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1. OBLIME ITOJIOKEHMA

1.1.  Hacrosmee ITomoxernne «O cTpykTypHOM noapasneneHun «byxranrepus» AHO
Ol «/TybpaBymka» (manee — «Ilomoxenuey) pazpaboTaHo B COOTBETCTBHH C ILI. 2, 4 cT1. 27
@®enepanbHoro 3akona ot 29.12.2012 Ne273-®3 «O6 oOpazoBanuun B Pocculickoit
Denepanumy, YcrapoM ABTOHOMHOM HexoMMmepueckolt opranusamuu «OOmeoOpasopaTensHas
mkona-uHTepHAT «/JyOpaBymkay» (zamee — « Opranuzanusy).

1.2.  byxramrepust - CTPYKTYpHOE MoJpa3jielleHue ABTOHOMHOH HEKOMMEp4ecKoil
opraumzanun  «O0Imeobpa3zorarensHas IIKona-uHTEpHAT «J[yOpaBylnkay», OCYIIECTBISIIOLIEE
Oyxrayirepckuii yuer, Or0/pKeTHpOBaHue U yIpaBJieHHe JeHeKHBIMHU I1oToKaMH B OpraHu3anuuy,
a TaKKe KOMIUIeKToBaHHe OpraHuzaniu KajpamH TpeOyeMbIX IpOoQEecCHi, ClelHalbHOCTEH H
KBaTH(HKATIH.

1.3; CrpykrypHoe mompasznenenne «byxranrepusy (nainee — «CII») cosmaercs u
mukBHAHpyeTcs Ha ocHoBanuu [Tpukasa Jlupexropa Opranu3sanuu.

1.4. B cBoeit nmearensnHoctu CII pyxoBoactByercs @enepanbHbiM 3akoHoM «O6
obpazosanun B Poccuiickoit @emeparuu», [Ipukazom Muaduaa Poccun «O6 yTBepxIeHHH
[onoxenust Mo BeACHHIO OyXrairepckoro ydera u Oyxrajnrepckod oTdeTHOCTH B Poccuiickoif
Depepaiuy IPYTHMH HOPMATHBHO-NIPaBoBEIMH akTaMu P®, 3axonammu Kamyxckol obnact,
pElleHHsIMH ~MCHOJIHHTENBHEIX opranos Kamy:kckod obmactu, VYcraBom Opranusanuy,
[IpaBmaMu BHYTPEHHErO TPYIOBOIO paclopsjka M JPYTHMH JIOKQILHBIMH  aKTaMu
Oprasnzanuy, 1 JeHCTBYeT Ha OCHOBaHUH HacToswlero Ilomoxenus.

1.5.  PykoBojcrso gesrensrocthio CIT ocymectsisier ['naBubni Oyxraiarep, KOTOPBIH
IO UHHseTCs HerocpeacTBeHHo Jupexkropy Opranusanuy.

1.6. B cocras CII Bxomar ciemnyromue pabGotHuku Opranmzanuu: [aBHbIH
Oyxranrep, 3aMecTHTENb TJaBHOro Oyxranrepa, Oyxraarep, MEHEKEP M0 IEPCOHAILY,
HHCIIEKTOP OTHesIa KaIpoB.

2. OCHOBHBIE 3AJTAYHA

2.1. OGecneuenre (GOPMHUPOBAHHS MOTHOH M JOCTOBEpPHOH HMHGOPMALHH O
nearenbHOCTH OpraHuzalliy W €ro HMYIIECTBEHHOM IOJNOXEHHH, HEOOXOJUMOH BHYTPEHHHM
IIOJIb30BATEIISIM OYXTalTepCcKoi 0T4eTHOCTH - JlupekTopy U ydacTHHKaM OpraHu3alii, a Takke
BHEIIHUM - HMHBECTOpaM, KpeJuTopaM, OpraHaM TOCYJAapCTBEHHOH BJIACTH M YNpaBJIEHW,
JPYTUM JIHIIaM, KOTOPBIE B COOTBETCTBHH C 3aKOHOJATENBCTBOM P® MMEIOT Mpaso Ha JOCTyH K
TaKo# unpopMaruy.

2.2.  CocrapieHHe NEPBUYHBIX YUETHHIX JOKYMEHTOB M KOHTPOJIb 32 CBOEBPEMEHHBIM
U IIPaBHJIBHBIM COCTABJIEHHEM NEPBUYHBIX YYETHBIX JOKYMEHTOB.

2.3. Bepmenme Oyxranrepckoro yudeTa B COOTBEICTBHH C  TpeOOBaHUSAMH
3aKoHOaTeNnbeTBa PO,

2.4. CsoeBpeMEHHOE COCTaBJICHHC Becell HE0OXOMUMON TOKYMEHTAIIUH 110 pacyeTaM C
KOHTpareHTaMH, BHEOIO/KETHBIMH (OHIAMHU, NIEpeladll €€ B yCTaHOBJICHHOM IIOPAJKE, YIIara
BCEX HAJIOTOB, cOOPOB U 0053aTENbHBIX TUIATEKEH.



2.5. Omnpenenenue W pa3paboTKa KajpOBOM MOJUTHKM M CTParerud ¢ yHETOM
06pa3oBaTe/IbHOM NEATENBHOCTH Oprasusanun.

2.6. Kommuextopanue OpraHu3aiuy HEOOXOIMMBIMH KaJpaMH B COOTBETCTBHH C
KpUTEpHAMA 0TOOpA U OLEHKON HAHMMAEMOIo TIepcoHaa.

2.7. VcraHOBieHHe MOTPeOHOCTH B IOArOTOBKE pPaGOTHHKOB (IPOdeccHOHaNIBHOE
obpazoBanme M TpodeccHoHaTBHOE OOyYeHHe) H JONOIHUTEIHLHOM podecCHOHAILHOM
06pa3oBaHuy, a TAKKE OPraHU3aIlis aTTeCTaluK PabOTHHKOB.

3. OYHKIHNH

3.1. OfecrmeueHHe yd4eTa  TOBAPHO-MATEPHATbHBIX  IICHHOCTEH,  JIBMIKCHHI
GesHAIMYHBIX M HAIAYHBIX IEHEXHBIX CPEICTB, 3akmodeHne OpraHusaimen J0roBopoB B
COOTBETCTBHH ¢ IIPABHJIAME GyXTATITEPCKOTO B HATOTOBOTO yUeTa, TO BKIIOYAET B CeOs:

3.1.1. opraHmsammio ydeTa HMYyIIECTBa, OOA3aTENLCTB H XO3SHCTBEHHBIX oTIepalui,
nocrynajomux B OpraHu3aliio OCHOBHBIX CpPEJCTB, TOBAPHO-MaTepHaIbHBIX IeHHOCTEH H
JIEHEXKHBIX CPEJCTB, CBOCBPEMEHHOE OTpaKeHHE Ha cyeTaX OyXrairepckoro ydera onepanui,
CBSI3AHHBIX ¢ MX JBIDKCHHEM, ydeT H3JepXeK HIPOM3BOJICTBA M OOparieHus, HCIIOJHEHHA CMET
PAcXoJ0B, pealH3alliy POAYKIMH, BEITIONTHERHS padoT (yciyr), pe3y/ibTaTos XO03SIHCTBEHHO-
dunancopoit mestensHOCTH OpraHu3aiyy, a Takke (UHAHCOBBIX, PACUETHBIX M KPEJAHTHBIX
omnepaunui;

3.1.2. mpuHSTHE Mep TO NpeJyIPEkIeHHI0 BOSHUKHOBeH)s B Opranu3alun HefocTad,
HE3aKOHHOTO PACXOIOBAHMS IEHEKHBIX CPEJICTB M TOBAPHO-MATCPHAIbHBIX IICHHOCTEH’;

3.1.3. yuactue B o(QOpPMIICHMM MATCPHAIOB B CBA3H C HeJJOCTAYaMH M XUINEHUSIMH
JEHEXKHBIX CPEJICTB M TOBAPHO-MATEPHAIBHBIX IEHHOCTEH, KOHTPOIbL 3 nepenaded B
HEOGXO0IMMBIX CIIy4asX STHX MaTepUANIOB B CIIEJICTBEHHBIE H Cy/IeOHBIC OPraHbl;

3.1.4. BejeHHE W yUeT PACXO/IO0B C IOJOTYCTHEIMHU JUIAMH, OOPMIICHHE H NPOBE/ICHHE
B 06a3e JaHHBIX ABAHCOBBIX OTYETOB MOJOTYETHBIX JIMIL,

3.1.5. KOHTPONb TNpPABHJIBHOCTH M  CBOEBPEMEHHOCTH  COCTABICHHA  OTHUETOB
MaTepHalbHO-0TBETCTBEHHBIMU JIUIIAMH;

3.1.6. BEIBEpPKY pacueToB ¢ KoHTpareHTamu OpraHu3aluy;

3.1.7. ocsemoMreHuwe pykKoBozicTBa OpraHH3alldd O KPEAHTOPCKOH H neOUTOpPCKOM
3a10/DKEHHOCTH

3.1.8. aHaIHM3 JOTOBOPOB, 3aKMOUaeMbIXx OpraHu3aluell ¢ TOUKH 3PCHHS COOTBETCTBHS
HX IpaBuiiaM GyXraaTepekoro u HajloroBoro yuera;

3.1.9. odopmieHre NEPBHYHBIX YYETHBIX NOKYMCHTOB Ha OyMaKHBIX HOCHTENISIX U B
JEKTPOHHOM BHIE, KOHTPOJIb 33 HX CBOEBPEMEHHBIM OGOPMICHHEM IO/PA3ICICHHAMH
Opranusanuy;

3.1.10. mpoBe/ieHIe HHBEHTAPHU3AIIUH.

3.2. Hauwucienue 3apaboTHOM IUIaThl ¥ HHBIX BBIILIAT paOOTHHKAM, BEIIOTHEHIE BCEX
IIPElyCMOTPEHHBIX 3aKOHOIATENbCTBOM TpeOOBaHHA K IOPAAKY HAYMCICHHA W BBILIATEHI
JIeHEXHBIX CPEeICTB pabOTHHKAM, YTO BKIIFOYAET B CeOs:

3.2.1. ocylecTBIEHHE PAacdyeTOB U HAUMCIIEHHs 3apabOTHOH IUIaThl € othopMIIeHHEM
HEe0OXOMMMBIX JIOKYMEHTOB, HauHCJICHHE U yIllaTa HajJoros M B3HOCOB IO 3apaboTHOH mIaTe
npecTaBIeHre HeoOXOIMMBIX CBEIEHWH B HAJOTOBBIE OPTaHbI, COOTBETCTBYIOMIHE donmer u
MHbIC OpraHel, OOS3aHHOCTH IIPEJCTAaBNATH MH(OPMAIMIO B  KOTOpblE yCTAHOBICHA
3aKOHOIATENLECTBOM PD; ' ‘

3.2.2. BeJCHHE JULEBLIX CUETOB COTPYAHUKOB, Kaprodek 1o HJIDJL;

3.2.3. OcyIecTBICHHE BHILIATH 3apabOTHOM IIaThl pabOTHHKAM ITyTEM MEPEYUCICHIT
COOTBETCTBYIOIIUX CyMM Ha GaHKOBCKHE c4eTa paOOTHHUKOB;

3.2.4. TOArOTOBKY HEOOXOIMMBIX CIIPABOK COTpyAHMKaM OpraHu3alH, B KOTOPBIX
yKa3bIBaeTCA X JOXO/L.

3.3. llposenenwue HHBIX OyxranTepckux oIieparui, IIPeTyCMOTPEHHBIX
3aKOHO/1aTeIECTBOM PD:



3.3.1. moaroToBKa M MpHHATHE pabodero IUIaHa C4eTOB, (OPM IIEPBUYHBIX YYETHBIX
JIOKYMEHTOB, IPHMEHAEMBIX s O(QOpPMIEHHs XO3AMCTBEHHBIX OIepanuii, paspaborka (popm
JOKYMEHTOB  BHYTpEHHE#l OyXranTepckodl  OTYETHOCTH, KOHTPOJbL 3a  IIPOBEJCHHEM
XO3SMCTBEHHBIX OlEpalyii, cobmoaeHns TexHoIoruu obpaboTku OyxranrTepckoi uHpopmaun
U TIOpAIIKa JOKyMeHTo000poTa;

obecrnieuenne COOJIOJIEHHS] INTATHOH, (UHAHCOBOHW IUCIMIIIMHEL, CMET pacxo/IoB,
3aKOHHOCTH CIHCaHHMs CO CUYETOB OyXrajJTepckoro ydera HemocTad, JeOHTOPCKOR
3aJI0JDKEHHOCTH M JAPYTHX MOTEPh; _

3.3.2. obecrnedyeHrne IMOJIOTOBKE, O0OpabGOTKH © pacmHppoOBKH JOKYMEHTOB IIO
3aTPaTHON YacTH, HOATOTOBKHU IUIATEXHBIX JIOKYMEHTOB B KPEJIHTHBIE OpraHU3alliy;

3.3.3. (opMupoBaHHE B COOTBETCTBHH C 3aKOHOJATENLCTBOM O OyXTalTepCKOM ydere
YUETHOI IIOJIMTUKA HCXO/S U3 CTPYKTYPBI H 0COOEHHOCTEH JiesTenbHoCcTH Opranu3alym;

3.3.4. obecreyeHHe COXPAHHOCTH JOKYMEHTOB OyXraJTepcKoro ydera, opopMIICHUS H
CHaYd HX B YCTAHOBJICHHOM IOPSJIKE B apXHB.

3.4.  OcymecTBieHue caady OyXrajarepckod M HAJIOTOBOW OTYETHOCTH, OTIETHOCTH B
rocyiapcTBeHHbIe BHeOIOKeTHBIE (QOH/IBI, 8 HMEHHO!

3.4.1. obecmeuenue cocTaBieHus Oananca U ONEPaTHBHBIX CBOJHBIX OTYETOB O JI0OXOJax
M PacXo/ax CpPeiCTB, APyroif GyXraarepckod U CTaTUCTHYECKOM OTUYSTHOCTH, NPEJCTABICHHS HX
B YCTAHOBIEHHOM IIOpSIIKE B COOTBETCTBYIOIIME OpPraHbl B CPOKH, YCTaHOBJICHHBIC
3aKoHOMATENLCTBOM PD;

3.4.2. cocraBleHHe BceX JOKYMEHTOB, IPEIyCMOTPEHHBIX 3aKOHOJATENbCTBOM P,
TIPEIOCTABIISEMBIX B HAJIOrOBBIC H HHBIE TOCYIaPCTBEHHBIE OPTaHbl, BHEOKOKETHEIC (hoHIBI;

3.5. KoncyinsTHpoBaHue pykoBojcTBa OpraHusanuu 110 BOIPOCaM ITOBBIINCHUS
(puHAHCOBOH yCTOHYHBOCTH, CHIKCHHA (PMHAHCOBLIX PUCKOB, YTO BKIIOUAET B ceOs:

- yyacTHe B TPOBEIEHHH OKOHOMHYECKOTO aHAIM3a XO3SHCTBEHHO-(PHHAHCOBOH
nestenbHocTH OpraHm3andé [0 JaHHBIM OyXTajTepcKoro yd4era W OTHETHOCTH B IIEJAX
BBISBJICHHS. BHYTPUXO3SHCTBEHHBIX PE3EPBOB, YCTPAHEHHS IOTEPh U HENPOM3BOIAMTEIIBHBIX
3arpart;

- TIOITOTOBKY ¥ IIPOBEJICHAE MEPOIPUATHH 110 HAKOIUICHHIO (PMHAHCOBBIX CPEICTB s
obecrievenust PUHAHCOBOH ycToddMBOCTH Opranu3aim.

3.6. Omnpenenenue Tekymedl moTpeGHOCTH B Kaupax, HoaOop, TpueM Ha paboTy H
paccTaHOBKa KaJIpoB.

3.7. BeneHue KaJpoBOTro NENOIPOHU3BOJICTBA!

3.7.1. moxymeHTaybHOe O(OpMICHHE NpUEMa, IepeBoa ¥ yBOJbHEHHs paGOTHHKOB B
COOTBETCTBHH C TPYIOBBIM 3aKOHOIATEIILCTBOM;

3.7.2. odopmieHHEe TPYAOBBEIX [OTOBOPOB C paOOTHHKaMM H H3MEHCHHH K HHM,
IIOJIOTOBKA IIPOEKTOB MPUKA30B II0 JUYHOMY COCTaBY M OCHOBHOH IESITETHHOCTH OpraHu3aliH,
3aMoJIHEHHE JTMYHBIX KapToyeK paboTHHKOB;

3.7.3. Bemenue pabOTHI ¢ TPYAOBBIMH KHM)KKAaMH, B TOM 4YHCJI€ NpHEM TpPYIOBBIX
KHIJKEK OT IIpUHHMAaeMbIX Ha pabory paOOTHHKOB, UX yYeT, XpPaHEHUE, 3allOJTHEHHE, d TAKKe
BBIla4a IIPH IpeKpallleHHH TPy AOBBIX OTHOIICHHIA,

3.7.4. cocraBneHue rpaMKOB OTIYCKOB, OQOpPMIIEHHE NPUKa30B O IPEIOCTABICHHH
pabOTHHKAM Pa3IM9HBIX BHIOB OTIIYCKOB, YUET KOIHYECTBA HCIOIb30BAHHBIX JHEH OTIYCKa;

3.7.5. NOArOTOBKA H BhIlaya CIPaBOK O 3aHHMAEMO#l JOJDKHOCTH M HepHoae paboThl B
OpraHu3alyy;

3.7.6. NOArOTOBKA JIOKYMEHTOB IUIS IIPHBIEYEHHs PAOOTHHUKOB K JUCIUILUIHHAPHON
OTBETCTBEHHOCTH.

3.8. Pabora c ucTKaMu HETPyAOCIOCOOHOCTH.

3.9. BzanMomeHCTBHE CO CTOPOHHHMU OpraHH3al[HIMHU:

- CTPaXOBHLIMH KOMIAHWSMH B YacTH IOJAYH CBEJCHHH Ha 0OQOpMIICHHE IIOJHCOB
obs3aTenbHOro  MemumuHcKoro crpaxoBanus (OMC) m  goOpoBOJIBHOTO  MEIMIMHCKOTO
crpaxosanus (JIMC);



- BOGHHBIMH KOMMCCApHAaTaMH II0 BOIPOCAM IIOCTAHOBKH, CHATHS C BOMHCKOIO y4eTa
pabOTHUKOB OpraHU3alliK, X y4eTa ¥ IPe0CTaBICHHs OTYETOB;

- TEHCHOHHBIM (OHJOM B IEIIX IPEJOCTABICHHUS MIOKYMEHTOB IJI H3TOTOBJICHHS
CTPaxOBBIX CBUJETEIBCTB 00A3aTEILHOTO IIEHCHOHHOIO CTPAXOBAHHMS.

3.10. KomcynprupoBaHue pabOTHHKOB OpraHus3alli IO BONpOCaM  TPYAOBOTO
3aKOHOJIATEBLCTBA, B TOM UHMCIE U OTBETHI Ha 3aIlPOCHL, XKalo0bl, 00parieHus.

3.11. IlnanWpoBaHue ¥ OpraHU3alldsl B MEPONPHSTHH IO AaTTeCTallid, K KOTOPBIM
OTHOCHUTCS:

- pa3paboTKa JIOKAJILHBIX HOPMATHBHBIX aKTOB, HAa OCHOBAHMH KOTOPBIX MPOBOIHUTCA
aTTecTalus; :

- wHQOPMAIMOHHOE M JOKYMEHTaIbHOE obecmedeHHe (COCTaBICHUE rpaukos,
PHUKA30B, XapaKTEPHCTHK);

- KOHTPOJIb 3a XOJOM IIPOBEIEHHs aTTeCTal[Hy, yIacTHe B aTTECTAIlMOHHOH KOMHCCHH,
BBINOJHEHHE PEINEHUH aTTeCTAllHOHHOW KOMHUCCHH.

3.12. Paspabotka KOMIUIEKCA MEP II0 NOBBIIIEHHIO MOTHBANNH pabOTHHKOB

4. [IPABA PABOTHHUKOB CTPYKTYPHOI'O TIOJPA3JEJIEHUS «bY X" AJITEPHSD

4.1. Wcmonp3oBaTh IPENOCTABIEHHBIE —IIOAPA3JeICHHI0  MH(QOPMAIMOHHBIC M
MaTepHaIBHBIE PECYPCEL. ‘

42. 3ampammBaTh y BCeX CTPYKTYPHBIX IOZApPas/IeNeHHH, COTPYIHUKOB Opra=au3zanus,
HeoOXOoIUMBIE JIOKYMEHTHI M HH(OPMAIIHIO.

4.3. VuunmupoBaTh M INPOBOAUTE COBEIIAHHMs IO BONPOCaM, OTHECEHHBIM K
xomnerenmun CIT;

4.4. 3HAKOMHTBCS C [POGKTAMM JIOKAIBHBIX aKTOB, PEIICHHH Y4YacTHHKOB
Opraausamnuy, Ipukazos Jlupexropa.

4.5. Ilpupnekarh BHEIIHHX CIEIMATMCTOB H KOHCYIBTaHTOB ML peaH3alii
COIJIACOBAHHBIX C PYKOBOJICTBOM IIPOEKTOB.

5. OBSI3AHHOCTH PABOTHHUKOB CTPYKTYPHOI'O [TOJIPA3AEJIEHA A
«BYXT AJITEPUS»

5.1. YuacTBOBAaThH B 3aCEIaHUSX MO/pPa3Ie/ICHUs, TPAKTUIECKUX CCMUHApaX U T.A.
5.2.  CrpeMuThCA K IOBBILICHUAIO YPOBHI npodeccHOoHaNbHOM KBATHPHKAIIHH,
5.3. BianeTh oCHOBaMH caMOaHaIM3a IeSITEeIbHOCTH.

6. OTBETCTBEHHOCTb

6.1. Patoruuxu CII 3a HempaBOMepHBIE PEIICHHS, AEHCTBHS Wik OC3[EHCTBHE HECYT
JUCIAIUIMHAPHYIO, AIMHHHCTPATHBHYIO H MHYI OTBETCTBEHHOCTH B COOTBETCTBHH C
jaxoHOnaTeNbeTBOM Poccuiickoit Penepanuu.

7. 3ACEJJAHHSI PABOTHHUKOB CTPYVKTVYPHOI'O ITOJIPA3JIEJIEHUA
«BYXTAJITEPHUS»

7.1.  3acemanus pabormukos CII posogmsires I'nasubiM Oyxranrepom. Ha sacemanusix
I[PUHAMAIOTCS PEIEHHs, OTHECEHHBIE K KOMIETEHIHH CII. Bo Bpewms 3acenanuii CexperapeM
segerca IIporokor.

72. Pemenus, npunsTeie Ha 3acemanusx CII, opopMismoTes yKa3aHHAMH I'maBHBIM
Gyxranrepom B mpexenax nonHomoumit CII M JOBOAATCS 1O CBCACHHA BCEX pabOTHHUKOB
OpraHu3anyH.



=

8. JaxkmounTeNbHBIE MOJ0KEHN

8.1. Hacrosunee Ilonoskenue BCTyIaeT B CHIy C JaThl yTBepXkAeHHsA JlMpexkropoMm
Oprasuzanu.

8.2. Cpox meHcTBHS MONOXKEHUS HE OTPaHUYEH.

8.3. Ilpm m3MeHeHHMH 3akoHOjarenbcTBa B [loslodkeHHE BHOCATCS HM3MEHEHHS B
YCTaHOBIIEHHOM 3aKOHOM IIOPSAIKE.
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