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rocyAapcTBeHHOro 01013KeTHOro NpogeccHoHAILHOro 06pa30BaATEILHOI0

yupexnennsi Kpacnogapekoro kpasi «KApMaBHPCKHI TEXHHKYM TEXHOJOTHH H
cepBHCa»
1. O61ue moJIoKeHUs

1.1. Hacrosmee Ilonoxenne o OyXraaTepckoit ciyGe rocyIapcTBEHHOTO
- 610/UKETHOTO  MPO(eCCHOHANBHOrO 06pa3oBaTellbHOr0 yupesxIeHns KpacHomapckoro
Kpask «ApPMaBUPCKHM TEXHHUKYM TEXHOJIOIMH U cepBucay (manee- Ilomoxenue,
TEXHUKYM) pa3padoTaHo B cooTBeTcTBUH ¢ DemepanbHbiM 3akoHOoM Ne 273- @3 or
29.12.2012 r. «O6 obpasoBanun B Poccuiickoit ®ejepalum», ycTaBoM TEXHHKYMA.
Byxrajrepus ABIsSeTCS CAMOCTOATENBHBIM CTPYKTYPHBIM [Opa3/eleHueM TEXHUKYMa
Ha MPaBax Cy’KOBI U MOJUMHSETCS HEIOCPEACTBEHHO IUPEKTODY.

1.2. Crpykrypy HITaTH OyXranTepuy yTBepIKAAeT IUPEKTOP TEXHUKyMa C
y4eTOM 00beMOB PabOThI B 0COOEHHOCTEN (PUHAHCOBO-X035HCTBEHHOH AesSTeNHHOCTH.

1.3. B wrratHeiif coctaB Gyxrantepckoil citykObl BXOJAT INIABHBIH Oyxramtep,
BEIYIINH OKOHOMHCT, BeylUMH Oyxraiarep, BeIyIIHi OyXraiarep MaTepHabHOIO
otaena u Oyxrantep. JIONOIHUATENBEHO MOTYT BBOJMTLCS IPYTHeE TOJDKHOCTH.

1.4. T'naBubIfi OyxranTep Ha3zHAa4YaeTcss Ha IOJDKHOCTb M OCBOGOXKIAETCS OT
JOJKHOCTH ITPUKA30M JUPEKTOPa TEXHUKYMA.

1.5. byxramrepckas cmyx0a B CBOGH [AeATENBHOCTH PYKOBOJICTBYETCS:
JICUCTBYIOLIMM 3aKOHOJATEeJLCTBOM, APYTMMH HOPMATHBHBIMH IIPAaBOBBIMH aKTaMH,
YTBEPXKIAeMBIMH B YCTaHOBJIEHHOM IIOPSJIKE, PEryTHPYIOIUMU OyXTanTepcKuii |
HAJIOTOBBIN Y4eT, MPUKa3aMH, PACIIOPHKEHISIME M yKa3aHUAMH JIAPEKTOpa TeXHHKYMa
10 OCHOBHO#M NEATEILHOCTH H I10 JINYHOMY COCTAaBY, HACTOSILMM IIOJIOKEHUEM,

1.6. OcHoBHBIMU 3ajgadamMu OyXrauTepcKod CIIy:kObl  SBISIIOTCS  BeleHHE

OIOJUKETHOrO  ydeTa (PMHAHCOBO-XO3SHCTBEHHON JEATENBHOCTH, OCYLIECTBICHHUE



KOHTPOJIA 3a COXPAHHOCTBIO CO6CTB€HHOCTH, [IpaBUJIBHBIM PacXOO0BaHUEM ACHEXKHBIX

CPEJICTB U MaTePHATbHEIX I[€HHOCTEH.

2. OyHKIUU

2.1. Opranusamust GyXrajiTepckoro ydeTa OCHOBHBIX (DOHIOB, MaTepUaIbHbIX
3aI1acoB, JICHEIKHBIX CPE/ICTB U IPYTHX LEHHOCTeH TEXHUKYMa.

2.2. OpraHuzanys pacyeToB ¢ KOHTPAreHTAMH I10 XO3SAHCTBEHHBIM JOTOBOPAM, C
OIO[KETOM M BHEOOKETHBIMU (DOHIAMH.

2.3. HauucneHnue M BhIIaTa 3apabOTHOM IIATHI, CTHIEHIUH, CBOEBPEMEHHOE
IIPOBEJICHUEC PACYETOB ¢ COTPYAHUKAMHU TEXHUKYMA.

2.4. ObecrieyeHrne CTPOroro COONIOAEHHUSI KACCOBOH W pacyeTHON MUCLMIUIMHGL,
pacXo/l0BaHus TIONYYSHHBIX B Y4YpekIEHUSAX OaHKOB (KPEAWTHBIX OpraHu3alysx)
CPEICTB 10 Ha3HAYECHHUIO.

2.5. OcylecTBiieHMe IIPEIBAPUTENBHOIO KOHTPOJS 3a CBOGBPEMEHHBIM U
PABHIILHBIM O)OPMIICHUEM JTOKYMEHTOB H 3aKOHHOCTBIO COBEPIIAEMBIX OIleparLiil.

2.6. llpumeHeHWe yTBEp)XIEHHBIX B YCTAHOBJIEHHOM TMOPSIKE THUIIOBBIX
YHUQUIMPOBAHHBIX (HOPM TEPBUYHON YUETHOH JOKYMEHTAIWH, CTpOroe coOIroJeHHe
MOPSIIKA O(OPMIIEHHSI 3TUX JOKYMEHTOB.

2.7. OObecrieueHne CBOEBPEMEHHOIO M MPABIIBHOTO OTPAYKEHWS] HA CUETAX
OIO[PKETHOTO y4eTa ¥ B OTYETHOCTH XO3SHCTBEHHBIX oIepanuu.

2.8. Opranusanms KOHTPOJS 32 COXPAHHOCTBIO HE(HHAHCOBBIX AKTHBOB W
JIEHE)KHBIX CPEIICTB.

2.9. CocraBnenye M IpeiCTaBIeHHE B yCTAHOBJICGHHBIE CPOKH OyXTanTepckoil u
CTaTUCTUYECKOH  OTYETHOCTH, OTYETHOCTH B  TOCYNAPCTBEHHBIE  COLMAbHBIE
BHEOIO/DKETHBIE (POH/IBI, HAJIOTOBBIX JEKNAPALMI 1 TOSICHEHHH K HUM.

2.10. TlpunsTtde Mep K HpPENYNPeXAEHHIO HEIOCTay, pacTpar | JAPYTux
HapYIIeHUH U 31I0yIOTpeOIeHHIA.

2.11. IlpoBesieHre HHCTPYKTaKa MAaTEPHATBHO OTBETCTBEHHBIX JUI[ 1O BOIIpOCaM

Y4€Ta U COXPaHHOCTH HGHHOCTBEI, HaxXoIsAMIMXCs Ha UX OTBETCTBEHHOM XPaHCHHH.



2.12. OcymecTBneHre KOHTPOJISL 3@ CBOEBPEMEHHBIM IPOBEJECHUEM M YJIacTHe B
NPOBEICHUN WHBEHTAPHU3AllUM aKTUBOB U 00s3aTeIbCTB OPraHU3alli, CBOEBPEMEHHOE
Y MPaBHIBHOE OTPAKEHHE Pe3yIbTaTOB HHBEHTAPHU3allMK B OyXrajlTepCKOM y4eTe.

2.13. CocraBnenue M COIrJacoBaHHE C JAWPEKTOPOM TEXHUKYMa IUIAHOBBLIX
KaJIbKYJISLWH, IJIaHOB (PUHAHCOBO-XO3HCTBEHHOM JEATENBHOCTH W PACYETOB K HUM.

2.14. YyacTre B mpoBeJieHHH aHaIu3a (HHUHAHCOBO-XO3SMCTBEHHON IeATENLHOCTH
TEXHHKYMa  C 1EJIbIO BBISBIEHUH BHYTPHXO3SHCTBEHHBIX PE3EPBOB, JIUKBHIALUH
TIOTEPb U HETIPOU3BOAUTENLHLIX PACXO/I0B.

2.15. OcyiecTBieHre MEPOIPUSTHH I10 TOBBIIICHUIO YPOBHS aBTOMATH3ALMK
YYETHO-BBIYUCITUTEIBHBIX PaboT.

2.16. CucreMaTH3HpPOBAaHHBIM  ydeT IIOJNIOKEHWH, MHCTPYKIMH, IPYrHX
HOPMATHBHBIX aKTOB II0 BOIIPOCAM OpraHM3alli 1 BeleHHs OI0KETHOTO yUeTa.

2.17. OOecnedyenne XpaHeHHs] OyXTadTepPCKUX JOKYMEHTOB, PErHCTPOB ydYera,

HHBIX TOKYMEHTOB, CBA3aHHEBIX C HEATCIIbHOCTBIO 6yXI‘ﬁJ’IT€pCKOfI CHy}K6BI.

3. IlpaBa u ob6s3aHHOCTH

3.1. TpeboBaTh OT moApa3feneHUit U COTPYJHUKOB TEXHHKyMa IPECTaBICHMS
MaTepuaoB (IJIAHOB, OTYETOB, CIPABOK U T.II.), HEOOXOJMUMBIX IS OCYIIECTBICHHUS
paboThl, BXOAAIIEH B KOMIIETEHIHIO OyXTaaTepCKOi CiyxKOEI.

3.2. He npuHMMaTh K HCIIOIHEHUIO U O(DOPMIICHHIO JOKYMEHTHI [0 ONepalysiM,
KOTOpbIE HapyIlaloT JIEHCTBYIOIIEE 3aKOHOAATENbCTBO M YCTAHOBJIEHHBIM MOPSIOK
NMpHeMa, ONPUXOJOBaHMs, XpaHEHHss M  PAacXOJOBaHHUs JICHE)KHBIX CPEICTB,
000pyI0BaHUsI, MATEPHAIBHBIX M JAPYTUX LEHHOCTEH.

3.3. IlpenctaBnsATh pYKOBOJCTBY TEXHHKyMa Hpe;[H())KeﬁHH 0 HAJIOXKEHUH
JAMCLHUINIMHAPHBIX ~ B3BICKAHHMM Ha  JIML, JOIYCTHBIIMX HeJ0OpOKAavYeCTBEHHOE
oQopMIIeHHEe U COCTaBJIEHHE [OKYMEHTOB, He.CBOGBpEMeHHy}O nepejadyy Mx s
OTpaXKeHHsI Ha c4Yerax OyXrajlrepckoro ydera W B OTYETHOCTH, a Talkke 3a
HEZOCTOBEPHOCTH COJAEPIKALIMXCS B TOKYMEHTaX JaHHBIX.

3.4. OcylecTBIATh CBA3b C JPYTUMH OPraHM3alUsIMH M TOCYAapPCTBEHHBIMH

OpradHaMu 1o BOIIpOoCaM, BXOJSIIHM B KOMIIETEHIIMIO 6yxranTepHH.



3.5. Ykazanus GyXrajtepuu B mpefenax QyHKIHMHA, TpeLyCMOTPEHHBIX HACTOSIIIUAM
MIOJIOKEHUEM, SIBJISIIOTCS 00S3aTeNbHBIMM K PYKOBOJCTBY M HCIIOJIHEHHUIO BCEMHU

[IoApasaceIeHus MU U COTPYIJHUKAMU TEXHHUKYMaA.

4. OTBETCTBEHHOCTD
4.1. Bcro TMOJHOTY OTBETCTBEHHOCTH 32 KAueCTBO W  CBOEBPEMEHHOCTb
BBIIIOJIHEHUSI BO3JIOKEHHBIX HACTOSLIMM IIOJIOKEHUEM Ha OyXrajlTepcKylo cilyxk0y
3a71a4 1 GYHKUUH HeceT TJIaBHBINA OyXrajurep TeXHUKYMa.
4.2, CremeHp  OTBETCTBEHHOCTH  JPYTUX  pabOTHHKOB  OyXrajiarepuu
VCTAHABJIMBAETCS JOJKHOCTHBIME MHCTPYKIMAMHU. [ TaBHBIN GyXrajiTep yCTaHABIHBAET
cl1yKeOHble 00A3aHHOCTH pabOTHHKOB OyXralTepUH B JIOJDKHOCTHBIX MHCTPYKUUSIX,

VTBEPXKAAEMBIX NUPEKTOPOM TEXHHKYMa MO NPEACTABIEHHIO TIIABHOTO 6yxranTepa.

5. B3auMOOTHOLIEHUS], CITy)KEOHBIE CBSI3H

CrpykTypHEIE Byxrantepckasd byxrantepckas ciyx0a mepenaet
noJjpasJielieHus, | ciyx0a moiydaer JTOKYMEHTBI
CTOpOHHHUE JIOKYMEHTBI
OpraHu3auu
1 2 3

5.1. B3aMOOTHOIIIEHUS CO CTPYKTYPHBIMH MOJIpa3eIeHUIMHU

Kanposas u - IPUKA3bI 110 JJUYHOMY | - OJaHKU CTPOTOil OTYETHOCTH
IOpUAnYecKast COCTaBy; (IMTUTOMBIN TIP.)
ciyx0a - Tabenu yuera - IPOEKTHI IPUKA30B U
pabouero BpeMeHH PacIOpsDKEHHIA 10 BOIIPOCaM
COTpPYIHUKOB; (MHAHCOBOH eATeNLHOCTH;
- OONBLHUYHBIC JIUCTBL; | - CBOJKH, CIIPABKH, CBEJICHHUSI 10
- KOTIHH TIPUKA30B U 3aIIpocaM PyKOBOJICTBA,
pacropsiKeHuH - OTUETHI O pe3yJIbTaTax
IUPEKTOPA TI0 (GrHAHCOBO-X0351CTBEHHOI
OCHOBHOI JeSITeTbHOCTH
NesITeIbHOCTH;
- KOPPECIIOH/IEHIHS B
anpec OyxrajaTepuu




XozsiicTBeHHAas - X035 MCTBEHHBIE * - CBEJICHUS O HOpMax
cinyxba JIOTOBOPBI, CMETHI, pacxoza IEHEeKHBIX CPEJICTB U
aKTHI U JIPyTHE MaTepHalIoB;
MaTepUaksl o * - CBEJEHMS O 3aTparax II0
BOIIPOCAM BBIIIOJIHEHHS | BHAAM JESTEIBHOCTH U
JIOTOBOPHBIX OT/IEJIbHBIM JIOTOBOpaM;
00513aTeNbCTB; - CBeJIeHUsI 00 OIIIaTe CYETOB,
-cueTa Ha neOUTOPax U KpeIauTopax;
npuobpeTeHue - YKa3aHus 10 Bompocam
TOBapHO- 0(OpPMIICHUS! U TIPe/ICTABICHHUS
MaTepHaIbHBIX JUISL ydeTa JOKYMEHTOB U
IIEHHOCTEH; CBEJICHUM.
- aBAHCOBBIE OTYETHI
COTPYAHHKOB
5.2. B3aMMOOTHOIIEHHUS CO CTOPOHHHUMH OPTaHU3AIUSIMHA
bank - BBIIMCKH I10 CYETaM U |- pacYeTHO-IIIaTe)KHbBIe
IpHJIaraeéMele K HUM OaHKOBCKHE JIOKYMEHTEI; -
JIOKYMEHTHI; 3asIBIICHUSI HA MTOJIyUYEeHHE
- IUCbMEHHEIE JIEHEXKHBIX CPEJICTB U Ha B3HOC
pa3bICHEHHS 10 HAJIMYHBIMH,
BOIIpOCaM - CBEJIEHUsI 10 BOIIPOCAM
B3aUMOJCHCTBHS C paboTHI ¢ JeHEKHOM
OaHKOM HaJIMYHOCTEHIO,
['ocynapcTBenHast | - akThl U OKYMEHTSI 11O - IPUKa3bl, JOKYMEHTHI H
HAJIOTOBAas BOIIPOCAM MPABHILHOCTH | [OSCHEHMSI, HEOOXOUMBIE IS
HHCTIEKIUSI HUCYUCIICHUS W YILTAaThI IIPaBUJILHOTO UCYHCIIEHHS
HAJIOTOB B OIOJIKET; HaJIOTOB;
- IUCbMEHHEIE - pacyeTsl 10 HaJloram
Pa3bACHEHHUS 110 (HaJIOroBEIe JIeKIIapalin);
HAJI0T000JIOKEHHUIO. - OyxrajiTepckas OTYETHOCTb.

6. Opranuzanus paboTsl
6.1. Byxrantepckas ciyx6a paboTaeT B COOTBETCTBUH C NpaBUIaMU BHYTPEHHETO
PY/I0BOTO paclopsiKa TEXHUKYMa.
6.2. Peopranmsanus W JIUKBUIAIHS OyxranTepckoit ciyxObl IIPOBOJIUTCS Ha

OCHOBaHHH NPHKA30B JUPEKTOPA TEXHUKYMA.



