	Approved by the Order of the Minister of Taxes of the Republic of Azerbaijan, No. 0817040100256800, dated March 29, 2008


RULES

for the retention of registration documents for state-registered commercial entities in the tax authorities
1. General provisions
1.1. These Regulations govern the storage and use of business registration folders and state register books for commercial entities in the structural divisions of the Ministry of Taxes responsible for state registration, as well as in the Ministry of Taxes of the Nakhchivan Autonomous Republic.
1.2. A commercial institution - commercial legal entities, representative offices or branches of foreign commercial legal entities, as well as representative offices or branches of commercial legal entities registered in the Republic of Azerbaijan.
1.3. Registration work folder- a folder containing the application, charter (articles of association), and other documents submitted to the registration body by state-registered commercial entities.
1.4. Archive room - the space where registration documents, including registration work folders and state register books, are stored in the registration body.
1.5. The person responsible for the archive room- the one who oversees the storage of registration work folders and state register books.
1.6. Archive documents - these include applications, charters, and other documents submitted to the registration body by state-registered commercial entities.
1.7. The state register book - It is a special book that compiles the registration data of commercial institutions printed from electronic sources.
2. General requirements for the archive room
2.1. The archive room where registration work files are stored in the tax authorities should be spacious, bright, well-ventilated, and dry

2.2. Entry of outsiders into the archive room should be prohibited, and fire safety measures should be ensured.

2.3. When using two or more rooms as an archive, only one of these rooms should have an access door. Transitions between the rooms should be through passages opened in the wall between them.
2.4.  The windows of the archive room should be secured with iron bars, and an iron door with a secure lock should be installed from the corridor to enter the archive room.

2.5. The archive room should be equipped with special shelves for storing registration work folders and state register books. Work folders and books should be kept on separate shelves. Work folders must be placed in a single row, while books should be arranged in numerical order.

2.6. When two or more non-adjacent rooms are used as an archive, all other requirements for an archive room should be followed, except for those stipulated in clause 2.3 of these Rules.

3. General requirements for registration folders and register books
          3.1. Business folders are used to store state registration documents submitted to tax authorities by commercial entities. 


3.2. A paper with the registration number (TIN) and the name of the commercial institution is attached to the front cover of the registration work folders.


3.3. A special pocket is placed inside the registration work folder, containing a list of the documents stored and a table of contents that indicates the number of sheets for each document. The form of the table of contents is provided in the appendix of the Rules. 

3.4. The state register book has a thick cover, and the book number, determined by the program, should be reflected on the left side of its cover.
4. Placement of registration work folders on shelves
4.1. The registration work files of commercial legal entities registered by the tax authority are placed on shelves in the archive room. The folders are arranged sequentially on the shelves according to the date of issuance of TINs, organized separately by administrative-territorial units. In this arrangement, the first two digits indicating the administrative area are considered first, followed by the digits indicating the row number.

4.2. After the registration case files obtained from judicial authorities are grouped by legal entities with and without a TIN, the folders for legal entities without a TIN are placed on separate shelves. In this case, the registration work folders are arranged on the shelves according to the sequence of registration numbers by administrative area.

Folders of commercial legal entities with TINs are placed on the shelves alongside the business folders of commercial legal entities registered by the tax authority of the relevant territory.


4.3. Work files should be placed on the shelves so that the registration number (TIN) and the name of the commercial entity are clearly visible.
4.4. The corresponding sheet of the state register book for registered commercial entities, or those with changes in registration data, is automatically prepared by the software. In the upper right corner of that sheet, the program specifies the book number into which it should be sewn and the serial number within the book. The sheet is stitched into the book when the folder of the institution whose data has been registered or changed is transferred to the archive.
5. Organization of the work of the archive room

5.1. The person in charge of the archive room records the reception of registration work files, the services provided from the archive room as needed, and their return to the archive.


5.2. The recording of the issuance of registration work folders from the archive room and their return is carried out in the corresponding subsystem of the Automated Tax Information System (AVIS).
6. Coordinating the responsibilities of the archive room manager

6.1. To control the number of documents in the registration work folders in the archive room, prevent alterations, and maintain the state register book, the person in charge of the archive room is provided with a special stamp. This stamp includes the name of the tax authority, the archive room for registration documents, the page number, and a signature.

6.2. The person in charge of the archive room stamps the lower left corner of each sheet in the received registration work folder, noting the sheet number in the 'page' line of the stamp. The documents are then stapled and stitched together at the upper left corner.

6.3. The person in charge of the archive room stamps the lower left corner of the sheets sewn into the register book and signs without filling in the 'page' line of the stamp.

6.4. The number of sheets in the registration case files received from the judicial authorities is determined and recorded in the first line of the table of contents. The actions specified in clause 6.2 of the Rules are then performed on the next set of registration documents to be added to these folders.

6.5. The person in charge of the archive room maintains records of the registration work folders in the appropriate subsystem of the Automated Tax Information System (AVIS). 

6.6. The person in charge of the archive room ensures the prevention of loss, damage, and destruction of archival documents.
7. Opening the registration work folder and handing it over to the archive room

7.1. A registration file is opened by the relevant employee of the department responsible for registering newly established commercial entities, in accordance with the requirements of clauses 3.1 and 3.2 of these Rules. The employee compiles and signs the table of contents, which lists the documents sewn into the folder, and hands it over to the archive room along with the folder. At the same time, the corresponding sheet of the register book, automatically prepared by the software, is printed and submitted to the archive room."


7.2. In the presence of the person who handed over the new registration work folder to the archive room, the number of sheets in the documents is checked against the content. The responsible archive staff member then places their stamp on the folder, writes the increasing sheet numbers in the 'page' line of the stamp, and signs it.

  
7.3. The person responsible for archive work, upon receiving the new registration work folder, signs the contents on the appropriate line(s) and places it in the pocket of the folder.


7.4. When changes are made to the registration information of commercial institutions, the relevant employee ensures that new documents are added to the registration work folder and makes notes in the contents. The folder is then delivered to the archive room in accordance with the requirements of clauses 7.2-7.3.

7.5. The person in charge of the archive room ensures that the sheet of the register book received with the work folder is sewn into the corresponding book.
8. Issuance of registration work files from 
the archive room and return to the archive room
8.1. Registration work folders are provided only to employees of the tax authority's department responsible for the state registration of legal entities, based on service necessity.

8.2. To pick up and return the registration work folder from the archive room, the person in charge of the archive room and the employee perform the necessary operations in the Automated Tax Information System (AVIS).

8.3. To ensure that the registration information of commercial institutions is accessible to other structural divisions of the tax authority, copies of these documents are printed from electronic sources and stored in the tax work folder. The use of tax work folders is regulated by the relevant regulations.

8.4. The use of registration work folders and state register books by other structural divisions of the tax authority is prohibited. If necessary, documents (sheets) sewn into the registration workbook or book may be submitted to another structural unit only after being copied and approved.
9. Maintenance of registration work files of liquidated commercial entities
9.1. A designated area in the archive room is allocated for storing the registration work folders of liquidated commercial entities.

9.2. Registration work files of liquidated commercial entities are stacked on the shelves in sequence, based on the date of liquidation.

9.3. The retention period for the registered business file of a liquidated commercial entity is 75 years, starting from the date of its removal from the state register. After this period expires, the registration work folder of the canceled commercial entity is destroyed by the registration authority through an official act.

9.4. In the event of the cancellation of all entities listed in the state register book, this book is retained for 75 years after the last cancellation.
          Addendum to the "Rules for the retention of registration documents 
          for state-registered commercial entities in the tax authorities"
___________________________________________                       _______________________

                hort name of the commercial entity                                       registration number (TIN)

Contents of the registration folder for the commercial entity
	Seq. No.
	document name
	total number of sheets
	the date the folder was created
	responsible person's signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


The table of contents was compiled by:     (signature)              (surname and name)
