AJIMAHUCTPALMS

MYHULIMIIAIIBHOTO palioHa
beszenuykckui
Camapckoii obactu

PACIHHOPAKEHHUE

ot 0105202 Ne ,yf)

nrt. bezeHuyk

OO0 yTBep)KACHUHU AODKHOCTHBIX MHCTPYKLIUH
COTPYAHHMKOB OPraHU3aLlMOHHOTO OT/Iela
AJIMUHHCTpPaAllME MyHHLMIIAIBHOTO palioHa beseHuyyKCKwit

PyKoBOACTBYsACh ~pacmopsukeHHeM AJIMHHHCTPalMH MYHHLHITATBHOTO pakoHa
besenuykckuit No 341 ot 31.08.2011 «OO6 yTBepxkaeHHM mopsiaka pa3paboOTKH H
YTBEPKACHHUSI JOJIKHOCTHBIX UHCTPYKUUH paboTHUKOB AQMUHHUCTpaMH
MyHULUNAIbHOro panona besenuykckuii Camapckoif 001acTd u ee  CTPYKTYpPHBIX
MoJipasAeieH|, HaleJIeHHBIX [IPaBaMU FOPUIMUYECKOro JIHIa», PYKOBOACTBYSICE Y CTABOM
MYHULIMIIAJIBHOIO palioHa bezeHuykckuii

1. VTBepanTh MOJKHOCTHBIE MHCTPYKIHMH COTPYOHHUKOB OpPraHW3allMOHHOTO OTHENa
AJIMMHHCTpaUMi MYHMIHIIATBHOIO paiioHa Be3eHUyKCKui coryacHo mpumoxkeHnit NeNe
1-9.

2. IlpysHaTe yTPaTHBIIMM CHILy pacHopspkeHHe AIMUHUCTPAUH MYHUIUIATBHOIO
paiiona beserdykckuii Camapkon obmactm Ne 600 or 01.12.2015r. «O6 yrBepxkaeHHH
JOJKHOCTHBIX HMHCTPYKLHUHM COTPYAHMKOB OPraHM3alAOHHOTO OTAeNna AJMUHHCTpAIMH
MYHHILIMIIAIBHOTO palioHa beseHuyKeKuiiy.

3. KoHTponb 3a BBIIOJHEHMEM HACTOSIIErO pacloOpsKEHHs BO3IOXKHUTH Ha

PYKOBOAMTEIS ammapara AJIMUHKUCTpauuu paiiona (JI.B. Uerseprosy).

I'naBa pationa

B.B. Anukun




[Tpunoxenne Nel x pacnopsokeHmio No )

AIMUHUCTpALUH MyHHIMIIATEHOIO paiioHa
Besenuykckuii Camapckoii obmactu

ot « O » J3 2020

JOJDKHOCTHASA UHCTPYKIHA

HavanpHuKa OPraHu3alMOHHOIO OTAeNa AIMUHUCTPAUU MYHULUIIAILHOIO paiioHa
Besenuykckuii Camapcekoit obnactu

1. OBLIME INOJIOKEHHA.

Hacrosimas NO/MKHOCTHAS HHCTPYKLMS onpenenseT (yHKIMOHATbHBIE O0SI3aHHOCTH, MpaBa H
OTBETCTBEHHOCTh HawyallbHHKA OPraHU3allMOHHOTO OT/ena AJMHUHHUCTpAMH MYHHIMIIAILHOrO paioHa
besenuykckuit Camapckoii obnactu (najnee — HavalbHHK OTI€4).

HayanpHUK  OpraHM3allMOHHOIO  OTAena  AJMUHHUCTPAllMM  MYHHIMIIAIBHOTO  paioHa
besenuykckuii Camapckolf o0macTH OTHOCHTCS K TJIABHOM TIpynIe ITODKHOCTEH KaTeropuu
«PYKOBOJUTENN» B AIMHHHCTPALHH MYHHLUUIAIBHOTO paiioHa be3eHuyKCKui, yupexmaeMmbIX s
obecrieyeHyss UCIOJHEHUS MOJHOMOYHH AIMUHHCTPAIMM MYHUIMIAIEHOTO paioHa H 3aMellaeMbIX
0e3 orpaHMyYeHMsi CpOKa IIOJIHOMOYHMH B COOTBETCTBHH C PEECTPOM JOJDKHOCTEH MYHHIMIIANLHOI
ciyk0Bl B MyHHIIUITAIBHOM paiione besenuykckuii Camapckoi 001acTH.

B cBoeii paboTe HavanbHHK OTZAENa MOMYMHAETCS HENOCPEICTBEHHO PYKOBOJHUTENIO alnapara
AIMHUHHCTpAllMd MYHHIHIIATEHOTO paiioHa be3zeHuykckuii (nanee — pyKOBOAWTENb amiapara).
Hasnauaercs 1 0cBOOOKAAETCSA OT JODKHOCTH [ aBoi MyHUIUNIANBEHOTO paiiona beseHuyKckuii.

HauanbHuK OT[€na JOJDKEH MMETh BhICIIee IMpodeccHoHAIbHOE 00pa3oBaHue HE HHYKE YPOBHS
CIHCIMATMTETa MArUCTPaTypsl B 3aBUCHMOCTH OT HAIpaBIEHHs JIESTENBHOCTH CTPYKTYPHBIX
MOpPA3MENCHHH OpraHoB MecTHOro camoympasieHus. Crax paboTel - He MeHee 2-X JeT
MYHUIUNATEHON CIyXKObl WM HE MeHee 3-X JieT paboThl 110 CHEeLHAIbHOCTH Ha BEAYIIHX IOKHOCTIX
MYHHIHOAIBHOH (rocy1apcTBEHHOMN) ¢i1yk0b! MO0 Ha HHBIX PYKOBOMISIIMX JOJDKHOCTSX.

HavanpHHK OTHena MODKEH MMETh cielylolmue mnpodecCHoHaNbHBIE 3HAHHA: KOHCTHTYIMH
Poccuiickoii ®enepanuu, QpenepanbHbIX KOHCTHTYIHOHHBIX 3aKOHOB, (DEIEPATBHBIX 3aKOHOB, YKa30B
Ilpesunenra Poccuiickoit ®enepanuu, nocranoBnenuit IlpaButensctsa Poccuiickoit ®emeparmn,
Yerasa Camapckodt obmactu, 3axoHOB CaMapckodl 007acTH, MOCTAHOBIEHMH H  PaCHOpSIKCHH
['y6epnatopa Camapckoit obnactu, YcraBa MyHHIMNIIATEHOTO paiiona BeseHuyKckumit, OCTAHOBIEHHH 1
pacriopspkeHui  ['JlaBel  pailioHa, MHBIX HOPMATHBHBIX IIPABOBBIX aKTOB OpPraHOB MECTHOTO
CaMOYNpPAaBJICHHsl NPUMECHHUTEIBHO K HCIOJIHEHHIO KOHKPETHBIX JOJDKHOCTHEIX O0s3aHHOCTEH; OCHOB
Opranu3alyy IPOXOXKACHUS MyHHIHIATEHON CIIyKObl, nopsaaka paboTsl co ciyxeOHoi uH(opManueii,
(hopM ¥ MeTOJI0B PabOThI C MPHUMEHEHHEM aBTOMATH3HPOBAHHBIX CPEJCTB YIIPABIEHHS, TIPABIII JIEJI0BOIL
ITHKH.

B cBoeii nesTensHOCTH HayalbHUK OTENa PYKOBOJACTBYETCS JEHCTBYIOMHM 3aKOHOIATENbCTBOM
P®, Camapckoii 001acT, HOPMATHBHO-TIPABOBBEIMH AaKTAMH OPIaHOB MECTHOTO CAMOYHPABIIEHHS
MYHHIHIIATEHOTO paifona besenuykckuii Camapckoit o0macTtu.

2. TOJIKKHOCTHBIE OBSI3AHHOCTH

HavanbHuk OpraHu3allMOHHOTO OTAeNa AIMHHHCTpALMHU paioHa 00s3aH:

- DPCTHCTPHPOBATH ITOCTAHOBJICHHS U PACTIOPSIKEHHS AIMHHHCTPAMH MYHHIMIAILHOTO paioHa
Besenuykckui, pacrmopsnpKeHHS IO IMYHOMY COCTaBy H JOBOIMTH HX O HCIIOTHHTEIEN;

- 3aBepATh MOJUIMHHOCTH TOAMMCH ['JIaBBl MYHMIMNAIBHOTO paiioHa bBeseHuyKckwuii,
 (bakcuMHIBHYIO TIOANHCH [JIaBBI MyHHIMNAILHOTO paifoHa Be3eHUYKCKHHl HA IIOCTAHOBJIGHHAX H
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- IpUHMMATh y4yacTHE B OpraHW3alMM BcTped [J1aBhl paiioHa C XKypHIHCTaMH, PYKOBOAHTENIAMH
NpeAnpHATHIf, OpraHu3anuii, o61ecTBeHHBIX 06beIMHEHNI U HaceleHUEeM paifoHa;

- OpraHH30BBIBATH [IOATOTOBKY MaTEPHANOB I CPEACTB MacCOBO# HHGpopMaLuy;
- (GopMHpOBaTE MOHUTOPHHT HH(POPMaLIHOHHOTO (JOHA B CPEACTBAX MacCOBOM HH(pOpMAaIHH;

- TOTOBHTH M PacNpOCTPaHATh B CPEACTBAX MaccOBOH HH(OpMalLUK Npecc-pPeNn3bl, KOMMEHTAPHH,
IpYTYI0 HHPOpMAUHIO U (POTOMATEPHAIIBI IO Pa3IMYHBIM BOIPOCAM, KACAIOIMMCS AEATENbHOCTH I aBhl
paiioHa;

- obecneunBaTh onepaTHBHOe MHpopMHpoBaHHe ['J1aBhI paiioHa O peakIMH CPeACTB MacCOBOM
HH(pOpPMALIHH Ha €ro MyOIMYHbIE BRICTYIICHHUS,;

- HPOBOIHMTH aHAIH3 HHGOPMALHOHHBIX TOTOKOB B CPEICTBAX MacCOBOM HH(OPMALMH, KacaTeIbHO
JesTenbHOCTH ['N1aBHI paiioHa;

- NOJZEepXHBaThb paboune KOHTAKTHl C OOLIECTBEHHHIMH OpraHM3allUAMH M OOBLEIHMHEHHAMH,
OCYILECTBIAIOIUMH CBOIO [IEATENBHOCTH HA TEPPUTOPHH paiioHa;

- TOTOBHTB H PacpoCTPaHATh B CPEACTBAX MacCOBOM HH(OPMALIMHK O3APABJICHHS OT UMEHH I aBbI
paiioHa IO ciy4ar0 OOIIEpOCCHHCKHUX M NPOGECCHOHATBHBIX MPa3AHUKOB H NAMATHBIX AT, a TAaKXe
NEPCOHATBHEIE MI03APaBICHUs PO(PECCHOHATBHOIO XapaKkTepa pyKOBOAALIEMY COCTaBYy 0671acTH;

- TOTOBHTb MpPOEKTHI OOpameHuii ¥ BBICTYIUIeHMiT I'N1aBbl palioHa B CpencTBaX MAaccoBOM
HH(pOpPMaLHH:

- (hopMHpPOBaTh MaTEpHANBl I/ OCBELICHHS B CPEACTBAaX MaccoBOM MH(popManmu paboTs! I'naBel
paiioHa;

- KypHpOBaTh JEATENBHOCTh CPEICTB MaccoBOif HMHGoOpManuu paiioHa, B paMKaX OCHOBHBIX
HalpaBJCHUH NEATENBHOCTH OPraHOB MECTHOIO CAMOYTIPAaBIIEHHUS;

- OCYIIECTBJIATH KOHTpOJb 3a paboTod OQHUIMATBPHOrO caliTa MYHHOMIAIBHOTO paiioHa
Besenuykckuif, obecreyuBaTh KOHTPONL 33 aKTYaIbHOCTBIO HMH(OpMALKM, HMMEIOEHcs Ha caiite

MYHHIHIAIBHOrO paiioHa be3eHuyKCKuH, rOTOBHTh HHPOPMALMIO O MEPONIPHUATHAX IS pasMEIeHHs Ha
caiire;

- TIpUHHMATh y4YacTHE BO BCEX NPOTOKOJBHBIX MEPONPHATHAX, MPOBOAMMBIX I'naBoii pailiona u
AmMuHHCTpanueit paiioHa;

- y4acTBOBaTh B COOpaHHUAX, KOH)EPEHIHAX, KOHPEPEHIMAX IPaKAAH, IPOBOJAUMBIX B IIOCENCHUIX
BeseHuykckoro paitoHa;

- OpraHu3oBaTh paGoTy mo o6paboTke mocrymatomeit (Bxonsimeil) B AIMHHHUCTPALMIO paiioHa
AOKyMEHTAllMH, KOPPECTIOHACHIHH, THCEM, MaTEPHAIOB C HCIIOJIBb30BAHUEM COBPEMEHHBIX TEXHHYECKHX
CPEICTB, NOBEEHHE HX 10 HCIIOMHUTeENEH COrMIACHO Pe30IIIOLMH PYKOBOICTRA;

- obecneunts BHEJIpEHHE CTaHJapTOB YHHOHIHPOBaHHOMH CHCTEMBI
OpraHU3alMOHHO-PACTIOPAAMTENBLHON NOKYMEHTAUMH B AIMHHHCTpAlH paiioHA M €€ CTPYKTYpHBIX
NOJpa3/eNICHUsIX;

- BHOCHTB NPEUIOXKEHHUS TI0 YTyUIEHHIO paboThl CTPYKTYPHBIX MOApa3feNeHuil AIMHHUCTPALHH
MYHHIUNATBHOTO palioHa DBe3eHYyKCKHii ¢ JOKYMEHTaMH IIOCTOSHHOTO M BPEMEHHOTO  CpOKa
XpaHeHHS;



- OKa3bpIBaThb METOAMYECKYI0 IIOMOINP M KOHCYIHTHPOBAaHME TIJIaB H CIEUHAIHCTOB
aIMHHHECTpAlMH rOPOACKUX U CEILCKUX ITOceNeHUi paiioHa;

- TIpHHUMATh YYacTHE€ B KOMIUIEKCHEIX IIPOBCPKaxX JCATCJIBHOCTH OpPraHoOB MECTHOIO
CaMOyIIpaBJICHUA paiflona U noceJieHuit B npeacnax CBOEH KOMIIETEHLIVIH;

- MPHUCYTCTBOBaTh Ha COBELIAaHMAX M 3acefaHUAX AJMHMHMCTpalMH paiioHa IO BOIpOCaM,
OTHOCSILIUMCS K KOMIIETCHIUH OTENa;

- cobmonaTe npaBuiia BHYTPEHHEro TPYAOBOIO paclopsaka, HOPMBI U IpaBHJIa OXpaHBl TpyJa B
AIMYHHCTpalUMHy paiioHa;

- BBIIONHATH Apyrue mnopyueHus I'naBel paiioHa, pykoBoauTens ammapara [JaBel paiioHa,
CBsI3aHHBIE ¢ paboToli oTACNA;

- coobmaTh I'nase paiiona 0 JIMYHOM 3aMHTEPECOBAaHHOCTH pu
HCTIONHEHHH JOIDKHOCTHBIX 00s3aHHOCTEH, KOTOpas MOXET MPUBECTH K KOH(QIIMKTY HHTEPECOB, H
NPHHEMATH MEPHI 110 NPENOTBPALIEHHIO TOXOOHOT0 KOH(IIHKTA.

- cobmozmath IPH HCHOIHEHHH NOKHOCTHBIX OGS3aHHOCTE!M NpaBa U 3aKOHHBIE MHTEPECHI
rpaXKIaH U OpraHHu3aLuii;

- HC pasrijamare CBCACHHA, COCTaBJIAIOIIME TOCYNApPCTBCHHYI0 H HHYIO OXPaHIEMYIO
(be,uepa.rmnbmn 3aKOHaMH Taifmy, a TaKXK€ CBCACHH, CTaBUINC €EMY HU3BCCTHEIMH B CBSI3H C HCIIOJHECHHEM
JOJDKHOCTHBIX 065[36HHOCTeﬁ, B TOM 4YHCIIE CBEACHUSA, KacaloMUecs YJaCTHOH XHU3HH H 300pOBBA I'paXIaH
HJIHM 3aTparuBaroumie UX 94€CTh H JOCTOMHCTBO,

- ofecneyuBaTh COOTBETCTBHE NEATENBHOCTH OPraHM3ALUHOHHOrO OTAENa AIMHHHCTpALMH
MyHUIUNAIbHOTO paiioHa beseHuykckuif Tpe6oBaHHSM aAHTHMOHOMOJBHOTO 3aKOHOAATEIbCTBA,
npodUIaKTHKY HapyIeHHi TpeGOBaHUI aHTUMOHOIIOIBHOTO 3aKOHOAATENLCTBA,

- IPUHMMATh Y4aCTHE B MPOQHIAKTHKE TEPPOPH3Ma H SKCTPEMH3MA, a TaKKe B MHHHMH3ALHH H
(unm) JMKBUAALMHM TOCIEACTBHH DNPOABIEHHH TeppopH3Ma WM 3KCTPEMH3Ma HAa TEPPHTOPHH
MYHHIHMIIAJIBHOTO paiiona bezeHuykckuii;

- He3aMeANUTENbHO Coo0MTs 'aBe palioHa 0 BO3HMKHOBEHHH CHTYAllMH, MpEeICTAaBISIOMIEH
Yrpo3y XHM3HH H 3J0POBBIO JIIONEH, COXPAHHOCTH HMYILECTBA.

- cobmozmate Kogmekc 3THKM M CiHyxkeOHOTO MOBEJEHHA MYHHUMIOANBHBIX CIIYIKAIIHX
MYHHIMIAIBHOTO paiiona besenuykckuit Camapckoit obnacTu;

- Oepeds MyHHLMNAJBHOE HMYIIECTBO, B TOM YHCIIE NPEIOCTABIEHHOE EMY JUIS HCIIOJHEHHUS
JOJDKHOCTHBIX 00S3aHHOCTEIH;

- coOmonarh OrpaHHYeHHs, BHIONHATH 00A3aTENbCTBA, HE HAPYLIATH 3alPETH], KOTODHIE
ycraHoBNneHbl QenepanbHBM 3akoHOM Ne 25-03 « O MyHuuunanbHo# cimyxGe B PO» u mpyrumu
¢enepanbHbEIMK 3aKOHAMH;

- HCHOJIHATH JOJDKHOCTHBIE 00S3aHHOCTH B COOTBETCTBHH C JOJDKHOCTHOMU nncmymneﬁ;

- MOJHEPXHMBAaTh YpPOBEHb KBATH(QHKAIMH, HEOOXOMMMBIM JUIS HAWIEKAIIEro MCIONHEHHS
- JOJDKHOCTHBIX 0053aHHOCTEI;

3.[IPABA

‘ HavanpHuk oTA€Na OpraHu3alMOHHOro OTAeNa AJMUHUCTpAIUHK palioHa HMEET MPaBo:



- B YCTAHOBJIEHHOM IOPSIIKE MOJIydYaTh OT CTPYKTYPHBIX IOJApa3sNelNeHHH AIMHHHCTPAIHH
MyHUIHTANLHOTO paifona besenuykckuil Camapekoil 061acTi M M0BEAOMCTBEHHEIX OpraHH3anui
HeOOXOIUMBIE IS OCYIIECTBJIEHHs CBOEH MEITeNbHOCTH CIIPABKH, PACYETBl M HHBIE JOKYMEHTBI H
CBEJICHHMS, A TAKIKE 3HAKOMHTBCS ¢ COOTBETCTBYIOIIUME JOKYMEHTAMH U MaTepHallaMH, HAXOAIIMMHUCH B
HX T0JIb30BAHUH ¥ Ha XpaHCHHH,

- XoparalicTBoBaTh [JlaBe palioHa O CO3JaHMM HOPMAaJbHBIX YCJIOBHH s obecrnedeHus
cBoero pabouero mecra i 3((EKTHBHOTO BHIIOIHEHUS CBOUX JOJDKHOCTHBIX 00A3aHHOCTE!H;

- Ha MPOJBIKEHHKE M0 ciIyx0e, yBenMueHHEe JEHEeKHOr0 COAECPIKaHUs C Y4ETOM Pe3yJIbTaToB H
cTaxka ero paboThl, YPOBHS KBaJIM(PUKALMHU,

- 3HAKOMHTECS C JOKYMEHTaMH, YCTaHABIHBAIOIIMMHU €ro nmpasa ¥ 00s3aHHOCTH II0 3aMelaeMoi
JOJKHOCTH MYHHIMIIAIGHOH CIIyKObl, KpPUTEPHAMH OIEHKH KadecTBa HCIIOJIHEHHS J0JDKHOCTHBIX
00s13aHHOCTEH M YCIOBHAMHM IIPOIBHIKEHHUS 110 ciyxkOe;

- Ha NEPENoJrOTOBKY (NepeKBalH(pHUKALNIO) U MOBBIUIEHHE KBAIM(HUKAIMKH; W IpyrHe Ipasa B
COOTBETCTBHH C 3aKOHOIATEIBCTBOM O MYHULHIIATIBHOM cityKOe;

- Ha OIIaTy Tpyda M JAPYTHe BBILIATEI B COOTBETCTBHH C TPYJOBBIM 3aKOHOJATEIHCTBOM,
3aKOHOJATENbCTBOM O MYHUIIUIIATBHON ClyK0€e U TPYIOBBIM JIOIOBOPOM (KOHTPAKTOM);

- 3HAKOMMTBCS CO BCEMH MaTepHaJIaMM CBOETO JMYHOTO Jieia, C OT3BIBAMH O NPOoheCCHOHAIBHON
JEATENBHOCTH U APYTMMHU JOKYMEHTAMH /10 BHECEHHS HX B €ro JINYHOE JIeJI0, a TaK)Ke Ha IPHOOIIEHHE K
JIAYHOMY JeJTy er0O MUCbMEHHBIX 00bsICHeHHUIH,

- Ha 3alllUTy CBOUX IEPCOHAJIBHBIX JaHHBIX.

4. OTBETCTBEHHOCTbD

- 3a HEHCIIOJIHCHHE HIIH HEHAIJICKAIIeC HMCIIOJIHEHHE BO3JIOKEHHBIX HA4 HEro MOIKHOCTHBIX
OGHBaHHOCTeﬁ, 3a NpaBOHAPYLICHHS, COBCPIICHHEIC B IIpOLIECCE CBOEH ACATCIIBHOCTH, 3a NMPHYHHCHHE
MaTepHaJIBHOI'O ymepﬁa, a TakxKe 3a HecoOnmoIenne IpaBUJI BHYTPEHHEr0 TPYAOBOI'O pacCIIOpsAaKa.

COI''TACOBAHO:

I'naBHbI cienpamicy, aIMUHUCTPATUBHO-IIPABOBOTO OTIE/A
AIMUHUCTD YHULUIIAJILHOTO paifoHa bezeHuykcekuit
~___ T.B.Eroposa

« 04 » 03 2020T.
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ITpunoxerneNe2 k pacnopsukeHmo No v
AIMHHHCTPAITHE MyHHIUITAIBHOTO paioHa
besenuykckuti Camapckoii oGnactu

OT « Oj » 0% 2020r.

JOJLKHOCTHAS HHCTPYKIHA

Benymero cnennaiucTa OpraHu3aliOHHOTO OTAeNa AJIMUHHCTPALIHH
MYHHUIUIIANBHOTO paiiona bezenuykckuii Camapckoit obnactu

1. OBLIUE ITOJIOXKEHMSI.

Hacrositast 10/KHOCTHAS MHCTPYKILHS ompenenseT (QYHKIHMOHAIbHbIE 00f3aHHOCTH, IpaBa U
OTBETCTBEHHOCTh ~ BEIYIIErO  CIHELMAIMCTa  OPraHM3alMOHHOTO  OTAeNa  AJMHHMCTpAlUH
MYHHIHIIATBHOTO paiiona besenuykckuit Camapckoil (fanee - BeIyInuii CrielHaIkCT).

B cpoelt paGore Benymmil CHENHATHCT NOAYMHSIETCS HEMOCPEACTBEHHO HAYalbHHKY
OPTraHH3alHOHHOr0 OTAeNa AIMHHHUCTPAMHM MYHHIMIAILHOTO paiioHa W [J1aBe MyHHIHIAIBHOTO
paiiona besenuykckuii. Hasmagaetcs m ocBoOoXIaercst oT HOIKHOCTH [J1aBodf MyHHIHIATBHOIO
paiiona be3eHuyKCcKHH.

Benymuii cnenmanMcT OTHOCHTCSL K  JOJDKHOCTSAM, HE OTHECEHHBIM K  JOJDKHOCTSIM
MYHHIMIATBEHON CIyXObl, ¥ OCYINECTBIAIOMEM TEXHHYECKOe OOeCledYeHne IEeATENBHOCTH OpraHoB
MECTHOT'O CaMOYIIPABIICHHUSL.

Benymmii cienuanuct J10J0KeH HMETh 00pa3oBaHie He HIDKE CPEIHETO MPO(ecCHOHATBHOTO 110
CIEMATbHOCTH, COOTBETCTBYIOLICH NPO(UIIO NeATETbHOCTH OT/eNa 6e3 peabsBIeHHs TpeOORaHUI K
CTaxy.

B cBoedl feATenbHOCTH  BeJyUMil  CHELMANMCT PYKOBOJACTBYETCH JAeHCTBYIOLIHM
3akoHozaTtenscTBoM PO, Camapckoif 061acTH, HOPMATHBHO-IPABOBBIMH AKTaMH OpPTaHOB
MECTHOr0 camoymnpasieHus besendykckoro paitona Camapckoii obnacTu.

2. TOJLKHOCTHBIE OBSI3AHHOCTH

Benymmuii cienmanuct obs3an:
- 3aBepATH MOMIHHHOCTE MOANHMCH [ 1aBbl paiioHa repOOBOM M€YaThIO;
- 3aBepATh (HPaKCHMHJIBHYIO MOAMKCE [ TaBEI paiioHa;

- obecrieunBath CBf3b Ha BuACOKOH(epeHimsix ¢ [IpasutenscrBom Camapckoif oGnactd u
Y4aCTHHKaMH BHJICOCBSI3H;

- OCYIIECTBJISTE KOHTPOJIIb 32 paboToH O(ULHATIBHOTO calTa AJIMHHHCTPALMH MyHHIHIAILHOTO
paiiona beseHuykckuif, HanpapATh HHOOPMALIHOHHEIH MaTepUa IS ero pa3MeNeH s Ha caiiTe;

- oDecrieunuBaTh KOHTPOJb 3@ AaKTyalbHOCTBIO MH(OPMAlMM, HMEIOelics Ha  caiiTe
MYHHIIMIIAJIBHOTO paiioHa bezeHuyKckwuii;



- BECTH YYET JITYHOIO COCTaBa aAMHUHUCTpAlUM paiioHa, ee MOApa3feNieHHi B COOTBETCTBHH C
yHH(UIHPOBAHHBIMH ()OpMaMH MEPBHYHON JOKYMEHTALMH;

- odopMiATe NpHeM, NEPEBOJ M YBOJNbHEHHE pPAabOTHUKOB B COOTBEICTBHH C TPYHAOBBIM
3aKOHOZATENBECTBOM, IIOJIOXKEHHSMH W PaclOpSXKEHWSAMH IVIaBhl paiioHa, a TaKkKe JIpYyryio
YCTaHOBJIEHHYIO JOKYMEHTALIHIO 110 KaJpam;

- IIpH IIpHEME Ha pa60Ty 3HAaKOMHTD € NMOJIOXXCHUAMH O QTUCHUIUIMHC B OpraHu3aliiu, o pa6oqu
BPEMEHH H BPEMCHH OTObBIXA,

- ¢$opMHpOBaTh M BECTH JIHYHBIE Aejia pabOTHHKOB, BHOCHT B HHX M3MEHEHHS, CBS3aHHEBIE C
TPYZOBOH JEATENBHOCTEIO;

- 3aMNOJIHATD, YYUTBIBATH U XPAHUTD TPYAOBEIC KHHIKKH, IIPONU3BOAUTE ITOACYCT TPYZOBOI'O CTaXa,
- IPOM3BOJNTH 3AITMCH B TPYZIOBBIX KHIKKaX O IIOOLIPEHUAX U HarpaXXACHUIX COTPYAHHKOB,

- BBABATh CNPaBKM O HACTOAINEH M TNpOLUIOH TPYAOBOM HEeATENHHOCTH pPaGOTHMKOB MU
TIIpe/ICTaBIIEHHS B IPYTHE YUPEXKACHHS;

- BECTH CTPOTHH Y4ET TPYAOBBIX KHI)XKEK M BKJIANbIIeH, IPOU3BOAMTD PErHCTPALMIO IPHEMa H
BBIJJaYM TPYJOBBIX KHI)KEK U BKJIANBILEH K HHM;

- HanpasiiATh B [P oTyeTs! U CBENEHHUS O TPYHIOBOH AEATENBHOCTH PAGOTHUKOB B 3IEKTPOHHOM
BHJE;

- BECTH Y4€T NPeJOCTaBIIEHUs OTIYCKOB pabOTHHKAM, OCYLIECTBIIATH KOHTPOJI 33 COCTABICHHEM
H cobmoneHneM rpahHKOB OYepPeIHBIX OTITYCKOB;

- OCYINECTBJIATH paboTy CO CBEAEHHAMHU O JOXOZAaX, pacxoaax, 06 HMYIIECTBE H 00A3aTebCTBaX
HMYIIECTBEHHOTO XapaKTepa B COOTBETCTBHH C TpeGOBaHMAMH JEHCTBYIOMIETO 3aKOHOAATEBCTBA,

- OCYIIECTBIATh QYHKUMH U 0GA3aHHOCTH CeKpeTaps KOMHCCHH O COBIIONEHHIO TpeGoBaHHui K
CIy>keOHOMY MOBENEHUIO MYHHIMIANBHBIX CIYXAIMX MYHHUMIAILHOTO paiioHa BeseHuykckmii

YPETyIHpOBaHUIO KOH(IMKTA HHTEPECOB B AJIMHHKCTPAIME MYHHIMIATBHOTO paifoHa BeseHuykckuit
H € CTPYKTYPHBIX IOApa3ae/ICHHSIX;

- OCYINECTBIIATH KOHTPOJIb 32 COCTOAHHEM TPYNOBOH NMCLMILIMHLI B A IMUHHCTPAUMH paiioHa U
cobimoieHreM pabOTHUKAMH TIPaBHI BHYTPEHHETO TPYAOBOTO PaclopsIKa;

- BCCTH YHCT HapymeHnﬁ pr,ZIOBOﬁ JAUCHUINIMHBI H KOHTPOJIHUPOBATE CBOCBPEMEHHOCTH
IIpHHATHA COOTBETCTBYIOIIUX MEDP,

- BECTH IPOTOKOJBI COBeIUaHMi y I'naBbl palioHa M €ro 3aMecTHTeNeH, KOHTPOIMpOBATH
HCIIOJIHEHHE B CPOK MPOTOKONBHEIX MIOPYYEHHIA;

- TOTOBHTh HEOOXOAMMBIE MaTepHANBI JJI ATTECTALMOHHOIM, KOHKYpPCHOM KOMHCCHIi, KOMHCCHH
Mo COOMONEHHIO TpeGoBaHMt K CHY)KeOHOMY MOBEAEHHIO MYHHIHIATHHBIX CIy)XallluX H
YPETYIMPOBAaHHIO KOH(QIMKTOB MHTEPECOB, KOMHCCHH IO 3a4eTy CTaXa MyHMIMIIAILHON CIyx6bI H
YCTaHOBNICHHIO €XEMECAYHOM JMOIIaTHl K TPYAOBOM NEHCHM MYHHUHNAIBHBIM CIYXallUM, H
0(OpPMIIATH HX pelLeHNS;

- OpraHM30BBIBATH 00y4YEeHHE MYHHIUNANBHBIX CITyKalluX;

- OpraHM3oBaTh NpoQecCHOHANBHYIO yuely (CeMHHapCKHe 3aHATHs) IJIaB M CIELHAIMCTOB

aIMUHUCTPAlHi TOPOACKMX H CEJIbCKMX IIOCENeHHI paiioHa, pYKOBOIOMTENEH M CIELHATHCTOB
' ArMUHHCTpaUKH palioHa M CTPYKTYPHBIX IOApa3JeeHnit AMUHACTPAlHH paiioHa;



- OpraHM30BbIBaTh AMCIAHCEPH3ALUMIO MyHHUMIAIBHBIX CIYXXalMX U O9EPEIHBIE MEAHLIUHCKHE
OCMOTpH! pabOTHMKOB AZIMHHHUCTpPAIMY paioHa;

- OCYWIECTBIATH cOOp MIaHOB paboTBl OTAECNOB ANMUHMCTpaUMM paiiOHa M CTPYKTYPHBIX
nozapaszfeneHuii AZMHHUCTpaUMH MYHULHIIAIBHOTO paifoHa besenuykckuii 1 ux o6obmenne B oOmmuii
rofoBo# I1aH paboThl AIMHUHUCTpaLWH palioHa;

- OCYIIECTBJIATh €XEHEICNIBHOE IUIAHMPOBaHHWE pabOThl AJMHHHMCTpAllMd MYHHLHMIIAIHHOTO
paiioHa DBeseHuykckuii, CBOEBPEMEHHO OCYIIECTBJIITH KOPPEKTHPOBKY IUIaHa pabGoTEI, HOBOIHTH
HH}popMaHio 00 H3MEHEHHAX A0 3aMHTEPECOBAHHBIX JIULI;

- OCYWIECTBJIATh €XEOHEBHOE  IUIaHHpoBaHWe pabGoTel [JlaBBl MyHHIMIAIGHOTO paifoHa
Be3eHuykckui, cBoeBpeMEHHO HH(pOpMHpOBaTh IJ1aBy MyHHLMNAIGHOrO paiioHa BeseHUykckuii 06
H3MEHEHUsX B IU1aHe paboThI;

- OCYLIECTBJIATH BEJECHHE BOHMHCKOTO y4deTa M OpOHMpOBaHMS IpaXKIaH M3 9HCiIa PabOTHHKOB
AIIMHHNCTpal¥ MyHHLMNIATLHOTO paiioHa beseHuykckuii;

-  BBINIONHATP HHBIE MOPYYEHHs HAYaIbHHKA OPraHM3allMOHHOTO OTHENa, PYKOBOIMTENS
anmapara ['naBs1 paiiona, I'J1aBeI paifoHa, CBS3aHHEIE C paboTol OTAENA;

- cofmonaTh MpaBKia BHYTPEHHETO TPYHOBOTO PacopsAKa, HOPMBI ¥ IIPaBHJIa OXPaHEI TPy
B AZIMHHHCTpaluy paioHa;

- 6epetn> roCyapCTBCHHOC H MYHHIMNIAIBHOE HMYINECTBO, B TOM YHCIC IIPEAOCTABIAEMOE EMY
1A ACTIONTHECHUA JOJDKHCCTHBIX onsannoc*reﬁ;

- cobmonare Konctutynmio Poccuiickoit ®enepaunu, denepaibHble KOHCTHTYIHOHHBIE
3aKOHBI, (efepalbHBIE 3aKOHBI, HHBIE HOPMAaTHBHBIE NpaBOBHIE akTel Poccuiickoit Penepanmu,
KOHCTHTYLMH (YCTaBbl), 3aKOHBI M HMHBIC HODMATHBHbIE NpAaBOBEIE aKTH CyOBekTOB Poccumiickoit
Denepanyy, YcTaB MyHHIMIATBHOrO paiioHa BeseHUyKCKuit ¥ MHEIE NPaBOBEIE aKTHI M 06ECIIEYMBATE
HX HCIOJTHEHHE;

- cobmofaTh MNP HCIOJHEHMHM JOMKHOCTHBIX OGS3aHHOCTEH MpaBa M 3aKOHHBIE MHTEPECH!
TpakIaH ¥ OpraHu3alui;

- y4acTBOBaTh B MEPONPHATHAX MO NPO(HIAKTHKE TEPPOPH3MA U IKCTPEMH3IMA;

- He3aMeUITENbHO cooOuTh [1aBe paiioHa O BO3HHKHOBEHMM CHTYAIlHH, NpeACTABIIAIOMEH
YTpO3Yy XH3HU U 37I0POBBIO JIIOMEH, COXPaHHOCTH MMYIIECTBA;

- MCIOJHATH JOJDKHOCTHBIE 00S3aHHOCTH B COOTBETCTBHH C JOJDKHOCTHOH HHCTpYKHPICﬁ

3. IIPABA

Benymmuii cienuanyicT UMeeT mpaso:

- XO[aTaliCTBOBAaTh HAaYaIbHUKY OTHAENAa O CO3NAHMH HOPMAIBHBIX YCJIOBHM paboThl s
3¢(QeKTHBHOTO BHIOIHEHUS CBOMX JOKHOCTHBIX 06s3aHHOCTE!;

- BHOCHTH  TNpPENNIOKEHHSA  BBINECTOANIEMY  DPYKOBOACTBY  IIO COBEPIICHCTBOBAaHHIO
opraHu3aiy paGoThl OTAENa I AIMHHHCTPALK PaifoHa B LIEJIOM;

- TMoJy4YaTe OT CTPYKTYPHBIX mnoJpasfeleHM#i AJMHHACTpaUMH palioHa H
NOJBEAOMCTBEHHEIX OpraHH3alui HHGOPMALMIO U AOKYMEHTEI, HEOOXOAMMEIE IUIS BBIIONHEHHUS
CBOHX JOJDKHOCTHBIX 00S3aHHOCTEIH;




- Ha OoIlJIaTy TpyAa U APYTHE BRIIATEI B COOTBETCTBHH C TPYAOBBIM 3aKOHOAATEILCTBOM,
- 3HAKOMHTELCS CO BCEMH MaTepHalaMH CBOETO JIHMYHOI'O Jejia, ¢ OT3BIBaAMH O HpO(l)eCCHOHaHBHOf;I

JCATEJIBHOCTH U JIPYTHMH JOKYMEHTAMHU OO BHECCHHA HX B €r0 JHYHOE AEJI0, a4 TAKXKE Ha HpHO6I]IeHI/IC K
JJHYHOMY JI€J1Y €TI0 MHCBbMEHHBIX OGBHCHGHHﬁ;

= Ha 3allIMTY CBOUX IEPCOHAJIBHBIX JaHHBIX.

4. OTBETCTBEHHOCTD

BCI[yU.[I/[I\:{ CICIHAIHCT HECET OTBETCTBEHHOCTE:

& 3d HEHUCIIOJIHEHHMEC HIIH HCHAIJIEKAllCe HCIOJIHEHHUE BO3JIOXKEHHBIX HA HETO JOJIKHOCTHBIX
OﬁﬂSaHHOCTeﬁ, 3a IIpaBOHAPYIICHHA, COBEPIICHHEIC B IIPOLECCE cBOEH HACATEIIbHOCTH, 3a IPHYHHECHHE
MaTEpHAJIBHOTO ymep6a, a TaxKe 3a HCCOGJTIOILEHPIG HIpaBHJI BHYTPEHHET'O TPYAOBOI'O pacIlopsaaKa.

COI'JTACOBAHO:

I"naBHBI CienUaICT aqMUHUCTPATHBHO-IIPABOBOTO OT/IENa
AIMUIHHUCTpaLUN TIAJILHOTO palioHa bezeHuyKkckuit

«0d » 03 2020 rox

T.B. Eroposa

R ¥
C momKHOCTHOM MHCTPYKIHeH 03HAKOMIIEH (a) 000 5 200 r R A #L@/C
(mara u moamuck pabOTHHKA)




[TpunoxenueNe3 K pacropspkeHHIO No 70
AIMHHHCTpaluK MyHHITUNIAIEHOTO paioHa
besenuykckuit Camapckoii obnactu

ot«Ol » 05 2020r.

JNOJIKHOCTHASI MHCTPYKITUS

Beymero cnenuanicTa Opranu3alioHHOro oTaena AIMHHUCTPAHMH  MYHHIIUIIAIBLHOTO paifoHa
bezenuykckuit Camapckoit o6nacti

1. OBHIUE ITOJIOKEHHSI.

Hacrosimas JOJKHOCTHAS MHCTPYKIMS ONpenenser (yHKIHOHAILHEIE O0S3aHHOCTH, MpaBa H
OTBETCTBEHHOCTb  BEIYLIEr0  CHENHAIMCTa  OPraHM3allMOHHOTO  oTnena  AJMHHHUCTPALHMH
MYHHIMNAJAbHOTO paiioHa bezenuykckuit Camapcekoii (nanee - BeAymuii ClielUaInCT).

B ceoeif pabore Beoymuil CHENUAINCT MOAYMHSETCS HEMNOCPEACTBEHHO HAYaJIbHHKY
OPraHH3alMOHHOrO OoTAeNa AJMHHHCTPALMH MYHHLIMIAJIBHOTO paiioHa W [7aBe MyHHIMIATLHOTO
paiiona besenuykckuii. Hasnayaercs u ocBoO0XIaeTcs 0T DOIKHOCTH [ TaBoi MyHHIIMNIANBHOIO paifoHa
besenuykckuii.

Benymuii crmen@anmMcT OTHOCHTCS K JOJDKHOCTSM, HE OTHECEHHBIM K MYHHIHIIATLHBIM
JOJIKHOCTAM MYHHIHMIIAIBHON CIIyKOBI, H OCYLIECTBISIIOLIMM TEXHHYECKOe obecrieueHne AesTeTbHOCTH
OpraHOB MECTHOTO CaMOYIIPaBJIEHMSI.

Benyumii cnenManucT D0/DKeH UMETh 00pa3oBaHHE HE HIKE CPETHEro NMpo(ecCHOHAILHOTO Mo
CIENHAIbHOCTH, COOTBETCTBYIOMIEH MPOQHIIIO JeATeNbHOCTH oTAena Oe3 mpeabsBieHus TpeboBaHUi K
CTaxy.

B cBoeil  [OeATENBHOCTH  BEAYLMH  CHELHMATMCT PYKOBOJACTBYETCS  JEUCTBYIOLIHM
sakononarenscTBoM P®, Camapckoil o0nacTH, HOPMAaTHBHO-IIPABOBBIMH aKTaMH OPraHOB
MECTHOIo camoy1pasiieHus besenuykckoro paiiona Camapckoii obnacTu.

2. JOJI’KHOCTHBIE OBAA3AHHOCTH
Benymuii cienmanuct o0s3aH:

- OCYILIECTBJIATh METOJHYECKOE PYKOBOACTBO paborToil ciyx O oxpasbl Tpyaa paboTojaTeneii,
OCYILECTBIIAIOIHX JEATEILHOCTE Ha TEPPUTOPHH MYHHUUIIATbHOrO Besenuykckuii Camapckoil obGnacTty,
NpeycMaTpHBarOIIEro B3auMOIeHCTBHE cO cly)0aMu oxpaHbl TpyJga paboTomaTenei IpH OpraHu3aluy
UMHU paboTHl 110 OXpaHe TPyZa B COOTBETCTBHH C TPeOOBAHHAMHE JEHCTBYIONIMX 3aKOHOJATENBHBIX H
HHBIX HOPMATHBHBIX IIPABOBBIX aKTOB B c(hepe OXpaHbl TPYIa;

- CcucTeMaTH4YecKd HHGOPMHpOBATL CIyKOBl OXpaHel Tpyaa paboromareneili O HOBBIX
3aKOHOIATENbHBIX M HHBIX HOPMATUBHBIX NIPABOBBIX aKTaX, COJEPIKALMX HOPMBI TPYIOBOTO IpaBa;

- IPOBOJINTE COBELIAHMS, CEMHHAPEI, KPYTJIbIE CTOJBI H JPYTHE MEPOIIPUATHS C YIACTHEM CIIyXKO
OXpaHbl TpyAa paboTomareneil Mo HU3y4eHHIO M Pa3bACHEHHIO 3aKOHOAATEIBHBIX H HHBIX HOPMATHBHBIX
IpaBOBBIX aKTOB [0 OXpaHe TpyAa, II0 BONpocaM TPOQUIAKTHKH U CHHXKEHHs YDOBHS
NPOM3BOJICTBEHHOTO0  TPaBMaTH3Ma, INPO(EecCHOHATBHON 3a00NeBaeMOCTH M JAPYyIHM  BOIIPOCaM
YJIyUIIEHHS YCIOBHUE U OXpaHbl TPYAa;

- OKa3bIBaTh METOAHYECKYIO ITOMOIIL paGOTO,ElaTEJIHM B pa60Te I10 OXpaHe Tpyaa,

- OCYLIECTBIATL cOOp H 00paboTKy MH(OPMALMH O COCTOSIHHH YCIOBHH W OXpaHbl Tpyaa y
paboTonaTterneii;



- TIPOBOJWTH aHAJIN3 COCTOSIHHUS YCJIOBHH M OXpaHbI TPYJAa, NPOU3BOACTBEHHOIO TpaBMaTHU3Ma H
npodeccuoHansHoit 3a60J1eBaEMOCTH Ha TEPPUTOPUH MYHUITUIIATEHOTO 00pa3oBaHus;

- KOOpAHHHpOBaTh OOyueHHe M TNpPOBepKY 3HaHWII MO OXpaHe Tpyda pPYKOBOOUTENEH W
CIIeUAMCTOB y paboTonareneii;

- OCYLIECTBIATH HAMEYCHHBIE MEPONPUATHS B COOTBETCTBHH C pa3paboTaHHBIM H YTBEP)KICHHBIM
MuHMCTEPCTBOM TpYAa, 3aHATOCTH U MUTpalMoHHOH nomutuku CaMapckoit obiactd B 06J1aCTH OXpaHBI
TpyJa IJIaHOM MEPONPHATHH IO YJIY4YHICHHIO YCIOBHH H OXpaHbl TpylJa B MYHHMIHIAIBHOM paiioHe
be3eHuyKCcKmHif;

- NPUHUMATh Y4acTHE B NPOBEPKaX B NOJBEAOMCTBEHHBIX YYPEXICHHSIX (COTNacHO 3akoHY
Camapckoit obmactu Ne 140-T']] ot 29.12.2012r.);

- MPECTaBIATh €XEKBapTalbHO B MHUCTEPCTBO TpyHa, 3aHATOCTH M MHIPAliHOHHOHN IMOJMTHKH
Camapckoii 061acTH OTYeT O pealH3alMi roCyAapCTBEHHBIX IMOJHOMOYHN B MYHHIIMIIAIGHOM paiioHe
Be3zenuykckuii;

- OKa3hIBaTh IOMOIIB 110 3aIMTE 3aKOHHBIX HHTEPECOB paGOTHUKOB U IpaKAaH, IOCTPAJaBIINX OT
HECYaCTHBIX CIy4acB Ha NMPOM3BOACTBE U NMPO(ecCHOHANBHBIX 3a00JIeBaHMiA, a TaKkXe YICHOB MX ceMei
Ha OCHOBe 0053aTEIbHOTO COLMAIBHOIO CTPAXOBAHMA OT HECYACTHHIX CIIy4aeB Ha MPOM3BOACTBE H
npodeccHoHaNBbHBIX 3ab0ieBaHmit;

- paccMaTpuBaTh XanoObl, 3adBIeHHs M obpamenus paboronareneii, paGOTHHKOB H IpaXaaH [0
BOIpOCaM OXpaHE! TPyAa;

- IIpHHHUMAaTh Y4YacTHE€ B COCTaB€ KOMHCCHH IIO PacCACaOBaHHIO TDKCIBIX CIIy4YacB Ha

IIPOM3BOACTBE, TIPYNIOBBIX HECYACTHBIX CJIy4acB Ha IIPOH3BOIACTBE M HECYACTHBIX ClIy4acB Ha
IIPOU3BOACTBE CO CMEPTEIIBHBIM HCXOA0M,

- MHCHONHAT (YHKUMHM CEKpeTaps MEXBEIOMCTBEHHOM KOMHCCHM II0 OXpaHe TpyAa B
MyHHLHNAIEHOM palioHe be3eHuyKcKuii;

- HCHONHATH (GYHKUMH CeKpeTaps palfOHHON TPEXCTOPOHHEH KOMHCCHH IO PEryJHpOBAaHHIO
COLMANBHO-TPYAOBBIX OTHOLIEHHI HA TEPPUTOPHH MyHHIMIIAIBHOIO paifoHa BeseHuykckuit;

- HCHOJNHATH (QYHKUMHM CEKpeTaps MEXBEIOMCTBEHHON paGodell IpyNIEI IO MHIpalHOHHON
IIOJIUTHKE;

- BHOCHTB NPEUIOKECHHUA IIO BOIIPOCAM, BXOIAIIHM B €0 KOMIIETEHIIHUIO;

- OKa3blBaTb METOAMYECKYIO NOMOLIL B pa3paboTke NOKYMEHTOB IO OXpaHe Tpylda B
AJIMUHHCTpaLuy paioHa.

- CBOCBPEMEHHO PacCMaTPHBATH M HUCHOJHATH MOCTYIMBIIHE Ha MCIIONHEHHE NOKYMEHTHI, B TOM
qycie oOpalieHus rpaxaaH;

- BBINOJIHATh HHBIE IOPYYEHHMS HAYQIbHHKA OPraHHU3AlMOHHOIO OTAENa, PYyKOBOMHMTEIS
anmaparta I'nass1 patioHa, ['naBs! paitoHa, cBa3anHEIe ¢ paGoToit oTAEna;

| - COOMIOAATH NpaBHIIa BHYTPEHHETO TPYOBOr0 PaCIIOPsKa, HOPMBI M HPAaBHIIa OXPaHH! TPYAa B
{Xmmancrpaunn paiioHa;

i
} - Gepedb roCynapcTBEHHOE M MYHHIHMNANBHOE HMYINECTBO, B TOM YHCJIE MPENOCTABIAEMOE EMY
JUIS MCTIOJIHEHHUS DOJDKHOCTHBIX 00S3aHHOCTEIH;



- cobmonate Konctutyimio Poccuiickoit ®enepanuu, ¢perepaibHble KOHCTUTYIIHOHHEIE 3aKOHB,
(enepanpHble 3aKOHBI, HMHbIE HOpPMAaTHBHBIE IpaBOBbIE akThl Poccuiickoii Penepanuu, KOHCTUTYLUH
(ycTaBel), 3aKOHBI M WHbIE HOpMaTHBHBIE IpaBOBBIE akThl cyObekToB Poccuiickoif ®enepauuu, Ycra
MYHHIMIIATBHOTO palioHa be3eHuyKCcKui U HHbIE TPABOBBIE aKThI U 00eCcIeunBaTh UX UCIOIHEHHE,

N CO6J’IIO,II8.TB IIpyd HCIOJHEHHH JOJIKHOCTHBIX o0si3aHHOCTEH InpaBa W 3aKOHHBIE HHTEPECHI
rpaXXJaaH u opraHmaum}’i;

- He3aMEeIJIMTENBHO cooOmMTh [71aBe pailoHa O BO3HMKHOBEHHMH CHUTYalMH, MPECTaBISIONIEH
Yrpo3y JKH3HU U 3/I0POBBIO JIIOZIEH, COXpAaHHOCTH UMYIIECTBA;

- HCIIOJIHATE JOJIDKHOCTHBIC 0053aHHOCTH B COOTBETCTBHH C OOJIKHOCTHO# I‘IHCTPYKL{HGE.

3.ITPABA
Bemymuii crienuamicT HMEET Mpago:

- XOJaTalcTBOBAaTh HAYAIbHHKY OTZEJa O CO3JaHHM HOPMAILHBIX YCIOBHH paboThl s
3 GEKTHBHOTO BBHITOJIHEHHUS CBOUX JODKHOCTHBIX 00S3aHHOCTEIH;

- BHOCHTh NPEAI0KEHUS BBIILIECTOSIIEMY PYKOBOJCTBY T10 COBEPLICHCTBOBAHUIO
opraHu3auuy paboThl oTAeNa U AJIMHHUCTPALIMK PaifioHa B LIEIOM;

- [moJy4aTb OT  CTPYKTYPHBIX MOJpa3feneHul  AIMHHHCTpalUHH  paiioHa H
[I0/{BEJIOMCTBEHHBIX OpraHu3anuil HHPOPMALHUI0 U JOKYMEHTbI, HeOOXOMHUMBIE /I BBIIOJHEHUS
CBOHX JOJKHOCTHBIX 00SI3aHHOCTEIH;

- HaomIaTy TpyZAa H JAPYrue BLIIJIATEI B COOTBETCTBHH C TPYJIOBBIM 3aKOHOIATEIECTBOM,
- 3HAKOMHTBCS CO BCEMH MaTCpHallaMH CBOCIro JIMYHOI'O Jejia, C OT3BIBAMH O IIpO(beCCHOHaHBHOﬁ

OCATENIBHOCTH ¥ JPYTUMHM JOKYMEHTAMH 10 BHECEHHS MX B €ro JIMYHOE JIEJI0, a TaKXKe Ha HpHOGH.[eHHe K
JIHYHOMY JeJTy €r0 MHCbMEHHBIX OﬁbHCHeHHﬁ;

- Ha 3al0UTY CBOHX IIEPCOHAIIBHBLIX JaHHBIX.

4. OTBETCTBEHHOCTbH

BG,ILYIHI/Iﬁ CIICIHAITHCT HECET OTBETCTBEHHOCTL:

- 32 HEUCIIOJHEHHE MJIM HEHaIJIeXallee HCIOJHEHHE BO3JIOKEHHBIX HA HEro JOKHOCTHBIX
00sI3aHHOCTEH, 32 MPAaBOHAPYLICHHS, COBEPILICHHBIC B IPOLECCE CBOEH NEATENBHOCTH, 3a NPHYHHEHHE
MaTepHaNbHOIrO yiuepda, a TakKe 3a HecOOMOIeHHE IPABUI BHYTPEHHErO TPYAOBOTO PacropsIKa.

COI''TACOBAHO:

I'naBHBLA ClIEUATHCT

HHHCTPaTHBHO-IIPABOBOI'O OT/IE]Ia

AIMUHHECTpaU# HIMNAILHOrO paiiona bezenuykckuit
_ T.B. Eroposa
« 91 » 02 2020 .
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[MpunoxenueNed K pacnopspkeHuro Ne H
AIIMHHHCTpaUHH MYHHIMIIATBHOTO pafoHa
besenuykckuit Camapckoii obnactu

OT « 02 » 05 2020r.

JOJIAKHOCTHAA HHCTPYKIHA

Benymero crnenuanicTa OpraHu3alMOHHOTO 0TAe]a AIMUHHCTPAld MYHHUIUIIAILHOTO
paitona beszenuykckuit Camapckoit o6mactu

1. OBIIHUE ITOJIOXKEHMSI.

HacTosmas 10JDKHOCTHAs MHCTPYKIMS onpeaenseT (yHKIHOHAIbHBIE 00sI3aHHOCTH, IpaBa
¥ OTBETCTBEHHOCTb BEIYIIEro CIEHHAIMCTAa OpraHH3alMOHHOIO OTAena AJMHHUCTpPAIHH
MYHHLHIATBHOTO paiioHa besenuykckuii Camapcekoii (nanee - BeAylIMid ClIeLHAINCT).

B cpoeii paboTe Bemymuil CHENMAIMCT HENOCPEACTBEHHO IIOJUYHHSACTCS HAYAIbHHKY
OpraHu3alMOHHOr0 OTAeNa AJMHHUCTPALUH MYHHLMIAIBHOTO paiioHa ¥ ['N1aBe MyHHIMIAILHOTO
paifona besenuykckuit. Haznauaercs u ocBoOodmaercs 0T HO/DKHOCTH [J1aBOM MYyHHIMIIAIBEHOTO
paiiona bezeHuykcKuii.

Benymuii crenpanicT OTHOCHTCS K JO/DKHOCTSM, HE OTHECEHHBIM K MYHHIMIAIBHBIM
JO/DKHOCTAM ~ MYHHUMIAIBHOH CIOy)XOBl, M OCYIIECTBISIIOIIAM TEXHHYECKoe obecreyeHue
JeATe/IbHOCTH OPraHOB MECTHOI'O CAMOYIIPABIICHHSL.

Benymuii crienanucT J0keH HMeTh 00pa30BaHHe HE HIDKE CPEIHEro MpodecCHOHAIBHOTO
0 CHENHATbHOCTH, COOTBETCTBYIOIUEH MNPO(QWII0 NEATeIBHOCTH OTAena ©0e3 mNpexbsBIeHHs
TpeOOBaHUH K CTaXy.

B cBoell [IeATENBHOCTH BeAyLIMH CHENHATHCT PYKOBOACTBYETCH AEHCTBYIOIIHM
sakononarenbcTBoM P®, Camapckol o6nacTi, HOpMaTHBHO-TIPAaBOBBIMH AKTAMH OPraHOB
MECTHOI'0 camoynpaBiieHus besenuykckoro paiiona Camapckoii obmacTy.

2. JOJIZKHOCTHBIE OBSI3AHHOCTHA
Benymuii cnermanucr obs3an:

- COCTaBJIATh OMHCH Jel JUISl Nepeiayi I0KYMEHTOB MOCTOSHHOIO CPOKA XPAaHEHHs B apXHB
AJIMHHHCTpaluy paioHa, MPOM3BOJIMTH COTJIACOBAHHE ONMCEH JeT ¢ apXHBHBIM OTHETIOM
AIMHUHHCTpalUH paiioHa,

- COCTABJISATL HOMEHKJIATYpY Jel AJIMHHHCTpaMM pafioHa W NPeNCTaBIATh e Ha
YTBEPK/ICHHE B YCTAHOBICHHOM 3aKOHOJATENILCTBOM MOPSIIKE, MPOM3BOIUTE (HOPMHPOBAHKE B [€Na
JDOKYMEHTOB B COOTBETCTBHH C YTBEPIKICHHON HOMEHKIIATY PO Je;

- obecrieuMBaTh XpaHEHHe J0 ITepefladll Ha IIOCTOSHHOE XPaHEHHE B ApXMBHBIA OTIEN
AIIMHHHCTpAIMH paifoHa JOKYMEHTOB AJMHHHCTPAIHH PaiioHa;

- OCYILIECTBIIATH (POPMHPOBAHHE TOKYMEHTOB B JI€]Ia;

- OCYWIECTBIATH Ileperavy MOKYMEHTOB I apXHBHOI'O XpaHEHHUS B  apXMBHBIM OTHEN
AIMHUHHCTpALIMH;

- BBIZABaTb ApXMBHBIC CIPAaBKH W KONHH [JOKYMEHTOB, HaXOMSINUXCS HA XpPaHEHHH B

AMUHHCTPAIMH MYHHIMIIAJIIBHOTO paiioHa bezeHuykckwmii;

- TOTOBHTb aKThl Ha YHHYTOXXCHHE JOKYMEHTOB BPEMEHHOTO CpOKa XpaHEHH,



- OpraHu3oBaTh paboTy 1m0 GOpMHPOBAHHIO W IMONIIHBKH OTNPABIIIEMOH KOPPECTIOHACHIMH
IJ11 apXUBHOTO XpaHEHUS;

- OCYWIEeCTBIATH (JOPMUPOBaHUE U BeleHHE peecTpa n3bupareneii;

- OCYILIECTBJIATH KOHTPOJIb 3a UCIOJIHEHHEM paboTHUKAMH AJMHUHHCTPALMH U CTPYKTYPHBIMU
nopasaeNeHusiMA AJJMUHUCTpALMM B CPOK IHCEM, MOCTYNAIOMMX M3 BHIIECTOAIINX OPraHOB U
opranu3anuit, nopydenuit ['y6epnatopa Camapckoift oGmacta, Buue-ryGepHaropa Camapckoii
obnactu ¥ ap.;

- OCYLUECTBJIATh paboTy IO perucTpaluM BXOAAIIEH M HCXOMdlieil JOKYMEHTALUN B CHCTEME
NIEKTPOHHOTO JOKYMEHT0000poTa M JeNonpou3BoAcTBa AnMmuHHCTpanmu paifona (IBM Lotus
Notes);

- OCYWIECTBJIATh pabOTy MO pErucTpallid BXOAAMMX oOpalleHuii IpaXXZaH B CHCTEMe
06paboTku 1 ydeTa oOpaleHuii rpaxxaaH;

- GukcupoBath pesomouud IJaBbl palioHa (3aMECTHTENs) B CHCTEME 3JIEKTPOHHOIO
NOKYMEHTOO00OpOTa M AENONpPOH3BOACTBa AaMHUHKCTpauuu paiiona (IBM Lotus Notes);

- OpraHM30BaTh MHCTPYKTaX IO TEXHHKE GE30NacHOCTH, NPOM3BOIACTBEHHON CAHHTapHH H
TIPOTHBOINOXAPHOH 3allUTe, IPaBUIaM B HOPMaM OXpaHbl TPYAa;

- OpraH{30Barh paboTy 10 OXpaHe TpyAa B AIMUHHCTPALHHU paiioHa;

- OCYIIECTBIIATH KOHTPOJIb 33 OpraHu3alHell OXpaHbl TPyJa B CTPYKTYPHBIX IIOApa3feICHHAX
AnMUHHCTpanuH paiioHa;

- BECTH IPOTOKOJBI COBelUaHWH y [1aBel paiioHa M €ro 3aMecTHTeneif, KOHTPOJIHPOBATH
HCIIOJIHEHHE B CPOK NPOTOKOJIBHBIX IIOPYUEHHUIA;

- COCTaBJIATh ¥ OGHOBJIATE CONHATBHO-MOMUTHYECKHIA TACHOPT paiioHa;

- (opMHpOBaTh B JIMYHBIE MeNa MO OOpAIIEHHAM IpaKHaH AOKYMEHTH], IOCTYIHBLIHE B
AIMUHHCTpaUMIO paifoHa;

- CBOEBPEMEHHO pacCMaTPUBATh M HCIIOJNHATH IOCTYIHMBIINE HA HCIIOJIHEHHE JOKYMEHTEL, B
TOM 4HClIe OOpaleHus rpax/aH;

- OCYIECTBIATH COOp MHGOPMAUMM OT CTPYKTYPHBIX MOAPAsHENeHHH AIMHHUCTpAIHH
paiioHa, IJ1aB TOCENEHUH U yupexaeHHil palioHa, a Takke 0606ILIEHHE 0Ny IeHHO HHQOpPMaLHH B
LEJISIX MCTIOJIHEHHS NIOCTYMAOIUX 3alpoCoB;

- BECTH YYeT M BhIIaYy CITyXeOHBIX YAOCTOBEPEHHIA;

- BBIIONHATE WHEIC NOPYYCHHS HAUAIBHHKA OPraHM3alMOHHOIO OTAENA, PYKOBOIMTENS
annapara 'naBbl paifona, I'naBs! paitoHa, cBs3aHHbIe ¢ paGoTol OTHENA;

- Cco0ofars MpaBuia BHYTPEHHETO TPYNOBOIO PACHOPAIKA, HODMEI H IIPABHJIA OXPAHEI
TpyZa B AIMHHHCTpaUMH paiioHa;

- 6epetn> roCynapCTB€HHOEC H MYHHLMIANBHOS HMMYILIECTBO, B TOM YHUCJIEC peaoCTaBIIEMOC
€MY AV HCTIONTHECHHUSA AOJDKHOCTHBIX 065[381*1HO0T€ﬁ;

- cobmozmars Koncrutymmio Poccuitckoit ®enepauuu, demeparbHbie KOHCTHUTYLHOHHEIE
3aKOHBI, ()efepaibHBIE 3aKOHBI, WHEIE HOPMATHBHBIC NpaBOBEIE akTe Poccuitckoit (enepaumy,
KOHCTHTYHMH (YCTaBbl), 3aKOHBI M WMHBIE HOpDMAaTHBHbLIE IIPABOBBHIE aKTEI CyOBEKTOB Poccmiickoii



Deneparuy, YCTaB MyHHIMIAIBHOTO paloHa be3eHYyKCKMH W HHEBIE [IPAaBOBBIE aKTEl H
00€eCIIeYHBAaTh HX MCIIOJIHEHHE;

- cobmoaate IIpH HCIIOTHCHHH OOJDKHOCTHBIX o0si3aHHOCTEH npaBa U 3aKOHHBIE HHTEPECHI
rpaxaaH | opranmauﬁﬁ;

- He3aMeUTMTeNbHO coobmmare [ nape pai‘IoHa O BO3HHKHOBCHHH cn’ryaunﬁ, IIPEeACTaBJIAIOIINX
YIpo3y XH3HH U 3I0POBLIO JIIOOEH, COXPaHHOCTH HMYILECTBA,

- HCIOJHSATE JOKHOCTHbIE 0053aHHOCTH B COOTBETCTBHH C JIOJDKHOCTHOM HHCTp}’KIJ;PIEI?I.

3. TIPABA
Beaymuii crieManucT UMeeT IIpagBo:

- XO0JaTaliCTBOBATH HAYAIBHUKY OTJENA O CO3JIAHMH HOPMAIBHBIX YCIOBHH pabOTHI mIs
3(()eKTHBHOTO BBIOIHEHHS CBOMX JOJDKHOCTHBIX 00sI3aHHOCTEH;

- BHOCHTH PEITI0KEHHS BBIIIECTOSIIIIEMY PYKOBOJCTBY (e
COBEPLIEHCTBOBAHUIO OPraHU3alyiy paboThl 0TAeNa U AIMHHHCTPALMH paifoHa B LIEJIOM;

- IoJy4yaTh OT CTPYKTYpPHBIX IoJpasfeleHH# AJMHHHCTpalHH paiioHa W

TOJIBEIOMCTBEHHBIX opraHuzanuii HHPOPMAUMIO M JOKYMEHTBI, HEOOXOAMMBIE I
BBITIOTHEHHS CBOMX JIOJDKHOCTHBIX 00SI3aHHOCTEIH;

- Ha OIUIaTy TPyZa U JPYrHe BBILIATHI B COOTBETCTBUHU C TPYIIOBBIM 3aKOHOJATEIECTBOM;

- 3HAKOMHTBCS CO BCEMHM MaTepHajJaMH CBOEr0 JHYHOIO Jieja, C OT3BIBAMH O
npo(eccHOHANBHOH AeATEeIbHOCTH H APYTHMH JOKYMEHTAMH [0 BHECEHHMS HX B €r0 JIMYHOE JIEN0, a
TAaK)Ke Ha IPHOOIIEHNE K TUYHOMY JeNy ero MHChMEHHBIX 00bsICHEHHI;

- Ha 3all|UTy CBOUX INCPCOHAIBHBIX JAHHBIX.

4. OTBETCTBEHHOCTD

BG,ELYILII/Iﬁ CIIEHAIHCT HECCT OTBETCTBEHHOCTE:

- 32 HEUCIIOJIHEHHE HJIM HEHaIJIe)Kallee UCIOJHEHHE BO3JIOKEHHBIX HA HEro JOKHOCTHBIX
00sI3aHHOCTEH, 3a IIpaBOHAPYILIEHHUS, COBEPUIEHHBIE B IPOLIECCE CBOEH AEATENBHOCTH, 3a IPUUNHEHHE
MaTepUAIBbHOTO yIepoa, a TakKe 3a HeCOOII0IEHHE IPABUIT BHYTPEHHETO TPYI0BOTO paclopsiIKa.

COI'/TACOBAHO:

["naBHBL criermanicT
AJIMMHHCTpaLHH M

HWHHCTPATUBHO-IIPABOBOTO OT/IENA
[MIIATBLHOTO palioHa beszeHuykckuit
T.B. Eropoga

|

« 01 » K 2020 .

C I0mKHOCTHOI HHCTPYKIIMEH 03HAKOMIIEH (a) Of. J3. fof0 CQZ‘W

[Z8
(mara u noanucek paboTHHUKA)

PIONIRLD P —




‘enoned numedionHuwry g gowandn xigHHAYg0dN 1 HEKEdT
mnamedoo wnnadrowosed 0 19I9RLO AMMHH M JMHREIIWAND ‘dI9EOTO1 dLHEOLOI -

gunanedy otonguxde srr yunamedoo nuHadiowooed
o pammewdoin o o1 miandernarey ve vemied: yusamedoo drosad qaregodundod -

‘eHoyed ommedLONHHNIT Y
@ QUMENLALON "9LHINAOT Hewedt wrunammedgo ou erray sguhul @ qregoduwdod -

HAHHIL HOWKA] [ O ‘HINBIrOLELOdWRE 012 | eHoped gogerr | ewondi OJOHRHIF 970X € Hewcedl
1o xumgnntoon Hemkedls gunamedoo ‘Hemicedd HUHAMEd0o XI9HHOALNOUE “XITHHOWIOMII
yodd g wonnanrouau U wonHadLowoord wiaHHoWadga090 e 91r0dLHOYN 9LEIELIMAO -

JHAIQLHLIANEE
012 “eHoued [aer | ewandu OJOHRMIT OlMHAWAHOdN Ol Aroged qrievaggocuneido -

TWEIIDLHLOAWEE 019 “enoned davrr | ¥ woudn HIMHRHI BH 9OMIRE 91EIELIAMA0 -
'HREEQO LOMIBMITILD HHITIATDE]

HLDOHHVEEI0 HI9HLDOHIOY T

‘n1oeroo poxadewe)) enoned orononAhHasaq suHArgRdILONED 010HIDAW goneldo

Hwprye  nwdodedu-ongniewdon  ‘uiderrgo  goodewe) ‘(g WOLLIGIALEITOHONRE
WHITTOIAE1OHOY  KOLoA4LOTr0g0NAd 1OMIBHIIANO HUIMATSE HLOOHAIALEAY HI0HD q

“Axe1d N yuHed00adL KHHAIEEITdIl £5Q BIFATLO HIJOHII LKA

oirnpodu ANIOIAELI1E1000  TMLOOHIIEMYIALD Ol duHedosedgo  oJoHdIreHOH0dapOdH
oranTad>  awii 9H  ouHedOgRdQO  GIOWHM  HOMIOY  LOMIRHIANO  WHIMATag

‘BUHArgRdIAOWED 0JOHLOAW goHeIdo

HLOOHIALEI  AMHIhANIIIQO J0MODhHHXIL WHITIOIKIEALIAMAIO M “IIOMAID HOHIIRIHITHHAW
WELOOHMITOL M WIGHHADAHLO 9H “WELDOHMIFON M KOLHOOHLO LOMIBHIIDND HHIMAYag

HIIONARHAE] HOHE OJOHIIBUUITHHAN HOSRLr |

HIDOHMIOL 10 BOLORIMOQOE00 M BILIBhBHER[ "MMMOMAhHOEdq eHOMBd OJOHIIBUHITHHAW

aaer ] W vHoued  OJOHARHMIMHAW  MHNRAIOMHHWNIY — BIAYLO  OJOHHOMIEEMHEIAO
IMHAUBhEH OHHIE10T2dI0IAH KOLOKHHALION LOHIBHIDND HUMATad aroged noodd g

(LOHIRHTIAUD HUIMATAE - 2arer) noxodewe) HMoMArHAEaq vHOKMRd OJOHIIBRIHITHHAN

HHTRALOMHUINITY BIFATLO OJOHHOMTIBEHHRIAO RLOMIBHIIOND OIMATE 9100HHIE10124.L0 U vaedi
THIDOHHEEKOO DIGHIURHOHTNHAGD LoKroraduo sHIIALOHM ERHIDOHMIOT KRIMEOLOB[]

"BUHDIOIOU AUIMI0 ‘1
HLOBIr00 HodModewe) HMMOMAhHIEd] BHONERd OJOHIIBIUITHHAN

HUNRdLOMHHINI Y BIATLO oJoHHouTREMHRIdO BLOHIBHTIDND oJamArag

KUITIAJLYHU BYHLDOHIOY

0Z0T § 0 «yQ@»i1o

MLIRIT00 HOMIURINE ) HHMONARHIED]
vHoKRd OIOHIIRUHTTMHAW HUTTRALOMHUIWI Y/

ﬂ_é. aN omnawkdonoed ¥ ¢ s\ aHHAMKOIHA] |



"XI9HHRY XI9HIIrRHOOdDl XHOgD ALUITIRE BH -

"HHHOHIKIQO XITHHIWIOUU OId Ao ANOHRHUI M SHHAMQOUdL BH 9)(MIBL B ‘OLral
OOHhHL 013 & XH BWHIOOHE OF HWELHIWAMOT HWHIAAY W HLOOHIIALESY HOHILBHOMO0d(odu
O HMWESITELO O ‘BUSY OIOHhHL 0J309) HWeLBHdOLBW HMWOOd 00 KOILMWOMNBHE -

TN0E1091r31erOHONRE WIFFOTAdL 9 MHE1)1291009 4 1[q1erruigdg auJAdr U erAdL L1eruo -

‘HS100HHBEKQO0 XITHLOOHXLOY XHO™0 KMHOHIIOIIId
BUT JITWHTOXNQOJH ‘IILHOWANOT M oiunewdopHH uunecudeldo  XI9HHIELOWOWILYOLU
i edoged uunedlOoMHUWDY puHorsveedrou xi9HAA1MAdLY Lo  dlenfrou -

"WoLan g eHoyed HUNMedLOMHUNT'Y H eraTLo 19109ed uuneenHeldo oiMHeg0g10Hamdog00
ot AgarowogonAd AWIIMBOLOIMIIE BuHMKOLTad1 9LHUOOHE -
“H3LOOHHEEKQO XITHLOOHXIOT XHOHO KUHOHIOLIGE OJOHEHLN(dE

K1 1aroowed 11901094 XISHIUBWAOH HHHRIEOD O BUAYLO ANHHAIRhBH 91e40910HRIEYOX -
:ogedll LOOWH LOULBHIOLD HHIMATSG

vavdl 't

'uanmu(dmnu HOHLOOHXIOY O HHELIL29L000 4 HLOOHHBEKQO SITHLOOHXKIOY 9LKHIOLIOM -

1E1I3MAWH HLOOHHRAX0) ‘Yarolr oi9godore 1 uHEMX KcodIA yomoisraeLoradu
"HHYIBALHD  HUHJHOHNHMHEOS O eHoyed ofeK | dLHIIQOOD OHAUOLHULTOWBESH -

‘yunesrHeldo u Hemkeda 190adaLHM
JI9HHONEE W veedU YOLOOHHBEKQO XITHIOOHNXLOY HHHOHIOmOM HAU dIBXOINgOd -

{OMHOHIfOLION XH 91BgHhILII3Q0
oLe digodedl SI9HM M MIMOMAhHOEdq eHOKMed OJOHILBLHMIHMHAW €eldf ‘Humedorad
HONDHHINO ] 101499045 191038 d19d0gedu 319HENLEWdOH 219HH 1 I9HOMEE ‘(1988.L0K) MHTIALULOHON
"MHIIRASTa HOMOUHO00 191xe d19gogedl d19HEMLIEWdOH S19HH ‘I9HOMEE S19HdIrRdaTa( ‘I9HONBE
SITHHOMNIALULOHON S19HAIredarad “Hunedorady HONOUHII0] OIMTIALULOHOY 91BTOIIQOD -

‘HOLOOHHEBEKQO XITHLOOHXIOY KHHOHIIOLIOH KLY ANS S0WaKLarLoorad
SUOMh  WOL 4 “OfLOJMAWHM QJOHILBLUMITHHAW M Q0HHog10derAool 9gnadog -

‘eHoped HUTRdLOMHUWTY € erAdL
iaHedxo ernaedu v 1andoH ‘exrsdoused oogorAdL osonnadLAHg vrrHgedu 91BYOINQOD -

‘eIroT10 yologed 5 d19HHeEKED ‘eHOKed 199kl | ‘eHoMed 19ger | viedenie
BUALUT0g0NAd "RIrarLO OJOHHOHITEEUHRIAO BIHHALBhEH BUHORAJOL 919HH 91EHIKOLIGE -

(HLoeIrgo HONodeWe)) HHMOMARHIE] eHOKRd
O.JOHGUBUMTTHHAW HAUSLIN OiMHOMKedIeH ou HHOOMWO) ALoged diediggocunerdo -

‘Hemieda sMHIMRAQO SUOUR WOL € ‘IILIHINANOY
JHHOHILOUOHW  BH  QUMEULALIOL 4dlBHIFOUOM U diegudiemooed oHHawadg2049 -

‘unrewdoduu
HodoooeW  paldrado @ MW UMMONAKHIEd] eHOWed OJOHIUBUMNIHHAWN HUIMRdLOMHHWIY
Lyed en  Herweds xewondu xiqHHOwsgodu o ommmewdodHu dikraeiowedu -



4. OTBETCTBEHHOCTbD

= 3a HCHCIIOJIHCHHC HJ/IM HCHaJJICHKaliece HCIIOJIHEHHE BO3JIOKCHHBLIX Ha HEro

JOJZKHOCTHBIX 06ﬂ3ﬂHI'lOCTCﬁ, 3da  IpaBoOHapylueHHs, COBEPUICHHLIC

B 1polecce  cBoeit

JACATEIILHOCTH, 3a IPUYHHEHHE MaTepHallbHOTO yluepﬁa, a TakKe 3a HecoldoeHne [paBH.l

BHYTPEHHErO TPY/I0BOIO PacIopsi/iKa.

COT'JTACOBAHO:
[ maBHBI cienHanueT aAMHHHCTPATHBHO-NPABOBOIO OT/1¢/1a

AJIMMHHCTPAUMKH MYHH

1abHOro pailona besenuykckuii

T.B. Eroposa

@ P2 @3 2020 r.
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Ipunoxkerne Ne 6 k pacropsbkeruro No A

AJIMHHECTpAIME MYHULUIIAIBHOIO patioHa
Besenuykckuii Camapckoii 001acTi

ot « O » J > 2020

JNOJKHOCTHASI MHCTPYKIIUSI

Bemymero crenuaiucta OpraHM3allMOHHOTO OTAena AJMHHHCTPALMH — MYHHIMIAIBHOTO
paifona besenuykckuii Camapckoii 06macti

1. OBIUUE ITOJIOYKEHMA.

Hacrosimasi JOJDKHOCTHAS MHCTPYKIHUS omnpeaensieT QyHKIMOHAIBHBIE 00A3aHHOCTH, IpaBa H
OTBETCTBEHHOCTL  BEAYLIEro  CIELHANMCTa  OpraHM3allMOHHOrO  oThAena  AJIMHHHUCTPALUU
MYHHIMIAIBHOTO paiiona bezenuykckuit CamMapckoi (fanee - BeoyLHH CIEIHAIHCT).

B cBoeit paboTe BemyliHil CHENHATHCT MOJYMHACTCS HEIOCPENCTBEHHO HAYalbHHKY
OpraHM3alHoOHHOr0 OTAeNa AIMHHHCTpAldH MYHMIMIAIBHOIO palioHa ¥ I71aBe MyHHIHIAIBHOTO
paifona bBesenuykckuil. HasHauaercs u ocBoOoxaercss OT NODKHOCTH [7aBoM MyHHIMNATBHOTO
paitona bezeHIyKCKHii.

Bepymmuit cnequayMCT OTHOCHTCS K JO/DKHOCTAM, HE OTHECEHHBIM K  IOJDKHOCTSAM
MYHHIMIATBHOH CiIy)KOBI M OCYIIECTBILIIOIIMM TEXHHYECKoe OOecrnedyeHHe AEATENPHOCTH OpraHoB
MECTHOTO CaMOYIIpaBJIeHHU.

Benymuii crienmuanuct OMKEH UMETh 00pa3oBaHHE HE HIDKE CPEIHEro Npo(eccHOHAIBHOrO
oOpa3oBaHyss 1O CHEIHMATbHOCTH, COOTBETCTBYIOIIEH mpoduiIio [JeATelnbHOCTH oTzxena Oe3
TIpebsBICHUS] TPeOOBAaHUH K CTaXKYy.

B cBoeill [eATENBHOCTH  BeAyLMH CHELUHAIMCT PYKOBOJCTBYETCS ACHCTBYIOLUIHM
sakoHonarenbcTBOM P®, Camapckoii o0macTH, HOpPMATHBHO-IIPABOBLIMH aKTaMH OpPraHOB
MECTHOro camoynpanieHus: besenuykckoro paiiona Camapckoit obnactu.

2. TOJI’KHOCTHBIE OBSI3AHHOCTH

Benyumii cienuanuct o0s3aH:

- obecrieunBark cBA3b Ha BHIeOKOH(epeHuusx ¢ llpaButensctBoM Camapckoit obmacté U
y4acTHHKaMU BHICOCBSI3H;

- HampamJIATh HHPOPMAIMOHHEIH MaTepHall M €ro pasMelleHHs Ha caiiTe AIMHHHCTpAIHHA
MyHHIHMNATEHOTO paifoHa besenuykckui,

- obecrmeunBaTh KOHTPOJIb 3a AaKTYalbHOCTBIO HH(pOpMalMH, HMEROINEHcs Ha caiite
MYHHLHIAIBHOTO paiioHa be3eH4uyKCKuii;

- OCYIIECTBIATH KOHTPOJIb 3a paboToif calita AIMHMHHCTpalM¥ MYHHIMIIAIBHOIO paifoHa
BeseHuykckuii, 3a CBOEBPEMEHHBIM HAIlOJIHEHHEM I0/pa3/ielioB caiita uHpopMauueii, pa3MelnaeMoii
CTPYKTYPHBIMH IIOJpa3[e/CHUAMH AJMMHUCTpAlM¥ MYHUIMIAIBHOTO paiioHa bBeseHYyKCckuil u
MYHUIUIATEHBIME YIPEIXKICHUAMU;

- OpraHu30BLIBATH pa601"y Ino (bOpMHpOBaHHIO H BEICHHIO peeCTpa MYHHUHIIAJIIBHEBIX YCIYT,



|
$edLOMAWH MIOOHHRdX00 ‘Horoil o19godorrs M HHEMK AcodIA

Moo geLIoradl ‘UHITRA1HO HMHOHOHMHHEOS O eHOMed ogel ] J1BNIQO0D OHAIILHITSWEESH - {

|
‘uniresuneldo u HB]I')](’G(IJ;

1900doLHH OI9HHONeE M ededll HOLOOHHEREKQO XITHIOOHXKIOY HHHOHIOUOM MU dIBTOrgod - |
{OHHOHIIOIIOH xﬁ
9LeAMRhALIOIQ0 H 191ME d19gogedl SI9HH M HINONARHIEa] eHOYRd OJOHIUBUMIHHAW 9Bl g ‘Huiredaragd
HOMOMMOJ04 €O0INO90A0 MINe dmdogedn oMHEMIBWdOH OHM M I19HONBE ‘(199B10A) HHYIALMLOHOX
‘uriedorap HOMOHMOOOJ IdlMe omgosedn oNHAUIEWdOH OIHM ‘IqHOMee oIgHAIedorod ‘1IHOMBE
SIHHOMNALKIOHON ol9HdIredowsd ‘mumedoTrap HOMOMMOI0J OIMNALMIOHO) 9IBTOIQOd -

{MOLOOHHBEEQO XITHLOOHXIOT KMHOHIIOLIOH KL
AWa 20WaKIERLOOYadII SIr0Mh WOL € ‘09109MANH SOHILBUMIMHAN U S0HHAgLoder o901 ahadag -

‘eHoyed HUITRALOMHHNTY €
erAdr Igaedxo erugedu u awdoH ‘exrsdonoed ologorAdi osonHodLAHg eruaedu 91eOIQOd -

‘erralrLo goroged o ol9HHeEKED ‘eHoMed 19gerr | ‘eHoued 19gerr | eledemre
BIoLUTOg0oNAd “eIraf10 OJOHHOMITEEMHRIJO ®MMHALUBhEH EHHORAdOU 99HHM dIKHIOLIGE -

‘QIAIDA XITHIIRIUIIMHAN M XISHHA910de A0
HHMHOLgReIo0radll 0 BHHOWAED» AJAN-1 SN " OU 9IOOHISRIO OIAMOSRHMLOMIELY ILKHIfOLRE -

SHWEMHOINKOdhA HNITHILIBHUNMHAN ¥ HIDIONARHOE]
eHOMed OJOHIUBHMITMHAN MHITRdLOMHUWIY HWsHHOISTeedron HWIIHAAINAJLIO wenurr Wintoohuirudol
H OIMHOIAOBH JAUOA XIIHIUROMIMHAW EHHOUgeloowadn ididedodu qiedgocuHeldo -

‘«ouHargedl "DV » QWALOUD g WRIAIOA WISHILRIIHITHHAN OL 10hLO MIHIIOS) ILKHIfOLEE -

‘MIDIONARHOE9]
oHoued WOHAIBLIMIHHAW € Xuimoredmxodi ‘Helnkedl BIrOMh €M HOIALBIIOOBE XIIHKEOMAL MMOUID
€ UMHOHOWEH OIMHOOOHE Ol U MIOIRYdRE JIMHXEONdI g WeleHITHe) Ol I9ireudoleW 91M€0101 -

‘eHoMed HMHOLOOOL
XIIOGIe) H Xorodol HWEMITRdIOMHHWIE oX Mel ®© ‘HWKHHOLSTeedIOll MWIGHHOEIOWONEITOU

7 wagHdAAdIO 99 H HIDIONARHOSdq  eHOMed  OJOHIUBLUHIMHAW — HOHITRdLOMHMWIY
Arxow  10dogooiHOWAXOY oOJoHHOdINore omMHadwoHE ou Aloged diedigdocuHRIdO -

‘{(s910N smoT AE]) eHowed unTed LOMHHND'Y € eaLloTodeModiIonaY
A 810dOQOOIHOWAMOY oOJOHHOINOKE I9WoloMd 1d1oged 9IrodiHOM — JIKKELOAMAOO -

‘OIMHAIr3ILH JAIDA XIHIIBIMITHHAN HWKHHAIrOTeedrOll MNIIHHOE LOWONQE IOl
# WAIgHAAIAdLo 90 M HIDIONARHOESq HOHed OJOHIUBUMIMHAW HOMITedLOMHMNIY HHHAIgeLoorodu
ndl  KMAIOHOTOWHMREd OIOHHOGLOWOTO®mXOW uuieeHHeldo € Aioged 9IKIALOSMIAD0 -

‘rud mIHHOdIMOLE
g IArod XI9HAIeIMIMHAW kuHOIgeldoradu Avosadon ou Aloged gqiedigdosumerdo -

‘pimesuHeIdo
n Hemiedl puEomedgo BLohA M Iniiogedgo MWelouo 191oged drodiHOM JLBIELOSMAD0 -

‘HIDIONARHOES] tHOKRd OJOHILBIHIMHAN HMITed LOMHUNI'Y € XITWoedIdlegedgo
‘xiquHeY xigudreHoodon 1arummee ododd € LOOHIUOIKOY OAHHOMIEEMHRIdO IIKIIdAMAI0 -

$1A1r04 XI9HAIrRIAIMHAN 9d1000d WoHAIRHOKISd 8 XeIAL0A XITHIIRIMIMHAN O YHHATE0
xuHomoneed ¥ MHEITESHIEWALONO ‘@dogd Weoodiog ou HIAIDA SIHIIRHHIMHAW HWHIIOEIdeLdorad
‘MMIoNARHOtSq tHOWed OJOHIIIMIHMHAW HATEdIOMHHWIY unsuHarorsedron  MnigHAAINALY
‘aroerrgo uoxodewe) edrodworuged]] wWoledemme O OHELOHITOWMEEd 91KIELOdMAO0 -



- HCIIOJHATH OOJDKHOCTHBIC 00S13aHHOCTH B COOTBETCTBHH C JIOJDKHOCTHOH HHCTp)’KIIHCfI.

3. IIPABA

Bemymuii ciennagicT UMeeT Ipaso:

- X0JaTaiicTBOBaTh HAYAIBLHHKY OTHAETa O CO3MaHMH HOPMAILHBIX YCJIOBHH pabOTHI UId
5((EKTHBHOTO BBIMOJIHEHHSI CBOMX JIOJKHOCTHBIX 00A3aHHOCTEH;

- BHOCHTH  TMpPEUIOKEHHS  BBIMIECTOAIEMY  PYKOBOZICTBY 10 COBEPILICHCTBOBAHUIO
opraiuzanuy paboTel 0TAeNa H AIMHHHCTPAIMH PaifoHa B LIEJIOM.

- moayyaTh OT CTPYKTYPHBIX TOZApasfelNeHui  AJMHHHCTpanuu paiioHa |
MOJBEJOMCTBEHHBIX OpraHu3anuii HtHGOPMaLUIO U JOKYMEHTEI, HEOOXOMUMBIE ISl BBITOJIHEHHS
CBOMX JIOJDKHOCTHBIX 00SI3aHHOCTEH;

- Ha omuary Tpyla H APYrHe BRIIAThI B COOTBETCTBHH C TPYXOBBIM 3aKOHOAATCIILCTBOM,
- 3HAKOMHUTLCS CO BCEMH MaTe€pHaiaMi CBOETr0 JINYHOI'O A€na, ¢ OT3bIBAMH O HpO(bBCCHOHEU’IBHOﬁ
JEATEIbHOCTH H JIPYTHMH JOKYMEHTAMH 10 BHECEHHA HX B €ro JHYHOE AC/I0, a TAKXKC Ha HpHOﬁHIeHHe

K JJHYHOMY OCIY €ro MHUCbEMEHHBIX 06’BS{CH6HHI71;

- Ha 3aI0UTY CBOHX INEPCOHAJIEHBIX NaHHBIX.

4. OTBETCTBEHHOCTDbD

- 33 HEeHCIOJIHEHWE WM HEHAIe)Kalllee HCIIOIHEHUE BO3JIOKEHHBIX Ha HEro MOKHOCTHBIX
00s3aHHOCTEH, 32 MPABOHAPYILIEHHUS, COBEPIICHHBIE B IPOIECCE CBOCH IEATEIbHOCTH, 3a NPHYHMHEHHE
MaTepHalLHOTO yiepba, a Takxke 3a HecoOoieHHe IPaBiil BHYTPEHHEro TPYAOBOIO pacopsiaKa.

COI'JTACOBAHO:
['naBHBI crenuammc WHUCTPATHUBHO-IIPABOBOIO OTAENA
AnMuHHCTpaLu HHULUIAIBEHOTO paiioHa besenuykckuii

T.B. Eroposa
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Hpunosxenune Ne 7 k pactiopsiketnio No ()
AIMHHHCTPALMH MYHHLIMNIATHHOIO paiioHa
besenuykeknit Camapekoii oGacty

OT « 372 » 0 } __2020r.

AOJIZKHOCTHASI UHCTPY KIIHsI

MHcenexropa oprannsamuonnoro otnena AIMHHHCTPALUM MYHHUHOANbHOIO paiiona
Besenuyxcexuit Camapexoii o6nactu

1. OBIUUE MOJIOKEHMSI.

Hacrosimas nomxnocruas HHCTPYKLHS ONpPeessicT (hyHKLUHOHAIBHBIE 00A3aHHOCTH, npasa
H OTBCTCTBEHHOCTh HHCIEKTOPA OPraHM3aLHOHHOIO OT/iea AIMHHHCTPALMH  MYHHLUHIAILHOIO
pationa Besenuyxexuit Camapckoit (naee - MHCIIEKTOp).

B cBoeit pabore nHenekTop nogunmsercs HCTIOCPE/ICTBEHHO HAYAIBHUKY OPIaHH3ALHOHHOTO
OTAeMa AJIMHHHCTPALUMH MYHHLHOAILHOTO paiiona besenuykckuit (nanee - nauaibuuk oT/1e7a).
Hazunauaercs n ocsobosxnaeres ot nomnocru I JIABOK MYHHMIMIAIBHOTO paioHa besenuykcknii.

WMucnextop otHocures k AOIDKHOCTAM, HE OTHECCHHBIM K JOIDKHOCTAM MYHHUIMMAILHOI]
CILY)KObl, M OCYIIECTBISIOUIMM TEXHHUCCKOE obecneyenne JesTeNbHOCTH OPraHoB  MECTHOro
CaMOyNpaBJICHHU.

Mucnexrop momxen mumers 00pa3oBaHHe He HUIKE HAYAILHOIO npodeccuonanbioro Hes
MPEABABICHUS TpeOOBaHMET K cTamy paboTel MM cpejiHee (monHoe) obuiee oGpasosanie u
CHELHATLHYIO IOArOTOBKY 10 YCTAHOBJIEHHOI nporpaMme Ges NPEABSBICHUS TPEOOBAHUH K CTaKy.

B cBoei JeSITeJIbHOCTH HHCIIEKTOP PYKOBOJACTBYETCH JACHCTBYIOINM
3akoHonatenbeTBoM P®, Camapcekoii o6nacti, HOPMATHBHO-NPABOBBIMH AKTaMH OpPraHOB
MECTHOro camoymnpasienus besenuykckoro paitona Camapckoit o6nacri.

2. TOJKHOCTHBIE OBSI3AHHOCTH
Wncnexrop o6s3an:

- OCYILUECTB/ATE PAdOTY 110 PErHCTPALINA BXOSILCH U HCXOSLICH HAOKYMEHTALHH B CHCTEME
YIEKTPOHHOrO JIOKYMEHTOO0G0POTa 1 JIeI0NPOH3BOACTEA AJIMHHHCTpaLUMH paitona (IBM Lotus
Notes);

- OCYINECTBIATE PaboTy 1O PEerHCTPallid  BXOMSLLIX oOpallleHnit  rpasian B cHcleme
obpaboTku 1 yuera oGparieHuii rpak/iaH;

- (ukcHpoBate pesomouuu [ 1apnl (3amectutens [asel) paifona B cucreme YIEKTPOHHOIO
JOKYMEHTO0O0POTA U JIEIONPOM3BOICTRA AnmuaucTpauun paifona (IBM Lotus Notes):

- OCYHICCTBIATE B CHCTEME OIEKTPOHHOIO [AOKYMEHTOOGOpoTa m JIETI0MPOH3BO/ICTBA
Anvunuctpamun paiiona (IBM Lotus Notes) nocranosky mucem u obpawennii rpamian  Ha
KOHTPOJIb;

- OCYWICCTBJIATL KOHTPOIIb 38 HCIOJIHEHHEM pabOTHHKAMMU AIIMHHHCTPALHK H CTPYKTYPHBIMH
NOAPa3NCNCHUAMH AZIMHHHCTPALIMH B CPOK ITHCEM, NOCTYNAIOWNX U3 BBILECTOAUINX OPraHoB i
opranusauuii, nopyuennii I'yGepharopa Camapckoii  oGuactu, BuLe-ryOepnaropa  Camapekoi
obnactu u jip.;

* OpraHusoBbIBaTH  padoty 00 (OPMHPOBAHMIO peeCTPOB  BXOMAWCH 1 HCXOALLCH
JIOKYMEHTALHNH;

- CBOCBpPEMEHHO BPYYaTh HCIIOJHHTEISIM AOKYMCHTBI. ITOCTYIHBIIXE HA UCIIOJIHCHHE:

- KOIHMPOBATL TOKYMECHTEI Ha MHOKHTEJILHOH TCXHHKEC,



OPTaHH30BLIBATE  paGoTy 1o  Qopmuposanuio W MOIUMBKE  OTNpPaBIsSEMOi
KOPPECTIOHACHIHH LSl ADXHBHOIO XPAHEHHMS;

- OCYLUECTBJIATE (JOPMHPOBAHHE TOKYMEHTOB B ea:

- BLUIOJHATL WHBIE MOPYYCHHS HAYAILHMKA OpPraHM3alHoHHOIO OT/IeNIa, PYKOBOAUTE S
annapara I'yiasbl paiiona, I ae! paiiona, csizanmbie paboToi oTuena;

- Oepeun FOCYZIapCTBEHHOE M MYHHLIHIATBLHOE HMYIICCTBO, B TOM YHCJIE MPEI0CTABISeMOe
CMY JUIsL UCTIOJIHEHHUS! JIOJIIKHOCTHBIX o0s13aHHOCTEI:

- cobmonars Konctutymmio Poccuiickoi Genepaunn, Qenepasnbhbie KOHCTHTYLHOHHblE
3aKOHBI, (peJiepalbHble 3aKOHBL, HHble HOPMATHBHbBIE 1IpaBOBbIE aKkTbl Poccuiickoii Menepanny,
KOHCTHTYUMH (YCTaBBI), 3aKOHBI H HHbIE HOPMaTHBHBIE NPaBOBBIE aKThl CyOLeKTOB Poccuiickoii
Oexepanun, Yceras  MyHHUMOATLHOIO paiioHa beseHuykckuii u  uHble MpaBOBbLIC aKTbl M
ofecrieunBarp nx HCIIOJIHEHHE,

g CO6HIO,E[EITI) [IPH HCIIOJTHEHUH JOJIZKHOCTHBIX 06513E1HI'!OCT€I71 paBa H 3aKOHHLIC HHTCpPCCL!
I'payxKaad 1 OpI“ElHPI?;E]]’.IHI‘:I;

- HE3aME/UIHTENLHO coodLuath ['1aBe paiiona o BosHMKHOBEHHH CHTYALMH, Npe/1cTaBIsonmux
YTPO3Y JKU3HH H 3/I0POBBIO JIOAEH, COXPAHHOCTH HMYIIECTRA:

- HCHOJHATE JOJKHOCTHBIE 00S3aHHOCTH B COOTBETCTBHUH € JTO/IKHOCTHORM HHCTPYKLIHEH,

3. ITIPABA
Wncnexrop umeer npago:
- HOJIydaTe  OT  CTPYKTYPHBIX  [0pa3sjie/icHuii AJAMHHMCTpPaLKK  paiioHa i
NO/JIBEIOMCTBEHHbIX OpPraHu3aLHi  MHQOPMALMIO N JOKYMEHTBI, HEOOXOINMbIC st

BBIMOJIHCHHA CBOUX JIOJDKHOCTHBIX 00s13aHHOCTel:
- Ha OIUIaTy TPyZAa U IIPyTHe BBIIATHI B COOTBETCTRHH C TPYAOBBLIM 3aKOHO1ATC ILCTBOM:
- SHAKOMHTECS  CO  BCEMH MaTepHalaMH CBOEr0 JTHYHOIO Jejla, ¢ OT3bIBAMH 0O

l'[pO(l)GCCHOHEUIBHOﬁ ACATCIIBHOCTH H APYTHMH JTOKYMEHTAMH 10 BHECCHHS HX B €ro JIH4yHOe 11e10. a
TaKIKe Ha HpHO6U_LCHHC K JIHYHOMY ACITY €ro MUCbMEHHBIX 00bLICHEHHIT:

= Ha 3alIUTY CBOHUX [IEPCOHANILHBIX TAHHBIX.

4. OTBETCTBEHHOCTD

I/IHCHCKTOP HECCT OTBECTCTBEHHOCTL;

- 34 HCHCIONHCHHE WIIH HeHA/UIEeKAlIee HCIOMHEHHE BO3TOMCHHBIX HA HETO JOMIKHOCTHBIN
00s3aHHOCTell, 3a IpaBoHapyIIeHH s, COBCPLICHHBIE B IPOLIECCE CBOEH JIEATE/IBHOCTH. 3a NPHUNHeHHe
MAaTEPHAILHOTO yiIepOa, a TakKe 3a HecoOII0IeHHE IPaBHT BHYTPEHHEI O TPYIOBOTO PACIOpsi KA.

COT'JIACOBAHO:

["naBHBI crienmanuct ar
AJIMHHHACTPALIMH

THCTPATHBHO-IPABOBOTO OT/IENA
IHMnanbHOro pationa besenuykekmii
T.B. Eropoga

« 00 » 0 } 2020r.

C nomkuOCTHOIT HHCTPYKUHEH O3HaKoMIIeH (a) DL, 0j (75002'0 W B
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AIMHUHHCTPALHH MYHHLHNATLHOTO paiioHa
besenuykeknii Camapekoii o6acti

o« » O } = 2020r

JHOJIZKHOCTHASI UHCTPYKLIUSI

Cexperaps-pedepenta opranusanmonsoro OTAeIa AIMUHHCTPAIMH MY HHIMNATLHOLO
paitona Besenuykcknit Camapekoii o6nactu

1. OBIIME IOJIOKEHUS

Hacrosmas nomxuocrhas HHCTPYKLHS onpeneriseT QyHKUHOHATBHbIC 00S3aHHOCTH.
1paBa 1 OTBETCTBEHHOCTb CeKpeTaps — pehepeHTa opralu3anioHHOro oTaena AJAMHHHCTPALMH
MYHHIMIATLHOTO paiona besenuykceknii Camapcekoii (1asiee - CeKpeTaph — pedepenr).

B cBoeit paGore cexperapn — pedepent noxunHsercs HETOCPEICTBEHHO HAYANLHHKY
OPTaHH3ALHOHHOTO OTAeNa AJMHHHCTPALMH MYHHUHIAIBHOTO paiioHa besenuykcknii (anee-
HaualbHUK oTAena). Hasnauaercs n ocsobommaercs o n0micHocTH [napoit Mynuumnanshoro
paiona bezenuykckumii,

Cekperapb-pedepeHT oTHOCHTCS K AOJDKHOCTSIM, HE OTHECEHHBIM K JIO/KHOCTSIM
MYHULUMAIBHOH CIYKObl, M OCYUIECTBISIOMUM TeXHHUYECKOE obecneueHne eaTeaLHOCTH
OpranoB MECTHOTO CaMOYIIpaBJICHHS,

Cexperapb-pedepent  nomken  mmers o0pasoBaHHe He  HHKC  HAYAIBLHOIO
NPO(eCcCHOHANBHOTO Ge3 NpenbiBiIeHs TpeDoBaHMit K cTaxy paboThl Wiw CpejiHee (nojHoe)
obuiee obpazopanne wu CHCHHANLHYIO  NOJAMOTOBKY 110 YCTAHOBIEHHOI nporpamme  Ges
MpeAbsBICHHs TpeGOBaHHIT K cTaiky.

B cBoeit nesrensHocTH CeKpeTapb-pedpepeHT PyKOBOACTBYETCH JACHCTBYIOLLIM
3akononarenbertsoM  P®, Camapckoii  o6nacri. HOPMAaTHBHO-NPABOBLIMH  aKTaMH
OpPranoB MECTHOTO camoynpas/ienns besenuykckoro paitona Camapckoii o6nacri.

2. NOJZKHOCTHBIE OBSI3AHHOCTH
Cekperapb-pepepent 06s3an:

- OCYILIECTBIIATh pabory  no OPraHu3alHOHHO-TEXHHYECKOMY  olecreyeriio
AAMHHHCTPATHBHO-PACHIOPSINTENLHON ASTeNbHOCTH | 1aBh] paloHa W NepBoIv 3amMecTHTes
['nassl paiiona (nanee — PYKOBOAMTEIECH);

- T01y4aTh  HEODXOAMMBIE PYKOBONMTENSM  CBEACHHS OT NOApa3Ie/ieHHIH Uil
HCHOTHITEICH, BBISBIBATL MO HX OPYUEHHAM PaGOTHHKOB:

- BECTH  JICJIONPOM3BO/CTBO,  BBINOJHATE  Pa3/IHUHbIC ONnepalrH ¢ HPHUMEHEHHEM
KOMITBIOTEPHOH TEXHHKH.  Npe/AHa3HAueHHoil s cOopa. obpabotkn MpeIcTaRIcng
HH(pOpMarny;

- 'OTOBHTB JAOKYMEHTBI M MaTepHaJibl, 1-1606)(011]'11\1}316 JL1s1 paGOTbI PYKOBOIMTEJICH:

- OPraHH30BaTh  mpoBejenne TeedoHHbIX [IEPCTOBOPOB  PYKOBOAMTEICHT. 3aNHCHLIBATE B
HX OTCYTCTBHE MOJNYUCHHYIO WH(DOPMALMIO M AOBOAMTL 10 MX CBCICHHS CC  Co/CpKalie,



NEpenaBaTb M MNpHHUMATL TeledoHOrpamMMmbL, CBOCBPEMEHHO HOBOAMTb [0 MX CBEAEHUs
TOJyYeHHYI0 HH(pOPMaLIHIO;

- N0 NOpPYYECHHIO PYKOBOIHTENEH COCTABNATD NMHCbMa, 3amnpockl, AOPpYrHe NOKYMEHTHI;

- BECTH paboTy ¢ oTmpaBnsemoit KOPpECNOHACHUMER:  KOHBEPTHPOBATL OKYMEHTbI,
3aHOCHUTD B PEECTPBI, OTNPABIATE N0 NOYTOBBIM ALPECATAM:

- BBMOMHATE  paboTy no noarotoBke  3acemanuii u COBELUAHHI. NPOBOAUMbBIX
PYKOBOAMTENAMU (COOp HEOOXOAMMBIX MaTepuanos, OMOBELUCHHE YYACTHHKOB O BPEMEHH K
MECTE NPOBENCHHUS ),

- ofecneuuBath paGouue MECTa  DYKOBOAWTENEH  HEOOXOAMMbIMH CpeacTBaMu
OPraHH3alMOHHOH ~ TEXHHKH,  KaHLENAPCKHMH NPUHAIJIEKHOCTSAMH, CO3/1aBaTh YCIOBH.
cnocobeTByrompe 3¢ GEKTHBHOI pabote pykosoauTeseii;

- NeYaTaTe O YKA3aHMIO pPYKOBOAMTENEH chyskeGHbIe MaTepHaibl, HeOOXOAUMbIe J11s
HX paboThl;

- OpraHu3oBaTh MpPUEM MOCETUTENIEH, CONeHCTROBATE OINEPaTHBHOCTH PacCMOTPEHHS
NPOCHO M NpeIOKeHHH pabOTHHKOB;

- BBIIIOJIHATE OTAE/bHEIE CJ'I)/)KC6H!>I€ [IOpyvYeHuUs PYKOBOOHTENEH;

~  BBUIOJHATL WHBIC NMOPYYeHHs HayalbHHKA OPraHH3aLMOHHOIO OTAea. PYKOBOAHTE 18
annapara ['naBer paiiona;

- cobmonate Konctutyumio Poceuiickoii Denepaunn, (enepansHbie KOHCTHTYLIHOHHbIC
3aKOHBI, (heZiepaNbHEIE 3aKOHBI, HHbIC HOPMaTHBHBIC NpaBoBeIe akThl Poccuiickoii Menepaum,
KOHCTHTYUHH (YCTaBbI), 3aKOHBI H HHBIE HOPMAaTHBHBIE NPaBOBLIE aKThl CyObexToB Poccuiickoii
Qenepaunn, YcraB MyHHUHNATBHOO paiioHa bBeseHuykckuii W uHble MPaBoOBLIE aKThl W
obecrneunBarh X HCIIONHEHUE,

- COOMIONATE PH HCTIONHEHUH JOMHKHOCTHBIX 00s13aHHOCTe# MpaBa U 3aKoHHble HHTEPECh]
TpaXKaaH U OpraHu3anuii;

- HE3aMeUIMTENBHO  coobwiats [naBe paiioHa o0  BO3HHKHOBeHMH CHTYaLHH.
TIPEACTaBIAIOIIEH YTPO3y MM3HH U 310POBBIO JTIOzEi, COXPaHHOCTH UMYLLECTBA:

- 6epeqb MYHHIHIIAJIbHOE HMYILIECTBO, B TOM YHCJIE npeaocraBieHHoOE eMy 118
HCMOJIHEHHSA JOJKHOCTHEIX o0s3aHHOCTe}!,

3. [TIPABA

Cexperapb-pedepenT umeer TnpaBo:

- MOJy4aTb OT CTPYKTYPHBIX MOApasfeieHuit AIMUHHCTpPamI  paiiona n
OABENOMCTBEHHBIX ~ OpPraHu3auui UHQPOPMALUIO M AOKYMEHTbBI, HEOOXOAHMBIC JU13
BBITOJIHEHUS CBOMX JOJDKHOCTHBIX 0GA3aHHOCTE;

- omjary Tpyzau APYTHE BBINJIATHl B COOTBETCTBHU C TPYAOBBIM 3aKOHO,1aTCILCTBOM:

- 3HaKOMHTBCSI CO BCEMH Matr€pHallaMH CBOEro JIMYHOTO Aejla. ¢ oT3biBaMH O
HpO(beCCHOHaHBHOﬁ ACATCIBHOCTH H APYTdMH NOKYMEHTAMH 10 BHECEHHS HX B €ro Ju4yHoe
A€J10, a TaKXE Ha I'IpI/IOGILICHI/Ie K JIHYHOMY A€y €ro NHCbMEHHBIX OOBSCHEHHI:

- Ha 3allUTy CBOMX NE€PCOHANIbHBIX JAHHBIX.

4. OTBETCTBEHHOCTL



Cekperapb-pedyepent necer OTBETCTBEHHOCTD:

- 3@ HCHCNONIHGHHE WJIM HEHAUIeKALee HCMOIHEeHMe BO3JIOMKCHHBIX  HA  Hero
AOJDKHOCTHBIX ~ 00si3aHHOCTEH, 32 TPABOHADYIICHHS, COBEPIIEHHBIE B npouecce  CBOSH
ACIATCILHOCTH, 33 NPHYMHEHHE MaTepHAILHOIO ywepda, a Takxke 3a HecobmOLCHMe npaBu.
BHYTPEHHETO TPYAOBOTO pacropska.

COI'JIACOBAHO:

I'naBHbI cienmamuct
AJIMHHHCTpaLMH

HHHCTPATHBHO-[IPABOBOI'O OT/1e/1a
HIHNAILHOTO paifona Besenuykekuii
T.B. Eroposa
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AIMHHHCTPALIH MYHHLATIATLHOTO paiioHa
beseHuykckuii Camapckoii o6nact
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JAOJIZKHOCTHASI MHCT PYKIIHSI

Cekperaps-pedepenta OPTaHH3AIHOHHOrO OT/1e/1a AAMHHUCTPALIHH MYHHUHIATBHOTO
paiiona besenuykcknii Camapckoii obnactu

1. OBIIUE MOJIOKEHHSI.

Hacrosmas nomxuoctuas HHCTPYKIMA onpejiensier (hyHKUHOHATbHbie 00s3aHHOCTH,
fpaka 1 0TBETCTBeHHOCTL Cekperaps — pedepenta oprauusannonHoro 0T AMHHHCTPAIHHK
MYHHLIHTIATBHOTO paiiona Besenuykcknii Camapckoii (nasnee - Cekperapp — pedepent).

B cBoeit paGore Cexperapn — pedepent nogunusercs HETIOCPEACTBEHHO HauaibHUKY
OPTaHM3aLHOHHOrO OT/1e/1a AAMHHHCTAIH MYHHIMIAILHOTO paiona besenuykekuii (1anee -
Ha9aIbHNK oTaena). HasHavaetcs u ocsoGojxnaercs OT MO/DKHOCTH ["naBoii MyHuuMnAILHOMO
paiiona besenuykckuii,

Cexperaps-pedpepent ornocures AOIDKHOCTSM, HE OTHECEHHBIM K 0MKHOCTSM
MYHHLMIAIIBHOH  ClyxObl, M OCYINECTBISIOMM TEXHHYECKOe olecneyuenme JesrenbHoCTH
OPTaHOB MECTHOI'O CAMOYIPABIICHIS.

Cexperaps-pedpepent  jomxen HMETb  o0pasoBaHHe  He  Hipie HAYAIILHOTO
NPODECCHOHANBHOTO 06pa3oBaHis Ges HPCABABIACHNA TpeGoBanmii K crasy paboThbl uiH
cpeanee (momaHoe) obiiee oOpaszoBanne M creuuanbyas [IOATOTOBKA 110 YCTAHOBIEHHO
nporpamme 0e3 npebsas/ieHus TpeboBaHuii K cTaxy.

B cBoeit  mesrtenshocty CCeKpeTapb-pedepent PYKOBOACTBYETCsS  ACiiCTBYIOMIMAM
sakononareascrteom  P®d,  Camapcekoii obnacru, HOPMATHBHO-IIPABOBLIMHE  aKkTaMmy
OPTaHOB MECTHOI'O CaMOYIIpaBieHHs besenuykexoro paiiona Camapckoii o6nacty.

2. TOJIZKKHOCTHBIE OBSI3AH HOCTH
Cexperapb-pedepent obs3ar:

- BBUIOIHATE TEXHHYECKHE (YHKUMH 110 obecrnevennio u 00CAYIKMBAHIIO  PadoTh
PykoBoanrens annapara  I'maBbl  MyHMUMOATbHOIO paiiona  Besenuyickui (nanee
PYKOBOJMTEIB);

- HOJIy4YaTn HGOﬁXD,E[I/lM[:IC PYKOBOJIUTEIIIO CBCIEHHUS  OT noJipasieeHui HJIK
HCHOHI-!I'[TEHCPI, BBI3BIBATL 110 UX TOpyUeHHsAM p:’JGOTHIIE\'()B;

- OPraHH30BLIBATEH Teﬂe(l)OHHbIC [EPEroBopel PYKOBOOUTEIS, NOPHHHUMATL H nepenasarn
Tene(l)OHOF}JaMMb!, 3AllHChIBATE B HX OTCYTCTBHE HPHHSTBIE COODIIEeH M M JOBOJAMTL 10
CBCJCHMSI PYKOBOOUTENEH HX CO,E[CPDKEII'UAC;

- OCYHIECTBIATB paboTy 10 HOArOTOBRKE 3acelaHul B coBelnanuii. IIPOBOAMMDIX
PYKOBOAHTENEM (cOOP HeOOXOAHMbIX MATCPHATIOB, ONOBELICHHE YYACTHHKOB O BPEMEHH, MecTe.,
TTOBECTKE THSI 3aCeNaHHsI MJIH COBEIIAHIA. HX perucTpaiiis);



- II€pCAaBaTh ¥ NPHHUMATh HHQPOPMAUHMIO 110 NPUEMHO-NEPErOBOPHBIM  YCTPOHCTBAM
(Tenexc, daxc, Tenedaxce u ap.);

- NIHATaTh 110 YKa3aHHUIO PYKOBOAMTENS pasfiuuHbie Marepuanbl;
- obecreyrBaeT BBINONHEHNE MAIHHONUCHEIX 1 KOTIMPOBAILHO-MHOXKHTE/LHBIX paGoT;

- OTIHPABJIATE N0 NOYTE OTIPABIIAEMYIO KOPPECIOHACHLIHIO (06b1uHbIE NHCHMa, 3aKasHble
IHCbMa, THChMA C YBEAOMJIEHHEM H T.IL.) M BECTH ’KYpHaJl yH€Ta OTIPABKH KOPPeCHOHACHLIHMU:

- TIPOM3BOAMTL  3aKYNKH KOHBEPTOB U MapoOK H  CBOEBPEMEHHO COCTABMATH
OyXranTepekyro OT4ETHOCT;

- obecneunBars paGoTHUKOB AZIMHHHCTpaUMK paiiona HEOOXOMUMbBIM  KOHUECTBOM
KOHBEPTOB H Mapok (lipx HEO6XOAMMOCTH);

- OhOPMIIATE U OTHpABATH TIPHBETCTBEHHbIE alpeca, NO3ApPABICHUS H TeNerpamMmbl
PYKOBOUTENAM NpEANPUSTHH, OpraHusaumii u YYpPeXUeHUH, paboTHHKam aIMHHUCTpaUMii.
MHBIM IpaxaaHaMm (110 NOPYYEHHIO HAYAbHUKA oTaena);

- TpHOOpEeTaTh mo;apkW, LBeThl u CYBEHHDLI 111 MO3ApaBA€HHsS pPaGOTHHKOB
AIMMHUCTpaUuK paiioHa, PYKOBOAHTENEH Opranusaumii v yupexciennii s COOTBETCTBUH ¢
TPasAHUIHBIMH JATAMH COTJIACHO YTBEPXKACHHBIM CIHCKAM 1 NIPEAOCTABIEHHDbIM 3as5BKaM Ha UX
npuoGpeTeHHue;

- ODOPMIATH NOANKCKY Ha raseTh u )KYPHaJIBI;

- CBOCBPEMCHHO  NOBOAMTH [0  CBeAeHHs Pykosomurens annapara [nasy
MYHUUMNANbHOTO paitoHa Besenuykckuii MPUHATYIO HH(DOPMALHIO:

- BBINOJIHATE HHBIE NOPYYEHHS HAYAbHUKA OpPraHM3aUHOHHOTO OT/ENA, PYKOBOAHTE IS
annapara I'y1aBel paiiona, ['appi paiioHa, cBsi3anHyIo ¢ pabotoii otnena;

- Oepeus rocymapcrsennoe u MYyHHLMNAILHOE  HMYIIECTBO, B  ToM  yycie
NPENOCTABIAEMOE eMy I HCIIONHEHHS AOMKHOCTHEIX 00s3aHHOCTe}H;

- cobmonare Koncturyuuio Poccuiickoii ®enepauun, ¢enepanbHbie KOHCTHTYUHOHHble
3aKOHBI, (henepaNbHbIE 3aKOHbI, HHblE HOpMaTuBHEIE NpaBoBble akTh! Poccuiickoii Benepaunm,
KOHCTUTYLHH (YCTaBbI), 3aKOHBI M HHLE HOPMATHBHbIE NPaBOBBIE aKTh! CYGHEKTOR Poccuiickoit
Denepauyn, Ycras MYHHUMNANBHOrO paiiona Besenuykckuii u mune NpaBOBbIE aAKTbl M
obecneuuBarp ux HCIIOJIHEHHE;

- co0monaTh npH MChoTHEeHHH AOIDKHOCTHLIX  0Os13aHHOCTEHl npaBa M sakoHHbe
MHTEPECHI IPaXKJaH H OpraHu3aLuii;

- HE3aMEANUTEeNnbHO coobwats [Tnage palioHa 0  BO3HMKHOBeHI CHTYALLUH.
TIpEACTaBIAIOIUEH YIPO3Y HU3HY U 3MOPOBBIO MOMIEH, COXPRHHOCTH MMyLLECTBa:

- HCHOJHATE JODKHOCTHLIE O6$I3aHHOCTH B COOTBETCTBHH C HAOJDKHOCTHOM HHCTpYKIIHEH

3. [IPABA

Cexperaps-pedepent umeer 1paBo:

- TONy4aTe OT CTPYKTYpHBIX Rozpas;eneHuii ANMHHHCTPALKK paiiona u
IIONBEAOMCTBEHHBIX  OpraHu3auuii HHDOPMaUMIO M nOKyMeHTDI, HeodNXoauMble 113
BBINOJIHEHHS CBOMX JIOJIKHOCTHbIX obs3aHHOCTe;



- OIUIaTty TpyAa H APYTHEC BBIIIATEI B COOTBETCTBHH C TPYAOBBLIM 3aKOHOIATCILCTBOM:

- 3HAKOMHTBCS CO BCEMH MarepuajlaMH CBOEro JIMYHOIO Jielid, ¢ OT3bIBAMH O
npo)ecCHOHAIILHON AEATENIbHOCTH M JPYTHMH JOKYMEHTAMH [0 BHECEHMs HX B €ro JIHYHOE
J€J10, @ TaKKe Ha [PHOOIIEHHE K IHUHOMY AEJTY ero MHCHbMEHHBIX 00bACHEHHIi:

- Ha 3aLUTY CBOMX MEPCOHAIbHbIX JIAHHBIX,
4. OTBETCTBEHHOCTbD

- 32 HCHUCIOJIHEHHE WM HEHAICKallee HWCIOJHEHUE BO3JIOKCHHBIX Ha HEro
JIOJDKHOCTHBIX ~ 00sI3aHHOCTEl. 3a NpaBoHapylIeHHs. COBEPUICHHBIE B [Ipollecce  CBOCI
JACATEJILHOCTH, 3a INPpHYHHEHHE MaTCPHAIBHOIO yulcp()u. a Takke 3a HecoOI10/1eHHe [paBHi
BHYTPEHHETO TPY/0BOI0 PaclopsiiKa.

COT'JIACOBAHO:
' naBHbIi crienmany
AJIMHHHCTpALH

TIMHHHUCTPATHBHO-IIPABOBOI'O OT/1eJ1a
HHLHIAIBHOro paifoHa besenuykckuii
T.B. Eropoza
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