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1. O0me MoJI0KEeHUA

1.1. Hacrosimee nonoxenne «O XpaHEHUH, YU€Te W CIHUCAHUU OJIAHKOB CTPOM
OTYETHOCTH (JAMIJIOMOB W TIPUIOKEHUW K HHUM; CBHICTEIBCTB U JPYTHX
JIOKYMEHTOB ~ TOCYJapCTBEHHOro ooOpasua o0 oOpazoBanuu) B ['BIIOY
«BrnagukaBkasckuii opaeHa JlpyxObl HapoAOB MOJUTEXHHUECKUN TEXHUKYM)
(manee - TexHUKYM) OIpenemseT MOPSA0K XpaHEHHUS U CITUCAHMs OJJAHKOB CTPOTOM
OTYETHOCTH.

1.2. Tlonoxenune «O XpaHEHMM W CHUCAaHUU OJAHKOB CTPOrOM OTUYETHOCTH
(IMTUTOMOB M TPWUJIOKEHUH K HUM; CBUICTENBCTB W JPYTHX JOKYMEHTOB
rocyaapcTBeHHoro obpasma 00 oOpazoBanuu) B ['BIIOY «BnagukaBka3zckuii
opaena JpyxObl HApPOJOB MOJUTEXHUUECKUNA TEXHUKYM» (manee - [lomoxenwue),
pa3paboTaHO B COOTBETCTBUU ¢ TpeOoBaHuAMH DeaepanbHOTO 3aKOHA OT
29.12.2012 r. Ne 273-®3 «O6 o6pazoBannu B Poccuiickoit denepanum.

1.3. braHKu JOKYMEHTOB CTPOTOH OTYETHOCTH: TUIUIOMOB W TMPHIOKECHHUA K
HUM; CBHJIETEJIbCTB W JAPYIHX JOKYMEHTOB TOCYJapCTBEHHOro oOpa3ua o0
00pa30BaHUU TOJJICKAT Y4EeTYy, XPAaHCHHIO M YHUUYTOKEHUIO B COOTBETCTBHH C
TpeOOBaHMSIMHU, MIPEABABIIEMBIMH K 3TOW KaTETOPUHU TOKYMEHTOB.

1.4. braHKu TOKYMEHTOB CTPOTON OTYETHOCTH YUUTBHIBAIOTCS IO CIICIUATHEHOMY
peecTpy.

1.5. Jlns ymopsimodeHus: XpaHEHUS M CIHCaHWs OJIAHKOB CTPOrOd OTYETHOCTH,
HEJOMYIIEHUSI WX YTEepH © XUIICHHWS YCTaHABIMBACTCS TEPCOHATbHAsS
OTBETCTBEHHOCTb.

2. Tlopsiaok yyera U XpaHeHHsI OJIAHKOB CTPOroil OTYeTHOCTH

2.1.  Jlns peructpanuu JOKYMEHTOB CTPOTOM OTYETHOCTH B TEXHHUKYME JIOJDKHBI
BECTHCH CITCIIHATIbHBIC KHUTH PETUCTPAIIHH.

2.2. B xHury perucTpanuu 0J1aHKOB JOKYMEHTOB CTPOTOM OTYETHOCTH 3aHOCSITCS
CJICAYIOIINE TaHHBIC:

a) MOPSIIKOBBIE HOMEP OIepaIiuy MOJIYYCHHUS W BbIJa4H OJAHKOB JOKYMCHTOB
CTPOrOM OTYETHOCTH;

0) OCTaTOK OJIAHKOB JTIOKYMEHTOB CTPOTOM OTYETHOCTH Ha HAyajio M KOHEIl
OTYETHOTO TIEPUO/A;

B) HAaWMCEHOBaHWE OJIAHKOB JOKYMEHTOB CTPOTOH OTYETHOCTH;

r) JaTa TOJy4YeHUs U BBIAa4H 0JJaHKOB JOKYMEHTOB CTPOTOH OTYETHOCTH;

1)  KOJWYECTBO TOJYYCHHBIX M BBIJAHHBIX OJAHKOB JOKYMEHTOB CTPOTOM
OTYETHOCTH C YKa3aHHUEM HaYaJIbHBIX M KOHCUHBIX HOMEPOB;

e) dbaMuus, WM M OTYECTBO JIMIA, TOJYYWBIIETOo OJAHKH JTIOKYMEHTOB
CTPOrOM OTYETHOCTH;

)  TOIIUCH JIMIA, TOJYYHUBIIETO OJJAHKM JOKYMEHTOB CTPOTOM OTYETHOCTH, U
OCHOBaHHUS JJI UX BBIIAYH;

3) KOJIMYECTBO HWCIIOPYCHHBIX M CIIMCAHHBIX IO aKTy OJIAaHKOB CTPOTOM
OTYETHOCTH C YKa3aHUEM HAaYaJIbHBIX ¥ KOHCYHBIX HOMEPOB.



2.3. bmaHKW TOKYMEHTOB CTPOTOM OTYETHOCTH M KHHTH WX y4yeTa XPaHATCS B
cefidbe, KOTOPBIM 3alMpacTCs M ONCYATHIBAECTCS OTBETCTBCHHBIM JIMIIOM, Ha
KOTOpPOE IPHKA30M JUPEKTOpa TEXHUKyMa BO3JIOKEHA O0S3aHHOCTH IMOJYUYCHUS U
3aII0JHCHUS dTUX OJIAaHKOB.

2.4. Kuurm perucTtpanuu BBIJAHHBIX JIOKYMEHTOB CTPOTOH  OTYETHOCTH
MIPOITHYPOBBIBAIOTCS, MPOHYMEPOBBIBAIOTCS, CKPEIUISIOTCS TepOOBOM TEYaThiO U
XpaHATCS TaK K€, KaK M JIOKYMEHThI CTPOTOM OTYETHOCTH. KOmWu BBITaHHBIX
JIOKYMEHTOB 00 00pa30BaHWU B OJIHOM JK3EMIUISIPE MOJJIEkKAT B YCTAHOBICHHOM
MOPSJIKE XpaHEHWIO B apXWBE TEXHUKyMa B JIMYHOM JCJI€ BBITYCKHHKA
(oOyuagrerocs).

3. OTBeTCTBEHHOCTH PA0OTHUKOB

3.1. B TexHukyme MpHKa3oM JAUPEKTOpa Ha3HAYaeTCs OTBETCTBEHHBIN PAOOTHUK,
OpraHu3yloumi paboTy MO XPaHEHWIO, 3alOJHEHUI0O U CBOEBPEMEHHOMY
CIIMCAaHMID B COOTBETCTBHM C BO3JOKEHHBIMM Ha HETO JOJKHOCTHBIMHU
O0S3aHHOCTSIMM M 3aKIIOYEHHBIM TPYIOBBIM JOTOBOPOM OJIAaHKOB CTPOroif
OTYETHOCTH.

3.2. bnaHKM AOKYMEHTOB CTPOrOM OTYETHOCTH CHHUCBHIBAIOTCS OTBETCTBEHHBIM
pabOTHUKOM CTPYKTYPHOTO MOJpA3eieHHsl, OpPraHu3ylomuM padoTy Mo HX
XpaHEHUIO U 3alOJHEHHIO HE PEKE JABYX pa3 B IOJ: MEpe]l HA4aJOM E€XKEroJIHOU
WHBEHTAPU3AIMK U 110 OKOHYaHUU Y4EOHOI0 roja.

3.3. Ilpu HazHaueHUU HOBBIX PAOOTHUKOB, BEJAIOIIMX BOMPOCAMH MOJYUYECHUS U
3amojgHeHus: OJAaHKOB JOKYMEHTOB CTPOTOM OTYETHOCTH, HEHCIOIb30BaHHbIE
OJIaHKM, a TakXe KHHIM ydeTa MepealoTcs MO aKTaM KakK JOKYMEHTbI CTPOTOi
OTYETHOCTH.

3.4. PaOoTHUKH, OTBETCTBEHHBIC 3a 3aIlOJIHEHHE OJIAHKOB JTOKYMEHTOB CTPOTOM
OTYETHOCTH, HA3HAYAKOTCA MPUKA30M JUPEKTOPA U MUCBMEHHO MPEAYINPEKIAIOTCS
00 OTBETCTBEHHOCTH 3a NOpPYY OJaHKOB CTPOrOil OTYETHOCTH.

3.5. Henaagnexaiee ucrnoiaHeHUe paOOTHUKOM CBOMX TPYAOBBIX 00sI3aHHOCTEH,
MOBJIEKIIIEE MOpUy OJaHKOB JTOKYMEHTOB CTPOTrOM OTYETHOCTH WJIM MPUBEIIIEE UX
B HEroJHOCThb, BJIEYET 3a COOOM IUCUUIUIMHApPHOE B3bICKAHHE K JIaHHOMY
pabOTHUKY, KOTOpBIM 0053aH B TMOJHOM OOBEME BO3MECTHUTH YUPEKIACHUIO
MPUYUHEHHBIA MaTepUaIbHBIN yIIepo.

3.6. Koutponp 3a odopmieHHEM OJAHKOB JOKYMEHTOB CTPOTOM OTYETHOCTH
BO3JIaraeTcs Ha apXyuBapuyca TEXHUKyMa.

4. IlopsAaaok cnucaHUsI UCTIOPYECHHBIX OJIAHKOB CTPOroii 0TYETHOCTH

4.1. HcnopueHHble NMpU 3aNOJHEHUHM OJIAHKM CTPOrOM OTYETHOCTH MOAJIEkKAT
cnucanuto o akram (Ilpunoxenue 1).

4.2. AKT Ha cHOHCaHHE WCIOPYECHHBIX OJAaHKOB COCTaBIISIETCS B JBYX
IK3EMILIpAX.



4.3. Homepa wucnopyeHHbIX OJIAHKOB CTPOTrOW OTYETHOCTHU BBIPE3AIOTCS U
HAKJIEMBAIOTCS HA OTJEJIbHBIC TUCTHI OymMar.

4.4. HcnopueHHble OJaHKA  CTPOTOM  OTYETHOCTHM  pa3pe3aroTcss  WIU
YHUUYTOXXAIOTCA HHBIM CIOCOOOM B TPHUCYTCTBUU YJIEHOB KOMHUCCHM, COCTaB
KOTOpOH OmpeeNsieT TUPEKTOP TEXHUKYMaA.

4.5. Ha yHuuroxeHue OJAHKOB CTPOrod OTUETHOCTH COCTAaBJISETCS aKT B JIBYX
IK3EMILIpaAX.

4.6. BpbinaHHbIe 1O MpUKa3aM OJaHKU CTPOTON OTUYETHOCTH MOJIEKAT CIIUCAHUIO
COrJacHO akTy Ha CIHCAaHHWE BBIJIAHHBIX OJIAHKOB CTPOrOW OTYETHOCTHU. AKT
COCTAaBIIICTCA B JIBYX DK3EMILIAPAX.

4.7. Bce BblllIETIEPEUYHUCIICHHBIE aKThl YTBEPKAAET TUPEKTOP TEXHUKYMA.

4.8. O KaxaoM ciy4yae MpOMaXKd, XHUIIEHUS OJAHKOB JIOKYMEHTOB CTpPOTOM
OTYETHOCTH TEXHUKYM YBEIOMIISIET COOTBETCTBYIOIINE OpraHbl BHYTPEHHUX I C
yKa3aHHEM HOMEpOB MPOMNABIIMX OJAHKOB U H3JI0)KEHHEM OOCTOSITENbCTB, MPHU
KOTOPBIX MPOU30IILIA POIaXkKa.



[Tpunoxenue 1
AKT Ne
Ha CIIMCAHUE UCTIOPUYEHHBIX OJIAHKOB CTPOTOi OTYETHOCTH

Komuccus B cocrase: 1.

(momxHOCTH, ©.1.0.)

2.
(momxuoCTH, ©.1.0.)
3.
(momxHOCTH, ©.1.0.)
Ha3znauena nmpukazom oT «_ » 20 r. Ne | cocTraBuiv HaCTOSIIUM
aKT O TOM, YTO 3a IIEPUOJ C «  » 20 r.mo«__ »

20 . IOJUIEXKAT CIUCAHUIO:

Ne Bun 6nanka cTporoi oTueTHOCTH Howmep, cepus [Ipynumnna cnucanus
n/n OJIaHKOB CTpOroi
OTUYETHOCTHU

HpeIICCJIaTCJIB KOMHCCHUU:

(1OKHOCTD) (moanuce) (pacmmgpoBKa MOANUCH)
YeHbl KOMHUCCHUM:
(1OJIKHOCTD) (moamnuce) (pacmudpoBKa MOAMKCH)
(1OJKHOCTD) (moamnuce) (pacmm@poBKa MOANKUCH)
(1OJKHOCTD) (moamnuce) (pacmm@poBKa MOANKUCH)
« » 20 T




[Ipunoxenue 2
AKT Ne
Ha YHUUYTOKEHHE UCTIOPUYECHHBIX OJJAHKOB CTPOTOil OTYETHOCTH

Komuccus B cocrase: 1.

(momxHOCTH, ©.1.0.)

2.
(momxuoCTH, ©.1.0.)
3.
(momxHOCTH, ©.1.0.)
Ha3znauena nmpukazom oT «_ » 20 r.Ne | cocTraBuiau HaCTOSUIUM
aKT O TOM, YTO 3a IIEPUOJ C «  » 20 rmo«__ »

20 T. TIOJIJIE)KAT YHUUTOKEHHUIO:

Ne biraHK CTpOroil 0TYETHOCTH [Ipruumnnb! JlaTa yHUUYTOKEHUS
n/m HOMEDP cepust YHUYTOKECHHUS (coxuraHus)

HpeIICCJIaTCJIB KOMHCCHUU:

(1OKHOCTD) (moanuce) (pacmmgpoBKa MOANUCH)
YeHbl KOMHUCCHUM:
(1OJKHOCTD) (moamnuce) (pacmudpoBKa MOAMKCH)
(1OJIKHOCTD) (moamnuce) (pacmm@poBKa MOANKUCH)
(1OJIKHOCTD) (moamnuce) (pacum@poBKa MOANUCH)
« » 20 T




[Tpunoxenue 3
AKT Ne
Ha CIIMCaHUE BbIIAHHBIX OJJAHKOB CTPOrOil OTYETHOCTH

Komuccus B cocrase: 1.

(momxHOCTH, ©.1.0.)

2.
(momxuoCTH, ©.1.0.)
3.
(momxHOCTH, ©.1.0.)
Ha3znauena nmpukazom oT «_ » 20 r.Ne | cocTaBuIM HACTOSIIUNA
aKT O TOM, YTO 3a IIEPUOJ C «  » 20 r.mo«__ »

20 I. TIOJUJICKAT CIUCAHUIO:

No Buj Gnanka ctporoi oT4€THOCTH Howmep, cepus KonuuectBo 6;1ankoB
n/n OJIaHKOB CTpOroi CTPOTOM OTYETHOCTH
OTYETHOCTH (mponuchio)

HpeIICCJIaTCJIB KOMHCCHUN:

(1OKHOCTD) (moanuce) (pacmmgpoBKa MOAMNUCH)
YeHbl KOMHUCCHUM:
(1OJIKHOCTD) (moamnuce) (pacmudpoBKa MOAMKCH)
(1OJKHOCTD) (moamnuce) (pacum@poBKa MOANUCH)
(1OJKHOCTD) (moamnuce) (pacmm@poBKa MOANKUCH)
« » 20 T







