JOJKHOCTHASA HHCTPYKLIUA
HavanbpHUKa OT/I€/1a AeI0NPOU3BOICTBA, OPraHN3allMOHHON U KaIpOBOH paboThl
agmuHKucTpaiuu MP «Ku3unopToBeckui paion»

[.OOmue nos1okenus

1.1. HavyanpHuk OTJ€Na JEI0NPOM3BO/ICTBA, OPraHU3AIMOHHOW M KaapoBOi paboThl Ha3Ha-
4aeTcs Ha JIOJDKHOCTH M YBOJIBHSIETCS T1aBOM aIMHUHUCTPALIMH.

1.2. HayanbHUK OT/€NA AENONPOM3BOACTBA, OPraHU3allMOHHON M KaapoBOH paboTel B CBOEH
TPY/Z0OBOM JAEATEIBHOCTH MOJUYUHSAETCS YIPABIAIOMIEMY J€IaMH, BBINIOJTHAET €ro NOpy4YeHHUsI.

1.3.Ha nomkHOCTh HavalbHUKA OTIENa AeTONpPOU3BOJICTBA, OPraHU3aLMOHHON U KaJpOBOM
paboThl HA3HAYAETCS JTMIIO, UMEIOLIee BhICIee npodeccHoHanbHoe obpasoBaHue 6e3 rnpeabssiie-
HUS TpeOOBaHUH K CTAXKY.

1.4.B mepuoji BpEMEHHOr0 OTCYTCTBHUSI HayaJbHMKa OT/JE/a JeNONpPOU3BOICTBA, OpraHu3a-
LIMOHHOM W KapOBOM paboThl (BpeMeHHast HeTPYAOCIOCOOHOCTb, OTITYCK M T.JI.) UCIIOJIHEHHE ET0
00S3aHHOCTEHM BO3/IaraeTcs Ha OJIHOTO W3 OTBETCTBEHHBIX Pa0OTHMKOB, HA3HAYAEMOrO IJIABOM
anmuancTpanud MP «Ku3umopTroBekuid pailoH» ¢ yH4ETOM NpeacTaBieHHs Y IIPaB/ISIOIEro Je-
JJaMH.

1.5.B cBoei moBceaHEBHOW CIyXeOHOH AesATeJIbHOCTH HavallbHUK OT/JEea JeJIONPOU3BO/I-
CTBA, OPraHM3alMOHHOM M KaapoBOH paboTel pykoBoAcTBYeTcss KOHCTUTYLMEH U 3aKOHOAATE/ b
crBom P®, Koncruryuueit u 3akonoznarenscteom PJI, Yerasom MP «KusuimopToBekuid paidon»,
HOPMATHBHO-TIPABOBBIMKM M PACTIOPAAUTENbHBIMU akTaMu Aamunuctpauuu MP «Kusumopros-
CKuii paiion» u paitonnoro CoGpanus, HACTOAIIEH JOGKHOCTHOW HHCTPYKLHEH.

I1.OcHoBHBIC 3212494 B 00A3AHHOCTH

2.1.0cyIecTBIEHHE PETYISPHOrO KOHTPOJS BBINOJIHEHHUS PYKOBOAWUTEISAMH CTPYKTYPHbBIX
10/Ipa3/Ie/ICHH, MMOIBEJOMCTBEHHBIX YUPEKACHHM, I1aBaMH CEJIbCKUX MOCEIECHHH, IPYTUMH OT-
BETCTBEHHBIMH pabOTHUKAMHU 3a/laHUH U MTOPYYEHMH I1aBbl aJIMMHUCTPALIMM PAlOHA U €ro 3ame-
CTHTENCH:

- IOCTAHOBJIEHUH U pacriopsukeHnid Apmunuctpauun MP «Kusumoprosekuit paion»;

-Vkasos [lpesunenra P/1;

- noctaHoBeHui u pacniopsukenunit [pasurensctsa P/1:
BXO/ALIHUX JOKYMEHTOB MHHUCTPOB U BegoMcTB PJ1;
BXOJIAIIMX JOKYMEHTOB PAOHHBIX OPraHOB Y IPaBICHUS
nuceMm, kanod, 3asBieHuid U odpaleHri rpax/iaH paioHa,
OpraHuM3yeT BeJeHHEe JIEKTPOHHON KapTOTEKH KOHTPOJIS MCHOJIHEHHS W BHEAPEHHE JJIEK-
TPOHHOM CUCTEMBI YIIPABIEHUS B aIMUHUCTPALIMHU B LIEIOM.

2.2.0cyIeCTBIEHHE PEryISIPHOTO KOHTPOIIst co0t01eHusl pabOTHUKAMH CTPYKTYPHBIX MO/~
pasjie/ieHnii AJIMMHHCTPAIIHA MYHHLMNATIbHBIX OPraHU3aLMKi W YUYPEXKJACHUH TPYIOBOM THCIH-
TUIMHBI.

2.3.PykoBojcTBO OOpMIEHHEM, YUYETOM M XPAaHEHHEM DPACHOPSKEHUH M MOCTAHOBJICHHM
AJIMMHHUCTpALIMH, BEACHHE APYroi paboTsl, CBA3AHHOW C MCIOJIB30BAHUEM KOMIIBIOTEPHOH Opr-
TCXHUKH.

3. JIo/1zKkHOCTHBIE 00513AHHOCTH

JUisi BBITIOJIHEHHS BO3JIOXKEHHBIX HA HEro (YHKIMH M 3a/1a4 HAYaIbHUK OT/IE/1a YIIPABICHHs
JeIaM| TI0J1 PYKOBOJICTBOM YIPABJISIFOLIETO JEIaMH:



3.1.Pa3paGareiBaeT W MPOBOJAWUT MEPONPHUSATHS MO PALMOHAIBHOM IMOCTAHOBKE JEIONPOM3-
BOZICTBA a/IMMHMCTPALIUK, (POPMHPYET AOKYMEHTBI B JIe/ia, OKa3bIBACT METOIMUECKYIO U NIPAKTH-
YeCKyI0 MOMOIIb B BEICHUH JEIONPOU3BO/CTBA CTPYKTYPHBIX M0JPa3/Ie/ICHUIX, a/IMUHACTPalH-
X CEJILCKUX MOCEICHHUH, MOABEIOMCTBEHHBIX YUPEKACHHUAX.
3.2.Kourponupyer coOMIOACHUSI YCTAHOBIEHHOIO TOPS/IKA Be/ICHHs JE/IONPOU3BOACTBA H
pernamenTta paboTsl AZIMUHHUCTPALMK B CTPYKTYPHBIX T10/pa3/ICICHHUSX, OJIOKCHHH U HHCTPYK-
LM M0 OpraHU3alMK JeSTEIFHOCTH UX PabOTHHKOB, BHOCHT Ha PACCMOTPEHHE YNPaBJIAIOLIEro
JIeNIaMHK TIPEUIOKEHHs TI0 BOMPOCaM, OTHOCSILIIMMCS K CBOEH KOMIETEHLIUH.
3.3.PYKOBOJMT CO3/1aHHEM DJIEKTPOHHOM KapTOTEKH, HECET MEPCOHANBHYIO OTBETCTBEHHOCTD
3a OCYIIECTBJIECHHE KOHTPOJIBHBIX MOJHOMOYHMH 33 MCIONHUTENbCKOH JMCUMILIMHON, paspabo-
TAHHBIX M MOCTYMHMBIIKX B aJMHHUCTPALMIO HOPMATHBHO NPABOBBIX aKTOB W pacnpe/euTelib-
HbIX T0KyMeHToB opranoB Biactu P®, PJ], HC, nocraHoB/IeH I ¥ PACTIOPSIKEHUH BBILLECTOSIIMX
OpraHoB, IJIaBbl paiioHa M [JaBbl aJMHHHUCTPALMH, BXOSLIUMX JIOKYMEHTOB PECIyOIHKaHCKHX
OpraHoB YMPaBICHUS U BJIACTH, PAifOHHBIX OPraHOB Y IpaBJICHHS.
3.4.Bener opopMmieHHE, YUET U HECET NNEPCOHANIBHYIO OTBETCTBEHHOCTD 33 XpPaHEHUE B TEYe-
HHE YCTAHOBJIEHHOTO CPOKa JOKYMEHTAI[MM aJMMHHUCTPALMK, FOTOBUT M MEPE/IacT X Ha XpaHe-
HHE B COOTBETCTBUHU C YCTAHOBIIEHHBIMU TPEOOBAHUSIMHU B APXHUB a/[MUHHCTPALIHH.
3.5.0prauusyer paboTy MO MOArOTOBKE W MPOBEJIEHHIO aTTECTALMM MYHHLUIAIbHBIX CIIy-
JKAIMX, 3aMELIAIOIMX A0IKHOCTH MYHHULMIIAIBHOM CITyKObl HA COOTBETCTBHE YPOBHIO Npodec-
CHOHAJIbHO} TOArOTOBKH (3aHUMAaeMOM IOJDKHOCTH M KJIACCHOMY YHMHY);
3.6.COBMECTHO ¢ NMPO(COIO3HBIM KOMUTETOM, [IpaBOBEIM OTAENIOM, KOMHCCHER 10 coOIIHO-
JICHHIO TPY/I0BOM JWUCLMILUIMHBI U TJIABHBIM CHELMAIMCTOM, M YIIPaB/elaMHu OpraHu3yeT npoBep-
Ky coOMOeH!s TPYAOBOM JUCLMIUIMHBI B MMOJAPA3ACIEHUAX aJIMUHUCTPALIMH, APYTHX YUpEKIe-
HUSIX ¥ opraHusauusx. Mupopmupyer ynpasisoInero JAeiaMH O BhISABIEHHBIX (haKTax Hapylue-
HUS TPY/I0BOM JMCLUIUIMHBL, BHOCUT TIPEIOKEHHUS 110 JaHHBIM (hakTam.
3.7.Hecer OTBETCTBEHHOCTH 3a co3AaHue 06asbl JAHHBIX 10 cOOpY M HAKOIUIEHHIO HH(OpMa-
LIMM, UCIIOIB3YEMOM YTIpaB/esiaMi B CBOEH TEKyIIECH NesITeIbHOCTH;
- TOTOBUT M 0(hOPMJISET OTBETHI HA 3AMPOCHI, MOCTYNUBIIKE B Y IPaBJEIaMH OT OpraHu3aluii
M YUPEIKICHUH;
- IpHeM TepcoHana Ha pabory;
- ohopmiieHHE KaJPOBBIX JIOKYMEHTOB;
- B€JICHHE BOMHCKOI'O yuera;
- COCTABJIEHHE M 110/1a4a B eHCHOHHBIH (pona Gpopmbl C3B-T/{
- npoBepseT ¥ MHOOPMUPYET YNPABAEIaMH O COCTOSIHMM obecnedeHus: AJAMHHUCTPALMA H
ocHaileHus (ananus) pabo4ymx MeCT OPITeXHUKOU, Me0elblo, 000pyI0BaHHEM;
- ohopMIIATH TIpHEM, NIEPEBOJI, YBOJIbHEHHE PAOOTHUKOB, HAIIPAB/IEHHE B KOMAH/UPOBKH,
[PEI0CTABICHHE OTITYCKOB, IPUBJICUEHHUE K AUCIMITMHAPHOK OTBETCTBEHHOCTH;
- 3aM0JIHATE, YYUTBIBATE U XPAHUTH TPY/A0BbIE KHHKKH
- BBIJIaBATh CIPABKH O HACTOSILIEH U MPOLUION TPY0BOH JeSITEIbHOCTH PabOTHUKOB;
- obecrneunBaTh XpaHeHHUE B OT/IENE KaJPOB KaPOBOi JOKYMEHTALMH (TPY10BBIE 10r0BO-
Pbl, IPUKA3bI 10 JTUYHOMY COCTABY M MX OCHOBAHMS, )KyPHaJIbl y4eTa);
- TOTOBHUTb JOKYMEHTBI K C/1aU€ UX Ha XPAHEHHWE B aPXUB
- OCYIIECTBJISET MOArOTOBKY HOMEHKJIATYpPBI M BEACHUE JEJIONPOMU3BOICTBA M0 HOMEH-
KJartype.
3.8.0cyuiecTBisieT MaTepHaIbHO-TEXHHYECKOe OOecreueHne npoBOAMMBIX AJIMHHHCTPALH-
el MeponpusaTHii (coBemmanus, cobpaHus, 3ace/JaHusl, BCTpeY).



4. HauabHHK OTAEJa YNpaBaeJaMH 10JI3KeH 3HATh

- UHCTPYKIMIO 110 BEAEHHMIO J1eI0MPOU3BO/ICTRBA aIMUHUCTPALIMK PAHOHA U CEIbCKHX aMHU-
HUCTpALUIX.

- [lepeuens JOKYMEHTOB MOAJIEKALIMX 0043aTENbHON PErHCTPALMH M HE NOUIEKAIINX PEry-
CTpaLMH.

- VIHCTPYKIHMIO TI0 OpraHM3alii¥ KOHTPOJIS 32 MCTOJIHEHHEM TOCTAHOBICHUH U pacrnopsixke-
HUI1 BBILIECTOSIIMX OPraHOB rOCY/JAPCTBEHHON BJIACTH M YNPABICHUS, U OPraHOB MECTHOIO Ca-
MOYIpPABJICHHUS B PAHOHHON a/IMUHUCTPALIMH.

- [Topsiiok paccMOTpeHHs 00paleHHi rpaxk/iaH.

- TTops10K cOCTaB/IEH|s HOMEHKIIATYPBI Ie/T aJIMMHHCTPaLH, GOpMUPOBAHHE JIe/l | MOAro-
TOBKA X K XPAHEHHIO B BEJJOMCTBEHHOM M rOCY/IapCTBEHHOM apXHMBE.

- [1nansl paboTh aAMUHUCTPALIMK paifoHa (IIePCeKTHBHEIE, LIE/IEBBIE, TEKYIUE U APYrHe).

- PernamenT paiiOHHOM aJIMMHUCTPALIMU M APYTHE OPraHU3alMOHHO-PACTIOPSANTEIBHBIE 10~
KYMEHTBI a/IMUHUCTPALIUH.

- VeTaHOBIEHHBIN 3aKOHO/IATEILCTBOM M YCTaBOM paiOHa MOpsI0K MPOXOKIACHUS MYHULH-
naabHOM C1yKOBbI.

S.IlpaBa u OTBETCTBEHHOCTH

HauansHuk oTena YnpasaeiaMyd HMeeT NpaBo:

5.1.3HAKOMHTBCS ¢ POEKTAMH MOCTAHOBICHWH M PACOpsKEHHH AJIMMHHUCTPALIMK, Kacalo-
HIMXCS €€ e TENbHOCTH.

5.2.BHOCUTB Ha PacCMOTPEHHE aJMUHHCTPALIMKM paioHa MPEI0KEHHs 110 COBEPIICHCTBOBA-
HUIO PAGOTHI, CBA3AHHOM C YJIy4IICHHEM JIESTEIBHOCTH KaIPOBOM CITyKObI.

5.3.ITomy4aTh OT PYKOBOAMTENIEH CTPYKTYPHBIX MOAPA3/I€ICHUH, CrELHaIiNCTOB uHpopma-
LIMIO M JIOKYMEHTHI TI0 BOIIPOCAM, BXOIALIUM B €r0 KOMIETEHLIHIO.

5.4.3anpammBaTh M TOJy4aTh OT PYKOBOJHMTENEH CTPYKTYPHBIX MOJpas/e/ieHUi aaMHHK-
CTpALy PaifioHa CBeICHMs U 10KYMEHTBI JUlsl BBITIOJTHEHUS €r0 JIOJDKHOCTHBIX 0053aHHOCTEH.

5.5. Kontponuposarts COOMIOCHHE B CTPYKTYPHBIX IMOJAPA3ACICHUAX OpPraHu3aluH Tpyao-
BOI'0 3aKOHO/IATEILCTBA B OTHOLIEHUM paboTHMKOB, a Taike [IBTP, Tpy10B0# AUCLMILIMHEL pa-
GorHuKkaMu. JlOK/IaabIBaTh PYKOBOJCTBY O BbISIBJIEHHBIX HAPYLICHHAX.

5.6. KOHCY/IbTHPOBATH MO BOMPOCAM, BXOASLIMM B €10 KOMIIETEHLHUIO;

5.7. B3auMo/ieiiCTBOBATE C MOAPa3AeNeHUsIMHA CTOPOHHUX OpraHU3al|id [Jisi pelIeHHs BO-
MPOCOB MPOU3BOACTBEHHON AESTENLHOCTH, BXOMSLICH B KOMIIETEHIIMIO CMIELMAINCTA TI0 KazpaMm

Haua/ibHHK 0T/e/1a JAeJ0NPOH3BOICTBA, OPraHH3ALHOHHONH H Ka1POBOii paboThbI
HeceT OTBETCTBEHHOCTh!

3a HeWcrojHeHHe (HEHA/IEKAIIEe MCIOIHEHHE) CBOMX JIODKHOCTHBIX OOs3aHHOCTEH,
MpeayCMOTPEHHBIX HACTOSMIEH J0KHOCTHON MHCTPYKIMEH B Ipe/ieiaX, ONpeIeIeHHBIX TPy 0-
BBIM 3aKOHO/1aTeIbCTBOM PD;

3a coBeplIeHHME B IIPOLECCE OCYILIECTBICHHS CBOECH JAESTEIbHOCTH NPABOHAPYLICHUS — B
npeenax, onpejaeieHHbIX aAMHUHUCTPATUBHBIM, YTOJOBHBIM, IPaXKIaHCKMM 3aKOHOAATEIILCTBOM
Poccuiickoii ®enepaunu;

3a npUYMHEHHE MaTepHaibHOro yuepba — B npejenax, Onpee/IeHHbIX TPY/I0BbIM, YTrOJI0B-
HBIM M TPa’kJaHCKHM 3aKoHozaTenbcTBoM Poccuiickoit ®enepain;

Pasrnainienue nepcoHa bHBIX JaHHBIX PAOOTHHKOB;
Heco6monerne [IBTP, npoTuBONokapHOii 6€30MacHOCTH U TEXHUKM G€3011aCHOCTH;



6.YciaoBusi padoThi

6.1.Pexxum paGoThl HaualbHUKA OTAENA JETONPOU3BOJCTBA, OPraHU3ALMOHHON M KaJApOBOM
paboTel onpeensercs B coorBeTcTBUM ¢ [IpaBunamu BHyTpeHHEro Tpy10BOro pacropsjika.

C MHCTpYKLHEH 03HAKOMIIEH, OJJUH IK3EMIUIAP MOJYUH HA PYKH U 00S3YIOCh XPAHUTh HA
pabouem mecre:

(nmoamuice) (PUO)
« » 20 .

Ynpapasiiomuii ae1amMmu O/ é{/% ~ AJ.Tocenos




