Kazanckuii punuan YTBEPXIAIO
DenepanbHOro rocynapcTBEHHOIO

O101KEeTHOT0 00pa30BaTENLHOIO Hupexrtop
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IMOJIOKEHHUE
1007 AOAR N A

Kazaub

O BYXTAJITEPUHA

I. OGIUUE IMOJIOKEHUE

I.1. Hacrosuee nosoxenue paspaboraHo Ha OCHOBAHUHM M B COOTBETCTBUH C
DenepanbHbiM 3aK0HOM «O GyXTanTepekoM yderey, HONOKEHUSIMHU 110 GyXTanTepcKoMy
Y4eTy, HWHBIMM  HOPMATHUBHBIMH [PABOBBIMH ~aKTaMH O OyXIaJTepCKOM  ydeTe,
Oenepanbabim 3akoHom  «O6 obpasosannu B Poccuiickoit Denepawuny, YcraBom
Yuusepcurera u Ilosoxennem o Quianane YuusepcuteTa, ONpeiesseT [PaBOBbIE
OCHOBBI pabOThl OyXranaTepuu.

.2 byxrajrepus — sBisercst  CTPYKTYPHBIM — [OApasjeieHneM  duiiuaia
YHUBEPCHTETA, CO3/A€TCs W JIMKBMAMPYCTCS  [IPUKa30M  pekTopa Y HHBepcureTa
O/IHOBPEMEHHO C CO3JaHueM M JIMKBHLatneii ¢husnaia.

1.3. byxranrepus JelicTBYeT B COOTBETCTBHM C 3aKOHOAATEILCTBOM Poccuiickoi
Oenepatiiy, HOPMATUBHBIMK NPABOBBIMI dKTAMKU OPraHoOB YIIPABIEHHs 00pa3oBaHUeM,
Yeragom  Yuusepeurera, [losoxennem o duimane YHupepcuteTa, npukasamMu u
PaclopsKEHUAMK ~ peKTopa  YHUBEpeHTeTa W Aupekropa Quinana YHUBEpCHUTETa,
llpasuiamu BHyTpeHHero TpyjoBoro pacrnopsjika Yuupepcutera, llonoxenuem o6
opraHuzauuu  paboTbl 110 OXpaHe Tpyjga ©  OOECHNEYEeHHI0  0e30MacHOCTH
o0pasoBaTeIbHOro npotecca (Quiraia YHUBEPCUTETa, HACTOAIIMM |lOJMOKEHHEM U
MHBIMKM JIOKAJILHBLIMY HOPMATHBHBIMU 11PABOBLIMM aKTaMKu Y HuBepcurera W (uinana
YuuBepcurera.

[.4. OcuHoBuble HarnpaicHust padoThl OyXraiTepuu ONPEe/sIoT HACTOSIIEE
[onoxcenne, rogosple n reperexTHBLbie ianb paboTsl OyXIalTepuu, YTBEPIKAACMbIE
JIMPEKTOPOM (puJinalia.

.5, byxranrepuio Bosriasisict riasublii Oyxranrep, npuunmaeMplii Ha paGoTy
[PUKA30M PEKTOPA Y HUBEPCHUTETA HA OCHOBAHMH 3aKJIHOUEHHOTO TPY10BOr0 J0rOBOPA IO
HPEACTaBIICHMIO JIMpeKTopa puitnaia YHusepeurera.

1.6, I'naBupiit Oyxranrep Quinana Yuusepeurera paboTaeT HENOCPEACTBEHHO
HOJ/L PyKOBOACTBOM JAMpPeKTOpa (pujinaia u o0LKuM pYKOBOACTBOM TJ1aBHOrO Oyxrajirepa

YHu BCpCHTCTA.



1.7. Byxrasrepust OTUnTBIBACTCS B CBOEH JCSITEIBHOCTH repeji pyKoBOJICTBOM
Guimana YHuusepcurera.

2. OCHOBHBIE 3AJAYHN

JlesitesibHocTh  OyXranTepuu  HanpaBieHa Ha  OCYIIECTBICHHE CIIEAYIOUIUX
OCHOBHBIX 3aj1a4:

2.1, Opranusauus  OyXrajarepckoro — yuera  (GMHAHCOBO-XO3SAHCTBEHHOI
JesITeJILHOCTH (puiinana.

2.2, ®opmupoBaHHe TMOJHOI M JOCTOBEpHON MH(POPMALUK O JESTENLHOCTH
(punnana, ero UMyHICCTBEHHOM [OJIOKEHUH, HEOOXOMMMOIL BHYTPEHHUM M BHELIHUM
NOJIL30BATEIAM OYXI'aJITEPCKON OTUCTHOCTH.

2.3. Konrpois 3a coBepiuaeMbiMu GakTaMi XO3SIHCTBEHHON JKU3HU Gunuana B
[peiestax KOMMNETeHUNN COTPYAHUKOB OYXTaiTepuH.

2.4. TlpenoTspalieHne OTPULETEALHBIX PE3YALTATOB ACSTEIbHOCTH U BbISBJICHUE

pe3epBoB o0ecneueHus ero PUHAHCOBON YCTOHUHBOCTH

3. DYHKUHUHA

byxranrepus Boinonuser cieayiomme GyHKIUH:

3.1. Yuacrue B gopmuposaniie yuerHol HOMUTHKM Y HUBEPCHTETE, paspaborke
pabouero miaHa cueroB. (GOPM HEPBUUHBIX YUETHBIX JOKYMEHTOB, MPUMEHSEMbIX JJIs
OPOPMIICHUSL XO3SAHCTBEHHBIX Olepalnil, 10 KOTOpPbIM He [PELYCMOTPEHBI TUIOBLIE
(hopMbL.

3.2. Paspaborka popm HOKYMCHTOB BHY TpeHHeil OyXranTepeKoil OTYeTHOCTH.

3.3, ObccnieucHne 1OPsAKL HPOBEICHHS HHBEHTAPU3ALMH, KOHTPOIMPOBAHUE
HPOBCACHMs XO3SHCTBCHHBIN Orepaliii.

3.4, ObGecrieuenue  coOMOACHNS  TEXHONOIMH  06paboTKH Oyxrajarepckoit
HH(OPMALMHU 1 TTOPSIAKA JTOKYMEHTOO00pOTA.

3.5. CBoespemMeHHOE TPEAOCTABICHHE B YCTAHOBICHHOM MOPSIKE [OJIHON u
JIOCTOBEPHOIN  OyXraitepekoil  undopmaunn 0 AesTeNbHOCTH  (Quikaita, — ero
HMYLICCTBCHHOM TOJIOIKEHMH, JIONO/IAX U PACXO/1aX.

3.6. Yuer umymiectna, 0083aTe/LeTB 1 XO3HCTBEHHBIX ONepaLuii, MOCTYNAIOLMX
OCHOBHBIX CPEJCTB, TOBAPHO-MATCPHAIILHBIX LIEHHOCTEH 1 JICHEKHBIX CPECTB.

3.7. CBoeBpeMeHHOE OTpazkeHiie Ha cuerax OyXIalTepckoro yuera Orepawui,
CBA3AHHDLIX € JIBMIKCHHEM OCHOBHDLIX. TOBAPHO-MATEPHUAILHLIX LEHHOCTEH U JACHEKHBIX
CPEJCTB.

3.8, CBOCBpPEMEHHLIH — yueT — MCIOJAHCHMS  CMET — PACXOJ0B, pe3yabTaToOB
XO3SIMCTBEHHO-(PUMHAHCOBOI JICSITC/ILHOCTH (uIiHalia.

3.9. O0ecnieuenne cBOEBPEMEHHBIX PACUETOB 110 3apaboTHOI riaTe.

3.10. lpaBuibioe  Haudmenenue u o [CpeUnciIeHue  HANOIOB M cGOpOB B
peaepalibHbIil,  PErHOHAILHBI W MECTHBLIH  OIOJUKETDI, CTPaxXoOBBbIX B3HOCOB B

rocy1apCTBeHHbIC BHEOIOIKCTHBIC (POH/LLI.



3.11. puHstie Mep 1o npeaynpeiieHuio Hea0cTau, He3aKOHHOTO pacxonoBaHusI
ACHCIKHBIX CPEJICTB M TOBAPHO-MATCPHAILHBIX LEHHOCTEN, HApYIIeHHs: (UHAHCOBOTLO U
XO3SMHCTBEHHOr0 3aKOHO1aTe/ibeTBa PO,

3.12. Yuactue B o(OopMICHHH MaTepHaNOB [0 HEJOCTaYaM W  XHIIEHUAM
JICHEIKHDBIX CPEJICTB M TOBAPHO-MATEPHATBHBIX LEHHOCTEM.

3.13. O0ecneuenne cTpororo codimopeHus WTaTHOM, (UHAHCOBON U KIACCOBOI
AUCLMIUIMHDL, CMET PACXO/I0B, 3aKOHHOCTH CITHCAHMS €0 CUCTOB OYXIalTepCKOro yueTa
HejocTauax,  AeOMTOPCKOH W KPEJAMTOPCKOH  3a0/DKEHHOCTH WM IPYIHX  MOTEpb,
COXPaHHOCTH OYXIaJTEPCKUX JIOKYMEHTOB, O(QOPMICHHS M CAaYd UX B yCTAHOBJICHHOM
MOPSIJIKE B ApXUB.

3.14. Paspaborka u BHEAPEHMC NPOIPCCCHBHBIX (POPM U METOMOB BEEHMUSI
OyXIaJATepCKOro yuera Ha OCHOBE NPHUMEHEHHS COBPEMEHHBIX CPEACTB BBIUMCIUTENLHOIN
TEXHUKH.

3.15. Cocrapiienne Oananca W ONEpaTHBHLIX CBOJIHBIX OTYETOB O JOXOAAX M
pacxolax cpeAcTB 00 uCHoNb30BaHuM OlOJKETa, a TakKe JApyroil OyXraarepckoil u
CTATUCTUYCCKONH  OTUCTHOCTH. 1IpC/locTaBlicliie UX B YCTAHOBJIEHHOM [OPAIKE B
COOTBETCTBYIOUIME Opratbl.

3.16. Paccmorpenne M HOANMCAHME  [IABHBIM - OyXTraaTepoM JIOKYMEHTOB,
CJIY KAaLLIUM OCHOBAHWEM JUIsl IIPUEMKH M BLLILAUH JICHEKHBIX cpeacTB u TMI,

4. [IPABA U OBSI3AHHOCTH

4.1. byxraarepust puanana YHuBepcHTeTa HMeET NpaBo:

4.1.1. Tpebosars o1 Beex ciyxd Gpumana cobmoaeHns nopsiaka oGopMIeHHH 1
NPEeIOCTABIEHNsI HEOOXOAMMBIX JIOKYMCHTOB M CBEIECHHII;

4.1.2. Tpebosary ot pyxosoanrescii  ciuyxO  Quimana  npuHsTHS  Mep,
HArpaBJICHHBIX Ha TOBBILICHHE YP(EKTHBHOCTH MCHONB30BAHUS CPEJACTB  (uanaa,
odecrieueHne  COXPaHHOCTH  COOCTBCHHOCTH  (puiiMaia,  yJAYULIEHUS  CKJIAACKOIrO
NO3SIHCTBA, HAUICIKALLCH OPraHu3allii IPUECMKH M XPAHCHUSI MAaTEpUaioB W APYIHX
LHCHHOCTEH Ha HYIKIAbI OOC/Y/KMBAHMS 11 YIPABJICHUSI;

4.1.3. Buocurs npeutoxenns AHPEKTOpPY O NPUBJICUCHUH K MaTepUalibHON U
AMCUMIIIMHAPHON  OTBETCTBEHHOCTH JIOJUKHOCTHBLIX JiML (QuiiMaga 1o pesy;inTaraM
[IPOBEPOK;

4.1.4. He npunnmars K MCIOJIHEHHIO 1 0QOPMIICHUIO JOKYMEHTDI [10 ONepaLiusM,
KOTOPbLIC  1POTHBOPEUAT 3aKOHOAATCIILCTBY 1M YCTAHOBJIEHHOMY TOPSIAKY TPUEMKH,
XPaHCHHs M PACXOJIOBANMSL JICHC/KHBLIX  CPEACTB, TOBAPHO-MATEPUAILHLIX W JAPYIHX
LECHHOCTEH, a TaloKe 03 COOTBETCTBYIOLEIO PACITOPSIKEHUS AUPEKTOPA;

4.1.5. Beern nepenuceky 1o BorpocaM OyXrajarepckoro ydera M OTYETHOCTH, a
TAIOKE 110 JIPYTHM  BOHPOCAM.  BXOSILIMM B KOMIIETEHUMIO OyXrajiTepuu W He
TpCG}'lOU,IHM corjiacoBanust ¢ ANPCKTOPOM (])l/’Ull/lZlJ'l‘cl;

4.1.6. Tpencrasistn MHTEpeChl B YCTANOBICHHOM MOPSIKE OT UMEHM (GUITHaIa 10
BOIPOCAM. OTHOCSIIMMCS K KOMIICTCHIIMN  OyXIajTepud BO B3aMMOOTHOLICHUSX C

HaJIOI'OBbLIMH, (])l/ll'[al'ICOBbh\’ll/l oprafammu. opraHaMn 1ocyaapCcTBEHHbLIX BH€6IO,Z[7K€'[‘HBIX



ponnos, dankamu. dejepaibHLIM Ka3HAUCHCTBOM, a TaKiKe APYTHMH MPEANPUSTHIMH,
OpraHU3aLMsIMH, YUPEIKICHUSIMU;

4.1.7. BbIHOCHTB Ha PACCMOTPEHHE PYKOBOJICTBA Y HUBEPCUTETA TPEUIOKEHHUS 110
YJAYUIIEHUIO €€ JAesITe/IbHOCTH.

4.2. Byxragarepust uiuana Yuusepcurera o0s3ana:

4.2.1. B ciyuae oOuapyenus HE3aKOHHBIX JEHCTBUI JOJIKHOCTHBIX JIHWII
(MPUITHCOK.  MCMOIL30BAHUS  CPEICTB  HE [10 HA3HAYCHMIO W JAPYIHX HapylleHuil)
JIOKJIQJILIBATE JAUPEKTOPY JUIsI IPUHSITHST MEp:;

4.2.2. BHOCUTL NpEeMJIOKEHHs JAHPEKTOPY, B OTACT KaJpoB O IepeMeLleHUH
padoTHUKOB OYXIaATePHM, HX HOOUIPEHHH 3a YCHCLIHYIO paboTy, a TAKKE MPeI0KEHUsI
O HAJIOKCHHMH JIMCUMIIIIMHAPHLIN B3LICKAHMH Ha padOTHUKOB, HAPYIIAIOUIUX TPYAOBYIO U
(pUHAHCOBYIO JIMCHMITTMHY

4.2.3. O0ccneunBath pyKOBOJUTENCH M APYTUX Monb3oBarelied OyXranatepckoit
OTYETHOCTH  JIOCTOBCPHOM  Oyxrajrepckoit  uHpopmauuei 10  COOTBETCTBYIOLIUM
HaTpaBACHUIM (yuacTKaM) ydera;

4.2.4. Jasarn corsiacus WM OTKa3bIBaTL B HEM [0 BONPOCAM Ha3HAYCHMUSI,
YBOJLHEHHUS paOOTHHKOB OYXTaITepHu.

4.3. Tpebosanue Oyxrajrepun B 4acTH HOPsAKA OPOPMIEHHsS ONEpaLuu M
NpejlocTaBieHust B OyXrajarepuio HeOOXOJIMMbBIX JAOKYMEHTOB M CBEACHUU sIBJSIIOTCSI
00s13aTEIILHBIMU JULSE BCEX CTPYKTYPHBIX [0jipas/iejenuii Gpuinana.

4.4, byxrairepuss MOKET HUMETh 1EUaTh «UIsl JOKYMEHTOBY» M HEOOXOMMbIE

LITaMIIBI.

5.OTBETCTBEHHOCTb

5.1. OTBETCTBEHHOCTD 3a HA/UICIKALLEE M CBOCBPEMEHHOC BLINTOAHEHUS (YHKLMII,
[PE/lYCMOTPEHHBIX HACTOSIIIMM [TOJIOKEHIEM, HECET IVIaBHBIH Oyxrajirep.

5.2. Ha ruiiapnoro Oyxrajrepa Bo3Jaracres IepcoHalbHas OTBETCTBEHHOCTH 3a
HEMpaBUIbLHOE — BedeHue OyXrajTepCcKkoro yuera, [MPHUHATHE K HCIOJHEHHUIO U
OQOPMIICHHIO  JIOKYMEHTOB O OHEPAlMsIM,  KOTOPble — OTBEYAIOT TpeGOBAHUAM
YCTAHOBJICHHOIO  [OPsI/IKA  TIPUCMKH,  OHPHUXOMOBAHMS, XPAHCHUsI U PACXOA0BAHUS
ACHEIKHBIX CPCJICTB, TOBAPHO-MATCPHAIILHBIX W JIPYTHUX LEHHOCTEH; CBOEBPEMEHHYIO U
MPaBWIbHYIO  BBLIOOPKY —pacuero ¢ JIeOMTOpaMu M KPEAUTOpPAMH; COCTABJIECHUE
JLOCTOBCPHON OyXIaTepCKOil OTUCTHOCTH,

5.3. OTBETCTBEHHOCTL PAaDOTHHKOB OYXIalITepuu YCTaHABIMBACTCS 1OJIKHOCTHOIM

HHCTPYKLIMEH.

6. BBAUMOOTHOLUEHUS C APYT'UMU
CTPYKTYPHBIMU MMOAPA3AEJEHUSIMU

0.1. B npouecce ocyuiecrniennst coux (GyHkuuit Oyxraurepus paboraer B

TECHOM B3aUMOJJEHCTBUM CO BCEMMU CTPYKTYPHBIMHU TTOJApa3ACJIEHUSIMH d)mmana 10



BOIIpocam (])I/IHEIIICOBO-XO'B?II\;ICTBCI*IHOﬁ JACATCIILHOCTH, a TaKiKe APpYTUM BOIIpocaM,
BXOAAIHNM B KOMITICTEHLIIO 6}’X CAJITCPHN.

7. KOHTPOJIb 3A AEATEJBbHOCTBIO

7.1. Tlposepka JesTenbHOCTH Oy XIaiTepun [HPOBOAUTCS B XOJE IPOLE/YpbI
AKKpCINTALMH, a TaKKe B XOIE IJIAHOBLIX W OTAEIbHBIX BHEIUIAHOBLIX HPOBEPOK
KOMHMCCHAMN  YHUBepcuTeTa M Quinaia YHUBEpPCUTETA - [0 NpUKasy pekropa W
JAUpeKTopa Guinana YHUBepcHTeTa.

7.2, Texywuit  KOHTPOJL 3a  JACHTE/BHOCTBLIO OyXrajrepuu OCyILECTBIISET
JMpEKTOp Guitnana YHusepeurera.

8. IPEKPALUEHUE NESITEJBHOCTHU

8.1. byxranrtepus peoprannsycrcs Wid NHKBHAHPYETCS [PUKA30M pPEKTOpa
YHUBEpCHTETA OAHOBPEMECHHO C CO3JAHMEM M JIMKBUALIMEI Gunnana Ha ocHOBaHUU
COOTBCTCTBYIOLLCIO PELLICHUSI YUCHOIO COBETA.

8.2. llpn  peopranmsaumnn  Gyxranrepun JIOKYMEHTBI 110 OCHOBHOI
ACATCIILHOCTH,  MMEIOLIMECs B JICJIONPOU3BOJACTBE  OYXIaATEPUM, AOJDKHBI  OBITD
CBOCBPCMCHHO MEPEIAHDI NPABONPCCMHUKY. @ 11PH JIMKBUIALMN - HA XPAHEHUE B ApXUB
Yuupepcurera.
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