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1. O0mue MoJIOKEHHS

1.1. Hacrosimee Ilonoxxenue peryiupyer AesiTelIbHOCTh OyXranrepuu YacTHOro
00pa3oBaTeIBHOTO  YUPEKICHHMS BBICIIEr0 00pa3oBaHHs «3anajHo-Y paibCKUi HWHCTHTYT
skoHOMHMKH H 1paBa» (HOY BO «3VYU3II», MHCTUTYT) U ompefenser € OCHOBHEIC 3alayd,
(GyHKIMH, OpaBa H 0053aHHOCTH, OpraHU3allii0 pabOThl, OTBETCTBEHHOCTh, a TAKKE IOPSIOK
B3aHMOJICHCTBHS C IPYTHMH CTPYKTYPHBIMH IOJpa3iefeHusMH MHCTUTYTa M CTOPOHHHMH
OpraHU3alASIMH.

1.2. Ilonmoxenne pa3paboTaHO B COOTBETCTBHH C JEHCTBYIOIIMM 3aKOHOAATENIECTBOM
P®, VcraeoM H JIOKaJbHEIMH HOPMAaTHBHBIME aKkTaMu WHCTHTYyTa, ABISETCA HTOKYMEHTOM
BHYTPHBY30BCKOH cucTeMbl MeHepkMeHTa kadecTBa (CMK). Ilopsanok paspaboTKH, yTBEPKIECHHS
H TEPEeCMOTpa HACTOSAIIETO TIOJIOKEHHS peryIMpyercs IOKYMEHTHPOBAaHHOM IIPOLELYPOH
«YmpaBieHHe JOKyMEHTaluen».

1.3. DByxranrepus (majee TakKe — IIOApA3[eNeHHE) SABIAETCA CTPYKTYPHBIM
nozpaszenenneM MHCTHTYTa, co3naeTcs (peopranu3yeTcs U THKBUANpYyeTcs) pemennem CoseTa
yapeauTenei B COOTBETCTBHHE C OPraHU3al[HOHHOH CTPYKTYPOH, NONYHHAETCHS HEIIOCPEICTBEHHO
pexTopy MucTHTYyTA.

1.4. DByxraaTepHio BO3IJIABIAECT TIJABHBI OyxrainTep, HIpHHAMaeMbli Ha paboTy
npuKa3oM pekropa Mucturyra.

1.5. B mepwox oTcyTCTBHA ITaBHOrO OyxraiaTepa (KOMaHIHPOBKA, OTIYCK, O0JIE3Hb U
mp.) ero oOsS3aHHOCTHM HCIOJIHSAET JIMIO, Ha3HAUYCHHOE B YCTAHOBJIICHHOM MOPS/IKE NPHKAa30M
pexropa MucruryTa.

1.6. Kamposeri coctaB moppasneneHus (QOPMUPYETCS  COINIACHO  IITATHOMY
pPacIHCaHHMI0 M3 CIElUATACTOB, TpeOoBaHMA K KBaTH(QMKaNuMH, a TakkKe [MODKHOCTHBIC
00A3aHHOCTH, TMpaBa M OTBETCTBEHHOCTb KOTOPBIX  ONPENENSIOTCS  HAODKHOCTHBIMH
HHCTPYKIMSIMH, pa3pabaTbiBaéMBIMH TIJIAaBHEIM OyxXralaTepoM H YTBEPXKIaeMBIMH PEKTOPOM
HucraTyTa.

1.7. Bce cIpykTypHBle M KaJpOBBIE H3MEHEHHs MNOJpa3Je/ICHHA NPOH3BOAATCA
10 TPEJICTABICHHUIO TJIaBHOTO OyXranTepa H yTBEPKIAKTCS IPHKa30M PeKTopa.

1.8. B cBoeli [esTensHOCTH MOApa3ACIeHUE PYKOBOICTBYETCS:

-  33aKOHOJATEIBCTBOM P® 0 HyxranTepckoM ydere;
- TpaxIaHCKO-IIPaBOBbIM, TPYZOBBIM, (buHAHCOBBIM 51 HaJIOTOBBIM
3aK0HOATEIBCTBOM;



- llonoXxeHusMH W MHCTPYKUHMAMH IO OpraHu3alud OyXraarepckoro ydera B
Poccuiickoii @enepanuu;

- OenepansHEIM 3aK0HOM OT 29.12.2012 Ne 273-03 «06 obpasoBaHun B
Poccuiickoii @enepanuny»;

- ¥YcraBom HUucTUTYTA;

- peIIeHHsMH YYEHOr0 COBETA, IPHKAa3aMy H PACIOPSIKEHUSIMH PEKTOPA;

- Ilonutukoii MucTuTyTa B 0071aCTH KauecTBa;

- IIpaBunamu BHyTpeHHero pacrnopsaka MHCTHTYTa;
- HUHCTpyKnusMu HMucTHTyTa B 00MacTé OXpaHbBl TpyJa H IOXKapHOM
Oe30macHOCTH;
- wpacroanmM IlomokenmeM W JIOIDKHOCTHBIMH HHCTPYKIHSIMH PabOTHHKOB
Oyxranrepuu;
- MHBIMH JIOKQJIBHBIMM HOPMATHBHLIMM IIPAaBOBEIMH akTaMu MHCTHTYTa,
PEryNHPYIOMHAMH JeSTeIFHOCTh NOApasielIeHus H ero paboTHHKOB.

1.9. JleateneHocTh OyXTalTepHH OCYIIECTBIISIETCS HA OCHOBE IUIaHa paboTh
Ha y4eOHBIH rofl, BKIIOYAOIEr0 pa3/iesbl, COOTBETCTBYIOMIKE BEHIIOIHIEMEIM IOApa3/eIcHHEM
3amadaM U QYHKIHSIM.

1.10. TlompasmeneHue BeNeT H XPAaHHT JOKYMEHTAIIHIO, PErIAMEHTHUPYIOUIYID €ro
NeATEILHOCTD, B COOTBETCTBHH C yTBEP)KACHHON B VIHCTHTYTE HOMEHKIIATYPOil He.

I.11. OTBercTBeHHOCTh 3a OpraHU3aIUIO OYXTaITEpPCKOro ydueTa, coOIIofeHHe
3aKOHOIATENECTBA IIPH BBIIOJHEHMH XO3SHCTBEHHBIX oOIlepaunuii HeceT pekrop MHCTHTYTA
cornacio DezepanpHoMy 3akoHy oT 06.12.2011 Ne 402-©3 «O GyxranrepckoMm ydeTre» H
[Monoxenuro Mo BeAEHHIO OYXralTepcKoro y4yera M OYXralTepCKOH OTYETHOCTH B POCCHIHCKOM
Deneparuu.

1.12. OrserctBeHHOCTE 32  (OPMHPOBAHHE  VUETHOM  IOJHMTHKH, BEICHHE
Oyxrantepckoro ydera, CBOEBPEMEHHOE NPEICTaBIIEHHE MOHOM U JOCTOBEPHOH GyXranTepckoit
OTYETHOCTH HECET IMIaBHEIHM Oyxranrep.

1.13. B cmyyae pasnornacuii Mexay pekropoM WHCTHTyTa M TNaBHBIM GyXranTepom
IO OCYINCCTBIICHHIO XO3AHCTBEHHBIX ONMEpamyi JOKYMEHTBI II0 HHM MOTYT OBITh IPHHATBI
K HCIIOJIHEHHIO ¢ MHCBMEHHOTO PpAacIOpSUKEHHsS pPEeKTOpa, KOTOPHIH HECeT BCIO IIOTHOTY
OTBETCTBEHHOCTH 3a ITOC/IECTBHS OCYIIECTBICHHS TAKHX OIIEPAL[H.

2. OcHOBHBIE LEJIH H 321291

2.1. OcHOBHOH WENBI0 JEATENPHOCTH OyXraiTepud sBIsSeTcs  obecleueHue
IUIAHUPOBAHKSA, Y4€Ta, KOHTPOJIA H OTYCTHOCTH (DHHAHCOBO-XO3SMCTBEHHOH JEATETBHOCTH
WrcTMTyTa JUIL  YCTOMUMBOTO pa3BHTHA €ro yd4eOHOTO M HAYYHOTO NOTGHIHANA,
COBEPIUCHCTBOBAHMS MaTEPUATIbHO-TEXHUYECKOH 0a3bl U XKHU3HE(ESTEILHOCTH B LIETIOM.

2.2, OcHOBHBIMH 3ala4aMH MOIPA3IEICHUS SBIITIOTCS:

2.2.1. QopMHpOBaHHE TIOJHOM M JOCTOBEPHOH uH(OpMAamuH o (HUHAHCOBO-
XO3AHCTBEHHOM COCTOSHMH HMHCTHTYTa, €ro HMMYyINECTBEHHOM IIOJIOKEHHH, HEOOXOIMMOil
BHYTPEHHUM IIOJIB30BaTelsiM OyXrauTepcKoll OTYETHOCTH — PYKOBOIMTEISAM, YYPETHTENIM —
JUIA  ONEpaTHBHOTO  PYKOBOJCTBA, YIPABICHHA, IUIAHUPOBAHHS W  IPOTHO3MPOBAHHS
00pasoBaTeNbHOM, HAYYIHO-HCCIEIOBATE/IFCKOM, XO3SHCTBEHHOH ESTENBHOCTH, a TaKKe
B3aUMOJCHCTBYIOIMM € HHCTHTYTOM KpeOMTHO-(QHHAHCOBEIM OpPTaHU3allisM M IPyTHM
MOJTB30BATENSIM Oy XTanTepcKoif OTYETHOCTH.

2.2.2. OGecrneyenue BHYTPEHHNX M BHEIIHHX I10Jb30BaTe el GyXraiTepcKoii, HaloroBoil 1
CTAaTHCTHYECKOH OTYETHOCTH HH(OpManMeH, moaTBep)KAArOIEll LenecoobpasHOCTs (UHAHCOBO-
X035 HCTBEHHBIX orneparui, OCYIIECTBIIAEMEIX Hncturytom, HX COOTBETCTBHE



YTBEPKIEHHBIM HOPMaM M HOPMAaTHBAaM I'OCYAapCTBEHHBIX (PHHAHCOBBIX U HAJIOTOBLIX OPraHOB,
U1 KOHTPOJIA 3a coOmoieHHeM 3akoHogaTenscTea Poccuiickoit @enepanuu.

2.2.3. VYxpennenue GHHAHCOBOW IUCIMIIINHBL, IIPEIOTBpPAIIEHHE OTPHULATENIBHBIX
Pe3yJIbTaToOB XO03AHCTBEHHOH nesTensHOCTH MHCTUTYTa, BBIABIIEHHE BHYTPHXO3SHCTBEHHBIX
pe3epBoB obecnedeHns ero GUHAHCOBOH YCTOHUHUBOCTH.

3. @yHKIHH

Jlns BBIIOJHEHHMs 3a1ad, NPEIyCMOTPEHHBIX paszeioM 2 HaCTOAIIEro IIOJIOKEHHI,
TOpa3sIeiieHAe OCYIIECTRISET CAeIYIONHe QyHKIIHH:

3.1. ®opmmpoBaHHEe YYETHOH H  HQJIOTOBOH TIIOJMTHKH B  COOTBETCTBHH
C 3aKOHOJIATEIbCTBOM 0 OYXTanTepckoM ydeTe, HCXOAd M3 CTPYKTYPBl H OCOOEHHOCTEH
oOpasoBarenpHOH JesTenbHOCTH MHCTUTYTa, W C Lenbio obecredeHus ero (HHAHCOBOH
YCTOMYHMBOCTH.

3.2. IloxrotoBka u MpHHATHE pabOYEro miaHa CUYETOB.

3.3. Paspabotka GopM H METOHOB OyXralTepcKoro ydera, TEXHOJIOTHH AOPabOTKH
y4eTHOM HHGOpPMAIIHH, CHCTEMBI BHYTPHXO03AHCTBEHHOTO YdeTa H KOHTPOJIA.

3.4. Paspabortka TexHomoruu oOpaborku Oyxrantepckodl WHGOpMamuyM H IMOpAAKA
JIOKyMeHTo000poTa.

3.5. Pa3paboTka mopsika KOHTPOIS 3a IPOBEICHHCM X03SHCTBEHHBIX OII€PAIIMid.

3.6. Paspabotka mopszaka IpoBe€HHs HHBEHTAPH3alHii.

3.7. CocraBreHne cMeT JOXOAOB U pacxonos MHcTHTyTA.

3.8. CocraBneHume COBMECTHO C OTJETIOM KaJpOB INITATHOTO PACIHCAHHA, TapUPHBIX
CETOK OILIAaTHI TPyAa IperoiaBaTeseH.

3.9. PaspaboTka METOMONOIMH M METONHKH pacueTa CTOHMOCTH 00pa3oBaTEIBHBIX
yCIIyT, IpefocTaBisieMbIx MHCTHTYTOM.

3.10. Opranmsamnus OyxralTepckoro ydera W OT4eTHOCTH B MHCTHUTyTe Ha OCHOBE
[pUMEHEHHsS COBPEMEHHBIX TEXHHYECKMX CPEACTB M HH()OPMAI[MOHHBIX TEXHOJIOTHH,
[IPOTPECCUBHEIX (OPM M METOIOB Y4eTa M KOHTPOJS B COOTBETCTBHH C YTBEPKICHHLIMU
B MHCTHTYTE DOpMaMH.

3.11. Paspaborka W OCYIIECTBIEHHE MEPOIDUATHH, HANPaBICHHBIX Ha YKPEIICHHE
(hHHAHCOBOM JUCIUIIIHHEL

3.12. Vuyer mMymectBa, 00£3aTeJbCTB M XO3SJMCTBEHHBIX ONEpAllMH, MMOCTYIAIOMIHX
OCHOBHBIX CPE/ICTB, TOBAPHO-MATEPHAILHEIX [ICHHOCTEN H IEHEKHBIX CPEJICTB.

3.13. CBoeBpeMeHHOE OTpaK€HHEe Ha CUeTax OyXTaldTepcKoro ydeTa OIEpalui,
CBSI3aHHBIX C [JBMJKCHHEM OCHOBHBIX CPEJICTB, TOBAPHO-MAaTEPUANIbHBIX LIEHHOCTCH M ICHEKHBIX
CPEICTB.

3.14. Vuer wusfepXKeK NPOHW3BOJACTBA M 0OpalleHHS, HCIOJHEHHS CMET JOXOHIOB
M PacXO/IOB, pealM3allid IIPOLYKIMH, OKa3aHHsi 0O0pasoBaTelbHBIX YCIYT, Ppe3yIbTaToB
XO3HCTBEHHO-DMHAHCOBOM JesTebHOCTH MHCTHTYTa, a Takke (QHHAHCOBBIX, PAaCUCTHBIX
¥ KPEIUTHBIX OTIEpaI(ii.

3.15. OfecmeueHne pacyeToB 1o 3apaboTHOH IIIaTe.

3.16. CBoeBpeMEHHOE IIPOBEJCHHE DPACUCTOB C OPraHH3aAlMAMH H (QH3HYECCKHMH
THLAMH.

3.17. AnaymTHYecKH# ydeT OILIaTel 3a 00y4eHHeE.

3.18. 3axoHHOE, CBOEBPEMEHHOE H IPABUIIBHOE OQOPMIIEHHE JOKYMEHTOB.

3.19. CBoeBpeMEHHOE HAYHCIIEHAE | [IEPEUUCIICHAE HATOTOB B ¢60poB B (enepanbHeli,
PETHOHATBHBIN M MECTHBIH GIO/PKETBI, CTPaXOBBIX B3HOCOB B IOCY/APCTBEHHBIC BHEOIOKETHEIC
coruanbHee QOHMILL, IUTaTexel B 6aHKOBCKHE YIPEIKACHHS.

3.20. CocraBneane 6yxraiTepcKoi, HATTOTOBOH, CTATHCTHYECKOH H HHOH OTYETHOCTH H
NpEIOCTABICHIE UX B YCTaHORBJICHHOM IOPSIKE B COOTBETCTBYIOIIHE OPraHbl.



3.21. TloaroTtoBka H IpPeIOCTAaBIECHHE OTYETOB IO (HHAHCOBBIM BONIPOCAM YUYEHOMY
COBETY.

3.22. OcymecTBneHHe KOHTPOJIA 3a OIUIATON 00y4YeHHS CTYIEHTOB Il CBOEBPEMEHHOTO
TIOJy4eHUs JOXOIO0B.

3.23. HudopmannoHHOE HAIlOJTHEHHE 54 aKTyaliu3anus CTpaHHIl calita
# 00pa3oBaTeNbHOTO MopTana MHCTHTYTa 1T0 BOIIPOCcaM OIUIATH 00yYeHHS CTyIEHTaMH.,

3.24. KoHTpoib 3a 3KOHOMHBIM pacxOIOBaHHEM CpeICTB FHCTHTyTa, COTJIACHO
YTBEPKIEHHBIM CMETaM JOXOJ0B H PACXOJ0B C YUYE€TOM BHECEHHEBIX B HHX B YCTAHOBICHHOM
MOPSJIKE U3MEHEHUH.

3.25. IIpoBenerne 3KOHOMHYECKOTO aHAIH3a X03IHCTBEHHO-(HHAHCOBOH NS TeILHOCTH
HMactuTryra 1m0 MaHHBIM OyXraaTepcKoro ydera ¥ OTYETHOCTH B IEISX BBIABJICHUS
BHYTPHXO034HCTBEHHBIX PE3CPBOB, YCTPAHEHHS IOTEPh U HENIPOM3BOICTBEHHBIX 3aTpar.

3.26. IlpuHsaTHEe Mep [0 HaKOIUICHHIO (DHHAHCOBBIX CPEICTB Ui obecredeHus
YCTOHYUBOCTH IIPENIIPHSITHSI.

3.27. OcymecTBiIeHHE KOHTPOJISI 38 COXPAaHHOCTBIO OCHOBHBIX CPE/ICTB, MaTEPUaIbHBIX
3aracoB M ApYTHX MaTepHalbHBIX IEHHOCTEH B MECTaX MX XpaHeHHS U DKCIITyaTalluH.

3.28. VYuacTHe B TIIpOBEJCHHHM HHBCHTApH3AIlMM JICHEKHBIX CpPEICTB, pAcUeTOB
U MaTepUalNbHBIX  I[IEHHOCTEH, CBOEBPEMEHHOE M TOYHOE OTpPaXEHHE  PEe3yJIbTaToB
HHBEHTapH3allUH.

3.29. Ilpunarue Mep IO OPEOyIpPEKIEHHIO HEIO0CTad, HE3aKOHHOTO PAacXO0J0BaHHUsA
MEHES)KHBIX CPEICTB M TOBAPHO-MATEPHANIBHBIX LEHHOCTEH, HapylleHHd (HUHAHCOBOTO,
HAJIOTOBOT'0 ¥ X03AHCTBEHHOIO 3aKOHOAATEIbCTBA.

3.30. VYuactue B oQOpMICHHH MAaTEpPHATIOB 10 HENOCTadyaM H XHUIICHHSM JEHEKHBIX
CPEJICTB W TOBapHO-MaTepHaJbHBIX IICHHOCTEH, Iepefada B HEOOXOIMMBIX CIy4asx OITHX
MaTEPHAJIOB B CIEICTBEHHEIE U CyIeOHBIE OPraHEL

3.31. CucreMaTHUeCKOE BBIIOJIHEHHE IIOJNIOKEHHH, HHCTPYKIMH, METOIUICCKHAX
yKa3zaHu# 1o BOIIpOcaM ydeTa M OTUYETHOCTH, APYTHX HOPMATHBHBIX JOKYMEHTOB, OTHOCHIIHXCA
K KOMIIETEHIIHH OyXTalTepHH.

3.32. KoHTpOIJb HCIIOMHEHNUS PEIIEHHH Y YeHOro cOBETa, IPUKa30B pekTopa MHCcTHTyTa
10 BOIIPOCAM, OTHOCAIIMMCS K KOMIIETEHIIMU TOIpa3ieIeHuU.

3.33. O6ecnegenue crpororo codmoneHus GUHAHCOBOR 1 KACCOBOH THCIMIIIIMHEL, HOPM
H NPaBHII XPAHEHHUs! [EPBUYHBIX YIETHBIX JIOKYMEHTOB, BEICHHSA PETHCTPOB OYyXIralITepCKOro
HAOTOBOTO YYETOB, CMET, PacuyeTOB K HHM, MHBIX JIOKYMEHTOB, 0(QOpPMIIAEMEBIX B IIPOIECCE
IesITeTBHOCTH.

3.34. PaccMoTpeHHe M NOANMCAHHE IIaBHBIM OyXTaiTepoM MOKYMEHTOB, CIIyXKalluxX
OCHOBaHHEM ISl IPHEMKH | BEITAYH JACHEKHBIX CPEICTB M TOBAPHO-MaTePHAIBHEIX IICHHOCTEH,
a TaK)Ke KPEIUTHBIX B PACUETHBIX 0053aTEILCTB.

3.35. PaccMOTpeHHE W BU3HPOBAHHE TTIaBHEIM OyXTaaTepoM JOTOBOPOB U COITIANICHHH,
3aKIIF09aeMBIX MIHCTHTYTOM Ha IOJIyYeHHe WM OTIYCK TOBapHO-MaTepHaIbHBIX LIEHHOCTEH W Ha
BBIIIOTHEHHE paboT M YCIYT, & TAKXKe IPHUKA30B U paclopsHKeHHH 00 yCTaHOBIEHHH PabOTHHKAM
JO/KHOCTHEIX OKJIAI0B, HanOaBoK K 3apaboTHOH 1iiaTe, IOI0KEHHH O IIPEMHPOBAHHH H T.I1.

3.36. OcymiecTBIeHIE BHYTPEHHUX ayIUTOB IesATeILHOCTH IOIpa3/Ie/IeH s, COJIeHCTBHE
IIPOBEICHHIO BHEIIHHX ayJAHUTOB.

3.37. Vuactee B mpoleaype camoo0ciefoBaHHA, NPEANIECTBYIOMEH BHEMIHEH
SKCTIEpTH3€  JeATeNbHOCTH WHCTHTYTa, B 4YacTH  (DMHAHCOBOro  OOecIedYeHust  ero
(G yHKIMOHHPOBAHHUS U PA3BUTHS, MATEPHAITBHO-X03IHCTBEHHOTO COCTOSHU.

3.38. IIpoBeacHHE MEPONPHITHIA W IPHHATHE Mep IO OXpaHe Tpydd, 00eCredYeHHio
6€3011aCHOCTH YKHM3HH ¥ 3JI0POBbS COTPYIHHKOB OyXranTepHH.

3.39. Xpasenne u cAa4a B apXHB AOKyMEHTAlHH OyXraaTepHH B YCTaHOBJICHHOM
TIOPSIIKE.

3.40. IlnasupoBaHue paboTHI HA y4eOHBIH TOJI.



4. IlpaBa u 00si3aHHOCTH

4.1. byxranrtepus B JHlle ITaBHOIO OyXranrepa UMEET MPaBo:

4.1.1. OcyImecTBISTH CBOIO JEATEILHOCTE BO B3aHMOJIEHCTBHH C HHBIMH CTPYKTYPHBIMH
MOAPA3ACIEHHSAMH U JODKHOCTHBIME THaMu MHCTHTYTA.

4.1.2. IlpencraBUTENLCTBOBATH B YCTAHOBICHHOM MOpsifike OT HMeHH HWHCTHTyTa
IO BOIIpOCaM, OTHOCAIIMMCH K KOMIIETEHUMH OyXrajJTepid BO  B3aMMOOTHOIIECHHSIX
C HAJIOIOBEIMH, (PMHAHCOBBIMYU OpraHaMH, OpraHaMH I'ocyJapCTBEHHBIX BHEOIODKETHEIX (POHIOB,
OaHKaMM, KPEOUTHBIMH YYPEKICHHMSIMM, HHBIMH TOCYHapCTBEHHBIMH U MYHHIIHIIAIBHBIMH
OpraHu3alusIMHy, a TAKKe IPYTHMH IPEAIPUATUAMY, OPraHU3alUsIMHU, YIPSIKICHUSIMH.

4.1.3. VYuacTBOBaTh B paboTe ympaBlIEHYECKHX CTPYKTYp MHCTHTyTa B yCTaHOBICHHOM
TOPSIZIKE.

4.1.4. llomroraBnmuBarh IPOEKTHl HOPMATHBHBIX W OpPTraHH3AI[MOHHO-METOIHYECKUX
JOKYMEHTOB, PerJIaMeHTHPYIOIMUX (HHAHCOBO-XO3SUCTBEHHYIO JeATeNlbHOCTE MHCTHTYTA;
OpraHu30BBIBATE WX NPEIBAPUTEIBHOE 00CYXKICHHE U COTIaCOBAHUE.

4.1.5. 3ampammBaTe M IOMy4YaTh OT CTPYKTYpHBIX mnofpasgeneHudt MuacTHTyTa
B YCTGHOBJIEHHOM IOpsiAKe HeoOXomumele st  paboTel  OyxralnTepuu  CiIy:keOHYO
IOKYMEHTAIHIO, HH(OpMAaITHIO, MaTepHAaIIbL.

4.1.6. TpeboBates coOmoneHuss mopsaka OG(GOPMIEHHS XO34HCTBEHHBIX ONEpanui
¥ IIPEOCTABICHHUS HEOOXOMUMBIX I AEATEIBHOCTH OyXTalTepHH JOKYMEHTOB M CBENSHHH
BCEMH CTPYKTYpPHBIME Iofpa3zfeneHusmMu MucTuTyTa.

4.1.7. TIpoBORMTHL JKCHEPTH3Y CIYyKEOHBIX NOKYMEHTOB H MAaT€PHaOB, OTHOCAIIHXCS
K (PMHAHCOBO-X034HUCTBEHHOM AesTenpHOCTH MHCTHTYTA.

4.1.8. He npuHMMAaTh K MCIIONHEHHIO W OG(OPMIIECHHIO NOKYMEHTBI IO OIEpallHsiM,
KOTOpPBIE TIPOTHBOPEYAT 3aKOHO/ATENECTBY M YCTAHOBICHHOMY IIOPAIOKY NPHEMKH, XPaHCHHS U
PacXo0BaHHs IEHEKHBIX CPEJICTB, TOBAPHO-MATEPHATLHEIX U NPYTHX IEHHOCTEH, a Taike 0e3
COOTBETCTBYIOIETO pacropsxeHus pekropa MucTuTyTA.

4.1.9. Jlns oCyIECTBIEHHS CBOEH e TeNbHOCTH 110JIb30BaThCA IMYIIECTBOM HHCTHTYTA,
3aKpeIICHHBIM 3a IIOpa3IeieHHeM, a TAKKE HEOOX0MMBIMH PECYPCaMH.

4.1.10. BHOCHTH Ha pacCMOTpPEHHUE PYKOBOICTBA NPEVIOKEHHS 10 YCOBEPITCHCTBOBAHUIO
X035MCTBEHHO-(DHHAHCOBOH esTenbHOCcTH MHCTHTYTA.

4.1.11. BHOCHTE pyKOBOJACTBY MHCTHTyTa MPeATOKEHHS O IPUBJICYEHUH K MaTepHaIbHOR
¥ JECIHIITHHAPHON OTBETCTBEHHOCTH JOJDKHOCTHBIX JIHIL 110 Pe3y/IbTaTaM IpoBepoK GHHAHCOBO-
XO3STHCTBEHHOH JeSITeILHOCTH,

4.1.12. Onpenenats U peann30BEIBaTh MEpOIPHATHS, HaIpaBIeHHEBIC
Ha Mpeaynpe)kJeHue | YCTPAaHEHHE  HECOOTBETCTBHMA  JEATCIBHOCTH  CTPYKTYPHOIO
nopas/ieieHus TpeOOBaHUAM 3aKOHO/IaTeIbCTBA M JIOKaNbHEIM akTaM McHTHTyTa.

4.1.13. BecTH mepenucKy mo BOIpocaM OyXralaTepCcKoro ydera M OTYETHOCTH, a Takke
JPYTEM BOIPOCaM, BXO/AIIMM B KOMIICTEHITHIO OyXTauTepHu W HE TpeOyHOIMUM COTNIacOBaHHs
¢ pexkropoM MHCTHTYTA.

4.2. ITlompazmeneHue 06s3aH0:

4.2.1. CoOmomars IeHCTBYIOIIEE 3aKOHOAATEIECTBO.

4.2.2. B momHOM 00BEMe BBINMOJHATE 3a1a49d ¥ (QYHKIHH, OIpPEE/ICHHBIE HACTOSIINAM
[TonoxeHueM.

423, B ycTaHOBIICHHbIE CPOKH COIJIACOBBIBATEH IIIAHEI CBOEH paboThI ¢ PYKOBOJICTBOM
WHuCcTHTYTA.

4.2.4, B ycTaHOBJIEHHEIE CPOKH IIPEJICTABIATE PYKOBOACTBY MIHCTHTYTa OTYETEI O CBOSH
paboTe ¥ 0 pe3yibTraTax QHHAHCOBO-X034HCTBEHHOU NEATCIBHOCTH.

4.2.5. BBISBISTH W TOBOAMUTH 10 COOTBETCTBYIOMIMX IODKHOCTHBIX JIAI] HHOOPMAIHIO
0 mo6kIX mpobiemMax, CBI3aHHBIX ¢ (HUHAHCOBO-XO3JHCTBCHHOM NEATENBHOCTRIO HCTHTYTA.

42.6. CpoespeMeHHO BBIIONHATE pemenus Copera  yupemuTened, IPHKa3bl
H pacropsbkeHus pekrtopa MuctutyTa. )



4.2.7. ObecnieunBaTh OepeKHOE HCIIONB30BAHHE HMYINECTBA U pecypcoB MHCTHTYTA.
4.2.8. Bectu OyxranTepcKyl0 M OTUETHYHO JOKYMEHTAllHI0 B  COOTBETCTBHH
C YTBEPXKICHHOH HOMEHKJIATYPOH Jiel, CBOEBpeMeHHO caBaTh JOKYMEHTEI B apxuB MHcTHTYTA.

5. OTBeTCTBEHHOCTH

5.1. Bcro MOmHOTY OTBETCTBEHHOCTH 38 KauyeCTBO U CBOEBPEMEHHOCTH BBIIOIHEHH
BO3JIOKEHHBIX HacTosmmuM [lomoxkxeHreM Ha moIpa3leieHue 3anay ¥ (yHKIUH HeceT ITIaBHBIH
Oyxrantep.

5.2. Kaxnermi paGoTHHK OyXranTepud HECeT OTBETCTBCHHOCTh 3a KayecTBO
BBIITOJTHSIEMBIX pabOT B COOTBETCTBHH C JIODKHOCTHOM MHCTPYKIIHEH.

53. 3a HEBBINIOJIHEHHE (menamnexamee BEITIOJTHEHHE) BO3JIOKEHHBIX
Ha IMoApasfelieHue 3anady ¥ (QYHKUUM BHHOBHEIE pabOTHHKH HECYT JHCIHILIMHAPHYIO,
TPaKIaHCKO-TIPABOBYIO, AIMHHHACTPATHBHYIO M MHYI) OTBETCTBEHHOCTH B COOTBETCTBHH
C IEHACTBYIOIIMM 3aKOHOAATEIbCTBOM.

6. IlepedeHb JOKYMEHTOB, 3alHcell H JAHHBIX M0 Ka4ecTBY COIJIACHO QyHKIHAM
CTPYKTYPHOT0 TIOApa3eeHHus

6.1. JlokaibHble HOpPMATHBHBEIE AaKTBI, NEHCTBYIOIIHE OPraHU3AI[HOHHO-IIPABOBBIC
nokymeHTE MHCTHTYTA.

6.2. Tlomutuka MuctuTyTa B 001MacTH KavyecTsa.

6.3. PykoBOACTBO I10 Ka9eCTBY.

6.4. TlonoxeHHd IO BHIAM AESITEIBHOCTH.

6.5. TlonmoxeHHe 0 CTPYKTYpPHOM IIOJpa3ielIeHHH.

6.6. JIOIDKHOCTHBIE HHCTPYKIIMH paOOTHHKOB OTAEIIA.

6.7. JIOKyMEHTEI ITO TIJITAHUPOBAHHUIO ACATEILHOCTH IIOAPA3 /e ICHH.

6.8. AKTBI M OTYETHl II0 pe3yjJbTaTaM BHYTPEHHHX M BHEIIHHX ayIHTOB,
110 BBINOJHEHHIO KOPPEKTHPYIOIIHX U MPEAyIPEXIAIOIHIX ICACTBHIMA.

7. BzaumoorHomenus. CBsa3u

7.1. B mpomecce oCyImecTBIEHHS CBOEH EATENbHOCTH OyXranTepus B3aHMOIECHCTBYET
CO CJIEIYIOIIMME CTPYKTYPHBIMH IIOJIpa3fieeHusaMu MHcTuTyTa:

7.1.1. Co BceMH CTIPYKTYpPHBIMH MOIpa3felieHHsIMH — II0 Bompocam (HHAHCOBO-
XO3SIHCTBEHHOM IeATEIFHOCTH, €8 JOKYMEHTAIIMOHHOTO B HHPOPMAIIHOHHOTO 00ECIIEYEHH L.

7.1.2. C oThmenoM KaapoB — IO BOIpOcaM KaZpoBOro OOECIEYeHHA MAaTepHallbHO
OTBETCTBEHHBIX JIMIl H PaOOTHUKOB OyXralTepuH.

7.1.3. C opHIHYeCKUAM OTEIOM — 10 BO3HHKAOIIUM IIPABOBEIM BOIIPOCAM.

7.1.4. C aIMHHHCTPATHBHO-XO3AKWCTBEHHBIM OTHEIOM — IO BOIPOCAM MaTE€pPHalbBHOTO
obecIieyeHus 1€ TEIbHOCTH.

8. 3AK/IIOYUTEJIBHBIE TIOJIOKEHH S

8.1. Hacrosmee [lomoxkeHue MOAMUCEIBACTCS pa3pabOTYHKOM, COIJIACOBBIBAETCS
CO CHIELHATHCTOM OTHeNa KaJpoB, FOPUCKOHCYIILTOM U yTBepiKIaeTcs pekropoM MucTHTyTA.

8.2. KoHTpombHEL 5K3eMIUIsp [[0I0KEHAs PETHCTPUPYETCs H XPaHATCS Ha OyMajKHOM
HOCHTENe U B 3JIeKTpoHHOM Oaze noxymentoB CMK. B xamnensputo VIHCTHTYTa Ha XpaHCHHE
nepenaeTcs y4reHHbIH sk3eMmunip [Tonoxenns Ha OyMaXHOM HOCHTENE.



8.3. VurenHnll 3Kk3eMIUIApP (KOMHIO KOHTPOIBHOTO 3K3eMInapa) IlomoxkeHns coriacHo
peecTpy BHYTPEHHEH pAaCCHUIKH JIOKYMEHTOB KaHIENIpHS INepelacT B 3aWHTEpeCOBAaHHBIE
CTPYKTYpHBIE IOApa3IeIeHHUS.

8.4. W3menenms wu pomonHeHHs B [loNOKeHHE BHOCATCA 10 IPEIIOKEHHIO
3aWHTEPECOBAHHBIX JIML. lIpeanoikeHus NpeAcTaBIAIOTCS MPOPEKTOPY IO 00pa30BaTeIbHOM
NESATEIBPHOCTH B IUCBMEHHOM BUJIE JUIS COINIACOBaHUS. VI3MeHeHHS U JONOJIHEeHHs B HACTOSIIEe
[lonoxenue yTBepxknaroTcs pexkTopoM HMHCTHTYTa M (UKCHPYIOTCS B JIHCTE PETHCTPAIIHH
HA3MEHCHHUH.

8.5. Texkcr HM3MEHEHHS, YTBEP)KIEHHOTO PEKTOPOM, IPHIIATAETCAd K KOHTPOJBHOMY
H ydrTeHHBIM OSK3eMmiuiipaMm [lonoxeHuss HM  JOBOAMUTCA OO CBEICHHA COTPYIHHKOB
COOTBETCTBYIOIIMX CTPYKTYPHBIX IOIPa3/ICNeHHH 110 POCIIHCE.

PA3PABOTAHO:
['maBuBId Oyxranrep O.IL Ilenensena
(pacmudpoBKa IOAIHCH)

« A%y Qw\e_,u“/ 2019 r.

COFJIACSBQHO:

E.C. Ha
(pacmudpoBKa MOIITHCH)

CHGHI’I&J’H‘ICT oTIOcIa KaapoB

«12, O,w\w ol 2019 .
IOpHCKOHcy@)

T.A. Cunopyx
(pacmmpoBKa HOAIHCH)

« 1% » CL\A,\ w@/ 2019 .

BBEJEHO B JIENCTBHUE npukazom ot 19.04.2019 r. Ne 12-0J]




JIneT perucTpanun H3MeHeHHi

[Ipunoxenue 1

Homep
H3MEHEHHUS

Howmep u nara
PacIopsAUTEIEHOTO JIOKYMEHTA
0 BHECEHHH H3MEHEHHH B
nokymerT CMK

Homep
CTPaHHIIBI

Jlata
BHECCHUS
H3MEHCHHUA

OO u

HOJIIHCE
JIH1a, BHECIIIETO
H3MEHEHHEe




