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INOJIO)KEHHUE O BYXT'AJITEPUHU

1. O01mme nos10KeHNA

l.1.Byxrantepus  sBISETCA  CAMOCTOSTENBHBIM  CTPYKTYPHBIM ozApasJieIeHHEM
ABTOHOMHOH HEKOMMEpYECKOH OpraHH3alM{ BHICIIEro 0Opa30BaHHS «MexperuoHaabHbIH
OTKPBITBIH COLMANBHBIH HHCTUTYTY (Hanee - AHO BO MOCH, UncTHTyT).

1.2. byxrantepust popMHpYyeTCs U THKBUAMPYETCS IPHKA30M peKTopa.

1.3. ByxranTepuio BO3rnaBseT IIaBHbI Gyxraatep, KOTOphIi Ha3HAYAeTCS PEKTOpOM H
NOJYUHSETCS HENOCPEACTBEHHO pekTopy MHCTHTYTA.

1.4. Cotpyanuku Byxranrepuu npHHEMAIOTCS Ha pabOTy M NMEPEBOITCS HA IOJKHOCTH
B OyXranTepu peKTOPOM IO MPe/ICTABIEHHIO [IIABHOTO GyXrairepa.

1.5. Byxrantepus B cBoeil IeSTEIBHOCTH PyKOBOICTBYETCS:

- JNEHCTBYIOIIMMH 3aKOHOJATENbHBIMH M HOPMATHBHBIMH aKTaMH, CTAHIAPTAMH B
00J1aCTH peryMpoBaHus GyXralTepcKoro U HAIOrOBOTO yYeTa;

- yctaBoM MHcTuTyTa;

- HaCTOALLUM II0JIOKEHHEM;

- HHBIMH JIOKaJIbHBIMH akTaMu MHcTuTyTA.

1.6. Ha Bpems orcyrctus corpyauuxds Byxranrepun (KoMaHAMpOBKa, O0O0JIE3Hb,
OTIYCK H T.II.) KX 00SA3aHHOCTH HCIIONHSIOT JIMLA, HA3HAYCHHbIE B YCTAHOBIEHHOM nopsiaike,
KOTOpBIE IPHOOPETAIOT COOTBETCTBYIONIHE NPaBa H O0A3aHHOCTH H HECYT OTBETCTBEHHOCTE
3a HeHa/I/Ie)allee HCIIOJIHEHHE CBOMX 00A3aHHOCTEH. -

2. Crpykrypa Byxraarepun

2.1.CTpyKkTypa M UHCIEHHOCTh pPabOTHHKOB Byxramrepuu OmpeJensercs ITaTHBIM
pacnicanueM MHetutyra, KOTOpoe yTBepXKIaeTcs PEKTOPOM II0 COINIACOBAHHIO C TIVIABHBIM
OyxranTepom, NIaHOBO-(HHAHCOBBIM OTAENOM H OT/ENIOM KaIpOB.

2.2. byxranrepus COCTOMT H3 OZHOIO CTPYKTYPHOTO IOApPA3eNeH S, BOIIABISEMOro
r7IaBHBIM OyXraatepoM.

2.3. Pacnpenienenne 00s3aHHOCTEH COTPYIHHKOB Byxrantepun u yrBepxmenme mx
AODKHOCTHBIX HMHCTPYKUMH OCYUIECTB/AET IJIABHBIH OyXraaTep IO COIJIACOBAHHIO C
pekropom MHucTHTyTA.

3. 3apaum u pynkuun Byxraarepun

3.1. 3anauu Byxranrepunu:

3.1.1. @opmupoBaHHe MOTHON H 1OCTOBEPHOI HHpOpMaluH (BKIIOYas GyXraaTepeKyro
H HAJOrOBYIO OTHYETHOCTB) O JESTENBbHOCTH WHCTHTYTA, €ro HMyIIECTBEHHOM IOJIOKEHHH,
HEOOXOIMMOM BHYTPEHHHM I10JIb30BATEIISIM Oyxranrepckoit ((HHAHCOBO) OTYETHOCTH —
PCKTOPY, PYKOBOAMTEIAM CTPYKTYPHBIX MNOJPA3IeNeHHil, YJaCTHHKAM H COOCTBEHHHKAM
umymecTsa MHCTHTYTa, a Takke BHEIIHHM - HHBECTOPaM, KpeauTopaM H JIpyTHM
10J1b30BaTeNsAM OyxranTepckoii ((hHHaHCOBOIT) OTUETHOCTH;



3.1.2.  OGecneuenne wundopManueil, HeOOXOMMMOH BHYTPEHHHM M BHELIHHM
noib30BaTelsiM  OyXraatepckod — OTYETHOCTH  Uli  KOHTPOJNS 32 COOMIOeHHEM
3aKoHozNaTenbcTBa  Poccuiickoit  QenepalMm  TIpH  OCYLIECTBIEHHH — OpraHH3aupeit
XO3SHCTBEHHBIX ONEPALHH H HX 11€1€C000PA3HOCTDIO, HAIYMEM H JBHKCHHEM HMYLLECTBA U
0043aTe/IbCTB, HCIONL30BAHHEM MATEPHANLHEIX, TPYHOBbIX M (DHHAHCOBHIX PECYDCOB B
COOTBETCTBHH C YTBEPKICHHBIMH HOPMAMH, HOPMAaTHBAMH H CMETAMH;

3.1.3. TlpemoTBpalieHHe HETaTHBHBIX Ppe3yIBTATOB XO3SHCTBEHHOH eSTeNTHHOCTH
VIHCTHTYTa M BBISBICHHE BHYTPHXO3SHCTBEHHBIX PE3ePBOB OOECHEUeHHS ee (buHaHCOBOI
YCTOMYHMBOCTH.

3.2. ®yukuuu Byxrantepuu:

3.2.1 ®opMHpOBaHHE YYeTHOH MOJMTHKH B COOTBETCTBHH C 3aKOHOJATENHCTBOM O
OyxrantepckoM y4eTe W HCXOIS M3 CTPYKTYPBl M OCOOEHHOCTel JesTelTbHOCTH HUHCTHTYTA,
HE0OXOIMMOCTH 00ECTIEUEH S €r0 OCHOBHOI 00pa30BaTeNbHOM (yHKIMH;

3.22. PaboTa M0 NOArOTOBKE M NPHHATHIO pabodYero IUIaHA CYETOB, bopm
IEPBUYHBIX YYETHBIX JOKYMEHTOB, IIPHMEHAEMBIX Ul 0OpMIIeHHS (AKTOB XO3AiCTBEHHOM
’KH3HH, 110 KOTOPBIM HE IIPEAYCMOTPEHBI THIIOBbIE (JOPMEL;

3.2.3. Paspabotka opM JI0KyMEHTOB BHYTpeHHE# GyXranTepckoit OTIeTHOCTH;

3.2.4. ObecnieueHue NOpsi/IKa POBEICHHS HHBEHTAPH3ALIHIA;

3.2.5. KoHTpoib 3a oTpakeHHEM B yueTe (akToB X03SHCTBEHHOM JKHU3HH,

3.2.6. OGecneuenue cOOIIOICHAS TEXHOIOTHH 00pabOTKH Oyxrantepckoii nH(popManuu
H MopsJIKa JOKYMEHT0000poTa;

3.2.7.  Opranusanus OyXraarepckoro y4era M OTYETHOCTH Huctutyra u B ero
TIONIpa3/Ie/ICHUAX HA OCHOBE MAaKCHMAIBHOH LEHTPaTH3alliH , MPHMEHEHHs COBPEMEHHBIX
TEXHHYECKHX CPEIICTB U METO/IOB, IPOTPECCUBHBIX (POPM H METOIOB yUeTa H KOHTPOJLS;

3.2.8. DopMHpOBaHHE M CBOEBPEMEHHOE MPEIOCTABICHHE IMOTHOH H JIOCTOBEPHOMH
Oyxrantepckoit HHGOPMAIIHH O JEATEIBHOCTH HMHcTHTyTa, €r0 HMYIECTBEHHOTO MOI0KEHHMS,
JNOX0/ax H pacxojax;

3.2.9. PaspaGoTka M OCYIIECTBICHHE MEpONPUSATHI, HANPABICHHBIX HA YKpeIUIeHHE
(prHAHCOBOM JHCIUILIHHEIL;

3.2.10. Y4er umyinecTBa, 00513aTeIbCTB H XO3SHCTBEHHBIX onepamnuu, ﬁOCTynalome
OCHOBHBIX CPE/ICTB, TOBAPHO-MAaTePHAJIbHBIX IIEHHOCTEH H IEHEKHBIX CPEIICTB;

3.2.11. CBoeBpeMEHHOE OTP@KEHHE Ha CYETAaX OyXIaITepCKOro ydera oImeparuii,
CBA3AHHBIX C JIBUKCHHEM OCHOBHBIX CpPEJCTB, TOBAapPHO-MATEPHAIBHBIX IIEHHOCTEH M
JEHEXKHBIX CPEJICTB;

3.2.12. Yuer wm3nepikeK NPOW3BOACTBA H OOPAILEHHS, MCMOMHEHHS CMET pacxomos,
pealH3allii  NPOAYKIMH, BBINONHEHUs paboT (yciyr), pe3ylbTaTOB XO3SiCTBEHHO-
(DHHAHCOBOH NEATENLHOCTH NPEINPHATHS, @ TaKkKe QHHAHCOBBIX, PacyeTHBIX U KPEIHTHBIX
oneparui;

3.2.13. CBoeBpeMeHHOE H IPaBHIIbHOE O(OPMIIEHHE TOKYMEHTOB;

3.2.14. Obecneuenne pacyeToB 1o 3apaboTHOI IIaTe;

3.2.15. IlpaBunbHOE HAYMCIIEHHE W TIEPEYHCIICHHE HAJIOTOB H cOopoB B (eaepanbHbI,
PErMOHANBHBIA M MECTHBIH OIOZXKETHI, CTPAXOBBIX B3HOCOB B roCy/1apCTBEHHEIE
BHEOIO/DKETHBIE COLHANbHBIE (DOHIEI, TIaTeXel B GAaHKOBCKHE YYpEeXKIEHHs, CPeICTB Ha
(pMHAHCHPOBAHHE KAUTALHBIX BIIOYKEHHIA;

3.2.16. YyacTue B NpPOBEJEHHH SKOHOMHYECKOTO aHATH3a X035 CTBEHHO-(DUHAHCOBOM
ACATENBHOCTH MHCTHTYTa MO NaHHBIM GyXTalTepckoro ydyera M OTYETHOCTH B LEJISX
BBIABIICHHS BHYTPHXO3SHCTBEHHBIX PE3CPBOB, YCTPAHEHHs IOTEPh M HENPOM3BOACTBEHHBIX
3aTpar;

3.2.17. TlpunaTHe Mep MO NpPEeIYNPEKIEHHIO HEI0CTAY, HEe3aKOHHOTO pacxonoBaHHs
ACHEHKHBIX CPCICTB M TOBAPHO-MATEPHAIBHBIX IEHHOCTel, HapyeHH# (HHAHCOBOrO M
XO034KHCTBEHHOIO 3aKOHO/IaTE/IbCTBA;



3.2.18. Y4acTue B 0OpPMIICHHH MaTepHAIOB 0 HEJ0CTaYaM M XHIIEHHSM JEHEKHBIX
CPEICTB M TOBApPHO-MAaTepPHANbHBIX IEHHOCTEH, Mepelaya B HEOOXOAMMBIX CIOy4asx 3THX
MAaTepHaIOB B CJIEJACTBEHHBIE H CyIeOHBIE OPraHsbl;

3.2.19. OGecneuyenune cTpororo cobmoneHus (HUHAHCOBOH M KaccOBOH AMCLHIUIHHEL
3aKOHHOCTH CIHCaHHA CO CYCTOB OyXraaTepcKoro ydera Hexocrad, IeOHTOPCKOH
3a[10/DKCHHOCTH H JIPYTHX NOTePb, COXPAHHOCTH OyXTraqTepcKHX JOKYMEHTOB, ODOPMIECHHUS H
ClIauH UX B YCTAHOBJICHHOM IOPS/IKE B apXHB;

3.2.20. Pa3paGoTka U BHe/IpeHHE pallHOHATBHOMN [UIAHOBOM M Y4eTHOH JOKYMEHTALIHH,
MPOTPECCHBHBIX (POPM H METOJIOB BeleHHs OYXralTepckoro ydera Ha OCHOBE IPHMEHEHHS
COBPEMEHHBIX CPE/ICTB BBIUUCIUTETHLHOM TEXHHKH;

3.2.21. CocraBnenne Oyxranrepckoii ((HHAHCOBOI) OTYETHOCTH W ONEPATHBHBIX
CBOJHBEIX OTYETOB O JOXOJaX H pacxo/ax, CTaTHCTHYECKOH OTYETHOCTH, NpPeaOoCTaBICHHE HX
B YCTAHOBJIEHHOM IIOPSAJIKE B COOTBETCTBYIOIIHE OPraHkbl;

3.2.22. PaccmoTpenwe M BHM3HMPOBAaHHE TJABHBIM OyXTanTepoM JOTOBOPOB U
COTNIAUIEHHH, 3aKIro4acMbiXx MHCTHTYTOM Ha TNOJyYeHHE HIH OTIYCK TOBAapHO-
MaTepHaIbHBIX LEHHOCTEH M Ha BBINOJHEHHE paboT M YCIyr, W TaKKe IPHKA30B H
pacmopsuKeHuit 00 ycTaHOBA€HHHM pabOTHHKaM IODKHOCTHBIX OKJI4IoB, HAa0aBOK K
3apaboTHOH MI1are, 10J0XKEHUH O IIPEMUPOBAHUH U T.I1.

4. IIpasa Byxraarepuu:

4.1. TpeGoBath OT BceX CTPYKTYPHBIX NOApasjeneHHi MHCTHTYTa COGIIOZCHHS
nopsijika 0pOpMIIEHHUs ONepaliii ¥ MPEIOCTaBICH S HEOOXOMUMBIX T0KYMEHTOB H CBEICHHIA

4.2. TpebosaTb OT PpyKOBOAMTENEH CTPYKTYPHBIX MOApasjelenuii HMHcTHTYyTa M
OTAENbHBIX CIEIHANHCTOB NPHHATHS Mep, HAlPAaBIeHHBIX HA IOBBIMIEHHE 3(QHEKTHBHOCTH
MCTIONB30BaHus cpeacTB MHCTHTYTa, 0Gecneyenile coXpaHHOCTH cOOCTBEHHOCTH MHCTHTYTa,
obecrieyenre NPaBUIIbHON OpraHu3alii OyXralTepeKoro ydyera;

4.3. IlpoBepsaTb B CTPYKTYypHBIX mompasjeneHusx MHucturyra cobmoneHue
YCTaHOBJIEHHOI'O MOPsZIKa NPHEMKH, ONPHXOJOBAHHSA, XPAaHEHHUS U PACXOI0BAHHUS JCHEKHBIX
CPeZCTB, TOBAPHO-MATEPHANIBHEIX H IPYTHX [IEHHOCTEH; i

4.4. He npuHAMATH K HCIIOHEHHIO M ODOPMIICHHIO JIOKYMEHTEI IO ONEPAIIHSIM,
KOTOpbIE NPOTHBOPEYAT 3aKOHOAATE/IECTBY M YCTAHOBJIEHHOMY TOPS/KY PHEMKH, XPaHEHHS
M PacXOI0BaHMs ICHEIKHBIX CPEICTB, TOBAPHO-MATEPHAIBHEIX H JAPYTHX LIEHHOCTEH, a TakKe
0€3 COOTBETCTBYIOLIEr0 PACIOPSKEHHs PEKTOPA;

4.5. Y4acTBoBaTh B COBEMaHUAX MHCTUTYTa, IPOBOJUMBIM, B TOM YHCIIE, IO BOIIPOCAM,
OTHECEHHBIM K KOMNeTeHIHH byxrantepuu.

4.6. 3anpamuBath OT JAPYTHX CTPYKTYPHBIX IOApa3/ie/eHuit HHGOPMAIHIO, JOKYMEHTHI
H MaTepHallbl, KaCAIOLIHecs AeATEIbHOCTH byxranrepuu u HeoOX0QMMBIE Ul HAIUIEKAIIEro
HCIIOJIHEHHS UM CBOMX (DYHKITHIA.

4.7. Bectn mepemHCKy ¢ OpraHamMH TOCYJApCTBEHHOH BJACTH W MECTHOTO
CaMOYMpPaBJIEHUA, C APYTHMH CTPYKTYPHBIMH MOApasjieieHuaMH HMHCTHTYTa H ¢ JpYrHMH
OpraHM3alMsAMU T10 BONPOCAM, OTHECEHHbIM K KOMIIETEHIINH Byxrantepun u He Tpebyromum
COrIacoBaHMs ¢ PyKOBOJACTBOM MHCTHTYTA.

4.8. IlpencraButenscTBOBaTH OT MMEHH HHCTHTYTa B OTHONIGHHMSX C OpraHaMH
rOCyIapCTBEHHOH BJIaCTH W MECTHOIO CaMOYNPABICHHS, C APYTHMH OPraHH3aIHSAMH IO
BOIIPOCAaM, OTHECEHHBIM K KOMIETeHUMH byxrantepuu u He TpeGyIOLIMM COTJIAacOBaHHS C
pykoBoacTtBoM MHcTHTYTA.

4.9. 3HAaKOMHMTBCS C MPOEKTAMH pEIIEHHI DPYKOBOJACTBA, KACAIOUIMXCS paGoTHL
Byxrantepun.

4.10. BHOCHTE Ha PacCMOTPEHHE PYKOBOJICTBA NPEJIOKEHHS 110 YIYUIIEHHIO PaGoThl
byxranrepuu, npeacTaBieHHs O NPUMEHEHHH Mep MOOLIPEHHS W B3BICKAHMS K PabOTHHKAM
byxrantepun, npuBiieYeHus K MaTEPHATBHOM OTBETCTBEHHOCTH paGOTHHKOB MHCTHTYTA.



5. BzaumooTHomenus ¢ noapasaesenuavu Hueruryra

Jlis  peanusauMd NOCTABJIEHHBIX 3aJad H BBIIOJNHEHHS OQyHKUMiT Byxramrepus
B3aHMOJICHCTBYET CO CTPYKTYPHBIMH MOApasfiefieHHsMH MHCTHTYTa mo  crlemyiomuM
BOIIPOCAM:

5.1. C pexropom MucTHTYTA:

Byxranrepust mpeictaBiser: NMpoeKThl pabodero IaHa cYeToB, (GOPM MEPBHYHBIX
YYETHBIX JIOKYMEHTOB, IMPUMEHSEMbIX I o(opMiIeHHs (aKTOB XO3AHCTBEHHOH KH3HH, 110
KOTOpPBIM  HE TIPEIyCMOTPEHBI THMOBBIE (BOPMBI, (OPMBI JTOKYMEHTOB BHYTpEHHEH
OyXraarepckoif OTYETHOCTH; [OCTOBEPHYIO HH(POPMALMIO O JAesSTeIbHOCTH WucTtutyTa;
JlaHHble 00 ydeTe MMYIIECTBa, 00S3aTENLCTB M XO3SHCTBEHHBIX ONMEpAIHi, MOCTYMAMOLIHX
OCHOBHBIX CPE/ICTB, TOBAPHO-MAaTePUATBHBIX [IEHHOCTEH 1 IeHeKHBIX cpencTs MHCTHTYTA.

Byxranrepus nomyyaer: moamHcaHHbIe NPUKA3bI, PACTIOPSKEHHUS, IPOTOKOIbL, MHCHMA |
ApPYTHE NOKYMEHTBI, YTBEPKICHHbIE HOPMATHBHBIE H HHCTPYKTHBHBIE JOKYMEHTEI, 3a1aHUS U
MOpY4EHHS, CBA3AHHBIC C OCYLIECTB/ICHHEM BO3I0KEHHBIX Ha OyXranTepuio GpyHKIHIA.

5.2. C noxgpaznenenusMu MHCTHTYTA:

Byxranrepust mpencrasnser: mpoeKThl pabodero IjaHa c4eToB, (GOPM MEPBHYHBIX
YYETHBIX JIOKYMEHTOB, IPUMEHSIEMBIX U1 o(opMieHHs (aKTOB XO34HCTBEHHOH KU3HH, 110
KOTOPbIM  HE MPEAyCMOTPEHB! TUMOBBIE (YOPMBL, (HOPMBI TOKYMEHTOB BHYTpEHHEH
OyXranTepckoil  OTYETHOCTH;  JKOHOMHYECKHH  aHAIM3  XO3sHCTBEHHO-(QHHAHCOBOM
nesitenbHOCTH MHCTHTYTA.

Byxrantepus nomydaer: pgaHHBIE O (DMHAHCOBO—XO3SHCTBEHHOM IEATENLHOCTH
WMuctutyTa M moapasjienenni, HaaneKamle 3aBePEHHbIE KOIWH 3aK/IFOYEHHBIX JOTOBOPOB,
HHBIX JIOKYMEHTOB, HH()OPMAIIHOHHBIE H CIIPABOYHBIE MATEPHAIEL.

5.3. C ropuuyeckum otenoM byxranrepist B3anMOJEHCTBYET 110 BOIIPOCaM:

- O3HAKOMJICHHS C M3MEHEHHSIMH B JIEHCTBYIOIIEM 3aKOHOIATEILCTBE;

- Pa3bACHEHHS JEHCTBYIOIIETO 3aKOHOIATENBCTBA H IIOPSI/IKA €r0 IIPUMEHEHHS;

- IOATOTOBKK  JOKYMEHTOB  JUIs  NPETEH3MOHHOIO  B3BICKAHHSA  J1€GHTOPCKOM
3a/10KEHHOCTH; i

- IIOATOTOBKH JJOKYMEHTOB /ISl 3alHThI MO3UIUH MIHCTHTYTA B CyeOHBIX CrIOpax.

5.4. C oraenom kanpos ByxranTepus B3auMOAEHCTBYET MO BOMpOCaM:

- noadopa, o0ydenus nepconana s byxtanrepuu;

- TPYAOBOH JAMCUMILINHBI, IPUMEHEHHS K PaOOTHHKAM Mep NOOIIPEHHS H B3HICKAHHU,
NPHBJIEYEHHS K MAaTEPHAJIbHOH OTBETCTBEHHOCTH;

- MOTHBAIIHH H aTTECTALMH NepcoHaia byxranrepun.

6. OTBETCTBEHHOCTD

6.1. OTBETCTBEHHOCTb 3a HEHAJUIEKAINEe MCIOJHEHHE O00f3aHHOCTEH byxranrepuu
HECeT IIaBHEIH Oyxranrep.

6.2. CreneHp OTBETCTBEHHOCTH APYrHX PaGOTHHUKOB YCTAHABIMBAETCA JOMKHOCTHBIMH
HHCTPYKIIHSIMH.

6.3. T'naBHbli Oyxrantep, TaKk e Kak M COTPYIHHKH Byxranrepun, HecyT
OTBETCTBEHHOCTD 3a:

- IPEIOCTABJICHHE  PYKOBOJACTBY H CTPYKTYPHBIM mozapasieneHusM HHcTuTyTa
HEZI0CTOBEpHOM HH(OpMauuy o pabote Byxranrepuu u UHTCTHTYTA, B paMKaX KOMIETEHIHH
Byxranrepuu,

- IPSIOCTABICHHE ~ OpraHaM  rOCYJapcTBEHHOH — BIACTH, OpraHaM  MeCTHOTO
CaMOYIIPaB/ICHHS, JPYTHM OpraHH3alHsAM HEJOCTOBEpPHOH wuHGbOpMmamun o pabote
Byxranrepuu u MHCTHTYTa M HHpOPMaMH B paMKaX KOMIIETEHIIHHU byxranrepuu,

- HeJOOPOCOBECTHOE MCIIONIHEHHE JODKHOCTHBIX 00S3aHHOCTEI,



- HapyIICHHE NPOU3BOACTBEHHON M TPYAOBOH AMCIHIIIHHEL,
- HecoOImoieHue Y CTaBa, JOKaTbHBIX HOPMATHBHBIX aKTOB MHCTHTYTa H I0DKHOCTHBIX

HHCTPYKLIHI;
- HeoOecrieyeHHe COXPAHHOCTH BBEPEHHOr0 Byxrantepuu umyIecTsa;

Pazpaborano: 2 (//// /
I'maBHbIi Oyxrantep _ / M.J1.VxoBa
[".A.Densera

C%/ C.1O.Margeera

CornacpaHo:
Havanenuk otzaena kaapos
I'naBHbIH OpHCT
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