J01KHOCTHASI MHHCTPYKIMSA OyXrajarepa mKoJbl

1. O0mue moJ10KeHus

1.1. Hacrosimas donoichocmuas — uHcmpykyus — Oyxeaimepa — wKojsl pa3paboTaHa  Ha
ocHoBe I[Ipodeccuonannbnoro crangapra 08.002 "Byxraarep', yTBepXICHHOTO MTPUKA30M
MuHucTepcTBa TpyJa U COlMaIbHOM 3amuThl Poccuiickoit @eneparuu ot 21 deBpansa 2019 r
No 103H, ¢ yuetom DenepanpHoro 3akona Ne273-®d3 ot 29.12.2012r «O06 obpa3oBaHuu B
Poccuiickoit denepanuny» B penakuuu ot 25 utons 2022 roaa, CII 2.4.3648-20 «CanutapHo-
AMUAEMHUOJIOTUYECKUE TPEOOBaHUS K OpPraHM3alUsiM BOCIHUTAHUA M OOYyYEeHHs, OTIbIXa U
O3JI0POBJICHMS JI€TEU M MOJIOJAEKW», B COOTBETCTBUM C TpyIoBbBIM KOJekcoM Poccuiickon
@denepauuy U APYrUMU HOPMATHUBHBIMM aKTaMH, PETYJHPYIOIMIMMHU TPYJIOBbIE OTHOLICHUS
MEXITY paboTHUKOM u paboTonaTenem.
1.2. Jannas doaxxcnocmuas UHCMPYKYUSL oyxeanmepa 8 wiKoJe no
npogcmanoapmy ornpenesnsieT TpynoBble (GYHKIMU U JODKHOCTHBIE OOS3aHHOCTH, NpaBa U
OTBETCTBEHHOCTb, a TAK)KE€ B3aMMOOTHOILICHUS B KOJIJICKTUBE COTPYJHMKA, 3aHUMAIOIIETO B
001eo6pa3zoBaTeIbHON OpraHu3aIuu TOJDKHOCTD Oyxrairepa.
1.3. Ha gomxHocTh Oyxranrepa oOrieoOpa3oBaTeNbHOW OpraHU3allMd MOYKET Ha3HA4aThCs

JIHIIO:

uMerolee cpenHee npodeccuoHalbHOe 00pa3oBaHME - MPOrpaMMbl  MOJATOTOBKHU
CHEIMATUCTOB CPEIHEro 3BEHAa WIM CpeaHee MnpodeccuoHallbHOE 00pa3oBaHUE
(mempodunpHOE) - MPOrpaMMbl  TOJATOTOBKH — CHEIMATUCTOB CPEAHEr0 3BEHAa U
JIOTIOJIHUTENIbHOE TPOQECCHOHANIBHOE 00pa3oBaHWE - TPOTrpaMMbl TPOGECCHOHATHHON
MEPETOATOTOBKH;

MMEIOIIEEe OMBIT PabOThl B JOHKHOCTU ¢ O0siee HU3KOM (MPEIIeCTBYIONICH) KaTeroprei He
MeHee OJJHOTO rofia (11 AOHKHOCTEH ¢ KaTeropuei);

COOTBETCTBYIOIIEE TPEOOBAHUSAM, KACAIOMIMMCS MPOXOXKIACHHUS MPEIBAPUTEIHHOTO (TIPH
MOCTYIUIGHUU Ha paboTy) M MEePHOJMYECKUX MEIUIIUMHCKUX OCMOTPOB, BHEOUEPEIHBIX
MEIUIIMHCKHX  OCMOTPOB [0  HaMpaBlIEeHUIO paboromarens, mpodecCHOHATbHON
TUTMEHUYECKON MOATOTOBKY U aTTeCTaluu (Mpu rpueme Ha paboTy U jajnee He pexe 1 pasza
B 2 TO0ja), BakIMHAIMK, a TaKKe HMEIolee JMYHYI0 MEIUIUHCKYI0 KHIXKKY C
pe3ynbTaTaMu MEIUIIMHCKUX OOCIIeIOBaHUN M JaOOPATOPHBIX UCCIEIOBAHUMN, CBEICHUSIMU
O TPUBHMBKAX, TIEPCHECEHHBIX WHQPEKIMOHHBIX 3a00JEBaHUAX, O TMPOXOKICHUH
MpoQeCCHOHATLHON TUTHEHNYECKOM MOATOTOBKU M aTTECTAIMH C TOTTYCKOM K padoTe;

HE MMEIOIIee OTPaHUYCHHUI Ha 3aHSITHE TPYJOBOM AEITEILHOCTHIO B chepe oOpa3oBaHwMs,
M3N0KEeHHBIX B cTaThe 351.1 «OrpannyeHus Ha 3aHITHE TPYAOBOM ACSITEILHOCTHIO B cdepe
o0pa3oBaHus, BOCIUTAHUSA, PA3BUTHS HECOBEPILICHHOJETHUX, OpPraHU3allud MX OTAbIXa U
O37I0POBJICHMSI, MEIUIIMHCKOTO OOECNEeYEeHMs, COLMANIbHOW 3allUThl M COLHUAIBHOIO
oOcnykuBaHus, B chepe NeTCKO-IOHOUIECKOTO CIOPTa, KYJIbTYpPhl U UCKYCCTBA C Y4acTHEM
HECOBEPUICHHOJIETHUX» TpyoBoro kojekca Poccuiickon denepanum.



1.4. Byxrantep OTHOCHTCS K KaT€rOpUHU CIELUAINCTOB, Ha3HAYaeTCs M OCBOOOXKIAETCsl OT
JOJDKHOCTH ~ JIMPEKTOPOM  MIKOJIBI 0  COIMVIACOBAHUIO C  TJaBHBIM  OyXTainTepoMm
o0meoOpa3oBaTenbHON Opranu3anui. HaxoauTcs B MOMYMHEHHWHM Yy TJIaBHOTO Oyxrainrepa
o01reoOpa3zoBaTeIbLHOM OpraHu3alluu.
1.5. Ha nepuon oTmycka u BpeMEHHOW HETPYAOCHOCOOHOCTH OyXraiarepa ero JOJIKHOCTHbBIE
00513aHHOCTH MOTYT OBITh BO3JIOKE€HBI Ha JIPYTHMX COTPYIHHKOB LIKOJBHOM OyXranTepuu.
BpemenHnoe BbImoiHeHHE OOS3aHHOCTEM B ATHX CIIydasX OCYIIECTBISICTCS Ha OCHOBAaHUU
npHKa3a JAUPEKTOpa IIKOJbI, U3JAHHOTO C COOJIIOJIEeHMEM TpeOOBaHUN 3aKOHOJATENILCTBA O
Tpyae.

1.6. B cBoeil pAedATeNbHOCTH OyXrajTep MIKOJBI PYKOBOJCTBYETCS  JOJIKHOCTHOM
MHCTPYKIMEH, pazpaboTanHoit o npodcranaapty, Koncrurymueit Poccuiickoit @enepanuu
u nonoxenusmu Denepanbroro 3akona «O6 oOpazoBanuu B Poccuiickoit Deneparmmny,
3akoHOM «O OyxranrepckoM yuérey, pemenusmu [IpaButenbctBa Poccuiickoit denepanuu u
OpraHoB  ympaBiieHUs 00pa3oBaHUs BCEX YypPOBHEH 1O BOMpOcaM  OpraHu3aluu
OyXraarepckoro ydera B 0011e00pa3oBaTeIbHbBIX OpraHu3alusX.
Takxe, COTpyITHUK PYKOBOJCTBYETCS:

Hopmamu  CIT  2.4.3648-20 «CaHUTapHO-dMUAEMHUONIOTHYECKHE  TpeOOBaHHUS K
OpraHM3alMsIM BOCIIUTAHUSA U O0yUYEHUS, OTAbIXA U 03I0POBICHHUS IETEH U MOJIOICKIY;
aJIMMHUCTPATUBHBIM, TPYJIOBBIM M XO3SHCTBEHHBIM 3aKOHOJATEILCTBOM Poccuiickoil
denepanuu;
MpaBUJIaMU ¥ HOPMaMHU OXPaHbI TPY/1a U TIOXKAPHOW 0€30MacCHOCTH;
YcTaBoM U JIOKaJIbHO-TIPABOBBIMH aKTaMU 00IIC00pa30BaTeIbHON OpTraHNu3aIlny;
MHCTPYKLUMEN NO OXpaHe Tpyaa Ans dyxrantepa WKOomb!

1.7. Byxrajirepy IKOJIbl HEOOXOAMMO 3HATE:

3aKOHO/ATENbCTBO O OyXTalTepCcKOM YydYeTe, apXWBHOM Jieje, Hajorax u cOopax,
COLIMAJIbHOM M MEIUIIMHCKOM CTPaxOBAaHWUHW, MEHCMOHHOM OOECHEeYeHUH, TPa)IaHCKOE,
TPYAOBOE, TAMOKEHHOE 3aKOHO1aTeNIbcTBO Poccuiickoit denepanuu;

3aKOHOJATENbHbIE AKThl, TOJOKEHUS, TMOCTAHOBJICHUS, WHCTPYKIUH, PYKOBOJISIINE,
METOJMYECKHE M HOPMATHBHBIE MAaTE€pPUAIBl MO TMOATOTOBKE OYXTalTEpPCKOTO YydeTa
MMYIIECTBA, 005S3aTEILCTB, XO3SIMCTBEHHBIX OMEPAIU U COCTABJICHUIO OTYETHOCTH;

($hopMBI U METOJIBI OYXTaITePCKOTO y4eTa B 00IIe00pa3oBaTeIbHOM YUPEKACHHH,
OpraHu3alrI0 TOKYMEHTOO00pOTa MO TPeOYEeMBbIM y4acTKaM OyXTaJITepPCKOTO y4ueTa;
MPAaKTUKy NPUMEHEHHsI 3aKoHojarenbcTBa Poccuiickoir Penepauuu 10  BOIPOCam
opopMJICHUSI TEPBUYHBIX YYETHBIX JIOKYMEHTOB, JEHEKHOTO U3MEpEHUs OOBEKTOB
OyXTaJITEpCKOTO yueTa, OyXraaTepCKOMy yUeTy;

BHYTPEHHHE OPraHU3alMOHHO-PACIIOPSIUTEIbHBIE JOKYMEHTHI 00111€00pa30BaTebHOMN
OpraHu3alliy, PETIaMEHTUPYIONINE TTOPSAIOK COCTABICHMSI, XPAHCHUSI U TIepeadyld B apXUB
MEePBUYHBIX  YYETHBIX JOKYMEHTOB, a TakKe JIOKyMEHTBI, pEerIaMeHTUPYIOIINE
CTOMMOCTHOE MU3MEpEHUE 00bEKTOB OYXTaNTepCKOro yueTa, a TakKe OIIaTy Tpy/a;
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BHYTpPEHHHE OpraHU3alMOHHO-PACTIOPSIUTENbHbIE JOKYMEHTBI IIKOJIBL,
periiaMeHTUPYIOIINEe OCOOCHHOCTH TPYIIUPOBKA HMH(POpPMAILUHU, COJAEpXKallehcs B
MEPBUYHBIX YYETHBIX JOKYMEHTaX, XpaHEHHs JOKYMEHTOB W 3alUThl WH(pOpMamuu B
o011eo0pa3zoBaTeIbHON OpraHU3aIuy;
HOPSAOK JOKYMEHTAILHOTO O(OpMIIEHUS U OTPa)XKEHHsI Ha cueTax OyXralaTepckoro yuera
orepanuii, KOTOpble CBSI3aHHBI C JBW)KCHHEM OCHOBHBIX CpEICTB, MaTepHUaIbHBIX
[IEHHOCTEH U JCHEKHBIX CPEJICTB;
HOPSZOK COCTABIICHUS! CBOJHBIX YUETHBIX JOKYMEHTOB B LENSX OCYIIECTBICHHUS KOHTPOJIS
U ynopsiioueHuss 00padOTKHU TaHHBIX O (PaKTaxX XO3sUCTBEHHOM JKU3HU IIKOJIBI;
KOMITbIOTEPHBIE IPOTPAMMBI JJIs BeJIeHUs OyXTaJTepCKOro yueTa;
HSKOHOMUKY ¥ OPTaHU3AIUIO JESATEIHHOCTU U YIPABICHHUS B IIKOJIE;
KOMITBIOTEPHBIE IPOTPAMMBI JJI BeICHUS OyXTaJTepCKOro yueTa;
[IpaBuia BHYTpEHHETO TPYIOBOIO pacropsiika 001neo0pa3zoBaTENbHOIO YUPEKACHHUS;
IpaBuia W HOPMBbI OXpaHbl TpyJa, MOKAPHOM O€30MacHOCTH, MOPSAAOK NEUCTBUUA NpU
BO3HUKHOBEHHH Mokapa uiu nHoit YC u sBakyanuu.

1.8. Byxranrtep mKoOJbl TOJKEH YMETh:

COCTaBJIATh (OQOPMIISTH) MEPBUYHBIE YUETHBIE TOKYMEHTBI, B TOM YHCJE JJIEKTPOHHBIC
JIOKYMEHTBHI;
OCYIIECTBIISATh KOMIUIEKCHYIO IPOBEPKY MEPBUYHBIX YUETHBIX JOKYMEHTOB;
MOJIb30BAThCS KOMIMBIOTEPHBIMU TMPOrpaMMaMM JJI BEACHHUS OyXraJTepcKoro ydera,
MH()OPMAITMOHHBIMU U CIIPABOYHO-TIPABOBBIMU CUCTEMAMU, OPITEXHUKOM;
o0OecreunBaTh COXPAHHOCTh TMEPBUYHBIX YUYETHBIX JIOKYMEHTOB, a TaKXe PETrUCTPOB
OyXTaJITepCKOTO yueTa /10 Iepelayu UX B ApXUB;
BECTU PETUCTPALIMIO0 M HAKOIUICHHWE JAHHBIX MOCPEACTBOM JBOMHON 3amUCH, MO MPOCTOU
CUCTEME;
MPUMEHSTH MPaBUa CTOMMOCTHOTO U3MEPEHUSI OOBEKTOB OyXTaaTepCKOro yueTa, ClOCOOBI
HAYUCJICHUS] aMOPTHU3alIMHU, TIPUHSTHIC B YUETHON TIOJUTUKE IITKOJIBI;
COCTaBJIATh OyXTaNTepCKUE 3alMiCH B COOTBETCTBHM C padOYWM TUIAHOM CYETOB
0011eo0pa3zoBaTeIbHON OpraHU3aluy;
COCTABJIATh OTYETHBIE KAJIBKYJIALMU, IPOU3BOAUTH pAcUEThl 3apa00OTHOM IJIaThl, TOCOOUN U
MHBIX BBITUIAT pA0OOTHUKAM IIIKOJIBI;
COMOCTAaBIISATh JAHHbIC AHAIUTUYECKOTO ydeTra ¢ 00OpoTaMH M OCTaTKaMU IO CYeTaM
CUHTETHYECKOTO YUYeTa Ha MOCJIeIHUN KaJIeHIapHBIN JCHb KaXXI0T0 MECAIIa;
TOTOBUTH CITPaBKH, OTBETHI HA 3aMpoChl, coAepkamue WHbopMalui, GOpMUPYEMYIO B
CUCTEME OYXTalNTEPCKOTO yUeTa;
WCIIPaBJIATh OMUOKH, TOMYIIEHHBIC PU BEJICHUU OYXTaJITEPCKOTO y4eTa, B COOTBETCTBUH C
YCTaHOBJICHHBIMU MPaBUJIAMHU.
1.9. ByxranTep mKOIbBl AOMKEH 3HATh M COOJIIOAATh CBOKO JIOJDKHOCTHYIO WHCTPYKIIMIO,
COCTABJICHHYIO B COOTBETCTBHH C MPO(CTaHIAPTOM, YCTAHOBIICHHBIE MpPaBUiia U TpeOOBaHUS
OXpaHbl TpyJa U MOKapHOM 0€30MacHOCTH, MpaBUiia JIUYHOM TMTHEHBl U TUTHUEHBI TPYJa B
o01reoOpa3zoBaTeIbLHOM OpraHu3alluu.



1.10. CotpyaHHMK AOHKEH MPONUTH OOy4YeHHE M MMETh HABBIKM OKa3aHUS MEPBOM MOMOIIU
MOCTPAJAaBIIMM, 3HATh MOPSAOK JCUCTBUA IPU BO3HUKHOBECHMM II0Kapa WIA WHOMU
Ype3BbIYAHON CUTYAllUU U BaKyalllud B 00111€00pa30BaTeIbHON OpraHU3aIuy.

ckayaThb: [JOMKHOCTHble uHCTPpyKuun ana Llkonbl (MpodicTtaHaapT)
51 uHCTPYKIMS MOIITYYHO U TaKeTOM, OOHOBIIeHUE - 3 ceHTA0ps 2021 rona!l

2. TpynoBbie pyHKIUM

byxraiarep IIIKOJIbI BBIIIOJIHSIET CJIEAYIOIINE TPYJOBBIC byHKIIMN:

2.1. Benenue OyXTrajJrepcKkoro vyeTa:

2.1.1. IlpuHATHE K YYEeTy NIEPBUYHBIX YUETHBIX JOKYMEHTOB O (haKTaX XO3sHCTBEHHOU KU3HU
o01reo0pa3zoBaTeIbLHOTO YUPEKIACHUS.
2.1.2. ]JlenexHoe wu3MEpeHHE OOBEKTOB OYXTaJITEPCKOTO ydeTa, JOKYMEHTAJIbHOTO
oopmiennss u oroOpakeHHs Ha cYeTaXx OyXTaJTepCKOTO ydeTa OIlepanui, CBA3aHHBIX C
IBYKEHUEM JICHEKHBIX CpEeICTB u MaTepuaIbHbBIX LEHHOCTEM.
2.1.3. UtoroBoe 06001enre ¢pakToB X03HCTBEHHOM KU3HU.

3. Io/12kHOCTHBIE 00S13AHHOCTH OyXrajaTepa MKOJIbI

byxranrep WCHOJHAET CJIEAVIOIINE 00s13aHHOCTH:

3.1. B paMmkax TpyaoBod (DYHKIMHU NPUHATHI K VYETY IEPBUYHBIX YYETHBIX JOKYMEHTOB O

(hakTax X035 1MCTBEHHON »KU3HU 0011€00pPa30BATEIHLHOTO VUPEKIICHUS

OCYIIECTBIISIET TIPUEM U cocTaBjieHHE (0QOopMIICHHE) TIEPBUYHBIX YUETHBIX JTOKYMEHTOB O
(hakTax X035UCTBEHHOM KU3HHU 00IIe00Pa30BATEIHHOTO YUPEKIACHHUS;

BEJIET OYXTaJITePCKUN Y4ET UMYIIECTBA, 00SI3aTEIHCTB U XO3SHUCTBEHHBIX OmMeparuii (y4eT
OCHOBHBIX CPEJICTB, MAaTEPHAIbHBIX IICHHOCTEH, PE3yJIbTaTOB XO03A1iCTBEHHO-()MHAHCOBOM
NEeSATENbHOCTH; PACUETHI C MOCTABIIMKAMHU 32 MPEIOCTABICHHbBIC YCIYTH U T.I1.).

BBISIBJISIET CITydyad HapyIIeHUsS OTBETCTBEHHBIMU JHMIIAMH Tpaduka JOKYMEHTO0OOpoTa U
MopsiJiIKa MPEACTaBICHUS B OyXTalNTEpCKylO CIIyKOy MEPBUYHBIX YUYETHBIX JTIOKYMEHTOB U
nH(pOpMUpPYET 00 ITOM JTUPEKTOPA IIKOJIBI;

OCYIIECTBJISIET TPOBEPKY TMEPBUYHBIX YUYETHBIX JOKYMEHTOB B OTHOIICHUH (POPMHBI,
MTOJTHOTHI 0()OPMJIICHHSI, PEKBU3UTOB;

MPOBOAUT CHUCTEMATU3ALMIO TEPBUYHBIX YUYETHBIX JIOKYMEHTOB TEKYILETO OTYETHOTO
Iepuozia B COOTBETCTBUU C YYETHOM MOJIUTUKOM;

COCTABJISIET HA OCHOBE MEPBUYHBIX YUETHBIX JOKYMEHTOB CBOJIHBIE YUETHBIE JOKYMEHTHI;
OCYILECTBIISIET OATOTOBKY IEPBUYHBIX YUETHBIX JJOKYMEHTOB JJIS IEPEIAYN B APXUB;
M3TOTaBJIMBAET KOMHWH IEPBUYHBIX YYETHBIX JOKYMEHTOB, B TOM YHCJIE B CiIydae HUX
U3bATUS YIIOJTHOMOYEHHBIMH OpraHaMH B COOTBETCTBHUH C 3aKOHOJATEILCTBOM Poccuiickoin
Oenepanuy;
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o o0ecreunBaeT JaHHBIMU JJI1 TPOBEICHUS WHBEHTAPU3AIMM AKTHBOB M 0O0S3aTEIHCTB
00111€00pa30BaTEIbHOTO  YYPEKJAECHUS B  COOTBETCTBMM C  YYETHOW  TOJUTHUKOM
o01reo0pa3zoBaTeIbHON OpraHU3aIuy.

3.2. B pamkax Tpy10Bo¥ (DYHKIHMHU JEHEIKHOIO M3MEPEHUSI 00BEKTOB OYXIaJTEpCKOIrO yUeTa,

JTOKYMEHTAJILHOrO0 0OpMJICHHS U OTOOpAKEHMS HA cueTaX OYXTaITEPCKOro VUETa OIepallii,

CBA3aHHBIX C ABMXKCHHCM JCHCKHBIX CPCACTB M MATCPHAJIbHBIX LlGHHOCTGﬁZ
e OCYHICCTBJIACT JCHECXKHOC HN3MCPCHUC 00BEKTOB 6yxraJ1TepCKoro ydeTa u
COOTBECTCTBYIOIIIUC 6YXI‘aJITepCKI/IC 3a1mcu,
e PCTUCTPUPYCT AAHHBIC, COACPIKAIMMUCCA B IICPBUYHBIX YUCTHBIX HOKYMCHTAX, B PCTUCTPaAX

OyXTaJaTepCKOTO y4eTa;

e COIIOCTAaBIISCT PE3yJIbTaThl MHBEHTAPU3AIMH C JIAHHBIMU PETUCTPOB OYXTaJITEPCKOTO y4eTa
1 COCTaBJISICT CANYHMTEIIbLHBIC BEIOMOCTH;

e OTOOpakaeT Ha cYeTaxX OYyXTaJITEPCKOTO ydeTa ONEpalldd, CBSA3AHHBIC C IEPEMEIICHHEM
OCHOBHBIX CPEJICTB, MATEPUATLHBIX IIEHHOCTEH U JICHEKHBIX CPEJICTB;

e COBEpIIACT HAYMCICHUE W TICPEUMCIICHHE HAJIOrOB M COOpPOB B OMOKETHI, CTPaxXOBBIX
B3HOCOB B TOCYJIapCTBCHHBbIC BHEOIJKETHBIC COLMAIbHBIC (OHIBI, IIATEKEH B
OaHKOBCKHME YUpEeXJIEHHsA, 3apabOTHOM IUIaThl COTPYJHUKOB OOIIE00pa30BaATEIHHOIO
YUPEKIACHUS, APYTHX BBIILIAT U IUIATEIKEH, a TAK)KE OTUHCICHUE CPEJICTB HAa MaTepPHAIBHOE
CTUMYJINPOBaHUE PAOOTHHKOB IIIKOJIBI,

e COCTaBJIICT OTYCTHBIC KaJbKYJISIMH, BBIIOJIHSIET padOTHI 1O (DOPMHUPOBAHUIO, BEACHUIO H
XpaHCHHIO 0a3bl JIaHHBIX OyXTalTepCKOW WH(GOpPMAIMH, BHOCHUT KOPPEKTUPOBKY B
MH()OPMAITUIO, UCTIOJIB3YEMYIO MPH 00pabOTKE JTaHHBIX.

3.3. B pamkax tpyaoBor (hVHKIIMA UTOTOBOro 0000meHus (haKTOB XO3IWCTBEHHOW KWU3HU

IIIKOJIBL:

e VyYacCTBYeT B OCYIIECTBICHUM WHBEHTAPU3ALMUU JCHEKHBIX CpPEACTB, MATEPHATBHBIX
IIEHHOCTEH, PacueTOB U TJIATSKHBIX 0053aTCIIBCTB;

e OCYIIECTBJISIET MOJACUET B PErUCTpPax OyXrajTepCKOro yueTa UTOTOB U OCTATKOB IO CUETaM
CUHTETHYECKOTO M aHAIUTUYECKOTO YU€Ta, 3aKPhITHE 000POTOB IO CUETaM OyXTaaTepCKOTo
y4erTa;

e COCTaBJIIET OOOPOTHO-CAIBIOBYIO BEIOMOCTh U TJIABHYIO KHUTY;

e OCYIICCTBJISICT KOHTPOJIb TOXKIACCTBA IAHHBIX aHAJTUTUYECKOTO ydyeTa 000poTaM U OCTaTKam
M0 CYETAM CUHTETUYECKOTO YUETa;

e OCYIIECTBJISET TMOATOTOBKY TMOSICHEHUH, TMOAOOpP HEOOXOAUMBIX JOKYMEHTOB LIS
MPOBEACHUSI BHYTPEHHETO KOHTPOJS, MYHUIMUIAILHOTO (UHAHCOBOTO  KOHTPOJIS,
BHYTPEHHETO W BHEIIHErO0 ayJWuTa, JIOKYMEHTAJIbHBIX PEBU3MM, HAJIOTOBBIX W HHBIX
MPOBEPOK;

e TIPEJOCTABISICT PETUCTPHI OYXTAJITEPCKOTO ydeTa IS UX HU3BIATHS YIOJTHOMOYCHHBIMHU
OpraHaMy B COOTBETCTBUH C 3aKOHOAATeIbCTBOM Pocculickoi denepanuu;

e TPOBOAUT CHUCTEMATH3AIMI0 M KOMIUIEKTOBAHUE PETUCTPOB OYXTaJITEPCKOTO ydeTa 3a
OTYETHBIN MEPUOI;



MOJrOTABIMBACT CBEACHHUSA IO COOTBETCTBYIOUIMM Yy4YacTKaM OyXTajTepCKOro ydera s
COCTABJICHUSI OTYETHOCTH, 3a00TUTCA O COXPAHHOCTU OYXTalTePCKUX JIOKYMEHTOB,
0(OopMIISIET UX B COOTBETCTBUH C YCTAHOBJICHHBIM MOPSIAKOM JJIsl TIEPEIayl B apXUB.
M3rOTaBIMBAET M TMPEAOCTaBIsECT MO TPEOOBAHUIO YIOJHOMOYEHHBIX OpPraHOB KOMHHU
PETUCTPOB OYXTaJITEPCKOTO YUeTa;
oTpakaeT B OyXTaJITEpPCKOM YyueTe BBISIBICHHBIE PACXOXKICHUS MEXIy (DaKTHUEeCKUM
HaJIMYMeM 0ObEKTOB U IJaHHBIMU PETUCTPOB OyXTalTepCKOro y4era;
aHAJIM3UPYET COCTOSHUE MaTepualbHOM 0a3bl IIKOJBI, MPABUIBHOCTh HCIOJIb30BaHMUS,
JICHEXKHBIX Y MATEpUATbHBIX CPEJICTB.
NPUHUMAET y4acTHe B  MPOBEACHUM OSKOHOMHUYECKOTO  aHamu3a JESITeNIbHOCTU
0011e00pa30BaTEIBLHOTO YUPEKICHHUS 10 JAHHBIM OYXTaJITEPCKOTO yuyeTa U OTUYETHOCTH, B
pa3paboTKe M BHEAPEHUHU NPOTPECCUBHBIX HOPM U METOJOB OyXrajaTepCKOro ydera C
MIPUMEHEHUEM KOMITBIOTEPHOMN TEXHUKH.
3.4. PazpabarbiBaeT HOpMaTUBHBIE TPEOOBAHUS MO BEACHHUIO OyXTalTEPCKOW OTYETHOCTH U
MaTepuaibHO — XO035CTBEHHOMN JOKYMEHTALIUH.
3.5. YuacTtByer B pa3pabOTKe M OCYILIECTBICHUU MEPONPUATHUNA, KOTOPbIE HANpaBJICHbl Ha
coOmoenne (UHAHCOBOM AUCIMUIUIMHBI W PAIMOHAJIBLHOE HCIOJIb30BAHUE PECYpPCOB.
3.6. KoopauaupyeT pa3paboTKy HaIIeKalmed JOKyMEHTAIlMH MaTepHUalbHO-OTBETCTBEHHBIX
JIUII, padOTy COTPYAHUKOB 00IIe00pa30BaTEILHOTO YUPESKACHHS 110 BOIIPOCAM MaTepHAITbHO-
XO3SIMCTBEHHOU JEATEIIbHOCTH.
3.7.  KoHTponaupyeT CBOEBPEMEHHOCTb M  NPABWIBHOCTh COCTaBJIEHUS  OTYETHOM
JOKYMEHTAIIMH TI0 MaTepUaTbHO-XO3SMCTBEHHON AEATEeIbHOCTH B 0011e00pa3oBaTeIbHOM
yupexaeHuu. VcrpaBisieT U KOPPEeKTHUPYET JI0roBOpa IO MaTepuaIbHO — XO3SIMCTBEHHOU
NESATENbHOCTH  IIKOJIbl B COOTBETCTBUM C  M3MEHSIOIIMMCS  3aKOHOJATEIIbCTBOM.
3.8. IIporHo3upyeT TeHACHIIMY U3MEHEHHUS CUTyaIlui B (DMHAHCOBOM MOJIUTUKE /I BHECCHUS
MPEIOKCHU 1O  KOPPEKTUPOBKE (DMHAHCOBOM  CTpATETMH  IIKOJBI, TOCIEACTBUS
3aIIaHuPOBAHHOW PabOTHI MO YJIYYIICHUIO U PA3BUTHUIO MATEPHAIBHO — TEXHUYECKOW 0a3bl
IITKOJTHI.
3.9. Ilpu ucnosib30BaHUM 3JIEKTPOHHOIO 00OPYIOBaHUS, B TOM YHCIIE€ KJIABUATYPhl U MBIIIH,
€XKETHEBHO Ne3NH(UIIUPYET UX B COOTBETCTBUU C PEKOMEHAALMSIMU TPOU3BOAUTENS TUOO C
HCIIOJIb30BAaHUEM PACTBOPOB WMJIM CalPETOK HAa CHUPTOBOM OCHOBE, COJEPKAILMX HE MEHEe
70% CIIUpTA.
3.10. CobmrogaeT NOMKHOCTHYIO MHCTPYKIMIO OyXrairepa B IIKOJe Mo TIpodcTaHmapry,
KyJbTYpy OOIIEHMsI ¢ KOJuleraMu 1o paboTe u poautensimMu, YcTaB u [IpaBuna BHyTpeHHETrO
TPYIOBOTO PAaCTOpPsAKA, KOJJIEKTUBHBIA W TPYJOBOW JOTOBOp, a TAKXKE JIOKAJTHHBIC aKThI
o0nieo0pazoBaTenbHON OpraHu3alluy, MIPUKA3bI JTUPEKTOpa IKOJIBL.
3.11. PerynsipHOo TOBBIIAET YypPOBEHb CBOEM KBamU(UKAIMM W  KOMIICTECHIUH.
3.12. byxranrep coOmromaeT mpaBuiia OXpaHbl TPyZa, MOXKAPHOW U AJIEKTPOOE30MaCHOCTH,
CaHUTAPHO-TUTMEHUYECKHUE HOPMbI U TPEOOBaHUS, TPYIOBYIO JUCIUILUIMHY Ha pabodyeM MecTe
1 peXUM pabOThI, YCTAHOBJIICHHBIN B 00111€00pa30BaTeIbHON OpTraHU3alIlnH.
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4. IIpaBa

Byxrantep [IIKOJIBI MMeEeT MPaBo B nmpesenax CBOCH KOMIIETEHITUH:
4.1. aBathb oOs3aTeibHBIC PACHOPSKEHUS 1O O(QOPMIICHUIO HMHBEHTAPU3AIMOHHOU
JOKYMEHTAIlMM U TPEJICTABICHUIO €€ B OyXTalTepHi0 BCEM MaTepuajbHO-OTBETCTBEHHBIM
Tunam 0011eo0pa3zoBaTeIbLHOTO YUPEKIACHHUSL.
4.2. TlpencrapnsaTh K TUCHUIUIMHAPHONW OTBETCTBEHHOCTU IUPEKTOPY IIKOJIBI MAaTEPUAIBHO
OTBETCTBEHHBIX JIUL, KOTOPbIE€ HAPYLUWJIM WJIM HE BBINOJHWIM B TIOCTABICHHBIA CpOK
TpeOoBaHUS TO O(POPMIICHUIO WHBEHTAPU3AIMOHHOW JOKYMEHTAIlMM U CBOEBPEMEHHOMY
MIPEICTABIICHUIO ee B OyXrajaTepuro.
4.3. BHOCUTBH NPEUIOKEHUS MO YJIYUIICHUIO PadO0Thl COTPYJHUKOB OYXTaJITEPUM ILUKOJIBI.
4.4, TlotpeboBaTh y TJIaBHOTO OyXrayTepa, MOJYYUTh M HMCIOJb30BaTh MH(POPMAIIMOHHBIC
MaTepualibl ¥ HOPMATUBHO-TIPABOBBIC TOKYMEHTHI, HEOOXOIMUMBIE ISl MCIIOJHEHHUS CBOMX

JOJIKHOCTHBIX 00S13aHHOCTEH.
4.5. YuacTBOBaTh B OOCYXKJIEHUU MPOEKTOB PEIICHUH, B COBEUIAHUSAX IO UX MOJTOTOBKE U
BBIINIOJIHEHHUIO.

4.6. 3anpamuBaTh y HENOCPEACTBEHHOIO PYKOBOAMUTENS Pa3bACHEHHUS M YTOUYHEHHUS I10
JaHHBIM MOPYYECHHUSIM, BbIJIAHHBIM 3a/IaHUSIM.
4.7. 3anpamuBarh M0 MOPYUYEHUIO TTIABHOTO OyXTajTepa W MOJydaTh OT IPYTHMX paOOTHUKOB
IKOJIBl  MHPOPMAIIMIO ¥ JTOKYMEHTBHI, HEOOXOAMMBIC JUIS HWCIOITHEHHS TMOPYYCHHS.
4.8. 3HaKOMUTBCS C MPOEKTAMU PEUIEHUN PYKOBOJICTBA, KACAIOUIMXCS BBIMNOJHAEMON UM
GyHKIMH, C JOKYMEHTaMH, OMPEACNSIONIMMHU €ro MpaBa W OO0A3aHHOCTH IO 3aHUMaeMOM
JOJKHOCTH, C KPHUTEPUSMH OILIEHKH Ka4yecTBa HCIIOJHEHHS CBOMX TPYAOBBIX (YHKIUH.
4.9. BHOCUTb Ha PAaCCMOTPEHUE CBOETO HEMOCPEICTBEHHOI'O PYKOBOAUTENS MPEIIOKEHUS 110
OopraHu3anuu TpyJa B pamKax CBOMX TPYJIOBBIX GbyHKIHA.
4.10. YuactBoBaTh B OOCYXJIEHHU BOIPOCOB, KACAIOLIUXCS HCIOJHSEMBIX JIOKHOCTHBIX
00s13aHHOCTEH.

5. OTBeTCTBEHHOCTH OyXraJjrepa

5.1. 3a HapylleHHe WU HEHAJUIeKallee HCIOJIHEHHEe O0€3 YBaXKHUTENbHBIX MNPUYNH
JOJHKHOCTHOM MHCTPYKIMM OyXrajTepa HIKOJbI, pa3paboTaHHOW HAa OCHOBE MpoQCcTaHaapTa,
VYcraBa u [IpaBus1 BHYTpeHHETO TPYJIOBOTO PaclopsiKa, 3aKOHHBIX TpeOOBaHUM AMpEKTOpa
IIKOJII M MHBIX JIOKAJbHBIX HOPMATHBHBIX aKTOB, OyXraiarep HECeT IUCHUIUIMHAPHYIO
OTBETCTBEHHOCTh B MOPSAKE, ONPEAEICHHBIM TPYAOBBIM 3aKOHOAATENBCTBOM Poccuiickoit
®deneparuu. 3a Tpy00€ HApyIIEHUE TPYAOBBIX 00SI3aHHOCTEW B KaueCTBE JUCITUIUIMHAPHOTO
HaKa3aHMs MOJKET OBITbH IPUMEHEHO YBOJIbHEHHE.
5.2. Dbyxranrep 0011€00pa30BaTEIbHOTO  YUYPEXKACHUS HECET OTBETCTBEHHOCTh 34


https://ohrana-tryda.com/product/school-doljn
https://ohrana-tryda.com/store/school/doljnost

CBOEBPEMEHHOCTh " IIOJIHOTY OTYETHBIX JAHHBIX.
5.3. 3a HeBbINIOJIHEHHE TPEOOBAHUI MOXKAPHOUM OE30MAaCHOCTH, OXPaHbl TPYJa, CAHUTAPHO-
TUTUEHUYECKUX  HOpM,  TpeOOBaHMI  OpraHu3alli  MaTepuajbHO-XO3IMCTBEHHOU
JESTENbHOCTH, OyXTalTep MPUBIIEKACTCS K aAMUHUCTPATUBHONW OTBETCTBEHHOCTH B MOPSIKE
U B Clly4asX, YCTAHOBJICHHBIX aJIMHMHHMCTPATUBHBIM 3aKOHOAATENLCTBOM Poccuiickon
Odenepanum.

5.4. 3a BMHOBHOE NPUYMHEHHE IIKOJbl WU COTPYAHUKAM IIKOJBI yIiepOa, BCIEICTBHUE
UCTIOJHEHUs (HEHCIOIHEHUsI) CBOMX JIOJDKHOCTHBIX OOS3aHHOCTEH, OyXxraiarep HeceT
MAaTEpUAIIbHYI0 OTBETCTBEHHOCTh B MOPSAJKE U B MpPEJESax, YCTAHOBIEHHBIX TPYAOBBIM W
(nnn) TPaKIaHCKUM 3aKOHOJATENbCTBOM Poccuiickoit denepanumu.
5.5. 3a mpaBoHapyIICHHs, COBEPIICHHBIE B MPOIECCE CBOCH IMPOJACIIAHHOW pPabOTHI B
npeaenax, OnpeAeseHHbIX JeHCTBYIOIIUM aMUHUCTPATUBHBIM, YTOJIOBHBIM M TPaKJaHCKUM
3aKoHoAaTeNnbCTBOM Poccuiickoit denepanuu.

6. BzaumoorHomenusi. CBA3M M0 JOJKHOCTH

6.1. byxrantep paboTtaer B peXHUME HOPMHUPOBAHHOIO pabouero AHA TO Trpadukxy,
COoCTaBJIeHHOMY Hcxoas u3 40-dacoBoil pabodeil Hemenu U yTBEPKICHHOMY TUPEKTOPOM
IIKOJTBI.

6.2. CaMOCTOATENIbHO IUTAHUPYET CBOKO pabOTy Ha KaKIbld (DMHAHCOBBIM TOA W KaXKIbIA
OTUETHBIM MEPUOJ MOJA PYKOBOJCTBOM IJIABHOTO OyXrajarepa WM APYroro pyKOBOISIIETO
TULa.

6.3. IlpencraBnsieT riaBHOMY OyXrajiTepy WIM JUPEKTOPY IIKOJbl OTYET O MPOJCIAHHOU
pabore.

6.4. Ilomyuaer OT JAMpeKTOpa IIKOJBl W/WIM TJaBHOrO Oyxraiarepa WHGOPMAIIHIO
HOPMATHBHO-TIPABOBOTO Y  (PMHAHCOBO-XO3SHUCTBEHHOTO XapakTepa, 3HAKOMUTCS TIOJ
PacIucKy c COOTBETCTBYIOIIUMHU JTOKyMEHTaMH.
6.5. CucTeMaTHIeCcKH eTUTCS HHGOPMAIIUEH TI0 BOITPOCAM, BXOISIINM B €TI0 KOMITCTCHIIHIO,
C COTpYAHUKAMU OyXrajntepuu LIKOJIBI u PYKOBOJSIIUMU JTULAMU.
6.6. VcnonHseT MOKHOCTHBIE OOS3aHHOCTH COTPYIHUKOB OyXraiTtepuu B TMEPUOJ HX
BPEMEHHOTO OTCYTCTBUS (OTIYCK, OOJie3Hb M T.1.). BhIMOIHEHUE Ael OCYILIECTBISETCS B
COOTBETCTBMM C 3aKOHOJATEJIbCTBOM O TpyAe H YcTraBoM 0011eo0pa3oBaTeabHOrO
YUPEKICHUS Ha OCHOBAaHHUH puKasa TUPEKTOpA.
6.7. adopmaiuio, MOTyYECHHYIO Ha COBEIIAHUSAX PA3IMYHOTO YPOBHS, MEpPEacT TUPEKTOPY
W/vim TJIABHOMY Oyxranrepy HETMOCPEICTBEHHO nocJie ee TOJTyYCHHS.
6.8. Uudopmupyer 3amecTuTess] TUPEKTOpa MO aAMUHUCTPATUBHO-XO3UCTBEHHON 4acTH —
00 aBapHIHBIX CUTYyalMsIX B pabOTE CUCTEM 3JIEKTPOOCBEUICHUS, OTOIJICHUSI U BOAOIIPOBO/IA,
a TaK)K€ KOMIIBIOTEPHOW U MHOW OPITEXHUKH.

7. 3aKJII0YMTEIbHbIE MOJ0KEHHUS

7.1. OsznHakomiieHHe Oyxrajarepa B IIKOJE€ C HACTOANIEH JOKHOCTHOW WHCTPYKITUEH,
pa3paboTaHHON C ydeToMm TpodcTaHaapTa, OCYIISCTBISETCS MPU IpHeMe Ha padorty (10



MOAIIUCAHUS TPYAOBOTO JIOTOBOPA).
7.2. OnUH 3K3eMIUIp AOHKHOCTHOM MHCTPYKLMU HAXOJUTCS y paboTojaTensi, BTOPOH — y
Oyxranrepa.

7.3. ®akT O3HAKOMIIEHHsA OyXrajaTepa IIKOJbl C HACTOSAIIECH JTOJKHOCTHOW HMHCTPYKIUEH
MOATBEPKIAACTCA IOAMMUCHIO B DJK3EMIUIIPE JODKHOCTHOM MHCTPYKIMH, XPaHALIEMCS Y
paboroaaress, a TAKXKE B )KypHaJIe O3HAKOMJIEHUS C JOXKHOCTHBIMU UHCTPYKLIHUSAMM.

Jlonsxcnocmuyto uncmpykyuro paspabomain: / /

C  O0ondicHOCMHOU — UHCMPYKYUell  O3HAKOMIeH (a), OOuH OK3eMniap noaydun (a).
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