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JL015KHOCTHOM perjiaMeHT
IJIABHOTO CHEIHANIKCTA - dKcrepTa obmiero otaena Y ®HC Poccun mo Camapcekoii o6nactu

. O01ue mo10KeHus

1. JlomkxHOCTB benepanbHOU rOCyJIapCTBEHHOMN IpakJaHCKOH CITY>KOBI
(manee — rpakaaHCKas Coy»0a) rIIaBHOTO CICIHATUCTA - 3Kcnepra obmero otaena YOHC Poccun
no Camapckoil obiactu (fajgee — HauYaIbHUK OT/IENa) OTHOCHUTCS K CTapIlieil rpyrie JT0HKHOCTEH
TPaXKTAHCKOU CITY)KOBbI KATETOPUU «CIICIIHATTUCTHD.

Perucrpanuonnsiit Homep (ko) gomxHocTH — 11-1-3-060.

2. O0nacte npoQeccuOHATBHON CIYKEOHOM JesATeIbHOCTH IJIaBHOTO CIIELUalucTa -
JKCIIepTa OOLIEro OT/ENA: yIpaBIeHHe B chepe apXUBHOTO JieNa U JEeI0NPOU3BOACTBA.

3. Bun npodeccuoHanbHol city:keOHOM AesTenbHOCTH TJIaBHOTO CIEMaIicTa — 3KCIepra
of1ero oraena; 00ecneyeHne COXpaHHOCTH M TOCYJapCTBEHHBIN y4eT JOKYMEHTOB, OpraHH3aIis
UCIOJIb30BaHUS U MYOJUKALUM apXHUBHBIX JOKYMEHTOB, KOMIUIEKTOBaHHE U JOKYMEHTAllMOHHOE
oOecrieueHue yrnpaBIeHUS.

4. Ha3zHaueHue Ha JOJDKHOCTh M OCBOOOXKAEHHE OT JOJDKHOCTH TJABHOTO CIIELHUAIIUCTA -
sKcrepTa otaena ocymectisercs pykopoaurenem Y PHC Poccun no Camapckoit obiactu (nanee
- Ypasnenue).

5. I'maBHBIM CHENMAINCT - DKCIEPT OT/eNia HEMOCPEJACTBEHHO MOAYMHSCTCS HAdalbHUKY
oTaena.

1. KpaaudukannoHHble TpeGOBAHUA
AJIS1 3aMelleHUsl TOJKHOCTH TPAKAAHCKOM CIIyKObI

6. Jlns 3aMemieHus JOJDKHOCTH TJIABHOTO CHENHMAIMCTa - JKCIepra oOmero oraena
YCTaHaBJIMBAIOTCS CIEAYIOIINE TPeOOBaHMS.

6.1. Hanuuwme BoICIIEro oOpa3oBaHUs.

6.2. be3 mpeabsaBieHui TpeOOBaHUH K CTaXy

6.3. Haymmume 0a30BBIX 3HAHWI: 3HaHWE TOCYNApCTBEHHOTO si3bika Poccuiickoit denepannu
(pycckoro s3bika), ocHoB Konctutyimu Poccuiickoit denepariy, 3ak0HOIATENbCTBA O TPAXKIAHCKON
cinyx0e,  3aKOHOJATENbCTBA O  TNPOTHUBOAEHCTBUM  KOPPYNLIMH;  HHMOPMALMOHHO -
KOMMYHHUKAI[MOHHBIX TEXHOJIOTUH.

6.4. Hammune npodeccnoHa bHBIX 3HAHHMA:

6.4.1. B cdepe 3akoHomarensctBa Poccuiickoit deneparyu:

- ®enepanbHbIi 3aK0H OT 22 nekadpst 2004 r. N 125-D3 «O6 apxuBHoM aene B Poccuiickoit
Denepaununy;

- Menepanbublii 3ak0H Poccniickont ®enepanuum ot 27 wmrona 2006 r. N 152-03 «O
NIEPCOHAIBHBIX JaHHBIX»;

- ®enepanbHblii 3akoH Poccuiickoit ®depepanuu ot 6 ampens 2011 r. N 63-®d3 «O06
ANEKTPOHHOU MOJITUCHY;

- [locranoBnenue IlpaButenscrBa Poccuiickoit deneparuu ot 30 centsops 2004 r. N 506
«O06 yrBepxaenun [lonoxenus o degepanbHO HATOTOBOU CITyKOE»,
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- ®epepanpHoro 3akoHa Poccuiickoit ®@enepaunu ot 02.05.2006 Ne 59-03 «O mopsiake
paccMoTpenus oOpaiiennii rpakaan Poccuiickoit deneparum;

- @enepanpublii 3ak0H OT 25.12.2000 Ne 2-OK3 «O T'ocynapcrBenHoMm repbe Poccuiickoit
denepanuny;

- Oepepanbubiii 3akoH 9 depans 2009 r. N 8-@3 "OO6 obecmedeHuH AOCTyMa K
UH(POPMALIMU O AEATEIBHOCTU IOCY1apCTBEHHBIX OPraHOB M OPraHOB MECTHOT'O CaMOYIIpaBJIeHUs";

- Oenepanbublit 3akoH 0T 27.07.2006 Ne 149-03 «O6 wunpopmanmu, MHPOPMATUOHHBIX
TEXHOJIOTUSX U O 3aIlUTe UH(OpMALNY;

- Vka3 Ilpesunenta Poccuiickoit @enepamun ot 06.03.1997 Ne 188 «O6 yrBepxkaeHun
HepevHs CBeIeHUI KOH(UACHIMAIBHOTO XapaKTepay;

- Ilocranosnenue IlpaBurensctBa Poccuiickoit ®enepanuum ot 15.06.2009 Ne 477
«O6 yrBepxkaeHun IlpaBun nemomnpousBoicTBa B (pelepanbHbIX OpraHax HCIOJIHUTEIbHON
BJIACTHY;

- IlocranoBnenne IlpaButenscTtBa Poccmiickoit ®enepammu ot 03.11.1994 Ne 1233
«O6 yrBepxkaeHun [lomoxenuss o Topsake oOpamieHuss co ciaykeOHoW wuHpopmanmen
OTPaHUYEHHOTO pacnpocTpaHeHus B denepanbHbIX OpraHax UCIIOJIHUTEIbHON BIACTH;

- MeToauueckue peKOMEHIAUU IO pa3pabOTKe HHCTPYKUMH 10 JIEJIONPOU3BOJCTBY B
denepanbHBIX OpraHax MWCHOJHUTENbHOM BIIACTH, YTBEp)KACHHBIE mpuka3oM Pocapxusa
ot 23.12.2009 Ne 76.

- IlocranoBnenne IlpaBurensctBa Poccuiickoit ®enepammm ot 13.08.1997 Ne 1009 «O6
yTBep)KIeHUH IlpaBui MOArOTOBKM HOPMATHBHBIX INPaBOBBIX akTOB B (DenepaibHBIX OpraHax
HCIIOJIHUTCIILHOM BIIACTH;

- Vka3 Ilpesunenra Poccuiickoii Penepanuu ot 22 uwoHa 2016 1. N 293 «Bomnpocsl
®denepalibHOr0 apXUBHOT'O areHTCTBAY,

- npuka3 MunkynbTypsl Poccuiickoit ®@epeparmuu ot 18 suBaps 2007 r. N 19 "O6
yrBepxkaAeHun IlpaBusl opraHu3ali XpaHEHUs, KOMIUJIEKTOBaHMS, y4yeTa W HCIOJIb30BaHUS
JNOKyMeHTOB ApxuBHOro ¢onga Poccuiickoit denepanuu v JIpyrux apXUBHBIX JTOKYMEHTOB B
rOCY/IapCTBEHHBIX M MYHHUIMNAJbHBIX apXuBax, My3eix M OuOIMOTEeKaxX, OpraHu3alMsIX
Poccuiickoii akaniemun HayK'";

- ITpuxa3z MunkynaeTypsl Poccun ot 31 mapra 2015 r. N 526 «O06 yTBEep>KAEHUM IPAaBHI
OpraHM3alMy XpaHEHMs, KOMIUIEKTOBAaHUS, y4deTa M HCIOJIb30BaHUS JOKYMEHTOB ApXUBHOIO
¢onna Poccuiickoit denepanuy U Apyrux apXMBHBIX JIOKYMEHTOB B OpraHax rocyJapCTBEHHOMN
BJIACTH, OPraHAX MECTHOI'O CaMOYIPABJIEHUS U OPTaHU3ALUAX Y,

- OcHOBHBIE TIpaBUiia pabOTHI APXUBOB OpraHU3aIINM, 0J00peHbI pereHnem Komieruu
Pocapxwusa 06.02.2002;

- [Ipuxa3z MunkynsTypsl Poccun ot 25 aBrycra 2010 r. N 558 «OO0 yrBepxaenuu [lepeuns
TUIIOBBIX YINPaBJIEHYECKUX ApXMBHBIX JOKYMEHTOB, OOpa3ymOIIMXCs B Mpolecce AEATeIbHOCTU
rOCy/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIPABJICHHS W OpPraHU3alMi, C yKazaHHEeM
CPOKOB XpaHEHUs»;

- Ipukaz ®HC Poccum ot 15 depanst 2012 Ne MMB-7-10/88@ «O6 yTBepkIcHUU
[Tepeunss NOKyMEHTOB, oOpasymoomuxcs B JesTelnbHOCTH DeneparabHOM HAJOroBOHM ciayxObl, €&
TEPPUTOPHUAIBHBIX OPTaHOB U MOJIBEJOMCTBEHHBIX OpraHU3allui, C yKa3aHUEM CPOKOB XpaHeHus (B
penakiuu npukaza @HC Poccun ot 31.05.2012 Noe MMB-7-10/369@)»;

- ITpuxaz ®HC Poccun ot 25 utonsg 2011 Ne MMB-7-10/463@ «O0MeH nOKyMEHTamH B
cucreme ®HC Poccun (c yuerom u3MeHEHUI U JONOIHEHUH,BHeCeHHBIX npukazoM ®HC Poccun
ot 20.11.2014 Ne MMB-7-10/594@)»;

- [Ipuxaz ®HC Poccuu ot 01 urons 2014 Ne MMB-7-10/346(@, «O6 ytBepxkaenun TuroBoi
MHCTPYKIHUU IO JAETONPOU3BOACTBY B ynpaBieHun deaepaibHON HAJIOTOBON CITY»KOBI 110 CYyOBEKTY
Poccuiickoii denepariy ¥ B MEXXPETHOHAITBHOM HHCTIEKITMN DenepaabHON HAIOTOBOU CITY>KOBI»;

- MHCTpYKLIMS 1O IeNIONpOU3BOCTBY B YrpaBieHun denepanbHONH HAJIOTOBOM CITY>KOBI 110
Camapckoit obnactu, yrBepkaeHHas mnpukazom Ympasierus ot 07.11.2014 Ne 01-04/213@ (c
usMeHenussMu ot 05.12.2014 Ne 01-04/234(@, ot 30.03.2016 Ne 01-04/089@).
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- [Tpuka3 Ymopasnenus ot 18 despays 2010 Ne 01-07/013@ «O6 yrBepx)aenun Pernmamenra
BEJICHUS JENOMPON3BOACTBA IOJIb30BATENIIMU CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa B
VYrpasienuu - COJ[-Pernon)y;

- Ilpukaz ®HC Poccuu ot 18 mekadbps 2015 Ne MMB-8-17/65acn@ «O06 yTBepx)aeHUN
PernamenTta pabGoTel coTpyaHukoB HaimoroBbix opranoB ®HC Poccum ¢ umHbOpMaImoHHBIM
pecypcoM «JInunbIif KaOMHET HaJIOroMIaTeNbIINKA A1 GU3HUUECKUX JTUIDY;

- Ilpukaz ®HC Poccum ot 22 suBaps 2016 Ne MMB-7-10/25@ «0O06 odopmieHun u
OTIIpaBKe CIYXEOHBIX MUceM B cucteMe DeiepaibHON HAIOTOBOI CITYKOBI»;

- IIpukaz ®HC Poccun ot 21.07.2011 Ne MMB-7-10/459@ «O6 ytBepxkacuuu Ilopsaka
o0MeHa JOKYMEHTaMH, COJIepKaIluMHU KOH(DUACHINAIBHYIO0 HH(POPMAILIUION;

- [Ipuka3z ®HC Poccum ot 31.12.2009 No MMB-7-6/728@ «O0 yrBepkaenuu [lonoxenust
0 TOpsIKe oOpameHust co CIy)XeOHOH uH(OpMaluel OrpaHMYeHHOTO pPAacCHpPOCTPAHEHUS B
HAJIOTOBBIX OpraHaxy;

- [Ipukaz ®HC Poccuu ot 15.05.2014 Ne MMB-7-10/272@ «O6 yrBepxkaenun [TomoxeHust
0 TIOPSIIKE WM3TOTOBJICHUS, WCIONB30BAaHUS W XPAaHCHHS TeYaTeid M INTAMIIOB B IIEHTPAJIHHOM
anmnapare denepanbHOI HATOTOBOW CITYKObI 1 TEPPUTOPUATIHLHBIX HAJIOTOBBIX OpPraHax;

- [Ipuka3z ®HC Poccun ot 08.04.2014 Noe MMB-7-10/229@ «O6 yrBepkacHun Permamenra
pabotsl komernn PenepanbHON HamOroBoil ciyxObl u I[lopsnka mpoBeneHUS ONEPATUBHBIX U
TEMaTUYECKHUX coBemmanuii depepaabHON HAJIOTOBOM CITYKOBD».

6.4.2. Unbie npodeccnoHanbHbIe 3HAHUS:

- 3HaHHE€ OCHOB YKOHOMHKH, HAJIOT000I0KEHHMS;

- 3HaHWE HOPMATHUBHBIX U METOAMYECKHUX TOKYMEHTOB, KaCAIOIINXCS IEATEIHbHOCTH apXUBA;

- IpaBUJIa UCIIOJIB30BAHUS APXUBHBIX JJOKYMEHTOB;

- CUCTEMBI XpaHCHHS U KJIACCH(PHUKAIINN apXUBHBIX JOKYMEHTOB;

- BUJIbI CIIPAaBOYHO-TIOMCKOBBIX CPEJICTB apXHBa;

- TEOpUH U TIPAKTHKH apXUBHOTO JIEJa;

- IOPAZ0K 00eCeYeHHs COXPAaHHOCTH U FOCYJapCTBEHHOT'O y4eTa JOKyMEHTOB;

- TOpPAIOK paboOThl ApXUBHBIX YYPEKICHHA B O0OJACTH HCIOJIB30BAHUS APXUBHBIX
JIOKYMEHTOB;

- IpaBWJIa HCIIOJIb30BaHUS JOKyMEHTOB ApxuBHoro (onaa Poccuiickoit ®enepanuu u
JIPYTUX apXUBHBIX JOKYMEHTOB FOCY/IapCTBEHHBIX M MYHHUIIUITATBLHBIX apXUBOB;

- CUCTEMBI XpaHEHHS U KJIACCH(PHUKAIINN apXUBHBIX JOKYMEHTOB;

- BUJIBI CTIPAaBOYHO-TIOMCKOBBIX CPEJICTB apXHBa;

- OCHOBBI JIOKYMEHTAIIHOHHOTO 00ECTICYCHHUs YITPABIICHHS,

- 0011IMe HOPMBI OpraHU3aIMK U BEAECHUS JIEONPOU3BO/ICTBA;

- 3HaHWE PEerJIaMeHTa BEJCHHUS JeIONMPON3BOICTBA TIOJIH30BATEISIMA CUCTEMBI SJIEKTPOHHOTO
nokymeHnToobopota (CO/1-Peruon);

- TIOPSIIOK COCTaBJICHHS TUIAHOBO-OTYETHOW JTOKYMEHTAIlMH, KOHTPOJIHHO-aHATHTHICCKIX
MaTepHaloB;

- KOHTPOJTb 32 CBOEBPEMEHHOCTHIO UCTIOTHEHHUST IOKYMEHTOB;

- IOPSIOK PAOOTHI ¢ OOPAIICHUSIMU TPAXKIAH,;

- TOPSAZOK 00ECTICUYeHHS COXPAHHOCTH M y4eTa JOKYMEHTOB;

- OCHOB YMpaBIICHUS U OPTaHU3ALUU TPYIa;

- HOPM JICJIOBOTO OOIIECHHS;

- (hopM 1 MeTO10B pabOTHI C IPUMEHEHUEM aBTOMATU3HPOBAHHBIX CPEJICTB YIIPABICHMUS;

- MopsijIka paboThI CO CiTyke0HOM MHpOpMaITHEH;

- IPaBUJI OXPaHbI TPYy/Ja U IPOTUBONOXKAPHON O€30I1aCHOCTH;

- o0mIre BOmpOoCH B 001acTu obecredeHust nHOOpMaIMOHHOM 0€301MacHOCTH;

- YBepeHHBIH monb30BaTens nporpamMm Microsoft Word, Microsoft XL,

6.5. Hannune ¢hyHKIIMOHAIBHBIX 3HAHWIA:
- BE/ICHHE JICTONPOU3BOJICTBA, SJIEKTPOHHOTO JJOKYMEHTOO00POTa U apXUBHOTO JIETIa;
- IEHTpAJIM30BaHHAs U cMelIaHHasi (OPMbI BEIEHUS IEIONPOU3BO/ICTBA,



- CHCTEMa B3aMMOJCHCTBUSI B paMKax BHYTPHBEIOMCTBEHHOTO M MEKBEIOMCTBEHHOTO
3NIEKTPOHHOTO JIOKYMEHTO000pOTA.
6.6. Hanmmune 6a30BbIX YMEHHIA:
- YMEHHE MBICIUTH CHCTEMHO (CTPAaTETUYECKH );
- yMEHHE TUIAHUPOBATb;
- PaIMOHAIFHO MCIOJIB30BaTh CIYKEOHOE BpeMs i JOCTUTaTh Pe3yIbTaTa;
- KOMMYHUKaTHBHBIC YMCHHUS;
- YMEHHE YIPaBIATh H3MEHCHUSMH;
- 3())eKTUBHO TNIAHUPOBATh, OPraHU30BBIBATH PAOOTY U KOHTPOJIUPOBATH €€ BHIMOJIHCHHUE.
6.7. Hanmnuue npodecCuoHaIbHBIX YMECHHM:
- IPOBE/ICHHE METOANYECKON U KOHCYJIbTaTHBHOM pabOThI 110 BOMPOCaM AEIONPOU3BOICTBA
¥ apXUBHOTO JIeNIa;
- paboThI B cepe oOecrieyeHnss COXPaHHOCTH U TOCYJapCTBEHHOTO Y4eTa JIOKyMEHTOB;
- paboTa ¢ TOKYMEHTaM{ OIPaHMYECHHOTO JIOCTYIA,;

- pabota c JaHHBIMH CTaTHCTUYECKOM OTYETHOCTH U KOHTPOJIbHO-aHATUTHUYECKUMHU
MaTepuaiamu;

- paboTa Mo 00ecnevyeHnI0 COXPAaHHOCTU U y4eTa JOKYMEHTOB;

- BJaJICHUE METOJUKONW M0 KOMIUIEKTOBAHMIO U JOKYMEHTAI[MOHHOMY OOECIeueHUI0
Yupasnenus;

- BeJICHUE ¥ KOMILJIEKTOBaHHE BEIOMCTBEHHOT'O apX1Ba Y TIPaBICHUS;

- HCIIOJIb30BaHHE B paboTe MH(DOPMAIMOHHBIX, MPOTPAMMHBIX M allapaTHBIX PECYpCOB
Y®OHC Poccun mo Camapckoit o6nacty;

- pabora ¢ BHYTPEHHUMH W TNepU(ECPUHHBIMA  YCTPOMCTBAMH  KOMIIBIOTEPA,
WH(OPMALIMOHHO-KOMMYHUKAIIMOHHBIMU ~ CeTsIMU (B TOM uMciae C ceTbto HHTepHer), B
OTIEPAIIMOHHON CHUCTEME, B TEKCTOBOM PEIAKTOPE, C JIEKTPOHHBIMU TaOJIUIIaMH, ¢ 0a3aMH JIAHHBIX;

- YIIpaBJI€HUE AIIEKTPOHHON MOYTOM;

- IOArOTOBKA MPE3EHTALN;

- HCTIOJIb30BaHUS TPaPUUECKUX OOBEKTOB B AIEKTPOHHBIX TOKYMEHTAX;

- MOJITOTOBKA JIEJIOBOI KOPPECTIOHACHITUU U aKTOB yIPABIICHUS.

- TNpPUMEHEHHE COBPEMEHHBIX WH(OPMAIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJOTUH B
rOCYJAapCTBEHHBIX OpraHax, BKJIIOYas HCIOJIb30BAHUE BO3MOXKHOCTEH MEKBEIOMCTBEHHOTO
JIOKYMEHTO0000pOTa.

6.8. Hanmmune ¢hyHKIMOHATBHBIX YMEHUH:

- TIpueM, y4eT, o0paboTKa U perucTpaiusl KOppeCcIloHACHIINH, KOMITJIEKTOBaHUE, XpaHEHUE,
y4eT U WCMOJb30BAaHUE aAPXMBHBIX JIOKYMEHTOB, BBIJaya AapXUBHBIX CIIPAaBOK, COCTaBJICHUE
HOMEHKJIATYpBbI JIe1.

- OCYIIECTBJICHHE DKCIIEPTU3HI MPOEKTOB HOPMATHUBHBIX IMPABOBHIX aKTOB;

- oOecrieyeHue BBITIOJHEHUS TTOCTABIICHHBIX PYKOBOJICTBOM 33]1aY;

- IOATOTOBKA MIPE3EHTAIN;

- MOJIrOTOBKA JIEIOBOM KOPPECTIOHACHIIUN U aKTOB YIIPABICHNUS,

- TpPUMEHEHHE COBPEMEHHBIX HWH()OPMAIMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHH B
rOCYJapCTBEHHBIX OpraHax, BKJIOYas HCIOJIb30BAHUE BO3MOXKHOCTEH MEKBEIOMCTBEHHOTO
JIOKyMEHTO000poTa.

I11. losskHOCTHBIE 00SI3aHHOCTH, IPABA U OTBETCTBEHHOCTh

7. OcHOBHBIE TpaBa W O0S3aHHOCTU TJIABHOTO CHEIMAJIMCTa - JKCIepTa OoOIIero oTnena, a
TaK)Ke 3ampeThl U TpeOOBaHUS, CBS3aHHBIE C TPAKIAHCKOMN CIy»)O0H, KOTOphIE YCTAHOBJICHBI B €r0
OTHOIIIEHWH, TTPEYCMOTPEHHI ctaThsimu 14, 15, 17, 18 dexepanpHoro 3akoHa ot 27.07.2004 Ne 79-
@3 «O rocyaapcTBeHHOM rpakaaHcKoi ciyxoe Poccuiickoit deneparumy.

8. B nensx peanmzanmu 3amad v QYHKIMH, BO3JOKEHHBIX Ha OOLIMK OTIAEn YTpaBieHUs,
TJIABHBIN CTIEIIMATUCT — KCIEPT OOIIEero oTAeNa 00s3aH:

- cobmoaars IIpaBuiia BHYTpEHHEro pacmopsaka M TOCyJapCTBEHHON IUCIUIUIMHBI MPU
BBITIOJTHEHUH JTOJKHOCTHBIX 00S3aHHOCTEH U TIOJTHOMOYHIA;



- oOecrieunBaTh CBOEBPEMEHHOE MPOXOXKACHUE U 000pOT JOKYMEHTOB B YTIPaBJICHUU;

- MOATOTaBIMBATH IOCTYIAIOIMINE JOKYMEHThl K JIOKJIAQy PYKOBOJWUTENIO YIIpaBICHUS,
3aMECTUTENISIM PYKOBOJUTEINS Y IPABIICHUS;

- TOTOBUTH MPOEKTHI YKa3aHUN IO UCIIOJIHEHUIO JOKYMEHTOB (PE30JII0LHUi);

- (hopMUpOBATh MOPYUYCHHS IO JOKYMEHTAM B CUCTEME JIEKTPOHHOTO JJOKYMEHTO000POTa;

- OCYIIECTBJIATH KOHTPOJb MPAaBUIBHOCTH OQOPMIICHHUS [OKYMEHTOB U HaJW4He
HEOOXOUMBIX COIIACYIOUIMX BM3, MPEACTABIAEMBIX HA MOJAINUCH PYKOBOAMUTEII YIPABIECHUS U
€ro 3aMECTUTEIISIM;

- OCYLLECTBJISITh KOHTPOJIb 32 XOJIOM HCIIOJIHEHUSI JOKYMEHTOB, IIPUKAa30B, PaCHOPSHKEHUH,
pelleHui KOJUIerWi, MPOTOKOJIOB COBELIAHUI, OOpalleHuil TrpakgaH, CHHUMAaTh C KOHTPOJIA,
HANpaBJIATh UCIOJHEHHBIE JTOKYMEHTHl B JIeN0, 0000maTh W aHATU3UPOBATh XOJ MU PE3YNbTaT
WCTIOJIHEHUS IOKYMEHTOB B miporpamme «COJ1-Pernony;

- OCYILIECTBJIATH KOHTPOJIb 3 Pe3yJIbTaTaMU pacCMOTPEHUS JIMYHOTO ITpUEMa FPaXKIaH;

- ©KEJHEBHO OCYLIECTBISATb KOHTPOJIb  WCIIOJHEHUS, JOKYMEHTOB, IOPYYEHUU
PYKOBOJIUTEISL U €ro 3amecTuTelneii, (opMHpOBaTh CIIMCOK HEHMCIIOJHEHHBIX HA TEKYIIYIO JaTy B
nporpamme CO/1 -Pernon, B TOM uncie oOpalieHnil TpakiaH;

- ©KEIHEBHO (pOPMHUPOBATH KOHTPOJIHHO-aHATUTHYECKUX MATEPHAJIBI IO UCIIOTHUTEIHCKON
JUCLHUILJIMHE PYKOBOJCTBY YTIPABJICHUS U CTPYKTYPHBIM MOAPA3ACIICHUSIM;

- BBINOJIHATHh KOMHPOBAIBHO-MHOXKHUTEIBHBIX pa0OThI, OCYIIECTBIISTh ONEPATUBHYIO CBSI3b C
JIPYTHMH OpraHu3anusMu (TenedoH, dakc);

- y4acTBOBaTb B MOATOTOBKE CIPABOK, METOAUYECKUX PEKOMEHJALUW, MHCEM U HHBIX
JIOKYMEHTOB;

- BECTH [IEJIOMpPOU3BOJCTBO B OTHeNe, a Takxke odopMiIsaTh U (OPMUPOBATH [ena,
NOJJIeKAIIHE Nepeaye Ha apXUBHOE XPaHEHHUE;

- paboTaTh B cUCTEME JIEKTPOHHOTO JOKYMEHTO000POTa;

- OpPraHM30BbIBAaTh MPOBEJCHUE COBELIAHHI, HA3HAYaeMbIX PYKOBOAMUTENEM YIPaBIIEHUS U
€ro 3aMeCTUTENsIMH, C YydacTueM pabOTHHMKOB CTPYKTYPHBIX TOpa3eneHui YmpaBieHus,
TEPPUTOPHUAIBHBIX HAJOTOBBIX OPraHOB, IPYTUX BEAOMCTB;

- oOecrieyuBaTh IOATOTOBKY CIHMCKOB HPUCYTCTBYIOIIMX, MAaTE€pPUalOB K COBEIIAHUIO
IPOBOAMMBIX PYKOBOJUTENEM YTIPABICHUS U €0 3aMECTUTENSIMH;

- BBIIOJHATH JAUKTOQOHHBIE pabOThl 1O pEIIEHUI0 PYKOBOIUTENS, 3aMecTUTeNen
pyKoBouTeENs YIpaBlieHUs, BECTH MPOTOKOJIBI COBELIAHUH (ITpH HEOOXOAUMOCTH);

- OpraHu30BbIBaTh JIMYHBIA TIPUEM TIpPaXJaH PYKOBOAWTENEM YIPABICHUS U €0
3aMECTUTEISIMU, Pa3bsCHATh TpakKJaHaM MOPSAJIOK JIMYHOIO IMpHEeMa, BECTH 3alKCh Ha JIMYHBIN
IIPUEM K PYKOBOJCTBY Y IIPABIICHUS;

- cobmonate TpeOoBaHusi PernmameHTta Mo OCYIIECTBICHUIO JMYHOTO IpHEMa TpaKiaH,
o0ecreynBaTh CBOEBPEMEHHOE U MOJHOE PACCMOTPEHUE 0OpaleHuit rpax/iaH, IPUHUMATD 110 HUM
pellleHus] M HaIpaBlIATh 3asBUTEISIM OTBETHl B YCTAHOBJIEHHBIM 3aKOHOMAATENbCTBOM Poccuiickoit
®denepanuu Cpok;

- OCYIIECTBISITh KOHTPOJb 3a paboToil M HKCIUTyaTalled CHCTEMBbl 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa B YIIPaBJICHUN U TEPPUTOPUATBHBIX HAJIOTOBBIX OpraHax;

- OCYUIECTBJIATH IpHeM, o0pabOTKy, paclpeiesieHue M PErucTpalnuio KOppecloHASHIINN
MOCTYMAIONIEH B 3JIEKTPOHHOM BHJIE IO CUCTEME 3JIEKTPOHHOTO JOKyMeHToobopoTa (nanee - CO/I-
PETUOoH), MO IEKTPOHHOU MOYTE;

- OCYLIECTBJISITh NPOBEPKY Ha HAJIM4ME KOMIUIEKTHOCTH JOKYMEHTA, B COOTBETCTBHU C
MPUIIOKEHUEM;

- TIOCJIE PETUCTPALMU BXOSLIETO JOKYMEHTA, BHOCUTh PErMCTPAIlMOHHBIM HOMED U AaTy Ha
JIOKYMEHT B COOTBETCTBHU C PACIOJIO0KEHUEM 3TUX PEKBU3UTOB;

- OCYLIECTBIATh MPOBEPKY MOUIMHHOCTH YCWJICHHOM KBAIM(UIIMPOBAHHOM SJIEKTPOHHOM
noanucu (manmee - YKOII) koppecnmoHACHIIMM TIOCTYMUBIIECH 10 CHCTEME JJICKTPOHHOTO
JOKYMEHTO000pOTa, SIEKTPOHHON TOYTE;



- OCYIIECTBJIATH PETHCTPALMI0 BXOJSIIEH KOPPECHOHACHIMU Ha OYMa)KHBIX HOCHTEISX,
OCYLIECTBIISATh MPOBEPKY HAJIWYMS YKa3aHHBIX B JIOKYMEHTAaX IPUJIOKEHHM M HOMEPOB Ha
KOHBEPTE;

- OCYIIECTBIISITh PErHCTPAIMIO U OTIPAaBKY (PacChUIKY) MCXOSIICH KOPPECIOHACHIIMH 10
CD/1-pernoH, NOYTOBOM CBA3bIO, (QENIbIBETEPCKOM CBA3BIO;

- OCYILIECTBIIATh IMPOBEPKY HAIMYMS MOANUCU B JOKYMEHTE, KOJUYECTBO SK3EMILISIPOB
JOKyMeHTa [y ornpaBku, Hamuuue PK  gokymenra B b/ «Mcxondmue», Haiuuue U
KOMIUIEKTHOCTh YKa3aHHBIX B JIOKYMEHTAX MPUJIOKEHUI U HATMUYMe HOMEPHOIO OJIaHKa;

- ocyIecTBIATh poBepKy B PK Hamuums ¢aiina mokymeHnrta (eciu ciyKeOHBIA JOKYMEHT
OyIeT oTmpaBisTbcsi B OyMa)kHOM BHJIE WM B BHUJAE DJIEKTPOHHOTO 00pa3za OKYMEHTa) WU
AJIEKTPOHHOIO JI0KyMeHTa, noanucanHoro YKOII, coorBercrBue noanucu asropa ¢ YKOIII. Ilpu
BbIsiBIeHMH omuOok PK Bo3Bpamarte Ha 10paOOTKy B OTHEN, HCIOJHUTENIO JIOKYMEHTa C
YKa3aHUEM IIPUUMHBI 0TKa3a;

- BHOCHTb PETUCTPALIMOHHBIH HOMEp M JaTy Ha OJaHK JOKYMEHTa B COOTBETCTBHH C
PAacIOJIOKEHUEM 3TUX PEKBU3UTOB, €CJIM JAOKYMEHT IMOAJEKHUT OTIPAaBKE B BUJE 3JIEKTPOHHOTO
o0Opa3a JOKyMEHTa, BBIMOJHATh CKAaHUPOBAHUE NOKyMEHTa Ha OyMa)kKHOM HOCHUTEINE, NMPU ITOM
CKaHUPOBaTh M MoMemath ero oopaza B PK mokymeHT mMerommii moANMCch TOMHKHOCTHOTO JIMIA
PEruCTPallMOHHBINA HOMEpP U JaTy;

- TIpu OTIpaBKe OYMaXHOTO JOKYMEHTa BBOJWTH JIaHHBIE O JIOCTaBKE MOKyMmeHTa (Ne
peectpa, nary ormpasku) B PK;

- BECTM KOHTPOJIb 32 COCTOSHMEM JIOCTaBKM JOKYMEHTOB B  IPEACTABICHUU
«Otnpasnennbie/Henocrasinennsie/OTKa3aHO B PETHCTPAN» pa3OUpaThesi ¢ MPUUMHONW BO3BpaTa
Y HEJJOCTABKU JJOKYMEHTA;

- OCYLLECTBJISTh OTIPaBKy KOPPECHOHJCHIIMY Ha OyMa)KHBIX HOCHUTEJSIX B COOTBETCTBUHU C
[IpaBunamu okazaHus yciIyr IOYTOBOM CBS3U;

- (¢opMupoBaTh U pacreuyaThlBaTh >KypHal (peecTp) BXOJALIEH KOppPEeCHOHIEHINH,
nepesaBaTh KOPPECIIOHICHIMIO IEI0NPOU3BOIUTENSAM CTPYKTYPHBIX NMOAPA3AeIeHUI 10 POCINCH
B )KypHaJe (peectpe) mojydaressi KOppeCIOH IeHIINH;

- TOBOJUTH /10 UCIIOJIHUTEIEN CPOUHYIO KoppecnioHAeHIMIO 10 COJ[-pernoH;

- MIPOBOJIUTH MPOBEPKY PETHUCTPAlMOHHBIX KapTouek (nanee - PK) noxkymenra Ha Hamuudue
BJIOKEHHOTO (hailna, mpoBepsATh HAIUYKE MOIUCH aBTopa U coorBeTcTBre YKOIII;

- obecnieunBaTh COXPaHHOCTH KIt0UeBbIX Hocutenei ¢ YKOII;

- OCYIIECTBJIATH KOHTPOJb MPABWIBHOCTH O(GOpPMIIEHUS JIOKYMEHTOB U HajJu4due
HEOOXOUMBIX COIJIACYIOIIMX BU3, IPEICTABISIEMbIX Ha PETUCTPALINIO, OTTIPABKY;

- CBOEBPEMEHHO IPOBOAMTH INEPBUYHYIO COPTUPOBKY IMOCTYHAKOUIEH KOPPECIIOHACHIINH,
BECTH aBTOMAaTU3UPOBAHHOM PEKUME ajipecHyto KHUTY B COJl-peruone;

- IPUHUMATh Y4acTUE B IOJTOTOBKE CIIPABOK, METOINYECKUX PEKOMEH AU, INCEM;

- paboTaTh ¢ JOKyMEeHTaMu «/[71s1 c1y>keOHOTO MOIh30BaHUs» B Y IPaBIE€HUH, 00eCTICUNBATh
3alUTy HH(OPMAIMK HAaXOAIIecs B paCIOPSKEHUH OT/IeNa;

- coOmonare TMOpPSIOK oOpalieHus co Ciy)XeOHOM HH(opMmalel OorpaHu4eHHOIro
pacrpoCcTpaHeHUs B HAJIOTOBBIX OPraHax, UCIOJIb30BaHUE AIEKTPOHHBIX HOCUTENEH HHPOPMALIUY;

- He pas3rjamarh KOH(QUICHIHATbHYI0 HMHQOpPMAlHio, B TOM YHCIE CBEIEHUH O
KPUIITOKITIOUAX;

- NPUHMMATh y4YacTHE B MPOBEACHUU KOMIUIEKCHBIX, TEMaTHYECKHX, IUCTAHIIMOHHBIX
ayIUTOPCKUX IIPOBEPOK BHYTPEHHETO AayAWTa B IOJBEAOMCTBEHHBIX HWHCIEKLUSAX, TOTOBUTH
3aKJIIOUEHUS, TIPEAJIOKEHUS 110 UX pe3ysibTaTaM ayAUTOPCKUX M TEMaTHYECKUX, TUCTAHIIMOHHBIX
IIPOBEPOK;

- TOPOBOAMUTH JWCTAHIMOHHBII MOHHUTOPUHI JAESITEIbHOCTH HMKECTOAIIUX HaJIOTOBBIX
opranoB ®HC Poccuu mo Camapckodl 00JacTH MO BONPOCaM, OTHOCSIIUMCS K KOMIIETEHIIUU
OTzeNa;

- IIPOBOJUTH MOCTIPOBEPOYHBIN KOHTPOJb B OTHOLIEHUH IOABEAOMCTBEHHBIX HAJIOTOBBIX
opranoB ®HC Poccun mo Camapckoii o6sactu;



- pa3pabaTbiBaTh TEXHOJOTHMYECKHE PEIICHUS [0 OpPraHW3allid CHUCTEMBl BHYTPEHHETO
KOHTPOJISI, U y4aCTBOBATh B €T0 MPOBE/ICHUU.

B ycraHoBiieHHOM MOpPSAKE OCYIIECTBISATh BHYTPEHHUM KOHTPOJIb JACSTEIBHOCTU 10
texHojorndyeckum npoieccam PHC Poccun.

OOBEKTOM BHYTPEHHETO KOHTPOJS SIBISIETCS ACSITEIbHOCTh TEPPUTOPHUAIBHBIX OPraHOB
®HC Poccum, uUX CTPYKTYpHBIX NOAPA3JAEICHUNA, MOJDKHOCTHBIX JIMI[ IO BBIIOJIHEHUIO HMU
texHojorndeckux npomeccoB PHC Poccun (mmbo omeparuii TexHonorudeckux mporecco @HC
Poccun).

K meTonaM BHYTpeHHETr0 KOHTPOJISI OTHOCSITCSI:

- CAMOKOHTPOJIb BBIMOJIHAEMbBIX JTOJKHOCTHBIM JIUIIOM JICHCTBUI;

- KOHTpPOJb C NPUMEHEHHEM AaBTOMATH3WPOBAHHBIX KOHTPOJBHBIX IMPOLEAYp B cliydae
MIOJIHOM MJIM YaCTUYHOM aBTOMAaTH3allUM BBINOIHEHUS TexHoaornyeckoro npouecca ®HC Poccuuy;

- KOHTPOJIb MO YPOBHIO MOJBEIOMCTBEHHOCTH B OTHOILIEHUU BBIMOTHEHUS HUKECTOSIIIUMHU
HAJOTOBBIMH OpraHamu TexHosormdeckux mporeccoB @DHC Poccum (nubo omepanmii
texHojornueckux npoueccoB PHC Poccun);

- CBOEBPEMEHHO BBIABISATH M aHAJIM3UPOBATH PUCKHU MO BBHIMOJHEHHIO TEXHOJOTHYECKHX
IIPOLIECCOB;

- TMPOBOJUTH MPOBEPKH COCTOSHUA pPAOOTHl MO JENONPOM3BOACTBY B CTPYKTYPHBIX
nojpa3fieNieHusix YIpaBlIeHUs M TMOABEIOMCTBEHHbIX HanoroBbix opranoB ®HC Poccum mno
Camapckoii o6nactu;

- BECTH JIEJIONMPOU3BOJICTBO B OTAeNe, 0hOopMISATh U (POPMHUPOBATH Jieia B OOIIEM OTIele
MOJJIeKANIMX TIepelaye Ha apXWMBHOE XpaHEHUE, OCYIIECTBISITH OTOOpP JTOKYMEHTOB K
YHUUYTOKEHUIO;

- Y4acCTBOBaTb B NPOBEJICHUM COBEIIAHUN, HAa3HAYa€MbIX PYKOBOIUTEIEM YTIIPABJICHHUS, C
y4acTueM padOTHUKOB CTPYKTYPHBIX MOJpa3AeNieHUui YIpaBieHUs, TEPPUTOPHAIBLHBIX HAJIOTOBBIX
OpTaHOB, IPYTUX BEJOMCTB;

- obecrneynBaTh MOJATOTOBKY CIHCKOB TMPUCYTCTBYIOIIUX, MaTEpPHUaIOB K COBEIIAHUIO
MIPOBOJIUMBIX PYKOBOAUTENIEM Y IPABIICHNUS,

- ocymecTBiaTh paboty B AUC «Hanor-3» B mpenenax KOMIETEHIINH OT/AENA;

- aIMUHUCTPUPOBATh TeNe(OHHBIE CIPABOYHUKM YTPaBICHUS M TOABEIOMCTBEHHBIX
WHCIIEKIIHIA;

- OCYHIECTBJISITH paboTy mo oOecrieueHuto [lomoskeHHusT 0 MOpSAIKE M3TOTOBIEHUS, YUE€Ta,
XpaHEHUsT W UCIOIb30BaHUSl ONaHKOB ¢ m300pakeHueM [ocymapctBeHHoro rep6a Poccuiickoit
denepannu;

OCYIIECTBIISATh pabOTy MO YHUYTOXKEHHIO TepOOBBIX ONAHKOB C H300paKeHUEM
['ocymapctBenHoro rtepba B cooTBercTBUM ¢ [lojokeHMEM O TIOpSAKE W3TOTOBJICHHUS,
WCIIONIb30BaHUsI, XPAaHEHNUS U YHUYTOXXEHUs OJIaHKOB ¢ n3o0paskeHueM [ ocymapcTBeHHOro repba
Poccuiickoit @eneparuu, ¢ otMeTkoi B JKypHase ydera Bb1auu OJaHKOB;

- OCYIIECTBISATh MHBIE (PYHKIIMU MO MOPYYCHHUIO HAYallbHUKA OOIIETro OTJeNa MO BOMPOCaM,
OTHECEHHBIM K KOMITETEHIIUN OT/IENIa;

- WCTONHATH JAPYrUX OOSI3aHHOCTH, 3aMellaTh WM COBMEIIATh JOJKHOCTH B CBS3U CO
CITy»e0HOW HEOOXOIMMOCTBIO.

9. B 11e1X MCIOJHEHHS BO3JIOKEHHBIX JJOJDKHOCTHBIX 00sS3aHHOCTEN TJIaBHBIM CIEIHAIIHACT -
HKCIIEPT OOIIEro OT/eNa UMEET MPaBo:

- PEJICTABIISATh OOIINIA OT/ACI IO BOTIPOCAM, OTHOCSAIIIUMCS K KOMIIETEHIIUN OT/IeNa;

- MpUHUMATh y4dacTHe B paboTe padouero COBEIIaHUs IO BOMPOCAM, OTHECEHHBIM K
BEJCHHIO OTJIENIA;

- IO0JIy4aTb OT CTPYKTYpPHBIX MHojpasjencHuil YmpasineHus DenepalbHOW HAIOTOBOU
cayx0er o Camapckod 00JacTH, MHCIEKIIMHA W JPYyruX OpraHu3anuidi HeoOXOIUMbIC IS
OCYIIECTBJICHUSI CBOCH AESATENBHOCTH CIPABKU, PACUETHI, UHbIE JTOKYMEHTHI U CBEJICHHUS, a TaKkKe
3HAKOMHUTBCS C COOTBETCTBYIOIIMMH JIOKYMEHTAMH M MaTepuajaMd, HaxXOISIMIMMHCSI B UX
MOJIb30BaHUU U HA XPaHEHUH;



- TMPOBEPSATH NEATEIHHOCTh HUKECTOSIIUX WHCIEKIMHA IO BBIMOJHEHUIO YTBEPKICHHBIX
IUIAaHOB, 33JJaHUH BBILIECTOSIIIUX OPIaHOB;

- KOHTpPOJINPOBaTh CPOKH BBINOJHEHUS 33aJaHU B COOTBETCTBUM C HAINpPaBICHUSIMH
NeSITeIbHOCTH OT/IeJIa, TPeOOBATh OTYETHI O NPOJIEIaHHOM paboTe;

- TPUBJIEKATh B YCTAHOBJIICHHOM IMOPSAJKE CHEHUAIUCTOB CTPYKTYPHBIX MOJpa3aeiICHHMA
VhpaBieHuss K TOATOTOBKE IPOEKTOB JIOKYMEHTOB, CIpPaBOYHOW MHGQOpManuMu M APYrux
MaTepHaJIoB IO MOPYUYCHHUIO PYKOBOJIUTENS Y IPaBIICHUS;

- paboTaTh ¢ JOKyMeHTaMu ¢ rpudoM «/[1s ciry’keGHOro noab30BaHUs.

- B3aUMOJCHCTBOBATH CO CTPYKTYPHBIMU IMOJPA3/CICHUSAMHU YTPaABICHUS MO BOIPOCAM
IPOBEPKH CPOKOB HCIIOJHEHUS JIOKYMEHTOB M 3allpallMBaTh OOBSACHEHUS O MPUYUHAX
HEBBIIIOJIHCHUS 3aJaHUN U IOPYYCHUM PYKOBOAUTEIIS,

- BHOCUTb IPEAJIOKEHHS B HUHCTPYKLHUIO [0 JEJIONPOM3BOJACTBY B COOTBETCTBHM C
npeabasieHHbIME TpeboBanusiMu ®HC Poccum um ApxuBnoro ¢onma Camapckoil oOmactd u
Jpyrue HOpMaTHUBHO IPaBOBbIE aKThl B pamkax Ilonoxenus o6 otaene u GyHKUUN OTAENA;

- 3HAKOMHUTHCS C COOTBETCTBYIOIIMMHU JOKYMEHTAMH W MaTepHallaMH, MOCTYAOIIUMH B
OTJeNl W JIpyrue CTPYKTYpHBbIE NOJpPAa3/eNIeHUs] YNpPaBI€HUs, HEOOXOIUMBIMHU JUIsl BBIIOJIHEHUS
BO3JIOKEHHBIX Ha HETO 3a/ay;

- 3allpallMBaTh U IOJIy4yaThb B YCTAHOBJIEHHOM HOpPSAKE OT CTPYKTYPHBIX MOApa3ieIeHUN
yIpaBJIEHUS! U TEPPUTOPUAIBHBIX HAJOTOBBIX OPraHoB, (heliepaibHbIX OPraHOB HCIOJIHUTEIBHON
BJIACTH, OPraHOB HCHOJHHUTENBbHON BiacTm Camapckod o007acTH, OpraHu3aluid, MaTepHalibl,
HE00XO0IMMBIE /7Sl pEILIEHUS BOIIPOCOB, BXOASIIMX B KOMIIETCHLIUIO OT/IENa,;

- TpPEACTaBIATh PYKOBOJCTBY YTPaBJICHUS OT/AENa NPEIJIOKEHUS O IOBBIIICHUU
3¢ ($EeKTUBHOCTH BBIIOJIHEHUS 33/1a4 U QYHKLIUH, IPElyCMOTPEHHBIX MOJIOKEHUEM 00 OTele.

10. I'maBHBIM cHENUATUCT — SKCIEepT OOLIEro OoTAeia OCYIIECTBISET HHBIE IpaBa U
WCIIOJTHSIET WHBIE 00SI3aHHOCTH, MPEAYyCMOTPEHHBIE 3aKOHOAATENhCTBOM Poccuiickoit denepanuu,
[Tonoxennem o DexnepaibHOM  HAIOroBOM  ciayxk0e, YTBEp)KICHHBIM  ITOCTAHOBICHHEM
[TpaButensctBa Poccuiickoit @eneparuu ot 30.09.2004 Ne 506 «O6 yrBepxaenuu [lonoxenus o
®enepanbHOll HamoroBoit ciyx6e» (CobOpanue 3akoHonaTenscTBa Poccuiickoit ®@enepanmu, 2004,
Ne 40, ct. 3961; 2017, Ne 15 (u. 1), ct. 2194), npuxazamu (pacnopsixenussmu) ®@HC Poccun.

11. I'naBHBIN crienUaNUCT — 3KCIEPT OOIIEro OTAela 3a HEUCIIOJHEHUE UM HEHaJIexKallee
UCTIOJIHEHUE JIOJDKHOCTHBIX 00s3aHHOCTEH MOXKET OBITh TNPUBJIEYEH K OTBETCTBEHHOCTH B
COOTBETCTBUU C 3aKOHOJATENBCTBOM Poccuiickon denepannu.

IV. IlepedyeHb BONPOCOB, 10 KOTOPBIM IVIABHBIH CHEUAJMCT — IKCIEPT 00111ero oT/ieia
BIIpaBe WM 00513aH CAMOCTOSITE]IbHO IPMHUMATDH YNPABJICHYECCKHE M HHbIC PELICHUS

12. IIpu MCHOTHEHUU CITy>KEOHBIX 00S3aHHOCTEH TJaBHBINA CHELUATUCT — IKCIEPT OOILIero
OTJIeN1a BIIPaBE CaMOCTOSITENIbHO MPUHUMATh PEIICHHUS 10 BOIIPOCaM:

- BXOJAAIIMM B KOMIIETEHIMIO OOIIEro OT/AeNa B COOTBETCTBHUM C JOJDKHOCTHBIM
perjJamMeHToM.

13. I1pu MCNOTHEHUU CITYy)KEOHBIX O0S3aHHOCTEH TJIABHBIN CHEIHAIHCT — SKCIEPT OOIIero
oTJerna 00s13aH caMOCTOATEIbHO MPUHUMATh PEIICHUS 110 BOIIPOCAM:

- BXOJSAIIMM B KOMITETEHIIHIO BO3JIO}KEHHEIX HAa HETO 00I3aHHOCTEM;

- JlaBaTb PEKOMEHJAIMM, yKa3aHWs COTPYIHUKAM OTAeNa M HHKECTOSIIUM HaJIOTOBBIM
OpraHam I10 BOIIpOCaM, OTHECEHHBIM K €TI0 KOMITETEHIIHH.

V. IlepeuyeHb BONPOCOB, O KOTOPBIM IJIABHBII CHENHATMCT — IKCIEPT 001Iero oTaesaa
BIIPaBe WJIM 00513aH y4aCTBOBATH NPH MOATOTOBKE NPOEKTOB HOPMATHBHBIX IPABOBBIX AKTOB
U (MJIM) MPOEKTOB YIPAaBJIeHYECKUX U UHBIX pelleHuil



14. I'naBHBIN cHEIUaTUCT — OKCHEpT OOLIero OoTnaena B COOTBETCTBHMM CO  CBOEH
KOMIIETEHIIMEH BIIpaBe y4acTBOBATh B MMOATOTOBKE (0OCYKIECHUH) CIEIYIOIIHNX IPOEKTOB:

- MHCTPYKUMH 10  JEJONPOM3BOJACTBY  YINpAaBICHUS,  PErJAMEHTOB  BEACHMUS
Jenonpou3BojacTBa mojb3oBarensamMu  COJ[-Permon  VYmnpapineHus, NOpUKa30B, PaclopsKeHUH,
IPOTOKOJIOB, PETJIAMEHTOB, CIY>KEOHBIX MUCEM, MOJIOKEHUI U APYruX TOKYMEHTOB, BXOISIIMX B
KOMIIETEHIIUIO OT/AeNa.

- HOPMAaTHUBHBIX aKTOB M (WJIM) IPOEKTOB YIPABICHUYECKMX W HHBIX PELICHUI B 4YacTu
OpraHU3aIMOHHOT0, HH(OPMALIMOHHOTO o0ecreueHus, coopa HHPOPMALIMKM U MaTEPHAIIOB (aHAIHU3
uHpOpMaLIUK, UMEIOIIEICS B OTaeNe, COOp TOMOIHUTENBHOM MH(DOPMAIK U3 TEPPUTOPUAIBHBIX
HAJIOTOBBIX OPraHOB) AJis MOJATOTOBKUA COOTBETCTBYIOIIUX JTOKYMEHTOB.

15. I'maBHBIN cHenuamucT — HKCHepT oOLero oThaesa B COOTBETCTBUUM CO  CBOEH
KOMIIETEHIIMEH 0053aH Y4acTBOBATh B MOATOTOBKE (0OCYKICHUN) CIAETYIOIUX TPOSKTOB:

- [IOJIO’KEHUH 00 OT/esne U yIpaBlIeHUH;

- mojoxeHnid 00 wmHcneknusx denepanbHON HAJIOTOBOH CITy)KOBI 1O palioHY, paliOHY B
ropoge, ropoxy ©0e3 pailoHHOro JjeneHusi, uHcnekiusx PenepaabHOH HAJIOrOBOM CiIyKObI
MEXPaliOHHOI'O YPOBHS;

- rpauKa OTIYCKOB IPaKIAHCKUX CIIYXKallUX OT/eNa;

- y4acTBOBaTh B pa3paboTKe MOOMIIN3ALUOHHBIX IOKYyMEHTOB;

- UHBIX aKTOB I10 IOPYYEHHUIO HAYAJIbHUKA OT/IEIa U PYKOBOJCTBA YIIPABIICHHUS.

V1. Cpoku 1 npoueaypbl NOATOTOBKH, PACCMOTPEHHUS MIPOEKTOB YNPABJEHYECKUX U HHBIX
peLeHHi, OPSIA0K COIJIACOBAHNS Y NPUHATHS JAHHBIX PelleHUi

16. B cooTBeTCTBMH CO CBOUMM AOJDKHOCTHBIMH OOS3aHHOCTSAMH IJIABHBINA CIIELIUATIUCT —
HKCIIEPT OOIIET0 OT/ela MPUHUMAET PEIICHUS B CPOKH, YCTAHOBJICHHBIC 3aKOHOJATEIbHBIMU U
VHBIMM HOPMAaTUBHBIMU IPABOBBIMU akTaMu Poccuiickon denepannu.

VII. lopsinok ciyxedOHOro B3aumMojaeiicTBus

17. B3auMonielicTBHE IIaBHOTO CHEMaIMCTa — KCHEepT oO0IIero otaena ¢ ¢enepaabHbIMU
rocy1apcTBeHHbIMU rpakaanckuMu ciyxkamumu @HC Poccun, rocyaapCTBEHHBIMU CIyXKaIlUMU
MHBIX TOCYAAPCTBEHHBIX OPTaHOB, a TAKXKE C APYTMMU TpakJaHaMH U OPraHHU3alUsIMU CTPOUTCS B
paMKax JeNOBBIX OTHOIIEHWH Ha OCHOBE OOLIUMX MPUHIUIIOB CIY>KEOHOTO IOBEACHUS
rOCYJapCTBEHHBIX CIIy)KAIUX, YTBEPKIACHHBIX YKa3oM lIpesunenta Poccuiickonn ®denepanuu or
12.08.2002 Ne 885 «O0 yTBep)KIEHMM OOIIMX TMPUHIUIOB CIYXEOHOrOo  IOBEIEHUs
rocynapcTBeHHbIX ciyxammx» (Cobpanue 3akoHomarenscTBa Poccuiickoit @eneparuu, 2002, No
33, ct. 3196; 2009, Ne 29, ct. 3658), u TpeOoBaHM K CIIy>)keOHOMY MOBEACHUIO, YCTAaHOBIECHHBIX
cratbeit 18 ®enepanpHoro 3akoHa oT 27.07.2004 Ne 79-®3 «O rocymapCTBEHHOM Ipa)kIaHCKOU
ciyx0e Poccuiickoit @enepanuny, a Takke B COOTBETCTBUU C MHBIMU HOPMAaTHUBHBIMH ITPABOBBIMU
aktamu Poccuiickoit @enepanuu u npukazamu (pacnopsprenusimu) @HC Poccunn.

VII1I. Ilepevens rocy1apcTBeHHBIX YCJIYT, 0Ka3bIBAeMbIX IPAKAAHAM H OPraHU3alUsIM B
COOTBETCTBUH C A/AMUHUCTPATHBHBIM PErIAMECHTOM
®egepanbHON HAJIOTOBOM CIIYKOBI

18. I'maBHBIN  CHEIUAJIMCT — OKCIOEPT OOMIero OTAeNia OKa3bIBAIOTCS  CIIEAYIONTUE
TOCY/IapCTBEHHBIC YCIYTH:

a) MHAMBHUIYyalIbHOE MH()OPMHUPOBAHHE HAJIOTOIUIATENBIIMKOB HA OCHOBAaHUHM OOpalleHUH B
yCTHOU popme;

0) MHIMBUAYaTbHOE MHPOPMHUPOBAHUE HAJOTOIUIATENBIIMKOB HAa OCHOBAaHUH OOpalleHHi B
MMCbMEHHOU (hopme.



IX. Iloka3aTean 3(pGpeKTHBHOCTH U Pe3yJbTATHBHOCTH
Nnpo(decCUOHATILHOM CIIyKeOHOM 1eATeILHOCTH

19. DddexTuBHOCTh U PE3YNBTATUBHOCTh MPO(HECCHOHATBLHON CIY)KEOHOU JeATEIHHOCTH
[JIABHBIN CIEIUAINCT — KCIEPT OOIIETO 0T/ OLEHUBAETCS 10 CIEAYIOIINM IOKA3aTeIsIM:

BBHINOJIHIEMOMY 00BbeMy pabOThl W HMHTEHCHBHOCTH TPYJa, CIIOCOOHOCTH COXPaHSTh
BBICOKYIO  PabOTOCIIOCOOHOCTh B OKCTPEMANbHBIX  YCIOBHSX, COOJIOACHHUIO  CITY)KEOHOU
JVCIIUTUTHHBI,

CBOEBPEMEHHOCTH M OTIEPATUBHOCTHU BBIITOJHEHUS IOPYUCHUH;

Ka4yeCcTBY BBINIOJIHEHHOW palboThl  (MOATOTOBKE JOKYMEHTOB B  COOTBETCTBHH  C
YCTQHOBJICHHBIMH TPEOOBAHUSMH, MOJHOMY M JIOTHYHOMY M3JIOKEHHIO MaTepuana, IOpHIAYeCKU
IPaMOTHOMY COCTABJICHUIO JOKYMEHTa, OTCYTCTBUIO CTHJIMCTHYECKUX M TIPAMMaTHUECKUX
OmMooK);

poeCCHOHATILHON KOMIIETEHTHOCTH (3HAHWIO 3aKOHOJATEIbHBIX M WHBIX HOPMATHUBHBIX
NPaBOBBIX AKTOB, ITUPOTE MPOPECCHOHATHHOTO KPYro3opa, yMEHHUIO padoTaTh ¢ JJOKyMEHTaMH);

CIIOCOOHOCTH Y€TKO OPraHW30BBIBATH W IJIAHUPOBATh BBIOJHEHHE MMOPYUYCHHBIX 3aJaHUM,
YMEHUIO PallMOHAIBHO HCIIOJB30BaTh pabouee BpeMs, PaCCTaBIISATh IPUOPHTETHL;

TBOPYECKOMY TOAXOMy K PEIICHHIO MOCTABJICHHBIX 3ajay, aKTUBHOCTH M WHHIIMATHBE B
OCBOCHHHM HOBBIX KOMIIBIOTCPHBIX M HWH(QOPMAIMOHHBIX TEXHOJIOTUH, CIOCOOHOCTH OBICTPO
a/IalITUPOBATHCS K HOBBIM YCIIOBHSM U TPEOOBAHHSAM;

OCO3HAHHIO OTBETCTBEHHOCTH 3 TIOCIICJICTBHSI CBOMX JICHCTBHIA, IPUHIUMAEMBIX PEIICHUI.

HauanpHuk obiiero otaena
Ynpasnenus OenepanibHON HATOTOBOK
ciyx0b1 mo Camapckoii obnactu N.B. Muxanesa



JIucer o3HaKkoMJIeHUS

Ne i/t

damunus, UM,
OTYECTBO
(Tpu HATTMYKN)

JlaTa u moANuUCH B
03HAKOMJICHHH C
JIOJIPKHOCTHEIM
periaMeHTOM U B
MOJIYYEHUU €TI0 KOIUHU

Jlata u HOMEp
IpUKa3a o
Ha3Ha4Y€HUU Ha
JOJPKHOCTh

Jlata u HOMEp
npukasa oo
O0CBOOOKICHUH OT
JOJKHOCTH




