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THUITOBAA TOJIKKHOCTHAS UHCTPYKIIA

JenonponsBoauTens
OTZHeJIa aAMHHUCTPATABHOIO U (PMHAHCOBOro obecriedeHus Ypannenus Oenepanbuoi cay k051
110 Hax30py B cdepe cra3u, HHGOPMANMOHHEIX TEXHOIOI M
¥ MaCCOBBIX KOMMYHHMKaIuii 110 Pecybnuke Bypsarus

1. OBIIME ITOJIOKEHIS

1.1 Hacrosmas DO/DKHOCTHAS HHCTPYKUHS pa3paGoTaHa B COOTBETCTBHUH C IIOJIOKECHUIMHE
Tpynosoro xomexca Poccuiickofft ®enepanuu ¥ HMHBEIX HOPMATHBHEIX aKTOB, PEryIHPYOLIHX
TPyZOBBIC IIpaBOOTHOWICHHS B Poccuiickoii Penepamwm. J0ODKHOCTHAS MHCTPYKIHS —SBIACTCS
IPHIIOKEHHEM K TPYZOBOMY IOTOBODY.

12 JlomxkHOCT:  [AENONPOM3BOJMTENS OTAENa aAMHHWCTPATMBHOTO M (DMHAHCOBOIO
obecrneuenus VYupasnenus DefepanbHOM CIyXOb 0 Hamsopy B Chepe CBA3H, HH(POPMAIHOHHBIX
TEXHOJIOTMH 1 MaCCOBBIX KOMMYHHKaIui 110 PecrryOimke Byparis (nasee - nesionponsBoquTeNs) OTHOCHTCS
K pabOTHMKAaM, 3aMeMaiollM JOJDKHOCTh, HE ABISIOICHCS JOIDKHOCTHIO  (hefepanbHOMN
TOCYNApCTBEHHOM  IpakaaHCKOH  ciyxObl. JIOJDKHOCTD  JeNONPOMSBOAMIENS  OTHOCHTICH K
npodeccuonanbHol kpamubuKauonHoH rpynne «OOIeoTpacieBsle JOKHOCTA CIIYKAIuX TepBOTo
YPOBHS», YTBEPKICHHON IpHKa3oM MHHUCTEPCTBA 3APABOOXPAHEHHS H COLHUAIBHOTO Pa3BHTHA
Poccmiickoli  @exepammm ot 29.05.2008r. Ne247u  «O6  yreepxmeHum upodeCCHOHANBHBIX
KBATA(QHUKAIMOHHBIX TPYIII OOIIEOTPACHeBBIX IPyNl NODKHOCTEW PYKOBOJWTENEH, CHEIUATIACTOB H
CITYKaIIUX ».

1.3 HammeHOoBaHmE JOKHOCTM B COOTBETCTBHH CO IITAQTHEIM  paClACAHHEM —
JIEIIOTIPOH3BOIATENI.

1.4 Ha3naueHwe Ha MAODKHOCTH: W OCBOOOXKIEHHE OT JOJDKHOCTH JEIONPOHM3BOIMTENSL
OCYHIIECTBIICTCS B COOTBETCTBHMM C 3aKOHOJATeNbCTBOM Poccuiickolt ®enmepanum u odopmiisercs
IPUKa30oM pyKoBoaurTensd Yupapnenus DenepanbHOH CiyxkObl 1O Han30py B Cdepe CBS3H,
HH(POPMAITHOHHBIX TEXHOJIOTHI M MacCOBBIX KOMMYHUKanui no Pecrybiauke Byparus.

1.5 Jemonpou3BouTelb MOTINHACTCS HEIOCPEICTBEHHO HAYabHUKY OTACNa YIIpaBieHus U
OCYILECTRISIET CBOIO JEATENBHOCTH TIOJ] €ro PyKOBOIACTBOM. IIpsMBIME HadalbHUKaMHU SBISIOTCS
3aMECTUTENh PYKOBOAUTENS Y IPABICHHS, PYKOBOAUTENDb Y IpaBICHUS.

1.6 TIlpaBoBas ocHOBa JesATensHOCTH JenonpomsBogurend: Komcrurymus Poccuiickoit
Denepanun, QemepanpHble 3aKOHB, B TOM dguciae «O NpOTHBOJEHCTBMM KOPpYNIMEY», YKa3bl
Ipesunenra Poccmiickoit ®enmeparnmu, nocraHoBienus IIpasurenscrBa Poccuiickoil ®enepauuw,
Pernament Pockomuamzopa, CiayxeGHBIM pacnopsnok YIpaBieHHs, NPHKashl H PacHOPSHKCHHA
PockoMHaq30pa, WHEIE HOPMATHBHEIE ITPABOBBIEC AKTHL

1.7 Ha A0DKHOCT JENONPOMIBOMMTENS HA3HAYACTCA JIAIO, MMEIOHIeEe HavYaubHOe
npodeccroHabHOe 00pazoBanme, Oe3 IPEeAbABICHHS TPeOOBaHMH K CTaXy pabOTHI, WIH CpelaHee
(monHoe) obee oOpasoBaHHe M CIEIUAIbHYIO IOITOTOBKY IO YCTAHOBJIEHHOH nporpamme, Ge3
nperbiBICHAS TpeOoBaHmit K cTaxXy paboTHI.

1.8 Jlenompom3BOoadTENb JOIDKEH BIAACTh KOMIBIOTEPOM HA YPOBHE YBEPEHHOrO
HOJIB30BATEIA.

1.9 Bo BpeMs BpPeMEHHOTO OTCYTCTBHS IENONPOM3BOIUTENSA €ro OOA3aHHOCTH BBHIIOJHSET
pabOTHUK, HA3HAYAEMBIH B YCTAHOBJICHHOM ITOPSIKE.

1.10 Jenompow3BoauTens JODKEH 3HATH:



1) Koucturynuio Poccniickoit ®enepaium;

2) 3aKOHBI, IOCTAHOBIICHUSA, PACTIOPKEHN, IPUKA3EI, IPYTHE HOPMATUBHEIE U PYKOBOZISAIIHE
aKThl, KaCaoIUeCs HOPMAaTHBHO-IIPABOBOIO PErYIHPOBAHMUA AeATeNbHOCTH PockoMHaI30pa;

3) Tpynosoit xonexc Poccutickoit ®eneparum;

4) @epepanbubiii 3akoH 0T 27 mrong 2006 Ne 152-03 «O  mepcOHANBHBIX JAHHBIXY;

5) Tocranosnenve IIpaButenscTBa Poccmiickoit ®enmepamum or 16.03.2009 Ne 228 «O
QepepansHOi ciykOe mo Hamzopy B chepe CBI3H, WHGOPMAINMOHHEIX TEXHOJNOIMH M MAacCOBBIX
KOMMYHUKAITHH»;

6) ®enepansrbiii 3akoH oT 02.05.2006 Ne 59-P3 «O mopsaxe paccMOTpeHHs oOparieHwuit
rpaxnan Poccuiickoit denepanum»; - '

7) ®enepanbusiii 3axoH 0T 27.07.2006 Ne 152-D3 «O mepcoHANbHBIX JaHHBIX);

8) 3)®Penepambaslii 3axoH 0T 09.02.2009 Ne 8-03 «O6 obecnederyu 10CTyna K HEGOPMAIMH O
NEeATENbHOCTY TOCYAAPCTBEHHEIX OPTaHOB M OPraHOB MECTHOTO CaMOYIIPABICHULY;

9) 4) ®enepanpusii 3axoH 0T 06.04.2011 Ne 63-03 «O0 21eKTPOHHON HOMITHUCH Y,

10) ®enepanpueiii 3axkoH «O6 wapOpMaImY, WHPOPMANMOHHBIX TEXHOJOTHIX H O 3alIUTE
urdopmanum» ot 27.07.2006 Ne 149-@3;

11) ®enepanbupiit 3axkon ot 22.10.2004 Ne 125-03 «O6 apxuBHOM peiie B Poccnncxcon
Denepanun»;

12) Vxa3 Ilpesnnenta Poccuiickoit ®@enmepanuu ot 06.03.1997 Ne 188 «O06 yrBepxmenun
Ilepeyns cBesieHn KOHGUACHIHAIFHOTO XapaKTepay;

13) Tlocranopnenme llpaButenscrBa Poccumiickoit ®enepammu ot 03.11.1994 Ne 1233 «O6
yIBepxJeHun Ilonoxenus o mopsike oOpameHms co ciayxeOHON HHpOpMAaIuel OrpaHHYEHHOIO
pacnpocTpaHeHus B (enepanbHBIX OpraHax HCIOJNHHTECNBHOM BJIACTH, YMOJHOMOYECHHOM OpraHe
YIPABIECHUA HCIOJNB30BAHUEM AaTOMHOM 3HEPIHHM U YIOJHOMOUYCHHOM Oprafe II0 KOCMHYECKOH
JIATETBHOCTIY;

14) TlocranoBnenue IlpaButenscTBa Poccuiickoit d)e,uepaunn oT 15.06.2009 Ne 477 «O6
yTBepxaAeHuY [lpaBun nenonpon3BoAcTBa B penepalbHbIX OpraHax UCIIONHUTEIFHOM BIacTH,

15) IlocranoBnenue IlpaButenscrBa Poccuiickoit @epepaumu oT 22.09.2009 Ne 754 «O6
yTBepKIeHHH I1010KEHIs 0 cHCTEME MEXKBEOMCTBEHHOTO HIIEKTPOHHOTO JOKYMEHTO000pOTa;

16) IIpuxas MunkynsTypsl Poccun ot 25.08.2010 Ne 558 «O6 yrBepxaennu [lepeuns THIIOBBIX
YIPaBIEHYIECKUX apXUBHEIX JOKYMEHTOB, 00pa3yIONMXCA B IPONECCE NEATEIHLHOCTH TOCYAaPCTBEHHBIX
OpraHoB, OPTaHOB MECTHOI'O CAMOYIIPABICHUS U OPraHu3anuii, ¢ ykazanueM CPOKOB XPaHEHHS;

17) Ilpuxaz MunkyneTypel Poccmm ot 31.03.2015 Ne 526 «OG6 yTBepKACHWH IPaBHII
OpraHU3al[iH XpaHEHUs, KOMIDIEKTOBAaHHMS, YUEeTa ¥ HCIIONb30BaHMs apXHMBHEIX JOKYMEHTOB B. OPraHaX
rocy1apCTBEHHOM BIAacTH, OpraHax MECTHOTO CaMOYIPABICHUS U OPraHr3aIlisIX »,;

18) Ilomoxenue 06 YupaBiaeHuH

19) Tlpukasz Pockomuagsopa ot 16.09.2016 Ne 234 «O6 yrBeprxaennu MHCTpYKIHHA 0 HOpSAKE
obpamieHus ¢ JOKYMEHTHPOBAaHHOH ciyxeOHOM HHpOpManuell OTpaHHYECHHOTO pPAacIpPOCTPaHEHHS
@enepansHOit cIyXKOB IO Ham30py B cdepe cBsa3m, WHPOPMAIMOHHBIX TEXHONIOTHMH M MAaCCOBBIX
KOMMYHHKaIU# U €€ TEpPUTOPUATILHBIX OPraHoOB",;

20) Ilpukas Pockommanzopa or 21.10.2016 Ne 274 «OG yreepxpmennu HWHCTpyKumm 1o
Jenonpou3BoacTBy PenepaibHOi Ciryx05I 110 Hax30py B chepe CBs3y, HH(bopmauHOHHHx TEXHOJIOTHIA
M MacCCOBBIX KOMMYHHMKAIMI U €€ TePPUTOPHATILHBIX OPTaHOBY;

21) - cTpyKkTypy YIpaBicHHUS;

22) - npaBuia cxyke0HOro pacuopsKa Y IpaBicHuS;

23) - mpaBwia ¥ HOPMBI OXPaHKI TPYA;

24) - nmpaBunma TeXHUKY O€30MACHOCTH, TMPOWBOJACTBEHHOM CAHUTApMM MW TUIHEHEL
IIPOTHBOIIOKapHOH 6€30IaCHOCTH, IPAXKIAHCKOH 000POHEL;

1.11 [demonpon3BoguTeNs XOJDKEH 00MagaTh OOIIMMH YMEHHSAMM:

- YMEHHUE MBICTIUTH CHCTEMHO; ;

-yMeHHE ILIaHUPOBaTh, PAIMOHAIBHO HCIIONB30BaTh CIy)KeOHOE BpeMs;



- YMEHHE JJOCTHraTh pe3yJIbTaTa;
- KOMMYHHMKATHBHBIC YMEHUS;
- yMeHHE paboTaTh B CTPECCOBBIX YCIOBHAX;
- YMCHHE COBEPHIEHCTBOBATE CBOM IIPOdeCCHOHANBHEIM YPOBEHB;
- cOOMOATH STUKY JETOBOr0 OOLIECHN;
- YMCHHE YIIPaBILATh U3MEHEHUAMH CIyxe0HO# 00CTaHOBKY;
- 3HaTh TEXHOJIOTMH M CPEICTBA obecreueHus MHGOpMAaIOHHON 6€30IaCHOCTH;
- 3HaTh OCHOBEI HH()OPMAIMOHHOH 0€30IIaCHOCTH U 3aIUUTH HHGOPMAIIIH;
- 3HATh OCHOBHBIE IIOJJOJKEHHS 3aKOHOJATENHCTBA O NEPCOHATBHEIX JAaHHEIX;
- 3HaTh O0IIHe IPUHUMIH GYHKIMOHWPOBAHHA CHCTEMBI 9IEKTPOHHOIO J0KYMEHTO060pOTa;
- 3HaTh OCHOBHBIC IIOJIOMKEHMS 3aKOHOLATENbCTBA 00 3EKTPOHHOM [O(IHUCH;
- 3HaTh ¥ YMETh I10JIb30BaTHCA IEPCOHAIBHEIM KOMIIBIOTEPOM; ‘

1.12  JlenmompousBoauTes, JOMKEH 061a1aTh CIIEAYIOEME TPodeCCHONATLHEIMI 3HAHUSIMH:

- ICHTpAIN30BaHHad U cMellanHas popMa BeACHHUS AIONPON3BOCTRA,

- CHCTeMa B3aWMOJCHCTBHA B pPaMKaX BHYTPHBEIOMCTBEHHOTO M MEKBEJOMCTBEHHOTO
3MEKTPOHHOIO JOKYMEHTO000pOoTS;

- COCTaB YIIPaBJICHYECKHUX JOKYMEHTOB;

- obmme TpeGoBaHUA K 0)OPMIIEHHIO JOKYMEHTOB;

- popMHupOBaHHE NOKyMEHTAIBHOTO (hOHIA YIIpaBIeHuUs;

- HOPMAaTHBHBIE ITPABOBBIC AKThL, IION0KEHHS, HHCTPYKITHY, APYTHE PYKOBOASIINE MATEPHAIE] 1
JOKYMEHTBI 110 BECHUIO AEIOIPOU3BOICTBA B Y IPABJICHNIH;

- OCHOBHBIC ITOJIOXKEHHs EMHON roCyAapCTBEHHOM CUCTEMEI IeJIOIPOU3BO/CTRA,;

- CIPYKTYpY YIIpaBJICHHUS U €ro IOoApa3ie/ICHHiL;

- CTaHJapPTHl YHU(QHUIMPOBAHHON CHCTEMBI OpraHH3allMOHHO-PACIOPAANTENLHOM JOKYMEHTALIAM;

- - IOPANOK KOHTPOIIS IPOXOKICHHS CNyKeOHBIX JOKYMEHTOB W MaTEPHAIIOR;

- 3HaHME OCHOB MHGOPMaMOHHOM 6€30aCHOCTH | 3aIUTH HHPOPMALNY, BKIIOYAS:

nopAnoK paboThl co ciyxelHoit uHpopManuei, cnyxceGHoi»'I uHpOpMaIuel OrpaHHYSHHOTO
PacHpOCTpaHeHHs, WH(pOpMaUel ¢ OrpaHWIATENFHON MOMETKOM " s cnyxce6Horo HOJB30BaHuA" H
CBE/ICHHMAMHU, COCTAB/IIOIIMMHY TOCYJAPCTBEHHYIO TalHYy;

MephI TT0 00eCIIeYeHHIO Ge30ACHOCTH MH(pOPMAIIH IIpH HMCIIOJIE30BAHUM OOINECHCTEMHOTO H
MPHUKIIaJHOro IpOrpaMMHOro obeclieueHus, TpeOoBaHus K HaeXKHOCTH ITapoJiei; '

NOPSIOK paboTEI cO CIry:KeOHOM SNEKTPOHHOM TOYTOI, a TaKXKe MPaBUila UCIIONB30BAHMS THIHOM!
SNIEKTPOHHOM IOYTHI, CIIyKO "MrHOBEHHBIX" COOOIIEHWH W CONMANBHLIX ceTelf, B TOM YHCIe B YacTH
HAIAYAA NONOJHUTEILHEIX PHCKOB ¥ Yrpo3, BOSHMKAIOINMX - IPHU KCIIOJIB30BAHUM JIMYHBIX YYETHBIX
3amuced Ha CTy:XKeOHBIX CPEACTBAX BEYUCIUTENBHOM TEXHHKH (KOMIBIOTEPAX);

OCHOBHBIE IPHU3HAKK SJICKTPOHHBIX COOOIIECHWM, CONEpKAIIMX BPEIXOHOCHEBIE BIOXKEHHS HIH
CCHUIKM Ha BPEIOHOCHBIC CaiThl B HH(MOPMAIMOHHO- TENEKOMMYHUKAIMOHHOH cetd "HIHTepHeT",
BKIIOYas "(HIIMHTOBEIE" MCEMA M CIIaM-PacCEUIKM, YMEHVE KOPPEKTHO H CBOEBPEMEHHO PearpoBaTh
Ha II0JIyYEHHE TaKHUX DIICKTPOHHBIX COOOIIEHMI;

TpeGoBanus o o0ecreyeHuo 0e30MacHOCTH MH(pOpPMaNuy IIPH HCIONB30BAaHUH YAAICHHOTO
goctyna kK uHOOPMAIMOHHBIM  pecypcaM  IOCYHapCTBEHHOIO  Opraa ¢ ITOMOIIBIO
HH(OPMAITHOHHO-TEIEKOMMYHUKALHOHHBIX cerelf 00Iero noap30BaHus (BKirodas ceTs "UHrepret"), B
TOM YHCJIE C UCIIOJB30BAHHEM MOOMIIBHEIX YCTPOHCTB;

IpaBUia U OTPAHAYCHMS IIOJKTIOUSHHA BHEITHUX YCTPOMCTB ((iiell- HAaKONMATENM, BHEIIHUS
)KECTKHE IHUCKH), B OCOOEHHOCTH OGOPYIOBAaHHBIX NpHEMolepenaromell anmaparypoll (MoGuIbHbLE
TeTe(hOHB], INAHIIETH, MOIEMBI) K CITY)KeGHBIM CPENCTBAM BBIYHCIUTENbHOM TEXHUKH (KOMIIBIOTEpaM).

- 3HAHYE OCHOBHBIX IIOJIOXKEHNH 3aKOHOIATENHCTBA O IEPCOHANIBHBIX TAHHEBIX, BKIIOYAT:

IIOHSATHE EePCOHANBHBIX JAHHbIX, IPUHIIIE] ¥ YCIOBUA HX 00paboTKy;

Mepsl 10 obecredueHHI0 Oe30IaCHOCTH IEPCOHANBHBIX JAaHHBIX IIp WX 00paloTKe B
nrH(pOPMAIHOHHBIX CHCTEMAX.



- 3HaHUe OOIMX NPUHIMIIOB QYHKIHOHHPOBAHUA CHCTEMBI 3EKTPOHHOIO JOKyMEHTO060pOTa,
BKITIOYAS:

nepeyenh O0A3ATENPHBIX CBENCHMH O NOKYMEHTaX, MCIONB3YEMBIX B ICIAX ydeTa M IIOHCKA
JOKYMEHTOB B CHCTEMAX 3JIEKTPOHHOIO JOKYMEHTO000pOTA.

- 3HAHHE OCHOBHBIX IOJIOKEHHUH 3aKOHOAATENBCTBA 00 HJIEKTPOHHOM IOMKCH, BKITIOTAS:

IIOHATHYE ¥ BUABI 3JICKTPOHHBIX IIOJIITUCEI;

YCIIOBUSL HPHU3HAHUSA OSNEKTPOHHEIX JIOKYMEHTOB, IONMCAHHBIX DJICKTPOHHOH IIOJIHCHIO,
PaBHO3HAYHBIMU JOKYMEHTaM Ha GyMaXKHOM HOCHTEJE, IIOANHUCAHHBIM COOCTBEHHOPYYHOM HOIHCHIO.

- OCHOBHBIC 3HAHHUA ¥ YMEHHS 110 IPUMEHEHHUIO IEPCOHAIBHOTO KOMITBIOTEPA!

YMCHHE OIIEPATHBHO OCYIIECTBIIATh IIOMCK HEOOXoauMoN wuH(pOpManmum, B TOM 4YHCIe C
UCTIOJB30BaHNEM HH(DOPMAIMOHHO-TENEKOMMYHUKAMOHHOH ceth "UnTepHeT”;

yMeHue paboTars CO CHPABOYHBIMM  HOPMATHBHO-IIPABOBBEIMH  0a3aMM, a  TaKKe
TOCY/lapCTBCHHOM CHCTeMOH TpaBoBo¥ mHpopMamun "OQUUHaIEHEI HHTEPHET- MOPTaT IPaBoBOit
uHbopManuu" (pravo.gov.ru);

YMEHHE CO3[[aBaTh, OTIPABIATE HOIYy4aTh IEKTPOHHBIE COOOMICHUS C MOMOIIBIO CIyxeGHOi
SJIEKTPOHHOM MOYTHI WA WHBIX BEJOMCTBEHHBIX CHCTEM OOMEHA 3JIE€KTPOHHBEIMH COOGIICHHSIMH,
BKIIOYas paboTy ¢ BIOKCHMAMU;

yMeHHe paboTarh C TeKCTOBBIME JOKYMEHTaMH, SJICKTPOHHEIMH TabIIMIlaMy 1 IPe3eNTallisIMy,
BKJIXOYas MX CO3JaHME, peJaKTHPOBaHUe U (popMaTHpOBaHME, COXPaHEHHUE K HEUaTh;

yMEHHE paboTaTh ¢ OGIIMMH CETEBBIMHE PECYpCaMu (CETEBRIME AUCKAMHY, HAIKAMM).

1.13  JlenonponssoauTens, JODKEH 001a1aTh CIELYIOIMME IPOheCCHOHATBHEIME YMEHMSIMH:

1) noaroropxa HHGOPMAIMOHHEIX B APYTHX MATEPHAIIOB;

2) cOCTaBIICHHE aKTOB, OTYETOB, IIACEM,

3) mnomp3zoBaHme HHGOPMAMUOHHBEIMM CHCTEMaMH, HEOOXONMMBIMK U1 OCYIIECTBIICHMS
JIOJDKHOCTHEIX TIOTHOMOYHIA;

4) paGota co cmpaBoYHBIMH NpaBoBbIME cucreMamu «Komcyneranr ITmocy, «apanr» Ha
podecCHOHATBHOM YPOBHE;

5) nnaHEpOBAaHWE W OPraHU3allUsa CBOEro pabodyero BpeMeHM;

6) BIaJeHUE KOMIIBIOTEPHON TEXHHMKOM ¥ HEOOXOOUMBIM NPOrpaMMHEIM obecredeHueM,
paboOTEl C BHYTPSHHUMU ¥ NepubepritHEIMHA yCTpOoHCTBaMI KOMIIBIOTEpa,;

7) TOHATHE IPOEKTa JOKATBHOTO aKTa, HHCTPYMEHTH 1 3TAIIH €10 pa3paboTKy;

8) 3ammrTa OT HECAHKLHOHHPOBAHHOI'O XOCTYIA K HH(popManyu;

9) opraruzanys U IJIAHUPOBAHYE HCIIOTHEHNS TIOPYUEHHUIA;

10) opranuzauus, IJIAHAPOBAHUE paOb0OUEro BPEMEHH U PacCTAHOBKA IPUOPUTETOR;

11) ucnons3oBanue MEXBEJJOMCTBEHHOTO 3 BEIOMCTBEHHOTO 3JIEKTPOHHOI'O
JOKyMeHT0000p0Ta, UHPOPMATMOHHO-TEIEKOMMYHHKAIHOHHBIX CETEMH;

12) mcrnons3oBaHye IMOMCKOBBIX CHCTEM B MH(poOpMamuoHHOH ceTH «MHTepHET» M HOIydYeHHUE
uHbopManMy U3 IPaBOBHIX 6a3 MaHHEBIX, (eleparbHOrO IOpTana IMPOEKTOB HOPMATHBHBIX MPABOBHIX
aKTOB Www.regulation.gov.ru;

13) anamms wuHbOpMAaUWM, IOCTyHaONmiedl OT HHBIX OpPraHOB BIACTH, OpPraHu3alMi H
o0BeIMHEHHH, CPENCTB MaccoBo HEdopMaluy, 06001meHre BEIBOJOB U CBOEBPEMEHHEIX PENICHM;

14) opramusanus paboT NO JOKYMEHTAIMOHHOMY OOECHEYEHHIO NEATEIBHOCTH YIPABICHUS
apXUBHOMY JEIY;

15) omepar¥BHOEe NPUHATHEC W peanu3alys NPUHUMACMEIX pelieHuil, KOHTpPOJb, aHaIN3 M
IPOTHO3 MOCEACTBUN IPHHUMACMBIX PEIICHNM;

16) Biagenue npuéMamMy MEKTHYHOCTHBIX OTHOIICHHUIH;

17) BEIpabOTKAa MHOXKECTBEHHBIX CIIOCOGOB paspelieHHs IpoOiaeM, KOH(IUKTOB, CIIOPHBIX
CHTYyaIuil C IENBIO NONydeHUs Hanbolee BEPHOTO Coco0a HX yCTpaHEHWs.

1.14 JlenmonpousBoauTeNs JOJDKEH 00Ja1aTh CIEAYIOIHMH O YHKIHOHAbHBIMY 3HAHUAMH:
1) snanue [Tonoxenus 06 YpaBiieHUH;



2) 3HaHKe pernamedTa PoCKOMHAA30pa;

3) 3HaHMe cy)eOHOro pacnopsaxa VIpasicHus;

4) 3HaHHe DPHUKA30B B pacnopsuKeHuit PockoMuanzopa;

5) 3HaHWeE IOPSAKa PACCMOTPEHHS OOpaleHui rpaXIaH;

6) 3HaHHE CHCTEMBI BEJCHHS JIEIONPOM3BOJICTRA,;

7) 3HaHKE CHCTEMBI B3aUMOJCHCTBYS B paMKaX BHYTPUBEIOMCTBEHHOIO H MEXKBEIOMCTBEHHOTO
BNEKTPOHHOIO JOKYMEHT0000pOTa;

8) moHATHE EHTPATM30BaHHON M CMEIIAHHOM (HOPM BeIEHMS JEIOMPOR3BO/CTRA;

9) 3HaHHE CHCTEMB! B3aMMOJCHCTBUS B PAMKAX BHYTPUBEZOMCTBEHHOI'O ¥ MEXBEJOMCTBEHHOIO
SNIEKTPOHHOro JOKYMEHTO000POTA,

10) sHanne METONIOB U TEXHONOTHIT AHATH3a H  CHCTEMATH3AIMH JOKYMEHTOB M HH(OPMALIAY.

11) IpHEIMITEI IPENOCTABICHUS TOCYIAPCTBEHHEIX YCIIYT;

12) Tpe6GoBaHMA K NPEROCTABICHMIO FOCYAAPCTBEHHEIX YCIYT;

13) TOPSNOK mpeAoCTaBIeHMs TOCYOapCTBEHHBIX YCIYT B 9NEKTPOHHOM (opMe;

14) nonsrtve u NpUHIHAIE! GYHKIHOHMPOBAHHS, Ha3HAYEHHE OPTANA FOCYAAPCTBEHHBIX YCHYT;

15) npapa 3asgBuTeNEH NPH NONYYEHUH TOCYAAPCTBEHHEIX YCAYT;

16) 06513aHHOCTH FOCYXapCTBEHHEIX OPTAHOB, IPENOCTABISIONAX TOCYIAPCTBEHHBIE YCITYTH;

1.15 JemonpoussoauTenp JODKEH 001a0aTh CASAYOIAMY (YHKIMOHAIBHEIME YMEHISIMHU:

1) AcTIONHATE cuyXeOHbIE JOKYMEHTH! (ITUChMAa, CITYXKEeOHBIE W JOKIIA HbIC 3AIHCKH, OTIETH 1
T.I1.) KAYECTBEHHO ¥ B 3alaHHEIN CPOK; ,

2) BRIAENAT, TJIABHYIO H BTOPOCTEICHHYIO HH(POpMaImioo, CcHocoGHOCT, paboTars ¢
PasHOPOIHBIMY JJAHHBIMHU,

3) oCyIEeCTBIATH KOHTPOIE UCHIONHEHUS IUTAaHOB AeATeIbHOCTH, NCIIOJIHEH S ITOPYYEHHM;

4) TPOTHO3WPOBATH ¥ ILIAHWPOBATH ACATEIHHOCTS.

5) BeneHue NENOBEIX IIEPETOBOPOB B paMKax YCTaHOBJICHHOM KOMIIETCHIIVH;

6) paboTa BO B3aUMOCBS3HU C APYIMMHE BEJOMCTBAMHU, OPTaHH3AMIMH, IPAKAAHAMA B PAMKAX
YCTaHOBIECHHOH KOMIIETEHIIHH;

7) UCHIONHEHNE JOKYMEHTOB Ha BEICOKOM YPOBHE;

8) pabora ¢ wuHPOPMAMOHHO-TEICKOMMYHHKAIIMOHHBIMA CCTAMH, B TOM YHCIIE CETHIO
«VIaTEepHETY;

9) npuem, yder, 00paboTKa U perucTpanus KOPPECIIOHACHINY, KOMIUICKTOBAHNE, XPaHEHHE,
VUET ¥ BCIOJIF30BAHNE aPXUBHBIX JOKYMEHTOB, COCTaBJICHNE HOMEHKJIATYPHI JEl;

10) pabora B enmmHON HHPOpManmoHHOE cucteMe PockoMmHam3opa, IPOrpaMMHBIX
IIOJICHCTEMAX;

11) paGota ¢ nHGOPMANXOHHO-IIPABOBBIMU CUCTEMaMH;

12) paboTa ¢ HOPMATABHEIMU ¥ HOPMATUBHBIMU IIPABOBBIMHU aKTaMH;

13) HaBBIKM aHAJIATHYECKOM paboOTBl CO CTATHCTUYECKMMHM U OTYSTHBIMH HAHHEBIMH,
IIPOTHO3UPOBAHUS B Pa3pabOTKH IIaHOB KOHKPETHBIX JACHCTBHI;

14) moAroToBKa AENOBHIX IMUCEM, BEACHNE JEIOBLIX IIEPETOBOPOB;

15) waBpikH PaGoOTHl C 9NEKTPOHHOM ITOYTOH, B TEKCTOBOM PENaKTOpe, ¢ SIEKTPOHHBIMHU
TabnauuaMy, ¢ 6asaMM JAHHBIX, B INPUKIAJHBIX IIPOrpaMMax BEIOMCTBEHHOH MHQopManuoHHOMH
CHCTEMBI, IIOATOTOBKH IIPE3CHTALMM, HCIONB30BAaHUS TpadUIecKuX OOBEKTOB B 3JIEKTPOHHEIX

JOKYMEHTaX.



( 2. TOJUKHOCTHBIE OBSI3AHHOCTH

2.1. Jlenonpon3BOAMTEE OTREUACT 3a:

- IpHeM, y9eT, o6paboTKy ¥ PETUCTPaNio KOPPECIIOH ICHIIIH, KOMIUIEKTOBAHAE, XPaHEHHE, YIET
U HCIIONB30BAaHHE apXUBHEBIX JOKYMEHTOB, BBIa4y apXHBHEIX CIIPAaBOK, COCTABIICHHE HOMEHKIATYPHI
S,

- OpraHHM3alMOHHO-TEXHHYECKOE  ofecredeHuMe  aIMUHHCTPATHBHO-PACIOPAIUTENHHOM
HEATENLHOCTA PYKOBOJUTENS, 3aMECTHTENS PYKOBOTUTEILS;

- OpraHU3alUIo paOoTHl 0 KOMIIICKTOBAHHUIO, XPAHEHHUIO, YIETY U MCHOJB30BAHAIO ApXHBHEIX
JOKYMEHTOB, 00pa3yIOLINXCs B IIPOIlecce AeATENBHOCTH YIIPaBICHHS;

- OpraHu3aluio paboTEl IO pa3pabOTKe M BHEAPEHMIO METONHYCSCKHX MATEPHANOB M APYTHX
JOKYMEHTOR I10 COBEPIUECHCTBOBAHMIO JOKYMEHTOO00POTA, B TOM YHCIIE OPraHu3aysa HHPOPMUPOBAHH
COTPYAHUKOB YTIpaBlieHus 00 U3MEHEHHAX B CHCTEME SIICKTPOHHOTO TOKYMEHTOO00POTa;

- pa3paboTKy HOMEHKIATYpHI JeJl YIIPaBIeHHS Ha COOTBETCTBYIOLIM KaJleHAAPHEIA roj U ed
COrjiacoBaHHe C IKCIEPTHOM KoMuccHel ['ocy1apcTBEHHOTO apXuBa;

- obecneueHHe HaIEKAMEro ydYeTa, XpaHGHWs ¥ WCNOJB30BaHHA  JOKYMEHTOB,
uHGOPMAIMOHHBIX MaTepHaioB B COOTBETCTBHH C TpeOOBaHUAMH 3aKOHOIATEIHCTBA, B TOM HUHCIIE
XpaHeHue H obecIedeHne COXPaHHOCTH JOKYMEHTOB, IOCTYIHBILNX B aPXVB;

2.2. Ha penompousBonutrens B npe,ueﬂax €ro KOMIICTCHIIMH BO3IOXKEHBI CIEXYVIONIHE
ZOJDKHOCTHBIE 00513aHHOCTH:

2.2.1. TIpuaEMaeT MOCTYHAIOIIYIO KOPPECTIOHACHIMIO, peructpupyer B COJ, CBOEBPEMEHHO
HECPeliacT €€ B COOTBETCTBHY C IPUHSATHIM PEMIEHAEM B CTPYKTYPHEIE ITOIPA3 IC/ICHHS N KOHKPETHBIM
MCIIOJIHUTEIAM 1A HCIOB30BaHM B IIpoIiecce paboTH! MO0 NOATOTOBKH OTBETOB,

2.2.2. Bemer yd4eT IpOXOXAEHHS JOKyMeHTanbHBIX MatepuaioB B COJI EHC, ocymecTsuser
KOHTPOJb HaJ MX HCIIOJHEHHEM, BEIIAET HE0OXO{UMBbIE CIIPABKY O 3aperHCTPHPOBAHHBIM JOKYMEHTAM.

2.2.3. Bemer [nenonpOM3BOACTBO, BHIIONHACT pasiMYHBIC ONEpand  C IPUMEHEHUEM
KOMIIBIOTEPHOM TEXHUKH, IpefHAa3HAYeHHOH 711 cOopa, 06paboTKu U npencTapneHyus HHGOPMaIMH IpH
MOJATOTOBKE U IPUHATHH PEIICHHIH,

2.2.4. IlpuHumMaeT AOKYMEHTHI U JIMYHbIEC 3asBJICHUSA Ha HOJIHCH PYKOBOIHMTENH, 3aMECTHTENS
PYKOBOZUTES.

2.2.5. B cooTBETCTBUH C PE30DONMEH PYKOBOAMTENA IIepeacT JOKYMEHTHI Ha HCIIOTHEHUE.

2.2.6. IomroraBnuBaeT MOKYMEHTHI M MaTepUaIbl, HEOOXOAUMBIC I PAOOTHI PYKOBOAUTEINM,
3aMECTHTENA PYKOBOAUTEIIA.

2.2.7. CnemuT 3a CBOEBPEMEHHBIM pACCMOTPCHHEM W IPEACTABICHHEM CTPYKTYPHBIMH
HOApa3CCHUAMY ¥ KOHKPETHEIMM MCHONHUTENIMH JOKYMEHTOB, IEpelaBacMBIX PYKOBOIMTEIIO,
3aMECTHTENIO HA IOAINCH, KOHTPOIHPYET CBOEBPEMEHHOCTh IIOATOTOBKM OTBETOB Ha oOpaleHus
rpaxzan 1 opranusanuil yepes COJl, B ciydae BBLIBICHAS HAPYIICHHA — JOKIAAIBACT PYKOBONUTEIIIO
MM 3aMECTUTEITIO PYKOBOIUTEIS.

2.2.8. OcymecrBuser paboty 0 OPraHN3ANUOHHO-TEXHUYECKOMY oGecnequmo
AIMUHUCTPATHBHO-PACHOPANUTEIHON JEATEIPHOCTH PYKOBOJUTEIIA, 3AMECTUTEA PYKOBOJUTELS.

2.2.9. Opranmsyer mnpoBeJeHHEC TeNeHOHHBIX IIEPETOBOPOB PYKOBOIUTEIA, 3aMECTHUTEISA
PYKOBOJWMTENS 3QMHUCHIBAET B X OTCYTCTBHE IOJIYYECHHYIO HH(DOpMALMIO W JOBOAWUT [0 HX CBEACHUI
ee cojepxanue, IeperaeT M IpHHAMaeT HMHOOPMAIHUIo IO MPHEMHO-IIEPETOBOPHEIM YCTPOHCTBAM
(daxcy, >IeKTPOHHOM MOYTOM), a TaKKe Tene(oHOrpaMMBl, CBOCBPEMEHHO JOBOIUT JIO €T0 CBEICHUA
uH(OPMAIIUIO, IOTYISHHYIO IO KaHaiaM CBA3H.

2.2.10. Bemonasger pabory IO HOATOTOBKE  3acelaHMi U COBEIIAHHA, IPOBOAUMBIX
pykoBoguTeaeM (cOOp HEOOXONMMEIX MAaTEpUAaloB, ONOBEIICHHE YYaCTHHAKOB O BPEMEHH M MECTE
IPOBENEHMS, IIOBECTKE [HA, HX PETUCTPAITHS).

2.2.11. OGecneunBaer padodee MECTO PYKOBOAMTENss M €ro 3aMecTHIeNs HeoOXOIMMEIMA
CPEICTBAMH OPraHU3aliOHHOM TEXHHKM, KaHLEIAPCKUMM [PUHAUICKHOCTIMH, CO3JAcT YCIOBHI,
criocobctByoume 3 PeKTUBHON paboTe PyKOBOIHUTEI.



2.2.12. Ilevaraer Mo yKa3aHHIO PYKOBOJHUTENS M €TO 3aMeCTHTeNs CIyXKeOHBIE MaTepHaisl,
HeoOX0MMBIe JUIS €T paboTh! UM BBOAUT TEKYIIYIO HHPOPMAIIHIO B OaHK JTaHHbIX.

2.2.13. Opranu3syeT mmpueM HOCETHTENCH, CONeHCTBYeT ONEePaTUBHOCTH PACCMOTPEHHS TIpOCkO
U PERTOKEHUIA paOOTHUKOB. '

2.2.14. OcymecTByseT KOHTPOJIb HCIONHEHNS COTPY/IHUKAMY Y IIPaBICHUS U3AHHBIX IPUKA30B
U PacIOpsDKEHUH, a Takke COOMONEHNA CPOKOB BHIIONHEHMS YKa3aHWH ¥ MOPYYEHHN PYKOBOMUTENL,
B3ATHIX Ha KOHTPOIb.

2.2.15. ®opmupyer nema B COOTBETCTBHH C yTBEPKACHHOM HOMEHKIATYPOH, 0OOecIeduBacT
UX COXPAaHHOCTD ¥ B YCTAHOBJICHHBIE CPOKH CHAET B apXHUB.

2.2.16. ObecneunBaeT COXPaHHOCTH MPOXOAAIEH CIYKEOHOM NOKYMEHTAITMM.

2.2.17. Bener yd4er modydaeMoil M OTIpABIAEMON KOPPECHOHNEHIMH, CHCTEMATH3HPYET H
XPaHuT JOKYMEHTHI TEKYIIEro apXHBa.

2.2.18. IlogrorapmmBaeT ¥ CAACT B ApPXUB YIPaBICHHd JOKYMEHTAIBHBIE MATEPHAIEL
3aKOHYCHHBIC NENOTPOU3BOACTBOM, COCTAaB/IAET OIMCH Jell, IepefaBacMbIX Ha XPaHEHHE B apXUB
YupasieHus.

2.2.19. Ilo nopy4eHMIO PyKOBOAUTENS YUPaBIECHHUS M €r0 3aMECTHTENd COCTAaBJAET IHCHMa,
3aIIpOCBl, JPyrue JOKyMEHTH], FTOTOBUAT OTBETHI aBTOPaM IIHCEM.

2.2.20. Bemonm#seTr OTHENAbHBIC CHYXeOHBIE TOPYYEHHS CBOETO0  HEHOCPEACTBEHHOIO
Ha4aILHAKA, PYKOBOMUTEINA YIPABICHH, 3aMECTUTEIA PYKOBOAUTENS Y IIpaBIcHUA.

2.2.21. TOTOBHUT OTYETHOCT B YCTAHOBICHHOM IIOPS/IKE TIO BOIIPOCAM JIeTIOIPON3BOJICTBA.

2.2.22. Bumosnuasaer paGoTE IO OTIIPaBKe IPOCTOH U 3aKa3sHOH KOPPECIIOHICHIAH.

2.2.23. IIponsBonuTt pasMHOXEHHE M PACCBUIKY MPHKA30B M YKa3aHHMM HAa OCHOBAHUHW CIHUCKA
PAcCHUIKH, IIOATOTOBICHHOTO NOAPA3ACICHNAECM - COCTABUTEIIEM IIPUKA3a, YKA3aHYAL.

2.2.24. CoBMeCTHO ¢ Ha4alJbHUKaMH CTPYKTYPHBIX TIOJ[pa3ielieHuii YIpapieHus pa3pabaThiBacT
HOMEHKJIATypy Hhenl YIIpaBlieHHS Ha COOTBETCTBYIOLIME KalCHIAPHBIA TOJ M €€ COIiacoBaHue ¢
9KCUEPTHOM KoMuccueli I 'ocyaapcTBEHHOTO apXuBa.

2.2.25. OcymiecTBiseT IpueM JOKYMEHTOB, 3aKOHYEHHBIX JIETONPOU3BOACTBOM K MOCTYIHUBIIMX
Ha XpaHEHUE OT CTPYKTYPHBIX NOAPa3AeICHUH.

2.2.26. Tlposepser npaBmiIbHOCT GOPMUPOBAHUS U 0GOPMIECHHS A€l IPH UX Iepelade B apXuB;

2.2.27. YaactByeT B paboTe SKCIEPTHOH KOMMCCHH YTPaBICHUS IO 3KCHEPTH3E HAyYHOH M
IPaKTUIECKON TICHHOCTH apXUBHBIX JIOKYMEHTOB.

2.2.28. 10 NOpydYeHHI0O pYKOBOIAUTENS YIpaBleHHS OpraHu3yeT B3aHMOACHCTBHE C
MaJIOMOOHIBEHBIMY TPAKIaHAME B YCTAHOBICHHOM MOPIIKE.

2.2.29. OTKNOHSET NPOEKTH NOKYMEHTOB, O(QOpPMIIECHHBIE C HapyNIEHHEM YCTaHOBICHHEBIX
3aKOHOJATENLCTBOM TpeOoBaHuH U (WIK) IPOTHBOPEYALUE NEHCTRBYIOMIEMY 3aKOHOAATENIBCTBY

2.2.30. 065328 yBeIOMJIITh IIPEICTABUTENl HAHUMATENS, OpraHsl NPOKYPaTyphl HIM IPYIHE
rocyaapcTBEHHbIe Oprafsl 000 BCeX CIIydasx oOpauieHus K HEMY KaKuX-THO0 JHI B HEJAX CKIOHEHMs
€ro K COBEPIIEHUIO KOPPYTIIIMOHHEEIX [IpaBoOHapyeHHH.

2.2.31. Ilpn 06paboTke IMEPCOHANBHBIX NaHHBIX 0043aH IPHHHEMATh HEOOXOMMMBIC MEpPBl HIIM
ofecreynBaTh UX IPHHATHE sl 3aIIHTHI HEPCOHAIBHBIX JaHHBIX OT HENPABOMEPHOIO WK CILy4aHOro
JOCTyNa K HHM, YHUYTOXCHWS, H3MEHEHHsd, OIOKHpOBaHMsA, KONMPOBAHMS, IIPEIOCTABICHHU,
PacpoCTpaHeH s ePCOHATBHBIX JaHHBIX, a TAKKE OT MHBIX HEMPABOMEPHBIX JCHCTBHI B OTHOIUCHIK
MEPCOHANBHBIX JaHHBIX.

2.3 Ilepeuens BONPOCOB, O KOTOPLIM Je10NPON3BOAATENL BIPABE HIH 00A3aH
CaAMOCTOSTEIHHO NPUHAMATH YIPABJICHICCKHE M (H/IH) HHbIE PeIeHnas

Jlenonpou3BOIUTENIb, B COOTBETCTBHH CO CBOEH KOMITCTCHIIHCH
2.3.1. BmpaBe CaMOCTOATENHHO IPHHUMATH CISAYIONIAC YUpPaBICHYCCKME W (WIM) HHBIC
pELIeHMs 110 BOIIpOCaM: -



1) no cobmoxennro TpeGoBaHWI, YCTAHOBIEHHBIX MPABOBEIMH AaKTAMH II0 HOATOTOBKE
JIOKYMEHTOB;
2) IO BHECCHMIO MPEIONKEHHH 10 COBEPIICHCTBOBAHHIO JEATEIFHOCTH YIIPaBIeHHsS B chepe
JENONpPOU3BOACTBA.

2.3.2. O6s13aH caMOCTOATENFHO IPAHUMATE CIISAYIOIIHE YIPABICHYECKUE | (VITH) MHEIC PENICHM:

1) mo nopAaKy ¥ NOCHEROBATENPHOCTH BHITONHEHMS JTOJDKHOCTHBIX 00S3aHHOCTEH U TIOPYIeHMIH

PYKOBOACTBA C NENBIO 3(EKTHBHOIO HCIONB30BAaHUA CIYXKEOHOTO BpEeMEHH H BPEMEHH OTJBIXa,
IOBBINICHUS UCIIOJHUTENBCKOM AUCIMIIMEE] B paMKaX IIPaBHII CIIyKeOHOTr0 paciopsaka;

. 2) mo obecmedeHMIO COOGIIOZCHUS OXPAHAEMON 3aKOHOM TafiHHl W KOH(HICHIMAILHON

uHGOPMAIUK B COOTBETCTBHH C (heiepanbHbIMHU 3aKOHAMH, HHEIMA HOPMATHBHEIMHU PABOBBIMH aKTaMH.

2.4. Tlepeens BONPOCOB, IO KOTOPBIM JeJIONPON3BOAUTEL BIPABE HJIH 00s3aH
Y42acTBOBATHL NPH NOAr0TOBKE NPOEKTOB IMPABOBBIX AKTOB H IIPOEKTOB
ynpaBJieHIecKUX H (MJIH) HHBIX pelreHui

Jenonpon3BoAUTENs B COOTBETCTBHY CO CBOEH KOMIIETCHITHECH:

2.4.1. BupaBe y4acTBOBAaTh B IIOJTOTOBKE IIPOEKTOB JIOKAIBHBIX aKTOB, OTYETOB, IIPOEKTOB
YIpaBIeHYeCKHX U (WJIHN) HHBIX peIlleHHl U JOKyMEHTOB:

- €KEMECAYHOrO IIJIaHa M IIPOIHO3HEIX loKazarenedl NeATeIbHOCTH OTHeNa, W OTYeTa 00 uX
UCTIOJTHEHHH, €)XKETONHOI0 aHATUTAYECKOIO OTYETA 110 OCHOBHBIM HAIIPABIICHHMAM JIEITEIBHOCTH OTIENA,
B TOM YHCJIE NIPEIIOKEHHM 0 pa3pellieHnH NPOOIeMHBIX BOIPOCOB, BO3HHKAIOIUYX IPH OCYIIECTBICHUI
JESTEILHOCTH OTHENA.

2.4.2, O6Gs3aH y4acTBOBAaTh B MOATOTOBKE CNEAYIONIMX IIPOEKTOB IPABOBHIX aKTOB, OTYETOB,
IPOEKTOB YIIPaBIICHYSCKUX ¢ (WJIM) UHBIX PEIICHU U TOKYMEHTOB:

- B TIIOJrOTOBKE INIPOEKTOB VIPABIICHICCKMX M OpraHN3alHOHHO-PACTIOPSAUTENBHEIX
JOKYMEHTOB YIIpaBleHHUS, DPEryIupyOIHX BONPOCHEl, BXOIAMIUE B €ro KOMIICTCHIMIO H
OPTaHM3YIOMINX €r0 MPOM3ROACTBEHHBIH MPOLece;

- OJrOTOBKE €XKEHEJENBHBIX, ©KEMECAIHBIX, KBAPTAJIbHBIX U FOJOBHIX OTYETOB Y IIPaBICHHUS;

3.IIPABA

3.1. lenonpou3BomuTenb WMEET NpPaBo:

- IPYHUMATh PELIEHHA B COOTBETCTBHH C JOJDKHOCTHEIME OOS3aHHOCTAMH;

- NPeJCTaBIATh YIIPaBlIeHHME IO BOIPOCaM, OTHOCAMIMMCSA K €ro KOMIETEHIWH, - TOTOBUTH
IIPOEKTHI IPHKA30B IO BOIPOCAM, BXOIAIIMM B €T0 KOMIETEHIIWIO;

- 3HAKOMHTHCS ¢ MPOSKTAMH penieHnii pyKOBOACTBa Y IIPaBICHHU, KaCAIOIMUMHUCS JEATE/IbHOCTH
OTENA;

- BHOCHTP Ha pAacCMOTpPEHHE PYKOBOJACTBY YIIPAaBICHMS IPEIJIOKEHHA MO YIy4IICHHIO
NeATENHHOCTH OTHENA;

- BU3MPOBATh JOKYMEHTHI B IIpeiesiax CBOEH KOMIICTCHLIUH,

- 3ampamuBaTh MO MOPYYCHHIO HadyalbHHKAa OTHENa, PYKOBOIHUTEIS U 3aMECTHTENS
pyKoBOAMTENS YIpaBIeHUs, y PYKOBOJUTENEH CTPYKTYPHBIX MOJpasIeliCcHUd ¥ CHENUaiCTOB
Vopapienus AHGOPMANMIO X JOKYMEHTBL, HEOOXOAMMBIE JUI BBHINOJHEHHWS JODKHOCTHBIX
00s3aHHOCTE;

- NONy4aThb B YCTAHOBJIEHHOM -HOPSJKE OT TOCYAApPCTBEHHBIX OPraHOB, IPEAIPUATHIA,
yupexIeHul, OpraHu3alldii, He3aBHCHMMO OT (OPMEI COOCTBEHHOCTH, IpaXIaH W OOIECTBEHHBIX
06bequHEENH MHGOPMALHMIO, JOKYMEHTHI IO BOHpOCAM, OTHOCAIIMMCA K cdepe AeaTenbHOCTH
Yupasnesus;

- IONB30BaTECA B YCTAHOBICHHOM IOpsfke 0a3aMM JaHHBIX, PEECIPaMH ¥ apXHBOM
DepepansrOll cnyx0Osl MO Ham3opy B cdepe cBA3m, MHOOPMANMOHHEIX TEXHONOTHMA ¥ MacCOBBIX

KOMMYHUKAIWA;



- TIONMB30BAThCA TENCPOHHOW, WOYTOBOM CBA3BIO, BENOMCTBEHHBIM TPAHCIOPTOM IIPH
BBITIO/IHEHHUH CITYXEOHBIX 00A3aHHOCTEIH; '

- Ha 00ecIEYeHHE HAISKAMMUX OPraHU3alMOHHO-TEXHUYECKNX YCIOBHH, HEOOXOMAMBIX IS
UCIIONHEHNS JOIDKHOCTHBIX 00SM3aHHOCTEH;

- Y4acTBOBAaTh B YCTaHOBIECHHOM NOpsake B paboTe KoH{epeHIu, coBemanyii, CeMMHapOB H
JPYTHX MEPOIIPUATHH [0 BOIPOCAM, OTHOCAIIAMCS K KOMICTEHIIHY OTACA;

- MHbIE [IpaBa, MPETyCMOTPEHHBIE 3aKOHONATENECTBOM Poccuiickoit Menepariyn.

4. OTBETCTBEHHOCTbH

4.1. lenonpou3BoauTeiib HECET OTBETCTBEHHOCTD:

4.1.1. 3a HeHa[UIEKAIIEe (HEKAUECTBEHHOE) HEBBIMOIHEHNE CBONX JODKHOCTHBIX 00S3aHHOCTeH
U TpeOOBaHUK HACTOAIIEH JODKHOCTHOM MHCTPYKLIUMY,

4.12. 3a mnpemocTaBIeHHE HENOCTOBEPHOM  HMH()OPMAMH O COCTOSHHM BHIIOIHEHHUS
IIOJIyYEeHHBIX 3aJaHUI U NIOPYYEHUH, HapyIIeHHE CPOKOB MX MCIIOIHEHH L.

4.1.3. 3a HeBBINIOJIHEHNE IPUKA30B, YKa3aHUi PYyKOBOACTBA Y IPaBIeHHA.

4.14. 3a napymenme mpapun CiyxeOGHOIO pacIOpsjKa, NPaBAI HNPOTHBOMOKAPHOIL
0e30MaCHOCTH, TeXHUKH 6e30IaCHOCTH U OXPaHbL TPYa, YCTAHOBIECHHBIX B Y IIPaBICHHM.

4.1.5. 3a pasrnamenume CiayxeOHOH MHObOpPMAIMH, CTaBIIEH H3BECTHOH NpPH HCIOTHEHHH
JIOJDKHOCTHEIX 00S3aHHOCTEH.

4.1.6. 3a mop4y, HemOCTAUYy MAaTePHAIBHBIX IEHHOCTEH B COOTBETCTBHMH C 3aKIIOUYEHHBIM C
3aBEJYIOIIUM XO351HCTBOM JOTOBOPOM O IIOJHOM MaTepHaNbHOM OTBETCTBEHHOCTH.

4.1.7. 3a HeuCNOIHEHUE WK HEHaJIeXKAIlee UCIONHEHNE JODKHOCTHEIX 00S3aHHOCTEH MOXeET
OBITH IIPUBJIEYEH K OTBETCTBEHHOCTH B COOTBETCTBUH C 3aKOHOAATENRCTBOM Poccutickoit depeparyn.

4.1.8. 3a copepieHne NPOTHUBONPABHBIX MCUCTBMHA © (WiIM) NPHUHATHIX DEIICHHH HeECeT
OTBETCTBEHHOCTH B COOTBETCTBUY C JICHCTBYIOIUM 3aKOHO1ATENIECTBOM.

5. YCJIOBHUA PABOTHI

5.1. PexuM paboTEHl HETONPOH3BOAMTENS OIpPENeNIeTCS B COOTBETCTBHH C IlpaBhiammu
CIIy)e0HOT0 PacopsaaKa, yCTaHOBICHHEIME B Y IIPaB/ICHHH.

6. IIOKA3ATEJIU DOPPEKTUBHOCTHU U PE3YJIBbTATUBHOCTHA

OcHoBHBIMM ~ TIOKa3aTeAMU  OPGEKTHBHOCTH M Pe3yJbTATHBHOCTH NPOodecCHOHANbHOM
TPYIOBOI AEATSIHFHOCTH ACTONPON3BOAUATENS SBIISIOTCS:

JOOPOCOBECTHOE UCIIOJTHEHHUE JOIDKHOCTHBIX 00s3aHHOCTEH;

npodeccuoHamM3M: NPodecCHOHANBHAS KOMIIETEHTHOCTh (3HaHMe HOPMATHMBHEIX IIPABOBBIX
aKTOB, IMAPOTa MPO(HECCHOHAILHOTO Kpyrozopa ¥ T.[.); CIOCOOHOCTh 9ETKO OpraHW30BHIBATH H
IUIAHUPOBaTh paboTy, PacCTaBiLITh NPHAOPUTETH]; OCOSHAHNE OTBETCTBEHHOCTH 3a IIOCIICICTBHA CBOMX
nNefcTBul, IPUHUMAECMBIX PEIICHMI;

CBOCBPEMEHHOE BHITIOHEHNE TIOPYyYeHMH;

KOJNHYECTBO IOATOTOBICHHBIX CHYXeOHBIX JOKYMEHTOB, HMH(OPMaIMOHHO-aHATHTHYECKHX
3aMUCOK, CIPAaBOK, OTYSTOB ¥ HHBIX NOKYMEHTOB, CBA3aHHBIX C HKCIIOJNHEHHEM JOJDKHOCTHBIX
00sA3aHHOCTE;

Ka4ecTBO BHITONHEHHO! paGoThl — MOArOTOBKA JOKYMEHTOB B YCTAHOBJICHHOM HOPSA/KE, IOJIHOE
U JIOTHYHOE U3JOKEHUEe MaTepualia, IOpPUANYecKH I'DaMOTHOE COCTABICHHE JOKYMEHTA, OTCYTCTBHE
CTHJIMCTHYECKUX ¥ IPAMMATHYECKUX OMIHO0K;

KOJIMYECTBO M 0OBEM MEPONPHUATHI, B IOATOTOBKE U POBEACHUN KOTOPHIX IPHHUMAN y4acTHe

paboTHHK;



HHTCHCHBHOCTE TPyAa — CIOCOOHOCTh B KOPOTKHE CPOKH BBHIIOJIHATEH ONPENCICHHBIH 06BeM
pabor;
Hanu4ue Nooumpenuii 3a 6e3ynpednyio u b heKkTuBHyI0 pabory;
OTCYTCTBHE HEIOCTaTKOB W HApYIICHWH, BRIABICHHBIX B XOJC IPOBEPOK KOHTPOJIHPYIOMIHMHE
OpraHamMy, OTHOCSIUXCS K cepe ero AesTeNbHOCTH;
- OLEHKa IPOQECcCHOHANBHBIX, OPTaHM3aTOPCKHX M JIMYHOCTHBIX KAa4eCcTB paGOTHHKA II0
pesysbTaTaM ero npodeccHoHaIBHON CIy)XeOHOU AesSTENBHOCTH.

COI''TACOBAHO

3aMecTuTelb PYKOBOJUTENS A.C. Mapxkakos



