ITpunoxxenne Ne 2

K IOCTAHOBJICHUIO IIABBI
rOpOJCKOro okpyra bornanosuu
ot 10.04.2023 Ne 626

JOJKHOCTHASA HHCTPYKIUA
HAYAJIBHUKA APXUBHOI'O OTJAEJIA
AIMUHHUCTPAIIUU T'OPOACKOI'O OKPYT'A BOI'TJAHOBHUY

[. OBUIME TTOJIOXEHN A

1. Hacrosimast JOJbKHOCTHAS HHCTPYKIUS pa3paboTana B cooTBeTcTBUU ¢ DeepaibHbIM 3aKOHOM
or 02.03.2007 Ne 25-®3 «O wmyHununaibHOW ciyk0e B Poccuiickoit deneparun», 3aKOHOM
CeepmnoBckoit obmactu ot 29.10.2007 Ne 136-O3 «O0 0COOCHHOCTSX MYHHULIMIAIBHOW CITYXKOBI
CaepaiioBckoit o0nactuy, YcTaBoM ropojckoro okpyra borganosuy, [lonoxenuem 06 apXuBHOM OTele
aMUHUCTpAIUHU TOpoJickoro okpyra bornanosuy (nanee — Otaen).

2. JlomkHocTh HauanbHUKa OTHena B COOTBETCTBHH ¢ PeecTpoM MYHUIIMIANBHBIX AOKHOCTEH
MYHUIIUTIATBHON CITY>KOBI, YUPEXKTaEMBIX B OpraHax MECTHOTO CaMOYIpaBlIeHHs CITy:KObI CBEepATIOBCKOM
obmnactu, yrBepxkaEHHbIM PemenueM Jlymbl ropojackoro okpyra bormanosud ot 28.03.2013 Ne 28 «O6
yTBEpKACHUH PeecTpa MyHUIIMIATIBHBIX 10JKHOCTENH MYHUIIMIAIBHOM CIIy>KOBbI, yUpekaaeMbIX B OpraHax
MECTHOTO CaMOYMpaBIEHUS», OTHOCUTCS K TJABHOHM TIpymne AOHKHOCTEH MYHMIIMIIATBHOW CITYKOBI
rOpOJCKOro okpyra bormanosuy.

3. ObnacTh npodeccuoHaNbHOMN CITY:KeOHOM AesITeNbHOCTH, B COOTBETCTBUH C KOTOPOM HaYaJIbHUK
OTtzena UCTIONHSIET JOJKHOCTHBIE 00S3aHHOCTH:

3.1. YnopaBnenue B cepe apXMBHOIO Jelia U JEIONPOU3BOJCTBA HA TEPPUTOPUU TOPOACKOTO
okpyra bormanosuy;

3.2. JloctmkeHue 0053aTE€IbHOCTU BBHIMOTHEHHS TPEOOBAHUN HOPMATHUBHO-TPABOBBIX aKTOB B
00JIaCTH apXUBHOTO JIeJIa ¥ ICTONPON3BOJICTBA CO CTOPOHBI YUPEXKICHHUN - HCTOYHUKOB KOMILJICKTOBAHUS
Otpena.

4. Bua npodeccnoHanbHON CIyKeOHON NEITebHOCTH, B COOTBETCTBHHM C KOTOPHIM HA4aJlbHUK
Otnena UCTIONHSAET CBOU JIOJKHOCTHBIE 0053aHHOCTH:

4.1. Opranuzaiys nNpoBeieHus: €IUHON rocy1apCTBEHHOM MOJUTUKU B 00JIACTH apXMBHOIO Jefa,
COJICHCTBUE PA3BUTHIO M COBEPIIEHCTBOBAHMIO APXMBHOIO [€JIa HA TEPPUTOPUHM TIOPOJCKOrO OKpyTra
bormanosnuy;

4.2. Pa3paboTka JUIsI BHECEHHMS B YCTaHOBJICHHOM IMOpSAKE B MPEJCTaBUTEIbHBIE U
HCIIOJIHUTEJIbHBIE OPTaHbl BIACTH MECTHOTO CaMOYMPaBIEHHUS TOPOJCKOTo OKpyra borgjaHoBuY mpoekToB
HOPMAaTHBHBIX MPABOBBIX aKTOB B c(hepe apXUBHOI'O JIeNIa;

4.3. Opranuzanusi HUCHOJIHEHHS] TIOJHOMOYMN IO XpPAaHEHUIO, KOMIUIEKTOBAaHHUIO, YYETy H
UCTOJb30BAHUIO  ApXMBHBIX JIOKYMEHTOB, OTHOCSAIIMXCS K TOCYJIapCTBEHHOH COOCTBEHHOCTH
CaepaiioBckoll obactu, npeaycMoTpeHHbIX 3akoHoM CBepanoBckoil obsactu ot 19.11.2008 Ne 104-O3;

4.4. ObecnieueHne COXpaHHOCTH U yuéTa JOKyMEHTOB ApxuBHOro Gponaa Poccuiickoit @enepanumu,
xpansaumxcs B Otaene;

4.5. Opranuzanus KomiuiekToBaHust Otaena aokyMeHTamMu ApxuBHOro ¢(onna Poccuiickoit
@enepauy, HMEIONIMMH HayYHO-HUCTOPUYECKOE, IKOHOMHUYECKOE, MOJIMTHYECKOE, COLMAIbHOE WU
KyJbTYpHOE 3HaU€HHE /711 HaceJIeHUs TOpPOICKOro okpyra bornanosud u CBepU10BCKOI 00J1aCTH B LIETIOM;

4.6. PaccMoTpeHure 1 TPEACTABICHUE HA YTBEPKICHUE U COTJIACOBAHUE C IKCIIEPTHO-TIPOBEPOYHOM
Komuccuell YmpasneHuss apxuBamu CBepIJIOBCKONW OOJNACTH TOJIOKEHHH 00 apxuBax, SKCIEPTHBIX
KOMUCCHSIX, HHCTPYKIIHI 1O J€TI0NPOU3BOICTBY, HOMEHKIIATYpP T, OMUCEH JIeJI TOCTOSIHHOTO XpaHEeHUs
U 10 JINYHOMY COCTaBY OpPTaHMU3alMi - HCTOUHUKOB KOMIUIEKTOBaHUs OTxena, IOAroTOBKA 3aKII0YEHHUN
Ha yKa3aHHbIE JOKYMEHTHI;
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4.7. ObecnieueHne OpraHu3alMOHHO-METOJMYECKOTO PYKOBOACTBA  KOHTPOJIS 32 pab0TO apXHUBOB U
OpraHM3alnyel JOKYMEHTOB B JIEIOIPOU3BOICTBE OPraHOB MECTHOI'O CaMOYIIPABJIEHHs TOPOJCKOTO OKPYTa
borgaHoBHY, MyHMLMIAIBHBIX YYPEKICHWA M IPEIIPUATHHA, CONCHCTBHE IPYTMM OpraHu3alysM MU
rpaXklaHam, B JeATeIIbHOCTH KOTOPBIX 00pa3yroTcs 10KyMeHThl ApxuBHoro ¢onna Poccuiickoii denepannm;

4.8. ObecrieueHNE COXPAHHOCTH U TOCYJapCTBEHHOI'O yY€Ta apXUBHBIX JTOKYMEHTOB, I1OJUIEKALINX
IIOCTOSIHHOMY U JIOJITOBPEMEHHOMY XPAHEHMIO, OpraHu3allysi XpPaHEHUs JOKYMEHTOB ApXHBHOro (onzaa
Poccuiickoit denepanuu B rOpoICKOM OKpyre borjaHoBruY, MHBIX apXUBHBIX JOKYMEHTOB;

4.9. cnonHeHue 3ampocoB, CBSA3aHHBIX C COLMAIBHOW 3aIUTON T'PakJaH, PEAyCMaTPUBAIOIINX
UX IIEHCMOHHOE O0OecleyeHue, a TakKe II0Jly4€HHUE JIbFOT U KOMIIEHCAlMii B COOTBETCTBUHU C
3aKoHOAATensCcTBOM Poccuiickoin @enepauuy, NpeAOCTaBICHUE KOINUN AapXMBHBIX JOKYMEHTOB,
MIOATBEPKIAOIIUX [IPAaBO HA BIAJCHHUE 3€MJIeH B IOPOJICKOM OKpyre borjgaHoBuu, Bblgauya apXMBHBIX
CIIPAaBOK, KOIIMH U BBIIIMCOK U3 aPXUBHBIX JOKYMEHTOB;

4.10. Opranuzanus WHGOPMAITMOHHOTO OOECTICUCHUs TPaKIaH, OpraHU3aluii U OOIIECTBEHHBIX
0o0beIMHEHN HAa OCHOBE JIOKYMEHTOB ApxuBHOro ¢onma Poccuiickoit denepanuivl U Ipyrux apXUBHBIX
JOKYMEHTOB, O0€CIeYeHHne TpaBa TpakAaH Ha JOCTYIl K AapXWUBHBIM JIOKYMEHTaM, OpraHU3alHs
UCIIOJIb30BaHMs JOKYMEHTOB;

4.11. PaccmoTpeHue xajio0, 3asBJIECHUN U NPEUI0KEHUH Tpak/iaH 10 BOIPOCaM, OTHOCALIUMCS K
koMmueTeHIMKM OTaena, KOHCYIbTUPOBAHHUE 110 BOIIPOCAM PO3BICKA aPXUBHBIX JTOKYMEHTOB.

5. 3agaum, Ha pearu3anuio KOTOPHIX OPUEHTUPOBAHO HCIOJHEHHE JOJDKHOCTHBIX OO0sI3aHHOCTEH
HayanpHuKa OTaena:

5.1. PazpaboTka M peanu3alus MYHMLIMIAIBHBIX LEJNEBBIX MPOrpaMM TOPOACKOrO0 OKpyra
bornanoBuy B cdepe apXMBHOTO J1€11a;

5.2. ObecrnieueHne peaM3aliy MOJOKEHUH, coaepKaIuxcsi B 3akoHax CBepUIOBCKON 00JacTH,
ykazax M pacnopsbkeHusx ['yoepHatopa CBepioBCKOW 007acTH, MOCTAHOBJIEHUSAX U PACIOPSIKEHUAX
[TpaBuTenbecTBa CBEPATIOBCKOIM 001aCTH M TJIaBBI TOPOJCKOTO OKpyra bormanoBuu B chepe apXWBHOTO
nena;

5.3. Pa3paboTka aAMHHUCTPATHBHBIX PETIAMEHTOB OKa3aHWs MYHHLIUNAIBHBIX YCIYT B cdepe
apXUBHOIO €114,

5.4. Bueapenue mpaBuil, UHCTPYKIUH, METOJUYECKUX MOCOOUH, pazpaboTaHHbix DenepaibHbIM
apXMBHBIM areHTCTBOM, YTIpaBlieHHeM apxuBamMu CBepaIOBCKOil 0bnacTu;

5.5. KommnekroBanue Otaena fokymeHTamu ApxuHoro (ponaa Poccuiickoit ®enepanuuy;

5.6. ObecrnieueHue COXPaHHOCTH W TOCYAAPCTBEHHOTO ydeTa JOKYMEHTOB ApPXHMBHOro (oHja
Poccuiickoit denepanuu;

5.7. OcymecTBiieHue HH(HOPMALIMOHHOTO 0OecIIeueH s MoJIb30BaTeNell apXxuBHOU HH(pOpMarueil B
COOTBETCTBHUH C UX 3aIPOCAMH.

6. Hauanbauky OT/ena npucBanBaeTcsl KJIACCHBIM YMH MYHUIMIIAIBHOMN CITy>KOBI B COOTBETCTBUU
C 3aMellaeMoi JOHKHOCThIO MYHUIIMIAIBHOM CITY>KOBI TOPOJCKOro OKpyra borjgaHoBuu B mpejaenax
IpYMNIBl  JOJDKHOCTEH MyHMUIMNANbHOW cinyx0bl  Poccuiickoit denepaunu B COOTBETCTBHM C
3aKoHOaTenbCcTBOM Poccuiickoit @enepariuu u CBEpIIOBCKOM 00J1aCTH, @ TAKKE MOCTAHOBIEHUEM TJIaBbI
ropoackoro okpyra bornanosuu ot 24.12.2013 Ne 2803 «O nopsiike NpUCBOEHUSI M COXPaHEHUSI KJIACCHBIX
YHMHOB MYHHMIIMIIAJILHON CITYKObIl MYHUIIMIIAIIBHBIM CITYKalllUM TOPOACKOr0 OKpyra bornjanoBuu».

7. Havanpnuk Otena Ha3HayaeTcss Ha JOJDKHOCTh M MPUHUMAETCS Ha MYHUIUNAIBHYIO CIYKOY
TOpPOJCKOrO OKpyra borgaHoBuu, a Takke OCBOOOXKIAeTCSl OT JOJDKHOCTH M YBOJBHSIETCS C
MYHUIIUTATBHONH CIYXOBI TOPOJICKOTO OKpyra IJIaBOM TOpPOJACKOT0 OKpyra borjaHoBuu B MOpsizKe,
YCTaHOBJICHHOM 3aKOHOJAATeNbcTBOM Poccuiickoit denepanui 0 MyHHIIMNAIBHOU ciyx0e Poccuiickoit
denepanuu.

8. HauanpHuk Otnena nMoguuHSETCS IiaBe TOPOACKOro okpyra bornjaHoBuY, 3aMECTUTEINIO TIABBI
TOPOACKOTO OKpYra - PYKOBOAMTENIO ammapara aJMUHHCTpAllMd TOPOJICKOIO OKpyra JuOO IuIy,
UCHOJIHAIOLIEMY €ro 00sS3aHHOCTH.

9. HauanpHuky Otnena noguuHseTcs Beaymui cnenuanuct Otaena.

10. B mepurox BpeMEHHOro OTCYTCTBHS HaudaidbHMKa OTlefla MCHOJHEHUE €ro JOJHKHOCTHBIX
00s3aHHOCTEH Bo3araercs Ha BeAyliero cnenuainucra Otaena.
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11. Ha mayanpHuka OT/ena B ciiydae CIIy>keOHOH HEOOXOAUMOCTH U C €r0 COTJIACHS MOXET OBbITh
BO3JIO’KEHO HCITOJIHEHUE TOJKHOCTHBIX 00S3aHHOCTEH 10 JOJKHOCTH Beaylero cnenuanicra Otnena.

12. HopmaTWBHBIMU TIPAaBOBBIMH aKTaMH, PETJIAMEHTHUPYIOIIMMH CIYKEOHYIO IesITeIbHOCTD
HavanbHuka Otaena, sapistorcs: Konctutynus Poccuiickoit ®enepanuu, denepanbHblid 3aKOH OT
02.03.2007 Ne 25-@3 «O mynununaibHoil cinyx0e B Poccuiickoit @enepaunn», OenepaibHblil 3aKOH OT
25.12.2008 Ne 273-®3 «O npoTHBOACHCTBUU KOPPYHIMN», 3akoH CBeputoBcKkoit obmactu ot 29.10.2007
Ne 136-03 «O6 ocobeHHOCTIX MyHUITUTIATBHON cITy)0b1 CBepsIOBCKON 00macTiy, 3akoH CBepAIOBCKOM
obmactu ot 20.02.2009 Ne 2-O3 «O mpotuBoaercTBHH Koppynuuu B CBEpAJIOBCKOM 00J1aCTHY», YKa3bl U
pacnopsbxkenus [Ipesuaenta Poccuiickoit denepanuu, nOCTaHOBICHHS U pacnopsbkeHus [IpaButenscrBa
Poccutickoit ®eneparuu, YcraB CBepaiioBCKOW 00J1acTh, Ipyrue 3akoHbl CBEPATIOBCKON 00J1aCTH, YKa3bl
u pacriopsbxenus I 'yoepHaropa CBepsIoBCKOW 00J1aCTH, TOCTaHOBIICHH M pacniopsbkeHus [IpaBurenbcTea
CepaioBckoi obyactu, YcrtaB ropojackoro okpyra bormanosud, Ilomoxenue o6 Otaene, HacTosmias
JOJDKHOCTHAsI MHCTPYKIUS, WHBIE TPABOBBIE AKThI TOPOJCKOr0 OKpyra borganoBuy, peryiupyroiiue
nesitenbHOCTh OTaENA.

II. KBAJIMOUKAIIMOHHBIE TPEBOBAHUMA

13. Jlna 3amMenieHus JODKHOCTM HavyaibHuKa OTnena ycTaHaBIMBAIOTCS KBaIM(UKAIIMOHHBIE
TpeOOBaHMUs, BKIIOYArOIIKME 0a30Bble W MPO(ecCHOHAIbHO-(DYHKIIMOHAIBHBIE KBATH(DUKAIMOHHBIC
TpeOOBaHUSI.

14. B cootBercTBUH cO cTathéil 9 DepepanbHoro 3akoHa ot 02.03.2007 Ne 25-@3 «O
MyHHUIIMMANBHOU ciiy’k0e B Poccuiickoit denepanuny», cratbeit 8 3akoHa CBepiUIOBCKON 00IacTH OT
29.10.2007 Ne 136-O3 «O06 0coOEHHOCTSIX MYHHIIUIIATBHOM CITy>KObI CBEpUTIOBCKOW 00JIACTHY HaYaJIbHUK
Otnena n0KeH UMETh Bhicliee podeccHoHalbHOE 00pa30BaHUe, UMETh CTaX MYHHUIIMIIATBHOM CITyKObI
1 (WJIN) TOCYAaPCTBEHHOM CITy>KOBI HE MEHEE YETBIPEX JIET MO0 CTaK pabOTHI O CIIEIMATHLHOCTH HE MEHEe
IISITH JIET.

15. Hauanpauk OTaena T0mHKeH o0agaTh CIeAYOUMMA 0a30BBIMH 3HAHUSIMH U HABBIKAMU:

15.1. 3nanueM rocynapcTBeHHOrO si3bika Poccuiickoit denepariuu (pyccKkoro s3bIKa);

15.2. 3HaHUSIMH OCHOB:

- Konctutyunu Poccuniickoit @enepanuu;

- ®enepanbHOro 3akoHa oT 06.10.2003 Ne 131-®3 «O0 o0mux NpuHIMIAX OPraHU3alMU MECTHOTO
camoynpasieHus B Poccuiickont Penepanun»;

- ®epepanbHoro 3akoHa ot 22.10.2004 Ne 125-®3 «O6 apxuBHoM jene B Poccuiickoit
denepanuny;

- ®enepanbHoro 3akoHa ot 02.05.2006 Ne 59-@3 «O nopsiake paccCMOTpeHUs 00palleHnui rpakiaH
Poccutickoii denepanuny;

- ®enepanbHoro 3akona ot 27.07.2006 Ne 152-03 «O nepcoHaNbHBIX TaHHBIX);

- ®enepanbHoro 3akoHa ot 02.03.2007 Ne 25-03 «O myHununaabHoi ciayx0e B Poccuiickoit
denepanuny,

- ®epepanbHOro 3akoHa ot 25.12.2008 Ne 273-D3 «O nmpoTUBOACUCTBUH KOPPYIILIMKY;

- YcraBa CBepI0BCKO 001acTH;

- 3akoHa CBepoBckoit obmactu ot 25.03.2005 Ne 5-O3 «O6 apxuBHOM jene B CBepUIOBCKON
o0acTm,

- 3akona CepanoBckoit obmactu ot 29.10.2007 Ne 136-O3 «O0 0COOEHHOCTSIX MYHHIIUIIAIBHOM
ciryx0bI Ha Tepputopuu CBEpITOBCKOI 00IaCTH Y,

- 3akona CaepmiioBckoir obmactu oT 20.02.2009 Ne 2-O3 «O mpoTHUBOIEHCTBHM KOPPYIIMH B
CBepaioBCKOil 00s1acTu»;

- YcraBa ropoackoro okpyra bornjanosuy;

15.3. 3HaHuAMH U yMEHUSMHU B 007aCTH HH(DOPMALIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA;

15.4. O6mKMHU yMEHUAMHU:

- MBICJIUTh CUCTEMHO;

- IUTAaHUPOBATh U PALMOHAIBHO UCIIONIB30BaTh paboyee BpeMms;



- IOCTHTraTh pe3ysbTara;

- paboTaTh B CTPECCOBBIX YCIOBHUSAX;

- COBEpPILIEHCTBOBATh CBOM MPO(ECCHOHATBHBIN YPOBEHB;

- KOMMYHUKaTUBHBIMH YMEHUSMU;

15.5. YopaBneH4eCKUMH YMEHUSIMMU:

- PYKOBOAUTh IOJUYUHEHHBIMH, 3((EKTUBHO IUIAHUPOBaTh pabOTy U KOHTPOJIMPOBATH €€
BBITIOJIHEHUE;

- OIIEPaTUBHO NIPUHUMATh U PEATU30BbIBATH YIIPABIEHUYECKHUE PEIICHNUS;

- BECTHU JICJIOBBIE IIEPETOBOPHI C MPEACTABUTENSIMU [OCYIapCTBEHHBIX OPIaHOB, OPTaHOB MECTHOIO
CaMOYIIPaBJICHUsI, OpraHU3aLUH, yUpEXKICHUIN U IPeANPUATHH.

16. Hauanpauk OTaena qoibKeH 00J1aAaTh CIEAYIOMMMU MpodeccHoHaNbHO-()YHKIIMOHAIBHBIMA
3HAHUSMMU:

16.1. 3HaHuMe 3aKOHOAATENBLCTBA, B TOM YHUCIIE ONPEACIEHHBIX HOPMAaTUBHO-IPABOBBIX AaKTOB,
PEryJIupyrOIUX BOIPOCHI, CBA3aHHBIE C 00JaCThIO U BUIOM JIESATEIbHOCTH;

16.2. 3HaHue NPaBONPUMEHUTEIBHOW MPAKTHUKU, B TOM YHCJIE ONPEIEICHUM U NOCTAaHOBJICHUN
cynoB Poccuiickoit @enepanuu.

17. Haganpauk OTnena HODKeH 00J1a1aTh CIEAYIONIMMU TPOoQecCHOHATbHO-(YHKINOHATHHBIMH
YMEHUSIMU:

17.1. YMeHue npuMeHSATh IOJIOKEHUsSI HOPMATHBHBIX IIPaBOBBIX aKTOB B CBOeW pabore,
BBICTYIJICHME TIepe]l  ayJuTOpued, CaMOCTOATENbHOE IOBBIIIEHHE CBOEH KBaTU(pHUKALMU U
npo(eCCHOHATPHBIX HABBIKOB, BBICTPAMBAHWE KOHCTPYKTHBHOTO B3aMMOJEHCTBHS C KOJUIETaMH,
PYKOBOJICTBOM, OpraHaMu rocy1apcTBeHHON BiacTi CBepAIOBCKOM 007acTH, HHBIMU FOCY1apCTBEHHBIMU
opranamMu CBepJUIOBCKOW 00JIaCTH, OpraHaMd MECTHOI'O CaMOYIIpaBJIEHHUsS TOpPOJICKOIO OKpyra
bornanosuy;

17.2. IlnanupoBanue paboThbl, KOHTPOJb, AHAIU3 U IPOrHO3UPOBAHKUE MOCIEACTBUIM MPUHUMAEMBbIX
pelLICHUI;

17.3. PabGora ¢ BHyTpeHHHMMH U Tepu(EepHIHBIMUA YCTPOHCTBAMH KOMIIBIOTEpa, padboTa
MH(POPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHBIMU  CETIMH, B TOM 4Mcie ceTbio MHTepHer, pabora
OIEpaIMOHHON CHCTEMe, YIpaBiIEHUE 3JIEKTPOHHOM IOUYTOM, paboTa B TEKCTOBOM pEIaKTOpE,
3JIEKTPOHHBIMU Ta0JIMIIAMM, TOJATOTOBKA IpPE3EHTAIMi, HCMOIb30BaHUE TpadUIecKuxX OOBEKTOB
ANEKTPOHHBIX IOKYMEHTaX;

17.4. PegakTupoBaHue JOKYMEHTALIMHA HA BBICOKOM CTHIIMCTHYECKOM YPOBHE.

- eI -~ @}

[11. TOJDKHOCTHBIE OBSI3AHHOCTH, [TPABA 1 OTBETCTBEHHOCTD HAYAJIBHUKA
OT/IEJIA 3A HEUCIIOJIHEHUE (HEHAJUUIEXKAIIEE UCIIOJITHEHUE) JJOJKHOCTHBIX
OBSI3AHHOCTEHN

18. HauvanpHuk Ortaena OCyHIECTBISET IIIAHUPYIOIIUE, OPraHMW3ALUOHHBIE, DKCIEPTHBIE,
PYKOBOJSIIME, KOOPIAMHHUPYIOIIME, KOHTPOJUPYIOUINE, aHAJIUTHYECKHUEe, MPaBOTBOPUYECKUE WM HHBIE
¢byHKIMH, HEOOXOAMMBIE JUI PEeLIeHUs 3ajiay, cTosIuX nepea OTaeaom.

19. Hayanpauk OtTaena A0IKEH UCIOIHATh OCHOBHBIE 00SI3aHHOCTH, YCTAHOBJIEHHBIE CTAThsIMU 12
u 15 denepanbuoro 3axkoHa ot 02.03.2007 Ne 25-®3 «O myHununanbHOU ciyxbe B Poccuiickoit
Oenepauun» u cratbsiMu 8, 8.1, 9 m 11 denepanpHoro 3akoHa oT 25.12.2008 Ne 273-®3 «O
IIPOTUBOACUCTBUN KOPPYIILIM.

20. Ucxons wu3 3amad u Qynkmuii Otnena, Ha HadanbHUKAa OTAena BO3JIArarOTCs CIETYIOITHE
JOJDKHOCTHBIE 00513aHHOCTH:

20.1. CobmronaTh MpH MCHOJHEHUH JOHKHOCTHBIX O0sI3aHHOCTEN MpaBa M 3aKOHHBIE MHTEPECHI
IpaXk<JaH U OpraHU3aLN;

20.2. OGecnieunBaTh BBIMIOJIHEHUE 3a]1a4, TOCTABJIEHHBIX INIaBOM TropoJcKoro okpyra bormanosuy,
3aMECTUTENSIMU IJIaBbl TOPOACKOTO OKpYTa;
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20.3. YyacTBOBaTh B IOJArOTOBKE MEPONIPUATHI, OPraHU3yEMBIX U IPOBOJUMBIX B COOTBETCTBHH C
IUIaHAMU aJIMMHHUCTPAIMK TOpPOJCKOro okpyra bormanoBuu, Othena, ¥ MOATOTOBKE B CBSI3H C 3TUM
HEOOXO/IUMBIX IOKYMEHTOB;

20.4. YyacTBOBaTh IO MOPYYEHHUIO TJIaBbl TOPOJCKOTO OKpyra borjaHoBud, 3aMecTUTENEH TI1aBbl
TOPOACKOTO OKpyra B paboTax IO OOECIEYCHHIO CBOEBPEMEHHOW W KAayeCTBEHHOW IOATOTOBKH
JOKYMEHTOB, MaTepuaioB Il oOecrieueHusl MPOBEACHUS COBELaHUM, CEMHUHAPOB, KOMHUCCHM, pabounx
IpYyIIl, HHBIX MEPONPUITUN aAMUHHUCTPALIMKU T'OPOJICKOro okpyra bornanosuy;

20.5. BzaumopeicTBOBaTh, a TakK€ Y4YacTBOBaTh BO B3aumojercTtBun OTaena ¢ opraHaMu
MECTHOI'O  CaMOYINpaBJIEHUS TOpPOJCKOIO0 OKpyra bormaHoBuY, TEppUTOPUAIBHBIMM — OpraHaMH
roCy/IapCTBEHHON BJIACTHU, MHBIMU OpPraHU3alMsIMU (YUPEKIACHUSIMH) IO BOIIPOCAM JIEATEIbHOCTH TJ1aBbl
rOpoJICKOro oKpyra bornanosuy u aAMMHHUCTpaLMU FOPOJICKOro okpyra bornanosuy;

20.6. Ilo mopy4yeHHMIO 3aMeCTUTENs TJaBbl TOPOJACKOTO OKPYr - PYKOBOJUTEINs armapara
aJIMMHUCTpALlMM TOPOJCKOTO OKpyra IOTOBUTH IPEAJIOKEHUS IO COBEPIICHCTBOBAHUIO JAEATEIBbHOCTU
Otnena;

20.7. YuacTBOBaTh B MOJArOTOBKE MH()OPMAIIMOHHBIX, AaHAIUTHYECKUX U CIIPABOYHBIX MaTEpPHAIOB
JUIS  CTPYKTYPHBIX TOJpa3AeNeHUl aJIMHHUCTPALlMM TOPOJACKOro OKpyra borgaHoBuu, opraHos
rOCYJapCTBEHHOH BJIACTH, OPTaHOB MECTHOTO caMOyIpaBieHUs (PYHKIIMOHATBHOTO OpraHa);

20.8. Ocy1ecTBISATh MEPOTIPUATHS 1O MIPEJICTaBICHHUIO HHPOpMaIu B ceTu MHTepHeT;

20.9. Mcnonp30BaTh JOKYMEHTHI U HHPOPMALIUIO, MTOIY4aEMYIO B X0/I€ CIIY>)KEOHOH J1esTeTbHOCTH,
CTpPOTO MO HAa3HAYCHHIO, 0€3 Mepeaun JPYTUM JUIaM U CTOPOHHUM OpraHU3alusIM, YIPEKACHUSIM;

20.10. TlogmepxwBaTh YPOBEHb KBATH(PHUKAIINK, HEOOXOJMMBIN i WCIHOJHEHHS CBOUX
JOJHKHOCTHBIX 00S13aHHOCTEH;

20.11. Cobmogath npaBuiia ¥ HOPMBI OXPaHBI TPY/a, TEXHUKU O€30MACHOCTH, MTPOTHBOITOKAPHOM
3aIUTHI U PeKUMa B IOMEIICHUSIX aMUHHUCTPAIMK FOpPOJICKOro okpyra bornanosuy;

20.12. ObecneunBaTh:

- peanu3alyi0 TOJIOKEHUM, cojep aluxcs B 3aKkoHax CBepAoBCKOM 001acTH, ykazax u
pacnopsbkeHusx  ['yoepnatopa CBepasioBCKOM  00nacTd, IIOCTAHOBJICHUAX U PACHOPSIKEHUSIX
[IpaButenscTBa CBEpIIOBCKOW 00MIACcTH U TJaBbl rOpojackoro okpyra bormaHoBuy B cdepe apXUBHOTO
nena;

- pa3paboOTKy aJIMUHHMCTPATUBHBIX PErJaMEHTOB MCIIOJHEHHUS TOCYJapCTBEHHbIX (YHKIMHA
(OKa3aHMs MyHULIMIIAIBHBIX YCIIYT) B apXUBHOU cepe;

- B3aUMOJICHCTBUE C YIOJHOMOYEHHBIM HCIIOJIHUTEIBHBIM OPraHOM TIOCYJAapCTBEHHOM BIIACTU
Caep1oBCcKO# 00acTu B cepe apXUBHOTO Jiejia, OpraHaMu MECTHOT'O CaMOYIIPaBIICHUSI MYHHUITUTIATBHBIX
obpazoBanuii B CBep/UIOBCKOW 007acTH, OCYLIECTBISIOIIMMU yIpaBJI€HUE AapXHUBHBIM [EJIIOM B
COOTBETCTBYIOIIMX MYHMIIMIIAJIbHBIX 00pa3oBaHMUsX, [0 BONpPOCaM OpraHus3anuu (HOpPMHUPOBAHUS,
XpaHeHHUs1, yueTa 1 UCIOIb30BaHUs JOKYMEHTOB ApxuBHoro ¢oHaa Poccuiickoit deneparyu;

- BHEJIpEHHME IMpaBWJ, WHCTPYKLUUN, METOAMYECKHX I0coOui, pa3zpabortaHHbIX Poccuiickum
denepanbHbIM apXUBHBIM areHTCTBOM, YTpaBieHueM apxuBamu CBepUIOBCKON 001acTH;

- B [Ipe/ieyiax CBOEH KOMIIETEHIIMH 3aIIUTY CBEIEHUHN, COCTABIISIFOIIMX TOCYIapCTBEHHYIO TailHy;

- coOI0/IeHNe MpaBUJl XpaHEHUs!, OCYIIECTBICHNE KOHTPOJIS YCIOBUM XpaHEHUs U oOecredeHus
¢bu3nuecKoil coxpaHHOCTH JOKYMeHTOB ApxuBHOro onaa Poccuiickoit denepanuu B TOpOACKOM OKpyre
bornanoBu4, HaXOAAIMMXCS HA MYHULIMIIAIBHOM XPAHEHUN;

- COXPaHHOCTb apXHUBHBIX JOKYMEHTOB NpU YpPE3BBIYANHBIX CUTYyalUsiX, pa3pabOTKy IUIaHOB U
APYTUX JOKYMEHTOB 110 MOOMIM3AIIMOHHOM MMOATOTOBKE, IPaXJaHCKOH 000pOHE apXUBa;

20.13. Benenue opraHu3alioOHHOTO pykKoBojacTBa OTnenoMm, IUIAHUPOBAHHWE €ro paloThI,
obecnieyenue BoinonHeHus [lonoxxenust o6 OTaene M HeceHUE NMEPCOHATBHON OTBETCTBEHHOCTH 3a €ro
BBITIOJTHEHHE:

- KOHTPOJIb 32 BBIIIOJHEHUEM COTpyIHHKaMH OT/eaa CBOUX JIOJKHOCTHBIX 0053aHHOCTEHH;

- obecrnieueHue coOOMIOJEHUS TPYAOBOM ITUCHUIUIMHBI coTpyaHukamu OTtiena, BHECEHUE Ha
paccMOTpeHHEe TIJIaBbl TOpPOJICKOTO OKpyra borjaHoBuu mpeuioskeHUs 00 MX MOOHIpeHHH JH0O0 O
MPUMEHEHUU Mep TUCIUIUIMHAPHOTO B3bICKAHNUS;

20.14. OcymecTBaATS:
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- AHAJIU3 COCTOSIHUS ApXUBHOIO JieJ1a B TOPOJCKOM OKpyre boriaHoBud U peayM3aluio Mep 110 ero
COBEPLICHCTBOBAHUIO HAa TEPPUTOPUH T'OPOACKOTr0 OKpyra boraanosny;

- pa3pabOTKy U peaan3allio MyHUIIMIIAIBHBIX LIEJIEBBIX IPOrPaMM ropoIcKoro okpyra bornpanosuu
B chepe apXUBHOTO JIEJIa;

- B3aMMOJICHCTBHE C YIIOJJHOMOYECHHBIM HCIIOJIHUTEJIBHBIM OPraHOM I'OCYAApCTBEHHOW BIIACTH
CBep10BCcKOit 001acTH B chepe apXUBHOTO JejIa, OpraHaMyi MECTHOI'O CaMOYIPABJICHUS MyHULIUIIAIBHBIX
obpazoBannii B CBepUIOBCKOW 007acTH, OCYIIECTBISIONIMMU YIPAaBJICHUE ApXWBHBIM [EJIOM B
COOTBETCTBYIOLIMX MYHHULUNAIBHBIX OOpa30BaHMSX, [0 BONpPOCAM OpraHu3anuu (OpMHUPOBaHUS,
XpaHeHHUs1, y4eTa 1 UCI0Ib30BaHUs JOKYyMEHTOB ApxuBHoro ¢onaa Poccuiickoit denepanmu;

- cOOp CTaTUCTHYECKUX IIOKa3aTeJel, XapaKTepU3YIOLIUX COCTOSHUE JEeNONpPOU3BOJCTBA U
apXMBHOIO Jiela B FOPOACKOM OKpyre bormaHoBud, M IpenoCTaBiI€HUE MX B anmnapar aIMUHHACTpaLUU
TOPOJCKOIO OKpYTa, a TAaKKEe YIOJHOMOYECHHOMY HCIIOJIHUTEIBHOMY OpraHy rOCYAAapCTBEHHOW BIIACTH
CBepioBckoil o0nacté B cdepe apXMBHOTO Jella B MOPSAKE, ycTaHOBIEHHOM IIpaBuTenbcTBOM
Poccuiickoit denepaiuu;

- mpueM J10KyMeHToB ApxuBHOTO (hoHna Poccuiickoit denepanu Ha MyHHIIMNIAIBHOE XPaHEHHE,
obecriedyeHrne COOMIONEHUST YCTAaHOBJIEHHOIO TMOpPsJKA IepeJadyd JOKYMEHTOB Ha MYHUIMINAIbHOE
XPAaHECHMUE;

- TOCYJAapCTBEHHBIN y4eT apXUBHBIX JOKYMEHTOB, B TOM YHCJIE BEACHHE MTaCIIOPTa apXUBa;

- TEMaTUYECKOE BbISIBIEHUE (TIOMCK) apXUBHBIX JOKYMEHTOB;

- KOHTPOJIb 332 COXPaHHOCTBIO U BO3BPALLICHUEM BBIIAHHBIX aPXUBHBIX JOKYMEHTOB;

- MyOJIMKALNIO ApXUBHBIX JJOKYMEHTOB B CPEJICTBAX MacCOBOW MH(POPMALINH;

- IOArOTOBKY 3aKJIIOYEHUH O Iepefjadye apXUBHBIX JOKYMEHTOB, HAXOIALIMXCA B MyHULIUIAIbHON
COOCTBEHHOCTH, B COOCTBEHHOCTh Poccuiickoit @eneparun, cyorekToB Poccuiickoit @enepannu u HHBIX
MYHUIUIATBHBIX 00pa30BaHui;

- IOATOTOBKY U BHECEHUE Ha PACCMOTPEHHUE TIIaBE TOPOJICKOr0 OKpyra borJaHoBHY U 3aMECTUTEITIO
IJIaBbI TOPOACKOrO OKpYTa - pyKOBOJUTEIIIO aIllapara aJMUHUCTPALMU TOPOACKOTO OKpYra MpeUI0KECHUS
10 BOIIPOCaM OOECTIEYEeHHUs COXPAHHOCTH, y4yeTa, (POpMUPOBAHMS M UCIONB30BaHUS ApXUBHOTO (hoHIA
Poccuiickoit @enepanuu, IpeyioKEHUH 110 pa3BUTHIO apXHUBHOTO Jiejla B TOPOJICKOM OKpyre bornanosuy;

- IIOATOTOBKY €XXETOAHOTO JIOKJIAJa O COCTOSHMM apXWUBHOIO J€a HAa TEPPUTOPUHU TOPOJCKOIrO
okpyra bornanosuy;

- BbIBJICHHE JOKyMEHTOB ApxuBHoro ¢onga Poccuiickoit ®enepanuu, HaxXoIAUIMXCS B
HEYJIOBJIETBOPUTEIILHOM  (U3NYECKOM COCTOSIHUM, W HEHUCHPAaBUMO TOBPEXKICHHBIX ApPXUBHBIX
JOKYMEHTOB, CHATHE C y4eTa HEUCIIPABUMO MOBPEKICHHBIX APXUBHBIX JOKYMEHTOB;

- BEJCHHME CIUCKOB YYPEXACHHH - HCTOUYHUKOB KoMIUIeKToBaHus Otnena, BeaeHUE
CUCTEMAaTUYECKOM pabOThI IO YTOUYHEHHIO 3TUX CIHCKOB;

- BeZICHHE Y4eTHOW 0a3bl JaHHBIX « ApXHUBHBIN (QoHIY;

- ICIOJIb30BaHUE IIPOIPAMMHOI0 KOMIUIEKCA «YUeT IIJIaHOBBIX ITOKa3aTelIen»;

- IpUEM TPaXKlaH, CBOEBPEMEHHOE U MOJHOE PACCMOTPEHHE YCTHBIX OOpallleHUi U MUCbMEHHBIX
3alpOCOB I'PaXkJaH, IPUHATHE 110 HUM PEIICHU;

- CBOEBPEMEHHOE pacCCMOTpPEHHE NPEI0KEHHUH, 3asBICHUH 1 %KajI00 IOPUINYECKUX JIUL U TPaKAaH
U IPUHATHE TI0O HUM HEOOXOAUMBIX MEp;

- MHQOPMALMOHHOE O0ecleyeHne rpaxJiaH, OpraHu3aluil U OOLIECTBEHHBIX OOBEIMHEHUN Ha
OCHOBE JI0KyMeHTOB ApxuBHOro (honaa Poccuiickoit denepanuu u Ipyrux apXuBHbIX JOKYMEHTOB;

- UCIIOJTHEHHE TEeMaTUYECKHUX 3allPOCOB IOPUIMUECKUX U (PU3HMUECKUX JIUI, B TOM YHCJE 3alpOCOB
10 BBIJIaY€ KONMUM apXMBHBIX JTOKYMEHTOB, IIOJTBEPKIAIOIIMX IPABO HA BJIAJICHHUE 3€MJIEN B TOPOJCKOM
okpyre borjaHoBuu, MyTeM BbIJIa4M B YCTAHOBJIEHHOM IOPSAIKE apXUBHBIX CIPABOK, APXUBHBIX KOIUHI U
apPXUBHBIX BBIMHUCOK;

- HCIIOJIHEHUE 3aIIPOCOB, CBA3AHHBIX C COLMAIBHOM 3alllUTOM IpakJaH, IPeIyCMaTPUBAIOIINX UX
MIEHCHOHHOE o0ecreyeHne, a TaKXKe I[OJIydeHHUs JIbIOT U KOMIIEHCAallMii B COOTBETCTBUU C
3aKoHoxarenbCcTBOM Pocculickon denepanuy;

20.15. B npenenax cBoeld KOMIETEHIIMH OCYIIECTBIIATH Pa3paboTKy:

- IPABOBBIX AKTOB I10 BOIIPOCaM apXHUBHOIO JI€la U OpraHU3allly JeI0IPOU3BO/ICTBA;
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- METOJMYECKUX PEKOMEHJALMH 0 OpPraHu3alyy JEJIONPOM3BOACTBA M apXMBHOTO JeNa IS
OpraHOB MECTHOTO CaMOYINPABJICHUS, YUPEKICHHUM, OPraHU3aluidl U MPEAIPUATHNA TOPOJCKOr0 OKpyra
bormanosnuy;

- aIMUHUCTPATUBHBIX PETJIAMEHTOB OKa3aHHUsI MYHUIIUMIIAIBHBIX YCIYT B chepe apXUBHOTO JIeNa;

20.16. OcymiecTBIsATh KOHCYJIBTUPOBAHUE:

- 1O BONpPOCAaM OpPraHU3aluu JEJIONPOU3BOJCTBA M XPAHEHUS JOKYMEHTOB, IOATOTOBKHU
JIOKYMEHTOB K C/lay€ Ha apXHUBHOE XPaHEHHUE;

- II0 BOIIPOCAaM PO3bICKA JOKYMEHTOB JMKBUAMPOBAHHBIX U PEOPraHU30BAHHBIX MPEAIPHUATHIH,
YUPEKIACHUN U OpraHU3aLN;

- 10 TOJrOTOBKE MCTOPUYECKUX CHPABOK (aJIMUHUCTPATUBHO-TEPPUTOPUATILHOE JEJICHHE,
o0pa3oBaHKe HACEJICHHBIX TyHKTOB, CO3/IaHUE MPEINPUATHH, YUPEKICHUI U OpraHU3aIHii);

20.17. OcymecTBasaTh pabOTy ¢ akTaMu NPOKYPOPCKOTO pearupoBaHUs, OTHOCAIIUMHUCS K
JEATENbHOCTH OpPraHOB MECTHOTO caMOyHpaBieHHA ((PYHKIHMOHAIBHOTO OpraHa), aJIMUHHCTPALUU
TOPOJICKOTO OKpyra borjaHoBu4, MOATOTOBKY IO pe3yjibTaTaMm padOThl MPOEKTOB PACHOPSHKEHUN U
IIOCTAaHOBJICHUH TJIaBbI TOPOJACKOr0 OKpyra boraaHoBud, NpOEKTOB pPelICHUM [[ymMbl TOPOACKOrO OKpyra
bornanoBu4, MOArOTOBKY OTBETOB HA aKThl MPOKYPOPCKOTO pearupoBaHus JUOO OTBETOB Ha UX
OTKJIOHEHHE;

20.18. OGecrneunBath B Mpejenax CBOeH KOMIICTCHIIMH CO3/IaHUC:

- ”HQOPMAIIMOHHBIX 0a3 IaHHBIX, a TAK)KE UHBIX BUJ0B apXUBHBIX CIIPABOYHUKOB U1l 00eCIeUeHUs
MOKMCKA apXHWBHON MH(OpPMALMKU O COCTaBE U COJEP>KAaHUS ApXUBHBIX JTOKYMEHTOB U KOIMUN apXHUBHBIX
JOKYMEHTOB, B TOM YHCIIE B ()OPME FIEKTPOHHBIX IOKYMEHTOB;

- KONUU apXWBHBIX JOKYMEHTOB, BBINOJHEHHBIX Ha Pa3JIMYHBIX MATEPUAIbHBIX HOCUTEISAX H
[IpEeIHa3HAYEHHBIX JJIS UCIOJb30BAaHUS C II€JIbI0 OOECIeUeHUs] COXPAHHOCTH OPHUTMHAIOB apXHMBHBIX
JOKYMEHTOB;

20.19. Co3niaBaTh U COBEPILIEHCTBOBATh HAyYHO-CIIPABOYHBIN anmapaT K J0KyMeHTaM ApPXUBHOTO
donna Poccuiickoit @enepanuu B ropoAckoM okpyre borgaHoBuy, HaXOASIIMMCS HA MYHHIMIIAILHOM
XpaHEHUH, IPOBOJIUTH B YCTAHOBJIEHHOM IOPSIIKE SKCIIEPTU3Y LIEHHOCTH 3TUX JOKYMEHTOB;

20.20. OcymiecTBIsATh OpraHU3aALHUIO:

- IPOBEJICHUS IKCIEPTU3bI LIEHHOCTHU JIOKYMEHTOB B ClIy4ae HEOOXOIMMOCTH;

- aJJPECHOTO0 IOMCKA aPXMUBHBIX JOKYMEHTOB, KOHTPOJIS 32 UX HAJIMYUEM U COCTOSHUEM;

- KOMIUIEKTOBAaHHUS apXuBa JJOKyMeHTaMu apxuBHoOro (¢onaa Poccuiickoit denepanuu u ApyruMu
apXUBHBIMH JIOKYMEHTAMU;

- CO3/laHUs B JEATEIbHOCTH PA3JIMYHBIX HCTOYHMKOB KOMIUIEKTOBAHMS ayJUOBH3YaJIbHBIX
JOKYMEHTOB (KMHO-, (GOTO-, JOHO- ¥ BUJICOJJOKYMEHTOB);

- UCIIOJIb30BaHMsI IOKYMEHTOB ApxuBHOro (ponaa Poccuiickoit denepanuu U Ipyrux apXMBHBIX
JOKYMEHTOB B apXMBE;

- IOATOTOBKH U MPOBEICHUS BHICTABOK apXUBHBIX JOKYMEHTOB CAMOCTOSTEIBHO UM COBMECTHO C
JPYTUMU apXUBaMH U OpraHU3alUsIMU;

- KOMIUIEKCa MEPOIPHUATHI M0 CO3JaHHI0 HOPMATHUBHBIX YCJIOBHH, COONIOACHUIO HOPMAaTUBHBIX
PEKMMOB U HaJJIeXKalllel OpraHU3alii XpaHEHNs] apXUBHBIX TOKYMEHTOB, UCKIFOYAIOIINX UX XUILEHUE U
yTpaTy U 00ecreyrBaOUINX MOAJAEP)KAaHUE MX B HOPMAJIbHOM (DU3MUECKOM COCTOSIHMM, OOecredrBaeT
COXPAHHOCTb ApXMBHBIX JOKYMEHTOB B apXUBE;

- pacrojI0XKeHHUs! apXUBHBIX (POHJIOB B apXUBE, ONPEIENIIEMOE TNIAHOM (CXEMOM) X pa3MEIlleHuUs;

20.21. B HeoOXOAMMBIX CIy4yasiX OCYILECTBIIATh OPTraHU3AIMIO YCOBEPIICHCTBOBAHHUS U
nepepaboTKH OMUCeH e, TOKYMEHTOB;

20.22. Oka3plBaTh HMCTOYHHUKAM KOMIUIEKTOBaHUA OTaena METOAMYECKYI0 M TMPAKTHYECKYIO
MOMOIIb, B TOM YHCJI€ HA JIOTOBOPHOUN OCHOBE:

- B OpraHu3alluy JOKYMEHTOB B JIEJIONPOU3BOJCTBE U (POPMHUPOBAHUU JIEN;

- 10 0TOOPY TOKYMEHTOB B cocTaB ApxuBHOTO (hoHAa Poccuiickoit deneparny U MOATOTOBKE UX K
nepeiaye Ha OCTOSIHHOE XPaHEHUE;

- [10 YHOPSAJOYEHHUIO JOKYMEHTOB I10 JINYHOMY COCTaBY;



8

- TI0 BEJIEHUIO y4yeTa JOKyMeHTOB ApxuBHoro (onma Poccuiickoii denepanuu, HaXOASAIMUXCS HA
BPEMCHHOM XPaHEHUH;

- 1O TMOJATOTOBKE HOPMATUBHBIX M METOAMYECKHX JOKYMEHTOB (TocoOuii) mo Bompocam
JEJIONPOU3BOJCTBA U ApPXUBHOTO JI€]1a;

- TI0 COBEPILIEHCTBOBAHUIO paOOTHI AETIONPOU3BOICTBEHHBIX, apXUBHBIX M SKCIEPTHBIX CIYXO;

- B IIOBBIILIEHUH ITPO(eCCHOHATbHON KBaTM(UKALMU paOOTHUKOB YKa3aHHBIX CITykKO;

20.23. OcymecTBIATh yUerT:

- nokymeHToB ApxuBHoro ¢oHaa Poccuiickoii denepanuu B ropojackoMm okpyre bormaHoBud,
HAXOJAIIUXCS HA MYHULIMIIAIbHOM XpaHEHUH, IPEJOCTABICHUE B YCTAHOBIEHHOM MOPSAKE CBEACHUH 110
UX Yy4YeTy YIOJIHOMOYEHHOMY HWCIIOJIHUTEIbHOMY OpraHy TIOCYJapCTBEHHOM BilacTH CBEpIUIOBCKOU
obnactu B chepe apXHBHOTO JIEIa;

- MOCTYIUICHUsI U BBIOBITHSI APXUBHBIX JOKYMEHTOB, YHUKAJIbHBIX JOKYMEHTOB U 0CO0O LI€HHBIX
JOKYMEHTOB, apXUBHBIX IOKYMEHTOB JIMYHOI'O IPOUCXO0KIEHUS, JOKYMEHTOB 110 JINYHOMY COCTaBy, JEll,
UMEIOIIUX B OQOPMIICHUM JParoleHHbIe METaJUIbl U KaMHHU, aPXUBHBIX JOKYMEHTOB, HaXOJISIIUXCS B
4aCTHOW COOCTBEHHOCTH, IPUHSATHIX TI0 IOTOBOPY HA XpaHEHHUE B ApXUB, KO apXUBHBIX TOKYMEHTOB Ha
IIpaBax MOAJMHHUKOB, CTPaX0BOro GoHAa U (GOHAA NOIb30BAHHUS;

- (pU3MUECKOro U TEXHUYECKOTO COCTOSIHUS ApXUBHBIX JOKYMEHTOB;

- BEJICHUS OTIMCEHl J1el1, JOKYMEHTOB, TacIOPTOB APXUBOXPAHMIINL, CIIMCKOB ()OHJIOB U JIp.;

20.24. IIpoBoauUTH:

- OKCIIEPTU3Y HAYYHOH U MPAKTUYECKON EHHOCTU JOKYMEHTOB (OTOOpP IOKYMEHTOB Ha XpaHEHHE
WIN YHUUTOXKEHUE);

- HAy4YHO-TEXHHYECKYI0 OOpabOTKy MJOKYMEHTOB, pPabOTy IO YHOPSAOYEHHUIO JIOKYMEHTOB
YUPEKACHUN, OPTraHU3ALMI U TPEAIPUATHIA;

- KOHTpPOJIbHBIE 3KCIIEPTU3bl COOTBETCTBHUS IIPABWJIAM TEXHUKH JEJIONPOU3BOJCTBA IIPOECKTOB
IIOCTAaHOBJICHUM U PACIOPSHKEHUM IJ1aBbl TOPOJCKOTO OKpyra bornaHoBu4, MHCTPYKLIHM, IOJIOKEHUN U
JIPYTUX TOKYMEHTOB, JOBEJEHHUE PE3YJIBTATOB IKCIIEPTU3BI 10 3aMECTUTENS IV1aBbl TOPOACKOTO OKpyra -
PYKOBOJMTENS anmnapara aIMUHUCTPALMU FOPOJICKOTO OKPYTa;

- IPOBEPKY TEXHUYECKOT0 U (PU3UKO-XUMHUYECKOT'O COCTOSHUS apXUBHBIX JJOKYMEHTOB, BBISIBIICHHUE
apPXUBHBIX JOKYMEHTOB C MOBPEXACHUSIMU MaTEPUAIIbHBIX HOCUTENEH U TEKCTOB;

- (PU3UKO-XUMHUECKYIO U TEXHUUECKYIO 00pabOTKy apXMBHBIX JJOKYMEHTOB;

- IPOBEPKY HAJIMYMS U COCTOSIHUSA JIEJT;

- TPOBEpPKY COOJIIOJCHUS TMpaBWJl OpPraHMU3aLUU XpaHEHUs, KOMIUICKTOBAaHUS, Yyd4eTa H
HCIIOJIb30BAaHUS apXUBHBIX JTOKYMEHTOB B MCTOYHUKAX KOMIUIeKToBaHMs OTAena B IUIAHOBOM IOPSIJIKE
u(nm) mo Mepe HeoOXOIUMOCTH;

- MH(pOpPMAIMOHHbIE MEpPONpUATHS (BCTpEUM C OOIIECTBEHHOCTbIO, AKCKYPCHUHU B apXUBBI,
MPE3EeHTAIMM, THU OTKPBITHIX JIBEPEH, JIEKIMH, JOKIA/bl, YCTHBIE KYpPHAJIbl, KOHPEPEHIINH, YPOKH JUIs
CTYZCHTOB U IIKOJBHUKOB U JIp.) C UCIOJIb30BAaHUEM apXHUBHBIX IOKYMEHTOB;

20.25. PaccmarpuBaThb W MpPEACTaBIATH HA YTBEP)KIECHHE M COIVIACOBAHUE C DKCIIEPTHO-
MPOBEPOYHON KoMHccHer YmpamieHusi apxuBamu CBEpIOBCKON 00JIaCTU TIOJIOKEHHUS 00 apXuBax,
DKCIEPTHBIX KOMHUCCHSIX, MHCTPYKIIMHM IO JEJIONPOU3BOJACTBY, HOMEHKJIATyphl JEJ, ONHUCH JEell
MIOCTOSIHHOTO XPaHEHHs U IO JIMYHOMY COCTaBy OpraHM3alluii - UCTOUYHHMKOB KoMIUlekToBaHUs Otzena,
IIOArOTABIMBATh 3aKJIIOUEHHS HA YKA3aHHBIE TOKYMEHTHI;

20.26. CornacoBblBaTh aKThl O BBIIEJICHUM K YHHUYTOKEHUIO AapXHBHBIX JOKYMEHTOB, HE
MOJIEKALUX XPAHEHUIO, YUPEKIACHUN - HCTOYHUKOB KOMILIEKTOBaHus OTrena;

20.27. YyacTBOBaTh B IPOBEPKAX COOJIIOIEHUS TIPABUJI OPraHU3allMK XpaHEeHUs, KOMIUIEKTOBaHUS,
ydeTa 1 UCIIOJIb30BaHMsI apXUBHBIX JOKYMEHTOB B YUPEKIACHUSX - ICTOYHMKAX KOMIUIEKTOBaHMs OTaena;

20.28. Hcnonbp3oBaTh NOKyMeHThl ApxuBHOro (onaa Poccuiickoit ®denepanuu B TropoackoM
okpyre borgjanoBnu, HaxoAsAIKECS HA MyHULIUIIATbHOM XPaHEHHUH, B KYJIbTYPHO-IIPOCBETUTEIBHBIX LIETSAX
Ha pajyo U TEJIEBUJEHUH, B MEPUOJUUYECKON NeYaT, MOArOTaBINBaTh JOKyMEHTaIbHbIE MyOIUKaIuil u
JOKYMEHTaJIbHbIE SKCIIO3ULINH;

20.29. WMsrortaBnmuBaTh KONUU (KCEPOKONHMPOBAHHME, CKAHUPOBAHUE) apPXHUBHBIX U HHBIX
JOKYMEHTOB;
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20.30. 3aBepsTh U 0OPMIIATH APXUBHBIE CIIPABKH, APXUBHBIE BHITUCKU M APXUBHBIC KOIUY;

20.31. OcyumecTBisTh  BbIIAYY ApPXUBHBIX JIOKYMEHTOB W3  APXWMBOXpaHWJIMINA A
SKCIIOHUPOBAHUS, OCYILIECTBIISIEMOIO HA CPOK, OIIPEAEIEHHBIN JOTOBOPOM O ITPOBEICHUU BBICTABKH;

20.32. IIpoBOauTH COBELIaHMs, CEMUHAPHI, KOHCYJBTAIUHU 10 BOIPOCAM OpraHU3alluu U METOIUKH
paboThI BEIOMCTBEHHBIX aPXUBOB, SKCIIEPTHHIX KOMUCCUH YUPEKICHUN;

20.33. Broauts nHbopmMaIiuio B 0a3y JaHHBIX 1O Iporpamme «Perucrpanus peneHuid HeroaKoma
1 TIOCTAHOBJIEHUH TJIaBbl TOPOJICKOIO OKPYIa»;

20.34. BHeapATh 1 3aN0JIHATH YYETHYIO 0a3y JTaHHBIX «APXUBHBIN (POHIY;

20.35. Ucnonb30BaTh MpOrpaMMHBIN KOMILIEKC «YYeT IJIAHOBBIX MMOKA3aTeNCH»;

20.36. I'otoBuTh MHGOpManHio sl u3ganus «KameHmaps 3HaMEHATENbHBIX M MaMSATHBIX J1aT» U
MPEAOCTaBIIATH €€ B YTpaBiieHue apxuBaMu CBepAsIOBCKOM 00J1acTu;

20.37. Onpenensats norpedHOCTH OTHENA B 000PYI0BAHUM U MaTepHUaiax;

20.38. IlpenocTaBisaTh 10 HMOPYYEHHUIO IVIaBbl TOPOJCKOTO OKpyra borgaHoBHY M 3aMecTUTEINs
IJIaBbl TOPOJACKOTO OKpyra - PYKOBOJMTENs ammapara aJMUHUCTPAlMU TOPOJCKOTO OKpyra opraHam
rOCYJapCTBEHHOM BJIACTH M MECTHOT'O CaMOYIpaBJICHUS WH(POPMALMIO O COCTOSHUU apXHBHOTO JAeja U
CBEICHUSI, HEOOXOIUMBIE IS IPUHSITHS PEIICHUI;

20.39. CocraBisaTh IUIaHBl Pa3BUTHS apXUBHOIO Jela B TOpPOJCKOM OKpyre borjgaHoBuu B
COOTBETCTBUM C JICHCTBYIOIIMM 3aKOHOJAATeNbCTBOM Poccuiickoii denmepanuu M ¢ Yy4eTOM OTYETOB
nesitenbHocTH OT/ENa 32 IPEabI Ty TOx;

20.40. [IpenocTaBnATh riaaBe TOPOACKOT0 OKpyra bornjaHoBHY U 3aMECTHTENIO IJ1aBbl TOPOJICKOTO
OKpyra - pyKOBOJMTEIIO alapara aJMUHUCTPALMU TOPOJCKOTO OKPYTra OTYEThl O CBOEH JESATENIbHOCTH
(kBapTanbHbIE, IOIYTOI0BbIE, TOJJOBBIE U IO MEPE HEOOXOIUMOCTH);

20.41. OcymecTBISAT CBOIO JACSITEIHHOCTh HA OCHOBE IJIAHOB PabO0ThHI a/IMUHUCTPAIIIH TOPOJICKOTO
okpyra borgaHoBuu, B COOTBETCTBUU C JIEHCTBYIOIIMM 3aKOHOJATeNbcTBOM Poccuiickoit denepanuu,
CBep10BCKO# 0071aCTH, MECTHBIMH HOPMAaTHBHBIMH ITPABOBBIMH aKTaMH;

20.42. I1o mopyueHuIo IIaBbl TOPOACKOT0 OKpyra borgaHoBuY 1 3aMeCTUTENS IJIaBbl TOPOJICKOTO
OKpyTa - PYKOBOJIUTENS armapara aIMUHUCTPALUN TOPOJICKOTO OKPYTa BBHIMONHATh U Ipyrue QyHKINH,
CBSI3aHHBIE C apXUBHBIM OOECMEUYEHHEM JIEATEeIbHOCTH TJaBbl TOPOJCKOro okpyra bormaHoBud u
aJIMMHUCTpALMK FOPOJICKOTro okpyra bornanosuu.

21. HavanpHuk Othena mMeeT mpaBa, NMPelyCMOTpeHHblE cTaTbéld 11 PenepanbHOro 3akoHa
ot 02.03.2007 Ne 25-®3 «O mynununagsHoii ciryxo6e B Poccuiickoit deneparnum.

B npenenax cBoux MoJIHOMOYMM HayaJbHUK OT/ENIa UMEET NPaBo:

21.1. B3aumoneiicTBOBaTh B YCTAaHOBJICHHOM TOPSAJIKE C ammaparaMi OpraHOB TOCYAapCTBEHHOM
BJIACTH, OpPraHaMHU MECTHOI'O CaMOYINPABIEHUS, CTPYKTYPHBIMH IOAPA3JEICHUAMH aIMUHHUCTPALUH
TOPOJICKOTO OKpyra borjaHoBHY, HWHBIMM YUpPEXKJECHHUSIMU M OpraHu3alusMU B XOJ€ pelIeHUs
IIOCTaBJIEHHBIX Niepe; OTaenoM aIMUHACTPALMK FOpOICKOro okpyra bornanosny 3anay;

21.2. 3HaKOMUTBCS C TOKYMEHTaMU, ONPEIEISIONIMMU €ro IpaBa U 00sS3aHHOCTH 1O 3aHUMAeMON
JOJKHOCTH;

21.3. [lonydaTth B YCTaHOBJIEHHOM MOpsAKe HUHPOPMALUIO W MaTepuasbl, HEOOXOIUMBIE IS
UCTIOJHEHUS IOJKHOCTHBIX 00513aHHOCTEH U MOpyYEHUil;

21.4. 3HakOMHUTbCA C MaTepuajaMd TOCYAApCTBEHHBIX OpraHoB, OpPraHOB MECTHOTO
CaMOYNPAaBJIEHUS, YUPEXKACHUN U OPraHU3alui B CBSI3U C IOPYYECHUAMHU, HAXOASIIMMUCS HAa UCIIOJIHEHUN;

21.5. BHOCUTb NpeAJIOKEeHUs [0 COBEPILIEHCTBOBaHMIO AearenabHocTu OTrena;

21.6. W3maBate B mpenenax CBOEH KOMIETEHLUH NPUKA3bl, MOJJIEkKAIUe O00sM3aTeIbHOMY
MCIIOJIHEHUIO BEAYUINM criennaniuctoM OTaena;

21.7. 3ampammBarth M IOJIy4aTb OT OpraHU3alldid, HE3aBUCUMO OT HUX BEJOMCTBEHHOMN
MMOAYMHEHHOCTH U (OPMBI COOCTBEHHOCTH, HEOOXOJUMBIE CBEJCHUs 00 OpraHW3aIi JTOKYMEHTOB B
JIEJIONPOU3BOICTBE, COCTOSIHUU apXHUBOB;

21.8. IIpoBoauTh KOMILJIEKCHBIE W TeMaTHYeCKWe MPOBEPKU pPabOTHl  apXUBOB H
JIeTIOTIPOU3BOACTBEHHBIX CIIY)KO MYHHIIMITATbHBIX OpPraHU3allUil, a TaKkkKe MO MOPYYEHHUIO YTIpaBlIeHUS
apxuBaMu CBepAJIOBCKOI 00J1aCTH - TOCYAapCTBEHHBIX M MHBIX OpraHU3aIuii;
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21.9. JlaBatb B mpepenax CBOEH KOMIICTECHIIMM YKa3aHHs, MOJUIekKAIIUe O00sM3aTeNIbHOMY
UCIIOJHEHUIO PYKOBOAUTENIAMU MYHULIMIATIBHBIX TPEANPUATHHA U YUPESIKICHUH;

21.10. 3axmroyaTh 1O JOBEPEHHOCTH IJIaBbl I'OPOJCKOrO OKpyra borjaHoBud coriameHus o
B3aUMOJICHICTBUM M COTPYIHUYECTBE B OOJIACTH apXUBHOIO JieJIa MEXAY aAMUHUCTpPALEd TOpOJICKOro
okpyra bornanoBuy 1 HerocyapCTBEHHBIMU OPTaHU3AUSAMH - BJIaIeNIbLIaMH apXUBHBIX (DOH/IOB;

21.11. BHOCUTBH Ha pacCCMOTpPEHUE PYKOBOJCTBA AJIMUHUCTPAIIMHU TOPOJCKOro okpyra bornanosuu
IIPEJIOKEHUST IO COBEPLIEHCTBOBAHUIO pabOThI, CBS3aHHOM C IMPEIyCMOTPEHHBIMH HACTOSIIEH
JOJPKHOCTHOW MHCTPYKLMEH 00s13aHHOCTAMU;

21.12. CornacoBbIBaTh MPOEKTHI IPABOBBIX AKTOB OPIraHOB MECTHOT'O CaMOYIIPABJIEHHSI TOPOJCKOTO
okpyra bornanoBuy 1o Bompocam cBoei KOMIIETEHIIHUH.

22. Havanpauk OTtnena:

22.1. Hecér nucuuminHapHyO OTBETCTBEHHOCTh 3a COBEPLIEHHUE AUCLHUINIMHAPHOTO MPOCTYIIKA, 3a
HEHCIIOJIHEHHE WJIM HEHaJUIekallee MCIOIHEHHE MO0 €ro BHHE JIOJDKHOCTHBIX —OO0S3aHHOCTEH,
IPEJYCMOTPEHHBIX JODKHOCTHOM MHCTPYKLHMEH; 3a HecoOdIofeHUe CIIy)KeOHOIro pacropsika; 3a
pasriamieHie CBEACHUN, COCTABISIONIMX TOCYAAPCTBEHHYIO H MHYIO OXpaHIEMYIO TaiiHy, U CIIy)KeOHOMH
uHGOpMallUY, CTAaBIIMX H3BECTHBIMH MYHHUIMIAIBHOMY CIY)KallleMy B CBA3M C HCIOJHEHHEM UM
JOJDKHOCTHBIX 00s13aHHOCTEH; 3a AecTBUs WK Oe3/lelcTBUE, BEAYLIUE K HApYIIEHUIO IPaB U 3aKOHHBIX
MHTEPECOB TPaKIAH;

22.2. B ciryyae UCIOTHEHUS! HETIPABOMEPHOTO MOPYUYEHUSI HECET AUCIUTUIMHAPHYIO, TPAXKIAHCKO-
[IPaBOBYIO, aJMMHUCTPATUBHYIO WM YTOJIOBHYIO OTBETCTBEHHOCTb B COOTBETCTBUHU C (eepaTbHbIMU
3aKOHAMU;

22.3. Hecér OTBETCTBEHHOCTb 3a HECOONIO/JIEHHUE OrPaHWYECHUH U 3alpeToB, CBA3AHHBIX C
MYHHUIMIIAIBHON Ci1y>k0011, Ipe1ycMOTpeHHBIX cTatbiMu 13-14.2 denepanpHoro 3akoHa ot 02.03.2007 Ne
25-®3 «O mynuuunansHoi ciyx6e B Poccuiickoit ®denepaunny;

22.4. Hec€r OTBETCTBEHHOCTH 32 COBEPILIECHUE B MPOIIECCE OCYIIECTBICHHUS CBOCH IEATEIHLHOCTH
[IPaBOHAPYUIEHUs B TMpenenax, ONPeNeIEHHBIX aIMUHUCTPATUBHBIM, TPAKIAHCKUM U YTrOJOBHBIM
3aKoHoarenscTBOM Pocculickoit denepanuu;

22.5. Hecér matepualbHyI0 OTBETCTBEHHOCTh 3a MIPSIMON JEHCTBUTENbHBIN yIepO, MPUUUHEHHBIH
npeacTaBuTeno HanuMarens (cratbs 238 TpynoBoro konekca Poccuiickoit denepaniun).

Havanpnuk Otaena, jaBmivii HENpaBOMEPHOE MOPYYEHHE, HECET NUCIUIIIIMHAPHYIO, TPaKJaHCKO-
[IPaBOBYIO, aJMUHUCTPATUBHYIO WJIM YIOJOBHYIO OTBETCTBEHHOCTH B COOTBETCTBUU C (helepasbHbIMU
3aKOHaMH.

23. 3a coBeplieHUE TUCHUILUTMHAPHOTO MPOCTYIMKa HadalbHUK OTAena MOXKeT ObITh YBOJIEH C
MYHUIIUIATBHON CITyKOBbI B CITyYae:

23.1. HeogHOKpaTHOTO HEUCIIONHEHUS 0€3 YBaKUTENbHBIX MPUYUH JOKHOCTHBIX 00sS3aHHOCTEH,
€CJIM OH UMEET NUCLHUIIIMHAPHOE B3bICKAHMUE;

23.2. OgHOKpaTHOrO rpyOo0ro HapyIIEHHs CBOMX JOJKHOCTHBIX 00S3aHHOCTEN:

- Iporyna (OTCYTCTBUS Ha pabodyeM MecTe 0e3 YBaXXUTENbHBIX IPUYMH B TE€UEHUE BCEro paboyero
JTHSI HE3aBUCUMO OT €0 MPOJOKUTEIBLHOCTH, a TAKXKE OTCYTCTBUS HAa paboueM MecTe 0e3 YBaKUTENbHbBIX
IPUYMH 00JIee YEeThIpeX 4acoB MOJPsT B TEUCHHE pabovero JaHs);

- MOSIBJIEHMSI Ha CIIy’)k0€ B COCTOSIHUU aJIKOTOJIbHOTO, HAPKOTUYECKOTO HJIM MHOTO TOKCHYECKOIO
OIIbSIHEHHS,

- pasrjamieHus OXpaHseMON 3aKOHOM TaliHbl (TOCYAapCTBEHHOW, KOMMEPUYECKOM, Ciiy:)keOHOU u
WHOM), cTaBIIeH U3BECTHON HayaabHUKY OT/Iesa B CBSA3U C HCIIOJTHEHUEM UM JI0JDKHOCTHBIX 00sI3aHHOCTEH,
B TOM YHCJIE Pa3TJalIeHNs IEPCOHANIBHBIX JAHHBIX IPYroro MyHUIIMIAIBHOTO CITY>KaIlero;

- COBEpLIEHHs] MO MeCTy PabOThl XMIIEHHSA (B TOM YHCIE MEJIKOI0), PacTpaThl, YMBIIUIEHHOTO
YHUUTOKEHUS WUJIM MOBPEXKJIEHUS UYKOTO0 MMYILECTBA, YCTAHOBJICHHBIX BCTYNUBIIMM B 3aKOHHYIO CHUITY
IIPUTOBOPOM CyZla WJIM IIOCTaHOBJIEHMEM CYJbH, OpraHa, IOJDKHOCTHOTO JIMIA, YIOJIHOMOYEHHBIX
paccMmatpuBarth jefia 00 aIMUHUCTPATUBHBIX TPAaBOHAPYLIECHUSX;

23.3. Ilpunsatus HavyaabHUKOM OTnena HE0OOCHOBAHHOTO pEIIEHUs, IMOBJIEKIIEro 3a co0oi
HapylIeHHe COXPAaHHOCTH UMYIIECTBA, HEIPABOMEPHOE €ro MCMOIb30BaHUE WIIM HHOE HaHeCceHHe yiiepoa
HUMYILECTBY aIMUHUCTPALUU TOPOACKOro okpyra borganosny;
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23.4. OpHOKpaTHOTO TrpyOOro HapymieHus HadanbHUKOM OTaena CBOUX JOJHKHOCTHBIX
00s13aHHOCTEH, TMOBJEKIIero 3a co0O0i MNPUYMHEHHE Bpela aJMUHHUCTPAIMHM TOPOACKOTO OKpyra
borpanosuy u (nnm) HapyiieHue 3akoHoAaTeNbcTBa Poccuiickoit denepanuu.

24. [loMuMO OCHOBaHUH AJI PACTOPKEHUSI TPYAOBOTO JI0IOBOpa, MPEAYCMOTPEHHBIX TpPyAOBBIM
kozekcoMm Poccwmiickoii denepanuu, TpyaoBON JOTOBOp ¢ HadambHUKOM OTaena MOXKET OBITh TaKKe
PacTOPrHyT [0 MHUIIMATUBE MIPE/ICTaBUTEINId HaHuMaTeld (paboToaarens) B ciydae:

24.1. JlocTmxeHusi MpEeAeIbHOITO BO3pacTa, YCTAHOBJICHHOTO IS 3aMEUICHUs JOJDKHOCTH
MYHUIIMITATIEHOM CTYXOBbI;

24.2. Tlpexkpamenuss rpaxnancrBa Poccuiickori ®enepanuu, MNpekpamieHuss TrpaxaaHCcTBa
MHOCTPAHHOIO TOCYJapCTBa - YYAaCTHHMKAa MEXAyHapoaHoro paorosopa Poccuiickoit ®enepauuu, B
COOTBETCTBUM C KOTOPBIM HHOCTpPaHHBIA I'pa)XAaHWH HMMEET IPAaBO HAXOJUTHCS HAa MYHUIMIAIBHON
ciyx0e, mpuoOpeTeHHs UM TPaKJIaHCTBA MHOCTPAHHOTO TOCyJapcTBa MO0 MOJy4YeHHs UM BUJa Ha
KUTEJIBCTBO WJIM UHOTO TOKYMEHTA, IIOATBEPKIAOLIET0 IPAaBO Ha MIOCTOSHHOE MPOKUBAHUE I'PaXK1aHUHA
P® nHa TeppUTOpHMM HHOCTPAHHOTO TOCYAAPCTBA, HE SBISIFOLIETOCS YYAaCTHUKOM MEXIYHApPOJIHOIO
norosopa P®, B coorBeTcTBUM ¢ KOTOpBIM rpaxaanuH Poccuiickoit denepanuu, UMEIOINUNA IPak1aHCTBO
MHOCTPAHHOTO rOCY/IapCTBa, UMEET IIPAaBO HAXOAUTHCS HA MyHULIUIIAJIbHOU CITyX0e;

24.3. HecoOmoneHust OrpaHUYEHUN W 3alpeToB, CBA3aHHBIX C MYHHIMIIAIBHOW CITy)KOOH H
yCcTaHOBJIEHHbIX cTatbsimu 13, 14, 14.1 u 15 ®enepanbHoro 3akona ot 02.03.2007 Ne 25-®3 «O
MYHHIIHITATILHOU ci1y)0e B Poccuiickoit denepanumny;

24 4. [lpuMmeHeHus aAMUHUCTPATUBHOTO HAKa3aHUs B BUIE AUCKBATH(PUKAIUH.

25. HayanpHuk OTnena NOUIEKUT YBOJBHEHUIO ¢ MyHHUIIMIAIBHOM CiIy>KObl B CBSA3H C yTpaTon
JIOBEPHUSI B CIIy4a€ COBEPILICHUS UM CIEAYIOIIMX MPABOHAPYILIECHUN:

25.1. Illpu HenpuHATHUY HavyaTbHUKOM OT/Iema, SIBISIONIMMCS CTOPOHON KOH(IJIMKTA UHTEPECOB, MEP
0 MPEAOTBPAILICHUIO WK YPET'yJIUPOBAHUIO TAKOTO KOH(IIHUKTA;

25.2. Ilpu HenpencTaBiieHUU HavanbHUKOM OT/ena CBEJEHUI O CBOUX J0X0JlaX, UMYLIECTBE U
00s13aTeNbCTBAX HMMYIIECTBEHHOTO XapakTepa, a TakkKe O JI0XOJax, MMYIIECTBE M 00s3aTeNbCTBAaX
UMYILECTBEHHOIO XapakTepa CBOUX CYNPYrH (Cynopyra) M HECOBEPILUIEHHOJETHHX JeTed Jubo
MIPEJICTABJICHUH 3aBEAOMO HEIOCTOBEPHBIX WM HETMOJHBIX CBEACHUH (IOMKHOCTh MYHMIIMIIAJIbHON
CITy’KOBI, BKIIFOYCHHAss B COOTBETCTBYIOIIMI IIepeYeHb, YTBEP)KIAEMBIH TJIaBOH TOPOACKOTO OKpyra
borpanosuy);

25.3. Ilpu HenpencTaBleHUU CBEIEHHUM O CBOMX pacxofax, a TaKKe O pacxoAax CBOMX CYNpPYTH
(cympyra) ¥ HECOBEpILIEHHOJETHUX JAeTell B mopsjake U 1o (opme, KOTOpbIE YCTAHOBIEHBI JUIS
MIPE/ICTAaBICHMs] CBEACHUM O JI0X0/ax, pacxojax, 00 MMyIIecTBe M 00s3aTeIbCTBAX MMYIIECTBEHHOIO
XapakTepa MYHHMLHMIAIBHBIX CIYXalMX (JOMKHOCTh MYHUIMMNAIBHOM CIyXObl, BKIIOYEHHAas B
COOTBETCTBYIOIIUH NIEpEeUeHb, YTBEPKAAEMbIH II1aBOM ropojickoro okpyra bornanosuy).

IV. IEPEYEHb BOITPOCOB, I[10 KOTOPbBIM HAYAJIbHUK OTAEJIA
BITPABE NJIN OBA3AH CAMOCTOATEJIBHO ITPUHUMATD
VIIPABJIEHYECKHUE 1 MHBIE PEIIEHUA

26. B cOOTBETCTBUU C 3aMeIIaeMON JOHKHOCTHI0 MYHHUITUIIATIBHON CITY»KOBI TOPOJCKOTO OKpyTa
bornanoBud u B mpenenax CBOMX MOTHOMOYM HadanbHUK OT/Aena BIpaBe CaMOCTOSITENLHO MPUHUMATh
YHOPaBJICHUYCCKHUE W HHBIC PCHICHUA II0 BOINPOCAM BBINMOJHCHUSA CBOUX IOOJIKHOCTHBIX O6H3aHHOCT€fI,
OpraHM3aIMH UCIIOIHEHUS TIOPYUYEHHH TI1aBbl TOPOJCKOTO OKpyra bormanosuy.

V. IIEPEYEHbB BOITPOCOB, 110 KOTOPbIM HAYAJIbHUK OT/EJIA
BITPABE WJIN OBA3AH YYACTBOBATH B ITOJAI'OTOBKE ITPOEKTOB
MVYHUIUITAJIBHBIX TTPABOBBIX AKTOB U (MJIN) [TIPOEKTOB
VIIPABJIEHUECKUX Y UHBIX PEILIEHUIA
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27. B npeaenax cBOMX NOJHOMOYMM HayanpHUK OTAENa BIpaBe IPUHUMATh y4acTHE B IIOJTOTOBKE
MIPOEKTOB MYHHUIIMIAIBHBIX MPABOBBIX aKTOB M (MJIM) IMPOEKTOB YINPABIECHYECKUX M MHBIX PEIIECHUH IO
BOIIPOCaM MECTHOTI'O 3HAYEHMsI TOPOJICKOro okpyra bornanosuu.

VI. CPOKHA U I[TPOUEAYPBI IIOAI'OTOBKU, PACCMOTPEHU A
[TPOEKTOB YIIPABJIEHYECKWX Y UHBIX PEIIIEHUNA, .
I[NOPAIOK COI'JTACOBAHUMA U ITPUHATUA JAHHBIX PEILIEHNU

28. Cpoku u npoLeaypsl IOATOTOBKH, PACCMOTPEHUS IPOEKTOB YIIPABJIEHYECKUX U UHBIX PELICHUH,
HOPSIIOK COTJIACOBAHUS U NMPHHATHS JaHHBIX PEIICHUH ONPENeIOTCS B COOTBETCTBHUU C JCHCTBYIONINM
3akoHoJaTenbcTBOM, Ilomoxxennem 00 Ortaene, TpeGoBaHusiMH WHCTpYKIMHM TIO AEIONPOU3BOACTBY
aJIMUHHCTPAIlMM TOPOJICKOrO0 OKpyra bormaHoBmu u HacTosimeid JODKHOCTHOH —HHCTPYKIHEH,
MOPYYCHUSIMU TJIaBbl TOPOACKOTO OKpyra BOraaHOBHMY W 3aMECTUTENS TJIaBbl TOPOJCKOTO OKpyra —
PYKOBOAMTES annapara aIMHHUACTPALUU TOPOACKOTO OKpYTa.

VIL TIOPAJIOK CJTYXEBHOT'O B3AUMOJIEVCTBUA HAUAJIbBHUKA OTJIEJIA B CBS3U C
VCIIOJTHEHUEM UM JIOJDKHOCTHBIX OBSI3AHHOCTEN
C MYHUILIUITAJIBHBIMU CIIY)XALIIMUMU, 3SAMEINAIOHIIMMHU JOJDKHOCTHU
MYHULIMIIAJIBHOM CJIYXXEBI B AJIMUHUCTPALIM TOPOJICKOI'O OKPYT' A
BOT'TAHOBUY, MHbIX OPTAHAX MECTHOI'O CAMOYVIIPABJIEHMA, APYI' MU
I'PAXKJAHAMU, A TAKXKXE C OPTAHU3ALIUAMU, ITPEANPUATUAMU U YUPEXJIEHUAMUN

29. CnyxebHoe B3auMoieicTBUE HavanbHuKa OTaena B CBSA3HM C UCIIOJTHEHUEM MM JOJIKHOCTHBIX
00s13aHHOCTEHl C MYHUILIMNATIBHBIMU CIYXKAIIUMH TOTO >K€ CTPYKTYPHOTO MOAPA3JEIeHUs, HHOTO
CTPYKTYPHOTO IIOJIpa3/ieJIeHNs aIMUHUCTPALIUU TOPOACKOro okpyra borinanoBuy, ”HOro oprana MECTHOT'O
CaMOyNpaBlieHUs, TOCYIAapCTBEHHBIMU TIPXIAHCKUMHU  ciayxamuMmu  CBepanoBckoil — oOmactu,
3aMELAlNIMMKE  JOJDKHOCTH B TOCYJIApCTBEHHbIX opraHax (CBepanoBckol — o0nacT, HMHBIX
roCy/apCTBeHHBIX opraHax CBep/UIOBCKON o00nacTu, rpakJaHaMH a Takke C OpraHu3alusMHu,
HNPEANPUATHIMU M YUPEKICHUSAMH OCYIIECTBISAETCS Ha OCHOBE OOIIMX MPHUHIMIIOB CIYKeOHOro
MOBEJCHUS] MYHUIUNAIBHBIX CIY)KaIIUX U TpeOOBaHUM K CIIy)KeOHOMY MOBEACHUIO, YCTaHOBJIEHHBIX
crathelt 14.2 ®enepanbubiM 3ak0HOM OT 02.03.2007 Ne 25-D3 «O myHununaibHou ciryx6e B Poccuiickoi
denepanun», a TAKXe B COOTBETCTBHHU:

- KogexcoMm 3THKHM M Ci1y’KeOHOTO MOBEJEHUS MYHHUIMIAIBHBIX CIIY)KallUX T'OPOJCKOTO OKpyra
bornanoBu4, yTBEpKIEHHBIM IOCTAaHOBJIEHUEM IJIaBbl TOpPOJACKOro okpyra bormanosuu ot 12.10.2016
Ne 1842;

- [Tonoxxenuem 00 Otaene;

- UHBIMHU TIpaBOBbIMU akTamu Poccuiickoit deneparu u CBEpAIOBCKON 0071aCTH;

- HACTOSILEN JOJDKHOCTHOU MHCTPYKLIMEH.

30. Haganpauk Otnena OCYIIECTBISET CIY)KEOHOE B3aMMOJEHCTBHE B paMKax HCIOJHEHUS
JOJDKHOCTHBIX OOSI3aHHOCTEH, OINpesieleHHbIX B MyHKTe 20 HacTosed AOKHOCTHOM MHCTPYKIMH, C
MYHUITUTATBHBIME CITYKAIIUMH, 3aMEIAIONIAMHA TOJHDKHOCTA MYHHIIUTIAIBHOM CITYKObI B  IMHHUACTPAIIH
TOpPOJICKOTO OKpyra bormaHoBudY, MHBIX OpraHax MECTHOTO CaMOYIpPAaBIIEHUsS, IPYTMMH TpakJaHaMU, a
TaKXKe ¢ OPTaHU3AIUSAMHI, TPEANPUATHIMA U YIPESKICHUSIMU.

31. CnyxeOHoe B3auMoJieiicTBHe HauanbHUKa OT/eNa OCYIECTBIISETCS B CIEAYIONNX hopMax:

- 3amnpoc HMH(OPMALMOHHO-aHAIUTUYECKHMX MAaTepUalioB, CIPABOYHBIX JaHHBIX W HWHOU
uH(pOpMaINH;

- HampaBlieHHe WH(POPMANNOHHO-aHATUTHYECKAX MaTEepPHaJIOB, CIPABOYHBIX JaHHBIX W WHOU
uH(pOpMaINH;

- cOop nHpopManuu;

- KOHCYIIbTaIlus;

- 00CYyXXJIeHHEe TTPOCKTOB MIPABOBBIX AKTOB;

- B UHBIX (popmax.
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VII. IEPEYEHb MYHUITUITAJIBHBIX YCIIVT,
OKA3BIBAEMbBIX I'PAXIIAHAM U OPI'TAHU3ALUAM

32. B npenenax cBOMX MHOJHOMOYMM HayanbHUK OT[ena OKa3bIBA€T MYHULIMMNAIbHBIE YCIYTH
rpaKJaHaM W OpraHU3aIUsAIM B COOTBETCTBHU C aIMHUHHUCTPATUBHBIMU PErJiaMEHTaMU aIMUHHUCTPAIUN
TOpPOJICKOTO OKpyra borianoBuy o npeaocTaBiIeHUI0 MyHUIIUTIATbHBIX YCIIYT.

33. Havanpuuk Ortnena mOpUHUMAET YydyacTHe B mpeaocTtaBieHur OTAeoM CIeayOMMUX
MYHUIUIIATBHBIX YCIIYT:

- «Bplmaya Komuit apXMBHBIX JIOKYMEHTOB, TTOJATBEPKIAIONINX IIPABO HA BIIAJICHUE 3eMJICH»;

- «lIpenocraBnenue apxXUBHBIX CIPABOK, AapXUBHBIX  KOIMHM, apXWUBHBIX  BBINHUCOK,
MH(POPMAITMOHHBIX MTUCEM, CBSI3aHHBIX C peain3alliell 3aKOHHBIX TIPaB U CBOOO TPaKaaH».

IX. TIOKASATEJIN SOPEKTUBHOCTU U PE3YJIbTATUBHOCTH [MTPO®ECCHUOHAJILHOU
CJIIV>XKEBHOU AEATEJIBHOCTU HAYAJIBHUKA OTZAEJIA

34. IlpodeccuonanpHas CiryxeOHast EATEIBPHOCTh HadalbHUKAa OT/eNa OIIEHWBACTCS HAa OCHOBE
OIIPEIETICHUSI €r0 COOTBETCTBHS KBAaJM(DPUKAMOHHBIM TPEOOBAaHHAM IO 3aMEMIaeMOil JIOHKHOCTH
MYHUIIUTIATBHON CITYKOBI, €r0 y4acTHs B PEIICHUH MOCTaBJICHHBIX mepen OTAENOM 3a/1ad, CIOKHOCTH
BBITIOJTHSIEMON MM AEATENBHOCTH, €€ 3()(hEeKTHBHOCTH U PE3yIbTaTHBHOCTH.

35. Pe3ynbraThl NpodeccCUOHANBbHON CIIY)KEOHOU 1eATENbHOCTH XapaKTEpPU3YIOTCS CIAEAYIOIUMHU
MIOKa3aTeISIMH:

- KOJIMYECTBO BBIIIOJIHCHHBIX pa60T;

- Ka4eCTBO BBIIIOJIHEHHBIX paloT;

- CJIOXKHOCTB BBIITIOJTHECHHBIX pa60T;

- CO0JTI0/IeHNE CPOKOB BBITIOIIHEHHS PadOT.

36. CnoxHOCTh PO(EeCCUOHATIBHON CITYKEOHOM NeATENbHOCTH XapaKTEpU3yeTCsl CIEAYIOIUMU
MIOKa3aTeISIMH:

- CJIOKHOCTh 00BEKTa MyHUIIUIIAJIBHOTO YIIPABICHMUS;

- XapakTep M CI0KHOCTh MPOLECCOB, MOAJIEKAIINX MyHULIUIAIBHOMY YIIPABJICHUIO;

- HOBHM3HA PaboT;

- pa3HOOOpa3ue U KOMIUIEKTHOCTb PadoT;

- CaMOCTOATCIIbHOCTD BBITIOJIHCHU S CJ'IY)KC6HBIX 065[3aHHOCTeI\/’I;

- IONIOJTHUTEIbHAS OTBETCTBEHHOCTD 33 MIPUHATHE HEaleKBATHOTO YIPAaBIEHYECKOTO PEILICHHS.

CornacoBaHo:

3amMecTuTeNb TIaBbl TOPOJICKOTO OKPYyTa - PyKOBOJIMUTENb arrapara
aJIMMHUCTPAIINH TOPOJICKOTO OKpyTa

«_» 202 roga (H.C. TennoyxoBa)

(monuce)

HavansHuk ropuanyeckoro otaesna
«_» 202 roma (1.B. Tlomog)

(Troxrvcs)

HavansHuk apXuBHOTO OT/IENa
« _» 202 roma (H.A. Ctropm)

(moxnuce)




IIpunoxenue

K JIOJPKHOCTHOM MHCTPYKIIUU
HavyaJIbHUKA apXUBHOTO OTJIENa
aIMUHHUCTPAIMU TOPOJICKOTO OKpyTa
bormanoBuu

JIMCT O3HAKOMJIEHUA .
C JOJDKHOCTHOM MHCTPYKIMEU

1/

0)5(0)

[ara u HOMep
pacrnopsiKeHHs 0
npueMe Ha
MYHUIIUTIATIEHYIO
Cy0y U Ha3HAYCHUHU
Ha JIOJDKHOCTD

Jlata u HOMED
pacriopsbxeHus 00
YBOJILHEHUH C
ITognuce MYHULUIIAJIBbHON
CITYKOBI U
OCBOOOXJAEHUU OT
JIOJIKHOCTHU




