ByxraJaTepa no pacueram ¢ NepcoHaIoM

HacTosias WHCTPYKIHS COCTAB/IEHA HA OCHOBAHHH [lpukaza MunKcTpa Tpyaa u COLMAILHOM 3alIUTEI
nacenenns PK or 30.12.2020r. Ne 553 «OO6 yrBepkaeHHH KBanu@uKalnoOHHOrO CIpaBOYHHUKA
JOKHOCTEl PYKOBOAUTEIIEH, CIIEHAIMCTOB | APYTHX CIYXKAL|X» i B COOTBETCTBUH ¢ TpeOOBaHHAMH
Tpynosoro kozekca PK ot 23.11.2015r. Ne 414-V 3PK npumensercs B KauyecTBe NPHIONKCHHA K
HH/TMBHYIEHOMY TPY/0BOMY JI0roBopy. HCTpYKIHS HOUIEKUT H3MEHEHHIO H JIOMOJIHEHHIO B CBA3M C
{3MEHEHHEM JIeHCTBYIOIIEro 3aKOHOJATE/IbCTBA PK i mpoOM3BOACTBEHHO-IKOHOMHYECKHX YCIIOBHI
npeanpustas. HacTosmas I0/KHOCTHAS HHCTPYKIHA BCTYNAeT B CHIY ¢ MOMEHTA ¢¢ YTBEPKICHHSA H
neifctByer 10 ee ormeHbl. OOumwmid CpPoK JeficTBMSL MHCTPYKIMH COCTaBiIseT 3 Troja. JloywkHOCTHAS
MHCTPYKLHSI €XKEroJHO pacCMarTpuBacTCs  TJIABHBIM OyxraarepoM YUpeKICHHA Ha TNpeamMeT
HeOoOXOIMMOCTH BHECEHHA COOTBETCTBYIOIIHX MONPABOK.

1.00mue moaoxKeHns,

1. Byxrantep mo pacderam C MePCOHAIOM OTHOCHTCH K KaTeropit CIEIHAIHCTOB.

2 Hasnauenne Ha JOMKHOCTH H 0CBOOOIK/ICHHE OT Hee IPOM3BO/IHTCA NPHKA30M PYKOBOAUTE/A
yupesK/IeHHs B COOTBETCTBUM C JCHCTBYIOLIHM sakoHomatenbeTBoM PK.

3.Ha o/mkHOCTB GyXrairepa 1o pacueram ¢ MepcoHanoM Ha3HauaeTes IO, MMEIOIIIEe BhICIIee U (1iIH)
cpejiHee TEXHUYECKOe H npodeccHoHaIBHOE (Cpe/iHee CreHaIbHOe, CPEAHEE npo)eCCHOHATBHOE)
o6pasoBaHHe 110 COOTBETCTBYIOLICH CNIEIHATBHOCTH (xpanmdukaimn) oOpazoBaHne Oe3 MPEAbABICHHA
TpeGoBanmii K CTaxy padoThl.

4 Byxrantep 1o pacyeTaM ¢ NepPCOHANOM HEMOCPEICTBEHHO [IO{YMHSACTCS TIIAaBHOMY OyXrantepy
yUpeKICHHUSL.

5.Ha Bpems oTcyTCTBHS GyXrairepa o pacueTaM C NepcoHaIoM ero JOKHOCTHbIE 00A3aHHOCTH
BBITIONHAET APYrOe OMpeAeIeHHOE MIPHKA30M PYKOBOIHTE/ YUPEKIACHHA JTHILO.

6.ByxranTep 1o pacueTaM ¢ ePCOHATIOM JIOJKCH 3HATD:

3aKOHOATE/IBCTBO O OYXTaTEPCKOM Y4eTe; O0CTAHOBIICHHUS, PacTiOpsDKCHU, IPHKA3DL, Jpyrue
PYKOBOJIAIIHE, METOIMUECKHE H HOPMATHBHBIC MATCPHADI (pMHAHCOBBIX M KOHTPOJIbHO-PEBU3HOHHBIX
OpraHOB 10 BONPOCAM OpraHH3auuy OyXralTepeKoro yuera u COCTaBJICHHs OTYETHOCTH, & TAKIKE
KACAIOLIHECS XO3MHCTBEHHO-QHHAHCOBOM ACATEIPHOCTH NPENPHATHS; MPAKIAHCKOE PABO,
uHaHCOBOE, HATIOTOBOE H XO35HCTBEHHOE 3aKOHOMATEILCTBO; CTPYKTYpY M IITATHOE paclHCaHue
JMCTIaHCepa, ero NpoQHIb, CIEUHATH3AMIO H NEPCIICKTHBEL PA3BHTHA, MOJIOKEHHs 1 MHCTPYKIHHA 110
opraHm3aiuy GyXraaTepckoro y4era Ha Npe/WpusTHH, PaBHIa ero BeJIeHHSI; TIOPSJIOK O(hopMIICHHUS
omnepauii H OpraHu3aluio JOKyMEHTO000pOTa M0 yYacTKaM y4eTa; dopMBI ¥ MOPANOK (PHHAHCOBBIX
pacyeToB; METO/Ibl IKOHOMHYECKOT0 aHAIH3a X035iiCTBEeHHO-(PHHAHCOBOMH JEATEIbHOCTH IPENPHATHA,
BBISIBJICHHS BHYTPAXO3SHCTBEHHBIX PE3EPBOB; NOPS/IOK NPHEMKH, ONPUXO/I0BAHHA, XpaHeHHs
PacX0/I0BaHMs JICHEKHBIX CPEJCTB, TOBAPHO-MATCPHATBHBIX H JpyruX LEHHOCTEH; NpaBuia pacyeTa ¢
neGUTOpaMH H KpeAMTOpPaMH; yCIOBHS HAIOr000I0KEHNS FOPHIHYECKHX H PU3HYCCKUX JIHIL; MOPAJIOK
CIIMCAHMs CO CUETOB OyXTalTepCKOro y4era Hejocrat, 11eGHTOPCKOIT 3a/I0JDKEHHOCTH H JIPYTHX MOTEPb;
[paBmIa MPOBeCHA HHBEHTAPH3ALMH ICHEKHBIX CPEICTB H TOBApHO-MATEPHATBHBIX LEHHOCTEH;
NOPAIOK M CPOKH COCTABJIeHMs OyXralTepekux GaraHCcOB H OTYETHOCTH; NpaBuJa NpoBeJeHHs IPOBEPOK
¥ JIOKYMEHTAIBHBIX PEBH3HIi; CPe/ICTBA BLIYHCIIMTENLHOM TeXHHKH, KOMMYHHKALWH H CBA3H H
BO3MOKHOCTH HX TIPHMEHEHHS /U1l BBIOJHEHHSA YICTHO-BBIMHCTHTENBHBIX paboT 1 aHau3a
[POH3BO/CTBEHHO-XO35HCTBEHHON H (UHAHCOBOI AEATEIbHOCTH NPEANPHATH; niepeioBoi
oTeuecTBEHHBIH U 3apy0eKHBIH OMBIT COBEPIICHCTBOBAHHA OpraHH3alii OyXTralTepCKoro y4era;
YKOHOMHKY, OPraHH3aliuio NPOM3BOJCTBA, TPYAA H YIPABICHHA, 3aKOHOIATENBCTBO O TPY/IE H OXpaHe
tpyaa PK; npaBuna 1 HOpMBI OXpaHbl TPyAa.



2. JlokHOCTHBIE 0083aHHOCTH.

Ocy1ecTBIseT NPHEM, aHaIu3 U KOHTPOJIb tabeneii yuera pabouero BpeMeHH H MOArOTABIHBACT HX K
cueTHOH 00paboTKe; MPUHMMAET W KOHTPOJIHPYET NPaBHIBHOCTE OQOPMIICHHSA JHCTKOB O BPEMEHHOH
HETPYOCTIOCOOHOCTH, CIIPABOK MO YXOJy 32 GOJIBLHBIMU ¥ JAPYTHX JOKYMEHTOB, NOATBEP/KAAIOUIMX [TPABO
Ha OTCyTcTBME paGOTHHKAa Ha paboTe NOArOTABIHBACT HX K cueTHOW oOpaboTke, a TaKxe i
COCTABJICHHS YCTAHOBJIEHHON OYXraaTepcKOH OTHETHOCTH; NPOU3BOAUT HAYHUCIICHHS 3apa0OTHBIX IUIAT
paGOTHHKAM TNPEANPHATHA, OCYIICCTBIACT KOHTPOJIb 3a pacXxoJ0BaHHEM donna omarel TPYJa:
OCYIIECTBISET PErHCTPALHIO GyXralTepcKuX TMpPOBOJOK M Pa3sHOCKY HX Mo cueTy; MPOU3BOAMT
HAYMC/ICHUS W TEpevrClIeHHs CTPAaXOBbIX B3HOCOB B rOCYJapCTBEHHBIE BHEOIOUKETHBIC COIHAIBHBIC
donzpl, 3apabOTHRIX MIIAT paGouux M CHyXKauyx, APYruX BbILIAT H niarexei, a Takke OTYHCIICHHE
CpeicTB HAa  MaTepUalIbHOE cTHMyJMpoBaHHe — PaOOTHMKOB  MPEANPHATHA MOJArOTABIHBACT
[epHOMYECKYIO OTYETHOCTb MO HajloraMm M CTATHCTHYECKYIO OTYETHOCTh B YCTAHOBICHHBIC CPOKH,
CHeNHT 3a COXPAHHOCTBIO OyXraaTepCckux —JIOKyMEHTOB, ohopmisier MX B COOTBETCTBHM €
YCTAHOBJICHHBIM MOPSIKOM Ul Iepefiat B apXuB; BEIET Ha OCHOBEC BeJIOMOCTEH BBIILIATY 3apIuiaThl
paGOTHHKAM TNpEANPHATHA; OCYLICCTBIACT KOHTPOJb 3a COOJIIONCHHEM KaccoBOM IMCLHIIMHBIL,
pacueTaMM C MOJOTHETHBIMH JIHIIAMH; [IOJrOTABJIMBAET JAHHBIE JUIS COCTaBJICHHC Gamanca ©
OIepaTMBHBIX CBOAHBIX OTYETOB O ZI0XOJAX H pacxozax ACHEKHBIX CPEICTB; y4acTByCT B paspaboTke u
BHEJIPEHHUH PALMOHATBHOH [UIaHOBOW M YYETHOH JOKyMEHTallWH, MPOrpeCCHBHBLIX Gopm H MeTOIOB
BeJICHHs OyXTANTEPCKOro yueTa Ha OCHOBE NPHMEHCHHA COBpEMEHHBIX CPEICTB BBIYHCJINTEIbHOH
TeXHHKH ¥ HHPOPMALMOHHBIX TEXHOJOrH; OKasblBacT METOIMYECKYIO TOMOIIL PabOTHHKAM
nojpaszie/ie il NpenpHATHA [0 BONpocaM GyXrajTepckoro y4era, KOHTpO/A, OTYETHOCTH H
YKOHOMHYECKOTO AHANIN3A; CHCTEMATHYECKH MOBBILIACT CBOKO KBAIH(HUKALHMIO HA Kypcax W CeMHHApax 1o
GyXraJaTepcKoMy y4eTy; BBINOIHSET APYrHe nopy4eHns rnapHoro Oyxraarepa (ero 3amecturens). He
pasryamaet HHGOPMALHIO U CBEACHHS, ABJISIOIIMECS KOMMEPHYECKO MM JApYro OXpaHsieMOi 3aKOHOM
TaiHOil.

3.Ilpasa.
Byxrairep 1o pacyeTam ¢ IepcoHaIoM HMeEeT Mpaso:
1 3HAKOMHTHCS C MPOEKTAMH PELICHHH PyKOBOACTBA OpraHM3allii, KacalolMMHCs €ro NeATeNbHOCTH.
2.BHOCHTB Ha PacCMOTpeHHE PYKOBOACTBA TpeiIoKEH s 110 COBEPIICHCTBOBAHUIO paboTbl, CBA3AHHOM C
[peycMOTPEHHBIMH HacTosIeH J0IIKHOCTHOH HHCTPYKIIHEH 0053aHHOCTAMH.
3.B npezsenax CBOEH KOMIETCHLHH co001IATh HEMOCPEACTBEHHO PYKOBOIUTENO O BCEX BBISIBJICHHBIX B
npolecce AATEIbHOCTH HEA0CTATKAX H BHOCHTB NPEUIOKEHHS N0 HX YCTPAHCHHIO.
4 3anpammBarh 10 NOPY4YCHHIO PYKOBOZICTBA OpraHM3aliy uH(pOPMALIHIO M JIOKYMEHTBI, Heo0X0AUMBbIE
JUIs BBITIOJIHEHHUS €ro J0/DKHOCTHBIX o0s3aHHOCTEH.
5.Tpe6GoBark OT PYKOBOJCTBA OpraHM3aluH oKa3aHHsi CONEMCTBUA B MCIOJHEHHH CBOMX JOJUKHOCTHBIX
00s3aHHOCTEH.
6.TToAnKCHIBATE OpraHH3alMOHHO-PACHOPSAHTEIbHEIC JIOKYMEHTBI 10 BONpPOCaM, BXOAIIHM B €ro
(yHKLHOHAbHEIE O0S3aHHOCTH, 3 TAKKE UIATEKHBIX H HHBIX (PHHAHCOBBIX JOKYMEHTOB.

4.0TBeTCTBEHHOCTD.

Byxrairep 110 pacyeTaM ¢ IepcoHanoM HECeT OTBETCTBEHHOCTD 3a!

4.1.3a pesynsrathl B 3OPEKTHBHOCTD cBoeii paboThbl, oOecrieyeHne BBITOIHCHM BO3JIOXKEHHBIX HA
aucnancep GyHKIH.

4.2.3a HeJOCTOBEPHYIO HHPOPMALIMIO O COCTOAHHH BBINOJIHECHMA NIJIAHOB JHCIIaHCcepa.

4.3.3a CBOEBpPEMEHHOE H KauyeCTBEHHOC OCYILECTBICHHE BO3JIOMKEHHBIX HA HETO (Hee) MOKHOCTHBIX
00s13aHHOCTEH.

4.4.3a CBOGBpEMEHHOE M KBATM(HUMPOBAHHOE BBINOJTHEHHE TPHKA30B, PACTIOPS/KCHHH H nopy4eHHH
eimecrosimero pykosozacrsa, HITA no cBOEil 1eTEILHOCTH.

4.53a pammonansHoe U dPdexTuBHOE HCIOJB30BAHME MATEePHAIBHBIX, (HHAHCOBBIX H KaJpOBBIX
pecypcoB.

4.6.3a cobmo/ieHHe NpaBui BHYTPEHHEro pacmopsika, CAHMTAPHO-TIPOTHBODHIEMHYECKOTO PEKHMA,
[POTHBONOKAPHO# Ge30MaCHOCTH H OXPaHbl Tpy/ia ¥ TeXHUKH Oe301acHOCTH.



4.7.3a KaueCTBEHHOE BE/ICHHC yCTaHOBJICHHOH JNOKYMEHTAllHH, npe.:I}’CMOTpCHHOﬁ aeficrayrommava HITA.
483a mnpenocrasieHue B yCTaHOBJICHHOM nopsake CTATHCTHYCCKOH H pHON wWHOOpMamHH O
JeATeNbHOCTH JHcnancepa.

4.9 3a cobmoaeHne HCTIOJTHUTENBCKOH TUCIIHITTHHEL, AHTHKOPPYNIIHOHHOTO saxononareabersa PK.
4.10.3a HecoOmoCHAS KOH(pHEHIMABHOH WK HHOI OXpaHseMoii 3aKOHOM TaiHBbI.

4.11.3a HeHajIeKaLICe HCTIONHEHHE WM  HEHCTIOMHEHHE CBOMX JIO/KHOCTHBIX oOs3aHHOCTEH,
[IpeLyCMOTPEHHBIX HacToAIel JOKHOCTHOH MHCTpYKIHEH HeCeT OTBETCTBEHHOCTH - B Tpeaciax.
onpejie/ieHHBIX  ACHCTBYIOLIHM TPYAOBBIM, aJIMHHUCTPATUBHBIM, rpakIaHCKuM  H yroJIOBHBIM
3aKOHOIATENBCTBOM Pecny6mku Kazaxcrai.

4.12.3a npaBOHApyLICHHA, COBEpLICHHBIC B npouecce cpoeli fJeATenpHOCTH — B npeaenax,
yCTaHOBJICHHBIX NeiiCTBYIOLIMM a/MHHUCTPATUBHBIM, TPYJOBBIM, TPAKIAHCKHM M YroJOBHBIM
saxononarenscTBoM PK.

4.13.3a npHUHHCHHC MaTepHalIbHOro ymepba — B npeaciax, onpeae/ieHHbIX NeliCTBYIOIIAM TPYAOBbIM,
rpaXKIaHCKHM, A[MHHACTPATHBHBIM 1 yTOJIOBHBIM saxonoaareasersoM PK.
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5.JIMCT perucTpalHu H3MeHeHHil

®UO nuna, BHeCLIEro
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