)
B / «YTBEPXJIAIO»
Hupextop T BYK r. Mockser «MITAKX»

N "‘._
" J{’ _ E.B. Croxymmssiit
\ /l | «@Y7 » utons 2025 r.

INOJIOKEHUE S A4
H HCIO/Ib30BAHHS NOAIeJIbHBIX JOKYMEHTOB B paboTe
T'ocynapcrBenHoOro 6101:KeTHOr0 yupesKaeHus KyJIbTyphl ropoaa MocKBsI
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1. OGmue mo1osKeHust

1.1.  IlonmoxeHue perymupyeT NOPSAOK paGoThl ¢ JOKYMEHTAMH IIPH COCTABICHHH
OGHUIHATEHON OTYETHOCTH, C JOKYMEHTAMH, PEICTABIAEMBIMA PaGOTHUKAME IIPH TPYAOYCTPOUCTBE
(6o B.mpolECCE BEHITIONHEHHS HMH JIOJDKHOCTHBIX OOS3aHHOCTEH), BBI3BABIIMMH 0GOCHOBAHHBIE
COMHCHUS B TIOJJIMHHOCTH M JOCTOBEPHOCTH, H3JIOKEHHBIX B HHX CBEICHHI, C JIOKyMEHTaMH
NPENCTaBIIeMbIMA pabOTHHKAaMH B TIpollecce peanus3anuu aesatedbHocTH ['BYK r. MOCKBBI
«MI"AKX».

1.2. Hacrosee Ilonoxenue o Mepax IO HEJONYLIEHHIO COCTAaBICHHsS HeOo(bHIHATBHOM
OTHETHOCTH ¥ MCIOJIb30BaHHUS IOJICNIBHBIX JIOKYMEHTOB (faiiee - [Tonoxenue) B ['o¢ynapcTBeHHOM
OIOIKETHOM ~ yYpEeXIEHHH KyIbTYypsl ropoga MockBel —«MOCKOBCKHE — TOCYHApCTBEHHBIN
aKaJIeMUICCKUH KaMEepHBIH Xop» (nanee - YupexaeHue) pa3paGoTaHO B COOTBETCTBHH CO CTAThe
13.1. denepanbroro 3akona ot 25.12.2008 Ne 273-®3 «O 11poTHBOAEHCTBHN KOPPYIILIALY, TpynoBem
KozmekcoMm Poccuiickoit @eneparuun, PenepanbHbiM 3akoHOM oT 27.07.2006 Ne 152-®3 «O
IIEPCOHANBHBIX TaHHBIX).

1.3.  Tlonoxenue ycraHaBmMBaeT Ipoueaypy NOATOTOBKH H HANPABICHHS 3asBICHAN B
[IpaBOOXPAHATENLHBIC OPraHsl 110 HaKTy HOJMIEKH HIIH IPeIOCTABICHHS HOMNEBHEIX JOKYMEHTOB.

1.4, Hacrosmee Ilonoxenne o6s3aTeNbHO Uil TPUMEHEHHS BCEMH PaGOTHHKAME
Yupexnenus, HaxoJAIIIMHUCS B TPYAOBBIX OTHOINEHHUSX, HE3aBUCHMO OT 3aHMMAEMOM TOKHOCTH 1
BBIITOTHAEMBIX (YHKIIHIA.

2. OcHOBHbI€ IIOHATHS H TEPMHHBI

2.1. JlokyMeHT - MaTepHalbHBIAH HOCHTENb C 3aQUKCHPOBAHHONH Ha HEM B OGOH hopme
MH(OpMalyed B BUE TEKCTA, 3BYKO3AMHCH, H300paKeHUs U (HJIM) HX COUCTAHMS, KOTOPBIA UMEET
PCKBU3UTEI, MO3BOJIAIONINE €0 HACHTH(QUIMPOBATh, U NIPeAHa3HAYEH [Vl IIEPENadd BO BPEMEHH H
NPOCTPAHCTBE B LEJAX OOIIECTBEHHOTO HCIIOIB30BAHHUS M XPAHEHHS.

2.2, OdunuanbHbI JOKYMEHT - NHCHMEHHBI aKT, BHIIOHEHHBINA Ha OyMa>kHOM HOCHTEIIE,
YAOCTOBEPSAIOMHUH KOHKPETHBIC (akThl U COOBITHSA, KOTOPBIE BIEKYT IS HCIONB3YIOMAX €r0 JIALL
ONPE/ICNICHHBIE TIOCTHEACTBUSA. OQUUMATLHBIN NTOKYMEHT HOJIKEH CONEpHKATh YCTAHOBJICHHEIC
PEKBU3UTEL

2.3, Oxsemmsp - o6pasel THPAXHPOBAHHOTO JOKYMEHTA, H/IeH THYHEII OpUTHHATY.

2.4. CratucTrdeckas OTIETHOCTH - CHCTEMA KOJTMYECTBEHHBIX H KaYeCTBEHHBIX IOKa3aTeNiel,
XapaKTEepH3YIOIUX paboTy ydIpesKIeHHS 3a ONpeIeNIeHHEIH CPOK.

BHI6I TpEMEHSIEMOM OTYETHOCTH

24.1. TocynapcTBeHHass H BeJOMCTBEHHAs! OTYETHOCTH - OTYETHOCTB, COCTABNIAEMAS HA
OCHOBE YTBEPKICHHBIX YHHOUUMPOBAHHBIX (OPM H B COOTBETCTBHH C YTBEPKIACHHBIMH
HOPMATHBHBIMU JOKYMEHTAMHU.

2.4.2. BHYTpeHHSAS OTUETHOCTD - pa3pabOTAHHEIE M YTBEPIKICHHbIE JUPEKTOPOM Y UpesKICHHS



(bOpMBL

O6s13aTeIbHBIME PEKBU3UTAMH 3TUX OTYCTOB SIBIIAIOTCA:

- HauMEHOBAHUE OPraHU3AI[HH;

- HA3BaHHE BUAA JOKYMEHTA;

- JaTta U HOMep JOKYMEHTa;

- MECTO COCTaBJICHHMS,

- 3aroJIOBOK I10 TEKCTY;

- OJINIUCE;

- rpu¢ yTBEpXKIEHHS (HAa OTYETAX) MK PE3OJIOIHSA PyKOBOAUTEI yIPCHNCHUA (Ha cmpaBke
OTYETHOT'O XapaKTepa).

2.5. Tlox HepeHWCTBUTEBHBEIMU JOKYMEHTAMH CJIEAYEeT IOHAMATE!

2.5.1. TToNHOCTBIO M3TOTOBJIEHHBIE (UKTHUBHBIE JOKYMEHTBHI WIH INOMIHHHBIC NOKYMEHTRI, B
KOTOpbIE BHECEHBI M3MEHEHHUs TyTeM TOTHCTOK, JOMHCOK, UCTIPABICHAS WIH yHUITOKCHUS HaCTH
TEKCTa, BHECCHHS B HUX JIOTONHHUTEIBHBIX Na§HBIX, MPOCTABICHUs OTTHCKA MOJIE/IBPHOTO MITaMIIa
MM TIeYaTy U T.IL.

2.5.2. akTUUecKy  SBISIOMIMECS IOJUIMHHBIMH, HO  COJEpXKallde  CBEACHHSI, HC
COOTBETCTBYIONIME AeicTBHTENBHOCTH. OHH COXPAHSIOT BHEIIHHE TNPH3HAKH M DEKBHSHIBI
HA/UIEKANAX JOKYMEHTOB (H3TOTABIMBAIOTCS HA OQHUIMATBHOM ONaHKe, CONEPXKaT HaMMEHOBAHUE
JOIKHOCTEH ¥ AL, YIOTHOMOYCHHBIX MX TIOANHUCHIBATH), O/(HAKO BHECCHHBIC B HUX CBCACHN (Teker,
1HGbPOBbIE JaHHBIE) SBIIAIOTCA COATBCHPUIIMPOBAHHBIMA.

2.5.3. BoigaHHble C HapylIEHHeM YCTAHOBJIEHHOrO IOpsaika, T.e. B pe3yJbTare
3JI0YHOTpeOIeHAS HOIDKHOCTHBIM JIMIIOM CIIYXKEOHBIM MOJIOXEHHEM MM COBEPIICHHA HM XaJIaTHBIX
JIeHCTBUN ITPH BBIJAYE 3TOr0 JOKYMEHTA.

2.6. Vcnonb3oBaHue HeNEHCTBUTEILHBIX JOKYMEHTOB 3aKJIIOYAaeTCA B MX MPC/ICTABICHUH B
KauecTBe OCHOBAHMI UL TPYHOYCTPOHCTBa, a TakXe JUIA JHOOOro M3 NCHCTBHH, OTHECCHHBIX K
KOMIIETEHIIUU YIPEXKICHHU.

2.7.  IlepcoHanbHBIE NaHHbIE - HeoOXomumas M paboTonarens uHpopMaLK B CBI3U C
YCTAHOBJIEHHEM TPYHOBBIX OTHOUICHHH M Kacaromascs KOHKPETHOIO paboTHHKa, B mpoIecce
HACHONHEHHs JOJKHOCTHBIX OOS3aHHOCTeH IpU IPEJOCTaBICHUH, IIONYYCHHUH PYKOBOIHTCICM
CBEJCHH, PEIOCTABIIAIOMIMX JIbIOTHI U TapaHTHH.

3. IlopsA0OK NPOBEPKH XOKYMEHTOB Ha MONIHHHOCTH M COCTABJICHUH ouuaIbLHON
' OTYETHOCTH

3.1. JOJDKHOCTHOE JIMIO, OTBETCTBEHHOE 3a COCTABJCHMC JOKYMCHTOB IO CBOCMY
HANPABJICHHIO [EATENFHOCTH, BEJET HENOCPE[CTBEHHBIM KOHTPOIb M PErylifpHO OCYIUCCTBIACT
IpOBE/ICHHE POBEPOK Ha NPEIMET HOUTHHHOCTH JOKYMCHTOB, IOArOTABINBACMBIX CAMOCTOATE/ILHO
/M pabOTHAKAMHE Y UPEXKICHHUS, HAXOMAIUMHUCS Y HETO B MIPSIMOM IOAUMHCHHH.

3.2. Ilpu NpoBelEHUH MPOBEPOK pPAOOTHHMKAM YUPEXKICHHS CICAYeT YdIUTBRIBATH, HTO
MOITHHHOCTh JIOKYMEHTOB YCTaHABIMBAETCA ITyTeM NPOBEPKH DPEAbHOCTH HMCIOMHXCA B HHX
noamuced TODKHOCTHBIX JIMII M COOTBETCTBHS COCTABICHHUS NOKYMEHTOB JlaTaM OTPAXCHHSA B HHUX
onepanyii, uHGopManuu, PaKToB U T.A.

3.3. Ilocie ycTaHOBJIEHHs OIUHHOCTH JOKYMEHTOB, HEOOXOMMO TPOBEPHTE JOKYMEHTEI
0 CyIIECTBY, TO €CTh C TOYKH 3PEHHsS JAOCTOBEPHOCTH, 3aKOHHOCTH OTPAKCHHBIX B HHX
XO3SMCTBEHHBIX ONEpalyii, HHpopManuy, GakTos U T.x.

3.4. JIOCTOBEPHOCTh OIepaluii, 3aQHKCHPOBAHHBIX B JOKYMEHTaX, MPOBEPSCTCS H3YHCHHCM
3THX ¥ B3aUMOCBSI3aHHBIX C HAMH JOKYMEHTOB, OIIPOCOM COOTBETCTBYIOIMX IO/DKHOCTHBIX JIHIL,
OCMOTPOM OOBEKTOB B HATYpPe M T.I.

3.5. 3aKOHHOCTH OTPaXEHHBIX B JOKYMEHTaX OIepalyii yCTaHaBIMBACTCS Iy TEM IIPOBCPKH



HX COOTBETCTBHS ACHCTBYIOHIEMY 3aKOHOAaTeNbCTBY Poccuiickoit @enepauun.

3.6. Ilpu BeiiBNeHHH (AKTOB HCHONB30BAHUS TMOIAEIBHBIX JOKYMEHTOB HEOOXOAHUMO
HE3aMeUIUTEIbHO MPOMH(GOPMHUPOBATE PYKOBOAMTEN YUPEKACHUS, a TAKXKe MPHHATH MEPHI II0
HEIONMYLIEHUIO COCTaBIICHUS HEODUITMAIFHOR OTYETHOCTH M HCIIOJNIB30BAHUS  IOIIENIBHBIX
JIOKYMEHTOB B JanbHelmel pabore.

4. leiictBusi  paGOTHMKOB NpPH BO3HHKHOBEHHH COMHEHHH B IOJJIMHHOCTH
NpeACTABIEHHBIX JOKYMEHTOB

4.1. B cnyuae BO3HUKHOBEHHUS 0OOCHOBAHHBIX COMHEHHH B IIONIHHHOCTH IIPEICTaBIEHHBIX
JOKYMEHTOB (IUIJIOMOB, YIOCTOBEPEHUM, CepTH(UKATOB U Ap.) ¥ JOCTOBEPHOCTH COJAEpXKAIIEHCS B
HUX HHpOpMalud, paOOTHUKU YUpEXIECHHUS, OCYLIECTBISIONINE HEMOCPENCTBEHHYI0 00paboTKy M
y4eT KOPpeCHOHICHIINH JINOO IMPaBOBYIO SKCHEPTH3Y, 00s13aHbI PEANPUHATH MEPHI, HAaIpaBICHHBIE
Ha yCTpaHEHHE BO3HUKIINX COMHEHHH U TOJIY4YCHHE TOTIOJHUTEEHBIX CBEJICHHH.

42. Tlpu BO3HHKHOBEHHH y pabOYHHKOB VYUpeKIE€HHS COMHEHHH B IIOMIHHHOCTH
JOKYMEHTa, JINII0, OOHApy>XUBIIEE IMOIIENbHBIN TOKYMEHT, 00S3aH0 HE3aMeIIUTENIFHO COOOIUTH (B
BUJE NOKJIAAHOHM (City)keOHOM) 3amucKu) 00 3TOM PYKOBOAMTENIO YUPEKAEHHS Ui NPUHITHS
JANBHEUINETO PEHICHHUS ¢ IEeNBI0 IPOBEPKH MO UTMHHOCTH ITOCTYIIMBIINX JJOKYMEHTOB OT pabOTHHKA.

4.3. HaganpHUK OTAENa KaapOB, OTBETCTBEHHBIN 3a MMPOBEPKY IIOIHHHOCTH IOKYMEHTOB IIPH
TPYIOYCTPONUCTBE, CHUMAET KOIUH C HPEAOCTABIECHHBIX JOKYMEHTOB (Auruioma o6 oOpa3oBaHUU U
MHBIX JOKYMEHTOB) Y IIPOBOAUT IIEPBUYHBIM BU3yalIbHBINA aHAIH3.

4.4. Cenenus o0 ob6pa3oBaHy pabOTHUKA MIPUPABHUBAIOTCS K IIEPCOHATIBHBIM JaHHBIM. Bce
HEepCOHANBHBIE IaHHBIE pa0OTHHKA CIIEAYeT MOoJIy4aTh OT Hero camoro. Eciin niepcoHabHble JaHHBIE
paboOTHHKA BO3MOYKHO IOTYYHUTh TOJIBKO Y TPEThEH CTOPOHBL, TO PAOOTHHK JOJDKEH OBITh YBEIOMIIEH
00 5TOM 3apaHee, U OT HeTO JOJDKHO OBITh MOJIyYeHO MACHhMEHHOE COTJIAaCcHe.

4.5. HayanpHuK OT[eNa KapOB, OTBETCTBEHHBIH 3a MPOBEPKY NMOMTHHHOCTH TOKYMEHTOB IIPU
TPYIOYCTPOHCTBE, 00s3aH COOOHIUTH pabOTHUKY, NPENOCTABHBIIEMY JIOKYMEHT, BBI3BIBAIOIIUH
COMHEHHE B €ro IOJJIMHHOCTH, O LENAX, MPEAIoIaraéMbIX MCTOYHHKAX M CHOCO0ax IOJydeHUs
IIEpPCOHAIBHBIX JAHHBIX, @ TAKXKE O XapaKTepe U MOCIEACTBUAX OTKa3a pabOTHUKA aTh MHCHMEHHOE
corjiacue Ha UX IOJIydeHHe.

4.6. Ilocne odpopmieHus cornacuss pabOTHHKA Ha IOJyYeHHWE NEPCOHAIBHBIX JAHHBIX, B
COOTBETCTBHH C 3aKOHOAATeNbCTBOM Poccuiickoit ®enepannu, B ciydae NPUHATHS AUPEKTOPOM
YupexxneHus pelleHus O HalIPaBICHUH 3allpoca B HHCTAHIIMIO, BBIAABIIYIO JOKYMEHT, BBI3BIBAIOLIHH
COMHEHHE B €ro IOJUIMHHOCTH, AAHHOE PEIICHHE MOBOJUTCS A0 pabOTHHMKA, MPEIOCTABUBILIETO
JIOKYMEHT, U HaIllpaBJIETCS 3aIJpOC B aApeC 3TOH HHCTAHIINH.

4.7. 3ampoc B HUHCTaHIMIO, BBIOABUIYIO JOKYMEHT, BBLI3BIBAIOINHN COMHEHHS B €ro
HOJUIMHHOCTH, perucTpupyercs B JKypHane peructpanuy UCXOIAMMX JOKYMEHTOB C JalbHEHIINM
OTCJIe)KMBAHUEM MOCTYIUICHHS MOCIIELYIOMETO OTBETA,

4.8. B ciayyae momydeHHs IOJNIOXXKHUTENBHOTO OTBeTa (yKa3aHHS B JOKYMEHTE HH(OpMAIHM
HECOOTBETCTBYIOLIEH NEHCTBUTENBHOCTH MM JIOKYMEHT HE BEIIABAJICS NaHHOM MHCTaHLIMEH W Jp.)
JUPEKTOp YUpeXIEHHUs PacCMaTpUBACT IIPE/ICTABICHHBIE JAOKYMEHTHI M IPHHHUMAET DPEUICHHE O
HalpaBJICHUH 3asBJICHUS O IIPU3HAKAX COBEPIICHHOIO IPECTYIJIEHUS B IPABOOXPAHUTEIFHEIC OPTraHbl
B IIOPSAKE; IpeaycMOTpeHHOM [lonoxkeHnem o COTpyAHUYECTBE C IPABOOXPAHUTEILHBIMHA OPTaHaMH.

4.9. CnyxeOHbIe (HOKIaJHbIE) 3AMMUCKH U IPUJIOKEHHBIE K HUIM MaTepHAITBI TEPEIaloTCs JIUILY,
OTBETCTBEHHOMY 33  IPOTHUBOJCHCTBHE  KOppymuuu it  oQOPMIICHHSA  3asBICHHS B
IIPaBOOXPaHUTENIBHbIE OPraHkbl.

4.10 TlpencraBieHHBIE B yUpEKACHHE HEACHCTBHUTEIBHBIE JTOKYMEHTHI HIIM HX KOIHMH HE
IOJUIeXKaT BO3BPATy B CBS3H C HX BO3MOXHOH BBIEMKOH NpPaBOOXPAHHTEIbHBIMH OpraHaMu H
IIOCJIEAYIONIMM IIPU3HAHUEM BEIIECTBEHHBIMH JJ0KA3aTeIhCTBAMHU.



5. TloAroTOBKA M HATIPABJIEHHE B IPABOOXPAHUTEIbHbIE OPTaHbI 325IBJICHHIi 0 COBEPIIEHHH
npecTyIieHHs

5.1.Ha ocHOBAaHMM IMHCEMEHHOTO YKa3aHHUs IUPEKTOpa Y UpexIeHus 110 GaKTy IpeICTaBIeHNs
IIOJIIeJIBHEIX JOKYMEHTOB JIMI[O, OTBETCTBEHHOE 3a MPOTHBOACHCTBHE KOPPYNIMH, B TEHCHUC IATH
JlHeif FOTOBHT 3asiBJIeHHE ¥ [PHIAraeMbie K HEMY MaTepHallbl, KOTopkle B mopsnke cratbu 141 VIIK
Poccuiickoit deniepanuu HAMpaBIAIOTCS B MPABOOXPAHUTENIBHBIC OPraHbl 33 MOMIUCHIO JUPCKTOPa
YypexaeHus. '

5.2. 3asBieHHE B NPABOOXpaHMTEIBHBIE OpraHel O IIPU3HAKaX COBCPUICHHOI'O
npecTyIUieHust  (TIPeJOCTaBICHHs  TOIICIIBHBIX JIOKyMeHTOB) perucTpupyercss B JKypnaie
PETHCTpal¥H HCXOIANIUX JOKYMEHTOB C JATbHEHIIAM OTCIIC)KUBAHNEM TIOCTYIUICHHS TIOC/ICAYIOMICTO
OTBETA C YKa3aHWeM IIPUHSITOTO 110 HEMY PEIICHHMSI. ’

53. Tlpu mocTymneHuu B YuUpe)KACHHE IIOCTAHOBIEHMA 00 OTKase B BO30Y)K/IEHUH
YrOJIOBHOTO JI€JIa, BHIHECEHHOTO B MOPSAKE YaCTH 1 crateu 148 VIIK Poccuiickoit ®enepanuu, JIUII0,
OTBETCTBEHHOE 32 MPOTHBOJIEHCTBHE KOPPYIIIUH, COTJACOBBIBAET C JMPEKTOPOM Y UPEKICHUS
1[e71eco00Pa3HOCTh JAIBHEHINEro 00XaloBaHks YKa3aHHOTO IOCTAHOBJICHHSL.

6. OTBETCTBEHHOCTDb

6.1. Tlpu obHapyxeHu# (axra COCTaBIEHHS HEObUIHAILHONH OTYETHOCTH, OJDKHOCTHBIC
NHHa, pPAOOTHHKM YUpEeXKICHHS, B YbH MOJHOMOYHS B COOTBETCTBHM C [ODKHOCTHRIMH
00A3aHHOCTIMH BXOIUT IOATOTOBKA, COCTABJICHHUE, NPEIOCTABJICHUE W HAIPABICHHC OTYCTHOCTH,
HECYT IEPCOHANBHYIO OTBETCTBEHHOCTh 3a COCTABMCHHE HEOQHMIMAIBHOH OTYETHOCTA M
HCIIOJIE30BaHMS MOAIEIBHBIX JOKYMEHTOB. '

6.2. PaGOTHHKH, OCYIIECTBHMBINHEC NOANENKY M (HJIM) MPEIOCTABHBIIME IOANCIBHBIC
JOKYMEHTBl HECYT OTBETCTBEHHOCTh, MNpPEIYCMOTPEHHYIO JCHCTBYIOUIMM 3aKOHOIATENLCTBOM
Poccuiickoit ®enepanum.

7. 3akaouureabHbIe MOJI0KEHUS

7.1. Hacrosmee IlonokeHHe BCTymaeT B CHJIy C MOMCHTa €T0 YTBEPXKICHHI H
JeficTByeT 6eCCPOYHO (10 IPUHATHSA HOBOTO).

7.2. Hacrosmee IlonoxeHue IOIICKUT 00s13aTeILHOMY OnyONMKOBAaHUIO Ha
odumaIEHOM caifiTe Yupexaenus B ceTd «HTepHeT».



