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MHOJIOKEHHUE
I'OCYJAPCTBEHHOI'O BIOJUKETHOI'O YYPEXKJIAEHUWSA
«OBJJACTHOW CAHATOPHO-PEABWINTAIIAOHHBIN LIEHTP JIJISI
HECOBEPHIEHHOJIETHUX «JIECHAS CKA3KA» I'OPOJ A3EPKUHCK)»
O MEPAX IO HEJOIIYIEHHIO COCTABJEHUS HEODUITUAJIBHON
OTYETHOCTH U UCITOJIB30OBAHUA INOAAEJBHBIX JTOKYMEHTOB

1.00mmue moJ10KeHNs

1.1. Hacrosimee [Tonoxerune pa3paboTaHO B MENSX HEMOIYIICHUS COCTABICHHS HEOQUITHATBHON
OTYETHOCTH M WCIIOJIB30BAHUS TOJICIBHBIX JOKYMEHTOB B TOCYJIAPCTBEHHOM OIOKETHOM
yupexnernn Hripkeropojckoir obnactu «OO0nacTHOW caHATOPHO-peaOMINTAIlMOHHBIA LIEHTP
«JlecHas ckaskay (ropon J[3epxuHCcK)» (nanee —YdpeskIeHne), B COOTBETCTBUHU CO cTartbhei 13.3
®enepanproro 3akona ot 25.12.2008 roma No 273-03 «O mpotuBoaeiicTBUM KOppynuuuny». B
cllyyae W3MEHEHHUs 3aKOoHomaresbeTBa Poccuiickoit Denepariiiy, peryiupyroLero coiepkaHue
Hactosmiero [lonoxenus, B HEro BHOCSTCS COOTBETCTBYIOIIME [TONPABKU U TOIOJIHEHHUS.
1.2. «OT4eT» - 3TO MHCBMEHHOE WJIM YCTHOE COOOIIEHHE MO KOHKPETHOMY BOIIPOCY, KOTOPOE
OCHOBAHO Ha JIOKYMEHTAJIbHBIX JJAHHBIX;
1.3. «JlokyMeHT» - JOKYMEHT, CO3JaHHbIH TOCYJapCTBEHHBIM OpPraHOM, OPraHOM MECTHOTO
CaMOYIIPABJICHUsI, FOPHJINYSCKAM MIH (PU3UUYECKUM JTHIIOM, O(QOPMIICHHBIH B YCTAHOBJICHHOM
MOPSATIKE ¥ BKIIOYEHHBIN B JOKYMEHTOOO0POT;
1.4. «JlokymeHTHpOBaHHE» - (QUKcAlus WH(POPMAIMH HA MATEPUAIBHBIX HOCHTEISIX B
YCTAHOBJICHHOM IIOPSIIKE.

2. Bujibl 0TYETHOCTH B YUpe:KIeHUH
2.1. ByxranTepckasi OTUETHOCTb — COCTaBIIsiEMasi HA OCHOBAHUH JaHHBIX OyXTaJTepCcKOro ydera,
OTpaXkarouasi IMYIIECTBEHHOE W (DUHAHCOBOE TOJOKEHUE YUPEKACHUs, a TakKe (PUHAHCOBBIE
pe3yIbTaThI €€ IEeATeTFHOCTH 32 OTUETHBIN TIEPUO/I.
2.1.1. B 6yxrantepckoil OTYETHOCTH MEPaMU 10 HEIOIYIIEHHIO COCTaBJICHUSI HEODUIMATBHON
OTYETHOCTH, HCKAXKCHHSI W WCIIONHb30BAHUS TIOICTBHBIX JOKYMEHTOB SBJISIETCS CHCTEMA
BHYTPEHHEr0 KOHTPOJISL:
-pazjiesieHue QyHKLINHU 110 BEIEHHIO OyXTaaTepeKoro y4era i KOHTPOJIS;
-yCTaHOBJICHHE OTBETCTBEHHOCTH PAOOTHHKOB B COOTBETCTBUH C JOJDKHOCTHOM MHCTPYKIUEH;
-COOJIIOJICHIE CUCTEMBI ITOATMCAHUS U YTBEPIKICHUS IIEPBUYHBIX OyXralTepCKUX TOKYMEHTOB;
-OpraHM3alds XpaHEeHUs [IEHHOCTEH, OJIaHKOB CTPOTrOi OTUETHOCTH;
- aHaUU3 JOCTHIKEHHS IIOCTABJIEHHBIX IIeJied, OIeHKa IPaBUJIbLHOCTH OCYLIECTBIICHUS
(UHAHCOBBIX ONepaliii;
-OpraHm3anusi XpaHeHus: OyXTaJTepcKUX JIOKyMEHTOB, CcJada HUX B apXuB, IOPALOK
YHHUYTOXKEHUS, TIOCTIC CPOKOB XPaHEHMUSL.
2.1.2. TlepBuYHble JOKYMEHTBI, IOCTYMAIOMUE B OyXraaTepuro, MOJIEKaT 00s3aTeIbHON
npoBepke. [IpoBepka ocymiecTBisieTcss mo (Gopme (MOJHOTa M IIPABUIBHOCTE O(QOPMIIEHHS
JIOKYMEHTOB, 3aIOJTHEHUSI PEKBU3UTOB), 110 COJIEPIKAHUIO (3aKOHHOCTH JOKYMEHTHPOBAaHHBIX
omneparuit). B Texcre u mudpoBBIX JTAHHBIX MEPBUYHBIX TOKYMEHTOB NOJYUCTKY U UCIIPABIICHUS
HE JIOIIYCKaIOTCSI.
2.1.3. ObecnieyeHrEe JOCTOBEPHBIX JAHHBIX OYXTAITEPCKOTO yUeTa M OTYETHOCTH B Y UPEIKICHUH
OCYLIECTBJISIETCST IyTEeM [POBEJCHUS HMHBEHTApU3aluu (AKTOB CBEPOK) HMYIIECTBa H
00s13aTeJIbCTB.



2.2. Kanposast 0T4ETHOCTD — 0KyMEHTHPOBAHHAS OTYETHOCTD, CBS3aHHAS C JHYHBIM COCTABOM
Yupexnenus.
22.1. B obmactu pabotel ¢ Kagpamu Ha paboTHHKA KaZpOBOIO MOAPA3AEIEHHs BO3NAracTes
OTBETCTBCHHOCTD 32 KOPPCKTHOE BEICHHE KaIPOBOH JOKYMEHTAIMHM M CHd4y OTYETHOCTH B
COOTBETCTBHM C YCTAHOBJICHHBIMHU MOPSIAKAMHE U (hOPMaMH.
22.2. PaGoTHHK KaJpOBOTO TOJPAasfielcHus 0co00e BHUMAHMIE YICISCT IOMIUHHOCTH
AOKYMEHTOB, [pPEIBSBISCMBIX NPH IpHeMe Ha paboTy, COOIIOMAeT NpaBHia BeAEHHS
KOH(QHACHIHATILHOTO JeIT0NPOU3BOICTBA, 0POPMIIEHHE KaJIpOBBIX JOKYMEHTOB B COOTBETCTBHH
¢ TpeOOBAHMAMH TPY/I0BOIO 3aKOHOJATENIBCTBA POCCHIICKOI Qeneparun.
2.2.3. Tlpu pabore ¢ HHOPMALUMOHHBIME CHCTEMAMH, peructpamMu U 0a3aMu JaHHBIX II0
BCIICHUIO y4eTa 1 ABHIKCHHUIO IIEPCOHANA HE JIONYCKATh HCKAYXKEHUHM M OIIHOOK.

3. Ilopsipok aeficTBHII NPH 0GHAPY/REHHH HCIIOIB30BAHMS NOIIebHEIX JAOKYMEHTOB H

COCTABJICHUS HEOPHIUAILHON 0TYETHOCTH

3.1. Ilpu oOHapy’KeHHH COCTABICHUS HEODUIMATBHON OTUETHOCTH JIOJDKHOCTHEIE JHLA, B YbH
OJIHOMOYHs B COOTBETCTBHM C  JOJDKHOCTHBIMM  OOS3aHHOCTSIMH  BXOJHT —IIOATOTOBKA,
COCTABIICHHMC, — NpPCACTABNCHUC W HANPABICHHE  OTYETHOCTH  HECYT  MEPCOHAIBHYIO
OTBETCTBEHHOCTH 3a COCTABJICHHE HEO(PUIMATBHON OTUETHOCTH M MCIIONB30BAHMS MOIEIbHbIX
JIOKYMEHTOB.
3.2. JIOJKHOCTHOMY JIHIly, OTBETCTBEHHOMY 3a COCTABJICHHE JTOKYMEHTOB TIO CBOEMY
HAIPaBICHUIO  JICSTCALHOCTH, — HEOOXOAMMO  BECTM  HEIOCPEACTBEHHBIH  KOHTPOIb W
OCYIIECTBIIATE MPOBEICHUE TIPOBEPOK HA TPEAMET IOTHHHOCTH JOKYMEHTOB, 06Pa3yFOIIHXCs Y
CHEIUATUCTOB (PAOOTHUKOB) YUPEIIEHNs, HAXOIIMXCS y HEro B MPSIMOM [04MHEHHH, npu
BO3HMKHOBEHMH COMHEHHH B UX IOJJIMHHOCTH.
3.3. Ilpm mpoBeneHnH POBEPOK YUUTBIBATH, YTO IMOUIMHHOCTD JOKYMEHTOB yCTaHABIIUBAETCS
IIyTEM TIPOBEPKH PEAIbHOCTH UMEIOIINUXCsl B HUX MOJIMUCEN JOJIKHOCTHBIX JIUI] i COOTBETCTBHUS
COCTABJICHHST IOKYMEHTOB JaTaM OTPAKCHHS B HUX ONepanuii, HHGopMmanuu, pakToB U T.1.
3.4. JlocToBepHOCTEL omepariiii, 3aQMKCHPOBAHHBIX B JOKYMEHTAX, IIPOBEPSAETCS] U3YUCHHEM
STUX ¥ B3aHMOCBS3AHHBIX C HUM JIOKYMEHTOB, OIIPOCOM COOTBETCTBYIONIMX JOKHOCTHBIX JIHII,
OCMOTPOM OOBEKTOB B HATYype, W IHPH BOSHUKHOBEHHHM COMHEHHI B WX MOJUIHHHOCTH -
HAIIPABJICHUEM 3aMPOCOB B COOTBETCTBYIOIIME OPraHU3aLlHH, BELIABIINE TAHHBIE JOKYMEHTHL.
3.5. Ilpu BblsBneHMH (AKTOB HCIOJB30BAHMS MOJUTETBHBIX JOKYMCHTOB HE3aMeITHTEIbHO
MHQOPMHUPOBATH JMPEKTOpa YUpexkIeHNs, a TakkKe IPUHSTH COOTBETCTBYIOIUE MEPHI IIO
HEJIONYIICHUIO COCTABJICHUST HEO(MIUATLHON OTYETHOCTH W HCIOIB30BAHHUS TOIETbHBIX
JTOKYMEHTOB.




