JL015KHOCTHOM perjiaMeHT
CIEeLMAJINCTA - IKCIIepTa
oT/1es1a 0011ero M X0351iiCTBEHHOr0 odecne4eHust
HNucnexkunn @egepanbHoii HAT0roBoH c1yx0b1 Ne 1 o r. Mockse

(HauMEHOBaHuUe J0JDKHOCTH, HAMMEHOBaHHE CTPYKTYPHOIO IOJIpa3/ieieHus Hajorosoro oprana Poccuiickoit ®enepanuu,
HaMMEHOBaHKe HaJIoroBoro oprana Poccuiickoii deneparum)

I. O01mue moJ10KeHus

1. HomxHocTh (enepanbHOM TOCYIapCTBEHHOW TpaKAAHCKOM Ciy:xObl (manee -
rpaxkJlaHcKasi ciayx0a) crienuanucTa - SKCIepTa oT/iena o0IIero U X03sHCTBEHHOro 00eceueH sl
Nucnekuun denepanbhoii HamoroBoi ciayx0el Ne 1 mo r. MockBe (manee — CHEIMAIHCT -
9KCIIEPT) OTHOCHUTCS K  CTapiieil rpymme OJDKHOCTeH TIpakIaHCKOI CiTy)KObl KaTeropuu
"'crienuanucTel .

Perucrpanuonnsiii Homep (ko) gomxHocTH — 11-3-4-088.

2. O6nacte mpodecCHOHANBHOW CIYKeOHOW NeATeNIbHOCTH CIIEIHaliCTa - JKCIepTa:
ylpaBjieHUE B c(epe apXUBHOI'O JIeja U IeT0IPOU3BOJICTBA.

3. Bux mpodeccnoHanbHON COy)KEOHOW JEATENIFHOCTH CIIEHUAIMCTa - OKCIepTa:
KOMILJIEKTOBAHUE U JJOKYMEHTAMOHHOE O0eCIIeYeHHE.

4. Ha3znaueHue Ha JOJDKHOCTh M OCBOOOXKJICHHE OT JIOJDKHOCTH CHEIHAINCTA - SKCIIepTa
ocymectBisiercss HauaabHUKOM MDHC Poccuu Ne 1 mo r. MockBe (f1anee — HHCTIEKITHS ).

5. Cnenmanmcrt - SKCHEePT HETTOCPEACTBEHHO MOAUYNHACTCS HAYaIbHUKY OT/IENa.

1. KpanudukaunoHubie TpeOOBAHNS JJIs1 3aMeLlIEHUs T0JKHOCTH
rPAXKIAAHCKOM CIIYKOBI

6. Jlns 3amenieHns JODKHOCTU CHElMaIuCTa - SKCIepTa YCTaHABIMBAIOTCS CIIEIyOIe
TpeOoBaHUS.

6.1. Hanmuuue BeIciIero oOpa3oBaHusl.

6.2. Kpanndukanuonaple TPeOOBAHUS K CTaXy TOCYAAPCTBEHHOW TPAXKTAHCKOW CITY:KOBI
WU CTaXKy pabOTHI 10 CHENUAIBHOCTH HE MPEAbSIBISIOTCS.

6.3. Hammune Oa3oBbix 3HaHmit: 3HaHue Koncturynuu Poccuiickoit  ®enepanmmy,
(denepasbHBIX KOHCTUTYL[MOHHBIX 3aKOHOB, (be/lepallbHbIX 3aKOHOB; YKa3oB IIpesuneHra
Poccuitckoit  ®denepannn, nocranosineHni IlpaButenscTtBa Poccmiickoit ®enepanuu, HHBIX
HOPMAaTHBHBIX TPABOBBIX AKTOB NMPHMEHHUTEILHO K HCIOJHEHHIO JOJDKHOCTHBIX OOS3aHHOCTEH;
IIPaBOBBIX OCHOB NMPOXOXKAEHUS (heAepalbHOM rocy1apCTBEHHON I'pakIaHCKOW CITYKOBbI; MpaBuil
JIeTIOBOTO 3THKETa, Mopsaka paboTel ¢ 0OpalleHus MU TpaxkJaH; NMPaBUI U HOPM OXpaHbl Tpy/a,
TEXHUKH OE€30MaCHOCTH M TIPOTHBOIOXKAPHOHW 3aIUTHI, CIY)KEOHOTO pacropsiika WHCIIEKIIUH;
nopsiika paboThl co caykeOHOH nHpopMaryel, mopsiika padoThl ¢ MEPCOHANBHBIMU JaHHBIMHU U
KOH(pUICHIIMATBHON WHpOpPMaIel; WHCTPYKIMKA TI0 JAEJIONPOU3BOJICTBY; BO3MOXKHOCTH W
0COOCHHOCTH NPUMEHEHUSI COBPEMEHHBIX MH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUI B
rOCyJapCTBEHHBIX OpraHax, BKJIIOYas HCIOJIb30BaHUE BO3MOKHOCTEH MEXKBEIOMCTBEHHOIO
JOKYMEHTOO00pOTa; OOIIMX BOMPOCOB B 001acTH obecrieueHus: HHPOPMAIIMOHHON O€30MaCHOCTH;
JOJDKHOCTHOTO PETJIaMEeHTa.

6.4. Hanmnune npodeccnoHanbHbIX 3HAHHMA:

6.4.1. B cdepe 3akoHOmarenpcTBa Poccuiickoir denepariim:

- Tpynosoii konekc Poccuiickoit @enepanuu, yacts 1, paznen 1, rnasa 14, ct. 87,

— I'paxnanckwuii kogeke Poccuiickoii @enepanuu, yactsd 1, pazaen 1, rnasel 1, 4.1 - 4.5;

— Vka3 IIpesunenta Poccuiickoit ®enepamuu or 21.05.2012 Ne 636 "O crpykrype
(dbeneparbHBIX OPraHOB MCTIOJHUTEIHLHOMN BIacTH";

- nocraHoBieHue IlpaButensbctBa Poccuiickoit ®enepaumu ot 27.12.2006  Ne 808
"O6 yTBep)KICHUU MepeuHs (eaepanbHbIX OPraHOB HCIIOJHUTEIBHOM BIACTH M OpraHU3aIUi,
OCYIIECTBISIONINX JICTIO3UTAPHOE XPaHEHHE JTOKYyMEHTOB ApxuBHOro ¢onma Poccuiickoi
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denepanun, HAXOAAMUXCS B (penepanbHOM COOCTBEHHOCTH"

- nocraHoBieHue IlpaButenbctBa Poccuiickoit ®enepaunn ot 15.06.2009  Ne 477
"O6 yrBepxkaenuu IlpaBun aemonpous3BOACTBAa B (eepalbHBIX OpraHax HMCIOJHUTEIbHON
BIIacTu'";

- npuka3 Muntocta Poccun ot 02.08.1999 Ne 38/230 "O6 yrBepxxaennu [IpaBun nepenaun
B TOCYJapCTBEHHBIC apXWBbl KHHUI TOCYJAapCTBEHHOM pErucTpalud akTOB TIPakJaHCKOTO
COCTOSIHUS, COOPAHHBIX M3 MEPBBIX K3EMIUIIPOB 3alUCEH aKTOB I'PaXKJAHCKOTO COCTOSHUS, U
METPUUYECKUX KHUT";

- npuka3 MunkyneTypsl Poccum ot 31.07.2007 Ne 1182 "OO6 yrBepxknenun Ilepeuns
TUIIOBBIX APXUBHBIX IOKYMEHTOB, 00Pa3yIOIIUXCS B HAYYHO-TEXHUYECKOM U MPOU3BOJCTBEHHON
JESATENIbHOCTH OpraHu3alui, C yKa3aHUeM CPOKOB XpaHeHus".

Crnenuamict — 3KclepT  JODKEH 3HaTh HHbIE HOPMATHBHBIE IIPABOBBIC AKTHI U
CIIy’)KeOHbIE JTOKYMEHTBI, PETyJIUpPYIOIIME BOIPOCHL, CBS3aHHBIE C O0JACTBIO M BHIOM €ro
npodecCHOHATIBHOM CIIyKEOHOU e TeIbHOCTH.

6.4.2. nbie npodeccuoHanbHbIe 3HAHUS:

- HOPMAaTHBHBIE U METOJIMYECKUE IOKYMEHTBI, KACAIOIUECs JeSITeIbHOCTH apXUBa,;
- CHCTEMBI XpaHEeHHUS U KJIACCH(PUKAIINY apXUBHBIX JIOKYMEHTOB;
- BUJIbI CIIPABOYHO-TIOUCKOBBIX CPEJICTB apXUBA;
- MOPSIOK COCTABIICHUS ITAHOBO-OTYETHOM JJOKYMEHTAIUH,
- OCHOBBI JIOKYMEHTAIIUOHHOT'O 00ecIIeYeHUs] MHCTIEKLIUH.
6.5. Haimmume GpyHKIIMOHATBHBIX 3HAHUI:
- LEHTPAJIN30BaHHAsl U CMEIIaHHas (OPMBI BeICHHSI JeJIONPOU3BO/ICTBA;
- crcTeMa B3aUMOJICHCTBUSA B paMKax BHYTPUBEIOMCTBEHHOTO M MEKBEIOMCTBEHHOTO
3JIEKTPOHHOTO JOKYMEHTO000pOTA.

6.6. Hammume 6a30BBIX yMEHUI:

- YMEHHUE MBICIUTb CUCTEMHO (CTPaTETHUECKH);

- YMEHHUE IJIaHUPOBATh, PALMOHAIBHO HCIOJIB30BATH CIIY)KEOHOE BpeMs M JIOCTUIaTh
pe3ynbTrara;

- KOMMYHHUKATHBHBIE YMEHUS;

- YMEHHUE YIPaBJIATh U3MEHCHHUSIMU.

6.7. Hannune npodeccnoHaabHbIX YMEHUI:

- BJIQJICHNE METOJMKOW aHallM3a COCTOSHHUS pPa0OThl apXUBHBIX YUPSKICHUH U
(benepanabHBIX OPraHOB UCIOJHUTEIBHOW BJIACTU MO KOMIUIEKTOBAHMIO M JOKYMEHTALMOHHOMY
00eCIeYECHNIO HHCIIEKITUH,

- BEJICHUE IIEHTPAIU30BaHHOTO TOCY/IapCTBEHHOIO y4yeTa TOKYMEHTOB ApXuBHOro (hoHIa
Poccniickoit @enepanny, HaXOASAIKUXCI HA BPEMEHHOM XPAaHEHHWH B OpraHax M OpraHU3alMsX,
BBICTYMAIOIIMX B KayecTBE HCTOYHMKOB KOMIUIEKTOBaHMSA (peepanbHbIX TOCYIapCTBEHHBIX
apXMBOB, TOCYJIAPCTBEHHBIX apXMBOB CYOBEKTOB Poccuiickoit denepamnuu, MyHHITUTATHHBIX
apXMBOB, a TaKXe HaXOJAIIMXCS Ha JEMNO3UTAPHOM XpaHEHWH B (eepabHBIX OpraHax
UCTIOTHUTEIIEHOW BJIACTH M OPTaHU3AIUSX.

6.8. Hanmmune ¢pyHKIMOHATBHBIX YMEHUI:

- npueM, yder, oO0paboTka U perucrpanusi KOPPECHOHIEHIMH, KOMIUJIEKTOBaHHE,
XpaHeHHe, y4eT W UCMOJIb30BAHUE APXMBHBIX JOKYMEHTOB, BbIJlaua apXUBHBIX CIIPABOK,
COCTaBJICHUE HOMEHKJIATYPHI JIeII.

II1. Jo/zkHOCTHBIE 00SI3AHHOCTH, IPABA U OTBETCTBEHHOCThH

7. OcHOBHBIC TIpaBa U OOS3aHHOCTU CIELUAIUCTa - JKCHEPTA, a TaKXKe 3alpeThl U
TpeOOBaHNs, CBI3aHHBIE C TPAXKIAHCKOI CITy>KOOH, KOTOpBIE YCTaHOBICHBI B €0 OTHOIICHHUH,
npeaycMoTpensl crathsimu 14, 15, 17, 18 denepanbHoro 3akoHa ot 27.07.2004 Ne 79-03
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«O rocynapcTBeHHOU rpaKaaHCKOU ci1yk0e Poccuiickoii deneparum.

8. B memsx peanuzanuu 3amad W (QYHKIUH, BO3JOXKEHHBIX Ha OTAET OOmero u
XO03MCTBEHHOTO o0ecIedeHus (aajee — OTIAeN) CIeHAINCT - SKCIEPT 00s3aH:
- OCYIIECTBIATH HAUICKAIIYIO M CBOEBPEMEHHYIO 00pabOTKy TOKYMEHTOB, IOCTaBIEHHBIX
HAYaJIbHUKOM MHCIIEKIIMH Ha KOHTPOJIb (TOCTAHOBKA U CHATHE C KOHTPOJIS);
- OCYILECTBIATh  HAMJISKALIYI0 M  CBOEBPEMEHHYIO  PETUCTPALMI0  IPUKAa30B U
pacnopsKEHHUI HavyaJbHUKA MHCIIEKIIMK 110 OCHOBHOW J€ATEIbHOCTH;
- OCYIIECTBIISITh KOHTPOJIb JOCTaBKM oOpameHudd u (akta oTBeTa Ha OOpameHUs
HaIpaBJICHHBIE C TOMOIIBIO cepBuUca B kKaHuesputo CO/;
- OCYILECTBIATh HAJUIEKAIIYI0 M CBOEBPEMEHHYIO DPa0OTy COTPYAHHUKOB OTHENa I10
KOHTPOJIIO JOCTaBKH oOpalieHuii u ¢gakra oTBeTa Ha oOpallleHUsl HAlpaBiICHHbIE C MOMOIIbIO
cepBuca B kanuemsiputo CO/JI;
- OCYILIECTBIIATh HAJUICKAIIYI0O U CBOEBPEMEHHYIO OOpabOTKY BXOISIIMX JOKYMEHTOB C
NocHeAyIolEel nepefayel UX Ha pacCMOTPEHHE PYKOBOJICTBY MHCIEKLIMM M IepeAayedl mo
PE30II0LUU B CTPYKTYPHBIE TIO/Ipa3/IeJICHUs UHCIIEKIUU;
- OCYIIECTBIATh  HAQIJEXKALIYI0 U CBOEBPEMEHHYI BBIIPY3KY JOKYMEHTOB  I10
3JIeKTpOHHOMY KaHany cBsi3u Lotus Notes, noctynaromux u3 YOHC Poccun no r. Mockse, a
TaK)KE€ MEKPETHOHATIbHBIX MHCTICKIIUNA U WHCIICKIIH;
- OCYUIECTBJISATh HAJUICKAILYI0 U CBOEBPEMEHHYIO OTIIPABKY JOKYMEHTOB, MOJINMCAHHBIX
HAYaJIbHUKOM MHCIIEKIIMU U 3aMECTUTEISIMU HadaJlbHUKA MHCIIEKIUH 10 IEKTPOHHOMY KaHally
cBs3u Lotus Notes;
- OCYILECTBIIATH MOIYYEHHE, HAJIEKALIYIO U CBOEBPEMEHHYIO PETUCTPALIUIO U 00pabOTKY
BXOJIAIINX JOKYMEHTOB «JlJis cy:KeOHOro MOJIb30BaHUS» U TMepeady UX B COOTBETCTBYIOIIHE
CTPYKTYpHBIE TOApA3JENCHUs] U JOJDKHOCTHBIM JIMIIAM B COOTBETCTBUU C PE30JIOLUEN
PYKOBOJCTBA MHCIIEKIINH;
- OCYILIECTBIIATh HAAJIEXKAIYI0 M CBOEBPEMEHHYIO PErHCTPAII0 UCXOASIIUX TOKYMEHTOB
«/Ins1 cimy>ke6HOT0 MOJIb30BAHUSI;
- OCYILIECTBIIATh HAJUIEKALIYI0 U CBOEBPEMEHHYIO IOJATOTOBKY OTBETOB Ha MHCbMa U
3alpOChl TEPPUTOPUATIBHBIX U MEKPETMOHATIBHBIX UHCTICKIIUH;
- OCYILIECTBIIATh HAJUIEKAIIYI0 U CBOEBPEMEHHYIO 00pabOTKY JOKYMEHTOB, ITOCTYHAIOIINX
0 3aKPBITOMY KaHay cBsi3H Dipost;
- OCYILIECTBIIATh HaJUIeXkalllee U CBOEBPEMEHHOE BCKPHITHE U 00pabOTKY MOJIYyYEHHOU IO
II0YTE KOPPECTIOHICHIINH;
- OCYHIECTBJIATh  HAJUICKAIIMA W CBOCBPEMEHHBIM  NpUEM  JOKYMEHTOB  OT
HaJIOTOIUIATENbIIMKOB B KAHUEISPHUH;
- OCYIIECTBIISITh ~ HAJUIE)Kallleé W CBOEBPEMEHHOE  BBINOJHEHUE  KOMHUPOBAJIBHO-
MHOKUTEIBHBIX paboT;
- OCYILECTBIIATh HAAJEXKallee OKa3aHHe KOHCYJIbTaTUBHOM IOMOIIM COTPYAHHKAM
MHCIEKIIUY 110 BOIIPOCaM BEJIEHUS AEIONPOU3BOCTBA;
- OCYIIECTBIATh HaJJIeXkalllee W CBOEBPEMEHHOE IpeloCTaBlieHne HuHGOopManuu
HAJIOTOIUIATeNbIIMKAM  MH(POPMAIIMOHHO-CIIPABOYHOTO  XapakTepa,  OTHOCAIICHCS K
KOMIIETCHIIMY OTJIeJIa OOIIEro U X03sIMCTBEHHOI0 00ECIIeUeHHS;
- OCYILECTBIATh HAJUIEXKAIIEEe BEACHUE PEECTPOB BXOSAIIEH KOPPECIOHACHLIUN I10
WCIIOJTHUTEIISIM;
- OCYILIECTBIIATh HaJUIeXkKallee M CBOCBPEMEHHOE BBINIOJHEHHE ONEPaTOpCKUX (QYHKIUH
aboHeHTCcKoro myHkTa adminl;
- OCYHIECTBJIATh  HAUIEKALIyl0 M CBOEBPEMEHHYIO  aKTyalu3alHUl  JaHHBIX
nH(pOPMaLMOHHBIX pecypcoB «Peructpanus BXoAsSmUX AOKyMeHTOB», «llaptuonnast Iloutay,
«COI», «ITUK «Yuer xapakTepuCTUK 3AaHUl U coopyxkeHui»», «[IUK «Yuer aBToMOOHIBEHON
TEXHUKA W OPITEXHUKHU coopyxkeHui»», «IIMK «Benmenune peectpa 3aKymok, B TOM YHCIIE
peecTpa 10rOBOPOB»»;
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- OCYIIECTBIATh  HAJUICKAIIYyI0 M  CBOEBPEMEHHYIO paboTy 1o  oOecrneuyeHuro
B3auMoJiercTBust ¢ MOII;

- OCYIIECTBIIATh  HA/UISKAIIYI0 JKCIUTyaTallMl0  TOACHCTeMbl  «JIWuyHBIA  KaOMHET
HAJIOTOIIJIATENIbIIMKA FOPUINYECKOTO JIMLA» B COOTBETCTBHHM C PerimaMeHTOM SKCIUTyaTalnuu
nojicucTemMbl «JIn4UHbIN KaOMHET HaIOrOIJIATeNbIINKA FOPUINIECKOTO JTUIIAY;

- OCYIIECTBIISITh  HAUICKANIYI0  JKCIUTyaTallMi0  TMOACHCTeMbl  «JIn4HBIH  KaOWHET
HAJIOTOIUIATEbIINKA WHANBUAYAIBHOTO MPEANPUHUMATENS» B COOTBETCTBUH ¢ PeriameHtom
OKCIUTyaTallMM  MOACUCTEMBI <«JIMYHBII KaOWHET HAJOTOIUIATENBIIUKA WHIUBHYaTLHOTO
IpeIIPUHUMATENS;

- OCYLIECTBIATh  HAAJCKAIIYIO AKCIUTyaTallMi0 MOJCHUCTeMBbl  «JIW4HBI  KaOWHET
HAJIOTrOIUIaTeNbIIMKa Ui (PU3UUECKOro JIMIA» B COOTBETCTBUM C PeriamMeHTOM sKcIulyaTtaluu
MOJICUCTEMBI «JINYHBIN KaOMHET HAIOTOIIATENbIINKA 11 PU3UUYECKOTO JTUTIA,;

- OCYIIECTBIISITh  HAJJIEKAINYHD W  CBOEBPEMEHHYIO MpOBEpKYy uHMopmanuu Ha
®denepalibHOM HHPOPMAITMOHHOM pecypce;

- OCYIIECTBIIATh HAJUICKANIYI0O H CBOEBPEMEHHYIO pabOTy C JOKYMEHTaMU C MOMETKOU
«ICI»;

- OCYILIECTBIIATh HAAJEXKAIIYI0 M CBOCBPEMEHHYIO TMOJATOTOBKY U Meperady JOKYMEHTOB
POCCHICKHMX OpraHu3alui, WHIUBUAYAIBHBIX NPEIIPHHUMATENCH, (QU3NYCCKUX JIMI, HE
SBIISIOIIMXCSI UHIUBUYaTIbHBIMU IPEINPUHUMATEISIMH, B UHOM HAJIOTOBBIN OpraH;

- OCYUIECTBJISTh Ha/JIeXkKAIEe U CBOCBPEMEHHOE HCIOIHEHHUE mnosokenui npukaza GHC
Poccun ot 08.07.2019 Ne MMB-7-19/343(@ "OO6 yTBepxaeHUH AJIMHUHUCTPATHUBHOIO
pernamenTa denepanbHON HAJIOTOBOM CITYyKOBI IO MPEIOCTABICHUIO TOCYJAPCTBEHHON YCIYTH
no OecruilatHoMy  uHGOpMUpOBaHHMIO (B TOM  4YHWclIe B  NUChbMEHHOH  dopme)
HAJIOTOIIJIATEIIBIIMKOB, IUIATEIBIIUKOB COOPOB, TUIATENBIIMKOB CTPAaXOBBIX B3HOCOB U
HAJIOTOBBIX areHTOB O JIEUCTBYIOIIMX HAJIOTax, cOOpax M CTPaXxoOBbIX B3HOCAX, 3aKOHOAATEIhCTBE
0 Hajorax W cOOpax W TPHUHATHIX B COOTBETCTBUU C HUM HOPMATHUBHBIX IPABOBBIX aKTax,
MOpSKEe WCUYUCICHUS M YIJIaThl HAJIOroB, COOPOB U CTPAaxXxOBBIX B3HOCOB, TpaBax U
0053aHHOCTSIX HAJOTOIUIATENBIINKOB, IJIATEIBIMKOB COOpPOB, TUIATEIBIIUKOB CTPAaXOBBIX
B3HOCOB M HAJIOTOBBIX areéHTOB, MOJTHOMOYHUSAX HAJIOTOBBIX OPTaHOB U UX JOJKHOCTHBIX JIMII, a
TaKKe 10 IPUEMY HAJIOTOBBIX JAeKiapaluil (pacueTos)";

- OCYIIIECTBIATh HaJJIeXkalllee U CBOEBPEMEHHOE MCIOIHEHUE MoNokeHul DenepalbHOTro
3akoHa ot 02.05.2006 Ne 59-®3 "O mopsiake paccMoTpeHus oOpaieHuid rpaxaan Poccuiickoi
®enepanun";

- OCYIIECTBIISITH IOJTOTOBKY M OTIPABKY MOYTOBOI KOPPECIOHCHIINN C UCTIOb30BaHUEM
nporpammsl «llapTroHHas mo4Tay;

- OCYIIECTBJIATH 00pabOTKy MOYTOBOM KOPPECTIOHICHITHH;

- OCYILIECTBIATH 00paOOTKY UCXOMAALIEH MOYTOBOM KOPPECTIOHIEHIMH ¢ OGOPMIIEHUEM U
TIOJITOTOBKOM COTIPOBOJIMTENBHBIX PEECTPOB;

- OCYIIECTBISTh BEJICHHWE y4eTa M OTUETHOCTU JICHEKHBIX CyMM, H3PAcXOJIOBAaHHBIX Ha
OTIIPaBKY MOYTOBOM KOPPECIIOHICHIIVH;

- OCYIIECTBIATH Mepe3akIIoueHne 10roBopoB «Ha okazanue ycimyr mouTOBOW CBS3HY;

- OCYIIECTBIISITh TOATOTOBKY JTOBEPEHHOCTEW Ha COTPYIHUKOB OT/AETA JUISA IONyYSHHS
MOYTOBOW KOPPECTIOHICHITNH U3 OTACIIEHUI MMOYTOBO CBSI3M;

- y4acTBOBaTh B TIPOBEICHHHM MEPONPHUATHH TO 3amuTe WHOOpMaIuu, obecredeHus
HQ/JICXKAIETO XPAHEHUS W HCMIOJb30BAaHUS CIYyXeOHOM WHGOpMAIMU OTPaHUYEHHOTO
pacrpocTpaHeHHUsI, UHBIX IOKYMEHTaxX M Ha JIPYTUX MaTepHATbHBIX HOCUTEISIX HH(OPMAITUH;
- BBITIOJIHATH OTJIEJIbHBIE OPYUYEHUS HaUYaJIbHUKA OTENA.

9. B mnensx HCHIOJHEHUS BO3JIOKEHHBIX TOJDKHOCTHBIX OOS3aHHOCTEH CHELMAIUCT -
HKCIIEPT UMEET MPaBo Ha:
- obecrieueHre HAUICKANIUX OPTraHU3AIMOHHO-TEXHUYECKUX YCIOBHM, HEOOXOIUMBIX JIJIs
HCIIOJIHEHMS O KHOCTHBIX 00SI3aHHOCTEI;



- O3HAaKOMJICHHE C  JIOJDKHOCTHBIM  PErJIaMEHTOM WU HWHBIMH  JOKYMEHTaMmH,
OTIPEICIISIONIMMU €T0 TIpaBa U 00S3aHHOCTH 10 3aMeNIaeMOi JOHKHOCTH TPAKIAHCKOUW CITYKOBI,
KpUTEPUAMHU OLEHKU 3(H(HEKTUBHOCTU UCIOTHEHUS JOKHOCTHBIX 00S3aHHOCTEMH, MOKa3aTeIsIMu
Pe3yIbTaTUBHOCTH MPOGECCHOHATBHON CITY)KEOHOU EATETHbHOCTH U YCIOBUSIMHU JIOJDKHOCTHOTO
pocra;

— OTIBIX, O00ECIeYMBACMbIi  YCTAaHOBIIGHHEM  HOPMAJIBHOW  TPOAOIKUTEIHHOCTH
CITy’)keOHOTO BpPEMEHH, MPEAOCTABICHHEM BBIXOIHBIX THEH M HEpaOouMX Mpa3JHUYHBIX JHEH, a
TaK)Xe €KEr0JIHbIX OIJIAYMBAEMBIX OCHOBHOTO U JOMOJIHUTEIBHBIX OTIIYCKOB;

— OIIaTy Tpyda W APYrHe BHIILIATHI B cOOTBETCTBUM ¢ DenepanbHbIM 3aKOHOM, WHBIMHU
HOpPMAaTHBHBIMU IIPaBOBBIMHU akTaMu Poccuiickoit deneparuiu u co ciryKe€OHBIM KOHTPAKTOM;

- MOJIy4€HUE B YCTAHOBJICHHOM MOPSAKE HHPOPMAIMK U MaTepUaIoB, HEOOXOIUMBIX IS
UCIIOJTHEHUSI JOJDKHOCTHBIX O0Osi3aHHOCTEH, a TakKe Ha BHECEHHE TPEUIOKEHHH O
COBEPILICHCTBOBAHUU JACATEIHBHOCTU UHCIICKIUY;

— JOCTYIl B YCTAHOBJIEHHOM IOPAJIKE K CBEIECHUSM, COCTABISIOIIMM TOCYIapCTBEHHYIO
TaliHy, €clli HCIOJHEHHE IODKHOCTHBIX OOs3aHHOCTEH CBS3aHO C HUCIOJIB30BAHUEM TaKHX
CBEJICHUIA;

— JIOCTYII B YCTAHOBJIEHHOM IOPSIJIKE B CBSI3U C UCTIOJTHEHHEM JOJIKHOCTHBIX 00sS3aHHOCTEH
B FOCYJapCTBEHHBIE OPraHbl, OPraHbl MECTHOTO CaMOYIIPABJICHHUS, OOIIECTBEHHbIE 00bETUHEHUS
Y MHBIC OpraHU3alllu;

— O3HAaKOMJIEHHE C OT3hIBAMH O €ro MNpodeCCHOHAIbHOU CIIy’)KEOHOW IEesTeNbHOCTH U
JPYrUMU JOKYMEHTaMHU J0 BHECEHHMS UX B €ro JIMYHOE JeJI0, MaTepuajaMy JMYHOrO Jieja, a
TaKke Ha MPHUOOIIEHUE K JIMYHOMY JIeNTy €r0 MUChbMEHHBIX O0BSICHEHUN U APYTUX JTOKYMEHTOB U
MaTepHuaos;

- 3aIUTY CBEJCHUHN O TPAKIAHCKOM CITyKallleM;

— JOJKHOCTHOM pOCT Ha KOHKYPCHOW OCHOBE;

— npodeccHoHaNbHYI0 MEePEnoAroTOBKY, IMOBBIIIEHWE KBATW(UKAIIMM W CTAKUPOBKY B
nopsiake, ycraHoBieHHOM DeepaibHbIM 3aKOHOM M IPYTUMH (eiepalbHBIMU 3aKOHAMH,

- YIEHCTBO B MPO(EeCCHOHATBFHOM COI03€E;

- pPacCMOTpPEHHE WHIUBUIYATbHBIX CIY>KEOHBIX CIIOPOB B COOTBETCTBUU ¢ DenepaibHbIM
3aKOHOM M JIpyruMHU (peepaibHbIMHU 3aKOHAMU,

— MIPOBEJICHUE T10 €T0 3asBICHHUIO CIY:KEOHOM MMPOBEPKH;

— 3allUTy CBOMX NIPaB W 3aKOHHBIX HMHTEPECOB HA TPAXKIAHCKOH chyxkOe, BKIIOuas
00>aJloBaHUE B CYyJI€ UX HapyILIECHUS;

— MEIHUIIMHCKOE CTpaXxOBaHUE B COOTBETCTBUH ¢ DenepanbHbIM 3aKOHOM M (peeparbHbIM
3aKOHOM O MEMLMHCKOM CTPaXxOBaHUU T'OCYIAPCTBEHHBIX ciyxaiux Poccuiickoit denepanuuy;
- rOCyJapCTBEHHYIO 3aIIATY CBOMX JKW3HHU U 37I0POBBSA, KU3HHU H 370POBbS WICHOB CBOCH
CEeMbH, a TaK)Ke MPUHAJICKAIIETO EMY UMYIIECTBA;

- roCy/IapCTBEHHOE IEHCHOHHOE 00ecTeYeHe B COOTBETCTBUH C (heJiepaaIbHbIM 3aKOHOM;
— BHITIOTHEHUE WHOW OIIaynBaeMoOd paboThl, C TMpeABApUTEIHHBIM YBEIOMIICHUEM
MPEJICTAaBUTENSI HAHUMATEIIsA, €CJIA ATO He TIOBJNIeUeT 32 CO00i KOH(IUKT UHTEPECOB.

10. CnenuaimucT - SKCIepT OCYIIECTBIISICT HHBIE MTpaBa W MCIIOHIECT WHBIE 00sI3aHHOCTH,
MpEAyCMOTPEHHBIE 3aKOHOAaTenbCTBOM Poccuiickor denepanuu, [lonoxennem o OenepanpbHon
HAJIOTOBOU ciTy’k0e, YTBepKIeHHBIM mocTtaHoBieHueM [IpaButenscTBa Poccuiickoit deneparun
ot 30.09.2004 Ne 506 «O6 yrBepxnaenuu Ilonoxenus o denepaabHON HAJIOTOBOM CIIy:KOe»
(Cobpanue 3akonomarenbctBa Poccuiickonn deneparuu, 2004, Ne 40, cr. 3961; 2017, Ne 15
(a. 1), ct. 2194), npukazamu (pacnopsixerusimu) ®HC Poccun, [lonoxxeHneM 00 WHCHEKIINH,
YTBEP)KJICHHBIM PYKOBOAMUTENIeM YTrpaBieHus denepanbHO HAIOTOBOU CIyKObI 110 T. MOCKBe
15.02.2019, monoxxenueM 00 OTAEIEC OOIICTO U XO3AWCTBEHHOIO OOECIICUCHMS HWHCIICKIIHH,
npukazaMmu YOHC Poccum mo r. MockBe (manee - ympaBiieHHE), TPUKa3aMu HHCICKIIUH,
MOPYYEHUSIMU PYKOBOJICTBA MHCIIEKIIUH.
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11. Cnenmamuct - DJKCHEPT 3a HEUCIOJHEHHWE WM HEHAJIeXkallee MCIOJIHCHUE
JOJKHOCTHBIX OOSI3aHHOCTEH MOXET OBITh MPUBICYCH K OTBETCTBEHHOCTH B COOTBETCTBHH C
3aKoHOJaTenbCcTBOM Poccuiickoit denepanni.

IV. IlepeyeHb BONPOCOB, 10 KOTOPBIM CHENMATHUCT - IKCIEPT
BIIPaBe WJIM 005I3aH CAMOCTOSITEIbHO IPUHUMATH yIIPaBJIeHYECKHUE
U UHbIE pelleHust

12. Ilpy UCHONHEHWH CIY)KEOHBIX OOS3aHHOCTEH CIEIHAIUCT - OKCIEPT BIpPaBE
CaMOCTOSITENIbHO TPUHUMATh pEHICHHs 10 BOMPOCAaM B COOTBETCTBUU C 3aMeIlaeMou
JIOJDKHOCTBIO TPAXKIAHCKOM CITY»OBI B ITpefiesiaXx (pyHKIIMOHAIBHOW KOMITCTEHIIHH.

13.[lpy UWCHOJTHEHUH CIY’KEOHBIX OOS3aHHOCTEH CHEeNMaIMCT - DSKCIepPT O00s3aH
CaMOCTOSITENIbHO TPUHUMATh pEHICHUs TI0 BOIPOCAM B COOTBETCTBUU C 3aMellaeMou
JOJDKHOCTBIO TPAKJAHCKOM CITY»KOBI B Ipefieniax (pyHKIIMOHAIBHOW KOMIIETECHITHH.

V. IlepeyeHb BONPOCOB, IO KOTOPBIM CHEIUATIMCT - IKCIEPT
BIIPaBe WM 00513aH y4aCTBOBATh NPH MOAT0TOBKE MPOEKTOB HOPMATUBHBIX PABOBBIX
aKTOB M (MJIM) IPOEKTOB YNPABJICHYECKMX M HHBIX pellleHnH

14. Cnenuanuct - SKCrepT B COOTBETCTBUU CO CBOEH KOMIIETEHIIMEH BIIpaBe y4yacTBOBATh
B MTOATOTOBKE (0OCYX JACHUH) CICTYIONINX MPOEKTOB:

MIPUMEHEHHUS 3aKOHOAaTeabCcTBa Poccuiickoit denepanyy ¥ MHBIX BOIIPOCOB B IIpeesiax
CBOEH KOMITETECHIIMH U JICJICTUPOBAHHBIX HAYaJIbHUKOM OT/IeJIa TOJTHOMOYHH.

15. Cnenuanuct - SKCcrepT B COOTBETCTBHH CO CBOEH KOMIIETEHIMEH 0053aH y4acTBOBATh
B ITOATOTOBKE (0OCYXJICHUH) CICTYIOIINX MPOEKTOB:

MOJI0KEHUI 00 OT/IelIe U MHCIICKIIUY;

rpaduka OTIYCKOB TPAXKIAHCKHUX CIYXKaIIUX OTIENa;

WHBIX aKTOB IO TOPYYEHHMIO HEMOCPEACTBEHHOTO PYKOBOAMTENS M PYKOBOJCTBA
WHCIICKIIVH.

VI. Cpoxku u npoueaypsl NOATOTOBKH, PACCMOTPEHHS IIPOEKTOB
YIPaBJCHYECKHUX U HHBIX PELICHNH, OPSIAOK COIJIAaCOBAHUA
U IPUHSATHSA JAHHBIX pereHunii

16. B cOOTBETCTBUHU CO CBOMMH JIOJDKHOCTHBIMH OOSI3aHHOCTSMHU  CITCITUAIHCT - KCIIEPT
IIPUHUMAET PELICHUS B CPOKHU, YCTAHOBJICHHBIE 3aKOHOJATEJIbHBIMU U MHBIMU HOPMAaTHUBHBIMU
npaBoBbIMH akTamu Poccuiickoit deneparum.

VII. [Topsiaok ci1y:ke0HOro B3auMo/1eiicTBusl

17. BzaumoneiicTBue crienuaiucra - 3Kcrnepra ¢ (enepaqbHbBIMU TOCYIapPCTBEHHBIMU
IPaXJIAHCKUMH CIyXalluMu uHcnekuuu, ynpasieHus 1 @HC Poccum, rocymapcTBeHHbIMU
CIIy’KalllUMH MHBIX TOCYAApCTBEHHBIX OPraHOB, a TakXke C JAPYTUMH TpaXIaHaMH U
OpraHu3alMsIMM CTPOMTCS B paMKax JEJOBBIX OTHOIIECHHH Ha OCHOBE OOLIMX HPUHIMIIOB
CIIy’)keOHOTO TOBEACHUS TPAXKIAHCKUX CIYXKallluX, YTBEPKIEHHBIX Yka3zoMm Ilpe3unenta
Poccuiickoit ®enepanun ot 12.08.2002 Ne 885 «OO6 yTBepAE€HUH OOIMIMX TNPHHIUIOB
CIIy’)keOHOTO TIOBEJEHUS TOCYIapCTBEHHbIX ciyxkamux» (CoOpaHue 3aKOHOAATEIhCTBA
Poccwuiickoit @eneparuu, 2002, Ne 33, ct. 3196; 2007, Ne 13, c1. 1531; 2009, Ne 29, ct. 3658),
TpeOOBaHM K CITy’)keOHOMY TTOBEICHHUIO, YCTAHOBJICHHBIX cTaThell 18 denmepasibHOrO 3aK0OHA OT
27.07.2004 Ne 79-@3 «O rocymapcTBeHHOMN TpakaaHckoi cinyx0e Poccuiickoit deneparymy, a
TaK)K€ B COOTBETCTBUH C MHBIMU HOPMATHBHBIMU IIPaBOBBIMM akTaMu Poccuiickoit @enepanyu n
npukaszamu (pacnopstxenusimu) @PHC Poccun.



VIII. IlepedyeHb rocy1apcTBEHHbIX YCJIYT, 0Ka3bIBAEMBIX
rpakIaHaM H OPraHHU3alUsIM B COOTBETCTBHH C AIMUHHCTPATHBHBIM
periiamenTOM DeepajibHOM HAJOTOBOM CJIYKOBI

18. CriermanucTom - 3KCIepTOM TOCYAaPCTBEHHBIE YCIYTH HE OKa3bIBAIOTCS.

IX. IToka3aTenu 3¢pGpeKTUBHOCTH U Pe3yIbTaATUBHOCTH
npodeccuoHAIBLHOM CITyKeOHOH eI TeJIbHOCTH

19. DddexTuBHOCTD M PE3yILTATUBHOCTD MPO(HECCHOHATBLHOM CITYKEOHOU NeITeIbHOCTH
CHELHAINCTA - IKCTIEPTa OLIEHUBACTCS IO CIEAYIONIMM MOKA3aTeIsIM:

BBHITIOJTHSIEMOMY 00BbeMy pPaOOThl M HMHTEHCHUBHOCTU TpPYAa, CIHOCOOHOCTH COXPaHSTh
BBICOKYIO Pa0OTOCIIOCOOHOCTh B OKCTPEMAIBHBIX YCIOBHSX, COONIOJECHHIO CIIy)KeOHOMH
JUCIUILIIAHBI,

CBOCBPEMEHHOCTH U OTICPATHBHOCTHU BBITIOJTHCHHS IOPYICHUIA;

KAuecTBY BBINIOJHEHHOW paloOThl (IIOATOTOBKE JOKYMEHTOB B COOTBETCTBHM C
YCTaHOBJICHHBIMH TPEOOBAHUSAMH, TIOJTHOMY U JIOTUYHOMY U3JIOKECHHUIO MaTepuana, IOpHINnIeCKU
rPaMOTHOMY COCTaBJICHUIO JIOKYMEHTa, OTCYTCTBUIO CTHUJIMCTHYECKUX U TpPaMMaTHYECKHX
ommooK);

npodeccnoHaNbHON KOMIIETEHTHOCTH (3HAHUIO 3aKOHOIATEIbHBIX M MHBIX HOPMATHBHBIX
NPaBOBBIX AKTOB, IIHUPOTE MPOPECCHOHATHHOTO KPYro30pa, yMEHHUIO padoTaTh € JOKyMEHTaMH);

CIIOCOOHOCTH YETKO OpraHU30BbIBAaTh W IUIAHUPOBATH BBHIMOJIHEHHUE TOPYYEHHBIX
3aJJaHuid, YMEHHIO PAllHOHAILHO UCTIONB30BaTh pabovee BpeMsi, paCCTaBISATh IPUOPHUTETHL;

TBOPUYECKOMY IMOAXOAY K PEIICHUIO MOCTABIEHHBIX 33]a4, aKTUBHOCTH M MHUIINATUBE B
OCBOCHHUU HOBBIX KOMITBIOTEPHBIX W HH(POPMAIIMOHHBIX TEXHOJIOTHUH, CIIOCOOHOCTH OBICTPO
aJanTUPOBATHCS K HOBBIM YCJIOBHUSM U TPEOOBAHUSIM;

OCO3HAaHUIO OTBETCTBEHHOCTH 3a TIOCJIEICTBHS CBOUX JIEUCTBUHM, IPUHUMAEMBIX
pELIEHU.
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