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1. O0mue noJioskeHHe

1.1. Hacrosmee «Ilonoxenue 00 aaMUHHUCTPATHBHO-XO35HCTBEHHOM OTAEIIE»
(nanee- Ilono)keHHe) BXOAMT B CTPYKTYpy OpraHH3al[HOHHBIX JIOKYMEHTOB
HerocynapcTBeHHOro 0Gpa30BaTe/IbHOTO YUPEkKIEHHs BbICLIEro 00pa3oBaHHs
«MOCKOBCKHI WHCTUTYT IOpUCTIpyAeHUMH» (nanee -MHCTHTYT), ompeaenseT
OpPraHH3allHOHHOE  MOJIOKEHHe  OTAeNna, NPUMEHAeTCs B  MPaKTH4eCKOH
nestenpHocTd Cekropa, MHBIX CTPYKTYPHBIX 110Jpa3/e/ieHHd U pPYKOBOJICTBOM
WucrturyTa.

1.2. TTonoxenue pazpaborano Ha ocHoBanuu DesepanpHOro 3akoxa ot 29.12.2012
No273-®3 «O6 obpazosanuu B Poccuiickoit @eneparny», Tpynosoro koaekca PO,
Verasa MuctuTyTa, TpebGoBanuit EamHOro xBanuUIMpOBAHHOTO CIpaBOYHHKA
NIOJKHOCTEM PYKOBOIHUTENEH, CIICLHATHCTOB U APYTHX CIIYKALHX, YyTBEPIKIACHHOTO
[ToctanosnenueM Muntpyaa Poccuu ot 21.08.1998 Ne37

1.3. Tlonoxkenwe omnpemenseT Ha3sHayeHWe, 3ada4dd, (QYHKIMH, TIpaBa,
OTBETCTBEHHOCTb M OCHOBBI JAE€ATEIBHOCTH aIMHHHUCTPATUBHOIO -X03AHCTBEHHOIO
oTIena.

1.4. Byxranrepus SsBIseTCS CTPYKTYpHbIM moapasjaenedueM HWHCTUTYTa |
MOJYHHSAETCS HEMOCPEACTBEHHO PEKTOPY.

1.5. Byxranrepusi co3/aeTcsi U JTUKBUAUPYETCS IPUKA30M PEKTOPA OJJHOBPEMEHHO
C CO3IaHHeM WIIH JTUKBUAALUEN HHCTHTYTA.

1.6. Byxrantepuio Bo3ryaBiseT IJ1aBHbliA OyXranrep, Ha3Ha4yaeMblil Ha J0JKHOCTb
IPUKa30M PEKTOpa UHCTUTYTA.

1.7. Ha BpeMst OTCYTCTBHS TJIaBHOTO Oyxranrepa (KOMaHAMPOBKa, OTITYCK, O0Ie3Hb

U T.I.) PYKOBOJACTBO OyxXranTepueil OCYLIECTB/IAET €ro 3aMeCTUTENlb, a IIpH
OTCYTCTBHM TOCJIEIHEIr0 — Jpyroe IO/DKHOCTHOE JIMIO, O 4eM OO0bABIISETCS
IPHUKa30M [0 HHCTUTYTY.

1.8. B cBoeil nesrenbHocTH OyXranrepus pyKOBOACTBYETCS:

- @enepanbHbiM 3akoHoM P® or 06 nexabps 2011 roma Ne 402-03 «O
OyXraaTepcKoM yderey;

- [TonoxxeHusiMu 1o OyXraiTepcKkoMy y4eTy;
- UHBIMH HOPMATHBHO-IIPABOBBIMH JJOKYMEHTaMH 0 OyXTajaTepCcKOM ydeTe,;

- YcraBom WHCTHUTYTA U HHBIMH JIOKAJIbHBIMH aKTaMH HHCTHUTYTA.



2.CTPYKTYPA

2.1. CTpyKTypy M LITaTHYK YMCIEHHOCTh OyXralTepHH YTBEPXKIAET PEKTOp IO
MpeICTaBIeHUIO TIaBHOTO OyXranrepa.

2.2. Byxrajitepusi COCTOMT W3 [JIaBHOrO OyXrajrepa, 3aMeCTHTENIs TJIaBHOIO
Oyxranrepa, ctapuiero Oyxranrepa u Oyxranrepa.

2.3. Pacnpenenenue 00s13aHHOCTEH MEXAY COTPYAHHMKaMH OTAeNa MPOU3BOAUTCS
rJIaBHBIM OyXranarepom.

33A0AYH

3.1. Opranuszanus Oyxraatepckoro ydyera (UHAHCOBO - XO3AHCTBEHHOM
JIesATeIbHOCTH UHCTUTYTA.

3.2. KoHTposb 3a KCIIOJIB30BAHHEM MaTE€PUAIbHBIX, TPYJOBBIX M (DHMHAHCOBBIX
pPecypcoB, COXPaHHOCTBIO COOCTBEHHOCTH MHCTUTYTA.

4. OYHKLIUN

4.1. ®opMHpOBaHHE YYETHOH MOJUTUKU B COOTBETCTBHH C 3aKOHOIATEIBCTBOM O
OyXrajTepcKOM y4yeTe M MCXOAs U3 CTPYKTYpbl U OCOOEHHOCTEH IesTelbHOCTH
MHCTUTYTa, He0OX0AUMOCTH oOecneyeHUs ero GUHAHCOBOM yCTOMYHBOCTH.

4.2. PaGoTa 1o MOAroTOBKE M MPHHATHIO pabo4ero IiaHa c4eToB, GOpM MEPBUYHBIX
YYeTHBIX JOKyMEHTOB.

4.3. Pa3paboTka GopM JOKyMEHTOB BHYTPEHHEH OyXrajJTepcKOil OTYETHOCTH.

4.4. QOOecreyeHre TMOpsOKa TPOBENEHHs WHBEHTapH3aLUHMH, odopMieHue
pe3yabTaTOB MUHBEHTapHU3aLIMii.

4.5. KoHTpob 3a nmpoBeieHHeM (PUHAHCOBO-XO0358HCTBEHHBIX ONEPALHH.

4,6. ObecrnieyeHre COOMIOJEHHUS TEXHONOrMM 0OpabOTKU  OyXraaTepcKoi
HH(OpMaIMK U NOpsiJIKa JOKyMeHToo0opoTa.

4.7. Opranusaius OyXraaTepcKoro y4era U OTUETHOCTH B MHCTHTYTE Ha OCHOBE
MaKCHMaJIbHOM LEHTpAIM3allii YYeTHO-BbIYMCIMTENbHBIX Pa00OT M NPUMEHEHHS
COBPEMEHHBIX TEXHMYECKHX CPeACTB M  HMH(OPMALMOHHBIX  TEXHOJIOIHH,
MIPOTPECCUBHBIX (POPM U METOJ0B yueTa W KOHTPOJIS.

4.8. ®opMUpoOBaHKE ¥ CBOEBPEMEHHOE IpEJCTaBIEHUE MOJHOH W JOCTOBEpPHOH
Oyxranrepckoii MHGOPMALUK O JEATETbHOCTH HMHCTUTYT4, €r0 MMYIIECTBEHHOM
TMIOJIOYKEHHH, JOX0JaX U pacxoax.



4.9. Pa3paboTka u OCyIIE€CTBICHHE MEPONPHUSATHH, HAIIPABJIIEHHBIX HA YKPEIJIEHHE
(pMHAHCOBOW JUCLIUTIIIUHEI.

4.10. Yuer UMYIIeCTBA, 0053aTeNbCTB M XO3SHCTBEHHBIX
olepawlui, OCHOBHBIX CPEJ/ICTB, HEMaTepUalibHbIX AKTUBOB, TOBAPHO-MaTEPHUAIbHBIX
LEHHOCTEH U JAECHEKHBIX CPEACTB.

4.11. CBoeBpeMeHHOE OTpa)KeHWe Ha cuyerax OyXraaTepckoro yd4era
orepaiuii, CBSA3aHHLIX C JIBHJKEHHEM OCHOBHBIX CpeJICTB, HeMaTepHalIbHbIX
aKTUBOB, TOBApHO-MaTePHAIBHBIX LIGHHOCTEH U IEHEe)KHBIX CPE/CTB.

4.12. UcnonHeHue CMET pacXxo/oB, BBINOJHEHUs pabor (ycayr),
pe3ynbTaToB (PUHAHCOBO -XO3SIMCTBEHHOM JE€SATEebHOCTU HHCTUTYTa, a TaKke
(UHAHCOBBIX, PACYETHBIX U KPEIUTHBIX OTEpaLIHi.

4.13. CBoeBpeMeHHOe 1 NpaBuIIbHOE 0(POPMIIEHUE IOKYMEHTOB.
4.14. O0ecnieyeHHe pacyeToOB MO 3apabOTHOM TUIaTe.

4.15. TlpaBuiibHOE HAYMCIIEHHE U NTePeYrCIIeHHe HAJIOroB M ¢cOOPOB B (he/iepaibHbIH,
perioHalIbHBIA U MECTHBIN OFOKETHI, CTPaxOBbIX B3HOCOB B IOCYAapCTBEHHbIE

BHeOOKeTHbIE (DOH/BI, IIaTeKel B OAHKOBCKUE YUPEKISHHS.

4.16. OruucieHHe CpeACTB Ha MaTepUallbHOE CTUMYJIMpOBaHHE pPabOTHUKOB
Wucrturyra.

4.17. VYyacTMe B MpPOBEAEHHMM DSKOHOMHUYECKOIO aHainu3a (PUHAHCOBO -
XO35ICTBEHHOHN NEATEIIbHOCTH MHCTUTYTa 10 JAaHHBIM OyXrajTepckoro ydera M
OTYETHOCTH B IEJISIX BBISBICHUS BHYTPUXO3SHCTBEHHBIX PE3e€PBOB, YCTpPaHEHHS
1oTeph U

HEIPOH3BOACTBCHHBIX 3aTpar.

4.18. IIpunsTtue Mep IO NpeaynpekIeHHI0 Hel0CcTad, He3aKOHHOIo
pacxo/0BaHUSl JIEHEXKHBIX CpPEACTB W TOBAapHO-MaTepUalbHBIX ILIEHHOCTEH,
HapyueHUH (UHAHCOBOTO M X035HCTBEHHOI0 3aKOHO/1aTe IbCTBA.

4.19. Yuactue B O(GOpPMJIEHHHM MaTepHalOB II0 HeAOCTayaM M
XHUILEHUSIM JAE€HEKHBIX CPEJICTB U TOBAPHO-MaTePUaIbHBIX LIEHHOCTEH.

4.20. IlpuHsiTHE Mep MO HAKOIUIEHHIO (DUHAHCOBBIX CPEACTB AN obecredeHus
(hUHAHCOBOH YCTOHYMBOCTH MHCTUTYTA.

4.21. OGecrieuenue cTpororo cobroaeH|s HUHAHCOBON M KACCOBOW JUCUMIUTHHBI,
CMET aIMHUHUCTPAaTHBHO-XO3AMCTBEHHBIX M JPYrHX pacxoj0B, 3aKOHHOCTH
CIIMCAaHUs CO CYeTOB OyXraiTepckoro y4yera Hegoctad, AeOUTOpCKoM
3a[JOJUKEHHOCTH W JIpYyTUX NOTepb, COXPaHHOCTH OyXraiaTepcKuX IOKYMEHTOB,
oopMIIeHHS ¥ a4l UX B YCTAHOBJIEHHOM TTOPSI/IKE B apPXHB.




4.22. PaspaboTka M BHEJApPEHWe pAlMOHAIBHOM IJIJAaHOBOM W  y4eTHOH
JIOKYMEHTALIMH; TIPOTPECCUBHBIX GOPM H METOJIOB BeJIeHHs OyXraaTepCKoro yuera
Ha OCHOBE€ IPUMEHEHH S COBPEMEHHBIX CPEACTB BLIYMCJIUTEIbHON TEXHUKH.

4.23. CocraBneHue OyXrajTepcKoii, HaJIOrOBOM, CTATUCTHYECKOH H HHOM
OTYETHOCTH, TIPEIOCTABICHHUE €€ B YCTAHOBICHHOM IIOPSJKE B COOTBETCTBYIOLIHE
OpTaHBl.

4.24. KoHTpoIIb 3a COOJIIO/IEHHEM  YCTAHOBIIEHHBIX  NPaBHIl  O(OpMIIEHHS
MPUEMKH M OTITyCKa TOBApHO- MaTepHalIbHBIX LEHHOCTEH.

4.25. TIpuHSATHE Mep 1O B3bICKAHUIO B YCTAHOBIEHHbIE CPOKHM 1eOMTOPCKOW M
MOrallleHHI0  KPEAMTOPCKOW  3aJ0JKEHHOCTH,  COOJIIOJEHUIO  IUIATeXKHOH
JHUCLHUTUTHHEL.

4.26. PaccMoTpeHHe M TIOAMMCAHHE [JIaBHbIM OyXrajrepoM JIOKYMEHTOB,
CIIy’KallMX OCHOBAaHMEM /ISl IPUEMKH M BbIJA4YH JIEHEXKHBIX CPEJICTB U TOBApPHO-
MaTepHAIbHBIX LIEHHOCTEH, a TaKXKe KPEANTHBIX U PacuETHBIX 0053aTeNbCTB.

5. [IPABA
Byxrantepus ©MeeT 11paBo:

- TpeGoBaTthb OT BCeX TMOApa3ieeHHH HHCTHTYTa COOIIOAEHHS
nopsiaka oopmieHus: GUHAHCOBO — XO3AHCTBEHHbBIX ONEpalldil U MpeCcTaBICHHsI
HeOOXOUMBIX JOKYMEHTOB U CBE/ICHUH;

- TpebGoBaThb OT PYKOBOAMTENEH CTPYKTYpPHBIX IOApa3AeiIecHUH
MHCTUTYTa M OTJENbHBIX CIELUHATUCTOB MPUHATHA MEp, HANpaBlEHHBIX Ha
nosbileHHe 3)HEKTUBHOCTH MCIOIb30BAHUS CPEJICTB MHCTHUTYTa, obecnedeHus
COXPaHHOCTH COOCTBEHHOCTH MHCTHTYTa, O0ecIieuyeHus PaBUIbHON OpraHu3aluu
OyXrajaTepcKoro y4era U KOHTPOJIS;

- BHocHTh Ipe/10KeH st pyKOBOJACTBY HHCTHTYTa O IPUBJIEYEHHH K MaTepUalIbHOM
M JUCLMUIUIMHAPHOW OTBETCTBEHHOCTH JIOJDKHOCTHBIX JIAL [0 pe3yjbTaram
IPOBEPOK;

- He mpuHuUMaTh K MCIOIHEHHIO U O(OPMIIEHHIO IOKYMEHTHI 10 ONepalusm,
KOTOPbIE ITPOTHBOPEYaT 3aKOHOAATE/ILCTBY M yCTAHOBJIEHHOMY IOPSAIKY [TPHEMKH,
XpaHeHHs U PacXOI0BaHHUs JEHEKHBIX CPE/ICTB.

[ naBHBIN OyXranTep Takxe BIIpaBe:

- B ciydae oGHapyKeHHs HE3aKOHHBIX AEHCTBUI NOJDKHOCTHBIX JIML (IPHITHCOK,
MCIIO/Ib30BAHMS CPEACTB He MO HA3HAYCHWIO M JPYTMX HapylleHWHd ¢
3710ynoTpeOIeH i) JOKIaAbIBATE PEKTOPY HHCTUTYTA JUJISA IIPUHATHS Mep;



- BHocuTh npeiioKeHHs: PYKOBOJCTBY MHCTHTYTa O IepeMelleHHH pabOTHHKOB
OyXraiaTepHy, WX MOOLIPEHHH 3a YCIEUIHYI0 paboTy, a TakkKe MpeMIOKEHHS O
HAJIOXKEHMH JHCLUHMIUIMHAPHBIX B3bICKAaHUH Ha pabOTHUKOB, HapyIIaKOIIHNX
TPYAOBYIO TUCUHUIUIMHY;

- JlaBaTh corjiacHe HJIH OTKa3bIBaTh B HEM IO BOIIPOCaM Ha3HAY€HHMsl, YBOJbHEHHS
U nepeMeleHus pabOTHUKOB OyXrajaTepuu,

TpeGoBanue Oyxrantepud B 4acTH Mopsaka OGOPMIIEHHS ONepauuid U
MPEICTABICHHS B OyXTalTepuI0 HEOOXOAUMBIX JOKYMEHTOB U CBEACHUH SIBIAIOTCS
o0s13aTe1bHbIMHU JJ151 BCEX nonpas,ueneﬂul‘/’l HHCTUTYTa.

6. OTBETCTBEHHOCTD

6.1. OTBeTCTBEHHOCTh 3a HajJleXkalllee W CBOEBPEMEHHOE BbINOJHEHHE (YHKLHN
OyXrajTepuu HeceT IVIaBHbIHA Oyxranrep.

Ha riaBHoro Oyxranrepa Bo3jaraercsi nepcoHajibHasi OTBETCTBEHHOCTD B CIIy4ae:

- HenpaBuibHOro BeaeHHs OyXralaTepcKoro ydeTa, CIEACTBHEM Yero SBUIIHCDH
3alyLIeHHOCTh B OyXrajaTepckoM YyueTe MW HCKaKeHHs B OyXraiaTepckoi
OTYETHOCTH;

- [TpunsTHs K MCIOJHEHHI0O W O(OPMICHHIO JOKYMEHTOB IIO
ornepauusiM, KOTOpble MPOTHUBOpPEYAT YCTAHOBJIEHHOMY IODPSIAKY I[PUEMKH,
ONIPUXO/IOBAHHUS, XpaHEHHs W PacXoJOBaHHS JIEHEXHBIX CPEJICTB, TOBApPHO-
MaTepHalbHbIX H APYTHX LIEHHOCTEH;

- HecBoeBpeMeHHOI1 1 HeNTpaBUIBHOM BBIBEPKH ONepalllii [0 pacueTHOMY U IPYIHM
cueram B OaHKax, pacueTaM ¢ 1e0MTOpaMH U KpeIMTOPaMH;

- Hapywenus NOpsAAKa CHucaHus ¢ OyxraaTepckux OanaHCoB
HezocTay, 1eOMTOPCKOM 3a10/DKEHHOCTH M APYTUX I0TEpPb;

- CocraBiieHus HEI0OCTOBEPHOM OyXrainTepcKol OTYETHOCTH 110 BUHE
OyxrajaTepuu,

- Jlpyrux HapylleHHH N0I0KEHUH U HHCTPYKLUH 110 OpraHu3aluy OyXraaTepckoro
yJera.

6.2. I'naBHbIi OyxraaTep HeceT HapaBHE C PEKTOPOM HHCTUTYTa
OTBETCTBEHHOCTB:

-3a HapylIeHHe TIpaBWJI M TMOJOXKEHHH, perJaMeHTHPYIOKUX (UHAHCOBO-
X035 HCTBEHHYIO J1EATEIbHOCTD;

- 3a HapyIlIeHHe CPOKOB IPE/ICTAaBIEeHHs KBAPTATbHBIX M I'OJIOBBIX OyXralTepcKux
OTYETOB ¥ OalaHCOB COOTBETCTBYIOIIUM OPraHaM.



6.3 OTBeTCTBEHHOCTb COTPYAHHUKOB OyXrajarepuu YCTAaHaBIIUBAeTCS MX
JOJKHOCTHBIMH HHCTPYKLIUSIMH.

7. 3ak0uYHTeIbHbIE MOJI0KEeHHH

7.1. Hacrosmee IlonoxeHue BcTymaeT B CHIY ¢ MOMEHTa €ro yTBEpXKICHHS
Pextopom HMHCTHTYTa M JelicTByeT A0 YTBEp)KAEHHS HOBOIO IOJOKEHHUS O
byxranrepuu.

7.2. IloaAMMHHKUK W KomKs HacTosmero [TomokeHus XpaHUTCs B KaZAPOBOM CEKTOpE
MHuctuTyTa, KONus-B OyXranTepuw.




