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INOJIO’)KEHUE
00 oTaese OyXraJTepckoro yyera u pMHAHCHPOBaHHUS

Hacrosiliiee monoxenue perynupyer AesTeNbHOCTh OTAeNa OyXranTepcKoro
ydsera U QuHancupoBanus (manee -  Otmen)  Cankr-IlerepGyprekoro
roCy1apCTBEHHOTO OrOKETHOTO YUpEeKICHUS JOTIOJTHUTEBHOTO
MPO(eCcCHOHANBHOr0 06pa3zoBanust «MHCTUTYT KyIbTYpHBIX HporpaMm» (manee -
HUucTutyT).

Hacrosiuiee nonoxenue perynupyer aesiteibHoCTs OTeNa, ONpeenseT e,
3a/]1a9¥, PYHKLUH, HOPSIIOK B3aHMOJIEUCTBHS, IIPaBa 1 00S3aHHOCTH.

1. OO01IHe MoJI0KeHUsI

1.1 Orzen sBaseTcs CTPyKTYpPHBIM HopaseienneM MHCTUTyTa.

1.2 Ornen pykoBoacTByeTcss NEHCTBYIOIIMM  3aKOHOJATEIbCTBOM, JAPYTHMH
HOPMAaTHBHLIMU TNIPABOBBIMHM aKTaMH, YTBEPKAEHHBIMU B YCTAHOBJIEHHOM ITOPSJIKE,
PeryIupyIOUMMH OyXTaaTepCKUii U HAJOTOBBIA y4eT, NPUKA3aMH, PacTIOpsKeHUIMH
AupeKTopa, ¥YcraBoM MHcTuTyTa M Hacrosimum [lonoxeHuem.

1.3 Otzmen paGotaer B TeCHOM KOHTAKTe C IpyruMu oTaenaMu MHCTUTYTa.

1.4 Ornen nonuunsiercs HenocpeacTBeHHO aupekTopy MHCTHTYyTA.

1.5 OcHoBHbiMM 3amavamu  Otzena sBISIOTCS BeJleHHe OyXTalTepCKOro W
HAJIOTOBOIO  y4eTa (UHAHCOBO-XO3AHCTBEHHOH JEATENBHOCTH, OCYIIECTBICHHE
KOHTPOJIA 33 COXPAHHOCTBIO COOCTBEHHOCTH, IIPaBUJIBHBIM  pacXoJ0BaHHEM
JEHEXKHBIX CPEICTB U MaTepHaIbHbIX [IEHHOCTEA.

1.6 Crpyxrypa u wratHas uyuciaeHHocTs OTHena yTBepKAaeTcs IHUPEKTOPOM
HNHucruryra.

1.7 OOuee pyKoBOACTBO M KOOPIAMHALUIO JesTeNbHOCTH OTeNa OCYIIeCTBISET
IJIaBHBIN Oyxranrep.

1.8 T'naBHbel OyXxrantep Ha3sHauaeTcs Ha JOMKHOCTD M OCBOGOXKIAETCS OT
JAOJDKHOCTH MPUKa3oM aupekropa MHcTuTyTa.



1.9 Vcnosus tpyna pabornukos Otjena onpeaensiiores TpyAOBBIMI JOFOBOPAMH,
3aKIIF0OYa€MBIMU  C  K&XIbIM pabOTHMKOM, a Taike [IpaBuiamu BHYTpEHHEro
TPYAOBOIO pacropsiiKa.

1.10  Corpynuuku Otzena HazHaualOTCs Ha JOIDKHOCTH M OCBOOOKIAFOTCS

OT JOJ/DKHOCTeH MpPUKA30M JMpeKTopa MHCTUTyTa MO MNpencTaBICHMIO TIIaBHOTO
Oyxranrepa.

1.1l lomxHocTHple  obs3aHHOCTH  paGotHukoB — OThena  ONpeessoTes
AOJDKHOCTHBIMH  MHCTPYKIMSIMH, YTBEPXKAEHHBIMU JAHUpeKTOpoM HMHCTHTYTa, 110
NPe/ICTaBIeHUIO INIaBHOTO OyXrajiTepa.

1.12° Ha Bpems oTcyTcTBust ritaBHOro Gyxrantepa (OTIycK, GOIe3Hb 1 np.)

€ro oOs3aHHOCTH MCIONHAET JIMLO, Ha3HAYaeMoe MpHMKa3oM aupektopa VHCTHTYTa,
KOTOpO€ MPHOOpETaeT COOTBETCTBYIOLIME IPaBa M HECeT OTBETCTBEHHOCTH 32
HaJJIexallee UCIIOJHEHUE BO3JIOKEHHBIX Ha HEro 00s13aHHOCTEH.

. DOVYHKIHHU oTae/1a

2.1 Opranuszauus OGyXraiaTepckoro ydera OCHOBHBIX (DOHJIOB, MaTepHATbHO-
NIPOM3BOJICTBEHHBIX 3aI1aCOB, ICHEKHBIX CPEJICTB U APYTHX [IEHHOCTEN OpraHU3aluy.
2.2 Opranusalysi pacyeToB IO XO3SHCTBEHHBIM JOTOBOPAM, C OIODKETOM H
BHEOIOKETHBIMU (DOHIaMHU.

2.3 Hauucnenuwe u BbImnata 3apaGOTHON IUIATHI, CBOEBPEMEHHOE I[IPOBELECHHUE
pacyeToB ¢ cOTpyAHUKaMu MHCTUTYTA.

24 OOCecrievyenne  COONIOAGHHMS  KACCOBOM M pacueTHOH  JMCLMILIMHBI
pacxoZ0BaHUE MOJIyYEHHBIX CPECTB 10 Ha3HAYEHHUIO.

2.5 OcyulecTBieHHe TNpeIBAPHTEIBHOIO KOHTPOJS 33 CBOGBPEMEHHBIM M
NPaBUIbHBIM O(OPMIIEHUEM PACUYETHBIX JOKYMEHTOB.

2.6 IlpumeHeHHe yTBEp)KIEHHBIM B  YCTAHOBJICHHOM IIOPSIIKE  THUIOBBIX
YHHQUUMPOBAaHHBIX ~ (QOPM  MEPBHYHOM  YYeTHOH  JOKYMEHTAIWH, CTporoe
cobioieHne nopsaka 0hOpMIIEHHSs ITUX JOKYMEHTOB.

2.7 ObecrieyeHrie CBOEBPEMEHHOIO K IIPABUIBHOTO OTPAXEHHS HA CYeTax
OyXraJTepCKOro yueTa M B OTYETHOCTH XO3SHCTBEHHEIX OIepAaLIHii.

2.8 Opranusanus HaJOroBOro ydyeTa J0X040B H PaCXO/I0B.

2.9  Cocrasnenue U NpeICTaBICHHE B yCTAHOBJIEHHBIE CPOKH OYXIalTepCKOH W
CTaTUCTUYECKOW OTYETHOCTH, OTYETHOCTH B [OCYJApCTBEHHBIE COLHANbHbIE
BHEOIO/KeTHBIE (DOHIIBI, HAIOTOBBIX JAEKIApPALHi U T.JI.

2.10 IlpoBeneHue HHCTPYKTaXa MaTepUabHO-OTBETCTBEHHBIX JIMI[ 110 BOIIpOCaM
y4eTa ¥ COXPaHHOCTH LCHHOCTEH, HAXOIALMXCS HA UX OTBETCTBEHHOM XPaHEHUH.
2.11 OcyuecTBienre KOHTPOIsS 3a CBOEBPEMEHHBIM MPOBEICHHEM H ydacTHEe B
IPOBE/ICHUH WHBEHTApU3allMi aKTUBOB M 00s3aTeNbCTB MIHCTUTYTA, CBOEBpEMEHHOE
¥ [IPaBUJIbHOE OTPA)KEHUE Pe3yJIbTaTOB HHBEHTAPU3ALIUK B OYXTaJITEPCKOM ydeTe.
2.12° CocraBnenue M COIacoBaHWE C JUPEKTOpoM MHCTUTYTa ILIAHOBBIX
KaJbKyJISILUN, CMET PaCXOJI0B M PACUYETOB K HUM.

2.13 OcyiiecTBieHHe MEPONPHUATHA MO MOBBIIEHAIO YPOBHS aBTOMATH3ALMH
YYETHO-BBIUUCIUTEIbHBIX pa0oT.

2.14 Obecneyenne xpaHeHHs GyXralTepeKuX T0KyMEHTOB, PETMCTPOB y4eTa, HHBIX
JOKYMEHTOB, CBSI3aHHBIX C JesiTeIbHOCTRIO OTena.



3. IIpaBa u 006s13aHHOCTH

3.1 TpeGosarb oT nozmpasjeneHuii VHCTHTYTa mNpelCTaBIeHHs MaTepUAIOB
(M1aHOB, OTYETOB, CIIPABOK H T.IL.), HEOOXOAUMBIX Uil OCYILECTBIECHHUS paboThI
Ornena.

3.2 He npuHMMarh K MCHONHEHHIO M O(QOPMIEHHIO TOKYyMEHTHI 110 OIepaLysiM,
KOTOpPBIC HAapyLIalOT JEHCTBYIOLIEE 3aKOHOAATENbCTBO U yCTAHOBJIEHHBIA MOPSIOK
IpueMa, ONpHUXOJOBAHMsA, XPAHCHHs M pacXOJOBaHUs JICHEXKHBIX CPEJICTB,
000py10BaHMsl, MAaTEpHAILHBIX IEHHOCTEIA.

3.3 OcyluiecTBnaTh CBS3b C APYTHMH OPTaHM3AlMAMH H TOCYIApPCTBEHHBIMHU
OpraHam 10 BOIIpOcaM, BXOASIIMUM B KomneTeH1uo Ornena.

3.4 Vkasanua Otzmena B mpenenax (GyHKUM, IIPeIyCMOTPEHHbBIX HACTOSLIMM
IlonoxeHuem, SABIAIOTCS 00S3aTeNbHBIM K UCIIOJHEHHIO BCEMH  OTIeNaMH
WuctutyTa.

4. B3aumojaeiicTBHE ¢ APYrHMH NoApa3AeIeHHSIMH

Bsaumozeiictene Otnena ¢ ApyruMH  CTPYKTYPHBIMH — I10pa3ie/ieHHsAMH
Muctutyta onpenensieTcst 3agauyamu W GYHKLHSME, BO3JIOXEHHBIMM Ha HEro
HacTosumMm [lonoxxenuem.

5. OTBETCTBEHHOCTD

5.1  BCIO MONHOTY OTBETCTBEHHOCTH 38 KAY€CTBO U CBOEBPEMEHHOCTD BBHITIONHEHHUS
BO3JIOKEHHBIX HAacTOsIILUM [lonoxkenrem Ha Otaen 3amay v GyHKIMIA HECET IITaBHBIH
OyxranTep.

5.2 CrereHb OTBETCTBEHHOCTH APYrUX paGoTHMKOB OTeNa yCTaHABIMBAETCS
JOJDKHOCTHBIMU MHCTPYKIIMSIMH.



