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1. O0mue moJI0KeHUA

1.1. HauMeHoBaHHE CTPYKTYPHOIO  MOApa3JElICHUS  aIMUHHUCTPAlMU:  OTACI
a[MUHHCTPATUBHOM MPaKTHKK (manee - OTAEN) YIPaBICHHS aAMUHHCTPATHBHOW MPaKTUKU U
KOHTPOJIS aJMHHUCTpAIUU FOPOJICKOro OKpyra ToNbATTH (najee — ynpasieHue).

1.2. Othen ¢o3gaH B COOTBETCTBHM C PAacHOPSXKCHHEM - aIMHHHCTPALMU T'OPOJICKOTO
okpyra Tompsartr oT 31.05.2017 1. Ne 4244-p/1 «O BHECCHHH W3MEHEHWH B PacCHOpSIKEHHE
aJMMHMCTpAIAK Topoackoro okpyra Tomesarra oT 10.05.2017 r. Ne 3551-p/1 «O6 yTBep)KneHUH
- OpTaHU3AIMOHHOM CXeMbI (yHKIIMOHATIBHOTO MOJYMHEHMS M COCTaBa OPraHOB aIMUHUCTPAIMH
TOPOJICKOTO OKpyra TombATTIY.

M3MeHeHne cTaTyca, CTPYKTYpHl M IPEKpAaleHHE IEITeNBHOCTA OTHela B COCTaBe
yOpaBJIeHHUs OCYIIECTBISIETCS Ha OCHOBAHMU DAaCIOPDHKEHMS aIMUHUCTPAUH TOPOJCKOro
okpyra TonbsATTH.

1.3. Otaen HEOCPEACTBEHHO IIOAUUHAETCS PYKOBOJUTENIO YIIPABICHMS.

1.4. OTgen oCyIIECTBIIET CBOIO JesATENbHOCTh Ha ocHoBe KomctuTynuu Poccmiickoit
denepanuy, 3aKOHONATENBHBIX ¥ WHBIX HOPMATHUBHBIX IIPaBOBBIX aKTOB PoccHiickoii
®enepanun, Camapckodl 007acTH, MYHMIMIATBHBIX IIPABOBBIX aKTOB TI'OPOJICKOTO OKpyra
Tonbartu, Ilomoxxenms 00 ympaBieHUM aIMHUHUCTPAaTHBHOM INPaKTUKA M KOHTPOJIS
aJIMHHUCTPAIAN TOpoacKoro okpyra TonbarTy 1 Hactosmero ITonoxenus.

1.5. IlItaTHOE pacmMCcaHue M YCIOBHS OILIATHI TPYAa PAGOTHUKOB OTZENA yTBEPKIAIOTCS
rnaBoii ropoackoro okpyra Tomestru. Ilombop © paccTaHOBKa KaIpoB B OTICIC
OCYIIECTRIIACTCS KaIpoBOi CiIyXO0H aIMUHUCTPALKMY 10 COrTIACOBAHUIO ¢ HAYaIbHIKOM OT/AEINA
U PYKOBOJUTEIIEM YIIPABIICHUS.

1.6. TTonoxenne o6 otrmene pa3pabaThiBaeTCs HAYAJBLHUKOM OTHENIa M YTBEPXKIACTCA
MPUKa30M PYKOBOJIUTEJIEM YIIPABICHHS.

Hactosimee IlomoxeHne m3MeHsETCS B COOTBETCTBHM C HM3MEHEHHEM LeJeH, 3amad,
¢byHK1HH, TPaB M OTBETCTBEHHOCTH, BO3JIOKEHHBIX Ha OT/EIL.

1.7. Mecronaxoxnenue otnena: 445020, Poccuiickas denepanus, Camapckas 061acTs,
r. TonmpsartH, yin. benopycckad, 33.

2. OcHoBHBIE IEJTH U 320a491 OTXEJA

2.1. OCHOBHOH IENBIO AEATENLHOCTH OTHea SBISETCS: OpraHu3anus paboThl IO
HCIIOMHEHUIO JEHCTBYIOMETO0 aIMHHUCTPATUBHOIO 3aKOHOHATENLCTBA, IPEXYIPEKICHUIO
a[IMUHMCTPATUBHBIX IPABOHAPYIICHUH Ha TEPPUTOPHH T'OPOACKOro OKpyra TONBATTH, a Takke
obecreueHue eATENHHOCTY aIMUHUCTPATUBHEIX KOMUCCHH pailoHOB.

2.2. It DOCTHKEHHS NOCTABIECHHON LENM OTAENTY HeOOXOMMMO PEINEHHE CIIeAyIOIIIX
3a/ad: .
2.2.1. Oka3aHWe TIPaKTUYECKOM M METOAUYECKOH IIOMOIIHU mo obecIeYeHnIO
JIEATEILHOCTH aMIUHUCTPAaTUBHBIX KOMUCCHA.

2.2.2. Texumueckas o00paboTKa IIOCTYIIMBIIMX Ha aIMHHMCTPATHBHBIE KOMHCCHHI
MaTrepraoB; OpraHu3aIys IPOBEICHNS 3acelaHuil aIMUHUCTPATUBHEIX KOMUCCHH.

2.2.3. C6op u yuer HHGOPMALKOHHBIX, CTATUCTUYECKUX M aHAIMTUYECKUX MaTepUAIOB
[0 AEATENBHOCTH aJIMUHMCTPATHBHBIX KOMHUCCHH, TOJTOTOBKA MaTEpHaloB AN ITyOJIMKAlluU B
CpencTBax MaccoBoi HH(OpMaIHH.

2.2.4. KoopauHaius neficTBUil 10 0OpalleHusIM, COAEPKAIMM CBEACHUA O COBEPIICHUN
aJIMHHUCTPATHBHBIX IPAaBOHAPYIICHU.

2.3. Ouenka 3()()EKTHBHOCTH IEATEIIBHOCTH OTHENA OCYIIECTBIIAECTCA Ha OCHOBaHHU
nokasareineit 9¢p(GeKTUBHOCTH U (WIM) pe3yJIbTaTHBHOCTH €0 JEATENbHOCTH, YTBEPXKIAEMBIX
MPUKAa30M PYKOBOJIUTEIS YIIPABICHHS.




3. MOyHKUOHH 0THeIa

3.1. Jlnsa pemenus 3agaun Ne 2.2.1 «Oxazanue NpakTHYECKOH ¥ METOAUYECKON TOMOIIHN
0 00ECIIEUEHHIO IEATENBHOCTH aMAHUCTPATHBHBIX KOMUCCHUID» OTHEN BBIMONHSAET CIETYIOIIHE
GyHKIUU: .

3.1.1. TlpencraBisieT Ha yTBEPXKICHHUE IIaBe TOPOACKOro okpyra TONbATTH CIIHCOYHBIN U
IIEPCOHANBHBINA COCTaB aIMUHUCTPATHUBHEIX KOMHUCCHIA.

3.1.2. AHamu3upyeT W3MEHEHHUS B aJMAHUACTPAaTUBHOM 3aKOHOJATEILCTBE M JOBOIUT JIO
. CBelleHMSI  JOJDKHOCTHBIX  JIMII,  YIOJHOMOYEHHBIX  COCTAaBIATH  INIPOTOKONBI 00
a[MUHMCTPATUBHEIX IIPABOHAPYIICHUSAX, HEOOXOAMMYIO0 HH(pOpMamuio IO COCTaBICHHUIO
IIPOTOKOJIOB.

3.1.3. IloaroTaBnmuBaeT MaTepuaisl Uil IPEICTaBIeHH 10 3aIpocaM Cyaa o BoImpocam
00’KaI0BaHMS ITOCTAHOBJICHUH aIMIHUCTPATHBHEIX KOMUCCHIA.

3.1.4. OGecrneurBaeT y4eT U XpaHeHHE el 00 aIMUHHUCTPATHBHBIX IIPaBOHAPYIICHUSX,
PacCMOTPEHHBIX aJIMUHUCTPATUBHBIMA KOMUCCHSIMH.

3.2. Ona pemenms 3amaun Ne 2.2.2 «Texnuueckas oO6paboTKa NOCTYNMBIIAX Ha
aJMUHUCTPATHBHEIE  KOMHCCHH  MaTepHaloB; OpraHM3allus  IPOBEJCHUA  3aceTaHuid
a[MEHMCTPATUBHBIX KOMUCCHIY OTHEN BEIIOIHAET ClIeyromue QyHKIUM:

3.2.1. OGpabarsiBacT BXOAAIIYI0O U UCXOIAIIYI0 MHGOPMALKIO 10 aJMHUHHMCTPATUBHBIM
IIPaBOHAPYIICHUAM.

3.2.2. BHOCHT B aBTOMATH3UPOBAHHYIO IPOrPAMMY «AZ{MI/IHI/ICTpaTI/IBHaS{ KOMHUCCHSI»
nHpopMaIo 06 aMIHUCTPATUBHEIX IIPABOHAPYIICHHUSIX.

3.2.3. OcyiecTBIsgeT TeXHHUECKYI0 00paboTKy U OTIPaBKy IIOYTOBOM KOPPECIIOHICHITNH
aJIMAHUCTPATUBHBIX KOMHCCHH.

3.3. Jlns pemenus 3amaun Ne 2.2.3 «C60p u ydeT HHOOPMAIMOHHBIX, CTATUCTHYECKAX U
AHAIUTUYECKUX MATEPHAJIOB IO JESTENbHOCTH aJIMHHHUCTPATHBHBIX KOMHCCHH, IOArOTOBKA
MaTepyajioB I IyOJHMKaIlid B CPEICTBAX MacCOBOM HMHGpOpPManuu» OTAEI BBITOTHSCT
ciexyronue QyHKITIU:

3.3.1. Bemer craTucTHKy 00 aIMHHHMCTPATHBHBIX IIPABOHAPYIIEHHSAX Ha TEPPUTOPUMN
rOpOJICKOro OKpyra TonpsaTTH.

3.3.2. IlpoBomuT CpaBHUTEJBHBIA  aHANU3  MUCIOJHEHHA  AIMHUHUCTPATHBHOTO
3aKOHOJATENIbCTBA Ha TEPPUTOPHH FOPOACKOro OKpyra TOIBATTH.

3.3.3. T'otoBuT wuHpOPMAIMIO O JCATEIBHOCTH aJMHHHMCTPATHBHBIX KOMHCCHHA IS
IyOJIMKAIAY B CPEICTBAX MacCOBOH HHPOPMALIUH.

3.3.4. OcymecTBisier pasMelieHre HHGOPMaNUM O AEATEIBHOCTH aJAMHHUCTPATUBHBIX
xoMuccuii Ha OduruansHOM mopTaiie aAMIHUCTPAMU TopoJcKoro kpyra TompaTTa.

3.4, Jlna pemenus 3amaun Ne 2.2.4 «KoopauHamus JeHicTBHH IO OOpaleHUsM,
COIEpKAIl[UM CBEICHUS O COBEPIICHMH aJMUHMCTPATUBHBIX IPAaBOHAPYIICHUID) - OTHEN
BBITTOJTHSET CIIeAYIoNe (QyHKIUN:

3.4.1. OcymecTBaseT MpUeM TIpaXJaH IO BOIPOCAM, OTHOCAIIMMCA K KOMIICTCHIMH
OTAeNA.

3.4.2. Benet yueT obpariieHuil 1 3asBICHUN QU3UYUECKUX U IOPAINYECKHX JIMIL.

3.4.3. OcymectBuser MOHMTOPHMHT COOJIIOZIEHMS 3aKOHOJaTeNlbcTBA B cdepe
aIMUHUCTPATUBHOTO IpaBa Ha TEPPUTOPHU FOPOJICKOro okpyra TomsarTy.

3.5. Jluist peneHyst BO3IOKEHHBIX Ha OTIEIN 3aad BBIIOIHSET CleAyrolye QyHKIIH:

3.5.1. OcymecTBiseT paboTy IO KOMILUIEKTOBAHUIO, XPAaHEHHIO, YUETY ¥ MCIIOJB30BAHUIO
ApXUBHBIX JOKYMEHTOB, 00pa3yIOIUXCs B IPOILECCE AEATENBHOCTH OTAENA.

3.5.2. Pa3zpabarbiBaeT MpOEKTHl MyHHUIMNAIBHBIX IIPABOBBIX aKTOB I'OPOACKOI0 OKpyra
ToneaTTH MO BOoIpocam, BXOJAIIKAM B KOMIIETEHIIUIO OTAENA.

3.5.3. Opranu3syer ¥ KOHTPOJUpPYyeT paboTy 110 pacCCMOTPEHUIO U IOATOTOBKE OTBETOB Ha
OUCHMEHHBIE oOOpamieHus (U3NYEeCKUX M IOPUAWYECKMX JIHI[ B CPOKH, YCTaHOBICHHBIC
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PernameHnTOM HOKyMEHTOOGOPOTAa M JEIONPOU3BOACTBA B aJMHUHHUCTPALMU T'OPOJCKOr0 OKpyra
TonesarTH.
3.5.4. Oprauusyert paboty ¢ mrokymenramu B COJI «Jlemo».

4. Crpykrypa oTaenaa

4.1. Ornen He UMEET B CBOEM COCTaBE CTPYKTYPHBIX IMOIPa3/ICIICHUH.

5. PyxoBoACTBO OTIEJIOM

5.1. Otaen BO3MIIABISET HAYAIGHUK OT/IENA.

5.2. OcHOBHBIE MOJHOMOYMS HaYaJlbHUKA OTAENA JJIS BEIIOJIHCHHS BO3JIOXKEHHBIX Ha
OTJIeN 3a1a4 U (PYHKITHIA:

- opramm3yeT paboTy oOTHeNna, OCYHIECTBISET KOHTPOIb 3a €ro JAEATeIbHOCTEIO,
yTBEpP)KIAeT €ro IUIaHOBBIC MOKAa3aTelnud pabOThI, OCYLIECTBJIAET OOIIee METOAMIECKOE
PYKOBOJICTBO pabOTOi, KOHTPOIUPYET U aHAIU3UPYET €€ COCTOSTHHUE;

- IPOBOJIUT pasrpaHuveHe KOMIIETCHIIUY U paclpesenseT 3a1aHus MeX Iy paboTHUKaMu
OTHeNa; ‘

- BHU3HPYET MPOEKTHl HOPMATHBHBIX IIPABOBBIX AKTOB, IOMAMMCHIBAET IJOKYMEHTHI B
mpezeaax CBOeil KOMIIETEHITUM;

- BHOCHUT HA PacCMOTPEHHE PYKOBOAHUTENS YIpaBlIeHUS IPEAJIONKEHUS IO BOIIPOCaM,
BXOAIIIM B KOMIIETCHIIHIO OTIEA;

- OCYIIECTBISET B3aWMOJCHCTBHE C BBIMECTOSANIMMU PYKOBOAUTEISMH, a TaKxkKe C
JOPYTUMHU OpraHaMy (CTPYKTYPHBIMH ITOJpPa3sAEICHUAME) aIMUHHUCTPALUH, TOCYAapCTBEHHBIMH
OpraHamy, OpraHaMH MECTHOTO CaMOYIpaBJICHHS, YYPSKICHUAMH, IPEAIPUATHAMA U
OpraHU3aIMsIMU TOPOJICKOTO OKpYTa B IIpefenaX KOMIETEHIIUY OTAETA;

- IIpM mpHeMe Ha pabory paboTHuKa (BHeceHMM m3MeHeHmii B [lomoxenue o6 oTrene)
3HaKOMHT ero ¢ [TomoxxeHueM 06 OT/IENe Mo POCIUCH.

5.3. B coorBerctBun ¢ Koncrturynueit Poccuiickoit @enepanuy, 3aK0OHOAATENBHBIMA
1 MHBIMM HOPMATHBHEIMH IIpaBoBbIME akTamu Poccuiickoit @eneparun u Camapckoi o61acTy,
MYHHUIMIIATBHBIMEI [IPABOBBIME aKTaMM TOPOJCKOT0 OKpyra ToNbATTH Ha4aJlbHMK OTHEa HECET
OTBETCTBEHHOCTD 3a:

- CBOGBPEMEHHOCTH W KayeCTBO BBHINNOJHEHWS IDiaHa paboT M IHOKa3zaTelnen
PE3YIBTaTHBHOCTH JESTENFHOCTH OTAENA;

- COCTOSTHHE TPYXOBO# 1 IpodeccroHanbHON AUCIUIUIMHEI CPEAY OAYHMHEHHBIX;

- IpUYHHEHHE MaTepHaIbHOTO ymepba - B Ipeienax, ONpPEcICHHBIX ACHCTBYIOLIMM
TPYXOBBIM U I'PaXXTaHCKUM 3aKOHOJATEIbCTBOM;

- IPUHSATHE PEIIeHUH, a TaKkXKe pa3paboTKy U (MIIM) BUHPOBAHKE IIPOEKTOB JOKYMEHTOB,
MPOTHBOpEYANINX JACHCTBYIOIEMY 3aKOHOIATENBCTBY M MYHHUIMIAIBHBIM IIPABOBBIM aKTaM
TOpOJCKOro oKkpyra TonpsaTTH; )

- HEUCIIONHEHHE WIM HeHaJIexKallee UCIOTHEHHE CBOUX JOKHOCTHBIX 00S3aHHOCTEH,
H3JI0KCHHBIX B IOJDKHOCTHON MHCTPYKIUY HavyaJIbHHUKA OTIEINA.

HauvansHuk otnena
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