COT'JIACOBAHO YTBEPXJIAIO

Ipeacenarens MK 3aBeyrouni
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OyxraaTepa — kaccupa

1. O0mue monosKeHHs

Hacrosiliass IOMKHOCTHAs HHCTpYKLHS paspaboraHa Ha ocHoBe ®3 or
29.12.2012r. Ne273-03 «O6 obpasoBanuu B Poccmitckoit Denepanymny, a
Takxe Ha ocHose IIpodieccHOHANBHBIX KBAIMPUKAUMOHHBIX FPYIIT KOKHOCTEH
paboTHHKOB 06pa3soBanus, yTB. [Ipukazom Munsnpascoupassutis Poccuu ot
05.05.2008 Ne 216H u ITomoxends o6 0COBEHHOCTSX pexxuma pabouero
BPEMEHH M BPECMECHH OTABIXa MENArOTHYECKMX M JPYTHX pabOTHHKOB
00pa3oBaTeNbHBIX Y4pekIeHHil, yTB. npHKazoM MuHOOpHayku Poccuu ot
27.03.2006 Ne 69, Mepepanshoro 3akona or 25.12.2008r. Ne 273-03 «O
NPOTHBOACHCTBHM  KOPPYNUHMH» M HAa  OCHOBAHWH «Metogugeckux
PEKOMEHAaUMH 1O pa3paboTKe M  NPHHSTHIO OpraHu3alUsAMH Mep IO
NPEAYNPEXKACHAIO M NPOTUBOAEHCTBHIO  KOPPYIILAWY, YTBEPNKACHHBIX
MHHHCTEPCTBOM TPyAa M COLMANGHOM 3alHTEHL Poccuiickoit ®enepauuu ot
08.11.2013r. [Ipn cocraBnenus nanHOM HHCTPYKUMH yuTeHel TpynoBoii
konekc Poccuiickot Menepaunu u npyrue HOPMATHUBHBIE AKTHI, PEryIHPYIOLHE
TpynoBsIe oTHOIWEHUA B Poccuiickoit Menepanuu.y»

Byxrantep-kaccup HazHavaeTcs Ha NOMKHOCTE U YBOJIBHACTCS 3aBeAyIOLIUM Ha
OCHOBaHHH JNOKYMeHTa 00 00pa3oBaHMM M JMYHOrO 3BJICHUSA, NOMYMHSAETCS
3aBeflyrolieMy M paboTaet 1o rpaduxy, YTBEPXKICHHOMY HM.

Ha nomxHocTs OyxranTep-kaccupa HazHauyaercs CIIELHANIICT CO CpenHe-

CIIEUHATIBHBIM JKOHOMHUYECKHM 06pa30BaHPICM.

byxranrep-kaccup B cBoeii paGote ONHMPAETCsl Ha CNENYIOLIME JOKYMEHTHI:

» 3aKOHOJaTeNbHbIe akThl 1 TK PO
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» Yeras u [lpaBina BHYTPEHHErO TPYA0BOro pacnopsiaxka I'bJIOY "Iletckuii

can Ne | «Panoctey.
» JloroBop ¢ poauTensimMu u ApYTHe JIOKaNbHbIE aKThl YUpPex A€ HUS
A

# TPHKA3bl 3aBEIYIOLIETO H BEILIECTOALLNUX OpraHos 06pa3OBaHH2,

» HOPMATHBHO-METOHYECKHe AoxkymeHTsl [IpaBuTenscTBa 1 MuHuctepcTBa
¢uHancos PO,

» Tpynosoii gorosop

> HaCTOALLYIO AOKHOCTHYIO HHCTPYKIIHIO.

1.4.PaGotaer B pexume HCHOPMHUPOBAHHOTO pabouero AHs ucxonms u3 40
4acoBoii paboueii Hegenu.
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. Byxranrep-kaccup BBINIOJTHAET CaHHUTapHO-THTHEHHYECKHE

2. Oos3annocTH

H
SMNHAEMHONIOTHYEeCKHEe IIpaBHia, HHCTPYKUHUH II0 OXpaHe Tpyoa H TeXHHKH

Be3omacHocTH, NPOTHBOIMOKAPHBIE HHCTPYKLIUH.
Beinonnser paGory no pasnudnsim y4acTkaMm GyXrantepckoro yuera.

YuyacTByeT B pa3paGoTKe H OCYIUECTBIEHHH MEPONPUATHH, HaNpaBIeHHBIX Ha

cobmonenue (MHAHCOBOH NUCLMILTHHEL

pecypcos.

H paldoHalbHOe HCII0NB30BaHHUe

OcywectBnser npuem u KOHTPOJIE  NEPBHYHOM  MOKYMEHTAUMH o

COOTBECTCTBYIOLUM  yYacTKam Y4€Ta M M[OAroTaBiHBaeT HX K CYETHOH

obpabotke.

Otpaxaer B OyxranrepckoM yuere ONMEpPanyu, CBS3aHHBIE C JBHIKEHHEM

ACHEXKHBIX CPEJICTB H TOBapHO-MaTepI/IaJ'IBHBIX LEHHOCTEH,

INNPOHU3BOOHT HAYUCIEHUe U NEPEYUCTICHUEe IIIaTexeil B I‘OCYﬂapCTBeHHin:I

OlOIKET, B3HOCOB Ha rOCyIapCTBEHHOE COLMAJIBHOE CTPaXOBaHHE, CPEICTB Ha
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¢uHancHpoBanHe KanuTanbHBIX BIOXKeHHIT 3apaGOTHOH IIATBI COTPYJHHKOB,

HaJIOTOB H APYTrHX BBIMJIAT H rarexei, a TakKe OTYHCJIEHHE CPEeACTB B (1)0H,IIbl.

2.7. YyacTByeT B npoBefieHHMM OKOHOMHYECKOrO aHaliM3a  XO3AHCTBEHHO-
(GHHAHCOBOI MeATeNbHOCTH YUPEXKISHHS MO JaHHBIM OyXrajlTepcKoro yyera
OTYETHOCTH B LeNX BbISBIECHUS BHYTPEHHHX pE3€PBOB, OCYLIECTBICHHH
peXXHMMa  JKOHOMHM W MeponpHsATHH IO COBEpPILEHCTBOBAHHIO
JOKyMeHToo0OopoTa, B pa3paboTke M BHEIPEHHH MPOrPECCUBHBIX (OPM H
METOA0B OyXraaTepckoro ydeTa Ha OCHOBE IPHMEHEHHS BBIYHCIHMTENBHOM
TEXHHKH, a TaK)Ke NPOBEJSHUH UHBEHTApU3alHil JeHeKHBIX CPeACTB, TOBAPHO-

MaTepHalbHBIX HEHHOCTEﬁ, PacdCTOB U NMIAaTCHKHBIX 0053aTeNBCTB.

2.8. HO,IIFOT&BJIHB&CT AaHHBIC II0 COOTBCTCTBYIOIIHM YYacTKaM Yy4eTa JJId
COCTaBJICHUA OTYETHOCTH, CIEOUT 3a COXpPaHHOCTBIO 6yXFaJ'ITBpCKHX

JAOKYMEHTOB, O(l)OpMJ'IﬂeT HX B COOTBETCTBUH C YCTAHOBJICHHBIM ITOPSAOKOM IJIs

repefayy B apXHB.

3. Ilpasa
PaboTHUKY TpenocTaBisioTes NpaBa, 3aKperUIEHHEIE B Koncturynuu Poccuiickoit
®enepaunu, 3akoHonarensctse PO o Tpyne, [TpaBunax BHYTPEHHEI0 TPYZIOBOTO

pacropsaka H TpyJOBOM JOrOBOPE.

3.1. byxranrep-kaccHp HMeeT IIpaBO Ha €XXErOOHbIH OILIAYHBAEMEINL OTILyCK
NPOJIOIDKUTENBHOCTEIO 28 KajeHAapHBIX HEH, a Takxke MONB3yeTCs IIpaBaMHu,
npenycMotpeHHbBIMH TK P® u mpyrumu 3axoHomarensHeIMu aKTaMH, YcTaBom
u IIpaBUIaMHi BHYTPEHHErO TPYNOBOrO pacnopsaka Horosopom ¢ poxuTensmu,
ITonoxeHHeM O HOLIKONBHOM YUPEKACHUH H JPYTHMH JIOKATBHBIMH aKTaMH.

3.2. TpeboBatb OT aMUHUCTPALNU CO3NAHUS YCIOBUil I BBIIONHEHUS TIPSIMBIX

o0g3aHHOCTEH.

3.3. IlpuBneKaTs COTPYAHHKOB K BBHIIOIHEHHUIO nopy4yeHui pykosoactsa JJOV.
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4. TpeGosath or nenonuuteneii 10paGoTKH LOKYMEHTOB, MOArOTOBICHHBIX C

HApYLIEeHHEeM YCTAHOBJICHHBIX IIpaBHJI COCTaBJICHHA H O(pOpM.HCHHﬂ

IOKYMEHTOB.

3.5. Bu3up013a"rb NpPOEKTBl  AOKYMCHTOB, CBJ3aHHBIX €  YNpPaBJICHYECKOH

ACATECIBHOCTBIO JOWKOJIBHOTO YUpEeXJICHHS.

3.6. Brocuts Ha paccmoTpenue pykopoauTens JIOY  NpemyiokeHHs IO

YIYHYHIEHHIK) OpraHHu3alHH pa60TbI C NOKYMEHTaMH, C Y4Y€TOM IIpHMEHCHHA

KOMIIBOTEPHBIX TEXHOJIO THi.

3.7. Ha zamuTty npogeccHoHanbHON 4eCTH U JOCTOHHCTBA.

3.8. Ha COUHAJIBHBIC TapaHTUH H JBCOTEHI, YCTaHOBJICHHBIC 3aKOHOOATEJIECTBOM

P®.

4. OTBETCTBEHHOCTH

4.1. Hecer mnepcoHanpHYI0 OTBETCTBEHHOCTH 3a COXpaHEHHe (HHAHCOBOI

JOKYMEHTallMH, HMHBEHTaps M MMYILLECTBA YYPEKIAEHHS, HaXOAAUIErocs B

KaOHUHeTE.

4.2. 3a  HeHCmONHeHHE BceX  OOJ3aHHOCTEH Oyxrantep-kaccupa  HeceT

AUCUUINIMHAPHYIO, MATEpPHANbHYI0O M YrOJOBHYIO OTBETCTBEHHOCTh B
COOTBETCTBHH C AEHCTBYIOLIMM 3aKOHOJATEILCTBOM.

4.3«B cootBercTBHH ¢ DepiepanbHbIM 3ak0HOM Poccuiickoii @enepauun ot 25.12.
2008r. No 273 — @3 «O npoTHBOIEHCTBMM KOPPYILHH» H HA OCHOBAHHK
MeTonnyecknmMi peKOMEHIAUMAMH TI0 pa3paboTKe M NPUHATHIO OPraHH3aHAMY
MEp IO MPEAYNPEXJEHHIO U NMPOTHBOAEHCTBHIO KOPPYIIHHY», YTBEPIKIEHHBIX
MHUHHCTEPCTBOM Tpyla M COLMAIBHONH 3ammuTel Poccuiickoit Denepanuu ot
08.11.2013r. :

- BO3MCPXKHBACTCA OT COBEPIICHMA M (WIM) Y4acTH B COBEpIUEHUH
KOppYMUHOHHBIX TIPABOHAPYIIEHHH B MHTEPECAX HIIH OT UMEHH OpraHH3alHK;

- BO3ICPXXKHMBAETCA OT TOBEIEHHS, KOTOPOE MOXET ObITh HCTOJKOBAHO
OKpPYXAlOLIMMH KaK TOTOBHOCTh COBEPLIMTL HMJIM Y4YacCTBOBATH B COBEpLICHHH

NpaBOHApYyLIEHUs B HHTEpecax UJIH OT UMEHH OpraHH3aluH,
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- HESAMenTenbHO nHbopMupyer 3apenyiowero JIOY 1 OTBETCTBEHHOrO JHIA 33
PCA3ALHIO AaHTHKOPPYTILIMOHHOI MOMUTHKM O cllydasx CKIOHEHHs paGOTHHKA K

COBEPLICHHIO KOPPYNIHOHHBIX [PABOHAPYILEHHUIA;

- He3aMennuTensHo undopmupyer 3aseayiommero JIOY 1 OTBETCTBEHHOrO JIMIA 3a

PCATH3ALNIO AaHTHKOPPYNUHOHHON MNONMTHKM O CTaBLIeH H3BECTHOH paBOTHHKY

HHOpMAUMH O cnyyasX —COBEpIIEHHS KOPPYNUMOHHBIX IPaBOHAPYLIEHHi]

APYTHUMHU pabOTHHKAMHU, KOHTPATEHTAMH OPraHU3aliy WK HHBIMH JTHLAMH;

coodiuaer 3apemyromemy JOY U OTBEICTBEHHOMY JMLY 3@ pPEeaTH3aLMIO

AHTHKOPPYNUHMOHHOM TONHMTHKH O BO3MOXHOCTH BO3HHMKHOBEHHS JHOO

BO3HMKIIEMY Y pabOTHHKA KOH(IINKTa HHTEPECOB.

C nacrosueit HHCTpyKUMeil 03HaKOMIIEH(a)

OnuH ax3eMIuIsp noayuun(a):

« » 20 ¥
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