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NOJIOXKEHHUE
0 NPAaBHJIAX XpaHEHHS JOKYMEHTOB B OyXrajrepuu

1. OBIIHUE MMOJOXKEHUA

1.1. Bee mepBuunbie (CBOHBIE) YUYETHbIE JOKYMEHTBI M PErHCTPhI Oy XraiTepeKoro
y4eTa, COCTaBJIeHHbIE KaK Ha OyMaKHOM HOCHMTEJIE, TaK U B QJIEKTPOHHOM BHJE, MOIEKAT
XPaHEHHIO B COOTBETCTBMM ¢ TpeboBanusmu 3akona ot 06.12.2011 Ne 402-®3,
Uucrpykun k Exunomy mmany cuetoB Ne 157w, CI'C  «KoHmenTyanbHble  OCHOBBI
OyXraJTepeKOro yuera M OT4ETHOCTH OpraHM3alii rocyapCTBEHHOIO CEKTOpay, 3aKoHa
ot 27.07.2006 Ne 149-®3 «O06 undopmalyi, HHGOPMALMOHHEIX TEXHOIOIHAX U O 3aIlUTe
ungopmaimny», 3akoHa ot 06.04.2011 Ne 63-O3 «O0 31eKTPOHHOM MOAMMCH» U MPHKa3a
Munkyiptypst ot 31.03.2015 Ne 526.

1.2. OTBeTCTBEHHOCTh 3a OOECHeueHHe COXPAaHHOCTH B IEpHOA  paboTbl ¢
JIOKYMEHTAMH U CBOEBPEMEHHYIO0 11epe/iauy UX B apXUB HECET PyKOBOAUTE/Ib.

1.3. JlocTyn K NepBHYHBIM YYETHBIM JOKyMEHTaM H K perucrpam OyXraiatepekoro
yuera MpeioCTaBisiercs ¢ 00s3aTelbHBIM  HHPOPMUPOBAHHEM O  JOCTYIIE INIABHOTO
Oyxrairepa.

1.4. B. ciyuae yTpaThl JOKYMEHTOB OyXrajarepckoro yuera (rubeid, Nporaku), a
TaKKe WX TIOpYM, TMPHUBOMAIICH K HEBO3MOKHOCTH HMCIIOJIb30BAHUA, YUPEKICHHE
JI0JKHO MPUHATH BCE BO3MOYKHBIC MEPEI 110 UX BOCCTAHOBJICHHIO.

IIpu  HeobxopumocTH 11 ydacTus B paboTe  KOMHMCCHHM  NPHIVIAILAKOTCS
TNpe/ICTABUTENH CJICJACTBEHHBIX OpraHoOB, OXpaHbl M  TOCYJapCTBEHHOTO IOXKAPHOIO
Haj3opa. Pesyabrarel paboTel KOMHCCHHM OGOPMIISIOTCS aKTOM, KOTOPBIH YTBEPMKIAETCH
PYKOBOJHMTENEM yupexkieHus. Komus akTa Hanpap/iseTcs B BHIIECTOSLINH OpraH.

1.5. JlokyMeHTHI XpaHaTcsi B Oyxrantepuu nate JieT. JIOKyMEHTBI €O CPOKOM
XpaHEHHS TATH JIET U MEHEe 10 OKOHYaHHH CPOKa XPAaHEHUS YHUUTOKAIOTCS. JIOKyMEHTHI
CO CPOKOM XpaHeHHs OoJiee MATH 110 HMCTEYEHHH OTOr0 CpoKa IEpe]laloTcs B apXuB
YUPEKICHHS.



2. XPAHEHUE BYMAJKHBIX JIOKYMEHTOB /10 ITEPEJIAYA B APXUB

2.1. Tlo WCTeYeHHH KajKJOr0 OTYETHOrO Mecslia MepBUYHbIE (CBOJHBIC) YYCTHBIC
JOKYMEHTHI, OTHOCSIIMECS K COOTBETCTBYIOIIMM JKypHalaM oOrepaluii M perucTpam
fyXranTepcKoro yuera, JO/DKHBL ObITh M0A00paHbl B XPOHONOTHYECKOM TOPAKE M
cGpommopoBansl.  IIpy  HE3HAUMTENBHOM  KONMYECTBE  JIOKyMEHTOB  OpolIopoBKa
[POM3BOMMTCS B OJHY MAanKy (1e/10) no ucredeHuy kpaprana. Ha obmoxkke manku (aena)
YKa3bIBa€TCS:

e HAMMEHOBAHME YUPENKKICHHUS,

« Ha3BaHME PErMCTpa MM XKypHalla Orepaluii i Mops/IKOBEI HoMep nankH (1ena);
e OTYETHBIN MEPHOJ — IOJ U Mecs1l (KBapTal);

e HAYAIBHBIN M MMOCIEAHUI HOMEPA Ky PHAJIOB OIepaluii;

e KOJMYECTBO JIMCTOB B Marike (1esne).

2.2. Cnoco6 XpaHeHHs PErucTpoB OyXraJTepCKOro ydvera, I[E€pBUYHBIX YYETHBIX
JOKYMEHTOB JIOJDKEH 0O€CIeuMBaTh MX 3alUTY OT HECAHKIIMOHMPOBAHHBIX MCIPABIICHHI,
yTepe LeJOCTHOCTH MH(OPMAaLUK B HUX U COXPAHHOCTH CaMMX JIOKYMECHTOB.

2.3. BpllosiHEHHE COOTBETCTBYIOIMX TpeOOBaHUIT K XpaHEHHIO JOKYMEHTOB
OCYLIECTBJIACT JIMIO, OTBETCTBEHHOE 3a MX (OpMHpOBaHHE, 1O MOMEHTa HX Clavd B
GyXTanTepckylo CIykO0y yUpexAeHus, a Mocie claud B OyXrairepuio — IJIaBHBIMH
OyXrajTep WIH JUI0, UM Ha3HAYEeHHOE.

2.4. Peructpsl U xypHaisl onepanuii ¢ rpudom «Kommepueckas TaiHa» XpaHATCS B
Oyxraarepun B ceiipe. OcTajbHbe PErMCTPhl W JKypPHAIBI XPaHATCA B 3aKphIBAIOIINXCA
mKadax 101 OTBETCTBEHHOCTBIO JIUL, YIOJIHOMOYEHHBIX IaBHBIM OyXrajlTepoM.

2.5. TlepeBoj JOKYMEHTOB, COCTABIEHHBIX Ha OyMa’KHOM HOCHTE/IE, B SJMEKTPOHHbIH
CKaH-00pa3 ¢ IeNbI0 MOCJIEAYIOMEro XpaHeH s He 1011y CKAaeTesl.

3. XPAHEHHE SJIEKTPOHHBIX JOKYMEHTOB J10 IEPEJIAYH B APXHUB

3.1. JlokymeHThl OyXrajJTepcKOro M HAJOrOBOI0 Y4eTa, HaJOroBbIC JCKIapaiin
(pacueTnl) B 3IEKTPOHHON (GOpME XpaHATCs B 3JIEKTPOHHOM BUJIE.

3.2. Ilo TpeGOBaHMIO KOHTPOJMPYIOMMX BEJIOMCTB, HAJIOrOBOH HMHCIEKIHMH KOIHH
3JIEKTPOHHBIX JIOKYMEHTOB paclieyaThiBalOTCA M 3aBEPSIIOTCS B yCTAHOBJICHHOM 3aKOHOM
MOPsLIKE.

3.3. B ciyyae 3aMEHBl TEXHHKH, POrpaMMHOro oOecredeHust U T. II. 3IECKTPOHHBIC
JIOKYMEHTHI TIOJUIEKAT [1€PE3artCH.

3.4. B yupexIeHUM CO3]a€TCs IKCIEpTHas KOMHCCHS, KOTOpas OCyIIECTBIsET 0T00p
JIOKYMEHTOB Ha 3JICKTPOHHBIX HOCHTENAX JUIA IEepelaud B apXHB II0C/]IC OKOHYAHMS HX
HCIIoJb30BaHus B padore. KoMuccHIo co31aeT pyKOBOUTENb OT/IC/IBHBIM NPHKA30M.

3.5. He peke ofHOro pasa B TpPH rojia KOMHUCCHSI IPOU3BOJMT IIPOBEPKY, B KaKOM
COCTOSIHUM HaXO/IATCA HOCUTE/IM JIEKTPOHHBIX JIOKYMEHTOB M MOTYT JIM BOCITPOHU3BOAUTHCS
caMH JIOKYMEHTHI.



4. TIOPSIJIOK APXUBAIIAM JIOKYMEHTOB

4.1, Jlna XpaHeHHs 3aKOHYEHHBIX JEJIONPOU3BOJICTBOM JOKYMEHTOB OyMaKHBIE H
3JIEKTPOHHBIE JIOKYMEHTHI TIEPE/IalOTCS B ApXUB YUYPEIKIACHHUS.

B apxuB yupeKIeHus nepeiarTes:

s JIeJIa MIOCTOSHHOTO XpaHEHHUs;

+ Jiesia BpeMeHHOro (cBbiie 10 J1eT) cpoka XpaHeHHS,

o JIOKYMEHTBI I10 JINUHOMY COCTAaBY;

o JJOKYMEHTBI MTOCTOSAHHOTO XPaHEHUs U 110 JUYHOMY COCTaBY YUPEkKICHH-
Npe/IIeCTBEHHUKOB,;

« CIIPABOYHEII anmmapar K JOKYMEHTaM apXuBa (OIMCH, HOMEHKJIATYpBl JIell,
KapTOTEKH U T. I1.).

4.2. ByMaskHbIe JIOKYMEHTHI TIepeJiaeT B apXuB OyXrajirep, OTBETCTBEHHBIH 3a paboTy
¥ XpaHeHHe J0KYMEHTOB B Oyxranrepuu. Jlns nepenaun 6yxraarep GopMupyeT J0KYMEHTHI
B Jena (Marnku) B COOTBETCTBUM C NPHHATON B YUpEkJCHUM HOMEHKIaTypoil aen. [l
KakJ0ro aena Oyxrainrep:

- COCTaBJIAET BHYTPEHHIOKO OTIHCH;
— COCTaBIISET JIUCT-3aBEPUTEIIb;

— TIO/IIIABAET JIEJIO;

— HyMepYeT JIUCTHI JIeJa;

— oopmisieT 00JI0KKy Aena.

4.3. DeKTPOHHBIE JOKYMEHTHI MEPEaeT B apXMB KOMHUCCHs, yKa3aHHas B IyHKTe 3.4
HACTOALIEro MOJoKeHusA. /i1 mepejauyn B apXUB KOMHMCCHA (OPMHUPYET 3JI€KTPOHHbIC
JOKYMEHTHI B JieJla ¥ MHACKCUPYET UX B COOTBETCTBHU C HOMEHKJIATYPOM JieJl, TIPUHATOH B
yupeskaeHUn. TeKCToBblE JIEKTPOHHBIC JIOKYMEHTBI KOMHCCHA Iepeaaer B (opmare
PDF/A.

JIOKYMEHTBI TIepeJaloTcsi B apXMB Ha OCHOBAaHMM OITMCEH S3JIEKTPOHHBIX JIed IO
MH(OPMAIHOHHO-TEJIEKOMMY HHKAIIHOHHOH ~ceTH WM Ha (u3nyecKkH 000COO/ICHHBIX
MarepuaibHBIX HOcHTeNsX. Ha XpaHeHHe mepenaercs HE MeEHEe JIBYX OK3eMIULIPOB
ANIEKTPOHHOI'O JIOKYMEHTA Ha pa3HbIX HOCHTEIIAX.

4.4. B apxuBe yupex/JIeHHUs J0KYMEHTHI XpaHsarcs B coorBercTBUHM ¢ [TonoxenneM 06
apxuBe.
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