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J01KHOCTHASI HHCTPYKIMSA OyXrajarepa mKoJbl

1. O0uue mos10:xxeHUs

1.1. HacTosimast ToJbKHOCTHAsE HHCTPYKIUSA pa3padoTana Ha ocHOBe [IpodeccnonanbHOro
crangapra 08.002 «byxrantep», yTBEpKJI€HHOTO IpuKazoM MUHUCTEpCTBA TpyAa U
couuanbHOM 3amuThl Poccuiickoit @denepanuu ot 21 despains 2019 r Ne 103H; ¢ yuetom
®enepanbHoro 3akona Ne273-@3 ot 29.12.2012r «O6 obpazoBanuu B Poccuiickoit deneparum
B peaakuuu ot 2 utoins 2021 roga; CIT 2.4.3648-20 «CaHuTapHO-31HUIEMUOTIOTHIECKHE
TpeOOBaHUS K OpraHU3aIlMsIM BOCIIUTAHUS M O0YYESHHsI, OT/AbIXa U 03I0POBJICHHUS JIeTel U
MOJIOZIEKHM»; B COOTBETCTBHM C TpynoBbIM KogekcoM Pocculickort @enepanyiv 1 1pyruMu
HOPMAaTHUBHBIMH aKTaMHU, PETYIUPYIOUTUMH TPYIOBbIE OTHOIICHUS MEXI1Yy paOOTHUKOM U
paboTtoaarenem.

1.2. JlaHHas MHCTPYKIIMS YCTAaHABIUBAET TPYAOBBIE GYHKIIUU U JOIKHOCTHBIE 00S3aHHOCTH,
MpaBa, OTBETCTBEHHOCTh M B3AMMOOTHOIICHHS B KOJUIEKTHUBE COTPYIHHMKA, 3aHUMAIOIIETO B
0011e00pa3oBaTeIbHONM OpraHU3aIH TOJDKHOCTh OyXrairepa.

1.3. Ha nomkHOCTh OyXTanTepa 00meo0pa3oBaTeaIbHON OpraHU3aMyd MOXKET Ha3HAYAThCs JTUILO:

* uMerolee cpeiHee npodeccuoHanbHoe 00pa3oBaHue - MPOrPaMMBbI TOATOTOBKH
CIEIMAJINCTOB CPEAHETO 3BE€HA UJTU CpeiHee NMpodeccroHallbHOE 00pa3oBaHue
(HerpouIIbHOE) - MPOTPaMMBbI TTOITOTOBKH CIIEIIUAIMCTOB CPEAHETO 3BE€HA U
JOTIOTHUTEIbHOE TPO(heCcCHOHATIbHOE 00pa30BaHuUE - IPOTrPAMMBI MPOPECCHOHATHHON
MEepPEnoArOTOBKY;

*  HMeIoIIee OMBIT paboThI B JOJDKHOCTH € 0oJiee HU3KOH (MpeAlIecTBYIONIEH) KaTeropue
HE MEHEe OJIHOTO Troja (A JOHKHOCTEH ¢ KaTeropueil);

*  COOTBETCTBYIOIIIEE TPEOOBAHUSIM, KACAFOIIMMCS TTPOXOKICHUS PEBAPUTEIHHOTO (TIPH
MOCTYIJIEHUHU Ha paboTy) U MEPUOAUUECKUX METUITUHCKUX OCMOTPOB, BHEOUEPETHBIX
MEIUITMHCKUX OCMOTPOB T10 HAIIPaBJICHHUIO paboTomaress, 00sa3aTeIbHOTO
NCUXUATPUUECKOT0 OCBHICTENLCTBOBAaHUS (He pexxe 1 pasza B 5 jer), npodeccuoHanbHOMI
TUTHEHWYECKOM MOATOTOBKU U aTTecTaluu (Mpu IprueMe Ha paboTy U Janee He pexe 1
pa3a B 2 rojia), BaKIIMHAIINH, a TAK)KE UMEIOLIEE JINYHYIO METUIIMHCKYIO KHUXKKY C
pe3yJbTaTaMi MEIUIUHCKUX 00CIIeJOBaHUM 1 1a00paTOPHBIX MCCIEAOBAHUM,
CBEJICHHSIMH O TIPUBHBKAX, IEPEHECEHHBIX NHPEKIIMOHHBIX 3a00ICBaHMSIX, O




MPOXOXKACHUU MTPO(HECCHOHATLHON TMTHEHUYECKOW MOATOTOBKH U aTTECTAIIUU C
JOIYCKOM K paborte;

* HE UMEIOIIee OTPAaHUYCHUI Ha 3aHSATUE TPYIOBOM NEATEILHOCTHIO B chepe oOpazoBaHus,
M3JI0’)KeHHBIX B cTaThe 351.1 «OrpanndeHus Ha 3aHATHE TPYJIOBOM JEATEIBHOCTHIO B
cdepe oOpazoBaHUsl, BOCIUTAHUS, PA3BUTHS HECOBEPIICHHOJICTHUX, OPTaHU3AIIH UX
OTJIbIXa U 03/I0POBJICHHUSI, MEAUIIMHCKOTO 00ECIIeYeHH s, COIIMAIbHOM 3aIlUThI U
COILIMATILHOTO 00CITY>KUBaHUS, B Cepe JETCKO-FOHOIIECKOTO CIIOPTa, KYJIbTYypPhI U
HCKYCCTBA C y4aCTHEM HeCOBepILIEHHONIETHUX» TpyaoBoro konekca Poccuiickoi
®denepauuu.

1.4. Byxrantep OTHOCUTCS K KAaTETOPUU CHEIMATUCTOB, HA3HAYAE€TCA U OCBOOOXKIAeTCS OT
JOJKHOCTHU JTUPEKTOPOM IIKOJIBI TIO COTIACOBAHUIO C TJIABHBIM OyXTallTepOM
o0mieo0pa3oBarenbHOM opranu3anuu. Haxonures B HOJYMHEHUH Y TJIaBHOTO Oyxrairepa
0011e00pa3oBaTeIbHON OpraHu3aluy.

1.5. Ha nepuon oTmmycka u BpeMEHHON HETPYI0CIOCOOHOCTH OyXTanTepa ero J0KHOCTHBIE
00s13aHHOCTU MOTYT OBITh BO3JIOKEHBI HA JPYTHX COTPYAHUKOB IIKOJIBHON OyXTaJITEpUH.
BpemenHoe BbInogHeHHE 00s13aHHOCTEH B ATUX CITy4asix OCYIIECTBIISIETCS Ha OCHOBAaHUU
MPHUKa3a JUPEKTOPA IIKOJIBI, U3IaHHOTO ¢ COOMI0ICHIEM TPeOOBaHUH 3aKOHOIATEIBCTBA O
TpyJe.

1.6. B cBoeii nestensHOCTH OyXTanTep MIKOJbI pykoBoacTByeTcs KoHctutynueit Poccuiickoit
®depnepannn, nonoxenusmu OenepanpHoro 3akona «O6 oOpazoBanuu B Poccuiickoi
®enepanuny, 3akoHoM «O Oyxranrepckom yuére», pemenusimu [IpaButenbcra Poccuiickoit
@Denepalyivl 1 OpraHoOB yIpaBlIeHUS 00pa30BaHUs BCEX YPOBHEH MO BOIIPOCAM OpraHU3AINH
OyXTaJITepCKOro y4era B 0011eo0pa3oBaTeIbHbIX OpraHu3anusix. Takxe, COTPYIHUK
pykoBozctyercss Hopmamu CII 2.4.3648-20 «CaHnutapHO-3MHAEMUOIOTHYECKUE TPEOOBAHUS K
OpraHu3aIMsIM BOCITUTAHUS U 00YUYEHUS, OT/IbIXA U 03JIOPOBIICHUS JIETEH U MOJIOICKH;
aIMUHUCTPATUBHBIM, TPYAOBBIM U X0341lCTBEHHBIM 3aKOHOAATENbCTBOM Poccuiickoit
®denepannn, NpaBUJIaMi U HOPMaMH OXpaHbl TPYy/la U MOKapHON 0€30MacHOCTH, Y CTaBOM U
JIOKAJIbHO-TIPABOBBIMH aKTaMU 00111e00pa30BaTeNbHON OpraHu3aluy.

1.7. Byxranrepy mKoJbl HEOOXOAUMO 3HATh:

*  3aKOHOJATENbCTBO O OYXTalATepPCKOM y4eTe, apXMBHOM Jiejie, Halorax u coopax,
COITMAIbHOM M MEJIUIIMHCKOM CTPaXxOBaHUU, ICHCUOHHOM OOECIICUEHHH, TPAKIAHCKOE,
TPYAOBOE, TAMOKEHHOE 3aKOHOAATENBCTBO Poccuiickoit denepanuu;

*  3aKOHOJATEJIHHBIC aKThI, TOJIOKEHUS, TOCTAHOBIICHUS, UHCTPYKIIUHU, PYKOBO/ISIITHE,
METOUYECKHE U HOPMAaTHUBHBIE MaTEePHAIIBI [0 MOJATOTOBKE OyXTaJITePCKOro y4eTa
HMMYIIECTBA, 0053aTENIbCTB, XO3SIMCTBEHHBIX ONIEPAINI M COCTABIICHUIO OTUYETHOCTH;

*  (QopMBI U METOIBI OYXTaNTEPCKOro yueTa B 00111e00pa30BaTEIbHOM YUPEIKICHHH,

*  OpraHu3aIMIo JOKYMEHTO000pOTa Mo TPeOyeMBbIM ydacTKaM OyXTajaTepCKOTO y4ueTa;

*  NPAKTUKY IpUMEHEHUs 3aKoHoarenbcTBa Poccuiickoit deneparuu no Borpocam
odopMIIeHUS TIEPBUYHBIX YUETHBIX JOKYMEHTOB, IEHEKHOTO U3MEPECHHS OOBEKTOB
OyXTalTepCKOro y4eTa, OyXraaTepckoMy YUeTy;

*  BHYTPCHHHE OPTaHH3AIMOHHO-PACIIOPSIUTEIbHBIE JOKYMEHTHI 00111€00pa30BaTeIbHON
OpraHu3aIiy, PErIAMEHTUPYIOLIUE OPSIOK COCTABIEHUS, XPAHEHUS U IEpelauu B
apXHB MIEPBUYHBIX YUETHBIX JTOKYMEHTOB, a TAK)KE JTOKYMEHTHI, perJIaMEHTHPYIOIINE
CTOUMOCTHOE U3MEpEeHHE 00BEKTOB OYXTalITepPCKOTO YUeTa, a TAKXKe OIUIaTy TPY/Ia;

*  BHYTPCHHHE OPTaHH3AIMOHHO-PACIIOPSIUTEIIbHBIE TOKYMEHTHI IITKOJTHI,
perIaMeHTHPYIOIINe 0COOCHHOCTH TPYITUPOBKU HH(POPMAIINH, COIepKaIIeics B
MEPBUYHBIX YUETHBIX JIOKYMEHTAX, XpaHEHUS TOKYMEHTOB | 3aITUTHI HHPOPMAIIUH B
00111e00pa30BaTebHON OpraHNu3aLuy;

*  MOPSIOK JOKYMEHTAJIBHOIO OOPMIICHHUS U OTPAKEHHUS Ha cueTax OyXrajlTepcKoro yuera
OTEepalnii, KOTOPbIE CBSI3aHHBI C IBUKEHUEM OCHOBHBIX CPEJICTB, MaTEPUATbHBIX
LIEHHOCTEH U JICHE)KHBIX CPEICTB;




*  MOPSAOOK COCTABJIEHUS CBOJHBIX YUETHBIX JJOKYMEHTOB B LIEJISIX OCYLIECTBIICHUS
KOHTPOJIS U YIOPSAI0YCHHS 00pabOTKH TaHHBIX O (haKTaX XO3UCTBEHHOM KU3HH IIIKOJIBI;
*  KOMITBIOTEPHBIC IPOTPAMMEI JIJIsl BEACHUS OyXTaNTEPCKOrO yueTa;
* DBKOHOMHKY M OPTaHM3AIUIO JICSITEIbHOCTU U YIIPABIICHUS B ILIKOJIE,
*  KOMITBIOTEPHBIC IPOTPAMMEI JIJIsl BEACHUS OyXTaNTEpCKOro yueTa;
* IIpaBuna BHyTpEHHETO TPYAOBOTO pacropsiika o01eo0pa3oBaTeIbHOTO YUPEKACHUS;
* [paBWJIa U HOPMBI OXpaHbI TPY/a, MOKAPHOU OE30MMaCHOCTH, MOPSAAOK ACUCTBUI MPH
BO3HHMKHOBEHMH Tokapa win nHoil YC u »BaKkyaiuu.
1.8. byxrairep MIKOJIbI J0JDKEH YMETh:
*  coCTaBJIATH (0(hOPMIISITH) MIEPBUYHBIE YUETHBIC JIOKYMEHTHI, B TOM YHUCJIC SJIEKTPOHHBIE
JIOKYMEHTBHI;
*  OCYIIECTBJIATh KOMIUIEKCHYIO POBEPKY MEPBUYHBIX YUETHBIX JOKYMEHTOB;
*  MOJB30BATHCSI KOMITBIOTEPHBIMH ITPOTPAMMAaMU JJIsI BEJICHUS OYXTaITePCKOTO y4eTa,
WH()OPMAIMOHHBIMH M CIIPABOYHO-IIPABOBBIMUA CUCTEMaMHM, OPTTEXHUKOM;
* o0ecreynBaTh COXPAHHOCTD MEPBUYHBIX YUETHBIX JIOKYMEHTOB, a TAKXKE PETUCTPOB
OyXrajTepckoro ydyera JIo epeadu uxX B apXuB;
*  BECTHM PETHCTPALMIO U HAKOIUICHHE JAHHBIX MOCPEICTBOM JBOMHOM 3aIIMCH, 110 ITPOCTOMN
CHCTEME;
*  TPUMEHSATH IPaBUjIa CTOMMOCTHOTO U3MEPEHUSI OOBEKTOB OYXTaJITEPCKOTO y4eTa,
CIOoCcOObI HAUMCIICHHS] aMOPTU3AIMH, TPUHSTHIE B YYETHOMN MOJUTHKE IIKOJIbBI;
*  COCTaBJIATH OyXTaJTEPCKHE 3aMUCH B COOTBETCTBUH C paOOYUM IIJIAHOM CUETOB
00111e00pa30BaTEIbHON OpPraHU3aIuu;
*  COCTaBJIATH OTYCTHBIC KAIBKYIISIIIHH, TPOU3BOIUTH PACUCTHI 3apa0OTHOM TIATHI,
MOCOOWH U MHBIX BBIILJIAT paOOTHUKAM IITKOJIBI,
*  COIOCTaBJIATH JAHHBIE AHAIUTUYECKOTO Y4eTa ¢ 000pOTaMH M OCTaTKaMH 10 cueTam
CHHTETUYECKOI0 YU€Ta Ha MOCIEeIHUI KaJeHAapHbIN I1eHb KaKI0T0 MECsLa;
*  TOTOBHUTH CIIPABKH, OTBETHI Ha 3aIMIPOCHI, COJIEpKaIIe HHPOopMaIUI0, POPMUPYEMYIO B
CUCTeMe OyXTalnTepCKOro yuera;
*  HUCHPABJIATH OMIMOKH, TOMYIIEHHBIE MPU BEICHUH OyXTaJITepCKOro y4eTa, B
COOTBETCTBUU C YCTAHOBJIEHHBIMU IIPABUJIaAMH.
1.9. Byxranrep 10oJDKeH 3HATH M COOJIIOIaTh YCTAaHOBIICHHBIC MTPABMIIA U TPEOOBAHUS OXPAHBI
TpyJa U MoXKapHO 0€30MacHOCTH B IIKOJIE, TPABHJIA JIMYHOW TUTUEHBI U TUTUEHBI TPY/a B
0011eo0pa3oBaTeIbHON OpraHU3aluy.
1.10. CoTpynHUK TOJDKEH MPOTH 00ydYeHrEe U IMETh HaBBIKM OKa3aHUs NEPBON TOMOIIH
IIOCTPAJIaBIINM, 3HaTh MOPSAAOK ACHCTBUN TP BOZHUKHOBEHUH I10Kapa WIX HHOU
Ype3BBIYAHON CUTYAIIUHU U 9BaKyalluu B 00IIe00pa3oBaTeIbHON OpraHU3aIlHH.

2. TpyaoBbie pyHKIMH

Byxeanmep wikonvl guinonnsem cieoyrowue mpyoosvie QYHKYuu:

2.1. Benenue OyXraaTepckoro yyera:

2.1.1. IlpundaTue K yuyeTy NepBUYHBIX YUETHBIX JOKYMEHTOB O (haKTax X03sHCTBEHHOM KU3HU
00111600pa30BaTEILHOTO YUPEKACHUS.

2.1.2. JlenexxHoe U3MEpEeHHE OOBEKTOB OYXTaITEPCKOTO y4eTa, JOKYMEHTAIBHOTO O(pOPMIICHHSI
U 0TOOpaXXeHHUs Ha cyeTax OyXralTepcKOoro y4yera onepanui, CBI3aHHBIX C IBHKEHUEM
JICHEeKHBIX CPEJICTB U MAaTePHATIHHBIX IIEHHOCTEH.

2.1.3. UtoroBoe 0600611eHe (JaKTOB XO351CTBEHHOM JKHU3HU.

3. 10/12KHOCTHBIE 00SI3aHHOCTH OyXraJiTepa HIKOJIbI

Byxeanmep ucnonnsem cnedyrowue obszanHocmu.

31 B paMKax TDVHOBOﬁ d)VHKHI/II/I INPUHATHUA K YUCTY IICPBUYHBIX YUCTHBIX TOKYMCHTOB O
(hakTax X034MCTBEHHOM JKM3HU 00I1e00pa30BaATEALHOIO YUPEKACHMS




OCYLIECTBIISICT IPUEM U cocTaBieHue (0(hopMIICHHE) IEPBUYHBIX YUYETHBIX JOKYMEHTOB O
akTax X03sHUCTBEHHOMN KHU3HU 00IIe00pa30BaATEIHLHOTO YUPEKICHUS,

BEJICT OyXTaJTEPCKUI Y4eT UMYIIECTBA, 005M3aTEHCTB M XO3IUCTBEHHBIX ONEpaIIni
(Y4eT OCHOBHBIX CPEJICTB, MaTepUaIbHBIX LIEHHOCTEH, PE3yIbTATOB XO35ICTBEHHO-
(MHAHCOBOH EATEIILHOCTH; PACUETHI C MOCTABLIMKAMHU 3a MIPEJOCTaBICHHBIC YCIYTU U
T.IL.).

BBISABIISICT CIy4ad HApyIICHHUsI OTBETCTBEHHBIMH JIMIIaMU Ipaduka JOKYMEHTO000pOTa U
MOpsIKA MIPEJICTABICHUS B OyXTalNTEPCKYIO CIyKOY NEPBUYHBIX YYETHBIX TIOKYMEHTOB U
UHPOPMHPYET 00 STOM JAUPEKTOPA HIKOJIBI;

OCYIIECTBIISICT MPOBEPKY MEPBUYHBIX YUETHBIX JOKYMEHTOB B OTHOILIEHUHU (OPMBIL,
MOJTHOTHI 0(pOPMIICHHUSI, PEKBU3UTOB;

MIPOBOJIUT CUCTEMATU3ALUIO IEPBUYHBIX YUETHBIX JOKYMEHTOB TEKYILEIO OTYETHOTO
IIEPHO/Ia B COOTBETCTBUHU C YYETHOM ITOJIMTUKOM;

COCTAaBJISIET HA OCHOBE MEPBUYHBIX YUETHBIX JIOKYMEHTOB CBOJHBIE YUETHBIE JOKYMEHTHI;
OCYILIECTBIISET OATOTOBKY IEPBUYHBIX YYETHBIX JOKYMEHTOB JUIS IIEPENAYN B APXUB;
M3TrOTaBIMBAET KOMUU NIEPBUYHBIX YUETHBIX JOKYMEHTOB, B TOM YHCJIE B CIIy4ae UX
U3bSTHUS YIIOJTHOMOYEHHBIMU OpraHaMy B COOTBETCTBUU C 3aKOHOJATEIBCTBOM
Poccuiickoit deneparuu;

oOecnieunBaeT JaHHBIMU JJIs1 IPOBEJCHHS] MHBEHTApU3allui aKTUBOB U 00sI3aTENIbCTB
0011e00pa30BaTEIBLHOTO YUPEXKICHUSI B COOTBETCTBUU C YUETHOM MOTUTUKON
0011e00pa30BaTeIbHON OpraHu3aluy.

3.2. B pamkax TpynoBoil pyHKIMH JEHEKHOTO U3MEPEHUS 00BEKTOB OYXTajITepCKOro y4eTa,
JOKYMEHTAJIBHOTO 0()OPMIICHHUS 1 OTOOPAKEHUS HA CUETaX OyXTraJTepCKOTO yueTa OIeparmid,
CBSI3aHHBIX C JBUKCHHUEM JCHEKHBIX CPEJICTB U MAaTePUAIbHBIX [IEHHOCTEH:

OCYILECTBIISIET ICHEKHOE U3MEPEHUE 0OBEKTOB OyXTalNTepCKOro y4era u
COOTBETCTBYIOIIME OyXTajaTepCcKUe 3aMncH;

PETUCTPUPYET JaHHBIE, COJACPIKANINECS B TIEPBUYHBIX YIETHBIX JTOKYMEHTaX, B PETUCTPaX
OyXraJTepCcKOro yJera;

COIOCTAaBJISIET PE3YNIbTAThl MHBEHTAPH3AINHU C JAHHBIMH PETUCTPOB OYXTalITEPCKOTO
ydyeTa U COCTaBIISET CIMUUTENIbHBIE BEIOMOCTH;

0TOOpakaeT Ha cueTax OyXraJaTepCcKOro ydeTa Olepalli, CBSI3aHHbIE C IepEMEICHUEM
OCHOBHBIX CPE/ICTB, MaT€pHAIIbHBIX LIEHHOCTEN U JIEHEKHBIX CPEJICTB,;

COBEpIIAET HAYHCIICHUE U TIEPEYHCIICHNE HAJIOTOB U COOPOB B OFOIKETHI, CTPAXOBBIX
B3HOCOB B T'OCY/IapCTBEHHBIE BHEOIOKETHBIE COLMANIbHBIE (DOH/IBI, TIIATEKEH B
0aHKOBCKHUE YUPEXACHUS, 3apaO0THOM MIaThl COTPYIHUKOB 00I11€00pa30BaTEIbHOIO
YUPEXKAEHUS, IPYTUX BBIIUIAT U IUIATEXEH, a TAKXKe OTYMCICHUE CPEACTB Ha
MaTepHaJIbHOe CTUMYIHPOBAHNE PAOOTHIKOB IIKOJIBI;

COCTaBJISIET OTUYETHBIE KAJIbKYJIALUH, BHIIOIHIET pPabOThI O (POPMUPOBAHUIO, BEACHUIO U
XPaHEHUIo 0a3bl TaHHBIX OyXraJTepckoil HHpOpMalKu, BHOCUT KOPPEKTUPOBKY B
UH(OPMAILIKIO, UCTIONIB3YEMYIO IPH 00pabOTKe TaHHBIX.

3.3. B pamkax tpya10oBoM hYHKIIMU UTOTOBOTO 00001IeHHs HAKTOB X034 CTBEHHON XKU3HU

HIKOJIBI.

Y4aCTBYECT B OCYIICCTBJIICHNH MHBCHTApU3alllul ACHCKHBIX CPEACTB, MAaTCPHUAJIBHBIX
[IEHHOCTEM, pacueTOB U IJIATEKHBIX 003aTeIbCTB;

OCYIIECTBIISCT MOJCYET B PETUCTPaxX OyXTalTepCKOro y4eTa HTOTOB M OCTaTKOB IO
cYeTaM CHHTETUYECKOI0 M aHAIUTHYECKOTO yueTa, 3aKphITHE 0O0POTOB MO CUETaM
OyXrajTepckoro y4era;

COCTaBJIIET 000OPOTHO-CATIBAOBYIO BEZIOMOCTD U INIaBHYIO KHHTY;

OCYIIECTBIISICT KOHTPOJIb TOKJIECTBA JAHHBIX aHATUTHYECKOTO y4eTa 000poTam u
OCTaTKaM I10 cYeTaM CHHTETHYECKOTro yueTa;

OCYIIECTBIISCT MOArOTOBKY HOSICHEHHH, IT0100p HEOOXOMMBIX TOKYMEHTOB /IS
MPOBCACHUA BHYTPCHHCT'O KOHTPOJISA, MYHUIIUITIAJIBHOT'O q)HHaHCOBOI‘O KOHTPOJIA,



BHYTPEHHETO ¥ BHEIIIHETO ayUuTa, TOKyMEHTAIbHBIX PEBU3HI, HATIOTOBBIX U MHBIX
MIPOBEPOK;

*  MPEAOCTABIISIET PETUCTPHI OYXTAITEPCKOTO yUeTa JIsl KX UIBSATHUS YIIOJTHOMOYCHHBIMU
OopraHaMH B COOTBETCTBUU C 3aKOHO1aTeNbcTBOM Poccuiickoit @enepanuy;

*  TPOBOJIUT CUCTEMATU3AIMIO U KOMIUIEKTOBAHUE PETUCTPOB OyXTaJITEPCKOrO y4yeTa 3a
OTYETHBIN NIEPUOJ;

*  MOJTrOTABIIMBACT CBEACHUS MO COOTBETCTBYIOIINM Y4acTKaM OyXTaJaTepCKOro y4yeTa Jyis
COCTaBJICHUS OTYETHOCTH, 3a00TUTCS O COXPAHHOCTU OYXTalITePCKUX JOKYMEHTOB,
0(OpPMIISIET UX B COOTBETCTBUHU C YCTAHOBIICHHBIM MOPSIKOM JJIsI IEPEIaYH B aPXUB.

*  M3TOTaBJIMBAET U MPEIOCTABISET MO TPEOOBAHUIO YIIOJIHOMOUYEHHBIX OPTaHOB KOMHH
PETUCTPOB OYXTaNTEPCKOTO YUeTa;

*  OTpakaeT B OyXTraJITePCKOM y4eTe BBISIBICHHBIE PACXOXKACHUS MEXAY GaKTUUECKUM
HATMYUEM OOBCKTOB U JJAHHBIMU PETUCTPOB OYXTaJITEPCKOTO YUeTa;

*  aHaJM3UPYET COCTOSIHHE MaTEePHUaTbHOM 0a3bl IIKOJbI, MPABUILHOCTh UCTIOIb30BAHNUS,
JICHEX)KHBIX U MaTePUATBHBIX CPEJICTB.

* MPUHUMAET y4acTue B MPOBEACHUH SKOHOMHUYECKOTO aHan3a JesTeIbHOCTH
0011e00pa30BaTEIBLHOrO YUPEXKICHUS 10 JAaHHBIM OYXTalTepCKOro yyeTa U OTYETHOCTH,
B pa3palbOTKe U BHEIPEHUH MIPOTPECCUBHBIX HOPM U METOOB OyXTalNTepCKOro yuera ¢
MPUMECHEHUEM KOMITBIOTEPHON TEXHUKH.

3.4. Pa3pabaTbiBaeT HOpMaTHBHBIEC TPEOOBAHMUS 110 BEACHUIO OYyXTalTEPCKOM OTUETHOCTU U
MAaTEepUAIBHO — XO3SIICTBEHHON JOKYMEHTALINH.

3.5. YyactByeT B pa3paboTKe U OCYIIECTBICHUN MEPOTIPUATUI, KOTOPHIE HAIIPABJICHBI HA
colOuoieHre (PMHAHCOBOW AMCUUIUIMHBI M PAIIHOHATILHOE MCIIOJIb30BAaHUE PECYPCOB.

3.6. Koopaunupyet pa3paboTKy Haajexaneil J0KyMeHTallul MaTepruaibHO-OTBETCTBEHHBIX
TUIl, paboTy COTPYIHUKOB 00II€00Pa30BATEIHFHOTO YUPEKICHUS 110 BOITPOCAM MaTepUaIbHO-
XO3SIMICTBEHHOM €S TEIBbHOCTH.

3.7. KoHTpoaupyeT cCBOEBPEMEHHOCTh U MPAaBUIBHOCTh COCTABJIEHUS OTYETHOM TOKYMEHTaLUN
M0 MaTepPHAbHO-XO035UCTBEHHOU JAESITENFHOCTU B 00I1e00pa30BaTeIbHOM YUPEKICHUH.
Hcnpasnser 1 KOppEeKTUPYET 10roBOpa MO MaTEPUATIBHO — XO3IMCTBEHHOU JIESITEIbHOCTH
IIKOJIBI B COOTBETCTBUU C U3MEHSIOIIUMCS 3aKOHOIaTEIHCTBOM.

3.8. [IporHo3upyeT TCHICHITNN H3MEHCHHSI CUTYallnH B (QMHAHCOBOW MOJIMTUKE TSI BHECEHUS
MPEJIOKEHHUH 110 KOPPEKTUPOBKE (PHHAHCOBOM CTPATETHH IIKOJbBI, ITOCIEICTBHUS
3aIUTAHUPOBAHHON PAOOTHI MO YIYUIICHUIO U Pa3BUTHIO MAaTEPUATBHO — TEXHUYECKON Oa3bl
IIKOJIBI.

3.9. [Ipu ucnoap30BaHUU IIEKTPOHHOTO 000PYIOBAHUS, B TOM YKCIIE KJIIaBUATYPHI U MBIIIH,
€XKEeJHEBHO JIe3MHPUIIUPYET UX B COOTBETCTBUH C PEKOMEHIAlIUAMHU MPOU3BOUTENS THOO C
HCII0JIb30BAaHUEM PAcTBOPOB MM calipeTOK Ha CIIUPTOBOM OCHOBE, CO/IEpKAIIUX HE MEHEe
70% cnupra.

3.10. Coburo1aeT KyapTypy OOIIEHUS C KOJIJIeTaMu 110 paboTe U poauTelisiMu, Y cras u [IpaBmiia
BHYTPEHHETO TPYAOBOTO PACHOPsIKa, KOJJIEKTUBHBIN U TPYAOBOH J0TOBOD, a TAKXKE JTOKAIbHBIE
aKThl 00111€00pa30BaTEIbHON OPTraHU3aIliH, PUKA3bl JUPEKTOPA IITKOJHI.

3.11. PerymnsipHO MOBBIIIAET YPOBEHb CBOEH KBaTM(UKAIIUH U KOMIIETEHIIUH.

3.12. Byxranrep coOroaeT mpaBuia OXpaHbl TPY/a, TOKAPHOHM U 2JIEKTPOOE30TacCHOCTH,
CaHUTAPHO-TUTHEHUYECKUE HOPMBI U TPeOOBaHHUS, TPYAOBYIO AUCIHUILTUHY HA paboueM MecTe U
peXUM pabOThI, YCTAHOBJICHHBIN B 00II€00pa30BaTEILHON OpraHU3aIliH.

4. IIpaBa

byxeanmep wixonvt umeem npago 6 npeoenax ceoell KOMnemeHyuu.:

4.1. laBaTh 00s13aTeIbHBIC PACTIOPSDKEHHS TI0 0()OPMIICHHIO WHBEHTAPH3AIIMOHHON
AOKYMCHTAIMU U MPCACTABJICHHUIO €C B 6yxraJ1Tepmo BCCM MAaTCpHAIbHO-OTBCTCTBCHHBLIM JIMIIAM
00111€00pa30BaTEIILHOTO YUPEIKICHUS.



4.2. IlpencTaBnsiTh K IUCIUILTIMHAPHON OTBETCTBEHHOCTH TUPEKTOPY LIKOJIBI MATEPHAIBLHO
OTBETCTBEHHBIX JIUII, KOTOPbIE HAPYIIMIN I HE BHIIOJIHUIN B IIOCTaBICHHBIN CPOK
TpeGoBaHus M0 0(hOPMIICHNIO HHBEHTAPH3AIMOHHON TOKYMEHTALUU U CBOEBPEMEHHOMY
MIPEJICTABICHUIO €€ B OyXTalTepHIO.

4.3. BHOCHUTB TIPEASIOKEHHS 110 YAYUIIEHUIO padOTHl COTPYIHUKOB OyXTalTepHH IIKOJIBL.
4.4. TTotpeboBaTh y IIaBHOTO OyXrajiTepa, MoJy4YUTh U UCIIOIh30BaTh HH(POPMAIITMOHHBIE
MaTepHalbl | HOPMAaTUBHO-TIPABOBBIE TOKYMEHTHI, HEOOXOJMMBbIE Il UCTIOJIHEHUS] CBOMX
JOJIKHOCTHBIX 00S3aHHOCTEH.

4.5. YdacTBOBaTh B 00CYKICHHH ITPOCKTOB PEIICHUI, B COBEIAHUIX IO UX MOJATOTOBKE U
BBITNIOJTHEHHUIO.

4.6. 3arpammBarh y HENOCPEACTBEHHOTO PYKOBOIUTENS Pa3bsCHEHUS M YTOYHEHUS 110 TaHHBIM
MOPYUYEHUSIM, BBIJAHHBIM 3a/IaHUSIM.

4.7. 3ampammBarh M0 MOPYYCHHIO TIIABHOTO OyXrayirepa U MmojydyaTb OT Jpyrux pabOTHUKOB
HIKOJIBI UH(OPMALIMIO U JOKYMEHTBI, HEOOXOIUMbIE JJI1 UCIIOTTHEHUS TIOPYUCHHUS.

4.8. 3HAKOMUTHCA C IPOCKTAMU PEIICHUH PYKOBOJICTBA, KACAIOIIUXCSI BBITIOTHIEMOW UM
GbyHKIMH, ¢ JOKYMEHTaMH, OIPEISISIFOIIMMHU €ro IIpaBa U 0043aHHOCTH MO 3aHMMAaeMOit
JOJKHOCTH, C KPUTEPHSIMU OLIEHKU Ka4eCTBAa MCIIOIHEHHS CBOUX TPYAOBBIX (DYHKIIUH.

4.9. BHOCUTB Ha pacCMOTPEHHE CBOETO HEMOCPEACTBEHHOTO PYKOBOIUTEINS MPEATIOKEHUS O
OpraHu3alluy TPy/Aa B PAMKaX CBOMX TPYIOBBIX (DYHKITHIA.

4.10. YuacTBOBaTh B OOCY>KICHHH BOIIPOCOB, KACAIOIINXCS UCIOTHAEMBIX JTOJKHOCTHBIX
00s13aHHOCTEH.

5. OTBeTCTBEHHOCTH OyXrajrepa

5.1. 3a HapyleHUe WK HeHA IJIeKallee UCIIOJIHeHNEe 0e3 YBaKUTENIbHBIX TPUUMH JaHHOU
JIOJ>KHOCTHOM MHCTPYKIMH, Y cTaBa U [IpaBril BHyTpEHHETrO TPYAOBOTO PaclopsiKka, 3aKOHHBIX
TpeOOBaHUIl TUPEKTOPA KOl U UHBIX JIOKATHHBIX HOPMATHUBHBIX aKTOB, OyXTalTep HEeCeT
JUACIUIUIMHAPHYIO OTBETCTBEHHOCTH B MOPSAJIKE, ONMPEICIICHHBIM TPYJIOBbIM 3aKOHOIaTEICTBOM
Poccuiickoii @enepanuu. 3a rpydoe HapylIeHHE TPYIOBBIX 00s3aHHOCTEN B KaUueCTBe
TUCHUTIIMHAPHOTO HAKa3aHUS MOXKET ObITh MPUMEHEHO YBOJIbHEHHE.

5.2. Byxranrep o011e00pa3oBaTeIbHOIO YUPEKIECHUS HECET OTBETCTBEHHOCTh 32
CBOEBPEMEHHOCTh M MTOJIHOTY OTYETHBIX TAHHBIX.

5.3. 3a HeBbINIOIHEHNE TPeOOBaHMI MTOXKAPHON OE30MaCHOCTH, OXpaHbl TPYAa, CAHUTAPHO-
TUTUEHUYECKUX HOPM, TPeOOBAaHUN OpraHU3aIlui MaTepPUAIbHO-X03sHCTBEHHON JESTEIHbHOCTH,
Oyxrantep MpUBIEKaeTCs K aAMHUHUCTPATUBHONW OTBETCTBEHHOCTH B MOPSJIKE U B CIIyYasX,
YCTaHOBJICHHBIX a/IMUHUCTPATUBHBIM 3aKOHOJATENLCTBOM Poccuiickoit denepannm.

5.4. 3a BUHOBHOE IPUYUHEHHE IIKOJIBI MIIK COTPYTHUKAM IIKOJIBI yiiepOa, BCIeICTBHE
MCIIOJTHEHUS (HEHCIIOJIHEHUS) CBOMX JIOJDKHOCTHBIX 00S3aHHOCTEH, OyXranTep HeceT
MaTepuaIbHyI0 OTBETCTBEHHOCTH B TIOPSIKE U B MpeiesiaX, YCTAHOBICHHBIX TPYIOBBIM U (HJTH)
rpak JaHCKUM 3aKOHOJaTenbCcTBOM Poccuiickoi denepannm.

5.5. 3a mpaBoHapyIIeHus, COBEPIICHHBIE B MPOIIECCE CBOCH MPOJICTaHHON pabOTHI B Mpeienax,
ONpEAEJICHHBIX JICUCTBYIOINM aIMUHUCTPATUBHBIM, YTOJIOBHBIM M T'PaKJIaHCKUM
3aKoHo1aTesbecTBOM Poccuniickont denepanuu.

6. BzaumooTHomeHusi. CBSI3M M0 A0JZKHOCTH

6.1. Byxranrep paboTaer B pekxuMe HOPMHUPOBAHHOTO paboYero Hs Mo rpaduky,
COCTaBJIEGHHOMY Hcxoas U3 40-yacoBoii paboueil Hellenu U YTBepKIEHHOMY JUPEKTOPOM
0011eo0pa3oBaTeabHON OpraHU3aluy.

6.2. CaMOCTOATENBHO IJIAHUPYET CBOIO pabOTy Ha KaXKIbli (PMHAHCOBBIHM IO/ M KaXIbIi
OTYETHBII MEPUO/] 110 pPyKOBOACTBOM IJIABHOTO OyXTaiTepa WM JPYroro pyKOBOSIIETO JINIIA.
6.3. IlpeacrasisieT rIaBHOMY OyXrantepy WId AUPEKTOpY 001eo0pa3oBaTeIbHON OpraHu3aliu
OTYET O MPOJIEITAHHON padoTe.



6.4. Ilony4aeTr OT IUPEKTOpa MIKOJIBI H/UIIH TJIaBHOTO OyXxrairepa HHPOpPMAalnio HOPMATHBHO-
IPaBOBOTO M (PMHAHCOBO-XO3SICTBEHHOTI'O XapaKTepa, 3HaKOMUTCS IO/ PACIHCKY C
COOTBETCTBYIOLIUMH JJOKYMEHTAMHU.

6.5. CucremMaTHyecKH ACIUTCS HHPOPMAIHEH 110 BOIPOCaM, BXOISIINM B €r0 KOMIIETCHIIUIO, C
COTPYAHUKAMU OyXTaaTepUH IIKOJIBI U PYKOBOASIIMMH JIHIIAMH.

6.6. VlcnonHseT JOIKHOCTHBIE 00S3aHHOCTH COTPYIHUKOB OyXTanTepuy B IEPHO UX
BPEMEHHOT'0 OTCYTCTBUS (OTIIYCK, 0OJIE3Hb U T.JI.). BhIloIHEHNE e OCyIECTBISETCS B
COOTBETCTBHUH C 3aKOHOJATEIECTBOM O TPYZE M Y CTaBOM 00Ie00pa30BaTeIbHOTO YUPEKIACHUS
Ha OCHOBaHMH IpHUKa3a JUPEKTOpa.

6.7. Indopmanuro, MOTy4ICHHYIO HA COBELIAHUAX PA3IMYHOTO YPOBHS, IEPEAACT JUPEKTOPY
W/WIIK TTIaBHOMY OyXranTepy o01eo0pazoBaTeIbHON OpraHU3aliyd HEMOCPEACTBEHHO MOCe ee
HOJTYYCHHS.

6.8. adopmupyeT 3aMecTUTENs AUPEKTOPa O aIMUHUCTPATHBHO-XO03MCTBEHHOM YaCTH — 00
aBapUIHBIX CUTYAIHSIX B pa0OTE CUCTEM DIIEKTPOOCBEIICHUS, OTOIUICHUS U BOJOIIPOBOAA, a
TaKXe€ KOMIIbIOTEPHON U NHOW OPITEXHUKH.

7. 3ak/I09uTeIbHbIE MOJI0KEHHUS

7.1. O3HakomIIeHUE paOOTHUKA C HACTOSMICH TOJDKHOCTHON MHCTPYKIIMEH, pa3paboTaHHOM,
OCYIIECTBIISIETCA MPU IIpHEME Ha padoTy (A0 MOAMUCAHUS TPYJOBOTO JI0TOBOPA).

7.2. OauH 3K3eMIUISIP JOKHOCTHOW MHCTPYKIIUU HAXOAUTCS y paboToaaTens, BTOpOi — y
Oyxrairepa.

7.3. @akT 03HAKOMIICHHUS OyXTrajiTepa IIKOJIbl C HACTOSAUICH TOMKHOCTHON MHCTPYKIIUEH
MOATBEPKIAETCS MOAMKUCHIO B SK3EMILUTAPE JOHKHOCTHOM MHCTPYKIIMH, XPAHAIEMCS Y
paboTonaTens, a TakKe B )KypHaJle 03HAKOMJICHHUS C JOJDKHOCTHBIMU MHCTPYKITUSIMH.

Jonsicnocmuyio unempyxyuio paspaboman: (17, ! QTR0 /. L o/
C OonoicHoCcmHOTl UHCMPYKYUeli 03HAKOMIEH (@) NOO POCRUCH 8 JICYPHANE O3HAKOMAEHUS C
OO0IICHOCMHBIMU UHCMPYKYUAMU., OOUH SK3EMNIAP NOIYYUIL (G) HA PYKU.
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