«YTBEPXJAK»

IIpenacenarens
ApOuTpaxkHoro cyaa
ropoaa Cankr-IleTepGypra u
Marmrrrmamangif 067aCTH

/
JOJDKHOCTHOW PETJIAMEHT
benepanbHOro rocy1apcTBEHHOTO IPaXKIaHCKOIO CITYKAILLETO,
3aMellaloero B ApSurpaxHoM cyle ropona Cankt-IleTepbypra u
JlenuHrpaackod obnacTH AOMKHOCTD PelepallbHOM rocyAapCTBEHHOH
rpaXKIaHCKOM CJy:KObl BeyILEro crreLiHagucra
oTjena obecneyeHus CyAONpPOU3BOACTBA

1. Obue nonoxeHus

1.1.  JlomkHOCTP BeAyllero CIHeIfHalKcTa oTAena  obecrneyeHus
CYJAONPOU3BOACTBA (Janee — BeAYLMi cnennanuct) ApOuTpaxxHOro cyaa ropoza
Cankr-Iletepbypra u JleHuHrpaackoii 061acTH OTHOCHTCA K CTaplUEd Tpynne
NOJIKHOCTEH roCy1apCTBEHHOM IpaXXNaHCKOH CI1y k0Bl KaTeropuu
«CIHEUUATTUCTHI».

1.2. Beayumii crrel{HaACT HA3HAYAETCH HA JOMKHOCTE H OCBOOOYKIAETCS OT
Hee NpHKazoM ApbutpaxHoro cyaa ropoja Caunxr-Ilerepbypra u JlenuHrpaackoi
obnactu (panee — Cyn).

1.3. Beaywui clHeLUMaUCT HENnocpeACTBEHHO INOAYHMHAETCS HavallbHUKY
oTJena obecrneyeHus Cy10NPOM3BOACTBA (Aajee — HauasHUK Otjaena).

1.4. Ha nepuoa BpEMEHHOroO OTCYTCTBHS BeAyILEro CICLHANIHCTA €ro
3aMellaeT ApyroH BedyIUH CNEUHAINCT OTAeNa o0ecneyeHus CyAoNpON3BOACTRA
(nanee — Otaen) B COOTBETCTBHE ¢ yCTaHOBIeHHOM B Ortaene
B3aMMO3aMEHAEMOCTEIO.

Ha Beaywero cneudanucra, COINIacCHO paclpedelieHuIo o0s3aHHOCTeH
MeXAYy ToCynapCcTBeHHBIMH crhyxammMu Otmena, MoxeT OBITh BO3JIOKEHO
UCTIONIHEHHE 00S3aHHOCTEH, BHIMOIHAEMBIE ITIABHBIM CIIELHAIMCTOM B ClIydae ero
OTCYTCTBUSA.

1.5. Beaymmii cnemuManuct B CBOEH ciykeOHOH  [eATE/NbHOCTH
PYKOBOACTBYETCA CIEAYIOIIAMH HOPMATHBHO-NPABOBBIMH aKTaMH (C y4E€TOM BCEX
BHOCHMBIX B HUX U3MEHEHHH ):

Koncturyuuei Poceniickoit @enepanun;

DenepalbHbIM KOHCTHTYLHOHHBIM 3aKoHOM 0T 28.04.1995 Ne 1-®OK3 «0O6
apOuTpaxkHbIX cynax B Poccuiickoit ®eaepanuny;

ApOHTpaXKHBIM NpoLlecCyabHbIM KogekcoM Poccuiickoit ®enepanuy,

QenepanbHeiMH 3akoHaMd oT  08.01.1998 Ne 7-@3 «O CyneGHom
nJenaprameHTe npd BepxosHom Cygne Poccuiickoit @enpeparu», ot 27.05.2003
Ne 58-03 «O cucreme rocyaapcrBeHHON cayx0bl Poccuiickoii Deaepauuu», OT
27.07.2004 Ne 79-03 «O rocynapcTBeHHOH rpaxiaaHckoi ciyxbe Poccuiickoit
Deaepauuu», HHbIMU (PeaepanbHbIMU 3aKOHAMH;



ykasamu IIpesugenta Poccuiickoid @enepaiun;

nocraHoBneHUuAMH [IpaBurennscTBa Poccuiickoit ®enepanuu;

nocrasosieHussMu BepxoBHoro Cyna Poccuiickoit ®enepanuu;

nocradoBieHusMH CoBeTta cyneit Pocculickoit ®enepaumuy;

HOPMaTHBHBIMH TpaBoBbiMH axTtamMd CynebGHoro jJenapraMeHTa MpH
BepxosnoMm Cyne Poccuiickoit @enepauuu (nanee — CyneOHbIi nenapTaMeHT);

MOJIOXEHUAMHU, HHCTPYKUMSIMU, METOAUYECKUMU PEKOMEHIALIMAMM;

Kogexcom  »THKH #M  ciyxebHoro  moBeiaeHus  deaepanbHbIX
roCyJapCTBEHHBIX TIpa)KAaHCKHUX Cayxalux annapara ApOuUTpakHoro cyna
ropoaa Cankr-IleTepOypra u Jlennurpaackoii odnacty;

NpUKa3zaMH U pacnopsiKeHHaMH ripesiceaarens Cyna;

HHcTpykuueld no Aelonpou3BoACTBY B apbuTpaxHbIx cylnax Poccuitckoi
Qenepauvt  (MepBOM,  anenNgUHOHHOM M KacCalMOHHOH  MHCTaHLMH),
yTBep)KIeHHOH mnoctaHoBieHneM Ilnenyma Beiciiero Ap6utpaxHoro Cyna
Pocculickoit ®eaepauun oT 25.12.2013 Ne 100 (mamee — Huctpykuus o
JeJIOMPOU3BOJICTRY ),

Uncerpykumeik 06  ocobeHHOCTIX  BeleHHs  JAEIONpPOU3BOACTBA B
ApbutpaxuoM cyae ropoga Caunkt-IletepOypra u JleHuHrpaackod obnactu
(nanee - MHCTpyK1HMs 06 0COOEHHOCTAX BeEHUS 1€I0MPOH3BOACTBRA);

JIOJKHOCTHBIM perjaMeHTOM.

2. KpanudukaunoHHele TpeboBaHHA

2.1. Ha pomkHocTh Bemyllero cnenuyanucta OTaena HAa3HA4YaeTca JHLO €
BBICIIIUM 00Opa3oBaHHEM.

2.2. TpeboBanus K cTaxKy paboThl Ha JOKHOCTH BEAYLIEro CHELHAIIMCTA
rocyAapcTBEHHOH Ipa}IaHCKo# cinyk0bl MM K CTaKy paboThI 110 CNeUAIbHOCTH
HE NpeNbABISIOTCS.

2.3. Bexymuii cieuManucT A0KeH (0053aH) 3HATh:

rocyaapcTBeHHblIH a3blKk Poccuiickolt ®enepanuu (pycckuit A3bIK);

ocHoBel KoHcTuTyuun Poccuiickoit Qenepali;

QenlepalibHbI KOHCTUTYLHMOHHBIH 3akoH oT 28.04.1995 Ne |-®K3 «O6
apObuTpaxHsiX cyJax B Poccuiickoii @enepalinny»;

®enepansueie 3axoHbl OT 08.01.1998 Ne 7-@3 «O CyneGHoM JenapraMeHTe
npu BepxoBHom Cygme Poccuiickoit @enepauun», ot 27.05.2003 Ne 58-03 «O
CUCTEMe rocyaapcTBeHHOH cnyx6bl Pocculickoit ®enmepauun», ot 27.07.2004
Ne 79-@3 «O rocyaapcTBeHHO# rpaxaaHckod cnyxbe Poccuiickoil ®epepaunu»,
MHble (eaepaibHble 3aKOHBI;

apyrue QernepansHble KOHCTHTYLIMOHHBIE 3aKOHBI, yKa3bl [Ipe3ugeHTa
Poccuiickoit  ®eaepaunu, noctadoBneHus [lpaButenscTtBa  Poccuickoit
Ddenepanuy, MHble HOPMaTHBHBIE TPABOBBIE AKThI, PErYIUPYIOIIHE AeATENLHOCTD
apbutpaxHbix cynoB Poccuiickoli ®ezmepalldd U 0COOEHHOCTH TPOXOXKICHHS
TrOCYIapCTBEHHOM  IpamKIaHCKOK  ciayxObl, B  Ipelenax  JOJKHOCTHBIX
00s3aHHOCTEH U MONTHOMOYHIA;

nokanbHele akThl Cynaa, peryJdpyrollie BOMPOCH, OTHOCSIIMecs K
KoMmneTeHUHY OTaena, ¥ 0coOOEHHOCTH NPOXO0XICHNUSA FOCYIapCTBEHHOMR ¢y #Obl;

nopanoK paboTsl co cnyxedHOH HHPOpMaLuei;

popMBl U MeToIbl paboTHl ¢ MPUMEHEHHEM ABTOMATH3MPOBAHHBIX CPEICTB
ylpaBJieHHS;



OCHOBBI BeJIEHUs 1eNIONPOU3BOACTREA;

MIpaBuJIa JCI0BOr0 3THKETa;

HOpMBI M TIpaBHIIA OXpaHBl TpyJa, TEXHUKU OE€30IIaCHOCTU M MOXKApPHOM
6e3omnacHOCTH;

o0lLI1e IPUHLUIBI ClIyKeOHOro NOBEAEHUS IOCY1apCTBEHHBIX MPaXKAaHCKHX
CITyKalllKX;

Kopgekc 3THKHM H ciiyeOHOTO MOBeIeHHS (eaepallbHBIX rocyJapcTBEHHBIX
TPaXIAaHCKUX Ciyxailux annapara ApOuTpaxkHoro cyaa ropoga CaHKT-
[TetepOypra u Jlenunrpanckoit obnacty;

cmyxeOHBIH paciopagok ApoutpaxkHoro cyza ropoaa Cankr-Ilerepdbypra n
JleBuHIrpaackoii obnacTy;

JOJDKHOCTHOM perjiaMeHT.

2.4 Benymumii cneLiMamicT AOKEH (00513aH) yMeTh:

MBICJIUTh CUCTEMHO;

MJIaHAPOBATh, PALHOHAJILHO HMCIIONB30BaTh CIyXKeOHOe BpeMs W JOCTUTaTh
pe3yabTaToB;

aHAJIM3UPOBATh U 00001MaTh HHGOOPMALIKIO;

paboTark ¢ 3aKOHOJAATEIBHBIMA M HOPMATHBHBIMH INPABOBBIMM AaKTaMH,
IIPUMEHATH WX Ha NPaKTHKE;

pa3pabarbiBaTh MIaH KOHKPETHBIX ACHCTBHH;

OMnepaTHBHO NMPHUHUMATE M OCYILECTBIISTE IPHHATHIE PELIEHUS;

aJalTUPOBAThCH K HOBOM CUTyallMd M [PUMEHATH HOBBIE MOOXOABI K
pellieHHI0 BO3HUKAIOIIKX TpodJieM;

3G EeKTUBHO U II0CIEJ0BATEIIbHO OPraHU30BBIBATH B3aMMOJEHCTBHE C
OPYTUMH NOApa3ieeHHIMU;

IIPaBUJIBHO paclipedensTh pabouee BpeMs;

BIaAE€Th NpHEeMaMH MEXUJIMYHOCTHBIX OTHOIIEHHWH (yMeThb BHHUMATENLHO
CIyIIATh KOJUIET; YMETh HE AOMYCKaTh MEKIMYHOCTHBIX KOH(NIMKTOB ¢ KOIJIeraMu
U PYKOBOOHMTENAMH; YMeTh 3¢ (PeKTHBHO COTPYAHHYATH, HATH HA KOMIIPOMHCC IIPH
pelleHHd npodiieM B KOH(IHKTHBIX CHUTYalHfX; OBITH OTBETCTBEHHBIM IIO
OTHOIICHHIO K JIIOAAM, OBITh OT3BIBYMBBEIM; OBITH Bceraa ApPYKeTHOOHBIM;
noMorars B paboTe KojieraM; yMeTb PUHUMATh COBETHI KOJIEr o pabore; ObITh
CIOCOOHBIM IIPH3HABATE CBOIO HEMPABOTY );

ObITh TpeGoBaTeNbHBIM K cebe, SHeprUHIHbIM, HACTOMYHMBBIM.

paboTHI B KOHKpeTHOU cdepe AesaTeNbHOCTH;

BJIaJICHUS] KOMITBIOTEPHOU TEXHUKOM;

BIIaJI€HHs HEOOXOAMMBIM MPOrPAMMHEIM 00ECNIEYEHUEM.

Kpome Toro, Beaywuii cnelMaiudcT A0MKeH (00s3aH) CHCTeMaTHYECKH
MOBBIIIATH CBOIO KBATM(HUKALMIO COOIIONATE HCIIONIHUTENBCKYK) TUCIUILIHHY.

3. HOH}KHOCTHLIG 06H3aHHOCTI/I, IIpaBa H OTBCTCTBCHHOCTL
BCAYUICTO CIICHHUAIIHCTA

3.1. Benyumii chnendagucT JODKeH  BBIIOJIHATH  O0S3aHHOCTH,
npeaycMoTpeHHslie cT. 15 u 18 ®enepanbHoroe 3akoxa oT 27.07.2004 Ne 79-03 «O
roCyJapCTBEHHOM rpaxaaHckol cnyxoe Poccuiickoli ®enepaiiun», a Takxke:

¢bopMUpoBaTh apOUTpa)KHBIE Jela B COOTBETCTBHH C TpeOOBaHHAMH
HHCcTpyKUui MO Nen0Nponu3BOACTBRY;



obecrneyuBaTh COXPaHHOCTH A€l M HOKYMEHTOB, Nepel]aHHbIX BEAYIUEMY
CTIELHATUCTY JUIs NOJIIMBKYA U HallpaBJEHUs JHLaM, YYacTBYIOLLUM B JIETIE;

aKKypaTHO M TIpaMOTHO OQOpPMIATh ONMCH AapOHTPaKHBIX [Hel B
COOTBETCTBUH ¢ TpeboBaHUAMU MHCTPYKUMH MO A€10NPOU3BOACTRY;

3aBepATh B NopAAKe, ycTaHOBNeHHOM MHCTpykuMel no neaonpoU3BOACTBY,
KOMHMHM CYAeOHBIX aKTOB, MNOJJIEKAlIMX PacCbuiKe, C  HCHOJbL30BaHHEM
YTBEpXACHHBIX MeyaTed U IITaMIIOB;

KOHBEPTHPOBATh HOYTOBEIE OTIIPABICHHUS B COOTBETCTBHM C TpeGOBaHUSIMHU
[IpaBun OKa3aHHUs YCIYT NMOYTOBOH CBSI3M U HANPABNATH WX JIMLIAM, YUYACTBYIOILIMM
B Ji€le, B CPOKM, yCTAaHOBNIEHHble ApPOMTPaKHBIM MPOLECCYATbHBIM KOJEKCOM
Poccuiickoii ®enepaunu 1 UHCTpYKUHEH 1O J1€10NPON3BO/ICTRY;

OCYILUECTBIATh TIPOBEPKY HAlpaBlsEMbIX JHIAM, Y4acTBYIOIIUM B JHelle,
KONHUI CcyaeOHBIX aKTOB Ha MpeAMET NPaBUIBLHOCTH YKa3aHHsS HanMEeHOBAaHUs
CTOpOH, HOMepa Jena;

OCYLLUECTBIATE MPOBEPKY HAJW4Ms MOANMCH CYJbH B I[POTOKONEC H Ha
cy1eGHOM aKTe;

uHbOpMHpoBaTh HavalnbHHKa Otnmena o cyneOHBIX aKkTaxX, NepeJaHHBIX B
Orzmen, ¢ MCTEKIIMM CpPOKOM OTNpPaBKH, MpPelyCMOTPEHHBIM ApOGUTPaKHBIM
npoueccyanbHbIM KoaekcoM Poccuiickoit @enepauuy,

NPUHHUMATE apOUTpaXKHBIE JieJia OT NOMOLHUKOB HITH ceKpeTapei cyneOHbIX
3acelaHuil B COOTBETCTBUMU C MOPAAKOM Nepedadu aei B paboTy;

110 U TocJie BHINONHEHHs paboT dakT npueMa-nepenavu aen GUKCHPOBATh B
ANC «Cyponpou3BoAcTBO» B NOACHCTeEMe «/IBH)KEHHME TOMOB» [YTEM
CKaHHUPOBaHHS LITPUX-KOJOB Ha STHKETKax Jel;

- OpPMHPOBATH C ITOMOLLBIO MOJCHCTEMEI «OTIpaBKa JOKYMEHTa» peecTphl
MOYTOBBIX OTMpaBNeHUH, OQOPMAATE HMX NPU MNOMOLUM  MNOAIPOrpaMMBbl
«QDopMUpOBaHME  peecTpOB  OTNpaBKH» W TepedaBaTb  peecTpel  C
COOTBETCTBYIOLIMMH MOYTOBBIMU OTIpaBieHUIMH B O01Mit oTaen;

OCYIIECTBIATL NoAGOp apOUTpaXXHBEIX AeN IO 3asiBKaM MOMOIIHUKOB CYIeH,
COTPYAHHUKOB CeKpeTapuaTa, PyKOBOAWTENEH CTPYKTYPHBIX MOApa3AeNneHUH (no
3a9BKaM Ha O3HaKOMIIeHHe, jKajobaM, I aHaiu3a H 0000weHus cyneOHoi
[IPaKTHKH U T. 1.);

ofecrieynBaTh HajjieKailiee XpaHeHHe apOMTpa)HBIX AEJ, HAXOJSALLUXCH Y
Hero B 00paboTke;

eXeJHEeBHO [peNocTaBlATh HauyankHUKy Otmena uHQOpMaLUIO ©
pacnpeieNeHUMd  Harpy3KH  MeXJIy  CHeHAJIMCTaMH,  OCYILIEeCTBISIONIMMH
¢dbopMupoBaHue ¥ 06paboTKy JOKYMEHTOB Ha YCTaHOBIIEHHBIX TPYIIaX Cyei;

OpPraHW30BBIBATE [POM3IBOJACTBEHHOE OOy4YeHHE NO BCeM BOlIpOCcaM
JE/IONPOU3BOACTBA, BXOAAIIMX B KOMIIETEHIHIO CHEHAIUCTOB, KOTOpbIE
OCYLIECTBIAIOT (opMUpOBaHUE U 00pabOTKY AOKYMEHTOB Ha YCTaHOBJICHHBIX
Ipynmnax cyaeu;

IPOBOAUTL  O3HAKOMJIEHWE  BCeX  CIHEIHAIUCTOB,  OCYIIECTBIAIOLIMX
dopMUpOBaHHe M 00pabOTKY JAOKYMEHTOB HA YCTAHOBJIEHHBIX IPyMmax CydeH, ¢
HOBBIMM HODMATMBHO-IIPAaBOBBIMU aKTaMM, pacliOpsiAMTEIBHBIMU JOKyMEHTaMHU,
NpHKa3aMH, YKa3aHUSMH U IOPYUEeHUSIMH PYKOBOJCTBA;

COCTABNATh 3a9BKM Ha KaHUENSAPCKUE MPUHAJIeXHOCTH, oOopyloBaHHE U
OPrTeXHHKY, a TAKXKE B Cllyyae HEOOXOJHMOCTH — Ha HX PEMOHT;

y4acTBOBATh B pa3paboTke mnaHa paboTel U MeponpuaTuit Otaena;



cobmonats cayxeOHbli pacnopanok Cypna, mpaBujla H HOPMBI OXpaHbl
Tpydda,  TEeXHHKM  0e30macHOCTH,  MNPOU3BOACTBEHHOH  CaHUTaApHH M
[IPOTHBOIIOKAPHOH 6€30MacHOCTH;

BEIIIOJIHATE HHBIE ClTyxeOHble Topy4yeHus pykoBoacTBa Cyna.

3HAKOMHTBCA € IMpHKaszaMH U pacnopsokeHusmud Cyna mo Bompocam
NPOXOXKIEHHUS TOCyJapCcTBEHHOM rpakIaHcKoi cny»0Obl B annapare Cyna;

B JIeHb OCBOOOKACHHMA OT 3aMellaeMOH JOKHOCTH TIOCYAapCTBEHHOM
IpaXIaHCKOH CMy*Obl ¥ YBOJNBHEHHS C TOCYAAPCTBEHHOM IpakJaHCKOM ciyxObl
obs13aH caaTh CcyKeOHOe YOOCTOBEpEHHE TOCYNapCTBEHHOIO TPaskKIaHCKOIo
CIIyXalllero B KaJpoBylo ciyx0y.

3.2. IlpaBa Beayllero creyanucTa.

OcHoBHBIE [paBa BeAyLIEro CHELHHAIXCTA KaKk [OCyJapCTBEHHOIO
IPaKIaHCKOTO CNYXKaliero perjaMeHTUpoBaHbl ¢T. 14 deaepalbHOro 3aKoHa OT
27.07.2004 Ne 79-®3 "O rocymapcTBeHHOH rpaxaaHckoit ciyxbe Poccuiickoi
Deaepallvi’, B TOM YUCIE:

HoMy4YaTh WHQOPMALMIO W MaTepualbl, HeoOXONHMMbIE A HCIOIHEHHS
JAOIKHOCTHBIX 0043aHHOCTEH, OT CTPYKTYPHBIX noapaszaenenni Cyna;

BHOCHTD IIPe/IJIOJKEHHSA TT0 COBEPLIEHCTBOBaHUIO AesTenbHocTH O1aena;

npeacraBnate  Otnen BO B3aUMOOTHOIUEHHSX CO CTPYKTYPHBIMH
noapaszaeneHusMH Cyna, apOUTpa)kKHBIMH CyJaMH, rOCyJapCTBEHHBIMH OpraHaMH,
OpraHu3aLUsIMU, WX JODKHOCTHBIMH JIMIIaMH B Npe/iesiax CBOUX NOIHOMOUYHH.

3.3. OTBETCTBEHHOCTD BEAYLLEIO CNEeHANUCTA.

Beayumii  crnenMalMCT HeCeT YCTAHOBIAEHHYH)  3aKOHOJATEIBCTBOM
Poccuiickoli ®eaepanuy OTBETCTBEHHOCTE 3a HEUCIIOJHEHHE MIIM HEHAJlexallee
UCIIOJIHEHHE BOIOKEHHBIX Ha HEro JOKHOCTHBIX — oOsf3aHHOCTEH, 3a
HecoOJIIoeHHE OTPAaHMUYEHHH M 3alpeTOB, CBA3aHHBIX C MPa)XAaHCKOH cinyxOoH, a
TaKXe!

32 HEHCIOJHeHHe O0O0f3aHHOCTeH, YCTAaHOBJIEHHBIX 3aKOHOAATEIbCTBOM
Poccuiickor ®enepanuy o NIpoTHBOAEACTBHH KOPPYIILIUY;

3a  HecobmogeHuWe — TpeboBaHMH K cioy)KeOHOMY — TMOBEICHMIO
rocy/1apCTBEHHOIO TI'PaXkJaHCKOTo clyxallero, nojoxeHud Koaexca 3THKH U
cnyxeOHOro moBeaeHUs  (efepalbHbiX TIOCYNApCTBEHHBIX  IPAXKIAHCKHX
cayxXamux anmapata ApOuTpaxksHoro cyna ropoaa Caskt-llerepOypra u
JlenuHrpaackoi odbnacry;

3a HecobmrofeHue TpebGoBaHU HHCTpyKIMM MO AENONPOM3BOACTBY IIO
BOIPOCaM, BXOASIUM B HX KOMIIETEHIIHIO;

33 COXPaHHOCTb BCEX HAXOAAUIMXCH Y HEro Ha MCMOIHEHUH Jel M
JOKYMEHTOB;

3a HapylleHHe CPOKOB U HH3KOE KayeCcTBO UCMOJIHEHUs paborT;

3a pas3liallleHHe CBeJeHM, CTaBIIMX €My M3BECTHBIMH B CBA3H C
MCIIOJTHEHHEM JOJKHOCTHBIX 00513aHHOCTEMH;

3a IIpedOCTaBle€HHE pPYKOBOACTBY HEAOCTaTOYHOM M HeoObEeKTHBHOH
HHQOpPMAIIHH;

3a HecoOroeHue ciry)keOHoro pacnopsaka Cyna.

3.4. Cornacho c1. 15 ®enepanbroro 3akoHa ot 27.07.2004 Ne 79-®3 «O
TOCY/IapCTBEHHONH TIpaxjaHcKoil ciayx0e Poccuiickoi ®epepanin» BeaylUi
CTIELMATHCT HeceT MOUCLUMIUIMHAPHYIO, TPa)XAaHCKO-TIPABOBYIO WM YTOJOBHYIO
OTBETCTBEHHOCTb B COOTBETCTBHUH C ()eePaTbHBIM 3aKOHOJATEIBCTBOM B CJIyuae
UCIIONIHEHHS MM HEMPaBOMEPHOTO MOPYYEHHS.



4. [lepeyeHb BONPOCOB, O KOTOPBIM BeAYIIHH CIIeUHANHCT BIIPABe
CaMOCTOSTE/IBHO MPUHMMATh YIpaBieHYeCKUe
U UHbIE pellieHUs

Benywuii cnenaiucT caMOCTOSTEISHO TPHHUMAET PellleHHs 0 BONPOCaM:

OpHEMA WIM OTKa3a B IIpHeMe JOKYMEHTOB U apOMTpakHbIX Jel,
o(OpMIIEHHBIX HEHAJIEXalUM o0pa3zoM, ¥ BO3BpaTa MX Ha mnepeodopMIeHHE
coryiacHo TtpeboBaHusM WMHCTpYyXUMH TO [AEIONPOU3BOJACTBY B apOMTpPa)KHBIX
cynax, PernmameHTy paboTel ¢ apOuTpaxHBIMH OenaMi, Ilomoxkenuro o6 otnene
Cy/1eOHOr0 JeIONPOU3BOACTBA IPaXKIAHCKOH KOJIIETHHU;

HOJATOTOBKH M  OGOpMIEHHS JOKYMEHTOB, MpegHazHaudeHHbIX A
OpraHH3alMy  [POU3BOJACTBEHHOr0  O0y4YeHMs  CIELMANUCTOB,  KOTOpBIE
OCYILIECTBIAIOT popMHupoBaHHEe U 00pabOTKY TOKYMEHTOB.

5. Ilepeuens BOMPOCOB, MO KOTOPEIM BEAYLIHH CNELHAIHCT
NPUHAMAET Y4aCTHE [IPH [IOATOTOBKE IPOCKTOB HOPMATHBHBIX
NPaBOBBIX AKTOB H NIPOEKTOB yIIPABIE€HYECKUX U HHBIX PELICHHH

Benymmii cneuuanuct BopaBe (MM 00s3aH) y4acTBOBaTh B IMOAIOTOBKE
[POEKTOB HOPMATHBHBIX [IPABOBBIX AKTOB W IIPOEKTOB YIPaB/I€HUYECKHUX WM HHbIX
pellleHHd 1o  BOHIPOCAaM  COBEpLICHCTBOBaHUA  JedATelbHocTH  OTxena,
CYILECTRYIOIIMX HOpM ¥ METOAO0B pabOThI C JOKYMEHTAaMM.

6. ITopsaok cnyxebHOro B3aHMOIECHCTBHUSA
BEIyLIEro CIEUHAIUCTA B CBA3H ¢ UCIIONHEHHEM
JNOJKHOCTHBIX 00SM3aHHOCTEH ¢ rpaXXIaHCKUMH CIIyXKallUMHU
Apbutpaxsoro cyga ropoaa Cankr-IlerepOypra u Jlerunrpanckoit odnactu

CnyxebHoe B3aumozeiicTBie ¢ paboTHUKaMH ApOUTpa)KHOIO Cylla ropoja
Canxkr-Ilerepbypra u Jlenunrpaiackoli o6iacTH, Apyrux apOMTpaiKHBIX CyIOB,
rOCYJIapCTBEHHBIMH OpPraHaMM, OpPraHM3alWsAMHM, WX AOJKHOCTHBIMHM JIMLAMH H
TPaX/JaHaMH B CBA3M C MCIOJHEHHEM CBOMX JO/DKHOCTHBIX 00s3aHHOCTEH
BeAyLUMH CHNEUHAUCT AOMKEH CTPOMTh B COOTBETCTBHM ¢ (eepalbHbIMH
KOHCTUTYUHOHHBIMU 3aKOHaMH, (penepanbHBIMH 3aKOHaMH, WHBIMH
HOpPMAaTHMBHBIMM IpaBOBEIMH akTaMHM Poccmiickoii ®enepauuu H ¢ y4eTOM
nonoxxkeHudd @epepanbHoro 3akoHa ot 27.05.2003  Ne 58-03 «O cucreme
rocyAapCcTBEHHOM rpaxJaHcKolk cinyxk0bl Poccuiickoii ®enepanuu», oOT
27.07.2004 Ne 79-®@3 «O rocynapcTBeHHOH rpakiadckoi ciyxbe Poccuickoi
O®enepanuny, Ykasza [lpesunenta Poccuiickoit @enepanuun ot 12.08.2002 Ne 885
«O06 yTBep}KIAeHUH 0OIIMX MPUHLMIIOB Cly>)KeOHOI0 MOBeJAeHUs roCyJapCTBEHHBIX
cnyxamux», Koagexca 3>TMKM M cliy)keOHOro rnoBeaeHHs (¢elepalbHbIX
FOCYJapCTBEHHbIX TIPaKIaHCKUX CJAYXalUUx amnmnapara ApOUTpaKHOro Ccyaa
ropona Caukr-IletepOypra u JleHuHIpaacKoi 06IacTH.



7. Iloxasarenu 3¢ peKTHBHOCTH
M pe3yNbTaTUBHOCTH MPOQECCUOHANBLHOM cITy:)KeOHOH NeATeNbHOCTH
BeJyLLEro crenuaiyucTa

7.1. Opranuzauus Tpyna.

NPOU3BOAUTENBHOCTD (BEIIONHAEMEIH 00BbeM paboT):

Pe3yJIBTAaTUBHOCTE (MEpa AOCTUXKEHHUS TTOCTABICHHBIX IeNIeH );

MHTEHCUBHOCTh Tpyda (cnocoOHOCTh B KOPOTKHE CPOKH BBIITOJHATH
onpeAeneHHbIH 00beM padoT);

cobmoeHne TpyOOBOH NUCLIMILITHHEL.

7.2. CBOEBpPEMEHHOCTh U ONEPaTUBHOCTh, T. €. BHIMIOJHEHHE MOPYYEHHH H
pacropsKeHMH B CPOKH, YCTAHOBIEHHBIE 3aKOHOAATEIBCTBOM, TOKHOCTHBIM
PETJIAaMEHTOM UIIH PYKOBOACTBOM.

7.3. KauecTBO BEINOJHEHHOH paboTHI:

IIOArOTOBKA  JOKYMEHTOB B  COOTBETCTBMM C  OIpelel]eHHBIMH
TpeOOBaHUAMH,

IIOJIHOE M JIOTUYHOE U3JI0KEeHHE MaTepHana;

OTCYTCTBHE CTHJIMCTHYECKHUX U IPAMMATHYECKNX OLIHOOK.

7.4. IlpodeccroHanu3M:

npodeccHOHaNbHAass  KOMIIETEHTHOCTh  (3HaHHe  3aKOHOJATeJbHBIX,
HOPMAaTHUBHBIX [IPAaBOBBIX aKTOB, HIMPOTA MPo(eCcCHOHATBHOTIO KPyro3opa, YMeHue
paboTaTh ¢ JOKYMEeHTaMH),

CIIOCOOHOCTL BBINONHATE JOIDKHOCTHBIE (YHKLMH CaMOCTOATENbHO, 0e3
[IOMOLIM PYKOBOAMTE/IS HIIA CTAPILErO MO JIOKHOCTH,

COOCOOHOCTE YETKO OpraHM30BBIBATH W IUIAHMPOBATh  BBITIOJIHEHHE
NOPYYEeHHBIX 3aaHUi, yMeHHe palHOHAIBHO MCIIONB30BaTh pabodvee BpeMmd,
PacCTaBIATh IPHOPUTETEHI;

TBOPYECKMH NOAXOA K peLIeHHIO [OCTaBIEeHHBIX 3ada4, AKTHBHOCTE W
HHHIIHATHBA B OCBOCHMM HOBBEIX KOMIIBIOTEPHBIX H HHGOPMAIHOHHEBIX
TEXHOJIOTMH, CMOCOOHOCTh OBICTPO aJalTHPOBATHCA K HOBBIM YCIIOBHSM H
TpeOOBaHMAM, CMOCOBGHOCTh K MOJYYEHHIO HOBBIX MPOMeCCHOHANLHBIX 3HAHMN U
HaBBIKOB W XeJaHHe WX MOJydaTh;

OCO3HaHHe  OTBETCTBCHHOCTH 3a IIOCJIENCTBHS CBOHMX  JICHCTBHI,
IIPHHHMAEMBIX pELIeHUH;

CIIOCOOHOCTE COXPaHATh BBICOKYIO pPabOTOCMOCOGHOCTh B 3KCTPEMANBHBIX
YCIIOBHSAX.

HavaneHuk
oTaena od0ecreYyeHus
CYAQHPOU3BOACTBE

«COI'JJACOBAHO» -
HavaneHuk otaena kaapos
¥ TOCYAapCTBEHHOH CITY kOBl
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«YTBEPXJIAIO»

IIpencenarens
ApbutpaxHoro cyaa
ropoaa Caukrt-Ilerepbypra u

* TleHuHTpajackoif oGnacTH

A.HU. Bonoaxuua
(DoaTHCE)
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JNIOJDKHOCTHOU PETJIAMEHT
denepansHOTO rocy 1apCTBEHHOTO IPAKAAHCKOTO CITy>Kallero,
3aMeLaloiiero B ApourpaxtoM cyae ropoja Cankr-Ilerepbypra u
JleruHrpanckoii o06IacTH JOIKHOCTD (hefepallbHOH rocy AapCTBEHHOM
IpaXAaHCKOH CIy>KOBI IaBHOTO CHEHANTKCTa
oTAena obecrneueHus CyA0NPOU3BOACTBA

1. Obuine moMoKeHUsa

1.1.  JIoIoKHOCTE  TJIaBHOTO  CHENMANTHCTAa  OTAena  oOecleyeHus
CYZOIPOU3BOACTRA (flajiee — ITABHBIN CHeHanucT) ApOUTpaKHOrO CyjAa ropoja
Cankr-TlexepGypra u Jlenunrpanckoil oBIacTH OTHOCHTCS K crapineil rpynile
JOJDKHOCTEH . TOCYLapCTBEHHON IpaXXJaHCKOM CITykKOBI KaTeroOpHu
«CIeUATTUCTHDY.

1.2, 'naBHbBIN CICIMANKMCT HAa3HAYaeTCA HA JODKHOCTL H OCBODOXKIAeTCst OT
Hee nmpukazoMm ApburpaxHoro cyaa ropoga Carkr-IlerepOypra u JlenuHrpaackoit
ob6nactu (nanee — Cyn).

1.3. T'naBHbI# CHEUUATHCT HENOCPEIUCTBEHHO MOJYHHAETCS HadyanbHHKY
oTAena obecrieyeHus CyIONPOM3BOACTBA (fajlee — HAUATBbHUK OTAENA).

1.4, Ha nepuon BpeMeHHOIro OTCYTCTBHS TIABHOIO CHelHalHcTa erTo
3aMelaeT APYrod IMaBHBIH CHelHalucT oTaena obecnedeHus CyI0NPON3BOACTRA
(namee — Ortnen) B cooTBeTCTRHE ¢ ycraHoBneHnod B Otaene
B3aWMO3aMEHAEMOCTEIO. |

Ha rnasHoro cnenuaniucra, COrjiacHO paclpe/ieleHUI0 o03aHHOCTeH Mex Ty
rOCyapCcTBEHHBIMH ciyxamuMu Otzpena, MoxeT ObiTh BO3JIOKCHO HCIOIHEHHE
00513aHHOCTEH, BBINOJHACMBIX BEIYIIUM CICHHATHCTOM, B CIyIae ero OTCYTCTBHUI.

1.5. TI'maBHBIi choermuanvcT B CcBOeH  CiIyXeOHOU  AEATENHLHOCTH

PYKOBOICTBYETCS CIEAYIOLMMH HOPMAaTHBHO-IIPABOBBIMM AKTAMH (C y4€TOM BCEX
BHOCHMBIX B HUX H3MEeHEHHH):

Koncrurynueit Poccniickoin @enepanmny;

QenepalbHbIM KOHCTUTYUHOHHBIM 3aKkoHOM oT 28.04.1995 Ne 1-®K3 «0O06
apOMTpaxxHbiX cyaax B Poccuiickoit Denepanuny;

ApOuTpaXkHBIM NpolecCyabHbIM KogekcoM Poccuiickoit @enepanuu;

QepepanbHbiMi  3akoHaMH  oT  08.01.1998 Ne 7-®3 «O CyznebHoM



denapramenTe npu BepxosHoM Cyae Poccuiickoii ®epepanun», ot 27.05.2003
Ne 58-@3 «O cucreMe rocynapctBeHHOM ciyxOb1 Poccutickoit ®denepaunuu», ot
27.07.2004 Ne 79-®3 «O rocyzapcrBeHHON TrpakjaHckod ciuyx0e Poccuiickoi
Denepaldu», HHBIMH (eaepalbHBEIMH 3aKOHaMHU;

yka3aMu [Tpesuaenta Poccuiickolt Qexepanuy;

nocraHoBiaeHuaMu [Ipasurensctpa Poccuiickoit eaepanuy;

nocraHoBneHUAMH BepxosHoro Cyaa Poccuiickoit @enepauny;

nocraHosneHusMHU CoBeta cyaeit Poccuiickoil ®enepanuy;

HOPMATHBHBIMH TIpaBoBbIMH akTamMH CynebHoro jenapramMeHTa IIpH
Bepxosuom Cyne Poccniickoit ®enepauuu (nanee — CyneOHBIN germapTaMenT);

MOJIOKEHUSIMH, HHCTPYKIIHSIMH, METOJIHYECKHMH PEKOMEHAALMSAMH;

KomexcomM  3THKH UM cnyxebHoro  moseleHUsd  (enepalbHBIX
TOCYJapCTBEHHBIX TPaXKIAaHCKMX CIHy’KalluxX amnmapara ApOUTpaXHOro cyjaa
ropoaa Cankr-llerepdypra u JIeHuHrpaacko# obaacTy; '

MpHKa3aMU U pacnopsskeHUsMHU npeacenarens Cyna;

HHcTpykuueid no nenonpoH3BOACTBY B apOMTpaxHBIX cyaax Poccuickoin
Qenepauun  (mepBol, AaNeNNAUHOHHOM W KacCaUWMOHHOH  MHCTaHUHUH),
yTBEpP)KAeHHON mnocTaHoBAeHHeM ILlienyma Beicinero ApGutpaxkHoro Cyaa
Poccuiickoit @egepauuu ot 25.12.2013 Ne 100 (manee — HMHcTpyxuus 1o
IeJIONIPOU3BOICTRY );

HucTpyknueir o006  0co0eHHOCTAX  BeJeHHMS  JeNONPOM3BOACTBA B
ApbutpaxHoM cyne ropoaa Cankrt-lIlerepOypra u Jlenunrpaackoil obnactu
(manee - MucTpyKums 06 0coOEHHOCTIAX BEAESHHS NENONPOH3BOACTRA);

JOJDKHOCTHBIM PErjlaMeHTOM.

2. KramndukanmonHele TpeGoBaHUS

2.1. Ha momknocTh rmaBHoro crneuuanucra Otrlena Ha3zHavdaercs JHLOC C
BBICIINM 00pa3oBaHUEM.

2.2. TpeGoBaHus X cTaxXy paboThl Ha JOJDKHOCTH TIaBHOIO CIELMANTUCTa
rocyaapcTBeHHOH I'PaXKIaHCKOH CIry:KOBI MITH K CTaxy paboThl 10 CrIelUalbHOCTH
HE NPeabsBIAIOTCA.

2.3. I'naBuwiid ciennanuct Otaena o0s3aH 3HATH:

rocyZapCTBEHHBIA A3bIK Poccuiickoii Penepalivu (pyCCKUR A3bIK);

ocHoBBI KoHcTuTy1u Poccniickoit @enepanuy;

@DefepanbHblii KOHCTUTYLIMOHHBIM 3akoH oT 28.04.1995 No 1-®K3 «O6
apOuTpaxHbIX cyJax B Poccuiickoit Qenepannn»,

ApOuTtpaxHbill mpolieccyarbHEI Kogeke Pocceniickoii ®Menepauny;

DenepansHble 3aKOHBI 0T 08.01.1998 Ne 7-@3 «O CyzneGHoM nenapTaMeHTe
npu BepxoBHoMm Cygne Poccuiickoii Penepauum», ot 27405.2003 Ne 58-@3 «O
CHCTEME rocyaapcIBeHHOH ciryxkOnl Poccuiickolt ®Peagpaumun», or 27.07.2004
Ne 79-®3 «O rocyaapcTBeHHO#R rpaxmaHckoi ciyxbe Poccuiickoit @eaepanumy,
HHble enepanbHble 3aKOHHI,

IpyrHe GelepaibHble KOHCTUTYLIMOHHBIE 3aKOHBI, ykasbl [IpesnpeHTa
Pocculickoli ~ ®enepauuM, nocraHoBnenns IIpasuTenscTBa  Poccuifckoi



®epepanyy, HHBIE HOPMATHRHBIE IIPABOBBIE AKTHI, PETYIHMPYHOLIME ACSTEILHOCTD
apOUTpakHeIX CyioB Poccuiickoit Pemepanlii H 0COOEHHOCTH IPOXOXKIEHHS
rOCYAapCTBEHHOW  TpakJaHCko#d  cimyxObl, B Mpeaenax  AOMKHOCTHBIX
00A3aHHOCTEH B NOTHOMOYHIA;

noxanpHble akThl Cyga, peryaupyloluye BOMNPOCHl, OTHOCAIINECH K
kommeTeHnH Otaena,  0COOEHHOCTH ITPOX0KICHHU TOCYAapCTBEHHOM CITyXKOBbI;

nopsAI0K paboThl co ciykebHO#i nHpOpMaleH;

GopMbl ¥ MeTOJBI paboThl ¢ NPUMEHEHHMEM aBTOMATH3UPOBaHHBIX CPEACTB
yIIpaBJICHHS;

OCHOBHI BEJICHHA JEIONPOU3BOICTBA;

IpaBHJIa JEIOBOTO 3THKETA;

HOpPMEI W IPaBHIa OXpaHBl TPyDa, TEXHHUKM Oe30MacHOCTH M NOXApHOH
6e30MacHOCTH;

obHIMe NPHHLMILL CIY)KeOHOro HOBEACHUS IOCY1apPCTBEHHBIX IPaXJaHCKUAX
CIyKalluXx;

Kogexc »TukHu ¥ cmyxeGHOro noBeleHUS (e/lepalbHBIX IoCyJapCTBEHHBIX
IpaKOAaHCKUX CIyKallux anmapara ApOutpaxHoro cyaa ropoga CaBxrt-
IletepGypra u Jlerunrpaackoi obracTy;

ciayxebnblil pacnopsgok ApbGurtpaxkHoro cyna ropona Cauxt-Iletepbypra u
JlenuHrpanackoi o6nacTy;

JOJKHOCTHOM persiiaMeHT.

2.4 I'napusbii cenuanuct OTaena JOMKEH YMETh:

MBICJTHTh CHCTEMHO;

IUIaHUPOBaTh, PAMOHANBHO MCIOAB30BATh ClyxeOHOe BpeMs M JOCTUraTh
pe3ynsTaToB;

aHaJIM3KpPOBaTh H 0000maTh HHGOPMALMIO Ha CTAAWH IPHHATHA H
peanuzaliyy yIpaBlIeHYeCKOTo pellieHHs;

paGoTaTe ¢ 3aKOHOJIATEIbHHIMH W HOPMATUBHBLIMU [PaBOBBIMH A4KTaMH,
IIPHMEHSATE UX Ha [IPaKTHKeE;

pa3pabaThIBaTh IUTAH KOHKPETHRIX OeiiCTBHIA,

OIepaTUBHO MPHHUMATh U OCYIIIECTBIATL NPUHSTEIE PEIICHHS;

aganTUpoOBaThC] K HOBOH CHTyalMM H INPUMEHATH HOBBIE MOIXOIABI K
pellesyIo BO3HUKAIOIIUX NpodieM;

3G (}eKTHBHO H IIOCIEL0BATCILHO OpraHu3OBBIBAThE B3aMMOJAEWCTBHE C
APYTEMH TIOAPa3ICICHHAMUY;

IIPaBUIIBHO paclipeleaTh pabouee BpeMs;

BIIAZETH NpPUEMaMH MEKJIMYHOCTHBIX OTHOINEHWH (yMeThb BHHMATENBHO
CIYIIATH KOJUIET; YMETh HE AOMYCKaTh MEXIHYHOCTHLIX KOHGIIMKTOB ¢ KOJUIEraMu
H PYKOBOAKTENSMH; YMETh 3¢ (PEeKTUBHO COTPYIHUYATE, HATH Ha KOMIIPOMHCC IIPH
peileHuM npobieM B KOHMIHKTHBIX CHTYAaL(MsiX, OBITH OTBETCTBEHHBIM IO
OTHOLIEHWI® K JIOAAM, OBITH OT3BIBUMBEIM; OBITh Fcerna ApYKeIrOoOHBIM;
1oMorarh B paboTe KoJieraM; yMeTh IIPUHHMATh COBETBI KOJUIET nmo paboTe; OBITH
CIIOCOOHBIM IPH3HABATE CBOIKD HEMPABOTY);

ObITH TpeOOBATENbHBIM K cele, SJHEPrU4HBIM, HACTOHUHBEIM.

paboTaTek B KOHKPETHOH ciepe AeaTe/ IbHOCTH;



BlIaJleTh KOMINBIOTEPHOH TEXHUKOIA;

BJaJleTh HEOOXOIUMBEIM IPOTPaMMHBIM O0ecrieueHHeM.

Kpome toro, riaBHblil chieHHalUCT JOJDKeH (00A3aH) cHCTeMaTH4eCKH
IOBEIIIATH CBOIO KBANU(HKALHIO, COOMIOIATE HCIIONHUTENBHYIO JHCLIUILITHHY.

3. JomxnocThble 00543aHHOCTH, TPABa U OTBETCTBEHHOCTD
I7IaBHOTO CHELHAaNUCTa

3.1. T naBHBI  CNEUUANMCT  AOKEH  BHINONHSTH  OOS3aHHOCTH,
TIpeycMOTpeHHble cT. 15 u 18 ®enepansHoro 3akoHa ot 27.07.2004 Ne 79-D3 «O
rocyJapcTBeHHOH rpaxaaHcKoil ciyxbe Poccuiickol ®enepalinuy, a Takxe:

(GOPMHpOBATs apOMTPaXKHBIE JieNa B COOTBETCTBUM C TpeOGOBaHUAMHU
HHCTpyKIIMH 1O IeNONpPOU3BOACTRY;

obecnieynBaTh COXPAHHOCTh JeJd M JOKYMEHTOB, NEpeAaHHBIX A4
MOAIIMBKY U HallpaBlIeHUs THLAM, YYACTBYIOIINM B JiENe;

aKKypaTHO H TIpaMOTHO OGQOPMIITL ONMCH apOUTpaXXHBIX Jell B
COOTBETCTBHH ¢ TpeGoBaHUAMH MHCTPYKLMH [TO AeTOTIPOH3BOACTBY;

3aBCPATH B MOPSAJIKe, yCTaHOBJICHHOM MHCTpyKuMed no aenonporn3BOACTRY,
KONHH - CyAeOHBIX aKTOB, MNOANEXAIIMX pacChiTKe, ¢ HCIOJb30BAHUEM
YTBEPKAECHHBIX Ne4aTeil ¥ NITaMIIOB;

KOHBEPTHPOBATH MOYTOBBIE OTIPABIEHUS B COOTBETCTRUH C TpeOOBaHUAMHU
ITpaBua oka3aHWsA yciyr NOYTOBOM CBA3HM W HANPABIATH X JIMIAM, YYACTBYIOIIHM
B Jejie, B CPOKH, YCTaHOBIEHHBIe ApPOHMTIPaKHBEIM MPOIECCYANBHBIM KOACKCOM
Poccuiickoit @enepaunn 1 MHCTpyKIHE#R N0 AeI0TpOU3BOACTBY;

OCYILECTBIATE NMPOBEPKY HalpaBIgeMBIX JIMLAM, YYacTBYKOIIUM B Jele,
KONMH cyneOHBIX aKTOB Ha IpeaMeT NPaBHUIBHOCTH YKa3aHUA HaWMCHOBAaHHA
CTOPOH, HOMepa JieNa;

OCYIWIECTBJIATh TPOBEPKY HAJIWYMA TOANUCH CYABM B TIPOTOKOJE U Ha
CcyInebHOM aKrTe;

nHbopMupoBaTs HadanbHuKa OtTjena o cyAeOHBIX akTax, TlepeJaHHBIX B
Otnen ¢ WMCTEKIIMM CPOKOM OTIPaBKH, OpPCAYCMOTPEHHbIM ApOHTpaKHBIM
npoLeccyalbHbIM KofekcoM Poccuiickoit Qejtepauy;

IpUHUMAaTh apOHUTpaKHBIe JleNla OT IIOMOINHWUKOB CYJAeH WIHM COTPYIHHKOB
OTtnena B COOTBETCTBHM ¢ HOPSAKOM Mepeiayn jein B paGoTy;

J10 U II0CIe BRITIOJIHEHHs paboT dakT puemMa-nepesaun aen GUKCHpoBaTh B
AHC «CynonmpousBoACTBO» B IMOACHCTEME «JIBHKEHHME TOMOB» ITyTEM
CKaHMPOBaHUA IITPUX-KOJIOB HA STHKETKaX Jell;

(OpMHPOBATh C MOMOIIBIO MOJACHCTEMBI «OTHpPABKAa JIOKYMEHTa» PEECTPHI
IIOYTOBBIX OTNpAaBI€HUH, OQGOPMIATE MX TIPH TIOMOIIM IOAHPOTrPaMMEI
«DOPMHPOBAHHEC  PEECTPOB  OTHPaBKH» M nepeifaBaTh  PeecTpHl ¢
COOTBETCTBYIOLIMMH IIOYTOBBIMH OTNIpasienuaMu B OOyl oTaen;

OCYINECTBIIATE NOAOOP apOMTPaKHEIX A€l MO 3asBKaM MOMOIHMKOB CyJeit,
COTPYIHHKOB CEKpeTapHaTa, PyKOBOAHWTENel CTPYKTYpPHBIX moapasaeicHui (mo
3adBKaM H4 O3HAaKOMIEHME, xanobaMm, s aHamu3a U obobuienus cynebHoi
NPaKTHKH U T. 11.);
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obecneunBarh HajyIexkalllee XpaHeHWe apOWTpakHBIX Jel H JOKYMEHTOB,
HaxXOJSIIMXCsl y TIIABHOTO CNELUaNNcTa B paboTe;

eXXeHEBHO TNPEIOCTABNATL HAYAILHUKY OTAeNa HMH(OpMaLuK o
pacrpefieleHMH  Harpy3KH  MEXAY  CHELUUANUCTaMM,  OCYIUECTBISIOLIMMH
dbopMupoBanHe U 00pPaGoTKY JOKYMEHTOB Ha yCTaHOBJIEHHBIX IPyMnax cyaeH;

OpTraHH30BBIBATL TIPOM3BOACTBeHHOe o00yHeHHe [0 BCEM BOINpOCaM
JENIONPOM3BOACTBA, BXOASUIMM B KOMIETEHLHIO CHNELHAaNHCcTOB, KOTOPEIE
OCYLIECTBILIIOT (QopMuUpoBaHHE H OOpabOTKYy JIOKYMEHTOB Ha YCTaHOBJIEHHEIX
rpynnax cyueu;

NPOBOJMTE  O3HAKOMNEHHWE BCEX  CHEIMAIWCTOB, OCYLIECTBIAIOLIMX
dopmupoBanre U 06paboTKy JOKYMEHTOB Ha yCTaHOBJIGHHBIX IpyINax CyleH, ¢
HOBBIMH HOPMATHBHO-TIPABOBEIMH aKTaMH, PaclOpAAMTEIBHBIMH JIOKYMEHTaMH,
NpUKa3aMH, yKa3aHUsAMU U IOPYUYEHUSIMU PYKOBO/JICTBA;

COCTaBJIATh 3a9BKM Ha KaHIENSIPCKME IPHHANJICKHOCTH, O00OPYIOBaHHE H
OPTTEXHHUKY, a TAKKe B CIydae HeoOXOAMMOCTH — Ha UX PEMOHT;

Y4acTBOBATH B paspaboTke nnaHa pa®oTel U Meponpustuil OTaena;

cobmonarts ciy:xeOnbld pacnopsgok Cynaa, NpaBula H HOPMBEI OXPaHkbl
TPYZAa,  TEXHUKM  Oe30MacHOCTH,  IPOM3BOJICTBEHHOH  CaHMTapUM  H
NPOTHBONOKAPHOH 0e30MacHOCTH;

BBHITIONHATE UHEIE CITyXKeOHEIe Mopy4veHus pykoBoacTsa Cyna;

3HAKOMHMTBLCA C MIPUKa3aMH ¥ pacTiopsiKeHUsIMH ApOUTpakHOTO Cya ropoja
Canxkt-lIletepOypra u JleHuHTpajackoil o0nacTH MO BOOpPOCAM HNPOXOXKIACHHA
rocyAapCTBEHHOM rpaskAaHCcKoi ciyx6bi B annapate Cy/a.

B JcHb OCBOOOXKIEHHS OT 3aMellaeMoOH [OJDKHOCTH ToCyIapCTBEHHOM
rpaXKIaHCKOM cIy:KOBI M YBOJBHEHMS C TOCYJaPCTBEHHOM IPaKIaHCKOH city:KObl
o0s13aH  cuaTh cinyke0HOe YAOCTOBEpEHUEe TOCYAapCcTBEHHOIO TIpaxXAaHCKOIo
Cllyalllero B KagpoBYIO CAYKOY.

3.2. IlpaBa r1aBHOro CrnenuaiucTa.

OcHoBHBIE DpaBa [NaBHOrO CHELMAJIMCTA KaK TrOCYJapCTBEHHOTO
TPaXXIaHCKOI'O CIIY)KAIlero perniaMeHTHpPOBaHbl CT. 14 dDeaepanbHOro 3aKoHa OT
27.07.2004 Ne 79-®3 "O rocymapcTBeHHOH rpamxuasckod cnyxbe Poccuiickoi
®enepamyu’, B TOM yuce:

nmony4arh HHQOpMAHIO U MaTepuHansl, HeOOXOAWMEIE At HUCIIOTHEHHS
OOIKHOCTHBIX 0043aHHOCTEH, OT CTPYKTYPHBIX rozpa3aeneHuit Cyaa;

BHOCHTD IIPEJI0KEHHUs 110 COBEPIIEHCTROBAHMIO AeaTeabpHOCTH OT/Iena;

npeacraenate  Otaen BO B3aUMOOTHOIIEHHSX CO CTPYKTYPHBIMH
nogpasfencHuAMU  ApOutpakHoro cyma ropojga Cankr-IlerepOypra u
JleHunIpanckoif  ofnacTH, apOUTPaXHEIMH  CyAaMH, IOCYJapCcTBEHHBIMH
OpraHamy, OpraHH3alMAMM, WX [ODKHOCTHBIMM JIMLIAMK: B Npeleiax CBOMX
MIOJIHOMOYHH ,“

3.3. OTBETCTBEHHOCTD ITTABHOTO CIIEHATHCTA. f

I'1aBublii  CcHELMANIHCT HECeT  YCTAHOBJICHHYIO — 3@KOHOAATEIhCTBOM
Poccuiickoit @enepalidi OTBETCTBEHHOCTD 33 HEMCIIOMHEHHe UM HeHamexallee
HCTIOJIHEHHE BO3NOXKEHHBIX Ha HEro JOJDKHOCTHBIX — 00g3aHHOCTEH, 34
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HecOOMOJeHHe OrpaHHYeHUA M 3alpeToR, CBA3aHHBIX C roCyJapCTBEHHOM
rpaxIaHcKkol ciryx0o0H, a Taxke:

32 HEWUCNOJHeHHe O0O0A33aHHOCTEH, YCTAHOBIEHHBIX 3aKOHOJATEIIECTBOM
Poccuiickoi Mepepanny o NpoTHBOAECHCTBHA KOPPYILHY;

3a  Hecobmojgenwe  TpeOoBaHMM K cayxeOHOMY — MOBEICHHIO
TOCYZ@pCTBEHHOIO TI'PaXKjiaHCKOTO ciyxaulero, nonoxeHWd Kopexca 3Tuku H
cayxeGHOro  moBemeHMs  (DelePAIBHBIX  TOCYAAPCTBEHHBIX — IPaXIAHCKUX
CNyKalluxX ammapata ApOurpakHoro cyna ropoga Cankt-Ilerepbypra u
Jlerunrpanckoii obaacty; '

3a HecoOmoaeHue TpeboBanuit MHcTpykuuu 1o aenonpousBOJCTBY IO
BOITPOCAM, BXOSIIHM B €0 KOMIIETEHIIHIO;

332 COXPAaHHOCTb BCEX HAXOMAINMXCA Y HEr0 HA MCIOJHEHUH Jenl H
OOKYMEHTOB;

3a HapylleHHe CPOKOB M HH2KOE Ka4ecTBO UCMOIHEHUA paboT;

33 pasniallieHde CBeJEHMH, CTaBIIMX €MY M3BECTHEIMM B CBA3H C
HCIIOJIHEHHEM JOMKHOCTHBIX 00A3aHHOCTEH;

32 TNPEeJOCTAaBICHHE pPYKOBOACTBY HEJNOCTATOMHOH U HeOOBEKTHMBHOM
nHpopMaLuy; -

3a HecobIroeHue cimyxebHoro pacnopsaaka Cyna.

3.4. CornacHo ct. 15 ®epnepansnoro 3akoHa ot 27.07.2004 Ne 79-@3 «O
rocynapcTBeHHON rpaxnaHckod ciyxbe Poccuiickoii ®egepaumu» TI1aBHBIK
CIIELHMAINCT HECET AUCUUILITMHAPHYIO, I'DaXJaHCKO-IIPABOBYIO WM YIOJOBHYIO
OTBETCTBEHHOCTh B COOTBETCTBHM C (peiepalIbHBIM 3aKOHOAATENECTBOM B Cllydae
VICIIOJIHEHHS WM HEIIPaBOMEpPHOIO NOpydeHHA.

4. llepeyens BONpOCOB, IO KOTOPEIM IIABHBII CIIELIMATUCT BIIPaBe
CaMOCTOATENILHO PUHUMATE YIIPaBlIeHYeCKHe
H UHBIE pelleHus

I'naBHBIH cCHENUATHCT CAaMOCTOSTENBHO IIPHHUMAET PeIlleHHs IT0 BOIIPOCaM:

IpUeMa MM OTKa3a B MPUEME JIOKYMEHTOB M apOUTpaXKHBIX MAedH,
opopMIeHHBIX HeHamIeXKamKM o0pasoM, ¥ BO3BpaTa UX Ha IepeodopMIeHHE
cornacHo TpeboBaHMAM VHCTpYKIHMH TI0 JETONPOH3BOACTBY B apOMTpasKHBIX
cynax, PefnameHTy paboThl ¢ apOuTpaKHBIMH AeiamHu, 1lonoxenuio 06 Otaene;

NOATOTOBKM H OQOpPMIIEHHA JTOKYMEHTOB, TMPEAHA3HAYEHHEBIX IS
OpPTaHM3ailMd  IIPOM3BOJACTBEHHOrO  OOY4YeHMs  CHEUHMaJuCTOB,  KOTOpHIE
OCYIIECTBIIOT GopMHUpoBaHHe U 00paboTKy 1OKYMEHTOB.

;
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5. IlepeveHp BOIPOCOB, MO KOTOPBIM TIIaBHBIN CIELUANHCT
NPUHMMAET yYacTHe MPH IOATOTOBKE [IPOEKTOB HOPMATHBHBIX
[PaBOBBIX aKTOB M NPOCKTOB yNpaBiIeHYECKHX U UHBIX pelleHUM

I'naBubIi cnenuanucT BrpaBe (Wi 00s3aH) y4yacTBOBaThb B IIOATOTOBKE
[IPOEKTOB HOPMATHBHBIX NPABOBBIX AKTOB U IIPOEKTOB YNPABJICHUYECKUX M HHBIX
pelleHHd 10  BONPOCAaM  COBEPINEHCTBOBaHHMA  JeArenbHocTH — Otaena,
COBEPIIEHCTBOBAHHS CYHIECTBYIOUIHX (OpPM U METOJ0B paboTHl ¢ JOKYMEHTAMH,
pa3paboTKu MHCTPYKLMIA 110 BeIEHHIO Aenonpon3BoacTea B CyLie.

6. ITopsaok ciyxe0HOro B3aUMOIeHCTBHA
IIaBHOIO CIELIMANIUCTA B CBA3H C UCIONHEHUEM
JOJDKHOCTHBIX. 00S3aHHOCTEH € MpaXAaHCKUMH CITyKalliuMH
ApbutpaxHoro cyaa ropona Caukr-IletepOypra u JleHunrpaackoi o0acti

CnyxebHoe B3aumojeicTBHe ¢ paboTHHKaMH ApOUTpa)XXHOro cyjda ropoja
Canxr-Iletep6ypra u Jlenunrpajackoi obnacT, ApyTMX apOHTpakKHbIX CYJOB,
rocyJJapCTBeHHBIMU OpraHaMM, OpraHu3allUsAMHK, HX AODKHOCTHBIMHM JMUAMM H
rpakgaHaMH B CBA3M C WCIOJIHEHHEM CBOMX JODKHOCTHBIX 0Osf3aHHOCTEH
[JIABHBIA CHELHANMCT  JOMKeH CTPOHUTh B COOTBETCTBHU C (elepalbHBIMH
KOHCTUTYLIMOHHBIMU 3aKOHaMH, deaepanbHBIMU 3aKOHaMHU, WHBIMH
HOpPMaTHBHBIMKM [paBOBBIMH akTaMu Poccuiicko @efmepaud H ¢ y4ETOM
noaokenuit @®epepansHoro 3akoHa ot 27.05.2003 Ne 58-03 «O cucreMe
rOoCyIapCTBEHHOW TIpakJaHCKoit cmyx0el Poccuiickoit ®epepaunm», OT
27.07.2004 Ne 79-@3 «O rocynapcTBeHHOH TIpaJaHCKoi cayxbe Poccuiickon
MDenepauvn», Ykasa [Ipesunenta Poccuiickoif ®enepanuu ot 12.08.2002 Ne 885
«O6 yTBepxIeHUH 0OUIMX TPMHIHIIOR CITyKeOHOTo NOBeJICHHA MOCYAapCTBEHHBIX
cnyxammx», Komekca O9THKH M ciayxkeOHOro moBeAeHHs (encpaibHBIX
rOCyJapCTBEHHEIX T[paXJaHCKUX CIyXXallluX amnmnapata ApOutpaxHoro cyna
ropona Cankt-IlerepOypra 1 Jlenunrpajackoit odbnacty.

7. Iokazatenu 3¢ HeKTHBHOCTH
U pe3yNbTaTUBHOCTH MpodheCcCUOHANBHON Cy)KeOHOH 1eSTeIbHOCTH
ITIABHOTO CHEIHAIUCTA

7.1. Oprasusanus Tpyza.

- IPOU3BOAUTENBHOCTD ( BEIIONHAEMEI 00BeM paboT):

- PE3YNBTATUBHOCTH {(Mepa AOCTHKEHUS NOCTABICHHBIX l1elei);

- HMHTEHCHBHOCTH TpyAa (CIOcOOHOCT, B KOPOTKHE CpPOKH BBINONHSATH
ompeeednrlil 06bseM pabot); +

- cobutoieHre TPYIOBOH H HCIIONHHUTENBCKOM JIPICI.IHHJ‘IHHBI

7.2. CBOEBPEMEHHOCTh M ONEPATHBHOCTD, T. €. BHINOJHCHUE MOPYYEHHH M
PaclopsDKEHUH B CPOKH, YCTAHOBIEHHBIE 3aKOHOJATEILCTBOM, HOJKHOCTHBIM
PeriaMeHTOM MU PYKOBOICTBOM.

7.3. KagecTBO BEIMOJIHEHHOH pabOTEL:



IIOJArOTOBKA  JOKYMEHTOB B  COOTBETCTBUH C onpeieIeHHbIMH
TpeOOBaHHAMH;

NOIHOE U JIOTHYHOE M3JI0KCHUE MaTepHana;

OTCYTCTBUE CTHIMCTHYECKUX H IPAMMATHYECKHX OLIMOOK.

7.4. TIIpodeccHOHAIM3M:

- mpodeccuOHanbHas  KOMIIETEHTHOCTh (3HaHHMe 3aKOHOJATENBHBIX,
HOPMATHBHBIX [IPABOBEIX AKTOB, IMPOTA NPO(GeCcCHOHANBHOTO KPyro3opa, yMeHHe
paboTaTh ¢ JOKyMEHTaMH);

- CI0COBHOCTD BHITONHATH JOLKHOCTHELE GYHKIMH CcaMOCTOSITeIbHO, 0e3
IIOMOLLY PYKOBOJAUTENS UIH CTApIIETO MO J0KHOCTH;

- CIIOCOOHOCTh 4YETKO OpraHM3OBHIBATH M IIJIaHHPOBaTh BBHIIIOJHEHHE
IOPYYEHHBIX 3aJlaHMi, yMEHHE palUOHAJIBHO MHCIOAL30BaTh pabouece BpeMmd,
paccTaBiATh IPUOPHTETHI;

- TBOPYECKHU NOAXOJ K PEIIEHHK) IIOCTABJIEHHBIX 3a]auy, aKTUBHOCTB U
WHUIMATHBA B OCBOCHHMM HOBBIX KOMIIBIOTEPHBIX M HHOOPMAaIMOHHBIX
TEXHOJIOTHH, CMOCOOHOCTH OBICTPO aJalTHpPOBAaTBhCA K HOBBIM YCIOBHAM H
TpeGOBaHUAM, CIIOCOOHOCTD K IIONYYEHHIO HOBBIX ITPO(ECCUOHANBHBIX 3HAHHHA H
HaBBIKOB H KeJlaHUe X I1071y4aTh;

-~ OCO3HaHHE OTBETCTBEHHOCTH 34 [OCIEACTBHS CBOMX JEHUCTBHH,
NPUHUMAaEMEIX pellleHuH;

- CIIOCOOHOCTBL COXPAHATH BHICOKYIO paboTocriocobGHOCT B 3KCTPEeMallbHBIX
YCTIOBHSIX.

Haganeauk otgena 7
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