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MOJIO’)KEHUE

0 Mepax no HeJONYIEHHUI0 COCTABJICHUSI HeO(bHuﬂaJleOﬁ OTYETHOCTH H
HCIOJIBL30BAHUA NOAAECJTbHbIX JOKYMEHTOB

8 MBYJ10 AIOCII Ne4 r.Boaroaoncka

1.00mue moJIoKeHust

1.1. Hacrosimee [Tonoxenue pa3paboTaHo B LEJsSX HEJONYIIEHHUS COCTABICHHUS Heo(uuuanbHON
OTUYETHOCTH M MCIOJIB30BAHMUS TOIEIIBHBIX JJOKYMEHTOB B MYHHUIUITAAEHOM OI0/UKETHOM
yUpeKIEHHH JIOTONHUTEIBHOTO 00pa3oBaHus IeTCKO-IOHOIECKOU CropTUBHO# 1ikose Ned
r.BosrojoHcka (nanee — Yupexk/ieHue) B COOTBETCTBUM €O cTaTheit 13.3 desiepanbHOro 3akoHa
oT 25.12.2008 roaa Ne273-®3 «O npoTuBoAeHCTBUE KOPPYILHEW». B ciryyae H3MCHECHHUS
3akoHOIaTenbeTBa Poceuiickoi ®denepaliiy, peryidpyromero CoAepKaHue HaCTOAIIEr o
[T0/10%KEHus], B HETO BHOCSATCS COOTBETCTBYOLIME MIONPABKU U OTIOTHEHHSL.

-

1.2. «OTYET» — MUCHMEHHOE HJIH YCTHOE COOOIIEHHE M0 KOHKPETHOMY BOIIPOCY, KOTOPOe
OCHOBAHO Ha JIOKyMEHTAJIbHBIX JaHHbBIX.

1.3. «JIoKyMEHT» — JJOKyMEHT, CO3/IaHHbIH rOCY/1apCTBEHHBIM OPraHOM, OPraHOM MECTHOTO
CAMOYIIPABJICHHSI, IOPH/IAYECKAM WM (U3MYECKUM JHLOM, ODOPMICHHBIH B yCTAHOBJICHHOM
MOPS/IKE ¥ BKJIFOYCHHBIN B JIOKYMEHTOOOOPOT.

1.4. «JloxymMeHTHpOBaHHE» — QHUKcalMs HHPOPMALIMK HAa MATCPHATILHBIX HOCHTEIIAX B
YCTaHOBJICHHOM IIOPSIZIKE.

\

2.Buabl 0TYETHOCTH B YUPEK/ICHUH

2.1 Byxramepcxaﬂ OTYETHOCTH — OTYETHOCTH, COCTaBJIIEMasi Ha OCHOBAHHWH IaHHBIX
6yxraJITepc1<oro ydeTa, OTpakaronias UMYIICCTBCHHOE H q)HHaHCOBOG ITOJIOXKCHHUEC quemaeﬂuﬂ,
a TaKXxe q)HHaHCOBLIC pe3yJIbTaThl €€ ACATEIILHOCTH 3a OTYETHBIN IECPUOIL.

2.1.1. B 6yxranrepckoif OTYETHOCTH MEPAMH 110 HEJOMYIIECHHIO COCTABIICHHS HeopULHATBHOM
OTYETHOCTH, UCKAXKEHHsI ¥ UCIIOJIb30BAHUS MOUIENIBHBIX JOKYMEHTOB SABJIAETCS CHCTEMA
BHYTPEHHET0 KOHTPOJIS:

-pasfenenue GYHKIUH 10 BEJEHUIO OyXrajiTepekoro y4eTa u KOHTPOJIS,

-yCTAHOBJICHHE OTBETCTBEHHOCTH PAGOTHUKOB B COOTBETCTBHH CIIOJKHOCTHOM WHCTPYKITHEH;

- COBIIOIEHNE CHCTEMBI TTOIMCAHMUS ¥ YTBEP)KICHHS IEPBUYHbIX OyXranTepeKuX J0KyMEHTOB;
-OpraHM3allKs XpaHEeHHs [IEHHOCTeH, GJIaHKOB CTPOTrOH OTYETHOCTH;

- aHQIU3 JOCTHKEHHS MTOCTABICHHBIX LeJIEH, OICHKA NPABHIILHOCTHOCY IECTBICHHSA
(MHAHCOBBIX ONEpaluii; '

- OpraHu3alks XpaHeHns: OyXralTepcKuX J0KyMEHTOB, ¢/laua UX B apXHB, OPsi/I0K
YHHUTOXKEHHUS, T10CJIE CPOKOB XPAHECHHUSI.



2.1.2. [lepBHYHBIE JOKYMEHTBI, IIOCTYNAONIKE B OyXraaTepHIo, MOIeKaT o0s13aTeIbHOM
nposepke. [IpoBepka ocymecTBiseTes 0 popme (ITOTHOTA HIIPABUIIBHOCTE opopmiIeHHUs
JIOKYMEHTOB, 3aMlOJIHEHHS PEKBH3HTOB), IO COJIEPKAHHIO (3aKOHHOCTH JIOKYMEHTHPOBAHHBIX
onepanuit). B Tekcre 1 1HGPOBBIX JIAHHBIX [IEPBHYHBIX JOKYMEHTOB NOAYHCTKH H HCIIPABIICHUA
HE JIOMyCKaTCs.

2.1.3. OGecrieueHue JOCTOBEPHBIX JaHHBIX OyXrajTepCcKOro ydera i OTYCTHOCTH B YupexIeHHH
OCYILIECTBJIACTCS IIyTEM MPOBE/ICHUS] HHBEHTApH3alluH (aKTOB CBEpOK) UMYLIECTBA U
0053aTENbCTB.

2.2. KazipoBasi OT4ETHOCTb — JJOKYMEHTHPOBAHHAs OTYETHOCT, CBA3AHHAS C JIMYHBIM COCTABOM
YupexaeHus.

2.2.1. B o6nacti paGoThl ¢ KaJApamy Ha CIICHHATHCTA 110 Ka/[paM BO3JIAraeTcs OTBETCTBEHHOCTE
3a KOPPEKTHOE BeJIeHHe KaJPOBOii IOKyMEHTALUA H C1ady OTHETHOCTH B COOTBETCTBHH C
YCTaHOBJIEHHBIMH MOPSIIKaMK U HOpMamH.

2.2.2. CrienuaiycT 1o KaapaMm ocoboe BHUMaHUE yensieT MOUIMHHOCTH JOKYMEHTOB,
NpEeIbABIISEMBIX [IPH IIpHEMe Ha paboTy, COOJIOACT IPAaBHIIA BEACHHS KOH()HIECHIIMATBH®IO
JIeJIONPOM3BOACTBA, 0POPMIICHHE KAIPOBBIX IOKYMEHTOB B COOTBETCTBHHU C TpeOOBAHUAMHU
TPyZIOBOTO 3aKOHOaTeNnbeTBa Poceniickoi Denepaluu.

2.2.3. Ilpu paGote ¢ HHGOPMAIMOHHBIMU CHCTEMAMH, PEIHCTPAMH 1 0a3zaMu JIaHHBIX 10
BeJICHHIO yUeTa M IBHKEHHIO IePCOHAIA He 0Ty CKaTh HCKAKEHUH 1 OLIKOOK.

3. opsitok AeiicTBHIl NPH 0GHAPY/KEHHH HCII0/IE30BAHMS M10/U1E/IBHBIX I0KYMEHTOB H
cocTaBjeHns HeOPUIHAIBLHOMH 0TYeTHOCTH

3.1. IIpu oOHapy)XeHUH COCTABJIECHHs HEOPUIMATLHOH OTYETHOCTH JOJKHOCTHDIC JIHIE, B H4bH
[IOJHOMOYHSI B COOTBETCTBHH C JOJDKHOCTHBIMH OOA3aHHOCTAMM BXOJHMT IOArOTOBKA,
CocTaBlieHHe, IPEACTaBJ€HHe M  HANpPaBICHHE  OTYETHOCTH  HECYT  IEPCOHAILHYIO
OTBETCTBEHHOCTb 3a COCTaBJICHHE HEODUIHAIBLHON OTYCTHOCTH M HMCIIOJIb30BAHMS MOICTBHBIX
JIOKYMEHTOB.

3.2. JIOJDKHOCTHOMY IIHMIy, OTBETCTBEHHOMY 3@ COCTAaBJICHHC JIOKYMEHTOB IO CBOEMY
HAIPABIICHHUIO JIEATETLHOCTH, HEOOXOIMMO BECTH HEMOCPEICTBEHHBNI KOHTPOJIL M Pery/isipHO
OCYIIECTBJIATH [IPOBECHHE IPOBEPOK HA MPEAMET NOUTMHHOCTH JOKYMCHTOB, obpasyromuxces y
ClenHaIMCTOB (PaGOTHHKOB) YUPEK/ICHHUS, HAXOAIIMXCS Y HETO B IPSIMOM MOIHHCHHH.

3.3. [Ipu NpoOBeJEHUH MPOBEPOK YUHTHIBATH, YTO IOUIMHHOCTh JOKYMEHTOB YCTAHABIMBACTCA
IyTeM IPOBEPKH PEaIbHOCTH UMEIONIMXCS B HUX MOAMHMCEH JI0DKHOCTHBIX JIMIL H COOTBETCTBHA
COCTABJEHHs! JOKYMEHTOB JaTaM OTPAKEHHs B HUX Onepauui, uHpopmauus, Gpaktos u T.1.

3.4. JlocTOBEpHOCTH ONepauuii, 3aQUKCHPOBAHHBIX B JOKYMEHTAX, MPOBEPSCTCH H3YyHCHUEM
THX M B3aMMOCBS3aHHBIX C HUM JIOKYMEHTOB, OIIPOCOM COOTBETCTBYIOLIHMX JAOJDKHOCTHBIX JIHIL.
0CMOTPOM OOBEKTOB B HATYpe U T.J.

3.5. Ilpu BeIsBICHHH (AKTOB HCIONB30BAHHMS IOJIENBHBIX JOKYMEHTOB HE3aMCUTHTEIILHO
uH(pOPMHUPOBATL JMPEKTOpa YUPEK/ICHHS, @ TaKkKe NPHHATH COOTBETCTBYIOUIME MEpBI MO
HEJIONYIIEHNIO COCTABJICHHSI HEO(QHIHMAILHOH OTYETHOCTH M HCHOJB30BAHHMS MOJUICABHEIX
JIOKyMEHTOB.



