[Tpunoxenune Ne 9
k npukazy KI'A TIOY XTK
ot 02.09.2023 Ne 42/1-OJ1

MunucTepcTBo 00pa3zoBaHus U Haykn XabapoBCKOro Kpast
KpaeBoe rocyiapcTBeHHOe aBTOHOMHOE NpodeccHoHanbHoe 06pasoBarTesibHOe yupeK/ieHne
«XABAPOBCKMM TEXHOJIOT'MUYECKUN KOJIJIEK»
(KT'A TIOY XTK)

AOKYMEHT NoAnuUCAH

3JIEKTPOHHOI NOANUCBHIO yTBEP)KI[EHO

npukazom KI'A TTOY XTK
G S s ot 02.09.2023 Ne 42/1-OJ1
[OMKHOCTb: HauanbHUK OT/eNa [OKyMEHTaLMOHHOTO

obecredyeHnst 1 apxuBa
[HeiictButeneH c: 29.09.2023 no: 22.12.2024
I[MTOJIOXXEHUE

o Oyxrantepuu

L OBUIME ITOJIOXKEHMA

1.1. Byxranrepus sBnsiercs noapasnenenuem KI'A I1IOY XTK.

1.2. Byxranrepuio  BO3MJIaBIsSET  IJIaBHBIA  Oyxraiarep,  KOTOPBIA
HETOCPE/ICTBEHHO MOAYUHAETCS TUPEKTOPY.

1.3. I'naBHblii OyXxrajrep Ha3Ha4yaeTCs M OCBOOOXKIAETCS OT 3aHUMAEMOMU
JIOJDKHOCTH MPUKA30M JIUPEKTOpa.

1.4. PabGoTHukM OyxraaTepud Ha3HA4alOTCd M  OCBOOOXKAAIOTCS OT
3aHUMAaeMOM JIOJDKHOCTH TPUKA30M AUPEKTOpa, MO IPEeNCTABICHUIO TIIABHOIO
Oyxranrepa.

1.5. bByxranrepus B cBOel AesTEILHOCTH PYKOBOACTBYETCS:

- NEeUCTBYIOIIMM 3aKoHomaTeslbcTBOM Poccuiickoit @epepauuu H
XabapoBcKOro Kpas;

- nokanbHbIiMU akTamMu KI'A TIOY XTK;

- YceraBom KI'A TIOY XTKNe

- HactosiluM [lonoxxenuem.

2. OPI'TAHU3ALIMOHHAA CTPYKTVYPA

2.1. CrpyKkTypy ¥ IUTaTHyX0 YMCIEHHOCTh OyXTraJTepUH YyTBEPXKIAeT
JUPEKTOP IO NPeICTaBIEHHUIO IIIaBHOrO OyXranTepa.

2.2. Dbyxranrepuss COCTOMT M3 OJHOIO MOJpa3/iesieHusi, BO3TJIaBIIIEMOTO
[JIaBHBIM OyXrajaTepoM.

2.3. Tlonoxenue o Oyxranrepuu yTBEP)KAAETCS MIPUKA30M, pacpeiesicHHe
o0si3aHHOCTE Mexay paboTHUKaMU OyXralaTepud MPOU3BOJUTCH TIJIAaBHLIM
OyXxranaTepom.

2.4. CocTaB ¥ YHCIEHHOCTh PabOTHUKOB OyXraaTepuu OIpeaelseTcs
IITAaTHBIM PacHUCaHUEM, YTBEPIKACHHBIM AUPEKTOPOM.

3 3AJAYUN
3.1. ®opmupoBaHUE NIOJHOMN U JOCTOBEPHON HHGOPMAIMH O JIEATEILHOCTH

KOJJIe[Ka M €ero HUMYLIECTBEHHOM IIOJIOKEHUHM, HEeoOXOJUMOW BHYTPEHHUM
MOJIb30BaTENAM OyXrajJTepCKOW OTYETHOCTH — PYKOBOIMTENSM, YYPEAMUTENsM,



y4aCTHUKaM U COOCTBEHHMKaM HWMYILECTBA, a TAaK)K€ BHEUIHMM — HHBECTOpawm,
KpeIuTopam U IPyT'UM I0JIb30BaTeNIsIM OyXralTepCKOi OTYETHOCTH.

3.2. OGecneuenue uHpopManuen, HeOOXOAMMOW BHYTPEHHUM M BHELIHUM
MOJIB30BATENISIM  OyXrajaTepcKO OTYETHOCTH JJIsi KOHTPOJIs 3a CoONIofeHHeM
3aKkoHomarenbcTBa Poccuiickoit @enepanunu pu OCYIIECTBICHUM XO3SIMCTBEHHBIX
ornepauuii U MX LeIecoo0pa3HOCTHIO, HANIUYMEM M IBM)KEHHEM HMYILIECTBa MU
00s13aTeNIbCTB, HCIOJIb30BAaHUEM MaTepPUANbHBIX, TPYIOBBIX M (UHAHCOBBIX
pPecypcoB B COOTBETCTBUH C YTBEP)KAEHHBIMU HOPMaMH, HOPMAaTUBAMH U CMETaMH;

3.3. IlpenorBpauieHue OTpULATEIBHBIX pE3yJbTaTOB XO3MCTBEHHOMN
JIeATEJIbHOCTH W BBISIBJICHHME BHYTPHUXO3SMCTBEHHBIX pe3epBOB obOecreueHus
(MHAHCOBOW yCTOHYMBOCTH.

4. OVYHKLWN BYXT'AJITEPHUU

4.1. ®@opmupoBaHHE  YYETHOM  IIOJJUTUKK B  COOTBETCTBUU  C
3aKOHOHATEJbCTBOM O OyXrajirepckoM ydeTe M HCXOIsl U3 CTPYKTYphl H
O0COOEHHOCTEH JIesATeNIbHOCTH KOJIe[Ka, HeOoOXOIMMOCTH OOeCnevyeHHusl ero
(HMHAHCOBOW yCTOHYHMBOCTH.

4.2. Pabora 1o MoaroToBKe W MPUHATUIO pabodyero ruiaHa cyeTtoB, (Gopm
NEPBUYHBIX  YYEeTHBIX  JOKYMEHTOB, IpPUMEHSeMbIX Uil odopmieHUs
X035ICTBEHHBIX Olepaluii, 0 KOTOPbIM He MpelyCMOTPEHbI TUIIOBbIE (POPMBI.

4.3. Paspaborka ¢opM [JOKYMEHTOB BHYTPEHHEW OyXraaTepckoi
OTYETHOCTH.

4.4. Ob6ecnieueHue NopsiiKa MPOBEICHUS] HHBEHTAPU3ALIHMA.

4.5. KoHTpoIb 3a IpOBEEHUEM X035 MCTBEHHBIX ONepauii.

4.6. ObecneueHue COOJIONEHUS TEXHOJOTHHM OOPabOTKHM OyXranaTepckoi
uHGbOpMAIUKU U TIOPsJIKA TIOKyMEHTO000poTa.

4.7. Opranuzanus OyXrajiTepckoro yuera i OTYETHOCTH Ha MPEANPUSTUN U
B €ro IMo/pa3/ielIeHHsIX Ha OCHOBE MAaKCHMAJIbHOW LEHTpaau3allid Y4YeTHO-
BBIUMCITUTENBHBIX pabOT M NMpPUMEHEHHUsI COBPEMEHHBIX TEXHUYECKHX CPENCTB H
MH(OPMALMOHHBIX TEXHOJIOTUH, NPOrpecCUBHBIX (OPM U METOAOB Yy4yeTa |
KOHTPOJISL.

4.8. dopmupoBaHHE€ U CBOEBPEMEHHOE IPEIOCTABJICHUE IOJHOM U
NOCTOBEpHOM Oyxranrepckoil MHGOpMALMU O JEATENBHOCTH MPEINPUITHS, €ro
MMYIIECTBEHHOT'O TIOJIOXKEHHUS, 10X01axX U pacxonax.

4.9. PaspaboTka M OCYILUECTBIEHHWE MEPONPUSITHI, HaANpaBJeHHBIX Ha
yKperuieHue (GUHAHCOBOW AUCLUILUIHHEIL.

4.10. Yyer wumymiecTBa, 0OS3aTENILCTB M XO3SHUCTBEHHBIX OIEpPaLUH,
MOCTYMAIOIIUX OCHOBHBIX CpEJICTB, TOBApPHO-MATEPUAJIbHBIX LIEHHOCTEH M
JIEHE)XHBIX CPEICTB.

4.11. CBoeBpeMeHHOE OTpaXKeHHE Ha cyeTax OyXrajlTepckoro ydera
orepanui, CBI3aHHBIX C JBH)KEHUEM OCHOBHBIX CPE/ICTB, TOBAPHO-MAaTEPHAIbHBIX
LEHHOCTEH U IEHEKHBIX CPECTB.

4.12. Yuer wusnepXeK MNPOU3BOACTBA M OOpaIlleHHs, HCIIOJHEHHUS CMET
pacxo/ioB, peanu3alMy IPOJYKLMH, BBINOJHEHUs paboT (ycimyr), pe3yibTaToB



X039 CTBEHHO-()MHAHCOBOW IEATENIbHOCTH NMPEANpPHTUS, a TaKkKe (PUHAHCOBBIX,
pacyeTHBIX ¥ KPeAUTHBIX Oleparui.

4.13. CBoeBpeMeHHOE U MpaBUIbHOE O()OpPMIIEHUE TOKYMEHTOB.

4.14. ObecneueHnue pacyeToB 1o 3apabOTHOM miarte.

4.15. TlpaBuibHOE HAYKMCIEHUE M TEpPeYMClieHUe HaJIOroB U cOOpPOB B
benepanbHblid, PErMOHAIBHBIA M MECTHBIA OIOJKETBI, CTPaXxOBBIX B3HOCOB B
rocyIapCTBeHHbIe BHEOIO/KETHBIE collMaibHble (POHMBI, TUIaTeXeill B OGaHKOBCKHE
yUpexIeHusl, CPeCTB Ha (PUHAHCUPOBAHUE KATUTAJIbHBIX BIOKEHUH.

4.16. Yyactue B MNpPOBENEHUM HSKOHOMHUYECKOIO aHaiuu3a XO3SUCTBEHHO-
(UMHAHCOBOW [EATEIbHOCTH IpPEANPUSTUS MO JaHHBIM OyXrajaTepcKoro ydera u
OTYETHOCTH B LIEJISIX BBISBICHUS BHYTPUXO3SWCTBEHHBIX PE3EPBOB, YCTPAHEHUS
OTEPh U HENIPOU3BOICTBEHHBIX 3aTpar.

4.17. TlpunsaTue Mep 0O MNOpPEeayNpeXASHUI0 HeAoCcTady, HEe3aKOHHOTO
pacxo/loBaHUsl JIEHE)KHBIX CpPEICTB U TOBapHO-MaTepHalbHBIX LEHHOCTEH,
HapylIeHUH (PUHAHCOBOIO U X03WCTBEHHOI0 3aKOHOAATEIbCTBA.

4.18. Yyactue B oopMIIEeHHH MaTepUalIOB MO HEAOCTa4aM M XHUILEHHSIM
JNEHEeXHBIX CpEeICTB M TOBAapHO-MAaTepHANIbHBIX LIEHHOCTEH, mepeaada B
HEOOXOJMMBIX CIIy4asiX 3THUX MaTepUalioB B CJIEICTBEHHbIE U Cy1eOHbIE OpraHbl.

4.19. OGecrieueHne cTpororo cooOmonaeHuss (UHAHCOBOM U  KaccOBOM
JUCLIMIUTHHBI, 3AKOHHOCTH CIIMCAHUsl CO CYETOB OYyXTraJTepCcKOro y4yera HeJocTady,
NeOUTOPCKOM 3aOJDKEHHOCTH U JIPYTMX IOTEepb, COXPAHHOCTH OyXrajTepcKuX
JIOKyMEHTOB, O(DOPMIIEHHS U CIa4l UX B YCTAHOBJIEHHOM IOPSIJIKE B apXHUB.

4.20. Pa3paboTka ¥ BHeJApEHME palUUOHAIBHOW TIJIAHOBOM M Yy4YeTHOM
JOKYMEHTAIMH, IPOrPeCCUBHBIX (POPM U METOAOB BeAeHHSI OyXraJTepcKoro yyera
Ha OCHOBE IPUMEHEHUsI COBPEMEHHBIX CPE/ICTB BHIYUCIUTEIBHON TEXHUKH.

4.21. CocraBneHue 6anaHca U ONepaTUBHBIX CBOJHBIX OTYETOB O JIOXOaX U
pacxojax CpeicTB, APYrod OyXrajJTepckoil M CTaTUCTHYECKOW OTYETHOCTH,
IIpeOCTaBJIeHUE UX B YCTAHOBIIEHHOM IOPSiIKEe B COOTBETCTBYIOII[ME OPraHBbI.

4.22. IlpoBepka opraHu3anuu OyXrajaTepcKoro y4yera M OTHYETHOCTH B
IIPOU3BOJICTBEHHBIX (CTPYKTYPHBIX) MOAPA3AEIICHUAX KOJUIeIKa.

4.23. PaccMoTpeHue U TOIINMCAaHUE TJIaBHBIM OyXrajirepoMm JAOKYMEHTOB,
CIIy>KalllMX OCHOBaHWEM JJIsl IPUEMKH U BbIIa4M JEHEXHBIX CPEJICTB U TOBapHO-
MaTepHalbHBIX LIEHHOCTEH, a TAKXKE KPEUTHBIX U PaCUETHBIX 0053aTe IbCTB.

4.24. PaccMOTpeHHE U BU3MPOBAaHUE IJIaBHBIM OyXraiaTepoM OOrOBOPOB U
COTJIALICHUH, 3aKJII0YAaeMBbIX MPEANPHUATUEM Ha IOJYy4YEHHUE UM OTIYCK TOBapHO-
MaTepualbHBIX LIEHHOCTEH U Ha BBINOJIHEHHE pa0doT U yCIIyT, U Tak)Ke MPUKa30B U
pacropspkeHU 00 yCTaHOBICHUH pabOTHUKAM JODKHOCTHBIX OKJIaJI0B, Ha0aBOK K
3apaboOTHOM 1J1aTe, NOJ0XKEHUH O MPEMUPOBAHUH U T.II.

4.25 Ob6ecneueHre BbINOIHEHUS B OyXrajiTepuu TpeOoBaHUM IelCTBYIOIEH
Ha MpeAnpUsITUN CUCTeMbI MeHekMeHTa kadecTBa (CMK).

5. TIPABA BYXTAJITEPMU
byxranrtepus, B ulie rlaBHOro Oyxrairepa, UMEeT MpaBo:



5.1. TpeboBaTb OT Bcex IojApa3zlieNeHudl CcoONMIOJeHUsT MOpsaKa
opopMIIeHHsT oOmepaluid U IIpeloCTaBlE€HUS] HEOOXOJUMBIX JOKYMEHTOB U
CBEICHU.

5.2. TpeboBaTh OT pyKOBOAUTEJNEH CTPYKTYPHBIX TOApA3[eieHUN U
OTZAEJIbHBIX CHEUAINCTOB IIPUHATHUS MEp, HAaIpaBJIEHHbIX Ha I[OBBILIEHUE
3¢ (HEeKTHBHOCTH HCIOJB30BaHUSl CPEJCTB KOJUIeMKa, obecreyeHne COXpaHHOCTH
COOCTBEHHOCTH KOJUIeIKa, obecnieueHue NpaBUIIbHON OpraHu3zauuu
OyXrajTepckoro y4era.

5.3. [IlpoBepsTh B nmojpaseneHusx co0Jt0iIeHne yCTaHOBISHHOTO MopsiaKa
NPUEMKH, OINPUXOAOBAHHUS, XPAHEHUS M pPACXONOBAHHUs [I€HEXKHBIX CpPEJCTB,
TOBApHO-MaTepUaNIbHBIX U APYTUX LIEHHOCTEH.

5.4. BHoCUTBH NpeJIOKEHUs PYKOBOJACTBY KOJUIE/)Ka O MPHUBJICYEHUHU K
MaTepuallbHOM W AWCUMIIMHAPHON OTBETCTBEHHOCTH JOJDKHOCTHBIX JIML[ IO
pe3ynbTaTtaM IPOBEpPOK.

5.5. He npuHUMaTh K HCHOJHEHUIO M OQOPMIIEHUIO JAOKYMEHTBHI IO
omepauusM, KOTOpble NPOTUBOpEYaT 3aKOHOJATENbCTBY U YCTAHOBJIEHHOMY
NOPSIAKY TPUEMKH, XpPaHEHHUs U PaAcCXOJIOBaHMS ACHENKHBIX CpeJCTB, TOBApPHO-
MaTepualibHbIX M JAPYrMX LEHHOCTeHW, a Takke O0e3 COOTBETCTBYIOIIETro
pacropshKeHUs! AUPEKTOpaA.

5.6. Bectu nepenucky no Bompocam OyXraiarepckoro yyeta i OTYETHOCTH,
a TaKXXe JPYrdM BOIIPOCaM, BXOJSIIMM B KOMIETEHUHUIO OyXrajaTepuu M He
TpeOYIOIMM COTIACOBAHUS C JUPEKTOPOM.

6. OTBETCTBEHHOCTb

6.1. HarnaBHoro OyxranTepa Bo3yaraercs epcoHaIbHasi OTBETCTBEHHOCTh
3a:

- coOnIo/ileHne  JAEeMCTBYIOIET0  3aKOHOJATeNbCTBA B Ipoliecce
PYKOBOJCTBa OyXrajitepuei;

- OpraHu3alMIo eATEIbHOCTH OyXraJITepuu MO BBINOJHEHUIO 3a7a4 U
(dyHKLMI, BO3JIOXKEHHBIX Ha OyXrainTepuio;

— cobmoneHue pabOTHUKAMM OyXrajaTepuud IPOU3BOACTBEHHOM WU
TPYIOBOM AUCLIUIUIMHBI;

- opraHuzauuio B OyXraatepuu ONEpPaTMBHONM M Ka4eCTBEHHOM
NOJArNOTOBKM JIOKYMEHTOB, BEJCHHE JeJIONPOU3BOJACTBA B COOTBETCTBUU C
NEUCTBYIOLIMMU TTPaBUIaMHU U HHCTPYKLHUSIMU;

- obecrnieyeHre COXPaHHOCTH UMYIIECTBa, HAXOASILErocs B OyXranrepuu
¥ cOOII0IeHHe PpaBuUIl OXKapHOU Oe30MacHOCTH;

- COCTaBJIEHWE, YTBEPXKJECHHWE U  MpPEJCTABIE€HHE  JIOCTOBEPHOM
WH(OPMALIMK O AEATEIbHOCTH KOJUIEIKA,;

- CBOEBPEMEHHOE U KaueCTBEHHOE UCIIOJIHEHHE IIPUKA30B JUPEKTOPa;

- COOTBETCTBME  JIEHCTBYIOLUEMY 3aKOHOJAATENIbCTBY  BU3UPYEMBIX
(moanuchIBa€MbIX) UM MPUKA30B, HUHCTPYKLUH, TOJIOXKEHUH U APYTUX JTIOKYMEHTOB.

6.2. OTBETCTBEHHOCTb JPYTUX PaOOTHUKOB OyXTaJITEPUH YCTAHABINBAETCS
COOTBETCTBYIOLLUMMHU UHCTPYKLIHSIMHU.



4 3AKJIIOUUTEJIBHBIE ITOJIOXXEHUA

[logpa3geneHue Ha  YypOBHE  PYKOBOIAMTENIEM M WCIOJHUTENEH
B3aUMOJICHCTBYET C IPYTUMHU MOJAPA3AEIEHUSIMHU 10 BOIIPOCAM CBOEH KOMIIETEHLIUU
Ha OCHOBE OOIIMX MPUHIUIIOB CIIYy>KeOHOT0 MOBEICHUS.

7.1. Hacrosiiee nojioXeHue BCTyNaeT B CUIy C MOMEHTA YTBEP)KICHUS
IPUKA30M KOJIJIEJDKA U IEUCTBYET 10 U3aHUsI HOBOI'O MOJIOXKEHUS.

7.2. B mHactrosimee Ilonoxenue Morytr OBbITh BHECEHbl W3MEHEHHS
M JIOTIOJIHEHUSI TPU HEOOXOJUMOCTH IIPUBEIEHMS] HACTOSLLIEro IOJ0XKEeHUSs
B COOTBETCTBHE C BHOBb IIPUHATHIMU 3aKOHOIATE€JIbHBIMUA Y MHBIMU HOPMATUBHBIMU
aktamMu Poccuiickoit ®enepauuu u XabapoBCKOro Kpasi, BHOBb NPHHSATHIMHU
JIOKaJIbHBIMM HOPMATUBHBIMM aKTaMHM KOJUJIEJDKA B YCTAHOBJIEHHOM 3aKOHOM
NOpSIIAKE.

7.3. DnekTpOHHas  KOMMS  HACTOSIIEro  TOJIOKEHUS  pa3MelleHa
odunmansHoM caiite Konnemxa.
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