[Tpunoxenne Ne 3

K IOCTAHOBJICHUIO IIABBI
rOpOJCKOro okpyra bornanosuu
ot 12.04.2023 Ne 639

JOJKHOCTHASA HHCTPYKIUA
SAMECTUTEJISA HAYAJIBHUKA OTJAEJIA BYXT'AJITEPCKOI'O
YYETA 1 OTYETHOCTU AIMUHUCTPALIUN
I'OPOACKOI'O OKPYI'A BOI' JAHOBHUY

|. OBIIME TTOJIOKEHU A

1. Hacrosimas nomKHOCTHAS MHCTPYKLUS pa3paboTaHa B cooTBeTCTBUU ¢ DenepabHbIM 3aKOHOM
or 02.03.2007 Ne 25-®3 «O wmyHununanbHoi ciyxb6e B Poccuiickoir ®enepanum», 3aKoHOM
CeepanoBckoit obmactu ot 29.10.2007 Ne 136-O3 «OO06 0COOEHHOCTSIX MYHUIUMATBHON CITYKOBI
CepmiioBckoil obsactu», YcraBoM ropozackoro okpyra bormanosuu (manee — 'O bornanosuu),
[TonoxenueM 06 otaene Oyxraarepckoro yuera u ordyetnoctu aaMuuuctpanuu ['O bornanosuy (nanee —
Otnen).

2. JloJKHOCTB 3aMecTUTENs HadanbHUKa OThena B COOTBETCTBUM ¢ PeecTpoM MyHMIIMIIAIbHBIX
JOJDKHOCTEH MYHUIIMIATBHOU CITYXOBI, YIpeXKIaeMbIX B OpraHax MECTHOTO CaMOYIPABJICHHS CITyKObI
CeepanioBckoit obnactu, yrBep:xkaéHHbiM Pemenuem [Iymbr 'O bormanosuu ot 28.03.2013 Ne 28 «O6
yTBEpKACHUN PeecTpa MyHUIMNANBHBIX JOJDKHOCTEH MYHULMIAIBHOM CIIyKOBI, Y4pexk/IaeMbIX B
OpraHax MECTHOTO CaMOYIIPABJICHUS», OTHOCUTCS K IJVIABHOM TIpyNIe JODKHOCTEH MYyHMIMIIAJIbHOU
CITy>KOBI TOPOJICKOTO OKpyra bormaHnoBuy.

3. MyHUIMIIaIBHOMY CIIy’KallleMy, 3aMellatolleMy JODKHOCTh 3aMecTUTeNsl HadalnbHuKa OTena,
[IPUCBaNBAETCs KJIACCHBIM YMH MYHMIIMIIAJIbHOW CIIY>KOBI B COOTBETCTBUU C 3aMELIA€MOM JIOJIKHOCTBIO
MyHuIUnansHoi cinyx6sl 'O boraanoBuu B mpenenax rpymibl A0JDKHOCTEH MYHHIMIAIbHON CITy>KObI
Poccuiickoit @enepauu B COOTBETCTBHUM C 3aKOHOAATENbCTBOM Poccumiickoit ®Penepauuu U
CeepanioBckoit obmactu, a Taxke moctaHoBineHueM rnasbl ['O bormanosuu ot 24.12.2013 Ne 2803 «O
MOPSAJIKE IMPUCBOCHUS W COXPAHEHMS KIIACCHBIX YMHOB MYHMIMIIAJBHOW CIYKObl MYHHUIMIAIbHBIM
cnyxamum ['O borganoBuuy.

4. 3amecturenb HavanbHMka OTnaena Ha3HauyaeTcss Ha JOJDKHOCTb W NIPUHMMAETCs Ha
MyHuIunaneHyto ciyx0y 'O bornanoBud, a Takke OCBOOOXAAeTCS OT JOJDKHOCTH U YBOJIBHSIETCS C
MyHununaneHo ciayx0sl 'O bormanoBuu rnaBoii 'O BormanoBuuy B mopsiake, YCTaHOBIEHHOM
3akoHoJaTenbcTBOM Poccuiickoit denepanuu o MyHununaasHoW ciyx6e Poccuiickoit ®enepanuu,
CsepanoBckoit obnactu, 'O bormanosuy.

5. 3amecTuTenb HayadbHUKa OT/EIa HEMOCPEICTBEHHO MOAYMHAETCS HadanbHUKy OTaena.

6. B ciydae BpeMeHHOr0 OTCYTCTBHUS 3aMecTUTENs HadanbHUKa OTnena ero 3ameniaeT BeAyIIHii
crnienuanuct, oyxranrep Oraena.

7. HopmaTHBHBIMH NpPaBOBBIMH aKTaMH, PpErJIaMEHTHUPYIOIIMMH CIYXKEOHYIO JAesTeIbHOCTD
3amecTuTeNsl HavanbHuKa Otnena, sBisitorca: Konctutyuus Poccuiickoit denepanuu, denepanbHblii
3akoH oT 02.03.2007 Ne 25-®3 «O mynununansHoi ciy:x6e B Poccuiickoit denepanuny», dOenepanbHblii
3akoH OT 25.12.2008 Ne 273-®3 «O npoTUBOAEHCTBUH KOPPYNUUN», 3akoH CBEpIIOBCKONH 001acTH OT
29.10.2007 Ne 136-O3 «O0 0COOEHHOCTSX MYHUIIMITAIBHON CITyx)0bl CBEpaIOBCKOM 00J1acTHY, 3aKOH
CeepmioBckoit obmactu ot 20.02.2009 Ne 2-O3 «O mnportuBojeiictBun koppynuuu B CBepiIoBCKOM
obmactu», yka3el W pacnopsbkeHusi Ilpesunenta Poccuiickoit dDenepanuu, TOCTAaHOBICHUS U
pacniopstxenus [IpaBurensctBa Poccuiickoii @eneparuu, YcraB CBepiioBCKOi 001acTH, Ipyrue 3aKOHbI
CepioBcko# o0macTH, yKassl U pacnopsbkenus ['yoepraropa CBepasioBCKOM 00J1aCTH, TOCTAHOBICHUS
u pacnopsbkenust IlpaBurenbcrtBa CepanoBckoit obmactu, YcraB I'O bormanosuu, Ilonoxenue o0
Otnene, HacTosALIas JOJKHOCTHAS MHCTPYKLMS, MHbIE TpaBoBble akThl ['O bormanosuu, perynupymoine
nesTenpHoCcTh OTaena.
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1. KBAJINMOUKALIMOHHBIE TPEBOBAHIA K OGPA3OBAHUIO, CTAXY,
HHPOPECCUOHAJIbHBIM SHAHMAM 1 HABBIKAM, HEOBXOJIMMbBIM JULA NCIIOJIHEHW A
JOJDKHOCTHBIX OBA3AHHOCTEU

8. B coorBerctBum co crathéit 9 denepanpHoro 3akoHa ot 02.03.2007 Ne 25-®3 «O
MYHUITUTIATBLHON ciykO0e B Poccuiickoit ®denepanun», cratbeir 8 3akoHa CBepasIOBCKOM 00JacTH OT
29.10.2007 Ne 136-O3 «OO6 0coOEHHOCTAX MYHHLIMNAIBHOW CiIy:KObl CBEpATIOBCKON 00MacTh»
3aMecTuTeNnb HadalbHuka OThena JOKEH UMETh Bbicliee MpodeccrnoHalbHOe OyXrajlTepcKoe WM
SKOHOMMYECKOE 00pa3oBaHueE.

9. B cootBerctBuM co crathél 9 DepepanmpHoro 3akoHa ot 02.03.2007 Ne 25-d3 «O
MyHUIIUNATBHON cinyx0e B Poccuiickoit @enepanum», cratbeil 8 3akona CBepUIOBCKOM 00macTu oT
29.10.2007 Ne 136-03 «O06 0coOEHHOCTSIX MYHUIIMIAIBHOU CITy>KObI CBEpIJIOBCKON 00acTH» JTOKECH
UMETh BBICIIee 00pa30BaHUE HE HIDKE YPOBHSI CHEIUAINTETA, MATHCTPATYPhl M CTAX MYHHIIMITAIHLHOM
CIIy>)kObl MJTU CTak pabOThl MO CIENUATbHOCTH, HAIIPABJICHUIO MOATOTOBKH HE MEHEe IBYX JIET, JIH0O
CTXK MYHHUIIMIAIBLHON CIY>)KOBI MJIU CTaXX padOTHI MO CIENUAaTbHOCTH, HAMPABICHUIO MOJTOTOBKU HE
MEHee OJTHOTO roJia.

10. KBanudukanuonaeie TpeOOBaHUS K TPO(HECCUOHATHLHBIM 3HAHKSM U HaBBIKaM, HEOOXOMMBIM
JUIS WUCTIOJNIHEHHUS JOJKHOCTHBIX OOS3aHHOCTEH 3aMecTuTens HadanbHuka OTena, yCTaHaBIMBAIOTCS
HACTOSIIEH TOHDKHOCTHOW MHCTPYKLHMEH ¢ y4€ToM 3amad U (GyHKIHH, YCTAHOBICHHBIX JJISI 3aMeIaeMOi
JOJKHOCTH.

11. 3amecturens HavanbHUKa OTHena M0JDKEH o0JafaTh CIEAYIONIUMHU 0a30BBIMU 3HAHUSIMHU H
HaBbIKAMU:

11.1. 3nanuem rocyaapcTBeHHOTO si3bika Poccuiickoit deneparuu (pycckoro s3bika);

11.2. 3HaHUSAMU OCHOB:

- Koncturynnu Poccniickoit denepanuu;

- 3akoHa Poccuiickoit ®enepanuu ot 21.07.1993 Ne 5485-1 «O rocynapcTBEHHOH TaliHEY;

- @enepanbHoro 3akoHa ot 06.10.2003 Ne 131-®3 «O6 o00mMX OpUHLHKIIAX OPTraHU3ALUU
MECTHOTrO caMoyIpaBiieHus B Poccuiickoit denepanum»;

- @enepanbHoro 3akoHa or 02.05.2006 Ne 59-®3 «O mnopsiike paccMOTpeHHsI OOpalleHui
rpaxnaaln Poccuiickon ®enepaunny;

- ®epepanbHoro 3akoHa ot 27.07.2006 Ne 152-P3 «O nepcoHanbHBIX TaHHBIX»;

- ®enepanbHoro 3akoHa ot 02.03.2007 Ne 25-03 «O myHununaabHoi ciayx0e B Poccuiickoit
denepauuny;

- ®epepanbHOro 3akoHa ot 25.12.2008 Ne 273-D3 «O npoTUBOAEHCTBAN KOPPYIILIANY;

- YcraBa CBepI0BCKOI 001acTH;

- 3akona CepanoBckoit oomact oT 29.10.2007 Ne 136-03 «O6 0cOOEHHOCTSX MYHHUIIUIATBHOM
CITy)0bI Ha Tepputopuu CBEPIIOBCKOM 00JIaCTHY;

- 3akoHa CaepmiioBckoir obmactu ot 20.02.2009 Ne 2-O3 «O npoTUBOAEHCTBUM KOPPYIIMH B
CBepaioBCKOI 00s1acTu»;

- YcraBa 'O bornanosuu;

11.3. 3HaHUSAMU U yMEHUSMH B 001acTH HHPOPMAITHOHHO-KOMMYHHUKAIIHOHHBIX TEXHOJIOTHH;

11.4. OOuwMu yMEHUSIMU:

- MBICJTUTh CUCTEMHO;

- IJTAHUPOBATH U PAIlMOHATHHO UCIONIBL30BaTh pabouee BpeMs;

- TOCTUTaTh pe3yJIbTara,

- paboTaTh B CTPECCOBBIX YCIOBUSX;

- COBEPIIEHCTBOBATh CBOM MPO(ECCUOHATILHBINA YPOBEHb;

- KOMMYHUKATUBHBIMH YMECHUSIMH.

12. 3amectutens HadanbHWKa OTAena JODKEH 00JIamaTh CICIYIOIIUMHA MPOPECCHOHATBHO-
(YHKIIMOHATTBHBIMUA 3HAHUSMU:

12.1. 3HaHWe 3aKOHOJATENBCTBA, B TOM YHUCIIC ONPEACIEHHBIX HOPMATHBHO IPABOBBIX aKTOB,
PETYIHUPYIOIIUX BOMPOCHI, CBSI3aHHBIE C 00IACTHIO M BUJIOM JIEATEIHHOCTH:

— bromxerHoro koaekca Poccuiickoii denepannu;



3

— Hamorosoro koxekca Poccuiickoit @enepanuu;

— ®enepanbHoro 3akoHa oT 06.12.2011 Ne 402-D3 «O OyXraaTepckoM y4deTey;

— ®enepanpHoro 3akoHa oT 05.04.2013 Ne 44-D3 «O KOHTpPaKTHOM CHUCTEME B cdepe 3aKyImoK
TOBapoOB, paboT, yCIyT AJisi 00eCHeUeHUs TOCYAapCTBEHHBIX U MYHHUIIUIATBHBIX HYXI»;

— ®epnepanbHoro 3akoHa oT 28.06.2014 Ne 172-®3 «O crpareruueckoM IUIAaHUPOBAaHUM B
Poccuiickoit denepanuny;

— mnpukaza MwunucrepcrBa (unancoB Poccuiickoit ®@enepanumn ot 01.12.2010 Ne 1570 «O06
yTBEpKACHUH ENMHOro IuiaHa c4eToB OyXralTepcKOro ydyeTra AJisi OpraHOB T'OCYJapCTBEHHOH BJIAcTH
(rocynapCTBEHHBIX ~ OpraHOB), OpPraHOB  MECTHOI'O  CaMOYIPaBJIEHHs, OpPraHOB  YIPAaBJICHUS
roCy/1IapCTBEHHBIMU BHEOIO/KETHBIMU (DOHIAAMH, TOCYAAPCTBEHHBIX aKaJeMHUIl HayK, rOCydapCTBEHHBIX
(MyHULMIIAIBHBIX ) YUpEKACHUN 1 MHCTpYKIIMHU IO €ro MPUMEHEHUION,

— mnpukaza MwunucrepcrBa ¢unancoB Poccuiickoit @enepanun ot 28.12.2010 Ne 1911 «O06
YTBEpPXKACHUN MHCTpYKIMM O TNOpSAIKE COCTaBICHUS M MPEICTABICHUS T'OJOBOW, KBAapTaJbHON H
MECSIYHOW OTYETHOCTH 00 MCIIOJHEHUH OI0JKETOB O0/pKeTHOU crcteMbl Poccuiickoii Denepaumy,

— mnpukaza MunuctepctBa ¢uHaHcoB Poccuiickoit ®enepauuu ot 25.03.2011 Ne 33m «OO0
YTBEpKACHUM VMHCTPpYKIIMM O TMOpSAAKE COCTABJICHUS, NPEJICTaBICHUS TOJOBOM, KBapTalbHOU
OyXraiaTepckoil OTYETHOCTH TOCYJApPCTBEHHBIX (MYHUIUIANBHBIX) OIOKETHBIX U aBTOHOMHBIX
YUPEKIACHUN»;

— mnpukaza MunuctepctBa ¢uHancoB Poccuiickoit ®enepauuu ot 30.03.2015 Ne 52 «OO06
yTBEpXJACHUH (OPM TEPBUYHBIX YUETHBIX JOKYMEHTOB U PETUCTPOB OyXTaiaTepcKoro yuera,
IIPUMEHSIEMbIX OpraHaMHU TOCYAApCTBEHHOM BiacTh (roCylapCTBEHHBIMU OpraHaMu), OpraHaMu
MECTHOTO CaMOYIPaBJICHUS, OpraHaMH YIPaBIEHUS TOCYJApPCTBEHHBIMU BHEOIOKETHBIMU (DOHAAMU,
roCy/1apCTBEHHBIMU (MYHULMIIAIBHBIMHI) YUPEXKIECHUAMNY,

- Ilonoxenune 06 Otnene; MHCTPYKIMIO MO AETONPOU3BOACTBY B HCHOJHUTENBHBIX OpraHax
mectHOro camoympasieHus ['O bornanosuy; Kogekc 3Tuku u ciyeOHOTO MOBEACHUS MYHHIIATIAIBHBIX
cnyxamx ['O bormanoBuu; IlonoxkeHue o mNoOpsiAKE U YCIOBUSX KOMAHIMPOBAHUSA COTPYAHHUKOB
opranoB mMectHoro camoynpasienus I'O borganosuy; [lonoxeHue o NponycKHOM U BHYTPHOOBEKTOBOM
pexumax B 3maHuu aaMmuHuctpaimu 'O bormanoBuu; Ilosnokenne 00 oOpaboTke u  3amure
MIEPCOHANBHBIX JAHHBIX paOOTHUKOB OpraHoB MecTHOro camoymnpasieHus 'O bornanosuy; Ilonoxenue
0 KomHCcMM TI0 mnpotuBojeicTBur0 Koppynuuu B I'O  bormanosuu; Ilopsaok yBenomiieHus
npencTaBuTeNsl HaHuMmatens (pabotonarens) o (akrax oOpallleHus B ILENsAX CKJIOHEHUS BEIyIIEro
cnenuanucra, oyxranrepa 'O bornaHoBud k coBepIIeHHIO KOPPYIIIMOHHBIX MpaBoHapyleHuit; [lopsaok
MIPOBEJICHUSI CIY’KEOHBIX TMPOBEPOK MO (akTaM KOPPYNLUHUOHHBIX TMPOSIBIEHUH CO CTOPOHBI
MyHUIMNANBHBIX ciayxamux ['O bormanosuu; [lopsiok yBeAOMIIEHHMS MYHHULMIAIBHBIM CIYXKaIllUM
aanmuHuctpanu 'O borjaHoBuY O BBINOJHEHWHM WHOW orutauuBaeMoil pabotel; Ilopsaok paboTsl
KOMHCCUU TI0 COOJIIOJICHHIO TPeOOBaHUM K ciayXkeOHOMY MOBEACHUI0 MYHUIMNAIBHBIX ciyxammx 'O
bornanoBuy u yperynupoBaHuio KOH(PIUKTOB UHTepecoB; [lookeHrne o mpenocTaBiIeHun TpaxklaHaMH,
INPETEHAYIOIUMH Ha 3aMELIeHHe JODKHOCTEH MYHUIUMNAIBHOM CIIyKObl W MYHUIUNAIbHBIMU
ciyxamumu 'O BorganoBuu cBeneHuii o 10xoax, 00 UMYIIECTBE U 005A3aTEIbCTBAX UMYLIECTBEHHOTO
XapakTepa; HaCTOSIIYIO JOJDKHOCTHYIO HHCTPYKIIHIO;

- CTPYKTYpY OpPraHoB rocynapcTBeHHOU BiacTu CBepIOBCKON 00J1aCTH, MHBIX TOCYapPCTBEHHBIX
opranoB CBepJIOBCKON 00JIaCTH, OPraHOB MECTHOT'O CAMOYIIPABIICHHUS;

- IPUHIUITBI THPOPMAIIMOHHOM 0€30MacHOCTH;

- HOPMBI JIEJIOBOT'O OOIICHHUS;

- IOPSI0K PabOTHI cO City:keOHOI nHpopMmarueii;

- IpaBUJIa U HOPMBI OXpaHbl TPY/Aa, TEXHUKH 0€30MaCHOCTH U MPOTHUBOINOKAPHOM 3aIlIUTHI.

- mporpaMMHoe oOecneueHue, BO3MOXHOCTH U OCOOEHHOCTH TPHUMEHEHHsS COBPEMEHHBIX
MH(OPMALIMOHHO-KOMMYHHUKAIIMOHHBIX ~ TE€XHOJOTMH B  TOCYJapCTBEHHBIX  OpraHax, BKJIIOYas
HCMOJIb30BAaHUE BO3MOXKHOCTEH MEKBEIOMCTBEHHOTO JIOKYMEHTOOOOpOTa, OOIIMe BOIMPOCHl B 001acTH
obecrieueHrss UHPOPMAITMOHHOMN O€30MaCHOCTH;

- CHUCTEMbl B3aMMOJICHCTBUS € IpakIaHaMU M OPTaHU3ALMAMHU, YYETHbIE CHCTEMBbI, 00eCIeUNBAOIINE
MOJIEP’KKY BBIOJIHEHUS! OpraHaMM MECTHOIO CaMOYIPABJICHUS OCHOBHBIX 3a7ad M (PYHKIMH, CHUCTEMbI
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MEKBEIOMCTBEHHOTO  B3aMMOJICWCTBUS,  CHUCTEMBbl  YMpaBleHUs  HWHPOPMAIMOHHBIMH  PECypCaMHu,
MH(POPMAITMOHHO-aHATMTHYECKAE CUCTEMBI, 00eCTIeurBaroIme coop, 00paboTKy, XpaHEHUE W aHAIN3 JTAaHHBIX,
CHCTEMBI YIIPABIICHUSI JJICKTPOHHBIMH apXUBAMU, CHCTEMbI HH()OPMAIIMOHHON 0€30MaCHOCTH.

- HOPMBI U TpaBUjia BeJeHUsI OyXraJTepcKoro ydera, COCTaBJICHUS OyXraiaTepcKOil OTYETHOCTH B
COOTBETCTBUH C JICUCTBYIOIINM 3aKOHOAATEIbCTBOM,;

12.2. Vlubie 3HaHus:

— TMOHsATHUE OI0JKETA U €ro COIUATbHO-YKOHOMHYECKAs POJIbh B OOIIECTBE;

— OromkerHas cuctema Poccuiickoii Denepannu;

— OIOJKETHBIE CHCTEMBI BEIYIIUX CTPaH MUPA;

— OI0JKETHOE PEryJIupoBaHue U €r0 OCHOBHBIE METO/bI;

— TIOHSTHUE U LIETH OI0JKETHOM MOJIUTUKH,

— TIOHATHE, OOBEKTHI M CYOBEKTHI OFOPKETHOTO YUETa,;

— TIOHSTHE U BUJIbI OIO/PKETHON OTYETHOCTH;

— TIOHSTHE M COCTaB OIOJKETHOMN KIaccH(UKAINH,

— TIOHSITHE M COCTaB PETUCTPOB OIO/KETHOTO y4eTa,

— TIOHSTHE CTPATETHYECKOTO TJIAaHUPOBAHUS,

— TIPUHIUIBI CTPATETHYECKOTO TUIAHUPOBAaHUS B chepe GUHAHCOB,;

— TIOHSTHE O CPETHECPOUHOM (PMHAHCOBOM ILIAHE,

— TIOHSATHUE W BUJBI (OPM NIEPBUYHBIX YUETHBIX JIOKYMEHTOB U PETUCTPOB OYXTaNTEPCKOTO ydeTa,
MIPUMEHSIEMbIX OpraHaMU MECTHOTO CaMOYIPABIEHUS, MyHUIIUTIATBHBIMHU YUPEKICHUIMU;

— TOHATUE JEOUTOPCKON M KPEAUTOPCKON 3aJJ0JDKEHHOCTEHN Or0/PKeTa MyHUIIMIIAIILHOTO pailoHa
1 OIOJKETOB TMOCENICHUM, TIEPEIABIINX CBOU MTOJITHOMOYHS,

— METO/Ibl OIO/IKETHOTO IJIAaHUPOBAHUS,

— TMPUHIUIBI OIOKETHOTO y4eTa U OTYETHOCTH,

12.3. BamecTtutens HauanbHUKa OTAENA TOJDKEH UMETh CeAyIoNIHe MpodeccuoHaIbHBIC HABBIKU:

- YMECHHE IPUMECHSThH MOJIOKECHUS HOPMATHBHBIX MPABOBBIX aKTOB B CBOCH paboTe, BHICTYIUICHUE
nepes ayauTOpuell, CcaMOCTOSTENbHOE TOBBIIICHHE CBOEH KBadU(pUKAMU U MPOPEeCcCHOHATHHBIX
HaBBIKOB, BBICTpaWBaHUE KOHCTPYKTUBHOTO B3aUMOJCHCTBUSI C KOJUIETaMH, PYKOBOJCTBOM, OpraHaMu
rocynapcTBeHHON BracTu CBepATOBCKOM 00JIaCTH, HHBIMU TOCYIapCTBEHHBIMU opranaMu CBEpIOBCKOM
o0rnactu, opranamMu MecTHoro camoynpasienus ['O borganosuy;

- TUJIAaHUPOBaHUE PabOThI, KOHTPOJb, aHAINW3 M MPOTHO3UPOBAHME TOCIEICTBUN MPUHUMAEMBIX
penieHui;

- pabota Cc BHYTpEHHUMH U THepudepuilHBIMU yCTPOWCTBAMU KOMIIbIOTEpa, padora ¢
WH(POPMAIMOHHO-TEIEKOMMYHUKAITMOHHBIMH CETSIMH, B TOM 4Hcie ceTbio HWHTepHer, pabota B
OTEpaIlMOHHON CHCTeMe, YIpaBlIeHUs OHJIEKTPOHHOW IO4YTOH, paboTa B TEKCTOBOM pEIaKkTope, ¢
AJIEKTPOHHBIMU TaOJIUIAMU, TOATOTOBKA TMPE3EHTAIMH, HCIIONb30BaHWE TrpadUyecKux OOBEKTOB B
ANEKTPOHHBIX TOKYMEHTAX;

- peIaKTUPOBAHUE JOKYMEHTAIIUU HA BEICOKOM CTHJIMCTUYECKOM YPOBHE;

- yYMEHHE MPHUMEHITh HOPMBI M TpaBWJIa BEAEHUS OyXTaliTepcKOTo Y4eTa, COCTaBleHUE
OyXTaJlTepCKON OTUETHOCTH B COOTBETCTBHUU C JICUCTBYIOIINM 3aKOHOAATEIHCTBOM,

- yMeHue paboTaTh C TMPaBOBBIMU crpaBOYHbIMU cucTtemamu «KoncynbranTlInrocy,
«l"ochunancey, «["apanTy.

1. JOJDKHOCTHBIE OBA3AHHOCTU, ITPABA U OTBETCTBEHHOCTDb 3AMECTUTEJIA
HAYAJIbHUKA OTAEJIA 3A HEMCIIOJIHEHUE (HEHAJUIEJXKAIIEE NCTIOJIHEHHE)
JOJDKHOCTHBIX OBA3AHHOCTEUN

13. 3amecturens HavanbHWKa OTAena OCYHIECTBISIET IUIAHUPYIOIIUE, OpTaHU3alMOHHBIE,
SKCIIEPTHBIE, KOOPAWHUPYIOUIHE, KOHTPOJUPYIOIIUE, AHATUTUYECKUE, MPABOTBOPUECKHUE WM HWHBIE
GbyHKIIMM, HEOOXOIMMBIE [Tl peIIeHUs 3a/1ad, CTosmuX nepea Otaenom.

14. 3amectutens HavanbHuka OTAena JOMKEH HCIOJNHATH OCHOBHBIE — OOS3aHHOCTH,
yCTaHOBJICHHBIC cTaThsaMu 12 u 15 denepansroro 3akona ot 02.03.2007 Ne 25-D3 «O MyHUITUTIATBHON
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ciyx)x6e B Poccuiickoit @enepaumu» u crathsimu 8, 8.1, 9 u 11 ®dexnepanpHoro 3akona ot 25.12.2008
No 273-D3 «O npoTHBOAECHCTBUH KOPPYIIIIHI.

15. Ucxons w3 3amau u ¢ynknmii Otaena, Ha 3aMecTuTeNns HadaubHUKa OThena BO3JaraioTcs
CIIEAYIOIINE JOJKHOCTHBIE O0SI3aHHOCTH

15.1. CobntofeHre npu UCIOTHEHUH JODKHOCTHBIX O0S3aHHOCTEH MpaB M 3aKOHHBIX WHTEPECOB
rpakJiaH U OpraHu3aLuii;

15.2. OOecnieueHne BBITIONHEHUS 3adad, NocTaBieHHBIX rinaBod ['O bormanoBud wu(wmm)
3aMECTHUTENIEM TIJIaBbl T'OPOACKOIO OKpYra - PYKOBOJMTEIEM amnapara aJMUHUCTPALUM TI'OPOACKOIo
OKpYTa;

15.3. Yuyactie B mOJArOoTOBKE MEPONPUATHI, OpPraHU3yeMbIX U NMPOBOAMMBIX B COOTBETCTBUH C
wianamu  aamuHucTpauun 'O BormanoBuu, Otaena, MOATOTOBKAa B CBSI3M C 3TUM HEOOXOIUMBIX
JOKYMEHTOB U MaTe€pHaJIOB;

15.4. Yyactue no nopydenuto riassl ['O borganoBuy, 3amecTuTens riaaBbl TOPOJCKOr0 OKpyra -
PYKOBOJUTENS ammapara aJMUHUCTpPAlMM TOPOJACKOro OKpyra, HavajabHuka Otaena B paboTe 1O
00ECTIEYEeHNI0 CBOCBPEMEHHON M KauYeCTBEHHOH IMOATOTOBKU JOKYMEHTOB, MaTEpUANOB (TMPOrpaMMHO-
TEXHUYECKUX CPEICTB M CPEICTB OPITEXHHUKH) JUIsl OoOecredeHusl MPOBEACHUS COBELaHUM, CEMHUHAPOB,
KOMUCCHH, pabo4uX Ipymil, UHBIX Meponpusatuil anmMuuuctpaunu ['O borganosuy;

15.5. B3aumopeiicTBue, a Takke ydyacTue BO B3auMmojeiictBun OTzaena ¢ UHBIMU CTPYKTYPHBIMU
nozapazaeneHusMu  agmuHuctpauuu 'O borpganoBuu, opranamMu MecTtHoro camoynpasieHuss 'O
borjaHoBu4, TEppUTOPUAIBHBIMU OpraHaMU TOCYJAapCTBEHHOW BIAcTH, HMHBIMH OpraHU3aLUsIMHU
(yupexaeHusaMH) 1o Bonpocam zearenbHoctu OTaena,

15.6. Ilo nopyuenuto HavanpHuka OThena MOATOTOBKA MPEIIOKEHUN 10 COBEPIIEHCTBOBAHUIO
nesarenpaocty OTnena;

15.7. Yyactue B moAroToBKe MH(MOPMALMOHHBIX, AHATUTUYECKUX U CIPABOYHBIX MATEPUAJIOB JUIS
Otnena, opraHoB rocyaapCTBEHHOM BJIACTH, OPraHOB MECTHOT'O CAMOYTIPABJICHMUS;

15.8. OcymiecTBieHne MepoNpUsATHI IO IPEACTaBICHUIO HHPOpPMaLUu B ceTd MIHTepHeT;

15.9. BeinonHeHue paboOT MO perucTpanuu (yd4eTy) BXOMASNIMX, UCXOASIIMX M BHYTPEHHUX
JOKYMEHTOB CTPYKTYPHOT'O MOJAPAa3JAEICHUs, OCYLIECTBICHNUIO KOHTPOJSA, a TAK)XKE BBITOJHEHUIO HMHBIX
oreparuii o 00ecrneyeHuIo JAeI0NPOU3BOICTBA M0 MOPYUEHHUIO 3aMECTUTEINS TJ1aBbl FOPOJICKOTO OKpyTa -
PYKOBOJIUTENS anmnapara aIMUHUCTPAIUK TOPOICKOTO OKpYra, HauanbHuka OTrena;

15.10. Hcnonp3oBaHHME JJOKYMEHTOB W HH(OpMAIMK, TOJIYYaeMBIX B XOJ€ CIIy)KeOHOU
JeSTeIbHOCTH, CTPOrO MO Ha3HA4YeHWIo, 0e3 mepenadd JPYrMM JIMLAM U CTOPOHHUM OpraHHU3alusM,
YUPEXKIECHUSAM;

15.11. TlomnepxaHue YpoBHSA KBanM(UKalLWK, HEOOXOAUMOTO [UIl HCIOJHEHUS CBOHUX
JIOJKHOCTHBIX 00S3aHHOCTEIH;

15.12. CobGumtoieHre MpaBUiI U HOPM OXpPaHbl TPYZa, TEXHUKHU OE€30MaCHOCTH, MPOTHUBONOKAPHOU
3alUTHI U pekuMa B moMenieHusx aaMuauctpanuu ['O borganosuy;

15.13. Ucnonuenue ob6s3anHOCTEN HavanbHUKa OTAena BO BpeMs €ro OTCyTCTBHS,

15.14. OcymectBiienne cOopa, KOHTPOJIS 3a MPABWIBHOCTHIO HMCYHCICHHS W KOHCOJIMJIAIUS
(UHAHCOBBIX MMOKa3aTeNel M0IBEJOMCTBEHHbIX YUPEXKICHHIH;

15.15. OcymecTBieHre MnpueMa M MPOBEPKH MPEACTABIEHHOM OTYETHOCTH (PUHAHCOBO-
XO3SICTBEHHON JAEATENbHOCTH OIO/KETHBIMM M aBTOHOMHBIMH YUPEXKJCHHSAMM, €€ KOHCONUAALus WU
IpeAoCTaBlIeHHe 0TYeTHOCTH B PrHaHCOBOE ynpasieHne agmuanctpannu ['O bornanosuy;

15.16. IToaroToBka CipaBOYHBIX M MHBIX MaTEpUANIbI IO BOIIPOCAM, OTHECEHHBIM K KOMIIETEHIIUU
Otnena, oka3aHue KOHCYJIbTAIMKA MO BEACHUIO OyXTaJITEPCKOro ydeTa OFOKETHBIMH M aBTOHOMHBIMU
YUPEXKIECHUSAMU,

15.17. ®opmupoBaHHE COTJIAIEHUH (JOMOTHUTEIbHBIX COIJIAIIEHUI) Ha TMpeaoCTaBIeHUE
cyocuauu Ha (UHAHCOBOE OOECIEYeHHUE BBIMOJIHEHUS MYHUIMNIAIBHOIO 33JaHUs Ha OKazaHue
MYHHUIMIATBHBIX YCIYT U Ha IPEI0CTaBIEHUE CYOCHINN Ha UHBIE 1IeJIH;

15.18. OcymecTBieHue MnpueMa M KOHTPOJS MEPBUYHOM YYETHOM JOKyMEHTalUuu M e€
MOJATOTOBKU K CUETHOM 00paboTke, oopMieHHE MEPBUYHBIX YUETHBIX JOKYMEHTOB B mporpamme «1C:
[Ipennpusitie s OIOJUKETHBIX YUPEKICHUNH» B PaMKax OCYIIECTBICHUS PACUYETOB C OIOJKETHBIMHU U
ABTOHOMHBIMHU  YUPEXKJIECHUSAMU [0 TPEJOCTaBICHUIO CyOcuauu Ha (UHAHCOBOE oOOecreyeHue



BBINOJIHEHUS] MYHULIUTIAIBHOTO 3aaHUS;

15.19. OcymecTBieHne y4eTa pacyeToB C YUPEIUTEIIEM,

15.20. ®opmupoBanue xypHaioB Ne 4 «KypHanm omepanuii pacyeToB € TOCTaBIIUKAMU U
nojpsraukamMmy, Ne 8 «KypHan 1o nmpouum onepanusam»;

15.21. Pabora B mporpaMMHubIx Komiuiekcax «bromker-CMAPTY», « CBOI-CMAPT»;

15.22.  OcymuiecTBieHHe  SKOHOMHUYECKOIO  aHaju3a  XO3AHCTBEHHOW  JESATEIbHOCTH
[I0/IBEIOMCTBEHHBIX ~ YUPEKJEHUMN, BbBIIBICHUE HSKOHOMUYECKUX PE3EPBOB, pa3paboTka Mep II0
00€eCIeYeHNI0 peKUMa SKOHOMUH, MOBBIIIEHUIO 3()(PEKTUBHOCTH UCIIOJIb30BaHUs OIOPKETHBIX CPEJICTB;

15.23. VYyactme B pacCMOTpPEHUH pa3padOTaHHBIX IUTAHOB (DMHAHCOBO-XO3SHUCTBEHHOU
NESTeNbHOCTH  aBTOHOMHBIX  YUPEXKICHHUH, IPOBEIEHUHM  paboT 10  pecypcocOepexeHuto,
COBEPIICHCTBOBAHUH IMPOTPECCUBHBIX (POPM OpPraHM3alUU TpyJda W YIPaBICHHs, a TAKXKE IJIAHOBOW U
YUETHOM TIOKyMEHTAIUH;

15.24. OcymecTBiieHHe ydeTa M KOHTPOJIS HaJl XOJOM BBIIIOJHEHUS MYHUIUIAIBHBIX 33aJaHUN
MOJTyJaTeNIIMU OFOPKETHBIX CYyOCHIUH;

15.25. OcymecTBieHne ydeTa 5SKOHOMHUYECKHX IOKa3aTeled pe3yabTaToB JeSTEIbHOCTH
[10JIBEZIOMCTBEHHBIX YUPEKICHHIH;

15.26. Yuactue B pa3paboTke GOopM MEPBUYHBIX JOKYMEHTOB, IPUMEHSIEMBIX sl opopMieHHUs
onepauui, MO KOTOPHIM HE MpPEeIyCMOTPEHbl THUIOBbIE (OpPMBI, a Takxke (GOpM JOKYMEHTOB s
BHYTpPEHHEHN OyXrajrepckoil OTYETHOCTH;

15.27. Tlo nopyuenuto riaesl 'O bornanoBudy u(uiam) 3aMecTUTeNs TIaBbl TOPOJICKOTO OKpyra -
PYKOBOJMTENS ammapara aJAMHHHMCTPALMM TOPOJCKOTO OKpyra, HOJArOTOBKAa MPOEKTOB HOPMATHUBHBIX
IIPAaBOBBIX AaKTOB (IIOCTAHOBJICHMH M pacnopsbkeHuid rnaBel 'O bormanosuu, pemenuit dymsr 'O
BborpganoBu4), HampaBIEHHBIX HA UCIIOJHEHHE MOJTHOMOYMH riaBbl 'O bormaHoBudY M aJIMUHHCTpALIUUA
I'O BbornanoBuy, npenycMoTpeHHbIX YctaBoM 'O bornaHoBuY M JIeHCTBYIOIIMM 3aKOHOJATEIBCTBOM
Poccuiickoit denepanuu;

15.28. IlpoBeneHue 5KCHepTU3bl HPOEKTOB JOTOBOPOB, MYHHUIMIAIbHBIX KOHTPAKTOB,
COIJIallIeHUH, 3aKiIo4aeMbIx agmuHucTpanueil 'O bornjanosuy;

15.29. Vyacrue B 3acenanusix, B paboTe KOMUTETOB, KOMUCCHH, pabOUYMX TPy, CO3/1aBaeMbIX B
anmuauctpanuu 'O borgjanoBuy, BHECEHUE MPEIJIOKEHUN 110 UX COCTaBY U (POPMUPOBAHHE 3aKITIOUEHUS
II0 COOTBETCTBYIOLIMM BOIIPOCaM;

15.30. OcymiectBnerne padOTBI C aKTaMH MPOKYPOPCKOTO PEarnpoOBaHUs, OTHOCSIIUMUCS K
nesrenbHocTH aaMmuHuctpaimu 'O borpaHoBuY, HOAroTOBKAa MO pe3yinbTrataM paboThl MPOEKTOB
pacnopspkeHui U noctaHoBieHui raasel 'O borgaHnoBry, moAroToBKa OTBETOB HA aKThl IPOKYPOPCKOTO
pearupoBaHus JIMO0 OTBETOB Ha MX OTKJIOHEHHE;

15.31. BrimonHeHUEe WHBIX OOS3aHHOCTEH B COOTBETCTBUU C PACIOPSKEHHMSIMA M yKa3aHUSIMHU
rmaBel ['O  bormanoBuu, 3amecTuTens TIJaBbl TOPOJCKOTO OKpyra - pPYKOBOJMTENS —amnmapara
aJIMMHHCTpPALMK TOPOJICKOTO OKPYTa.

16. 3amecturens HauanbHuka OTaena HWMeeT IpaBa, NPEAYCMOTpeHHble cTaTbEi 11
@enepanpHoro 3akona ot 02.03.2007 Ne 25-@3 «O wmyHununansHOH ciy’)k6e B Poccuiickoit
Denepauun».

B npenenax cBoux mosHOMOYMI 3amMecTUTeNh HauanbHUKa OTena UMeeT IpaBo:

16.1. B3aumoelcTBOBAaTh B YCTAHOBJICHHOM MOPSJIKE C anmaparaMyd OpraHoB roCyJapCTBEHHOM
BJIACTH, OpTaHaMU MECTHOTO CaMOYIIPaBJICHUS, CTPYKTYPHBIMU MOjApa3eieHusMu aaMuauctpamuu ['O
bornanoBuy, MHBIMH YUPEKICHUAMHU M OpraHU3alMsIMU B X0JI€ peIlIeHUs MOCTaBIeHHbIX nepea OTaenom;

16.2. 3HaKOMHTBCS ¢ JOKYMEHTaMH, OMPEIEIISIONIMMHA €T0 MpaBa U 00s3aHHOCTH TI0 3aHUMaeMOi
JOJKHOCTH;

16.3. TlomyyaTh B YCTaHOBJIEHHOM MOpsAKE HHM)OPMAIMIO W MaTepUallbl, HEOOXOAWMBIC IS
UCTIOJHEHUS TOJDKHOCTHBIX 0053aHHOCTEH U OpYUYEHUH;

16.4. 3HakOoMHTBCS C MaTepualaMd TOCYIAapCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO
CaMOYIIpaBICHMsI, YUPEXKJIECHHUH ¥ OpraHu3anvii B CBSA3M C MOPYYCHHMSIMH, HAXOMSIIMMHCA Ha
WCIIOJIHEHUH;

16.5. Buocute HauvanpHuKy OTAena MNPEUIOKEHUS I0 COBEPIICHCTBOBAHUIO JAEATEIbHOCTU
Otnena, agmunuctpaiuu ['O bormanosuy.
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17. 3amectutens HavanbHuKa OTaena B cOOTBETCTBUU co crathedd 193 TpymoBoro komekca
Poccuiickoit deneparuu, ¢ myHKToM 2 ctathi 12, myHkTa 4 ctateu 15, ctaTbeit 27 @enepaibHOro 3aKoHa
ot 02.03.2007 Ne 25-®3 «O myHununansHoi ciyxxoe B Poccuiickoit @enepanumny:

17.1. Hecér nucuuIUIMHAPHYIO OTBETCTBEHHOCTH 32 COBEPIICHHE TUCHUIUIMHAPHOTO MPOCTYIIKA,
32 HEUCIOJHEHHE WIM HEHaJUIekKallee HCIOIHEHHE II0 €ro BUHE JIOJDKHOCTHBIX OOSI3aHHOCTEH,
MPEeyCMOTPEHHBIX JOHDKHOCTHOW WHCTPYKIMEH; 3a HECOOJI0JIeHHEe CIy>KeOHOro pacropsjaka; 3a
pasriamieHne CBEACHUN, COCTABISIONIMX TOCYAAPCTBEHHYIO H MHYIO OXpaHIEMYIO TaiiHy, U CIIy)KeOHOMH
nH(OpMALIUY, CTABIIUX W3BECTHBHIMHM 3aMECTUTENI0 HayallbHUKA OT/Eda B CBSI3U C HCIIOJHEHUEM WM
JOJDKHOCTHBIX 00S3aHHOCTEI; 3a AeicTBUS WK Oe3/eiicTBre, BeAyIIe K HapyIICHUIO TIPaB U 3aKOHHBIX
MHTEPECOB I'PaXIaH;

17.2. B ciydae UCIIOJIHEHUS HETIPABOMEPHOTO TIOPYUYEHUST HECET AUCIHUILIMHAPHYIO, TPAKIAHCKO-
MIPaBOBYIO, aIMUHUCTPATUBHYIO WJIM YTOJOBHYIO OTBETCTBEHHOCTb B COOTBETCTBUU C (helnepanbHbIMU
3aKOHAMU;

17.3. Hecér OTBETCTBEHHOCTb 3a HECOOJIOJCHHE OTrpaHMYECHUH U 3alpeToB, CBA3AHHBIX C
MYHUIIUTIATBHON CITy’KOOH, MpexycMOTpeHHbIX cTathsiMu 13 u 14 @enepansaoro 3akona ot 02.03.2007
Ne 25-®3 «O mynununanbHoi cinyx0e B Poccuiickoit @denepanumny;

17.4. Hecétr OTBETCTBEHHOCTh 3a COBEPIICHUE B MPOIECCE OCYIIECTBICHUSI CBOCH ACATEIHHOCTU
MpaBOHApYUIECHUs1 B IMpeJenax, ONPEeAeNIEHHbIX aIMUHUCTPATUBHBIM, TIPaXXJIaHCKUM M YTrOJIOBHBIM
3aKkoHoarenbcTBoM Pocculickoit denepanuuy;

17.5. Hecér MmaTepuanbHy0 OTBETCTBEHHOCTb 32 MPSIMOMN ACHCTBUTEIbHBIN yiIepO, MPUUNHEHHBIN
npeacTaBuTento HanuMarens (cratbs 238 TpynoBoro koaekca Poccuiickoit denepanun).

18. 3a coBepiieHre TUCIUIUTMHAPHOTO MPOCTYIKA 3aMEeCTUTENh HauainbHuKa OTAena MoOKeT ObITh
YBOJICH C MYHUIIMITAJIBHOHN CITYKOBI B CITyJae:

18.1. HeotHOKpaTHOTO HEUCIIOIHEHUs 0€3 YBaXKUTEJIbHBIX MPUYHH JOJKHOCTHBIX 00S3aHHOCTEH,
€CJIM OH UMEET AUCLUIIIIMHAPHOE B3bICKAHUE;

18.2. OnHOKpaTHOrO Irpy0OTr0o HAPYIIEHUSI CBOMX JOKHOCTHBIX 00s13aHHOCTEH:

- mporyna (OTCYTCTBUS Ha pabodyeM MecTe 0e3 YBaKUTEIbHBIX IPUYHH B TEYCHUE BCETO pabovero
JHS HE3aBHCHUMO OT €ro NpOAODKUTEIBHOCTH, a TakKe OTCYTCTBUS Ha pabodem wmecte 0e3
YBaKUTEIBHBIX IPUYHH 00JI€e YEeTHIPEX YacOB MO B TEUCHHUE paboyero JaHs;);

- MIOSIBJICHHSI Ha CIIy’k0€ B COCTOSIHUU aJIKOTOJIBLHOTO, HAPKOTUYECKOTO HIIM MHOTO TOKCHYECKOTO
OTIbSTHEHNS,

- pa3rialieHus OXpaHsIeMOW 3aKOHOM TaifHbl (TOCYIapCTBEHHOM, KOMMEPUECKOH, CIyKEOHOU U
MHOM), CTaBIIed U3BECTHON 3aMECTUTENIO HauaJbHUKA OT/IE]a B CBS3M C UCIIOJIHEHUEM UM JOKHOCTHBIX
00sI3aHHOCTEH, B TOM UHCJIE pa3rJalleHus MEePCOHANBHBIX JaHHBIX JPYroro MYHHUIIUIAILHOTO
CITy’KalleTo;

- COBEpIIEHUSI 0 MeCTy paboThl XUIIEHHS (B TOM YHUCIE MEJIKOT0), pacTpaThl, YMBIIIJIEHHOTO
YHUYTOXKEHUS WIIA TTOBPEKICHHUS UYKOTO UMYIIECTBA, YCTAHOBJIEHHBIX BCTYNHBIINM B 3aKOHHYIO CHITY
MIPUTOBOPOM CyZa WM TOCTAHOBJIEHUEM CYJbHU, OpPraHa, JOHKHOCTHOIO JHIA, YHOJHOMOYEHHBIX
paccMaTpuBarth Jiena 00 aIMUHUCTPATHUBHBIX MTPAaBOHAPYIIECHUSX;

- YCTaHOBJICHHOTO KOMHCCHEW II0 OXpaHe TpyJda HApYyIIEHUS BEAYLIUM CIEHUATUCTOM,
OyxrantepoM TpeOOBaHUII OXpaHbl TpyAd, €CIM OITO HApPYIIEHWE TOBJIEKIO TSKKUE TIOCIEICTBUS
(HecuacTHBIA ciyyall Ha TIPOM3BOJICTBE, aBapHio, kKaracTpody) auOO 3aBEIOMO CO3AABAIO PEATHHYIO
yTpo3y HACTYIIJICHUS TAKUX MOCIIECTBUII;

- COBEpILICHUS] BUHOBHBIX JCUCTBUN PaOOTHUKOM, HETTOCPEACTBEHHO 00CTYKUBAIOIIUM JICHEKHBIE
WM TOBAapHbIE LIEHHOCTH, €CJIHM ATH JEUCTBUS JTalOT OCHOBAHUE JUJISl yTPaThl JOBEPHUsS K HEMY CO CTOPOHBI
paboTonarens;

- COBEpIICHHS pa0OTHUKOM, BBIMOJHSIOMIMM BOCIUTATEIbHBIE (DYHKIIMH, aMOPaJIbHOTO
MPOCTYIIKA, HECOBMECTHMOTO C MPOIOKEHUEM TaHHOM pabOTHI.

18.3. [IpunsaTre 3amectuTesieM HadanbHUKa OT/ea HEOOOCHOBAHHOTO PEIICHUS, ITOBJICKIIIETO 32
co00if HapyIIeHHe COXPAHHOCTH MMYIIECTBA, HEIPABOMEPHOE €r0 MCIOJIb30BaHNUE WIIM MHOE HAaHECEHUE
yiiep6a umytiectpy anmuanctpanuu ['O bormanosuy;
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18.4. OpnokpatHOoro rpy0Ooro HapymieHHs 3aMecTUTeNlieM HavaidbHuka OTaena CcBOUX
JOJDKHOCTHBIX ~ OOSI3aHHOCTEH, TIOBJIEKIIEro 3a co0oi mpuuMHEeHHe Bpena aamuHuUcTparuun [0
borpanosuy u (nnm) HapyiieHue 3akoHoAarenbcTBa Poccuiickoit depepanuu.

19. 3amecturens HauvanpbHuKa OTAeNa MOJICKUT YBOJBHEHHIO C MYHUIUMIAIBHON CIY:KOBI B
CBSI3M C yTpaTOM JOBEPUS B Cllydae COBEPUICHHS UM CJIEAYIOIIMX IPABOHAPYIICHUMN:

19.1. Ilpu HenpuHATHU 3aMecTUTeNeM HadalbHuKa OTnena, sBISIOIUMCS CTOPOHON KOH(IMKTA
MHTEPECOB, MEP IO MPEIOTBPAILECHUIO HIITH YPEr'yJIMPOBAHUIO TAKOTO KOH(IMKTA.

19.2. Tlpu HenpencTaBleHUU CBEACHUM O CBOUX JI0XOJaX, HMMYILECTBE U 0053aTelbCcTBaxX
MMYILECTBEHHOIO XapakTepa, a TakXke O J10XOJaX, MMYILIECTBE U 00sA3aTeIbCTBAX HMMYIIECTBEHHOI'O
XapakTepa CBOMX CYNpYyru (Cympyra) U HECOBEpPUICHHOJETHHUX JEeTei JIMOO MpEeJCTaBICHUU 3aBEIOMO
HE/IOCTOBEPHBIX WJIM HETOJHBIX CBEJCHHN (IOMKHOCTh MYHUIIMIIAJIBHON CIIy)KOBbI, BKJIIOUCHHAs B
COOTBETCTBYIOIIMI MepeueHb, yTBepKaaeMblil rinaBoi ['O bornanosuy);

19.3. Tlpu HempeacTaBIeHUH CBEACHUN O CBOMX pacxojax, a TaKKe O pacxollaX CBOMX CYNpPYTH
(cynpyra) ¥ HECOBEpPILIEHHOJICTHUX JeTell B mopsaake u 1o ¢opMe, KOTOpbIe YCTAaHOBIEHBI s
NPEJCTAaBICHUS CBEJCHUU O J0XO0/aX, pacxojax, 00 MMyIIecTBE U 0053aTeNbCTBAX HMMYIECTBEHHOTO
XapakTepa MYHULUINAIbHBIMU  CIOYXAallUMU  TOPOACKOr0  Ookpyra bormaHoBud  (IOJKHOCTH
MYHUIIUTIAIBHON CITYy>KOBI, BKJIIOUYEHHAass B COOTBETCTBYIOIIMK NeEpeveHb, yTBEpXKAaeMblid riaBoi 'O
boraganosuy).

IV. IIEPEUEHBb BOITPOCOB, I10 KOTOPbIM 3AMECTUTEJIb HAYAJIbHUKA OT/IEJIA
BITPABE CAMOCTOJATEJIBHO ITPUHUMATD
VIIPABJIEHYECKUE N MHBIE PEILIEHNA

20. B cooTBeTCTBUU C 3aMeIlIaeMOi JOKHOCTHIO MyHHIIMIANBHOU ci1yk0b1 'O borgaHosuu u B
npezesiax CBOMX IMOJIHOMOYMM 3aMecTUTeNb HadaidbHuKa OTAela BIpaBe CaMOCTOATENIbHO MPUHUMATH
yIPaBICHUYECKHE U HHBIE PEIICHUS IO BOMPOCAM BBIIOJHEHUS CBOUX JOJKHOCTHBIX O00S3aHHOCTEH,
OpraHu3alyy UCTIOTHEHus mopydeHuit rinassl ['O bornanosuy u HawanbHuka OTAena.

V. [IEPEYEHB BOITPOCOB, I1O KOTOPbIM 3AMECTUTEJIb HAYAJIbHUKA OTEJIA
BITPABE YUACTBOBATD B ITOAI'OTOBKE ITPOEKTOB HOPMATHUBHBIX ITPABOBbBIX
AKTOB U (MJIN) ITPOEKTOB YITPABJIEHYECKMX 1 NHBIX PEILIEHUI

21. B mpenenax CBOMX IOJHOMOYMH 3aMecTUTeNb HavdadbHUKa OTAena BIpaBe MPUHUMATh
ydacTue B MOJTOTOBKE MPOEKTOB HOPMATUBHBIX MPABOBBIX AKTOB U (WJIM) MPOEKTOB YIPABIECHUYECKUX U
MHBIX pEIIEHUIl B YaCTH METO/0JIOTHYECKOTr0, TEXHHMUYECKOr0, OPraHU3alMOHHOr0, HH(POPMAIIMOHHOTO
WM UHOTO 00ecrieuyeHus HOArOTOBKH COOTBETCTBYIOIINX JIOKYMEHTOB.

VI. CPOKH U ITPOLUEAYPBI IOATOTOBKH, PACCMOTPEHUA TTPOEKTOB
YHPABJIEHYECKUX W MHBIX PEIIEHNY, ITOPAJIOK COT'TIACOBAHMA U TTPUHATHA
JAHHBIX PEHIEHUUA

22. Cpoku W TpOIEIypsl IMOATOTOBKH, PACCMOTPEHHS TPOEKTOB YIPABICHYECKHX W WHBIX
pElIeHNi, TOPAIAOK COIJIACOBAHMSI M INPUHATHS [JAaHHBIX DPELIEHUH ONpPENEISIIOTCS B COOTBETCTBUM C
3akoHoAarenbcTBOM Poccuiickoit @enepannu u CBepaioBckoil obnactu, TpedoBanusmu MHcTpykuu o
JEJIONPOU3BOJCTBY, HACTOALIEH  JODKHOCTHOW  MHCTPYKIMEW, MHBIMM  IIPaBOBBIMM  aKTaMH,
yTBepkaaembpiMu Ti1aBoit 'O borganosuy, {ymoit 'O bormanosuy.

VII. TIOPSTOK CJIVKEBHOT'O B3AUMO/IENCTBU S 3BAMECTUTEJIS HAYAJILHUKA
OT/IEJIA B CBSI3U C UCIIOJIHEHUMEM UM JIOJIKHOCTHBIX OBSI3AHHOCTEM C
MYHULMTTAJILHBIMU CJIY)XKAILIMMU TOT'O )KE CTPYKTYPHOT'O TTOJIPA3JIEJIEHUS,
MHOI'O CTPYKTYPHOI'O MOJIPA3IEJEHUS AJIMUHUCTPALIMM TOPOJICKOI'O OKPYTA
BFOT' TAHOBWY, MTHOT'O OPTAHA MECTHOTI'O CAMOYTIPABJIEHUS, TOCYJIAPCTBEHHBIMU
TPAXJIAHCKUMU CJIY)XAIIMMU CBEPJIOBCKOM OBJIACTH, 3AMEIIAIOIIMU
JIOJDKHOCTHU B TOCYJIAPCTBEHHBIX OPTAHAX CBEP/IJTOBCKOI OBJIACTU, UHBIX
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T'OCYJIAPCTBEHHBIX OPI'AHAX CBEPJIJIOBCKOM OBJIACTU, A TAKXE C
OPITAHMBALIMAMUN U T'PAXXTAHAMU

23. CnyxeOHOe B3aUMOJEHCTBHE 3aMecTUTENsl HauaabHuKa OT/ena B CBSI3U C UCIOJHEHHEM UM
JOJDKHOCTHBIX  OOS3aHHOCTEW C MYHUIUMINATBHBIMU Ciyxamumu OTaena, WHOTO CTPYKTYpPHOTO
nonapasaenenus aamuHuctpauuu ['O  bormaHoBudY, HMHOrO OpraHa MECTHOTO CaMOYIpaBJICHUS,
rOCy/IapCTBEHHBIMU TPAKIAHCKUMU ciyKammumu CBEpJIOBCKON 00JIacTH, 3aMEIIAIONTIME JJOJHKHOCTH B
rocy/lapcTBeHHbIX opranax CBepiUIOBCKON 00JacTH, MHBIX TOCYAApCTBEHHBIX opraHax CBepIIOBCKON
obnacTh, a TakkKe C OpraHu3alusIMA W TPAKIAHAMH OCYIIECTBISETCS B COOTBETCTBHH C
3aKoHOaTenbcTBOM Poccuiickoit ®enepanun U CBepAJIOBCKOW 00J1aCTH W HACTOSIIIECH JOJKHOCTHOM
UHCTPYKLUEH.

24. 3amectutens HavanbHUKa OTIENNa OCYIIECTBISET CIyKeOHOe B3aUMOJIEHCTBHE IO BOMPOCAM,
onpeneaEHHBIM B MyHKTE 15 HacTosIIel NOMIKHOCTHOW MHCTPYKIMU, ¢ MYHUIIUIIAIBHBIMU CITY>KallUMU
Otnena, MHOTO CTPYKTYpHOTO nojpasaeneHus anmuuuctpauuu 'O boraanoBuy, MHOTO oprana MeCTHOTO
CaMOYIIpaBJIEHUs, TOCYJAPCTBEHHBIMH  TPAXKJIAHCKUMHU  ciyxamumu  CBepAJIOBCKOM — 00JacTu,
3aMeUIalONIMMK  JODKHOCTH B TOCYIApCTBEHHBIX  opraHax CBepAsioBCKOW — o0jacTu, HHBIX
roCy/IapCTBeHHBIX opraHax CBepajoBCKOW 00JacTH, a TaKXKe C OpraHu3allisIM{ H TPakJaHaMH, B TOM
qHcle:

- TOJIydyaeT HeoOXOoJuMble JUIsi paboThl CBeAEHUS MW HMHPOPMAIUIO B  CTPYKTYPHBIX
nozapazaeneHuax anMuHuctpauuu ['O bormaHoBwu, OT OpPraHoB MECTHOTO CaMOYIpaBJICHHS, OT
rOCyJapCTBEHHBIX OPTaHOB M OPraHOB MECTHOI'O CaMOYIPaBJICHUS, MOJBEIOMCTBEHHBIX YUYPEKICHHM,
rpaxiaH;

- UCTIOJIB3YET CPENICTBA CBSI3M M KOMMYHUKAIIUU IS TIEpEIayyl CBEJICHUI U MaTepUaloB;

- 110 Mopy4eHuto HauaiabHuKa Otaena uian rmasel 'O bornanoBud yyacTByeT B MEpONPHUATHAX IO
MOBBIIICHUIO YPOBHS NPO(ECCUOHATBHBIX 3HAHHWH, OPraHU3yEeMbIX COOTBETCTBCHHO CTPYKTYPHBIMHU
nozapazaeneHusMu agmuHucTpanuu 'O borgaHoBWY, MHBIMH OpraHaMd MECTHOTO CaMOYIpaBJICHHUS,
[TpaButenscTBOM  CBepaiioBckoil  obOnacth, [lemaprameHTOM KaapoBoW monuTHKU [ 'yOepHaropa
CepanioBckoit oOmactu, AamunHHcTpanueil HOKHOro ympaBIeHYECKOTO0 OKpyra, a TakKe HWHBIMH
opraHaM¥ ¥ OpraHU3aIMSIMHU;

- mo mopydyeHuro HavyanbHuka Ortnena wim riaBel ['O borgaHoBuu ywacTByeT B pabote
COBMECTHBIX KOMHUCCHH, TPYII, 00pa30BaHHBIX UHBIMU CTPYKTYPHBIMU MOAPA3ACICHUSIMU WU OpraHaMu
MECTHOI'O CaMOYTPABIICHHUS;

- o nopyuenuto raasbl ['O bormanoBud, 3aMecTUTENS TIaBBI TOPOJICKOTO OKPYTa - PYKOBOIUTEIS
ammapata aJMHUHUCTpAIlMd TOPOJCKOTO OKpyra, HavdanbHuka OTaena Bble3KaeT B CIy)KeOHBIE
KOMaHJIUPOBKH B WHBIE OpraHbl MECTHOTO camoympaiieHusi CBEpJIOBCKON 00J1acTH, TOCYJapCTBEHHBIE
OpraHbl, OpraHu3aluy U T.I1.;

- Mo mopydeHuro HavambHuka Otaena wnu raaBbl 'O BorgaHoBuY 3amecTuTenh HadalbHUKA
Otnena BmpaBe OCYIIECTBIATH HHBIE (DOPMBI B3aMMOJCHCTBUS CO CTOPOHHUMH OpTaHU3AIMSIMH U
rpaKJIaHaMHU.

25. Bo B3aUMOOTHOLIEHUSX C MYHHUIMIAIBHBIMA CIYXAIIUMHU, JOJKHOCTHBIMU JIULIAMHU
OpraHu3alyi ¥ TpakJIaHaAMH 3aMECTUTENb HadaibHuKa OTaena qo/bKeH COoO0IaTh HOPMBI CITY)KeOHOM
STUKH.

26. CnayxeOHOe B3aWMOJCHCTBHE 3aMeCTUTENI HadaibHHKa OT/ena OCYIIECTBISETCS B
CIIeyIomuX Gopmax:

- 3ampoc HMH(POPMANMOHHO-AHAIMTUYECKUX MaTEpPHAIOB, CIPABOYHBIX JAHHBIX MW HHOU
uH(pOpMaINH;

- HampaslieHHe WH(OPMAIMOHHO-aHAIMTUYECKUX MATEPHAIIOB, CIPABOYHBIX JAaHHBIX W HWHOU
uH(pOpMaINH;

- cOop nnpopmanuu;

- KOHCYIIbTaIlus;

- 00CYyXXJIeHHEe TTPOCKTOB TIPABOBBIX aKTOB;

- B UHBIX (popmax.
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VIII. IIEPEUEHb MYHUIIUITAJIBHBIX VCIIVI', OKA3BIBAEMBIX I'PAXXKJIAHAM U
OPITAHUBALINAM

27. 3amectutenb HavanbHMkKa OT/Aena HE OKa3blBaeT MYHUIMINANbHBIE YCIYrd TpaxkJaHaM H
OpraHHu3aLHsIM.

IX. IIOKA3ATEJI 5OOEKTUBHOCTU U PE3YJIBTATUBHOCTU [TPO®ECCUOHAJIbHOM
CJIV2XKEBHOU JEATEJIBHOCTHU MYHULIAITAJIBHOI'O CJIV>XXKAIIEI'O

28. IlpodeccuonanpHas cioyxeOHas JEATEIBHOCTh 3aMeCTUTeNs HadanbHukKa Otnena
OLICHUBACTCS HAa OCHOBE OINPEACICHUS €ro COOTBETCTBHA KBATU(DUKAMOHHBIM TPeOOBaHUAM II0
3aMenaeMol JOJDKHOCTH MYHHIUIIAJIBHOW CITYy’KOBI, €ro y4acTHs B DPEHICHHH ITOCTAaBJICHHBIX IEPe
Otnenom 3a1a4, CIIOKHOCTH BBIMTOTHSAEMON UM JEATEIbHOCTH, €€ 3PPEKTUBHOCTH U PE3yJIbTaTUBHOCTH.

29. Pe3ynpTaThl MpohecCHOHANBHON CITyKEOHOH NESATETbHOCTH XapaKTePU3YIOTCS CIEAYIOMNMU
MOKa3aTeIsIMHU:

- KOJIMYECTBO BHIMOJIHEHHBIX paloT;

- Ka4eCTBO BBITIOJHEHHBIX padoT;

- CIIOKHOCTB BBITIOJTHEHHBIX PadoT;

- cOOJIIOIeHNE CPOKOB BBITIOJITHEHHS PadOT.

30. CnoxxHOCTh NPO(ECCUOHANBHOM CITy)KEOHON N1eSTENbHOCTH XapaKTepU3yeTcs CIEAYIOUIMMU
MOKa3aTeIsIMHU:

- CIIOKHOCTh 00BbEKTa MyHUIIUIIATBHOTO YIPABICHHUS;

- XapakTep M CI0KHOCTH MPOIECCOB, MOJISKANX MYHHIIUTTAIEHOMY YIIPABJICHHUIO;

- HOBH3HAa PaboT;

- pa3HOOOpa3ue U KOMIUIEKTHOCTb PadoT;

- CAMOCTOSATEIILHOCTD BBIITOJHEHUS CITY’)KEOHBIX 0053aHHOCTEH;

- IOTIOJTHUTEIbHAS OTBETCTBEHHOCTD 32 IIPUHATHE HEAIEKBATHOTO YIPABICHUYECKOTO PEIICHHS.

CornacoBaHo:
3amMecTuTeNb TIaBbl TOPOJICKOTO OKPYTa-pyKOBOAUTEIND anmapara aIMAUHUCTPAIIUN

«_» 202__rona (H.C. TemnoyxoBa)

(moanuce)

HavansHuk ropuindeckoro oraena

«_» 202__roma (A.B. TTomog)

(monuce)

HauanpHuk oTaena 6yxraJITepc1<0ro y4€Ta U OTUCTHOCTU

« _» 202 roma (T.A. Iaypaxc)

(mozmucs)




IIpunoxenue

K JTOJKHOCTHOM MHCTPYKLIUH
3aMECTHUTEIIS HauaJbHUKA OTeNa
OyXrajaTepckoro y4era u OTY€THOCTH
aJIMUHUCTPAIIIHU TOPOJCKOTO OKpyTa

bornanosuu

JINCT O3HAKOMJIEHW A C MTHCTPYKIIMEN

/o

0)5(0)
MYHHUIUIIAIBHOTO CIIYXKAIIETo

TToamuce
MYHUIUIIATEHOTO
CITy’Kalllero 1 jaaTa

03HAKOMJICHUS

[arta u HOMeEp
pacropsKeHHs O
Ha3HA4YCHUH HA
JIOJKHOCTh
MYHHUIIUITAILHOU
CITYXKOBI

Jlata u HOMED
pacriopsbxeHus 00
OCBOOOXAECHUU OT

3aHUMaEMOM
JOJKHOCTH
MYHULIMTIAJbHON
CITYXKOBI




