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00 oTAeNIE KAAPOB M 3JIEKTPOHHOIO IOKYMEHT0060poTA

1. O6mue monoxeHust

1.1. OTmen xampoB ¥ 3IEKTPOHHOTO NOKyMEHTOOO0POTA SBISETCS CTPYKTYPHBIM
NOApasAeNeHreM yIpaBieHus fAenamu aamuauctpamud MO «3eneHorpaackuil patoH»
M BKIIOYAeT B Ce0s HENOCPENCTBEHHO OTHEN KaApOB M OTAEN BIEKTPOHHOIO
IOKyMEHTO000pOTa (J1asiee KaHIENApHs).

12. Otmen  cosmaeTcs W JMKBUAMDPYETCS  PACIOPSDKCHHEM  TJIABHI
MYHHIUIIATBHOT0 00pa30BaHus «3eNeHOrPaICKU paiony.

1.3. Otmen momumHsETCS HEMOCPENCTBEHHO HaYyaJIlbHUKY YIpaBJICHUS IeIaMU
ammunucTparuu MO «3eneHorpagckuit paiion.

1.4, Ormen Bo3rhaBiseT HaYambHUK, HasHAYaeMBI Ha  JOIDKHOCTD
pacIopsDKCHUEM I7IaBbl MyHUIUIIAFHOTO 00pa30BaHusl.

1.5. B cBoe€ii mearensHOCTH OTAEN pykoBoactByercs Konctutynueii Poccuiickoit
Denepanuu, DefepanbHBIME 3aKOHAMH, YKa3aMH W DacHopsvkeHHAME IIpesumerTa
Poccuiickoii @enepanuy, IIOCTAaHOBICHHUSIMH W DACIOPSUKEHHAMH IIpaBHTENbCTBA
Poccuiickoi ®enepanuu, 3akoHamu KanrwHMHTpanckoil o6IaCTH, MOCTAHOBICHHUIMM
KaymunuHrpanckoit o6nactao# JlyMbl, OCTAHOBNEHHSMH M PACHOPSDKEHHSMH TJIABEI
anmunucTpanuu (I'y6epraropa) Kamumwurpanckoif o67acTH, MTOCTAHOBICHHAMH U
PacIOpsDKEHUAMH TIJIaBBl MYHHIMIIATLHOTO 00pa30BaHUS «3eJEHOTPAICKHN paioHy,
Pernamentom anvumuctpamuu MO «3eneHorpanckuit pation», HHCTpykmmeil mo
ACTONPOU3BOACTBY anMuHUCTpamuun MO «3eneHorpanckuii paifoH», a Takxe
HacrosmuM [lomoxxeHnem.

1.6. Otmen xafpoB U 5IEKTPOHHOrO JOKYMEHTOO60OpOTAa HMMeeT medatd (3a
HCKIIIOYEHHEM repOOBBIX ) U IITAMIIEL.

2. 3agaun 1 QyHKIHH
2.1.  OcHOBHBIMH  3a7adyaMd  OTHeNlda KaapoB anamMuHECTparmu MO
«3eNeHOTrPaICKI PafOH» SBJISIOTCS:
2.1.1. Tlombop u paccTaHOBKa KagpoB apmuHucTpanuu MO «3emeHorpajckuii
paiiony.
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2.1.2. Wzyvenne OenOBBIX U MOPANBHBIX KAYECTB pabOTHHKOB aMHHUCTPAI[UH
MO «3enenorpanckuii paifom» 110 BX HIPAKTHIECKOH NeATeTLHOCTH.

2.1.3. CozmaHue pesepBa yIpaBIEHUECKHX KaapoB [Ji BBIABIDKEHHS Ha
PYKOBOZSIINE MyHULIIUTIATBHBIE JOJDKHOCTH.

2.1.4. Opra#usanus ¥ IpOBefEHHE BCEX BHIOB MOIATOTOBKM M IIOBBILICHHUS
KBaJIU(QUKAMHE KaJpoOB aqMUHECTpanuy MO «3eJICHOTPaLICKUil paiom.

2.1.5. Yuer xanpos agmunuCcTpanun MO «3emeHorpanckuii paiiony.

2.1.6. Obecreyernne npaB, JIBrOT U rapaHTHH PaGOTHHKOB agMuHHCTparuu MO
«3eIIeHOT PaJICKH paiioHy.

2.2. OCHOBHBIMH 33/la9aMy KaHIENSPHA agMHHACTpaun MO «3eneHorpaICKuit
paon» SIBISFOTCS:

2.2.1. OGecrieyenne 4eTKON OpraHU3aIIH JENOIPOU3BOACTEA B aIMUHHUCTPAIIAN
MYHHUIUIAIBHOI0 00pa30BaHus «3eNeHOrPaICKHil Paiomy.

2.2.2. CpoeBpemeHHas o00pa0oTKa IOCTymAOWEd u OTIIPaBIIIEMOH
KOPPECIIOHIEHIINH, €€ JOCTaBKa 10 Ha3HAYECHHUIO.

223. OOGecrmedeHne  CTPOrOro  COOMIONEHHS  3aKOHONATENLCTBA W
YCTaHOBJICHHOTO IIOPANKa DPacCMOTPEHMS IOCTymaromeil B aaMuHHCTpanmio MO
«3eNeHorpaJICKuil paitoH» KOPPeCcIIOHIEeHIIHH.

23. Ortmen xampos ammuHECTpamuu MO  «3emeHorpanckuii palioH» B
COOTBETCTBUH C BO3JIOXKEHHBIMU Ha HETO 3a/[a9aMy BBIIIONHACT CIEAYIONue (yHKINN:

2.3.1. PaspaboTka KafpoBOM IIOJNMTHKH M CTPaTErHH agMuHuCcTpauua MO
«3eJeHOTrpaICKHil paiony.

2.3.2. PaspaboTka IIpOrHO30B, OIIpe/eNieHre TeKyIeil MoTpeGHOCTH B Kaznpax u
HCTOYHHKOB €€ yOBICTBOPCHNsI Ha OCHOBE H3YyUCHUSI PhIHKA TPY/IA.

2.3.3. KommiuekroBanue amMmuHucTpanuun MO «3eNeHOorpanCKuil  paifoH»
KaJlpaMi MYHUIMIAIBHBIX CIYXXallUX © CIIENHATUCTOB TpebyeMeIX mpodeccHii,
CICLUANBbHOCTEH ¥ KBAaIM(DUKALUMA B COOTBETCTBHM C IENSIMH, CTpaTerei
anMuHuCTpanud MO «3eneHorpanckuii paiion.

2.3.4. Paspabotka mpemioxeHHii o mnpweme Ha paGoTy IO KOHKYpCy B
COOTBETCTBHM C IOPSINKOM, YCTAaHOBJIEHHBIM 3aKOHOIATEIILCTBOM, IIOJATOTOBKA M
OpraHu3anus paboThl KOHKYPCHOM KOMUCCHH.

2.3.5. HWudopmupoBanne paGOTHUKOB BHYTPHU agMuHECTparuu MO
«3eNeHOrpancKuil palloH» 00 MMEIOMUXCS BaKAHCHSKX, HCIONb30BAHNE CpeICTB
MaccoBoOi HHGOpPMAIHH IS IOMeIeHns 00BIBICHHI 0 Hajime PabOTHHKOB.

2.3.6. Odopmienne TnpHeMa, IepeBOJa U yBOJHHEHHS paGOTHHKOB B
COOTBETCTBHU C TPYHOBBIM 3aKOHOJATENLCTBOM, IIOJOXKCHHUSIMH, WHCTPYKLIUSIMH U
PacIopsDKEHUAMH INIaBbl aqMuHKCTparua MO «3eneHorpaackuii paifony.

2.3.7. Vet muanoro cocraBa agmuHucTpamun MO «3eneHorpanckuii paiiony.

2.3.8. Bblmaua chopaBoK O HACTOSsINEN M TIPOILIOH TPYIOBOH NEATETHLHOCTH
pabotnukos anmuaHCcTpaun MO «3eneHorpanckuii paifomy.

2.3.9. llpuem, 3amoHeHHe, XpaHEHNE U BBIa4a TPYIOBBIX KHIDKEK.

2.3.10. Bezenue ycTaHOBIIEHHOM JOKYMEHTAIMH O KAIPAaM.

2.3.11. IloAroToBka MaTepranoB Iy IPEACTABIEHUS IEPCOHATA K IOOLIPEHUSIM.

2.3.12. IlonroroBka MaTepHaioB 110 IPUBIEYEHHIO PAOOTHUKOB K MaTepUaIbHOM
U TMCLHUIIIMHAPHON OTBETCTBEHHOCTH.

2.3.13. PaccTaHoBKa KaJpoB Ha OCHOBE OLIEHKH WX KBaIU (DUKAITUH, JTHYHBIX U
IIEJIOBBIX Ka4eCTB.
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23.14. KoHTpoms 3a IpaBHIBHOCTBIO  PACCTAHOBKH pabOTHUKOB
UCTIONE30BaHUS HMX TPyda B CTPYKTYPHBIX NOApa3feNleHusX aaMuHucTparmg MO
«3€eJIEHOTPaJCKHii PaioH.

2.3.15. HWzydeHwme upodeccCHOHANBHBIX, [EIOBBIX M MOpaJbHBIX Ka4deCTB
paboTHukoB anmurHcTparun MO «3eneHorpanckuii paiioH» B IPOIECCe UX TPYIOBOM
JEeATEIbHOCTH.

2.3.16. Opranu3anus OpOBENCHNUs ATTECTAINE PAGOTHHKOB agMuHUCTparuu MO
«3eNeHOTPafCKUil palloH», ee MeTOIMYECKOoe U UHQOPMaIMOHHOE obecIedeHwe,
y1acThe B aHallM3e PE3yJbTaTOB aTTECTALMH, OCYIIECTBICHHE IOCTOSHHOTO KOHTPOJI
34 XOZIOM BBITIOJIHEHHMS pEIIEHUH aTTECTAI[MOHHON KOMICCHH.

2.3.17. IlogroroBka HEOOXOMUMEIX MaTeprUaioB IJIs PpACCMOTPEHUS Ha KOMUCCUHU
II0 YCTaHOBJIEHUIO BBICITYTH JIET.

2.3.18. Brimaya crmpaBok o pabore B anMuHUCTparun MO «3eneHorpaackuii
palioH», 3aHUMaeMOM TOJDKHOCTH U pazMepe 3apaboTHOMN [IATHI.

2.3.19. Cocrapnenne rpapukoB OTIIYCKOB, y4eT HCIIOIB30BAHMIS paboTHUKaMU
OTIIyCKOB, O(QOpMIIEHHE OYepeNHbIX OTIYCKOB B COOTBETCTBHH C YTBEPKIACHHBIMH
rpadukamu.

2.3.20. Odpopmienne u yuer ciryeOHBIX KOMaHIHPOBOK.

2.3.21. TabOenbHBIA yUer.

2.3.22. KoHTpoJb 32 COCTOSHHEM TPYIOBOH MUCHMIUIMHBEI B TOApAa3IeleHHIX
anmunucTpanun MO «3enenorpajckuii paifon» u cobionenneM paGoTHHKAME IIpaBun
BHYTPEHHETO pacnopsaaka anMuHucTpanun MO «3enenorpauckuii paifony.

2.3.23. Anamms TeKydecTH KajpoB anMuHECTpanmm MO «3eNneHorpaiCKuii
paiony.

2.3.24. Pa3paboTka MepONpUSTHI [0 YKPEIIEHHIO TPYIOBOIL U CILIUATUITAHEI,
CHIDKCHMIO TEKy4YeCTH KaJpoB, IIOTEPh pabodero BpeMeHH, KOHTPOIb 3a HX
BEIIIOJIHEHUEM.

2.3.25. PaccMoTpenme xanob ¥ 3asBieHHH paGOTHHKOB IO BOIIpOCaM Ipuema,
NIEPEMEIIEHNS U YBOJIIbHEHHUS, HApyIIEHUs TPYAOBOI0 3aKOHOIATENIbCTBA.

2.4. Kannenspus aamuHucTparmma MO «3eNeHOTpaaCKuil  pailoH» B
COOTBETCTBUM C BO3JIOXKCHHBIMU Ha He€ 3a/1a4aMU BBIIOHSAET ClIeAyoIue GpyHKINH:

2.4.1. ObpaboTka nocTynaroleil ¥ OTIpaBIseMol KOPPECIOHIEHIINN, TOCTABKA
ee I10 Ha3HAYEHHUIO.

2.4.2. OcymecTBIIeHHE KOHTPOIIS 32 CPOKAMHU MCIIOTHEHMS JIOKYMEHTOB.

2.4.3. Opranusanus pabOTHl 110 PETHCTPAIUH, YUeTy, XPAaHEHHIO U repenaya B
COOTBETCTBYIOIME  CTPYKTYpHBIE  MOIpAsfeNeHds  JOKYMEHTOB  TeKYIIero
ACIONPOU3BOACTBA B  COOTBETCTBHM C MHCTpyknume#l I©O [elONpOM3BOJICTBY
apvuancTpamn - MO «3enenorpanckuii  paiton», WHeTpyknumeit mo pabote ¢
oOpalleHusIME U KanobaMu TIpakiad B amgMHEHECTpamuu MO «3eNeHorpaICKHui
paiion», MucTpykiued mo paboTe ¢ oOpalieHHSMH W Kamo0aMH IpaxIa,
nocTynaromumu B anMuuucTpanuio MO «3enenorpazckuii paiiomn» uepes MHTepHeT-
IIPUEMHYIO.

2.4.4. Ilonroroska CIpaBoK O COONIOAEHAN CPOKOB HCTIOMHEHHS JOKYMEHTOB.

2.4.5. PaspaboTka ¥ BHEJpEHHEe NPEMIOKEHHH II0 COBEPIICHCTBOBAHHIO
CHCTEMBI JE€JIONPOU3BOACTBA B anmuHucTpanuun MO «3eneHorpanckuit  paiiony,
KOMITBIOTEPH3AIM IIpoLiecca AeIONPOU3BOICTBA.
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2.5. llpuMeHeHWe COTpPYIHHKAMH OTHeNa KagpoB H 3JIEKTPOHHOTO

JIOKyMEHT0000pOTa  (KaHIeNspuH) B CBOeHl  CiIyxeGHOl (mpodeccroHaIbHOI)

ACATENBHOCTH COBPEMEHHBIX 3HAHHUHU B 00aCTH HHMOPMAIKOHHO-KOMMYHUKAIIHOHHBIX
TEXHOJIOTUH B COOTBETCTBUH C IOJDKHOCTHBIMU HHCTPYKIIHSIMH.

3. Opranu3anus AesiTeJbHOCTH.

3.1.  Opranusanus meATeNbHOCTH — OTHENa  KagpoB  m 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa OCYIIECTBISIETCS B COOTBETCTBHHU ¢ PermaMeHToM aZIMUHHUCTPAIIAN
MO «3enenorpanckuii paitom», MucTpykumeii mo JETONPOU3BOACTBY, [IpaBuimamu
BHYTPCHHETO  TPYAOBOI'O  pPAaCHoOpsAiKa, HAcTOsIuM IlomoxkeHHeM, a Takxke
IOCTaHOBJICHUSMU K pacropspkeHusMA riaaBbl MO «3eneHorpanckuii paifomy.

3.2. Ormen KampoB W 3JIE€KTPOHHOTO DOKYMEHTOOOOpoTa agMuHUCTparuu MO
«3elIeHOrpajickuil palioH» B CBOEH MeATENFHOCTH VIS BHINOJHEHHS BO3JIOKEHHLIX HA
HEro 3a1a4 W (yHKOUH B3auMoxeiicTByeT c IIpaBHTEeIbCTBOM KanuuuHrpamckoi
obnactd, OT/AeNaMH, KOMATETaMH ¥  yIPaBICHHUSIMH anMuHHCTparud MO
«3eNeHorpaickuil paiioH», a TakKe MYHHIUIATLHBIMH 00pa3oBaHUSIMHU IOCETIEHU
3eneHorpaackoro paioHa.

3.3.  PykoBOOMT  JeATENbHOCTBIO — OTJeNa  K4mpoB W 3JIEKTPOHHOIO

JOKyMEHTOO0OpOTa — HaYalbHUK OTHeNa, HA3HAYAeMBId HAa JOJDKHOCTE W
0CBOOOXKIaEMBIH OT JOJDKHOCTH IiaBoit MO «3eJIeHOIPaJICKHit paiiony.
3.4. Havanenwk oTmema KaZpoB W 3IeKTPOHHOIO JOKYMEHT0000poTa

OCYIIECTBJIICT PYKOBOJACTBO OTAEIOM Ha OCHOBE €OUHOHAYAIMS M  HECET
[IEPCOHANIEHYIO OTBETCTBEHHOCTH 32 BBHIIOJIHEHHWE BO3JIOXKEHHBIX HA OTHEN KagpoB H
3JIEKTPOHHOTO JIOKYMEHTO000pOTa OYHKIIMIA.

3.5. HavambHuk oTzerna KaapoB U 3JIeKTPOHHOTO JIOKyMeHToo0opoTa:

3.5.1. PykoBOAWT [eATENbHOCTHIO  OTHENA KaIpoB M  3JIEKTPOHHOTO
JIOKyMEHTO000pOTa, obecreunBas pelleHre BO3NOXKEHHBIX HA HEro 3a1ad, HeceT
IIEPCOHANILHYIO OTBETCTBEHHOCTD 34 PE3YJIbTATHI €0 AeSITEIBHOCTH;

3.5.2. Ilpencraiser TiiaBe MyHWIUNANLHOIO 0OPa30BaHMUS IIPEJIOKECHUS O
Ha3HAYCHUM HA JOJDKHOCTh M OCBOOOXIEHHM OT JOJDKHOCTH PabOTHHKOB OTIeNa
KaZpOB ¥ 3IEKTPOHHOI'0 TOKYMEHTO000POTa, pyKOBOJICTBO AESTEIbHOCTBIO KOTOPHIX Ha
HEro BO3JIOXKEHO;

3.5.3. BHOCHT B yCTAaHOBIEHHOM IIOpSAKE TPENIONKEHHS O IOOLIPEHAN
pabOTHUKOB OT/eNa KaapoB M SIEKTPOHHOTO JOKYMEHTO060poTa I IIPUMEHEHUH Mep
JUCIUIIIMHAPHOTO B3BICKAHMUSI,

3.5.4. OcymecTBIIIeT PacCTaHOBKY M 3(Q(EeKTHBHOE HCIONb30BAHHEE KAIPOB B
OT[ea KaIpoB U 3JIEKTPOHHOTO HOKYMEHTOO0O0POTa, 00ecieuynBaeT KOHTPOJIb B HECeT
OTBETCTBEHHOCTh 33 COCTOSHME MUCHUIIIMHEL ¥ HafJexkallee UCIOIHEHNE CIIyKeOHBIX
00s13aHHOCTEH PAOOTHHKAME OTIENa KaapoB H 3IIEKTPOHHOTO IIOKyMeHT0o00opoTa,
COIIaCOBBIBAET UX NOJDKHOCTHBIE 00S3aHHOCTH;

3.5.5. OTBeyaer 3a pe3ymbTaTHl JEATEIBHOCTH OTAENA KaApOB M 3IEKTPOHHOTO
IOKYMEHT0000poTa;

3.5.6. PaspabareiBaeT TeKylee U HepCIEKTHBHOE IIAHKPOBAHNE PabOTHI OTHENA
KaJpOB | 3JIEKTPOHHOI'0 JOKYyMEHTOO000pOTa;

3.5.7. IlpuHIMaeT Mepbl 110 TOMIEPKAHUIO M COOIIONEHIIO HCIONHUTEIbCKON 1
TPYIOBOH IUCHHUILIAHEL B OTAEINE KaJPOB U 3IEKTPOHHOTO JOKYMEHTO000POTA;
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3.5.8. OcymecTpyser Apyrue MOTHOMOYHS, IPELOCTABICHHEIE eMy riaso MO
«3eNeHOrpa/IcKuil PaioH» ¥ HAYATBHUKOM YIIPaBICHUS IeaMH.

3.6. Cotpynuuky oTzena KajpoB W 5IEKTPOHHOTO JTOKyMEHT0000poTa B CBOEH
ciyxeOHO# (IIpodeccHOHANIBHOM) NeATeTPHOCTH 06S3aHbL IPUMEHSITh COBPEMEHHEIE
3HaHMA B 00JIACTH HH(OPMAIMOHHO-KOMMYHHKAIIOHHBIX TEXHOIOIHH B COOTBETCTBHMI
C TOJDKHOCTHBIMY MHCTPYKITHSIMH.

3.7. Jlns BeImONHEHMS GYHKIUN OTAEN KafpoB B3aMMOJIEHCTBYET:

3.7.1. Co BcemMH CTPYKTYypHBIME HOIpPa3IeCHASIMM agMuHHACTparua MO
«3eJeHOorpaJIcKuil paifory 110 BOIPOCaM:

IMonmyuenus:

- XapaKTePUCTHK Ha Pa0OTHUKOB, IPEACTABIAEMBIX K HOOIIPEHHUIO;

- XapakTePUCTUK Ha PaOOTHUKOB, IIPHBIEKAEMBIX K MATEPHATBHON 1 JUCLHUTUIMHAPHOM

OTBETCTBEHHOCTH;

- IIOACHHUTCIBHBIX 3alMCOK OT HapylIUTeNed TPYHOBOW U NPOo(ecCHOHAIBHOM

JUCLUILIAHEI,

- IPEATIOKEHHUH 10 COCTABIEHHUIO IPauKOB OTIYCKOB;

- CIIPaBOK O 3apabOoTHOH IIaTe it 0GOPMICHUS IEHCHH;

- MaTepHaioB UL BbIAAaYM CIPaBOK pabOTHHKaM O paboTe B amaMuHHCTparmmuy MO

«3eNeHorpacKuil paiiony, 3aHIMaeMOoit TOIDKHOCTH pasMepe 3apaboTHOM IIIaTHL;

- IITATHOTO PACIIACAHUS;

- CXeM IO0JDKHOCTHBIX OKJIA/I0B, AOILIAT, Hal0aBOK K 3apaboTHOI miaTe;

- [TOKa3areJiell 1o Tpyny u 3apaboTHOM IIaTe;

- IIOJIOXKEHHM O IPEMUPOBAHUHU PAOOTHHUKOB;

- pac4eToB (OHIOB 3apabOTHOM IIATH M YHCIEHHOCTH,

- pacvyeToB IOTPEOHOCTH B CIIYKaIlKX;

- TPa(QuKOB HANPABIEHHUS PYKOBOAAIIUX PAGOTHHKOB W CIENHANUCTOB B y4eOHbIe

3aBE/ICHUS IS IIOBBIIEHUS KBATU(DHKALINY;

- CIIACKOB PAOOTHUKOB, 00YYAIOITIXCS B BEICIIKX 06PA30BATENBHBIX YUPEKICHHSX;

- TIIAaHOB IIPOBENCHUS 3aHATUH, CBEICHWH 00 yCIEBaeMOCTH y9YalluXcs M CPOKax

oOyueHus;

- Pe3yIPTaTOB MTOrOBBIX OK3aMEHOB, KBAIM(QHUKAIMOHHBIX P00, KOHKYPCOB

PO ECCHOHAIIBHOIO MACTEPCTRA,

- IPEAJIOXKCHUH 110 COCTaBy aTTECTAMOHHBIX KOMHUCCHIL;

- CBEICHHH 00 M3MEHEHMIX TPYIOBOIO 3aKOHOAATENHCTBA, 3aKOHONATENBCTBA O

COLMaIbHOM ObeclieueHnH;

- Pa3bACHEHUH) NEHCTBYIOEr0 3aKOHOJaTeNbCTBA U MOPSIKA €r0 IPUMEHEHHS;
IIpenocraBnenus:

- PeIEH A O MOOUIPEHUH PAOOTHUKOB;

- KOIIU{ pacropsuKeHuH o IpueMe, HepeMelleHn: B YBOIbHEHNN;

- YTBEPIKIEHHBIX I'Pa(QUKOB OTIIYCKOB;

- PEIIEHHH aTTeCTalMOHHON KOMUCCUH;

- CBEICHUH O IIpHeMe, IEPEeMEIeHNH U YBOIbHEHUH pabOTHUKOB;

- MPOEKTOB PAaCHOPSDKEHHH O MpUeMe, YBOIBHEHHM W IepeMelleHHH MaTepHalbHO-

OTBETCTBEHHBIX JIHII;

- Tabend yuera pabodyero BpeMeHH;

- rpaduKa OTIIyCKOB;

- JINCTKOB BPEMEHHOU HETPYJOCIOCOOHOCTH K OILIATe;



- CBEJICHUH O TIpHeMe, IepEMENTeHAN U YBOIbHEHNH PAOOTHHKOB;
- CBEJICHUH O CIIMCOYHON YHCIICHHOCTH PaOOTHUKOB;
- JaHHBIX O TEKYYECTH KaIpOB;
- IIPOEKTOB TPYOBBIX OTOBOPOB C PYKOBOISIIUMHA PaOOTHUKAMHE aqMUHKCTparua MO
«3€eIeHOTPaLICKH paiion»;
- 3@IBOK Ha IIOMCK HEOOXOIMMBIX HOPMATHBHO-IPABOBEIX IOKYMEHTOB, ¥ Ha
Pa3bsACHEHHE JEHCTBYIOIEr0 3aKOHOAATEIhCTBA,
- PUKA30B IJIsI BUUPOBAHUS;
3.8. st BeIONHER)S QYHKIHT KaHIENSIPHS B3aHMOIEHCTBYET:
3.8.1. Co BcemMM CTpYKTYypHBIMEH IOApPA3IETCHUIMU agMuHUCTparuun MO
«3€eJIeHOTPaICKui paiioH.
3.8.2. IlomyyaeT HCXOMSIIYIO KOPPECIOHIEHITNIO U3 BCEX OTHENOB, KOMHTETOB 1
yupapiaeHud agMuaucTpanud MO «3eIeHorpaackuii paifony.
3.8.3. [IlpencraBmser mo BceM oOTHenaM, KOMHUTETaM U YIIpaBJIEHUASIM
apmunrcTpanui MO «3ereHorpanckuii paifoHy HOCTYMAOIIYI0 KOPPECIOHIEHIIHIO.
3.8.4. Oxa3plBaeT METOOWYECKYIO IIOMOIIE B BOIIpocax BEICHUS
ACnONpou3BoACTBa B anmMuHuCcTpanuu MO «3eneHorpanckuil paifony.

4. IIpaBa

4.1. Orzmen KafpoB B mpeenax cBoeif KOMIIETEHIIHT HMEET IIPaBo:

4.1.1. 3anpammBaTe B CTPYKTYPHBIX IIOAPA3ACICHUSIX HEOOXOMUMBIE TAaHHBIE O
pabOTHUKAX, a HpH IpHeMe Ha paboTy M IepeMeLIeHHsX pabOTHUKOB - MHEHHE
PYKOBOIUTENEH COOTBETCTBYIOIIMX CTPYKTYPHBIX Opaselienuil anMuaucTparnmd MO
«3€eJIeHOTpafiCKuil paifony.

4.1.2. KoHTpONupoBaTh B CTPYKTYPHBIX IIOAPA3/ICTEHHUSK agMuBucTpanuun MO
«3eIeHOrpajICKuil paffoH» COOIIIOEHNe B OTHOIEHNN PaGOTHHKOB 3aKOHOIATEIhCTRA
O TPyZe€, IPEAOCTaBICHNE YCTaHOBIEHHBIX JIBIOT U IPEUMYIIECTB.

4.1.3. [laBaTh pPyKOBOMHUTEISIM CTPYKTYPHBIX INOApa3IelIeHMi aIMUAHUCTpaIuU
MO «3enenorpajcknit paifon» 00s3aTeIbHEIE 1T HCIOTHEHUS YKA3aHHs 10 BOIIpOCaM,
OTHOCSIIAMCS K KOMIIETEHIIUH OT/ela KapOB U 3JIEKTPOHHOTO JTOKYMEHTO000POTA.

4.14. TpeboBath ¥ TONy4aThb OT BCEX CTPYKTYPHBIX IOpasieleHuil
anMmuHHCcTparu MO  «3eneHorpanckuii paifoH» CcBeleHUS, HEOOXOmMUMbIE JUId
BBIIIOJIHEHHS] BO3JIOXKEHHBIX HA OTIEN 331a4.

4.1.5. CamocTosTeNbHO BECTH IEPElHCKy IO BOIpocaM Ioxbopa KaZpoB, a
TakXKe IO NPYTHM BOIpPOCaM, BXOASIIAM B KOMIIETEHIIMIO OT[eja W HEe TPeOyIoImuM
COIIIaCOBaHMUs C INIABOM MyHHIUIIAIEHOTO 00pa30BaHusl.

4.1.6. IlpencraBUTensCTBOBATH B  YCTAHOBIEHHOM IIOPSOKE OT WMEHH
anmunucTpanuy MO «3eneHorpagckuii paifoH» IO BOIPOCAM, OTHOCSIIMMCS K
KOMIIETEHIUK  OTHeNa, BO  B3aWMOOTHONIEHUSX C  TOCYHapCTBEHHHIMH U
MYHUIUNIATLHBIME OpraHaMH, a TakkKe APYIMMH MPeNIPUATHSME, OpraHU3alUsMU,
YYPEXKACHUSAMH, B TOM YHCIIE ar€HTCTBAMHU 10 HAMY W CIIyKOaMu 3aHSTOCTH.

4.1.7. [laBath pasbACHEHHUs, PEKOMEHIALMA U YKA3aHUS II0 BOIIPOCAM, BXOISIIHM
B KOMIIETEHIIAIO OT/ENA.

4.1.8. IIpoBOMUTL COBENIAHWSA U Y4acTBOBATH B COBEIAHHSX, IPOBONHMEIX B
anmunucTpaiua MO «3enenorpaackuil paifoH» 1Mo KaapoBEIM BOIIPOCAM.

4.2. Kannensapus B Ipenenax CBOei KOMIIETEHIIUM UMEET IIPaBo:
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4.2.1. IlpencTaBIaTh UHTEpECH agMuHKCTparua MO «3eJIeHOrpajCKuil paitony
BO B3aMMOOTHOIIEHUAX C MHBIMU CTPYKTYPHBIMH IOApPAa3NENCHUSIMH W CTOPOHHHUMHU
OpraHU3alHsIMHE 10 BOIIPOCAM JeIOIPOU3BOCTBA.

4.2.2. JlaBaTb PyKOBOJUTEISIM CTPYKTYPHBEIX IIOZpa3IelICHHIt aJIMUHUCTpaIUU
MO  «3enenorpancku#i paioH» W OTHENBHBIM CIIENHAIACTAM 06S3aTeIbHbIE JUIS
HCIIOTHCHUS yKasaHWs II0 BOIPOCAM, BXOJASAIIMM B KOMIICTCHIWIO KaHIENSAPHH, U
TpeOOBaTh KX HCHONHEHHA B Ipefelax OQyHKIUH, OPeIyCMOTPEHHBIX NAHHBIM
II0JIOXKEHHUEM.

4.2.3. TpeboBaTh U IWOJyYaTh OT JPYIUX CTPYKTYPHBIX TOJpa3aeieHui
anmunucTpanun MO «3enenorpanckuit  paifon» HeOOXOMUMYI0 HH(GOPMALHIO W
AOKYMEHTBI I10 BOIIPOCAM, BXOJISIIUM B KOMIIETCHIIUIO KaHIENAPHH.

4.2.4. Bectn mepemmcky IO BONPOCAM, OTHOCSIIMMCS K KOMIIETEHIHH
KaHICISPUH, & TAKXKe II0 IPYTHM BOIPOCAM, He TPeOYIOIIMM COIJIACOBAHHUS C IIIABOI
MO «3eneHorpanckuii paifon».

4.2.5. OxkasblBaTh MeTONMYECKHE U KOHCYNBTAIMOHHEIE YCIYTH paGOTHEKAM
anvuHucTpanuy MO «3eneHorpanckmit paiiom» II0 BOIpOcaM, OTHOCSIIUMCS K
KOMIIETEHINY KaHI[EISIPHUH.

4.3. Otmen xafpoB U 3IEKTPOHHOTO JOKyMEHTOOGOPOTA HMEeT IIPABO
HCIIONB30BaTh uMeromuecs B anMuaucTpanun MO «3eneHorpaackuii paiioH» CUCTEMBI
CBSI3M U UH(OpPMAITHH.

S. OTBeTCcTBEHHOCTH

5.1. OTBeTCTBEHHOCTD 3a HaIeKAIEe U CBOEBPEMEHHOE BBITOIHEHHUE OTIENIOM
KaZpoB M 3JICKTPOHHOrO NOKyMeHTOooOopoTa agMuHucTparud MO «3eneHorpamckmit
paioH» (YHKIHH, HPEeTyCMOTPEHHBIX HACTOSIMM IlONOKEHHEM, HeceT HadalbHUK
oThena.

5.2. Ha HavanpHuKa OTHeNa KaJpoB U SIEKTPOHHOTO JOKYMEHTOOGOpOTa
anvuaucTpanm MO «3eneHorpafckuil  paifoH»  BO3Nmaraercs  II€PCOHATbHAS
OTBETCTBEHHOCTH 34

5.2.1.  Opramusanmuio JmeATENBHOCTH OTHENa KaipoB U 3JIEKTPOHHOT'O
noKyMeHToobopoTa anqmuaucTpanun MO «3eneHorpaickuii paifoH» 110 BBITONHEHHEO
3ama4 ¥ (QYHKIUH, BO3JIOKEHHEIX Ha OTHEI.

5.2.2. Opranusanmio B OTZeNe KaipoB U OJIEKTPOHHOIO JOKYMEHTO06OpOTa
anmuHuCTpan MO  «3eneHorpanckuii paifoH» ONEpaTHBHOM U KadyeCTBEHHOM
IIOArOTOBKH U UCIIOJTHEHUS TOKYMEHTOB, BEJICHHE JeIOMPOU3BOICTBA B COOTBETCTBHH C
AeficTByromumMy B anvummcTpanun MO «3eneHorpanckmii paiion» ITpaBumamu u
WNucTpykiusamu.

5.23. Cobmonenwe CcOTpyIHMKAMH OTHENA KaAPOB H  BJIEKTPOHHOLO
JoKyMeHTooOopoTa amMuHucTparmn MO «3eneHorpajnckuif pafioH» TpyIZoBOH u
IIPOM3BOACTBEHHOM NUCIUILIAHEL.

5.2.4. Obecrieuenne COXpaHHOCTH UMYIIECTBA, HAXOIAMIETOCS B OTeNe KafpoB 1
3JIEKTPOHHOTO NOKyMeHTOOoOopoTa aqMuHHCcTparuun MO «3eneHorpaackuil paiony, u
COOJIIOIEHNE IIPAaBIUII TIOKAPHOM GE30I1aCHOCTH.

5.2.5. Ilombop, paccTaHOBKY M JEATENBHOCTh COTPYAHHUKOB OTIENA KaapoB U
3JIEKTPOHHOT'0 JOKyMeHTO0O0poTa agMuHKCcTpaui MO «3eneHorpaickuii paiiosy.
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5.2.6. CooTBercTBHE  HEHCTBYyIOMEMY 3aKOHOMATENIbCTBY ~ BU3UPYEMEIX
(IOAMUCEIBAEMBIX) UM MPOEKTOB IIPHKA30B, UHCTPYKLHM, IIOJIOKEHUH, TIOCTaHOBIIEHUAN
U IPYTUX TOKyMEHTOB.

5.3. CoTpynHukm OTZema KafpoB H  3IEKTPOHHOIO JOKyMeHTo000poTa
anvunucTparun MO «3eneHorpaickuil paifioHm» IpH OLEHKE [eJOBBIX KauecTs
pabotHukoB ammumEHcTpanun MO  «3emeHorpasckuit paiion» 00s3aHBI HCXOIUTH
TOJLKO U3 OQUUUAIBHO MOTYYEHHBIX TAHHBIX B MATEPHUANOB U He BIIpaBe pasriaiiarh
HMEIOIAECS  aHHBIC O JIMYHOM OKH3HM pabOTHHKOB aaMUHHCTpammu MO
«3eneHorpaackuii paiony.

5.4.  OTBETCTBEHHOCTh COTPYIHHKOB OTIENA KaapoB H  3JIEKTPOHHOIO
JloKyMeHTo0b0poTa agMurHcTpanun MO «3enenorpanckuit paroH» yCTaHaBIHUBAETCS
UX TOJDKHOCTHBIMU HHCTPYKIUSMH.

» Ilonoxenue oTena KagpoB U 3MEKTPOHHOIO TOKYyMEHT0000poTa agMuHUCTpanua MO
«3eneHorpanckuil paiion» paspabOTaHO B COOTBETCTBHE C DeneparbHBIM 3aKOHOM OT
06.10.2003 r. Ne 131-®3 «O6 o6mux NIPUHIUIAX OpraHU3alldd MECTHOIO
caMoyImpaBlIeHUs», 3akoHa KamuawmHrpamckoit obmactu ot 05.12.2008 r. Ne 301 «O
[paBOBOM PETyIMPOBAHUM MYHHMIUNATBHOH CTyx0bl B Kamuuunrpamckoit oGmactuy,
YcTaBoM MyHHIMIATBHOTO 06pa3oBaHHs «3eNeHOTpanCcKuil paifoH», yTBEPKIEHHOH
paiiorEbM  CoBeTom jemytatoB MO  «3eneHorpajckuit pakioH»  CTPYKTYpoii
anvuHucTpany MO «3eleHOrpanckuii  paloH» HW  INTATHBIM  pacIKCAHHEM
agmuHECTpanuu MO «3eneHorpanckuii paiony.

HavanpHUK yIipaBieHus AeaMu W /ML.W. Taiinaii/
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