MpunoxeHwue N 4
K YYETHOW NONnUTUKe
rAY «4UK CO»

MpaBnna aoKymeHTOOGOpOTA

1. OGwme NoNoXXeHus

1.1. HactosAwme npasuna gokymeHtoobopoTa (ganee - lNpasuna) yctaHasvMBaroT
€OVHbIN NopPSAA0K M NPUHUMNLI OpraHM3aumm aokymeHtoobopota B TAY «LUMK CO»
(panee - YupexaeHue).

1.2.MpaBuna  onNpedensitoT  MEXaHW3M  B3aUMOAEWNCTBUS  CTPYKTYPHbIX
noApasaeneHnin YupexaeHusi, a Takke /i, OCyLLEeCTBASIOWMX BefeHne Byxrantepckoro
yuyeTa, B Lensix apdekTMBHOro pacnpegeneHms yHKUUA Mexay OTBETCTBEHHbIMU 3a
NepBUYHbIE YYETHbIE [OKYMEHTbl W PErncTpbl OyxranTepckoro ydyeta nvuamum u
opraHusauun ABWXKEHNS [O0KYMEHTOB OYXrasiTepckoro ydeta C MOMEHTa MX CO3AaHus
(nocTynneHns B YupexaeHue) A0 nepefaqyn B apxuB C COG/IOAEHMEM YCTAHOB/IEHHbIX
A5 KXKI0ro AOKYMEHTA B rpadovike [0KyMeHT0060poTa CPOKOB.

1.3. NpaBnna obecneynBaoT peLleHne cnegyowmnx 3ajau:

- cobnoeHre nopsgka 1 CpokoB nepefayun (npefcraBneHnsl) B COOTBETCTBUM C
YTBEPXAEHHbIM  rpapkoM  OOKYyMeHToobopoTa MepBUYHbIX  (CBOAHbLIX)  YYETHbIX
[IOKYMEHTOB /191 OTPaXEHMA UX B OyXranTepCckom yyeTe;

- CBOEBPEMEHHOE OTpaXkeHne OOBLEKTOB yyeTa B OyxrasiTepckoM ydyete u (unu)
OTYETHOCTU, B TOM 4YucC/ie nepefady AOKYMEHTOB A1 perucrTpaumm cogepxalimxca B HUX
[aHHbIX B perucrTpax Oyxyyera M COCTaB/ieHWe Ha WX OCHOBe OyxrasiTepckou
(domHaHCOBOW) OTYETHOCTY;

- CBOEBPEMEHHOEe npefocTaB/ieHe [f[aHHbIX Oyxrantepckoro ydveta u  (1nu)
OTYETHOCTU, HEOBXOAUMbIX /11 OCYLLLECTB/IEHUSA YUpEeXAEHNEM CBOE AeATeIbHOCTHY;

- COXpPaHHOCTb [OKYMEHTOB, NpefoTBpalleHne HeCaHKUMOHMPOBAHHOIO AocTyna K
HAM W HepfonyweHuss Heob60CHOBAHHOINO BHECEHUA B HWUX W3MEHeHUA (M3bATUiA
[OKYMEHTOB).

1.4. Hactosawme [paBuna obs3aTtenbHbl A1 UCNOMHEHUA BCeMU paboTHUKamu
YupexaeHus.

1.5. O6wmii KOHTPO/Ib 3a oOpraHusaumern [OKyMeHToo6opoTa BoO3/araercs Ha
pyKOBOANUTENS YUpexaeHus.

2. MopAagoK NnpuMeHeHust PopM AOKYMEHTOB

2.1. OcHOBaHMEM [N1si OTPaXeHUss B OyxranTepckoM y4yeTe uWHdopmaumm 06



aKTuBax, 06sa3aTefibCTBax, WMHOM WMyLLecTBe, 06 onepauusix, MX MW3MEHSOWMUX, W
(bMHaAHCOBbLIX pe3ynbTaTtax YyKasaHHbIX onepauuii (Aoxodax, pacxodax, WCTOYHMKax
(bvHaHCMpOBaHNA  AeATENIbHOCTM  YUpexaeHusl) SBASOTCS  NepPBUYHbIE  YUYETHble
[OKYMEHTBI.

2.2. NepBuYHbIE (CBOAHbLIE) YUYETHbIE OOKYMEHTbI, PErUCTPbl ByXrasiTepckoro yyera
COCTaB/IATCA MO YHNPUUMPOBaHHLIM popMaM, yTBEPXKAEHHbIM:

a) Mpukasom MuHdgomHa Poccum ot 15.04.2021 N 61H;

6) Mpukazom MuHdgmHa Poccum ot 30.03.2015 N 52H;

B) Yka3aHueMm baHka Poccum ot 11.03.2014 N 3210-Y;

) NPaBOBbIMW akTamu yrnosIHOMOYEHHbIX OPraHoOB UCMOJTHUTE/TbHOWN B1AaCTH.

2.3. YHnpuumposaHHole  (OpMbl  AOKYMEHTOB, YTBepXAeHHble  [1pukasom
MwuHprHa Poccum ot 15.04.2021 N 61H (panee takxe - MNMprka3 N 61H), NpMMEHSIOTCA B
YupexaeHun ¢ y4eToM MOSIOXKEHNIA 0 Havasie NpuMeHeHna PopM AOKYMEHTOB COl/1aCHO
nprkasam o BHeCeHUM nameHeHuin B Mprka3 N 61H B cnegytowem nopsiake:

2.3.1. YHncmumpoBaHHble (pOpMbl [OKYMEHTOB, YTBEPXAEHHbIE MepBOHAYa IbHOM
pepakumein Mpukasza N 61H, a Takke lMNMpukazom N 61H B pegakumn npukasza MuHpuHa
Poccun ot 30.09.2021 roga N 142H, npumeHsaAloTca B YupexaeHun ¢ 01.01.2023.

2.3.2. YHumumpoBaHHble DOpMbl JOKYMEHTOB, yTBepXAeHHble Mpukasom N 61H B
pegakuum npukasza MuHdmHa Poccum ot 07.11.2022 N 157H, NpUMEHAKTCA B
YupexaeHuu ¢ 01.01.2024.

2.3.4. YHumumpoBaHHble DOpMbl JOKYMEHTOB, yTBepXAeHHble Mpuka3om N 61H B
pegakuum npukasa MwuHdmHa Poccum oT  30.10.2023 N 174H, NpUMEHSAOTCA B
YupexaeHuu ¢ 01.01.2025.

2.3.5. YHumumpoBaHHble 0OpMbl JOKYMEHTOB, YTBepXAeHHble NMprka3om N 61H B
pegakuum npukasza MwuHdgmHa Poccun ot 30.09.2024 N 144H, nNpUMEHATCA B
YupexaeHuu ¢ 01.01.2026.

2.4. Tpn OTCYTCTBUM YHUPULMPOBAHHBIX DOPM MEPBUYHbIX YYETHbIX JOKYMEHTOB 1
perncTtpos OGyxydyeta B YupexAeHUnm WUCnonb3yrTca (opMbl, 06pasubl KOTOPbIX
npvBeeHbl K YUEeTHOM NoNnTuke (fasiee Takke - HeyHUprupoBaHHbie dopMbl).

HeyHuuunpoBaHHble  (OpMbl  NMEPBUYHBIX YYETHbIX [AOKYMEHTbl, Perucrpos
OyxXrasiTepCckoro yyetra, WHbIX [AOKYMEHTOB OyxrasiTepckoro y4yerta, Heobxogumble
YupexpeHuio AN BefeHus Oyxra/iTepckoro ydyera, MO KOTOPbIM  HOPMAaTUBHbLIMU
NpaBOBbIMW akTaMu, Peryimpyrowmmm BegeHne dyxrastepckoro (61ogKeTHoro) yyerta, He
npefycMoTpeHbl  ob6A3artesibHble  And  ux  odpopMieHus  ¢opMbl  [OKYMEHTOB,
pa3pabarbiBatoTCA B COOTBETCTBMU C TPeboBaHMAMU HOPMATUBHbLIX NPAaBOBbIX aKTOB,
perynupyowmx BefeHne oOyxrantepckoro (6H[KeTHOro) yyerta, no npeasapuTeibHOMY
corniacoBaHunio ¢ MnasHbIM ByxrasiTepom.

2.5. HeyHuduumpoBaHHble (QOPMbl MEPBUYHBLIX YYETHbIX [AOKYMEHTOB [AO/MKHbI
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cofepxarb cnegytoume obssaresibHble peKBU3NTBI:

- HaMMeHOBaHWe OOKYMEHTa;

- faTy coCTaB/IeHUSA AOKYMEHTa,;

- cogepxaHve ghakTa X039MCTBEHHOW XNU3HU;

- BE/INYMHY HaTypasIbHOTO U (M/IM) AEHEXHOro U3mMepeHus hakta X03AACTBEHHOM
XXM3HU C YKaszaHueMm eguHUL, n3MepeHuns;

- HauMeHoBaHVe AO/MKHOCTY fivua (/1L), coBepLumBLLEro (COBEPLUMBLLNX) COESKY,
onepauuio 1 OTBETCTBEHHOIO (OTBETCTBEHHbLIX) 3a NPaBU/IbHOCTL ee 0thopMIeHNs, NGO
HaMMeHOBaHWe [O/DKHOCTM  nuua  (1vd), OTBETCTBEHHOro  (OTBETCTBEHHbIX)  3a
ogoopmsIeHNE CBEPLUMBLLETOCA CObbITUSA;

- MOANUCK OTBETCTBEHHbIX /UL, C yKasaHuem ux hamuivii 1 UHULMaIoB simbo
NHbIX PEKBU3UTOB, HEOOXOAMMbBIX ANSA UAEHTUdUKaALNN ITUX NTNL,

- nognvcy PykoBoauTens Uan ynosiHOMOYEHHbIX UM Ha TO JinL;

2.6. HeyHndmuupoBaHHble (OpPMbl  PEerucTpoB OyxydeTa [O/DKHbl COAepXaTb
cnepywowme obsasaresibHble PEKBU3NUTDI:

- HaMMeHOBaHWe perucTpa,;

- HAMEeHOoBaHne YuypexaeHus;

- JaTy Havasla M OKOH4YaHuA BefeHus perucrpa u (Uav) nepuog, 3a KOTOpPbIN
COCTaBJ/IEH PErncTp;

- XPOHO/IOrMYECKyo 1 (M) CUCTEMATUYECKYHO TPYNMUPOBKY 0OBLEKTOB OyXyyeTa,;

- BEJ/IMYNHY [EHEXHOro 1 (UIn) HaTypasibHOro M3mepeHus O06bLEeKToB OyxydeTa C
yKasaHnem eguHuLbl USMepPeHUs;

- HAMMeHOBaHWSA JO/MHKHOCTEN /L, OTBETCTBEHHbIX 3a BeleHVe perncTpa;

- MOANUCK ML, OTBETCTBEHHbIX 3@ BefleHne perncrpa, ¢ ykasaHmem nx dpamuini um
NHNUNAOB /IN60 NHBIX PEKBU3UTOB, HEOOXOAMMBIX ANA NAEHTUdINKALNUM STUX JTNLL;

- Hble PEeKBU3UTbI, NPefyCMOTPeHHble A1 (DOPMUPOBAHUA YHUPULIMPOBAHHBIX
dhopm LOKYMEHTOB.

MepeyeHb HeyHUMULMPOBaHHBLIX (DOPM NEPBUYHbLIX LOKYMEHTOB, MPUMEHAEMbIX B
opraHusauuun npusaraercs.

2.7. OCOBEHHOCTN NPUMEHEHUS NEPBUYHbIX LOKYMEHTOB:

2.7.1.Tpn pemMOHTE HOBOIO 060pPYAOBaHUSA, HEUCNPaBHOCTb KOTOPOro Oblna
BblABNIEHa NPV MOHTaxKe, COCTaB/1eTCcs:

-"AKT O BbISIBNEHHbIX AediekTax obopyaoBaHua" no dopme OC N 16, yTB.
MoctaHoBneHnem N'ockomctara Poccum ot 21.01.2003 N 7.

2.7.2. Mpn BegeHun VIHBEHTApHOW KapTOuku B BUAE 3S/IEKTPOHHONO [OKYMeHTa
(pervcTpa) konum hopPMUPYHOTCA Ha BYMaXKHbIX HOCUTENSX:

- NPV 3aKpbITUN VIHBEHTAPHOW KapTo4kuM (BbIObITUM MHBEHTAPHOIO OObLEKTA),

-No TpeboBaHWO OpPraHoB, OCYLLECTBAAOWNX KOHTPO/b B COOTBETCTBMM C
3aKoHogatenbCcTBOM Poccuiickon ®efepaumun, cyna v npokyparypbl;

- B UHbIX C/lyyasx.

2.7.3. YHudomumpoBaHHas doopma "BefgoMOCTb Bblayun MarepuasibHbIX LLEeHHOCTEN
Ha HyXAbl yupexaeHua" (¢p.0504210) ncnonb3yeTcs:

- NpY Bblgaye 3anacHbIX YacTewn, KaHUEeNAaApckMx (PacxofHbIX) U XO3ANCTBEHHbIX
MatepuanoB (3M1eKTposiamnoyek, Mblna, LWETOK W T.M.), BblAAHHbIX Ha HyXApl



yupexaeHus, Kotopas ABNAETCA OCHOBaAHNEM /19 UX CNNCaHUA.

2.7.4. YHudomumpoBaHHaa opma "AKT O cnucaHuym MarepuasibHbIX 3anacos”
(ch. 0510460) ncnonblyeTcs:

- Npn cnucaHn mMatepuasibHbIX 3anacoB, Y KOTOPbIX UCTEK CPOK rogHOCTWU, CPOK
MO/IE3HOrO MCMO/b30BaHNA, MO pe3ysibTataM NPoBeLeHHON MHBEHTapU3auuun.

- PN cCnucaHuM MatepuasibHbIX 3anacos, NpuLeawnx B HErogHoCTb BCnencTBue
don3nyeckoro n3Hoca wuan BCNeACcTBMe CTUXUIMHBIX 6eACTBUI, MHbIX 6eACTBNA, ONacHOro
NMPUPOLHOIO ABNEHUSA, KAaTacTpodbl;

- MpW cnucaHve 3anacHbIX YacTewn, nognexawmx noctaHoBke Ha 3abanaHCOoBbI
cyet 09 «3anacHble 4acTm K TpPaHCNOPTHLIM cpeacTBamM, BblaHHble B3aMeH
N3HOLUEHHbIX»;

- npu cnucaHun 'CM,;

- MpW cnMcaHum maTepuasibHbIX 3anacos co cyeta 07.

2.7.5. X03ANCTBEHHbIE Onepauuun, oTpaxaemble B yYeTe B OLEHOYHOM 3HayYeHUU,
ecnu AN HUX He ycTaHOB/IeHbl (POPMbl NMEPBUYHLIX AOKYMeHTOB M3 [lpukasza N 61H,
odhopmnsoTcsa  “lMpodpeccroHaslbHbIM - CyXxaeHneM" un  Byxrasitepckoin crnpaBkon (.
0504833).

2.7.6. Onepaumnm N0  3ak/IlOYEHUO CYETOB OIOMKETHOrO y4yeTa SABMAKTCA
onepaumamMy 0TYETHOIO PUHAHCOBOTO roga, opopMaATCcA byxrantepckoin cnpaskou (.
0504833) 1 BKNHOYAKOTCA B PErucTpbl OyxXrasiTepckoro yyeta OTYETHOro (pMHaAHCOBOrO
roga, a Takke popMupyroT OCTaTkM Ha KOHeL, OTYETHOro oMHaHCOBOIO roja.

2.7.7. B yupexgeHuu opraHn3osaHo BefeHue nyTeBbIX JINCTOB:

- Ha ByMaXHbIX HOCUTENAX.

2.7.8. MpuHATNE K OyXrasITepckoMy Y4YeTy OCHOBHbIX CpPeACTB He3aBWCMMO OT
CTOMMOCTM NpW 3aBepLlUeHUN KanuTasibHbIX BJIOXEHUA odhopmseTca PelleHnem o
npu3HaHM 06bLEKTOB HE(PUHAHCOBbLIX aKTUBOB (¢b. 0510441).

2.7.9. AKT ((p.0510452) hopmumpyeTca Ans OTPaKeHUs:

- MpuemMku ToBapoB (pabor, ycnyr);

- (pukcaumm  KonMYecTBEHHOro U (UIM)  KAYeCTBEHHOrO  pacxoXaeHwus,
HEeCOOTBETCTBUA accopTMMeHTa NPUHUMAEMbIX MaTepuabHbIX LEeHHoCTel
COMpPOBOAUTESIbHLIM AOKYMEHTaM KOHTpareHTa,;

- oukcauun nHdopMaLMM O TPaHCMNOPTUPOBKE rpy3a (Hanpumep, CBeAeHUin O
LLe/IOCTHOCTM N1I0OMO6 1 yNakoBOK NPW TPAHCMOPTUPOBKE).

B cnyuae, ecnn B xo4e NpUeEMKU YC/yr OTCYTCTBYIOT NMPETEH3UN, KONUYECTBEHHbIE
N (UIN) KaYeCTBEHHbIE PacXOXAeHUs, a Takke HeCOOTBETCTBUA accopTuMeHTa ToBapa,
Mokynarens Bnpase nognucarb AKT npuemku (¢p.0510452) B 04HOCTOPOHHEM NOPSKE.

B cnyyae Hanmuma NpeTeH3nid, KONIMYECTBEHHbIX W (UiM) KavyeCTBEHHbIX
pacxoXneHuin, a Takke HeCOOTBETCTBMA accopTumMeHTa ToBapa, MOTVBMPOBaHHbIN OTKa3
oT npuemMkn Toapa AKT npuemkun (¢p.0510452) HanpaBnAaeTcsa NoCTaBLLNKY.

Mpn Ha/IMuUM TEXHUYECKOM BO3MOXHOCTU Yy 06enx CTOpPOH, AKT MpuUeMKu
(cp.0510452) noanucbiBaeTCcA 3/1EKTPOHHO. pK OTCYTCTBUN TEXHUYECKOW BO3MOXHOCTU
AKT npuemkn (¢0.0510452) nognucsisaetca CTopoHaMmy Ha ByMaXXHOM HOCUTeSe.

AKT cBepkun (dp.0510477), He CNy>XNT OCHOBaHMEM [O/19 OTPaXEHUS B yyYeTe Kakux-
nn6o onepayunin. Ero npegHasHayeHve B NOATBEPXKAEHUM 3a[0/DKEHHOCTU, NPepbIiBaHNUM
Te4YeHUs CPOKOB WMCKOBOW [aBHOCTM U T.4. (CM., B 4YacTHOCTW, N. 20 nocTaHOB/IEHUS
MneHyma BepxosHoro Cypga P® ot 29.09.2015 N 43). [loatomy, HecMoTps Ha
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yTBEPXAEHNE YHUJIMUMPOBaHHOW popMbl AkTa cBepknm pacvetoB (. 0510477) B
COCTaBe MepBUYHbIX YUYETHbIX AOKYMEHTOB, KOPPECNOHAEHLMN CYETOB HEMOCPEACTBEHHO
Ha ocHoBaHUK AkTa cBepkn (dp. 0510477) He oTpaxkaroTCs.

Ecnn  TexHnuyeckas BO3MOXHOCTb nognucarb AKT cBepkn (dp. 0510477)
SNEKTPOHHLIMW  MOAMUCAMM CO  CTOPOHbI  KOHTpareHta OTCYTCTBYET, [LOKYMEHT
noAanucbiBaeTca Ha 6yMaxXHOM HOCUTes1Ie COOCTBEHHOPYYHbLIMU NOANUCAMMU AO/HKHOCTHbIX
NNL, KOHTpareHTa.

B 31Ol cuTyauumn KOHTpareHT MOXeT NpefcTaBuUTb CyObekTy yyeta (yUupexneHuto)
CKaH-KoMuio (3NeKTPOoHHbIA 06pa3) AkTa cBepkn (dp. 0510477) Ha BymaHOM HocuTene,
NOANMCAaHHOIO COBCTBEHHOPYYHbLIMY MOAMUCAMM AO/HKHOCTHLIX JINL, KOHTPAareHTa.

AKT cBepku (go. 0510477) noanmncbiBaeTCs CO CTOPOHbI KOHTpareHTa, ecnu:

- JaHHOe peLleHne NPUHATO HEMOCPEACTBEHHO KOHTPAreHToM;

nnn

- YC/oBME O CBEpKe pacyeToB C [MPUMEHEHMEM YKa3aHHOro [OKyMeHTa
YCTaHOB/IEHO 3aK/1l04EHHbIM 40OroBOPOM (Cor/alleHnem).

Ecnn  ykasaHHOe  yc/noBMe  He  YCTAHOB/MIEHO  [OKYMEHTOM-OCHOBaHWEM
BO3HWKHOBEHWA pacyeToB (40roBOpPOM, KOHTPAKTOM, Cor/fialleHneM), KOHTpareHT Brnpase
He noAnucbiBaTb AKT cBepku no . 0510447 v no-npexHemy AN CBEPKM pacyeToB
MOXHO MCMO/b30BaTb UHYHO POPMY AKTa CBEPKMU.

Pernctp Hanorosoro ydyeta HA®/ (MpunoxeHne Nel7) u kapTodka y4eta
CTPaxoBbIX B3HOCOB XPaHATCHA B 3/IEKTPOHHON dpopme, DOPMUPYIOTCA U NOLNUCHIBAOTCSA
3/1EKTPOHHON MOANNCHLIO MO UCTEYEHMM HATOTOBOro nepuoga (roga).

3. PernameHT cocTaB/ieHusA, npeacTaB/eHusi, 06padboTKN AOKYMEHTOB

3.1. B uenax BeaeHus GyxrasTepckoro yyera:
- B YUpexpaeHum Ncnonb3yeTcsa cMellaHHbI cnocob BegeHus AoKymeHToobopoTa -
3/1EKTPOHHbI COBMECTHO C BYMaXKHbIM.

3.2. MNepBuYHbIE (CBOAHbIE) YUYETHbIE LOKYMEHTbI, PErMCTPbI ByXrasTepckoro yyeta
COCTaB/AKTCA B YUpexaeHunn:

a) B BU/E 3/IEKTPOHHbIX JOKYMEHTOB;

6) Ha OymaxHOM HocuTene B cnydvyae, eciv pefepasibHbIMU 3aKOHaAMW UK
NPUHAMaeMbIMM B COOTBETCTBUM C HUMW HOPMATMBHbLIMW MNPaBOBbLIMW  aKTaMu
yCTaHOB/IEHO TpeboBaHMe O Heo6XOAMMOCTM COCTaB/eHUSA (XpaHeHUs!) [OKYMEHTOB
NCK/TIOUNTENBHO Ha ByMaXKHOM HOcuTenNe;

B) Ha ByMa>KHOM HOcuTesne B CBA3W C OTCYTCTBMEM OpraHn3aunOHHO-TEXHNYECKOW
BO3MOXHOCTN (DOPMUPOBAHUSA U XPAHEHWNSA 3MTEKTPOHHbIX OKYMEHTOB.

dopmupoBaHMe B BUAE 3/1EKTPOHHbLIX OOKYMEHTOB MHbIX MepBUYHbIX (CBOAHbIX)
YUYETHbIX [OKYMEHTOB, PETMCTPOB OYyXrasITepCcKoro yyeta, OCYLIECTB/IAETCA COrMlacHo .
3.22 HacToAwwmX NMpasun.

MepBuYHbIE (CBOAHbIE) Y4YeTHble OOKYMEHTbI, PEerncTpbl OyXrasiTepckoro ydyera,
COCTaB/IeHHble MO  YHUPUUMPOBAHHbIM  (pOpMaM  3MEKTPOHHbIX  [LOKYMEHTOB,
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YyTBEPXAEHHbIM:

- pasgenamu 4 n 5 MeTognueckux ykasaHuin K npukasy MuHdwmHa Poccum ot
30.03.2015 N 52H;

- npykasom MuHduHa Poccum ot 15.04.2021 N 61H;

COCTaBNATCA B YupexieHus Ha OymMaHOM HocuTesie [0 HacTynieHus
OpraHv3aLMOHHO-TEXHUYECKOW  BO3MOXHOCTU M TEXHO/IOTMYECKONW  FOTOBHOCTM
NH(POPMALMOHHON CUCTEMbI, MPUMEHAEMON B LEeNnsAx KOMMIEeKCHOW asToMaTu3auuu
Oyxra/iTepckoro y4yeta u obecneunmBarolleli BefeHWe OyxrasiTepckoro yyera B
YupexgeHun  (cneunann3vpoBaHHOIO  NPOrpaMMHOIO  NpoAykta), (OopMMpPOoBaTh
3/1EKTPOHHbIE LOKYMEHTbI.

lMepexos Ha opmupoBaHne YHUPULMPOBaAHHBLIX (IOPM MNEPBUYHBLIX YUYETHbIX
[OKYMEHTOB, PEerucTpoB Oyxra/liTepckoro yyeta B BUAE O/IEKTPOHHbLIX [LOKYMEHTOB,
MOANUCAHHbIX 3MEKTPOHHON NOAMUCLIO, OCYLLECTBASAETCA Mo PakTy TEeXHO/I0rMyecKom
FOTOBHOCTM WHPOPMaLUNOHHOW CcUCTeMbl, ObecrneuyvBatolleli BefeHue Oyxra/iTepckoro
yyeTa B YupexaeHuu (cneunasim3vpoBaHHOIO NPorpaMMHOro npogykra), HO He paHee
HacTyn/lIeHns AaTtbl Hayasia NPUMEHEHUS B YUpexaeHuu YHUMPULMPOBaHHLIX (OOpM
3NEKTPOHHbIX JOKYMEHTOB COr/1acHo N. 2.3 HacToAwmx Mpasun.

O TexHO/I0rMYecko TrOoTOBHOCTU (DOPMUPOBAHUS  YHUPUUMPOBAHHbLIX  DOPM
MEPBUYHBLIX YYeTHbIX [OOKYMEHTOB, PpernctpoB Oyxrantepckoro yyeta, B BuAe
S/IEKTPOHHBLIX [OKYMEHTOB Byxrantepus yBefoMNAET BCeX COTPYAHWKOB YUpexneHus,
MMeKLWMX OTHOLUEHWE K YYEeTHbIM rnpouedypamM W OTBETCTBEHHbLIX 3a Od)opM/ieHue
(hakToB X03AMCTBEHHOWN XN3HU 1 hopMUpOoBaHne 1 (Unn) npeactaB/neHne B byxrantepuio
[IOKYMEHTOB (CBefeHWI), He0BXooUMbIX O/ BeLeHUA ByXra/iTepckoro yyerta, B Nopsiake,
npegycMmotpeHHom nn. 3.20 - 3.21 HacToAwwmx Mpasui.

3.3. Ana cobnogeHnsa npuHumMna OAHOKPaTHOro BBOA4A AaHHbIX MHopmauua o6
obbekTax ydyeta hopmMuUpyeTcs HeNnocpeAcTBEHHO B WHpopmMaLMOHHOW cucTeme/6ase
[AaHHbIX, NPUMEHSEMON B Le/IAX KOMIM/IEKCHOW aBTOMaTmM3auum Oyxrantepckoro yvyeta B
YupexgeHuu (cneumann3npoBaHHOM NporpaMmMHOM NPOAYKTE).

3.4. B YupexaeHunm UCMonb3yeTcsl  9/1eKTPOHHbIN  (UndppoBoii)  cnoco6
hopMUPOBaHUS  [OKYMEHTOB OyxranTepckoro ydeta - [OKYMEHT COCTaBNsieTcsi C
NPYMEHEHNEM MPOrpamMMHOr0 cpeacTBa NOCPeACcTBOM (POPMUPOBAHUSI 3NEKTPOHHOTO
NOKYMEHTa, NoANNCLIBAEMOr0 3/1EKTPOHHbIMW NOANUCSMM.

MepBuYHbIE (CBOAHBIE) YYETHbIE AOKYMEHTbI, PErNCTPbl ByXy4yeTa, COCTAB/IEHHbIE B
bopmMe 3/IEKTPOHHBLIX AOKYMEHTOB, [IOMO/IHUTENIbHO Ha 6YMaXHbIX HOCUTENAX He
chopmupytoTcs, AyGNMKaTbl 3NEKTPOHHbIX [OKYMEHTOB Ha OyMakHOM HocuTesnie He
cosgatoTcs.

dopmupoBaHMe  ByxranTepckMx  AOKYMEHTOB  Ha  OYMaXHbIX  HOCUTENAX
OCYLLECTBNSETCA aBToOMaTnyecku (MoslyaBTOMaTMYeckn) - AOKYMEHT COCTaB/ISIeTCsl C
NPYMEHEHNEM  CNeuMasiM3pPoBaHHbIX  MPOrPaMMHbLIX  NPOAYKTOB  MOCPEACTBOM
chopmmpoBaHUs  3NEKTPOHHOTO o6pasa 6GyMaxkHOro  [OKYMEHTa, cofepXallero
o6sizaTesibHble PEKBU3UTHI, NpeaycMOTPEHHbIE chopmoii [IOKYMEHTa, "
COGCTBEHHOPYYHOIO NOAMMCaHNS AOKYMEHTa Ha 6yMakHOM HocUTene.

3.4.1. Tlpn HeobxogumocTu, B TOM u4ucre o TpeboBaHUKO/3anpocy



rocyapCTBEHHOrO oOpraHa WM WHbIX YMNO/IHOMOYEHHbLIX /L, O MpeAcTaB/ieHnn
S/IEKTPOHHOIO MNEPBUYHOTO YYETHOIO [OOKYMEHTa, 3/IEKTPOHHOIO pPerucTpa, WHbIX
[OKYMEHTOB OyXrasiTepckoro yyetra (OOpMUPYIOTCA KOMUN 3NEKTPOHHbIX AOKYMEHTOB Ha
OyMa)KHOM HocuTene.

Konun anekTpoHHbIX AOKYMEHTOB (POPMUPYIOTCA Ha OYMaXXHOM HOcuTene nytem
pacneyaTbiBaHUs 06pasa 31eKTPOHHOIO AOKYMEHTA.

Konna 371eKkTpoHHOro [OKYMeHTa, W3roTOB/IEHHAaA Ha OyMaXkHOM HocuTterne,
noanexuT obasaresnibHOMYy 3aBepeHunto. Konnum 3M1eKTPOHHbIX AOKYMEHTOB Ha GYMaXKHOM
HOCuTesle 3aBepsAlTCA  JIMUOM, OTBETCTBEHHbIM 3a (hopmMupoBaHWe [OOKyMeHTa
(OTBETCTBEHHbLIM UCMOIHUTENEM).

Ha Konunax aneKkTPOHHbIX AOKYMEHTOB NPOCTaB/IAETCA:

- 3aBepuTesibHas Hagnucb "Konua 3N1eKTPOHHOro AOoKymMeHTa BepHa" (OTTUCKOM
LUTamMna nnmn cobCTBEHHOPYYHOWM 3arnucbio TEKCTA);

- [O/MKHOCTb /1Ua, 3aBEPUBLLETO KOMUIO;

- JINYHasA NOAMNUCH;

- paclumdppoBka nognucu (MHUUmMansl, haMuins);

- [aTa 3aBepeHus.

3aBepeHue Konumn 3M1eKTPOHHOIO AOKYMEHTA YA0CTOBEPAETCA neyarblo.

VcnonHutens (MU0, 3aBepusLLEe KOMUIO) HECET NepPCOoHasIbHYH0 OTBETCTBEHHOCTb
382 WOEHTUMYHOCTb KOMWW 3NEKTPOHHOrO [OKyMeHTa Ha O6yMaxHOM HocuTene ee
3N1EKTPOHHOMY OpuUrMHany.

3.4.2. Tlpu HeobxogumocT, B TOM u4ucre nNo TpeboBaHU (3anpocy)
rocyapCTBEHHOIO opraHa WM WHbIX YMNO/ITHOMOYEHHbIX NUL, O NpeacTaBneHun Konum
NEePBUYHOTO Y4YETHOrO0 [OKYMEHTA, 3/IeKTPOHHOIO pPerncrpa, WHbIX [OKYMEHTOB
OyXra/iTepCKoro y4yerta, COCTaB/IEHHbIX Ha OymMaxHOM HocuTtene (noanMcaHHbIX
COBCTBEHHOPYYHbIMWU MOANMMCAMK), (POPMUPYIOTCA KOMUM [LOKYMEHTOB Ha OGyMaxHOM
HocuTene.

Konun [oOKyMEHTOB, COCTaB/ieHHble Ha OyMaXHOM HocuTene, POpMUPYIOTCA Ha
OyMaXXHOM HOCUTesie NYTEM KOMUPOBAHUA OpuUrMHana LOKYMEHTa U 3aBepsoTca C
yKaszaHuem:

- 3aBepuTenibHON Hagnucu “"Konus [okymeHTa BepHa" (OTTMCKOM LwWTamna Wam
COBCTBEHHOPYYHOW 3annCbio TEKCTA);

- JO/DKHOCTU, pamMunnumn 1 MHUUMAaNOoB 3aBEPUBLLENO NUX NNLA, a Takke ero JIMYHOU
nognucu;

- [aTbl 3aBepeHuns.

Konnun AOKyMEHTOB, COCTaB/IEHHbIX HA BYMaXXHOM HOcUTese, 3aBepsTCA INLOM,
OTBETCTBEHHbIM 3a (DOPMUPOBAHME AOKYMeHTa (OTBETCTBEHHbLIM UCNOSTHUTENEM).

3aBepeHue Konun foKyMeHTa yA0CTOBEPSAETCA neyarbio.

VcnonHutens (Nnuo, 3aBepuBLLEe KOMUK) HECET NepPCOHasIbHYH0 OTBETCTBEHHOCTb
3a MOEHTUYHOCTb KOMWM [OKYMEHTa, COCTaB/IEHHOro Ha OyMaxHOM Hocutene, ee
opuUrnHasy Ha 6ymMmaxxHOM HocuTese.

3.4.3. Konnun JOKYMEHTOB (B TOM 4YMUC/e 3MIEKTPOHHbIX) Ha OGyMaXHOM HocuTesne
hopMMpyOTCA N 3aBEPAIOTCA B TedyeHne 3 (Tpex) pabounx AHer C MOMeHTa NosyvyeHus
TpeboBaHusA/3anpoca.



3.4.4. Tlpn W3roTOB/IEHMM KOMUN 3SNEKTPOHHbLIX [OOKYMEHTOB WAN [OKYMEHTOB,
COCTaB/IEHHbIX HA ByMa)KHOM HocuTene, 3aBepuTenbHas HaAMNMCb pasMeLlaeTcs Ha ToM
)Xe CTOPOHE NIncTa Konuu AOKYMeHTa, Ha KOTOPOI Havyanocb pa3MelleHne nHgopmauum
COOTBETCTBYIOWErO AOKyMeHTa. Ecnu [OKyMeHT npoAo/hKaeTcsa Ha [pYyro CTOpPOHe
NNCTa UMK Ha JpYyrux nuctax, AONo/HUTENbHAaA 3aBepuTesibHas Haanucb C yKasaHUem
AO/DKHOCTM M paclundIpoBKM MOANUCK, a Takke YA0CTOBEPEHHAA neyarblo, CTaBUTCA Ha
KaXAOM JIUCTe, Ha OOHOW WNn 06enx CTOpOoHaxX JICTa, Ha KOTOpbIX pa3MelleHa
NHJoopMauus.

[onyckaeTcss 06beANHEHNE KOMNWIA BCEX SIMCTOB OAHOMO AOKYMEHTa B OTAE/bHbIi
TOM. Takoi TOM MpPOLIMBAETCA MPOYHOW HUTBIO, KOHLbI KOTOPOW BbIBOOATCA Ha
06OpPOTHYD CTOPOHY MoOcC/efHero suicta u  cBa3blBalwTcA. Hymepaumss vctos
NMPOV3BOAMTCA CM/OWHBIM CNOco60M, HaumMHas Cc eguHuubl. Ha 060pOTHOM CTOpOHE
nocnegHero nucta B MecCTe CKpernsieHus HakneuBavBaeTcs OymaxkHas Hakselrka, Ha
KOTOPOIl Haxo4uTCs 3aBepuTesibHas HagnuUcb C yKasaHWeM [AO/DKHOCTU, dpaMunnmn ur
MHULUNAIOB 3aBEepuBLLErO TOM /iMUa, a Takke ero JIM4HOW noanucu, AaTbl 3aBepeHus.
Mpy 3TOM Ha OTAENbHbIX SIMCTax TOMa 3aBepuTesibHas HaAnMMCb He pasMeLlaeTcs.
3aBepuTenibHaa HaAnucb AO/HKHA CoAepXaTb yKasaHue Ha KOJIM4ecTBO JINCTOB B TOME
(unppammn 1 nponucblo), ObITb YAOCTOBEpPEHA Mevyatbld U 3axBaTblBaTb 4YacTUYHO
OYMaXKHYHO HaK/EeNKy.

3.5. B YupexaeHun gonyckaeTcs:

a) othopmsieHMe OfHOIO0 NEPBUYHONO YYETHOro AOKYMeHTa Mpu OCYLeCTBEHUN
HECKOJ/IbKMX CBA3aHHbIX MeXay cO60M (pakToB XO3ANCTBEHHOW XM3HU. Ha OCHOBE OfHOro
NepPBUYHOIO JOKYMEHTa B OyXra/iTepCcKOM yyeTe MOryT oTpaxaTbCs:

- pa3Hble 00bLEKTbI YUeTa,

- OTAEe/IbHble KOPPECMNOHAEHLUMM CYETOB pasHbIMW gatamu Npu  HacTynaeHum
onpeneneHHbIX CoObITUIA.

OfHMM MEepPBUYHBbIM AOKYMEHTOM OCOPMAAITCA Crefyrume B3anMOCBA3aHHbIe
Cco0bITUSA:

a) othopmsieHe OOHUM  MEPBUYHBLIM  YYETHbIM  [AOKYMEHTOM (Be4OMOCTbIO)
COBOKYMHOCTW OAHOTUMHbLIX (PaKTOB XO3ANCTBEHHOW >KU3HW/COGLITUA MO  pasHbIM
KOHTpareHTaMm. OAHUM MepPBUYHbIM LOKYMEHTOM OCOPMJIAKTCA OAHOTUMHbLIE (PakKTbl MO
pa3HbIM KOHTpareHTam B Lefiax:

- MOCTAHOBKM Ha Yy4eT OIMKETHbIX (OEeHEeXHbIX) 00s3aTeNbCTB U NpPoBeAeHUA
CaHKUNOHNPOBaHUS.

6) ochopmsieHe OOHUM  MNEPBUYHLIM  YYETHbIM  OOKYMEHTOM COBOKYMHOCTU
OOHOTUMHbIX (PAKTOB XO3AWCTBEHHOW XWU3HW/COOLITMIA, npou3oWweawmnx B OLHOM
KasieHgapHoOM Mecsilue, rno pasHbiM obbektam H®PA. OgHMM NepBUYHbIM OOKYMEHTOM
MOTyT 6bITb OPOPMIIEHBI CNeayroLne OAHOTUMNHbIE (DaKTbl:

- MIPUHATNE peLleHnss O [MOCTaHOBKe Ha 6anaHcoBblil yyeT 060bekToB HOA,
NPUOBpPETEHHbIX/CO34aHHbIX B TEYEHMEe OAHOr0 KasleH4apHOro Mecaua;

- IPUHATNE peLleHns O CNUcaHun MaTepuasibHbIX 3anacos, 6/1aHKOB CTPOWA
OTYETHOCTW, M3pacxofoBaHHbIX (NOTPebneHHbIX) B TeYeHne OAHOro KasleH4apHOoro
mecsua.



3.6. MNepBuYHbIE [OKYMEHTbI, Tpebylwue npensanosiHeHUs, (OPMUPYIOTCA B
cnepyloLwem nopsake:

a) OTBETCTBEHHOe nunuo byxrantepym camMOCTOATE/IbHO CO34aeT MNepBUYHbIN
AOKYMEHT, BHOCUT B HETO BCe HeobXxoAnMble faHHble/CBefeHNA U3 PErmcTpoB ByxyyeTa u
nepefaet "npefsanosiHEHHbIN”  OOKYMEHT WHOMY OTBETCTBEHHOMY /iiuy  (nuuy,
OTBETCTBEHHOMY 3a (hopMupoBaHne OOKYMEHTA) 415 3aBepLleHns ero oOpM1UpoBaHnS U
noAnucaHus.

6) OOKYMEHT hopMMpyeTCsa JIMLOM, OTBETCTBEHHbIM 3a ero cosgaHuve, a 3aTem
Hanpas/iseTca nNpu HeobXxoAMMOCTU AN 3amnoSIHEHUA WHbIM OTBETCTBEHHbLIM INLOM U3
cocTaBa byxrantepun B 4acT MHhopMaunn U3 pernctpoB ByxrasiTepckoro yyerta. Takoin
Crnoco6 npepfsanosiHeHna AOKYMeHTa npegnonaraet BHECEHNE B y)XXe CDOPMUPOBAHHbIN
AOKYMEHT faHHbIX N (UNN) OTAENbHbIX PEKBU3UTOB AOKYMEHTA UHbLIM JINLOM, eC/n NnLo,
OTBETCTBEHHOE 3a COCTaB/ieHVe [OKYMEeHTa, He WMeeT BO3MOXHoCcTu/goctyna
CaMOCTOATENIbHO BHECTU B AOKYMEHT HEOOXOAMMbIE AaHHble U3 PEerncTpoB byxydera.

lMepeyeHb AOKYMEHTOB, TpeObyoLwwmX NpeasanosiHeHNs, a Takke OTBETCTBEHHbIE 3a
npegsanosiHeHNe  NepBUYHbIX  OOKYMEHTOB /uua W CPOK  npens3anosiHeEHUA
ycTaHaB/MBaeTca rpadpukomMm AoKymeHToobopoTa. [pyu 3TOM y fivu, OTBevarwmx 3a
npegsanosiHeHne [AOKYMEHTOB, [O/MKHO OblTb 0b6ecneyeHO nMpaBO Aoctyna K
COOTBETCTBYIOWEN 6ase [AaHHbIX WM NpefocTaB/ieHbl pacluMpeHHble npasa (npu
HeobxoanumMocCTH).

VHchopMmupoBaHne  OTBETCTBEHHONO Mua U3 coctaBa byxrantepum 0
Heob6XoANMMOCTU npeA3anofiHeHUs AOKYMEHTa OCYLLECTB/ISETCA OAHUM M3 Clefyroumx
Crnoco6oB:

- HanpasneHMem TEeKCTOBOro CcoobueHns O HeobXoAMMOCTWU npen3anosiHeEHUA
NnocpencTBOM 3/1IEKTPOHHOIN NOYTbI, MECCEHKEPOB, KOPNOPATMBHbIX YaTOB U T.M.;

- HanpaB/fieHNEM 3N1IEKTPOHHOIO OMOBELLLEHNA B NPOrpaMMHOM MPOAYKTE.

VHdopmupoBaHne nuvua, OTBETCTBEHHOrO 3a (popMuMpoBaHWe [OOKymMeHTa, 06
OKOHYaHMM npeAs3anofiHeHns [OKYMeHTa OCYLWEeCTB/AETCA B aHa/IoTM4YHOM MOpsAfkKe,
yKa3aHHOM Bbllle, HENOCPEACTBEHHO NOC/Ee 3aBeplUeHNs npeas3ano/siHeHNa NepBUYHOro
[OKYMEHTA, HO He Nno34Hee [HA,C/eayoLwero 3a AHeM npeasanosiHeHUS.

3.7. K 6yxranitepckomy y4yeTy NpvHUMarTCS:

a) 9/1EKTPOHHbIE AOKYMEHTbI;

6) opurMHanbl LOKYMEHTOB Ha ByMaXKHOM HOcUTene.

3.7.1. MNepepaya B byxrantepuio OopuUrMHanIoB MNeEPBUYHBIX YYETHbIX AOKYMEHTOB,
0oopMJ/IEHHBIX Ha 6GyMaXKHOM HocuTene (cogepXawmux COO6CTBEHHOPYUHbIE MOAMNUCKH),
npefocTaB/ieHne KOTOpbIX corfiacHo lpadinky AOKyMeHToo6opoTa npesycMOTPeHO B
BUAE «BYMaXHbIX» NOKYMEHTOB, OCyLlecTBNsAeTcA 6e3 [oMNOoHUTENbHOW nepesayn CKaH-
KOMUA TakMxX MepPBUYHbIX YYETHbIX [AOKYMEHTOB, B [BYX 3K3eMmnaspax B CPOKMH,
yCTaHOB/NEHHble padnkomM AOKYMEHTOO60pOTA.

Mpn OTCYTCTBUN BO3MOXHOCTM JINLOM, OTBETCTBEHHbLIM 3a (hopmupoBaHne n (Uin)
npefocTaB/ieHne [OOKyMeHTa Ha OyMaXHOM HocuTene, CBOEBPEMEHHO nepefaTb
opurMHas AokymeHTa B byxrantepuio, Takoe Nuuo B UesSX COOGMNIOAEHMS CPOKOB,
YCTaHOBNEHHbIX padiukoM AOKYMEHTO060poTa, AO/MKHO MpefoctaBuTb B Byxrantepuio
SNEKTPOHHYIO KOMWIO [OKymMeHTa (CKaH-konuio). [lpepoctasBsieHne CKaH-Konuu He
0CBOOOXJAeT OTBETCTBEHHbLIX /UL, OT 06A3aHHOCTM MNpeAcTaBUTb B bByxrantepuio



OpUrMHaUsT [OKYMeHTa, C(OpMMPOBAHHOIO Ha OyMaXHOM Hocutene, B TedeHune 10
(oecatn) pabounx OHer ¢ MOMEHTa npefoCcTaB/IEHMSA CKaH-KOMWM Takoro AokymeHTa. B
cQlyyae HapylleHus yKasaHHOro Ccpoka /uvdy, npefoctaBMBLUEMY  CKaH-KOMUIO,
Hanpas/iseTca TpeboBaHue [NaBHOIO OyxranTepa/MHOro YrnosIHOMOYEHHONO UM Nnua B
nopsaake, npeaycMoTpeHHoM . 4.4 HacToawmx MNpasu.

3.8. DNEKTPOHHbIA [OKYMEHT, MOAMUCaHHbIA KBa/IM(PULUNPOBAHHON 3/1EKTPOHHOM
NoAMNUCLIO, MPUHUMAETCA K OyXrasiTepckomy ydyety npuv OAHOBPEMEHHOM BbINOSTHEHUN
cnenyoLwmx yCnoBuia:

- BOKYMEHT UMEeEeT BCe PEKBU3UTDI, NPEAYCMOTPEHHbIE YHUGMLMPOBAHHOM (hOpMOi
[OKYMEHTa, Npu OTCYTCTBUN YHU(PULMPOBAHHON (DOPMbI - 06A3aTesibHble PEeKBU3UTHI,
npeaycMOTPEHHbIe NyHKTamMu 2.5 1 2.7 HacToAwwmx MNpasun,

- OKYMEHT nognucaH Aencteyrowmm(mu) ceptudomkatom(amum) 3N1eKTPOHHOW
nognucu;

- Mpy cocTaB/ieHn W noanucaHum AokymeHTa Oblnn cobnogeHbl TpeboBaHus
depnepanbHoro 3akoHa ot 06.04.2011 N 63-®3 "OO6 anekTpoHHOW nognucn” (panee -
3akoH N 63-93).

3.9. MepBUYHbLIE YYETHbIE AOKYMEHTbI, OPOPM/IEHHbIE HA ByMare, NMPUHUMAKTCA K
OyxranTepckomy y4yeTy npu ogHOBPEMEHHOM COG/0AEHNN CeayoWnX YCI0BUIA:

- OTPaXEHNsA B HUX BCEX PEKBU3UTOB, MPEeAYyCMOTPEHHbLIX YHU(PULNPOBAHHOW
dopmoint  fOKyMeHTa, NpW OTCYTCTBUM YHU(PULMPOBAHHOW QOpMbl - 06SA3aTeNlbHbIX
PEKBU3NTOB, NPeAyCMOTPEHHbIX NyHKTamMun 2.5 n 2.7 Hactoawmx MNpasun;

- npu HanMumnm Ha [IOKYMeHTe COB6CTBEHHOPYYHOW noanuncu
PYKOBOAUTENA/YNONHOMOYEHHbIX UM Ha TO NNl

Bes3 nognucn pykosoantens (YNosIHOMOYEHHbIX MM Ha TO J11L) HEe MPUHMMAKTCA K
OyxranTepckomy y4ery:

- JEeHEeXHble N pacyeTHble AOKYMEHThI,

- LOKYMEHTbI, 0popM/IAIoLLNE (PUHAHCOBbLIE B/IOXEHUS;

- JOrOBOpbI 3aiiMa, KpeauTHbIe 4OTOBOPbI.

WNcknoueHne - [OKYMEHTbl, NOAMNWCbIBAEMbIE  PYKOBOAMTENEM  opraHa
rocyJapCTBEHHO  Bnactu  (TOCyAapCTBEHHOr0  oOpraHa), opraHa  MeCTHOro
camoynpas/ieHus, 0COGEHHOCTM ochopMieHust KOTOPbIX onpeaensTcs

3aKkoHogaTeslbHbIMU 1 (UN) MHBIMU HOPMAaTUBHBLIMI NPaBOBbIMU akTaMun P®.

B cnyyasdx pasHornacuii mexay pykoBoguTenieM YUpexaeHuss WU [/1aBHbIM
OGyxrasiTepom Mo OCYLLECTB/EHNIO OTAENbHbIX DAKTOB XO3ANCTBEHHOWN XWU3HW, YKa3aHHble
AOKYMEHTbl MOFYT MNPUHMMATbLCA K WCMNOMHEHWIO W yyeTy 6e3 noanvucu r1aBHOMo
oyxrantepa. OcHOBaHMEM AN1S Takoro poga AEeWCTBUIA AO/MKHOCTHBLIX N, Byxrantepun
MOXET ObITb TOMIKO MWCbMEHHOE PaCnopshKEHME PYKOBOAUTENS  YypexneHus
(YNONIHOMOYEHHOIO MM Ha TO fiMua), KOTOPbIA HECET OTBETCTBEHHOCTb, MPEAYCMOTPEHHYIO
3aKoHogaTenbCcTBOM P® 3a ocyllecTBeHne COOTBETCTBYHOLLEN onepaLmm.

3.10. B peructpax 6yxrantepckoro yyeTa fiaHHble OTPaXarTCa B XPOHO/IOMMUYECKOA
nocneaoBaTe/lbHOCTW, C TPYNMNMPOBKO MO COOTBETCTBYHOLMM CUYeTaM OyxrasiTepckoro
yyeTa.

PerncTpbl 6yxyyeTa NoAnuCbIBAKOTCA /IMLOM, OTBETCTBEHHbIM 3a (DOPMUPOBaHME
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[lOKyMeHTa (OTBETCTBEHHbIM UCMONMHUTENEM), & TaKKe VHbIMU INLAaMN, NOAMUCKA KOTOPbIX
npeaycMoTpeHbl (DOPMON LOKYMEHTA.

Mpu dhopmMupoBaHnM PErmcTpoB ByxrasTepckoro yyeta Ha 6yMakHOM HocuTene:

- JINCTbI PETUCTPOB A0/MKHbI ObITb COPOLLUIOPOBaHBI U MPOHYMEPOBaHbI;

- KO/IMYECTBO JINCTOB [O/MKHO ObiTb 3aBEpPeHO PYKOBOAWUTENIEM W [/1aBHbIM
Oyxra/ZITepom 1 CKpPEernsieHo neyarbio YupexaeHusa (mpy Hanuumn).

3.11. He ponyckaeTcsa npuHATME K OyxraZiTepCckomy y4yeTty clefyroumx
[OKYMEHTOB, CoAepXaLlnx ncnpasneHus:

- LOKYMEHTOB, ODOPMJIAIOLLNX onepaunn ¢ HaJIMYHbIMN OEeHEeXHbIMU CpeacTBamMm
(MKO, PKO 1 MHbIX AOKYMEHTOB);

- LOKYMEHTOB, OchopMnsawWwmMx onepaunnm ¢  OGe3Ha/INYHbIMU  AEeHEXHbIMN
cpencteamu,

- 61aHKOB CTPOTroM OTYETHOCTH.

B MHbIX NepBUYHbIX (CBOAHbIX) YYETHbIX AOKYMEHTaxX NCNpaB/ieHNsA 4OMYCKakTCA.

3.11.1. MNpu mncnpasBneHUN MepBUYHbIX AOKYMEHTOB, CO34aHHbLIX/OPOPMNIEHHbIX B
YupexgeHun Ha Oymare, cTuparb, noAyuwarb, WCNOb30BaTb KOPPEKTUPYHOLLYIO
XMOKOCTb 3anpelleHo. BHeceHve uvcnpaBneHnin B 6yMaxHble MepBUYHbIE OOKYMEHThI
OCYLLEeCTBNAETCA B cneayolemM nopsagxe:

1. 3a4epkHyTb OOHON 4YepTOM UCMpaBMAEMYH 3anucb WM CyMMY Tak, 4TOObI
MOXHO ObI/10 MpoYnTaTh 3a4EPKHYTOE.

2. Hagnucatb Haf 3a4epKHYTbIM NpaBuibHOE cofepXaHue AoKYMeHTa Uan CyMMbl.

3. Mognucatb TemMn nMuamMu, KTO W3HAYasIbHO MNOAMNUCHLIBAT AOKYMEHT (npwu
Ha /M4 BO3MOXHOCTH), yKa3biBas:

- "MicnpaBneHHoMy BepuTb" nnu "licnpaBneHo";

- hamnnuio n nHuumansl,

- [aTy ucnpasneHuns

- UHble  PEKBM3UTbLI, HeobxoAumble ANA  UAEHTUMMKaUUN  yKasaHHbIX L,
(Hanpumep, pekBM3UTbl JOBEPEHHOCTU/NPUKasa, CorlacHO KOTOPOM(OMY) OHM HaesleHb!
MO/IHOMOYMAMU Ha noAanncaHne onpenesieHHbIX JOKYMEHTOB).

B cnyyae, ecnv nnuo, n3HavyasibHO noanucasllee OKYMEHT, HA MOMEHT BHECEHMS
B HEro UCnpas/IeHNI YBOMEHO, WM HaXoAUTCA B OTNYyCKe No 6epeMeHHOCTU U pojam,
oTnycke Mo yxoay 3a pebeHKOM (MHOM O/IMTeNbHOM OTMYCKE), 3aBepeHne ncnpasneHni
OCYLLECTBNAETCA WHbIMW  COTPYAHUKAMU  YUpexAeHusl, Ha KOTOPbIX B MOMEHT
KOPPEKTMPOBKN BO3/I0XKEHbI 00A3aHHOCTM MO (POPMUPOBAHUIO TakuUX [OKYMEHTOB.
MopsaoK AeACTBUIA MPU OTCYTCTBUWN NUL,, NOAMNNCK KOTOPbIX HEOBXOAMMO NPOCTaBUTbL Ha
ncnpasnsseMoM AOKYMEHTe, CM. B . 5.13 HacToAwmx NMpasun.

3.11.2. WcnpaBneHuss B MNEPBUYHBIA 3NEKTPOHHbIA [AOKYMEHT, MOANUCaHHbIN
KB/ IMOULMPOBAHHON 3/M1EKTPOHHON NOAMUCHI0, HE BHOCATCA, TakK Kak 37O MpuBeaeT K
HapyLleHni0 ero UenocTHocTu. l3amMeHeHue wuHopMauuu, cofepxawencsa B
3/IEKTPOHHOM  [JOKYMEHTE, OCYLUEeCTBNAETCA MNyTeM CO34aHus  KOPPEKTUPYIOLLEro
[OKYMEHTa  W/WAM  aHHY/IMPOBaHWUA  NepBOHAaYa/IbHO  CO3LAHHOM0  3/1IEKTPOHHOIO
[LOKyMeHTa.

He  ponyckaetca  ypaneHue M3  cneunann3npoBaHHOM nporpamMmb
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aHHY/NIMPOBAHHOIO 3/1IEKTPOHHOIO AOKYMEHTA, Tak Kak B onpefeneHHbli MOMEHT BPeEMEHN
STOT 3/IEKTPOHHbIA [AOKYMEHT UMENT HPUANYECKYIO CUy, T. €. MOATBEPXAasl Hanmune
ob6bekTa ByxraTepckoro y4yera.

3.12. Mprem [OKYMEHTOB, OCOPM/IEHHbIX Ha OyMaXHOM HocuTene, oOT
KOHTpareHTOB OCYLLLECTBNSETCA CyX60i Aenonpon3BoacTsa.

Ecnm  gOKyMEHTbI MOJyYeHbl COTPYAHUKAMU YUpexaeHUsi WHbIX CTPYKTYPHbIX
noApasAeneHnii, OHM Takke npeAocTaBNsalTCA B CHYXO0y Aenonpou3BoAcTBa [Ans
perucTpauun Bxoasileli AoKyMeHTaLluu.

3.12.1. TepBUYHbIE AOKYMEHTbI, O(POPM/IEHHbIE KOHTpPareHTamm B GyMaxHOM W
9/IEKTPOHHOM  BuAe (OBYXCTOPOHHME [OKYMEHTbl), MNpu3HasBaTb OWMWOOYHbIMA B
OLHOCTOPOHHEM MNOpPSAKE Hesb3s.

B nepBuyYHble [AOKYMEHTbl, OPOPMJ/IEHHbIE KOHTpareHTamu Ha Oymare, BHOCUTb
ncnpasneHna He pgornyckaetcA. B TakoMm cnyyae OTBETCTBEHHbIM 3a MOJsyvyeHue
[IOKYMEHTOB W3BHE COTPYAHWK YypexneHws, B pamkax [esioBoro [oKymeHToobopoTa
[O/DKEeH MOoAroToBUTL ObpalleHne B afpec KOHTpareHTa ¢ npensioXeHnemMm O BHeCeHUM
NCNpaBfeHNin B  NPefoCTaB/IEHHbIA  paHee [OKYMEHT WIM  €ero 3aMeHe Ha
KoppekTupytowuii. ObpalleHne cocTaBnsieTcss B CBO60AHOM NMUCbMEHHOW (popMe Ha
rpmeHHOM 6naHke YupexaeHus ¢ perucrpaumein nCXoaallero Homepa.

VicnpaBneHne paHee COCTaBIEHHOTO 4BYCTOPOHHErO AOKYMEHTa, 0DOPM/IEHHOTO B
3/IEKTPOHHOM BUE, OCYLLECTB/IAETCA:

- MPU HAJINYUN TEXHUYECKOW BO3MOXHOCTW - NYTEM aHHY/IMPOBAHUA 3/IEKTPOHHOIO
[IOKYMeHTa C MUCMNOoJIb30BaHNeM NporpaMmHoro obecrneveHuns onepartopa 340;

- NPV OTCYTCTBUM TEXHMYECKOI BO3MOXHOCTHU - MyTEM 3aK/10UEHNS cornalleHns 06

aHHY/IMPOBaHUKN 3/IEKTPOHHOIO JOKyMeHTa B GByMaKHOM BUAe.

3.12.2. OTCyTCTBME B MEPBUYHOM [OOKYMEHTE MneyaTu KOHTpareHta He ABMsAeTCH
OCHOBaHMEM /19 HEMNPUHATUA K YyYeTy MPOU3BELEHHbIX PacxofoB M He onposepraer
(hakTa COBEpPLUEHMS XO3ANCTBEHHOW onepaunn, ecniv Ha/myune OTTMUCKa nevatu He
ABNAETCA 00A3aTe/ibHbIM  PEKBU3UTOM (POpMbl  AOKYMeHTa. [lepBU4YHble [OKYMEHTbI
KOHTpareHToB 6e3 neyatn MpUHUMAKOTCA K OGyxrasitTepckoMy yyeTy B 06uem nopsake.
Mpy Ha/IMunMnM COMHEHUI NpoBepKa (pakTa COBEepLUEeHUA onepauuu OCYLLEeCTBASETCS B
pamkKax BHYTPEHHErO KOHTPO/IA.

3.13. B [doKyMeHTax O npuemke, WHbIX [OOKyMeHTaX, Od)opM/ISeEMbIX Mpwu
MCNOSTHEHUN [OTOBOPOB N KOHTPAKTOB, CTOMMOCTHbIE MOoKasaTenn AO/MKHbI OTpaXaTbCs B
pyonax n konenkax (B py6nsix € TOYHOCTbK [0 BTOPOro AECATUYHOrO 3Haka nocre
3ansTon).

3.14. B peructpax OyxranTepckoro yyeta He [AOMYCKaKTCA WCMNpPaB/ieHUs, He
CaHKUNOHMPOBaHHbIMM NNLAMW, OTBETCTBEHHbIMM 3@ BefEHWe YKa3aHHOro perucrpa.
VicnpasneHus B peructpax byxyyerta A0/DKHbI coaepXarb:

- [aTy ucnpassieHus;

- MOANUCKU NUL, OTBETCTBEHHBLIX 3a BEAEHWEe KOHKPETHOro perncrtpa (C ykasaHuem
®.N.0. b0 UHbIX PEKBU3NTOB, HEOOXOAUMbBIX ANA MAEHTUdIMKALUN STUX NTNL).



3.15. K bByxrantepckomy ydyeTy nNpuUHAMAOTCA MepBuYHble (CBOAHbIE) YYEeTHble
[OKYMEHTbI, COCTaB/IEHHbIE HA PYCCKOM SA3bIKE.

MepBU4YHble (CBOAHbLIE) YYETHble [OKYMEHTbl, COCTaB/IEHHble Ha WHbIX A3blKax,
[O/DKHBI UMETb MOCTPOYHbIN NepPeBOL Ha PYCCKUI A3bIK.

O6s3aHHOCTL NPeAocTaBUTb MOCTPOYHbLIA NEPEBOL MNEPBUYHOrO [OKYMEHTa
BO3/1araeTca Ha /MU0, OTBETCTBEHHOE 3a npeacTaB/lieHne opurnHania [OKYMeHTa,
COCTaB/IEHHOIO Ha MHOCTPaHHOM A3bIKE.

Mpn nepeBofe [OKYMEHTOB [OMNYyCKaeTCsA COXpaHATb HEeKoTopble Cc/ioBa Ha
MHOCTPaHHOM A3blKe, eC/IN OHU ABNAKTCA 3apPerncTpmpoBaHHbIM TOBAPHbIM 3HAKOM W/n
MX  3HadYeHne ON1A  NOATBEPXKAEHMA  dpakTa  XO3AWCTBEHHOW  XKU3HW/pacxo[os
HeCyLLeCTBEHHO.

MMOCTPOYHbLIN nepeBos MepPBUYHbLIX YYETHbIX [OOKYMEHTOB, COCTaB/IEHHbIX Ha
MHOCTPaHHbIX AA3blkax, OCyLLEeCTBNAETCA:

- CAaMOCTOATE/IbHO JIMLOM, NPeAoCTaBMBLUMM AOKYMEHT (Mo4 ero OTBETCTBEHHOCTb
3a KOPPEKTHOCTbL NepeBoaa);

- OTBETCTBEHHLIM  JINLUOM  YypexaeHus, HafefleHHbIM  COOTBETCTBYIOLLNM
NOIHOMOYMEM B pamMKax UCNOMTHEHUSA AO/MKHOCTHbIX 0653aHHOCTEN;

- cneynann3npoBaHHOW opraHu3almeint Ha OCHOBaHUN 3ak/IlDYEHHOro A0orosopa Ha
npefocTas/ieHNe ycnyr no nepesoay;

- NpocheccroHasIbHbIM NepPeBOAUYNKOM Ha AOrOBOPHON OCHOBE.

MpaBnbHOCTL NepeBoa YAOCTOBEPAETCA:

- JaTon nepeBoja v NoANUCHIO NepeBogynka c ee paclumgpoBKoi;

- yKazaHnem  PekBU3UTOB  [OKYMEHTa, YAOCTOBEPANOWEro  cneyuasibHoe
obpasoBaHue NepeBoaUMKa,;

- MPU/IOXKEHMEM  KOMUW  OOKYMEHTa, MOoATBEpPXAalLwero COOTBETCTBYIOLLEE
obpasoBaHue NepeBoaUMKa,;

- UHbIMW [OKYMEHTaMM.

MepeBog PMHAHCOBBIX AOKYMEHTOB AOMO/THATE/IbHO 3aBEPSETCA HOTapUyCOM.

lMepeBopn cocTaBnseTca B BUAE OTAE/IbHOIO AOKYMEHTa C yKa3aHuMeM KonmyecTsa
JINCTOB Y NPUKIaAbIBAETCA K NepPBUYHLIM AOKYMeHTaM, 0DOPM/IEHHbIM Ha MHOCTPAHHOM
A3blKe.

3.16. B YupexaeHuu MNpUMEHSIOTCA efuHble CrnpaBOYHUKM (KriaccudgomkaTopsl),
HeobxoauMble 1 UCNo/b3yeMble NpU paboTe ¢ ByxranTepCkuMm 4OKYyMeEHTaMMU.

EOouHble  cnpaBOYHMKM  cofepXartcs B WH(popmMauuMoHHON  cucTeme,
obecneumBalolLlen BegeHMe OyxranTepckoro yyetra (byxranTepckoin nporpamme).
dopmupoBaHMe CnpaBoOYHUKOB OCYLLECTB/IAETCA NULamMu, OTBETCTBEHHLIMU 3a BefeHue
Oyxra/sITepckoro y4yeta.

Kaxapblil U3 y4yaCTHUKOB LOKYMEHTO060poTa MMeeT abCos0THbIE NpasBa Ha A0CTyn
KO BCEM CnpaBOYHMKAM, 3@ WCK/IHOYEHUEM CBEAEHWI, COCTaBNAOWMX MepCoHasbHble
[laHHble, a Takke MOXeT NHULMNPOBaTb paborty no BHECEHMIO
N3MEHEHWIN/YTOYHEHNIW/AONOMTHEHWA B CMPaBOYHUKM B LenAxX  MoAdep)KaHus
CNpPaBOYHVKOB B aKTya/IlbHOM COCTOSIHUM.

BHeceHVMe W3MEeHEeHUn B CrpaBOYHMKM MO MPeAsIOKEHUID MHbIX Y4YaCTHUKOB
[LOKYMEHTO060pOoTa OCYLLEeCTBNAETCA OTBETCTBEHHbIM NNUOM Byxrantepumn B TedyeHue 1



(ogHoro) paboyero gHA co AHA MOCTYN/EHUSA COOTBETCTBYIOLLE MHopmMauMn B BUAE
CNyxe6HoW (AoKNafHoIM) 3annCcKn OT OTBETCTBEHHOIO YYaCTHMKA JOKYMEHTOO6opoTAa.

OTBeTCTBEHHOE MU0 Bbyxrantepun B Lenax aktyanimsaumm eguHblX CnpaBOYHUKOB
corniacoBbiBaeT ¢ [NaBHbIM ByxrantepoM (MHbIM YNO/THOMOYEHHbIM JINLOM) PEKBU3UTHbIN
coctaB (coAep)aHue) CrnpaBOYHMKOB. YTOYHEHUA W [OMNOSIHEHUA B CrNpPaBOYHUKK
BHOCATCA OTBETCTBEHHbIM NUUOM bByxrantepum no mMepe HeOOGXOOUMOCTU C YYETOM
MOSIOXXEHWNI, N3NOXEHHbIX BbiLLE.

HanonHeHne TakuMx CnpaBOYHMKOB, Kak "KoHTpareHTbl", "[joroBopbl U
06sA3aTe/ibCTBa" OCYLIECTBNAETCA yYaCTHMKaAMWN LOKYMEHTOO60poTa CaMOCTOATE/IbHO B
COOTBETCTBUM C NpeAoCcTaB/IeHHbIMY NpaBamMun 4OCTyNa K 6yxrasTepckoin nporpaMmme.

OTBETCTBEHHOCTb 3a MnpeacTaB/fieHne CcBefeHu B uenax qopMypoBaHua Wt
akTyanmsauum crnpaBOYHMKOB B 4YacTu, Kacallwencss coTpygHukoB YupexaeHusa (U0,
[O/DKHOCTb, MHaA MHpopMaLMs) BO3/1araeTcs Ha KaZpoBYHO CTYXOY YupexaeHus.

3.17. Pabota C nepCcoHasIbHbIMW AaHHbIMU B YUpeXx[eHUU OCyLLeCTBNSAETCA Ha
OCHOBaHUWN OTAENbHOIO akTa YupexaeHus, paspaboTaHHOro 1 yTBEePXAEHHOro B Liensax
ncnonHeHna depepasibHoro 3akoHa oT 27.07.2006 N 152-®3 "O nepcoHaslbHbIX
AaHHbIX", a Takke rnasbl 14 TK P®. Hopmamn gaHHOro /10KaJIbHOIo akta perynvpyrorcsa
OTHOLLEHWS, CBA3aHHble C 06PabOTKON MepCOHasIbHbIX [AaHHbIX, BKKO4YawLwme B cebs
OCYLLIECTB/ISAEMbIE B YUpexneHun AelcTBus no nosiyyeHuto, o6paboTke, XpaHeHuo,
nepegave nepcoHasbHbIX AaHHbIX COTPYAHUKOB WUAN MHOMY UX UCMO/1b30BaHUIO, C LieNbio
3alUnNTbl NepPCoHasIbHbIX AaHHbIX COTPYAHWKOB OT HECaHKUMOHMPOBAHHOrO AOCTyna, a
TakXe HernpaBOMEPHOIo X UCNOJIb30BaHNA U yTpathl.

3.18. ®dopmupoBaHne  OyxrasiTepCkMx  OOKYMEHTOB  CO  CBeAEeHUAMM,
COCTaBNAOWMMN  TOCYLAPCTBEHHYIO  TailHy, OcyllecTBnisieTcds  060CO6MEHHO C
co6nogeHnem Hopm 3akoHa PP ot 21.07.1993 N 5485-1 "O rocygapCTBeHHOM TaHe".

MogrotoBka, o6paboTka M pPasMHOXEHWEe [OKYMEHTOB, COAepXallmx CBefeHus,
OTHECEHHbIX K rocyfapCTBEHHOM TailHe, oCyLecTBseTcA TO/IbKO Ha
CePTMULUMPOBAHHbLIX CPeACTBax BbIUYUC/IUTENIbHON  TEXHWKW, PacrofiOXEHHbIX B
crneynasibHOM NOMeLLEeHUN YupexaeHus.

MeponpuaTns, CBSi3aHHble C  cO3faHMeM, TMPOBEPKOW,  COrniacoBaHUEM,
noanucaHnem, YTBEPXLEHVMEM W OTPaKeHMeM B OyXra/iTepckoMm yyeTe [OKYMEHTOB,
cofepXalinx rocyaapCTBEHHYHO TaiHy, OCYLLECTBAAIOTCA UCK/TOUNTENIbHO B NOPSAKE U B
COOTBETCTBUN C HOPMaMM MHCTPYKUUKW, pernamMeHTupyrowein nopagok paéotel C
[OKYMeHTaMu, cofepXallmm 0Co60i BaXKHOCTU, COBEPLLUEHHO CEKPETHbIE N CEeKPEeTHbIe
cBefieHus.

3.19. YBegomneHne o0 nepexoge Ha (oopMuMpoBaHWM [OOKYMEHTOB B BUAe
3/IEKTPOHHBLIX OOKYMEHTOB (Jasiee Takke - YBeOM/IeHNEe O NMPUMEHEHUU 3NEKTPOHHbIX
[OKYMEHTOB, YBefOM/IEHNE) MOXeT (opMMpOoBaTbCA B OTHOLUEHWM KakK OfHOMU
YHUOMLMPOBAHHOW (DOPMbI MEPBUYHOIO YYETHOTO AOKYMEHTa, perncrpa byxrantepckoro
yyeTta, Tak U HECKONbKMUX YHUPULNPOBAHHbLIX (POPM NEPBUYHBLIX YUYETHbIX AOKYMEHTOB U
PErncTpoB.

B YBepomneHun o NpUMEHEHUN 3M1EKTPOHHbIX AOKYMEHTOB [0/KHA COAEepXaTbCs
cnepyowas nHgopmauns:



a) HaMMeHoBaHne YHU(PUUMPOBAHHON (OPMbl MEPBUYHOrO YYETHOro LOKYMEHTa,
perncrtpa 6yxrantepckoro yyeta u ko4 oopmel no OKY/[;

6) HaumeHoBaHVe npukasza MwuHcmHa  Poccun,  KOTOpbIM  yTBEPXAEHA
yHUununpoBaHHasa popmMa NepBMYHOIO YYETHOTO LOKYMEHTa, perncrpa byxrasitTepckoro
yueTa;

B) AaTa Havaslia NpMMeEHEHUN 3/1IeKTPOHHOIo AOKYMEeHTa YHUULMPOBaHHOW (hopMbl
- paTta nepexoga Ha )opmMuMpoBaHMe MePBUYHOIO (CBOAHONO) YYETHOIO [OKYMEHTa,
peructpa GyxranTepckoro yyerta, COCTaB/IEHHOIO MO YHUOULMPOBAHHOW hopme, B BUAE
3/IEKTPOHHOIO AOKYMEHTA, NOANMCAHHOIO 3/1eKTPOHHOW NOAMUCHIO.

3.20. YBegoMieHne O TMPUMEHEHUN 3/IEKTPOHHBLIX [OKYMEHTOB hbopmMmupyetcs
OTBETCTBEHHbIM COTPYAHUKOM Oyxrasitepun, nognucbiBaetca [NaBHbIM GyxrasitepomMm u
Hanpas/iSeTca COTpygHUKaM YupexaeHua ANnA 03HaKoM/IeHWs He nosgHee 4yem 3a 10
(oecaTtb) paboumx OHen A0 AaTbl Hayasa MPUMEHEHUA 3/1IEKTPOHHOIO [OKYMEHTa,
yKkaszaHHoM B noan. "B" n. 3.20 MNpasun.

C YBefOM/IEHMEM O MNPUMEHEHUN 3NEKTPOHHLIX [LOKYMEHTOB [AO/IXHbI ObiTb
O3HaKOM/IEHbI COTPYAHUKN YUupexaeHUs, nMetole OTHOLEHUe K YYETHOMY MpoLeccy U
(nnn) ohopMNeHn0 3NEKTPOHHOTO AOKYMEHTa, MHJpopMaumss 0 KOTOPOM COLEPXUTCH B
YBe[OMNEHNN O NPUMEHEHUN 3NIEKTPOHHbBIX [OKYMEHTOB.

Mpn OTCYTCTBMM TEXHUYECKON BO3MOXHOCTWN HaNpaBuUTb COTPYLAHUKY YBeLoM/IeHve
yepes KOpropaTuUBHYK MOYTY (hakT O3HAKOMIEHUSA AO/HKEH ObiTb MOATBEPXAEH NyTeEM
NPOCTaBNEHNS COTPYAHUKOM YupexzaeHus ero cob6CTBEHHOPYYHOW noanucu wn aatbl
O3HaKOM/IEHUS B JINCTE O3HAKOMJIEHMA K YBEAOMJIEHMIO O NMPUMEHEHUU 3/1IEKTPOHHOrO
AoKkymeHTa. O3HakOMWUTb  COTPYOHWKOB  HeobxoAMMOo C  COOMI0AEHMEM  CPOKa,
YCTaHOB/IEHHOIO HACTOALLMM MYHKTOM.

3.21.Tlo peweHnto [naBHoro OGyxrasitepa nMpu  YC/AOBUN  TEXHOOMMYECKON
FOTOBHOCTM MH(OOPMALUMOHHON CUCTEMbI, ObGecredvnBaloweii BefeHne O6yxranTepcKoro
yyeta B YupexaeHun, Moryt (popmMupoBaTbCA B BWUAE 3NEKTPOHHbLIX [LOKYMEHTOB
nepBuyHble (CBOAHbIE) Y4YETHble [OKYMEHTbl, PErncTpbl OyXranTepckoro yyera,
COCTaBJ/IEHHbIE:

- MO yHUpnumMpoBaHHbIM doopmamM, YTBEPXAEHHbIM pasgenamu 2 - 3 Metogmnyeckmnx
yKaszaHui K npukasy MuHdpunHa Poccum ot 30.03.2015 N 52H.;

- M0 HEYHNPUUMPOBaHHLIM hopMaM, YTBEPXKAEHHLIM YUYETHOWN NOSINTUKOIA.

Mepexon Ha hopmupoBaHME AOKYMEHTOB, YKa3aHHbIX B HACTOALLIEM MyHKTe, B
BUAE S/1EKTPOHHbLIX AOKYMEHTOB, OCYLUECTBMSAETCA B MNopsake, npesycMOTPeHHOM M.
3.19 - 3.20 Npaswun.

MepBu4YHble (CBOAHbLIE) Y4YeTHble AOKYMEHTbl, PerucTpbl GyxranTepckoro ydera,
yKa3aHHble B HacTosweM MyHkTe [Mpasui, NPUHMMAKOTCA K YYeTy B BUAE 3/IEKTPOHHbIX
[OKYMEHTOB MNPW YCMOBUM WX NognucaHust MpoCcTOn  uav  KBasimgomumMpoBaHHOM
9/1EKTPOHHOM nognuckto (3AUM) Bcemn nuuamun, KoTopble NpenycMOTpeHbl (hopMoi
[OKyMeHTa.

3.22.T10 dpakTy HanpasneHus YBeAOMJIEHUA O TMNPUMEHEHUUN 3NEKTPOHHbIX
[OKYMEHTOB [/1aBHbIM OyxrasitfepoMm (MHbIM  YMNOSIHOMOYEHHbLIM  SILOM) BHOCATCSH
COOTBETCTBYHOLME N3MeHeHNA B Mpadhmk AoKyMeHToobopoTa.
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3.23. MNepBuyHbIEe (CBOAHbIE) YYETHble [OKYMEHTbl, PEerucTpbl Oyxrantepckoro
yyeTa, B OTHOLIEHUN KOTOPbIX OblAn CchopmMUpoBaHbl YBEAOMIEHUSA O MNPUMEHEHUM
3NEKTPOHHbIX AOKYMEHTOB, C AaTbl, yKazaHHOW B nogn. "B" n. 3.19 HacTtosawmx Mpasun,
hopMUpPYIOTCA OTBETCTBEHHBLIMU UCTNONHUTENSAMUN N MPUHUMAIOTCA K YYeTy Byxrantepuen
B BUAE 3/1IEKTPOHHOIO AOKYMEHTA.

B cnyyae npepoctaenieHvss B Oyxrasitepuio CQOPMMPOBAHHOIO Ha OymMakHOM
HOCuTene NepBuUYHOro (CBOAHOIO) YYETHOTO LOKYMEHTA, pernctpa 6yxrasiTepckoro yyera,
COCTaB/IEHHOrO Mo oopMe, B OTHOLUIEHUN KOTOPOW COTPYLHUKU OblM YBELOMJIEHbI O
NMPUMEHEHUN 3MTIEKTPOHHbLIX SOKYMEHTOB, MPWY 3TOM Aarta (popMMpOBaHUA AOKYMEHTa Ha
6ymMaxXHOM HOcuTene coBnagaeT C Aartou, ykasaHHoW B nogn. "B" n. 3.19 HacToAwmx
MpaBun, uam HacTynuna nocne Takou Aatbl, LOKYMEHT K YYeTy He npuHUMaeTcs. Jlnuy,
OTBETCTBEHHOMY 3a (dOpMUpPOBaHWE MNpeACTaBNeHHOro [OKYMEeHTa, HanpasiseTcs
yBeoOM/IeHNe O pe3y/nbrartax BHYTPEHHEro KOHTponsa B nopsake, npeaycMOTPEeHHOM
n. 4.4 HacToALwwmx NpaBun.

4. Cpoku 1 NepMoauYHOCTb COCTaB/IEHUSs!, COrNlacoBaHusl, NoAnucaHus,
yTBEPXAEHUA, Nepegayum u o6paboTkn JOKYMEHTOB

4.1. CpoKkun cocTaB/ieHusl, cornacoBaHns, NognnucaHns, yTBepxaeHus, nepegadu un
06paboTKN MEPBUYHBIX YYETHbIX [AOKYMEHTOB W PErncTtpoB [AJ1 OTPaXEHUA UuX B
OyxrantTepckom  y4yeTe  ycTaHaBNMBaKOTCA B COOTBETCTBMM C  [padmkom
AokymeHToo6opoTa (MpunoxeHne N 5 K y4eTHOW NOANTUKE).

Ecnun B rpadouke cpok He yCTaHOB/EH, OKYMEHT OyXra/iTepckoro yyerta Unm nHas
nHopmMaLma nepefaetca B TeuyeHne 3x pabouvx AHeill co AHA OPOPMIEHUA, HO He
nosgHee nocnefHero paboyero OHA Mecsua, B KOTOPOM (DakT XO3ANCTBEHHOMW >XU3HWU
npousoLuen.

OTBeTCTBEHHbIE 3a (hopMupoBaHWe, noAnvcaHve, YTBepXAeHue, nepegadvy wu
06paboTKy  TakMx [OKYMEHTOB  HeCyT TMepCOHa/IbHYH0  OTBETCTBEHHOCTb  3a
CBOEBPEMEHHOCTb COBEpPLUEHUNA YKa3aHHbIX AeNCTBUNA.

[onyckaeTtca odpopM/ieHne NEPBUYHBLIX YYETHLIX AOKYMEHTOB B MHbIE CPOKM Mpu
YCMOBUWN, 4YTO [AOKYMEHTbI, odpopmsiowmne uakTbl XO03AWCTBEHHOW XWU3HW, KOTOpbIe
NMPOU30LL/IN B TEYEHNE OOHOMO KasleH4apHOro Mecsua, npeacraB/ieHbl B OyxranTepckyro
cnyx06y He nosfHee OHA 3aKpbITUA OAHHOTO KasleH4apHOro Mecsua, YCTaHOB/IEHHOIO B
YUYETHOI NOMnTHKE.

4.2. CocTaBrieHne nepBuYHbIX (CBOAHbLIX) YYETHbIX AOKYMEHTOB OCYLLECTBNSAETCA C
y4eTOM MEpPONPUATUIA BHYTPEHHEro KOHTPO/ISA COBepLlUaeMbiX (DaKTOB XO3ANCTBEHHOW
XXWU3HW. BHYTPEHHWIA KOHTPO/Ib, B TOM u4uc/le 3a OyxranTepCKumu [OKYMeHTamu,
OCYLLECTB/IIETCA B COOTBETCTBUM C YTBEPXAEHHbIM B YupexaeHun [lonoxeHnem o
BHyTpeHHeM KoHTpose (MpunoxeHre N 3 K y4eTHOM NoNnTUKe).

3azilayaMy BHYTPEHHEro KOHTPO/IS HA AaHHOM 3Tane AB/AKTCS:

- obecrneyeHve cobnogeHNa TpeboBaHMi K 0DOPM/IEHNIO NMEPBUYHBIX LOKYMEHTOB
B 4acTW pPEeKBU3UTHOIO COCTaBa W KOPPEKTHOro Bblbopa (OOPMbl AN KOHKPETHOWA
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XO35ICTBEHHOWN CcUTyauuu, T. . NpoBepKa kayecTsa NoAroToBIEHHbIX LOKYMEHTOB;

- obecrneyeHre AOCTOBEPHOCTU AaHHbIX O (pakTax XO3ANCTBEHHOW XU3HW MpU UX
ohopM/IEHUN B YacTW HefonyLeHUss OTPaKeHUs B yyeTe MHMMOro WA MPUTBOPHOIO
ob6bekTa Oyxra/iTepckoro y4yera, B YaCTHOCTW, HEOCYLLEeCTB/IEHHbIX pPacxoaos,
HeCYLLeCTBYIOLLMX 06513aTe/IbCTB, HE NMEBLUMX MecTa COObITUI.

BHYTPEHHWIA KOHTPO/b, 3a UCK/IOYEHVEM CaMOKOHTPOSA, OCYLLECTB/IAETCHA NyTem
OMNOBELLEHNSI OTBETCTBEHHbIM JINLLOM YNO/THOMOYEHHOIO Ha NpoBefeHne KOHTPOs fimua
0 CO34aHMK/NOCTYN/IEHUN MEPBUYHOIO AOKYMEHTa M Harnpas/ieHUM €ero Ha MnpOoBepKy.
Cnoco6 onoBeLLleHNss - MNOCPeACTBOM HanpaB/ieHUs TEeKCTOBOIO COOOLLeHUs Ha
3/IEKTPOHHbBIN aZpec, B KOPNopaTUBHLIN YyaT 1 T.N. B cnyyae BbIAB/IEHUA HEOOCTATKOB Y
HapylleHMin no pesynbraTtaM BHYTPEHHEro KOHTPO/S  MNEepBUMYHOINO  [OKYMeEHTa
onoBelleHne ¢ TpeboBaHMEM UCNpaB/ieHUs O6GHapPYXeHHbIX OWWOOK HanpasnseTcs B
aHasIorMyHoM nopsike. NoBTOPHOE Harnpas/ieHNEe CKOPPEKTMPOBaHHOro/McnpaBeHHOro
[IOKyMeHTa B ajpec YNo/IHOMOYEHHOIO Ha NPoBeAeHue BHYTPEHHEro KOHTPOoNsa nuua
ob6sa3artesibHO.

MepBUYHbIE (CBOAHbIE) YYETHbIE LOKYMEHTbI AO/DKHbI MOCTYNaTb B Byxrantepuio no
pesynbrataM BHYTPEHHEro KOHTPO/IA coBepLUaeMbIX (PakToB X035MCTBEHHOWN XU3HU.

4.3. MepBuyHble (CBOAHbLIE) YYETHble [AOKYMEHTbl MPUHUMAKTCA K Y4eTy
oyxrantepuein nNo pesynbrataM BHYTPEHHEro KOHTPO/ASA coBepllaemMbiX (hakToB
XO35MCTBEHHOM XN3HMW.

3agavyammn BHYTPEHHEro KOHTPO/IS Ha 3TOM aTane ABASATCA:

- MPOBEpPKA HaIMUNA NOANNCEN AOMKHOCTHLIX NNL;

- NpoBepKa A0CTOBEPHOCTU COAEPXAaLUMXCA B NMEPBUYHbIX AOKYMEHTaxX AaHHbIX Ha
npegMeT COOTBETCTBMA npaBusiaM (QOPMUPOBaHMA [OOKYMEHTa W OTPaXeHus B
[OKYMeHTe UHdhopMaumn ¢ UCNosib30BaHNEM eAMHbIX CNPaBOYHUKOB;

- poBEpKa CBefdeHWl i Ha npeagmMer COOTBETCTBUSA f[aHHbIX B [OKYMEHTe
MHpopmaLmm, KoTopas OTpaKeHa B pernctpax byxrasitTepckoro y4yeTa;

- IpOBEpPKA Ha/NuMa [OOKYMEHTOB (CBEAEHWIA), SABNSAIOLWMXCA OCHOBaHWEM AN
dhopMMpoBaHMA NEPBUYHBIX YUYETHbIX JOKYMEHTOB;

- UCK/IIOYEHNE HapylleHWii 3akoHogatensctBa PP B 4acTM [AOKYMEHTa/IbHOro
odhopMIeHNA (DaKTOB XO3AMCTBEHHOM >XU3HW, BK/AOYas cob6ngeHne TpeboBaHUn K
9/1EKTPOHHONM NoANUCHK.

BHYTPEHHUI KOHTPONb MPeACTaB/IEHHbIX B OyXrasitTepuio AOKYMEHTOB, [O/HKEH
OCYLLeCTBNATLCA COTPYAHMKaMK Oyxrantepum He nosgHee cnegyrowlero pabodero AHs
nocne nosiy4eHusi AoKyMeHTa.

4.4. B cny4yae BbISIB/IEHUSA COTPYAHUKAMN ByxrasTepun owmboK B NpeacTaBieHHbIX
MEpPBUYHBLIX OOKYMEHTax Takme [OKYMEHTbl OTK/IOHAKTCA 6e3  WCMNOoJIHeHMA C
060CHOBaHMEM OTMpaBuUTE/ID NpuUYMH Bo3Bparta. [lpy 3TOM OTBETCTBEHHOE 3a
BHYTPEHHUA KOHTPO/b MPUHMMAeMbIX K OyXrasiTepckomy y4yeTy [AOKYMEHTOB JILIO
(coTpyaHuk Oyxrasitepun) Hanpas/fiSieT OTBETCTBEHHOMY 3a odhopmieHue n (1Uniwn)
noAgnucaHve [AaHHOrOo NepBMYHOTO OOKYMeHTa yBeAoMJ/iIeHMe (3anpoc) O pesysbrarax
BHYTPEHHEro KOHTPO/SA COBepLlaeMblX (PakToB XO3AMNCTBEHHOW XW3HU (TpeboBaHue 06
YCTPaQHEHUN HapyLLIEeHNA YCTAHOB/IEHHOrO MoOpsAKa [OKYMEHTa/IbHOro OgopMIEeHNUS
(pakToB XO3ANCTBEHHOI XM3HM) C NMH(bopMaLmel 0 cogepxalleinca B JOKyMeHTe OLNGKe



N HeobXOAMMOCTU ee UCMpaB/ieHUs C yKaszaHWeM KOHKPETHOro cpoka npeacTas/ieHus
HOBOTO (MCNpaBNeHHOTO, KOPPEKTUPYIOLLLETO) AOKYMEHTA.

B cnyyae BbiABIeHVMs (pakTa HenpeAacTaB/leHUA WM HECBOEBPEMEHHOTO
npeAcTaBNeHNss [OKYMEHTOB/CBELEHUN, HeobXxoAuMbIX ONA BefAeHus OyxralTepckoro
yyeTa, B TOM 4Yuc/ie B C/ydae BbisAB/IeHUS DaKTOB, YKa3sblBaloLWMX HA Ha/lnume oWnobKkn B
yyeTe M OTYETHOCTM B CBSA3NM C Henepepadverr fiMbo HeCcBOEBPEMEHHOM nepepayeit
MEPBUYHbBIX YYETHbIX OOKYMEHTOB ANA perncrpauum cofepXawuxca B HUX [OaHHbIX B
peructpax OyxranTepckoro yyeta, OTBETCTBEHHOE 3@ BHYTPEHHW  KOHTPOSb
NMPUHUMAaEMbIX K OyXrasitTepckoMy YyyeTy [OKYMEHTOB /MU0 (COTPYLHUK Gyxrantepum)
NHGOPMUPYET naBHOro byxrantepa. [NaBHbIA Oyxrantep Hanpas/isieT OTBETCTBEHHOMY
3a opopmieHne, npeacrassieHve u (Mnun) nognucaHne AaHHOTO NePBUYHOINO LOKYMEHTA,
nHoW unHdopMmaumu/ceegeHnin, TpebosaHue (MpunoxeHne 1) 0 npegocTaBneHUN
AOKYMEHTOB (MH(popmaLmu, MOSACHEHWU), KOTOpoe 00A3blBaeT OTBETCTBEHHbIX 3a
cosgaHve/cpopmupoBaHne u (Unn) noAnucaHne [OOKYMEHTOB UL, NpPefocTaBUTb B
Oyxranteputo  HeobGXxoguMble WU - [AOMOJSIHUTE/IbHbIE  OOKYMEHTbl  (MHJbopMauuio,
NOSICHEHNS) B YCTAHOB/IEHHbI CPOK.

TpeboBaHue, HanpasnAwTCA B CBOOGOAHOW (popme nocpefcTBOM 3/1EKTPOHHOM
MOYTbl, MECCEH/KEPOB U1 TI.

CpOK ncnosHeHns TpeboBaHUA eanHbI U cocTaBnsAeT He 6onee 3 (Tpex) paboumx
[HE C MOMeHTa Hanpas/IeHMA N NOJTy4YEHUA OTBETCTBEHHbLIM NNLOM TpeboBaHUA.

Bpems nonyyeHna TpeboBaHNA pukcupyertcs:

- HanpaB/ieHVEM OTBETHOro COOOLLEHUSA /Ly, OTBETCTBEHHOMY 3a BHYTPEHHWIA
KOHTPO/1Ib JOKYMEHTOB, TEM CaMbIM MHPOPMUPYSA €ro 0 TOM, YTO TpeboBaHMe NMPUHATO K
NCMNOSTHEHUIO.

TpeboBaHne B NUCbMEHHOW (popme r/1aBHOro OyxranTepa O npeacTaBeHnm
[OKYMEHTOB (CBeAEeHWin), HeobXxoauMbIX O/11 BeAeHUs  ByxrasTepckoro y4yera,
o6sA3aresibHbl 4151 BCEX COTPYAHUKOB YUpexaeHus.

Mpn oOTKkaze B  YyCTpaHEHWM  HapylweHus  YCTaHOB/IEHHOTO  Mnopsaka
[OKYMEHTa/TIbHOT0 0popM/IeHNA DAKTOB XO3AMCTBEHHOM XU3HU AaHHble, coaepxalimnecs
B NEPBUYHOM YYETHOM [OKYMEHTE, OTK/IOHEHHOM MO pe3y/ibTataM BHYTPEHHEro KOHTPOsA
coBepwlaemMblXx (DAKTOB XO3ANCTBEHHOW >KU3HW, MPUHUMAKOTCA K perncrpaumm u
HaKOM/IEHNIO B perncrpax OyxrasiTepckoro y4verta WCK/UYUTENIBHO MO MUCbMEHHOMY
pacnopshkeHutio PykoBoauTtens. B ykaszaHHOM criydyae PykosBoauTesnb eANHONINMYHO HeceT
OTBETCTBEHHOCTb 3a CO3ZaHHYI0 B pe3y/ibrare 3Toro MHgopmMauuio.

PesynbTaTbl MOMOXUTENIBHOTO BHYTPEHHErO0 KOHTPO/IA 3a MNPUHUMAaEMbIMU K
Oyxra/iTepckoMy Yy4yeTy [OOKyMeHTaMun YyBefoMNeHUaAMU Wu (Mnu) TpeboBaHMAMU He
ohopmnaATcA.  [LOKYMEHTbl, COCTaB/iIeHHble B COOTBETCTBUM C  AEWCTBYHOLNM
3aKoHO4aTeNIbCTBOM U HacToAWMMY MNpasunamu, NPUHUMAOTCA K ByXrasiTepckomMy y4yeTy.

4.5. O6wme cpokn ohopMIeHNs NEPBUYHbBIX LOKYMEHTOB COCTaB/IAIOT:

- co3gaHne - He nosgHee 10:00 cnegywowero pabodero AHA € MOMeEHTa
coBepLUeHNA DaKTOB XO3ANCTBEHHOMN XMU3HW. VCK/TIOYEHME - NEPBUYHbIE LOKYMEHTbI, AJ15
KOTOPbIX YCTaHOB/IEHA WHasA MepUoAMYHOCTb cocTaBneHus (CM. M. 4.6 HacToAWwmX
Mpasun);

- npea3anosiHeHne - B TedeHne 1 (04HOro) paboyero AHSA C MOMEHTA MOCTYN/IeHNS
yBeJOM/IEHNS O HeobXOooUMOCTU npef3anosiHeHMA [AOKyMeHTa (C Y4eTOM MOJI0XKEHWUN
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n. 3.6 HacToAwwmx MNpaswun);

- OTrpaBKa Ha MNPOBEPKY B pamKax BHYTPEHHEro KOHTPOMA [0 nepefayn
[OKYMEHTOB B Oyxranteputo - B TeyeHme 1 (ogHoro) paboyero pAHa nocne
cosgaHus/ohopmneHnsa 4oKyMmeHTa (npyu Heo6xoAnMOCTH);

- BHYTPEHHNA KOHTPO/b - B TeyeHne 1 (ogHoro) paboyero fgHA C MOMeEHTa
MOCTYN/IEHNA [OKYMEeHTa Ha npoBepky. Meponpusatus, CBA3aHHble C Harnpas/ieHneM
OMNOBELLEHNS O KOPPEKTUPOBKE AOKYMEHTa, ero ucnpasfieHne, NMOBTOPHaA OTnpasBka U
npoBepKa [O/IKHbl ObITb OCYLECTB/NEHbI B TeyeHue 1 (ogHoro) pabouyero aHa (npu
HeobxoauMOoCTH);

- cornlacoBaHve ¢ O4HUM OO/HKHOCTHbIM /IMLUOM - B TedeHue 1 (ogHoro) paboyero
[HA C MOMEHTa CO03[aHuA [OKYMeHTa WM Bo3Bpara Mo pesy/sibtatamM BHYTPEHHEro
KOHTpOANs (Npy HeobxoammocTun), ¢ ABymMs 1 6onee — He 6onee 3 (Tpex) pabounx AHen ¢
MOMEHTa CO34aHusA [AOKYMEeHTa WM Bo3Bpata no pesynbrataM BHYTPEHHEero KOHTPOsA
9npu Heobxo4MMOCTN);

- noAnucaHue - B 3aBUCUMOCTU OT KOMMYecTBa nognucen nuy, npegycMoTPeHHbIX
doopMoli nepBUYHOrO AoKymeHTa. CpoK noanucaHus [oKyMeHTa cocTaBnsetr 1 (oauH)
pabounii peHb, HO He nosgHee 15:00 cnepywouwero pabovyero AHA C MOMEHTa
MOCTYMN/IEHNSA AOKYMEHTAa Ha NoAnucaHue;

- yTBEpXAeHne - He nosgHee 15:00 cnepytowero paboyero AHA € MOMeHTa
MOCTYM/IEHNA MOAMUCAHHOTO JOKYMEHTA,;

- nepefaya B Oyxranteputo - B TeyeHue 1 (ogHoro) paboyero gHA C MOMeHTa
YTBEPXAEHUA AOKYMEHTa;

- BHYTPEHHWIA KOHTPO/b NPeACTaB/IEHHbIX AOKYMEHTOB B OyXranTepuio - B TeYeHne
1 (ogHoro) paboyero gHA C MOMeEHTa nepegadn OoKyMeHTa B byxranteputio;

- 06paboTKa/NPUHATNE K Y4eTy NpeAcTaB/IeHHbIX LOKYMEHTOB B OyxranTeputo no
pesynsrataM BHYTPEHHEro (OMHKOHTPOSIA - HE MO34Hee criefyoLero paboyero gHA nocsne
nonyyeHns  gokymeHta. O6paboTka  nocTynawwmx  OOKYMEHTOB  HayduHaet
OCYLLIECTBNATLCA B AE€Hb UX NOCTYNNIEHNSA UK B NEPBbI pabounii AeHb NPy NOCTYNEHUN
[OKYMEHTOB B Hepaboune AHW. [JOKyMeHTbl U MHJopMauusa, nocTtynuewne nocrne 16
yacoB 30 MMHYT Tekyllero fAHsd, B Uendax 06pabOoTKU/MPUHATUA K yyeTy [OOKyMeHTa
CUMTAKOTCA NOMYYEHHbIMU Ha cneayowmii pabounii AeHb.

4.6. ®opmupoBaHMe MNEPBUYHBLIX AOKYMEHTbl B paMKax MoMyyYyeHus pgoxoga ot
npeanpuHUMaTeIbCKON AeATEIbHOCTH:

- OTBETCTBEHHbI ucnonHutens (npegctasutesib LIPO) B MOMEHT COBepLUEHUS
XO35ACTBEHHOM oOnepauuyM HanpasnseTr B OyxralTepuio 3anpoc Ha CocTaB/eHue
NepBUYHOro pAokymeHTa. OcCHOBaHMEM [/19 COCTaBMIEHUS MEPBUYHOIO [AOKYMEHTa
SABNSAETCA corfiacoBaHHasi cneyndukayms, 3asiBfieHne o npoBefeHn MeponpusaTna n T.4.
Ecnn nnaHupyetca cornacoBaHme NEpBUYHOIO AOKYMEHTa MO TeNeKOMMYHUKAUNOHHbLIM
KaHa/laM CBfA3W, OOHOBPEMEHHO C 3anpocoM, B Oyxra/iTepuio npegocTasnser
aKTya/lbHbI MAEHTU(UKATOP KOHTpareHTa.

- ecnn ycnosmsMM OoroBopa npeaycMOTpeHO hopmupoBaHne nNepBUYHOIO
[OKYMEHTa Ha OCHOBaHWM OT4yeTa 3akasumka, BeAOMOCTE Yy4yeTa, pacyYETHbIX
BeAOMOCTEl W T.A4., OTBETCTBEHHbIA WCMNOMHUTENb MNPEeAoCTaBNsAeT B OyxralTeputo
corsiacoBaHHble JOKYMEHTbI-OCHOBaHUSA B YCTAHOB/IEHHbIE [OTOBOPOM CPOKM.

- KOPPEKTMPOBKA HauUCIEHUA [OXOA0B OyAywmMX MepuofoB NPOM3BOAUTCA Ha
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OCHOBaHUW nepefaHHbIX B OyxrasiTeputo OTBETCTBEHHLIMU WCMOHUTENAMWU PEECTPOB
PacTopxeHuii gorosopos apeHgbl HA, AV n 6e3803Me34HOro nosib3oBaHus.

Mocne dpopMmunpoBaHua K nepegavn NepBUYUHbIX OyXralTepPCcKMX AOKYMEHTOB MO
goxogam, yxrantep coobwaer 06 3TOM OTBETCTBEHHbLIM UCMOTHUTESIAM.

4.7. 3anucu B perucTpbl byxyyeta OCYLWECTBAAKTCA MO0 Mepe COBepLUEHUS
onepaunii U MPUHATMA K OyxraZITepckoMy Y4yeTy MNepBUYHOro (CBOAHOIO) YYETHOrO
[OKYMeHTa, HO He no3gHee cneaylowero AHA nocse nosyyvyeHnsa nepBuyHoro (CBO4HOrO)
YUYETHOro AOKYMEHTa Npu YC/I0BUN NOMOXUTENbHbLIX Pe3y/1bTatoB BHYTPEHHEro KOHTPOA
[OKYMEHTa, OCYLLLEeCTB/IEHHOIO B NopsKe, yCTaHOB/IEHHOM . 4.3 HacToAwmx Mpaswun.

4.8. TllepnognyHoOCTb (OOPMUPOBAHUA PErncTpoB OyxydyeTa YyCTaHaB/MBaETCH
YYeTHOWN NOMUTUKOMN.

MepnogmMyHOCTbL COCTaB/IEHUSA PErucTpoB OyxyyeTa He MOXEeT OblTb pexe

NepuoanYHOCTM, YCTAHOBMIEHHOW [ANs  COCTaB/IEHUs  OyXranTepCcKo  OTYETHOCTMW,
chopMUpyeMOii Ha OCHOBaHWM [AaHHbIX OMNpeAeneHHoro peructpa. [ns perncTpos, Ha
OCHOBAHUN  KOTOPbIX COCTaBNseTcs Oyxrantepckas (cpuHaHCOBas)) OTYETHOCTb,

yCTaHOB/IEHa NpefenbHasa gata Ux COCTaB/IEHUS - He MNo34Hee ABYyX pabounx OHen ¢
AaTbl 3aKpPbITUS COOTBETCTBYHOLLErO OTYETHOrO Mepuoda, YCTAHOB/IEHHOIO YYeTHOA
NOSIMTUKOWA.

5. OTBEeTCTBEHHbIE NULa, NPaBo Nognucu

5.1. lNepeyeHb nuL, OTBETCTBEHHLIX 3a COCTaB/IEHME, col/lacoBaHue, nognucaHue,
yTBEPXAEHMe, nepegadyy n ob6paboTKy NEePBUYHbLIX YYETHbIX AOKYMEHTOB W PETMCTPOB
OyxyyeTa ycTaHaB/IMBaETCH PyKOBOAUTENEM YUpeXxAeHUs.

YTOYHeHne npaB Mo (POpPMUPOBAHUKD (PUHAHCOBBLIX W MNEPBUYHBIX YUYETHbIX
AOKYMEHTOB, a TakKxe npaB [O0CTyna K 3anMcaM B Pernctpbl ByxyyeTta OCYLLEeCTB/ISETCA
no mMepe HeobXxoAMMOCTW, HO He pexe 1 pa3a B 6 MecsueB, HaunmHas C Havana
KanieHgapHoro roga.

5.2.TlepeyeHb  [OO/DKHOCTHbLIX  NUL,  OTBETCTBEHHbIX 3a  COCTaBJ/IEHME,
corsiacoBaHue, nognucaHne, yTeepxaeHue, nepegadvy v 06paboTky nNepBUYHbIX YYETHbIX

NOKYMEHTOB, CYETOB-(DAKTYP, [AEHEXHbIX W PAaCYETHbIX [OKYMEHTOB, (DUHAHCOBbIX
065a3aTeNbCTB, PErncTpoB ByxyyeTa:

N

i HavmeHoBaHMe OOKYMEHTOB [LOMKHOCTb

1 | [eHexHble, pacyeTHble, PykoBoguTens (Npaso nepBol

(hMHAHCOBbIE AOKYMEHTHI,
JomHaHcoBble 06s13aTe/NbLCTBA,

[MepBUYHbIE YYETHbIE LOKYMEHTHI,
doopma KOTopbIX NpegycMmarpmBaet
noAnNnUcb PyKoBOAUTENSA, INTaBHOIO
oyxrantepa

nognucu)

3amecTuTenb pykoBoAMTENS
(npaBo nNepBo Noanucu npu
OTCYTCTBUM PYKOBOANUTESS)

NaBHbIN Byxrantep (NpaBo BTOPOWA
nognucu)




3amecTuTesib rnaBHoOro
oyxrantepa (npaBo BTOPOIi
NOANUCY NPU OTCYTCTBUW [/TaBHOTO
oyxrantepa)

MepBUYHbIE YYETHbIE AOKYMEHTHI,
chopma KOTOpbIX NpegycMaTprBaeT
yTBEPXAEHNE PyKOBOAUTENS

PykoBoauTtens (npaso
yTBEPXAEHNS)

3amecTuTenb pykoBoaAUTENS
(NpaBo yTBEPXAEHNS NPU
OTCYTCTBUM PYKOBOAMTENS)

MepBUYHbIE YYETHbIE AOKYMEHTHI,
chopma KOTopbIX NpegycMaTprBaeT
corsiacoBaHue

PykoBOAUTENN COOTBETCTBYHOLLIMX
CTPYKTYPHbIX NoapasaeneHuii

[epBnYHbIE AOKYMEHTbI MO Y4eTy
H®OA

UneHbl 1 npeacenarenb KOMUCCUN
MO NOCTYN/IEHVIO U BbIOLITUIO
aKTNUBOB, COCTaB KOTOPOIA
YTBEPXAEH OTAE/bHbIM MPMKA30M
(npaBo NoAnNMcK OTBETCTBEHHbIX
NN YNONHOMOYEHHbIX NNLY)

[OMKHOCTHbIE Nnua,
OTBETCTBEHHbIE 3a COBepLUeHne
dhakToB XO35IICTBEHHOW XU3HN U
nx othopmneHue - 3aBxo3 un T.4.
(npaBo NoAnNMcK OTBETCTBEHHbIX
ncnosnHuTenen)

MepBUYHbIE [OKYMEHTbI no | MogotyeTHble Nnua (nNpaso
pacyetam c NMOAOTYETHLIMW | NOAMNNUCK OTBETCTBEHHbIX
nmuyamu ncnonHuTenemn)
Byxrantep no pacuertam c
NoAOTYETHLIMK Niuammn (NpasBo
nognucy OTBETCTBEHHOTO /MLia)
Apyrve nuua, NnpeaycMoTpeHHbIe
dhopmoli
MepBuYHbIE [OKYMEHTbI no | YneHol n npegcenarenib KOMMcCUN
pacyetam C  gebutopamu U | NO NOCTYM/IEHUIO U BbIObITUIO
KpeauTopamu aKTVBOB NN NHBEHTapPU3aLMOHHOWN

KOMMWCCUK, COCTaB KOTOPbIX
YTBEPXAEH OTAE/bHLIM NPMKA30M
(NpaBo Noanucy OTBETCTBEHHbIX
UM YNOTHOMOYEHHbIX /TNLL)




Byxrantep no pacyetam c
KOHTpareHTamu (Npaso noAanucu
OTBETCTBEHHOIO /ML)

Byxrantep no poxogam (npaso
NoANUCY OTBETCTBEHHOIO NULA)

MepBrYHbIE [IOKYMEHTbI no
pacuyeTam ¢ GraxeTamu

naBHbI Byxrantep (Npaso
NoAnNMcY OTBETCTBEHHOIO NNLA)

3amMecTuTe b rnaBHOro
oyxrantepa (npaso NoAnucK
OTBETCTBEHHOIO /11Lia)

MepBUYHbIE Y4YeTHble [10KYMEHTbI
Mo pacuyetam ¢ COTpyAHMKaMM

3amecTuTesnb
oyxrantepa  (npaBo
OTBETCTBEHHOIO /1MLa)
PaboTHMK KaapoBOIi CNyXO6bI
(npaBo nognNuMcu OTBETCTBEHHOTO
NCNONMHUTENS)

rMnaBHOIoO
noanncun

[MepBUYHbIE YYETHble [OOKYMEHTbI
MO YYETY KaCCOBbIX OI'IepaLI.VIﬁ

Kaccup (npaso nognvcu
OTBETCTBEHHOIO UCMNOSIHUTENSA)

Byxrantep no yyeTy KaccoBbIX
onepauuii (NpaBo noanucu
OTBETCTBEHHOIO /ML)

10

[lOKyMeHTbI N0 MHBEHTapU3aLun

UneHbl N npeacepatens
NHBEHTapM3aLUMOHHON KOMUCCUM,
COCTaB KOTOPbIX YTBEPXAEH
OoTAeNbHbIM Mprkasom (npaso
noAnucu OTBETCTBEHHbIX UK
YMNO/ITHOMOYEHHbIX INLY)

11

Pernctpbl 6yxrantepckoro yyeta

NaBHbI Byxrantep (NpaBo
nognucy yrnosIHOMOYEHHOro Nnua)

Byxrantep no yyacTtky (npaso
NnoANMCU OTBETCTBEHHOIO
ncnonHnTens)

12

CueT-dhakTypa

PykoBoauTens (NpaBo NepBoii
noanuncu)

YNOMHOMOY€EHHbI 3aMecTuUTe b
pykoBoantens (npaso NepBoi
nognucu)




naBHbIA Byxrantep (NpaBo BTOPOWA
nognucm)

3amMecTuTe b INaBHOIo
oyxrantepa (npaBo BTOPOIA
noAnMCKU NPU OTCYTCTBUM [N1aBHOTO

oyxrantepa)
13 | byxrantepckas, Hanorosas, PykoBoauTtens (Npaso nepsou
crTatuctmyeckasa n nHas noanmcu)

OTYETHOCTb
NaBHbIN Gyxrastep (Npaso BTOPOM
noanucu

Byxrantep no yyacTtky (npaso
NOANMUCY OTBETCTBEHHOIO
ncnonHnTens)

5.3. CnNnckn OTBETCTBEHHbIX /UL, Ha KOTOPbIX BO3Maraetcsd 00A3aHHOCTb
COCTaB/IEHNSA MEPBUYHbLIX [OKYMEHTOB B YUpexAeHUMm 1 KOTOPbIM NpefocTaBnseTcs
npaBo WX NOANUCK, NPEACTaBNATCA rNMaBHOMY Oyxrantepy YupexpneHus BenyLmm
crneynasimcToM Mo Kagpam He nosfgHee crefytoulero paboyero AHA €O AHA HageneHus
COTPYAHMKA COOTBETCTBYHOLMMU NOSTHOMOUYMAMU, BHECEHUS U3MEHEHWIA, AOMO/HEHUA B
CNyXXebHble KOHTPaKTbl, TPYAOBbIE AOrOBOPbLI (COornatleHuns).

5.4. 3a HecBOeBpeMeHHOe, HeKayeCTBEHHOe OodiopMiieHMe U CcOCTaB/ieHue
NepBUYHbIX OKYMEHTOB, 3a[€PXKY nepefayn ux s oTpaxeHus B OyxranTepckoM yyete
N OTYETHOCTU, 3a HEAOCTOBEPHOCTb COoAEepXaluxca B AOKYMEHTaxX AaHHbIX, a TakKke 3a
cocTaB/ieHne [OKYMEHTOB, oTpaxaroLmnx He3aKOHHbIe onepauuu, HecyT
OTBETCTBEHHOCTb A0/KHOCTHbIE NnLa, CoCTaBmBLUME U NoANUcaBLUNE 3TN LOKYMEHTHI.

5.5. MepBnYHbIE  AOKYMEHTbI, O(OPM/IEHHbIE Ha Oymare, noANUCLIBaKOTCA
yyaCcTHMKaMn OKYyMeHToo6opoTa CO6CTBEHHOPYUHO.

B YupexneHun [onyckaeTcs MCNofib30BaHMe (PakCUMUIbHOTO BOCMPOM3BEAEHUSA
nognucy C MOMOLLbIO CPeACTB MeXaHW4yecKoro WM MHOro KOMMPOBaHWUA, 3/1EKTPOHHO-
undppoBolr noanucu nmMbo MHOrO aHasnora CO6CTBEHHOPY4YHOW noanucn (chakcumune
pyKoBOAUTENSA) MO NpuKasy pykoBoauTensa YupexpneHus. CobCcTBeHHOpYyYHas MoAnuch m
NOANUCb (hakCuMnie NMEKOT PaBHYH HOPUANYECKYHO CUNY.

dakcmnie Henb3s NCMNoMb30BaTh Ha:

- (PMHAHCOBbIX N NNATEXHbIX AOKYMEHTAaX;

- HAJT0rOBOW OTYETHOCTM U HAJI0rOBbIX Aeknapaumsx;

- 3anpocax 1 3asiB/IEHUSX B roCyAapCTBEHHbIE/MYHULMNA/IbHbIE OpraHbl;
- ByXrasiTepcKon OTYETHOCTH;

- JOBEPEHHOCTSIX;



- cyeTax-hakTypax;
- 3a51BKax Ha yyacTume B KOHKYpCE;
- KapToykax c obpasuamm noanncen.

5.6. JoKyMeHTbl, O)OPM/IEHHbIE B  3/IEKTPOHHOM  BuAE, MNOAMNUCLIBAKOTCA
S/1EKTPOHHBIMW MOANUCAMM B COOTBETCTBUN C TpeboBaHuAMM 3akoHa N 63-d3, 4yTo
nogpasymMeBaeT Ha/lMume S/IEKTPOHHOW MOAMUCU  OJ1A  KaKAOro U3  Yy4yaCTHMKOB
3/1EKTPOHHOr0 B3anMOAENCTBUS.

lMepBMYHbIE YUYETHbIE AOKYMEHTbI U PEerucTpbl OyxydeTta, CoCcTaB/iEHHble B hopMe
3NEKTPOHHbIX AOKYMEHTOB, NOANMCLIBAIOTCS:

- KBa/IMOMLUMPOBAHHOM 3NEKTPOHHON nognuncbio (ganee - SLM);

-B Cay4yasiX, NpeayCMOTPEHHbIX 3aKOHOAATeNlbCTBOM, MPOCTOM 3/1EKTPOHHOW
nognuceto (aanee - ).

5.7. KeanmpmumpoBaHHas anekTpoHHaA nognuch NpefocTaBiseTca:

- PYKOBOAMUTENIO YUpexaeHus;

- 3aMeCTUTE/I0 PYKOBOAUTENA YUpexaeHus,

- rnaBHoMy Byxrantepy;

- 3aMeCTUTE/I0 NaBHOro Byxrantepa;

- npeacepaTesnto KOMMUCCUKM NO NOCTYMNIEHUIO U BblObITUIO aKTUBOB;

- npeacenarento UHBEHTapPM3aLNOHHON KOMUCCUMK;

- PYKOBOAUTENAM CTPYKTYPHbIX NogpasaeneHnii;

- IMyam C NoJsIHON MatepuasibHOM OTBETCTBEHHOCTLIO;

- VHbIM COTpPyAHWKaM, HadesIeHHbIX MO/IHOMOUYMAMKW NOoANUCLIBaTb [AOKYMEHTHI,
TpebytoLime nx nognucaHns KBaMgULMpPoOBaHHOW NOANUCHIO.

Bcem OCTaJ/IbHbIM yyacTHUKaM [OKYMEHTapHoro B3aMMO4encTems,
NOMMEHOBaHHbLIM B NyHKTe 5.2 HacTtoawwmx [lpaswun, npeaoctaBndeTca npocras
3NEeKTPOHHAaaA noAnuch.

5.8. Nopapok K1Cnosib30BaHNA NPUMEHAEMbIX B YUpexAeHUn 3NEeKTPOHHbIX
noAanvucen npeacrasneH B Tabnuue:
Bua nognucu [Mpn noannucaHun Kakux AOKYMEHTOB UCMNOb3yeTCA
MpocTaa 3l [MepBUYHbLIE OOKYMEHTbLI, eC/i1 cornaweHnem, NPUHATLIM
yyaCcTHUKaMM 3M1EKTPOHHOTO AOKYMEHTO060poTa,
yCcTaHoBNEeH 3T0T BMA, Al B Ka4yecTBe BO3MOXHOIO U
npeaycMOTPEH NOPAL0K ee NPOBEPKU
[MepBuYHbIe (CBOAHbIE) YYETHbIE AOKYMEHTbI, PErncTpbl
Oyxy4yeTa, cocTaB/ieHHble B (DOPMe 3/IEKTPOHHOrO
[OKYMeHTa Nno yHU1LUMpoBaHHbIM thopmam, B cnyyasx,
npenycmoTpeHHbIX MNpunoxeHnem N 5 K MNpukasy N 52H,
MpunoxeHnem N 5 K NMNpukasy N 61H, NHbIMUK
HOPMAaTMBHbLIMU NPAaBOBbLIMU aKkTaMu, perympyowmmm
BefeHne Byxra/siTepckoro yyerta 1 coctasneHue
Oyxrantepckoin (PUHaHCOBOWN) OTYETHOCTM.
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KBannduuynposaHHas Coob6LeHns, nognexawue nepegade B Ha/10roBblil opraH,
arl npenycmoTpeHHble nn. 2, 2.1 cT. 23 HK P®

Cornacve Hasoroniaresibwuka (naaresbLimka CTpaxoBbIX
B3HOCOB) Ha NpuU3HaHWe cBefeHuin, COCTaBNAKLLMNX
Ha10roByHo TaiHy, 06LLef0CTYNHbIMU

3asBrieHve 0 3a4eTe (BO3BpaTe) U3NNLLIHE ynaayeHHoro
(B3bICKAHHOrO) Hasiora (cbopa, CTpaxoBbIX B3HOCOB,
neHen, wrpada), cymm HAC, nognexawmx BO3MELLEHNIO
HanoroBsble geknapaunn (pacyeTbl N0 aBaHCOBbLIM
nnarexam), pacyeT no cTpaxoBbiM B3HOCaM
O6sa3aTenbHbIii 3K3eMNNAP rof0BOM GyxrasTepckom
OTYETHOCTU

3asB/ieHVe 0 NoCTaHOBKE Ha Y4eT (CHATUK C yyeTa) B
Ha/10roBOM opraHe no OCHOBaHWAM, NPeayCMOTPEHHbIM
HK P®

[LOKyMeHTbI, UCTpebyemble HasIoroBbIM OpraHoM npu
npoBefeH HaoroBOW NMPOBEPKN

CueTta-thakTypsbl

>KypHas yyeTa BbICTaB/IEHHbIX CHETOB-(PaKTyp, KHUra
npoAax

CeefeHusa niansunayasbHoro (nepcoHNgMLMPOBaHHOrO)
yyeTta

[MepBUYHbIE (CBOAHbIE) YUYETHbIE OKYMEHTbI, PETUCTPbI
Oyxy4yeTa, cocTaB/ieHHble B DOPMe 3/IEKTPOHHOrO
[OKYMeHTa Nno YHUMLMPOBaHHbIM (hopmam, B cnyyasx,
npenycmoTpeHHbIX MNpunoxeHnem N 5 K Npukasy N 52H,
MpunoxeHnem N 5 k MNMpuka3y N 61H, MHbIMU
HOPMaTUBHbLIMW NPAaBOBbLIMU aKTaMun, PeryvpyoLmnmm
Be[ileHne OyxranTepckoro yyeta u coctaB/ieHne
Oyxrantepckon (prHaHCOBO) OTYETHOCTH

5.9. MpuHATHE K OyxranTepCckoMy Y4eTy MnepBUYHbIX YYETHbIX [AOKYMEHTOB,
ohopMnAWNX hakT 3ak/IYeHUs [0roBopa, BbIMNOAHEHUS YCyr/paboT, nocTaBky
TOBapa No [J0roBopy (@kT BbIMOSIHEHHbLIX paboT/okaszaHHbix ycnyr, Y4, Topr-12),
MOAMUCAHHbIX YMOJITHOMOYEHHbIM NpeAcTaBuTeNeM YupexaeHus KBaMdIuumMpoBaHHON
3N1EKTPOHHOM MOAMUCLIO, C OAHON CTOPOHbI, U MPOCTON 3MEKTPOHHOW MOAMUCLID CO
CTOPOHbI Y4aCTHMKa AOTOBOPHbLIX OTHOLLEHWUI, AonycKaeTcs.

5.10. ByCTOPOHHUIA ~ (MHOTOCTOPOHHWUI)  MEPBUYHLIA  YYETHbIA  [OOKYMEHT,
ChOpMUPOBAHHLIA B 3MEKTPOHHON ¢hopMe, AO/MKEH ObiTb MNoAnMCaH 3NEKTPOHHLIMN
noagnucamMm o6eunx (Bcex) CTOPOH chenku. 3ameHa nognucy OfHOWM U3 CTOPOH Ha
COBGCTBEHHOPYYHYIO HE [lonyCcKaeTcs.

VcknioueHne - nepBuYHbIe YyUYETHbIE AOKYMEHTbI, NOPAL0K (POPMMPOBAHUA KOTOPBIX
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NpsMO  npefycMmarpvBaeT BO3MOXHOCTb  MOAMMCAHWA OA4HOW M3  CTOPOH  KOmnun
3NEeKTPOHHOro foKyMeHTa cornacHo MpunoxeHnio N 5 k MNMpukasy N 61H.

5.11. Jiuuo, OTBETCTBEHHOE 3a O0OpM/IEHNE, 3aMeHy, BblAayy 3M1EeKTPOHHbIX
noanucen ABMASETCA HadyaslbHUK (PUMHAHCOBO-3KOHOMUYeckoro otgena. OdpopmneHue
9/IEKTPOHHOW MOAMMCK, a Takke ee aHHynupoBaHue (KOMMpoOMeTauus  K/o4a)
OCYLLECTB/NAETCHA Ha OCHOBaHMM 3asBKW, HarpasB/fieHHOW PyKOBOAMUTENIEM CTPYKTYPHOrO
noapasfenieHns no CcoriacoBaHWid C  pykoBoaAuTENeM W [NaBHbIM  ByxrasitTepom
yupexaeHus B apec nuua, OTBETCTBEHHOIO 3a OPOpPMIEHNE 3NIEKTPOHHbIX NOAMNUCEN.

lMpocTas anekTpoHHasd nognucb MNpPefocTaBNsAeTCca MOCPEeACTBOM perucrpaumm
focTyna nosb3oBaTens K MHopmaunoHHon 6ase (cucteme). Mpu 3TOM 47189 NONYyYEHUS
MPOCTOM  3/IEKTPOHHOW  MOANUCUM He  TpebyeTcs  YCTaHOBKM  AOMOJIHUTENIbHOIO
nporpaMMHOro ob6ecrevyeHnsi U cepTUdMKaToB 3NEKTPOHHON nognucun. MNonb3oBartenb
nosyyaet AOCTYyNn K MHJOpMauUOHHOW 6a3e MNocpeAcTBOM BBOAA J/IOTMHA W napons,
NnpeaocTaBNeHHbIX NIMLOM, OTBETCTBEHHbLIM 38 OCDOPM/IEHME 3NEKTPOHHLIX nognucei. B
[OKYMeHTax, C(OPMMPOBAHHBLIX YKas3aHHbIM Mosib30oBarenemM, OydeT coAepXarbes
nHopMaLmMa O HEeM Kak O nuue, noanucasBlUeM 3S/IEKTPOHHbIA  AOKYMeHT (B
onpeseneHHoM Mnosie 3/IeKTPOHHOIo AOKyMeHTa OoTobpaaeTcsa COOTBETCTBYHOLLAA
NHdoopmMauus).

KBanuduumpoBaHHaa 3MeKTPOHHaA MOANWCL MpefocTaB/sgeTca MnocpeacTBOM
Bbl4auM K/llo4a 3MEKTPOHHOW NOAMWCU W KYa MPOBEPKM 3MIEKTPOHHON MOAMUCH,
yKa3aHHbIX B COOTBETCTBYHWLEM cepTudpukare. KeanmumumpoBaHHass 3SM1EKTPOHHAA
noAnuchL NpeaocTaBnseTca:

- TeppuToprasibHbIM opraHoMm ®efepasibHOro KasHavyencTBa;

- aKKpeaMTOBaHHbIM YA0CTOBEPAIOLMUM LLEEHTPOM.

5.12. Nepepaya npaBa UCMNOMNb30BaHMA 3/1EKTPOHHOI MoANMCK OT Bfajenbla ee
cepTudpmkata MHOMY NnLly, B TOM YnC/e COTPYAHUKY YUpexaeHusi, 3anpeLleHa.

5.13. B cnyyae yBOJIbHEHUA WX MPEACTOSALLEro ANMTeNbHOro otcyTcTensa (bonee
30 AHei), nuu, OTBETCTBEHHbIX 3a odopmieHne u (unu) nognucaHne [OOKYMEHTOB,
nepefaya Takoro nosIHOMo4YMsi MIHOMY OTBETCTBEHHOMY /MLy COMPOBOXAAETCH:

- OohopmIeHNEM OTAENBbHOTO MnpuKasa/pacrnopskeHns 0 NOCTOAHHOM/BPEMEHHOM
BO3/10XKEHNN COOTBETCTBYIOLUUX 00S3aHHOCTEN Ha MHOEe NNLO C YyKasaHWeM BWOO0B
[IOKYMEHTOB, KOTOpble UMeeT npaso 0hopPM/IATL/NOANNCLIBATL BHOBb YMNO/THOMOYEHHbIN
COTPYOHUK, a Takke Buga nNpefocTaB/seMON  3NEeKTPOHHOW  nognvcn  (rpu
Heobxo4MMOCTW), C  O3HakOM/IeHMeM oA  pocnucb B O€Hb  nognvcaHus
npvkasa/pacnopsXXeHnsa pyKoBoAUTENEM,

- YTOYHEHVEM YTBEPXAEHHOIO NepPeyHa OTBETCTBEHHbIX NUL, (MPY YBOSIbHEHUN);

- BHECEeHMeM [OOMNOSIHEHUN/M3MEHEHNA B TPYAOBOW [OrOBOP, [OO/MKHOCTHYHO
NHCTPYKUWMIO, CNYXEOHbI KOHTPaKT COTPYAHMKA, HaLensAemoro MosIHOMOYUsAMU Mo
doopmupoBaHuo/nognucaHnio ByxranTepckmx 4OKYMEHTOB (Npy HEOBXOA4MMOCTN).

Mpukas/pacnopskeHune 0 NMOCTOSAHHOM/BPEMEHHOM HajeneHuu
COOTBETCTBYHOLLMM(M) MOTHOMOYMEM(AMU)  OCPOPMNAET OTBETCTBEHHbLIA  COTPYAHMK
KaApoBOWN CNy>XObl NO COracoBaHUIO B 4YacTy Ha3HayYeHWs HOBOTO OTBETCTBEHHOIO 3a
hopmupoBaHue/nognucaHne LOOKYMEHTOB /nua C  PYKOBOAUTENIEM  YUpexaeHus.
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BHyTpeHHWi pacnopsaguTenbHbIi OOKYMEHT oghopmiseTcsa B AeHb
nosyyeHnsa/npefocTaB/ieHNss B KagpoBylo Ciyx0y uHopmauun 06 yBOMIbBHEHWUU WU
OTCYTCTBMM Ha  paboyem MecTe mua, U3HaA4Ya/IbHO  OTBETCTBEHHOIO  3a
hopmupoBaHue/nognucaHne JOKYMEHTOB.

YTOUHeHne nepeyHa ul, OTBETCTBEHHbLIX 3a COCTaB/IEHME, corniacoBaHue,
noAnvucaHue, yTBepxaeHue, nepegavy n o6pabotky nepBuYHbIX YYETHbIX LOKYMEHTOB U
pPeErncTpoB OyxydeTta, B HacToAawmx lNpaBuiax U UHbIX OOKYMEHTax YUYeTHOW MOINTUKU
OCYLLIECTB/ISAETCA NaBHbIM OyXrasitTepoM B TeueHune 2 (AByx) pabouymx AHEN C MOMEHTa
nognucaHna pykoBoAUTENEM YUpPeXAeHNA COOTBETCTBYIOLLEro npukasa/pacrnopsXeHuns.

Mpn yBONbHEHUM COTPyAHUKA nNpocTasd 3NeKTpoHHasA MNOoAMUCL OT3biBaeTcs
nocpencTsoM GM0KMPOBKM [OCTYynNa nonb3oBaTtens K MHQopMaunoHHoOW 6ase (cucteme).
Ceptudpmkar  KsaM@PUUNPOBAHHON 3NEKTPOHHON MOAMUCK  OT3blBAETCA M3 TOro
YAOCTOBEPSAIOLLEro LeHTpa, B KOTOPOM OH Obl/1 OChOpMJIEH, /INLOM, OTBETCTBEHHbLIM 3a
odhopmMsieHNe, 3aMeHy, Bblaavy, aHHyIMpoBaHne (KOMNpOMEeTaLnio Koya) 3N1eKTPOHHbIX
nognucein  cornacHo n.5.11  HactoAwwmx [lpaBun. WMHGopmupoBaHve  nuua,
OTBETCTBEHHOIO 3a 3/IEKTPOHHbLIE NOANUCK, BO3NaraeTca Ha OTBETCTBEHHOIO COTPYAHMUKA
KagpoBOW C/y>KObl M OCYLIECTBNSAETCA B AeHb NognucaHus npukasa/pacrnopsikeHns o6
YBOJIbHEHUM UKW Nepeaade npasa NoAnnucyu 4OKYMEHTOB MHOMY JIULLY.

MpegocTaBneHne 3/1EKTPOHHBIX NOAMNUCEN HOBbIM Ha3HAY€HHbIM OTBETCTBEHHbLIM
nvuam ocyLLecTB/IAEeTCA B nNopagke, npeaycMoTpeHHOM M. 5.11 HacToAwmx MNpasui.

6. XpaHeHue [OKYMEeHTOB

6.1. XpaHeHne LOKYMEHTOB OyXra/iTepCkoro yyeta OpraHuM3yeTcsa pykoBoauTesiem
YupexaeHus.

6.2. O653aHHOCTM MO 06ecnevyeHnto COXPaHHOCTU MEPBUYHBLIX [OKYMEHTOB,
perucTpoB OyxydeTa, Byxra/iTepckoi U MHOM OTYETHOCTU, OCDOPMJ/IEHUIO U Nepesade ux B
apxuB BO3MaralTCAa Ha rnMaBHOro byxrantepa YupexaeHus.

6.3. ObecneyeHne COXPaHHOCTU [OOKYMEHTOB B Te4yeHWe CPOKOB WX XpaHeHus
OCYLLEeCTBNAETCA B COOTBETCTBUN C:

- ®egepasibHbIM 3aKOHOM OT 22.10.2004 N 125-®3 "O6 apxuBHOM aene B PP,

- ®epepasibHbIM 3akOHOM OT 06.04.2011 N 63-®3 "O6 3/1eKTpOHHOK nognucu';

- Mpukazom PocapxmBa o1 31.07.2023 N 77 "O6 yrtBepxaeHun [MpaBun
opraHu3aunn XpaHeHusi, KOMIMJIEKTOBaHUA, Y4yeTa W WCMO/b30BaHUA [OKYMEHTOB
ApxuBHoro dooHga Poccuitickoin depepaumn 1M OPYIUX  apXUBHbIX OOKYMEHTOB B
rocyapCTBEHHbIX OpraHax, opraHax MecTHOro caMmoynpas/ieHus N opraHnsaumsax”;

- Mpukazom PocapxmBa oT 09.12.2020 N 155 "O6 yrtBepxaeHun [paBun
opraHusauumn XxpaHeHus, KOMNIEeKTOBaHWs, yyeTa U NCNoNb30BaHMA Hay4YHO-TEXHMYECKO
AOKYMEHTauMmM B OpraHax [oCcyfapCTBEHHOM — Bnactu,  opraHax  MeCTHOro
camMoynpasneHuns, rocygapCcTBeHHbIX N MyHULMNA/IbHbIX OpraHn3aunax”;

- Mpukazom PocapxmBa o1 20.12.2019 N 236 "O6 yTBEepXAeHUn NepeyHs TUNOBbIX
yrnpas/IEHYEeCKMX apXMBHbIX [OOKYMEHTOB, 00pasylolmxca B npouecce AeATelIbHOCTU
rocyfapCTBEHHbIX OpraHoB, OpPraHOB MECTHOro camoynpasfieHus W opraHusauum, c
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yKasaH/eM CPOKOB MX XpaHeHusa";

- Mpukazom PocapxmBa o1 22.05.2019 N 71 "O6 yrtBepxaeHun [lpasun
[eNonpon3BOACTBA B NOCYAapCTBEHHbIX OpraHax, opraHax MecTHOro camoynpas/eHns”;

- Mpukaszom PocapxmBa o1 11.04.2018 N 42 "O6 yTBEpPXAEHUN NPUMEPHOro
MOJIOKEeHMs 06 apxnse opraHnsaumm'.

XpaHeHne nepBUYHbIX (CBOAHbIX) AOKYMEHTOB, PEIMCTPOB ByxyyeTa, cogepalmx
CBe[lEHUsI, COCTaB/IsIlOLLME FOCYAAPCTBEHHYIO TaliHy, OCYLECTBNAETCS C COGMAEHNEM
HOPM 3akoHoAaTeNbCTBa P® 0 3aluTe rocyaapcTBEHHON TaiiHbI.

6.4. YupexgeHne obecrneyvBaeT XpaHeHWe nMepBUYHbIX (CBOLHbLIX) YYeTHbIX
[IOKYMEHTOB, PerucTpoB byxyyerta, OyxraiTepckoi ((oMHaHCOBOW) OTYETHOCTU B TeYeHue
CPOKOB, YCTAHOB/IEHHbIX B COOTBETCTBUU C Mpasu/iaMy opraHu3auun rocyaapcTBeHHOro
apxvBHoro gena B P®, HO He MeHee NATU NET MNOC/Ie OKOHYaHWA OTYETHOro roga, B
KOTOPOM (32 KOTOPbIi1) OHM COCTaB/IEHBI.

6.5. icumcneHne cpoka XpaHeHus [OKYMEHTOB npousBoautcs ¢ 1 sAHBaps roaa,
CnefytoLLero 3a OTYETHbIM FOA0M.

6.6. XpaHeHne 3/1eKTPOHHbIX apXMBHbIX AOKYMEHTOB OCYLLECTB/ISIETCA B CUCTEME
XpaHeHNS 3M1eKTPOHHbIX AOKYMEHTOB.

6.6.1. /19 9/1EKTPOHHBLIX AOKYMEHTOB OYyXrasITepCcKoro y4yera, KOTopble nognexar
MOCTOAHHOMY  XpaHeHwto, Mo peweHuo [aBHoro Oyxrantepa (QOPMUPYHOTCA
[OMOJTHUTE/IbHbIE 3K3EMM/IAPbI AJOKYMEHTOB Ha ByMaXkHOM HocuTesne (4ybnukarsl).

6.6.2. B o06sA3are/lbHOM nopsgke  uv3rotaBAMBaeTCA OAWH  paBHO3HAYHbIN
SN1EKTPOHHOMY  [JOKYMEHTY  3K3eMnnasap rogoBo  Oyxrantepckoir  (oMHaHCOBOW)
OTYETHOCTM B BMAE [AOKyMeHTa Ha OymMaxHOM Hocutene, NOANUCAHHOIo
COOCTBEHHOPYYHbIMU MOAMUCAMU  YMNONIHOMOYEHHbIX nuy, (aybnukar), Kak [OOKYMEHT
MOCTOAHHOIO XpaHeHus.

6.6.3. PopmMypoOBaHMe KOMNNA PErMcTpoB BYyXranTePCKOro yyeta, UHbIX JOKYMEHTOB
Oyxra/ZITepckoro y4yeta, COOPMUPOBaAHHLIX B (POPME 3/IEKTPOHHbLIX [AOKYMEHTOB, Ha
OyMa)XkHOM HOCKTEe/Ie OCYLLECTBISAETCA B C/lyyae OTCYTCTBMSA BO3MOXHOCTU MX XpPaHEHUA
B BMAE 3/IEKTPOHHbIX JOKYMEHTOB 1 (U/11) HEOBXOAMMOCTM 0becneyeHna XpaHeHNs Takmx
[OKYMEHTOB Ha OyMaxHOM HocuTene, no WCTEYEHUUM Kax[Ooro OTYETHOro nepuosa
(vecaua, keBapTana, roga), C Yy4yeToM MepuoaNYHOCTU (POPMUPOBaAHUSA PETNCTPOB
Oyxy4yeTa, YCTaHOB/IEHHOW YYETHOW MNOINTUKON. KOnuu 3NEKTPOHHbIX [AOKYMEHTOB Ha
OyMaXXHOM HOcuTeNe, N3rOTOB/IEHHbIE B LIENISIX XPaHEHUA 1 3aBepPeHHbIe B COOTBETCTBUN
C nonoxeHuamun n. 3.4.1 HacToawmx NMpasBu, a Takke peecTp 3/IEKTPOHHbLIX LOKYMEHTOB
no dopme cornacHo [MpunoxeHnto Ne 2.17 K HaCTOAWEN YUYETHON NOMUTUKE,
dhopmumpyroTcA nocne NPUHATUSA (yTBEPXOEHUSA) OTYETHOCTMU CyObEeKTOM
KOHCONMMAMPOBAHHOM OTYETHOCTU 3@ COOTBETCTBYIOLLMIA OTYETHBIV NEPUOLA.

6.7. Mpu XpaHeHUn nepBUYHbIX (CBOAHbLIX) YYETHbIX [AOKYMEHTOB, PErncrpoB
byxyuyeTta, Oyxrantepckoh (oMHAHCOBOM) OTYETHOCTU OTBETCTBEHHbLIA COTPYAHMUK
YupexpeHusi, obecneynmBaer 3alMTy MX [aHHbIX OT  HECaHKUMOHMPOBAHHbIX
ncrnpasfieHNiA.

MomeweHne A9 XpaHeHUs OcCHalWeHO cTeiakamy, wkadgamu, Kopobkamu,
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YCTAHOB/EHHbIMW Tak, 4YTOObl WCK/HUYUTbL BO3[ENCTBME MNPSMOro COJIHEYHOrO CBeTa.
MmeeTcsa noxapHas CUurHanmnsaums 1 aBToMaTmyeckoe noxapoTyLUeHme.

Bce noctynneHnss u BbIObITUA (PUKCUPYIOTCS B XKypHa/lie YydyeTa apXMBHbIX
NOKYMEHTOB. KaxApbllii [OKYMEHT MOosly4yaeT YHUKasIbHbIA LWKUdP (perncTpaumoHHbIN
HOMep), 3anucbiBaeTcs pAara noctynnexHusi, ®WNO OTBETCTBEHHOIO COTPYAHMKA,
COCTOSIHME [IOKYMEHTA.

Pervctpauuvs Bblaauv OKYMEHTOB NPOBOANUTCA B XYypHasle, rae ykasbliBaeTcs 1muo,
nonyuuBLLEE AOCTYN K AOKYMEHTaM, Le/b 1 Nepro obpalleHus.

MpunoxeHue 1
K NMpaBunam goKkymeHTOOGO0OpoOTA

Kowmy:




Konusa:

TpeboBaHue
npeacTaBnTb AOKYMEHTbI, MHGOOPMaLNIo

e [laTa

YBegomsnsio, yTo Bbl He npeacrtaBunmn B CPOK
Cpok npeacraseHns

Tpebyto NnpeacTaBUTb AOKYMEHT He Nno3gHee

HanomuHato, afMWHUCTPATMBHAsA OTBETCTBEHHOCTb 3a WCKaKeHWe nokasatesiel
OHOKETHON WMNN ByXrasiTepCcKO OTYETHOCTU He TMPUMEHSETCA K /iUy, Ha KOTopoe
BO3/10)KEHO BefeHue 6wompKeTHOro (byxraniTepckoro) ydveta, B C/lyyae, €C/iM Takoe
NCKaXeHue [OoNyLeHo B pesy/ibTarte HECOOTBETCTBMSA COCTaB/IEHHbIX APYrMMu nnuamu
MEPBUYHBLIX YYETHbIX [AOKYMEHTOB CBEPLUMBLUMMCA hakTam XO3ANCTBEHHON >XU3HWU W
(nnn) Henepepauu, MO0 HeCBOEBPEMEHHOM Nnepefayvn NnepBUYHbIX YYETHbIX AOKYMEHTOB
ANA perncTpalmm Cogepxallmxcsa B HUX AaHHbIX B perucrpax 6yxrantepckoro yyera.

Ecnn un3-3a HenpaBubHO OGDOPMJIEHHBIX UM HECBOEBPEMEHHO CAAHHbIX Bamu
[IOKYMEHTOB B OyxranTepckux otyetax 6yayT owmbkn, wrpad Hasioxar Ha Bac, a He Ha
oyxrantepa. MNMpoLy OTHECTUCH K 3TOMY BOMPOCY C AO/HKHbIM BHUMAHUEM.

OcHoBaHue — npumMmedaHue 5 kK ctatbe 15.15.6 KoATl.

naBHbIA Byxrantep
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