lNocyaapersennoe GI0KETHOE YUpeXaeHHE
counansHoro obcayxuBanns Mockosckoit o6nacTu
«KoMIuIeKCHBIi UEHTP COUHATBHOTO

obcnyxusanus u peabunuranun «[Togonsckuii»

JAOJIKHOCTHASI HHCTPYKIIHA
Byxrarrepa AIMHHHCTPaTHBHO-
YIIPaBIEeHYecKoro annapara

1. O6mue nosioxenns

1.1, Hacrosmas NOKHOCTHAS MHCTPYKUMs onpejesnser OO0S3aHHOCTH, MpPaBa M OTBETCTBEHHOCTH
Oyxranrrepa A/IMHHHCTPATHBHO-YNpaBJICHYECKOro anmmapata [ocyaapcTBeHHOro OIODKeTHOroO
YUpEKACHHS colHanbroro odemyxusanus Mockosckoii obnact «KoMmiekcHbIil UEHTP COLMATLHOTO
obcnyxuBanus u peabuimmrainn «Togonbekuity.

1.2, Pemenue 0 Ha3sHAYeHMM Ha JIOJUKHOCTH H 00 OCBOOOKICHHH OT JOKHOCTH Oyxrainrepa
AJIMHHHCTPATHBHO-YIIPAB/IEHYECKOrO anmapara INpHHHMAaeTcs AUpeKTopoM ['ocylapcTBeHHOI0
GIO/UKETHOrO yupexJeHus counambHoro obemykuBanus Mockosekoit obnactn «KomriekcHbllt LueHTp
conmansHoro obemykuBanus v peabunranuu «logoabCKuity.

1.3. Ha nomxrocte Oyxranrepa AIMHHHCTPATHBHO-YIIPaBJICHYECKOrO anmapara Ha3HadaeTcs JIHLO,
uMmelolee cpeaHee npodeccHoHanbHOe 00pa3oBaHHEe — IPOrPaMMBI TMOJATOTOBKH CIEIHATHCTOB
CPEAHEro 3BEHA, JIONOJIHUTEIbHOE npodeccHoHabHOE 00pa3oBaHHE 10 CHEUHAIBHBIM ITPOrpaMMam i
cTax paboTEI MPH CIENHANLHOH MOArOTOBKE 110 Y4eTy ¥ KOHTPOJIKO He MeHee Tpex JIeT:

1.4. B cBoell aesarensHOCTH OyXranrep pyKOBOJACTBYETCH: JEHCTBYIOUIMM 3aKOHOAATEILCTBOM,
YCTABOM  YYPEXKJEHMs, [paBWlaMd BHYTPEHHEro TpPYJAOBOIO paclopsjka, IpHKasaMH ¢
pacnopseHHAMH JHPEKTOpa YUpeKIACHHA, HACTOAIEH A0/IKHOCTHON HHCTPYKIIMEH.

1.5, byxranrep aojzken 3Hars;

1.5.1. OcnoBu 3akonHojarenscTBa Poccuiickoit Degepauun 0 OyXrajaTepckoM ydere, O HAIOrax M
cbopax, o6 apxuBHOM Jene, B 00/1aCTH COUMAIBHOrO M MEIHIIMHCKOrO CTPAXOBAHHA, MEHCHOHHOIO
obecrieyeHns, 0 XpaHeHMH M H3BATHH PErHCTPOB OyXralTepcKOro ydera, a TaKke rpakIaHCKOro,
TPYLOBOI0, TAMOXKEHHOIO 3aKOHOaTe/ILCTRA.

1.5.2. [IpakTika npuMeHeHUs 3aKkoHoAaTenbcTBa Poccuiickoit @enepanuu no SyxXraatepeckoMy y4ery.
1.5.3. BHyTpeHHHe OpraHM3allMOHHO-PACHIOPAINTENbHBIE JOKYMEHTHI JKOHOMHYECKOro cyOmexTa,
pernamMeHTHpyiolme OocoOEHHOCTH IPYNNHPOBKM HHpOpMalnK, CcoAepXKalleics B NEPBHYHBIX
YYETHBIX JIOKYMEHTax, NPaBHjia XPaHEHHA JOKYMEHTOB M 3alHThl HHPOPMAHH B JKOHOMHHYCCKOM
cyObexTe.

1.54. OcHOBBl 3KOHOMHKH, TEXHOJIOIHH, OpraHM3allMd T[IPOH3BOACTBA M  YNpaBICHHA B
IKOHOMHYECKOM CyOBEKTE.

1.5.5. OcroBbl HHQOPMATHKH H BHIMHC/IHTEIbHONH TEXHHUKH.

1.5.6. IlpakTKa npuMeHEeHHs 3aKoHoAaTenbcTBa Poccuiickoit Peaepauun no BONpoOcaM ACHEKHOIO
H3MepeHHs 00beKTOB OyXraiTepekoro yuera.

1.5.7. Meroas! kanskynupoBanns cebecTonMOCTH npoayKuuH (pabot, ycayr).

1.5.8. Meroas! yuera 3arpar npoaykuuu (padot, ycayr).

1.5.9. BHyTpeHHHE OpraHH3alHOHHO-PACIIOPA/AHTENbHbLIE JIOKYMEHThl JKOHOMHYECKOro cyOnexra,
PEerJIAMEHTHPYIOUIHE NPaBH/IA CTOMMOCTHOIO M3MEPEHHA OOBEKTOB OyXraiTepcKoro ydera, a Takke
110 BONPOCAM OIUIATHI TPY/la.
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1.5.10. OcHoBH JKOHOMHKH, TEXHONOIMH, OpraHH3alHM MPOH3BOACTBA M YIpPaBlCHHA B
IKOHOMHYECKOM CyOBeKTe.

1.6. byxranrep 10/KeH yMeTh:

1.6.1. Cocrasnars (o(opMasTE) nepeuvHBIC yHeTHbIC JOKYMEHTHl, B TOM WYHC/IE 3JIEKTPOHHBIE
JIOKYMEHTBL.

1.6.2. Bnajers npueMaMn KOMIUICKCHON IPOBEPKH NEPBHYHBIX YUETHBIX JOKYMEHTOB.

1.6.3. Tlonb30BarTecs KOMNBIOTEPHBIMH MPOrpaMMaMM JUIS BeACHHS OyXraJaTepckoro ywera,
HHGOOPMALHOHHLIMH H CIIPABOYHO-NPABOBLIME CHCTEMAaMH, OPITEXHHKOM.

1.6.4. ObecnieunBars COXPAHHOCTH NEPBHYHBIX YYETHBIX JOKYMCHTOB JI0 NEpeay HX B apXHB.
BecTH perucTpanmio ¥ HaKOIUICHHE JIAHHEIX TTOCPEICTBOM ABOMHOM 3aIMCH, 110 MPOCTOH CHCTEME.
1.6.5. TlpuMeHaTh npasuia CTOMMOCTHOIO H3MepeHHs 00beKTOB OyXrajarepckoro yuera, crnocoObl
HAYHCICHHA AMOPTHIALMH, IPHHATHIC B YUCTHOMN NOJIHTHKE IKOHOMHHECKOro cyOBeKTa,

1.6.6. Cocrasmare OyXranTepckue 3amUuCH B COOTBETCTBHH ¢ palodMHMM IIaHOM  CHETOB
IKOHOMHUECKOro cyOnexTa.

1.6.7. Bragets MeTOAaMH KaIbKY/IMpOBaHHS ceGecTOMMOCTH npoaykuuu (pabor, yeayr), coCTaBIsTh
OTHETHBIE KATBKY/AUHH, NPOH3BOJAMTL pacyeTnl 3apaborHoll mnnarel, nocoOuii M HHBIX BbIIAT
paboTHHKaM IKOHOMHHYECKOro cyOneKTa,

1.6.8. ConocrasnsaTh JaHHBIE AHATHTHYECKOrO ydera ¢ o0opoTaMM M OCTATKAMH [0 CHETaM
CHHTETHYECKOIo yuera Ha nociaeanuit KajeH apHsiit AeHb KOKI0r0 Mecsa.

1.6.9. T'otoBHTh paliMyEbIe CHNPaBKH, FOTOBMTH OTBETHI HA 3alPOCHl, cojcpKalme uHbGoOpMaUmIO,
(opMHpYeMYIO B CHCTEME OyXTra/lTepeKoro yuera.

1.6.10. [lonb3oBaTbCA KOMNBIOTCPHBIMH MNPOrpaMMaMH JUIS BeJeHHR OyXraarepckoro yuera,
HHGOPMALMOHHBIMH H CIIPABOYMHO-NIPABOBLIMH CHCTEMAMH, OPITEXHHKOI.

1.6.11. O6ecneunBars COXPaHHOCTH PErHCTPOB OyXraATepckoro y4era 0 nepeaays ux B apXHs.
1.6.12. Hcnipasists ommOKH, A0NYIMEHHLIC NIPH BeJeHHH OyXralarepckoro yuera, B COOTBETCTBHH C
YCTAHOBJICHHBLIMH [IPABHJIAMH.

1.7. Byxraarep noA4MHAETCA HENOCPEACTBEHHO rIIaBHOMY OyXrairepy y4pexkiaeHHs.

2. loamuocrabie 0083aNHOCTH

B npouecce cpoeit Tpynosoit GyHKumE Gyxranrep HCNOMHSET caeayloue obazannocTn:
2.1. Tlpunstie K y4YeTY NEPBHYHBIX YYCTHBIX JAOKYMCHTOB O ¢aktax XO3sNHCTBEHHON KH3IHH
IKOHOMHYeCKOro cybnexra:
2.1.1, Cocrasnenne (opopmiieHHe) HEPBUYHBIX YHETHBIX AOKYMEHTOB.
2.1.2, TlpueM NEpBHYHBIX YYETHBIX JOKYMEHTOB 0 (aKTax XO3AHCTBEHHOH MH3IHH IKOHOMHYECKOIO
cyOBekTa.
2.1.3. BuisiBiieHHE Cly4HaeB HapylleHHs OTBETCTBEHHBIMH JHIAMH rpaduka aoKymeHTOoOOOpOTa M
NOopsajika MpeiAcTaBIeHHs B Oyxramgrepckyio ciayxk0y MNEpBHYHBIX YYeTHBIX JIOKYMEHTOB H
uHdopmuposanne 06 3ToM pykosoauTens Gyxrarrepckoit ciuyxObl.
2.1.4. IlpoBepka NEPBHYHBIX YYETHBIX JIOKYMEHTOB B OTHOLICHHH (OPMbI, NOJHOTHI odopmienus,
PCKBH3HTOB.
2.1.5. CucremMaTH3aluMsA [EPBHYHBIX YYETHbIX [JOKYMCHTOB TEKYIIEro OTYETHOro ImepHojaa B
COOTBETCTBHH ¢ YUCTHON MOTHTHKOM.
2.1.6. CocrapneHue Ha OCHOBE NEPBHYHBIX YICTHBIX JOKYMEHTOB CBOAHBIX YUCTHBIX JIOKYMEHTOB.
2.1.7. TloaroToBKa NEPBHYHLIX YHETHBIX JOKYMECHTOB JUIA [1€pe/Iavl B apXHB.
2.1.8. Marotop/ieHHe KOMHH NEPBHYHLIX YYCTHBIX JOKYMCHTOB, B TOM YHCIC B Cy4ae MX HIbATHA
YIOJIHOMOYEHHBIMA OPraHaMy B COOTBETCTBHM ¢ 3aKoHOaTeNbcTBOM Poccuiickoit Peaepamnn.
2.1.9. OGecneuenne JaHHBIMH IS NPOBEACHHS WHBCHTApH3AllHH AaKTHBOB M 00S3aTC/LCTB
IKOHOMHYECKOI'0 CyOBEKTa B COOTBETCTBHHM C YHETHOM MOJIMTHKOH SKOHOMHYECKOI'0 CyObeKTa.
2.2. Jlenexuoe u3Mepenune oObeKTOB OyXranTrepckoro ywera H TeKyllas rpynIHpoBka dakros
XO38HCTBEHHOMN KHIHH:
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2.2.1. Jlenexnoe usmeperue o0bekTos GyXraarepckoro y4era M OCYIIECTBICHHE COOTBETCTBYHOUIMX
OyXranTepckHX 3anmuceit.

22.2. PerucTpauis JaHHBIX, COJACPKAIIMXCA B MEPBHYHBIX YHCTHBIX JOKYMEHTaX, B PErHCTpax
OyxrasTepckoro y4era.

2.23. Orpaxenne B GyXralTepckoM yHeTe pe3yiIbTaToB NepeoleHKH 00BEKTOB GyXrarrepckoro
yuera, nepecyera B pyG/in BHIPAKEHHON B HHOCTPaHHOMN BATIOTE CTOMMOCTH AKTHBOB H 00S3aTeILCTS.
22.4. Cocrasnene OTHETHBIX KaNbKyAsuMi, KansKynsuuii ceGecrommocTH npoaykuuu (pabor,
YCIYT), pacnpe/ie/ieHHe KOCBEHHBIX PAacX0/108, HAYHCICHHE aMOPTH3ALMH AKTHBOB B COOTBETCTBHH C
YYETHOH NOJHTHKON dIKOHOMHYECKOro cyOneKTa.

2.2.5. Conocrap/ienne pe3yIhTaTos HHBEHTAPH3AIMNH C JIAHHBLIMH PErHCTPOB GYXTalITepeKkoro yyera u
COCTaBJICHHE CIIMYHTEILHBIX BEAOMOCTEH

2.3. Urorosoe o6o01ienne GakTor X03siHCTBEHHOM KUIHM:

2.3.1. Tloncyer B perucTpax GyXrajiTepcKoro y4era HTOroB M OCTATKOB I10 CYETAM CHHTETHYECKOro
AHATHTHYECKOrO y4eTa, 3aKphITHe 000pOTOB M0 cueTaM SyXraiTepekoro yqera.

2.3.2. Koutpo/ib TOKAECTBA NAHHLIX AHWIHTHYECKOro ydera ofoporam M OCTaTKaM IO cyeram
CHHTETHYECKOIO yuera.

2.3.3. INoaroroska HHGOPMALIHH JUIS COCTABICHHS 0GOPOTHO-CATLAOBOMN BEIOMOCTH, IIABHON KHHIH.
2.3.4. TloaroToBka NOACHeHWH, noaGOp HEOOXOAMMBIX JOKYMEHTOB U NPOBEACHHS BHYTPEHHEro
KOHTPONIA, BHYTPCHHEr0O M BHCIIHCIO ay/JHMTa, AOKYMEHTATLHBIX PeBM3MiH, HAIOroBbIX H HHBIX
IIPOBEPOK.

2.3.5. llpenocrabneHie perucTpos OyXralTepcKOro yuera VIS MX HM3BbATHA YNOJIHOMOYCHHBIMH
OprasamMH B COOTBETCTBHH ¢ 3akoHozarenbcTBOM Poccuiickoit @eaepaunu.

2.3.6. CucremMaTH3auHs ¥ KOMIUICKTOBAHHE PErHCTPOB OYXTalTepeKoro yyera 3a OTYETHBI NepHoI.
2.3.7. Tlepenaua perucTpos OyXraaTepckoro y4era B apxus.

2.3.8. Harotosnenne © npeaocrapieHde mo TpeGOBaHMIO YNOJIHOMOYEHHLIX OPraHOB KOITHii
PerucTpoB OyXralTepekoro yyera,

2.3.9. Orpaxenne B OyXranrTepckoM y4ere BBIABJICHHBIX PACXOMKACHHH Mexuy (akTHYECKHM
HaMyHeM 00BEKTOB M JAHHBIMH PETHCTPOB OyXrajTepeKkoro yyera.

3. IlpaBa

Byxranrep snpase:
3.1. 3HakOMMTBCH ¢ NPOCKTHBIMH pemeHusMH [ocyaapcTBeHHOro OIOMKETHONO YUYpeKIACHHA
connanbHoro oOcnyxusanus MockoBeckoii oOnactw  «KoMiuiekcHbIfE UEHTP COLHATHHOIO
obcmyxusanus 1 peabuwmranny «Togonbckuiiy, KacalOIMMHCK €10 JACATE/IbHOCTH.
3.2. BHOCHTL MPEVIOKCHHA 0 COBEPIIEHCTBOBaHHIO paboThl, CBA3AHHON C NPEAYCMOTPCHHLIMH
HacTosmelH HHCTPYKIMeH 00A3aHHOCTAMA.
3.3. B npeaenax csoeit KOMNCTECHIMN co00maTh HENOCPEACTBEHHOMY PYKOBOAUTEMIO O HEAOCTaTKAX,
BBISBJICHHBIX B IPOLICCCE MCMOIHEHHS J0IKHOCTHLIX 00A3aHHOCTeH, H BHOCHTS NPC/UIOKCHHES 110 HX
YCTPAHEHHIO,
3.4. 3anpammpath uepe3 HEMOCPEJACTBEHHOr0 pYKOBOAMTENA HWHPOPMAUMIO H  JOKYMCHTHI,
HeoOXOAMMBIC JUIS BBIMOJIHEHHSA CBOMX JI0JDKHOCTHBIX 00s3aHHOCTEH.

4. OTBeTCTBEHHOCTEH

Byxraarep HeCeT OTBETCTBCHHOCTD!
4.]1. 3a HeHalekKallee HCMOJHCHHE HIH HEHCIONHEHHE CBOMX JIO/DKHOCTHBIX O00s3aHHOCTEH,
MPeIYCMOTPEHHBIX ~ HACTOAMIEH JIODKHOCTHOM HMHCTPYKUMe#l, B mnpejenax, ONpeAeieHHbIX
AeHCTBYIOLIMM TPYAOBBIM 3aKOHOAaTEIECTBOM Poccriickoit Denepauuy.
4.2. 3a npaBOHApYUICHHA, COBEPIUCHHBIC B MpoOLECcCe OCYIICCTBACHHA CBOCH JCATCNBHOCTH, B
npejenax, ONpeAe/CHHLIX ACHCTBYIOUMHM AIMHHHCTPATHBHBIM, YrOJOBHbBIM H IPaXIaHCKHM
3akoHoaarenscTBoM Poccuiickoit ®eaepanuu.




4.3. 3a npHYMHEHHE MATEPHATLHOIO yiiepba B mpesenax, onpe/ieIeHHbIX AeHCTBYIONHM TPYAOBLIM H
IPAXAAHCKHM 3aKOHOaTeILCTBOM Poccuiickoit Denepaunn.

4.4. 3a HecoOmojenue TPyAOBOH AMCHMIUIMHLI, HOPM OXPaHbl TPYAa H TCXHHKH Ge30NacHOCTH,
HCBBITIONIHCHHE NPABHJI BHYTPCHHEIO pacnopsjaka M MHBIX JIOKQUIBHBIX HOPMATHBHBIX AKTOB

paGorozaress.
Inasusiit Gyxranrep QM.. H.A JlemuzoBuy

NOaNHCh

COI'TACOBAHO:

IOpHCKOHCYIBT @ M.J1. CauskoBa
nonAuChH

Hucnexrop no kagpam =l T.A. TNaudeposa
NOJTHCH




