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IHOJOKEHUE
o0 Oyxrantepuu ['ocynapcTBeHHOro aBTOHOMHOIO 06Pa30BaTEIBLHOIO
y4pesKAeHHus npopeccHonalIbHOro odbpasoBanus ropoaa CeacTonoJis

«MHCeTHTYT pa3BHTHSL 00PA3OBAHMS»



1. O6He mos10KeHus

1.1. byxranrepus SBIISIETCSA CTPYKTYPHBIM [IOApa3AeIeHUEM
["'ocynmapcTBeHHOTO aBTOHOMHOI'O 00pa3oBaTeNBEHOTO YUpEKIEHHUS
npoQeccuoHanbsHoro obpaszoBaHus ropoga Cepacrtomons «MHCTUTYT pa3BUTHS
obpaszoBanus» (nanee — MHCTUTYT).

1.2, Ilonoxenme o Oyxraiarepuu [OCyfapcTBEHHOIO  aBTOHOMHOIO
00pa3oBaTeNnbHOrO  yYPEXKIACHUS IPO(ECCHOHAIBHOrO  00pasoBaHUs Tropoja
CeBacronona «MHCTUTYT pa3BuTHs oOpaszoBanus» (manee — IlonoxeHue)
onpenesseT ey, 3a1aud, CTPYKTYpY, GYHKUUH, ITpaBa U OTBETCTBEHHOCTH JAHHOTO
CTPYKTYPHOTO IOJpa3/ie/IeHHUs.

1.3. byxrantepus co3gaercss M JUKBUAUPYETCS IPHUKA30M IHPEKTOpa
HNucturyra.

1.4. Dbyxrantepuro BO3IJIaBJsieT [JIaBHBIM  OyXrajTep, Ha3HAYaeMBId
Ha JOJDKHOCTB IpUKa3oM aupektopa MHcTuTyTa.

1.5. Ha Bpems OTCYTCTBHUSA IVIaBHOIO OyXraiitepa pyKOBOACTBO Oyxranrepueit
OCYIIIECTBIIAET 3aMECTUTENb [JIABHOTO Oyxranrepa.

1.6. B cayuae pasHornacuit Mexay AupeKTopoM MHCTHTYTa M IJIaBHBIM
OyxranTepoM IO OCYIIECTBICHUIO OTHEJIBHBIX  XO3SMCTBEHHBIX  ONepanuit
JOKYMEHTBI I10 HMM MOLYT OBITh MNPUHATHI K WCIOJHEHHIO C IIHCHMEHHOIO
pacnopsoKeHuss AUPEKTOpa, KOTOPBIA HeCeT OTBETCTBEHHOCTH 34 IIOCIENCTBUSA
OCYLIECTBJICHHS TAaKUX OMEepalini.

1.7. B cny4ae oOHapyXeHHsS HE3aKOHHBIX OEHWCTBHUH JIOKHOCTHBIX JIHIL
TJIABHBIA OyXranrtep NOKJIaAblBaeT 00 3TOM AMpekTopy MHCTUTYTa Ui NPUHATHS
COOTBETCTBYIOIINUX Mep.

1.8. TpeGopanus riaaBHOro Oyxrantepa IO JOKYMEHTAIBEHOMY OG(OPMIIEHHIO
XO3SMCTBEHHEIX OIEPalMid U IPEJOCTaBICHUIO B OYyXTajTepuio HEOOXOTUMBIX
JIOKYMEHTOB (CBeJeHHM) oO0s3aTenpHbl JUIS BCeX COTPYOHHUKOB MHCTUTYTA.
bes noanucu rnaBHOro OyxranTepa WK JIMI@, 3aMEHSIONIErO €ro, JeHeXKHbIE
1 pacyeTHble NOKYMEHTHI, (DMHAHCOBBIE M KPEIUTHBIE 00S3aTeIbCTBA CUUTAKOTCS
HEIEHCTBUTENIBHBIMA U HE JOJDKHBI IPUHUMATBCS K UCIIOTHEHUIO.

1.9. B cBoei nearensHOCTH OyXranTepHs pyKOBOACTBYETCS:

—  [EHCTBYIOIIMM  3aKOHOJATEIbCTBOM  PocCMM M HOpPMATHBHOM
AOKyMEHTalMel,  paclIpOCTpaHAIoIelcss Ha  AEATeNbHOCTh  OyXTalTepHH,
CTaHAapTaMH B 00JIaCTH perylIupoBaHus Oyxydera;

— ycraBoMm MHcTHUTyTS;

— YUYETHOH MOJUTHUKOM;

— HaCTOSILUKM IOJIOKEHHUEM;

— WHBIMU JIOKAJIbHBIMU akTamMu MHCTHTYTA.

2. CrpykTypa OyXrajaTepuu U TpeGOBaHHUs K COTPYAHHKAM
2.1. CrpykTypy ¥ IUTAQTHYI0 YHCICHHOCTh OYXIaJTepUH YTBEPHKAAET
nvpekTop MHCTUTYTa MO IpeCTaBIeHHIO MIaBHOTO OyXraaTepa U 10 COrIaCOBAHUIO
C Ha4aJIbHUKOM aIMHUHUCTPATHBHO-KaJPOBOr0 OT/AEA.
2.2. Pacnpenenenue o00s3aHHOCTEH MEXAY COTPYIHHUKAMH OyXTaJTepuu
IIPOM3BOAUTCS IJIABHBIM OyXTaaTepoM.



2.3. Cotpypnuky  OyxraiTepud  BBIIONHAIOT  CBOM  OOS3aHHOCTH
B COOTBCTCTBHHU C OOJKHOCTHBIMHU HHCTPYKOUAMH, IINIaHOM pa6OTBI 6}’XI‘aHTepI/II/I,
PacTOpsLKEHUAMHM IIaBHOIO Oyxrantepa, HacTosiuM [losoxenneM u IlpaBunamu
BHYTPEHHETO TPyJOBOI0 pactopsiaka MHCTUTYTa.

2.4. Corpynnukn  OyXranTepud  Ha3HA4alOTCs U OCBOGOXKIAFOTCS
OT 3aHUMAEMOH JOJKHOCTH NPUKA30M JAMpeKTopa VIHCTUTYTa 110 NpeIcTaBIeHHIO
IJIABHOTO OyXrajirepa.

2.5. CotpynHuku OyXranTepun HOJKHBI [IOBBILIATH KBATHDUKALMIO HE PEXKe
OZIHOTO pa3a B 5 (ISITh) JIET C NOJTyYEHHeM TOKYMEHTa YCTaHOBJICHHOTO 06pasiia.

3. 3apauu Oyxrajarepun

3.1. OcyllecTBnenue BHYTPEHHErO KOHTPOJIS — COBEPIIAEMBIX ¢axToB
XO3HCTBEHHOM XKU3HH B NPE/ie/IaX KOMICTSHIIUN COTPYIHUKOB GyXTalTepHH.

3.2. QopMHpOBaHHE IIOJHOH U IOCTOBEPHOW HHGBOPMAIMH O NESATENBHOCTH
Opranusaliii M €€ HUMYLIeCTBEHHOM [MOJIOKEHUH, HeoOXOAMMON BHYTPEHHHM
MONb30BATESIM ~ Oyxranrepckol  ((DUHAHCOBOW) OTYETHOCTH — PYKOBOIUTENSAM,
Y4peauTensM, COOCTBEHHHMKAM MMYUIECTBA OPraHM3alldM, a TakXKe BHEINHUM
TI0JIB30BATE/ISIM — WHBECTOPAM, KPEAUTOpaM M JpyruM IMOJb30BaTelsIM OyXranTepcKoi
(puHaHCOBOI) OTYETHOCTH.

3.3. Obecreyenne wuHpopmalel, HeOOXOAUMON BHYTPEHHHM H BHELIHHM
NONB30BATEIIM ~ OyXIranTepcKod OTYETHOCTH IS KOHTPOJIS 3a  COGIIOIeHHeM
3aKOHOMaTeNbeTBa Poccuiickod denepaluy IpU OCYLIECTBIEHHH CHETOK, COOBITHIA,
OIEpAlUH, CBA3AHHBIX C JEATENBHOCTHIO OPraHM3alMK, HX I1e1eCo06pa3HOCTHIO,
HaIM9MEM W [BHXKCHMEM  HUMYyIeCTBA M  00sA3aTENbCTB, HUCIIOJIB30BaHHEM
MaTepHanbHbIX,  TPYHOOBBIX ¥  (GHMHAHCOBBIX  DECYPCOB B  COOTBETCTBHU
C YTBEPXKJACHHBIMUA HOPMaMU, HOPMAaTHBAMHU U CMETaMH.

3.4. IlpenoTsBpallleHHe  OTPULATENBbHBIX  PE3YJIHbTATOB  A€ATEILHOCTH
OpraHu3allid U BBIABICHUE BHYTPHXO3AHCTBEHHBIX pe3epBOB O0OECIEUeHUs ee
(GHHAHCOBOH YCTOWYMBOCTH.

4. ®yHKkunu

4.1. @opMUPOBAaHHE YUETHOW MOJUTHUKH B COOTBETCTBHH C 3aKOHOAATENHCTBOM
0 OyXranTepcKoM ydeTe W HalOrOOOJIOKEHHU HCXOIS U3 CTPYKTYPBI B OCOOCHHOCTEM
ACATCIBHOCTH  OpraHM3alMH, HeoOXomumocTH —ofecredeHuss ee  (DHUHAHCOBOM
YCTOWYHBOCTH.

4.2. Pabora no MOArOTOBKE M IPUHATUIO pPaboOdero IUIAHA CUETOB, bopm
[ICPBUYHBIX ~ YYETHBIX [NOKYMEHTOB, [PUMEHAEMBIX UL OQOpMIEHHS (DAKTOB
XO3SICTBEHHOM )KU3HU, PETUCTPOB OyXyueTa.

4.3. PaspaboTka hopM JOKYMEHTOB BHYTpeHHe# GyXraarepcKoil (punHaHCOBOIH)
OTYETHOCTH.

4.4. OOecneyeHue mNoOpsAIKa NPOBENEHHS HHBEHTAPH3ALMH  aKTHBOB
1 00s13aTeNbCTB.

4.5. OOGecnevenue COOMIONEHUS TEXHOJIOTUM 06PaGOTKH Oyxranrepckoi
MH(QOPMAlK 1 OPSAKA TOKYMEHTO000pOTA.



4.6. HenpepbIBHBIH y4eT aKTHBOB, 00s3aTenbcTB, (AKTOB XO3SHCTBEHHON
KM3HH, HCTOYHHKOE (GMHAHCUPOBAHUS AESITEIBHOCTH OPraHU3alUH, OXOJOB,
pacxozoB, MHBIX OOBEKTOB y4eTa, yCTaHOBICHHbBIX (eepabHbIMU CTaH1apTaMHu.

4.6.1. CBoeBpeMeHHOEe OTpaKeHHE Ha cuyeTax OyxydeTa OIepalHil, CBA3aHHBIX
C IBIDKCHUEM OCHOBHBIX CPEACTB, TOBAPHO-MATCPHAIBHBIX HCHHOCTEH M JECHEXKHBIX
CPEeACTB H T. 1.

4.6.2. VueT wu3mepkeKk IPOU3BOLCTBA M OOpPAINCHMS, HCIONHEHHS CMET
pacxofioB, peanu3alld¥ IPOJAYKLMH, BBINOJHEHHA paboT (YCIyr), pe3yasTaToB
AEATENBPHOCTH OpraHu3aliM, a TakkKe (UHAHCOBBIX, PACYETHBIX M KPEAUTHBIX
omnepanui.

4.7. CBoeBpeMeHHOE U IPaBUIIBHOE 0(OPMIIEHHE TOKYMEHTOB ISl OpPraHH3aLiK
M BeleHus Oyxydera, oOecreyeHHE HUX COXPAHHOCTH, O(GOPMICHHS U CIadvH
B YCTaHOBJIEHHOM IIOPSIJIKE B apXUB.

4.8. CocraBiieHME 3>KOHOMHYECKH OGOCHOBAHHBIX OTYETHBIX KallbKYJISIIHiL
ce0eCTOMMOCTH NPOLYKIHH, BHIIOTHAEMBIX paboT (yciyr).

4.9. Obecnieyenne CBOEBPEMEHHbIX U ITOJIHBIX Pac4eTOB MO 3apaboTHOM ruIaTe.

4.10. [IpaBunsHOE HaYMCIEHHE U [IEPEUHCIIEHNE HATIOTOB U COOPOB B GIOKETHL,
CTPaxOBBbIX B3HOCOB B IOCYJapCTBEHHELIE BHEOIOAXKETHBIE (OHMBI, IaTexeld B GaHKH,
CPEICTB Ha QUHAHCHPOBAHHE KAIUTANBHBIX BIOKEHHUH H T. [,

4.11. TlorameHue B yCTaHOBIEHHBIE CPOKH 3aIO/DKEHHOCTEN OaHKaM
IO CCyJlaM, KpeIHTaM.

4.12. Oruncienve CpeicTB HAa MaTepHalIbHOE CTHMYJIMPOBAHHE COTPYIHHKOB
WHcTHTyTA.

4.13. Yuactve Hapsay ¢ APYTHMH CIIy)0aMu B IIPOBENEHUH YKOHOMHYECKOTO
aHalM3a  XO3jIUCTBEHHO-(QMHAHCOBOM  mesATenbHOCTH MHCTUTYyTa IO  JAHHBIM
OyXralTepcKOro ydera M OTYETHOCTH B LENSX BBIABJICHHS BHYTPHXO3SHCTBEHHBIX
PE€3€pPBOB, YCTPAHCHUS MIOTEPh U HEITPOU3BOACTBEHHBIX 3aTpAaT.

4.14. Yyactue B odopmieHun MaTEepUaJIOB 110 HeAO0CTadaM U XHUIIEHUSM
ACHEXHBIX CPEICTB U TOBapHO-MaTepHAJIbHBIX LIEHHOCTEH, Mepeaaya B HEOOXOMUMBIX
ClIy4asx 3TUX MaTePHAJIOB B CIICJICTBEHHBIE U CyZeOHbIE OPraHBl.

4.15. Yyactre Hapsly ¢ pyKOBOAHMTENEM B BOIPOCAX Pa3MeEIIeHHs CBOOOIHBIX
(MHAHCOBBIX CPEJICTB Ha GAaHKOBCKUX [EMO3UTHBIX BKIAAaX, KOHTPOb 32 IPOBELEHHEM
YYETHBIX ONEPaIMi ¢ ACTIO3UTHBIMU ¥ KPEAUTHBIMH JJOTOBOPaMH, IIEHHBIMEA OYMaraMu.

4.16. OOecriedeHue CTPOroro  COOJIOAEHHUS  CMET aIMUHUCTPATHBHO-
XO35HCTBEHHBIX U JAPYTHX PACXO0B, 3aKOHHOCTH CIUCAHHUS CO CUETOB BYXranTepcKoro
ydera HelocTad, 1eOMTOPCKOH 3a/I0MKEHHOCTH U APYTHX IOTEPb.

4.17. KOHTpONb KacCOBOH IMCLMIUIMHB! YIIONHOMOYEHHBIMH COTPYIHHKAMH
OyXranTepuu B IpelenaX KOMIIETEHIUH, yCTAHOBIEHHON IO/DKHOCTHOM UHCTpYKLUEH
U nojoxeHusmMu banka Poccun.

4.18. CocraBneHue OanaHca M OINEPAaTHBHBIX CBONHBIX OTYETOB O NOXOIAX
M pacxojax cpeacTB, 00 HCHONB30BaHWHM OOKeTa, Jpyrodl  6yxranTepckoif
W CTATUCTUYECKOH OTYETHOCTH, IIPEACTaBICHHE HX B YCTAHOBJEHHOM MOPSAKE
B COOTBETCTBYIOLLHE OPraHbl.

4.19. PaccMoTpeHHMe ¥ BH3UPOBAHHE IVIABHBIM OyXTIanTepoM CIIyKallhx
OCHOBAaHUEM MJIsl NIPUEMKH W BBIJAYM JEHEXHBIX CPEJICTB, JOIOBOPOB U COIIAIIEHHUH,



3aKIII0YaCMbIX OpraHM3alMel Ha IOJyY€HHE WM OTIYCK TOBAPHO-MaTEpPHATBHBIX

LEHHOCTeH M Ha BBINOJIHEHUE pabOT U yCIyT, a Take JOKYMEHTOB, yCTAHOBIEHHBIX
B COOTBETCTBUHM C ITYHKTaMu 4.2—4.3 HACTOSIIErO IT0JI0KESHHUS.

S. IlpaBa 6yxraarepumn

5.1. Byxrantepus UMeeT cjieIyrolie mpasa.

5.1.1. TpeGosate oT Bcex monpasnenenuil MHCTHTYTa CO6MOAEHUS MOpsiKa
O(OpMIIEHHs ONEpalUil W MpPEACTABIEHHS B YCTAHOBIEHHBIE CPOKH HEOOXOIHUMBIX
JIOKYMEHTOB H CBEJIEHU.

5.1.2. TpeGoBath OT pykoBOAMTEeH CTPYKTYpPHBIX MOAPa3IeneHuil HNucturtyta
U OTAEIbHBIX CICLUWATUCTOB TMPUHATHS Mep, HaNpaBleHHBIX Ha obOecrnedyeHHe
IIPaBUIbHON OpraHu3aluu OyXydera.

5.1.3. BHOCUTH mpeiNoKeHHs PYKOBOACTBY MHCTUTYTa O IpUBICYEHUM
K MaTepHaNbHOM W JUCUMIUNIMHAPHOM  OTBETCTBEHHOCTH  JODKHOCTHBIX  JIMIL
I10 pe3yJIbTaTaM MPOBEPOK.

5.1.4. He npunumMaTh K HCHONHEHHIO U O(OPMIEHMIO JOKYMEHTbI
110 OI€palKsiM, KOTOpble MPOTHBOPEYArT 3aKOHOJATENBbCTBY U  YCTAHOBJIEHHOMY
MOPSIAKY TNPHEMKH, XPaHCHUS M pacXOMOBaHMA [EHEKHBIX CpeICTB, TOBapHO- -
MaTepUaNbHBIX ¥ OPYTUX IIEHHOCTEH, a TakKe 0€3 COOTBETCTBYIOLIETO PACIIOPSIKEHUS
aupekropa MHcTuTyTA.

5.1.5. Bectn mepemucky mo BOIPOCaM GYXTalTepPCKOTO ydeTa M OTYETHOCTH,
a TaKXe APYTUM BONPOCAM, BXOJSIIMM B KOMIIETEHIIHIO OyXTalITepHU M He TPeOYIOMUM
COTIAaCOBaHUS ¢ PYKOBOAUTEEM OpraHH3allHH.

5.1.6. IlpencTaBuTenbCTBOBATE B YCTAHOBJIEHHOM MOPSIKE OT HMEHU
OpraHM3alMy IO  BONpPOCaM, OTHOCAIIMMCA K  KOMIIETGHLUWH OyXIralTepuH,
BO B3aMMOOTHOILCHUAX C  HAJIOIOBBIMH, (DMHAHCOBBIMH OpraHaM#, OpraHaMu
FOCYapCTBEHHBIX BHEOMODKETHBIX (POHMOB, OaHKaMHU, KPEIUTHBIMH YUPEKICHHIMU,
MHBIMK TOCYNapCTBEHHBIMHM OpPraHM3allMsAMH, a TaKXe JPYrMMH OpPraHU3aLUsIMHY,
YUPEKAECHUSAMHU.

5.1.7. Tlo cornacoBaHuio ¢ AUPeKTOpoM MHCTUTYTa NpUBIEKaTh 3KCIIEPTOB
H CIIE[UANTUCTOB B 00J1acTH OyXTranTepcKoro ydera IJIs KOHCYJBTALU, MOIrOTOBKH
3aKIIIOYEHHUH, PEKOMEHIALUK U NPeIIOKEHU .

5.1.8.  JlaBaTe  yKasaHus CTPyKTYPHBIM [oApasfiefieHusM HHctuTyTa
10 BOTIPOCAM, OTHOCSIIMMCS K KOMIETEHUMM OYXTalTepuH M  BBITEKAIOLIIM
¥ QYHKLUH, KOTOPBIE [IEpeYUCieHbl B HacTosmeM [1onoxeHuw.

5.1.9. TpeboBatb M nomyuyars Marepuaisbl, MHPOPMALMIO, HEOOXOMUMEIE
IS IESTENBHOCTH OyXraaTepuu, OT CTPYKTYPHBIX Tofpasaeienuii MHcTuTyTA.

5.1.10. OGpamiatecs ¥ nOMydYaTh OT CTPYKTYPHBIX NOAPA3AeIeHHIT HNHctutyTa,
FOCYNApCTBEHHBIX MNPEMNPUATAN ©  YUYPEXKIEHHH HEOOXOOUMYIO METOOMYECKYIO,
IIPAaBOBYI0 U KOHCYJIPTAIlHOHHYIO IIOMOLUb B BBIMOJHEHHH 33744, BO3JIOKEHHBIX
Ha OyXranTepHuio.

5.1.11. [laBath pasbACHEHHS U PEKOMEHAAUMM II0 BONPOCAM, BXOMSILIMM
B KOMIIETEHIIHIO OYXTANTEePHHU.

5.2. I'naBHBIH Oyxranrep uMeeT clieqyrolye paBa:



5.2.1. B caydae oGHapyxeHUS HE3aKOHHBIX AEHCTBUH JO/DKHOCTHBIX JIWIL
AOKIIaIbIBaTh O HUX PyKOBOJUTENIO OPraHU3ALMH JUIS IPHHSTHS Mep;

5.2.2. BHOCHTH mHpeIoKEeHHUs PYKOBOACTBY FHCTUTYyTa O TmepeMeleHnn
COTPYAHHUKOB OyXranTepHd, HX IMOOWIPEHHH 3a YCIELIHyI0 paboTy, a TakKxke
IPEITIOKEHUS. O  HAJIOXKEHUH JUCUMIUIMHAPHBIX B3BICKAHUNM Ha COTPYAHHKOB,
HapyIIAOLIUX TPYAOBYIO JUCLUILIHHY.

5.2.3. CornacoBblBaTh ¢ PYKOBOAUTENEM BOMPOCEHI Ha3HAU€HUs, YBOJIbHEHUS]
H MEPEMELIEHHSI COTPYAHUKOB OyXTaITEPHUH.

5.24. JlpUMEHATH IO COIVIACOBAHHIO C PYKOBOIHTENEM Hucrutyra Mepsr
TNOOIIPEHHsT TUOO Mepbl B3BICKAHMS. Mephl B3BICKAHUS MOTYT IIPUMEHSTBCS. TOTJIA,
KOTa COTPYIHMK OyXrajiTepud IOBTOPHO JOMYCTHI  OIIHGKY, IIPUBEALIYIO
K GMHAHCOBBIM IIOTEPSM ISl OPTaHHU3ALMH, JHGO JOOTIyCTHII YTE4YKy HHGMOpMAIHH,
HOCSILEH KOH(UIEHIIMAIBHBIN XapakTep.

5.2.5. TlpeacTaBisaTb pasHOTIACUS PYKOBOIUTEIO HMHucTuTyTa B OTHOIIEHHU
BeZleHUs OyXydeTa.

5.2.6. PyKOBOJCTBOBATbCS IHCHMEHHBIMH PACIIOPSKEHUAMH PYKOBOAUTENS
VHCTHTYTa B Cilyuae BO3HMKHOBEHUs! PA3HOMVIACHH MeXKIY PyKOBOIUTENEM ¥ TIIaBHBIM
OyXrantepoM B OTHOLICHHH BeJeHUs 6yXydeTa.

5.2.7. TpebGoBanus Oyxraiatepud B 4YacTH IOPSIKA Oo(OpMIIEHHSI OlIepayi
W IIPEACTaBICHUS] B OyXralaTepHI0 HEOOXOAMMBIX JOKYMEHTOB U CBEICHHU SBJISIOTCS
00s13aTeNBHBIMU IS BCEX monpasnenenuit Mucturyra.

6. OTBETCTBEHHOCTD
6.1. CoTpynnuku Oyxrairepud HeCyT OTBETCTBEHHOCTh 3a HaJJiexKalree
U CBOEBPEMEHHOE BEINOJIHEHYE byHKIMH, INPENYCMOTPEHHBIX  HACTOSIIMM
[IOIOXKEHUEM, B TIpenenax o0s3aHHOCTeH, BO3JIOKEHHBIX HAa HUX JOJDKHOCTHBIMH
UHCTPYKIUAMU U HEIIOCPEACTBEHHBIMHU PYKOBOIUTEISMH.



