTEIbHOM MOJITOTOBKHU

3amecturenpb qupekropa no BP

3amecturenpb qupekropa no YIIP

N.o nupexropa no AXP

['naBHBIM Oyxranrtep

3aMecTHUTelb IJIaBHOTO OyXraiarepa

Hagansank otnoena [1DOP

PykoBoautens lLlentpa wuHpOpMamOHHBIX
TEXHOJIOTUN U MHDOpMAITUU

3amectutenb pykopoautens LA Tuld

HavaneHuk oTAena kajapos

KOpuckoHCynbT

[Tpencenarens mpodcorO3HOM OpraHu3aIuu

OTBETCTBEHHBIM  CEKpETapb  MPUEMHOU
KOMHUCCHH

Havanpauk CITY>KObI COIEUCTBUSA
TPYAOYCTPOUCTBY
PykoBoaurens IenTpa pa3BUTHUSA

poecCoHaTbHBIX KOMITETCHITUN

3aMeCcTUTEID PYKOBOJIUTENSA IlenTpa
pa3BUTUS npodeccruoHaTbHBIX
KOMIIETEHIINH

Cekpetapb yueOHOM yacTu

HauvanpHuk OTACJIa 3aKYIIOK

COBETHHK TUPEKTOPA IO BOCHUTAHUIO U MO
B3aNUMOJIENCTBHIO C JIETCKUMH
00IIIECTBEHHBIMU 00BETMHEHUIMU

CrenuanucT no oxpaHe TpyJa

3aBeAyromuii 00IEeKUTHEM
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