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JIOJDKHOCTHASI MHCTPYKIMA ceKpeTaps PaHra3apckoroceiabCKoro UCIIOIHUTETFHOTO KOMHUTETa
CapMaHOBCKOTO MYHUIIUITAJIBHOTO paiioHa
Pecniy6onuku Tarapcran

I. O61me nosnoxxkenust
1.1. Hacrosimias AOKHOCTHAsE WMHCTPYKLHMS YCTAHABIMBACT JOJDKHOCTHBIE OOS3aHHOCTH, IpaBa H
OTBETCTBEHHOCTb CeKpeTapsi PaHraszapckoro ceinbCKOro HCIHOJHUTENBHOrO komuTera CapMaHOBCKOIO
MYHHIIMIIAIFHOTO paiioHa (Jajee — CeKpeTaph UCIOJIKOMA), a TaKXkKe OmpeleisieT KBalu(UKalMoHHbIE
TpeOOBaHUS K JIUILY, 3aMELIAI0IIEMy JAHHYIO JOHKHOCTb.
1.2. JJomKHOCTh CEKpeTapsi UCIOJKOMa OTHOCHUTCS K BBICHIEH TpYIIE AOMKHOCTEH MYHHUIIUMIAIbHOM
CITYKOBI.
1.3.Cekperapp UCHOJIKOMA Ha3HAYAETCS HA TOMKHOCTh U OCBOOOXKAAETCS OT JIOJKHOCTHU PACIIOPSKEHUEM
PYKOBOJUTENS UCIIOJIKOMA PaHra3apckoro cebCcKoro rnocejaeHus (Jlanee — riaBa [OCeJIeHUs).
1.4. Cekperapp wucronkoma cenbckoro IloceneHuss BXOAUT B CTPYKTYpY MCIOJKOMA U TOJYHHSAETCS
rjlaBe, pykoBoauTento lcnonHurenbHOro koMuteTa PaHrazapckoro cenbCcKoro noceaeHusl.
1.5. Cekperapp HCIOIKOMa OCYIIECTBISET CBOIO MEATEIBHOCTh B COOTBETCTBUU ¢ KoHctuTynuen
Poccwuiickoit denepanuu, dpeaeparbHbIMUA 3aKOHaMU, B ToM uucie DenaepaabHbiM 3aKk0HOM «O0 00mux
MIPUHLUIIAX OpraHU3allud MECTHOro camoymnpaienus B Poccuiickoit @enepanumny, «O MyHUIIMIATbHOU
ciryx)kOoe B Poccuiickoit @enepaunny», Koncrurynuerr Pecnyonuku Tartapcran, 3akoHamu PecrryOnmku
Tarapcran, B ToMm uncie 3akonamu Pecniy6nuku Tarapcran «O mecTHOM camoymnpasienuu B PecriyOmmke
Tarapcran» n «O myHunmnaipHO# ciyx0e B PecryOnmke Tarapcran», pelieHUsMHU, TPUHSITHIMH Ha
MECTHOM pedepeHayme, Y cTaBoM noceneHus, pemeHussmu CoBeta PaHrazapckoro cenbckoro rnoceneHus,
Pernamentom CoBera, IOCTAHOBICHUSIMH W pACHOPSDKEHUSIMH TJIaBbl, PYKOBOJUTENS MCIIOJIKOMA
PaHrazapckoro  cenpCKOro  IOCEJECHMs, HACTOSIIEH  JOJDKHOCTHOM — MHCTPYKUUEH,  JIpYTMMH
HOPMAaTUBHBIMH NPAaBOBBIMU aKTaMHU.
1.6. B nepuosi BpeMEHHOTO OTCYTCTBUS CEKpeTaps UCHOJIKOMA €ro 00s3aHHOCTH 10 MOPYYEHHUIO IJIaBbl
MOCENIEHUS UCTIOIHSET APYroi pabOTHUK CEIBCKOT0 UCIOIKOMA.

I1. KBanudukanuonusie TpedoBaHus
2.1. Ha nomxHOCTb ceKpeTapsi UCIIOJIKOMa MOXET ObITh Ha3HAUEHO JIUI0, COOTBETCTBYIOIIEE CIIENYIOLUIIM
KBaJTM(UKAIIMOHHBIM TPEOOBAHUSM:
K YPOBHIO NMpo¢hecCHOHATBLHOTO 00pa30BaHMs - HAJIMYME BBICHIETO MPOGECCHOHAIBHOTO 00pa30BaHUs,
COOTBETCTBYIOILETO HAIIPABICHUIO ACATEIBHOCTH;
K CTaXy MYHMIMIAJIBHOW CIYXKObl WIHM CTaXy pabOThl MO CHEIHUAIBHOCTH - CTaX MYHHUIUIAIbHOMN
CITy>KOBI Ha TJIaBHBIX WJIM BEAYIIHUX JOJDKHOCTSIX MYHHMIMIIAIBHOM CITyObl HE MEHEe JABYX JIET WM CTax
paboTHI MO CIIENNaIbHOCTH HE MEHEE ISATH JIET.
2.2. CekpeTaph HCIIOJIKOMA JIOJKEH 3HATh:
- Koncrutynuto Poccuiickoit ®denepanuu, Koncruryuuto Pecnybnuku TaTapceran;
- (henepanbHBIE KOHCTUTYIIMOHHBIE 3aKOHBI, (pe/iepaibHbIe 3aKOHbBI U MHbIE HOPMATUBHBIE IIPABOBBIE AKTHI
Poccuiickoit @enepaiuy, 3aKOHBI M WHBIE HOpPMaTUBHBIE MpaBoBble akThl PecnyOnuku Tarapcras,
COOTBETCTBYIOIME HAIIPABICHUSAM ACATEIBHOCTH OpraHa MECTHOI'O CaMOYIIPABJICHUS, IPUMEHHUTEIILHO K
WCIIOJIHEHUIO JOJDKHOCTHBIX 00513aHHOCTEN;
- YCTaB CEIbCKOIO0 IIOCEIEHUS W HHbIE MYHHUIMIAIbHBIE IPAaBOBBIE AaKThI, COOTBETCTBYIOLIUE
HaIlpaBJICHUSAM JEATEIbHOCTH;
- OCHOBHBIE IIPUHIIUIIBI OPTaHU3aUU OPraHOB MECTHOT'O CAMOYIIPABICHUS;
- KOJAEKC ATHKU U CIY>KEOHOrOo MOBEIEHUS MYHHUIMNAIbHBIX CIYyXKaIlUX, TPeOOBaHUS K CIIy)KEOHOMY
MIOBEJICHUIO MYHULIUIIAJIBHOTO CIIY’KalIlEro;
- MpaBa U 00S13aHHOCTH MYHHIIMIAIBHOTO CIIY)KAILEro, a TaKKe OrPaHUYEHHS U 3alpeThl, CBA3aHHBIE C
MYHUIIUTIATBHON CITyKOO0H;
- IOPAAOK paboThl ¢ MHPOPMALIUEH, collepKalllel CBEJIEHNs, COCTABISAIONINE TOCYAaPCTBEHHYIO U MHYIO
oxpaHsieMylo (erepanbHBIMU 3aKOHAMU TalHY, U UHOW MH(OpMAIHel OrPaHUYCHHOTO JIOCTYIIA, & TAaKXKe
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paboThI, HANIPABIIEHHOW HA MPEIOTBPAIlICHUE HAPYIICHUN PeKUMA CEKPETHOCTH M YTEUKH (pa3TIIallieHIs])
CBEJICHUH, COCTABJISIONINX TOCYIApPCTBEHHYIO U MHYIO OXpaHsieMyro (elepalbHbIMA 3aKOHAMU TalHY, B
MpeJienax CBOe KOMIIETEHIINY;

2.3. KBaymmdukanroHHuele TpeOOBaHUA, MPEAbIBISIEMbIe K TPO(ECCHOHATLHBIM HaBBIKAM CEKpeTaps
HCIIOJIKOMA:

- CMOCOOHOCTH K OOHOBJICHUIO MPOPECCUOHAITBHBIX 3HAHUNW U YMEHUH;

- CBOEBPEMEHHOE M KAY€CTBEHHOE BBITIOJIHEHUE 3aJaHUI U TIOPYUSHUH PYKOBOIUTEIS,

- HaBBIKM MCIIOJIHUTEIbCKOHW TUCHMIIINHEL,

- 00111251 TPAMOTHOCTb;

- HaBBIKK PaOOTHI C JOKYMEHTaMHU, JACJIOBON KOPPECIIOHCHITNEH;

- BIaJICHHE OQUIIUATBHO-/IEJIOBBIM CTHIIEM COBPEMEHHOTO PYCCKOTO JIUTEPATYPHOTO S3BIKA;

- HaJW4YUE HABBIKOB BJIAJICHUS KOMIIBIOTEPHOM M OPTTEXHUKOH, HEOOXOIUMBIM MPOrPaMMHBIM
obecIreyeHneM;

- BJIAJICHUE COBPEMEHHBIMU CPEJICTBAMH, METOJJAMU U TEXHOJOTUSIMH pabOThl ¢ HH(MOpPMAITUEH;

- HaBBIKU TUTAHUPOBAHUS U PAIIMOHATBHON OpraHu3anuu pabovero BpeMeHH;

- HaBBIKW TIPUHSATHUS YIIPABJICHUYECKUX PEIICHUH;

- KOMMYHUKa0EIbHOCTb.

2.4. Cekperapb HCIIOJIKOMAa JIOJDKEH 00JIagaTh CIENYIONIMMUA 3HAHUSAMH W HaBbIKAaMH B 00J1acTH
MH()OPMAMOHHO-KOMMYHHKAITMOHHBIX TEXHOJIOTHA:

- IPABOBBIX ACTEKTOB B 00J1aCTH MHPOPMAIIMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTHIA;

- TIPaBOBBIX aCIIEKTOB B c(epe MpeqoCTaBICHUS TOCYIAPCTBEHHBIX yCIyT HACEICHHUIO U OPTaHM3aIHSIM
MOCPEACTBOM MPUMEHEHUS WH(OPMALIMOHHO-KOMMYHHUKAIIHOHHBIX TEXHOJIOTUH;

- aInmapaTHoro U MPOTPaMMHOI0 00eCIICUCHHST,

- BO3MOXHOCTEH M OCOOEHHOCTEH MpPUMEHEHHUS COBPEMEHHBIX HWH(OPMAIMOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTUH, BKJTFOYAsl UCIIOJIb30BaHNE BO3MOKHOCTEH MEXBEIOMCTBEHHOTO JIOKYMEHTO000POTA;

- 00IIMX BOIIPOCOB B 00acTH oOecniedeHus: HH(OOPMAIMOHHOM 0€301TaCHOCTH;

- OCHOB IPOCKTHOTO yIIPABJICHHSI.

- CTPATErnYeCcKOro IIAHUPOBAHUS U YIIPABICHUS TPYIIIOBOM AEATEIHLHOCTHIO C YYETOM BO3MOXKHOCTEH U
O0COOCHHOCTEH MPUMEHEHHSI COBPEMEHHBIX MH(DOPMAIIMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTHIA,

- paboThI C BHYTPEHHUMH U NepUPEPUNHBIMEI YCTPOICTBAMH KOMITBIOTEPA;

- paboTBI ¢ MHPOPMAITMOHHO-TEIIEKOMMYHUKAIIMOHHBIME CETSIMH, B TOM YHCJIEC ceThio IHTEpHET;

- paboTHI B OMEPAIlMOHHON CHCTEME;

- YIIPaBJIEHUA SJIEKTPOHHOM MOYTOM;

- paboThI B TEKCTOBOM PEIAKTOPE.

. To/zKHOCTHBIE 00SI3AHHOCTH
3.1. Cexkperapp ucnoiskomMa oOecneurBaeT BbIIIOJHEHUE (QYHKIMH, Bo3lokeHHbIX Ha Coser
Panrazapckoro cenbckoro mocenenust (manee — CoBeT) M HUCHOJHUTENbHBIN KomuTeT PaHrazapckoro
CeJIbCKOro nocesneHus (nanee — Mcnonkom).
3.2. B nensax obecneuenus aesteabHocTH CoBeTa ceKpeTapb UCIOIKOMA:
- oOecrieuynBaeT JesITeIbHOCTD TJIABBI MTOCEICHNUs TI0 opranu3auu padbotsl CoBera;
- OCYIIECTBIISIET OJrOTOBKY MPOEKTOB MOCTAHOBJIEHUH M paclopsyKeHUH T1aBbl IOCEJIEHUS 110 BOIIpOcam
opranuzanuu aesteabHocTr CoBera;
- y4acTByeT B MOATOTOBKE M NpUHATUM COBETOM M TOCTOSHHBIMH KomuccusiMu CoBeTa TOOBBIX,
TCKYIIHUX IIAHOB ACATCIbHOCTHU CoBeTa 1 OKa3bIBacT CO}IGIZCTBH@ AcnyraramM CoBeTa B uX BBIIIOJTHEHUH
- o0ecreynBaeT MOATrOTOBKY, y4acTBYeT B OpraHM3allly U NpoBeneHNH 3acenanuii CoBeTa, MOCTOSHHBIX
n uHbIX Komuccuii CoBera, pabouux rpynn M HHbIX opraHoB CoBeTa, TOTOBUT K 3acelIaHUAM
HE00XO0AMMBbIE MaTepPHAIbL;
- OCYHIECTBJISIET MHPOPMUPOBAHUE JIEMYTaTOB M MPHUTJIANIEHHBIX O MPOBeACHUH 3acenannii CoBeTa U 0
NepeYHe pacCMaTPUBAEMBIX BOIPOCOB IyTeM OOHApOIOBaHUS B ycTaHOBJIEeHHBIe Permamentom CoBera
cpoku wuHPOpMAMK O TMpoBeaeHWH 3acenanus CoBeTa, HaMpaBiICHUS THUCHMEHHBIX W3BEIICHUH,
MpUIJIANIeHUH, TenedoHorpamm;
- OKaspIBaeT COJICHCTBHE JemyTaraM B MOJATOTOBKE MpoekToB pemreHuii Cosera, Permamenta CoBera,
[Tonoxenus o MOCTOSTHHBIX Komuccusax CoBeTa U IpyruxX HOPMAaTUBHBIX akToB CoBera;
- T'OTOBUT K ITOAIINCAHHUIO TJIaBOI MOCEIECHUS peicHuA Coserta 1 unble akThl CoBeTa I0ce UX IIPUHATHA,
- OCYILECTBIISIET PErUCTpaLUIo U yueT pemeHuit Coera;
- obecreunBaer odunMaILHOE OOHAPOIOBAHME TJIABOW moceneHus pemeHnii CoBeTra B TOPSIIKE,
YCTAHOBJICHHOM 3aKOHOAATCILCTBOM U YcraBoMm IIOCCJICHU A,
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- HamnpasJysieT pemeHust CoBeTa COOTBETCTBYIOLIMM OpraHU3AlMAM, TOJKHOCTHBIM JIMIAM U IOBOJUT UX
110 CBEJICHUS TPakJIaH B CPOKH, YCTAaHOBJIEHHBIE 3aKOHOAATEILCTBOM U Y CTAaBOM IOCEJICHUS;

- OCYIIECTBIISIET 00ECIeYeHHE NEATEIHPHOCTH MOCTOSSHHBIX U WHBIX Komuccuii CoBeTa, OpraHu3yeT /0
3aceganuii CoBeTa MOATOTOBKY 3aKJIIOUYEHUN IMOCTOAHHBIX KoMmMuccHil CoBeTa Ha MPOEKTHI PEHICHUN
CoBera, 0Ka3bIBAET COACHCTBUE MOCTOSHHBIM U UHBIM KoMUccHUsIM CoBeTa B MOJTOTOBKE MX PEIICHUN U
npeceaaTensiM KOMUCCHI - B OpraHu3aliy IeaTenbHOCTH kKomuccuil CoBera;

- OpPraHu3yeT OCYIIECTBJICHUE KOHTPOJIA 32 UCIOJHEHUEM MYHUIIMNAIbHBIX MPABOBBIX aKTOB (pPEHICHUI
Cogerta, IOCTaHOBJICHUI U PACTIOPSKEHUHN TIIaBhI MOCEJNICHUS U APYTUX);

- o0obmaer wH(popmanuio o aesrenbHocTH CoBeTa, MOCTOSHHBIX M WHBIX Komuccuii CoBera, o
NeSITeNIbHOCTH JICTIYTaTOB B M30MPATEIbHBIX OKPYrax, y4acTBYeT B IOJIFOTOBKE €KEroAHON MH(pOpMaluu
[JIaBbI CEILCKOTO MOCEIeHUs 0 AesTesibHocTH CoBeTa;

- OCYyIIECTBISiET IO 3alpocy OpraHoB rocyaapcTBeHHoi Biactu, CoBera CapMaHOBCKOTO
MYHUIIMOATBHOTO paiioHa PecnmyOonmukm TaTtapcraH MHBIX OpPraHOB MECTHOTO —CaMOYIPaBJICHUS
MOJITOTOBKY CTATUCTUYECKUX OTUETOB, CIIPABOK, HH()OPMALIMOHHBIX MaTEPHAIIOB U MHBIX JOKYMEHTOB;

- BeJIeT Jenonpou3BoacTBo CoBeTa, B TOM YMCIE NIPOTOKOJIMPOBaHUE 3acenannil CoBeTa U €ro opraHos,
NyOJIMYHBIX CIYIIAaHWWA, ONPOCOB TpakJaH U APYTUX MeponpusitThii, mnpoBoaumbix CoBeTom,
obecrieunBaeT XpaHEHUE e U MX apXUBUPOBAHHWE B COOTBETCTBHH C YTBEPIKICHHON HOMEHKJIATYpOU
Jiell, ciayy UX B apXHB U T. 11.;

- obecrieunBaeT COXpaHHOCTh repOoBoii meyarn Coseta u Mcmonkoma;

- y4JacTBYeT B OpraHHu3aluu NyOJMYHBIX CIyHIaHWWA, coOpaHWil W KOH(epeHIMil TpaxkIaH, OMPOCOB
TpaKJaH, MEPOIIPHUSATHUSIX, TPOBOUMBIX 110 HHUIIMATHBE COBETA, II1aBbl CEJILCKOTO TTOCENICHNUS,

- OKa3bIBaeT OpPraHU3AlMOHHOE cojelicTBUe AenyTataM CoBeTa B peaau3alii UX MOJHOMOYHI;

- COCTaBIISICT HA OCHOBE MH(pOPMAIUH, MTOJIydeHHOU OT AemyTatoB CoBera, rpaduk mpoBeneHUs prueMa
rpaxnaan nenyraramu CoBera u obecriednBaeT MHGOPMUPOBAHME HACEJIECHUS CEIBCKOTO MOCENEHHUS O
MIPOBEACHUH MPUEMOB IPaK/IaH;

- Y4acTBYET B OpraHU3alliy MIPOBEJCHHS OTYETOB JCMYyTaTOB Mepe]l HaCEIeHUEM;

- Y4aCTBYET B IMOJTOTOBKE ¥ MPOBEICHUHU y4eObl gemyTatoB CoBera;

- KOOpOUHUpYeT paboTy paOOTHHUKOB HCHOJHUTEIHLHOTO KOMHTETA IO OOECIEUEHHUIO AeATeIbHOCTH
Cosera;

- BBINOJHSIET UHbIE 00S3aHHOCTH, CBA3aHHBIC C OpraHu3anuell u obdecreyeHnem aestenbHoct CoBera,
MOCTOSIHHBIX U MHBIX KoMuccuii CoBeTta, nemnyratoB Cosera.

3.3. B nensix obecnieuenus nesrenbHocTu Mcnonakoma cekpeTapb HCIOIKOMA!

- obecnieunBaeT AeATEIHHOCTh II1aBbl CETbCKOTO MOCENEHHUs 110 PYKOBOACTBY Mcnonkomom;

- OCYILECTBIISIET MOATOTOBKY MPOEKTOB MOCTAHOBIEHUU Vcronkoma 1o BompocaM MECTHOTO 3HA4Y€HHUs U
BOIIPOCAaM, CBSI3aHHBIM C OCYIIECTBJICHHEM OTJEIbHBIX TOCYAApCTBEHHBIX IMOJHOMOYHM, MepeaaHHBIX
OpraHaM MECTHOTO caMoympaBlieHusl (enepalbHBIMH 3aKOHAMU W 3akoHaMu Pecmy6nuku Tarapcran, a
TaKKe pacropspKeHU TI0 BOIPOCcaM OpraHU3aluK JIeITeTbHOCTH UCTIOJIKOMA;

- HampamJsieT MOCTAaHOBJICHHMS M PACHOPSIKEHMsS TJIABbl MOCEJIEHUS COOTBETCTBYIOIIMM OpraHU3aIUsM,
JTOJDKHOCTHBIM ~ JIMIIAM W JIOBOAWT WX JO CBEACHUS TpakIaH B CPOKH, YCTaHOBJICHHBIC
3aKOHO/IATEIIbCTBOM U Y CTAaBOM IOCEJICHHS;

- obecrneynBaeT oQuIMaIbHOE OOHAPOJOBAHWE TJIABOW TOCEJICHHS TIOCTAHOBJIEHUNW W PAaCTOPSIKEHUUN
TJIaBHI TIOCEJICHHUSI, 3aTPAruBaIOIINX IPaBa, CBOOO B! U 00S3aHHOCTH YeJIOBEKa U TPaKIaHUHA, B IOPSJIKE,
YCTAaHOBJIEHHOM 3aKOHOJATEILCTBOM U Y CTABOM MOCEJICHHUS;

- KOOPIMWHHUPYET paboTy COTPYJHUKOB HCIOIHUTEIHHOTO KOMHUTETa MO OOECIEeUEHHUIO ACSITeNbHOCTH
HCTIOTHUTEIIBHOTO KOMHUTETA;

- y4acTBYeT B pa3palOTKe MpaBWUJI BHYTPEHHETO PACHOpsIKa, MOJDKHOCTHBIX WHCTPYKIUN paOOTHUKOB
WCTIOTHUTEIPHOTO KOMHTETa, TPAaBWJI JEJIOMPOU3BOJICTBA, TIOJOXKEHUA W JPYrUX JIOKYMEHTOB
HCIIOJTHUTEIIBHOTO KOMUTETA;

- YJaCTBYET B COBEIIAHMSIX, KOJUIETUSX U APYTHX MEPOTPUSITHSIX, TPOBOIUMBIX TIaBOM MOCETIECHNS,

- OKa3bIBaeT COJEHCTBHE B paboTe M30MpATETbHBIX KOMHCCHUN CEIbCKOTO TMOCENEHUS M Y4aCTKOBBIX
M30MpaTeIbHbIX KOMHCCHM B TIOJATOTOBKE M TPOBEJACHUU BHIOOPOB, pedepeHayMOB B TOPSIKE,
YCTaHOBJICHHOM 3aKOHO/IaTE€ILCTBOM U Y CTaBOM;

- BEJIET JICJIONPOU3BOACTBO MCITOJTHUTEIIBHOTO KOMUTETA: TOJIY9aeT W MPOCMATPUBAET TMOCTYIMUBIINE U
HCXOSIINE JOKYMEHTBI, TPOBOJIUT UX PETUCTPALIMIO U KOHTPOJIb UCIIOTHEHHUS,

- OCYIIECTBIISIET KOOPIUHAIMIO IEATEITLHOCTH KOMUCCHI, CO3JJaHHBIX TIPH TJIaBE MOCEICHUS;

- obecrieunBaeT B3aMMOJICHCTBUE OPraHOB MECTHOTO caMoympaBieHuss ¢ COBETOM BETEPAHOB CEIHCKOTO
MOCENIEHUs, C OpraHaMH OOIIECTBEHHOTO TEPPUTOPUAIBLHOTO CAMOYIIPaBJICHUsI (CTapOCTaMH, YIUYHBIMU
¥ JOMOBBIMU KOMUTETAMH H T. ]I.), OOIIECTBEHHBIMU O0BETMHEHUSIMU;
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- BEJeT y4yeT KaJpoB, O(hOpMIICHHE JIMYHBIX A€ U TPYIOBBIX KHIKEK PAaOOTHHKOB HCIOJHHUTEIHHOTO

KOMUTETA,;

- odopMmIIIeT TMpHUEM, MEPEeBOJI, YBOJIbHEHHE PaOOTHHUKOB, 3aIOJHSAET, YUUTHIBAET M XPAHUT TPYIOBbIC

KHUXKKH, TPOU3BOAMT 3allUCH B TPYIOBBIX KHMXKKAX O IMOOLIPEHUSX M HAarpaKAECHUsAX pabOTHUKOB,

IIPOU3BOJAUT IMOACYET TPYAOBOIO CTa)ka, BBLAACT CIPAaBKM O HACTOSILIEH M IPOLLIOW TPYAOBOU

JESTEIIHOCTH;

- (hopMupyeT U BeeT TUYHBIC Jiefla, BHOCUT B HUX U3MEHEHHUSI.

- OpraHu3yeT CBOEBPEMEHHOE pacCMOTPEHHME U paspelieHue oOpalleHui (3asBieHuil, kajoo,

MPEeAJIOKEHUMN ) TPaXKIaH U OpraHu3aIui;

- o0ecrneunBaeT MNOATOTOBKY JOKYMEHTOB Ha HarpaxJIeHHe TIpak[JaH, OpraHu3aluid I[OYEeTHBIMHU

rpamMoTamH, OJaroJapCTBEHHBIMH MHChMaMH, MEIalsMH (B T. 4. MHOTOAETHBIX MaTepe - MelalsiMu

MaTEepUHCTBA), 3BAHUAMHU U UHBIMU HAarpajgaMu;

- OCYLIECTBJISIET IO 3aIpOoCy OpPraHOB IOCYAApPCTBEHHOM BJIACTH, OPraHOB MECTHOI'O CaMOYIIPABJICHUS

CapMaHOBCKOI'0 MYHUIMNIATIBHOTO paiioHa PecriyOmiuku TaTapcTan M MHBIX OPraHOB MOJTOTOBKY OTYETOB

Y MHOI nH(pOpMaIuu;

- BEJIET apXUBHBIC JIeJa: COCTABIIACT HOMEHKIATYPY J€Jl, TOTOBUT OMMCH JI€]1 U aKTOB HA YHHUYTOKECHUE

JOKYMEHTOB, O0ECIeUYMBACT CBOCBPEMEHHYIO OOpaOOTKY apXMBHBIX JIOKYMEHTOB, MX COXPaHHOCTb U

cllayy B apXWB;

- COBEpIIAET HOTapHUAJIbHBIC JACHCTBUSA, IPEAYCMOTPEHHBIE 3aKOHOAATEIBCTBOM, B CIIy4ae OTCYTCTBHS B

CEJIbCKOM IIOCEJICHUU HOTapuyca,

- OCYLIECTBJISIET PETHCTPALMIO U CHATHE rpaxkaaH Poccuiickoit @enepanuy ¢ perucTpalMoOHHOr O ydera

10 MeCTy NpeObIBaHUA U 110 MECTY )KUTEJIbCTBA B MPEIeax MOCEICHMS;

- BeIeT IIOXO3SMCTBEHHYK) KHHTY H COCTABJISIET OTYETHl IO IEPENUCU HACEJICHMs, CKOTa M

JIOMOBJIaJCHUIA;

- OpraHU3yeT CUCTEMATU3UPOBAHHBINA YUET U XPAHECHHE MOCTYNAIOIMUX HOPMATUBHBIX aKTOB B UCIIOJIKOM,

IJIaBE MIOCEJICHUS;

- BBIIOJHSAET MHbIE OO0S3aHHOCTH, CBSI3aHHBIE C OpraHu3alMed U oOecreuyeHueM JIeATeIbHOCTU

ucnoskoma 1 CoBeTa oceaeHusl.

3.4. BBINOHSACT OT/CIbHBIE TOPYUYCHHS TJIABBI CEIbCKOTO MOCETICHHUS.

3.6. Cekperapp ucCHOJKOMa 00s3aH YBEIOMJISATh B IUCbMEHHOW (popMe CBOEro HErnocperCTBEHHOI'O
PYKOBOJUTENS O JUYHON 3aMHTEPECOBAHHOCTH IPU MCIOIHEHUU JOJDKHOCTHBIX OO0SI3aHHOCTEH,
KOTOpass MOKET TNMPHUBECTH K KOH(JIMKTY HWHTEPECOB, M MPUHHUMAThb MEpbl MO HPEAOTBPALICHUIO
MoA00HOTO KOH(DIUKTA.

IV. Benenue noxo3siiicTBEHHOI'0 y4eTa

- yTouHeHHe 3anuceil B moxo3siictBenHbix kHurax (JI1K) Ha 1 sHBaps u 1 uronsg kaxaoro roja;

- CUCTEMAaTHYECKUI Pa3HOC JTUCTKOB YOBITUS U PUOBITHUS;

- cBepka ¢ orgenoM 3AI'Ca 1o akTOBBIM 3alMCSIM Ha POAMBIIMXCS W YMEPIIMX U BHECEHHUE
W3MEHEHUH B ITOXO35ICTBEHHBIEC KHUTH;

- 1 pa3 B KBapTaj YTOYHEHHE IOTOJIOBbSI CKOTa M MNTHIBI B JIMYHBIX MOACOOHBIX XO3sHCTBAaX
rpax/iaH;

- OTYETHOCTb 110 HACENICHUIO, CKOTY ¥ MTHIIB, XXHJIHIIHOMY (OHIY (€KEeMECSYHO, MOKBAPTAIBbHO, 32
ronu).

V. loakHOCTHDIE TIOJTHOMOYH S
4.1. Cexperapb UCnoJKoMa UMEET IIPABO:
- IPE/ICTABIATH UCIOJIKOM I10 OPYUYEHHIO TJIaBbl TOCENICHUS;
- OCYILECTBIATH B IIpeleiax CBOEH KOMIIETEHIIMM II0 IOPYYEHHIO TJaBbl IIOCEJIEHUS IPOBEPKY
WCIIOJIHEHUS! MYHMIIMITAJIBHBIX MPaBOBBIX akTOB (peuieHuit CoBeTa, MOCTAHOBIEHUN W paCHOPSKEHUH
IJIaBbl TMOCEJICHUS M JPYTUX), MPUHUMATh MEpbl MO YCTPAHEHHIO OOHApY)KEHHBIX HEIOCTATKOB C
nHpopmupoBanreMm 06 3ToMm CoBeTa U Ii1aBbl HOCEICHUS;
- y4acTBOBaTb B IIOATOTOBKE IPOEKTOB MYHULMIAIBHBIX IIPAaBOBBIX aKTOB M JPYIMX MaTepUaNOB,
oTHOcAmuxcs k komnereHuu Cosera n Mcnonkoma;
- JlaBaTh TNOPYYEHHUs paOOTHHKAM HCIOJIHUTEIBHOTO KOMHUTETa B LENAX 00ecrneueHHs NesTeIbHOCTH
Cosera u Mcronkoma;
- 3alpaliMBaTh B YCTAHOBJICHHOM IOpPSAKE M MONy4aTb OT MYHUIMINAIBHBIX YUPEXKJEHUH, OPraHoOB
OO0IIECTBEHHOTO TEPPUTOPHUATBHOTO CAMOYIPABJIEHHUS CEIbCKOTO MOCETICHHS, OOIECTBEHHBIX



HCHNA W WHBIX oprasusawidl, HAGOPMALMIO W MaTepHATL, HeoOXUMMMLIC NN HCOOAHCHHA
JIOJIAHOCTHBIX 00s3aHoCTel;

- BHOCHTE NPE/UIOKCIHHS [IABE OCENEHMA 110 COBEPINEHCTBOBAITNIO OPIAHMIALIIN CROSH AERTCALHOCTH,
acareasnoct Cosera, Menosnkoma.

4.2, Cexperaph MCTIONKOMA MOMBIYETCR NPasaMy, VCTAROBACHHBIME DenepanbHuiM 3axoHoMm «O
MyHnusnamrol cayxGe s Pocenitexoit ®egepatitin.

VL Orsercreennocrs

5.1 Mcnonmirensueil cexperaps Hecer MEPCOHTLAYIO OTBCTCTBEHNOCT 30 HAPYIUIEHHE 3ANPCTOR W
OrpaHKCHIH, CBABAMILIX C HAXOMICHREM HA MYHWMUMnANbHON crywGe, Hapymenne Kouexkea arikm
MYHHUMTIATBHBIX  CAYKAUMX, HEHCTIONHCHHE WIH HCHALICKAIEE MCMOMHEHHE CBOMX OBFIANHOCTOH
YCTAHOBNCHULIX (EACPAILILIM 3AKOHOZATENLCTEOM, 3AKOHOJATCALCTROM PecnyGmnxn Taraperan n
HAcTOSMmeN LOMKHOCTHOH MHCTPYRUMEH, HEHCTIONHCHHE HIH HEHAANCHKAIEs HCIOIHOHHE NOPYYCHHIT
FRaBki noceneHus, a rakoke necobnonenne [ipasu BIyTpeRHero Tpya0Boro pacrnopsaxa,

- 38 HETKHI NOPAZOK ¥ BHICOKOS KAULCTBO B OPOPMIEHHH, TONYHERHN 1 AnTLHEHmEM IIPOXOMKIIEHHM
BCEX MOKYMEHTOB, HAXOAIUMXCA B IENONPOH3BOACTHE i apXIDe;

- 31 UCTKOE BEACHHE KOHTPO/IA 33 HCTIOTHEHHEM TOKYMEHTOB, CBOSBPEMEHHYIO HI(IOPMALMIO ARk
0 X0A4¢ IX HCIOAHCHNAS,

- 38 TOYHOCTS BbUIABACMEIX CIIPABOK M0 JIOKYMCHTAM CeNbCKOIO NOCENEHHS;

- 32 HenoaHenHe GAAHKOB CTPOTOH OTUCTHOCTH, NeyuaTell i MITAMIOS CENLOKOTO NOCCACHHS CTPOIo
110 HX HASHAYCHHIO.

* 33 PasTNALICHUC COSMICH M, CONRPAAIUMXCA B TOKYMEHTAX, e B CAy#eOHMX mensx;

- 33 HHCTOTY it MOPAUOK B PaBOTHX NOMELIETHAX AAMHHHCTPAIIH,

C nactosmeii uscTpykumedt ossakomena. O IKIEMILILP NONYHHAS Ha PYKIL.
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