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1. O0umue nooxxkeHnst

l.1.ITonoxkenne o OyxranTepuu , SBISIETCS JIOKANBHBIM — OPraHHU3AlHOHHO-
ﬁaCHOpﬂﬂHTenBHLIM HOKYMCHTOM, OIPE/CNAIOIINM HAa3HAYEHUE, LIeNH, 3a7a49l, HYHKIHH,
paBa U 0043aHHOCTH, OTBETCTBEHHOCTh M OCHOBBI J€ATEIBHOCTH OyxranTepum.
| 1.2.byxrantepusa cosmaercss W IMKBHAMPYETCA COIJIACHO Ycrapy ®I'BOY BO
PI’A3Y, Ha ocHOBaHWH pelleHus YUeHOro CoBeTa.

1.3.byxranrepuio BO3IMaBIAeT TIMaBHBIN GyxranTep, KOTOPBIM HaxOIWUTCS B
OIIEPaTHBHOM MOAYHMHEHUH PEKTOPA YHUBEPCHTETA.

1.4.Ctpykrypa ®m coctaB GyXraitepuu yTREpIKIAOTCS pexkropom @®I'BEOY BO
PT'A3Y ¢ yueTom 06beMOB paGoTh! U creru(UKH AeSTENEHOCTH,

1.5.B cBoeit nedrenpHOCTH GyXranTepus PyKOBOICTBYETCS 3aKOHOMATEIBHBIMH
HHBIMH HOPMaTHBHO-IIPaBOBBIMU akTamu Poccuiickoit @emepanuu, Yeragom ®IEOY BO
PI'A3Y, pukasaMu U pacriopsoKeHUsIMU PeKTOpa, a Takke HacToswuM [lomoxxenuem.

1.6.byxrantepust maxomurcs mTo ampecy: 143907, MockoBckas o0macTp, T.
Bbanamuxa, 1. DHTY3HUACTOB, .50, YueOHO-a/IMUHHCTPATUBHELH KopIyc,

kabuneTs:215,219,221 ,223,225,226,227,229, Tenedonsr: (495)521-55-37,(495) 521-67-25.
E

!
l
[ 2.1.0cHOBHBIMY 3aauamMu, peantn3yeMbIMHA B OyXranTepuu ABIISIOTCS:

%.I.I.Beﬂeﬂne OyXranTepcKoro, HalOrOBOrO ¥ CTAaTHCTHYECKOrO yaera (GUHAHCOBBIX
ONEpallii B  COOTBETCTBHM C MAEHCTBYIOIIMM 3aKOHOIATENLCTBOM U IIpEeJ/ICTaBIIEHHE
OTYETHOCTH B YCTAHOBJIEHHEIE CPOKH.

2.1.2.KoHTpONB 32 LENEBEIM B 5KOHOMHBIM HCIIONB30BAHMEM MaTepPHABHBIX, TPYIOBEIX H
(DMHAHCOBEIX PecypcoB, 3a CobmoAeHIeM (PUHAHCOBOM THCIMIIIHHEL

%.1.3.HOI[POTOBK8. H  IIPe/CTaBICHHE PYKOBOACTBY HHGOPMAIMOHHO-aHAIHTHYECKIX
MaTepHanoB 0 PHHAHCOBOM COCTOSHAM YHHBEPCUTETA.

J 2.2.Byxrantepuss B pamMKaxX BBINICYKa3aHHBIX IIDOIIECCOB BBITIOIHSIET CIIEAYIOLLUE
byHKIIY:

2.2.1.Opranmsanus - GyxranTepckoro ydera DHHAHCOBO-XO3AMCTBEHHON  JIEATENHLHOCTH,
TIOJHBIM U JJOCTOBEPHBIH YUET X03SHCTBEHHBIX Ollepalli YHHUBEPCUTETA.

;2.2.2.06ecnequHe CTpOroro cobmoneHus: GUHAHCOBOH W KACCOBOM JTUCIIAIIIMHEL.
?.2.3.0CYH_IGCTBJI6HHC KOHTPOJIA 32 CBOCBPEMEHHBIM UM IIPABUIBHEIM  0(hOpMICHHEM
HOKYMCHTOB U 32aKOHHOCTBIO COBEPIIIAEMEIX OIeparuil.

2.2.4.0cymecTBIeHHe KOHTPOIIL 3a IEJIEBEIM HCIOTb30BAHIEM CPEACTB, MOCTYIAIONIHX U3
denepanbHoro GromKeTa u CPeICTB, ITOCTYIIAIOIIHX OT IPUHOCAIIEH 10X0 AesITETBHOCTH.
;2.2.5.CB08BpeMeHHa$[ OIlIaTa ~ pacxXOf0B M IPOBEJEHME HEOOXOAUMBLIX pACUETOB,
BOSHHKAIOIIMX B TIIPOLIECCE UCIIONHEHNUS IIIaHa QHMHAHCOBO-X03SHCTBEHHOMN NedTeIbHOCTIL.
2.2.6.CocraBnenye 1 IpefOCTABNEHUE B YCTAHOBIICHHbIE CPOKH OyXTanTepcKoii, HaloroBoii,
CTATUCTHYECKOM M UHOU OTYETHOCTH, IIPEyCMOTPEHHOMN 3aKOHOLATEIbCTBOM.
2.2.7.V4acTue B IIPOBENCHWM aHANU3A (pHHAHCOBO-X03AMCTBEHHON  IEeSTENEHOCTH
)!/HI/IBepCIfITeTa :

‘2.2.8.06801'[6‘{61-11{8 XpaHEHHs OyXTalTepCKUX NOKYMEHTOB, pEerECTpOB Oyxranrepckoro
yHeTa, UHBIX OKYMEHTOB, CBA3AHHEIX C J€ATENBHOCTBIO GyXIanTepuy .
%.2.9.0CYLH6CTBHBHH6 B3aumoznelcteus ¢ OrmenoM Ne 1 Vmpasiaenws DenepansHoTo
KaszHavyercTBa no MocKoBCKo# 001acTH.

2. 3agauyu U QyHKUHUH
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2.2.10.0cy1iecTRICHHE MEPOIPUATHH TI0 TOBBIIIEHWIO YPOBHS aBTOMATH3AIMH YUETHOM

paboThl OyXTalTepHH.
2.2.11.06ecnieyerue 3amuThl  HMHOOPMAIMOHHBIX PECYPCOB, COIEPIKAIUX CBEIEHUS

OTPaHUYEHHOTO JOCTYIIA.
2.2.12.Muple GyHKIMHU B TIpefiesiaX KOMIIETEHIHH OyXTaITepyH.

3. CTpykTypa

3.1.Crpykrypa OyxranTepud M €€ UHCIEHHBIA COCTAB OIpPENENAeTCS HCXOMS M3
XapakTepa u 00beMa paboT, a Takke (YHKIHOHANBHBIX 33/1a4, BO3JIOKEHHEBIX HA HeEE, M
YTBEPKIAETCA PEKTOPOM YHHUBEPCHTETA.

3.2.I'maBHsIii Oyxrantep HAXOIUTCS B OIIEPATHBHOM IIOYMHEHIH PEKTOPA.

3.3.B cocras Oyxraartepun BXOAST PabOTHHKH, 3aHMMAIOIIHE HOIKHOCTH COTIACHO
YTBEPIKIEHHOMY IITATHOMY PaCIIUCAHHIO.

4. PykoBoacTBo GyxraJjrepuei

! 4.1.PykoBojicTBO Oyxrantepueii.
F 4.1.1. ByxranTepuro BO3INIABISET TIJIABHBIN OyxranTep, KOTOpHIM HasHayaeTcs Ha
AOIDKHOCTB M OCBOOOXKJAeTCA OT MOIKHOCTH IIPUKa30M PEKTOPa YHHBEPCHUTETA.
| 4.1.2.I'napuprii Gyxrantep HeceT NMepCOHANBHYIO OTBETCTBEHHOCTD 3a BEITONHEHHE
BO3JIOKEHHBIX Ha OyXrantepuro QyHKIU.
‘ 4.1.3.B crydae BpeMEHHOrO OTCYTCTBHS TJIABHOIO OyXrainTepa WCIOJHEHHE €ro
dyHKIMi Bo3TaracTes Ha COTPYZIHHKA YHUBEPCHTETA, HA3HAYEHHOTO IIPHKA30M PEKTOPA.
! 4.1.4.I'naBHEI# Gyxranrep:
a) PYKOBOAWT [ESTENEHOCTEIO GyXTAlTepHH U 00ECIIeUHBAET BHITIOTHEHHE CTOSIIIHX
nepen Hel 3a1a49 U hyHKIIHIT;
0) oCyIIecTBIAeT NEHCTBUS OT MMEHH OyXranTepHH, IpeacTaBisas e€ HMHTepechl
TIEPEl PYKOBOACTBOM, CTPYKTYPHBIMHU IO/IPAa3/IeTIEHUAME YHUBEPCHTETA, BCEMH OpraHaME H
OpraHM3alUsAMH IO BOIPOCAM, OTHOCSIIHAMCS K KOMIIETEHIHHT Oyxranrepuu;
B) BHOCHUT B YCT4HOBIIEHHOM MOPAIKE IIPELIOKEHHS 06 YIYYIIEHUH CTPYKTYPEL,
LITATHOTO PAacIMCaHus OyXranTepuy, O BHECEHHH M3MEHEHHIL, IPeIOKeHni B HacTOsmIee
[Tonoxenue;

I) paspabaThlBaeT M IPEACTABISET HA YTBEPXKICHHE JOMKHOCTHbIE MHCTPYKLHH Ha
pPaGoOTHHKOB OyXranTepus, OCyMECTBISET KOHTPOIb UX HCIIONHEHMUSE
J) COCTaBIIAET INaHbl paboThl GyXranTepuu u OpPTaHHU3yeT UX BBITOIHEHHE;
¢) pactpesiesiaeT 00s3aHHOCTH MeX Ty paboTHUKAMMI Oyxranrepuu;
) B YCTaHOBJIEHHOM IIOPSIKE BHOCHT MPEIIOKEHHUS O IOOIIPEHUH U TIPUBJICYEHUH
K JIMCUUIUIHAPHOM OTBETCTBEHHOCTH pabOTHHKOB OyXranTepud, O MOBBIIIEHHH WX
KBAIADUKAIUY;
| 3) oDecrienBaeT HaaIeKalllee XpaHeHHe JOKYMEHTOB;
, M) OCYILECTBIAET MOAGOp, PAaCCTAHOBKY U 00yueHHe KampoB B OyXramTepuu, CIeIuT
3:a COOJIONEHUEM  COTPYNHMKAMH OyXTaiTepud TpaBWI BHYTPEHHETO TPYIOBOTO
pacropsuka,
j K) KOHTPOIHPYET U TPUHUMAET BCE HEOOXO[MMBIE MEpBl II0 OXpaHe Tpyja
COTPY/IHUKOB OyXTanTepHu, [0 COOIIONEHHIO TEeXHHKH OGe30MacHOCTH, [IPOU3BOICTBEHHOM
CaHHTApPHH, IIPOTUBOIIOKAPHBIX MEP U TPYIOBOM JUCIIUILINHEI,

|
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5. BzaumopaeiicTBus ¢ APYTMMH CTPYKTYPHBIMH I10Jpa3aeleHusIMHU

5.1.Byxrantepusi B3aUMOJEHCTBYET CO BCEMH CTPYKTYPHBIMH IIOApa3feieHUsIMU
@FEOV BO PI"A3Y 1o BompocaM, BXOIAIIAM B KOMIIETEHITUIO OyXTalTepuu:

- TOJy4YeHHe JOKYMEHTOB, HEOOXOOMMBIX Ui ydeTa XO3SMCTBEHHEBIX OIepaluil
(moroBopa, KOHTpPAaKThI, TNPUKA3bl, PpACIOPSDKEHHs, Talenu ydeTa MCIIONb30BaHus]
paboyero BpeMeHH, aBaHCOBBIC OTUETHI, CYeTa, HaKJIaJ(HbIe U JIPYTHe) B COOTBETCTBUU C
rpaduKOM TOKYMEHTO000pOoTa,;

- TpeIoCTaBlIeHWe CBEICHHM O MOCTYINIEHUH JOXOJOB U MPOU3BOIUMBIX pacxojax, 00
ocTaTkax CPeACTB Ha JIMIEBBIX CUETAX, PACUETOB IO 3apabOTHOM IIaTe W CTHIICHIHH,
JAHHBIX ydeTa UMYyIecTBa, 00s3aTeNbCTB U XO3SHCTBEHHBIX OIMEpaIyil, MOCTYITArOIIIX
OCHOBHBIX CPEJICTB U MaTEpHAIbHBIX LIEHHOCTEH.

6. Y4er H OTYETHOCTD

6.1.byxranrepus OCyIIeCTBIAET OIIEPATUBHBIN yUeT pe3yiIbTaToB CBOEH paboTEL.

6.2.B KOHIle OTYeTHOTO IepHoAa OyXraiTepus MPeACTaBIsIeT OyXralTepcKylo
DTYETHOCTE Ha YTBEPXKIEHUE PEKTOPY YHUBEPCHUTETA.

6.3.HenocpeacTBeHHBIH KOHTPONE 33 NEATENBHOCTBIO OyXTalTepHH OCYIIECTBISICT
DEKTOP YHHBEPCHUTETA.

6.4.1lonpasyenenue BegeT JOKyMEHTAI[MIO B COOTBETCTBUM ¢ HOMEHKIATY PO JIel.

6.5.PeBr3us IeATenbHOCTH OyXTadTepHu OCYLIECTBISETCS MyTeM MPOBEPOK OPTraHOB
(bHHAHCOBOTO HaI30pa, HAIOTOBLIX CIIYKO U T.JI.
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7. IlpaBa

7.1.byxranrtepust UMeeT IIpaBo:

7.1.1.1IpuauMaTh pemIeHus II0 BOIPOCAM, BXOJMIIMM B €8 KOMIIETEHIHIO, ABATh
Pa3bACHEHHUs 110 YKa3aHHBIM BOIIPOCAM.

7.1.2. B3auMo/IeCTBOBATE C JIPYTUMH CTPYKTYpPHBIMHU mojpasjeneHuavmu OIBOY
BO PT'A3Y 1pu pelreHuy BOIPOCOB, OTHOCSIIMEXCS K KOMIETEHI[UE OyXTanTepuu, B TOM
YKCIIe IOTydaTh MaTepUansl (CIPaBKU, HHGOPMALMIO ¥ JPYTHe MaTepHAb), HEOOXOIMMEIE
JUIL  OCYIIECTBIEHHMs PaboT, IPOBOAMMEIX Oyxraiutepwed, a Takxke uHbopmarmio o6
ﬁ/{cnonHeHHH JNOKYMEHTOB, PEIIEHUI U 3aJaHiH PyKOBOJCTBA yHUBEPCUTETA.
| 7.1.3.'otoBuTe mpemnoxkenus pykosouctsy @®I'BOY BO PrA3Y wu  ero
CTPYKTYPHBIM II0pa3/IeIeHUSIM 10 COBEPIIEHCTBOBAHHMIO JIEATEILHOCTH.
{' 7.1.4.He npuHMMaTe K WCIIONHEHMIO W O(OPMICHHIO JIOKYMEHTBHI 110 OIlepalisM,
$0T0pble HapyIIalT JEHCTBYIOIEE 3aKOHONATENLCTBO, MJOTOBOPHYIO W (DHHAHCOBOO
JUCLIHUIIINHY 6€3 COOTBETCTBYIOIIETO PACIIOPSIKEHHS PEKTOPA YHHBEPCHTETA.
7.1.5.0cylIecTBIATE B yCTAHOBICHHOM IIOPSAKE 110 BOIPOCAM, OTHOCAIIMMCS K
KOMHeTeHuHH OyXrajaTepuu  B3aMMOCBS3b C HAJIOTOBBIMH, (HUHAHCOBHIMH OpraHaMy,
OpraHaMH  TOCYHapCTBEHHBIX  BHEOHODKETHBIX  (OHIOB, OaHKAMH, KPEIHTHBIMH
YUpeXIeHUSMH, HHEIMHA T'OCY1apPCTBEHHBIMU U MYHUITUITATBHEIMEA OPTaHU3AIMSIMHE, 4 TAKKE
JAPYTUMH IPEAIPUATHSIMEI, OPTaHU3AIUAMHE, YIPEKICHUIMH.
|
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7.2. IlpaBa ¥ 00A3aHHOCTH COTPYIHUKOB OyXTaqTepwy yCTAaHABIMBAIOTCS HX
JOJDKHOCTHBIMHA MHCTPYKLASIMH.

8. O6s13anHoCTH

byxrantepus ob6s3ana:

8.1. CBOEBpEMEHHO M KaueCTBEHHO, B ITOJHOM COOTBETCTBHHU C 3aKOHOAATEILCTBOM,
HOPMaTUBHO-IIPABOBBIMH aKTaMH, JIOKaJIbHBIMU aKTamH, OpraHHU3allMOHHO-
paclopsAIUTeTPHEIMUA aKTaMH B O0JIacTU OyXIraaTepCKOro ydeTa BBIIONHSTH BO3JIOKEHHEIE
Ha Hee 33J1a4H.

8.2. IlonmepxuBats ycinosus, obecreunBaromye TpedyeMyro 3 GEKTHBHOCTE paGoThl
OyXranTepuu.

8.3. ObecneunBaTe COXPaHHOCTH IIOJYYEHHBIX CBEIEHHH O COTPYOHUKAX OT
pasriaiienns (yTpartsl) B IIporecce 06paboTKy.

8.4. OQopMIIATs W BBIABATE B COOTBETCTBHH C NEHCTBYIOLIMMH B YHHBEPCUTETE
[IpaBAIaMK 110 NHCBMEHHBIM 3alpocaM (3asBIEHUSIM) CIIPaBKH, 3aKIFOYEHHS, BLIIHCKHA U
UHbIC aHAJIOTHYHBIE TOKYMEHTEL.

8.5. Ilpenocraenste opramam ympaenenus (Bnacti), CTOPOHHHM OPTraHHU3aIHsIM
(IpenpuATHSM, YUpeskAeHUsIM) HHPOPMALIHIO 110 BOIIPOCAaM, OTHECEHHBIM K KOMIIETEHIIUU
OyXranTepuu, B COOTBETCTBUY C NEHCTRYIOIIUMHE B YHUBEPCUTETE TIPABUITAMH.
|

g 8.6. OcylIecTBISITh IIaHUPOBAHHE PAGOTEHL Oyxrantepu.
8.7. Tlpencrasiste PyKOBOACTBY OTYETHI O IPOLENAHHOM pabore.

9. OTBEeTCTBEHHOCTE

. 9.1.Byxranrepus HeceT OTBETCTBEHHOCTH 3a CBOCBPEMEHHOE M KadeCTBEHHOE
BEITIOTHEHHME 337189 OyXranTepum, ompeeleHHEIX HACTOSIUM [ IoMoKeHHeM.
! 9.2.I'naBHBIH OyXTanTep HeceT NepPCOHANLHYIO OTBETCTBEHHOCTD 3a OpPraHHU3alNi0 U
Pe3yIBTATUBHOCTE PEaTM3yeMBIX B OyXIalTepHu IPOIIECCOB.

9.3.PaboTHuKE GyxranTepmM HECYT OTBETCTBEHHOCTD B nopsgke u  obObeme,
YCTaHOBIEHHOM B JJOIKHOCTHBIX HHCTPYKIHSIX.
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10. ITopsiiok peopranu3anuu M JHKBUAANA NOAPA3AeIeHHsT
10.1.Byxrantepus peopranusyercs u JTMKBUJIUPYETCS II0 PEIIeHHIO YYEeHOro coBeTa
YHHBEPCHUTETA B yCTAHOBJICHHOM MOPALIKE.

|
1

11. 3akn0YuTENbHBIE OM0KEHH S

;A

i 11.1.BHecenre u3MEHEHHH W OTIONHEHUI B HacTosee [lonoxkenue ocyiectemseTcs
1;'IyTeM [IOATOTOBKH TIPOEKTA IIOJNIOKEHWH B HOBOW pENAKIMHU TIJIaBHBIM OyxranrepoMm c
HOCJIEYIONIMM COTTTAaCOBAHUEM U YTBEPKIECHUEM Y YEHBIM COBETOM YHUBEPCHUTETA.

| 11.2. Hacrosmee IToioxeHne COCTABICHO B TPeX MOJUIMHHLIX 3K3eMIUIIPax, OOUH U3

KOTODBIX XPAaHHTCSA B OTIENe KaJpoB, BTOPOH - B OTHeNe aAMHHHCTPATHBHOH paboThL,
Tpemﬁ B OyXranrepmu.
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| 3amecTHTe L ITABHOTO GyXrajTepa
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