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IIOJOXEHHUE
Ob OBIIEM OTJAEJIE YIIPABJIEHUS JEJTAMU

I. OBIIUE ITOJIOKEHHUE

1.1. OOmuit oTaen (Jajiee Mo TEKCTY - OT/AEN) SBISIETCS CTPYKTYPHBIM IOApa3ielieHueM
YIPaBICHUS JelaMH aJMHHUCTpaldud ropoga Ileire—SIxa (majee — yrpaBjeHHe
nenamu), 00pa3oBaHHBIM B  IeNIX  OOECHEYeHHsA  [IEIONPOM3BOJICTBA
JNOKyMEeHT0000poTa B aIMUHUCTPAIIHMK IOPOJIA.

1.2. Tlpy wWCHONHEHHWH CBOMX I[IOJHOMOYMH OTHen pyKoBoacTByercs KoHetutrynuei
Poccuiickoit ®epnepanuy, 3akoHaMu Poccuiickoii ®enepanuu, 3akoHaMU XaHTHI-
MaHCcHHCKOTO aBTOHOMHOIO OKpyra-FOrpsl, MOCTAaHOBIECHHAMH M PacloOpsKeHHSAME
I'y6epnaropa, IIpaButenscTBa XaHTBEI-MaHCHICKOTO aBTOHOMHOrO OKpyra-tOrps,
[IpaBWJIaMK, WHCTPYKIMAMH, METOAMYECKMMH PpPEKOMEHIAIWAMHA  yUpPEKICHUM

I'ocynapcTBenHOM apxuBHOM ciny:x0Obl Poccmiickoit ®enepanuu, YcraBoM ropoja

IIeiTe-Axa, pemenusmu  Jlymer ropoma IIeite-fIxa, mocraHoBIEHUSIMU
paclopsUKeHUSAMH TJaBel TOpoja, aJMUHUCTpanud ropoma, HMucTpykimeit no

JOCIOIMPOU3BOJACTBY B aOIMHHUCTpallUHd Topola, I[eﬁCTBy}OlHI/IMH HOpMaTHBHBIMH

[PaBOBEIMKA ~ aKTaMH PETJIAMECHTHPYIOIIMMH  TpaBWIa  JCTONPOM3BOJCTBA
TOKYMEHTHpPOBaHuUs, HacTosmuM ITonoxenuem.

1.3. Otmen  cospmaercs, pEOpPraHU3yeTCs W JUKBHAHPYETCA  PACIOpPsKCHHUEM

aQIMUHUCTPAllMK TOpoJa, B CBOEM JEATENBHOCTH IIOJYMHSAETCS HadaJlbHUKY
yIpaBiIeHus AejaMyi afMHUHHCTPALMH ropoa.

1.4. Ormen BO3MIaBIfAET HAYadbHMK OTHEJa, Ha3HayaeMblii M OCBOOOXKJaeMBIM OT
3aHMMaeMOH JOKHOCTH paclopsKEeHUEM aIMUHHUCTPAIlUK Topoaa, B COOTBETCTBHH C

NEeHCTBYIOIMM 3akoHOAaTenbcTBOM Poccmiickoit @enepanuu. B nmeprosn oTCyTCTBHS
HayaJlbHUKA OTAeNa, €ero IIOJHOMOYMS OCYIUECTBISIET IVIABHBIM  CIIELMAJINCT,
Ha3Ha4YaeMBIH Ha JOIDKHOCTH PACIIOPSLKEHUEM aJIMHUHHUCTPALIMH TOpo/a.

1.5. HaganpHHK OTJieJJa OCYIIECTBIIIET PYKOBOIACTBO OTIEIOM B COOTBETCTBMH C

3akoHoJare1bcTBoM Poccriickoi @enepaniuu u HacTosmuM [lonoxeHueM.

1.6. Otmen oOCYyIIECTBASET CBOK OEATEIBHOCTE BO B3aWMOJEHCTBHM €O BCEMH

CTPYKTYPHEIMU TIOJIpa3IeICHHSIMU aIMUHUCTPAI[MU [OPOIa, OpraHM3aIisaIMu ropoja,

HE3aBUCHMO 0T (hopM COOCTBEHHOCTH B MpeeNaxX CBOEH KOMIIETEHIINH.

1.7. Crpykrypa W IOTaT OTAeNa YTBEPKAAETCS, B YCTAHOBJICHHOM  TIOPSAJKE,
pacropsHKeHHEM aIMHUHUCTPAI[dH FOpoja.



II. HEJA U 3AJAYM OTJIEJIA
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2.2.8.

Ilens oTnena: :

Oprasmzanyd,  KOHTpONb,  KOOpJAWMHAIMd M peanmsampd  pabotr 1o
JIOKyMEHTAIIMOHHOMY 00€CHEUEHHIO NeATeNIbHOCTH aqMUHUCTPAINK TOpoa.

3anauu OTAcHa:

Opraduzanid  JEJONPOW3BOACTBA B AAMWHHUCTPAIUM TOpOoAa, TOM UHCIe ¢
HCTIONB30BAHHUEM CHCTEMEI JIEKTPOHHOIO JIOKYMEHT000O0pOTa, COBEPHICHCTBOBAHHE
dopM 1 MeToa0B paboTH ¢ JOKYMEHTaMHU.

VYcraHoeneHHe eAWHEIX TpeOoBaHHM K 110AroTOBKe, 00paboTke, XpaHeHHIO,
HCHONB30BAHMIO  00pa3yiomxcs B [EATCIBHOCTH aIMUHHUCTPAllUH  [opoja
JOKYMCHTOB TOPANOK AOKYMeHTo060poTa (KpoMe CeKpPeTHOTO AETONPOU3BOACTRA),
TIOCTPOCHMS IIONCKOBEIX CHCTEM.

IoBpnmenye KauecTRA ¥ OMEPATHBHOCTU IOATOTOBKH, TPHHATHSA, OQOPMIEHHS W
BHITTYCKa TTOCTAHOBJACHHH W PACIIOPSIKEHHUE TIaBEl TOPO/Ia, AIMUHUCTPAITHH TOPOa.
OprasuzanoHHO-TEXHIYECKOE 0DecnieyeHne a/IMHHHCTPATUBHO-PACHOPIHTENBHOM
JEATETBHOCTH [IIABH TOPOJIA.

OfecrnicueHne KOHTPOAA 3a CBOCBPEMCHHBIM INPOXOKIEHHEM, KadeCTBCHHBIM
ACNOTHEHHEM JOKYMEHTOBR B COOTBETCTBHHM C pPE30MIOLHEH ITaBH Topofa,
cOOTIONICHHE CPOKOB MCTIOTHEHUA.

PazpaboTka W BHEAPCHUE HOPMATHUBHBIX M METOIWYECKHX JOKYMEHTOB II0O
COBEPIICHCTBOBAHHIO JOKYMEHTAITHOHHOTO 00eCieyeHHs B aIMIHHCTPALIUH I'OpOIa.
Opranmsaiys MWIaHUPORaHHA paGoT ¥ OCYIISCTRICHHE KOHTPOJNA II0 BBITIOMHEHHIO
VIPaBIICHYECKHX IUIAHOB.

Coxpamnenue o0beMa JOKYMEHTO000poTa, YHUPHKANHA GOpM TOKYMEHTOB.

. ®YHKIUH OTAEJA

3.1.

3.2.

Otgen B COOTBETCTBMH C BO3JIIOKEHHHIMH Ha HETO 3aJadaMH OCYIIECTBILSET
clefyromue QyHKIHN:

OpraHuzyerT JCIONPOM3BOJACTBO B  aAMUHHCTPAlMd TOpPOJa, OCYIIECTBISET
METOJMYECKOe PYKOBOACTBO H OKa3hIBAST IIPAKTHUIECKYED TIOMOMIF B BEIEHHH
AETONPOH3IBOACTRA CTPYKTYPHBIM HOAPA3IeIICHIAM aJIMAHUCTPAlIHH ITOpOIa.
OpraumsyeT palboTy MO MOATOTOBKE MPOSKTOR MYHHIIMIANLHBIX TPABOBBIX aKTOB
aIMUHUCTPAITHH:

NPUHEMAET, HPOBEpseT IPaBUWILHOCT, M IPAMOTHOCTS WX OGOPMIEHHA, IIpH
odbopMiicHuE HeHajIexalMuM o0pa3oM HanpaBiIgeT HX HCHOOMHHTEIAM Ha
J10paboTKy;

BCACT YYET H PErHCTPAITAIO TIPHHATHIX TOCTAHOBIEHHMH W PacCHOpsDKEHUil TIIaBHI
ropofa, aIMHHHCTpanuH ropoaa B Oase gamabix  «OprasapsaluoHHO-
PACTIOPANITSIBHBIC JOKYMEHTEDY CHCTEMBI DIEKTPOHHOr0 TOKYMEHT0000poTa,;
OCYHICCTBRISAET OPMUPOBAHHE HJIEKTPOHHOR Ha3bl IPABOBEIX aKTOB;

obecricurBacT THPOKUPOBAHUE H HAIPaBICHHE IIOCTAHOBICHWN M pacHopsKeHuH
INIaBE TOPOJia, aAMHHUCTPALINHM TOpO/Ia UCTIONUHTENIM U 3aHHTEPECOBAHHbBIM JTHIIAM,
COTTIACHO CITHCKY PACCEUTKH, YKa3aHHOH HCIIONHUTENEM;

HATIPaBIAeT, [PU HEOOXOMMMOCTH, OHK3EMIUIAP /IS OIyONHMKOBaHMS WM JUIL
pasMernenys Ha caiiTe aiMUHKHCTpally Iopoaa;

HAIPABJAET B FIPOKYpaTypy ropo/ia KoMUY II0CTaHOBNEHUH aIMIHUCTPAIUH T'OpOa.
OpONIOPYET MOMMHHHIKY MYHULMIANBHEIX IPABOBIX akTOB B Jea.
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["OTOBHT NPOEKTH MYHHHUINANIBHEIX NIPABOBEIX AKTOB [0 BOIIPOCAM, BXOJAAIIUM B
KOMIIETEHIMIO OTAEeNA.

ToroBur M BRIZaeT IO 3alpocaM HOPUAMYCCKUX U (DH3MUYCCKUX JIHI[ 3aBEpPEHHBIE
KONMH TIOCTAHOBJICHHM, pacHOpsDKEHHI IVIaBHI TOpOAa, aJMHHHCTPAIMH TFOpoja,
BEITACKY U3 HHX, B COOTBETCTBHH C YCTaHOBIEHHEIM [IOPAAKOM.

Bener peecrpsi MyHHIHIAIBHBIX IPABOBEIX aKkTOB 00 OTMeHe, yTpaTte CHIEL,
BHECEHUW K3MEHEHUl W JONOJIHEHHH, ¢ pa30UBKOIl 110 rojaM, B paHee W3JaHHEIC
MYHHIIMIIAIBHEE IIPaBOBBIC aKTHl aIMAHUACTPAIHN TOPOLA.

TotoBUT pacnopmxeHus 0 KOMaHAMPOBaHMH pPabOTHUKOB  aIMUHHCTpAITHH,
pykoBoawreneli MyHWOMTANBHBIX M OKDKETHBIX  OpraHM3anMii ropofa B
KOMaHIHMPOBKY, BeACT YHET, XPaHCHHUE, TOTOBUT BHITICKH U3 PACIIOPSKESHHH.
IInasupyer pabotTy o0lIero OTAENd, COCTABIAET CBOAHBIM TOMOBOM miaH padotsl,
COCTABNSET CBOJIHBIE KBApTAIbHBIC OTYETH OOINEro OTAENa M IIPeJICTAaBINCT HA
YTBEPXX/CHUE IiIaBe TOPOoJia.

Ocyuniecrsisier IIpueM, perHCTpallio, YyUyeT K CKaHUpPOBaHHE B CHCTEME
AIIEKTPOHHOTO  JOKYMEHTOO0OpOTa,  pachupe/iceHHe W HampaBlicHHE VLT
PACCMOTPEHUS BXOMALIEH KOPPECIOHACHIINH, TIOCTYHAOIHEGH HA UM [JIABE TOPOJA,
3aMecTureNeil INaBbl ropoja, ¢ COCTABICHMEM aKTa IpH HEAOCTaue HOKYMEHTOB
(OTAETRHEIX NX JHCTOR) HIH UX TIOBPEK/ICHUH.

OCyInecTBISET KOHTPONE 34 IIPABHIBHOCTEIO OPOPMICHHS JOKYMCHTOB, HATHUYMSI
HEOOXOAMMEIX BH3 M HPWIMKEHUH, IPEHOCTABIAEMbIX Ha IOJIMCH ITIABE IOpoxa,
3aMECTHTEIIM IIaBEl TOPOIa.

OcymecTBIseT PETHUCTPALMIO HCXOMAmMX (HOOTOTOBIEHHBIX) [JOKYMEHIOB B
CHCTEME BIICKTPOHHOTO AOKyMEHTO000pOTA.

Bemer cupapoyno-uadopMalinoHHyl0 paboTy ©O BXomsimed, ucxomsmieit
BHYTPCHHCH HOKYMCHTAIIMH aAMHHHCTPAITIH TOPOa.

QCyIHecTRIAET  CBOEBPEMEHHOE  JOBEJEHHE  pocTyrnupBmed  (Bxojauiei)
KOPPECHOHACHIMH /10 UCHOMHUTENEH.

OcyluecTBIET UpHeM, YUET, peTHCTpanuio (BXoAdme 1 HCcXOoAImeli) H XpaHeHue
IOKYMEHTOB Jiia ciyxebuoro mnons3oBanus (JCII), repenady [OKYMEHTOB
HCIIOJTHUTEIISM COTJIACHO PE30JIFOLIMH IVIABBI I'OPOAa, 3aMeCTUTENeH MaBsl ropona.
OcCyImecTRIsICT pPETUCTPalliioO, BEIAAYY M XpaHEHHE: CIPAaBOK COHUAIBHO —
IIPABOBOTO  XapakTepa, JOBSPCHHOCTEH  ©  MNOPEACTABICHHM  HHTEPECOB
aMAHUCTPAITHH.

Benmer cbop u obpaborky uudopMalivd, s COCTARICHHS MOJYTOA0BBIX IUIAHOB
MEPOTIPHATHI HCTIONMHUTEIEHOrO OpraHa MECTHOTO CAMOYIIPABJICHHS U KBAPTAIBHBIX
0T4eTOB 00 HX HCIOIHEHMH.

Bener cbop u obpabotky uHpopManuu, g cocraBileHus [InaHa Meponpuaruil mo
peanszaiyu [locmanma llIpesunenta Poccufickoit @enepanuy, a Tarke TOTOBHT
OTYETH 00 ¥X UCIIOTHEHHH.

Exemecsuro 1poBoaur cbop HHGDOPMallMH OT CTPYKTYPHBIX IOIpasfeieHHi U
cocTaBisieT CBOAHBEIM IUIAaH MEpONpHATHHY OpraHa MECTHOIO CaMOYIIPaBiCHHS AL
HarpasiieHRa B Annapat I'ybepratopa XMAQO-HOrpsL.

BHocUT W3MEHEHHS 1 JJONIOJIHEHUS B CBOJHYIO CTPYKTYPY HOCTOSHHO JeHCTBYOLIMX
KOMHCCHH, CO3JAHHBIX TPHM AIMHHHCTPAlH Topoja, GopMupyer M OOGHOBIIET
eAHHYI0 623y JaHHBIX O KOMUCCHIIX.

IIpouzsogutr cbop u o0000ImMEHHE MPEANOKEHUN CTPYKTYPHBIX IIOApasHeIeHuH
aJIMUHHCTPALMH TOpoJa JJit BHeCeHHs B IaH paGoTsr [lyMEl roposia Ha ogepeaHon
KajenJapHeii roJ, Bejer KOHTPOJEL 33 CBOCBPEMEHHLIM BHECCHHMEM IPOEKIOB
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pemenuit JlyMet ropojia Ha pacCMOTPEHUe JIeNyTaTCKUX KOMUCCHI, FOTOBUT CIIMCKY
JIOKIQMUKOB 110 BONpOCaM HOBECTKM AHs 3acelaHuil IOCTOSHHBIX JEHyTAaTCKUX
KOMHCCHI.

OcymiecTiseT KOHTPOIh HCIIONMHEHHA JOKYMEHTOB, O KOTOPEIM JaHb! IIOpYUeHUs H
HMEIOTCS CPOKH UCTIONHEHHUS.

Bemer peecTp TIpOTOKOJIOB 3acefaHMil KOOPAMHALMOMHEIX H COBCHIATENBHBIX
OpraHoB, co3maHHbIX Ipu ['yOepHarope u IIpaBuTenbcTBE aBTOHOMHOTO OKpPYyTa H
KOHTPOJb 32 CPOKaMH HCIIOJIHEHUA HPOTOKOABHBIX PElIeHui.

WadopMupyeT pykoBoAWTENEH CTPYKTYPHBIX NOApaszleneHull ajAMUHUCTPALMH ©
CpPOKaxX WCIOJIHCHHA [OKYMEHTOB, IIOCTABICHHBIX Ha KOHTPONh, B IEIX
CBOEBPEMCHHOIO M KaUECTBEHHOIO MCIIONHEHH LOpYydeHHl, yKa3aHHBIX B
JOKyMEHTaX, HAIPABILIET HAIOMUHAHKSA O CPOKAX HCTIONHEHHS JOKYMEHTOB,
Mudopmupyer 3aMecTHTens IVaBel TIopoja (HampaBjiecHWe JIESTEALHOCTH —
aAMHHHCTPaTUBHO-TIPABOBBIE  BOMPOCKE) O  COCTOASHMH  HCIIONHHUTEILCKOM
JCLUIUIMHEL B CTPYKTYPHEBIX IIOApa3ICICHUSX a/IMAHACTPAITHH,

Ocy1ecTBieT HOArOTOBKY OTBETOB, B pAMKaX CBOSH KOMIICTCHIINY, HAa 0OparneHusA
Y 3aIIPOCHL FOPHAUYECKAK ¥ PU3MYECKUX JIHIL

OcyiecTsider 3aBepeHHME KOMUN BXOJMIIMX, HCXOMAINHX, PacHOpPSANTEIIEHEIX
IOKYMCHTOB ¢ OPUIHMHATOB, XPaHAIIMXCA B OTHENE, IO 3ampocaM FOPHIHYSCKUX U
(pU3MYECKHUX JTHIL, COIIACHO YTBEPKICHHOW HOMEHKIATYPEI e,

Bener cnpaBouso-MHGOPMANUOHHYI0 pabOTy MO HOKYMEHTAM XpaHsimuMcs B
OT/IeNe, OCYIIECTBIAET BhIIa4Yy JI€7 BO BpEMEHHOE MONIL30BaHUE, B YCTAHOBICHHOM
MOpSAAKE, 0OECIEUURACT COXPAHHOCTD JOKYMEHTOB XPaHALIUXCS B OT/CIIE,
PaspabareisaeT COBMECTHO € COOTBETCTBYIOIIUMU CTPYKTYPHEIMH 110/Ipa3ieNICHHAMHA
AAMUHUCTPALMM MEPOIPUATHA II0 COBEPIICHCTBOBAHUIO (OPM U METO/I0B paboTH ¢
JOKYMEHTAaMK, & TAaKKe I10 [IOBEIIHEHUIO Ka4ecTha UCIIOIHATEIbCKON NUCIUIUIHHEL
OCymecTBAsACT OPraHM3alMOHHO-METOUYECKOE KOHCYNBTHPOBAHHE CTPYKTYPHBIX
mo/pa3ieieHui aIMMHUCTPALUY I'OPOIa 10 BOIPOCAM AETIONPOU3BOICTRA.
ObccncunBaeT  OpraHu3anOHHO-TEXHWYECKOEe OOCHy)KHBaHMe pabOTH  rHAaBB
rOpoja.

Opranuzyer OpHeM IIOCETHTCNCH IO YPEeryjIHpOBAaHMIO BOMNPOCOB, BXONAIIHX B
KOMITETEHITHIO ITIaBE FOpOa.

OCYIIECTBIACT OPTraHHM3AlMOHHO-TEXHUYECKHE MEPOINPUITUS IO  [OATOTOBKE
3aceflaHdi H COBEIanu#, MPOBOJMMEIX IVIaBOM TOPOJAa, 3aMECTUTEIIAMH TVIABLI
ropofa.

Cocrapnser Tabenb ydera HCHOIB30BAHMA DPa0OYEro BPEMEHU COTPYHHHKaMU
aaMUHUCTpaLMU ropojia.

Oprasu3yeT KadeCTBEHHOE H CBOCBPEMEHHOE BEBINONHEHHE ITOPYHUEHHI IUIaBE]
TOpOZa, 3aMeCTHTeNeH FiIaBel rOPoIa COTPYAHHMKAMHU OTAENA.

[TpuuuMaer ygactue B paboTe Komuccull, pabouux rpyrmi, AeHCTBYIOMHX B
aIMUHUCTPaLHH TOPOIa.

OCYIIECTRIACT yU€T, XpaHeHHe W BEIAAYY JEKTPOHHEIX MPOIYCKOB B 31anue Jloma
IIpapurenscrea XMAO — I0rpEL.

Ocymecreiier ¢0op W nepegady INaBHOMY CICLUANKHCTY HMHQOPMALMOHHOIO
Llentpa Amnmapara MsbupatensHolf xoMuccHy XaHThI-MaHCHHCKOIO aBTOHOMHOIO
okpyra — HOrpsl cBesenumit o0 yrouHenMM JaHHBIX 00 H30Hparensax ropoja,
MIOCTYIIAKOMUX W3 MurparMonHoro orfena OMBJ Poccuu o XanTel-MancuifckoMy
apronomMHoMy oxpyry — IOrpe B ropome Ilmre-SIxe, Ortmema Boeunmoro
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komuccapuata XMAO-IOrpst 1m0 ropogam  Hedrerorancky, Iwrs-fIxy u
HedreroranckoMy palioHy,

ObecrieurpaeT yUeT H XpaHCHHE HITaMIIOB U nieyateii: repboBoif u obimiero otena, u
KOHTPOJIb 38 HX IIPaBUIBHRIM HCITONB30BAHHCM.,

Bemer yuyerT DpUMEHAEMBIX B CTPYKTYPHBIX TOJpa3fefieHUIX aIMHHHUCTPALIHA
nevared 1 UrraMIitoB, COCTABJSET aKkThl 00 HX YHHUITOKEHHH.

OOlecrieunBaeT BEINOJIHEHHE KOIMPOBANGHBIX ¥  MHOXHICABHBIX paloT B
aIMUAHKCTPAIVH TOPoa.

[To HeoOxomuMOCTH HPOBOJUT IIPOBEPKM OPraHM3alK  JEJIONPOU3BOICTBA,
COCTOSHHSL W XpaHEHHA JOKYMCHTOB, OpraHM3allid KOHTPOII B CIPYKTYPHBIX
TOJIpazACNCHUAX AOMHHACTPALMY FOPOJA.

PaspabareiBaeTr HOMeHKIatTypy nHen  o0mere oraena, TOTOBHT — CBOJHYIO
HOMEHKIATYpy Jel aAMUHUCTPALUMH M TPECTAaBIdeT €€ Ha YTReP)KICHHE B
YCTaHORAECHHOM TIOPA/IKE, BHOCHT M3MEHEHHUA U JIOMONHECHUA.

PazpabaTeiBaeT  HOPMATHBHO-METOIHYECCKHE JTIOKYMEHTHI o BEJICHHIO
JIENIOTPOM3BO/ICTRA B 8JIMUHHACTPALIAH TOPOJIA.

IIpoBoauT BRIEMKY W (OPMUPOBAHHE BXOAALICH KOPPECTOHJIEHITMH, TIOCTYIHRINECH
IT0 IEKTPOHHOH Houre Ha OQHMIMAIBHBIA CaiiT aJAMUHUCTpALH TOpPOAa M depe3
Monyns uHTerparmu «[lo ofMeHy» ¢ cHCTeMOM 3IIEKTPOHHOTO AOKYMEHT0060poTa
«dEJIO» Hpasurenscrea XMAO-FOrpn!.

OGecmeunBaeT XpaHCHWE [T W ONEPATHBHOE HCIIONE30BAHHE JOKYMEHTHORH
rHbOpMaIMH, Xparsmelica B OTAENe, COIVIACHO HOMEHK/IATYPEI AS.
OpraunzoBeiBacT paboTy SKCHEPTHOH KOMHCCH.

CoctaBiseT OmMCH €UHHI] BPEMEHHOTO CpPOKA XpaHEHWs OTACHa, OCYIICCTBISCT
paboTy 10 CIHMCAHMIO ¥ YHHYTOXKEHHIO [1ed1 ¢ HCTEKIIUMH CPOKaMH XpPaHCHHUS.
CocrapnageT CBOAHBIC ONKUCH CAWHUL IIOCTOSHHOIO CPOKa XpaHEHWsA, W IlepeaaeT
AKTBl A7 YTBEPXKACHMA B YCTAaHOBIEGHHOM MOPAIKE B OTACH IO ZeidaM apXHBOB
(MyBMIITIATRHLIH apXuB).

Opragu3yeT OKCIEPTH3Y HAYYHOM W I[IPAKTHYECKOM HEHHOCTH JOKYMEHTOB
aqMHUHHECTpAIy IpH UX 0TO00pe Ha NOCTOSHHOE ¥ BPEMEHHOE XpaHeHue.
OcymiecTBifeT MOATOTOBKY H O(QOpMICHHC HOKYMEHTOB, B COOTBETICTBHH C
HncTpyximeit o geonpou3BOACTRY B aAMHUHHCTPAMK TOPO/Ia, K Mepefade B OTACH
IO JIeJ1aM apXHMBOB (MYHHIMIANEHEINA apXyB) aAMUHUCTPAIIHN.

PazpabGaTriBaeT Bce BHIR OMAHKOB M IPYTHX MaTepHaNOB, COIYTCTBYIOIHUX
OpraHU3alHH JeI0NPON3BOACTRA B 3 IMUHHUCTPAINH TOPO/a.

KoHcynpTHpYeT HCTIOMHHTRIICH 10 BOTIpocaM paloTH ¢ IOKyMEeHTaMH.
OcymiecTsnser o0yYCHHE JIMIl, OTBETCTBEHHBIX 3a BEJCHME JCJIONPOH3BOJACTBA B
CIPYKTYPHEIX  TOAPA3JENICHUSX,  TEXHONOIuM  pabdorel ¢  JIOKYMEHTAMH,
CO3J{aBaEMBIMHU B aIMUHUCTpAIIH TOpoAa.

IV. [IPABA OTAEJA

4.1.

B cooTBeTCTBUM ¢ BO3JIOKCHHBIMH Ha OOMIMH OTAET 3a/ia¥aMt U 7S OCYHISCTRIACHHUS
CBOMX (YHKITHA OTAEN UMEeT [IPaBo:

3anpamuBaTh W TI0Ay4YaTk B IIOJHOM 00BEME M B YCTAaHOBJIECHHOM IIOPANKE OT
OT[ENIOB, KOMHTETOB, VOpaBieHWil U Ccoyx0 aIMHUHHCIPAOHH  IOpoja,
MYHUIIHTIANBPHEIX ~ Opeaupusatuit #u  OHUKETHBIX OpraHd3aluil, YUpeKIcHWil



4.2.
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44.

4.5.

4.6.
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4.8.

4.9,

4.10.
4.11.
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HHGOPMAITHIO HEOOXOMMYIO /Il OCYIIECTBICHUS 33439 ¥ QYHKLWI, BO3IOKEHHBIX
Ha OTHe.

TotoBute B 1mpeferax CBOSH KOMICTCHIHMM IPOEKTH I[IOCTAHOBICHHMH U
pacTiopsDKeHHH agMUHICTpariuu ropoa Inirs-5xa.

OCyImecTBNIATh KOHTPOJL 32 COCTOSHHEM JENONPOH3BOJACTBA B a/IMUHHMCTPAIINH
ropoza.

ITpoBepsATE IPaBUIABHOCTE OQOPMICHUS JOKYMEHTOB, IIPeAOCTaBIsICMBIX Ha IIOAIHCE
rfaBe Iopoja, 3aMecTHTENAM [NaBbl TOpOJa, BO3BpaliaTs Jad  AopaboTKH
IOKyMEHTE, obopMieHHEIe ¢  HapymeHueM mpasun MWectpykumm 1o
JIENONPOU3BOACTBY B Q/IMUHACTPALIAN TOPOJIa.

Kontponupopars MCHOIHEHHE HOPYUYEHMH ITaBel Iopoja, 3aMeCcTWUTeNeH TI1aBhl
ropoaa.

JlaBarb paspscHEHES IO BOMPOCcaM, BXOIIMIMM B KOMIIETEHLHIO OT/IeNa.
VYuacteoBaTh B paboTe KOMHCCHM, COBEN@HWI, CEMUHApOB 10 BOMpPOCaM,
OTHOCSIAMCS K QyHKIUIM OTHeia.

ITpoBOAUTE [IPOBEPKU OPraHU3AlHU JOKYMEHTaHOHHOTO o0ecnedeHus U paboThl o
KOHTPONIO 38 HCIONHCHMEM [OKYMEHTOB B CTIPYKTYPHBIX HOAPa3ICIICHUAX
aAMUHUCTPAIMKY FOpOJa, COCTABIATh AKThI W JAOBOAWTL PE3YALTATHI NIPOBEPKH JIO
PYKOBOAUTEIIECH ITOAPA3ICIIEHUI.

BrocuTh HauanbHUKY yIIpaBJIeHUS JejaMy IPeLIOKEHUS 110 COBEpLICHCTBOBAHUIO
$opM B METO0B pabOTHI C JOKYMEHTaMH.

Hmers moctyn K HHGOpMalUK (JIOKyMEHTaM ¥ 0a3aM JaHHBIX).

ITorpIath ypoBEHb KBAUTHPUKALUN PAOOTHUKOB OT/ENE.

V. OPTAHM3ANUA JEATEABHOCTH OTAEJIA

5.1.

5.2,

5.3,

5.4.

5.5.

JlesTelbHOCT OTHE A OCYIIEeCTRIMIETCA B cooTBeTcTBHH ¢ [lonoxeHuem of otaene,
OTIpeNeIIAOMAM  3afadr W (QYHKIMH [0  OpraHu3allii, BeACHHI0O U
COBEPILIEHCTBOBAHUIO CHUCTEMBI' JOKYMEHTAUHOHHOTO 00ECTIEUeHUs, METO{HIECKOTO
PYKOBOJACTBA JIEHOIPOU3BOACTBOM H KOHTPOJA 3a COONMIOAEHMEM, YCTaHOBICHHOIO
WHcrpykimeil o AETOTpOU3BOACTBY B aIMHHUCTpalH Fopoa, Ttopaaka paboTs ¢
JOKYMEHTAMHE B CTPYKTYPHEIX 1TOpasIeleHusK aJMUHHCTPAIlHE Iropo/a.

CocraB U UMCICHHOCTH COTPYHOHMKOB OGINECTO OTACHa OINpPEACHACTCS HITAaTHRIM
PACIHCAHHUEM, YTBEPKJICHHBIM PacopssKeHHeM aJIMHHUCTPAIMH ropoja, HCXOAs U3
BO3JIOKEHHEIX Ha OTHAEN 33J1a4 U QyHKIIHH.

Paboro#t orneina pykoBOAAT HAvaldbHHK OTHeNa, KOTOPEIH OCYIHECTBJISET obiee
PYKOBOJCTBO ACATCIBHOCTRIO OTAENA W HECET MEePCOHAIBHYIO OTBETCTBEHHOCTH 3a
BBHIIOTHCHHC BO3JIOKEHHBIX HA OT/EN 3a4a4 ¥ QYHKIHHA.

Kpamupmkarpionnsie  TpeOoBaHUSA, INpara, oOOA3aHHOCTH U OTBETCTBEHHOCTH
COTPYIHUKOB otiena OIIpeesIeTcs JOTKHOCTHEIMHE UHCTPYKUIMI,
pa3pabaTriBaeMBIMI Ha ocHOBaHKU [TonokeHus ob othene.

Hagansuuk otnena:

o0eCreYHBAET BRIIIOIHEHHE BOIOKEHHEIX Ha OTHEN 3a4ay ¥ QyHKimii;
pazpabatreipacT [lomoxkenme o0 oOTAeNe U AOMKHOCTHRIE MHCTIPYKIMM HA
CHEIIHaJICTOB OTALNA,

pacnpeaenser 0083aHHOCTH MEXKAY CIICITHATHCTAMHE OT/IENa;

[IPUHUMAET PElIeHUs 0 BOPOcaM, OTHECEHHEIM K chepe ACATeNLHOCTH OTAENA;
HOJIHACEIBAET H BU3UPYET AOKYMEHTEI B IIPEJieNiaX CBOeH KOMIIETEHIINY;

BHOCHT TIPE/UTOKEHUS TI0 BOIIPOCAM, CBA3aHHLIM ¢ paloTolt oriena.



VI. BBAUMOOTHOIIEHUA

6.1. O6muif oTAEeN B3aMMOJEHCTBYET CO BCEMM CTPYKTYPHBIMH MOApa3JeleHUAMH
aIMUHHCTpAllMd  Topojga, JlyMoil ropoja, TOCYJapCTBEHHBIMH  OpraHaMH,
OpPraHM3ALMAMM U TPENNPUATHIMH BceX (GOpM COOCTBEHHOCTH B IpeeNax CBOen
KOMIIETEHIIHH. '

VII. OTBETCTBEHHOCTb OTAEJIA

7.1. B COOTBETCTBHH C BO3JIOKCHHBIMU Ha OTIENT 3aJadaMH M HMCIOIMUMUCS TIpaBaMu

CIICIIMAJTUCTEI OT/IeNa HeCYT OTBETCTBEHHOCTH 34!

. CBOEBPEMEHHOCTE M KA4eCTBO BBIMTOJHEHHS 3afad U (DYHKIWMIA, BO3IOKCHHEIX Ha

OTHEN;

- HEBBITIOJIHEHHE TpeOoBaumit HCTpYKIMK TT0 IE€TOTIPOU3BOICTBY B aIMHUHHCTPAIHH

ropoza;

- HEHCTIOTHEHUE MJTH HEeHaUIexKallee HCIIOTHEHHE JO/DKHOCTHEIX — 00s3aHHOCTEH;

- HapyIIeHUe TPYAOBOH AUCIUIUIHHEI B COOTBETCTBHUHU C TPyHOBEIM KojiekcoMm PO;

- HapyllleHHEe TIpaBWJl BHYTPEHHEro TPYJOBOTO pACHOpsiika U periiaMeHTa

JICSITEIEHOCTH aJIMUHHCTPALIHH;

- HEBBITIOJIHEHHE PACTIOPSHKEHUM U IIOCTAHOBICHUM aMUHUCTPALK TOPOa;

- HapyIIeHHE MPaBII IPOTUBOIIOKAPHOH O€30I1aCHOCTH M OXpaHsl TpyJa.

7.2. CremeHb W TOPSAAOK IPHBICYCHUS K OTBETCTBEHHOCTH BCeX PabOTHUKOB OTHENa
yCTaHaBJIMBAETCA NeWCTBYIOIUM 3aKOHOJIaTETBCTBOM, IODKHOCTHRIMH
HHCTPYKIUSIMU COTPYIHHUKOB, PACIOPSKCHUAMHI aJMHUHHUCTPAIMK TOpPOfa W WHBIMH
HOPMAaTHBHEIMH M PACIOPSAIUTEIbHBIMH JOKYMEHTAMU aJIMUHUCTpALUU Iropoja, He
MPOTUBOPEYAIUMHE JeHCTBYIOLEMY 3aKOHOAATENbCTRY.

HcrnonHuTens: il

HavanpHuK yrpaBieHus ae1aMu = 2. /1. Kokoen

CornacoBaHo:

HaganpHUK yrpaBieHus Mo

[IPaBOBBIM BOIIpOCaM O.H. Mensenesa




