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YTBEPKIECHO
MOCTaHOBJICHHEM AJIMHHHUCTPAINH
Pebpuxunckoro paiioHa Antaiickoro
Kpas ot 29.12.2022 No732

JOJKHOCTHASA HHCTPYKIUA
IJIABHOTO CIIENMAJHMCTA 0T/1e1a OyXraJTepcKoro y4era H 0T4eTHOCTH- Oyxrajarepa
AaMunucTtpanuu PeOpuxuHckoro paiiona Anraickoro kpas

Paznea |. OBIIIUE ITOJIOKEHUSA

1.1. Hacrosimass MHCTpPYKIUS ompenenseT (QyHKIUOHAIbHbIE OOsS3aHHOCTH, IpaBa M
OTBETCTBEHHOCTh TIJIABHOTO CHEIHAlMCTa OTAeNa OyXralaTepcKkoro yd4era W OTYETHOCTH -
Oyxranrepa AaMmuHHCTpanuu PeOpuxXWHCKOTO paiioHa ANTaiickoro Kpas (majiee — TIIaBHBIN
CIICIIUAJIUCT) .

1.2. TnaBHBI cHeNMANMCT HA3HAYAeTCSI H  OCBOOOXMAETCS OT  JOJDKHOCTH
paciopspkeHueM AamuHHCTpanuu PeOpuxuHCKoro paiioHa AmnTaiickoro kpas (manee -
AJMUHUCTpALUs) 110 JIUYHOMY COCTaBY.

1.3. Jlo)KHOCTH TJIAaBHOTO  CHENHMANUCTa OTHOCUTCS K  cTapiieid  JOJKHOCTH
MYHULIMIIAJIBHON CITYKOBI.

Paznea |1. KBAIM®OUKAIIMOHHBIE TPEBOBAHUA J1J151 3SAMEILIEHUA
JOJKHOCTHU I'VTABHOTI'O CIIEHHUAJIMCTA

2.1. B cooTBeTcTBUU ¢ KBaIM(PUKAIMOHHBIMM TpPEOOBAHUSAMM TIJIABHBIA CIELUAINCT
JIOJIKEH:

1) umets npodeccuoHaabHOe 00pa3zoBaHue 0e3 MpeabsIBIeHHU TPEOOBAHUHN K CTaXKY.

2) 3HATh:

- Koncrurynuto Poccuiickoit ®enepaunu, ¢enepaibHble KOHCTUTYLIMOHHBIE 3aKOHBI,
denepanbHble  3akoHbI, akThl [Ipesunmenta Poccuiickoit @enepanuu u IlpaButenbcTBa
Poccuiickoii @enepanuu, HHbIE IPAaBOBBIE aKThl AJTAMCKOrO Kpas;

- YcraB MyHMIMIOAIbHOrO oOpa3oBaHus PeOpuxuHckuil pailoH Anrtaiickoro Kpas,
CTPYKTYpPY ¥ NOJTHOMOYHUSI OPraHOB MECTHOT'O camoyIpaBiieHus: PeOGpuxuHckoro paiioHa (Janee
- OMC), Ilonoxenus u pernamentsl OMC, WnHcTtpyknuio mno aenonpousBoactsy OMC;
ITpaBuiia BHyTpeHHETO TpynoBoro pacnopsaka OMC;

- Koneke 3Tukm 1 ciiy)xe0HOro moBeeHUs] MyHUIMNAIbHBIX ciayxamux OMC, npasuiia
JIEIOBOTO OOIICHHUS; aJJMUHUCTPATUBHBIE PETJIAMEHTHI MCIIOJHEHUS MYHHMIMIANBHBIX ()YHKIUN
U TPEeNOCTaBICHUS MYyHHUIMMNAIbHBIX YCIYr, HWHbIE MYHUIUIAIbHBIE IIPABOBHIE AKTHI
Pebpuxunckoro  paifoHa, peryaupyrolide  COOTBETCTBYIOLIYIO  chepy  JAeATelbHOCTH
MPUMEHUTEIBHO K UCIIOJIHEHUIO KOHKPETHBIX JTOJKHOCTHBIX 00S3aHHOCTEH;

- OCHOBHBIE O00S3aHHOCTHU MYHMIIMIIAJIBHOTO  CIIY’Kallero; CBOM JOJLKHOCTHBIE
00S3aHHOCTU B COOTBETCTBHUH C JIOJDKHOCTHOM WHCTPYKLHEH, OTpaHUYEHHUs U 3allpeTshl,
CBSI3aHHBIE C MYHUUUNAIBHOW CIy’KOOH, TpeOoBaHMS K TIOBEACHUIO MYHHULUIAIBHOTO
CIIy’Kalllero;

- TIPaBOBBIE AKTHI B OOJIACTH 3aIIMTHI TOCYAAPCTBEHHON M MHOM OXpaHsAeMOH 3aKOHOM
TalHBl, 3aIIUTHl EPCOHABHBIX JTAHHBIX, IPABUJ U HOPM OXpPaHbI TPyJAa, MpaBUia MOKapHOU
0€30M1aCHOCTH U MPOU3BOJICTBEHHOW CaHUTAPUU;

- OCHOBBI TpaBa W SKOHOMHKH, MOPSAJIKA MOATOTOBKM M NPUHATUS MYHHIIMIAIbHBIX
IPaBOBBIX aKTOB, OCHOBBl HMH(OPMAIMOHHOIO M  JOKYMEHTAI[MOHHOIO oOecredyeHus
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nesitenbHocTH OMC 1 ctpykTypHbIX nogpaszaeneauiit OMC; ctpykTypsl u noaHomouniit OMC;
anmapaTHOro M IMPOrpaMMHOI0 OOECNEYEeHHUs; BO3MOKHOCTEH M OCOOEHHOCTEW NMpPUMEHEHHMs
COBPEMEHHBIX HMH(POPMAITMOHHO-KOMMYHHUKAIIMOHHBIX ~TE€XHOJIOTUH B OMC, Bxiouas
UCIIOJIb30BAaHUE BO3MOXKHOCTEH MEXBEJIOMCTBEHHOI'O JOKYMEHTOO00OpPOTa; OOLIMEe BONPOCH! B
obnactu obecriedeHusi HHPOPMAIIMOHHON 0€30MaCHOCTH;

- CHUCTEMBbl B3aUMOJICHCTBHSA C TpaKAaHAMU M OpPraHU3ALUSAMHU; YYETHBIE CHCTEMBI,
oOecrieunBaromue moAnepkKy BoimoidHeHHss OMC OCHOBHBIX 3a7ad M (DYHKIHMI; CHCTEMbI
MEXBEJOMCTBEHHOTO  B3aUMOJICHCTBMS;  CHCTEMbl  YIPABIEHUS  [OCYIAapCTBEHHBIMHU
UH(POPMALIMOHHBIMH pecypcaMu; HH()OPMAITMOHHO-aHATUTHYECKUE CHCTEMBI, 00eCIIeUnBaIONIHEe
cbop, 00pabOTKy, XpaHEHHWE M aHAINW3 [aHHbIX; CHUCTEMbl  YIPABICHUS 3JIEKTPOHHBIMU
apXMBaMM; CUCTEMbl MH(POPMALMOHHONW O€30MaCHOCTH; CUCTEMBI YIPABICHUS SKCIUTyaTallueH.

3) UMEeTh HABBIKU:

- paboThl C COBPEMEHHBIMH WH(POPMALMOHHBIMU TEXHOJOTHAMHU, WH(OPMAIIMOHHBIMH
cUCTeMaMHM, OPI'TEXHUKOH U CPEeCTBAMU KOMMYHHKALIUH;

- paboThl ¢ JOKYMEHTaMHu (COCTaBlieHHE, O(pOpMIICHHE, aHAIN3, BEICHHE M XPaHEHHE
JOKYMEHTAIlUHU U UHbIE PAKTUUECKUE HABBIKK pabOThI ¢ JOKYMEHTaMH);

- OpraHM3aLUH JTUIHOTO TPpyAa ¥ 3()(HEKTUBHOTO TUTAHUPOBAHKS pabouero BpeMeHH;

- JISIOBOT'O M NMPO(HEeCCHOHAILHOTO OOIIEHHUS, UCIIOTHUTEIbCKON IUCIUIIHBI;

- CHCTEeMaTH4eCKOTO TOBBIIICHHS CBOSH KBAMH(UKALNHU, B TOM YHCIIE CAMOCTOATEIBHOTO
HOBBIIIEHUS NPO(YECCHOHATIBHOTO YPOBHS;

- TOJArOTOBKM aHAJUTHUYECKOIO MaTepuajla, HOPMOTBOPYECKOM  JAESTEIbHOCTH,
CHUCTEMHOI'0 IOJXO/a B PEIICHUHU 3a/la4y, KOHCYJIbTUPOBAHMs, Pa3pabOTKU MpeIoKEeHUH 1o
HAIPaBJICHUIO JIEATENbHOCTH I TIOCJIEAYIOIIEro MPUHATHS YIPABICHUYECKUX pPEILIECHUH,
OpraHU3alMOHHONW paboThl, MOATOTOBKM M IPOBEACHUS MEPOIPHUITUH B COOTBETCTBYIOILEH
cdepe AeATeNbHOCTH, IKCIIEPTHON PadOTHI MO MPOMUITIO AEATEIHHOCTH, MTOATOTOBKH MPOECKTOB
MYHUIUIAJIbHBIX IPABOBBIX aKTOB 110 HANPABJIECHUIO 1EATEIbHOCTH, COCTABICHUS U UCTIOIHEHUS
NEPCIEKTUBHBIX U TEKYLIUX IUIAHOB, OpraHU3aluy padOThl IO B3AUMOCBS3H CO CHEIMAINCTAMHU
TrOCY/IapCTBEHHBIX OpraHOB BIACTH, JPYIMMHM CTPYKTYpHBIMH moapasneneHusmu  OMC,
IpYTMMHM OpraHaMH MECTHOTO CaMOYIpaBICHUS, OpraHU3alUsMU; KOHCYJbTUPOBaHUS
(MMCBMEHHOTO U YCTHOTO);

- paboThl C BHYTPEHHUMH U NepuepuilHbIMU yCTPOHWCTBaMU KOMIIBIOTEPA; paboOThl C
UH(POPMALIMOHHO-TEIEKOMMYHUKAIIMOHHBIMU CETSIMH, B TOM 4HCIIe ceThlo MHTepHeT, paboThl B
OTIEpAllMOHHOMN CHUCTEME; YIPAaBIEHUS AJIEKTPOHHON MOUYTOM, pabOThl B TEKCTOBOM pEIaKTOpE,
paboThI C IEKTPOHHBIMU TAOJIUMI[AMHU, TTOATOTOBKHU MPE3EHTALMH, UCIIOIb30BaHUs TpapUUecKux
00BEKTOB B JIEKTPOHHBIX IOKYMEHTaX, padOThl ¢ 6a3aMu JaHHBIX, CACTEMaMU B3aUMOJIEHCTBUS
C TpaJaHaMM M OpraHU3alUsAMH;  MEKBEJOMCTBEHHOIO B3aMMOJACHUCTBHSA; YIPABICHUS
roCy/1apCTBEHHBIMU HMH(OPMALIMOHHBIMU pecypcamH; ¢ HH(OpPMalMOHHO-aHATUTHYECKUMU
cucTeMamHu, obecreunBaoImMu coop, 00paboTKy, XpaHEeHHE W aHAIW3 JAaHHBIX; YIpPaBJICHUS
AIIEKTPOHHBIMHU apXHUBaMU; pabOThI C cUCTeMaMu HH(OpPMaIIMOHHON 0€30I1aCHOCTH; YIPaBICHUS
JKCILTyaTaluei.

Pazpea I11. IOJTHOMOYUSA (OCHOBHBIE ITIPABA U OBA3AHHOCTHN)

3.1. T'maBHBINA crenuanucT coO0JaeT YCTaHOBIEHHbIE cTaThél 12 denepanbHOrO
3akoHa ot 02 mapta 2007 r. Ne 25-03 «O myHununaibHou ciayxoe B Poccuiickoit Denepanumy»
OCHOBHBIE 00S13aHHOCTH MYHUIIUIAIBLHOTO CITyKaILEero.

3.2. I'maBHBII cennanuct o0s3aH:

1) cobmonars Koncturynuto Poccuiickoit @enepannu, GenepaibHble KOHCTUTYIIMOHHbIE
3aKOHbI, (eiepalibHble 3aKOHBI, HHbIE HOPMATHUBHBIE MpaBoBble akThl Poccuiickoit denepanuu,
YcTaB MyHUIMNAIBHOTO o00pa3zoBaHus PeOpuxuHCKMil paiioH Aunraiickoro Kpas, WHbIE
MYHUIIUTIAJIbHBIE TPABOBbIE aKThl OPraHOB MECTHOI'O caMoyIlpaBiieHuss PeGpuxuHckoro paiiona
U obecrieurBaTh HUX UCIOJIHEHUE;



2) UCHONHATH  JOJDKHOCTHBIE  OOS3aHHOCTH  JOOpPOCOBECTHO, Ha  BBICOKOM
poeCCHOHAIBHOM YPOBHE B COOTBETCTBUHU C HACTOSIIICH TOKHOCTHON MHCTPYKITUEH;

3) obOecrieunBaTh paBHOE, OECIPUCTPACTHOE OTHONICHHE KO BCEM (PUIUYCCKUM U
IOPUAMYECKUM JIMIIaM M OpraHu3alusM, HE OKa3blBaTh MPEANOYTECHHE KaKUM-THOO0
OOIIECTBEHHBIM WJIM PEIUTHO3HBIM OOBEAWHEHHSIM, MPOPECCHOHATBHBIM MU COLHAIBHBIM
rpymmaM, TpaxiaHaM M OpraHu3alusM U HE JOMYCKaTh INPEAB3SATOCTH B OTHOLIEHWU TaKHUX
00BeAMHEHUH, TPYIII, OPraHU3alMN U TpaXkiaH;

4) wHe coBeplIaTh JACWUCTBUA, CBSI3aHHBIE C BIMSHHEM KaKUX-TUOO JIMYHBIX,
UMYIIECTBEHHBIX ((PUHAHCOBBIX) M HWHBIX HHTEPECOB, HNPEMSATCTBYIOMIUX JOOPOCOBECTHOMY
MCIIOJTHEHUIO JOKHOCTHBIX 00s13aHHOCTEH;

5) coOmropath HEUTPaTBbHOCTh, HWCKIIOYAIONIYI0 BO3MOXXHOCTh BIIHMSIHHSI Ha CBOIO
npo(ecCHOHANBHYIO CIY)KEOHYIO JEATEIbHOCTh PEIICHUH MOJUTHYECKUX MapTHH, IpYrux
OOIIECTBEHHBIX U PEIUTHO3HBIX 00bEAMHEHUI U MHBIX OpraHu3aIuii;

6) IpOSIBISATH KOPPEKTHOCTh B 0OpAIlIEHUH C TpakJaHaAMMU;

7) NpOSIBIATH YBaXKEHHE K HPABCTBEHHBIM 00bIYAsIM U TpaguLUsaM HaponoB Poccuiickoit
®enepanuu;

8) yuuThIBaTh KYJbTYpPHBIE U UHBIE OCOOCHHOCTHU PA3IIMYHBIX ITHUUECKUX U COLIUATIBHBIX
TpyII, a TaKke KOH(ecCHuii;

9) crtocoO6CTBOBATh MEKHALMOHATBHOMY M MEKKOH(DECCHOHAITBHOMY COTJIACHIO;

10) He nomycKaTh KOH(JIMKTHBIX CUTYAIUi, CIOCOOHBIX HAHECTH yHIEpO €ro pemyTaluu
WM aBTOPUTETY MYHULIMIIAIILHOTO OPTaHa;

11) cobmomaTe MpU HUCHOJHEHHH JOJDKHOCTHBIX O0si3aHHOCTEH IpaBa, CBOOOIBI M
3aKOHHbBIE MHTEPECHI YEJIOBEKAa U IpakJaHMHA HE3aBUCHMO OT PAChl, HAIIMOHAJIbHOCTH, S3bIKA,
OTHONICHUSI K PEJIUTHH U JAPYTUX OOCTOSATENBCTB, a TAaK)Ke INpaBa U 3aKOHHBIE HMHTEPECHI
OpraHu3aL;

12) BBIMOJHATH pacmopsbKeHUs TNaBbl PeOpUXMHCKOro paiioHa W HadajdbHUKA OTAelNa
OyXrajarepckoro ydyera M OTYETHOCTH B IIOJHOM OObeME M B YCTaHOBJIEHHbIe cpoku. He
UCIIOJIHATh HENPAaBOMEPHBIE MOpy4eHHUs. [Ipy moaydeHnn OT COOTBETCTBYIOIIErO PYKOBOAUTENSA
MOpYYEHUSs, SBISIOLIErOCs, [0 €ro MHEHUIO, HEMPAaBOMEPHBIM, MPEACTaBIATh PYKOBOAMUTEIIO,
JlaBIIeMy IOpydYeHHe, B IHCBMEHHOM QopMe 00O0CHOBaHME HENPABOMEPHOCTH JaHHOTO
MOpYUYEHUS C yKa3aHUEM MOJIOKEHUH (enepaibHbIX 3aKOHOB M MHBIX HOPMATHBHBIX MPABOBBIX
akToB Poccuiickoit ®denepannu, 3aKOHOB U WHBIX HOPMATHUBHBIX IMPABOBBIX AKTOB CyOBEKTa
Poccuiickoit denepanvy, MyHUIIUNAIbHBIX IPABOBbIX AKTOB, KOTOPbIE MOTYT OBITH HapyIIEHbBI
IIPY HCIIOJIHEHUM JIaHHOTO IOpY4eHHs. B ciydae NmOATBEpKAECHHS PYKOBOAMTEIEM JIAHHOTO
MOpYyYEHUsl B TUCbMEHHON ()OpMEe OTKa3bIBaThCS OT €r0 UCIOJHEHUS;

13) cobmrogaTh ycTaHOBJIEHHbIE B AJIMUHUCTpAllMd palOHA TpaBUlia BHYTPEHHETO
pacnopsiika, HaCTOSILYK JOJDKHOCTHYKO MHCTPYKIMIO,  PETJIAMEHThl OpPraHOB MECTHOIO
camoyrmpaBiieHus: PeOpuxuHCKOro paiioHa, MOPAIOK paboOThl co ciayxeOHOW HHpopMaruei,
TPYAOBYIO JUCUUIUIMHY, TpeOOBaHUS MO OXpaHE TpyJa, TEXHHKE O€30MacHOCTH, MOKapHOU
0€30IaCHOCTH U MPOU3BOJICTBEHHOW CaHUTAPUU;

14) He3zamMemAMUTENbHO COOOIIATh TJIaBe pailoHa O BO3HMKHOBEHMM CUTYallUH,
NPEJICTaBISIIOIIEN yrpo3y JKM3HH M 3JI0pPOBBIO JIIOAECH, COXPAaHHOCTH MYHHUIMIAIBHOTO
UMYILECTBA, NPUHUMATh MEphl MO YCTPAHEHUIO MPUYMH U YCJIOBUH, NPENATCTBYIOIINUX
HOPMaJTbHOMY BBITIOJIHEHUIO PabOTHI (aBapuu | Tak Jaiee);

15) monnepkuBaTh YpOBEHb KBaTU(UKAIIUK, HEOOXOAUMBIM JUIsI HAJJICKAIIETO
UCTIOJIHEHUS JOJDKHOCTHBIX 00s3aHHOCTEeH. CaMOCTOsTENbHO, a TaKkKe B paMKax IUIAHOB,
pa3paboTaHHBIX B AJIMUHUCTPALMU, MOBBIIIATh YPOBEHb CBOUX MPO(ECCHOHATBHBIX 3HAHMIH,
OBJIa/IEBATh COBPEMEHHBIMU METO/IaMH paboTHI;

16) He pa3rnamarh CBEIEHUS, COCTABIIAIOIINE TOCYIaPCTBEHHYIO U MHYIO OXPaHSEMYIO
(denepaabHBIMU 3aKOHAMM TaliHy, a TaK)Ke CBEJIEHUs, CTABIIHE €MY M3BECTHBIMU B CBS3H C
WCIIOJTHEHUEM JIOJDKHOCTHBIX OOSI3aHHOCTEH, B TOM YHCIIE€ CBEJIEHHUS, KacalolUecsl 4acTHOM
YKU3HU U 37J0POBbs IPaKJaH WM 3aTPAaruBaIOLINe UX YECTh U JIOCTOUHCTBO;



17) Oepeub TOCYTapCTBEHHOE M  MYHHUIMIAIbHOE HMYIIECTBO, B TOM YHCIE
IPEJOCTABICHHOMY €My ISl UCIIOJIHEHHS! JOJDKHOCTHBIX O00s13aHHOCTEH;

18) mommepxkuBaTh cBoe pabodee mecto, 00OpyHIOBaHWE B HCIPABHOM COCTOSIHUU,
HOpSI/IKE U YUCTOTE;

19) BO3BpaTUTh MpHU MPEKPALIEHUU TPYAOBBIX OTHOILIECHUN MaTepUAbHO-TEXHUYECKUE
CpeZCTBa, neperanHble eMy PaboronaTenem Juist BHIIOIHEHUS TPYAOBBIX 0053aHHOCTEH;

20) npencTaBisATh B YCTAHOBJIEHHOM MOPSIKE MPEAYCMOTPEHHBIE 3aKOHOJIATEIHCTBOM
Poccutickoii @enepanu cBeACHUS 0 ce0e U WIeHaX CBOCH CEMbH;

21) coobmate Ii1aBe paiioHa O BBIXOJIE U3 rpakaaHcTBa Poccuiickoit @enepanuu B 1€Hb
BbIXOJa M3 TrpaxnaHctBa Poccuiickoit ®exepauuu WM NpUOOpPETEHUs TIpakJaHCTBA
MHOCTPAaHHOT'O TOCYAAapPCTBA B ACHb IPUOOPETEHUs TP IaHCTBA MHOCTPAHHOTO TOCYapCTBa;

22) coOnrofaTh  OrpaHMYCHMs], BBINOJIHATH O0s3aTEIbCTBA, HE HapyllaTh 3alpeTsl,
KOTOpbIe ycTaHOBJIeHbI DenepanbHbM 3akoHOM «O MyHUIMMIAIbHON cinyx0e B Poccuiickoit
Denepanumn» 1 IJpyruMu QeepanbHbIMU 3aKOHAMH;

23) yBenOMJIATH IJIaBy pailoHa, OpraHbl MPOKYpaTypbl WIHM JAPYTUE€ IOCYAapCTBEHHBIE
opraiel 000 Bcex cilydasx oOpalleHHs K HeMy KakuX-IMOO JIMI] B LEISIX CKIOHEHHUS ero K
COBEPUICHHUIO KOPPYILIMOHHBIX IPAaBOHAPYILIEHUH;

24) npuHUMATh Mepbl IO HEIONYLIEHHIO JII0OOH BO3MOYKHOCTHM BO3HMKHOBEHUS
KOH(JINKTa HHTEPECOB;

25) B nucbMeHHOH (opMe YyBEJOMIIATH IJaBy pailoHa O BO3HMKIIEM KOHQIIMKTE
MHTEPECOB MM O BO3SMOKHOCTH €TI0 BOSHUKHOBEHHS, KaK TOJIBKO CTaHET 00 TOM H3BECTHO;

26) cobmronate Koneke 3TUKM U Clly>K€OHOTO MOBEIEHUSI MYHHIIMIIATBHOIO CIYXAaIIero
AJIMUHHCTpAIIUU;

27)  UpUHUMATh U KOHTPOJMPOBATH MEPBHYHYIO JOKYMEHTAIUIO 1O 3aKPEILUICHHOMY
OTJeNTy OyXraJTepCcKOro y4eTa M TOTOBHTh UX K CYETHOU IPOBEPKE;

28)  ocCywmecTBIATh  Y4eT  IOCTYMAIOUIMX  JEHEXHBIX  CPEJCTB, TOBApHO-
MaTepuaibHBIX ILIEHHOCTEM U CBOEBPEMEHHOE OTPAKEHHWE Ha COOTBETCTBYIOIIME CUETa
OyXraJTepcKoro yuera B COOTBETCTBUHU C COOIOACHUEM MPaBHII OyXTraaTepcKOro yuerTa;

29) obecnieunBaTh COXPAHHOCTD JEHEKHBIX CPE/ICTB;

30) yuacTBOBaThb B pa3pabOTKE MEpONPHUATHH, HANpaABICHHBIX Ha COOJIOJCHHE
(MHAHCOBOM JAMCIUIIUHBI, CBOEBPEMEHHYIO YIUIaTy HAJIOTOB;

31) mpou3BOAUTH HauMCIIEHUE 3apaOOTHOM IUIATHl U JIPYTHX BBIILIAT B COOTBETCTBUHU CO
IITaTHBIM paclMCaHUEM, a TaKKe yJepKaHue HaJOTOB W APYrHX IUIaTexed H3 (QoHAa OIIaThl
Tpya;

32) roTOBUTH CBEACHMS ISl COCTABIIEHUs OajlaHca U IpYruX (OpM OTUETHOCTH;

33) ocymecTBISTH KOHTPOJIb 32 CBOEBPEMEHHBIM UCTIOJTHEHUEM CITY)KEOHBIX IOKYMEHTOB
U NIOPYYCHMUI;

34) cnenuTh 3a COXPAHHOCTBIO OYXTalITepCKUX JOKYMEHTOB, (opMHpoOBaTh Jeia IIo
YCTaHOBJIEHHON HOMEHKJIATyp, C/1aBaTh UX B apXUB AJMUHHUCTpPALMU PaliOHa;

35) cBOEBpEMEHHO C/IaBaTh €KEMECTIHBIC, KBAPTAIbHBIC TOJIOBBIE OTUYETHI,

36) MOCTOSTHHO B3aWMO/JICHICTBOBATh C OpPraHU3alMsIMHU MO BOIPOCAM TEKYILIEH OTYETHOCTH,
Kacaronmxcsi pabOTHUKOB AJIMUHHUCTpAIMy paiioHa: HamoroBas wuHcneknus, [ID, DCC,
DPOOMC.

37) cocTaBasTh IPOTOKOJBI 00 aIMUHUCTPATUBHBIX MPABOHAPYILIEHUSAX MPETYyCMOTPEHHBIX
3akoHOM Aurtaiickoro kpas oT 10.0.72002 Ne 46-3C «O06 agAMUHUCTPATUBHON OTBETCTBEHHOCTH
3a COBEpIICHHE MPABOHAPYIICHUN HA TEPPUTOPUU AJNTAWCKOrO Kpas», COrJacHO MEpeyHs,
YTBEP)KJIEHHOTO pemieHueM PeOpuxuHckoro paiioHHoro CoBeTra HapOJHBIX JEMyTaTOB
AunTaiickoro Kpas.

3.3. OcHOBHBIE NpaBa IIaBHOTO CHEUAINCTA PETYIUPYIOTCs cTaTheéil 11 DenepanbHOro
3akoHa oT 02 mapra 2007 roma Ne 25-®3 «O myHununaneHOM ciyx6e B Poccuiickoit
Denepauun».

3.4. Kpome TOro, ri1iaBHbIil CIENHAIMCT UMEET MPABO Ha:



1) 3axiroueHue, M3MEHEHHE U PACTOP)KEHHE TPYAOBOIO IOTOBOpa B IOPSAKE M Ha
YCIOBHUSAX, KOTOpPbIE YCTaHOBJIEHbI TpymoBbIM Kojekcom Poccuiickoi ®denepanuu, UHbIMU
benepanbHBIMU 3aKOHAMHU;

2) 03HaKOMJICHHE C IOKYMEHTAMH, YCTAHABJIMBAIOIIMMH €ro MpaBa ¥ OOS3aHHOCTH IO
3aMeIIaeMoi JJOKHOCTH MYHHUIIMIIATBHOMN CITYXObI, KpUTEPHSMU OLIEHKU Ka4eCTBA HCIIOTHEHHS
JOJIKHOCTHBIX O0S3aHHOCTEH U yCIOBHUSIMH MPOJIBHXKEHUS O CIYkOe€;

3) obOecrieueHne OpPraHU3alMOHHO-TEXHUYECKUX YCJIOBHUM, HEOOXOIUMBIX IS
WCIIOJTHEHUS IOJDKHOCTHBIX 00s13aHHOCTEH;

4) orutaty TpyJa M JIpyrue BBILIATHI B COOTBETCTBUM C TPYAOBBIM 3aKOHOJATEILCTBOM,
3aKOHOJATEIHCTBOM O MYHHUIIMIAIBHOM CITy>KO€ U TPYJOBBIM JOTOBOPOM;

5) otapX, o0ecrneYnBaeMblii YCTAaHOBJICHHEM HOPMAJbHONH MPOJOJHKUTEIBHOCTH
pabouero (ciayxeOHOro) BPEMEHH, IPEIOCTABICEHUEM €KEHEJENbHBIX BBIXOJHBIX JHEH U
Hepabouux Mpa3JHUYHBIX JHEH, a TAKXKE €KErOAHOr0 OIIAYMBAEMOI0 OTIIYCKa;

6) monay4yeHue B YCTAaHOBJICHHOM MOpsJKe MHGOpPMAIMU U MaTepUaoB, HEOOXOIUMBIX
JUIsL UCHIOJHEHMS] JOJDKHOCTHBIX OOS3aHHOCTEM, a TakKe Ha BHECEHME IpeI0KEHU I
COBEPILECHCTBOBAHUU ACATEIbHOCTH AIMUHHUCTPALIUN;

7) ydyacThe IO CBOEH HMHHMIMATHBE B KOHKYypCE Ha 3aMEIllEHWE BAKaHTHOM JOJIKHOCTH
MYHUIIUTIATBHON CITYXKOBI;

8) MOJIHYIO TOCTOBEPHYIO WH(GOPMAIUIO 00 YCIOBUSAX TPyAa M TPEOOBAHUSIX OXPAHBI
TpyZJa Ha paboueM MecTe;

9) nosbllieHNE KBaTM(UKALUKA B COOTBETCTBUM C MYHULIUIIAIbHBIM IPABOBBIM aKTOM 3a
CYeT cpelcTB OrokeTa PeOpuxunckoro paiiona;

10) 3amuTy CBOMX MEPCOHAIBHBIX TaHHBIX;

11) o3HAKOMJIEHHE CO BCEMH MaTe€pHUajaMH CBOETO JIMYHOTO Jeja, C OT3bIBAMU O
po(hecCUOHANIBHON AESITEIbHOCTH U APYTUMU JIOKYMEHTaMU JI0 BHECEHUS UX B JIMYHOE JIEN0, a
Tak)Ke Ha MPUOOILICHHE K TUYHOMY JIENIy €r0 MUCbMEHHBIX 00bICHEHUII;

12) oObenuHEHNE, BKIIOYas TIPAaBO CO3AaBaTh MPOGECCHOHATBHBIC COFO3bI, JIUIS 3allUThI
CBOMX IpaB, COLMATbHO-3KOHOMUYECKUX U PO(eCcCHOHATBHBIX HHTEPECOB;

13) yyactue B ympaBJIEeHMHM OpraHH3alUeil B MpeayCMOTPEHHBIX TpPyAOBBIM KOAEKCOM
Poccuiickoit ®enepaunu, MHBIMH (elepaabHBIMH 3aKOHAMU M KOJUJIEKTMBHBIM JIOTOBOPOM
dopmax;

14) BeneHHE KOJUIEKTHBHBIX MEPETOBOPOB M 3aK/IIOYEHHE KOJUIEKTHBHBIX JIOTOBOPOB M
COIJIallIEHUN uYepe3 CBOMX IMIpeJCTaBUTENEl, a Takke Ha HWHQPOPMAIUI0O O BBINOJIHEHUU
KOJUIEKTUBHOT'O JIOTOBOPA, COTJIAILIEHUM;

15) paccMoTpeHne MHIUBUAYAIbHBIX TPYIOBBIX CIIOPOB B COOTBETCTBHHU C TPYAOBBIM
3aKOHOJIaTeNIbCTBOM, 3aIIUTY CBOMX IIPaB U 3aKOHHBIX MHTEPECOB Ha MyHMLIMIAIBHOU CIIyXKOe,
BKJItOUasi 00aJloBaHUE B CYJ UX HapyIIECHUN;

16) meHcuoHHoe o0Oecrie4eHHE B COOTBETCTBMM C 3aKOHOJAATENbCTBOM Poccuiickoit
denepannu;

17) Bo3MemieHne Bpena, MPUUYUHEHHOTO €My B CBS3M C MCIOJHEHHMEM MM TPYIOBBIX
00s13aHHOCTEN, U KOMIIEHCAI[MI0 MOPAJIbHOIO Bpela B MOPSAJIKE, YCTaHOBIEHHOM TpynoBbIM
kozaekcoM Poccuiickoit @enepaninu, UHBIMU (eiepaTbHBIMU 3aKOHAMU;

18) oOs3arenbHOE CONMAIBLHOE CTPAaXOBaHWUE B  ClIydasX, MPEAYCMOTPEHHBIX
(benepaabHBIMU 3aKOHAMHU.

3.5. I'maBHBIM CHEOUATUCT  Tak)Ke€ HMEET HHbIE IIpaBa, NPEIOCTABICHHBIE €My
3akoHoaresbcTBOM Poccuniickoit denepanuu.

Pazgen V. BBAUMOOTHOIIHEHUSA (CBA3U 11O JOJIZKHOCTH)
4.1. B cBoeil paboTe TJaBHBIM CHEIMAIUCT HEMNOCPEACTBEHHO IMOAYMHEH HAaYaJbHUKY
otJena OyXrajaTepcKoro yuyeTa i OTYETHOCTH —TJIABHOMY Oyxrairepy AJMUHUCTpAIMU paiioHa.
4.2. ['maBHBIN CHEUUATMCT JJIs1 UCIIOJIHEHUST BO3JIOKEHHBIX HA HETO 3a7]a4 OCYIIECTBIISAET
ClIy’)keOHOEe  B3aMMOJICHCTBHE CO CTPYKTYPHBIMH TOJpPA3ACICHUSAMH AJMUHUCTPALNY;



MYHUIMIIAJIBHBIMU CIIYXKallTUMU OMC, MYHUIUIIAJIBHBIMU CIIYXXAIlIUMHU WHBIX MYHUIIUITIAJIbHBIX
obOpasoBanuii, nemyraramu PeOpuxuHckoro CoBeTa HapOJIHBIX JEMyTaTOB ANTAaHCKOTO Kpas,
TpaXXJaHCKUMU TOCYAAPCTBCHHBIMU CIIYyXXAIlUMU TOCYAAPCTBCHHLIX OPraHoOB, TIpaxXIaHaMH,
YIIOJTHOMOYEHHBIMH JIMIIAMU OpraHU3alui, TpakJaHaMH 110 BOIPOCaM CBOEH KOMIIETEHIIUH.

PA3JIEJ V. OTBETCTBEHHOCTHD I'VTABHOI'O CITIEHUAJIUCTA

5.1. I'maBHBIH crienuanuCT HECET OTBETCTBEHHOCTD 3a:

- HeHaJJIexallee UCIOJHEHNE WM HEUCIIOJIHEHUE CBOMX JIOJKHOCTHBIX OOSI3aHHOCTEH,
IIPEAYCMOTPEHHBIX HACTOSAILEH JIOJDKHOCTHOM MHCTPYKLHEHW, B Ipelenax, OIpPEIeICHHBIX
TPYAOBBIM 3aKOHOAATENLCTBOM Poccuiickoit @enepanuu;

- pasrjanieHue OXpaHAEMOM 3aKOHOM TaillHbI, CTABLICH €My H3BECTHOM B CBS3U C
HCIIOJTHEHUEM UM TPYAOBBIX 00S3aHHOCTEH, B TOM YHCIIE pa3riiallleHHe NepCOHATbHBIX JTaHHBIX,
B IIEpeieIax, ONPEACICHHBIX TPYAOBBIM 3aKOHOAATENBCTBOM Poccuiickon denepaunu;

- IpaBOHAPYLIEHUS, COBEPIICHHBIE B IIPOLIECCE OCYLIECTBICHUS CBOEH JIESITEIBHOCTH, - B
npejenax, OnpeesIEHHbIX IPaXXAaHCKUM, aIMUHUCTPATUBHBIM, YTOJOBHBIM 3aKOHOIATEIbCTBOM
Poccuiickoit denepaiuu;

- NPUYMHEHHE MaTepualbHOro yuepda B Npelenax, OINpPeNelIeHHbIX TPYIOBBIM U
rpakJJaHCKUM 3aKOHOJaTeNbCTBOM Poccuiickoit @enepanuu.

5.2. llopspgok mnpuBiIeYEeHUS K  COOTBETCTBYIOLIEMY BHUAY  OTBETCTBEHHOCTH
YCTaHaBJIMBAETCS COOTBETCTBYIOLIMM 3aKOHOIATEIbHBIM aKTOM.

5.3. TI'maBa paiioHa WMeET MPaBO KOHTPOJIHMPOBATH PabOTy TIABHOTO CIIEHUAINCTA IO
BCEM HANpaBJICHUSAM J€ATEeIbHOCTU. KOHTPOJIb MCIOJIHEHUS] NOPYYEHHI yCTaHABIMBAETCA IO
KOHEYHOMY Pe3yJbTaTy paboThl.

5.4. Tlokazatensmu 3(G(HEKTUBHOCTH U PE3yIbTATUBHOCTU CIYKEOHON [eATeIbHOCTH
[JIaBHOT'O CHELMANIUCTa SBIISIOTCA:

1) mpodeccruonanuzm:

- OTCYTCTBHUE HApYyILIEHUI 3aKOHO/1aTENIbCTBA;

- OTCYTCTBHE Kajio0 Ha ero JneicTBus (0e3nencTBus);

- npo¢ecCHOHaTIbHAs KOMIIETEHTHOCTh (3HaHWE HOPMATUBHBIX MPABOBBIX aKTOB, IIUPOTA
npo¢eCCHOHATBLHOIO KPYro3opa, yMeHHue paboTaTh ¢ JIIObMH U JOKYMEHTaMH);

- CIOCOOHOCTH BBINOJHATH JIOJDKHOCTHBIE (DYHKIIMM CAMOCTOATEIbHO, 0€3 IMOMOIIU
PYKOBOIUTEIS;

- CIIOCOOHOCTH YETKO OPraHU30BaTh U MJIAHUPOBATh BHIIOJHEHUE MMOPYUYEHHBIX 3a/1aHUH,
YMEHHUE pallMOHAILHO UCTOJIb30BaTh paboyee BpeMsi, pacCTaBIATh IPHOPUTETHI;

- OCO3HaHWE OTBETCTBEHHOCTH 3a IOCIEACTBHUS CBOMX JIEHCTBUH U TNPUHUMAEMBIX
peLIeHu;

- UHTEHCHBHOCTh TpyJa (CIOCOOHOCTh B KOPOTKHE CPOKH BBINOJHSTH OINpEAeIEHHBIN
00BeM pador);

2) opraHu3anus Tpyja:

- pe3yJIbTaTUBHOCTbH (ME€PA JOCTUKEHMSI IOCTABICHHBIX LENEN);

- OTBETCTBEHHOCTh (MCIOJHEHHE 3aJaHUi (IIOpy4YEeHUH) B CPOK C MHUHUMYMOM
KOHTPOJIS);

- CaMOCTOSTEIBHOCTH (CIIOCOOHOCTDH BBIMOJHSATH 3a7aHUsI 0€3 KECTKOTr0 KOHTPOJIs);

3) CBOEBPEMEHHOCTh U ONEPATUBHOCTB;

4) BbIIOTHSAEMBIA 00BEM pabOThI (KOJIMUECTBO 3aBEPIIEHHON U TeKyIleH paboThl);

5) Ka4ecTBO BBINOJIHEHHON paboTHI:

- IOATOTOBKA JIOKYMEHTOB B COOTBETCTBHH C YCTAHOBJICHHBIMU TPEOOBAHUSIMU;

- IOJIHOE U JIOTUYHOE U3JI0KEHNE MaTepHaa;

- OpUIMYECKH TPAMOTHOE COCTaBJICHHE TOKYMEHTA;

- OTCYTCTBUE CTWJIMCTUYECKUX U TPAMMATHUECKUX OIIHOO0K;

- THIATENILHOCTh U aKKYPaTHOCTb.



PA3JAEJI VI. BAKVIIOYUTEJBHBIE NIOJOXEHUSA

6.1. B HacTosIyl0 AOKHOCTHYIHO HMHCTPYKIMIO MOTYT BHOCUTBCSI M3MEHEHHUS H
nonojineHus. [lopsiok MOATOTOBKM TaKUX M3MEHEHUM YCTAaHABIMBAETCS AaHAJIOTUYHO MOPSIKY
BHECEHHUS M3MEHEHUN M JIOMOJHEHHH B MYHHIMMNAJIbHbIE MPABOBBIE AKThl, YCTAHOBJICHHOMY
perjiaMeHToM AJIMUHUCTPAIUU.

6.2. IlepeyTBeprKaeHUE HACTOSIICH TODKHOCTHON MHCTPYKIIUU TTPOBOIUTCS 00513aTEIILHO
B ClydasX T[epecMOoTpa CTPYKTYpbl AJMHHUCTpAIUM, MEPENOJUYMHEHHOCTH TJIABHOTO
CHEIMallCTa, B Cy4asX H3MEHEHUS HAUMEHOBAHUS JOJDKHOCTHU, BHECEHUS M3MEHEHHH B
JEICTBYIOIEE 3aKOHO1aTENbCTBO.

6.3. Hacrosiiast ”HCTpYKLKS BCTYNAET B CHILY CO JHS €€ YTBEPKICHHUS.




