               ГЛАВА  МУНИЦИПАЛЬНОГО  ОБРАЗОВАНИЯ

ПЕЧЕНКОВСКОЕ   СЕЛЬСКОЕ  ПОСЕЛЕНИЕ

                                  П О С Т А Н О В Л Е Н И Е 

от  15.03.2006г. № 6

Об утверждении регламента 

Администрации Печенковского

сельского поселения  Велижского

района Смоленской  области

           В целях деятельности Администрации Печенковского сельского поселения  Велижского  района  Смоленской  области, руководствуясь Уставом муниципального образования Печенковское  сельского поселение.

п о с т а н о в л я ю:

1. Утвердить прилагаемый регламент  Администрации Печенковского сельского поселения.

                                                                                                          В.Л.Сидоров
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PETJIAMEHT
AaMuHHCTpaUHH ITeyeHKOBCKOro CeIbCKOro MoceaeHHs
Benuxkckoro paiiona CmoseHckoi 06aacTn

1. OGmHe moJ1okKeHH

1.1. Hacrosmuii pernmameHT AnMuH#HCTpauMM IleueHKOBCKOrO CelbCKOro
nocenennst Bemmkckoro paifona CmoneHckol obnacti (manee Takxke - Permament)
onpezenseT OpraHU3alUUI0 PaboThl M JAOKYMEHTALHOHHOE OOecleueHne AeATENbHOCTH
AIMHHHCTpAlLMH CeNbCKOTo ToceNeHHss Bemmwkckoro paiiona CMoneHckoli o6macTH
(nanee Takxe - AJMUHHCTpalUs). PernameHT sABJSETCS HOPMAaTHBHBIM JOKYMEHTOM,
peryIupylomuM MOPSAOK AEATENBHOCTH AJMMHMCTPAldM, HOPSAOK [OATOTOBKH
IIPOEKTOB HOPMATHBHBIX TMPABOBBIX 4KTOB [7aBel MyHMUMNANBHOrO 06pPA30BAHHA
[leyenkoBckoe cenbekoe MoceneHue Benmxcekoro paiiona CMonerckoli obnactu (ganee

TaKke - [naBa MyHHLIMNaneHOro 00pa3oBaHWst) W paboThl ¢ JOKYMEHTAMH B
AnMHHHCTpanuy.

1.2. AIMHUHHCTpaIMs OCYILIECTBIISIET CBOK JEATEILHOCTH B COOTBETCTBHH C
Koncturynneit Poccuiickoit DPenepanum, tenepanbHbIM u 00nacTHBIM

3aKOHOJATeNILCTBOM, HOPMATHEHBIMH IIPABOBBIMM aKTAMM MYHMUHUNAIBLHOTO paioHa,
YcTaBoM MyHALMIIANEHOTO o6pasoBaHus [TeueHKOBCKOE cenbCkoe MoceneHue (nanee —
YcTaB noceneHus) W HaCTOSILUM PernaMeHTOM.

1.3. AIMHHHCTpaUMs SABISETCS HCIONHUTENLHO-PACTOPAAUTENBHEIM OpPraHoM
MyHUUMNATbHOTO 00pasoBaHus [ledeHKOBCKOE CcembcKoe nocesieHue (manee —
Hocenenue) n obecnieuuBaeT peanrusalHio BONPOCOB MECTHOTO 3HAUEHHMS B Ipejenax
CBOUX IIOJIHOMOYHMH, MPENYCMOTPEHHbBIX 3aKOHOAATENBCTBOM H Y CTaBOM IIOCETIEHHS.

1.4, PyxOBOACTBO  JAEATENBHOCTBIO AJMHHUCTDALMH OCyIlecTBAseT I JaBa
MyHHIIMIATEHOTO 00pa30BaHUS  Ha NPHHLMIAX EIMHOHAYANHS B COOTBETCTBHU C
VYcraBoM mocesneHusl.

1.5. T'naBa MyHHLIMIANEHOTO OOPAa30BAHMS OIpeE/EIieT OCHOBHBIC HAMpaBIEHHs
HeATeSBHOCTH AIMMHHUCTPAlNK, OPTaHU3YeT, KOOPAHHHUPYET H KOHTPOJUPYET €€ pabory
B COOTBETCTBHH C YCTaBOM [TOCEJIEHHUSI.

1.6. O6s3aHHOCTH pabOTHHUKOB AJMMHHCTPAIMU PEFYTUPYIOTCH JIOKHOCTHBIMH
HHCTPYKUHSMM, KOTOpbie YTBEPXKIAIOTCA pachopspKeHHeM [ J1aBel MyHMLMIANBHOTO
obpazoBaHus.
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1.7. OcHOBHBIMU (I)OpMaMI/I ACATCIIbHOCTU AI[MI/IHHCTpaLU/II/l SABJAIOTCH
€XKEMECAYHBIE COBELIaHUS, OII€paTHBHLIE COBELIaHHA, 3aceJaHUs KOJImeruajabHbIX
OpraHoB IpH A,Z[MI/IHHCTpauPII/I, CEMHUHApbI, Ha KOTOPBIX paccMaTpuBaroTCs BOIIPOCH]
MECTHOI'0 3Ha4yeHUs HOCGHGHHSI, COCTOAHHE BBINOJIHEHHUSA NporpamMMm  ColHaILHO-
3KOHOMHUYECKOTO pa3BUTHA Iocenenus U IUJIaHOB pa60TbI A[IMHHI/ICTpaLlI/IPI,
NPUHHMAaIOTCSl peMIEHUs 11O OIEePAaTHBHBIM BOIIpocaM.

2, IlnannpoBanue AesITeALHOCTH Aavuunctpannu [Mevenkosckoro
CeJILCKOro mocesienns Beamxcekoro paiiona Cmonenckoii o6iacru

2.1. OOHMM U3 OCHOBHBIX OPraHU3alHOHHO-TIPABOBBIX METONOB JEATENbHOCTH
AJIMMHHCTPALIMK MO OCYILECTBIEHHIO 3aKpEIUICHHBIX 3a Hel QYHKUMHE ¥ nosiHoMouuit
SIBIIAETCS NIIaHUPOBAHHE,

2.2. Pa6orta AnMuHMCTpanuu CTPONTCS HAa OCHOBE MMEPCHEKTUBHOIO M TEKYIEro
IIIaHUPOBAHHA.

2.3. TlepcuexkTuBHBIH mnan paboTBl  ANMHHHCTPAaMM — CcOCTaBifeTcss Ha
KaneHAapHBIA rof U yrBepxaaetcs [ nasoii MYHHUHMMATEHOrO0 06pa3oBaHusl He MO3fHEe,
4eM 3a 10 paGouux nHeit 10 Havana mIaHUpyeMoro roja.

24. Texymmit mwian paGoTsl AZIMAHHCTPAIMH COCTaBISETCH HA Mecsl W
dopMHpyeTCs Ha OCHOBE NMEPCIEKTHBHOIO MNiaHa AIMMHUCTpALMY, — yTBepXkaeTcs
I'nasoil MysnunantsHoro oGpasosanus He no3aHee, 4eM 3a 5 paGouux AHel no Hauana
MUIAHUPYEMOTO MecsIia.

2.5. Tlpu NOArOTOBKE MPOEKTOB MNAHOB paboTel AJIMMHHCTPaUMK YYHTHIBAIOTCA
npennoxenus Cosera fenyTaToB ITeHeHKOBCKOrO CENBCKOrO MOCETEHUS Benmxckoro
paiiona CmoneHckol ofmacTi (nanee Takxke - Coper JIeTyTaToB), pPYKOBOAMTENEH
MYHHUMNATBHBIX  [PCATPUATHR M yUpeXAEHHHN, TEPPUTOPHANLHOTO OOLIECTBEHHOrO
CaMOyNpaBIeHUs M OOLIECTBEHHBIX OObEANHEHHH, PACIONONKEHHBIX 1 JEACTBYIOLINX Ha
TEpPpUTOpUH TIAHHOrO MyHHIHMTIANIBHOTO 0GPA30BAHMS, @ TaKkKe IpaX/IaH, TIPOXHUBAKOILMX
B yKasaHHoM [locenennu.

Tlpeanoxenns AOKHBI comepsKath MOTHUBHPOBKY HEOOXOIMMOCTH BKIIHOUYEHHS
KOHKPETHBIX MEPOTIPHATHH B MNPOEKT [aHa paboTh! AznMunvcTpauuy,  obiyro
XaPAKTEPHCTUKY M OCHOBHBIE I10JIOKEHHS NPEeINaraeMoro K PacCMOTPEHMIO BOIIPOCa,
HOPMATHBHYIO MPaBOBYIO 6asy, CBA3AHHYIO C PACCMATPHBAEMBIM BOTPOCOM, YKa3aHHe Ha
BOSMOXHBIC CDOKH HX pPacCMOTPEHHs, a Takxke COAEPXKath OPEUIOXKEHUS 06
OTBETCTBEHHBIX 32 MOATOTOBKY BOMPOCA JIHLI.

2.6. TpoekTs! MIaHoB paboTsl AIMMHUCTPALMK FOTOBUT CIIELMANHCT (MeHenKep)
W MpeAcTaBiser IiaBe MyHMUMIATbHOro o6pa3oBaHusi Ha YTBEDXKIEHHE B CPOKH,
YCTaHOBJIEHHBIE B T.I1. 2.3 1 2.4,

2.7. Obmee pyKoBOZCTBO MO COCTABACHHIO IPOEKTOB  MNAHOB  paboTsl
AIMUHUCTPAlIM M KOHTPOIb 33 MX  BbIIOJHEHHEM ocyuectsisier [1aBa
MYHHIMNATIBEHOTO 00pa3oBaHys.

2.8. Ilepenoc cpokos PaCCMOTPEHUS WIIM HCKIIOYEHWE W3 IIAHOB paboThl
AIMHHHCTPALKH 3aITAHHPOBAHHbIX BOIMPOCOB NPOU3BOAUTCS TOJBKO ¢ corjtacks [ aBsl
MYHULANIATEHOTO 06pa30BaHus, a B €r0 OTCYTCTBHE — JIMNA, ero 3aMELIAIOIIETO, B CPOK
He MeHee 3 pabouuX Hel 10 1aThl paccMOTpeHHs YKa3aHHBIX BOIIPOCOB.
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2.9. Y TBepXaeHHbIe ['naBoll MyHHUMNATILHOrO  OOpa30BAHUS  [UIAHEI
paboTel AIMMHHCTPAlMH BBIBELUIMBAIOTCH B MecTax OOHAPOAOBAHMS MYHMLUMATBHBIX
IpPaBOBLIX aKTOB (B 3MaHuM AjMuHUCTpauuy, B JloMe KynbTypel, OubanoTtexke,
marasunax, @Al u ap.) i uHGOPMUPOBaHUS HACEIEHHUA.

3. HOpSl)IOK NOATOTOBKH, NIPHHATHA H PErHCcTpallun NOCTAHOBJIEHHH H
pacnopmlcemlii I'1aBbl MYHHLUHIIAJILHOIO 06pazosaﬂnﬂ IMeuyenkoBckoe cebekoe
nocejJIcHHe

3.1. I'naBa MyHULMNANBHOTO 00pa30BaHus B pefieNiaX CBOUX MMOTHOMOUMM H3AaeT
TIOCTaHOBIICHHS U PACTIOPSIKEHUS.

IpaBoBele aKThl, HWMEIOLIME HOPMAaTUBHEIN XapakTep, wu3jalotrcs B Qopme
nocTaHoBNeHHH ['1aBEl MyHHLUNIAIBHOTO 00pa3oBaHus (faliee TakKe —~ NOCTaHOBJIEHME).

IlpaBoBrle aKTBl IO BONpPOCAM TEKYLIEH JeATeIbHOCTH AAMHHUCTPALMH,
KaJpOBBIM W JIPYTUM BOIPOCAM, HE HOCAIIMX HOPMAaTHBHOTO XapakTepa M3JAloTcs B
dopme pacnopsxeruit ['naBel MyHUuMnansHOro o6pasoBanms (fanee Takke —
PacIOpsUKEHHeE).

HopmaTuBHBIMH ABISIOTCS NPaBOBbIE aKThl, U3JaHHble [ NaBOM MyHHIMIAILHOTO
00pasoBaHHsi B IpelellaX CBOel KOMIIETEHUMH M HAMpaB/€HHbE Ha YCTAHOBIEHME,
U3MEHEHHWE WM OTMEHY IIpaBOBhIX HOpM. IlpaBoBbIMH HOpMamu SBISAIOTCS
obmeobs3aTensbHple  NPEANUCAHMA  TIOCTOSHHOTO WM BPEMEHHOTO  XapakTepa,
paccYMTaHHbIE HA MHOTOKPATHOE NIPUMEHEHNE H HEONPeAeNIeHHbIH KPYT JIHIL.

3.2. TIpoeKThI NMOCTAaHOBNAECHUA U PACMOPSIKEHHH MOTYT BHOCHTBCS AE€IyTaTaMH
Copera nenyTaToB, OpraHaMd TEPPHUTOPHANBHOTO OOLIECTBEHHOTO CaMOYIpPaBicHHUS,
WHHLATHBHBIMH TPYIIIIAMH PaxJaH.

3.3. TlpoexThl NOCTaHOBJACHHH M PpacHOPSHKEHUN BHOCITCS Ha PACCMOTPEHHE
I'naBel MyHMLMDAJNBHOTO 0Opa3oBaHHA ¢ TNOSCHUTENLHOH 3aMUCKOM, CoAepauei
KpaTKoe H3JOKEHHE CyIIecTBa akTa, HeoOXoaumoe OOOCHOBAHWE M AHANHTHYECKHE
MaTepHanbl C [IPOrHO30M OXHJAAEMBIX COLHAIBHO-DKOHOMMYECKMX HIIH  HMHBIX
MOCNEACTBUH NX peaTu3aliui U NMOANNCAHHOH aBTOPOM NMpOeKTa.

3.4. TlpoexThl MOCTaHOBICHHWH HIM DAacHOpPsIKEHUIH HOJDKHBI MMETh KpPaTKH
3aroJIOBOK, COAEPKALLINH OCHOBHYIO MBICIIB JOKYMEHTa.

3.5. IlpoexTsl MOCTaHOBNEHUH AOMKHBI MMETh JIAKOHMYHYIO MOTHBHPOBOYHYIHO
9acTh, COJAEPXKALLYIO KPaTKOE OMUCAHUE CUTyalUH, BLI3BABIUMX MPUHHHBI pa3paloTKu
MOCTaHOBJIEHHS], CCBIIKM HA HOPMAaTHBHBIE JOKYMEHTBI.

3.6. IIpoeKTsI pacropsKEHHH, MOTYT UMETh MOTHBHPOBOYHYIO YacTh, 4 B Cilyyae
€€ OTCYTCTBHS JOJDKHBI COCTOSTh W3 MOCIENOBATE]bHO [POHYMEpPOBAHHbBIX MYHKTOB,
HAYMHAIOIMXCA C JIarofloB B NOBENMTENbHOM HAKJIOHEHUH, HAlpUMEp: «pa3pelinTby,
«YTBEPIHUTHY», KYCTAHOBHTHY U T.IL.

3.7. TlyHKTBl NpPOEKTOB NOCTAHOBICHHH H PpACHOPSEHHH, HMEIOIME LIENbIO
YCTaHOBUTH TIOPYYEHHS TEM MM WHBIM MCTIOJHHTENSAM, JOKHbI COJAEPKATh TOUHOE H
HOJIHOE HAUMEHOBAHUE YUPEXKACHHUS (OpraHU3alUH, NPEATIPUSITHS U T.1.), HCIIONHHTENS
U CPOKH HCITOJIHEHUS ITOPY4eHHUH.
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3.8. B saBepmaiomleM IYHKTe IPOEKTOB TOCTAHOBJNEHHI U pacropsKeHui
OTIPEACNACTCH NO/KHOCTHOE JIMIIO, HA KOTOPOE BO3JIATAETCS OPTaHU3aLMs KOHTPOINS 3a
UCTIOJIHEHUEM IOKYMEHTA.

3.9. Ilpy HeOOGXOAUMOCTH i TIONHOTBI M3NOXKEHUS BONPOCA B [PaBOBBIX aKTax
MOTYT COAEPXKATRCA CCHUTKM Ha aKThI (eeparbHOro i 06IaCTHOTO 3aKOHOJATEIBCTBA, a
TAKOKe BOCMIPOM3BOAMTECS OT/EIbHBIE X MOJNOKEHHS, KOTOPhIE JOJKHbl HMETh CChITKH
Ha 3TH 3aKOHOATENBHbIE AKTHI.

B aToM cnyqae Heo6X0aHMO yKa3bIBATbL WX BHI, IIONHOE HAHMEHOBAHHE oprasa,
M3/1aBIIETO (PUHABLIETO) aKT, JaTy M3AaHHs (TPUHATHSA), HOMep (3a HCKIOYeHUeM
3aKOHOMATENIBHBIX  aKTOB) M TOJHOE HaWMeHOBaHMe akTa. Ilpd  ccbiike  Ha
3aKOHOJaTe/bHbIe aKThl YKa3blBaeTCS TOJILKO WX BHJ M NIOJIHOE HAUMEHOBAHHe,

3.10. B cnyuae orcyretBus [1aBbl MyHHIMIATBHOTO 00pa3oBaHus NOCTAHOBIEHHS
¥ pacnOpsDKEHHS TIO/IITKCBIBAET JIMLO, HCTIOJIHAIOLIEE ero 0GsI3aHHOCTH.

3.11. 3aBepeHHble KOMWM MOCTAHOBIEHHH H pacnopsHkeHuit B 06s3aTe/IbHOM
TIOpsIKe HATPaBJISIOTCS:

- B IPOKYpaTypy paiiona;

- BCEM 3aMHTEPECOBAHHBIM OpraHam H OpPTaHW3alHUsM, NpaBa M OBS3aHHOCTH
KOTOPBIX 3aTParHBaroTCs B JAHHOM [IPaBOBOM aKTe.

3.12. TlpunsaTble NOCTAHOBNEHHS WM pPACTIOPSKEHHS 3aHOCATCH B KHUTY
PCTHCTpalK € TPHUCBOEHHEM €My [MOPSANKOBOTO HOMEpd, [aThl PErHCTpAaluM M
YKa3aHHEM IIOJTHOr0 HAHMCHOBAHHS MYHHLHIIAIBHOTO NPAaBOBOTO AKTA.

3.13. IToAnNMHHUKH MOCTAHOBNEHHH WITH pacrnopsyKeHUH co BceMH HEOOXO0AUMBIMU
AOKYMEHTAaMH MOALIMBAIOTCA B ACNO M XPAHATCH B COOTBETCTBHU ¢ HOMEHKNATYpOll fen
AJMUHHCTpaUUH.

4. Ilopsanok NoAroToBKH npoexTos pewenuii Cosera AenyTaToB
MeuenxoBckoro cenbekoro nocenenns Benmkekoro paiiona CMosenckoii 06.1acTH

4.1. Hpoextel pemwenuii CoseTa IenyTaToB umeer NpaBO BHOCHTh [1aBa
MYHHUHIIAIBHOrO 00pa3oBaHus.

4.2, Obumee pPYKOBOACTBO AEATENLHOCTBIO AZIMMHHCTpPaLUK TO pa3paboTKe U
TIOATOTOBKE  MpOeKTOB  peleHud  CopeTa  gemyratoB  ocyuwlecTenser | 'napa
MYHHULMIAJIBHOTO 06pa3oBaHus.

Henocpencteennyro  nmoarotoBky mpoektoB pemennii  Coseta ACIyTaToB
OCYWECTBNISIOT PAaOOTHHKH AIMMHHCTPAllHM, B COOTBETCTBHH C pacipefelieHueM
ob6s3aHHOCTEH.

4.3. Tlpy noxrotoBke mpoekTa pelieHus CoBera JIeTlyTaTOB  MCHOJIHUTEND
OCYILIECTBJISET:

- TIOJIHOE U YETKOE U3JIOKEHHE TEKCTA IOKYMEHTA;

- €ro COT/IaCOBAHWE ¢ 3aMHTEPECOBAHHBLIMU OpPraHaMH, OPraHH3ALMAIMH H
JOIDKHOCTHBIMH JIMIAMH;

- A0paGoTKy MPOEKTa IO BHECEHHBIM 3aMEYaHHsM,;

- TpeACTaBeHye [1aBe MyHMUMNANLHOTO 06PA30BAHUSA COMIACOBAHHOIO NPOEKTa
pemerns CoBeTa AEMyTaTOB ¢ NOSCHUTENbHON 3aNHCKOM, GHHAHCOBO-3KOHOMHYECKHM
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ofocHoBaHKEM (nIpH HEOOXOJHMOCTH) U CITHCKOM JIML, KOTOpbIE JO/KHBI ObITh
TIPUTIIALICHDL HA pPACCMOTPEHHE IAHHOTO BOMpOCa Ha 3aceannyu Copera JeNyTaToB.

4.4. T'maBa MyHUUHDATBEHOTO obpasoBanus npenctasiser Cosety gmenyratos
NPOCKT pELICHUS - HA OyMakHOM HOCHTeNIe U SJICKTPOHHOM HOCHTeNe (auckere) c
TIEpEIHEM MpPUAAraeMbIX NOKYMEHTOB He nNo3gdee 10 pabounx nHe# mo0 3acenanms
Cosera nenyTaTos.

S. Ilopsinok noaroToBKM TPOBEEHH I COBEIAHMTT, CEMHHAPOB, 3ace anuii
KOJIerHAALHEIX OPraHOB NPH AAMHHHCTPaLHH IeuenkoBekoro cennekoro
nocesienns Besnxckoro paiiona Cmonenckoii obsacrTu

5.1. B AnmunucTpatmu NPOBOJATCS:

- ©KEMeCAUHbIe CoBelllanus y [ naBel MyHHUMTATBHOTO obpasoBanus;

- ONEPaTHBHEBIE COBELAHMS;

- CEMHMHApEL, 33CeaHUs KOJIETHANBHBIX OPraHoB IIpH AnxMuHMCTpaLMH.

Breouepentiie cosewanus TIPOBONATCS 10 Mepe HeOOXONMMOCTH 1O peleHHIo
I'nabl MyHHLHMnansHOrO 06paszosanus

5.2. IloaroToBka coewanuii u CEMHUHAPOB NpeNyCMATPHBACT CJIeIYIOLIHE ITAMbI:

- ONpe/IE/IEeHHE TEMATHKH,

- QOpMHpOBaHHE IOBECTKH HS;

- OIpeneineHne Heleil ¥ 3a1a4 CoBeIaH s;

- PErIaMeHT COBELIAHMS;

- COCTaB YYaCTHHKOB COBEILIaHUS,

- MECTO NMPOBE/IEHHS H NOATOTOBKA [TOMELLEHUS.

5.3.  Opranusanuounyro TIOArOTOBKY  coBellaHMil, ofecreyeHue  sBKM
TIPUTTIAMIEHHBIX  yYACTHHKOB, OGOPMIIEHHE NPOTOKOJIOB OCYIIECTBAAET pPabOTHUK
ARMHHHCTpAINH 110 Hopy4eHuto I aBbl MyHULUNIATBHOTO obpasoBanmus,

5.4. Tlo pesynprataM coBelanuii odopmiisieTcs  IpoToKoN COBELIaHUs ¢
YKasaHueM popMyTHPOBKY Mopy4eHus, HCHOJIHUTENIEH, CPOKa UCTIONHEHUS.

5.5. Konuu unu BEIMHCKH m3 TIPOTOKO/IOB COBEMIAHHH PACCHLINAIOTCA MO CITHCKY,
yTBepRneHHoMy I'1aBolt Mynuumnanstoro oGpasosanus.,

5.6. CeMuHapbl, 3acelaHHS KOJMErHalbHEIX OpraHoB mpu AJMHHHCTpalLUH
TIPOBOJATCA B COOTBETCTBHM C [L1@HAMH paGoThI AIMHHUCTpaUMH 1M Mo Mepe
HeobxomuMocTH.

5.7. 3acelaHus KOJUIErMANbHBIX OpraHoB IpH AAMUHHCTPALHH oopmasoTcs
IIPOTOKOJIOM.

6. Opralm:'.auml paﬁOTbl C JOKYMEHTaAMH H KOHTPOJIb 32 HX HCMIOJTHEHHEM

6.1. lokyMeHTs1, mocTynusimue s AIMUHHCTpaLHIO, PETHCTPHPYIOTCS B XypHale
«Bxonamas koppecnonneHHm» PabOTHUKOM AJMHHUCTPAaLMK, OTBETCTBEHHBIM 3a
ACTOUPOU3BOACTBO, U B TOT K€ JIeHb HANPABIAIOTCS Ha paccmoTtpenue [nase
MYHHUMNANEHOTO 00pa30BaHHs, a B €10 OTCYTCTBUE — JHLY, ero 3aMertanueMy.

6.2. B cooteercTBEM C pesomonuedt I'maBbi MyHMUMmAnbHOTO obpazoBanus
AOKYMEHTBI HANPABIIAIOTCS [T MCITONHEHHUS WM O3HAKOMIIEHHS MCHONHUTENO (M),
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Pesomonus I'massl MyHHUHITANBHOTO 00pa3oBaHus [QOJKHA COMEPXKaTh SACHOE ¥
HeTKOE yKasahne 06 WCHIOJIHEHHH JOKyMEHTa, KOHKpPeTHbIe NOpyYeHHus, damuuu
HCHOJIHUTENeH M CPOKH HCIOJIHEHHS, & NP HeOGXOAUMOCTH — YKa3aHUE «KOHTPOIbY» 3a
HCIMOJIHEHUEM JOKYMEHTA.

Ecnu B pesomonuu yxasano Heckosbko UCTIOJIHUTENEHN, TOKYMEHT Hanpapisercs
OepBOMY JIHLY. 3a OTBETCTBEHHBIM MCIOJHMTENEM  OCTaeTcs NpaBo  CO3bIBA
HCTIOJHUTENIEH MM IIOJYYeHHA OT HMX HeoGXoAuMoii uHpopMaimu. CoUCTIONHATENH
ROJDKHB! [0 TPEOOBAHUIO OTBETCTBEHHOrO MCTIONHUTENS NPeACTaBUTL BCe HEOOXOAHUMbIE
Matepuanbl. OHH B DaBHOM CTENEHM HECYT OTBETCTBEHHOCTB 3a CBOEBPEMEHHOE HU
KaieCTBEHHOE HCIONHEHHE YKa3aHHs [ 1Bkl MyHHULMIANBEHOTO 0Gpa3oBaHysL.

Ilpu orcyTcTBum B pesomouuu ykasanus KOHKPETHOTO CPOKa HCIIONHEHUS
AOKYMEHTa — HCTIOIHEHHE JOMKHO ObITb OCYIECTBICHO B TeYeHHe ONHOTO MECALA co
JIHA €r0 PETHCTPALIUH.

6.3. KoHTponb 3a ucnonHenuem AOKYMEHTOB, NOCTYNAIOWKX B AIMUHUCTPALHIO,
OCYILECTBIIETCS B LENAX 0GECHIEUeHHs CBOEBPEMEHHOTO U KaYeCTBEHHOTO HCHONHEHS
YKa3aHHEIX B HUX TIOPYYEHUiH.

6.4. OcHOBaHUEM 115 IOCTARHOBKH JOKYMEHTA Ha KOHTPOJIb SIBISAETCS PE3OMIOLIHS
I'nasb MyHMIHIANTEHOTO 06PA30BAHKMS O MTOCTAHOBKE Ha KOHTPOIb.

6.5. KoHtposns 3a wmcronmendem MOKYMEHTOB  ocyllecTBiser [ naBa
MYHHUMNAILHOTO 00pa3sOBaHHs; TeKYLUMH KOHTPONb 3a MCHONHEHHeM JOKYMEHTOB
OCyIeCTBIIsIeT pabOTHHK AJAMHHUCTPAIHH, OTBETCTBEHHBLI 32 JIEIONPOU3BOACTRO.

6.6. Ilo noxymenTam, 115 MCHIONHEHHs KOTOPBIX TPebyeTcss MOATOTOBKA POCKTOB
TIPaBOBBIX AKTOB, /IE/IAETCA OTMETKA O KOHTpOJIE.

Bee KOHTPOJIUpPYeMbIe JNOKYMEHTBI PETrHCTPUPYIOTCH paboTHHKOM
AIMMHHCTPALlMK, OTBETCTBEHHBIM 33 BeJCHHE AeJI0NPOM3BOACTBA, W BHOCATCA B 6a3y
AGHHBIX  aBTOMATH3MPOBAHHOTO  JOKYMEHT0OGOpOTa AJMHHUCTPaUNH bt
(OpMHPOBaHMS KAapTOTEKH MOPY{EHMH MO OTBETCTBEHHEIM UCTIONHUTENIIM U CPOKam
HCIIOTHeHUs. Ha kaxaplii J0KyMeHT 3aBoasTcsa KOHTPOJIbHBIE KAPTOUKH.

PaGoTHHK AMHHUCTPALUK, OTBETCTBEHHDIH 32 BeACHUE JEJTONPOU3BO/ICTBA:

- OCYIECTBISET OOWMH KOHTPONbL 32 HCIONHEHHEM KOHTPOJHPYEMBIX
JIOKYMEHTOB;

- OCYINECTBIIAET Y4eT KOHTPOIHPYEMBIX AOKYMEHTOB;

- To mopyyenusm I'maBbl MyHHLHMIaibHOTO 06Gpa3oBaHus, a Takke 10 CBOEH
HUHHIMATHBE OCYMIECTBASET MNPOBEPKY (JAKTHUECKOTO BBIMONHEHHUS KOHTPOJIMPYEMBIX
ZIOKYMEHTOB;

- 8HAIM3MpYeT, 00OOIIaeT NOMyueHHble CBENCHHS O XO4e WMCIOTHEHHs
AOKYMEHTOB, HCHOJHUTENBCKOM MHCUMINIMHE UM B Lejsx UH(OPMHUPOBaHHS,
YUPEKJAIOWIEro  KOHTPOAS M MNPUHSATHS ONEPAaTHBHBIX Mep npeacTasisieT [ase
MYHMIHNATBHOTO  00pa3’oBaHHsA  CBENEHUS 00  UCMOJHEHHU KOHTPOIHPYEMBIX
JIOKYMEHTOB;

- KOOPANHHMPYET MOPSLOK CHATHS JOKYMEHTOB C KOHTPOJIS WIIH MPOZeHHe CPOKOB
MX HCIOJTHEHHUS.

6.7. O6 wurorax HCHONHEHHs JIOKYMEHTa HCHOJHUTENs NOKJIaAbiBaeT | nape
MYHHIHITAJILHOTO 06pa30BaHUs B YCTHOH HITH MHCHMEHHOMN dopme,
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6.8. JoxyMmeHT CUMTAETCS MCIONHEHHBIM,  KOTAa  pelleHbl  Bce
MOCTaBNEHHbIE B HEM BOIPOCHI.

6.9. MHcxomamue JOKYMEHTBI, IOAIMCAHHble [NaBOW  MYHHIMNIAIBHOrO
00pa3oBanMs WIM JMLIOM €ro  3aMelIAlOIMM, pPETHCTPUPYIOTCS  paGOTHHKOM
AJMHMHUCTpaUMH, OTBETCTBEHHBIM 33 BEACHHE JEJONPOM3BOACTBA, B KypHAIE
«Mcxonsimas KOppecrOHASHIHU» U PacChLIAlOTCS aapecaTaMm.

6.10. Mcxopawme 10KyMeHTHI (IICHMa, CIPAaBKH, HHPOPMALHK, OTIETH U APYTHe
BU/IBI [IOKyMEHTOB) [EYATAOTCA B ABYX JK3EMIUTAPaX Ui HAIPABICHHs afpecaTy H B
Ieno.

6.11. Ilpouecc nHOArOTOBKM AOKYMEHTOB OCYIIECTBAseTcs paboTHHUKaMu
AzxMuHMCTpaUKK B COOTBETCTBHM ¢ MHCTpyKuuel IO [eNonpou3BOACTBY B OpraHax
MECTHOIO CaMOYIpPAaBIIEHHS, YTBEPXKAEHHOMH pacropsikeHHeM (10ocTaHoBIeHreM) [ naBsl
MYHHIHUNAIBHOTO 00pa3oBaHus.

7. Ilopagok paGoThl ¢ 06pamieHUsIMH TPAKARH

7.1. Pa6ota ¢ ofpalleHusMy IpaiaH BeIETCS B COOTBETCTBUM C AeHCTBYOIMM
3aKOHOIATENbCTBOM.

7.2. Vder, pacCMOTpEHHE H KOHTPONb 33 CBOEBPEMEHHBIM M IPAaBUJIBHBIM
paspelieHHeM II0CTABIEHHBIX B TMCbMEHHBIX M YCTHBIX 00palleHHsAX IPAXIaH BOIPOCOB
BEJIET HHCTIEKTOP.

[lucemenHple  OOpallleHHs TpaXiaH, [OCTYNUBIUME B  AJMHHUCTpAIHIO,
NIPOBEPAIOTCA HA MOBTOPHOCTH OOPALICHHS, PETHCTPHPYIOTCS B A€Hb MOCTYIUIEHHA B
KypHane «Peructpauuns obpalleHus rpaxiaH» M nepefartcs [nase MyHMUHNATBHOTO
00pa3oBaHus A5 pacCMOTPEHHS.

7.3. TluceMenHOe obpalleHte JOKHO COIepKaTh HAUMEHOBAHHME U aJpec OpraHa
WM JOJDKHOCTHOTO JIMU@, KOTOPOMY HampapiseTcs obpalueHHe, U3T0KEHHE CYIIecTBa
3asBlICHMs, [PEAJIOKEHHUs, IKanoObl, XojaTaficTBa, (AMHINMIO, HUMS, OTYECTBO
obpalarouxcs, X ajapeca, JaTy U JIHYHYKO OAIKCE.

OGpaiienye, He cojepXallee 3THX CBENCHWM, NpPU3HAETCS AHOHHUMHBIM U
PacCMOTPEHHIO HE TOAJIEHHUT.

AnoHumHble  OOpallleHHs,  cojepXallhe CBEAEHHA O  IIPECTyMNeHHsX,
HaMnpas/sIOTCA [0 10JBEAOMCTBEHHOCTH.

7.4. OOpaluenus rpaXkiaH pacCMaTpUBAIOTCA B CPOK He Holiee OJHOTO Mecala, a
He TpebyIolye JOMOIHUTENBHOTO H3y4eH s U TIPOBEPKH — He Gonee 15 aHeld.

B Tex cimydasx, Koraa Ans paccMOTpeHHs ofpalleHust HeoGXOIUMO MPOBESHHE
CNeLHaNbHOM MPOBEPKH, CPOK €ro PacCMOTPEHHS MOKET ObITh NMPOATEH, HO He Gonee
4YeM Ha OJMH Mecsll.

7.5. TekcT oTBeTa Ha MHCbMEHHOE oOOpalleHHe IO/DKEH W3NaraThes KpaTko,
OTBEYaTh Ha BCE MOCTABJEHHBIE BONPOCHI U COAEPKATH CBEAEHUS O TOM, KEM COOBILEHO
aBTOPY MHChMa O PaCCMOTPEHHH.

7.6. OTBeT 3ajABHTENIO MOXET OBITh J@H B YCTHOH QopMe, 0 deM HeoBXOAuMO
OTPa3UTh B XypHaje.

7.7. Ha nuceMenHBIX OTBeTaX Ha OOpallleHWs TpaxIaH [pocTaBiseTcs Aata u
perucTpaudOHHBIN HOMED.
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8. llopsinok npuema, YBOJIbHEHHA PaGOTHUKOB AavunHceTpannn,
Npe1ocTapaenns um oTnycka, KOMaHAMPOBKH

CIEAYIOEe JOKYMEHThI:

- IOKYMEHT, y10CTOBEPAOLHi JHYHOCTS;

- TPYROBYIO KHIXKY;

- BOEHHbIH 6uner (a1 BOEHHOOOA3aHHBIX );

"~ JOKYMEHTBI, NOATBEpPKIAIOLIHE COOTBETCTBHE JHia KBATH(DUKALHOHHbIM
TPEBOBAHUSM 110 ypOBHIO npodeccHonanbHoro obpaszoBanus;

~ CHPaBKy W3 OPraHOB TOCYNapCTBEHHON HAJIOroBo# ciy6sl 0 nMpenoctasneuy
CBE/ICHUH O MONYHEHHBIX UM OXONaX H 0f HMYIIECTBE, NPHHAMIeKAIIEeM €My Ha Ipase
cobcTBeHHOCTY;

- MEAMIMHCKOE 3aKTMI0YEHHE O COCTOSHUMN 3/10pOBb;

- JpyTHe IOKYMEHTHI, TIpEXyCMOTPEHHBIE  NeHCTBY LM 3aKOHOAATENECTBOM
Poccutickoii ®enepauym.

Ilpu npueme na paboty paGoTHHK mogaer TIMCEMEHHOE 3agBlEHHE, 3aMOnHseT
aHKeTy ¢ poTorpadueii 4 x 6 aBTobHOrpaduio; TIPH YBOJTBHEHHH ~ 06X0AHOM AuCT 1o
¢opme, ycraHOBREHHOK AnMuHKCTpanyei,

8.3. Hasnauenne paboTHHKa Ha KOMKHOCTE ¥ 0cBoGOXKIEHHE ero oT NOKHOCTH

84. B pacnopsukeHun [ naBp MyHHIMNAILHOTO  06pasoBanns o HasHaueHuy
paboTHuKa Ha nomKHOCTS AOIDKHBI ObITh yKa3aHb!:

- HAHMEHOBaHHE I0JKHOCTH B COOTRETCTBUM CO LITATHEIM pacTiHcaHueM;

- laTa Ha3HaYeHMs,

- YCIOBHS OILIATHI TPy a8,

- APYTHE yCIIOBYS, OMNpe/iesseMble AeHCTBYIOIINM 3aKOHOZATEILCTBOM.

B pacnopskenuu I'nagg; MYHULMIATEHOrO  06pasoBanus of 0CBOGOXKAEHUH
paboTHHKA OT  omKkHOCTH YKa3BIBAIOTCA  naTa  ocBoGow IeHus U OCHOBaHMS
NpeKpalleHds TpynoBoro A0r0BOpa o CCHUIKON Ha craThro Tpynosoro kogekca
Poccuiickoii ®epepanun.

Ipu ocBoGoknenuu paGoTHHKa OT KomKHOCTH €ro JIM4YHOe neno chaertcs Ha
TIOCTOSHHOE XpaHeHUe B apXus.

8.5. Benenue TPYAOBBIX KHHXEK OCYLIECTBIseTCS B CoorBeTcTBUM ¢ [TpaBunamy
BEACHUS W XpaHeHHs TpPyLOBBIX KHHXKEK,  yTBepKAeHHbIMU TlpaBurenscrrom
Poccuiickoit Deneparun’

8.6. Ouepensocts TIPEAOCTABICHHS  €XETOMHbIX OIaYHBAEMBIX  OTMYCKOB
paboTHHMKaM AIMUHHCTpanun OIIPEAENACTCA B COOTBETCTBHH ¢ rpaguxom ormyckos,
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pPa3oBaHus He rno3jHee, 4yeM 3a JBe
HEIICJIN 10 HACTYIICHHSA KaJICHIapHOro roja.

8.7. MpenoctaBnenue exeroHoro ONUIaYMBAEMOr0 OTMYCKA M AOTIONHHTENBHOIO
OILIAYNBAEMOrO OTILYCKA, HX IIPOJOIIKUTENbHOCTE perynupytotes Tpynoseim konekcom
Poccutickoii ®eaepanny, dbenepanbibiM ¥ 061acTHBIM 3aKOHOIATEILCTBOM.

8.8. OcHoBanuem mis KOMaHIUPOBKH pabGoTHHKA AIMHHHCTpaLMK  siBAseTcs
TenepoHOrpaMMa HITH ITHCEMEHHbIH BbI3OB,

Komanmuposanue  paboranka AIMUHHCTPALMH 32
OCYIIECTBIAIOTCH B  COOTBETCTBHU ¢ pacniopsxeHHem  [naBpl
obpasoBaHus.

Ha nepuwon xomanmmposku OTIPEAENIAIOTCS  KOHK
[pEANonaraeTcs pa3pemunTs.

npenensl  paiioHa
MYHHLHNAIBEHOTO

PE€THBIE BONPOCHI, KOTOpbIC

9. Pacnopsiaok paGorai Aamunncrpaunn IMeuenkosekoro CeJIbCKOro
nocenenns Beanmxeroro paiiona Cmonenckoii obnacru

9.1. Pa6ortHukam AIMMHHCTDAIMM  yCTAaHABNHBACTCS TATHIHEBHas paboyas
HENEN NPOAOIKUTENBHOCTEIO 40 vacos ¢ AByMA BBIXOIHBIMH AHsMH (cy6GoTa u
BockpeceHbe). [Ipu aToM HOpMaTHBHAS HPOAOIKMTENBHOCTE pabovero IHS cocTapnseT 8

Hacos B IeHk, NEPePbIB /IS OTABIXA M IMTAHMS B pabouce BpeMsi He BKJIIOYaeTcs.
9.2. Pexxum pa6ors! B AIMHMHHECTpalUH

- Havaso paboTsl — 8 yacos 30 MHUHYT;

- OKOHuaHue paboTel — 17 yacos 30 MHHYT

- HaKaHyHe Npa3sNHUYHBIX JHEH NPOIOIKHTENbHOCTE
O/IMH Yac;

- nepephIB Ha o6ef ¢ 12 yacos 30 MHUHYT 10 13 yacos 30 MumyT.

YCTaHaB/IMBAETCS B CNEAYIOLIMX NIpe/ienax:

paGOTbI COKpalaercss Ha




