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HonKHOCTHAS HHCTPYKIHS
rJIABHOTO CHENHAJIUCTA 0T/Ae/a no padore ¢ HMEHHLIMH HAKOMHTE/ILHBIMH
cueramu «CoBepiieHHoeTHE?
06/12CTHOTO rOCY/IAPCTBEHHOI0 ABTOHOMHOI'0 YUPeXK/AeHH
COLHAIBLHOH 3a1HThLI HACEIEHHS
« Mo rocyaapersenHoro umymectea bearopoiexoii obiacTi»

I. O6Gmme noJoKeHHs

|.1. HacTosmas JOMKHOCTHAS MHCTPYKUMS onpeneseT (QYHKUHOHABHEIE
06A3aHHOCTH, 11paBa H OTBETCTBEHHOCTH IJIABHOTO CHEIHAINCTA OTAENA 110 pabote ¢
UMEHHEIMH HaKoNWTeNbHEIME cuetamu «CosepiueHnonerney (namee — ITIABHEIH
crenuanuer)  oONACTHOrO  rocy/lapCTBEHHOrO — aBTOHOMHOMO  yHUPEHK/ICHHS
COlMAJILHOM  3ai|Thl  HacelNeHus  «DoHA  rocylapcTBEHHOr0  MMYINeCTBa
Benropojickoii obnact» (danee — Yupex/eHue).

1.2. I'naBubiii crelHamicT HazHadaeTcd Ha J0JUKHOCTE M ocBoboK/1aeTes oT
Hee JMpEKTOpoM YHpexIeHHs [0 COTNAcOBAHHMIO C HAYaILHHKOM OThena B
TOps/IKe, YCTAHOBIEHHOM 3aKOHO/IaTENBECTBOM PoccHiicKoi Mejiepaiy 0 TPyJe.

1.3. 'naBHBIH CHELMATHCT TOAYHHICTCA HEIIOCPE/ICTREHHO HAMATIEHHKY OT/ICIE.

1.4. Ha 1oJIKHOCTE [NTABHOIO ClelHAIHCTa Ha3HauYaeTCq paboTHUK, HMEIOILIHH
BeicIIee 00pa30BaHHE U OTLIT PaboTEl HA IEPCOHAIIEHOM KOMIIBIOTEPE,

1.5.B cBoefi paborTe riaBHBIA ClIENUAIHCT OT/e/la PYKOBOIACTRYETCA
NeHCTBYIOMIMM 3aKOHOAATEIBCTBOM, HOPMATHBHEIMH dKTaMH, TIOCTAHOBJICHHAMH H
PACTIOPAKEHHAMM MPABHTENECTBA OOACTH, YCTABOM YHPEXJEHUSA, NpUKa3aMH H
PACTIOPSUKEHUSIMH TUPEKTOPA YUpenIeH s, yKa3aHUIMH HaqalbHIKa OTaeIa.

I1. O6s3aHHOCTH

2.1. CoBMECTHO ¢ OTHENaMH Y4peK/IEeHHs MpoBOAHT paboTy 110 BEINOIHEHHIO
BO3/10KEHHBEIX HA HEro 3aiad Mo OTKPLITHIO, BEIEHHIO W 3aKPEITHIO MMEHHBIX
HakomuTenbHbIX  cuetos «CosepluieHHoneTHe»  (JAanee  — CueToB),
uenonb3osanuu cpencts Cueros, ydery cpenctTs CHeToB, OCYMIECTBICHHIO
BBIUIAT JEHEKHBIX cpesicTB CHeTOB, Mepepacrpe/ie/ieHHio He BOCTPeOOBAHHBIX B
teuenne 10 et cpencte CUETOR A5 Hero ocylIecTBIAET CleIyIOllHe IeHCTB S

-koHTponk W (hpopmupoBanue uHpopMammonHoi Gasel Jaibix CyeToB MO
crivckam, monyuennsiv w3 EI'P 3AIC, or ynpasnenus 3AIC Benropoackoi
obnacty, opranos YMB/1 Pocenu o Benropoickoii obnacti;

- [IOIFOTOBKY pEECTPOB OTKPHITBIX  CYETOB, 3asSBKH HA Mepeduc/icHue



GHOKETHBIX CPEJICTB M CBH/IETENRCTE 06 OTKPBLITHH CYETa;

-ydeT CpeAcTB, ONyd9eHHEIX H3 ofjacTHoro Olojpkera [l BHECEHHA
TNepBOHAYaIEHEIX B3HOCOB Ha Cuera, U HapabOTAHHOTO JI0X0/E;

-TMOATOTOBKA M OTNpaBKa [IOYTOBBIX YyBEJOMIeHHH BhajenklaM CueTon
JocTHrmmx 18 ner.

- KOHTPOJIE B (QOPMHPOBAHHE JIOKYMEHTOB 110 BBIIIATAM JICHEKHEIX CPEZICTB M0
Cueram;

- popMupoBanue HeoGXoMuMol oT4eTHOCTH 110 CHeTam;

- yCTpaHEHHE HECOOTBETCTBHH B JIMYHBIX JaHHBIX BIaje/bLEH CueToBR Ha
ocHoBaHuH HH(OpMaIMH, MOJNyYeHHOH oT ynpasieHus 3Al C benropojckoi
obsacTH;

- paboTa ¢ 0BpalleHHsIMK IPaXkIaH;

- KOHCYJIBTAILlHH Mpaxk/iaH 1o TenedoHy;

- jopMupoBanne W3 HHGopMalHoHHOH Gasel ganHEiX CuHeTOB CITHCKOB
snajensiies Cueros - noayvareneid Mephl COLMAIbHOH 3allHThI (TonaepiKKu), JUIst
MOAroTOBKH HH(GOpMaLHH B EIHAY0 rocy1apeTBeHHYI0 HHOOPMALIMOHHYIO CHETEMY
couHansHOro obecrneveHus;

-paccMOTpPEHHE JOKYMEHTOB [PEANpHATHA — 3asBUTENA HAa TOJy4eHue
saeMHBIX cpenctB  Cuetos Ha TNpeAMeT COOTBETCTBHA  yCTAHOBJICHHBIM
TpeOOBAHNAM H IOJIHOTEI [Pe/IOCTABIIEHHBIX IOKYMCHTOB;

- IpoBeZieHME aHATH3A (DHHAHCOBLIX PE3yNbTATOB OyXrajiTepeKod OTYETHOCTH
TIpeINpUATHS - 3asSBHTEN HA OCHOBAHMH TPE/IOCTABIEHHBIX IOKYMEHTOB,

- NoJiroToBKa, oopMIIeHHE, CONTPOBOXKIEHHE H KOHTPOJE IO YHETY JIOrOBOPOB
[IeJIEROTO 3aiiMa, JU3WHTA B APYTHX COMYTCTBYIOLMX JIOTOBOPOB;

- hopmuposanne HHpopMarHoHHOH ba3kl I0TOBOPOB;

- y4eT ¥ pacnpe/ieeHHe MOCTYIIHBIINX MIaTexed;

- [MOJITOTOBKA M cOcTaBieHHe HeoOXO/IHMBIX OTHeTHBIX (OpM IO A0roBOpaM
3afiMa | JIM3MHIE;

- KOHTPOIIE T10 HCIOMHEHHIO KOHTPAreHTaMu Ux 0053aTeNbCTB 110 [10r0BOpaM;

- [IPOBEPKa HANUYKA W COCTOAHMA MMYILIECTBA, HAXOAALIErocs B 3aJ0re;

- OCYIIECTBIIEHHE KOHTPOIS 3a LeJeBsIM HCIONL30BAHMEM CpeicTB II0
JIOTOBOPAM LISJIEBOro 3aiMa H JIH3HHTA,

- ocynebuas paboTa ¢ IpeAnpUSITHIME - LOIKHUKAMH;

- YU4CTHE B PEANTH3ALNH TPOEKTOB, MOPYHaeMBIX Y UPEK/ICHHIO.

2.2. OGecrieuHBaeT:

- coXpaHHOCTh MHGOPMAIHOHHOH Gaskl jJaHHBX CHeTOB, JOroBOpOB 3afiMa u
NTA3MHTA, HHGOPMAalUH HA OYMAXKHBIX M 2IEKTPOHHEIX HOCHTE/IAX;

- piauMojleficTBHe C  APYMMMH  CTPYKTYPHEIMH  TOJIpa3s/ielieHHsiMH
yupexK/CHHs B Henix obecrneuenns BLIIOTHEHHs OT/IeIOM OCHOBHBIX 3a/1a%;

- HCTIOJIHEHHe [PHKA30B H PACNOPSKEHHH PYKOBOJICTBA B Mpe/e/ax cBoei
KOMITETEHLIMH;

- H3y4YeHHe creun(uKy JIeATeILHOCTH JAPYTHX CICLHAJIACTOB OTASIa JUs
obecrievyeHns B3aWMO3aMEHACMOCTH.

2.3, TlpuHHMaeT ydacTHe B COBEMIaHWsX, ITPOBOIMMEIX YupexaeHuem,
oTpaclieBLIMH MHHHCTEPCTBAMH 00NIacTH.,

2.4, TnaBHBlfl ChEHHANMET OTJleNa OTYMTHIBAETCS O pPe3yNBTaTAX CBOeH
paGoThl Nepel HaualbHHKOM OTIena.



2.5. BosjiepkuBaeTcs OT COBEpIIEHWS W y4acTHd B  KOPPYIIHOHHEIX
MPABOHAPYIICHUAX, & TAK JKE€ OT TMOBEJICHWA, KOTOPOE MOMKeT OBIThH HCTONKOBAHO
OKPYKAIOIUMH KaK IOTOBHOCTH COBEPIIHTE HIH YYACTBOBATE B KOPPYILHOHHBIX
MPaBOHAPYIIEHHSX OT HMEHH WIIH B HHTEpecax Yupek/ieHns.

2.6. HezamenmurensHO ~ HHOOPMHUPYET HENOCPENCTBEHHOTO PYKOBOJMTEIS,
JIMLI0, OTBETCTHEHHOE 3a PeaTH3alHio AHTHKOPPYIUHOHHO MOMUTHKY, PYKOBOJICTBO
YUpPeRJeHHs O ciydasx CKIOHeHHMs paboTHHKa WM O crasiieid H3BecTHOH
paboTHHKY HHGOPMALMH O COBEpPLICHHH KOPPYNIMOHHBEIX NPABOHAPYIIEHHAX
OpYruMH  pabOTHUKAMH WIM  MHBIMM JIHLAMH, a4 TaKk e O BO3MOXKHOCTH
BO3HHKHOBEHHS JTHOO BO3HUKIIEM y paboTHHKA KOH(IHKTE HHTEPECOB.

I11. [Ilpasa

3.1. llonyuate or pykoBojHTells OTHeNa NOCTAHOBIEHHA, PACIOPSKEHHS H
OpyrHe HOPMATHBHEIE JIOKYMEHTEI 110 BOIPOCAM, CBA3aHHEIM C BEIIOJTHEHHEM CBOMX
obs3aHHOCTeH.

3.2.Tlonyuars ot paGOTHHKOB JPYruX CTPYKTYPHBIX IOJpasjiencuuii
YupexIeHus BClo HeoOXoMMYIo HH(DOPMALHIO [UTA BEITIONHEH!S CBOMX (DYHKIIMH,

3.3. 3anpamuBaTe U NOJTYy4aTs HeoOXOAHMYIO HHOOPMAILHIO H JOKYMEHTE
OT OPraHu3alti | IPeANPHATHHA 10 BEINOJHEHHIO UX 0033aTENbCTB 110 I0TOBOPAM.

IV. OTBeTcTBeHHOCTE

4.1. I'naBHBI# crielMalIuCT OTAENA HeCeT OTRETCTRCHHOCTE 3a:

- HEHCIIOJIHEHHE MM HEHAIJIekKAIlee HCIOJIHEHHE BO3JIOKEHHBIX HA HEro
obs3aHHOCTeH;

- CBO@BPEMEHHOE H Ka4eCTBEHHOe BLIIOJIHEHHE, B PEAENax IpeI0CTaBIeHHEIX
IIpaR, PaclopsAKeHHil, IPHKA30B H YKa3aHHil pyKoBoACTBa YupekaeHHs, HaualbHHKa
oTJIeNa;

- pasrnamieHHe [epCOHANBHBIX [AHHBIX, TO €CTh [epejady MOCTOPOHHHUM
JIHUAM, He HMEIOIIUM K HHM JI0CTYNa, 1y0/IMYHOe PACKPEITHE, YTPATy HOKYMEHTOB
M MHBIX HOCHTENEH, COJEpPKAIMX MepcOHANLHEIe [AHHbIe, 38 HHBEIC HAPYIICHHS
oba3aHHOCTEH 110 MX 3ammTe, 06paboTKe H XpaHEHHIO;

- cobI0/IeHHE NTPaBHI TEXHUKH Ge3011acHOCTH;

- 33 TIPHYHHEHHE MaTepHaAIbHOTO yiepba.

42, BuJl M Mepda OTBETCTBEHHOCTH — B COOTBETCTBMH ¢ JeicTBylolmM
3aKoHo/aTeNscTBOM PO,



