[Ipunoxenue No 1

k npukazy ['bY3 «MKb Ne 1 [I3M»
OT « fﬁ) /)'/ 2026 r. Neo i(j

INOJIOKEHHUE
0 Mepax HeIOMylUIeHHs COCTaB/IeHUsl HeopUIHANLHOH 0TYEeTHOCTH H
HCIO/Ib30BaHMS NOAe/IbHBIX J0KYMEeHTOB B I'ocyiapcTBeHHOM 0I01KeTHOM
yupexxaeHuu 3a1paBooxpanenns ropoga Mocksbl « Mndexnuonnas
KJAnHH4Yeckas 6osibHUNA Ne 1 lemapraMenTa 3ApaBooXpaHeHHsI TOPOJA
MockBbI»

1. O0uHe noJIoKeHus

1. Tlomoxenue O Mepax HENOMYIICHUS COCTABJICHUS HEOPUIMATbHOMI
OTYETHOCTH W WCIIONB30BAaHUS TIOAJENBHBIX JIOKYMEHTOB B l'oCylapcTBEHHOM
OrODKETHOM YUpeXIeHUH 3apaBooxpaHeHus ropoga Mocksbl «MHbexmmoHHas
KauHudeckas oonpHuIa Ne 1 JlemaprameHTa 34paBooXxpaHeHus ropojia MocCKBbI»
(manee — ITonoxenue, YupexaeHue) peryaupyer nopsiok padoTsl ¢ JOKyMEHTaMU
IIPH COCTABIEHHU O(DUIHUATBLHON OTYETHOCTH, C JIOKYMEHTaMH, IIPEeICTaBIAeMbIMU
pabOTHUKaMH @pU TPYJOyCTpoiicTBe (MO0 B TIpoIleCcCe BHIMOIHEHUS HMHU
JNOJKHOCTHBIX — OOsI3aHHOCTE#), BBI3BABIIMMH OOOCHOBAaHHBIE COMHEHHSA B
MOJJIMHHOCTH ¥ JOCTOBEPHOCTH, M3I0XKEHHBIX B HUX CBEIEHUM, ¢ JTOKyMEHTaMH
npefcTaBisieMbIMA pa0OTHUKaMU B IIpOLIECCe pealM3alyy  JIesTeTbHOCTH
YupexaeHus. _

2. Hacrosimee Ilonoxkenue pa3zpaboTaHO B COOTBETCTBMM co crarber 13.1.
denepansHoro 3akora oT 25.12.2008 Ne 273-®3 «O mpoTHBOJEHCTBUH
Koppymmm», TpyznoBeiM komekcoMm Poccwiickoit ®emepanuu, PenepanbHbIM
3akOoHOM OT 27.07.2006 Ne 152-@3 «O mepcoHalbHbIX JaHHBIX.

3. TlonoxkeHWe YCTaHABIMBAET NPOIEAYPY MOATOTOBKH U HANpABJIEHHUS
3asBJIEHMH B IPaBOOXPAaHHWTENbHbIE OpraHbl MO (aKTy I[OANEIKM HIIM
NpeJOCTaBIeHHs]  MOANEeNbHBIX HOKyMeHToB. 4. Hacrosmee Ilonoxenue
00s3aTENBHO 7S IPUMEHEHMS BCEMU paOOTHUKAMHU YUpexKAeHHUs, HaXOAAMMUCS
B TpPYJOBBIX OTHOIIEHHUAX, HE3aBUCHMMO OT 3aHUMAaeMOW IO/DKHOCTH U
BBITIOTHACMBIX (DyHKIUH.

2. OcHOBHBIE MOHATHS U TEPMHHBI
1. JlokyMeHT - MaTepHalbHBIH HOCHUTENb C 3a()MKCHMPOBAHHOHW HA HEM B
mo6oii Gpopme uHpopMaIHeil B BHIE TEKCTa, 3BYKO3AIMCH, H300payKeHns U (1K)
MX COYEeTaHMs, KOTOPBIA UMEET PEKBU3HTHL, ITI03BOJIIIOLIHE €r0 WIECHTH(OUIIMPOBATS,
W TpelHa3HAYeH Ui [epellaud BO BPEMEHM M IPOCTPAHCTBE B  LEJIX
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2. O¢puunanbHblii JOKYMEHT - [IMCHMEHHBIM aKT, BBIINOJHCHHBIM Ha
6yMajKHOM HOCHTEJE, yIAOCTOBEPSIONINI KOHKPETHbIE (PaKThl M COOBITHSI, KOTOPBIE
BIIEKYT [/ HCIIOJB3YIOIKX ero JIUIl Onpe/eNleHHbIe TocnencTust. OQuuranbHbii
JIOKYMEHT JIOJDKEH COJIepP/KaTh yCTaHOBJICHHbBIE PEKBU3UTHI.

3. Dx3emmaap - obpaszeln] TUPAKUPOBAHHOIO JIOKYMEHTa, HIEHTHYHBIN
OpHUTUHAILY.

4. CraTHCTHYECKAass OTYETHOCTb - CHUCTEMa KOJIHWYECTBEHHBIX U
KAUECTBEHHBIX IIOKa3aTejel, XapakTepusyrllux padory YupexueHwus 3a
OIIpeIeIEHHBIN CPOK.

Bupl npuMeHAeMOM OTYETHOCTH:

4.1. TocymapcTBeHHas M BeJIOMCTBEHHAs OTYETHOCTh - OTYETHOCTS,
cocTapsieMas HA OCHOBE YTBEPKIEHHBIX YHH(DUIMPOBAaHHBIX (opM W B
COOTBETCTBUHU C YTBEPKACHHBIMH HOPMATHBHBIMHU JIOKYMEHTAMU.

4.2. BHyTpeHHssi OTYETHOCTh - pa3pabdOTaHHble W YTBEPXK/ICHHBIE
pyKoBopuTeleM YUpexaeHus OaHKy.

O0s3aTenbHEIMI PEKBU3UTAMM 3THX OTYETOB SBJISIFOTC:

— HaMMEHOBaHME OpPTaHU3aLUH,

— Ha3BaHHe BUIA JOKYMEHTa,

— Jara ¥ HoMep JOKYyMEHTa,

— MEeCTO COCTAaBJICHHS,

— 3aroJIOBOK IO TEKCTY;

— TIOJIITHCE;

— rpud yTBepxKAeHMS (HA OTYETAX) WIIM PE30IMIOLMSA PYKOBOIUTEIL
Vupexaenus.

5. Iloj HeeCTBUTENBHBIMU JOKYMEHTAMU CJIe/lyeT TIOHUMATh:

5.1. TToJHOCTBIO U3rOTOBJIEHHBbIE (DUKTHBHBIE JOKYMEHTBI WJIM IIOJJIMHHBIE
JOKYMEHTBI, B KOTOpble BHECEHbl HM3MEHEHMsI IIyTeM IOAYUCTOK, JOIHCOK,
HCIIPAB/IEHHUS WM YHUYTOXKEHHUs YaCTH TEKCTa, BHECEHUS B HUX JIOTIOIHUTEIBHBIX
J@HHBIX, IPOCTABJIEHNS OTTUCKA ITOJIENBHOIO IITaMIIa UK IIeYaTH U T.1L.

5.2. MakTUUecKn SABJSIOIMECS IO/JIMHHBIMHU, HO COJIEpIKAII[HEe CBE/ICHUs, HE
COOTBETCTBYIOLIME AeHCTBUTENBHOCTH. OHM COXPaHSAIOT BHELIHWE MPU3HAKH H
PEKBM3UTHl HAJIEXKAIIMX [OKYMEHTOB (M3rOTaBIMBAIOTCA Ha o(HUITHATEHOM
GiaHKe, colepKAT HAVMEHOBAaHME JO/DKHOCTEH U JIMI, YIOIHOMOYEHHBIX HX
MOIIMACHIBATH), OJIHAKO BHECEHHBLIE B HUX CBEJCHUS (TexcT, HMPPOBBIE NaHHBIE)
ABISIOTCA ChanbcuPUIIPOBAHHBIMU.

5.3. BolanHble ¢ HApyIIeHHeM yCTaHOBIEHHOTO MOPSZIKA, T.€. B PE3YIbTATe
370ynoTpebIenns  JO/DKHOCTHBIM  JIHIIOM  CILyXKEOHBIM  TIOJIOKEHHEM I
COBEpILEHHs UM XaJlaTHBIX JIeHCTBUI [PH BbIa4e 3TOr0 JOKyMEHTA.

HokymeHT 3apeructpupoBaH Ne 10-23/26 ot 28.01.2026 Eropos B.H. (MKB Ne 1 'Y3)

I
Ctpanuua 4 u3 7. CtpaHuua cosgana: 28.01.2026 10:35 ; “‘. ML Gl le)




6. Hcrnonp3oBaHue HENEHCTBUTEIIBHBIX JOKYMEHTOB 3aKIIOYaeTcs B HX
IIpeJCTaBICHHMHU B Ka4eCTBE OCHOBaHUM JJIs TPYI0YCTPOMCTRA, a TaKXKe I JIFo00ro
U3 JEUCTBUM, OTHECEHHBIX K KOMIICTEHIIUH YUPEKICHHUS.

7. IlepcoHanbHele TaHHbIE HEOOXOAMMBIE Ul paboTonarens wHbopMaIus B
CBA3H C YCTAaHOBJICHHEM TPYIOBBIX OTHOIIGHHNM M Kacarouascs KOHKPETHOTO
paboTHHMKA, B IIPOLIECCE MCHOJHEHHS [JODKHOCTHEIX OOSI3aHHOCTEH IIpH
IPeJOCTABICHMH, IIOJYyYEHUM PYKOBOJAUTEIEM CBEACHUN, IPeNOCTaBIISIOUINX
JBIOTHI U TAPAHTHUH.

3. llopsigok MpoBepPKH JOKYMEHTOB HA NMOAJTHMHHOCTDH H COCTABJICHHS
O(pUIHANBHOH OTYETHOCTH

1. JIo/DKHOCTHOE MU0, OTBETCTBEHHOE 33 COCTaBJIEHHE MOKYMEHTOB IIO
CBOEMY HAIPABIICHUIO JESATENbHOCTH, BENeT HENMOCPEACTBEHHBIM KOHTPOJIb H
PETyJISIPHO OCYIIECTBISIET TPOBEIACHHE MPOBEPOK HA INpPEeaAMET IOMTHHHOCTH
JNOKYMEHTOB, NOATrOTaBIUBAEMbIX PAOOTHUKAMHU YUPEIKICHHS, HAXOIAIIUXCSA Y HETO
B IIPSIMOM TTOJIYMHEHHH. '

2. Ilpu npoBeleHUU MPOBEPOK YUUTHIBATh, YTO MOMIMHHOCTh JOKYMEHTOB
YCTaHABJIMBAETCS IIyTEM IPOBEPKU PealbHOCTH HMEOIIHXCS B HHUX TOANHCEH
JOJDKHOCTHBIX JIML M COOTBETCTBUS COCTABJICHUS JOKYMEHTOR AaTaM OTPaKEHHS B
HUX onepauuid, nHpopmaluu, GakToB U T.J1.

3. Ilocne ycraHOBIIEHUS TOJIMHHOCTH JIOKYMEHTOB, HEOOX0AMMO MPOBEPUTD
JAOKYMCHTBI IO CYIHIECTBY, TO €CTh C TOYKH 3pPCHUA JOCTOBEPHOCTH, 3aKOHHOCTH
OTpa)KeHHBIX B HUX XO3SIHCTBEHHBIX ONepalui, HHpopMaluu, GakToB U T...

4, JlocToBepHOCTH oOllepaluii, 3adHUKCHPOBAHHBIX B JIOKYMEHTAX,
[pOBEPSAETCS U3yUEeHHEM 3TUX U B3aUMOCBS3aHHBIX C HUMHU JJOKYMEHTOB, OI[POCOM
COOTBETCTBYIOIINX JTODKHOCTHBIX JIMI], OCMOTPOM OOBEKTOB B HAType H T.]I.

5. 3aKOHHOCTh OTPAKEHHBIX B JOKYMEHTax OIlepaluii ycTaHaBIUBAETCS
Iy TEM IIPOBEPKU UX COOTBETCTBHS IEHCTBYIOIEMY 3aKOHOAATENLCTBY PoCCHICKO#
denepanuy. '

6. Ilpu BbIIBICHHM (AKTOB HCIIOIB30BAHUS TOJAMCILHBIX JOKYMEHTOB
HEOOXOIUMO He3aMeJTIUTEILHO MPOUH(OPMUPOBATE PYKOBOIUTENS Y UpeKIEHNUS,
a TaKKe MPHHATH MeEpbl [0 HEJOMYILIEHHIO COCTABICHUs HEO(PUIMATIBHON
OTYETHOCTH W MCIIOJIb30BAHUS MTOAAEIbHBIX JOKYMEHTOB.

4. JleiicTBusi paGOTHHKOB NPH BO3HHKHOBEHUH COMHEHHIl B
NOAJTHHHOCTH NMPeACTABJIEHHBIX JOKYMEHTOB
l. B ciyyae BO3HHMKHOBEHHsI 0OOOCHOBAaHHBIX COMHEHHH B TMOMIHHHOCTH
NpeACTaBIeHHBIX JOKYMEHTOB M JOCTOBEPHOCTW coJepialiedics B HHX
uHpopMaIK, PaObOTHUKU YUPEeKJICHUsI, OCYLIECTBISAIOIME HENOCPEICTBEHHYIO
00paboTKy W y4YeT KOpPPEeCHOHAEHLUH JMOO0 IpaBOBYIO 3KCIEPTU3Y, OOA3aHEI
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IPENNPUHATE MEPEI, HAllpaBIEHHBIE HA YCTPAHEHHWE BO3HHKINKX COMHEHHMH M
NOJIyYeHHE JOTIOMHHTEIbHbIX CBEICHHUI.

2. Ilpy BO3HHUKHOBEHMH Yy pabOTHHKOB VYUpeXIeHHS COMHEHUH B
NOJMHHOCTH JOKYMEHTa, JIUII0, OOHApPYIKUBIIee TIO//IeNbHEIA JOKYMEHT, 0053aH0
He3aMeUIUTEeNIbHO COOOIUTh (B BHE NOKIAIHOU (CiIyxkeOHO) 3armucKi) 06 9ToM
PYKOBOZMTENA YUpPEKICHHUS JUIs NPUHITUS JalbHEHIIero pemieHus C IeNbIO
NPOBEPKH [OJAJHHHOCTH ITOCTYIUBIIMX JOKYMEHTOB OT pabOTHHKA.

3. Cenenust 00 0Opa3zoBaHUM PabOTHHUKA IIPUPABHUBAIOTCS K MEPCOHATBLHBIM
HaHHBIM. Bce mepcoHanbHBIE HaHHBIE PadOTHUKA CleAyeT TOJIy4YaTh OT HETO
camoro. Ecnu mepcoHanbHele JaHHbIE pa0OTHHKA BO3MOXKHO MOJYYHUTH TOIBKO Y
TPEThEeM CTOPOHEI, TO PAOOTHUK J0JDKEH OBITH yBeIOMIIEH 00 3TOM 3apaHee, U OT
HEro JOJKHO OBbITh [OJIy4YeHO MUChMEHHOE COTJIACHE.

5. PaboTHUK, OTBETCTBEHHBIA 3a MPOBEPKY MOAIMHHOCTH JAOKYMEHTOB IPH
TPYIOYCTPOHCTBE, 00s3aH COOOIINTH PabOTHHKY, MPEJIOCTABUBIIEMY TOKYMEHT,
BBI3BIBAIOLIMM COMHEHME B €ro IOMJIMHHOCTH, O LEIIX, IpeAronaraeMbIx
MCTOYHUKAX U CII0co0ax M0JIyuYeHUs NePCOHATBHBIX TaHHBIX, a TAKIKE O XapakTepe
1 [IOCIIEACTBUAX OTKa3a pabOTHHUKA [[aTh MMCbMEHHOE COTJIACHE HA UX MOJy4YeHHeE.

6. [loce odopmitenus corsiacus pabOTHHKA Ha IOJydYeHHE MepPCOHATbHBIX
JAHHBIX, B COOTBETCTBUU C 3aKOHO1aTebeTBOM Poccuiickoi denepaiuu, B ciyyae
NPUHATUSL PYKOBOJUTENEM YUpeXKJEeHUs pelleHHs O HalpaBlIeHWH 3ampoca B
WHCTAHIUIO, BBIIABIIYIO JOKYMEHT, BBI3BIBAIOIINA COMHEHHE B €0 IOJTAHHOCTH,
JIAaHHOE pelleHue JOBOJIUTCS 10 pabOTHUKA, MPEIOCTABUBIIErO JIOKYMEHT, W
HaIpaBIsieTCs 3apoc B aIpec 3TON MHCTAHIIHH.

7. 3anmpoc B HHCTAHIMIO, BBIOABIIYIO TOKYMEHT, BbI3bIBAIOIUN COMHEHHUS B
ero TO/UIMHHOCTH, peructpupyercss B JKypHane peructpaluul 3ampocoB Ha
TIOJITBEPIKICHHE TIOJUTMHHOCTH JOKYMEHTOB C YKa3aHHeM ITOCIIeIyIONIEr0 OTBeTA.

8. B cimydae nonmydeHus HOJOXKUTEIBHOIO OTBeTa (yKa3aHHUS B JOKYMEHTE
MH(OpPMALIUK HECOOTBETCTBYIOLLEH JEHCTBUTEIBHOCTH WJIM JOKYMEHT He
BBIJIABAIICS JAHHOI HHCTAHIHEH U Ip.) PYKOBOIHTENb Y UPEXIeHHS pACCMATPHBACT
IIpe/ICTaBIeHHbIEC NOKYMEHTBI U IIPUHUMAET PEIEHUE O HAllpaBICHHUM 3asBJICHUA O
IPU3HAKAX COBEPIICHHOTO MPECTYIIEHUS B IIPABOOXPAHUTENBHBIE OPraHbl.

9. CnyxeOHble (IOKITaIHbIE) 3aMCKH W MPUIOKEHHbIE K HUM MaTepuasl
nepejaloTes JIMIY, OTBETCTBEHHOMY 3a IIPOTUBOAECHCTBHE KOPPYIIMH s
odopmIIeH!sI 3asBIEHUS B IPaBOOXPAaHUTENIbHbIE OPTaHbl.

0. IlpencraBieHHble B YUpexIeHHe HeeHCTBUTEIbHBIE JOKYMEHThI HIIH UX
KOITMH He TIOANeKaT BO3BpaTy B CBA3M € HX BO3MOXHOM BBIEMKOH
IPaBOOXPAHUTENBHBIMU OPraHaMU U IIOCIEAYOLIMM [PU3HAHHEM BEIECTBEHHBIMU
J0Ka3aTeIbCTBAMH.
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S. Iloaroroeka M HanpasJ/ieHHe B IPABOOXPAHUTEIbHBIE OPraHbI
3asiBJICHHH O COBEPIIEHHH NMpecTynJIeHust
1. Ha ocHoBaHMM yKa3aHWs pPYKOBOIMUTENA YUpexaeHus 1o (akTy
NPEACTaBIeHUss  IMOJIEIbHLIX  JOKYMEHTOB  JIMIIO, OTBETCTBEHHOE  3a
[IPOTHBOJEHUCTBUE KOPPYILUHUH, B TEUEHHUE NATU JHEH TOTOBUT 3asiBICHHE U
[pyJlaraeMele K HeMy MaTepualibl HallpaBisilOTCA B IPaBOOXPAHUTENBHbBIE OPIaHEbl.

6. OTBEeTCTBEHHOCThH

1. Tlpu oOHapy)eHUH (axTa COCTaBICHHS HEOPHUIUANTBHOW OTYETHOCTH,
JOJDKHOCTHBIE TUIA, pAOOTHUKH YUpPEKJIeHHUs, B UYbH ITOJTHOMOYHS B COOTBETCTBHH
C  IOJDKHOCTHBIMH  OOSI3aHHOCTSIMH  BXOIUT  TIOATOTOBKA,  COCTABIICHHE,
NpeJocTaBlIeHue M HalpaBlIeHHe  OTYETHOCTH, HECyT  IepCOHAIBHYIO
OTBETCTBEHHOCTh 34 COCTaBJIeHHE HEO(DHIHMATEHOW OTYETHOCTH U MCIIOJIb30BAHKS
MOAIENIBHBIX JIOKYMEHTOB.

2. PaboTHMKH, OCYIIECTBUBLIME IOAAENKY U (WIH) TIpeIOCTABHBIIHE
MOAJENbHBIE  JOKYMEHTbl  HECyT  OTBETCTBEHHOCThb,  IIPELyCMOTPEHHYIO
OEUCTBYIOLIUM 3aKoHOaTenbcTBOM Poccuiickoil Denepaliuu.

7. 3aKkII0YHTEIbHBIE 0JI0KEHHS
1. Hacrosiiee [Tosio)keHue BCTYIIAeT B CHIIY ¢ MOMEHTA er0 YTBEPIKIEHUS U
ACUCTBYeT OECCpOUHO (10 TIPUHSATHS HOBOTO).
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