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IMono:xkenue 0 OyXraarepun MKO.IbI

1. Obmue mosoxkenns

1.1.  Byxramnrepus SBIIACTCS  CAMOCTOATCNBHBIM — CTPYKTYPHBIM - IOJpa3s/elieHHeM

MynununantsHoro Or0KETHOTO 00111e06pa3oBaTeIEHOrO YUPEXKICHHS «Cpenasis

obuieobpasosarensras mroida No 12 ropoga Hosoasnraiicka AnTaiickoro Kpash» (manee —
YUpEXKICHHE).

1.2. Byxranrepus cozfaercst u JIUKBUIUPYETCS IIPUKA30M JHMpeKTopa.

1.3. Byxranrepus BO3INaBnsieT INABHBIA OyXrajirep, KOTOPHIA a,I[MHHHCTpaTHBHO MOJYAHEH
JHPEKTODY.

1.4. I'naBHbI# 6yxranTep'HasHaqaeTcs H 0CBOBOMKIACTCS OT 3aHHIMAEMOi JOJDKHOCTH anKasoM '
JIHPEKTOpA.



1.5. PaGotHuky OyxraaTepdd Ha3HAYAlOTCS M OCBOOOKAAIOTCS OT 3aHMMAaeMOH JODKHOCTH
IPUKA30M JUPEKTOpa TI0 MPEACTABIEHHWIO IJIABHOrO Oyxraiarepa, COIJIACOBAHHOMY C
aJIMUHHCTpALIHEH.

1.6. Byxrantepus B cBOeH IeITEILHOCTH PYKOBOACTBYETCSI:

-[eHCTBYIOLIUM 3aKOHOIaTenbCcTBOM Poceniickor Peneparyy 1 HOPMATHBHOM JIOK}’MGHT&IJ,HCH,
PACIPOCTPAHSIONIEHCS Ha e TENBHOCTL OYXTalTepHH;

-[IPUKA3aMH W PAacIIOpPsDKEHUSIMU JUPEKTOpPA U ITIaBHOTO OyXranrtepa;

-Hactosium [lonoxennem.

2. Ctpykrypa

2.1. Crpykrypy W IUTaTHYIO YHCIEHHOCTh OyXranTepu  YTBEPIKAACT  IUPEKTOP.
2.2. Byxrantepms BXOAMT B MOApasfeleHHe AJMHHUCTPALMsS BO3IJIABISETCS TIJIABHBIM
Oyxrajrepom.

2.3. Ilonoxenue o OyxranTepuu YTBEPXKIACTCS JHPEKTOPOM, pacIpejeleHHe O00sA3aHHOCTeH
MEKIY paboTHHKaMu = OyXraiaTephn TIPOH3BOAUTCS ITTaBHBEIM . . OyXranrepoM..
2.4. CoctaB M YUCIEHHOCTE pabOTHHKOB OYXTalITEPHH ONpPENETAeTCS IITATHBIM pécnnéaHHeM,'
VIBEPIKIEHHBIM THPEKTOPOM.

3. 3amaum

3.1. ®opMmupoBaHKE TMOTHONW H JOCTOBEPHOH MHGOpMAIMK O JEATEIBHOCTH YUPESXKACHHUSA H €€
HMYIIECTBEHHOM TIOIOKEHHUH, - HEOOXOAMMOM BHYTPEHHMM IOIB30BaTENsM OyXraiTepcKoH
OTYETHOCTH - JIMPEKTOPY, YIPESAUTENO, a TAKIKE BHEIIHAM - HHBECTOPaM, KPeUTOpaMm U JIpYyTUM
[10JIE30BaTeNAIM OyXrajITepcKoi OTYETHOCTH;

3.2. O6ecneuenue unbopmanuei, HeOOXOAUMOH ' BHYTPEHHUM H BHELIHAM TOJI30BATENSAM
GyXTaaTepckol OTUETHOCTH ISl KOHTPOIS 3a COONIONEHHMEM 3aKOHOJaTenbcTBa PoCcHifCKoH
denepaniy TP OCYIIECTBICHUM OpraHM3alued  XO3aHCTBEHHBIX ONEpanud M - MX
11eneco00pasHOCTbIO, HATMYHEM ¥ JBIJKCHHEM MMYINECTBA M 00s3aTeNbCTB, HUCIOJB30BAHHEM
MaTepUasibHBIX, TPYJIOBBIX W (MHAHCOBEIX PECYPCOB B COOTBETCTBHM C YTBEPXKICHHBIMA
HOpPMaM¥, HOpMAaTUBaMU U CMETaMH,

3.3. IlpenorspaiieHue  OTPHLATENBHBIX  PE3yIBTATOB  XO3SHCTBEHHOH — JEATEILHOCTH
OpraHM3ali U BLISIBIECHHE BHYTPUXO3SNWCTBEHHBIX pesepBOB obecrieueHus ee q)HHaHCOBOH
YCTOWYMBOCTH. :

4, OyHKIHUHA

4.1. @opMHpoBaHWE YYETHOH IOIUTHKA B COOTBETCTBHM C 3aKOHOJATE/IBCTBOM O
OYXralTepCKOM YYeTe M MCXOHAS M3 CTPYKTYphl M OCOOEHHOCTEH NEATEeIBbHOCTH YUPEKICHH,
HEOOXOAUMOCTH obecrnieueHusl €ro (buHaHCOBOH YCTOHUYHBOCTH,
4.2, PafoTa mo MOATOTOBKE M NPHHSATHIO pabodero mniaHa CYeToB, (OPM MEPBUYHBIX YIETHBIX
JIOKYMEHTOB, IPUMEHSEMBIX IS O(QOpMIEHHS XO3SHCTBEHHBLIX ONEpalui, MO KOTOPHIM HE
Py CMOTPEHbL THIIOBEIC ¢dbopMeI,
" 4.3. Paspabotka GopM TOKYMEHTOB BHYTPEHHEH OyXranTepckoi OTYETHOCTH; “ :

4.4. ObecriedeHne MopsiIKa IPOBEICHNS HHBECHTAPA3AIINI;

4.5. KouTposb 3a MPOBEACHUEM XO35HCTBEHHBIX OTIEPAIIHi;

4.6. ObecreyeHre COOIIOJCHUS TEXHOJOTHH 00paboTKH 6yxramepcxoﬁ uadopmanuy u
HOPAJKa JOKyMEHTO000poTa; :

4.7. Opranuzaius OyXraaTepeckoro ydera M OTYETHOCTH B YYPEKICHHS HA OCHOBE
MaKCHMAaIbHOM [EHTPaTM3allii YYeTHO-BBIYMCIUTENLHEIX PA00T ¥ IPUMEHEHUS COBPEMEHHBIX
TEXHUUYECKUX CPEICTB M HH(OPMANMOHHBEIX TEXHOMOTHH, MPOrPeCcCHBHBIX (opM U METOZI0B
yueTa ¥ KOHTPOJLA, . b =
48, ®@opmupoBaHWe W CBOEBPEMEHHOE TPENOCTABJIEHHE TIOJHOA H ﬂoéTOBepﬁoﬁ
OyxranTepckoil HHGOPMAIMH O JEATENBHOCTH YIPEIKICHHUS, €r0 UMYIIECTBEHHOIO MOI0XKEHHU,
JIOXO0JIax ¥ pacxoaax;

4.9. Pa3paboTka i OCYIIECTBJIEHHE MEPOTIPHSTHI, HAPABJICHHBIX HA YKPEIICHAE (HHAHCOBOH
JAHCITUTTIIHHBI]



4.10. Yuer mMymiecTBa, 0053aTeNbCTB H XO3AHCTBEHHBIX OTIEPAIUi, TOCTYIAIOMKX OCHOBHBIX
CPENCTB, TOBAPHO-MATEPHANIEHBIX [IEHHOCTEH ¥ JASHEKHEBIX CPEJICTR;

4.11. CBoeBpeMEGHHOE OTpa)k€HHE Ha CHeTax OyXTalTepCKOro y4eTa ONEpalyii, CBI3aHHBIX C
JBWKCHHEM OCHOBHBIX CPEACTB, TOBAPHO-MATEPHANILHBIX IIEHHOCTEH M HEHEXKHBIX CpPENCTB;
4.12. Vuer m3zepikeK IPOM3BOJCTBA U OOPAIISHUS, HCTIONHEHHS CMET PACXOMIOB, PEATH3AIUH
NPOXYKIHH,  BBIIOJHEHHS  pabor  (ycayr), pe3yibTaroB  XO3SHCTBEHHO-(GHHAHCOBOMH
IEATEIILHOCTH OPraHu3alliH, a TakyKe (UHAHCOBBIX, PACUETHBIX M KPEIUTHBIX OIEpaIuii;

4.13. CpoeBpeMeHHOE U MPABUIBHOE O(DOPMICHHE TOKYMEHTOB;

4.14. Obecneuenue pacueToB Mo 3apaboTHO#H muare;

4.15. [IlpaBuibHOEe HAUMCJICHHE W TEPEYHCICHHE HAIOroB u cGOpoB B  (eaepaibHEI,
PErHoHaNbHBEIH U MECTHBIA OIOJKEThI, CTPaXOBbIX B3HOCOB B FOCYIAPCTBEHHEIE BHEOIOKETHRIE
conuanbHble (DOH/BI, MIaTexkell B OaHKOBCKHE YUPEIKACHHS, CPEICTB Ha (PHHAHCHPOBAHHE
KanmuTaIbHBIX BJIOJKEHHHA:

4.16. VYyactHe B TIPOBEACHHH 3KOHOMHYECKOTO aHAIM3a XO3AHCTBEHHO-(OHHAHCOBOH
JEATEIBHOCTH YUpPEIKICHHA [0 JaHHBIM G_YXFEU'[TBDCKOTO Y4€Td M OTYETHOCTH B MIEIAX
BBIABIICHHS BHYTPUXO3SHCTBCHHBIX DE3€PBOB. YCTPaHEHHs MOTEPb M HENPOU3BOACTBEHHBIX
3arpar;

4.17. llpunatue Mep 1o npeaynpexaAcHHI0 HEI0CTad, HE3aKOHHOTO PAcXONOBAHMS JCHEKHBIX
CPE/ICTB H TOBApHO-MaTePHAIbHBIX LEHHOCTEH, HapylleHHH (HHAHCOBOTO H XO3AHCTBEHHOIO
3aKOHO/AaTeIbCTBRA;

4.18. Vwyacrtue B 0)OpMICHHH MaTepHaIoOB IO HeJOCTa4YaM M XHINCHHUIM JCHEKHBIX CPEJICTB H.

TOBaPHO-MATEPHAILHEIX [EHHOCTEH, nepenada B HEOOXOAUMBIX CIydyasX STHX MaTEPHANOB B
CIIEOACTBEHHELIE U C-}’,E[E6HBI€ Opl"aHBI;

4.19. ObGecnevyenue crpororo cobmnoaeHus: GHUHAHCOBON AUCHUILIAHEIL, 3aKOHHOCTH CIIMCAHUS
CO CHYETOB OyXranTepcKoro ydera Henocrtad, AeOUTOPCKOMN 3aI0/DKEHHOCTH W JAPYTHX IOTEPH,
COXPaHHOCTH OyXraaTepCKHUX JOKYMEHTOB, 0DOPMICHUS U CAaYH MX B YCTAHOBIEHHOM IOPSJIKE
B dpXHB,

4.20. PaspaboTka ¥ BHEJpPEHHE pAIMOHAIBHOH IUIAHOBOH M YYETHOM JOKYMEHTAIWH,
IIPOrPECCUBHBIX (OPM H METOJOB BEACHHS 6yxraﬂrepcxoro ydeTra Ha OCHOBE HpHMeHeHHH
COBPEMEHHBIX CPEJICTB BBIUMCIUTEIHHON TEXHUKH;

4.21. Cocrapnenue 6anaHca ¥ ONEPaTUBHBIX CBOJHBIX OTHETOB O JA0XO[aX U PacXo[ax CpPeICTB,
JPYro#l OyXranTepckod M CTaTUCTHYECKOM OTUETHOCTH, IPEIOCTABICHHE HX B YCTAHOBIEHHOM
TIOPSAJIKE B COOTBETCTBYIOIINE OPraHsl;

4.22. IlpoBepka opranu3anuu OyXraJaTepcKoro ydera W OTYETHOCTH B XO3SHCTBEHHO-
IIPOU3BOJICTBEHHOM OTHEJIE YUPESIKICHHUS;

423, PaccMmorTpeHue ¥ IOANWCAHHWE IJABHBIM OyXraiTepoM JJOKYMEHTOB, CIIYKaIlUX

OCHOBaHUEM 115 [IPHEMKH H Bbla4K OCHEXKHBIX CPEACTB H TOBapHO-MaTepHaILBHLD{ HSHHOCTGH,__

a TaKyKe KPEIUTHBIX ¥ PaCYETHBIX 0053aTeNbCTB; -

424, PaccMoTpeHHe U BH3UPOBAHHE TIJIABHBIM OyXranTepoM JOrOBOPOB W COIVIAIICHHH,
3aKII0YaeMbIX OpraHusalued Ha IOJydeHHe MM OTILYyCK TOBapHO-MaTepHAlIbHEIX [EHHOCTEH U
Ha BBINOJNHEHHE paboT M YCIOYr, M TalkKe NPHUKA30B U DPACHOPSIKEHHH 00 ycTaHOBICHUU
paboTHUKAM JOMKHOCTHBIX OKNajgoB, Ha#baBok K 3apaboTHON miare, IMOJOKEHHH
OTIPEMHPOBAHUY U T.II. '

5. IlpaBa

byxranrepus, B THALE [JIaBHOTO Byxranrepa, UMEET .. TIpaBo:

5.1. Tpe6oBaTs OT BeceX MOApa3feleHHE yUpexkueHHsS COOMIONEHHs IOpsaKa OhOpMIIEHHS

onepanuu U [Ipe0CTaBICHMS HEOOXO0INMbIX JIOKYMEHTOB 7§ CBE/ICHUH;
5.2, TpeGoBarb 0T aJIMUHHCTPALMHA MPUHATHS MEp, HANPaBICHHBIX HA IIOBBIIICHHE
5(Q(QEKTUBHOCTH  WCIIOJNB30BAHUS  CPEJACTB  OpraHu3amuy, oOecledyeHHe COXPaHHOCTU
cOOCTBEHHOCTH OpraHu3anuy, obecrnedyeHue MPaBUILHON OpraHHu3alui OyXralTepekoro ydera;
5.3, IlposepsTs B ydpexAeHMH COOJIOJEHHE YCTAHOBJICHHOTO TIIOps/Ka TPHUEMKH,
ONPHUXOJOBaHUS, XPAHEHUS WM PACXOHOBaHMS JEHEXHLIX CPEJICTB, TOBAPHO-MATEPUAIbHBIX U
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IpYTUX ueHHOCTeI?I'
5.4. BHOCHTh MpEIOKEHHs JUPEKTOPY YUPSKUCHHS O NPHUBICUCHHM K ‘MATEPHATHHOM o
JIACIATUTMHAPHONR  OTBETCTBEHHOCTH JOJDKHOCTHBIX JIHII OpraHu3ald¥ IO  pe3yibraTaM
H}'J(}Bt‘p()l{l_

5.5. He mpuHuMarh K HCIOIHEHUIO H OQOPMIEHHIO MOKYMEHTBI 110 OIepalusM, KOTOpbIE
MPOTHUBOPEYAT 3AKOHOJAATENILCTBY U YCTAHOBJIEHHOMY IOPAAKY TPHEMKH, XPaHCHUS H
PACXOIOBAHMS IEHEKHBIX CPEJCTB, TOBAPHO-MATEPHATBHEIX U JIPYTHX LIEHHOCTEH, a TaKkxke 0e3
COOTBETCTBYIOIIETO PACIIOPSIKEHHUS JUPEKTOPA YIPSIKICHHUS,

5.6. Bectu mepenucky 1o Bompocam OyXraaTepeKoro ydeTa M OTYETHOCTH, a TakKe APYTHM
‘BOIPOCAM, BXO/ISIIMM B KOMIICTSHIIHIO TIaBHOM OyXrantepun U He TPeOYIOMINM COTacoBaHks C -
JIUPEKTOPOM YUPEKIECHHUS, '

5.7. TlpencraBuTelibCTBOBATH B YCTAHOBICHHOM TOPSIKE OT HMEHH YHUPEKICHHS MO BOIPOCAM,
OTHOCSILLIAMCS. K KOMIICTEHUHHA OyXrajiTepHu BO B3aMMOOTHOLICHHAX C HaJIOrOBBIMH,
(DHHAHCOBEIMH OpTaHaMH, OpraHaMy TOCYJAapCTBEHHLIX BHEOIOKETHBIX (OHIOB, OGaHKaMH,
KPEIMTHLIME  YYPEXKJICHUSIMH,  HHBIMH  TOCYIApCTBEHHBIMH U MYHHIUIAIbHBIMA
OpraHu3alisiMi, a TAKKe JIPYTHMH OpraHUu3alnIMA.

6. OTBeTCTBEHHOCTH

6:.1.Ha rmaBaoro Oyxranrepa Bo3naraeTCﬂ NEpPCOHANbHAS ~ OTBETCTBEHHOCTD . 3a:
6.1.1. Cobmoenne IeHCTBYIOMEro 3aKOHOIATENbCTBA B IIPOIEcce PYKOBOJICTBA 6yXI‘EU1T€pH6H.
6.1.2. OpraHmsandio AeATeNEHOCTH OyXralTepHd II0 BBITONHEHMIO 3agau ¥ QyHKiwmi,
BO3/I0KEHHBIX Ha OyXTanTepHuIo.

6.1.3. Cobmojenue paboTHIKaMA GyXTalTepHH MTPOU3BOACTBEHHON U TPYIOBOH AHUCIUIIINHEL
6.1.4. Opranusanuio B OyXraJTepuy ONepaTHBHON M KAUECTBEHHOW MOITOTOBKH JOKYMCHTOB,
BeJICHHE JIETOTPOM3BO/ICTBA B COOTBETCTBHM C ACHCTBYIOMIUMH IPABHIaMid U MHCTPYKIMAMH.
6.1.5. OGecreuenne COXPaHHOCTH UMYIIECTBA, HaXOILSILIleFOCﬂ B Oyxrajrepuu ¥ coOIIOLCHHE
ITPABHII MOXKAPHOH OE30TTacHOCTH. - =

6.1.6. CocraBnenue, YTBEpKICHHE M TPEJCTaBIEHHE JIOCTOBEPHOU KﬁcbopMaumI 0
JEeITETBHOCTH OpraHu3auy

A CoeBpemMeHHOE )i KaueCTBEHHOE HCIIOJIHCHHUE NIPUKa30B  JUPEKTOpa
6.1.8. CooTBetcTBUE JEHCTBYIOIEMY 3aKOHOJATENBCTBY BH3HPYEMBIX (IIOIMMCHIBAEMBIX) UM
IPAKA30B, HHCTPYKLUH, ITOIOKEHUH U APYTHX JOKYMEHTOB.

6.1.10. CBoeBpeMeHHOE OCYIUECTBICHHE KOPPEKTHPYIOMMX U NPEAyNpPEexkAAIOMMX JCHCTBUH,
PacIpOCTPAHSIOMIUXCS Ha AeATEIbHOCTD [IPOU3BOACTBA.

6.2. OTBETCTBEHHOCTb JAPYTUX paﬁoTHuKOB ﬁyxranTepHH yCTaHaBIHBAETCA COOTBeTCTBy'}OI.U,}[MH
WHCTPYKI[HSIMH.
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