MHO B
dHO B

BE YTBEPXIEHO

CTOB pacnopsbkeHueM AIMHHUCTPaLUH
ropoackoro okpyra Ill€nkoso

or Q9. A RORO  Ne FOLU

MNOJOXEHHE
00 AAIMHHHCTPATHBHOM YIIpaBJICHHH
AaMuHHCTpauuu ropoackoro okpyra llléaxoso
MockoBckoi 00/1acTH

1. OO6mue mo/10keHHs.

l.1. AIMUHUCTpPATUBHOE yIpaBieHHe AJIMMHHMCTPAIlUM T'OPOJCKOTr0 OKpyra

[1lénkoBo (nanee — YmpaBneHue) ABAsIETCS OPraHOM AJMHUHUCTPALMH FOPOACKOI0

- okpyra Il[gnkoBo MockoBckoit o0nactu (nanee - AIMHUHUCTpALMs), CO3AAHHBIM C

LeJIBI0 B3aUMOJIEHCTBHS ¢ rpa)KIaHaMy, IOPUINIeCKUMHU JTHIIaMU U 00IeCTBEHHBIMH

OpraHM3alMsIMH TIPH peald3allil MX NpaBa Ha oOpalleHHe B OpraHbl MeCTHOIO

caMoyTIpaBlIeHus, 00eCIIeYMBAIOIIMM OpraHU3allMOHHO-TEXHUUECKYI0, KOHTPOJIBHYO

u WHPOPMALIMOHHO-aHATUTHYECKYIO JeSTelIbHOCTh [ 71aBbl TOPOJCKOrO OKpyra
[11€nxoBO 1 AIMUHHUCTpALIUH.

1.2. VnpaBneHue B CBOeH JeATeNbHOCTH pyKoBoAcTByercs KoHCTUTyIuei
Poccuiickoit ®enepanun, PenepanpueivMu 3akoHaMu ot 06.10.2003 Ne 131-03 «O6
o0UMX NpPHUHLMIIAX OpraHW3alMid MEeCTHOro camoynpasieHus B Poccuiickoii
Oeneparmun», ot 02.05.2006 Ne 59-®03 «O mopsiake paccMOTpPeHHs OOpalleHHi
rpaxnan Poccuiickoii @enepaunu», YcraBom MOCKOBCKOH 001acTH, 3aKOHOM
MockoBsckoit o6mactu ot 05.10.2006 Ne 164/2006-03 «O paccMOTpeHHH 0OpalieHui
rpakaaH», WHBIMH HOPMATUBHBIMM akTaMM MOCKOBCKOH obnactd, YcraBom
MYHHUIUIAIBHOTO0 00pa30BaHUs, periaMeHTOM PacCMOTPEHHs O0pallleHHH rpa)iaH 1
opranu3aunuid, MHCTpyKuMeld Mo BeAeHUIO [e0NpOU3BOACTBa B AJIMHUHHMCTPALIWH,
HHBIMH MYHHIMIIAJILHBIMHA TPaBOBBIMH akKTaMHU Tropojackoro okpyra Illgnkoso,
[IpaBuiaaMu BHYTPEHHErO TPYAOBOrO pacrnopsiaka AnqMuHuctpanuu, [TonoxeHueM oo
VYnpasiesuu.

1.3. PyKOBOJIUT A€ATENBHOCTBIO YIPaBI€HUS HAYAIbHHUK.



1.4. B cocraB YnpaBrneHus: BXOIAT CIAEAYIOLIHE OTIEIbL:
- 00U OTHEN;
- OTJeJ IPOTOKOA U o0ecriedeH s 1eATellbHOCTH | 1aBHhI;
- OT/Ie]1 OPraHU3aUOHHOM PabOThl U HHPOPMAIIMOHHOH 6€30MaCHOCTH.
1.5. YrpasneHue B CBOeH NESATEIBHOCTH MOAYUHSAETCS 3aMeCTUTENo I naBsl
© AZIMHHHCTpaIK ropojackoro okpyra I1gmxoBo no obumm Bompocam.

1.6. JlesTenbHOCTh YTNpaBleHUsl OCYLIECTBISAETCS B TECHOM B3aUMOJICHCTBHU
C  TEeppPUTOPHAIILHBIMH,  OTpAacieBbIMM W (YHKIHOHAIBHBIMH  OpraHamu
AJIMUHHCTpAIIMKM, C JOJDKHOCTHBIMH JIMUAMH AJIMUHUCTPALMH, IPEANPHATHIMH,
VUPEXKAECHUAMH,  OpraHuM3alusMH ¥ OOINeCTBEHHBIMH  OOBEIMHEHMSIMH,
OCYLIECTBIISIOIIMMH CBOIO €ATEIbHOCTh HA TEPPUTOPHUH OKpPYTa.

1.7. YnpaBneHue umeeT CBOM OJaHK U MeYaTh.

2, IIpasa.

VipasrneHue uMeeT paBo:

2.1. B nopsiake, YCTAHOBJIIEHHOM [EHCTBYIOIIMM 3aKOHOIATEILCTBOM,
OCYILIECTBIATL cOOp HeoOXOaMMOM WH(pOPMalUMK B OpraHax AJIMHHHUCTPALMM M HUX
CTPYKTYPHBIX MOJpa3AeNIeHUsIX, Ha MPeANpUITUSIX, B YUPEKICHHIX U OPraHHu3alugax
pa3nuuHbIX (OpM COOCTBEHHOCTH, OCYILIECTBISIOIIMX CBOK JEATENLHOCTh Ha
TeppUTOpHH ropojckoro okpyra LIlEnkoBo B Lensix e€ ucnoyib30BaHMs [P PELLIEHHH
IIOCTABJIEHHBIX BOIIPOCOB U PACCMOTPEHHUH 0OpallleH! rpakjaH U OpraHu3alHi.

2.2. 3ampamuBare OT OpraHoB AJIMUHHUCTpALMH, MPEANPHATHH H
OpraHH3allyii, CIIpaBKH, OTYEThl, UHQOPMAIHIO, a TAKXKe IpyrHue HeoOXOoAMMBbIe IS
paboThl MaTepUasbl U JOKYMEHThI, OTHOCSIIMECS K KOMIETeHLMH Y IpaBICHHS.

2.3. 3BampammBarh HHMOpPMALMI0O IO JHYHOMY [pPHEMY TpaxiaH,
npoBoauMoMy [ naBoi ropoackoro okpyra ll{gnkoBo (nmanee — ['naBa), nmepBbIMH
3aMECTUTENISIMU U 3aMeCTUTeNsIMU | TaBbl AZIMUHUCTpAIIHH.

2.4. B cnyyae HeoOXOAMMOCTH B YCTAaHOBJIEHHOM 3aKOHOZAATEIbCTBOM
Nops/IKe 3amnpallBaTh JONOJHHTEIbHBIE MaTepuallbl M Nojy4daTb OOBSICHEHHUS Y

06paTHBHJHXCH (bHSId'—ICCKHX H OPpUIHYCCKHX JIHII.



2.5. IlpyHUMaTh y4acTHE B yCTAHOBJIEHHOM IOPSIIKE B COBELIAHUAX U IPYTrHX
MEPONPHSATHIX, NPOBOAMMBIX MO BOMNPOCaM, OTHECEHHBIM K KOMIETEHLHH
YnpasieHus.

2.6. 3ampammBaTh HHQOPMAIMIO O XOI€ W pe3ylibTaraX pacCMOTPEHHA
00OpallleHH#, HApaBlIeHHbIX Ha PaCCMOTPEHHE B IOJIBEJIOMCTBEHHBIC YUPEKIECHHUS,
NpeINPHUITHS U OPraHU3allMy ¥ KOHTPOJIMPOBATh X0/ UX PaCCMOTPEHHUA.

2.7. BHOCHTh TpeANoXKeHHs II0 COBEPLUICHCTBOBAHHIO U YIYYLICHHIO
NeATeTbHOCTH Y IPaBIICHHUS.

2.8. [Top30BaThCs B YCTAHOBJIEHHOM TOPsiKe HHPOPMALIMOHHBIMH Oa3aMu U
GaHKaMM JaHHbIX, CHCTEMAMH CBSA3M U KOMMYHMKAIMSIMH, HMEIOIIMMHUCS B OpraHax

AJMUHHUCTpALIUH.

3. 3apauyu ¥ QyHKUHH.

3.1. OcHOBHOH 3ajadeil  YmpasineHus  sBisgercss  obecrneyeHHe
‘Opl"aHPISaIIHOHHO—TeXHI/I‘IeCI(Oﬁ 1 WH()OPMAIMOHHO-aHATUTHYECKOH [EeATENIbHOCTH
AJIMUHUCTpaLMH.

3.2. VipaBiienye BHIMOIHSET ClIeayloume QyHKIHHU:

3.2.1. TIlomroroBka miua [7aBel  aHaIWTUYECKHX,  CIPABOYHBIX,
MH(QOPMALHOHHBIX MaTepHalloB M PEKOMEHJALMH M0 BOIPOCaM, OTHECEHHBIM K
BEJIEHUIO YIIpaBJIEHHUS.

3.2.2. AHanu3 U 06001meHHe HH(popMauH 00 00IIeCTBEHHO-NONIUTHYECKOH
CHTyaluH B ropojckoM okpyre lEnkoso.

3.2.3. Opranuzauus 3GQPEeKTUBHOrO M AOCTYIHOrO HH(OPMALHOHHOIO
COMPOBOXKIEHHUs IEATENBHOCTH [ NaBbl, PyKOBOAMTENEH OpraHoB AIMHHHCTPALHH,
B3aUMOJIEICTBHE C pEerHOHANBHBIMUA TOCYJapCTBEHHBIMH OpraHaMH, OpraHaMH
MECTHOI'O CaMOYITPaBJICHHS U HACETIEHHEM.

3.2.4. O6ecneyenre MH(MOPMAIIMOHHON OTKPBITOCTH AEATENBHOCTH [ JaBbl,

AMHHHCTpPAIMH ¥ WHBIX JOJDKHOCTHBIX ML AJIMHHHCTPALIMH.
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3.2.5. B3aumojelcTBHe ¢ OpraHamMM MECTHOrO CaMOYNpaBJeHHUs B LEJsX
ONEPaTUBHOro obecnevyeHns HaceleHHs! IOCTOBepHOH HHpopMaIueH o e TeNbHOCTH
['1aBBI ¥ MHBIX JOJKHOCTHBIX JIML A TMUHUCTPALIUH.

3.2.6. Y4yacTHe B MOATOTOBKE TIpecc-KOH(EepeHIrd, OpuOHUHTOB, MPIMBIX
3(HUPOB U KPYIJIBIX CTONOB [ 1aBBI M MHBIX JOJKHOCTHBIX JTHI AJIMHHUCTPAIIHH.

3.2.7. ®opmupoBaHue rpaduka U y4acThe B MPOBEACHUHU BBIE3IHBIX JTHYHBIX
npueMoB I'maBel Ha TeppuTOpUH ropoiackoro okpyra IllgnkoBo ¢ Quxcauueit
oOpallieHuii rpakaaH v MOCIeAYOIIMHA KOHTPOJIb HX HUCIIOHEHHUS.

3.2.8. CornacoBaHue ¢ OpraHamMi AJIMHUHHUCTPALIMH IUJIAHOB MPOBEIEHUS
MEPOIIPUATHI ¢ yyacTheM [ J1aBsl.

3.2.9. VYyacTHe B TNOArOTOBKE TPEIVIOKEHHH W pPEKOMEHAAlud Mo
COBEPLICHCTBOBAHUIO HWH(OPMAILMOHHOTO CONPOBOXAEHUS AEsSTeNbHOCTH [ naBbl,
AJMHWHHCTpaMH M UHBIX TOJKHOCTHBIX JTHL AJIMUHUCTPALIHH.

3.2.10. OGecnevyeHre BBINOJHEHHS OPTraHHU3ALMOHHBIX W HH(OPMAIHOHHO-
AHATHTHYECKUX MEpONpPHUATUH AJMUHUCTPAlUMH IPH IOATOTOBKE M MPOBEAEHUHU
BEIOOpPOB U pedepeHIyMOB BCeX YpPOBHEHl B COOTBETCTBHH C JEHCTBYIOIIUM
3aKOHOJIaTEIbCTBOM.

3.2.11. OcyecTtBieHre B3aumopencTBus ¢ M30upartensHO#t KOMHUCCHEH
MockoBckoii 061acT 1o BoripocaM HHGOPMAIMOHHOMN MoAaepKKH [ ocy 1apcTBEHHOM
aBToMaTu3upoBaHHOU cuctemsl « BBIBOPBI».

3212, [IpoBeneHue opraHU3alMOHHBIX MEPONPHATHH IO PErucTpaluu
(yuery) wu3Ouparenedd, y4YacTHHKOB pedepeHIyMa Ha OCHOBAaHHHM CBEICHHH,
IPEIOCTaBIAEMBIX MEXPAaHOHHBIM OTAEJIOM IO BompocaM murpauun MY MBJ{
Poccun  «Ill€nkoBckoe», NacnopTHBIMH CIYy)X0aMH YIIPaBISIOMIAX KOMIIAHHHT,
BOEHHBIMH KoMHccapuaraMu, opranamu 3AI'C, yupexaeHUsIMU U OpraHu3alusiMH,
OCYLIECTBIIAIOIIMMH YYET OT/AEIbHBIX KaTeTOPHi HaceIeHHUSI.

3.:2:13, Vwuactue B peLIeHUH BOIIPOCOB aIMHHUCTPaTHBHO-
TEPPUTOPHANIBHOIO YCTPOCTBA ropoackoro okpyra Il{énkoso.

3.2.14. ObecneueHue BbINOJIHEHHs] MEPONIPUATHI 1O paboTe ¢ KaHIUAaTaMU B

NPUCSDKHBIE 3acenaTeny (elepalbHbIX CYIOB 00llel opucaukuuu B Poccuiickoit



denepanyn oT ropojckoro okpyra Iénkoso.

3.2.15. OcyuecTBIeHHe BBIIOJHEHUS pabOT MO BONPOCaM HarpaXICHHs
rpaxaad, pabOTHHKOB W TPYAOBBIX KOJUIEKTMBOB TpPEANPHATHH M OpraHU3alldid
ropoackoro okpyra II[gnkoBo rocyaapcTBeHHbIMM Harpajamu Poccuickoi
®enepaliuy, HarpagaMu MuHHCTEpCTB U Be1oMcTB Poccuiickoit @enepanny, 3HaKkaMu
otnnuusi ['ybepratopa MockoBckoit 0b6nactu, HarpagaMd MockoBcKo# 00/1acTHOM
JlyMbl, HarpaaaMu MyHHUIUIIATBHOTO 00pa30BaHMsl.

3.2.16. [lpoBeneHre OpraHU3alMOHHBIX MEPONPHUATHH Ha TEPPUTOPHUH
ropoackoro okpyra I1[€1KoBo Mo y4acTHiO rpaxiaH, NpeANpUATHi U OpraHu3aluii B
KOHKypcax 00JacTHOro U ¢ellepaabHOro 3HaueHusl.

3.2.17. OcymecTBiaeHne paboThl MO pa3MelleHHI0O Ha O(UIHAIBHOM caiTe
AJIMUHHCTpAIIM HOPMATHBHBIX IPaBOBbIX aKTOB.

3.2.18. Oka3zaHye MOMOIIY B OpraHHU3allMOHHO-TEXHUYECKOM H METOTHYECKOM
obeclieyeHnH 3acelaHmii, COBEIIAHUH U BCTpeY, IIPOBOIUMBIX [ TaBoM.
| 3.2.19. ObGecneuyenue (opMUpoBaHUsS HHOOPMAIMOHHBIX MATEPHATIOB ISk
pasmernenus Ha Jlocke movéra ropojackoro okpyra Ilgnkoso.

3.2.20. Bemonnenue pabot mo cbopy u odpadborke uHdopmanuu or Cosera
JEMyTaToB U AJMHMHUCTPaldM, MO OCHOBHBIM IIOKa3aTessiM Pa3BUTHS MECTHOIO
caMOyMpaBJieH sl Ha TEPPUTOPUU ropoackoro okpyra llénkoBo u nepeaaye CBeIeHHH
B [IpaBuTenscTBO MOCKOBCKOH 001acTH.

3:2:21: Ha3HaueHue OTBETCTBEHHBIX ACKYPHBIX MO AIMMHUCTPAllUH, B
T.4. B BBIXOJHBIE M Mpa3IHHYHBIE JHH M3 4YHWCIa IEPBBIX 3aMmecTHTenel I 'naBel
AJIIMUHHUCTpaIMK U 3aMecTHTelel [ 1aBbl AIMUHUCTpAIIHH.

3222 OcyiecTBieHre paboThl Mo MNpPUEMY O(HULHUAIBHBIX BH3HMTOB
JeNieralmii, B TOM YHCJIe TOpoA0B-noOpaTUMOB ropoackoro okpyra IIgnkoso.

3.2.23. OOecrneueHre CBOCBPEMEHHOI'O pPacCMOTPEHHS  IOCTYIAIOIIHNX
JIOKYyMEHTOB B COOTBETCTBMM C MOpY4YeHUsMH [J1aBbl, TEPBEIX 3aMECTHUTENICH U
3amectuTelei [1aBel AIMHHUCTPALMK, B Opranbl AJIMHHUCTPALUH, JOKHOCTHBIM
JIMLIAM WJIH KOHKPETHBIM UCTIONHUTEIISAM TSI [IOATOTOBKH JJOKYMEHTOB, MaTEPHAIIOB U

JJIs UCIIOJIB30BaHHA B paﬁoTe.
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3.2.24. OcCyIlECTBIEHUE KOHTPOJISL 33 CBOEBPEMEHHOH MOATOTOBKOH
OTBETOB I10 HCITONIHEHHIO NOpy4eHul [ 1aBbl.

3.2.25. OcyIecTBeHHe KOHTPOJIS 32 CBOEBPEMEHHOMN TOATOTOBKOH OTBETOB
Mo WCMONHEHMI0 mopyuenuit ['yGeprartopa MockoBckoit obnactu (B T.4. Brne-
I'y6epHaTOpoB MOCKOBCKOH 00/1aCTH).

3.2.26. VuacTue B pa3paboTKe MEPOIPUSITHIL [0 COBEPIICHCTBOBAHHIO (OPM H
METOJI0B pabOThI C JOKYMEHTAMH.

3.2.27. OpraHu3anusi B3aUMOJIEHCTBHS MEXIy HAcelIeHHEM TrOpOJICKOro
okpyra I1[E1KoBO ¥ OTKHOCTHBEIMH THIAMK A JIMUHHCTPALIMH, C TEPPUTOPHATIBHBIMA,
OTpacieBbIMU M (PYHKIHOHAIBHBIMM OpraHaMu AJMUHHCTPALUH, NMPEANPUATUAMH,
YupeskIeHHsAMH W OpraHusalusMu ropojckoro okpyra Ill€nkoso MockoBckoH
00NacTH, Ul OMNEPAaTHBHOTO PpeIUeHHs BOIPOCOB, CBA3AHHBIX C PAacCMOTPEHHEM

oGpalleHHil TpaX/aH, peCTaBUTeNel IPeANpUATHI, YUpEKIAEHUH, OOIIECTBEHHbIX

o0beIMHEeHH ¥ OpraH|3alnii pa3TuyHbIX GOpPM COOCTBEHHOCTH.

3.2.28. Oka3aHue coaeicTBUs IPaXaaHaM U OOLIeCTBEHHBIM 00be IHHEHUAM B
OCYIIECTBICHHH MX IPAaB U 3aKOHHBIX HHTEPECOB, OKa3aHHe UM KOHCYJIbTallMOHHON U
HHOOPMALIMOHHON TOJIIEPIKKH.

3.2.29.  OcywectBieHde  paboTBl MO  B3aMMOIEHUCTBHIO  MEXIY
AIMMHHCTpalMed ¥ BOMCKOBBIMHM YacTAMH, IMCIOLMPYIOIIMMH Ha TEPPUTOPHH
ropozickoro okpyra IlgnkoBo, Mo BompocaM perucTpaiuu (ydera) usbuparenei,
y4aCcTHUKOB pedepeHayma.

3.2.30. YuacTHe B IOATOTOBKE OTYETOB O JAesTeIbHOCTH [ 1aBbI.

3.2.31. BhINOJHEHHE OPraHU3aLHUOHHOrO ¥ HHPOPMAILIMOHHOTO 00ecreyeHus
COBMECTHBIX MEpONpPHATHH, MPOBOAMMBIX AIMHHHCTpAlMe C  y4acTHEM
OOIIECTBEHHBIX OPraHU3aIMid 1 00beIMHEHHIH.

3.2.32. OpraHuzanuoHHas MNOATOTOBKa K OOCYyXJaeMbIM BOIpOCaM Ha
3acemaHusAX W IOCTOSHHBIX KoMuccusx CoBeTa JAenyTaToB TOPOJICKOrO OKpyra

[I{énkoBo.
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3.2.33. OcyuiecTBieHre B Mpeaenax CBOeH KOMIETEHLMH 3(P(eKTHBHOM

CHCTEMBI y4eTa, MPOXOXKICHHS U KOHTPOJIS BBINOJHEHMS OpraHaMi AJIMUHUCTpPALUH
oOpaleHu# rpaXk/iaH ¥ OpraHu3alui.

3.2.34. OcyuiectBieHne 00pabOTKM  BXOIMAIIEH  KOPPECTOHACHLIMHY,
nocTynaromel Ha uMs [71aBbl, MepBbIX 3amecTUTened [naBbl AIMHUHHCTpAlMH H
3amectuTeneit I'naBel AIMUHMCTpAlMd Ha OyMaXHOM HOCHTENEe H B 3JIEKTPOHHOH
CHCTEMe.

3.2.35. OcyuiecTBieHre MpHeMa, PErHCTpalMH, OOpabOTKHM BXOISILEH
KOPPECMOHIEHIIUH T CIIy)KeOHOro MoJIb30BaHus, OCTynaomen no noyre Poceuy,
MeKBEJOMCTBEHHOH CHCTEME 3JIEKTPOHHOrO TOKyMeHTooOopoTa (manee — MCO/I),
KaHalaMm cliyxeOGHOM CIIelCBA3H, HApOYHO B A IMHUHUCTPAIMIO Ha UMs | 1aBbl, IIEpBBIX
3aMecTHTeNel [ 1aBpl AIMHUHUCTPALUHU U 3aMecTHTeNnel [ naBbl AIMUHUCTPALIWH.

3.2.36. ®opMHpOBaHHE ¥ CBOEBPEMEHHAs Iepeiadya NHCbMEHHBIX 00palleHHH

rpakaaH ¥ OpraHW3alliii [Uis peJCTaBlIeHus UX Ha paccMoTpeHue [iaBe, mepBBIM

3amecTuTesAM I 1aBbl A IMHHHCTPAIIUU U 3aMecTUTeNsAM [ naBbl AJIMUHUCTPALIMH.

3.2.37. ObecneueHre CBOEBpEMEHHOM Nepeadi JOKYMEHTOB B COOTBETCTBUH
¢ mnopyueHHsMd [naBbl, mepBBIX 3amecTuTenedl ['naBel AIMHHHCTpalMd |
3aMectuTesiel I 1aBel AIMHHHMCTpAlMH B OpraHbl AJMUHHCTPALMH, HOKHOCTHBIM
JIMLIAM WJIM KOHKPETHBIM UCIIOJIHUTENSIM JU1sI TOATOTOBKH JIOKYMEHTOB, MAaTCPHUAJIOB U
VIS KCTIONIb30BaHus B pabore. OcyllecTBIeHHE KOITUPOBAHUS W PACCHLIKH.

3.2.38. OcymecTBIeHHe KOHTPOJII 3a CBOEBPEMEHHBIM HCIIOJTHEHHEM,
MoCTynaromel B AJIMUHUCTpalnio Ha UMs [71aBbl, MepBbIX 3amecTuTened [aBbl
AJIMUHHCTpaLWH ¥ 3amecTtuTeliei [ 1aBel AIMUHHCTPALIMA KOPPECIIOHICHIIUH.

3.2.39. OcyiecTBIeHHE KOHTPOJIS 32 CBOEBPEMEHHON IIOJArOTOBKOH OTBETOB
Ha oOpallleHdss TpaKAaH ¥ OpraHu3aluil HcnojHuTensMu. MudopmuposaHie
UCTIONHUTENEH O  KOHTPOJNBHBIX  Ccpokax  oOpawmeHuid.  OcyliecTBieHHe
B3aMMOJIEHCTBHS C OpraHaMd AJMUHHCTPAldM ISl CBOEBPEMEHHOH IOATOTOBKH
OTBETOB Ha OOpaIlleHus TPaXlaH ¥ OpraHU3alMi UCIIOIHUTESIMH.

3.2.40. OcyluecTBleHHe MOArOTOBKM OTBETOB Ha OOpalleHMs IpaxKIaH H

opraﬂnsaum‘fl B cCjy4dac 06pa1ueHH51 II0 BOIpOCaM, HE BXOIAIIMM B IMOJHOMOYHA
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AZIMAHHCTpaLUH, TIepeHATIPaBIIeHHE 110 IPHHATEKHOCTH.

3.2.41. OcymecTBneHNe KOHCYTBTHPOBAHHS PABGOTHHKOB AJIMUHHCTpaLuu 0O
NPaBUIBHOCTH O(OPMIICHHUS OTBETOB 3asIBUTEIISM.

3.2.42. OcyecTBeHHe INYHO U 110 TeslehoHy HHMDOPMUPOBAHHS 3aSBUTENICH
110 3arpocaM O NPOXOKAEHUH MUCBMEHHOrO 0OpaleH s B A IMUHUCTPALHH.

3.243. OcymecTBieHHe  pPerMCTpALUH, U OTHpPaBKH  UCXOJAIIEH
KOppEeCIOHAeHIIMM AIMUHHUCTPALMH 32 TOANKCHIO [N1aBbl 1O IouTe, HAPOYHO, MO
BIIEKTPOHHOM 104Te, mocpeactsom MCO/I.

3.2.44. OcyuecTpieHHe NpHeMa, PerHCTpaLiy, 00paboTKH W KOHTPOJIA
UCHIONIHeHHs obpawennii u3 IIEnkoBcKkol ropomckoii npokypatypsl. [locTaBka
KOPPECTIOHICHIMH A IMUHHCTPALIUHU B IIPOKYpATypy.

3.2.45. OcyulecTBIeHre PerkCcTpaluu J0rOBOPOB, KOHTPAaKTOB, COrJIAllIeHHH
00 SKOHOMHMYECKOM Pa3BHTHH ropojckoro okpyra L1&nkoso.

3.2.46. OcyuiecTBIeHHe PErHCTPALMH, PACCHUIKH MPABOBBIX aKTOB I TaBbl,

AJIMUHUCTpAIIHH.

3.2.47. TlpoBepka NpaBUIBHOCTH OGOPMIECHHS MOATOTOBICHHBIX IPOEKTOB
AOKYMEHTOB, I€pelaBaeMbIX Ha NOANKCH [N1aBe, IepBBIM 3aMecTHUTENsM I J1aBbI
AIMUHHCTpALMM M 3aMECTHTENsM [ JiaBbl AIMMHHCTpanuy, obecreyeHne Wux
PelIaKTHpPOBaHUs COrnacHO MHCTPYKUMHM 1O BeIeHHIO JelONpOU3BOACTBA B
AIMHHACTpaluyu U PernameHty paccMoTpenus oGparieHuii rpakaaH ¥ OpraHHu3aIlHii
B AIMUHUCTpAIIHH.

3.2.48. ®opmupoBaHHE TNpPABOBLIX aKTOB I JIaBl, AIMUHUCTpAILIMH )1
TEKYLIEro XpaHEeHHs W Tepejiaue Ael B apXMB Ha IIOCTOSHHOE TOCYIApPCTBEHHOE
XpaHEHHeE.

3.2.49. Bezienune 6a3bl JaHHBIX PETHCTPALIHH NIPaBOBBIX JOKYMEHTOB [ J1aBEI,
AZIMAHUCTPALMH B S]IEKTPOHHOM BHJIe M Ha GYMaXHOM HOCHTEJE.

3.2.50. dopmupoBaHHe TANKd  KOMMii [PaBOBBIX  JIOKYMEHTOB
AJIIMMHUCTPaUMHK JUTA IPEJCTABNEH s B TPOKYPATYDY.

3.2.51. HanpaBnenue peectpa mocraHoBieHuil [ naBbl, AIMUHHCTpAIUU B

Coser zemyTaToB ropoackoro okpyra IL[gnkoBo.
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3.2.52. TloaroToBKa MPOEKTOB MOCTAHOBICHHH AIMMHUCTPALMM B paMKax

OKa3aHWs MyHHIHMIANBHON yclyru «Bblmaua paspelueHuii Ha BCTymieHHe B Opak
JIMLIAM, JOCTHTIIIMM BO3pacTa LIECTHAALATH JIET».

3.2.53. CocTaBieHHe W pa3MelleHHe OTYETOB 10 MYHHUIMNAJIbHOH yCIyre
«Bpllaua paspellleHHid Ha BCTyIUIeHHE B Opak JliaMm, JOCTHIIIMM BO3pacrta
[IecTHaAUATH JeT» B PeecTpe rocyIapCTBEHHBIX W MYHHIHMIAIbHBIX YCIIyT
MockoBckoi o61acTH.

3.2.54. OcymecTBieHre 3aBepeHuss repboBOi mMevyarp0 AJMHUHHCTpaLUK
moxnucy [ 71aBhl, TiepBoro 3amectutelss [aBsl AJIMMHHCTpALMM U 3aMECTHTENCH
['aBBl AIMHHHUCTPALMK HA [IPABOBBIX aKTax H HHBIX JOKyMEHTaX AZIMUHUCTPALHH.

3.2.55. OcyllecTBIeHHE 3aBEPEeHHM KOIHH J0rOBOPOB, MPABOBBIX AKTOB H
WHBIX IOKYMEHTOB AJIMHUHHCTPAIMH.

3.2.56. OcyuiecTBIeH)e IIPHEMa IpaXkJiad 110 BOIpocaM BBIAAYH, B IIPENeIax
CBOeii KOMITETEHLIMH, KOIIHI MpaBoBbIX akToB [ 1aBbl, AZIMHHHUCTPALIMH.

3.2.57. OpraHusands JHYHOrO IpHeMa rpaxiaaH [7aBod, NEpBBEIM
samecTHTeNeM | 1aBel AJIMHHHUCTPALIMH, 3aMecTUTeNIMU | 1aBel AIMHHUCTPAMH H
JPYTMMH JOJDKHOCTHBIMHU JIMI[AM IO BONPOCAM MECTHOTO 3HAa4Y€HHMs, OTHECEHHBIM K
KOMITETEHIIMH A IMHUHUCTPALIHH.

3.2.58. OcymiecTBleHHe [OATOTOBKH K  IPOBEAEHHIO  OONACTHBIX
TeMATHYECKHX IPHEMOB B COOTBETCTBHH ¢ rpad)KOM, YTBEpKAeHHbIM [ 'ybepHaTopoM
MockoBckoi obacTu.

3.2.59. OcyiuecTBieHHe MOATOTOBKA M MpHEMa TIpaxaH IOCPEICTBOM
TepMuHana «JnekTpoHHOM mnpuemHol Ilpesunenta Poccuiickoii Penepauuu», a
TaKXkKe OCYLIECTBJIEHHE KOHTPOJS 3a MCIONHEHMEM [OPYYeHHH, NaHHBIX B XOAe
npueMa.

3.2.60. OcyIecTBIeHHE yueTa U BblIa49H HOMEPHBIX 0IaHKOB [I0CTAHOBJICHUH
U pacriopsbkeHui [ naBel, AIMHHHCTPAIIHH.

3.2.61. OcymliecTieHHe KOHTPOJS 3a CBOEBPEMEHHOH M aKTyalbHOH
uHpOpMaLKel, pa3MeIIeHHOH Ha MHPOPMAIIMOHHOM CTEH[E, HaXOAAIEMCs y «OKHA

npreMa IHUceM».
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3.2.62. CocraBieHHe OTHETOB O pe3yJlbTaTaX pPacCMOTpPeHHs OOpalleHHH
rpax1aH, NOCTYNIUBIIMX B AIMHUHUCTPALMIO U NIPUHATHIX [10 HUM M€paM Ha IopTaje
CCTY.Po.

3.2.63. O6o06ueHre WHPOpPMALMK TO JUYHOMY MpHeMy rpaxiaH [ naBoi,
HepBbIMU 3amMecTuTeNnssMd [ 1aBel AJMHHHCTpauuMu U 3aMmecTUTelssMU [ 71aBbI
AIIMAHUCTpALIHAH.

3.2.64. CocTtaBieHHde OTYETOB IO JIMYHOMY IpueMy (10 rpauky JTUYHOTO
npueMa ¥ 00JacTHBIM TeMaTHYeCKUM IHSAM IpHeMa IpakJaH) U NpeAcTaBIECHHE B
[IpaBuTenscTBO MOCKOBCKOI 00nacT.

3.2.65. CocraBneHue MOIYroJOBOr0 ¥ TOJOBOrO OTYeTa IO BXOIALIEH
KOppecrnoHAeHIMHA AIMUHUCTPALIMH U 110 €€ UCTIOJHEHHUIO.

3.2.66. OcyliecTBlIeHHEe KOHTPOJS M COCTAaBJI€HHE OTYeTa I10 UCIOIHEHUIO
yBeaoMIeHHH © mnpeanucanuit 1Y [ocynapcTBeHHOro aaMHHHUCTPaTHBHO-
TeXHUYeCcKoro Haazopa MockoBckoii o6actu TepputopuansHoro otaena Ne 9.
| 3.2.67. Pazmemenne B cucreMe ['AC «YmnpaBineHne» MOCKOBCKO# 001acTH
oTdyeTa O JIMYHBIX NpHeMax rpaxjgaH [ 7aBol, mepBbIMH 3aMecTUTeNsMU [ 11aBbl
AJQMUHUCTpAIMH, 3aMECTUTENSIMU [ 1aBbl A IMUHUCTpPAIUH.

3.2.68. CocraBineHue u pazMmelleHue ot4eTHbIX Gopm 1-I'Y, 1-MV B pamkax
OKa3aHWs MyHULMINAIbHOH yciyru «Belgaua paspelleHUil Ha BCTyIUleHHWE B Opak
IULaM, JOCTUTIIMM BO3pacTa INEeCTHAAIaTH JeT» B ABTOMAaTH3HPOBaHHOM
UH()OPMAILHOHHO-aHATUTHIECKOH CHCTEMe MOHHTOPUHIa PernoHaJbHOro cerMeHTa
I'AC «YnpaBnenuey.

3.2.69. CocraBneHre oT4eTa MO KOHTPOJBHBIM OOpallleHHAIM C TopTaia
«/lo6poznen», HanpaBIeHUe UX B OPraHbl AJIMUHUCTPALIMH.

3.2.70. KoHTponb CTaTUCTMKH  MHMHHMCTEPCTBA  IOCYAaPCTBEHHOIO
yIpaBleHHUs, WH(MOPMALMOHHBIX TEXHOJOTMH H CBSA3M MOCKOBCKOH 001acTH IO
UCIIOJIHEHHIO oOpamieHuit ¢ noptana «Jloopoxen». IlpoBoauTe aHaniu3 KadecTBa
oTBeTOB Ha noptaine «Jlobponen». [loaroroska oTuéra.

3.2.71. CocraBneHue U HamnpaBiIeHHe OTYETA 0 OOPAIIEHHAM, TOCTYTHBIINM

¢ noprana «Jlobpomen» B MHHHMCTEPCTBO TIOCYJapCTBEHHOIO —YIpPaBJIEHUS,
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HH()OPMAITMOHHBIX TEXHOJIOTHIT 1 ¢Bs3M MOCKOBCKOH 06s1acTh.

3.2.72. PaGoTta BO B3aUMOJENUCTBUU CO CNyKOaMH TEXHHUYECKOH IOAIEPIKKHU
MC3/, «dodpoaen», CCTY.PO.

3.2.73. TloaroToBka OT4ETOB 10 OOpAIIEHUSM I'PaXIaH, B T.4. NOCTYNUBIIMX
Ha optan «/lo6pomen» k onepatuBHBIM coBeaHusM 1 BKC B AqMuHucTpanuu.

3.2.74. Pa3mewmieHue uHdoOpMaLUy U NOAAepKaHHe B aKTyaJIbHOM COCTOSHHH
pyOpuky «Bompoc-oTBeT» Ha 0pHUIIMAIBHOM caiiTe AIMUHUCTPALIMH.

3.2.75. Perucrpauusi noxkymeHtoB ¢ nomerkoi «JICII». Ilepenaya mox
POCIHUCH UCTIOTHUTEIISIM.

3.2.76. Pa3paboTka HOMEHKIATypbl Je€J, HHCTPYKLHH II0 BEIEHHIO
ZIeJTOTIPOM3BOACTBA M paboTe ¢ JOKyMeHTaMu, o0pallleHUsIMU I'pak/laH ¥ OpraHr3alui
B AIMMHHCTpPALMH, OCYLIECTBIEHHE KOHTPOIS UX HCIIOJHEHHS.

3.2.77. ObecnieyeHre COXpPaHHOCTH CIIyKeOHOM TOKyMEHTAllMH, OTpaHUYEHHE

JOCTYTIA K CITY)KeOHOM M KOH(HUIEHIMATBHONH HHPOPMALIHH.
| 3.2.78. ®opMupoBaHUE J€/la B COOTBETCTBUM C YTBEPXKIACHHON MHCTPYKIIHEH
10 BENEHHIO JENONpOU3BOACTBA B AJMHMHUCTPAllM¥, HOMEHKIATypoH el
Anmunuctpanud. OOecrniedeHre UX COXPAaHHOCTH U, B yCTaHOBJIEHHBIE CPOKH, cAady
IeJl B apXUB.

3.2.79. CucreMaTu3auus U XpaHEeHHE JOKYMEHTOB TEKYLLEro apxusa.

3.2.80. OcyniecTBieHue nepenadu Aeil B apXUB ropoackoro okpyra Ilgnxkoso
Ha XpaHeHHe.

3.2.81. BsimonHeHue paboT, CBSI3aHHBIX C OOECIEYCHHEM KOMIIIEKCHOM
3alUThl HHGOPMAaLIMK Ha OCHOBE pa3pabOTaHHbIX MPOrpaMM U METOIMK.

3.2.82. OcymiecTBiieHre cOopa M aHaAM3a MaTepHajIOB TOIBEIOMCTBEHHBIX
YUPEXJAEHUH, OpraHu3alUi W NpPeAnpusTUA C LeNbi0 BbHIPAOOTKM W MPUHITUA
pemieHuit U Mep Mo obecneueHHI0 3aUMThl HHbopMauud U 3(deKTHBHOMY
HCIIONIh30BAHUIO CPEJICTB aBTOMATHYECKOI0 KOHTPOJIS, OOHAPYKEHHS BO3MOXKHBIX
KaHAJIOB YTEUKH CBEJICHUMH, NPEICTABISIIOLINX CIIyKEOHYI0 U KOMMEPUYECKYIO TalHy.

3.2.83. Vuyactue B o00cCneIoBaHHM OOBEKTOB 3aIMTHI, HX AaTTECTAIlHH H

KaTeropupOBaHUH.
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3.2.84. Bplgaya 3akiroueHHss Ha IPOEKTHl BHOBb  CTPOSAIIMXCS U
PEKOHCTPYHPYEMBIX 3IaHUH U COOpPYXKEHMH M Jpyrue pa3paboTKH MO BOMNpPOCaM
obecrniedeHus 3alUThl HHGOPMAIUH.

3.2.85. YyacTue B pacCCMOTPEHHH TEXHUYECKUX 3a/laHUH Ha IIPOEKTUPOBAHHE,
ACKMU3HBIX, TEXHHYECKHX M paboyux MpoeKToB, obecrnedyeHue HUX COOTBETCTBHS
NeHCTBYIOIIMM HOPMAaTWBHBIM M METOAMYECKHMM [IOKyMEHTaM, OLIEHKE TEXHUKO-
SKOHOMHYECKOrO YpPOBHA H 3((EKTHUBHOCTH NpeajaraeMblX M pealn3yeMbIX
OpPraHU3aLMOHHO-TEXHUYECKUX PelIeHUH.

3.2.86. Omnpenenenue noTpeOHOCTH B TEXHUYECKHUX CPEACTBAaX 3aLUMTBI U
KOHTpOJIsi, COCTaBlieHHe 3asBKM Ha WX M[pHOOpeTeHHe ¢ HeoOXOIUMBIMH
00OCHOBaHHSMHU M pacueTaMH K HHM, KOHTPOJIHMPOBAaHHE HX T[IOCTaBKH H
HCMOJIb30BaHUSI.

3.2.87. IlpoBepka BBINOJIHEHUS TPEOOBAaHUM MEXOTPAC/IEBBIX U OTPACIEBBIX
HOPMAaTHBHBIX JOKYMEHTOB IO 3alUTe HHPOPMALIH.

3.2.88. OcyiiecTBieHHe INepeMeIIeHns, KOJIUYECTBEHHbIH W KayeCTBEHHBIH
YYET OCHOBHBIX CPEJICTB, HAXOAAIIUXCS Ha DanaHce AIMUHUCTPALIMH.

3.2.89. IlpoBemeHue peBH3HH IUIAHOBOHM (BHEIJIAHOBOM WJIH CPOYHOH)
OCHOBHBIX CPEeJICTB, HaXOIAIIMUXCsl Ha OanaHce AJMUHUCTPALIMH.

3.2.90. BeinmosiHeHue paboThl 110 GOPMHUPOBAHUIO U BeleHUIO 0a3bl TaHHBIX
pa3MeNIeHHs TOBapHO-MaTepPHAIbHBIX [IEHHOCTEH B MOMEIIEHUAX AJIMHUHHUCTPALMH.

3.2.91. PacnpeneneHue MarepuaibHbIX LEHHOCTEM 1O 3asgBKaM H
YTBEPKJIEHHOMY HOPMHPOBAHHUIO.

3.2.92. @opmupoBaHHe MNOTPeOHOCTH, IpHOOpeTeHHe, W  BblJaya
MaTepUaIbHbIX LIECHHOCTEN opraHaM A IMUHUCTPALIUH.

3.2.93. YuacTue B IOATOTOBKE JOKYMEHTOB B YaCTH TEXHUYECKOIr0 3aJaHus
Ha MPOBEACHHE OTKPBITHIX ayKIMOHOB, KOHKYPCOB H 3allpOCOB KOTHPOBOK Ha
[IOCTaBKy MaTepHajbHBIX pecypcoB (Mebenb, 00OpynOBaHHe, KaHLTOBapbl W
MPOU3BOACTBEHHO-X035HCTBEHHBIH HHBEHTAph), HEOOXOAUMBIX HYKI YUpexXIAeHus,

H3y4aTb PBIHOK TOBAapOB.
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3.294. VyacTMe B IpHEMKe TOBapHO-MaTe€pHUAIbHBIX LEHHOCTEH,
NpHOOpPETEHHBIX [0 MYHHIMIATBHBIM KOHTpaKTaM C COCTaBleHHEM AKTa
SKCIEPTH3Bl W KOHTPONb NPEJOCTAaBICHHS CEPTU(QHMKATOB Ha MOJIydaeMble
MaTepuasbHble LIEHHOCTH.

3.2.95. ®opMupOBaHHE COCTaBA KOMUCCHH IIPH [IPOBEIEHUH HHBEHTApU3aLIM K.

3.2.96. CocraBieHde AKTOB M IIOJATOTOBKAa Ilakera [JOKYMEHTOB Ha
JKCIIEPTHOE 3aK/IIOYeHHWe IS CIHCaHHS OCHOBHBIX CpPEICTB H MaTepHalbHbIX
3aI1acoB, IPUIIEIIIAX B HETOJHOCTb, H3HOLIEHHBIX H MOPAJIbHO yCTaPEBIIMX.

3.2.97. KoopauHanus paboTel 0 pasMelleHHI0 Ha OQHIMalbHOM caite
AnMuHHCTpalii ~ ropoickoro  okpyra  IIl€nkoBo — €XerogHelX  OTYETOB
MYyHHULHUNAIGHEIX ABTOHOMHBIX YUPESKICHUH O AESATENbHOCTH U 00 MCIIOJIB30BaHUU
3aKpeTIEHHOTO 32 HUM MYHHULMIAIbHOIO MMYIIECTBA.

3.2.98. MHuble (GYHKIMH B  COOTBETCTBMM C  JAEHCTBYIOIIHM
3aKkoHOAaTeNbcTBOM Poccuiickoi ®denepanuu, 3akoHOAATENBCTBOM MOCKOBCKOM

o6y1acTd, YCTaBOM H HHBIMH MYHHIMIIAIILHEIMU [IPABOBBIMH aKTaMHU.

HayansHUK AJIMHHHCTPATUBHOIO YIIPaBJICHHUS
AnMuHKcTpalmu roposackoro okpyra Iénkoso A.O. BepmvHuH

CornacosaHo:

Hauansauk Otnena KaIpoB U
MYHHLHIATEHON CITyKOBI ‘
AJIMUHHCTpAIIHHM TOPOJCKOT0 . f?éf/g’tf/z;

okpyra [1[gnkoBo 0O.B. AnsiGbeBa
Hauanenuk KOpuauueckoro ynpasieHHs

AJIMUHUCTpALMU FOPOIACKOrO

okpyra ll[&rkoBo E.A. MiBaHoBa



