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1. O6ume nos1oKeHUs
1.1. byxranrepus SBIS€TCA CTPYKTYPHBIM MOAPA3IEIEHHEM IrOCYIapCTBEHHOIO aBTOHOMHOTO
npodeccronansHoro obpasosarenbHoro yupexaenus Kpacnonapekoro kpas «Kanesckoii ar-
PapHO-TEXHOJIOrHYECKH il KoJIe/pk» aanee no Tekcty «Komneak» | noaunHsAeTCs Henocpe-
CTBEHHO JMPEKTOPY KOJLIEKA.
1.2. CtpykTypy 1 mrrathl OyxrantepHu yTBep:KAaeT AHPEKTOP KOJLIeIka C y4eTOM 00BEeMOB pa-
Ootbl 1 ocobeHHOCTel (HHAHCOBO-X034HCTBEHHOMN AEATEIbHOCTH.
1.3. B wraTHblii cocras Oyxranrepckoii ciykObl BXOAAT riiaBHbli Oyxranrep, 3amMecTuTeNb riiaB-
Horo Oyxrantepa, OyxranTep, 3KOHOMHCT, KACCHP.
1.4. I'naBubiil OyxranTep Ha3HAYAETCs HA AOKHOCTL H OCBODOKAAETCA OT AOKHOCTH NPHUKA30M
JIMPEKTOpa KOJUIeKa.
1.5. byxrantepusi B CBO€H AeSATENbHOCTH PYKOBOJACTBYETCH:
JlelicTBYIOIMM 3aKOHOJATEIbCTBOM, PEryIHPYIOLHM chepy OyXraaTepCkoro H HaJIOroBOro yue-
Ta.
byxrantepckoi U HaJIOroBOI YHETHOM MOMUTHKOM.
HucTpykuusMu no OyxraaTepckoMy yHeTy .
Ilpukasamu, pacOpPsDKEHHSMH H YKa3aHHSMH JHPEKTOPa KOJIEIKAa MO OCHOBHOI EATe/IbHO-
CTH, MO CTYAEHTaM U MO KaJapam.
Hacrosiumwm Ilonoxenuem.
1.6. OcHOBHBIMY 3a7a4aMH OyXranTepCKoH CITyKObl SBIAHOTCSA:
Benenne OyxraaTepckoro H HaJlIOroOBOIO y4eTa (HHaHCOBO-XO0351HCTBEHHOH AEATEIbHOCTH.
OcyiecTBiieHHE KOHTPOJIA 32 COXPAHHOCTBIO COOCTBEHHOCTH.
[IpaBuaBHBEIM PaCXOIOBaHUEM JEHEKHBIX CPEACTB H MAaTEPHAIBHBIX IEHHOCTEI.

2. ®yHKUIHH

2.1. Opranu3auus OyxraaTepcKoro y4era OCHOBHbBIX (OHIOB, MaTepHaibHO-TPOH3BOACTBEHHbIX
3aracoB, AEHEKHbIX CPEICTB U APYIUX LIeHHOCTE! OpraHU3alun.
2.2. OpraHu3alHs pacyeToB C KOHTPAareHTaMH MO XO3AHCTBEHHBIM JIOTOBOPaM, ¢ OIOIKETOM H
BHEOKKETHBIMH (POHAAMH.
2.3. OpraHu3anus pacyeToB CO CTYAEHTaMH MO JOrOBOPaM Ha OKa3aHHe MJaTHbIX 00pa3oBa-
TEJbHBIX YCIIYT.
2.4. Hauncnenue u BuimuiaTa 3apabOTHOI MIaThl, CBOEBPEMEHHOE NTPOBEJEHHE PacyeToB C pa-
DOTHMKAMH KOJLUIEKA.
2.5. ObecneyeHue CTPOroro coOOAEHHs KaCCOBOI H pacHeTHOM JAMCLMIINHBI, PACXOA0BaHHS
NOJIYMEHHBIX B yYpekaeHusaX 0aHKOB (KpeAHTHBIX OPraHHU3aLHsX) CPEACTB M0 Ha3HAUEHHIO.
2.6. OcymecTpnenne NpeaBapuTENbHONO KOHTPOIs 33 CBOEBPEMEHHBIM H MPAaBHIIbHBIM 0(Gop M-
JIeHHEM JIOKYMEHTOB M 3aKOHHOCTBIO COBEpLIAEMBbIX OMnepaLimii.
2.7. IlpuMeHeHHe YTBEePKAIEHHBIX B YCTAHOBJIEHHOM MOPSIZIKE THITOBBIX YHH(HLIHPOBAHHBIX
dopm nepBHYHO YUETHOI JTOKYMEHTALHH, cTporoe codbmonenHue nopsaaka oGopmuneHus 3Tux
JOKYMEHTOB.
2.8. OGecneyeHne CBOEBPEMEHHOIO 1 MPABHIIBHOIO OTPaKEHHs Ha cueTax OyXraJTepckoro y4e-
Ta ¥ B OTYETHOCTH XO351HCTBEHHbIX ONepaLtii.
2.9. Opranu3auus HaJOrOBOIO YHETa JOXOA0B, PACXOOB, HMYILECTBA H HHBIX OOBEKTOB.
2.10. CocraBiieHHe 1 MpeACTaBlIeHNE B YCTAHOBJIEHHbIE CPOKH OyXraJTepckoii u craTucTny e-
CKOIi OTHETHOCTH, OTYETHOCTH B NOCYAAapPCTBEHHbIE COLlHabHble BHeOWpKeTHbIe (DOH/IbI, HallO-
TOBBIX J€KIapaLMii ¥ MOACHEHUH K HUM.
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2.11. IlpunsiTue Mep K NpeaynpekaAeHHI0 HE0CTay, pacTpar U JAPYruxX HapyLeHH i 1 3710y1o-
TpebneHuii.
2.12. IlpoBenieHne HHCTPYKTaXKa MaTEPHAIbHO OTBETCTBEHHBIX JIHIL 110 BOMPOCAM y4€Ta U COo-
XPaHHOCTH LIEHHOCTEIH, HAXOAALMXCA HA UX OTBETCTBEHHOM XPaHEHHH.
2.13. OcyuiecTBiEHHE KOHTPOJIS 32 CBOEBPEMEHHBIM MTPOBEAEHHEM H YHaCTHE B MTPOBEAEHHH
MHBEHTapH3alM1 aKTHBOB M 00SI3aTENIbCTB KOJUIE/KA, CBOEBPEMEHHOE H NMPaBHIIBHOE OTpaskKe-
HHE Pe3y/bTaTOB MHBEHTapH3aLuu B OyXraaTepckoM yuere.
2.14. CocraBneHue H COrIacOBaHMUeE ¢ IMPEKTOPOM KOJUIeKa MJIAHOBBIX KaJIbKY/IALMI, Mo
nuaTHbiM oOpa3oBaresbHbIM yeiyraM, rmiana @XJ1 1 ero HCrnonmHeHus .
2.15. CocraBiienne OTHETHBIX KanbKy/IsLHii cedecronmocTn npoaykin (pabor, yemyr).
2.16. Yuactue B npoBeaeHHH aHaI3a ((MHAHCOBO-XO035iICTBEHHOI AESTeNbHOCTH KOJUIekKa C
LIeJTbIO BbISIBICHH I BHYTPHXO351HCTBEHHBIX PE3€PBOB, JIMKBHIALUU OTEPb U HEMPOW3BOIH-
TEJIbHBIX PACXOJI0B.
2.17. OcywecTBaeHHE MEPONPUATHIA MO MOBBIILICHHIO YPOBHSA aBTOMAaTH3aLIHH Y4€THO-
BBIYMCJIUTENBHBIX PadOT.
2.18. CucreMaTH3MPOBAHHBIH y4eT NOJOKEHUH, HHCTPYKUHMIL, APYrUX HOP MATHBHBIX aKTOB M0
BOMPOCAM OPraHH3aLMKU U BeIeHHH OyXraTepCcKoro H HaJorOBOTO y4eTa.
2.19. Obecneuenue xpaneHus OyXranTepCKuX JOKYMEHTOB, PETHCTPOB Y4€Ta, HHbIX JOKYMEHTOB,
CBSI3aHHBIX C JIEATEIbHOCTBIO OyXranTepckoii ciy:kObl H Oyxranrepckoro apxusa.
3. IlpaBa u o0si3aHHOCTH
3.1. Tpebosats OT moApasAeneHHIl KOLIEkKa MPEACTABICHH MaTepHaNoB (MIaHOB, OTHETOB,
CIIPaBOK H T.11.), HEOOXOMMMBIX ISl OCYLIECTBIEHHS PadOThI, BXOALLEH B KOMIETEHLIHIO Oyxra-
TEPCKOM CIyKOBbI.
3.2. He npMHHMATD K HCIIOJIHEHHIO H OPOPMIEHHIO JOKYMEHTBI 1O ONepaLusiM, KOTOPbIE Hapy-
AT ACHCTBYIOLLEE 3aKOHOAATENBCTBO U YCTAHOBIEHHLIH NOPAAOK MPHEMA, ONPHXOJ0BAHMU,
XpPaHEHUs U PAacXOI0BaHMUs JAEHEKHbBIX CPEICTB, 000PYAOBaHMUS, MAaTEPHANIbHBIX H APYTHX LEH-
HOCTEIH.
3.3. IlpeacraBasaTb AMPEKTOPY KOIEKA MPEAIOKEHHS O HANOKEHHUH JHCLHIUIHHAPHBIX B3bIC-
KaHHH Ha JIHLI, JOMYCTHBLIHMX HEe0OPOKaueCTBEHHOE O(OPMIIEHHE H COCTaBJIEHHE TOKYMEHTOB,
HECBOEBPEMEHHYVIO Nepenady Ux JUIs OTPakeHus Ha cyerax OyXraJmepcKoro y4eTa u B OTYETH O-
CTH, @ TAKKE 3a HEIOCTOBEPHOCTD COZIEPIKALLMXCS B IOKYMEHTAX JIaHHbBIX.
3.4. Ocy1ecTBaAThb CBsA3b C APYTHMH 00Pa30BaTEIbHBIMH YHPEKAECHUAMH H FOCYIapCTBEHHBIMH
OpraHaMH 1o BONPOCaM, BXOASIIMM B KOMIIETEHLHIO OyXraaTepHu.
3.5. YkazaHus Oyxrantepuu B nmpeaesax noJHOMOYHiL, MPeIyCMOTPEHHBIX HACTOSILLM TOJI0MKe-
HHUEM, ABIAIOTCA 00A3aTENbHBIMH K HCIOJHEHHIO BCEMH MOAPA3AENEHNUAMH KOJUISIKA.
4. OTBETCTBEHHOCTH
4.1. Bcro NOJHOTY OTBETCTBEHHOCTH 3@ Ka4€CTBO H CBOEBPEMEHHOCTh BbITOJHEH NS BO3/IOKE H-
HbIX HacTosiumM [Tonokenuem Ha Oyxrantepuio 3anaq u QyHKUMIT HeceT raBHbIil OyxranTep
KOJLIIeIKA.
4.2. CreneHb OTBETCTBEHHOCTH JAPYrHX pabOTHHKOB OyXranTepuu yCTaHaBIUBACTCS AOJKHOCT-
HbIMH WHCTPYKUHAMH. [ 1aBHbIi Oyxrairep yctaHaBiMBaeT ciykeOHble 00s3aHHOCTH pabOTH -
KOB Oyxranrepu B JOMKHOCTHBIX HHCTPYKLIHSAX, YTBEPIKAAEMBIX AHPEKTOPOM KOJIIEKA MO
MPEeACTaBJCHHIO raBHOro Oyxranrepa.
5. B3auMooTHOIE HHSI, CiTyXKeOHbIe CBSI3H
CrpyKTypHbI€e noapa3/ie ie Husl, CTOPOHHHE OPraHH3ALNH.
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B3auMOOTHOIEHHSI CO CTPYKTYPHBIMH NMOAPA3IEIEHHAMH KOJLIe1KA

*Kanposas ciyx0ba

* AZIMHHHCTPATHBHO-XO34HCTBEHHAs YaCTh

*bubnuorexa

*Cekperapuar

[IpuKasbl Mo Kaapam.

*Tabenn yuera pabouero BpeMeHH COTPYAHUKOB.

*bonbHHYHBIE THCTHI.

*OTuyersl 0 pacxo0BaHuH ONAHKOB TPYOBBIX KHHIKEK M BKJIAJbIIIEH K HHUM.
*X0351iiCTBEHHBIE JOMOBOPbI, CMETBI, AKTHI H APYTHEe MATePHAJIbI 1O BOMPOCAM BBINOTHEHHS 10-
FOBOPHBIX 00S13aTENIBCTB.

*Cuera Ha npHOOpeTEHHE TOBAPHO-MATEPHAJIbHBIX LIEHHOCTEH.

*ABaHCOBbIE OTYETHI COTPYIHHKOB.

*Konuu npukasoB u pacnopsukeHHil AHPEKTOPA MO0 OCHOBHOMH JEATENbHOCTH, MO CTYAEHTaM.
*Koppecnonnenuus B anpec Oyxrajrepuu.

*BesiomocTH ncnonb30BaHus OYEPEIHBIX OTITYCKOB.

*bnaHkH TPYAOBBLIX KHHKEK H BKIAABILIEH K HHM.

*CBeneHns 0 HOPMAaXxX pacxona AEHEKHBIX CPEICTB H MAaTEPHAJIOB.

*Ceenienus 0 3aTpaTax 1o BUAaM AEATENbHOCTH U OTAEJIbHBLIM JIOTOBOPaM.

*Csenenns 00 onnare cyeros, AeOHTOpPaxX H KPEAUTOPAX.

*Yka3aHus N0 BONPOCaM O(GOpMICHHS U MPEACTABACHHUSA IS Y4ETa NOKYMEHTOB H CBEICHHIA.
+IIpoexThl MPHKA30B H PACIOPSZKEHUH 11O BOIPocaM (PMHAHCOBOH IESTEIbHOCTH.

*CBOIIKH, CIPAaBKH, CBEICHMUS 110 3aIIPOCaM PYKOBOJICTBA.

*OT4eTs! 0 pe3yabTaTax (PMHAHCOBO-XO3SIICTBEHHOMH NeATeILHOCTH.

B3auMO00THOIIEHHSI CO CTOPOHHHMH OPraHH3ALHAMH

*bank

*I'ocynapcTBeHHasi HaOroOBasi HHCIEKIHsA

*BbIMHCKH MO CYETaM H NPHJIArAeMbIe K HUM JOKYMEHTBI.

*[TicbMeHHBIE Pa3bACHEHHS MO BOMPOCAM B3aHMOACHCTBHS ¢ OAaHKOM.

*AKTbl H IOKYMEHTBI 110 BOIPOCaM MPaBHJIBHOCTH HCYUC/IEHHS W YIIAThl HAJIOTOB B OO JUKET.
*[IncbMeHHbIE Pa3bACHEHUS 10 HAJIOrOO0IOKEHUIO.

*PacuerHo-nnarexnbie OAHKOBCKME TOKYMEHTBI.

*YekH Ha nojy4eHHe AEHEKHBIX CPEJICTB H OOBSBIICHHS Ha B3HOC HAJIMYHbBIMH.

*Ceeniennsi o Bonpocam paboTel C A€HEKHOI HATHYHOCTBIO.

*[IpHKa3bl, TOKYMEHTBI 1 MOACHEHHs, HEOOXOAMMBIE JUIsl MPABHIBHOIO HCHHCIIEHHS HAJOIOB.
*Pacuersl no Hanoram (HaJlIOroBbie AEKIAPaLIHN),

*ByxranTepckas OTHETHOCTB.

6. Opranmsanus pa6orni
6.1. Byxrantepus paboTaer B COOTBETCTBHH C NMPaBHJIAMH BHYTPEHHErO TPYAOBOIO pacr Opsaka
KOJLIe/1KA.
6.2. PeBn3us aesarenbHOCTH OyXranTepHu OCYLIECTBIIAETCS €KEroAHO MyTeM MPOBEACHHS BHYT-
PEeHHHX ayANTOPCKHUX MPOBEPOK.
6.3. Peopranusauns u JnkBuaalus OyxraatepuH nNpoOBOAMTCA HA OCHOBAHMH NPUKA30B JHPEK-
TOpa KOJUTe/UKa.
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