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COI''TACOBAHO

['maBHBII OyXTranTep TMMHA3UU
E.I'. HoBOym

«30» aBrycra 2013 r.

1. OBIIME ITOJIO’)KEHUA

1.1. Byxranrepus siBIS€TCSl CAMOCTOSATEILHBIM CTPYKTYPHBIM MOJAPA3/I€ICHUEM MYHHIUIIAIBHOTO
aBTOHOMHOT'0 0011e00pa3oBaTenabHOro yupexaeHus ropoga HosocuOupcka «Bropas HoBocubupckas
TMMHA3HUS.

1.2. Byxrantepus co3gaercs U JUKBUAUPYETCS IPUKA30M PYKOBOAUTEIIS OPraHU3aLUH.

1.3. Byxrantepuio BO3TJaBIAET TJIaBHBIA Oyxraitep, Ha3HauyaeMbld Ha JOJDKHOCTH NPHKA30M
PYKOBOJUTENS OpraHU3aLHH.

1.4. Ha Bpemsi OTCYTCTBHUS TJIaBHOTO OyXTajTepa PYKOBOACTBO OYXTalITEPHEH OCYIIECTBIISCT
OyxrajiTep Ha3Ha4YE€HHBIN IPUKA30M JUPEKTOpA.

1.5. CotpynHuku OyXraaTepud Ha3HAYAIOTCA W OCBOOOXKIAIOTCSA OT 3aHUMAEMOH JIOJKHOCTHU
MPUKA30M PYKOBOAMTEIS OPraHU3ALINY 110 NIPEICTaBICHUIO TJIaBHOTO OyXrajirepa.

1.6. I'maBHBIN OyXrajrep Ha3Ha4yaeTCsl U OCBOOOXAAETCS OT 3aHMMAaeMOM JODKHOCTH MPUKA30M
PYKOBOJUTENS OpraHU3aL1H.

1.7. B cBoell AesTeNbHOCTH OyXraiaTepus: pyKOBOJICTBYETCS:

- IEMCTBYIOIIUM 3aKOHO/1aTeIbcTBOM Poccun 1 HOpMaTUBHOM JOKYMEHTalKeH, pacpocTpaHsoueiics
- Ha JIeATEIIbHOCTh OyXTaJITepHH, CTAHJAPTAMH B 00JIACTH PETYIUPOBaHHS OyXydera;

- YCTaBOM OpraHU3alINY;

- Y4ETHOU ITOJIMTUKOM;

- HACTOSIIIUM TOJI0KEHHUEM;

- UHBIMU JIOKJIbHBIMU aKTaMU OPTaHU3aIUH.

2. CTPYKTYPA

2.1. CTpyKTypy U IITaTHYIO YUCIEHHOCTh OyXTaJaTepun yTBEPKIAET PyKOBOIUTENb OpraHU3aliu
10 NIPEJICTABICHHIO [JIABHOTO OyXrasirepa.

2.2. Pactipenenenue 00s13aHHOCTEN MEX1y COTPYAHUKAMU OyXrajaTepuu MPOU3BOJIUTCS TJIaBHBIM
OyXraJiTepom.
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3. 3AJAYHN

3.1. OcyuiecTBieHHEe BHYTPEHHETO KOHTPOJS COBEpIIAEMBbIX (DAaKTOB XO3IWCTBEHHOM >KU3HU B
npeenax KOMIETEHIIMU COTPYIHUKOB OyXTalTepuu.

3.2. ®opmupoBaHHE IMOJHOW M JOCTOBEPHOM HH(POpPMALMU O JAEATEIBHOCTH T'MMHA3UU U €€
UMYIIECTBEHHOM  TOJOXEHUH, HEOOXOAMMOW  BHYTPEHHUM  IIOJIb30BATENsIM  OyXrajaTepckoi
(¢uHaHCOBOIT) OTYETHOCTH — PYKOBOJIUTENSAM, YIPEAUTENSIM, YIaCTHUKAM U COOCTBEHHMKAM HMYIIECTBA
OpraHu3aliy, JpyruM MoJIb30BaTelsIM OyXrantepckoil (GrHaHCOBON) OTYETHOCTH.

3.3. ObGecneuenue wuHpopmanmend, HEOOXOTUMONW BHYTPEHHHM U BHEIIHUM IOJb30BATEISIM
OyXTaJITEPCKOM OTYETHOCTH JJII KOHTPOJIS 3a COONIOACHUEM 3aKoHoMaTenbecTBa Poccuiickort denepanmn
IPU OCYUIIECTBICHUU CJEJIOK, COOBITHI, ONepaluii, CBA3aHHBIX C JESATEIbHOCTHIO OpPraHMU3alliu, HUX
11e71eco00pa3HOCThIO, HAJIWYHMEM W JIBKEHHEM HUMYIIECTBA U 0053aTEIbCTB, HCIOJIb30BAHHEM
MaTepHANIbHBIX, TPYAOBBIX M (PUHAHCOBBIX PECYPCOB B COOTBETCTBHUHM C YTBEPXKIECHHBIMH HOpPMaMH,
HOpMaTHBaMU U CMETAMH.

3.4. TlpenoTBpallieHue OTPULATEIBHBIX PE3YIbTATOB JAEATEIBHOCTH OPraHU3ALMKA U BbISBICHUE
BHYTPHUXO3SIICTBEHHBIX PE3€PBOB 0OecTiedeHus ee (PMHAHCOBON YCTOMYHBOCTH.

4. DYHKIIUN

4.1. ®opmupoBaHUE YIETHOW MOJUTHKHA B COOTBETCTBUH C 3aKOHOJIATEILCTBOM O OyXTajaTepCKOM
yueTe M HaJOroOOJIOKEHUH MCXOJS U3 CTPYKTYpPHl M OCOOCHHOCTEH JesTEIbHOCTH OpraHU3alliH,
HeoOxouMocTH obecriedeHust ee (PMHAHCOBOW YCTOMYHMBOCTH.

4.2. PaboTa 1Mo MOArOTOBKE M MPHHATUIO pabdOYero IUIaHa CYeTOB, (POPM MEPBUYHBIX YUETHBIX
JOKYMEHTOB, MIPUMEHIEMBbIX JIJIs1 opopmiieHus: HaKTOB XO34iCTBEHHOI KU3HU, PETUCTPOB OyXydeTa.

4.3. Pa3zpaboTka (hopM JOKYMEHTOB BHYTpEHHEH Oyxrantepckoit (pruHaHCOBOI) OTYETHOCTH.

4.4. OGecrnieueHue MopsIKa MPOBEICHUS HUHBEHTAPU3AILIMii aKTUBOB U 0053aTEILCTB.

4.5. Obecnieuenue cOONIIOCHHUS TEXHOIOTUU 00pabOTKH OyXranTepckoil HHpopMauu 1 nopsiaKa
JOKYMEHTO000poTa.

4.6. HenpepbIBHBII y4eT aKTUBOB, 00S3aTENLCTB, ()AaKTOB XO3SMCTBEHHOHN >KU3HHM, MCTOYHHUKOB
(buHAaHCUpPOBAaHUS ACSATENLHOCTH OpraHU3alud, JOXOJO0B, pACXOAOB, HHBIX OOBEKTOB Yy4YeTa,
YCTAHOBJICHHBIX (peIepalbHbIMU CTaHAAPTAMHU.

4.6.1. CBoeBpeMEHHOE OTpaKEHHE Ha cYeTax Oyxydera omepariii, CBI3aHHBIX C JBHKCHUEM
OCHOBHBIX CPEJICTB, TOBAPHO-MAaTEpUaAIbHBIX LIEGHHOCTEN U I€HEKHBIX CPEJCTB U T. 1.

4.6.2. Yder uzmepKeK MPOU3BOJCTBA U OOpaIlEHUs, UCIIOTHEHHUS CMET PAacXoJiOB, peaan3aluu
IPOAYKIMH, BBIIOJIHEHUS paboT (yciyr), pe3yJabTaToB JAESITEIbHOCTH OpraHu3allid, a TaKxKe
(UMHAHCOBBIX, PACUETHBIX U KPEIUTHBIX ONEPALIUN.

4.7. CBoeBpeMEHHOE W TpaBWIbHOE OPOPMIICHHE JOKYMCHTOB [UISi OPTaHU3alMU W BEICHUS
Oyxyueta, o0ecrieueHre UX COXpPaHHOCTH, OPOPMIICHHS U CIa4M B YCTAHOBJIEHHOM HOPSI/IKE B apXUB.

4.8. CocraBieHue 53KOHOMHYECKHM OOOCHOBAHHBIX OTUYETHBIX KaJIbKYJISLIUNH Cce0ecTOMMOCTH
MPOAYKIUH, BBIMOJIHAEMBIX paboT (yciyr).

4.9. O6ecrieueHre CBOEBPEMEHHBIX U MOJHBIX PacueTOB IO 3apabOTHOM TUIaTe.

4.10. IlpaBuibHOE HAUUCIIEHHWE U TEPEUUCIIEHHE HAJOroB U COOPOB B OIOJKETHI, CTPAXOBBIX
B3HOCOB B I'OCY/apCTBEHHbIE BHEOIO/KETHBIE (DOHABI, MIIaTeXel B OaHKH, CPEeJICTB Ha (PUHAHCHPOBAHUE
KaIllUTaJbHBIX BIOXKEHUHN U T. [I.

4.11. [oramenuie B yCTAHOBJIEHHBIE CPOKU 3a/I0JKEHHOCTEN OaHKaM 110 CCyAaM, KpeaUTaM.

4.12. OtuncneHue CpeaCTB HA MaTepHUaIbHOE CTUMYIIMPOBAHUE COTPYIHUKOB THUMHA3HH.

4.13. VYuactue HapsAmy C JOPYTUMH CIy)kO0aMH B TIPOBEICHHH SKOHOMHYECKOTO aHaJM3a
XO03MCTBEHHO-(DMHAHCOBOIM J1€ATENIbHOCTH OpraHu3allii 10 JaHHBIM OyXTaJITepCKOro ydera U
OTYETHOCTH B LEISIX BBIBICHUS BHYTPUXO3AWCTBEHHBIX pPE3EPBOB, YCTPAHEHUS TMOTEph U
HEIPOU3BOJCTBEHHBIX 3aTpaT.
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4.14. Yyactue B 0OopMIIEHUM MAaTEPHAJIOB 10 HEAOCTayaM U XMILIEHHUSAM JIEHEKHBIX CPEICTB U
TOBapHO-MAaTE€pPUAJIbHBIX LIEHHOCTEH, IepeAaadya B HEOOXOAMMBIX CIy4asX OTHUX MaTepualoB B
CJIEZICTBEHHbIE U Cy/IeOHbIE OPIaHBbI.

4.15. Yuactue Hapsiny C PYKOBOJIUTEIEM B BOINPOCAX Pa3MEIICHUS CBOOOTHBIX (PUHAHCOBBIX
CpeAcTB Ha OaHKOBCKUX [JEMO3UTHBIX BKJIAJaX, KOHTPOJIb 3a MPOBEACHHEM YYETHBIX OmNepanuil c
JIETIO3UTHBIMHU M KPETUTHBIMU JI0TOBOPAMHU, LIEHHBIMU OyMaramu.

4.16. ObGecrieyeHne CTPOroro COONMIOJICHHUS] CMET aJIMUHHCTPATUBHO-XO3SMCTBEHHBIX M JPYIHX
pacxoioB, 3aKOHHOCTH CIMCAaHUS CO CYETOB OYyXrajaTepcKoro ydera HeaocTad, JeOUTOPCKOM
3aJI0JDKEHHOCTHU U IPYTHX NOTEPb,

4.17. KoHTpoab KaccOBOW IUCHUIUIMHBI YINOJHOMOYEHHBIMU COTPYJHUKAaMU OyXrajlTepud B
npezenax KOMIETEHIIMH, YCTAHOBJICHHOM TOJPKHOCTHOM MHCTPYKLIMEH U nojoxkeHussMu banka Poccun.

4.18. CocraBnenue OanaHca W ONMEPATHBHBIX CBOJHBIX OTYETOB O JIOXOJAX M PAacXo/aax CPEiCTB,
00 UCTOIb30BaHUM OIOJKETA, IPYTroil OyXIraaTepcKoi U CTAaTUCTHYECKOW OTUYETHOCTH, IPEACTABICHUE UX
B YCTAaHOBJICHHOM IOPSAKE B COOTBETCTBYIOIINE OPTaHbl.

4.19. PaccMmoTpeHHMe M BH3MPOBAHUE TJABHBIM OyXTajaTepoM CIIy)KallMX OCHOBAHUEM IS
IPUEMKU U BBIAAYU JIEHEXKHBIX CPEICTB, JOIOBOPOB M COIVIAILCHWH, 3aKIHOYaeMbIX OpraHu3alueil Ha
MOJIy4eHHE MM OTIYCK TOBApHO-MAaTEPHAIBHBIX IIEHHOCTEH M Ha BBHIMOJHEHUE paboT U yCIIyT, a TakkKe
JIOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C MyHKTaMUu 4.2—4.3 HaCTOSIIETO MOJIOKEHUS.

5. IPABA

5.1. byxranrepus uMeeT cieayrolue npasa.

5.1.1. TpeGoBatb OT BCeX MOAPA3IEICHUI OpPTraHU3alUN COOJIOACHUS TMOpAIKa O(opMIeHUS
olnepauui v MpeaCTaBICHHs B yCTAHOBJIEHHbIE CPOKU HEOOXOIUMBIX JOKYMEHTOB U CBEACHHUH.

5.1.2. TpeboBaTh OT pyKOBOAWTENIEH CTPYKTYPHBIX HOJpAa3/eIeHUIl OpraHu3aluil U OTIEIbHBIX
CIELIMATNCTOB IIPUHATHUS MEpP, HAlIPaBJICHHBIX HA 00ecleyeHre NpaBUIbHONW Opranu3anum Oyxydera.

5.1.3. BHOCUTB IpensIOKEHUs] PyKOBOJCTBY OpPraHM3allMM O IPUBJICYEHUM K MaTEpUAIbHON U
JUCLUIUIMHAPHON OTBETCTBEHHOCTH JOJKHOCTHBIX JIMIL IO PE3YlbTaTaM IPOBEPOK.

5.1.4. He npuHuUMaTh K HCIOJHEHHIO M O(OPMIICHUIO IOKYMEHTBHI IO OIEpalusiM, KOTOpHIC
IPOTUBOpPEYAT 3aKOHOAATEIbCTBY M YCTAHOBJIEHHOMY MOPSJIKY NPHUEMKH, XpaHEHHsS U PacXoJOBaHMsA
JICHEeXKHBIX CPEJICTB, TOBAPHO-MATEPHAIBHBIX M APYrHUX IEHHOCTEH, a Takke 0e3 COOTBETCTBYIOIIETO
pacnopsKeHHs AUPEKTOpa OpraHU3alii U HauyalbHUKA IOPUIUYECKOT0 OT/IeNa.

5.1.5. BecTtu nepenucky Mo BoOIpocaM OyXTraJITepCKOro y4eTa M OTYETHOCTH, a TaKkKe APYruM
BOINPOCAM, BXOJSIIUM B KOMIETCHLUIO OyXTraaTepuu U He TPEOYIOLIMM COIJIaCOBAaHUS C PYKOBOJIUTEIEM
OpraHu3aliHu.

5.1.6. [IpeacTaBUTENbCTBOBATH B YCTAHOBJICHHOM MOPSIIKE OT UMEHHU OpraHU3alliy 110 BOIIPOCAM,
OTHOCSAIIMMCS K KOMIIETEHIIMH OyXTaJlTepud, BO B3aMMOOTHOUICHHSAX C HAJOTOBBIMH, (PHHAHCOBBIMH
OpraHamMi, OpraHamMM TOCYIapCTBEHHBIX BHEOIOJDKETHBIX  (OHIOB, OaHKaMH, KpEeIUTHBIMU
YUPEKICHUSIMH, WHBIMH TOCYIApCTBEHHBIMH OpPTaHM3ALMSMHU, a TaKXkKe IPYTUMH OpraHU3aIHsIMH,
YUPEXKIECHUSIMHU.

5.1.7. 1o cormacoBaHHIO C pyKOBOJHUTEIIEM OPraHU3AIMU MIPUBIIEKATh YKCIIEPTOB U CIIEIUATIUCTOB
B 00JacTH OyXrajaTepcKoro ydera JUIsl KOHCYJIbTAallMd, MOJTOTOBKHM 3aKIIOYEHUH, peKOMeHIauuil u
MIPEIOKEHUH.

5.1.8. JlaBaThb yKa3aHHs CTPYKTYpHBIM TOApA3eNeHUsIM OpraHU3alMM [0 BOIPOCAM,
OTHOCSAIINMCS K KOMIIETEHIIMA OYyXTaJTepUH W BHITEKAIONIMM M3 (YHKIWH, KOTOPHIE TEPEUNCIICHBI B
HacTosAwweM llonoxenun.

5.1.9. TpeboBarh u mody4aTh MaTepHaibl, WH(OOPMAIHMIO, HEOOXOAUMBIC IJIsl ACATEIHLHOCTH
OyXraJiTepuu, OT CTPYKTYPHBIX HOJpa3/ieIeHuil OpraHu3aluu.

5.1.10. OG6pamatbcss W MOJAy4aTb OT CTPYKTYpPHBIX MOJpa3JeieHUi  OpraHu3alui,
TOCYJapCTBEHHBIX TNPEANPUATHA UM  YUYPESKICHUH HEOOXOOUMYI0 METOAMYECKYIO, IPaBOBYID H
KOHCYJIbTAIllHOHHYIO IIOMOIIIb B BBIIOJTHEHUH 33/a4, BO3JIOKEHHBIX Ha OyXTalITepuIo.
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5.1.11. aBaTh pa3bsiCHEHUS M PEKOMEHAALMU IO BOIPOCaM, BXOAAIIUM B KOMIIETEHIIHIO
Oyxraiarepuu.

5.2. 'maBHbI#1 OyXxranrep UMeeT CeayoIIne mpasa.

5.2.1. B cnydyae oOHapyXeHUsI HE3aKOHHBIX JNEUCTBUM JTOJDKHOCTHBIX JIUI[ JOKJIAJbIBATh O HHUX
PYKOBOAMTEIIO OpraHU3aluy IJIsl IPUHATUS MED.

5.2.2. BHOCHTH NpEeMIOKEHUS PYKOBOJCTBY OpraHU3allMM O TNEPEMEIICHUN COTPYIHUKOB
OyXraiTepuu, HUX TMOOIIPEHUH 3a YCIEUIHYyI0 paboTy, a TakkKe TMPEeAJOKEHUS O HAIOKECHUH
JTUCIUIUIMHAPHBIX B3BICKAHUN HA COTPYAHUKOB, HAPYIIAIOUINX TPYAOBYIO AUCIUILINHY.

5.2.3. CornacoBbIBaTb C PYKOBOJMTEJIEM BOIIPOCHI HAa3HAYEHUS, YBOJBHEHHUS U IEPEMELICHUS
COTPYJHHUKOB OyXraiaTepuu.

5.2.4. TIpuMeHATh O COTJIACOBAaHHMIO C PYKOBOJIUTENIEM OpPIraHU3aLUU MEphl MOOLIPEHUs JNO0
Mepbl B3bICKaHUS. Mepbl B3bICKaHHMST MOTYT HpPHUMEHSTHCS TOTAA, KOTJA COTPYIHUK OyXranTepuu
MOBTOPHO JIOMYCTHJI OIIMOKY, MPUBEAIIYIO K (PMHAHCOBBIM MOTEPSIM JUIsl OpraHU3alMU, MO0 JOMYCTHI
yTeuKy HH(pOpPMALKHU, HOCSIEH KOH(UACHINAIBHBIA XapaKkTep.

5.2.5. IlpeacTaBisTh pa3HOTIACUs PYKOBOIUTEINIO OPTaHU3AIMH B OTHOIIICHUU BeIeHUS OyxXyueTa.

5.2.6. PykoBOACTBOBAaThCA NHUCHMEHHBIMHU PACIOPSKEHUSIMUA PYKOBOJIMUTENSI OpraHU3allid B
cllyyae BO3HHUKHOBEHHMS PAa3HOITIACHH MEXIy PYKOBOIUTENEM M TJAaBHBIM OyXraJlTepoM B OTHOUICHUHU
BEJICHHsI OyXydeTa.

5.2.7. TpeboBanusi OyXraaTepuu B 4acTU MOpsAaka Oo(GOPMIICHUS ONepaluii U MpeacTaBICHUS B
OyXrajaTepuro HEOOXOOUMBIX JOKYMEHTOB M CBEACHUH SBIAIOTCS O00s3aTEIbHBIMM U1 BCEX
MOApa3IeJICHU OpraHU3aLHH.

6. OTBETCTBEHHOCTD

6.1. CoTpymHuKH OyXrajTrepuud HECYT OTBETCTBEHHOCTb 3a HaJUIe)Kalllee M CBOEBPEMEHHOE
BBINOJIHEHHE (DYHKIMHA, NPEAYCMOTPEHHBIX HACTOALIMM IIOJIOKEHHEM, B Ipenenax OO0sI3aHHOCTEH,
BO3JIOKCHHBIX HAa HUX OOJDKHOCTHBIMH MHCTPYKIHUAMHU U HCIIOCPCACTBCHHBIMU PYKOBOJAUTCIISAMHU.

7. SAKVIIOYUTEJIBHBIE ITOJIOKEHUA

7.1. laHHBIA TOKYMEHT JAEHUCTBYET 0 €r0 MEpecMOoTpa.
7.2. Pa3paboTka W akTyanu3alus [JOKYMEHTAallUH, KOHTPOJIb NPUMEHEHHS BHYTpPEHHEH
TOKYMEHTAIH OCYIIECTBIIIeTCS Ha ocHOBaHmH 1. 6.3.4 m . 6.3.5 CMK./111.4.2.3-01.2013.
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