J0/I2KHOCTHOM perjiaMeHT
CHEeNHATNCTA «CTapLIeiD> rPyNnbl J0JKHOCTEH 0T1e/Ia (PMHAHCOBOI0 U 0011ero odecrne4eHus
MexpernonajibHoii uHcneknun MenepaabHOH HATOTOBOM CIYKObI
no LenrpanbHomy (enepanbHOMY OKPYTy

. O01ue moJ10:KeHu A

1. lomwkHocTh  defepanbHOM  TOCYHApPCTBEHHOM TPaXXTaHCKOW  CIyKObl  (mamee —
TpakXJIaHCKash Cly)k0a) crmenuanucra otraena (QuHaHCOBOro ®  oOmero  obecriedyeHHs
MexpernonanpHoit  wHCHekiuu ~ DenepanbHOil  HaoroBo  cimykObl  mo  LleHTpansHOMY
(dbenepalbHOMY OKPYry OTHOCHUTCS K CTapiield Tpynmne JOJKHOCTEH TpakKTaHCKON CITy»KOBbI
KaTErOPHHU «CHEIUAUCTBI (ajiee — CHeHUANNCT CTapIIei TPYIIIbI).

Perucrpanmonsusiii HOMep (KOJ) JOJDKHOCTH B COOTBETCTBUU C PeecTpom noiKHOCTEH
(denepanbHO TOCYNapCTBEHHOM TIpa)KIaHCKOW CiIyKObl, yTBepKIeHHbIM YKa3oMm Ilpesuznenra
Poccuiickoit ®enepanuu ot 31.12.2005 Ne 1574 «O Peectpe nomkHocTel (enepanbHOi
rOCyIapCTBEHHOM IPaKIaHCKOM CITy>KObI», - 11-3-3-010.

2. O0macte TpohecCHOHANBHON CITY’)KCOHOH JEATeTLHOCTH CIICIHATUCTa CTapIleh
rpynmnsl orzaena: BeneHue nenonpoums3BOACTBA M ApXMBHOTO JieJla HAa TOCYJIAapCTBEHHOU
TpaXXIaHCKOM ciyx0e.

3. Bua mpodeccrnonanbHON CcIyKeOHOH MEATENPHOCTH CIENUANINCTA CTAPIIEH TPYIIIBI
otaena. BeneHue AenonpoU3BOJACTBA M apXMBHOIO JI€Jla HA TOCYJAPCTBEHHOW TI'Pa)KIaHCKOMN
ciTyxo0e.

4. Ha3znaueHue Ha JOJDKHOCTh M OCBOOOXKIEHHE OT JODKHOCTH CHEHHAIKNCTA CTaplliei
CPYNIIBL OTHENa OCYLIECTBISAIOTCS HAYalbHUKOM MexpernoHansHoM uHCnekuuun denepanbHoU
HaJo0roBo# ciyxO0bl o LlenTpansHoMy (denepanbHOMY OKpYTY (ajnee - UHCIIEKIIHS).

5. Cneunanucra crapiie Tpynmbl OTAela HEMOCPEICTBEHHO IMOMYMHSICTCS HAYaJbHHUKY
oTaena.

Il. KBanudukanuonubie TpedoBaHUSA
AJIs1 3aMellleHUs TOJKHOCTH TPaKIAHCKOM CITyKObI

6. st 3amemmenus gomwkHoctn Crienuanucra cTapiiel Tpynmbl OTAeNa yCTaHaBJINBAIOTCS
CIIeAyIouIre KBaTu(pUKAIMOHHBIE TPeOOBaHUSI.

6.1. Hannuwme BhIicIiero oOpa3oBaHMs.

6.2. be3 npeabsaBacHUs TPEOOBAHUS K CTAXKY.

6.3. Hammume O6a30BBIX 3HaHUU. rocygapcTBeHHOro s3plka Poccuiickoit ®enepaunn
(pycckoro s3bika); ocHoB Konctutynuu Poccuiickoit @enepanuu, OeaepaibHOro 3aKkoHa oT 27 Mast
2003 1. Ne 58-®3 «O cucreme rocynapcTBeHHOM ciy)0b1 Poccuiickoit denepanuny», DenepaabHOTO
3akoHa oT 27 urong 2004 r. Ne 79-03 «O rocyaapcTBeHHOM TpaxkaaHCKoW ciyx0e Poccuiickoit
Oenepanuny, denepanpbHoro 3axkoHa ot 25 nexadbps 2008 r. Ne 273-03 «O npoTUBOAECHCTBUU
KOPPYIIIUNY; 3HAHUH B 00J1aCTH WHPOPMAITMOHHO-KOMMYHHUKAITUOHHBIX TEXHOJIOTHA.

6.4. Hanunune npodeccrnoHanbHbIX 3HAHUM !

6.4.1. B cdepe 3akonomarenbctBa Poccuiickoit @enepauuu: Hanorossiii Koaekc
Poccuiickoni ®enepauny; bromxernein kogeke Poccuiickonn ®denepanuu; TpyaoBo KOAEKC
Poccuiickoit ®@enepanuu; @eaepaibHblii KOHCTUTYUHOHHBIN 3ak0H 0T 25.12.2000 Ne 2-®K3 "O
I'ocynapctBennoM repbe Poccuiickoit ®depepanmn"; denepanbhbiii 3akoH ot 27.07.2006
Ne 149-03 "O6 wmnbopmanmu, HHPOPMAIMOHHBIX TEXHOJOTHUSAX M O 3ammre wHpopmanuun'",
Oepnepanbublii 3akoH oT 22.10.2004 Ne 125-®3 "OO apxuBHOM Jnene B Poccuiickoii
Oenepanun"; denepanpHbii 3akoH oT 09.02.2009 Ne 8-®3 "OO6 obecrneueHWu A0CTyIa K
uHpOpMaMK O  JCSATEIBHOCTH TOCYIAapCTBEHHBIX OpPraHOB W  OPraHOB  MECTHOTO
camoynpasieHus"; ®enepanbubiii 3akoH 0T 02.05.2006 Ne 59-®3 "O mnopsiike paccMOTpeHUs
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obpamenuii rpaxxaan Poccutickoii @eneparuu'; 3akon Poccuiickoit deneparnuu ot 21.03.1991
r. Ne 943-1 "O nanoroBbix opranax Poccuiickoii @enepauun"; Yka3 Ilpesunenra Poccuiickoi
Oepnepanuu ot 06.03.1997 Ne 188 "OO0 yrBepxkaenun [lepeuns cBeneHnit KOHPUACHIIUATHEHOTO
xapaktepa'; nocraHoBieHnue IlpaButenbctBa Poccuiickoit @enepauun ot 15.06.2009 Ne 477
"O6 yrBepxkaenun [lpaBun nemonpou3BoAcTBa B ¢eAepalbHBIX OpraHax HCHOJHUTEIbHOU
BiacTu"; nocranoBinenue llpaBurenscrtBa Poccuiickoit ®enepamuu ot 22.09.2009 Ne 754 "O6
YTBEPKICHUU [Tonoxenus 0 cucreme MEXBEJOMCTBEHHOT'O AIIEKTPOHHOTO
nokymMeHToobopora"; moctanosieHue IlpaBurensctBa Poccuiickoit ®@enepanun ot 30.09.2004
Ne 506 "OO0 yrBepxnenun Ilonoxenus o denepanbHoit HaoroBoil ciyxkoe"; [locranoBnenue
[IpaButensctBa Poccuiickoit ®Pepeparuu ot 27.12.1995 Ne 1268 "OO6 ynopsigoueHUu
U3TOTOBJICHUS, MHCIOJB30BAHUS, XpaHEHUS M YHUUYTOXKEHUS Tmedared U OJaHKOB C
Bocmpon3BeneHreM ['ocynapctBeHHoro repoa Poccuiickoit ®enepanun"; I1pukas Pocapxusa ot
20.12.2019 Ne 236 "OO6 yrBepxaeHuM llepeyHss THUMOBBIX YNPABICHUYECKUX aPXUBHBIX
JIOKYMEHTOB, OOpa3yIOIINXCS B MPOIECCE AESITEIbHOCTH TOCYIApCTBEHHBIX OPraHOB, OPTraHOB
MECTHOTO CaMOYTPABIEHUS M OpraHU3alliii, C yKa3aHHeM CpokoB ux xpaHeHus'"; [lpukas
Munkynstypsl Poccum ot 31.03.2015 Ne 526 "OO yTBepkKA€HMM MpaBUI OpraHU3aLUU
XpaHEHHUs, KOMIUIEKTOBAHMS, y4ye€Ta W MCIOJIb30BaHUSA JOKYMEHTOB ApXHUBHOro (oHaa
Poccuiickoit @enepaiuu u Apyrux apXUBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOU BIIACTH,
opraHax MECTHOTo camoyrpaBieHuss u opranuzanusax'; [lpmka3 Mwunkomcsizu Poccun oT
31.07.2014 Ne 234 "OO ytBepxkaenuu [IpaBun okazanus yciayr nouroBoil csazu'; [Ipukaz ®HC
Poccun ot 17.02.2014 Ne MMB-7-7/53@ "OG6 yrtBepxknenuun Pernmamenta ®enepanbHoit
HanoroBoi ciyx0s1"; [Ipukaz ®HC Poccun ot 25.07.2011 Ne MMB-7-10/463@ "O06 obmene
nokymeHTamMu B cucteme DenepanbHoil HajoroBoil ciyxObl"; I[lpukaz ®HC Poccum or
21.07.2011 Ne MMB-7-10/459@ "OOG ytBepxaenuun Ilopsaka oOMeHa JOKyMEHTaMH,
colepxamuMu  KoHpuaeHmanbHyto wuHpopMmaruio"; Pacnopsokenne DHC  Poccum ot
04.02.2020 Ne 16(@ "OO6 otmpaBke JOKYMEHTOB Ha OyMa)KHOM HOCHUTENE, OOpa3yoIIUXCs B
npouecce AesTenbHOcTH PenepanbHoi HanoroBoil ciyxObl"; Ilpukaz ®I'VII "Iloura Poccun"
or 07.03.2019 Ne 98-m "OO6 yrBepxaennu Ilopsaka mpuema W BpYYCHHsS] BHYTPEHHUX
PETUCTPUPYEMBIX MOYTOBBIX OTHPABICHUI".

Creuuanucra crapuiei rpymnmnbl JOJDKEH 3HAThb MHblE HOPMATHBHBIE MPAaBOBBIE aKThl U
CIIy’)KeOHbIE JIOKYMEHTBI, PEryJHUPYIOIIME BOIPOCH], CBSI3aHHBIE C OOJIACTHIO W BUJOM €rO
podeCCHOHATBHOM CITYKEOHOM eI TCIIBHOCTH.

6.4.2. nple mpodeccroHanbHble 3HAHUS: 3HaHUE MHCTpyKIMU MO JEIONpOU3BOJICTBY B
®denepanbHON HATOTOBOU CiyXk0e.

6.5. Hanmune (QyHKIMOHANBHBIX 3HAHWN: IEHTPANIM30BaHHAs M CMeENIaHHas (OPMBI
BEJICHUS JIEJIONPOU3BOICTBA; CUCTEMA B3aMMOJCHCTBHUS B PaMKax BHYTPUBEIOMCTBEHHOI'O M
MEXBEJOMCTBEHHOTO  AJIEKTPOHHOTO  JIOKYMEHTOO00OpOTa; COCTaB  YIPaBJICHUECKHUX
JOKYMEHTOB;  oOmue  TpeboBaHMs K  O(QOPMIIEHHIO  JOKYMEHTOB;  (OpMHpOBaHUE
JOKYMEHTAJIBHOTO (DOH/1a OPraHU3aLINY.

6.6. Hanmune 06a30BBIX yMEHHWH: MBICIUTh CHCTEMHO (CTpPAaTerHuecKu); IUIAHUPOBATh,
palMOHANILHO MCIOJIB30BaTh CIY)KeOHOE BpeMsl U JOCTUTaTh pe3yjbTaTa, KOMMYHHUKAI[MOHHbIE
YMEHHUS, YMEHUS YIIPABIISATh U3MECHEHUSIMH.

6.7. Hanmmune mnpodecCHOHaNbHBIX YMEHUW: BEICHHE JAEJONPOU3BOJACTBA B OpraHax
WCTIOJIHUTEJIbHOW BJIACTH.

6.8. Hamnune QyHKIIMOHANBHBIX YMEHUW: TMpueM, ydeT, o0paboTKa W perucTpanus
KOPPECIOH/ICHLIUY, KOMIUIEKTOBAaHHME, XpaHEHHWE, YYET U UCIHOJb30BAHUE APXUBHBIX
JOKYMEHTOB, BblJaua apXMBHBIX CIpPABOK, COCTaBJICHUE HOMEHKJIATYpbl [ed; Yy4eT |
perucTpanusi HOpMaTUBHBIX MPABOBBIX aKTOB; O(hOpMIIEHHE PEKBU3UTOB JOKYMEHTOB, BEJACHHE
Tene(OHHBIX Pa3TOBOPOB.

I11. Jo2xkHOCTHBIE 00513aHHOCTH, IPABA M OTBETCTBEHHOCThH
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7. OcHoBHBIe mpaBa W oOs3aHHOcTH CHenuanucTa CTaplied Tpynbl OTAeNa, a TaKkKe
3ampeTbl U TpeOOBaHWUs, CBSI3aHHBIE C TPAXKAAHCKOH CIyxk00il, KOTOpbIE YCTAaHOBIEHBI B €ro
OTHOIICHHH, TIPEIyCMOTpeHbI cTtaThsimu 14, 15, 16, 17, 18, 19, 20, 20.1 denepanpHOro 3akoHa OT
27.07.2004 Ne 79-®3 «O rocynapCTBEHHOM IpakaaHCKoM ciyx)0e Poccuiickoit deneparimy.

8. B mensx peanuzanuu 3amad U QyHKUuH, Bo3nokeHHbIX Ha WHcnekiuio, Crnenuanucra
CTaplle TPYNIIbI OT/eNa 00s3aH:

OO0ecrneunBaTh KAaYECTBEHHOE M CBOEBPEMEHHOE BBINOJIHEHUE MOPYUYECHUN HayalIbHUKA
WHCIICKIMHY, 3aMECTUTENCH HaYaJIbHIKA WHCTICKIIMY U HayaJlbHUKA OTJIETa.

Bectu B yCTaHOBJIEHHOM TOpSAJIKE JI€JIONPOU3BOACTBO, OOECIeUMBaTh XPAHEHHE W
repeiady B apXuB IOKYMEHTOB OT/IENIA.

OOGecrneunBaTh COXPaHHOCTH CIIYKEOHOTO yIO0CTOBEPEHUS.

CobmtoiaTh yCTAaHOBJICHHBIE B MHCIIEKIIMHM IpaBuja CIyKEOHOTo pacmhopsiika, HOPMBI
OXpaHbl TPyAa, TEXHUKHA O€30MacHOCTH U MPOTUBOIOXKAPHOHN 3alUTHI.

OGecrneunBath COOMIO/ICHUE HAJTOTOBOM U OXPaHSEMOW 3aKOHOM TallHbI B COOTBETCTBHUH C
HanoroBeiM konekcoMm, ¢eaepaqbHbIMU 3aKOHAMH W WHBIMA HOPMATHUBHBIMHU TPABOBBIMU
aKTaMH.

OcyuiecTBieHUE NMpUEMa BXOIAIIECH W HUCXOIAIIEH KOPPECHOHICHIIMHU, €€ MNEPBUYHYIO
00paboTKy, CUCTEMAaTHU3AINIO U PETUCTPALIUIO.

[ToaroroBka K OTHpPAaBKE TOKYMEHTOB IIOYTOBOI CBSA3BIO UM HAPOUHBIM, KOHBEPTUPOBAHUE
OTITPABJICHUM.

CocTaBiieHHE CIUCKOB MOYTOBBIX OTIpaBieHuil mo ¢opme 103-¢ ¢ ucnonap3oBaHueM
nakeTa mpHUKIaaHbIX nporpamm "llapTronHas modura" win JMYHOTO KabuHeTa Ha caiite OI'YII
"Iloura Poccun".

CocraBiieHHE ONKUCEN U PEeCTPOB BXOSIIEH U UCXOASAIIEN KOPPECTIOHICHIINH.

PaGota co cpenctBamu 37EKTPOHHO-IUGPOBOM MOAMUCU MPU PETUCTPAIMA U OTIPABKE
nokymeHntoB ¢ OIIII mo »snexTpoHHOU mourte, ¢ cobmtoaeHueM WMHCTPYKIUMU I omeparopa
3JIEKTPOHHOM MOYTHI.

OcymiecTBiIeHHE KOHTPOJIS UCIOJHEHHS W O(QOPMIICHHS JIOKYMEHTOB B YCTaHOBJICHHBIC
cpoku, 0000IIeHne CBENEHUH O XOJe ¢ pe3ylbTarax WCIOJHEHUS JIOKYMEHTOB,
cUCTeMaTHueckoe HWH(POPMHUpOBaHHWE HayalbHUKA WHCHEKIMH, €ro 3aMeCTUTENed W
Ha4yaJIbHUKOB CTPYKTYPHBIX ToJpa3jaeleHnii MHCIeKIuu 1Mo BOMpOCaM HCIOTHUTEIHCKOM
JUCITUTLITUHBI.

Benenue npoTOKOJIOB ONEpPAaTUBHBIX COBEIIAHWN HaYaJbHUKA WHCIEKUHUHU, KOHTPOJb 3a
WCIIOJTHEHUEM MPOTOKOJIbHBIX TOPYUEHUMN

OOGecmeuenre onepaTUBHON TeaehOHHOM CBA3M HAaYaIbHUKA UHCTICKIIMK ¢ a0OHEHTaAMH.

O0ecrieuenue pabouero MecTa HaYaJIbHUKA MHCIIEKIIUU KaHIIEJISIPCKUMHU
MIPUHAJICKHOCTSIMU, IEPUOINYECKON MeUaThIO.

[ToaroroBka npeasioxKeHUH 1o coBepiieHcTBOBaHu0 CO/I.

Opranmzanust paboThl apxuBa HHCHEKIIMM B COOTBETCTBHH C 3aKOHOJIATEIbCTBOM
Poccuiickoir denepanuu no apXuBHOMY A€y, NPaBWJIAMHU, UHCTPYKUUAMU U METOAUYECKUMHU
pekomennanusimu  deneparbHOro AapXMBHOTO AareHTCTBa M ['ocygapcTBEHHOro apxuBa
Poccuiickont @enepanum.

Pa3paboTka HOMeHKIATyphl Aen MHcHekuu, obecreueHne CUCTEMAaTU3alui U XPAHCHHUSI
Jenl.

OcymiecTBiaeHue IMpueMa Jel  OT CTPYKTYpHbIX TnoapaszaeneHuit MHcnekuuu B
COOTBETCTBUM C HOMEHKJIATypOH JeJ, Iepenada Jell U3 BEJIOMCTBEHHOIO apXuBa Ha
roCyJapCTBEHHOE XPaHECHHUE.

Pa3zpaborka MHCTpyKIIMK IO 1€TOTPOU3BOICTRY.

Opranuzanus paboThl MO MPUEMY T'paXkJIaH B MPUEMHOMN HauaIbHUKA WHCIEKIIUH.



Opranuzanust 3amnycHu TpakJaH HA JIMYHBIM NPHUEM K HayaJlbHUKY HHCIEKUUU U €ro
3aMECTUTENSIM.

Opranuzanus 1 BeJIcHUE MTpUeMa rpak/iad U MpeCTaBUTENIe Opranu3aiuil (FOpUInIeCcKIX
JIUIT), OOIIECTBEHHBIX OOBEIMHEHUN B YACTH MpeNOoCTaBiIeHHs MHPOPMALUU O ACSITEIbHOCTH
VHCIEKIUU.

PenaktrpoBanue M KOpPPEKTUPOBKA COCTABICHHBIX COTpyAHUKaMU MHCIEKIHWH MPOEKTOB
[IACEM, NPUKA30B M PACIOPSHKEHMM 3a MOANMCHIO HadajdbHUKA HHCnEekuuu, B 4YaCTHOCTH:
yCTpaHEHUE JIOTUKOCMBICIOBBIX OIIMOOK B TEKCTE, OOecleueHue COOTBETCTBUS TEKCTa
JIOKYMEHTa CTaHjapTaMm O(UIMaIbHO-IEI0BON MHUCHMEHHON peuyd, UCIpPaBICHUE BCEX BHUJIOB
SI3BIKOBBIX OIIMOOK, MPOBEpPKA HAIUYWA NPWIOKEHUNW K MUChMaM M PacloOpsSIUTEIbHBIM
JOKYMEHTaM, [OPSAJKOBOW HyMEpaluW NPUIOKEHUN, OCYLIECTBICHUE IIPOBEPKUA IO
IIEPBOMCTOYHUKAM IIPABUJIBHOCTA HAIUCAHUS HUMEH U JOJDKHOCTEH JIOJDKHOCTHBIX JIWIL,
HAaUMEHOBAHUS OpraHu3alMid, TEPMHUHOB, CHUMBOJIOB, €IWHHUI[ HW3MEPEHHS, YCIOBHBIX
COKpaIlleHUu# U o0ecrieueHrne ux eIMHo00pas3us B TEKCTE.

[Ipuem, o00paboTka M perucTpamus BXOISAIICH W HCXOASIICH KOPPECIOHACHIIMH C
nomeTkon «Jlnis cimy>xebHoro nmons3oBanus» (nanee — JACII-mokymMeHThI).

OtmpaBka HUCXOIALINX JCII-nokyMeHTOB c UCIIOJIb30BAHUEM CPEICTB
KpUNTOrpapuIecKoi 3auThl HHPOPMAIUH.

PaGota co cpencTtBaMu 3eKTPOHHO-IIUGPOBON MOIIMUCH MPH PETUCTPAIUU U OTIIPABKE
JICII-n10KyMeHTOB MO 3JEKTPOHHOM MOYTE.

[TonrotroBka u odopmuenue pezomonuii no JCII-mokymeHntam sl HadalbHUKA
MHCIEKIINH, PACCBUIKA UX B CTPYKTYPHBIE MTOAPA3ICIICHUS

OcymectBiaenue  koHtpoiiss  odopmuienuss  JICII-moKkyMEeHTOB  CTPYKTYpHBIMU
noapaszaeseHussMu Mucnexkuum.

CocraBnenue onucen u peecTpoB BxoAsux U ucxoamux J{CIT-nokymMeHTOB.

Peructpanus, pazmuoxxenne u nepenaya JJCII-nokymentoB paborarkam MHcneknuu.

Yyer u Beimaua HeOymaxkHbix Hocuteneil JCII-moxymentoB (Flash-nakomurenn,
ChEMHBIE )KECTKHUE TUCKHU U APYTUe€ HOCUTEIIN. ).

Benenne Xypnana ydera W BblJaudm HEOYMakHBIX HocuTenell mokyMeHToB 'Jlis
CITY>Ke€OHOTO TTOJIh30BaHUS "

9. B nensx ucnosHEHUsT BO3JIOKEHHBIX JTOJDKHOCTHBIX 00s3aHHOCTEeH CrienpanucTa crapiieit
TPYMIIBI OTZIETA UMEET IIPABO:

3ampammBaTh W TOJy9aThb B YCTAHOBJICHHOM TMOPSAKE HEOOXOIWMBIE MaTepUaibl 110
BOTIPOCAM, OTHOCSIIIMMCS K KOMITETEHITUHU OT/IENa;

BHOCUTH PYKOBOJACTBY MHCHEKIIMHN NPEIIOKEHUS O MOOIIPEHUH TPAXKIAHCKHUX CIYXKaIIUX
OTJIeNa 3a YCIEIIHOE U I0OpPOCOBECTHOE UCIIOTHEHHE TOJKHOCTHBIX 003aHHOCTEH;

3HAKOMHUTBCS C OT3bIBAMHU O MPO(PECCHOHANBHON CIYKEOHOW AEATENbHOCTH M JPYTHMMH
JOKYMEHTaMHU JI0 BHECEHHMs] WX B JIMYHOE JeJI0, ¢ MaTepuajamMH JMYHOTO Jiela, a TakkKe Ha
IpUOOIIEHNE K JTUYHOMY JIeNTy MUCbMEHHBIX OOBSICHEHUH U JPYTUX JOKYMEHTOB U MaTepUasoB;

Ha 3alIUTy CBOMX MEPCOHATIBHBIX TaHHBIX;

Ha TmpodeccHoHANbHOE pa3BUTHE B TOPSAIKE, YCTAHOBIEHHOM 3aKOHOJATEIhCTBOM
Poccuiickont ®enepannu;

Ha yAaJEHHBIA NOCTYN K (emepanbHbIM WHPOPMAIMOHHBIM pecypcaM, COMPOBOKIAEMBIM
OKY «Hanor-Cepucy ®HC Poccuu, a Takke Ha YAICHHBIA JOCTyHn K 0azaM JaHHBIX
MOJIBEIOMCTBEHHBIX ~ HAJOrOBBIX OpPraHOB B  COOTBETCTBMM C [lopAakoM MOAKIIOYEHUS
MOJIb30BaTENeH K yCiayraM yAal€eHHOro JOCTyna K MH(POPMAIMOHHBIM pecypcaM (eaepanbHOTo U
MECTHOT'O YPOBHEH;

3HAKOMHUTBCS CO CBEJEHUSMHU, COCTaBIISIOIIMMHU TOCYAAPCTBEHHYIO TallHy, MPH HAIUYUU
0(popMIICHHOTO I0MyCKa K TOCYJapCTBEHHOH TaliHe.

10. Cnenmanuct crapuieil rpynmbl OTAeda OCYHIECTBISIET MHBbIE MpaBa M HUCIOJHSET HUHBIC
00s13aHHOCTH, TIPEIYCMOTPEHHbIE 3aKoHOAaTeNlbcTBOM Poccuiickoit ®enepanuu, [lonoxenuem o



®denepanbHOM HaJNIOroBoM ciyxk0e, mnpukazamu (pacnopsbkenusmu) OHC Poccun u uHBIMH
HOPMAaTUBHBIMH IPABOBBIMH AKTaMH.

11. Cneumanuct crapuieil rpynmbel  OTA€Na 3a HEUCHOJHEHUWE WIM HEHaJJlexallee
UCIIOJIHEHUE JIOJDKHOCTHBIX OOSI3aHHOCTEH MOXKET OBbITh NPUBICYEH K OTBETCTBEHHOCTH B
COOTBETCTBUU C 3aKOHOAATeNbCTBOM Poccuiickoit @enepaunn. Kpome Toro, cneuuanuct crapiieit
IPYIIIbI OTJIE]A HECET OTBETCTBEHHOCTD:

3a HEKAUYEeCTBEHHOE M HECBOEBPEMEHHOE BBINIOJIHEHHE 3a]a4, BO3JI0)KEHHBIX Ha OTHEd,
3a/IaHMi, TNPUKA30B, PACHOPSKEHMM M YKa3aHWM BBIIIECTOSLIIMX B MOPSAKE NOJAYUHEHHOCTH
PYKOBOJUTEIIEH, 32 UCKIIIOUEHUEM HE3aKOHHBIX;

32 UIMYILECTBEHHBIN yI1ep0, MPUUMHEHHBIN 10 €r0 BUHE;

3a pasriialieHue TOCyIapCTBEHHOW M HAJIOTOBOM TalHBI, MHOM WH(OpMAaIUU, CTaBIICH eMy
U3BECTHOM B CBSI3U C UCIIOJHEHUEM JIOJKHOCTHBIX 00SI3aHHOCTEN;

3a HECOONIOJIEHWE OrpaHWYEHUM, CBS3aHHBIX C MPOXOXKICHHEM TIOCYJapCTBEHHOU
TPaXXTAHCKOU CITYKOBI;

3a Hapymenue Kogekca 3THKM U CiIy’)keOHOTO MOBEACHUS TOCYAAPCTBEHHBIX T'PaKIAHCKUX
ciyxanux denepanbHON HAIOTOBOU CITYKOBI;

3a HecoOmoAcHUE (eaepalbHBIX 3aKOHOB M HOPMATHBHBIX IPABOBBIX aKTOB Poccuiickoi
®denepannu, HOPMATUBHBIX MPaBOBBIX akTOB MuHdpuHa Poccuu, akroB ®HC Poccun, Mucnekiumy,
UHBIX JIOJDKHOCTHBIX 00s13aHHOCTEH, MPEAYCMOTPEHHBIX HACTOSAIIMM PerinamMeHToM B COOTBETCTBUU
C  YrOJOBHBIM,  aJMUHUCTPATUBHBIM,  TPAXKIAHCKUM  3aKOHOJATEIbCTBOM, a  TaKKke
3aKOHOJATEIBCTBOM O I'Pa)JIaHCKOU CiIyk0e.

V. IlepeyeHb BONPOCOB, 10 KOTOPBIM CHEIHAJMCT CTAPILIei rPyNIbI 0TAe/1a BIpaBe Wid
00s13aH CaMOCTOATEJIbHO NIPUHUMATH yIIPaBJIeHYeCKHEe U HHbIe PelIeHu s

12. Tlpy MCHOTHEHUHM CIYXKEOHBIX OOS3aHHOCTEH CIEIUAINCT CTApIIeH TPYMIbl OTAeTa
BIIPABE CaMOCTOATENIBHO MPUHUMATH PELIEHUS 110 BOIIPOCaM, OTHOCAIIUMCS K IE€ATEIbHOCTU OTJeNa
B paMKax JOJDKHOCTHOT'O PETJIaMEHTa.

13. Ilpu MCHOTHEHUM CIIy>)KEOHBIX OO0S3aHHOCTEM CHEIHAIMCT CTapllield TpyIIbl OTAeNa
00s13aH CaMOCTOSITENIBHO 3alpalliBaTh B YCTAaHOBJICHHOM IOPSIKE OT MOApPa3/AeieHUl MHCIEKINUU
MaTepHabl, HEOOXOAUMBIE JUIsl pELIEHHs BOIIPOCOB, BXOISAIINX B €r0 KOMIIETEHIIHIO.

V. IlepedyeHb BONPOCOB, 10 KOTOPBIM CIEIHAJMCT CTAPIIeil rPyNIbI 0T/Ae/1a BIpaBe WiIn
00s13aH Y4acTBOBATh NIPH MOJATO0TOBKE MPOEKTOB HOPMATHBHBIX IPABOBBIX AKTOB H (MJIH)
NMPOEKTOB YNPaBJIeHYECKNX U MHBIX pelieHui

14. Cnenmanuct crapiieil Tpymmbsl OTaeia B mpeaenax (yHKIUOHAIBHOM KOMIETCHIIMH
BIIpaBE€ y4YacCTBOBAaTh B MOJTrOTOBKE (OOCYKJIEHWM) HOPMATUBHBIX aKTOB U (WJIM) TPOEKTOB
YIPaBIEHYECKUX U MHBIX PEUICHUI B 4aCTU METOA0JIOTHYECKOro, HHPOPMAIITMOHHOTO 00eCIICUeHUS
MOJAITOTOBKH COOTBETCTBYIOIIUX TOKYMEHTOB U MHBIM BOIIPOCAM.

15. Crmemmanuct crapiieid Tpymmbel OTIena B TpeaeiiaX (yHKIIMOHATLHOW KOMIETCHIIMH
00s13aH y4acTBOBAThH B MOATOTOBKE (0OCYKICHNN) HOPMATHUBHBIX IPOEKTOB JJOKYMEHTOB:

TOJIOKEHUS 00 OTHETIE;

rpaduka OTIyCKOB IpakIaHCKHUX CITY)KAIIUX OTIENa,

MHBIX aKTOB 10 MOPYYEHUIO pyKoBOACTBAa MHCTIEKIINH.

V1. Cpoku u npoueaypbl NOATOTOBKH, PACCMOTPEHHS MPOEKTOB YNPABJeHYECKUX U MHBIX
peLleHHii, TOPSIIOK COTIACOBAHMSA M NMPUHATHUS JAHHBIX peleHui

16. B cooTBeTCTBUU CO CBOMMH JOJDKHOCTHBIMH OOSI3aHHOCTSIMH CIICLHAIUCT CTapiiei
IpyHmbl OT/AENa NPUHMMAET PEIICHHUS B CPOKH, YCTAaHOBJIEHHBIE 3aKOHOJATEIBHBIMU U WHBIMU
HOpPMaTUBHBIMHU NPAaBOBBIMU akTamu Poccuiickoin denepanum.



VII. Ilopsaaok ciay:xeGHOr0 B3aUMO/1eiicTBUA

17. B3aumoneiicTBue  CHenuaimMcTa CTapimield Tpymnmbl  oTaena ¢ (eaepaabHbIMH
roCyJapCTBEHHBIMU Tpakaanckumu ciyxkamumu @HC Poccum, rocynapcTBEHHBIMU CITY>KAIlIUMH
WHBIX TOCYJIAPCTBEHHBIX OPTaHOB, a TAKXE C APYTHMMHU TPpaKJaHAMU U OPTaHU3ANMSIMU CTPOUTCS B
paMKax JeJOBBIX OTHOIICHHWH Ha OCHOBE OONIMX MPHUHIIUIIOB CIIYXEOHOTO ITOBEICHHS
TOCYJAapCTBEHHBIX CIIy>KallMX, YTBEPKACHHbIX YKa3zoM lIpesunenta Poccuiickonn denepamuu OT
12.08.2002 Ne 885 «OO06 yTBepkIE€HHMH OOIMMX TPHUHLIMIOB CIYKEOHOTO  IMOBEICHUS
rocyaapcTBeHHbIX ciyxamux» (Cobpanue 3akoHonatenscTBa Poccuiickoit @enepaunn, 2002, No
33, ct. 3196; 2009, Ne 29, ct. 3658), TpeOboBaHU K CIIy’)KEOHOMY TMOBEACHHIO, YCTAaHOBJICHHBIX
cratbeit 18 denepanbHoro 3akoHa ot 27.07.2004 Ne 79-®3 «O rocymapcTBEHHOW T'paKIaHCKOM
cnyx6e Poccuiickoit ®@eneparuny, Kogekca 3THKKM W CIy’)K€OHOTO TIOBEICHUS TOCYAApCTBEHHBIX
TpaXIaHCKUX ciyxamux DenepaqbHOW HAJIOTOBOM CIIyXObl, yTBepkKaeHHOro mnpukazom DOHC
Poccun ot 11.04.2011 Ne MMB-7-4/260@, a TakXe B COOTBETCTBHHM C HWHBIMH HOPMATHBHBIMH
paBOBEIMU akTamu Poccuiickoit @eneparuu u npukazamu (pacrnopstxeausmu) @HC Poccun.

VIII. [lepedyenb rocyaapcTBeHHBIX YCJIYT, OKa3bIBA€MbIX I'PAKIAHAM U OPraHU3AIUAM B
COOTBETCTBHU € AAMUHUCTPATUBHLIM perjiameHToM DeepaibHO HAJIOTOBOM CIIYKObI

18. B COOTBeTCTBMM C 3aMelIaeMOW JOJDKHOCThIO W B Mpeaenax (yHKIMOHAIBHON
KOMIIETCHIIMH, CIEHHUAUCT CTapIIed TPYIIbl OTAeNa HE OKa3bIBA€T TI'OCYJAPCTBEHHBIX YCIyT
rpakJIaHaM W OPTaHHU3AIHSIM.

IX. lloka3aTenu 3¢ peKTUBHOCTU U Pe3yJbTATUBHOCTH MPO(decCHOHAIBLHOM CIy:KeOHOi
AeATeIbHOCTH

19. D¢ddexkTUBHOCTD M PE3YyNBTATUBHOCTH MPO(ECCHOHANBHON CITy)KeOHOU e TeTbHOCTH
CHEIUaINCTa CTapUIei TPyYIIbI OTAeNa OLIEHUBAETCS 110 CIEAYIOIIUM MTOKa3aTeNsIM:

BBINOJIHAEMOMY 00BbEMY pPa0OTBl M MHTEHCHUBHOCTH TpyZJa, CIOCOOHOCTH COXPaHATH
BBICOKYI0 pa0OTOCIIOCOOHOCTb B  JKCTPEMAJIBHBIX  YCJIOBUSX, COOJIOACHUIO  CIYXKEOHOM
JUCLUIUINHBI;

CBOEBPEMEHHOCTH U ONIEPATUBHOCTH BBIITOJHEHUSI TOPYUCHHI;

KayecTBY BBINIOJIHEHHOW pPaboThl  (MOArOTOBKE JIOKYMEHTOB B  COOTBETCTBHHM C
YCTQHOBJICHHBIMU TPEOOBAHUSAMH, MOJHOMY M JIOTHYHOMY M3JIOKEHUIO MaTepualia, IOPHINYECKH
IPaMOTHOMY COCTABJICHHUIO JIOKYMEHTA, OTCYTCTBHIO CTHJINCTUYECKUX U TPaMMaTHYECKUX OINOO0K);

npodeccnoHaIbHOM KOMIETEHTHOCTH (3HAHMIO 3aKOHOAATEIbHBIX M HMHBIX HOPMATHBHBIX
MPABOBBIX aKTOB, HIMPOTE MPOPECCHOHATBLHOTO KPYTro30pa, YMEHHIO paboTaTh C JOKYMEHTaMHu);

CIIOCOOHOCTH YETKO OpPraHU30BBIBaTh M IJIAHUPOBATH BBIMOJHEHUE MOPYUYEHHBIX 3aJaHH,
YMEHHIO pallMOHAIBHO MCTOIb30BaTh pabouee BpeMsi, pacCTaBIISITh IPUOPUTETHI;

TBOPUECKOMY MOAXOAY K PEIICHHIO IMOCTABJICHHBIX 3a/lad, aKTUBHOCTH W MHUIIMATUBE B
OCBOCHMM HOBBIX KOMIIBIOTEPHBIX U HWH(POPMALMOHHBIX TEXHOJOTHH, CHOCOOHOCTH OBICTPO
aJanTUPOBATHCS K HOBBIM YCIIOBHUSIM M TPEOOBAHMSIM;

OCO3HAHUIO OTBETCTBEHHOCTH 3a MOCJICACTBUS CBOMX JICHCTBUH, TPUHUMAEMBIX PEIICHUH.\



