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MABA 1.OBLUME NMONOXEHNA

1.1. ApomuHuctpaums bBenosipckoro ropoackoro noceneHus (ganee  AgMuMHUCTpauus) —
NCNONHUTENBHO-PACNOPSAANTENbHbBIA OpraH MeCTHOro caMoynpaBrieHUs.

1.2. AgmMuHuCTpauua B CBoeW  JedATenbHOCTM  pykoBoactByeTcsa  KoHctutyumen PO,
denepanbHbiMM  3akOoHamu,  3akoHamu  Tomckonm  obnacTy, HOPMaTMBHO-MPABOBbLIMM  akTamMu
MyHuLMNansHoro obpasoBaHns «BepxHekeTckuin panoH», YctaBoM benosapckoro ropoackoro noceneHus u
OpYrumMn HOpMaTUBHO-NPaBOBLIMU akTamun benospckoro ropoackoro NoCeneHums.

1.3. AOMUHUCTpaLmMsa OCyLLeCTBNAET MOMMHOMOYMS MO PELUEHU0 BOMPOCOB MECTHOrO 3HaYeHus,
npegycMOTpeHHbIX YcTaBoM benospckoro ropoAckoro MoceneHusi, a TakKe WHbIe MONTHOMOYUSA Mo
pELUEHMIO BOMPOCOB MECTHOTO 3HayeHuUs B COOTBETCTBUM C [OEWCTBYHOLLIMM 3aKOHO4ATENbCTBOM,
NpPaBOBbIMY aKTaMu OPraHOB MECTHOIO CaMOyrnpaBeHUs.

1.4. CospgaHve, peopraHmsauuss M NUKBMZaAUMs  aAMWHUCTpaUMM  OCYLLEeCTBRSAETCS
nocTaHoOBMEHNEM AMMHUCTPaUMK benosipckoro ropo4ckoro nocenexHust.

1.5. AoMuHucTpaumsa cdopmupyetcsa [naBon nocenenus (FNaesow agMUHUCTpaUuM) nyTem npuemMa
Ha paboTy nvu B COOTBETCTBUM CO LUTATHBIM pacnucaHveM, yTBepxaeHHbIM [nason nocenenuns (Cmasow
agMuUHUCTpaLmn).

1.6. naeBa noceneHuns (MaBa agMWMHUCTPaAUMM) Ha MNPUHUUNE eAMHOHaYanus pPyKoBOAWUT
agMVHUCTpaumen, yTeepxaaeT PernameHT geaTensHOCTy.

1.7. B cnyyae otcyTcTBUsi [NaBbl NoceneHusi UMM HEBO3MOXHOCTU WCMOMHEHUS UM [OIMKHOCTHbIX
obsi3aHHOCTEN  (KOMaHOMPOBKA, OTMYCK, OOne3Hb, WHblE YBaXWTEMbHbIE MPUYMHBLI), €ro MOSIHOMOYMS
ocyLlecTBnsieT 3amecTutenb MaBbl  AgMUHUCTpauUMM nocerneHusi. B crnyyae HEBO3MOXHOCTM 3aMeCcTUTENEM
MmaBbl  AOMWMHUCTpaAUMKM  OCYLLECTBMSATb  MNOMHOMOYMSt [NaBbl  NOCENEHUsl, yKas3aHHble MONIHOMOYUS
OCYLLECTBSOTCS AOIMKHOCTHBIM MMLIOM, YNONHOMOYEHHbLIM pacnopsbkeHnem naBbl NoceneHus.

1.8. PacnpepneneHne obaszaHHOCTEN Mexay cneumanuctamum AQMUHUCTpauUW yCTaHaBnvBaeTcs
OOJDKHOCTHBIMU UHCTPYKUNSAMK, yTBEPXKAEHHBIMU [aBon nocenexus (FCnaBor agMUHUCTpaummn).

IABA 2. MNAHNPOBAHWME PABOTbI ADMWHNCTPALINA

2.1. Tekywee nnaHnpoBaHune

B uensax koopavHaumyM u COrnacoBaHHOCTU OEWCTBUN ALMUMHUCTPALMS €XeMECSYHO Monb3yeTcs
€OWHbIM KaneH4apHbIM MAaHoOM MeponpusTuin benosipckoro ropogckoro MocerneHws, Ansi COCTaBMeHus
KOTOpOro He nosgHee 25 uucna Kaxgoro mecsila OTBETCTBEHHble paboTHUKM AOMUHMCTpaAUUK nogatoT
YnpaBnswoLwemMy genamMmu 3asiBKM Ha NpoBefeHue B criedyroLlem Mecsle MeponpusaTui ¢ ykasaHnem atbl,
BPEMEHM U MeCTa NpoBeaEeHUS.

Ha ocHoBe 3aaBOK YNpaBnswowWmnin aenamm CocTaBnseT KaneHgapHeli nnaH pabotel benospckoro
rOpOACKOro noceneHusl, KOTopbin yTBepxaaetcs [naBon nocenerus (CaBon agMUHUCTpaumn).

MABA 3. MOPAOOK BSAMMOLENCTBUNA ADMUHUCTPALIMN C COBETOM
BEJTOAPCKOIO NrOPOACKOI O MNMOCEJIEHVA

3.1. B3sanmopgenctene ¢ CoBeToM noceneHust ocylwiectensetcsa yepes [naBy nocenexHuns (naey
agMuHMCTpauun), nubo nNMuo, HasHavYeHHoe pacnopsXXeHnem AQMUHUCTpaLUN.

3.2. OnepatuBHOoe B3aumopencTBue ¢ CoBeTom noceneHnss [naea noceneHus (IMaea
agMUHMCTPaLUN) OCYLLECTBIISIET Yepes ynpaBnsoLero genamu.

3.3. YnpaBnswowun genamm c y4eToM MNpeanoxeHwn OenytaToB, COCTaBNAeT MNepCrnekTUBHbIE
(rogoBble), nonyroaoBble (KBapTarbHblE) NMaHbl HOPMOTBOPYECKUX pPaboT M BOMNPOCOB, BHOCUMbLIX Ha
paccmoTpeHue CoBeTa nocerneHusl, KOTopble cornacytTtcd ¢ [nason nocenexus (CnaBon agMUHUCTpaumm)
N BHOCATCA B COBET MOCENeHws Ans BKMoveHus B obwwuin nnaH paboTtel CoBeTa noceneHns u ero
KOMUTETOB.

3.4. NpeanoxeHnss AQMUHUCTPaLNN O BHECEHMN BOMPOCOB Ha paccMoTpeHne cobparHmna CoseTa, a
Takke MpoeKkTa HOpMaTUBHO-NPABOBbLIX AKTOB HarnpaBnstoTcd B COBET MOCENEHUS TOMbKO 3a MOANMUCHIO
MnaBbl nocenenus (IMaBbl agMUHUCTPaLuKM), a B €ro OTCYTCTBME — 3a MOAMUCLI0 WUCMOMHSAILWENO
06s3aHHOCTM [naBbl noceneHust ([MaBbl agMWHMCTpaUMM) B CTPOrOM COOTBETCTBUM C pPernameHToM
CoserTa.

3.5. KoHTponb 3a BbLINOMHEHWEM pErfameHTHbIX CPOKOB MPOXOXAEHUS MPOEKTOB, BHOCKMMbIX Ha
paccmoTpeHne CoBeTa NOCENeHNs, OCYLLECTBIAET yNpaBnsaloLWuin aenamu.

3.6. MpoekTbl HOPMaTUBHO-NMPaBOBLIX  aKTOB " peLueHnin CoBeta  noceneHus,
npeaycMmaTtpuyBaoLlLiMe pacxodbl, NOKpbiBaemble 3a cyeT OwmKkeTa noceneHus, Hanpasndawotca B Coset
noceneHns TONbKO NO WHUUMatTMBe [NaBbl noceneHust (NaBbl agMUMHUCTPALMU) WU MPU  HaNU4mm
corrnacoBaHus ¢ PUHaHCOBbLIM OpraHoM AgMUHUCTPaLUK.

3.7. K npoektam pelueHun CoBeTa NOCENEHNsT UM HOPMATMBHO-NPABOBLIX aKTOB, BIHOCUMbIX Ha
paccmoTpeHne CoBeTa MnoceneHusi, npunaraeTca MOSICHATENbHAsA 3anucka, a Takke CMUCOK nuy ans
yyactnsi B cobpaHum CoBeTa noceneHus no AaHHOMY BOMPOCY C YyKadaHUeM [OIMKHOCTM, damunuu,
MMeHW, OTYeCTBa NpearonaraemMoro Aoknagynka, Cogoknaaymka, BbICTynarLLmnX.

B noscHUTenbHOM 3anncke yKasblBalTCA MHULMATOPLI BbIHECEHUSA OaHHOro Borpoca Ha

paccMoTpeHune CoBeTa noceneHus, ¢ Kakow Lerbio BbIHECEH BOIMpocC.



Ecnn peanusaumsa paHHOrO MpoekTa pelleHus, HOpPMaTWBHO-NMPaBOBOrOo akta Tpebyet
OOMOJSTHUTENBHBLIX MaTepuarnbHbIX U UHBIX 3aTpaT, TO B MOACHUTENBHOWM 3anucke 4aeTcs COOTBETCTBYHOLLEE
PUHAHCOBO-3KOHOMUYECKOE 0OOCHOBaHNE.

3.8. maBa noceneHus (CNaBa agMUHUCTpaLUK) NoANUCLIBAET NpeanoxeHus K pelweHuam CoseTa
noceneHnss B CPOKW, YCTAHOBMEHHbIE YCTaBOM MyHuUMNanbHOro obpasoBaHus «benosipckoe ropopackoe
nocenexHune».

3.9. [denytatel CoBeTa noceneHus NOMb3YOTCA MNpaBOM BHeoyepeaHoro npuema [nasbl
nocenenuns (MMaebl agMMHUCTpaUMK), ynpaBngalLWEero genamv M apyrmx paboTHWKOB agMUHUCTpauuu.
BbllweHa3BaHHble Nuua 06a3aHbl AaTh OTBET Ha obpalleHue genyTtaTta, NpeacTaBuTb 3anpallvBaemMble
OOKYMEHTbI U CBEAEHUS B yCTAHOBIEHHOM OENCTBYOLLEM 3aKOHOA4ATENbCTBE NOPSIAKE.

3.10. PykoBoguTtenb, Kk KoTopoMmy obpaTtunca genytat NMCbMeHHO, 06sA3aH AdaTb OTBET NO
CyLLECTBY B MMCbMEHHOM hopMe He nosgHee, Yem Yepes 10 gHew co AHSA nonyyeHus obpalleHus.

B cnyyae HeobGxoguMMocTu npoBedeHus B CBSA3M C obpalleHvem [AOMNOMHUTENBHOW MPOBEPKU,
COOTBETCTBYIOLLEE AOMKHOCTHOE NMULO JOJPKHO COOOLWUTL AenyTaTy B HEAENbHBIN CPOK CO AHSA MOMyYeHus
obpalleHnsi, a OKOH4YaTenbHbI OTBET NpeacTaBuTb emy He no3gHee 20 OHEW CO AHA MOMyyYeHus
obpalleHus.

3.11. OpraHusaumio npuema genytatoB [aBoyn noceneHuns (rnaBov agMMHUCTPaLnK) U KOHTPOIb
3a uMCMnofHeHMeM nopyyeHun [nasbl noceneHuss ([MaBbl agMUHUCTpauUKM) NO pesynbTaTtaMm npuema
OCYLLIECTBMSET YNpaBnsAoLLmMIA Aenamu.

3.12. B cny4ae ecnu obGpalleHne genyTtata (rpynnbl genytaToB) npu3HaHo peweHvem CoseTa
noceneHus AenyTaTCKMM 3anpocoM, LOJDKHOCTHbIE NMua, K KOTOpbIM adpecoBaH AenyTaTCKuiA 3anpoc,
00653aHbl JaTtb OTBET B NMCbMEHHON hopMe MO CyLecTBY 3anpoca, a Takke no TpeboBaHuio aenyTaToB
YCTHO Ha 3acefaHunm CoBeTa noceneHns B CPOKK, YCTaHOBIEHHbIE pelleHe CoBeTa NoceneHus.

MABA 4. PABOTA C OBPALLEHVAMU TPAXIOAH

4.1. ObpalleHus rpaxxgaH, 00beguHEHU rpaxkaaH, B TOM YMCHe IopUaNYeCcKMX NnL, NOCTyNmBLLME
B aOMVHUCTPALUMIO WIM JOJDKHOCTHOMY nvuy B NMUCbMEHHOW c¢hopme unm B OopMe 3NEeKTPOHHOro
OOKYMEHTa npennoxeHue, 3asiBrieHne wnm xanoba, a Takke YCTHoe obpalleHne rpaxaaHuHa,
00beauHEeHU rpaxgaH, B TOM 4YWCIE HOPUOUYECKUX IUL, PerncTtpmpyetcs B aBTOMaTU3UPOBAHHOW
cucteme «lvucbMa u obpalleHus rpaxgaH» ynpaenswoWMM genaMmm  agMUHUCTPauMM MNoceneHust B
TeyeHne Tpex AHeN C MOMEeHTa NOCTYNNeHust. — 8 ped. nocmarHossnneHus om 09.07.2013 Ne 75

4.2. naBa noceneHus ((nNaBa agMUHWUCTPaALUW) Ha3Ha4YaeT WCMNOMHUTENs, yKasblBasi ero
damMunuio 1M MHUUManNbl B pes3oniounn, He no3gHee CYTOK C MOMEHTa MofyveHusi, BO3BpallaeT
ynpasnsioLwemy genamu.

4.3. Ynpasngawowumn genamu genaeTt oTMeTky o6 McnonHuTene B aBTOMaTU3MpOBaHHOM cucteme
«lMncbma n obpalleHns rpaxxaaH» 1 nog pocnuck nepegaeT emy obpalleHue.

4.4. OTBETCTBEHHOCTb 3a OOBLEKTUBHOE, BCECTOPOHHEE W CBOEBPEMEHHOE pPacCMOTPEHMe
obpalleHnsi, B criydyae HeobxoguMMOCTU - C y4acTMEM rpaxdaHuHa, O0ObefuHEeHus rpaxaaH, a Takke
IOPUONYECKMX NAUL, HanpaBMBLUMX ObOpalleHue, Bo3naraeTcsi Ha AO/MKHOCTHOE NULO, KOTOPOMY MOPYYeHO
paccMoTpeHue obpalleHus. — 8 ped. nocmaHoessneHus b 09.07.2013 Ne 75

4.5. TlucbMeHHoe o6palleHne, copepxallee BOMpOChl, peLleHne KOTOpbIX He BXOAUT B
KOMMNETEHLUMIO aAMUHUCTPALNMN NOCENEHNST UMM OOJPKHOCTHOIO LA, HanpaBnsieTcsl B Te4EHNEe CEMU OHEN
CO [OHA peructpauum B COOTBETCTBYIOLLMI OpraH WM COOTBETCTBYHLUEMY [OMMKHOCTHOMY nuuy, B
KOMMETEHLUMIO KOTOPbIX BXOOUT peLleHWe MNOCTaBfieHHbIX B obpalleHuMM BOMPOCOB, C yBEAOMIIEHUEM
rpaxgaHvHa, obbeavHeHus rpaxgaH WM IpUauYeckoro nvua, HanpaeBuBlMX obpalieHue, o
nepeagpecaunn obpaweHus. — 8 ped. nocmaHosneHuss om 09.07.2013 Ne 75

4.6. AgMuHucTpaums benospckoro ropoackoro MOCENeHUs WM OOSMKHOCTHOE fvuo  npwm
HanpaBfieHUN NMUCbMEHHOrO ObpalleHnsi Ha pPacCMOTPEHME B OPYrol opraH MECTHOrO camoynpaBrieHus
NN MHOMY [OJDKHOCTHOMY MLy B Criydyae HeobXxoOMMOCTM 3anpallvBaeT B YKa3aHHbIX OpraHax Wunm y
OOIMKHOCTHOIO Nua AOKYMEHTBI U MaTtepuarnbl 0 pesyrfbTatax pacCMOTPEHMUS MUCbMEHHOIO 06paLLeHust.

4.7. ADMUHUCTpaumsa benosipckoro ropoAckoro NoceneHus UM OOMKHOCTHOE NuUo yBegomnseT
rpaxgaHnHa, obbeauHeHWe rpagaH WNKU tpuanydeckoe NULO O HanpaBreHMM ero obpalleHus Ha
paccMoTpeHMe B [ApYyrol rocyfapCTBEHHbLIN OpraH, OpraH MeCTHOrO CaMOynpaBfieHUs UM WHOMY
OOIMKHOCTHOMY NULLY B COOTBETCTBUM C KOMMNETEHUMEN. — 8 ped. nocmaHosneHus om 09.07.2013 Ne 75

4.8. 3anpewaetcsa HanpaBnATb xanoby Ha pacCMOTPeHMEe B OpraH MECTHOro camoyrnpaBlieHUs]
UNn JOIMKHOCTHOMY Ny, peLleHue nnu gencreme (b6e3gencraue) KoTopbix 0GxanyeTcs.

4.9. lMncbmeHHoe o6palleHne, nocTynuewiee B AgMuHUCTpauuio benospckoro ropockoro
noceneHnss UnNn OOIMKHOCTHOMY JMLY B COOTBETCTBUM C MX KOMMETEHUMEN, paccMaTpuBaeTCs B TeYEHUe
30 gHen co gHsA perncTpaumm NMCbMEHHOro obpalleHus.

4.10. B ucknountenbHbIX Cnyyasx, a Takke B Cliyyae HanpasneHus 3anpoca, [naBa benosipckoro
ropoAcKoro MOCeneHusi, AOMKHOCTHOE NuLO NGO yNorIHOMOYEHHOE Ha TO NULO Bnpaee NPOAnvTb CPOK
paccmoTpeHus obpalleHusa He 6onee yem Ha 30 gHen, yBeOOMMB O NPOASIEHUN CPOKa ero pacCMOTPEHMS
rpakgaHnHa, obbeguHeHMe rpaxgaH unuM lpuanyeckoe nuuo, HanpasmBLUMX obpauieHne. — 8 peo.
rnocmaHosneHuss om 09.07.2013 Ne 75

4.11. ObpalueHne, noctynuellee B AAMUHUCTpaUMO Benospckoro ropoAckoro noceneHus unu
OOJDKHOCTHOMY NMLY B (hOPME SMEKTPOHHOIO JOKYMEHTA, NOAJIEXMUT PaCCMOTPEHUIO B NMOPSIAKE N B CPOKM,



YCTaAHOBMEHHbIE [ANs1 MUCbMEHHbLIX oObpalweHun rpaxaaH. [paxgaHvH, obbeauMHeHus rpaxpaH wnm
topuanveckoe nNuuo, Brpaee NpUoX1Tb K TakoMy obpalleHnio HeobxoauMble AOKYMEHTLI M MaTepuarnbl B
3NEKTPOHHON chopMe NMBO HanpaBuUTb yKaszaHHble AOKYMEHTbI U MaTepuarbl UM UX KON B MUCbMEHHOW
dopme. — 8 ped. nocmaHoesneHuss om 09.07.2013 Ne 75

4.12. OtBeT Ha obpalleHne, nNOCTynuBLUEE B OpraH MECTHOro CcaMOynpaBneHus unu
OOIMDKHOCTHOMY nuuy B (bOpMe 3MeKTPOHHOro AOKYMeHTa, HanpaBnsetcs B OpMe 3neKTPOHHOro
AOKYMEHTa No agpecy 9neKTPOHHOM MoYTbl, YKa3aHHOMY B OOpalleHuW, UM B MUCbMEHHOW hopme no
NoYTOBOMY agpecy, ykazaHHOMY B obpaLLeHuN.

4.13. OtBeT Ha obpalleHne nognucebiBaetcs [MaBon noceneHvs (naBov agmMuHUCTpauun),
OOJDKHOCTHBIM NTMLOM N0 YNONTHOMOYEHHBIM Ha TO NULIOM.

MABA 5. MTMYHBLIA MPUEM MPAXXOAH B ADMUHUCTPALINA

5.1. JludHbIi npuvem rpaxgaH B AMUHUCTpauumn npoBoguTca [naBon nocenenust ([nason
agMVHUCTpaumm) NMbo ero 3amMecTuTernem no noHeaenbHWkam ¢ 16%° go 18% B nopsiake XMBON odepeaw.

YnpaBngawowmin genamu  3anofiHAeT KapTouky fMYHOrO MpuMemMa, peructpauus  KoTopom
NpOM3BOAUTCA B XXypHane NUYHOro npuema rpaxaiaH.

B KapTOuKy M XypHan 3anucbiBalOTCs OCHOBHbIE [daHHble O 3asBUTEnNe, KpaTkoe coAepxaHue
BOMpoca 1 UTOrM paccMoTpeHus, Nnbo ohopmMnsieTcst pe3onioums ¢ nopydeHneM UCNOMHUTENIO.

5.2. KapTouku npuema, Bo3BpalleHHble [aBon unm ero 3amectutenem Hanpaensetcsa B «[enoy,
ecnu 3asiBUTENb NOJy4nsl OTBET NPsSIMO Ha npueme, NnMbo Nog pocnucb UCMOSTHUTENIO C COOTBETCTBYIOLLEN
pe3orounen nocrne 3aHeCceHUs OaHHbIX C KapTOYkKM B >KypHamn JMYHOrO npuema rpaxpgaH, nubo B
nporpamMmmy — « KOHTpOrsb».

5.3. Ecnu 3asBUTENO He AdaH MCYepnbiBalOLWMUA OTBET BO BPEMS JIMYHOIO Mpuema, TO OTBETHI
[atoTCs B CPOKU, YCTAaHOBIEHHbIE AEMACTBYOLWMM 3aKOHOA4ATENBCTBOM M HAacTosILWLMM PernameHToMm.

5.4. Ecnu 3asButenb NpuMHEC Ha NpPUEM MUCbMEHHOE 3asiBfieHuMe, TO Beayluin npuvemMm genaet
OTMETKY B KapTO4Kke INUYHOro Mnpuema, a Ha 3asBfneHuM HanaraeT pes3onoumilo Ans UCMONHUTENS.
YnpaBnswowun genamu JMYHYK KapTouky HanpaenseT B «[leno», a 3asdABrneHve peructpupyet B
aBTOMaTM3MpoBaHHOW cucteme «lncbma n obpalleHus rpaxgan». [lanee 3asBneHne paccmaTpvBaeTcs B
nopsifike, yCTaHOBMEHHOM 4151 MMCbMEHHbIX OBpaLleHun rpaxkaaH.

ExxemecsiyHO o 25 yncna Tekyllero Mecsua ynpasnsowmn genamu nogaet [nase nHdopmaumio
Mo UToram PacCMOTPEHUS 3asBMEHMUMN.

MABA 6. NUHOOPMMNPOBAHWME HACEJIEHUNA O AEATENBHOCTN AODMUHNCTPALINA

6.1. MHdpopmumpoBaHme HaceneHus o AeaTenbHOCTM AOMUHUCTPaLUMM OCYLLIECTBISETCS Yepes:

a) obHapogoBaHue (onybnukoBaHue) nHopmaLmm B CpeaAcTBax MaccoBOW MHbopmaLnm;

©0) pasmeLlleHne nHdopmauumn Ha oduLmManbHOM canTe;

B) pa3meLleHne nHdopmauum B noMmeLleHnsx AOMUHUCTPaLK;

r) O3HaKoOMIieHWe nonb3oBaTenen ¢ uHdopmaunen B MNoMeweHMaX AAMUMHUCTpaUMK, a Takke
Yepes 6UbNMoTeYHbIe U apXxmBHble POHAbI;

A4) npucyTcTBue rpaxpaH (dusmyeckmx nuvy), B TOM 4uCne npeacTaButTenen opraHm3auumm
(ropmamnyeckmx nuy), obwecTBeHHbIX 06beANHEHWI, OpraHoB MECTHOro CamMoynpaBfieHns Ha 3acedaHusix
KonnernanbHbIX OpraHoB AgMUHUCTPaLNN.

MABA 7. MOPAQOK PABOTbI C JOKYMEHTAMW B AODMUHNCTPALIMA

7.1.1. Bce gokymeHThl, nocTynawwme B AQMUHUCTPaLUIO, NepeaarTca ynpasnswoLwemy genamu,
KOTOPbIA X PETUCTPUPYET B aBTOMATU3NPOBAHHOM cucteme «CrnyxebHasa KoppecnoHOEHLNSA».

7.1.2. He nognexart peructpauuu criegyowime OKYMEHThI:

a) NMcbMa, NpUCnaHHbIe B KOMUW ONSA CBEAEHWS;

6) cooblieHns O 3acefaHusx, cobpaHusax, BCTpeyax, neperoBopax, MOBECTKU OHHA, MporpamMmbl
KOH(epEeHLINA, COBELLAHUI y4ebHbIe NNnaHbl;

B) No3gpaBuUTENbHbIE MMCbMA, NPAWC-NUCTbI; KaTanoru, nevyaTtHble M3gaHus, XXypHarbl, OpoLutopsl,
npurnaweHus, n3BeLleHus:;

r) CBOAKWU, MHpOpMaLMK, NpUCnaHHbIe AN CBeAEHNS;

[) NpenckypaHTbl LieH, X KOnuu;

€) HOpMbl pacxooB MaTepuarnos;

X) Byxrantepckme JOKYMEHTbI;

3) MecsvHble, KBapTalbHble, NOyrogoBblie OTYEThI;

N) CTaTUCTMYECKNE OTYEThI, OtonneTeHn cOOPHMKKN, MPUCNaHHbIE A4S CBEAEHUS.

[oKyMeHTbI, MpuUCnaHHble B MyHKTax I, A., €, X, 3, U nognexaTr ydeTy Yy COOTBETCTBYHOLLMX
crneumanmcToB unu byxrantepum.

7.1.3. Peructpauusa OOKYMEHTOB MPOU3BOOUTCHA NYTEM MPOCTABMEHUS HA HUX PErucTpaumoHHOro
HOMepa, C nocreaytoLLen 3anncbio He0BXoANMbIX CBeAEHUN O AOKYMEHTe B XypHane. B peructpaLMoHHOM
HOMepe yKa3blBaeTCH AaTta NocTyNneHus JOKYMeHTa U ero NopsaKoBbIin HOMep.

Ha pokymeHTax M B XXypHane ydeta npocTaBndetcd daktnyeckad pata MocCTynneHus B



agMUHMCTPaUuIo.

7.2. Nopaaok NpoxoXaeHUs AOKYMEHTOB.

7.2.1. Bce pJOOKyMeHTbl [0 perucTpauuu noanexart npegsaputesisHoMy pPacCcMOTPEHNIO
yrnpaensoowero aenamMmum U perucTpupyrotcd B aBTOMatusvMpoBaHHOM cucteme  «CnyxebHas
KOppecnoHAeHUUSA».

7.2.2. Nepenaya OOKYMEHTOB Ha paccMoTpeHue [naBe oCyLecTBMASETCS B AeHb UX MOCTYNMEHUS.

7.2.3. CpoyHas KoppecrnoHAeHUMsi nepeaeTcs pyKOBOAMTENO HEMEAMNEHHO.

7.2.4. Pe3synbTaTbl pacCMOTPEHUsT OOKYMEHTOB [naBow odopMnsalTca B BuAE Pe30ontioLnm Ha
CaMOM JOKYMEHTE.

B pesontouun ykasbiBaeTCA UCMOMHUTENb, COAEPXaHWEe MOPYYEHUs, CPOK UCMOMHEHWs, CTaBUTCS
NOANUCb, a NPU HEOOXOAMMOCTM yKa3biBaeTca « KOHTPOmb».

Ecnu B gOKyMeEHTe He yKa3aH CPOK UCMOMHEHUs], TO JOKYMEHT AOMMKEH OblTb UCMOSNHEH B TEYEHME
15 gHen.

7.2.5. 3aBuM3MpoBaHHble [OKYMEHTbl PErUCTPUPYIOTCA B aBTOMaTU3NPOBAHHOW cUCTEME
«CnyxebHasi KoppecnoHAEHUUSA», B KOTOPYK BHOCAT MHAOPMaL M0 00 UCMNONMHUTENSAX.

7.2.6. Bo3BpaT UX U CHATME C KOHTPONSA NOCne pacCMOTPEHMSI UCMOMHUTENEM, OCYLLECTBMASET
yNpaBnsawwWmMin  genaMmn, KOTOPbIN MPOBEPSIET KA4YeCTBO U CBOEBPEMEHHOCTb WCMOSHEHUs, 3aTeM
BO3BpaLLlaeT UCMONMHUTENIO ANs 4OpaboTKM nnu nepegaeT Ha perucTpaumio.

7.3. PaboTta ucnonHutenen c JOKyMeHTamu

7.3.1. VicnonHutenb OOMKEH YEeTKO OnpeaennTb, C Kakon Lefblo €My HamnpaeneH AOKYMEHT: Ans
cBefeHus (03HaKoOMIEHMS), ANS PYKOBOACTBA UNW ANsi OpraHn3aumm UCTIONTHEHUS.

B cnydae, korga QOKYMEHT HanpaBneH AN CBeAeHWsl, UCMIoNHMTENb M3y4vaeT ero, genaet Ans
cebs HeobxoauMble BbIMMCKW, CTAaBWUT CBOK POCMUCbL Ha OOKYMEHTE W He Mo3gHee, YeM 4vepe3 CYTKU
BO3BpAaLLaET ero ynpasnsoLwemMy aenamm.

OsHakoMuBLUMCL C JOKyMeHTOM «[ns pykoBoAcTBa», WCMOMHWUTENb CTaBUT pPOCMAUChH Ha
OOKYMEHTe, eNnaeT KCEPOKOMNMIO.

Mony4nB OOKYMEHT «[ns MCNONMHEHNSI», UCMOMHUTENb ONpeaenseT MeponpuaTUsa No opraHu3auum
€ro NcnomnHexus. VicnonHntene HeceT NepcoHarnbHy0 OTBETCTBEHHOCTb 3a JOCTOBEPHOCTL MHbopMaLumy,
UCMONMHEHNe [OOKyMeHTa B CpOKM, OdOopMieHMe [OOKYMEHTOB B COOTBETCTBUM C YCTaAHOBMEHHbIMU
TpeboBaHMAMM.

7.3.2. Iluyy, yka3aHHOMY B MOPYYEHUN NEPBbIM, COMCMONHUTENN 00s3aHbl B YCTAHOBIIEHHbIE UM
CPOKM NpeacTaBuTb Heobxogumble MaTepuarnbl. COMCNONHUTENW B PaBHOW Mepe HEeCYT OTBETCTBEHHOCTb
3a CBOEBPEMEHHOE U NOSIHOE UCMOMNHEHWE AOKYMeHTa (NopyyeHus).

7.3.3. TpoekTbl [OKyMEHTOB (OTBeTbl, NUCbMa, WHGOPMAaLMS, MPOEKTbl MNOCTAHOBMEHUHN,
pacnopsbkeHuri u Op.), NOArOTOBMNEHHble BO WCMOMHeHMe nopyyeHun [naebl noceneHvs (MNasbl
agMVHUCTpaLmMK), NPefoCTaBNATCA ynpaBngaoLemMy AenaMmn Ha BU3MPOBaHWe He nosaHee, YeM 3a 3 AHs
00 NCTeYeHUs cpoka UCMOMHEHMS.

7.3.4. YnpaBnswowun genamu npeaBaputensHO paccMaTtpuBaeT nNpeacTaBneHHbIe NCNONHUTENEM
mMatepuanbsl, CTaBuUT BM3Yy COMMacoBaHWsl, CHUMAaET OOKYMEHT C KOHTpOnsi M nepefaeT WCMOSTHEHHbIV
OokyMeHT [(maBe nocenexus ([nMaBe agMuUHMUCTpauun).

MognucaHnHble MaBowi MaTtepuarnbl HaNpaBnsTCA Ha perucTpauvio B aBTOMaTU3MPOBAHHON
cucteme «CnyxebHas KOppecnoHOeHUMsl» W OTMpPaBKy, a WCMNOJIHEHHbIA AOKYMEHT «B [eno» c
MPUMOXEHHBIMWU K HEMY MaTepuanamu no UCMOMHEHNIO.

7.3.5. B opraHbl rocygapCTBEHHOW BMAacTU U ynpaBfeHusl, opraHbl MECTHOro CamoynpaBreHus,
JenyTtartam HanpasnsAlTCA TOMbKO 3a nognuchio naebl.

VHble [0OKYMEHTbl, MOArOTOBMIEHHbIE MWCMOMHMTENAMM, MOryT ObiTb MNOAMMCAHbI CaMuUM
UCNONHUTENEM, MO NX PErNCTPaLUM 1 OTNPaBKa OCYLLECTBISETCS Yepes ynpasnsowero genamu.

7.4. OcbopmneHve n permctpaums oTnpasnisemMbiX JOKYMEHTOB.

7.4.1. [dokymeHTbl, OoTnpaBnsiemMble OT WMeHM AJMWHMCTPauUWMK, COATCH Ha perucTpauuio
ynpasnswowemy genamu. OOuvH 3K3eMnnsp nognucbiBaetcs «B [erno», ocTanbHble HanpaenaoTcs
agpecaram.

7.4.2. 3akasHble nuMcbMa W Tenerpammbl, OT WUMeHW AJMUHUCTpaUMM caalTcd B ABYX
ak3emnnsipax. Bropoi ak3emnnsp octaetcs «B [eney.

7.4.3. OtnpaBnsemble [OOKYMEHTbl pPEerucTpupyoTcd B  aBTOMaTU3MPOBAHHOW  CUCTEME
«CnyxebHasi KoppecnoHAEHLMS».

FMABA 8. OPFTAHU3ALINA KOHTPOA MCNONHEHNA JOKYMEHTOB M MOPYYEHUN

8.1. KoHTponto nognexaT AOKYMEHTbI:

nocTynueline B aAMUHUCTpaumMio u3 AMuHUCTpauun BepxHekeTcKoro panoHa, oOpraHos
rocygapCTBEeHHOWN BMacTu 1 yrpaBreHus;

NUCbMEHHbIE NMopyYeHus [NaBbl NOCEeneHns;

pacrnopsxeHuss MnaBbl NOCeneHus, B Pe3oSItOTUBHOW YacTW KOTOPbIX YCTAaHOBMEHbI KOHKPETHble
CPOKW NUCNONHUTENSA U KOHTPONb HaA UX UCTIONHEHUEM;

obpalleHuns rpaxgaH, nucbMa genyTaTos;

WHble JOKYMEHTbI, MOCTaHOBIEHHbIE Ha KOHTPOIb pesortouunein [naBon noceneHus.

8.2. [IoKyMeHTbl CHUMAIOTCH C KOHTPONSA nocrie npefocTaBneHns UCMONHUTENEM YyrpasnsaoLemy



Jenamu nMCbMeHHOW MHOPMaLMN MO NCNOSTHEHWIO.
CTATbA 9. CPOKN NCIMNOJTHEHNA OOKYMEHTOB

9.1. CpoOKM UCMNOMHEHMSA JOKYMEHTOB, NOCTYNUBLUUX U3 aAMUHUCTPaLMn BepxHeKkeTCKoro panoHa u
OpraHoB rocyaapCTBEHHOW BnacTu W ynpaBneHusi, onpeaensitoTcsa AaHHbIMU JOKYMEHTamMu U He MoryT
ObITb NpoaneHbl [NaBon noceneHus.

9.2. YkasaHHoe Ha AgokymeHTe «Cpo4yHO» npefycmatpuBaeT 3-x AHEBHbIN, «OnepaTtuBHO» - He
6onee yem 10-TM OHEBHbIA CPOK MCMOMHEHUsA nopyyeHunss. CpokM MCNOMHEHUSI CPOYHBIX U OnepaTUBHbIX
OOKYMEHTOB He NpoaJieBakoTCS.

9.3. Ecnn B OOKYMeEHTe, MOpPYYEeHWM CPOK WCMONHEHWSI HE yKa3aH, TakoW OOKYMEHT MNoanexut
WCMOMHEHNIO B TEYEHME OOHOro mecsua.

TMABA 10. MOPAOOK MOArOTOBKWN MOCTAHOBNEHWN, PACNOPSXEHWA N BHECEHUE
NX HA PACCMOTPEHWE TTIABE MNMOCEJIEHUNA (TMABE AODMUHNCTPALIN)

10.1. Tlo BonpocaMm MECTHOrO 3HayeHWss U BOMpOCaMm, CBSA3aHHbBIM C OCYLLECTBIIEHUEM
rocyaapCTBEHHbIX MOMMHOMOYMIA, NepefaHHbiXx AgMUHUCTpauuun denepanbHbIMUA 3aKOHaMW U 3aKOHaMM
Tomckon obnactu, nasa noceneHus (FNaBa agMMHUCTPaUMK) U30aeT NOCTAHOBNEHMS.

AKTbl MO oOnepaTUBHbIM, TEKYLIMM BOMpOCaM OpraHu3auun AesTenbHOCTU agMUHUCTPaUmK,
NMNYHOMY cocTaBy wusgatTcs B dopme pacnopsbkeHuin AgMuHucTpaumm Benosipckoro ropogckoro
noceneHus.

10.2. MNMpoekTbl NOCTaHOBNEHWU U pacnopsXXeHnin AQMUHUCTpauuu (aanee AKTbl) FOTOBATCS:

yrpaBnsawoLWmMM genamMmu — no nopyyeHuto Mnaebl nocenexus (Mnaebl agMUHUCTPaUUKY);

OOIMKHOCTHBIMM ML aMK B MOPSiOKE WUCMOSNTHEHMST MOCTYNMBLUErO B afMUHUCTPALMIO OOKYMEHTA,
nnbo 3asiBNEHNs rpaxaaHuHa;

OOJDKHOCTHBIMM - NMUaMM MO UX WHAUMATMBE B MNOPSOKE WCMOSNIHEHUST UMW OOSMKHOCTHBIX
obs3aHHoCTEN;

hMHaAHCUCTOM — B MOPSAAKE UCTIONHEHUSI UM CBOMX AOSMKHOCTHBIX 06S3aHHOCTEN.

10.3. BHu3y, Ha nocnegHeMm nucte AKTa nevataeTtcsa amMumnus, UMsi, OTYECTBO M TenedoH
NCNOMHUTENS.

CornacoBaHue akTa ¢ 3aMHTEPEeCOBaHHbIMY NMLAMU MPOU3BOAUTCH UCMONHUTENEeM AOKyMeHTa. Ha
obopoTHOWM CcTOpoHe nocneaHero nucta AkTa ykasblBaeTcd amMunus, WHULManbI, AOMKHOCTb nuua,
COrnacyloLLero akT, ero noanuch 1 gaTa cornacoBaHus.

B cnyyae oTkasa [OMKHOCTHOMO nuua OT COrfacoBaHMsA MNpoekTa, B rpade cornacosaHus
ykasbiBatoTcsa crnosa «Ocoboe MHeHMe», cTaBUTCA AaTa U noanuck, a ocoboe MHeHWe npunaraeTcs K AKTy
B MMCbMEHHOM Buae.

10.4. MNpoekTbl AKTOB nognexaTt AOKYMeHTarnbHOMY OOPMIIEHUIO B COOTBETCTBUM C HOpMaMMU
WHCTPYKUUM MO [Eenonpou3BoACTBY U LOIDKHbI coAepXaTb BCE MpPedyCMOTPEHHblIE 3TUM OOKYMEHTOM
PEKBU3UTBI.

10.5. MNMoaroToBneHHbIN NPOEKT AKTa NnepefaeTcs Ha pacCMOTPeHWe ynpaBngaoLwemy genamu.

10.6. lMpun nognucaHum wmnn yTBepxaeHun Akta [naBa noceneHus (ImaBa agMuUHUCTpaUUK)
COOCTBEHHOPYYHO MPOCTAaBMAAET AaTy nognucaHus (yTBepxaeHus).

10.7. Mpwn pernctpaumm AkTa ynpasnsoLUA genaMmy NpocTaBnsieT pPerncTpauuoHHbIN HOMEpP U
HanpaBnsieT aKk3emMnnsap:

B «[deno» AgMuUHUCTpaumu;

Ha paccbISKy.

MABA 11. TEXHUYECKOE OBECIMNEYEHME PABOTbI C AOKYMEHTAMU

11.1. KonupoBanbHO-MHOXUTeNbHble paboTbl B AOMUMHUCTPaALMU  OCYLUECTBISATCS MO
paspeLLeHnto YNpaBnsaoLLEero aenamMu.

11.2. MNepenaBaemble B neyatb PYyKOMUCU LOIMKHbI ObiTb MCMOMHEHbI pa3bopyvMBO, Ha OAHOW
CTOpOHE nucTa, ¢ cobniogeHvem npasun opdorpadmm n nyHkTyauun. HebpexHo n HepasbopumBo
HanucaHHble YePHOBWKW, PYKOMUCK, UCMPaBIEHHbIE KapaHAaloM, B NeYaTb He MPUHUMAIOTCS.

11.3. [JokymeHTbl M MaTepuanbl, Kacawwuecs Oyxrantepym mnevyatawTCa U pPasMHOXaKTCs
OyxranTepuen camoCTOATENBHO.

MABA 12. NMOPAOOK UCIMOJIbBOBAHNA MPOITPAMMHO-TEXHNYECKOIO OBECIEYEHUA
NMHOOPMALIMOHHBIX CUCTEM N OBLLUMNX BA3 OAHHbIX.

12.1. CneumanucTtbl-nonb3oBaTen MHPOPMALMOHHBIX cUcTeM, 6a3 AaHHbIX 00LEero HasHayYeHus,
noKanbHOWM BbIYUCIUTENBHON CETU, MpU paboTe ¢ HUMKU 0053aHbl cobniaaTb MHCTPYKLMK, TEXHOMOTNIO,
pexum [OCTyna; HecyT MepcoHanbHyl OTBETCTBEHHOCTb 3a cobnwoaeHwe npaBun SKCnnyartauuu,
COXPaHHOCTb MH(POPMALIMOHHON CUCTEMbI, KOMMbITEPHOro 060pya0BaHNS, CPEACTB CBA3W, HAaXOAALUXCS
Ha pabouyem cTone.

12.2. Pabota Ha koMMblOTEpax Apyrnx CneumannuctoB AOMNYCKaeTCs TOMbKO C paspelleHus
OTBETCTBEHHbIX 32 KOMMbIOTEP L.



12.3. B cnyyae oTtnycka wnu OTCYyTCTBUS cneumanucta no 060nesHn, OTBETCTBEHHOCTb 3a
MCrnonb3oBaHMe MEepPCOHaNbHOrO KOMMblOTEepa HeceT fMLUOo, Ha KOTOPOe BO3MOXEHO WCMOSfIHeHue
AOIMKHOCTHBIX 06513aHHOCTEN OTCYTCTBYIOLLErO.

12.4. B cnyyae yBonbHeHWs unu nepesoda paboTHMKA, YnpaBnswowWMiA Aenamu obsasaH
obecneunTb NpMemKky-nepegady KOMNbOTEPHON TEXHUKN U UHOPMALMOHHOM CUCTEMbI MO aKTy.

MABA 13. MOPAAOK MOArOTOBKM M 3AKNIOYEHWSA JOFOBOPOB W COMMALLEHNIA

13.1. [doroBopbl U cornaweHnss OT UMEHW KU ANna yOOBMEeTBOPEHWUs Hyxa AOMUHUCTpaumu
Benospckoro ropogckoro noceneHuns 3aknoyaet [naesa noceneHus (FNaea agMuMHUCTpaLmn).

13.2. [oroBop [JOSMKEH COOTBETCTBOBATb o0bsi3aTenbHbIM ANsi  CTOPOH  Npasunam,
YCTaHOBMEHHBIM HOPMaTMBHbIMW MPAaBOBbIMM aKTamu, AENCTBYOLWMMX Ha MOMEHT MNOAMMCaHUs
gorosopa.

13.3. lNpoeKkT goroBopa roToBAT 3aMHTEPECOBaHHbIE NULA.

OT AOMUHMCTPaL MK NMPOEKT AOroBopa BU3NPYETCSA BEAYLLUM CNEeLnanmcTom no pmuHaHcam, npu
3TOM OH JOJDKEH NPOBEPUTb MOMHOMOYUS NULA, NOAMNUCHIBAIOLLETO AOFOBOP OT UMEHWU OPYron CTOPOHBI,
COOTBETCTBMS YKa3aHHbIX B [OrOBOpPE HOPUAMYECKOro agpeca M OaHKOBCKMX  PEKBU3UTOB,
nnaTexecrnocobHOCTN KOHTpaKTa.

13.4. TlognucaHHble CTOpOHaMM [OOrOBOP NepefaeTcd ynpasnswwemMy gernamum  Ha
pernctpauumto. [loroBopy npucBamBaeTCs perncTpaumoHHbIN HOMEP, NPOCTaBMSETCS Aata perncrpaumu.
B xypHane ykasblBaeTCsl ero KpaTkoe coepxaHue 1 CTOPOHbI, MognucaBLLMe JOTOBOP.

13.5. MNepBbIt NOANVHHBLIN 3K3eMNNAP JOroBopa XpaHuTca «B [lene» y ynpasnsioLero genamMu.

FMABA 14. MOPAAOK UCMONMb30BAHWUA MEYATEV AODMUHUCTPALIAA

14.1. [Ona 3aBepeHUs CBOUX [OOKYMEHTOB AOMUWHUCTpaUMen UCMNOoMb3yeTcs: nedvatb
AoMuUHUCTpaumn.

14.2. TleyaTb agMUHUCTPaLMM XPaHUTCHA Yy YyMpaBnsawoLwWero Aenamu, KoTOpblM  HeceT
nepcoHanbHyt0 OTBETCTBEHHOCTb 3a €e XpaHeHWe W ucnonb3oBaHue. [leyaTb nepepaeTca Apyromy
OOMKHOCTHOMY NuUy, B Criydae OTCYTCTBUA YNpaBnALWEro genamMmm Ha TeppuTopum nocesieHns cebiwe 1
CYTOK, MO pacnopsbkeHunto [naBbl noceneHus (MMaBbl agMUHUCTpPaUMK) NO akTy npuema-nepegadn c
OTMETKOW B XXypHarne nepegadun nevartu.

OtTuck neyatb AQMUMHUCTpauUMK 3aBepsieT NOAMNWHHOCTb noanucy [nasbl noceneHusa (MMasbl
aAMVHUCTpaLMK) U NPOCTaBSETCSA Ha CrieayoLLy0 AOKYMEHTALNIO:

[OBEPEHHOCTM Ha NpaBO COBepLUATbL AEUCTBUSA OT UMEHU AOMUHUCTpaLK;

CMUNCKN, PEECTPbI, NEPEYHU;

ycTaBbl, [TonoxeHus;

NPOTOKONbI;

crnpaBkKu;

XxofaTtancTea, NnpeacTaBneHns;

LWTaTHble pacnucaHus;

aKTbl, CMeTbl.

OTTuck neyatn AgMUHUCTpaLMK 3aBepseT noanuck Mnaebl nocenenus (MNaBbl agMUHUCTPaLUN) K
NpoCTaBnsieTCA MNpWU HanMuum MOANUCKM BeayLlero cneuuManucTa no uHaHcam Ha CchneayoLlyro
OOKYMEeHTaLuno:

AOroBopa, CornallieHus;

rapaHTUMHbIE NUCbMA;

(PUHAHCOBLIE JOKYMEHTbI;

nopy41MTenbLCTBA;

00pasupbl OTTUCKOB NevyaTen AgMUHUCTpaLnK;

obpasubl noanuce paboOTHMKOB, MMEIOLWMX MpPaBO COBEPLUEHUS (PUHAHCOBO-XO3SMCTBEHHbIX

onepauui;

OOBEPEHHOCTU Ha NMpaBo MoMy4YeHns ToBapHO-MaTepuarnbHbIX LEHHOCTEN.

OTtnck nevatm AOMuMHMCTpauUMM 3aBepsieT NoAnucb Bedylwlero crneunanucrta no ¢uHaHcam 0e3
noanucu [Mnaebl noceneHns (IMaBbl agMUHUCTPaLLMK) U NPOCTaBSETCSA Ha CrieayoLmMxX AOKYMEHTax:
cnpaBku Oyxrantepum paboTHMKam o 3apaboTHOM nnaTte, B T.4. U3 apXx1Ba;

cnpaBku Oyxrantepumn paboTHMKaMm O CTaxe, B T.4. U3 apXuBa.

OtTuck neyatm AgMUHMCTpaLMM  3aBepsieT Mnognucb ynpaendwoowero genamu 6e3 nognvicy [naebl
nocenenuns (IMaBbl a4MVHUCTPALIMM) U NPOCTABMAETCA Ha CreAYLWMX JOKYMEHTaX:

CMpaBKkM rpaxgaHam B BOEHKOMaTbl O 3aXxOPOHEHWM YYaCTHWKOB BOWHbI Ha TeppuTOpuU

noceneHuns;

MHOPMALIMOHHbIE CMpPaBKM rpakgaHam O MECTOHaxXOXOAEHMM Ha TeppuUToOpUM MnocerneHns

yupexaeHun, opraHmsaLmmn, npeanpusTun;

apyrue cnpasku MHGPOPMAaLIMOHHOMO Xapakrepa.

14.3. Tpu 3aBepeHUN COOTBETCTBMS KOMWUW [OKYMEHTa MOAMWHHUKY HWkKe pekBuauTa «llognuce»
npocTtaBnsieTcsl 3aBepuTernbHas noanncb «BepHo»; OOMKHOCTbL Nuua, 3aBepUBLUEro KOMUID, NUYHas
nognuck; pacwmdpoBka NOANMUCK, faTa 3aBepeHuns, neyaTb.



FMABA 15. MPOXOXAEHWE MYHULIMMATNIBHOW CNY>XKEbI

15.1. TlocTynneHne Ha MyHUUMNanNbHYO Cnyx0by ocyllecTBnseTca B COOTBETCTBUM C
depepanbHeiM  3akoHOM  «O  MyHuumnanbHoW cnyxb6e B P®», 3akoHom Tomckon obnactm «O
MyHuUMnanbHou crnyxb6e B Tomckon oGnacTtu», HOPMaTMBHbLIMW MPaBOBbLIMU aKTaMuW MYHULUNANbHOro
obpasoBaHusa «benospckoe ropoackoro NoceneHns noceneHme.

15.2. maBa noceneHus (MaBa agMWHWUCTpaUMK) ABMASETCA BbICLUMM OOIDKHOCTHLIM JIMLOM
Benosapckoro ropoackoro noceneHusi, n3bmpaeTca Ha MyHuUMNanbHbIX BblOOpax, HagensieTcs ycTaBoM
COBCTBEHHBIMM MOMHOMOYMAMU. MyHUUMNAnbHbIE CryXalmue NPUHUMAKOTCS Ha MyHMUUNAnbHY Cryxoy
naBow noceneHus ([MaBoV agMUHUCTPaLMKU) KakK NPaBUMO, MO KOHKYPCY WM MyTEM Ha3HayeHust u3
pe3epBa MyHUUMNAIbHbBIX CIyXaLlmX.

15.3. MyHuumnanbHble cnyxalime MOryT yyYacTBOBaTb B KOHKypCe He3aBUCMMO OT TOro, Kakue
OOIMKHOCTU OHW 3aHMMAIOT Ha MOMEHT ero npoBefeHus.

15.4. KoHKypc npoBoauTCcs B OpMe KOHKYpCa AOKYMEHTOB Ui KOHKYpPCa-UCMbITaHWS.

15.5. KoHkypc obbsasnsietca [nasow noceneHus (fnaBow agMuHUCTpauuu) Ha Bce
MyHULMNANbHbIE OMKHOCTU, MPUEM Ha KOTOpPbIE OCYLLECTBIISETCS Er0 Pacnops>KeHNeM.

15.6. [ns npoBegeHus koHkypca [naea noceneHws ([MaBa agMUHWUCTPaUUKM) pacrnopsKeHUeM
AaMuUHUCTpaumm obpasyeT NOCTOSAHHO AENCTBYIOLLYIO KOMUCCHIO.

15.7. lpeTeHAeHTbl Ha BakaHTHYI AOMKHOCTb MPEAOCTaBMASAT KOMWCCUWM MOMHbLIN NepeyeHb
OOKYMEHTOB B COOTBETCTBUM 3akoHOM «O MyHuLMnansHow cryoe B Tomckol obnactu». OgHoBpeMEHHO
C 3TUMKM [JOKYMEHTaMuM nNpeaoCTaBnAlTCA CBeAeHWss O [OoXO4ax W umyllecTBe KaHaugata Ha
MYHULMNANbHYIO OOMKHOCTb.

15.8. Ha 3acegaHumM KOHKYpPCHOM KOMMUCCUM BefeTcsl MNPOTOKOM, B KOTOPOM OTpaxaetcs
nHdpopmauma o ee paboTte M NpUHATBIX pelleHuax. [poTokon noanucbiBaeTcs npeacenarenem u
cekpeTapeM KOMUCCUMU.

15.9. B cnyvae OTKINOHEHMS NpeasioKeHHbIX kaHavpgatyp [naBom nocenenuss (nason
agMUHUCTpaumm) ob6bsBnSeTCs JONONMHUTENBbHBIA KOHKYPC.

15.10. MpaxgaHMH MOCTynaeT Ha MyHMUMNAnbHYO Cryxby Ha ycrnoBusiX TPyOoBOro [OroBopa,
MOXET yCTaHaBNMBaTbLCA UCNbITaHWe A0 3-X MeCsLEB.

15.11. ®dopmMupoBaHWE §NUNYHBLIX OEN W BeAeHWe TPYAOBbIX KHWKEK B AOMUHUCTpauuMK
OCYLLEeCTBNSAET ynpasnaoLwWwmn genamu.

15.12. B nu4HOM fene MyHMUMNANbHOrO CNyXallero XpaHaTcs cnegytowme JOKYMEHTbI:

AHKeTa ycTaHOBNEHHOW hOpMbI;

JINYHBIN NNCTOK NO yYeTy KaapoB.;

Konun gunnomos 06 okoH4YaHUKU yyebHOro 3aBeeHus;

CnpaBka 0 COCTOSHUM 300POBbS;

Mpurkasbl 0 HA3HAYEHUN U NepeMeLLeHUY;

[Opyrne npegycMOTpeHHble AeACTBYIOWLMM 3aKOHO4ATENbCTBOM JAOKYMEHTbI.

15.13. lNepeBog MyHULUNANBLHOIO CriyXaLlero Ha Apyryto AOMKHOCTb NPON3BOAMUTCSH TOMNbKO C ero
cornacus.

15.14. Tpun nepeBofe MyHULMNANbHOrO CRyXawero ¢ MoBbIlWEeHWeM B AOMKHOCTU B npegenax
agMVHUCTpaUMK, ynpaBngaoLWMin genaMuM rotoBUT MPOEKT pacrnopskeHns AAMUHUCTpauMM O nepesope
MYHULIMNANbHOrO CRyXaLyero.

15.15. Mpun nepeBoae MyHUUMNANBHOTO CryXallero ¢ NMOHWXEHWEM B AODKHOCTW ynpaBnsaloLwmii
Aenamuv BHOCUT NCbMEHHOE NpeAcTaBneHme Ha ums [Tnasbl nocenexuns (Mnaebl agMuMHUCTpaLmn).

15.16. B cnyyae oTkasa MyHMLMMANbLHOIO CRyXallero oT nepesoa C MOHWXKEHWEM B AOIMKHOCTU
npon3BOaUTCA aTtTecTaumsi 3Toro paboTHuKa B cOOTBETCTBUM C 3akoHOM «O MyHuuunansHomn criyxbe B
Tomckon obnactuny.

15.17. BnepBble MNOCTYNMBLUME HA MyHUUMNANbHY Cnyx0y paboTHUKM [OJKHbI  ObITb
O3HaKOMMeHb! YrpaBnsaoLWMM AenamMu nog pocnuchb Co crneaywmnMmm JOKyMeHTamu:

YcTaBoM MyHMuunanbHoro obpasoBaHus «benosipckoe ropoackoe noceneHune;
PernameHTom paboTbl AOMUHUCTPaLMW;

WHCTpyKUMern no 4enonpon3BoacTBY;

[OMKHOCTHON NHCTPYKLUNEN.

15.18. CoBmelleHMe AOMNOnHUTENbHOM paboTbl C OCHOBHOW [OMyCKAaeTcs B paMkax 3akoHa
Tomckon obnactn «O MmyHuuunansHon cnyxo6e B ToMckon obrnactmy.

15.19. MyHuuunanbHbIM CRyXalmMMm MpeaoCTaBnseTCa eXerogHbln onnavyvMBaemMbli OTMYCK B
KonuyecTtBe 46 kaneHaapHbIX AHEN.

15.20. CBepx eXerogHoro onradMBaeMoro oTnycka MyHULMNanbHOMY CIy)alleMy 3a BbICMyry net
npeocTaBnseTcd  AOMNOMHWUTENbHBLIM  ONflayMBaeMblil  OTNyCK B cooTBeTcTBuM C  3akoHom  «O
MyHuuMnansHon cryx6e B Tomckon obnactuny.

15.21. MyHuumnansHoOMy cryxatlemy no cemerHbIM 0bCToATeNnbCTBaM M APYINM YBaXKUTENbHBIM
npuynHaM, MO €ero MNUCbMEHHOMY 3asiBEHUI0 MOXeT ObiTb NpeaocTaBneH oTnyck 6e3 coxpaHeHus
3apaboTHOM nnaTbl, NPOAOIPKUTENBHOCTL KOTOPOro onpeaensdeTcs no CornalleHnio Mexay Cnyxalum u
maBor noceneHus (fMNaBon agMUHUCTpaLMK), @ TaKke B APYruxX cnydasix, npeaycMOTpeHHbIX TpyaoBbIM
kogekcom P®, Ha cpok He Gornee ogHoro roga.



15.22. PacTopxeHue TpygoBOro [AOroBopa C MyHUUMNANbHbIM CryXXawum npou3BoguTca B
cooTBeTCcTBMM ¢ TpyaoBbiM kogekcom PP, 3akoHom «O MyHuumnanbHow cnyxbe B Tomckon obnactu». B
pacrnopsikeHun o6 ocBOOOXAEHUM MYHULUMNANbHOIO CryXalwero oT OOJPKHOCTM yKasbiBaeTcs garta u
npaBoBOe OCHOBaHWE NpekpaLleHUs MyHULMNanbHOM CryxXosbl.

15.23. 3a o6pa3uoBoe BbINOMHEHME TPYOAOBbLIX 006S3aHHOCTEW, MNOBLbILEHME KavyecTBa Tpyaa,
nNpoaomKuTenbHyo U 6esynpedvHyto paboTy, HoBaTopcTBa B TpyAe, ApYyrve OOCTUXEHUS, BbINOMHEHUe
3afiaHni 0cobor BaXXHOCTU N CNOXHOCTU, YCTaHaBNUBAKOTCA cneayoLwme Buabl NOOLLPEHUI:

©narogapHoCThb;

noyeTHasi rpamoTa;

OEeHeXHasi NpeMus B pa3Mepax AOIMKHOCTHOIO OKnaaa;
npegcraeneHune K Harpagam Poccunckon degepaumn.

15.23. lpemns MyHMUMNanbHbIM  cryXawmmMm, paboTHMKaM OyxranTepun, TEXHUYECKUM
ucrnonHuTensM u paboyMM BbINfa4YMBaeTcs Mo pesynbratam paboTbl 3a Mecsy B COOTBETCTBUM C
MonoxeHnem «O nopsagke npemMupoBaHMs paboTHWKOB AAMMHUCTpaumMM benosipckoro ropoackoro
noceneHusi». MyHuumMnanbHbIM CryXalum nNpeMust yctaHaBnmBaeTca B pasmepe o 50% [OmMKHOCTHOro
okrnaga ¢ Hagbaekamu 3a BbICMyry neT, BOAUTENsIM aBToMobunen u gpyrum padotHmkam — oo 100 %.

MABA 16. O BHYTPEHHEM PACIMOPAOKE PABOTbl ADMUHNCTPALINA

16.1. BHyTpeHHUMI pacnopsaaok paboTel ADMUHUCTPALMM YCTAHOBIEH CrieayoLmi:

Hayano paboyero gHs 84°

MepepbiB Ha 0ben ¢ 124°00 149

OkoH4aHue paboyero aHs B 18, npu 3ToM OKkoH4YaHMe paboyero AHSA Ans KeHWwmH 1790,

16.2. OToenbHbIM paboTHUKaM AgMUHUCTPaUUM No nx npocbbe, NMbo B MHTEpecax opraHusaumm,
pacnopsikeHuem [MaBbl nocenenuns (MaBbl agMMHUCTPaLMW) MOXET OblTb YCTAHOBIIEH MHOW pacrnopsgok
paboyero BpeMeHMu.

16.3. PaboTHukun AgmuHucTpauum o06a3aHbl coobWmTb  ynpasndwwemMy Aenamu O CBOEM
MECTOHaxOXOEHUN W MNPUMEPHOM BpPEMEHU BO3BpalleHuss Ha paboyee MecTo, npeaBapuTeNbHO
cornacosaB CBOe OTCYTCTBUe ¢ [MaBou nocenexus (Mnason agMuHMCTpaumm).

16.4. B cnyyae HeBbIxoga Ha paboTy, no npuynHe 6onesHn paboTHUKKM AgMUHUCTpaLun 0Bs3aHbl
coobLwmnTb 06 3TOM ynpaBnswLwemMy genamu.

FMABA 17. MOPAAOK BHECEHUSA NSMEHEHWW W JOMONHEHWA B PEFMAMEHT

17.1. MpeanoxeHnss pabOTHUKOB AOMMHUCTpaLMM MO M3MEHEHWUI0O M AornofiHeHuo PernameHTta
nogarTcs ynpasnsioLlemy Aenamu.

17.2. BHeceHne M3MEHEeHMn M AOOMONHEeHUNn B PernameHT OCyLLECTBNSETCS MOCTaHOBNEHUEM
AOMUHUCTpauumn benosipckoro ropoackoro noceneHuns.
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