YTBepaxaalo:
IIpeacenarenanb
KoHTpoJ/ibHO-CUeTHOI naJiaThl
PocToBcKkoii 001acTH

B.U. Xpunyn

« » 2014 r.

J{OJIZKHOCTHOM perjiaMeHT
rocy1apcTBeHHOI0 IpasAaHcKoro ciayxamero PocroBckoii odacTH -
BeyLlero crnenuaJucTa ynpasjeHus IPaBOBOro U KaJipoBOro odecrnevyeHus
KoHnTposbHo-cueTHoii nanaTtel PocToBckoii o0/1acTh

1. O0mue noJjioskeHus

1.1. JIoKHOCTh TOCYNapCTBEHHOH Tpa)KJaHCKoW ciaykObl PocToBckoii
obJlacT - BeIyIIero CHelualyucTa YIpPaBIeHUsS MPaBOBOTO M KaJIpPOBOTO
obecnieuenuss KouTponibHO-cueTHOM manatel PocToBckolt obnactu  (nmanee
BeIylUIMid  CHelualucT) OTHeceHa K  cTapllied  rpymnme  JOJKHOCTeH
rOCyJapCTBEHHOW TI'PaXIaHCKOH ciyk0bl PocToBckoil oOnactu KaTeropuu
«CTIEIUAJIUCTHDY.

1.2. Ha3zHaueHue Ha TOKHOCTh U OCBOOOXKAEHUE OT JIOKHOCTH BEAYILIEro
CIIe[MalIICTa OCYLIECTBIsieTCsl TMpencenareneM KOHTPOJIBHO-CUETHONM MajaThl
PocrtoBckoii obnactu (nanee - [1anara).

1.3. Benymuii crieniuaiucT MOJYMHSETCS HEMOCPEACTBEHHO 3aMeCTUTENIO
HavyaJbHUKA yIpaBJeHUs MPABOBOIO M KajapoBoro odecrieueHus llanater (manee -
yIpaBJieHHE).

1.4. Benymuii crieliuaqucT He HWMeeT B MOAYMHEHUH TOCYIapCTBEHHBIX

rpaXAaHCKUX CITyKallUX.

1.5. Bo Bpemsi OTCYTCTBUS BeAyIEero crienuanicta (KoMaHIupOBKa, OTITYCK,
0OJIe3Hb | T.JI.) er0 IOJDKHOCTHBIE OOS3aHHOCTU WCIIONHSET JPYrol pabOTHHK
yIIpaBJICHUS.

1.6. B cBoeil AeATeNIbHOCTH BEAYIINN CIENUATUCT PYKOBOJCTBYETCS:

- Koncturyuuneit Poccutickoit @enepanuu;

- Tpynoseim koznekcoMm Poccuniickoit @enepanunu;

- ®enepanbHbiM 3ak0HOM OT 27.05.2003 Ne 58-D3 «O cucteme rocyaapcTBEHHOM
ciyx0b1 Poccuiickoit @enepanumy;

- ®epepanbHbiM 3akoHOM oT 27.07.2004 Ne 79-03 «O rocyagapcTBEeHHOU
rpaxxnanckoi ciyxoe Poccuiickoit denepanmmny;

- @enepanbHbIM 3akOHOM OT 25.12.2008 No 273-®3 «O npoTUBOAEHCTBUU
KOPPYILINNY;

- WHBIMH (QeaepalbHBIMU 3aKOHaMHU, B TOM uuclie (denepalbHBIMU 3aKOHAMH,



PEryJUPYIOLIMMHU OCOOCHHOCTH MPOXOKICHUS TPaKIaHCKOM CITYKOBbI;

- ykazamu [ Ipesunnenrta Pocculickoit @enepauuu;

- noctaHoBJieHusMHU | IpaBurenbctBa Poccuiickoii @enepaunu;

- HOpPMaTHBHBIMHU IPABOBBIMU aKTaMu (efepalibHbIX OPraHOB HMCIOJHUTEIHHON
BJIACTH;

- OOnactHpiM 3akoHOM oT 22.07.2005 Neo 344-3C «O rocymapcTBeHHOM
rpakJaHcKoi ciryx06e PocToBckoil o6macty;

- O6nactHbM 3aKk0HOM OT 14.09.2011 Ne 667-3C «O KoHTponbHO-cueTHOM nanare
PocToBckoii o0macTmy;

- UHBIMU 3aKOHAMU U HOPMATUBHBIMU MPABOBBIMU akTaMu PocToBCKoOM 061acTu;

- DTUYECKUM KOAEKCOM COTPYJIHUKOB KOHTPOJIbHO-CUETHBIX OopraHoB Poccuiickoii
Oenepanuu;

- Pernamentom KontponbsHo-cueTHo# nanaTel PocToBckol 061acTy;

- MOJIO’KEHUEM 00 YIIpaBJIEHUHU MTPABOBOTO U KaJPOBOTr0 0OecTeueHus .

2. KBaJIH(])HKaHHOHHble TpeﬁOBaHHﬂ K JOJI’KHOCTH BEAYLIEro crnmeuuajaucra

2.1. Ha momkHOCTh BeyIIero CrieliMalrcTa Ha3HaYaeTCsl JTUI0, UMEIoIIIee:

2.1.1. Briciee obpazoBaHue.

2.1.2. TpeboBanuss K CTaXy TOCYIJapCTBEHHOW T'paXJIaHCKOW  CIIYXKOBI
Poccuiickoit ®@enepannu (rocyJapcTBEHHON CIy>KOBI WHBIX BHUIOB) WU CTaxXy
(ombiTy) paboOTBl MO  CHEUHANIbHOCTH, HAMpaBlI€HUIO TMOATOTOBKU  HE
MPEbSBISIOTCS.

2.2. Benymuii cieMaiucT JOIKEH 3HATh:

- Koncruryuuto Poccuniickoit @enepaunu;

- ®epepanbHbiil 3aKk0H OT 28.03.1998 Ne 53-®3 «O BoMHCKON OO0S3aHHOCTU U
BOCHHOM CITyX0e»;

- OenepanbHblid  3akoH oT 30.12.2001 Ne 197-®3 «TpynoBoil koaekc
Poccuiickoii ®enepanuny;

-  ®enepanbHbiii 3akoH oT 27.05.2003 Ne 58-®3 «O cucreme rocyaapcTBEHHOM
ciryx6s1 Poccuiickoit @denepanuny;

- OenepanbHblid  3akoH oT 27.07.2004 Ne 79-®3 «O rocynapcTBeHHOM
rpaxnanckoi ciyxoe Poccuiickoit denepamumny;

- @enepanbublid 3ak0H oT 02.05.2006 Ne 59-®3 «O mopsiake paccMOTpeHUs
obOpainennii rpaxxaan Poccuiickoit @enepanum»;

- @enepanbHbIil 3ak0H OT 27.07.2006 Ne 152-03 «O nepcoHaNbHBIX JAHHBIX»;

- @enepanbHblii 3akoH OT 25.12.2008 No 273-®3 «O npoTUBOJAEUCTBUU
KOPPYHIIUNY;

- ®epepanpHbiii 3akoH OT 09.02.2009 No 8-d3 «O6 obecrnedeHUH OOCTyIa K
nHpOpMaIK O NESITeNBHOCTH TOCYNapCTBEHHBIX OPTraHOB W OPraHOB MECTHOTO
caMOyIIpaBJICHHUsI»;

-  @enepanbHbiii 3ak0oH OT 21.11.2011 Ne 329-®3 «O BHeceHUM W3MEHEHUU B
OT/AeJIbHbIE 3aKoHoJaTeNibHble akThl Poccuiickoit ®enepauri B CBSI3U ¢
COBEpIIEHCTBOBAaHUEM rocyJJapCTBEHHOTO yIpaBlieHUs B obacTn
MIPOTUBOCHCTBUS KOPPYIIIUNY;



- VYka3 Ilpesunenta Poccuiickoii ®enepammu ot 12.08.2002 No 885 «OO0
YTBEpPKJEHUN OOIIMX MPUHLMUIOB CIY>KeOHOr0 TMOBEJEHUSI TOCyAapCTBEHHBIX
CITy>KaluX»;

- Vka3 Ilpesupenta Poccuiickoii @enepamuu ot 01.02.2005 Ne 110 «O
MPOBEICHUM aTTeCTallMd T'OCYJapCTBEHHBIX TpakIaHCKUX ciyxkamux Poccuiickoit
Oenepanuny;

- Vka3 Ilpesunenta Poccuiickoii ®@enepanu ot 01.02.2005 Ne 111 «O nopsiake
cIauvd  KBaTU(UKAIMOHHOTO DK3aMEHa TOCYJapCTBEHHBIMH  TPaKIaHCKAMU
ciayxammmu Poccuiickoilt denepaliui U OLEHKA WX 3HAHWM, HABBIKOB M YMEHUM
(mpoeccroHaTbLHOTO YPOBHS )»;

- VYka3 Ilpesunenta Poccuiickoit @enepaunu ot 01.02.2005 Ne 112 «O koHKypce
Ha 3aMellleHre BaKaHTHOMW MOJDKHOCTH TOCYJApCTBEHHON TPa)KIaHCKOW CITYXKOBI
Poccuiickoit ®enepaunny;

- VYka3 [lpesunenta Poccuiickoit @enepanuu ot 01.02.2005 Ne 113 «O nopsiake
MPUCBOEHUSI W COXPAHEHMsI KJIACCHBIX YMHOB TOCYAApCTBEHHOW TpakIaHCKOM
ciyx0n1 Poccutickoii denepanuu dheaepalbHBIM TOCYIapCTBEHHBIM T'PaXKIaHCKUM
CITYXKalluM;

- Vxka3 Ilpesunenta Poccuiickoit @epepauuu ot 16.02.2005 Ne 159 «O
npuMepHOi GopMe CIIy)KeOHOTO KOHTpakTa O TMPOXOXKISHHUU TOCYAapCTBEHHOM
rpaxxgaHckord cimykObl  Poccuiickoit @epepaunu M 3aMelleHUH JOJKHOCTH
rocyapCcTBeHHOM rpakianckoi ciyx0b1 Poccuiickoit @enepanuny;

- Vxka3 Ilpesunenta Poccuiickoii ®enpepanuu ot 30.05.2005 Ne 609 «O6
YTBEPKACHUM  TIOJIOKEHUSI O TMEepPCOHANIbHBIX JaHHBIX T[OCYJapCTBEHHOTO
rpaxkJjaHckoro ciysxaiero Poccuiickoit @enepaiiuu 1 BeGHUH €ro JIMYHOTO Jeliay;
- Vka3 Ilpesugentra Poccutickoit @epeparuu ot 28.12.2006 Ne 1474 «O
JIOTIOJTHUTETLHOM npodeccrnoHAIEHOM oOpa3zoBaHUU rocyapCTBeHHBIX
rpaXIaHCKHUX ciayxammx Poccutickoit ®enepanumy;

- Vka3 Ilpesugentra Poccutickoit @epeparuu ot 19.11.2007 Ne 1532 «O
nepuoax padoThl (CIIy)Obl), BKIIOUYAEMBIX B CTaX TOCYJAPCTBEHHOH CITyKOBbI
deneparbHBIX TOCYAAPCTBEHHBIX CIYXKallUX, JAIOIIANA TPaBO Ha YCTAaHOBJICHUE
eXeMecsSYHON Ha0aBKHU K JOJPKHOCTHOMY OKJIaAy 3a BBICIYTY JIeT»;

- Vka3 IIpesunenta Poccuiickoit @eneparuu ot 20.09.2010 No 1141 «O nepeune
JOJKHOCTEH, TEPHOABI CIY>KOBI (paboThl) B KOTOPBIX BKJIFOYAIOTCS B CTaX
rocyIapCTBEHHOM TpakIaHCKOM CITyKObI JIJI1 Ha3HAUYCHUs TICHCUU 3a BBICIYTY JIeT
benepalIbHBIX TOCYIAPCTBEHHBIX IPaKIAHCKUX CITYKAIIIUX,

- exerognsle Ilocmanms Ilpesunmenra Poccuiickoit ®enepaunn deneparbHOMY
Cob6panuto Poccutickoit ®eneparumy;

- mnocraHoBienne IlIpaButensctBa Poccuiickoit ®enepanmu ot 16.04.2003
Ne 225 «O TpyIOBBIX KHUXKKAX;

- mnocradosnenue IIpaBurensctBa Poccniickoit ®enepanum ot 06.05.2008 Ne 362
«O6  yTBEepXKIEHUH TOCYHApCTBEHHBIX TpeOOBaHWM K MpodeccHoHATbHON
MIEPETOArOTOBKE, TOBBIIICHUIO KBATU(UKAIMA U CTAXUPOBKE TOCYIapCTBEHHBIX
rpaXIaHCKuX ciayxammx Poccutickoit ®enepanumy;

- mnocraHoBieHne Muntpyna P® ot 10.10.2003 Ne 69 «O0 yTBepKIeHUU
HMHcTpyKIMHK 1O 3aII0JIHEHUIO TPYIOBBIX KHIDKEK);

- O6mactHoi 3ak0H 0T 29.05.1996 Ne 19-3C «YcrtaB PocToBcKo# 001acTi;



- Ob6nactHoit 3akoH 26.07.2005 Ne 344-3C «O rocymapcTBEHHOM TI'pa)IaHCKOM
cinyxx0e PocToBckoii o6acTuy;

- Oo6nactHoit 3akoH oT 26.07.2005 Ne 345-3C «O Peectpe rocynapcTBeHHBIX
noikHocTel PoctoBckoit obnact u PeecTpe momxHOCTe rocyaapcTBeHHOMN
rpakxJaaHCKOH ciry k061 PocToBCKOM 00macTn;

- O6nactHoit 3akoH oT 18.09.2006 Ne 540-3C «O06 obpaliieHUsIX TpakIan;

- Ob6nactHoit 3akoH oT 21.06.2007 No 715-3C «OO6 001acTHOM TroCyJapCTBEHHOM
3aKa3e Ha JIOMOJHHUTENBHOE MPOo(ecCHOHATbHOE O0pa30BaHME TOCYIapCTBEHHBIX
rpaKIaHCKUX CITy>Kalux PocToBckoit o0macTm;

- Ob6nacthoit 3akoH or 15.02.2008 Ne 872-3C «O rocynapcTBEHHOH MEHCHM 3a
BBICIYTY JIeT JIMIIaM, 3aMellaBlIMM TOCyJapCTBEHHbIE JOKHOCTU PocTOBCKOM
o0NacTh W JOIDKHOCTH TOCYAAapCTBEHHOM TpaxaaHcKod ciy»Obl PocTtoBckoi
o0acTn;

- Ob6nactHoit 3akoH oT 12.05.2009 Ne 218-3C «O npoTUBOIEHCTBIN KOPPYILIMU B
PocroBckoit o0mactmy;

- O6mnactHoit 3akoH ot 10.12.2010 Ne 537-3C «O neHexHOM coOJiepKaHUU JIHII,
3aMelIaoIInX rocy1apCcTBEHHbIE JOIKHOCTU PocToBCKO# 00nacTuy;

- OoOnactHoil 3akoH oT 10.12.2010 Ne 538-3C «O geHeXHOM coOAep)KaHUU
rocyAapcTBeHHBIX ciykalmx PocTtoBckoit obnacTu;

- Ob6nactoil 3akoH oT 14.09.2011 Ne 667-3C «O KoHTponbHO-CUETHOM manare
PocroBckoit o0nacTiy;

- mnocraHosjenue [lpaButensctBa PoctoBckoit obmnactu ot 22.03.2012 Ne 220 «O6
YTBEpKJACHUU TIOJOXKEHUS] O TMPEOCTAaBICHWH CBEACHUH O  MOJyYeHHBIX
rOCYJJApCTBEHHBIM ~TPAXKJIAHCKUM  choyalmM PocTtoBckoil obnmacti  a0xopax,
MpUHAIJIekKAIlEM eMy Ha IpaBe COOCTBEHHOCTH UMYILIECTBE, SIBIISIOLIMXCS] 0ObeKTaMU
HAJIOr000JIOXKEHUS U 00s13aTeIbCTBAX UMYIIIECTBEHHOTO XapaKTepay;

- mocraHoBienue [lpaButensctBa PoctoBckoii obmacti ot 16.01.2014 Ne 14 «O6
YTBEP>KICHUU HOPMATUBOB CTOMMOCTH 00pa30BaTeNIbHBIX YCIYT MO JOMOTHUTEIEHOMY
pogecCHOHAILHOMY 00pa30BaHUIO TOCYJAPCTBEHHBIX TPAKIAHCKUX —CIyXKalluX
PocToBckoii o0macTi;

- mnocrtaHoBienue lpaButensctBa PoctoBckoit obmactu ot 16.01.2014 No 39 «O6
YTBEP)KICHUU MIPUMEPHOM (POPMBI FOCYIAPCTBEHHOIO KOHTPAaKTa Ha JOMOJHUTEIbHOE
npodeccronansHOe 00pazoBaHUEY;

- Pernament KoHTponbHo-cueTHOH nanatsl PocToBcko# o0nacTu;

- DTHYecKud KOJEKC COTPYIHUKOB KOHTPOJBHO-CUETHBIX OpraHoB Poccuiickoii
®enepanuuy;

- Kopexkc atuku u ciyxeOHOro mMOBEACHHUS TOCYAAPCTBEHHBIX T'PasKJaHCKUX
ciyxanux PocroBckoii obnactu;

- npyrue (enepanbHble 3aKOHBI, yKa3bl W pacnopsbkeHus [lpeswmenta
Poccuiickoii ®enepanuu, mNOocTaHOBIEHWST W pacnopsbkeHus [IpaButenscTBa
Poccuiickoii ®@enepannn, oOJacTHbIE 3aKOHBI U MHbIE HOPMAaTHBHBIC PABOBBIC
aKTHI TI0 HAMPaBIIEHUIO MPOGECCUOHATBHON JIeATETFHOCTH,

- OCHOBBI JIeJIONPOU3BO/ICTBA;

- TpaBuJia ¥ HOPMBI OXpaHbl TPyJa U IPOTHUBOIIOKAPHOH 3aIlUTHI;

- TIpaBuUiia JeJI0BOT0O ATUKETA;



- anmapaTHoe W TMporpaMmHoe oOecriedeHue B 00JacTU HH(POPMAITMOHHO-
KOMMYHUKAaIIMOHHBIX TexHosorui (nainee UKT);

- paboThl ¢ MEXBEJOMCTBEHHOW CHCTEMOW 3JIEKTPOHHOrO JOKYMEHTOOOOpoTa U
JeIoNpOn3BOACTBA «/Jlemoy;

- BO3MOXHOCTHU M OCOOEHHOCTH HpuMeHeHHs, coBpemeHHbIx HWKT B
roCyJapCcTBeHHBIX  OpraHax, BKJIIOYas  HCIOJb30BaHHWE  BO3MOXKHOCTEM
MEKBEJIOMCTBEHHOI'O JOKyMEHTOO00pOTa;

- 00mue Bompockl B o0nactu obecrniedueHus HHPOPMaIMOHHOK 0e3011acHOCTH.

2.3. Benymuii cnenquanucT J0KEeH UMETh HaBbIKU:
- 3¢ (heKTUBHOTO TIJIAHUPOBAHUS pabOTHI;
- OpraHu3alyy U oOecrievyeHuns BbINIOJIHEeHMs 3a1ay;
- 3(hpeKTUBHOTO MIAHUPOBAHUS CITy’)KEOHOTO BPEMEHHU;
- aHajym3a M CHUCTeMaTW3aluu WHGOpMaluWd TIO0 HaNpaBlIeHUIO CBOEH
npodecCUOHAITEHOM TesITeIbHOCTH;
- paboTHI ¢ Pa3IUYHBIMUA UCTOYHUKAMU UH(POPMAIUH;
- IOATOTOBKH MH()OPMAIIMOHHO-aHATUTUYECKUX MaTepHallOB;
- BIQJICHUS TpUeMaM{ MEXJIMYHOCTHOTO OOIIEHHWs, TPaMOTHOTO y4deTa MHEHUs
KOJLJIET;
- CUCTEMaTU4eCKOro MOBBILIEHUs CBOeH KBalu(UKALIUN;
- BJIQJICHUS] OPTTEXHUKOH;
- paOOTBI C BHYTPEHHUMHU U NepUPepruiHbIMU yCTPONCTBAMU KOMIIBIOTEPA,;
- paboThl ¢ WH(OPMALMOHHO-TEICKOMMYHHUKAIIMOHHBIMU CETSIMH, B TOM YHCIE
ceTeto MIHTEpHET;
- paboTHI B ONEpaLIMOHHON cUcTeME;
- YIIpaBJIEHHUS SJIEKTPOHHOU IIOYTOM;
- paboOThI B TEKCTOBOM PEIAKTOPE;
- paboTBI C 3JIEKTPOHHBIMU TaOIHULIAMY;
- IOATOTOBKH Ipe3eHTalluii;
- UCTOJIb30BaHUs Irpa)UuecKuX 0ObEKTOB B AIEKTPOHHBIX TOKyMEHTAX;
- paboThI c 0a3amMu JaHHBIX;
- paboTBl B MEXBEIOMCTBEHHOM cHcTeMe 3JEKTPOHHOIO JOKyMEHTOOOOpOoTa U
JIeIonpou3BoACTBa «Jlenoy;
- Ipyrye HaBbIKU, HEOOXOJUMBbIE 1JIs1 UCIIOTTHEHUS! 1OJPKHOCTHBIX 00sS3aHHOCTEH.

3. ]_IOJ'DKHOCTHBIC OﬁfBﬂHHOCTlfI, npaBa 1 OTBETCTBCHHOCTDb BEAYLIECI0
crenuaJaucTa

3.1. JlomkHOCTHBIE 00sI3aHHOCTH BEYIIETO CIeUAINCTa

3.1.1. B cBoei1 nedarenbHOCTHA BEIyLIM CIIEIUATUCT PyKOBOACTBYETCSI OCHOBHBIMU
00S13aHHOCTSIMU T'Pa)KJJaHCKOTO CIIyXallero, MpeayCMOTPeHHBbIMU cTaTbeil 15
@®epnepanpbHoro 3akoHa ot 27.07.2004r. Ne 79-®3 «O rocymapcTBeHHOM
rpaxaaHckoi ciyx0e Poccuiickoii @enepanum».



3.1.2. Ucxons u3 TpeOoBaHuii, mpeaycMoTpeHHbIX DenepanbHbIM 3aKOHOM OT
25.12.2008r. Ne 273-@3 «O mpoTHBOAEMCTBUM  KOPPYNUUW», BeIyLIUH
CIIELIMAINCT YBEJOMIISIET B YCTAHOBJIEHHOM MOPSAKE MpeAcTaBUTENsl HaHUMATes
000 Bcex ciyyasx oOpallleHHsl K HeMy KakKuX JHOO0 JIMIl B LENsX CKIOHEHUS ero K
COBEPULIEHUIO KOPPYILIMOHHBIX MTPABOHAPYIIEHUN.

3.1.3. Hcxoms wu3 3amad  ynpaBieHUs, BeOyLIMHd CHEUUAINACT BbITOIHSAET
cienytouye QyHKINH:

MOATrOTaBINBAET MPOEKTHl JOKYMEHTOB, CBS3aHHBIX C MOCTYILJIEHHEM Ha
Ipa)XXIaHCKYIO CIYXKOY, ee MPOX0XKACHUEM, 3aKIIOUeHNEM CIIyKeOHOTO KOHTPaKTa,
Ha3Ha4YeHHeM Ha JIOJDKHOCTH T'Pa)KIaHCKOW CITy>KOBI, YBOJbHEHHEM IPaKTaHCKOTO
CIyXallero ¢ TpaXxJaHCKOH ciayObl, Ha3HauY€HWEeM Ha JOJDKHOCTb U
OCBOOOXJEHHEM  OT  3aMellaeMOd  JOJDKHOCTH  JIML,  3aMelIarolIuX
rocyJlapCTBeHHbIE JIOJDKHOCTH, BBIXOJAOM Ha TEHCHIO 3a BBICAYTY JIeT, U
odopMIIsieT COOTBETCTBYIOIIME peleHus [lanarsr;

ocyllecTBIsieT ydeT KaapoBoro cocraBa [lamarel B cucreme «ITIAPYC-
Kanpse! «YnpaBneHnue kaapaMu rocyJapcTBEHHOMN IpaKJaHCKOHN CIIy»KObI CyObeKTa
Poccuiickoii ®enepanun»;

(dbopMHUpyeT, yYUThIBAaET U BeleT JUYHbIE Jesla COTpyAHUKOB [lanarTsr;

OpraHu3yeT U €XXEeroJHO MPOBOAUT O3HAKOMIIEHHE C JIMYHBIMU JAeJIaMu U
CBEpKY JINYHBIX J1eJ1 coTpyaHUKOB [lanarsr;

MOJArOTaBINBaeT JIMYHbIE JleNla, YBOJIEHHBIX COTPYJHHUKOB, K Tiepeiade B
apXuB;

3aMOJIHSIET W YYUTHIBAeT TPYJOBblE KHUXKKH, BKJIAJBIIU K TPYJIOBBIM
KHUKKaM;

OCYILIECTBIISIET TaOEIbHBIN yueT pabouero BpeMeHu coTpyAHUKOB [lanaTsi;

BeIeT ydeT KaapoBoro cocraBa Ilamater B COOTBETCTBHM  C
YHU(GULHUPOBAHHBIMU (POpMaMU MEPBUYHON YUETHOMN TOKYMEHTAaIINH;

MOJITOTABIMBAET HEOOXOIUMbIE MaTepHallbl JJis paboThl aTTeCTallMOHHON U
KOHKYPCHOM KOMHUCCHUM, KOMHMCCHU IO ONPENEICHUI0 COOTBETCTBHUS Y4YEHOU
CTENEeHU TPakJAaHCKOIrO CIy’Kalllero HAlpaBJEHUIO €ro NeSITeIbHOCTH, KOMUCCUU
no coOo/IeHrI0 TpeOOBaHU K CIy)KeOHOMY MOBEIEHUIO U YPeryJupOBaHUIO
KOH(DJIMKTa HHTEPecOB, KOMUCCHUM IO HCYUCIEHUIO CTa)ka ToCyAapCTBEeHHON
rpaKIaHCKOM CITy kOBl

OCYILECTBIISIET MMPOBEPKY TOCTOBEPHOCTH U IOJHOTHI CBEIEHHUM O INOXO0AAX,
00 nMyIecTBe U 00s13aTeNIbCTBAX UMYILECTBEHHOTO XapakTepa, MPel0CTaBIsIeMbIX
rpaKIaHamMH, NPETEeHAYIOLIIMMH Ha 3aMEILleHHE JOJDKHOCTEH TIOCydapCTBEHHOU
IpaXIaHCKOHN CITyKOBI ¥ TOCYAapPCTBEHHBIMH IPKIAHCKUMU CITYKaIMU;

COCTaBIISIET TpauK €XKEeTOAHBIX OTIYCKOB COTpYyAHHWKOB [lamatel, Bemer
y4eT UCIOJIb30BaHUs OTITYCKOB;

BeJIeT BOMHCKUN YYeT COTPYIHUKOB, MpeObIBAIOIIMX B 3arace, MpPOBOAUT
CBEpKY B paiiBoeHkomarax r. PoctoBa-Ha-/[oHy u obnactu;

BeJleT y4eT MOOLIPEHNN U HarpaxaeHud coTpyiHuKoB [lanarter;

BeJleT y4eT AUCIUIIMHAPHBIX B3bICKAHUN;

3HAKOMHT COTPYAHUKOB C JIOKQIbHBIMU HOPMaTUBHBIMU aKkTaMH I lanaTsr;

MOATrOTaBINBAaET KOMaHAUPOBOUHbIE yAOCTOBEpeHUs coTpyaHUKaM [lanarsr;

6



ITOATOTABJIMBAET CIIPABKU O TPYJAOBOM AEATEIBHOCTH COTPYIHUKOB [lanarsr;

OCYILIECTBIISIET MOJACYET OOLIero CTaxka, CTaka roCyJapCTBEHHOH Cily)XObI
CcOTpyAHUKOB I lanaTsr;

COCTABJISIET CTATUCTUYECKYIO OTYETHOCTh IO YYETY JIMYHOI'O COCTaBa;

BBIIIOJIHSAET MHBIE TIOPYYEHHMsI 3aMECTUTENS] Ha4aJIbHUKA YIIPaBJICHUS.

3.2. IlpaBa Beay1iero cnenuainucTa

3.2.1. Ilpu uCHOIHEHUU CBOUX JOJKHOCTHBIX OOSI3aHHOCTEH BeAyIIUit
CTIEIUATTUCT 00JIaiaeT mpaBaMu, IperycMoTpeHHbBIMU DenepaibHbIM 3aKOHOM «O
rocyIapCTBeHHOW TpakaaHckoil ciryxbe Poccuiickoit ®@enepannm», OOmMacTHBIM
3akoHOM «O KoHTponbHO-cueTHOU manate PocTtoBckoi obnactu», Permamentom
[TanaTel 1 HaCTOSIIIUM JTOJIKHOCTHBIM PETJIAMEHTOM.

3.3. OTBETCTBEHHOCTb BEAYIIEro CrelrannucTa

Benymuii ciequanyct HeceT OTBETCTBEHHOCTD:

3a HEUCIIOJIHEHHWE WIM HEeHaJJIeXallee UCIOJIHEHWE BO3JIOKEHHBIX Ha HEro
JOJDKHOCTHBIX OOsi3aHHOCTEH, 3a JeilicTBUue WK Oe3leicTBUE, Benyllee K
HapyLIEHUIO TMpaB M 3aKOHHBIX MHTEPECOB TpaxJaH; 3a pas[alleHue
rocyapCTBEHHOW TalHbI (B cllydyae JOMyCKa K CBEJEHUSIM, €€ COCTABIISIFOLINM), a
TAaK)K€ CBEJIEHMI, CTaBIIMX €My U3BECTHbIMHM B CBSI3M C HUCIHOJHEHHEM
JOJDKHOCTHBIX ~ O0SI3aHHOCTEH; HecOONIoJeHWe OrpaHWYeHUd U 3alpeToB,
CBSI3aHHBIX C FPaXXAaHCKOHU CiIyk00# B cooTBeTCTBHH ¢ DeepatbHBIMU 3aKOHAMMU:
«O TocymapcTBeHHOW TpaxmaHCKod cimyxkOe Poccuiickoit  ®eneparumy,
«O npotuBoAecTBUM KOppynuum», «O MepCOHANBHBIX NaHHBIX», (OO0IacTHBIM
3akoHOM «O KoHTponbHO-cueTHON nanare PoctoBckoil obiactu», PernmamenToM
[TanaTel 1 HACTOSLIUM AOJKHOCTHBIM PETJIaMEHTOM;

3a BeICHUE, XpaHEeHHUe, y4eT U BbIJady TPYIOBbIX KHUKEK.

4. TlepeyeHb BONPOCOB, O KOTOPHIM BeAYIIHi CeNHAJTUCT BIPaBe HJIH
00513aH caMOCTOSITeJIbHO MPUHUMATH yNpaBJieHYeCKHe UJIH HHbIe
peuleHust

B cooTrBercTBMHM C 3amelliaeMoil JOJKHOCTBIO BEAYIIMM CHEUaTUCT
CaMOCTOSITeJIbHO MIPUHUMAET pelleHusl M0 BOMPOCaM, CBSI3aHHBIM C pealin3alueit
CBOUX JIOJKHOCTHBIX OO0SI3aHHOCTEM.

S. IlepedyeHb BONpPOCOB, N0 KOTOPBLIM BeAylLIHH ClIeNHAJNCT BIpaBe WiH
00s13aH y4acTBOBaTh NPH NOAT0OTOBKe POEKTOB HOPMATHBHBIX AKTOB H
(nJIM) NPOEKTOB yNPaBJACHYECKHUX H HHBIX PelIeHH I

[lepeyeHp BOMPOCOB, MO KOTOPBIM BEAYILIWN CIELUAIWCT BIPABE HWIIA



00s3aH ydacTBOBaTh NpPH MOJATOTOBKE IIPOEKTOB YIPABIEHYECKUX W HWHBIX
peleHui copepxutcs B noapasnaene 3.1. «JlomkHocTHbIE 00s13aHHOCTH BeIyIIero
CHEIUaJINCTa» HACTOSILEro JODKHOCTHOIO PeraMeHTa.

6. Cpoxu 1 npoueaypbl NOATOTOBKH, PACCMOTPEHHS NPOEKTOB
yHpaBJIeHYeCKHUX H HHBIX pellieHHH, MOPAAOK COrJIaCOBAHHUSA U NPUHATHHA
AAHHBIX peLIeHu

Benyumii cneumanuct ocyliecTBisieT pa3paboTKy, COIVIaCOBaHHE U
OPraHM3alMI0 PACCMOTPEHMs] IPOEKTOB ITOATOTOBIEHHBIX WM JOKYMEHTOB B
NopsiiIKE M B CPOKHM, YycTaHOBJIeHHble Permamentom, WHcTpykuwmen mno
JeJIONPOU3BOCTBY U IPYTMMUA HOPMAaTUBHBIMH MPaBOBBIMU akTamu [lanarsl.

7. Ilopsigok ciaykeOHOro B3aUMO/ieiicTBH S Beyllero cneunuajucra B CBA3M C
HCMOJIHEHHEM UM JO0JKHOCTHBIX 00sI3aHHOCTeli

I[JBI BBIITIOJIHEHHWA CBOUX OOJDKHOCTHBIX 00s3aHHOCTEN M peain3anun
MNpeaoCTaBJICHHBIX IIpaB BG,Z[YH_II/IfI CIICHHUAJINCT B IIOPAAKE, YCTAaHOBJIICHHOM
I[GﬁCTBYI-OH.II’IMH HOPMATUBHBIMH IIPAaBOBbBIMU aAKTaMU W OpraHU3alliOHHO-
pacriopAauTCIbHBIMHA HOKYMCHTaMH, B3aHMOHeﬁCTByeT C rpaxxaaHCKUMHN
CIIyKalllUMHU KOHTpOJ’ILHO-C‘-ICTHOﬁ ImajJaaThbl 06nacm, rocy1apCTBCHHbIMHU
rpaxx1aHCKUMHU CIIYXKalllUMU JPYIUX OPTraHOB, I'paXKJaHaMU U OpraHu3alusaMu.

8. Ilepeuenb rocyapcTBeHHBIX YCJIYT, OKa3blBAEMbIX I'PAaKAaHAM U
OPraHH3alMAM BeIyLIHM ClelHaTUCTOM

[Ipy BBIMOTHEHWHW CBOMX JOJDKHOCTHBIX  OOS3aHHOCTEW  BeIyIIHMA
CIIELIUAIIACT HE OKA3bIBAET FOCYJAPCTBEHHBIX YCIYT TpaXXKAaHaM U OpTraHUu3alUsM.

9. Iloka3zarenu 3¢pPeKTHBHOCTH U Pe3yJIbTATHBHOCTH
npodecCHOHAILHOM H C/1y’KeOHOH NeiTeJIbHOCTH Beylero cnenuajaucTa

OddekTuBHOCT, U pPe3yJbTATUBHOCTh MpPO(ecCHOHaNbHON U CilyKeOHOM
NeSITEIBHOCTH OIICHUBACTCSI B COOTBETCTBUHU CO CIISAYIOLINMHU ITOKa3aTelsIMU:

1. INokazatenu 3¢pheKTUBHOCTH

Ne | [loka3zaTean BapuaHTbl oleHKH baa
n/n JIbI
1.1 | Ucnonb3oBanue B | - HABBIKY IIJIAHUPOBAHUS OTCYTCTBYIOT;
rpouecce paboThl | - TUTaHWpPOBaHHWE pPAaOOTHI OCyIecTBuseTcs | |
METOJIOB IIpU MIOCTOSTHHOM KOHTPOJIe U He0OXO0IMMO
IIJIAHUPOBAHMS ITIOMOIIU CO CTOPOHBI PyKOBOJUTEIIS;
- IJJaHUpOBaHWE paboThl OcyllecTBiseTcs | 2




MNpEeNMYIICCTBEHHO CaMOCTOATCIIBHO Ha
OCHOBEC KOMIIJICKCHOI'O aHaJIn3a CUTyallul U

TOYHOTO onpezeneHus PUOPUTETOB
NeSITeJIbBHOCTH Ha OIpe/ieNIEHHYO
NEePCIEeKTUBY
1.2 | CootBeTcTBUE - BBINIOJIHEHHAasg paboTa, Kak MpPaBHIIO, He
cozepKaHus COOTBETCTBYET HOPMAaTHBHO
BBIMIOJIHEHHBIX PaboT | yCTAaHOBJIEHHBIM TPeOOBaHUSM;
HOPMAaTHBHO - BBIIOJHEHHass paboTa B OCHOBHOM
YCTaHOBJIEHHBIM COOTBETCTBYET HOPMAaTHBHO
TpeOOBaHUSIM YCTaHOBJIEHHBIM TPeOOBAHUSIM;
(peryiaMeHTHl, - BbINOJHEHHass  paboTa  MOJHOCTBIO
CTaHJApThl, HOPMbI U | COOTBETCTBYET HOpPMaTUBHO
T.I1.) YCTaHOBJIEHHBIM TPeOOBaHUSIM
1.3 | [lIupora - HCHOJb3yeTcsd Y3KUH CHEeKTp 3HaHUi
MCIIOJIb30BaHUS (GYHKIIMOHUPOBAHMS OJHOIO HaIlpaBJICHUs
3HAHWH, yKa3aHHBIX B | A€SITEIBHOCTH yIIPABICHHUS;
paznene 2 - HCIIOJIB3YeTCS IIUPOKUM CHEKTP 3HAHUU
JOJIKHOCTHOIO (GYHKIIMOHUPOBAHMUS OIHOTO HaIpaBJICHHUS
periiaMeHTa, mpu JesTeJIbHOCTH yIIPaBICHHUS;
BBITIOJTHEHUH paboT - HCIOJIB3YeTCS ILIUPOKUM CHEKTP 3HAHUU
(GYHKIIMOHUPOBAHHUSI psna CMEXHBIX
HalpaBJIeHUH 1eATeIbHOCTU YIIpaBIeHMUsI
1.4 | Ucnionb3oBaHue B |- HAaBBIKM IPAKTHUYECKOI'O HCIOJb30BaHUS
nporecce paboThl | aBTOMAaTU3UPOBAHHBIX CPEACTB 00pabOTKU
aBTOMATHU3UPOBaHHBI | MH(GOPMALIUU OTCYTCTBYIOT;
X CpeAcTB OOpabOTKM | -  BO3MOXXHOCTHM  aBTOMATHU3MPOBAHHBIX
uHpOopMaIuu CpencTB 00paboTku uHpOpMaIuu
MCTIOJNIB3YIOTCS] HE B MIOJTHOM 00BbEME;
- BO3MOYHOCTHM  aBTOMAaTHU3MPOBAHHBIX
CpencTB 00paboTku uHpOpMaIuu
MCTIOJIB3YIOTCS] B TIOJTHOM 00beMe
1.5 | CnocoOHOCTE - HM3Kas (AeoBble KOHTAKThI HE BBIXOIST
yCTaHaBIIMBaTh U | 32 paMKU CTPYKTYpPHOTI'O IIOJpa3iesieHus);
HOJJIePKUBATh - cpenHsis (1eJoBble KOHTAKThl HE BBIXOAST
JIeJIOBbIE 32 paMKM TOCYyAapCTBEHHOIO  Oprasa,
B3aUMOOTHOIIICHHUS HaJla)KuBaHue BHEIIHUX JeJTOBBIX
B3aMMOOTHOLIEHUH  OCYILIECTBISIETCS  C
TPYAOM);
- BbICOKasg (CHEKTp [eJOBBIX KOHTAKTOB
Ype3BbIYatHO LIMPOK, yKa3aHHbIe

B3aMMOOTHOIIEHUS yCTaHABIMBAIOTCS JIETKO
U TOJAEPKUBAIOTCS B TEYEHUE JOJITOr0
BpEMEHH)




1.6 | UuTeHCHUBHOCTD - Hu3kas (pabora BbITIONHSIETCS KpaitHe | 0
paboThI MEJIJTUTEILHO);
- cpenHss (pabota  BeIMOJHSETCS B| 1
HOPMAaJIbHOM PEKUME);
- BbICOKasi (OJHOBPEMEHHO BBITIOJHSIETCS | 2
HECKOJIbKO Pa3HOPOIHBIX BUJOB padoOT)
2. Iloxa3aTenu pe3yIbTaTUBHOCTH
Ne | [loka3atesan BapuaHnTbl onleHKH ban
n/n JIbI
2.1 | CBOeBpeMEeHHOCTh - mnopydeHHas pabora, kak mnpaswio,| 0
BBITIOJIHEHUS pabOT B | BHITIOJHSAETCS HECBOCBPEMEHHO;
COOTBETCTBUU Cc|- nmopyueHHas paboTa  BbIMojHseTcs | 1
JOJIKHOCTHBIMU CBOEBPEMEHHO, HO TMpU  TOCTOSSHHOM
00s13aHHOCTSIMU KOHTpOJie U HeoOXOAUMOW TOMOIIU CO
CTOPOHBI PYKOBOAUTEIIS;
- OTJAeNbHbIE TMOPYYEHHUsS BBIMOJHSIOTCS | 2
HECBOEBPEMEHHO;
- TIopyueHHasi paboTa BcerJa BBITIOJHSIETCS | 3
CBOEBPEMEHHO
2.2 | KauecTtBO - BBIIIOJHEHHass paboTa, kak mpaswio, | 0
BBITIOJTHEHHBIX paboT: | TpeOyeT  3HAYUTENBHOW  JOpabOTKH U
MPaBoK;
- BBITIOJIHEHHass pabora, Kak mpaBwio, | 1
TpeOyeT He3HauYuTeNbHOU NOopabOoTKU U
MPaBoK;
- BBINIOJIHEHHAs paboTa, Kak MpaBuiio, He | 2
TpebyeT NopabOTKH 1 MPaBOK
3amecTuTeNb MpeacenaTes - HauadbHUK
yIpaBleHus IPaBOBOTO U KaJPOBOTO
obecrieueHus C.I. YcruHoB

3amMecTuTelNlb HadaJbHUKA YIIpaBJICHUA

IMIPpaBOBOT'O U KaApPOBOI'O obecrnieueHus

N.A. KonbiieBa
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