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I'pynma: TY-1
IIpeamer: OcHOBH 0yXrajaTepcbKoOro o0JiKy

YPOK Ne 11-12
TEMA: [lokyMeHTallist Ta iHBEHTapi3allis.

META:
e (O3HallOMUTH Y4HIB 3 IOHATTSAM <«JIOKYMEHTALIsD» Ta «IEPBUHHUNA JOKYMEHT»
e CdopmyBaru B yuHIB MOHSTTS MPO MOPSIOK OYXTraaTepChKOro JOKYMEHTO000POTY
e BuBUMTH TOHSATTA «IHBEHTapH3allis», MOPSIIOK il MpoBeACHHA Ta OGOPMIICHHS
pe3yJbTaTiB
e Crpusiti BceO1YHOMY PO3BUTKY OCOOMCTOCTI;
e BuxoByBaTH iHQOpPMAIliITHO-OCBIYEHY JIIOIUHY.

1. lokymeHTanisi, ii 3HAYEHHS

TexHomoriyHO OyXTaJaTepChKUN OOJIK K MPOILEC PO3MOYMHAETHCS 3 BUSIBICHHS,
BUMIPIOBaHHS 1 peectpailii (axTiB, A1 1 MOAI 3 METOK OTpUMaHHs iHopMaIi Mmpo
rocnojapcbki  omepanii. CyniibHe 1 0Oe3nepepBHE CHOCTEPEXKEHHS 3a  BCiMa
roCroJapChbKUMU  OTEpalisiMd  Ha MIANPUEMCTBI  3A1HCHIOETHCS 32  JIOMIOMOTOIO
0oKymenmyeanusa. be3 HamexHO OQOPMIIEHOTO JIOKYMEHTa HE MOXe OyTH
OyXrajaTepchbKOro 3amucy, BiJl HBOTO 3ajie’KaTh IIOBHOTA 1 JIOCTOBIPHICTH OOJIIKOBO1
1H(opMaIlii 111 KOPUCTYBAYIB.

Jokyment (;at. dokumentum) OykBasbHO O3HA4a€ CBINOITBO, JTOKa3. Y IMUPOKOMY
3HAYEHHI M1J] JOKYMEHTOM pPO3yMIIOTh MaTepiajlbHUI HOCIH, 10 MOTO0 BHUKOPHUCTOBYIOTH Y
MpOIIECl CMUIKYBaHHS, HA SKOMY 3a JIOTIOMOIOI0 Pi3HUX 3ac001B 1 croco0iB 3apikCOBAHO B
JOLIUIBHIN A7 COPUUHATTS GopM1 1HPOPMALITO.

Byxrantepcbkuil JOKYMEHT — MHUCbMOBE CBIJIOUTBO MEBHOI (OpPMHU 1 3MICTY, SIKE
MICTUTb BIJJOMOCTI MPO TOCMOAAPCHKY OIEpalliio 1 € T0Ka30M ii 311HCHEHHS.

Cnoci0 odopMiieHHS TOCMOJAPCHKUX OMepaiiii  JOKYMEHTaMU Ha3HBAETHCS
NOKyMEHTAI€0. Jlokymenmayis € BaXJIUBUM €JEMEHTOM METOAYy OyXraiaTepchbKoro
OOJIIKY, OCKUIBKM CIIYXHUTh JJIS TEPBUHHOTO CIHOCTEPEKEHHS 3a TOCMOJIaPChKUMHU
omeparisamMu, i 000B'I3KOBOI0 YMOBOIO IS B1IOOpakeHHs iX B 00JIKY.

[TepBuHHI JOKYMEHTH, K1 (PIKCYIOTh (aKTH 3A1HCHEHHS TOCIIOJAp ChKUX OIeparii, €
MIJICTaBOIO JIJIsi OyXraiTepchKOro OOMiKy 1ux omepariliil. [lepBuHHI JOKYMEHTH MaioTh OyTH
CKJIAZIeHl MiJ 4Yac Trocrnogapchbkoi omeparii. [IpaBo mianucy mNEepBUHHUX JTOKYMEHTIB
HAaJIA€THCS MaTepiaabHO-BIIMOBIIAJIBHINA 0COOI.

B nokymenranii BO po3pi3HAIOTH MOHATTA «IpaBO MEPIIOro MIAMKUCY» 1 «IIpaBo
apyroro mianucy». JlaHumu npaBamu 00J1alal0Th JTUPEKTOpP Ta TOJOBHUN Oyxrairep, i
HIXTO HE MOXKE€ JIaH1 MiJMKUCH 3aMIHUTH, HABITh THMYACOBO BUKOHYIOUMI 000B’s13kH. [JlaHi
M1AMUCH 3aCTOCOBYIOTH B JIOKYMEHTaX 3 00JIIKY I'POIIIOBUX OIeparlii.

[Topsimox MOKyMEHTaNbHOTO O(OPMIIEHHS TOCHOJAPCHKUX Olepalii Ta BUMOTH
MO0 CKJAJaHHS JOKYMEHTIB perjJaMeHTyioTbest crarreto 9 ("[lepBunHiI 00m1KOBI
JOKyMEHTH Ta perictpu Oyxraarepcbkoro o06miky") 3akony VYkpaiam "IIpo



Oyxrantepcbkuil 00K 1 (piHAHCOBY 3BITHICTh YKpaiHi" Bix 16 mumus 1999 p. Ne 996-
XIV.

[lepBuHHE CIIOCTEPEKEHHS, TOKYMEHTYBAaHHS Ta JTOKYMEHTALlIA BIAITPalOTh BaXJIUBY
pOJIb B YIPABIIHHI AISUIBHICTIO MIANPUEMCTBA, & CaMe:

—JIal0Th YSBJIEHHS NpPO (PAKTUYHUI CTaH rOCHOJApPChKHUX 3ac00i1B Ta iX 3MIHHU Y
npoiieci Kpyroodbopoty 3aco0iB;

—3a0e31euyoTh MPOo30PICTh Y poOOTI MIANPUEMCTBA Ta KOHTPOJbh HASBHOCTI Ta
pPyXy MaiiHa 1 KOIITIB;

—€  OpUJAUYHUM  (MPAaBOBHMM) CBUIYEHHSM TOCHOJAPCHKUX  OMepalii, 110
3111 CHIOIOTHCS,

—€ BaXJIUBHUM JDKEPEIOM KOHTPOJIO sl 30BHIMIHIX 1 BHYTPIIIHIX KOPUCTYBayiB
pHU IPOBEACHHI pPeBi3ii, ayAuTy, aHaIi3y TOCMOAAPChKOI MISIBHOCTI.

[lepBuHHI AOKYMEHTH MarOTh OyTH CKJIaJ€HI Ha TNamnepoBux ad0 MAaIIMHHUX
(emeKTpOHHUX) HOCISX. BilMOBIAHO A0 I[FOTO ICHYIOTH 1 BUMOTHU JI0 3MICTy W 0(GOpMIICHHS
nOoKyMeHTIB. [lopsSoK CTBOpEHHSI TEpBMHHUX JOKYMEHTIB, 3allMCIB Yy pericrpax
Oyxraarepchbkoro oOJiKy Ta 30epiraHHs JOKYMEHTIB, PEriCTpiB 1 3BITIB YCTAHOBJIEHO
[lonoxkeHHsIM NpO JOKyMEHTaJbHE 3a0€3MEeUeHHsl 3amuciB 'y OyXraiaTepcbKoMy OOJIIKY,
3aTBepKEHUM Haka3zoMm MiHictepcTBa ¢diHaHCiB Ykpainu Big 24 tpaBus 1995 p. N° 88.

2. Knacudikanist 1oKymeHTIB

CyTp JOKYMEHTIB 1 iX Miclleé B TOCHOAAPCHKIA JISJIBHOCTI MIAIPUEMCTBA
B1I00OpaxaroThCsl Y iX kracughikayii, MOALT Ha TPYNHU 32 IEBHUMU O3HAKAMHU CXOXKOCT1 U
BIZIMIHHOCTI, KOJKHA 3 SIKHX HECE 3MICTOBE HaBaHTaXCHHS. JoKymenmu Kiacugikyroms
3a MICIIeM CKJaJaHHs, 3a MPU3HAYCHHSM, 3a TOPAIKOM CKIAaJaHHs, 3a CIOCOOOM
BUKOPUCTaHHS, 32 3MICTOM.

3a micyem cxkaadanHus OyXTalnTEpPChKl JOKYMEHTHM MOJUISIIOTH Ha BHYTPIIIHI 1
30BHIIIHI.

Buympiwni nokymeHTH Oo(GOpMISIOTH (BUNHMCYIOTh) Ha MIANPUEMCTBI U TYT *Ke
3aCTOCOBYIOTh. [0 HHUX HajexaTh: aBaHCOBI 3BITHM MIA3BITHUX 0ci0, Tabeni o0OJIKYy
BUKOPHUCTaHHS pOOOYOro 4acy, IHBEHTapHI KapTKH OCHOBHHX 3ac00iB, MPUOYTKOBI Opjaepu
TOILIO.

306HiwiHI TOKYyMEHTHU CKJIQJAI0Th HA CTOPOHI, iX OTPUMYIOTh BiJ 1HIIUX MiNPUEMCTB 1
opranizaiiii. Ha Bxo/i 000B'SI3KOBO peecTpyroTh, 0DOPMIISIIOTH, K MPAaBUIIO, HA OJIaHKaX
yHipikoBaHUX ¢opM. Jlo HHUX HalekaThb: paxyHKU-(DAKTypH, TJIATDKHI JOPYYCHHS,
BHUITMCKH OaHKIB, TOCTAHOBH, JINCTH, YT'OJIU TOIIO.

3a  npusnauenwsm  JOKYMEHTH  TOAUIAIOTH HA  PO3MOPSAIYl, BHUKOHABYI,
OyxraiaTepchbKkoro opopmiIeHHs Ta KOMOIHOBAaHI.

Po3nopaduumu € NOKyMEHTH, SIKI MICTSATh PO3NOPSKEHHs (HaKa3, 3aBJaHHs) Ha
3/11IICHEHHS NEBHOI TrOCNoAapchKoi onepailii. Jlo HUX HajexxaTh: HaKa3u MPO NPUUHSITTS Ta
3BIJIbHEHHSI 3 pOOOTH, YEKH Ha OTPUMAHHS TOTIBKM B Kacl OaHKy, IJIATXKHI JOPYYEHHS
0aHKy Ha TepepaxyBaHHsS KOIITIB, JIOBIPEHICTb HA OTPUMaHHS MaTepiaibHUX I[IHHOCTEH
TOIILIO.

Bukonaeuumu € noxyMeHTH, Ji¢ TATBEPIKYEThCS (HaKT 3M1HCHEHHSI TOCIOIaPChKO1
omepailii, i BUKOHAHHS MEBHOI OCO0O0I0, MO0 Tojajda JOKyMeHT. Jlo HHX HajexkaTh:
aBaHCOBI 3BITH, BUITUCKH OAHKIB, KACOBI MPUOYTKOBI ¥ BUAATKOBI OpJIepH, aKTH, KBUTAHIIT
Ta iH.



Jlokymenmu Oyxzanmepcvekozo oghopmiaenHs CKIAAIOThCS HA OCHOBI BUKOHABUUX
Ta pO3MOPSAYMX JIOKYMEHTIB CaMHMHU TMpaniBHUKamu Oyxrantepii. CamocTiiiHOro
3HAUEHHSA HE MAaloTh, ajle HeoOXiaHI B 0O0JikoBoMmy Imporeci. J[0 Takux IOKYMEHTIB
HaJeXaTh: MEMOpIaJIbHI OpJepH, OyXTranTepchbKi JOBIIKH, Pi3HI PO3PaXyHKH (aMOpTHU3AIlii,
PO3MOJITY BUTPAT, 3BITHI KAJIBKYJIAILIT) Ta 1H.

Jlokymenmu KomoOinogani MOEAHYIOTh (PYHKIIT NEpeTiyeHUX BHIIE JIOKYMEHTIB
(po3mnopsiiuux, BUKOHABYMX, OyXxrantepcbkoro odopmiieHHs). Jlo HUX HayexaTb: aBaHCOBI
3BITH, BUMOTH, Hapsau Ta iH. [IpukiagoM KOMOIHOBAaHOrO JOKYMEHTa MOXE OyTH 1
BUJIATKOBUN KacCOBUH OpJiep, B SKOMY MICTUTHCS PO3IMOPSAIKEHHS KEpIBHUKA MPO BUAAUY
TOTIBKM Ta MIATBEPIKEHHS Mpo 1i PakTUYHY BUIAUy Ta OTPUMAaHHS MIJNUCAMU Kacupa Ta
OTpUMYyBauda IPOLIECH.

3a nopsaokom ckradanus TOKYMEHTH MOMUISIOTH HAa TIEPBUHHI 1 3BE/ICHI.

Ilepsunni TOKyMEHTH CKIIaJalOTh y MOMEHT 3JA1MCHEHHS TOCIOAapChKOl omeparii
(mpuOyTKOBI Ta BUAATKOBI KACOB1 OpJIEpH, HAKJIA/IHI, aKTU MPUHOMY POOIT Ta 1H.).

36edeni NOKyMEHTH CKJIQJal0Th Ha MiACTaBl OJHOPITHUX MEPBUHHUX JOKYMEHTIB
[UIIXOM TPYIYBaHHS 1 y3arajJbHEHHS Ta 0ajJaHCOBOI YB'SI3KM iX MOKa3HUKIB (3BITHU Kacupa,
aBaHCOBI 3BITH, TOBapHI1 3BITH, IJIATIXKHI BIJOMOCTI Ta 1H.).

3a cnocobom sukopucmanta TOKYMEHTH MOIISIOTH HA PAa30Bl Ta HAKOMTUYYBAJIbHI.

Pa3oei noxymeHTH (GIKCYIOTh OJHOMOMEHTHO OJIHY a00 JIeKiJbKa TOCIOAapPChKUX
omepailiii (opJepu, BUMOTH, aKTH Ta 1H.).

Haxonuuysanvni noxymenTd GopMyroTh 1H(QOpMaIlIO PO OJHOPIAHI TOCIOJAPCHKI
omepanii 3a TEBHUM BIAPI3OK dYacy (Je€Hb, JAEKaay, Micslb). Taki JOKYMEHTH
BHUKOPHUCTOBYIOTH Oararopa3oBo. /[0 HUX HaylexkaTh: Tabenb 001Ky pob0odyoro yacy, JiMiTHO-
3a0ipHa KapTKa, BIJOMICTh BHUIIYCKY TIOTOBOI MpOJYKLIi, OaraToaeHHI Hapsau Ta iH. Ha
BIIMIHY B1JI pa30BUX, HAKONMHUYYBAJIbHI JOKYMEHTH BHUKOPUCTOBYIOTH 3 METOIO OONIKY MicCiis
TOT0, K Y HUX 3allMCaHO OCTAHHIO ONEpallio 1 MiAOUTO MiICYMOK BCiX 3alHCIB.

3a 3micmom JOKYMEHTH MOJUISIOTh Ha TPOIIOBI, pO3paXyHKOBi, MaTepialibHi.

I'powosumu noxymentamu oGOpMIIAIOTH oOmepallii, MOB'A3aHl 3 TPOIIOBUMH
KowmTtamMu. Jlo HUX HanexaTh IJIATDKHI JOPYYEHHS, BUAATKOBI i MpHOYTKOBI KacoBi
opJaepu, 0aHKIBChK1 YEKH Ta 1H.

Po3paxynkoeumu noxymeHtaMu OQGOPMISIIOTH PO3PAXYHKM MK (PI3SUYHUMHU 1
IOpUIMYHUMEU 0c00aMu (paxyHOK-(haKkTypa, IaTikKHe JOPYUCHHS, KBUTAHIIT Ta 1H.).

MarepianbHUMH JOKyYMEHTaMH OGOPMIISIIOTBCS  Omepailii TMOoB'si3aHl 3  PyXoM
MaTepiaibHUX I[IHHOCTEeW (NMpuOYTKOBUM OpJaep, BHUMOra-Hakiaj-Ha, JIMITHO-3a0ipHa
KapTKa Ta 1H.).

[3 3aranpHOi XapaKTEepUCTUKU JOKYMEHTIB BUIHO, 110 KOKEH JOKYMEHT HaJIEKUTh
BOJIHOYAC A0 PI3HUX KiacuikamiiHux rpyn. Tak, akT NpuidMaHHA-TIepeadyl OCHOBHMX
3ac00IB € OJHOYACHO MareplajlbHUM, BUKOHABYHMM, MEPBUHHHUM, PA30BUM 1 BHYTPILIHIM
JOKYMEHTOM; paxyHOK-(akTypa MocTauyajJlbHUKa — BUKOHABYMI, pPa30BUM, 30BHIIIHIMH;
BUJIATKOBHI KaCOBH op/iep — KOMOIHOBaHUM, IEPBUHHUM, pa30BUH 1 BHYTPILIHIN Ta 1H.

Knacudikaiis AOKyMEHTIB 3a pO3INISIHYTUMU O3HAKaMH Ja€ 3MOTY MPaBHIIBHO
3pO3yMITH X 3MICT, MPU3HAYEHHS 1 BUKOPUCTAHHS JI1 BIOOOPAXKEHHS TOCMOJAPCHKUX
omeparii mamnpueMcTBa.

3. JlokyMeHTO000ir, ii iioro opranizamis
JIokyMeHTH 3 MOMEHTY iX CKJIaJiaHHs ab0 OJep>KaHHs Bij IHIIUX MIATPUEMCTB 0
mepenadi B apxiB Ha 30epiraHHs MPOXOASATh NMEBHUN HUIIX. Bimomo, 1m0 mepBUHHI



JOKYMEHTH MICTATh 1H(OpMalio mpo (PakTh TOCHOAAPCHKOTO KHUTTA, 1 I 1H(GOpMAILis
HAJI)KHUM YMHOM OMNPAIlbOBYETHCS, Y3aralbHIOETHCS i HAKOMIUYYETHCS 3 METOIO OJIepP KaHHS
MiJICYMKOBHUX JaHMUX y OanaHci Ta 3BITHOCTI. CBO€YACHM 1 sIKICHUN OOJIIK 3a0e3MmeuyeThes
NEBHUM TMOPSAKOM oOpraHizamii CKJIaJaHHsS W ONpallOBaHHS JOKYMEHTIB, a0o
JOKYMEHTOOOOPOTOM.

Jlokymenmoobopomom Ha3UBAIOTHCSA TMOPSAIOK 1 MNUIIXH PyXy JOKYMEHTIB 3
MOMEHTY 1X CKJIaJJaHHs a00 HaJIXO/KEHHS 0 MOMEHTY 3/1a4l B apXiB.

['onoBHEe 3aBAaHHS JOKYMEHTOOOOPOTY — MPUCKOPEHHS PYXy JOKYMEHTIB, 1 YUM
KOpOTIe 1 mBHAIIE OyAe OpraHi3oBaHO IIeid mpolec, TUM BiH Oyae edEeKTHUBHIIINM, 1
KOPHUCTYBaul 3MOXKYTh BUaCHO OTPUMATH 1HPOPMAIIIIO JJISI TPUUHATTS PillICHb.

KoxHe mianpueMcTBO, BpaXxoBYIOUH CHEIHU(IKY CBOET TOCIOAAPCHKOI AISIBHOCTI Ta
CTPYKTYpH yIpaBliHHA, BHU3HAaya€e HampsiMu © o0csaru pokymeHtiB. Oprasizye
JOKYMEHTOOOOPOT Ha MiAMPUEMCTBI TOJOBHUI OyXTanTep 4 OyXraiaTep, SKUH po3poosisie
mpaBuja 1 TEXHOJOTiI0 00poOku 00iK0BOI 1H(pOopMartii. Ll TexHonoris BU3Ha4ae OCHOBHI
eTany MPOXOKEHHS JIOKYMEHTIB: CKJIaJaHHS MEPBUHHUX TOKYMEHTIB a00 peecTparlis THX,
[0 HaAIMIUIM 31 CTOPOHM, OOJIKOBa OOpoOKa Ta peecTpallis JOKYMEHTIB; mepeaaya
JOKYMEHTIB Ha 30epiraHHs 10 apxiBy. OprasizauiiiHo nepeiiyeHi eTanu JOKyMEHTONOTOKY
B1IOOpaXaloThCcsl y CIHEIIalbHOMY JOKYMEHTI, SKUW Ha3uBAE€TbCS naav (epagik)
O0okymenmoobopomy. BiH Mae BU3HA4YaTH 3A1MCHEHHS CHUCTEMAaTHYHOTO KOHTPOJIO
CKJIQJIaHHSI 1 CTPOKIB MPOXOJKEHHSI MEPBUHHUX, 3BEJACHUX TOKYMEHTIB MK OKPEMUMH
CTPYKTYPHUMHU MiJpo3AifiamMu, Tmepedaul ix y Oyxrainrepiro. Ilmanm (rpadik)
JOKYMEHTOOOOpPOTY pO3pOOJISIETECS TOJOBHUM  OyXraiaTe€poM 1 3aTBEPUKYEThCA
KEpIBHUKOM. BuMoru ronoBHoro Oyxranrepa HIOJ0 MHOPSAAKY CKJIaJaHHS 1 MOJAHHS N0
OyxranTepii Ta ONpaltOBaHHS TOKYMEHTIB € 000B'I3KOBUMH JJIsS BCIX MIJPO3JLIIB 1 CIYKO
MIANPUEMCTBA.

JIOKyMEHTH, K IPABWIIO, CKIAAAIOTHCSA ONIEPATUBHIUME MPAI[IBHUKAMU MiATPUEMCTBA
(kacupamu, paxiBHMKaMHU I1I€XiB, KOMIpHMKaMH, MalWCTpaMu Ta 1H.) a00 HaIXodsATh 3i
CTOPOHU 4Yepe3 KaHUEsApil0 3 OOOB'SI3KOBOI0 PEECTpali€ld (paxyHKH, aKTH, JIUCTH,
noBiIoMJIeHHsT Tollo). KoXXHOMY BHKOHAaBIIO BHAAIOTh BHUIUCKY 3 IUiaHy (rpadika)
JOKYMEHTOOOOPOTY, B SIKIH HABOJUTHCS TMEpeNiK JOKYMEHTIB, IO BIIHOCITHCA MO
(GyHKIIIOHATBFHUX OOOB'SI3KIB  BUKOHABIl, TEPMIH iX TOJAHHA 1 TMEpeNiK CIyxKO0
(TApO3ALTIB) MIANPUEMCTBA, B SIKI MEPEIAIOTHCS 111 JJOKYMEHTH.

[Ipu HanxomKEHH1 JOKYMEHTIB 10 OyXranaTepii MpOBOASTh iX nepesipKy:

—3a ¢popmoro (popmanabHa TepeBipKa 3alOBHEHHS BCIX PEKBI3WTIB, BIAMOBIIHOCTI
cTaHgapTy 1 (opmi JOKYMEHTa, CBOEYACHOCTI CKJIAJEHHS JIOKYMEHTa 1 MOJaHHS [0
Oyxranrepii);

—3a 3micmom (3MICTOBHA TEpPEBIpKa MPaBUILHOCTI BIIOOpaKEHHSI TOCTIOAaPChKOT
omepanii, il BIJNOBIJHICTh 3aKOHOJABYMM Ta HOPMATUB HHM BHMOTraM, IHTEpecam
BJIACHUKA YU MIANPUEMCTBA);

—apu@memuuna (NepeBipKa TPaBUIBHOCTI MPOCTABJIECHUX IIH 1 Tapudis,
PO3paxOBAHUX CYM 1 MiICYMKIB).

[TepeBipeni OyxranaTepiero JOKYMEHTU MPOXOISTh 00.1ikoey peccmpauiro. Tlpouiec
00po0OKu B Oyxrantepii MPUHHATHX BiJl BUKOHABIIIB OyXraaTepChKUX JOKYMEHTIB BKJIIOUYAE
mpu emanu: PO3LIHKAa (TaKkCyBaHHsS), TPyNyBaHHS 1 OyXraaTrepcbke MPOBEICHHS
(mpoBoKa).

Po3yinka (malccyeamm) JOKYMEHTIB TIOJISITA€ y TPOCTABICHHI Y BIAMOBIIHUX
rpadax JOKyMEHTa I[IHU 1 CyMH, TOOTO MEepeBEeACHHS HATypaJbHUX 1 TPYJAOBUX BUMIPHHUKIB



y TPOLIOBUH 3A1HCHIOETHCA B CAMOMY JOKYMEHTI IIIIXOM MHOKEHHS IMOKa3HHUKA Ha IIHY.
Ils omepariss XapakTepHa Juid JIOKYMEHTIB, SKUMH O(QOPMIIIOIOTH PyX MaTeplalbHuX
IIHHOCTEH (BUMOTH-HAKIIAHI, JIMITHO-3a01pHI KapTH TOIIO), OCKUIBKM B MOMEHT iX
CKJIaJaHHs 3alUCYIOTh TIJIBKM KUIbKICHI MOKAa3HUKHU. JIOKyMEHTH, B SIKHUX MPOCTABICHO
I[IHYy Ta CyMy, HE IJIATal0Th PO3IIHIN. Y pe3yabTaTl PO3LIHKHA 3A1HCHIOETHCS OIlIHKa
roCroJIapchKoi oneparlii y rpolioBOMY BUMIPHUKY.

I'pynyseannsa 10KyMEHTIB ToJisirae B 00'€qHAaHHI OJHOPITHUX 3a 3MICTOM
NEePBUHHUX JIOKYMEHTIB Yy TPYNU 3 METOI0 MiATOTOBKU 3BEJACHUX JAaHMX (32 CKIaJaMu,
[eXaMH, 3aMOBJICHHSIMH, KacaMH TOIIO) 1 CHPOLIEHHS BEACHHS IEPBUHHOTO OOJIIKY.
JIOKyMeHTH, 3TrpynoBaHi 3a IEBHUMH O3HAKAMHU OJIHOPIIHOCTI B HAKONMUYYBaJbHI Ta
rpyIyBajbHI BIIOMOCTI, ICTOTHO CKOPOUYYIOTh MOAAJIbIII PEECTPALIiHI oTneparrii.

byxzanmepcovke nposedennsa (npoeodka) nependayae BKa3yBaHHSA y NEPBUHHHX
a00 3rpymoBaHUX JOKYMEHTax (BIIOMOCTSX) OyXTalTepchKoi MPOBOAKU (KOPECTIOHACHIIIT
paxyHKiB OyXraiaTepchbKoro o0IiKy), sSiky B MailOyTHpoMy Oyze BimoOpakeHO B pericTpax
OyXTanTepchbKoro OO0diKy, a MOTIM Yy 3BITHOCTI. 3AeOUIbLIOTO TMEPBUHHI JTOKYMEHTH,
HaKOIMWYYyBaJbHI Ta IPYMyBalbHI BIJIOMOCTI, MEMOpPIAJIbHI OPJEPU MICTITH JJIS 3a3HAYCHHS
KOpPECMOHAYIOUUX PaxXyHKIB CIeliadbHI rpadu.

Odopmreni OyXTaJTepChbKUMU KOPECIOHACHITISIMH JTIOKYMEHTH 00JIIKY
BUKOPUCTOBYIOTh ISl MOAAJIBLIOTO B1IOOpa)K€HHS TOCHOJAPChKUX OINEpaliid, 10 B HHUX
MICTSTBCS, Y pEricTpax CHHTETHMYHOIO ¥ aHamiTUYHOro oO6Jiky. Ha 1mpomy mpakTUyHO
3aBepUIY€eThCs 00J11IKOBAa poOOTa 3 IEPBUHHUMU OYyXTaJdTepChbKUMU JOKyMeHTaMu. [lepBuHHI
JIOKYMEHTH, BHUKOHABIIM CBOIO OOJIIKOBO-aHAMITHYHY (YHKIIIO, MIJJISATAIOTh Iepeaadi B
apxiB.

Jlns 30epiranHs JOKYMEHTIB IPU3HAYEH1 apXiBU. PO3pi3HAIOTH MOTOYHI M MOCTIiHI
apxiBu. Ilomounuii apxie opraHizoByIOTh Oe3MocepeaHbO B OyxranTepii ajisi 30epiraHHs
JIOKYMEHTIB 3BITHOTO POKY, OCKIJIbKM B MOTOYHOMY POIll YacTO € MOTpeda 3BepTaTucs 10
HbOTO 3a JoBiakamMu U 1HpopMamiero. IloTouHMIl apxiB MICTUTBCS y CHELIAJIbHUX
3akputux wmadax. IHocmiinuii apxie pPO3MILIYETHCS Yy CHEliaJbHO 00JaJHAHOMY
MPUMIILLIEHH] W OPU3HAYECHUN [ 30epiraHHs HE TUIbKM OYXTaJlITepChbKUX TOKYMEHTIB 1
3BITIB, a W CIpaB 1HIIMX MIAPO3ALIIB 1 CIIYKO mianpueMcTBa. Bei mpuiiHaTi Ha 30epiraHHs
CIIpaBU PEECTPYIOTh B apXiBHIN KHU3I, IO MOJETIIYE MOMIYK JOKYMEHTIB UM CIIpaBy B pasi
HEOOX1THOCTI.

BianoBigHO omnpariboBaHi: CHCTEMAaTU30BaHI Y XPOHOJOTIYHOMY TOPSIKY, TPOIIUTI ¥
MapKoOBaHI spJuKaMu (pyOpHKamMH) JOKYMEHTH 3 TIOTOYHOTO apxiBy IMepeaarTb ¥y
MOCTIMHUIA TICHS 3aKiHYeHHS 3BITHOrO poky. [lepBuHHAa MOKyMeHTaIlls 30€piracThCsi B
apxiBi OKpEeMO BiJ] 00JIIKOBUX PETICTPIB.

Tepminu 30epiraHHs JOOKYMEHTIB y THOCTIMHOMY apXiBi BU3HaueHO ['0I0BHMM
apxiBHUM ynpaBiiHHAM npu KaGineri MinictpiB Ykpainu. byxrantepcbkuil oOdiK Ta
3BITHICTB 30epiraroThes Bif 3 10 5 pokiB. Tak, Jis MEPBUHHUX JOKYMEHTIB, 110 (PIKCYIOTh
(akT BHKOHAHHS TOCMOJAPCHKUX OMepalid 1 € MiJICTaBOI0 ISl OyXTalTepChbKUX 1
MOJATKOBHUX 3aIMCIB, BCTAHOBJIEHO TE€PMIH 30€piraHHs 3 pOKHU; PO3PaxyHKOBO-TIJIATIKHUX
B1JIOMOCTEH, aKTIB JOKYMEHTaJIbHUX PEBI31i, MOJATKOBUX Ta IHIIMX NEPEBIPOK — 5 POKIB;
0COOOBHX paxyHKIB pOOITHHKIB Ta CIyXOOBIIB, CTYIEHTIB — 75 pOKIB; CTaTyTH Ta
MOJIOKEHHsI, Oyxrairepchki 3BITH 1 OanmaHcw, TepefaBalibHI, PpPO3IUIIOBAIBbHI Ta
JIKB1aIiiH1 6anaHcu 30€piraroThCs MO CTIHHO.

[Ticns 3akiHYEeHHS BCTAHOBJICHHX TEPMiHIB 30epiraHHs MTOKYMEHTH, IO MaloTh
0COOJIMBO BXKJIMBE 3HAUYCHHS, IEpealoTh Ha OE3CTPOKOBE 30epiraHHS 0 0epiicasHo2o



apxigy, a 1HII MOKYMEHTH MiUISTAIOTh 3HUIICHHIO CICIIaThbHOI KOMICIEIO 33 aKTOM 3
BIIMOBIAHOO BIIMITKOIO B apXiBHIN KHU3I.

4. O0J1ikoBi perucTpu

3 METOI0 XPOHOJOTIYHOTO, CHUCTEMAaTUYHOTO a00 KOMOIHOBAHOIO HAKOIWYEHHS,
IPYIyBaHHS Ta y3arajlbHEHHS 1HQOpMAaIli MpPo TOCMOJAAPChKI omepallii, 1Mo MICTITbCA Y
OPUMHATUX 10 OONIKY MEPBUHHUX JOKYMEHTaX, BUKOPHUCTOBYIOTHCA OOJIKOBI pericTpu
(KHMTH, BiIOMOCTI, KYPHAJIH TOLIO).

Buxonsuu 3 11poro, MOKHa 3a3Ha4MTH, 110 OOJIKOBHH PETICTp SIBJIsE€ COOOIO CIOCIO
rpyIyBaHHs 1HQOpMaIli 13 MEPBUHHUX JOKYMEHTIB, IO BigoOpa)kae 3MiHH B CTPYKTYpi
00’€KTIB OyXraiaTepchbKoro o0IiKy 3a MEBHHUM MPOMIXKOK Yacy.

OO0JTIKOBI pPEricCTpH CKIAAAIOTHCS IIOMICSIIS, TMiAMUCYIOTHCS BUKOHABISIMH Ta TOJOBHUM
OyxranrepoMm a00 0co00l0, Ha SKy MOKIAJEHO BEAEHHS OYXTalITepChKOro OOMIKY
M1IITPUEMCTBA.

Benennst oOJIKOBHX pEricTpiB Ta KOHTHUPYBAaHHA JOKYMEHTIB NEPBHHHOTO OOJIIKY
3MIMCHIOIOTBCSL 13 3aCTOCYBaHHSIM, IOHAWMEHINE, KOAYy KJacy paxyHKiB ¥ Koay
CUHTETUYHOTO PaxyHKYy.

Po3piz (meramizamis) aHamiTU4YHOI 1H(OpMaIi y perictpax OyXrajaTepchbKoro OOJIKY
MIIIPUEMCTBOM MOXE PO3LIUPIOBATUCS, 3MIHIOBATHUCS, B 3aJICKHOCTI BiJi KOHKPETHUX
moTpeo.

AHanmiTH4H1 AaH1 B 00JIIKOBUX PETICTpaxX MAIOTh y3roJKYBAaTUCS 3 TAHUMH CUHTETUYHOTO
00JIIKy Ha OCTaHHE YHCJIO MICSIIA.

IN'ocnoapebki omepaitii BioOpakaroThCsl B OOJIKOBUX PETICTpax I Yyac HAJAXOHKCHHS
MEPBUHHUX JOKYMEHTIB a00 MiJICYMKaMH 3a MiCsllb, B 3aJICKHOCTI BiJl XapaKTepy 1 3MICTY
onepauiid. [Hpopmartist 10 00JIKOBUX PETICTPIB MEPEHOCUTHCS MICHS MEPEBIPKU MEPBUHHUX
JOKYMEHTIB 32 (POPMOIO Ta 3MICTOM.

[limcymMKOBI 3amucy B pericTpax 3BIpAIOTHCSA 3 JAaHUMU MEPBUHHUX JOKYMEHTIB, K1 Oylu
I1JICTaBOIO JJIsl 3aMKCIB Y HUX.
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Krnacugikanig Oyxranrepcbkux JOKyMEHTIB

Ha noxymeHnTax, naHi SIKMX BKJIIOYEH1 JO OOJIIKOBUX PETICTPIB, 3a3HA4YalOTh HOMEpPHU
BIJINOBIJTHUX OOJIKOBUX PETICTPIB 1 MOPSAKOBI HOMEpPHU 3alKCIB B HUX (HOMEp psaka). 3a
JOKYMEHTaMH, JlaHl SIKMX B1I0Opa)keHI B OOJIIKOBUX PEricTpax 3arajlbHUM IIJICYMKOM,
HOMEpP PpETICTPY 1 HOMEp 3alKCy BKa3ylOTh Ha OKPEMOMY apKylll, SKUH JOJAETHCA [0
30pOIIYypOBAHUX JOKYMEHTIB.

B 00nikoBUX perictpax, MOKa3HUKHA SIKMX NEPEHOCATh B ['0JOBHY KHUTY ab0 B 1HIII
0OJIIKOBI1 pericTpu, poOJsTh BIAMOBIIHY MO3HAUKY PO 1€ Y BIAMOBIIHOMY PSAKY PETICTPY.

[TinmpuemcTBa 1711 TIEPEBIPKU MPABMIIBHOCTI CKJIaJIaHHSI OOJIKOBHX PETICTPIB MOXYTh
3aCTOCOBYBaTH OOOpPOTHY BIJOMICTh 3a paxyHKaMu OyXraiaTepchbKOTO OOJNIKy, sKa
CKJIQZIAEThCS 3 JaHUX OOOpOTIB Ha paxyHKax OyXxraaTepchbkoro oOJiky ['0JoBHOI KHUTH
MiCsl 3aHECeHHS 70 Hei 00OopoTiB 13 BCiX KypHaniB. O0OpoTH 3a 1e0ETOM paxyHKIB i
KPEJIUTOM PaxyHKiB TaKOXK MalOTh OyTH PIBHUMHU.

[ndopmariiss mpo rocmomapchki omepariii MiANpPUEMCTBA 3a 3BITHUHM mepio (MicCsIlb,
KBapTaja, piK) 3 OOJIKOBUX PETICTPIB BUKOPUCTOBYEThCS [JIsi CKJIadaHHS (hiHAHCOBOI
3BITHOCTI.

Perictpu Oyxranatepchbkoro oOJIIKy TOOY/IOBaHI 3a KOPECIOHJCHINEID pPaxyHKIB
OyXxrajnTepchbKoro 001Ky, 10 BCTaHOBJIeHA [HCTpyKIIi€to po 3acTocyBaHHs [nany paxyHkiB
OyXTajaTepchbKoro OOJIIKy AaKTHBIB, KamiTally, 3000B’sf3aHb 1 TIOCHOJAPCHKUX OMepallii
MIIIPUEMCTB 1 OpraHizailiii, 3aTBep/KEHO0 Haka3oM MiHicTepcTBa (piHAHCIB YKpaiHU BIJ
30 nucronaga 1999poky Ne 291.

B cBoro gepry popma OyxrantepchbKoro oOJiKy BUCTYIA€ SIK MEBHA CHCTEMa PETiCTPIB
OyXxTanTepchKoro OoO0MIKy, TOPAIKY 1 Croco0y peecTpallii Ta y3aradbHEHHs 1H(OpMaIli B



HuX. BoHa oOupaeThCs MIANPUEMCTBAMH CaMOCTIMHO 3 JOJEp>KaHHSAM €IWHUX 3acal
OyxTanTepchKoro oOJIIKy Ta 3 ypaxyBaHHSIM OCOOJIMBOCTEH CBO€i MiSTTBHOCTI 1 TEXHOJIOTI1
00poOKM O0TIKOBUX JTAHUX.

Buxonsuu 13 npakTHKH, HAWOIBII TOMUPEHUMU (opMaMu OyXTanTepchbKoro o0JiKy Ha
JaHWA 4Yac € JKypHaJIbHO-OpJepHa (opma, CIpollieHa Ta aBTOMAaTH30BaHa (KOMIT IOTEpHA)
dhopmu OyXraaTepcbKoro o0JIiKy.

OT:xe, po3rIsTHEMO OUIBII JIETAIBHO 3a3HaueH1 (POPMU OYXTalITepChKOTro OOJIIKY.

KypnanbHo-opaepHa ¢popma 00JiKy

Hakazom MinictepctBa ¢inanciB Ykpainun Ne356 Big 29.12.2000 poky Oyro
3aTBepHKeHO “MeToanYHl peKOMEH[allli MO 3aCTOCYBAaHHIO PETICTPIB OyXrajaTepchbKOro
o0miKy”.

MetoauuHi pekOMeHAalli IO 3aCTOCYBAaHHIO PETICTPIB OyXTaiaTepchKoro oOJiKy
COPSIMOBaHI Ha Y3arajJlbHEHHs y pericrpax OyXrajJrepchbKoro oOJiKy (KpiM pericrpy
103a0anaHcoBOro O0JIIKY) METOAOM MOABIMHOIO 3amucy 1H(opMmalli Mpo HAsgBHICTh 1 PyX
aKTHUBIB, KamiTalxy, 3000B’s3aHb Ta (akTh (HIHAHCOBO-TOCIOAAPCHKOI  JISTIBHOCTI
IIIMPUEMCTB 1 OpraHi3allii Ta IHIIUX PUANIHUX 0C10 (KpiM OaHKIB 1 OIO)KETHUX YCTAHOB),
ix Quaii, BiAAUIEHb, NPEACTABHUIITB HE3aJekKHO BiA (OpM BIACHOCTI, OpraHizaiiiHo-
paBoOBUX (OPM 1 BUJIB JISTILHOCTI, HA HAKOMMUYEHHS aHATITUYHUX JAaHUX MPO CKIAM 1 PyX
aKTHBIB, KamiTally 1 3000B’s13aHb, I0XO/1B, BUTPAT, (PIHAHCOBUX PE3YJIbTATIB.

MeTtoauyHuMHU pEeKOMEHAAIIIMU Tepe10auyeHO 3aCTOCYBaHHS JKypHAJIiB 1 BiJIOMOCTEH,
K1 oka3adi B Ta0mum 6.1.

Tabnuys 6.1.
OO01KOBI PETICTPH KYPHATBHO-OPAEPHOT (GOpMH O0ITIKY
Howmepnu
Kyparis Bixo- HaliMmenyBaHHs Ta MpU3HAYEHHS PETICTPIB
MOCTEH
1 2 3
OO0J1IK TPOIIOBUX KOMITIB Ta IPOIIOBUX JTOKYMEHTIB
1 —  [Kypnan 1 3a kpenurom paxyskis 30, 31, 33
— 1.1 |BimomicTh 3a ne6eToM paxyHKy 30
— 1.2  |BimomicTh 3a n1e6eToM paxyHKy 31
— 1.3  [Bigomicts 3a gebetom paxyHky 33
OO6J11K JOBrOCTPOKOBHX Ta KOPOTKOCTPOKOBUX MO3HUK
2 —  [Kypnan 2 3a kpenurom paxyskis 50, 60

OO0JTIK PO3paxyHKIB, JJOBIOCTPOKOBUX Ta MMOTOYHUX 30008’ I3aHb
po3paxy ) Tp




Poznain 1 XKypuany 3. O61ik po3paxyHKiB 3a TOBapu, poOOTH, MOCIYTH,
IHIIMX PO3PaXyHKIB 1 pe3epBY CYMHIBHUX OOPTiB (32 KPEAUTOM PaxXyHKIB
16, 34, 36, 37.38.51.62.63.68)

Poznin I Kypnamy 3. OOGnik po3paxyHKIB 3 OOIXKETOM, OOJIK
ITOBrOCTPOKOBHX Ta TIOTOYHUX 3000B’s3aHb (32 KPEAUTOM paxyHKiB 17,

52, 53, 54, 55, 61,64,67.69)

3.1 |BimomicTh aHamITHYHOTO OOJIKY pPO3PaxyHKIB 3 TOKYMNISIMH Ta
3aMOBHUKAMHU

3.2 o : : : : :
Bi10MICTh aHATITUYHOTO OOJTIKY PO3PaXyHKIB 3 PI3HUMH J1e0ITOpamMu

3.3 |BimomicTh aHamiTUYHOrO OOJIKY PO3pPaxyHKIB 3 MOCTaYaJIbHUKAMH Ta

1P TINKAMU

3.4 . . . ) .
BigoMicTh aHaITHYHOTO OOJIIKY BUJAHUX Ta OTPHMAHUX BEKCETiB

3.5 . . . ) ) ) )
BigoMicTh aHAITHIHOTO O0IIKY pO3paxyHKiB 3a IHIIAMH OTEparlisiMu

3.6

BigoMicTh aHAITUYHOTO O0IIKY pO3PaxyHKiB 3 OIO/IKETOM

OO011K HEOOOPOTHUX AKTUBIB Ta (PIHAHCOBUX 1HBECTULIN

Pozain 1 XKypuany 4. OOGnik OCHOBHMX 3ac00iB 1HIIMX HEOOOPOTHHX
MaTepialbHUX aKTUMBIB, HEMATEplalbHUX AKTUBIB Ta 3HOCY HEOOOPOTHUX
AKTUBIB (3a KpeautoM paxyHkiB 10, 11, 12, 13, 19)

Pozain 11 Kypnany 4. O6nik xamiTaibHUX 1 ()IHAHCOBUX 1HBECTHUIIIN Ta
IHIITMX HEOOOPOTHHUX aKTHBIB (32 KpeIUTOM paxyHKiB 14, 15, 18, 35)

4.1

BigomicTh aHaIITUYHOTO OOJIIKY KamiTaJbHUX 1HBECTHUIIIN

4.2  |[BimomicTh aHAMITHIHOTO 00JIKY (hpiIHAHCOBUX 1HBECTHIIIH

4.3

BigoMicTh aHaMITUYHOTO O0JTIKY HEMaTepiaIbHUX aKTUBIB

OO6umik BUTpaT

5, 5A Poznin I XKypuany 5 1 Kypuany SA 3a kpeautom paxyHkis 90, 92, 93,

04, 95, 96, 97, 98, 99 1 po3ain Il XKypuany 5 1 Kypnany 5A 3a kpegutom
[paxyHKIB 3 )KypHaniB 1, 2, 3,4, 6

—  [Pozmin  III  Kypmamy 5 3a kpemutom paxyHkiB 20, 22,
23,24,25,26,28,39,65,66,91

— Poznin [T A Kypnany 5A 3a kpeaurom paxyskiB 20, 22, 23, 24, 25, 26,
28, 39, 65, 66, 80, 81, 82, 83, 84, 91

Poznin [T b XKypnany SA 3a kpeautom paxyHkis 20, 22, 39, 65, 66

Poznin IV XKypnany 5 1 XKypnany SA.




AHaiTHuHI JaHi 10 paxyHka 28 “ToBapu”

5.1 [BigomicTh aHAIITHYHOTO OOJIIKY 3amaciB

OO6ik 10X0/1B 1 pe3yNbTaTiB AISUTBHOCTI

6 ~ PKypnan 6 3a kpenutom paxynkis 70, 71, 72, 73, 74, 75 76, 79
— Posnin I “AnaniTuddi nani mpo 10Xoau’”
OO6u1iK BJIacCHOTO KamiTaldy Ta 3a0e3nedeHHs 30008’ 13aHb
7 _

DKypnan 7 3a kpenutoMm paxyHkiB 40, 41, 42, 43, 44, 45, 46, 47, 48, 49

7 . 1 . . . 13 L b 29
Bi10MICTh aHANITUYHUX JAHUX paxyHKy 42 “/logaTkoBUil KamiTas

7.2 |BigowmicTh aHAMITHYHUX JaHUX paxyHKy 44 “HeposmnojaineHi mpuOyTKu
(HEeTOKpHUTI 30UTKH)”

7.3 |BimomicTh aHANITUYHHUX NAaHUX paxyHKy 47 ‘“3abesnedeHHss MailOyTHIX
BUTPAT 1 IUIATEXKIB”

— 8 BigomicTh nmo3abaiancoBoro 00Ky

CxeMy KXypHaJIbHO-OpAEpHOi (HopMH 00JIIKY MOKHA MPEJCTAaBUTH 3a JIOMIOMOTOIO0 PHC.
6.2.

Meppunni 3seneni
obaikosi P obairosi
AOKYMEHTH AOKYMEHTH
| + J

«ip iz10n i
Ky pHAIH-OpIEPH Bizromocti npn
AKYPHAJAX-OpAepax

lNojoBua kuura
v . v
Inmi popmn
baaanc dinancosoi 3sirnocti

Hakazom MinictepctBa ¢inanciB Ykpainu Ne422 Big 25.06.2003 p. 3aTBepIKEeHO
“MeToIMYH1 peKOMEHAAIIl MO 3aCTOCYBAaHHIO PETICTPIB OyXraaTepChbKOro OOMIKY MalUMH
MIIIPUEMCTBAMU .

MeroanuHi peKkoMeHAallli MPU3HAYEHI JJIs1 BEACHHS PEriCTpiB OyXraiaTepchKoro OOJIKY
IOpUIMYHUMH  0co0aMu —  Cy0'€KTaMu  MIANPUEMHHUIIBKOI  JISTTBHOCTI  Oyb-AKO1
oprasizauiitHo-paBoBoi ¢opmu Ta (HopmMu BIACHOCTI (KpIM OaHKIB) 3 O3HAKaMH MalluxX
M1IITPUEMCTB.

PexomenpaiisiMu BU3HAYEHO, 110 y3araJibHeHHs 1HGOpMAIIii Mpo TOCMOAAPChKi ormepartii
MaJti 1ITPUEMCTBA MOXYTh 3I1HCHIOBATHCS 3a MIPOCTOIO 1
cipoieHoro @OPMOIO GyxrantepchKoro o0iKy.



IIpocra popma OyxrajarepcbKoro 00Ky

[Ipocta opma OyxranTepchbkoro OOJIKY 3aCTOCOBYETHCS MAJIMMH IMIAMPUEMCTBAMU 3
HE3HAYHUM JTOKYMEHTOOOOPOTOM (KUIBKICTIO TOCIOMAPCHKUX OIeparliii), Mo 371HCHIOITh
TISUTBHICTh 3 BUKOHAHHS HeMaTepialioMiCTKuX poOiT 1 mochyr. Jlana ¢opma o06miky
nependayae Bukopuctanus JKypHany 001Ky rocnoJapchbKux ornepartiid (qus. puc. 6.3.).

Peccrpanis onepariit Kopecnomaenitia paxynxis
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Puc. 6.3. Cxema XKypnany 001Ky rocrioiapCbKuX ONeparii.

B Kypnani o6niky rocrnogapcbkux onepaiiiii (nam — XKypHai) 3anucu 311HMCHIOIOTHCS
Ha IJICTaBl MEPBUHHUX Ta 3BEJCHUX OOJIKOBUX JOKYMEHTIB, BIJIOMOCTEH HapaxXyBaHHS
3apo0ITHOI TUIATH 1 aMOpTHU3allii TOMIO 3 BiIOOPAKEHHSIM CyMH OIepallii Ha paxyHKax
OyXTajnTepchKOro 00JIIKY.

XKypuan Benerbca momicsud. Hani psnky “Canbno Ha KiHeub micsusg” 3 JKypHaiy 3a
MOMNEpPEIHIA MicCsIb NepeHocIThes y psanok “Campao Ha mouyaTok Micaus” JKypHany 3a
3BITHUM MICSAILIb 32 KOKHUM PaXyHKOM OyXTaJITEpChKOTO OOJIKY.

VY rpadt 3 “3mict onepauii”’ y XpOHOJIOTIYHIM MOCIIIOBHOCTI MO3HMIIMHUM CIOCOOOM
B1JI00paKar0ThCs TOCIOAPCHKI Olepanii 3BITHOTO MICSLS 13 3a3HaYEHHSAM CyMHU OMepalii y
rpadi 4 ta omHoyacHo y rpadax “lleber” 1 “Kpemutr” ABOX paxyHKIB OyXraiaTepchbKoro
00JIIKY BiJIMOBIIHUX BUJIIB aKTUBIB, BJIACHOTO KarmiTany, 3000B’s13aHb, I0XO/I1B 1 BUTpAT.

[TincymkoBi nani y KypHaii BU3HAYAIOTh MiIPAXyHKOM CyMU 0OOpOTIB 3a Ae0eToM 1 3a
KPEJIUTOM YCIX paxyHKIB OyXraaTepCchbKOTO OOMIKY 1 BUBEJICHHIM CaJIbJI0 HA KIHEIb MiCSIIs.
Cymu ne0GeroBuUX 1 KpEIUTOBUX OOOPOTIB 3a MICAIlb TMOBUHHI OyTH OJHAKOBUMH 1
nopiBHIOBaTU cyMi 3 rpadu 4 “Cyma rocnoiapchkoi onepariii’” y psaaky “Ycboro o0opoTiB 3a
MICSIIb .

JIyist aHamiTHYHOTO O0JIIKY PO3paxyHKIB 3 OIJIATH Mpalll, 3 JAe0ITOpaMH 1 KpeauTOpaMu
MaJli MiJMNPUEMCTBA 3aCTOCOBYIOTh BimomicTh 3-M (muB. moa. A 3) miJICYMKOBI JlaHi SIKO1
(0e3 moBTOpEHHs 3amuciB, WO 3A1MCHIOOTHCA y JKypHani Oe3nocepeHbO 3 MEPBUHHUX
JIOKYMEHTIB) 3aHOCAThCS 110 JKypHairy oOJiKy TOCHOJapChKuxX oOrepallii 3 Mo3Ha4eHHsIM y
rpadi 3 “Bigomicts 3-M”.

Cnpourena popma 0yxrajarepcbKoro o0Jiky

Cnporena ¢opma OyxraaTepchbKoro o0JiKy nepeadadae y3arajibHeHHs iH(opMallii mpo
rocroAapchbKi onepallii y Takux pericrpax 0yXraarepcbkoro oOJiKy:
* BinomicTh 1-Mm.

Posznin I. OG:ik TOTIBKY 1 TPOIIOBHUX JOKYMEHTIB.

Posznin II. O6:mik TponIoBUX KOMITIB Ta iX €KBIBAJICHTIB.

e BigomicTh 2-M. Q01K 3amnacis.
* Binomictb 3-Mm.



Pozain 1. O6nik po3paxyHKIB 3 1e6iTOpaMu 1 KpeAUTOpPaMH, 3a OJaTKaMHU i TuIaTexamH,

JOBTOCTPOKOBHX 3000B’s13aHb 1 JOXO/1IB MaOYTHIX MEPiOiB.

Poznain II. O6mik po3paxyHKiB 3 OIUIATH MpAIi.

* BinomicTh 4-M.

Poznin I. O61ik HEOOOPOTHHUX aKTUBIB Ta aMOPTHU3AIlil (3HOCY).

Pozain II. O6mik kaniTaabHUX 1 (PIHAHCOBUX 1HBECTHUIIIM Ta 1HIIMX HEOOOPOTHUX aKTHBIB
* BizomicTh 5-M.

Pozain 1. O6mik BuTpAaT.

Pozain II. O6mik BUTpaT Ha BUPOOHMIITBO.

Pozain III. O6uik 70X0/1B 1 (piHAHCOBUX PE3YJIbTATIB.

Po3zmin IV. OGnik BmacHOro KamiTaidy, BUTpAaT MalOyTHIX TiepiojiB, 3a0e3neueHb

MalOyTHIX BUTpAT 1 IJIATEXKIB
* O00pOTHO-CAIBLI0BA BiIOMICTD.

Tunosi ®OPMMU BimomocTte#t ciporieHoi ®OPMU Oyxrantepchkoro 001Ky HaBEICHO Y
nonatkax Al - A6.

CyMa 3a OyJb-SIKOIO0 OTMEpAIli€l0 BIIOOPAKAETHCS Y BIOMOCTI OOJIIKY 3a PaXyHKOM, IO
KPEIUTYETHCSI, Ta OJHOYACHO (32 CyMOIO olepaliii ado 3arajJbHUM MHiCYMKOM OOOpOTIB 3a
MiCSIIb) Y BIJIOMOCTI OOJIIKY 3a paxyHKOM, IO Je0eTyeTbCsa, 13 3a3HAUYCHHSIM
KOPECIOHIYIOUOTO PAXyHKY.

3aJIMIIKK KOIITIB 3a BIJOMOCTSIMU MOBHUHHI OYTH CITIBCTaBJICHHI 3 BIJMOBIIHUMH JTAHUMH
MEPBUHHUX Ta 3BEJCHUX JIOKYMEHTIB, Ha MIACTaBl AKUX OyiH 3po0JieHi 3anucu (3BIT Kacupa,
0aHKIBCHKI BUITUCKH TOIIIO).

VY BiJIOMOCTSIX BKa3YEThCS MICAIIb, 32 SIKUA BOHU CKJIAJAIOThCS.

OO0JTIK TOTIBKH, TPOIIOBUX KOIITIB, IX €KBIBAJIEHTIB 1 FPOLIOBUX JTOKYMEHTIB

Cucremarusanisa iHpopmallli Mpo HAABHICTH 1 PyX TOTIBKM, T'POIIOBHUX KOILUTIB Ha
paxyHKax y OaHKax, €KBIBaJEHTIB TI'POLIOBUX KOIITIB TPOIIOBHX KOWITIB y JAOpO3l1 Ta
IPOIIOBUX JOKYMEHTIB 3[IIMCHIOETHCS Y BimomocTi 1-M (nuB. noa. A 1).

VY pozaim I “OO0nik TOTIBKM 1 TpOLIOBUX JOKYMEHTIB® 3IIMCHIOIOTHCA 3alllCH 32
omepauisiMi 3 TOTIBKOIO 1 TPOIIOBHMMH JOKYMEHTaMHU 3a J1€0€TOM 1 KPEIUTOM PAXYHKY
30 “Kaca”.

Y poszaini II “O06aik rpoIIOBUX KOINTIB Ta iX €KBIBAJICHTIB” 3IMCHIOIOTHCS 3aIlCH 3a
orepanisiMi Ha paxyHKax y OaHKax, B JJOp0O3i, €KBIBAJIEHTIB TPOIIOBHUX KOIITIB 3a AeOETOM i
KpeauToM paxyHky 31 “Paxynku B 6aHkax’.

3anucu y Bigomocti 1-M 311iHCHIOIOTBCS Ha T1JCTaBl IEPBUHHUX Ta 3BEACHUX OOJIIKOBUX
JOKYMEHTIB (3BITIB Kacupa 1 JOJAaHUX [0 HHUX MPUOYTKOBUX Ta BHUIATKOBUX KACOBUX
OpIepiB, BUTUCOK OAHKY 1 JOJAAHHUX JO0 HUX JIOKYMEHTIB TOIIO) Y PO3pi3l KOPECTOHTYIOUNX
PaxyHKIB y XpOHOJIOTIYHOMY MOPSIZIKY.

CxeMmy cnpornieHoi popmu 00Ky MOKHA MPEACTABUTH 33 JOTIOMOI010 puc. 6.4.
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ABTOMAaTH30BaHA (KoMII’0TepHa) popma 00JIiKy

ABTOMaTH30BaHa (KOMIT'IOTepHA) QopMa OyXTanTepchbKoro oO0miKy Oa3yeThcs Ha
BUKOPHUCTAHHI PI3HUX BUIB KOMIT IOTEPHOI TEXHIKH.

Ha Benukux mignpuemcTBax, Jie 3a qonomMororo EOM o6po0iiseTbes BelUKa KiabKICTh K
0OJIIKOBOI, Tak 1 1HIIOI 1H(pOpMaIlii, CTBOPIOIOTHCS OOUYMCITIOBAIbHI HEHTPH 13 MOTY>KHUMHU
EOM.

[Topsim 3 TUM pPO3BUTOK PHUHKY I[IOKa3aB, IO HAMOUIbII MOOUIBHMM 3 TOYKH 30Dy
IIBUIKOCTI MIEpe030pOEHHS 1 OHOBJICHHSI BUPOOHUIITBA € HEBENUKI mianpueMcTBa. Ha Takux
MIAMPUEMCTBAX ~ aBTOMAaTu3allisg OOJIIKOBOI pOOOTHM MPOBOJUTHCS 32  JIONIOMOI'OIO
nepcoHanibHux EOM (ITEOM).

ABTOMaTH30BaHa (KOMII toTepHA) (popMa 00Ky BKIIFOUAE TAK1 €TAMM:

1) moOKyMEHTYBaHHS TOCIIOIAPCHKHUX OMEpallii;

2) aBTOMaTH30BaHa 00poOKa iH(opMallii;

3) aBTOMaTH30BaHE y3arajJbHEHHS 00IIKOBOI iH(popMallii (0aaHc Ta 3BITHICTB).

B 3anexxnocTi Bif (piHAHCOBMX MOXKJIMBOCTEH 1 MOTPEO TOTO YW 1HIIOTO MiJMPUEMCTBA
aBTOMAaTHU3allisl OyXraaTepCchbKOTo OOJIIKY MOXKe OyTH MOBHOIO a00 YaCTKOBOIO.

[ToBHa aBTOMaTH3alis OO0JIKOBOI poOOTHM mepemdayae aBTOMATHU3AIli0 BCIX €TamiB 1
JIUITHOK  O0iKOBOT poOOTH. 3a 1MX YMOB TIEPBUHHI JOKYMEHTH (B OUIBIIIOCTI)
0(OPMIISIFOTHCSI HE BPYUYHY 13 BUKOPUCTAHHSAM TUMOTpadChbKUX OJaHKIB, & JAPYKYIOTHCS 3a
nornomororo [ITEOM, mio 3HauHO cKOpouye poOounii yac 0O0JKOBUX TpaiiBHUKIB. [Ipu
MOBHIA aBTOMaTM3aIli 1yisi oOpoOku iH(opmalii Biamamae morpeda T0AATKOBOTO BBOIY
JaHUX 13 TEPBUHHUX JOKYMEHTIB 10 0a3u gaHux [IEOM, ockiibku y mam’4Ti KOMII roTepa
30epiraloThCs BCl HEOOXigHI pekBi3uTH. | SK HACHIIOK, TpPU TMOBHIA aBTOMAaTH3aIlll
CKJIaZaHHsl TmepeAdayeHuX 3aKOHOJABCTBOM  (OpM  3BITHOCTI  MIAIPUEMCTBA  TEXK
3I1ACHIOETECS 3a nonomororo [TEOM.

Buxoasuu 13 mpakTuky oOJiKy, Ha MIANPUEMCTBAX YKpaiHW B JaHWM yac HaAOUIbII
PO3MOBCIOJIKEHOI0 € YacTKOBa aBTOMAaTH3allisl OyXraiaTepchbKoro oO0IiKy, sika nepeadadae
aBTOMATH3aIII0 OKPEMHX €TarliB Ta AUITHOK 00J1iK0BO1 podoTn. Ha 6aratbox miampueMcTBax
3a pomomoroto I[TEOM sk mpaBuio 3miMCHIOIOTH OOMIK 3apo0iTHOI miiaTh, BUPOOHHUUX
3araciB Ta 1H., sIK1 SBJISIOTHCS] HAHOUTBII TPYAOMICTKUMU JIJITHKaMU O0JIKY. 3a TaKUX YMOB
aBTOMATHU3AIll] TJIsIrae e JPYTUil eTan 00JIIKOBOTO Tpoliecy (aBToMaTH30BaHa 00poOKa
iHdopmarii), a mnepmuil (IOKYMEHTYBaHHS TOCIOJAPCHKUX Olepaliiii) Ta TpeTii
(y3arampHeHHs 0011KOBO1 1H(OpMaIrii) 3a0e3nedyeThcsi BUKOHAHHSAM Bpy4HY. lle 3BHuaiino
BIUTMBA€E HA 3aTpaTH PoOOUYOro yacy OyXrajiTepiB, a TaKOXK Ha SKICTh 1 CTPOKU OTPUMAHHS
00J11KOBOI 1H(OpMaIlli.



3ayBakMMO, 10 BIJCYTHICTh IOBHOI aBTOMaTH3allii OOJIIKOBOI POOOTH HE 3aBXKIU
noB’si3aHa 13 (PIHAHCOBUMHU MOKJIMBOCTAMU KOHKPETHOTO MianpueMcTBa. Benmuka ysara,
nopsi/ 3 1IHIINM, TOBUHHA TPUILISATHCS MUTAHHIM MIATOTOBKY 1 MEPEMiATOTOBKU O0IIKOBUX
MpaliBHUKIB, HA 110 Y BUIIMX HABYAJbHUX 3aKJIa/laX Ma€ OyTH CIIPSIMOBAHO BEIUKY YyBary.

5. InBeHTapuU3allis, ii 3HaYeHHS | BUAH

[lepBuHHA MOKyMEHTAIlisl HE 3aBXKAM MOXKE OXOMUTH BCl TOCHOJAPCHKI SBUIIA B
MOMEHT iX 3AliCHeHHS (NPUPOJHI BTpaTH, BHUKIUKAHI YCYIIKOIO, YTPYCKOIO,
BUKOPHCTOBYBAaHHSM IIpH 30€piraHHi, TpaHCIOPTYBaHHI, BIAMYCKY, CTHXIMHI JHXa,
HEBIJIMOBIIHICTh (DAKTUYHUX JaHUX OOJIKY uepe3 IOMHJIKH, PO3KpajaHHs, IICyBaHHS,
37IOBXKMBAaHHS TOL[O). Y 3B'A3KYy 3 IIMM BHHHKa€ O0'€KTHBHA HEOOXIIHICTh y TaKOMY
crocoOi1, kUil 60U 3a0e3MeYrB MOKIIMBICTh B3STH Ha OOJIK MepesiueHi sSBUIA 1 TPOLIECH.
[{poro mocsraroTh 3a JOTIOMOTOIO0 iIHBEHTapH3aIlii.

Otxe, ineenmapuzayia € crocoOOM CIOCTEPEKEHHS HACTYMHOI peecTpaii
roCIoJapChKUX Omepaliil, Mo He OXOIUIIIOTHCS B MOMEHT iX 3BEpIICHHS; 1€ CIOoci0
MIATBEPAKEHHS TMPaBUIBHOCTI W JOCTOBIPHOCTI OyXraiaTepchbkoro oO0JIKy Ta
3BITHOCTI.

[HBeHTapU3allis MNPOBOAMTHCA IUIAXOM IMEPEBIPKM B HATypl HASBHOCTI MaifHa
(rocnoapchkux 3ac001B) MIAMPUEMCTBA IUIIXOM ONKCYBaHHS, IEpEpPaxyHKy, 3BaXKyBaHHS,
BUMIPDIOBaHHS U OI[IHIOBaHHS iX 3aJIMIIKIB 1 TMOPIBHAHHS OJEPKAHUX pEe3yJbTaTIiB 3
AaHuMU Oyxraintepcbkoro o0miky. Lle mae 3Mory BCTaHOBUTH PO3XOJKEHHS MIX JTaHUMHU
00JIiKy 1 (aKTHYHOIO HASBHICTIO 3ac00iB, TOOTO JHUIIKKM ab0 HecTadi, Kl O(QOPMISIOTH
BIANOBIAHUMH JOKYMEHTaMH 1 B1TOOpakaroTh B OOJIIKY.

Ciiz po3pi3HIATH IHBEHTApU3ALII0 K €JIEMEHT METOly OyXrajaTepCchbKoro oOJiKy 1 K
TEXHIYHUI NPHUIIOM MEPEBIPKU JaHUX OyXrajarepchbKoro oosiky. OCHOBHUMHM 3aBAaHHAMU
1HBEHTapu3alli €:

—BUABJICHHS (DAKTUYHOI HAsIBHOCTI TOCMOAAPChKHUX 3aC001B, 30KpeMa MaTepiaJbHUX
LIHHOCTEH y HATypI;

—BCTAaHOBJIEHHA JUIIKY a00 HecTayl IIHHOCTEH 1 1X peryjaloBaHHS Ta
B1I00paK€HHs B O0JIIKY;

—BUSBIICHHS TOBAapHO-MAaTEPlAIbHUX IIHHOCTEH, SIKI BTPATWIM CBOIO TEPBICHY
AKICTh, 3aCTAPLIIA 1 HE BUKOPUCTOBYIOTHCS;

—TepeBipKa JOTPUMAaHHS YMOB 1 TOPAJIKY 30€piraHHs rOCIoiap CbKUX 3ac00i1B;

—TepeBipKa JOCTOBIPHOCTI i peasbHOCTI BapTOCTI 3apaxOBaHUX Ha OallaHC aKTUBIB
1 TacCUBIB MANPHEMCTBA.

Ineenmapu3zayii migIsATalOTh OCHOBHI 3aco0u, HeMaTepiajabHI AaKTUBH, TOBApPHO-
MarepiaiabHl HIHHOCTI, TPOIIOBI KOUITH, TOKYMEHTH Ta PO3PaXyHKH.

3a nosémomoio  oxonneHHss TEPEBIPKOK  3ac00iB, KOIITIB 1 PO3PaxyHKIB,
1HBEHTapU3aIllI0 OIISIOTh Ha TTIOBHY 1 YaCTKOBY.

lloena 1HBeHTapu3allis mnepeadadae CyIIIbHY TMEpPeBIpKYy BCiX 3acO0IB Ta IKepes
nianpueMcTBa. Yacmkoeéa 1HBEHTapu3allisl OXOIUIIOE BU3HAYEHY YACTHUHY 3aco0iB 1
JUKEepell, HanpHuKIaj, HasgBHICTb Tpomied Yy Kacl, TOTOBOI MPOAYKII Ha CKJIail,
HE3aBEPIICHOT0 BHPOOHUIITBa TOmO. [loBHAa 1HBEHTapu3allis, 3BICHO, Ja€ MIUPOKY
iH(opMallito, TpoTe HE 3aBXK/IU JOIITbHA YEPE3 CBOIO TPYIOMICTKICTb.

3anesxcno 6i0 xapaxmepy 1HBEHTApHU3AIIIO MOJUIAIOTh, HA TUIAHOBY 1 MO3AIUIAaHOBY.
Ilnanosa 1HBEeHTapU3aIlis 3M1MCHIOETHCS 3a paHillle CKIAJACHUM IJIAaHOM BIATOBITHO 10
PO3p00JIEHOTO 1 3aTBepKeHOTO Tpadika ii mpoBeaeHHs (HAMPUKIAA, TIepe]] CKIaTaHHIM



piuHoro 3BiTy). [lo3annanosy 1HBEHTApHW3aIlll0 TMPOBOMSITH 3a PO3MOPSHKECHHSIM
KEepiBHUKA MIJIPUEMCTBA, HA BUMOTY CIITYMX a00 KOHTPOIIOIOYUX OpPTraHiB, y pa3i peBisii
ab0 3MIHM MaTepilaJibHO BiANoBiAanbHUX o0ci0. Hailbinpi epekTUBHUMH € panmogi
yacmkogi 1HBEHTapu3allii, OCKUIBKA BOHHM MiJBHIUIYIOTH BiJAMOBIAAIBHICTE MaTepialbHO
BIIMOBIAQAIBHUX OCIO IIOJAO CBOEYACHOTO ONMPUOYTKYBAaHHS W CIIMCAaHHS MaTeplalbHUX
I[IHHOCTEH, MPaBUIIBLHOCTI 1X 30epiraHHs, 3aro0iraroTh 3JI0BKHUBAHHSIM.

5. BusiBjieHHs1 pe3yJbTaTiB iHBeHTapu3alii i BizoOpakeHHs i ix B 001iKy

[Topsimok 1 TepMiHM TIPOBEJICHHS 1HBEHTapHU3allli Ha MIAMPUEMCTBAX, B OpraHi3alisax 1
yCTaHOBax periamMeHTyroTbes ctarteto 10 ("[HBeHTapu3alis akTUBIB 1 3000B's13aHb") 3aKOHY
VYkpaiau "[Ipo Oyxrantepchkuii oOmiK 1 (iHAHCOBY 3BITHICTH B YKpaiHi" Bix 16 maumHs
1999 p. Ne 996-XIV, TIlopsaxom HamanHs (iHAHCOBOI 3BITHOCTI, 3aTBEPIKEHUM
noctanoBoo Kabinery MinictpiB Ykpainu Big 28 motoro 2000 p. Ne 419, ta [acTpykiieto
Mo 1HBEHTapu3allii OCHOBHUX 3ac00iB, HeMaTepialbHUX aKTHUBIB, TOBAPHO-MaTepiaIbHUX
I[IHHOCTEH, TPOIIOBHX KOIITIB 1 JOKYMEHTIB Ta PO3paxyHKiB, 3aTBEpKCHOI0 HAKa30M
MinictepcTBa (piHaHciB Ykpainu Bix 11 cepmusa 1999 p. Ne 69.

BianoBigHO 10 IMX HOPMATUBHUX aKTIB 00'€KTH 1 TEPMIHU MPOBEACHHS 1HBEHTapU3aIlii
BU3HAaYa€ BIACHUK (KEPIBHUK) MIAMPUEMCTBA, KPIM BHUMIAJKIB, KOJU IiX MPOBEIACHHS
000B'sI3KOBE, a caMe:

—Tepe]] CKIaJaHHsIM piuHOi (1HAHCOBOI 3BITHOCTI;

—Tpu Tiepeaadl MaiiHa JEp:KaBHOTO MIAMPUEMCTBA B OpPEHAY, Y pa3l MpuBaTU3aILil
JEePKABHOTO MIANPUEMCTBA, MEPETBOPEHHS JEPKABHOTO MIiANPUEMCTBA B aKI[IOHEpPHE
TOBAPUCTBO;

—Y BUMNAJKY 3MIHUA MaTepiaJibHO BIAMOBIAAILHUX OCI0 (HAa JIeHb NpUiiMaHHS-TIepeaayl
CIpaB);

—Y pa3i BCTaHOBJIEHHS (PaKTIB KPaJIlKOK a00 3JI0BXKMBaHb, IICYBaHHS IIHHOCTEH, a
TaKOX 32 MPUIUCOM CYJOBO-CJIIIYNX OPTraHIB;

—Y pa3i MoXexXi, CTUX1iHOro Juxa abo TeXHOTEHHOI aBapii;

—Yy pa3l JiKBigaIli MiANPUEMCTBA, a TAaKOX B IHIIMX BHIMAJKaxX, MNepen0adueHuX
3aKOHO/IaBCTBOM.

Jlns mpoBeneHHS 1HBEHTapU3alliiHOI poOOTH Ha MIANPUEMCTBAX 32 HAKa30M
KEPIBHUKA CTBOPIOIOTH NHOCMIUHO Oito4i IH8eHMAapu3ayitini Komicii y CKiIall KepIBHUKIB
CTPYKTYpPHHMX MiJPO3/IIJIIB, TOJOBHOTO OyXranTepa, MaTepialibHO BIAMOBIAAIBHUX OCI0.
Odomntoe KOMICIIO KEepIBHUK MIANpUEMCTBA abo #oro 3acTynmHuk. Ha miampuemctBax 3
BEJIMKUM OOCSTOM 1HBEHTApHU3AIIHHUX POOIT Ta PO3TaTy’KEHOI CTPYKTYpOIO 3a HaKa30M
KEpIBHUKAa MOXYTh CTBOPIOBATUCS poO0ui iHéeHmapu3auiitHi Komicii, sKi TPOBOJSTH
IHBEHTapu3alio 0Oe3nocepeHb0 B MiCISAX 30epiraHHd Ta BHUPOOHUIITBA MaTEpiaIbHUX
LIHHOCTEH 1 y CTPYKTYPHUX MIAPO3A1Jax MiANPUEMCTBA.

[HBeHTapHU3aIil0 MPOBOAATH, K MPABHIO, HA TIEPIIE YHCIO MICSIA, IO MOJETTIYE
HACTyIHE MOPIBHAHHSA ii pe3yJIbTaTiB 3 MOKa3HUKaMM 00JIiKy. J[o moyaTky iHBeHTapu3alii
MaTepiaibHO BIJAMOBIAaIbHI 0COOM MPOBOJATH MEBHY pOOOTY LIOAO BIOOPAKEHHS BCIX
MEPBUHHUX JOKYMEHTIB 3 BUOYTTA ¥ onpuOYTKYBaHHS LIIHHOCTEHW 1 KOMITIB y KHUTAX 1
pericTpax.

VY mporieci iHBeHTapu3allii, sika Bi0YBAa€ThCS HUISIXOM MiJIPAaXyHKY, 3Ba)KyBaHHS,
oOMIpIOBaHHS, BU3HA4YalOTh (PaKTUUHY HAABHICTH OO'€KTIB 1HBEHTapu3aIllii, JaHl MpoO SKi
3aMHUCYIOTh B IH@EeHMAPU3AUIiHOMY ORUCI, KWW MANUCYIOTH yci uieHu Kowicii. [lpwu
MPOBE/ICHH] 1HBEHTapu3alii HEOAMIHHO TIOBUHHA OyTH TIPUCYTHS MaTepiajbHO



Bi/MOBiasibHa 0co0a. BoHa mae po3mucky, 1o BCl MPUOYTKOBI W BUAATKOBI JOKYMEHTH
CTOCOBHO OOJIIKY MaTepiaJIbHUX I[IHHOCTEW 31aH0 n0 Oyxrantepii. Ha vac mpoBenenHs
IHBEHTapHW3amil IISUTBHICTh TIAPO3AUTY (KOMOpH, CKJIady, CXOBHUINA), SK MPaBHIO,
OpPUNHHAETHCSA. [HBEHTapU3aIiiHI OMUCH CKJIAJAI0Th y ACKUIBKOX MPUMIPHUKAX, OJUH 3
SKUX TepedaloTh MaTepiajdbHO BIANOBIAAIBHIM 0C001, NpH [BOMY MaTepiaabHO
BIJIMOBIJa]lbHA 0C00a HA KOXXHOMY OIIMCI CTaBUTh CBIA MIANKUC MpPO MaTepialibHy
BIIMOBIJIAJIBHICTh 3a TIepeiideHi B HHOMY IIHHOCTI. JlaHi 1HBEHTapu3aIliiHUX OIKCIB
MOPIBHIOIOTH 3 TAHUMH OyXTaJITEPChKOTO OOJIIKY 1 CKIAal0Th HOPIGHANbHI 8idoMocHLi, e
BU3HAYAIOTh PE3yJbTaT 1HBEHTapu3allii. BHACHIJOK Takoro MOPIBHSHHS BCTaHOBIIOIOTH
BIJIMOBIHICTh 200 HEBIAMOBIAHICT O0IIKOBUX 1 (PaKTUYHHUX JaHUX, TOOTO:

a)  QakTuuHUil 1 OyXTanTepchKuil 3amuc 301raloThCs;

0)  QakTUUHUIA 3aTUMIOK MEHIIE 00JIKOBOTO — HECTaua;

B)  (aKTUYHUH 3aIHIIOK O1IbIIe 00JIKOBOTO — HAUTUIIOK.

MartepianbHO BIAMOBiAAaNBHI OCOOM TOBHHHI JaTW 1HBEHTApU3ALIMHIN KoMicCii
MUCHMOBI MTOSICHEHHS 00 MPUYNH HECTa4 Ta HAJTUIIIKIB.

CBOi BUCHOBKM 1 MpOMO3HMIII IIOJO BPETYJIOBAHHS 1HBEHTAPU3ALIMHUX PIZHUIb
KoMiCisi O0(hOpMIISIE HPOMOKOJIOM 1 TIOJAa€ Ha 3aTBEPJ/KCHHS KEPIBHUKY MIINPUEMCTBA,
AKUW y S-IIEHHUI TEPMIH PO3TIISIIAE 1 3aTBEPIXKYE MPOTOKOJ.

OcratouyHi pe3yJbTaTH MPOBEACHOI IHBEHTapu3allii MOXHAa BHU3HAYUTH 34
MOPIBHUIBHUMHU BIJIOMOCTAMH. B HUX IIpeACTaBIsAIOTHCS IHBeHTapu3aliiHi pisnuui (puc.
6.1), sKi BUHHUKAIOTh MK JaHUMHU OyXraaTepchbKoro OOJIIKYy Ta  JTaHUMHU
1HBEHTapHU3aI[IHHUX OIHUCIB.

Konu BUHHI 0COOM BCTAHOBJICHI, B MPOTOKOJI BHU3HAYAETHCS PO3MIP 3aBIaHUX
30UTKIB BiJ PO3KpaJaHHs, HECTaul, 3HUIIEHHS (IICyBaHHsS) IIHHOCTEH. Po3mip mkoau
M1IPax0OBYETH BIAMOBIAHO A0 3aTBepxkeHoro Ilopanky 116 BusHaueHHs po3mipy 30UTKIB
BiJl pPO3KpajJlaHHs, HECTaui, 3HUIICHHSI MaTepialbHUX I[IHHOCTEW, BUXOJA4M 3 OaJIaHCOBOI
BApTOCTI TaKWX MaTepialbHUX I[IHHOCTeH (anme He Huxkue 50% Bia HEi) HAa MOMEHT
BCTAaHOBJIEHHA (PAKTy HECTayl 3 ypaxyBaHHIM 1HAEKCIB 1HQIISLIT 32 HOpMYIIOL0

P, =|(B, — A)x1,,+ 1B+ A, |x2,

ne P, — po3Mip 30UTKiB;

b, — GanancoBa BapTiCTh HAa MOMEHT BCTAaHOBJICHHS ()aKTy pO3KpajaHHs, HecTadl,
3HUIIEHHS (TICYBaHH) MaTepialbHUX I[IHHOCTEH;

A — amopTu3alliiiHi BijpaxyBaHHS;

linp — 3aranpHui 1HAEKC 1HQIALIT, SKUI PO3paxOBYEThCA Ha MIACTaBl IIOMICSIYHO
BH3HAYECHUX MiHCTaTOM 1HACKCIB 1H(IIAIIIT;

[1IB — cyma momatky Ha J0/IaHy BapTiCTh;

A5 — CyMa akIu3HOTO 300py.

3aTBep/UKEHI pe3yJbTaTH 1HBEHTapu3alii BioOpaxawTb Yy OyXTalTepCbKOMY
00JIIKy B TOMY MicCslll, B SIKOMY 3aKIHY€HO I1HBEHTAapH3allilo, ajie He IMi3Hille TPyIHS
3BITHOT'O POKY.

PesynbTaTu iHBeHTapu3allii Bi1oOpaxarTh B 001Ky B TAKOMY MO PSIAKY:

— HaJUIMIIKH OCHOBHHMX 3aco0iB, TOBapiB 1 MaTepiaiiB, IIHHUX MarepiB, KOIITIB,
IHIIOTO0 MaifHa MiJIsAraloTh ONpUOYTKYBAaHHIO Ta 3apaxyBaHHIO BIAMOBIAHO 10 JOXOJIB
TisTbHOCTI 200 301TbIIIeHHS (hJiHAHCYBAHHS,

—HecTady I[IHHOCTEW y MeXax 3aTBEeP/KCHUX HOPM MPHUPOJHOTO YOYTKY
CIHCYIOTh 3a pINIEHHSM KEpiBHUKA IMIANPUEMCTBA Ha BaJioBl BUTpatu abo Ha
3MEHIIeHHS (p1HAHCYBaHHS,



—TIOHAJJHOPMOBI HEcCTaul LIHHOCTEH, a TAaKOX BTPATH BiJ MCYBaHHS BIJHOCSTH Ha
BUHHHX 0C10 3a I[iIHaMH, 3a IKUMHU PO3PaxOBYIOTh PO3MIpP IIKOIH;

—TIOHAaJHOPMOBI BTPATH 1 HECTaul MaTepiajJbHUX IIHHOCTEH Ta rOTOBOI MPOAYKIIIi,
SKIIO BUHHUX HE BCTAHOBJICHO, 3apaXOBYIOTh Ha 30UTKH a00 3MEHIIIeHHS (hiHAHCYBaHHS.

TakuM 4YHHOM, JOKYMEHTallis Ta IHBEHTApW3AIlisl € BAKIUBAMHU CKIIAJIOBUMHU
OyXrajaTepchbKoi METO0JIOT1i, OCKIJIBKHA (hOPMYIOTh 00JIIKOBY 1H(OpMAaIlio, SKY HAJICKHUM
gyuHOM OyJe oO0poOJieHO 1 MpeACTaBAE€HO Yy 3BITHOCTI MIANPUEMCTBA BHYTPIMIHIM 1
30BHIIIHIM KOPUCTYBayaM JJIs OTPEO yIpaBIIiHHS.

IIurannsa pas CAMOKOHTPOJII0:

Po3zkpwuiiTe mpru3HadYeHHS TOKYMEHTY B OyXTalTepChKOMY OOTIKY
SIxi Tepminu € 30epirands bO nokymeHTiB

Po3zkpuiite knacudikamio bO n1okyMeHTIB

JlaliTe BU3BHAUCHHS TIOHATTIO «IIEPBUHHI JOKYMEHTH

XT0 Ma€ MpaBo NEPIIOTo MIAMUCY OyXTadTepChbKUX TIOKYMEHTIB?
JlaiiTe BU3HAYEHHS MOHATTIO «JOKYMEHTOOOOPOT». SIKi HOpMaTUBHI JOKYMEHTH HOTO
PETYJIIOI0Th?

7. JlaiiTe BU3HAUYCHHS MOHATTIO «IHBEHTapU3allis» Ta ii BUIU

8. PozkpuiiTe mopsaoKk opraHizailii iHBeHTapu3allii

9. Po3zkpuiiTe opsI0K MPOBEACHHS 1HBEHTApU3aIlil

10.Po3kpwuiiTe MOPSAAOK YPETYIIOBaHHS Pe3yJIbTaTiB iIHBEHTapHU3aIlii

ok wdE

3aBaanns:

1) 3akoHCHIIEKTYHTE MaTepian ypoKy

2) nigpyuynuk: Jlummnenko O.B. «byxranrepcekuit 00mik» yactuaa 1 §6

3) 3agaua: Bkaszatu rocrnomapchbKy orneparito 3rijiHO HaJJaHOT KOPECTIOH/ICHIIIT paXyHKIB

1) JOr 301 Kr 372
2) NIr 361 Kr 311
3) Jr 201 Kr 301
4 JIr 23 Kr 203
5 Jr 101 Kr 152

6) Jr 281 Kr 26






