JLO1’)KHOCTHOM perjiaMeHT
Crnenmnanucra — 3Kcnepra ot/ena
00111er0 ¥ X03AHCTBEHHOT0 00ecneYeHnst
Nucnexnun ®enepajbHoii HaI0roBoi ciay:k0b1 Ne 34 mo r. MockBe

. O01ue moJ10KeHus

1. lomxHOCTh  (peiepadbHON  TOCYIAapCTBEHHOW TPaXXTAaHCKOH CIIyxObl (mamee —
rpakJIaHCKas CIy>k0a) crenuaiicTa — 3KCrepTa oTaesa o0MIero U XO3sHCTBEHHOTO 00eCTIeYeHNUs
(manee — otmena) Mucnekmun denepanbHoit HajmoroBoil ciyxO0bsl Ne 34 mo r. MockBe (nmanee —
WHcnekuus) OTHOCUTCS K CTaplied TIpynmne JOJDKHOCTEH TIpaXKIaHCKOM Cily:KObl KaTeropuu
«CTICLUATHCTBI.

Perucrpanuonssiii Homep (KOA) OJDKHOCTH B COOTBETCTBUM ¢ PeectpoM nosmkHOCTEH
dbenepalbHONW TOCYJIapCTBEHHON Tpa)kIaHCKOW CIIy»Obl, YTBEpXKIACHHBIM Yka3zoMm I[Ipe3unmenra
Poccuiickoit @eneparuu ot 31.12.2005 Ne 1574 «O Peectpe nomxHOcTed (enepanbHOi
roCy/IapCTBEHHOU IpaxaaHCKON CirykOb», - 11-3-4-088.

2. O6nacte MpodeccHOHANBHOM CTYKeOHO! AEATEIBHOCTH CIEIHAINCTA - IKCIIepTa OT/Iea:
PerynupoBaHue 5KOHOMUKH, PETHOHAIBLHOTO Pa3BUTHS, AEATEIBHOCTH XO3UCTBYIOIINX CYOBEKTOB
U TpEANPHHUMATENbCTBA. YTpaBieHue B cdepe apXuBHOro Jena | JeNIONPOU3BOICTBA.
ObecnieueHne esATEIbHOCTH TOCYAapCTBEHHOTO OpraHa.

3. Bua npodeccnoHanbHOM CiryKeOHOM eATeNTbHOCTH BEAYIIErO CHEeIHMAINCTa - IKCIepTa
otnena: Obecneuenue nestenbHocTH MHCnekun. O0ecneueHrne COXpaHHOCTH U TOCY1apCTBEHHBII
y4eT TOKyMeHTOB. KOMITIeKTOBaHHE U JOKYMEHTAIIHOHHOE 00eCIIeYeHUE YIIPaBICHNUS.

4. HaznaueHue Ha JOJDKHOCTh M OCBOOOXKJIECHHE OT JOJDKHOCTU CIICHUATKNCTa - JKCIepTa
OT/Iela OCYIIECTBISIIOTCS HayaabHUKOM MHCcTeknu.

5. Cenuanuct - SKCIepT OT/JeNIa HEOCPEICTBEHHO MOIYMHIETCS HAYadIbHUKY OTJeNa, WIn
JIMILY, UCTIOTHSIONIEMY 0053aHHOCTH Ha4aJbHHUKA OT/IElNa.

1. Kanudukanuonusie TpedoBaHus
AJIS1 3aMeleHUs JOJKHOCTH I'PasKAAHCKOM C1yKObI

6. [lns 3amelieHus JOJDKHOCTH CHEIMaIMCcTa - SKClepTra oOTJeNla yCTaHaBJIMBAIOTCS
cienyrlre KBaTupuKamoOHHbIe TPEOOBAHUS:

6.1. Hanuune BeIcIIero oOpa3oBaHUS IO CIELUUAIBHOCTH, HAMpPaBICHHUIO IOJTOTOBKH:
«['ocypapcTBEHHOE W MYHUIUINAIBHOE YIpPABIECHUE», «IDKOHOMHUKa», «DHUHAHCBI M KPEIUT»,
«MenemxmenT», «fOpucnpyneHuus» WK UHBIM CIIEHHUAIbHOCTSAM M HalpPaBICHUSIM MOATOTOBKH,
COJIepKallMCsl B paHee MPUMEHSEMBIX MEPEUHsIX CIEeNHaIbHOCTEH M HalpaBiIeHUM MOJITOTOBKH,
JUI KOTOPBIX 3aKOHOAATENbCTBOM 00 obOpa3zoBanuu Poccuiickoit denepanuu ycTaHOBICHO
COOTBETCTBUE YKAa3aHHBIM CHEIIMATIbHOCTSIM U HAIIPABJICHUAM [TOJATOTOBKU

6.2. Hanmnune 0a30BBIX 3HAHUH: TrocynapcTBeHHOro s3blka Poccuiickoit ®Deneparuu
(pycckoro s3pika); ocHoB Kouctutynuu Poccuiickoii ®epepanuu, 3aKOHOJATENbCTBA O
IpaXXJIaHCKOW CITy’k0e, 3aKOHOJATEeNbCTBA O TMPOTUBOJEHCTBUM KOPPYIIMM; 3HAHUN B 00jacTu
MH(OPMaLMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTUI: OCHOB HMH(OPMAIIMOHHOW O€30MacHOCTH U
3alUThl MH(GOpPMAIMK; OCHOBHBIX IIOJIOKEHUH 3aKOHOJATeIbCTBA O IEPCOHANBHBIX JIaHHBIX;
o0UIMX MPUHIMIIOB (QYHKIMOHUPOBAHHS CUCTEMBI 3JIEKTPOHHOTO JTIOKYMEHTOOOOpOTa; OCHOBHBIX
MOJIOKEHUH  3aKOHOJATENbCTBA 00 DIIEKTPOHHOM  IOJIUCH; 3HaHHUA T1I0 NPHUMEHEHUIO
MEPCOHAIBHOTO KOMIIBIOTEPA.

6.3. Hanmnune npodeccnoHaabHbIX 3HAHHMA:

6.3.1. B cepe 3axononarenscTBa Poccutickoit @eneparun: TpynoBoii kojeke Poccniickoit
®enepauun; ['paxnganckuii kogexc Poccuiickoit Penepaunn; denepaibHblii 3aKOH OT 27 HIOJA
2004 1. Ne 79-®@3 «O rocymapcTBEHHOW TpakaaHCckor ciyx0Oe Poccuiickoil denepammmy;
®enepanbublii 3akoH oT 29 gekabps 1994 r. Ne 77-®@3 «O6 o00s3aTenbHOM HK3EMIUISIpE
TokyMeHTOBY; MdenepanbHblii 3akoH 0T 22 okTAOpst 2004 1. No 125-®3 «OO0 apXuBHOM Jeie B
Poccuiickoii @enepanuny; @enepanbublii 3akoH oT 27 utons 2006 1. Ne 149-D3 «O6 unpopmarmu,
MH(OPMALIMOHHBIX TEXHOJIOTUAX U O 3amuTe uHpopmanun»; denepanbHbi 3aK0H 0T 9 (eBpanst
2009 r. Ne 8-@3 «OO0 obecrieueHun JocTyna K MHPOPMALUU O OESITEIBHOCTH TOCYAAPCTBEHHBIX
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OpraHOB M OPraHOB MECTHOTO camoyIpaBieHus»; 3akoH Poccuiickoit @enepammu ot 09 okTA0ps
1992 r. Ne 3612-1 «OcHoBbl 3akoHOnarenscTBa Poccuiickoit ®@epepanuu 0 KyJIbType»; 3aKOH
Poccuiickoit @enepanun ot 15 ampens 1993 r. Ne 4804-1 «O BbIBO3€e M BBO3€ KYJIbTYPHBIX
neHHocrei»; Yka3 Ilpesunenta Poccuiickoit ®enepaunn ot 22 urons 2016 r. Ne 293 «Bompocst
®denepaabHOr0 apXMBHOTO areHTcTBay; 3.7. Yka3 IIpesunenta Poccuiickoit @enepanuu ot 21 mas
2012 1. Ne 636 «O ctpykType (heaepalbHBIX OPraHOB MCIOJHHUTEIBHON BIIACTHY; TOCTAHOBJICHUE
[IpaButensctBa Poccuiickori @enepanun ot 27 aexadps 2006 r. Ne 808 «OO0 yTBepKIeHUU
nepeuHs ¢enepaabHbIX OpPraHOB HCIOJHHUTEIBHOM BIACTH M OpPTraHU3aIMi, OCYIIECTBIISIOLINX
JIETI03UTAapHOE XpaHEeHUe TI0KyMeHTOB ApxuBHoro ¢ponaa Poccuiickoit deaepannn, Haxo A1uxcs B
denepanbHOil cOOCTBeHHOCTHY; mocTaHoBieHue IlpaButenbcTtBa Poccuiickoit ®Penepanuu OT
15 uronst 2009 1. Ne 477 «O06 yrBepxaeHuu [IpaBun aenonpous3BoAcTBa B (henepaibHBIX OpraHax
MCIIOJIHUTENIHOM Bi1acTW»; npuka3 MuHkynbTypsl Poccuiickoit @enepanuu ot 18 suBapst 2007 r.
No 19 «O6 yrBepxknenun IlpaBuin opraHu3zanMM XpaHEHHWs, KOMIUICKTOBaHUs, ydeTa H
UCTIOJIb30BaHUS JTOKyMEHTOB ApxuBHOro Qouaa Poccuiickoir denepanuu U ApYrux apXUBHBIX
JJOKYMEHTOB B TOCYJApCTBEHHBIX W MYHHMIMIAIbHBIX apXWBax, My3esiX M OuOIMOTeKaXx,
opranuszanusax Poccuiickoil akagemMun Hayk»; rnpuka3 Munkyinstypbl Poccun ot 31 mapra 2010 r.
Ne 558 «OO6 yrBepxkaeHun IlepeyHs THUMOBBIX YIPaBIEHYECKUX aPXUBHBIX JIOKYMEHTOB,
o0pa3yromuxcsi B IPOLECCe JEATEIbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OpPraHOB MECTHOTO
caMOyIIpaBJIeHHUs] M OpraHU3alMii, ¢ yKa3aHUEeM CPOKOB XpaHEHUs»; puka3 MUHKYnbTYpsl Poccuu
oT 3 uroHs 2013 r. Ne 635 «O06 yrBepxkaeHuu [lopsiika ucnonb3oBaHusl apXUBHBIX TOKYMEHTOB B
roCyJapCTBEHHbIX U MYHMLMIAIBHBIX apXWBax»; Nmpukaz MuHkynbTypsl Poccun ot 25 aBrycra
2015 r. Ne 526 «O0 yTBep)KJIE€HUU IpaBWJI OpraHU3allMy XpaHEHUs, KOMIUIEKTOBaHUs, yuéTa U
UCIOJIb30BaHUsl JTOKyMEHTOB ApxuBHOro Qonpaa Poccuiickoii denepauuu U Apyrux apXxUBHBIX
JIOKyMEHTOB B OpraHax TIOCYAapCTBEHHOM BIJIaCTH, OpraHax MECTHOIO CaMOYIPAaBICHUS W
opranmuzanusax»; npukas Pocapxusa oT 9 oxtsa6ps 2001 r. Ne 75 «O06 yTBepk aeHUU perjiaMeHTa
['ocymapcTBEHHOTO peecTpa YHHKAIBHBIX JIOKYMEHTOB ApxuBHOTro GoHaa Poccuiickoit denepanun
U OpraHusanuu paboTsl Mo ero co3aanutoy; 3.10. npuka3 Muntocra Poccun ot 2 aBrycra 1999 r.
Ne 38/230 «OO6 yrBepxknenun IlpaBui mepegaun B TOCYJAapCTBEHHBIE apXMBBl  KHUT
rOCyJapCTBEHHON pErucTpali aKTOB TIPaXJAHCKOIO COCTOSHUS, COOpPAaHHBIX M3 MEpPBbIX
HK3EMIUIIPOB 3alMCced aKTOB TPaXKJAHCKOIO COCTOSIHUS, M METPUUECKHUX KHHUI»; TIpUKa3
Munkynstypel Poccun ot 31 wumtons 2007 r. Ne 1182 «OO0 yrBepxkiaeHun IlepeuHss THIOBBIX
apXMBHBIX JOKYMEHTOB, OOpa3ylomMXcsi B HAYYHO-TEXHHYECKOM H  IPOU3BOJACTBEHHOMN
JEATEIIBHOCTH OPraHu3alui, C YKa3aHUEM CPOKOB XPAHEHUS».

Creunanuct - 3KCHepT OTAeNa JOJKEH 3HAaTh MHbIE HOPMATHUBHBIE IPABOBBIE aKTHI U
CIIy’)K€OHbIE JIOKYMEHTBI, PETYJIUPYIOIIME BOMPOCHI, CBA3aHHBIE C O0JACTBIO M BHUAOM €ro
PO eCCHOHAIBHON CITY>KEOHOM esITeIbHOCTH.

6.3.2. Unple npodeccuoHanbHble 3HaHMA: cocTaB  ApxuBHoro ¢onga Poccuiickoit
®denepannn; 0cOOEHHOCTH 000poTa JOKYMEeHTOB ApxuBHOro (onma Poccuiickoit deneparuu;
TEOPUH U NPAKTHKH apXUBHOTO Jeja; MOPSAIOK OOECIeYeHUs COXPAHHOCTH U TOCYAAapCTBEHHOTO
yueTa JIOKYMEHTOB; Hay4yHble U METOJAMYECKUE pa3padOTKH, TEXHUYECKUE TPEOOBAaHUS CTaH/IapTOB
B 00iacTu oOecredyeHuss COXpPAaHHOCTU JOKYMEHTOB; IEpelOBONH OTEYECTBEHHBIH M 3apyOexHbIN
ONBIT B 00JIACTH TOCYAApCTBEHHOTO ympaBlieHUuss M B cdepe obecrneyeHUs: COXPAaHHOCTU U
roCyJapCTBEHHOTO Y4eTa JIOKyMEHTOB; METObl MOATOTOBKM METOJNYECKHX MOCOOUI; MPUHIIUIIOB
OpraHM3ali JIeATEIbHOCTH B cdepe obOecredeHHs COXPaHHOCTH U TOCYJapCTBEHHOTO yueTa
JIOKYMEHTOB; OCHOBBI JTOKYMEHTALlMOHHOTO OOECIIEUEHUsS YIpaBJIEHUS; MOPSJA0K COCTaBJICHUS
IUIAHOBO-OTYETHOM JIOKYMEHTAllUW; HOPMATHUBHBIE M METOJAMYECKHE JOKYMEHTHI, Kacarolluecs
NeSITeIbHOCTH apXUBa; CHUCTEMBbl XpPaHEHUS M KIacCU(UKALMU apXHUBHBIX JOKYMEHTOB; BH[IbI
CIIPaBOYHO-TIOMCKOBBIX CPE/ICTB apXMBa; MOPSI0K COCTABIECHUS TUIAaHOBO-OTYETHOM TOKYMEHTALINH;
OCHOBBI JIOKYMEHTAIIMOHHOTO 00€CTIeUEeHUs YIIPABICHHS.

6.4. Hamnune QyHKIMOHAIBHBIX 3HAHWUH: IIEHTpaJIM30BaHHAs W CMelIaHHas (GopMbl
BEJICHUS [JI€JIONPOU3BOJCTBA; CHUCTEMA B3AaUMOJICHCTBUS B paMKax BHYTPHUBEIOMCTBEHHOI'O U
MEXBEJJOMCTBEHHOT'0 3JIEKTPOHHOTO TOKYMEHTO000pOTA.

6.5. Hanmnune 0a30BBIX YMEHHM: MBICIUTh CHUCTEMHO (CTpPAaTErWyecKH); IJIaHUPOBATH,
paLMOHATIBHO UCIIOJIb30BaTh CIYKEOHOE BPEMsI U JOCTUTaTh pPe3yJIbTaTa; yIpaBisaTh U3MEHEHUAMHU;
PYKOBOJIUTH  IMOAYMHEHHBIMH, 3()()EKTUBHO IUIAHUPOBATh, OPraHU30BBIBATH  paboOTy U



3

KOHTPOJIMPOBATh €€ BBINOJIHEHUE; ONEPATHBHO NMPUHMMATh M PEATU30BBIBATH YIPABICHYECKUE
pellIeHns ; KOMMYHUKAaTUBHBIE YMEHHUS.

6.6. Hamnune mnpodecCHOHANBHBIX YMEHUN, HEOOXOJMMBIX JJIsi BBHITOJHEHUS pPabOTHI B
cdepe, COOTBETCTBYIOIICH HANpABICHUIO MAEATENBHOCTH OTAeNa, B TOM YHCIE: IPOBEICHHE
METOAMYECKONH M KOHCYJIbTaTMBHOM pabOThl IO BOMNpPOCAM apXMBHOIO Jejia; paboTa ¢ JaHHBIMU
CTaTUCTHYECKOW OTYETHOCTH; pabora B cepe oOecredeHus: COXPaHHOCTH U TOCYJapCTBEHHOTO
ydeTa JOKYMEHTOB BJIaJICHUE METOJUKONW aHalu3a COCTOSIHUA PabOThl apXUBHBIX YUPEXKIECHUH U
(denepanbHBIX OPraHOB HCIOJHUTEIBHON BJIACTH MO KOMIUIEKTOBAHHIO M JOKYMEHTAIHOHHOMY
00€CIeYeHNI0 YIPABJICHUS; BEJCHUE LEHTPAIN30BAaHHOIO T'OCYAAPCTBEHHOI0 ydeTa JOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoii deneparyy, HaXOAAMUXCS HA BpEMEHHOM XpaHEHUH B OpraHax u
OpraHu3alysaX, BBICTYNAIOIIMX B KAuyeCTBE HCTOYHMKOB KOMIUIEKTOBAHUS  (elrepaiabHbIX
rOCyJapCTBEHHBIX apXHMBOB, T'OCYJApCTBEHHBIX apXWBOB cyOBekToB Poccuiickoii deneparmu,
MYHUIUIAIbHBIX APXUBOB, a TAKXKe HAXOASLIMXCS HA JCMO3UTAPHOM XpaHEHUU B (elepasbHbIX
OpraHax MCIIOJHUTEIBHON BJIACTH U OPraHU3ALUIX; A 00eCTIeUYeHHs BBIITOJHEHHS TOCTABICHHBIX
PYKOBOJCTBOM  3a7ay, 3((EKTUBHOr0 IJIAHUPOBAHUS CIYXKEOHOrO BpPEMEHH, aHaluu3a U
IPOTHO3UPOBAHUS JESITEIHHOCTH B IOPYUYCHHOU cdepe, MCIOIb30BaHMs ONbITa U MHEHHS KOJUIET,
paboThl C BHYTPEHHMMH M HepupepuilHbIMH YCTPOHCTBAMM KOMIbIOTEPA, HH()OPMAIIMOHHO-
KOMMYHUKAIIUOHHBIMU CETAMHU (B TOM 4ucCle ¢ ceTblo VIHTEpHET), B OlepalMOHHOM cucreme, B
TEKCTOBOM PEIAKTOPE, € NEKTPOHHBIMU TabIMIIaMu, ¢ 6a3aMU JaHHBIX; YIPABICHUS IEKTPOHHON
MOYTOM; TMOATOTOBKH MPE3CHTAIMH, HCIOJIb30BaHUS TIpadUIecKnX OOBEKTOB B 3JIEKTPOHHBIX
JIOKYMEHTaxX, INOATOTOBKH JI€JI0BOI KOPPECIIOHACHIINN U aKkTOB MHCIeKkuuy.

6.7. Hammune (QyHKIMOHATNBHBIX YMEHUH: TIPOBEIEHHE WHBEHTAPH3AIMA TOBAPHO-
MaTepUaIbHBIX LIEHHOCTEN; BEACHNUE YUeTa U OTYETHOCTU PAaCXOJ0BaHMsI KaHLEISPCKUX TOBAPOB U
Ipyroi OyMaXKHOM MPOAYKLUMH, HEOOXOAMMBIX XO3SHCTBEHHBIX MAaTEpHallOB; IIPUEM, Y4eT,
00paboTKa U perucTpanus KOppecrnoHIeHIMH, KOMIIJIEKTOBaHUE, XpaHEHHE, YUeT U UCIOIb30BAHUE
ApXMBHBIX JOKYMEHTOB, BblJJa4a APXUBHBIX CIIPABOK, COCTABICHNE HOMEHKJIATYPHI JEII.

1. lokHOCTHBIE 00SI3AaHHOCTH, IPABA U OTBETCTBEHHOCTH

7. OcHOBHBIE TIpaBa M OOSA3aHHOCTH CHEIMAINCTA - SKCIEpTa OT/ea, a TaKXKe 3alpeTsl,
OTpaHUYEHUs] U TpeOOBaHMS, CBS3aHHbIE C T'PaKJAHCKON CIyXO00MH, KOTOpbIE YCTaHOBIJIEHBI B €r0
OTHONICHHWH, TpPEeIycMOTpeHbl cratbsmu 14,15, 16, 17, 18, 19, 20,20.1 u 20.2 ®deaepanbHOTrO
3akoHa OT 27 utons 2004 r. Ne 79-03 «O rocynapcTBeHHOM TpakaaHcKoi ciyxOe Poccuiickoit
Denepanun.

8. B nemsax peanuzanuu 3a1a4 U QyHKIMHA, BO3JIOXKEHHBIX HAa OTAEN, CIELUAINUCT — HKCIEPT
oTJiena 00s13aH:

- KOPPEKTHO M BHUMATEJIBHO OTHOCHUTBHCS K HAJOTOIUIATENIBIIUKAM, UX IPEIACTABUTEIAM U
MHBIM YYaCTHUKaM HaJIOTOBBIX ITPaBOOTHOLICHMI;

- o0ecrieunBaTh CTPOroe COOJIIOJICHHE 3aKOHHBIX MHTEPECOB I'pakJlaH, OpraHu3alluil U UX
JOJIKHOCTHBIX JIUIL;

- OCYIIECTBIIATD:

®  PETUCTpAIMI0O HAJOTOBOM W OyXTanTepCKOW OTYETHOCTH Ha OyMa)XHBIX

HOCHUTEJISIX, MOCTYNAONIEH 0 MOYTE;

e 00paboTKy W pacrpeneieHHe MOCTYNAIOIUX JOKYMEHTOB, NMpeIHAa3HAYCHHbIX

JUIL paCCMOTPEHMSI HAYaJIbHUKOM MHCIIEKIIMH, 3aMECTUTENIIMU HadaJlbHUKa WHCIEKIUM U

HaIpaBJIEHUE UX UCIIOTHUTEISM;

e 00paboOTKy JOKYMEHTOB, IIOCTYMAIOIIUX M3 TOYTOBOIO OTAEICHUS U

JOKYMEHTOB, noctynatouux u3 skcrneauuuu Y ®HC Poccun no r.Mockse;

® IIpUEM M PpErucTpanuio JOKYMEHTOB (3asBIIEHUH HaJIOTOIUIATEIBIINKOB -

(GuU3MYEeCKUX JIUI Ha BO3BPAT HAJIOTOB), NOCTYNAIOIIUX U3 OTAENIa KaMepalbHbIX IPOBEPOK

Ne 2 n mepegaya ux 1mMoJ poCHHCh B OT/EN YPEr'YIMPOBAHUS 33JJ0JDKEHHOCTH M 00eCTIeYeHHUs

nporeayp 0aHKpOTCTBA;

e paboTa c apXUBOM MHCIEKIIUY;
® IIpUEM KOPPECHOHJEHIMH OT HAJIOTOIUIATENbIIMKOB B OIEPALMOHHOM 3ajIe
MHCIEKLINN;



® perucTpainuio BXxojsmed kKoppecrnonHiaeHimu B Oaze  «Kanmemspus-3IT
(oOpamienusi rpakaaH, MHTEpHET-00paIIeHus U 3asBJICHUs mocTynaronue yepes JIK2)y»;
®  -perucTpalMio  BXOJsIIed  KoppecmoHjaeHuun B 0Oasze  «Kannemspus-

DKCneauIus» MOCTynarolel Kak Ha 0yMa>KHOM HOCHUTEJIE, TaK U B 3JIEKTPOHHOM BU/IE;

- OCYIIECTBIIATh WHbIE (PYHKIHMH, MPEIYCMOTPEHHbIE 3aKOHAMU M MHBIMH HOPMATHBHBIMU
npaBoBbiMU akTamu Poccuiickoit ®enepaunun, npukazamu (pacnopspkeHusmu) ®HC Poccun,
VYnpasnenus, THCIIEKIIMY MO HAIIPABJIEHUIO IEATEIbHOCTH OT/IENA;

- TOTOBUTh OTBEThl Ha IMHUCbMEHHBIE 3alPOCHl HAJOTOIUIATENIBIIMKOB, a TaKXKe HHBIX
OpPraHoB, 110 BOIIPOCAaM, BXOJSAILIUM B KOMIIETEHIIMIO COTPYIHHUKA

- opMHpOBaTE YCTAHOBJICHHYIO OTYETHOCTh IO TMPEAMETY IEATCIHOCTH OTeNa, cOop
uH(popMauu U3 HHPOPMAIIMOHHBIX pecypcoB MHcHeKuu uisi COCTaBiICHHs] OTYETOB MO MPEAMETY
JIeATETbHOCTH OT/IENa;

- OCYIIECTBJIATH MOATOTOBKY MH(OPMALMOHHBIX MaTepHaJIOB Al pykoBoacTtBa Otaena u
HNucnexkuuu 1 o Bonpocam, HaXOJAIIUMCS B KOMIIETEHIIUU OTJIENa;

- OCYIIECTBJIATH MOJATOTOBKY MH(OpPMALUU AJIS MPEAOCTaBICHUs B YTMpaBlIeHHE, a TaKKe
uH(OpPMAIIUU TI0 KOHTPOJIBHBIM ITUChMaM Y IIPaBJICHHUS;

- UCTIOJIHATh TMOPYYEHUs HAYyaJbHUKA OT/AENa, 3aMECTUTENsl HadyaJlbHUKA WHCIIEKIUH,
KYPHUPYIOILIETO JIAaHHOE HaIlpaBJICHUE JCSITEIbHOCTH;

- cOOMIOIaTh CPOKU UCTIOJTHEHHS IOKYMEHTOB, 33JJaHUI U TOPyUYEHUH;

- OCYIIECTBJIATh  pabOTy B  aBTOMATH3WPOBAHHBIX  WH(MOPMAIMOHHBIX  CHCTEMaXx,
pa3paboTaHHBIX ISl HAJIOTOBBIX OPTaHOB,

- obecnieynBaTh CBOEBPEMEHHBIN BBO/JI JAaHHBIX B MH(OPMAIIMOHHBIN pecypc;

- y4acTBOBaTh B OPraHU3allMd U OCYIIECTBICHUU MEPOINPHUATUN MO MNPOoQecCHOHATbHON
MOATOTOBKE U TMEPENOArOTOBKE KaApOB Il HAJIOTOBBIX OPraHOB, IPOBEJACHHUH COBEIIAHHM,
CEMHUHApOB 10 BOIIPOCAaM, BXOJAIIUM B KOMIIETEHIIUIO OT/IENA;

- 0epeyb TOCYJapCTBEHHOE HMYIIECTBO, B TOM YHCIE MPEAOCTABICHHOE €My JUIs
MCIIOJTHEHUS TIOJDKHOCTHBIX 00S13aHHOCTEH, 0OecreunBaTh €ro 1eJIeBOe UCIIOIb30BAHUE;

- coOIroaTh IPaBUJIa U HOPMBI OXPaHbI TPyAa U TEXHUKH 0€30TacCHOCTH;

- OEpEeKHO OTHOCUTHCS K CBOEMY CIIY)KEOHOMY YIOCTOBEPEHHUIO W TPUHHUMATh MEpHI MO
HEJIOMYIIEHUIO €T0 YTPaThI,

- cOOMIOaTh MpaBUIIa SKCILTyaTallid OPTTEXHUKH, HE JOMYCKaTh K paboTe Ha TEXHUYECKUX
Cpe/cTBax MOCTOPOHHUX JIUII,

- cOOMIIOaTh YCTAaHOBJIECHHYIO B MHCHEeKIMu cyOopIMHaIii0, TpaBuja JIeI0BOTO OOIICHUS
Y HOPMBI CITY’K€OHOT'0 3THUKETA;

- obecnieynBaTh COOJIIOJICHUE HAJIOTOBOM M HMHOW OXpaHSIEMOW 3aKOHOM TallHBI B
cootBeTcTBUU ¢ HamoroBeim komekcom Poccuiickoit @enepanuu, QenepalbHbBIMH 3aKOHAMHU U
WHBIMU HOPMAaTUBHBIMH IPABOBBIMU aKTaMHU;

- lepeaBaTh Jena, Haxojdmuecs B paboTe 3aMellarolieMy COTPYIHUKY IMpH yXOJe B
OYepeHON OTIYCK, OTITYCK 0€3 COXpaHEHHUsI IEHEKHOTO COJIEP KaHMSs, TOMOJTHUTEIbHBIN OTITYCK C
COXpaHEHHEM CpeJIHEro 3apaboTKa;

- coomonate Komekc >THKM W ciy:keOHOTO TOBEIEHUS TOCYAapCTBEHHBIX TPAKIAHCKHUX
cnyxamux DenepanbHON HATOTOBOU ciy:k0bI, Cily’)keOHOTO pacmopsi/ika HHCIIEKIHH, CITy>KeOHOU
cyOopauHaIu;

-BECTHU B YCTaHOBIIEHHOM TIOPSAKE JAENOMPOU3BOACTBO, OOECHEUYMBATh COXPAHHOCTH
JIOKYMEHTOB ¥ OJJAHKOB CTPOTOM OTYETHOCTH;

- obecrieuynBaTh XpaHEHHE U CAaYy B apXUB JOKYMEHTOB OT/IENA.

9. B mensx UCHOTHEHUS BO3JIOKCHHBIX JODKHOCTHBIX O0S3aHHOCTEH CIICITHAITUCT - DKCIIEPT
OT/IeJla UMEET IIPaBo:

- 3ampalmBaTh W TOJMy4aTh B YCTAHOBJICHHOM TOPSIKE HEOOXOIMMBIE MaTEPHAIBI IO
BOIIPOCAM, OTHOCSIIIIUMCS] K KOMIIETEHIIMH OTJIeNa,;

- BHOCHTb TPEIJIOKCHUSI HAYaJIbHUKY OT/IeJIa TI0 COBEPIIEHCTBOBAHUIO PAOOTHI OT/CIA;

- IOJIy4aTh B YCTAHOBIIEHHOM TOPSAKE OT OTAeNoB MHCIEKIMN HEOOXO0auMble MaTeprabl
0 BOTIPOCaM, OTHOCSAIIIUMCS K KOMIIETEHIIUH OT/CIa;

- 3HAKOMUTHCSI CO CBEJCHUSMM, COCTABIISIIOUIMMU TOCYAAPCTBEHHYIO TallHY, MPU HATUIUHU
0(hOPMIIEHHOTO JIOTyCKa K TOCYAapCTBEHHOM TaiHE,



- Ha 3aIUTy CBOMX NIEPCOHAIBHBIX JaHHbIX;

- Ha Tmpo¢ecCHOHANbHOE pa3BUTHE B TMOPSAIKE, YCTAHOBICHHOM 3aKOHOAATEIbCTBOM
Poccuiickoit denepaiuu;

- Ha YAAJCHHBIN JOCTYM K (eaepaabHbIM HHPOPMAITMOHHBIM PEeCypcaM, COIPOBOKIAEMBIM
OKYVY «Hanor-Cepsucy ®HC Poccun (npu Hanuaumn);

- 3HAKOMHUTBCA C OT3BIBAMHU O MPO(ECCHOHATBHON CITY)KEOHOH AEATEIIbHOCTH U APYTHMHU
JOKyMEHTaMHU [0 BHECEHHMS UX B JIMYHOE [JEJI0, C MaTepuajgaMH JIMYHOIO Jejla, a TaKkKe Ha
nproOIIeHNE K INYHOMY JIeTY MTMCbMEHHBIX OOBSICHEHUH U IPYTUX JOKYMEHTOB 1 MaTepUAJIOB;

10. Crenpanucr - SKCHEpT OTHela OCYLIECTBISAET HHbIE IpaBa M MCIOJHSAET HHbIE
00513aHHOCTH, TPEAYCMOTPEHHBIE 3aKoHOMaTenbcTBOM Poccuiickoit ®eneparuu, Ilonoxenuem 00
Nucnekiuu, [lomoxxernem 06 otaene, npukazamu (pacnopspkenusimu) @HC Poccun, Ynpasnenust
u UHcnexuun.

11. Cenenuanuct - SKCHEpT OTAENa 32 HEMCIIOJHEHME WM HEHAJJIeXallee HCIIOJIHEHHE
JOJDKHOCTHBIX  00S13aHHOCTEH MOXET OBITh NPUBJICYEH K OTBETCTBEHHOCTH B COOTBETCTBUU C
3aKkoHoAarenscTBOM Poccuiickoin @enepaunu. Kpome Toro, crenuanuct - SKCIEpT OTIeNa HECET
OTBETCTBEHHOCTb!

- 332 HEUCIIOJIHEHUE 3aJaHUM, NPUKA30B, PACIOPSIKEHUN M yKa3aHUN BBILIECTOSALIMX, B
HOPSAJKE NOJUYMHEHHOCTH PYKOBOJUTENEH, 32 CKIIIOUEHUEM HE3aKOHHBIX;

- 32 HECBOEBPEMEHHOE DPACCMOTPEHHUE, B Ipelielax CBOUX JOJKHOCTHBIX OO0sS3aHHOCTEH,
oOpamieHnii rpaxkaaH U OOIIECTBEHHBIX OOBEAMHEHHUH, a TakKe TOCYJapCTBEHHBIX OpPraHOB,
YUPEXKJEHUM, OPraHu3alnil 1 OPraHOB MECTHOT'O CaMOYIIPaBIICHUS;

- 32 UMYIIIECTBEHHBIH yI1ep0, IPUUUHEHHBIH 110 €r0 BUHE;

- 32 pasriaileHue ToCyIapCTBEHHON U HAJIOrOBOM TailHbl, MHOW MH(OpPMAINK, CTaBIIEH eMy
M3BECTHOM B CBSI3M C UCIIOJIHEHHEM JOJDKHOCTHBIX 00S3aHHOCTEH;

- 3a JieficTBUe WM Oe3leiCTBHe, NMpHUBElIee K HApPYIICHUIO IPaB M 3aKOHHBIX MHTEPECOB
rpaXKaaH;

- 33 HEJIOCTOBEPHBIE TaHHBIE, KOTOPBIE UCIIOJIB3YIOTCA JUIsl COCTABIIEHUSI OTUETHOCTH;

- 32 HECOOJI0/IEHNE CITY>KEOHON U UCTIOTHUTEIHCKON JTUCITUTIIIMHBL,

- 32 He 0OecreYeHne COXPAaHHOCTHU CITyKEOHOTO y10CTOBEPEHUS;

- 3a HEKOPPEKTHOE W HE BHHUMATEIbHOE OTHOUICHHWE K HAJIOTOILIATENbIINKAM, HX
IIPEJICTAaBUTENSAM U UHBIM yYaCTHUKAaM HaJIOTOBBIX IPABOOTHOLIECHUM

-3a HEcOONII0/IEHHE OrpaHUYEHUN, CBA3aHHBIX C TPOXOXKJIEHHEM TOCYIapCTBEHHOU
IPaXXJJTaHCKOMU CITy>KOBbI;

- 3a HapymeHue Koaekca 3TUKK U CITy>K€OHOT0 MOBEEHUS TOCYIapCTBEHHBIX IPaXAaHCKUX
ciyxamux degepanbHON HAIOTOBOM CITYXKOBI;

- 3a HecoOumoieHne (enepaabHbIX 3aKOHOB M HOPMATHBHBIX MPABOBBIX akTOB Poccuiickoi
®enepanyy, HopMaTuBHBIX IpaBoBbiX akToB PHC Poccum, Ynpasnenus, MHcnekuuu, HHBIX
JOJIKHOCTHBIX O0OSI3aHHOCTEM, MPEeayCMOTPEHHBIX HACTOSAIIMM PeriamMeHToM B COOTBETCTBUU C
YTOJIOBHBIM, aIMUHUCTPATUBHBIM, IPaX1aHCKUM 3aKOHOJATEIbCTBOM, a TAKKE 3aKOHOIaTEIbCTBOM
0 rpaKIaHCKOU ciryx0e.

V. IlepeyeHb BONPOCOB, 10 KOTOPBIM CIIELHAJHUCT — IKCIEPT OT/iesia BIpaBe WM 00513aH
CaMOCTOSITE/IbHO NIPMHUMATH yNIPABJIeHYECCKHE U HHbIE PelIeHus!

12. Tlpu WCTONHEHUH CIIYy)KEOHBIX OOS3aHHOCTEH CIIEIMATUCT - SKCIEPT OT/eja BIIpaBe
CaMOCTOSTENIBHO IPUHUMATh PEIICHMS 110 BOIIPOCAM:

- BBITMOJIHEHUS PeIICHUH 1o peanu3auy (yHKIMH HAIOTOBOT'O aIMUHUCTPHPOBAHUS;

- peanu3anuu  3akoHojatenbcTBa Poccuiickon ®enepanuu, nopydsennit @HC Poccun,
VYmpasnenus u pykoBojactsa MHcneknuuy,

- OLIEHKHM TMpPaBWJIBHOCTH MPHUMEHEHUS Mep OTBETCTBEHHOCTH, NPEIyCMOTPEHHBIX
3aKoHomarenbCcTBOM Pocculickoit denepanuy, 3a COBEPIICHNUE HAJIOTOBBIX HAPYILICHUH;

- obecrieyeHus COONIOJICHUST HAJIOTOBOM W WHOW OXpaHsSEMOW 3aKOHOM TaWHBI B
coorBercTBUM ¢ HamoroBeiM kogekcom Poccuiickoit @enepanuu, ¢enepaabHbIMH 3aKOHAMH,
WHBIMA HOPMAaTUBHBIMH [TPAaBOBBIMU aKTaMU;

- peayin3alMy MOJHOMOYMH B paMKaX COOTBETCTBYIOLIEH KOMIIETEHLIMH, B COOTBETCTBHUHU C



nojoxxeHneM 00 VHcmeknuu, TmojokeHHeM 00 oOTaene, 3aKOHOAATEeNLCTBOM Poccuiickoi
denepaunu;

- UH(QOPMHUPOBAHUS BBILIECTOSIIETO PYKOBOJUTENS AJI MPUHSTHS UM COOTBETCTBYIOILETO
pelIeHHs;

- COOTBETCTBUSA MIpe/ICTaBICHHBIX JIOKYMEHTOB TpeOOoBaHUAM JEICTBYIOIETO
3aKOHOJIATENICTBA;

- BOBHMKAIOUIUM TIPU PACCMOTPEHHM 3asBICHUI, NPEUIOKEHUN, Kanod TpaxiaH u
IOPUINYECKUX JTHII;

- UHBIM BOIMpOCaM, MPEAyCMOTPEHHBIM IMoyiokeHueM o0 HHcnekiuu, mnoiokeHueM o0
OTJIeJie, MHBIMA HOPMATHUBHBIMH aKTaMH.

13. Ilpu ucCHOTHEHUU CIY)KEOHBIX OO0S3aHHOCTEW CIEMAIMCT — JKCIEpT OoTxaena o0s3aH
CaMOCTOSITENIbHO IPUHUMATD PELICHHUS IO BOTIPOCAM:

- IpUMEHEeHMsI  3aKoHojaTesnbcTBa  Poccuiickoit  @expepallii B COOTBETCTBUHM  C
JOJKHOCTHBIMU O0S3aHHOCTSIMH U YCTAHOBJIEHHBIMU TIOJTHOMOYHSIMH;

- obecrieyeHust COONIOACHMUS HAJIOTOBOM M WHOW OXpaHsAEeMOM 3aKOHOM TaillHBI B
cootBercTBUM ¢ HamoroBeiM koaekcoMm Poccuiickoii ®denepaunu, QenepajbHbIMU 3aKOHAMH,
WHBIMU HOPMaTUBHBIMH [TPABOBBIMU aKTaMU;

- HHBIM BOIIPOCAM.

V. IlepeyeHb BONPOCOB, 10 KOTOPBIM CIIEIHAIHUCT -3KCIEPT 0TAe/a BIpaBe WIn
00513aH y4acTBOBATh NIPU NOAT0TOBKE NMPOEKTOB HOPMATHBHBIX IPABOBBIX AKTOB
U (WJIM) IPOEKTOB YNPaBJIeHYeCKUX H MHBIX pelleHuil

14. CnenmanmucT - 3KCHEepT OT[eNna B mpenenax (yHKIIMOHATBLHOW KOMIICTCHIIMH BIIPaBE
y4acTBOBaTh B IOJArOTOBKE (0OCYKIEHHH) HOPMATUBHBIX IPAaBOBBIX AaKTOB U (WJIM) MPOEKTOB
YIPaBICHYECKUX, MHBIX PEIIEHU IO BOIIPOCaM:

- OpraHuzanuy paboThl OT/IeNa, M0 PeAIN3aluU BO3JIOKEHHBIX Ha HETO 33/1a4 U (YHKINH;

- BoinonHeHust nopydenuit  ®HC Poccum, VYmpasnenus, pykoBojacTBa HMHcnekiuu,
peann3alnyuy UHBIX MTOJHOMOYMM, YCTAaHOBIIEHHBIX JEHCTBYIOIIMM 3aKOHOAATENbCTBOM Poccuiickoin
denepannu;

- IPUHATHUS PELICHUH, Kacarouuecs AeATENbHOCTH OTAENA,

- HHBIM BOIIPOCAM.

15. Crenmanuct - sKcnepT oTjena B mpenenax (QyHKIMOHAJIBHOW KOMIIETEHLIMH 00s3aH
y4acTBOBAaTh B IOJATOTOBKE (0OCYXAEHUN) IPOEKTOB TOKYMEHTOB:

- rpaduKa OTIYCKOB IPAXKAAHCKUX CIYKALIMX U paOOTHUKOB OT/eNa,

- HHBIX aKTOB I10 NOPYUYEHHUIO HaYaJIbHUKA OT/IENIa.

V1. Cpoku u npoueaypsl NOATOTOBKH, PACCMOTPEHHS IIPOEKTOB
YIPaBJeHYECKHUX U HHBIX PeLIeHUH, MOPSAAOK COIIACOBAHUS
U MPUHATHS JAHHBIX peleHui

16. B cOOTBETCTBHM CO CBOMMH JIOJDKHOCTHBIMH OOS3aHHOCTSIMH CIICIIHAIUCT — JKCIIEPT
oT/Aella IPUHUMAET pEUICHUS B CPOKHM, YCTAHOBJIEHHBIC 3aKOHOJATEIbHBIMM UM HWHBIMHU
HOPMAaTHBHBIMH IIPABOBBIMM akTaMu Pocculickoin @enepanyu.

VII. Iopsaok cayxkeGHOT0 B3auMo/1eiicTBHSI

17. B3aumoelicTBHE CTICIMAINCTa - IKCTIepTa oT/1eNa ¢ ¢peaepabHBIMU TOCYAapCTBEHHBIMHU
IPpaXJIAHCKUMH chyXamuMu U pabdotHukamu Mucnekuuu, VYmnpasnenus u OHC Poccun,
rOCY/IapCTBEHHBIMU CITY>KAalIUMU U PaOOTHHKAMHM HHBIX TOCYAAPCTBEHHBIX OPraHOB, a TaKXKe C
JpYTMMH TpakJaHaMU M OpraHM3alMsIMH CTPOMTCS B paMKaxX JAEJIOBBIX OTHOUIEHMH Ha OCHOBE
OOIIMX NPHHLHUIIOB CIY’)KEOHOrO TMOBEACHUS TPAKIAHCKUX CIYXalllUX, YTBEPKICHHBIX YKa3oM
[Ipesunenta Poccuiickoit ®@enepanmu ot 12 aBrycra 2002 r. Ne 885 «O0 yTBepkIeHUU OOIIUX
INPUHIUIOB  CIIY’)KEOHOTO TOBEAEHUS TOCYAAPCTBEHHBIX CIyKAllUX» (C U3MEHEHUSAMH U
JIOTIOJTHEHUSAMHU), U TpeOOBaHMHM K CIy)XKeOHOMY IIOBEIEHUIO, YCTAaHOBJICHHBIX cTaTbed 18



®depnepanbHoro 3akoHa ot 27 urosst 2004 r. Ne 79-D3 "O rocynapcTBEHHON TpaXIaHCKON CITyx0e
Poccuiickoit @enepanun', a Takke B COOTBETCTBUU C MHBIMU HOPMATUBHBIMH MPABOBBIMU aKTaMU
Poccuiickoit ®eneparuu u npukazamu (pacnopspbkeHusmu) DHC Poccuun, VYmnpaenenus wu
Nucnekiuu.

VIII. Ilepedyenb rocy1apcTBeHHbBIX YCJIYT, 0Ka3bIBaeMbIX IPakKIaHAM H
OpPraHu3auMusaM B COOTBETCTBHH € A/AMMHUCTPATHBHBIM PErJIaMEeHTOM
®egepanbHON HAJIOTOBOM CJIYKOBI

18. 'ocynapCTBEHHBIE YCIYTH HE OKA3bIBAIOTCS

IX. Iloka3aTtenn 3(ppeKTUBHOCTH U Pe3yJIbTATHBHOCTH
npodecCHOHATILHOM CIIyKeOHOM 1eATeILHOCTH

19. DpdexTuBHOCTS MpOodeccnoHaNbHON CIyXKEOHON NeATENbHOCTH CIeluaInucTa —
HKCTIepTa OT/IeJIa OLIEHUBAETCS 110 CIEAYIOIMINM TTOKA3aTeIsIM:

- BBIIIOJIHSIEMOMY 00BEeMYy pabOTbl MU WHTEHCHBHOCTH TpYJIa, CIOCOOHOCTH COXPAHSThH
BBICOKYIO  PabOTOCIIOCOOHOCTh B OKCTPEMATbHBIX  YCIOBHSX, COOJIFOJICHUIO  CITYKeOHOM
JUCIUILIINHBI,

- CBOEBPEMEHHOCTHU ¥ ONIEPATHUBHOCTH BBIIIOJHEHHS TOPYYCHHIA;

- KQUeCTBY BBINIOJHEHHOW paboThl (MOATOTOBKE JOKYMEHTOB B COOTBETCTBUU C
YCTAHOBJICHHBIMH TPEOOBAHUSMH, MOJHOMY M JIOTHYHOMY H3JIOKEHUIO Marepuaia, IOpHIAYeCKU
rPaMOTHOMY COCTaBIICHUIO JIOKYMEHTa, OTCYTCTBUIO CTWJIMCTUYECKMX M TpaMMaTHYECKHX
ommooK);

- mpopeccoHAIbHON KOMIETEHTHOCTH (3HAHMIO 3aKOHOJIATEIbHBIX M MHBIX HOPMATHBHBIX
NPaBOBBIX aKTOB, IIUPOTE MPOPECCHOHATHHOTO KPyro3opa, YMEHHUIO padoTaTh C JOKYMEHTAMH );

- CIOCOOHOCTH YE€TKO OPraHM30BBIBAThH U MJIAHUPOBATH BBINOJIHEHUE MOPYUYEHHBIX 3aJJaHUH,
YMEHUIO PallMOHAIBHO HCIIONB30BaTh pabouee BpeMs, PaCCTaBIISATh IPUOPHUTETHL;

- TBOPUYECKOMY MOAXOJY K PELICHUIO MOCTABJICHHBIX 3ajay, aKTUBHOCTH W MHUIMATHBE B
OCBOCHMH HOBBIX KOMIBIOTEPHBIX H HWH(POPMAIIMOHHBIX TEXHOJOTHHA, CIOCOOHOCTH OBICTPO
a/IalITUPOBAThCS K HOBBIM YCIIOBHSM U TPEOOBaHMSAM;

- OCO3HAaHHIO OTBETCTBEHHOCTH 3a IIOCJIEICTBHSI CBOUX JEHUCTBUI, IPUHUMAEMBIX PEIICHUMN.



