YTBEPXXJIAIO
HaganeHuk Yipasnenus CyneGHoro
JlernapTaMeHTa B omuke MopnoBus

L X.111. SIxy66aes
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JOJKHOCTHOM PETJIAMEHT
" (heIepaTIbHOTO TOCYIAPCTBEHHOTO MPAXKAaHCKOTO CITY)KAIIEero,
3amelnaroniero B Ypasinenuu CynedHoro nenapramenta B PeciyGiirike
* MOpIOBHS HOIDKHOCTb denepanbHOi rocyapcTBEHHOMN IpaXkJaHCKOM CITY)KObI
IJIaBHOIO CeNHAJHCTA OTAeIa pHHAHCOB, OyXraJTepcKoro y4era u
OTYETHOCTH

1. O0mue moJ1oMeHnus

1.1.JIo/XHOCTE IMIaBHOTO CHELHANIKCTa OTHeNa (PUHAHCOB, OyXralTepcKoro
yieTa u orueTHocTH YmpaBineHus CyneOHoro aemaprameHta B PecryGimke
MopnoBrss B coOoTBeTCTBHM ¢ PeecTpoM  moikHOCTER — (pemepanbHOif
rOCYyZapCTBEHHOW TPaXHAHCKOH CIy>KObI OTHOCHTCS K CTapliedl rIpymme
JOJDKHOCTEH KaTerOpUU «CIIEIUAIACTRDY.

1.2. T'naBHBIN CHENHMANMCT HA3HAYAETCS U OCBOOOXKIAETCS OT JOJDKHOCTH
NpUKa3oM HavajgbHMKa YmpasineHus CynebHoro pnemapramenta. Hasnauenue
OCYILECTBIICTCS IO pe3yabTaTaM KOHKypca, JU0O0 IPOM3BOAUTCA U3 KaIpOBOIO
pesepBa, chOPMUPOBAHHOIO HA KOHKYPCHOM OCHOBE.

1.3. I'naBHBIN CIEIUAIMCT IONUMHSAETCS 3aMECTUTEIO HAYaJIbHHKA -
IIaBHOMY Oyxranrepy, HauyalbHHKY OTAeNa (PUHAHCOB, GYXTalTepPCKOro ydeTa H
OTYETHOCTH U €r0 3aMECTHUTEJIIO.

1.4. Ha mnepuon BpeMEHHOTO OTCYTCTBHS IVIABHOI'O CIIEIHAIUCTA €ro
3aMeINaeT JpYyroyd IJIaBHBIA CIENUATUCT JHOO0 HMHOM CHENUaTUCT OTAela B
COOTBETCTBUH C YCTAHOBIIEHHOH B OT/IeJIe B3aMMO3aMEHSIEMOCTBIO.

1.5. Ha rmaBHOro crnenuaiucTa, COIVIACHO pacIpelelieHUI0 00sS3aHHOCTeH
MEXIYy TOCYIapCTBEHHBIMH CIYXXAlIUMH OTHENa, MOXET OBITh BO3JIOKEHO
HCIIOJIHEHHE OO0sA3aHHOCTEH, BBINOJIHAEMBIX TJIABHBIM CIEIHAIUCTOM OTAeIa B
Clly4ae ero OTCyTCTBUSL.

1.6. I'maBHBI cHenuUanucT oTHena (UHAHCOB, OyXTaJITEPCKOro ydeTa MU
OTYETHOCTH B CBOEH JESITENIEHOCTA PYKOBOJACTBYETCS:

(enepanbupiMU 3akoHaMHu OT 8 sgHBaps 1998 r. Ne 7-®3 «O Cyne6HOM
- nenapramente npu BepxoHoM Cyne Poccuiickoit ®eneparmn», 27 mas 2003 r. Ne
58-®3 « O cucreMe rocygapcTBeHHOU ciyx0br Poccuiickoit ®enepamum» u 27
mtojist 2004 r. Ne 79-®3 «O rocynapcTBeHHOM IpaxkJaHCKOH ciryx6e Poccuiickoi
Oepnepanuny;

UHBIMM  (delepanbHBIME  3akoHamu, IlookeHneM 06 VYmpasineHuu,
Ilonoxennem 00 oTaene, a TakkKe HOPMATHBHBIMH IIPABOBEIMH aKTaMH,
YKa3aHHBIMH B ITyHKTE 2.2 HacTosero JIoJoKHOCTHOTO perjiaMeHTa;

ykaszamu [Ipesunenrta Poccuiickoiit @enepanum;

nocranosienrsmu [IpaBurenscrBa Poccuiickoit ®eneparum;



nocraHoBnenusMu CoBera cyzeit Poccuiickoit @enepanuy;

HOPMAaTHUBHBIMHE [IPaBOBBIMU akTaMu CyneGHOro JiernapTaMenTa;

aIMUHUCTpATUBHEIM Pernamentom Ynpasnenust Cyne6GHOro fenapTaMeHTa B
Pecny6niuke Mopaosus;

TIOJIOXKEHHUAMHM, HHCTPYKIIMAMHU, METOJUUYECKAMU PEKOMEHIALIUAMUY;

ToJIoxeHueM 06 otesne GUHAHCOB, GYXranTepcKoro y4eTa U OTUYETHOCTH;

KozmexcoM 3TUKM U CIy)eOHOrO IOBEHNEHHS M CIYXeOHOTO MOBEICHHS
(esepanbHBIX  TOCYNApCTBEHHBIX — IPKAAHCKHX  CIyXalluX  YIIpaBieHus
Cynebnoro nenapramenta B Pecmy6nvke MopjoBus;

HACTOSAIIUM JODKHOCTHBIM PETJIAMEHTOM.

2. Kpanupukanuonusie TpeGoBaHHSA

2.1. Ha NnOmXHOCTH INIABHOTO CIIENUAIUCTA HA3HAYAIOTCS JIMNA C BBICIIUM
3KOHOMHYECKUM 00pasoBaHHeM He HIDKe YPOBHs «BakamaBpy IO CHELHATBHOCTH,
HaINpaBJIEHUIO TIOATOTOBKH:

«byxranrepckuii ydeT u aHaIH3 XO3SUCTBEHHOH eSTeIEHOCTIY,

«ByXranTepckuii yueT u ayauTy,

«OKOHOMHUKAY,

«OKOHOMUKA U OyXraaTepckuit yuer,

«DUHAHCHI U KPEIUT.

«OKOHOMHUKA H yTpaB/IeHHe Ha IPEIPUATUN (TI0 OTPACIIIM);

«Hauroru u Hamoroo0oxenuey.

2.2. TpeboBanus K CTaxy paGOTHI i 3aMelleHHs] JOJKHOCTH TIIABHOTO
CIelUanicTa OTAeNa (UHAHCOB, OyXralTepCcKOro y4eTa M OTYETHOCTH, He
IIPEIBSBIISIOTC.

2.3. I'naBHBIN CIENHATUCT JIOJKEH 3HATH:

Koncrurynuro Poccuiickoit @enepanmu;

denepanbHbIe 3aKOHBI:

or 08 smBaps 1998 roma Ne 7-®3 «O Cyme6HOM pemapramente pu
Bepxosnom cyze Poccuiickoit ®epeparun»;

oT 27 mas 2003 roma Ne 58-®3 «O cucreme TOCYIapCTBEHHOU CITy:KOBI
Poccuiickoit ®enepanumn»; '

ot 27 mtonst 2004 rona Ne 79-®@3 «O rocyaapcTBeHHOI rpaIaHCKOMN ciryx0e
Poccuiickoit @enepanymy; _

oT 26 wmroHs 1992 roma Ne 3132-1 «O craryce cymeit B Poccuiickoit
Denepanuny; '

oT 06 nexabps 2011 roga Ne 402-D3 « O GyxrantepckoM yderey;

oT 25 nexabps 2008 roga Ne 273-®@3 « O npoTHBOAEHCTBAM KOpPYIILIUK;

or 10 smBaps 1996 roma Ne 6-®3 « O JONONHHUTENBHBIX TAPAHTHSX
COLMANBHOM 3alMTBI Cynedl W paGOTHUKOB ammapaToB cynoB Poccutickoit
Qenepannm;

or 05 ampens 2013 roma Ne 44-®3 «O koHTpakTHO# cucTeMe B chepe
3aKyIIOK TOBapoB, paboT, ycayr Juisi OOecHeYeHHs TIOCYNApPCTBEHHBIX WU
MYHHUIUIAIBHBIX HYXI»;



Ipyrae  (QenepanbHble  3aKOHBI,  KacarolWecs  OPraHU3al[HOHHOIO
~ obecneyeHus CyI0B U PETyJIHPYIOIIHe OCOOEHHOCTH MPOXOXKICHUS TPaXKIaHCKOM
CITyXOBI;

(penepasbHBIE KOHCTUTYIIMOHHBIE 3aKOHEI;

bromxeTHEIN KOJIEKC Poccwuiickoii ®Oenepanuu 71 OroKeTHOE
3aKOHOJATEIBCTBO, PETYJIHUPYIOLee OCHOBEI OI0/KETHOTO Ipoliecca U OI0KETHEIE
IPaBOOTHOIIEHHUST;

Hanorossrit konexc Poccuiickoit @enepanuuy;

npukassl MunucrepctBa (uHaHcoB Poccuiickoit ®Denepamuu 0 MOPSIKE
npumeHenus GrokeTHoH  knaccudukamuu  Poccuiickodt  ®@epmepanyu, 10
OI0/KETHOMY YYETY;

MHbIe (enepalbHble 3aKOHBI, ykassl IIpesunenrta Poccuiickoit @eneparmm,
nocra”osieHus [IpasutensctBa Poccuiickoii @enepanuu, nocranosiaeHus CoseTa
cymeit Poccuiickori ®enepanuu u Pecrmy6muku Mopmosus, HOpMaTHBHEIE
NPaBOBBIE AKTHI, PEryJIMPYIOUINe OFODKETHBIN YYeT, B Mpefenax IOKHOCTHBIX
00s13aHHOCTE U TIOJTHOMOYHIA;

npukasel U pacnopsokeHuss CyneGHOro nemapraMeHTa B npe,uenax cBoeH
KOMIIETEHI[UY;

IIOPSZIOK paboThI CO CITy)XeOHOM HHBOPMALIUEH;

OCHOBBI BE/ICHUS JIeIONPOU3BOICTBA;

HOPSZIOK CITy>Ke6HOro B3aUMOZAEHCTBUS B MpEeeNax CBOeH KOMIIETEHIHH C
OpraHaMu TIOCyJNapCTBEHHOM BiacTé Poccuiickoit Dengepanumy, PecnyGJIHKH
MopnoBusi, opraHaMy MECTHOTO CaMOYIIPABIICHHS;

aIMUHUCTPATUBHEIN pernaMedT YmpasineHus CynpeOGHoro ;:enapTameHTa B
Pecny6muke Mopnosus;

IIpaBUIIa IEJI0OBOTO 3THKETA,;

nojnoxenus Konaexkca 3THKHM W ClIy»eOHOro IOBEIEHUS (enepanrbHBIX
FOCyNapCTBEHHBIX  TIPAXMAHCKUX  CilIyxamux  Ymopasinenus  CyneGHOro
nemnapramenTa B PecriyGinke Mopmosus; '

HOPMBI W IIpaBHJIa OXPaHBl TpyZa, TEXHWKH OE€30IacHOCTH HU Homapﬁon
Oe3omacHoCTH;

nonoxenne o6 VYmpaenenumun CyneGHoro nemaprameHTa B PecmyGuke
Mopnosus;

IIpaBHUJia BHYTPEHHETO pacnopamca Ynpasnenus CyneOHoOro memnapramMeHTa B
Pecniybnuke Mopnosus;

[I0JI0KEeHUE 00 oTjiele;

HACTOSIIMH JIOJDKHOCTHOM pEerjiaMeHT;

paboTy B pHHAHCOBO-3KOHOMUYECKOU chepe AesTeNbHOCTH;

IPUHLUII BEICHUS [EJOBBIX IIEPETOBOPOB; COCTABIICHHS JIOKYMEHTOB
aHAIMTHYECKOrO, MEIOBOr0 ¥ CIIPaBOYHO - HH(MOPMAIMOHHOTO XapakTepa;
BJIa/ICHHs] KOMIIBIOTEPHOH U JAPYroil OpPITeXHMKOHW (IpHHTEepHI, (akc, CKaHep,
Tee()OHBI, HEOOXOAUMBIM IIpOrpaMMHEIM oGecriedenreM (Windows, Word, Excel,
I ¥ JIp.), CPeICTBAMU KOMMYHHUKAIIUM YBEPEHHOTO II0JI30BaHUs HH()OPMAI[HOHHO-
TEJIEKOMMYHHUKAI[UOHHON CeThI0 «MHTepHEeT»; paboThl B ONEPaLiOHHON CHCTEME,
YCTaHOBJICHHOM Ha aBTOMAaTU3HPOBAaHHOM pabodeM MecTe il OCYIEeCTBICHHUS
OCHOBHOW  HeSATENbHOCTH; PaboThl ¢ TPHKIAAHEIMH  WH()OPMAIIMOHHBIMH



4

CHCTEMaMH, OOECHEeYMBAIOIUMH IOMNEPKKY BBIIIOJHEHHS OCHOBHBIX 33714 W
(yHKumii (cucTEMa 3IEKTPOHHOIO TOKYMEHTOO000pOTa, CHCTEMA HH(pOPMAIOHHO
— TpaBOBOro ofecreyeHuss ¥ T.J.); pabOTEI B TEKCTOBOM pENAKTOpe, ¢
JIEKTPOHHOM TabJiulel; paboThI ¢ IEPBUYHOMN JOKYMEHTALUEH;

Mepsl 10 ofecrieyeHuro 6e30macHOCTH MH(GOPMALUK TIPH HCIIOIb30BAHHH
OOIIECHCTEMHOIO ¥ TIPUKIAIHOTO IPOrpaMMHOTO 06ecnequHﬂ TpeOOBaHUS K
HaJEeXXHOCTH IapoJIeii;

HOPSZIOK pabOTEl CO CIIyXeOHOM 3JeKTPOHHOM MOYTOH, a TakXke [IpaBuia
UCIIONIb30BaHUs JINYHOHN 3JIEKTPOHHOM IOYTHI, CIYXO0 «MICHOBEHHBIX» COOOIIEHMH
¥ COLMANBHBIX CETeH, B TOM YHCJIE B YaCTH HAIMYHS IDOMOIHUTENBHBIX PHCKOB U
YTPO3, BO3HUKAIOIMX TMPH HCIOJAB30BAHUM JIMYHBIX YYETHBIX 3alucell Ha
CIyXKeOHBIX CPe/ICTBaX BEIYHCIIHTEIBHON TEXHUKH (KOMITBIOTEPaX);

OCHOBHBIE NMPU3HAKK 3JICKTPOHHBIX COOOIEHHH, COEPIKALIMX BPEIOHOCHBIE
BIIOXKCHHUS WM CCBIIKM Ha BpPENOHOCHBIE CalWTBl B HMH(OPMALHOHHO-
TENeKOMMYHUKaWOHHON ceTd "WHTepHer", BKIIrOYas “qmmHHmBBIe" IIUChMa |
CIIaM-pacChUIKH, YMEHHE KOPPEKTHO U CBOEBPEMEHHO peampOBaT}, Ha Moy Ierue
TaKuX 3JIEKTPOHHBIX COOOIIIEHHMI; ;

TpeboBaHUS 10 obecnedeHHI0  6e30macHOCTH UHQOpMAaIMK  IIpU
UCIONb30BAaHUHM  YNANIEHHOTO  NOCTyna K  MH(OPMALHOHHEIM  pecypcam
rocy1apCTBEHHOTO oprasa c IIOMOIIIBIO UH(POPMAITHOHHO-
TCICKOMMYHUKAllAOHHBIX ~ ceTeld  OOLIEro  IoNb30BaHUs  (BKIIOYAs  CeTh
"MuaTepHeT"), B TOM YHCIIE ¢ HCIIOIB30BAHHEM MOGUIBHEIX YCTpPOMCTB;

MpaBUIa U OIPAaHUYEHHS IOAKIIOUEHHS BHEIIHHUX ycrpoicTB  (¢haem-
HAKOIUTEJIH, BHEIIHHE KECTKHE AUCKH), B 0COGEHHOCTH 060pPYI0BAHHBIX IPHEMO-
IepeflaloNIe!  ammapatypod (MoOuiIbHBIE TeneOHEI, ILIAHIIETH, MOJIEMBI) K
CITy>K€OHBIM CPEACTBaM BEIYHMCIUTEIBHON TEXHUKH (xomIBIOTEpaM);

epeueHb OOSA3aTeNbHBIX CBEJCHUH O JOKyMEHTAX, HCIIONb3YEMBIX B IENSX
ydera U II0MCKa IOKYMEHTOB B CHCTEMax 3JIEKTPOHHOTO JOKyMEHT0060pOT;

TIOHSATHE M BUMBI JIEKTPOHHEIX MOIUCE; :

YCIIOBHS IPU3HAHKS 3/IEKTPOHHBIX JAOKYMEHTOB, IOANKCAHHBIX 3JIEKTPOHHOL
IOJIMHKCBI0, PaBHO3SHAYHBIMYU TOKyMEHTaM Ha OyMa)KHOM HOCHTEJIE, ITOIUCAHHBIM
COOCTBEHHOPYYHOM ITOAIHCHIO

2.4. I'maBHBIH CIENUATNACT JOMKEH YMETh:

paboTaTh ¢ 32aKOHOJATENbHBIMI H HOPMATHBHBIMH [IPABOBEIMM aKTamu,
NPUMEHSATH UX Ha IPAKTHKE;

aHaIU3UPOBATE;

pa3spabaTeIBaTh IUIaH KOHKPETHBIX IEHCTBHIA;

FOPUMECKH IIPABUIBHO KBATH(DHUIIMPOBATE HaKThl M 06CTOSTENBCTBA,

aanTHPOBATECA K HOBOW CHUTYyallMd M IIPUMEHSTHL HOBBIE MOIXOMBI K
PEIICHHUIO BO3HUKAIOIUX Ipobiiem;

BHUJIETh IOJJICPIKUBATE U IPUMEHSATH HOBOE, IIEPEIOBOE;

3G (EXTUBHO U IIOCIIE[0BATENIBHO OCYIIECTRISTE B3aUMOISHCTBIE ¢ JpYTHMH
CTPYKTYPHBIMU IIOAPA3JENEHUSIMY, PaGOTHUKAMU DalOHHBIX Cy4OB, WHBIMH
rOCYNapCTBEHHBIMHU OPTaHaMH, BEIOMCTBAMH, OPTaHH3aIHAMU;

IIaHUPOBAaTh, PAllMOHAIBHO UCIONB30BaTh CIY)KEOHOE BpeMs U JOCTHTATh
pesynbTara paboThl;




COCTAaBIIATH JI€JIOBBIE IIMCEMA;

paboTatb B OIepaliOHHOM cCHCTEME, YCTaHOBIIEHHOM Ha
aBTOMAaTH3UPOBAHHOM  pabodeM MecTe IS  OCYINECTBIEHHS OCHOBHOM
NEATeNEHOCTH;

paboTaTs B ToCyapCTBEHHON HHTErPHPOBAHHONW HH(OPMAIHOHHON CHCTEME
yIpaBieHus oOIecTBeHHBIMU QUHAHCaMHU “DNIeKTPOHHBIH GIOMKeT”;

paboTaTh ¢ IEPBUYHOIM JOKYMEHTALMEH;

BIIAZIETh TNPHEMaMHM MEXJIAYHOCTHEIX OTHOINEHMH, (yMmeThb 3({eKTHBHO
COTPyAHMYATh ¥ NPHHAMATh COBETHl KOIUIEr IO paGoTe, He MIOMyCKaTh
MEXIMIHOCTHEIX KOH(MIMKTOB, MATH Ha KOMIIPOMHCC IIPH PENIEHHM TPOGIEM B
KOHQIMKTHBIX CHTyalusX ), :

IPUMEHATE COBPEMEHHBIE MH(POPMALOHHO-KOMMYHHKAIIIOHHbIE
TEXHOJIOTUU B I'OCYJapCTBEHHBIX OpraHaX: HCIIOJIL30BAHNAE MEKBEIOMCTBEHHOIO U
BEZIOMCTBEHHOTO  3JIEKTPOHHOTO  JIOKYMEHTOO0OpOTa,  HMH(MOPMALHOHHO-

TeJICKOMMYHHKAlIMOHHBIX CETEH; ;
OIIEPAaTUBHO OCYIIECTBIATE MOMCK HEOOXOMUMON HH()OPMAIIUH, B TOM YHCIIE
C UCIIOJIB30BaHHEM HUH(POPMAIMOHHO-TEIEKOMMYHUKAIIMOHHON CETH "NurepHet";
paGoTaTh CO CPaBOYHBIME HOpMaTHUBHO-NIpaBOBEIMH 6a3amu (KoHcynsTaHT,
lapanT), a TakXe TrocyJapcTBEHHON CHCTEMOit [IPaBOBOM  MH(pOpMaIUK
"OdunuabHbLi HHTEpHET-NIOPTAN IPaBoBoit HHbOpManuu" (pravo. gov.ru);

- CO3/aBath, OTNPABIATH M IOIYYaTh SEKTPOHHBIE COOGIICHHS ¢ HOMOLIBIO
CIly’>KGOHOM BJIEKTPOHHOM IOYTHI WM WHBEIX BEJOMCTBEHHBIX CHCTEM OGMEHa
SJIEKTPOHHBIMH COOOIIEHUAMH, BKIIFOUast paGoTy C BIOXKEHUSIMH, .

paboTaTs ¢ OGIIMMH CETEBBIMH PECypcaMy (CETEBEIMHU JIUCKaMHU, TTarKaMu).

3. HokHOCTHBIE 00SI3aHHOCTH, IPABA H OTBETCTBEHHOCTD
rJ1aBHOIO CHEHAJIHCTA

3.1.ensro NeATENbHOCTH [JIaBHOT'O CIIELIHAJINCTA ABJIAETCS
IPO(eCCHOHANBHOE OfecTieYeHne BHITOIHEHHS 33034 U (YHKITHI, BO3JIOKEHHBIX
Ha OTHEII.

3.2. OCHOBHBIE JOIKHOCTHBIE 00S3aHHOCTH TJIABHOIO CIelHaIACTA:

cOCTaBIAeT (0hOpMIILET), NPUHUMAET K ydeTy MEePBUYHBIE JOKYMEHTHI B
OyMaXXHO#H M 3JIeKTPOHHOM hopMe;

obecrieunMBaeT KOHTPONb 3@  COOTBETCTBHEM IEPBUYHBIX  YYETHBIX
AOKYMCHTOB M PETHCTPOB ydYeTa MOPSIOKY MX 3allOJHEHHS COTVIACHO
ACHCTBYIOLIEMY 3aKOHOIATENLCTRY;

CHCTEMATUSUPYET IIEPBUYHBIE TOKYMEHTHI TEKYIIEro OTYETHOTO IIEpPHOZNA B
COOTBETCTBHH C YIETHOH IOJIATHKON YUPEXK ICHUS;

COCTaBIIACT HA OCHOBE TIEPBHYHBIX [OKYMEHTOB CBOJHBIE YHYETHBIE
JOKYMEHTEI; . :

TIOATOTaBIMBAET ¥ NepenacT OyMaxKHbIe ePBUYHbIE TOKYMEHTEL i PETUCTPEI
OyXranTepcKoro yuera B apxus;

TOTOBUT MH(OPMALMIO JUIs COCTABJIEHUS 0GOPOTHO-CATBI0BOM BEJIOMOCTH,
IJIaBHOW KHUTH,
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FOTOBHT IOSCHEHNS, TOAOUPAET HEOOXONUMBIE JOKYMEHTHI JUIsl BHYTPEHHET0
KOHTPOJIS, VISl PEBU3UH, HAJIOTOBBIX U IPYTHX MIPOBEPOK;

CHCTEMATU3UPYET M KOMIUIEKTYET DETHCTPhI OyXTalTepcKoro ydera 3a
OTYETHBIH [TEPHOJ 10 CBOEMY HAIIPABJIEHHIO JIEATEIBHOCTH;

COOMIOIaeT MOPAIOK BEIEHNS KACCOBEIX OIEPAIIHiL;

€KETONHO PAaCCUUTHIBACT JINMUT OCTATKA IEHE)XHBIX CPEICTB B KACCE;

epefi OTKPBITUEM IMOMEIISHUS KacChl U MeTailmumdeckux mkados (ceiton)
IIPOBEPACT COXPAHHOCTR 3aMKOB, [BEpEH, OKOHHBIX pEIIETOK U IedaTei,
HCTIPAaBHOCTH OXPAaHHON CUTHAIU3ALUHY;

NPUHUMACT ¥ BbIIACT HAIMYHBIC ICHEXKHBIE CPEJICTBA, JEHEKHBIE JOKYMEHTEI
paboTHHKaM YNpaBieHHs, paliOHHBIX CyIOB, MUPOBEIM CYyAbsIM;

IPOM3BOAUT 3aIICH B KACCOBYIO KHUIY IOCJIE ITOJYYEHHUS WM BBIIAYH JEHET
II0 KacCOBOMY OPJEPY MK JPYrOMY 3aMEHSIOIIEMY €r0 JOKYMEHTY;

OpraHM3yeT B3aUMOJCHCTBUE YYPEXIEHHS C TEPPUTOPUATBHEIM OPraHOM
®enepanbHoOro kasHadeiicrsa (TO®K) u 6ankom;

Y4acTBYeT B IPOBEJCHUH HHBEHTApH3allM¥ HAIWYHBIX JIEHEr B Kacce u
JCHEXHBIX CPEJICTB Ha CYETAX YUPEKICHHUS;

BEJIET KacCOBbIE KHHUIHU (B TOM 4HCiIe GOHIOBYIO);

BBIITMCBIBACT CYE€Ta, CYeTa-(QaKTypsl CTOPOHHHM OpraHH3aLUsAM Ha
BO3MCINEHNE KOMMYHAJBHBIX YCIYT, aJMUHHCTPAaTHBHO-XO3SHCTBEHHBIX
pacxomnos; ;

OCYIIECTBJIACT y4Y€T M BBIAAYY JOKYMEHTOB CTPOTOH OTYETHOCTH:
CaHaTOPHO-KYPOPTHEIX IMyTE€BOK CYAbsAM, TOYTOBBIX MapOK U KOHBEPTOB;

dopmupyer KypHan omeparmii Mo caery «Kaccay, KoHTposmpyer
CooTBeTCTBUE 000pOTOB ypHama u I'aBHOM KHHUIHM MO PalOHHBIM CymaM H
Yrpasnernio; '

OCYIICCTBIACT KOHTPOJb 33 IPaBHIBHOCTBIO OTPAXKECHHS GIOIKETHBIX
OIepaluii Ha CYeTax II0 y4eTy KaCCOBBIX ONepalliii B PacdeToB ¢ IIOCTaBIUKAMHU
¥ TIOIPS TIUKAMU; ' '

TMPOBEPSCT IPENIOCTABICHHbIC CY[BSIMH PaHOHHEIX CYIOB M MHPOBBIMH
CYABIMH IOKyMEHTBI 10 KOMIICHCALMK IPOe3ia K MECTy OTHBIXa M OGPaTHO BO
PPeMA  OUEPEJHOro  OTIyCKa, KOMIICHCAUMM HaliMa JKAJNOTO IIOMELIeHHS,
HAINCIACT NAHHBIC BBIUIATEI M OGOPMIISET IUIATEXXHBIE NOKYMEHTBI IS
NEPEUUCIICHUS IEHEIHBIX CPEICTB;

COCTABIIACT CIPaBKK COTPYAHUKAM PaHOHHBIX CYIO0B 06 MX JOXOHAX;

OCYIIECTBISAET OYOPMIICHNE MPUXOJHBIX U PACXOHBIX OPIEPOB;

OCYIIECTBIIACT PACUETHI IO BHEOKOKETHBIM CPENCTBAM, JOXOAAM OT CIAYd B
dpeHIly ~HUMyINeCTBA, HAXOMALIETocs B (edepalbHOM COGCTBEHHOCTH W
IIEPENIAHHOTO B OIIEPATUBHOE YIIPABJICHHUE;

OCYIIECTBIIAET y4eT IOCTYILUIEHHH JOXOA0B B GIOKETHL;

BENCT YHUET MMYIIECTBA, NEPENaHHOTO B (Ee3BO3ME3NHOE ITONB30BAHHE,
CBOCBPEMEHHO HAYHMCILSICT W CIHMCHIBACT HA PACXOIBl YIIYLIEHHYEO BHITOAY IO
JOrOBOpaM apeH Ik,

dopmupyer XKypHan onepanuii pacdeTos c meburopamu 1o goxozxam No 5,

KOHTPOJIMPYET COOTBETCTBHE 060poToB JKypHanos u ['naBHOM KHUTH;
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YAUTBIBACT  OIEpaliy, OTPAXAIOIIHE LEHTPATM3O0BAHHEIE DPAaCXOAbl Ha
SaKyIIKy TOBAapOB, BBINOJHEHHE PabOT U OKa3aHUEe YCIYr 110 PalfOHHBIM CyIaM u
VYrpasnenuro; | | | |

0(OpMIISIET JOKYMEHTHI GyXTraiTepckoro yuera s Hepeiaun B apXHB;

CIKEMECIIHO aHAIU3UPYET PACYEThI [0 IPHHATHIM OFOKETHBIM M JIE€HEKHBIM
00s13aTeNbCTBAM B paspese CTaTell PaCKOOB;

EKEMECAIHO TPOBEPAET COOTBETCTBHE (AKTUUECKUX PACXONOB KACCOBBEIM B
paspese IeNIeBEIX cTaTei pacxonoB u KOCI'Y; :

IPUHHUMACT y4acTHE B COCTaBJICHHU OyXralTepCcKO#, omepaTHBHON u
CTaTUCTHYECKOU OTYETHOCTH;

NIpUHUMACT y4acTHE B COCTABICHWH IIPOEKTA CMETHl pACXOZOB HA
NPEACTOSIINI (PHHAHCOBBIN IOX /Ul paHOHHEIX CYLOB U Ymupasnenus Cyne6Horo
JenapTaMenTa;

YAHUTBIBACT — ONEPAlH, OTPAKAIOIINE LEHTPAIM3OBAHHBIE DACXOABl Ha
3aKyIIKy TOBAapoB, BBIIOJHEHHE PabOT U OKa3aHUE YCIyT 10 PalOHHBIM CyaaM 1
Yrpasnenuio;

0(hOPMIISIET IOKYMEHTHI GyXTaNTepcKoro ydeTa IJisl Iepefiady B apXUB;

obecreunBaeT BBOJ JaHHBIX HA EPCOHAIBHOM KOMIIBIOTEDE;

00eCreYrBaeT  HENMOCPEJCTBEHHOE  BE/CHUE JCIIONpPOU3BOACTBA IO
BOTpOCaM CBOETO HAIpaBeHUs B paboTe oThena (exXeAHEBHOE MONyYeHHe
TIOCTYNHBIIEH KOPPECIOHJEHIMH, [0 ONpENEeTeHHOMY HalpaB/IeHHIO YydYeTa,
opMUpOBaHHE IOCTYNMBIIMX OKYMEHTOB B Jella COMVIACHO HOMEHKJIaType,
OpOLIFOpOBKA [OKYMEHTOB II0 HCTEYEHHH OTYETHOTO NIEPHOa, XpaHEHHE U
ofecreyeHne UCTIONB30BAHUS el B IIPOLECCe JI€NONIPOU3BOACTBA M 3aKOHYEHHBIX
ACTONPOU3BO/ICTBOM, —IME€pefaiya HCHOJHEHHBIX JOKYMEHTOB 3aMECTHTENIO
HavallbHUKA = YTIDAaBIEHUS - [IJIABHOMY Oyxranrepy, a B ero orcyrcreme
Ha9alpHUKY OTA€Na, B JeHb O(OPMIICHHS NOKYMEHTa IS IIPOBEPKH |
NOATMCAHMSA, — IIepefiada Ha  PEerucTpalMio ¥ OTIIPABKY JIOKyMEHTOB,
MH()OPMHUPOBaHHE 006 HCHONHEHUH AOKYMEHTOB, HaXONAIIUXCS Ha KOHTpOIE,
HadallbHUKa OTHAesa);

- BBIIOJIHSAET JPYrHe MOpYYEeHHs 3aMECTHTENS HAYAIBHHKA VYnpasnenus —
[JIABHOTO OyXraliTepa U Ha4albHHKA OTHeNa QUHAHCOBR, Oyxrantepckoro yuera u
OTYETHOCTH.

I'maBHEIH cienuanucT o6s3an:

VCIIONHATE NOJDKHOCTHBIE OOS3aHHOCTH B COOTBETCTBHM C PeriaMeHToM wa
BBICOKOM IIPO(ECCHOHATIBHOM YPOBHE;

HCIIOHATE NOPYYCHUS PyKOBOJUTEINEH, JaHHbIE B IIpeenax ux TIOJTHOMOYHH,
d B MIX OTCYTCTBHE — JIALI, HCTIONHAIOIIKX UX 00S3aHHOCTH, B CPOK, ONpEIeTeHHEI
B MOPYHCHUAX BBIICYKa3aHHBIX PyKOBOIUTENEH HIIM JIUL, X 3aMEIAOLIHX;

COOJIFOZaTh TpPHM WCIOJNHEHMM JODKHOCTHBIX OGS3aHHOCTE: npaBa w
3aKOHHBIE HHTEPECH! IPayKJaH U OPraHH3alMiA;

IPOABJIATE KOPPEKTHOCTh B OOpAIEHHH C IpaXkIaHAMH M IOJIKHOCTHEIMH
JIULaMu; _

COOJIOAaTE TpaBHia BHYTPEHHEro pacnopsinka VYmnpasnenuss Cyne6HOTro
AenapTamMeHTa B Pecmy6irike MopmoBus;




8

NOAMIEPKUBATE YPOBEHb KBAIU(HUKAINKA, HEOOXOMMMBIN IS HAIIEKAIIEero
UCTIOJTHEHHMS IOJDKHOCTHBIX 00S3aHHOCTENH;

bepeds rocynapcTBEHHOE MMYIIECTBO, B TOM YHCIE MPENOCTABICHHOE emy
JUISL UCTIOJTHEHUS IOJIKHOCTHBIX 0053aHHOCTEN!;

NPEACTaBIATE B yCTAHOBJICHHOM IODSA/KE NPENyCMOTPEHHBIE (heepaTbHbIM
3aKOHOM CBEJIEHHs O ceOe U YeHaX CBOEl CEMbH;

COO0IIaTh B MUCHMEHHOH (hopMe HaYaNbHUKY YIIPaBICHHAS O IIpEKpalIeHIUN
rpaxiancTea  Poccmiickod  ®@eneparuu  WiM  IPHOGPETEHHMH TpaKAAHCTBA
(moanancTBa) HHOCTPAHHOTO TOCYAapCTBa IUGO IIOJTy4YEHUH BUJA Ha )KHTEIECTBO
HJIA MHOTO. TOKYMEHTA, MOATBEPXKAAIOIIEr0 MPaBO Ha IIOCTOSHHOE MPOXKUBAHHUE
rpaXXaHWHA Ha TEPPUTOPHH WHOCTPAHHOTO TIOCYAapcTBA, B J€Hb, KOIIa
TPAXAAHCKOMY CIIy)KallleMy CTajJ0 HM3BECTHO 00 3TOM, HO He IIO3[HEee IISTH
pabounx mHel co mHS IpeKpalleHns rpaxnancTsa Pocculickoit @enepanyu wiu
NpHOOpeTeHns TpakhaHcTBa (IIOAJAHCTBA) HMHOCTPAHHOTO rocygapcrsa Jmbo
TIOTy4ICHHA BHIA Ha JKUTEJBCTBO HIIM HHOTO JOKYMEHTa, MOATBEPIKHAIOIIEr0
TIPaBO Ha IMOCTOSHHOE NPOXHBAHWE IPaXKAaHUHA HA TEPPUTOPHHM MHOCTPAHHOTO
rocyZlapcTBa; '

coobLaTe HAYaIBHUKY YIIPaBIeHHS O JIMYHOM 3aUHTEPECOBAHHOCTH TMIPH
UCTIONIHEHHH JOJDKHOCTHEIX — OGSI3aHHOCTEH, KOTOpasi MOXET IIPHBECTH K
KOHQIIMKTY =~ HMHTEPECOB, IPHHHMATH Mephl IO NPEIOTBPAIICHUIO  TaKOIr'o
KOH(QJIVKTA; :

COOMONaTh MpaBHIA U HOPMBI OXpaHBI Tpyaa, TEXHUKU Oe30IacHOCTH,
NPOTHBOIIOXKAPHOM 3aIIUTEI Ha CBOEM pabodeM MecTe,

COOJIIONaTh TIPAaBOBhIE aKTHI U PacopsiAUTENEHEIE TOKYMEHTEI, KACAIOIIAECs
BEACHUS NENONPOU3BOJCTBA, B TOM YHCJIE HaIeXAIuM o6pa3soM YYHTHIBATH U
XPaHUTD TIOMyJCHHBIC Ha HCIIOJHEHHE NOKYMEHTBI M MaTepPUANEI, CBOEBPEMEHHO
TIepeliaBaTh HX OTBETCTBEHHOMY JOIDKHOCTHOMY JIMITY, B TOM YHCJIE IIPH YXOIE B
€XKETONHBIA  OINAYMBAEMBIE W WHOM  OTIYCK, yOBITHE B CiyxeGHyI0
KOManMPOBKY, IPEIONaraeMoi BpeMeHHOH HeTPY JOCIOCOGHOCTH 1 T.11.;

CHCTEMAaTH4ECKH MOBBIIIATE CBOIO KBAIU(DHKALIHIO;

COGJIFOAAT UCTIONHHUTENbCKYIO TUCIUILIHHY,;

COOMIONaTh  OrpaHMYEeHHS ¥ 3alpeTsl, YCTaHOBJIEHHBIE B  IeNIX

IPOTHBOAEHCTBUS KOPPYIILHH.
' 3.3.I1paBa rimaBHOIO crienHaNucTa.

OCHOBHBIE IIpaBa IJIABHOTO CIEIMANICTA, Kak TPaXKTAHCKOTO CITYXKaIllero,
YCTaHOBJICHBI CTaThel 14 @exmepambHOro 3akona or 27 momst 2004 romga Ne79-d3
«O rocynapcTBEHHOM IpaXkIaHCKOM ciyx6e Poccuiickoit ®enepanumy.

Ha ocHOBaHMY JaHHOM CTATBYU INIABHEIN CHEMATIUCT HMEET IIpaBo:

SHAKOMUTECA C JNOKYMEHTaMH, OIpPENENSIONUMH €r0  JO/DKHOCTHBIE
0053aHHOCTH, NpaBa M OTBETCTBEHHOCTH, KPUTEPHUH OLIEHKH KadecTBa paboThl U
YCIIOBUS IIPOABMIKEHUS 110 CIIYKOe; _

SHaKOMHTBCS C TIPOEKTaMM PELICHUH, IIPUHIMAEMbIMU HAYaILHHKOM OTIENa,
KacalolMMHUCS  IEATCIBHOCTH OT/AENa U BBINOJHSEMBIX WM  JOJDKHOCTHBIX
00s13aHHOCTEIH;

[IPHHAMATb PCINEeHHs M y4acTBOBATH B MX IIOATOTOBKE B COOTBETCTBHU C
HAaCTOSIIUM JOJXKHOCTHBIM PETJIAMEHTOM,;
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OCYIIECTBIATE IOATOTOBKY IPOEKTOB IMCEM ISl BEICHHS MEPEHHCKU C
Yupasnennem ®enepansHoro KasnaueiictBa 1m0 Pecnybnuke MopmoBust 1o
BOIPOCaM, BXOAIIMM B €r0 JODKHOCTHBIE 00s13aHHOCTH;

TI0NyqaTh B yYCTAHOBJICHHOM IIOpSAKE WHOOPMALMIO M MaTepHabl,
HEOOXOMMBIE [T HCIIOIHEHHS JOJDKHOCTHBIX 00s13aHHOCTEIH;

| 3ampAaMBATE JIMYHO WM IO IIOPYYEHUIO 3aMECTUTENsI Ha4YalbHUKA —
TIABHOTO OyxXraiTepa, HadalbHHUKA OTHENa (hHHAHCOB, Oyxranrepckoro yuera u
- OTICTHOCTH W €TO 3aMECTHTEN OT CTPYKTYPHBIX IOApAasieieHuit YTpasieHus
Cynebroro nemapramenta u  paifoHHBIX CYNOB [IOKYMEHTBl M CBEJEHH,
" HEOOXOZMMBIE ISl BBITIOHEHHS {OKHOCTHEIX o0s13aHHOCTE;

OCYIIECTBIATE B3aUMOJCHCTBHE C TPaXKHAHCKUME —CIIYKALIUMH ApYTUX
CTPYKTYPHBIX  mofpasienenuli  Ympasnenus Cyne6HOro nemapramenta B
Pecny6muke Mopnosusi, npusnexars B Cllydae HEOOXOIUMOCTH C pa3pelIeHHs
3aMECTHTeNI Ha9albHUKa — [IaBHOTO OyXranTepa, HadalbHUKA OTIeNa ¢bunaHCOB,
OyXraJTepCcKOTO y4eTa W OTYETHOCTH W €ro 3aMeCTHTENS CIEIHAIMCTOB APYTUX
CIPYKTYPHBIX IIOJPA3NENCHUH K PEIIEHUIO BO3IOXEHHBIX HA HEro 3a/a4;

TpebOBaTh CO3MaHMs YCIOBHI Ui 0becreueHus COXPaHHOCTH JTEHEXHBIX
CPEACTB IDH MX IONy4YeHWH, JOCTaBKE M XPAHEHHIO B Kacce Yrpagnenws
Cynebroro nenapramenta; -

TpeboBaTh co3maHus OpraHH3aNHOHHO-TEXHUYECKHX YCIOBHH, HEOOXOMUMBIX
AU WCTIONHEHAS NOJDKHOCTHBIX — OOf3aHHOCTEH, OKasaHWs ConeiicTBHS B
VCTIOJHEHNH MOIDKHOCTHBIX OOS3aHHOCTEH, BO3JIOXKEHHBIX HA HETO; peanuzamnuu
TIpas, IIPElyCMOTPEHHBIX HACTOSIINUM JTOKHOCTHBIM PErTTaMEHTOM;

BBIHOCHTb Ha pacCMOTPEHHME HayalbHHKA OTAeNa MPELIOKEHUS 110
YAYHIICHUIO NEATEIBHOCTH OTJENa, COBEPIICHCTBOBAHUIO €ro paboTEI, a Takxke
CBOGH  JEATENBHOCTH, MpemyaraTh BapUAHTBl  yCTPAaHEHUS HEJOCTATKOB
B JIEATEILHOCTH OTHENA,;

TIOTyJaTh NEHEKHOE CONepPIKaHHe U NPYTHe BHIIUIATH B COOTBETCTRHM C
DenepanbHbIM 3aK0HOM «O TOCYAapCTBEHHOH IpaXXIaHCKoM ciryx6e Poccuiickoit
Denepanum» ot 27 urons 2004 rojga Ne 79-®3;

TOJTy4aTh OTABIX, O0eCIIeYnBaeMBIif IPeIOCTABICHIEM BEIXOJHBIX JTHEH
¥ HEpabOoYnX NMPa3THAYHBIX JIHEH, a TAK)Ke eXKeroqHbIX OIIaYHBAaE€MBIX OCHOBHOIO
H JIOTIOJTHUTEIBHOTO OTITYCKOB;

TIOBBIIATE CBOH NIPOMECCHOHANBHELH YPOBEHB; !

HHPIC IIpaBa, IIPEIOCTABICHHEIE (eNepalbHBIM 3aK0HOM OoT 27 wmrois 2004
roga Ne 79-@3.

3.4. OTBETCTBEHHOCTH IMIABHOTO CIIEITHAIIICTA,

I'maBHBI  coenmamuct  Hecer YCTaHOBIICHHYIO  3aKOHOJATEILCTBOM
Poccuiickoii Denepaluy OTBETCTBEHHOCTE: _ .

3a HCHCIIOIHEHUE WIIM HEeHaJle)kalllee HCIIONHEHHE BO3JIOXEHHBIX HA HEro
JOJDKHOCTHBIX 0053aHHOCTENH;

3a HECOONIOJICHNE OrpaHHYCHHH H 3aIIPETOB, CBS3aHHBIX C I'PaKIaHCKOIX
ciryx00ii;

3a HEBBIIIOTHEHUE TpeOoBaHHuii, YCTaHOBIIEHHBIX IIpUKa3aMH,
pacrniopspkenusmu Cyne6Horo jemapramenTa mpu BepxoBHOM cyne Poccuiickoii
Qenepany 1o HUH(POPMAaIMOHHOI! 0e30IacHOCTH, TEXHUYECKOH 3aIUTEI
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MHGOPMALUH B PaMKax, IpeNOCTaBIE€HHBIX MOJHOMOYMHM; 110 BHEIAPEHWIO |
HH(pOpMalMOHHOMY oGecriedeHuIo (BBOL, HaKOIJICHHE, KOHTPOJIb LEJOCTHOCTH)
110 KaX/104 OJCHCTEME CIEIIHATBHOTO TTPOTrPaMMHOTO obecrievyenus;

38 HECBOCBPEMCHHOE BBIMONHEHHE 3alaHWil, NPHUKA30B, PACIOPIKEHUH U
YKa3aHU{, BEHIMIECTOSILUX B IIOPAZIKe TMOAYMHEHHOCTH pPYKOBOJAMTENEH, 3a
HCKIIFOYEHHEM HE3aKOHHBIX;

32 HECBOCBPEMEHHOE pAaCCMOTPEHHME B IpeAeNaXx CBOWX JOJIKHOCTHBIX
ob6s3aHHOCTEN O6pamnieHuit TpaXIaH M OOIIECTBEHHBIX OGBEIUHEHHH, a TakKe
I‘bcy,ll,'apCTBeHHBIX OpraHoB, Y4YpEeXAEHUH, OpraHM3alliii ¥ OpraHOB MECTHOTO
CaMOYIIpaBJICHUS;

3a neHcTBHS Wi Ge3NeiicTBre, BenyILe K HapyIIeHHUIO NIpaB WK 3aKOHHBIX
UHTEPECOB. TPaAXKIaH; :

38 pasTIallieHHe Ciy)KeOHOM MHpOPMALMY W MHBIX CBEIEHHMH, CTABIIAX eMy
M3BECTHBIMU B CBS3H C HCIIOJHEHHEM JOJDKHOCTHBIX 00A3aHHOCTE}H;

3a HECOOIIIOZIEHNe pacropsiaka pabouero BPEMEHHU W JUCHUILIMHEL B OTxere,
TIPABHIT IIOXAPHOK 6e30MaCHOCTH M TEXHUKH GE30MacHOCTH Ha CBOEM pabouem
MECTE U B IOMEIUECHUSAX Y TIPaBICHMUS,

34 TIpEACTaBJICHWe pYKOBOACTBY HENOCTATOYHOH U - HEOOBEKTHBHOM
uHdopManyy; ' ' _

3d HapylieHue mnonoxenui Komexca stuku u ciyxe6HOro ITOBEZICHUSI
(hesiepaNTbHBIX rOCY IapCTBEHHBIX TPOKNAHCKUX CITy)KAIUX Y TIpaBiIeHuUs.

3.5. CornacHo cratse 15 @enepanbHOro 3akoHa ot 27 mrons 2004 roga Ne70-
®3 «O rocynapcTBeHHOH TpaXXIaHCKOHN cimyxbe Poccuiickoit Denepauuny»
[JIABHBIM CHELUAIMCT HECeT AUCIHIITMHAPHYIO, T'PaXKIaHCKO-IPABOBYIO WM
YTOJIOBHYIO OTBETCTBEHHOCTH B COOTBETCTBHH - C dbenepansHEIM
3aKOHOATEJIbCTBOM B CIIy4ae UCIIONHEHHUS UM HETIPaBOMEPHOI'0 MIOPYYEHHS. |

4. Ilepeyens Bonpocos, no KOTOPBIM IVIABHBIH CHEHAJIHCT
y1acTBYeT B IOATOTOBKe NPOEKTOB HOPMATHBHBIX
NPABOBLIX AKTOB H NIPOEKTOB YNPABJIEeHYECKHX
H MHBIX pelleHHiH

4.1. I'naBHBIHA crienuammct BIIPAaBE NPUHMMATh YYACTHE B:

B TIOJTOTOBKE MH(OPMALMK 110 BONIPOCAM, BXOMAIIHM B €ro JTOJDKHOCTHEIE
00s13aHHOCTH;

B IIOZITOTOBKE aHATIMTHYECKHX MATEPHANIOB 0 HAIPABIEHHIO NeSTeIbHOCTH;

B OOCYXICHHH TpOEKTa 3aKOHOJATEILHOIO WA HOPMATHBHOI'O IIPaBOBOTO
aKTa;

B [IO/TOTOBKE JOKIAMHOM JTHGO CITy>XeOHOM 3aIKCcKy.

4.2. B COOTBETCTBHH cO CBOeii KOMIIETEHIIMeH TPUHUMAET y4YacTHe B
TIONITOTOBKE TIPOCKTOB TaKMX HOPMATHBHBIX IIPABOBEIX AKTOB II0 HaIIPaBJICHUIO
CBOEH JESTeNbHOCTH, KaK IPHUKAa3sl pacliopsDKeHMsl HavyallbHUKa YIIpaBleHHS
Cyne6Horo nemapramenra.
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S. Ilopsok ci1ys;xeGHOro B3auMO/eiCTBHS IJIaBHOIO CHenHaInCcTa
B CBSI3H C HCIIOJTHEHHEM JAO/KHOCTHBIX 00f3aHHOCTeH ¢ (heepaJbHLIMH H
- MHPOBBIMH Cy/bSIMH, F'OCYJaDCTBEHHBIMH CJIY:KAIIUMH Y IPABJICHHS
Cyne6uoro nemapramenta B PecniyGmnke MopaoBusi, paliOHHBIX CyJ0B, HHBIX
roCyA2pCTBEHHbLIX OPraHoOB, PaKIaHAMH H OPraHH3ANHAMH.

5.1. I maBHBIIT CIELMAIUCT OCYILUECTBISET ~ B3aMMOJEWCTBHE CO
CIIEAYIOIUMH T'OCYJapCTBEHHBIMU CITy)KaI[FIMH:
3aMECTUTENIEM HayaJlbHHKA YTpaBJIeHUS — TJIABHBIM OyXTalTepoM,

HaYaJIbHUKOM OTAena (puHaHCOB, OyXraaTepckoro ydeTa M OTHETHOCTH, ero
3aMECTHTEJIEM U I'OCYAapCTBEHHBIMHU CIIYXKAIIMMH OTHENA;

TOCYNAapCTBEHHBIMU  CIIyXalluMHU  OTHeNoB  YmpaeneHus CyneGHoro
JernapTaMeHTa, paliOHHBIX CYyI0B;

PYKOBOAMTENSIMA CTPYKTYPHBIX TOApasfeleHuil Ympasienus CyneGHOrO
JlerapTaMeHTa; -

¢ benepanbHEIMU ¥ MUPOBBIMHU CyIbAMU;

C  TOCYNAapCTBEHHBIMH  CIyXalluMd  YmpaBieHHs  DejepaabHOTO
KasnauelictBa mo PecmyGnuke Mopposus B IIpENENax CBOHUX JOJKHOCTHBIX
00s13aHHOCTEN; _ !

C TpaxJaHaMH U OpraHM3alUsMU B IHpefenax CBOMX JOJDKHOCTHEBIX
IIOJIHOMOYHH.

6. IlokaszaTesn 3)peKTHBHOCTH H pe3y IbTATHBHOCTH
npodeccHOHANBLHOM CiIyKeGHOH AesiTeTbHOCTH
IJIABHOIO CNeHAJIHCTA

6.1.B opraHusanuu Tpyaa:

NPOM3BOJUTEIEHOCTE (BBINONHAEMEIH 00beM paboT);

Pe3yIBTaTUBHOCTH (Mepa JOCTHKEHHUSI IIOCTABICHHBIX LeTTeH);

UHTEHCUBHOCTE TpyAa (CHOCOGHOCTE B KOPOTKHE CPOKH BEINIOJIHSATE
OIpeeNIeHHBINA 00BeM paboT);

coOroieHue TPYJOBOM JUCIUITIHHEL.

6.2.CBOEBPEMEHHOCTE M ONEPATHBHOCTh, TO €CTh BHIMOIHEHIE TNOpydeHuil B
YCTaHOBIICHHBIE =~ 3aKOHOJATENBCTBOM, JO/DKHOCTHBIM  PErNIAMEHTOM — WJIH
HayallbHUKOM YTipasinenus Cyne6Horo nemapraMeHTa CpoKH.

6.3. KadecTBO BBIONHEHHON pabOTHI:

MOATOTOBKAa ~ JIOKYMEHTOB B COOTBETCTBHM C  YCTAHOBJICHHBIMH

TpeGOoBaHUAMUY; |

IIOJTHO® ¥ JIOTUYHOE M3JI0XKEHHE MaTepHaa;

OpUANIECKU IPAMOTHOE COCTaBIICHHE JOKYMEHTA;

OTCYTCTBHE CTUIMCTUYECKUX B IPAMMATHYECKIX OIIHOOK.

6.4.Ilpodeccuonanuszm:

npodeccruoHabHAs KOMIIETEeHTHOCTb (3HaHUE 3aKOHO/IaTeNTbHEIX,
HOPMAaTHBHBIX IIPaBOBBIX aKTOB, IIMPOTa NPO(YECCHOHANBHOIO KPyro3opa, yMeHHe
paboTaTh C TOKyMEHTaMH );

CIIOCOGHOCTD  BBINONHSTH HOJDKHOCTHBIE GyHKIIME camocTosTENBHO, 6e3
IIOMOIIK PYKOBOJMTEIS WIIH CTAPIIETO 10 JOJDKHOCTH;
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CIIOCOOHOCTh YETKO OpraHM30BbIBaTh U  IUIAHUPOBATH  BBIIOJIHEHUE
NOpYYEHHBIX 3aIaHMM, YMEHHE palMOHAJIBHO WCIIONB30BaTh pabouee BpeMs,
paccTaBIATh IPUOPUTETEI;

OCO3HaHME OTBETCTBEHHOCTH 3@ IIOCIEICTBHS CBOMX JHeHCTBUH U
NIPUHUMAEMBIX PELLeHUH;

CIIOCOOHOCTh COXPAaHSATh BBICOKYHO pabOTOCIOCOOHOCTH B 3KCTpPEMallbHBIX
YCIIOBUSIX.

6yxran’repcxcoro y4€Ta 4 OTUETHOCTH

HauganpHuk oTAca (bHHaHCOB -
’ N/,
R/Z%% ' T.B.ABepbsiHOBa

COI''TACOBAHO:

3aMecTUTeNb HadyalbHUKa Y IIpaBIeHHs —
IJIaBHBIM Oyxrantep YmpaBieHus
CynebHoro nenapraMeHTa B 7, /

Pecmy6nuke Mopnosus 557 or .I{pym

£/

« 0 » rldfes g 2024 r.

3aMecTUTeNb HayaJlbHUKa OT/iejIa TOCYJapCTBEHHOM CIIy>KOBI,
KaJpoBOro odecrneyeHus u

HpOTHBO,I[CﬁCTBHH KOppyInuHuu YHpaB.TIeHHH /é/ / /
/

Cyne6Horo nenapramenra B Pecry6rke MoproBust 51.C.HoBukoBa

« o7 » ﬁzmz%m 2024 r.




VTBEPXJAIO

W. 0. nauansHuka Yrpasiaerus CynebHoro

nenaprameHTa B PecryOnuke Moprosus
vié}&’af H.B. 11p16u308B

« 01> /ZZ;/%//E/M/ 2024 roga

JOJOKHOCTHOM PETJIAMEHT
(eepaIbHOrO TOCYJapCTBEHHOI'O IPaXKJaHCKOT'O CITYKaIlero, 3aMelarollero B
VYnpasnenuu CyneGHoro nenapramenTa B Pecrrybnuke MopoBust JOMKHOCTS
benepanabHON rocy 1apCTBEHHON IPaskJaHCKOM CIIy»KOBI 3aMeCTHTeJIs
Ha4YaJIbHUKA 0TAeJ1a (HHAHCOB, OyXraJTepcKoro y4eTa H OT4eTHOCTH.

1. O0nue moJI0KeHHs

1.1. IomKHOCTE 3aMECTUTENIS HayallbHUKA OTHea GUHAHCOB, OyXIaJlTepCKOTo
y4eTa MU OTYETHOCTH B COOTBETCTBUHU C PeecTpoM momkHocTe#l demepanbHOU
rOCYyIapCTBEHHOM TIpaXJaHCKOM CIIy>)kObI OTHOCHUTCS K BeIyllled TIpyIe
JoJKHOCTeH (enepalbHOW TOCyHapCTBEHHON TI'pa){AaHCKOM CIIy>KOBI KaTeropuu
«CIIELMAJIUCTBI».

1.2. 3amecTuTens HavalbHHKa OTHeNa (DUHAHCOB, OYXTalTepCKOro ydeTra H
OTYETHOCTH Ha3HauaeTcs W OCBOOOXHaeTcss OT JO/DKHOCTH IPUKA30M
HayayibHUKa Yrpasinenuss CyneOHoro nemaprameHTta B PecnyOmukxe Mopaosus.
HasHaueHne OCYIIECTBIAETCS [0 Pe3yNbTaTaM KOHKYpca, JTUOO IPOM3BOAUTCS U3
KaJIpOBOTO pe3epBa, CPOpMUPOBAHHOTO HAa KOHKYPCHOM OCHOBE.

1.3. 3amectuTens HavyajJbHUKa OTHENa (PUHAHCOB, OyXraJTepCKOro ydera u
OTYETHOCTH  TMONYUHSAETCS  HEMOCPEICTBEHHO  3aMECTUTENI0  HadalbHUKA
VrpaBinenuss — TJIaBHOMY OyXrairepy ¥ Ha4YalbHUKY OTAena (UHAHCOB,
OyXraJTepcKOro ydera U OTYETHOCTH M BPEMEHHO HCIIONHSAET OOS3aHHOCTH BO
BpeMs UX OTCYTCTBUS (KOMaHIUPOBKa, OTITYCK, OOIE€3Hb U T.II.).

1.4. Ha mepuon BpeMEHHOI'O OTCYTCTBHS 3aMECTHTENs HadalbHUKa OTAENa
(hvHaHCOB, OyXTraJITEpCKOro y4eTa U OTYETHOCTH €r0 3aMellaeT HadyalbHUK OT/ela
buHAHCOB, OYXTaITEPCKOro Y4eTa U OTYETHOCTH.

1.5. Ha B3amectuTens HadalbHMKa OT[ela, COIVIACHO paclipee/IeHHIo
00sI3aHHOCTEM MeXIy TOCYJapCTBEHHBIMH CIY)KallUMH OTHela, MOXET OBITh
BO3JIOKEHO MCIIOJJHEHHE OO0S3aHHOCTEH, BBIMIOJHIEMBIX KOHCYJBTaHTOM U
IJIaBHBIM CHENHATIHNCTOM OTJiella B CIydyae ero OTCYTCTBHS.

1.6. 3amecTuTeNp HadalbHUKA OTAeNa (PMHAHCOB, OYXralaTepcKOro ydera u



OTYETHOCTH B CBOEH JEATENBHOCTH PYKOBOACTBYETCH:

demepanbHBEIME 3aKOHaMU OT 8 sSHBAps 1998 1. Ne 7-®3 «O Cynebuom
nemapramente npu Bepxosrom Cyne Poccuiickoit ®enpepamun», 27 mas 2003 . Ne
58-®3 « O cucTeMe rocyaapcTBeHHol cry O Poccuiickoit ®enepanum» U 27
uroist 2004 . Ne 79-@3 «O rocymapCTBEHHOH IpaKAaHCKOM ciyx0e Poccuiickoit
Denepallunn; _

MHBIMA  (eflepalbHBIME  3aKoHamu, IlojoXeHHeM 06 YmpaBieHHUH,
[TonoxkeHWeM 06 oOTHene, a TakKe HOPMATMBHBEIMM IIPABOBBIMH dKTaMH,
yKa3aHHBIMU B ITyHKTE 2.2 HAaCTOSIIETO JIOJDKHOCTHOIO perjlaMeHTa,;

ykasamu IIpesunenta Poccuiickoit @enepanuu;

nocranosnenusmu IIpaButenscrsa Poceniickoit @enepanun;

noctanosienusMu Cosera cyneit Poccuiickoii @enepaluy;

HOpPMATHBHBEIMHU NpaBoBbIME akTamu Cy/iebHOro nenapTaMeHTa;

aMAHACTpaTHBHEIM Pernamerntom Ynpasnenus CyneOHOTo fenapTaMenTa B
Pecry6imike MopioBus;

TIOJIOXKEHUSIMU, HHCTPYKIHSIMH, METOAUIECKUMU PEKOMEHIAlUAMH;

KOIeKCOM JTHKA M CIyXeOGHOrO MOBENEHHS MU CIY)KEGHOIO IOBE/CHIUS
delepanbHBIX ~ TOCYJAapCTBEHHBIX — TPaXJAHCKMX  CITyXKaIlhx YrpaBieHus
Cyne6Horo nenapramenra B PecryGiuke Mopaosus;

HACTOSILIUM JOJDKHOCTHBIM PErJIAMEHTOM.

2. KBanuduxaunoHHble TpeGoBaHUSA

2.1. Ha [omXHOCTH 3aMecTUTeNs HauaJlbHMKA OTAeNa (PUHAHCOB,
GyXraaTepckoro ydera ¥ OTYETHOCTH HA3HA4alOTCs JMOA C  BBICIIHM
SKOHOMUYECKIM 00pa3oBaHueM He HIDKe ypoBHs «bakamasp» MO CTICHUAIBHOCTH,
HAIPAaBJICHUIO IIOATOTOBKH: |

«ByxranTepckuil yaeT U aHai3 X035 HCTBEHHON IeATEbHOCTIY,
«ByXrajTepcKuil yueT u ayJiuTy,

«OKOHOMUKAY,

«DKOHOMUKA U OyXTaNTepCKui yIeT»,

«DUHAHCEI U KPEeIUT?.

«DKOHOMHKA 1 YIIpaBIEHHE Ha NPeIpHATAN» (110 OTpacisiM);
«Hanoru 1 HaJIOroO0IOKEHUEN.

2.2. TpeGoBaHUA K CTaXY paboTHI IS 3aMEIEeHHs JOMKHOCTH 3aMECTHTEILA
HauaJbHWKA  OTJelda (UHAHCOB, Oyxrajarepckoro ydera ¥ OTHYETHOCTH, HE
NpEeIbABIAIOTCS.

2.3. 3aMecTHUTe b HaYaJbHUKA OTAeNa (QHHAHCOB, OyXralTepCcKoro ydera u
OTYETHOCTH JIOJDKEH 3HATh:

Koncturyiuro Poccuiickoii eepanuy;

(benepalbHBIE 3aKOHBL:

or 08 smBaps 1998 roma Ne 7-@3 «O CyneGHoM nemapTaMeHTe IpH
BepxosHoM cyzne Poccuiickoii Oenepannm»;

or 27 mas 2003 roma Ne 58-@3 «O cucTeMe rOCYHapCTBEHHOH CIIyXOBI
Poccuiickoi Denepamum; '
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ot 27 urons 2004 rona Ne 79-@3 «O rocynapCTBEHHOM I'payKaaHCKOH Ciryxbe
Poccuiickoit @enepanumy;

or 26 mioHa 1992 roma Ne 3132-1 «O craryce cyzmeit B Poccuiickoii
Oenepanuny;

ot 06 mexabps 2011 roga Ne 402-®3 « O GyxraiTepckoM ydeTey;

ot 25 nexabps 2008 roxa Ne 273-@3 « O mpoTHBOAEHCTBUN KOPPYIILIAN;

or 10 smBapas 1996 roma Ne 6-®3 « O [ONOJHUTENBHBIX TI'apaHTUSIX
COLMAILHOW 3alllUThl CyAeld W pabOTHHUKOB ammapaTtoB CyHOB PoccHiickoii
Denepanuy;

or 05 ampens 2013 roma Ne 44-®3 «O KoHTpakTHOH cucTeme B cdepe
3aKyIIOK TOBapoB, paboT, ycuyr it oOecHeYeHHs TOCyJapCTBEHHEIX U
MYHUIUIIAIBHBIX HYXY;

npyrue  denepanbHBle  3aKOHBI,  KAacaloOUIWeCss  OPraHU3alldOHHOIO
obecrie4eHusl CyJJOB H PETYIHPYIOLIe OCOOEHHOCTH MPOXOXKIEHUS TPAXKIAHCKOMN
CITYXOBI;

(benepanbHbIE KOHCTUTYLIMOHHEIE 3aKOHEI;

BromxeTHbIi KOJIEKC Poccuiickoit Oenepauuu " OIOKETHOE
3aKOHOJATENBCTBO, PETYJIUPYIOIee OCHOBE OI0PKETHOTO Ipoliecca U GI0KeTHEIE
IIPaBOOTHOIIICHUST,

Hanorosslii koznekc Poccuiickoii @enepanuu;

npukassl Munncrepctsa (uuaHcoB Poccuiickoit @enepallui O IOPSIKE
npuMeHeHus  OropxkeTHod  knaccubukaumu  Poccuiickoit  @Depmepaimu, 110
OI0/DKETHOMY YHETY;

uHble (esepanbHBle 3aKOHBI, ykas3bl [Ipesumenta Poccuiickoit ®enepanun,
nocranoBienus [IpasurenscrBa Poccuiickoit @enepanuu, mocranosienus Cosera
cymeit Poccuiickoit ®@enepanuu u Pecrmybmuku Mopmosus, HOpPMaTHBHEIE
NPaBOBBIE aKThI, PEryIupyrole OIOMKeTHBIH ydYeT, B MpefeliaX HODKHOCTHEIX
00s13aHHOCTE! U TTOJTHOMOYHIA;

npukasel u pacnopsbkeHust CyneGHoro nemapramMeHTa B IIpefieliaX CBOEW
KOMIIETEHIIUH;

HIOPSIZIOK PaOOTHI CO CITyKeOHOM HH(OPMAI[Ueii;

OCHOBEI BEJICHHUS I€TIOTIPOU3BOJICTBA;

TIOPSIIOK CIIy’KeOHOTO B3aMMOJEICTBUS B TIpeleliax CBOEM KOMIIETEHLUM C
OpraHamMM rocynapcTBeHHON BiacTH Poccuiickoir ®eneparum, PecmyGnuku
MopnoBus, opranaMyd MECTHOTO CaMOYIIPaBIICHNS;

aJIMMHHUCTPATUBHEIA periaMeHT YnpasineHuss CyneOHoro nemapramMeHTa B
Pecniy6nuxe Mopposus;

IIpaBUJla JEJIOBOTO STHKETA;

nonoxenuss Kopexkca »Tuku U ciyxeOHOro mnoBefeHHS (eaepalbHBIX
TOCYIapCTBEHHBIX  TPAXIAHCKUX  choyxaummx  YnopasieHus  CymeOHoro
JenapraMmenTa B Pecrrybnuke MopaoBus; _

HOPMBEI ¥ IIpaBUJIa OXpPaHbl TpPyJa, TEXHUKU OE30IIaCHOCTH U IOXKapHOM
0e30I1aCHOCTH;

nonoxxeHne o0 VYmpaenenuu CyneOHoro pgemaprameHta B PecmyOmuke
MopnoBus;
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IpaBU/Ia BHYTPEHHEro pacnopsaka YnpasieHus CyneGHoro genapraMenTa B
Pecmy6muke Mopnosus;

IIOJIOXKeHUe 00 oTjielne;

HACTOSIIUN JOIDKHOCTHON PErIaMeHT;

paboTy B pUHAHCOBO-9KOHOMUYECKOH chepe NesTeNbHOCTH,

NPUHIMIT  BEACHUS JIeNOBBIX I€PETOBOPOB; COCTABIEHUS JJOKYMEHTOB
aHATUTUYECKOrO, [EJOBOI0 M CIPAaBOYHO - MH(DOPMALMOHHOIO XapaKTepa;
BIaJICHUS KOMIBIOTEPHOM M JAPYrod OprrexHuKoif (mpuHTephl, (hakc, ckaHep,
TeneoHsl, HeO6XOAUMBIM MPOTPAMMHBIM 0GecIedeHreM (Windows, Word, Excel,
I' ¥ JIp.), CPe[ICTBAMY KOMMYHMKAIIHH YBEPEHHOTO MOTE30BaAHMS HH(OPMALHOHHO-
TEICKOMMYHHUKAIHOHHOH CceThi0 «VIHTepHeT»; paGoTHl B OIEpPAIMOHHON CHCTEME,
YCTaHOBIICHHOH HAa aBTOMATH3UPOBAHHOM paGodeM MecTe IS OCYIECTBIICHHUS
OCHOBHOH  JNEATENBHOCTH; paGOTBl C NPUKIAJHBIME - HH(MOPMALUOHHBIME
CUCTEMaMH, OOCeCIeYUBAIONIUMY IOIEPXKKY BEIIONHEHHS OCHOBHEIX 3a71ad W
Qynkuuit (cucremMa 3;IeKTpOHHOTO JDOKYMeHT0000pOoTa, cHcTeMa WHGOPMALIOHHO
— IpaBoOBOro obecnedyeHus © T.4.); paboThl B TEKCTOBOM penakTope, ¢
BIEKTPOHHOM Tabulel; paGoTh ¢ HepBUYHOM JOKyMEHTaIHelN;

MEpBl 1o obecrievennto 6e30macHOCTH MHQOPMAIMM TIPH HCIIONB30BAHHUH
OOIIECHCTEMHOr0 M IPUKIAJHOTO IPOrPaMMHOIO obecrnedeHus, TpeGOBaHUI K
HaJIe)XHOCTH MapoJIeii;

HOPSANOK paboTEl CO CITy)eGHON SIEKTPOHHOM MOYTOM, a TaKke IIpaBHIa
HCIIOJIb30BAHUS JINYHON 3JIEKTPOHHOM MOYTHI, CITy6 «MTHOBEHHEIXY» COOBIIEHHIL
H COLMANBHBIX CETEH, B TOM YHCIIe B YaCTH HAIHYHS JONONHUTENBHBIX PHCKOB U
YTpO3, BOSHHUKAIOINMX IPH HCIOIB30BAHUU JIMYHBIX YYETHBIX 3alkceil Ha
CITy>KeOHBIX CPeICTBaX BEIYHCIUTENbHOM TEXHUKA (komIIBIOTEpAX);

OCHOBHBIC NMPU3HAKK 3JIEKTPOHHEBIX COOOIIEHHH, COMEepIKAIMX BPEIOHOCHEIE
BIOXKCHMSI WA CCBUIKM Ha BpPEIOHOCHBIE CalWThl B  HMH(OPMAIMOHHO-
TEICKOMMYHUKAIIMOHHOU ceTd "WHTepHer", BKIroYas "GuIMHroBbIE" mUCHMa U
CIIaM-pacChUIKH, yMEHHE KOPPEKTHO U CBOEBPEMEHHO PearupoBaTh HA MOIydYeHHE
TaKUX 3JIEKTPOHHBIX COOOIIEHUIA;

TpeOoBaHus 10  obecrmedeHnmo  6e30macHOCTH  MHGMOPMALUH npu
WCIIONIB30BAHUM  YHNAJIIEHHOrO  JOCTyna K  HMH(OPMALMOHHBEIM  pecypcaM
rOCYZapCTBEHHOI'O oprasa c TIOMOIIBIO UH(POPMAIIHOHHO-
TCJICKOMMYHHUKAIIHOHHBIX ~ ceTell  OOIIEero IMoip30BaHus  (BKIIOYAs  CeTh
"HInTepHeT"), B TOM YHCIIE ¢ MCIIOIb30BAHUEM MOOMIIBHBIX YCTPOICTB;

[paBuila ¥ OrPaHMYEHMS IIOAKIIOYEHHS BHEIIHUX YCTPOUCTB ((irerm-
HaKOITUTEIH, BHEIIHHE JKECTKHUE IUCKH), B OCOOEHHOCTH 000PYI0BaHHBIX IIPHEMO-
Iepejlaromneli  anmnapaTypoit (MOGHMIbHBIE TeneOHEI, ILTAHIIETEl, MOIEMEI) K
CITy’KeOHBIM CPE/CTBAM BBHIYMCIUTEIIBHON TEXHUKU (KOMITBIOTEpaM);

NEpedeHb O0S3aTENBHEIX CBEJCHUN O JOKYMEHTaX, MCIONB3yeMbIX B LENSX
yHeTa U MOoUCKa IOKyMEHTOB B CHCTEMaX 3JI€KTPOHHOTO JOKyMEHTO060pOTa;

IIOHSATHE ¥ BUJIBI JIEKTPOHHBIX IIOIIHCEI;

YCTIOBHS IPUSHAHUS SJIEKTPOHHBIX JIOKYMEHTOB, IIOJIIHCAHHEIX SJIEKTPOHHON
IIONIHMCBIO, PABHO3HAYHBIMHU JOKYMEHTaM Ha OyMaKHOM HOCHTENE, IIONITUCAHHEIM
COOCTBEHHOPYYHOH IOITUCHIO
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2.4. 3aMecTuTeNIb HAaYalbHUKA OTZAENa (PMHAHCOB, OyXrajaTepcKoro y4era u
OTYETHOCTH JOJDKEH YMETh:

paboTaTk ¢ 3aKOHOJATeIbHEIMA ¥ HOPMaTUBHBIMU ITPaBOBBIMHU aKTaMH,
IIPUMEHSTh UX Ha IIPaKTHKE;

aHAJIN3UPOBATH;

- pa3pabartsIBaTh IJIaH KOHKPETHBIX NEHCTBHIA;

IOPUIMYECKH MPABIJIBHO KBAIHU(HUIAPOBATh (PAKTHI U OOCTOATENLCTBA;

allanTHPOBAThCS K HOBOM CHUTyallud M IPUMEHSTh HOBBIE IIOAXOIBI K
pelIeHUI0 BO3HUKAIOIIUX Mpo0em;

BUJIETH MMOJAEPKUBATE U IPUMEHSTH HOBOE, IIEPEIOBOE;

3bGhEeKTHBHO U TIIOC/IENOBATENIEHO OCYILECTBISAThH  B3aUMOJEHCTBHE C
OPYTUMHU CTPYKTYPHBIMH TOJpa3AeieHUsIMU, paOOTHUKaMU palOHHBIX CYZOB,
WHEIMH TOCYJapCTBEHHBIMY OPraHaMMU, BEJOMCTBAMM, OPraHU3AIUAMHY;

IUIAaHUPOBATh, PAI[MOHAIBEHO HCIIOJIE30BaTh CIyXKeOHOe BpeMs U JIOCTHUTaTh
pesynbrara paboTsl;

BIAETh IpHEMaMH MEXIUYHOCTHBIX OTHOLIeHHH, (yMeTh 3(QQEeKTUBHO
COTpyAHWYAaTh ¥ IIpUHUMAaTh COBETBl KOoJuler 1o pabore, HE JOIIyCKaTh
MEXJIMYHOCTHBIX KOH(IUKTOB, UATH Ha KOMIIPOMHUCC IIpY pELIeHHU NpobieM B
KOH(JIMKTHBIX CUTYaLUsX);

- IIPUMEHATH COBpPEMCHHEIC PIH(bOpMaHHOHHO—KOMMYHHKaHHOHHBIB
TEXHOIJIOTHH B roCyIapCTBEHHEBIX OpraHax: UCIIOJIE30BaHUE MEXKBEIOMCTBEHHOT'O 1
BEOOMCTBCHHOT'O SJIEKTPOHHOTO I[OKYMGHTOO60p0Ta, HH(l)OpMaHHOHHO—

TEJIEKOMMYHHKALIMOHHBIX CETEH;

OIIEpaTUBHO OCYILIECTBIATH TOUCK HEOOXOMUMON MH(OPMALUH, B TOM YHCIIE
C UCIOIB30BaHNEM HH(POPMALIMOHHO-TENEKOMMYHUKAMOHHOM ceTh "HHTepHeT";

paboTaTh cO CrpaBOYHBEIMA HOpMATHBHO-TIpaBOBEIME Oa3zamu (KoHcynbeTaHT,
[apaHT), a TakXe TIOCyHapCTBEHHON CHCTEMOH IpaBOBOM uH(popManuu
"OdurmansHeIi HHTEpHET-TIOpTa IpaBoBoi HHpopManuu" (pravo.gov.ru);

CO3/1aBaTh, OTHPABIATh U IONy4aTh 3JIEKTPOHHBIE COOOIIEHMS C IIOMOIIBIO
Cily>keOHOI 3JIeKTPOHHOIM IOYTHI WJIM WHBIX BEJIOMCTBEHHBIX CHCTEM OOMEHa
3NIEKTPOHHBIMH COOOIIEHUSIMH, BKII0O4asl paboTy ¢ BIOXKECHUIMH;

paboTaTk ¢ OOLIUMU CETEBEIMU pecypcaMu (CETeBBIMU JUCKAMHU, ITAIKaMH).

paboTaThk B OIEPAIMOHHON CHCTeMe, YCTaHOBIEHHOM! Ha
aBTOMaTU3UPOBAHHOM paboueM MecTe sl OCYIIECTBICHUS OCHOBHOM
NEeSITeIbHOCTH;

paboTaTe B rocyIapCTBEHHON MHTErpUpPOBaHHOW MH(MOPMALMOHHON CUCTEME
yIIpaBlieHHs OOIIEeCTBEHHBIMU (GHWHaHCaMH “ODJIEKTPOHHBIN OIOMXKEeT”, B T. 4. €e
noncucremMe «broKeTHOe IUTAHUPOBaHKEY, paboTa ¢ OFOKETHON OTYETHOCTBIO.

3. I_{OJI?KHOCTHLIC 065[33HHOCTH, InpaBa H OTBETCTBEHHOCTD
JaMeCcTHUTE)Id HAYaJIbHHKa 0TaeJiIa (l)HHaHCOB, nyranTepcxoro YuerTa
H OTYETHOCTH

Ilensr0 JeSTENBHOCTH 3aMECTUTENs HadalbHUKa OTAena (UHAHCOB,
OyXraaTepckoro ydetra U ordeTHocTd YmpasineHus CyneGHoro nemapraMeHTa B



Pecniy6nuxe MopnoBus sBisercs:

3.1. CBoeBpeMeHHOe ObecredeHHe 3aMeCTUTeNS HAYaIbHUKA YnpaBneHus
— TIJaBHOro Oyxrajirepa M HayalbHHKA OTHENa HEOOXOAUMON M IOJIHON
uHbopManmeii mo HalpaBJICHUSAM JESITENbHOCTH B ILEJNIX oOecledyeHus
TIOBBIMIECHHS ONCPATUBHOCTHU NPUHATHS PEILEHMI;

KOHTPOJIb 3a OTPAKEHHEM Ha cyerax OIOZKETHOTO Y4YeTa XO3SHCTBEHHEBIX
OIlepaLyii.

3.2. OcHOBHBIE 0GS3aHHOCTH 3aMECTHTENS HAYAIbHUKA oThena (UHAHCOB,
OyXranTepcKoro y4eTa M OTYETHOCTH:

BENIET pacieTsl C MOCTABIINKAMH M IOAPANYMKAMH 3a NPHOGPETEHHBIE
TOBApEL 1 OKa3aHHBIE YCTYTH 10 PaOHHEIM CyaaM U YIIpaBIIeHHUS,

TIPUHEMACT K y4eTy NepBUYHBIE JOKYMEHTHI (cdueTa, cueTa-(aKTypsl,
AOroBopa M T.JA.) OT CTOPOHHHX OPraHW3aLHil MOCTABIIMKOB H IIOIPSIAYNKOB 32
OKasaHHBIC yCITyTH i BBINIOJIHEHHbIE PaGOTHI [Is palfOHHBIX CyZOB M YIIpaBieHus
B GyMa)XHOM U 3JIeKTPOHHO (hopMe;

obecrieurBaeT KOHTPONb 32 COOTBETCTBHEM NEPBUYHBIX  YYETHBIX
AOKYMEHTOB H PETHCTPOB y4eTa, C(OPMHPOBAHHBIX OTBETCTBEHHBIMH JIHLAMH,
TIOpAAIKY X 3aIIOHEHNS COTTIACHO JEHCTBYIOMEMY 3aKOHOAATENECTBY;

CHCTEMATH3HPYCT IEPBUYHEIE TOKYMEHTBI TEKYIEr0 OTYETHOTO IIEPHONA B
COOTBETCTBUH C YHETHOM IMOTUTUKON YUpExk IEeHNUSL,

TIOATOTaBIUBACT U NepeaaeT OyMaXKHbIe IEPBUYHBIE JOKYMEHTHI U PETUCTPEI
GyXranTepckoro ydyera B apxus;

ACNIACT KONUK TICPBUYHEIX JOKYMEHTOB, B TOM YHCIIE B CIy4ae X HUIBSATHS
YIOIHOMOYCHHBIMU OpraHaMHu B COOTBETCTBUH C 3aKOHOAATENHCTBOM Poccuiickoii
Denepanuu;

obecrieunBaeT MaHHBIME IS IIPOBENEHHS UHBEHTapU3allul 00sI3aTENBCTB B
COOTBETCTBUH C YUETHOMN ITOJIMTUKOIM;

OTpaXkaeT Ha cyeTax OyXraaTepCKOro ydera oIepariy 1o YyYETy pacyeToB ¢
IIOCTaBIIUKAMU;

MPENOCTaBIAeT HEOOXOAUMEBIE JaHHBEIE O pacyeTax W JIOKyMEHTO000poTE ¢
[IOCTaBINUKaMHU 3aMHTEPECOBAHHBIM JIMIAM;

PETHCTPUPYET B PErUCTpax OyXranTepcKoro yuera AaHHBIE, COAEPIKALIUECS B
IIEPBUYHBIX YYETHBIX JOKYMEHTAX;

COTIOCTABILACT DPE3YNBTaThl WHBEHTAPU3ALUU DPACYETOB C ITOCTABIIUKAMIE C
A@HHBIMHU PErUCTPOB OYXIaNTepCKOro yyera;

IONCYUTEIBAECT B PErHCTpax OyXralTepcKOro y4eTa HTOTW M OCTATKH IO
CHCTaM CHHTETHYCCKOTO M aHAIIUTHIECKOIO yUeTa, 3aKPhIBAET 0G0POTEHI [0 CYeTaM
OyXxranTepckoro y4era;

KOHTPOJMPYET TOXACSCTBO MaHHBIX aHAIUTHYECKOrO0 ydeTa oGopoTaM u
OCTaTKaM IO CYeTaM CHHTETHYECKOTO yYeTa;

TOTOBUT HH(OPMALMIO IS COCTABJIEHUS 0GOPOTHO-CATBIOBOM BEJIOMOCTH,
[JIaBHOW KHUTH;

TOTOBHT MOSACHEHHUs], TOACUPAET HEOOXOAUMEIE JOKYMEHTHI IS BHYTPEHHETO
KOHTpOJIA, ISl PEBU3UH, HAJIOIOBBIX U IPYTHX IIPOBEPOK;
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CHCTEMATH3UPYET M KOMIUIEKTYEeT PErMcTpbl OyXrajTepcKkoro ydera IO
CBOEMY HAaIPaBJIEHHIO JeSTeIBHOCTH 32 OTYETHBII MePUOL;

OTpakaeT B OyXTalTepcKOM ydeTe BBIIBICHHBIE DAaCXOXICHUA MEXIY
(akTHYEeCKUM HalIieM OOBEKTOB U JAHHBIMU PETHCTPOB OyXTraJITepCKOro y4ueTa;

yyacTByeT B TIPOBEJGHMM WHBEHTApHM3aLMi pacieToB M IUIATEXHBIX
00s13aTENIECTB;

o6eceunBaeT 3aKOHHOCTE, CBOSBPEMEHHOCTh M IIPaBHIEHOCT O(QOPMICHHU
TIepBUYHBIX GyXTIaITepCKUX JOKYMEHTOB, PaCUeTOB U IUTATEXHBIX 0053aTebCTB;

PETHCTpPUpPYeT  JOTOBOpa,  KOHTPAKThl, — IPUHSTHIC OIO[KETHBIE |
00s13aTENBECTRA;

IpUHMMAaeT ydYacTHe B COCTAaBIEHHM MPOEKTa CMETBl PAcXOI0B Ha
npencTosuyii GUHAHCOBBINA TOJ;

obecrieynBaer  KOHTPOJIb pPacxonoBaHUs OIOMPKETHBIX  CPEJCTB,
IIpeyCMOTPEHHBIX B TEKylleM ToJy Ha OINIaTy YCIyr IO COMCPXAHMIO
HMYILECTBa, YCIyr BHEBEJOMCTBEHHOI OXpaHbl IO OXpaHe 3MaHANA CyHOB U
TEXHHYECKOMY OOCITY)KHBAHHMIO OXPAHHO-TIOXKApHOW CHTHANIW3alMU U T.JA. JUIA
paffonHerx cymoB ¥ Ynpasnenus CyneOHOro nenapraMeHTa, IPOUSBOAMT
AHATUTHYECKHE pAcYeThl IO PAcXOJOBAHHIO BBIIENIEPEYHUCIICHHBIX CPCACTE B
TeKyleM Toxy, OhopMiIseT aHAIUTHYECKHE MaTepuaisl Io TpeOOBaHUIO
3aMecTHTe s HaualbHUKA YTpaBJIeHUs — TNaBHOro Oyxrajrepa ¥ HavallbHUKA
oThena;

 ©KEMECSUHO aHANM3KUPYET PACUYeThl 10 IPHHATEIM OIODKETHBIM 1 IEHSKHBIM
00s13aTeNBCTBAM B pa3pese CTaTel pacxo/ioB;

eXKEMECSIIHO TIPOBEPSET COOTBETCTBHE (aKTHIECKUX PAaCXOI0B KaCCOBBIM B
paspese meseBbIx crateit pacxonos u KOCI'Y;

obecrieurBaeT BBOJ JAHHBEIX Ha TEPCOHAJBHOM KOMIIBIOTEPE IO pacderaM C
MOCTaBIIUKaMU u OIS AYUKaMH, OIOKETHBIX 00sI3aTENBCTB,
3aperuCTPUPOBaHHEIX B YIpasjiennu DenepaabHOro KasnaueiicTa B Pecmybuke
Mop0BHS, ¥ 0)OPMIEHHE PETHCTPOB y4eTa Ha OyMaXHBIX HOCHTEIISX;

OCYILECTBISIET KOHTPOJh 3a NPAaBHIBHOCTBIO ~OTPAKCHHA OXOI)KETHBIX
oIlepaIuii Ha CYeTax I0 yueTy pacueToB ¢ IOCTaBIIMKAMA 1 MOMPANTUKAMI;

IIPOM3BOAMT BBIIAdy JOBEPEHHOCTEH Ha MOJNydeHHe MaTepHalbHO —
OTBETCTBEHHBIMH JHIAMU paioHHBIX cynoB u YCJI TMII u 1eHHBIX OyMmar c
perucTpanueii B JKypHaje BBIJIaYM JOBEPEHHOCTEH H OTMETOK O MOJYHqCHHH
LIEHHOCTEH I10 MOATBEePKAAOIIUM TOKYMEHTaM;

¢opmupyer XKypHai onepaluii pacqeToB ¢ MOCTaBIMKaMK U NOAPATTHKaMH
Ne 4 10 paifOHHBIM CyZaM ¥ Y IPaBJIEHHIO, KOHTPOJIMPYET COOTBETCTBHE 000poTOB
Xypuana u I'nasHoit kaury o Cynam 1 YTIpaBIeHHIO;

IPUHMMAET Y4YacTHe B COCTaBJeHMM (DMHAHCOBOH OTYETHOCTH M IOJIOBOTO
oryeTa 0 paborte YIIpaBIeHuU;

eXeKBapTaTbHO cocTasisieT i npexacrasisier B IOHC nexnapanuy 1o HIOC
¥ HAJIOTy Ha IPUOBLIb;

eXEroHO mpezcTasisieT 6ananc Ynpasnenus B UOHC;

0 Mepe HEOOXOJUMOCTH BHOCHUT W3MCHEHHS B OIODKETHYIO CMETY
mosydarensi cpeicTB (denepanbHOro OrojpkeTa B COOTBETCTBHE C ITyHKTOM 3:.2:
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TTopsifiKa COCTAaBIIEHUS, YTBEP)KACHUS U BeJeHHs OIO/KETHBIX CMeT (elepanbHBIX
CymOB OOIel IOpHCHMKINMH, (efepaibHBIX apOHTpaxHbIX CyAos, CyneGHoro
nenapramenta npu Bepxosrom Cyne Poccuiickoit ®ezxepauuy M €ro OpraHos,
yTBepxIeHHoro nmpukazom Cyne6Horo pemapramenta ot 06.09.2017 r. Ne 164 ¢
HCIIONB30BaHIeM TOCYJapCTBEHHOM WHTETPUPOBaHHON MH()OPMAIIHOHHON CHCTEMEI
yIIpaBIeHHs] OOIECTBEHHBIMU (UHAHCAMH «DNIEKTPOHHBIN OIOKET) (mopcucrema
«BroKeTHOE TUTAHUPOBAHUED );

obecrieduBaeT  HENOCPENCTBEHHOE  BEICHHME  JIEJIONPOM3BOJACTBA  IIO
BOIIpOCAM CBOEr0 HampaBieHuss B pabore oThena (€XEeIHEBHOE IONydeHUE
MOCTYMUBIIEH KOPPECTIOHJEGHINH, II0 OMNPEIENCHHOMY HANpaBIeHUIO Yy4eTa,
GopMHUpOBaHKE I[OCTYNHUBIIMX JOKYMEHTOB B Jella COITIACHO HOMEHKIATYpe,
6pOIIIOpOBKAa JOKYMEHTOB IO HCTEUYEHHWM OTYETHOrO IIEpPUOZa, XPaHEeHWE U
obecrieueHne UCIIONB30BaHus el B MPoLecce NEIOIIPOU3BOACTBA U 3aKOHUYECHHBIX
JIeTIONPOU3BOJICTBOM, —Ilepefiadya HCIOJHEHHBIX JIOKYMEHTOB  3aMECTHTENO
HayalbHUKA YIpaBieHuss - TIIaBHOMY Oyxranrepy, a B €ro OTCYTCTBHUE
HAYaIBbHMKY OTAeNa, B JeHb OQOpMIICHHS [JOKyMEHTa JUIi IPOBEPKH U
NOANUCAHMs, IlepeJadya Ha  PErucTpalyio ©  OTIHpaBKy  JOKYMEHTOB,
nHGOpMUpPOBaHHe 00 WCIIONHEHNM JOKYMEHTOB, HaxOIIIMXCS Ha KOHTPOILE,
HavaJbHUKA OTHENa);

BBIIIOJIHAET APYrue TOpydYeHUs] 3aMecTUTels HadajlbHUKa YIpaBICHUS —
rIaBHOro GyxrajiTepa ¥ Ha4YalbHHUKA OTZeNa GUHAHCOB, OyXraaTepckoro y4era u
OTYETHOCTH.

3aMecTHTeNb HadalbHUKA OTAena (DUHAHCOB, OyXrajTepCcKOro y4dera H
OTYETHOCTU OOs3aH:

MCTIONHATH JOJDKHOCTHEIE O0S3aHHOCTH B COOTBETICTBHMM C PeriaMeHTOM Ha
BBICOKOM IPO(eCCHOHAIIEHOM YPOBHE;

MCIIONHATD IIOPYYEHHs pyKOBOAUTENEH, JaHHBIE B IpeZieNiaX UX MOIHOMOYHH,
a B WX OTCYTCTBHE — JIII, MCIIONHSIONINX KX 00S3aHHOCTH, B CPOK, OTpE/elIeHHBIA
B [IOPYYEHUSIX BBIIEYKa3aHHBIX PyKOBOJUTENIEH HITH JIUI, UX 3aMEMarOIHX;

cobmofaTh TNpPU MWCIOJIHEHHH [OJKHOCTHBIX OOsS3aHHOCTEH IIpaBa H
33KOHHEIE HHTEPECH! TPAXKIaH U OpraHu3aIlyii;

POSBISATE KOPPEKTHOCTh B OOpalleHWH C TpakaaHaMd H JOJDKHOCTHBIMHA
JTHULIAMU;

cobiIIofaTh TNpaBHia BHYTpeHHero pacmopsinka Ympasnenus Cype6Horo
nernapramenTa B Pecy6iinke Moprosus;

IOJIeP’KMBaTh yPOBEHb KBalTU(UKAIMH, HEOOXOMMUMBIN IS HaJJIeXKallero
MICTIOJIHEHHUS TOJDKHOCTHBIX 00513aHHOCTEH;

Gepeds TOCYAapCTBEHHOE MMYIIECTBO, B TOM UHCJIE IIPEIOCTABICHHOE eMy
IUISL MCITOJIHEHHS IOJDKHOCTHBIX 0053aHHOCTEMH;

IIPENCTABIATh B YCTAHOBJIEHHOM IOPSZKE IPELyCMOTPEHHbIE (eepanbHbIM
3aKOHOM CBeJIeHHS 0 ceOe U WieHax CBOEH CEMBH;

coo6mmaTe B NUCHMEHHON (hopMe HadadbHUAKY YTIpaBIEHUS O MPEKPAleHHH
rpaxiaHcTBa Poccumiickoit ®ezfepaluM WM TPUOOPETEHHH TPaKIaHCTBA
(MOIaHCTBA) MHOCTPAHHOTO TOCyapcTBa MO0 MOyYeHHH BUJa HA KUTEIBCTBO
WIM HWHOTO JOKYMEHTa, IMOATBEPIXKJAIOIIEro IPaBO HA IOCTOSHHOE NPOXKHUBAHHE
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TpaXIaHWHA Ha TEPPUTOPUM MHOCTPAaHHOIO TIOCYyAapcTsa, B JEHb, Korza
IpaXJAaHCKOMY CIIy)KallleMy CTaj0 HM3BeCTHO 00 3TOM, HO HE IIO3[HEE IISTH
paboumx OHEM co JHS MpekpaimeHus rpaxaaHcTBa Pocculickoil Denepanvu WiIH
nproGpeTeHnsl TrpakJaHcTBa (IIOANAHCTBA) HMHOCTPAHHOTO TocyaapcTBa JMOO
IOJly4eHHs] BHAA HA JKUTEILCTBO WM HHOTO IOKYMEHTa, MOATBEpIKIalOIIero
paBo Ha MOCTOSHHOE NPOXXKWBAHWE T'payKAaHWHA HAa TEPPUTOPUHM HHOCTPAHHOIO
rocyZapcTBa;

coo0maTy HAYaJbHUKY YTpPaBIEHHS O JIUYHON 3aMHTEPECOBAHHOCTH IIpU
UCIIOJHEHWH JOJDKHOCTHBIX O0sS3aHHOCTEH, KOTOpas MOXET IIPUBECTH K
KOHQUIMKTY WHTEpEecOB, IPUHMMATh Mephl [0 IPEJOTBPAICHUIO TaKOro
KOH(IIHKTA;

cCOOJIIONaTh IIpaBWiia U HOPMBI OXpaHBl TPyJa, TEXHHUKHU O€30I1aCHOCTH,
IPOTHUBOIIOKAPHOM 3alIUTHI Ha CBOEM pabodeM MeCTe,

co0roAaTh MpaBOBbIe aKTHl M PACHOPSAAUTEIbHBIE JOKYMEHTE], KacaroIluecs
BeJIEHHs JeJIONPOU3BOJICTBA, B TOM YHCIe HaJjexalquM oOpa3oM YYHTHIBaTbE U
XpaHUTH IIOJlyYeHHbIE HA HCIIOJIHEHHE JOKYMEHTBHl M MaTepHallbl, CBOEBPEMEHHO
nepeaBaTh UX OTBETCTBEHHOMY IOJDKHOCTHOMY JIMILY, B TOM YHKCIE IIPH YXOJE B
€XKErONHBIA OIUTaYMBaeMbIi W HMHOM OTIycK, YOBITMM B CIyXeOHYIO
KOMaHIUPOBKY, IIpeIIoiaraeMoii BpeMeHHO HEeTPYIOCIIOCOOHOCTH U T.1.;

cobymoaTh  OTpaHUYEHUS] W 3alpeThl, YCTAaHOBJIEHHBIE B  IENAX
IIPOTUBOICHCTBUS KOPPYTILIHH.

3.3. Ilpama 3amecTuTelNs HaYaJIbHUKA OTAENa (MHAHCOB, OyXrajaTepcKOro
y4eTa ¥ OTYETHOCTH.

OcHOBHBIE TIpaBa 3aMeCTHTENsl HaualbHUKa OTAena  (UHAHCOB,
OyXranTepckoro ydera M OTYETHOCTH, Kak TIPaXIaHCKOrO CIyXKallero
ycTaHoBNeHBl cTaTheil 14 @enepanbHoro 3akoHa ot 27 urous 2004 r. Ne 79-
@3 «O rocymapcTBeHHOM rpaxkaanckoi ciyx6e Poccuiickoit Denepanum».

Ha ocHOBaHMHM JaHHOI CTaThM 3aMECTUTENb HauaJbHUKA OTHENa (PUHAHCOB,
OyXranTepcKoro y4era ¥ OTYETHOCTH UMEET IIPABO:

3HAKOMUTHCA C JIOKYMEHTaMH, OINpPElEeSIOIUMUA €r0  JOJDKHOCTHEIE
00sI13aHHOCTH, IIpaBa M OTBETCTBEHHOCTH, KPUTEPUHU OLEHKM KadecTBa pabOTEl U
YCJIOBUSI TIPOJIBUXKEHHUS I10 CIIyXOe;

3HAaKOMUTBCS € IPOEKTaMHU pELIeHWH, NPHUHUMAEMBIMH Ha4aJlbHHUKOM,
KaCaloIUMHUCS JESTEeNbHOCTH OTAeJa U BBIINOJHIEMBIX MM JOJDKHOCTHBIX
00s3aHHOCTEH;

[IPUHUMATH pellleHUss U y4acTBOBaTh B WX IOATOTOBKE B COOTBETCTBHH C
HACTOSIIUM JOJKHOCTHBIM PErVIaMEHTOM;

OCYIECTBISATH IIOATOTOBKY IIPOEKTOB IIMCEM JJISl BEJEHHUS IIEPEIUCKU C
Vupasiennem @enepansHoro KasnaweiictBa mo PecmyGmuke Mopaosus 1o
BOIIPOCaM, BXOJSIIIUM B €r0 JOKHOCTHBIE 0053aHHOCTH;

IoJlydaTh B YCTAHOBJIGHHOM HOpsAKe HHQOpPMAalMI0O M MaTepHabl,
HEOOXOIUMBIE JISl HCTIOJIHEHUS! JOJDKHOCTHBIX 00S3aHHOCTEH;

3ampalliBaTh JUYHO WM [0 IOPYYEHUIO 3aMECTUTENs HavalbHHKa —
IJIABHOTO Oyxrajrepa OT CTPYKTYPHBIX IofpasfeneHuit YmpasneHus CyneGHoro
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IernapTaMeHTa W paiOHHBIX CYIOB HOKYMEHTBI M CBEIeHHs, HeoOXOIUMBIe IS
BBITIOJTHEHUS TOJDKHOCTHBIX 00sI3aHHOCTEH;

OCYIIECTBJIATH B3aUMOJCHCTBUE C TPaXTAHCKUMU CIYKAIIUMU - JPYTUx
CTPYKTYpHBIX moapasneneHuit VYmnpasneHus CynebGHoro nemapraMeHTa B
Pecny6iiuke Mopnosus;

IpUBJIEKaTh B CIy4ae HEOOXOAWMOCTH C pa3pelleHus pyKOBOJICTBa
CIEIMAJIUCTOB JAPYTUX CTPYKTYPHEIX NOAPAa3JENeHUN K PEIIeHHIO BO3JIO)KEHHBIX
Ha HEero 3ajiay;

BECTH IEpEeNucKy ¢ (QenepanbHBIMU CyJaMud oOIIeld IOPUCIUKIINH,
rocyqapCTBEHHBIMU opra"HamMu Poccuiickoit @epepanuu, a Takke C
YUPEXAECHUSAMU U OPTaHU3aLUsSIMU 10 BOIIpOCAM, BXOJILIUM B €ro JOKHOCTHBIE
00513aHHOCTH;

TpeOoBaTh OT HavyaJbHUKA YIpaBIE€HHS CO3MAHHUS OPraHU3alHOHHO-
TEXHUYECKUX YCJIOBHUM, HEOOXOOWUMEIX [UIS MCIOJHEHHS JOJDKHOCTHBIX
00s3aHHOCTEH,  OKa3aHWs  CONEHCTBUS B  WCIOJNHEHHH  JIOJDKHOCTHEIX
00s3aHHOCTEH, BO3JIOXKEHHBIX Ha HEr0; peald3aldd IpaB, MPeayCMOTPEHHBIX
HACTOSAIIKM JOJDKHOCTHBIM PErVIAMEHTOM;

BEIHOCUTh Ha pPAacCMOTPEHHE 3aM. HayalbHUKA YTIPaBIeHUsS — TJIABHOI'O
Oyxranrepa MNpemyoOXKeHHs [0  YIYyYIMIEHWIO  AEATEIBHOCTH  OT/ela,
COBEPIIEHCTBOBAHHUIO €ro paboThl, a TaKKe CBOEH NEeATENbHOCTH; IIPEIaraTh
BapHaHTEl yCTPaHEHHUsI HEJIOCTATKOB B JIESTEILHOCTH OT/ENIa; _

[10JIy4aTh JEHEXHOE COJACpPXKAaHWE M ApPYyTrHe BHIUIATEI B COOTBETCTBUHU C
®enepansHEM 3ak0HOM «O rocyapcTBEHHOH IpaXkAaHCKoi ciyx0e Poccuiickoit
Qeneparun» ot 27 utons 2004 roga Ne 79-03;

IIOTy4aTh OTABIX, OOECIIeYMBaeMEId IPEeJOCTABICHUEM BBIXOIHBIX JHEH
¥ HepaboUYuX Mpa3sgHUYHBIX JIHEH, a TaKk)Ke eXEerOJHBIX OIIaYUBaEMBIX OCHOBHOIO
1 JIOIIOJIHATEIFHOTO OTITYCKOB;

COIVIaCOBBIBATE M JIaBaTh 3aKJIIOYEHUS U MPEJIOKEHUS 110 pPEelIeHHUIO
BOIIPOCOB, OTHOCSIIIUXCS K €r0 KOMITETEHITUH;

JaBaTb TOCYJapCTBEHHBIM CIIyXalllUM CTPYKTYPHBIX - ITOApa3JeeHui
Ympasnenus CyneOHOro aenapTaMeHTa pa3bsiCHEHUS U yKa3aHUsI 10 BOIIpOcaM,
BXOIAIIMM B JIOJDKHOCTHBIE OOS3aHHOCTH, IIPeIyCMOTPEHHBIE HACTOSIIUM
pErIaMeHTOM;

IOBBIIIATE CBOM NTPO(ECCHOHATBHEIN YPOBEHE.

MHBIE IIpaBa, IPeJOCTaBICHHBIE (erepalbHbIM 3akoHOM oT 27 umrons 2004
roga Ne 79-®3.

3.4.  OTBeTCTBEHHOCTh 3aMeCTHTENls HayalbHHUKA OTAeda (UHAHCOB,
OyXrajaTepcKOro y4eTa OTYETHOCTH.

3aMecTUTeNb Ha4allbHUKA OTHeNa (UHAHCOB, OyXraJlTepCcKOro ydyera U
OTYETHOCTH HECET YCTaHOBJIEHHYIO 3aKOHOJAATeNbCTBOM Poccuiickoi
Denepanii OTBETCTBEHHOCTH 34!

HEHCIIOJIHEHUE WJIM HEHaJJeXalllee HCIOJHEHUE BO3JIOXKEHHBIX Ha HEro
JIOJIKHOCTHEIX 00S3aHHOCTEIH;

HECOOJIIOICHHE OrpaHUYCeHUN U 3alpeToB, CBA3AHHBIX C TIPaXTaHCKOU
ciyx0oi;
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HCBBIIIOJHEHUE TPEOOBaHUM, yCTAHOBIEHHBIX NPHKA3AMH, PacopsKeHUIMHU
Cynebuoro nemapramenta mpu BepxoBHOM cynme Poccuiickoii Qenepaiuu 110
MH(OPMALIOHHON Ge30MaCHOCTH, TeXHIIECKOMN 3aIUTEl UH(OPMALHK B paMKax,
IPENIOCTABIICHHBIX ~ MOJIHOMOYMH; 110 BHEIPEHHIO U HHOOPMAIHOHHOMY
obecrieueHuio (BBOJ, HAKOIUIEHHE, KOHTPOIb IEIOCTHOCTH) II0 KaXKIOkh
TIOZICHCTEME CIELHAIBHOTO IIPOrPAMMHOIO 06ECIIeYEHHS;

HECBOCBPCMEHHOE  BEILIONHEHHE 3afaHuM, IIPHKA30B, pacriopspkeHuit  u
YKa3aHUH, BBIIECTOAIINX B MOPSAKE MONIHHEHHOCTH pyKoBoxuTenei, 3a
HCKIIIOYE€HHEM HEe3aKOHHBIX;

HCCBOCBPEMEHHOE  DACCMOTPEHHE B IpefieNlaXx CBOMX  JOJDKHOCTHEIX
obsi3aHHOCTEH OOpallleHui TpakMaH W O6INEeCTBEeHHEIX o0BenuHeHul, a TaKke
TOCYNapCTBEHHBIX OPraHOB, YYPEeXKIAEHUH, OpraHu3aluil u OpPraHOB MECTHOI'O
CaMOYIIpaBJICHMSI;

AeiicTBHS WK GesfeiicTBHe, Beayime K HapyLICHHUIO IIpaB WJIM 3aKOHHBIX
UHTEPECOB IrPaK/aH;

pasrnamieHue ciy)xeOHOM WHGOPMAlMH W HMHBIX CBEJICHHUH, CTaBUINX eMy
H3BECTHBIMHU B CBSI3U C UCIIOJIHEHUEM TOIKHOCTHEIX o0s3aHHOCTE];

HecOOJIIoIeHre  pacropsiika pabodero BpemeHH u JUCLHIIIMHEL, TIPaBUII
TOXXapHO! 6E30MaCHOCTH U TeXHHMKH GEe30MacHOCTH Ha CBOEM pabodem mecTe U B
ITIOMEIICHUSX Y IIpaBIeHUs;

NIpCACTABIICHHE  DYKOBOACTBY  HENOCTATOYHOM W  HEOGBEKTHBHOM
HH(OpMaIH;

HapyleHne monoxenuid Komekca oSTukM u  ciyxe6HOro TIOBEICHUS
(heepabHBIX TOCYIapCTBEHHBIX TPKAAHCKUX CITy>KaIIUX YTIpaBlIeHus.

3.5. Cornacho cratbe 15 DenepanbHoro 3akouna ot 27 mroist 2004 roxa Ne70-
@3 «O rocynapcTBeHHOMN TPaXAAHCKOHN ciyxbe Poccuiickoii Deneparun»
3aAMECTUTENb HAaYaJlbHHKA OTAena (HHAHCOB, OyXrairepckoro yduera wu
OTYETHOCTH HECET NMCHUILIMHAPHYIO, TPa’XIaHCKO-TIPaBOBYIO MIIH YTOJIOBHYIO
OTBETCTBCHHOCTE B COOTBETCTBHU C (heJlepambHBIM 3aKOHOIATEIECTEOM B cllydae
UCTIOJTHEHUS UM HETIPABOMEPHOI'O NOPYYEHHS.

4. Ilepeyennr Bompocos, mno KOTOpPBIM 3aMeCTHTe]Ib Ha4YaJdbHHKA
0TAe]da (UHAHCOB, GyXrajTepcKOro y4era H OTYeTHOCTH BIIpaBe
CAMOCTOSITEJIbHO IPHHUMATD YNPaBJIeHYECKHE U HHEBIE pemenus

4.1. TlpuHATHE peIIeHHS O COOTBETCTBUM NIPENCTABIEHHBIX JIOKYMEHTOB
TpeOOBaHUAM 3aKOHOAATENBCTRA, HX JAOCTOBEPHOCTH U ITOJIHOTEL.

4.2. 3anpoc HemocTArOmEX JIOKYMEHTOB.

4.3. Otka3 B mpueme JOKYMEHTOB, 0(hOPMIICHHBIX HEHAIEKAIIUM obpazom,
HallpaBlICHHE UX B OOpaTHBIN afipec ¢ yKa3saHHeM NIPUYHHEI OTKa3a.

4.4. TlpencraBieHUe 3aMECTHTENIO HAYAILHMKA YnpasieHus — riaBHOMY
Oyxranrepy npemioxenuii 06 YAy4IIEHUU NEATENEHOCTH OTHENa,

4.5. Uudopmuposanue 3aMecTHTeNs HayaisHHKa YnpaBneHus — riaBHOTo
Oyxranrepa M HaYambHEKA OTHENA O BHISBICHHBIX IIPA UCTIOJIHEHUU CITyKeOHBIX
00s3aHHOCTEH HapyIIeHMIX ACHCTBYIOIIETO 3aKOHONATENBCTBA M TPELIOKEHHE
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CIIoco00B UX YCTpaHEHHA.

S. IlepevyeHs BONPOCOB, N0 KOTOPBLIM 3aMeCTHTE/Ib HAYAJILHUKA 0T/eJIa
¢uHaHCOB, OyXraJaTepcKoro y4era H OTYETHOCTH YYACTBYET B IIOATOTOBKE
MPOEKTOB HOPMATHBHEIX IPABOBLIX AKTOB M NMPOEKTOB YNPaBJIeHYECKHX H

HHBIX pelIeHH .

5.1. 3amecTuTens HadalbHUKA OTAeNa (UHAHCOB, OYXTaJITEPCKOrO ydera W
OTYETHOCTH BIpPaBe NPHHUMATH yYacTHE B:

B IIOArOTOBKE MH(OpPMAaLUU MO BOMPOCAM, BXOASIIUM B €r0 JOKHOCTHEIE
0053aHHOCTH;

B IIOITOTOBKE aHAJIMTUYECKHUX MAaTEPUAIIOB 110 HAIIPABJICHHIO JEATEIBHOCTH;

B OOCYXIEHHUM IPOEKTa 3aKOHOAATeNBHOTO WM HOPMATHBHOTO IIPaBOBOTO

aKTa;

B [TIOAITOTOBKE JIOKJIAAHON JTHOO0 Cl1yKeOHOM 3aMHCKH.

5.2. B COOTBETCTBHH CO CBO€H KOMIIETEHIHEH NPUHUMAET y4yacTue B
TIOATOTOBKE IIPOCKTOB TAaKUX HOPMATHBHBEIX IPAaBOBBIX aKTOB II0 HAIPABIEHHUIO
CBOCH IEATENIBHOCTH, KaK IPHKa3bl M DPACIOPSDKCHUsS HAdYalbHWKA YIIpaBlIeHHs
CynebHoro nenmaprameHTa.

6. Ilopsagok ciy:ke0HOro B3aUMOAECTBHSI 3aMeCTHTEIs HaYadbHUKA
oTaeia GHHAHCOB, OyXraJTepcKoro y4eTa i OTY4eTHOCTH B CBSI3H C
HCMOJIHEHHEeM A0/KHOCTHBIX 005I3aHHOCTEH ¢ rpakIaHCKHMH CJIYKAIHMH
denepanbHbIX cynoB o61eli IOPHCAHKLHH, TPAKIAHAME H OPraHU3aNHAMH

6.1. 3amecTuTens HavalbHMKA OTHENa (UHAHCOB, GYXTaaTepcKoro ydera U
OTYETHOCTH B IMpeJiesiaX CBOeH KOMIIETEHI[H OCYIIECTBIISIET B3aUMOIEHCTBHE C:

rpaXAaHCKUMHU ciiyxamuMmu CynebHoro nenapraMeHTa;

Ha4yaJIBHUKOM YTIpaBleHHs M 3aMECTHTEISIMM HayalbHUKa YIpaBIeHHS,
Ha4JaJlbHUKaMHU OT/EJNIOB, 3aMECTHTEIIMU Ha4aJIbHUKOB OTAEIOB U TPaKIAHCKUMHI
CIIy>KalllUMHU Y IpaBIeHUs;

TPaXXJAaHCKUMHU CIIyXKall[UMU annapaTa Cy/0B;

IpeJceaTeNsiMd W 3aMECTUTENISIMU TpefceaTeNield, CyapsiMu heneparbHbIX
CYZ10B OO FOpPHCIUKIINY, MUPOBBIMHU CyIbsiMU Pecity6muku Moprosus;

¢unuanom OI'BY ML Cyne6roro nenapramenta B Pecry6iuxe MopmoBus.

7. IloxasaTeau 3p(peKTHBHOCTH H Pe3yJabTATHBHOCTH
npodgeccuoHaIbLHOM cJIyKeGHOI JesATebHOCTH 3aMecTHTe/Is HadadbHHKA
oTaesa GUHAHCOB, OyXrajJTepcKoro y4era H OT4Y€THOCTH.

7.1. B oprasusanuu Tpyja: IpPOU3BOAUTENBHOCTH (BBIMONHAEMBI 06BEM
paboT), pe3yNbTaTUBHOCTH (Mepa MOCTMIKEHHS IIOCTaBJIEHHBIX Liejeit),
HHTEHCHUBHOCTh TpyJAa (CIOCOOHOCTE B KOPOTKHE CpPOKM  BBIIOJHSTH
OTIpefieJIeHHEIH 06beM paboT), cOOIIoieH)e TPYIOBOM JUCLUILIMHEL

7.2. CBOEBPEMEHHOCTh M ONEPATHUBHOCTB, TO €CTh BEHINOJHEHHE MOPYyUEHHUH
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B YCTaHOBJICHHEIC 3aKOHONATENBCTBOM, HOMKHOCTHEIM PerilaMeHToOM WIIH
PYKOBOJICTBOM CpOKH.

7.3. KauecTBo BHIIOMHEHHOI] paboTEI:

IIOATOTOBKA NOKYMEHTOB B COOTBETCTBHH C YCTaHOBJICHHBIMH TPeGOBaHUAMI,
TIOJIHOE ¥ JIOTHYHO® H3NOXKEHHEe MaTepHaa; IOPUANYECKH IPaMOTHOE COCTaBJIEHHE
AOKYMEHTa; OTCYTCTBUE CTHIUCTUYECKUX U I'PaMMaTHYECKUX OLIUOOK,

7.4. TIpodeccronammam:

MPOQECCHOHANBHAS  KOMITETEHTHOCTE (3Hanme 3aKOHOJaTeIbHBIX,
HOPMATUBHBIX TNPABOBBIX aKTOB, IIMPOTA npodeccroHambHOro Kpyrosopa,
YMeHue paboTats ¢ JAOKYMEHTaMH);

CIIOCOOHOCTE BEINONHATE JOJKHOCTHEIE GyHKUIMK CaMOCTOsITeNIbHO, Ge3
TIOMOIIHX PYKOBOAUTENS MK CTAPIIETO 110 TOJDKHOCTH;

CIOCOOHOCTE YETKO OpraHH30BEIBATE I TUIAaHUPOBATH BBIIOJTHEHHE

TIOPYICHHBIX 3aJlaHul, yMEHUe pauuoHATBHO HCIIONb30BaTh pabouee Bpewms,
PacCTaBISITh IPHOPHUTETEL;

[IPUHAMAEMBIX pelleHun;

CIIOCOGHOCTE COXpaHSITH BBICOKYIO paboTOCIIOCOGHOCTE B 9KCTpPEMaIbHBIX |
YCIIOBHUSIX.

Hauaneuuk otnena ¢buHaHCOB, i 3 |
Oyxranrepckoro y4eTa v OTYETHOCTH (Vﬁé% T.B.ABepbsHOBa

COI'JTACOBAHO:

H

\+ 3aMeCTHTeNb HadanbHIKa Yupasnenus —

\TAaBHBIA GyxranTtep Yipasnenus
€0HOrOo flenapTamenTa B 7 /
Pecry6ike Moposus i\_”/ s O.I' Kpym
« X wltfma 2024 .

Hauanenux ornena FOCYapCTBEHHOMU CIly kO,
KaJipoBOTro obecnevenus u

TIPOTHBOAEHCTBHS KOPPY LK Ynpasnenus / Y.
Cyne6noro nenapramenta B Pecmry6uxe Mopnosus /'/V A.A. Eprymesuy

/

« »Ledfp ey 2024,



YTBEPXXJIAIO
. o. nauaneHuKa Ynpasiaenus CynebHoro
nenaprameHnTa B Pecriy6nuke Mopaosus

@éfﬁe.ﬂ-/f/‘ H.B. I{p16130B
i

«0f » LLON 172’ 2024 rona

I[O.JI}KHOCTHOfI PET'JIAMEHT
(eneparbHOro TOCyJapCTBEHHOTO IPaXKAaHCKOT0 CIIYKAaIero,
3amenjaroniero B Ynpasnenuu CynebHoro genapramenTta B PecmyOuke
MoproBus JOMMKHOCTE (efiepanbHOil rocyJapCTBEHHOMN IPasKIaHCKOM CITyKOBI
KOHCYJIbTAHTa OT/JeJia (PUHAHCOB, OyXrajaTepcKoro yyera H OT4eTHOCTH

1. O01He noJIoKeHusl.

1.1. JIo;XKHOCTP KOHCYJIBTaHTa OTZAeNa (HHAHCOB, OyXTalTepCKOro yuera u
oryeTHOCTH YmpasieHus CynebHoro nenapramenTta B PecmyGnuke MopmoBus B
cooTBeTCTBMM ¢ PeectpoM pomxHOCTEH (pemepalbHOM rocygapCTBEHHOMN
TPaXIaHCKOM CIIy>KOBl OTHOCHTCS K BEIyIed rpyIie HOJKHOCTEN (enepatbHOiM
rOCYZapCTBEHHOM IPaskJaHCKOM CITyKOBI KAaTerOPUU «CTICIIUATTUCTEIY.

1.2. KoHCynbTaHT Ha3Ha9aeTCs U OCBOOOXKIAETCS OT JO/DKHOCTU IPHKA30M
HavaJbHUKa VYnpasnenus CyneGHoro JernapTamMeHTa. Hasnauenue
OCYIIIECTBJIAETCS IO pe3yJibTaTaM KOHKypca, JU00 NMPOU3BOAUTCS W3 KaapOBOTO
pesepBa, c(hOpMUPOBAHHOTO HA KOHKYPCHOM OCHOBE.

1.3. KoHCyIbTaHT MOMIMHSAETCS HEMOCPEACTBEHHO 3aMECTUTEIIIO HaYalbHUKA
- TTIaBHOMY OyXranrepy, Ha4aJlbHUKY OTHeNa (MHAHCOB, OYXTaJTEPCKOTO ydyeTa u
OTYETHOCTH U €r0 3aMECTUTEIIO.

1.4. Ha mnepuon BpeMEHHOIO0 OTCYTCTBUS KOHCYJBTAHTA €r0 3aMellaer
IVIABHBIM CHelUanucT Ju00 WHOH CHELHATUCT OTHela B COOTBETCTBHH C
YyCTaHOBJIEHHOH B OTZeJIe B3aUMO3aMEHIEMOCTEIO.

1.5. Ha xoHCynbTaHTa, COTJIACHO pACIpeleseHHIO OOM3aHHOCTEH MEeXIy
rOCYIapCTBEHHEIMU CIIYXAalllUMU OTAENIa, MOXXET OBITh BO3JIOXKEHO HCIIOJHEHUE
00s3aHHOCTEH, BBINONHSIEMBIX IJIABHBIM CIENHAHCTOM OTHela B CIIydae ero
OTCYTCTBHUSL.

1.6. KoncynbranT otnena puHaHCOB, OyXTraaTepcKOro ydeTa ¥ OTYETHOCTH B
CBOEH JESITENIBHOCTH PYKOBOJCTBYETCS:

denepansHEIME 3akoHaMu OoT 8 stHBaps 1998 r. Ne 7-03 «O Cymebuom
nenapraMmente npu BepxoBHom Cyne Poccuiickoit @enepanuuy», 27 mas 2003 r. Ne
58-@3 « O cucreme rocymapcTBeHHOU ciyx0b1 Poccuiickoit @enepanuny» u 27
nros 2004 r. Ne 79-®@3 «O rocynapcTBeHHOU rpaxkIaHCKo# ciryx0e Poccuiickoii
Denepanuny;

UHBIMH  (enepanbHbIMM  3akoHamu, Ilomokenumem 00 VYmpasieHuw,
ITonoxxenueM 00 oTHene, a Takke HOPMATHBHBEIMH IIPaBOBEIMH aKTaMH,
yKa3aHHEIMHU B IIYHKTE 2.2 HacTosIero JJomKHOCTHOTO perjiaMeHTa;



ykasamiu IIpesunenta Poccuiickoii @eneparium;

nocranosnenusamu [Ipasurenscrea Poccuiickoit @eneparumy;

nocraHosnenusamMu Cosera cyneit Poccuiickoit @enepanyu;

HOPMaTHBHEIMH ITPaBOBEIMU akTamu CyneOHOro aenapraMeHTa;

aIMUHUCTPaTHBHBEIM Pernamentom Ympapnenus CyneGHoro femapramMeHTa B
Pecriybnuxe Mopmosusi;

IIOJIOXKCHUSIMY, HHCTPYKLUAMHU, METOAUYECKUMH PEKOMEHIAI[HsIMHU;

Komekcom 3THKH U CIy)XeOHOrO IOBENEHUS U CIIy)KeGHOro ITOBENEHHS
(enepanbHEIX  TOCYNAapCTBEHHBIX — TPAXHAHCKUX  CIOyXaIUX  YIIpaBlIeHHUs
Cynebuoro nenapramenta B PecniyGnuke Mopaosusi;

HACTOSAIIMM JOJDKHOCTHBIM PErJIaMEHTOM.

2. Kpanndukannonnsie TpeGoBanusl.

2.1. Ha pgomKHOCTh KOHCYJIGTAHTA HA3HAYAIOTCS JIMIA C  BBICIIHAM
3KOHOMHYECKUM 00pa3oBaHUEM He HuXe YpoBHs «BakanaBpy» 110 CIIeIUaTbHOCTH,
HaIIPaBJIEHUIO TIOITOTOBKH:

«byxranTepckuil y4er U aHaNIU3 X03SHCTBEHHON e TeNbHOCTIY,

«byxranrepckuii yuer u ayqury,

«OKOHOMHUKAY,

«OKOHOMUKA U OyXTalTepCcKuii yueT»,

«DUHAHCHI U KPEIUTY.

«OKOHOMHKA U yIpaBlIeHHe Ha IPeANPUITUI» (II0 OTPaCIIsIM);

«Hasnoru u HamorooGoxeHuey.

2.2. TpeGoBanus K cTax<y paGoOTHI AN 3aMELIEHNs TOIDKHOCTH KOHCYIIFTAHTA
ot/ena QUHAHCOB, GyXTalTepCKOTO YUeTa ¥ OTIETHOCTH, He MPEIbIBIIIIOTCSL

2.3. KoHCynbTaHT JOJIKEH 3HATH:

Koncturynuio Poccuiickoit @enepanuy;

(benepansHEIe 3aKOHBI:

or 08 smBaps 1998 roma Ne 7-®3 «O Cyne6HoM nemapTaMeHTe IIpH
BepxosraoMm cyzne Poccuiickoit ®enepanumny;

or 27 mas 2003 roma Ne 58-@3 «O cucreMe rocyaapCTBEHHON CITyKObI
Poccutickoit @enepanuny;

oT 27 uronst 2004 roma Ne 79-®3 «O rocynapcTBEHHOM rpaXkaaHCKoi Cryx6e
Poccuiickoit ®enepanymy;

oT 26 wmioHs 1992 roma Ne 3132-1 «O craryce cymeii B Poccuiickoii
Deneparuny;

ot 06 nexabps 2011 roma Ne 402-03 « O GyXranrTepckoM yueTe;

oT 25 pmexabps 2008 roma Ne 273-@3 « O npoTHBOAEHCTBUN KOPPYIILIMNY;

or 10 smBaps 1996 roma Ne 6-®3 « O JOHONHUTENBHBIX TapaHTHSIX
COLMANIBHOW 3aIWTHl CyAell M pabOTHUKOB ammaparoB CynoB Poccuiickoi
Denepanuu;

or 05 ampens 2013 roma Ne 44-®3 «O koHTpakTHOU cucreMe B cdepe
3aKylOK TOBAapoB, paboT, yciayr Juii ofecredeHus TOCYNapCTBEHHBIX U
MYHUIUTATBHBIX HYXI;



npyrue  QenepanbHble  3aKOHBI,  KAacalOIIMecs  OPraHU3aIMOHHOTO
obecriedeHns CyNOB U PETyNHpPYIOLIe 0COOEHHOCTH IPOXOXKIEHHUS TPaXKAaHCKOM
CITy>kOBI;

dbenepanbHbIe KOHCTUTYIIMOHHEIE 3aKOHEL,

bromxeTHEIN! KOJeKC Poccuiickoii Denepanuu u OroKeTHOE
3aKOHOZATEBCTBO, PETYIUPYIOLIEE OCHOBBI OI0JKETHOTO Ipolecca U 00 KETHEIE
IIPaBOOTHOILICHUS;

~ Hanorossrii konekc Poccuiickoit @enepanumy;

npukassl MunuctepctBa unHancoB Poccuiickoit @epepauuu o mopske
npuMeHeHus OroxeTHOM kmaccudukaruu  Poccuiickoit  ®@epmepanuu, Mo
OX0[)KETHOMY YHETY;

MHBIe (DellepanbHEIe 3aKOHEI, ykassl IIpesunenta Poccuiickoit ®emeparuy,
nocranoBnenus IIpasurenscrsa Poccuiickoit @enepanym, nocranosienus CoBera
cymeir Poccuiickoit ®epmepannu u PecryGmuku Mopnosus, HOpMATHBHEIE
IPaBOBBIE aKTBI, PEryIUpyIOmMMe OIOPKETHBI y4YeT, B Mpeeiax IOJKHOCTHBIX
00s3aHHOCTEH U IOJTHOMOYUIL;

npuKassl U pacnopsbkenuss CyneGHoro xemapramMeHTa B Ipejenax CBoei
KOMIIETEHIIHH;

HOPSIIOK paboTEI O CIy)XeOHOU HHbOpManuei;

OCHOBEI BEICHHUS JIEJIONIPOHU3BOCTBA;

HOPSIIOK CITyXeOHOro B3aMMOIEHCTBUS B Ipelelax CBOeil KOMIIETEHIIUH C
OpraHaMy TOCyHapCTBeHHOM Biactu Poccuiickolt @epepaiyn, Pecmy6nmku
MopoBus, opraHaMu MECTHOTO CaMOYTIpaBIeHHUS;

aIMUHHCTPATUBHBIA pernaMent YmpasieHus CynebHOro aemapramMeHTa B
Pecrry6nuke Mopaosus;

IIpaBUJIa JEJIOBOTO 3TUKETA;

nonoxenuss Komekca 3TMkM M ciy)keGHOro moBeeHHS (enepaabHbIX
FOCYIapCTBEHHBIX  TPaXOAHCKUX  cioyxamux — Ymparnenus  CyneGHoro
aenapramenTa B Pecriy6nuke Mopnosus;

HOpDMBI U TIpaBUJIa OXpaHBl TPyJa, TEXHUKM OE30MacHOCTH W IOXKAPHOU
0e30ImacHOCTH;

nojoxenue o0 VYmpasnenun Cype6Horo npemapramenta B Pecmy6iuxe
MopnoBus;

IpaBrjIa BHYTPEHHETO PacIopsaKa anaBJIeHHﬁ Cynebnoro JienapTaMeHTa B
Pecny6nuxe Mopmosus;

IIOJIOXKEHHE 00 OTHENeE;

HaCTOSLIUH JODKHOCTHON perjiaMeHT;

paboTy B pUHAHCOBO-9KOHOMUYECKOMU Chepe MesTeTbHOCTH; |

IPUHLUII BEICHUS [EJIOBBIX IIEPErOBOPOB; COCTABIEHHS [JOKYMEHTOB
aHAIUTHIECKOrO, IEIOBOrO ¥ CIIPaBOYHO - HH(MOPMAIMOHHOTO XapakTepa;
BJIaJICHHsl KOMIIBIOTEPHOW W OPYrod OprTeXHUKOH (IpHHTEpHI, (akc, CKaHep,
TeNe(OoHEI, He0GXOIUMEIM IporpaMMHEIM obecrieuenreM (Windows, Word, Excel,
I ¥ 1Ip.), CPEACTBAMH KOMMYHHUKALWH YBEPEHHOTO MOJIb30BaHMUs MH(QOPMAIIHOHHO-
TEJIEKOMMYHHUKAIIHOHHOW ceThI0 «MHTepHeT»; paboTEl B ONEpalMOHHOM cucTEME,
YCTaHOBJICHHOM Ha aBTOMAaTH3HMPOBaHHOM pabodyeM MecTe Ijis OCYyILIECTBIECHHS



OCHOBHOH JIESTENFHOCTH, pabOTBl ¢ MPUKIamHEIME —HH(QOPMAIHOHHBIMH
cHcTEMaMM, OOECIIEYMBAIOIIMMY IOINEPXKKY BEIIOJIHEHNS OCHOBHBIX 33134 U
dyHKIHiT (CHCTeMa SIEKTPOHHOTO JOKyMEHT0060pOTa, CCTeMa HH(POPMAIHOHHO
— mpaBoBoro obecrmedeHuss M T.J.); PabOTEI B TEKCTOBOM PpEHaKTope, ¢
3JeKTPOHHOM Tabmueit; paGoThI ¢ IEPBUYHOM JOKyMEeHTaluell;

Mephl 10 ofecredeHnio 6e30macHOCTH MH(OpPMAaUuy IPH HCIOJIB30BAHUM
OBIIECHCTEMHOTO U TIPHKIALHOTO TPOrpaMMHOro obecredeHus, TpeOOoBaHUA K
HaE)KHOCTH IapoJIeH;

HOPSIOK PaBoTEl CO CITyXeOHOH 3IEKTPOHHOW IMOYTOM, a TaKXKe IpaBuia
MICTIONB30BAHYS JINYHOMN IeKTPOHHON MOYTHI, CIY)KO «MTHOBEHHBIX» COOOIIEHHUH
¥ COIMAJIBHBIX CeTeM, B TOM YHCIIe B YaCTH HAJIWYMs JOIIOJHUTEIBHBIX PHCKOB H
yrpo3, BO3HMKAIONIMX TpPH WHCIONB30BAHMM JIMYHBIX YYETHBIX 3alicedl Ha
CIyKeBGHBIX CPEICTBAX BHIYMCIUTENBHOM TEXHUKH (KOMIIBIOTEPAX);

OCHOBHEIE NPHU3HAKU 3JEKTPOHHBIX COOOINEHHUH, COAEPKAIIUX BPEIOHOCHBIE
BIOKEHHsI WIA CCBUIKM Ha BPEJOHOCHBIE caiThl B  HH(OPMalOHHO-
TeTeKOMMYHUKAIIMOHHON cet "MHTepHet", BKIOYas "(UIIMHTOBEIE" IHCEMA U
CIIaM-PACCHUIKH, YMEHHE KOPPEKTHO U CBOEBPEMEHHO pearrupoBaTh Ha MOIy9IEeHHEe
TaKWX 3JIEKTPOHHBIX COOOIIEHNI;

TpeGoBanmst 1o  ofecmedeHnio  6Ge3omacHOCTH — MH(QOpMAlUM  IIPU
HCIIONB30BAaHMH  yJAIEHHOr0  JOCTyma K  MH(QOPMAIMOHHBIM  pecypcam
rOCyapCTBEHHOTO opraHa C TIOMOIIBIO UH(OPMAILIOHHO-
TeTeKOMMYHUKAIMOHHBIX ~ CeTelf  o0mero Ionb30BaHus  (BKIIOYAs — CETh
"UutepreT"), B TOM YHCIIE C UCIIOJIB30BAHUEM MOOUIIBHBIX YCTPOUCTB;

[paBHNa M OrPAaHMYEHMs MOAKIIOYEHHs BHEIIHMX YCTpOHcTB ((uern-
HAKOIIMTEITH, BHEIITHUE KECTKHE JUCKH), B 0COOEHHOCTH 000pYyIOBaHHBIX IIPUEMO-
nepenaromieil anmapaTypoli (MOGWIbHbIE TeleOHBI, ILIAHIIEThl, MOXEMEI) K
CIly’eGHBIM CPEeJICTBAM BEIYUCIHTEILHOM TEXHUKY (KOMIBIOTEPaM);

nepeveHb 00s3aTeNbHBIX CBEJEHUN O NOKYMEHTaX, UCIONb3yEeMBIX B LIENIX
y4eTa ¥ IOKCKA JOKyMEHTOB B CHCTEMaX JIEKTPOHHOTO TOKYMEHTO000pOTa;

TIOHSITHE U BUJBI 2JIEKTPOHHBIX IOATIUCEN;

YCIIOBMSI TIPU3HAHKS SJIEKTPOHHBIX JOKYMEHTOB, MOAMMCAHHBIX 3JIEKTPOHHOH
MOANKCHI0, PABHO3HAYHBIMY JOKyMEHTaM Ha OyMa)KHOM HOCHUTEIIS, ITOANICAaHHBIM
COOCTBEHHOPYYHO! MOJIUCEHIO

2.4. KoHCYNBTaHT JOJDKEH YMETh:

paboTath ¢ 3aKOHOAATENIBHBIMU ¥ HOPMAaTHBHBIMH IIPABOBEIMH aKTaMH,
IIPUMEHSITh UX Ha TIPAaKTHUKE;

| aHATM3UPOBATH; |

paspabaTsIBaTh IU1aH KOHKPETHBIX NEeHCTBUI;

FOpPUIMYECKH IPABIIIBHO KBATHGUIEPOBATE (PAKTEI U OOCTOSTENBCTRA;

aalTUPOBaThCS K HOBOM CHUTyallMd W IPUMEHSTh HOBBIC IIOAXOIBI K
PEILEHNIO BOSHUKAIOIIUX TIPOBIEM;

BHJIETh MTOEP)KUBATH U TIPUMEHATE HOBOE, IEPEIOBOE;

3G (HEKTUBHO U IOCIIE[0BATENIEHO OCYIIECTBIATE B3aUMOICHCTBHE C NPYTHMH
CTPYKTYpPHBIMU TOApa3[eNeHusIME, paOOTHUKAMHM DadOHHBIX CYyNOB, HWHBIMH
rocyIapCTBEHHBEIMH OpraHaMH, BEJJOMCTBAMH, OpraHU3allusiIMH;



TUIaHUPOBATh, PAIlOHANIBHO HCIIOJIB30BATh CIIy)KEOHOE BpeMs M JIOCTUIaTh
pe3ynbTara paboTh;

BIAAETh IIpUeMaMM MEXJIMYHOCTHBIX OTHOINEHHWH, (yMeTh 3(h(PEKTHBHO
COTpyIHWYAaTh W TIPUHAMATH COBETHl KoJuler Io paboTe, He MOMyCKaTh
MEXIMIHOCTHBIX KOHQIIUKTOB, HUATH Ha KOMIIPOMHCC IIPU pelleHHH NpobieM B
KOH(JIMKTHBIX CUTYyaIUsX);

IIPUMEHSATH COBpEMEHHBIE UHPOPMAIMOHHO-KOMMYHUKAIIOHHEIE
TEXHOJIOT'MU B I'OCYJapPCTBEHHEBIX OpraHaX: MCIIOJIb30BaHUE MEXBEIOMCTBEHHOTO U
BEZIOMCTBEHHOI'0  3JIGKTPOHHOIO  JOKYMeHToo0OopoTa,  HH(OPMAIMOHHO-

TEJIEKOMMYHMKAI[MOHHEIX CETel;

OIIEPaTUBHO OCYIIECTBIIATH IMOUCK HeoOXoaumoi uHdopMaluy, B TOM YHCTIe
C MCII0JIb30BaHUEM MH(OPMaLlMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTu "UHTepHeT";

paboTaTh CO CIPaBOYHBIMUA HOPMATUBHO-IIpaBOBEIMU Gazamu (KoHCynmbTaHT,
l'apanT), a TakXKe TIOCYJapCTBEHHOW CHCTEMOM IpaBoBOil HHGpOpMAIUH
"OduunansHbI HHTEpHET-IOPTAI IpaBoBoi HHGOpMauu" (pravo.gov.ru);

CO3/1aBaTh, OTNPABIIATE U IOXy4aTh DJIEKTPOHHBIE COOOIIEHUS C ITOMOIIBIO
CIy’)keOHOHM 3JIEKTPOHHOM IOYTHI WIIM WHEIX BEIOMCTBEHHEBIX CHCTEM OOMeHa
SIIEKTPOHHBIMH COOOLIEHUSIMY, BKIIIOYast paboTy C BIIOXKCHUSIMH;

paboTaTk ¢ 0OLIMMHU CEeTEBEIMU pecypcaMy (CETEBBIMU AUCKaMHU, TTallKaMH);

paboraTth B OIEPaI[IOHHON cucTeMe, YCTaHOBJIEHHOM Ha
aBTOMaTHU3UPOBAaHHOM paboyeM MecTe MJI1  OCYLIeCTBJIEHHS OCHOBHOM
JESITEIEHOCTH.

3. Jo/sKHOCTHBIE 00513aHHOCTH, IIPaBa H OTBETCTBEHHOCTH
KOHCYJIbTAHTA.

3.1.10enpl0 HOEATENBHOCTH KOHCYJIBTaHTa SBISETCS MPOQecCHOHATBHOE
obecrieueHre BEIIIONHEHNS 32124 ¥ (QYHKIIHM, BO3I0OXKEHHBIX HA OT/IEIL.

3.2. OcHOBHEBIE ODKHOCTHBIE 00S3aHHOCTH KOHCYJIBTaHTA:

cocraBisgeT (oQopMIILeT), MPUHUMAET K y4eTy NEepPBUYHEBIE HOKYMEHTHI II0
HA4YUCIEHUIO OIUIaThl TpyAa, APYTHUM BBIIUIATAM, YAEPXKaHUSIM, OQOPMIISET
 Ha4YHCJICHVE HAJIOTOB U B3HOCOB; : :

obecriedynBaeT KOHTPOJb 32 COOTBETCTBHEM IEPBUYHBIX  YYETHBIX
IOKyMEHTOB M PETUCTPOB ydeTa, C(HOPMUPOBAHHBIX OTBETCTBEHHBIMH JIMLIAMHU,
TIOPSIIKY MX 3aII0JHEHHUs COIIACHO AEHCTBYIOIIEMY 3aKOHOAATENBCTBY;

CHCTEMaTU3UPYET MEePBUYHBIE HOKYMEHTHI TEKYILIEro OTYETHOrO IepHoja B
COOTBETCTBHH C YIETHOH IMOIUTUKON YUpPEK ISHUS;

obecre4nBaeT COXPaHHOCTh OyMa)XKHBIX IIEPBHYHBIX yYETHBIX JOKYMEHTOB U
PETUCTPOB OYXralTepCcKOro y4deTa [0 Iepefadll UX B apXUB;

NeNaeT KOMUU MEPBUYHBIX JOKYMEHTOB, B TOM YHCJIE B CIIy4ae MX H3BSITUS
YIIOJJHOMOYEHHBIMU OpraHaMy B COOTBETCTBUU C 3aKOHOAATENbCTBOM Poccuiickoit
Qenepanuu;

IIOJITOTABIINBAET CIIPaBKH 110 BOIIPOCAM OILIATHI TPYa U APYT'UX HAYMCICHUH,
TOTOBUT OTBETHl Ha 3alpochl, CoaepXKalue HMHQOpManuioo, (OpMUPYEMYIO B
cucTeMe OyXTrajTepCKOro ydeTa B YacTH Ha4MCICHWH OIUIaThl TPyHAa, IOCcoOHii,



BBITUIAT TI0 TPaXIaHCKO-IPaBOBBIM JIOTOBOPAM, YEPKAHUH, HAUMCICHHH HAIOrOB
U B3HOCOB;

COTIOCTABIIACT DPE3yNbTATHl WHBEHTAPU3ALMH DPACYETOB [0 OILIATE TpyZa,
APYTHM BBIINATaM, yASPXKAHUIM, IO HAJIOTaM M B3HOCAM C NAHHBIMH PErucTpoB
OyxranTepckoro yuera;

- OCYIIECTBIISCT PacyeT JEHEXHOrO CONEpPIKAHHUS, HHBIX JEHEXHBIX BEIILIAT
CyApIM ¥ pabOTHHKAM amnmapata paiOHHBIX CymoB (ApnaToBckuii p/c;
ArsmeBckuit p/c, B ToM wumcie IIOCTOSIHHOE CynebHOe INpHUCYTCTBHE B C.
Ay6enku; 3-ITonsackuit p/c; Wucapckuit p/c, B TOM YrCiIe MOCTOSHHOE cynebHoe
IpUCyTCTBHE B C. Kamomkuno; Muankosckwmii p/c, B TOM umcne mocTosHHOE
CynebHOe IPHCYTCTBHE B C. B.Mrnaroso; KoBblikuHCKHi p/c; OkTa6pbckuit p/c,
B TOM HHCJIe IIOCTOSHHOE CyneGHOE IPHCYTCTRHE B C. Koukyposo; ITponerapckuii
p/c);

HIPOU3BOIUT ynepxanus HIDJI, yuepxaHuii Mo MCHOTHUTENEHEM JHUCTaM,
HECET OTBETCTBEHHOCTH 3a HAYHCJICHHE 3apabOTHOM MIATEl M COUMANBHEIX
BBIILIAT;

penocrasiser ceenenus B ®CCII o HaYHCICHHEBIX H YACPXKaHHBIX CYMMax
T10 MCIIOJIHUTENIBHEIM JOKYMEHTAM;

CXCEMECITHO JellaeT CBOJ HAYHUCICHHOIN 3apaboTHOM maaTel Mo
PaioOHHEIM CynaM U fnefaer pPa3HoOCKY B 1-«Cxy;

OCYIIECTBIISIET KOHTPOJb 32 CBOEBPEMEHHBIM npenocTaBieHueM Tabenei
paboyero BpemeHu;

OCYWIECTBISET KOHTPOJIb 3a MpeNOCTaBIeHHEeM NPHKa30B O NPUHATHH,
YBOJIEHCHUN U II€PEMEINEHHUH COTPYIHUKOB PaliOHHEIX CYZIOB B COOTBETCTBUH C
YTBEPXKICHHBIM IUTATHEIM PaCIUCaHHUEM,

COCTABIISET CIIPABKY COTPYIHUKAM PaHOHHEIX CyIloB 00 HX OX0/ax;

odopmisier muarexHsie AOKYMEHTEI IUIS TICPEUUCIICHUS JEHENKHEIX CPENCTB
Ha BBIAYy 3apabOTHOM ILIATE CYNbIM U paboTHUKaM anmnapara pafoHHBIX CYJOB;

OCYINECTBIISIET OPOPMIIEHHE PUXOAHEIX U PacXoIHEIX OpZIEPOB;

obecrieunBaer KOHTPOJIb  pacXOqOBaHHUS OIOIKETHEIX  cpexcrs,
IIPEAYCMOTPEHHBIX B TEKyINEM oAy Ha OmJIaTy TpyAa AN paiOHHBIX CyJOB,
TIPOU3BONHUT aHAIMTHYECKHE PACYETHl MO PACXOIOBAHMIO BBIIIEIIEPEYHCIIEHHBIX
CPEACTB B TEKYIIEM rofly, 0QOpMISET aHATHTHIECKIE MaTepHabl 110 TpeOOBaHUIO
SaMECTUTEN HavaJdbHUKA YTPaBICHUS — IIABHOLO OyxranTepa u HauaneHUKA
oTena;

CHEMECAIHO HANpPABISIET yBeAOMIECHHE 00 HCUMCIEHHEIX CyMMax HaJlOroB,
aBAHCOBBIX ILTATEXeH [0 Hasoram, c6opam, CTPaxOBEIM B3HOCAM;

HCYUCIIAET U YIUTaYMBaeT eIUHbIH HAJIOrOBEIH IJ1aTexK;

HAYUCIICT W IEPEYUCIeT B3HOCKI Ha O0OS3aTENbHOE CTpaxOBaHHE OT
HECYaCTHOTO CIIy4Jas;

©KCEKBapTallbHO COCTaBISCT W IpPEJCTABIIIET pasgmen 2 «CemeHus o
HaUHCIICHHBIX CTPAXOBEIX B3HOCAX Ha 0BS3aTeNBHOE COIHABHOE CTPaxOBaHHUE OT
HECHACTHBIX CIly4aeB Ha IIPOM3BOJCTBE U NPOQECCHOHANBHEIX 3a60JIeBaHMi
dopmer E®C-1;
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CKEKBAPTaNTbHO COCTABISCT U IPENCTaBIseT OT4eThl 1Mo dopme PCB u
exemecssaHo Ilepcoruduuupopannsle cBefeHns 0 PUIMYECKIX JIMNAX IO bopme
KHA 1151162;

KOHTPOJIMPYET NMPAaBUILHOCTE U CBOCBPEMEHHOCTD HAUMCIICHHS 3apaGoTHOI
TLTATEL [0 PAHOHHEIM CyZAaM, MUPOBEIM CyZAbSM U Y IIPaBIeHHUIO;

BeeT paboTy 1o OQOPMIEHHIO GaHKOBCKHX KapT 0 «3apIIaTHOMY
TIPOEKTY» 10 foroBopy co «C6epbankomM Poccumy;

IPUHMMACT y4acTUE B COCTABIE€HHH OyXranTepckoil wu OIlEpaTUBHOH
OTYETHOCTH;

TPUHAMACT  y4acTHe B COCTABIEHMM IIPOGKTAa CMETHl pAcXO0B Ha
NPEACTOSIINN (QHHAHCOBEIH rof;

CHEMECATHO aHANUSUPYET PACUETHI MO IIPUHSTHIM GIODKETHBIM U JEHEKHEIM
00s13aTeNBECTBaM B paspese craTeit pacxozos;

CHEMECATHO TIPOBEPSET COOTBETCTBHE (PAKTHYECKHX PACXOIOB KACCOBEIM B
paspese neneBklx crare# pacxonos u KOCI'Y;

0OPMIISIET KapTOYKH — CIPaBKH MO K2)XIOMY COTPYIHUKY 3aKpEIICHHBIX
CYIOB;

OCYIIECTBIIACT OYOPMIIEHHE IIPUXOHBIX ¥ PACXOIHBIX OpPIEPOB, BEAOMOCTEH
Ha 3apabOTHYIO TIaTy, aBaHC U APYTHe BHIILIATEL

dbopmupyer XKypHain onepanuii pacqeros ¢ NIOCTABIMMKAMHU U MOAPSIIAKAMHI
Ne 6 mo cymam, KOHTPONHPYET COOTBETCTBUE oboporoB Xypuana u I'nasHoit
KHHTH 110 CyaM;

00eClIeYnBaeT  HENOCPENCTBEHHOE  BeeHHe JIEJIONPOU3BOJICTBA  ITO
BOIpOCaM CBOCro HampaBieHHS B paboTe oThena (exemHeBHOE TIOJIyYEeHHE
TIOCTYIIUBIIEH KOPPECIIOHAEHIIUH, II0 OIPENETICHHOMY HalpaBleHUIO ydera,
(bOPMHpOBaHKE ITOCTYMHBIIHX JOKyMEHTOB B JeJla COIJIACHO HOMEHKIATYype,
OpOLIIOPOBKA JOKYMEHTOB IO HCTEYEHHH OTYETHOTO NIepUoJia, XpaHEeHHe U
obecrieueHre UCIIOMB30BaAHNS AeT B TIPOLECCE NEJIONPOU3BOACTBA U 3aKOHUECHHBIX
ACTONPOM3BOACTBOM, —Ilepefiada HCHONHEHHBIX JOKYMEHTOB  3aMECTHTEINIO
HavalbHUKa YIPaBleHHs - IJIABHOMY Oyxrantepy, a B ero OTCyTCTBHe
HavalbHUKy OTHeNa, B [eHb OGOpMICHHS JOKyMEHTa Ijis TIPOBEPKH U
TIONIACAaHNs, —Mepefaya Ha  PEruCTPalMI0 U OTIPABKY JOKYMEHTOB,
HH()OPMHUPOBaHHE 00 HCIIOIHEHUN AOKYMEHTOB, HaXOASIIUXCS Ha KOHTpOIE,
HavyallbHUKa OTHENa);

BBILIOJIHACT NPYTHE NOPYHYEHMs 3aMECTHTENs HavalbHUKA YIIpaBlIeHHsS —
TJIaBHOTO OyXranTepa ¥ HaYalbHUKA OTIENa (pUHAHCOB, GYXrauTepcKoro yuyera u
OTYETHOCTH.

Koncynprant 06s3an:

UCIIOJIHATE OJKHOCTHEIE O0S3aHHOCTH B COOTBETCTBHH C PeriaMeHToM Ha
BBICOKOM IIPO()ECCHOHAIEHOM YPOBHE;

HCIIONHATE  TIOPYYCHHS PYKOBOLWTENEH, [aHHBlE B mpejenax wux
TIOJTHOMOYHH, & B UX OTCYTCTBHE — JIHI, HCIIOHSIONUX HX 00513aHHOCTH, B CPOK,
OIpENENEHHbI B IOPYYEHUSX BHIEYKA3aHHBIX PYKOBOMMTENCH MK JHL, uX
3aMEIAIOIIHX;
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coOmonaTe NpH WCHOJIHEHUM MJOJDKHOCTHEIX OOS3aHHOCTEH TIIpaBa U
3aKOHHBIE UHTEPECE] IPakJIaH U OpraHu3alui;

NPOSBIIATE KOPPEKTHOCTh B OOpallleHUH C TpakJaHaMU U JOJDKHOCTHBIMH
JHUIIAMU;

cobmonaTte IpaBuUiIa BHYTpPEHHETO pacriopsaaka Ympasienuss CyneGHOro
AenapraMmenTa B Pecrry6nuke MopaoBus;

IOJIEPKUBATh YPOBEHb KBAIW(UKALMU, HEOOXOMUMBIA JUIsl HaJUIEXKAIIErO
WCTIOJIHEHUS JIOJKHOCTHEBIX 00I3aHHOCTENN;

Oepeds rocyJapcTBEHHOE MMYIIECTBO, B TOM YHCIIE IIPEIOCTABIEHHOE EMY
JUIsL KCTIONTHEHUS JOIKHOCTHBIX 00s3aHHOCTEN;

IIPEJICTABIIATE B YCTAHOBIIEHHOM ITOPSJKE MPENyCMOTPEHHEIE (enepaabHBIM
3aKOHOM CBEJIEHUs O ce0e 1 WieHax CBOel CEMbBH;

co0o0IaTe B MUCEMEHHON (hopMe HadyaJIbHUKY YTIPaBJIEHUs O MPEKpaleHun
rpaxmaancTBa Poccuiickot @epepanuu  uUad  NpUOOpPETEHHH TpakJaHCTBA
(mogaHCTBa) MHOCTPAHHOTO TOCYApCTBa JHOO IMOydeHUH BUA Ha JKUTEILCTBO
WA UHOTO MOKYMEHT, MOATBEPXKIAIOIIEro IIpaBO Ha IOCTOSHHOE IPOKHUBAaHUE
rpaXJIaHWHa Ha TEPPUTOPUM HHOCTPAHHOIO TIOCydapcTBa, B JHEeHb, Koraa
rpaXTaHCKOMY CIIy)KallleMy CTalo M3BECTHO 00 5TOM, HO He IO3[Hee IISTH
pabo4ux AHeH co JHS MpekpalleHus rpaxaaHcTsa Poccuiickoit ®enepanuu uiu
IpHOOpeTeHusl TpakKHaHCTBA (MOANAHCTBAa) WHOCTPAHHOTO TOCYAapcTBa JUGO
NOJMY4YCHHs] BHAA4 Ha JXUTEIBCTBO WJIM HHOIO JOKYMEHTA, MOIATBEPXKIAOIIErO
NpaBO Ha MOCTOSIHHOE NPOXXMBAHWE I'PAXJAHWHA HA TEPPUTOPUH WHOCTPAHHOIO
rocy1apcTBa;

coo0IaTh HAaYaJbHUKY YTPABICHUS O JIHYHOM 3aMHTEPECOBAHHOCTH IPH
UCIIOJIHEHUH  JIOJDKHOCTHBIX  OO0SI3aHHOCTEH, KOTOpas MOXKET IIPUBECTH K
KOH(IUKTY HMHTEPECOB, NPHHUMATH MEPH IO MNPEJOTBPAIEHHIO TaKoTo
KOH(JIHUKTA; '

coOmoaTe OpaBUia U HOPMBI OXpaHBI TPYHa, TEXHUKH O0e30IIaCHOCTH,
IIPOTHBOIIOXKAPHON 3allUTEI Ha cBoeM paboueM MecTe,

COOMIOIaTh NPABOBEIE aKTHI H PACIOPSAUTEIBHEIE JOKYMEHTEI, KACAIOIIUECS
BEJICHUsI [IEJIONTPOM3BOJCTBA, B TOM YHMCIE HaJulexkalluM o0pa3oM y4YWUTHIBaTh U
XPaHUTh MOJYyYEHHBIE Ha MCIIOTHEHHE NOKYMEHTBI U MaTepualibl, CBOEBPEMEHHO
nepeaBaTh UX OTBETCTBEHHOMY IOJDKHOCTHOMY JIMILY, B TOM YHCIIE MPH YXOJI€E B
©KETONHBIA  OINIAaYMBAaEeMBIi W HMHOM OTIYCK, YOBITUM B  CIyXeOHYyIO
KOMaHAWPOBKY, IIPEAINOIaraeMol BpEMEHHON HETPYNOCIIOCOOHOCTH | T.11.;

coOMIOfaTh OTpaHWYEHHs W  3alpeThl, YCTAHOBIEHHBIE B  LEJX
IIPOTUBOEUCTBUS KOPPYIIIIUH.

3.3.IIpaBa KOHCYJIBTaHTA.

OcHoBHEIE TmpaBa KOHCYJNIBTaHTa, KaK TpPaXTAHCKOTO  CIIy’KaIlEero,
yCTaHOBJIEHEI cTaThell 14 MenepanpHoro 3akoHa ot 27 utonsg 2004 roma Ne79-03
«O rocynmapcTBeHHOI rpaxaaHckoii cinyx6e Poccuiickoit @eneparum.

Ha ocHOBaHMU NaHHOM CTaThU KOHCYJIBTAHT UMEET IIPaBo:

3HAaKOMHUTBCA C JOKYMEHTaMH, OIIPeACIAONHMH €ro IOOJXKHOCTHBIC
06)13&HHOCTH, IIpaBa 1 OTBETCTBEHHOCTH, KPUTEPHUH OIEHKHW Ka4YE€CTBa pa60'r51 H
YCIJIOBHS IIPOJABHXKCHHS I10 cnyxc6e;
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SHaKOMHUTBCS C IPOEKTaMU PEIeHH, IPUHIMAEMBIMU HAYaIEHUKOM OTHENa,
KaCalOUUMHUCA NEATENBHOCTH OTHENa U BEIIOJHSIEMBIX UM JOJDKHOCTHBIX
00s13aHHOCTEIH;

NPUHUAMATE PEIICHUS M y4acTBOBAThb B UX IOJATOTOBKE B COOTBETCTBUU C
HAaCTOSIIUM JOJDKHOCTHBIM PErIAMEHTOM;

OCYINECTBIIATh IIOATOTOBKY IIPOEKTOB IMHCEM JUIS BEJEHHS IEPENMCKH C
- Ympaenennem QenepansHoro Kasuaueifctea mo PecryGuuke Mopnosus 1o
BOIIPOCaM, BXOJSIIIUM B €T'0 JODKHOCTHBIE O0S3aHHOCTH;

[IOJy9aTh B YCTAHOBICHHOM TIOpAJKE HMHQGOPMAIMI0O ¥ MaTepHalbl,
HEOOXOUMEIE JIJIS MCIIOMHEHHUS TOKHOCTHEIX obs3aHHOCTEI;

3ampallliBaTe JIMYHO HJIM II0 IIOPYYEHWIO 3aMECTUTENs HayaJbHUKa —
rmaBHOro OyxranTepa, HayalbHHKA OTAENA (UHAHCOB, OyXraiTepckoro ydera u
OTYETHOCTH M €ro 3aMEeCTHTENS OT CTPYKTYPHBIX MOApasfieNeHuil YIpaBieHus
Cyne6Horo memapramMeHTa M palffOHHBIX CYZOB JIOKYMEHTBI U CBEJEHUSI,
HEOOXOUMBIE JIJIsI BBIITOIHEHUS JOKHOCTHEIX o0s13aHHOCTElH;

OCYIIECTBILSITh  B3aMMOJICHCTBUE C TIPAXAAHCKUMH CIyXKallUMH APYTHX
CTPYKTYpHBIX —monpasfieneHuit Ympasnenus CyneGHOro nemapraMeHTa B
Pecriy6nuke MopoBus, NpuBiexaTh B Clydae HEOGXOMUMOCTH C paspenieHus
3aMECTHTEIIs HaqalbHUKa — INIABHOTO OyXrajirepa, HaualbHUKA OTHENa GUHAHCOB,
OyXralTepCcKOro y4eTd W OTYETHOCTH M €r0 3aMECTUTENS CIIEIHAIMCTOB JIpyrux
CTPYKTYPHBIX IIOJpaseleHii K PelICHUIO BO3IOKEHHEIX Ha HEro 3a/1ad;

HaBaTh TOCYNAPCTBEHHBIM CIIy)XalllUM YIpPaBJI€HHUS W palOHHBIX CyIOB
Pa3bACHEHUS U yKa3aHHUS [0 BONIPOCAM, BXOZSIIUM B JOJDKHOCTHEIE 00S3aHHOCTH,
IIPEAYCMOTPEHHBIE HACTOSIIUM PETTIAMEHTOM; :

TpeGoBaTh CO3MaHUs OPraHU3alHOHHO-TEXHUYECKHX YCIIOBH, HEOGXOMHMBIX
UL HCIIOJIHEHMST JOJDKHOCTHEIX OO0SI3aHHOCTEH, OKa3aHUS CONeicTBUS B
HCIIOJIHEHUA MOJDKHOCTHBIX OOSA3aHHOCTEH, BO3NIOXKEHHBIX Ha HETO; peaM3alin
TpaB, IPEIyCMOTPEHHBIX HACTOSIINM NOJDKHOCTHBIM PETJIAMEHTOM;

BHIHOCHTh HAa pAaCCMOTPEHHE HAYalbHUKA OTAENa MpPEIOKEHHS I10
YIY4IICHUIO NEATEIBHOCTH OTJeNa, COBEPLIEHCTBOBAHUIO €r0 paboThHl, a TaKkKe
CBOGH  JNEATENBHOCTH, MpelIaraTh BAPHAHTEl YCTPAHEHWS HENOCTATKOB
B JIEATEJIbHOCTH OT/IENA,;

[IOJTy4aTh JEHEXHOE COAEp)KaHWE W ApyTrWe BEHILIATEI B COOTBETCTBUH C
DenepanbubiM 3aK0HOM «O TOCYIaPCTBEHHOMN TPaXIaHCKOM ciryx6e Poccuiickoi
Deznepauuny ot 27 moms 2004 roxa Ne 79-D3;

NOIy4aTh OTABIX, OOECIeYMBaeMBI INPEJOCTABICHHEM BBIXOOHEIX JHEH
¥ HepabouuX Mpa3HUYHBIX JHEH, a TAKXKe eXETroJHBIX OIIaYMBAEMBIX OCHOBHOTO
U IONIOJIHUTEJIBHOTO OTIIYCKOB;

TIOBBIIATE CBOM NPO(ECCHOHANBHEIM YPOBEHE;

HHBIE TIpaBa, IPEIOCTaBJIEHHBIE (DeepalbHBIM 3aKOHOM oT 27 urois 2004
roga Ne 79-03.
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- 3.4. OTBETCTBEHHOCTb KOHCYJIETAHTa. . .
KOHCYJIETaHT HeceT YCTaHOBIICHHYIO 3aKOHOJATENhCTBOM Poccuiickoit

®enepaluu OTBETCTBEHHOCTE:

3a HEHUCIIOJIHEHHWE WJIM HeHaJJiexxalllee HCIIONHEHHE BO3JIOKEHHEBIX Ha HETO
JIOJDKHOCTHEIX 00SI3aHHOCTEMN;

3a HecOONIO[IeHHe OrpaHWYeHHi W 3alpeToB, CBA3aHHBIX C TIPaKAaHCKOW
ciry>x001;

3a HEBBITIOJTHEHUE TpeboBaHui, YCTaHOBIJIEHHBIX TIpUKa3aMH,
pacnopsoxenusamu CyneGHoro nemapraMeHTa npu BepxoBHoM cyze Poccubickon
Denmepary o0 WHGOPMAIMOHHON  GE30IIaCHOCTH, TEXHHUYECKOM — 3aIlUTEI
UHQOpPMAaIlMd B paMKaX, IPEIOCTaBICHHBIX IIONHOMOYMH, I10 BHEAPECHHUIO U
nHbOpManoHHOMY obecrieueHuo (BBOZ, HAKOIUICHHE, KOHTPONb LEIOCTHOCTH)
10 KKIOH MMOJCUCTEME CIIELMATBEHOTO IIPOrPaMMHOTO 00ECIICYEHN S,

3a HECBOEBPEMEHHOE BEINOJHEHHE 3aJlaHuM, INPUKA30B, PACIOPSIKEHHH H
yKa3aHWM, BBIIIECTOSAINMX B TOPSAKE IOJUMHEHHOCTH pPyKOBOJAHTENEH, 32
HCKIIFOUEHUEM HE3aKOHHBIX;

38 HECBOEBPEMEHHOE pDAacCMOTpPEHHE B IIpEleNaX CBOMX JOJDKHOCTHBIX
o0sa3aHHOCTEM OOpamienuii TpakaaH B OOLIECTBEHHBIX OOBEIAMHEHHIA, 8 TaKKe
rOCYIapCTBEHHBIX OpPTraHOB, YYPEXKICHWH, opraHmauﬁﬁ U OpraHOB MECTHOI'O
caMOyIIpaBJIECHUS; |

3a IeHCTBHS WIH Oe3lelicTBIe, BeAyllie K HAPYIIEHNIO TIPaB MM 3aKOHHBIX
WHTEPECOB IPak/iaH;

3a pasryanieHue ciryxeOHoi MH(OpMalid W MHBEIX CBEIEHUH, CTAaBIIUX eMy
U3BECTHBIMH B CBS3M C MCIIOJHEHWEM JOJDKHOCTHBIX 00S3aHHOCTEH;

3a HecoOJIoieHMe pacnopsaka pabodero BpeMeHU U guciuvnel B Otxere,
TIPaBUJ IOXKApHON GE€30NacHOCTH U TEXHUKH 0e30IacHOCTH Ha CBOeM paboueM
MECTe U B IOMEIIEHUSIX Y IPaBJICHU.

3a Hapylmenue mojoxenuii Komexca STHKH U CIy:KeOHOTO IMOBEAEHHUS
(benepalIbHBIX TOCYJaPCTBEHHBIX TPaXXIaHCKUX CIIY)KaIKX Y IpaBICHUS;

3a Tpe[CTaBJeHHe pPYKOBOACTBY HENOCTAaTOYHOH W  HEOOBEKTHBHOM
uHbOpMaIiH.

3.5. CornacHo cratee 15 @enepansroro 3akoHa ot 27 mroist 2004 roga Ne70-
®3 «O rocymapcTBeHHOU rpaxkmaHckoil ciyx6e Poccuiickoit @enepauui»
[VIaBHBIA CIIEMAJIUCT HECeT MUCLUIUIMHAPHYIO, IPaKIaHCKO-IPAaBOBYIO WIIX

YT'OJIOBHYHO OTBETCTBECHHOCTD B COOTBETCTBHH c (beﬂepaHBHBIM
3aKOHOZATeIbCTBOM B Cllydae UCIIOJIHEHHUA UM HEIPAaBOMEPHOTO IIOPYICHHU.

4. IlepeueHb BONPOCOB, 10 KOTOPbLIM KOHCYJBTAHT
y4acTBYeT B NOAr0TOBKE IPOEKTOB HOPMATHBHBIX
NpPaBOBBIX AKTOB H NIPOEKTOB yIpPaBJIeHYeCKHX
M UHBIX pelleHHui.

4.1. KOHCYNIbTaHT BIIpaBe IPUHUMATE yYaCTHE B!
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B IOArOTOBKe MH(OPMAIMH MO BOMPOCAM, BXOJAIIUAM B €ro JOJDKHOCTHBIC
0053aHHOCTH;

B IIOJTOTOBKE aHATMTAIECKHX MaTCPHAJIOB [10 HAIPAaBJICHUIO JEATEIBHOCTH,

B OOCY)XIECHHH IPOEKTa 3aKOHOJATEIFHOr0 WM HOPMAaTHBHOIO IpaBoOBOT'O
aKTa;

B IIOATOTOBKE TOKJIaIHON 6o ciry)eOHOM 3aIHCKH.

4.2. B coorBeTcTBAM CO CBOEH KOMIIETEHIMel TNpUHUMAaeT ydacTue B
[IO[rOTOBKE IPOEKTOB TaKUX HOPMATUBHEIX IPaBOBBIX aKTOB 110 HAaINpaBJIeHUIO
cBoeli JeSTeNbHOCTH, KaK IpPHKasbl 1 pacTIOpSDKEHYST HAuaIbHIKa VYpaBrneHuUs

CyneOHoro aenapTaMeHTa.

5. TlopsiAoK CJTyKeOHOTro p3auMojeiicTBUsI KOHCYJIbTaHTA
B CBSI3M ¢ HCIOJHEeHHEeM JI0KHOCTHRIX o0Osi3anHOCTEH
¢ dpenepadbHBIMH H MHPOBBLIMU CyAbSIMH,
rocyAapcTBeHHbIMH CJIyKaIUMH Vupasaenus CyaedHoro AenapTaMeHTa B
Pecny6auxe Mopaosusi, paiioHHBIX Cy/0B, HHBIX rocyAapcTBeHHbIX OPTraHoOB,
rpaxiaHaMu i OpraHu3auusIMH.

5.1. KoHcynpTaHT OCYIIECTBIACT B3aUMOJeNCcTBIHEe CO  CIEAYIOIMMU
rOCYIaPCTBEHHBIMHU CITy KaIMI:

saMecTHTENeM HadalbHUKa YIPaBICHHA  — [JIABHBEIM  OyXTraJlTepoM,
HauanbHUKOM OTAena (UHAHCOB, GyXrajiTepckoro yduera H OTYETHOCTH, €ro
3aMECTHTENIEM i TOCYAaPCTBEHHBIMY CITYKAIMMH oTHeNna;

roCyJapCTBEHHBIMU  CITYKaMA OTHENOB  YTIPaBICHUI CynebHoro
JerapTaMeHTa, paiOHHBIX CYJIOB;

PYKOBOJMTEISIMU  CTPYKTYPHBIX mofpa3eNe Uil Y IPaBICHUA Cynebroro
nernapTaMeHTa;

¢ deepaATBHEIMY ¥ MUPOBBIMH CYNIBIMH,
¢  TrOCYJapCTBEHHBIMH  CITyXallMMH Vrpasnenns ~— DefepanpHOro

KasmaueiicTea 1o PecmyGnuke MoproBus B npefeliax CBOMX JOJDKHOCTHEIX
00sI3aHHOCTEH;
¢ TpaxJaHaMH U OpraHusanuiMu B mpefienax CBOWKX MOJKHOCTHBIX

[1IOJTHOMOYMH.

6. IloxazaTenu 3pPEeKTHBHOCTH H pe3yIbTaTHBHOCTH
npogeccHoHaIbHOM crysxe0HOH JesiTeIbHOCTH
KOHCYJbTAHTA.
6.1.B opranusanuy Tpyna:
TIPOM3BOUTENBHOCTE (BBITIONHsIEMBIH 00BEM paborT);
pe3yJIbTaTUBHOCTD (Mepa JOCTHKEHHS OCTABICHHBIX 1enei);
MHTGHCHBHOCTS TpyAa (CMOCOOHOCTH B KOpPOTKHE CPOKH BBIIOIHATE
ompeieIeHHbIH 00beM pabor);

co6III0IeHUE TPY/10BOM AUCIUTIIHHEL.
6.2. CBOEBPEMEHHOCTb 1 ONEPATHBHOCTD, TO ECTH BBIIOJTHEHYE TIOPYYEHUH B

yCTaHOBJIEHHBIE 3aKOHOJATEIbCTBOM,  JOJDKHOCTHBIM periaMenToM WK
sauansHakoM Yipasnenus Cyie6HOTo JenapTaMeHTa CPOKH.
6.3. KauecTBO BHIOTHEHHON paboTEI:
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IOrOTOBKA JOKyMEHTOB B COOTBETCTBUH C YCTaHOBJIEHHBIMH TPEOOBAHUMY;

[HOJTHOE ¥ JIOTHYHOEe U3JI0XKEeHHEe MaTepraia,

JOpH/IHUECKH FPAMOTHOE COCTABIEHNE IOKYMEHTE,

OTCYTCTBUE CTHIMCTHYECKHX M TPaMMaTHIECKIX OIIMOOK.

- 6.4.JIpodeccroHaIU3M:

npod)ecCHOHaNbHAs ~ KOMIIETCHTHOCTR (3HaHME 3aKOHOJaTEIbHBIX,
HOPMATHBHBIX ITPABOBBIX aKTOB, MIMPOTA TIpo(eCCHOHANLHOTO KPYro3opa, yMEHHE
paboraThb © IOKyMEHTaMH);

CIIOCOBGHOCTh BBIMOJHATE JAOJDKHOCTHBIC QYHKLIUE CaMOCTOSATENBHO, 6e3
[IOMOIIY PyKOBOMTEIIS KT CTapIIero Mo AoMKHOCTH,

CIIOCOBHOCTh UETKO OpraHW3OBBIBaTh W  IIAHMPOBATD BBIITOJIHEHME
MOpy4YeHHBIX 3afaHul, yMEHHE PalllOHANBHO JICIIONB30BaTh pabouee BpEMs,
pacCTaBIATh IPHOPUTETBI;

OCO3HAHHE OTBETCTBEHHOCTH 32 IOCIEICTBHA  CBOMX ne¥icTBUil U

IPUHUMAEMBIX PELIECHHIT;
CIIOCOOHOCTE COXPaHATHh BBICOKYIO paGoTOCIOCOOHOCTE B AKCTpEeMalIbHBIX
YCITOBHSIX.

HauansHuk oTena GUHAHCOB, 7
()71
6yXraiTepcKoro yueTa ¥ OTIeTHOCTH v/t é/'/ T.B.ABepbsiHOBA

COTI'JIACOBAHO:

3aMeCTUTENb HauaJlbHUKa Y TIPABICHAS —
JIaBHBIHA Oyxranrep YTpaBIeHHs
CyneGHoro JierapTaMenTa B
PecnyGuke MopnoBus

O.I" Kpym

« O » darfnid 2024 .

i,

HauanbHEK oTAEIa rocynapc*rBeHHoﬁ CITyK0BHI,
KaJpOBOTo 0becTeyeHus 1
IPOTHBOJAEHCTBHA KOppyIIUH Y IPaBICHHUS

Cyne6GHOro JemnapTaMeHTa B PecnyGmuke MopnoBys L

/5, »AA. EBTymeBAY
Vv d
« 01 » stap»na 2024 . d




VTBEPXAIO:
. 0. nauanpHuKa Yrpasnerus CyneGHoro
,uenip'rameﬂfra B Pecny6mmke MopmoBus

Z ;z’é“é’(z-{’ H.B. L{p16u30B
«pLf » .4&/’!&% 2024 rona

TOJIKHOCTHOM PETJIAMEHT
(heIepanbHOro roCyIapCTBEHHOTO IPAX/AHCKOTO CITYIKAIICro, 3aMEIIAIoIIEero B
Vpasnernu Cye0HOTO AenapTaMenTa B Pecmy6muke MopaoBust OJKHOCTD
demepanbHOM TOCY IapCTBEHHOK IpaXKIaHCKOH CITyKObl HaYaJbHHKA 0T/
¢unancoB, GyXraJaTepcKoro yuera u 0T4eTHOCTH.

1. O6uHre MoJioMKeHHs

1.1. JIo/DKHOCTh HauyalbHHKa OTZeNa (HHAHCOB, OyXraJTepcKoro yuera H
OTYETHOCTH B COOTBETCTBHM C PeecTpoM noikHOCTEH  (QenepanbHON
rOCY/IApCTBEHHOM TpakKHAaHCKOH coyX0Bl OTHOCUTCA K BeyLlel Trpymnmne
OIDKHOCTel (hefiepanbHOl roCy1apCTBEHHOU rpaXKIaHCKON CITyXOBI KaTeropuu
«CTIEIMATTHCTED?.

1.2.Hauansuuk oTiena (QHHAHCOB, OyXTanTepcKkoro ydera M OTIETHOCTH
HA3HAYaeTcs ¥ 0CBOOOKAAETCS OT MOJKHOCTH MPUKa30M HadalbHUKA YrpasneHus
CynebHoro  JemapraMeHTa B PecrryGmuke ~ Mopnosus.  HasHaderne
OCYILECTBIISICTCS IO pe3yNbTaTaM KOHKypCa, 6o TPOU3BOAUTCA U3 KaZpOBOTO
pe3epBa, CHOPMUPOBAHHOTO Ha KOHKYPCHOM OCHOBE.

1.3. HauanpHuK oTiena (UHAHCOB, OyXralaTepcKoro ydera M OTHETHOCTH
[OMYMHSAETCS HENOCPEACTBEHHO HAYaIBHUKY YropaBieHHs K 3a8MECTHTEIIO
HayanpHUKA YIIpaBIeHus — [IaBHOMY OyXrantepy.

1.4. Ha BpeMsl OTCYTCTBHMs 3aMECTUTEII HaJalbHIKA — TJIABHOTO Oyxranrepa
(xoMaHIUpPOBKa, OTITYCK, Gone3Hp MU T.II.) HaAYaJlbHUK OTIENA (hUHAHCOB,
GyXranTepcKOro yueTa i OTYETHOCTH BPEMEHHO HCIIOMHACT ero 00s3aHHOCTH.

Ha mepuoJ BPEMEHHOTO OTCYTCTBUA HadalbHHKA OTACIA (GUHAHCOB,
GyXTalTepcKoro ydera W OTHETHOCTA €ro 3aMeIlacT 3aMecTUTeNb HadalbHUKa
otnena GUHAHCOB, OyXTanTepcKoro y4eTa ¥ OTICTHOCTH.

1.5. Ha HaganpHUKA OTIENa, COrJIaCHO pacipee/ieHUIO 00s3aHHOCTEN MEXIY
rocyapcTBEHHBIMA CIIyal[UMHU OTAENa, MOXET OBITH BO3JIOXKEHO MCIIOJIIHCHHE
06s3aHHOCTEH, BHIONHAEMBIX 3aMECTHTENIEM HavallbHUKa OT/ACd, KOHCYJIETAaHTOM
1 TIIaBHBIM CITEI[HAIMCTOM OTAENA B CIIy4ae €ro OTCyTCTBHA.

1.6. HauansHuK oTaena (QUHAHCOB, GyXralTepcKoro ydera u OTHETHOCTH B
cBOeif eI TeIbHOCTU PyKOBOACTBYETCA:
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dbenepamsHpiMu 3akoHamu oT 8 sHBaps 1998 r. Ne 7-®3 «O Cynebuom
nenapramente ripu BepxosuoM Cyne Poccuiickoit @enepanumn», 27 mas 2003 r. Ne
58-®3 « O cmcreme rocyaapcTBeHHOH ciryX0b1 Poccuiickoii ®enepanum» u 27
uronst 2004 . Ne 79-03 «O rocynapcTBeHHOHN rpakJaHCKoH ciyx0e Poccuiickoi
Oepepanuny;

UHBIMH  (elepalbHBIMA  3aKoHamu, IlomokeHmem 00 VYmpasieHuw,
ITonoxxenmeM o0 oTaOene, a TakKe HOPMAaTUBHBIMU IIPaBOBEIMU  aKTaMH,
yKa3aHHBIMH B ITyHKTe 2.2 HacTOSIIEro JJOJDKHOCTHOIO periaMeHTa;

ykasamu IIpesunenra Poccuiickoit @enepaunu;

nocraHoBneHussmu [IpasutenberBa Poccuiickon @enepanmu;

nocta"oBneHusmMu Cosera cyneit Pocculickoit @enepauuy;

HOPMATHUBHEIMHE ITPaBoBEIMU akTamu CyneGHOro AenapTaMeHTa;

aIMUHUCTpaTUBHBIM PeramentoMm Ynpasinenus CyneOHoro nenapraMeHTa B
PecnyGnuke Mopnrosus;

IIOJIOXKEHUSIMU, UHCTPYKIIUSIMU, METOAUYECKUMH PEKOMEHIallUsIMU;

KonexkcoM 3THKA U CHOy)KeOHOro IIOBEINEHHS U CIIy)KeOHOro IOBEACHUs
(denepanbHBIX  TOCYJAapCTBEHHBIX  TIPaXJaHCKHUX  CIyXalluxX  YIIpaBJIeHUs
Cyne6Horo nenapramenta B PecryOnuke MopnoBus;

HACTOSIIHM JOJDKHOCTHBIM PETIAMEHTOM.

2. KpanudukannoHHble TpeOOBaHUSA

2.1. Ha nomxHOCTh Ha4albHUKA OTZIENA (PUHAHCOB, OyXTalTepcKOro y4era u
OTYETHOCTH HA3HAYAIOTCS JHUIA C BBICIIMM S3KOHOMHMYECKMM 0Opa3oBaHHEM HE
HIDKe ypoBHS «bakamaBp» Mo CrienUanbHOCTH, HAIIPaBJICHHUIO IIOATOTOBKHU:

«byxranrepckuii y4eT U aHaJIu3 X03UCTBEHHOH JAEeATEIbHOCTHY,

«byxranTepckui ydeT U ayIiuTy,

- «OKOHOMHUKAY,

«OKOHOMHUKA U OyXTajITepCKUi ydeT»,

«DUHAHCHI ¥ KPEIUTY.

«OKOHOMUKA U yIPaBIEHUE Ha NIPEANPUITANY (TI0 OTPACIIIM);

«Hanoru u Hamoroo6moxXeHuey.

2.2. TpeboBanus K ctaxxy pabOTBl IS 3aMELIEHHs JOJDKHOCTH HavYalbHHUKA
otnena GUHAHCOB, OYXTaJTepCKOro yueTa U OTYETHOCTH, He IIPEABABISIOTCS.

2.3. HauanpHuk oTzaena (UHAHCOB, OyXrajaTepcKoro ydera U OTYETHOCTHU
IOJKeH 3HAaTh:

Koncturynuro Poccuiickoit @enepanny;

(benepanbHBIE 3aKOHBI: '

or 08 suBaps 1998 roma Ne 7-®3 «O CypebuoMm pnenapramMeHTe IIpU
BepxosaoMm cyne Poccuiickoit @enepanumy;

or 27 mas 2003 roma Ne 58-@3 «O cucreme rocynapCTBEHHON CIyXKOBI
Poccuiickoit @enepanum»;

ot 27 urons 2004 romga Ne 79-@3 «O rocynapcTBeHHON IpakJaHCKON ciryxk0e
Poccuiickoit @enepanun»;
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or 26 uroHsa 1992 roma Ne 3132-1 «O craryce cyzmeit B Poccuiickoit
Oenepanuny;

ot 06 nexabps 2011 roxa Ne 402-P3 « O GyxrantepckoM yderey;

ot 25 nexabps 2008 roxa Ne 273-P3 « O mpoTHBOAEHCTBUN KOPPYTILIANY;

or 10 smBaps 1996 roma Ne 6-@3 « O [IONOTHUTENBHBIX TapaHTHUIX
COLMAIIBHOM 3alllUTEl CylAeld U pabOTHUKOB anmapaTtoB CYIOB Poccuiickoi
Denepanuu;

or 05 ampens 2013 roma Ne 44-®3 «O koHTpakTHOU cucteMe B cdepe
3aKyIMOK TOBAapoB, paboT, yciayr [uii oOecledeHus TOCYHapCTBEHHBIX U
MYHULUIAIBHEIX HYXI»;

apyrue  (QenepalbHBIe  3aKOHBI,  KacalONIMECS  OPraHU3aldOHHOTO
ofecrieueHus CyNI0B ¥ PEryIUPYIONIe 0COGEHHOCTH MPOXOKACHHS TPaXKJaHCKOM
CITy>KOBI;

(enepanbHbIe KOHCTUTYIMOHHEBIE 3aKOHBL;

BromxeTHEBIN KOJIEKC Poccuiickoit Denepanuu U OI0IKETHOE
3aKOHOJATeNbCTBO, PEryIUPYIOIIee OCHOBEI OIOIKETHOTO IpoIiecca U G0 KETHEIE
IIPaBOOTHOIIECHMUS,; '

Hanorossrit konexc Poccuiickoit @epepanyy;

npukassl Munucrepctsa ¢unHancoB Poccuiickoit @epepaunuu o mopsijike
npuMeHeHus OrojpxkeTHOM kmaccubuxanuu Poccuiickodt  @epmepaiyy, IO
OI0[DKETHOMY Y4ETY;

WHEIE (belepaibHEIe 3aKOHEI, yKaswl Ilpesunenta Poccuiickoli @eneparum,
nocraHoBiieHus IIpasutensctBa Poccuiickoii ®enepanum, nocranosnenus Cosera
cyned Poccuiickot ®@enepanum u Pecnybmukn Mopaosusi, HOpPMaTHBHEIE
IIPaBOBbIC aKTBI, PEryIUpyromue OIOMKETHBIM ydeT, B MpeaeNax IOJKHOCTHBIX
o0s3aHHOCTEH U ITOJTHOMOYHIA;

IIOJIOXKECHHMSI, HHCTPYKI[UH, METOAUYECKHAE PEKOMEHIALINM;

npukassl u pacrmopspkeHuss CyneOHoro naenapraMeHTa B IIpefeliaX CBOEN
KOMIETEHIUH;

HOPsZOK paboTHl Co CIyXeOHOU HHBOpMAaLUEl;

OCHOBEI BEJICHUS IeJIONPOU3BO/ICTBA;

IIOPSZIOK CITyXeOHOTro B3aMMOJEHCTBHS B TpENeNaX CBOEH KOMIETEHLUH C
OpraHamMH TrocyAapcTBeHHOH BiacTd Pocculickoit ®epepauuu, Pecmy6Gmuku
MopnoBus, opraHaMyu MECTHOTO CaMOYIIPaBIICHHS;

aJIMUHUCTPATUBHEIA pernaMeHT YmpasineHuss CypmeOHOro [emapraMeHTa B
Pecny6nuke Mopnosus;

[IpaBuUIIa IeJI0BOr0 3TUKETA,

nonoxenust Komekca 3Tuku H  CilyeOHOTO TIOBeHeHUs (hemepanbHBIX
TOCYAapCTBEHHBIX  TPaXTaHCKMX  chayxamux  Ynopaeienus  CyneGHOro
nemapraMmenTa B Pecry6nuke Mopmosus;

HOPMBI M IIpaBWJia OXPaHbl TPYZAd, TEXHUKH OE30MacHOCTH U II0XKapHOM
Oe3oImacHOCTH;

nonoxxenue o6 VYnpaenenuu CyneGHoro nemapramenta B PecmyGiuke
Mopnosus;
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TpaByia BHYTpEeHHEro pacropsaka Ympasierus Cyne6Horo nenapramMeHTa B
PecrryGnuxe Moposusi;

HOJIOXKeHKe 00 oTerne;

HACTOSIIUN JODKHOCTHON PErIaMeHT;

Mepel 10 o0ecreueHHI0 0e30mMacHOCTH MH()OpMalud NP HCIIOIb30BAHUU
OOILIECHCTEMHOTO W TIPUKJIAIHOTO MPOrpaMMHOro obecriedeHMs, TpeOOBaHHUS K
HaJIe)KHOCTH Iapoeii;

TIOPSINOK paboTel CO CIyXeOHOM 3JIEKTPOHHOM IOYTOH, a TakXe IpaBUIa
WCITOJIB30BaHUS JTUYHON 3JIEKTPOHHOM ITOYTEI, CIIyX0 «MIHOBEHHBIX» COOOIIEHMMI
U COLIMANBHBIX CETEH, B TOM YHCJIC B YAaCTH HAJIWYUA JOINOIHUTENBHEIX PHCKOB U
yrpo3, BO3HHUKAIOIIKWX IIPU KCIOJB30BAaHUM JIMYHBIX YYEeTHBIX 3alllcedl Ha
CITy»eOHBIX CpeICTBaX BEIYMCIUTEIBHON TEXHUKU (KOMITBIOTEPAX);

OCHOBHBIE NPU3HAKYU JIEKTPOHHBIX COOOINEHMH, CONepXKaIlUX BPEIOHOCHEIE
BIOXKEHUS WM CCBUIKM Ha BpPENOHOCHBIE CaWTBl B HH(QOPMAaIXOHHO-
TeJIEKOMMYHHUKAIIMOHHON cetu "VHTepHer", Bkmo4as "QumuHrossle" nmuceMa u
CIIaM-pacChUIKH, YMEHHE KOPPEKTHO M CBOEBPEMEHHO pearupoBaTh Ha MOJIyYEeHHE
TaKUX 3JIEKTPOHHBIX COOOILEHU;

TpeGoBanuss 1o oOecmeueHnto Oe3omacHOCTH  HUHGOpMANMU  NIPH
WCIIOJIB30BAaHUM  yAAJIEHHOTO  JIocTynma K  HMH(OPMAalUOHHBIM  pecypcam
rocy1apCTBEHHOTO opraHa c TIOMOIIIBIO UHGOPMAIIMOHHO-
TENIEKOMMYHHKAI[MOHHBIX ~ ceTeld  ofmero monb3oBaHusA  (BKIIOYas  CETh
"HUuTepHeT"), B TOM YHUCIIE C UCIOIb30BaHUEM MOOUIIBHEIX YCTPOMCTB;

NpaBulia W OTPaHWYEHHUS ITOAKIIOUEHHsS BHEIIHUX YCTPOUCTB ((rerm-
HAKOITUTEJIH, BHEIIHUE )KECTKUE JAUCKH), B 0COOEHHOCTU 000pYIOBaHHBIX IPHEMO-
niepenaronieil ammapatypoif (MoOOWIBHBIE Tene(OHBI, IUIAHINETHl, MOJEMBI) K
CITy>k€OHBIM CpeICTBaM BBHIYHCIUTENEHON TEXHUKH (KOMIIBIOTEpaM);

MepedeHb O0s3aTeNIbHBIX CBEACHUM O AOKYMEHTaX, MCIOJB3YEeMBIX B LIEIAX
y4deTa U TIOUCKa JOKYMEHTOB B CUCTEMaX 3JIEKTPOHHOTO JOKYMEHTO000pOTa;

TIOHSTUE Y BUJBI 3JIEKTPOHHBIX MOAIIHICEN;

YCIIOBHS IIPHU3HAHUS 3JIEKTPOHHEIX JOKYMEHTOB, IIOANKUCAHHBIX 3JIEKTPOHHON
IIOJITIACHI0, PABHO3HAYHBIMYU JOKYMEHTaM Ha 6yMa)I{HOM HOCHUTEJE, MOIACAHHBIM
COOCTBEHHOPYYHOM NOANKCHIO,

2.4. HauanpHuk otaena (UHAHCOB, OYXTaJTEPCKOro y4eTa U OTYETHOCTH
IOJDKEH YMETh:

aHAJI3UPOBATH M 000010aTh pe3ynbTaThl paboTHI OTAeNa;

paboTaTh C 3aKOHONATENLHBIMH KU HOPMAaTHBHBIMU IIPaBOBBIMU aKTaMH,
IIPAMEHSATH UX Ha IIPAKTHKE;

paboTtarts C IPUKIIaTHBIMU UH()OPMALLOHHBIMH CHUCTeMaMy,
00€eCIeYNBAOIUMY TOJAEPKKY BBIIOJHEHHUS OCHOBHBIX 3a7lad M (QyHKIHHA
(cucremMa DBIIEKTPOHHOTO HOKYMEHTOOOOpOTa, CHUCTeMa WMH(MOPMAIMOHHO —
IIPaBOBOTO O0ECIIEYEHHS U T.[L.);

IOPUANYECKH MPABIIIBHO KBATU(HUIIMPOBATE (PAKTHI M 0OCTOSITENBCTBA,;

BUJIETH, IIOJIIEP>KUBATh U IIPUMEHSTH HOBOE, IIEPEIOBOE;

OpraHu30BaTh pabodee BpeMsi, ONpEAeNsis NPUOPUTETHEI B COOTBETCTBHM CO
CpOKaMH HCIIOJIHEHHS ¥ 3HAYMMOCTBIO 3aJlayd, B TOM 4YHCIIE B YCIOBHSX
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OTPaHHUYEHHOT0 BPEMEHH HCIONHEHUS M HU3MEHEHHs COIepIKaHWs MOCTaBICHHON
3a/aqm;

OpPraHU30BBIBATH  B3aUMOIEWCTBHE C  JOPYTMMH  BEIOMCTBaMH U
OpraHU3alHsIMHU;

KOHTPOJIMPOBATh HCIIOJIHEHUE TaHHBIX TIOPYYEHHIA;

co3maBaTh 3¢ GEeKTUBHEIE B3aMMOOTHOLIEHHS B KOJIJIEKTHBE;

IIPUKa3bIBaTh U OBITE TPEOOBATEIEHBIM, HACTONYHBEIM;

CTaBUTH Nlepe]] NOAYNHEHHBIMH TOCTHKUMBIE 3a/1a9H;

BIAeTh NPUEMAMH MEXJINYHOCTHBIX OTHOLIEHUM (YMEThb BHUMATEIEHO
CIIyIIaTh KOJUIET, YMETh He JOIyCKaTh MEXIIMIHOCTHBIX KOH(QIIUKTOB ¢ KOJUIEraMH
¥ PyKOBOJUTEISIMH, YMETh 3Q(QEKTUBHO COTPYAHUYATE, UATH Ha KOMIIPOMHUCC TIPH
pemieHud mpoGneM B KOHQIWKTHEIX CHUTYalUsX, OBITh OTBETCTBEHHBIM IIO
OTHOIIEHHIO K JIIOJIM, OBITh OT3BIBUMBEIM, OBITH BCET/A APYKENIOOHBIM, IOMOTATh
B paoTe KojjeraM, yMeTb IPUHUMATH COBETHI APYrHX KOJUIETr MO paboTe, GBITH
CIIOCOOHBIM IIPH3HABATh CBOIO HEMPABOTY);

alanTHPOBATECS K HOBOHM CHTyallud W IPHMEHATH HOBBIE IIOAXONBI K
PENIEHNIO BO3HUKAIOUINX IIPOOIIeM;

5GGEKTUBHO ¥ IOCIEOBATENBEHO OCYIIECTBISTE  B3aWMOIEHCTBHE C
APYTHMH CTPYKTYPHBIMH IIOJPa3lENEHUIMYU, PabOTHUKAMH PadOHHBEIX CYJOB,
MHBIMU I'OCYIapCTBEHHBIMHM OpPraHaMM, BEAOMCTBAMH, OPTraHHU3aIUsIMUY;

IJIaHUPOBAaTh, PALlMOHAIBHO HCIIONB30BATh CIYXeOHOE BpeMs M JOCTUIATh
pe3ynbrara paboTHl; '

[IPUMEHATH COBpPEMEHHEIE MH(OPMAaIIOHHO-KOMMYHUKAI[IOHHBIE
TEXHOJIOTHH B FOCYapCTBEHHBIX OpraHax: UCIIOJIb30BaHUE MEKBEIOMCTBEHHOTO U
BEIOMCTBEHHOI'O0  3JIEKTPOHHOIO  JOKYMEHTOO60poTa,  HH(OPMALHOHHO-
TEJICKOMMYHHKAIlHOHHBIX CETEN;

OINEPaTUBHO OCYINECTBIIATH MOMCK HEOOXOMUMON UH(OPMAIMH, B TOM YUCIIE C
UCIIOJIb30BaHUEM MH()OPMalIOHHO-TeJIEKOMMYHHUKAIIMOHHOM ceTr "VHTepHeT";

paboTaTe cO CIpaBOYHBIMU HOPMATHBHO-TIpaBoBEIMU Gazamu (KoHCYIbTaHT,
['apaHT), a TaKKe TOCYJapCTBEHHON CHCTEMON TpaBoBOH uHBOPMAIH
"O¢unransHeIl HHTEpPHET-IOPTAN IPaBOBOM uHGOpMaruu" (pravo.gov.ru);

CO3/1aBaTh, OTIIPABIATE M IIOJIy4aTh DJIEKTPOHHBIE COOOIIEHWS C IIOMOIIBIO
CIy)keOHOM 2JI€KTPOHHOM NOYTHl WM WMHBEIX BEJIOMCTBEHHBIX CHCTEM OOMeHa
QIIEKTPOHHBIMHU COOOIIEHUSIMH, BKIIFOYast paboTy C BIOKEHUIMHY;

paboTats ¢ OOIMMHU CeTeBBLIMU pecypcamy (CEeTeBBIMU JUCKAaMU, AKaMH);

COCTaBJIATH  JOKYMEHTHl aHAIUTHIECKOTO, JEJOBOTO M  CIIPaBOYHO-
MH()OPMAIIMOHHOTO XapaKTepa;

COCTaBJISTh JI€JIOBBIE IIHCHMA,;

paboTtath B OIepaluOHHOM cucreme, yCTaHOBIIEHHO! Ha
aBTOMAaTU3WPOBAHHOM  pabodeM MecTe [UIS  OCYIIECTBIEHHS  OCHOBHOM
IesTeNEHOCTY,;

paboTaTk B rOCylapCTBEHHON MHTErPUPOBAHHON WH(MOPMAILMOHHON CHCTEME
yIpaBiieHHsl OOINeCTBeHHBIMU (pUHAHCAMH “DJIEKTPOHHBINA OIOMKET”, B T. 4. ee
noacucreMe «broJUKETHOE IUTaHUPOBaHUEY, paboTa ¢ GIOMKETHONR OTYETHOCTHIO;



paboTaTh C MepBUYHON NOKYMEHTAIUEH;

COOJIIOIaTh UCTIONHUTENBCKYIO JUCLUIUIAHY.

BEICTpauBaTh KOHCTPYKTHBHBIE pa0oure B3aMMOOTHOIIEHHS U CO34aBaTh
ONTUMAJIbHBIA MODPAIBHO-IICUXOJIOTHYECKHH KIMMaT B KOJIEKTHBE (HaXOJUThH
KOMITIPOMHCCHOE PEIIeHHE B KOH(MIMKTHBIX CHTyallUsiX, KOJUIETMalbHO peIlaTh
331249y, OOBEKTHBHO U HETIPENB3STO U3y4asi TOUKY 3PEHUS APYTHUX).

3. Ho/zkHOCTHBIE 00SI3aHHOCTH, MPaBa H OTBETCTBEHHOCTH
HaYyaJIbHHKA 0TaeJa GHHAHCOB, OyXrajTepcKoro y4eTa  OT4eTHOCTH

[lenbro neATeNbHOCTH HavalbHUKA OT/eNa GUHAHCOB, OyXIalTepCKOro yueTa
u or4eTHocTH Ymupasinenus Cyne6Horo nemapramenta B Pecmy6iuke
- MopnoBus sBnseTcs: :

3.1. CsoeBpemeHHOE obecneueHre 3aMeCTUTENs HaYadbHUKA YIpPaBISHHUS
— [IaBHOTO OyxranTepa HeoOXoAMMOHl ¥ momHOW wuH(OpMaLued 1o
HalpaBJICHUSM  JEeATEJbHOCTH B  Lensax  obecrnmedeHWs  IOBBILIEHUS
OTIEPaTUBHOCTHU IIPUHATHUS PEIICHUIH,

OCYILECTBJICHHE OPraHU3aliy OI0IKETHOTO yyeTa Ha OCHOBE YCTAHOBJIEHHEIX
HHCTPYKLHM, PaBUJ €TI0 BEICHHUS;

KOHTPOJIb 32 OTpaXeHHEM Ha cYeTax OIODKETHOrO ydera BCeX
XO035HCTBEHHBIX OIlepalui.

3.2. OcHOBHEIE 0053aHHOCTH HavdaJbHUKA oTAena (buHAHCOB,
OyXraiaTepckoro yuera ¥ OTYETHOCTH:

OCYII[ECTBIAET OPraHM3alHI0 AeSITENEHOCTH OT/IENA;

IUTaHUpYyeT paboTy oThena;

pacripesienseT 06593aHHOCTH MeX Iy pabOTHHKaMU OT/ieNa, pa3pabaThiBaeT

HOJDKHOCTHBIE pPEriJaMeHTEl pPabOTHHKOB OTHeNa, IPEeACTaBIsseT WX Ha
YTBEPXKIECHHE Ha4YalbHUKY YIIpaBIICHHUS,

NPeACTaBIAET OTJEN BO B3aMMOOTHOIIEHUSAX C PYKOBOJACTBOM YTIpaBlIEHUs U
IPYTUMU OTIEIaMu;

IIPOBOJUT BHE3ANHEIE IPOBEPKU KacChl yIIPaBICHUS;

obecrieunBaeT KOHTPOJNb 32 COOTBETCTBHEM MEPBHYHBIX  YYETHBIX
JIOKyMEHTOB, C(OPMHPOBAaHHEIX OTBETCTBEHHBIMH JIMI[AMH, IIOPSOKY HX
3aII0JTHEHHsI COTJIACHO JeHCTBYIONEMY 3aKOHOIATEIBCTBRY;

CHCTeMAaTU3UPYyeT IEPBUYHEIE JOKYMEHTBI TEKyIIEro OTYETHOTO MEpHoia B
COOTBETCTBHE C YUYETHOM MOIIUTHKON YUPEKACHHUS;

Jle1aeT KOMHWK IEPBUYHBIX JOKYMEHTOB, B TOM YHCII€ B CIy4Yae UX H3BITHS
YIOJHOMOYEHHEIMH OpraHaMy B COOTBETCTBUHU C 3aKOHOIATENLCTBOM Poccuiickoi
Denepannmy;

COCTaBJIgeT OyXraaTepcKue 3allCH B COOTBETCTBHH C DPabOuuM IUIAHOM
CUETOB;

MOACYUTEIBAET B PETHCTpax OyXraJTepCKOTO y4YeTa WTOTM M OCTATKH II0
cueTaM CHUHTCTHYECKOI0 M aHAJTUTUYECKOrO y4eTa, 3aKphIBaeT 000pPOTEI 10 CYeTaM
OyXraaTepcKoro y4era;
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KOHTPOJIMPYET TOXAECTBO [aHHBIX AaHAJUTHYECKOro yuera 000poTaM H
ocTaTKaM II0 CYeTaM CHHTETHUECKOI'o y4eTa;

HCIIpaBJIsIeT OLIMOKH, JOIyIIEHHBIE NP BeIeHUU OyXrajaTepcKoro ydera, B
COOTBETCTBUHU C yCTAHOBJICHHBIMU IIPaBUJIaMH;

TOTOBUT UH()OPMALHIO JIJIS1 COCTABJICHUS INIABHOUM KHUTH;

TOTOBHUT NOSICHEHUS, TOAOUpaeT HeoOX0UMBIE TOKYMEHTHI IJISl BHYTPEHHETO
KOHTPOJIS, [l PEBU3UM, HAJIOTOBBIX U IPYTUX IPOBEPOK;

OCYIIECTBISIET pacyeThl II0 IUlaTexaM M3 OrokeTa ¢  opraHamy,
OPraHM3YIOLIMMH MCIIONHEHHE OI0/KETOB, MOJTydaeT U 00pabaThiBaeT BHIIKUCKU U3
JIMIIEBOTO CYeTa Mojy4daTess 010 )KeTHEIX CPEACTB;

dopmupyer JKypHan onepaimii ¢ Ge3HAIMYHBIMA JIEHEKHBIMH CPEICTBAMU
Ne 2, konTpOonMpyeT cooTBeTcTBHE 060p0TOB JKypHanos u [1aBHON KHUIH;

OCYIIECTBIIIET YYET CYMM JIMMUTOB OIOJKETHBIX 00S3aTeILCTB, OFOIKETHEIX
aCCUTHOBaHHIA;

obecrieurBaeT COXPaHHOCTb OYMaXKHBIX TTEPBUYHBIX YYETHEIX JOKYMEHTOB JI0
nepefiavd uX B apXUB.

II0 Mepe HEOOXOAUMOCTH COCTaBJISIeT OTYETH IO KaCCOBBIM pacXojaM,
CBeZleHUs 00 UCIIOMHEHUHU OI0IKETA;

NPUHUMAET yYaCTHE B COCTABIECHHUHU IIPOEKTa CMETHI PaCX0/I0B;

0 Mepe HeOOXOOUMOCTH cOCTaBisseT u Hampaeisier B CyneGHbIA
nemapramMmeHT 1pu BepxoBHom Cygme Poccuiickoit @enepaiuu 3asBKu Ha
JOIOJIHATENBbHOE (PMHAHCHPOBAHUE;

IIPEJCTABIISIET CBEACHMS 110 TIepepacipeeNeHnuio OI0KEeTHRIX aCCUTHOBaHUM
B IeIX YHOOBIETBOPEHUs NOTpeOHOCTeH paliOHHBIX CYIO0B, YIIPaBIIECHUs
Cynebroro nenapramenta B PeciryGirike Mopmosus;

€XKEKBapTAJIbHO HANPABIISET 3asBKH 10 CTaThiM, (PMHAHCHPOBaHHE KOTOPHIX
NPOU3BOAUTCA 10 (PaKTUUECKUM pacXoaM (BBIILIATa BBIXOJHOTO IMOCOOHS CyIbsM,
omjara TpyHda NPUBIEKa€MBIX JIMI, BO3MEIIEHHE IIPOIEeCCyalbHBIX M3IEpPIKEK,
puoOpeTeHne IMyTeBOK CyAbSIM B OTCTaBKe, OILIATA IPOe3Na K MECTY OTABIXa H
o0paTHO);

II0 Mepe HEeOOXONMMOCTH BHOCHUT H3MEHEHHS B OIODKETHYIO CMETY
oJiy4arenss CpeAcTB (enepanbHOro OIOMKeTa B COOTBETCTBHE C IIYHKTOM 3.2.
[opsinxa cocTaBieHUs, yTBEPXKICHUSI U BeeHUs OHOJDKETHBIX CMET (helepaabHbIX
CyoB OOIeH FOpHCAUKLUY, (erepanbHBIX apOuTpaxHEIX cymos, Cyne6HOro
nenapramenTa npu BepxosHoMm Cyne Poccniickoit @enepanuy U €ro OpraHos,
yTBepikaeHHOro npukasoM CynebrHoro memapramenta ot 06.09.2017 r. Ne 164 ¢
UCTIONIb30BAaHHEM  T'OCYJapCTBEHHONM  MHTETPUPOBAaHHOW  MHGOPMAIMOHHOM
CHCTEMBI YIIpaBJIE€HHs OOLIECTBEHHBIMU (HHaHCAMH «OJIEKTPOHHBINA OIOKET
(moxacucreMa «BroKeTHOE TIITAHUPOBAHHUE );

OTBEYAET 3a 3aI0JHEHHE (POPM U IpeNoCTaBIeHHEe OOKETHOW OTYETHOCTH
B nporpamme «AKCHOK+» I'ocymapcTBeHHOH aBTOMaTH3UPOBAHHON CHCTEMBI
Poccutickoit ®enepanun «IIpaBocyauey;

IIEPEHOCUT OFOKETHYIO OTYETHOCTh B FOCYIaPCTBEHHYIO HHTEPHUPOBAHHYIO
MH(MOPMAIMOHHYIO CHCTEMY ylnpaBieHuss OOILIeCTBeHHBIMU (UHAHCAMU
“OnexTpoHHBIH Or0MKET";
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aHAJIM3UPYET  pacxoAsl OTYETHOrO TIoja U cocTaBiuseT  (opmy
«Pacrpeiesienre KacCOBBIX pacXoI0B II0 IeJsIM | 3a1a4aM 1o cucteMe CyneGHoro
JenapTaMeHTa;

OCYIIECTBJIIET KOHTPOJB 3a COCTaBICHHEM JOKYMEHTOB, ITOATOTOBIECHHEIX
TPAXTAHCKUMHU CIYXXallUMH OT/eNa, NpH HEeoOXOOUMOCTH BO3BpAlllaeT HX
HCIIOJIHUTEIISIM Ha JOpaboTKY.

Havanenuk oTaena GuHaHCOB, GyXraiTepcKoro y4era i OTYETHOCTH 00s3aH:

UCTIOJHATE JOJDKHOCTHEIE O0S3aHHOCTH B COOTBETCTBUHU ¢ PeriiaMeHTOM Ha
BEICOKOM IIPO(ECCHOHAIIEHOM YPOBHE;

HCTIONHATE ITOPYYEHUS] pPYKOBOJUTENEH, JaHHEIE B IpeieiaX UX IOJTHOMOYMH,
a B MX OTCYTCTBHE — JIHLI, UCIIOJHSAIOIUX UX 0053aHHOCTH, B CPOK, OIIPEJeIeHHBII
B IIOPYYCHUAX BBIIIEYKa3aHHBIX PYKOBOAUTENCH WIH JIUI], UX 3aMEIIAIOIINX;

COOMIONaTh HpM WCIOIHEHHH [OJDKHOCTHEIX OOS3aHHOCTEH IpaBa U
3aKOHHEIE MHTEPECH] IPAXKIaH U OPTraHU3aIlHiA;

IPOSIBIATE KOPPEKTHOCTh B OOpalleHWH C IPaXKJaHaMHU U JOKHOCTHBIMEU
THUIaMU;

cobirofaTh TpaBWwia BHYTPEHHEro pacropsaka Ympapienms CyneGHoro
AenapraMmenTa B Pecy6nuke Mopaosus;

NOJICPXKUBATh YPOBEHb KBAIM(DUKAIUN, HEOOXOMUMBINA IUIS HaJIeXKaIlero
UCTIOJIHEHHS] JOJIXKHOCTHBIX 005S3aHHOCTENH;

Oepedb rocynapcTBEHHOE MMYIIECTBO, B TOM YHUCIE MPEJOCTABICHHOE eMy
AJIs1 UCTIOJTHEHMS TOJDKHOCTHEIX 00s13aHHOCTEH;

IPEJICTAaBIATE B YCTAHOBICHHOM IIOPSZKE IIPeIyCMOTPEHHEIE (helepabHEIM
3aKOHOM CBeJICHHUs O ce0e U YleHax CBOel CeMbH; _

coo0Iiath B MUCBMEHHOH (hopMe HauaIbHUKY YIpaBIeHHS O IPeKpalleHu:
rpaxpanctBa Poccuiickoii ®Desepanud  WiIH  OpUOGPETEHMH TIpakJaHCTBA
(TomaHCTBa) HHOCTPAHHOTO rOCYAApCTBa MG0 MOMYYeHUH BUAA HA YKUTENBCTBO
WA WHOTO JOKYMEHTa, IMOATBEPKAAIOIIEro IpaBO Ha IOCTOSHHOE IPOXXUBAHHUE
rpaXklaHuHa Ha TEPPUTOPHHM HHOCTPAHHOI'O TOCYOapcTBa, B JEHb, KOraa
IpaXJaHCKOMY CIIyXKalleMy CTaJlo H3BeCTHO 00 3TOM, HO HE IIO3IHEE IISTU
pabounx OHeH cO IHs MpeKpaleHus rpaxnadcTBa Poccuiickoit @enepanun win
NPHOOPETeHHs TpakaaHCTBa (MOIJAHCTBA) MHOCTPAHHOTO TOCYAapcTBa JHG0
IONTy4€HNs BHJA Ha JKUTENBCTBO HIIM HHOTO IOKYMEHTA, IOATBEPIKIAIOIIETO
NPaBO Ha IIOCTOSHHOE NPOXUBAHWE I'PAXJAaHWHA HA TEPPUTOPUH HHOCTPAHHOI'O
rocyJiapcTBa;

coo0IlIaTh HAaYalbHUKY YTIPaBleHHS O JHYHON 3aMHTEPECOBAHHOCTU IIPH
WCIIOJIHEHUY  [OJDKHOCTHBIX ~OO0sI3aHHOCTeH, KOTopas MOXET TIIPUBECTH K
KOHQJIMKTY HWHTEPECOB, NPHHAMATH MeEpHl [0 IIPENOTBPAIICHHUIO TAaKOrO
KOH(QIUKTA;

co0onaTh IpaBUiIa M HOPMBI OXPaHBl TPYJAa, TEXHUKH OE30IaCHOCTH,
IIPOTHUBOIIOXKAPHOM 3alIUTHI HAa CBOEM pabodeM MECTE, '

co06ioaTh MpaBOBEIe aKThl M PACIIOPSAUTENBHEIE JOKYMEHTEI, Kacaloluecs
BEJICHUA NEJONPOU3BOJICTBA, B TOM YHCJIE HAJUIeXal(uM 00pa3oM YUUTHIBATE W
XpaHUTP IIOy4YeHHbIC HA HCIIOJHEHWE JOKYMEHTBI X MaTepHUalbl, CBOEBPEMEHHO
TIepefiaBaTh UX OTBETCTBEHHOMY NOJDKHOCTHOMY JIMILY, B TOM YHCJIE IIPH YXOJE B




9

€KETONHBI OIIAYMBAEMBIE M HHOM OTImyck, YyOHITHH B cily>keOHyI0
KOMaHUPOBKY, MMPEANOoNaraeMoii BpeMEHHON HETPYAOCIOCOGHOCTH 1 T.11.;

COOMIONAaTh  OTrpaHMYEHHS ¥  3aNpETH, YCTAHOBAGHHBIE B  LEJSIX
IIPOTUBOAEHCTBUS KOPPYIIIHH.

3.3 IlpaBa HavambHWKa OTHENa (UHAHCOB, Oyxrantepckoro ydera u
OTYETHOCTH.

OcHoBHBIE IpaBa HayanbHUKA OTIENA (uHaHCOB, GyXranTepckoro yyera u
OTYETHOCTH, KaK Tpa)XJaHCKOTO CIyXallero YyCTaHOBIEHH cTaThell 14
QexepanbHOro 3akoHa oT 27 mions 2004 r. Ne 79-®3 «O roCyJapCTBEHHOM
rpaxkpanckoi ciyx6e Poccuiickoit ®eneparmmy.

Ha ocHoBamuu nmamHOM cratsum  HavambHUK ornena  (GUHAHCOB,
OyXranTepckoro y4eTa M OTYETHOCTH HMeeT IpaBo:

SHaKOMHUTBCS C JOKYMEHTaMH, ONPENeNSIOIUMU €ero JOKHOCTHEIE
0053aHHOCTH, IIPaBa U OTBETCTBEHHOCTS, KPUTEPUHU OLIEHKH KadecTBa paboTEl U
YCIIOBUA MPOABUIKEHU 110 CIyKGe;

SHAKOMHTECA C IPOEKTAMH PeLICHWH, NPUHUMAaeMBIMH HaYalbHHKOM,
KacalomUMHCS NEATEBHOCTH OTAeNa U BBHINOJHSIEMBIX WM JODKHOCTHBIX
o0s13aHHOCTEl;

[IPUHIMATh PEIICHHs M y4acTBOBATh B WX IIOATOTOBKE B COOTBETCTBHUH C
HAaCTOAIUM HOJKHOCTHEIM PETIAMEHTOM;

OCYILECTBJIATE MOATLOTOBKY NPOEKTOB MHCEM JUIS BENEHHS IEPElHCKA C
YpaBiieHrem ®enepansHoro KaszmaueiicTBa 1o Pecniy6muke Mopmosus 1o
BOIIpOCaM, BXOISAIINM B €r0 OJDKHOCTHEIE 06S3aHHOCTH;

HOTy9aTe B yCTAaHOBJCHHOM IOpsAKE WHGOPMALMIO M MaTepuajibl,
HeO0O0XOIUMBIE TSl UCTIOJHEHUS A0JKHOCTHEIX obs3aHHOCTEN;

3anpalluBaTe JIMYHO WX IO TOPYYEHWIO 3aMECTHTENs HavyalbHHKA —
TJIAaBHOrO OyXranTepa OT CTPYKTYpHBIX nozpasaenenuit Yupasnenus Cyne6Horo
ACTIAPTAMEHTA U PAHOHHBIX CYNOB JOKYMEHTHl W CBEIEHHS, HEOGXOMMMBIE s
BBITIOJIHEHHUS! IOJDKHOCTHEIX 00SI3aHHOCTEH,;

OCYIUECTBIIATE B3aUMOIEHCTBUE C TPAXKIAHCKAMHE CIYKAIUMH IPYTHX
CTPYKTYPHBIX moOApasnenenud Ympasnenus Cyne6Horo Jemapramenta B
Pecmy6mixe Mopnosus;

IPUBICKATe B Cly4ae HEOOXOAUMOCTH C pa3pelleHHs pPyKOBOICTBA
CICHATTMCTOB APYTHX CTPYKTYPHBIX IOApasfeNeHUH K PEIIeHHIO BO3JI0KEHHbIX
Ha HEro 3aJ1ay;

BECTH ICPENHUCKYy C (QefepanbHEIME CyamMd  ofmielf  IOpHCAMKIHY,
TOCYAapCTBCHHBIMM ~ opraHamMu  Poccumiickoit  ®enepanuu, a Takke ¢
YIPEXICHUIMU U OPraHU3alMsIMU I10 BOIIPOCAM, BXOJSIIUM B €r0 JOBKHOCTHELE
00s513aHHOCTH;

TpeOOBaTh OT HavYalbHUKA YTPABICHHS CO3JAHHS OpraHU3alHOHHO-
TEXHUYECKUX  yCIOBUM, HEOOXOOMMBIX Il HCIIONHEHHS JOJDKHOCTHEIX
O0s3aHHOCTEH,  OKa3aHMs  COHEHCTBHS B  HCIIONHEHHY JOJDKHOCTHBIX
OOsI3aHHOCTEH, BO3NOKEHHBIX HA HEro; peald3alui Npas, IPEXyCMOTPEHHEBIX
HaCTOSIMM AOJDKHOCTHEIM PEriIaMEHTOM;

BRIHOCHTb Ha PacCMOTPEHHE 3aM. Ha4albHUKa YTPaBISHUS — [IIABHOIO
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Oyxrantepa mpemmoxeHus o YIyYIICHUIO  NEeSTeJLHOCTH  OTHela,
COBEPIICHCTBOBAHHUIO €ro paboTHI, a Takke CRoei ACSITENBHOCTH; TpelaraTs
BAPUAHTBI yCTPAHEHUS HEOCTATKOB B AESTEIbHOCTH OTHeNa,;

TOIyqaTh NCHEXHOE CONEP)KAaHHWE U JPYTHe BEILIATEL B COOTBETCTBHHU C
DenepanbHBIM 3aK0HOM «O TOCYyNapCTBEHHON IpaXKaaHCKOM ciryx6e Poccuiickoi
©enepanum» ot 27 momns 2004 roga Ne 79-03;

TIONy4aTe OTABIX, obecrevmBaeMblif mpexocTaBIeHHEM BBIXOJHEIX JHEH
¥ HepabouuX NPasIHUYHEIX JHEH, a Take €XKETOJIHBIX OILIaYUBAEMBIX OCHOBHOTO
1 IONIOJIHUTENBHOTO OTITYCKOB;

COTJIaCOBBIBATH W [1aBaTh B3aKIMIOYEHHS K IPEIUIOXKEHUS. IO pelIeHUIO
BOTIPOCOB, OTHOCAIIUXCS K €r0 KOMIIeTeHLHH,

AaBaTk  TOCYNApCTBEHHBIM  CIIYKAIUM CTPYKTYPHEIX  IOJpa3feeHui
Ynpaenenus Cyne6roro ACIIAPTAMEHTA Pa3bsICHEHUS U YKA3aHUS 10 BOIIpOCaM,
BXOMIIIUM B JIOJDKHOCTHEIE  06S3aHHOCTH, NPENYCMOTPEHHBIE  HACTOSILIAM
periaMeHToMm;

TIOBRIIIATE CBOH PO ECCHOHANTEHEI ypOBEHS,

MHbIC TpaBa, NPeJOCTaBIeHHbIE (QeNepalbHBIM 3aKOHOM or 27 wurons 2004
roga Ne 79-®3,

3.4.  OTBeTCTBEHHOCTh HaYANBEHUKA OTZAena (UHAHCOB, Gyxranrepckoro
Y4eTa ¥ OTYETHOCTH.

Hauansuux ornena ¢uHaHCOB, Gyxranrepckoro yuera u OTYETHOCTHU
HECET  yCTAHOBIEHHYIO 3aKOHONATENbCTBOM Poccuiickoit  ®eneparuu
OTBETCTBEHHOCTE 34!

HEUCIIONHEHNE WM HEeHaJIEXXAINee HCIIONHEHHe BO3JIOXKEHHBIX HAa HEro
AOJDKHOCTHBIX 00s13aHHOCTEi!;

HECOOIOIeHHe OrpaHuYeHmit u 3allpETOB, CBS3aHHBIX C IPaXKTAHCKOI
CILyX00if;

HEBLINONHEHNE TPeOOBaHMM, yCTaHOBICHHEIX NIpUKAa3aMH, pacropsKeHUSIMU
Cyne6roro nemapramenta npu BepxoBHoM cynme Poccuiickoit @enepaunu 110
UH()OPMAaLOHHOI] 0€30IaCHOCTH, TeXHUIECKOI] 3aIMTEl HHQOPMAIUY B paMKax,
IIPENOCTABICHHBIX  IIOJHOMOYHI, [0 BHEIPEHUIO M HH(OpMAaLHOHHOMY
obecrnievenuio  (BBog, HAKOIICHHE, KOHTPOJb IEIOCTHOCTH) M0 KaXX 0N
[TONICUCTEME CIIELHATBFHOTO IPOrpaMMHOro obecrieyenus;

HECBOCBPEMCHHOE  BBINOJIHEHHE 3a/(aHHuii, [IPUKA30B, pacHOPsKEHUH U
YKa3aHU#, BBIIECTOALIUX B TIOpANKE TONYHHEHHOCTH DYKOBOIMTENEH, 3a
HCKIIIOYCHUEM HE3aKOHHEIX;

HECBOCBPEMCHHOE  DacCMOTPEHHE B MpeAeNaX CBOMX JOJDKHOCTHBIX
o0s13aHHOCTEH obparmienuit TPaXJaH U OOIIECTBEHHBIX o0beuHEen i, a Takxe
FOCYNapCTBEHHEIX OPraHoOB, yYpexICHUIA, OPraHHM3aliii W OPraHOB MECTHOIO
CaMOyIIpaBIIEHHS;

~ JEUCTBHUSA WU Oe3neiicTBue, BCAYIINE K HAPYIICHUIO IIPaB WM 33KOHHEBIX
HHTEPECOB I'PaKIaH; ,

pasrialenue ciyxe0Hod WHGOPMAUWM W HMHBIX CBEJICHUH, CTaBUIMX eMy

U3BECTHBIMU B CBS3U C HCIOIHEHHEM HOKHOCTHEIX obs3aHHOCTE}H;
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HECOOJIOIEHNE pacopsika pabodero BPEMEHU W [MCLUIUIMHBL, IIPaBHUII
TI0XKapHOU GE30MaCHOCTH U TEXHHKU GE30MacHOCTH Ha CBOEM paboueM MecTe U B
IIOMCIICHHSX Y IIpaBIeHHUS;

IIPEACTAaBICHHE  PDYKOBOJACTBY  HENOCTATOYHON W HEOOBEeKTHBHON
UHQOpMAaIWH;

HapylmieHHe TojoXeHnH Komekca 3THKM ©  cinyxeGHOro moBeeHHS
(besiepalbHBIX FOCY AaPCTBEHHBIX P IAHCKIX CITy)XalluX YIpaBlIeHus..

3.5. Cornacuo cratse 15 ®enepansHoro 3akona ot 27 wons 2004 rozxa Ne70-
@3 «O rocymapcTBeHHOH TIpaxIaHCKOL ciyx6e Poccniickoii ®eneparumy
Ha4albHUK OTHeNa (PMHAHCOB, GyXTalTepCcKOro ydera W OTYETHOCTH HeceT
AUCIUIUTMHAPHYO, IPaXIAHCKO-IPABOBYI0 HIIH YIONOBHYIO OTBETCTBEHHOCTEH B
COOTBETCTBUH C (hefepalbHEIM 3aKOHONATEIHLCTBOM B Clly4ae HCIIOJIHEHHUS UM
HeTIPaBOMEPHOT'0 TIOPYYEHHs.

4. Ilepeyenn Bonpocos, mo KOTOPBIM HaYaJbHHUK OTAesa (PHHAHCOB,
OyXraaTepckoro y4era M 0T4eTHOCTH BIpaBe CaMOCTOATEJbHO NIPHHHUMAThH
yupaBJ/ieHYeCKHE ¥ HHbIE pelleHHust

4.1. TlpuHATHE peIIEHHS O COOTBETCTBUU TIPEJICTaBIEHHBIX JTOKYMEHTOB
TpeOOBaHUAM 3aKOHOAATENBCTBA, HX JOCTOBEPHOCTH U MOJHOTEL.

4.2. 3anpoc HeOCTAIOUHX JOKYMEHTOB.

4.3. Otka3s B IpHeMe NOKYMEHTOB, 0(OPMIIEHHEIX HeHaIexaIuM oGpasom,
HallpaBleHHe X B 0OpaTHEI afipec ¢ ykazaHHEeM IIPUIHHE! 0TKA3A.

4.4. TlpencraBieHre 3aMeCTHTENIO HAYAIBHUKA YrpapneHus npeanoxkeHuit
00 yNy4IIeHNN TeSTENFHOCTH OTHENA,

4.5. ndopMupoBanve 3aM. HavagbHHKA YIpaBieHus! 0 BBISBICHHBIX IIPH
UCIONHEHNH  CIyXeOHBIX  06A3aHHOCTEH  HapyIIeHHsX JEeHCTBYIOLIETO
3aKOHONATEIBCTBA U NPEIJIOKEHUE CIIOCOG0B UX YCTPaHEHHS.,

S. IlepeyeHnb BONpPOCOB, 110 KOTOPHIM HAYAILHHK oTaea GUHAHCOB,
OyXrajirepckoro yyera H OT4eTHOCTH Y4acTByeT B IOATOTOBKE NMPOEKTOB
HOPMAaTHBHBLIX IIPABOBBLIX AKTOB U NPOEKTOB YNPABJEHYeCKHX U HHbBIX
pelmeHui.

5.1. Havanesmk otnena ¢unancos, OyXranTepckoro yyera M OTYETHOCTH B
COOTBETCTBHUH CO CBOESH KOMIIETEHIIHEH IPUHIMAET yUacTHe:

B IIOArOTOBKE MH()OPMALUK 110 BOMPOCAM, BXOJISIIMM B €ro JIOJDKHOCTHEIE
00s13aHHOCTH;

B IIOATOTOBKE aHATUTHYECKHX MaTEPHAJIOB 10 HAIIPABJICHUIO JIESITEIbHOCTH;

5.2. B cooTBercTBHH cO cBOeii KOMIIETEHIIMEH IIPHHUMAET y4yacThe B
TIONTOTOBKE NPOEKTOB TaKUX HOPMATUBHBIX IPABOBBIX AKTOB IO HaIlpaBJICHHUIO
CBOE€H JIeITeNIBHOCTH, KaK;

TIPUKAsel M pacmopsKEHHsS  HadalbHMKa  Yrpasienus Cyne6Horo

JleTiapTaMeHnTa;
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B IIOATOTOBKE NOKIaAHOM MO0 CityKe6GHO 3anmcKy.

6. Ilopsioxk cityxeGHOr0 B3auMomeiicTBHSI HaYaJIbHUKA 0TAeNa (PUHAHCOB,
OyxraJiTepcKoro y4era H 0TYETHOCTH B CBSIH ¢ HCIOJIHEHHEM JO0/I’KHOCTHBIX
00s13aHHOCTeI ¢ rpakIaHCKIMH CJIy3KaIMHMH (heepabHBIX Cya0B 061eii
IOPHCAHKIHH, FTPAKAAHAMH H OPraHH3aMUIMH

6.1. Hauansuuk otnena dunancos, OyXranTepckoro ydera W OTY4eTHOCTH B
[Ipefienax CBOEH KOMIIETEHI[MH OCYIECTRIAET B3aUMOIEHCTRIE:

C Ha4albHUKOM YIIPAaBNEHHS, 3aMECTHTENSMH HAYAILHNKA Ynpagsnenus,
HaqalbHUKaMH OT/ENOB, 3aMECTUTENISIMA HAYATBHUKOB OTIENOB U TPaXIAHCKUMU
CIIyXaIuMH YTIpaBlIeHUS;

C TPXOAHCKUMH cityxamuMu Cyne6Horo JeNapTaMeHTa;

C I'POKNAHCKMMH CITY>KaIlUMH alllIapara CyIoB;

C IPEACCAATENSIMH H 3aMECTUTENISIMH TIpesiceaTeneii, CYIOBSIMH (efepabHbIX
CYNOB O6LIeH IOPHCANKIMY, MHPOBBIMY Cynpsmu Pecriybnuxu Moprosust; -

¢ corpyruukamu ¢Qummana OIBY HAIL] Cynebroro pmemapramenta B
PecryGnuke Mopnosus.

¢ TOCyRMapCTBEHHBIMHM  CIy)XalllAMH  YIpaBlieHUs DenepansHOro
Kaznauelictea 1o PecnyGiuke Moprosus B npeneyiax CBOUX JOJDKHOCTHBIX
00s13aHHOCTEIH;

C TpaXINaHaMM M OpraHW3alMsIMU . B TIPENeNax CBOUX JOJIKHOCTHBIX
ITIOJTHOMOYHA,

7. IllokazaTesnu 3¢pekTUBHOCTH H Pe3yJNbTATHBHOCTH
npodeccHoHaTBHOI ciysKkeGHOI JesITeabHOCTH HaYaJJbHHKA 0TAeJa
¢unancos, Gyxraarepcekoro y4eTa H OTYETHOCTH.

7.1. B oprammsauuu Tpyna: [IPOU3BOJUTENBHOCTE (BEIIOJIHAEMEIH 0OBEM
paboT);  pe3yaETATHBHOCTH (Mepa  NOCTMIKEHMS  MOCTARJIEHHBIX enei);
HHTCHCHBHOCTE TpyAa (CIOCOGHOCTE B  KOpOTKHE CPOKH  BBIINOJHSTH
ONpezieNIeH B! 06BeM pabor); cobmonerHue TPYIOBOU TUCIUAIIIIAHEL

7.2. CBoeBpeMeHHOCTE U ONEpaTHBHOCTB, TO €CTh BBIIONHEHUE HOPYIEHUL
B YCTaHOBJICHHBIC 3aKOHOJATENBCTBOM, JOIKHOCTHELIM PErIlaMeHTOM WU
PYKOBOJICTBOM CpOKH.

7.3. KadecTBo BEITONHEHHO paboThr:

TOArOTOBKA NOKYMEHTOB B COOTBETCTBHH C YCTAHOBJICHHBIMH TpeOOBaHUAMY;
TIOJIHOE M JIOTHYHOE H3NI0XKEHHE MaTepHana; IOpHINYECKY IPaMOTHOE COCTaBIICHHE
AOKYMEHTA; OTCYTCTBUE CTUIIUCTHIECKUX M IPAMMATHIECKHX OLIHGOK.

7.4. TIpodeccronamusm:

NpoQeCcCHOHaNbHAS KOMIETEHTHOCTE (3HaHME 3aKOHOMATENBHEIX,
HOPMATHBHEIX IIPaBOBEIX aKTOB, WIHPOTAa TNPODECCHOHATBHOIO Kpyrosopa,
YMeHHe paboTaTk ¢ JOKyMEHTaMH); |

CIIOCOOHOCTB BBINOIHATE JOJKHOCTHEIE (QYHKI[MH CaMOCTOSTeNbHO, Ge3
TIOMOIIHX PYKOBOAUTEIIS MK CTAPINEro Mo JOMKHOCTH



13

CIIOCOOHOCTH YE€TKO OpraHu30BEIBATh H IINIaHWPOBATh BEINOJIHEHHE

IIOPYYCHHBIX 3allaHUW, YMEHNE PalUOHATBHO WMCIIOIb30BATE pabouee Bpems,
PacCTaBIsATE IPUOPHUTETEL, ' '

OCO3SHAaHHE OTBETCTBEHHOCTH 3a IIOCIEACTBHS CBOUX NeHCTBUHU u
IIPUHUMAEMBIX pPeIIeHHUIH;

CIIOCOGHOCTL COXPAHSATh BEICOKYIO PabOTOCIIOCOGHOCTE B 9KCTpPEMabHBIX
YCIIOBHSIX.

3aMecTUTeNh HauaTbHUKa Ynpasnenus —
JIaBHBIA Gyxranrep s ‘O.I'Kpym

COI'JTACOBAHO:

Havanenuk ornena TOCYyIapCTBEHHOM CITyKOBI,

KaJpoBOro obecreyeHus u

IIPOTHBONEHCTBYS KOPPYIILUU YIIpaBIeHNS

Cyne6Horo nenapramenta B Pecny6ike Moprosus // A.A. EBrymerny

e T TR -




