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MOJIO)KEHHUE
00 oTe1e JOKYMeHTO0G0POTA, KAJAPOBOH H HOPHAHYECKOH PaboTh
JlenapramenTta obpazoBanns Mapuu r. I'posnoro

1. O0uue noJiokeHus

1.1.01nen nokymeHTO0000pOTa, KAaJPOBOM U IOpHINYECKON paboThI (aanee —
«OT/Ien») SBISETCS CTPYKTYpPHBIM mojpasaeneHuem Jlemapramenrta obpa3oBaHus
Mbpuu r. ['posnoro (nanee — «JlenmapramenT»).

1.2.0Taen OoCylIecTBAsIET CBOI JIESTENIBHOCTH BO B3aMMOJEHCTBHM C
JIpYruMu oTaenamu Jlenapramenra.

1.3.01nen cBoeil 1eaTeIbHOCTH PYKOBOJACTBYETCS:

1) Koncturyuuei Poccuiickoit Menepaunn;

2) ®enepanbHbiM 3aKOHOM 0T 6 okTsi6ps 2003 roga Ne 131-P3 «O6 o6mux
MPUHIMIIAX OpraHU3allii MeCTHOro camoytpasienus B Poccuiickoii Denepannm»;

3) DenepanbHbiM 3akoHoM oT 2 mapra 2007 roma Ne 25-®@3  «O
MyHULMNANLHOMH ciyxk0e B Poccuiickoii @enepauun»;

4) ®denepanbHbIM 3aKoHOM OT 25 nekabps 2008 roma Ne 273-®3 «O
NIPOTHUBOICHCTBHU KOPPYTILIHNY;

5) ®enepanpHbiii 3akoH oT 22.10.2004 N 125-®3 "O6 apxuBHOM jeje B
Poccuiickoi Denepaunn”

6) denepanbHoro 3akoHa or 29 nexabps 2012 roma Ne 273-@3 «O06
obpazoBanuu B Poccuiickoit Menepauun»

7) ®enepanbHbli 3aKoH oT 22.10.2004 N 125-03 "O0 apxuBHOM jiene B
Poccuiickoit ®enepanun”

8) 3akonom Yeuenckor Pecnyommku or 24 wmas 2007 roma Ne 11-p3
«O mecTHOM camoynpaBieHHH B YeueHckoit PecryOnuke»;

9) 3akonom Yeuenckoit Pecry6nuku or 26 wuions 2007 roga Ne 36-p3
«O myHuuunanpHo# ciryx6e B Yeuenckoii Pecriybnnke»;

10) 3akornom Yeuenckoi PecnyOnuku ot 10 aBrycra 2010 roma Ne 40-p3
«O peecTpe A0DKHOCTEH MyHHLMITANBHOM cy:KObI B Ueuenckoii Pecriybnuke»;

11) YeraBom ropoza I'posnoro;

12) ITonoxxenueMm Jlenapramenra;

13) Hacrosiiim nojoxxenueM od otaene

2. OcHOBHBIE 3212494 OT/Ae]1Aa

2.1. IlpaBoBoe obecneueHue JesaTeNbHOCTH JlenapramenTa u no peanusanuu
€ro MoJIHOMOYMKH, TPe/lyCMOTPEHHBIX AEHCTBYIOILNM 3aKOHOIaTETHCTBOM.

2.2. HudopMauMOHHO CNpaBOYHOE M aHAJIMTH4YecCKoe obecrieuenue
10/1BeJOMCTBEHHBIX YYPEeXkJAEHHH 110 NPaBOBLIM BOIIPOCAM.



2.3.06ecreuenne euMHOro MOpsaka JOKyMeHTHPOBAHHA yrpaB/IeH4eCKok
JESTENIbHOCTH U OpraHu3aluu padoThl ¢ IOKyMEHTaMH B JlenapraMeHTE

2.4. O6ecrieueHre TMOJHOTHI M CBOEBPEMEHHOCTH ULHMIKJIOB paboThi ¢
KOpPpECTIOH/ICHIIMEN B To/pa3/ielleHusiX anmnapara i CTpyKTypHBIX rnojpa31c/icHnu
HenapramenTa. 7

2.5. KoopauHauus  J1eAT€IbHOCTH  CTPYKTYPHBIX rojipa3/ieJiecHuu
JlenaprameHnTta B BoOIpocax JeJonpou3BOJICTBA, KaJ[poBOH H %Opl'lﬂ”‘fecmﬁ
paboThI.

2.6. Beneunue LEHTPAIIU30BaAHHOI'O aBTOMATU3UPOBAHHOTO ydeTta
OKYMEHTOB, ~IOCTyNalmmx B ajpec JlemapramenTa, W OpraHu3aiiiti
dbopMupoBaHus 1o TemMe CrpaBoOYHO-UH(GOPMALIHOHHOrO MaccHBa.

2.7. PaspaboTka MepONpHATHii MO COBEPILIEHCTBOBAHUIO (GOpPM U METO/IOB
paboTHI C JOKYMEHTAMM M BHECEHHE MPEeIOKEeHHI PyKOBOICTBY 0 MOBBILIEHHIO
MCTIOJTHUTENBCKOM TUCIUIUIMHEI paboTHHKaMu JlemapTameHTa.

2.8. Opranmzamus paGoThl Mo obecrnedyeHuio mnoadopa, paccTaHOBKH,
MCTIOIB30BAHMIO CIIELIUATUCTOB.

2.9. ®opmupoBaHue cTabuIBHO paboTAOLIEro KOJIIEKTHBA.

2.10. Opranuzaums y4yera Kaapos. .

2.11. FOpuauyeckoit obecrnedeHue AesTeNbHOCTH JlenapTameHTa.

3. OcHoBHble PYHKIHH OTAE/IA

3.1. BreinosHesue  00S3aHHOCTEH  MYHUIMIAJIBHOrO  CIy¥XKallero,
OrpaHHYeHHs U 3aMpeThl, CBS3aHHbIE C MyHULUIIATBHOMN ciry00#, B COOTBETCTBHUH
¢ @ejepadbHbIM 3aKOHOM «O MyHMLMMAILHOH ciyk0Oe B Poccuiickoit
Depepalliny.

3.2. WubopmupoBanue W KOHCYIbTalMU PAaOOTHHKOB OpraHu3alMd o
TeKylleM 3aKOHOAATeNbCTBE, a TaKXke JelaeT 3aK/I0YeHHUs M0 OpraHu3aliOHHO-
MPaBOBBIM BOIPOCAM, OKa3blBaTh CO/ICHCTBUE B ohOpMIIEHHH JOKYMEHTOB H aKTOB
MMYI1I€CTBEHHO-IIPABOBOTO XapaKTepa.

33. B COOTBETCTBUM C YCTAHOBJIEHHBIM TOPSAKOM  O(opMmileHHEe
JIOKYMEHTOB O TpHUBJICYECHUH paGOTHUKOB K JMCLMILIMHAPHONW W MaTepHalbHON
OTBETCTBEHHOCTH, TOJAINOTOBKA COBMECTHO NPYTMMH  MOJApa3ze/IeHUsIMU
npeUiokeHuss 00 HM3MEHEHHH NEeHCTBYIOIIMX MJIH OTMEHE YTPaTHBILUX CHITY
NpUKa30B M APYrHX HOPMATHBHBIX JIOKYMEHTOB, MOCTYIAIOLIHX HA OT3bIB, A TAKKE
B pa3paboOTKe Pe/IOKEHHUs 10 COBEPLICHCTBOBAHMIO ACATEILHOCTH OPraHU3aLfH.

3.4. OcylIecTBIEHHE METOJUYECKOro pyKOBOACTBA npaBoBod paboToi B
yupexK/JeHHH U OKa3aHue MPaBOBOIl MOMOIIH €€ CTPYKTYPHBIM MOAPA3/ICICHUAM.
VyacTHe B MOATOTOBKE OOGOCHOBAHHBIX OTBETOB IpPH OTKIOHEHWH TNPETEH3WH, B
pa3paboTKe W OCYLIECTBICHUH MEpOIPUATHI 110 YKPEIUICHHIO 0rOBOPHOM,
¢uHaHCOBOH M TPYAOBOH  JAMCLMILIAHBI, 00eCIeyeHUI0  COXPAaHHOCTH
coOCTBEHHOCTH OpraHU3allvH.

3.5. ObecreyeHne W 4YeTKas OpraHusauus JIEJIONpOU3BOACTBA B
JlenapraMeHTe B  COOTBETCTBHM C  OCHOBHBIMH  TOJIOXCHHSMH Enunoi
roCyapCTBEHHO# CHCTEMBI J1eJIONPOH3BO/ICTBA.



3.6. CosepiuencrBoBatie (OpM M METOJIOB JIEJIONPON3BOACTBA HA OCHOBE
€/IMHOH TEXHMYECKON IOJMTHKH, NMPHUMEHEHUSI COBPEMEHHOW BBLIUYMCINUTENLHOM,
KOMUPOBAJIbHO-MHOXHUTE/IbHOM, MAILIMHOMUCHOM U OpraHU3alMOHHOM TEXHUKH.

3.7. Obecrieyenye OBICTPOrO M YETKOrO NPOXOKIAEHHS JOKYMEHTOB B
JlenmapTaMeHT, NpOBeJeHHE CHCTEMAaTHYECKOro aHajim3a Clly:KeGHOM Mepenucku,
HOpMaJIM3alHH U ONITUMH3aLMK I0KyMeHToobopoTa.

3.8. PaspaboTka Homenknatypsl nen Jlenapramenta, obecneuenye XpaHeHUs
Jiesl 1 OIePaTUBHOE MCIIONIb30BaHKE JJOKYMEHTHOM HH(pOpMALIHH,

3.9. Opranusaums pabotsl apxupa B cOOTBeTcTBMM ¢ IlomojkeHHeM O
roCy1apcTBEHHOM  apxuBHOM (oume P®, mnpaBuiamMu, HHCTPYKIMIM H
METOAHYICCKHMH peKoMeH1auusamMu DeepaibHOi apXUBHOM CITYKObI.

3.10. KoHTponk wucronHeHns nopydeHHii BBIIECTOAIINX OpTraHM3aluii M
HavyasibHUKa Jlenapramenra.

3.11. Odopmnenne u Bbinyck npuka3os JlemapramMenTa U CBOEBpeMeHHas
J0CTaBKa (BblJa4a) UX KOMHUM.

3.12. Opranusanms  XpaHeHHs TEPBbIX  OK3EMIUISIPOB  BXOJSAIIEH
KOPpPECIOHICHIIMH, TIPUKA30B, W3/1aBaeMbiX JlemapTraMeHTOM BeJeHUs U XpaHEeHHE
KYPHAJIOB BXOJSILIIEH, HCXOsIIeH KOPPECTIOHACHIIMH | JI0 TIEpeaaYy B apXHUB.

3.13. JlokyMeHTaLMOHHOE obecreyeHue noipasiesieHui JlenaprameHnra.

3.14. Tlpuem, ydver, HampaBleHHe W JOCTaBKA MOCTYMNalouei ciyxeGHOl
KOPPECIIOHACHLIUH.

3.15. OrtnpaBka ciyxeOGHBIX JOKYMEHTOB M JpYro HCXOZsLIei
KOPPEeCTIOHIEHIHH.

3.16. CnipaBounas paboTa 1o BXOASIIAM U HCXOISAIIMM JOKYMEHTAM.

3.17.Texnu4eckoe obecrneyeHne paboOTHl ¢ JOKYMEHTAMH, BBINIOJHEHHE
MaIIHHOIHUCHBIX, KOITMPOBAJILHO-MHOKHUTENIBHBIX paborT.

3.18.  OcyuiecTBieHHe METOAMYECKOrO pPYKOBOACTBA M  OKa3zaHUe
METOJMYECKOH MOMOIIM [0 BEAEHWIO JeJOMPOM3BOACTBA B MOApa3leleHHsX
JlenapramenrTa.

3.19. PaspaboTka njaHOB KOMIUIEKTOBaHUS KaJpOB.

3.20. Odopmienue mnpuema, nepeBoja M yBOJIbHEHMS pPaOOTHHKOB B
COOTBETCTBHMH C TPYAOBBIM 3aKOHOJIATEIECTBOM.

3.21. Yuer nuuHoro cocrasa Jlenapramenra.

3.22. XpaHeHue ¥ 3arl0/HEHHE TPYJIOBBIX KHHKEK, BeleHHE JOKYMEHTAIHH
MO JAEJI0NPOU3BO/ICTBY.

3.23. KOHTpOJb Haj BBINOJIHEHHEM PYKOBOIUTENISIMH noJipa3aAeieHui
MPHKA30B U PacropsHKEHUH Mo paboTe ¢ TUYHBIM COCTABOM.

3.24. VsyyeHue JIBUWKEHUS KaJpOB, aHAIIM3 TEKy4eCTH KaJpoB, pa3paboTka
MEpOIPHUATHI 110 €€ YCTPAHEHHIO.

3.25. AHanM3 COCTaBa, JIeJOBBbIX KAYeCTB CHELMAIHCTOB Henapramenra ¢
[IE€JIbI0 UX PallMOHAJIBHOIO MCIIOJIb30BaHMS.

3.26. Cosnanue yclOBWH JUIsi  TMOBBILIEHHS 0GPA30BATENLHOIO 1
KBaJIH(PMKALIHOHHOTO YPOBHSI CIEIHAIMCTOB.

3.27. lloarotoBka MNpEMUIOKEHHH MO  yIyYIUEHHIO PACCTAHOBKM M
HCTIOTb30BAHMIO COTPYAHHKOB, CHCTEMATH3allUsi MaTEPHANIOB aTTECTALIMOHHOI



[TOOLLUPEHUIO ¥
KOMHCCHM, MaTepHajioB Juisi IpeJcTaBIeHuUA COTpY/AHHKOB K P

Harpax/JeHuto.
rp 3{128. OcyllecTBieHHe KOHTpOJs W HMHCTpYKTaka paGoOTHHKOB OT/ie/a

MYHHUIMIATBHON CIIYKOBI ¥ KaipOBOM MMOJUTHKH. .

3.29. Oprauusamysi KOHTpONs 3a COCTOSAHHEM TPY/IOBOH AHCIHILIHESESS
MpaBUJI BHYTPEHHETO TPYA0BOI0 pacrops/ika.

3.30. Beenue Bceit 0OTYETHOCTH 1O KaJIpOBLIM BOIIPOCAM.

3.31. Pa3paGoTka 1poeKkToB HOPMATUBHBIX ITPABOBBIX AKTOB 10 BOIIpOCaM,
npeaycMoTpeHHbIM hyHkuusiMu Otaena 1 npoBeieHHe MOHUTOPUHTA
JENCTBYIOIIEro 3aKOHO1aTe/ILCTBA.

3.32. Yyactie B KOMUCCHSX 110 BOIIpOCam, MpeyCMOTPEHHBIM (GyHKIHAMH
Otnena.

4. Opranunzanus 1esiTe/IbHOCTH

4.1. Pabora otiena opraHu3yeTcs W OCYIECTBASETCS B COOTBETCTBHH
[Tonoxennem Jlemapramenra, Ilonoxenwem 00 oTaene, MHCTPYKUHEH 10
AEJoNpoU3BOACTBY JlemaprameHTa, TOJIOXKEHUAMH 00 HMHBIX CTPYKTYpPHBIX
noxpasjeneHusx JlemaprameHTa M HMHBIMM JOKYMEHTaMH, peryJHpYIOIHUMH
MOPsIIOK pabOThl CTPYKTYPHBIX MoapasaeneHuii /lenapramenra.

4.2. B cTpyKTYypYy OTzea BXOJISAT:

- HaYaJIbHUK OT/eNa
- TJIaBHBIN CIIELMAJIUCT
- crieuanuer 1 kareropuu

4.3. Otpen BO3riIaBiIsieT Ha4YaJlbHUK, HA3HA4YaeMblH Ha JO/DKHOCTbD M
0cB0OOOXK/1aeMBblii OT JOJDKHOCTH ITPUKAa30M HavyalbHHKA [lemapramenra.

4.4. Cpoeumanuctbl OTAeNla OCYUIECTBISIOT CBOKO AESTEIbHOCTH B

COOTBETCTBHH C JOJDKHOCTHBIMH MHCTPYKLMSAMH, YTBEP)KICHHBIMH HAYaJIbHUKOM
JenaprameHnra.

5. IlpaBa u 06s13aHHOCTH OT/1€J1A

5.1. 3ampammBaTh  HEOOXOAMMYIO  MH(OPMALHIO  OT  CTPYKTYPHBIX
MmojipasiejieHuii 1 MOJABEJOMCTBEHHBIX YUPEIKIAECHHH.

5.2. JloknaabiBaTb BBILIECTOSIIMM JOJDKHOCTHBIM JiMIIAaM 000 Bcex
BBISIBIEHHBIX HEJIOCTATKAX B MpejesiaXx CBOEH KOMITETEHIIUH.

5.3. [IlepemaBath HHGOpPMALMIO, TOJH30BATECS  YCIyraMu CBSI3H, B
HeOOXOAMMBIX CITy4asX MCIOIb30BaTh CIIyKeOHbII aBTOTPAHCIIOPT.

5.4. OcyuiecTBiIsATh KOHTPOJIb, OPraHU30BBIBATH M IPOBOIHTH IIPOBEPKHU
cobro/IeHHst yCTAaHOBJIGHHOTO MOpsi/IKA pabOThl ¢ JOKYMEHTAMU B CTPYKTYPHBIX
noapasjeneHusx Jlemapramenra.

5.5. Ilpunumars ydactue B padbote cosewanuii Jlemapramenta obpasoBanus
Mbopuu r. ['po3noro.



5.6. TpeGoBath oT Beex noapasziesneHuii HeoOXoAuMbIE ISl TTOJHOLEHHOH
paboThl OT/Ie/Ia MyHHLIMNAIBHOM ci1yKObl M KaZIpOBOM MOJIMTHKK MaTepHaslbl.

5.7. TlpuHuMmaTh rpaxaaH [0 BOMPOCAM MpueMa, TepeMelleHus |
YBOJIBHEHUS.

5.8. TpeGoBaTh OT Apyrux nojpasziesneHui 00s3aTe/IbHOrO BbINOJHEHHS TEX
yKa3aHHil, KOTOpbIE NpepycMOTpeHbl NoJoXKeHHeM 00 oTene MyHULHTAILHOM
CIIy’KObI U KaJJpOBOH MOJUTHKH.

59. B coorBerctBuH ¢ HactosumMm [lonoxenuem otaen 00s3aH

CBOEBPEMEHHO M KA4yeCTBEHHO BBINMOJHATHL BO3J0XKEHHbIC HA HEro 3aiaiu M
GyHKIIH.

6. OTBeTCTBEHHOCTD

6.1. HayanpHMK OTIejla HeceT OTBETCTBEHHOCTh 3@ BBINIOJHEHHE
BO3JIOYKEHHBIX HA OT/eJ 3a/1a4, GYHKIHA 1 HanpaBIeHUH JeATeIbHOCTH.

6.2. CreneHb OTBETCTBEHHOCTH CHEUMAIUCTOB OT/[eja yCTaHABIWBACTCA
JOJPKHOCTHBIMH MHCTPYKIUSMH.

7. B3auMooTHOIIEHH

7.1. JIns BBIIOJTHEHMS CBOMX 3a/a4 ¥ QYHKIUH OT/Ie)1 B3aUMO/IEHCTBYET C:
- MMHHCTEpCTBOM 06pasoBanust YeueHnckoil Pecriyomuku;
- ¢ mojpaszaenenussMu Moapuu r. I'po3Horo;
- PEINPUSATUAMU U OpraHu3alusIMH ropoa;
- 00IIeCTBEHHBIMU OpraHHu3alusIMH ropoJa;
- OTpacjieBBIMH NTPO(COr03aMH;
- OJIBE€ZIOMCTBEHHBIMH YUPEXKICHUAMHU;
- CpeJICTBAMH MaccOBOH HH(OpMaLIUH.

8. dunancosoe odecneuenne Oraena

8.1. @unancoBoe obecneuenre Otaena ocyulecTBisSeTCs 3a

cyer
O10/KETHBIX cpeacTB ropoza ['posHoro.
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