JLOJI5KHOCTHOM perjiaMeHT
(denepanbHOro rocy1apCTBEHHOIO I'PaX/1aHCKOTO CIIY>KAaILETO,
3aMEIIAIOUIET0 T0JKHOCTD CTapIlIero crnennanicTa 1 paspsiga
(pMHAHCOBO-?KOHOMHUYECKOTO OT/ENa
HuxHeoOckoro TeppuTOpHUaIbHOTO YIpaBICHUS
denepabHOrO areHTCTBA 10 PhIOOIOBCTBY

|. O0wne moJI0KEHU

1. HomxHOCTh (penepatbHOM TOCYJapCTBEHHON Tpa)KAAHCKOW CIY>KOBI (1anee -
rpaxkaaHckasi ciyx0a) crapiiero crenuandcra 1 paspsia GUHAHCOBO-3KOHOMHYECKOTO
ornena HmKHEOOCKOTO TEpPpUTOPHAIBHOTO yrpaBieHus DeaepaqbHOTO areHTCTBa I10
peI00OBCTBY (manee — Otaen, YnpaBieHHe) OTHOCUTCS K CTapIIeid TPyIIe JOJDKHOCTEH
IPKJIAHCKON CITYKObI KATErOpUH 00ECIeYNBAIOIINE CIICIIUATTUCTHI.

Peructpanuonssiit Homep (ko) nomxHocTH - 11-4-4-014.

2. OOmactb mnpodeccCHOHANTBHOW  CIYKEOHON  JesITeNbHOCTH  (heepaibHOTO
roCyJapCTBEHHOTO TPaKIAHCKOTO CIyKamero (jajnee — TPaKIAHCKUM CIy>Kaiui),
3aMEIIAIoNIer0 JODKHOCTh — CTaplliero crnenuaiucta 1 paspsjaa:  peryjaupoBaHHe
(hMHAaHCOBOM JEATENBPHOCTU U (PMHAHCOBBIX PHIHKOB.

3. Bunbl npodeccuoHabHON CITy>kK€OHON IeSITEIbHOCTH CTapIIero crnenuanicra 1
paspsija:

— peryiupoBaHue B cpepe OyxraaTtepckoro yuera u puHaHCOBOW OTYETHOCTH;

— OCYIIECTBIIEHHE JEATEIHHOCTH TIO0 KOHTPOJII0 W HAA30py B (UHAHCOBO-
Oro/KeTHOM cepe;

— BHYTPCHHUU ayJHUT.

4. Ha3naueHwe Ha JODKHOCTP M OCBOOOXKIECHHE OT JOJDKHOCTH CTapIlero
cnenuanucTa 1 paspsaa oCymecTBISETCS PyKOBOIUTENEM Y TPABIICHUS.

5. I'paxxmanckuii ciyxaniui, 3aMenaromyi JOKHOCTh CTapIlIero crenyanucra 1
paspsia, HEMOCPEICTBEHHO TOMYMHACTCS HAYaJbHUKY OTAENa — TJIABHOMY OyXraiaTepy
Otnena, 1100 JAUILY, UCTIOJHSIONIEMY €ro 00sS3aHHOCTH.

I1. KBanudukanronusie TpeOoBaHuUs
JUTSL 3aMEILEHUs JODKHOCTH TPaXKJaHCKOM CITyXKObl

6. Jlns 3amemeHuss  JODKHOCTM — CTapliero  cmenuaimcra 1 paspsina
YCTaHABIMBAIOTCS CIICIYIONTNE KBATH(PUKAITMOHHBIE TPEOOBAHUS:

6.1. Haimmuue npodeccronanbHoro 00pa3oBaHms.

6.2. TpeOoBaHUs K CTaXy TOCYAapCTBEHHOM TPaXIaHCKOM CIYXObl WM CTaxy
paboTHI MO CIICIUATBHOCTH, HAITPABJICHUIO MTOATOTOBKH HE TIPEIBSIBIISIOTCS.

6.3. Haiinuume 6a30BbIX 3HAHUI:

1) Konctutyuuu Poccuiickoii deneparmu;

2) ®enpepampHOoro 3akoHa ot 27 wmas 2003 1. Ne 58-@3 «O cucreme
rocyJIapCTBeHHOM City)0b1 Poccutickoit denepanumny;

3) ®denepanpHoro 3akoHa oT 27 utons 2004 1. Ne 79-03 «O rocynaapcTBeHHOM
rpakaaHckon ciayxoe Poccuiickoit denepannny;



4) denepabHOTO 3aK0HA OT 25 nmexadpst 2008 r. Ne 273-D3 «O npoTHBOICHCTBUN
KOPPYIIUN»;

5) ®denpepanbHoro 3akona ot 20 nexadbps 2004 r. Ne 166-®3 «O pbIOOIOBCTBE U
COXpaHEHUU BOJHBIX OUOJIOTHYECKUX PECYPCOBY;

6) rocymapctBeHHOTO si3bika Poccuiickoi deneparuu (pyccKoro si3bika);

7) B oOnacti HH(POPMAIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH (padoTa co
CIIyKEOHBIMH JIOKYMEHTAMH B TEKCTOBOM pEIaKTOpe, C SJIEKTPOHHBIMH TaOJIMIIaMHU,
0a3zaMu NaHHBIX, WH(HOPMAITMOHHO-KOMMYHUKAITMOHHBIMUA CETSIMH, B TOM YHCJIE CETBIO
«/IHTEpHET», B CHCTEME MEKBEIOMCTBEHHOIO AJIEKTPOHHOIO JOKYMEHTO0OOpOTa,
YIPABJIECHHUE 3JIEKTPOHHOU MTOYTOM).

6.4. Hannuue npodeccuoHambHbIX 3HAHUIA:

6.4.1. B cdepe 3akonomarenscTBa Poccuiickoit denepanuu:

1) TI'paxmanckoro kojaekca Poccuiickoii denepanmu;

2) ®enpepanpHoro 3akoHa ot 6 gekadps 2011 r. Ne 402-d3 «O OyxraaTepckom
yaeTey;

3) 3akonomatenbcTBa Poccuiickoit @enepanmu o OyXrajaTepckoM ydere, Hajlorax u
cObopax, ayJUTOPCKON NEATeTbHOCTH, O(PUIIMAIIBHOM CTaTUCTUYECKOM YYETe, apXUBHOM
TeIie;

4) wuHbBIX (¢enepalbHBIX 3aKOHOB, yka3oB Ilpesumentra Poccuiickoit ®enepanuu,
nocranoBieHuil [IpasurenscTa Poccuiickon denepanun, MHbIX HOPMAaTUBHBIX IPABOBBIX
aKTOB B paMKax KoMrieTeHInu denepaibHOro areHTCTBAa MO PhIOOJIOBCTRY.

6.4.2. nbie npodeccuoHaabHbIe 3HAHUS:

1) mpakTWkM TPUMEHEHUs 3aKoHOoJaTrenbcTBa Poccuiickori ®Denepanuu 1o
BoIpocaM 0(hOpMJICHUS MEPBUYHBIX YUETHBIX JOKYMEHTOB;

2) (uHAHCOBOTO MEHEKMEHTa, (PMHAHCOBOTO aHAN3a, BHYTPCHHErO KOHTPOJI,
HaJIOT000JI0KEHUS.

6.5. Haninune GyHKIIMOHATBHBIX 3HAHUNA:

1) ciyxeOHOro pactopsiika Y IpaBiacHHUS;

2) mosoxxeHust 06 Otaene;

3) HMHCTPYKIUH IO JICIONPOU3BOJCTBY Y IPaBICHUS;

4) OCHOB JICJIONPOM3BOICTBA U MOPSIKA paOOTHI CO CITYy)KeOHON MH(DOpMAITUCIH;

5) 0COOCHHOCTH CBs3€l ¢ OOIIECTBEHHOCTHIO B TOCYIaPCTBEHHBIX OpraHax;

6) MOHSTHS U MPOLEAYPHI PACCMOTPEHHUS OOpaIleHUI rpaXk1aH U OpraHU3aIlnii;

7) OCHOB JIEJIOBOTI'O ATHKETA,

8) CTPyKTYphl W TOJHOMOYHMI OpPraHOB T'OCYJapCTBEHHOW BJACTH W MECTHOTO
CaMOYIIpaBJICHUS;

9) cucreM  B3aMMOJCHCTBMS B paMKaX  BHYTPHUBEIOMCTBEHHOTO MW
MEXBEJIOMCTBEHHOT'O AJIEKTPOHHOTO JOKYMEHTOOO0POTa;

10) cucTeM B3aMMOACHUCTBUS C IpaXIaHAMK U OPTaHU3AIHSIMH;

11) moHATHS MPOSKTa HOPMATHBHOI'O MMPABOBOTO aKTa, MHCTPYMEHTHI U JTAllbl €ro
pa3paboTKH;

12) BUIOB, TOpPsJAKa OpraHW3allMd W  OCYIIECTBICHHUS MEPONPUATHH  TI0
npo(duIaKkTUKe HApYIICHHUs 00s13aTENIbHBIX TPeOOBaHUIA;

13) mporeaypsl OpraHHM3alMM IPOBEPKH: IMOPSJKA, OTAloOB, HHCTPYMEHTOB
MPOBEICHUS;



14) wmep, IPUHUMAEMBIX 110 PE3yJIbTaTaM POBEPKH;

15) noHATHS «BHYTPCHHHUH (PHMHAHCOBBIA ayauT;

16) opraHu3alMK U OCYIICCTBICHHUS BHYTPCHHETO (PMHAHCOBOTO ay/JHMTa B paMKax
yIpaBJIeHUs] BHYyTPEHHUMHU PUCKaMH (MX OCHOBHBIE 3Tarlbl);

17) MeTromuM4yecKMx  PEKOMEHJAlUMHA MO0  OCYHISCTBICHHIO  BHYTPCHHETO
(bMHAHCOBOTO ay/INTa;

18) mepeuHs BHYTPEHHHX TMPOLEAYP COCTABJICHUS M MCIIOJIHECHUS OrOKETa,
BeJICHUS OI0JKETHOTO yueTa M COCTaBJICHUS OI0PKETHOM OTYETHOCTH;

19) mopsimka  COCTaBJIGHUS  CBOJHBIX  YYETHBIX  JOKYMEHTOB B  IIEJSX
OCYIIIECTBICHUS KOHTPOJIS U YHOPSAIOUEHHUSI 00paOOTKHU JaHHBIX O (haKTax X03iCTBEHHON
KU3HH,

20) KOMITBIOTEPHBIX HPOTPaMM JIJIS BEACHUS OYXTaaTepCKOTO ydeTa.

6.6. Hanmnune 6a30BbIX YMEHUI:

1) yMeHHE MBICIUTh CHCTEMHO (CTPATErHYeCKH);

2) yMeHHE IUTaHUPOBATh, PAIMOHAIBHO WCIOJNB30BaTh CIIy)KEOHOE BpeMs U
JIOCTUTATh PE3yJIbTaTa;

3) KOMMYHHUKAaTHBHBIC YMCHHUS;

4) yMcHHE yNpaBJIATh U3MCHCHUSIMHU.

5) yMeHWUs 110 IPUMEHEHUIO IIEPCOHATBHOTO KOMITBIOTEPA,

6) ymeHus B 001acTu HHOOPMAITMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTHH.

6.7. Hannume npodeccoHanbHbIX YMEHUN:

1) ormepaTHBHO NPUHUMATH PEIICHUS;

2) obecrieuynBaTh BHITIOJIHEHUE 3a/1a4 OTHOCSIIUXCS K chepe ero KOMIETCHIINY;

3) TPOBOJUTH JECIIOBBIC MIEPETOBOPHI, ITyOJUYHBIC BHICTYILICHUS,

4) opraHu30BBIBaTH  paboTy 1O  A(PQPEKTUBHOMY  B3aUMOJCHCTBHIO  C
roCy/1apCTBEHHBIMU OpPTaHAMU;

5) kBaIM(PHUIMPOBAHHOTO TUTAHUPOBAHKS PAOOTHI;

6) IeII0BOro MUCHMa;

7) 3P PeKTHBHOTO MIIAaHUPOBAHHUS PabOYEro BPEMEHU;

8) BmaneHHs KOMIBIOTEPHOU U IPYTO#l OPrTeXHUKOM;

9) BiageHHUs HEOOXOAUMBIM ITPOIPAMMHBIM 00€CIICUeHUEM;

10) cucremaruzanuu HHGOPMAITUH;

11) aHaIMTUYECKOM, SKCIIEPTHOM PabOTHI IO MPODUIIO IEATSILHOCTH;

6.8. Hanmnuue GyHKIMOHATBHBIX YMEHUM:

1) TOArOTOBKM aHAIMTHYECKUX, MHPOPMALIMOHHBIX U IPYTUX MATECPHAJIOB;

2) TOATOTOBKH  METOJOJIOTUYECKHX  MaTepHajioB, JOKJIAJOB, pa3bsICHCHUH,
MIPOEKTOB OTBETOB;

3) HWCHOJB30BaHHS CPEACTB KOMMYHHKAIIMOHHON OPITEXHHKH IS TOJTYYCHUS H
nepeaadr nHdopmanuu;

4) paboThl CO CHOPaBOYHBIMH TpaBOBbIMH cucTeMamu «Koucyabrantllmocy,
«I"apanT» Ha mpoheccnoHaIbHOM YPOBHE;

5) crparernyeckoro npohecCHOHATLHOTO MBIIICHUS;

6) BemeHWs] YYETHBIX PErHCTPALMOHHBIX (OpPM, HCIOIB30BAaHHE WX  JUIS
uH(GOPMALIMOHHON paboThI;

7) paboThl ¢ HHGHOPMAIMOHHBIMU CUCTEMAaMH 1 0a3aMU JIaHHBIX;



8) opraHu3zanmMM XpaHEHUS JIOKYMEHTOB B COOTBETCTBHH C TpPEOOBAHUSIMHU
3aKkoHOMaTenbcTBa Poccuiickoit ®dexepani W JIOKaJIbHBIMA HOPMATHBHBIMU aKTaMH
OpraHH3allNH;

9) paboTel €O CIy)KEOHBIMH JOKYMEHTaMH: coOCTaBjieHHe (oQopMIiIeHNE)
NEPBUYHBIX YUYETHBIX IOKYMEHTOB, B TOM YHCIIC JIEKTPOHHBIX JJOKYMEHTOB;

10) obecrieyeHUs COXPAHHOCTH TIEPBUYHBIX YUETHBIX JTOKYMEHTOB JI0 Mepeaun ux
B apXUB.

I1I. lomxHOCTHBIE 003aHHOCTH, ITPaBa U OTBETCTBEHHOCTh

7. OcHOBHBIE TMpaBa U OOSI3aHHOCTH TPAXKTAHCKOTO CIYKAIIETO, a TaKKe
OTpaHUYEHMs, 3aMpeThl W TPeOOBaHUS K CIY)KEOHOMY TIOBEJICHHIO, YCTaHOBJICHBI
cratbssmu 14 - 18 @epepanbHoro 3akoHa ot 27 wurona 2004 1. Ne 79-@3
«O rocynapcTBEHHOM rpaxaaHckoil ciryx0e Poccuiickoii deaepamum.

8. B memsax peanuzanuu 3amad v GyHKUIHHA, BO3JOKEHHbIX Ha OTHes, cTapiiuii
cneruanuct 1 paspsaa Otnena o0s3aH:

1) yuyactBoBaTh B paboTe 1O KOMIUICKTOBAHUIO, XPAaHCHHIO, YYEeTy U
MCIIOJIb30BAHUIO APXUBHBIX JIOKYMEHTOB, OOpa30BaBIIUMXCS B IPOIIECCE CATEIBHOCTU
Otaeina, B COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickoit @enepanny;

2) B mpeneiax CBOMX IOJHOMOYHUI TPEACTABIISATh MO3UIUI0, UHTEPECHI, 3aIUTY
npaB YIpaBlieHHS B OTHOLICHHUSX C JPYTUMHU OpraHamMu TOCYAapCTBEHHOW BIIACTH,
opraHaMM MECTHOT'O CaMOYIPAaBJICHUS, TPaKJaHaMU U OPraHHU3alUsSMU, B TOM YHUCIE B
CyleOHBIX WHCTAHIIMSAX, MPABOOXPAHUTEIBHBIX M KOHTPOJBHBIX OpraHax, a TaK e
KOJUIETMAIbHBIX OpraHax, K pabore kotopeix mpusiedeH Otaen (YmnpamieHue), Mo
nopyueHnuro pykoBojctsa Otnena (YpaBiieHus);

3) OCYIIECTBIATh BEICHUE JIEIONMPOU3BOJICTBA B COOTBETCTBUU C YTBEPKICHHOM
HNHCTpyKLIMEN 11O AeI0ITPOU3BOACTBY;

4) yd4acTBOBaTh B pa3zpaboTke TEXHUYECKOTO, SKOHOMHYECKOTO,
OpPraHU3alMOHHOIO U MPABOBOTO MEXAHU3MOB peaau3aluy rocyAapCTBEHHOW MOJIUTHKU B
YCTaHOBJICHHOM c(epe NesTENbHOCTH;

5) ydacTBOBaTh B MOATOTOBKE IJIAHOB, MPOTHO30B, MPOTPAMM M HHBIX JOKAJIbHBIX
aKTOB B pamMKax komnereHunu Otaena;

6) moaroraBnMBaTh HadalbHUKY OTaena TMPEAIOKEHHS [0 YCTaHOBJICHHUIO
ONTUMAJIbHBIX MyTEH U METO/I0B pealn3alliy MOCTaBICHHBIX CIIy>KEOHBIX 3a/1a4;

7) CBOCBPEMEHHO MPEJCTABIATh OTYETHI, MHCbMa B denepanbHOE areHTCTBO IO
PBHIOOJIOBCTBY U JPYTHE OPraHbl U OpraHu3allly;

8) ywacTBOBaTh B  COBEHIAHMAX, HPOBOJAMMBIX  YIPaBJICHHWEM, BHOCHTH
MPEAJIOKEHUS TI0 BOIIPOCAM, OTHOCSIIUMCS K KomrneTeHuuu Otena;

9) ocymiecTBiIATE cOOp, 000OIIEHWE ¥ aHaTU3 WHGOPMAIMA O pe3yJIbTaTax
nestenpbHOCTH OTAENa, mpenoctaBieHue e€ HadanbHuKy OTaena B cocTaBe, 00bEMe U
CpokH, ycTaHoBJIeHHbIE OTaenom (YrpaBieHUeM);

10) ocymiecTBIATH 00PabOTKY IJIATEKHBIX JTOKYMEHTOB TI0 JBHKCHHIO CPEACTB Ha
JUIEBBIX CYETaX TModydarenass OIKETHBIX CpPEACTB U JJs ydera oOmnepauuid co
CpeICTBaMH, MOCTYMAIOIIMMU BO BPEMEHHOE PpaCHOpsHKEHHE MOoiydaTess OrJKETHBIX
CPEICTB, BEIEHHUE OHIIEKTPOHHOTO JOKYMEHTOOOOpOTa MO pacxojaM ¢ YIpaBiIeHHEM
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(benepabHOTO KazHavyecTBa 1Mo TrOMEHCKOM 001acTu;

11) ocCymiecTBIATh BEJICHHE AHAJIMTUYECCKOTO YyueTa JBMXKCHHUS CPEICTB IIO
JUIEBOMY CYETy ToJiydaresiss OIO/DKETHBIX CpEeACTB M JUIg ydeTa olepauuid co
CpelicTBaMH, TMOCTYMAIOIMIUMH BO BPEMEHHOE PaCHOpsLKEHUE Moydaress OFJKETHBIX
CpelICTB, cOoCcTaBieHHE KypHaioB omnepamuii Ne 2 «Kypnan onepanuit ¢ 6e3HaTMYHBIMU
neHexxHbiMU cpeacTBaMu» U Ne 4 «OKypHan omepanuil pacueToB ¢ MOCTaBUIMKAMU U
HOJIPSTUUKAMUY;

12) oOCyIIECTBIATh €KEAHCBHBI MOHUTOPUHT JIBMDKCHHUS JICHEKHBIX CPEJCTB Ha
JUIEBBIX CYETaX TOJydaress OIOHKETHBIX CPEACTB W JUIsl y4eTa Omepamuid co
CpeIcTBamMH, TOCTYIAIOIMUMH BO BPEMEHHOE PACHOPSIKEHUE TOydaTesss OFOJKETHBIX
CPE/CTB;

13) ocymiecTBIAT, CBEPKYy JaHHBIX OIO/PKETHOTO ydYeTra II0  pacxojaM
(dbenepanpHOro OMOKETa B TOPSAKE W B CPOKH, YCTAHOBJEHHBIE HOPMATHBHBIMHU
nmpaBoBbIMM  akTamu  Poccuiickoit ~ denepanuu, peryiupyrOmuaMA  OIOJKETHBIC
MIPaBOOTHOIICHHUS;

14) nupenctaBisATh HMHGOPMAIMIO O  JOBEACHHBIX  JHUMHTAaX  OIOKETHBIX
00s3aTEILCTB U MX MCHOJHEHUHU, COTJIacHO 3ampocaMm @DenepaibHOr0 areHTCTBA 110
pPHIOOJIOBCTBY, Yy4Y€TE€ JHMMHUTOB OIO/DKETHBIX O0S3aTENbCTB (NMPUHATHE K YYETy H
HCIIOJIHEHHE ), yUeTe JCHEKHBIX 00S3aTEIIbCTB;

15) exeKkBapTaJbHOE COCTABJICHHE AaKTOB CBEPKHM B3aUMHBIX pacdyeToOB C
MOCTABITUKAMH U TTOAPSTINKAMH;

16) ygacTBOBaTh B COCTABJICHUH M IPEIOCTABICHUH OIOKETHOW OTYETHOCTH IIO
pacxojiam 3a KBapTall, MOJIyroJiue, roJl B 00beMe, MPeayCMOTPEHHOM MPUKA30M TJIaBHOTO
pacropsiuTens;

17) ocymecTBIsATh (GOPMHPOBAHUE DIICKTPOHHOTO JOKYMEHTA W INPEIOCTABICHHE
dbopm «Cenenusi o koutpakte» B CYDJ[ B Otnenenue Tromenp YOK no TromeHckoM
o0acTy;

18) BBIMOJMHATH WHBIC MOpyYeHUS HavyadbHuka OTaena W PyKOBOJACTBA
YnpasieHus.

9. T'pakmaHCKui CIIyXalluil B COOTBETCTBUU CO cTaTheil 9 denepaabHOTO 3aKOHA
ot 25 nexabps 2008 r. Ne 273-D3 «O npoTUBOACUCTBUN KOPPYIITUN» 00s3aH YBEIOMIISATh
MPEACTABUTENS] HAHMMATEINS, OpPraHbl MPOKYpATyphl WM JIPyrue TOCYyAapCTBEHHbBIC
opraHbl 000 BCEX CIydasx OOpalleHus K HEMY KaKHX-JTHOO JIUIl B IEJSAX CKIOHEHUS ero K
COBEPIICHUIO KOPPYIIIIMOHHBIX TTPaBOHAPYIIICHUH.

10. IIpu 00paboTKe NEPCOHANBHBIX JAHHBIX TPAXKIAHCKUN CIyXKauui o0s3aH
MpUHUMATh HEOOXOAMMBIE Mephl WKW o0ecrneurBaTh WX NPUHATHE IS 3alUTHI
MEePCOHATBHBIX JaHHBIX OT HEMPAaBOMEPHOTO WM CIy4alHOrO JOCTyma K HHM,
YHUYTOKEHUS, W3MEHEHUS], OJIOKUpOBaAHUS, KOIUPOBAHMUS, MpeACTaBJICHUS,
pacrpocTpaHeHHUs MEPCOHABHBIX JJAHHBIX, @ TAK)KE OT UHBIX HEIIPABOMEPHBIX JICHCTBUI B
OTHOIICHUY TIEPCOHATBHBIX JAaHHBIX.

11. B mensx UCIOJHEHHS BO3JIOKEHHBIX JOJDKHOCTHBIX OO0S3aHHOCTEH CTapIIHiA
crienualucT 1 pa3psia uMeeT Mpaso:

1) mpuHWMATh pEIIeHUs B  COOTBETCTBHM CO CBOMMH JOJDKHOCTHBIMH
MTOJTHOMOYHSIMU;

2) BHOCHTH TMPEUIOKEHUS TI0 COBEPIICHCTBOBAHMIO pPAa0OTHI, CBS3aHHOW C



BBINIOJIHEHUEM H3JI0)KEHHBIX B HACTOSILEM JOJHKHOCTHOM PEMVIAMEHTE JIOJKHOCTHBIX
00s3aHHOCTEI;

3) nokiaapiBaTh HadajdbHUKy OTaena 000 BCEX BBIABICHHBIX HEJAOCTaTKax B
paboTe B mpeziesiax CBOe KOMIETEHITNH;

4) 3HAKOMHUTBCS C MMPOSKTAMH PEIICHHM, KacaroIuxcs aesTenpHoctu Otaena;

5) 3HAaKOMHUTBCS C OT3BIBAMH O CBOCH NpPOPECCHOHATBLHOU  CIY)KEOHOI
NEATEIbHOCTH W JAPYTMMHU JTIOKYMEHTaMW M MaTepuajlaMy JIMYHOTO JeJia, a TaKXKe Ha
MPUOOIIEHUE K TUIHOMY JIeTTy €T0 MTUChbMEHHBIX OOBSICHEHUH U IPYTUX TOKYMEHTOB.

12. Crapmmii cneruaiaucT 1 pa3psiga OCyIIeCTBISAET WHBIC MpaBa W UCIOJHSET
00s3aHHOCTH, TPETYCMOTPEHHBIE 3aKOHOAATENbCTBOM Poccmiickoit  Dexepanuu,
MpUKa3aMH, PaCHOPSKEHUSIMU M TOPYyYEHUsIMU HavanbHuka Otaena, aubo Juua,
WCIIOJTHSIOIIETO €ro 00s3aHHOCTH.

13. T'paknmaHCKMii CITy>Kalui, 3aMeIArONINi JOHKHOCTh CTapIero CIennaIncTa
1 paspsanma, 3a HEUCHOJHEHUE WIM HEHANJICKAIIEE WCIOJHEHUE JOJDKHOCTHBIX
00s13aHHOCTEM, HECOOIOJICHUE OTPAaHUYCHHUM U 3alpeToB, TPeOOBAaHUU K CIYKEOHOMY
MOBEJACHUI0O MOXET OBbITh TMPUBIEYEH K OTBETCTBEHHOCTH B COOTBETCTBUU C
3aKOHOIaTeNnbCTBOM Poccuiickon ®denepanum.

14. B ciyuyae UCTIOTHEHUS TPaKIaHCKUM CITY>KallldM HEPaBOMEPHOTO MOPYUYCHUS
IPaXIAHCKUW  CIyXallMi W JAaBIIMK  3TO IIOPYYEHUE PYKOBOJIUTEIL HECYT
JUCHUIUIMHAPHYIO, TPaXXIaHCKO-IIPABOBYIO, aAMHUHUCTPATUBHYIO WM YIOJIOBHYIO
OTBETCTBEHHOCTh B COOTBETCTBUU C (he/iepaTbHbIMU 3aKOHAMM.

IV. Ilepeyenp BONPOCOB, IO KOTOPBIM IPaKTAHCKHUM CITy KAl
BIIPABE WJIU 0053aH CaMOCTOSATEIbHO MPUHUMATD
YIPABJICHUYECKUE U UHBIE PEIICHUS

15. Ilpu wucnomHeHHH CIY)KEOHBIX OOS3aHHOCTEH TpakIaHCKUN CIy)KaIllWid,
3aMEeIIAIINK JOKHOCTh CTapIiero crenuaiucta | paspsiga, BIpaBe CaMOCTOATEIHLHO
MIPUHUMATh PEIICHUS 110 BOIPOCAM:

1) CBfA3aHHBIM C WCIIOJHCHHEM WM JIOJDKHOCTHBIX OOSI3aHHOCTEH B Tpejaeaax
nonHoMounii  OtThena, Ha COBEHIAHUSX, B KOMUCCHUSX, pa0Oo4MXx Tpymmnax, HWHBIX
COBEMIATENIbHBIX OpPTraHax, B KOTOPBIX T'PAXKIAHCKHUM CIIyKallluid y4acTBYET MO yCTHOMY
WM THUCHMEHHOMY TOPYYEHHUIO PYKOBOAWTENS YIpaBieHus, HadaibHuka Otaena — B
Npeaenax CBOMX MOJIHOMOYMN;

2) OTHOCSIIUMCSA K chepe ero KOMICTCHIIMH, OTPAKEHHBIM B CITy)KEOHOM 3aaHHUH
Ha KOMaHIUPOBKY TPH HCIIOTHCHWH CIy>KEOHOTO 3aJaHus B TEPHUOJ HAXOXKICHUS B
KOMaHJAUPOBKE U HECET MEPCOHAIBHYIO OTBETCTBEHHOCTD 3a Pe3yJIbTaT;

3) peanu3anUu MOJHOMOYHUH, B CIy4ae HA3HAYCHHUS YICHOM KOMHCCHUU WIIA MHOTO
KOJUIETUAJIbHOTO OpPraHa;

4) 0oYepenHOCTH M PACCTAHOBKE MPHOPHUTETOB B PEIICHUU TIOCTABJICHHBIX 3a/1a4;

5) mpoBepKH MPOEKTOB JOKYMEHTOB II0 BOIpOCaM, OTHOCSIIUMCSA K chepe
nesitenbHOCTH OT/ENA M TIPpU HEOOXOIMMOCTH BO3BpaTa JOKYMEHTOB Ha JOPAaOOTKY WIIU
nepeoopMIIeHUE;

6) yBemOMJIEHWS  BBINICCTOSIIIETO  PYKOBOJAUTENS  JUIS  NPUHATHS WM
COOTBETCTBYIOIIETO PEMICHUS;



7) 3ampoca JOKyMEHTOB, HEOOXOIMUMBIX JIJISl HCIIOJTHCHUS,

8) BHeceHus IpeaIoKEeHUI 0 HEOOXOUMOCTH Pa3pabOTKH HOPMATHBHO-TIPABOBBIX
aKTOB, a TaKXX€ HEOOXOJMMOCTH BHECEHHS W3MEHEHUN B JIEHCTBYIOIIME HOPMAaTHUBHO-
IPABOBBIE AKTHI IO 3aKPEIIJICHHBIM HAIPABICHUAM JI€ATEIbHOCTH;

9) BU3MpOBaHUS JIOKYMEHTOB, TIPEIOCTABICHHBIX ISl PACCMOTPEHHS WU
COTJIACOBAHUS IO 3aKPEIUICHHBIM HANpaBJICHUSM JESTEIbHOCTH, a TaKXe IOATOTOBKE
3aMeuyaHuil K TOKyMeHTaM, noctynatomum B OTaern;

10) BO Bcex OCTANBHBIX CIy4asX MPUHAMACT CaMOCTOSITEIIbHBIE PEIICHUS B
YCTaHOBJICHHOM c(epe AesTENbHOCTH.

16. Ilpu ucnomHeHHH CIIy>KEOHBIX O00S3aHHOCTEW TOCYJApCTBEHHBIN CITyXKalllHid,
3aMEIAOIINN JOJDKHOCTh CTapliero cnenuaiucta 1 paspsaa, o0si3aH caMOCTOSTEIBHO
MIPUHUMATh PEIICHUS 110 BOIPOCAM:

1) npuMeHeHHs TPEIYCMOTPEHHBIX 3aKOHOAATeNbCTBOM Poccuiickoit denepanun
Mep, HalpaBJICHHbIX HAa HEJOMYIICHUE U (WJIM) NMPECeUEeHUE HapYILICHUH IOpUIUYECKUMU
JUIAMH U TpaKAaHAMU 00s13aTENIbHBIX TpeOOBaHUH B cepe NesTeIbHOCTH Y IIpaBlIeHUs, a
TaK)Ke Mep 110 JIMKBUAALMH OCIEACTBUI YKa3aHHbBIX HAPYIICHMI;

2) nauv IOpPUIWMYSCKHMM ¥ (U3UYECKUM JIMIAM DPAa3bsCHEHUH TI0 BOIPOCaM,
OTHECEHHBIM K €r0 KOMIIETEHIUY;

3) 3ampoca M MOJyYeHUs B YCTAHOBICHHOM IOPSIKE CBEIACHU, HEOOXOIUMBIX IS
IIPUHATHUS PELICHU 110 BOIPOCaM, OTHECEHHBIM K €r0 KOMIIETEHIUY;

4) TOATOTOBKHU B YCTAHOBJICHHOM TIOPSIIKE U B HA/IJISKAIINE CPOKU MHPOPMALIUHU U
OTYETOB IO BOIPOCAM, OTHECEHHBIM K €r0 KOMIIETEHLINH;

5) ocymiecTBiICHHUS MPOBEPKU M BO3BpaTa Ha JIOPaOOTKY JOKYMEHTOB, MPOEKTOB
JOKYMEHTOB, MUCIIOJIHEHHBIX TOKYMEHTOB, HE OTBEUAIOIIMX YCTAHOBJICHHBIM TPEOOBAaHUSAM
pean3anuy MOJHOMOYHI;

6) mpemocraBieHus uWHPOpManUMU HavyanbHUKYy OTaena O BO3HUKHOBEHHH
(HamMuMM) TPEensTCTBUN Ui UCHOJHEHHS BO3JOKEHHBIX Ha HEro JOJHKHOCTHBIX
00s13aHHOCTEN U peanu3aluu NpeJoCTaBIECHHBIX MPaB;

7) wHpopMupoBaHMs HavajdbHMKa OTAeda O BBISBICHHBIX IPH HUCIIOJHCHUU
JIOJDKHOCTHBIX ~ OOSI3aHHOCTEH  HaApyIHICHMSIX JEHCTBYIOIEIO 3aKOHOJATENbCTBA C
MPEJIOKEHUEM CIIOCOOOB UX YCTPaHEHHUS,

8) BO BcexX OCTaNBHBIX CIIy4asX TPHUHAMAET CAMOCTOSITCIbHBIC pEIICHHUS B
YCTaHOBJICHHOM c(epe NesTEeNbHOCTH.

V. IlepedyeHb BOIIPOCOB, 110 KOTOPBIM I'PAXKIAHCKUM CIIyKallun
BIIpaBE MJIM 00s13aH y4acTBOBATh MIPH MOJATOTOBKE MPOEKTOB
HOPMATHUBHBIX IPABOBBIX aKTOB U (WJIM) MTPOEKTOB
YIPaBJIEHYECKUX U UHBIX PEIIEHUN

17. Crapumii cneupanuct 1 paspsiza B COOTBETCTBUU CO CBOEM KOMIIETEHIIUEH
BIIPABE Y4aCTBOBATH MPHU MOATOTOBKE (00CYKICHHH) CACAYIOMUX TTPOCKTOB:

1) Aenonpou3BOACTBA U CIYKEOHOTO PacCIOPsIKa;

2) TpUKA30B M PACIOPsDKEHUWH TI0 BOIpOCaM OpTraHM3alMd W 00eCIeUCHUs
nestenbHOCTH OTHena;

3) WHBIX MPOEKTOB, OTHOCSIIHNECS K YCTAHOBICHHON cdepe NeATSIbHOCTH.



18. Crapmmii cneramuct 1 paspsiia B COOTBETCTBHH CO CBOCH KOMITETEHIIUEH
00s13aH y4acTBOBATH MPU MOJATOTOBKE (0OCY>KIEHUH) CIEIYIONIUX MPOEKTOB:

1) mucem, wH(OpPMAIUK O BOMPOCAM, OTHOCSIIUMCS K JesTenbHocTH OTaena u
YupasneHus;

2) monoxenus o6 Otuerne;

3) rpaduka OTIyCKOB IpaXkIaHCKUX ciyxanmx Otena;

4) NOKYMEHTOB,  pErJaMCHTUPYIOIIMX  JCSITCIBHOCTh IO  HMCIIOJHEHHIO
BO3JIO)KCHHBIX HACTOSIIIUM JOJDKHOCTHBIM PETJIAMEHTOM OOS3aHHOCTEH;

5) oTHOcsmUEcs K YCTAaHOBJIIGHHOW cdepe IeATSIBHOCTH, IO IOPYYCHHUIO
HETIOCPEACTBEHHOTO PYKOBOJIUTEIIS.

VI. Cpoku u mporueaypsl MOJArOTOBKH, PACCMOTPEHUS
MIPOEKTOB YIIPABICHUYECKUX U UHBIX PEIICHUM, MOPSIOK
COTJIACOBAHMS Y NIPUHATHS JTAHHBIX PEUICHUN

19. Cpoxku u npoueaypsl MOATOTOBKH, PACCMOTPEHHS IPOEKTOB YNPABICHUECKUX
U UHBIX PEUICHUW, MOPSAOK COTJIACOBAHUS M TPUHATUS JAHHBIX PELICHUW CTapIIUM
CHenuaaucToM | paspsaa ONpenenstoTcs B COOTBETCTBUM C THIIOBBIM pErNIAMEHTOM
B3aUMOJECHCTBUS (efepalbHbIX OpPraHOB MCIIOJIHUTEIBHONW BIIACTH, YTBEPIKIECHHBIM
noctanoBiieHneM [IpaButensctBa Poccuiickoit @enepaunu ot 19 suBaps 2005 r. Ne 30,
TUNOBBIM ~ pEerJaMeHTOM  BHYTpPEHHEH  opraHu3anuu  (eaepalbHbIX  OpPraHoB
WCIIOJIHUTENIbHON BIJIACTH, YTBEPKIAECHHBIM nocTaHOBIeHneM lIpaBurensctBa Poccniickon
@enepanun ot 28 wumronmst 2005 1. Ne 452, IlpaBwiiamu [IeIOnpoOU3BOJCTBA B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPaBJIEHUs, YTBEPKICHHBIMU
npukazom dexnepanbHoro apxuBHOro areHTcrsa oT 22 mas 2019 r. Ne 71, Pernmamentom
@denepanabHOTO areHTCTBA MO PbI0OJIOBCTBY, MHCTpYKIIMEN 1O 1eT0NpOU3BOICTBY, NHBIMU
HOPMAaTUBHBIMHM aKTaMM YmpaBieHus, denepalibHOTO areHTCTBa IO pPBIOOJOBCTBY, a
TAaK)K€ MHBIMA HOPMATUBHBIMU ITpaBOBbIMU akTamu Poccurickon denepanuu.

VII. Topsiaok ciaykeOHOTO B3aMMOICHCTBUS

20. BzaummopeiicTBue cTapuiero crenuaiucta 1 paspsga ¢ TpakIaHCKUMH
CIy’)KalllUMU YTPaBI€HUS, TOCYJAPCTBEHHBIMHU CIIYXAlUIUMH HWHBIX TOCYAapCTBEHHBIX
OpPraHoB, a TAKXKE C IPYTUMH TpaKJaHaMH M OpraHU3aIMsIMHU CTPOUTCS B paMKaXx JICJIOBBIX
OTHOIIICHUII Ha OCHOBE OOIIMX MPHUHIIMIIOB CIIYKEOHOTO TMOBEICHUSI TOCYAapCTBEHHBIX
CIyXallluX,  yTBEpKIECHHbIX  Ykazom  IIpesmmenta  Poccuiickor — Denepaunu
or 12 aBrycra 2002 1. No 885 «OO0 yTBepkAeHUU OOIIUX MPHUHIUIIOB CIY>KEOHOTO
MOBEJICHUSI TOCYJApPCTBEHHBIX CIYXKAIIUX», U TpeOOBaHUU K CIIy)KEOHOMY MOBEICHUIO
IPaXIaHCKOTO CJYXKAlllero, YCTAHOBJICHHBIX cTaThel 18 denepanbHOrO 3aKoHa
ot 27 utons 2004 1. Ne 79-03 «O rocynapCTBEHHOUN TpakaaHCKO# ciayOe Poccutickoi
denepanun», a TaKKE B COOTBETCTBUU C WHBIMH HOPMATHBHBIMHU IPABOBBIMU aKTaMHU
Poccuiickon ®@enepanuu

VIII. Ilepedyens rocy1apCTBEHHBIX yCIYT, OKa3bIBAEMBIX IPaXKJaHaM
Y OPTaHMU3alMsIM B COOTBETCTBUU C IMUHHUCTPATUBHBIM PETIAMEHTOM



21. Crapmmii cienuanucT 1 paspsiia He y4acTBYET B OKa3aHUU T'OCYJIapCTBEHHBIX
YCIIYT Ipak/laHaM U OpraHu3aIusIM.

[X. ITokazaTenu 3((PeKTUBHOCTH U PE3yIbTaTUBHOCTH
npodeccroHanbHOM CiTy>keOHOMN AeSTEIBbHOCTH

22. DQGeKTUBHOCT, U  PE3yJbTaTUBHOCTh NPO(GECCHOHATIBHONW  CITy>KeOHOMU
ACSTeNIbHOCTH CTapIliero crenuaiucra | paspsjga  ONEHHBAETCS IO  CIEAYIOLUUM
MOKAa3aTeIsIM:

1) B opraHu3anuu Tpyaa:

1.1.) npoW3BOAUTEIBHOCTH (BBITOJIHICMBIH 00beM padoT);

1.2.) pe3ynbTaTUBHOCTH (Mepa JOCTHKEHUS MTOCTABICHHBIX IEJIeH );

1.3.) UHTEHCUBHOCTh TpyAa (CHOCOOHOCTh B KOPOTKHE CPOKH BBIMOJHATH
omnpeeneHHbId 00beM padoT);

1.4.) coOmoaeHue TPy I0BOM JUCIMILINHEL,

1.5.) CBOEBPEMEHHOCTh M OIEPATUBHOCTh, TO €CTh BBIIOJHCHUE IMOPYUYCHHUH B
YCTaHOBJICHHbBIE 3aKOHOATEILCTBOM, HOPMATUBHBIMU MPABOBBIMU aKTaMU CPOKH;

2) KauyeCTBO BBIMOJHECHHON paOOTHI:

2.1.) moarotoBka  JIOKyMEHTOB B  COOTBETCTBHM C  yCTAHOBJICHHBIMH
TpeOOBaHUSIMU;

2.2.) TIOJHOE U JIOTHYHOE U3JIOKECHUE MaTepraa;

2.3.) HOPUAMYECKH TPaMOTHOE COCTaBJICHUE JIOKYMEHTA,

2.4.) OTCYTCTBHE CTHIIMCTHYCCKUX U TPaMMATHYECKHX OIIHNOOK;

3) mnpodeccruoHaIu3M:

3.1.) mnpodeccuoHambHas KOMIIETCHTHOCTh (3HAHHE HOPMATHBHBIX IPABOBBIX
aKTOB, IMPOTA MPO(HECCUOHATLHOTO KPYro3opa U T.1.);

3.2.) CIIOCOOHOCTh 4YETKO OpraHM30BbIBaTh W IJIAHUPOBATh pabOTy, YMCHHE
paIMoHAIbHO UCIIOJIb30BaTh pabodee BpeMs, pacCTaBIsATh TPUOPUTETHI;

3.3.) OCO3HAaHWEC OTBETCTBEHHOCTH 3a TIOCICJICTBUSI CBOUX JICHCTBUU U
[IPUHUMAEMBIX PELICHUN;

3.4.) CcIOCOOHOCTh COXPAHATH BHICOKYIO PA0OTOCIIOCOOHOCTh B JIFOOBIX YCIOBHUSX;

4) OTCYTCTBHE OOOCHOBAHHBIX KAJIOO CO CTOPOHBI (PU3MUECKUX W IOPHIUUCCKUX
JUL, TPETEeH3UH U CHyKeOHbIX HapeKaHWH CO CTOPOHBI PYKOBOACTBA YTIpPaBIICHUS,
HavanbHuka OTHaena;

5) Hajuuue JIUYHON WHUIIMATHUBEI 110 YIYUYIICHUIO padboThl OTaeIa U pacuIMpEHHIO
KpyTa BBIMOTHIEMBIX 00sI3aHHOCTEH.



