AJIMUHUCTPALUS §
KOTEJIbHIKOBCKOI'O MYHULUATIAJIEHOTO PAHOHA
BOJITOT'PAJICKOU OBJIACTU

PACITOPSIKEHUE
ot 13.01.2022 1. Ne 6-p

OO0 oterne Mo opraHU3alMOHHBIM M OOIIMM BOIPOCaM aAMUHUCTPALINH
KoTensHUKOBCKOTO MyHHUIIMTIAIBHOTO paiioHa Bosrorpaackoit o6inactu

B cootBerctBumM ¢ ®enepanbHbiM 3akoHOM OT 06.10.2003 1. Ne 131-@3
«O06 00mMX TPUHIMIAX OpraHUW3alMd MECTHOIO CaMOyNpaBJEHUS B
Poccniickonn ®enepannn», OenepanpHbiM 3akoHOM 0T 02.03.2007 1. Ne 25-03
«O wmynununanpHo ciyx6e B Poccuiickoit ®enepauun», 3aKOHOM
Bonrorpanckoit o6mactu ot 31.01.2008 r. Ne 1626-OJ «O HEKOTOpPHIX
BOIPOCaX MYHULMNAIBHOM Ciy>KObl B Bomrorpaackoit oGmactu», ¥YcTaBoMm
KoTenbHMKOBCKOTO ~ MyHUUIMIAIBLHOTO paioHa Bonrorpanckoir obnacty,
MOCTAHOBJICHHEM  aJIMUHUCTpanuid  KOTETbHUKOBCKOTO  MYHHIIUMIIAILHOTO
pariona Bosrorpaackoit ob6mactu ot 07.11.2016 1. Ne 592 «O
KBAIM(PUKAIMOHHBIX ~ TPpeOOBAaHUAX K  YPOBHIO  MpodheCCHOHATBHOTO
00pa3oBaHusl, CTAKY MYHHUIIUIIATBLHOMN CITYKOBI HJIM pabOTHI 1O CIEIUATBHOCTH,
HaIlpaBJICHUIO  TMOATOTOBKH, CHEUUAIBHOCTH, 3HAHUSIM UM YMEHUSM,
HEOOXOMUMBIM JUISI 3aMEIICHHS JIOJDKHOCTEH MYHHIIMIAIBHOW CIIyX OBl B
agMuHUCTpanuu KoTenbHUKOBCKOr0O MyHUILIMITAJIBHOTO paiioHa Boisrorpaackoi
00JacTu»:

1. YTBEepauTs npunaraemeie:

noJiokeHue o0 OTAeNe IO OpPraHU3AlMOHHBIM M OOIIKMM BOINpOCaM
agMUHHACTpalu KOTEeTbHUKOBCKOTO MyHULIMNAIBHOTO paiioHa Bonrorpaackou
o0nacTu;

JOJDKHOCTHYIO MHCTPYKIIMIO HadaJIbHUKA OTJIeNIa TI0 OpraHU3allMOHHBIM U
o0muM BompocaMm aaMuHUCTpanuu KOTeNbHUKOBCKOIO MYHUIIUIIAIBLHOTO
pationa Bonrorpasackoi o61acTu;

JOJDKHOCTHYIO MHCTPYKLMIO 3aMECTUTENsl HayajdbHUKA OTAeNa IO
OpraHU3aIMOHHBIM W OOIIMM BOMpOcaM aaMUHUCTparui KoTeTsHUKOBCKOTO
MYHUITUTIATIFHOTO palioHa Bonrorpasackoii o6mactu (apXUBHBIN CEKTOD);

JOJDKHOCTHYIO MHCTPYKIIMIO KOHCYJIbTaHTa (aAMUHHUCTPATOp 0a3 JaHHBIX)
oTena IO OpPraHu3allMOHHBIM U OOImMM  BOMpOCaM  aJAMUHUCTPAINH
KoTenbHUKOBCKOTO MyHUIIMIIAIBHOTO paiiona Bonrorpaackoit o0iacTy;
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JNOJDKHOCTHYIO ~ MHCTPYKLMIO [JIaBHOTO  CIELHAIMCTAa OTAENa IO
OpraHU3allMOHHBIM U OOIIMM BOIpocaM aJAMUHUCTpanuu KOTeIbHUKOBCKOTO
MYHUIIAITAJIBHOTO paiioHa Bonrorpaackoit obnactu;

JTOJDKHOCTHYIO HWHCTPYKIIMIO BEAYLIEro CHelHalncTa (CIeHalucT 110
UH(GOPMAIITMOHHOMY OOCITY>KMBAHHIO) OTJENA MO0 OPraHU3allMOHHBIM U OOIIUM
BOIIpOCaM  aAMUHHUCTpAMM  KOTETbHUKOBCKOTO MYHUIMIIAIIBHOTO paiioHa
Bonrorpanckoit o61acTu;

JOJDKHOCTHYIO HMHCTPYKIMIO BEAYLIEro CHEHUAINCTa (CIEHHAIUCT 10
paboTe ¢ MOCENeHUsIMU) OTAeNa MO OpPTaHMW3alMOHHBIM U OOIIMM BOIpOCam
aaMUHUCTpali KoTeTbHHKOBCKOIO MyHUIMIIAIBHOrO paiioHa Boarorpaackoi
o0acTu;

JOJDKHOCTHYIO MHCTPYKLHUIO CHeluanucTa 1-il kareropuu (CoequaiucT 1o
pabote co CMM) otrnena mno OpraHuU3alMOHHBIM W OOIIMM  BOIpOCam
agMUHHACTpali KOTETbHUKOBCKOTO MyHUILIMIAIBHOTO paiioHa Bonrorpaackoi
o0nacTy;

JNOJDKHOCTHYIO HMHCTPYKIMIO CHEHHavcTa |-l KaTeropum OTAela IO
OpraHU3alMOHHBIM U OOIIMM BOIpocaM aJAMHUHHUCTpanuu KoOTeIbHUKOBCKOTO
MYHHITUTIATBHOTO paiioHa Bonrorpasackoit o0nacTu;

JOJDKHOCTHYIO MHCTPYKIIMIO crienuainucta 1-il kareropuu (apXuBapuyc)
oT/eNa IO OpPraHW3alMOHHBIM W OOLIMM  BOMpPOCaM  aJAMUHUCTpPALNH
KoTenpHMKOBCKOTr0 MyHHIIMIIAIBHOTO paiioHa Bonrorpaackoii oonacty;

2. [Ipu3HaTh yTPATUBIINMH CHITY:

pacnopsbkeHue aaMUHHCTpauud KoOTEeIbHUKOBCKOTO MYHULMIIAIBHOTO
paiiona Bonrorpaackoit obmactu ot 05.12.2016 r. Ne 336-p «O6 otaene no
OpraHU3alMOHHBIM W OOLIMM BOIpOocaM aAMUHHUCTpaunu KoOTeIbHHKOBCKOIO
MYyHULIMIAIBHOTO pailoHa Boirorpaackoi odnactuy;

pacriopsikeHue agMuHUcTpaiuu  KOTEeIbHMKOBCKOIO MYHUIMIIAIIBHOTO
paiiona Boumrorpaackoit obmactu ot 25.01.2019 r. Ne 23-p «O BHeceHuu
U3MEHEHUH B PACHOPSIKECHUE agMuUHUCTpalMu  KOTENBbHUKOBCKOIO
MYHHUITUTIATBHOTO paiiona Bonrorpanckoi obmactu ot 05.12.2016 r. Ne 336-p
«O0 oTaene MO OpPraHU3AIMOHHBIM U OOINUM BOMPOCaM aAMUHUCTPAINH
KoTensHUKOBCKOTO MyHHUIIMTIAIBHOTO pailona Bonrorpaackoit oomactuy;

pacriopsikeHue aaMuHUCTpan  KOTEeIbHUKOBCKOTO MYHUIUMIIAIIBHOTO
paiiona Bonrorpaackoit obmactu ot 24.04.2020 r. Ne 100-p «O6 otamene mo
OpraHU3alMOHHBIM U OOIIMM BoOIpocaM aAMUHUCTpaluu KoTeabHUKOBCKOTO
MYHUIIMIAIBHOTO pailoHa Bonrorpaackoit o0iaactuy;

3. Hacrosimiee pacnopsikeHre BCTYIAeT B CUITY CO AHS €r0 OJAMUCAHUS.

I'naBa KoTeTbHUKOBCKOTO
MYHHUIUIIAIBHOTO paiioHa
Boarorpackoii obsiactu C.A. [lonkpaTtoB



YTBEPXIEHO
PacCIOPSHKEHUEM aJIMUHUCTPALIUU
KoTenpHUKOBCKOTO MyHUIIMIIAIIBHOTO

pationa Bonrorpasickoit o61actu
ot 24.04.2020 r. Ne 100-p

[TOJIOXKEHUE
00 oTJies1e 10 OpraHU3alMOHHBIM U OOIIMM BOIPOCaM aIMUHUCTPALUU
KoTenpHNKOBCKOTO MyHUIIMIIAIBLHOTO paifoHa Boarorpaackoit o6nactu

1. OO0mre noJI0KEHUS

1.1. Otgen mno OpraHU3alMOHHBIM H OOLIMM BOIpOCaM AJAMHHUCTPALUU
KoTenbHHUKOBCKOrO MYHMIMIAIBHOTO paiioHa Bosnrorpaackoir obnactu (nanee -
OTIeN) SBISAETCA CaMOCTOATENBHBIM (PYHKIMOHAIBHBIM OPIraHoOM (CTPYKTYpPHBIM
nojpasJeieHieM) aaMUHMCTpauuu KoOTEenpHMKOBCKOrO MYHHMIMIAIBHOIO paiioHa
Bonrorpanckoit oOmactu  (masee — MecTHas —agMHUHHMCTpanus) Oe3 mpaBa
FOPUINYECKOTO JINLIA.

1.2. OTnen B cBOeH AeATenbHOCTH pyKoBoAcTBYyeTcst Koncrutynmeit Poccuiickoit
Qenepanuu, QenepaJbHBIMA  KOHCTHTYLIMOHHBIMU — 3aKOHamH, (enepaabHbIMU
3aKOHaMH, ykazamu M pacnopspkeHusmu [Ipesmpenta Poccuiickonn ®@eneparum,
ITIOCTAaHOBJICHUSIMH U pacnopsokeHusmu IlpaBurenscrBa Poccuiickonn ®Penepanuu,
3akoHamMu Bomrorpanckoit  o0nacTd, IOCTaHOBJIEHUSMH U PACHOPSIKEHUSIMU
I'y6epnaTtopa Bonarorpaackoit  o0iactv, IOCTAaHOBJICHUSMH AJIMHUHHCTPAIHH
Bonrorpaackoit obmactu, mpaBoBbIMU akTaMu KOTETHbHUKOBCKOTO MYHHUIIUIIAIIBHOTO
paiiona Bonrorpanackoit o6iactu, a Takke HactosuuM [lonoxxenuem.

1.3. OTnen ocymecTBISET CBOIO JIEATEIILHOCTh KaK HEMOCPEACTBEHHO, TaK U BO
B3aMMOJICHCTBUN C MHBIMU (PYHKIHMOHAIBHBIMA W (WJIM) OTpaciieBbIMU OpraHamMu
(CTpYKTYpHBIMH TOJpa3JeNeHUsIMH) MECTHOM aJMUHHUCTpALlMU, OpraHaMu MECTHOTO

CaMOYIpaBJICHUS  MYHUIUNAIbHBIX  0Opa3oBaHMM,  BXOMSIIMIMX B  COCTaB
MYHULUNIAJIIBHOTO palilOHa, OpraHU3alysIMU U IPAKIaHAMM.
1.4. OdunuanbHoe NOJHOE HAMMEHOBAHME OTAENa —  OTAEN MO

OpraHU3aIlMOHHBIM M OOIIMM BONpocaM aJAMHUHHUCTpaiuu KoTeTrHHKOBCKOTO
MYHULIMTIAIBHOTO paiiona Bonrorpazackoii odmactu.

Mecto Haxoxaenus otaena: 404354, Boarorpanackas 06i1., . KotenbHIUKOBO, yiI.
Jlennna, 1om Ne 9.

1.5. PaOOTHHKHM OTJ€/la Ha3HA4alOTCAd Ha JOKHOCTH M OCBOOOXKIAIOTCA OT
JOJDKHOCTH TJaBOW MyHHUIMMNanbHOro paiioHa. llltaTHas 4nMciIeHHOCTh pabOTHHKOB
oT/ieia YTBEP)KAAeTCs IPABOBBIM aKTOM MECTHOW aIMUHUCTPAIINH.

1.6. PaGoTHuKH oTnena, BBHIMOMHSIOMNE (PYHKIIUHA, YCTAHOBIICHHBIE HACTOSAIIUM
[TonoxxeHrem, TOJDKHBI  COOTBETCTBOBATh  KBaNU(UKAIMOHHBIM  TpeOOBaHUSM,
YCTaHOBJICHHBIM MPABOBBIM aKTOM MECTHOW aIMUHHUCTPALIUH.

1.7. Otnen MOXET UMETh TedaTh, a TAKXKE COOTBETCTBYIONIUE OJaHKH U IITAMITbI
CO CBOMM HAaIMECHOBAHHEM.

1.8. OTaen B cBOEH AESATENBHOCTH MOJYMHACTCS IJ1aB€ MYHULIMIAIBHOTO paiioHa.

1.9. Pexxum paboThl oOTaena omnpeaenseTcs B COOTBeTCTBUM ¢ IlpaBuimamwu
BHYTPEHHETO TPYAOBOI'O paclopsiKa, YCTAHOBJICHHBIMUA B MECTHOM aIMUHUCTPAIMH.
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2. Ilonnomouuns otaena

2.1. OCHOBHBIMUY HNOJHOMOYHUSIMU OTIENA SIBISIOTCS:

1) obecrieunBaeT UCTOTHCHUS MMOJTHOMOYHM MECTHOM aJMHHHUCTPAIMU U TJIABBI
MYHUIIMIIAIGHOTO pailoHa, B TOM 4YHCIIe TMOJHOMOYHMM 10 (OPMHPOBAHUIO H
COJIEPKAHUIO MYHUIIUIIAJIbHOTO apXHBa,

2) ofecrieunBaeT  OPraHU3aUOHHO-TEXHHUYECKOE, JEIONPOU3BOJICTBCHHOE
o0cyKUBaHHWE MECTHOM aIMUHUCTPALIMU U TPOBOJUMBIX €10 MEPOIIPUSTUH;

3) obecrnieunBaeT 3GpPEKTUBHYIO CUCTEMY y4eTa, MPOXOKICHUS M KOHTPOJISI HaJl
WCIIOJTHEHUEM JJOKYMEHTOB.

4) obecrieunBaeT OCYIIECTBICHHE MECTHOW aJMHHHUCTpAIMEH MOJHOMOYHU B
cdepe apXHBHOTO Jiejia B Mpe/Iesiax CBOC KOMIETeHIINH;

5) obecrnieunBaeT COXpaHHOCTh U TOCYIAPCTBEHHBIN YUET apXUBHBIX JTJOKYMCHTOB
MTOCTOSTHHOTO XPaHEHHS U JOKYMEHTOB 10 INYHOMY COCTaBY;

6) ocCymiecTBIsECT KOMIUIGKTOBAaHHE MYHHIIMIIATBHOTO apXvWBa JOKYMECHTaMHU
apxuBHoro (onnga Poccuiickoit ®Degepanuu, HMEIUMH HAyYHO-HUCTOPUUYECKOE,
SKOHOMHMYECKOE, IMOJIMUTUYECKOE, COLMAIBbHOE WJIM KYyJbTYpHOE 3HAuY€HHUE IS
HaceJIeHUs] MyHULIMIIAIbHOTO palioHa;

7) OCYIIECTBIISIET OPraHU3AIMOHHO-METOAMUYECKOEC PYKOBOACTBO OpTaHU3alueH
JOKYMEHTOB B JICJIONPOU3BOJICTBE H pabOTOW apXMBOB OpPraHOB MECTHOTO
CaMOYTIPABJICHUS, MYHULMNAIBHBIX YYPEKICHUM U MPEAUPUATHH, COINCHCTBHE
IpPYTMM OpTraHu3alusM M TpaxJaHaMm, B JESITEIbHOCTH KOTOPBIX 00pa3yroTcs
JOKYMEHTHI apxuBHOTO oHma Poccuiickoit deneparuu;

8) ocymiecTBASET METOAMYECKOS PYKOBOJICTBO pabOTOW 1O  BEICHHUIO
JIEJIONPOU3BOJICTBA B CTPYKTYPHBIX MOIPa3/IeICHUIX MECTHON aIMUHUCTPAIIUH;

9) TpOBOIUT  MEPONPUATUS MO  JaJbHEHIIEMY  COBEPIICHCTBOBAHUIO
JIeNONPOU3BOJICTBA, BHEAPEHUIO HAYYHOM OpraHM3allMu YIpPaBICHYECKOIO TpyAa U
OPTTEXHUKH;

10) odopmiser, BBIMYCKAET, XPAHUT MOJJIUHHUKH HOPMATUBHO-TIPABOBBIX
JOKYMEHTOB (IIOCTAHOBJICHUMN, PACHOPSIKEHUH U Tp.) MECTHOM aJAMHHUCTpAIUH,
o0ecreynMBaeT MX pacChbUIKy U O3HAKOMJIEHME C HHUMH, 3aUHTEPECOBAHHBIX
NPEANPUITUHN, YUPEKACHUHN, TOHKHOCTHBIX JIUI] ¥ TPAXKIaH;

11) obGecrieurBaeT 0TOOP, YYET U COXPAHHOCTH JOKYMEHTOB, OOpa3yIOIIMXCS B
pe3yabpTaTe AesTeIbHOCTH MECTHOM aJJMUHUCTPALIUH;

12) oOecreyrBaeT OCHAIEHHWE MMOMENICHHH W PabOYUX MECT COTPYAHHKOB
MECTHOW  aJMUHHUCTpali  Mebenplo, OyMmaroil, KaHIEISIPCKHUMH  TOBapamu,
CpeAcTBaMU JUIsl MEXaHU3allMd IPOILIECCOB  JICNIONPOU3BOACTBA U JIPYTUMHU
MPUCTIOCOOJICHUSMH, TTOBBIMIAIIIUMU KYJIbTYpPY B 3P(HEKTUBHOCTH YIPABICHUYECKOTO
Tpyna,

13) ocymecTBIsieT KOHTPOJb HaJ COONMIOACHUEM TMPOMYCKHOTO peXruMa B
MECTHOM aIMUHUCTPALINH;

14) yuacTByeT B COBEPIICHHM OT MWMEHH MECTHOW aJMHHHCTpPAIMU CICIIOK,
3aKJIIOYEHUU JI0TOBOPOB, MYHUIIMNAIBHBIX KOHTPAKTOB IO BOIPOCAM, KacarolUMCS
NEeATETbHOCTH OT/AeNIa, C OpraHu3alMsIMU U OCYIIECTBJISET KOHTPOJb HAJ UX
WCTIOJTHEHUEM;

15) ywacTByeT B OpraHu3aldd W [OJArOTOBKE IPOBEJCHUS BHIOOPOB,
pedepeHIyMOB, IyOJIMYHBIX CITYIIAHHUHA, OIPOCOB TPaK/IaH, OKa3bIBAET METOIUICCKYIO
MIOMOIIb U30UPaTEIHLHBIM KOMUCCHUSIM;



16) ygyactByeT B (hOPMHUPOBAHHH E€KETOIHOW CMETHI PACXOJOB Ha COJEPIKAHHUE
anmnapara MECTHOW aJMUHUCTpPALINH;

17) ocymecTBiseT KOHTPOJIb HaJ TMOCTYIUIEHUEM M JBMKEHHEM OCHOBHBIX
CPEIICTB M MaTepHaJIbHbIX LIEHHOCTEW B MECTHOW aJMMHHMCTPALMUd U CTPYKTYPHBIX
MOJIpa3/IICHUSIX MECTHOU aIMUHUCTPALINH;

18) BbIIaeT B YCTAaHOBJICHHOM MOPSAKE JOKYMEHTHI WM KOMUN JTOKYMEHTOB B
LEJSX CIYKEOHOTO MOIb30BaHUS;

19) yyactByeT B opraHu3aldd TMPOBEACHUS 3aceJaHUil KOMHUCCUU, KOJUIETHUU
MECTHOW aJMHHHMCTpAIlMU, COBEIIAaHWI TIJIaBbl MYHMIIMIIAIBHOTO pailoHa U
3aMECTHUTENIEN TJIABbl MyHULIMIIAJIBHOTO PAOHA;

20) ydacTByeT B OpraHU3alMA U OOCCIICUCHUU OOCITY)XKMBAHUS O(UIIHATBHBIX
Jiesieralii, TOpKECTBEHHBIX U PA3IMYHBIX MEPONPUSTHI, aKTUBOB, MPOBOJUMBIX Ha
TEPPUTOPUU MYHUIIUTIATBHOTO paiioHa;

21) Bemer paboTy TO OOCIY)XHBAaHWIO OQHUIMATBHOTO CaiiTa MECTHON
aJIMUHHUCTPAIIUH, Pa3MEILEHNIO Ha HeM Heo0X0IMMOI HHpOpMAIH, TOKYMEHTOB;

22) obecrnieunBaeT B3aUMOJICHCTBHE CO CPEICTBAMU MAacCOBOM HH(OpMaIny;

23) oCymIIecTBIsIET TPOBENCHHE padOT TO BHEAPECHUIO W COMPOBOXKICHUIO
COBPEMEHHBIX HMH(POPMALIMOHHBIX TEXHOJOTUA B MECTHOM aJMUHUCTPALUU M
COJICHCTBHUIO UX BHEAPEHUS B OPraHaX MECTHOTO CaMOYIPaBJICHHUS,

24) oOecrmeunBaeT 3aKa3bl Ha TIEYATHYIO TMPOAYKIMIO: OJaHKH MECTHOMN
aJMUHHCTpPALlMU, TPaMOThl, OJaroJapCTBEHHbIE IHCbMa TIJaBbl MYHHIMIAIBHOTO
paiiloHa W T.., HAa W3TOTOBJICHME TIeYaTe W INTAMIOB, WX Yy4YeT M BbIJaua,
YHUUYTOKEHHUE U CITUCAHUE C OTMETKOM B CHEIIMAIILHOM JKypHAJIE;

25) TOTOBUT MaTepHalibl O HarpaXkJI€HUH B COOTBETCTBUM C TpeOOBaHUSMU
HarpaJHoro 3aKOHOJIaTeIbCTBRA,

26) ocymlIecTBIIsICT JOKYMEHTHPOBAHHE JIEATEIIbHOCTH MECTHON aIMHUHHUCTpPALINH,
PEAAKTUPYET U PETUCTPUPYET NPUHATHIE PACTIOPSHKEHUSI U TOCTAHOBIICHUS;

27) oOpraHu3yer CBOEBPEMEHHOE [OBEJACHHE [0 CBEACHUS MPHUHATHIX
pacrlopsbKeHUl W MOCTAHOBJIGHUHM, a TMpPH HEOOXOAMMOCTH — OIyOJUMKOBaHHE
(oOHapoI0BaHME) HX;

28) obecrieuynBaeT €AUHYIO CHCTEMY JCJIONPOU3BOJACTBA B OT/AENIaX MECTHOM
aJIMUHHUCTpALUU;

29) opranuzyer paboTy €O CHyKeOHBIMH JOKYMEHTaMH U OOpalleHUsIMU
rpaX<JiaH B MECTHOM aJIMHHHUCTPAIUY;

30) ocymecTBiseT XpaHEHWE, KOMIUICKTOBaHHME, Yy4Ye€T M HCIOJIb30BaHUE
IOKyMeHTOB ApxuBHOro Qouaa Poccuiickoii ®enepanuu, a TakkKe JOKYMEHTOB,
00pa30BaBIINXCSA B pe3yNIbTaTe JAEATEIBHOCTH OPraHOB MECTHOTO CaMOYIpaBJICHUS,
MYHUIIUNATBHBIX  YUPSXKACHUN W TPEANPUITHH, TpaxiaaH, HETOCyIapCTBEHHBIX
opraHu3aruii, OOIICCTBEHHBIX OpraHW3allMii ¥ JBIKCHHM, JIEHCTBOBABIIUX Ha
TEPPUTOPHH MYHUIUIAIBFHOTO palilOHa U OTHECEHHBIX K (hefiepanbHOil COOCTBEHHOCTH
u cobcTBeHHOCTH Bonrorpajackoil o0071acTH, AOKYMEHTOB IO JIMYHOMY COCTaBY
JUKBUJIMPOBAHHBIX OpraHu3alMii, B TOM 4HCIE€ B pe3yibTaTe OaHKPOTCTBA,
JENCTBOBABIIMX HA TEPPUTOPUHA MYHMIIMIIAIBHOTO PAMOHA;

31) ocymiecTBIsieT TOCYNApCTBEHHBIH y4eT JIOKyMEHTOB, IPHHSATBHIX B
MYHHIIMTAIbHBIN apXUB, MPEICTABISAET B YCTAHOBIEHHOM MOPSKE YUETHbIE TaHHbIE B
OpraH UCIOJIHUTENBHOM BiacTu Bonrorpazackoit o6nactu B cepe apXMBHOTO Jena;

32) paspabarbIBaeT CIUCKH OpraHU3aIMid - WCTOYHHKOB KOMILJICKTOBAHHS
MYHUIMIAIBHOTO  apXuBa, MpEACTAaBISIET UX HA COIJIACOBAaHME B  OpraH



WCIIOJIHUTENBHOU BIacTH Bomrorpanackoit obnactu B cdepe apxXuBHOTO neia W Ha
YTBEPKICHUE MECTHOIN aAMUHUCTPALUK;

33) opranusyer OTOOp apXHMBHBIX JOKYMEHTOB OpPTraHU3alMid - HCTOYHHKOB
KOMIUIEKTOBAHHSI MYHULMIAIBHOIO apXvMBa JUIA IOCTOSSHHOTO XPaHEHHS H
OCYLIECTBJIAET UX IPUEM B MYHULIMITAJIBHBIA apXUB;

34) cocTaBisieT HOMEHKIATYPY U OMUCH JIeJI MECTHOW aJIMUHUCTPAIIMU Ha OCHOBE
JIeN CTPYKTYPHBIX TOAPA3AEICHUN MECTHON aIMUHUCTPALIUN;

35) obecrnieunBaeT B yCTAHOBICHHOM TOPSIKE BEACHUE TOCYIaPCTBEHHOIO ydeTa
JOKYMEHTOB  apxuBHOTO ¢oHmaa Poccuiickoit ®eneparuu, XpaHSIMIUXCI B
OpPraHu3aIMsAX - UICTOYHUKAX KOMIUIEKTOBAHUSI MYHULIUIIATBHOTO apXHUBa;

36) OCYIIECTBISIET OpPraHU3aUOHHO-METOJANIECKOE PYKOBOJICTBO pPabOTOM
OpraHu3aluil - UCTOYHUKOB KOMIUIEKTOBAHHUS MYHULMIIAJIBHOTO apXHWBa, OKa3bIBAECT
UM HEOOXOJMMYI0 TIOMOIIb B BOIPOCAX OpPraHU3allUd M METOJUKH paboOThl C
JTOKYMEHTaMH, TPOBOAUT MPOBEPKHU COCTOSHUS BETOMCTBEHHOTO XPAHEHUSI apXUBHBIX
JTOKYMEHTOB;

37) oka3pIBacT MyHHIIMIIATbHBIC yeayru «[IpemocraBieHre apXUBHBIX CIPABOK,
apXMUBHBIX KOMHWW, AapXWUBHBIX BBIMUCOK, WH(OOPMAIMOHHBIX TIHCEM», uepes
rOCy/apCTBEHHYI0 HH(pOpMalMOHHYI0 cuctemy «llopran rocynapcTBEHHBIX U
MYHHIMTAIBHBIX yeuyT (QyHkuumii) Bonrorpaackoit obmactuy,

38) ucmoNHsAeT 3ampochl IOPUANYCCKUX M (PU3NYCCKHX JIMI Ha JOKYMCHTHYIO
nH(pOpPMALMIO MYTEM BbAAYM B YCTAHOBJIEHHOM TMOPSAKE J€J BO BPEMEHHOE
MOJIb30BAaHKWE, BBIIAET AaPXWBHBIE CIOPABKH, 3aBEPEHHbIC KOMUU  ApPXHBHBIX
JOKYMEHTOB, BBIITUCKHU U3 HUX;

39) HUCHONHSAET COIMAIBHO-TPABOBBIC 3alPOCHl TPAXKIaH, BBIAACT APXHUBHBIC
CIIPaBKH, KOTIMH, BBITTUCKH U3 JOKYMEHTOB;

40) ocylIecTBISICT MPUEM TpaxKIaH, PAacCMATPUBACT IKAJOOBI, 3asBJICHUS H
MIPEATIOKEHUS TPaK/IaH MO0 BOMpPOcaM B cepe apXUBHOTO Jielia, KOHCYIbTHPYET UX 110
BOITPOCAaM PO3bICKA aPXUBHBIX JOKYMEHTOB;

41) pa3pabaTbIiBacT MPOCKTHl HOPMATUBHBIX W IPABOBBIX aKTOB B cdepe
apXHUBHOTO JIEJIa;

42) ocylecTBISIET B Mpe/eiaXx CBOCH KOMIIETEHIIMU pa3pabOTKy U peain3aiiuio
MYHUIIUMABHBIX TIPOTpamMM;

43) mpuHUMaeT ydacTHE B TIpelenax CBOCH KOMIIETEHIIMH B pa3paboTke u
peanu3anyy BEJOMCTBEHHBIX 1IEJIEBBIX ITPOTPaAMM;

44) BuU3MpYET TPOEKTHl MpPaBOBBIX aKTOB M COIVIAlIEHUH (JAOrOoBOpPOB,
KOHTPAKTOB), MPECTaBIIsIeMble Ha MOAMKUCH TJIABE€ MYHUIIUIIAIBHOIO palioHa,

45) ocymecTBIAeT KOHCYIBTUPOBaHNE PAOOTHUKOB MECTHON aJIMUHUCTPALIUU TIO
BOIIPOCAaM, OTHOCSILIUMCS K KOMIIETEHIIUHU OTJIENA;

46) paspabaTeiBaeT W (WIM) MPUHUMAET ydyacThe B pa3pabOTKe MPOEKTOB
corjanieHui (A0roBOpoB, KOHTPAKTOB), 3aKJIF0YAEMbIX MECTHOM aJIMUHUCTPALIUEH;

47) mpuHMMaeT y4yacThe B MOHHUTOPUHIE (heaepaiabHOro 3aKOHOJATEeNbCTBA U
3aKOHOJaTeNbcTBa Bonrorpaackoil o0iacTv, MOAroTaBivMBaeT M (WJIM) MPUHHUMAET
y4acTHE€ B MOATOTOBKE IPOEKTOB IPAaBOBBIX AaKTOB, HAIPABICHHBIX Ha pPa3BUTHE
MOJIOKEHHUH (heJIepabHOTO 3aKOHOJATENIbCTBA M 3aKOHOJATENhCTBA Bonrorpanackoit
o0nacth W (WIM) NpPHUBEACHHE MPABOBBIX AaKTOB MYHHIMMNAIBHOIO pailoHa B
COOTBETCTBUE C  (enepalbHbIMAU  HOPMATUBHBIMU  NPAaBOBBIMH  aKTaMU U
HOPMaTHBHBIMU IIPABOBBIMU akTaMu Bonrorpaackoit obnacty;



48) monroraBiIMBaeT IS TJIaBbl MYHUIMOAIBHOTO pPaliOHAa CHpPaBOYHBIC
MaTepHabl [0 BOIIPOCaM, OTHOCSIIMMCS K KOMIIETEHLIUU OTeNa;

49) B paMkax CBO€Hl KOMIIETCHIIMM ¥ B YCTAHOBJICHHOM TIOPSAKE BEACT
JETOTPOU3BOJCTBO, HCIIONHSAET PETIaMEeHT W TpaBWiIa BHYTPEHHETO TPYIOBOTO
pacropsiJika MECTHOM aJIMUHUCTpALIH;

50) obecnieurBaeT 00BEKTUBHOE, BCECTOPOHHEE M CBOEBPEMEHHOE PACCMOTPEHHE
oOpamieHnii Tpax1aH 1 IOPUINIECKUX JIHII;

51) ocymiecTBIseT B yCTAHOBIEHHOM IOPSAIKE KOMIUIEKTOBAaHUE, XpaHEHUE, yUET
U UCHOJb30BAHME APXMBHBIX JIOKYMEHTOB, OOpa30BaBIIMXCA B pe3yibTare
JESATENBHOCTH OT/ENA;

52) mpoBOAMT JNHWYHBIA TPHEM TpaXIaH IO BOMPOCAM, OTHOCSIIUMCS K
KOMIIETEHIIUH OT/ENIa;

53) mpoBOIUT B YCTAHOBJICHHOM TMOPSIKE AHTUKOPPYHIIMOHHYIO SKCHEPTH3Y
MIPOEKTOB HOPMATHUBHBIX MTPABOBBIX aKTOB M HOPMATHUBHBIX MPABOBBIX aKTOB MECTHOU
aJIMUHUCTpAIMH, OTHOCIIMUXCA K cdepamM HX JESITEIbHOCTH, NPU MOHUTOPHHIE
PUMEHEHMS;

54)  BHOCHUT  TMpeMJIOKEHHs  IJIaBe  MYHUUUIAIbHOrO  pailoHa 1o
COBEPLICHCTBOBAHUIO JEATENBHOCTU OTHENa, (PUHAHCUPOBAHUIO, OOECIIEUEHUIO0 HX
Ha/JISKALIIM 000pyA0BaHUEM, ITPeIMETaMH OPITEXHUKU U IPYTUM UHBEHTapEM;

55) obecrnieunBaeT B Ipejesiax CBOCH KOMIIETEHIIMH COOTBETCTBYIOLIUM PeKUM
XpaHEHHUsI W 3allUThl TMOJYYEHHOW B IPOLECCE ACATEIHbHOCTH KOH(HICHIMATHHON
uH(pOpMaIIH, CBEICHUIA;

56) ywacTByeT B JeSATENBHOCTH pabo4yux TpYIN, COBEIIAHUSAX U HHBIX
MEPOTIPHUATHUSIX IO BOITPOCAM, OTHECEHHBIM K KOMIIETCHIINH OTAENa;

57) ocylecTBIseT UHbIE MOJHOMOYUS, MPETyCMOTPEHHbIE MPAaBOBBIMU aKTaMU
MYHHUIUIIAJIBHOTO palioHa.

3. IlpaBa oTnena

3.1. Otnen umeer npaBo:

1) 3ampammBaTh y GYHKIUOHAIBHBIX © (WJIM) OTPAcieBBIX OPraHOB
(CTpYKTYpHBIX  TIOApA3JCICHUN) MECTHOM aJAMHUHUCTpAlMd UHOOpPMAIUIO |
JIOKYMEHTbI, HEOOXOANMBIE ISl BHIITOJIHEHUS CBOUX MOJIHOMOYHIA;

2) mpuBIeKaTh C corjIacus pyKoBoAWTeNned (QYHKIMOHANBHBIX W (WJIH)
OTpaclIeBBIX OPraHoB (CTPYKTYpPHBIX IOAPA3JEICHUI) MECTHON aJIMHUHHUCTpALMH
pabOTHUKOB ATHX OpraHoB (CTPYKTYpHBIX MOJApa3JeleHuil) s pa3paboTKu U
OCYIIECTBIICHUS MEPONPHUITHIA, MPOBOJAMMBIX OTIAEIOM B COOTBETCTBUHU C
BO3JIO’KEHHBIMH Ha HET'O ITOJIHOMOYHSMY;

3) pykoBoauTeNb oTena U (WiIKM) ero pabOTHUKU BIIpaBe NPUHUMATh Y4acTHE B
COBEILIaHUAX, B paboTe KOMHUCCUM, KOJUJIETHI, COBETOB M HHBIX KOJUIETHAIBbHBIX U
(unn) coBelaTeNbHBIX OPraHax MECTHOM aMUHUCTPALIUU;

4) naBaTh pa3bsACHEHUS 11O BOIIPOCAM JIEATEIBHOCTH OT/EINA;

5) uHBIE MpaBa, IpelyCMOTPEHHbIEC 3aKOHOIaTeIbCTBOM Poccuiickoit denepanuu
u Bonrorpazackoit o0macty, a Takke MPaBOBBIMU aKTAMH MYHHUIIUIIATBHOTO paiioHa.

3.2. PykoBogutens u apyrue paOOTHUKM OTJela HECYT IE€PCOHAIBHYIO
OTBETCTBEHHOCTh 32 COOTBETCTBHE BHM3UPYEMBIX MMHU IPOEKTOB IPABOBBIX AaKTOB,
corjiameHuil (JOroBOPOB, KOHTPAKTOB) M MHBIX JOKYMEHTOB 3aKOHOJATEIbCTBY
Poccuiickoit ®enepanuu u Bonrorpajackoit o0mact, a TakKe MPABOBBIM aKTam
MYHULUNIAJIBHOIO palioHa.



4. OpraHuzanus JesTeIbHOCTH OT/Iela

4.1. Otoen BO3MIABNSET HAYaIbHHUK OTAENA, Ha3HA4YaeMbId Ha JOJDKHOCTH U
0CBOOOKIAEMBIH OT TOKHOCTH TJ1aBOM MYHHUIIMIIAJILHOTO paiioHa.

4.2. HauanpHUK OTOENA:

1) pyKOBOAMT IE€ATEIBHOCTHIO OT/EINA;

2) pacnpenensieT 00s13aHHOCTH MEXKy paOOTHUKaMH OTAeNa;

3) TOTOBUT MPEUIOKEHUS IO IITATHON YHCIEHHOCTH OT/AENA;

4) obecneunBaeT  coOdioJiecHUE  PaOOTHUKAMHU  OTHAENa  JIOKHOCTHBIX
WHCTPYKIIWHA, TIPAaBUJI BHYTPEHHETO TPYIOBOTO PACIIOPSIIKA, a TAKKE MHCTPYKIIUHU IO
JIeJIONPOU3BO/JICTBY;

5) opraHuszyeT MpUEM HaceJIeHHUs, PacCMOTpEeHHE OOpalleHuil TpaxaaH u
IOPUINYECKIX JIUI] B TIPEIeNIaX KOMIIETCHIINN OT/IEINa;

6) oOecrieynBaeT COXPAaHHOCTh MAaTEPUATbHBIX IEHHOCTEH;

7) HeceT MEpPCOHAJbHYI0 OTBETCTBEHHOCTHh 3a BBHINIOJHEHUE ITOJHOMOYHUM,
BO3JI0KCHHBIX Ha OT/IET;

8) ¢opmupyeT HODKHOCTHBIE OOS3aHHOCTH pPaOOTHHUKOB OTAENA IS
OCYIIIECTBJICHHUS MTOJIHOMOYUI B YCTAHOBIIEHHOU cepe AesITeIbHOCTH;

9) npeacTaBIsACT IJIaBe MYHHIIUIIATBHOTO paliOHA MPEIOKCHUS O TPUMEHEHUH K
pabOTHHKAaM OTIeNa B3BICKAHWH, a TakKKe O TOOMPEHWH pPaOOTHUKOB OTAETa 3a
BBICOKOE MPOQECCHOHATEHOE MAaCTEPCTBO, CIOXHOCTh M KaueCTBEHHOE HCIIOJTHEHUE
3aJlaHUi U IOPYUYCHUH;

10) oOecneurBaeT COXpaHHOCTh JOKYMEHTOB M NEpe/ladyy MX B YCTaHOBJICHHOM
TOPSIJIKE JUTsl apXUBUPOBAHMSI,

11) ocymiecTBIsIET UHBIE MTOTHOMOYHS B YCTAaHOBIIEHHOU cepe AesITeNbHOCTH B
COOTBETCTBUU C JICHCTBYIOIIUM 3aKOHOAATEIBCTBOM U HacTosIuM [lomoxeHuneM.



YTBEPXJIEHA
pacIoOpsHKEHUEM aJIMUHUCTPALIAN
KOTenpHUKOBCKOTO MyHHUIIMIIAJIBHOTO

paiiona Bonrorpasickoit o61acTu
ot 13.01.2022 r. Ne 6-p

JOJDKHOCTHAS MHCTPYKIMA
HavyaJIbHUKA OTJeJa M0 OPTaHU3aLUOHHBIM U O0OIIUM BOIIPOCAM aIMUHHUCTPALINH
KoTenbHIKOBCKOTO MyHHUIIMTIAIILHOTO paiioHa Bonrorpazackoit obnactu

1. OO01re noJI0KEHUS

1.1. HavanpHuUK oOTAeNa 1O OpPraHU3aMOHHBIM M OOIIMM  BOIPOCAM
agMuHUCTparid KOTeIhbHMKOBCKOTO MYHHUIIMIAIBHOTO paiioHa Bonrorpamackoi
oOnactu (Hajiee — HayalbHHUK OTJENA) OTHOCUTCS K BBICIIEH TpyMIe IOJKHOCTEH
MYHHUIIAITAJILHONW CITYKOBI B agMUHUCTpAIid KOTEIBPHMKOBCKOTO MYHHUIIMITAIIBHOTO
paiiona Bonrorpaackoii obmacTu (majiee — MecTHas aJMUHHUCTpAIds), 3aMeniacMoi
0e3 orpaHUYeHHUs CPOKA MOTHOMOYHH.

1.2. HavanpHuMK oOT/AEa Ha3HA4YaeTCsd Ha JOJDKHOCTH M OCBOOOXKIACTCS OT
JOJDKHOCTH TJIaBoi KOTEIBPHMKOBCKOTO MYHHITMIIAIBLHOTO paiioHa Bomarorpamuckoit
obsactH (fajiee — riaBa MyHHIIMIIAJLHOTO paiioHa).

1.3. HayanpHUK OTJ€Na NOIYHUHSIETCS HEMMOCPEICTBEHHO IJIaBE€ MYHULIUIIATBLHOTO
paiioHa.

2. Kanudukannonusie TpeboBaHus

2.1. Kpamudukanmonnsle TpeOOBaHHUS K NPo(ecCHOHAIBHBIM 3HAHUSIM U
HaBbIKaM:

a) mnpodeccuonanpHbie 3HaHud KoHctutymuu Poccmiickoit  deneparum,
(dbenepanpHBIX 3aKOHOB, yKa3oB [Ipe3unenta Poccuiickoit denepainn, moCTaHOBICHUM
[IpaButenbctBa Poccuiickoii ®Denepanuu, 3akoHOB Bonrorpaackoit obnactw,
MYHHUIUIIAJIBHBIX HOPMATHBHBIX IIPaBOBBIX AaKTOB, B COOTBETCTBHUM C KOTOPBIMH
PEryIUPYIOTCS OTHOIIEHUS, CBSI3aHHBIE C MYHUIIMIIATILHOW clyx00ii B Poccuiickoit
@denepanuy; HOPMATHBHOM  0a3bl  COOTBETCTBYIOLIEH cdepsl  AEesATENbHOCTH,
OCYIIECTBIIIEMOM B TIpeJeNiax CBOMX JOJKHOCTHBIX OOS3aHHOCTEH W ITOJTHOMOYMIA,
MIEPEIOBOTO OTEUYECTBEHHOI'O U 3apyOEKHOI'O ONBITA MO OCYLIECTBIECHUIO MECTHOTO
CaMOYTIPaBJICHUS, =~ METOJOB  YIpPAaBICHHs  allapaToM  oOpraHa  MECTHOIO
CaMOYIIPABJICHUS; OCHOB BEJECHUS JIEJIOBBIX IIEPErOBOPOB; MPABUII JEIOBOI0 ITUKETA;
CIIy’K€OHOTO pacropsiika; Mopsiika paboThl co ciaykeOHOM HH(pOpManuen; MpaBmiI u
HOpPM OXpaHbl TpyJAa, TEXHUKH OE€30MacHOCTH M MPOTHUBOIOXKAPHOM 3alllUTHI;
JOJDKHOCTHOTO PETJIAMEHTA;

0) mnpodeccHoHANbHbIE HABBIKA YIPABICHHUS IEPCOHAIOM; OIEPATHUBHOTO
NPUHATUS W pEATHU3aLMU YIPABICHUYECKUX M HMHBIX PEUICHUW; MPOTHO3UPOBAHMS
MOCJICICTBUN TPUHATHIX PELIEHUHN; BEACHMS JEJIOBBIX IEPErOBOPOB; padOTHI IO
B3aUMOCBA3M C TOCYJAapCTBEHHBIMM W HWHBIMH  OpPraHamu, BEJIOMCTBaMH,
OpraHM3aIusIMU, TpaXIaHAMU; TPEAYNPEKIACHUS U pa3peuieHus: KOH(IUKTOB;
NOATOTOBKM  JEJIOBOTO  IHChbMA;  BIAJCHUS  KOMIIBIOTEPHOW  TEXHUKOH H
HEOOXOJUMBIMM MPOrPAMMHBIMU MPOAYKTaMU; IUIAHUPOBAHUS U  OpTraHU3aINU
pabodero BpeMeHH; IEIETHPOBAHUS TTOJIHOMOYHMA MMOAYNHEHHBIM; TTOCTAHOBKH TIE€peN
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MOAYMHEHHBIMU JIOCTHKUMBIX 3a/1a4; HEJOMYLIEHUS JUYHOCTHBIX KOH(JIMKTOB C
NOJYMHEHHBIMUA COTPYAHHKAMH, KOJJIETAMU W BBIIIECTOSALUIUMHU PYKOBOIUTEIISMU,
MMETh CKJIOHHOCTh K THOKOCTM M KOMIIpOMHCCAaM TIPU pPEIICHUH TMpoOJieM B
KOH()JIMKTHBIX CUTYaIIHsIX.

2.2. Kpanudukanuonnsle TpeOOBaHUSA K CTaXy MYHUIMIAIBLHOW CIYKObI WIH
CTa)xKy pabOoThI MO CMENUATbHOCTU: CTaXK MYHUIIMTIATBHON CIY>KOBI — 2 T0Jla WU CTax
paboTHI IO CHEIUATBLHOCTH — 3 TOJIa.

2.3. KpamudukanuoHHble TpeOOBaHMS K YPOBHIO MpodheCcCHOHAIBHOTO
o0Opa3oBaHusl: BbICIIEE 0Opa30BaHHUE.

3. JIoJbKHOCTHBIE 00SI3aHHOCTH

3.1. HauanpHUK OT/eNa BIMOJIHAET CIEAYIOLINE JOHKHOCTHBIE 00sI3aHHOCTH:

1) BU3MpYET NpOEKThI MPABOBBIX aKTOB M COTJIALIEHUH (JOTOBOPOB, KOHTPAKTOB),
MPECTaBIIsIEMbIE Ha MOMKCH INIaB€ MyHUIIUIIAIILHOTO paiioHa,

2) paspabarpiBaeT M (MIM) NPUHUMAET YydacTue B pPa3pabOTKe IPOEKTOB
MIPaBOBBIX aKTOB MECTHOW aJMUHUCTPALIUU U APYTUX MPABOBBIX AKTOB;

3) pa3pabaTeiBaeT W (WIM) NPUHMMAET ydacTUe B pa3pabOTKe MPOEKTOB
COIVIalIeHUH (I0rOBOPOB, KOHTPAKTOB), 3aKJIFOUAEMbIX MECTHOW aIMUHUCTpPALIUEH;

4) ocyiecTBIseT KOHCYJIbTUPOBaHHE PAaOOTHUKOB MECTHOW aJMMHUCTPALUU IO
BOIIPOCAM, OTHOCSIIIUMCS K KOMIIETEHIIUHU OT/ENa;

5) mpuHHMMaeT ydacTHe B MOHHUTOpHMHIE (hellepajJbHOro 3aKOHOAATEIbCTBA U
3aKoHoJaTeNbcTBa Bosrorpanackoit o0nacTu, MOAroTaBiIMBAaeT M (WIM) NPUHUMAET
ydyacThe B IMOATOTOBKE IPOEKTOB IPABOBBIX AaKTOB, HANPABIEHHBIX HAa PpPa3BUTHE
MOJIOKEHUH (heZIepallbHOTO 3aKOHOJATENbCTBA M 3aKOHOJATeNbcTBa Bonrorpanackoi
obmactu W (WIM) TPHUBEACHUE IMPABOBBIX AaKTOB MYHHUIUMNAIBHOTO paiioHa B
COOTBETCTBUE ¢  (efepaibHBIMU  HOPMATUBHBIMH  IPAaBOBBIMH  aKTaMH U
HOPMAaTHMBHBIMHU IIPABOBBIMU akTaMu Bonrorpaackoit o6nactu;

6) TmoAroTaBIMBAET IS TJaBbl MYHUIMNAIBHOTO pailOHa CIPaBOYHBIC
MaTepHaJIbl 110 BOIPOCAM, OTHOCSIIMMCS K KOMIETEHIIMH OTEIA;

7) B pamMKax CBOE€M KOMIETEHIIMM W B YCTaHOBJIIEHHOM TIOpSJKE BeIET
JIEJIONPOU3BOJICTBO, HCIIOJIHAET PpErjlaMeHT W MpaBujia BHYTPEHHETO TPYJI0BOTO
pacrnopsiika MECTHOM aIMUHUCTPALINH;

8) obecreunBaeT 00BEKTUBHOE, BCCCTOPOHHEE M CBOEBPEMEHHOE PAaCCMOTpPEHHUE
oOpallleHui rpaXkaaH U IOPUITIECKUX JHUIL;

9) ocyliecTBIISIET B YCTAHOBJIEHHOM MOPSAAKE KOMIUIEKTOBAaHUE, XPAHEHHE, YUET
M UCIHOJBb30BaHHE AapXHUBHBIX JOKYMEHTOB, OOpa30BaBIIMXCSA B pe3yjbTare
JIeSITEIbHOCTHU OT/IENA;

10) ucnonHseT NpaBOMEpHbIE MOPYYEHUS TIJaBbl MYHMIMIIAIBHOTO paloHa,
OTHOCSIIUECS K TOJKHOCTHBIM 0053aHHOCTSIM;

11) B cmyuae ywactus B paboTe KOMHUCCHM, KOJUIETHH, COBETOB M HWHBIX
KOJUIETHAIbHBIX M (MJIM) COBEIATeJIbHBIX OpPraHOB MECTHOW aJMUHHUCTpAlH B
KayecTBE OTBETCTBEHHOTO CEKpETapsl MCIOIHSAET €ro O0sf3aHHOCTH, YCTaHOBJICHHBIC
MOJIOKEHUSIMM O COOTBETCTBYIOIIMX KOJUIETHAIBHBIX W (MJIM) COBELIATEIbHBIX
oprasax;

12) ocymiecTBisieT B mpejenax CBOEl KOMIETEHIMH pa3paboTKy U peaanu3aliio
MYHHULUTAIBHBIX TIPOTPamMM;

13) mpuHuMMaeT yyacTHe B MpEJeNax CBOEM KOMIIETEHLHMH B pa3paboTke u



peanm3aIii BeJOMCTBEHHBIX IIEJIEBBIX MTPOTPAMM;

14) npoBOAMT NUYHBIA MpPUEM TpakJaH IO BOMNPOCaM, OTHOCALIUMCS K
KOMITETEHITUHU OT]IeNa;

15) mpoBOAMT B YCTAHOBJICHHOM TIOPSJAKE AHTHKOPPYIIIMOHHYIO 3KCIIEPTH3Y
IPOEKTOB HOPMATUBHBIX MPABOBBIX AKTOB U HOPMATUBHBIX MIPABOBBIX AKTOB MECTHOI
aJIMUHHUCTpAIlMU, OTHOCSAUIMXCA K cdepam €ero AesiTeNbHOCTH, NMPU MOHUTOPUHIE
MIPUMCHCHUSI,

16) obecrnieunBaeT B mpejesax CBOed KOMIETEHIIMM COOTBETCTBYIOIIUN PEKUM
XpaHEHUs M 3alIUTHl TMOJYYEHHOM B Mpollecce AESITeNbHOCTH KOHQUICHIIMAIbHON
nH(popManuu, CBeICHUN;

17) ywacTByer B JAEATEIBHOCTH pabdOuYuMX TpPYII, COBELIAHUAX M HHBIX
MEPOIPUATHSIX 10 BOPOCaM, OTHECEHHBIM K KOMIIETEHIIMH OT/IENa;

18) obecrieunBaeT OCyIIECTBIEHUE OTIECIOM MOJTHOMOYHM, MPEIyCMOTPEHHBIX
nyHkToMm 2.1. [Tonoxxenus 06 otaene;

19) oOecreurBacT OpraHU3alMIO JICJIONPOU3BOACTBA B almapaTe MECTHOM
aJIMUHHUCTPAIIUU, TPOBOAUT MEPOIPHUATHS MO JAIbHEUIIEMY COBEPIICHCTBOBAHUIO
JICJIONPOU3BOJICTBA; 00ECIIEUYNBAECT BHEAPCHHE CTAHIAPTOB  YHU(DHUITUPOBAHHON
CUCTEMBI OpTaHU3aIMOHHO-PACTIOPSAIUTEIBEHON JTOKYMEHTAIUH;

20) BemeT perucTpamuio, ydeT, Mepenady Ha HWCIOJHCHHE, OTIPAaBICHHE H
xpaHeHue 3akoHOB Poccuiickont @enepauuu, yka3oB IIpe3uaenra Poccuiickon
@enepauny, TMOCTAHOBICHUNM U pacnopsbkenuid  IIpaButensctBa  Poccuiickoit
deneparuy, MOCTAHOBICHUNA M PACHOPSIKEHUN MECTHOW aJIMUHHCTPAIIUHU, a TaKkKe
JIOKYMEHTOB 0051acTHO# J[yMBI, MpeCTaBUTEILHOTO OPraHa MYHHUIIUIIATFHOTO paiioHa
U JPYrHX JOKYMEHTOB, OCYIISCTBIISICT KOHTPOJIb HaJl MNPUEMOM H METOJIaMH
00pabOTKH BXOJAIICH KOPPECTIOHJCHIIUU, TIOPSAKOM OTIPABICHUS HUCXOISIICH
KOPPECIIOH/ICHIINH;

21) oOecreynMBacT CBOEBPEMEHHOE JIOBEJACHUE 1O CBEACHMS HCIOJHUTEICH,
3aMHTEPECOBAHHBIX TPEANPHUATHH, YUPEKICHUH, ITOHKHOCTHBIX JIUI[ W TpaKIaH
IMOCTAHOBJIEHUN U PACHIOPSKEHUN aIMUHUCTPALUN;

22) oCyIIECTBIISICT KOHTPOJIb HaJl CBOCBPEMEHHBIM UCTIOJTHCHUEM CTPYKTYPHBIMHU
MOJIPA3/ICICHUSIMH  MECTHOH ~ aJIMUHHUCTpAIlMU  JIOKYMEHTOB B COOTBETCTBHH C
PE3ONIIOIMEH  TUIaBbl ~ MYHHIIMIIAJBLHOTO paiiloHa, a TakkKe CBOCBPEMCHHBIM
MIPEIOCTABICHUEM IIJIAHOB pabOT OT/IETIOB;

23) mpoBepsieT MPaBUIBHOCTh O(OPMIICHHS TOKYMEHTOB B COOTBETCTBUHU C
perjiaMeHTOM M MHCTPYKITUCH I10 JCTONPOU3BOJICTBY MECTHOW aIMUHUCTPAIINN;

24) oOecnieunMBaeT y4eT W XpPaHCHHE B TCUCHUE YCTAHOBJIICHHOTO CpOKa eI,
3aKOHUYEHHBIX JIEJIONMPOU3BOACTBOM, TOKYMEHTOB M MAaTE€pPHAJIOB, MOATOTABIMBACT U
C/laeT UX B MYHHUIIUIIAJIbHBIN apXHB,;

25) obecrneunBaeT COOJIOJACHUE COTPYAHHMKAMH MECTHOH aJMUHHCTPAIMH
MIPaBWJI BHYTPEHHETO PACIIOPSIIKA;

26) oOecrieunBacT OCHAIICHHE TOMEIICHUH M pabo4YMX MECT COTPYIHUKOB
MECTHOW  aJIMUHUCTpAIlM  MeOenplo, OyMaroi, KaHICISIPCKHUMH  TOBapaMmH,
CpelICTBaMU JUIS MEXaHW3allud TMPOIECCOB  JICTIOMPOUW3BOJCTBA U JIPYTUMU
npenMeraMu  (CpeICTBaMH), MOBBIMAINUMHA  KYIbTYpy U 3(PPEeKTUBHOCTH
yIIPaBJICHYECKOTO TPYAQ;

27) obecrieunBaeT XpaHeHHE TepOOBO# MeYaTH MECTHOM aJMUHUCTPAIUH;

28) OCYILECTBISIET KOHTPOIb HAaJ COOJIIOJCHHEM IIPOIYCKHON CHCTEMBI B
MECTHOW aJMHWHHCTpPAllMM, a TaKke 3a COONIoJCHHEeM paOOTHUKAMU MECTHOU



aJIMAHUCTPAIIH TUCIUILTAHBI TPY/a U TPABWII X HOPM TI0 OXpaHe TPya;

29) ocymlIecTBISICT KOHTPOJIb HAJ TOCTYIUICHHEM U JIBUKEHHEM OCHOBHBIX
CPEZICTB U MaTepUAIBbHBIX IEHHOCTEH B MECTHOW aJIMHUHUCTPALINH;

30) npuHEMaeT ydyacTHE B OpraHU3allMd W OOECHCUCHHH OOCIYKHBAaHUS
o(UIMaTBHBIX JeNerannii, TOP>)KECTBEHHBIX U PAa3IMYHBIX MEPONPHUATHI, COBEUIaHNH,
aKTHBOB, IPOBOJIUMBIX B MECTHOW aJIMUHHICTPALINH,

31) obecrieunBaeT 3aka3bl Ha IMEYATHYIO TPOJAYKIHUIO: OJaHKH, TPaMOTHI,
OnarogapcTBeHHBIC MUChMa TJIaBbl MYHHIIUIIAIBFHOTO paiioHa | T.II., HA U3TOTOBJICHUE
reyaTeil W MITaMIOB, X YYeT M BblJada, YHHYTOXKEHHE U CIIHCAHHE C OTMETKOH B
CTeHaIbHOM JKypHAaJe,;

32) ywacTByeT B pa3pabOTKe YCIOBHH KOHKypca (ayKIMOHA) B paMKax
BO3JIO’KEHHBIX Ha OTJEN 33/1a4 U PYHKIIHI;

33) muaHupyeT NeATeTBbHOCTh OT/eNa;

34) pyKOBOIUT JEATEIBHOCTBIO W pabOTHUKAMH OTAENa, paclpeaesser
00513aHHOCTH MEXKAY COTPYTHUKAMHU OTIeTa.

4. ITpaBa

4.1. B uensix BBIMOJHEHUS AODKHOCTHBIX OOS3aHHOCTEH HayalbHUK OT/ElNa
HMMEET IPaBO:

1) 3ampammBath y GYHKIMOHAIBHBIX W (WJIM) OTPACIEBBIX OPraHoOB
(CTpYKTYpHBIX  TOJpa3JelieHuii) MECTHOM aJMHUHUCTpallMu UHpOpMaIuioo |
JIOKYMEHTBI, HEOOXOAMMBIC IS BHITIOJIHEHUS CBOUX (PYHKITMOHATBHBIX 00S3aHHOCTEH;

2) mnpuBIeKaTb C corJacus pyKOBoAWTENeH (PYHKIMOHANBHBIX U (WJIM)
OTpacieBbIX (CTPYKTYPHBIX MOApPA3JEICHUI) MECTHOW aJMUHUCTpAIMd paOOTHUKOB
3THX OPraHoB (CTPYKTYPHBIX MOApa3feNeHuil) Juisi pa3paboTKU U OCYILECTBICHUS
MEpPONPUATHUH, TPOBOAUMBIX B COOTBETCTBHUHU C JOJDKHOCTHBIMU O0S3aHHOCTSMU;

3) TpeboBaTh OT TIJIaBbl MYHHUIIMIAJIBHOIO palioOHAa OKa3aHUs COJACHCTBUS B
MCIIOJTHEHUU CBOMX JIOJDKHOCTHBIX 00sI3aHHOCTEH U Mpas;

4) 3HaKOMHUTBCA C TPOEKTAaMU pEUICHUH MECTHOW  aJMHUHUCTpAIUH,
KacaloIUMHUCS eATEIbHOCTH OT/IENa;

5) yuacTtBoBaTh B OOCYXJCHHH BOMPOCOB, KACAIOMIMXCS HCIOJHIEMBIX UM
JIOJKHOCTHBIX 00513aHHOCTEH;

6) BHOCHUTh Ha PACCMOTPEHME TJIaBbl MYHUIIMIIAIBHOIO paiioHa MPEII0KEHNS 10
YIYUYIIEHUIO JESTENbHOCTH OT/ENA;

7) uHBIE MpaBa, IpPe1yCMOTPEHHBIE 3aKOHOAaTeNbCTBOM Pocculickoil denepannn
u Bonrorpazackoii o0macty, a Takke MPaBOBBIMU aKTAMH MYHHUIIUIIATBHOTO paioHa.

5. YcnoBus paboTsl

5.1. Pexum paboThl HaYyallbHUKAa OT/ENA OMPENENseTCS B COOTBETCTBHH C
[IpaBuiamMu BHYTPEHHETO TPYAOBOI'O pPaCHOpSAIKA, YCTAHOBJICHHBIMH B MECTHOMH
aJIMHHHUCTPAIUH.

5.2. B cBsi3u ¢ IPOU3BOJICTBEHHON HEOOXOJUMOCTHIO HAYaIbHUK OT/IENIa MOXKET
BBIC3)KATh B CIIY)KCOHbIC KOMaHJUPOBKH (B T.4. MECTHOTO 3HAYCHHUS).

5.3. JInst penieHust OnepaTUBHBIX BOIIPOCOB MO 00ECIICYCHHIO TTPOU3BOICTBEHHOM
NESTEIIBHOCTH  OTJeNIa HAYadbHUKY OTIENa MOXET BBIICTSATHCA  CIYKEOHBIN
aBTOTPAHCIIOPT.



6. OTBETCTBEHHOCTbH

6.1. HavanmpHUK OTIEna NMPUBIIEKAETCS K OTBETCTBEHHOCTH 3a HEHAJUIEXKallee
UCTIOJTHEHUE  WJIM  HEHCIOJIHEHHE  CBOMX  JOJDKHOCTHBIX  OOSI3aHHOCTEH,
IPEAYCMOTPEHHBIX  HACTOSIIEW  JOHDKHOCTHOM  MHCTPYKIMEH, B  TMOpPSAJIKE,
YCTAHOBJIEHHOM  JEHWCTBYIOIIMM  TPYJIOBBIM  3aKOHOJATENBCTBOM  Poccuiickon
®denepanuu.

6.2. HauanpHUK OTZI€71a HECET MEPCOHAJIBbHYIO OTBETCTBEHHOCTD 3 COOTBETCTBUE
BU3UPYEMBIX UM MPOEKTOB MPABOBHIX aKTOB, COTJIAIICHUH (JOTOBOPOB, KOHTPAKTOB) U
MHBIX JTOKYMEHTOB 3akoHonmarenbcTBy Poccumiickont ®denepanmu n Boarorpaackoin
o0JacTH, a TakKe MPaBOBBIM aKTaM MYHHUIIMIAIBHOTO paiioHa.



YTBEPXJIEHA
pacIOpsHKEHUEM aJIMUHUCTPALIAN
KOTenpHNKOBCKOTO MyHUIIMIIAIIBHOTO

paiiona Bonrorpasickoit o61acTu
ot 13.01.2022 r. Ne 6-p

JOJDKHOCTHAS MHCTPYKLM A
3aMeCTUTENS HadaJbHUKA OTJIeJIa TI0 OPTraHU3aIMOHHBIM U OOIIIUM BOTIPOCaM
aaMUHECTpauu KOTeIbHUKOBCKOTO MYHHIIMITAJILHOTO palioHa Bosrorpaackoi
oOylactu

1. OO01re noJI0KEHUS

1.1. 3amecTuTens HavalbHUKA OTJAENIA IO OPraHU3AIMOHHBIM M OOIIUM
BOIIpocaM  aJMHUHHCTpAud  KOTEThHUKOBCKOTO  MYHHIIMIAIBHOTO  palioHa
Bonrorpaackoit obnactu (manee — 3aMecTHTENb HadajdbHUKA OTJIEJa) OTHOCUTCS K
TJIABHOM TpyMIe JOJDKHOCTEH MYHHUIIMNAIbHOW CIIy)KObl B aJIMUHHUCTpAIlUU
KoTenbHUKOBCKOTO MyHUIIMIAIBHOTO paioHa Bosrorpanackoit obnactu (manee —
MECTHasl aIMUHUCTpAIlus ), 3aMeIaeMoi 0€3 OrpaHNYEeHHS CPOKA TTOJTHOMOYHH.

1.2. 3amecturens HayalbHMKA OT/AENa Ha3HAdaeTcs Ha JODKHOCTh U
OCBOOOXKIAETCSl OT OJDKHOCTH Ti1aBoil KOTeNmbHUKOBCKOTO MYHUIIMIIAIBLHOTO paioHa
Bourorpajckoii obnacTu (anee — riiaBa MyHHITUIIAIBHOTO paiioHa).

1.3. 3amectuTens HavyallbHUKA OTJENa TOJYUHSETCS HEMOCPEICTBEHHO TJIaBe
MYHHIUTIAIBHOTO paiioHa U HAYaIbHUKY OTJIENA.

2. KBanudukaunonssie TpeOOBaHUs

2.1. Kpamudukanmonnsie TpeOOBaHUS K TPO(ECCHOHAIBHBIM 3HAHUSAM U
HaBBIKAM:

a) mnpodeccuonanpabie 3HaHUd KoHctutymuu Poccmiickoit  ®Deneparum,
(dhenepanpHBIX 3aKOHOB, yKa3oB [Ipe3unenta Poccuiickoit deneparnmu, mOCTaHOBICHHM
[IpaBurensctBa Poccuiickoit denepannu, 3akoHOB Bonrorpanckoit o6rnacTy,
MYHHUIUIIAJIBHBIX HOPMATHBHBIX MPABOBBIX AKTOB, B COOTBETCTBUH C KOTOPBIMHU
PETYIHPYIOTCS OTHOIIEHUS, CBA3aHHBIC ¢ MYHUIIMTIATBHOU ciyk00i1 B Poccuiickoit
@enepanmy; HOPMATHUBHOW  0a3bl  COOTBETCTBYIOIIEH cepsl  JIEATENBHOCTH,
OCYIIECTBIIEMOM B Tpejesiax CBOMX JOJKHOCTHBIX OOS3aHHOCTEH WM TOJTHOMOYHM;
MepeOBOr0 OTEYECTBEHHOIO0 M 3apyOE€XHOT0 OMbITa MO OCYHIECTBICHUIO MECTHOIO
CaMOYIIPaBJICHUS, ~ METOJIOB  YIIPABJIICHUS  ammapaToM  OpraHa  MECTHOIO
CaMOYIIPaBJICHUS; OCHOB BEJICHUS JICTOBBIX MEPErOBOPOB; MPABUI ACIOBOTO ITUKETA;
CITY»KeOHOTO pacropsaka; mopsaKa padoTsl co CiIy)eOHOW mHpopMalmeit; mpaBuiI 1
HOpPM OXpaHbl TpyJa, TEXHUKHA OE30MaCHOCTHU W NPOTHUBOIOXKAPHON 3alUTHI;
JTOJKHOCTHOTO PErjIaMeHTa;

0) mnpodeccuoHanbHbIE HABBIKK YIPABJICHUS TEPCOHATIOM; OIMEPATUBHOIO
NPUHATUA W PpEATU3alMU YIPABICHYECKUX W HMHBIX PELICHHUM; HPOTHO3UPOBAHHUS
MOCIICJICTBUN TPUHSATHIX PEIICHUHN; BEACHUS JEJIOBBIX TEPETOBOPOB; pPabdOTHI IO
B3aUMOCBSA3M C TOCYJapCTBEHHbIMM W HWHBIMH OpraHaMH, BEJOMCTBaMH,
OpraHM3alUsIMU, TpaXIaHaMU; TMPEIYNPEkKIACHUS U pa3peuieHUus KOH(IUKTOB;
MOArOTOBKH  JIEJIOBOTO  NMCHbMA;  BJIAJICHUS  KOMIBIOTEPHOM  TEXHHUKOM U
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HEOOXOAMMBIMH TPOTPAMMHBIMH  IPOAYKTAMH; IUIAHUPOBAHHUS W OpPraHHU3aINU
pabouero BpeMeHH; IeJIerMpOBaHUS MTOJIHOMOYHMM MMOAYMHEHHBIM; ITOCTAHOBKH IE€pes
MOJYMHEHHBIMA JOCTMKUMBIX 3a/1a4; HEJOMYUIEHUS JUYHOCTHBIX KOH(IUKTOB C
MOJYMHEHHBIMU COTPYAHUKAMH, KOJUIETAMU W BBILIECTOALIUMHU PYKOBOIUTEISMH;
UMETh CKJIOHHOCTh K THOKOCTH M KOMIPOMMCCAM IIpU peHIeHHd MpolieM B
KOH(JIMKTHBIX CUTYaLUsX.

2.2. KpanupukanuoHHsle TpeOOBaHUS K CTa)Xy MYHUIUNAIbHOW CIY:KOBI WU
CTa)Ky paOOThI M0 CHEIHUATBHOCTU: CTaX MYHHUIMIIAIBHON CIyKObI — 1 Toa MM cTax
paboThI MO CHEUHUATBHOCTH — 2 TOJIa.

2.3. Kgsamuduxanuonnele TpeOOBaHUS K YpPOBHIO MpodeccHoHanIbHOTO
oOpa3oBaHus: BbICIIEE 0Opa30BAHMUE.

3. J10JDKHOCTHBIE 00s3aHHOCTH

3.1. 3aMecTUTEnh HayaJlbHUKA OTJAENA BBIIOJHSCT CIEAYIOIUE TOJIKHOCTHBIE
00513aHHOCTH:

1) BU3MpYeT NpOEKThI MPABOBBIX AKTOB U COTJIALIEHUH (JI0TOBOPOB, KOHTPAKTOB),
MIpeICTaBIsieMbIE HA MOAMNKUCH I1aB€ MyHUIIUIIAJILHOTO paiioHa,

2) paspabateiBaeT M (WIM) NPUHUMAET YydacTue B pPa3pabOTKe IPOEKTOB
MIPABOBBIX aKTOB MECTHOW aIMMHUCTPALIUHU U IPYTUX MPABOBBIX AKTOB;

3) pa3pabaTeiBaeT W (WIM) NPUHMMAET Yy4yacTUE B pa3pabOTKe MPOEKTOB
COIVIAlIeHUH (I0rOBOPOB, KOHTPAKTOB), 3aKJIFOUAEMbIX MECTHOW aIMUHUCTpPALIUEH;

4) ocymiecTBIseT KOHCYJIbTUPOBaHHE PAaOOTHUKOB MECTHOW aJMMHUCTPALUU IO
BOIIPOCAM, OTHOCSIIIIUMCSI K €r0 KOMIIETeHIIHNH;

5) nmpuHUMaeT ydacTHe B MOHMUTOPHMHIE (eAepaibHOr0 3aKOHOJATENbCTBA U
3aKoHoJaTeNnbecTBa Bosrorpanckoit o0nactd, MOAroTaBiIMBAaeT M (WJIM) NMPUHUMAET
ydacTu€ B IOJATOTOBKE IMPOEKTOB IIPABOBBIX AKTOB, HAINPABICHHBIX HAa Ppa3BUTHE
MOJIOKEHUH (heZIepallbHOTO 3aKOHOJATENbCTBA M 3aKOHOJAaTeNbcTBa Bonrorpanackoi
obmactu W (WIM) TPHUBEACHUE IMPABOBBIX AaKTOB MYHUIUMNAIBHOTO paloHAa B
COOTBETCTBUE C  (eAepaibHBIMU  HOPMATUBHBIMM  IPAaBOBBIMH  aKTaMH U
HOPMAaTHBHBIMU IIPABOBBIMU akTaMu Bonrorpaackoit o6nactu;

6) MOAroTaBIMBAET JJIs IVIaBbl MYHUIIMIIAIBHOTO palioHa M HavallbHUKA OTJENa
CIPaBOYHBIE MaTEPHAJIbI 10 BOIPOCAM, OTHOCSIIIMMCS K €r0 KOMIIETEHIIH;

7) B paMKax CBOE€M KOMIETEHIIMM W B YCTaHOBJIIEHHOM TIIOpSAJKE BEIET
JICJIONPOU3BOJICTBO, HCIIOJIHAET PErjIaMeHT W MpaBujia BHYTPEHHETO TPYJIOBOTO
pacrnopsiika MECTHOM aIMUHUCTpPALINH;

8) obecneunBaeT 0OBEKTHBHOE, BCECTOPOHHEE U CBOEBPEMEHHOE PACCMOTPEHHE
oOpallleHui rpakaaH U IOPUIUIECKUX JHIL;

9) ocyuiecTBisIeT B yCTaHOBJIEHHOM MOPSAKE KOMIUIEKTOBaHUE, XPAHEHHE, yUeT
M HCIOJB30BAaHUE AapXUBHBIX JOKYMEHTOB, OOpA30BaBUIMXCS B pE3yibTaTe €ro
NESITEIbHOCTH;

10) ucnonHseT npaBOMEpHbIE MOPYYEHHUs TJ1aBbl MYHUIMIAIBHOTO palloHa U
HayaJIbHUKA OT/EJ1a, OTHOCSAIINECS K JOPKHOCTHBIM 00SI3aHHOCTSIM;

11) B cmyuae ywactus B paboTe KOMHUCCHH, KOJUIETHH, COBETOB M WHBIX
KOJUIETHAIbHBIX M (MJIM) COBEIATEJIbHBIX OpPraHOB MECTHOW aJMUHHUCTpalH B
Ka4eCTBE OTBETCTBEHHOI'O CEKpeTaps MUCIOJIHAET €ro OOS3aHHOCTH, YCTaHOBJIEHHBIE
MOJIOXKEHUSIMM O COOTBETCTBYIOIIMX KOJUIETHAIBHBIX M (WJIM) COBELIATEIbHBIX
Oprasax;



12) ocymiecTBIseT B MpeJeiax CBOSH KOMIETEHIIMN Pa3pabOTKy W peaTn3aIiuio
MYHUIMIIAJIBHBIX IPOrPAMM;

13) mpuHuMaeT y4yacTHEe B MpeJeliax CBOEM KOMIIETEHUMH B pa3paboTke H
peann3an BEJOMCTBEHHBIX LIEJIEBBIX TPOrPAMM;

14) mpoBOOUT JIMYHBIA MpHEM TPaKAaH MO BOIPOCAM, OTHOCALIUMCS K €ro
KOMIIETEHIINH;

15) mpoBOAMT B YCTAaHOBJIEHHOM MOPSJAKE AHTHKOPPYIIUOHHYIO 3KCIEPTU3Y
IIPOEKTOB HOPMATUBHBIX IIPABOBBIX AKTOB U HOPMAaTUBHBIX IIPABOBBIX AKTOB MECTHOMN
aJIMUHUCTPALlMH, OTHOCSAIIMXCS K cdepaM ero AesTeIbHOCTH, NMPH MOHUTOPHHIE
MIPUMEHEHHS;

16) obecnieunBaer B mpejesiax CBOEH KOMIETEHIIMH COOTBETCTBYIOIIUN PEXUM
XpaHEHMsI M 3alllUThl IOJIyUEHHOW B Ipolecce AEATEeIbHOCTH KOH(HIESHINATbHOU
uH(pOpMaIH, CBEICHUI;

17) ywacTByer B JAEATENBHOCTH pabOYUX TIpPYINI, COBEUIAHUSAX U HHBIX
MEPOIPUATHUSAX 110 BOIPOCAM, OTHECEHHBIM K KOMIIETCHIIMH OT/ENA;

18) BpeMeHHO HCMOJIHAET OOA3aHHOCTM HAyalbHUKA OTAENa B CIydae ero
OTCYTCTBHS (OTITYCK, KOMAaHIUPOBKA, BpEMEHHAs! HETPYIOCIIOCOOHOCTH);

19) obecrieunBaTh MOPSIOK MPHEMa M CIA4d JOKYMEHTOB B MYHHIIUIAIbHBIM
apXuB, UX XpPaHEHHE U MOJIb30BAHMSI UMM B IIPOLIECCE XPAHEHHUS,

20) opraHu3oBBIBacT pabOTy MYHHIMIAIBFHOTO apXHBa, MPUEM, PETUCTPAIHIO,
CUCTEMATH3alMI0 U XpaHEHHE JOKYMEHTOB, IOJUIEKAIIUX XPAaHEHWIO, U HECET
MIEPCOHAJIBHYIO OTBETCTBEHHOCTH 3a BBIIIOJHEHUE BO3JI0KEHHBIX HA MYHHUIMIAIbHBIN
apXuB 3a/1ay;

21) BeIMONHSET pabOTy MO APXMBHOMY XPAHCHUIO JIOKYMEHTOB Ha OCHOBE
IIMPOKOr0 HCIMOJb30BAaHUS HOBEHINEH TEXHUKA W TEXHOJOTUH, NPOrPECCUBHBIX
METOJIOB M TPHEMOB €€ OCYIIECTBICHHS, HAyYHO OOOCHOBaHHBIX HOPMAaTHBOB
MaTepUaIbHBIX, PMHAHCOBBIX U TPYAOBBIX 3aTpaT;

22) obecrieunBaeT COXPaHHOCTh JOKYMEHTOB, MMOCTYIUBIINX B MYHUIIUITATbHBIH
apXuB;

23) OCYIIECCTBISICT CUCTEMATHYECKUH KOHTPOJb 3a CBOCBPEMEHHOH cradedl B
MYHHUIMTAIbHBIIA apXUB CTPYKTYPHBIMU TOJpa3JeICHUSIMU MECTHOM aJMUHHCTpPALIUU
Y UHBIMH OPTaHU3aLUSIMH JOKYMEHTOB U MPaBUILHOCTHIO UX OPOPMIICHHUS;

24) obecrieuynBacT TMPOBEJACHUE IKCIEPTHOW OIEHKH W OTOOp MaTepuasoB, HE
MOAJEXKAIIUX XPAHEHUIO, B COOTBETCTBUU C JICHCTBYIOLUIMMH HOPMAaTHUBHBIMU
JOKYMEHTaMU;

25) mpoBoaMT pabOTy TO COCTABICHHIO HOMEHKJIATYPHI JEJ, KaTalloroB,
KapTOTeK M APYrol CchpaBo4YHON HH(pOpMANuH, OOJErdaroImux ydeT, Mmoadop u
U3y4YeHHE MAaTepUAJIOB, HAXOSIINXCSA B MyHUIIMTIATLHOM apXUBE;

26) OCYIIECTBISET METOAMYECKYI0 IOMOIb CTPYKTYPHBIM MOApPa3AeIeHUsIM
MECTHON aJMUHHUCTpAIlMM U WHBIM OPraHU3aLMsAM B MPaBUIHLHOM (OPMHUPOBAHUH U
oopmieHnH fen, a TakKe CUCTEeMaTHUeCKUH KOHTPOJb HaJ CBOEBPEMEHHOM cravei
UX B MYHUIIUTIATBHBIA apXUB;

27) opraHnW30BBIBaCT OAOOP U BIJAYy 3aHHTEPECOBAHHBIM JIMIIAM JTOKYMEHTOB,
MOJArOTOBKY HEOOXOAMMBIX CIPAaBOK IO JI@HHBIM, HMMEIOUIMMCS B MaTepuanax
MYHHIIMIAIBHOTO apXuBa, a TaKKE€ PACCHUIKY B YCTAHOBJIICHHOM MOpPSAKE KOMHM MO
NOCTYIUBLIMM 3aIIPOCaM;

28) oCyIIECTBISICT KOHTPOJIb HaJl COCTOSIHUEM JIOKYMEHTOB, HX COXPaHHOCTHIO,
CBOEBPEMEHHBIM BOCCTAHOBJIEHUEM U 3aMEHOM;



29) BBIJAaCT Ha OCHOBAaHHMHM 3asSBOK (3aIPOCOB) BO BPEMEHHOE IIOJIb30BAaHHE
COCTOSIIME Ha XPAaHEHUHU JOKYMEHTHI (z1en1a), Gukcupys (paxt BblJjaun U BO3BpAILEHUS
JIOKYMEHTa (J1e71a) B COOTBETCTBYIOIIEH TOKYMEHTALINH;

30) mpoBepsieT MpaBWIBHOCTH (GOPMUPOBAHUS U OPOPMIICHUST TOKYMEHTOB (JI€)
IpY IOJATOTOBKE UX K Iepeaaye B roCyAapCTBEHHbIN (BEIOMCTBEHHBIN) apXUB;

31) ygactByeT B pabOTe KOMHCCHH MO IKCIIEPTU3C HAYYHOW W MPAKTHYCCKOU
[IEHHOCTH apXUBHBIX JTOKYMEHTOB;

32) crmemuT 32 COCTOSHHEM  JIOKYMECHTOB, CBOCBPEMEHHOCTBIO X
BOCCTAHOBJICHUSI, COOIIOZCHUEM B IOMEILEHUSX MYHHMIHUIIAIBHOIO apXHMBa YCIIOBHI,
HEOOXOUMBIX Il 00€CTICUEHUSI UX COXPAHHOCTH;

33) KOHTpoNHpyeT COONIOJICHHE TPABUI TMPOTHUBOIOXKAPHOW 3allUTHl B
HOMEIIEHNN MYHUIIUIIAIBHOTO apX1Ba;

34) TOTOBUT OTYETHI O paboTe MYHUIMIAILHOTO apXWBa JJs TJIABBI
MYHHUIIMIAIBHOTO paiioHa, HayalbHUKA OTJENa U OPraHOB T'OCYJAapCTBEHHOW BIACTH
Bonrorpaackoit obnactu;

35) cocTaBisieT HOMEHKIATYPY JIe] U ONUCH JAe]l MECTHOM a]MUHUCTPALIUU;

36) obecrieurBaeT COOIIOACHUE OXPAHHOTO PEKMMA B MYHUIIMIIAIEHOM apXHBE U
BHEJPSIET B MPAKTUKY PErHOHATLHBIC CIIOCOOBI XpaHEHUS JOKYMEHTOB;

37) KOHTPOJNMPYET U MONACPKUBACT ONTUMAIIBHBIA TeMIepaTypHO-BIaKHBIA H
CBETOBOI PEXUM XpaHEHUS JOKYMEHTOB, 00ECleYMBAaeT CAaHUTAPHO-TUTHEHUYECKOE
COCTOSIHHE U TIOPSIOK B MYHHUITUIIAIEHOM apXWBe, POBOIUT CAHUTAPHBIC THH;

38) ocymecTBiIsSeT y4yeT W TOATOTOBKY JOKYMEHTOB IO HCTCYCHHIO
YCTaHOBJIEHHBIX CPOKOB TEKYILIEr0 XpaHEHHUs K cjaue Ha roCyAapCTBEHHOE XPaHEHUE;

39) ocymecTBIseT XpaHEHUE, KOMIUICKTOBaHHE ((popMUpOBaHHE), y4eT U
WCTIOJTHEHNE apXUBHBIX TOKYMEHTOB U apXUBHBIX (POHIOB;

40) mpenocTaBnsieT WHPOPMALUIO M3 aPXUBHBIX JOKYMEHTOB II0 COIMalbHO-
MPAaBOBBIM 3allpocaM B YaCTU IMOATBEPXKICHHUS CTaka padoOThl, 3apabOTHOM IUIATHI,
KOIUU MPAaBOYCTaHABIMBAIOUIUX JOKYMEHTOB Ha HEABUKUMOCTb, 3€MJIIO U T.J1.;

41) oxa3bpIBaCT METOJMYECKYIO M KOHCYJIBTATHBHYIO TIOMOIIb IOPHIUYECKUM H
(u3NYEeCKUM JUIAM 10 BOIIPOCaM apXUBOBEJCHHS, JOKYMEHTOBEICHMS,

42) oka3bpiBacT MyHHIMNAIbHBIE YCIyru «IIpenocTaBieHne apXUBHBIX CIIPABOK,
apXMBHBIX KOMHWW, apPXWBHBIX BBHIMHCOK, WH(GOPMAIIMOHHBIX TIHCEM», Yepe3
rocylapcTBeHHy0 HH(popmanmonnyto cucremy «llopTam rocymapcTBEHHBIX U
MYHHIMTAIBHBIX yeuyT (pynkumii) Boarorpanackoit o6mactuy;

4. IlpaBa

4.1. B wuensx BbIIOJHEHUS JODKHOCTHBIX OOS3aHHOCTEH 3aMECTHUTElb
HayaJlbHUKAa OTJelia UMEeeT MPaBo:

1) 3anpammBaTh Yy (YHKIMOHAJIBHBIX U (WIM) OTPacieBbIX OPraHOB
(CTpYKTYpHBIX  TOApa3JeNieHUui) MECTHOW aJMUHUCTpAuu HWHPOpMAIHMIO U
JOKYMEHTbI, HEOOXOAMMBIE IS BHITIOJIHEHUS CBOMX (PYHKIIMOHAJIBHBIX 003aHHOCTEH;

2) mpuBIEKaTh C COIJIAacUs PYKOBOAWUTENEH (DYHKIMOHANBHBIX H  (WIJIH)
OTpacyeBbIX (CTPYKTYPHBIX MOJpa3JeIeHU) MECTHON aJMUHUCTPALUA PaOOTHHUKOB
ATUX OPraHoB (CTPYKTYPHBIX MOJpa3AesieHui) Juisi pa3pabOTKH U OCYIIECTBICHUS
MEpONPUSATHHI, TPOBOJAUMBIX B COOTBETCTBUU C JIOJKHOCTHBIMHU 00513aHHOCTSIMU;

3) TpeboBaTh OT IJIaBbl MYHULMIIAJIBHOIO pailoHa M HayaJbHUKA OTIEINA
OKa3aHUus COJECUCTBUS B UCIIOJHEHUH CBOUX JOXKHOCTHBIX 00S3aHHOCTEHN U MpaB;



4) 3HAKOMUTBCA C TMPOEKTAMU PEIIEHUH MECTHOM  aJMUHUCTPALIUU,
KaCaloIMMUCS €ro JesTEIbHOCTH;

5) yuactBoBaTh B OOCYXJCHHH BOMPOCOB, KACAIOMIMXCS MCIOJHIEMBIX UM
JIOJKHOCTHBIX 00513aHHOCTCH;

6) BHOCUTh Ha PacCMOTpPEHHUE TJIaBbl MYHHUIIMIAIBHOTO palioHa M HadaJbHUKA
OTJIeNa MPEAIOKEHHUSI 110 YIYUIICHUIO €ro AesITeIbHOCTH;

7) uHbIE TIpaBa, MPEyCMOTPEHHbBIE 3aKOHOAATENbCTBOM Poccutickoit denepannn
u Bounrorpazackoii 061acTH, a Takyke IPaBOBBIMUA aKTaMU MYHHUITUTIAIIBHOTO paiioHa.

5. YcnoBus paboTsl

5.1. Pexum paboThl 3aMecTUTENsl HaudaJbHUKA OTAeNa OmpeleseTcs B
cooTBeTcTBUU ¢ [IpaBuiamu BHYTpEHHErO TPYJOBOTO PACHOPAJIKA, YCTAHOBIEHHBIMU
B MECTHOU aIMUHHUCTpPAIIIH.

5.2. B ¢Bsi3u ¢ MPOU3BOJCTBEHHON HEOOXOIUMOCTHIO 3aMECTHTENh HaYaIbHHUKA
OTJIeIa MOXKET BBIE3KATh B CIY>KEOHbIE KOMaHIUPOBKH (B T.4. MECTHOTO 3HAYCHUS).

5.3. Jlna penieHus onepaTUBHBIX BOIIPOCOB MO 00ECTICUCHUIO TTPOU3BOICTBEHHOM
NEATETLHOCTH OTJeNla 3aMECTHTENII0 HadallbHUKA OTJeNla MOXET BBIICTIATHCS
CITy’keOHBII aBTOTPAHCIIOPT.

6. OTBETCTBEHHOCThD

6.1. 3amecTuTens HadallbHMKA OTHENAa IPUBJIEKAETCS K OTBETCTBEHHOCTH 3a
HEHaJIJIeXKaIlee UCTIOJTHEHNUE UM HEHCIIOJHEHHE CBOMX JOKHOCTHBIX O00S3aHHOCTEH,
MPEYCMOTPEHHBIX  HACTOAIIEW  JOJDKHOCTHOM  MHCTPYKLMEH, B  MOPSJIKE,
YCTAHOBJIICHHOM  JEHUCTBYIOIIMM  TPYIAOBBIM  3aKOHOJATEILCTBOM  Poccuiickon
®denepanuu.

6.2. 3amecTUTeNIb HAYAJIbHUKA OT/IEJIA HECET EPCOHAIIBHYIO0 OTBETCTBEHHOCTD 32
COOTBETCTBUE BU3UPYEMBIX UM MPOEKTOB MPABOBBIX aKTOB, COTJIALIEHUN (JOTOBOPOB,
KOHTPAKTOB) U HHBIX JIOKYMEHTOB 3aKOHOJAaTenbcTBY Poccuiickoit ®denepauun u
Bonrorpazackoit o6mnactu, a Takke MpaBOBbIM aKTaM MYHUIIMIIAILHOTO paiioHa.



YTBEPXJIEHA
pacIOpsHKEHUEM aJIMUHUCTPALIAN
KOTenpHUKOBCKOTO MyHUIIMIIAIIBHOTO

paiiona Bonrorpasickoit o61acTu
ot 13.01.2022 r. Ne 6-p

JOJDKHOCTHAA NHCTPYKIUA
KOHCYJIbTaHTa (aAMUHUCTpATOp 0a3 TaHHBIX) OT/ENa M0 OPraHU3aMOHHBIM U 00IIUM
BOIIPOCAaM aJMUHUCTpanuu KoTeabHUKOBCKOTO MyHHIIMNIATBHOTO pailoHa
Bonarorpaackoit o61actu

1. OO01re noJI0KEHUS

1.1. KoncynbTaHT oOTAeda MO OpPraHU3allMOHHBIM U OOIIMM BOIpOCaM
aaMUHHCTpAuu  KOTEIBHUKOBCKOTO MYHHIIMIAIBLHOTO paiioHa Bonrorpaackoit
obnactu (majsiee — KOHCYJIBTAHT) OTHOCHUTCA K BeAyIIeW Tpymme A0HKHOCTEH
MYHUIUTIAIBHON CITYKOBI B aIMUHUCTpanuu KOTETbHUKOBCKOTO MYHHIMIIAIEHOTO
paiiona Bomnrorpaackoit obmactu (maniee — MecTHas aJMUHUCTpaIs), 3aMeniaeMoi
0e3 orpaHMYeHus! CPOKa MOJTHOMOYHHA.

1.2. KoHcynbTaHT Ha3HA4YaeTCsl Ha JOJKHOCTh U OCBOOOXKIAETCS OT JOKHOCTH
raBoil KoTeIpHUKOBCKOTO MYHHUIIMTIIAIBLHOTO paiioHa Bonrorpaackoit obnactu (nanee
— IJIaBa MyHMIIMIIATBHOTO paiioHa).

1.3. KoHCynbTaHT TOMYMHSETCS HEMOCPEICTBEHHO TJIaBe MYHMIIMIIAIEHOTO
palioHa ¥ HAaYaJIbHUKY OT/IeNa.

2. Kanudukannonusie TpeboBaHus

2.1. Kpamudukanmonnsle TpeOOBaHHUS K TPOo(ecCHOHAIBHBIM 3HAHUSAM U
HaBbIKaM:

a) mnpodeccuonanpabie 3HaHug KoHctutymuu Poccmiickoit  ®eneparum,
(denepanpHBIX 3aKOHOB, yKa30B [Ipe3unenta Poccuiickoit denepainn, moCTaHOBICHUM
[IpaButenbctBa Poccuiickoii  ®Dexnepanuu, 3akoHOB Bomrorpaackoit obnacrw,
MYHHUIUIIAJIBHBIX HOPMATHBHBIX IIPaBOBBIX AaKTOB, B COOTBETCTBHUM C KOTOPBIMH
PEryIUPYIOTCS OTHOIIEHUS, CBSI3aHHBIE C MYHUIIMIIAILHOW clyx00ii B Poccuiickoit
denepanyiyi; HOPMATHBHOM  0a3bl  COOTBETCTBYIOIIEH cepbl  ACATEIBHOCTH,
OCYIIECTBIIIEMOM B Mpejesiax CBOMX JOJKHOCTHBIX OOS3aHHOCTEH M IMOJTHOMOYHI;
nmopsika paboThl CcO CiyxkeOHOW uHMOpMaIKe; TpaBWJI JIEJOBOTO JTUKETA,
CITY»Ke€OHOTO pacmopsiiKka; MPaBWJI U HOPM OXpaHbl TPYy/a, TEXHUKU OE30MaCHOCTH H
MIPOTUBOIIOKAPHON 3aIUTHI; TOJKHOCTHOTO PETIIAMEHTA.

0) mpodeccuoHabHbIE HABBIKUA Pa0OTHI ¢ 3aKOHOIATEILHBIMA U HOPMATUBHBIMU
aKTaM{; OpPraHU3alMy U TJIAHUPOBAHUS BBIMOJIHEHUS MOPYUYCHHBIX 3aJlaHUM; YMEHUS
3¢ dexTuBHO ¥ mMOCHenOoBaTEILHO OpraHMW30BaTh pPAbOTy MO B3aUMOJCUCTBHUIO C
OpraHM3aIusIMU, TpaKJaHAMU; YMEHUS u30eraTh KOH(JIUKTHBIX  CUTYaIlHii;
3¢ deKTUBHON OpraHuM3anuu padoThl; pabOTHl B KOHKPETHOH cdepe esTenbHOCTH;
WCTIOJTHUTENHCKON JUCIUIUIMHBI; pabOThl B KOJUICKTHBE; IOJTOTOBKH JIEJIIOBOTO
MHChbMA;  BIIAJICHUS  KOMIBIOTEPHOM  TEXHUKOM,  OPITEXHUKOM;  BIAJCHHUS
HEO0OXOIMMBIMU TPOTPAMMHBIMH TPOTYKTAMH.
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2.2. KBanudukanuonHasie TpeOOBaHUS K CTaXy MYHUIUIAIBLHOW CIYXObI WIN
CTa)Ky paOOThI MO CHELMATIBLHOCTH: 0€3 MPeIbsIBICHUS TPEOOBAHUHN K CTAXKY.

2.3. Ksamuduxanuonnele TpeOOBaHUS K YpPOBHIO NPOo(eccCHoHaNIbHOTO
oOpa3oBaHus: BbICIIEE 0Opa30BaHUE.

3. 10JDKHOCTHBIE 00s3aHHOCTH

3.1. KOHCY/IbTaHT BBINOIHSET CIEAYIOLINE TOJKHOCTHBIE 0053aHHOCTH:

1) ocyiecTBIsIeT KOHCYIbTUPOBaHUE PAOOTHUKOB MECTHON aJIMUHUCTPALUH 10
BOMPOCAM, OTHOCSIIIIUMCS K €70 KOMITETCHITHH;

2) moAroTaBiIMBAeT JUIsl TJ1aBbl MyHULIMIIAIBHOTO pallOHa M HadaJlbHUKA OTJIENa
CIPaBOYHBIE MaTEpUAIbI 10 BOIIPOCAM, OTHOCALIMMCS K €r0 KOMIIETEHLIUY;

3) B paMKax CBOEH KOMIIETEHIIMM W B YCTAHOBJICHHOM TIOPSAKE BEIET
JeTTOTIPOU3BOJICTBO, HCIIONHSAET PETIaMEHT W TpaBWiIa BHYTPEHHETO TPYIOBOTO
pacropsika MECTHON aJIMUHUCTpAIIH;

4) ocyIIecTBISIET B yCTAHOBIEHHOM TOPSAKE KOMIUIEKTOBAaHHUE, XpaHCHHE, YUIET
¥ WCIOJB30BAaHUE AapXUBHBIX JOKYMEHTOB, OOpa30BaBIIMXCS B pE3YyibTaTe €ro
NesITeTbHOCTH;

5) ucnojHSET MpaBOMEPHbIE IMOPYUYEHHUS TIJIaBbl MYHHUIMIIAJBLHOIO pailoHa U
HavaJbHHUKA OT/IEJa, OTHOCSIINECS K JOJDKHOCTHBIM OOS3aHHOCTSIM;

6) obecrieunBaeT B Mpefesiax CBOEH KOMIIETEHLUH COOTBETCTBYIOIIMHM pPEKUM
XpaHeHHsI M 3alllUThl IOJIyYUEHHOW B Ipolecce ACATEIbHOCTH KOH(HIEHINATbHON
nH(popManuu, CBEACHUN;

7) ywacTByeT B JeATEIbHOCTH pabouyux TpyNI, COBEHIAHMSIX M HHBIX
MEPONPUATHUSIX IO BOIIPOCAM, OTHECEHHBIM K KOMIIETEHILIMHU OT/IeNa;

8) mommep)KuBaeT B aKTyaJbHOM paboO4YeM COCTOSIHUM TIOJHBIH 00beM
OTIEPaTHBHOM ¥ HaKaIIMBaeMoW HMH(OpMalWu, a TaKkKe 3alUTy WHPOPMAIMH OT
HECAHKIIMOHUPOBAHHOTO JOCTYIIA;

9) ocymiecTBIIET KOMIUIEKC pa0dOT 110 BHEPEHHIO MPOrPAMMHBIX CPEJICTB;

10) ocymiecTBIsI€T KOHTPOJIb HajJ pabOTOH KOMITBIOTEPOB M MHOMKHUTEIBHOM
TEXHUKU U CBOEBPEMEHHO COOOIIAeT 0 COOSX M HEMCIPABHOCTAX HAYAIBHUKY OTIENA;

11) crmeaut 3a oOecHeYCHHEM IIEJIOCTHOCTH, JOCTOBEPHOCTH M COXPAaHHOCTH
JAHHBIX HUPKYIUPYIOIIUX B aBTOMATU3UPOBAHHBIX CUCTEMAX;

12) Bemer peecTp HCHOJB3YEMBIX IPOTPAMMHBIX CpPEACTB U HOPMATHUBHO-
CTIPaBOYHOM JJOKYMEHTAIIUH;

13) ocymiecTBiIsSET TMpHEM H OTHPAaBKY JOKYMEHTAllMd C MPUMEHEHUEM
3JIEKTPOHHOM MOIINCH;

14) obGecrnieunBacT WHPOPMAIMOHHBIA OOMEH C OpraHaMu TrOCYIapCTBEHHOM
Biactu Bonrorpaackoii 06acTé U opraHaMu MECTHOTO CaMOYITPaBJICHUS TTOCENICHU,
BXOJISIIIMX B COCTaB MYHHUIIMIIAJILHOTO PaliOHa;

15) ocymectrisier opranuzamuio padotsi CMOB u CYwullJ] Bonrorpaackoii
obOnactu;

16) opraHu3oBBIBaCT TPOBEACHHUE BHJICOKOH(DEPCHIMIA, COBCIIAHUN C
WCTIOJIb30BAaHUEM COBPEMEHHBIX CPENICTB CBSI3H;

17) ananu3zupyeT uH(GOPMAIMOHHBIC TOTPEOHOCTH CTPYKTYPHBIX MMOIPA3ICICHU
OpraHu3alny;

18) ocymiecTBisieT KOMIDIEKC padOT 0 BHEIPEHUIO COBPEMEHHBIX IPOTPAMMHBIX
CPEICTB;



19) oOecreunBaer oOMeH wuH(popManued ¢ oTaenamMud (B TOM YHCIE C
MCIIOJIb30BAHUEM JJICKTPOHHBIX CETeH TEICKOMMYHHUKAIHIA);

20) ocymecTiseT oOyueHHUe paOOTHUKOB MECTHON aIMUHHCTPAIIMKA TIPUEMaM U
HaBbIKaM pabOTHl HAa KOMIIBIOTEpaxX, a TaKKE OKa3bIBaCT IIOMOINb PaOOTHUKAM
MECTHOM aIMUHHUCTPAIIUH [TPU pabOTe ¢ BHEAPSIEMBIMU IIPOTPAMMHBIME CPEJICTBAMHU.

4. ITpaBa

4.1. B nenax BBIMOJHEHUS JOJDKHOCTHBIX OOS3aHHOCTEM KOHCYJIBTAaHT HMEET
paBo:

1) 3ampammBaTh y (GYHKIMOHAIBHBIX W (WJIM) OTPACIEBBIX OPraHoOB
(CTpYKTYpHBIX  TMOApA3JCICHUN) MECTHOM aJAMUHUCTpalMud UHOOpPMALUIO U
JIOKYMEHTBI, HEOOXOIUMBIE JIJIs1 BEITIOJIHEHHS CBOUX (PYHKIIMOHATBHBIX 00sS3aHHOCTEH;

2) TpuBIEKAaTh C COIJIAacHsl PYKOBOAUTENEH (PYHKIMOHATBHBIX U (WJIN)
OTpacieBbIX (CTPYKTYPHBIX TOJIpa3JeIeHul) MECTHON aIMUHUCTpalUd PaOOTHUKOB
9TUX OPraHoOB (CTPYKTYPHBIX MOAPA3IACICHUMN) UIsi pa3padOTKH U OCYIIECTBICHUS
MEPOIPUSTHH, IPOBOIUMBIX B COOTBETCTBUH C JIOJDKHOCTHBIMU 00S3aHHOCTSAMU;

3) TpeboBaTh OT TIJIaBbl MYHHUIMIIAJBLHOTO pailoHa M HadadbHUKA OTJeNa
OKa3aHMs COJCUCTBUSA B HCTIOJIHEHUH CBOMX JOJDKHOCTHBIX 00S3aHHOCTEH U MpaB;

4) 3HaKOMHUTBCS C TPOEKTaMU PEIIeHWA MECTHOM  aJIMHUHUCTpAIUH,
KaCaloIIUMHUCS €T0 JIeATeIbHOCTH;

5) ydacTBOBaTh B OOCYXIEHHU BOMPOCOB, KACAIOIIUXCS HCIOIHSIEMBIX UM
JIOKHOCTHBIX 00513aHHOCTCH;

6) BHOCUTh Ha PacCMOTPEHHUE TJIaBbl MYHHUIIMIIAIBHOTO palloHa M HadalbHUKA
oT/ieia IPEAJIOKEHUS 110 YIYUIICHHUIO €ro eATeIbHOCTH;

7) uHbIE TIpaBa, MPEyCMOTPEHHBIC 3aKOHOAATENLCTBOM Poccuiickoit deneparuu
u Bonrorpazackoit o0iacTu, a Tak)ke MPaBOBBIMU aKTaMU MYHHUIIUITAIBHOTO palioHa.

5. YcnoBus paboTsl

5.1. Pexxum paboThl KOHCYJIbTaHTA OMpeesieTcsl B COOTBeTcTBHM ¢ [IpaBunamu
BHYTPEHHETO TPYJOBOI'0 paclopsika, YCTAHOBJICHHBIMU B MECTHOM aMUHHUCTpPAIHU.

5.2. B cBA3U C MPOU3BOJACTBEHHONW HEOOXOAMMOCTHIO KOHCYJIBTAHT MOXKET
BBIE3)KATh B CIIY)KEOHbIE KOMAaHIUPOBKH (B T.4. MECTHOTO 3HAUYCHMUS).

5.3. Jlns penieHus ONepaTUBHBIX BOIIPOCOB IO 00ECIIEUEHUIO TIPOU3BOACTBEHHON
JIESITEIIBHOCTH OT/IeJIa KOHCYJIBTAHTY MOKET BBIICIISATHCS CITYKEOHBIN aBTOTPAHCIIOPT.

6. OTBETCTBEHHOCTH

6.1. KoHcynpTaHT mpuBIEKaeTCI K OTBETCTBEHHOCTH 3a HEHAJJIeKaIlee
HCITOJTHEHHE WIIH HEHCITOJTHCHHE CBOMX  JOKHOCTHBIX 00s3aHHOCTEH,
MPEAYyCMOTPEHHBIX ~ HACTOSLIEM  JOJDKHOCTHOM  MHCTPYKLHEW, B  IIOpSAKE,
YCTAHOBJICHHOM  JIEUCTBYIOIIMM  TPYAOBBIM  3aKOHOJATEILCTBOM  Poccuiickoin
®denepanuu.

6.2. KoHCynbTaHT HECeT MEepPCOHAIBHYI0 OTBETCTBEHHOCTh 33 COOTBETCTBHUE
BU3UPYEMbBIX UM IPOEKTOB MIPABOBBIX aKTOB, COTJIAIIEHUI (JOTOBOPOB, KOHTPAKTOB) U
VMHBIX JIOKYMEHTOB 3akoHoHatenbCTBY Poccuiickon depepaumu u Bonrorpaackoi
00J1acTy, a Tak)Ke MPaBOBBIM aKTaM MYHHUIIUIIAILHOTO palioHa.



YTBEPXJIEHA
pacIOpsHKEHUEM aJIMUHUCTPALIAN
KOTenpHNKOBCKOTO MyHUIIMIIAIIBHOTO

paiiona Bonrorpasickoit o61acTu
ot 13.01.2022 r. Ne 6-p

JOJDKHOCTHAS MHCTPYKLM A
TJIABHOT'O CIIEIUAIMCTA OT/IeJIa TI0 OPTaHU3aIMOHHBIM U OOIIIUM BOIIPOCaM
aaMUHECTpauu KOoTeIbHUKOBCKOTO MYHHIIMITAJILHOTO paiioHa Bonrorpaackoi
oOylactu

1. OO01re noJI0KEHUS

1.1. rnaBHBIA CHEIUAIMCT OT/ENIA MO OPTaHWU3alMOHHBIM M OOIIMM BOIpOCAM
aaMUHACTpArui  KOTEIBHUKOBCKOTO MYHHIIMIAIBLHOTO paiioHa Bonrorpaackoit
oOiactu (nayee — TIaBHBINA CIEIHUAIKMCT) OTHOCUTCS K MJIQJIIICH TPYIIe J0KHOCTEH
MYHUIIUTIAIBHOW CITYy’KOBI B aJMHHUCTpalud KOTETbHHKOBCKOTO MYHHIIMITATHHOTO
paiiona Bonrorpaackoit obmactu (maniee — MecTHas aJMUHUCTpaIus), 3aMeniaeMoi
0e3 orpaHrUEHHS CPOKA IMOJTHOMOYHHA.

1.2. TnaBHBIN cHEIUAMCT HAa3HAYACTCSl Ha JOJDKHOCTH M OCBOOOXKIACTCS OT
JOJDKHOCTH TiaBoi KOTETbHUKOBCKOTO MYHHIIMIIAIBHOTO paiioHa Bonrorpaackoii
obnactu (najiee — riilaBa MyHUIIMIIAIBHOTO paiioHa).

1.3.  T'naBHBIA  CHENMATUCT  TMOJYUHICTCS  HEMOCPEACTBEHHO  IJIaBe
MYHHIMTIAIBHOTO paiioHa U HAYaJIbHUKY OTJENA.

2. Kanudukannonusie TpeboBaHus

2.1. Ksamuduxanuonnele TpeOOBaHUS K YpPOBHIO MpOo(ecCHoHaTBHOTO
o0Opa3oBaHUs: BHICIIEE WU cpeHee MpodecCuOHAIbHOE 00pa3oBaHUE.

2.2. KBanugukairoHHble TpeOOBaHUS K CTaXy pabOThI MO CHEIUATBHOCTH: 0e3
MIPEIbSIBICHUS] TPEOOBAHUH K CTaXKYy.

2.3. Kpamudukanmonnsle TpeOOBaHHUS K TNPOo(EecCHOHAIBHBIM 3HAHUSIM U
HaBbIKaM:

3HaHWE HOPMATHBHOM 0a3bl COOTBETCTBYIOLIEH cQepsl  JEATEIBHOCTH,
OCYIIIECTBIISIEMON B Tpeienax CBOMX JIOJDKHOCTHBIX OOS3aHHOCTEH M TIOJTHOMOYMH;
MIPaBUJII JIEIOBOTO 3TUKETA; CIIYKEOHOTO pacmopsaKa; Mmopsaka paboTsl co CiyxeOHOU
uHopManMe; TpaBWI U HOPM OXPaHbl TpPyAa, TEXHUKH O€30MacCHOCTH U
MIPOTHBOIIOKAPHOH 3aIIMTHI; TOKHOCTHOTO PETJIAMEHTA;

HaBBIKA PabOThI ¢ 3aKOHOJATCIIbHBIMH U HOPMATHUBHBIMU aKTaMU; OpTraHU3alluN
Y TJIAHUPOBAHUS TOPYYEHHBIX 3a/IaHH; yMEHHS M30erath KOH(QIMKTHBIX CUTYaIlUii;
3G (EeKTUBHOM OpraHu3anuu padoThl, HWCIOTHUTEIBHON IUCIUIUIMHBI;, pPabOThl B
KOJIJICKTUBE; TOJTOTOBKH JEJIOBOTO IMUChMA; BJIAJCHUS KOMIBIOTEPHOW TEXHHUKOM,
OPITEXHUKOM.

3. oJDKHOCTHBIE 00S3aHHOCTH

3.1. I'maBHBIN CHIEIUANKCT BBITIOJHSET CIIEAYIONUE JOKHOCTHBIC 00SI3aHHOCTH



1) ocyiiecTBisieT KOHCYIbTUPOBAHUE PAOOTHUKOB MECTHOW aJIMUHUCTpPAIMU IO
BOIIPOCAM, OTHOCSIIIUMCSI K €0 KOMIETEHIUU;

2) MOATrOTaBIMBAET AJIA IJ1aBbl MYHULIMIIAJBHOTO palioHAa W HadaJIbHMKA OTJEja
CIPaBOYHBIE MaTEpHAJIbI 10 BOIIPOCAM, OTHOCSIIIMMCS K €r0 KOMIIETEHIUH;

3) B pamMKax CBOEM KOMIETEHIIMM W B YCTaHOBIIEHHOM TIOpSIKE BeIET
NENONPOU3BOJICTBO, HCIIOJHIET pErJIaMeHT M TIpaBWIa BHYTPEHHETO TPYIOBOIO
pacnopsika MECTHOM aIMUHUCTPALINH;

4) ocyliecTBISIET B YCTAHOBJICHHOM MOPSIKE KOMILJIEKTOBAHUE, XpaHEHHUE, YUET
U HCIIOJNb30BAaHUE apXMBHBIX JIOKYMEHTOB, OOpa30BaBIIUXCS B pe3yJbTaTe €ro
NESATENbHOCTH; MYHHMIIMNAIBHOTO pPailoHa aJMUHUCTPAlMM W HadalbHUKAa OT/Ela,
OTHOCSIIIMECS K JOJKHOCTHBIM 00SI3aHHOCTSIM;

6) obecrnieunBaeT B Mpejesiax CBOEH KOMIIETEHIIMHM COOTBETCTBYIOIIMH PEXUM
XpaHEHHUs M 3aIIUTHl TOJIYYEHHON B MpoIlecce ACSITeNbHOCTH KOH(HUIACHIIMAIbHON
nH(popManuu, CBEACHU;

7) ydacTByeT B [EATEIbHOCTH pabouux TPYII, COBEHIAHUSIX M HWHBIX
MEpONPUITHUAX MO BOIIPOCAM, OTHECEHHBIM K KOMIIETEHIIUU OT/EIIa;

8) mNpUHHMaeT NOCTYNAIOUIyI0 Ha PACCMOTPEHHE TIJIaBbl MYHHUIMIAIBHOIO
pailloHa KOpPPECHOHJEHIUIO, PETUCTPUPYET U TMEpelaeT €€ B COOTBETCTBUU C
MPUHATBIM ~ PEIIEHHWEM B  CTPYKTYpPHbIE TOJpA3AENEeHUs WIW KOHKPETHBIM
WCIIOJIHUTEJISIM JIJIsl UICTIONIb30BAaHUS B Mpoliecce paboThl TMO0 MOATOTOBKH OTBETOB;

9) npuHMMaeT [OKYMEHThl W JIMYHbIE 3asBJICHHUS Ha TMOJNUCH TJIaBe
MYHULHUNAIBHOTO paliOHa,;

10) opranusyer npoBejieHe Teae(hOHHBIX IEPETOBOPOB TJIABHI MYHUIIUTIATHHOTO
paiioHa, 3alUChIBAET B €r0 OTCYTCTBHE MOJYYEHHYIO HH(GOPMALIUIO U JOBOAUT IO €0
cBeZleHUsl €€ coJep)kaHue, MepefaeT W IMPUHUMAET HH(POpPMALUI0O O NPHUEMHO-
MEPErOBOPHBIM YCTPONCTBAM, TelIe(POHOrpaMMbI, CBOEBPEMEHHO JOBOAUT JO €ro
CBE/ICHUsI HHPOPMAIIHIO, ITOJYYEHHYIO [0 KaHajlaM CBSI3U;

11) BbimonHsieT pabOTy MO MOATOTOBKE 3acelaHHUil COBELIaHHM, MPOBOJUMBIX
IJIaBOM MYHHUIMIIAIBHOTO paiioHa (ONOBEIIEHHE YYAaCTHUKOB O BPEMEHHU M MECTE
IIPOBEJICHUs, IOBECTKE JHS, UX PETUCTPALIN);

12) Bexmer nENONPOM3BOACTBO, BBIMOJHAET pazMYHbIE OMNEpaluud ¢
MPUMEHEHHEM KOMIBIOTEPHON TEXHUKH, MpeJHa3HauYeHHOU A cOopa, 0OpaboTKH U
npeacTaBieHus: THPOPMAIIMH TP MOJTOTOBKE U MIPUHSITHH PEIICHMUIA;

13) moaroraBnMBaeT AOKYMEHTHI M MaTepuaibl, HEOOXOAuMble st PabOTHI
TJIaBbl MYHUIIUIIAJIBHOTO palioHa,

14) cnemguT 3a CBOEBPEMEHHBIM pACCMOTPEHHUEM U  MPEJCTaBICHUEM
CTPYKTYPHBIMU TMOAPA3JACIACHUSIMU M KOHKPETHBIMU HCIIOJHUTEISIMU JIOKYMEHTOB,
nepelaBaeMblX TJlaBe MYHHUIMIAIBHOIO pailoHa Ha MOANKHCH, OOECHeurMBaeT HX
KaueCTBEHHOE peJJaKTHPOBAHMUE;

15) BeneT peructpannio BXOASIIEH U UCXOAAIIEH KOPPECTIOHICHIINH;

16) cHUMaeT KCEPOKOITUU IOKYMEHTOB

17) opranuzyet npueM moceTuTenel riiaBoii MyHUIIMIIAIBHOTO paiioHa,;

18) BexeT peructpanuio u OTIPaBKy NOYTOBOM KOPPECTIOHAEHIUH.

4. IIpaBa

4.1. B nenax BBIIOJHEHHUS HOIKHOCTHBIX OOSI3aHHOCTEM IJIABHBIM CIIEIIUAIUCT
MMEET IIPaABO:



1) 3ampammBarh y (QYHKUHOHAJIbHBIX U (WJIM) OTPacieBbIX OpPraHOB
(CTpYKTYpHBIX  TOJpa3felieHuii) MECTHOM aJMHUHUCTpallMM  HHpOpMaIHio |
JOKYMEHTbI, HEOOXOAMMBIE I BBIIIOJIHEHUS CBOMX (PYHKIIMOHAIBHBIX 00S3aHHOCTEN;

2) mnpuBIEKaTb C COMNACHs pPYKOBOAMTENEH (PYHKIMOHAIBHBIX U (WJIM)
OTpacieBbIX (CTPYKTYPHBIX MOJpa3eIeHuii) MECTHON aJMUHUCTpPAlUd PaOOTHUKOB
ATUX OPraHoB (CTPYKTYPHBIX MOJpa3fesieHuil) sl pa3paOOTKU U OCYIIECTBICHUS
MEpPOIPUATHH, IPOBOIUMBIX B COOTBETCTBUH C JIOJPKHOCTHBIMU O00S3aHHOCTSMU;

3) TpeboBaTh OT TIJIaBbl MYHHUIMIIAJIBHOTO pailoHa M HadadbHUKA OTIeNa
OKa3aHHUs COJACUCTBUS B UCTIOJTHEHUH CBOUX JIODKHOCTHBIX O0S3aHHOCTEH U MpaB;

4) 3HaKOMHUTBCSI C TPOEKTaMU PEIIEHUA MECTHOM  aJIMHUHUCTpAlUH,
KAaCalOLUMHUCS €T0 AEATEIbHOCTH;

5) ydacTBOBaTh B OOCYXIEHHU BOMPOCOB, KACAIOIIUXCS HCIOIHSIEMBIX UM
JOJHKHOCTHBIX 003aHHOCTEH;

6) BHOCUTh Ha PacCMOTpPEHHUE TJIaBbl MYHUIMIAIBHOIO palioHa M HadaJbHUKA
OTieJIa IPEAJIOKEHUS 110 YIYUIICHHUIO €ro IeATeIbHOCTH;

7) uHbIE MIpaBa, MPEyCMOTPEHHbIE 3aKOHOAATENLCTBOM Poccuiickoit @enepanun
u Bonrorpazackoii o6iactu, a Takke MpaBOBBIMHM aKTaMH MYHULIMIIAIBHOTO palioHa.

5. YcnoBus paboTsl

5.1. Pexxum paboThl TJIABHBIM CHENHAIUCT OMPEACNSACTCS B COOTBETCTBHH C
[IpaBunaMu BHYTPEHHETO TPYIAOBOIO pACHOpPsKa, YCTAHOBJICHHBIMH B MECTHOM
aIMUHUCTpPAIUU.

52. B cBf3M C TPOU3BOJCTBEHHONH HEOOXOAMMOCTBIO CEKpPETapb MOKET
BBIE3)KATh B CIIY)KEOHbIE KOMAaHIUPOBKH (B T.4. MECTHOTO 3HAUYCHHUS).

5.3. Jlns pemieHus ONepaTUBHBIX BOIIPOCOB 1O 00ECIIEUEHUIO TIPOU3BOACTBEHHON
NEATeTLHOCTH OTJeia TJABHBIA CHEIUATUCT MOXET BBIJCIATHCA CITY)KEOHBIN
aBTOTPAHCHOPT.

6. OTBETCTBEHHOCTbH

6.1. ['maBHBII cielMaNyCT NPUBJIEKAETCS] K OTBETCTBEHHOCTH 3a HEHAJUJIeKallee
UCTIIOJJHEHWE  WJIM  HEHCIIOJIHEHHWE  CBOUX  JIOJDKHOCTHBIX  OOSI3aHHOCTEH,
NPEAYCMOTPEHHBIX  HACTOSIEA  JIOJDKHOCTHOM  MHCTPYKIMEW, B  TOpPSJIKE,
YCTAHOBJIEHHOM  JE€HCTBYIOIIMM  TPYAOBBIM  3aKOHOJATEIbCTBOM  Poccuiickoii
Oenepaunu.

6.2. I'7maBHBI cHeNUANUCT HECET TEPCOHAJIBHYI0 OTBETCTBEHHOCTh 32
COOTBETCTBUE BU3UPYEMBIX UM MPOEKTOB MPABOBBIX AKTOB, COTJAIICHHUH (JOTOBOPOB,
KOHTPAKTOB) W HMHBIX JOKYMEHTOB 3aKOHOJAaTenbcTBY Poccuiickoit ®exepauuu u
Bonrorpaackoit ob6mactu, a Takke MpaBOBBIM aKTaM MYHUIIUIAIBHOTO paiioHa.



YTBEPXJIEHA
pacIOpsHKEHUEM aJIMUHUCTPALIAN
KOTenpHNKOBCKOTO MyHUIIMIIAIIBHOTO

paiiona Bonrorpasickoit o61acTu
ot 13.01.2021 r. Ne 6-p

JOJDKHOCTHAS MHCTPYKIMA
BEJIYIIETO CIIeNHUANUCTA (CIIEHHUANIUCT 110 HHOOPMALIMOHHOMY O0CTY>KHUBAHUIO) OTIENa
[0 OPraHU3aIMOHHBIM U 0OIIMM BOIIpOcaM aAMUHHUCTpauu KoTenbHUKOBCKOTO
MYHUITUIIAIEHOTO paiioHa Bonrorpaackoit odmactu

1. OO01re noJI0KEHUS

1.1. Begymmii cienuagucT OTAeNa M0 OPTaHU3alMOHHBIM W OOIIHUM BOIPOCaM
aaMUHACTpArui  KOTEIBHUKOBCKOTO MYHHIIMIAIBLHOTO paiioHa Bonrorpaackoit
obiactu (nmajiee — BEAYIIMHA CICIIMATUCT) OTHOCHTCS K CTapIIel TPYIIe JOJDKHOCTEH
MYHUIIUTIAIBHOW CITYy’KOBI B aJMHHUCTpalud KOTETbHHKOBCKOTO MYHHIIMITATHHOTO
paiiona Bonrorpaackoit oGmactu (maniee — MecTHas aJMUHUCTpaIs), 3aMeniaeMoi
0e3 orpaHrUEHHS CPOKA IMOJTHOMOYHHA.

1.2. Beaymmii crienuaivcT Ha3HAYaeTCsl Ha JODKHOCTh U OCBOOOXKIACTCS OT
JOJDKHOCTH TiaBoi KOTETbHUKOBCKOTO MYHHIIMIIAIBHOTO paiioHa Bonrorpaackoii
obnactu (najiee — riilaBa MyHUIIMIIAIBHOTO paiioHa).

1.3. Beaymmii cHenMaaicT  TOJYMHSACTCS  HEMOCPEACTBEHHO  TJIaBe
MYHHIUTIAIBHOTO paiioHa U HAYaIbHUKY OTJIENA.

2. KBanudukaunonssie TpeOOBaHUs

2.1. Kpamudukanmonnsie TpeOOBaHUS K TPO(ECCHOHAIBHBIM 3HAHUSAM U
HaBBIKAM:

a) mnpodeccuonanpabie 3HaHUd KoHctutymuu Poccmiickoit  ®Deneparum,
(dhenepanpHBIX 3aKOHOB, yKa3oB [Ipe3unenta Poccuiickoit deneparnmu, mOCTaHOBICHHM
[IpaBurensctBa Poccuiickoit ®enepanun, 3akoHOB Bosrorpaackoir ob6macTw,
MYHUIIANATBHBIX HOPMATHUBHBIX TPABOBBIX AKTOB, B COOTBETCTBHH C KOTOPBIMH
PETYIUPYIOTCS OTHOIICHUS, CBSI3aHHBIC C MYHHUIIMITAJILHOW cly>kO0i B Poccuiickoit
@enepanmy; HOPMATHUBHOW  0a3bl  COOTBETCTBYIOIIEH cepsl  JIEATENBHOCTH,
OCYIIECTBIIEMOM B TIpejesiax CBOMX JOJKHOCTHBIX OOS3aHHOCTEH W TMOJTHOMOYMIA,
nmopsiika paboThl cO CiyxeOHOW uHMOpMaIKe; TpaBWJI JIEJOBOTO JTUKETA,
CITy’)keOHOTO pacropsi/ika; MpaBWI U HOPM OXpaHbI TPyAa, TEXHUKH O€30MaCHOCTU H
MPOTUBOIOKAPHON 3aIUTHI; TIOJKHOCTHOTO PETJIaMEHTA.

0) mpodeccuoHaNbHBIC HABBIKK PA0OTHI C 3aKOHOIATECIbHBIMA U HOPMAaTUBHBIMHU
aKTaMH; OpraHu3aly U TUIAHUPOBAHUS BBIIIOJTHEHUS MOPYUYECHHBIX 3a/IaHUI; YMEHUS
3G (HEKTUBHO U TOCIIEIOBATEIIPHO OPraHU30BaTh pPabOTy MO B3aUMOACHCTBHUIO C
OpraHu3alusMi, TpakJaHaMH, YMEHHUS u30eratb KOH(JIMKTHBIX CHUTYyaIluid;
3¢ deKTUBHON OpraHuM3anuu padoThl; pabOTHl B KOHKPETHOH cdepe aesTenbHOCTH;
WCIIOTHUTENBCKON JAUCHUIUIMHBI; pabOThl B KOJUIEKTHBE; IOJTOTOBKH JEJIIOBOIO
NMCbMa;  BIAJEHUSA  KOMIIBIOTEPHOM  TEXHUKOM,  OPITEXHUKOW;  BIIAJCHUSA
HEOOXOIUMBIMH MPOTPAMMHBIMH MPOAYKTAMH.
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2.2. KBanudukanuonHasie TpeOOBaHUS K CTAXy MYHUIUNAIBHOW CIYXObI WIH
CTaKy paOOThI IO CIIEUATBLHOCTU: 0€3 MPEAbSBICHUS TPEOOBAHUN K CTAXYy.

2.3. Ksamuduxanuonnele TpeOOBaHUS K YpPOBHIO NPOo(eccCHoHaNIbHOTO
o0Opa3oBaHusi: BBICIIIEE WJIU CpeiHee MPodecCHOHAIBHOE 00pa3oBaHuUe.

3. 10JDKHOCTHBIE 00s3aHHOCTH

3.1. Beaymuii cienuanucT BHIMOIHSAET CIEAYIONINE TOJKHOCTHBIE O0S3aHHOCTH:

1) ocyuiecTBIsIeT KOHCYIbTUPOBaHNE PAOOTHUKOB MECTHOM aIMUHUCTPAIMH TIO
BOMPOCAM, OTHOCSIIIIUMCS K €70 KOMITeTCHITHH;

2) mOATOTaBIMBACT JUISI TJIaBbl MYHHIIMIIAIBHOTO pallOHA M HadaJIbHUKA OTJIENa
CIpaBOYHbIE MaTEpHAJIbI IO BOIPOCAM, OTHOCSIIMMCS K €r0 KOMIIETCHIIHH;

3) B pamMKax CBOEM KOMIIETEHIIMM U B YCTaHOBIIEHHOM TIOpSIKE BEIET
JETTOTIPOU3BOJICTBO, HCIIONHSAET PETIaMEHT W TpaBWiIa BHYTPEHHETO TPYIOBOTO
pacrnopsiika MeCTHOM aIMUHUCTpPAIINH;

4) oCylIecTBISIET B YCTAHOBICHHOM MOPSAJIKE KOMILJIEKTOBAaHUE, XpPAaHEHUE, YUET
¥ WCIOJB30BAaHUE AapXUBHBIX JOKYMEHTOB, OOpa30BaBIIMXCS B pE3YyIbTaTe €ro
JeSITEeTFHOCTH;

5) HWCHOJHSET MpaBOMEPHbIE MOPYYEHHUsS TJABbl MYHHUIIMIIAJIBLHOTO palioHA U
HaYaJlbHUKA OTJeJIa, OTHOCSIINECS K TOKHOCTHBIM 00s13aHHOCTSIM;

6) obecrieunBaeT B Mpejesiax CBOEH KOMIIETEHLIMH COOTBETCTBYIOIIMM pPEKUM
XpaHEHHUs M 3aIIUTHl TOJYYEHHOW B MpoIlecce AESITENbHOCTH KOHQUICHIIMAIbHON
uH(pOpMaILIUU, CBEICHUM;

7) ydacTByeT B J€ATEIbHOCTH pabouyuMx TpyHI, COBEHIAHMSIX M HHBIX
MEPONPHUATHUSIX IO BOIIPOCAM, OTHECEHHBIM K KOMIIETCHIINH OTENa;

8) mommep)KuMBaeT B aKTyaJbHOM paboO4YeM COCTOSIHUM TIOJHBIH 00beM
ONEpPaTHBHOM M HaKalulMBaeMoW HMH(OpMaluu, a TaKKe 3alUTy WH(POPMAIUH OT
HECAHKIIMOHUPOBAHHOTO JOCTYTIA;

9) ocymiecTBIsIET KOMIUIEKC pabOT MO BHEIPEHUIO COBPEMEHHBIX IMPOTPAMMHBIX
CPEICTB;

10) oka3bIBaeT MPAKTHYECKYIO MOMOIIL PaOOTHHUKAM MECTHOW aJIMUHHUCTPAIHH
npu paboTe ¢ BHEAPSAEMBIMU POTPAMMHBIMH CPEICTBAMHU;

11) crmeaut 3a oOecleYECHHUEM IIEJIOCTHOCTH, JOCTOBEPHOCTH M COXPAHHOCTH
JAHHBIX, IIUPKYJINPYIONIIUX B aBTOMAaTU3UPOBAHHBIX CHCTEMAX;

12) ocyuiecTBIsSCT MpPHUEM U OTHPABKY JOKYMEHTAllMd C MPUMCHEHUEM
3JIEKTPOHHOM MOJANUCH;

13) obecnieunBaeT WHQPOPMAIMOHHBIA OOMEH C OpraHaMu TOCYIapCTBEHHOM
BJacTu Bonrorpaackoi o0lacTy U opraHaMH MECTHOTO CaMOYIPABIICHUS MTOCEICHHM,
BXOJISIIIIAX B COCTaB MYHHIIMITAILHOTO PaliOHAa;

14) ocymectiser opranm3anuio padorst CMOB u CVYullll Bonrorpajackoit
o0JracTu;

15) opraHu3oBBIBACT TPOBEJICHHE BHICOKOH(DEPCHIMI, COBCIIAHUH C
MCTIOJIb30BAaHUEM COBPEMEHHBIX CPEJICTB CBSI3H;

16) ananm3upyeT nHPOPMALMOHHBIE TIOTPEOHOCTH CTPYKTYPHBIX ITOIPA3ICICHUI
OpraHu3allny;

17) oOecneunBaer oOMeH wuHMOpMalMeli ¢ oTaenaMd (B TOM 4YHCIE C
MCIIOJIH30BAHUEM DIIEKTPOHHBIX CETEH TeIEKOMMYHUKALIU);

18) ocymiecTBIsSET C HWCIONB30BAHHEM CPEJICTB BBIYUCIUTEIBHON TEXHUKH,



KOMMYHHKAITMI U CBSI3U TAPaHTUPOBAHHYIO OCTABKY COOOIIEHUH B (eiepaibHOE WU
MYHUIMIIAJBHOE BEJIOMCTBO, YYacCTBYIOIIEE B IPEIOCTABICHUHM TIOCYAapCTBEHHBIX
MYHULUNAIBHBIX YCAYT (U3UUYECKUM JIMIAM C UCIIOJIb30BAHUEM MEKBEIOMCTBEHHOTO
AJIEKTPOHHOTO B3aUMOICHCTBUS,

19) ocymiecTBasieT oOyueHHe PaOOTHUKOB OpPraHU3allMK MPHUEMaM M HaBbIKaM
paboThl Ha KOMIIBIOTEpax, a Takke paboTe C BHEAPSAEMBIMU MPOTrPAMMHBIMU
CpencTBamu;

20) BcsYeCKH CMOCOOCTBYET MPOJBHKEHUIO M TMOIMYJISPU3AIMKM CaiiTa MECTHOM
aJMUHUCTpaLUH,;

21) paspabaTbIBacT W MOAJCPKUBACT OCHOBHYIO KOHIICHIIHIO O(HUIIHMAIBLHOTO
caiiTa MECTHOM aJMUHMCTPALIUM, BHOCUT MPEITIOKEHUS MO JAOpaObOTKE KOHIICTIUU U
coJiep>kaHust 0UIIMATBLHOTO caliTa MECTHOW aJMUHHUCTpAlMU, MO BBEIECHHUIO HOBOTO
cepBwHca IS TOceTUTENe 0(UIMaIbHOTO caiiTa MeCTHOM aJIMUHUCTPAINH;

22) ciemuT 3a TEKCTOBBIM HAIOJHCHHEM O(HUIMAILHOIO caiiTa MeCTHOU
aJIMUHHUCTPAIUH, TIOCTOSTHHBIM OOHOBIICHUEM UH(POPMAIIUK;

23) mpocMarpuBaceT BCE OMyOIMKOBAaHHBIC HA O(MUIIMAIBHOM CalTe MECTHOU
aIMUHUCTPAIMU JOKYMEHThI U MaTe€pualbl, YAUIIET U PEAaKTUPYET MaTepHUallbl, HE
COOTBETCTBYIOIIME 00IIIEeH KOHIIENIIMU U TTpaBUIaM MOJIb30BAHUS CAaUTOM;

24) BpmonHseT pabOThl 1O pPEJaKType M KOPPEKType MaTepuaioB, U WX
CTPYKTYPUPOBAHUIO, BKIIFOUas AU3aiH OPOPMIICHHS TEKCTOB, TAOJIHUII U T. I.;

25) aHanu3upyeT MHGOPMAIUIO, TMOTYICHHYIO OT MOCETUTENICH O(PHUIMATLHOTO
caiiTa MECTHOM aJIMHHUCTpallMd, U C YYETOM TEXHUYECKUX BO3MOXKHOCTEH M Ha
OCHOBE TOJy4yeHHOW uHpopManmu pa3zpabaTbiBaeT U BHEAPSET HOBBIE CEPBUCHI,
noBelIatoIMe 3PQPEKTUBHOCTh HCMHOJIB30BaHUS OQUIMAIBHOTO caiTa MECTHOU
aJMUHUCTPAIIUU TTOTPEOUTEIISIMHU.

4. IlpaBa

4.1. B memsix BBITIOJIHEHHS JTOJDKHOCTHBIX OO0S3aHHOCTEH BEIYIIUHN CIICIIHATHCT
HMMEET NPaBO:

1) 3ampammBaTh y (QYHKUUMOHANBHBIX H (WJIM) OTpPACIEBbIX OPraHoB
(CTpYKTYpHBIX  TOApA3JCIACHUN) MECTHOM aJAMHUHUCTpAllMd UHOOpPMAIUIO |
JOKYMEHTBI, HEOOXOIUMBIE JJIsl BBITIOJIHEHUS! CBOUX (DYHKIIMOHAIBHBIX 00s13aHHOCTEH;

2) mnpuBIeKaTh C corjlacus pyKoBoAWTeNned (QYHKIMOHANBHBIX U (WJIH)
OTpacieBbIX (CTPYKTYPHBIX MOJpa3JeNeHUl) MECTHON aJMUHUCTpaU PaOOTHUKOB
9TUX OPraHoB (CTPYKTYPHBIX NOJPA3AeNIeHUH) [UIsl pa3pabOTKU U OCYIIECTBICHUS
MEpPONPUATHH, TPOBOAUMBIX B COOTBETCTBHHU C JOJDKHOCTHBIMU O0S3aHHOCTSMU;

3) TpeboBaTh OT TIJIaBbl MYHHUILMIAJIBHOTO pailoHa M HavaJbHUKA OTJeNa
OKa3aHHus COACUCTBUS B UCTIOJTHEHUH CBOMX JOHKHOCTHBIX 00s3aHHOCTEN U TIPaB;

4) 3HaKOMHUTBCS C TPOEKTaMU PEIIEHWH MECTHOM  aJIMHUHUCTpAlUH,
KaCalIIUMHUCS €T0 IeATEIbHOCTH;

5) ydactBOBaTh B OOCYXIEHHH BOMNPOCOB, KACAIOIIMUXCS HCHOJIHSIEMBIX UM
JIOJKHOCTHBIX 00513aHHOCTEH;

6) BHOCUTh Ha PacCMOTPEHHUE TJIaBbl MYHHUIMNAIBHOIO pailOHa M HadaJbHUKA
OTJIeNa MPEAJIOKEHUS 110 YIYYIICHUIO €r0 AesITeIbHOCTH;

7) uHBIE TIpaBa, MPEyCMOTPEHHBIE 3aKOHOAATENbCTBOM Poccuiickoit denepanun
u Bonrorpazackoii 06s1acty, a Takke MpaBOBBIMHM aKTaMH MYHULIMIIAIBHOTO palioHa.



5. YcnoBus paboTsl

5.1. Pexxum pabGoThl BEIylIETO CHEIUANKNCTa OMPENENsieTCsl B COOTBETCTBUU C
[IpaBunamMu BHYTPEHHETO TPYIAOBOIO pPacHoOpsKa, YCTAHOBJICHHBIMU B MECTHOMN
aIMUHHUCTpPAIUU.

5.2. B cBs3M ¢ TNPOM3BOJICTBEHHOW HEOOXOIWMOCTBIO BEIYIIHH CHCIIHATHCT
MOXET BBIE3)KATh B CIYKECOHbIE KOMAaHAUPOBKH (B T.4. MECTHOTO 3HAUCHHUS).

5.3. Jlns pemieHus onepaTUBHBIX BOIIPOCOB MO 00ECIIEUEHUIO TIPOU3BOACTBEHHON
NEATeTLHOCTH OTJACNa BEAYIIMH CIENHUATUCTY MOXKET BBIACHATHCA CIIYKEOHBIM
aBTOTPAHCHIOPT.

6. OTBETCTBEHHOCTbH

6.1. Benymuii criermanucTt mpUBIEKaeTCs K OTBETCTBEHHOCTH 32 HEHAJIEKAIIee
UCTIOJIHEHWE  WJIM  HEUCIOJHEHHWE  CBOMX  JIOJDKHOCTHBIX  OOSI3aHHOCTEH,
MPEAYCMOTPEHHBIX ~ HACTOSINIEN  JOJDKHOCTHOM  MHCTPYKUMEW, B  TOPSJIKE,
YCTAHOBJIEHHOM  JEHUCTBYIOIIMM  TPYJIOBBIM  3aKOHOJATEIILCTBOM  Poccuiickoit
denepannu.

6.2. Benymuii croenualucT HeCEeT TMEePCOHAIBHYI0O OTBETCTBEHHOCTH 32
COOTBETCTBUE BU3UPYEMBIX UM IMPOEKTOB MPABOBBIX AKTOB, COTJANIEHUN (JOTOBOPOB,
KOHTPAKTOB) M HMHBIX JOKYMEHTOB 3aKOHOAATeNnbCTBY Poccuiickoir ®exnepauuu u
Bonrorpazackoit o6mactu, a Takke MPaBOBBIM aKTaM MYHUIIMIIAIEHOTO paiioHa.



YTBEPXJIEHA
pacIoOpsHKEHUEM aJIMUHUCTPALIAN
KOTenpHMKOBCKOTO MyHUIIMIIAIIBHOTO

paiiona Bonrorpasickoit o61acTu
ot 13.01.2022 r. Ne 6-p

JOJDKHOCTHASA MHCTPYKIUA
BEJIYIINI CHEUATUCT (CIEUATUCT M0 paboTe C MOCEICHUSIMHU) OT/IeNa 0
OpraHu3alMOHHBIM U OOIIUM BOMpOcaM aJMUHUCTpaIi KoTeIbHUKOBCKOTO
MYHHITUIIAIEHOTO paiioHa Bonrorpaackoit o6mactu

1. OO01re noJI0KEHUS

Benymmuii crenmanuct oTAeNa MO OPraHU3alMOHHBIM M OOIIUM BOIIpOCam
aaMuHMCcTpauu  KOTENbHUKOBCKOTO MYHMIMIOAIBHOTO paiioHa Bonrorpaackoit
obrnactu (majnee — BEAYIIMM CIIEUATUCT) OTHOCUTCS K CTapIIei rpymnme JA0KHOCTEN
MYHHUIUTAIBHON CIIY)Obl B aIMUHUCTpannu KOTenTbHUKOBCKOTO MYHHUIIMIIAIBLHOTO
paiiona Bomnrorpaackoit obmactu (maniee — MecTHas aJMUHUCTpaIs), 3aMeniaeMoi
0e3 OrpaHUYeHus CPOKa MOJTHOMOYHH.

2. Benymuii crnenuanucT Ha3HA4yaeTcsl Ha JODKHOCTh M OCBOOOXKIAeTcs OT
JNOJDKHOCTH TJIaBOW KOTEIBHMKOBCKOTO MYHUIMIIAJBHOIO paiioHa Bonrorpanckoi
obnactu (najiee — riilaBa MyHUIIUIIAIBHOTO paiioHa).

1.3. Benymuii cnenuanuct — MOAYMHSACTCS  HEMOCPEJICTBEHHO  TJIaBe
MYHULHUNAIBHOTO paliOHa U HaYaJIbHUKY OTJAENA.

2. Kpanudukanmonusie TpeOOBaHUS

2.1. KsamuduxanuonHele TpeOOBaHUS K YPOBHIO MpOo(ecCHOHATBHOTO
o0Opa3oBaHUsl: BBICIIEE WU cpeHee MpodecCuoHaAIbHOE 00pa3oBaHUE.

2.2. KBanugukairoHHble TpeOOBaHUS K CTaxy pabOThI MO CHEIUATBHOCTH: 0e3
MpeabsBIeHUs TPEOOBAHUMN K CTAXKY.

2.3. Kpamudukanmonusle TpeOOBaHHs K Npo(ecCHOHAIbHBIM 3HAHUSM H
HaBBIKaAM:

3HaHME€ HOPMATUBHON 0a3bl COOTBETCTBYIOLIEH cdephl AESITENbHOCTH,
OCYIIECTBJIIEMON B MpejaeNiax CBOMX JOKHOCTHBIX OOS3aHHOCTEH W MOJTHOMOYMIA,
MIPaBUJI JICIOBOTO 3TUKETA; CIYKEOHOTO PaclopsIKa; Mmopsaka paboTsl co CiykeOHOU
uH(poOpManMe; TpaBWI U HOPM OXPaHBl TpPyAa, TEXHUKH O€30MacHOCTH U
MPOTUBOMOKAPHON 3aIUTHI; TOJKHOCTHOTO PErjlaMeHTa;

HaBBIKK PaOOTHI C 3aKOHOJATEIFHBIMA U HOPMATUBHBIMH aKTaMU; OpTaHHU3AIHH
Y TJIAHUPOBAHUS TOPYUYEHHBIX 3a/IaHUI; YMEHUS M30eratb KOH(IMKTHBIX CHUTYAIlHiA,
3¢ deKTUBHOM oOpraHu3anuu padoThl; HCIOJHUTENBHON JUCHUIUIMHBI; paboThl B
KOJJIGKTHBE; IMOATOTOBKH JEJIOBOTO IMHCHbMA; BJIAJCHUS KOMIIBIOTEPHOW TEXHUKOM,
OPITEXHUKOM.

3. oJDKHOCTHBIE 00S3aHHOCTH



3.1. Benymmii crienuanucT BBIOIHACT CIAEAYIOMNE JOHKHOCTHBIE 00s13aHHOCTH:

1) ocyiecTBiIsIeT KOHCYIbTUPOBaHUE PAOOTHUKOB MECTHOM aJIMUHUCTPALUH 10
BOIIPOCAM, OTHOCSIIIIUMCSI K €r0 KOMIIETEHIINH;

2) MOArOoTaBIMBAET AJIA IJ1aBbl MYHULIMIIAJBHOTO paiioHAa W HadaJIbHUKA OTJEja
CIPaBOYHBIE MaTEpUAIbI 10 BOIIPOCAM, OTHOCALIMMCS K €r0 KOMIIETEHLIUY;

3) B paMKax cBOeH KOMIIETEHIMM W B YCTAHOBJIIEHHOM HOpSIKE BeIeT
JIEJIONPOU3BOJICTBO, HCIIOJIHAET PErJIaMEHT W MpaBUjla BHYTPEHHETO TPYJIOBOTO
pacrnopsJika MECTHON aJIMUHUCTpAIIH;

4) ocyIecTBIsSIET B YCTAaHOBJIEHHOM HOPSAKE KOMIUJIEKTOBAHUE, XPAHEHUE, YUET
U HCIOJb30BAaHUE APXUBHBIX JIOKYMEHTOB, OOpAa30BaBIIMUXCS B pE3yJIbTaTe€ €ro
NeSITENIbHOCTH;

5) ucnosHSET MpaBOMEPHbIE IMOPYUYEHHUS TIJIaBbl MYHHUIMIAJIBHOIO pailoHa U
HayvaJbHHUKA OT/EJa, OTHOCSIINECS K JOJDKHOCTHBIM O0S3aHHOCTSIM;

6) obecrieunBaeT B Mpejesiax CBOEH KOMIIETEHLUUH COOTBETCTBYIOIIMH pPEXUM
XpaHeHMsI M 3alllUThl IOJIyYEHHOW B Ipolecce AEATEIbHOCTH KOH(HIEHIINATbHON
uH(OpMaIIH, CBEICHUI;

7) ydacTByeT B JE€ATEIbHOCTH pabouux TpyNI, COBEHIAHMSIX M HHBIX
MEPOIPUATHUAX 110 BOIPOCAM, OTHECEHHBIM K KOMIIETEHIIMH OTAENA;

8) oCyIIECTBIISET PETUCTPALIUIO UCXOAAIIEH KOPPECTIOHICHIINH, TOCTaHOBIICHUH,
pacropsKeHU MeCTHOW aIMUHUCTPALUY;

9) ocymectBisieT pabOTy IO KOHTPOJIO HaJ HCIOJTHEHUEM HOPMATHUBHO-
IIPAaBOBBIX AaKTOB, 3alpOCOB OPIraHOB TIOCYIAapCTBEHHOHM Biactu Boirorpaackoi
o01acTu, MECTHOU aIMUHUCTPALIUY;

10) ocyiecTBIsi€T TMOCTOSHHOE B3aWMOJEHCTBHE C  aJAMUHUCTPALUSIMU
MYHHUIMIAIBbHBIX 00pa30BaHUM, pPacCMOJIOKEHHBIX Ha TEPPUTOPUU MYHHUIIMIAIBLHOTO
paifoHa, OKa3bIBaeT HEOOXOJUMYI0O METOJIMYECKYI0 MOMOIIb, 3HAKOMHUT HX C
opuIMaNbHBIMU JIOKYMEHTaMHU TJIaBbl MYHUIIUMIAIBHOTO pailoHa, MOJArOTaBIMBAET
OTBETHI Ha O(pUIIMATIEHBIE 3aIIPOCHI;

11) mo mopy4eHUI0 Ha4yadbHHKA OTJAETa COCTAaBIISET MUCHMa, 3alpPOCHI, JPYTUe
JOKYMEHTBI, TOTOBUT OTBETHI aBTOPAM IHCEM;

12) BhImoiHsIET pabOTy MO MOATOTOBKE 3acelaHUil M COBEIAHUM, TPOBOIUMBIX
PYKOBOJUTENEM MECTHOW aJMUHHUCTpaluu (cOOp HEOOXOJUMBIX MAaTepHaloB,
OMOBELICHUE YYaCTHUKOB O BPEMEHM M MECTE MPOBEACHMS, IOBECTKE MOHS, HX
perucTparus);

13) mewaraer Mo MOpPYYEHHIO HayalbHHMKA OT/AENA CIy>KeOHble MaTepuabl,
HEOOXOAMMBIE JIsl €10 PadOoThl, MM BHOCHT TEKYIIYI0 HHPOPMAIHIO B OaHK JaHHBIX;

14) dbopMupyer B COOTBETCTBUM C ACHCTBYIOIIMM 3aKOHOJATENbCTBOM CIIUCKU
MIPUCSKHBIX 3aCEaTEeIIeH;

15) ocymectBiusier cO6Op AaHHBIX U (OpMHUpPOBaHHE CHUCKOB H30UpaTenen
MYHULUOAIBHBIX OOpa30oBaHMN Ha OCHOBAHWMU TNPEIOCTABISIEMbIX CBEACHUN IS
MOCJIEAYIOIIEH Iepeaauyd B TEPPUTOPUATIBHYIO  HM30MpATENbHYI0  KOMHCCHIO
KorenbaukoBckoro paitona Bonrorpazackoit o6nacrtu;

16) mwampaBnser s odunmankHOTO OmMyONHMKOBaHUS  (0OHAPOIOBAHUS)
MYHHIMIAIBHBIE TPAaBOBBIE aKThl MECTHOW aAMUHHUCTPALIMHU, OCYIECTBISET KOHTPOJIb
HaJ| MPaBUIBHOCTHIO U CBOEBPEMEHHOCTBIO UX OMyOJIuKOBaHUA (0OHAPOIOBAHUS).

4. TlpaBa



4.1. B uensix BBINOJHEHUS JOJDKHOCTHBIX OOSI3aHHOCTEW BEIYIIHUMA CIEHUATIUCT
UMEET MPaBo:

1) 3ampammBath y (GYHKIMOHAIBHBIX U (WJM) OTPACIEBBIX OPraHoB
(CTpYKTYpHBIX  TOApA3JCICHUN) MECTHOM aJAMUHUCTpAlMd UHOOpPMALUIO U
JIOKYMEHTBI, HEOOXOAMMBIE I BBITIOJIHEHUS CBOMX (DYHKIIMOHAJIBHBIX 003aHHOCTEH

2) mnpuBIeKaTb C corJacus pPYKOBOAWTENEH (QPYHKIMOHANBHBIX U (WJIH)
OTpacieBbIX (CTPYKTYPHBIX MOApPA3JEICHUN) MECTHOW aJMUHUCTpAld paOOTHUKOB
ATUX OPraHoB (CTPYKTYPHBIX MOJpa3fesieHHui) sl pa3paOOTKU U OCYIIECTBICHUS
MEPOMPUATHI, TPOBOJUMBIX B COOTBETCTBHUHU C JJOJKHOCTHBIMHU O0S3aHHOCTSIMU;

3) TpebGoBaTh OT TJIaBbl MYHHUIMIIAJBHOIO pailoHa W HayalbHHUKA OTJIENa
OKa3aHMs COICUCTBUS B HCTIOJIHEHUH CBOMX JOJKHOCTHBIX 00SI3aHHOCTEH U MpaB;

4) 3HaKOMHUTBCS C TPOEKTaMU pEIIeHUH MECTHOM  aJIMHUHUCTpAINH,
KacaroLMMHUCS €T0 AeSITEIbHOCTH;

5) y4acTtBoBaTh B OOCYXKJCHHH BOMPOCOB, KACAIOMIUXCS MCIOJHSIEMBIX UM
JOJHKHOCTHBIX 00s13aHHOCTEH;

6) BHOCUTh Ha pacCMOTPEHHUE TJIaBbl MYHUIMIAIBHOTO pailoHa M HayaJdbHUKA
oT/ieNia IPEAJIOKEHHUS 110 YIYUIICHHUIO €ro EeATeIbHOCTH;

7) uHbIE TIpaBa, MPETyCMOTPEHHbBIC 3aKOHOAATENLCTBOM Poccuiickoit deneparuu
u Bonrorpazackoit 061actu, a Takke MPaBOBBIMH aKTaMH MYHHUIIUIIATBLHOTO paioHa.

5. YcnoBus paboTsl

5.1. Pexxum paGoThl BEeNyIIETO CHEIHAINCTa OMPENEseTCs B COOTBETCTBUU C
[IpaBunamMu BHYTPEHHETO TPYJIOBOTO pAaCHOpPsAKA, YCTAaHOBJICHHBIMH B MECTHOM
aIMUHUCTpAIUH.

5.2. B cBsA3M ¢ NPOM3BOJICTBEHHOW HEOOXOJWMOCTBIO BEIYIIHH CICIIHATHCT
MOJKET BBIE3)KATh B CIIYKEOHBIE KOMAaHAUPOBKH (B T.4. MECTHOTO 3HAYCHHUS).

5.3. Jlns penieHus onepaTUBHBIX BOIIPOCOB MO 00ECIIEUEHUIO TTPOU3BOACTBEHHON
JIESITENIBHOCTH OTJieJla BEAYyIIEMY CHEIHAINCTY MOXKET BBIICIATHCS CITYKEOHBIN
aBTOTPAHCIOPT.

6. OTBETCTBEHHOCTbD

6.1. Bexymuii cienuaaucT MpUBJICKAETCS K OTBETCTBEHHOCTH 3a HEHAJICKAIIEe
HCITOJTHEHHE WIM  HEHCIIOJIHCHHE CBOMX  JOJDKHOCTHBIX  OOSI3aHHOCTEM,
MPEAYCMOTPEHHBIX  HACTOSLIEHM  JOJDKHOCTHOM ~ MHCTPYKLHEHW, B  IOpSJIKE,
YCTAHOBJICHHOM  JICUCTBYIOIIUM  TPYAOBBIM  3aKOHOJATENbCTBOM  Poccuiickon
®denepanuu.

6.2. Beaymuii cHnenpaJucT HECEeT TMEPCOHAIBHYI0 OTBETCTBEHHOCTH 3a
COOTBETCTBUE BU3UPYEMBIX UM MPOEKTOB MPABOBBIX AKTOB, COTJAIICHUN (JOrOBOPOB,
KOHTPAaKTOB) U HHBIX JOKYMEHTOB 3aKOHOJaTenbcTBY Poccuiickoit ®denepainuu u
Bonrorpaackoit o6macTu, a Takke MPaBOBBIM aKTaM MYHUIUMAIBHOTO pailoHa






YTBEPXJIEHA
pacIOpsHKEHUEM aJIMUHUCTPALIAN
KOTenpHNKOBCKOTO MyHUIIMIIAIIBHOTO

paiiona Bonrorpasickoit o61acTu
ot 13.01.2022 r. Ne 6-p

JOJDKHOCTHAMA MHCTPYKIUA
cnenpanucra 1-if kareropuu (crennanuct o padbore co CMU) otaena no
OpraHU3alMOHHBIM U OOIIMM BOMpocaM aJIMUHUCTpau KoTensHuKOBCKOTO
MYHHITUIIAJILHOTO paiioHa Bonrorpaackoit o6mactu

1. OO01re noJI0KEHUS

1.1. Cneumanuct 1-ii KaTeropuu OTAENA IO OPraHU3AMUMOHHBIM H OOIIMM
BolpocamM  aaMUHUCTpanud  KOTETbHMKOBCKOTO  MYHHMIIMIAIBLHOTO  pailoHa
Bonrorpazackoit obiactu (anee — crieuaIucT 1-i KaTeropuu) OTHOCUTCS K MIIaIIeH
TPYIIe AOHKHOCTEH MYHUIIMITAIBHOM CIY>KOBI B aqMUHUCTpaiu KoTeTsHUKOBCKOTO
MYHHUIMOAIBHOTO  pailoHa  Bousrorpaackoit  obmactu  (mainee — — MecTHas
aJIMUHHCTpaLus ), 3aMeliaeMoi 0e3 orpaHM4YeHHsI CPOKa MOJTHOMOYUH.

1.2. Cnermmanuct 1-if kareropuu Ha3Ha4YaeTCs HA JOHKHOCTh M OCBOOOXKIAeTCs
OT JIOJDKHOCTH T1aBOM KOTeThHHKOBCKOTO MYHMIIMIIATBHOTO paiioHa Bonrorpaackoii
obnactu (najiee — riilaBa MyHUIIMIIAIBHOTO paiioHa).

1.3. Cnenuanuct 1- KaTeropuu MOAYMHACTCS HEMOCPEICTBEHHO TJlaBe
MYHHUIIMITAJIBHOTO palioHa U HaYaJIbHUKY OT/CIA.

2. KBanudukaunonssie TpeOOBaHUs

2.1. Kpamudukanmonnsie TpeOOBaHUS K TPO(ECCHOHAIBHBIM 3HAHUSAM U
HaBBbIKaM:

a) mnpodeccuonanpabie 3HaHUd KoHctutymuu Poccmiickoit  ®Deneparum,
(dhenepanpHBIX 3aKOHOB, yKa3oB [Ipe3unenta Poccuiickoit deneparnmu, mOCTaHOBICHHM
[IpaBurensctBa Poccuiickoit denepannu, 3akoHOB Bonrorpanckoit o6rnacTy,
MYHHUIIMIAIBHBIX HOPMATUBHBIX IPAaBOBBIX AKTOB, B COOTBETCTBUU C KOTOPBIMHU
PETYIHPYIOTCS OTHOIIEHUS, CBA3aHHBIC ¢ MYHUIIMTIATBHOU ciyk00i1 B Poccuiickoit
@enepanmy; HOPMATHUBHOW  0a3bl  COOTBETCTBYIOIIEH cepsl  JIEATENBHOCTH,
OCYIIECTBIIIEMON B MpejesaXx CBOMX JOJKHOCTHBIX OO0SI3aHHOCTEH M MOJIHOMOYMIA;
nopsiaka paboTel co ciyxeOHOW uWH(pOpMAaIMe; NpaBWJI JEJIOBOTO 3TUKETA;
CIIy’)KeOHOTO pacrlopsiiKa; MPaBUI U HOPM OXpaHbl TPYyJa, TEXHUKH OE30MacCHOCTH U
MIPOTUBONOKAPHOM 3aIUTHI; JOJIKHOCTHOIO PErjaMeHTa.

0) npodeccuoHanbHble HABBIKA MCIIOTHUTENbCKON TUCHUIUIMHBL, 3P(EKTUBHON
OpraHu3alliy CBOEro pabovyero BpeMEeHH; YMEHUS U30eraTh KOH(MIMKTHBIX CUTYalni;
BJIaJICHUsI KOMIIBIOTEPHOU TEXHUKOU, OPTTEXHUKOM.

2.2. Kanudukanmonusle TpeOOBaHUS K CTa)Xy MYHUIUNAIbHOW CIY>KOBI WU
CTaxXy pabOTHI MO CHENHATBLHOCTH: 0€3 MpeIbsABICHNUS TPEOOBAHMI K CTAXKY.

2.3. Ksamudukaumonnole TpeOOBaHMSA K YPOBHIO MPO(EeCcCHOHATHLHOTO
o0Opa3oBaHusl: BBICIIEE WU cpeHee MpodecCuoHaIbHOE 00pa3oBaHUeE.
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3. JIOIDKHOCTHBIE 00S3aHHOCTH

3.1. Cneumanuct 1-i KaTeropuyd BBINOJHSAET CICAYIONIUE JIOJKHOCTHBIC
00513aHHOCTH:

1) ocyiiecTBIsieT KOHCYIbTUPOBAHUE PAOOTHUKOB MECTHOW aIMUHHUCTpPAIIMHU IO
BOIIPOCaM, OTHOCSIIIIUMCSI K €r0 KOMIIETEHIINH;

2) MOAroTaBIMBACT JJIs TJIaBbl MYHUIIMITAJILHOTO pailOHa M HadaJlbHUKA OTela
CIIpaBOYHbBIC MAaTEPHUAIIBI IO BOIIPOCAM, OTHOCSIIIUMCS K €r0 KOMIETEHIINH;

3) B pamMKax CBOEHW KOMIIETEHIIMM M B YCTAHOBJICHHOM TIOPSAKE BEICT
JEJIONPOU3BOJICTBO, MCIIOJHAECT pErjJaMEeHT M TMpaBWjia BHYTPEHHETO TPYJI0BOTO
pacnopsika MECTHOM aIMUHUCTPALIHH;

4) ocylIeCTBISET B YCTAHOBJICHHOM TOPSIKE KOMILJIEKTOBAaHUE, XPAHEHHUE, YUET
U WCIOJIb30BAaHWE AapXHMBHBIX JOKYMEHTOB, OOpa30BaBIIUXCS B pE3yJbTaTe €ro
JeSITeTbHOCTH,

5) UCHOJNHSET MpPaBOMEPHBIC MOPYUYEHHUS TJIaBbl MYHHUIIUIIAIBLHOTO pailloHa H
HavaJIbHUKA OTJIe]Ia, OTHOCSIIHNECS K JOJDKHOCTHBIM 00SI3aHHOCTSIM;

6) obecrieunBaeT B MpeeiIax CBOCH KOMIETEHIIMM COOTBETCTBYIOIIUM PEXKHM
XpaHEHUs U 3alIUThl TOJYYEHHON B Mpoliecce ACATEIbHOCTH KOH(PUIACHIMATHLHON
nH(popManuu, CBEACHU;

7) y4YacTByeT B JCATEILHOCTH pabOYMX TPYII, COBEIIAHUSAX H HHBIX
MEPOIPHUSITHSAX IO BOIPOCAM, OTHECEHHBIM K KOMIIETECHIIMHU OT/ea;

8) ocymecTBiger cOop wuHGOPMAIMK O JACATCIBHOCTH OTACIOB MECTHOU
aIMUHUCTpAIMU, (POTOOTYETOB O COOBITHSIX M MEPONPHUATHAX, KaCAIOIMUXCA Cheps
NEATeJIbHOCTA MECTHOM aJIMHHHUCTpPALMM JUIi CBOCBPEMEHHOTO pa3MElIeHUs Ha
ouIMaTEHOM CaliTe MECTHOM aIMUHHUCTPALIHH;

9) yuacTByeT B Mmpolieccax, CBI3aHHBIX ¢ MoauduKamnueld o(UIHATIBHOTO caiTa
MECTHOW aJMUHUCTPAIINH;

10) co3maeT UMUK, GUPMEHHBIN CTHIIb MECTHON aJMHUHHCTPAIIMU HA CTPAHMUIIAX
oUIIMaTBEHOTO CcaiiTa MECTHOM aJIMUHUCTpPAIIUH;

11) nmommepKMBaeT  TOJOXKUTCIbHBIM ~ HMMHK  PYKOBOAMTENIS  MECTHOM
aIMUHHUCTpAIMU U (GOPMHUPYET COOTBETCTBYIOIIEE OOIIECTBEHHOEC MHCHHUE;

12) nmoAroTaBiIMBAeT IMPOEKTHI TEKCTOBBIX MaTepHaOB  BBICTYIUICHUH,
3asBJIEHUN, 0OpallleHni TJIaBbl MyHUIIUTIATBLHOTO pailoHa aiis pasmenieHus B CMU;

13) ocymiecTBasSET COMPOBOXKICHUE TJIaBbl MYHHUIIMIIAIBHOTO paiioHa C IENBIO
OpraHu3aiuu  HHPOPMAIMOHHOTO 00ecreyeHusl COBEIaHuM, paboyux MOe30K,
MyOJUYHBIX BBICTYIUICHUH M BCTPEY C KOJUICKTUBAMH YUPEKICHUU, TIPEANPUITHI U
OpraHu3alii MYHULHUNAIBHOIO pailoHa C IEeNbI0 ONEPaTUBHOIO pa3MEUICHUs Ha
oUIAIIEHOM CaiiTe MECTHON aJIMHHHCTPAIIMN HOBOCTHBIX MaTEePHAJIOB;

14) oka3bIBaeT OPraHU3alMOHHYIO U MeToau4eckyio momoinb CMU B cozmanuu
MaTepHuajoB O JEATEIbHOCTU MECTHOM aIMUHUCTPALINH;

15) ocyiecTBIsSIET ONEpPaTHBHBIA COOp M aHaJIW3 MATEePHAJIOB PANHOHHBIX |
peruoHanbHbIx CMU 0 nedarenbHOCTH MECTHOM aIMUHUCTPALINHY;

16) coTpymHW4YaeT ¢ Mpecc-Cly)KO0aMu, KOTOpBIC MPEACTABISIOT —JPyrue
TePPUTOPHUATILHBIE YUPEKICHUS U OpraHu3aluu;

17) ocymiecTBisieT MOHUTOPHUHT BBIXOAa MarepuanioB B CMMU, kacarommxcs
JeATeTLHOCTH MECTHOM aIMUHUCTPAIIUU U €€ CTPYKTYPHBIX TOIpa3/ICIICHHI;

18) opraHum3yeT BCTpEYHM TIJIaBbl MECTHOH aJMHUHHUCTpPAIlMH C HACEJICHHEM,
0(pOpMIIIET COOTBETCTBYIOIIYIO TOKYMEHTAIUIO;

19) Benet yueT oOpaieHuid ¥ 3assBICHUN TPaXKIaH;



20) wampaBiaser oOpamieHWsT W 3asABJICHUS TPaXKIAH  UCIIOJHUTEISIM,
OCYIIECTBJIIET KOHTPOJIb HaJl CBOEBPEMEHHBIM OTBETOM Ha 3asiBICHUSI U OOpaIleHHUs
rpaXk/iaH;

21) HampaBIsSieT OTBETHI HA OOPAICHHS U 3asIBIICHUS aJpecaTaM.

4. TlpaBa

4.1. B menax BbIMOJHEHUS JIOJDKHOCTHBIX oOOs3aHHOCTEH crenuanuct 1-i
KaTeropuu UMEET IpaBo:

1) 3ampammBath Yy (GYHKIMOHAIBHBIX U (WJIM) OTPACIEBBIX OPraHoB
(CTpYKTYpHBIX  TOApA3JCICHUN) MECTHOM  aJAMUHUCTpAlMud UHOOpPMAILUIO U
JIOKYMEHTBI, HEOOXOAMMBIE I BBITIOJIHEHUS CBOUX (PYHKIIMOHAIBHBIX 00S3aHHOCTEH;

2) TpuBIEKAaTh C COIJIacHsl PYKOBOAUTENEH (PYHKIMOHATBHBIX U (WJIN)
OTpacieBbIX (CTPYKTYPHBIX MOApPA3JCICHUN) MECTHOW aJMUHUCTpAIMd PaOOTHUKOB
ATUX OPraHoB (CTPYKTYPHBIX TMOJpa3felieHuid) sl pa3paOOTKU U OCYIIECTBICHUS
MEPOIPUSTHH, TPOBOJUMBIX B COOTBETCTBUH C JIOJPKHOCTHBIMU O0SI3aHHOCTSIMU;

3) TpebGoBaTh OT TJIaBhl MYHHUIMIIAJBHOTO pailOHa W HaydallbHUKA OTIeNa
OKa3aHMs COJCUCTBHUSA B HCTIOJIHEHUH CBOMX JOJDKHOCTHBIX 00S3aHHOCTEH U MpaB;

4) 3HaKOMHUTBCA C TPOEKTAaMU pEUIEHUH MECTHOW  aJIMHUHUCTpAIUH,
KacaroLMMHUCS €T0 AeSITeIbHOCTH;

5) y4acTtBoBaTh B OOCYXJCHHH BOMPOCOB, KACAIOMIMXCS HCIOJHIEMBIX UM
JOJHKHOCTHBIX 00S13aHHOCTEH;

6) BHOCUTh Ha pacCMOTPEHHUE TJIaBbl MYHUIIMIAIBHOTO pailoHa M HayajdbHUKA
OTJeNa MPEeAIOKEHUS 110 YIYYIICHUIO €r0 AeSITeIbHOCTH;

7) uHbIE TIpaBa, MPETyCMOTPEHHBIC 3aKOHOAATEIHCTBOM Poccuiickoit deaeparnu
u Bonrorpazackoii 061acty, a Takke MPaBOBBIMH aKTaMH MYHHUIIMIIATLHOTO paioHa.

5. YcnoBus paboTsl

5.1. Pexxum paboThl crienuanucTa 1-il kKateropuu onpezenseTcs B COOTBETCTBUN
¢ IlpaBunamMu BHYTPEHHErO TPYAOBOrO PACHOPs]KA, YCTAHOBJICHHBIMH B MECTHOM
aIMUHUCTpAIUH.

5.2. B cBsi3U ¢ MPOU3BOICTBEHHOM HEOOXOIUMOCTHIO CIICIIUAIKCT -1 KaTeropuu
MOJKET BBIE3)KATh B CIIYKEOHBIE KOMAaHAUPOBKH (B T.4. MECTHOTO 3HAYCHHUS).

5.3. JInst petieHust onepaTUBHBIX BOIIPOCOB MO 00ECMEYSHHUIO TTPOU3BOICTBEHHOMN
JEATeTLHOCTH OTJeNia CIEeHUANUCTY |- KaTeropuu MOMKET BBIACIATHCS CITYKEOHBIH
aBTOTPAHCIOPT.

6. OTBETCTBEHHOCTH

6.1. Cpneumanucr 1- KaTreropum NPUBJIEKAETCS K OTBETCTBEHHOCTH 3a
HEHa/JIe)Kalllee UCTIONHEHNE UM HEUCIIOIHEHNE CBOUX JIOJDKHOCTHBIX 00SI3aHHOCTEH,
MPEAYyCMOTPEHHBIX  HACTOSLIEHM  JOJDKHOCTHOM  MHCTPYKLHEW, B  IIOpSAKE,
YCTAHOBJIEHHOM  JE€HCTBYIOIIMM  TPYAOBBIM  3aKOHOJATEIbCTBOM  Poccuiickoii
Oenepaunu.

6.2. Cnenuanuct 1-i KaTeropum HECET IMEPCOHAIBHYKO OTBETCTBEHHOCTH 3a
COOTBETCTBUE BU3UPYEMBIX UM MPOEKTOB MPABOBBIX aKTOB, COTJAIICHHUH (JOTOBOPOB,
KOHTPAKTOB) M HHBIX JIOKYMEHTOB 3aKOHOAATenbCcTBY Poccuiickoit ®enepauuu u
Bonrorpazackoit o6macty, a Takke MpaBOBbIM aKTaM MYHUIIMIIAJILHOTO paiioHa.






YTBEPXJIEHA
pacIOpsHKEHUEM aJIMUHUCTPALIAN
KOTenpHNKOBCKOTO MyHUIIMIIAIIBHOTO

paiiona Bonrorpasickoit o61acTu
ot 13.01.2022 r. Ne 6-p

JOJDKHOCTHAS MHCTPYKLM A
cneraiicTa 1-i KaTeropuu oT/iesa Mo OpraHu3aluoOHHBIM U OOIIM BOTIPOCaM
aaMUHHCTpauu KOoTeIbHUKOBCKOTO MYHHIIMITAJILHOTO palioHa Bosrorpaackoi
oOylactu

1. OO01re noJI0KEHUS

1.1. Crneumanuct 1-¥ KaTeropuud OT/AeNa 10 OPraHU3AMMOHHBIM H OOIIMM
BolpocamM  aAMUHUCTpanMu  KOTETbHMKOBCKOTO  MYHHUIIMIIATBLHOTO  paiioHa
Bonrorpazackoit obiactu (anee — crieuaIucT 1-i KaTeropuu) OTHOCUTCS K MIIaIIeH
TPYIIe AOHKHOCTEH MYHUIIMITAIBHOM CIY>KOBI B aqMUHUCTpaiu KoTeTsHUKOBCKOTO
MYHHUIMOAIBHOTO  pailoHa  Bousrorpaackoit  obnactu  (mamee —  MecTHas
aIMUHUCTpAIKs), 3aMelIaeMoil 0e3 orpaHUYEHUsI CPOKaA TTOJTHOMOYHUH.

1.2. Cnermmanuct 1-if kareropuu Ha3Ha4YaeTCs HA JOHKHOCTh M OCBOOOXKIAeTCs
OT JIOJDKHOCTH T1aBOM KOTeThHHKOBCKOTO MYHMIIMIIATBHOTO paiioHa Bonrorpaackoii
obnactu (najiee — riilaBa MyHHUIIMIIAIBHOTO paiioHa).

1.3. Cnenuanuct 1- KaTeropuu MOAYMHACTCS HEMOCPEICTBEHHO TJlaBe
MYHHUITUTIAJIBHOTO paiioHa U HAa4aJIbHUKY OTJIEJIa.

2. Kanudukannonusie TpeboBaHus

2.1. Ksamuduxanuonnele TpeOOBaHUS K YpPOBHIO MpOo(ecCHoHaTBHOTO
o0Opa3oBaHUs: BHICIIEE WU cpeHee MpodecCuoHAIbHOE 00pa30BaHUE.

2.2. KBanugukairoHHble TpeOOBaHUS K CTaXy pabOThI MO CHEIUATBHOCTH: 0e3
MIPEIbSIBICHUS] TPEOOBAHUH K CTaXYy.

2.3. Kpamudukanmonnsle TpeOOBaHHUS K TNPOo(EecCHOHAIBHBIM 3HAHUSIM U
HaBbIKaM:

3HaHWE HOPMATHBHOM 0a3bl COOTBETCTBYIOWIEH Cdepbl IeATeIbHOCTH,
OCYIIIECTBIISIEMON B Tpeienax CBOMX JIOJDKHOCTHBIX OOS3aHHOCTEH M TIOJTHOMOYMH;
MIPaBUJI JICIOBOTO 3TUKETA; CIYKEOHOTO pacropsaKa; Mmopsaka paboTsl co CiykeOHOU
uHopManMe; TpaBWI U HOPM OXPaHbl TpPyAa, TEXHUKH O€30MacCHOCTH U
MPOTHBOITOKAPHOH 3aIIHUTHI; JOHKHOCTHOTO PETJIaMEHTA,

HaBBIKA PabOThI ¢ 3aKOHOJATCIIbHBIMH U HOPMATHUBHBIMU aKTaMU; OpTraHU3alluN
Y TJIAHUPOBAHUS TOPYUYEHHBIX 3a/IaHUI; YMEHUS M30eratb KOH(IMKTHBIX CHUTYAIlHiA,
3G (EeKTUBHOM OpraHu3anuu padoThl, HWCIOTHUTEIBHON IUCIUIUIMHBI;, pPabOThl B
KOJIJICKTUBE; TOJTOTOBKH JEJIOBOTO IMUCHhMA; BIAJICHUS KOMIBIOTEPHON TEXHUKOM,
OPITEXHUKOM.

3. oJDKHOCTHBIE 00S3aHHOCTH

3.1. Cnenmanuct 1-i KaTeropuud BBINOJIHSAET CIEAYIOUIUE JOJKHOCTHBIE



00513aHHOCTH:

1) ocyiecTBIsIeT KOHCYIbTUPOBaHUE PAOOTHUKOB MECTHON aJIMUHUCTPALUH 10
BOIIPOCAM, OTHOCSIIIIUMCS K €r0 KOMIIETEHINH;

2) MOArOoTaBIMBAET AJIA IJ1aBbl MYHULIMIIAJBHOTO paiioHAa W HadaJIbHUKA OTJEja
CIPaBOYHBIE MaTEpUAIbI 10 BOIIPOCAM, OTHOCALIMMCS K €r0 KOMIIETEHLIUY;

3) B paMKax cBOeH KOMIIETEHIIMM U B YCTAHOBJIEHHOM IIOpSAKE BeJEeT
JIEJIONPOU3BOJICTBO, HCIIOJIHAET PErJIAMEHT W IpaBuja BHYTPEHHETO TPYJIOBOTO
pacrnopsJika MECTHON aJIMUHUCTpAIIH;

4) ocyIecTBIsSIET B YCTAaHOBJIEHHOM HOPSAKE KOMIUJIEKTOBAHUE, XPAHEHUE, YUET
U MHCIOJb30BAaHUE APXUBHBIX JIOKYMEHTOB, OOpa30OBaBIIMXCS B pE3yJIbTAaTe€ €ro
NeSITENIbHOCTH;

5) ucnosHSET NpaBOMEpHbIE IMOPYUYEHHUS TIJIaBbl MYHHUIMIAJIBHOTO palioHa U
HayvaJbHHUKA OT/EJa, OTHOCSIINECS K JOJDKHOCTHBIM O0S3aHHOCTSIM;

6) obecrieunBaeT B Mpejesiax CBOEH KOMIIETEHLUUH COOTBETCTBYIOIIMH pPEXUM
XpaHEHHsI M 3alllUThl IOJIyUEHHOW B Ipolecce ACATEIbHOCTH KOH(HIECHINATbHON
uH(OpMaIIH, CBEICHUI;

7) ydacTByeT B JeATEIbHOCTH pabouyux TpyNI, COBEHIAHMSIX M HHBIX
MEPOIPUATHUAX 110 BOIPOCAM, OTHECEHHBIM K KOMIIETEHIIMH OTAENA;

8) ocyIiecTBISeT B yCTAHOBICHHOM IMOPSIKE IPUEM MaTepHAIOB IS NIeUaTaHuUs;

9) obecnieunBaeT COXpPaHHOCTH MPUHATHIX MaTEPHAJIOB JJIS IeYaTaHMS,

10) cBepsieT TMOATOTOBICHHBIC TEKCTBI C OPUTHHAIOM H  HUCIPABIISCT
JOMYIEHHbIE OIIMOKH;

11) cHuUMaeT KCEePOKOIUH JOKYMEHTOB;

12) meyaraeT W pa3MHOXAET TMOCTAHOBJICHUS, PACIOPSHKCHUS MECTHOMN
aAMUHHCTpALlMU, MaTepuabl JUIsl KOJUJIETMM, TMHUChbMa, 3asBICHHUS M JIpyrue
UCHIOJIHUTEIbHO-PACIOPAIUTEIbHBIE JJOKYMEHTBI, HEOOXOIUMBIE I JIEATEIbHOCTU
MECTHOW aJIMUHUCTPAIINH;

13) moAroTaBIMBaTH MaTEPUAIIBI JIJIS IEPEIaud B MYHHIIUTIALHBIN apXUB.

4. IlpaBa

4.1. B mnenax BBINOJHEHUS IOJDKHOCTHBIX OOS3aHHOCTEW CHEUHaInCT |-id
KaTE€ropuu UMEET MPaBo:

1) 3ampammBaTh y (YHKIMOHANBHBIX U (WMJM) OTPaclIeBBIX OPTraHOB
(CTpYKTYpHBIX  TOJpa3felieHuil) MECTHOM aJMUHUCTpalMu  UHpOpMaluio U
JOKYMEHTBI, HEOOXOUMBIE JJIsl BBITMIOJIHEHUS! CBOUX (DYHKIIMOHAIBHBIX 00513aHHOCTEH;

2) mpuBIEKaTh C COIJIAacus PYKOBOAWTENEW (DYHKIMOHANBHBIX H  (WIJIH)
OTpacieBbIX (CTPYKTYPHBIX MOJpa3/eIeHHii) MECTHONM aJMUHUCTPALUU PaOOTHHUKOB
ATUX OPraHoB (CTPYKTYPHBIX MOJpa3fesieHHuil) sl pa3paOOTKU U OCYIIECTBICHUS
MEpPONPUATHH, TPOBOAUMBIX B COOTBETCTBHHU C JOJDKHOCTHBIMU O0S3aHHOCTSMU;

3) TpeboBaTh OT TIJaBbl MYHHLHMIIAJIBHOIO pailoHa M HadaJbHUKA OTIEINA
OKa3aHHus COACUCTBHS B UCTIOJTHEHUH CBOUX JOKHOCTHBIX 00s3aHHOCTEHN U MpaB;

4) 3HaKOMHUTBCS C TPOEKTaMU PEIIEHWA MECTHOM  aJIMHUHUCTpAlUH,
KaCalIIUMHUCS €T0 IeATEIbHOCTH;

5) ywactBOBaTh B OOCYXIEHHU BOMNPOCOB, KACAIOIIMUXCS HCIOJIHSAEMBIX UM
JOJPKHOCTHBIX 00513aHHOCTEH;

6) BHOCUTh Ha PacCMOTpPEHHUE TJIaBbl MYHUIMIAIBHOIO paliOHa M HadyaJbHUKA
OTJIeNa MPEAJIOKEHUS 110 YIYYIIEHUIO €TI0 AESITEbHOCTH;



7) uHbIC TpaBa, IPEAYCMOTPEHHbIE 3aKOHOaTENLCTBOM Poccuiickoit deneparuu
u Bounrorpazackoii 061acTH, a Takyke MPaBOBBIMU aKTaMU MYHHUITUTIIAIBHOTO paiioHa.

5. YcnoBus paboTsl

5.1. Pexxum paboThl criennanucta - KaTeropuu omnpeeseTcs B COOTBETCTBUM
¢ [lpaBunmamu BHYTPEHHEro TPYAOBOTO PACHOpPsAJIKA, YCTAHOBJICHHBIMH B MECTHOM
aIMUHUCTpAIUH.

5.2. B cBsI3U ¢ TPOM3BOICTBEHHOM HEOOXOAMMOCTBIO CTICITHANKCT |- KaTeropuu
MOXET BBIE3)KATh B CIYKEOHBIE KOMaHIUPOBKHU (B T.4. MECTHOTO 3HAUCHUS).

5.3. Jlna pelieHus onepaTUBHBIX BOIIPOCOB MO 00ECIEUEHUIO TTPOU3BOACTBEHHOM
JEATeTLHOCTH OTJeNia CIeIHUANUCTY |- KaTEeropuud MOMKET BBIACIATHCS CITYKEOHBIH
aBTOTPAHCIIOPT.

6. OTBETCTBEHHOCTD

6.1. Cneuuamuct 1- KaTeropum TMPHUBJIEKACTCI K OTBETCTBEHHOCTH 34
HEHaJJIeXkalllee MCIOJHEHNE WM HEUCIIOJHEHUE CBOMX JOJIKHOCTHBIX 00S3aHHOCTEH,
IIPENYCMOTPEHHBIX  HACTOSIIEH  JODKHOCTHOM — MHCTPYKUMEH, B  TOpPSIKE,
YCTAaHOBJIEHHOM  JIEWCTBYIOIIMM TPYIOBBIM  3aKOHOAATENbCTBOM  Poccuiickoi
denepannu.

6.2. Cnenuanuct 1-i KaTeropum HECET IMEPCOHAIBHYK0 OTBETCTBEHHOCTH 3a
COOTBETCTBHE BU3UPYEMBIX UM MPOEKTOB IPABOBBIX AKTOB, COTJAIICHHUN (JOrOBOPOB,
KOHTPAKTOB) M HMHBIX JOKYMEHTOB 3aKOHOAATeNbCTBY Poccuiickoir ®exnepauuu u
Bonrorpazackoii o6mnactu, a Takke NpaBOBbIM aKTaM MYHULIMIIAJIBHOTO paiioHa.



YTBEPXJIEHA
pacIOpsHKEHUEM aJIMUHUCTPALIAN
KOTenpHNKOBCKOTO MyHUIIMIIAIIBHOTO

paiiona Bonrorpasickoit o61acTu
ot 13.01.2022 r. Ne 6-p

JOJDKHOCTHAA NHCTPYKIUA
crienpanucra 1-i kareropun (apXxuBapuyc) OTAeNa M0 OPraHU3aMOHHBIM U O0IIUM
BOIIPOCaM aAMUHUCTpanuu KoTeaTpbHUKOBCKOTO MyHUIIMIIAIBHOTO pailoHa
Bonarorpaackoit o61actu

1. OO01re noJI0KEHUS

1.1. Cneumanuct 1-i1 kaTreropuu OTAENa IO OPraHU3AMUOHHBIM M OOIIUM
BompocaM  agMHUHUCTpauuu  KOTEJIbHUKOBCKOTO  MYHMIMIIAIBHOTO  pailoHa
Bonrorpazackoit obiactu (anee — crieuaIucT 1-i KaTeropuu) OTHOCUTCS K MIIaIICH
TpYIIe AOHKHOCTEH MYHULIMIAIBHOU CIY>KObI B aqMUHUCTpanuu KoTensHUKOBCKOTO
MYHHUIIMIIAJILHOTO  paiioHa  Bonrorpaackoid  oOmactkm  (magee —  MECTHas
aIMUHHUCTpAIUs), 3aMeIIacMoit 6e3 orpaHUYCHHUS CPOKaA TTOJTHOMOYHH.

1.2. Cneuunanuct 1-if kKareropuu Ha3Ha4aeTcs Ha JOJKHOCTb M OCBOOOXKIaeTcs
OT JOJDKHOCTH Ti1laBol KOTEIbHMKOBCKOrO MYHHIIMIIAIBHOrO paiioHa Bonrorpaackoi
obsactH (fajiee — riaBa MyHHIIMIIAJLHOTO paiioHa).

1.3. Coenuanuct 1- KaTeropuu MOAYMHAECTCS HEMOCPEICTBEHHO TJlaBe
MYHUIIUNIATBHOTO pailoHa, 3aMECTUTENI0 HadalbHUKA U HaYaJbHUKY OT/eNa.

2. Kanudukannonusie TpeboBaHus

2.1. KsamuduxanuoHnnele TpeOOBaHUS K YpPOBHIO NPO(ecCHOHATHLHOTO
o0Opa3oBaHUsl: BHICIIEE WU cpeHee MpodecCuOHAIbHOE 00pa3oBaHUE.

2.2. KBanugukaionHubsie TpeOOBaHUS K CTaXy padOTHI MO CHeruaibHOCTU: 0e3
MPEeabSBICHUS TPEOOBAHUH K CTAXKY.

2.3. Kpamudukanuonusle TpeOOBaHUS K TNPO(ECCHOHAIBHBIM 3HAHUSAM U
HaBbIKaM:

3HAHHEC HOPMATHUBHOW 0a3bl COOTBETCTBYIOIICH cdephl  JIESITEIBLHOCTH,
OCYIIECCTBIIIEMON B TIpejesiaXx CBOMX JODKHOCTHBIX OOSI3aHHOCTCH W IOJTHOMOYHMIA,
MIPaBWII IETIOBOTO ATHKETA; CIY:)KEOHOTO pacmopsiaKa; mopsiaKa paboThl CO CIIy)keOHOM
uHopManMe; TpaBWI U HOPM OXPaHBl TPyAa, TEXHUKH O€30MacHOCTH U
MIPOTHUBOIIOKAPHON 3aIUTHI; JIOJDKHOCTHOTO PETJIaMEHTA;

HaBBIKKA PabOThI ¢ 3aKOHOJATEIILHBIMU U HOPMATUBHBIMU aKTaMU; OpraHU3alUN
Y TJIAHUPOBAHUS TIOPYYEHHBIX 3a/IaHUI;, YMEHHS U30eratb KOH(QIMKTHBIX CUTYAIlHii;
3¢ (HEeKTUBHOM OpraHu3aluu padOThl, HMCIOJHUTCIBHON JUCIUIUIMHBI;, pPaOOThI B
KOJUICKTHBE; IOJATOTOBKH JICJIOBOTO IHCHbMA; BJIQJICHUS KOMITBIOTEPHOW TEXHUKOM,
OPITEXHUKOM.

3. JlomKHOCTHBIC 0053aHHOCTH

3.1. Cnenmanuct 1-ii KaTeropuu BBINOJIHAET CIEAYIOUUE JOJDKHOCTHBIE
0053aHHOCTH:



1) ocyiiecTBisieT KOHCYIbTUPOBAHUE PAOOTHUKOB MECTHOW aJIMUHUCTpPAIMU IO
BOMPOCAM, OTHOCSIIIIUMCSI K €T0 KOMIIETSHIIHH;

2) MOATrOTaBIMBAET AJIA IJ1aBbl MYHULIMIIAJBHOTO palioHAa W HadaJIbHMKA OTJEja
CIPaBOYHBIE MaTEpHAJIbI 10 BOIPOCAM, OTHOCSIIUMCS K €r0 KOMIIETCHIINH;

3) B pamMKax CBOEM KOMIETEHIIMM W B YCTaHOBIIEHHOM TIOpSIKE BeIET
JIEJIONPOU3BOJICTBO, HCIIOJIHAET PErJIaMeHT W TMpaBuUjia BHYTPEHHETO TPYIOBOTO
pacnopsika MECTHOM aIMUHUCTPALINH;

4) ocymIecTBISIET B YCTAHOBICHHOM MOPSAJIKE KOMIUIEKTOBAHUE, XpaHEHUE, YUET
U HCIIOJNb30BAaHUE apXMBHBIX JIOKYMEHTOB, OOpa30BaBIIUXCS B pe3yJbTaTe €ro
NeSITENIbHOCTH;

5) WCHOJHSAET MpaBOMEPHbBIE MOPYYEHUS TIJIaBbl MYHULUIIAIBHOTO pailoHa u
HavaJIbHUKA OT/IEeJIa, OTHOCSIIHUECS K IOJDKHOCTHBIM 00S3aHHOCTSM;

6) obecrieunBaeT B Mpejesiax CBOEH KOMIIETEHIIMU COOTBETCTBYIOIIMM pPEKUM
XpaHEHUs M 3alIMTHl MOJIYyYEHHOH B MpoOIEecce AEATEIbHOCTH KOH(PUACHIMATIBbHON
uH(pOpMaIIUU, CBEICHUM;

7) ydacTByeT B [EATEIbHOCTH pabouux TPYII, COBEHIAHMSIX M HWHBIX
MEPOIPUATHUAX 110 BOIIPOCAM, OTHECEHHBIM K KOMIETEHIIMH OTEIA;

8) Bemer paboTy MO 3aHECEHUIO ApXUBHBIX JIAHHBIX B MPOTPAMMHBIA KOMILICKC
«ApxuBHbIHA hoHI Bepcus 4.0.;

9) BBIMONHSACT OIM(DPOBKU apXUBHBIX JTAHHBIX;

10) oOecrieunBaeT mTpUEM, PETHCTPAIMI0 W BBIAAYy HAa OCHOBAaHUHM 3asBOK
(3ampoCcoB) BO BPEMEHHOE IMOJIb30BAaHUE COCTOSIIIUX Ha XPaHEHUH TOKYMEHTOB (7€),
¢bukcupys GakT BbIauu U BO3BpAIICHUS TOKYMEHTA (1ena);

11) BexeT mpueM rpaXk/iaH Mo BOIPOCAM COIMATLHO-ITPABOBOTO XapaKTepa;

12) ocyuiecTBis€T TOATOTOBKY W BbIJady AapXHBHBIX CIPABOK, BBIMUCOK W3
IIOCTAHOBJIEHUH 1O 3aIpOCaM IPAKJIaH U OpraHu3alui;

13) obecrieunBaeT COXpaHHOCTh JOKYMEHTOB, IOCTYMHBIINX B MYHHUIIMIIATBHBINA
apxuB,;

14) Bemer paboTy TO CO3/MaHUIO CIIPABOYHOTO pEecTpa IO JIOKYMEHTaM,
oOecrieynBaeT yIOOHBII 1 OBICTPBIN UX TOUCK;

15) ciemut 3a  COCTOSHUEM  JIOKyMCHTOB, CBOCBPEMEHHOCTBIO  HX
BOCCTAHOBJIEHUS], COOJIIOJICHUEM B MOMEIECHUAX MYHHMIMIIAJIBHOTO apXWMBa YCJIOBHI,
HEOOXOAMMBIX Il 00€CIIeUeHUs! X COXPaHHOCTH;

16) coOmromaeT mpaBWiIa  MPOTHBONOXAPHOM  3aIUTBI B TOMEIICHUU
MYHULIMIIAIBHOTO apXMUBa,

17) TOTOBUT M BBIAAET B COOTBETCTBUU C IOCTYIMAIOIIMMHU 3alPOCAMH apXHBHBIC
KOMMKM M JIOKYMEHTBI, COCTaBJsIeT HEOOXOAWMBIE CIPaBKHM Ha OCHOBE CBEJCHUH,
UMEIONIMXCS B JIOKYMEHTaX MYHMULMIAIBHOTO apXWBa, TOTOBUT JaHHbIE s
COCTaBJICHUSI OTUETHOCTH O MPOJENIaHHOM paboTe;

18) moxnepxuBaeT ONTHMAIBHBIA TEMITEPATYPHO-BIKHBI H CBETOBON PEKHUMBI
JIOKYMEHTOB;

19) oOecreunBaTh CAHUTAPHO-TUTHCHUYECKOE COCTOSHUE M TOPSJIOK B
MYHHULMIIAJIBHOM apXUBE, YYACTBYET B CAHUTAPHBIX JTHAX;

20) uHpOpMHUpYET 3aMECTUTENs HavalbHHKA OTAeNa O (pakTax yTpartbl, MMOpYH,
HE3aKOHHOTO YHUUTOXKEHUS B YUPEXKJICHUX, IPYTHX HAPYLICHUSIX 3aKOHOAATEIbCTBA 00
apx1UBHOM (OH/JIE U apXUBAX;

21) nmpruHUMaeT HEOOXOAUMBIE MEpBI TIO MCIIOIB30BAHUIO B PA0OTE COBPEMEHHBIX
TEXHUYECKUX CPE/ICTB,;



22) oKa3bIBAaeT MyHHUIUIAIbHBIC yciuyru «lIpemocraBieHne apXUBHBIX CIIPABOK,
apXMBHBIX KOMWH, apPXUBHBIX BBIMHMCOK, WH(GOPMAIIMOHHBIX IIHCEM», Yepe3
rOCYy/IapCTBEHHYI0 HMH(pOpMalMOHHYI0 cucteMy «llopran rocynapcTBEHHBIX U
MYHUIMIAIBHBIX yeiyT (pyHkumii) Bonrorpaackoii odmactuy;

4. ITpaBa

4.1. B menax BbIMOJHEHUS [IOJDKHOCTHBIX OOsi3aHHOCTEW crenuanuct 1-i
KaTeropuu UMEET IpaBo:

1) 3ampammBath y GYHKIMOHAIBHBIX W (WJIU) OTpaciieBbIX OpPraHoB
(CTpYKTYpHBIX  TOApA3JCICHUN) MECTHOM  aJAMUHUCTpAlMud UHOOpPMAILUIO U
JOKYMEHTBI, HEOOXOANMBIE JIs BHITIOJIHEHUSI CBOMX (DYHKIIMOHATIBHBIX 00S3aHHOCTEH;

2) TpuBIEKAaTh C COIJIacHsl PYKOBOAUTENEH (PYHKIMOHATBHBIX U (WJIN)
OTpacieBbIX (CTPYKTYPHBIX MOAPA3ACICHUI) MECTHOW aJMUHUCTpAIMd PaOOTHUKOB
ATUX OPraHoB (CTPYKTYPHBIX TMOJpa3felieHuid) sl pa3paOOTKU U OCYIIECTBICHUS
MEpPOIPUSTHH, TPOBOIUMBIX B COOTBETCTBHH C JOJPKHOCTHBIMU OOS3aHHOCTSIMU;

3) TpebGoBaTh OT TJIaBhl MYHHUIMIIAJBHOTO pailOHa W HaydallbHUKA OTIeNa
OKa3aHMs COJACUCTBUS B UCTIOJIHEHUH CBOMX JTOJDKHOCTHBIX 00S3aHHOCTEH U MpaB;

4) 3HAaKOMUTBCS ¢ IPOEKTAMU PEIICHU MECTHOM aJMUHUCTPALIUU, KaCAFOIIUXCS
€ro JIesTeIbHOCTH;

5) y4acTtBoBaTh B OOCYXJCHHH BOMPOCOB, KACAIOMIMXCS HCIOJHIEMBIX UM
JOJHKHOCTHBIX 00S13aHHOCTEH;

6) BHOCUTh Ha pacCMOTPEHHUE TIJaBbl MYHUIIMIAIBHOTO pailoHa M HayaJdbHUKA
OTJeNa MPEeAIOKEHUS 110 YIYYIICHUIO €r0 AeSITeIbHOCTH;

7) uHbBIE TIpaBa, MPEyCMOTPEHHBIE 3aKOHOAATENLCTBOM Poccutickoit denepanun
u Bonrorpazackoii 061acty, a Takke MPaBOBBIMH aKTaMH MYHHUIIMIIATLHOTO paioHa.

5. YcnoBus paboTsl

5.1. Pexxum pabothl crienmanucTa 1-it KaTeropuu onpesenseTcs B COOTBETCTBUN
¢ IlpaBunmamu BHYTpPEHHEro TPYAOBOTO PACTOpPsJIKA, YCTAHOBJICHHBIMH B MECTHOM
aIMUHUCTpAIUH.

5.2. B cBsI3U ¢ IPOU3BOJICTBEHHON HEOOXOIUMOCTBIO CIIEIIUANKCT 1-i KaTeropuu
MOJKET BBIE3)KATh B CIIYKEOHbIE KOMAaHAUPOBKH (B T.4. MECTHOTO 3HAUYCHHS).

5.3. Jlnsa pemieHus onepaTUBHBIX BOIIPOCOB MO 00ECIIEUEHUIO TTPOU3BOICTBEHHON
JIESITEIIBHOCTU OTJeNIa CIEIUANNCTY |- KaTeropuu MOXKET BBIIEISATHCS CITYKEOHBII
aBTOTPAHCIOPT.

6. OTBETCTBEHHOCTbD

6.1. Cneumamuct 1-i KaTeropuu NPUBIEKAETCS K OTBETCTBEHHOCTH 3a
HEHaJJIeXallee UCIOJHEHNE WM HEeUCIOJIHEHUE CBOMX JOJIKHOCTHBIX 00s3aHHOCTEH,
MIPEAYCMOTPEHHBIX  HACTOSLIEHM  JOJDKHOCTHOM  MHCTPYKLHEHW, B  IOpSJIKE,
YCTAHOBJICHHOM  JIEUCTBYIOIIUM  TPYAOBBIM  3aKOHOJATENbCTBOM  Poccuiickon
®denepanuu.

6.2. Cnenuanuct 1-i KaTeropum HECET INEPCOHAIBHYK) OTBETCTBEHHOCTH 3a
COOTBETCTBUE BU3UPYEMBIX UM MPOEKTOB IPABOBBIX AKTOB, COTJIAIIEHHUH (JOrOBOPOB,
KOHTPAKTOB) M HMHBIX JOKYMEHTOB 3aKOHOAATeNnbCTBY Poccuiickoir ®enepauuu u



Bonrorpazackoii o6actu, a TakKe MPaBOBbIM aKTaM MYHULIMIIAIBHOTO paiioHa.



