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J0JI2KHOCTHOM perjiaMeHT
IJIABHOIO0 CIIEHAJMCTA-IKCIEPTa 0TAe]a (PMHAHCOBOIO M 0011ero odecnevyeHust
MesxkpernonajpbHou nHcnekunu @enepajbHOM HAJIOTOBOM CIIYKOBI
no LenrpanbHomy (penepanbHOMY OKPYTyY

|. O0mme noso:xKeHuUs1

1. JIOIKHOCTh  (peiepanbHOM  TOCYJApCTBEHHOM TI'paXkIaHCKOM ciy:kObl (mamee —
rpaXkJaaHcKash CiIyk0a) TIJIaBHOIO CIEUMaJUCTa-dKcIepTa OTAena (UHAHCOBOIO U OOLIero
obecrnieueHnss MexpernoHanbHON HHCTIEKINN DenepanbHoi HAaJIoroBon CirykO0b1 mo LleHTpansHoMy
deneparbHOMY OKpYyTY (anmee — CHEIMaIMCT OTAENa) OTHOCUTCS K CTapIIed TpyIIe JTOJDKHOCTEH
TPaXTAHCKOU CITYKOBI KATETOPUH «CIICLIUATHCTBD.

Peructpammonnsiii HOMEp (KOHI) MOJDKHOCTH B COOTBETCTBHHM C PeecTpoM mOmKHOCTEH
(denepanbHON TOCYIApPCTBEHHOW TPakKIaHCKOW CIy>KOBI, YTBEepKIEeHHbIM Yka3zom [Ipesumenta
Poccuiickoit ®@eneparuu ot 31.12.2005 Ne 1574 «O Peectpe nomxHoOcTed (penepanbHOR
rOCyJapCTBEHHOU TPakJaHCKON CITy>KObI», - 11-3-4-086.

2. O6nacTh npodecCHOHAIBHOW CITY)KeOHOHN NEeSITCIBPHOCTH CICIHHMAIUCT oTAeha. BemeHnue
JIEJIONPOU3BO/ICTBA U APXUBHOTO JieJia Ha TOCYIapCTBEHHOM IPaXKIaHCKOM ciryx0e.

3. Bug mpodeccronanbHoOl Ccny:KeOHOW IEATeNTbHOCTH CIEIUAUCT OTnena: Benenue
JIEJIONPOU3BO/ICTBA U APXUBHOTO Jielia Ha TOCYIapCTBEHHOM IPaXKIaHCKOH ciryx0e.

4. HazHaueHue Ha JOJDKHOCTh W OCBOOOXKJIEHHE OT JOJDKHOCTH CIELHUAIMCT OTAena
OCYIIECTBIISIIOTCS. Ha4alIbHUKOM MexpernoHanpbHoil nncnekunu denepanbHoil HAIOTOBOM CIIy»KObI
no LlentpanbHoMy (enepaibHOMY OKpYTY (fajiee - MHCIEKIHs).

5. KOHCyJIbTaHT oT/1e1a HEMOCPEACTBEHHO MOAUYNHAETCS HAaYaJIbHUKY OT/eNa.

1. KBanudukanuonHblie TpedOBaAHUA
JJIS 3aMelIeHUs 0JIKHOCTH IPAXKIAHCKON CIIyKObI

6. lns 3amemeHuss AOMKHOCTH KOHCYJIBTAaHT oOTHElda YCTAaHABIMBAIOTCS —CIECAYIOIINC
KBaJIM(DUKAITMOHHBIE TPEOOBAHHS.

6.1. Hanmuue BhIciero oOpa3oBaHus.

6.2. be3 npeabsaBaeHNUs TPEOOBAHUS K CTAXKY.

6.3. Hannume 6a30BBIX 3HAHUI: TOCYyIapCTBEHHOTO si3bika Poccuiickoit denepamnmu (pycckoro
s3bika); ocHoB Koncturyuu Poccuiickoit denepaunn, denepanbaoro 3akoHa ot 27 mas 2003 r. Ne
58-d3 «O cucreme rocynapcTBeHHOM ciryxk0b1 Poccuiickoit denepaunny», OegepaabHOro 3aKkoHa OT
27 urons 2004 r. Ne 79-03 «O rocynapcTBeHHOU rpakaaHckoil ciry:k6e Poccuiickoit denepanuny,
®enepanbHoro 3akona ot 25 nexabpst 2008 r. Ne 273-®3 «O mpoTHBOJAEHCTBUU KOPPYIIIUN;
3HaHU# B 061aCTH HHPOPMAITMOHHO-KOMMYHHUKAITIOHHBIX TEXHOJIOTUH.

6.4. Hannane npodeccrnoHanbHBIX 3HAHHHA:

6.4.1. B cdepe 3akonomarennctBa Poccuiickoit ®enmeparnuu: HamoroBeiii Komekc
Poccuiickoit @enepannn; bromxkernsii kogeke Poccuiickon @enepanuu; TpyaoBon Kogeke
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Poccuiickoit @enepanuu; OeaepanbHblii KOHCTUTYIHOHHBIN 3ak0oH OT 25.12.2000 Ne 2-®K3 "O
IN'ocynapctBennoM rep6e Poccuiickoit denepanun"; @enepanbubiii 3akoH oT 27.07.2006 Ne 149-
®3 "O6 wunbopmanuu, HWHPOPMALMOHHBIX TEXHOJOTUSIX W O 3ammre uHbopmauuun';
®Denepanbublil 3aK0H 0T 22.10.2004 Ne 125-®3 "O6 apxuBHOM aene B Poccuiickoit @enepanun';
Oenepanbapiii 3ak0oH 0T 09.02.2009 Ne 8-®d3 "OO obecneueHWH AOCTyma K WHpopMamuu o
NEATETbHOCTH  TOCYJApCTBEHHBIX OpPraHOB M OpPraHOB  MECTHOIO  CaMOYIIpPaBJICHHS'";
®enepanbublil 3ak0H 0T 02.05.2006 Ne 59-03 "O nopsiake paccMOTpeHus 0OpalieHuil rpakaaH
Poccuiickoit @enepaunn'; 3akoH Poccuiickoit ®@enepanuu ot 21.03.1991 r. Ne 943-1 "O
HaJoroBeix opranax Poccutickoit @enepaunn'; Ykas [Ipesuaenrta Poccutickoit @enepannu ot 22
noHs 2016 . Ne 293 «Bomnpocel denepanpbHOro apXWBHOIO areHTCTBa»;Yka3 IIpesmpenta
Poccuiickoit ®enepaunn ot 06.03.1997 Ne 188 "OO yrBepxaenun Ilepeuns cBeneHui
KOH(DHICHIIMAIBHOTO XapakTepa'; nmpuka3 MuHKyIbTYypel Poccuu ot 31 mapra 2010 r. Ne 558
«O0 ytBepxkaeHuu llepeuHst TUMOBBIX YIPaBICHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIOIUXCs
B Ipoliecce JEeATENbHOCTU T'OCYAApCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIpaBJICHUS U
OopraHu3aluii, ¢ yKa3aHHEM CpPOKOB XpaHEeHUus»; nocraHoBieHue [IpaBurenbctBa Poccuiickoii
Oeneparmn - ot 15.06.2009 Ne 477 "OO6 yrBepxkaeHun IlpaBun aenonpou3BojicTBa B
(dbenepanbHBIX OpraHax MCHOJHUTENIBHON BiacTu"; mocranoBienue IlpaBurenscTBa Poccutickoit
Oepeparn - ot 22.09.2009 Ne 754 "O6 yrBepxaeHuu llomokeHuss o cucreme
MEXBEJJOMCTBEHHOTO 3JIEKTPOHHOTO JTIOKyMEHTooOopoTa"; moctaHoBienue [IpaBurenbcTBa
Poccuiickoit ®enepannm ot 30.09.2004 Ne 506 "O6 yrBepxkaeHuu Ilonoxenus o deaepanbHON
HanoroBoi ciyx6e"; IlocranoBnenue IIpaBurensctBa Poccuiickoit @enepannu ot 27.12.1995 Ne
1268 "OO6 ynopsimoueHUN U3rOTOBJICHUS, UCIIOJIb30BAHMSI, XPAHCHUS U YHUUYTOXKEHUS MedaTe u
O0nmaHkoB c BocmpousBeneHueM [ ocymapctBeHHoro repba Poccwuiickoit @eneparuu'; Ilpukas
PocapxuBa ot 20.12.2019 Ne 236 "OG6 yrtBepxkaeHuu llepeuHs THUIMOBBIX YHPaBIEHYECKUX
apXUBHBIX JIOKYMEHTOB, 00pa3ylOIIMUXCSl B MPOILECCE AEATENbHOCTH T'OCYIapCTBEHHBIX OPraHoB,
OpraHoB MECTHOI'O CAaMOYIPAaBIE€HUS M OpraHu3alvii, C yKa3aHHEM CpPOKOB HMX XpaHEHHud';
[Tpukaz Munkynetypsl Poccun ot 31.03.2015 Ne 526 "OO yTBep>KIeHUU TPABWII OPraHU3AIUU
XpaHEHUs, KOMIUJIEKTOBAaHUS, Y4e€Ta M MCHOJIb30BaHUS JIOKYMEHTOB ApXuBHOro (oHaa
Poccuiickoit denepanuu U Apyrux apXUBHBIX JTOKYMEHTOB B OpraHax roCcyJapCTBEHHOM BJIACTH,
opraHax MECTHOrO0 caMoympaBieHuss u opranuzanusx'; I[lpukaz Mwunkomcsizu Poccuu ot
31.07.2014 Ne 234 "O6 ytBepxaenuu [IpaBun okazanust ycayr noytoBoi cszu'; Ilpukaz ®HC
Poccun ot 17.02.2014 Ne MMB-7-7/53@ "OG ytBepxkaenuun Pernmamentra ®enepanbHoit
Hanoroor ciyx0b1"; IIpukaz ®HC Poccun ot 25.07.2011 Noe MMB-7-10/463@ "OO6 oOmeHe
nokymeHtamu B cucteme DexepanbHoil HamoroBod ciyxObl'"; Ilpukaz ®HC Poccum ot
21.07.2011 Ne MMB-7-10/459@ "OO6 yrtBepxknenun Ilopsaka oOMeHa JIOKyMEHTaMH,
coaepxaimuMu KoHpuaeHuansayo nadpopmanuio”; Pacnopsokenne ®HC Poceun ot 04.02.2020
Ne 16@ "OO ormpaBke JOKYMEHTOB Ha OyMaKHOM HOCHTENE, OOpa3yIoLIMXCs B IpoOIEcce
nestensHOCTH DenepanbHoi HamoroBoil cimyxObr"; Ilpukaz ®DI'VII "llouta Poccun" ot
07.03.2019 Ne 98-nm "OO6 yrBepxknaenuu Ilopsnka mnpuemMa © Bpy4YEHUS BHYTPEHHUX
PErUCTPUPYEMBIX ITOUYTOBBIX OTIPABICHUN".

Crnenanuct oTAena JOJDKEH 3HAaTh MHbIE HOPMATUBHBIE MPABOBBIE aKThl M CIY)XKEOHbIE
JOKYMEHTBI, PETYJIUPYIOIINE BOMPOCH, CBI3aHHBIE C 00JaCThIO U BUIOM €ro npoecCuoHaIbHON
CITy’)K€OHOM JeATeTHHOCTH.

6.4.2. Unbie mpodeccruoHanbHble 3HaHWA: 3HaHWE VMHCTpYKIMU TO AETONPOU3BOJICTBY B
denepanbHON HAJIOTOBOM CITyKOe.

6.5. Hanmuune ¢GyHKUMOHANBHBIX 3HAHMMA: LEHTPAJIM30BaHHAs W CMeIllaHHas (OpPMBbI
BEJICHUS JIEJIONPOU3BOJICTBA; CUCTEMA B3aUMOJCIHCTBUS B PAMKax BHYTPUBEIOMCTBEHHOIO M
MEXBEJOMCTBEHHOI'O 3JIEKTPOHHOI'0 IOKYMEHTOO00pOTa; COCTaB yNPABIEHYECKUX JOKYMEHTOB;
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obmme TpeboBaHUS K O(QOPMIEHHIO JOKYMEHTOB; ()OPMHUPOBAHUE IOKYMEHTaIbHOTO (OHIA
OpraHH3aIuu.

6.6. Hamuume 0a30BBIX yYMEHHWI: MBICIHTh CHCTEMHO (CTpaTeTWYECKH); IUIAHUPOBATH,
paIMoOHAIBHO WCIOIB30BaTh CIY)KEOHOE BpeMsi M JOCTUTATh Pe3yiabTaTa, KOMMYHHKAI[MOHHBIC
YMEHHUSI, YMEHUS YIPABISATh U3MEHEHUSAMH.

6.7. Hanmuune mnpodeccroHanbHBIX YMEHUMN: BeACHHE JCJIONPOM3BOJICTBA B OpraHax
VCIIOJTHUTENBHOU BIIACTH.

6.8. Hannune GyHKIIMOHANBHBIX YMEHHH: MpueM, ydeT, o0paboTka W perucrpaius
KOPPECIOH/ICHIINY, KOMILJIEKTOBAaHUE, XpaHEHUE, YUET U HUCII0JIb30BAaHUE apXUBHBIX IOKYMEHTOB,
BbIlada ApXUBHBIX CIIPABOK, COCTABJICHHWE HOMEHKJIATYPbl Jell; y4eT U PETUCTpanus
HOPMaTHBHBIX NPABOBBIX aKTOB; O(QOPMIIEHHUE PEKBU3UTOB ITOKYMEHTOB, BEJCHHE Tele()OHHBIX
pa3roBOpOB, BIAJCHHE METOJIMKOW aHallu3a COCTOSHUS pabOThl APXHMBHBIX YUPEKACHUN U
(denepanbHBIX OPTaHOB UCHOJHUTEIBHON BJIACTH MO KOMIUIEKTOBAHUIO M JIOKYMEHTAIIHOHHOMY
oOecreyeHHIo YIpaBiIeH!s; BEICHUE LIEHTPAIN30BaHHOTO rOCYJapCTBEHHOTO yueTa JOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoit @enepannu, HaXOASIIIUXCS HA BpDEMEHHOM XpaHEHUU B OpTraHax
U OpraHu3alusix, BBICTYNAIONIMX B KAadyeCTBE MCTOYHMKOB KOMIUIEKTOBAHMS (eaepaibHbIX
rOCY/IapCTBEHHBIX apXHMBOB, IOCYJapCTBEHHBIX apXUBOB cyOBekToB Poccuiickoii ®denepannu,
MYHHILIUTIATBHBIX apXHBOB, a TAK)KE HAXOJIIIMXCS Ha JETO3UTAPHOM XpaHEHHH B (eaepanbHbBIX
OpraHax UCHOJHUTEIbHON BIACTH U OpPTaHU3AIMSIX.

111. JosskHOCTHBIE 00S13aHHOCTH, IPABA U OTBETCTBEHHOCTH

7. OcHOBHBIE MpaBa U O053aHHOCTH CIELUAIMCTA OTHENA, a TAKXKe 3arpeThl U TpeOoBaHUS,
CBSI3aHHbBIE C TPAXKIAHCKOU CIYX OOH, KOTOpPBIE YCTAaHOBJIEHBI B €r0 OTHOIIEHHUHU, MPEILyCMOTPEHBI
cratbsimu 14, 15, 16, 17, 18, 19, 20, 20.1 deaepanpHoro 3akona ot 27.07.2004 Ne 79-d3 «O
rOCy/IapCTBEHHOM IPpaKIaHCKOM cimyk0e Poccuiickont Demeparum.

8. B memsix peanuzanmu 3ana4 v PyHKIHIA, BO3JI0KEHHBIX Ha MHCTIEKITNIO, CIICIIUAMCT OT/Iea
00s13aH:

oOecreynBaTh Ka4eCTBEHHOE W CBOEBPEMEHHOE BBINOJIHEHHE MOPYYEHHH HayalbHHUKA
VHCIIEKIIMHY, 3aMECTUTENEH HaYaJIbHUKA NHCIIEKIUH U HadaJbHUKA OT/ENA;

BECTHU B YCTAaHOBIIGHHOM TIOPSJKE JIEJIONPOM3BOACTBO, O0OECIeUnBaTh XpaHEHHE U
repeiady B apXvB JIOKYMEHTOB OT/IEIA;

obecrneunBaTh COXPAHHOCTD CIY>)KEOHOTO YIOCTOBEPEHUS;

coOrojaTh YCTAaHOBJICHHbIE B WHCIEKIMU MpaBUiIa CIYKEOHOrO pacropsiika, HOPMBbI
OXpaHbl TPyAa, TEXHUKNA O€30MaCHOCTH U TMPOTUBOTIOKAPHON 3aIUTHI,

oOecreynBaTh COONIOCHHE HAJOTOBOM M OXPaHsIEMOW 3aKOHOM TailHbl B COOTBETCTBUU C
HanoroBeiM kojekcoM, ¢enepaibHBIMU 3aKOHAMH W WHBIMH HOPMATHBHBIMHU TPaBOBBIMHU
aKTaMu;

OCYILECTBJICHUE IPUEMa BXOAALIEH M HCXOAALICH KOPPECIOHIACHLHH, €€ IEPBUYHYIO
00paboTKy, CHCTEMATU3AIUIO U PETUCTPALIHIO;

MOArOTOBKA K  OTIPaBKE JOKYMEHTOB IOYTOBOM  CBSI3bIO WJIM  HApOYHBIM,
KOHBEPTHUPOBAHUE OTIIPABIICHUM;

COCTaBJICHUE CHHCKOB TMOYTOBBIX oOTHpaBieHuid mo ¢opme 103-¢p ¢ wucnonpzoBaHueM
nakeTa NpukiIagHbix nporpamm "[lapTuonHast mourta" winM JIuyHOro kabuHerta Ha caiite OI'VII
"TToura Poccun";

COCTaBJICHUE OIMCEN U PEECTPOB BXOAIIEH U UCXOASIIEN KOPPECIIOHICHIINH;

paboTta co cpeacTBaMU 3JIEKTPOHHO-IU(PPOBON MOANUCU NMPU PETUCTPAIMM M OTIPaBKE
nokymeHTtoB ¢ OLII mo snexTpoHHO moute, ¢ cobmoaeHneM MHCTpykuuu Juisi orepaTopa
3JIEKTPOHHOW MOYTBHIL;



OCYIIECTBIICHUE KOHTPOJISI MCIOIHEHUS U O(DOpMIIEHUS JOKYMEHTOB B YCTAHOBJICHHBIE
CpOKH, 000011IeHHE CBEICHU O XOJ€ U pe3ybTaTaxX UCIOIHEHUS JOKYMEHTOB, CUCTEMATHIYECKOE
MH(QOPMUPOBAHUE HAYAJIbHUKA WHCIEKIHUH, €r0 3aMECTUTENeH U HayalbHUKOB CTPYKTYPHBIX
noApazzaeneHuii Tucnekuu no BonpocaM UCTIOTHUTEILCKOW TUCIUILIUHBL

BEJICHUE IMPOTOKOJIOB OMNEPATUBHBIX COBEIIAHWIN HayallbHUKA WHCIEKIMH, KOHTPOJb 3a
UCTIOJTHEHUEM TIPOTOKOJIbHBIX MOPYUYCHHIA;

oOecrieueHne orepaTuBHOM Tene(OHHON CBSI3U HayadbHUKA MHCIIEKIIUU C aDOHEHTaMHU.

oOecrieyeHre  pabouero MecTa  HayallbHUKa  HWHCHEKIUU KaHLIETSIPCKUMU
NPUHA]JICKHOCTSIMU, IEPUOANYECKON TIeYaThio;

MOATOTOBKA MPEITIOKEHUH 10 coBepiieHcTBOBaHUI0 CO/;

opranuzaiusi pa0oThl apxuBa WHCHEKIMH B COOTBETCTBUHU C 3aKOHOAATEIHCTBOM
Poccuiickoit ®enepauu no apXxuBHOMY eIy, NMpaBUIaMHU, HHCTPYKIUSIMH U METOIMYECKUMU
pexomeHaanusiMu  DenepanbHOTO  apXMBHOTO areHTCTBa U [OCylapCTBEHHOTO apXuBa
Poccuiickoit @enepannu;

oOecreynBaeT pabOTy apxuBa YTIPABJICHUS B COOTBETCTBUU C TpeOoBaHUSAMU OCHOBHBIX
MpaBmJI pabOThI apXUBOB OPTraHU3AIINIA;

MIPUHUMAET Y OT/AEJIOB MHCTIEKINH Jiesia MOCTOSIHHOT0, BpeMeHHOro (cBbIiie 10 jeT) cpoka
XpaHEHUS U JieNia 10 JTUYHOMY COCTaBY IO OIHCSM JIEIT;

y4acTBYET B MPOBEJACHHUM IKCIEPTH3bI IEHHOCTH TOKYMEHTOB, OCYIIECTBIISIET KOMILIEKC
OpPTaHM3AIMOHHBIX W METOJWYECKUX MEPOIPHUSATUN M0 TMepenaye JOKYMEHTOB B apXuB Ha
MIOCTOSTHHOE XpaHEHHUE, 110 YHUYTOKEHUIO JOKYMEHTOB C UCTEKIIUM CPOKOM XPaHECHUS;

OpraHu3yeT paboTy IO COCTABJICHUIO CBOJHBIX OMHCEH JeN MOCTOSHHOTO, BPEMEHHOTO
(cBbiie 10 5et) cpoka XpaHeHUs U /el 110 JIMYHOMY cocTaBy MHCIIEKIIMU U YTBEPKACHUIO UX;

pa3pabaThIBaeT MPOESKTHI MPUKA30B O CO3/IaHUH IKCIIEPTHON KOMHUCCHH,

OpraHu3yeT MEPOMPUSITHS TI0O COCTABICHUIO U YTBEPXKACHHUIO TUTAHOB pabOThI IKCIIEPTHOM
Komuccuu, apxuBa Mucnekuuu. KonTponupyer u obecrnieunBaeT CBOEBPEMEHHOCTh U TOJHOTY
WCIIOJIHEHUS TIJIAHOB;

oopMIIIET MPOTOKOJIBI 3aCETAHUS IKCTIEPTHON KOMHCCHH,;

OCYIIECTBJIIET YUET IOKYMEHTOB B apXHMBE U BEJIET KHUTY yueTa MOCTYIIJICHUS U BHIOBITUS
JIOKYMEHTOB;

pa3paboTka HOMEHKIATYphl Jeia MHcneknuu, obecreueHne CUCTEMAaTU3allud U XPaHeHUS
ACT;

OCYLIECTBIICHHE Mpuema Jel OT CTPYKTYpHbIX mnoapasaeneHudt WHcnekuun B
COOTBETCTBUM C HOMEHKJIATypoW JieJ, mepeAada Jel U3 BEJIOMCTBEHHOTO apxXuBa Ha
rOCYJapCTBEHHOE XpPaHEHUE;

pa3zpaboTtka MHCTpyKIIMH MO JEI0NPOU3BOJICTBY;

opranm3aisi paboThl IO MPUEMY TPAKJIAH B TPHUEMHON HAYaJIbHUKA HHCIICKITUH;

OpraHu3aiusl 3alucu TPaXJaH Ha JIMYHBIA TMPUEeM K HAYaJIbHUKY HWHCIEKIUU U €ro
3aMECTHUTEISIM;

OpraHm3aIys U BeJCHUE prUeMa TpaXKIaH U MPEACTaBUTENECH OpraHu3aiuil (FOpUInIECKUX
TUI]), OOIIECTBEHHBIX OOBEAMHEHHWA B YAaCTH MPEAOCTaBICHUS HH(POPMAINUU O JEATEITHHOCTU
WHCIICKIINH;

PEIAKTUPOBAHNE U KOPPEKTUPOBKA COCTABJICHHBIX COTPYAHMKAMU MHCIEKIIMN MPOEKTOB
MMCeM, NPHUKA30B U PACHOPSHKEHUM 3a TMOANHUCHI0 HavyaibHUKA HWHCNEKIWH, B YaCTHOCTH:
yCTpaHEHUE JIOTUKOCMBICIOBBIX OIIMOOK B TEKCTe, oOOecrneyeHrue COOTBETCTBUS TEKCTa
JOKYMEHTa CTaHJgapTaMm O(]HIMAIBHO-/EJI0BOM MHCHbMEHHOW peYM, HCIpPABICHUE BCEX BHJIOB
SI3BIKOBBIX ONMIMOOK, TMPOBEPKA HATWYMs MPWIOKEHUH K TUChMaM M PacHOPSIUTEIbHBIM
JOKYMEHTaM, MOPSIAKOBOM HyMepalluu MPUWIOKEHUM, OCYILIECTBICHUE TPOBEPKU 110



IIEPBOUCTOYHUKAM MPABUIBHOCTH HAMMCAHUS MMEH M JOJHKHOCTEW JOJDKHOCTHBIX JIMI,
HAaVMEHOBAHUS OpraHU3alLUi, TEPMUHOB, CUMBOJIOB, €IMHULl U3MEPEHUS, YCIOBHBIX COKpPALLICHUN
1 obecrieueHre uX eIMHO00pa3usi B TEKCTE;

npueM, o0paboTKa M perucTpanus BXOASAMIEH M HCXOASAIIEH KOPPECIOHICHINH C
nomeTkoi «Jlis cimykebHOoro mons3oBanusy (Hanee — JACII-mokyMeHTHI);

OTIIpaBKa UCXOIAIINX JCII-nokymeHTOB c VCIIOJIb30BAaHUEM CPEICTB
KpunTorpapu4eckoi 3aliuThl HHPOpMaIUy;

paboTta co CpeacTBaMU SJIEKTPOHHO-IM(PPOBON MOAMUCU NMPU PETUCTPAIMU U OTIPABKE
JCII-10KyMEHTOB T10 3JIEKTPOHHOM MOYTE;

noArotoBka u odopmienue pesononuit no JCII-goxkymenTtam miis HadyaJlbHUKA
WHCIEKIUH, PACCBUIKA UX B CTPYKTYPHBIE TOAPA3ICIICHUS;

OCYILIECTBIICHUE KOHTPOJIA opopMIIeHUS JCII-nokymeHTOB CTPYKTYPHBIMU
noapasaeseHusasMu Mucnexkuuu;

COCTaBJICHUE ONKUcel U peecTpoB BXoadamux 1 ucxoasmmx JCII-nokymMeHTOB;

peructpanus, pazmaoxenue u nepegada JICII-nokymentoB pabotaukam NHcneknmm,

yueT u Bbiaua HeOymaxkubix Hocuteneit JICII-nokymentos (Flash-nakonurenu, chéMHbIC
KECTKHE IUCKU U APYTUe HOCUTEIN. );

BeneHue JKypHanma ydeTa W BblJaud HEOyMaXHBIX HOCUTeNed JOKyMeHToB "[lms
CITY’KeOHOTO TOJIh30BaHUA" .

9. B mensx WCHOJIHEHHS BO3JIOKEHHBIX JOJDKHOCTHBIX OOS3aHHOCTEW CHEIHMAINCT OTHEIN
MMEET MPaBo:

3afpaimmBaTh M IOJy4aTb B YCTAaHOBJIEHHOM MOpSAKE HEOOXOJUMBbIE MaTepHabl 110
BOIIPOCAM, OTHOCSIIIUMCS K KOMIIETEHIIMU OTJIENa;

3HAaKOMUTBCA C OT3bIBAMU O NPO(ECCHOHATBHON CIIy’)KEOHOM AEATENTbHOCTH U JIPYTUMHU
JOKYMEHTaMH J0 BHECEHHS WX B JIMYHOE JEJ0, C MaTepuajaMH JIMYHOTO JeNia, a TaKXke Ha
MPUOOIICHNE K TUYHOMY JIETY TUChbMEHHBIX O0OBSICHEHUH U IPYTHX JOKYMEHTOB M MAaTEPUAJIOB;

HAa 3aIUTY CBOMX NMEPCOHATBHBIX TAHHBIX;

Ha TpodecCHOHATIFHOE pa3BUTHE B TMOPSAKE, YCTAaHOBIEHHOM 3aKOHOIATEIECTBOM
Poccuiickoit enepanun.

10. CrienmanucT OTAeNa OCYIIECTBISET WHBIE TpaBa M HUCIHONHSIET HHBIE OOS3aHHOCTH,
MpeAYyCMOTPEHHBIE 3aKkoHoAarenbcTBOM Poccuiickoit ®denepanuu, Ilomoxenuem o denepanbHoi
HajoroBoi ciyxb6e, mnpukazamu (pacnopspkeHusmu) PHC Poccun ¥ MHBIMH HOPMAaTUBHBIMHU
MPaBOBBIMU AKTAMHU.

11. Ceumanuct oTaena 3a HEUCIIOJIHEHUE WM HEHAUIEXKAIee MCIOJHEHUE HOKHOCTHBIX
00s13aHHOCTEH MOXKET OBITh MPUBJICUYCH K OTBETCTBEHHOCTH B COOTBETCTBHH C 3aKOHOJIATEIIHCTBOM
Poccuiickoit @enepanun. Kpome Toro, criennanuct oTAena HECET OTBETCTBEHHOCTH!

3a HEKAueCTBEHHOE W HECBOCBPEMEHHOE BBIMIOJHCHHUE 3a]1ady, BO3JIOKEHHBIX Ha OTME,
3a/IaHMM, TPUKA30B, PACIHOPSDKEHUHM M YKA3aHUWA BBILIECTOSAIIUX B TNOPAJIKE IMOJYMHEHHOCTH
PYKOBOJUTEIIEH, 32 UCKITIOUYCHUEM HE3aKOHHBIX;

3a UMYILIECTBEHHBIN yI1ep0, MPUUMHEHHBIN 10 €r0 BUHE;

3a pasrijainieHue rocyJAapCTBEHHON M HajIoroBoW TailHbl, MHOW WMH(GOpPMALUU, CTABIIECH eMy
W3BECTHOM B CBSI3M C UCIIOJIHEHUEM JOKHOCTHBIX 0053aHHOCTEH;

3a HECOOJIOJCHHE OTrPaHWYCHHM, CBS3aHHBIX C MPOXOKICHHUEM TOCYIapCTBEHHOM
TPaXkIaHCKOW CITYKOBI;

3a HapyuieHne Kojekca 3TUKM M CIIy>)KeOHOTO MOBEACHUS TOCYAaPCTBEHHBIX TI'PakIaHCKUX
ciyxamux denepanbHO HATOTOBOM CITY)KOBI;

3a HecoOmoeHne (eaepanbHbIX 3aKOHOB M HOPMATHMBHBIX IPABOBBIX akTOB Poccuiickoit
®denepanyy, HOPMAaTUBHBIX NPABOBBIX akTOB MuHpuHa Poccuu, aktoB ®HC Poccun, UHcnekiuu,
MHBIX JOJDKHOCTHBIX 00S3aHHOCTEH, MPe1yCMOTPEHHBIX HACTOSAIINM PerimaMeHTOM B COOTBETCTBUU C



YTOJIOBHBIM,  QJMUHUCTPATUBHBIM,  TPaXKIAHCKUM  3aKOHOJATEIbCTBOM, a  TaKXKe
3aKOHOAATENHCTBOM O TPAXITAHCKOU CITykO0e.

V. IlepeyeHb BONPOCOB, N0 KOTOPHIM CHENUAJUCT 0T/1€JIa BIPaBe WK 0053aH
CaMOCTOSITEJIbHO MPUHUMATH YNPaBJieHYeCKHe U HHbIEe pelleHusl

12. TIpu ucrionHeHNH CIyKeOHBIX 00s13aHHOCTEH CIIEUAINCT OT/Aesa BIPaBE CAMOCTOSTENEHO
IPUHUMAThH PEIICHUS M0 BOMPOCAM, OTHOCAILIUMCS K JIeATEIbHOCTH OT/eNa B paMKax JOJKHOCTHOTO
periaMeHTa.

13. Tlpu ucnonHeHNH cIyKeOHBIX 0053aHHOCTEH CIIeUANUCT OTAeNa 0053aH CAaMOCTOSTENEHO
3afpamuBaTh B YCTAHOBICHHOM HOPSAKE OT MOApa3AefeHH HHCIIEKIINN MaTepuabl, HEOOX0AUMBbIE
JUTS PEIICHUS BOIIPOCOB, BXOSIINX B €70 KOMIIETEHIIUIO.

V. IlepedyeHb BONMPOCOB, 0 KOTOPBIM CHEIHAIHUCT OT/Ae/Ia BIPaBe N 00s13aH
y4acTBOBAThH MPH MOATOTOBKE MPOEKTOB HOPMATHBHBIX MPABOBBIX AKTOB W (HJIN) MPOEKTOB
ylpaBJjieHYeCKHX U UHbIX peleHuii

14. Cnenuanuct otaena B npeaennax GyHKIMOHAILHOW KOMIIETCHIIMY BIIpaBE y4acTBOBATh B
MOATOTOBKE (OOCYXKIACHHHM) HOPMATHBHBIX aKTOB M (MJM) TPOCKTOB YIPABICHYCCKUX M HWHBIX
pelIeHW B  YacTH  METOIOJOTHYECKOro, HMH(POPMAIMOHHOTO  OOCCIICUEHUs  IMOATOTOBKH
COOTBETCTBYIOIINX JJOKYMEHTOB M HHBIM BOIIPOCAM.

15. Crnenmanuct otaena B mpeaeiax (hyHKIIMOHAIBPHOW KOMIETEHIIMHA 0053aH y4acCTBOBATh B
MOATOTOBKE (00CYXIE€HNN) HOPMATHUBHBIX IPOEKTOB JOKYMEHTOB:

TIOJIOKEHUS 00 OTHETIE;

rpaduka OTIyCKOB IPakIaHCKHUX CITY)KAIlUX OTIENa,

MHBIX aKTOB IO MOPYYEHUIO pyKoBOACTBAa MHCTIEKIINH.

V1. Cpoku 1 nnpoueaypbl NOAr0TOBKH, PACCMOTPEHHS MPOEKTOB YIPABJIeHYECKHUX
U UHBIX pPelIeHUu, MOPSAJA0K COTJIACOBAHUSA U MPUHATHS JAHHBIX PellleHUH
16. B cOOTBETCTBHMH CO CBOMMH JOJDKHOCTHBIMHU OOSI3aHHOCTSAMH CIIELHAIHACT OTIEJIa
IIPUHUMAET PEUICHUS B CPOKH, YCTAHOBJICHHBIC 3aKOHOAATEIBHBIMA W WHBIMM HOPMAaTHBHBIMH
npaBoBbIMU akTamu Poccuiickon denepanum.

VII. Hopsaaok ciry:keO0HOro B3auMOIeiicTBUS

17. BzaumoneiicTBue  cnenmuanmucra otaena ¢ (GeAepalbHbIMH  TOCYAapCTBEHHBIMH
rpaxaanckumu  cayxkammmu - @HC  Poccun,  rocylnapCTBEHHBIMH — CIY)KAIlUMU — MHBIX
rOCy/IapCTBEHHBIX OPTraHOB, a TAKXKE C PYTUMU TpakJlaHaMU M OpraHU3alUsIMU CTPOUTCS B paMKax
JICJIOBBIX OTHOUICHHM Ha OCHOBE OOMIMX MPHUHIMIIOB CIY>KEOHOrO IMOBEJACHHUS TOCYIapCTBEHHBIX
CITyXalux, yTBepkaeHHbIX Yka3oMm [Ipesupenta Poccuiickoit deneparuu ot 12.08.2002 Ne 885
«O0 yTBEepX)ACHUHM OOIIWX TPUHIMIIOB CIIY’)KEOHOTO TIOBEIEHUS TOCYIAapCTBEHHBIX CITY)KAIUX»
(Cobpanme 3akonomarenbcTBa Poccuiickoit ®eneparu, 2002, Ne 33, cr. 3196; 2009, Ne 29, cr.
3658), TpeboBaHmil K Ciy)KeOHOMY TOBEJCHHUIO, YCTAHOBICHHBIX cTaThell 18 denepanbHOTrO 3aKoHA
ot 27.07.2004 Ne 79-®3 «O rocymapcTBeHHOW TpaxkmaHCKoW cirykOe Poccwmiickoit ®emeparumny,
Kogekca 3Tvku 1 ciry>ke0HOTO MOBEICHUS TOCYIaPCTBEHHBIX TPAKIAHCKHUX Ciryxamux deneparbHoi
HAJIOTOBOM CIIyKObI, yTBepkacHHOro npukazom ®HC Poccun ot 11.04.2011 Ne MMB-7-4/260@, a
TaKX€ B COOTBETCTBUU C MHBIMH HOPMAaTMBHBIMH NPAaBOBBIMH akTaMu Poccuiickoit Penepanuu u
npukazamu (pacnopspkenusmu) PHC Poccun.

VIII. IlepedyeHb rocyiapcTBeHHBIX YCJIYT, 0Ka3bIBA€MbIX IPAXKIAHAM M OPTraHU3ALUAM B
COOTBETCTBHMU € AIMUHUCTPATHBHBIM periiaMmeHToM PegepaabHON HAJOTOBOMH CIIYKObI



18. B cooTBeTCTBUM C 3aMelIaeMol JOKHOCTBIO UM B Ipejaenax (PYyHKIIMOHAIBbHOM KOMIIETEHIIUH,
CHELUAJIUCT OTJIEeJa HE OKA3bIBAET OCYIAPCTBEHHBIX YCIYT IPakJ1aHaM U OPraHU3aLUsIM.

IX. lloka3aTenu 3¢ GeKTUBHOCTH U Pe3yJIbTATHBHOCTH NPOGecCHOHATBHOM CIyKeOHOM
AeSITeJIbHOCTH

19. D¢ddexkTrBHOCTE M PE3YIABTATUBHOCTH MPO(PECCHOHATBHON CITy)KEOHOU NesATeNIbHOCTH
KoHcynbTaHT OT/€1a OLIEHUBAETCSI 110 CJIEYIOIIMM IT0Ka3aTeIsIM:

BBINOJIHAEMOMY 00beMy paboThl U HHTEHCUBHOCTH TPYJa, CIIOCOOHOCTH COXPAHATH BBHICOKYIO
paboTOCIOCOOHOCTh B AKCTPEMAIIBHBIX YCIOBUSIX, COOMIOCHHUIO CITYKEeOHOM NUCIUILINHEI,

CBOEBPEMEHHOCTH M ONIEPATUBHOCTH BBINOJIHEHUSI IOPYUECHHUI;

KAaueCTBY  BBIMIOJIHEHHON paloThl  (MOArOTOBKE JOKYMEHTOB B  COOTBETCTBUU  C
YCTaHOBIIEHHBIMU TPEOOBAHUSAMHM, TMOJHOMY W JIOTUYHOMY H3JIOKEHUIO MaTepuana, FOpUINYECKH
TPaMOTHOMY COCTaBJICHHUIO JOKYMEHTA, OTCYTCTBHIO CTUJIMCTHUECKUX M TPAMMATHUECKHUX OIITHOOK);

po(ecCHOHATBHON KOMIIETEHTHOCTH (3HAHUIO 3aKOHOJATENbHBIX W HMHBIX HOPMATHUBHBIX
MIPaBOBBIX AKTOB, LIMPOTE NPOPECCUOHATLHOTO KPYro3opa, yMEHUI0 padoTaTh ¢ JOKYMEHTaMu);

CIIOCOOHOCTM YETKO OPIraHMU30BbIBATH M IJIAHUPOBATH BBHINOJIHEHHE MOPYYEHHBIX 3aJlaHUM,
YMEHMIO pallMOHAJIBHO MCIOJIb30BaTh pabouee BpeMsl, pacCTaBIIATh IPUOPUTETHI;

TBOPUYECKOMY MOJXOJY K PELIEHUIO MOCTaBICHHBIX 3a/lad, aKTUBHOCTHM W HHUIIMATUBE B
OCBOEGHUU HOBBIX KOMIIBIOTEPHBIX M HH(OPMALMOHHBIX TEXHOJOTUH, CIOCOOHOCTH OBICTPO
aJIaTHUPOBATHCS K HOBBIM YCJIOBHSIM M TPEOOBaHUSAM;

OCO3HAHUIO OTBETCTBEHHOCTH 3a MOCJIEACTBUS CBOUX JEUCTBUM, TPUHUMAEMBIX PELICHUN.

HauanpHuk oTnena
(¢uHaHCOBOIO U O01IETr0 0OecreueHus M.B. Boikos



