MpunoxeHne Ne 14
K YYyeTHOW nonutuke

IIpaBusia 1okymeHTO000pOTA

1. O01He noJ10KeHus

1.1. Hactosimue mnpaBuia AoKymMeHTooOopoTa (manee - IlpaBwmiia) ycTaHaBIMBAIOT —€IWHBIN
MOPSIOK ¥ TMPUHIUIBI OpPraHW3allK JOKyMEHTooOopoTa B ['AY «AMyprocskcrmepTusa» (naiee -
YupexnaeHue).

1.2. IlpaBuna  ompenensitoT  MEXaHW3M  B3aUMOJEWUCTBUS  CTPYKTYPHBIX  MOJpa3JaeieHUI
YupexxaeHns, a TakKe JIUI, OCYIIECTBISIOMNX BEICHHE OyXTalTepCcKoro y4era, B HelsiX 3((HEeKTUBHOTO
pacnipeneneHus (yHKUMHA MeXIy OTBETCTBEHHBIMHM 32 TEPBUYHBIC YYETHBIE JOKYMEHTBI U PETHUCTPHI
OyXraJTepcKOro yuera JIMIIAMU U OpraHU3aluu JBHKEHUS IOKYMEHTOB OyXTajTepCKOro y4eTa ¢ MOMEHTa
uX co3qaHus (MOCTYIUICHUSI B YUpekKACHHE) 0 Nepeayd B apXuB C COOMIOACHUEM yCTAHOBJICHHBIX JUIS
KaXJIOTO JOKYMEHTa B TpaduKe TOKyMEHTO000pOTa CPOKOB.

1.3. IIpaBuia obecrieunBarOT pEeICHUE CIACTYIONINX 3a/1a4:

- coOuo/IeHNe MOPsIJIKa U CPOKOB Iepefauu (IMpeAcTaBiIeHUs]) B COOTBETCTBUU C YTBEPIKJICHHBIM
rpaduKoOM JOKYMEHTOOOOpPOTa TEPBUYHBIX (CBOAHBIX) YYETHBIX TOKYMEHTOB Ui OTPAKEHHS HX B
OyXraJITepCKOM y4eTe;

- CBOEBPEMEHHOE OTpakeHHE OOBEKTOB yueTa B OyXraJaTepcKOM ydeTe U (M) OTYETHOCTH, B TOM
qucie nepefady JOKYMEHTOB JUIs PETUCTPAIMK COJAEPXKAIMXCSA B HUX JAHHBIX B perucrpax Oyxyuera u
COCTaBJICHHE Ha MX OCHOBE OyXTanTepcKoi ((puHAHCOBOI) OTYETHOCTH;

- CBOEBPEMEHHOE IPEJIOCTABJICHUE JIaHHBIX OyXrajaTepckoro yuyera u (MJIM) OTYETHOCTH,
HEOOXOUMBIX JIJISl OCYILECTBICHUS YUPEKIACHUEM CBOEH 1A TEIbHOCTH;

- COXpaHHOCTb JOKYMEHTOB, IPEIOTBpAICHNE HECAaHKIMOHUPOBAHHOIO JOCTyna K HHUM U
HEIOMYIEHUsI HEOOOCHOBAaHHOTO BHECEHHUS B HUX U3MEHEHUN (M3bATHI I0OKyMEHTOB).

1.4. Hacrosiue I1paBuina o0s3aTenbHbl U1l UCIIOJIHEHUSI BCEMU COTPYJHUKAMU Y UpEKICHUS.

1.5. O6muii KOHTpPOJIb 3a OpraHu3alueld JOKyMEHTOOOOpOTa BO3Jaraercsi Ha PYKOBOIUTEIS
Yupexaenus (nanee Takxe — PykoBoaurens).

2. ITopsinok npuMeHeHUus1 (POPM TOKYMEHTOB

2.1. OcHOBaHMeM Il OTpaXXeHHs B OyXraaTepckoM yuere wuHpopManuu o0 aKTHUBax,
0053aTeNbCTBAX, MHBIX 00BEKTax OyXralTepcKoro y4yera, 00 onepanusix, UX U3MEHSIOMUX, U (PUHAHCOBBIX
pe3yJbTaTax YKa3aHHBIX omepanui (JoXoax, pacxoaax, UCTOUYHUKAX (PMHAHCHPOBAHUS IESATEIbHOCTU
YUPEXKJIEHUS ) SIBISIFOTCS IEPBUYHBIE (CBOJHBIE) YUETHBIE JOKYMEHTHI.

2.2. IlepBuuHble (CBOJIHBIE) YUETHBIE JOKYMEHTBI, PETUCTPHI OYXTaJITepCKOro yueTa COCTaBISIOTCS
10 YHU(DUITUPOBAHHBIM (hOpMaM, YTBEP)KICHHBIM:

a) [Ipuxazom Munduna Poccun ot 15.04.2021 N 611;

6) [Tpukazom Munguna Poccun ot 30.03.2015 N 52h;

B) Ykazanuem banka Poccun ot 11.03.2014 N 3210-V;

I') IPaBOBBIMHU aKTaMHU YTIOJIHOMOYEHHBIX OPTaHOB HUCTIOJIHUTEBHON BIIACTH.
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2.3. YauduuupoBanusie (HopMbl JOKYMEHTOB, yTBepKAeHHbIe [Ipukazom Munpuna Poccum ot
15.04.2021 N 611 (manee takxe - [Ipuka3z N 61H), IpUMEHSIOTCSA B YUPEKICHUH C YIETOM IOJIOKEHUH O
Hayvaje MpUMeHeHUs (opM IOKYMEHTOB COTJIACHO MpHKa3aM O BHeCeHHH u3MeHeHwid B [Iprnka3z N 611 B
CJIEIYIOLLEM MOPSAKE.

2.3.1. YaudunupoBanasie (GOpMbI JTOKYMEHTOB, YTBEP)KICHHBIC IEPBOHAYAIBHOW peIaKIMeH
ITpukasza N 61H, a taxxe IIpukazom N 611 B penakuun npukaza Munduna Poccuu ot 30.09.2021 roxa
N 142H, npumensitorcs B Yupexaenuu ¢ 01.01.2023.

2.3.2. YaudunupoBaHHeie (GopMbl JTOKYMEHTOB, yTBepkacHHbIe [Ipukazom N 61H B pemakiuu
npukaza Munpuna Poccun ot 28.06.2022 N 100H, npumenstorcss B Yupexxaenuu ¢ «01» saBaps 2024
roja:

a) AKT IpUEMKH TOBapoB, padort, yciuyr (¢. 0510452);

0) Uzsemienue o tpanchepte, nepenaBaeMom ¢ ycioBueM (¢. 0510453);

B) 3asBKa-000CHOBAaHHE 3aKYIIKA TOBApOB, pabOT, YCIYT Majoro o0beMa depe3 MoJ0TICTHOS JIUIIO0

(¢. 0510521);

r) Kaprouka yuera npaBa nosp3oBaHus HeuHaHCOBBIM akTHBOM (¢. 0509214).

2.3.3. YaudunupoBanHsie (GOpMBI TOKYMEHTOB, yTBepkaeHHbIe [lpukaszom N 61H B pemakmuu
npukaza Munduna Poccun ot 07.11.2022 N 1571, npumensitorcst B Yupexaenuu ¢ «01» saBapsa 2024
roja,

a) AKT o pe3ynbTarax uHBeHTapu3auuu (¢. 0510463);

0) MuBeHTapHas kapTouka y4yera HeuHaHCOBBIX akTUBOB (. 0509215);

B) MlHBeHTapHas KapTOYKa rpyMnnoBOro yuera HeuHaHCcOBbIX akTHBOB (. 0509216).

2.3.4. YauduiupoBaHHbsle QOpMbI TOKYMEHTOB, yTBepxkaeHHble IIpukazom N 61H B pemakuuu
npukaza Munduna Poccuu ot 30.10.2023 N 174n, npumensitorcss B YupexaeHuu ¢ «01» suaBaps 2025
roja:

a) MluBeHTapu3aloHHast OMKUCh OCTATKOB HA CUETaX y4eTa JIeHeKHbIX cpeAcTB (¢. 0510464);

0) MuBeHTapusanMoHHAs OMHUCH (CIMYUTENbHAs BEAOMOCTH) OJNAHKOB CTPOTOM OTUYETHOCTH H
JIEHEXKHBIX TOKyMeHTOB (. 0510465);

B) lHBeHTapu3alroHHas ONMUCH (CITMYUTENbHAS BEIOMOCTh) 0 00beKTaM He(DMHAHCOBBIX aKTUBOB
(¢. 0510466);

r) UHBeHTapu3aImOHHAs OMKICHh HAJTMYHBIX ACHEKHBIX cpeacTB (. 0510467);

1) NHBeHTapu3alMoHHAs OMUCh pacdyeToB Mo noctyruieHusMm (¢. 0510468);

€) AKT mpueMKH TOoBapoB, pabot, ycayr (¢. 0510452) B wactu dopmupoBanus pazuena 6 mnpu
MCIIOJTHEHUH KOHTPAKTOB (JJOTOBOPOB), TOJIIEKAIINX Ka3HAUEHCKOMY COIPOBOKIEHUIO.

2.4. [Ipu orcyTcTBUHM yHU(DUIIUPOBAHHBIX (OPM MEPBHUYHBIX YUETHBIX JOKYMEHTOB U PETHUCTPOB
Oyxydera B YUpEeXICHUU HUCIOIB3YIOTCS (OPMBI, 00pa3iibl KOTOPBIX HpuBeaeHbl B [punoxenuun N 2 k
VY4eTHOHN NOMUTHKE (Jlajiee TaKKe — HEYHU(PUIIMPOBAHHbBIE (POPMBI).

HeynugunupoBanubie (GopMbl MEPBUYHBIX YUETHBIX JTOKYMEHTBI, PETUCTPOB OyXTraJTepcKOro
yueTa, WHBIX JIOKYMEHTOB OyXTralTepCKOTO yd4YeTa, HEOOXOIMMble YUPEeKICHUIO IS BEICHUS
OyXraJTepcKoro ydera, MO KOTOPbIM HOPMATHBHBIMU IPABOBBIMH aKTaMH, PETYIMPYIOIIUMH BeJCHUE
Oyxrairepckoro (OFOKETHOTO) y4eTa, He MPeIyCMOTPEHBbI 00s3aTeNbHbIe i1 uX ohopmieHus: GopMbl
JIOKYMEHTOB, pa3pabaThIBalOTCS B COOTBETCTBMM C TPeOOBAHMSMHU HOPMATHUBHBIX IPABOBBIX AaKTOB,
PEeryJIUPYIOIINX BEJIEHUE OyXTalTepcKoro (Or0HKETHOT0) y4eTa, o MPeABAPUTEIHHOMY COTJIaCOBAaHUIO C
I'maBHBIM OyXTanTepom.
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2.5. HeynudunupoBanusie (GOpMbI MEPBUYHBIX YUETHBIX JOKYMEHTOB JOJDKHBI COAEPKATh
clieayroue 00s3aTebHbIe PEKBU3UTHI:

- HAMMEHOBaHHE JOKYMEHTa;

- IaTy COCTaBJICHUA JOKYMEHTA;

- HAMMEHOBaHUEe Y YpexACHMUS;

- coepkanue (hakTa XO3sHUCTBEHHON KHU3HU;

- BEIMYMHY HATypalbHOrO U (WJIM) JEHEXKHOro H3MepeHus ¢akTa XO3SHUCTBEHHOW >KU3HU C
yKa3aHHEM EIMHHI] U3MEPEHUS;

- HAMMEHOBaHHE JOJKHOCTH JMIA (JIMI[), COBEPIIMBILErO (COBEPIIMBIINX) CACIKY, ONEPALUI0 U
OTBETCTBEHHOTO (OTBETCTBEHHBIX) 32 MPABHILHOCTh €€ OQOpMIICHHUS, THO0 HAMMEHOBAaHUE JOKHOCTH
nuna (JIUI), OTBETCTBEHHOTO (OTBETCTBEHHBIX) 32 O(hOPMIICHHE CBEPIIMBIIETOCS COOBITHS;

- OJIMMMCH OTBETCTBEHHBIX JIUII, C YKa3aHHEM UX (GaMWIHA U WHUIIUAIOB JINOO MHBIX PCKBU3HTOB,
HEOOXOUMBIX JIJIS1 UACHTU(UKAIIMY STHX JIHII;

- moAnHUcH PyKkoBOIUTEIS MITU YITOJITHOMOUYSHHBIX MM Ha TO JIHII,

- uaopmanuo, HEoOXOaUMYIO [UIsl mpeacTaBieHus B [ocynapcTBeHHYI0 HHGOPMALMOHHYIO
CUCTEMY O FOCYJapCTBEHHBIX U MYHHIIUIIATBHBIX IUIATEKAX B COOTBETCTBUU C ITOPSIIKOM, YCTaHOBJICHHBIM
DenepanbubiM 3akoHOM 0T 27.07.2010 N 210-D3.

2.6. HeynudunupoBanusle (OpMBl pPErucTpoB OyxydeTa JOJDKHBI COJEpXkaThb —CIEYIOLIHe
00s13aTeNbHbIE PEKBU3UTHI:

- HAUMEHOBAaHUE PEruCTPa;

- HAMMEHOBaHUE Y UpexACHMUS;

- IaTy Havajla 1 OKOHYaHUs BEIEHUS perucTpa u (Win) Nepuo, 3a KOTOPbI COCTaBIIEH PETHCTD;

- XpOHOJIOTUYECKYIO U (WJIM) CUCTEMAaTUYECKYIO TPYIIIUPOBKY 0OBEKTOB OyXyUeTa;

- BEJIMYMHY JEHEXKHOro W (WJIM) HATypaJbHOTO H3MEpeHUs OO0OBEKTOB OyXyyeTra ¢ yKa3aHueM
€AMHUIIBI U3MEPEHUS,;

- HAMMEHOBAHMs IOJKHOCTEH JINLI, OTBETCTBEHHBIX 3a BEJCHUE PETUCTPA;

- IOATNCH JIMLI, OTBETCTBEHHBIX 3@ BEJIEHUE PErucrpa, ¢ ykazaHUeM UX (amMHIMN U WHUIUAJIOB
1100 MHBIX PEKBU3UTOB, HEOOXOIUMBIX JUI UACHTU(PHUKAIIMN YTUX JIHIL;

- HHbIE PEKBU3WTHI, MPEIyCMOTPEHHbIE JUIsI (POPMHUPOBAaHUS YHU(DULUMPOBAHHBIX (OpM
JIOKYMEHTOB.

2.7. B yHuuuupoBaHHbIX U HEYHHU(PULIUPOBAHHBIX (hopMax MEPBUYHBIX JOKYMEHTOB, B KOTOPBIX
JaTa cocTaBiieHUMss M (WiIM) NOJNNUCAaHUS OTJIMYaeTcss OT JaThl (mepuoja) coBeplieHus Qakra
X03SICTBEHHOM JKHU3HH, JTOTIOJTHUTENIBHO B KAUECTBE 003aTEIbHOIO PEKBU3UTA YKA3bIBAeTCs MHPOpPMALIUs
0 nare (Iepro/ie) COBEPIICHUSI CICTKH, COOBITHS, OTIEPAIIHH.

2.8. OTBETCTBEHHbIE 3a CO3/laHUE JOKYMEHTOB JIMIAa BIIpaBe BKJIIOYATh B MEPBUYHBIN (CBOJHBIN)
YUETHBIH JIOKYMEHT WJIM peructp Oyxyuera, cOPMHPOBAHHBIM HAa OCHOBE YHU(UIIMPOBAHHOW (HOPMBI,
JIOTIOTHUTEIIbHBIE PEKBU3UTHI (JaHHBIE).

[Tepen mpuHATHEM TAKOTO PEIICHHS OTBETCTBEHHOE JIUIIO JOKHO:

a) YCTaHOBUTh BO3MOKHOCTh OOecreueHus: UH(POPMAIIMOHHOW COBMECTUMOCTH TOCYJapCTBEHHBIX
(MyHMLIMIIAIBHBIX) MH(QOPMALMOHHBIX CHUCTEM M WH(OPMALMOHHBIX PECYPCOB, CPEIACTBAMU KOTOPBIX
ocyuiecTBisieTcss GopMUpoBaHHEe U 0OMeH MH(pOpManueld U JOKYMEHTOB B RJIEKTPOHHOM BHUJE (B Gopme
JJIEKTPOHHBIX JOKYMEHTOB);

0) coryiacoBaTh BBEJACHHUE JOTIOJTHUTEIBHOTO PEKBU3HTA ¢ [ JTaBHBIM OyXTaaTepoM.

CornacoBaHue OCYIIECTBISCTCS MOCPEICTBOM BH3UPOBAHMS CIY>KEOHOHM (IOKIAagHON) 3arucKw,
HOJTrOTOBJIEHHOW OTBETCTBEHHBIM 3a CO3/1aHUE JOKYMEHTA JIUIIOM.

Pazpemaercs Takke UW3MEHeHHME pa3smepa Tpad M CTPOK, KOTOpBIE MPEAYCMOTPEHBI
yHUDUIIMPOBAHHOHN (HOPMOH, 10OaBIIEHNE BKJIAIHBIX JINCTOB.

3/26


https://internet.garant.ru/document/redirect/12177515/0

VYnaaneHue OTAETbHBIX PEKBU3UTOB U3 (OPM NEPBUYHBIX YYETHBIX JOKYMEHTOB, PETHUCTPOB
OyXraJTepcKoro yuyera He JOIyCKaeTCsl.

3. PersiameHT cocTaBJ/ieHHsl, IPeACTABJIEHH s, 00PA0OTKH JOKYMEHTOB

3.1. B mensix BemeHust OyXraiarepckoro y4era:

- B YUpexIeHUU UCIOJIb3YEeTCs CUCTEeMa 3JIEKTPOHHOT0 JOKyMeHToobopoTa (nanee - COJI);

- TOKYMEHTOO0OPOT B YUPEKACHUU OCYILECTBIISCTCS TAKXKE MOCPEICTBOM OOMEHa TOKYMEHTaMH
Ha OyMa)>KHOM HOCHUTEIE.

3.2. IlepBuuHble (CBOJHBIE) YUETHBIE JOKYMEHTHI, PETUCTPhl OyXIraaTepcKOro ydyera COCTaBIAIOTCS
B YUpEKICHUU:

a) B BUJIC 2JIEKTPOHHBIX TOKYMEHTOB;

0) Ha OyMa)XHOM HOCHTENE B ciyd4ae, eciiu (eaepaJbHbIMH 3aKOHAMU WM NPUHUMAaEMBIMU B
COOTBETCTBUHM C HUMH HOPMAaTHBHBIMH NPABOBBIMHM aKTaMH YCTAHOBIJIEHO TPeOOBaHUE O HEOOXOIUMOCTH
COCTaBJICHUS (XpaHEHUs1) JOKYMEHTOB UCKIIIOUUTENIbHO Ha OyMa)KHOM HOCHUTEIIE;

B) Ha OyMa)XHOM HOCHTENIE€ B CBS3M C OTCYTCTBUEM OPraHM3allMOHHO-TEXHUYECKON BO3MOMXHOCTH
(bopMHpOBaHUS U XPaHEHHSI ATIEKTPOHHBIX IOKYMEHTOB.

[TepBuuHbIe (CBOJHBIE) YUETHBIE TIOKYMEHTBI, PETUCTPHI OYXTaJITEPCKOr0 Y4eTa, COCTaBIECHHBIE T10
YHU(DULIHPOBAHHBIM (POpPMaM 3JIEKTPOHHBIX JOKYMEHTOB, YTBEPKICHHBIM:

- pazznenavu 4 u 5 Meronndeckux ykazanui k npukazy Munguna Poccun ot 30.03.2015 N 52#;

- npukazoM Munpuna Poccun ot 15.04.2021 N 61H;

COCTAaBJISIFOTCS B VYupexaenun Ha OyMaXHOM HOCHTEIIE 0 HACTyIUICHUS
OpPraHU3alMOHHO-TEXHUYECKOM BO3MOXKHOCTH UM TEXHOJOTHMYECKOW TOTOBHOCTH HH(OPMAIIMOHHON
CUCTEMBbI, MpPUMEHSEMOW B LENAX KOMIUIEKCHOW aBTOMAaTH3allMd OyXrajTepckoro ydera H
oOecrieunBaromieil  BeJeHHE  OyXTraJITepckoro ydyera B YUpexaAeHuu  (Crenuaau3upoBaHHOIO
IPOrpPaMMHOT0 MPOAYKTa), GOPMHUPOBATH JIEKTPOHHBIE TOKYMEHTHI.

[Tepexon Ha QopMupoBaHue YHUGUIMPOBAHHBIX ()OPM NEPBUYHBIX YUETHBIX JIOKYMEHTOB,
pPEerucTpoB OYyXTaJTepCKOro y4eTa B BHUJAE JJIEKTPOHHBIX JOKYMEHTOB, IOJIMCAHHBIX 3JIEKTPOHHOU
HOJNKMCHIO, OCYLIECTBISIETCA MO (DaKTy TEXHOJOTMUECKOW TOTOBHOCTH WH(POPMAIIMOHHON CHCTEMBI,
o0ecrneunBaroIell  BeACHHE  OyXTraJTepCcKOro ydera B YupexAeHuu (Crenuaau3upoBaHHOIO
IPOTPaMMHOIO TMPOJYKTa), HO HE paHee HACTYIUIEHUS JaThl Hayajla NPUMEHEHHS B YUpekKAECHUU
YHUPUIIMPOBAHHBIX (OPM JIEKTPOHHBIX JOKYMEHTOB cOrjlacHo 1. 2.3 Hacrosmux [Ipasui.

O TexHOJIOTHYEeCKOH TOTOBHOCTH (YOPMUPOBAHMS YHUDUIIUPOBAHHBIX (OPM MEPBUYHBIX YUETHBIX
JIOKYMEHTOB, PETUCTPOB OyXrajJTepCcKOro yd4eTa, B BHJE JJIEKTPOHHBIX JOKyMeHTOB byxranrepus
YBEAOMIISIET BCEX COTPYIHUKOB YUpPEXKACHMS, HMEIOIMX OTHOLIEHWE K YUYETHBIM IpoLeaypamM H
OTBETCTBEHHBIX 3a ohopmiieHHe (HaKTOB XO35IICTBEHHON KU3HU U (JOpMUPOBaHUE U (WIIH) MIPE/ICTaBICHHE
B Byxranrepuio 10KyMeHTOB (CBeAE€HUH ), HEOOXOAMMBIX Ul BeJIeHHUs] OyXTaJTepCKOro y4yera, B OpsIKe,
npeaycMoTpeHHoM . 3.20 - 3.21 nacrosuux [IpaBuir.

3.3. Insg cobmro/ieHusl MpUHIIMIIA OJHOKPATHOTO BBOJA JaHHBIX MH(poOpManus 00 o0beKTax ydera
dopmupyercst HemocpeAcTBeHHO B MH(popMarmonHoi cucreme 1C Bbyxrantepus, npuMeHIeMON B LEIX
KOMIUIEKCHOW  aBTOMATH3allUd  OyXTajTepcKoro ydera B YUpexXJIeHUU (CleHUaIU3UPOBAHHOM
IIPOrPaMMHOM IIPOJIYKTE).

3.4. B YupexaeHuu HCIONb3yeTcs NIEKTPOHHBIHN (1 poBoii) crtocod GopMUpOBaHUS TOKYMEHTOB

OyXTaJTepCKOro ydera - JOKYMEHT COCTABIISIETCA C MPUMEHEHUEM CHEeIMaTM3UPOBAHHBIX MPOrPaMMHBIX
MPOJYKTOB TIOCPEACTBOM (POPMHUPOBAHUSL SIEKTPOHHOTO JOKYMEHTA, MOAMHUCHIBAEMOTO 3JIEKTPOHHBIMU
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MOAMUCSIMHU.

[lepBuuHble (CBOOHBIC) YYETHBIC JOKYMEHTBI, PETUCTPBI OyXydera, COCTaBICHHBbIE B (opme
ANEKTPOHHBIX JTOKYMEHTOB, JOTOJHUTENHFHO Ha OyMaKHBIX HOCHUTENSX HE (OpMUPYIOTCA, AYyOJIMKAThI
ANIEKTPOHHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJE HE CO3JAal0TCsS, €CIM HMHOE HE IPEeIryCMOTPEHO
IpaBUJIaMU XpaHEHUS IOKYMEHTOB OyXTalITepCKOro yuyera.

®dopmMupoBaHUE OyXTaITePCKUX JOKYMEHTOB Ha OyMaKHBIX HOCHUTENSIX OCYIIECTBISETCS
CIIEYIOIIUMHU CIIOCOO0aMH:

- COOCTBEHHOPYYHO - JIOKYMEHT COCTaBJISICTCS JIMIIOM, OTBETCTBEHHBIM 3a COBEpIIEHUE (QakKra
XO3SIUCTBEHHOM HU3HU, Ha OyMa)KHOM HOCHTEJE CpPEJCTBOM, OOECIEUMBAIOUIMM COXPaHHOCTb 3THUX
3amucell B TEUEHHWE CpOKa XpaHEHUs JOKYMEHTOB - IIIAPUKOBOW (HE TIeleBOM) pydykoW C macTou
(4epHHUIIAMU ) YEPHOTO, CHHETO UJIN (PHOJIETOBOT'O IIBETOB;

- aBTOMAaTUYeCKH  (MOJyaBTOMATHYECKH) - JIOKYMEHT COCTaBJSIeTCA C  MPUMEHEHUEM
CIEIMAIM3UPOBAHHBIX MPOTPAMMHBIX MPOAYKTOB IMOCPEICTBOM (OPMUPOBAHUS DIEKTPOHHOTO OOpasa
OyMa)XHOTO JOKYMEHTa, COJAepXKaimiero oO0s3aTeNbHbIe PEKBU3HTHI, IPEAYCMOTPEHHBIE (OPMOWA
JIOKYMEHTa, 1 COOCTBEHHOPYYHOI'O MOJIMMCAHUS JOKYMEHTa Ha OyMaKHOM HOCHUTEJIE.

3.4.1. Ilpu HEOOXOIMUMOCTH, B TOM YHCJE 1O TpeOOBaHHIO (3ampocy) rocyaapcTBEHHOTO OpraHa
WIM WHBIX YIOJHOMOYCHHBIX JIUI] O IMPEACTABICHUH 3JIEKTPOHHOTO TEPBHYHOTO YYETHOTO JOKYMEHTA,
JIIEKTPOHHOTO PErucTpa, UHBIX JOKYMEHTOB OyXralTepckoro y4dera GOpMUPYIOTCS KOMHUU SJIEKTPOHHBIX
JOKYMEHTOB Ha OyMa)>KHOM HOCHTEJIE.

Konuu 31eKTpOoHHBIX JOKYMEHTOB (POPMHUPYIOTCS HAa OyMakHOM HOCHUTEIIE ITyTeM pacreyaThbIBaHUsI
00pa3a 3JeKTPOHHOTO JOKYMEHTA.

Komusi »/IeKTpOHHOTO JOKYMEHTAa, W3rOTOBIIEHHAs Ha OyMaXHOM HOCUTENE, MOAJEKHUT
o0s3aTenpHOMY  3aBepeHHMIO. Kommu  3JIEKTPOHHBIX  JOKYMEHTOB Ha  OyMaXHOM  HOCHTEJe
3aBEePSAIOTCS JTUIIOM, OTBETCTBEHHBIM 32 (JOPMUPOBAHUE TOKYMEHTA (OTBETCTBEHHBIM HCIIOJIHUTEIEM).

Ha xonusix 371€KTPOHHBIX JIOKYMEHTOB ITPOCTABIISCTCS:

- 3aBeputenbHas Haamuch "Komus s1eKTpoHHOro JOKyMeHTa BepHA" (OTTHCKOM IITaMIla WM
COOCTBEHHOPYYHOM 3aITUCHIO TEKCTA),

- JIOJDKHOCTD JIMIIA, 3aBEPUBIIETO KOMHIO, JHYHAS MOAMKUCH, pacin(poBKa MOANUCH (MHUIHAIIBI,
bammnus);

- 1aTa 3aBEPEHUS.

3aBepeHue KOMHUU 3JIEKTPOHHOTO IOKYMEHTa yJI0CTOBEPSIETCS N€YaThIO.

Hcnonmuutens (M0, 3aBepUBIIEe KOIHIO) HECET TMEPCOHAIBHYI0 OTBETCTBEHHOCTh 32
UICHTUYHOCTD KOIIHUH JIEKTPOHHOTO IOKYMEHTa Ha OyMa)KHOM HOCHUTEJIE €€ dJICKTPOHHOMY OpUTHHAITY.

3.4.2. Tlpu HEOOXOAMMOCTH, B TOM YHCJIEe MO TPEOOBAHHIO (3apOCy) rOCYAapCTBEHHOTO OpraHa
WIA MHBIX YIOJIHOMOYEHHBIX JIMII O TMPEICTaBICHUM KOMUH TEPBUYHOIO YYETHOTO JIOKYMEHTa,
AJNIEKTPOHHOTO PETHUCTPa, WHBIX JOKYMEHTOB OYXTaJITEpPCKOTO ydYeTa, COCTABICHHBIX Ha OyMakKHOM
HocuTene (TMOANUCAHHBIX COOCTBEHHOPYYHBIMU IOJAMUCAMH), (HOPMHUPYIOTCS KOIUHU JOKYMEHTOB Ha
OyMa)XxHOM HOCHUTEJIE

Konuu n0KyMEHTOB, COCTaBlieHHbIE Ha OyMaXHOM HocuTene, (OpMHUPYIOTCS Ha OyMakHOM
HOCUTEJIE IyTeM KOIMMPOBAHMSI OPUTHMHANA JJOKYMEHTA U 3aBEPSIIOTCS C YKa3aHUEM:

- 3aBepuTenbHON Haanuck "Komus nokymeHnTa BepHa" (OTTUCKOM IITaMIIa WIIM COOCTBEHHOPYUHOU
3aIUCHIO0 TEKCTA);

- IOJDKHOCTH, (paMUIIMK M MHUIMAJIOB 3aBEPHBILET0 UX JIUIA, @ TAKXKE €ro JMYHON MOANNCH;

- J1aThl 3aBEPEHMUS.

Konuu 10KyMEHTOB, COCTaBICHHBIX Ha OYMa)KHOM HOCHUTEJIE, 3aBepSAIOTCS JIMIIOM, OTBETCTBEHHBIM
3a (popMupoBaHUE JOKYMEHTA (OTBETCTBEHHBIM HCITOTHUTEIIEM).

3aBepeHne KOMUU JOKYMEHTa YAOCTOBEPSETCS MeYaThio.

Hcnonuurtens (IMLO, 3aBepUBIICE KOMMIO) HECET MEPCOHAJIbHYI0 OTBETCTBEHHOCTh 32
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HACHTUYHOCTD KOIIMK OOKYMEHTA, COCTaBJICHHOI'O Ha 6YMa}KHOM HOCHUTCIIC, €€ OpUTHHAIIY Ha 6}7Ma}KHOM
HOCHUTCIIC.

3.4.3. Konuu TOKyMEHTOB (B TOM YHCIIE JIEKTPOHHBIX) HA OyMakHOM HOcHUTeJe (POPMUPYIOTCS U
3aBepsArOTCs B TeueHwe 3 (Tpex) pabouumx [OHEH ¢ MOMEHTa MoJydeHust TpeOoBaHus (3ampoca) ¢
COCTaBJICHUEM OIMCH MPEACTABISIEMbIX JJOKYMEHTOB 10 (hopme Peectpa cnaun nokymenTos (. 0504053).

Onuce odopmiisercs B 2-X IK3EMIUIApax - MO OAHOMY S3K3EeMIULIPY A KaKIOW W3 CTOPOH.
XpaHeHHEe ONUCH C MOANKMChI0 W pacmmdpoBkord D.J.O. numa, MONyYHBIIETO JOKYMEHT(bI),
OCYIIECTBIISIETCS COTPYTHUKOM, OTBETCTBEHHBIM 32 3aBEPEHUE KOMHIA JOKYMEHTOB.

3.4.4. I1pu U3rOTOBIIEHUU KOMHUH DJIEKTPOHHBIX JOKYMEHTOB WM JOKYMEHTOB, COCTABJICHHBIX Ha
OyMa)KHOM HOCHUTEJIE, 3aBEpUTENIbHAS HAIMUCH Pa3MENIAeTCsl Ha TOM K€ CTOPOHE JIMCTA KOMUU JIOKYMEHTA,
HAa KOTOpOIl Hayaaoch pa3MelleHue HH(OPMAlUU COOTBETCTBYIOLIETO JOKyMeHTa. Eciu JoKyMeHT
MPOJIOJDKAETCA Ha JIPYrOd CTOPOHE JIMCTa WJIM Ha APYTHX JIMCTAX, JIOMOJIHUTENbHAs 3aBEpUTEIbHAS
HAAMKUCh C YKa3aHHEM JOJDKHOCTH W pPAacuIM(pPOBKH MOIMNKHCH, a TaKXKe YIOCTOBEPEHHAas Ie4aTblo,
CTaBUTCS HA KOKJOM JIHCTE, HA OJTHOW WJIM 00CHX CTOpPOHAX JIUCTA, HAa KOTOPBIX pa3MelieHa nHpopmarms.

Jomnyckaercss 00beAMHEHNE KOMHIA BCEX JTUCTOB OJTHOTO JOKYMEHTa B OTAENbHBIN ToM. Takoil Tom
MPOIIMBAETCS MPOYHON HUTHIO, KOHIIBI KOTOPOH BBIBOJSATCSA HA OOOPOTHYIO CTOPOHY MOCTEAHETO JINCTA U
CBs3bIBalOTCA. Hymepalus JUCTOB MPOM3BOAMUTCS CIUIOLMIHBIM CIIOCOOOM, HayMHas Cc eauHulbl. Ha
000pOTHOW CTOPOHE MOCJEIHEr0 JUCTA B MECTE€ CKPEIJICHUS] HaKJIeHBauUBacTCsl OyMakHas Hakjelka, Ha
KOTOPOM HaxXOAWTCA 3aBEepUTENIbHAs HAMMNUCh C YKa3aHUEM [OJDKHOCTH, (GaMIIUM W WHUIHAIOB
3aBEPUBIIETO TOM JIMIIA, @ TAKXKE €ro JIMYHOW MOANUCH, 1aThl 3aBepeHud. [Ipu 3ToM Ha OTAEIBHBIX JINCTAX
TOMA 3aBEPUTENIbHASL HAAUCh HE pa3MelllaeTcs. 3aBepuTesbHas HAAIUCh JIOJDKHA COJIEpKaTh YKa3aHUE Ha
KOJIMYECTBO JINCTOB B TOM€ (LM(paMH U TMPOMHUCKHIO0), OBITH YJOCTOBEpEHA IE€UaThI0 U 3aXBaThIBATh
YaCTUYHO OyMa)KHYIO HaKJIEHKY.

3.5. B Yupexnenun nomyckaercs:

a) opopMJICHHE OJHOr0 TEPBUYHOIO YYETHOTO JOKYMEHTa MpPU OCYLIECTBIEHUH HECKOJIbKUX
CBSI3aHHBIX MEX]Ty 000 (hakTOB X035 HCTBEHHON )KU3HH;

Ha ocHoBe 01HOT0 TEpBUYHOTO JOKYMEHTA B OyXTalTepCKOM YUETe MOTYT OTPasKaThCs:

- pa3Hble OOBEKTHI yUeTa;

- OT/IETIbHBIE KOPPECIOHACHIIMA CUETOB pa3HbIMU JaTaMU IpPU HACTYIJIEHUW ONPEesIEHHBIX
COOBITHIA.

0) opopmiieHHE OJHMM TEPBUYHBIM YYETHBIM JIOKYMEHTOM (BE€JOMOCTBIO) COBOKYIHOCTHU
OJTHOTUIHBIX (DAKTOB XO35IIICTBEHHOMN KM3HN/COOBITUH 1O pa3HBIM KOHTpareHTaM;

B) ohopmiieHHE OJHUM NEPBUYHBIM YYETHBIM JIOKYMEHTOM COBOKYITHOCTH OJHOTHIIHBIX (PaKTOB
XO3SICTBEHHOM >KM3HM, MPOM3OLIEANIMX B OJHOM KaJICHIAPHOM Mecsle, Mo pa3HbIM o0bekraM HDA.
OaHUM NEePBUYHBIM JTOKYMEHTOM MOTYT ObITh 0()OPMIIEHBI CIIEAYIONINE OJHOTUITHBIE (PAKTHI:

- IPpUHATHE  pelIeHHs O  TOCTaHOBKE Ha  OanaHcoBbIi  ydeT  oObekToB  HODA,
MPUOOPETEHHBIX/CO3TaHHBIX B TEUCHHUE OJHOTO KaJICHIAPHOTO MECAIIA;

- IPUHATHE pEIIeHUs O CIHUCAHMM MaTepUalbHBIX 3aMacoB, OJIAHKOB CTPOW OTYETHOCTH,
M3pacXoJ0BaHHBIX (TOTPEOIEHHBIX) B TEUEHHE OJTHOTO KAJIEHJAPHOTO MecsIia.

3.6. [lepBuuHble JOKYMEHTHI, TpeOyIOLIME MpPEI3arnolHeHNus, (QOPMHUPYIOTCS B CIEAYIOLIEM
HOpSIIKE:

a) OTBETCTBEHHOE JINLO Byxranrepuu caMoCTOATENBHO CO3/1AeT MEPBUYHBIA JOKYMEHT, BHOCHUT B
HEro Bce HEOOXOAMMBIE JaHHBIC/CBEJCHUS W3 PETUCTPOB Oyxyuyera W mepeaaeT '"Mmpea3anolHeHHbIH"
JOKYMEHT MHOMY OTBETCTBEHHOMY JHMIly (JIMIly, OTBETCTBEHHOMY 3a ()OPMHPOBAHUE JOKYMEHTA) IS
3aBepILeHHs ero (OPMUPOBAHUS U TTOANHUCAHHMS.

0) TOKyMEHT (OpPMHPYETCs JIMIIOM, OTBETCTBEHHBIM 3a €0 CO3JAaHUE, a 3aTeM HaIpaBIseTCs NpU

6/26


https://internet.garant.ru/document/redirect/70951956/4200

HEOOXOIMMOCTH JUIsl 3allOJIHEHMS HHBIM OTBETCTBEHHBIM JIMIIOM M3 cocTaBa byxrantepuum B yacTu
UHPOPMALIMM M3 PETUCTPOB OyXraJlTepcKoro ydera. Takod cmoco0 mpea3amoiHEeHUs TOKyMEHTa
Ipe/ronaracT BHECEHUE B YK€ C(OPMUPOBAHHBIM JOKYMEHT JAaHHBIX U (WJIM) OTAEIbHBIX PEKBU3UTOB
JOKYMEHTa WHBIM JIMIIOM, €CIIM JIMIO, OTBETCTBEHHOE 3a COCTaBJICHUE JOKYMEHTa, HE HUMEeT
BO3MOXHOCTH/JIOCTYIIAa CAMOCTOSITEJIbHO BHECTH B JIOKYMEHT HEOOXOAMMBIE JaHHbIE M3 PErHMCTPOB
Oyxyuera.

[lepeyeHp  OOKYMEHTOB, TpeOyIOIIMX NpPEI3aloiIHEHUs, a TaKXkKe OTBETCTBEHHbIE 32
Npe3anoIHeHNE TIEPBUYHBIX JOKYMEHTOB JIMIIa M CPOK IpeA3aroyHeHus ycraHaBinuBaercs [ papukom
nokyMeHToobopora. Ilpu 3tom y snn, oTBevarolMX 3a MpeA3aloIHEHHE JAOKYMEHTOB, JOJDKHO OBbITh
o0ecreyeHo MpaBo JOCTyIa K COOTBETCTBYIOLIEH 0a3e MaHHBIX WJIM MPEAOCTABICHBI PACIIMPEHHbIE TIPaBa
(Tpu1 HEOOXOUMOCTH).

WudpopMupoBaHHEe OTBETCTBEHHOTO JIMIIAa W3 COCTaBa byxraarepuum o0 HEOOXOAMMOCTH
IPEe3anoIHEHUs TOKyMEHTa OCYIIECTBIISIETCS OJHUM U3 CIEAYIOIUX CIIOCOOOB:

- HATIPABJICHUEM TEKCTOBOTO COOOLICHHS O HEOOXOAMMOCTH TIPEA3ANOIHEHHUSI TOCPEICTBOM
3JIEKTPOHHON MOYTHI, MECCEH/PKEPOB, KOPIIOPATUBHBIX YaTOB U T.I1.;

- HATPaBJICHUEM 3JICKTPOHHOTO OMIOBEUICHHUS B TIPOTPAMMHOM TPOJTYKTE.

WudpopmupoBaHne muIa, OTBETCTBEHHOrO0 3a (OPMHUPOBAaHHE JOKyMEHTa, 00 OKOHYAHUH
[IPEA3ANlOJIHEHUS  JOKYMEHTa  OCYILECTBJIACTCS B AHAJIOTMYHOM  IIOPAJKE, YKAa3aHHOM  BBILIE,
HEIIOCPEICTBEHHO IIOCJIE 3aBEPIICHMS IPEA3AOIHEHUs NEPBUYHOIO JOKYMEHTa, HO HE IIO3JIHEE IHS,
CJIEYIOLLETO 3a JHEM MPEA3aIOIHEHHUS.

3.7. K OyxrantepckomMy y4eTy NIpUHUMAIOTCS:

a) DJIEKTPOHHBIEC IOKYMEHTHI;

0) opUrMHaJIbl JOKYMEHTOB Ha OyMa)kKHOM HOCHUTEIIE;

B) CKaH-KOMHH (AJIEKTPOHHbBIE KOMMMH JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJE).

3.7.1. JlonmyckaeTcs mepenada B byxranrepuio OpUTrMHAIOB NEPBUYHBIX YYETHBIX JOKYMEHTOB,
OoQOpMIIEHHBIX Ha OyMaXHOM HocuTele (coaepkallux COOCTBEHHOPYYHBIE MOJINKCH), B OTHOIIEHUU
KOTOpbIX B I['paduke nOKyMeHTOOOOpOTa yKa3aH BHJI IPEJICTABISEMOIO JOKYMEHTa «CKaH-KOIUS»,
€XKeMeCSIyHO He Mo3aHee 5 pabouMx JIHEeH IMociie 1aThl OKOHYaHUS MEcAla, B KOTOPOM CKAaH-KOIUU TaKUX
JOKYMEHTOB ObUIM TpenocTaBieHbl B byxrantepuio. Ilepemaua [OKyMEHTOB OCYILECTBISIETCS C
odpopmiienuem Peectpa cnaun nokyMmeHToB (. 0504053) B 1BYX dK3eMILISIpax.

3.7.2. llepenaya B Byxrantepuio OpUrHHAIOB MEPBUYHBIX YUETHBIX JTOKYMEHTOB, O(GOPMIIECHHBIX
Ha OyMa)XHOM HOCHTENe (CoIepKalluX COOCTBEHHOPYYHBIC TIOAINMCH), MPEIOCTaBICHUE KOTOPHIX
cornacHo ['papuky JOKyMEHTOOOOpPOTa MPEAYCMOTPEHO B BUAE «OYM@XHBIX» JIOKYMEHTOB,
OCYIIECTBIISIETCSI 0€3 JOTIOTHUTENBHON Tepeadl CKaH-KOMHH TaKWX MEPBUYHBIX YUYETHBIX JOKYMEHTOB.
Ilepenaua moxkymeHTOB ocyuiecTBisiercs ¢ opopmieHueM Peectpa craum nokymeHToB (¢. 0504053) B
JBYX 9K3eMILIsIpax B CPOKH, yCTaHOBJIEHHbIE [ padukom 1okymMeHTooO0poTA.

[Ipu oTCcyTcTBHM BO3MOXHOCTH JIMIIOM, OTBETCTBEHHBIM 3a (QopMHupoBaHWe U (WJIH)
MpeIoCTaBlIeHUE JOKYMEHTa Ha OyMa)KHOM HOCHUTEINle, CBOEBPEMEHHO MepeaaTh OPUTHHAN JOKYMEHTa B
Byxranreputo, Takoe JUIO B LEIIX COOTIOACHHS CPOKOB, YCTAaHOBIEHHBIX I 'padukomM J0KyMeHTO0O0pOTA,
JOJKHO MIPEIOCTaBUTh B byXranTepuro 3MeKTPOHHYI0 KOMUIO JOKYMeHTa (ckaH-konwio). [IpenocraBnenue
CKaH-KOTIMM HE OCBOOOXKIIa€T OTBETCTBEHHBIX JIMIl OT OOS3aHHOCTH TPEACTaBUTh B byxranreputo
OpUTHHAI TOKYMEHTa, C(hOPMHUPOBAHHOTO Ha OyMakHOM HocuTene, B TeueHue 10 (mecartu) pabounx mHen
C MOMEHTa NIPEJOCTaBJIEHUSI CKAaH-KOIMUHU TaKOro NOKyMEHTa. B ciyyae HapylleHUs yKa3aHHOTO CpoOKa
JUIy, TPEJOCTABUBIIEMY CKaH-KOIMIO, HampaBlsieTcs TpeboBaHue [7maBHOro OyxranTepa/MHOTO
YIIOJTHOMOYEHHOTO UM JIMIIA B TOPSAKE, MPeayCMOTPpEeHHOM I1. 4.4 Hactoamux [IpaBu.
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3.8. DNEKTPOHHBIA JOKYMEHT, MOJMHCAHHBIA KBATHU(QHUIUPOBAHHONW AIIEKTPOHHON TOIMUCHIO,
MPUHUMAETCS K OyXTaaTepCKOMY YUETy MPU OJTHOBPEMEHHOM BBIITOJIHEHUH CIIEAYIOMINUX YCIOBUM:

- TOKYMEHT UMEET BCE PEKBHU3UTHI, NMPEAyCMOTPEHHbIE YHUPHUIIMPOBAHHOW (HOpMOI TOKYMEHTa,
IpU OTCYTCTBUHM YHU(PHUIHPOBAHHOW (OPMBI - 00s3aTeNIbHbIE PEKBU3UTHI, IPEIyCMOTPEHHbIE MyHKTaMHU
2.5 u 2.7 nacrosawmux [IpaBu;

- TOKYMEHT MOAMKCAH ACUCTBYIOMMM(MH) cepTU(HUKATOM(aMK ) SJIEKTPOHHOM TTOITUCH;

- TOKYMEHT 3apeructpupoBat B CO/J1;

- IPM COCTaBJICHUM M TOJIUCAHUM JOKyMEHTa OblUIM coOmtofeHbl TpeOoBaHus DesepaibHOro
3akoHa ot 06.04.2011 N 63-®3 "O06 snexTpoHHoM nmoamucu" (naiee - 3akoH N 63-D3).

3.9. [lepBuuHble  ydYeTHBIE JOKYMEHTBHI, O(OpMICHHBIE Ha OyMmare, WPUHAMAIOTCI K
OyXrajaTepcKoMy y4eTy Mpu OJTHOBPEMEHHOM COOJIIO/ICHUU CIEIYIOIINUX YCIOBHIA:

- OTPaXXCHHS B HUX BCEX PEKBU3UTOB, MPEAYCMOTPEHHBIX YHUPHUIIMPOBAHHOM (OPMOIA IOKyMEHTA,
IpU OTCYTCTBUU YHU(PHUIHMPOBAHHON (HDOPMBI - 00sI3aTENBHBIX PEKBU3UTOB, MIPEIYCMOTPEHHBIX MyHKTAaMHU
2.5 u 2.7 nacrosamux [IpaBu;

- IPY HAJIMYUU Ha JIOKyMEHTE COOCTBEHHOPYUYHOM noanucu PykoBoautens (ymoOIHOMOYEHHBIX UM
Ha TO JIWII).

be3 nonnucu PykoBoautenss u ['maBHoro Oyxranrepa (YIMOJTHOMOYEHHBIX MMU Ha TO JIMI[) HE
MIPUHUMAIOTCS K OyXTaJITEPCKOMY YUETY:

- ICHEKHBIE U PacueTHBIEC JOKYMEHTHI,

- TOKYMEHTHI, 0(OpMIISIONIe (PHHAHCOBBIC BIIOKCHUS;

- IOTOBOPBI 3aiiMa, KPEAUTHBIE IOTOBOPHI.

HckmoyeHne - JOKYMEHTBI, MOJANMChIBACMbIE PYKOBOJHUTEIEM OpraHa TOCYJIapCTBEHHOW BJIACTH
(rocyaapCTBEHHOTO OpraHa), OpraHa MECTHOTO CaMOYIpaBIIEHHUs, OCOOEHHOCTH O(OPMIIEHUS KOTOPBIX
OTIPEICIISIOTCS 3aKOHOAATeILHBIMA 1 (MJTH) HHBIMH HOPMATHBHBIMH TIPABOBBIME akTamMu PD.

B cnywasx pasHormacuii mexnay PykoBogutenem u ['maBHbIM OyXraiarepoM MO OCYIIECTBIICHHUIO
OTJICTBHBIX (PAKTOB XO3SHCTBEHHOM KU3HU, YKa3aHHBIC JOKYMEHTHI MOTYT IPHHUMATHCS K HCIIOJTHCHUIO
yaety 0e3 moanucu ['maBHoro Oyxrantepa. OCHOBaHHEM JUJIsl TAKOTO poja JEHCTBUIM JOKHOCTHBIX JTUIL
Byxrantepuu MokeT OBITh TOJBKO MUCBMEHHOE pacropsbkeHrne PykoBoauTelns (YIOJHOMOYSHHOTO UM Ha
TO JIMIIAa), KOTOPBII HECeT eIUHOIUYHO OTBETCTBEHHOCTH, MPEAYCMOTPEHHYIO 3aKOHOAAaTeNbCTBOM PD, 3a
OCYIIIECTBIICHHE COOTBETCTBYIOIICH OTEpaIlny.

3.10. CkaH-KOIIUU JOKYMEHTOB MPUHUMAIOTCS K OyXrajaTepcKoMy Yy4YeTy TOJIBKO IpH YCJIOBUU
HNOJANMCAHUS MX YCWICHHOW KBAJU(HUIMPOBAHHOW HIIEKTPOHHOM TMOIMUCHIO JOJKHOCTHBIM JIUIIOM,
OTBETCTBEHHBIM 32 COOTBETCTBHE TAaKOH CKaH-KOMHUH MOJJTMHHUKY TOKYMEHTA.

OTBETCTBEHHOCTh 3a COOTBETCTBUE CKAaH-KONMU IMOJJMHHUKY JAOKYMEHTa BO3JaraeTcsl Ha JIMILIO,
OTBETCTBEHHOE 32 O(hopMIIeHHE YKa3aHHBIM JOKYMEHTOM (paKkTa X035HCTBEHHON KU3HU.

3.11. B peructpax OyXraaTepcKoro yueTa JaHHBIE OTPAXKAIOTCI B  XPOHOJOTHYECKOU
MOCIIE0BATEIHHOCTH, C TPYIITUPOBKOM IO COOTBETCTBYIOIIMM CYETaM OYXTalTEpCKOro yueTa.

PeFI/ICTpI)I 6yxyqua MHOAITHUCBIBAIOTCA JIMIIOM, OTBETCTBCHHBIM 3a (i)OpMI/IpOBaHI/Ie AOKYMCHTa
(OTBETCTBEHHBIM UCIIOTHUTENIEM), a TAK)KE MHBIMU JIMIIAMHU, TIOJMUCH KOTOPBIX MPEITyCMOTPEHBI (HOpPMOit
JIOKYMEHTA.

[Tpu popmupoBaHUY PErHCTPOB OYXTAITEPCKOTO yueTa Ha OyMakHOM HOCHUTEIE:

- JIUCTBI PETUCTPOB JOJKHBI OBITH COPOIIIOPOBAHBI U IPOHYMEPOBAHbI;

- KOJIMYECTBO JIUCTOB JOJDKHO OBITH 3aBepeHo PykoBoautenem u ['nmaBHbBIM OyXranTepoMm u
CKPEIIJICHO MeYaThi0 YUPEeKICHUs (MIPU HATHYUH).

3.12. He nomyckaercst MPUHATHE K OYXTaJITEPCKOMY YUETY CICAYIONIUX JTOKYMEHTOB, COICPKAIINX
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UCIPaBIICHUS:
- TOKYMEHTOB, O(QOPMIISIOIINUX OIMepaluy ¢ HATWIHBIMU JeHexkHbIMEu cpeactBamu (ITKO, PKO,
OObsiBIIeHNS HA B3HOC HATMYHBIMU M UHBIX JJOKYMEHTOB);
- TOKYMEHTOB, 0(DOPMIISIOIINX ONEpaluy ¢ OC3HATTMIHBIMU JICHEKHBIMU CPEICTBAMU;
- OJIaHKOB CTPOTrOW OTUETHOCTH.
B uHBIX NEepBUYHBIX (CBOJHBIX) YUETHBIX JOKYMEHTAX MCIIPABICHUS JOMYCKAOTCSI.

3.12.1. Ilpu ucnpaBiIeHUU NEPBUYHBIX JTOKYMEHTOB, CO3/aHHBIX/0()OPMIICHHBIX B YUpPEKICHUN HA
Oymare, cTuparb, MOAYMINATH, MCIOJIb30BaTh KOPPEKTHPYIOILYIO JKUAKOCTh 3ampelieHo. Baecenue
UCTIPABJICHUH B MIEPBUYHBIC (CBOJIHBIC) yUETHBIE JOKYMEHTHI, O)OpMIICHHBIE Ha Oymare, OCyIIECTBISETCS
B CJIEIYIOIIEM TOPSIZIKE:

a) 3avyepKHYTh OJHOW YEPTOW HCIPABISIEMYIO 3alMCh WM CyMMY TakK, YTOOBI MOYHO OBLIO
POYUTATh 3aYEPKHYTOE.

0) Hagnucats Haj 3a4epKHYTBHIM IPABUIIBHOE CO/IEPKAHUE JJOKYMEHTA WK CYMMBI.

B) Iloamucarp TemMM JUIAMM, KTO HW3HAYaJIbHO TOAMMCHIBAT JIOKYMEHT (IIpH HaJIU4YHH
BO3MO>KHOCTH ), YKa3aTh:

- "UcnpaBnenHomy Beputh" nnm "HMcenpasieno";

- (hamMHIIUIO M UHULIMAIIBI JIULT, TOANKUCABLINX JOKYMEHT;

- 1aTy UCIIPABICHUS

- MHBIC PEKBU3HUTHI, HEOOXOAUMBIC U MACHTU()UKAINN yKa3aHHBIX JHI (HAIpUMep, PEKBU3UTHI
JIOBEPEHHOCTHU/TIPHUKA3a, COIJIACHO KOTOPOH(OMY) OHM HaJeleHbl IOJHOMOYMSIMU Ha IOJANUCAHUE
OIIpEENIEHHBIX JOKYMEHTOB).

B ciyuae, ecnu Mo, M3HayaibHO MOANHKCABIIEE JIOKYMEHT, Ha MOMEHT BHECEHUS B HErO
WCIIPaBJICHUN YBOJICHO, WJIM HAXOAMWTCS B JJIUTEILHOM OTMycKe/Ha OonbHU4YHOM (Oomnee 30 mHeit),
3aBEpEHUE MCIPABICHUN OCYHIECTBIISETCS MHBIMU COTPYJHUKAMU YUpEXKIEHUS, HA KOTOPbIE B MOMEHT
KOPPEKTUPOBKHU BO3JI0KEHBI 00S3aHHOCTH 110 (OPMHUPOBAHUIO TAKUX IOKYMEHTOB.

3.12.2. UWcnpaBneHuss B OJIEKTPOHHBIA JIOKYMEHT, MOJMUCAHHBIA KBaTHMPHUIHPOBAHHON
JJIEKTPOHHOW TMOJINMUCBHIO, HE BHOCATCS, TaK KAaK 3TO IPUBEAECT K HApYLICHUIO €ro ILEJIOCTHOCTH.
N3menenne nnpopmaliny, copepxaiieicss B 3J€KTPOHHOM JIOKyMEHTe (IEPBUYHOM YYETHOM JIOKYMEHTE,
peructpe OyxyueTa), OCYLIECTBISETCS IyTeM CO3/JaHUS KOPPEKTHPYIOLIEro JIOKYMEHTa W/WJH
aHHYJIMPOBAHUS IEPBOHAYATIBHO CO3/JaHHOI'O 3JIEKTPOHHOT'O JOKYMEHTA.

He nomyckaercs ynanenne u3 COJl aHHYJIMPOBAHHOTO AJIEKTPOHHOIO JOKYMEHTA, TaK KakK B
ONpeeNeHHbII MOMEHT BPEMEHU J3TOT DJJEKTPOHHBIM JOKYMEHT HMEN IOpUANYECKYI0 CHIy, T.€.
HOATBEPXK 1Al HAINYHE 00BbeKTa OyXTalTepcKOoro y4dera |/iiu MoKa3aTelu, OTPaKeHHbIE B OTYETHOCTH.

3.13. IpuemM [1OKyMEHTOB, O(OPMIECHHBIX Ha OyMaXHOM HOCHTEJIE, OT KOHTPAareHTOB
OCYIIECTBIISIETCS CITy>K0011 1e710MpOn3BOICTRA.

Ecnu 1OKyMEHTBI MOJy4YeHbl COTPYIHUKAMHU YUpPEXKIECHUS MHBIX CTPYKTYPHBIX MOJpa3/ieeHui,
OHHM TaK)X€ IIPEIOCTABIISAIOTCA B CIIY KOy J€JI0NPOU3BOICTBA Ui PETUCTPALIUY BXOIAIEH TOKYMEHTAIUH.

3.13.1. IlepBuuHble TOKYMEHTHI, O(OpMJICHHbIE KOHTPAareHTaMH B OYMa)KHOM U 3JIEKTPOHHOM
BUJ€ (JIBYXCTOPOHHHME JOKYMEHTHI), MpPHU3HABAaTh OIIMOOYHBIMH B OJHOCTOPOHHEM MOpSJKE
(KOppEKTHUPOBATh) HEIB3S.

B nepBuuHble TOKYMEHTHI, 0hOpMIIEHHBIE KOHTpAareHTaMu Ha Oymare, BHOCHUTb HCIIPAaBJICHHUs He
Jloyckaercsl. B Takom citydae OTBETCTBEHHBIN 3a MOJIyYEHHE JOKYMEHTOB U3BHE COTPYIHUK Y UPEXKICHUS
B paMKax JeJOBOr0 JIOKyMEHTOOOOpOTa JOJDKEH MOJArOTOBUTH OOpalleHHWEe B aJpec KOHTpareHra ¢
IPEJIOKEHUEM O BHECEHHMM HCIIPABICHUWN B IPENOCTABICHHBIN paHee JOKYMEHT WM €ro 3aMEHE Ha
KoppekTupyomuid. ObpaieHne cocTaBiseTcsi B CBOOOIHON MUCbMEHHON (popme Ha GUpPMEHHOM OllaHKe
VYupexaeHus ¢ perucTpaiuei uCXoasero Homepa.

9/26



HcnpaBnenne paHee COCTaBICHHOTO JABYCTOPOHHETO JOKYMEHTa, 0(OPMIIEHHOTO B JIEKTPOHHOM
BUJIE, OCYILECTBIISIETCS:

- IpY HAIMYUU TEXHUYECKOW BO3MOXKHOCTHU - IIyTEM AaHHYJIUPOBAHUS JIEKTPOHHOTO JOKYMEHTa C
MCII0JIb30BaHUEM MporpaMMHOro obdecrnedenus oneparopa 3/10;

-IpU  OTCYTCTBUM TEXHHYECKOH BO3MOXHOCTM - IIyTeM 3aKJIIOUCHHS COIJIAeHUus 00
AQHHYJIMPOBAHUU 3JIEKTPOHHOI'O IOKYMEHTa B OyMa)KHOM BHJIE.

3.13.2. OrcyTcTBHE B IEPBUYHOM JIOKYMEHTE I1€YaTH KOHTpAreHTa He ABJIAETCS OCHOBAHUEM IS
HENPUHATHSA K Y4eTy IPOM3BEIECHHBIX PACXOZOB U HE ONpoBepraer (hpakra COBEPIICHUS XO35HCTBEHHOU
OTepalny, €CIy HaJM4ue OTTUCKA NEeYaTH HE SBISETCS 00s3aTEIbHBIM PEKBH3UTOM (OPMBI JOKYMEHTA.
[lepBuyHbIE TOKYMEHTBl KOHTPareHTOB O€3 IedaTH MPUHUMAIOTCA K OyXrajaTepckoMy ydeTy B o0IeM
nopsiake. [Ipu HanMuuyM coMHEHUH NpoBepka (pakTa COBEPIICHUs ONEpalii OCYLIECTBIISETCS B paMKax
BHYTPEHHEr0 KOHTPOJISL.

3.14. B nokyMeHTax O MpUEeMKe, HHBIX TOKyMEHTaxX, 0(QOpMIISIEMBIX IIPHU UCIIOJIHEHUHU JOTOBOPOB U
KOHTPAKTOB, CTOMMOCTHBIC ITOKa3aTeNM JOJKHBI OTpa)xaThCsi B PyONIIX M Komehkax (B pyonsax c
TOYHOCTBIO JI0 BTOPOTO JIECATUYHOTO 3HAKA MOCIIE 3aMSATOM).

3.15. B peructpax OyXraiaTepckoro yueTra He JOIMYCKalOTCs UCTIPaBICHUS, He CAHKIIMOHUPOBAHHbBIC
JUIAMH, OTBETCTBCHHBIMH 3a BEJICHHWE YKa3aHHOro peructpa. McmpaBieHuss B permcrpax Oyxydera
JIOJIKHBI COJIEPKATh:

- 1aTy MCTIPABJICHHUS;

- IOANKCHU JIUL, OTBETCTBEHHBIX 32 BEIEHUE KOHKpeTHoro peructpa (¢ ykazanuem ®.N.O. nubdo
WHBIX PEKBU3UTOB, HEOOXOAUMBIX IS UICHTU(DUKAIIUY STUX JIUII).

3.16. K OyxrairepckoMy yd4eTy MNPUHUMAIOTCS MEpPBUYHbIE (CBOJHBIE) YYETHBIE JOKYMEHTHI,
COCTaBJICHHBIE HA PYCCKOM SI3BIKE.

[lepBuuHble (CBOJHBIE) yUeTHbIE JOKYMEHTBI, COCTABJICHHbIE Ha MHBIX S3bIKaX, JTOJKHBI MUMETh
IIOCTPOYHBIN NIEPEBOJ] HA PYCCKHUM A3BIK.

O0s13aHHOCTD MIPEIOCTABUTh MOCTPOUYHBIN NEPEBO MEPBUYHOIO TIOKYMEHTA BO3JIaraeTcsl Ha JIMLO,
OTBETCTBEHHOE 3a MPECTABICHUE OPUTHHAJIA JOKYMEHTa, COCTABIEHHOTO HA UHOCTPAHHOM SI3BIKE.

[Ipu mepeBojie TOKYMEHTOB JOIYCKAETCS COXPAaHATh HEKOTOPHIE CIOBA HAa MHOCTPAHHOM SI3BIKE,
€CJIH OHU SIBJISIFOTCSl 3apETMCTPUPOBAHHBIM TOBAapHBIM 3HAKOM WM UX 3HAYCHHWE IS NOATBEPKACHHUS
(dakTa X03IMCTBEHHOM KU3HU/PACXOIOB HECYIIIECTBEHHO.

[TocTpouHBlil NEpeBON MNEPBUYHBIX YYETHBIX JIOKYMEHTOB, COCTABJIEHHBIX HA HWHOCTPaHHBIX
A3BIKaX, OCYIIECTBIISIETCS

- OTBETCTBEHHBIM JIULIOM YUPEKICHHS, HaJICJIEHHBIM COOTBETCTBYIOIMM IOJHOMOYHEM B paMKax
MCIIOJTHEHUS IOJKHOCTHBIX 00S3aHHOCTEH;

- CaMOCTOSITENIbHO JIMIIOM, TPEJOCTAaBUBIIMM JIOKyMEHT (1O €ro OTBETCTBEHHOCTb 3a
KOPPEKTHOCTH JTAaHHOTO NEPEBO/JIA);

- CHIEMAIIM3UPOBAHHON  OpraHM3allMedl Ha  OCHOBAaHMHM  3aKJIIOUYEHHOTO  JOroBopa  Ha
MPEIOCTABIIEHUE YCIYT 110 IEPEBOAY;

- Ipo¢eCCHOHATLHBIM NEPEBOJYNKOM Ha JJOTOBOPHON OCHOBE.

[TpaBHIIBHOCTH MEPEBO/IA Y IOCTOBEPSIETCS:

- IaTOM MepeBo/ia U MOAINKCHIO IEPEeBOTYHKA C €€ PacI(pPOBKOIA;

- YKa3aHUEM  pPEKBM3MTOB  JOKYMEHTa, YAOCTOBEPSIOIIEro  CIHelHalbHOe  00pa3oBaHUE
NEPEBOJUHKA;

- IPUJIOKEHUEM KONMMU JOKYMEHTa, IOATBEP/KIAIOIIEr0 COOTBETCTBYIOLIEe 0Opa3oBaHUE
NEPEBOJUHKA;

- UHBIMU JIOKyMEHTaMH.
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HCpCBOI[ (bl/IHaHCOBBIX JOKYMCHTOB JOINOJIHUTEIIBHO 3aBEPACTCA HOTAPHUYCOM.
HepeBon COCTaBJIAACTCA B BHJAC OTACIBHOI'O OOKYMCHTA C YKa3aHHMCM KOJIMYECTBA JIMCTOB U
IMPUKJIAABIBACTCA K IICPBUYHBIM JOKYMCHTAM, O(bOpMJ'IeHHBIM Ha HHOCTPAHHOM SA3BIKEC.

3.17. B YupexaeHun NMpUMEHSIOTCS €IUHBIC CIPABOYHHUKHU (KJIacCH(HUKATOPHI), HEOOXOAUMBIC U
UCTIOJIb3YEMbIe PU paboTe ¢ OyXraaTepCKUMHU TOKYMEHTaMH.

Enunele cnpaBodHUKH colepxarcd B MH(QOPMALMOHHOM cucTeme, oOecreuuBarollell BeleHHe
Oyxranrepckoro ydera (Oyxranrepckoid mporpamme). PopmMupoBaHHE CHPABOYHUKOB OCYLIECTBISIETCS
JMLIaMH, OTBETCTBEHHBIMH 3a BEJICHUE OyXTaJITEpPCKOro ydeTa.

Kaxnplii U3 y4yacTHHKOB JOKYMEHTOOOOpPOTa MMEET aOCOJIIOTHBIE IMpaBa Ha JIOCTYNl KO BCEM
CIPAaBOYHHMKAM, 332 MCKIIOYEHHUEM CBEIECHUH, COCTABJSIOIIUX IEPCOHAJIbHBIE JaHHbIE, a TAKXKE MOXKET
MHUIMUPOBATh pabOTy MO BHECEHWIO M3MEHEHUH (yTOYHEHHH, JONOJHEHWI) B CIPaBOYHUKU B LENSIX
HOJ/IepP)KaHUs CIIPABOYHUKOB B aKTYaJIbHOM COCTOSIHUU.

Bnecenre n3MeHeHUil B CIPAaBOYHUKU IO MPEUIOKEHUIO MHBIX YYACTHUKOB JTOKYMEHTOOOOpOTa
OCYILECTBIISICTCSI OTBETCTBEHHBIM JMLIOM byxranrepun B TeueHue 1 (omHoro) pabouero IHsS CO AHS
NOCTYIJICHUSI COOTBETCTBYIOIIEH wuH(pOpMalu B BUAE CIy)XEOHOW (JOKIagHOW) 3alMCKH  OT
OTBETCTBEHHOI'0 YYaCTHHMKA JOKYMEHTOO0O0pOTA.

OtBercTBeHHOE U0 byxrantepuu B LesIX akTyalu3alUH €IMHbIX CIPABOYHUKOB COTJIaCOBBIBACT
¢ I'maBHbIM OyxrajaTepoM (MHBIM YHOJHOMOYEHHBIM JIMLOM) PEKBU3UTHBI cOCTaB (cojaep)KaHue)
CIPAaBOYHMKOB. YTOUHEHHS M JOIOJHEHUS B CIPAaBOYHUKHM BHOCSITCS OTBETCTBEHHBIM JIMLIOM
Byxrantepuu no mepe He00OXOAUMOCTHU C YYETOM HOJIOXKEHUMN, U3JI0KEHHBIX BBIIIE.

Hanonnenne takux crnpaBouHukoB, kak "Kontparents!", "JloroBopel u o0Os3aTenbcTBa
OCYILECTBIISICTCSI ~ YYaCTHUKAMHU  JOKYMEHTOOOOpOTa  CaMOCTOSITEIbHO B COOTBETCTBUU  C
MPEIOCTaBIEHHBIMU MTpaBaMH JIOCTyIa K OyXTrajaTepcKoi mporpaMmme.

OTBETCTBEHHOCTh 3a TPEACTaBIEHUE CBEACHUN B LeMAX (HOPMUPOBAHMS U aAKTyaJIU3alUU
CIIPaBOYHHMKOB B YaCTH, Kacarolleiicss corpyiHukoB Yupexaenus (OO, nomkHocTs, nHas nHGopMarus)
BO3JIaraeTcsi Ha KaJpoBYIO CIIyX0y YupexIeHus.

3.18. Pabora ¢ mnepcoHalbHBIMM JAHHBIMH B YUpPEXKIEHHUH OCYIIECTBIISETCS Ha OCHOBAHUU
OTJIENIbHOTO aKTa YUpexkJeHUs, pa3pabOTaHHOTO U YTBEPKICHHOIO B LIENSAX HUCMONHEHUs DejiepaibHOro
3akoHa ot 27.07.2006 N 152-®3 "O nepcoHanpHBIX JaHHBIX", a Takxke riasel 14 TK PD. Hopmamun
JTAHHOTO JIOKAJIBHOI'O aKTa PEryJINpyIOTCs OTHOILLIEHUS, CBA3aHHbIE ¢ 00pabOTKOI MEPCOHAIBHBIX TaHHBIX,
BKJIIOYAIOIIME B ce0sl OCYLIECTBIsIEMble B Y UPEKICHUN JEHCTBUS MO MOIy4YEHHUI0, 00paboTKe, XpaHEHHUIO,
nepegavye NEepCOHANbHBIX JAHHBIX COTPYJHUKOB WJIM HMHOMY HX HCHOJB30BAaHUIO, C LENbI0 3alllUThI
NEPCOHAIBHBIX JAHHBIX COTPYJHUKOB OT HECAHKIIMOHUPOBAHHOT'O JOCTYIA, a TAKKE HEIPAaBOMEPHOIO UX
MCIIOJIb30BaHUs U YTPaThl.

3.19. ®opmupoBanre  OyXTralTepCKHUX  JOKYMEHTOB CO  CBEICHUSMH, COCTABJISIOIIUMHU
TOCYy/IapCTBEHHYIO TaliHy, OCYyIIEeCTBIseTCs 000COOIeHHO ¢ cobOmoaeHueM HopMm 3akoHa P® ot
21.07.1993 N 5485-1 "O rocygapcTBeHHOM TaiiHe".

[TonroroBka, 00paboTka W Pa3MHOKEHHE JOKYMEHTOB, COJIEpXKAIIUX CBEJEHHUS, OTHECEHHBIX K
TOCYJIapCTBEHHOM TaifHe, OCYIIECTBIIETCS TOJBKO HAa CEPTU(UIIMPOBAHHBIX CPEJCTBAX BBIYUCIUTEIHLHON
TEXHUKH, PACIIOJIOKEHHBIX B CIIEIUATILHOM MTOMEIICHUHU Y UpexKACHUSI.

Mepomnpusatusi, CBsS3aHHbIE C CO3JaHUEM, IPOBEPKOH, COIJIACOBAHHMEM, IMOJMHCAHUEM,
YTBEPKACHHEM U OTPaX€HHUEM B OyXTralaTepcKOM ydeTe JOKYMEHTOB, COJIEpPXKAIIUX TOCYAapCTBEHHYIO
TalfHy, OCYIIECTBIISIIOTCSI HCKJIIOYUTEIHLHO B MOPSAKE W B COOTBETCTBHM C HOpMamMH HWHCTPYKIUH,
permaMeHTHPYIOIeH TOpsAA0K paboThl ¢ JOKYMEHTaMH, COJEPKAIIMMH 0CO00W BaKHOCTH, COBEPIICHHO
CEKPETHbIE U CEKPETHBIE CBEICHUSI.

3.20. YBenomieHue o nepexojie Ha GOPMHUPOBAHUH JTOKYMEHTOB B BHJIC SJICKTPOHHBIX JOKYMEHTOB
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(manee Takke - YBEIOMJIGHHE O TPUMEHEHHHM 3JEKTPOHHBIX JIOKYMEHTOB, YBEIOMIICHHE) MOXKET
(opMHpOBATHCS B OTHOLICHUH KaK OJAHOM YHU(DUIIUPOBAHHOHN (POPMBI IEPBUYHOTO YUETHOTO JOKYMEHTA,
peructpa OyXrajaTepcKoro ydera, TaK M HECKOJbKUX YHU(MUIMPOBAHHBIX (OPM NEPBUYHBIX YUETHBIX
JIOKYMEHTOB M PETUCTPOB.

B VBenomieHun o mpuMEHEHHH AJIEKTPOHHBIX JAOKYMEHTOB JOJDKHA COIEPKAThCS CIEIyHoIIast
uHpOpMaLus:

a) HaMMEHOBaHWe YHUMUUHUPOBAHHON (OPMBI TMEPBUYHOIO YUETHOTO JIOKYMEHTa, PErucTpa
Oyxrantepckoro yuera u koa popmer mo OKY /1;

0) HauMeHoBaHue mpukaza MuHduHa Poccun, KOTOphIM yTBEepKIeHA YHHUIIMpoBaHHAs dhopma
HNEPBUYHOTO YUETHOTO JOKYMEHTA, PETUCTpa OyXTraJaTepcKOro yueTa;

B) 1aTa Hayajla NPUMEHEHHUS DBJEKTPOHHOTO JIOKyMEHTa YHUGUIUPOBAHHOM QoOpMBI - 1aTa
nepexojia Ha (OpMUPOBAHUE NEPBUYHOrO (CBOJAHOIO) YUYETHOI'O JOKYMEHTA, perucrpa OyXraiarepckoro
y4era, COCTAaBIEHHOTO MO YHU(DUIIMPOBAHHOU dopMme, B BHJIE IEKTPOHHOTO JAOKYMEHTA, MOAMHCAHHOIO
ANEKTPOHHOMU MOJIHUCHIO.

3.21. YBenomieHHEe O MPUMEHEHMM AJIEKTPOHHBIX JOKYMEHTOB (OPMHUPYETCS] OTBETCTBEHHBIM
COTpPYAHUKOM byxranarepuu, noimnuceiBaercsi [1aBHbIM OyXraarepoM M HampaBiseTcs COTPYAHHUKAM
VYupexneHus A O3HAKOMJIEHMS He mo3jaHee yeMm 3a 10 (zmecste) paOouux OHEH 10 AaThl Havaja
MIPUMEHEHHUS 3JIEKTPOHHOIO TOKYMEHTa, yKa3aHHou B noan. "B" 1. 3.20 Hacrosamux IIpasun.

C VYBemomieHHeM O TNPUMEHEHUH OJIIEKTPOHHBIX JOKYMEHTOB JOJDKHBI OBITh O3HAKOMIICHBI
COTPYAHUKHM YUpeXJeHHs, HMEIOLMe OTHOLUIEHHe K YYeTHOMYy Imporeccy U (Wiu) oGhOpMIICHUIO
AJIEKTPOHHOI'O JIOKYMEHTa, HHQOpMAIUs O KOTOPOM COJEPKUTCS B YBEIOMIIEHUHM O INPUMEHEHHUU
3JIEKTPOHHBIX JIOKYMEHTOB.

[Tpu HanpaBieHUU YBEIOMIIEHUS O MPUMEHEHUH AIEKTPOHHBIX JOKYMEHTOB mocpeactsoM COJ]
COTPYJIHUK CYMTAETCS O3HAKOMJIEHHBIM C JJaThl HAPABJICHUS €MY TaKOTO Y BEIOMIICHUS.

[Tpu OTCYTCTBHM TEXHHYECKOW BO3MOKHOCTH HAlpaBUTh COTPYAHUKY YBenomiieHue uyepe3 COJI
(bakT 03HAKOMJIEHHUS OJDKEH OBITh MOJATBEPXKJIEH MyTEM IMPOCTABICHHS COTPYIHUKOM YUpPEKAECHUS €ro
COOCTBEHHOPYYHOH MOANKMCH W JaTbl O3HAKOMJIEHUS B JIMUCTE€ O3HAKOMJIEHHS K YBEIOMIIEHHUIO O
NPUMEHEHHUHU 3JIEKTPOHHOT0 JOKyMeHTa. O3HaKOMHUTh COTPYAHUKOB HEOOXOAMMO C COOJIOAEHUEM CPOKa,
YCTaHOBJIEHHOT'O HACTOSIIUM ITYHKTOM.

3.22.1lo pemenutro ['nmaBHOrO OyXraiarepa TMpU YCIOBUM TEXHOJOTHYECKOWM TOTOBHOCTH
nH(GOPMAIMOHHON CHCTEMBbI, 00ecreunBaroieil BeJeHne OyXrajlTepCcKoro yuera B YUpPeKIACHUH, MOTYT
MPUHUMATHCA K YUYETY B BHJIC DJICKTPOHHBIX JIOKYMEHTOB TMEPBUYHBIC (CBOIHBIEC) YUETHBHIE JIOKYMEHTHI,
PETUCTPBI OYXTaNTepCKOTO yUeTa, COCTaBICHHBIE:

a) Mo yHU(UIIMPOBAHHBIM (hOopMaM, YTBEPKIACHHBIM pazzenamu 2 - 3 MeToaudecKux yKa3aHui K
npukasy Munduna Poccun ot 30.03.2015 N 52 (Ilpunoxenue N 5 k mpukazy Munpuna Poccun
Munduna Poccun ot 30.03.2015 N 52n);

0) mo HeyHUUIMPOBAHHBIM (hopMaM, yTBepkaAeHHBIM [Ipunoxenuem N 2 Kk Y4eTHOH MONUTHKE.

[Tepexon Ha (opmupoBaHME JOKYMEHTOB, YKa3aHHBIX B HacTrosieMm mnyHkTe [IpaBui, B Buje
3JIEKTPOHHBIX JIOKYMEHTOB, OCYIIECTBIISIETCS B MOPSAIKE, MpeaycMoTpeHHoM 1. 3.20 - 3.21 HacTosmux
[IpaBui.

[lepBuuHble (CBOAHBIC) YYETHBIE JAOKYMEHTBI, PETHUCTPHI OYyXTaldTepCKOTO yueTa, yKa3aHHbIE B
HacTosimeM nyHkTe [IpaBui, MpUHUMAIOTCS K YYETY B BHJE JIEKTPOHHBIX TOKYMEHTOB MPH YCIOBUHU UX
MOJMUCAHUST KBaTU(UIIUPOBAHHON 3NeKTpoHHON moanuckio (DLI1) Bcemu nuiiamMu, MOIMUCH KOTOPBIX
npexycMoTpeHsl (¢opMoit gokymeHTa. lloanmucaHue HOKyMEHTOB, YKa3aHHBIX B HACTOSIIEM ITyHKTE
[IpaBui, npocToii anekTpoHHol noanuceto (J1I1) He gomyckaercs.

3.23. Tlo ¢akty HampaBieHus YBeIOMIICHHUS O MPUMEHEHHH 3JICKTPOHHBIX JOKYMEHTOB | J1aBHBIM
OyxrajrepoM (MHBIM YIOJHOMOYCHHBIM JIMIIOM) BHOCATCS COOTBETCTBYIOIIHME HW3MEHEeHHs B [ 'padux
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JIOKYMEHTO000pOoTA.

3.24. IlepBuuHble (CBOJOHBIC) Y4YETHBIE JOKYMEHTBI, PEruCTpbl OyXrajTepckoro yuera, B
OTHONIICHUH KOTOPBIX OBLIM CPOPMUPOBAHBI YBEIOMIICHUS O MPUMEHEHUU DJICKTPOHHBIX JIOKYMEHTOB, C
JnaTel, ykazaHHo B moxm. "B" 1. 3.20 Hactosmux IlpaBun, QopMUPYIOTCS OTBETCTBEHHBIMHU
WCIIOJIHUTEIIIMU U IPUHUMAIOTCS K yueTy byxrairepueil B BUi€ 371€KTPOHHOTO JIOKYMEHTA.

B cnyuae mnpenoctaBinenus B byxraiarepuio c@opMupoBaHHOTO Ha OyMa)XHOM HOCHUTEIE
HNEPBUYHOTO (CBOJHOIO) YYETHOTO JIOKYMEHTa, PErucTpa OyXrajaTepCKOro yueTa, COCTAaBICHHOIO II0
dopMe, B OTHOIIEHHWU KOTOPOH COTPYIHUKH OBUIM YBEIOMJIEHBI O TIPUMEHEHUU 3JICKTPOHHBIX
JOKYMEHTOB, TP 3TOM JaTa (pOopMHpOBaHUS JOKYMEHTa Ha OyMa)KHOM HOCHTEJE COBIAJAET C JATOH,
yka3zaHHou B moam. "B" 1. 3.20 Hactosimux [IpaBui, uiny HacTynuia nocjie Takou Jathl, JOKYMEHT K y4EeTy
He npuHuMaercs. Jluiy, oTBeTCTBEHHOMY 32 (DOPMUPOBAHUE MIPEACTABICHHOTO JTOKYMEHTA, HAMPaBIIACTCA
YBEJOMIICHHE O PE3yJIbTaTaX BHYTPEHHErO KOHTPOJIA B MOPSAAKE, MPEAYCMOTPEHHOM II. 4.4 HACTOALLIUX
[IpaBuir.

4. CpoKHu ¥ NepHOAMYHOCTb COCTABJIEHUS, COTJIACOBAHUSA, NOANUCAHNS, YTBEP:KIEHUS, NIepeIavu U
00padoTKM JOKYMEHTOB

4.1. Cpoku cOCTaBJICHUS, COTJIACOBAHWS, IMOJIMHUCAHUSA, YTBEPXKACHUS, Nepeaadyn U o0paboTKH
HNEPBUYHBIX YYETHBIX JOKYMEHTOB M PErMCTPOB JUIsl OTpPaK€HHsT HX B OyXIajaTepcKoM Yydere
yCTaHaBIMBalOTCd B cooTBeTcTBUU € ['padukom noxkymentoobopora (IIpunoxenne N 3 k YuerHou
TOJTUTHKE).

OTtBercTBEeHHBIE 3a (hOpMHpOBaAHHE, MOJNUCAHHE, YTBEpXKJIEHHUE, Nepenayy U o0paboTKy TakKuX
JOKYMEHTOB HECYT IEPCOHAJIBbHYIO OTBETCTBEHHOCTH 3a CBOEBPEMEHHOCTH COBEPIIECHHS YKa3aHHBIX
JIEHCTBHM.

Jonyckaercss opopmiieHHEe NEPBUYHBIX YUYETHBIX JOKYMEHTOB B MHBIE CPOKM IPHU YCIOBHH, UTO
JIOKYMEHTBI, opopMIIsitore (akThl XO3SIMCTBEHHOM >KM3HH, KOTOpbIE MPOMU3OLUIM B TEYEHHE OJHOIO
KaJICHIapHOTO MecsIa, IPeACTaBiIeHbl B byxraaTeputo He o31HEe JHA 3aKpbITUS JaHHOIO KaJIEHJApHOTO
Mecs11a, YCTAHOBJIEHHOTO B Y UETHOM MOJIUTHKE.

4.2. CocraBiieHue NEPBUYHBIX (CBOJHBIX) YYETHBIX JOKYMEHTOB OCYIIECTBISETCS C YYETOM
MEpONPUATHI BHYTPEHHETO KOHTPOJS COBEpIIaeMbIX (DAaKTOB XO3SMCTBEHHOM >XKU3HU. BHyTpeHHUi
KOHTpPOJIb, B TOM YHCJIE€ KOHTPOJb 3a COCTaBJIEHHEM OyXTraJTepCKUX IOKYMEHTOB, OCYIIECTBISETCS B
COOTBETCTBUM C YTBEpXkJIEeHHBIM B Yupexxaenuu [lonoxenuem o BHyTpenHeM kontposie (ITpunoxenne N
6 K Y4eTHO! TTOJINTHKE).

3aayaMy BHYTPEHHETO KOHTPOJIS HA JAaHHOM JTarle sBIISIOTCA:

- obecriedenre coOmroAeHUs TpeOoBaHMM K OG(OPMIIEHUIO MEPBUYHBIX JOKYMEHTOB B YacTu
PEKBU3UTHOT'O COCTaBa U KOPPEKTHOTO BbIOOpA (OPMBI JIIsl KOHKPETHOM XO3SMCTBEHHOW CHUTYyalluH, T. €.
IIPOBEpKa KayecTBa MOATOTOBIEHHBIX IOKYMEHTOB;

- o0ecrieyeHre JOCTOBEPHOCTH JaHHBIX O (haKTaxX XO3sIMCTBEHHOM KM3HU MPHU UX O(QOPMIICHUHU B
YacTHU HEJOMYIIEHUs OTPAXEHUs B y4eT€ MHUMOTO WJIM MPUTBOPHOTO 0OBEKTAa OyXralTepCKOro yuyera, B
YaCTHOCTH, HEOCYIECTBICHHBIX pPACX0/]0B, HECYUIECTBYIOIIMX 0053aTeNbCTB, HE HMMEBIIUX MecTa
COOBITHH.

BHyTpeHHMII KOHTpPOJb, 332 MCKIOYEHHEM CAMOKOHTPOJISI, OCYLIECTBIISETCA ITyTEM OIOBELICHMS
OTBETCTBEHHBIM JIMIIOM YIOJHOMOYEHHOIO Ha IPOBEAECHUE KOHTPOJIA JIMLA O CO3AAHUU/IOCTYIUIEHUU
NEPBUYHOTO JOKYMEHTa M HalpaBIeHUU ero Ha mnpoBepKy. Croco® OmoBemieHHs - MOCPEICTBOM
HalpaBJIEHUs] TEKCTOBOTO COOOILIEHMsI Ha JIEKTPOHHBIM aapec, B KOPHOPATUBHBIM 4aT, 3JIEKTPOHHOIO
yBegomieHust B COJl. B cimyuyae BbIIBIEHUS HEIOCTATKOB M HAPYIIEHUH IO pe3ysibTaTaM BHYTPEHHETO
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KOHTPOJISI IEPBUYHOTO JOKYMEHTa OMOBEIleHHE C TpeOOBaHUEM HCIpaBICHUS OOHApPYKEHHBIX OIIMOOK
HATPABIISETCS B aHAJOTHYHOM Topsiake. [loBTOpHOE HampaBlieHHE CKOPPEKTHPOBAHHOTO/UCIIPABICHHOTO
JIOKYMEHTa B a/IpeC YIOJIHOMOYEHHOTO Ha POBEACHUE BHYTPEHHEr0 KOHTPOJIA JIHIa 00513aTeIbHO.

[lepBuuHBIEe (CBO/HBIC) YUETHBIC IOKYMEHTHI JOJDKHBI TOCTYIATh B byXranTepuro 1no pesyjabTaTam
BHYTPEHHET0 KOHTPOJIS COBEpILIaeMbIX (PaKTOB X03HCTBEHHOM KU3HU.

4.3. [lepBuunbie (CBOAHBIC) YUYETHBIE IOKYMEHTHI NMPUHUMAIOTCS K ydeTy byxramrepueidr mo
pe3yybTaTaM BHYTPEHHETO KOHTPOJIS COBEPIIaeMbIX (DAKTOB XO3SHUCTBEHHON KHU3HHU.

3ajayaMyd BHYTPEHHEIO KOHTPOJIs, IPOBOJUMOIO COTPYJHHMKaMU byxrantepuu myTteM IpOBEpKH
MPE/ICTABJICHHBIX JJOKYMEHTOB, Ha 3TOM 3TaIle SBJISIIOTCSA:

- IPOBEPKA HAJIUYMS NOANUCEN TOJKHOCTHBIX JIMIL;

- MPOBEPKa JIOCTOBEPHOCTU COJIEPXKAIIUXCS B TEPBUYHBIX JIOKYMEHTaxX JaHHBIX HAa MPEIMET
COOTBETCTBHUSI TMpaBWwiIaM (OPMHUPOBAHUS [TOKYMEHTA U OTPaKEHUS B JIOKyMEHTe HH()OpPMAIMH C
WCIIOJIb30BAaHUEM €IUHBIX CIIPABOYHHKOB;

- IPOBEpPKA CBEJCHUN HA MPEIMET COOTBETCTBUS JAHHBIX B JOKyMEHTe HMHGOpMaIUU, KOTOpas
OTpa)K€Ha B PETUCTPax OyXTaJTepCKOro y4eTa;

- IPOBEpKa HANWYMs JOKYMEHTOB (CBEIEHHUM), SBISIOUIMXCS OCHOBaHHEM sl (OPMHUPOBAHUS
MEPBUYHBIX YUYETHBIX JIOKYMEHTOB;

- ICKIIIOUEHUE HapyIIeHUH 3akoHoaTenbcTBa PD B yacTu nokymMeHTanbsHOro oopmiieHus hakToB
XO3STUCTBEHHOM KU3HU, BKITFOYAst COOII0ICHUE TPEOOBAHUH K DJIIGKTPOHHOH TTOITHCH.

BHyTpeHHUll KOHTPOJIb MPEICTABIECHHBIX B ByXranTtepuio TOKyMEHTOB, JOJIKEH OCYILIECTBISATHCS
coTpyIHUKaMU byxrantepuu He o3 Hee CaeyoLero paboyero IHs Mocie NoayYeHHUs T0KyMEHTa.

4.4. B ciydae BBISBICHUS COTPYTHUKAMH ByXranTepuu OmMOOK B MPEICTABICHHBIX IMEPBHYHBIX
JOKYMEHTaxX Takue JOKYMEHTHI OTKJIOHSIOTCS 0e3 MCHOJIHEHUs ¢ 00OCHOBaHMEM OTHPABUTENIO MPUYMH
BO3Bpara. [Ipum 3TOM OTBETCTBEHHOE 32 BHYTPEHHHUI KOHTPOJIb MPHHUMAEMBIX K OyXTralTepCKOMY y4eTy
JOKYMEHTOB JIMLO (COTPYOHHMK byxranarepuu) HampaBiseT OTBETCTBEHHOMY 3a odopmileHHe U (W)
MOJIMUCAaHUE JIaHHOTO TMEPBUYHOrO JOKYMEHTa YBEIOMJIEHHE (3alpoc) O pe3yjbTaTaX BHYTPEHHETO
KOHTPOJISI COBEpIIAeMbIX (DAaKTOB XO3SIMCTBEHHON XH3HM (TpeOoBaHME 00 YCTpaHEHUM HapyLICHHS
YCTAaHOBJIEHHOTO TOpAAKAa JOKYMEHTAJbHOTO o(QOopMiIeHUS (AKTOB XO3SHCTBEHHOM JKU3HHM) C
uHpopMalueil o coaepxalieiics B JOKYMEHTE OIIMOKEe U HEOOXOIMMOCTH €€ UCHPABJICHUS C YKa3aHHUEM
KOHKPETHOI'O CPOKa MPEeICTaBIEHHsI HOBOTO (MCIIPaBIEHHOI0, KOPPEKTUPYIOLIET0) TOKYMEHTA.

B caydae BbigBieHHs (akTa HeENpeACTaBICHHUS WM HECBOEBPEMEHHOTO NpPEACTaBICHUS
JIOKYMEHTOB/CBEJICHUM, HEOOXOMMMBIX [IJIsi BEACHUS OyXTalTEepCKOTO yueTa, B TOM YHCIE B Cllydae
BBISABJICHHS (DAKTOB, YKa3bIBAIOIIMX HAa HAJIMYUE OMIMOKU B y4yeTe W OTYETHOCTU B CBSI3U C Helepenaueit
1100 HECBOCBPEMEHHOM Tiepeaueii MepBUYHBIX YUETHBIX JOKYMEHTOB JIJISl PETUCTPAIIH COMIEPIKAIINXCS B
HUX JIQaHHBIX B PpErucTpax OyXrajaTepcKkoro yd4era, OTBETCTBEHHOE 3a BHYTPEHHHMH KOHTPOIb
NPUHUMAEMBIX K OyXTaJTepCKOMY YYeTy IOKYMEHTOB JIMIO (COTpYAHUK byxrantepwuu) Hampasiser
OTBETCTBEHHOMY 3a O0(hopMIIeHUE, MPEACTaBICHNE U (WIIM) MOANUCAHUE JaHHOTO MEPBUYHOTO JIOKYMEHTA,
uHOW wmHopmanuu/cBeneHuii  TpeOoBaHWEe O TPEACTAaBICHWW  JOMOJHHUTEIBHBIX  JTOKYMEHTOB
(uH(opMaIK, MOSICHEHUIT), KOTOpoe 00s3bIBaCT OTBETCTBEHHBIX 3a co3JaHHe/(GopMuUpOBaHHE U (WIJIH)
MOJIMUCAaHUE JOKYMEHTOB JIUI] MpefocTaBuTh B Oyxrantepuio/L|b HeoOxoaumble WM JAONOJHUTENbHbIE
JOKYMEHTHI (MH(POPMAIIUIO, MTOSICHEHNUS1) B YCTAaHOBJICHHBIH CPOK.

YBenommnenusi, TpeboBanus HanpaBsitoTes 1Mo Gopme cornacHo [Ipunokeruto Ne 2.9 k Hactosmen
VY4eTHOU NOJIUTHUKE.

Cpok uCIoIHEHHsI OTBETCTBEHHBIMHU 32 O(OPMIICHHE WM MOJINMCAHUE JOKYMEHTOB yBEIOMIICHUN
U TpeOoBaHUU cocTaBisieT He Oosee 3 (Tpex) pabouumx AHEH ¢ MOMEHTA HAINpPaBICHHUS U IMOIYYCHHS
OTBETCTBEHHBIM JIMIIOM YBEIOMJICHHS, TPEOOBaHUS.

[Tpu HanmpaBieHUHU YBEAOMIICHUS, TPeOOBAHHUS B BUIE MJIEKTPOHHOT'O JOKYMEHTA BpEeMs OJTyUYCHUS
YBEIOMJICHMsI WM TpeOOBaHUSA (PUKCUPYETCs MOCPEACTBOM BPEMEHHU HANpABICHUSA 3JIEKTPOHHOTO
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omnoBenieHus B CO/I.

TpeboBanne B mucbMeHHOW ¢opme [nmaBHOro Oyxrantepa (MHOTO YIOIHOMOYEHHOTO JIMIA) O
IPEJCTAaBICHUN JIOKYMEHTOB (CBEIEHHi), HEOOXOOMMBIX JJIsi BEIEHUS OyXTraJaTepcKoro yuyera,
00s13aTENBbHBI JJIs1 BCEX COTPYAHUKOB Y UpEKICHUS.

ITpu oTKa3e B yCTpaHEHUH HApYyILIEHUS YCTAHOBJIEHHOI'O MOPAIKA JOKYMEHTAIbHOTO O(POPMIICHHS
(aKTOB X03sICTBEHHOH JKU3HU JaHHBIE, COACPIKAINECS B IEPBUYHOM YUETHOM JJOKYMEHTE, OTKIIOHEHHOM
0 pe3yjbTaTaM BHYTPEHHEr0 KOHTPOJIS COBEpLIaeMbIX ()aKTOB XO3SIMCTBEHHON KM3HM, IPUHUMAIOTCA K
pErUCTpallii U HAKOIUICHHWIO B PErHCTpax OyXraaTepcKOro ydera HCKIIOYUTEIBHO MO MUCHbMEHHOMY
pacniopsbkeHuto PykoBoaurens. B ykazanHom ciaydae PykoBoaurenb eTMHOIMYHO HECET OTBETCTBEHHOCTD
3a CO3/IaHHYIO B PE3yJbTaTe 3TOr0 HHPOPMALIHUIO.

Pe3ynbTaThl MOJ0XKUTEIBHOTO BHYTPEHHETO KOHTPOJS INPUHUMAEMBIX K OyXrajlrepckoMy yudeTy
JOKYMEHTOB yBEJOMJICHHSAMHU HE OQopMIsioTcsa. J(OKyMEHTBI, COCTaBJICHHBIE B COOTBETCTBUU C
JIeMCTBYIOIINM 3aKOHOAATEILCTBOM U HacTos My [IpaBunamu, NpuHUMAIOTCS K OyXraJTepCKOMY YUeTy.

4.5. O6mue cpoku 0pOpMIICHUS EPBUYHBIX JOKYMEHTOB COCTABISIOT:

- co3manue - He mosxpHee 10:00 crnemyromero pabodero ¢ MOMEHTa cCoBepuieHHS (DaKTOB
XO3SIMCTBEHHOM JKU3HU. VICKIIOYeHHe - TEepBUYHBIE JIOKYMEHTHI, Ul KOTOPBIX YCTAHOBJIEHA HHas
NEPUOIMYHOCTh COCTAaBJIEHUS corjacHo ['paduky moxkymeHTooOOpoTa (C y4eroM MONM. «B» I. 3.5
Hactosmux [IpaBui);

- Ipe/13anojaHeHHe - B TeueHue 1 (oaHoro) paboyero Hs ¢ MOMEHTA MOCTYIUIEHUS YBEAOMIIEHUS O
HE00XOIMMOCTH MPEI3aN0IHEHHsI JOKYMEHTA (C yueToM MOI0KeHuH 11. 3.6 HacTosmux [Ipasuin);

- OTIIpaBKa Ha TIPOBEPKY B paMKax BHYTPEHHEr0 KOHTPOJS 1O TIepeaadd JOKYMEHTOB B
Byxranreputo - B Teuenue 1 (omHoro) pabodero AHsS ¢ MOMEHTa CO3/aHUsA/0(GOpMIICHUS TOKyMEHTa (Tpu
HEOOXOAMMOCTH);

- BHyTPEHHUH KOHTpPOJIb - B TedeHHe 1 (0gHOro) pabodero JHS C MOMEHTa MOCTYIJICHHS
JOKYMEHTa Ha MPOBEPKY. MepomnpusTHs, CBSI3aHHBIC C HAIpPABJICHUEM OIIOBEIIECHHS O KOPPEKTUPOBKE
JIOKYMEHTa, €ro MCIpaBlieHUe, TOBTOPHAs OTIPaBKa U MPOBEPKa JIOJKHBI ObITh OCYIIIECTBIICHBI B TEUECHHUE
1 (onHOTO) pabouero JHS C MOMEHTA MPOBEPKH TOKYMEHTa (IIpyU HEOOXOJUMOCTH );

- COTJIaCOBAHUE C OJHUM JOJDKHOCTHBIM JIMIIOM - B TedeHue 1 (ogHoro) pabouero JHs ¢ MOMEHTa
CO3/IaHMs JIOKYMEHTa WM BO3Bpara IO pe3yibTaTaM BHYTPEHHETO KOHTpOJIs (MpH HEOOXOAMMOCTH), C
nByMs U Oosiee — He Oonee 3 (Tpex) pabouux JHEH ¢ MOMEHTa CO3JaHUs JOKYMEHTa WM BO3BpaTa IO
pe3ynbTataM BHYTPEHHEr0 KOHTPOJIs (TIpU HEOOXOAUMOCTH);

- IOJINMCAHNE - B 3aBUCUMOCTH OT KOJMYECTBAa MOJIMMCEH JIUI, MPeIyCMOTPEHHbIX (HopMoi
NEepBUYHOTO A0KyMeHTa. Cpok mojmucaHusi JTOKyMeHTa cocTaBiseT 1 (onumH) pabouuil JeHb, HO HE
no3naHee 15:00 cnemyromiero paboyero JHs ¢ MOMEHTA MOCTYIUICHHS TJOKYMEHTa Ha MOANUCaHHE;

- yTBepkAeHHE - He mo3gHee 15:00 crnemyromero pabouyero AHS C MOMEHTA MOCTYTUICHHS
MOJNHCAHHOTO JOKYMEHTA;

- mepenaya B byxrantepuio - B TeueHue | (omHOro) pabodero JHS C MOMEHTa YTBEpXKICHUS
JIOKYMEHTa;

- BHyTPEHHHUH KOHTPOIIb TPENICTABICHHBIX JOKYMEHTOB B byxranrepuro - B TeueHue | (0JHOTO)
pabouero THS ¢ MOMEHTA Nepeiaun JOKyMeHTa B byxranrepuro;

- 00pabOoTKa/TIPHHATHE K y4YeTy TpPEeACTaBICHHBIX JOKYMEHTOB B Byxranrepwro mo pesyibTaTaMm
BHYTPEHHEr0 KOHTpOJII - HE TIO3[Hee CIEeAyIoIIero padodero ITHS Mocjie MOJIY4YeHHs JIOKYMEHTA.
OO0paboTKa TOCTYMAOMIMX JOKYMEHTOB HAYMHAET OCYIIECTBISATHCS B JIEHb WX TOCTYIUICHHS WA B
HepBbIii pabo4Mii JeHb MPH MOCTYIJICHUH JOKYMEHTOB B Hepabouue nHU. JIOKyMEeHTHl U uWHopManus,
nocTynuBire mocie 16 dacoB 30 MUHYT TEKyHIEro IHS, B IEIAX OOpaOOTKW/TIPUHATHA K Yy4YETy
JIOKYMEHTa CUUTAIOTCS MOJYYSHHBIMH Ha CIeIYIOMUi pabounii 1eHb.

4.6. 3anmucu B perucTphbl OyXydeTa OCYMIECTBISIFOTCS 110 MEPE COBEPIICHUS ONEpaluidi U MPHHSITUS
K OyXTaJTepcKOMy y4eTy IMEepBUYHOTO (CBOIHOTO) YYETHOTO JIOKyMEHTA, HO HE MO3HEE CICAYIOMIETO THS
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nociie TMOJY4YeHHUs MEepBUYHOrOo (CBOJHOIO) YYETHOTO JOKyMEHTa IPU YCIOBUM IMOJIOXKHUTEIbHBIX
pe3yJIbTaTOB BHYTPEHHETO KOHTPOJIS JIOKYMEHTA, OCYILECTBIEHHOTO B MOPSIKE, YCTAaHOBJICHHOM I1. 4.3
HacTosimux [IpaBuit.

4.8. [lepuoanuHOCTh (HOPMHUPOBAHKS PETUCTPOB OyXyUyeTa YCTAHABIMBACTCS Y YSTHOM IMOJTUTHKOM.

[leproAMYHOCTh COCTABIICHUSI PETHCTPOB OyXydeTa HE MOXET OBITh peXe MePHOJUIHOCTH,
YCTaHOBJICHHOW JJISi COCTaBJICHUS OYXTaJdTepCKOW OTYETHOCTH, (POPMHUPYEMOH Ha OCHOBAaHUU JIAHHBIX
OTpeCNIEHHOr0 perucrpa. Jlas perucTpoB, HAa OCHOBAHHWU KOTOPBIX COCTaBIIACTCS OyxXranTepckas
(¢punHaHCOBasl) OTYETHOCTh, YCTAHOBIICHA MpEJeNibHAs J]aTa UX COCTaBJICHUS — HE MO3JHee ABYX pabouux
JTHEW C 1aThl 3aKPBITUS COOTBETCTBYIOIIETO OTYETHOTO MEPUO/IA, YCTAHOBIEHHOIO YYETHON MOJUTUKOM.

5. OTBeTCcTBEHHBIE Juua, npaBo moamnucu

5.1. IlepedeHp ML, OTBETCTBEHHBIX 3a COCTaBJIEHUE, COITIACOBAHME, IOANNCAHUE, YTBEPXKICHHE,
nepeaayy M oOpabOTKYy MEpPBUYHBIX YUETHBIX JIOKYMEHTOB M PErucTpoB OyxXydeTa yCTaHaBIMBAETCS
PYKOBOAUTENEM Y UPEXKICHHUS.

YTouyHeHue npas 1o GOpMUPOBAHUIO (PMHAHCOBBIX M NMEPBUUYHBIX YUYETHBIX JJOKYMEHTOB, a TaKXe
IpaB JIOCTYTIA K 3aIUCSM B PETUCTPBI OyXydyeTa OCYIIECTBISETCS 110 Mepe HeOOXOAMMOCTH, HO He pexe 1
pa3a B 6 Mecs1eB, HAUMHAs C Hadajla KaJIeHIapHOro roja.

5.2. IlepeueHp IOJKHOCTHBIX JIUL, OTBETCTBEHHBIX 3a COCTaBJIEHHUE, COIVIACOBaHUE, MOAINMCAHUE,
YTBEp)KIEHHE, Mepeaady U o0padOTKy MEPBUYHBIX YYETHBIX JOKYMEHTOB, CUETOB-(DAKTyp, JCHEKHBIX H
pacyeTHBIX JOKYMEHTOB, (DMHAHCOBBIX 00s3aTenbcTB, conepkutcsd B [lpunoxkenun N 9 k YyerHoi
MOJINTUKE.

5.3. Criucku OTBETCTBEHHBIX JIUI, HA KOTOPBIX BO3JIaraeTcs 00s3aHHOCTh COCTaBJICHUS TIEPBUYHBIX
JOKYMEHTOB B YUpEXJIEHUM M KOTOPbIM IPEAOCTaBISETCS MPaBO MX IOANUCAHMSA, HANPABISIOTCA
['maBHOMY Oyxrantepy YupexaeHHs KaIpoBOW CIyk00i He Mo3AHEe CIEAYIONIero pabovero JHs CO JTHS
HaJIeJIeHUs] COTPYAHUKA COOTBETCTBYIOIIUMH IIOJIHOMOYMSMH, BHECEHHMs] W3MEHEHHH, MONOJHEHUH B
Ci1yKeOHble KOHTPAKThl, TPYAOBbIE TOTOBOPHI (COrIalieHus).

5.4. 3a HECBOEBpPEMEHHOE, HEKAUYECTBEHHOE O(DOPMIICHHE U COCTABIIEHUE IMEPBUYHBIX JOKYMEHTOB,
3a[IepPKKy Tepefaud UX JUIsl OTPaKEHHUS B OyXTaJlITePCKOM Yy4yeTe M OTYETHOCTH, 32 HEJOCTOBEPHOCTH
COACPpKAIMXCA B TIOKYMCHTAX JaHHBIX, a TAKXKC 3a COCTABJICHUEC JOKYMCHTOB, OTPAXAIOINX HE3aKOHHBIC
oTiepaIuy, HeCyT OTBETCTBEHHOCTh JIOJDKHOCTHBIE JTUIA, COCTABUBIIIME U TIOIITUCABIIIE STH TOKYMEHTEHI.

5.5. [lepBuuHble JOKYMEHTHI, O(GOpMIEHHbIE Ha Oymare, TOJMUCHIBAIOTCS y4YaCTHUKAMHU
JIOKyMEHTO000pOTa COOCTBEHHOPYYHO.

B VupexnaeHun pomyckaercs HCIOJNBb30BaHHE (DAKCUMIUIBHOTO BOCIPOHM3BEICHUS TOIIMUCH C
MOMOUIbIO CPEJICTB MEXAHUYECKOTO WM HWHOTO KOMHPOBAHMS, 3JIEKTPOHHO-IM(POBOM moamucu Iudo
WHOTO aHajora coOcTBeHHOpyuHOU momnucu (dakcummine PykoBoautens u ['maBHoro Oyxranrepa).
Cob6cTBeHHOpYYHas! MOAMKUCH U MOANUCH (PaKCUMUJIE UMEIOT PaBHYIO IOPUINYECKYIO CUITY.

dakcuMHIIE HE UCITOJIB3YETCS Ha:

- (pMHAHCOBBIX M MIIATEKHBIX JOKYMEHTAX;

- HAJIOTOBOM OTYETHOCTHU M HAJIOTOBBIX JACKIapALMIX;

- 3aIlIpocax " 3asBJICHUAX B FOCYI[apCTBeHHBIe/MYHI/ILII/IHaJIBHBIe OpraHbl;
- OyXrajaTepcKo OTYETHOCTH;

- IOBEPEHHOCTSIX;
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- cuetax-(akrypax;

- BEKCEJISIX;

- 3asBKax Ha y4acTHe B KOHKYPCE;

- KapTO4Kax ¢ 00pa3amMu MoIMUCEH.

5.6. lokymeHThI, OGOpMICHHBIE B JSJCKTPOHHOM BHUJE, MOAMUCHIBAIOTCS AJICKTPOHHBIMHU
MOAMKUCSIMU B COOTBETCTBHM C TpeOoBaHusMU 3akoHa N 63-O3, 4Yro moApa3syMeBacT HaIW4YUE
AJIIEKTPOHHOMU MOAMMCH JIJISl K&KJIO0TO U3 YYACTHUKOB 3JIEKTPOHHOI'O B3aUMO/ICHCTBUSI.

[lepBuYHbBIE yyeTHBIE JOKYMEHTHI U PETUCTPHI OyXydeTa, COCTaBICHHBIE B (POPME AIIEKTPOHHBIX
JOKYMEHTOB, ITOITHCHIBAIOTCS:

- KBaJTM(UIIMPOBAHHON AIIEKTPOHHOH MOANUCHIO (nanee Takke - JLIT);

- B ClIydasX, IPEJTyCMOTPEHHBIX 3aKOHOJATENBLCTBOM, MPOCTOM 3JIEKTPOHHOHN MOANUCHIO (Iajee
taxoke - OII).

5.7. KpanmdummpoBaHHast 3JCKTPOHHAS TIOITUCH MPEIOCTABISICTCS

- PYKOBOAUTEINIO Y UpEKIACHUS;

- 3aMECTHUTENI0 PYKOBOJUTENSL Y UPEIKICHNUS,

- [JIaBHOMY OyXranTepy;

- 3aMECTHTEIIIO TJIABHOTO OyXranrepa;

- Ipe/iceaTeNt0 KOMUCCUU TI0 TOCTYIUICHUIO U BBIOBITHIO aKTHBOB;

- IpeJIceAaTeIII0 HHBEHTAPU3AIIMOHHON KOMUCCUH,

- PYKOBOJUTEISM CTPYKTYPHBIX MOJIpa3AesieHuil;

- COTPYJIHUKAM OYXTaJITePCKOMN CITyKOBI;

- IMLaM C TIOJIHOM MaTepuaibHON OTBETCTBEHHOCTHIO;

- UHBIM COTPYJHHUKAM, HAJCJIEHHBIX MOJHOMOUYHUSAMH TOJIUCHIBATH TOKYMEHTHI, TPEOYIOIINE HX
MOJMUCAHUS KBATU(DUITUPOBAHHON MOAIHUCHIO.

Bcem ocTanbHBIM y4yacTHUKaM 3JIEKTPOHHOIO JIOKYMEHTOOOOpOTa MpEeNoCTaBIsSIeTCS MpocTast
3JIEKTPOHHAS TOJIIHUC.

5.8. Ins n1OKyMEHTOOOOpOTa B LENSIX BEACHUS OyXrajTepckoro ydera U (OpMHPOBAHUS
OTUYETHOCTH OIpEAEIIEH CASAYIOUUHN MOPSA0K IPUMEHEHHSI B Y UPEKICHUH AIEKTPOHHBIX MOAMHCEN:
Bun noxnucu [Ipu moanvcaHuy KaKUX MEKTPOHHBIX JTOKYMEHTOB UCIOJIB3YETCS

IIpocras OI1 Crny>xeOHble 3aIIMCKU, THPOPMAITMOHHBIE COOOIIEHUS, POpMUpyEMbIE
corpyaHukamu B COJI
[lepBuuHbIe (CBOAHbBIE) YUETHBIE TOKYMEHTHI, pETUCTPHI OyXydeTa,
COCTaBJIEHHBIE B (pOpPME AIIEKTPOHHOTO IOKYMEHTA 110
YHUGUIUPOBAHHBIM (pOopMaM, B ciIydasix, IPeayCMOTPEHHBIX
[Tpunoxennem N 5 k [Ipukaszy N 521, [Ipunoxennem N 5 k [Ipukasy
N 61H, HHBIMM HOPMATUBHBIMHU IIPABOBBIMH AKTAMH,
PEryIUpPYIOIIMMH BeJleHHE OyXTalTepcKoro y4era U COCTaBICHUe
Oyxrayitepckoi ((hMHAHCOBOM) OTYETHOCTH.
Kpamuduuuposannas 11 Coobmenus, moJyiexariye rnepeaaye B HaJIOrOBbIH opraH,
npeaycMoTpeHHsie 1. 2, 2.1 cr. 23 HK PO
Cornacue HaJOroIIaTeNbIIMKa (TUIATENbIIMKA CTPAXOBBIX B3HOCOB)
Ha MPU3HAHUE CBEJICHUI, COCTABIISIONIUX HAJIOTOBYIO TalHY,
00IIEOCTYTHBIMU
3asiBiieHue o 3a4ere (BO3BPATE) UBJIUILIHE YIIAYEHHOTO
(B3BICKAaHHOT0) HaJIoTa (COOpa, CTPaxOBBIX B3HOCOB, MEHEH, mTpada),
cymm HJIC, noanexainx BO3MEIICHUIO
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Hanorosele neknapanuu (pacyeTsl 0 aBaHCOBBIM IIJIATEKaM), pacueT
110 CTPaxOBbIM B3HOCAM

3asiBJieHHE O MOCTAHOBKE Ha y4eT (CHATUU C Y4YeTa) B HAJIOTOBOM
oprase 1o OCHOBaHusAM, npeaycmorpesasiM HK PO

JIoKyMeHTBbI, uCTpeOyeMble HaJIOTOBBIM OPTaHOM IIPU MPOBEICHUU
HaJIOTOBOM IIPOBEPKHU

Cuera-(hakTyphl

XKypHan ydyera nosydeHHBIX U BBICTABJICHHBIX CUETOB-(DAKTYp, KHUTA
MIOKYNOK U KHUT'a IPOJAXK

CkaH-KOIIMK JOKYMEHTOB

CBelleHus1 MHAMBHUIYAIBHOTO (MIEPCOHU(UIIMPOBAHHOTO) YUeTa
PacrniopsixeHust o mepeBojie IEHEKHBIX CPEACTB (0 COBEPIICHUU
Ka3HaYeHCKUX TIJIaTEXE)

[TepBuuHbIe (CBOAHBIE) YUETHBIE TOKYMEHTHI, PETUCTPBI OyXydeTa,
COCTaBJICHHbIE B ()OpPME AIIEKTPOHHOI'O JOKYMEHTA 110
YHUPUIIMPOBAHHBIM (hOopMaM, B CJIy4dasix, IPeayCMOTPEHHBIX
[Ipunoxennem N 5 k [Ipukazy N 52, [Ipunoxennem N 5 k [Ipukasy
N 61H, UHBIMU HOPMATUBHBIMU IIPABOBBIMU AKTaMHU,
peryIupyromyuMy BeJiIeHHe OyXTrajTepcKoro yuera U COCTaBICHUE
Oyxrayitepckoi ((DMHAHCOBOH) OTYETHOCTH

ByxranTtepckas (¢puHaHCOBas1) OTYETHOCTD

WHble TOKyMeHTBI, TpeOyIoe UX MOJITUCAHUS
KBIN(UIIMPOBAHHOM MOJIUCHIO (B TOM YHCJIE CTaTUCTHYECKAS
OTUYETHOCTB, OTYETHI O PE3YyJIbTaTaX ACSITEIbHOCTH, OTYETHI O
Pacxo/10BaHUU 1IEJIEBBIX CPENICTB)

5.9. IlpunsTie Kk OyXraarepckoMy y4yeTy MepBUYHBIX YUETHBIX JOKYMEHTOB, OOPMIISIOMHNX (HaKT
3aKJIFOUYEHHUs JOTOBOPA, BHIMOIHEHHS YCIyTH/paboThl IO JOTOBOPY (aKT BBHIMOIHEHHBIX PaOOT/OKa3aHHBIX
yCIyT), MOJANMCAHHBIX YHNOJHOMOYEHHBIM IPEJICTaBUTEIEM  YUPEXKICHHUS  KBaTU(HUIMPOBAHHOU
3JIEKTPOHHOW MOJIHUCKIO, C OJIHON CTOPOHBI, U MPOCTOM 3JIEKTPOHHOM MOJAMUCHIO CO CTOPOHBI YYAaCTHHKA
JIOTOBOPHBIX OTHOILIEHUH, TOITYCKAETCA.

5.10. /IBycTOpOoHHUI (MHOIOCTOPOHHUI) MEPBUYHBIM yUYeTHBIH NOKYMEHT, C()OPMHPOBAHHBIA B
3JEKTPOHHOU (hopMe, T0JKEH OBbITh MOANKCAH 3JEKTPOHHBIMU MOANUCAMU 00euX (BCEX) CTOPOH CAEIKH.
3aMeHa MOJAMUCH OJHOM U3 CTOPOH Ha COOCTBEHHOPYUYHYIO HE JIOITyCKaeTCs.

HckmioueHne - NEpBUYHBIE YYETHBIE JOKYMEHTBI, MOPSAIOK (POPMUPOBAHHS KOTOPBIX MPSMO
IpeyCMaTpUBaeT BO3MOXKHOCTh TMOAMMCAHUSA OJHOW M3 CTOPOH COOCTBEHHOPYYHOM MOANMCHIO KOIMUU
AEKTPOHHOTO JOKyMeHTa coryiacHo [Ipunoxenuto N 5 k [Ipukazy N 611.

5.11. Jluio, oTBeTCTBEHHOE 3a O(QOpMIEHHE, 3aMEHy, BBIJA4y OJIIEKTPOHHBIX MOAMUCEH
Ha3HayaeTcs OT/AEIbHBIM MpHKa3oM PykoBoauTens (MHBIM JIOKAJIBHBIM aKTOM Y UpeKICHUS).

OdopmieHne >IEKTPOHHOW MOANMMCH, a TAaKKE €€ AHHYJIMpPOBAaHUE (KOMIPOMETAlUs KIF0Ua)
OCYIICCTBIISICTCS HAa OCHOBAHHWH 3asBKH, HANPABICHHOH PYKOBOIHUTENIEM KaJPOBOW CITY>KOBI, HHOTO
CTPYKTYpPHOTO TOJIpa3felieHusi Mo coriacoBaHuio ¢ PykoBoautenem u (wnu) ['maBHBIM OyXxrantepom
VYupexxaeHus B aipec JIHIa, OTBETCTBEHHOTO 32 0(pOpMIICHHE AIIEKTPOHHBIX MOJIITHCEH.

IIpoctast 3JIEKTPOHHAsE MOANKMCH IIPENOCTABIAETCA IOCPEACTBOM  PETUCTPALUU  JTOCTYIIa
noJsib30oBatess K mHpopmarmonHon 06aze (cucteme). [lpu 3TOM ISl TOydEHUSI MPOCTOM 3JIEKTPOHHOM
NOJNKNCH HE TpeOyeTcsi yCTAaHOBKH JIOMOJHUTENIBHOTO IMPOrPaMMHOIO OOecreueHuss M CepTH(PHUKATOB
AJIEKTpOHHOU moanucH. [lob30BaTens MmojyyaeT J0CTyn K WH(OPMAIIMOHHON 0a3e MOCPeICTBOM BBOJA
JIOTUHA U apoJid, TpCA0CTAaBJICHHBIX JIMIIOM, OTBETCTBCHHLIM 3a Oq)OpMJ’IeHI/IC SJICKTPOHHBIX HOHHHCGﬁ. B
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JOKyMEHTaX, c(hOpMUPOBAHHBIX YKa3aHHBIM MOJIb30BATEIEM, OYACT ColepKaThcs HHMOPMAIIHS O HEM KaK
0 JUIE, TMOJMKCABIIEM OJJICKTPOHHBIA JOKYMEHT (B OIPEICICHHOM IIOJIe JJIEKTPOHHOTO JIOKYMEHTa
0TOOpa)kaeTcsi COOTBETCTBYIOMIAS HHPOPMAILIHS ).

KBanmuunupoBaHHass 3JIEKTPOHHAS MOMANUCH MPEJOCTABISETCS IMOCPEICTBOM BBIAAUM KITHOYA
AJIEKTPOHHOW TOJNKMCHA W KJII0Ya TPOBEPKU DIICKTPOHHOHN IOAINUCH, YKa3aHHBIX B COOTBETCTBYIOIIEM
ceprudukare. KpanndunmrpoBanHas 31eKTpOHHAS MONKCH MPEAOCTABISICTCS :

- TEPPUTOPUATBHBIM OpranoM DeiepaabHOro Ka3HA4YeHCTBRa,

- aKKPEIMTOBAaHHBIM YIOCTOBEPSIFOIIIMM LIEHTPOM.

5.12. Tlepenava mpaBa WCIOIB30BAHUS SJICKTPOHHOW IMOANMKMCHA OT BIAJCiblia €e cepTUdUKara
WHOMY JIMILY, B TOM YHCJI€ COTPYAHHUKY YUPEIKIACHUS, 3arpeIieHa.

5.13. B ciiy4yae yBOJIBHEHHUS WM MPEICTOSILIEro JAIUTEIBHOrO oTcyTcTBUs (Oonee 30 mHeit), i,
OTBETCTBEHHBIX 32 0OpMIIEHHE U (MJIM) NOANMCAaHUE JOKYMEHTOB, Iiepeadya TaKoro MOJIHOMOYHS HHOMY
OTBETCTBEHHOMY JIMILY CONIPOBOXKAAETCS:

- oopMIICHHEM OTAEIHHOIO IPHUKA3a/PacloOPSHKEHUST O TIOCTOSHHOM/BPEMEHHOM BO3JIOKEHUH
COOTBETCTBYIOIUX O0513aHHOCTEH HAa MHOE JIMLO C YKa3aHUEM BHJIOB JOKYMEHTOB, KOTOPbIE HMEET IIPABO
0(pOpPMIIATH/TIOANUCHIBATE BHOBb YIIOJHOMOYEHHBIA COTPYAHHK, a TaKkKe BHIA TNPEAOCTABISEMOMN
JIEKTPOHHOW MOANMCH (P HEOOXOTUMOCTH), C O3HAKOMJIEHHEM 0]l POCIHCh B JI€Hb IOIINUCAHUSA
NPUKa3a/pacropsHKEHAS PYKOBOIUTEIIEM;

- YTOUHEHUEM YTBEPKICHHOI'O MIEPEUHsl OTBETCTBEHHBIX JIUI] (IIPY YBOJIbHEHHH);

- BHECCHHEM [OTOJHCHHI/M3MEHCHU B TPYJOBOH JIOTOBOp, IODKHOCTHYHO HWHCTPYKIIHIO,
CIIy’)K€OHBIII KOHTPAKT COTPYJIHHUKA, HAAEISEMOro IOJHOMOYMAMU IO (POPMHUPOBAHUIO/IOIIHCAHUIO
OyXrajaTepcKux JOKyMEHTOB (IIpyU HEOOXOIUMOCTH).

[Ipukas/pacnopsbkeHHe 0 TOCTOSHHOM/BPEMEHHOM  HAJEJCHUH  COOTBETCTBYIOIIUM(HM)
MOJIHOMOYHEM(SIMU) OPOPMIIIET OTBETCTBEHHBIN COTPYIHHUK KaJpOBO CIIy>KOBI IO COTJIACOBAHUIO B YACTH
Ha3HauY€HUs] HOBOTO OTBETCTBEHHOTO 3a ()OPMHUPOBAHUE/TIOAMHUCAHNE TOKYMEHTOB JIUIA C PyKOBOAUTENIEM
VYupexaeHus. BnyTtpennnii pacropsIANTENbHBIN JIOKYMEHT odopmisiercs B JICHb
HOJYYEeHHUs/TIPEIOCTABIECHUS. B KaJpPOBYIO CIykOy HH(opManuu 00 YBOJIbHEHUH HWIIM TPEICTOSAIIEM
JUINTEIbHOM ~ OTCYTCTBUM  Ha  paboyeM  MecTe JIMIa, W3HAYaJlbHO  OTBETCTBEHHOIO  3a
(dbopMHpOBaHUE/TIONNCAHUE IOKYMEHTOB.

YTouHeHHEe TmepeuHsl JIML, OTBETCTBEHHBIX 3a COCTaBJIEHUE, COIJIACOBAaHUE, MOAMHCAHUE,
yTBEpXKJEHHE, Mepefadyy M o0pabOTKy NEepBUYHBIX YUETHBIX JTOKYMEHTOB M PErucTpoB Oyxydera, B
HacTosaumx [IpaBuiax u MHBIX JOKYMEHTaX YYETHOH MOJIMTUKHU OCYIIECTBISETCS IIaBHBIM OyXraiarepom
(MHBIM YIIOJTHOMOYEHHBIM COTPYAHHMKOM byxranrepuu) B TeueHue 2 (AByX) pabouyux JHEH ¢ MOMEHTa
MOJMUCAHUS PYKOBOJUTENIEM Y UPEXACHUS COOTBETCTBYIOIIETO MPUKA3a/paciopsKEHUSI.

IIpn yBOJIBHEHHMH COTpPYAHHMKA IpOCTas 3JIEKTPOHHAs MOANUCH OT3BIBAETCSA IMOCPENCTBOM
OJIOKMPOBKM  JOocTyma  ImoJyib3oBareiss K  uH(popmaumoHHod  Oaze  (cucreme). CepTtudukar
KBaJTM(PHUIIMPOBAHHON 3JIEKTPOHHOM MOJMMCH OT3bIBAETCS U3 TOTO YJOCTOBEPSIOIIETO LIEHTPa, B KOTOPOM
OH OblT o¢OpMIJIEH, JHIIOM, OTBETCTBEHHBIM 3a O(QOpMJIEHHE, 3aMeHy, Bbllady, aHHYJIHMpPOBaHHE
(KOMIpOMETAIMI0  KJI0Ya) AJIEKTPOHHBIX —moamuced coryacHo 1.5.11  wacrosmux  IlpaBui.
NudpopmupoBanue nuia, OTBETCTBEHHOI'O 3a 3JEKTPOHHBIE IOJIUCH, BO3JaraeTcsi Ha OTBETCTBEHHOTO
COTPYAHMKA KaapOBOW CIIy>)KOBI M OCYIIECTBISIETCS B JIeHb IMOJIMHUCAHUSA IPHUKa3a/pacriopsuKeHHst 00
YBOJIbHEHUU WM NIepeiaue Mpasa MOAMNNCH JOKYMEHTOB HHOMY JIUILY.

[IpenocraBieHne HIEKTPOHHBIX IOANKCEH HOBBIM HA3HAYEHHBIM OTBETCTBEHHBIM JIMIAM
OCYIIECTBIISCTCS B MOPSAKE, TpeaycMOTpeHHOM I1. 5.11 HacTosmux [Tpasu.

6. Ilopsinok B3aumoeiicTBusl byxrajarepuu ¢ HHBIMH CTPYKTYPHBIMH NOAPA3Ae/ICHUAMM
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6.1.Ilpu ocymiecTBIEHUH JTOKYMEHTOOOOpOTa B OyXraJTepCKOM Y4eTe B3auMOJICHCTBHE
CTPYKTYpPHBIX TMOJApa3JelieHuid YupexaeHus u (W) JHI, OTBETCTBEHHBIX 3a odopmieHue (PakToB
XO3SIICTBEHHOM JKU3HM, 110 IMPENOCTABICHUIO IIEPBUYHBIX YYETHBIX JIOKYMEHTOB JJIsi BEIEHUS
OyXrajaTepckoro ydera, a TakXkKe COTpyAHMKOB byxranrepuu, obOecrieunBaeTcss B TOM 4HCIE
UH(POPMALIMOHHON COBMECTHMOCTBIO TOCYAaPCTBEHHBIX (MYHHUIMIIATbHBIX) HHPOPMALMOHHBIX CUCTEM U
UH(GOPMAILIMOHHBIX PECYpCOB, CPEACTBAMH KOTOPBIX OCYIIECTBISAIOTCS (opMHupoBaHHE U OOMEH
uHpopManreil 1 JOKYMEHTaMH B SJIEKTPOHHOM BHUJIE (B JOpME JIEKTPOHHBIX JOKYMEHTOB).

6.2. BzaumosieiicTBue OCYIIECTBISIETCS C COOJIOACHUEM TMOpSAAKA, TEXHOJOTHH U CPOKOB
COCTaBJICHUs, Iepenaud (IIPEeJOCTaBIECHUs) MEPBUYHBIX (CBOJHBIX) YUYETHBIX JOKYMEHTOB JUIS HX
oTpakeHHsI B OyxranrepckoMm yuere coriacHo ['paduky moxkymeHTooO0poTa M HactosmuMm llpaBuiam
JnokyMeHTooOopora. Ilpu cocraBneHMHM JIOKYyMEHTOB C HPHUMEHEHMEM  CIIeUaU3UPOBAHHbBIX
IPOTPAMMHBIX CPENCTB (OyXTaiaTepcKol MpPOrpaMMBbl, MHBIX HH(OPMALMOHHBIX CHCTEM) IOCPEICTBOM
(GopMHpOBaHUS IEKTPOHHOrO oOpa3a OyMaXXHOro JOKyMEHTa WM 3JIEKTPOHHOIO JOKYMEHTa
OCYIIECTBJISIETCS] B COOTBETCTBUU C paclpezesneHueM QpyHKIui (posieit), nepeuyeHb KOTOPhIX ONpEesieH B
MyHKTE 6.3 HACTOSIIETO pa3jeia.

6.3. Pactipesienienre B mporpaMMHOM OOecriedeHun "posiei" i TOJDKHOCTHBIX JIMIT Y UYPEKICHUS
u byxrantepun ocyniecTBIsIETCS B CISAYIOMIEM MOPSIKE:

Ponesas Onepanun,
IIpuHaiexHOCTD
MOJEIIb DyHKIMOHAI cosepaemsie B 1111 .
pornu (pyHKIMA)
(poiib)
OtBercTBeHHb! | DopMUpOBaHUE U OANIUCAHUE BBOJI JIAaHHBIX
71 MIEPBUYHBIX JJOKYMEHTOB B LIEIAX HOJIUCAaHUE
UCTIONHUTEND | opopmieHus (haKTOB XO3IMCTBEHHOM CoTpyiHUKH
*u3HU. Hanpasnenue Ha Yupexnenus
corylacoBaHue/yTBEpKICHUE/B
byxranreputo
OxoHomucT | PopMHUPOBaHKE U IPOBEPKA HA BBOJI JIAaHHBIX
KOPPEKTHOCTb O(OPMIICHHS COIJIaCOBaHUE
MEPBUYHBIX JJOKYMEHTOB, CIy>KaIlIUX MO/NMCAaHUE

OCHOBAaHHUEM JIJIs1 OTPAKEHUSI B yUETE
omnepauui 1o pasueny
Cankuunonuposanue (brompxeTHsie
JaHHbIe; PacxomHoe pacnucanue,
[TpunsaTtue obs3aTenseTs; Jleranuzamnus
JTAaHHBIX IOKYMEHTOB B pa3pese
KOCIY)

[Toanucanue TOKYMEHTOB,
MpeAyCMaTPUBAIOIINX MOANUCH
CHelHaNucTa MIaHOBO-
YKOHOMMYECKOH CITYKOBI

CotpyaHuku
(UHAHCOBO-2KOHO
MHYECKOH CITy>KObI

Kaaposuk [Tognucanue (corimacoBaHue) pemIeHUN BBO/JI IaHHBIX CoTpyaHuku
Ha KOMaHJIUPOBaHUE COTJIaCOBaHUE KaJIPOBOH CITy>KOBI
dopMupoBaHUE U MOAMKUCAHUE Tabest MOJIUCaHuE
y4eTa UCTOJIb30BaHus paboyero
BpEMEHHU

Kaccup dopmMuUpOBaHHE TOKYMEHTOB, BBO/JI IAHHBIX CoTpyaHuku
o opMIISIEMBIX TTPH IBHIKEHUU COTJIaCOBAHUE Byxrantepun
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JICHEX)KHBIX CPEJICTB B Kacce: ITOITMCAHKNE
MOCTYIUICHHE U BBIOBITHE/BBIAYA TIO]]
OTYET HATMYHBIX JIEHEKHBIX
CpPEeACTB/ICHEKHBIX JOKYMEHTOB,
MOJITBEPIKICHHUE OCTATKOB JICHEKHBIX
CPEJICTB, BBIJAHHBIX B MIOJJOTYET
[Toanucanue TOKyMEHTOB,
MpelyCMAaTPUBAIOIIUX MTONUCH
Kaccupa B pa3pese CIICIYOIINX
OIEPALMiA: IOCTYIUICHUE U
BBIOBITHE/BBIIAYA 110J] OTYET HATUYHBIX
JICHE)KHBIX CPEJICTB/ICHEKHBIX

JIOKYMEHTOB

byxrantep [IpoBepka Ha KOPPEKTHOCTH BBO/JI JAHHBIX CotpyaHuku
oopmieHHs NEPBUYHBIX JOKYMEHTOB COrIacoBaHue byxranrepun
C MOCJIEIYIOIIHUM ITPOBEIECHUEM HOANKMCAHUE

JOKYMEHTa U OTPAKEHUEM B y4eTe
®opMHUpOBaHUE PACTIOPSIKEHUN O
NepEeBOJIE IEHEXKHBIX CPEACTB (O
COBEPUICHUH Ka3HAYEHCKUX
iarexxei), byxraatepckux crpaBok
[lonnucanue 1OKyMEHTOB,
IIPEAYCMATPUBAIOIINX MTOAUCH
Oyxrajtepa Jiisi OTpaXKEHHUs B yUueTe

I'naBHEIN [TpoBepka Ha KOPPEKTHOCTh BBOJI JaHHBIX
Oyxrantep KOPPECHOH/IEHIIUU CYETOB OTEepallusIiM COIJIacOBaHHE
B IOKYMEHTaX MOIIHCAaHUE
[Toanucanue JOKYMEHTOB, TPEOYIOIINX YTBEPKJICHUE
BU3MPOBAHUS TJIaBHOrO OyXrajirepa "riaBHbIN Oyxranrep" I'maBHBII
(YTIOTHOMOYEHHOE JIUIIO, HAaJIEIIEHHOTO Oyxrantep

IIPaBOM BTOPOM MOJIINCH)
KOHTpOIb y4EeTHBIX IPOLECCOB U
(hopMHpOBaHUS perJaMeHTHPOBAHHON

OTYETHOCTH
PykoBonurens | YTBepkaeHue JOKYMEHTOB, BBO/JI JAHHBIX PykoBoaurens
MOUIEKAIUX PErUCTPALIMU B yUETE B COrJIacoBaHue
paspese onepanuii; MOJNACAHUE
[Tognucanue JOKYMEHTOB, YTBEpXKACHUE
MpeyCMaTPUBAIOLINX ITIOAITUCH "pykoBoauTenp"

PykoBoautens (ynoJTHOMOYEHHOE
JIMII0, HAZIETICHHOTO MPaBOM TIEPBOM
TTO/INTUCH )

6.4. IlepBuuHble y4yeTHbIE JOKYMEHTBI, KOTOpPbIE MPEACTABISIOTCA B byxranrepuio Ha OyMaKHBIX
HOCHUTEIISIX, MEePEeIaroTCsi OTBETCTBEHHBIMU COTPYAHMKAMH YUpEXICHHS Ha OCHOBaHWH Peectpa crmaum
nokymMeHToB (. 0504053), coctaBneHHoro B 2-x sk3emmusipax. CoTpynHuk byxraiarepuu mpoctaBisier
JaTy W BpeMs MOJy4eHHs TOKYMEHTOB Ha JIBYX 3K3eMIUIIpax PeecTpa, oJuH M3 KOTOPBIX XpaHUTCA Y
OTBETCTBEHHOT'O UCIIOIHUTENS (COTPYAHUKA, PEAOCTABUBIIETO JOKYMEHTHI).

6.5. IlepBuuHble yueTHbIE TOKYMEHTHI nepenatorcs B byxranteputo B coorBercTBUM ¢ ['paduxom
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nokymeHTtooboporta. Ilocie monydeHus NEpBHUYHBIX M HMHBIX JOKYMEHTOB COTPYAHMKH byxrantepuu
OCYILECTBIISIIOT UX MPOBEPKY HA MPEIMET IMOJIHOTH U KOPPEKTHOCTH B CPOKHU, ycTaHOBIEHHBIE [ paduxom
JIOKYMEHTO000pOTa, a Takke HacTosmuMu [IpaBunamu.

6.6. Corpyauuku byxranrepur 10 NHUCBMEHHOMY 3alpoOCy HMHBIX COTPYIHUKOB YUpexKIACHUS
JOJKHBI TIPEJICTABIATh CKAH-KOMUHM W (MJIM) KOMHHM OyXTalITePCKUX JTOKYMEHTOB, HEOOXOIMMBIX JIJIs
BHYTPEHHETO MOJIb30BaHUs. 3alpoc TOJDKEH COJIepKaTh TOYHBIN MepeueHb 3alpaliiBacMbIX JOKYMEHTOB,
CpOK U (hOpMY HIX TIPEIOCTABIICHUSI.

6.7. loctyn K equHOM 0a3ze AJIEKTPOHHBIX JOKYMEHTOB OCYILIECTBIIETCS COIVIACHO 3aKPEIJIEHHBIM
MOJIHOMOYHSIM COTPYAHHUKOB 10 COIVIACOBAHUIO C PyKOBOJUTENEM YupexkaeHus u [ maBHbIM OyXraitepom.

7. Oco0eHHOCTH NPUMEHEeHNsI U 3aM0JJHeHHS ePBUYHBIX YYETHBIX JOKYMEHTOB, PErHCTPOB
0yXrajaTepckoro yyera

7.1. B mensix oTrpakeHus B OyXraiaTepckoMm yueTe umHpopManuu o0 o0BbeKTax OyXraiarepckoro
ydeTra, BO3HUKAIOIINX IPU OCYIIECTBICHUHN (AKTOB XO3SIMCTBEHHOH )XKU3HU, KAXKIBIH (PaKT X03sIMCTBEHHON
KU3HU TOJUISKUT O(GOPMIICHUIO MEPBUYHBIM YYETHBIM JIOKYMEHTOM (CBOJHBIM MEPBHUYHBIM YYETHBIM
JIOKYMEHTOM).

7.2.llpn BBIOOpE YHUGUIMPOBAHHOW (HOPMBI MEPBHYHOIO (CBOJHOTO) YYETHOTO JIOKYMEHTA,
KOTOPBII HE00X0AUMO OPOPMHUTE JUISl OTPAKEHUs B yueTe (aKTOB XO3IUCTBEHHOM XKU3HH, MPUBEALINX K
BO3HUKHOBEHUIO U (WMJM) HM3MEHEHHI0 COOTBETCTBYIOIIMX AaKTHUBOB, 00S3aTENbCTB, JOXOJI0B M (WIN)
pacxoJioB, HHBIX OOBEKTOB OyXrajaTepcKOro Yyd4era, CledyeT pPyKOBOJCTBOBaThCS MeToandeckuMu
yKazaHusIMH K npukazam MuHpuna Poccum ot 15.04.2021 N 61H, ot 30.03.2015 N 52H, a Takxke
nojoxeHusaMu Hactosumx [Ipasun, I'padukoM HOKyMEHTOOOOPOTa M MHBIMH JOKYMEHTaMU YYeTHOM
TIOJIUTHKH.

7.3. IlepeueHb JOKYMEHTOB, KOTOPHIMU O(OPMIISIOTCS COOTBETCTBYIOIINE PEIICHHSI KOMUCCUU TIO
NOCTYIIJICHUIO W BBIOBITUIO aKTHBOB, a TaKXKe CIyyal U OCOOEHHOCTH (OPMHPOBAHUS MEPBUYHBIX
JOKYMEHTOB conaepxarca B Ilolo)keHHMH O KOMHCCHMM 10 TOCTYIUIEHHIO M BBIOBITHIO aKTHBOB
(ITpunoxxenne Ne 4 k Yuernoii nonuruke), I'paduke nokymenroodopora (Ilpunoxenne Ne 3 x YuerHoi
MOJINTUKE), UHBIX MOJIOKEHUAX YUETHOM MOJIUTUKH.

7.4. K mepBHYHBIM YYETHBIM JOKYMEHTaM, NpPEIyCMaTpPUBAIOUIMM HUX MOAMNHCAHUE YJICHAMU
Komucenu 1o nocTyIieHuIo U BBIOBITHIO aKTUBOB U O()OPMIISIOIIUM COOTBETCTBYIOIINE KOMHCCUOHHBIE
peneHus, MPUHATHIE HA 3aCeIaHNM KOMHUCCHH TPH JIOCTHIKEHUM KBOPYMa IMPUCYTCTBUSA, ONPENEIECHHOTO
[TonoxxeHneM O KOMHCCHUU MO TOCTYIUIEHHIO M BBIOBITHIO akTUBOB (IIpmiokenne Ne 4 x VYuerHoi
MOJIUTHKE), POPMUpPYETCS JIUCT TOoJocoBaHUs 10 ¢opme, ycraHoBieHHOW [Ipukazom N 61H, xoTOpbIi
SIBJISIETCS. HEOTHEMJIEMOM 4acThIO IEPBUYHOIO YUYETHOI'O JOKYMEHTA.

7.5. Ilpu odopmueHnn AKTOM 0 MpueMme-ieperaye OOBEKTOB HE(PUHAHCOBBIX aKTHUBOB (.
0510448) ¢pakToB mpUHITHS K y4eTy MOJIYYEHHOIO MMYIIECTBa (B YAaCTHOCTH, IPUHATHE IMOJYYEHHBIX B
pe3yibTare pa3yKOMIUIEKTAlUd OCHOBHBIX CpPEICTB HOBBIX OOBEKTOB MMYILECTBA, ONPHUXOJI0BaHHE
U3JIMIIKOB, MpPHU MOCTYIJIEHUHM O€3BO3ME3IHO MOJYYEHHOTO MMYIIECTBA) JOIMOJHUTEIBHO K AKTYy O
npueme-tiepenade o0bekroB HDA (. 0510448) odopmisercs Jluecr romocoBaHus C  LEJIbIO
NOATBEPXKIEHUSI KOMUCCHOHHOTO pEIIEHUs O IPU3HAHUM I[IOJIyYEHHOI0 O0BEKTa HMYIIECTBa
COOTBETCTBYIOIIUM KpUTEPUAM "aKTuBa'.
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7.6. AKT o mpueme-miepenade 00bEKTOB HeUHAHCOBBIX akTUBOB ((. 0510448) odopmisercs B
OJIHOCTOPOHHEM HOPSAKE B cilydyae 6€3BO3ME3THOr0 MOCTyIIeHUs] 00bekToB HDA:

- OT OpraHu3anuii OIOPKETHOH cdepbl MPU OTCYTCTBHH TEXHUYECKOW BO3MOXKHOCTH IOANHCATH
JIBYMsI CTOPOHAMH COCTaBJICHHBIN MEpeaaroieii cTopoHOH AKT o mpueme-tiepenade o0bekToB HOA (.
0510448) B hopMe AIIEKTPOHHOTO IOKYMEHTA, a TAK)KE Ha OCHOBAaHHH AKTa O MpueMe-repeaade 00bEeKTOB
H®A (¢. 0510448), cocTtaBiaeHHOTO NEPEIAOIICH CTOPOHON HA OYMa)KHOM HOCHUTEIIE;

- OT JPYTHX OPTaHHU3AIMI: IOPUINYCCKUX U (PH3. NI, UHBIX PaBO0OIaaTENCH, HE OTHOCSIIINXCS
K OromkerHol cdepe (HA OCHOBaHMM MOANKUCAHHOTO C KOHTPAareHTOM akTa IpHeMa-lepeaadu
HEYHU(DHUIIMPOBAHHOW (POPMBI, HHBIX JTOKYMEHTOB).

7.7. B cnyuyae odopmieHus Akra o mnpueMme-niepenade 0OBEKTOB HE(PHHAHCOBBIX aKTHBOB (.
0510448) B BuHAe DICKTPOHHOIO JOKyMEHTa YUpeXICHHEM B OJHOCTOPOHHEM MOPSAKE IPH
npueme-nepenaue  HOA wmexny opranuzauusamu OroJOKETHOM cepbl 10 HPUYMHE OTCYTCTBHS
TEXHUYECKOH BO3MOXKHOCTU TMoOANMUCAaHUS dopMylisipa SJIEKTPOHHOTO JOKYMEHTa OJIHOBPEMEHHO
AJIEKTPOHHBIMU  MOJNHUCSAMHU TE€pEelalonield M NPUHUMAIOIIEH CTOPOHBI, COBOKYIMHOCTH AKTa O
npueme-niepenaue (. 0510448) Yupexxaenus B popme 3JIEKTPOHHOTO TOKYMEHTa U KOHH YJIEKTPOHHOTO
JMOKyMEHTa Ha OyMa)kHOM HocuTelne - Akrta o mnpueme-niepenade (¢. 0510448), odopMiIeHHOTO
KOHTPareHTOM, OJATBEPKIAeT IBYCTOpOHHEe oopmiieHue dakTa mprueMa-nepesauu MMyIiecTBa.

JlonomHUTENbHOE TOANMMCAHNE KOMTUHU AIIEKTPOHHOTO JTOKYMEHTa, C(pOpMUPOBAaHHON HA OyMakKHOM
HOcUTeJe, COOCTBEHHOPYUHBIMH TMOAMUCAMU YIOJTHOMOUYEHHBIX JIMIl OTIIPaBUTENS W/WIM TMOJIydaTens, a
TaK)K€ U3rOTOBJIEHHUE TyOIMKaTa 3JIEKTPOHHOTO JOKyMEHTa Ha OyMa)kKHOM HOCHUTEJIE U €ro MOJANUCAHUE He
TpeOyeTcs.

7.8. B cinyuyae odopmieHus Akra o npueMme-nepenade oOBEKTOB HE(PUHAHCOBBIX aKTHBOB (.
0510448) B BuUAE DISKTPOHHOIO JOKyMEHTa YUpeXKICHHEM B OJHOCTOPOHHEM MOpPSAKE TpHU
npueme-niepenaue HOA mexay opraHuzanusiMu 610 KeTHOH cepbl o NpUYKMHE NPEeA0CTaBICHUS BTOPOH
CTOpOHO# pacueToB AkTa o npueme-tiepeaade (. 0510448) na 6ymMa)kHOM HOCUTENE, COBOKYITHOCTh AKTa
o mnpueme-niepenade (. 0510448) Vupexnaenus B ¢GopMme 3JIEKTPOHHOTO JOKyMEHTa M AKTa O
npueme-nepenaye (b. 0510448), ohopMIEHHOTO KOHTPAreHTOM Ha OyMaKHOM HOCHUTEJIE, TIOJITBEPKIACT
JIByCTOpOHHee odopmiieHHe (DakTa MpuemMa-nepeaayi UMyIecTBa.

KoHTpareHTy HampasisieTcsi KOS AJIEKTPOHHOTO JOKYMEHTa Ha OyMa)XHOM HocuTene - AKTa o
npueme-niepenaue (. 0510448) YupexeHus.

HononuurensHoe mnoAnucanue Axrta o mnpueme-tiepenade (db. 0510448), odopmieHHOTO
KOHTpareHTOM Ha OyMaXHOM HOCHTEJe, a TaKKe KONHUH 3JEKTPOHHOTO JOKYMEHTa Ha OyMa)KHOM
Hocutene - Akrta o mpueme-nepenade (¢. 0510448) VupexaeHus, cOOCTBEHHOPYYHBIMU MOAMUCAMU
YIOJHOMOYEHHBIX JIUI] OTIIPABUTENS U/UIH MOJy4artes, He TpeOyercs.

7.9. Tlpu HEBO3MOXXHOCTU TMOANUCAHUS KBAIM(UIMPOBAHHOM 3JIEKTPOHHON MOAMUCHIO JIHIIO,
nepearoliee/IpuHUMalolee MaTepuaibHble [IEHHOCTH, MOAMUCHIBAET KOMHIO AKTa O MpUEMe - repeaaye
(. 0510448) B BHIE DIEKTPOHHOTO JTOKYMEHTa, C(OPMUPOBAHHYIO Ha OyMa)KHOM HOCHTEIE, U Mepe/iacT
JUIY, OTBETCTBEHHOMY 3a JalibHelIiee opopMieHre JoKyMeHTa. OTBETCTBEHHBINH MCIOIHUTENb CO3/1aeT
ckaH-konuio AxTta o mnpueme-nepenade (. 0510448), TOANMCAHHOTO OTBETCTBEHHBIM JIMIIOM
(mepenaromum/mpuanMaronuM MII) co6cTBeHHOpYYHO. YKa3aHHAs CKaH-KOIHS, 3aBEpEHHAs YCUIICHHOMN
KBAJTM(HUIMPOBAHHON TMOJMHMCHIO OTBETCTBEHHOI'O HCIIOJIHUTENS, SBISETCS TNPWIOKEHHEM K AKTYy O
npueme - nepenade (. 0510448), chopmupoBaHHOMY B BHE JEKTPOHHOTO JTOKYMEHTA.

7.10. Tlpu moctrymnenun oOvekToB HDA Ha ocHOBaHWMM AKTa O mpueMe-miepenade oOBEKTOB

HepuHaHCOBBIX akTHBOB (. 0510448) mononHuTenbHO OQOpMIsATH Pemienue o mpu3HaHUM OOBEKTOB
He(rHAHCOBBIX aKTUBOB ((. 051044 1) B mensax MpUHATHS 00OBEKTOB UMYIIIECTBA K YUETy HE TpeOyeTcs.
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7.11. TIpm HEBO3MOKHOCTH TMOANMHMCAHUS KBAIM(UIMPOBAHHON 3JIEKTPOHHOM IMOIMHUCHIO JIHIIO,
nepezarolee/ IpuHUMAarolIee MaTepranbHble [IEHHOCTH, ONUChIBaeT Konuto HakiaaHoil Ha BHyTpeHHee
nepemenieHne 0O0BeKTOB He(pUHAHCOBBIX akTHBOB (¢. 0510450) B Buae 3JEKTPOHHOTO JTOKYMEHTA,
cOPMHPOBAHHYI0 Ha OyMa)XHOM HOCHTENIe, M MepelaeT JHUIy, OTBETCTBEHHOMY 3a odopmieHue
nokyMeHTa. OTBETCTBEHHBIN MCIIOJIHUTENb co37aeT ckaH-Komuto Haknaanoit (¢. 0510450), moanucannoit
OTBETCTBEHHBIM JIMIIOM (mepearoiuM/npuaumaromiuM MII) coGcTBeHHOPYUYHO. YKa3aHHasi CKaH-KOIMS,
3aBEpeHHAsT YCWICHHOW KBaJHU(HUIMPOBAHHOW TOJMHMCHI0O OTBETCTBEHHOTO HCIIOJHUTENS, SIBISETCS
npunoxenueM k Haknaguoi (¢. 0510450), chopmupoBaHHOM B BUE 3JIEKTPOHHOTO JOKYMEHTA.

7.12. Exerogno popmupyercs komwus snekrpoHHoi Kaccopoii kauru (¢. 0504514) na OymaxxHOM
Hocutene. Komus nomkHa OBITH NMPOUIHYpOBaHA, MPOHYMEPOBaHA M CKPEIJICHA MeYaThio, a KOJIMYECTBO
JIMCTOB B HEH JIOJDKHO OBITh 3aBEPEHO MOAMUCIMH PYKOBOIUTEINS Y UpExkKICHUS U TTIaBHOTO OyXrairepa.

Konuu nucroB snexkrponHoit KaccoBoit kauru (. 0504514) Ha Gyma)kHOM HOCHTEIE €KEIHEBHO
dbopMupyroTcs kaccupom (JIMLIOM, YITOJIHOMOYEHHBIM OCYIIECTBIISATH KACCOBBIE OTEPAIUN ).

K sucry KaccoBoii kHuru (komuu 31eKTpoHHOM KaccoBoll KHUTM Ha OyMa)XHOM HOCHTENE),
0(OPMIICHHOMY 32 COOTBETCTBYIOIINN paboumii IeHb, KACCUPOM MPHUKIAILIBAIOTCS KaCCOBBIE TOKYMEHTHI,
coJiepKamie coOOCTBEHHOpYYHBIE Tonanucu (mpu Haymmuuu). He mo3gHee 3 (Tpex) paboumx JHEH IO
3aBepUICHUH OT4YeTHOro ((puHAHCOBOro) roma BCe KOMUU JHUCTOB dJeKTpoHHON KaccoBoil KHuUTH
CIIMBAIOTCS B OJHY NANKYy (J€J10, TOM).

7.13. KypHan perucrpauyy HOPUXOJHBIX M PACXOJHBIX KaccoBbIX opaepoB (¢. 0504093)
OTKpBIBAETCs B (POpMeE 3JIEKTPOHHOI'O TOKYMEHTa Ha (PMHAHCOBBIH roI.

3axpsitie XKypnHana (¢. 0504093) ocyuiecTBisieTcst O 3aBEpLUICHUH OTYETHOTO (PUHAHCOBOTO roja
U TOANMCHIBAETCS KacCUpoM (JIMLOM, YIOJHOMOYEHHBIM OCYILECTBIISATh KAacCOBBIE ONEpalvu)
KBaJIM(ULIMPOBAHHOMN 3JIEKTPOHHOM MOAIHUCHIO.

B cnyuae ecnu no IlpuxogHomy kaccoBomy opaepy (¢. 0310001) niam PacxogHoMy kaccoBomy
oprepy (¢. 0310002), 3apeructpupoBanHomMy B JKypHaje perucTpaliud TPUXOAHBIX U PACXOIHBIX
KaccoBbIx opnepoB (¢. 0504093) B craryce "moamucan", KaccoBasl omepanus HE MMPOBEACHA B TEUEHUE
Tpex pabouux JHEH, TakOM KacCOBBIM OpjAep aHHyIHMpyeTcsd (IepeBOAMTCS B CTaTyC "aHHyJIHpoBaH")
KacCHUpoM (JIUIIOM, YITOJTHOMOUYEHHBIM OCYIIECTBIISATh KACCOBBIE OIEPAIIUH).

8. XpaHeHue 10KyMeHTOB

8.1. XpaHeHue JOKYMEHTOB OyXTraJTepCKOro yueTa OpraHu3yercs pyKOBOAUTENIEM Y UpeKICHUS.

8.2. O6s13aHHOCTH IO 00ECIEUEHNUI0 COXPAHHOCTH MEPBUYHBIX JIOKYMEHTOB, PETHCTPOB OyXydera,
OyXraJTepckoil 1 MHOM OTYETHOCTH, O(DOPMIICHHUIO M TepeAaye UX B apXHMB YUpPEXKJIEHHUs BO3JararoTcs
Ha ['maBHOTO OyXTranrepa.

8.3. ObecnieueHne COXPaHHOCTH JIOKYMEHTOB B T€UEHHE CPOKOB MX XPaHEHMs OCYILECTBISIETCS B
COOTBETCTBUH C:

- ®epepanbHbiM 3ak0HOM OT 22.10.2004 N 125-D3 "O06 apxuBHoM nene B PD";

- ®enepanbabiM 3akoHOM OT 06.04.2011 N 63-D3 "O06 »1eKTpOHHOM moanucu";

- [Ipuxazom PocapxuBa ot 31.07.2023 N 77 "OO6 yrBepxacHuu [IpaBun opranuzaiuu XpaHeHHS,
KOMILJICKTOBAaHUS, Y4e€Ta M HCIOJIb30BaHUS JOKYMEHTOB ApxuBHoro ¢onna Poccuiickoit ®enepanyu u
JPYTMX apXUBHBIX JOKYMEHTOB B TIOCYJAapCTBEHHBIX OPraHax, OpraHax MECTHOI'O CaMOYIPAaBJICHUSA U
opraHuszanusx";
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- [Ipukazom Pocapxusa ot 09.12.2020 N 155 "O06 yrBepxkaenun [IpaBun opranu3anum XpaHeHHS,
KOMIUICGKTOBaHMS, Yy4y€Ta M HCIOJb30BaHHUS HAYYHO-TEXHMUYECKOW JOKyMEHTAallMd B  OpraHax
rOCy/IapCTBEHHOW BJIACTH, OpraHaXx MECTHOTO CaMOYIpaBJICHHsI, TOCYJAapPCTBEHHBIX M MYHHIIMIIAIbHBIX
opraHuzanusax";

- [Ipukazom PocapxmBa ot 20.12.2019 N 236 "OO6 yrBepxaeHuu IlepeyHss THIIOBBIX
YIPaBIEHYECKUX APXUBHBIX JTOKYMEHTOB, 00pa3ymoImuXcs B MPOILECCe AESITEIbHOCTH TOCYIapCTBEHHBIX
OpraHoOB, OPraHOB MECTHOT'O CaMOYIIPABJICHUS U OPraHU3allHi, C YKa3aHUEM CPOKOB MX XpaHEHHS";

- [Ipukazom PocapxuBa ot 22.05.2019 N 71 "OO6 yrtBepxaeHuu I[IpaBun aenonpon3BOACTBa B
roCy/apCTBEHHBIX OpraHax, opraHaXx MECTHOI'O CaMOYIIpaBiieHus";

- [Ipukazom PocapxuBa ot 11.04.2018 N 42 "OO6 yTBEepKACHHHM NPUMEPHOTO IOJOXKEHUS 00
apXxuBe opraHuzanuu'.

XpaHeHHe TMEepPBUYHBIX (CBOAHBIX) JOKYMEHTOB, PErHCTpOB OyXydeTa, COJEpKalluX CBEICHHUS,
COCTaBJISIIOLIME TOCYAapCTBEHHYIO TaliHYy, OCYIIECTBIIETCS C COOJIIOJIEHUEM HOPM 3aKOHOJaTenbcTBa PO
0 3aIllUTe TOCYJaPCTBEHHOM TalHBI.

8.4. Yupexxienue oOecreunBaeT XpaHEHHWE TNEPBUYHBIX (CBOJHBIX) YYETHBIX JOKYMEHTOB,
peructpoB Oyxydera, Oyxrairepckoil ((PMHAHCOBOIH) OTYETHOCTH B TEYCHHE CPOKOB, YCTAHOBJICHHBIX B
COOTBETCTBUU C MPAaBHJIAMU OpPTaHHU3AIMU T'OCYJIapPCTBEHHOTO apXMBHOTO jena B PD, HO He MeHee MATH
JIET 110CJI€ OKOHYAHUSI OTYETHOI'O T'0JIa, B KOTOPOM (3a KOTOPBIil) OHU COCTaBIIEHBI.

JIOKYMEHTBI JJIsl ICUUCIICHHUS U YIIJIAThl CTPAXOBBIX B3HOCOB XPAHSATCS HE MEHEE IIEeCTH JIET.

8.5. Ucuucinenue CpOKa XpaHCHUS AOKYMCHTOB IIPOU3BOAUTCA C 1 SHBapd roga, CICAYHOLICTO 3a
OTYCTHBIM I'OAOM.

8.6. XpaHEHME JJIEKTPOHHBIX ApXUBHBIX JOKYMEHTOB OCYIIECTBIISIETCS B CHCTEME XpaHEHUs
3JIEKTPOHHBIX JOKYMEHTOB M Ha (PU3UYECKU 000COOIEHHBIX HOCUTESIX.

8.6.1. JIist SMEeKTPOHHBIX JTOKYMEHTOB OyXTalITEpPCKOTO ydYeTa, KOTOpPBIEC MOMJIEKAT MOCTOSTHHOMY
XpaHeHH0, Mo pemeHuto [naBHOoro Oyxrantepa (OPMUPYIOTCS JIOTIOJIHUTENbHBIE SK3EMILISAPHI
JIOKYMEHTOB Ha OyMa)XHOM HOcHUTeJIe (JIyOInKaTh).

8.6.2. B 00s13aTeIbHOM TOPSIIKE N3TOTABIMBACTCS OAMH PAaBHO3HAYHBIN 3JIEKTPOHHOMY JOKYMEHTY
9K3eMIUIIp T0JI0BOI Oyxrantepckoil ((puHAHCOBOI) OTUETHOCTM B BHJE JOKYMEHTa Ha OyMa)kHOM
HOCUTEJIE, IMOANKUCAHHOTO COOCTBEHHOPYYHBIMHU MOJIHUCSIMH YIMOJHOMOYEHHBIX JHI[ (JIyOiauKaT), Kak
JIOKYMEHT TIOCTOSSHHOTO XpaHeHHus. JIOMOJHMUTENbHO B IENsAX XpaHeHus (QopMUpYyeTCcsl KOMHS
JJIEKTPOHHOTO JJOKYMEHTa Ha OyMa)kKHOM HOCHUTeNe (C OTTHCKOM AJIEKTPOHHOM MOAINKCHU M C OTMETKOMH
"Konus 3JIeKTpOHHOTO JOKyMEHTA'") 17151 HOATBEPKAEHHS UIEHTUYHOCTH SK3EMIUISIPOB OTYETHOCTH B BUJIE
3EKTPOHHOTO JOKYMEHTA U IOKyMEHTa Ha OyMa)KHOM HOCHUTEJIE.

8.6.3. ®opMupoBaHME KOMUH pErucTpoB OyXraJTepckoro ydera, HHBIX JTOKYMEHTOB
OyXraJiTepckoro yuera, cOpMUPOBAHHBIX B (JOPME HIIEKTPOHHBIX JOKYMEHTOB, Ha OyMa)KHOM HOCHTENe
OCYIIECTBIISIETCSl B CIy4ae OTCYTCTBHSI BO3MOKHOCTH MX XPAaHEHHUS B BHUJE AJIEKTPOHHBIX JOKYMEHTOB U
(un) HeoOXOAMMOCTH O0OecleueHUs] XpaHeHHs TaKUX JOKYMEHTOB Ha OyMaXKHOM HOCHTENe, I10
UCTEUYEHUU KaXKIOro OTYETHOro mepuonaa (Mecsia, KBapTaja, rojaa), € Y4Ye€TOM MEPUOJUYHOCTH
(dopMHpOBaHUsT PETUCTPOB OyXyueTa, yCTAHOBICHHON VYueTHOH mnonutukoi. Komuu >IeKTpOoHHBIX
JIOKYMEHTOB Ha OyMa)XHOM HOCHTEJIE, U3TOTOBJICHHBIE B LIESIX XPAHEHUS U 3aBEPEHHBIC B COOTBETCTBUU C
nojoxenuamu 1. 3.4.1 Hacrosmmx [IpaBui, a Takke peecTp 3JIEKTPOHHBIX IOKYMEHTOB 1O (hopme
cornacHo [lpmmoxenuto Ne 2.17 x Hacrosmed Y4YeTHOW TOJHUTHKE, (POPMUPYIOTCS TOCIE TPUHATHS
(yTBepXKIeHHSI) OTYETHOCTH CyOBEKTOM KOHCOJMIMPOBAHHOW OTYETHOCTH 33 COOTBETCTBYIOIIHIA
OTYETHBIN TIEPUOJ.
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8.7.1lpu XpaHEeHHMH TEPBUYHBIX (CBOAHBIX) YYETHBIX JOKYMEHTOB, PETHUCTPOB Oyxydera,
Oyxrantepckoil ((pMHAHCOBON) OTYETHOCTH OTBETCTBEHHBIH COTPYIHUK YUpeXIEHUs, Ha3HAYEeHHBIN
OTJENBHBIM MTpHUKa30oM PyKoBoaHTENS IO COrTacoBaHuio ¢ [ 1aBHBIM OyXranTepoM, 00ecrieyuBaeT 3aIuTy
UX JAHHBIX OT HECAHKIIMOHUPOBAHHBIX UCIIPABIICHUM.

8.8. [lopsimok xpaHeHUs JOKyMEHTOB YyTBepxkiaeH B [lomoxkeHun o XpaHeHUH (MOJIUIMBKE)
MEPBUYHBIX JOKYMEHTOB, YUETHBIX PETHCTPOB U OYXTaITEPCKON OTYETHOCTH B MOPSIIKE, YCTAHOBICHHOM
[Tpunoxxennem Ne 12 k VYd4eTHOW mNOIUTHUKE. XpaHCHHE W MOIIMBKA OyXTalTEPCKUX TOKYMEHTOB
VYupexieHus OCyIIeCTBIISIETCSI B COOTBETCTBUU C HOPMaMU JAHHOTO JIOKAJIBHOTO aKTa.
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