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JIomKHOCTHAsI MHCTPYKIIMS ceKpeTapsi A3aJ1akOBCKOTO CEIbCKOT0 UCTIOHUTEIHHOIO KOMUTETA
CapMaHOBCKOT0 MYHHUIIMIIAIBHOTO paiioHa
Pecniy6nmuku TaTapcran

I. O0mme nosnoxxeHust
1.1. Hacrosimasi JOJDKHOCTHAsE MHCTPYKIHMS YCTaHABIMBACT JIOJKHOCTHBIE OOS3aHHOCTH, TpaBa
U OTBETCTBEHHOCTb Ce€KpeTaps A3aJaKOBCKOIO CEJIBCKOrO MCIOJIHHUTEIBHOTO KOMMTETa
CapMaHOBCKOr0 MYHMIMIAJIBHOTO pailoHa (Janee — CeKkpeTapb HCIOJIKOMA), a TakKke
ornpenenser KBalu(UKaluOHHbIE TPeOOBAHUS K JIUILY, 3aMElaloIeMy JaHHYIO JOJDKHOCTb.
1.2. JIomKHOCTh CEeKpeTapsi HCIOJIKOMa OTHOCHUTCS K BBICHIEH Tpymme JOJDKHOCTEH
MYHUIUIAIBHON CITyXOBbI.
1.3.Cekperapp HUCHOJKOMa Ha3HAYaeTCsl Ha JOJDKHOCTH U OCBOOOXKIAETCS OT JIOJDKHOCTH
pacropsKeHUeM PYKOBOIMTENS MCIOJIKOMa A3allakOBCKOIO CEeJIbCKOIO IOCEeNeHUus (Janee —
rJ1aBa MOCETICHNU).
1.4. Cexperapp ucnoiakoma cenbckoro IloceneHuss BXOAUT B CTPYKTYpY HCIHOJIKOMA U
NOJUYUHSETCS IJ1aBe, pyKoBoAuTeno lcnomHuTenbHOro komurera A3ajakOBCKOIO CEbCKOIO
IIOCEJICHUS.
1.5. Cexkperapp HCHOJKOMa OCYIIECTBISAET CBOI JIEATETBHOCTh B COOTBETCTBHUH C
Koncrtutynueit Poccuiickoit  ®epepauuu, ¢denepajbHpIMU — 3aKOHAaMH, B TOM  YHCIE
®enepalibHbIM 3aKOHOM «OO0 0OLMX NPUHIUIAX OPraHU3alUd MECTHOTO CaMOYNpPAaBICHUS B
Poccuiickoit ®enepauun», «O wmyHununanbHo ciayx6e B Poccuiickoit denepanumny,
Koncturynueit PecnyOnuku Tartapcran, 3akoHamu PecnyOnmuku Tarapcran, B TOM uucie
3akoHamu Pecny6nuku Tarapcran «O MecTHOM camoynpaBieHuu B PecryOnuke Tarapctan» u
«O myHunMnansHOu ciyx0e B Pecniybnuke Tarapctany, pemieHUsIMU, IPUHATHIMU HA MECTHOM
pedepenyme, YcraBom noceneHus, pemeHusIMu CoBeTa A3aakoBCKOTIO CEJIbCKOTO MOCENIeHUs,
Pernamentom CoBera, MOCTaHOBICHUSIMUA U PACIOPSKEHUSMH IJ1aBbl, PYKOBOJUTEINS HCTIOIKOMA
A3alakOBCKOIO CEJIBCKOrO TIOCEJIEHUs, HACTOSALIEH OJDKHOCTHOM WMHCTPYKLIMEH, APYTUMU
HOPMAaTUBHBIMH [TPAaBOBBIMU aKTaMHU.
1.6. B nepuoa BpeMEHHOI0 OTCYTCTBUS CEKpETaps UCIOJIIKOMa €ro 00s13aHHOCTH 10 MOPYUYEHUIO
IJIaBbI IOCEJIEHUSI UCIIOJIHAET APYTroil pabOTHUK CEIbCKOTO UCIIOJIKOMA.

I1. KBanupukanuonHbie TpeGOBaHUS
2.1. Ha n0/mKHOCTh cekpeTapsi UCIOJIKOMAa MOXET OBbITh Ha3HAu€HO JIMILIO, COOTBETCTBYIOILEE
CJIEIYIONINUM KBaTHU(UKAITMOHHBIM TPEOOBAHUSIM:

K YpOBHIO TMpodeccnoHalbHOTO OO0pa3oBaHMsI - HAJIWYUE BBICHIETO MPOGECCHOHATHHOTO
00pa3oBaHMsl, COOTBETCTBYIOIIETO HAIIPABJICHUIO JIEATEIbHOCTH;
K CTaxXy MYHHUIMIAIGHON CIYy>KObI MM CTaXy palOThl TO CHEHUATbHOCTH - CTaxX

MYHUIIUTIAJILHON CIIYy>KObI Ha TJIaBHBIX WJIM BEAYIIMX JOJDKHOCTSIX MYHUIUMIANBHON CITYyKOBI HE
MEHee JBYX JIeT WIN CTa) pabOThI MO CIEHUAIBHOCTH HE MEHEe MATH JIeT.

2.2. Cekperapb UCIIOJIKOMA JTOJKEH 3HATh:

- Koncrurynuto Poccuiickoit ®@enepanuu, Koncrurynuio Pecyonuku Tatapcran;

- (enepasibHble KOHCTUTYIIMOHHBIE 3aKOHBI, (heneparabHble 3aKOHBl W HHbIE HOpPMaTHUBHBIE
npaBoBble akTel Poccuiickoil denepanuu, 3aKOHbI U MHBIE HOPMAaTUBHBIE IIPABOBBIE AKThI
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Pecny6nuku TaTapcraH, COOTBETCTBYIOLIME HAIPABICHHUSM JESTEIBHOCTH OpraHa MECTHOTO
caMOyIIpaBJIEHUs], IPUMEHUTEIBHO K UCIIOJIHEHHUIO JOJDKHOCTHBIX 00s13aHHOCTEH;

- YCTaB CEJIbCKOI'O IOCEJIEHUS M MHbIE MYHMIMIIAJIbHBIE IPAaBOBbIE aKThl, COOTBETCTBYIOLIHE
HalpaBJICHUSAM JIeATEIbHOCTH;

- OCHOBHBIE PUHIUIIBI OPraHU3aL[MH OPraHOB MECTHOT'O CaMOYIIPaBJICHUS;

- KOJEKC O3THKHM M CIy)KEOHOrO IIOBEJEHHMS MYHULMIAIBHBIX CIYXallUX, TpeOOBaHMUs K
CIIy’)KeOHOMY TIOBEJICHUIO MyHUITUTIAIEHOTO CITY>KaIllero;

- mpaBa U OOA3aHHOCTM MYHUIMIAIBHOI'O CIY)KalIero, a TakKKe OTrPAHUYEHUs U 3alpeTshl,
CBSI3aHHBIC C MyHULIUTIAJIGHOW CITY>KOOH;

- IOPsIOK paboThl ¢ MH(OpMaIel, coaeprkalleld CBeIeHHsI, COCTABIAIOLINE TOCYAAPCTBEHHYIO
U MHYIO OXpaHsieMylo (penepanibHbIMU 3aKOHAMU TaiiHy, ¥ MHOW WH(pOpMannel OrpaHuuYeHHOTO
JOCTyNa, a Takke paboThl, HANpPaBICHHOM Ha IpeJOTBpallleHHe HapylIeHUH pexuMa
CEKPETHOCTH M YTEUKH (pa3IriIallieHus]) CBEJIEHUM, COCTABIISIIOIIMX I'OCYIAapCTBEHHYIO U HHYIO
OXpaHseMylo (efepalbHbIMU 3aKOHAMU TaliHy, B Ipe/ieax CBOEH KOMIIETCHLIUY;

2.3. KsanuduxanuoHHele TpeOOBaHUS, NPEABABIsIEMble K MNPO()EeCCHOHANBHBIM HaBBIKAM
ceKpeTaps UCIOJIKOMa!

- CI0cOOHOCTH K OOHOBJICHUIO TPOPECCHOHATBHBIX 3HAHUA U YMEHHIA;

- CBOEBPEMEHHOE U KaUeCTBEHHOE BBIIIOJIHEHUE 33/1aHUIl U IOPYUYEHUI PYKOBOAMUTEIS;

- HaBbIKU UCIIOJHUTENIbCKON AUCLUIIIINHBL;

- 00111251 TPaMOTHOCT;

- HaBBIKU Pa0OTHI C JJOKYMEHTaMHU, JICJIOBOM KOPPECTIOHACHITUEH;

- BJIaJIeHHE OQUIIHATbHO-/IEJIOBBIM CTUIIEM COBPEMEHHOT'O PYCCKOT'0 JIUTEPATYPHOTO A3bIKA;

- HAJIWYUE HABBIKOB BJIAJICHUS] KOMIIBIOTEPHOM M OPIrTEXHUKOW, HEOOXOAMMBIM MPOTrpaMMHBIM
o0ecrieueHueM;

- BJIaJICHUE COBPEMEHHBIMH CPEICTBAMHU, METOJJAMHU U TEXHOJIOTUSIMHU pabOThI ¢ HH(OPMALIUEH;

- HaBBIKM IUTAHUPOBAHMS U PALMOHAIBHOM OpraHu3aluy pabodero BpeMeHH;

- HaBbIKU IIPUHSTHS YIPABICHUYECKUX PELLIECHUI;

- KOMMYHUKA0€IbHOCTb.

2.4. Cekperaphb HCIIOIKOMA JOJDKEH 00J1a/1aTh CICAYIOMMMHU 3HAHUSMU M HABBIKAMU B 00JIACTH
UH(POPMALIMOHHO-KOMMYHUKALMOHHBIX TEXHOJIOTUH!

- IPaBOBBIX ACMEKTOB B 00JaCTH NH()OPMAIIMOHHO-KOMMYHHUKAI[MOHHBIX TEXHOJIOTHIA;

- TPaBOBBIX AaCMEKTOB B c¢epe NpeAOoCTaBICHHs TOCYyJapCTBEHHBIX YCIYI HACEICHHI0 U
OpraHMu3aIHsaM OCPEICTBOM NPUMEHEHHUS HHPOPMAIIMOHHO-KOMMYHUKALIMOHHBIX TEXHOJIOTHUII;
- annapaTHOTO U MPOrPaMMHOT0 00eCeueHMs;

- BO3MOXHOCTEd U  OCOOCHHOCTEl  NpPUMEHEHUS  COBPEMEHHBIX HH(GOPMAIMOHHO-
KOMMYHHKaIIHOHHBIX TEXHOJIOTHH, BKJIIOUast MCII0JIb30BaHUE BO3MO>KHOCTEN
MEXBEIOMCTBEHHOT'O JOKYMEHTOO00pOTa;

- 00IIMX BOIIPOCOB B 001acTH obecnedyeHust HHPOpMAIMOHHONW 6€30MaCHOCTH;

- OCHOB IIPOEKTHOT'O yIIPaBJICHHUS.

- CTpPaTerMYEeCKOro IUIAHUPOBAHMSI M YIPABICHUS TIPYNIOBOM AEATEIBHOCTBIO C YYETOM
BO3MOXKHOCTEM! M OCOOEHHOCTEl  NpPUMEHEHHs]  COBPEMEHHbIX  HMH(OPMAalMOHHO-
KOMMYHHKAI[MOHHBIX TEXHOJIOTH;

- pabOTBI C BHYTPEHHUMHU U NepUPEpUNHBIMU YCTPOICTBAMH KOMITBIOTEPA,

- paboThI ¢ HHPOPMALIMOHHO-TEIIEKOMMYHHKAIIMOHHBIMH CETSIMH, B TOM YHUCIIe CeThio VIHTEepHeT;
- paboTHI B OTIEPAIITUOHHOMN CHCTEME;

- YIpaBJIEHUS 3JIEKTPOHHOM 110YTOMH;

- paboOTHI B TEKCTOBOM PEIAKTOPE.

1. TossKHOCTHBIE 00SI3AHHOCTH
3.1. Cexperapp wucroikoMa oOecreynBaeT BBINOJHEHHE (PYHKIMN, BO3NOKeHHBIX Ha CoBer
A3amakoBcKoro cenmbckoro moceneHus (mamee — CoBeT) W HCHOJHUTEIBHBIM KOMHUTET
A3a1aKoBCKOT0 CEIIbCKOro noceeHus (nanee — Mcrmonkom).
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3.2. B nensx obecneueHus aesteabHocTH CoBeTa CeKpeTapb UCIOIKOMA:

- o0ecrieunBaeT AesTeNbHOCTb IVIaBbl TOCETIEHU 0 opranu3anuu padorsl CoBera;

- OCYULIECTBJIET IOJATOTOBKY IPOEKTOB IIOCTAHOBJIEHUN M PAaCHOPSKEHUM I1aBbl IIOCEIEHUS 110
BOIIPOCAM OpraHu3aluu AesreapbHocT CoBera;

- y4JacTByeT B MOATrOTOBKE M HpUHATMM COBETOM WU IOCTOSHHbIMM Komuccusimu CoBera
rOJIOBBIX, TEKYIIHX IUIAHOB JesATeIbHOCTH CoBeTa M OKa3bIBaeT coaelcTeue aenyraraMm Cosera
B UX BBIIIOJIHEHUM;

- o0ecrieynBaeT MOJrOTOBKY, Y4acTBYeT B OpraHu3alMM W mpoBeleHHM 3acenaHuil Cosera,
MOCTOSIHHBIX M MHBIX Komuccuii CoBera, pabounx rpymm ¥ MHBIX opraHoB CoBeTa, TOTOBHUT K
3ace/laHusIM HeOOXOJMMbIe MaTepUaIbl;

- OCylIecTBIsieT MH(OOPMUPOBAHHE JEMYTaTOB W IPUIJIAIICHHBIX O TPOBEICHUU 3acedaHuit
CoBera U 0 mepeyHe paccMaTpUBAEMbIX BOIPOCOB IyTeM OOHApOJOBaHMS B YCTaHOBJIEHHBIE
Pernamentom CoBeta cpoku uHpopManuud o MpoBeaeHUM 3acenanus CoBeTa, HampaBICHUS
HNUCbMEHHBIX U3BELCHUH, IpUTTIallleH!H, Teae(hOHOrpaMM;

- OKa3bpIBae€T COJACHCTBHE JeNyTaTaM B IOJArOTOBKE NMpoekToB pemeHuil Cosera, Permamenra
Cogera, [Tonoxenus o noctossHHBIX Komuccuax CoBeTa U Apyrux HOpMaTUBHBIX akTOB CoBeTa;
- TOTOBUT K IOJIIMCAHUIO IIaBoi moceneHus pemeHuss Cosera u uHbple akThl CoBeTa mocie ux
IIPUHSTHSA;

- OCYULIECTBJIIET PETUCTpaLUIO U yueT pemienuid CoBera;

- obecrieunBaeT opuuMaIbHOe 00HAPOIOBaHKE IN1aBOM noceneHus pewmeHuii Copera B MOPSIKE,
YCTaHOBJIEHHOM 3aKOHO/ATEIbCTBOM U Y CTaBOM IIOCEJICHMUS;

- HampasisgeT pewmeHuss CoBeTa COOTBETCTBYIOIIMM OpPraHU3alUsAM, JOJDKHOCTHBIM JIMLAM U
JIOBOJUT UX JI0 CBEJCHUS IpaKIaH B CPOKH, YCTAHOBJICHHBIE 3aKOHOIATEIbCTBOM U Y CTaBOM
IIOCEJICHUS;

- OCYLUECTBJISIET OOecreueHue MAesTeNbHOCTH IOCTOSHHBIX M HHbIX Komuccuii Cosera,
opranusyer 10 3acenanuii CoBeTa MOATOTOBKY 3aKJIOYEHMM NMOCTOSHHBIX KoMuccuil CoBeTa Ha
npoekThl pemeHuii CoBeTa, 0Ka3bIBa€T COACHCTBHE OCTOSIHHBIM M MHBIM KomuccusiM CoBeta B
IOArOTOBKE MX PEIIEHUN U NpEICceAaTeasiM KOMHUCCHUH - B OpraHu3aluu ACSTEIbHOCTU
komuccuii CoBera;

- OpPraHMU3YeT OCYIIECTBJIECHUE KOHTPOJIS 32 HCIOJHEHWEM MYHULIMIAIBHBIX IIPABOBBIX AKTOB
(pemennii CoBera, MOCTAHOBJIEHUH U PacOPsHKEHUN TTIaBbl OCEJIEHUS U IPYTUX);

- 0000maer nHdopmaruio o aesrenbHocTd CoBeTa, MOCTOSHHBIX U MHBIX Komuccuil Coeta, 0
JESTEIbHOCTH JIETIYTaTOB B M30UpPATEIbHBIX OKPYrax, y4aCTBYET B IIOJIFOTOBKE €KEroqHOMN
UH(OPMALINK TJ1aBbI CEIbCKOI0 TocesIeHus o fesTenbHocTH CoBera;

- OCYILECTBJISIET IO 3alpocy OpraHoB rocyaapcrBeHHoM Biactd, CoBera CapMaHOBCKOTO
MYHUIIUNATbHOTO paiioHa PecnyOnuku TaTapcTaH WHBIX OpraHOB MECTHOTO CaMOYIpaBIICHUS
MOJATOTOBKY CTAaTUCTUYECKUX OTYETOB, CHPAaBOK, HH(GOPMALMOHHBIX MAaTEpPUAIOB M HHBIX
JIOKYMEHTOB;

- BeJleT jaenonpous3BoacTBo CoBeTa, B TOM 4Yucie NPOTOKOJUpoBaHue 3acenanuii CoBera u ero
OpraHoB, NMyOJIMYHBIX CIYLIAHWN, OMPOCOB TPa)KJaH U JAPYIMX MEpPONPHUATHH, MPOBOJUMBIX
CoBerom, oOecrieunBaeT XpaHEHUE /1€ U UX apXUBHUPOBAHHE B COOTBETCTBUU C yTBEPKIECHHOMN
HOMEHKJIATypO JIeN, CAady UX B apXUB U T. 11.;

- obecrnieunBaeT COXpaHHOCTh repooBoii neuatu Coera u Mcnonkoma;

- y4JacTByeT B OpraHM3allid IyOJMUYHBIX CIyIIaHUH, cOOpaHUl M KOH(EepeHIMH TIpakiaH,
ONPOCOB TPaxaaH, MEPONPUITUIX, MPOBOIUMBIX MO MHUIMaTHBe COBETa, TJaBbl CEIHCKOTO
MOCEJICHUS;

- OKa3bIBaeT OpTraHU3allMOHHOE conelcTBre AenyTaraM CoBeTa B peaan3aluy UX MOJIHOMOYHIA;

- COCTaBIIsieT HAa OCHOBE MH(OpMAaINH, MOJYy4eHHOU oT nenyTtatoB CoBeTa, rpaguk MpoBeIeHU
npueMa rpaxkaan genyratamu Cosera u obecrnieunBaeT HHOOPMHUPOBaHKHE HACENIEHUS CEIbCKOTO
MIOCEJIEHUS O IPOBEJEHUH IIPUEMOB IPAXKIAH;

- y4acTBYET B OpraHU3alliy IPOBEJACHHS OTUETOB JICIIYTATOB IEpe]] HACETIEHUEM;

- y4aCTBYET B MOJITOTOBKE U MPOBeIeHNH yueOb! tenyraToB CoBera;
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- KOOpAMHHUpPYEeT paboTy pabOTHHUKOB HCIOJHUTEIPHOIO KOMHTETa 110 00ecreueHUIo
nestensHOCTH CoBeTa;

- BBIMOJHSICT MHBIC O0SI3aHHOCTH, CBS3aHHBIC C OpraHU3alueldl U O00eCIeUueHUEM JCSITeIbHOCTH
CoBera, MOCTOSIHHBIX U MHBIX KoMuccuid CoBera, nenyratoB CoBera.

3.3. B nensx obecneuenus aestenbHocTU Mcnonakoma cekperapb HCIOJIKOMA:

- 00ecreynBaeT JIeATEIbHOCTh TJ1aBbl CEIbCKOTO MOCENIEHUs 0 PYKOBOACTBY Mcnonkomowm;

- OCYILECTBJIIET MOJATOTOBKY IMPOEKTOB MOCTaHOBJEHUN Mcmonkoma 1mo BOmpocaM MECTHOTO
3HaYEHUs] M BONPOCAM, CBA3aHHBIM C OCYIIECTBICHHUEM OTIEJIbHBIX TOCYAapCTBEHHBIX
MOJTHOMOYHH, MEePEAaHHBIX OpraHaM MECTHOT'O CaMOYIIpaBJICHUs (elepaibHBIMU 3aKOHAMU U
3akoHamu Pecnybnmuku Tarapcran, a Takke pacmopsDKeHHM IO BOIpOcaM  OpraHU3aluu
JIeATETbHOCTH UCIIOJIKOMA;

- HampaBJsieT TOCTAaHOBJEHUS U PACHOPSIKEHUS TJABbl IOCEJIEHUS COOTBETCTBYIOIIUM
OpraHW3aIysaM, IODKHOCTHBIM JIMIIaM M JOBOJAWUT WX JIO CBEICHHUS TpPaXIaH B CPOKH,
YCTaHOBJICHHbBIE 3aKOHOIATEIbCTBOM M Y CTAaBOM IOCEJICHHUS;

- obecrieunBaeT oOQUIIMATIEHOE OOHAPOIOBAHKWE TJIABOW TOCEICHHUS TOCTAHOBJICHHUNA U
pacnopspKeHU TJ1aBbl MOCENICHUS, 3aTparuBaloUINX MpaBa, CBOOObI U 00S3aHHOCTH YeJIOBEeKa U
rpakJIaHWHA, B TIOPSAKE, YCTAHOBIEHHOM 3aKOHOIATEILCTBOM M Y CTABOM ITOCEJICHUS;

- KOOpAUHUPYET pPaboTy COTPYAHHUKOB HCIOJIHUTENLHOTO KOMHUTETa 10 OOECIeYeHHUIO
JESTSIIbHOCTH HCIIOJIHUTEIBHOTO KOMUTETA,

- y4JacTByeT B pa3pa0oTKe MpaBWJI BHYTPEHHEIO paCHOPSAKA, JOKHOCTHBIX HHCTPYKIIHMA
PabOTHUKOB HCIIOJIHUTEIBHOTO KOMHTETA, MPABHII JICIOMPOU3BOJICTBA, TOJOKEHUN U JIPYTHX
JIOKYMEHTOB HCIIOJTHUTEILHOTO KOMUTETA;

- y4acTBYeT B COBCHIAHMSX, KOJUICTHAX W JPYTHX MEPONPHUSTHSX, MPOBOJUMBIX TIIABOU
MOCETICHUS;

- OKa3bIBaeT COJCHCTBHE B pabdOTe H30MPATEIBHBIX KOMHCCHUH CEIBCKOTO TIOCEICHHUS |
Y4aCTKOBBIX U30UpPATEIbHBIX KOMUCCUH B MOATOTOBKE U MPOBEICHUH BBIOOPOB, pedepeHayMOB
B MOPSIIKE, YCTAHOBIIEHHOM 3aKOHOJIATEIHCTBOM U Y CTaBOM;

- BeIeT JENOMPOM3BOACTBO HCIOJHUTEIBHOTO KOMHUTETA: TMOJIy4aeT M MPOCMATPUBAET
MOCTYIHBIIIHE U UCXOMISIINE JOKYMEHTBI, IPOBOJIUT UX PETHCTPAIMIO U KOHTPOJIb HCIIOTHCHUS;

- OCYIIECTBIIAECT KOOPJAMHAIINIO IEATEIbHOCTH KOMUCCHIA, CO3IaHHBIX MPH TJIaBe MMOCENICHUS;

- o0ecreynBaeT B3aMMOJICHCTBHE OPraHOB MECTHOTO camoyrpaBiieHus ¢ COBETOM BETEpaHOB
CEJIbCKOTO TIOCEJeHMs, C OpraHaMH OOIIECTBEHHOTO TEPPUTOPUATHHOIO CaMOYIPABICHUS
(crapocTamu, yTUYHBIMHA U JIOMOBBIMH KOMUTETAMH U T. JI.), OOIIIECTBEHHBIMU O0BETUHEHUSMH;
- BeIeT YydYeT KaapoB, oGOpMIeHHE JHYHBIX Jel H TPYAOBBIX KHIDKEK pPaOOTHHUKOB
UCTIOJTHUTEIIEHOTO KOMHTETA,;

- oopmIsIeT TpueM, TMepeBOj, YBOIbHEHHE PaOOTHHKOB, 3aMOJHSET, YYUTHIBAET U XPaHUT
TPYJOBBIE KHIKKH, TPOU3BOIUT 3aITMCH B TPYAOBBIX KHIKKAX O TMOOMIPEHUSX U HATPAKICHHSIX
pabOTHUKOB, MPOU3BOAUT MOJICYET TPYJOBOTO CTa)ka, BHIAAET CIIPABKU O HACTOSIICH U MPOLLION
TPYIOBOH JESATEIBHOCTH;

- (hopmupyeT u BeAeT JMYHBIE JIea, BHOCUT B HUX U3MEHEHHUSI.

- OpPraHU3yeT CBOEBPEMEHHOE PACCMOTPEHHE U pa3pelleHre OoOpalleHui (3asBICHUM, Kaynoo,
MPEJIOKEHUI ) TPpaXKIaH U OpraHU3aIlHi;

- oOecrieyrBaeT MOATOTOBKY JIOKYMEHTOB Ha HarpakJIeHUE IPaKIaH, OpraHU3aluil MoYeTHBIMU
rpaMoTaMu, OJIar0JJapCTBEHHBIMH MHUChMaMH, MeJausiMH (B T. 4. MHOTOJETHBIX Marepeil -
MeaJIIMA MaTePUHCTBA), 3BAHUSIMHU ¥ HHBIMU HArpaJiaMu;

- OCYIIECTBISIET IO 3ampocy OPraHoB TOCYAapCTBEHHOW BJIACTH, OPTaHOB MECTHOTO
camoympaniieHuss CapMaHOBCKOTO MYHHUITMIIATBLHOTO paiioHa PecmyOmmku TarapcrtaH m WMHBIX
OpPTraHoOB MOATOTOBKY OTYETOB U MHOU MH(OpPMAIINH;

- BENET apXWBHBIC J€JIa: COCTABJSICT HOMEHKJIATYpPY J€d, TOTOBUT OIKCH JEN W aKTOB Ha
YHHUTOKEHHE IOKYMEHTOB, 00€CIIeYMBAET CBOEBPEMEHHYIO 00pa0OTKy apXUBHBIX IOKYMEHTOB,
UX COXPAaHHOCTH U CJIayy B apXUB;
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- COBEpIIaeT HOTapHalIbHBbIE IEHCTBUSA, MPEAYCMOTPEHHBIE 3aKOHOJATEIbCTBOM, B Clydyae

OTCYTCTBHSI B CEJIbCKOM TIOCEJIEHUH HOTapHuyca;

- OCYILECTBJISIET PErUCTPALIAIO U CHATHE rpaxaaH Poccuiickoit @enepanuu ¢ perucTpalioOHHOTO

yueTa 1o MeCTy peObIBaHUS U 110 MECTY KUTEIbCTBA B MpeeiaX MOCEeNICHUs;

- BEJCT MOXO3AMCTBEHHYIO KHUTY M COCTaBJIIE€T OTYETHI O MEPENUCH HACEJICHHS, CKOTa M

JIOMOBIIaJICHUH;

- OpraHu3yeT CUCTEMAaTU3MPOBAHHBIN YYEeT W XpaHEHUE MOCTYMAOIIUX HOPMATUBHBIX aKTOB B

HCITOJIKOM, IJ1aB€ IOCEJICHHUS;

- BBINIOJIHSET MHbIE OOSM3aHHOCTH, CBA3aHHBIC C OpraHu3aluell U oOecreueHHeM JesTeTbHOCTH

ucnonkoma 1 CoBera IoCeseHHUs.

3.4. BhIonHACT OT/AEIbHbIC TOPYUYSHHS TJIABBI CEIBCKOTO MTOCETICHHS.

3.6. Cekperapp HCHOJKOMa 00si3aH yBEAOMJIATH B IHUCbMEHHOW (opme CcBoero
HEIOCPEACTBEHHOTO DPYKOBOAMTENS O JIMYHOM 3aMHTEPECOBAHHOCTU IIPH MCIIOJIHEHUU
JOJKHOCTHBIX 00sI3aHHOCTEH, KOTOpasi MOXKET NPUBECTH K KOHQIMKTY HHTEPECOB, U
NPUHUMATH MEPHI 0 MPEJOTBPALLICHHUIO 1T0100HOT0 KOH(IINKTA.

IV. Benenue noxo3siiicTBEHHOI0 y4era
- yTouHeHHe 3ammcedl B moxo3sicTBeHHbIX KHurax (OIIK) npowusBoasTcs Ha
OCHOBAHUU CBEJICHUM, IPEIOCTABIISIEMBbIX Ha TOOPOBOJILHOM OCHOBE WICHAMU XO3SMUCTB.



CBezieHus COOMpPAIOTCS €XErojHO 110 COCTOSHHMIO Ha 1 HMIONS TYTEM CILIOMWIHOrO0 06X0Ja
XO3SMCTB ¥ OIPOCA YIEHOB XO3SUCTB B iepuoj ¢ 1 mo 15 miosi:

- CHCTEMATHYECKHH Pa3HOC JIMCTKOB YOBITHUS W TIPUOLITHS

- cBepka ¢ oraenoM 3AI'Ca mo aKTOBBIM 3amHCAM HA POJMBILMXCS H YMEPLUHX H BHECEHHE
HM3MEHEHHH B ITOXO03SHCTBEHHbIC KHUTH;

| pa3 B kBapTajy yTOYHEHUE MOTOJOBBS CKOTa M NTHIbI B JIMYHBIX MOACOOHBIX XO3siCTBAX

rpakiaH;

- OTYETHOCTD MO HACENICHHUIO, CKOTY M LTHULbI, KUIHITHOMY QOHIY (€KEMECSIIHO, MOKBAPTANIBIO,
3a rof).

V. J0/ZKHOCTHbIE MOTHOMOYHS
4.1. Cekperapb HCIOJIKOMa HMEET MIPABO:
- IPEJICTaBIIATh UCIIOJIKOM IO MTOPYUESHHIO I1IaBbl IOCEICHHST,
- OCYIIECTBIATH B TIpElieliaX CBOEH KOMMETEHIMH [0 IOPYYEHMIO TJIaBBI IOCEIEHUS MPOBEPKY
HCIOTHEHNS MyHUUMIIATBLHBIX TPABOBBIX aKToB (permennii CoBera, OCTAHOBIEHHH W paclOpsKEH I
[JIaBbl [OCENCHUS M JPYrHX), MNPUHHUMATh MEpBl IO YCTPAHEHHIO 06Hapy>1<eum>1x HEI0CTaTKOB ¢
unpopmuporanueM 06 31om CoBerta ¥ rIIaBbl TI0CENIEHHUS;
- YYacTBOBATh B [OATOTOBKE MPOEKTOB MYHMIMITATBHBIX IPABOBBIX AKTOB M JPYTHX MATEPUATIOB,
otHocamuxcs K komnerenuus Cosera n Mcnokoma;
- JlaBarh MOpy4YeHMs] pabOTHUKAM HCHONHHUTENBHOIO KOMUTETA B LENIX 00eCnedeHnus AeaTeIbHOCTH
Cogeta u Mcmonkoma;
- 3ampaniuBaTh B YCTAHOBICHHOM IOPSJIKE W MOJTYYaTh OT MYHHIMIATBHBIX YUPEKACHHMN, OPraHoB
OOIIECTBEHHOTO  TEPPHTOPUAIBHOIO CaMOYIPABIEHHS CEIBCKOr0 MOCENCHHS, OBLIECTBEHHBIX
00beIMHEHNH H WHBIX OpraHu3auuii, WHPOPMAIKIO ¥ MaTepHalbl, HeOOXOIMUMBIE JUTS UCIIOJIHEHHS
JIOMKHOCTHBIX 00s3aHHOCTEH;
- BHOCHUTB TIPEUIOKEHMS [JIAaBE TIOCENEHHs II0 COBEPIICHCTBOBAHHMIO OpPTaHM3AlMH  CBOEH
JIeATENbHOCTH, AesTensHocTH CoBera, Mcmonkoma.
4.2. Cexperapb HCIONKOMA MOJTB3YEICS NpaBaMH, YCTAHOBIEHHBIME DeepanbHbM 3aKOHOM «O
MyHMUMnaneHo# ciyxbe B Poccuiickoit @enepanumny.

VI. OrBeTcTBEHHOCTH

5.1. MIenoanuTenbHbIA CeKpeTaph HeCeT ePCOHATBHYIO OTBETCTBEHHOCTh 3a HAPYIIECHHE 3alpeToB u
OTpaHWYECHUH, CBA3aHHBIX C HAXOXICHMEM Ha MyHMUMOAIBHON ciykbe, Hapymenue Kogexca STHKH
MYHHUUHTIATIBHBIX CIIyKallliX, HEUCIIOJTHGHHE WJIM HEHajUTekKalllee MCIOTHEHHE CBOUX O0S3aHHOCTEM
YCTaHOBJIEHHBIX (e/lepabHbIM 3aKOHOJATETBCTBOM, 3aKOHOIATETECTBOM Pecniy6muku Tarapcran u
HAaCTOSAIICH JOKHOCTHOH UHCTPYKIMEH, HEUCTIOMHEHNHE WM HeHaUIeKalllee UCIOTHEHHE opyUeHH it
I'J1aBBI TIOCEJICHHS, @ TaKKe HecoOmoienue [1paBuil BHYTpPEHHETO TPY0BOrO pacTiopsiaKa.

- 33 YETKHH IMOPAJOK M BHICOKOE KauyeCTBO B OGOPMIEHHH, MOIYYEHHH W JaIbHelliem
MPOXOKJICHHH BCEX AOKYMEHTOB, HAXOASIIMXCS B I€IONPON3BOICTBE U apXHBe;

- 3@ YETKOE BEJIEHHE KOHTPOJs 38 MCIOJHEHHEM JIOKYMEHTOB, CBOSBPEMEHHYIO HH(pOPMALIUIO
[JIABHI O X0JI€ UX UCTIOJTHEHHS

- 32 TOYHOCTH BBLIABAEMBIX CIIPABOK MO TOKYMEHTAM CETbCKOTO IIOCENCHNUS,

- 3@ MCMOJHCHUE ONAaHKOB CTPOrOM OTYCTHOCTM, HeYaTeif M INTAMIOB CEIBCKOTO MOCCICHHS
CTPOTO TI0 UX HAa3HAYCHHIO.

- 3a pasrnialleHue CBeIeHUH, CoAepKaluXCs B JOKYMEHTax, HE B CIYKEOHbBIX MENAX;

- 33 YHCTOTY U MOPSAOK B pab09NX NMOMELICHHUIX aIMHHHUCTPAIIAH.

C nacrosmedt MHCTpyKIHEH 03HaKkoMiIeHa. OUMH 9K3eMILIAD NOTyYHIa Ha PYKH.

// 7¢¢ 22 — cexperapb: A.K. Xapucosa
" (noanucs) (pacumppoBka MOAMUCH)
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