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MdenepanbHOro kazuaveiicrea no Jluneunxoi odaacTu

Pazgea 1. O0mue noJioxenus

1.1  AnmunucTpaTHBHBIA oTAen YmnpasieHus (DenepanlbHOro KazHadeWcTBa IO
Jlurenko#t  obmactu  (manee- AJMMHUACTPATUBHBIA OTHEN) SIBIASETCS CTPYKTYPHBIM
nofpasaeneHueM YnpasieHus @enepanpHOro kasHadelcra o Jlumeuxo# obmacty
(maee -YmpaBlieHHE), CO3JAaeTCs W  JUKBUAUPYETCS IPUKA30M  PYKOBOIHUTEIS
YupasneHus.

1.2 AIMUHHCTPAaTUBHBIA  OTHENT  OCYLIECTBJISIET CBOI  JEATENBHOCTL  BO
B3aWMOJICUCTBHM CO CTPYKTYPHBIMM TOJApa3[eleHUsIMA YIIpaBJICHUs, YIIPaBICHUAMU
®enepanproro xasnaueicrsa, OKY «1OKP», opramamu rocynapCTBEHHOW BIIaCTU
Poccmiickoit denepanmy, opraHamMd MECTHOTO CaMOYIIPABICHHS, OpPraHU3aLUAMH U
TpaXIaHaAMHU.

1.3 AJMUHUCTPATWBHBINA OTHE] PYKOBOACTBYETICS B COBEH JeATEIBHOCTH
Koucturymueit  Poccmiickoit  @eneparuu, (denepalbHBIMU  3aKOHAMH,  yKa3aMu
IIpesunenta Poccuiickor  @Depepannd, IOCTAHOBICHUAMU U PACIHOPSKEHUAMU
ITpaButenncTBa Poccuiickoin  PDemepauuy, HOPMATUBHBIMM  IPAaBOBLIMHM  aKTaMu
¢bemepanbHBIX OPraHOB MCIIOJHUTEIBPHOM BIIACTH, NPABOBBIMH akTaMu MuHucrepcTsa
dbunancoB Poccuiickoit @Penmepanvn u  PepepanbHOro KazHadelcrBa, IpHKazamMu
pyKOBOIWTENS YIIpaBieHus U HacTosuM [lonoxennem.

Paszgea I1. 3agaun

2.1. 3agadamMu AIMUHHCTPATHUBHOIO OTAENA ABJISAIOTCS:

2.1.1. ocymecTtBieHue (YHKITMOHUPOBAHUS €IUHOH CHCTEMBI OpPraHU3alMu
JEJIOTIPOU3BOCTBA Y IIPABIECHMUS;

2.1.2. MmaTepuanbHO-TeXHHUECKOE 0OecriedeHre NeATENbHOCTH Y [IpaBIIeHus;

2.1.3.  TexHM4YecKoe OOCIIy)KHBAaHHME CHCTEMBl HHXEHEPHOTO O0eciedeHus
VYpasienus.



Pazgen III. CTpykTypa 1 opraHu3zanus aesire JbHOCTH

3.1. AIMUHHCTpPAaTHBHBIA OTHEN SBISETCS CTPYKTYPHBIM TIOJpa3leieHHeM
YpasieHus.

3.2. PyxoBoACTBO AIMUHHCTPATUBHBIM OTEIOM OCYUISCTBIISCTCS HAYAIbLHUKOM
oraena. HavanbHUK ~AJAMUHUCTPAaTUBHOTO OTJAeNa Ha3HadaeTcs Ha  JODKHOCTH
pyKoBOIMTENEM YIIpaBleHUuss B coOTBeTCTBUM ¢ DepepalbHbIM 3aKOHOM OT 27 HIOIs
2004r. Ne79-03 «O rocynapCTBEHHOU TpaXkJIaHCKOH ciayxkoOe Poccuiickoit Oenepanmmy u
HAXOJIUTCS B €T'0 HEIIOCPEACTBEHHOM IO TIUHEHUH.

3.3. llraTtHas YHCIEHHOCTh COTPYIHUKOB AJIMWHHCTPATHBHOIO  OTAENA
VTBEP)KIAETCS  pyKOBOAMTENeM  YMpaBieHHUS I10  TIPEJCTABICHUIO  HAYalbHHKA
AJMUHUCTPATUBHOTO OTJIETIA.

3.4. CoTpyaHUMKM AAMUHUCTPATHBHOTO OT/eJla Ha3HAYArOTCs Ha JODKHOCTH U
OCBOOOXKIAIOTCS  OT JOJDKHOCTH PYKOBOAUTENEM YIpaBlieHHs B COOTBETCTBHM C
®enepanpHbiM 3aKOHOM 0T 27 uroirst 2004r. Ne79-D3 «O rocyiapcTBEHHON TpakIaHCKOH
ciryx0e Poccuiickoit Denepanum.

Pazjgen IV. ®yukuun

4.1. B pamkax DOCTaBIEHHBIX 3alady AJMUHHACTPATHBHBIA OTJIET BBIIOIHIET
creayromue QyHKINH:

4.1.1. opranusyeTr pabOTy NPUEMHOM PYKOBOAMUTENs YTIIPAaBICHUs, 3aMeCTUTENeH
PYKOBOOMTENS Y IPABICHUS;

4.1.2. obecriequBaeT MpueM, y4eT U PerucTpalfio BXOsIlel KOPPEeCTOHASHINH, B
TOM YMCJIE TIOJYYEHHOM IO 3JCKTPOHHBIM KaHallaM CBS3H, a TAKXKE Y4eT, PeTUCTPalHio U
OIIPaBKy MCXOMSUIEN KOPPECIIOHIAEHIIMHY, B TOM YHCJE OTIPABISIEMON IO 3JIEKTPOHHBIM
KaHallaM CBSI3U;

4.1.3. oprasuzyer BBLINIOJIHEHNE B YCTAHOBIEHHBIE CPOKH MOPYUYEHUN PYKOBOIUTEISI
YrpaBneHuss ¥ KOHTPOJIb UCITONHUTENBCKOW TACLIUILIMHEI,

4.1.4. paspabaThiBaéT W  OCYLIECTBJSIET MEPONPHSTHS MO  COKPALEHUIO
JOKYMEHTO000pOTa;

4.1.5. opranuzyeT paboTy MO PaCCMOTPEHHMIO YCTHBIX M IUCBMEHHBIX OOparieHui
rpaXkaal U OpraHu3aiui;

4.1.6. obecrieunBaeT COOMIOACHNE YCTAHOBJIEHHOIO INopsaka paboTel ¢ OJaHKaMu
JOKyMeHTOB u neuvarsMu Y®OK ¢ BocmpouwssenenueM | ocynapCTBeHHOro repda
Poccutickoit ®Pejiepannu , a TAKOKe CO IITaAMIIaMU Y IPABIICHUS;

4.1.7. ocyiecTBisieT B COOTBETCTBUM C 3aKOHOIATEIBCTBOM Poccuiickoit
Denepanyu paboTy 0 KOMIUIEKTOBAHUIO, XPAHEHUIO, y9eTy U UCIIOJIBb30BaHHUIO apXUBHBIX
TOKYMEHTOB, 00Pa30BaBIIUXCS B XOAE ACSITENBHOCTH AIMHHUCTPATUBHOIO OTAENA U
Ynpasnenus;

4.1.8. opraHuzyeT pasMelleHHe Ha OQUUIHAIBHOM CauTe YIpaBiIeHUs B CETH
Hutepuer Ilrama YmpaBnenus mno ucnoiaHenuio [lmana nestenpHocTH DepepanbHOro
Ka3HadelcTBa Ha  COOTBETCTByIOmMM rox ¥ OCHOBHBIX  MEpPONPUATHH  HA
COOTBETCTBYIOIMI ToJ 1o peanuzaiuu Ctparernueckodt xaprel Kasnagedictsa Poccun,



Otuera O pe3ynbrarax €ro BBIIOJIHEHMs, a TakXKe JIPYTUX IUIAHOB JESTEIBHOCTH
Y1paBiieHUsI ¥ COOTBETCTBYIOIIUX OTYETOB;

4.1.9. obecrneunBaer pa3paboOTKy IPOEKTOB HOPMATHBOB 00Opa30BaHMs OTXOMIOB,
00pazyroIuxcs B IIpoLecce JIesTebHOCTH Y IpaBieHus, 1 JUMUTOB Ha UX pa3MelleHue U
OpraHu3yeT MPOU3BOACTBEHHEIN KOHTPOIb B 001acT 0OpaIIeHUsI ¢ OTXO0IaMU;

4.1.10. opraHusyer xpaHeHHe U ydel MaTepHalbHBIX 3allacOB W JOKYMEHTAJIhHOE
o(opMIIeHUe NBHKEHUS MaTepUaIbHbIX 3aI1acOB;

4.1.11.  ocymecTBigeT MOHUTOPMHI M  peaju3alldio  MEpPOIpUsITHH 10
3hHEeKTUBHOMY YIPABICHHUIO UMYIIIECTBEHHBIM KOMIUIEKCOM Y IIPaBIICHHUST;

4.1.12. ocCylIecTBISIET OpPraHU3alMIO  aABTOTPAHCHOPTHOTO  OOCTY>KMBAHHS
YnpasneHus;

4.1.13. oOecneuuBaeT oOQOopMICHHE MNpPaB Ha  HEJABIKUMOE HMYIIECTBO
(rocyiapCTBEHHYIO PErUCTpalliio) B YCTAHOBJIEHHOM 3aKOHOIATENECTBOM PocCHHCKOM
Denepauny nopsake, B TOM 4uciae O(GOPMIICHHE TEXHUYECKOH W WMHOM HeoOXOomuMoun
JOKYMEHTAlMK Ha HEeJIBHXKMMOE HMYLIECTBO;

4.1.14. ocymiecTBIIsIET OPraHU3aLMI0 M KOHTPOIh 38 KOMIUIEKCHBIM 00CTyKUBAHHEM
U COIEpXKaHUEM 3/1aHMM YTpaBleHUS B COOTBETCTBUU C TEXHUYECKHUMHU periamMeHTaMu,
IIpaBUJIaMi ¥ HOpMaMy MTPOU3BOACTBEHHON CaHUTApUU U MOKAPHOU G€30MacCHOCTH;

4.1.15. ocymiecTBIsIeT NPOBEJECHUE MEPONPUATUI MO OXpaHe TpyJa U IOXapHOU
0e30MaCHOCTH;

4.1.16. opranusyer 1 00€CIIeUMBALT PErIaMeHTHO-TTPOPIIAKTHYECKOE U PEMOHTHO-
BOCCTaHOBMTENbHOE OOCIY)XMBAaHUE CHUCTEM 3JEKTPOCHAOXKEeHUs, KOHTPOIS JOCTYyIa,
I'a30BOTO U TOPOLIKOBOTO HOXAPOTYIIEHUS, NOXAPHOW M OXPaHHOW CUTHANM3ALUH,
CUCTEMbl BHUJICOHAOJIONECHMS, CHUCTEM BEHTWISLUWY, KOHAWUIMOHUPOBAHMS, CHCTEMBI
aBTOMaTH4eCcKOro aucrieruepckoro ynpasienus (CAY);

4,1.17. opraHusyer periaMeHTHO-IPOPUIAKTHIECKOE OOCIYyKUBAHUE AU3EIb-
reHepaTopHbIX ycTaHoBok ([I'Y);

4.1.18. opraHuszyeT  XO3SMCTBEHHO-OBITOBOE  OOECleueHHe  JAeSITeNbHOCTU
Ynpagienus,

4.1.19. oOecrieunBaer cBOjJ MJaHHBIX Ilacmopra TeppUTOpPUATIBHOIO  OpraHa
DenepalibHOro Ka3HauelcTBa, YTBEPKAEHHOT0 IIpuKkazoM PeiepasbHOr0 Ka3HauYeucTsa OT
11 centsiops 2014r. Ne 198 «O06 yrBepxknpennn (opmel Ilacnopra TeppHUTOpHAIBHOTO
oprana @enepanbHOro KaszHauelcTBa M lIpaBHi ero 3amonHeHUs», AOCTOBEPHOE U
CBOEBpPEMEHHOE ero npescrasiieHrue B MenepalbHOe Ka3HAYEUCTBO;

4.1.20. ofecrieunBaeT JOCTOBEPHOE W CBOCBPEMEHHOE ITPEJICTABIEHUE B
denepanpHOe KazHAYEMCTBO MacmopTa 34aHus (IOMELUEHUs, COOPYXKEHHUs), 3eMEIbHOrO
ydacrtka TeppuropuanbHoro oprana DepepalbHOr0 KazHaueMcTBa, YTBEPIKIEHHOIO
npukazom PeneparpHoro KazHadercTBa oT 12 gexadpst 2013r. Ne 291 «OO0 yrBepxaeHnn
dopmer  w [lopsmka 3amomuenust Ilacmopta 3maHMSI(IIOMEUICHHS, COOPYXKEHHUS),
3eMEJILHOTO y4acTKa TeppUTOpHaIbHoro oprana MegepaibHOTO Ka3HAYeUCTBaY;

4.1.21. yuacTByeT B paboTe IT0 CBOEBPEMEHHOMY IUIAHUPOBAHUIO IEHEKHBIX
CPENCTB Ha OdYepeHON (UHAHCOBBIH TOJ IO CTaThsIM OIOMKETHOH KiaccupuKaluu B
npesienax KOMIeTeHIIMM A AMUHUCTPATUBHOTO OTENa,;
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4.1.22. TOTOBUT TexHHYeCKHe TPeOOBaHHS IO NPUOOPETCHUIO OTAEILHBIX BUIOB
TOBapoB, pabOT M YyCIyr, 3aKylaeMblx YIpaBlIeHHEM, B YCTAHOBIEHHOW chepe
NEeSATEINBHOCTH;

4.1.23. B paMKax KOMIIETEHUMH OOecIlleunBaeT NpPUEeMKy TOBapOB, paboT, yCIyr u
COIIACOBAHUE AaKTOB CHAYU-NPMEMKUA TOBApPOB, paboOT, YCAYr MO  TOCYAapCTBEHHLIM
KOHTpaKTaM;

4.1.24. B paMKax KOMIETEHLUN OpraHu3yeT B3auMozeicTue Ympasinerus ¢ OKY
«JOKP» B nopsinke, ycraHOBIEHHOM IprkazoM DeepanbHOT0 Ka3HauYeHcTBa;

4.1.25. opra#msyer NOpOBENEHHE MNEPUOAUYECKUX MEIUIMHCKUX OCMOTPOB
padOTHHKOB M JUCIAHCEPHU3ALMIO (elepanbHbIX TOCYIApCTBEHHBIX IPAXKIAHCKHUX
CITy’)KalluX Y IpaBJICHUS;

4.1.26. oOecrieyrBaeT CBOEBPEMEHHOE M IIOJIHOE PACCMOTpEHHEe OOpalieHwi
OpraHu3alyii ¥ TpaxJaH B IpeleraX KOMIIETeHUWH AJIMUHUCTPATUBHOIO OTAEda U B
COOTBETCTBUU C MOPYYEHUEM PYKOBOIAUTENS YIIPaBICHHS (3aMECTUTEIEM PYKOBOIHUTENS
VYrpaBnenus), IOAIOTOBKY ITPOEKTOB OTBETOB 3asSBUTEIIM 110 YKa3aHHBIM OOpAIleHUusIM B
YCTaHOBJIEHHBIN 3aK0HO1aTenbcTBOM Pocculickoit Meaepariu Cpok;

4.1.27. ocymecTBiaseT B IIpenenax KOMIIETeHIMH AIMUHUCTPATUBHOIO OTHea
BEIICHMS IEIIONTPOU3BOICTBA;

4.1.28. oOCyUIECTBISIECT BHYTPEHHUU KOHTPOJIb COOTBETCTBUS JESTEIHLHOCTH
AJIMAHUCTPATUBHOIO  OTAeNa II0 HCIOJNHEHUIO TIOCYJAapCTBEHHBIX QYHKIMY |
IIOJTHOMOYMM TpeOOBaHMSIM HOPMATHUBHO ITPaBOBBIX akToB Poccwuifckoit MDenepaliu u
IIPUHATHIX YIPABICHYECKUX PELICHUH B IIpelesiax KOMIETeHUUMU AIMUHUCTPATUBHOIO
OTHeNa;

4.1.29. B3auMoneHcTByeT B Ipefenax KOMIIETeHIMHM CO  CTPYKTYPHBIMU
NoJIpa3IeIeHMUIMM Y ITpaBlIeHMs], LEHTpalIbHOro anmapara dexepanpbHOTO KazHadeHcTBa,
TEPPUTOPHANBHBEIMU TTOAPA3C/ICHUIMU (PelepaIbHbIX OPIraHOB HUCIIOJHUTEILHON BIaCTH
Poccuiickorn dDenepauuu, OpraHaMy MCIOJHUTEIBHOM BilacTH CyObekTa Poccuiickoi
denepannu, opraHaMu MECTHOTO CaMOYIIPABJICHHS;

4.1.30. ocylecTBisleT  OpPTaHU3alMI0  BEJIEHHUsI  HOPMATHBHO-CIPaBOYHOU
nHpOpPMAIMH, OTHOCSIIIEHCS K PYHKIUAM AJTMAHACTPATHBHOTO OT/IeIa,;

4.1.31. oOecrneuuBaeT B Npeneiax KOMIIETCHIIMH AJIMWHUCTPATHBHOIO OT/eNa
BBIMIOJIHEHWE HOPM U TpeOOBaHMM 1O  3alUTe  CBeJACHHH, COCTABISIOIMX
rOCyIapCTBEHHYIO TalHY , ¥ MHBIX CBEJEHUIA OIrPaHUYEHHOT'O PACpPOCTPAHCHUSI,

4.1.32. obecrieqnBaeT UCIIOIHEHHE TEXHOJOTMIECKMX periiaMeHToB denepaipHoro
Ka3HA4elCTBA, OTHOCSIIUXCS K QYHKIUIM AJIMUHACTPATUBHOT'O OTENA;

4.1.33. ygacTBOBaTh B TECTUPOBAHWMU W BHEIAPEHUHU IPUKIIATHOTO MPOrPaMMHOIO
o0ecrieueHus, UCIIOJIb3YyEeMOT0 TIPY peanu3alvi GyHKIUH AIMIAHUCTPATHBHOTO OT/IeNa;

4.1.34. ydyacTBOBath B MEPOUPHUATUSIX MOOUIH3ANMOHHON ITOJTOTOBKH U
IpaXIaHCKON OOOPOHB! Y IpaBIeHUS;

4.1.35. obecrieunBaTh coOroAeHUEe TpPeOOBAHWN OXpaHBl TpyHa U IIPaBUI
IIPOTHBONOXKAPHOTO PEKIMA B IIPEienax KOMIIETEHIIMY AIMUHUCTPATUBHOTO OT/IENA;

4.136.  ocymiecTBISTL  HWHbIE  (QYHKIMH B TIpelenax  KOMIIeTeHLIMH
AJIMUHUCTPATUBHOIO OTJIETA.



Paspea V. Ilpasa

5.1. AZMMHHCTpPaTUBHBIA OTHEJ, OCYILECTBISAS IOJHOMOYHUS B YCTAHOBIEHHOM
cdepe AeITeNTLHOCTH, BIIpaBe:

5.1.1. nmpuBiexkats ¢ COIVIaCHsl PYKOBOAWTENs  YTPaBICHUS COTPYIHHKOB
CTPYKTYPHBIX IOJpa3JeleHUN YIpaBiIeHUs K IOArOTOBKE ITPOEKTOB JOKYMEHTOB IIO
BOIPOCAM, OTHOCSIIAMCS K KOMOETEHINH AJIMUHUCTPATUBHOTO OTAENa, U HEOOXOIMMBIX
JUIsL BO3JIOXKEHHBIX HA AJIMUHUCTPATUBHBIN OT/eN 3a1a4 U QYHKITHH;

5.1.2. 3ampammBaTe M IIOIXy4YaTb OT BCEX CTPYKTYPHBIX TOApa3JielieHuii
VYopaBneHus: CBEICHUSI U JOKYMEHTBI, HEOOXOAUMBIE IJIsI BBITTOTHEHMs BO3JIOKEHHBIX Ha
AZIMUHHUCTpATUBHBIA OTIEN 3a71aY;

5.1.3. oCymiecTBISITH WHBIE ITOJHOMOYUS B COOTBETCTBHUHM C BO3JIOKEHHLIMH Ha
AIMUHUCTPATUBHBINA OT/JEN 33/ 1a4aMH.

5.2. HavanpHux AJMMHHCTPATHBHOI'O OTAENa, OCYIICCTBISIS PYKOBOACTBO
AJMHUHUCTPATHBHBIM OT/ICJIOM BITpaBe:

5.2.1. paBarb IOpydYeHHUS (IIO COTJACOBAHWIO C PYKOBOJIWTEIEM YTIPABIECHVS)
CTPYKTYPHBIM ITOJIpa3/IeCHUAM YIIpaBIeHUs W MOJy4aTh HHOOPMALIUIO OT CTPYKTYPHBIX
nozipazfiefieBuil  YmpaBieHuss IO BOMpOcaM, OTHOCSINMMCS K  KOMIIETEHIWH
AIMUHHCTPATUBHOTO OT/IeNIa;

5.2.2. y4yacTBOBaTh B MPOBOJAMMBIX COBEILIAHWAX B YIIPaBIEHUHU, a TaKXKe JAPYTHUX
opraHax TIOCYJapCTBEHHOW BJIACTH II0 BOIpoOcaM, BXOASUWIMX B  KOMIICTECHITHIO
AJMUHUCTPATUBHOTO OTJIENIA;

5.2.3. BHOCUTH PYKOBOJACTBY YIIpaBJIeHHS NPEJIOKEHUS MO COBEPIICHCTBOBAHHUIO
paboTel AIMUHUCTPATUBHOTO OTIENA;

5.2.4. BHOCHTH PYKOBOJCTBY YIIpaBleHUS [ [NaJbHEHAIIEro HampaBlieHUs B
DenepanbHOE Ka3HAUECUCTBO IMPEIIIOKEHUS MO COBEPLICHCTBOBAHUIO 3aKOHOAATENLCTBA
Pocculickoit Qenepaumn.

Pasnea VI. OrBercTBeHHOCTS

6.1. Ha navanpHuka AJMHUHHUCTPAaTHBHOIO OTJ€Ja BO3jJaraercsl MepcoHallbHas
OTBETCTBEHHOCTD 3a:

6.1.1. mammexaiiee W CBOGBPEMEHHOE BBIMOJTHEHHE 3amady U (QYHKIHH,
npeaycMoTpeHHbIX HacTosuM [lonoxennem;

6.1.2. cBOEBpeMEHHOE UCIIOJIHEHUE TIOPYUYESHUN PYKOBOICTBA;

6.1.3. HEJTOMYIIeHNE UCHIOIb30BaHUs uHbOpMaLIUU COTPYAHUKAMHU
AZIMEIHHUCTPATHBHOTO OTJIeJIa B HECITYKEOHBIX 1IeJsIX;

6.1.4. pacrpeneneHue JODKHOCTHBIX OOS3aHHOCTEH MeXAy COTpPYIHHKAMMU
AIIMUHUCTPATUBHOTO OTJIEJIa;

6.1.5. co3manue u obecrieyeHre HajIeXalluX YCIOBUN padoThl Al COTPYIHUKOB
AIMUHUCTPATUBHOTO OTIENA;

6.1.6. obecreuenme COXPAHHOCTU UMYIIIEeCTBA, HaxOISIIET0Cs B
AJIMIHUCTPATHBHOM OT/IeJIe ¥ COOTIOAeHHE ITPABIII ITOXKApHON O€301acHOCTH;



6.1.7.  cobmojneHue  COTpyAHUKaMKW  AJMHHHCTPATUBHOTO  OTAEda  CBOMX
JOJKHOCTHBIX 0053aHHOCTEH U IIpaBUJI BHYTPEHHETO TPY/IOBOTO PACIIOPSIIKA,;

6.1.8. BU3UpyeMbIe U MOATMChIBAEMbIe JOKYMCHTEI.

0.2. IlomHOMOUYMSI ¥ OTBETCTBEHHOCTh COTPYJIHUKOB AJMUHUCTPATHBHOIO OTIENA
YCTaHABIMBAETCS JTODKHOCTHBIMU PerjlaMeHTaMU.



