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1. O0mHe no1oxeHus

1.1. JIomKHOCTB rOCy AapCTBEHHOM IPAXKAAHCKON cITy>KOBI JIeHHHTpaackoi obacTu
Bemymero cnenuanucra (50104195) cexrtopa aHamuza (UHAHCOBOrO  KOHTPOJIS
yIIpaBlIeHUs] TOCYyAapCTBEHHOro (uHAaHCOBOro KOHTposis KOHTPOIBHOrO KOMHTETa
I'ybepnaropa JleHunrpanckoit obmactu (manee — BeAylIdd CIELMAINCT, CEKTOP,
ylpaBlieHHe, KOMHUTET) OTHOCUTCA K BeIyllel rpynme NODKHOCTEH TrocyaapCTBEHHOM
rpaxgaHckol ciayx6sl JIennHrpanckoit obnactu kateropuu «CrelyaincThI».

Peecrtpossiii mmmdp — I1.C3.5.

1.1.1. Obnacte  npodeccHOHANBHON  CITy)KeOHOW  AEATETBHOCTH  BEAYLIETO
CIIELHAIMCTA: yIIpaBleHue B chepe I0CTULHMY; PEryTHPOBaHUE OI0KETHOM CHCTEMBI.

1.1.2. Bun npodeccuoHanbHOR CiyKeOHOM NesITeNbHOCTH BEAYIIETrO CIEHMAINCTA:
NeATeIbHOCTh B cpepe IKOHOMUYECKOrO M IpakKIaHCKOTO 3aKOHOHATENbCTBA; aHAU3 U
IIPOTHO3UPOBAaHKE JOXOA0B; OCYILECTBIECHNE OO )KETHBIX TIPAaBOOTHOIIECHHMHA.

1.2. Bemymui cnenuanucT Ha3HA4aeTcs Ha JODKHOCTH TOCYIApCTBEHHOM
rpaXXJaHCKOH CiyObl JleHWHrpaackolt o6nacTH ¥ OCBOGOXKIAETCA OT JOJDKHOCTH
rOCYyIapCTBEHHOH TIPaXXIaHCKOM CiyObl JIeHMHrpajackoil o00nacTH mpeacTaBUTENEM
HaHUMAaTeNs B YCTAHOBJICHHOM MOPSIKE.

1.3. Begymmii cnenuanucT IOTYMHAETCS MpeicefaTeNio KOMHTETa, IEPBOMY
3aMECTHTENO IIpeJceaTelii KOMMTETa, HENOCPEICTBEHHO MOMYMHAETCS HaYaIbHUKY
yIpPaBIICHHUS.

1.4. Bemymmuii crneuguamuct o0sf3aH HCIONHATH JOOKHOCTHBIE OOS3aHHOCTU
rnaBHoro crenuanucra (50104194) cektopa B mepHon €ro BPEMEHHOTO OTCYTCTBHS B
CBS3d C BPEMEHHOW HETPYIOCIOCOOHOCTBIO, OTIYCKOM HJIH KOMaHIUPOBKOH B
COOTBETCTBHH C [IOPYYEHUEM HavaJIbHUKA YIIPaBJIEHUS.

2. KBanupukauuonuwpie TpeGOBaHHUS A5l 3aMeLeHH JOJKHOCTH rocy1apcTBeHHOi
rpaxkIaHcko# ciryk0b1 JIeHHHIpagcKkoii 00/1acTH Beaylero cnenHaJaucTa

2.1. Jina 3aMelleHUs MOJDKHOCTH TOCYHApCTBEHHOM TIPaXTAHCKOH CIYXOBI
JleHuHrpagckoi obnacth  BeAyIIEro CHENHAMCTa YCTAHABIMBAIOTCS  CIEYIOINHeE
KBaJIU(QUKAIIOHHBIE TPEOOBAHHUA:
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2.1.1. Beiciiee 06pa3zoBaHue MO CHEHHATBHOCTH, HAIIPABICHHUIO TOATOTOBKH:

- mnonydeHdsie ¢ 01.07.2017 cneuuanbHOCTP WM HaIpaBi€HHUE TMOATOTOBKHU
YKpPYIIHEHHOH Trpymmnbsl «OKOHOMHKAa W ympaBieHue» ymbo «HOpucnpyaeHums», aubo
«KynptypoBeeHue U COLMOKYNBTYpPHBIE MPOEKTH», JTHO0 «llonuTHyeckre HAyKH U
pErHOHOBEICHUEY;

- nmoiy4yeHHsle Ao 01.07.2017 cnenuaJbHOCT, WM HaNpaBJeHHE TIOArOTOBKH
YKPYIIHEHHOH FpyINbl CHELHUABHOCTEH M HampaBieHUH MOATOTOBKH «DKOHOMHKA U
ynpaBieHue» subo «['ymaHuTapHBIe Haykw», JHOO HaIlpaBleHHE IIOJTOTOBKH
«ColMaIbHO-KYJIBTYpHas AESITENBbHOCTEY», THOO OJHA U3 CHElUaTbHOCTEH, BXOASIIUX B
yKa3zaHHOe HallpaBJIeHHe MOATOTOBKH, JTHO0 crenuaibHocTh «IIpaBoBeneHme».

2.1.2. He mMeHee ofHOrO rojia ctaka rocyAapCTBEHHON IPaXKIaHCKOHM CIIyXObl WU
cTaka paboThl MO CIIEHUATBHOCTH, HAIIPABJIEHUIO MOATOTOBKH.

2.2. IlpodeccroHanbHbIN ypOBEHb.

2.2.1. ba3zoBsie 3HaHUS:

rocyaapcTBeHHoro s3pika Poccuiickodt ®depepanuu (pyccKoro s3bplka) M OCHOB
Konctutryuun Poccuiickoit @enepariuu;

®epnepanpHOro 3akoHa ot 6 oktsa0ps 2003 roga Ne 131-03 «O06 o0mMX MpUHIUATIAX
OpraHM3allid MECTHOTO caMoynpasieHus B Poccuiickoit Menepanumny;

®enepanpHOro 3akoHa ot 2 mas 2006 roga Ne 59-03 «O nopsigke paccCMOTpeHHs
obparienuii rpaxaan Poccuiickoit @enepanuun»;

®enepanpHOro 3akoHa ot 25 nekabps 2008 roma Ne 273-03 «O npoTtuBoaeicTBUH
KOpPpPYILIMM» K HHBIX HOPMAaTHBHBIX NpaBOBBIX akToB Poccuiickoit ®denepanuu u
JlernHrpaackoit o6nactu B cepe MPOTHUBOAEHCTBUS KOPPYIILIHH;

®denepansHoro 3akoHa ot 21 gekabps 2021 roma Ne 414-®3 «O6 o6mux
MPUHIIMIIAX OpraHU3aluy MyOauyHOM BacTu B cyObekTax Pocculickoit @eaepauun»;

3akoHodaTenbcTBa Poccuiickoii ®Denepani 0 rocyAapCTBEHHON TpaXXKIaHCKON
ciyx0e Poccuiickoint @enepanuy;

YcraBa JleHuHrpazackoit obnactu;

obnactHoro 3akoHa oT 11 gexabps 2007 roma No 174-03 «O mnpaBOBBIX aKTax
JleHuHTpaaCKOH 00IACTUY;

MIOJIOXKEHHUSI O KOMUTETE;

TIOJIOXKEHHS 00 yTpaBleHUHY;

TIOJIOXKEHHUSI O CEKTOPE;

Komekca 3THKH M CIy)XeOHOTO TMOBEJEHHS TOCYHapCTBEHHBIX TIPaXIAaHCKUX
cnyxamwmx JleHuHrpaackoi obnacty;

HUHcTpyKiud 1O J€JIONpPOU3BOACTBY B  OPraHax HCIIOJHUTENBHOM  BIIACTH
JlennHrpaackoit obnacty;

HHCTpyKLUMHU O TIOpsKe oOpalleHus co ciyxeOHol HH(opMalell orpaHH4eHHOro
pacnpocTpaHeHus: B AIMUHHCTpauuu JleHuHrpaackon obnacry;

CIIy)eOHOro pacropsiika, YCTAaHOBJIEHHOIO B OpraHaxX MCIIOJHHUTEIBHON BJIACTH
JleHuHrpaackoit obnacry;

B 001acTH HHGOPMAIHOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH: BO3MOXXHOCTEH U
OCOOEHHOCTEH  MPUMEHEHHUS  COBPEMEHHBIX  HH(MOPMAIHOHHO-KOMMYHHMKAIMOHHBIX
TEXHOJIOTUH B OpraHe MCIOJHUTENIbHON BIACTH;



3

OCHOB HMH(OPMANMOHHON 6e30NacHOCTH W 3alllUThl MHGOPMAIlMH, B TOM YHCIe
DenepanbHoro 3akoHa ot 27 wurons 2006 roma Ne 149-0@3 «O6 undpopmanuy,
MH(OPMAI[HOHHBIX TEXHOJIOTHAX U O 3aIllUTe HHOOPMALIUN»;

OCHOBHBIX ITOJIOXKEHHI 3aKOHOAATENLCTBA O MEPCOHAIBHBIX NAHHBIX, B TOM YHCIIE
®enepanpHoro 3akoHa ot 27 utons 2006 roga Ne 152-®3 «O nepcoHalbHBIX TaHHBIX);

obumx TIPUHIIMIIOB (GYHKITHOHUPOBaHUSA CHUCTEMBI 3JIEKTPOHHOTO
IOKYMEHTO000poTa;

OCHOBHBIX TMOJIOXKEHHH 3aKOHOAATENBCTBA 00 3NEKTPOHHON TIOATHCH;

MpUMEHEHHS IIEPCOHAIBHOIO KOMIIBIOTEDA.

2.2.2. ba3oBbie YMEHHUS:

yMeHHe CUCTEMHO (CTpaTerniecKy) MBICIINTH;

yMeHHe CHCTEMaTH3HPOBATh U aHAIM3UPOBATh HHMOPMALIHIO;

yMEHHME IIaHUPOBAaTh, PAllHOHABHO UCIIONB30BaTh CIIyxeOHOe BpeMsi U JOCTUIaTh
pe3ynbTaTa;

KOMMYHHKATHBHBIE YMEHHUS (B TOM YHCJie MyOJUYHBIX BBICTYIUICHHA M BEJCHMS
JIEJIOBBIX TIEPErOBOPOB);

yMeHHE YIpPaBJsATh U3MEHCHUSMH;

yMeHHe paboTaTh C anmapaTHbIM U POrpaMMHBIM ObecliedyeHHeM, YyCTaHOBICHHOM
Ha aBTOMaTH3MpPOBaHHOM pabouem Mecte (APM), B ToM uuciie paboThl B onepaniMOHHOM
cucreme ceMeiictBa Windows, B TekcTroBoM penaktope Microsoft Office Word, ¢
tabmuuaeiM  mporieccopoM  Microsoft Office Excel, ¢ mnodroBeiM kiHeHTOM THIA
«Outlook», MOAroTOBKH Tpe3eHTaLWi ¢ mMpUMeHeHHeM mnpwioxeHus Microsoft Office
PowerPoint;

yMeHHe paboTaTh B KayecTBE IOJIB30BaTeNss B HH(OPMALIMOHHBIX CHCTEMaXx,
IPUMEHSEMBIX BKOMHTETE, B TOM UHKCIE€ B MPHUKIAJHBIX HHGOPMALMOHHBEIX CHCTEMax
(cucreme  B3auMoOneHCTBUS C  TpaxJaHaMHM W OpPraHM3aLMAMH,  CHCTEME
MEXBEAOMCTBEHHOTO JNIEKTPOHHOTO B3aUMOJIEUCTBHS; Y4E€THOU CHCTEME;
HHGOPMaLlHOHHO-aHATIUTHYECKON  CcUcTeMe, obecreumBamomer cbop, 006paboTKy,
XpaHeHHEe M aHalM3 JaHHBIX), CHCTEMax »3JEeKTPOHHOrO NOKyMEHToo0OpoTa, B
nHGOpMaIMOHHO-TIpaBoBhIX cucTeMax «['apanT», «KoHcynsrantILmoc», «Koaekc», a
TaK)Xe C PeCypcaMH M CEpBHCAaMH JIOKAJIbHON BBIYMCIMTENHBHONU CETH U MH(BOPMAIIMOHHO-
TEICKOMMYHHUKaIlHOHHOM ceTh «HTEepHETY.

2.2.3. TlpodeccuonanpHble 3HaHWA B Ccdepe 3aKOHOAATENBCTBA Poccuitckoii
Oenepaunn u JleHunrpanackoit obnacrtu:

I'paxxnanckoro konekca Poccuiickoit denepanum;

Tpynosoro konekca Poccuiickoit @enepanuu;

Hanorooro xozekca Poccuiickoit ®enepanuuy;

broxetHoro kozekca Poccuiickoit @enepanyu;

®enepansHoro 3akoHa ot 6 jgexabps 2011 roma Ne 402-®3 «O 6GyxrantepckoM
ydeTe» U MHBIX (elepanbHbIX M OGNAacTHBIX HOPMaTHBHBIX NPAaBOBBIX aKTOB B chepe
GIOZKETHBIX MPaBOOTHOMIEHMH H GYXTalTepCKOro ydeTa, B TOM YHCIE PYKOBOASIIHAX

AOKyMEHTOB  OpraHOB TIOCYAApCTBEHHOW BIIACTH 110 BONPOCaM OPraHM3aLUH
Gyxranrepckoro (610/KETHOTO) yYeTa U COCTABIEHHUS OTUYETHOCTH,

@epepansHoro 3akoHa oT 6 ampens 2011 roma Ne 63-03 «O6 3JIEKTPOHHOM
TIOJIIUACHY;
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QenepansHoro 3akoHa oT 9 deBpana 2009 roma Ne 8-®3 «O6 obecrneueHun
A0CTyTa K MHQOPMALKH O JEATENHHOCTH IOCY AAPCTBEHHBIX OPraHOB U OpraHOB MECTHOIO
CaMOYIIpaBJIeHUA,

denepansHOro 3akoHa ot 5 arnpensa 2013 roga Ne 44-d3 «O KOHTPAaKTHOM CHCTEME
B cdepe 3aKymoK TOBapoB, paGoT, ycIyr mis obecneyeHHs TrOCYAApCTBEHHEIX H
MYHHUIHNIATEHBIX HyXK» X UHBIX HOPMAaTHBHBIX IPaBOBLIX aKToB Poccuiickoii Meneparun
u JleHHWHrpazcKoll 06nacTH, perynupylolux OTHONIEHHA B cdepe 3aKyNOK TOBapoOB,
pabor, yciayr s obecrnedeHns rOCy AapCTBEHHBIX M MyHHIATATBHBIX HYXJ];

obacTHoro 3aKoHa 0T 26 ceHts6psa 2002 roga Ne 36-03 «O G10mKeTHOM IIporiecce B
JlennHrpaackoii o6macTu»;

o0JlacTHOrO0 3akoHa OT 14 okTs10pa 2019 roma Ne 75-03 «O Mex6OmKeTHBIX
OTHOUIEHHAX B JIEHUHIpacKoii 061acT»;

nocranosneHus [pasurenscrsa Jlenunrpanckoit obnactu ot 9 mexabps 2014 roxa
Ne 574 «O6 yrBepxnenun Iopsiika ocylecTBIEHHS BEIOMCTBEHHOTO KOHTpOIA B chepe
3aKyHOK AUl obecrieueH s rocy JapCTBEeHHBIX Hy k[ JIeHMHIpaacKoit o6aacTu,

QefiepaJlbHOrO CTaHJapTa BHYTPEHHETO TIOCYNAPCTBEHHOIO (MyHHITHTTATEHOTO)
¢unancoBoro konTpons «IIpaBuiia COCTaBIEHHS OTYETHOCTH O pe3ylbTaTax KOHTPOJIbHOM
JesATENbHOCTHY,

DeepalbHOTO CTaHAAPTa BHYTPEHHErO TOCYAApCTBEHHOI'O (MyHHLIMIIAIBHOTO)
¢urancoBOro KoHTpOys «IL1aHHpOBaHKe MPOBEPOK, PEBH3HIA B 06CIIEJ0BaHUIAY.

2.2.4. Unrle npodeccHoHabHbIE 3HAHUS:

IIpaBuJIa IEH0BOM 3THKH;

J€JI0BOE OOIIEHNE U TIEPEIIMCKA;

3HaHHEe OCHOB I'OCYJapCTBEHHOI'O YCTPONCTBA M YIIPaBJICHHUS;

3HaHHE NPaBUII FOPUANUECKOH TEXHUKH;

3HaHME OCHOBHBIX NPUHUUIOB OOECIHEYeHHs €IHHCTBA NPaBOBOIO HMPOCTPaHCTBA
Poccuiickoit @eneparuu;

OromxkeTHas cucteMa Poccuiickoi ®enepanuu;

HOHATHE, OOBEKTBI U CyOBEKTHI GI0KETHOO yYEeTa,

MIOHSTHE U BUABI OI0KETHOH OTYETHOCTH.

2.2.5. IlpodeccuonanbHble yMEHUS:

paboTa co CrpaBOYHBIMH IPaBOBBIMH CHCTEMAaMH Ha IPOGECCHOHATHFHOM YPOBHE;

YMEHHE BBUCHATH TOYHBIH CMBIC], COJACPXKAHHWE HOPMATHBHBIX IIPABOBHIX aKTOB
(HOpM), HCTIOJIB3YS Pa3TUYHbIE BUIBI TOJIKOBAHHMS;

MCIIOJIF30BAHKHE  O(UIMAILHO-AEIOBOTO CTHJIS IIPH COCTABJIIEHMH ITPABOBBIX
JOKYMEHTOB HEHOPMAaTUBHOTO XapaKTepa,

HCIIOJIb30BaHUe MpPaBUIl IOPUAWYECKON TEXHHUKH AN COCTaBICHUS HOPMATHBHBIX
[IPaBOBEIX aKTOB;

paboTaTh ¢ roCyIapCTBEHHON WHTETPHPOBAHHOM HHGOPMAIMOHHON CHCTEMOM
yIIpaBJieHHs! OOLIECTBEHHBIMU PUHAHCAMH «DJIEKTPOHHEIN OIOIKET»;

OpraHM3aluA U OCYLIECTBICHHE BEJEHHUS OI0KETHOrO (OyXranTepckoro) ydera.

2.2.6. OyHKIIMOHAIbHBIC 3HAHHS:

IIOHATHE, IIPOLIEypa PacCCMOTPEHMSI OOpaIlleHHi TpaXk/IaH;

aHanu3a 3QGEKTUBHOCTH M pe3yIbTaTUBHOCTH PacXOJOBaHKs OIOIKETHBIX CPEJICTB;

pa3paboTku U GopMHpPOBaHHS MPOEKTOB IIPOTHO30B 110 OPraHU3alMU OIOIKETHOIO
1polLecca B roCyJapCTBEHHOM OpraHe;



IPOBEINECHUA HWHBEHTApU3allMM [EHEXHBIX CpEACTB, TOBapHO-MaTepHalbHBIX
LIEHHOCTEW, pacyeTOB C IIOCTABILIUKAMU U NOJIPSIAYUKAMH;

METOJI0B O0/KETHOTO TITAHUPOBAHUS;

IIPUHILIUIIOB OIOKETHOTO y4eTa U OTYETHOCTH;

BU/JIbl, HA3HAYEHME U TEXHOJIOTMH OpraHU3alluil IIPOBEPOYHBIX IIPOLIEAYD.

2.2.7. ODyHKIMOHAIBHEIE YMEHUS:

IIOAIrOTOBKA aHAIMTUYECKUX, HHPOPMAIIMOHHBIX M APYTHX MAaTepHAJIOB;

IIOArOTOBKA METOJUYECKUX PEKOMEHAALUH, pa3bICHEHHIA;

BJIaJIcHHE HaBbIKaMU OQUIMATILHOMN XETOBOM MEPEIICKH;

TNIOArOTOBKa 0OOCHOBaHUH OIOPKETHBIX aCCUTHOBAHWM Ha IUIAHHPYEMBIN MEPHOL
IS TOCYJapCTBEHHOT'0 OpraHa.

3. Ho15kHOCTHBIE 00S13aHHOCTH

B mensx peanusanuy NOTHOMOYMH M (YHKIMH KOMMTETA, MPENYCMOTPEHHBIX
TIOJIOXKEHHEM O KOMHTETE, a TalOKe B COOTBETCTBHH C IIOJIOKEHHEM O CEKTOpe, BedyIHii
CIELMAIUCT 00s3aH:

3.1. OcymecTBnaTe OIO/DKETHBIE MOJHOMOYHS TJIABHOIO aJMHHHCTPATOPa
NOXON0B obnacTHOro Oro/keTa M aJMHHHUCTPATOpa JOXOAOB OOIACTHOTO OOIKETa,
npenycMoTpeHHble  bromkerHeiM komekcoM Poccmiickoit  ®enmepanyu, 06IaCTHBIM
3aKOHOM 00 obnacTHOM 6romkeTe JIeHHHTpaJCcKoi 00IacTH.

3.2. ®opMHpOBaTh U HANpPaBIATh B YpasieHne DenepaisHoro KasgadeicTsa mo
JleHuHrpasCcKoi 0671aCTH yBeIOMIIEHHE [0 YTOYHEHHUIO BH/A M TIPMHAJIEKHOCTH IUIaTexa
B J0X0J 00i1acTHOro 6lo/pKeTa, 3asBKM Ha BO3BpAaT M3JIMINHE yIUIa4eHHBIX IUIATEXKeH B
aBTOMaTH3HpOBaHHOH cucTemMe DelepalbHOrO Ka3HadeicTBa, C MOCIEAYHOLIMM
opopmieHreM Ha OyMaXHOM HOCHTelNe ¥ IIPEACTaBIEHHEM HAa YTBEPXKICHHUE
IIpeJicelaTenio KOMUTETA.

3.3. TloaroraBnupaTe NPEIOKEHUS II0 BHECEHWIO W3MEHEHMH B IPaBOBOH aKT
KOMHUTETa O 3aKpEIUICHHH IOJHOMOYMM aMHHUCTPATOpa JOXOI0B 00IaCTHOro OromKeTa
Jlenunrpanckoii o6aacTH.

3.4. Ilo nopy4eHur0 HayalbHHKAa YNPABIEHHS B COOTBETCTBHM C TPeGOBAHUSIMHU
3akoHOJarenbcTBa Poccuiickoii Memepauun o GyxraitepckoM ydere, AeHCTBYIOLIEit
MHCTPYKIMEeH MO OIOMKETHOMY y4eTy M YYETHOM IIONMTHKOM KOMHTETa OCYIIECTBIATH
OIO/KETHBIN yUeT IPOBOAUMBIX OYXTalTepPCKHUX OMEpaIHii.

3.5. OcCyLIeCTBIATE  KOHTPONb  CBOEBPEMEHHOCTH  MOpEJOCTABICHHS U
NPaBUJIBHOCTH OQOPMIIEHHS IEPBUYHBIX JIOKYMEHTOB.

3.6. OcymecTBIATE OTpaxeHHe (AKTOB XO3SMCTBEHHOH >XH3HH B DETHCTpax
OyXraJlTepcKOro y4eTa ¥ B OTYETHOCTH.

3.7. OcymecTBiste 6yXranTepcKuil y4eT HAYMCIEHHBIX aIMHHACTPHDPYEMBIX
miaTexed B OIO[DKET Ha OCHOBAaHMM IIEPBHYHBIX JOKYMEHTOB, IPEOCTABIEHHBIX
CTPYKTYPHBIMH  IIOApA3A€NCHUAMHA KOMHMTETA B  aBTOMATH3MPOBAHHOM CHCTEMe
OyXrairepckoro ydera.

3.8. ®@opmupoBaTh XypHal ONeparuii pacdeToB ¢ AeOHUTOpPaMH NO IOXOMIaM,
XypHaJl omnepanui ¢ Oe3HATWYHBIMH JCHEXHBIMM CpPEJCTBAMM IO JIMIEBBIM CYETaM
aJIMMHHCTPAaTOpa JOXOAOB OOJAaCTHOro OIO/MKeTa, BENOMOCTh y4eTa HEeBBIICHEHHBIX
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NOCTYNIIEHWH, MHBIE pETMCTPHl MO HPOBOAMMBIM  GyXTalTepCKhM onepalusMm,
Npe/lyCMOTPEHHBIE ACHCTBYIOIIEH HHCTPYKIHEH 110 GIOKETHOMY YUeTy.

3.9. Ilo mopyyeHMIO Ha4albHWKa YIPABIEHHUS MPOBOIUTE MHBEHTApU3aIIHIO
HMYILeCTBa M 0043aTENBECTB B COOTBETCTBHH C 3aKOHOJATENLCTBOM O OyXrajTepcKoM
ydeTe U TpaBOBbIMM aKTaMH KOMHTeTa B MODAJKE, YCTAHOBIEHHOM MHHHCTEPCTBOM
¢uHaHcoB Poccuiickoit ®enepaimu, GopMUpOBaTh H OPOPMIATE VHBEHTapU3alMOHHEIE
OMHUCH MO CYeTaM OIOJKETHOro ydeTa, OTpaXkaTh B GyXranTepckoM ydeTe pe3ynbTaThl
HHBEHTapU3aIHH.

3.10. Tlo nopyueHMIO HayalbHMKAa YIPABICHHS, B CPOKH, YCTAHOBJICHHBIE
Komurerom ¢unanco JleHnHrpagckoii o6mactd, (OpMHpPOBATH €XKEMECSIYHYI0 H
€XKEKBapTAIbHYIO OIODKETHYIO OTYETHOCTh B 3JNEKTPOHHOM BHAE C MCIONB30BAHHEM
NPOTPAMMHOIO  KOMILIeKca OHkeTHOH oTdeTHocTH JleHMHrpajckoif  o6nactw,
o(hopMIIATE Ha 6yMaXHOM HOCHTEIIe B IIPEACTABNIATh HaYalbHUKY yHnpaBleHHs.

3.11. ExeromHo mepen COCTaBIEHHEM TrOMOBOM OTYETHOCTH COCTABISTE M
O(QOPMIIATE aKThl CBEPKU PaAcyeroB IO [0XOJaM OGNACTHOTO GOIKETa C YnpasneHuem
®enepalbHOro Ka3HaYeHCTBA MO JlenuHrpazackoit 061acTy.

3.12. Tlo mopyyeHHIO HayaibHHKA YIPABIEHHA OCYILECTBIATH IUITAaHUPOBAHHE
JI0OXOJ0B 00J1aCTHOrO Or0KETA.

3.13. ®opmupoBars NIpeJIOKEHUS o IIPOTHO3UPYEMBIM Jloxojiam,
aJIMUHHCTPUPYEMBIM KOMMTETOM, Ul BKJIIOYEHHS B IPOEKT OOJAacTHOrO 3aKoHa 00
001acTHOM GroKeTe JIeHUHIpaACcKOM 061acTH.

3.14. CocTaBnsTs ¥ HanpaBIATh JOKYMEHTHI B KOMUTET (pUHAHCOB JIeHHHIPaACKOI
001acTH, HeOoOXOAMMBIe [UIi BHECEHWs M3MEHeHHH (yTOYHeHH) B GHOIKETHBIE
TI0Ka3aTeI [0 MOCTYIUIEHHIO IOXO00B B 001acTHOM 6romxeT JIeHUHrpaackoi o6nacTy.

3.15. ®opMHpOBaTh CBeJE€HMA O TIOMECSYHOM pAaCHpeleeHAd TOCTYIIICHHUIA
IOXOI0B 00JacTHOro OOMKETa, AAMUHHCTPHPYEMBIX KOMHTETOM, AJISi BKIIIOYEHHS B
KacCOBBIM IUIaH 1O JoxojaM obmacTHoro Oomkera JleHuHrpaackodt o6nacTd u
HalpaBIIsATh B KOMHUTET GHHAHCOB JIeHHHIPaCKOM 067I1acTH.

3.16. Ilo mnopy4eHHI0 HayalbHMKa YIPABICHHS OCYIIECTBIATH OMNEPALUU [0
0OMeHy NOKyMeHTaMu M HH(popManueii ¢ Yipasieauem ®OenepanbHOro Ka3zHaueHcTsa 1o
JlenuHrpaackoil 061acTd B CHCTeMe JMEKTPOHHOIO NOKYMeHToob6opoTa PenepabHOro
Ka3Ha4deucTna.

3.17. ®opMHpOBaTh HAIOrOBYI0 OTYETHOCTb, OTYETHOCTh BO BHEGIOMKETHEIE
GOHZBI, MpPEACTaBNATh Ha YTBEpXKACHHE IIPEJCElaTeNI0 KOMHTETa, HANpaBIsTh B
COOTBETCTBYIOLIME TOCYJapCTBEHHBIE OpraHbl IO YCTaHOBIEHHBIM ()OpMaM M CpoKam
IIpeICTaBIEHUS OTYETHOCTH.

3.18. OcymwecTnaTs MHGOPMALMOHHOE B3aHMOAENCTBHE C TIOCYAApPCTBEHHOM
MH(QOPMALMOHHOH CHCTEMOH O rOCYyJapCTBEHHBIX M MYHHUHMINANbHBIX miatexax (IHIC
I'™II).

3.19. Ilo nopyyeHnI0 Ha4albHHKA YIPABIECHUS BHIIOJHATH MHBIE (QYHKIUH B
npenenax MNOJHOMOYHH CeKTopa.

3.20. ObecneunBaTh KOHOUACHIMANBHOCTh IEPCOHANBHBIX JAHHBIX, CTABIIMX
HU3BECTHBIMH B XOJI€ UCIIOJIHEHHUS JOJKHOCTHBIX 00S3aHHOCTEH.

3.21. PaccmarpuBaTh 3ampockl CyOBEKTOB II€PCOHANBHBIX HAHHBIX WM WX
IIpeICTaBUTEIIEH.
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3.22. OcymecTBisaTh 00€3TWYMBaHHE IEPCOHANBHBIX JaHHBIX B  CIydYasXx,
YCTaHOBJICHHBIX 3aKOHOAATEIbCTBOM.

3.23. IlpuHumaTh HeoOXOAMMBIE Mephl, HANpaBleHHblE Ha HCKIIOYECHHE
BO3MO>XHOCTH HECAaHKIIMOHHUPOBAHHOT'O OCTYIA TPETHUX JIMIl B MOMEIIEHUs, B KOTOPBIX
ocyliecTBIsAeTCsA 06paboTKa MePCOHANBHBIX JaHHBIX.

3.24. B COOTBETCTBUM C JOBEPEHHOCTHIO H(MJIM) IO IMOPYYEHHIO HadalbHUKa
yTpaBJICHUs, BHIIIECTOALIETO PYKOBOAMUTENSA MPEICTABIATh MHTEpEChl KOMHTETa B
roCyapCTBEeHHBIX OpraHax, OpraHaXx MECTHOTO CaMOYIpaBIIeHUS H B OpraHU3allUsgX.

3.25. VuactBoBaTh B paboTe KOMHCCHUI U MHBIX KOJUIETHAJIBHBIX OPraHOB, B COCTaB
KOTOPBIX BEOYUIMH CHEUUATMCT BKIIOUYEH B COOTBETCTBUM C IIPAaBOBBIM aKTOM
JleHuHrpaacko#t o0NacTd WM HalpaBlIeH HA4YaJbHUKOM YIIPaBJIEHHSA, BBIIIECTOALIUM
PYKOBOJUTEIIEM.

3.26. B cooTBeTCTBUM C NMOpPYYECHHEM HayalbHUKA YNPABII€HHS, BHIIIECTOSALLETO
PYKOBOJAUTENS OpPraHW3OBBIBAaTh MOATOTOBKY MaTepUaloB K COBEIIAHUSM, 3acelaHUsiM,
MHBIM MEPOIPHUATHAM U(WIIH) MPUHUMATh B HUX y4acTHE, B TOM YHCJIE BECTH I1€PErOBOPEI,
oopMIIATH MPUHATHIE PELICHHUS.

3.27. To4yHO U B CPOK BBHINOJHATH YKa3aHHs U IOPYyYEHHUS HaYaJIbHUKA yIIPaBICHHS,
BBIILIECTOSAIIETO PYKOBOJUTEIS.

3.28. Cobmonarts mpaBuia JAeIONPOU3BOACTBA, B TOM YHCIIE HAJIEXKAIIMM 00pa3om
YYUTBIBATh W XPAaHUTh [MONyYE€HHblE HAa MCIHOJHEHHE JOKYMEHTHI M MaTepHAalbl,
CBOEBPEMEHHO C/1aBaTh UX OTBETCTBEHHOMY 3a JIETIONIPOM3BOACTBO, a IIPH YXOJE B OTITYCK,
yOBITHM B KOMaHAMpPOBKY, B Cllydae OCTaBIE€HHS AOJDKHOCTH - PabOTHHKY, BPEMEHHO
UCTIONHAOIIEMY 0053aHHOCTH BEAyIIEro CIelUaIUCTa, THO0 HadYalbHUKY YIpaBJIeHHUS.

3.29. CobOmonath OCHOBHBIE OOS3aHHOCTH, a TaKXXe OrpPaHHYEHHSH, 3alpeThl U
TpebOBaHUs K CITy>keOHOMY ITOBEJCHHIO, YCTAHOBJIEHHBIE CTaThsIMH 15 - 18, 20, 20.1, 20.2,
20.3 ®epepanbHoro 3akoHa ot 27 uronst 2004 roga Ne 79-03 «O rocynapcTBEHHOM
rpaxnaHckoi ciyx6e Poccuiickoii denepauum.

3.30. Cobmonate HopMbl Komekca 3THKM W Ciiy)eGHOro  IMOBEIECHHS
rOCy1apCTBEHHBIX IPAXAAHCKHX CITy)XaluX JICHHHIpaaCKoi 00IacTH.

3.31. YBenomiaTe HpeAcTaBHTeNIs HaHUMaTens 060 BCeX Cilydasx oOpalleHHs K
BEJyllleMy CIELHANUCTY KaKMX-THOO JMIl B LENSX CKIOHEHHMS €ro K COBEpIIEHHUIO
KOpPPYNIMOHHBIX NIPABOHAPYILEHMH, 32 HCKIIOYEHHEM CIIydaeB, KOTAA 110 JaHHBIM (GaKTam
IIPOBEICHA UJIH NPOBOJUTCS MPOBEPKA.

3.32. OruuTeIBaTECA Iepesl HAYaJBHHUKOM YIPaBIEHHS O pe3ylbTaTax CBOeH
CiyeOHOH JeATENEHOCTH, B TOM YHCIIE €XeroaHo, 1o 1 ¢eBpans rojia, cleayomero 3a
OTYETHBIM, MPEJCTaBIATh HAYaJbHHKY YIPaBICHHA OTYET O CBOCH MPOQeCCHOHAILHOM
CITyeOHO# eI TETFHOCTH.

3.33. Haanexxamum o6pa3oM HCIONHATH OOS3aHHOCTH IPaXAAHCKOIO CIIYXKaIlero,
1Py CMOTPEHHEIE 3aKOHOAATEIBECTBOM.

4. IlepeyeHs BONPOCOB, N0 KOTOPLIM BeAyIMi CIEHAIHCT BIpaBe
HJIH 005132H CAaMOCTOATE/ILHO IPHHAMATH YNIPABJIeHYECKHE H HHbIE pelleHHs]

4.1. Benymui crienuanuct 06513aH CaMOCTOATENIBHO MPUHUMATH PELLEHH:
4.1.1. Tlo BonpocaM NepBOOYEPEAHOCTH BEIIIONHEHUS IOJHKHOCTHBIX O6S3aHHOCTEH
B Ipelenax CpOKOB, YCTAaHOBIIEHHBIX HA4YallbHUKOM YIIPABIEHMS, BBIIIECTOSNIIHAM



PYKOBOIHUTEIIEM, Hu CO6J'IIOI{CHI/IH HOpM, YCTAaHOBJICHHEIX JICIZCTB}’IOIHI’IM
3aKOHO4ATEJIbCTBOM.

4.1.2. Tlpy peanusaluu MONHOMOYHI YleHa KOMHUCCHH M MHOLO KOJUIETHAIBHOTO
oprasa.

4.1.3. Tlo Bompocam opraHu3amuu ydeTa M XpaHEHHUs MeEpeAaHHBIX €My Ha
HCTIOJIHEHHE TOKYMEHTOB U MATEPHAJIOB.

4.14. Tlpu peamusauvu mHpaB MpeaCTaBUTENs KOMHUTETa, KOTOpble yKa3aHbl B
COOTBETCTBYIOILEH JOBEPEHHOCTH.

4.2. Bepymmit crielManucT B KauecTBe 4jieHA KOMHCCHH H MHOIO KOJUIETHATIBHOTO
OpraHa BNIpaBe Ha 3aCENaHMAX TAaKOrO OPraHa CaMOCTOATENHHO MPHHHMATh penieHue
T'OJIOCOBATD «3a», KIPOTUBY UK «BO3JEPXKAICA», @ TAKXKE BBICKA3BIBATH CBOE MHEHUE, B
TOM HHCIIE 3asBIAT OCODOE MHEHME B IIMCHMEHHOH (OpPME B COOTBETCTBHM ¢
pernamMeHToM (MopAaKoM) paboTEl KOMHCCHH U MHOTO KOJLIErHAIBHOIO oprasa.

3. Ilepeyenn BOonpocos, M0 KOTOPLIM BeJyLIHii CIIENHAIMCT BNpaBe HJIH 06si3an
y1acTBOBaTb NPH NOAroTOBKe MPOEKTOB HOPMATHBHLIX NPABOBLIX AKTOB H (naum)
NPOEKTOB YNPaB/IEHYeCKHX H HHbIX peLleHHi

5.1. Bemymmit cnenuanucr o6s3an y4acTBOBaTb B TOATOTOBKE [POEKTOB
HOPMATHBHEIX IIPABOBBIX aKTOB M IIPOEKTOB PEIICHHH [0 BOIPOCAM, OTHOCSIIEMCS K €ro
AOJKHOCTHBIM OOS3aHHOCTSIM.

5.2. Bemymmii cnenmanicT BIpaBe y4acTBOBATH B MOATOTOBKE MPOEKTOB
HOPMATHBHLIX TIPABOBBIX aKTOB M MPOEKTOB pEIIeHHH [0 HMHBIM BOIPOCAM [0
COIJIaCOBaHHIO C HAYalbHUKOM YIPABJICHUS.

6. CpokH 1 niponeaypbi NOArOTOBKH, paccMOTPeHHsE [POEKTOB
YIPABJICH1CCKHX H HHBIX PeLICHHH, IOPAJOK COrJIACOBAHHS H IPHHATHS
JAHHBIX pelleHH

6.1. O6mme CcpokH ¥ mpouUeNypH MOATOTOBKM JAOKYMEHTOB PpEryJIHPYIOTCS
MHcTpyKimel o 1e1onpoUs3BoICTBY B OpraHax MCIONTHUTENbHOW BlacTH JIEeHUHIpaacKoi
obacTH. ‘

6.2. CpokHM TMNOITOTOBKM JOKYMEHTOB U OCYILECTBIEHHS MHBIX MPOIENYP,
CBA3AHHBIX C BeJeHHeM OrokeTHOro (OyxraiTepckoro) ydera u OTYETHOCTH,
PeryTHpyIOTCs 3aKOHOJATEIECTBOM B COOTBETCTBYIOLIEH Chepe.

6.3. B nensx noaroToBKH, COrNacoBaHHUA M MPHHSTHS pellIeHHi KOMHUTETa BeAyIIHii
CTIELHATHCT 00513aH [IOATOTOBUTE MPOEKT JOKYMEHTA U TIPEJCTABATE €ro Ha COrIacoBAHHe
HAYANbHUKY yTpaBIICHHs HE MO3kKe, 4eM 3a JBa pabouux IHA A0 WMCTEYEHHsS CpOKa
UCTIOJTHEHHA II0 3TOMY NOKyMEHTY, KOTODBIA YCTaHOBNEH (eIepaabHBIM 3aKOHOM HJIH
HOPMAaTUBHBIM  TIPaBOBBIM ~aKToM JIeHHHIpalckod obnactd, mH6O MHOrO CpoKa,
YCTaHOBJICHHOTO HAa4aJbHUKOM yNIPAaBJIEHHS, BBILIECTOSIIAM PyKOBOAUTEIEM.

7. HOpﬂIIOK CJIy)Keﬁl-IOFO B3auMoaeHcTBHSA BEAYLIEro CHenvajJucTa B CBA3H €
HCIIOJIHEHHEM HM JOJKHOCTHBIX 00f13aHHOCTEH ¢ APYTrudMH paﬁoTHmcaMla KOMHTETA,
paﬁo'mmcamn HHbIX I'oCyAapCcTBEHHLIX OpraHoB
H OPraHoB MECTHOI'O CaMoOynpaBJ/ICHHA, OPraHH3ALUAMH H rpa;xxaaHaMu



7.1. Tlopydenuss ¥ yKa3aHHMs BeAylIeMy CIHEIUAIUCTY JOarOTCd HaYyalbHUKOM
yIpaBlieHHs, BBINIECTOALUIMM PYKOBOAMTENEM B YCTHOW WM NHMCBMEHHOH GopMe o
BOIIPOCaM, OTHOCSAIIIMMCS K €T0 JOJDKHOCTHBIM 00SI3aHHOCTSIM.

7.2. B nensix HCHOJHEHHUS MODKHOCTHBIX OOSN3aHHOCTEH UM NOpYYEeHHH BeXyIlUl
CIIEIHAIUCT BIIpaBe OOpaliaThesi K IPYyruM pabOTHUKaM KOMHUTETa, paOOTHHMKAaM HMHBIX
roCyapCTBEHHBIX OpPraHOB, OpPraHOB MECTHOI'O CaMOYIpPAaBIICHMs, K IpaxiaHaM H B
OpraHu3aluH.

7.3. Bemymuii cnenuMagucT BOpaBe B YCTHOW (opme JaBaTh pPa3bICHEHHUA IIO
BOIPOCaM, OTHOCSIIUMCS K €ro JOJDKHOCTHBIM OOS3aHHOCTAM, B OTBET Ha OOpalleHus K
HeMy pa0OTHMKOB roCyJapCTBEHHBIX OPraHOB ¥ OPraHOB MECTHOT'O CaMOYIIpaBJIeHHs.

7.4. Bemymuii cnenuanucT BOpaBe B YCTHOM ¢(opMe naBaTh pa3bsICHEHHUS IO
BONpOCaM, OTHOCSINUMCS K €ro JOIDKHOCTHBIM OOS3aHHOCTSIM, IIPEICTaBHTENSIM
OpraHM3alMii W TrpaJaHaM TOJIBKO IO MOPYYEHHIO, JHUOO C pa3pelleHus HadalbHHKA
YOpaBJI€HUS], BBIIIECTOSIINErO0 PYKOBOIWTENS, 32 HCKIIOYEHHEM CIIy4aeB, KOIJa TaKue
Pa3bACHEHUS SBISIOTCS €0 JOJDKHOCTHBIMM 00S13aHHOCTSIMHU.

7.5. Bemymmii crenuanucT BIIpaBe MPEUIONKUTh UCIIONHHUTENO MO JOKYMEHTY B
pabodeM mopsiike pelIuTh BONPOC O €ro OT3BIBE, €CJIHM TaKOH HOKYMEHT WM OTHENbHbIE
€ro MOJOXXEeHUsI He COOTBETCTBYIOT efiepaIbHOMY, 001aCTHOMY 3aKOHOJAATENBCTBY U/UIH
npaBwiiaM 0pOpMIIEHUS JOKYMEHTOB.

8. Ilepeuenn rocyaapcTBEeHHbIX yCJIYr (BHAOB AeITeIbHOCTH), OKa3bIlBaeMbIX IO
3aMpocaM rpakaaH H OpraHu3alui B COOTBETCTBHH ¢ aAMHHHCTPAaTHBHBIM
perjiaMeHToOM (MHBIM HOPMATHBHBIM NPaBOBBIM AKTOM) KOMHTETOM

Benymmii crenuanuct He NpeloCTaBiseT IOCYOapCTBEHHBIX YCIYT TpaKaHaM H
OpraHu3alisIM.

9. Iloka3zaTtenu 3¢PeKTHBHOCTH B Pe3yJbTATHBHOCTH
npodecCHOHAILHOMH CJIy:KeOHOH JeATeJIbHOCTH BeJyIlero CnenHajaucTa

IlokazaTensMu  SQQPEKTHBHOCTH U  pe3yNBTaTHBHOCTH  MPOQECCHOHAILHOM
CITyXeOHOM! 1esTeTbHOCTH BeYIIUH CIIEIIMANMCTA SBIISIOTCS:
9.1. CBOEBpEMEHHOCTh M TOJHOTa PACCMOTPEHHUS OOpalIeHHi rOCYAapCTBEHHEIX

OpraHoB, OpraHoOB MECTHOI'O CaMOYIIpaBJIC€HHA, opraHmaum‘fl, rpaxagaH M IIOATOTOBKH
ITPOCKTOB OTBCTOB Ha HUX.

9.2. OtcyrcrBHE (haKTOB:

1) HanMuMs B aHANMTHYECKMX M HMHBIX MaTepHaiax, MOATOTOBIEHHBIX BeXYIIUM
CIIEIHANIKCTOM, YCTapeBIIEH, HEIPOBEPEHHON MITH MCKa)XEHHOH MHGOPMALINH;

2) yTpaThl IOKYMEHTOB ¥ MaTe€PHAIOB, [IOCTYMHMBIUKMX BEAyLIEMy CIEHMATHCTY Ha
UCIIOJIHEHHE, XpaHEHHE;

3) mpomycka (CpbIBa) CPOKOB HCTIONHEHHS [0 JOKYMEHTaM (IIOpYYEHHSAM), KOTOpHIE
YCTAHOBNICHBI ~ ()eflepalbHBIM  3aKOHOM HIM HOPMATHBHBIM  IIPaBOBBEIM  aKTOM

HCHHHT’paZICKOﬁ o611acm, HaCTOAINMM JOJDKHOCTHBIM pPEriIaMeHTOM, Ha4YaJlbHUKOM
YIpaBJi€HHs, BBIIICCTOALIMM PYKOBOIAUTEIIEM,
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4) mnpomycka 0e3 yBaXHTEIBHOM [IPUYMHBl 3aC€IaHHUM KOMHCCHMM U HHBIX
KOJUICTHATILHBIX OPraHOB, HHBIX MEPONPUATHH, B KOTOPBIX BETyIleMy CIICLHATIUCTY OBLIO
NIOPYYE€HO IIPHHATH YYaCTHUE;

5) HapylleHHe 3aKOHOJATENLCTBA POCCHICKOMN Denepallu 0 NEPCOHATBHBIX
AAHHBIX ITPHU 06pabOTKe MEPCOHANBHBIX JAHHBIX.

9.3. KauecTBo BBINOJIHEHHOH paGOTEI (OTCyTCTBHE IPOLETYPHBIX HapyLIeHHH,
TIOTOTOBKA ~ OKYMEHTOB, ~MaTePHAIOB B  COOTBETCTBMM C  YCTAHOBJEHHBIMH
TPeOOBaHUAMH, TIONHOE M JIOTHYHOE M3NIOKCHUE MaTepuala, IOpPUIUYECKH TPaMOTHOEe
COCTaBJIEHHE JOKyMEHTa).

9.4. OTBeTCTBEHHOCTh (MCNOJNHEHHE OOS3aHHOCTEH B CPOK € MHHHMYMOM
KOHTPOJIA).

9.5. CaMOCTOSTEIBLHOCTD (cIIOCOOHOCTE BBINMONHATE 3aMaHus Oe3 JOIOJIHATEIBHBIX
yKa3aHHUH).

9.6. luctiunnuna (cobmonenue ciyxebHoro pacnopszaka).

9.7. IlpodeccroHanbHas KOMIETEHTHOCTS.

CormacoBaHo:

YIpaBieHHe rocy1apCTBEHHOM CITy 6Bl U KaJpoB AJMUHHUCTpaLUU
I'ybepuaropa u IpaButenscrsa Jlenunrpasnckoit o6nactu

% (Muxaiinosa P.1O.) « 30 4 2024 rona
l/ozmyv/ O.HN.0. Jarta

OTI[eH IIpaBOBOI'O obecrieyeHus U ACJIONTPOU3BOACTBAa KOMHUTETA
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