@enepanbHoe rocyrapereentnoe GroKeTHoe obpaloBate/ibHOe YupeRIeHHe
Bbicuiero obpasoBanus
«KemeposckHil rocylapeTBeHHbIH METHIIHHCKHI YHHBEPCHTET»
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JOJKHOCTHASI HHCTPYKLHA

Beayuero fyxrajrepa-KaccHpa oT/1e/1a JleHeKHoro odpamenus
VIpaB/JIeHHs 1o OYXrajTepcKoMy y4eTy H OTHeTHOCTH



1 OBIHIHUE MOJIOXKEHHUSA

Benywmii  Oyxraarep otagena JaeHexHoOro o0palleHHs OTHOCHTCA K KaTeropHH
AJIMHHUCTPATHBHO-YTIPABIEHYECKOT0 NepcoHana YuupepeHTera.

1.1 Hasnauenume Ha [OO/DKHOCTH  Bemaylnero Oyxranrepa W ocBoDOXIEHHE OT Hee
MPOH3BOJIMTCH PHKA30M pexTopa Y HHBepcHTETA.

1.2 Tlopagok mnpHeMa W YBONBHEHHA PEryIHpPYETCs TPYAOBHIM 3aKOHO/IATENLCTBOM
Poccuiickoit deaepaiin.

1.3 Peskum paboTel ycTaHanIMBaeTCs NPABMIAMH BHYTPEHHErO TPYIOBOTO PACIIOPAIKA M
YTBEPK/I4ETCH PEKTOPOM Y HHBEPCHTETA.

1.4 Benymmit Gyxrantep NOYHHAETCA HEMOCPEICTBEHHO TIaBHOMY Oyxrarrepy
Yuusepcurera.

1.5 Beaymmii Oyxranrep pyKOBOICTBYETCH B CBOHX JACHCTBHAX:

. Yerapom @ITEOY BO KemI'™MY Munsapasa Poceun

. [Ipukazamu pacnopsxenuaMu, muesMamu Mun3sipasa Poccun u pextopa KemI MY,

. [Tomurukoii B 06nacTi KavecTsa;

. ITpakazom « O6 yuernoit nosmurukey ®IBOY BO KemI'MY Munsapasa Poccuu;

. JoxymentuposadHeiME niponeaypaMn CMK;

. Hacroame# nomxHocTHON HHCTPYKIHEIH;

. QenepansasiM 3akoHoM o GyxranrepckoM yuere Ne 402-03 or 06.12.2011r. ¢

YYETOM H3MCHEHHIH H A0MONHEHHI;

» Brogwerasiv Koaekcom;

. Hanorosemv Koaekcom:

. HMucrpykumeit no  OyxrantepckoMy yuHery B OHUDKETHRIX  OpPraHM3alusx o

H3MEHCHHAMH H JIONOTHCHHAMH;

. HopmaTHBHBIMHA JOKYMEHTAMH;

. Tpynosemm Konexkcom PO,

1.6 Ha spems orcyrcteua Oyxrantepa-kaccupa (oTmyck, Done3nb, KOMAaHIHPOBKA H 1p.)

ero oDA3aHHOCTH HCHIONHAET MO, HAa3HAYEHHOE B YCTAHOBIEHHOM  MNOpAJIKEe

pacnopsiKeHueM pekTopa YHHBEpCHTETa, KOTOpoe NpHodpeTaeT COOTRETCTBYIOIIME NPaBa 1

HeceT OTBETCTBEHHOCTE 3a HA/UIekKalllee HCIOIHEHHe BOIOKEHHBIX Ha Hero obs3anuocTedl.

2 KBAIM®PUKAIIHOHHBIE TPEBOBAHUWSA

2.1  Ha pomknocers  Beayuiero Oyxranrepa Ha3HauaeTcd JMIO, HMMEIOIee BhICHIEe
npoteccHoHansHoe obpasopanue H cTax paboTel HE MeHee 5 TeT.

2.2 Beayumii Gyxrantep A0/KeH 3HATH:

2.3 nocTaHOBJICHHS, PACIOPSKEHHA, NIPHKA3LI H JPYTHE PYKOBOJAMALIHE, METOJHYECKHE H

HOPMATHBHBEIC MAaTEPHANIB BLIIECTOALIMX, (HHAHCOBRIX M KOHTPOIBHO-PEBH3IMOHHBIX

OpraHH3allnii, KacawIMecs Be/IeHH KacCOBBIX ONepaluii;

2.4 OCHOBHBIE NIPHHIATILE Opranu3anun 6rooKeTHoro npouecca B Poceniickoli Megepanmnu;

2.5 opranusanuio 10KyMeHTo0G0poTa no ceoeMy yuacTKy Dyxranrepekoro vura;

2.6 nnad ¥ KOPPECTIOHICHIIHIO CUETOB;

2.7 opmel KaccoBbiX W DAHKOBCKMX JOKYMEHTOB,

2.8 npasuia BeIIAYK M IIPHEMA, YHETA M XPaHEHHA JCHEKHBIX CPe/ICTE M ONaHKOB CTpOroi

OTYETHOCTH;

2.9 NopagoK JOKYMEHTAIBHOTO O(MOPMIECHHA M OTPAKEHHA HA cdeTax OyXraaTepcKoro

yu€Ta Onepalmi, CBAIAHHBIX C JBHKECHMEM JCHEAKHBIX CpPEACTB (nopaaok ohopmuenns

MPHXOJIHBIX ¥ PACXOJHBIX JOKYMEHTOB, OPAIOK BEJEHHS KACCOBOH KHHIH W COCTARIEHHA

KAacCOBOH OTHETHOCTH), COCTABIEHHS CINPaBKH - OTHETa KACCHpA - ONepallHOHHHCTE,



npasuna noaszosanua u npumenenna KKT, B coorsercTBHu ¢ ®MeaepanbHeM 3akoHOM No

54-03;

2.10 opraHH3aHOHHYIO CTPYKTYPY YHHBEPCHTETA H €r0 PYKOBOIALINI COCTAB;

2.11 HopMmaTHBHEIE, METOJMYECKHE W JIpyrHe JIOKYMEHTEL, pErlIaMeHTHPYIOLIHE
AeATEILHOCTh Y HHBEPCHTETA;

2.12 s3akoHOZATENLCTBO O TPYIE H oxpane Tpyaa Poccriickoi @enepanuy;

NpaBnia H HOPMEI OXpaHkl TPY/a, TEXHHKH Ge30NacHOCTH, TPOH3BOICTREHHON CAHHTAPHH H

NpOTHEONOMXapHOH DezonacHocTH B cooTBETCTEBHH co cT. 214 TK Pd;

2.13  3THKY ZeNOBOro 0DIIEHHA;

2.14  OCHOBHI AETONPOH3BOJICTRA,

2.15 nporpammel OyxranTepckoro y4era;

2.15 npaBMna JKCIUTYATAllHH TEXHHYECKHX CPEJICTB.

3 ®YHKIIHOHAJIbHBIE OBSA3AHHOCTH

Benyimmii Gyxrairep MCHomHAET ciaeaytomumne HyHKIHOHAIBHbIE 00S3aHHOCTH:

3.1 BBINOJIHAET ONEPALINH 0 TPHEMY, YHETY, XPaHCHHIO H BLIJIaue JIEHEKHBIX CPE/ICTB,

3.2 odopmiseT JOKYMEHTBl U TMOJYYEHHA M C/layd  JICHEHKHBIX CPeICTB B
COOTBETCTBHM C YCTAHOBJIEHHBIM [OPAJKOM B yupermaeHuax OaHka M
KajHaueiicTBe 1A BLIUIATBL  3apaboTHOH  muaTel, CTHNEHJHH, OIUIATHI
KOMaHIHPOBOYHBIX PACX0/10B H T.1..

3.3 orparkaer Ha cuerax OyXraaTepckoro yuéra onepalMH 1o ABHKEHHIO NCHEHKHEIX
CPEJICTB;

3.4 BeIeT KACCOBYI) KHUI'Y M COCTAB/IACT KACCOBYIO OTYETHOCTD;

3.5 cBepaet akTHUeCcKOe HATHYHE JCHEKHLIX CPE/ICTB ¢ KaCCOBOH KHHIOH;

3.6 KOHTPOJAMPYET JIMMHT OCTATKa JICHEKHBIX CPE/ICTB B Kacce,

3.7 cocTapageT KaccoBYK OTYETHOCTE;

3.8 noaroTas/iMBaeT IUIATEKHLIC JOKYMEHTBI HAa OIIary ¢ JIMIEBOro cYera
( 20, 21, 14) 8 YOK no Kemeposckoit obaactu uepes CYD]];

3.9 cobmonaer npaguna yeranosieHusie OI'KY Ynpasienuwe BHeBEIOMCTBEHHOI
oxpaHsl Boiick HaumoHansHo# reapaun PO no Kemeposcekoii ofiacti no oxpase
KaccoBOI'O ITOMELICHMA,

3.10 BRINOIHAST HHAMBHIYATBHLIE 3a/[aHHS PYKOBOJICTBA Y HUBEPCHTETA, CBA3AHHBIE

¢ JIeATEIbHOCTRIO OTIEa.

4 IIPABA

Benaymmii Oyxrantep B npase:

4,1 BLITb 03HAKOMIIEHHBIM C PEMIEHHAMH PYKOBOJCTBA YHHBEPCHTETa, KACAIOMIMMHCH €ro
JIeSTeILHOCTH.

4.2 Tlonyuars METOAHHECKYI0 H HHYK HeoOXO[AMMYIO HHPOPMALHIO, HEOOXOMHMYIO JULA
peannsaiuy ero GyHKIMA | sddexTHBHOTO HenoHeHHs ofs3aHHoCTeH,

4.3 BHOCHTH HAa PACCMOTPEHHE PYKOBOICTBA MPEUIOKEHHA M0 COBEPIICHCTBOBAHHIO
paboThi, cBa3aHHON ¢ 0DA3AHHOCTAMM, MNPEIyCMOTPEHHBIMH HacToAmeH JOMKHOCTHOH
HHCTPYKIIHEH.

4.4 B npejenax coeif KOMIIETEHIMA COOBIIATE HENOCPEACTBEHHOMY PYKOBOIHTENMO 000 BeeX
BRIABJICHHBIX B [IPOLECCE ASATEeNLHOCTH HEJOCTATKAX H BHOCHTH NPEUIOKEHHA MO HX

VCTPAHEHHIO.



4.5 3anpammpars JMHHO HIM MO MOPYYEHHIO T[IaBHOTO Oyxranrtepa y COTPYIHHKOB
YHuBepcHTeTa HH(POPMAIHIO H IOKYMEHTEI, HEOOX0IHMEIE /UTA BBITONHEHHA JHOMKHOCTHDIX
obf3anHOCTEl.

4.6 TpeGopath 0T pykoBOACTRA YHHBEpPCHTETa CO3JAHHA COOTBETCTBYIOLUIMX YCIOBHH
TPY/la H OKa3aHHA COJACHCTBHA B HCNOIHEHHH CBOUX JI0/KHOCTHBIX 00a3aHHOCTE .

4.7 losbluath KBATHYHKALHIO H MAKCHMAIBHO PEATHIOBBIBATE CBOM (pyHKUHOHATLHEIC
o0A3aHHOCTH.

4.8 TpeGosath o1 anMuuucTpaumy YHuBepcHTeTa cobmoenns monokennii mo oxpane
Tpyia cornacho ct. 219 TK Pd.

SOTBETCTBEHHOCTb

Benymmii Oyxranrep HeceT OTBETCTBEHHOCTD 34
5.1 Henagnexamee (xanzarnoe, neOpexHOE, HECBOEBPEMEHHOE) HCMOIHEHHE MIH
HEHCIIONHEHHE CBOMX JODKHOCTHRIX 00f3aHHOCTEH, NpeayCMOTPEHHBIX HacTosICH
AOIKHOCTHOH HHCTPYKLHEH — B npenenax, onpeaenenusix TK PD;
5.2 Orkas oT NpHMEHEHHS MepeioBLIX NPHEMOB paGOTEl M MCTIONHEHHS HMEIOIIHXCS
TEXHHYECKHX Cpe/ICTB.
5.3 TlpuumuHenue MaTepHATLHOrO yiepba HMylecTsy YHuBepCHTeTa;
5.4 OTKa3 BBIOIHATE MHCEMEHHEIE H YCTHBIE PACTIOPAACHNA PYKOBOINTENS O BITOTHEHHH
paboT, BXOAAMIKX B KOMIIETEHIHIO OyXranrepa-kaccupa.
5.5 JlncumMmiMHapHas, MatepuanbHas M YroJOBHas OTBETCTBEHHOCTh OyXranTepa-kaccupa
QIIPEJIENAETCA B COOTBETCTEHH C ﬂ.EﬁCTE}’]ﬂl[IHM JAKOHOAATE/IECTBOM;
5.6 Hapymenue npasu/l BHYTPEHHETO TPYJAOBOTO paciopsjika YHHBEpCHTETA;
5.7 OBecnevenne COXPAHHOCTH BBEPEHHBIX MY JCHEKHBIX CPEJICTR;
5.8 Hepasraamenue ceegennit o6 onepainsx rno XpaHeHHIO, IEPEBOIKE, OXPaHE 1EHHOCTEIl;
5.9 Hapyuienne npasui oXpaHbl Tpya # TEXHHKH 0e30MacHOCTH.
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