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Poccuiickas ®enepauus

AJIMHHHCTPAUMS MyYHHIHIIAIBLHOTO paiiona «3ano/sipHblii paiion»

PACITIOPAKEHHUE

ot 06.03.2015 Ne 35 p

. Mckareneit

00 yrBepxnenuu Ionoxkenust 06 otaene
JENONPOU3BOICTRA U JOKYMEHTO000pOTa
AJMHHHCTPAIMKA MYyHHITHIAILHOIO pafoHa
«3aIoJIsIpHBIA paifon»

B cBs3u ¢ npunsitueM pemieHust CoBeTa MYHULMIATBLHOTO palioHa «3aroisipHbLi
paiion» ot 10.12.2014 roma Ne 35 p «OO0 yTBepKIeHUM CTPYKTYPHl AJIMUHHUCTpALIUN
MYHULMOAIBHOIO  paiioHa  «3amloJISIpHBIA  palioH», pacHopsHKeHUs — AJMUHUCTpAIuU
MYHHUIIUTIAIBHOTO palioHa «3arnosisipHblii paiion» oT 12 nexabpsa 2014 roma Ne 669p «O6
YTBEPXKACHUM  IITATHOrO  pacnucanus AJMHUHUCTpAMM  MYHUIMIAIBHOrO  paifoHa
«3anosisipublii paiton» ¢ 03.03.2015», Ha ocHoBanunu yactu 3 cratbd 18 YcraBa 3anolisipHOro
palioHa:

L. YrBepauth [lonokenue o0 oTjiene AENIONPOM3BOACTBA U JOKyMEHTOO0OpOTa
AJIMUHUCTpAIMU MYHUIIUIAIBHOIO pailoHa «3arnoiIsipHblil palion» (Ipuraraercs),

2. Hacrosiiee pacriopspkeHue BCTyIaeT ¢ AaThl IPUHATUA U PACIIPOCTPAHAET CBOE
JIeiCTBHE HA OTHOLIEeHUS, Bo3HMKIIe ¢ 03 mapra 2015 roxa.

['maBa AMUHUCTpAUU
MYHUIIUIIAJILHOTO palioHa
«3anoJsipHblil paiton» et O.E. Xonoxnos
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VTBEPX/JIEHO

pacropsbKkeHrueM A IMUHUACTPALIUH
MYHHULUIANBHOIO paifoHa
«3anoNspHBIA pafoH»

ot 06.03.2015 Ne 35p

MMOJIO)KEHUE
00 oTaeJie 1eJIONPON3BOACTBA H JOKYMEHT0000poTa
AMHHHCTPAUHH MYHHIUIAJIBLHOTO paiioHa
«3anoJspHbIi paiioH»

1. O0mne no/10KeHHUA

1.1. Otmen nAenonpou3BOACTBA U JOKyMeHTooOOpoTa AJIMUHUCTpaLUd
MYHHIUNATBHOTO paiioHa «3amossipHbld padon» (nanee mo Tekcty - Otnen)
ABJIAETCSL CTPYKTYPHBIM MOApa3JeleHueM AJMUHHUCTPAUUMH MYHULUIIAIBHOTO
paiioHa «3anoIsIpHbIA palon».

1.2. Otmen B cBoel pesaTenbHOCTH pykoBojcTByercs KoHerurymuei
Poccuiickont ®enepanuu, 3axonamu Poccuiickoii @enepanuu, N0oCTaHOBICHUIMU
[IpaButenbcTtBa Poccuiickoit Pdenepari, OCHOBHBIMH MOJOKEHUSAMH EanHO#l
roCy1apCTBEHHOU CHUCTEMBI NeJIOPOM3BO/JICTBA, IpaBUIaMU 1o
JOKYMEHTHPOBAHHUIO  YNPABJIEHYECKOH JeATeNBHOCTH M paboThl  apXHBOB
yupexxJeHu, YcTaBoM M 3akoHaMHM HeHenkoro aBTOHOMHOI'O OKpyra, ¥ cTaBOM U
MYHHULHIIAIBHBIMU [IPABOBBIMH aKTaMu 3aloJIsIpHOrO paifoHa, a TakyKe HaCTOSIIIUM
[Tonoxenuem.

1.3.  Ortgpen nog4yuHseTcs riaBe AIMHHUCTPallMM MYHUILIMNAJIBHOTO paldoHa
«3anonspHBI palioH», HEMOCPEICTBEHHO OTACI MOJIWHCH 3aMECTUTENIO IJIaBbl
AIMHHHCTpallUM MYHULMIIAJBHOIO paifoHa «3ano/isipHbld palioH» M0 OOIIHM
BOIIpOCaM.

1.4.  Otxen BO3IIaBIsIeT HAUalbHUK, KOTOPBIM Ha3HAYAETCSA U OCBOOOKIAETCS
OT JOJDKHOCTU pacropsbkeHueM AJNMHHUCTpallMd MYHHUIHIATRHOTO paioHa
«3amnoisipHbIi paitony.

2. llean u 3aga4u

2.1. OcHOBHBIMH LEIIMU OTHCNa SBISIOTCS OpraHu3allus, PYyKOBOACTBO,
KOOpIMHALUA, KOHTPOJIb M peanusauus pador 10 JOKYMEHTallHOHHOMY
o0ecreyeHuIO yIpaBIeHusl B OpraHu3aliH.,

2.2. Otgen Aenompou3BOACTBA pellaeT CIeayIoIIHe 3aJa4um:

>
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2.2.1. OOecrieueHde eIUHOTO I[OpPsAAKA  OpraHU3allMd W BCACHUA
JeNONPOU3BOACTBA B AJIMHHHUCTpAlMi MyHHLHUIIATbHOTO paloHa «3arosisipHbIi
panon»;

2.2.2. PaspaboTKa, BHeJpeHHEe HOBBIX TEXHOIOIMYECKHX MIPOLIECCOB pabOThI C
JTOKYMEHTaMH1 M JJOKYMEHTHOH MH(OpMaLHeld Ha OCHOBE MCIOJIL30BaHUs CPE/ICTB
OpraHU3alMOHHOW 1 BHIYUCIUTENBHOM TEXHHKH, B TOM YHCIE YIOPAAOYCHHE
cocTaBa [JOKYMEHTOB M HMH()OPMAaLMOHHBIX [OKasaTelied, COKpalllgHue HX
KOJTMYECTBa U ONTUMHU3AIUU JOKYMEHTOIIOTOKOB;

2.2.3. OcymecTBiaecHrue KOHTPOJsA 3a COCTOSHHEM  HMCIOJHHUTEIbCKOM
JUCLUIUTAHBI B AIMUHUCTPALMK MYHHUIIMIIAIBHOIO paloHa «3anoJIApHbIid paiioH»;
2.2.4. OpraHuzauusi XpaHeHus: U o0ecreyeHus: COXPaHHOCTU JOKYMEHTOB;

2.2.5. ObecneueHre CBOCBPEMEHHON MMOANHUCKH Ha MEPUOANIECCKYIO IIEYATHYIO
MPOJAYKIHUIO Ui AJMHHHCTpAllMd MYHHULMIAIBHOrO pailoHa «3amoisipHbli
panon»;

2.2.6. OOecrieyeHre JeTEJBHOCTM NPUEMHON (cekpeTapuara) IJaBbl
AJZIMUHUCTpAIIMK MYHUITUTIATBHOTO palioHa «3amoJIIpHbINA palioH».

3. OyHKUHH

B coorBeTcTBUM C BO3JIOKEHHBIMH 3ajladaMd B (DYHKLMM OTHAeTIa BXOIHUT
ciieyronee:

3.1. Opranuzanus u obecrieyeHre (QyHKIIMOHUPOBAHUS JIEIOINPOU3BOICTBA BO
BCEX CTPYKTYPHBIX MOJpa3fesIeHUusIX AIMUHUCTpallUd MYHUUMIAIBHOTO paiioHa
«3amosipHBI paifoH» B COOTBETCTBUU C €JUHOM TOCYJapCTBEHHOH CHCTeMOMU
JIOKyMEHTAIIBHOI'O 00eCTIeYeHUST U YIIPABIICHHS.

3.2. OcyliecTBIeHHE 3KCHEJAULHUOHHYI0 00padOTKH, IMpHeMa, PerucTpalu,
ydeTra, XpaHEHMs, JOCTaBKM U pPACCBUIKM KOPPECIOHJCHIIMU (BXOMISIIEH,
uCcXojsieil, BHyTpeHHell), B TOM YHCJIe IepelaHHOM MO CIeHalIbHBIM CpeICTBam
CBSI3H, BeJIeHHE CIIPaBOYHOH paboTy Mo HeH.

3.3. Obecneuenne cragaapTaMu 0popMIIEHUS JJOKYMEHTOB.

3.4. OpraHuzanus yd4eTa ¥ COXPaHHOCTH JOKYMEHTOB, OOpa3yIOUIUXCS B
NesTeIbHOCTA AMUHUCTPAalli MyHHIIUIIAIIEHOTO paiioHa «3aIospHbIH palom.

4. O0ecnieuyenye aeITeJILHOCTH OT/Ae/1a

4.1. J{ns ocyliecTBIeHUs CBOUX (YHKUMN M B rpejieiaX CBOeH KOMIETCHIIMU
Otnen umeer npaso:

4.1.1. 3ampammBaTh UM 1OJy4aTb OT CTPYKTYPHBIX IIOJpa3jieieHui
AJZMUHUCTpallU MYHMIIMIAIBHOTO paiioHa «3amojIsipHBIA paioH» MaTepualibl U
UH(pOpMaLHIO, CBA3aHHbIE C OCYILECTBICHHEM (DYHKINN, BO3IOXKEHHBIX Ha OTHEl;

4.1.2. BosBpamare  UCHOJTHMUTEISIM Ui JIOPAbOTKH  CIIyKeOHYIO
KOPPECIIOHIEHIIHIO, O(DOPMIICHHYIO ¢ HApYIIIEHHEM yCTaHOBIEHHBIX TTPABKI;

4.1.3. TpeboBarb OT PyKOBOJCTBA CO3JaHUS MATEPHAIBHO — TEXHUYECKHX H
APYyTuX HEOOXOJMMBIX YCJIOBHH Ul BBIIOJIHEHUS CIIy)KEOHBIX OOS3aHHOCTEH M
COXPaHHOCTH BCeX TOKYMEHTOB,;
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4.1.4. BzauMopeicTBOBaTb II0 BONPOCaM CBOEH  KOMIIETCHIHH  C
rOCYIapCTBEHHBIMH OpraHaMM BJacTH IHeHelnKoro aBTOHOMHOTO OKpyra B
mpefieliaX CBOEHl  KOMIIETEHLMM ¥ CO  CTPYKTYPHBIMH  IOJpa3s[eieHUsIMU
AJIMAHUCTpAIIMK MYyHHUIMIIATHHOTO palioHa «3allojIApHBIM  paioH», HWHBIMH
OpraHaM MeCTHOT'O CaMOYIpaBJIeHUs, UHBIMU OPraHU3alUsIMH U yUPEKACHUAMH,
C 1Ienpf0 olecriedeHus Iepelayd JIOKYMEHTOB C BH30H  PYKOBOJCTBA
UCIOJMHUTENSAM (B CTPYKTYypHBIE TIOApa3/ieJieHusA, OpraHu3aldd ropoja Hu
MoceJeHuil MYHHUIMIIANLHOrO paiioHa «3anossipHblii pafiony», opranel MCVY),
OCYIIECTBIICHHE TIpHEMa M XpaHEHHs JOKYMEHTOB CTPYKTYPHBIX MOApa3Ie/ICHUN
AJZIMHHHUCTpAIIMH MYHHULMIIATHHOTO paiioHa «3arosipHbIA paioH».

4.2. Jlns ocymectBienus coux GpyHkuud Otnen 06s3aH:

4.2.1. OcylecTBIAT, NPHUEM IOCTYMAIOIINAX JOKYMEHTOB, IIPOBEPSTH
COOTBETCTBUE KOJIMYECTBA, MOJTYYEHHBIX JOKYMEHTOB KOJIMUECTBY, YKA3aHHOMY I10
TEKCTY;

4.2.2. llepenaBath IOKyMEHTHI Ha pacCMOTpeHHe PYKOBOJICTBY M IIOCiIe
[I0JIyYEHHUS COOTBETCTBYIOIIMX YKA3aHUM — UCIIOJIHUTEIISIM;

R 3 OcylecTBIAT  PErMCTpalMI0  BXOAAIIEHM W HUCXOndIIed
KOPPECTIOHJCHIIMM, TPOBEPSTh MPAaBUIBHOCTh HX OMOPMIIEHHS M pacchlIaTh
ajpecaram;

4.2.4. OcyllecTBISITh perucTpauvio, OoGOopMIIEHHe, THpPaXXKUPOBAaHHUE U
pacchlIKy O(GUIMATBHBIX JOKYMEHTOB AJMUHUCTPaIlMM MyHHLUIIAIBHOTO palioHa
«3arnoJsipHbli palioHy;

4.2.5. OcyliecTBIsATh PErucTpalMio, COTVIACOBaHME U XpaHEHHE JOTOBOPOB,
corjameHuid AJIMUHUACTPAIIMU MYHUIIMITAILHOIO pailoHa «3aIlosipHbIN palion»;

4.2.6. OcCyIIeCTBIATh CIIPaBOYHO-UH(DOPMAIMOHHYIO padoTy IO BOMpOcam
IIPOXOXKJACHUSI W HCIIOJHEHUs] JIOKYMEHTOB, IPEIOCTaBlIATh HH(POpMALUIO 00
VCITOJIHEHHBIX U O HAXOJSAIIMXCSA Ha UCIIOJHEHUS TOKYMEHTAX;

4.2.7. OcymecTBIsIiTb KOHTPOJIb 3a IMPaBWIBHBIM  COCTaBICHHEM U
o(opMIIEHHEM JIOKYMEHTOB U UX PelaKTUPOBaHUEM;

4.2.8. OcyliecTBiarh Mepbl IO IOATOTOBKE JOKYMEHTOB K Ilepejade Ha
apXHBHOE XPaHEHME;

4.2.9. Cocrasusare HomeHknatypy aen Otmerra U GOpMHPOBATH CBOIHYIO
HOMEHKJIATYpy Jejl AJMHUHHUCTPALMM MYHHULMNAIBLHOrO palioHa «3arossipHbIi
panioHay;

4.2.10. OcyuiecTBisTh KOHTPOJb 3a MPaBHJIBHOCTBIO OQOpPMIIEHUS H
(GopMupoBaHHS AeT CTPYKTYPHBIMH TMOAPA3NEIEHUAMH B COOTBETCTBUH C
HOMEHKJIATypPOU J1eJI;

4.2.11. BHeapATh mporpeccuBHble ()OPMBI OPraHU3alUU JeJONPOU3BOCTBA C
HCIIOJIb30BAHMEM CPEJICTB KOMITBIOTEPHOM U OPITEXHUKMU;

4.2.12. OcymecTBasTh KOHTPO/Ib 33 IPOXOXKISHHUEM COTJIACOBAHHM IIPOEKTOB
pacrnopsbkeHHH ¥ I[TOCTAHOBJIECHWH AJMHUHUCTPALMA MYHHULMIIAJIBLHOTO paioHA
«3anoJISIpHBIN paion»;

4.2.13. OcyliecTBIATh KOHTPOJb 38 YPOBHEM HCIIONHUTEIBCKON JUCLUILIMHEI
B AJIMHHUCTPALMY MyHHUIIUIIAIBHOTO paioHa «3allo/pHBINH paiony;
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4.2.14. OpraHu3oBbIBATH U BBIIONHATH PAOOTY MO MOAMUCKE TIEPUOJIMUECKUX
U31aHui 11 A IMHEHUACTPAIIMYA MYHHULIUIATBHOTO paiioHa «3amosapHbIi paion»;
4.2.15. Opranu30BbIBaTh [TOBBIIIEHHE KBANA(YUKALIUKY paOOTHIUKOB OT/ea.

5. Opranmzanus fedareasHoctu Oraena

5.1. PykoBozactBo OT/ie/0M ocyllecTRIseT HadyaapbHuK OT/ena.

5.2. B mepuojs BpPEMEHHOro OTCYTCTBHsS HadaiabHUKa OThena pyKOBOJCTBO
TeKylLIeH NesTelbHOCThIO MOJpPa3/eNeHusl BO3JIaraeTcs Ha OJHOr0 M3 €ro
COTPYAHHKOB paclopsDKeHHEM  AJMUHUCTpalUMUd MYHMIMIAJIBHOTO paldoHa
«3anospHBI  pafloH» 1O TpeAcTaBieHUI0 HadanbHuka Otaena W 10
COTJIACOBAHMIO C 3aMECTUTEJIEM TJIaBbl AJJMUHUCTPALIMU MYHUIUIIAJIBHOIO paioHa
«3anoJsipHBIN palioH» MO 0OILKUM BOIIPOCAM.

5.3. Hauaneauk Otaena:

5.3.1.  OcyuectBiusieT HEMOCPEACTBEHHO  pyKOoBoACTBO  Otaenom,
HaTNPaBJICHHOE Ha BBINIOJIHEHWE OCHOBHBIX 3a5ia4 ¥ pyHkiui Otnena;

5.3.2. IlpuHuMaeT Mephl 1O TMOBBIIICHHIO POCTa KBaTU(UKAIIMU COTPYAHUKOB
Ortnena;

5.3.3. Bener niaHupoBaHue 1 opraHusaiuio padotsl OTaena;

5.3.4. TlpunuMaeT penieHus: o opraHuzauuu padotel OTaena, KOHTPOJIUPYET
UX UCITIOJHEHUE;

5.3.5. HeceTr oTBETCTBEHHOCTH 3a MOPSIOK U AUCHHUIUIHHY B OTIelne, Ka4ecTBO
U CBOEBPEMEHHOCTb BBINOJHEHUS JOJDKHOCTHBIX OOS3aHHOCTEH CrelnuaaucTaMu
Otnemna.

6. OTBETCTBEHHOCTh

6.1. HauaneHuk OTzena U crielMaiicTsl OTAeIa HECYyT OTBETCTBEHHOCTH 3a:

6.1.2 HeucnonHeHue win HeHaJeXkalllee UCIIOJHEHUE BO3JIOKEHHBIX Ha HUX
JIOJKHOCTHBIX 00sI3aHHOCTEH;

6.1.3. JlelictBuss wunu Oe3xeficTBHe (B paMKax CBOHUX JOJKHOCTHBIX
00s13aHHOCTeH), Bexyllue K HapyILIeHHIO MPaB U 3aKOHHBIX HHTEPECOB IPaK/IaH;

6.1.4. PasryalmieHue CBeIE€HHH, COCTABISIOLIMX FOCYAAPCTBCHHYIO TalHY, a
TaKkKe KOH(GHUICHIMAIBHBIX CBEJIeHHW, CTABIIMX MM H3BECTHBIMH B CBS3H C
KCIOTHEHUEM NOJKHOCTHBIX 00s3aHHOCTEH;

6.1.5. Hapymenue 1mpaBui  BHYTPeHHEro TPYAOBOTO  pacIopsiKa,
YCTAaHOBJIEHHOr0 B AJIMHUHHMCTpallUd MYyHHUIMIAIBHOIO paioHa «3amossipHbIi
panon».



