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0 Mepax HEAONYIMEHHs COCTABJCHHHA HED(IIHIIHathHOﬁ OTHETHOCTH H

HCO/IL30BAHHA MOAAC/IBHBIX IOKYMEHTOB

1. Obmmue nos1oxKeHun
1.1. Hacrosimee Ilonoxkenue pa3zpaboraHo B UEISX HEAONYIIEHUS COCTABJICHMS
HEO(HIMANLHON OTYETHOCTH M WCHONb30BAHUS TIO/UIEbHBIX [OKYMEHTOB B
MBYJIO «Cranums 1OHBIX TEXHHKOB» I.Bosrogoncka (nainee — YupexaeHue) B
COOTBETCTBHH €O ctarbeil 13.3 ®DenepanbHoro 3akoHa or 25.12.2008 rona
Ne273-®3  «O npoTMBOAEHCTBUM  KOppYHIMH». B ciydae H3MEHEHUs
3aKOHO/arelbeTBa Poccuiickoii  Denepanmu, pEryIHpYIONIEro  COAEPMAHUE
HacTosmero IlojokeHus, B HEro BHOCATCA COOTBETCTBYIOIIME TOMPABKH M
JIOTIOJTHEHHUS.
1.2, «OT4er» — NUCbMEHHOE WK YCTHOE COOOIIEHHE 110 KOHKPETHOMY BOIPOCY,
KOTOPOE OCHOBAHO HA JOKYMEHTAIbHBIX JaHHBIX.
1.3. «JlokyMeHT» — IOKYMEHT, CO3/IaHHbIH roCy1apCTBEHHBIM OPraHOM, OpPraHOM
MECTHOIO  CAMOYIIPABJICHHUS, IOPUAMYECKUM WIH  (QHU3HYECKHM  JIHLIOM,
0()OpMJIEHHBII B YCTAHOBJICHHOM IMOPAIKE M BKIFOYCHHbIN B JOKYMEHTO000POT.
1.4.  «/lokymeHTHpOBaHue» — (Qukcaums HHPOpPMAUMKM HA MaTepUHAIbHBIX
HOCHUTE/ISIX B YCTAHOBJICHHOM ITOPSIIKE.

2. Buabl oTHeTHOCTH B YUpeKAeHHH
2.1. byxranrepckas OTYETHOCTb — OTYETHOCTb, COCTaBJsieMas HAa OCHOBAHUH
JAHHBIX OYXrajTepCcKoro y4era, OTpPakKaroulas HMMYIIECTBEHHOE M (DMHAHCOBOE
HOJIOKEHUE YUPEKACHHUS, a TakKe (PUHAHCOBBIE PE3YJILTAThI €€ JAeATENLHOCTH 3a
OTYETHBIH MEPUO/I.



2.1.1. B Oyxranrepckoii OTHETHOCTH MEpaMH [0 HEAONYIIECHHIO COCTABICHUS

HEO(UIMATBLHOH OTYETHOCTH, MCKAKEHHS U WCTIONb30BAHHMSA TOUIEIbHBIX

JOKYMEHTOB SIBJISIETCS CUCTEMA BHY TPEHHET0 KOHTPOJIS:

- pasaenaeHHe QYHKUMH 110 BEICHHIO OyXTaqTepCKoro y4era i KOHTPOJIs,

- YCT@HOBJICHHWE OTBETCTBEHHOCTH PAOOTHHKOB B COOTBETCTBHH C JAO/DKHOCTHOIM

HHCTPYKLHAEN;

- COOUIIOICHUE CUCTEMBI ITOANMCAHUS U YTBEPKIACHUS TIEPBHUHBIX OYXraaTepeKux

JOKYMEHTOB;

- OpraHM3auMs XpaHeHus LIEHHOCTeH, 61aHKOB CTPOroi OTYETHOCTH,

- aHanu3  JIOCTVOKEHMs  TOCTaBJIEHHbIX  LENCH, OLEeHKa MNpPaBWIbHOCTH

OCYLLECTBIICHUS! (PMHAHCOBBIX ONEPALIHii;

- OpraHu3anys XpaHeHUs OyXralTepCcKUX JOKYMEHTOB, C1a4a UX B apXUB, MOPSIOK

YHUUTOAKEHHS, 10C]IE CPOKOB XPaHSHHUS.

2.1.2. llepBuuHbIE AOKYMEHTHI, TMOCTYMAWIIAE B OyXraiarepuio, Imoiexar

oOs3aresibHOM mpoBepke. [IpoBepka ocymecTBigercas no ¢opme (MoOIHOTA M

NPaBWIbHOCTb  OQOPMJICHHS JTOKYMEHTOB, 3allOJIHEHUS PEKBU3HUTOB), IO

COAEPIKAHMIO (3aKOHHOCTH JOKYMEHTHPOBAHHBIX orepanmii). B T1ekcre #

M(POBBIX JAHHBIX MEPBUYHBIX [JOKYMEHTOB MOMAYUCTKA M KCOPABJICHHS HE

JOITY CKarOTCH.

2.1.3. OGecrieueHre JOCTOBEPHBIX JAHHBIX OyXraiTepcKkoro yuera 1 OTYETHOCTH B

YupexaeHud OCYIIECTBASETCA [MMyTEM TNPOBENCHHUS WHBEHTApPHU3AlUH (aKTOB

CBEpPOK) UMYILLIECTBA U 0053aTENLCTB.

2.2. KaapoBasi OTYETHOCTh — JOKYMEHTHPOBAHHAs OTHETHOCThH, CBSI3aHHAs C

JUYHBIM COCTABOM YUPEIKICHHUS.

2.2.1. B obGnactu paboTel ¢ KajapamMM Ha CHEUUAIMCTA M0 KajpaM BO3J/IaracTcs

OTBETCTBEHHOCTh 3@ KOPPEKTHOE BEAEHUE KaJApPOBOU JOKYMEHTAUMH M Clady

OTYETHOCTH B COOTBETCTBUM C YCTAHOBICHHBIMU MOPSAKAMHU M (popMaMu.

2.2.2. Cpeuuanuctr 1o kagpam o0co00e BHHMAHWE yIENAeT [OMUIHHHOCTH

JOKYMEHTOB, TMpEAbABASEMBIX NpHU mpueme Ha paboty, cobmoaaer npasuiia

BEAEHHA KOH()HUICHUHAILHOrO JEIONPOM3BOACTBA, O(OPMIECHHE KaAPOBBIX

JOKYMEHTOB B COOTBETCTBUHM C TpeOOBaHMSAMH TPYAOBOI0O 3aKOHOATE/ILCTBA

Poccwuiickoii Penepanmu.

2.2.3. Tlpn pabore ¢ wHPOPMAMOHHBIMM CHCTEMaMK, perucrpamu u Oazamu

JAHHBIX 110 BEACHHIO YYETa U JBIKEHHIO MEPCOHANA HE IO0IyCKaTh HCKAKEHHH U

OLIHMOOK.

3. Hopsajok aeiicrBuii npu 00HAPYKEHHH HCNOIH30BAHUSA NOAKE/TbHBIX

JAOKYMEHTOB H COCTABJICHHS HEOPHIUHAIbHOMH 0TYETHOCTH

3.1. TIpu oGHapyKeHHH cOCTaBICHHS HEO(PUIIMATLHON OTYETHOCTH JA0JKHOCTHBIE

JUla, B 4YbMU TIOJHOMOYHS B COOTBETCTBHU C JIOJDKHOCTHBIMH 00S3aHHOCTAMH



BXOJWT IOArOTOBKA, COCTABICHHWE, TPEJACTABICHHE W HANpPABJICHWE OTYETHOCTH
HECYT [IE€PCOHAIbHYI0 OTBETCTBEHHOCTh 3a COCTABICHWE HEO(DHIIMATBHOM
OTYETHOCTH U MCHO/Ib30BAHUS MOIEIBHBIX JIOKYMEHTOB.

3.2. JIOIKHOCTHOMY JIMILy, OTBETCTBEHHOMY 3a COCTAaBJCHHME JIOKyMEHTOB TII0
CBOEMY HAIIPABIICHHUIO [EATENbHOCTH, HEOOXOAUMO BECTH HENOCPEICTBEHHBIH
KOHTPOJIb W PEryISIPHO OCYHIECTBJIATL IPOBEJAEHME TIPOBEPOK HA [PEIAMET
MOUTHHHOCTH JOKYMEHTOB, O0Opa3ylomMXcsi Yy CIEUHAINCTOB (pabOTHHKOB)
YupexaeHus, HaXOJAIIUXCS Y HETO B TIPSIMOM TTOT4HHEHUH.

3.3. Ilpu mipoBeneHHMM NPOBEPOK YUMTHIBATH, HYTO MOAIHMHHOCTbL AOKYMEHTOB
YCTAHABJIMBAETCA MyTEM IIPOBEPKM PEATbHOCTH HMMEIOIMXCS B HUX TMOAIKCEH
JI0JKHOCTHBIX JIMLL M COOTBETCTBHSA COCTABJICHHS JOKYMEHTOB [aTaM OTPaKEHHUS B
HUX ornepauuii, undpopmain, HaKkToB u T.I1.

3.4. JlocToBepHOCTH Onepaiuii, 3aMKCHPOBAHHBIX B JIOKYMEHTAX, MPOBEPSETCS
U3YYEHHEM ITHX M B3aUMOCBSI3aHHBIX C HHM  JIOKYMEHTOB, OIPOCOM
COOTBETCTBYIOIIUX JODKHOCTHBIX JTHII, OCMOTPOM OOBEKTOB B HATYpE U T.JI.

3.5. Ilpu BbisiBIeHUM (PAKTOB HCIIOJIb30BAHUS  MOAEIbHBIX JOKYMEHTOB
HE3aMEUTUTEIbHO MH(MOPMUPOBATH AUPEKTOPA YUPEKICHHS, a TaKXKe MPHHATH
COOTBETCTBYIOILIME MEPbl [0 HEJOMYIIEHUK) COCTABIEHHS HEeO(UIMATLHOMU
OTYETHOCTH W MCMO/Ib30BAHUS TIO/IEIbHBIX JI0KYMEHTOB.

4. 3aKk1104HTe/IbHAS YACTH
4.1. H3meHenuss u jononHeHuss K [lonokeHHI0 O Mepax HEIOYIIEHHS
COCTaBJIEHHs HEOPHUIIHATLHON OTUETHOCTH U MCIIOJIL30BAHUS B Y UPSIKACHHH.
4.2. Cpok pevicrBus AaHHoro [lonoxkeHus He OrpaHU4eH.
4.3. Hacrosuiee [lonoxkenne Moxer ObITh OTMEHEHO TOJILKO PEILICHHEM JUPEKTOpA
YUPEKICHHUS.
4.4. Hacrosiee IlonojkeHue BCTyMaer B CUIy C MOMEHTA €ro YTBEPKICHUS U
nercTByeT GeccpovHoO.

HcnosHuTes:
CEeKpeTaph KOMHCCHH [10
nporusoaeicTenio koppynuuu  B.B Ky3sneuos



