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1. O0mue moJ10KeHHA

1.1. Hacrosimas IODKHOCTHAas WHCTPYKIMS pa3paboTaHa B COOTBETCTBHH C TpyaoBbIM
koziekcoM Poccwmiickoit @enepanuu ot 30.12.2001 Ne 197-@3, KpanudukanmoHHBIM CIHPaBOYHUKOM
JOJDKHOCTEH PYKOBOJMTENEH, CHEHATACTOB U Apyrux ciyxamux (yrB. IloctanoBnennem MunTpyna
Poccun or 21.08.1998 Ne 37), npukazom Muntpyna Poccun ot 21.02.2019 Ne 1038 «O6 yrBepxaeHuu
npodeccnonansHoro cranaapra «byxranrrep» (3aperucrpupoBaHo B Muniocre Poccum 25.03.2019 Ne

1.2. Benymmii Oyxranrep otaena mo pacdeTy ¢ COTPYJAHHKAMH OTHOCHTCH K KaTeropuu
aJIMHHACTPAaTHBHO-ynpasieHyeckoro nepcoana ®I'bOY BO Kem['MY Munsznpasa Poccun (nanee —
KemI'MY) u noguuHsieTcst HEIOCPEACTBEHHO IJIABHOMY OyXrairepy.

1.3. B cBoeit nesrenpHOCTH BeAymui Oyxraatep OTAena MO pacdeTy ¢ COTPYAHHKaMH
PYKOBOJICTBYETCS:

Koncrurynueit Poccuiickoi ®@enepauuu, npunsatoi 12.12.1993;

* Tpynossmm koexcom Poccuiickoi ®enepanuu ot 30.12.2001 Ne 197-®3 (nanee — TK P®);
* QenepanbHbM 3akoHOM 0 OyxranrepckoM ydete ot 06.12.2011 Ne 402-®3 ¢ y4eToM H3MEHEHHH
H JIONOJIHEHHM

bromxernsiM koaexcom Poccuiickoit @enepanuu ot 31.07.1998 Ne 145-03;
Hanorosem konexkcom Poccuiickoit @enepanun ot 31.07.1998 Ne 146-D3;

®enepanbHbIM 3aK0HOM PO o1 27.07.2006 Ne 152 «O nepcoHaIbHBIX JTaHHBIX

ITocranosnenuem [IpasurenscrBa P® or 01.11.2012 Ne 1119 «O6 yrBepxkaeHun TpebOBaHui K
3allTe NEPCOHANBHBIX JaHHBIX IMPU UX 00paboTke B MHPOPMALMOHHBIX CHCTEMAX MEPCOHAIBHBIX
JAHHBIX Y,
* [pUKa3aMH, PaCIOPSDKEHUSAMH M MHCTPYKUMSAMH MuHucTepcTBa 37paBooxpaHenus Poccuiickoin
®enepauuu;
* HWHcTpykumeit mo OyxranrepckoMy yd4eTy B OIO/KETHBIX OpraHM3alMsAX ¢ H3MEHEHHSAMH H
JIOTIOJTHEHHUSIMH;

VYerasom ®I'BOY BO KemI’'MY Munzapasa Pocenn;

[Ipukazom «O6 yuetHoit nomutuke» ®I'BOY BO Kem['MY Munszapasa Poccuu;

pacnopsHKEHHsMH H TIpHKa3aMu pektopa KemI'MY;

KomnextuBabiM gorosopom ®I'bOY BO KemI'MY Munsapasa Poccuu;

[IpaBunamu BHyTpeHHero Tpyaosoro pacnopsaaka @50V BO Kem['MY Munsapasa Poccuu,

HACTOSIIEH JTODKHOCTHON HHCTPYKIIHEH.

1.4. Bexymmit Gyxrantep oT/1e1a 10 pacyeTy ¢ COTPYAHUKAMHU JI0JKEH 3HATh:
OCHOBHBIE IPHHIIUIIEI OpraHu3anuy O10mKeTHOro npouecca B Poccuiickoit denepanuu;

3aKOHOJATEIbCTBO O OYXraJlTepcKOM ydeTe;

TIOJIOXKEHUS] ¥ MHCTPYKIMHU 1O opraHu3auiu Oyxranrepckoro yuera B Kem['MYVY, npasuna ero
BEJICHHUA;
* (GOpMBI, NOPSJOK M CPOKH COCTABICHHSA OyXraiTepckoil (HaJOroBOW H CTaTHCTHYECKOH)
OTYETHOCTH;

opra"u3anoHHyI0 cTpykTypy KemI'MYVY ero pykoBoasumumii cocras;

HOPMATHBHBIE, METOJMYECKHE M JpYrHe [IOKYMEHTHI, perilaMeHTHUPYIOIHUEe eATEIbHOCTh
Kem['MYV.

STHKY AEJI0BOIo OGHICHHE;

* OCHOBBI JICJIONPOU3BOJCTBA, OPraHMU3alMIO JOKYMEHTOOOOPOTa IO ydacTKaM OyXraiTepckoro
yuéTa;

NporpaMMbl OyXraJTepckoro ydera;
NpaBHJIa IKCIUTyaTalli¥ TEXHUYECKHX CPEJICTB.

1.5. Benaymmii 6yxrairep oTjena no pacyery ¢ COTpyJAHUKAMH Ha3Ha4aeTcs Ha JO/DKHOCTD H
ocBoOOXaeTcs OT JOJDKHOCTH mpuka3oM pektopa Kem['MY, B cOOTBETCTBHH ¢ JECHCTBYIOLIMM
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3aKoHOAaTeascTBOM Poccuiickoit Menepanuu

1.6. Ha Bpems oTcyTcTBHs Bexayuiero Oyxrairepa OTjela IO pacdeTy € COTPYAHHMKAMH
(otmyck, Oone3Hb, KOMaHAMPOBKAa M Jp.) ero oOs3aHHOCTH MCIOMHAET JIMIO, Ha3HA4YEHHOE B
YCTaHOBJIGHHOM [OpsiaAke pacnopsokeHueM pekropa KemIMY a, koropoe mnpuobOperaer
COOTBETCTBYIOIIME IPaBa U HECET OTBETCTBEHHOCTH 3a HAJUIelKallee UCIIOJHEHUE BO3JIOKEHHBIX Ha HEro
00s13aHHOCTEH.

2. Kpaanpukanuonubie TpeboBaHHN

2.1 Benymwmii Oyxraiarep OTAejlia IO pacyeTy ¢ COTPYIHHKAMH JIODKEH COOTBETCTBOBATH
CIIEIYIOIHMM KBaTH(PHUKAIIMOHHBIM TPEOOBAHUAM, a TaKxkKe TpeOOBaHUAM NMPO(EeCCHOHATBHOIO CTaH/IapTa:
BhiCIIee MNpodeccHoHabHOe (IKOHOMMYecKoe) obpasoBanue W craxk paboTel B ao/mkHocTH Oyxrantepa Il
KaTeropuu He MeHee 3 JeT.

3. TpynoBasi pyHKums

3.1. TpynoBas ¢yHkuus Bexymero Gyxraiarepa OoTAena MO pacyeTy COTPYIAHHKOB - NPHHATHE K
y4eTy NepBHYHBIX YYETHBIX JOKYMEHTOB O (haKTax XO3sSHCTBEHHOH XXKH3HH SKOHOMHYECKOro CyObheKTa,
JICHEIKHOE M3MepeHHe 0OBEKTOB OYXTralTepCKOro y4eTa H TeKyIlas rpylniupoBKa (pakToB X03sHCTBEHHOH
KH3HH.

4. loizKHOCTHBIE 00S13aHHOCTH

Benymmit Oyxranrep otaena no pacyery ¢ COTPYJHMKaAMH HCIOJHAET ClEeaylolue
byHKIHOHATBbHBIE 00S3aHHOCTH:

4.1. OdopmiisieT IPUXO/IHBIE M PACXOHBIE KACCOBbIE OpJepa Mo OI0/UKETHOH W BHEOIODKETHOM
NeATETbHOCTH, CBSI3aHHbIE C HAYMCJICHUSMH U BBIIIATaMU 10 3apaboTHOH 1are corpyAHuKaM Kem['MY

4.2. [IpuHUMAeT ¥ KOHTPOJIMPYET NMEPBHYHYIO JOKYMEHTALMIO 110 COOTBETCTBYIOMIUM y4JacTKam
Oyxranrepckoro y4éra ¥ noAroraBiauBaeT e€ Kk cuéTHoi obpaboTke:

4.3. Hauucnser npuyMTarommecs BbILIAaThl cOTpyaHHKaM KemI'MV, JMnaMm OKa3bIBalOLIMM
YCIIYTH U BBIMOJHSAIOMUM paboThI 110 IOTOBOPaM I'pakkAaHCKO-IIPaBOBOrO XapakTepa,

4.4 [Ipou3BOAMT YCTaHOBJIEHHBIE 3aKOHOIATEJIBLCTBOM Y/IEPXKAaHUs M TOTOBUT JOKYMEHTBI 110 UX
NEPEYUCIICHHUIO;

4.5. OdopmisieT ¥ BbLIAaeT COTPYAHHUKAM CIIPABKHU O MOTYYEHHOM J0XOJIE;

4.6. Ilpunumaer 3asBieHHs U odopmiser peecTpbl B OaHK JUIA IOJYyYEHHS COTPYAHHKaMH
0aHKOBCKHX IJIACTHKOBBIX KapT;

4.7. Hauucnser nocobusi o yxXo/ay 3a AeTbMH 0 JOCTHXKEHHS UMHU Bo3pacrta 1,5 u 3-X nert, npu
HaJIM4YUH COOTBETCTBYIOIIMX JOKYMEHTOB;

4.8. BemonHser paboTy MO HAYHCICHHMIO H YACP/KAHHIO KBapTILIAThl Y COTPYIHHKOB,
NPOKUBAIOIMX B oOmexuTHH Kem MY, a Takke WHbIe BHIbI yIAepKaHWH M3 3apabOTHOM ILUIaThI,
COIJIaCHO 3asiBJIECHHH COTPY/IHHMKOB;

4.9. Cocrapnser xypHan onepanuit Ne 6 o Beimiare 3apaboTHOM ILIATHI;

4.10. TTpyHMMaET ydacTHE B COCTABJIEHHH KBApPTAIbHOM M roJloBOH (DHHAHCOBOM OTYETHOCTH B
COOTBETCTBHH C 3aKOHOIaTeIbcTBOM Poccuiickoit Menepanuu, a Takke 110 3arpocam JApYrHX BEJIOMCTB U
MuHnHCTEPCTB;

4.11. YyacTByeT B NpOBEJCHWHM MHBEHTApH3allM¥ He(UHAHCOBBIX AKTHBOB, paboTe peBH3HMil H
JPYTHX KOHTPOJIbHBIX MEPONPHUSATHS.

5. Ilpasa

Bexymmit 6yxranrep oTaena no pacyery ¢ COTpyAHHKaMH HMEET MpaBo:

5.1. TlomyuaTh METOAMYECKYIO H HHYIO HEOOXOAMMYIO HH(OpPMAIHIO, KOTOpas HeoOXoauMa JUls
peay3aiuu ero GyHKuui # 3Q(HEKTHBHOTO HCIOJHEHHS CBOMX 00s3aHHOCTEH;

5.2. BeITh 03HaKOMJIEHHBIM C pemieHHsMH pykoBojcTBa Kem['MY, KacalOmHMMHCS €ro
JIeATETBHOCTH;
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5.3. BHOCHTH Ha pacCMOTpeHHE PYKOBOJACTBA MpEUIOKEHHS 110 COBEPIIEHCTBOBAHUIO PaGOTHI,
CBSI3aHHOM ¢ 00S3aHHOCTAMH, NPEIYCMOTPEHHBIMU HACTOSIIEH J10KHOCTHON HHCTPYKIHEH;

5.4. B npenenax cBoed KOMIETEHIMH COOOIIATh HEMOCPEACTBEHHOMY PYKOBOJAHMTEMO 000 BCeX
BBISBJIEHHBIX B IIpOLECCe IEATEeTbHOCTH HEAOCTaTKaX W BHOCHTH ITPEJIOKEHHUS 110 UX YCTPaHEHHIO;

5.5. 3anpammuBaTh JHYHO WM 110 MOPYYEHHIO IVIABHOro OyXxraiarepa y COTpYAHHKOB Kem[ MY
MH(GOPMAIIHIO ¥ IOKYMEHTBI, HeOOXOAUMBIE JUIs BBITIOJHEHHS J0/DKHOCTHBIX 00A3aHHOCTEH;

5.6. IloBbimare KBaTM(PHKAMIO M MAaKCHMAJIBHO pealu30BaTh CBOM NpodhecCHOHATbHbIE
noTpebHOCTH;

6. OTBeTCTBEHHOCTH

Benymmii Gyxranrtep oTzena no pacyery ¢ COTpyHHKaMH HECET OTBETCTBEHHOCTb 3a:

6.1. Hemannexamee (xanaTHoe, HeOpexHOe, HECBOEBPEMEHHOE) HCTIOJIHEHHE HJTH HEHCIIOIHEHHE
CBOMX JIOJDKHOCTHBIX OOSI3aHHOCTEM, MpPeAyCMOTPEHHBIX HACTOSIIECH [0/DKHOCTHOM HHCTpYKIHMEH - B
npenenax, onpeaeneHusx TK PO,

6.2. IlpuumHenne MartepuasbHOro ymepba, NpaBOHApYIIEHHS, COBEpIICHHBIE B IIpoIecce
OCYIIECTBJIEHHS CBOEH JEATEIIbHOCTH - B Ipeeiax, ONpe/leIeHHbIX aIMUHUCTPATUBHBIM, IPaXKIaHCKHM,
YT'OJIOBHBIM 3aKOHOJIATETbCTBOM;

6.3. Hapymenue ¢puHaHCOBOH ITUCIMILIHHEI,

6.4. Hapymenue npaBui BHYTPEHHETO TPY/10BOr0 pacropsika Kem'MV;

6.5. IlpuunneHue MaTepuanbHOro ymepba umymectBy Kem'MV;

6.6. Hapymenue nmpaBui OXpaHbl TPyAa H TEXHHKH 0e30MacCHOCTH.

3a BbIIE [EpPEYUCIICHHBIE HApYUICHHs BeAylIWii Oyxramrrep otTaena Mo pacdeTy C
COTPYAHUKAMH MOXeT ObITh NMpPHUBJIEYEH, B COOTBETCTBHH C JCHCTBYIOIIMM 3aKOHOJATEIBLCTBOM B
3aBUCHUMOCTH OT TSDKECTH MPOCTYNKAa K JUCHHMIUTMHAPHOH., MaTepHaibHONW, aJIMHHHCTPAaTHBHOM,
IpaXkJ1aHCKOM M YTrOJIOBHON OTBETCTBEHHOCTH.

JIOJDKHOCTHAs MHCTPYKLHMS YyTBEpXKIaeTcs B 1-OM OJK3eMIUIApe M HAaXOIMTCS B YIPaBIICHUH
KaJpoB, 3JIEKTPOHHAs BepcHs JOKyMeHTa mpejacraBieHa Ha caiite Kem'MVY, uro obecneunBaer
JOCTYTTHOCTh JOKYMEHTa B MECTaX €ro MpHUMEHEHHSI.
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UH®OPMALIMOHHBINA JIMCT
1. PASBPABOTAHA
Jlo/uxkHOCTD ®UO H?I},lylc’b Jara
Havaneauk [TImbIKOBa / :
yIpaBJIeHUs1 KaApoB Cgetnana BukropoBHa % o ﬂj:,%
S

2. KOHCVYJIbTAHTHBI

JIMIIEH3HPOBaHHWs, aKKpEAHUTAILIHH H
MCHE/DKMECHTA Ka4eCTBa OﬁpaBOBaHH}I

Maprapura Hukonaesna

Jlo/uxHOCTD ®UO Ioanucey Hara

['naBHbI# Oyxranrep Tyrapunosa ; -
Enena Uanosuna %P 5. | dd. 03" AOLS
T,
3. COI'JIACOBAHA

JloJKHOCTD OUO IMoanucs JlaTa

OTBeTCTBEHHBIH 3a CHCTEMY Kocpkuna L P
o . /‘_‘_‘) . 1

MeHeKMeHTa kadecTBa Kem['MY, Enena BnagumuposHa é/jﬂf PANZ N &
1.0. IpOpeKTOpa 1o y4ebHoi# pabore
HavansHuK ynpasieHus CunbKOBa //}ﬁ s Xl P8 Lok

4. BBEJEHA B IEMCTBHE co 1us yTBepXKICHHS 1.0. pekTopa 25 mMast 2023 r.,
(OcHoBanue: mpoTOKO. 3acenanus YueHoro cosera Ne 9 ot 25 mas 2023 r., nporokon 3acenanus Cosera

1o kagectBy Ne 9 or 22 mas 2023 r.)

5. CIIMCOK PACCBUIKH
KoHnTpoabHbIii dK3eMmusAp:
e VYnpasieHue KaapoB

/IEKTPOHHbBIE KOIHH:

¢ VYmpasieHue no OyXrajJTepckoMy Y4eTy U OTYETHOCTH
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Homep u nara Jlata nosny4enus Y10JIHOMOYEHHBIH 110 Ka4eCTBY
Howmep PacropsIUTEILHOTO JIOKyMeHTa 06 CTPYKTYPHOT'O NOZpa3eNeHus / U0,
M3MEHEHHs| JIOKYMEHTa O BHECEHMH [M3MEHEHUSX / BHECEHHs] BHOCSIIEE H3MEHEHHS

H3MEHEHUH H3MEHEeHUH dUO IToamuce




