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1. OBIIHE ITOJIOXXKEHMA

1.1. byxrantepus o6pa3oBaTenpHOM opranu3anuy (nanee byxrantepus) sBIseTCsS CTPYKTYPHBIM
nojpaszieneHueM YacTHOro yYpeXIeHHs OIOJHHUTEIBHOTO MPo(ecCHOHATBHOTO 00pa3oBaHHS
MaxaykanuHCKHHA IEHTp IOBBINEHHS KBammbukammum — Axamemus «Kacmmity (mamee —
YupexnaeHue).

1.2. PykoBOACTBO AeATENBbHOCTHIO byxrantepuu ocymecTsisieT [ TaBHBIN Oyxrairep.
1.3. B cBoeii pabote coTpyaHuKE ByxranTepun pyKOBOACTBYIOTCS:

— 3axoHOAATENECTBOM PD;

— VYcraBoM YUpexaeHHs,

— JloxaJbHBIMH HOPMATUBHEIME aKTaM# Y UpEXkKICHHUS;

— Hacrosmum nonoxxenuewm;

— VYkazanusamu [ maBHOrO Oyxrantepa u Jlupexropa YupeKIcHHS.

2. 3AJJAYUM BYXT AJITEPUN

ByxranTepus permaer cieayronme 3a1aqu:

2.1. Opranusanys IJIaHAPOBAaHUSA, ydeTa M aHaIM3a (HHAHCOBO-XO3SHUCTBEHHOM IEATEIFHOCTH
YupexaeHus.

2.2. Benenne OyxrainTepckoro M HaJlOrOBOrO ydeTa (MHAHCOBO-XO3SHCTBEHHOM IEATEIHLHOCTH
YygpexneHus.

2.3. ®opMHpoBaHUE U cada OyXranTepcKoi i HaJIOTOBOM OTYETHOCTH (PHHAHCOBOX03SHCTBEHHOM
NEATENBHOCTH YUpEXAeHHA, GOPMHUPOBAHUE IIONHONW W OCTOBEPHOU HH(OPMALUH O AESTEIHHOCTH
YupexaeHns U €T0 UMYIIECTBEHHOM IIOJIO)KEHHH.

2.4. OGecneyenre wHpOpMaIMel, HEOOXOIWMONH BHYTPEHHHM W BHEIIHHM II0JH30BATEISM
OyXrainTepcKoi OTYETHOCTH AJISI KOHTPOJIS:

— cobmoneHus 3aK0HOAAaTeNbCTBa PP Npy OCyIecTBICHNH YUPEIKIEHAEM X03SMCTBEHHBIX
oIeparyil 1 X neaecoodopasHOCThIO;

— HaJIW4Hs U ABHXXCHHS UMYINECTBA U 00s3aTELCTB;

— HCIIOJIb30BaHMs MaTepHAIBHBIX, TPYAOBBIX H (GHMHAHCOBBIX PECYPCOB B COOTBETCTBHH C
YTBEPKIECHHBIMU HOPMAaTHUBaMH.

3. OVHKIIMUN BYXT AJITEPUIA

B mpomnecce cBoeii nesTenpHOCTH ByXranTepus ocymecTBIsLeT ciaenayromue QyHKIHH:
3.1. ®opmupoBaHHE YYETHOH IIONMTHKH, CTaHIAPTOB JKOHOMHYECKOTO CyOBEKTa B
COOTBETCTBHH C 3aKOHOAATENBCTBOM O OyXTaJITEpCKOM ydeTe M HATTOTOOOI0KEHUH U HCX0As 13 (HakToB
XO3SMCTBEHHOH )XU3HU Y UPEKICHHUS.
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3.2. PazpaboTka W mpuHATHE (GOPM IEPBHYHBIX YYETHBIX JOKYMEHTOB IS OGMOPMICHHS
XO3SHCTBEHHBIX ONEPAIHH, 0 KOTOPHIM HE IIPEyCMOTPEHEI THIIOBbIE YHEDHIIAPOBAHHEIE (GOPMEL

3.3. YuacTre B HOATOTOBKE ITaHa QUHAHCOBO-XO3IHMCTBEHHOM NEITEIFHOCTH

YupexXIeHus ¥ 0T4eTa I10 €r0 MCIOIHEHHMIO.

3.4. lIpoBelieHWe WHBEHTApU3AllM¥ HMMYIIECTBA M DAcUeTOB, CBOEBPEMEHHOE OTPAKEHHE HX

pE3yIBTATOB B yUETe.

3.5. Opranmsanuss pabOTEl MaTepHaNTbHO OTBETCTBEHHBIX Il IO YYeTy M COXPAHHOCTH
[EHHOCTeH, HAXOMAIIMXCS Ha KX OTBETCTBEHHOM XPaHECHHUH.

3.6. Ilpuasatne Mep K NpEAyNPEeKICHHIO HEIOCTad, DPAcTpaT M JPYTHX HapylIeHHH, u
3I0ynoTpedieHnH, obecreueHne CBOSBPEMEHHOTO O(OpPMIEHHS MaTepHaIoB IO HELOCTAdYaM,
pacTparaM, XUIIEHAAM M JIPYTHM 3JI0YNOTPEOIEHHAM, KOHTPOIb MEepefadd B HAIUIEKAIUX CIydasx

9THX MaTEPHAJIOB CyAe€OHO- CIIECTBCHHBIM OpraHa.

3.7. OcymecTBneRrHe KOHTPONS HCIONb30BAHHS BBIIAHHEIX JIOBEPEHHOCTEH Ha IIOJTyYCHHE
MaTepHAIBHBIX IIEHHOCTEH.

3.8. Hauncnemwe ¥ BBOLIATA B YCTAHOBJIEHHBIE CPOKM 3apabOTHOM ILIATEI paboTHHKaM
YupexeHns; BeIada paboTHEKaM CIPaBOK II0 BONPOCAM HAYHCIICHHS 3apaGOTHOM ILIATEL U JIPYTHX
BEIILTIAT, & TAKXKE yACPKAHUM U3 HUX.

3.9. Hauncnenne u CBOEBPEMEHHOE IIEPEYMCIICHNE B COOTBETCTBHM C 3aKOHOIATEIHCTBOM Pd
HAJIOTOB M COOPOB B (eNlepaNbHbIHA, PErHOHAIBHBIA U MECTHBIH GHOIKETHL, CTPaxXxOBBIX B3HOCOB B
rOCyJapCTBEHHBIE BHEOIOIKETHBIE CONMATBHBIE (OH/IBL, 4 TAKKE HHBIX IUIATEKEIH.

3.10. CocraBnenme OyXranTepcKodl OTYETHOCTH HA OCHOBE JOCTOBEPHBIX IIEpPBAYHBIX
AOKYMEHTOB M COOTBETCTBYIOIIMX OyXTalTepCKHX 3alHCel, B HAIOTOBEIE OPraHbl, OPTraHbl CTATHCTHKY,
BHEOIOKETHEBIE (DOH/IBI M MHEIE HHCTAHIINY.

3.11. Harnorosoe minaHMpoBaHMe, HAOTOBBLA y4YeT, COCTaBICHHE M CBOCBPEMEHHAS clada
HaJIOTOBOX M MHOM OTYETHOCTH B COOTBETCTBUH C HAJIOTOBHIM 3aKOHOAATEIHCTBOM PD.

3.12. Cocraenerne u CBOEBPEMEHHOE IPEJCTABIEHHE B COOTBETCTBYIOINME OPTaHbl M
OpraHu3alliy HOJHOH U JOCTOBEPHOU HH(POPMAIMH O AEATEIHOCTH YIPEKIECHHS, ETO HMYIIECTBEHHOM
ITOJIOXKEHHH, JOX0/IaX U pacxozax.

3.13. Xpanenue NOKyMeHTOB (IIEPBHYHBIX YYETHBIX JOKYMEHTOB, PETHCTPOB Oyxranrrepckoro
ydera, OTYCTHOCTH, a TaKXKe IPOYMX HOKYMEHTOB Ha OYMaXHBIX M SJIEKTPOHHBIX HOCHTEIIIX
HH(OPMAIHK) B COOTBETCTBUH C [IPABHJIAMH OPraHHM3AIMH apXUBHOTO Aena B PO,

3.14. OcymecTBerre MEPONPHATHH, HAIPABIEHHEX HA YKpEIUIeHHEe (DHHAHCOBOM JUCIATLIMHEL
B [lIxoure.

4. CTPYKTYPA BYXT AJITEPUU

4.1. CrpykTypa H 9HCIEHHOCTh ByXrantepuu ompeeisIoTcss B COOTBETCTBHH C ¢ 3a7a9aMd H
(DYHKIMSIME B yCTaHABIMBAIOTCS IITATHEIM PACTIHCAHHMEM, YTBEPIKLAEMBIM JlupexTopoM YapexaeHusl.

4.2. B cocraB Byxranrepun BXoqsT:

— I'nmaBHbIf Oyxranrep — 1 equrMNa;
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— Dbyxranrep — 1 equnnia;

— byxrantep — xaccup — 1 enunammna.

4.3. Bee pabotHukm ByxranTepun Ha3HAaYarOTCA Ha CBOH JOJDKHOCTH IPHKAa30M Hupexropa
Yupexnenus u HOTIMHAIOTCS HEOCPEACTBEHHO [ TaBHOMY GyXranrepy.

5. OPTAHM3AIIMA JESTEJIBHOCTU BYXT AJITEPUU

HesrenbHocTbro  Byxranrepmm pykoBomut IaBHENA Gyxramrep, KOTOpHLi HasHauaercs |
OCBOOOXIAETCS OT HOIDKHOCTH IPHKa3oM J[upekTopa YupexIeHus..
I'maBHBIH Oyxranrep:
5.1. Hecer mepcoHansHYI0 OTBETCTBEHHOCTH 32 BBIIOJHEHHE BO3JIOXKEHHBIX HA HETO 3a1ad II0
OpraHusanuy paboTel Byxranrepry 1 BeneHuIO GyXTaITepcKoro ydera.
5.2. PaspabaTeiBaeT W NpeACTaBIAeT Ha yTBepXaeHHe JIHPEKTOPY VdapexneHus y4eTHYIO
TOJIUTHKY, CTAaHAAPTHI YIPEKICHHS, B T. . IIOTOXKEHHE 0 OyXTalITepHH.
5.3. OcymiecTBiseT KOHTPOIIb:
— O(OpMIICHNS [IPHEMA H PACXOJIOBAHKS [IEHHOCTEHR, TIPeTbABICHAS IPETEH3HHA K
— IIOCTaBIIHKaM;
—  B3BICKaHWS NeOUTOPCKOH H MOTaIeHNs KPEAUTOPCKOM 3aJ0DKEHHOCTEHN;
— pacxonoBaHus GOH/A OIIATHI TPYZa, HCUUCIEHHUS M BBIIAYM JODKHOCTHBIX OKIIA0B, BCEX
BUJIOB IIPEMHH, BO3HAIPaXIECHWH M IOCOOH, COGMIONEHHS YCTAHOBIEHHBIX INTATOB,
IUTATEXHON U QUHAHCOBOM AUCIMIIIMHEL,
— cmHcaHHs ¢ OyXraiurepckoro 6aaHca HEZOCTad, MOTEPh, NeOHTOPCKOM 3aM0JDKEHHOCTH U
APYTHX CPEIICTB;
— [IpPOBCICHUS IIEPEONEHKM TOBapHO-MATEPHAIBHBIX ILEHHOCTEH W ee odopMmiIecHHS B
YCTaHOBIIEHHOM IOPSIIKE.
5.4. Ilo cornacoBanmio ¢ JIMPEeKTOPOM VUpEXIEHHA pacHpeieiseT O6S3aHHOCTH MEXIY
paboTHEKamu Byxrantepun i pa3spabaTsBaeT MX JOMKHOCTHEIE HHCTPYKIHH.
5.5. Buocurt npennoxenns Ha paccMoTpenue JlupexTopa YapesKIeHus mo BOIIpOCaM:
— COBCPLICHCTBOBAHHSA CTPYKTYpPBI M IITATHOTO pacluicaHus Byxranrepuy;
— Ha3HA9YCHWS HA NOJDKHOCTH M OCBOOOXK/ICHHUS OT JOJDKHOCTH pabOTHUKOB Byxranrepumu;
— TPUMEHEHHS K pabOTHUKaM byXranTepuu Mep moompenns 1 MUCIHIIIHHAPHOTO
—  B3BICKAHHUS;
— H3JaHWs IOKyMEHTOB, PETIIAMEHTUPYIOIIHX AeTEIHOCTs Byxrantepuy.
5.6. IlpencraBiser Byxranrepuio Bo B3aMMOOTHOIIEHHSIX C OpraHaMi IroCyJJapCTBEHHOM BIIACTH,
OpraHM3alysIMH B IpaXXJaHaMH B IIpeJeliaX CBOEH KOMIICTECHITHH.
5.7. llpuHuMaeT yJacTHe B IOATOTOBKE W IPOBEICHWM COBEIIAHH, CEMHHApPOB M APYTHX
OpraHM3allMOHHBIX MEPONPHATAH YYPEKIEHHS II0 BOIPOCAM, OTHECEHHBIM K KOMIIETEHIAH
Byxranrepuu.
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5.8. B ciryqae BpemeHHOr0 0TCYTCTBES [ 1aBHOTO GyXTanTepa (KOMaHIMPOBKA, OTIYCK, GONE3Hb U
T. I1.) €r0 NpaBa ¥ 00A3aHHOCTH MEPEXOMAT K APYTOMY JIOJDKHOCTHOMY JIHILY, HA3HAYSHHOMY IIPHKA30M
JupexTopa Yupexaenus.

5.9. KoHTpounb nesrenbHOCTH B GyXranTepcKue peBU3HE ByXranTeprs OpOBOIATCS YIPEIUTEIEM
Vupexnenus.

5.10. Aymuropckme IIpOBEpKH ByXTalTephd OCYIIECTBILIFOTCS CIIELIMaIU3UPOBAHHBIMH
OpraHU3allisIMU 110 HHUIMATUBE [UpexTopa YUupexaeHus.

5.11. TpebGosauust paboTHHKOB Byxramrepuu B 9acTH mopsaka odopMIICHHs onepanuii u
IpE/ICTaBICHHS B byXrantepuro HeoOX0MUMBIX TOKYMEHTOB H CBEICHHT SBILIIOTCS 00s3aTeIbHBIME IS
BCEX IOApa3IeIeHuH 1 pabOTHUKOB yIPEKIECHHUS.

5.12. OTBETCTBEHHOCTE 33 OPraHM3aLMIO XPAHEHHS IEPBHYHbIX YISTHEIX JIOKYMEHTOB, PETUCTPOB
OyXraiaTepckoro yera n GyXraiTepcKoi OTYETHOCTH HeceT PYKOBOIUTEINb YUPEXKICHUS.

6. IIPABA PABOTHUKOB BYXT AJITEPIU

Paborauxu Byxrantepuu B pesieniax cBoeif KOMIIETEHITHH UMEIOT [IPaBO:

6.1. Hampaenare CTpyKTYpHBIM IOApasfelNeHHSM M OTIEIbHBIM DabOTHHKAM 3allpoCHl O
IPEIICTABIICHUH CIPABOK, IIAHOB, OTYETOB M IPOYHMX JOKYMEHTOB, HEOOXOMMMBIX UL OCYINECTBICHHS
nesTenbHoCcTH Byxranrepum.

6.2. He npuEMMath K HCIIOIHCHHIO W O(QOPMIEHHIO NOKYMEHTHI IO olepauysiM, KOTOpBIE
HapymaroT ICHCTBYIOIIEe 3aKOHOIATENLCTBO PO 1 yCTaHOBICHHBIHA OPSAIOK IPHEMa, OIPHXOIOBAHHS,
XPaHCHHUS H PACXONOBaHHA IEHEXKHbIX CPEIICTB, 000PYA0BaHNS, MaTEPUAIBHEIX B APYTHUX IEHHOCTE.

6.3. IIpenICTaBIATE B yCTAHOBICHHOM IIOPS/IKE HHTEPECH! YIPEKICHHS BO B3AMMOOTHOMEHHSX C
HAJIOTOBBIMH H ()MHAHCOBBIMH OPraHAMH, IOCYIAPCTBEHHBIMH BHEGIOMDKETHEMH (DOHIAMH, HHBIMH
OpraHH3alUsAMH U YIPEXKICHUIMH.

6.4. IlpuaUMaTs ygacTHe B paboTe KOMHCCHI, pabodnx TPy, MPHCYTCTBOBATh Ha COBEIAHUIX
aIMUHUCTPAUKM  yYPEXKICHHUS TIPH pPAaCCMOTPEHHH BONPOCOB, KACAIOIMMXCS IESTCIBHOCTH
Byxranrepun.

6.5. lIpoBepsAT B CTIPYKTYpPHBIX MOADA3NENEHHAX COOIMIONCHHE YCTAHOBIEHHOTO HopsIIKa
IIPHEMKH, ONPHXON0BaHUS, XPAHEHHS H PACXOJ0OBAHUS aKTHBOB YIPEXKICHHA.

6.6. Bectm mepemucKy mo Bompocam GyXTalTepcKOro ydera M OT4eTHOCTH, a TAKKe OPYTHEM
BOIpOCaM, BXOJIAIIMM B KOMIIETEHIHIO Byxranrepun u He TpeGyromum cornacoBanus ¢ JIHpeKTOpoM
Vupexaenus.

6.7. OcymecTBIATh HHBIE IIpaBa B COOTBETCTBHH C 3aadaMd U dysxnmsiMu  Byxranrepuu,
IIPEAYCMOTPEHHBIMH HACTOSIIUM IIOJIOKEHHEM.

7. OTBETCTBEHHOCTBH PABOTHUKOB BYXI'AJITEPUU
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Bcro monHoTy 0TBETCTBEHHOCTH 32 Ka4E€CTBO U CBOEBPEMEHHOCTE PENICHHS 33139 U BBIIOTHEHUS
(yHKUMH, BO3/IOXEHHBIX Ha Byxranrepuro, HapasHe ¢ JupexTopoM HeceT I JIaBHBI Oyxranrep. Ha
IJIABHOTO OyXranTepa BO3JIaracTcsi OTBETCTBEHHOCTE B CIydae:

— HENpPaBUIBHOIO BEACHHS OyXTauTepcKOro ydera, B pe3yibTare KOTOPOrO BO3HHKIH
3aIyIIEHHOCTh B OyXTranTepCcKOM y4eTe M HCKaKeHHs B OyXTranTepcKoi OTIETHOCTH,

— TPHHATHA K HCIOJHECHHIO M O(QOPMIEHMIO JOKYMEHTOB MO OIEpAlWsM, KOTOPHIE
IPOTHBOPEYAT YCTAaHOBICHHOMY IOPSANKY IIPHEMKH, OIPHUXONOBAHWS, XpPaHEHHS H
Pacxo/oBaHUsd aKTUBOB YYPEXKICHHS, COCTaBIECHHS HEIOCTOBEPHOU OyXraaTepcKom
OTYETHOCTH I10 BUHE Byxranrepuu;

— JApYTuX HapyIICHUH MOJIOKEHUH ¥ HHCTPYKITH [0 OpraHM3aliy OyXralTepcKOro yJera B
YUPEXKICHUH.

7.3. I'naBueii 6yxranrep HeceT HapaBHe ¢ J[UPEKTOPOM YUpexkIeHHS OTBETCTBEHHOCTD 38

HapyIlIeHue:

— TpaBUI U HOJIOXKCHUH, PErIaMEHTHPYIOMHUX QHHAHCOBO-XO3SHUCTBEHHYIO NEATEIBHOCTS .
YIPEXKICHHS;

— CpOKOB IPEICTABICHHS KBapTaJbHOM M TOJOBOM OyXraarepckoil OTYETHOCTH
COOTBETCTBYIOIIUM OpraHaM U yUpeIuTeIo.

7.4. CteneHb OTBETCTBEHHOCTH JPYTHX PabOTHHKOB ByxXranTepuu ycTaHaBIMBaeTcs HX

JOJDKHOCTHBIMH HHCTPYKITHSIMH.

7.5. Bee paGoTHuKM ByxranTepus OTBedaroT 3a coXpaHeHHe HH(OPMALMH, COCTAaBIOLIEH
CITye0OHYI0 1 KOMMEDYECKYIO TalfHy, a TAKXKe CBEJCHAH KOHGbUIEHIHATLHOTO XapaKTepa, KaCaIIIXCs
pabOTHUKOB YUpexIeHus.

8. 3AKJIIOUMTEJIBHBIE ITOJIOXXEHW A

8.1. Hacrosimee ITonoxenne BCTyIAeT B CHILY € IATHI €T0 YTBEPIKICHUS IIPEKTOPOM AKaJeMHUH H
JICACTBYET 0 OQUIMAIBHOR OTMEHBI MM [0 LIPHHATAS HOBOTO JOKATGHOTO HOPMATHBHOTO aKTA.

8.2. BHeceHme H3MEHeHWI ¥ JONONHEHWH B Hacrosmmee Il0JIOKeHHe OCYIIECTBIIIOTCA B
YCTaHOBJIICHHOM AKXaJeMHed NOpsAiKe, a TaKkkKe B CIydasX H3MEHEHHs 3aKOHOIATENhCTBA M HHEBIX
HOPMaTHBHBIX IIPABOBBIX aKTOB II0 BOIIPOCAM, pacCMaTpUBAEMBIM B JaHHOM [10JI0KEHHH.
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