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I. OGune moJi0KeHU

1.1. Hacrosimee IlomoxeHne o Mepax IO HENOMYIIEHUIO COCTaBICHUS
HEO(DHITHATBHOM OTYETHOCTH W HCIIONB30BaHUS IOJJENbHBIX IOKYMEHTOB (maiee -
IMomoxenwue) B I'BY JIO PII «Jlercko-toHOmIeckass aBTomKoia» (majgee — ABTOIIKOJA)
pa3paboTaHO B COOTBETCTBHUM cO cTaTtheil 13.3 DenmepanbHOro 3akoHa OT 25 mekadps
2008 1. Ne 273-@3 “O npoTUBOAEHCTBIY KOPPYIILIUH .

1.2. IlonoxxeHue periiaMeHTUPYEeT MOPANOK paboTel C JOKyMEHTaMH IpH
COCTaBICHWM OQUIMATGHOW OTYETHOCTH, C JOKYMEHTaMH, IIpeICTaBIsSeMbIMU
paboTHUKAMU TIpH TPYOOYCTPOHCTBe (MuOO B TMpollecce BBHINOIHEHHS HMH
IOJDKHOCTHBIX 00s3aHHOCTE ), BBI3BaBIIMMHU 00OCHOBAaHHbBIE COMHEHHS B TOTHHHOCTH
U JIOCTOBEPHOCTH H3IIOKEHHBIX B HUX CBEJCHUM, C JTOKYMEHTaMH IPeACTABISIEMBIMA
pabOTHHUKAMU B TIPOIIECCE PEATU3aIIAH AeATeIbHOCTH ABTOIIKOJIEIL.

1.3. IlonoxeHuwe ycTaHaBIWBaeT IMPOLENypy IOATOTOBKM M HANpPaBICHUS
3asBIICHUY B IIPaBOOXPAHUTENBHBIE OPTaHbl O COBEPIIEHHOM IPECTyIUICHUH.

1.4. Hacrosmee Ilomoxxenne oO0s3aTeNnbHO I TNPHMEHEHUS BCEMH
paboTHUKaMU ABTOIIKOJIBI, HAXOASAIIHECS B TPYIOBBIX OTHOIIEHHSX, BHE 3aBUCUMOCTH
OT 3aHUMaeMOH JTOJDKHOCTH U BHITIONHIEMBIX (YHKITHH.

1.5. Hactosmee ITonoxxeHue BCTymaeT B CUIIy C MOMEHTA €T0 YTBEPXKIEHUSI U
NEHCTBYET 10 IPUHSITHUS HOBOTO.

II. OcHoBHBIC MOHATHS U TEPMHHBI

2.1. JlokymeHT — MaTepHallbHbI HOCHUTENb C 3aMKCHPOBAHHON Ha HEM B
mo0boii Gopme mHOpMAaIHEel B BUIE TEKCTa, 3BYKO3AIKCH, U300pakeHus U (WIH) UX
COUYETaHUs, KOTOPHI HMEeT PEKBU3MUTHI, IMO3BOJISIONIAE €r0 WIeHTU(UIUPOBATH, U
[IpeAHa3Ha4yeH I Mepefadd BO BPEMEHU U B IIPOCTPAHCTBE B IENIIX OOIIECTBEHHOTO
VCITOJI30BaHUs U XpPaHESHHS.

2.2. OdunuanbHbIi JOKYMEHT — THCbMEHHBIA aKT, BHIIIOJIHEHHBIA Ha
OyMaXHOM HOCHTENe, YAOCTOBEPSIOIINN KOHKpeTHBIE (DaKThl U COOBITHS, KOTOpBIE
BIIEKYT 32 MCIOJB3YIOIIMX €ro JIHI ompeleieHHble mocheacTBus. OdUinanbHbId
JOKYMEHT JIOJDKEH COIEep)KaTh yCTAHOBJIEHHBIE PEKBU3UTEHI.

2.3. Ix3emmasgp — oOpaszell THPAKAPOBAHHOTO MOKYMEHTa, WUIEHTUIHBIA
OpUTHHAIY.

2.4. CraTucTHYecKkasi OT4YETHOCTb — CHCTEMa KOJMYECTBEHHBIX W
KaueCTBEHHBIX  TIOKa3aTelel, XapaKTepu3upyrommx padoTy  aBTOIIKOJBI 34
OIIpENEJIEHHBIN CPOK.

2.5. Buabl mnDpuMeHAeMOH OTYETHOCTH: - TOCYIapCTBEHHas U
BEIOMCTBEHHAs] OTYETHOCTb - OTYETHOCTh, COCTAaBJIsieMas Ha OCHOBE YTBEP>KIEHHBIX
YHUDUIIMPOBAHHEIX (OPM M B COOTBETCTBHH C YTBEPXKIECHHBIMH HOPMAaTUBHBIMU
IOKyMEHTaMH; - BHYTPEHHSS OTYETHOCTh - pa3pabdOTaHHBIE U YTBEP)KICHHEIE
IupexTopoM YupexnaeHus Omanku. OO0s3aTeNbHBIMH PEKBH3UTAMHU 3TUX OTYETOB
ABIISIIOTCS: HAUMEHOBaHHE OpPTaHU3aIlid, Ha3BaHKe BHUIa TIOKyMEHTA, 1aTa U HOMep

JAOKYMEHTa, MECTO COCTaBJICHHMA, 3arojioOBOK IIOATEKCTY, IIOAIINCH, l"pI/I(b

yTIBEpXKIeHUs (Ha OoT4eTax) WM PEe30JIOIHS IUPEKTOpa KoJuleka (Ha CIIpaBKe
OTYETHOTO XapaKTepa).



2.6. ITox HemeicTBUTENBHBIMU TOKYMEHTaMH CIeyeT TIOHUMATh:

2.6.1. IToTHOCTBIO M3TOTOBJIEHHBIE (GDUKTHUBHBIC NOKYMEHTHI WM IOIJIUHHEBIE
TOKYMEHTHI, B KOTOpbl€ BHECEHBl W3MEHEHMsS IIyTeM TIOJYHUCTOK, JOIKCOK,
WCIIPABIICHUS] WA YHWYTOXXEHHUS YacTU TEKCTa, BHECEHWS B HHUX JOIOJHHTEIBHBIX
NaHHBIX, MPOCTABJIEHHS OTTHUCKA IIOAJEIBHOIO INTaMIla MO HedaTd u T.OI. 2.6.2.
@DaxkTHYeCKH  SABIMIOLIKECS IIO[UIMHHBIMH, HO  COJEpXXalllie CBeleHus, He
COOTBETCTBYIOIIUE JEHCTBUTENBHOCTH. OHM COXpaHSIOT BHENIHHE IPU3HAKH U
PEKBHU3HUTHl HAIIEXKAMMX NOKYMEHTOB (M3rOTABIMBAIOTCS HA O(QUIHAIBLHOM OJIaHKE,
CollepKaT HaMMEHOBAaHHE MNOJDKHOCTEH U (aMWIMM JIUI, YIOJHOMOYEHHBIX MX
IOZNKCEIBATh), OJHAKO BHECEHHBIE B HUX CBeICHUS (TeKCT, HMUGPOBBIE IaHHEBIE)
ABILIOTCA CHaTbCUMUITAPOBAHHBIMH.

2.6.2. BrinanHble ¢ HapylleHHEeM yCTAaHOBJIEHHOTO IMOPSIKa, T.€. B PE3yibTare
3JI0yTIOTPEONEHUs JODKHOCTHBIM JIUIIOM CIY)KeOHBIM TOJI0KEHHEM HIIH COBEPILIECHMUS
UM XaJIaTHBIX IEUCTBUU MPHU BBIJIaue 3TOTO JOKYMEHTA.

2.7. Hcnonp3oBaHWE HENEHCTBUTENBHBIX JOKYMEHTOB 3aKIFOYaeTCs B  HX
IIPEACTAaBIIEHHY B Ka4eCTBE OCHOBAHWM U1 TPYHOYCTPOMCTBA, a Takke IPOBENCHUS
M000r0 U3 efcTBUM, OTHECEHHBIX K KOMIIETEHITUY YUPEXK ICHHUS.

2.8. IlepconanbHble JaHHbIE - HeoOxomuMas st pabotomatess HHGOPMAIIUSI B CBI3H
C YCTaHOBJIEHUEM TPYIOBBIX OTHOILIEHUX U KacaroIiasicsi KOHKPETHOTO paOOTHHKA.

III. Ilopsimok mNpPOBEpPKH HOKYMEHTOB HA MNOMJHHHOCTH H COCTABJICHHS
o(pUIUAIBLHONH OTYETHOCTH

3.1. JIOIKHOCTHOE JHUI0, OTBETCTBEHHOE 3a COCTABJEHHE IOKYMEHTOB IO CBOEMY
HaIlpaBJIeHUIO NEATEIBHOCTH, BENET HENOCPEICTBEHHBIA KOHTPOJIb M PETYISIpHO
OCYIIECTBJIET IPOBEACHUE IIPOBEPOK HA MpeaMeT IOMJIUHHOCTH JOKYMEHTOB,
o0pasylommxcsi y paOOTHUKOB ABTOINKOJBI, HAaXOISIIUXCS y HEro B IPIMOM
IIOYMHEHUH.

3.2. Ilpu 1npoBeneHWMM IIPOBEPOK YUWUTHIBATh, UYTO MOJIMHHOCTH JTOKYMEHTOB
YCTaHABIUBAETCA ITyTeM MPOBEPKUA PEATbHOCTH HWMEIOIIMXCS B HUX MOAMIHCEH
JOJDKHOCTHBIX JIUI] A COOTBETCTBHSI COCTABICHMS JOKYMEHTOB JaTaM OTPaKEHUS B HUX
onepanuii, uHpopmauu, GakToB U T.H.

3.3. Ilpu ureHMU TOKyMEHTOB, [TOCIIE YCTAHOBIEHUS UX MOAITMHHOCTH, HEOOXO0IUMO
IIPOBEPATH TOKYMEHTHI, 110 CYILIECTBY, TO €CTh C TOYKU 3PEHHUSI IOCTOBEPHOCTH,
3aKOHHOCTU OTPKEHHBIX B HUX XO35SUCTBEHHBIX Ollepaliiii, HHpopMamun, Gakrax u
T,

3.4. JlocToBepHOCTh ollepaiuii, 3a(UKCUPOBAHHBIX B JOKYMEHTax, IIPOBEpseTcs
U3y4eHHEM OTUX W  B3aWMOCBS3aHHBIX C HUMH  JOKYMEHTOB, OIPOCOM
COOTBETCTBYIOIIXX JOJDKHOCTHBIX JIUI, OCMOTPOM OOBEKTOB B HATYpE U T.J.

3.5. 3aKOHHOCTHP OTpPaXEHHBIX B JOKYMEHTaX OIepaluii YCTaHABIUBAETCS IIyTeM
IIPOBEPKU UX COOTBETCTBUS IEUCTBYIOIIEMY 3aKOHOIATEIIbCTRY.

3.6. IIpu BEIsIBIEHUU (DaKTOB MCIIOIH30BAHUS MOANETHHBIX HOKYMEHTOB HEOOXOIHUMO
He3aMeJIUTEIHO MPOMH(OPMUPOBATH TUPEKTOPA aBTOIIIKOJIBI, & TAK)Ke PUHATH
COOTBETCTBYIOIIME MEPHI II0 HEJOIYIIIEHUIO COCTaBIEHU HEOPHUIIUATbHOU OTYETHOCTH
Y VICIIOJIb30BAHUS MOAAEIBHBIX TOKYMEHTOB.



IV. eiictTBusi pa0OTHHKOB INpPH BO3HHKHOBEHHH COMHEHHMH B MNOJJIHHHOCTH
NmpeIcTABJIEHHBIX TOKYMEHTOB

4.1. B cnydyae BO3HHUKHOBEHHS OOOCHOBAaHHBIX COMHEHHH B ITOIJIMHHOCTH
IIPENICTABICHHBIX JOKYMEHTOB (JIWILJIOMOB, YAOCTOBEpEHHUH, CEpTUDHUKATOB) U
IOCTOBEPHOCTH, CcoJepamleiics B HUX, HHQOpManuu paOOTHHUKHA aBTOIIKOIEI,
OCYIIECTBIISIONTINE HEMOCPEICTBEHHYI0 00pabOTKy U y4eT KOPPECHOHISHIMU JH00
IIPaBOBYIO SKCIIEPTU3Y, 00513aHBI MpeIIPUHIMATh MEphI, HAPaBJIeHHbIE Ha YCTPaHEHHE
BO3HMKIIINX COMHEHUU U Ha MOJyHYeHHE TOTIOJHUTEIBHBIX CBEICHUIA.

4.2. Ilpu BO3HUKHOBEHHMH Yy pabOOTHHWKa aBTOMIKOJHI COMHEHHH B TOIMHHOCTHU
IOKyMEHTa, OH 00s13aH He3aMeJIUTEIbHO COOOIMUTD (B BHIE CITyKeOHOM (IOKIaIHOI)
3alMCKH) 00 3TOM IUPEKTOPY AaBTOIIKOJBI JJIs MPUHATHS JAITBHEWINEro peIieHus ¢
IENBI0 IPOBEPKH IOUIMHHOCTH IIOCTYIHUBIIMX JOKYMEHTOB OT paOOTHHKA IIpU
TPYLAOYCTPOMCTBE.

4.3. PaOOTHUK, OTBETCTBEHHbIM 3a TIPOBEPKY IOAJMHHOCTH TOKYMEHTOB IIpU
TPYIOYCTPOMCTBE, CHUMAET KOIHMU C IPEAOCTABIEHHBIX JOKYMEHTOB (AWIUIOMa 00
00pa30BaHUM U MHBIX JOKYMEHTOB) M TPOBOIUT NIEPBUYHBIN BHU3YyaTbHBIN aHAJIH3.

4.4. Csemenus o0 oOpa3oBaHMM pa0OTHWKA IPHUPABHUBAIOTCA K IEPCOHAIBHBIM
nanHsM. CornacHo 1. 3 ct. 86 TK P® (ananornynas HopMa CONEPIKUTCS TaKke B Il 1
n.2 cr. 10 ®@enepansHoro 3akona ot 27.07.2006 r. Ne 152-®3 “O mepcoHaIBHBIX
IAHHBIX ) BCE IEPCOHANBHbBIE NaHHbIe PA0OTHHKA CIeyeT MOJydaTh OT HEro caMoro.
Ecnu mepcoHanbHble NaHHBIE pabOTHHKA BO3MOXKHO IOJYYHTH TOJBKO y TpeTbei
CTOPOHBI, TO PaOOTHUK JOJDKEH OBITH yBeIOMIIEH 00 3TOM 3apaHee, U OT HETro IOJDKHO
OBITH OJIY4YEHO MUCEMEHHOE COTJIACHE.

4.5. PaOoOTHMK, OTBETCTBEHHBI 3a MPOBEPKY MOMJIHUHHOCTH JIOKYMEHTOB IIpU
TPYLOYCTpOHCTBE, 00s13aH COOOLUTE pabOTHUKY, IIPEIOCTABHBIIEMY JIOKYMEHT,
BBI3LIBAIOIINY COMHEHHE B €T0 IMOJJIMHHOCTH, O IIeJis, MPEeANoiaraeMbIX HCTOUHUKAX U
criocobax MOyuYeHUs TMepCOHATBHBIX MAHHBIX, a TaKXKe O XapakTepe M IOCIEACTBHIX
OTKa3a pabOTHHKA J]aTh MUCHMEHHOE COTJIache Ha UX TOJIyJIeHHUE.

4.6. Ilocne opopmienus cornacusi pabOTHUKA Ha MOIy4YeHHEe EPCOHATBHBIX TaHHBIX, B
COOTBETCTBHUH C 3aKOHOAATeNbCTBOM P®D, B cilydae MpUHSTHS AUPEKTOPOM PEIISHUS O
HaIIpaBJIEHUH 3allpoca B MHCTAHIIUIO, BBIAABIIYIO IOKYMEHT, BhI3bIBAIOIINNA COMHEHUE B
€ro IOIJVHHOCTH, [aHHOE pelleHWe HOOBOAUTCS IO PYKOBOIUTENS WHCTAHIIWH,
IIPEIOCTaBUBIIIETO TOKYMEHT, U HATIPABISIETCS 3aIIPOC B aJ[pec STOH MHCTAHITUY.

4.7. 3ampoc B WHCTaHIMIO, BBIAABIIYIO TOKYMEHT, BBI3bIBAIOIIWNA COMHEHHUS B €rO
IIOMJIMHHOCTH, peructpupyercsa B XKypHaie peructpaliiil 3apocoB Ha IMOITBEPXKICHUE
noanuHHOCTH foKyMeHTOB ([Ipunoxkenue Ne 1) ¢ ykazaHHeM MOCIEIyIOIIEro OTBeTa.

}KypHaﬂ perucTpaliin 3aIllpOCOB BEACTCA H XPaHUTCA Yy JIMIA, OTBETCTBEHHOI'O 3a
HpOTHBO,[[GfICTBPIe KOPPYIIIIUHU B aBTOIIKOJIC.

47. B ciydae TONy4YeHHUS TIOJNOXKUTEILHOTO oOTBeTa (yKa3aHUs B JOKyMEHTE
UHOOPMAITKM HECOOTBETCTBYIONIEH MEeHCTBUTETHPHOCTH WM JOKYMEHT HE BBIIABAJICA



IaHHOW WHCTAHIMEeH W [Ip.) AUPEKTOp aBTOIIKOJIBI PACCMAaTPUBAET IPeICTaBIECHHEIE
NOKyMEHTHl W NpPUHUMAeT peIIeHHe O HalpaBlIeHUH 3asiBI€HHS O MPH3HAKaxX
COBEPIIEHHOTO TIIPECTYIUIEHHUS B IIPaBOOXpPAHUTENBHBIE OpraHbl B  IOPSKE,
npenycMorpeHHoM [lonokeHWeM O COTpPYAHHYECTBE C MPABOOXPAHUTENLHBIMU
OpraHaMu.

4.8. CnyxeOHble (OOKTaIHbIE) 3alUCKH W NPUIOKEHHBIE K HHUM MaTepHalIbl
TIIepeJaloTCs JIUIY, OTBETCTBEHHOMY 3a IIPOTUBOJIEUCTBHE KOPPYIILIUH I 0GOPMIIEHHS
3asBIICHU B IIPABOOXPAHUTENBHBIE OPTaHBI.

4.9. IlpencraBieHHbIe B aBTOIIKOJNIE HEACHCTBUTENbHBIE JOKYMEHTEI MM UX KOIIMH HE
IIO/IJIeXaT BO3BpAaTy B CBA3M C HX BO3MOXHOM BBIEMKOW INPaBOOXPAHUTEIbLHBIMH
OpraHaMH Y IOCIEIyIOMUM IIpU3HAHNEeM BEIIeCTBEHHBIMH TOKa3aTeIbCTBAMH.

V. IloaroroBka M HampaBjeHHe B NPAaBOOXPAHUTENbHbIE OPraHbl 3asiBJCHHI 0
COBEpLICHUH MPecTyIeHHSs

5.1. Ha ocHOBaHMU IIMCBMEHHOTO YyKa3aHWs TUPEKTOpPa AaBTOINKOJBI JIKIIO,
OTBETCTBEHHOE 34 IIPOTUBOACUCTBUAE KOPPYILIUH, B TeUeHUE 5 qHEH rOTOBUT 3asBIICHHS
U IpujlaraeMble K HHUM MaTepuanbl, KoTopble B mopsake crT. 141 VIIK PO
HAIpPaBIIAIOTCA B IIPaBOOXPAHUTEIBHbBIC OPTaHbI 3a MOIKMCHIO JUPEKTOPA aBTOIIKOJIEL.
5.2. 3asBieHWE B IIPaBOOXpPAHUTENBHBIE OPTaHbl O MPU3HAKAX COBEPIIEHHOIO
IpecTylieHus (IIPeOCTaBIeHUs IOANCIBHBIX JOKYMEHTOB) PpETUCTPHPYETCS B
XKypHane perucrpanuu 3asBISHHAN B MPaBOOXPAHUTETHHBIE OPraHbl O COBEPIIEHHOM
npectymiennn (IIpunoxerne Ne 2) ¢ ykazaHHeM B MOCIENyONIEM pelieHus. JKypHai
PETHCTpallMi 3asABIIEHUM BENETCS W XPaHUTCA Yy JUIA, OTBETCTBEHHOIO 3a
IIPOTUBOJENCTBHE KOPPYIIINH B YUPEKICHUH.

5.3. Ilpu yctpolicTBe B aBTOINKOJy ITOCTAHOBIEHHMS 00 OTKase B BO30YXKIECHUH
YTOJIOBHOI'O JieJia JIMIO, BEIHECEHHOTo nopsake 4. 1 cr. 148 VIIK P®, orBeTcTBeHHOE
32 MPOTHUBOAEHUCTBHE KOPPYILUHU, COITIACOBBIBAET C TUPEKTOPOM IiejecooOpa3HOCThb
IAJIbHENIIeTr0 00kaJoBaHusI YKa3aHHOTO II0OCTaHOBIIEHHS.



VI. OTBeTCTBEHHOCTD.

6.1. B ABToImKOIE 3aIIpeleH0 UCIONb30BaTh HEYTBEPKAECHHbBIE (DOPMEI OTIETOB, TH6O
OTYETHI, COIEpKalllie HEAOCTOBEPHYIO MHPOpMalWIO. B ciiyuae BEISBIEHHS IaHHBIX
(haxToB, paOOTHUKY MPUBIEKAIOTCS K IUCIUIUIMHAPHON OTBETCTBEHHOCTH.

6.2. Ilpu oOHapy>XeHHH COCTaBIEHHS HEO(DUIHAILHOM OTYETHOCTH IOKHOCTHBIE
JUIa, pabOTHUKH KOJUIEDKa, B YbHM ITOJHOMOYHS B COOTBETCTBHU C IOJKHOCTHBIMH
00s3aHHOCTAMU BXOIUT IIOATOTOBKA, COCTAaBJIEHWE, NPENCTABICHHE M HAIIPaBIICHHE

OTYETHOCTH, HECYT NEPCOHAIBHYIO OTBETCTBCHHOCTH 34 COCTaBJICHHE HGO(bHHHaJIBHOﬁ
OTYCTHOCTH 1 UCIIOJIB30BaHUS IMOAACIBHBIX JOKYMEHTOB.

VII. 3akiirounTesibHbIe MOJOMKEHH

7.1. Hacrosamee IlonoxxeHne MOMIEKUT 0OA3ATENLHOMY OINYONMKOBAaHHMIO Ha
o(ULIHaNTEHOM caiiTe aBTOIIKOJIEI.



