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JOJNKHOCTHAS UHCTPYKIMU S

r1IaBHOTO CNEeNHAJIHCTA
(puHAHCOBO-0PraHU3alHOHHOTIO OT/e/1A
ynpaBJieHHs] HMYLII€CTBEHHbIX H 3eMeJIbHbIX OTHOIIEeHH I
: aJMHHHCTPALIHH FOPOACKOro okpyra ropoa Boponex

1. OOmwHue MONOKEHHUH

1.1. B coorBerctBuu ¢ PeectpoM A0/KHOCTEH MYHMUIMNAIBHOH CITy>XOBI B
Boponexxckol oOnactv, yTBep#IEHHBIM 3akoHOM BopoHexckoil ofmactu oOT
28.12.2007 Ne 175-0O3 «O myHuuumnanpHOH cimyxOe B Boponexckoii obmactwy,
JOIDKHOCTh  IJIaBHOTO  CHelHanucTta  (UHAHCOBO-OPraHM3allMOHHOIO  OTAena
YTIpaBJIEHUS] IMYIIECTBEHHBIX M 3€MEJIbHBIX OTHOLIEHUH aIMHUHUCTPALlUd FOPOACKOTO
okpyra ropoja BopoHex (nanee — riiaBHbIN CEUUAIACT) OTHOCUTCS K CTapllel rpynmne
JIOJDKHOCTEH MYHULIMITATIBHON CiTy k0Bl B BopoHexckoit obnactu.

1.2. I'maBHBIM crenuanucT Ha3Ha4yaeTcsl Ha JIOJDKHOCTh M OCBODOXIaeTcs OT
3aHUMaeMON JOJDKHOCTH IMPHKa30M 3aMeCTHUTeJId IJIaBbl AAMHHHMCTPaLMH —
PYKOBOJIUTENSl anmnapara aJMHHUCTpalM¥ TOpOJACKOro OKpyra ropon Boponex mno
NPE/ICTABJICHUIO PYKOBOJMTENS YNPAaBIEHUs MMYIIECTBEHHBIX M 3€MEJIbHBIX
OTHOILEHNH aJMUHUCTPALlMK TOPOJCKOrO OKpyra ropoj Boponex (manee -—
yIIpaBJIeHHE), COIIaCOBAaHHOMY C INEPBBIM 3aMEeCTHTEJIeM IJIaBbl aJIMHMHHCTPALUH 10
CTpaTerMyeckoMy IUIAaHUPOBAaHMIO, OJKOHOMHKE H QUHAHCAM  AIMHHMCTPALMH

rOpOJICKOTro oKpyra ropos Boponex.
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1.3. Ha J0/KHOCTb IJIaBHOTO CIIENMATHCTa MOXKeT OBITh Ha3Ha4YeHO JHMIO,
uMeiolee  cpeqHee IpodeccuoHanpHoe — 00pa3oBaHME, 0e3 TNpenbABICHUA
TpeOOBaHUH K CTaXYy.

1.4. B cBoeii neATENbLHOCTH TJIABHBIA CIELMAIUCT PYKOBOACTBYCTCS
Konctutynueii Poccuiickoit ®enepaunu, IEHCTBYIOIIMM 3aKOHOLATEIECTBOM
Poccuitckoit Denepanuu ¥ Boponexckoit obmacth, VYkasamu Ilpesunenta
Poccuiickoii ®Penepanuu, I[locranosneHusamu IIpaBUTENBECTBA Poccuiickoi
Mezepaliu ¥ MpaBUTENbCTBa Boponexkckon 061acT, Y CTaBoM rOPOICKOro oKpyra
ropog Boponex, HOPMAaTHBHBIMHM aKTaMH BopoHexckoit ropoackod Jlymsl,
[IOCTAHOBJIEHUSAMH M pACIOPSDKEHHSMH aIMHUHHCTPalldd TOPOJACKOro OKpyra H
pacriops)KeHHsMH ~ I71aBbl  ropozja, PermameHnToM paboTEl  aIMHHHMCTPALIH
ropojckoro oxpyra, Mucrpykuued 1o aeJ0NpPOU3BOACTBY, [TonoxenueM 00
YITpaBJIE€HHH 1 HACTOSMIEH TODKHOCTHOH UHCTPYKLMEH.

1.5. I'naBHBIH CHEUMAIHUCT ITOJYUHSETCS HENOCPEeACTBEHHO Ha4aJlbHUKY
oTIeNa — IIaBHOMY Oyxrantepy (GHHAHCOBO-OPraHM3allMOHHOTO OTAE]A (manee —
HayaJlbHUK OT/IeN1a — MIABHEIH OyXraiarep) ¥ pyKOBOAUTEIIO yIIpaBIIeHHs..

1.6. B mnepuoj BpPEMEHHOro OTCYTCTBHMsA IJIABHOIO CIeHMalucTa €ro
06A3aHHOCTH PACIpPEENIAIOTCS M0 TIOPYYeHHIO HadalbHHUKa OTAeNa — IJaBHOTO
GyxranTepa Ha COTPYIHMKOB (MHAHCOBO-OpraHH3alMOHHOrO OTZAC]A (nanee -

oTaen).
2. JlonXHOCTHBIE O0JI3aHHOCTH

[ IaBHBIH CIIELMATHCT B COOTBETCTBHHM C 3aJayaMd W (QYHKIMAMH OTAena
MCIIONHAET CIIeAYIONIMe JODKHOCTHbIE 0053aHHOCTH!

2.1. Brmonaser  TpeboBaHus, [IpeayCMOTpEHHbIe cTaTbeH 12
®enepansHoro 3akoxa ot 02.03.2007 Ne 25-@3 «O MyHHIHMIANBHOH ciykOe B
Poccuiickoit @exepanum», a TaKkke CcoOmofaeT OrpaHd4eHMs M 3aNpeTsl,

CBA3aHHBIE C IPOXOXKIEHUEM MYHHUIMIATBHOH CITYXOBI.
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2.2. Cobmonaer TpeGOBaHHS 3aKOHONATENBCTBA O MPOTHBOACHCTBHMH
KOPPYILIHH.

23. O6ecneyuBaer ucronHenne Konctutyuuu Poccuiickod Penepaunuy,
desepalbHbIX 3aKOHOB, HWHBIX HOPMAaTHBHBIX TIPABOBBIX aKTOB Poccuiickoi
Depepanuu, nopydennii INpesupenra Poccuiickon Denepanun 1 [IpaBuTENBCTBA
Poccuiickoit ®enepauuy, YcraBa Boponexckod 001acTH, 3aKOHOB Boponexckoi
061acTH, pacropsKeHHil ¥ MOCTAHOBJIEHWH aJMHHHMCTPAaUUH TOPOACKOrO OKpyTa
ropoj BopoHex 1 HHBIX HOPMAaTHBHBIX IIPABOBBIX AKTOB Boponexckoi 001acTH.

2.4. B paMKax OCYIIECTBICHHs IIOJIHOMOYHMI IJIABHOTO paCIOPAAHTEI
GIOMKETHBIX CPEJICTB OCYLIECTBIAeT (UHAHCHPOBAHME PACXOAOB YNPABICHUSA 1
[10IBEJOMCTBEHHBIX YUPEXKIEHHH.

2.5. OcymectBiser ydeT oOnepalui ¢ Oe3HaIMYHBIMA JICHEXKHBIMA
CpeJICcTBaMM IO JIMIEBBIM CuYeTaM, OTKPBLITBIM B Yupasnenun @PeliepajbHOrO
Ka3Hayencrsa.

2.6. TlnanupyeT COOTBETCTBYIOLIME pacXOJbl, BEICT KacCOBBIM IUIaH,
peiCTaBIseT B YNpaBleHHe (GMHAHCOBO-OIO/KETHOM  MOJUTHKH  3aBKH O
[IOKBApTAIBHOM  pacnpelelieHud  pacXoloB, ¢dopmupyer ~ 3asBKH  Ha
(GUHAHCHPOBAaHME W Iepepacnpesie/ieHne GIOKETHBIX aCCUTHOBaHUH, ohopMIIsieT
IJIaTe)XHble JOKYMEHTBI, paCiOpPSIAUTE/IBHBIC 3a5SBKH.

2.7. OcylecTBisieT KOHTPOIb 3@ PAacX0JlI0BaHNEM 610/UKETHBIX CPEJICTB IO
1|eJIeBOMY Ha3HA4YeHHIO.

2.8. Bemer (GparMeHT peecTpa pacXOIHbIX 00sA3aTENLCTB YNPABJICHNAA,
OCYyIIECTBJISIET ~ BHECEHME  JaHHBIX B TIpOrpamMmy «PeecTp  pacxoHBIX
00s13aTENBLCTBY.

2.9. B pamkax OCYIIECTBJIEHHS [MOJITHOMOUYMH TJIABHOIO aJIMHHUCTPATOpa
MOCTYIUIEHUH TIaTeXeH OCYIIECTBIACT yHeT TIOCTYILIEHHH J10XOJ0B TOPOJACKOro
okpyra ropozi Boponesx B 4acTi QyHKIHOHAJIA OTAC/A.

2.10. OcymecTBisieT y4eT CpeAcTB BO BPCMEHHOM pacropsKEeHUH:

YYHUTEIBACT [IOCTYIIJIEHHE 3a1aTKOB, OCYLIECTBIACT BO3BpaT 3a4aTKOB yqéCTHHKaM
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ayKIMOHA, KOTOpbIE HE CTalll noGeauTenssMH  ayKIMOHa, 3asBUTENAM, HE
[IpU3HAHHBIM yYaCTHMKaMH ayKIHOHa, 3asIBUTENISIM, OTO3BABIIMM 3asBKY W JP.

2.11. ®opMupyeT yBEAOMICHHUA 06 yTOYHEHHH BHIa M TPUHALICKHOCTH
[1IaTeXa, yTOuHseT HeBbIACHEHHbIE MOCTYIIEHU B yacTH (QyHKIHMOHAA OTAEIA.

2.12. ®opMmupyeT 3asiBK{ Ha BO3BPAT OLIMOOYHO TePEeYUCIEHHBIX CPeACTB H
BO3BpAT [€HEKHBIX CPEJICTB B 4aCTH (QyHKI[MOHAJIa OTAENA.

2.13. TlocpencTBOM  3JIEKTPOHHOIO HOoKyMeHTooOOpoTa  OCYLICCTBIACT
p3ammoneiicteue ¢ YnpasneHueM ®PenepaibHOTo Ka3HauelcTBa, B TOM YHCIC
ToJlydeHre BBIIMCOK M3 JIALEBOro CHeTd aJMUHICTPATOpa J0XOJ0B OloJUKeTa U
IIPUIOKEHNH K HEeMy, BBINHCOK M3 CBOIHOTO peecTpa MOCTYIUIeHHH H BEIOBITHH,
CIIpaBOK O TIepeyYHCIIeHHH MOCTYIIeHUuil B OMOMKETHI M IPYIHX TJ1aTeKHBIX
JIOKYMEHTOB.

2.14. OcymecTBiseT IOArOTOBKY HeoOXOIUMEBEIX JIOKYMEHTOB (3asiBKH,
xormuu mnacnopra, CHWJIC, WHH, noBepeHHOCTH, corjacue Ha 00paboTKy
NepCOHAJbHBIX JaHHBIX U Jpyrye) Ha TONYy4eHHe B Vnpasiennu @PenepalbHOTO
KasHaueiicrBa  CepTH(HUKATOB  KIOYEH 371eKTPOHHO-IH(PPOBBIX nomucen
COTpYAHUKAM YIpaBlIeHUs JUIA paboTsl B cHCTEME YHAICHHOIO (GHHAHCOBOTO
ZOKyMeHT0000pOTa (CY®]]) 1 uCrIONHEHHUA GyHKIHH 3aKa3unka Ha chuunaﬁbHOM
caiiTe e1MHOM MHPOPMAIMOHHOH CHCTEMBI B chepe 3aKyTOK.

2.15. OcymiecTBIsieT TOArOTOBKY 3aABOK 1 perucTpupyer B YTpaBJICHHH
®epepanbHOro  KasHayelcTsa cepriuduKkaTpl A paboTel €O  CPE/ICTBOM
KPHNTOrpapuyeCcKon 3aHTEI nHGOpMALIHH.

2.16. OcymiecTBIsieT CBOIO  ACATCIBHOCTD IOCPE/ICTBOM ~ NPOTPaMMHBIX
NPOILYKTOB!

- 1C: byxranrepus;

- Cucrema  yjaaleHHOTo  (DMHAHCOBOTO nokymeHTroobopora ¢

VrpasnenneM PeaepaibHoro xaznageiicrea (CY®/);

- ABTOMATM3UpOBAaHHAs HH(pOpPMaNMOHHAA CHCTEMA «MyHHUIHIANBHBIA

6romxe™» (AUC «Mb»);
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- [Tporpamma BeneHus «PeecTpa pacXoaHbIX 0053aTEILCTBY;

- [Iporpamma «KaccoBblii m1any;

- ABTOMATH3UpOBaHHasg cHCTeMa  «YIpaBlIeHHE  MYHHIHMIAIbHOH
cobctBeHHOCTRION (AC YMOC);

- [Tporpamma «Ka3zHa;

- [Iporpamma umnopra nanseix B AC YMC;

- [Tporpammusiii komiieke «Ceoa-CMAPT».

2.17. Ocyuectaser dynkuuun aqmuauctpatopa CY® [ u AUC «Mb».

2.18. OcyuuecTBiseT byHKIUH aIMHUHHCTpaAToOpa 0e3011acHOCTH
3JIEKTPOHHBIX naTexen - OTBETCTBEHHOTO 3a OKCIUTyaTaLUIO
aBToMaTtH3upoBaHHoro paboyero mecta AMIC «Mb».

2.19. @opMupyeT exeMecsIuHYyl0, €XEKBapTalIbHYI0 H I'OJIOBYI0 OTYETHOCTH
B YacTH MHCIOJIHEHWs OropKeTa TIJIaBHOTO  pacIlOpsIWTeNls U  TJIaBHOTO
aJIMUHHCTPATOpa, MIOXOAOB Olo/pkeTa I10 YNPABJIEHHMIO H IOJABEIOMCTBEHHBIM
YUPEXKIACHUSAM.

2.20. IlpunuMmaer yvacTHe B  MpoLEAypax  OTKPBITHS,  3aKpBITHSA,
nepeoOpMIIEHHsT U BEIEHHs JIULEBBIX CYETOB M HHBIX CYETOB B YIIPaBICHHU
DeepabHOro Ka3HaYelCcTBa U yIpaBleHnH GHUHAHCOBO-OKO/KETHOM MOTUTHKH.

2.21. YyacTtByer B NpOBEIeHMHM BHYTPEHHEro (GHHAHCOBOIO KOHTPOJIA B
cooTBeTCcTBUH co cTtatheid 160.2-1 BromkerHoro koaekca Poccuiickoin @enepanuu.
®opMUpyeT KapTy BHYTPEHHEro ()MHAHCOBOIO KOHTPOJIA 10 Havyaua O4epeHOro
¢unancoBoro roga. OrpaxkaeT pe3yabTaThl BHYTPEHHEr0 (GMHAHCOBOIO KOHTPOJIS B
perucTpax ()KypHajax) H B OTYETHOCTH O pe3yNbTaTaX BHYTPEHHEro (pMHaHCOBOIO
KOHTPOJIAL.

2.22. @opMHpYeT paclOpsSAMTENbHYI0 JIOKyMEHTaluMK  (NpUKasel) IO
MpOGUITIO 1eSITeIbHOCTH OTENA. &

2.23. PaspabatbiBa€T  NIPOEKTHI ' TNOCTAHOBJIEHUH ¥ PaCIOPHKEHUH
aIIMHHMCTPAIIMH TOPOJICKOro oKpyra, Pemenuii Boponesxckoi ropojckoit ymsl,

HalnpaBJICHHBIX Ha BBINOJIHEHHE TCKYLIHUX H INEePCIIEKTUBHBIX 3a1ad, B -Apeneiax



TTOJHOMOYHH oTaea.

2.24. Cobmomnaer TpedoBanus MHCTPYKIUH MO IETONPOU3BOICTBY.

2.25. Tlo mopy4eHHIO HayajlbHUKA OT/ENa — MIaBHOTO OyxranTepa 3amelaeTr
COTpY/IHMUKOB OT/e/1a B [IEPHOJ HX BPEMEHHOTO OTCYTCTBHA.

2.26. Tlojuepx uBaeT ypOBeHb  KBAIH(UKALKH, HEOOXONMMBIA IS
3¢ (HeKTUBHOTO UCTIOIHEHUS JI0JDKHOCTHBIX 06s13aHHOCTEN.

227. ObecrieduBaeT CBOEBPEMEHHOE W  KaueCTBEHHOE  BBINOIHCHHEC
BO3JIOXKEHHBIX Ha OTAEN 3a7ay.

2.28. WcronyseT WHbIE IIOpyYeHWs HadajbHHKa OTAeNa — [NIABHOIO

Gyxrantepa ¥ pyKOBOJUTEs yIPaBIeHHs B paMKax JOJDKHOCTHBIX MIOJITHOMOYHH.

3. IlpasBa

['naBHBIH CNIEUAIMCT BIpaBe:

3.1. Wcrmonp30BaTh MpaBa, NpeayCMOTPEHHbIE (peepalbHbIM 1 00JIaCTHBIM
3aKOHO/IATENHCTBOM O MyHUIMITATBHOH CIIyXKOe.

32. B mpenmenax — NpeAoCTaBIICHHBIX MOJIHOMOYUH  OCYLIECTBIATH
B3aUMOEiCTBHE ¢ MOApa3/ieeHUsIMU YIIPaBIeHUs ¥ aIMUHUCTPallik TOPOJCKOTO

OKpyTa.

3.3. 3ampammMBaTh M MOJy4aTh JOKYMEHTBI, CBEACHWT M OTIEpPaTUBHYIO

MH(QOPMALHIO OT COTPY/AHUKOB OT/AeNa, IPYTHX OTACIOB yIpaBJieHHs, CTPYKTYPHBIX
1ojpa3/iesIeHuil aIMUHICTPAlK 1 paiioHOB ropojia, NpeanpUsTHH, YyUpeXIAEHHUH U
OpraHM3alMii pasjuYHBIX OPraHM3alMOHHO-IIPABOBBIX bopmM, a TaKKe rpaxaaH,
Heo6XOAMMBIE IS OCYLIECTBICHUS QyHKIUUH OTENa.

3.4. BHOCHTB NpeiTOKeHHs 110 COBEPIICHCTBOBAHUIO paboThl, CBA3AHHOM C
TpelyCMOTPEHHBIMH JIaHHOH JOJDKHOCTHOM MHCTPYKIMEH 0013aHHOCTAMH.

3.5. TlpunumMaTh pelleHus IO  BONpPOCaM, HaxoOgIuMcss B €ro
KOMIIETEHIIUH.

3 6. IloBBIIATh KBAJIH(HUKALMIO, TPOXOAUTH MEPENOArOTOBKY - 3a CHET




CpeJICTB MECTHOTO OI0JDKETa.
3.7. OcymecTBisTh HWHBIE TOJHOMOYMS B paMKax JEHCTBYIOLIETo

3aK0OHOAaTeJ/1bCTBA, HCO6XOI[PIMBIB IJ1s BBIIIOJITHEHHA 3a1a4 U (bYHKHI/Iﬁ oTaelia.

4. OTBEeTCTBEHHOCTH

4.1. T'naBHBII CHEUMANUCT HECET OTBETCTBEHHOCTH 3a HEHMCIIOJIHEHHE HIIH
HeHaJyleKallee MCIOJHEeHHe CBOMX IOJDKHOCTHBIX 00s3aHHOCTEH, HecoOroneHune
TpeGoBaHMI, YCTAaHOBNEHHBIX cTaThsMu 12, 13, 14, 14.1, 142, 15, 151
®enepanpHoro 3akona or 02.03.2007 Ne 25-®3 «O MyHMUMMANBHOH ciyxbe B
Poccuiickoit ®enepauuu», TpymoBeiM KojekcoM Poccuiickoit  ®eznepauuy,
AHTUKOPPYIIIMOHHBIM 3aKOHOZAATEIbCTBOM, JAPYTMMH HOPMAaTHBHBIMHU IIPaBOBBIMU
aktamu Poccuiickoii ®enepanyn, BopoHexckolt 001acTH, HOPMATHBHBIMH H
WHBEIMM TIPAaBOBBIMHM aKTaMH OPraHOB MECTHOrO CaMOYIpPAaBIE€HUS TOPOJICKOTO
oKpyra ropox BopoHex, a Take HacTOsIIEeH J0IKHOCTHOH UHCTPYKIIHEH.

4.2. T'naBHBIN CIELIMAIUCT HECET OTBETCTBEHHOCTD!

- 3a HECBOEBPEMEHHOE W HEKa4yeCTBEHHOE BBINOJHEHHE OO0S3aHHOCTEH,
YCTAHOBJICHHBIX HACTOSIIEH ODKHOCTHON HHCTPYKLIMEH;

- 3a HeBBINOJHEHHE MEpONpPHUATHH, IpPelyCMOTPEHHBIX IUIaHaMH paboThl

OTJIeNa;

- 3a COXPaHHOCTb JOKYMEHTallHH;

- 33 HECOOTBETCTBHE TIIOATOTABIMBAEMBIX JOKYMEHTOB IE€HCTBYIOIIEMY
3aKOHO/IaTEJILCTBY;

- 3a HapyllleHHe IpaBWJ TPYAOBOrO PAacrops/iKa, NMpaBUl OXpaHbl TPYAa,
TeXHUKH 6e30I1aCHOCTH, T10)KapHOH O€30MacHOCTH.

4.3. T'naBHBIM CHEUMAIMCT HeceT OTBETCTBEHHOCTh 3a pasrjlalieHHue
ciyxeOHol MHpOpMalHK CTaBlIeH M3BECTHON BO BpeMs HCIOJHEHHS ciTy>KeOHBIX

obOs3aHHOCTEH.
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44. I 'naBHBIA CHelAaIUCT HeceT MpeLyCMOTPEHHYIO 3aKOHOM

OTBETCTBEHHOCTL 3a HEHCIIOJIHEHHC WM HeHajJjexalnee HCIOJIHEHHE Tp€6OBaHHI71

3aKOHOAATEIECTBA O HpOTHBOHeff’ICTBHH KOppyHuHH.

- /‘: i
Hauanssux oTaena — IIaBHbIH OyxranTep &/// T.M. AnpuaHoBa
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