IJTABA TOPOJIA CMOJIEHCKA
PACHOPAXEHHNE

ot #1. 204€ N 338- p_‘

O6 yrsBepxaenuu Ilonoxenus 06
Ynpapnenuu aenaMd AIMHHHCTPaLUH
ropozaa CmoJieHCcKa

B coorserctBun ¢ ®PeaepanbHbiM 3akoHOM OT 06.10.2003 Ne 131-03 «O6
oflKX npHHUMNAX OpraHu3alMH MECTHOro camoymnpasiieHHs B Poccuiickoit
denepaurn», pyKoBOACTBYACH Y cTaBoM ropoaa CMoeHCKa:

1. YrBepauth npunaraemoe [Ilonoxenue 00 VYrmpaBieHuu rHenamu
AzaMuHucTpauny ropoaa CMoneHcka.

2. Pacnopsxenune I'nasbl ropoga Cmonencka ot 08.12.2015 Ne 18-p «O6
yrepxjernu Tlosoxenuss o6 VYmpaeneHuu paenamMu AJMHHUCTPaLMM ropoja
CmoJtericka» NpU3HaTh YTPaTUBILUM CHITY.

3. Komutery no uHGOpPMaLMOHHBIM pecypcaM H TeleKOMMYHHKALHAM
Anmuunctpauun ropoga CMoNeHCKa pa3MeCTHTh HACTOALIEE PAcropsiKeHHE Ha
caiite AnMUHHUCTpaLMK ropoaa CMoneHcKa.

< B.A. CoBapenko



YTBEPXAEHO
pacniopsikeHreM [ naBel
ropoaa CmoneHcka

or /4 /. 202 L Ne_338- P

IOJIOKEHHE
00 YnpaBaenuu aejsamu AaMuHucTpauun ropoaa CMosiencka

1. OBIIME NTOJIOKEHHUS

1.1, Yupasnenue nenamMu AxaMmuHucTpauuu ropojga CMoneHcka (ganee —
Ynpasnenve aenamu) ABASETCS CTPYKTYPHBIM MOApa3fiefieHHEM AIMHHHUCTDPALMH
ropoaa CMmoseHckKa.

1.2. B cBoeli aestensHocTH YrpaBieHHe JenaMH pykoBoacTByercs Koucru-
Tyuner Poccuiickoit ®enepanuu, denepanrbHbIM U 00IaCTHBIM 3aKOHOAATENBCTBOM,
MpaBoBbLIMH aKTaMH OPraHOB MECTHOIO CaMOyTpaBieHus, HacTOAIWNM [TonoxeHnem.

1.3. ¥Ynpagnenue jieslaMu He obJiafiaeT npaBaMy HOPUAMYECKOrO JIMLIA, HMEET
Kpyrilyto ne4arsb, WtaMnbt 4 6J1aHKU CO CBOMM HaMEHOBaHHUEM.

1.4, YnpaBneHue aenaMH COCTOMUT U3 ABYX OTAEJIOB:

- OTAEJNIa perucTpalury J0KyMEHTOB;

- aJIMMHHCTPaTHBHO-XO35iCTBEHHOTO OT/ENa.

2. OCHOBHBIE 3AJAYM YIIPABJIEHUSI AEJIAMU

2.1. ObecneyeHHne CUCTEMb! y4eTa U MPOXOXAECHHS NOKYMEHTOB B AJMHHM-
crpauny ropoga CmosneHcka (nanee — AIMHHUCTpaLMs), KOHTPOJb 32 CPOKAMH MX
MCIOJIHEHHS.

2.2. ObecneueHue eAMHOrO MOPAAKA OpraHH3aLMH U BeIeHHs AEJIONpPOH3BOJI-
CTBa B AAMHHUCTpALKH.

2.3. Opranusauuontoc obecneueHve B AJXMHHHCTpalHH peanu3auud Mpasa
rpaxiaai Ha obpauleH1e B opradbl MECTHOTO CaMOYIpaBieHHusl.

2.4. OpranusanuoHHoe obecrieyeHre MEpONPUATHIA, MpoBoAUMEIX I'1aBoii ro-
pona Cmornencka (nanee — ['naBa ropoaa) 1 AAMHHKCTpALIHEH B paMKax peanu3aly
CBOHX MOJHOMOYHi1, COBMECTHO € NPO(UNBHEIMH CTPYKTYPHBIMH NOApPa3AeNeHUIMU
AMUHUCTPALIUH,

2.5. ComnpoBox/eHHe NIAHUPOBAHUS ACATENBHOCTH AJMHHMCTpAUUKM Ha Me-
CsILL.

2.6. Xo3siicTBeHHO-TeXHHYecKoe obecrieueHHe paboThl A AMHHHCTPALIVH,

2.7. ObecrnieueHre Harpa)caeHUsi rpaxciaH IOYEeTHBIMH I'paMOTaMH AAMHHH-
cTpallMk U 6narofapcTBeHHbIMM MUCbMaMH [ J1aBbl ropoaa.
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3. ®YHKIIMHU YIIPABJIEHUS JEJIAMHU

3.1. [loaroToBka AOKYMEHTOB H MaTepHasoB AJis 00ecreyYeH s eaTeIbHOCTH
['naBbl ropoja.

3.2. OcyulecTBIEHHE PErHCTPaLUK NocTynaioueil B agpec I'iassl ropoza, ero
3aMECTHTENEH, AIMUHUCTPALUN KOPPECIIOHACHIMH.

3.3. OcyllecTBlIEHHE PErHCTPalHi MCXOILIEH KOPPECIIOHAECHIIMH 3a MOAMNH-
celo ['naBbl ropoza, ero 3aMecTHTENENH.

3.4. OcylecTBeHHe KOHTPOJIA 33 HCMIOJHEHHEM OGJaCTHBIX 3aKOHOB, NPaBo-
BbIX akToB I'yGepHaTopa CmoneHckoll obnactu, AaMUHHCTpaumMd CMOIEHCKOH 06-
nacty, pewennit CmoneHckoro ropoackoro CoBeTa, MOCTaHOB/EHHUI U pacriopsKe-
Huii ['naBel ropoaa, AAMHHUCTpaLMH, pacniopshkeHu# 3amectureneii [asb ropoaa B
paMKax KOMIMETEHLUH YIIpaBleHUA AelaMH.,

3.5. OcyluecTBIEHNE PacChlIKK MHCEM, KOMMA MpaBoOBbIX akTOB I NaBbl ropo-
1a, ero 3aMecTUTelied U AAMUHHUCTPALIUY.

3.6. OcywecTBieHre paboTbl N0 y4eTy, PasMHOXKEHHIO U XPAHEHHIO MOCTa-
HOBJIEHHH, pacnopsbkenuid ['n1aBbl roposia 1 AIMUHHCTPALIUH, PACTIOPSIKEHUI 3aMe-
cruTene [ naBel ropoaa.

3.7. Ilepenaya B ynonHOMOYEHHBIH OpraH HCIIOJHMTENLHON BlIacTy CMOJIEH-
CkOA 006J1acTH HOPMAaTHBHLIX MPaBOBBIX akToB [naBbl ropoga, AIMUHUCTPALUK H
CBEJIEHUH O HUX Ul BKJIIOYEHHS B PErHCTP MYHUUMNANbHBIX HOPMATHBHBIX [PaBO-
BBIX aKToB CyOBeKTOB Poccuiickoif denepauun B COOTBETCTBHE ¢ (enepanbHEIM U
061aCTHbIM 3aKOHOAATENbCTBOM.

3.8. ®opmHpoBaHHE CBOJHOH HOMEHKIATYpbI e AAMHHHCTPALIUH.

3.9. Bepenue xypHajia y4eTa W BbIAAYM IevyaTeif, MITAMIOB CTPYKTYPHBIM
noapasaeNeHusIM A AMHHUCTPALUH.

3.10. OdopmneHue 3asBOK Ha IOYTOBbIE 3HAKH, HX MOJNy4YEHHE, pacripelerie-
HHE N0 CTPYKTYPHBIM MOAPA3ACACHUIM AIMHHHCTPALIMH.

3.11. Opranuszaums npuema rpaxzaH [naBoii ropoaa, ero 3aMecTHTENAMH U
YMOJIHOMOUYEHHBIMH Ha TO JIMLIAMH; YYeT, XpaHeHUe, aHalu3 MpedsIoKeHui, 3asaBJe-
HUH U xanod rpaxaaH, ux nepejaya Ha pacCMOTPEHUE JODKHOCTHBIM NHLAM AMH-
HHCTPAUKH, KOHTPOJIb 32 CPOKAMH UX UCITOJTHEHUS.

3.12. Beaenne HOMEHKIIATYpBI el pasziena «Y nmpaBieHHe AeiaMuy».

3.13. YyacTHe B MOATOTOBKE Y [IPOBEAEHWH MEPONIPHATHIA ¢ yuacTheM [ J1aBbl
ropoja, ero 3aMecTHTENIEH, pyKOBOAUTENEH CTPYKTYPHBIX NMoApasaeeHuid AQMUHH-
CTpailM1, MyHULMNAJIbHBIX TNPEANPHATHH U YUpexAeHuil (COoBELIaHus, CeMHHapBI,
BCTPE4H ¢ 00LIECTBEHHOCTHIO U T.J.) B paMKaX CBOEH KOMMETEHUHH.

3.14. PopmupoBaHHE MECAYHOTO MIaHa padoThl AIMUHKCTPALIHH.

3.15. OcyuecTBneH e COMPOBOXKAEHUS oULIHAIBHOTO caiiTa YIpaBieHus ae-
naMHM Ha roptanax AJXMHHHCTPALUH.

3.16. Opranusauus paGoTbl npueMHbIX [J1aBBl ropoia, €ro 3aMecTHTENel,
KOHTPOJIb 32 POXOXKAEHHEM KOPPECMTOHIEHLIMH B UX aJpec.

3.17. O6ecneueHne NOAroTOBKH [MOCTAHOBJIEHHI M pacropskenuii ['naBel ro-
ponaa, AJIMUHUCTpaLMH B paMKax CBOeil KOMIETEHLIHH.

3.18. OOHoBnenne 0a3bl JaHHBIX NPOTrPaMMbl HarpaKAEHHBIX OYETHBIMH
rpaMoTaMu AIMHHHCTpaLKMK 1 GnarogapcTBEHHBIMY THCBMaMK [1aBbI ropoaa.
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3.19. O6ecneuenne npuobpeTeHus, yuera, XpaHeHHs U CIIMCAHHS CyBEHHPHOI
TMPOLYKLMH. »

3.20. O6ecneyeHHe npuobpeTeHHUs, YUeTa, XPAHEHHS U CIIHCAHHS MaTepHalb-
HBIX [lelIHOCTEH AAMHUHHUCTPALIMH,

3.2]1. Xo3aHCTBEHHO-TeXHHYecKoe 06Cay)KHBaHHE CTPYKTYPHbIX noapasiene-
HHH AIMHHMCTPALIMK, HE HajleNIeHHBIX NPaBaMH IOPUAHYECKHX JIHLL,

3.22. Opranusauus paboTbl N0 06ecnevyeHUIo NPOIYCKHOrO PEXHUMa B 3AaHHUK
AJMHHHUCTpALIHH.

4. IIPABA YIIPABJEHHUSA JEJIAMHA

Ynpasnenue nenamMy B COOTBETCTBHM C AEHCTBYIOLIMM 3aKOHOAATENLCTBOM U
JUTsl OCYLIECTBIEHHUS BO3JIOXKEHHBIX Ha HEro 3aJiad MMEET MpaBo:

- 3aNpauIvBaTh K MoJlydaTh OT CTPYKTYPHbBIX noAapasfeneHnii AAMUHHCTPaLHU
HeoOXOAMMbIE CBEIEHHs M MaTepualibl, CBA3aHHbIE C JEATENBHOCTHIO YTpaBleHHS
IeJlaMH, B COOTBETCTBHH ¢ HacTosLMM IlonoxeHuem;

- BO3BpallaTh Ha 10paboTKy HEKaYeCTBEHHO O(OPMIIEHHBIE JOKYMEHTHI,

- OCYIIECTBJATL B COOTBETCTBHH € AEHCTBYIOLIUM 3aKOHOAATENLCTBOM IJIaHO-
Bble (BHEIJAHOBBIE) IPOBEPKH B CTPYKTYPHbIX NOApa3AeNeHUAX AAMUHUCTPALUH 10
BOIPOCAM, OTHOCSALIUMCS. K KOMMETEHUMHU YTIpaBjieHUs AejlaMH, HanpaBiiTh pPeKo-
MEH/1allM1 U NPEASIOKEHHUs N0 yKa3aHHBIM BOIpOCaM;

- B Npefiesiax CBOEH KOMIMETEHLUH FOTOBUTH MPOEKTHI MUCEM, IOCTAHOBJICHUH
U pacriopsbkeHui ['y1aBel ropoga 1 AIMUHHCTpaLUMH, PacropshKeHHI 3aMecTuTenei
['naBe! ropona;

- BHOCHTb Ha pacCMOTpPEHHE PYKOBOACTBAa AJMHHHCTPALMHU MpeUIOKEHHS,
MPOEKTHI MPABOBLIX aKTOB 110 BONPOCaM, OTHOCSLLIUMCS K KOMIIETEHUUH Y NpaBieHHs
aenamu;

- Ha HeoOXxoauMble JUISl MCMOJHEHHS AOJDKHOCTHBIX 00s3aHHOCTEH cripaBouy-
HYI0 M METOJMYECKYIO JINTEPATYPY, MPOAYKTHI IPOrPaMMHOI0 O0ECNIeUeHHs], TEXHH-
YECKOE OCHallleHHe pabouynx MeCT, BK/IOYas CpelCTBa CBA3H, KOMIIOTEPHYIO Te€X-
HUKY, obopynoBaHHe, obecneuHBalOllee COXPaHHOCTE CiyxeOHo#i uHpopmauun H
JIOKYMEHTOB.

5. OTBETCTBEHHOCTD YIIPABJIEHUSI JEJIAMU

CO’l‘pleHPll(H anaBneHm Ac€naMH HECYT OTBETCTBEHHOCTb 3a Kade€CTBO H
CBOECBPEMEHHOCTDL HCIIOJIHCHHUS BO3JIOXKEHHBIX HAa HHUX 3ala4y H (i))’HKIll/lﬁ B paMKax
CBOUX NOMKHOCTHBIX HHCTpYKuHﬁ B COOTBETCTBHH C ,Ilef;lCTBy}OlI.IHM 3aKOHOOATEIIb-
CTBOM.

6. OPTAHU3ALIMS AESITEJIBHOCTU YIIPABJIEHUSI AEJIAMHU
6.1. HenocpencTBeHHOE pYKOBOACTBO AEATENBHOCTBIO YMNpaBieHUs JellaMH

OCYLUECTBJISIET YNPAaBAAIOIMIA AelaMH, Ha3HaYaeMblii Ha JOJDKHOCTbh U 0CBOOOXae-
Mblit OT noJpKkHOCTH ['naBo# ropoaa.
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6.2. Ynpasnsowmnii fesaMu ocyLLECTBSET HCIONHUTENIbHO-PACIIOPAAUTENb-
Hble (YHKUMHM NO PYKOBOACTBY YNpaBleHHEM AeNaMH U HECET IEPCOHANBHYIO OT-
BETCTBEHHOCTh 32 HCIIOJIHEHHE BO3JIOKEHHBIX Ha YIIpaBleHHEe JejaMH 3ajady H
byHKLMH.

6.3. Ynpasnsowuii nenamu:

- 0e3 JOBEpPEHHOCTH MNpEeACTaBNAET YIpaBjieHUE AENaMH B OTHOLUECHHAX C
NpeAnpUsITUIMH ¥ OPraHW3alMsiMH 10 BCEM BOMpPOCaM AEATENBHOCTH B Mpenesax
CBOEH KOMIIETEHLIMH,

- TOTOBHT npemnoxeHus ['nase ropona o npueMe Ha paboTy COTPYDHHKOB
YrpaBieHHs elaMH, O NIPUMEHEHHH K HUM Mep MOOLUPeHHUs, O MPHUBJIEYEHHH K JHC-
LIMIIIMHAPHON OTBETCTBEHHOCTH;

- onpeaenser KOMNETEHLMIO HavyalbHUKOB OTHEJIOB YMpaBNeHHUS JCNaMH;
OCYWIECTBJISIET KOHTPOJIb 3a pabOTOH OTAENOB, BXOAALMX B COCTaB YIpaBJieHus ae-
JlaMH;

- H3JaeT MpHKasbl, MOAMHCHIBAET CNYXeOHYI0 NOKYMEHTALHIO B Npepeiax
CBOHX MOJHOMOYHIA;

- 3anpaluuBaeT HeobxoauMble HHGOPMALIMOHHbIE W aHAJITHUECKHE MaTepHa-
bl OT PYKOBOAMTENEH CTPYKTYPHBIX NOAPa3AeNeHUN AIMUHHUCTPALIUH;

- NPUBAEKAET I pellleHHs 3ajaq YNpaBieHUs AelaMU CrIeLUalCTOB HHBIX
CTPYKTYPHbIX [10Apa3aeseHni AIMHHUCTPALMY NO COMNIaCOBAHUIO C PYKOBOJAUTENS-
MU 3THX CTPYKTYPHbIX NOApa3xeseHuit;

- BBINOJHAET UHBlE (QYHKUHH, HEOOXOAHMMBIE M pPELICHHs IOCTaBJIEHHBIX
nepea YrpasieHHWEM JeslaMHy 3aAa4, B TOM YHCIIe BO3JIO)KEHHBbIX Ha Hero [ aBoit ro-
poaa.

6.4. UctouHuKoM (pUHAHCHMPOBAHHS PacXONOB MO COAEpXKaHHIO YIpaBieHHs
[EJIaMU, a TaKxe BbITIOJIHEHHIO ero GyHKLHH ABNsSIOTCA cpeacTBa 6iomkera ropoaa
CmoueHcka.

7. SAKJIIOYUTEJIBHBIE ITOJIOKEHMUSI

7.1. JlukBuaauus u peopraHn3auus ynpaBﬂeHHﬂ AcJIaMH NPpOU3BOAHTCS B CO-
OTBETCTBHHU C ﬂGﬁCTB}’lOH.[I/lM 3aKOHOAATECJIbCTBOM.

7.2. BHeceHue u3MeHeHu#H B Hactoslee IlonoxeHue OCYLUECTBJIACTCA Ha OC-
HOBAHHWH pacCliOpsHKEHHS I'nasel ropoja.



