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1. OBIIUE ITOJIOKEHUA

1.1. Hacrosimiee MNOJIOKEHUE ONPEAENSIET Ha3HAYCHWE, 1N, 3adaud, (PyHKIHH,
npaBa, OTBETCTBEHHOCTh W OCHOBBI JCATEIBHOCTH OyXraatepuu Peaurnosnoii
OpraHM3ali — AyXOBHON 00pa30oBaTelIbHON OpraHM3aliy BBICIIETO 00pa30BaHUs
«Hwxeropoackas ayxosHas cemuHapus Huokeropoackoit Enapxuum Pycckoit
[TpaBocnasHoii Liepkeu (MockoBckwuii [Tarpuapxar)» ([anee — Cemunapus).

1.2. byxrantepust SBISETCA CAMOCTOSATENBHBIM CTPYKTYPHBIM TOAPA3ACICHUEM
CeMHMHaApUH U MOAYMHSIETCS HETIOCPEACTBEHHO PEKTODY.

1.3. B cBocl JeATENBHOCTH OyXraiaTepusi PYKOBOACTBYETCS —ICHCTBYIOLIMM
3aKoHOJaTenbCeTBOM Poccuiickoit denepanuy, HOPMaTUBHO-IIPABOBBIMU aKTaMH U
METONYECCKUMHU  MaTE€pUallaMi, PaCHpPOCTPAHSIOMMMUCS HA  JCATEIBHOCTD
Oyxrantepuu, YcraBom CEMUHAPUX U HACTOSIIMM IMOJIOKCHHAEM.

1.4. JlearenbHOCTh OyXranTepud OCYIIECTBISIETCS HA OCHOBE TEKYIIErO W
NEPCIIEKTUBHOTO MJIAHWPOBAHUS, COYCTAHUS €IMHOHAYAIMS B PEUICHUH BOMPOCOB
CITy>K€OHOM NIEATENBHOCTH U KOJUIETHATIbHOCTH TPU UX 00CYKIECHUY, IEPCOHATIBHON
OTBETCTBEHHOCTH PaOOTHUKOB 32 HAAJIEKAILIEE UCTIOJTHEHUE BO3JIOKEHHBIX HA HHUX
JOJKHOCTHBIX 00SI3aHHOCTEH M OTAENIBHBIX MOPYYECHUH TTIABHOTO OyXranrepa.

1.5. Byxranteputo Bo3miapisieT [JaBHbIA Oyxraarep, Ha JOMKHOCTh KOTOPOIO
HA3HAYAETCsl JIMIO, UMEIOLIEE CTaX OyXraJTepcko-(pHUHAHCOBOM pabOThHl HE MEHEE 5
JIET.

1.6. ['maBHbIi Oyxranrep:

* Opranusyer paboTy MO TMOCTAHOBKE MW BEACHUI0 OYXTaJTEPCKOr0 YyueTa
CemMuHapuu B LIEISAX MOTYYECHUS] 3aMHTEPECOBAHHBIMU BHYTPEHHUMU U BHEIIHUMMU
NOJI30BATENSAMU  MOJIHOW W JOCTOBEpHOM wMH(popManmu 0 €€  (PUHAHCOBO-
X031 CTBEHHOMN AEATEIbHOCTU U (PUHAHCOBOM TOJIO’KEHUM.

» OOpMHUpPYET B COOTBETCTBHUM C 3aKOHOJATENILCTBOM O OyXTraJITEPCKOM YUETE
YUETHYHO TOJIMTUKY UCXOAS W3 CIEUM(PUKU YCIOBHMA aesaTenbHOCTH CeMUHApPUH,
NO3BOJIIIOILYKD CBOEBPEMEHHO TOJIyd4aTh WH(MOPMALMIO JJs TUIAHWPOBAHMS,
aHaJIn3a, KOHTPOJIS, OLIEHKN (PMHAHCOBOTO MOJIOKEHUS M PE3YJIbTATOB ACATEIbHOCTH
CemuHapun.

» Bosrnasnger padoTy: Mo NOATOTOBKE M YTBEPKACHUIO pab0Yero IiaHa CYETOB
OyXraaTepckoro y4dera, COACPKAIIEro CHHTETUYECKHE M AHAIMTHYECKUE CUETA,
(OpM TEPBUYHBIX YYETHBIX JOKYMEHTOB, HPUMEHIEMBIX Uil OQOPMIICHUS
XO3SMCTBEHHBIX Omepanuii, (opM BHYTPEHHEH OyXraJTEPCKOW OTYETHOCTH,
JOKYMEHTAJIBHOMY TOATBEPKIACHUIO WX HAINYUA, COCTOSHHAS M OLEHKH, II0
OpPraHM3ali CUCTEMBI BHYTPEHHETO KOHTPOJIS 3a MPABUIBHOCTBIO O(POPMIICHUS
XO34HCTBEHHBIX  ONepauuid, COONMIOACHUEM  MOpsAAKAa  JOKYMEHTOOOOpOTa,
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TEXHOJIOTMM  00pa0OTKM  y4eTHOM  MHpOpMaMM HM €€  3alUThl  OT

HCCAHKIMUOHHUPOBAHHOI'O AOCTYIIA.

» PykoBogut popMupoBaHreM WH(OPMALMOHHON CUCTEMBI OyXTAITEPCKOTO yueTa
U OTYETHOCTH B COOTBETCTBHM C TPEOOBAHUSAMHU OyXTraJITEPCKOr0, HAJOTOBOTO,
CTATUCTUYECKOTO W YIPABICHYECKOTO y4deTa, O0ECHEeYMBACT NPEAOCTABICHUE
HeoOxoaumol — Oyxrantepckoil  mH(pOpManud  BHYTPEHHUM W BHEIIHUM
TIOJIb30BATEIISIM.

+ O0ecneunBaeT CBOEBPEMEHHOE M TOYHOE OTPAKECHUE HA cUYeTaX OyXTalTepcKoro
yueTa X035MCTBEHHBIX ONepaluii, ABMKEHUS aKTUBOB, BHIIOJHEHUS 0053aTENbCTB.

» OOecreunBacT KOHTPOIb 3a COOMIOJCHUEM MOPsaka OPOPMIICHUS TEPBHYHBIX
YUETHBIX JOKYMEHTOB,

»  OOecneynBacT: CBOCBPEMEHHOE TNEPEUYUCIICHUE HAJOrOB W COOpOB B
(denepanbHblii, PErMOHANBHBIA M MECTHBIA OFJKETHI, CTPAXOBBIX B3HOCOB B
rOCyJapCTBEHHbIC BHEOIKETHBIC COLUATBHBIE (DOHJBI, MIATEXKENR B KPEAUTHBIC
OpraHu3alyiM, KOHTPOJIb 32 PACXOAOBAHUEM (POHA OTIAThl TPYJA, OPraHU3aALKCH U
MPaBUIILHOCTBI) PACUYETOB MO OIUIaTE€ TpyAa PAOOTHUKOB, MOPSAKOM BEACHUS
OYXTaJITEPCKOro y4yeTa U OTYETHOCTH.

+ OOecneunMBaeT COCTaBIICHME OTYeTa 00 MCHOJIHEHHMU OIJKETOB JACHEKHBIX
CPEOCTB M CMET pacxoAoB, MOATOTOBKY HEOOXOAMMOW OyXrantepckoil u
CTaTUCTUYECKOW OTUYETHOCTH, TMPEACTABICHME WX B YCTAaHOBJICHHOM TMOPSAKE B
COOTBETCTBYIOIIHAE OPraHsbl.

1.7. B mepuon OTCYTCTBHS T[JaBHOrO Oyxrairepa €ro 00s3aHHOCTH HCIIOJIHSET
HA3HAYEHHBIH PUKA30M PEKTOpPA APYroil pabOTHUK.

1.8. byxrantepuss OCYLIECTBISIET CBOK) JEATEIBHOCTH BO B3aUMOJCHCTBUM C
JAPYTHMHU CIIy>)kOaMW M CTPYKTYPHBIMHM NoApasfesicHussMA CEMUHApHH, a TAKXKE B
NpeAeax CBOCH KOMIETEHIMU CO CTOPOHHUMU OPTaHU3ALMIMU.

1.9. 3a HeHamexkallee UCHOTHEHUE JOJDKHOCTHBIX OOS3aHHOCTEM M HapyLICHHE
TPYJOBOH JUCHMIUIMHBL PA0OTHUKHA OyXTalTEPHH HECYT OTBETCTBEHHOCTH B
NOPSJKE, MPELYCMOTPEHHOM JIEHCTBYIOIIAM 3aKOHOAATETbCTBOM.

2. OCHOBHBIE 3AJTAYU BYXT' AJITEPUHN

2.1. ®opMUpOBaHWE TOJHOW W JOCTOBEPHOM HMHQpOPMALMK O ACATEIbHOCTH
CeMuHapuu M €€ MMYLICCTBEHHOM MOJIO)KEHUHM, HEOOXOAMMOHN MOJIB30BATENSM
OyXraaTepCcKkoil OTYETHOCTH - PYKOBOAWTEISAM, YUPEAMTESAM, YYACTHUKAM H
coOCTBEHHMKaM wuMylnecTBa CEMUHApPHH, a4 TAaKKe BHEIIHMM - HWHBECTOpaM,
KPEAUTOPAM U APYTUM MOJIb30BATENSAM OyXraJITEPCKOM OTUETHOCTH,

2.2. OGecnieuenne wH(pOpManMeH, HEOOXOAUMON BHYTPEHHHM W BHELIHUM
NOJIB30BATENSAM OYyXTITEPCKOH OTYETHOCTH JUIsl KOHTPOJSA 3a COOMIOJCHHEM
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3akoHoaarenbeTBa Poccuiickoit deaepauun mpH OCYIIECTBICHUM OpraHu3anuei

XO3SMCTBEHHBIX OMEpalMiA U WX LENECO00Pa3HOCThIO, HATMYMEM M JIBUKEHUEM
UMYIIECTBA W 00sI3aTENIbCTB, HWCIOJIBb30BAHUEM MATCPUAIBHBIX, TPYAOBBIX H
(PMHAHCOBBIX PECYPCOB B COOTBETCTBUH C YTBEPKACHHBIMU HOPMaM U, HOPMAaTHBAMH
U CMETaMHU,

2.3. IlpenotspaiicHue OTPULIATENIbHBIX ~ PE3YJIbTATOB  XO3sICTBEHHOM
aestenbHOCTH CEMHHApUM U BBISIBJICHUE BHYTPUXO3SHCTBEHHBIX PE3EPBOB
obecneveHns e¢ PUHAHCOBOH YCTOMYMBOCTH.

3. OCHOBHBbBIE ®YHKIINU BYXT'AJITEPUUN

3.1. ®opMupoBaHNE YUETHON MOJMTUKH B COOTBETCTBUHU C 3aKOHOJATEILCTBOM O
OyXraaTepCcKOM YYETe M HCXOIs M3 CTPYKTYPbl U OCOOCHHOCTEH AEITENbHOCTH
CemuHapun, He0OX0IUMOCTH 00ECNIEYeHUS €r0 (PMHAHCOBOH YCTONYHMBOCTH;

3.2. PaGoTa no noAroToBKE M MPUHATHIO PA0OOYETO MJIaHA CYETOB, (POPM MEPBUUYHBIX
YUETHBIX JOKYMEHTOB, MPUMEHSAEMBIX I O(OPMIICHHS XO3IHCTBEHHBIX OMEpaLii,
10 KOTOPBIM HE MPEIYyCMOTPEHBI THITOBBIE (JOPMBIL;

3.3. Pazpabotka (popM JOKYMEHTOB BHYTPEHHEH OyXTalnTepCKOil OTYETHOCTH,
3.4. KoHTposab 32 NPOBEACHUEM XO3IHCTBEHHBIX OTECPALINIA;

3.5. OOecneueHne COONMIOACHHUS TEXHOJOTUM  0O0palOTKM  OyXranTepcKoi
uH(pOpMAIIMU U TTOPSJIKA TOKYMEHTO0O0POTa,

3.6. GOpMUPOBAHUE U CBOECBPEMEHHOE MPEAOCTABIICHUE MOMHOW M JTOCTOBEPHOM
Oyxrantepckoii mHpopManum o AeATENbHOCTH CEMHHAPUU, €€ WMYIIECTBEHHOTO
ITOJIOKEHUS, TOX01aX U pacxo1ax;

3.7. PazpaboTka B OCYLIECTBICHUE MEPONPUATHI, HATPABIICHHBIX HA YKPETIJIEHUE
(PMHAHCOBOH NUCUMIUIMHBI,

3.8. VYuer umyniecTBa, 0043aTENIbCTB U XO3SMCTBEHHBIX ONMEpaliii, MOCTYMAIINX
OCHOBHBIX CPEJCTB, TOBAPHO-MATEPAATBHBIX LICHHOCTEH U JEHEIKHBIX CPEJICTB,;

3.9. CBOEBPEMEHHOE OTPAKECHUE HA cuUeTax OyXTraaTEepPCKOro ydera ornepanuii,
CBSI3aHHBIX C JIBMPKEHUEM OCHOBHBIX CPEJICTB, TOBAPHO-MATEPUAIbHBIX HEHHOCTEN U
JEHEKHBIX CPEJICTB;

3.10. CBOEBpEMEHHOE U MTPABUIIBHOE O(hOPMIIEHUE TOKYMEHTOB,
3.11. ObGecneyeHue pacyeToB Mo 3apabOTHOM TIaTe,;

3.12. IlpaBUAbHOE HAYUCICHWUE W TNEPEUMCICHUE HAJIOrOB W cOOpPOB B
(denepabHblii, PErMOHANBHBIA M MECTHBIA OFJKETHI, CTPAXOBBIX B3HOCOB B
roCyJapCTBEHHbIC BHEOK/KETHBIE COLMAIbHBIC (POHJIbI, MaTeKel B OAHKOBCKHE

VUPEKIACHUS,
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3.13. VYuactue B TPOBCACHWM HSKOHOMHYCCKOTO aHAIM3a XO3SHCTBEHHO-

(uHaHCOBON aAearenbHOCTH CEMHHApUM MO JAHHBIM OyXTalITepCKOro ydera U
OTYETHOCTH B LEJISIX BBISIBICHHUS BHYTPUXO3SMCTBEHHBIX PE3EPBOB, YCTPAHEHUS
MOTEPH U HEMMPOU3BOACTBEHHBIX 3aTPAaT;

3.14. TIpunsaTre Mep MO MPEAYIPEKACHAID HEAOCTAY, HE3AKOHHOTO PACXOA0BAHUS
JEHC)KHBIX ~ CPEICTB M TOBAPHO-MATCPUAIBHBIX  IIEHHOCTEH, HapYUICHUI
(PMHAHCOBOTO M XO3HCTBEHHOTO 3aKOHOATEbLCTBA,

3.15. OOGecneuenue  crpororo  coOmroacHUs  (UHAHCOBOM  JUCLMIUIMHBL,
3aKOHHOCTH CITUCAHUSl CO CUYETOB OyXTaJITEPCKOr0o ydyeTa HeaocTad, AeOMTOPCKOM
3aJI0JUKEHHOCTH W JAPYTUX MOTEPb, COXPAHHOCTH OyXTaJTEPCKUX JTOKYMEHTOB,
0(OpMJICHHUS U CIaYU UX B YCTAHOBJICHHOM MOPSJIKE B apXUB;

3.16. CocrapnieHue OanaHca W ONEPATHBHBIX CBOJHBIX OTYETOB O JAOXO0JaX W
pacxofax CpeACTB, APYroi OyXraJTepCKOH M CTaTUCTUYECKOHW OTYETHOCTH,
MPEAOCTABJIEHUE UX B YCTAHOBJICHHOM MOPSJIKE B COOTBETCTBYIOIIUE OPraHbl;

3.17. PaccMoTpeHHE€ W TOJANUCAHUE TJIABHBIM OYXTaJITEpOM JOKYMEHTOB,
CIIy KalllX OCHOBAHUEM IS NPUEMKH W BBIAAYMA JCHEKHBIX CPEICTB U TOBAPHO-
MaTepHAIBHBIX LIEHHOCTEN,

3.8. PaccMoTpeHMe W BU3MPOBAHUE TJIABHBIM OYXTaJITEPOM JOTOBOPOB U
COTJIAICHHH, 3aKITI0YacMbIX OpraHu3aluell Ha TOJYYEHHE WM OTHYCK TOBApHO-
MaTepUaIbHBIX [ICHHOCTEH W Ha BBIMOJIHEHUE Pa0OT U YCIYT, U TaKKE MPUKA30B U
pacnopsbkeHui 00 YCTaHOBJIEHUU Pa0OTHUKAM JOKHOCTHBIX OKJIaI0B, HaA0aBOK K
3apa0OTHOM My1aTe, MOJOKEHUH 0 MPEMUPOBAHUY U T.1I.

4. IIPABA BYXT'AJITEPUH

4.1. TpeboBaTk OT PYKOBOIOMUTENEH CTPYKTYPHBIX MoapasiacicHuii CeMUHApuu |
OTIENBHBIX CHCHHMATUCTOB NPUHATHAS MEP, HAMPABICHHBIX HA MOBBILICHHUE
3} (PEKTUBHOCTM  KCMONB30BAHMWS  CPEACTB,  OOECHNEYECHHME  COXPAHHOCTH
cooctBeHHocTH ~ CemmHapuu,  oOeclieyeHWEe  MPaBWIBHOH  OpraHM3alnd
OYXTaJITEPCKOrO yueTa;

4.2. BHOCUTH TpPEMIOKEHUS PYKOBOACTBY C(CeMUHApUM O TMPUBICYEHUM K
MaT€pUANIBHOW W JUCLMUIUIMHAPHON  OTBETCTBEHHOCTH  JOJDKHOCTHBIX — JIMLL
NPEANPUATHS 110 PE3YJIBTATAM MMPOBEPOK;

4.3. He npyHAMAarTh K UCMOJHCHHUIO U O(POPMIIEHUIO JOKYMEHTHI MO ONEPALHSIM,
KOTOPBIE TPOTUBOPEYAT 3aKOHOJATENILCTBY M YCTAHOBIEHHOMY MOPSAKY TPUECMKH,
XPAHEHUS U PACXOAOBAHUS JEHEKHBIX CPEICTB, TOBAPHO-MATEPUATIBHBIX U JPYTUX
LICHHOCTEH, a Tak)Ke 0€3 COOTBETCTBYIOIIETO PACHOPsHKEHUS pekTopa CeMUHAPHH,

4.4, BecTu nepenucky o BOmpocaM OyXTaaTepCKOro yu4eTa U OTUETHOCTH, & TAKKE
APYTEM BOIMPOCAM, BXOASIIMM B KOMIETEHIMIO OyXranTepud W HE TPEOYHOMIMM
COrnacoBaHus ¢ peKropom CeMHUHApUU,
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4.5. TlpeacTaBuTebCTBOBATE B YCTAHOBIIEHHOM MOPSAAKE OT UMEHHA OPraHU3alUu 110

BOMPOCAM, OTHOCSIIAMCSI K KOMIIETCHIMU OyXTaJITEPUH BO B3AMMOOTHOLICHHSX C
HAJIOTOBBIMM,  (PMHAHCOBBIMM  OpPraHamMd,  OpraHamMu  T'OCYJapCTBEHHBIX
BHEOIO/UKETHBIX  (DOHAOB, OaHKaMH, KPEAUTHBIMU YUYPEKACHUSIMH, WHBIMA
rOCYJApPCTBEHHBIMA M MYHMLMNAIBHBIMA OpPraHU3alUsIMHM, a TaKKEe IPYTUMU
OPEANPUATHIMH, OPTaHU3ALUSAMU, YUPEKACHUASIMH.

S. OTBETCTBEHHOCTDB BYXT'AJITEPHN

5.1 OTBETCTBEHHOCTh 3a KAUECTBO W CBOEBPEMECHHOCTH BBINOJHEHUS (PyHKIMHA
Oyxrantepuu, NPEIyCMOTPEHHBIX HAcTOSAMMM [loJ0KEHMEM, HECET TIaBHBIN
oyxranrep.

5.2. Ha rmaBHOTO OyXranTepa Bo3jaraeTcs MepcoHaibHas OTBETCTBEHHOCTS 3a:

» CoOmroneHue JEHCTBYIOMIETO 3aKOHOAATENILCTBA B MPOLECCE PYKOBOACTBA
Oyxranrepuei.

» Oprauszanuio AeITeNbHOCTH OyXTaJITEPUX MO BBHIMOJIHECHHIO 3a4a4 U (PyHKIWH,
BO3JIO’KEHHBIX HA OYXTaNTEPHIO.

» Opranuzanuto B OyXraiTepuu ONEPATUBHOM W KAUYECTBEHHOW MOArOTOBKH
JOKYMEHTOB, BEICHUE JCIIONMPOU3BOACTBA B COOTBETCTBHHM C JACHCTBYIOIIMMH
MPaBUIIAMU U UHCTPYKLMSMHU.

» OOecreyeHNE COXPAHHOCTH WMYIIECTBA, HAXOJAUICTOCS B OyXraiTepuu W
COOJTI0ICHUE TTPABUIT MOXKAPHOU OE30MaCHOCTH.

» CoOCTaBJICHUE, YTBEP)KACHUE M MPEACTABICHHE AOCTOBEPHOM WH(pOpPMALMU O
neaTenbHoCcT CEMUHAPUM.

. CootBeTcTBHE JECHCTBYIOILEMY 3aKOHOJATENIbCTBY BHZHPYEMBIX
(MOANKMCHIBAEMBIX) PEKTOPOM CEMUHApUW NMPHKA30B, MHCTPYKUUH, MOTOXKEHUA U
IPYTUX TOKYMEHTOB.

» CBOEBPEMEHHOE OCYIIECTBICHUE KOPPEKTHPYIOIIMX M MPEAyIPEKAAROIINX
JEUCTBHIA, PaCIPOCTPAHSIOLINXCS HA ACATENBHOCTE CEMUHAPHHL.





