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PACCMOTPEHO
Ha nenmaroruueckom cosere

ITpotokon Nel ot 31.08.2023

MNOJOXKEHHUE
0 TIOPSAKE ydeTa, UCIOJIb30BaHusl, XpPaHEHUs] U
YHUYTOXKESHUS ITe4aTei U MTaMIIOB
B (eZiepabHOM TOCYJapCTBEHHOM OI0KETHOM IIPO(eCcCHOHATEHOM
o0pa3oBaTeIbHOM yupexaeHNuH «MeIUuIUHCKAN KOJUIEIK

VYnpasnenus nenamu Ipesnnenta Poccuiickoit @enepanuu

1. O0ume monoxeHus

1, ITonoxxeHne ycTaHaBIMBaeT 00IIMe TpeOOBaHUS 10 y4eTy,
HCIIOJIB30BAHMIO, XPaHEHUIO M YHUUTOXKEHHUIO IledaTeil peaepanibHOro
rOCy/IapCTBEHHOT'0 OIOIKETHOTO npodeccHoHaIHLHOTO 00pa30BaTENIBHOTO
yupexaeHus «MenuuHCKuil Kouemk» Ynpasinenus Aeinamu IIpesunenra
Poccuiickoiit @enepanuu (nanee - YUpexxIeHue), nedareil CTpyKTypHBIX
M0JIpa3/ie/ICHHiA, MHBIX ITeYaTeil ¥ MTaMIIOB, HCIIONb3YEMBIX B JIEJIOIPOU3BOJICTBE.

TpeboBanus, nperycMOTpeHHBIE NaHHBIM I1oto)KeHneM, SIBISIOTCS
00s13aTeNBHBIMH IS BCeX PAOOTHUKOB YUpEKIEHNUS.

L2 Ileuars Yupexnenus — rneyarb,  MCIOJb3yeMas I
3aCBUJICTEILCTBOBAHMS JIOKYMEHTOB, HCXOISIIMX HEIOCPEICTBEHHO OT MMEHHU
PYKOBOAMTEINS Y UpEeXKACHUS.

BeDKHMHAs MACTHYHAS [1€9aTh - IIedaTh, 00ecleunBaroas HaHeCeHNue

OTTHUCKA C UCIIOJIB30BaHUEM CIICNHUAIIBHOI'O IIOBOPOTHOI'O MEXaHN3Ma C

(v
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[Itamm — mevyaTs mpsMOyTroIbHOM (bOpMBI, CITyxKamas ajis IPOU3BOACTBA
OTTHCKa Ha NOKYyMEHTaX M COZepIKallast TEKCTYaIbHYI0 HH()OPMALHIO.

HlremmensHass Kpacka —  choenUaIbHOE Kpacsiee  BeIIecTBO,
IIPEAHA3HAYCHHOE [/ HAHECEHMS OTTHCKOB Ha OyMary ¢ OMOII[BIO KIIHIIe [IeYaTH,
[ITamra.

Iledataromuii  3MEMEHT —  yYacTOK  KIIMIIe IeyaTy, IITaMIia,
BOCTIPHHUMAIOIIMH IITEMIIENbHYIO KPACKy U NepeIarolyii ee Ha Oymary.

Kormust  jmokymMeHTa — JOKYMEHT, MOJHOCTBHIO BOCIIPOU3BOASIINH
HH(OPMALIXIO IOTHHHOTO JOKYMEHTA M BCE €r0 BHEIIHHE [IPU3HAKH.

3aBepeHHass KOIUS TOKYMEHTa — KOIIHS, Ha KOTOPYIO B COOTBETCTBHUU C
YCTaHOBJICHHBIM MOPAIKOM IIPOCTaBIISIOT HEOOXOAMMEIE PEKBU3HUTEI, IPUIAIOLIHE
el JOpUANYECKYIO CHILY.

YHHIYTOXEHHe eYaTeil U MTaMIIOB— MOJIHOE paspylleHre uX MevyaTaroero

9JICMCHTA M (bOpMBI, HC JOIIyCKaromee BO3MOXHOCTH HMX BOCCTAHOBIICHUS U

HUCIIOJIB30BAHUS.

2. Buabl nevareii H ITAMIIOB, OPA0K HX H3rOTOBJICHHSI
Z.1. JList yiocToBepeHAS IOIMHHOCTH JOKYMEHTOB HITH COOTBETCTBHS
KOIIMH JOKYMEHTOB TIOTMHHMKAM IIPHMEHSETCS TeYatTh YapexaeHus..
IleuaTs M3roraBnMBaeTCs B KOIMYECTBE ONHOM MacTH4HOM. Pemenue 06

HM3IOTOBJICHUU II€YaTU IIPHHUMAET AUPEKTOP YUPCIKOACHUS.

2.2, MacTuunas nevars JOWKHA COOTBETCTBOBATH Tpebosanusm ' OCT P
51511-2001.
2.3. Hzrotosnenue nevyaru OCYILECTBIISIETCS CIelUaTbHBIMH

MITCMIICJIBHOIPABEPHBIMHA MaCTEPCKHUMU, UMEIOIIUMHU JIMOCH3UIO HA U3TOTOBJICHUE
neyaren wu CepTI/I(bI/IKaTI)I 0 HaIWYKWH TEXHUYECKHUX H TEXHOJIOTHUYECKUX
BO3MOXHOCTEU A1 WM3TOTOBJICHUS JaHHOT'O BHUIA NpOAYKIIMM HA OOJIKHOM

Ka49€CTBECHHOM YPOBHE.
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«Menurmsckuit CMK-1-001 UCIIOBb30BaHHUS, XPAHEHHS 1 gCT Hch o
KOJUIEe K> YHHYTOXCHUA reyareu " IITaMIIOB
2.4, Opranusanus U3roToBIeHNs eYareii U IMTaMIoB OCYILIECTBIISETCS

OTZACJIOM 3aKyINIOK U IPOJax o PCILIECHNIO PYKOBOIUTESA quexcz[eHHﬂ.
2:3: Hsrorosienne I[Y6J'II/IKaTa II€9aTu NOIIyCKaeTCs TOJLKO B cliydae ee

YTPAaThbI HJIN U3HOCA I10 PEIICHUIO PYKOBOIUTEIA yqpe)KlIeHI/IH.

3. Ilopsimok yuera, Boigaun (cqaum) nedareii (uTamMnoB) u oGecnedyeHHs HX
COXPaHHOCTH

3.1. Y4eT BceX HM3TOTOBIICHHBIX IIeYaTeil M IITaMIIOB JIOJDKEH BECTHUCH B
KHHUIE y4eTa revaTed U INTaMIIOB ¢ IPOCTaBIEHUEM B Hel MX OTTHCKA. JIMCTHI KHUTH
ydeTa neyareii i IITaMIIOB HyMepYyOTCs, IPOLIUBAIOTCS M OII€YaThIBAIOTCS.

Yupex/enue BesieT ydeT XpaHeHus, BBIAAYH U YHUUTOKEHHS TIeqaTeli i
IITAMIIOB CAMOCTOSATEIBHO € COOIIOIEHNEM HACTOSIIEro I10I0Ke NS

3.2. Jist obecmevenuss HaUIeKallero yveTa M XpaHeHWs —MedaTeif
(IUTaMIoOB), WX BBIAAYM JOJDKHOCTHBIM IIMIAM IPHKA30M PYKOBOIUTENS
YupexeHust u3 4ncia pabOTHUKOB HA3HAYAETCS OTBETCTBEHHOE JIUIIO.

3.3. Brinaua neuareif (raMmoB) JOMKHOCTHBIM JIAIIAM IIPOU3BOIUTCS MO
PacmucKy B KHUT'e ydeTa reyaTeil ¥ IITaMIIoB.

3.4. Ilepeaua meuareii ¥ MTaMIIOB TIOCTOPOHHHM JIMIIAM, BEIHOC IedaTeil
(TamMroB) 3a mpenens 3AaHUN YapexIeHus He Oy CKatoTCs.

33 IIpoBepka Hanu4uus BceX IedaTell W IITAMIIOB MPOBOIHUTCS HeE pexe
OZHOTO pasa B rojl, Kak IPaBUJI0, KOMUCCHEH, Ha3HAYaeMO ISl TIPOBEPKY HATTUYUHS
TOKYMEHTOB. Pe3ybTaThl IPOBEPKH OTPaXkaroTCs B aKTe.

3.6. [levars YupexneHus XpaHutcs B cetide pykoBomutens. [1o OKoHIaHHN
pabodero nHs celi) u cryxeOHbI KaGUHET DPYKOBOAMTENS VYUpPeKICHHUS B
COOTBETCTBHH C YCTAHOBIICHHBIM IOPSIKOM CHAIOTCS IO OXPaHy.

Jpyrue nedaTy u MTaMIlbl XpaHATCS B HAJEKHO 3aIMPAEMBIX mIKadax

(srmKax).
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4. Ilopsimok HCMOJIL30BAHMS MeYaTei (Tammnos)
4.1. B Yupexnennun ucronb3yroTcss MaCTHYHAS I€YaTh B OTHOM

SK3eMILIsIpe.
ITeyats ucnonb3yeTcs Jyist MPOCTABIEHHS OTTHCKA [IEYaTH Ha CIIETYFOIIMX
JOKYMEHTax:

[] moBepeHHOCTH;

[ 3aKIr0uaeMble JOTOBOPEI;

(] aKTBI (IpueMKH  3aKOHYEHHBIX CTPOUTENLCTBOM  OOBEKTOB,
000pyI0BaHUs, BBITOTHEHHBIX paboT, OIHCaHusl, SKCIIEPTU3HI U T. I.);

[l 3amanus (Ha NPOEKTUPOBaHUE OOBEKTOB, TEXHHUECKIX COOPYKEHHH,
KaIUTalbHOE CTPOMTENBCTBO | T. 11.);

U mpencraBinenns u Xxomataiicta (0 HArpaXkACHUH rOCYyJIapCTBEHHLIMU
HarpagaMu u T. 11.);

[J rapanTHiiHble MUCEMa (Ha BHITOJHEHHE PabOT, OKa3aHHe YCIYT U T. 1.);

[J TpyIOBBIE TOTOBOPEI M IOMOIHUATENHHBIE COTTIALIEHUS K HHUM;

[J TpyZlOBBIE KHHMKKH;

[ YcraB OV, u3MeHeHNs U NOMOTHEHHS K HEMY;

[ ¢mHAHCOBBIC TOKYMEHTHI M OTYETHI, IIpeloCTaBisieMble B YTIpaBIIeHHE
nenamu Ipesunenta Poccniickoit Denepanun, [ 1aBHOE MEIUIIMHCKOE
VnpasneHue, Ka3Ha4eMCTBO, HAJIOTOBBIE W CTATHCTUYECKUE OpTaHbI,
(b oHEI;

[} mTaTHBIE pACIIUCAHUS W U3MEHEHHUS K HUM;

[} xomuu IpUKa30B U pacIIOpsDKEHU YVupekaeHus;

[J BBIMKMCKU W3 JXypHaja PETHCTPALMM BXOMISIINX IOKYMEHTOB ISt
HalpaBjieHUs. B CYyJBl, NPABOOXPAHMTENbHBIE OpraHbl W Jpyrue
OpraHu3alluy;

[J KOIIMU TPYJIOBBIX KHIXKEK;

[] BBIIIUCKHU M3 IIPUKa30B I10 JINYHOMY COCTaBY;,
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[] paznuyHble CIIpaBKY U JOKYMEHTHI KaZpOBOT'O XapakTepa;

[ vHBIE JOKYMEHTBI IS YIOCTOBEPEHHNS TIOATUCH JOJDKHOCTHOTO JIULIA,
AMCIOIEro IpaBO ASMCTBOBATH OT MMEHH VYupexnenus, a Taxxe
JIOKYMEHTBI, TpeOyIOIMe HAIWYUS OTTHCKA IeYaTH Vupexnenus B
COOTBETCTBHH C IEWCTBYIOIIMM 3aKOHOIATEILCTBOM Pd.

IeuaTs «JI11s1 HOKyMEHTOBY» 3aKpeILIsieTcs 3 HAYaTbHUKOM OTZieNIa KaJipoB U

HCTIOJIE3YETCs IS IPOCTABNICHUS OTTHCKA IIE€YaTH Ha CIIEAYIOIIUX JOKYMEHTaX:

[} moBEpeHHOCTH Ha MONIyYeHue TOBAapHO-MaTEPUAIBHBIX [IEHHOCTEH;

[J mopy4enus (6romxeTHbIe, GAHKOBCKHE, IIJIATCKHBIE, HA MTOTyYeHHE
ACHE)XXHBIX CPEJCTB B OaHKE H T. 1.);

[] peecTpsl (4eKOB, OIOKETHBIX MOPYYEHHUI, MIEPEYHUCICHUS JIEHEKHBIX
CPCACTB, NPENCTABILIEMbIX B OaHK M yupexnenus @PenepalbHOro
Ka3Ha4yeucTBa, U T. 1.);

[J GyxXrantepckue ¥ CTaTHCTUYECKHE OTUETHI;

[J cMeTsI pacxo/ioB;

[} cipaBku (0 BBIIIIaTax U3 3apabOTHOI IIATHI, HCIIONB30BAHNM
OO JDKETHBIX

[J accurHoBaHmii, HAYMCIIEHHO ¥ IpUUYHTAIONIENCS 3apaboTHOM IaTe U
T T )

[l u3BelIeHys 1O [IEHTPATM30BaAHHEIM BBIILIATAM;

[l yBenmomiieHus 0 OIOZKETHBIX ACCHTHOBAHMSX, TUMUTAX OFOKETHBIX
00s13aTeILCTB;

[J uHBIE JOKYMEHTBHI, OTHOCAINMECS K (HHAHCOBO-XO03SIICTBEHHO
ACATEIBHOCTH, B CIy4YasxX, IPEeNyCMOTPEHHBIX HOPMATUBHBIMU
IIPaBOBBIMH aKTaMH IEUCTBYIOIIETO 3aKOHOAATEIbCTBA POCCHICKOM
Deneparum.

4.2. B YupexneHnn ucTionb3yroTes Clleayroniye BUIbl MACTHIHBIX

IIITaMIIOB:
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[J yriIoBo# mrramir;
[J «Komnus BepHay;

4.3. VYruoBoit mrramn Yupexnenus nomked collepXaTh  IIOJIHOE
HAaNMEHOBAHUE YUPEX/IEHUS B COOTBETCTBHH C YUPEAUTETHHBIMI JIOKyMEHTaMH,
TIOJIHBIH MOYTOBBIH anpec, HoMep TenedoHa, e-mail, anpec cayra, OKIIO, OI'PH

YYpexkaeHus, BO3MOKHO yKa3aHHe B yriosoM mramne bUK u MTHH Yupexnenms.
4.4. Macrimuneii  mramn  «Komms BepHa»  NPUMEHSIOTCS B
ACJIONPOU3BOACTBE [T IPOCTABIICHHs OTMETOK O KOITMH JOKYMEHTA.

4.5.  OTBETCTBEHHBIM JIOJKHOCTHBIM JIMIIOM 32 HCIIOE30BAHME 1 XpaHEeHHe
IITAMIIOB SIBJIIETCS HAYalbHUK OT/ENA KaIpOB.

4.6. Ilpu 3aBepeHHM JOKYMEHTA IIE€YATHIO YupexJeHus ee OTTUCK JOJDKEH
3aXBaThIBaTh YacCTh CIOB B HAaWMEHOBAHMM JOJDKHOCTH JIMIA, TIOAMMCABIIEro
AOKyMeHT. Ha mokymeHTax (MHAaHCOBOro xapakTepa Iedarh IIPOCTABIISICTCS Ha
CIICMATIBHO OTBEACHHOM MecTe. Kak mpaBmiio, 3To MecTo HaHeceHHs meyaTw
obosHavaercs cumBonoM «M.IL» 6e3 3axBaTa HaMMEHOBAHHS IOIDKHOCTH K
HOATINCH.

OTTHCK IPOCTaBIIsIEMOM I€YaTH TOIKEH ObITh XOPOIIO YATAEMEIM.

4.7. llpuMmeHeHWe OpyruX meyatell U MITAMIIOB, He YKa3aHHBIX B TaHHOM

HOJ’IO)KGHI/II/I, HE OOIIYCKaeTCsl.

S. Iopsimok YHHYTOXKEHHS NedaTeil H MTAMIIOB
5.1.  Tlpuuienue B HEroAHOCTB B XOJie SKCILIyATAl[MH WM BHIBSICHHBIC U3
NEHCTBHSL U YTPATUBINME NPaKTUYECKOE 3HAYEHHE IIeYATH M IUTAMIbl TOIEHKAT
cade JUisl yHUYTOXKEHHUS ¥ CIIUCAHUS C yUeTa.
52. Orbopu  yHHYTOXEHHE TedaTell ¥ IUTAMIIOB IIPOU3BOAUTCS
KOMHCCHeH, Ha3Ha4yaeMol MNpHKa3oM pyKoBoAWTeNns Yupexnenus. B cocTape
KOMHCCHHM JIOJDKHO OBITh HE MEHEE TPeX YeIOBEeK, OJIUH U3 KOTOPBIX JOJKEH OBITh

Ha4JaJIbHUK OTJeNa KaIpoB, OTBETCTBEHHBIN 3a yUeT Iedareii ¥ ITaMIIOB.



OI'BIIOY Honosxenne o nopsisxe yuera, 1 T
" uc UCT
«MemuuHCKmi CMK-/I-001 HCIIOJIb30BAHUSL, XPAHEHUS U 7 & CS S
KOJIJICIKY YHUYTOXEHHUS IIeYareil ¥ MTaMIIoB

5.3.  Ha Bce 0TOGpaHHbIE K YHUYTOKEHHIO [IE€YaTH U IITAMILL
HavaIbHUKOM

OTACNIa KalipOB, OTBETCTBEHHBIM 33 y4ET M XpaHEeHHUe IedaTel | IITaMIIoB,

COCTABJIACTCS aKT C MPOCTaBJICHHUEM OTTUCKOB YHHUTOXKAEMEI [IeYaTel U MITAMIIOB,

5.4. B akTe Ha YHUYTOXEHHUE TeyaTeii (LITaMIIOB) MCTIPaBIIEHHS He
JOILYCKarOTCS.

Komucens nposepsier Hanuume Beex meuarteit (INTaMIIOB), BKIIFOUEHHEIX B
aKT. IIpu npoBepke 0co6oe BHUMaHHE YIEHOB KOMUCCHH OTDKHO GLITH obOpaieHo
Ha TO, YTOOBI B YHCJIe YHHYTOKAEMBIX TIedaTeit (IITaMIIOB) He MOTIIM OKA3aThCs
KaKue-u00 Apyrue nedaty (LITaMIIbl), He BKIIOYEHHEIE B aKT, M YTOGH! He GBUTH
AOIYILEHR! PACXOXNCHUS MEXKITY 3aTIUCAMU B aKTe, CAMHUMY NeYaTsMH (IITaMIIaMH)
1 3aIMCAMHI B KHUI'C y4eTa IievaTed U Iramnos. [1o OkoHYaHWU cBepKU Bee uieHBI
KOMHCCHU MOANHUCHIBAIOT KT, & IpeJicelaTeNlb KOMHUCCHU 3aBepsieT CBOei
TIOZIIHUCBIO JTUCThI aKTa. AKT yTBEPKIACTCS PYKOBOAUTENEM Y UpeK IEHHUSL.

5.5. Ilevaru (mrramiisr), oToOpaHHbIe IS YHUUTOKEHHS ¥ BKIIOYCHHDIE B
dKT, ITOCJIC IIPOBEPKU MX KOMHUCCHEN CKIIaAbIBAIOTCS B KOPOOKY U OIIEYaThIBAKOTCS
npencenarenemM komuccun. Kopobka xpanutes 10 yHHYTOXKeHHS B celide
IOMEIIEHNS], KOTOPOE CAAeTCsI O/ OXPaHy.

5.6. VHuuTOXeHWe TmedaTell W  MITAMIIOB INPOU3BOAUTCS  IOCIIE
YIBEPXKJICHHUSI aKkTa B NPUCYTCTBUM BCEX YIEHOB KOMHCCHH, KOTOpHIE HECYT
IIEPCOHANBHYIO OTBETCTBEHHOCTh 3a MPABHJIBHOCTE H TIOJHOTY YHHYTOXKEHHS
NEPEeYUCIIEHHEIX B aKTe TIeYaTeil ¥ IITaMIIOB.

5.7. VHUYTOXEHWe MAaCTHYHBIX Iedarell (IITAMIIOB) IPOU3BOIUTCS IIyTeM
coxoKeHus. B akte 06 yHU4TOXEHNHN TIedaTeil (IITaMII0B) TIPOCTABISIOTCS HOMHCH
BCCX YICHOB KOMMCCHU. AKT PETHCTPHPYeTCS B JKypHalle ydeTa BXOMSIIAX
JOKYMEHTOB.

5.8. HavanbHuk oTiena KaapoB, OTBETCTBEHHBIH 3a yueT neyareit

(ITamMIIOB), HA OCHOBAHUH 4KTa JENIaeT OTMETKH 00 YHHUTOKCHAHN B KHATE ydera.
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5.9. AKTHI 06 yHUUTOXEHHH Meyareit (ITaMmoB) XpaHATcs B Tedenue 10

JICT B CIICLIMAIIBHO 3aBEJICHHBIX Jenax YupexaceHusd, a 3arem YHUYTOXAIOTCA B

YCTaHOBJICHHOM IopsaKe.

6. OTBeTCTBEHHOCTH 32 yTPATy Hmeuareii (ITAaMIIOB) HJIK HapyIIeHHe UX
HCII0JIb30BAHHS

6.1. HempaBomepHoe wucmons30BaHue IeyaTe, paBHO Kak H
UCTIONB30BAHNE NevaTell, He MPefyCMOTPEeHHEIX HACTOSIHM IlooskeHueM, pu
OCYIIECTBICHIN YUpPEXKNECHAEM IOPHAMYECKM 3HAUMMEBIX JeHCTBHH Bieuer
HeICHCTBUTENLHOCTh JOKYMEHTA ¢ OTTHCKOM TAaKOMH IedaTd u OTBETCTBEHHOCT,
IIPEAYCMOTPEHHYIO IEHCTBYIOITNUM 3aKOHOAATEIECTBOM PD.

0.2. 3a HapyIlIeHWe NMpaBUll XpaHEHUs Tedarei (IUTaMIIOB) MITH WX yTpaTy

BHHOBHO€ JIMIO IPHUBIEKAETCA K I{HCHHHHHH&pHOﬁ OTBCTCTBEHHOCTH.
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