Munucreperso obpatopanna Y asAHoBCKOH obaacTh

of.1acTHOE TOCYIAPCTEEHHOE B1I0/KeTHOE 00PAIDBATEILHOE YUPeKICHHE
cpearero npodeccHoHANBHOTO 06pAIOBAHNA

Ore0y Cro «JTK» «|HMHTPOBIrPaACKHI TEXHHYECKHIT KOLICT#E?
Hoaoxicenue o empykmypios noopazoeienun
Byxrantepus
CMK-IICIT-4.2.3-2.1-02

COTIMTACOBRAHO VTBRBEPHJIAHD
[lpencenarens npodkoma Hupextop OI'EOY CITO «/ITK»
OFEDY CIO «ITK» T A B. Muxaiinop

el v E 0. I'pomornacosa « 4’{7};%' gf}imt;ﬁ',.f 204/ 5r.

¥ |
Y

[Tonomxenne o Oyxrantepuu

IMpunsaTo Coretom YupewneHns
Mpotoxon Ne 1

or« 4 Of 2013r.

r. umMuTpoBrpan

2013

Bepcun 1.0 I Hene b ssmnanie i THpipomiiiie J0KyMeinTs Boavee 1950 I Col/icasanme ¢ proseicreos OFBOY CIIO o TTh | C‘l’p 1s




MunncTeperso odpazosanun YiLAHOBCKoI 00jacTH

ofJacTHoe rocyaapersennoe SomKeTHOE 0DPAIOBATEILHOE YUPEKIeHNE
cpeanero npodeccHonaILHoro obpaloBanns
OrE0yY Clo «/ITK» W IHMHTPOBIPAACKHIT TEXHHYECKHIH KOJLI1E A

[Monoxcente 0 CHRIPYKMYPHOM ROOPAsoetenuu

byxrantepus

CMK - I1ICIT - 4.2.3 - 2.1 - (02

1. OBUIHE MOJOXKEHHNS

1.1 ByxrasTepus SBISETCA CAMOCTOATENBHBIM CTPYKTYpPHBIM monpasaenennem OI'BOY CI1O
«JITK».
1.2 Byxrairepus co31aeTcs H IHKEHINPYETCA NPHKA30M AHPEKTOPA KO/UICIKA.
1.3 ByxraiTepHio BO3rJaBAseT riaapHblii Gyxranrep, KOTOphIH aIMHHHCTPATHBHO NOTYHHEH
JHPEKTOY KOJnena.
1.4 I'napbii Oyxraarep Ha3HAYACTCA W 0CBODOKIAETCA OT 3AHHMACMOH JOKHOCTH [IPHKA3OM
JMpPEKTOpa KOMIEKA.
1.5 PaBoTHHKH GVXTanTepun HA3HAYAKOTCA H OCBODOMIAIOTCA OT 3aHMMaeMoli J0KHOCTH
MPHEA3I0M THPEKTOPA KOJUIEIKA MO MPeACTABICHHIO IIaBHOro OyXranTepa.
1.6 Byxrantepua B coeil JIeATENBHOCTH PYKOBOICTBYETCA!
saxoHoAaTenseTEoM PO, ApyTHMH HOPMATHEHO-MPARORKIMK akTamu PO
—  HOpMaTHBHO-NpaBoBEIMH aktamu [IpapurenscTBa YIbAHOBCKOMH ofnacTi M OpraHoB
yrpasncHus B o6nacTn obpasosanus Y IbAHOBCKOH 001aCTH;
—  [pHKa3aM¥  BBILCCTOANINX OpPraHoB, TNpPHKa3aMH M PacropakeHHAMH IHpeKTOpa
KOULe1a,
—  TPYIOBBIM 3aKOHOJIATEIBCTBOM,
= YcTasoM KOJUIEIHKE:
—  [lpaBunaMu BHYTPEHHETO TPYIOBOTO PacHOPAIKa KOISLKE;
—  NpHKa3aMH W PacTOPAKEHHAMH [MPEKTOPa KOJLTe/KA U [TIaBHOro GyxranTepa;
~  pacnopsKeHHAMH H YKazaHuaMH IIpenctasuTe/is pyYKOBOACTBA 10 CHCTEME MCHEIKMEHTA
KAUECTBA KO/ 1A 110 BOMpocaM, Kacatommmes HyHKiHoHposanns CHeTeMbl
meHepxmenTa Kadectra (CMK):
—  PyKoBO/ICTBOM I10 KA4ECTBY H CTAHAAPTAMH YHPCHICHHA!
HacToAmumM [lonoxeHHeM.

2. 3A1IAYH

2.1. dopMupoRAHHE MOTHON W IOCTOBEPHOH HH(OPMALMH O AEATENBHOCTH KO/LIEHKA H €€
MMVIIECTBEHHOM — MOMOWEHHH, HeOOXOAUMOH  BHYTPEHHHMM  NOJb30BaTensM  OyXraarepekod
OTHETHOCTH, 4 TAK/KE BHELIHHM NMONb30BaTensaM OYXralTepeKoH 0THETHOCTH

2.2. ObGecneuenne wHpopMauueil, HeoOXOIMMONH BHYTPCHHHM H BHEUIHHM [10JIB30BATEIIAM
Dyxranrepckoil  OTYETHOCTH Ul KOHTPONA 3a COD/IONEHHEM 3aKOHOMATENLCTRA Poceniicroli
desiepaiy NpH OCYLIECTBICHHH KOJUIEAKEM XO3SHCTBEHHBIX ONepalHii 1 ux nenecoobpaIHOCTRIO,
HAMHYHEM H ABHEeHHEM HMYII2CTEA H {!ﬁﬂ'laTEJIBCTB, HCTONEROBRAHHEM MATEPHANTRHKIX, TRYITORKX H
(PHHAHCOBBIX PECYPCOB B COOTBETCTBHH C YTBEPHIACHHEIMH HOPMaMH, HOPMaTHBAMH H CMETAMH;

2.3. lNpesoTBpalicHHe OTPHIATENBHEIX PE3YABTATOB X034HCTBEHHON ISATENBHOCTH KOJUIELKa
M BLIABJIEHHE BHYTPHXO3AHCTBEHHBIX pesepron obecneycHus ee (pHHAHCOBOH YCTOHYHBOCTH.
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3. DYHKIHH

3.1, ®opmupopasHe YYeTHOH TNOJIHTHKH B COOTBETCTBMH C  33KOHOIATENBCTBOM O
OYXTaTTEPCKOM YYeT€ W MCXOIs M3 CTPYKTYPhl H OCOOCHHOCTEH NEATENbHOCTH YUPCHIACHHA,
HeoGxoauMoCcTH obecneuelus ero GUHAHCOBOH YCTOHUYHBOCTH;

3.2, Pafora no noAroTosxe M NPUHATHIO paboyero niana cyeToB, opM NepBHYHBIX YHETHLIX
NOKYMEHTOR, NPHMEHAEMBIX 08 opOpMISHHA XOMHCTREHHEIX onepanuil, no  KOTOPRIM HE
[pe1ycMOTPeHEl THIOBLIE (POPMEI;

3.3. PazpaboTka dopM JIOKYMEHTOB BHYTpeHHeH OyXrantepckoi OTHETHOCTH;

3.4. ObecneyeHne NOPAIKA NPOBEICHHA HHBEHTAPH AN}

3.5. KoHTpOIb 3a NpoBeAieHHEM XO3AHCTBEHHBIX ONEPaLH,

3.6. OGecneuenne coburoneHus TexHonornun obpabotku OyxranTepckoit Hudopmanuu M
NopAAKa A0KYMCHTOOOOpOTS;

3.7. Opranusanus OYXraiITepekoro yuera o OTHETHOCTH B KOTEAAE H B €0 NoApaileneHunx
HA OCHOBE MAKCHMAIBHON UEHTPATH3AUMH YYETHO-BHIMHCIHTENLHBIX paboT © NpHMEHEHHS
COBPEMEHHBIX TEXHHUECKHX CPEACTB M HMHOPMANMOHHLIX TEXHONOTHIl, MPOrpeccHBHEIX (opM H
METO/I0B Y4eTa H KOHTPOIA;

3.8. @opMMpoBaHHE W CBOSBPEMCHHOE TpEJIOCTABICHHE TONHOH H JAOCTOREPHOH
Gyxrantepekoif nuopMmalun O JEATENBHOCTH YYPEHKICHHA, €ro HMYUICCTBCHHOTO MNOMOIMKEIIHA,
HOXOAX H pacxonax;

3.9. Paspaforka H OCYIISCTBACHHE MEPONPHATHH, HANPABICHHBIX Ha YKPEIUICHHE ¢unancoBoi
IHMCIHILITHHLL

3.10, Yuer umymiecTpa, 0083aTeIbeTE H XOIRHCTREHHLIX ONEPAlHI, MOCTYNAKIHX OCHOBHBIX
CpeCTB, TOBAPHO-MATEPHAIBHEIX ICHHOCTEH H ICHEKHLIX CPEICTB:

3.11. CeoerpeMeHHOE OTPAKEHHE HA CHETAX OYXTANTEPCKOID Y4CTd OLCPUUNH, CBASAHHBIX C
ABMKEHHEM OCHOBHBIX CPE/ICTE, TOBAPHO-MaTePHANBLHEIX IEHHOCTEH H ICHEKHEIX CPEICTE,

3.12. Vuer nanepiex nNpou3BoAcTEA W oDpallieHds, HCMOHEHHA CMET Pacxo/ios, pealH3alluH
MPOAYKINH, BhITONHEHHA paboT (yemyr), pelylbTaToB Xo3AiCcTBEHHO-(PHHAHCOBOH IEATENBHOCTH
KONk, 4 TaKke (PHHAHCOBLIX, PACYETHLIX H KPEIHTHRIX OTIePallHii;

3.13. CroeppeMeHHOE H MPaBHIRHOE OOPMICHHE TOKYMEHTOR:

3.14. OBecneyenne pacyeTos no 3apadoTHOR nare;

3.15. llpaBunsHoe HAYMCIEHHE W TEpeqHCIeHHe Hanoros M cOopos B (enepatbHbIH,
PErHOHANLHBLI M MeCTHBIH OIO/UKeTH, CTPAXOBBIX B3HOCOB B IOCYJAPCTBEHHBIE BHEOIOIKETHBIC
COUHANBHEIE GOHILL, naaTexkel B DaAHKOBCKHE YUPEKICHHS;

3.16. VYuyactue B TIPOBEJAEHHH HKOHOMHYMECKOTO AHAMH3IA Xo3aHCTBeHHO-(PHHAHCOBOH
JEATEALHOCTH YUPESHICHHA MO JaHHLIM OYXTanTepekoro y4era H OTUeTHOCTH B HENAX BhUIRICHHA
BHYTPHXO34HCTBCHHBIX PE3EPBOB, YCTPAHEHHA MOTEPE H HENPOHIBOACTBEHHLIX 3aTpaT,

3.17. lpunsaTie Mep Mo NPeAYTIPEKASHHIO HEAOCTAY, HE3AKOHHOTO PACX010BaHud NEeHEAHBIX
CPENCTE M TOBAPHO-MATEPHANLHLIN UCHHOCTEH, HapywleHHi (UHAHCOBOTO H XO3RHCTBEHHOrO
3aKOHOATEIbCTRA,

3.18. YuyacTie B ohopMiIeHHH MAaTCPHATIOB M0 HEAOCTa4aM H XHIICHHAM JEHEKHBIX CPeICTB H
TOBADHO-MATEPHANLHEIX [EHHOCTEH, nepeaada B HeoOXOOMMEBIX Clyd4asXx OJTHX MaTepHaloB B
CIE/ICTBEHHBIE H Cy/1eOHBIE Opraibl;

3.19. OBecneuctne ctpororo cobmogenus gunancosoil H KacCOBOH JAHCIHIUTHHEL 2AKOHHOCTH
CIMCAHMA €O CHMETOR OYXTIaITEpeKoro yvera Heoctad, AeOHTOpPCKoH 3all0/KeHHOCTH W JPYrHX
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MOTepk, COXpAHHOCTH OYXTANTEPCKHAX NOKYMEHTOB, OdopMieHns W COAa4H WX B YCTRHOBJICHHOM
mopsijike B ApXHE;

3.20. PaspaboTka M BHeJpeHHe pPAlHOHAILHOH TIAHOBOR W YUETHOH JOKYMEHTALHH,
mporpeccHBHEIX (OPM M METOIOB BefeHHd OyXraliTepckoro ydera Ha OCHOBE NPUMCHCHHA
COBPEMEHHBIX CPEJICTB BRIYHCITHTENRHOH TEXHHKH,

1.21. Cocrasienne Ganasca  ONepaTHEHLIX CBOHBIX OTYETOR O JIOXOJAX H pacxojax CpefcTs,
apyroit Gyxrantepckoil H CTATHCTHYECKOH OTYETHOCTH. NPEAOCTABIEHHE HX B YCTAHOBICHHOM
Mopsijike B COOTBETCTRYIOIIHE OPraHbl;

3.22. [lpomepka opraHu3auMH OYXTANTEPCKOro Y4eTa H OTHCTHOCTH B CTPYKTYPHBIX
NoApa3ieNeHHAX KOMICamxKa:

3.23. PaccMOTpeHHME M TOANHCAHHE T[IaBHBIM OYXTanTepoM [OKYMEHTOB, CIAYWKalHX
OCHOBAHMEM [UIS MPHEMKM M BBIIAYH JICHEKHBIX CPelICTB H TOBAPHO-MATEPHATBHBIX LeHHoCTel, a
TKME KPEQHTHBIX M PACHCTHRIX 00AATENIBCTD]

3.24. PaccMoTpenue M BH3HPOBAHHE TIapHbIM OYXrarrepoM JOTOBOPOE M cOTNAIMEeHHH,
SAKTIOYAEMBIX KOJUICKEM Ha MOMYyUCHHE HIH OTNYCK TOBAPHO-MATEPHANBHBLIN LEHHOCTEH M Ha
BLIMOHEHHE PAGOT M YCNyr, M TaKke NPHKA3OR M PACIIOPAKEHHHA 00 YCTAHORICHHH paboTHHKAaM
NOKHOCTHEIX OKIAN0B, HanOasok K 3apaboTHOI niaaTe, NoaoxeHH 0 MPEMHPOBAHAN H T.11.

3.25. OfecnevueHne BBIMOTHEHHA B Oyxranrepu TpeOosaHHH ACHCTBYIOWMX B KOJIEKE
cHeTEMBI MeHeRMeHTd kadeosa (CMK).

4. TIPABA H OBA3AHHOCTH

Byxrasrepusa, B JIMIE MIABHOTO OyXrantepa, HMeeT Npaso:

4.1, TpeGomaTh OT Beex TOApasje/IeHHH Koiiemxa f coDMOJeHHs Nopanka othopMIeHHS
onepaiuii U NpeJocTarIeHHs HEOOXOAUMBIX IOKYMEHTOB H CBEUCHAH,

4.2. TpebGopaTe OT pYKOBOMMTENEH CTPYKTYPHBIX noapaiie/ieHHi KolUlelKa H OTIENbHBIX
CMEUHATHCTOR NPHHATHA MeEp, HANPABIEHHBIX HA TOBRIIEHHE 3ppEKTHBHOCTH HMCNOIL30BAHHA
cpemcTB yupekaeHns, ofecriedyeHHe COXPAHHOCTH COOCTBEHHOCTH YHPEKNCHHSA, obecneuycHHE
NpaBHIBEHOH OpraHusaliny DyXranTepekoro yuera;

4.3, TlposepaTh B CTPYKTYPHBIX MOApa3feneHHax KOUIeLKa cobmojieHue YCTaHOBIEHHOIO
MOPANKA NPHEMKNH, ONPUXONOBAHHSA, XPAHEHWA H PACXONOBAHWA [CHENHBIX CPEICTB, TOBAPHO-
MATEePHATBHBIX | JAPYTHX HEHHOCTEH;

4.4, BHOCHTB NPeUTOKEHHA PYKOBOIACTBY KOLIRKA O NPHBIEHCHHH K MaTepHalbHOH H
JHCIHILTHHAPHOM OTBETCTBEHHOCTH JO/BKHOCTHBIX JIHL KOJUIE/KA 10 PE3YIBTaTaM ITPOBEPOK;

4.5. He npHHMMATh K HCMOJHEHHIO H OQOPMICHHIO JOKYMEHTBI [0 ONCPAIIHAM, KOTOPBIC
[IPOTHBOPEYAT 3AKOHOJATENBCTBY M YCTAHOBIEHHOMY MNOPAIKY MPHEMKH, XPAHCHHA H PACXOJOBAHAA
JICHEKHBIX CPE/ICTB, TOBAPHO-MATCPHATBHEIXH APYTHX LEHHOCTEH, a Takoke 0e3 COOTBETCTBYIONIEro
pacrops#es JAPEKTOpa KOLTeIa;

4.6, BecTu nepenHcky Mo BONpocaM OYXTanTepcKoro yHera H OTHETHOCTH, @ TakiKe APYTHM
BOTIPOCAM, BXOASIINM B KOMICTCHIMIO GyXranrepnn 0 He TpeOYIOMHM COT/IACOBAHNA C IHPEKTOPOM
KOJLIEIAE:

4.7. llpeacrasuTellbcTROBATE B YCTAHOBJICHHOM NOPAIKE OT HMEHH YHPEKICHHA MO BONPOCAM,
OTHOCALINMCH K KOMIETeHIHH OyXraiTepHH BO B3aUMOOTHOIIEHMAX ¢ HANOTOBBIMH, (PHHAHCOBBIMH
OprasamMs, OpPraHaMH [OCYJApCTBEHHBIX BHEDIOMKETHEIX honnor, OaHKaMM, KPEIMTHBIMH
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YUpeHAeHHAMH, HHEIMH IOCYAapCTBEHHRIMI H MYHHIHTATBHEIMH OPraHH3alHAMH, & TAKKE IpyTHMH
NpeANPHATHAMH, OPraHHIaIHAMH, YIPEKICHHAMH.

5 OTBETCTBEHHOCTh

5.1 Ha rnasroro Oyxranrepa Bo3naraercs NepeoHanbHas OTBETCTREHHOCTD 3a:

—  cobmogcHEC  AeHCTDYIOIEro  3aKOHOJATE/ILCTEA B Tponecce PYKOBOJICTEA
Gyxranrepueii.

~  OpraHM3alMio JeATeNBHOCTH OyXranTepuu no BHIMOTHEHHIO 3alay o dyHKIHIA,
BOANIOMEHHEIX HA OyXralTepHio.

_ cobmonenne paborHukamu  GyXranTepHH  NPOM3IBOACTBEHHOH M TPYA0BOH
JTHCLLHILTHHEL.

~  OpraHM3aAlMIO B DYXTanTepHH ONepaTHBHOM H KaYeCTBEHHUH 1I0ATOTOBKH A0KYMEHTOB,
pejlcHHE JIENIOTIPOM3BOJACTBA B COOTBETCTBHH C JICHCTBYIOUIHMH MpaBHjiaMH M
HHCTPYKIHAMH.

—  ofecrieyene COXPAHHOCTH HMYILECTBA, HAXO/AIErocs B OyXrarrepHi i coDnroleHHE
NMpaBHII NOKAPHOI DE30TacHOCTH.

_  cocTaBIeHME, YTBEpAKICHHE W NPEACTABICHHE JIOCTOBEPHOR HH(pOpMAUMKH O
JeATeNLHOCTH KOICIKA.

—  CBOCBPEMEHHOC H Ka4ecTBeHHOE HCMOMHEHHE NPHKA30B AHPEKTOPA KOJLIE/IKA,

—  COOTRETCTBHE NeHCTBYIONMEMY 3AKOHOJATENLCTBY BHIHPYEMEIX (NOANMCHIBAEMBIX) HM
NPUKAI0B, HHCTPYKIIHI, MONOKEHNH 1 APYTHX JIOKYMEHTOB.

— cobmogenne TpeGoBaHMI W TONOMEHHH JeficTEYIOMEH B YUPEHKICHHH CMK, n
pesyILTATHBHOCTE ee YHKIHOHUDORAHHA.

—  CBOCBPEMEHHOE OCYLIECTBIEHHE KOPPEKTHPYIOLIHX H NPeIyNpeiiaiomnx neHCcTBHI,
PACIpOCTPAHAIONIHXCA HA AEATENBHOCTE YIPERACHHA,

—  OTBETCTBCHHOCTH APYTHX paboTHHKOB DyNranTepHn YCTAHABTHBACTCA
COOTBETCTBYIOLMMH HHCTPYKUHAMH.

5.2. Cortpyanuku OyxraqTepin HeCyT OTBETCTBEHHOCTR B Cilydae: HEHALICKAIIETO
HCTIONHEHHS HITH HEMCHOJHEHMH CBOMX 00A3aHHOCTCH B MPEAEnax, ONpeieneHHbIN ASHCTRYIOLIMM
TPYNOBEIM, TPa#UaHCKHM, aAMHHHCTPaTHBHBIM H YIONOBHBIM 3aKOHONATENRCTBOM Poccuiickoit
deepamny, YCTaBoM KOIUICIKA, IPABHIAMH BHYTPEHHETO pACNopsaiKa, HACTOAMIHM [Monowenuem, a
TaKKeE JI0KHOCTHEIMH HHCTPYKUHAMH.

6. B3AHMOOTHOIIEHHS W CB3H

6.1, Jlns opramusamus paboTsl MO OCHOBHBIM HANPABACHHAM AEATETBHOCTH DyxranTepus
BIAHMOJICHCTBYET ¢ APYTHMH NOAPA3ICTCHHAMH KOJIEKA.

6.2. Tlopanox B3amMO/CHCTBHA ONpelenaercd OTACTBHLIMH NPHKAIAMHE U pacnopiKeHHAMH
ﬂﬁ]}EKTﬂpﬂ, d  TdkEme AUI‘{}‘MCI'['I'HPOB&HHWH nponeaypast CHCTEMEI MEeHEIKMEHTA KAMSCTRA
KOLIEIKA.
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7. OPTAHH3IAIINA PABOTDI

7.1. Byxrantepus ABJIACTCA CaMOCTOSTENBHBIM CTPYKTYPHBIM [OIpa3c/iCcHACM KO/LUIEO/Ka H
OCYIIECTBIACT CBOIO JEATENLHOCTH BO B3aHMOIEHCTBHHE C IPYTHMH NOApa3ielcHHAMH KOJUIEKA.

7.2. KoopAMHALHIO ¥ KOHTPO/b CBOEBPEMEHHOCTH H KaHCCTBA BHIOIHCHMA BO3NOKEHHBIX HA
GyxranTepHio 3alad, OKalaHue CONCHCTBHA 1O BCEM HANPABICHHAM paGoTel  OyxrarTepus
OCYHICCTBAACT raBHbli OyxranTep.

7.4, CiiysiGa co3ziaeTcs, peOPTaHmu3yeTcs W TMKBHIMPYETCA IPUKA30M [IHPEKTOPA KoLK no
pemenmio Copera Komneaka, B CBOeH JEATENLHOCTH HENOCPEACTBCHHO NOJAYHHACTCA [CPBOMY
JAMECTHTENI0 JMPEKTOPa — PYKOBOIMTENHO CIyKObI (hMHAHCOBO-IKOHOMHYECKOTO H COIMANBHOTO
pazBUTHS.

PaspaboTtan:
Kpanauna ACA. -
PYEOBOAMTENR CTPYKTYPHOTO MoIpAIacIcHHa MOANHCE
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