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1. O6mmue nosoxkeHus

1.1. Hacrosiuas [OJKHOCTHas MHCTPYKLMs pa3paboTaHa Ha OCHOBE TapH(pHO-KBaAU(DHKALMOHHOI
XapaKTepUCTHK Oyxranrepa (rnaBHoro 6yxranrepa)

I.2. byxranrep (rnasHeiii Oyxrantep) (B nanbHeiimem - Gyxrantep) HazHayaeTcs M OCBOGOXKIAETCS OT
AOJKHOCTH IMPEKTOPCM U3 YHCIIa ML, MMEIOLIMX BhICLIEE TPOECCUOHATIBHOE (IKOHOMUYECKOE, HPUHAHCOBO-
dKOHOMHYecKoe) 0bpa3oBaHue M CTax (pUHAHCOBO-OyXranTepckoi ((pUHAHCOBO-5KOHOMHMYECKOH) paboThl Ha
PYKOBOJALIMX [O/KHOCTAX HEe MeHee 5 JieT. B mopsjike UCKIIOYEHHMs Ha JAOKHOCTE ByXranrepa MOKeT ObiTb
Ha3HAYEHO JIMLO, UMelollee cpeaHee NpodecCHoHaIbHOE (SIKOHOMUYECKOE) 06pasoBanue 6€3 NpeabaBIeHHs
Tpe6GOBaHUM K CTaxy paboThl MK HaYanbHOE MPodeccHoHanbHOe 06pa3oBaHHue, ClleLUaJbHYIO NMOArOTOBKY MO
YCTaHOBJIEHHOM MPOrpaMMe U cTax paboTbl 10 YYETY U KOHTPOIIO HE MeHee 3 JieT.

|.3. Byxranatep noquMHAeTCs HEMOCPEACTBEHHO AUPEKTOPY.

I.4. B cBoeit paGote 6yxrantep pykoBoactyercs Koncrutyuueit Poccuiickoii Denepaunu; DeaepalibHbiM
3aK0HOM «O DyXranTepckom ydere» M ApYruMH (efepaibHBIMH 32aKOHAMH, TIOCTAHOBICHUAMM W PELLEHHAMH
[lpaBurenscta Poccuiickoit  ®enepaumu 1o Bompocam o6pasoBaHus  © Oyxraarepckoro yuera,
NOCTAHOBJICHUAMM, PACNOPAKEHUAMM, NPUKA3aMH, APYTMMH PYKOBOASAIMMU ¥ HOPMATHBHBIMH JOKYMEHTaMH
BBIIIECTOALIMX OPraHOB, (JMHAHCOBBIX M KOHTPOJBHO-PEBU3UOHHBIX OPTaHOB MO BOMPOCAM OPraHWU3aLMM
OyXranTepckoro y4yeta W COCTaBIEHHS OTYETHOCTH, a TaKke (DUHAHCOBO-XO3SHCTBEHHOM AESTENLHOCTH:
MOJIOKCHUSMU M UHCTPYKUMAMU 10 OpraHu3auuM OyXraarepckoro ydera; MpaBMIaMHM TPOBE/ACHMUS
MHBEHTApU3allMii JCHEKHbIX CPEACTB, TOBAPHO-MATePHAllbHBIX LEHHOCTEH, pacyeToB M  IUIATEHKHBIX
00s13aTeIbCTB; MPAaBUIaMM MPOBEJCHUs MPOBEPOK M NOKYMEHTANBHBIX PEBM3MiA; MpaBUIaMH W HOpMaMHu
OXpaHbl Tpyaa, TEXHUKH 0€30MacHOCTH, MPOW3BOJCTBEHHOW CAHMTApUM M MPOTHUBOMOKAPHOM 3aLUMTHI, a
Takoke YcraBom  [IpaBunamu BHyTpeHHEro Tpya0Boro pacnopsaka u Hactosmei MHCTpyKuue.

2. OyHKUHH

OCHOBHBIMH HanpaBleHUAMH JESTENBHOCTH ByXrantepa sBIsIOTCS:

2.1. opranuzaumus 6yXraaTepckoro yyera Xx03aHcTBEHHO-(QHUHAHCOBOM AEATENLHOCTH Opranuszauuu;

2.2. KOHTPOJIb 3@ SKOHOMHBIM HCMO/Ib30BAHMEM MATEPHANbHBIX, TPYAOBbIX M (MHAHCOBBIX PECYpCOB,
COXPaHHOCTbIO MMYUIECTBA LIKOJIbI;

3. lomKkHOCTHDBIE 063aHHOCTH

byxrantep BBINONHAET CleAyIOMME AOKHOCTHbIE 0653aHHOCTH:

3.1. obecrneuuBaeT palUMOHAIBHYIO OpPraHM3alMIO YY4eTa M OTYETHOCTH Ha OCHOBE YHYETHO-
BBIYMCIIUTE/IbHBIX PaboT, NPOrpeccHBHBIX (POPM U METOJI0B GyXraiTepcKoro ydyera i KOHTPOJIS;

3.2. pyKOBOAMT pa3pabOTKOii M OCYLIECTBIEHUEM MEPONPUATUH, HamNpaBi€HHbIX Ha COOJIIO/ICHHE
(MHAHCOBOM AUCUMIUIUHEL



3.3. OCYyLIECTBISET MpPHEM M KOHTPOJb MEPBMYHON [OKYMEHTALMH MO COOTBETCTBYIOLULMM y4aCTKaM
6yXranTepcKoro yyera u MoAroTaBIMBAaeT UX K CYETHOH 0GpaboTke;

3.4. BefleT yyeT MOCTYMAKOIIMX JEHEXKHBIX CPEACTB, TOBAPHO-MATEPHalbHbIX LEHHOCTEH M OCHOLHDIX
Cpe/CTB, CBOEBPEMEHHO OTpakaeT Ha cyeTax OyXralTepcKoro yyera onepaluy, CBA3aHHbBIE C UX ABHIKCHHUCM,
BeJeT Y4eT M3/Ep:KEK MPOM3BOACTBA M OOpAIUEHMS, UCTIONHEHHU CMET PAaCXO/OB, PEATM3ALMHU NPOAYKUMH,
BLINOJHEHMs paboT (yclayr), pe3yabTaTtoB X03sHCTBEHHO-(HHAHCOBOM NEATENBHOCTH, & TAKKe QUHAHCOBLIX,
pacyeTHBIX U KPEAUTHBIX OTEPaLni;

3.5. KOHTPOJIMPYET 3aKOHHOCTb, CBOEBPEMEHHOCTh H NPaBHJILHOCTb 0OPMIICHUS IOKYMEHTOB;

3.6. cocTaBjsieT SKOHOMMYECKM OGOCHOBAHHbIE OTYETHBIE KalbKyJALUMW CEDECTOMMOCTH TpPOJYKLHH,
paGoT (ycnyr), pacyeTsl 1o 3apaGoTHO MuiaTe, TapUPHUKALMIO NeJaroruyeckux paboTHUKOB;

3.7. NpOM3BOAMT: HauMClEHHE M MepeuucleHue niatexxed B OKOKET, B3HOCOB Ha rOCYAApCTBCHHOE
COLMANBHOE CTpaxoBaHWe, CPEACTB Ha (MHAHCHPOBAHME KaNMTalbHBIX BJIOKEHMH, 3apabOTHOM [ijaThl
paGOTHUKOB, HANOTOB M JIPYrMX BBIILIAT U IUIATEXKEH; MOTalleHHe B yCTAHOBJIEHHbIE CPOKH 3a/I0/KEHHOCTEH
GaHKaM MO CCYJAaM, a TaKKe OTYHUCIEHHE CPEACTB B (OHIbI SKOHOMHUYECKOrO CTUMYJIMPOBAHMA W JPYrue
boHbI;

3.8. OCYLIECTBSET NPOBEJEHUE IKOHOMHYECKOrO aHain3a XO3AHCTBEHHO-GUHAHCOBOM ACATEILHOCTH 110
JaHHBIM OYyXranTepcKOro yyera M OTYETHOCTH B LENAX BBISABIEHHMA BHYTPUXO3SMCTBEHHBIX pPE3epBOB.
yCTpaHEeHHs MOTEPb M HENPOU3BOAUTEIILHbBIX 3aTPaT;

3.9. IpMHUMAET Mepbl MO MpeJyNpPeKASHUI0 HEJ0CTay, HE3AKOHHOTO PaCXO/I0BAHUS JEHEKHBIX CPEJCTB U
TOBApPHO-MATEPHANbHBIX LIEHHOCTEH, HAapyIIeHHH (PUHAHCOBOIO U XO3AWCTBEHHOTO 3aKOHOAATENLCTBA,

3.10. yyacTByeT B NPOBENEHUM WHBEHTAPU3ALMii AEHEKHBIX CPEACTB, TOBAPHO-MATEPHANIbHBIX LICHHOCTEH,
pacyeToB U MJIATEXHBIX 00A3aTe/ILCTB;

3.11. ocywecTBaser ohopMieHHe NOKYMEHTOB MO HEJOCTayaM M XHMILIEHHSAM JEHEKHbIX CPE/iCTB M
TOBapHO-MaTePHaJIbHbIX LEHHOCTEH, NepefiaeT B HE0OXOAUMBIX ClyyasX 3TH JAOKYMEHTbl B CIEACTBEHHbLIE
cyaeGHble OpraHsl;

3.12. Beaer paboTy No OOGECMNEYEHUIO CTPOroro CoGIIOAeHUs IUTATHOM, (MHAHCOBOW M KacCOBOH
JUCLIMNIIMHBL, CMET aJMHUHMCTPATUBHO-XO3AMCTBEHHBIX W JpPYrMX pAacXOAOB, 3aKOHHOCTH CHMCaHWA C
Oyxranrepckux 0anaHCOB HeJoCTay, AEOUTOPCKOH 3aJ0/KEHHOCTH M JPYrMX MOTepb, COXPAaHHOCTH
OyxraaTepckux JOKYMEHTOB, a Takke 0QOPMIIEHHMIO U Claue UX B YCTAHOBJIEHHOM IOPSi/JIKE B apXUB;

3.13. CBOEBPEMEHHO cOCTaBisieT HEOOXOAMMYIO OyXralTepcKyl0 OTYETHOCTb M MpPEACTaBIsCT e B
yCTaHOBJIEHHbIE CPOKU B COOTBETCTBYIOLLUE OPraHbl;

3.14. pa3zpabaThiBaeT W BHeIpseT palMOHAbHBIE METO/Bl BEIEHUS YUYETHOM NOKYMEHTALMH, BHE/APSCT
Cpe/ICTBa ME€XaHU3alLlM¥ YYETHO-BbIYMCIUTENbHBIX PaboT;

3.15. okasbiBaeT pabOTHUKAM METOAMYECKYIO TNOMOIIL MO BOMPOCAaM Y4Y€Ta, KOHTPOJIA, OTYETHOCTH U
KOHOMHUYECKOr0 aHallu3a;

3.16. cnemut 3a coGNIOJEHUEM B MOMELIEHUAX OyXraiatepuM IMpaBUIl XPAHEHMs JEHEKHBIX CPEICTB M

JIOKYMEHTOB CTPOrOH OTYETHOCTH, NPOTHBOMOXAPHBIX M CAHUTapHBIX MpaBWJl, COOMOJAET Npasuia
©e30MacHOM KCIlyaTallii CYETHO-BBIYMCIUTENbHOM Y MHOH MPUMEHAEMON TEXHUKH;
4. [IpaBa

byxranrep umeeT npago:

4.1. orpaBaTe pabOTHMKAM o00s3aTenbHbIE JJI1 MCIOJHEHUS PpacCHOPKEHHMA MO JOKYMEHTaJbHOMY
o(opMJIEHHIO XO3HCTBEHHBIX ONepalui U MpecTaBleHHIO B OyxranTepuro HEOOXOAMMBIX JOKYMEHTOB W
CBE/ICHUH;

4.2. noanuchiBaTh HapaBHE C JUPEKTOPOM (MHAHCOBbIE JOKYMEHTHI. be3 noanucu Oyxranrepa AeHesxHbie
M pacyeTHbIE JOKYMEHTBI, PUHAHCOBBIE U KPEAMTHbIE 0053aTE/NbCTBA CUUTAIOTCA HEAECHCTBUTEBHBIMK H HE
JOJKHBI TPUHUMATBCS K UCIIOIHEHHUIO;

4.3. npoBepsATh GUHAHCOBYIO M OTYETHYIO JOKYMEHTALIUIO;

5. OTBeTCTBEHHOCTH

5.1. Byxranrep HeceT OTBETCTBEHHOCTh 3a (JOPMUpPOBaHUE yUYETHOW MOJIMTHKH, BEAEHUE OyXranTepckoro

y4eTa, CBOEBPEMEHHOE MPEACTABIIEHUE MOJIHON M JOCTOBEPHON OyXraaTepcKoi OTUETHOCTH.



5.2. 3a HeUCMOJHEHHE MM HeHaJJlexalllee UCMOoNHeHHe Oe3 yBaKMUTENbHbIX NPUUMH YcTaBa u [lpasun
BHYTPEHHEro Tpya0BOro pacrnopsaka OpraHu3aluy, 3aKOHHBIX PACMOPSKEHUH JUPEKTOPA U MHBIX JIOKa I HBIX
HOPMATHUBHBIX aKTOB, J0/KHOCTHBIX 0043aHHOCTEH, YCTaHOBIEHHBIX HacToslel MHCTpyKUMEN, B TOM duciie
3a HEUCNOJb30BAaHUE [PEAOCTABIEHHbIX MpaB, Oyxraiarep Hecer AMCUMITAHAPHYIQ  OTBETCTBEHHOCTL B
MOpsiIKE, ONPEAEIEHHOM TPYA0BBIM 3aKOHO1ATEILCTBOM.

5.3. 3a BUHOBHOE MpUUYMHEHHUE ylepba B CBA3U C UCIOJHEHHUEM (HEUCIOJHEHUEM) CBOMX JOJIKHOCTHbIX
obs3aHHOCTEH OyXxrantep HeceT MaTepUalibHyI0 OTBETCTBEHHOCTb B MOPSAJKE U B NPEJENax, YCTAHOBJIEHHbIX
TPYAOBBIM U (MJIM) MPaXKAaHCKUM 3aKOHOJATEIbCTBOM.

5.4. B cnyyae pasHOrjacMd Mexay MAMPEKTOPOM M OyXrajarepoM MO OCYLUECTBIEHHIO OTHE/LHBIX
XO35MCTBEHHBIX OMNEpaluMi JOKYMEHTbl MO HUM MOCYT OBbITb MPUHATBI K MCHOJHEHHUIO C MMCbMEHHOIO
PacropsKEHHs IMPEKTOPA, KOTOPBIHA HECET BCIO MOJHOTY OTBETCTBEHHOCTH 3a MOCIEACTBUS OCYLIECTE/ICHHS
TaKMUX OrNepaLui.

6. BzaumooTHowmeHns. CBSI3H MO JO/IZKHOCTH

byxranrep:

6.1. paboTaer B pexuMe HEHOpMHpPOBaHHOro pabouero aHs no rpaduky, cocTaBjieHHOMY Mcxoas w3 40-
yacoBoi paboyel HEeeNU U YyTBEPKAEHHOMY JUPEKTOPOM;

6.2. B3aMMOJEHCTBYET B MpOLIECCE CBOEH NEATENHHOCTH C NMEJarortyeckuM, aIMMHUCTPATUBHBIM, yucOHO-
BCMIOMOTaTeNIbHbIM U 00CI1Y>KMBAIOILMM MEPCOHAJIOM 110 BolpocaM (UHAHCOBO-XO3HCTBEHHOM AEATENILHOCTH,
MHBEHTApU3aLMH, yU€Ta U OTYETHOCTH;
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