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IIOpﬂ}]OK BbIJIa4YH NOJ OTYET JC€HE)KHBIX TOKYMEHTOB,
COCTABJICHHA H NPEeACTABJ/JICHUA 0TYETOB NOAOTYE€THBIMH JIHIIAMH

1. O0uiHe MoJI0KEeHHS

1.1. Tlopsimok ycraHaBiMBaeT MpaBUia BBIJAYM IIOJ OTYET JEHEKHBIX
JIOKyMEHTOB, COCTaBJIEHHs], IPEICTABIEHHNS, IPOBEPKH H YTBEP)KACHUS OTYETOB 00
WX MCIOJIb30BaHUHU.

2. HOpﬂ)IOK BbIJAa4HM JA€HEKHBIX JOKYMEHTOB IO OTYET

2.1. Tlomy4aTh [eHEXHBblE [JOKYMEHTHI HMEIOT IIpaBO PpabOOTHHUKH,
3aMellaolie TOJDKHOCTH, KOTOpble NpPUBEAEHBI B IIE€peYHE, YTBEPKIACHHOM
NpUKa30M HadallbHUKa [ 1aBHOTO ynpaBlieHHS .

2.2. Belgaya Moj OTYET JE€HEeXHBIX JOKYMEHTOB IIPOM3BOJUTCS M3 KACChI MO
pPacXomHOMYy KacCOBOMY OpIepy C HaJINUChl0 «(QOHMOBHIA» HA OCHOBaHUU
IMHCHbMEHHOTO 3asBIICHUS [10Jy4aTells.

2.3. B 3asBJieHHH O BbIJay€ JEHEXHBIX JOKYMEHTOB IO OTYET I10Jy4aTCJIb
yKa3bIBA€T HAMMECHOBAHMUE, KOJIMYECTBO U HA3HAYECHUE NECHEIKHBIX TOKYMCHTOB.

2.4. Ha 3asBnennn paboTHrKa Beqymui cnernuamuct OOV nenaeT OTMETKY O
HAJIMYMM Ha TEKYIIYIO JaTy 3a0JDKEHHOCTH 3a MOIy4aTesleM 10 paHee BhIIaHHBIM
€My JEHEeXHBIM JAOKyMeHTaM. IIpH Haluuuy 3aJ0/DKEHHOCTH YyKa3bIBaOTCA
HAUMEHOBAHHUS M KOJMYECTBO JEHEXKHBIX JOKYMEHTOB, 32 KOTOpble PAOOTHHK HE
OTYHMTAJICS, a TaKKe CpOK OT4eTa [0 HHUM, CTaBiATCd Jara H IOIIHUCH
YIIOJIHOMOYEHHOT 0 Jinia. Eciii 3a10JDKEHHOCTH HET, Ha 3asBJICHUU IPOCTaBIISIETCSA
OTMeTKa «3aJ0JDKEHHOCTh OTCYTCTBYET» C YyKa3aHMEM JaThl M IIOJIHCH
YIIOJIHOMOYEHHOT O JIMIIA.

2.5. Havanpawk [71aBHOTO YINpaBJIEHHs pacCMaTpuBacT 3asBlICHUE U
yKa3bIBaeT HAa HEM HaWMEHOBaHHUs, KOJIMYECTBO, CyMMY BhIJaBA€MbIX MOJ OTYET
paGOTHHKY OEHEXHBIX NOKYMEHTOB, CPOK, Ha KOTODBIA OHM BBIAAIOTCS, CTaBUT
HOJINCH U JaTy.

2.6. Bpimaya moa OTYET MAEHEXHBIX JOKYMEHTOB IIPOM3BOJMTCS IIPH
OTCYTCTBHH 32 TOJOTYETHBIM JIMIIOM 33[0JDKEHHOCTH 110 JEHEXHBIM JOKyMEHTaM,
110 KOTOPEIM HACTYIMJI CPOK IIPEACTaBIeHUs aBaHcoBoro otdera (¢. 0504505).



2.7.MakcHUMaJIbHBIM CPOK BbIIa4U I€HEXXHBIX JOKYMEHTOB IOJ] OTYET (KpOMe
TOILTMBHBIX KapT) cocTaiseT 30 kaneHOapHbIX AHed. He ucnons3oBaHHbEIE B CPOK
JIEHEXHBIe JOKYMEHThI BO3BPALIAIOTCS B Kaccy.

3. COCTaBJ'leHHe, NnpeacTaBjJA€HHE OTYETHOCTH MOAOTYETHLIMH JTHIAMH

3.1. O6 ucno/b30BaHUH JEHEXKHBIX TOKYMEHTOB MOJOTYETHOE JIALIO TOJKHO
OoTYdTaThCA. JIJI1 3TOro HYXXHO NPEICTABUTh aBAaHCOBBIA OTYET C MPHIIOKEHHEM
JIOKYMEHTOB, TOATBEPKAAIOIIUX UX UCIOJIb30BAHHUE.

3.2. JIokyMeHTOM, IOATBEPXK AAIOLIUM HCII0JIb30BaHHE KOHBEPTOB C MapKaMH
U MapoK, SBJISIETCS peecTp OTIpPaBIEHHOW KoppecnoHaeHuuu. McmopueHHbie
KOHBEPTHI TAK)Ke NMPUJIAratoTcsl K aBaHCOBOMY OTYETY.

3.3. Ilo mpoe3mHpM Omieram Uil Mpoe3fa B TOPOJACKOM IIaCCaXXHPCKOM
TPAHCIIOPTE B Ka4eCTBE IMOATBEPKIAIOLIAX JOKYMEHTOB K aBaHCOBOMY OTYeETYy ((.
0504505) mpunaratoTcsi HCIOJIb30BaHHBIE IPOE3AHbIE OUIIETHI.

3.4. ABancossrii otdet (§.0504505) npencraBnseTcss IOAOTYETHBIM JIMIOM
IVl OTP@KEHUS B y4eTe W OTYETHOCTH HE MO3JHee TpexX pabodyMx JHEH CO IHA
HCTEYEeHHUs CPOKa, Ha KOTOPBIN ObLTH BBIAAHBI JEHEXKHbIE JOKYMEHTHI.

3.5. Benymmii cnenuanuct @IV, HaYalbHUK (UHAHCOBO-3KOHOMHYECKOTO
ynpaBieHdsi (TJIaBHBIM OyxrainTep) NPOBEpSIOT IIPaBUIBHOCTE O(QOPMIIEHHS
aBaHcoBoro otdeta (¢. 0504505), Hamuume OOKYMEHTOB, MOATBEPXKIAIOIIMX
HCIIOJIb30BaHKE JEHEXHBIX JOKYMEHTOB.

3.6. TlpoBepennsbiii aBaHCcOBBI oTdeT (. 0504505) yTBepxnmaercs
HaYaJIbHUKOM [ JTaBHOTO yNpaBiIeHHUs, IOCIIe YeTr0 IPUHUMAETCS K Y4eTy.

3.7. IlpoBepka M yTBEpXKACHHE OTYETa OCYLIECTBIIAIOTCS B TEYEHHE TPEX
pabouux IHEH co IHS NPEACTaBICHUS €r0 IOJOTYETHEIM JIUIIOM.

3.8. OcTaToKk HEUCNOJb30BAaHHBIX JEHEXHBIX JOKYMEHTOB BHOCHTCS
MOJOTYETHBIM JIMLIOM B KacCy IO IPUXOAHOMY KacCOBOMY OpIEPY C HAAIHCBIO
«(OHIOBEIM» HE MO3AHEE HS, CIEAYIOIIEro 3a JHEM YTBEPXKICHHS HauyalbHUKOM
['maBHOTO ynpaBieHus aBaHcoBoro ordera (¢. 0504505).

3.9. Ecau momoTYETHBIM JIMIIOM He NPEACTaBlieH B yCTaHOBJICHHBIH CPOK
aBaHCOBBIN oT4eT (. 0504505) uyu He BHECEH B KacCy OCTaTOK HEUCIIOIb30BaHHBIX
JEHEeXHBIX JOKYMEHTOB, paboTomaTesllb MMeeT MpaBO yAepXaTb CyMMY
3aJ0JDKEHHOCTH 110 BBIJAHHBIM JE€HEXHBIM IOKYMEHTaM W3 3apabOTHOM IIaThl
paboTHHKa ¢ cobmonenuem tpeboBanuii cT. cT. 137 u 138 TK PO.



3.10. B cimyyae yBonbHeHHUsI pabOTHHMKA, MMEIOLIETO 3aI0JDKEHHOCTh I10
IOJIyYEHHBIM O] OTYET JEHEXXHBIX JOKYMEHTOB, HX CTOUMOCTH B3BICKHBAETCH C
pabOTHHKA B MOPSIKE BO3MEIIEHUS UM IPSAMOrO IeHCTBHUTEILHOIO HAaHECEHHOTO

yep6a.

HavanbHuk (GUHAHCOBO-3KOHOMHYECKOTO YIIPABIICHHUS
(rmaBHBIN Oyxranrtep) E.I'. A3apHuHa



