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Anmunncrpauus MO "Topoackoii okpyr "I'opoa Hapssan-Map'

IMMOCTAHOBJIEHHUE

22 09.2017 1118
OT 13 e 1] Ng
r. Hapbsta-Map

06 yrBepxaennn Ilonoxkenus 00 oraelne
JIOKYMEHTALMOHHOTO  obecriedeHnss U paboThl
¢ oOpallleHUsIMU TpaKAaH YIpaBICHUs JieJlaMu
AJIMAHHMCTpAIUK MYHHIUIAIBHOTO 00pa3oBaHusl
"Topoxackoit okpyr "I"opox Hapesan-Map"

B COOTBETCTBMU C YCTAaBOM MYHMIMIAIbHOrO oOpazoBanus "I'opojckoi OKpyr
"['opox Hapesu-Map", pemennem Coera ropojackoro oxpyra "I'opoxn Happsin-Map"
or 27.042017 Ne 371-p "O BHeceHMH H3MECHEHHH B CTPYKTYPY AJMHHUCTpALUK
MO 'Topoackoii okpyr "l'opox Hapesn-Map", mnocraHOBICHHEM AJIMUHUCTPALMK
MyHHIMTATBEHOTO 06pasosanus "T'oposckoit okpyr "T'opox Hapesin-Map" ot 27.04.2017
Ne 508 "OG yTBepiKIEHHH CTPYKTypbl ympasiennii Anmunuctpaunn MO "Topoznckoi
okpyr "T'opox HapesiH-Map", mnocTaHoBICHHEM AJMUHUCTPAlMK MYHHUIUNATILHOTO
obpazosanns "T'opoxckoii okpyr "I'opon Hapesu-Map" oT 15.08.2017 Ne 979
"O6 yreepxkaenun [Tomoxenus 00 yIpaBIeHUH JenamMi AJIMUHUCTPaunK MO "T"opoackoii
oxpyr "I'opox Happsn-Map" AAMUHHCTpALMs MyHUIMIATBHOTO obpazoBanus "['opoackon
okpyr "T'opox Hapesn-Map"

NMOCTAHOBJUAET:

1. Vreepauts ITonoxenune 06 or/ene JOKYMEHTAIIMOHHOTO 0OeCTIeYeH s 1 padoTEI
¢ ofOpameHusAMH TpaXIaH YIpPaBleHUs JeJaMd AJMUHUCTPAlMU  MYHUIMIATEHOTO
oGpaszosanus "Toponckoit okpyr "T'opox Hapesan-Map" (IIpunoxenne).

2. llpusnath yTpaTUBLINM CHIly MIOCTaHOBJICHHE AJIMUHUCTpPALUU
MyHHLHMMATLHOro obpaszoBanus "I'opoackoit okpyr "l'opon Haposiu-Map" ot 24.01.2014
Ne 176 "O6 yrBepxkaenun Ilonoxenus 06 oTzene AENONPOU3BOACTBA AJMMHUCTPALAHU
MO "Topoxckoii okpyr "['opoa Hapean-Map".

3. Hacrosiee ocTaHOBJICHHE BCTYNAET B CUIIy ¢ MOMEHTA MOANMCAHUS.

I'nasa MO "Topoackoii oKpyr

"T'opox Happsin-Map" 0.0.benak




[Tpunoxenue

YTBEPXJIEHO

nocra"osjenreM AamuHucTpau MO
"T'opoackoii okpyr "T"opox Hapesan-Map"
o1 22.09.2017 Ne 1118

[TOJIOXKEHUE
00 oTeNe JOKyMEHTaIlMOHHOT0 00ecIeYeHus!
1 paboTHI ¢ 0OpAICHUSMH IPaXK/IaH yIPaBJICHUS Ael1aMU
AJIMMHUCTpAIMU MYHHIUITATEHOTO 00pa3oBaHus
"T'opoxckoii okpyr "T"opon Hapesan-Map"

1. O0ume monoKeHus

1.1. Otaen JOKyMEHTALMOHHOro 00ecTeueHns U paboThl ¢ OOpAICHUSIMH IPak/IaH
yIpaBlIeHus JelaMi AJMUHHCTPAIMH MYHUIMIATLHOTO 00pa3oBaHus "T"opojickoit OKpyr
"['opox Hapesn-Map" (naee — Otzen, AJIMHHHCTpAIMs FOPOJa) ABIACTCA CTPYKTYpPHBIM
nojipas/eliecHHeM yIpaBieHus JAedaMd AJIMUHUCTPALMK MYHHUIHUIIATBHOTO o0Opa3oBaHus
"T'opoackoii okpyr "'opox Hapesan-Map".

1.2. Otzmen B cBOeil JAesATENBHOCTH pyKoBojcTByeTcss Koncrurynueid Poccniickoi
denepannu, 3akoHOaTeIbCTBOM Poceuiickoit deepaliii, 3aKOHOIATEIECTBOM Henenkoro
ABTOHOMHOTO OKpyra, npaBoBbiMH akramu IIpesunenta Poccumiickoii  denepauyn
u IlpaBurenscrBa Poccuiickoil ®Penepauun, YCTaBOM MyHHIMIAIBHOIO oOpa3zoBaHus
"Toponckoit  oxpyr '"T'oponx Happan-Map", npaBoBbIMM —aKTaMu MYyHHIHMIAILHOTO
o6pazosanus "Topoxckoii okpyr "I'opox HapbsiH-Map", mosnoxennem 00 ymnpaBiIeHUH
jenaMu  AZIMUHHCTpallMd  MYHHIMIAIbHOro oOpasoBanus "['OpOJCKOi OKpyr "T"opon
Hapesia-Map", HacTosmuM ITosioxeHnem.

1.3. OmeparuBHOe pyKoBOojAcTBO  OTie/oM — OCYMIECTBIAETCA — HAYaIbHUKOM
yIpaBIeHus JeamMi AJMHUHICTPAINN MYHHUIMIAIBHOrO 00pa3oBaHus "T"opoicKOil OKpYT
"['opox Hapesau-Map" (ajiee — Ha4aIbHUK YIIPABJICHHUS).

1.4. Ormen  BO3MIABISET  HAyalbHUK,  HA3HAYaeMblii  Ha  JOJDKHOCTH
1 0cBOOOXIAaeMBIH OT Hee IU1aBoil ropoja HapesH-Mapa 1o npeacTaBiIeHUI0 HavalbHUKa
YIIpaBA€HU M COIVIACOBAHHMIO C PYKOBOJMTENEM anmnapara — YNPaBISIOUMM JC/1aMu
AJIMUHUCTpALIUKA ropoja.

1.5. B mporecce peanuszaiii cBoux 3anad u QyHkumit Otaen B3aUMOJICHCTBYET
CO BCEMH CTPYKTYPHBIMH MOJPAa3JCICHHUAMH — AJMHHHCTPALMH  MYHHIHUNIATEHOIO
o6pasoBanus "T'oponckoit oxpyr "I'opox Hapesiu-Map", AjnMunucTpanuu  Henenkoro
ABTOHOMHOTO OKpYyra, MHBIMH OpraHaMH, a TakKe ¢ NPEINpUATHAMH, YIPCHKACHUAMH,
opraHM3alMAME B paMKax MmojaHomounit Otaena.

1.6. Cnemmanuctel Ortmena  JEWCTBYIOT Ha ~ OCHOBAHMM  YTBCPIKACHHBIX
JIOJKHOCTHBIX MHCTPY KLU,

2. OcHoBHbI€ 3aaun OTaena

2.1. OcnoBHbIMH 3agauamMu OT1/iena ABJISIOTCS:
2.1.1. Obecrieuenre  €IMHOrO  HOpAAKAa  JOKYMEHTHPOBAaHMS M PabOThI
C JIOKyMEHTaM4 B AJIMUHHMCTPALIUK TOPOJaA;
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2.1.2. CoepmieHcTBOBaHKEe GOPM M METOJI0B PabOTHI € JIOKYMEHTAMHU, B TOM HHC/IC
T0CPECTBOM aBTOMATH3AIMK JIOKYMEHTAIHOHHBIX IPOLIECCOB;

2.1.3. Opranusaisi ¥ BeIeHHE apXuBa B AZIMUHUCTPALMU IOPoO/Ia;

2.1.4. ObecrieueHre OpraHM3alli JESTENHHOCTH 0 PACCMOTPEHMIO 00palleHHi
rpakaan  Poccuiickoit ®enepanuu, HHOCTPAHHBIX TPaXIaH, JHIL 0e3 TpaKIaHCTBa,
FOPHMIMYECKUX JIHLL, TOCTYITHBIIMX B AJIMUHUCTPALIMIO FOPOJIA, M OCYIIECTBICHAE KOHTPOJIA
B JIaHHOM cdepe.

3. dyukuun Otaena

Otrzea B COOTBETCTBMM C BO3JIOKEHHBIMM Ha HEro 3aJadaMu OCYMICCTBIACT
cleyronme QyHKIHN:

3.1. Opranusyer pa0oTy MO BEJICHHUIO JACIONPOU3BOACTBA B AJIMMHUACTpALUU
ropoja.

3.1.1. OcylecTBIsET PUEM, PETMCTPALUIO, TIepeiady ¥ OTIPaBKy 10 Ha3HAUCHMIO
BXOISIIEH M MCXOMSAIICH, a TaKKe BHYTPEHHEH JOKyMEHTaluHu AJMHHHMCTPAlMK ropoja
B cHCTEME IIEKTPOHHOTO JIoKyMeHToobopoTa (nanee — COJL "Ileno").

3.1.2. OGecrieynBaeT CBOEBPEMEHHBII IIPUEM M Tepesiady NOKYMEHTOB 10 KaHaslaM
31EKTPOHHOM U (HaKCUMMUIIBHOM CBSI3H, @ TAKXKE BEJET UX ydCT.

3.1.3. OcymecTBisieT TPOBEPKYy OQOPMICHUS JOKYMEHTOB Ha COOTBETCTBUC
WHCTPYKIMHU 110 J€JIOIPOU3BOJICTBY.

3.1.4. O6o0IaeTr cBeAeHUS O XOJ€ U pe3yjabTaTaX HCIOJHEHUS JOKYMCHTOB,
TIOCTYMAOMUX B AJIMHHUCTPALIMIO TOPOJA.

3.1.5. MuadopMupyeT 3aMHTEPECOBAHHBIX JOJDKHOCTHBIX JIMIL AJIMAHUCTpALUU
ropoga O  HECOONIOAGHMH  CPOKOB  HCIOJHEHMA  JIOKYMEHTOB,  TOCTYIMBIIMX
B AJMHHHCTpAlMio ropoja (TUceM, 3asBICHUH, HOPMATMBHBIX IPABOBBIX —aAKTOB
enepasbHBIX OPraHOB HMCIOJHHUTEJIBHOM BIIACTH W OPraHOB WCITOJIHUTEIBbHOW BJIACTH
HeHeIKoro aBTOHOMHOTO OKPYTa, a TaKXKe APYTUX Ci1yKeOHBIX JIOKyMEHTOB).

3.1.6. Koopauuupyer [esATeIbHOCTh ¥ OKa3bIBACT ~METOJMYCCKYIO  IIOMOLIb
CTPYKTYPHBIM IOJpa3/ieeHUsIM AJIMUHUCTPALIMH TOPOJIA 110 BONPOCAM JCI0NPOU3BO/ICTEA,
B TOM 4ucIIe 1o Borpocam padotsl B COJI "Jlemno".

3.1.7. Beger peecTpbl HOPMATHBHO-IIPABOBBIX M TIPABOBBIX aKTOB AJIMUHMCTPALUH
ropoja, HamnpaB/sieT M3JAHHBIE TOCTAHOBICHHA M  PaclopsuKCHUA  CTPYKTYPHBLIM
nojpasieNieHusaM AJIMHHUCTPAIMU TOPOJa, MYHHIMIAIBHBIM M APYTUM TIPETPUATILIM,
JIOJIPKHOCTHBIM JIMLIAM U TPXKaHaM COIJIAaCHO CIUCKY PAaCChLIKH.

3.1.8. OcyuiecTBiseT nepejady HOPMATHBHBIX ITPABOBBIX aKTOB Ha ory0JIMKOBaHKE
B CpeJICTBA MAcCcOBON MH(pOpMaLMK Ha OYMaKHOM M JJIEKTPOHHOM HOCHTCIIAX.

3.2. OpraumsyeT paGoTy ¢ 00paIeHUsAMH rpaX/aH B AJIMUHUCTPALMH rOpoOJa.

3.2.1. OcyIecTBIsieT PUEM, PETMCTPALNIO, PACCHIIKY MCTIONMHATEIAM U KOHTPOJIb
3a MCIOJHEHMEM MMCHMEHHBIX OOpallleHuil rpakiaH, MOCTYNMBIIMX B AJMMHUCTPALHUIO
ropoja.

3.2.2. Opranu3yer NpOBEIACHHE TNPHUEMOB TIPaKIaH [J1aBOM MYHULHITAJIBHOIO
obpazosanmnst  "T'oponckoit  okpyr "lI'opon Happsi-Map" #  €ro 3aMecTUTENIAMU
¥ KOHTPOJMPYET HCIONHEHHE MOPYYEHHH, MOTYyYeHHBIX B XOJE MNPOBEACHHA JIMIHOTO
npuemMa rpaxziaH.

3.2.3. OcylecTBisieT TNpUEM, PErUCTpallMio M KOHTPOIb  3a  MCIOJHCHHEM
oOpalieHuil rpaXk/iaH, MOCTyNUBIINX Ha tenepon "[opsiueit munn" u uepes "Murepuer-
MpUEMHYIO".
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3.2.4. TIpoBOAUT aHAIU3 TEMAaTHKH BOIMPOCOB, C KOTOPBIMU TPAKAAHC oOpararorcs
B AJIMMHMUCTPALMIO TOpPOJA, NPEACTABISCT OTYETHOCTH I10 PacCMOTPCHHUIO oOpateHui
rpask/JiaH.

3.3. OcymecTBiseT paboTy 110 BEJICHUIO apXuBa B A IMUHUCTPAlMK ropoJia.

3.3.1. OcymecTBisleT XpaHEHHE, KOMIUICKTOBaHME, YYET W  HCIOIb30BAHUC
JIOKYMEHTOB, MOCTYIIHBIINX B apXHB,  TAKKE 00ECIEUHBACT HX COXPAHHOCTD.

3.3.2. PaspaGarbiBaeT CBOAHYIO HOMEHKJIATYPY /e AIMUHUCTPAUK rOPOAA.

3.3.3. Bemer peectpbl muceM, oOpalleHHH, 3asBICHUH TI'paXnaH, npeNpPUATHH,
opraHu3aiuii, y4YpeKJICHHH, BBIAAHHBIX CIPABOK, JIOBEPEHHOCTEH,  pacnopsuKEHHH,
MOCTAHOBJICHUH, M3aHHBIX AJIMUHHUCTpalMed ropoja, OpraHu3aloOHHO-NMPABOBBIX AKTOB,
MOCTYNAIOMMX OT BBIUIECTOSIINX OpraHU3aluii, CiIy)KeOHBIX 3alUCOK B COOTBETCTBHU
C MHCTPYKIIUEH 110 JeJIONPOU3BOJICTBY.

3.3.4. ®opmupyer, OQOpPMIAET, BEAET Y4YeT M€l COIIaCHO HOMEHKIATYpe JC]
B IIPOIIECCE JENONPOM3BOJICTBA, OCYLIECTBIACT MOATOTOBKY M CBOCBPEMEHHYIO NEpeaaty
}IX Ha apXMBHOE XPaHEHUE WM YHUUTOKECHHE JIOKYMEHTOB B yCTAHOBJICHHOM MOPAKE.

3.3.5. BpigaeT KONUM JOKYMEHTOB, apXMBHBIX CIIPABOK IO 3aIIPOCaM, MOCTYTUBIINM
B AJIMUHUCTpAIUIO ropo/Jia.

3.4. OcymiecTisieT UHbIE QYHKIMH.

3.4.1. YyactByer B pa3paboTKe B paMKax CBOGH KOMIETCHIMH MPOCKTOB
[10CTAHOBIICHH, PACTIOPSKEHHT AIMHHICTPALIMK TOPOJA U NPOYEH 0Ky MCHTALUH.

3.4.2. OpraHu3yeT MallMHOMUCHBIC 1 KONMPOBAILHO-MHOKHUTCIBHBIC paboTHI.

3.4.3. Pa3pabarbiBaer METOIUYECKHE pEKOMEH/1alun 1o OopraHu3aluu
JIENONPOU3BO/ICTBA B AJIMUHUCTpALIUK TOPOJA.

3.4.4. TIpoBoauT paboTy MO TPOBENEHUIO JBIOTHOH MOJIHUCKH Ha 00I11eCTBEHHO-
MONMTHYECKYIO raseTy HeHelkoro aBTOHOMHOro okpyra "Hsapbsana BBIHJIEp" KUTEIIM
ropojia Hapesau-Mapa.

3.4.5. OcymecTBisieT pa3paboTKy IMPOEKTOB JOKYMEHTOB /ULl MPOBEACHUA 3AKYIOK
Ha MOCTABKH TOBAPOB, BBIMOJHEHHS pabOT M OKa3aHUs yCHIyr JUll MyHHULHIAIBHBIX HYIK]
B paMmKax rnojHomouuit Otjena.

3.4.6. OcymecTisieT HMHblEe (GYHKIMU B COOTBETCTBUM C MOPYYCHUAMU [JIABDI
ropoga Hapesu-Mapa, ero 3amecturescif, pyKOBOJAMTEIS armaparta — yIPABIAIOMUICTO
nejaMi AJIMHHHCTpAllid ropoja, HauyajlbHUKa YNPaBICHUA B paMKaX KOMIICTCHIMH
Otpena.

4. Ipasa u obs3anHOCTH OT/ETA

4.1. Otnen umeer IpaBo:

4.1.1. B nmpenenax cBoel KOMIETCHUMH M B TIOPAAKS, yCTAHOBJICHHOM
Koncruryuueir P®, 3aKOHOIATEIbCTBOM Poccuiickoit ®enepaunu, 3aKOHOJATEIBCTBOM
Henenkoro aBTOHOMHOI'O OKpyra, IIPaBOBBIMH aKTaMW MYHHUIUIIAJIBHOIO oOpa3oBaHus
"['oponckoit okpyr "Topon Hapesu-Map", IpMHAMAaTh peLICHUA W COBCPIIATH JCHCTBUSA,
CBA3AHHBIC C BHIMOTHEHHEM BO3IOKEHHBIX Ha Hero GyHKIMi 1 00s3aHHOCTEH.

4.1.2. KontponupoBatb M TpeboBaTh  OT PYKOBOJMTENEH  CTPYKTYPHBIX
T0/ipas ie/IeHNil BBITIOJHEHHUs YCTaHOBICHHBIX TIPABUIL paboThl ¢ JOKyMEHTAMHU.

4.1.3. 3anpammBaTh OT CTPYKTYpPHBIX ToJpa3/Ie/ieHNi ¥ OpraHu3aliil CBEJCHHUS,
He0OX0 MBI ISl paOOTEI.
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4.1.4. Bo3Bpamiarh MCHOJHUTENSIM CTPYKTYPHBIX MOJpa3je/icHuii AJMUHUCTpALY
ropoja Ha J0pabOTKy JOKYMEHTBI, MOJATOTOBJICHHBIC C HApyHICHUEM YCTaHOBICHHBIX
TpeGOBaHUIl MHCTPYKIMH I10 JICJIONPOU3BO/ICTBY.

4.1.5. YyacTtBoBaTh B OOCYXJEHMHM BOIIPOCOB, KacCatOIUXCsA COCTOSHUA paboThI
¢ JIOKyMEHTAaMH, a TaK)Ke COBEPLICHCTBOBAHMS GOPM M METO0B PabOTHI C HUMH.

4.2. Otpen o0sA3aH:

4.2.1. Vcnonuath GyHKIMA U 3371241 B COOTBETCTBUH C HACTOSIIMM I0JI0XKCHUEM.

4.2.2. OCyuIeCTBIATh UHBIE JIEHCTBHS, HEIOCPEICTBEHHO BRITCKAOIINE U3 1eJsei ero
co3janus, 3a1a4, GyHKIMN U Mpas.

4.3. Hauanpauk OT/esa HECET IMEPCOHAIBHYI0 OTBETCTBEHHOCTH 3a BBIMOJIHCHHUC
3a1a4 ¥ QYHKIHH, BO3JIOXKEHHBIX Ha OT/eN, COTPYAHUKM — 3@ KaUCCTBCHHOC BBINOJIHCHHC
CBOMX JIOJUKHOCTHBIX oOs3aHHocTed, OtTmen — 3a coOmojeHue BeeX TpeboBaHHi
¥ OrpaHMYEHUH, MPEIYCMOTPEHHBIX 3aKOHOAATCIbCTBOM Poccuiickoii  denepanuu,
HeHeLKoro aBsTOHOMHOTO OKpYyTa ¥ JIOKaJbHBIMU aKTaMi AJIMUHUCTPALMK rOpO/Ia.



