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NONOXEHUE
O NOKYMEHTAX U AOKYMEHTOOBOPOTE B BYXIAJITEPCKOM YYETE

Mo I'bY PO «LUPB» B CanbCKOM panoHe

1. O6wme nonoxeHus

1.1. HacToswee lNonoxeHune yCTaHaBITIMBaET NOPAAOK CO34aHUA, MPUHATUA U OTPaXXEHUA B
6yXFaJ'ITepCKOM ydeTe, a TakkKe XpaHeHUd NepBUYHbIX JOKYMEHTOB B yUHpEXOAEHUN.

2. lNepBHYHbIE JOKYMEHTHI

2.1. OcHoBaHMEM [ns OTpaXeHus WHGOPMauUUM O COBEPLUEHHbIX XO3ANCTBEHHbIX
onepaumsax B peructpax byxrantepckoro ydeta aBnsaTCs NepBUYHbIE AOKYMEHTbI, CO34aHHbIE B
COOTBETCTBUU C TpeboBaHUAMU HacTosiLwero MNonoxeHns.

2.2. TepBUYHbIE OOKYMEHTbI (PUKCUPYIOT (PaKT COBEPLUEHUA XO3ANCTBEHHOW Ornepauuu.
OHM JOMKHBI cofgepXaTb JOCTOBEPHbIE AaHHbIE U CO34aBaTbCA CBOEBPEMEHHO, KaK NpaBumo, B
MOMEHT COBEpLLEHMS OnepaLnu.

2.3. [llepBunYHble OOKYMEHTbl CO3galoTCcsd Ha OnaHkax TUMNOBbIX W TUNOBbLIX
MeXOyBeAOMCTBEHHbIX (POpM, a Takke Ha 0OnaHkax cneyvannanpoBaHHbIX OOopM,
paspabaTbiBaeMblIX U YTBEPXAAEMbIX MUHUCTEPCTBAMU U BEJOMCTBaMM.

MprmeHeHne 6naHKoB yCTapeBLUNX U NPON3BOSIbHBIX (POPM He AonycKaeTcs.

2.4. llepBu4dHble OOKYMEHTbl ANA NpPUAAHUS UM HOPUONYECKOM CWUIbl OOMMKHbl UMETb
cnegyrowme obasaTenbHble PEKBU3UTDI:

a) HaMMeHoBaHme OoKyMeHTa (popmbl), Kog PopMbl;

0) gaty cocTtaBneHus;

B) cofepXaHne X03sMCTBEHHON onepauumu;

r) u3MepuTenun XO3aWCTBEHHOM onepauun (B  KONIMYECTBEHHOM W CTOMMOCTHOM
BbIpaXXeHun);

A) HauMMeHoBaHWe OOSMKHOCTEN 5nL, OTBETCTBEHHbIX 3a COBEPLUEHWE XO35IMICTBEHHON
onepaunn n NpPaBUITIbHOCTbL ee 0POPMIIEHUS, NMNYHbIE MOAMUCU U NX PaCLLUUEPOBKU.

2.5. B HeobxogumbIX cny4asx B NEPBUMYHOM [OOKYMEHTE MOryT OblTb npuBeAeHbl
AOMNOJSTHUTENbHbIE PEKBU3UTLI: HOMEP OOKYMEHTa, Ha3BaHue U agpec Y4YpexaeHus, OCHOoBaHue
ONs COBEpPLUEHUS XO3AWCTBEHHOW onepauuu, 3adUMKCUPOBaAHHOW [OKYMEHTOM, Apyrue
AOMNOJSTHUTENbHbIE PEKBU3NUTLI, onpefendemMble XapakTepoM OOKYMEHTUPYEMbIX XO3ANCTBEHHbIX
onepauun.

2.6. 3anMcu B NEPBUMYHbIX LOKYMEHTax [OOJDKHbl MPOM3BOAMTLCA YepHUamu, Nacton
LIAPUKOBBLIX pydek, npu MNOMOLWM CPeacTB MexaHu3auum W Opyrumn  cpeactBamu,
obecneynBaroLLMMN COXPaHHOCTb 3TUX 3anucent B TeYEeHUE BPEMEHMU, YCTAHOBMEHHOrO AN UX
XpaHeHus B apxuBe.

3anpeLluaeTcs McnonbL3oBaThb 4SS 3anMcen NPOCTon KapaHaald.

2.7. CBOBOAHbIE CTPOKM B MEPBUYHbBIX AOKYMEHTax nognexar o6s3aTternibHOMy NpoYepKy.

2.8. B y4dpexgeHnn pykoBoauTernem yTBepXOaeTcs Mo COorfacoBaHWIO C NaBHbIM
OyxranTepom nepeyeHb Nuu, MMEerLnX NpaBo NOAMUCKU NEPBUYHBLIX AOKYMEHTOB. KonmnyecTtBo
nuud, NMeLWwmnx NpaBo NogNMcKM OKYMEHTOB Ha Bblgady 0cob0 AeULNTHBIX U AOPOrOCTOSALLMNX
MaTepuarbHbIX LEHHOCTEN, OMKHO ObiTb OrpaHUYeHo.

2.9. MNMoanuncu nuy, OTBETCTBEHHbIX 3a COCTaBNEHUE AIEKTPOHHbIX NEPBUYHbLIX JOKYMEHTOB,
MOryT ObITb 3aMeHeHbl naporem wnu Apyrum crnocobom asTopu3aumu, MNO3BOMAOLWUM
OLHO3HAYHO MAEHTUUUMPOBATEL NOAMUCH COOTBETCTBYIOLLErO NuLa. ONEKTPOHHbIE NEPBUYHbIE
AOKYMEHTbI, COrfacHo 3akoHogaTenbctBa P®, umerloT OOUHAKOBYK HOPUOWYECKYHD CUNy C
AOKyMEeHTaMu Ha ByMaKHOM HocuUTene.



2.10. B cny4asx, ycTaHOBMEHHbIX 3akoHogaTenbCTBOM P®, a Takke MWHUCTEpCTBaMU U
BegomcTBaMu, 6naHkM ¢opM NepBUYHBIX AOKYMEHTOB MOrMYT OTHOCUTbCA K ©naHkam CTporow
OTYETHOCTW.

2.11. bnaHkn oopM NEPBUYHBIX AOKYMEHTOB, OTHECEHHbIE K BriaHKam CTPOrom OTYETHOCTH,
AOIMKHbI ObITb NPOHYMEepOoBaHbl B Nopsake, YCTAHOBIEHHOM MUHUCTEPCTBaMU U BEAOMCTBaMMU
(HymepaTopom, TunorpadckMm cnocobom).

2.12. lepBUYHbIE OOKYMEHTbI, NocTynawwmne B Oyxranteputo, noanexar obsasatenbHoOn
nposepke. [poBepka ocywecteBnseTcsa no dopme (NONHOTA M NPaBUBHOCTb OOPMIIEHUSA
AOKYMEHTOB, 3anoSIHEHUA PEKBU3UTOB), MO COAEPXaHWUK (3aKOHHOCTb [AOKYMEHTUPOBAHHbLIX
onepaunn, nornyeckasi yBaska oTAesibHbIX nokasaTenen).

2.13. B cootBeTCcTBUM C [ToNoXeHMeM O rnaBHbIX Byxrantepax 3anpeLaeTcs npuHMMaTh K
WCMONHEHUIO U OPOPMIEHUIO NEPBUYHBLIE JOKYMEHTbI MO ornepaunam, KoTopble npotuBopeyaT
3aKoHO4aTeNbCTBY WM YCTAHOBSIEHHOMY MOPSAAKY MNPUEMKU, XPaHEeHUs U  pacxogoBaHUA
AEHEeXHbIX CpeaCcTB, TOBapHO-MaTepuasbHbIX U APYrMxX LeHHOCTEeN. Takne OOKYMEHTbl JOMKHbI
ObITb NepeaaHbl rnaBHOMY ByxranTepy yyYpexaeHusa onsa NPUHATUSA peLueHns.

2.14. TllepBuyHble [OKYMEHTbI, npoweawme obpaboTKy, [OOMKHbI MMEeTb OTMETKY,
NCKMIOYaIoLLYH0 BO3MOXHOCTb MX MOBTOPHOIO UCMOMb30BaHUA.

2.15. Bce OOKYMEHTbI, MPUMOXEHHbIE K MPUXOLHLIM U PacXOAHbIM KacCoBbIM opAepam, a
Takke OOKYMEHTbI, MOCMY>XMBLUME OCHOBaHWEM 1151 Ha4YncneHnsa 3apaboTHOW nnaTtel, noanexaT
00s13aTeNbHOMY ralleHuo WTaMnoM Unn Haanucbio oT pyku "MonydeHo" mnm "OnnadeHo" ¢
yKasaHuem gaTtbl (Ymcna, mecsia, roga).

3. Y4yeTHble perncTpsl

3.1. Copepxawancss B MNPUHATbIX K Yy4deTy MNepBUYHbIX [OOKyMeHTax WHdopmauus,
HeobOxoammasa ons oTpaxeHusi B OyxranTepckoM yyeTe, HakannmBaeTCca U CUCTeEMaTU3nMpyeTcs B
YYETHbIX permcrpax.

3.2. ®OpMbl YYETHbIX PErNCTPOB, NOPSAOK 3anucen B HUX, 06paboTkM M MCNOSMb30BaHUSA
onpeaeneHbl UHCTPYKUMAMM Mo OyxranTepckoMy y4yeTy B YYpexOeHusX U opraHmsauusx,
COCTOSAILLMX Ha OrogxeTe.

3.3. NH(popmaumss 0 XO3ANCTBEHHbLIX oOnepauusx, MNpousBedeHHbIX YydpexaeHnem 3a
onpeaeneHHbln Nepuog BpeMeHn (Mecsy, KBapTan, nonyrogve, rog), U3 yyYeTHbIX pernctpos
nepeHocuTCcs B CrpynnupoBaHHOM BuAEe B OyxranTtepckue oT4veTbl, NOPSiAOK COCTaBrEHUSN
KOTOPbIX YCTAHOBIEH COOTBETCTBYIOLNUMU NHCTPYKLNAMM.

4. NcnpasneHune owmnboK B NEPBUYHbBIX JOKYMEHTaX U
YYETHbIX perncrpax

4.1. B Tekcte M UMPPOBBLIX AaHHbIX MNEPBUYHLIX OOKYMEHTOB UM Y4YETHbIX PEeruMcTposB
NOAYUCTKM U HEOrOBOPEHHbIE UCMIPaBIIEHNSA HEe A0MyCcKatoTCS.

4.2. OwnbKN B NepBUYHbBIX AOKYMEHTAX, CO34aHHbIX BPYYHYIO (32 UCKMOYEHNEM KacCOBbIX
1 BaHKOBCKMX), MCNPaBRSIOTCSA cnegyowmm obpas3om: 3a4epkuBaeTcsa HenpaBuIibHbIA TEKCT Unn
CYMMbl U HaAnNUCbIBaeTCs Haf 3a4epKHYTbIM UCNPaBEHHbIA TEKCT UN CyMMbl. 3adyepkuBaHue
NPOUN3BOANTCHA OOHOW YEPTON Tak, YTOObI MOXHO ObINO NpoYUTaTh UCMPaBEHHOE.

4.3. NcnpaBneHne ownbkn B NepBMYHOM LOKYMEHTE AOSMKHO OblTb OrOBOPEHO HaLMUCHIO
"ucnpasneHo", noaTBePXAEHO NOAMUCHIO NUL, NOAMNUCABLUMX OOKYMEHT, a Takke npocTaBfieHa
Aarta ncnpasneHums.

4.4. B npuxodHbIX N paCXOAHbIX KACCOBbIX OpAepax UCrpaBfieHNa He 4onyCcKaroTCs.

5. Mopsigok opraHn3aummn okyMeHToo6opoTa
5.1. [BwkeHWe nepBMYHbIX [OOKYMEHTOB B OyxranTepckom yyeTe (co3gaHve Wmu

nonyyeHne oT APYrux NpeanpusaTui, ydpexaeHun, npuHatve K yvety, obpaboTka, nepegaya B
apXxuB - JOKYMEHTOOBO0POT) pernameHTupyeTcsa rpacomkom.



5.2. Paboty no cocTtaBneHuio rpadmka [OKYMEHTOOOOpOTa OpraHuM3yeT rnaBHbIN
ByxranTep.

5.3. Npadmk QOMKEH yCTaHaBNMBaTb B YyYpEeXAEHUN paLMOHanbHbIA OOKYMEHTOOOOPOT,
T.e. npegycmaTpmBaTb ONTUManbHOE 4YUCNO nNoApasgeneHun W - UCnonHuUTenen  Ans
NPOXOXOEHUA KaXAbIM NEepBUYHbIM JOKYMEHTOM, ONpeaenatb MWHUMAanbHbI CPOK €ero
HaxoXaeHusa B noapasaeneHuu.

Mpadmk gokymeHToo60pOTa AOMKEH CNOCOBCTBOBATL YIy4LUEHNIO BCEN Yy4eTHON paboThl B
yYpeXaeHnn, YCUNEHN0 KOHTPOSMbHbLIX (PYHKUMA OyXranTepckoro y4yeTa, MOBbILLEHUIO YPOBHSA
aBTOMaTU3aLMUN yYeTHbIX pabor.

5.4. PaboTHMKM yypexaeHua (CTaplumMe Mefcectpa, CecTpa XO3sMKW, KacTensHLw,
pabOTHMKM MNaHOBO-3KOHOMMWYECKOro, oTAena, KnagoBLUMKK, NOAOTYETHble nuua, paboTHMKK
Oyxrantepum 1 gpyrue) co3garT U NPencTaBnalT AOKYMEHTbl, OTHocswwmeca K cdepe ux
AEATEeNbHOCTH, MO rpaduky oKkyMeHToobopoTa. [nga 3Toro Kaxaomy MCNONHUTENIO BpydaeTcs
BbiNMCKa w3 rpadmka. B Bbinucke nepevncnsaTcs AOKYMEHTbl, OTHOCAWMecs K cdepe
AEATENbHOCTU UCMNONHUTENS, CPOKM WX NpPencTaBfeHuss U MogpasfeneHvns npeanpuatms,
yupexaeHusi, B KOTOpble NPeaCTaBnATCA Yka3aHHbIE 4OKYMEHTbI.

5.5. OTBeTCTBEHHOCTb 3a cobniogeHne rpaduka [OOKyMeHToobopoTa, a Takke
OTBETCTBEHHOCTb 3a CBOEBPEMEHHOE U [O0OpoKayecTBEHHOE Cco3daHue  [OOKYMEHTOB,
CBOEBPEMEHHYIO MNepedavy MX AN oTpaxeHus B OyxranTepCKkoM ydeTe M OTYETHOCTM, 3a
AOCTOBEPHOCTb COoAepKaLLUMXCA B LOKYMEHTaxX AaHHbIX HECYT nvua, co3gaslume v nognucasLune
3TN JOKYMEHTDI.

5.6. KoHTponb 3a cobnwogeHnem UWCnonHUTeNnsMn rpaduka [oKyMeHTooGopoTa no
yUYpeXaeHuo OCyLLEeCTBNSET rnaBHbIN Gyxrantep.

6. MopsiAoK XpaHeHUs! NePBUYHbBIX [OKYMEHTOB
N YYETHbIX PErMCTPOB

6.1. lNepBUYHbIE OOKYMEHTbI, y4YeTHble perncTpbl, Byxrantepckne otyeTbl M HanaHchbl
nognexar obasaTenlbHOMY XpaHEeHUIO B apXmBe.

6.2. lNepBMYHbIE OOKYMEHTbI, YY4ETHbIE PEerucTpbl, Byxrantepckune otyeTbl U HGanaHcbl 00
nepefaym uX B apxuB YYpexaeHuUs [OOIMKHbl XpaHUTbCA B Oyxrantepuu B cneuyunanbHbIX
NMOMELLEHNSAX WUNN 3akpblBaOLWNXCA LWKadax Mo4 OTBETCTBEHHOCTBbIO NUL, YMNOSTHOMOYEHHbIX
rnaBHbIM Byxrantepom.

BrnaHkn cTporon OTYETHOCTU LOSMKHbI XPaHUTBLCA B cendpax, MeTannnyeckmnx wkadgax mnm
crneumanbHbIX NOMELLEeHUNAX, NO3BOMSALLMX 06ecnevnTb X COXPaHHOCTb.

6.3. KaccoBble opaepa, aBaHCOBblE OTYETbl, BbIMUCKM OaHKa C OTHOCALLUMMUCS K HUM
AOKYMeHTaMu AOMMKHbl 6bITb NogobpaHbl B XPOHOSOrMYECKOM MNopsake W nepenrneTeHbl B
CLUMBbI 32 OTYETHbIN nepuos.

OTaenbHble BUObI JOKYMEHTOB MOIYT XPaHUTbCA He MepenneTeHHbIMU, HO MOALUUTLIMU B
nankax Bo nsbexaHue nx yrepu unm 3noynotpebneHmi.

6.4. CoXpaHHOCTb NEePBUYHBLIX AOKYMEHTOB, YYETHbIX PETMCTPOB, ByXranTepCcknx oT4ETOB U
B6anaHcoB, odopMneHre 1 nepegady ux B apxvme obecneynmBaeT HavyanbHUKN OTAENOB yyeTa U
rnaBHbI Byxrantep yuypexaeHus.

Bbolgaya nepBUYHbIX [OOKYMEHTOB, YYeTHbIX PEerucTtpoB, OyxranTepckux OT4YETOB U
OanaHcoB n3 OyxranTtepym u U3 apxvBa ydpexaeHus paboTHMKaM ApYyrux CTPYKTYPHbIX
nogpasgeneHun ydpexaeHuns, Kak npasuio, He AOMycKaeTcs, a B OTAESbHbIX Crydasx MOXeT
NPOM3BOANTLCS TOMLKO MO PACMOPSKEHUIO rraBHoOro byxrantepa.

6.5. N3bsaTMe nepBUYHbIX AOKYMEHTOB, YYETHbIX PEerucTtpoB, OyxranTepckux OTYETOB W
GanaHCcoB Yy  yypexaeHunh  MOXeT  MNPOU3BOAUTBLCS  TOMbKO  OpraHamm  A03HaHuS,
npeaBapuUTenNbLHOrO CNeacTBUdA, MPOKypaTypbl U CydamMu Ha OCHOBAHUW MOCTAHOBIIEHUSA 3TUX
OpraHoB B COOTBETCTBUU C AENCTBYIOLLNM YrofIOBHO-MpoLieccyaribHbIM 3akoHoAaTenbcTBoM PO.
N3batme odopmnseTrca  MpOTOKOMOM, KOMWA  KOTOPOro  Bpy4vaeTcda MoA  pacrnucky
COOTBETCTBYIOLLEMY AOSHKHOCTHOMY NNLY YYpexaeHus.

C paspeweHns u B NPUCYTCTBMM NpeacTaBUTENEN OPraHoB, MPOU3BOAALLMX M3BATUE,
COOTBETCTBYIOLLUNE [OOIMKHOCTHbIE §NUUA YYpPEeXOEeHUs MOryT CHSATb KOMUU C  U3bIMaeMblX
AOKYMEHTOB C yKa3aHWeM OCHOBaHWN W JaTbl UX U3BATUS.



Ecnn  unsbimaloTca  HegooopMIMeHHble TOMa [JOKYMEHTOB (He nogwuTble, He
NPOHYMEpPOBaHHblIe U T. A.), TO C paspeleHns n B MPUCYTCTBUN NpeacTtaBuTenen OpraHoB,
NPOU3BOASALMX U3bATUE, COOTBETCTBYHOLME [OOSMPKHOCTHbIE NMua  y4ypexgeHuss MoryT
A00hopMUTL 3TU TOMa (caenaTtb OMUCb, NMPOHYMepoBaTb JIUCTbI, NPOLUHYpPOBaTb, ornevyaTaTb,
3aBepuTb CBOEW NOAMNUCHIO, NeYaTbio).

6.6. B cnyyae nponaxu unm rmbenn nepBUYHbIX JOKYMEHTOB PYKOBOAUTENb YUYPEXAEHMUS
Ha3Ha4aeT NPMKa3oM KOMMUCCUIO MO paccneoBaHMIO MPUYNH Nponaxu, rméenmu.

B HeobxogumbIx cnyyasx ans ydactusa B pabote KOMUCCUKM NpuUrnalarTcs npeactaBuTenm
CnefCTBEHHbIX OPraHoB, OXpaHbl U rOCY4apCTBEHHOIrO NOXapHOro Haa3opa.

Pesynbtatel paboTbl KOMUCCUMM  OPOPMALAIOTCS  aKTOM, KOTOpbIA  yTBepXgaeTcs
pykoBoauternem ydpexaeHnda. Konusa akta HanpaBrseTCcAa BblLLECTOSLLEN OpraHn3aLmu.






