AIMUHUCTPATIVA MYHUITUITAJIBHOT'O OKPYT'A «BOPKYTA»

MYHUIHUITAJIBHOE BIOJPKETHOE JOIIKOJIBHOE OBPA30OBATEJIBHOE YUYPEX/IEHUE
«IETCKUI CAJT Ne 103 « PYCAJIOUKA» T. BOPKYThI

YTBEPX/IEHO:

npuka3om 3asenyrouiero MbJ10Y
«erckuit cax Ne 103» r. BopkyTsl
Ne 36/1 ot 09.01.2025 1.

IMosoxenne 0 Mepax Mo HeIOMYIUEHUIO COCTABJICHUS HeopUIIUATBLHOMN
OTYETHOCTH U MCIOJIB30BAHUSA MOJAEJIbHBIX JOKYMEHTOB B
MBJOY «/lerckmii cag Ne 103» r. BopkyThl.

1. O6uue no10KeHUA
1.1. Hacrosmee IlomokeHne o0 Mepax TO HEAOMYIICHUIO COCTaBJICHHS HeOo(UIIMATbHON

OTYETHOCTH M MCHOJB30BAHMS MOIJEIbHBIX TOKYyMEHTOB B MBJIOVY «aerckuit cag Ne 103» r.
Bopkyrer (manee — [IlomoskeHuwe) pa3paboTaHO B TIENSIX HETOMYIIECHUS COCTaBIICHUS
HeOo(UIMATBHON OTYETHOCTU M HUCTIOJIB30BAaHUS TOMIENbHBIX ToOKyMeHTOB B MBJIOY «Jletckuit
cag Ne 103» r. BopkyTsl (manee - YupexieHue), B COOTBETCTBUU cO cTaTtber 13.3 denepanbHOTO
3akoHa ot 25 nexadps 2008 roga Ne 273-D3 «O mpoTHBOICHCTBHN KOPPYITIIHI.

B ciuysae wu3meHeHus 3akoHonarenbcTBa Poccuiickoi  @Denepanuu, peryaupyromero
conepkanue Hacrosulero IlojoxeHHs, B HEro BHOCSTCS COOTBETCTBYIOUIUE TIONMPAaBKU U
JOTIOTHEHUSL.

1.2. TlomoxkeHue perJaMEHTHPYET MOPSAOK paboThl C JOKYMEHTaMH IIPH COCTaBJICHUU
OpUIMAIBHON  OTYETHOCTH, C JOKYMEHTaMHU, [PEACTaBIseMbIMH pPAOOTHUKAMH TMpU
TPYOOYCTpOicTBe (IuO0 B TMpolecce BBHIMOIHEHUS HWMHU JODKHOCTHBIX 00s3aHHOCTEH),
BBI3BABIIMMU OOOCHOBAHHBIE COMHEHHUS B MOJJIUHHOCTU M JOCTOBEPHOCTH, U3JIOKEHHBIX B HUX
CBEICHMI, C JIOKyMEHTaMH [PEACTaBIseMbIMU paOOTHUKaMU B IIpoliecce pean3aluu
NESITEIbHOCTH Y UPEkKICHHUS.
1.3. Hacrosmee [lonoxxenue o0s3aTenbHO 17151 IPUMEHEHHsI BCEMU pAaOOTHUKAMU Y UpexKICHUs,
HaXOJAIIMeCs B TPYIOBBIX OTHOIIEHUSX, BHE 3aBUCUMOCTH OT 3aHUMAaeMOM JOJKHOCTH H
BBITIOJTHSAEMBIX (DYHKIIUHA.
1.4. Hacrosimiee [lonoxkeHue BCTymaeT B CHJIy C MOMEHTAa €ro YTBEpXKACHHUS U JIEHCTBYET 10
MIPUHSTHS HOBOTO.

2. OCHOBHBIC IOHATHA U TEPMHUHBI
2.1. JIokyMeHT — MaTepHalbHBIi HOCUTENb C 3a(UKCUPOBAHHOW Ha HeM B I000H (opme
uHpopmalveld B BUAE TEKCTa, 3BYKO3AMUCH, M300pakeHUs W (MJIM) UX COYETaHUs, KOTOPBIH
MMEEeT PEKBU3UTHI, MO3BOJISIONINE €T0 WACHTU(DUIIMPOBATh, M MpeIHA3HAYEH Ui Tepeaadyud BO
BPEMEHH U B MPOCTPAHCTBE B LIEJSAX OOIIECTBEHHOT'O UCIIOJIL30BAHUS U XPAHECHHUS.
2.2. OpunmanbHplii JOKYMEHT — MHUCHMEHHBIM aKT, BBINIOJHEHHBIH Ha OYMaKHOM HOCHTEJE,
yIIOCTOBEPSIONINI KOHKPETHBIE (PaKThl M COOBITHS, KOTOPBIE BIEKYT 3a UCHOIB3YIOIIUX €ro JIUI
ompeseneHHbie nocneAcTBus. OQUIMATBHBIA JOKYMEHT JOJDKEH COJIepkKaTh YCTaHOBIICHHBIC
PEKBUBHTHL.
2.3.9x3eMIuIsIp — 00pasell THPAKUPOBAHHOTO TIOKYMEHTA, HICHTUYHBIN OpUTHHATY.



2.4.CratucTiueckasi OTYETHOCTh — CHUCTEMa KOJIMYECTBEHHBIX M KAueCTBEHHBIX IOKa3aTelei,
XapaKTePU3YIOIUX PadoTy YUpeKICHHS 3a ONPEACTICHHBIN CPOK.

2.5. «OtueT» - 3TO MUCHMEHHOE WMJIU YCTHOE COOOIICHHE MO KOHKPETHOMY BOTIPOCY, KOTOPOE
OCHOBAHO Ha JOKYMEHTAJIbHBIX JaHHBIX;

2.6. Buovl npumensiemou omyemHocmu:

- TOCyIapCTBEHHAs U BEIOMCTBEHHasi OTUETHOCTb - OTUETHOCTb, COCTaBJII€EMas Ha OCHOBE
YTBEPKICHHBIX YHHU(PHUIIMPOBAHHBIX (DOPM U B COOTBETCTBUU C YTBEP)KICHHBIMA HOPMATUBHBIMH
JOKYMEHTaMHU;

- BHYTPEHHSS OTYETHOCTH - pa3paOOTaHHBIE M YTBEPXKACHHBIC 3aBEAYIOMIMM YUPEKICHUS
Oonmanku. OO0s3aTENTPHBIMU PEKBH3UTAMH 3THUX OTYETOB SIBJISIOTCS: HAUMEHOBAHHME OPTaHU3aINH,
Ha3BaHHE BHUJA JOKYMEHTa, JaTa U HOMEp JOKYMEHTa, MECTO COCTaBJIEHHUS, 3arojlOBOK IO
TEKCTY, TIOJIHCh, TPU( YTBEPKICHUS WA PE30JTIONHUS 3aBEYIOIINM Y UPEIKICHHUS.

2.7. TlomyMMHHOCTE JIOKYMEHTOB YCTaHABIMBACTCS IMyTEM IPOBEPKH IOJIMHHOCTH MOJIITUCEH
JOJDKHOCTHBIX JIMII M COOTBETCTBUSI COCTaBIICHHS JOKYMEHTOB JaTaM OTPaXeHHS B HHUX
onepauuii, uHpopmanuu, GakToB U T.1.

2.6. Ilon HeIEHCTBUTENBHBIMYA JOKYMEHTAMU CJIEYET IOHUMATh:

- [ToTHOCTBIO U3TOTOBJICHHBIE (PUKTHBHBIE JJOKYMEHTHI MJIH TIOJTHHHBIE TOKYMEHTHI, B KOTOpPBIE
BHECCHBl WM3MCHEHUS ITyTeM TIIOJYUCTOK, JOTHCOK, WCIPABICHUS WM YHUYTOXXCHUS YaCTH
TEKCTa, BHECEHHS B HUX [OTOJHUTEIbHBIX JAHHBIX, TMPOCTABJICHUS OTTHUCKA IIOIIEIEHOTO
[ITaMIIa MJTH TTeYaTH | T.IL.

- dakThyuecKku SABISAIONIMECS MOIMHHBIMHU, HO COJIEpKalllie CBEIEHUS, HE COOTBETCTBYIOLIUE
neictButensHOCTH. OHM  COXPAHAIOT BHEUIHWE TMPHU3HAKM M PEKBU3UTHI HaIJIEKaLIUX
JOKYMEHTOB  (M3rOTaBIMBAIOTCS Ha oOQuUIMaIbHOM OJaHKe, COAEpXaT HaUMEHOBAaHHUE
JOJKHOCTEH M (haMIIMU JIUL, YIOJHOMOYEHHBIX UX MOANUCHIBAThH), OJHAKO BHECEHHBIE B HHUX
cBelieHus (TEeKCT, IU(POBHIC JaHHBIC) SABIAIOTCS chanbCUUIUPOBAHHBIMHU.

- BoiganHble ¢ HapylleHHEeM YCTaHOBJIEHHOTO MOPSIKa, T.€. B pe3yabTaTe 3JI0yNoTpeOiieHus
JOJIKHOCTHBIM JIMLIOM CITY>KEOHBIM IMOJIO)KEHUEM UJIM COBEPILEHUS UM XaJaTHBIX ACUCTBUI MpU
BbIJJaue 3TOT0 JOKYMEHTA.

- Hcnonp3oBaHue HENEHCTBUTENBHBIX JOKYMEHTOB 3aK/IIOUaeTCsl B HUX IPEICTABJICHUU B
KayecTBE OCHOBAHMUU [UIsl TPYIOYCTPOWCTBA, a TakKe IPOBEIEHUs JO00ro M3 JCHCTBHIA,
OTHECEHHBIX K KOMIETCHIINU Y UYPEKICHHUS.

3. lopsaok neiicTBUii NpU 00HAPYKEHHHU HCIOJIH30BAHNS NO1eIbHBIX JOKYMEHTOB H
COCTaBJIEHUSI HeO(PUIMATHHOH OTYETHOCTH

3.1.Ilpu oOHapyxeHUU cocTaBlieHHS HeO(DUIIUATbHOW OTYETHOCTH TOJLKHOCTHBIC JIHIIA, B UbU
IIOJIHOMOYHMS B COOTBETCTBUM C JODKHOCTHBIMH OOS3aHHOCTAMH BXOJHUT HOATOTOBKA,
COCTaBJICHUE, IMIPEJOCTABIIEHHE M  HAIpaBJICHUE OTYETHOCTH HECYT MEPCOHAIBHYIO
OTBETCTBEHHOCTH 3a COCTaBJIEHHE HEO(DUIIUAIBHON OTUYETHOCTH U UCTOIB30BAHUS MOIEIBHBIX
JOKYMEHTOB.
3.2. JIOMKHOCTHOMY JIMIy, OTBETCTBEHHOMY 3a COCTaBJIICHHE JOKYMEHTOB II0 CBOEMY
HaMpPaBJICHUIO JEATEIILHOCTH, HEOOXOIMMO BECTH HEMOCPEACTBEHHBIN KOHTPOJIb U PETYIASPHO
OCYILIECTBIIATH MPOBEJICHUE TPOBEPOK HA MPEIMET MOATUHHOCTH JOKYMEHTOB, 00pa3yIOIINXCs Y
CHEeHaNUCTOB (PaOOTHUKOB) YUpexKACHUS, HAXOSIIUXCS Y HETO B MPSMOM IO TYUHEHUH.
3.3.Ilpu mpoBeneHUH TPOBEPOK YUUTHIBATH, UYTO MOJJIUHHOCTH JOKYMEHTOB YCTAHABIMBAETCS
MyTEM MPOBEPKHU PEATBHOCTH UMEIOUIMXCSI B HUX MOAMUCEN JTOJKHOCTHBIX JIUI U COOTBETCTBHUSA
COCTaBIIEHUS TOKYMEHTOB JJaTaM OTPa)KEHHS B HUX omepanuii, nHpopmamnnu, (HakToB U T.1.



[Ipu 4YTeHUM NOKYMEHTOB, MOCJE YCTAHOBJIEHUS WX MOJUTMHHOCTH, MPOBEPATH JOKYMEHTHI IO
CYIIECTBY, TO €CTh C TOYKM 3pEHHUS JOCTOBEPHOCTH, 3aKOHHOCTH OTPAXEHHBIX B HHUX
X034WCTBEHHBIX onepanuii, nHpopmaruu, pakTax u T.1.
3.4.JlocTOBEpHOCTH OMEpaIyii, 3apUKCUPOBAHHBIX B JOKYMEHTAX, IPOBEPSIETCS U3YUYEHUEM 3TUX
B3aMMOCBSI3aHHBIX C HHMH JIOKYMEHTOB, OIPOCOM COOTBETCTBYIOUIMX JOJDKHOCTHBIX JIMII,
OCMOTPOM OOBEKTOB B HAaType M T.J. 3aKOHHOCTh OTPaXCHHBIX B JOKYMEHTax OIeparui
YCTaHABJIMBAETCS ITyTEM MPOBEPKH UX COOTBETCTBUS JCHCTBYIOIIEMY 3aKOHOIATEIILCTRY.
3.5.1Ipu BbIsBIACHUU (DAKTOB HCIOIB30BAHUS TOJICIBHBIX JTOKYMEHTOB HE3aMEeIUTEILHO
MHGOPMHUPOBATH 3aBEAYIOIIETO YUPEKICHUS, a TAKKE NMPHUHITH COOTBETCTBYIOIIHWE MEpPHI MO
HE/IOMYIIEHUIO COCTAaBJICHUS HEO(PHUIMATBHON OTYETHOCTH W WCIIOJIB30BAHHS MOJICTBHBIX
JTOKYMEHTOB.

4. 3akiII04UTeIbHASA YACTh
4.1. Hacrosmiee [lomokeHre BCTymaeT B CHUIy C MOMEHTa €r0 YTBEPKICHHS 3aBEIYIOUIHM
Yupexaenus u 1eicTByeT 6€CCpOUHO.
4.2. I3smeHeHus 1 TONOTHEHUS K [1010)KEHUIO YTBEPKAAIOTCS 3aBEYIONINM Y UPEKICHHUS.



