[image: image1.jpg]TTonoxenue o0 TIOKyMEHTOOO0POTE ABJIACTCS OIHHM U3 OCHOBHBIX MPHIOKEHUH K YIETHOM
TOJIUTHKE YIPEKIEHHS, TOTIONHSIOMMM T0JI0KEHHE O BHYTPEHHEM KOHTPOJIE.

1.1. Cucrema 10OKyMEHTOOOOPOTA YUPEIKICHHUSI

JlokyMeHTOOBOPOT - 3TO JIBHKEHHE TOKYMEHTOB C MOMEHTA HX CO3/[aHMs MM TIOyYeHHUs 110
MoMeHTa 3aBepieHus uenoaHeHus u otnpasku (TOCT P 51141-98 " [lenonpou3BoacTBO 1
apxuBHOE J1eN0. TepMunbI ¥ onpeziesnienus ", yreepkaenusiii [Tocranosienuem [occranapra
Poccun or 27.02.1998 N 28). Oprauusans 10KyMeHT0000pOTa [HOAPa3yMeBaeT YCTAHOBIEHHE
NPABHJI yIIPABJICHHUS, B COOTBETCTBHHU C KOTOPHIMH IIPOUCXOMHT ABHKEHHUE JOKYMEHTOB, KOTOPOE
IpeICTaBIseT Co00H KOMILIEKC MEPOIIPUSTHIL, OXBATHIBAIOIIMX OPraHH3alHIO IEPEMEIIECHHUs
(IBMIKEHHST) TOKYMEHTOB COIVIACHO IpaduKy, KOHTPOJIb UX HCIIOTHEHHUS, ONIEPAaTHBHOE H
nocyeyroniee XpaHeHrHe OyXraJTepCcKHX JJOKYMEHTOB B apXUBE B TCUEHHE YCTAHOBIICHHBIX
CPOKOB.

PexomMeHmanuy o Ka)xaoMy 3I€MEHTY CHCTEMBI JOKYMEHTo000poTa cozeprkarcs B [lomoxennn
0 IOKyMEHTaX U JOKyMEHTO00OpOTe B OyXraiarepckoM ydete, yrBepkaeHroM Mungpurom CCCP
0t 29.07.1983 N 105 (nanee - [TonoxxeHue 0 TOKYMEHTaX H JOKyMEHTOO00pOTE).

1.2. IlepBryHBIE JOKYMEHTBI yIPEKIEHUS

Bce X03s1iiCTBEHHbIE OIIEpALiH, IPOBOUMBIE YUPEKACHHIMH, (PUHAHCOBBLIMH OpPraHaMH,
opraHaMM KazHadelcTBa, 0hOPMIISIOTCS MEPBUYHBIMA JOKyMEHTaMH. Byxrairepus umeer ieno
C TEMH JIOKYMEHTaMH, KOTOPbIE BKJIFOYAIOT H3MEPUTEIN XO35HCTBEHHON ONepanyy B
CTOMMOCTHOM BBIpaXX€HUH. X MOXHO pa3ieluTh Ha TPH OCHOBHBIE IPYIIIIbL: ydeTHAs
OyxranTepckast JOKyMeHTaIus (110 y4eTy aKTHBOB U 00513aTeJIbCTB), OpPraHU3al[MOHHO-TIPABOBAsI
(y4eTHas TIOJIUTHKA, ILUIAH CYETOB, PETHCTPHI, MOJIOXKEHHE O CITyX0ax U IOAPA3ACICHUSX) U
oTyeTHast (GanaHChl, HAJOTOBEIC OTYETHI H JICKJIAPAIHH, TOKYMEHThI X OTYETHI O IIPOBEICHHI
MIPOBEPOK, PEBH3MIT).

@DopMBI IEPBUYHBIX YYETHBIX JOKYMEHTOB JUIS OIO[UKETHBIX YUPEeKICHHH IPUBEICHBI B
Tpunoxennn 2 x Uactpykuuu N 1481, B na3BannoM [IpuiokeHHH ydeTHBIE JTOKYMEHTHI
YUpEeXIEHHs pa3/ie]IeHbl Ha JIB€ IPYIIIbI 10 COOTBETCTBYIOMHIM Ki1accam OOLIepoccHiickoro
kinaccuukaropa ynpasnendeckoit joxymenramuu OK 011-93, yrepixaeHHOTrO
TTocranosnennem ['occrannapra Pocenn ot 30.12.1993 N 299:

xiace 03 "VHuuiupoBaHHas CHCTeMa IIEPBUYHOM YUeTHOM JOKyMeHTanun';

kiacc 05 "VuuduimposanHas cucteMa OrOKeTHOM (pUHAHCOBOM, yYETHOM U OTYETHON
JIOKyMeHTaIuu'" .

B rpymmy knacca 03 BXOIUT TOKYMEHTAIHUS 110 y4eTy OCHOBHBIX CPEJICTB (aKTHI O TIpHEMe,
repe/iade, CIIECAHNH OCHOBHBIX CPEJICTB), BEJICHHIO KACCOBBIX ONEPAIUii (IIPHXOIHEIE,
pacxoaHbIe OpAepa), yueTy MaTepHaloB (aKT O IIpHeMKe, HaKjIaJHas Ha OTIYCK) B y4eTy paboThl
aBTOTpaHCIOpTa (ITyTEeBbIe JIUCTHI HA PA3IHYHBIE aBTO).

B rpynmy knacca 05 BXOZAT JOKYMEHTBI ¢ OIO/KETHOH CIenH (KO, TaKHe KaK aKThl O
CIHCAHUH MATKOTO M XO3SHCTBEHHOTO MHBEHTAPSI, INTEPATYPHI, OIAHKOB CTPOroi OTYETHOCTH,
YBEIOMIICHHE O JIMMHTAX OIOKETHBIX 00513aTeNIbCTB, YBEIOMIICHHE IO PACUeTaM MEXIy
GrozUKeTaMu M IIpoure OIOPKETHBIE JOKYMEHTL.

ITonoxeHue 0 JOKyMEHTaX U JOKyMEHTO00OPOTEe COAEPIKHT IpsiMoe TpeboBanue 06
00s13aTeIbHON TPOBEPKE JOKYMEHTOB, IIOCTYIAIONINX B OyXranTepHo. JJOKyMeHThI





[image: image2.jpg]MPOBEPSIOTCA KaK Mo opme (II0IHOTA U NPaBHIIBHOCTD 3alI0JHEHHS PEKBU3UTOB), TAK U 110
COJIEpPKAHMIO (3AKOHHOCTB JTOKYMEHTHPOBAHHBIX OLEPALIUH, JTOTHYECKas yBA3Ka OTAENbHBIX
nokasaresnei). B ocraibHOM TpeGOBaHHS K IEPBUYHBIM JOKYMEHTaM HeH3MeHHbI. OHI
COCTABIIAIOTCSA HA THIIOBBIX yTBEPKICHHBIX OJIaHKaX, a IMPH KX OTCYTCTBHH - [0 CAMOCTOSTENLHO
pa3paboTaHHBIM GOpMaM ¢ yKa3aHHEeM BeeX 00s3aTelbHbIX PEKBU3UTOB.

Jlns yupesxeHuii KOHKPETHBIX cep GIO/UKETHOM A TeIbHOCTH €CTh OT/IebHBIE PEKOMEH AU
no popmam nokymenToB. Tak, Uit yupesxaennii Boopyskennsix Cuit PO, ocyliecTBIsonmx
(MHAHCOBO-XO3SHCTBEHHYIO JIEITEbHOCTD, YHHDHIHPOBaHHBIE OJIaHKK puBesieHb B [Ipukase
Munucrpa o6oponst PO ot 28.03.2008 N 139. VupexkaeHus rocy1apCTBEHHBIX K
MYHHIHUIATBHBIX OPraHOB HCTIONHHUTEBHON BIACTH B 9THX IEJISX MOTYT PYKOBOJCTBOBATHCS
Ipukazom Munkyasrypsl Poccun ot 08.11.2005 N 536. Ecii jutst oopmiterst onepauuu He
NpeyCMOTPEHO (JOPMBI IIEPBHYHOIO JOKYMEHTA, TO OyXranTep BIPaBe BOCIOIb30BATHCS
CIIPaBKOH, NpeHa3HAuYeHHOM JUIsl OTPa)KeHHUsl COBEPIIAEMbIX IIPU HCIIOTHEHHH OIO/KeTa 1
KaccoBOM 0OCITyKMBAaHHH JOTIOTHUTENIBHBIX ONEepariii, He TPeOYIOIHX J0KYMEHTOB OT
IUTATENBIIMKOB U ToMydareneil cpencts OropkeToB. Ha 0ocHOBaHMHM CIIPaBKH MPOU3BOSTCS
3aIHMCH 110 MPOYHM OTIEPAIUsM, B TOM YHCJIE CBA3aHHBIE C HCIIPABICHHEM OMIHOOK B JKypHAIAX
omepanuii, HCX0s H3 KOTOPBIX 3aIlONHIETCS IVIaBHast KHHTa.

TTonHBIM B IPAaBHIFHBIM 0(OPMIICHHEM TIEPBUYHBIX JTOKYMEHTOB IIPeHeOperarh He CTOUT, TaK
KaK OHH TOATBEPKIAIOT JaHHbBIE OyXTanTepcKoro yuera i COCTaBIIeMOil OTUYETHOCTH.

1.3. V4eTHBIE perHCTPHI yIPEIKICHHS

B perucrpax 610/DKETHOTO ydyeTa U3 I0KyMEHTOB HaKaIIMBaeTcss HHYOpPMaIHs 0 COBEpIIacMBbIX
YUPEKICHHSIMA XO3HCTBEHHBIX OIepanusX. Bee perucTpel, NpuMeHsIeMble YUpeKIeHHEM,
MOYKHO Pa3/IeJIUTh Ha JIBE TPYIIIBI, KOTOPBIE MPE/CTaBIeHbl B TabmuIe. PerucTps
AHAIMTHYECKOTO yyeTa PerncTpbl CHHTETHYECKOro yyeTa - JlaHHbIe PerHCTpPhbI CoAepiKar
o0si3aTesbHble PEKBU3HTHI M II0Ka3aTey, npuse/ieHHbie B Ipunoxenun 3 k Mucrpykiuu N 148
H. Cpenu HUX:

KapTO4KH, 000POTHBIE U HAKOIHTEIbHBIE BEJOMOCTH;

KHHUTH PErHCTPALIMH U QHATHTHYECKOTO y4eTa, PeecTpsl;

BEJIOMOCTH y4eTa, HHBEHTapH3alMOHHBIE ONKUCH - B IaHHBIX perucTpax o6o0imaercs
HHGMOPMAIUS PETUCTPOB aHATHTHYECKOTO y4eTa M HEPBHUHBIX JOKyMeHTOB. Cpenu HuX:
JKypHaJI onepanui o cyety "Kacca';

JKYpHAJI OTeparuii ¢ Oe3HaTMYHBIMU JIEHEKHBIME CPE/ICTBAMH;

JKypHaJI OTIepallnii pacyeToB C MOAOTYETHBIMH JIMLAMH;

JKYpHAJI OTlepaliyii pacyeToB C MOCTABIIUKAMH H TOIPSITINKAMH;

JKypHAJT OTlepaluii pacyeToB ¢ 1eOUTOPaMH IO I0X0/IaM;

JKYpHaJI OTlepaLnii pacyeToB 10 OIUIaTe TPY/a;

JKYpHAJI OTIepariii 1o BEIOBITHIO W IEPEMEIIEeHHIO He(pMHAHCOBBIX AKTHBOB;

JKYpHAJI 110 IPOYMM OTEPAIMSM;

IJIaBHAs KHUTA

VupesxaeHre MOXKeT aBTOMATH3HPOBATh OIOJUKETHBIN yUeT Ha OCHOBAHHH €IMHOTO
B3aMMOCBSI3aHHOTO TEXHOJIOTHYECKOT0 IpoIiecca 00paboTKu IIepBHYHBIX YUETHBIX JIOKYMEHTOB
U OTPaXeHHs ONeparLuii o perucrpam u paszenam [Tnana cuetos GlomkeTHOro yuera. He
3arpernaeTcs HCXos U3 crelu(uKy GIOVKETHOTO y4eTa TOr0 MJIM HHOTO Y4PEX/ICHHs BHOCHTD B
PperucTpbl GIOIPKETHOTO ydeTa TONOJTHHTE bHbIE PEKBU3UTHI U Tokasaresu. Kpome Toro,
(opMaThI PErHCTPOB OFODKETHOTO ydeTa HOCAT PEKOMEHIATENbHbIN XapaKkTep U Ipu
HeoOXOMMOCTH MOTYT OBITH H3MEHEHBI, 32 HCKIIIOUCHHEM YIaJIeH sl U3 HUX OTAEIBHBIX
PEKBH3HTOB, YTO, KaK OBLIO CKa3aHO BHINIE, HE I0MycKaeTcs. DOPMbI pErkcTpoOB, IOPAIOK UX
3arnoJHeHUst 1 00pabOTKH, B TOM YHCIIE B YCIOBHAX aBTOMAaTH3HPOBAHHOTO Y4eTa,
ONPEEOTCS YUPEKAEHHEM CAMOCTOSTEIBHO TAKHM 06pa3zoM, YTO6E! MH(MOPMAITHIO MOIKHO
GBLIO CrPYIITHPOBATH JUIS COCTABJIEHHUs OIOJUKETHOH OTYETHOCTH.

1.4. I'paduk 1OKyMeHTOOO0POTA YUPEIKICHUS

I'paduk JOKyMEHTOOGOPOTA PEraMEHTHPYET JIBHKEHHE EPBUYHBIX YYETHBIX JIOKYMEHTOB B




[image: image3.jpg]OyxraiTepekoM ydete (CO3/[aHHe MM IIOTy4eH e, IPHHATHE K y4eTy, 06paGoTKa, nepesiada B
apxuB). Hasnauenue rpaduka 3axmouaercs B MUHUMU3ALMH MATEPUANBHEIX i BPEMEHHBIX
3arpar Ha 06paboTKy OyXraaTepcKuX TOKYMEHTOB, CO3/AHUH ONTHMATBHBIX YCIOBHIA 1U1st
pabOThI ¢ HUMH M B KOHEYHOM CUETE B [IOBBIIEHUH 3BEKTHBHOCTH AESTeNbHOCTH
GyXranTepcKoii ciryKObl GIOIPKETHOTO yUPEKIeHHS B [EJIOM.

I'papuk 103BOISET yHIOPSIOUHTE ABHIKEHHE JOKYMEHTOB B GIOIDKETHOM YUPEIKACHUH 1
00eCreunTh CBOEBPEMEHHOE TOITYYeHHE IOKYMEHTOB GyXTaiTepeKoii cityskOoii, HX yueT 1
XpaHenue. B rpaduke 10/KHBI GbITh YCTAaHOBIICHBI CPOKHU JIBHKEHHS JTOKYMEHTOB 10 OCHOBHBIM
sTanam: cosaanue (repezaya), mposepka (06paboTka), XpaHeHHe.

I'paduk foKyMEHTOOG0POTA MOXKET GBITH COCTABIIEH KaK B BHJIE CXEMBI, TAK i B BH/E TAOIHIbI
IIpenMymecTBo cXemb! Tepes TabMHIel 3aK/II09AeTCS B TOM, YTO B Heil MOXKHO yKas3aTh He
TOJIBKO JIOKYMEHTBI H OTBETCTBEHHBIX 38 HX COCTABJICHHE JIUII, HO M JABHKEHHE OKYMEHTOB KaK
B IIEJIOM IO yUPEXKACHHIO, TAK U 110 €0 OTAENBHBIM CTPYKTYPHBIM MojpasenenusyM. . HauGonee
TIPOCTOH BapuaHT rpaduka T0KyMEHTO0G0POTa, COCTABIEHHOTO B (hopMe TaGIHIIb,
TIpe/icTaB/IseT cOG0i CBONHBIH Nepedens onepauii 110 06paGoTKe GyXralTepeknX T0KYMEHTOB ¢
YKa3aHHeM MX MCTIOJIHHTENCH, nopsiaka B3anmoneiicTeus. Cocrapnenue gokymenta O6paborka
nokymenra Ilepesiaua B apxus
C rpaduxom 10KyMEHTOOG0POTA I1ENeCO00Pa3HO 03HAKOMHUTE MO PACIHCKY BCEX AOJDKHOCTHBIX
JIAIL, OTBETCTBEHHBIX 3& COCTABIICHHE H MPE/ICTABICHNE TeX MM HHBIX IOKYMEHTOB B
YCTaHOBJIEHHbIE CPOKH. OH JI0JKEeH COOMIONAThCSl BCEMH JIMIIAMH, OTBETCTBEHHBIMHE 3a
cocTaBlieHne i 06paboTKy 10KymMeHToB. O3HaKOMIIEHHE ¢ IrpaUKOM JOKYMEHT00G0poTa
PaGOTHHUKOB YUPEKIEHHs OCYIIECTBIISETCS [I0CPECTBOM TOBEICHHUS 10 HUX OT/AEIBHBIX
BBINHCOK, B KOTOPBIX NEPEUUCIIAIOTCS JOKYMEHTBI, OTHOCSIIAECS K cepe NeaTeTbHOCTH
KOHKPETHOTO UCTIOJIHUTEIIS, CPOKU MX NPEJICTABIICHUS U [IOAPA3AETEH s YIPEKICHHUS, B
KOTOPBIE OHH NPEICTABISIOTCS. OTBETCTBEHHOCTB 3a COOMIOCHNUE rpaduKa HECYT BCe
YKa3aHHbIC B HEM COTPYAHHUKH. KOHTPOJIb OCYIIECTBIISIET ITIABHELH OyXrantep, KOTOPBIH JUIs
Gonblleli yBEPEHHOCTH B TOM, YTO €I0 HE MOJBE/YT, MOXKET IPETYCMOTPETh 0GS3aHHOCTH 110
COOIONEHHIO rpaduKa T0KyMEHTO060POTA B IOKHOCTHBIX HHCTPYKIHSAX PAGOTHHKOB.

1.5. IlpaBuita XpaHeHHs JOKYMEHTOB YIPExKICHHUS
B uesnsix orpasuyenus 10CTyna K HHOOPMALH H 3aLIHTHI OT HECAHKIIHOHHPOBAHHOTO
HCIIOJIb30BAHNS JIOKYMEHTBI CJIE/TyeT XPaHUTh He Gojiee CPOKa, B TeYEHHE KOTOPOTO OHH MOTYT
MOHAI00UTHCS, a 3aTeM - CIaTh B ApXHB HA XPAHEHHE.

B rabnuue yka3aHbl CPOKH XPaHEHHS OTICIBHBIX JOKYMEHTOB GIO/UKETHOTO YUPEXK/ICHHSL.
JlokymeHTBI GFOMKETHOTO yupeskaeHust CPOK XpaHeHHs Y TBEPIKIEHHBIH GIOIKETHEIM
yupex/enuem [lian caeTos 5 eT YueTHbIe perucTpsl (IVIaBHAs KHUTA, XKy pPHAJIBI-OpIepa,
paspaboTaHHbIe TaOMHIBI, 060POTHBIE BeIoMOCTH) [lepBUYHBIE OKYMEHTHI (KACCOBHIE H
GaHKOBCKHE JTOKYMEHTBI, KOPEIIKH TPYAOBBIX KHIKEK, Op/iepa, TabesH, H3BeleHus GaHKoB,
aKTBI O IIPHEME, c/laue, CIMCAaHMH MMYIIECTBA H MaTepHaioB, cyeTa-(hakTypbl, HAKIaJHbIE 1
aBaHCOBBIE OTYETHI) Byxranrepckue oT4eTs! (6aIaHChl B OTYETHI, HOSCHUTEIbHBIE 3aITHCKH)
JloKyMeHTBI, HeOOXOMMMBIE JUISi HCYUCIIEHHS! U YILIAThI HAJIOTOB 4 roja




