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1. OBILUE TIOJIOXEHU A

1.1. Hacrosiee mnonoxeHue OmNpeAensaeT HasHA4YeHUe, Lend, 3agayH,
yHKIMH, IPaBa, OTBETCTBEHHOCTH U OCHOBBI AEATENHOCTH GYXTaITEPHH.

1.2, byxrantepus  sBisercs CaMOCTOSITENIBHBIM ~ CTPYKTYpPHBIM
nojpasjeneHueM Peluruo3sHoN OpraHuM3aluM — JIYXOBHOM 00pa3oBaTelnbHOMN
OpraHusalyi  BeICHIEr0  oOpa3oBaHus  «CesaTo-AnexceeBckas  IBaHOBO-
BosHecenckas IlpaBocnaBHass ayxoBHas cemuHapusi VIBaHOBO-Bo3HeceHCKOM
Enapxuu Pycckoit ITpaBocnasroii Ilepkeu» (nanee - CemuHapus) # 1og4MHSETCS
HEIocpeacTBEHHO PekTopy.

1.3. B cBoeii mearensHOCTH GyXraiatepus pyKOBOACTBYETCS JeHCTBYIOIINM
3aKOHOAATEeILCTBOM Poccuiickoii Denepanun, HOpPMATHBHO-IIPABOBLIMH aKTaMH H
METOJUYECKUMH MaTepHalaMH, paclIpOCTPAHAIIIUMUACS Ha JEATEIBHOCTD
Oyxranrepuu, Y CTaBOM CEMHHAPHU M HACTOSLIAM IT0I0KEeHuEM.

1.4. [learenbHOCTs GyXranTepuu OCYIIECTBISAETCS HA OCHOBE TEKYIIETo U
NEPCIEKTUBHOrO IIIIAHUPOBAHMSA, COYCTAHUA €AMHOHAYAINA B PEIICHUHM BOIPOCOB
CIy)KeOHOM HEATENBPHOCTHM M  KOJUISTHMAIBHOCTH 0PU HX  OOCYXKIEHHUH,
IepCOHAILHOM OTBETCTBEHHOCTH pabOTHUKOB 3a HaIJIeXallee HCIIONHEHNHE
BO3JIO)KCHHBIX Ha HUX JOJUKHOCTHBIX OOS3aHHOCTEH M OTAENBHBIX IOPYYEHHI
PexTtopa.

1.5. Byxranrepuio Bo3rnaBnseT I[naBHEBIA Oyxranrep, Ha JOMKHOCTb
KOTOpOT0 Ha3Ha4aeTCs JHI0, HMEILIee CTax OyXralrepcko-(QHHaAHCOBOM paboThI
HEe MeHee 3 JIeT.

1.6. I'naBHbIi OyxranTep:

- Opranusyer paboTy 1O NOCTAHOBKE W BENEHMIO OYXTalTEPCKOro yyeTa
CeMMHapUH B LEJISIX NOTY4EHUs 3aHHTEPECOBAHHBIMUA BHYTPEHHUMMY ¥ BHEITHUMH
MOJIb30BATE/SIMA  TIOTHOH W JOCTOBEPHOH HHGpoOpMauuu o ee (UHAHCOBO-
X035MCTBEHHOH IEATEIBHOCTA U (UHAHCOBOM TOJIOIKEHHH.

- @OopMHPYET B COOTBETCTBUH C 3aKOHOAATEIECTBOM O OYyXrajiTepckoM
yYETE YYETHYIO TIIOJUTUKY MCXOAs H3 CHEeUU(DUKH YCIOBHH J1eATENLHOCTH
CEMUHApHM, I[O3BOJIAIONIYI0 CBOEBPEMEHHO IIOIy4aTh HH(POpPMAIMIO I
IUIAHUPOBAHMs, AaHalIu3a, KOHTPOJS, OLEHKH (HHAHCOBOIO IIOJIOXKEHHS U
pe3yJbTaToB AesATenbHOCTH CeMUHApHH.

- Bosrnasiser paboTy: mo HOArOTOBKE M yTBEPXKIEHHIO pabodero IuiaHa
CYETOB OyXraNTepCKOro ydveTa, CONEPIKAllero CHHTETHYeCKHe W aHalIMTHYEeCKHe
cyera, (POPM MEPBUYHBIX YUETHBIX JOKYMEHTOB, IPUMEHSIEMBIX I 0GOpMIEHHS
XO3jAHCTBCHHBIX OIECpalui, (QOopM BHYTPEHHEH OyXraaTepckoid OTYETHOCTH;
JOKYMEHTaJIBHOMY IOATBEP)KIEHUIO WX HAJIMYHSA, COCTOSHHS M OLEHKH; IIO
OpraHU3allid CHCTEMBI BHYTPEHHErO KOHTPOJIA 3a MPaBUIBHOCTBIO OGOpPMIICHHS
XO3MHCTBEHHBIX  OMNEpalui, COOMOJeHHEM MOpAAKa AOKYMEHT000O0poTa,
TEXHONOTHH  O00pabOTKM  ydeTHOH HHpOPMAMHM M €€  3allUThl  OT
HECAaHKLIIMOHUPOBAHHOI'O JOCTYTIA.

- PykoBogut opmupoBaHueM HHOOPMALMOHHON CHCTEMBI OYXTalTEPCKOro
ydeTa ¥ OTYETHOCTH B COOTBETCTBUH C TpeOOBaHUAMH OyXraarepckoro,
HaJlOroBOro, CTaTHCTMYECKOr0 M YIPaBIEHYECKOr0 y4yeTa, o0ecreyuBaeT



NPe/I0CTaBlIeHHe HeoOXonumolt GyxranTepckoil HHGOPMALMM BHYTPEHHMM |
BHEIITHUM I10JIb30BaTEIISAM.

- OOecrieunBaeT CBOEBpPEMEHHOE W TOYHOE OTpaKeHHE Ha cueTax
OyXranTepcKoro ydera XO3sHCTBEHHBIX ONepaluii, JBUKEHHS AKTHBOB,
BBITIOJIHEHUS 005I3aTEIBCTB.

- OGecrieynBaer KOHTPONb 3a COGMIOACHHEM MOpAAKa O(OpPMIEHHS
NIEPBUYHBIX YYETHBIX JOKYMEHTOB.

- ObecrieunBaeT: CBOSBPEMEHHOE IEPeYHCICHHE HAIOTOB M CGOpPOB B
(hesepanbHBIA, pErHOHANBHEII M MECTHBIH OMOJKETHI, CTPAXOBBIX B3HOCOB B
rocyAapcTBeHHbIe BHEOIOKETHBIE COLHANbHBIE (GOHJBI, MIaTeXeil B KpeLUTHBIE
OpraHM3alliy, KOHTPOJb 3a PacXol0oBaHHEM (OHIA OILIATHI TPYHAa, OpraHU3aIHeit
U INPaBUIIBHOCTBIO PacyeToOB IO OIjIaTe TpyJa PabOTHHUKOB, MOPAAKOM BEACHHS
OyXrajaTepcKoro y4eta H OTYETHOCTH.

- O6ecrnieunBaeT COCTABICHHE OTYETa 00 UCTIONHEHUH OFO)KETOB JEHEIKHBIX
CPEACTB M CMeT pacXod0B, IOArOTOBKY HeOOXOAMMON OyXraaTepckod u
CTaTHCTHYECKOH OTYETHOCTH, MpPEACTABICHHE MX B YCTAHOBIEHHOM IODSAKE B
COOTBCTCTBYIOII_IHC OpraHbl.

1.7. B nepuon orcyrctBus I['naBHoro O6yxranTepa ero o06sS3aHHOCTH
UCIIONIHSIET Ha3HAYEHHBIN IIPUKA30M PeKTopa APYroi paboTHHK.

1.8. Byxrantepus OCyIIECTBIAET CBOK ACATEIHHOCTh BO B3aUMOAEHCTBHH C
APYTHMH CIy’k0aMM M CTPYKTYPHBIMH nojpasgencHusMi CeMUHApHH, a TaKKe B
npefenax CBoeH KOMIIETEHIIHH CO CTOPOHHUMU OpraHH3aIHsIMH.

2. OCHOBHBIE 3AZIAYM BYXT AJITEPUA

2.1. ®opMHupOBaHUE TOJHOW M TOCTOBEPHOH MHMOPMAIMK O JeATETBHOCTH
CEMHHApHM H €€ HMYILIECTBEHHOM I[I0JIOKEHUH, HEOOXOIHUMOM I10JIh30BaTEISAM
OyXranTepckodl OTYETHOCTH - PYKOBOIUTENSM, YYPEIUTENsIM, YYaCTHHKAM M
coOcTBeHHHMKaM uMymlecTBa CeMHMHApUM, a Takoke BHEUIHWM - HMHBECTODAM,
KpPEIUTOPaM M APYTUM MOJIb30BaTeNsIM OyXTranTepcKoi OTYETHOCTH.

2.2. Obecneuenue uHOpMaIHeil, HEOOXOMOW BHYTPEHHUM W BHEIIHUM
II0JIB30BATENAM OyXTraJTepCKOH OTYETHOCTH I KOHTPOJIsS 3a COOIIOfEHHEM
3aKoHoJaTensCcTBa Poccuiickoii Pefepanuy Npy OCYLIECTBICHHWH OpraHU3aluei
XO3IMCTBEHHBIX OIepaluii U HX LeIecoo0pa3HOCTHI0, HAIMYHEM U JBHKEHHEM
UMYINECTBA M 0043aTeNIbCTB, MCIOAb30BAHHMEM MaTepHabHEIX, TPYHIOBHIX U
(GUHAHCOBBIX pecypcoB B COOTBETCTBHH C YTBEpXKICHHBIMH HOPMAaMH,
HOpMAaTHBaMH U CMETaMH.

2.3. IlpeporBpallleHHe OTPHIATENBHEIX PE3yJIbTATOB XO3SHCTBEHHOI
neaTenbHOCTH CeMUHAapud W BBUIBICHHE BHYTPUXO3SHCTBEHHBIX pE3EPBOB
obecneyeHns ee (PUHAHCOBOH YCTOWYUBOCTH.

3. OCHOBHEBLIE ®YHKIIMN BYXT AJITEPHUA



3.1. ®opmHpoBaHHE Y4YETHOM TOJUTHKA B  COOTBETCTBHH  C
32KOHOJATEILCTBOM O OyXralTepckoM y4YeTe M HCXOAS W3 CIPYKTYpHl H
ocobenHocTell mestenbHOCTH CeMMHApHH, HEOGXOMUMOCTH OBGECIIeYeHHS ero
(HrHAHCOBOI YCTOWYHMBOCTH.

3.2. Pabota mo NMOATOTOBKE M INPUHATHIO PaBOYero IUIAHA CYETOB, hopm
IEPBUYHBIX  yYE€THBIX  NOKYMEHTOB, MpPUMEHSeMBIX i  O(GOpMIECHHS
XO34HCTBEHHBIX OTEPALMH, O KOTOPHIM HE MPEyCMOTPEHBI TUIIOBBIE (GOpMBEL

3.3. PaspaGorka (oOpM [OKYMEHTOB BHYyTpeHHei OyxranTepckoii
OTYETHOCTH.

3.4. KoHTponb 3a NpoBeieHHeM X035 HCTBEHHBIX OTepALIHil.

3.5. OGecrieyenue coGMONEHHsT TEXHOJOTMHM 0OPabOTKM OyXraaTepckoii
MH(OPMAIIMH U HOPsIKa TOKYMEHTO060pOTA.

3.6. @opMupoBaHHE U CBOCBPEMEHHOE IIPENOCTABICHHE [IOJHON U
JIOCTOBEpHO! Oyxranrepckod uHpopMamuu o pesrensHocTH CeMuHapwm, ee
MUMYILECTBEHHOTO IIOJI0XKEH!s, JOX0AaX U pacxofax.

3.7. PazpaboTka H OCyIIeCTBIEHHE MEPONPHATHH, HAIpPaBICHHBIX Ha
YKpeIIeHHe (PMHAHCOBOW AUCIIMILIMHEL

3.8. VYder wumymectBa, 00S3aTENLCTE W  XO3MMCTBEHHBIX orneparuii,
NIOCTYMAIOIIMX OCHOBHBIX CPEJCTB, TOBAapHO-MAaTePHANBHBIX ILIEHHOCTEH WU
JNEHEXHBIX CPEJICTB.

3.9. CpoeBpeMeHHOE OTpa)KCHHE Ha CUeTax OyXraiTepcKoro ydyera
ONepalii, CBA3aHHBIX C JBUXEHHEM OCHOBHBIX CPEJCTB, TOBAPHO-MaTEPHATBHBIX
ICHHOCTEHN U IEHEXHBIX CPEICTB.

3.10. CBoeBpeMeHHOE ¥ MPaBUILHOE ODOPMIIEHIE JOKYMEHTOB.

3.11. Obecrieuenne pac4yeToB 10 3apaboOTHOH IIaTe.

3.12. IlpaBuibHOE Ha4YMCIECHHE M IIEPEUUCIEHHE HAIOrOB U COOpOB B
(enepanbHBIi, pErMOHANBHBIN M MECTHBIH OHOIKETHl, CTPAXOBBIX B3HOCOB B
roCyIapCTBEHHBIE BHEOIOKETHBIE COLMaIbHbIe (DOHMIBI, IIaTeXel B GaHKOBCKHE
YUpexKACHUS.

13 VYyacTtue B IPOBEICHUH SKOHOMHUYECKOI0 aHaJHn3a
XO34MCTBEHHO (DMHAHCOBOH  JESTENbHOCTH  CEMHHApUM [0  JaHHBIM
OyxranTepckoro y4era M OTYETHOCTH B LEJIAX BEISBICHHS BHYTPUXO3SHCTBEHHBIX
PE3€pBOB, YCTPAaHEHHUS IIOTEPD ¥ HETIPOU3BOICTBEHHBIX 3aTpaT.

3.14. TlpunsaTHe Mep IO MpPeAYNPEKIECHUIO HENOCTad, HEe3aKOHHOTO
pacxoloBaHUsl [JEHEKHBIX CpPEICTB M TOBapPHO-MATEpPHANBHBIX I[EHHOCTEH,
HapyLIeHUH (PUHAHCOBOTO M X03SHCTBEHHOIO 3aKOHOAATENLCTRA.

3.15. OGecmeyeHue cTpororo coGimoneHus (UHAHCOBOM IUCLIUIUIUHEI,
3aKOHHOCTH CITHCAHHs CO CYETOB OyXralTepcKoro y4yera HeZoCTad, JeGHTOPCKOM
33J0JDKEHHOCTH M JPYTHX MOTEPh, COXPAHHOCTH OyXTalTepcKUX IOKYMEHTOB,
0(OpMIICHHA U CIAYH MX B YCTAHOBJICHHOM IMOPSIKE B apXUB.

3.16. CoctaBnenue GanaHca U ONEPATUBHEIX CBOJHBIX OTYETOB O JOXOAAX U
pacxomax CpeAcTB, IOpyroi OyxraaTepckoil M CTATUCTHYECKOM OTYETHOCTH,
NPEOoCTaBIeHHe UX B YCTAHOBJIIEHHOM IOPSZKE B COOTBETCTBYIOIME OPTaHEL.



3.17. PaccMoTpenue u mopmucanue I TaBHBIM OyxraaTepoM HOKYMEHTOB,
CITyXalluX OCHOBaHHEM AT NPHEMKH Y BBIJAYH JEHEXHBIX CPEJACTB U TOBAapHO-
MaTepUanbHBIX LEHHOCTEH.

3.18. Paccmotpenue u BusupoBaHue [JiaBHBIM GyXranrepom JOrOBOPOB U
COTTIAIIEHNH, 3aKTIOYaCMbIX OpraHM3alMel Ha IONyYeHHE WK OTIYCK TOBapHO-
MaTepHaIbHBIX IIEHHOCTEH M Ha BBINOJIHEHHE PabOT U YCIIYT, U TaKkKe NPUKA30B
pacnopsikeHuit 06 ycTaHOBIeHMH PabOTHHKAM JOJKHOCTHBIX OKIIALOB, HAA0aBOK
K 3apabOTHOI miaTe, NOIOKEHHH O IPEMUPOBAHUH U T.11.

4. TIPABA BYXT'AJITEPUA

PaboTHuKM GyxranTepuu HMEOT PaBo:

4.1. TpeGoBaTh OT pYKOBOZHUTENEH CTPYKTYpPHBIX IopasaeNeHui
CeMHHApUH M OTHENBHBIX CIELUAINCTOB NPUHATHS Mep, HAIPABIEHHBIX Ha
NOBBIICHHE 3 (bEKTUBHOCTH HCIIONB30BaAHMS CPEACTB, 06ECTIeYeHHe COXPAHHOCTH
COGCTBEHHOCTH  CEMHHApHH,  OOeCIEYeHHe  NpaBMIBLHOM  OpraHH3aLuM
OyXraaTepckoro y4era.

4.2. BHOCHTh TNpeIOXeHHs PyKoBOACTBY CeMHHAPHUM O IpPHBICYCHHH K
MaTepHallbHOM W IHUCHUIUIMHAPHOM OTBETCTBEHHOCTH JOJDKHOCTHBIX JIHI[ IIO
pesylbTaTaM MpOBEPOK.

4.3. He npuHMUMaTe K HCIONHEHHIO U O(GOPMJICHHIO JOKYMEHTBHI IO
ONepanusiM, KOTOpbIE IPOTUBOPEYAT 3aKOHOJATENBCTBY H YCTAHOBJIEHHOMY
MOPSAAKY TPUEMKH, XPaHEHHs U PACXOJOBAHUS JEHEKHBIX CPEICTB, TOBapHO-
MaTepUanbHBIX U [JpYyruX LEHHOCTEH, . a TaKke 0e3 COOTBETCTBYIOIIEIO
pacnopspkeHus: pektopa CeMHHAPUH.

4.4. BecTH mepenucKy 1o BompocaMm GyXraaTepcKoro y4eTa H OTYETHOCTH, a
TaKXe JpPYIHM BONpOCaM, BXOAAIIMM B KOMIICTEHIMIO OyXrauTepuy H He
TpeOyromuM cornacoBanus ¢ Pexropom CeMunapum.

4.5. TlpencTaBHTENLCTBOBATE B YCTAHOBIEHHOM MOPAAKE OT WMEHH
CemuHapuu 1o BOIpOCaM, OTHOCSIIMMCA K KOMIICTEHIMH OYXTalTEPHH BO
B3aHMOOTHOIICHUSIX C HAJIOrOBBIMH, (PMHAHCOBBIMH OpraHamH, OpraHaMu
roCyJapCTBEHHBIX BHEOIOKETHBIX (hoHmoB, OaHKaMH, KpeIUTHBIMH
YUPEKIECHUIMH, UHBIMHA roCyAapCTBEHHBIMH U MYHHUIUTATBHBIMH
OpraHM3alMsMH, a TaKKe JPYI'MMH IPeANPUATHSIMH, OPraHU3aLHIMH,
YUperKIeHUSIMH.

5. OTBETCTBEHHOCTbD BYXTI"AJITEPHUH

5.1. PaboTHHKH OyXraaTepud HECYT OTBETCTBEHHOCTh 3a KAa4yecTBO M
CBOCBPEMEHHOCTb  BBINIOJIHEHUS (YHKUMH OyXrantepuu, IIpelyCMOTPEHHBIX
HacTosamuM [losioxenuem.

5.2. 3a HEHa[UIeXallee HCIOJHEHHE MO0JDKHOCTHBIX OOS3aHHOCTEH W
HapymeHHe  TPYAOBOM  MUCHUIUIMHBI  pAaOOTHHKH  OyXrauTepud  HecyT
OTBETCTBEHHOCTD B ops ke, Ipe1yCMOTPEHHOM JIEeACTBYIOIIMM
3aKOHOJATEIbCTBOM.



3a:

5.3. Ha I'maBHoro Oyxranrepa Bo3jiaraercs mepcoHaabHas OTBETCTBEHHOCTD

coOIofieHre  NEeHCTBYIOIEro  3aKOHOAATENbCTBA B MPOLIECCE
PYKOBOACTBa OyXrainTepuei;

OpPTraHU3ALHUIO IEATEIbHOCTH OyXranTepHH IO BBIIOJHEHUIO 33134 U
QyHKIHH, BO3TI0KEHHBIX HAa OYXIanTepHIo;

OpraHu3al{i0o B OyXTaaTEepUH ONEpaTHBHOM M  KadeCTBEHHOM
NIOJTOTOBKM  JIOKYMEHTOB,  BeleHHEe  JelIONPOU3BOJACTBA B
COOTBETCTBHH C JEHCTBYIONIHUMHU NPABHJIAMH U MHCTPYKIHAMHE;
obecriedeHHe  COXPaHHOCTH  WMMYIECTBA,  HAXONSAILErocs B
Oyxrantepuu U coOII0eHre PaBUII MOXKAPHOM 6e30MacHOCTH,
COCTaBICHHE, YTBCPXKICHHE W  IPEICTaBI€HUE JIOCTOBEPHOM
nH(popMaIKu o AesTenbHocTH CeMUHapuy;

COOTBETCTBHE  JICHCTBYIONIEMY 3aKOHOJATEJIbCTBY  BHU3HPYEMBIX
(ToAMmUCHIBaEMBIX)  PEKTOPOM CeMuHapum pacTiopsKeHUH,
HMHCTPYKLH, [T0JIOKEHUHN U IPYTUX TOKYMEHTOB;

CBOEBPEMEHHOE OCYIIECTBIICHHE KOPPEKTHPYIOLIUX u
peayTnpeKaaroInX JeHCTBUH, pacnpoCTpaHAIOIIUXCs Ha
aesrensHoCcTh CeMHHAPHH.



