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I. O6mue nmonoxeHus

1.1. Hacrosmee IlonoxkeHnue o0 Mepax 10 HENONYIIEHHIO COCTABJIECHHMS
HEOQUUMATHHOR ~ OTYETHOCTH M  WCIOJB30BaHMs MOMIETBHEIX JOKYMEHTOB  (nalee -
[lonoxenne) B TocymapcrBenHoM — BromkerHom —npodeccHoHamEHOM — 0Gpa3oBaTeIBHOM
yapexaenun «IloxapHo-cniacaTenbHbIi koiutek (nanee Komnemk) pa3paboTaHo B COOTBETCTBHH
co crareeir 13.3 @enepanpHoro 3akoHa ot 25 jgekabpa 2008 r. Ne 273-®3 “O
MPOTHBOJEUCTBUU KOPPYIIIHH .

1.2, Tlonoxenwe perraMeHTHpyeT MHOPSAOK paboThl ¢  JOKYMEHTaMH IIpH
COCTAaBICHUH OGHIHMANBHON OTYETHOCTH, C JOKYMEHTAaMH, IIPEICTaBIAEMBIMH pPabGOTHHKAMH
IpH TPYAOYCTPOHUCTBE (MO0 B MNPOLECCE BBINOJHEHHS HMH JIOUKHOCTHBIX OO6S3aHHOCTEH ),
BBI3BaBIIMMH OOOCHOBaHHBIE COMHEHHs B IOJIHHHOCTH H JOCTOBEPHOCTH H3JI0KEHHBIX B
HHUX CBEJCHHH, C JOKYMEHTaMH IIPEJCTAaBIAEMBIMH DabOTHHKAMH B IIPOLECCE peaTH3aliu
nesarenbHocTH Kostemxka.

1.3. Tlonoxenue ycTaHaBIMBae€T MpOLEAYPY MOArOTOBKA M  HANpaBlIeHHS
3ajBJICHAM B IPAaBOOXPAHUTE/ILHBIE OPTaHbl O COBEPIUIEHHOM IPECTYIIJIEHHUH.

1.4, Hacrosmee  Ilomoxenue — obs3aTenbHO I IPUMEHEHHS  BCEMH
pabotHukamu Komtemka, Haxoisiiwecs B TpPYJOBBIX OTHOLIEHHSX, BHE 3aBHCHMOCTH OT
3aHUMAEMOM JOJDKHOCTU M BBINOJHAEMBIX ()YHKIIHHA.

1.5. Hactosmee [lomoxenue BcTymaer B CHIIy C MOMEHTa €ro YTBEPXKIECHHS H
JEHCTBYET O IPUHSITHUSI HOBOTO.

II. OcHOBHbIE OHATHA W TEPMHHBI

2.1. JIOKyMeHT - MaTepUabHBIA HOCHTEIb C 3apMKCHPOBAHHOM Ha HEM B JIIOOOM
¢opme uHbOpMamMedl B BUAE TEKCTa, 3BYKO3AMKMCH, H300pakeHHS M (WIM) MX COYETaHHI,
KOTOPBIA HMMEET PEKBH3HTHI, II03BOJSIOIINE €ro HIACHTH(GUIMPOBATh, W TpeIHA3HAYeH IS
nepefayd BO BPEMEHM M B IIPOCTPAHCTBE B LENSX OOIIECTBEHHOTO MCIIOJB30BAHHS M
XpaHEHHSI.

2.2. OduuManbHBIA JOKYMEHT - [IUCHbMEHHBIM aKT, BBIMOJHEHHBIA Ha
OyMaXHOM HOCHTENe, yIOCTOBEPSIOIINN KOHKpeTHble (aKThl M COOBITHS, KOTOpBIE BIEKYT 3a
UCIOJB3YIOIMX €ro JIML oOmpeneneHHble mnocneacTBusi. OQUIUaNbHBIA JOKYMEHT JOJIKEH
COZepXKATh yCTAHOBJICHHbIE PEKBU3HTEL.

2.3. Dx3emmuap - obOpazenl THPAKHUPOBAHHOTO  JOKYMEHTa, HACHTUYHBIA
OpHMTHHAITY.

2.4. CrardcTHyecKkass  OTYETHOCTbL -  CHCTEMa  KOJMYECTBEHHBIX M
KaueCTBEHHBIX II0Ka3aTelell, XapaKTepH3UpYyIOIMX paboTy KONIeMXa 3a ONpedeleHHbIH
CpOK.

2.5. Buasl npuMeHsieMO#i OTYETHOCTH: - TOCYJIapCTBEHHass M BEJIOMCTBEHHas
OTYETHOCTh - OTYETHOCTh, COCTaBIsgeMas Ha OCHOBE YTBEPXKIEHHBIX YHH(QHIMPOBAHHBIX
GbopM M B COOTBETCTBHH C YTBEPXKIECHHBIMH HOPMATHBHBIMH JIOKYMEHTaMH; - BHYTPEHHSSA
OTYETHOCTh - pa3paboTaHHbIE M  yTBEPHKAEHHBIE JHPEKTOPOM  YUpexIeHHs OIaHKH.
Obs3aTenbHBIMH  DEKBH3UTAMH STHX OTYETOB  SBISIOTCS: HAMMEHOBAaHHWE OpraHM3alluy,
Ha3BaHHE BHJa JOKYMEHTa, Jata U HOMEp



AOKYMEHTA, MECTO COCTABIICHHUs, 3aroJOBOK IIOATEKCTY, IOANUCh, Ipu() yTBepKAeHHs (Ha
OTYeTaX) MM PE3OJIOLHMs JMPEKTOpa KOJUIeka (Ha CIpaBKe OTYETHOTO XapaKTepa).

2.6. Ilon HeEHCTBUTENBHBIMH JOKYMEHTAMH CIEAYEeT MOHUMATH:

2.6.1. TIoMHOCTBIO  M3TOTOBJICHHBIE (DMKTHBHBIE JOKYMEHTHI WJIM  MOIMHHBIE
ANOKYMEHTBI, B KOTOpBI€ BHECCHbI M3MEHEHHs IIyTEM IOAYMCTOK, IOMMCOK, HCIPABIEHHS WM
YHMYTOXEHMS YaCTH TEKCTa, BHECEHHs B HHMX JOMNOJHHUTEIbHBIX [aHHBIX, IPOCTABICHUS
OTTHCKAa MOJJIEIBHOrO INTaMIa MIM MnedaTd W T.a1. 2.6.2. DakTHYECKH SBISIOIIHAECS
[OJIMHHBIMU, HO COJEpXKAalllME CBEIEHHUS, HE COOTBETCTBYIOIIME HEWCTBUTENHHOCTH. OHHU
COXpPaHAIOT BHENIHWE MNPHU3HAKM M PEKBU3UTHI HAJJIEKAIIUX NOKYMEHTOB (HM3rOTaBIMBAIOTCS Ha
obuumanbHoM  6naHKe,  coJepKaT  HAMMEHOBAaHHME  [OJDKHOCTEH M (aMHIHH  JIMI,
YIOJIHOMOYEHHBIX HX MOAMMCHIBATH), OJHAKO BHECEHHblE B HHUX CBeICHHS (TEKCT, LU(POBHIE
JaHHBIE) ABISAIOTCS CHATBCHPHIIAPOBAHHBIMH.

2.6.2. BeugaHHBlE C HapyIICHHEM YCTAHOBIEHHONO MOpAAKA, T.6. B pe3ylbTaTe
3JI0YNOTPEOIEHHs JIOMKHOCTHBIM  JIMIIOM ~ CIIY)KEOHBIM ~[OJIOXKEHHEM MJIM COBEPIICHHS MM
XaJlaTHBIX JIEWCTBUH NPU BbIIAYE ITOrO JOKYMEHTA.

2.7.  Hcnonk3oBaHME HEIEHCTBHTEIBHBIX JOKYMEHTOB 3aKIIOYaeTCs B HMX NpPEICTaBICHHU B
KayeCTBe OCHOBaHHUH JUIs TPyJOYCTPOWCTBA, @ TakKKe IMPOBEIEHHs JI000ro U3 JAeHCTBHH,
OTHECEHHBIX K KOMIETEHIIMU YUYPEKICHHS.

2.8. IlepconanbHple naHHbIe - HeoOxomumas st paGortonarens HMHGOPMANUSs B CBSI3M C
YCTaHOBJICHHEM TPYAOBBIX OTHOINEHMH M Kacaromasics KOHKPETHOro pabOTHHKA.

III. Ilopsaok NMpoBepKH AOKYMEHTOB HAa MOMJIMHHOCTH M COCTABJIEHHH OQHIHAILHOM
OTYETHOCTH

3.1. JIOMKHOCTHOE JIMLIO, OTBETCTBEHHOE 32 COCTaBJIE€HHE JOKYMEHTOB IO  CBOEMY

HalpaBJ€HHUIO  JIEATENBHOCTH,  BENET  HENOCPEACTBCHHBIH  KOHTPOJb H  PETYJISPHO

OCYIIECTBIIAET IIPOBEJIEHHE IPOBEPOK HAa MpPEIMET NOUIMHHOCTH JOKYMEHTOB, OOpa3yIOIIMXCs

y paborHukoB Koimtemka, HaXOMAIUXCS Y HEr0 B MPAMOM ITOJYHHEHHH.

3.2. llpu IPOBEIEHUH  TPOBEPOK YUUTBIBATH,  4YTO  MOJJIMHHOCTH  JOKYMEHTOB

YCTaHABJIMBAETCS IIyTEM IIPOBEPKM pEAITbHOCTH HMEIOIIMXCS B HHUX TOIIMHCEH JOHKHOCTHBIX

JMIl H COOTBETCTBHS COCTABJICHUS JOKYMEHTOB JaraM OTpakeHHs B HHX OIepalluy,

uHpopmanuu, HpakToB u T.JI. _

3.3. Ilpu 4YTeHUH DOKYMEHTOB, MOCJE YCTAHOBJIEHHS MX IOJJIMHHOCTH, HEOOXOIMMO

IPOBEPATH JOKYMEHTHI, [0 CYIIECTBY, TO €CTh C TOYKH 3PEHHS JOCTOBEPHOCTH,

3aKOHHOCTH OTPaXEHHBIX B HUX XO3SHCTBEHHBIX onepanuil, mHpopMmauuu, pakrax 4 T.A.

3.4.  JlocToBEpPHOCTH omepalui, 3apUKCUPOBAHHBIX B JOKYMEHTaX, IIPOBEPAETCS H3YYEHHEM

5THX M B3aMMOCBS3aHHBIX C HUMM JOKYMEHTOB, OIPOCOM COOTBETCTBYIOLIMX JOJKHOCTHBIX

JIMII, OCMOTPOM OOBEKTOB B HAType M T...

3.5. 3akOHHOCTh OTpaKE€HHBIX B JIOKYMEHTaxX OIlepalldii YCTaHABIMBACTCS IyTeM IPOBEPKU

UX COOTBETCTBHUS JNEHCTBYIOIEMY 3aKOHOAATENIBCTRY.



3.6. Ilpu BeIssBIEeHHH (aKTOB HCIIOIB30BAHHUSA MOMIEITBHBIX JOKYMEHTOB HEOOXOIUMO
HE3aMeUIUTENBHO NMPOUH(GOPMHUPOBATE JTUPEKTOpa KOJUIEIKA, a TAKXKe MPHHSATH
COOTBETCTBYIOIIHE MEPHI 10 HEAOMYIICHUIO COCTABIEHHS HEOQUIMATBHONH OTYETHOCTH W
UCIIOJIb30BaHUs MOAIENIBHBIX JOKYMEHTOB.

IV. [efictBusi pabOoTHHKOB NpPH BO3HHKHOBEHHH COMHEHHH B NMOJJIHHHOCTH
NpeACTABJIEHHBIX J0KYMEHTOB

4.1. B cmyyae BO3HHKHOBeHHs OOOCHOBaHHBIX COMHEHHH B MOUIMHHOCTH IPEACTaBIEHHBIX
JOKYMEHTOB (IUIIJIOMOB, YAOCTOBEPEHHH, CEPTH(HUKATOB) M JOCTOBEPHOCTH, COAEpKalleWcs B
HHUX, MHGOpMaUUH pabOTHHUKH KOJUIEIKA, OCYIIECTBISIOIINE HENMOCPEJCTBEHHYI0 00paboTKy u
y4eT KOPPECIOHAEHIMH JHUOO TMpaBOBYIO SKCHEPTH3y, O0Os3aHBl NpEeIIpHHUMATh MEpHI,
HalpaBlIEHHBIE Ha YCTpaHEHHE BO3HHMKIIMX COMHEHHH U Ha TIIOJyYeHHE JOIOIHUTENIBHBIX
CBEJICHUM.

4.2. Ilpm BO3HHUKHOBEHHH Yy pabOTHHKA KOJUIeIKa COMHEHHH B NOJIMHHOCTH AOKYMEHTa, OH
o0s3aH He3aMeIUTEIbHO COOOIMThL (B BHIE CIY)KeOHOW (IOKIQJHOM) 3amUCKH) 00 ITOM
JUPEKTOPY KoJUledXka [Js NPUHATHS JAIbHEUIIEero pelleHUs C IEeNbi0 MPOBEPKH IMOMJIUHHOCTHU
IOCTYNUBIIUX JOKYMEHTOB OT pabOTHHKa IpPH TPYAOYCTPOHMCTBE.

4.3. PaboTHHK, OTBETCTBEHHBIN 3a IIPOBEPKY NOJJTMHHOCTH JIOKyMEHTOB IpH
TPyHAOYCTpPOMCTBE, CHHMAeT KONHH C  [PEJOCTABICHHBIX  JOKYMEHTOB (aumiomMa o6
00pa30BaHUM U MHBIX JAOKYMEHTOB) M IPOBOJHUT NEPBUYHBIA BU3yaTbHBIH aHAIM3.

4.4. Cgenmenus o6 oO0pa3oBaHMH pPabOTHHKA [PUPABHUBAIOTCS K MEPCOHAIBHBIM JaHHBIM.
Cornacio m. 3 cr. 86 TK P® (anamorumuHas Hopma colepxuTcs Takke B nm.l m2 cr. 10
®enepansHoro 3akoHa ot 27.07.2006 1. No 152-®3 “O mnepcoHalbHBIX MJaHHBIX ) BCE
IepCOHANbHbIE JaHHble pabOTHUKA ClielyeT IoJy4aTb OT Hero camoro. Eciau mnepcoHalbHBIE
JaHHble DPabOTHUKA BO3MOXHO TMOJIYYUTH TOJIBKO Y TPETbeH CTOPOHBI, TO PabOTHHK MOJIKEH
ObITh yBemoMJIeH 00 3TOM 3apaHee, W OT HEro JOJDKHO OBITh MOJIyYEHO MMCBMEHHOE COIJIacHeE.
4.5. PaboTHMK,  OTBETCTBEHHBIH  3a  IpPOBEPKY  NOJIMHHOCTH  JOKYMEHTOB  IIpH
TPYAOYCTPOMCTBE, 00s3aH COOOIIMTH pPaOOTHUKY, IPEIOCTaBUBIIEMY JOKYMEHT, BBI3bIBAIOIIMH
COMHEHHE B €ro MOMJIMHHOCTH, O IeJNs, MpErojaraéMblX HMCTOYHMKAxX M crnocobax MOTy4eHUs
NEPCOHAIBHBIX JaHHBIX, a TaKXke O XxapakTepe M TMOCIENCTBUSIX OTKaza pabOTHHKa JaTh
NHUCHbMEHHOE COIIacCHe Ha UX IMOJIy4YeHHE.

4.6. Tlocne odopmieHus cornacuss pabOTHMKA Ha IOJIYYEHHE MEPCOHAIBHBIX JAaHHBIX, B
COOTBETCTBHM C 3aKOHOAATelbcTBOM P®. B ciyyae MpUHATUS JUPEKTOPOM pEIIEHHS O
HalpaBI€HUH 3allpoca B MHCTAHIMUIO, BBHIJABIIYIO JOKYMEHT, BBI3BIBAIOIIMM COMHEHHE B €ro
MOJUTMHHOCTH, JAaHHOE peIleHHe JOBOJUTCS [0 PYKOBOAUTEN] MHCTAHLHUHU, IPEIOCTAaBUBIIETO
JOKYMEHT, U HaIlpaBJII€TCs 3alpoC B aIpec TOM HUHCTAHLHUH.

4.7. 3anpoc B HHCTAHLHWIO, BBIOABIIYIO JOKYMEHT, BBI3HIBAIOIIMA COMHEHHS B €ro
NOJJIMHHOCTH, peructpupyercs B JKypHajge perucTpaluy —3alpocoB Ha  MOATBEPXKICHHE
HO/UTMHHOCTH JoKyMeHTOB ([Ipunoxenne No 1) ¢ ykazaHueMm IHOCIEIYIOLIErO OTBETA.



JKypHan perucrpaimy — 3ampocoB  BENETCS M XPaHWTCS Yy JIMIA, OTBETCTBEHHOro  3a
npoTuBoAeHcTBHE Koppymnimu B Komtemke.

47. B ciaydae TONydeHHs MOJOKMTEIBHOIO OTBeTa (yKa3aHHs B JOKyMeHTe HH(pOpMaluu
HECOOTBETCTBYIOIIEH JEHCTBUTENBHOCTH MIIM JOKYMEHT HE BBIIABAJICS JaHHOH WHCTAaHLUEH H
Ip.) JMPEKTOp KOJUIe[Ka PacCMaTpUBAET MNPEJCTABICHHbIC JOKYMEHTHI M IPUHAMACT DCIICHHC
O HalpaBlIEHMH 3asBIIEHHs O IPU3HAKAaX COBEPLIEHHOTO IPECTYIUICHHS B IPABOOXPAHHUTENBHBIC
Oprasbl B MOPSIIKE, IPeIyCMOTPEHHOM [TonoxenueM 0 COTpPYIHUYECTBE &
IIPaBOOXPAHUTEIbHBIMH OpPraHaMH.

4.8. CnyxeOHble (IOKNAgHBIE) 3alMCKM W IPUIOKEHHBIE K HHM MaTepHallbl TNEpearoTcs
MLy, OTBETCTBEHHOMY 32 MPOTHBOIEHCTBHE KOPPYNIMH Ui OQOPMICHHs 3asdBICHHA B
IIPaBOOXPAHHUTEIbHBIE OPraHbl.

4.9. TlpeacTaBleHHbIE B KOJUIEIXKE HEJCHCTBHTENbHBIC JOKYMEHTBl MJIM HMX KONMA HE
TO/UIe’KAT BO3BpATy B CBS3M C HMX BO3MOXKHOM BBIEMKOM IPaBOOXPAHHTEIBHBIMM OpraHamMu H
MOCIIEAYIONMM MPHU3HAHMEM BELIECTBEHHBIMHU JIOKa3aTelbCTBAMH.

V. IloaroToBka H HANpaB/JeHHe B NPaBOOXpAaHHTEIbLHbIE OPraHbl 3asiBJICHHH 0
COBEPIIEHHH NPECTYNICHHS

5.1. Ha oOCHOBaHMM IHMCHMEHHOIO YyKa3aHUsl [IUPEKTOpa KOJIe[Ka JIUIO, OTBETCTBEHHOC 3a
NPOTHBOJACHCTBAE KOPPYILMH, B TEYEHHE 5 [HEH TOTOBUT 3asBICHUA M MpHJAracMelc K HHUM
MaTepuaibl, KoTopele B mopsake cT. 141 VIIK PO HanmpaBisfioTcs B IPaBOOXPAHUTEIBHBIC
OpraHbl 3a MOANHUCHIO AUPEKTOpA KOJIIE/IKA.

5.2. 3ajgBleHHE B IIPaBOOXPAHHUTEIbHBIE OPraHbl O IPU3HAKAX COBEPIICHHOIO MpPECTYIICHHA
(IIPENOCTABICHHS TOUIETBHBIX TOKYMEHTOB) pernctpupyercs B JKypHaie peruCTpaliy 3asBlCHHH
B IPaBOOXPAHMTENbHBIE OPraHbl O COBEPIIEHHOM MPECTYIUICHHM C YKa3aHMEM B IOCICIYIOIIEM
pemenus. JXypHal perucTpaldM 3adBlCHMH BEIETCS M XPAaHHTCA y JHMLA, OTBETCTBCHHOIO 3a
IIPOTHBOJCUCTBHE KOPPYIIUH B YYPEKICHUH.

53. Ilpu TOCTYNIEHMM B KOJUIE/UKE IIOCTAaHOBIEHMs 00 OTKase B BO3OYXKICHHH YTOJOBHOTO
Jlena JMIO, BbIHECeHHOro mopsake u. 1 cr. 148 VIIK P®, OoTBETCTBEHHOE 3a NPOTHBOJCHCTBUE
KOPDYIIMH, COTJACOBBIBAET C IMPEKTOPOM LENeco0OpasHOCTE  JalbHEHIIEro 00xanoBaHus
yKa3aHHOT'O IIOCTAaHOBJIEHHUS.

VI. OTBeTCTBEHHOCTD.

6.1. B Kotemke 3ampelleHo HCMOJIb30BaTh HEYTBEPAKAECHHbIE (OPMBI OTYETOB, au60 OTYETHI,
cojiepiKalllMe HENOCTOBEpHYIO HH(popMauuio. B ciyyae BBIABICHHS NaHHBIX ¢baxkToB, pabOTHUKH
IPHUBJIEKAIOTCS K IUCHUIUIMHAPHOM OTBETCTBEHHOCTH.

6.2. Tlpm oOHapyKeHHH COCTaBIeHHS HEODUUIMAIBHOM OTYCTHOCTH JOJDKHOCTHBIC —JIMIA,
pabOTHHKM KOJUIE[)KA, B YbH IIOJHOMOYHMS B COOTBETCTBHM C JOJUKHOCTHBIMH 00s13aHHOCTAMHU
BXOOMT MOATOTOBKA, COCTAaBJ€HHE, IPEJICTABICHHE ¥ HANPaBICHHE OTYCTHOCTH, HECYT
EPCOHANBHYIO ~ OTBETCTBEHHOCTh ~ 3@  COCTaBI€HHE  HEO(UIMATbHOW  OTYETHOCTH  H
UCIIOJIB30BaHUs MOAJENBHBIX JOKYMEHTOB.

VII. 3akao4urebHbie INOJ0KEHHS

7.1. Hacrosimee IlonoskeHnue MOMIEKHT 0OS3aTENLHOMY ONMYOIAKOBAHMIO Ha OGUUIHATBHOM
calTe KoJUIeIKa.



