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1. O6mue nos1okeHus

1.1. Byxranrepus siBJIs€TCS CaMOCTOSITEJIbHBIM CTPYKTYPHBIM
NoJpa3iesIeHueM OpraHu3aluu
I'BITOY HCO «HoBocubupckuii ieHTp npodeccuonanbHoro odydenus Ne 2 um.
['epost Poccun FO.M. HaymoBa».

1.2. Byxranrepusi co3naercsi M JHUKBUAUPYETCS IPUKA30M PYKOBOIMTEJIS
OpraHu3alyHy.

1.3. Byxrantepuio BO3IVIaBisieT IJIaBHBIA OyxraiaTep, Ha3Ha4yaeMblid Ha
JOJKHOCTB IIPUKA30M PYKOBOAMTEIISI OpraHU3alliy.

1.4. Ha Bpemst OTCYTCTBHSI IJIaBHOTO Oyxrajitepa pyKOBOJACTBO Oyxrajitepuen
ocyulecTBiseT Oyxraiarep, Ha3HAUYEHHBIN MPUKA30M PYKOBOIAUTEIIS.

1.5. CorpyaHuku OyxraaTepud Ha3HA4yalOTCs W OCBOOOXKIAIOTCS  OT
3aHMMaeMOH  JOJDKHOCTM  IPUKA30M  PYKOBOJAMTEJS  OpraHM3alM¥ 10
NpeCTaBIeHUIO TTIaBHOIO OyXranrepa.

1.6. I'maBHpI Oyxranrep HasHayaeTcss U OCBOOOXKIAeTCs OT 3aHUMAaeMOM
JOJDKHOCTH IIPUKA30M PYKOBOJAMTEIISE OpraHU3alluH.

1.7. B cBoeii nesitenbHOCTH OyXranTepus pyKOBOJACTBYETCS:

— JIEUCTBYIOLUM 3aKOHO/1aTeIbCTBOM Poccuy M HOpMATUBHOM JIOKYMEHTALIMEH,
pacIpoCTpaHsIOLIEeCs Ha IesSTeIbHOCTh OyXraaTepuu, CTanjapTaMu B 001acTu
perynupoBaHus Oyxyuera;

— YCTaBOM OpraHu3allyy;

— YYETHOMW MOJIMTUKOM;

— HACTOSIIUM I1OJIOKEHHUEM;

— UHBIMH JIOKAJIbHBIMU aKTaMH OpraHU3al|H.

2. CTpykTypa
2.1. CTpyKTypy M IUTaTHYIO YHCJICHHOCTb OyXrajaTepuu yTBEp)KAaer

PYKOBOAUTEIb
OpraHu3alliy IO IMPEeACTABJICHUIO INIABHOrO OyXrajarepa M IO COIVIACOBAHMIO C
HHCIIEKTOPOM 1o
KazipaM.

2.2. Pacnpenenenue 00s3aHHOCTEH MeXAy COTPYyAHHUKaMU OyXrajitepuu
MPOU3BOAUTCS
rJaBHBIM OyXranarepom.

3. 3apaum
3.1. OcyuiecTBieHre BHYTPEHHEro KOHTPOJSI COBepLIaeMbIX (aKTOB
XO35CTBEHHOM )KU3HU B IpeJiesiaX KOMIIETeHIIMU COTPYAHUKOB OyXrajlTepuHu.
3.2. ®opMHUpOBaHUE MOJHOW U JOCTOBEPHOH HMH(OPMALUK O JESATETBHOCTH
OpraHM3allid U ee HMMYIIEeCTBEHHOM II0JIOKEHUH, HEeOOXOAMMON BHYTPEHHUM
nosib3oBaressiM Oyxrantepckod (GpUHAHCOBOM) OTUETHOCTU — PYKOBOIUTENSM,
yUpeauTensiM, COOCTBEHHUMKAM HMMYILECTBA OPraHU3allMM, a TaKXe BHEIIHUM
II0JIb30BATENIsIM — HMHBECTOpaM, KpeauTopaM M JAPYrMM  I10JIb30BaTeNsIM
Oyxranrepckoii ((GUHAHCOBO) OTYETHOCTH.



3.3. ObGecneuenue uHOpManuei, HeOOXOOUMONW BHYTPEHHUM M BHELIHUM
TM0JIb30BATENSAM
OyXraaTepckoil OTYETHOCTH IS KOHTPOJIA 3a COOJIIOZEHHEM 3aKOHOAATEeNIbCTBA
Poccuiickoii
Menepaur MpH OCYIIECTBIEHUM CIEIOK, COOBITHH, OINepaluii, CBA3aHHBIX C
JesITeNIbHOCTBIO
OpraHu3alliy, UX LelecooOpa3HOCTbIO, HATMYMEM M JIBUKEHHEM HMMYIIECTBA U
0053aTeIbCTB,

WCIIOJIb30BAHMEM MaTepHabHBIX, TPYAOBBIX M (HHAHCOBBIX pECYpcoB B
COOTBETCTBUHU c
YTBEepPXJACHHBIMA HOPMaMH, HOpPMaTUBaMU U CMETaMH.

3.4. IlpenorBpaiieHue  OTPULATENIbHBIX  pe3yJbTaTOB  JEATEILHOCTH
OpraHu3aluu 1
BBISIBJIEHHE BHYTPHXO3SHCTBEHHBIX pe3epBOB obecredeHus ee (QUHAHCOBOM
YCTONYUBOCTH.

4. DyHkuHu

4.1. ®opmupoBaHU€e YYETHOMN MOJUTHKH B COOTBETCTBHUHU C 3aKOHO/ATEILCTBOM
0
OyXrajaTepckoM y4deTe U HaJIoro00I0)KEHHH UCXO/s U3 CTPYKTYPbI U 0COOEHHOCTEH
JeSITeJIbHOCTH OpraHu3aluu, HeoOxoaumoctH obecriedeHus ee (GUHAHCOBOM
YCTOWYHUBOCTH.

4.2. Pabora 1Mo MOArOTOBKE M MPHUHATHUIO pabouyero mijaHa cyeToB, (opm
NEepPBUYHBIX
YYETHBIX JOKYMEHTOB, IPUMEHSEeMbIX JUisi ohopMileHHs! (AaKTOB XO35AHCTBEHHOM
JKU3HHU,
perucTpoB Oyxyuera.

4.3. PazpaboTka ¢popM JOKyMEHTOB BHyTpeHHel Oyxranrepckoii ((puHaHCOBOI)
OTYETHOCTH.

4.4. OOCecrieyeHue TOpsZKa TIPOBEJEHUS WHBEHTapU3allMii aKTUBOB U
00513aTeNIbCTB.

4.5. Ob6ecrnieueHre CoOJIOJEHUST TEXHOJOrHH 00paboTkKM OyxXxranrepckoi
uHbOpMaUn "
nopsijika JOKyMeHTo0OopoTa.

4.6. HenpepbIBHBIH y4eT akTHUBOB, 00s3aTesbCTB, (AaKTOB XO0351HCTBEHHOM
)KU3HH, UCTOYHMKOB (PUHAHCUPOBAHMS MAESATEIBHOCTH OpraHU3alMM, J0XOJ0B,
Pacxo0B, HHBIX O0OBEKTOB y4eTa, yCTaHOBIIEHHBIX (eiepaibHbIMU CTaHapTaMHu.

4.6.1. CBoeBpeMeHHOE OTpa)keHUe Ha cyeTax OyxydeTa omnepalui, CBA3aHHBIX
C JBWXKEHHEeM OCHOBHBIX CpE/ACTB, TOBAapHO-MaTE€pHAJbHBIX LEHHOCTEH H
JICHEeXKHBIX CPECTB U T. 1.

4.6.2. Yuer uzziepykek Npou3BoJCTBa U oOpalleHus:, ucnojaHenus riana GOXJI,
peanu3aluy MpOyKIHH, BBITIOJTHEHUS paboT (yciyr), pe3yabTaToB AesaTeIbHOCTH
OpraHu3aluy, a TakKe (PUHAHCOBBIX, PACUETHBIX U KPEJAUTHBIX ONepaluii.

4.7. CBoeBpeMeHHOEe U IpaBWIbHOE O(GOpPMIIEHHE [JOKYMEHTOB IS
OpraHu3aluu H BEJICHHS



Oyxyuera, obecriedeHrue ux COXpaHHOCTH, OOPMIIEHHUS U C/1a4H B YCTAHOBIEHHOM
MOpSIIKE B apXUB.

4.8. CocraBineHue SKOHOMHUYECKH OOOCHOBAHHBIX OTUYETHBIX KaJIbKYJISALMN
ce0ecTOMMOCTH IPOIYKIIMH, BBINOIHAEMBIX paboT (yciyr).

4.9. OGecrneyeHrie CBOEBPEeMEHHBIX M MOJHBIX pacyeToB 10 3apabOTHOM MJare.

4.10. ITpaBuIbHOE HAUUCIIEHHE U ITepeyrCIIeHIe HAJIOTOB U cOOPOB B OI0/IKETEI,
CTPaxOBBIX B3HOCOB B IOCYJapCTBeHHBbIE BHEOIO/UKETHbIE (OHBI, IIaTeXed B
OaHKH, cpeJICTB Ha (PMHAHCUPOBAHUE KAIIUTAJILHBIX BJIOKEHHM U T. JI.

4.11. TlorameHue B YyCTAaHOBJIEHHbIE CPOKM 3aJ0JKEHHOCTeH OaHkaM mo
ccyliaM, KpeAUuTaM.

4.12. OruucieHre CpeACTB Ha MaTepHalbHOE CTUMYJMPOBAHUE COTPYIHUKOB
OpraHu3aluy.

4.13. Yyactue Hapsily ¢ JIpyrMMHU cly>kOaMu B NMPOBEAECHUN SKOHOMUYECKOI'O
aHaJu3a
XO3SIMCTBEHHO-(OUHAHCOBOM  JI€ATEIBHOCTH  OpraHu3alMd 10 JaHHBIM

OyXrajaTepckoro yuyera u
OTYETHOCTH B LEJISIX BBISBJICHHUS BHYTPUXO3SHCTBEHHBIX PE3€pPBOB, YCTPaHEHHs
1oTePh "

HENPOU3BOACTBEHHBIX 3aTpar.

4.14. Yyactue B 0GhOpMIIEHMHM MaTepHallOB [0 HEAOCTa4yaM M XHIIEHHUAM
JIEHeXXHBIX CpeACTB U TOBAapHO-MaTepHalbHBIX LIEHHOCTEH, Iepejaaya B
HeOOXO/IMMBIX CIIydasiX THX MaTepUaJIOB B CII€JICTBEHHBIE U CY/IeOHbBIE OpPraHbl.

4.15. Yyactue Hapsly ¢ pyKOBOAUTENIEM B BONPOCAX pa3MelleHUs: CBOOOIHBIX
(UHAHCOBBIX CpeACTB Ha OAHKOBCKMX JEMO3UTHBIX BKJIaJaX, KOHTPOJb 3a
MPOBE/ICHUEM YUYETHBIX OMNepauui ¢ NeMO3UTHBIMU U KPEJUTHBIMU JIOrOBOpaMH,
LIEHHBIMH Oymaramu.

4.16. ObecneyeHue CTPOroro coONIOJEHUS CMET aJMUHUCTPATUBHO-
XO3SIMCTBEHHBIX M JPYrMX pPacxXxolOB, 3aKOHHOCTH CIIMCAaHHUS CO CYETOB
OyXxranrepckoro yuera HeJlocTad, 1eOUTOPCKOM 3a10JDKEHHOCTH U APYTUX [1OTEPb.

4.17. KOHTpOJb KacCOBOM AMCUMIUIMHBI YIOJHOMOYEHHBIMH COTPYAHUKAMHU

Oyxranrepuu B
npejenax KOMIIETEHUMH, YCTAHOBJIEHHOM JO/KHOCTHOM HWHCTPYKUMEH U
MOJIOXKEHUSIMHA banka
Poccuu.

4.18. CocraBnenue GanaHca M OMEpPaTUBHBIX CBOJHBIX OTYETOB O JIOXOJaX W
pacxojax cpeacTB, 00 HMCIIOJIb30BAaHUM - OrO/KeTa, JApYyrol OyXraiaTepckol W
CTATUCTUYECKOH OTYETHOCTH, MPEJCTABICHHEe MX B YCTAHOBJICHHOM IOpsIKe B
COOTBETCTBYIOLIHE OPraHbl.

4.19. PaccmoTpeHHe ¥ BHU3MpOBaHHE TIJIaBHBIM OyXrajarepoMm ClyKallux
OCHOBaHMEM JUISi TPUEMKH M BBIAAUU JICHEeXKHBIX CpPEJCTB, JOrOBOPOB H
COIVIALIEHUH, 3aKJII0YaeMbIX OpraHu3aluell Ha MoJy4YeHHe WM OTIIYCK TOBapHO-
MaTepHalibHbIX LEHHOCTeH M Ha BbIIOJHEHHE paboT W yClyr, a TaKxke
JOKYMEHTOB, YCTAaHOBJIEHHBIX B COOTBETCTBUHU C NMyHKTaMH 4.2—4.3 HacTOSALLIEro
TOJIOJKEHHSI.



S. IlpaBa

5.1. Byxranrepus uMeer cieayrolue pasa.

5.1.1. TpeGoBath OT Bcex Moapas/iesieH|il opraHu3aluy coOmoAeHUs NopsiiKa
ohopMIIeHHs OIlepalikii U PeICTaBIeHUS B YCTAHOBJIEHHbIE CPOKM HEOOXOIMMBIX
JIOKYMEHTOB U CBEJICHUM.

5.1.2. TpebGoBate OT pYKOBOAMTENEH CTPYKTYpHBIX IIOJApa3/IelIeHHUH
OpraHM3allud U OTJEJbHBIX CIEIUAIUCTOB INPUHATHA MeEp, HAIpaBJIEHHBIX Ha
obecrievyeHne MpaBHUIIBHOW OpraHu3anuu Oyxydera.

5.1.3. BHOCUTBH IpesioKeHUs] PYKOBOACTBY OpPraHM3aldd O NPUBJIEYEHUH K
MaTepHalbHOM
U JIUCUMIUTMHAPHOW OTBETCTBEHHOCTH [OJDKHOCTHBIX JIMIl IO pe3ylbTraraM
MIPOBEPOK.

5.1.4. He npuHMMaTh K HCIOJHEHHIO W OQOPMIIEHUIO JOKYMEHTBI [0
orepauusM, KOTOpBIE
MPOTHUBOpEYAT 3aKOHOAATENbCTBY M YCTAHOBJIEHHOMY IIOPSIAKY [PHUEMKH,
XpaHeHHUs U PacXOJOBaHUs JACHEKHBIX CPE/ICTB, TOBAPHO-MATEPHUANIBHBIX U JIPYTUX
IIeHHOCTeH, a Taike O0e3 COOTBETCTBYIOLIErO pacloOpsDKEHHUs JAMpeKTopa
OpraHu3alyiy ¥ Ha4aJIbHUKA IOPUIUIECKOro OT/eNa.

5.1.5. Bectr nepenucky o Bonpocam OyXrajJtepckoro ydera ¥ OTYETHOCTH, a
TaKXKe JPYrMM BOIIPOCaM, BXOJSIIMM B KOMIETEHLMIO OyXrajirepuu M He
TpeOyIOLIMM COrIacOBaHUs C PYKOBOAUTENIEM OpraHU3alluH.

5.1.6. IlpencraBUTENbCTBOBATH B YCTAHOBJIEHHOM IIOpsJIKE OT HMEHHU
OpraHW3alMy IO BOINPOCaM, OTHOCALIMMCA K KOMIETEHLMH OyXraiaTepuu, BO
B3aMUMOOTHOILICHHUSIX C HaJOrOBbIMH, (MHAHCOBBIMH OpraHaMu, OpraHamu
rocy/lapCcTBEHHBIX  BHEOWOJUKeTHbIX  (OHAOB,  OaHKaMM,  KpPEAMTHBIMH
YUPEXJIEHUSIMUA, UHBIMU T'OCYapCTBEHHBIMU OPraHU3alUsaMU, a TaKkKe APYrMMU
OpraHU3alUsIMU, YUPEXKACHUIMH.

5.1.7. Tlo corjnacoBaHHIO C PYKOBOAUTEIEM OpraHu3aldyd TNpUBJIEKaTh
9KCIIEPTOB U CMELMANIUCTOB B 00s1acT OyXrajlTepckoro yuera /uisi KOHCYJIbTaluH,
MIOJATOTOBKH 3aKJIIOYEHUH, PEKOMEHIalUH U MPeUI0KEHHU .

5.1.8. JlaBaTh yKa3zaHusi CTPYKTYPHBIM IOApPA3JEJICHUsIM OpPraHu3aluy [0
BOIIPOCAM, OTHOCSIIIMMCS K KOMIIETEHUMH OyXrajiTepud M BbITEKAaIOLIUM U3
(GyHKUMH, KOTOpBIE NepeyrciieHbl B HacToseM [lonoxeHun.

5.1.9. TpeGoBaTe ¥ nonaydarb Marepuasbl, HHPOPMALINIO, HEOOXOUMBIE IS
JIeSATeIbHOCTH
Oyxranrepuu, OT CTPYKTYPHBIX [O/Ipa3/Ie/IeHuil OpraHu3aluH.

5.1.10. O6pamarecss M MojiydaTb OT CTPYKTYPHBIX IOJpa3/esIeHui
OpraHu3allii, TOCYJApCTBEHHBIX MpPEeANPHIATHH M yUpexkKJIeHUH HeoOX0auMylo
METOJUYECKYIO, TPAaBOBYIO MU KOHCYJIbTALIMOHHYIO MTOMOLLb B BBIMTOJTHEHUH 3a/1a4,
BO3JIOXKEHHBIX Ha OyXrajiTepuio.

5.1.11. JlaBaTh pa3bsiCHEHUS U PEKOMEHJALMHU [0 BOIPOCaM, BXOJSIIMM B
KOMIIETEHIMIO OyXrajiTepuu.

5.2. I'naBHblii Oyxranrep UMeeT clieflyIolue Ipasa.

5.2.1. B cnyuae oOHapyXeHUs] HE3aKOHHBIX AEHCTBUH JIOJDKHOCTHBIX JIMIL
JIOKJIaJIbIBaTh O HUX PYKOBOJMTENIO OpraHU3aluu JJis IPUHATUS Mep.
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5.2.2. BHOCUTb NIpemIOoKeHUs PYKOBOJACTBY OpraHMU3alUdUd O IepeMelleHUH
COTPYJHUKOB
OyXrajitepuu, UX MOOIIPEHUH 3a YCIHEUIHYI0 paboTy, a TaKXKe INpeIOKEHHUS O
HaJIO)KEHUU
IUCUUIUIMHAPHBIX B3bICKAHWI Ha COTPYAHMKOB, HapylIalOUIMX TPYyIOBYIO
TUCLUIIIAHY.

5.2.3. CornacoBbIBaTh C PyKOBOJUTENIEM BOIIPOCHl HA3HAYEHHUs], YBOJILHEHHS U
repeMeleHusl COTPYAHUKOB OyXrajlTepuH.

5.2.4. IlpuMeHATh MO COIJIACOBAHUIO C PYKOBOAMTEJIEM OpraHU3alUK Mepbl
MOOIpeHUs TUO0 Mephl B3bICKaHUs. Mepbl B3bICKAHUS MOT'YT IIPUMEHSATBLCS TOI/Ia,
KOrJla COTPYAHHMK OyXraJTepud IMOBTOPHO JOMYCTHJI OLIMOKY, MPHUBEALIYIO K
(MHAHCOBBIM MOTEPSIM IS OpPraHU3alH, JTUOO JOMYCTHI YTeuKy MH(MOpPMaLHH,
Hocsileld KOH(QUISHIIMABHBIA XapakTep.

5.2.5. IlpencTaBnsaTh pa3HOIJIacUsi pyKOBOAUTEIIO OpraHU3allui B OTHOLLIEHUH
BeJleHus Oyxyyera.

5.2.6. PykoBOACTBOBAThCS INMUCHbMEHHBIMU DPAaCHOPSKEHUSMHU PYKOBOJUTENS
OpraHu3allid B Cllydyae BO3HUKHOBEHHS PA3HOITIACHA MEXAy PYyKOBOJMUTENIEM U
rJIaBHBIM OyXrajaTepoM B OTHOILLIEHWH BeJeHUs Oyxyuera.

5.2.7. TpeGoBanus OyXrajiTepuu B 4acTH Mopsjaka oGOpMICHHUS OTepauuril 1
npeacTaBiIeHus B OyXraiaTepuro He0OX0AUMBIX JIOKYMEHTOB U CBEACHUH SABJIAIOTCA
00s13aTeIbHBIMU JIJIS1 BCeX 10/Ipa3/Ie/IeHUi OpraHu3aliuy.

6. OTBETCTBEHHOCTH
6.1. CoTpyaHuku OyXrajJtepud HECyT OTBETCTBEHHOCTH 3a HaJJexallee U
CBOEBPEMEHHOE
BBINOJIHEHUE (PYHKIIMIA, IPeyCMOTPEHHBIX HACTOSIIUM I10JIOKEHUEM, B Ipejeax
00sI3aHHOCTEH, BO3JIOXKEHHBIX HAa HHUX JODKHOCTHBIMU HMHCTPYKLUHUSIMH U
HEIOCPeICTBEHHBIMH PYKOBOIUTEIISIMU.

7. 3aka0unTeIbHBbIE MOJI0KEeHUs]
7.1. JlaHHBIA TOKYMEHT AEHUCTBYET 10 €ro nepecMoTpa.

COI''TACOBAHO:

['naBHbIN Oyxranrep /JL’ 7/'/ H.U. Ky3pmenko

WHcnekTop 1o kaapam E.Il. Jlanuna
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