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1. OOmue moJIoKeHHS.

byxranrepus sBAseTCs CAMOCTOATENbHBIM CTPYKTYPHBIM MOApa3AesieHueM OpraHu3aliy Ha
npaBax CIIy>KObI M MOAYHHSETCS] HETTOCPEICTBEHHO PYKOBOAUTENIO opranu3auy. CTPyKTypy M LITATHI
OyXranTepuu yTBEpPIKIaeT PyKOBOIUTENb C y4eTOM 00beMOB padoThl. COrylacHO JOKHOCTHBIM
WHCTPYKLHUSM B IITaTHBIA COCTaB OyXraiaTepuu BXOIST:

1) rnaBHbI Oyxranrep,

2) Bexyumii OyxrajuTep Mo oriare Tpynaa,

3) Bemymmii OyXranTep Mo y4eTy MaTepHaIbHbIX LIGHHOCTEH, OCHOBHBIX CPEJCTB,

4) 3aMecTUTENb IJIaBHOTO Oyxranrepa,

5) OyxranTep Mo y4ery NpOU3BOACTBA, BHEOIOIKETHON IEATEIbHOCTH, OCHOBHBIX CPEACTB,
¢ 00s13aHHOCTSIMU Kaccupa

I'maBHbIN OyXranTep Ha3HAYAETCS HA JOJDKHOCTh M OCBOOOKIAETCS OT AOJDKHOCTH MTPHKA30M

PYKOBOJUTENS.
Byxrantepckas ciy:xba B CBOEH NeSITENHBHOCTH PYKOBOJICTBYETCS: NEHCTBYIOLINM 3aKOHOATENILCTBOM
P®, ppyrumMum HOpPMAaTUBHO MPABOBBIMM aKTaMH, YTBEPXKIEHHBIMU B YCTAHOBJIEHHOM IOPSIIIKE,
PEryIMpYOIMUMHI OyXralTepCKUH M HAJOTOBBIM YYeT, a TaK JXe€ NPHUKa3aMH, PaCHOPsDKEHUSIMH U
YKa3aHUAMU PYKOBOJUTENs OpPraHU3alMy [0 OCHOBHOM [EATENbHOCTHM M MO JIMYHOMY COCTaBy,
HACTOSILIUM IOJOXKEHUEM.

OCHOBHBIMH 3a/lauaMi  OyXTaJlTepCKOH CyKOBl SIBISFOTCS BEIOCHHE OyXTajTepCKOro H
HAJIOTOBOTO yueTa (HPUHAHCOBO-XO3SIMCTBEHHOM MAEATENbHOCTH, OCYIIECTBICHHE KOHTPOJIS 32
coxpaHHOCTb. COOCTBEHHOCTH, LENEBbIM PACXOJOBAHHWEM MACHEXKHBIX CPEICTB U MaTepPHAIIbHBIX
LEHHOCTEN.

2. @MOYHKUUH U 32J24H CJOYKObI.

2.1. Opranmzanust OyXralTepcKoro ydera OCHOBHBIX (DOHIOB, MATEPHAIBHBIX 3aI1acOB, ACHEKHBIX
CPEnCTB U APYrUX LICHHOCTEN OpraHu3aluu.

2.2, OpraHusanmsi pacyeTOB C KOHTPAreHTaMH IO XO3SHCTBEHHBIM JOTOBOpaM, C OIOKETOM H
rOCyAapCTBEHHBIMU BHEOIODKETHBIMHU (POHAAMH 110 HAJIOTaM U cOopam.

2.3 Hauucnenne u BbIIIaTa 3apabOTHON TUIATHI, CBOEBPEMEHHOE MPOBEACHHE pPACUeTOB C
COTPYAHUKAMH OPTaHU3aLIUH.

2.4.0O6ecrieueHne CTpOro COOMIONEHHUS] KAacCOBOW W PAaCYETHOM AMCLUIUIMHBI PACXOAOBAHUS
MOJIY4E€HHBIX I€HEKHBIX CPEACTB MO HA3HAYEHUIO.

2.5.0cymecTBieHnEe PENBAPUTEIBHOIO KOHTPOJIS 32 CBOEBPEMEHHBIM M MPABUIBHBIM O(opMIIeHHEM
JOKYMEHTOB U 3aKOHHOCTBIO COBEPLIAEMBIX OMEPALIUI.

2.6 IlpuMeHeHHE YTBEP)KACHHBIX YHU(DUIMPOBAHHBIX (OPM MEPBUYHON YUETHOH AOKYMEHTALIHH,
cTporoe coOmoneHne nopsaka oQoOpPMIICHUS 3TUX JTOKYMEHTOB.

2.7.06ecnieueHre CBOEBPEMEHHOTO M MPABWJIBHOTO OTPAKEHUsI HA cdeTax OyXrajTepcKoro y4yera u



OTYETHOCTH XO35MCTBEHHBIX ONEpaLuil.

2.8. OpraHu3anys HAJIOTOBOTO yUeTa J0XOI0B, PACXOJ0B, UMYILIECTBA U HHBIX OOBEKTOB.

29. CocraBleHHe W TIPENCTABJIIEHHE B YCTAHOBJICHHBIE CPOKH OyXraJTepCKOH M CTaTUCTHYECKOU
OTYETHOCTH, OTUETHOCTH B TOCYapCTBEHHbIC BHEOIODKETHBIE (OHABI, HAJOTOBBIX NEKIApalUi U
MOSICHEHU K HUM.

2.10. IlpunaTne ™Mep K MNPEAyNPEeXACHUID HENOCTad, pacTpaT W JAPYIHX HapyLIeHWHd U
3JI0YTIOTPEOICHHIA.

2.11. IlpoBeneHne WHCTPYKTaka MaTE€pUATbHO-OTBETCTBEHHBIX JIMI[ IO BONpPOCaM yd4eTa H
COXPAaHHOCTH LIEHHOCTEH, HAXOASAILMXCS HA UX OTBETCTBEHHOM XPaHEHUU.

2.12. OcyiecTBieHHe KOHTPOJS 3a CBOEBPEMEHHBIM IPOBEIEHHEM U ydacTHe B IPOBEIECHUU
WHBEHTAPHU3AIMH aKTUBOB U OOSI3aTENILCTB OPraHU3alMH, CBOEBPEMEHHOE M MPABHIIbHOE OTPaKEHHE
Pe3yJIbTAaTOB MHBEHTAPH3ALHHU B OYXTalITepPCKOM yUeTe.

2.13. CocraBneHHe ¥ COIJIACOBaHHE C PYKOBOJAUTENEM IUIaHA (PUHAHCOBO-XO3SHCTBEHHON
NESTeIbHOCTH U PACUETOB K HEMY.

2.14. CucreMaTU3MpOBaHHbIH Yy4eT IIOJIO)KEHUH, MHCTPYKLUUH, IPYyrMX HOPMATUBHBIX aKTOB IIO
BOTIPOCAM OPraHM3alUU U BEAEHHUs OYXTalITEPCKOTO U HAJIOTOBOTO YUETa.

2.15. Hagnexamee xpaHeHue OyXTalTepCKUX JOKYMEHTOB, CBSI3aHHBIX C  JEATEIbHOCTHIO
Oyxrantepu, co3maHue OyXraaTepCcKoro apXuBa.

2.16. Pa3paboTka, BHeIpeHWE U  COBEPIICHCTBOBAHHE HOPMATHUBHO-METOIUYECKON  0aswl,
PeryIMpyroLIEei AesITeTbHOCTD CITYKOBI IO BOIPOCaM TOKYMEHTALHOHHOTO 00ECTIeUeHHS.

2.17. Opraauzaiust pabOThI IO COCTABJICHUIO TOKYMEHTOO0OPOTA U KOHTPOJIb 33 €r0 COOTI0IEHUEM.
2.18. Opranuzanys MaUIMHONNCHOTO HM3rOTOBJIEHHUS, KOMHMPOBAaHMSI M ONEPaTUBHOIO Pa3MHOXKEHUs
JOKYMEHTOB.

2.19. Opranusanust padOThI MO UCTIOIHEHUIO OOpAIIeHUH COTPYAHUKOB.

3. IlpaBa u o0s13aHHOCTH.

3.1. TpeboBaTh OT moOApa3NEICHHUN OpPTaHWU3ALMU MPEACTABICHUS CBENCHUN, HEOOXOAMMBIX JIJIs
HOpMaJIbHOH paboTe! OyXranTepuu B OTOBOPEHHBIE CPOKHL.

3.2. He npuHMMaTh K UCIOJHEHHIO M O(GOPMIIEHHIO IOKYMEHTHI IO OIEpalusiM, KOTOpbIe
NPOTHBOpPEYAT NEHCTBYIOIEMY 3aKOHONATENBCTBY, COONIONATh YCTAHOBJICHHBIH IMOPSIAOK NpHEMA,
ONPHUXOJOBAHMUS, XPAHEHUS] M PACXOAOBAHHS JEHEKHBIX CPENCTB, 00OPYIOBAHMS, MAaTEPHAIbHBIX U
APYruX LEHHOCTEH.

3.3. IlpencTaBisTe pyKOBOJCTBY NPEUIOKEHHS O HAJIOKEHUU TUCLIMINIMHAPHBIX B3bICKAHUH K JIULAM,
IOMYCTHBIIUM HEKa4eCTBEHHOE OQOpPMIIEHHE M COCTaBJIEHHE JOKYMEHTOB, HECBOEBPEMEHHOE
NPEACTaBICHNE MX JUII OTPAKEHUs] Ha cUeTaX OyXraJlTepCKOTO y4eTa W B OTYETHOCTH, a TaKXKe 3a
HEAOCTOBEPHOCTD COAEPKAIUXCS B TOKYMEHTAX JAHHBIX.

3.4. B3auMoaencTBOBATh C APYTUMU OPTaHM3ALUSIMH U TOCYAAPCTBEHHBIMU OPraHaMU M0 BOIPOCAM,
BXO/ISIIIAM B KOMITETEHIIUIO OyXTaJITepPHH.

3.5. Vkazanusa OyxranTepuul B mpenenax (yHKUWH, MPEAyCMOTPEHHBIX HACTOSIIUM IOJIOKEHHEM,
SBJIIIOTCS 00s13aTEIbHBIMU K PYKOBOJCTBY M UCTIOJTHEHUIO BCEMH MOAPA3IEICHUSIMU OPTaHU3aLHH.
3.6. IlpyHuUMaThL yd4acTHe B CO3BIBAEMBIX PYKOBOJACTBOM COBELIAHUAX. Y4acCTBOBAaTb B HAy4YHO-
NPAKTUIECKUX MEPONPHUATHSX IO HAIPABJICHHUIO e TEIbHOCTH CITYKOBI.

3.7. KonrtponmnposaTb 1 TpeOOBaTh OT PYKOBOAMUTENEH CTPYKTYPHBIX MOIPA3NEIICHHI BBITIOIHEHUS
YCTAHOBJIEHHBIX MPaBHJI pabOTHI C JOKYMEHTaMH.

3.8. BHOCHTB NpeniioxKeHHs IO COBEPIIEHCTBOBAHMIO JEATEIBHOCTH CITYKOBI.

3.9. Bectu mepernmcky 1o BompocaM OyXTaJTepCKOTO ydeTa M OTYETHOCTH, a TaKXKe IPYTHMM BOMPOCaM,
BXOMSIIUM B KOMIETEHIIHIO OyXTalITEPUH.

3.10.BHOCUTP Ha pacCMOTPEHHE PYKOBOJACTBA IPEACTABJEHUS O HA3HAYEHUH, MEPEMEILECHUU U
YBOJIbHEHHH PaOOTHHUKOB CJIy>KOBI, X MOOLIPEHNH U HAJIOKEHHSI HA HUX B3BICKAHHH.

4, OTBeTCTBEHHOCTE.

4.1. BCro NOIHOTY OTBETCTBEHHOCTH 38 KAU€CTBO U CBOCBPEMEHHOCTD BBINOJHEHUS BO3JIOKEHHBIX
HACTOSIIINM MOJIOKEHUEeM Ha OyXTalTepUro 3ai1a4 U (PYHKIHNA BO3JIaraeTCsl Ha MIaBHOTO OyXrairepa.



4.2. CterneHb OTBETCTBEHHOCTU APYIHX PaOOTHUKOB OyXTajTepUH YCTAHABIMBAETCS AOJKHOCTHBIMU

UHCTPYKLMSIMU.

I'maBHplli  Oyxranrep ycTaHaBIMBAaeT CiyXeOHbIe OOS3aHHOCTH PaOOTHUKOB

OyXranTepuu B IOJDKHOCTHBIX HMHCTPYKIHUAX, YTBEPXKAAEMBIX PYKOBOAUTENEM IO TPEICTABJICHHIO

rJIaBHOTO OyxranTepa.

4.3. CobmoneHue TpyaoBOH M HCTIONHUTENBCKOH JUCHUTIIHHBI PAOOTHUKAMU CITYKOBL.
4.4. ObecnieueHue COXPaHHOCTH M KOH(PUIEHIIMATBHOCTH HH(POpMaLIIH.
4.5. Obecniedenue ycnoBuii Tpyaa pabOTHUKOB CITyKObI B COOTBETCTBUU C CAHUTAPHBIMU HOPMaMHU.

CTpykTypHBIE TOAPA3IEICHUS,
CTOPOHHHUE OPraHU3ALNH

5. Opranusanusi paéoTbl.

Byxrantepckas ciyxba

OoJay4aceT 1OKYMEHTDI

Byxranrtepckas ciyxba
nepeaacT 10KyMEHTEI

Kanposas ciyx0a

-TIPUKA3BI IO JINTHOMY COCTAaBY, -Tadest
yueTa pabouero BpeMeHH COTPYIHUKOB;
-00JIbHUYHBIE JIUCTHI,

-OTYEeThI O PACXOOBAHUH OJIAHKOB
TPYAOBBIX KHH)KEK U BKJIAIBIIIEH K HUM

-BE€IOMOCTH HCIOJIb30BAHUS
OYEepPEeIHBbIX OTIYCKOB,
-OJlaHKH TPYIOBBIX KHUIKEK M
BKJIAABIIIEH K HUM

Cexperapuar -KOMUU MPUKA30B U PACIIOPSKEHHI -IIPOEKTHI MTPUKA30B U PACHIOPSIKEHUI
PYKOBOAUTENS [0 OCHOBHOM 1o Bonpocam (pMHAHCOBOH
OESITEJIbHOCTH, ~-KOPPECIIOHACHLIUS B IESITEJIbHOCTH, -CBOAKH, CIIPABKH,
OyXranTepuro CBEIECHUSI 10 3aI1pocaM
PYKOBOIUTEIS, ~-OTYETHI O
pe3yabTaTax
(HMHAHCOBO-XO35HCTBEHHOM
IESITeIIbHOCTH
JenaprameHt -BBIMMCKY TI0 CUETAM U MPHJIATa€MbIM K | -pacueTHO-TUIATeKHbIe OAHKOBCKHE

OHOIIXKETHOM MOJIUTUKHU
Muncenpxo3a Poccun

HUM JOKYMEHTHI,
-MMUCbMEHHBIE PA3bSICHEHUS 10 BOITPOCAM
B3aMMO/JICUCTBUS C KA3HAUYCHCTBOM,

JOKYMEHTHI,
-4eKH Ha TIOJydYeHHe JECHEKHbBIX
CPEACTB U OOBSIBJIICHUS HA B3HOC

HaJINYHBIMU;

-CBEICHHS 110 BOMmpocam paboThI ¢

IEHEeKHOM HAJIMIHOCTBIO

JenaprameHT
MEeJTUOPaLUH
Muncenpxo3a Poccun

-IIPHUKA3bl U JOKYMEHTBI 110 BOIIPOCAM

(hMHAHCOBOXO03SHCTBEHHOM
MesITENbHOCTH,, ~IOBEICHHUE aCCUTHOBAHMIMA
U JIUMHUTOB [IEHEKHBIX CPEICTB

-OTYETHI O Pe3yJIbTaTax
(hMHAHCOBO-X0351CTBEHHOM
NeSITeIbHOCTH,
-Oyxranrepckasi OTYETHOCTD

I'ocynapcrBenHas
HAaJIOTrOBast UHCIICKIMA

-aKThl 1 I[OKYMGHTBI 10 BonpocaM
HpaBI/IJ'IbHOCTI/I NUCYUCICHUA U yr[.]'IaTbI
HAJIOT'OB B OIOIKET;
-IITNCbMCHHBIC pa3’b$[CHeHI/I$I 10
HAJIOr000JI05KEHHIO

-MPUKA3bl U TIOSICHEHUSI, TOKYMEHTBI,
HEOOXOUMBbIE [JIsI TPABHUIIBHOTO
HCYHUCJIEHUS] HAJIOTOB;
-HaJIOrOBbIE JIEKJIApalnHy,
-Oyxranrepckasi OTYETHOCTD




5.1. Cocras Oyxrantepckoii ciy:x061 ®I'BY "Vnpasienue Kocrpomamenuosonxos" (najgee — Oyxranrepusi)
OTpe/iesisieTCs B COOTBETCTBUU C 3aJa4aMH U (QYHKLHUAMH OyXTaITepCKOM CITy KObI U yCTaHABIIUBAETCS
LITATHBIM PACIIMCAHUEM, YTBEPKIAEMBIM JUPEKTOPOM YUPEKIACHUSL.

5.2. Ob6s13aHHOCTH KaKA0r0 paboTHHUKA OyXTrajTepru 3aKPEeTUIOTCS JOKHOCTHBIMH HHCTPYKLIHSIMH,
YTBEPKAAEMBIMH JHUPEKTOPOM YUPEIKISHHS.

5.3. Pactipenenenue o0si3aHHOCTEH Mekay pabOTHHUKaMU OyXrajITepuH, yCTaHOBJIEHUE CPOKOB BBITIOJHEHUS
pa60T OCYECTBJIACTCA I'NIABHBIM 6yxranTep0M B COOTBETCTBHUHU C NJOJIPKHOCTHBIMU MHCTPYKIHWAMH U
HactosiuM IlonosxeHnem.

5.4. B nepuon OTCyTCTBHS IJIaBHOrO Oyxranrepa (Ha BpeMs OTIYCKa, OOJIe3HH, KOMaHAUPOBKH, MHBIX
CIIy4aeB) ero npasa 1 00s3aHHOCTH ITPUKA30M TUPEKTOPA BO3JIAralOTC HA APYroro paboTHHUKA
Oyxranrepun.

5.5. byxranrtepckas ciyxba padoTaer B pekuMe yCTaHOBJISHHBIM [IpaBunamMu BHyTpeHHETo TPyIOBOTO
pacriopsiika it pabOTHHUKOB YUPEKISHUSI.

5.6. Tlopsinok nepenayn UHPOPMALIUH U3 OyXTaJITEPUU JOIKEH OCYILIECTBIATECS B COOTBETCTBHH C
ITonoxenuem o mopsiake paboTHl ¢ JOKyMEHTaMHU, COASPKAIUMU CITy KeOHYI0 1 KOMMEPYECKYIO TalHy.

5.7. Peoprannzaumst v JMKBUAALMS OyXralTepCcKon CIyKObI MPOBOAUTCS HA OCHOBAHHH TTPHUKA30B
nmupektopa ®I'BY "Ynpasnenue KoctpoMmaMenuoronxo3" B COOTBETCTBUN C Y CTABOM.

6. JloxkymeHTO0OOpOT.

- KOTHH TIPHUKA30B TUPEKTOPA IO JUYHOMY COCTABY;
- KOTIMH TIPUKA30B JUPEKTOPA MO OCHOBHOH JeSITEeIbHOCTH;

- Tabenu yueTa pabouero BpeMeHH COTPYAHUKOB LTKOJBI,

- JINCTHI HETPYIOCTIOCOOHOCTH;

- IPUXOIHO-PACXOAHAS KHUra M0 y4eTy OJIAHKOB TPYIOBOH KHI)KKU M BKJIQZIBIIIA B HEE,

- BEIOMOCTH HCIIOJIb30BAHHSI OUEPENHBIX OTITYCKOB;

- XO3HCTBEHHBIE TOTOBOPBI, CMETHI, aKThI M APYTHE MAaTEPUAJIBI TIO BOITPOCAM BBITTOJIHEHHSI JOTOBOPHBIX
00s13aTeJIbCTB;

- cyeTa Ha MPUOOpETEeHNE TOBAPHO-MATEPUATBHBIX LIEHHOCTENH;

- aBAHCOBBIE OTYETHI COTPYIHHKOB;

- CBEZIEHUs O HOPMaxX Pacxo/1a IEHEeKHBIX CPEACTB U MATEPUAJIOB,;

- CBEZIeHUs O 3aTpaTax Mo BUAAM JESATEIbHOCTH U OTAEIbHBIM JOTOBOPaM;

- cBezieHMst 00 orUIaTe CYeTOB, AeOUTOPAaX U KPeaUuTopax;

- yKa3aHus 1o BOMpocaM o(GopMIIeHHs U MPEACTABJISHHUs JIsl yueTa JOKYMEHTOB U CBEISHHI
- KOPPECIIOHAEHLIUS B afpec OyXrajarepuu;

- IPOEKTHI MPUKA30B U PACTIOPSKEHHUH MO0 BOIpocaM (PHHAHCOBOM JesITEIbHOCTH,;

- CBOJIKH, CTIPABKHU, CBEIEHHUS T10 3apOCaM PyKOBOJCTBA,

- OTYETHI O pe3yJibTaTax PHUHAHCOBO-XO3SIHCTBEHHON AesITENbHOCTH,

- BBIIKCKHU MO CUETAM M MPUJIaraeMblie K HUM JOKYMEHTHI,

- MUCbMEHHbBIE Pa3bsICHEHUS MO BOMPOCAM B3aHMOIEHCTBHSI ¢ OAHKOM;

- pacueTHO-TUIaTeKHbIe OAHKOBCKUE TOKYMEHTHI,

- aKThI U JOKYMEHTBI 110 BOMPOCAM MPABUJILHOCTUA UCUUCIIEHHS U YIUIATHI HAJIOTOB B OKOMIKET;
- MUCbMEHHbIE Pa3bsICHEHUS M0 HATOrOO0I0KEHHUIO;

- TIPUKAa3bl, JOKYMEHTHI U MOSICHEHHS, HEOOXOIUMBIE TS TIPABHUIBHOTO HCUUCIICHHSI HAJIOTOB;
- pacueTsl Mo HaoraM (HaJIOrOBbIe AEKIIAPALliN);

- OyxranTepckas OTYETHOCTS.

7. 3akarouMTeLHbIC MOJI0KEHHA

8.1. Ilonoxenue o Oyxrantepckoii ciyxbe ®I'BY "Ymparnenne Koctpomamennosonxos" aBiaseTcs
JIOKAJIBHBIM HOPMATHBHBIM aKTOM, YTBEPKAACTCA MPUKA30M JUPECKTOPA.



8.2. TlonosxkeHue o0 Oyxrantepckoi ciysk0e MPUHUMAETCsS Ha HEONpeAeeHHbIN cpok. M3MeHenus u
nmornotHeHus B [loyioxkeHre MPUHUMAIOTCS B COCTaBE HOBOU peAakiny [1010keHNs B yCTaAHOBJIEHHOM
ryakToMm 8. 1. mopsimke. [locne nmpunaTus HOBOM pepakiiu [lonoxeHus npeabIaymias peaaKiius yTpaduBaeT
CHUITY.



