JAEITAPTAMEHT KVJIBTYPbI TOPOJIA MOCKBbI

INOCYAAPCTBEHHOE BIO/UKETHOE YUPEX/JEHUE
KYJbTYPbI 'OPOJA MOCKBbBbI
"JOM A.®. TOCEBA - HAYYHAS BUBJIMOTEKA U
MEMOPHUAJIbHBIA MY3EN"

MIPUKA3
b f%ﬁfzy“ 2 N JGT

06 yrBep:xkaenun Ilosioxxkenus
0 HeIOMYLIEHHH COCTABJIEHHs HeO(PHIHAIBbHOH 0TYETHOCTH H
HCIO/Ib30BAHHUS MOJ1EJIbHBIX JOKYMEHTOB

B coorBerctBuu co cratbeii 13.1. ®depepanbHoro 3akona ot 25.12.2008
Ne 273-®3 "O nportuBozeiictBuu koppynuuu'", TpynoBsiM konexcom Poccuiickoin
denepannu, PenepanbHbM 3aKkoHOM 0T 27.07.2006 Ne 152-®3 "O nepcoHalIbHBIX
NaHHBIX" MPUKA3bIBAIO:

1.VrBepaute IlonokeHHe O HEIOMyIIEHUH COCTaBJIEHUs] Heo(UIMAIbHOM
OTYETHOCTH M HCIOJIb30BaHUS IMOJAJEIbHBIX JOKYMEHTOB B I ocynapcTBEHHOM
OIODKETHOM YYpeXIeHHH KyIbTypbl ropoaa Mockssl "Jlom A.®. JloceBa — Hay4Has
OuOIMOTEKA 1 MEMOPHAIIBHBIN My3€el" COracHO NPUJIOKEHHUIO K HACTOSIIEMY ITPUKa3y.

2. KoHTpOJIb 3a BBITIOJHEHHEM HACTOSIIETO MpUKa3a OCTaBIISAIO 3a COOOM.
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[Ipunoxenue
K npukaszy ['bYK r. Mockssi "Jlom Jlocesa'
oT "29" nexabpst 2025 r. Ne 88/0O]]

INOJIO’KEHUE
O HEJONMYILIEHHH COCTABJIEHHS] HEOPHUHAIBHOH OTYETHOCTH H
HCIOJIb30BAHHSA NMOAJEJbHBIX JOKYMEHTOB

1.061mue nonoxkeHus

1.1. TlonoxeHue peryiupyer Mnopsaok paboTbl ¢ JOKYMEHTaMU MpH
COCTaBI€HUM O(UIMAIBHONH OTYETHOCTH, C JIOKYMEHTaMH, TpeICTaBIsIeMbIMU
pabOTHUKaMH TMpU TPYAOYCTPOHCTBe (AMOO B TMpoIllecce BBIMOJHEHUS HMHU
JOJDKHOCTHBIX ~ OOSI3aHHOCTEH), BBI3BaBUIMMU  OOOCHOBaHHbIE COMHEHHS B
MOJUIMHHOCTH U JOCTOBEPHOCTH, U3JIOKEHHBIX B HUX CBEJIEHHH, C JOKYMEHTaMH
IpeACTaBIsseMbIMU  pabOTHUKaMM B  Mpolecce peaju3alud  AesTeIbHOCTH
YupexaeHus.

1.2. Hacrosimee IlonoxxeHue o Mepax IO HENOIMYILIEHUIO COCTaBIICHUS
Heo(pUIMAIbHOM OTYETHOCTH M HCIIOJIB30BaHUS MOIIENIBHBIX JTOKYMEHTOB (nasee -
[Tonoxxenne) B l'ocynapcTBeHHOM OIOKETHOM YYPEXIEHHH KYJIbTYpPhl Tropoia
Mocksbel "Jlom A.®. JloceBa — HayuyHas OuOIMOTEeKa MU MeMOpHAIbHBIM My3ei"
(manee - YupexeHue) pa3paboTaHO B COOTBETCTBUH cO cTtaTtheit 13.1. PenepaabHOro
3akoHa oT 25.12.2008 Ne 273-®3 "O nporuBoneicTBuu koppynuuu", TpynoBbIM
konekcoM Pocculickoir @enepanuu, DenepanbHbiM 3akoHOM 0T 27.07.2006
Ne 152-®@3 "O nepcoHanbHbIX JTaHHBIX".

1.3. TlonoxeHue ycTaHaBIMBaeT MNpPOLEAYpPY HOATOTOBKM U HalpaBieHUs
3as1BJICHUN B IPaBOOXPAHUTENbHBIE OpraHbl M0 (aKTy MOAAENIKU U MPeA0CTaBICHUS
NOAJEIbHBIX JOKYMEHTOB.

1.4. Hacrosiee Ilonoxxenue oOsi3aTenbHO 1Jisi IPUMEHEHHS.

2.0cHOBHbIE MOHATHSI U TEPMHHBI

2.1. JIOKyMeHT - MaTepHUaJIbHbI HOCUTEJIb C 3a()MKCUPOBAHHOM Ha HEM B JIFOOOM
dbopme wuHpoOpMalMeld B BUIE TEKCTa, 3BYKO3AIUCH, H300paieHHs W (WIH) HMX
COYeTaHUs, KOTOPbIH MMEET PEeKBU3UTHI, MO3BOJSIONIME €ro UIeHTU(PULIUPOBATH, H
NpeHa3HaueH I nepeaadyd BO BPEMEHHM M MPOCTPAHCTBE B LENSIX OOILIECTBEHHOTO
UCIIOJIb30BaHUsl U XpaHEHHUS.

2.2. OduumanbHbIi JOKYMEHT - TUCbMEHHBIHN aKT, BHITOJIHEHHBIM Ha OyMaKHOM
HOCHUTEJE, yAOCTOBEPSIOUNA KOHKPETHbIE (aKThl U COOBITUSI, KOTOPbIE BIEKYT IJIs
MCIIOJIB3YIOIIMX €ro JIML OmpejesieHHble mnociaeAcTBUs. OQuuuanbHBIA AOKYMEHT
JIOJKEH COAepPkKaTh YCTAaHOBJIEHHbIE PEKBU3HUTHI.

2.3. Dxzemiuisip — o0paszell THPaXKUPOBAHHOTO JAOKYMEHTA, HJIEHTHUYHBIH
OpUTHHAIY.

2.4. CratucTuyeckas OTYETHOCTh - CUCTeMa KOJIMYEeCTBEHHBIX U Ka4eCTBEHHBIX
IoKa3aTresel, XapakTepu3yloLX padoTy yupexIeHUs 3a ONpeaesIeHHbIH CPOK.

Bunasl npuMeHsieMol OTYETHOCTH:

2.4.1. TocynapcTBeHHass U BeJOMCTBEHHass OTYETHOCTh - OTYETHOCTD,




COCTaBlisieMass Ha OCHOBE YTBEPXKAEHHBIX YHU(PUUUPOBAHHBIX GOpPM U B
COOTBETCTBHH C YTBEPKIEHHBIMU HOPMATUBHBIMH JOKYMEHTaMHU.

2.4.2. BHYTpeHHSsIsI OTYETHOCTD - pa3paOOTaHHbIE U YTBEPKAEHHbIE TUPEKTOPOM
YupexneHus: OJ1aHKH.

— OOs13aTenbHBIMU PEKBU3UTAMU ITUX OTUETOB SIBIISIOTCSI:

— HaMMEHOBaHUE OpraHu3alllM;

— Ha3BaHHUE BUJA JOKYMEHTa;

— JaTa ¥ HOMep JI0KYMEHTa;

— MECTO COCTaBJICHUS;

— 3aroJIOBOK I10 TEKCTY;

— TIOAIKCE;

— rpud yTBepKIaeHUs (Ha OT4YeTax) WIM Pe30JIOLUS PyKOBOAMTENS
VYupexaeHus (Ha cipaBKe OTYETHOTO XapakTepa).

2.5. Ilon HeneHCTBUTENBHBIMU IOKYME@HTAMH CJIe1yeT MOHUMATh:

2.5.1. TlonHOCTBIO W3TOTOBJIEHHBbIE (PUKTHUBHbIE TOKYMEHTHI WIHM MOJJHUHHbIE
JNOKYMEHTbl, B KOTOpbIE BHECEHbl HW3MEHEHHUs IIyTeM TMOJYUCTOK, JOMUCOK,
WCTIPABIIEHUS] WM YHUUYTOXXEHHUS YaCTHU TEKCTa, BHECEHMS] B HUX JIOMOJIHHUTEIbHBIX
N@HHBIX, MMPOCTABJI€HUSI OTTUCKA MOJJENBHOTO LITaMIa WJIW MeYaTH U T.II.

2.5.2. ®akTUYeCKHU SABISIOLIUECS NMOAJIUHHBIMU, HO COJIep)Kalllue CBEAEHUs, He
COOTBETCTBYIOILIUE AEHUCTBUTENBHOCTH. OHHM COXpaHSIIOT BHEUIHHWE MPU3HAKU U
PEKBU3UTHI HAJIeKALIUX JOKYMEHTOB (M3roTaBIUBalOTCA Ha Oo(UIIMaIbHOM OJlaHKe,
colep)XaT HAMMEHOBaHHWE JOJKHOCTEW U JIULI, YIOJHOMOYEHHBIX UX MOJIUCHIBATH),
OJHAKO BHECEHHble B HUX CBeleHHUs (TeKCT, UU(pOBbIe [aHHbIE) SBISIFOTCS
chanbcuGUIMPOBaHHBIMHU.

2.5.3. BpiganHble ¢ HapyllIeHUEM YCTAHOBIIEHHOIO MOpsIKa, T.e. B pe3yJibTaTe
3710yNOTPeOIeHUS JOJXKHOCTHBIM JIMLIOM CIIY>K€OHBIM MOJI0KEHUEM HJIM COBEPILICHUS
UM XaJaTHBIX JeWCTBHUI MPH Bbllaue 3TOTO JOKYMEHTa.

2.6. Hcnonb3oBaHWE HENEUCTBUTENILHBIX JOKYMEHTOB 3aKJIO4aeTcs B HX
MIpE/ICTaBJIEHUU B Ka4eCTBE OCHOBAHWI AJisl TPYJOyCTPOMCTBA, a TakXKe JJIs JTI0O00To
U3 1IeMCTBUI, OTHECEHHBIX K KOMIIETEHIIUU Y YpEiKICHHUSI.

2.7. IlepcoHanbHble NaHHble - HeoOXonumasi 1Jjisi paboTtonarens uHbopMarus
B CBSI3U C YCTAQHOBJIEHHUEM TPYAOBBIX OTHOLIEHMH M Kacarollascsi KOHKPETHOIO
paboTHMKa, B TpollecCeé MCIOJHEHUSI JIOJDKHOCTHBIX  OOsi3aHHOCTEH  MpH
IIPEIOCTABIIEHUH, NTOJTyUeHUU PYKOBOJIUTENIEM CBEJIEHUM, MPeaOCTaBISIOIINX JIbIOThHI
U TapaHTHH.

3.I1opsiaok NpoBepKH JOKYMEHTOB HA MOAJIHHHOCTH H COCTABJIEHHS
opHUHAIBHONH OTYETHOCTH

3.1. JlomKHOCTHOE JHUL0, OTBETCTBEHHOE 3a COCTaBJIEHHE IJOKYMEHTOB IO
CBOEMY HAIIPaBJICHUIO JESTEIbHOCTH, BEIET HEMOCPEJACTBEHHBI KOHTPOJIb U
peryJiipHO OCYLIECTBISIE€T IpPOBEJEHHWE IPOBEPOK Ha TMpeaMeT MNOMJIUHHOCTH
JOKyMEHTOB, [TOArOTaBIMBaeMbIX paOOTHUKAMHU YUpeKIeHUsI, HAXOISAIIUXCS Yy HEro B
NPSIMOM MMOJYUHEHHH.

3.2. Ilpu nmpoBeneHUH MPOBEPOK YUUTHIBATH, UTO TMOJJIUHHOCTH JOKYMEHTOB



YCTaHABJIMBAETCS IIyT€M IIPOBEPKU PEAJbHOCTU HMEILIMXCS B HUX IOANUCEH
JIOJDKHOCTHBIX JIML] U COOTBETCTBHSI COCTABJIEHMS JOKYMEHTOB JlaTaM OTPaKeHUs B
HUX onepauui, uHpopmauuu, GpakToB U T.1I.

3.3. Ilocne ycTaHOBIIEHMS MOJJIMHHOCTH JOKYMEHTOB, HEOOXOIMMO IIPOBEPUTH
JOKYMEHTBI I10 CyLIECTBY, TO €CThb C TOYKHM 3pE€HHUS TIOCTOBEPHOCTH, 3aKOHHOCTH
OTPa)XKEHHBIX B HUX XO35WCTBEHHBIX Oomnepauuid, nHpopmauuu, GakToB U T.1.

3.4. JlocToBepHOCTH Onepanuii, 3aUKCUPOBAHHBIX B IOKYMEHTAaX, [IPOBEPSIETCS
U3Yy4YEHUEM OTUX U  B3aUMOCBS3aHHBIX C HUMHM JIOKYMEHTOB, OIPOCOM
COOTBETCTBYIOIIMX TOJDKHOCTHBIX JIML, OCMOTPOM OOBEKTOB B HaType U T.J.

3.5. 3aKOHHOCTh OTPaXXEHHBIX B JIOKYMEHTaxX OIepaluii ycTaHaBIWBaeTCs
IIyTEM IIPOBEPKU UX COOTBETCTBUS AEUCTBYIOLIEMY 3aKOHOAATeNbLCTBY Poccuiickoi
®denepanuu.

3.6. Ilpu BbIsiBneHUH (DAKTOB HCIOJIB30BAHUSI TMOMJENBHBIX JIOKYMEHTOB
HEOOXOIMMO He3aMeJIUTENIbHO MNPOUH(DOPMUPOBATH KYPHUPYIOIIEro MpopeKTopa
YHuBepcuTeTra, a TakKe MPUHATb Mepbl MO HEJOMYLIEHHUIO COCTaBJIEHUS
Heo(pUIMaIbHOM OTYETHOCTH U MCIIOIB30BAHUS MOJIETBHBIX JOKYMEHTOB.

4./leficTBUsl pAa0OTHHKOB NPH BO3HHKHOBEHHH COMHEHHH
B NOJJIHHHOCTH NpPeACTABJeHHbIX JOKYMEHTOB

4.1. B ciyyae BO3HUKHOBEHHS OOOCHOBAaHHBIX COMHEHHUH B MOMJIUHHOCTH
IPEeACTaBIEHHBIX JOKYMEHTOB (IUIIOMOB, YJIOCTOBEPEHUM, CepTU(HUKATOB U T.J.) U
JIOCTOBEPHOCTH coJepikallieiicss B HUX HHMopMauuu, pabOTHUKU YUpexIeHHUs,
OCYIIECTBIISIOIINE HEMOCPEACTBEHHYI0 O00pabOTKy M ydeT KOPPEeCNOHIEHLIMU JTUO0
IIPaBOBYIO HKCNEPTU3Y, 00s13aHbI IPEANPUHSITH Mepbl, HallPaBJIeHHbIE Ha yCTPaHEHUE
BO3HMKIIUX COMHEHUH U MOJIydeHHE NOMOJHUTENIbHBIX CBEICHUIA.

4.2. Ilpyu BO3HUKHOBEHHMHM Yy paOOTHUKOB YUpexkIAeHHUS COMHEHUH B
NOVIMHHOCTH JOKYMEHTa, JIMI0, OOHapy HUBIllee MOANeTbHbIN JOKYMEHT, 00s13aHO
He3aMeJIMTEJIbHO COOOLIUTh (B BUAE OOKJIAAHOW (CIyXeOHOM) 3amucKu) o0 3TOM
JUPEKTOPY YUpeKIeHHUs MAJis NPUHATUS JajbHEWIero peleHus ¢ LeJIbl0 TPOBEPKH
NOJUTMHHOCTH NOCTYNHUBIIUX JOKYMEHTOB OT pa0OTHHUKA.

4.3. PaGOTHUK, OTBETCTBEHHBIH 3a TMPOBEPKY IMOMJIUHHOCTH JIOKYMEHTOB
IIPOBOJMT IEPBUYHBIN BU3YyaJIbHbINA aHAIU3.

4.4. PaBOTHUK, OTBETCTBEHHBIH 3a MPOBEPKY MOTHHHOCTH JOKYMEHTOB IPH
TPYAOYyCTpPOMCTBE, 00si3aH COOOLIUTh pPaOOTHUKY, MPENOCTABUBIIEMY TOKYMEHT,
BBI3BIBAIOLLIUI COMHEHHE B €r0 NOAJIMHHOCTH, O LEJISIX, IPeArnojaraeMblX HCTOYHHUKAX
U criocodax noJly4eHus MepCoOHabHBIX JaHHBIX, a TAK)KE O XapaKTepe U MOCIIeACTBUSIX
OTKa3a pabOTHHUKA /1aTh MUCbMEHHOE COTJIache Ha WX MOJy4YeHHeE.

4.5. Ilocne odbopmieHus: cornacus pabOTHHKA Ha MOJyYeHHE MEePCOHATbHBIX
JIaHHBIX, B COOTBETCTBUHU C 3aKOHOJATenbCcTBOM Poccuiickoil @enepanuu, B ciydyae
IPUHATUS JUPEKTOPOM Y UpexAeHHUs pellIeH!s O HallpaBJIeHUH 3allpoca B HHCTAHIIHIO,
BBIJIaBIIYIO JOKYMEHT, BBI3bIBAIOLIMNA COMHEHHE B €ro IMOIMHHOCTH, IaHHOE
peleHre JOBOAMUTCS 10 pabOTHUKA, MPeIOCTaBUBILEr0 TOKYMEHT, U HalpaBiseTcs
3anpoc B aipec 3TOH UHCTaHLIMH.

4.6. 3anpoc B MHCTAHIMIO, BBIJABIIYIO JOKYMEHT, BBI3BIBAIOIIMA COMHEHHS B
€ro IIOJJMHHOCTH, perucrpupyercs B JKypHane peructpauuud 3ampocoB Ha



IIOATBEPKI€HUE MOJJIMHHOCTH JIOKYMEHTOB € yKa3aHUEM IOCIEIyIOIIero OTBeTa.

4.7. B cny4ae mosiydeHHUs TMOJOXKUTEIBHOrO OTBeTa (yKa3aHUsl B IOKYMEHTE
MH(pOpPMAIIUU HECOOTBETCTBYIOIIEH 1eMCTBUTEIbHOCTH WM JOKYMEHT He BblJaBaJICs
JaHHOW MHCTaHLMEeW U JIp.) peKTOp YHHUBEpPCUTETa pacCMaTpPUBAET MpPEeICTaBICHHBIE
JOKYMEHTBl U NPUHUMAET peLIeHWe O HaIpaBIeHUU 3asBJIEHUS O IIpU3HAKAX
COBEpIIEHHOIO0 TMpPEeCTYIUIEHUs] B I[IPAaBOOXpAHUTENIbHbIE OpraHbl B IOPSIKE,
npeaycMoTpeHHoM [lonokeHueM O COTpYyAHUYECTBE C MPAaBOOXPAHUTEIbHBIMU
OpraHaMH.

4.8. CinyxeOHble (IOKJIaaHbIE) 3aUCKU U MPHUJIOKEHHbIE K HUM MaTepHualbl
NepelaloTcsl  JIMIYy, OTBETCTBEHHOMY 3a MPOTUBOACHCTBHE KOPPYNLUHUH JIs
oopMIIeHHs 3asBJICHHUS B IPABOOXPAHUTENIbHbIE OPTaHbl.

4.9. IlpencraBneHHble B YUpeKIeHUE HEACHCTBUTEIbHbIE JOKYMEHThI UIIA UX
KOIIMM HEe TMOJJiekaT BO3BpaTy B CBA3M C UX BO3MOXKHOM  BBIEMKOM
IIPaBOOXPAHUTEIBHBIMU OpraHaMM U MOCJEAYIOLMe NPU3HAHUEM BELIECTBEHHBIMU
N0Ka3aTelIbCTBaMH.

S. IloaroroBka u HanmpaBJ/IeHHE B IPABOOXPAHHTE/IbHbIE OPraHbl
3asiBJIEHHH O COBEPIIEHHH NpecTyIeHHUs

5.1. Ha ocHOBaHMM MUCBMEHHOIO YKa3aHUs AUpeKTopa YupexaeHus no (akrty
NpeACTaBICHUS MOAAEIbHBIX JOKYMEHTOB JIM1LI0, OTBETCTBEHHOE 3a MPOTUBOICHCTBHE
KOppYILIMK, B TE€UEHWE MSATU JAHEH TOTOBUT 3asiBIIEHHWE M IpUiaraemble K HEMY
Marepuaibl, kKotopble B mnopsake crateu 141 YIIK Poccuiickoit ®enepaunu
HalpaBJIslOTC B MPaBOOXPAHUTEJbHbIE OpraHbl 3a IMOJANUCBIO JIUPEKTOpa
YupexaeHus.

5.2. 3asBieHue B NMPaBOOXPAHUTENbHbIE OpPraHbl O MPHU3HAKaX COBEPLIEHHOIO
npecTyruieHus: (MpeaocTaBieHUs MONJAEIbHBIX JOKYMEHTOB) pPErMCTpPUpPYEeTCs B
KypHnane peructpauuu 3asiBlIeHUN B IPABOOXpPAHUTENIbHbIE OPraHbl O COBEPIIEHHOM
IPECTYIICHUH C yKa3aHUEM IPUHSITOTO 110 HEMY pelleHUSI.

5.3. Ilpu mnoctynneHun B VYupexaeHHE IOCTAaHOBIEHUS 0O OTKa3e B
BO30YXJ€HUU YTOJOBHOIO Jiesia, BhIHECeHHOro B nopsiake yactu 1 crarbu 148 VIIK
Poccuiickoit ®@enepanuu, JUL0, OTBETCTBEHHOE 3a NMPOTHUBOJEUCTBUE KOPPYILIHH,
COIJIACOBBIBAET C JUPEKTOPOM YUpPEKJIEeHHUsS 1e1eco00pa3HOCTh JajlbHENIIero
00)KajoBaHUsl YKa3aHHOT'O [TOCTAHOBJICHUSI.

6.0TBeTCTBEHHOCTDH

6.1. Ilpu oOHapyxeHHH aKTa COCTaBJIeHUS HEOPULUHMATHLHONW OTYETHOCTH,
JOJHKHOCTHBIE JIMLA, pA0OTHUKU YUpPEKJAEHHUS, B UbH NMOJHOMOYHUS B COOTBETCTBUH C
JOJHKHOCTHBIMHM 00SI3aHHOCTSIMU BXOJIUT MOATOTOBKA, COCTABJIEHUE, IPEOCTABIIEHNE
Y HarpapJieHUE OTYETHOCTHU, HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTh 3a COCTaBJICHUE
Heo(ULMATbHON OTYETHOCTU M UCMOJB30BaHUs MOAENIbHBIX JOKYMEHTOB.

6.2. PaboTHHMKH, OCyIIEeCTBUBIIME TMONAEIKY M (WIM) HpeaoCTaBUBIINE
MOJ/1eJIbHbIE IOKYMEHTBI HECYT OTBETCTBEHHOCTb, ITPELYyCMOTPEHHYIO AEHCTBYIOLIUM
3akoHoaarenbcTBOM Poccuiickoit @enepauuu.




