MNPAUJTOXKEHHUEN: 5.
[ono:xkenue o popmax u nopsiake GopMHPOBAHUSI PETHCTPOB GYXTraJTEPCKOro yuera, HepBHYHBIX
JOKYMEHTOB

1. OBIIIME MMOJOKEHUA

1.1. Bee onepariy, mpoBOAMMBIE OpraHU3alUsIMHU, 0QOPMIISIOTCS IEPBHYHBIMU JOKyMEHTAMH B
COOTBETCTBHU ¢ TpeboBaHusMH 3akoHa oT 06 nexadps 2011t Ne 402-®3 u Unctpykumu ot 01.12.2010 .
Ne 157n.

1.2. [lepeueHpb UL, UMEIOIIUX MPABO MOJNUCU MEPBUUYHBIX YUETHBIX JOKYMEHTOB, YTBEPXKIaeT
PYKOBOIWTENH OPTaHHU3AIMH IO COTJIACOBAHUIO C TJIABHBIM OyXTaJiTepoMm.

1.3. JlokyMeHTBI, KOTOpbIMH O(opMiIsioTCs (PaKT XO3AWCTBEHHOW J>KM3HH IO OIEpalisiM ¢
JECHEXHBIMH CPEICTBAaMHU, HMOANUCHIBAIOTCS PYKOBOIAUTENEM OpPTaHU3alliU U IJIaBHBIM OyXTaJTepoOM WK
YIOJTHOMOYEHHBIMH JTHIIAMHU.

1.4. [lepBUYHBIA YICTHBIN JOKYMEHT JTOJIKEH OBITH COCTABICH B MOMEHT COBEPIIICHUS OTICPAIIHH,
a €CJIM 3TO HE MPEACTABISICTCS BO3MOXKHBIM — HETIOCPEACTBEHHO MOCJIEC €€ OKOHUAHUS.

1.5. TlepBU4HbIC y4eTHBIC JOKYMEHTHI, 4 TAKKE PETUCTPBI OyxydeTa (OpMUPYIOTCS HA PYCCKOM
SI3BIKE C TPUMCHEHHEM KOJIOB (COKpAICHUIT), yCTaHOBICHHBIX OOBIYASMH JICTIOMPOU3BOJICTBA IO
OpTraHM3aIHH.

1.6. CBoeBpeMeHHOE U KaueCTBEHHOE 0(OpPMIICHHE MEPBUYHBIX YYETHBIX JOKYMEHTOB, TIepeaady
UX B YCTAHOBJCHHBIE CPOKM MJsI OTPaKEHUS B OyXIaJTepCKOM YdeTe, a TakXe JOCTOBEPHOCTh
COZAEPIKAIIMXCS B HUX JaHHBIX 00€CIIeUNBaIOT JIMLIA, COCTABUBIINE U MOANUCABIINE 3TH JOKYMEHTHI.

1.7. BHeceHme HCIpaBIICHHA B KacCOBbIe W OAaHKOBCKHE IOKYMEHTHI HE JOITycKaeTcs. B
OCTaJIbHBIC MEPBUYHBIC YUETHBIC TOKYMEHTHI UCIPABICHUS MOT'YT BHOCUTHCS JIMIID MO COITIACOBAHMIO C
YYaCTHUKAMH XO3SHCTBEHHBIX OMEpaIfif, 4TO JOKHO OBITh MOATBEPXKACHO IMOAMHUCIME TEX K€ JIHII,
KOTOPBIE OJIUCATN TOKYMEHTBI, C YKa3aHUEM JaThl BHECEHUS UCIIPABICHUM.

1.8. BHecenne wWCHpaBiICHU B PETHUCTPHI OYXTaJITEPCKOTO yYeTa IMPOU3BOAUTCS B TOPSIKE,
npexycmorpeHHOM MHcTpykimen Ne 157H, TONbKO NMpY pa3pelIeHruH IFIaBHOTo OyXraiTepa.

1.9. JInst ocymiecTBIEHUSI KOHTPOJIA W YIOpPAAOYeHHS OOpabOTKM NAaHHBIX O XO3SHCTBEHHBIX
OMepanusx Ha OCHOBE MEPBUYHBIX YUETHBIX JOKYMEHTOB COCTABIISAIOTCSI CBOJHBIC YUETHBIC TOKYMEHTHI.

1.10. HCpBI/I‘-IHBIC U CBOAHBIC YYCTHBIC JOKYMCHTBI MOTYT COCTAaBJIATHCA Ha 6YMa)KHBIX n
MalllMHHBIX HOCHUTCIIAX I/IH(l)OpMaI_II/II/I.

1.11. YupexneHune o0ecreunBaeT U3TOTOBICHUE YUCTHBIX JOKYMEHTOB Ha OYMa)KHBIX HOCHTEISIX
KaK JUIsl APYTUX YYaCTHUKOB XO3SHCTBEHHBIX OMEpaluii, TaK ¥ 11 HQOPMHUPOBAHUS apXHBa.

1.12. I'maBHBIH OyxranTtep o0ecrieunBacT M3TOTOBJICHUE KOMWH JOKYMEHTOB, C(HOPMHPOBAHHBIX
Ha MAIIMHHBIX (MarHUTHBIX) HOCUTENSAX C COOJIONEHUEM IEPUOJUYHOCTH, YCTAHOBJICHHOH 10
OpraHH3alyH.

1.13. Ilpu u3bSATHM TEPBUYHBIX YYETHBIX JOKYMEHTOB, PETHCTPOB OyXTalTepCKOro yd4era
OpraHaMH J03HaHWs, IPEABAPUTEIHLHOTO CICACTBHS U POKYPATYPhI, CylaMU, HAJIOTOBBIMU HHCIICKIIUSMU
M OopraHaMH BHYTPEHHHX JeJl Ha OCHOBAaHWU WX TIOCTAHOBJIEHHUI TNABHBIM OyXranTep YUpeXIeHHs C
paspemieHusl ¥ B MPHUCYTCTBHH TPEICTABUTENECH OPraHOB, MPOBOISAIINX HU3BITHE TOKYMEHTOB, 00s3aH



obecreunTs (OPMHUPOBAHHUE PEECTpa MIBITHIX JOKYMEHTOB C YKa3aHWEM OCHOBAHUS W JIATHl U3BITHA, a
TaKXe C MPIIOKEHHEM KO TaKOBBIX.

1.14. Tlo ucteueHNH Ka)XAOr0 OTIETHOTO MECSI[a IEPBUIHBIE YI€THBIE JOKYMEHTHI, OTHOCSIIIHECS
K COOTBETCTBYIOIIMM JKypHaJaM OTepaluii (peructpaM OyXTalTepCKOro ydueTa), IOJDKHBI OBITh
MOJOOpPaHbl B XPOHOJIOTUYECKOM TOPSIIKE W COpOIIopoBaHbl. [Ipy HE3HAYMTETHHOM KOJTHYSCTBE
JIOKYMEHTOB OpOIITIOPOBKY MOXHO IPOM3BOANTH 32 HECKOJBKO MeECSIeB B ONHy manky (memo). Ha
00JIOKKE CIIEAYeT yKa3aTh: HAMMCHOBAaHUE OPraHM3AIMY; Ha3BaHUE U MOPSIKOBBIN HOMEp IMAIKH (Jena);
OTYETHBIM NEPUOJl — TOA U MECSIl;, HauaJIbHbIM M TOCIEAHUN HOMEpa JKypHaJIOB OIepalnii; KOJIn4eCcTBO
JIUCTOB B Marke (zerne).

1.15. Croco6® xpaHEHHsI pPEeTHCTPOB OYXTaJITEPCKOTO ydeTa, MEePBUYHBIX YUETHBIX TOKYMECHTOB
JIOJDKHO 00ecrieunBaTh WX 3alUTy OT HECAHKIIMOHMPOBAHHBIX WCIIPABICHUM, yTEpe IENOCTHOCTU
WHGOpPMAIIMH B HUX U COXPAHHOCTH CAMHX JIOKyMCHTOB,

1.16. BrImoiHEHHE COOTBETCTBYIOIIUX TPEOOBAaHUI K XPaHCHHUIO JIOKYMEHTOB OCYIIECTBISICT
JUIO, OTBETCTBEHHOE 3a WX (OPMHPOBAHHE, IO MOMEHTa WX CHa4l B OyXTalITEepPCKyI0 CIyXOy
OpTraHM3aIlNY, a TOCJIE CAa4YX B OyXTalTepHio — IIIaBHBINA OyXTanTep WX U0, UM Ha3HAYCHHOE.

1.17. B cnydae mpomaxXyi WJIM YHHUYTOXXEHHS TEPBUYHBIX YYETHBIX TOKYMEHTOB U PErHCTPOB
OyXTaJITepCKOTO yYeTa PyKOBOAMTENh OpTaHW3allH HA3HAYACT NMPUKA30M KOMHUCCHIO 10 PACCIICIOBAHUIO
MPUYUH UX MPOTIAXKU WU YHUUTOKCHUS.

1.18. Tlpu HeoOXOAMMOCTH JUIsl y4acTHsi B pabOTe KOMHUCCHHU TPUIIIANIAIOTCS TPEACTABUTEIH
CJIEICTBEHHBIX OPTaHOB, OXPAHBI M TOCYAaPCTBEHHOTO MOYKAapPHOTO HAA30pa.

1.19. Pe3ynbrarel pabOTBl KOMHCCHH O(GOPMISIOTCS aKTOM, KOTOpPBIH YTBep)KIaeTcs
pykoBoauTesieM opranu3zanuu. Konus akra HanpasiisieTcs B BBILIECTOALIEE YUPESKICHUE.

2. TOKYMEHTAJBHOE O®OPMJIEHUE ®AKTOB XO3ICTBEHHOM KU3HA

2.1. ®akT XO3SMCTBEHHOW JXW3HU OTpa)xkacTcs B OyxydeTe Ha OCHOBaHUU OIPAaBIATEIBHBIX
JIOKYMEHTOB (TIEPBUYHBIX YYETHBIX JJOKYMEHTOB).

2.2. lns BegeHus: OyXTraJTepCKOro y4yeTa MPUMEHSIOTCS YHU(QUIMPOBAHHBIE (DOPMBI IEPBUYHBIX
nmokymeHToB kiacca 03 m 05 OKVY], mpenycmorpennsie MHCTpyKITMeit Ne 1571 u [Ipukazom M® PO ot
15.12.2010 . Ne 173H, a Taxxe GOPMBI JOKYMEHTOB I10 MEPEYHIO, YTBEPKICHHOMY B OpraHU3aLiy.

2.3. Ilepeuenb ¢GopM perucTpoB OyXraaTepcKOro ydeTa M TOPSAIOK UX (GopMupoBaHUS
YCTaHABIUBACTCS COOTBETCTBEHHO ¢ MHCTpyKIHei Ne 157H.

2.4. TlpencrapicHHE TOKYMEHTOB B OYyXTaJTEPCKYH CIIy:KOy OCYIIECTBISICTCS IO Tpaduky
JIOKYMEHTOO00pOTa OPraHU3aIlnH.

2.5. TpeOoBanus IaBHOro Oyxrajirepa IO JOKYMEHTaJIbHOMY oOQopMmiIeHHI0 (akTa
XO3WCTBEHHON JKM3HU M TMPEICTABICHUIO B OyXTanTepUI0 HEOOXOMUMBIX JTOKYMEHTOB M CBEACHUUI
00s13aTeNBLHBI IS BCEX paOOTHUKOB YHUBEPCHUTETA.

2.6. be3 moamucu maBHOro OyXxrajiTepa JACHEKHBIE M PACUCTHBIE NOKYMEHTHI, (PHMHAHCOBBIC
00s13aTeNbCTBA CUNTAIOTCS HEACHCTBUTENBHBIMH M HE JOJDKHBI NMPUHUMAThCA K HCIONHEHHIO (CT. 9
3akona ot 06 mexadps 2011 . Ne 402-D3).

2.7. Hymepanus TEepBUYHBIX YYETHBIX TOKYMEHTOB OCYIIECTBIISIETCS CIUIOIIHBIM ITOPSIKOM B
TedeHue puHaHCOBOrO roa. CTpyKTypa HOMEpa YYETHOTO TOKYMEHTa MOXKET COJepkKaTh OTIIHYUTEILHBIC



npu3HaKu (KOIbl) B pa3pe3e BWJIOB JCATEIHHOCTH OPraHW3alWHd, KOIbl MCTOYHHKOB (DPUHAHCHUPOBAHUSI
(prmeMeHT OIOmKeTa | T. 11.), KOIBI TIoApa3neacHuit (B T. 4. 000COOICHHBIX).

2.8. Hymepanus 1iaTe)XHbIX MEPBUYHBIX JOKYMEHTOB OCYIIECTBISIETCS CIUIOIIHBIM TTOPSIIKOM I10
BCEM HCTOYHUKAM (PUHAHCUPOBAHUS OpPTraHU3AIUH.

3. ®OPMbI IIEPBUYHBIX TJOKYMEHTOB

3.1. IlepBuuHBlE Yy4YeTHBIE JOKYMCHTBHI, IpHHUMaeMble K Yyd4ery, (opMmupyroTcs 1O
YHU(HUIPOBAHHBIM (hOPMaM MEPBUYHBIX JTOKYMEHTOB, YCTAaHOBJICHHBIM NPHIOKEHHEM 2 K MHCTpyKINn
Ne 1571 n npukazom Munduna Poccun ot 15 nexabpsa 2010 r. Ne 173H, a Taxke ¢popmMaM JOKYMEHTOB,
YCTaHOBJICHHBIM JJIsl BHyTpEHHEH OyXIrajaTepcKoil OTYETHOCTH B OpraHU3alUH.

3.2. IlepBuuHble YYEeTHBIC TOKYMEHTBHl NPUHUMAIOTCS K YYETy, €CIU OHHU COCTAaBJICHBI IO
YCTaHOBJIEHHOW ¢opMme, ¢ 00s3aTeTbHBIM OTPAKEHHEM B HUX BCEX, MPEIyCMOTPEHHBIX MOPSAKOM HX
BEJICHUSI PEKBU3UTOB.

3.3. dns opopmiteHus GakToB XO3IUCTBEHHON KHM3HHU, TIO KOTOPHIM HE MPEyCMOTPEHBI TUIOBBIC
(bopMBI TICPBHYHBIX YYCTHBIX JIOKYMCHTOB, VUYPESKICHHEM CaMOCTOSTEIBHO pa3pabaThIBalOTCS
HeoOxoauMble (opMBI JTOKyMEHTOB. lIpaBo pa3paOoTkm yKa3aHHBIX JOKYMEHTOB 3aKpeIuriercs 3a
[JaBHBIM  OyXTanTepoM, KOTOPHIM JOBOJUT TMOPSAAOK WX 3allOJHEHHUS JO COOTBETCTBYIOIIMX
OTBETCTBEHHBIX JIUI] M YCTAHABIMBACT CPOKHU MX MPEACTABICHUS B OyXTaJITEPCKYIO CIIY)KOYy OpraHU3aIiy.

3.4. TlepeueHp THUMOBBIX (QOPM C YKa3aHUEM OCHOBHBIX U JIOMOJNIHUTEIHHBIX PEKBU3HUTOB,
UCTIONIb3yEeMBIX B OpPTraHM3alliy, YCTaHABIMBACTCS MO opraHu3anuu IlonokeHneM o Gopmax U HOpsIKe
(hopMHpOBaHUS PETHCTPOB OYXTalTEPCKOTO yUeTa, IEPBUYHBIX JOKYMEHTOB H MIOPSIJIKA UX apXUBAIINH.

3.5. CocraB [OTNOTHUTENBHBIX (OpPM M TOPAIOK WX O(OPMIICHUS YCTaHABIUBACTCS
PacnopsDKEHUSIMU TIIABHOTO OyXTaliTepa Mo OyXraJTepcKoi Ciyxoe.

4. O9POPMJIEHHUE BYXTAJITEPCKOI'O YYETA PETUCTPAMU

4.1. byxrantepckuié y4eT OpraHu3aldd OCYIIECTBIAETCS MO JKypHaJdbHOH  (opme
OyXTrajaTepckoro y4era ¢ 3JIeMEHTaMH aBTOMAaTHU3alliK ¢ UCIIOIb30BaHUEM YueTHOM cucteMsl 1C.

4.2. BeixomHble (GOpMbI 1O OyXraJTepCKMM PErHCTpaM Ha OyMaKHBIX HOCHTEIISX,
TIOJITOTOBJICHHBIE C NMPHUMEHEHHWEM CHCTEMbl aBTOMATH3HMPOBAaHHOW OOpa0OTKHM JAaHHBIX MOTYT HMETh
OTIMYUSL OT YCTAHOBJICHHBIX HOPMATUBHBIMU JOKYMEHTamMu ()OpM, MPH YCJIOBHUHU, YTO OHH COAEpIKAT
COOTBETCTBYIOIIHE 00s13aTeNbHbBIC PEKBUZUTHI M ITOKA3aTEIIH.

4.3. Ilpu cdopmupoBanuu mepeyHss (HOPM PErHCTPOB OyXTaJTEpPCKOrO ydeTa W MOpsAKa HUX
BeleHUs (B T. Y. OTHOCHUTEJIBHO IOPSAKA CO3IaHMs apXuBa OyXTaJITEpCKUX JOKYMEHTOB) OpraHM3aLlus
PYKOBOACTBYETCSI HOpMaMH, IipeaycMoTpeHHbIMU MHcTpykimeit Ne 157H 1 HacTOAIIMM MTPUKa30M.

4.4. ®opMHUPOBAHUE PETHCTPOB, OTPAKAIOIIMX PE3Y/IBTAT XO3THCTBCHHOMN JKU3HH, TIPOU3BOIUMBIX
B paMKaX HCTOJMHECHUs yupexacHueM miana OXJ[ mpou3BOaUTh BMECTE C pa3CiICHUEM MO KOJAaM BHJA
(hMHAHCOBOIO 00ECIICUCHHSI.

4.5. Byxrantepckuil y4eT oCyIIeCTBISETCS MO CASAYIOIINM KypHaJIaM ONepanni:
Kypnan Ne 1 onepanuii no cuety «Kaccay;
Kypnuan Ne 2 omepariuii ¢ 0e3HaATUIHBIMH JCHSKHBIMA CPEICTBAMH;

Kypnuan Ne 3 ormepariuii pac4eToB ¢ OJOTYETHBIMH JTUIAMU;



Kypnuan Ne 4 ormrepariuii pac4eToB ¢ IOCTABIITUKAMH U TIOAPSTINKAMUT;

Kypnan Ne 5 onepaunii pacueToB ¢ 1eOUTOPaMU 1O JOXOAAM;

Kypnuan Ne 6 orrepariiii pac4eToB 10 OIIaTe TPYIa;

Kypnan Ne 7 omepariuii Mo BEIOBITHIO U TIEPEMEIICHUIO HE(PUHAHCOBBIX aKTHBOB;
Kypnan Ne 8 nmo npounm onepanusm;

Kypnan Ne 9 onepanuii 10 CaHKITMOHUPOBAHUIO;

I'maBHas xHwWra.

4.8. KoppecnoHaeHIHSI CYETOB B JKypHaJe ONeparyii 3anrchIBaeTCs B 3aBUCHMOCTH OT XapakTepa
oreparyii 1mo ne6eTy 0JHOTO cYeTa U KPenuTy APYTOoro cyeTa.

4.9. XXypHais! oreparuii MOIIMHUCHIBAIOTCS TIABHBIM OyXTraaTepoM U OyXTalTepoM, COCTABUBIIAM
JKypHAJT OTICpaITHiA.

4.10. Ilo wucrteyeHnn MecsAma JaHHBIE OOOPOTOB II0 cUYETaM M3 JKYPHAJIOB OIEPAIIHIA
3aMuChIBAlOTCS B [ TaBHYIO KHUTY.

4.11. I'maBHas kHUTA GOPMUPYETCSI:
— 001mast ¢ pasAescHueM 1o KaxIoMy Koay GuHaHCcOBOTroO obecrieyeHusI.

- Mo Koy (hMHAHCOBOTO obOecrieueHus «1» TiaBHas KHUTa (OPMHUPYETCS OTACIbHO (s
MyOTMYHBIX 00s13aTEIIECTB).



