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L. O6mmne nojokenus

1.1. Hacrosmee Tlonoxerne o jomxHocTHOMH MHCTPYKLIHKN paboTHUKOB (nanee
Holoxenne)  MyHHIMNAILHOrO  GRODKETHOTO  JOLIKOIBHOTO 0Dpa30BATEIBHOID
yapesienns «erckmii can No 17 «llatasixsr. Hypnar PecnyGmmku Taraperan (masee
- MBJIOY) paspaBortano B UeisXx peryiMpoBaHMS B3AHMOOTHOIISHHIL MCHCITY
padoTHEKOM K paboTomatenen.

1.2 Hacrosmee lonoxenne onpeneser ocHosHbie TpeGoBaHHs K CTPYKTYpPE H
COCPIKANKIO TOKHOCTHOH HHCTPpYKIMH pabdoTHikos MBJIOV, a takie Kk npoueype
PA3PadOTKK TOMKHOCTHLIX MHCTPYKLWI, NOPSIKY HX IDHHATHSA, YTBEPIKIEHHNS,
EHECCHUS B HHX JAONOTHEHHH W H3MEHeHuU.

2. [oHsTHE N0/KHOCTHOH MHCTPYKIHK

2.1. Homkrocrnas uHeTpyKims pabotauxka MBJIOY (nanee - HosnkHOCTHAS
HFSTPYKUKA ) ~ OCHOBAHHBIH HA HOpMax 3aKOHOOATE  hCTBA OpHLIHAILHLIH TPABOBOTH
HOKYMCIIT, perIaMeHTHPYIOWUKH OPTaHH3aLMOHHO-TIPABOBOE NONOMKEHHE PabOTHHKA
MBJTOY, ero obssanHocTH, npasa, OTBETCTBEHHOCTh, 00eCIeUMBaIOIAN yCI0BHA A
210 3 AeRTHBHOMA paboThl MPH OCYIUECTBICHIH UM TPYI0OBOMH IEATCILIOCTH COMACHD
FAHHMACMO 0K HOCTH ' g 5

2.2, HOIKHOCTHAS HHCTPYKITHS AB/RETCS HOPMATHBHBIM JTOKAIbLHBIM AKTOM
MBJ1OY, peryIupyoninM OTHOIIEHN B pamkax MBJIOY, conepkanium
oburcobs3arTebHbIC MPaBuIIa TOBEISHHS TS BOCX HIIH HEKOTOPBIX YUACTHHKOR
00pasonate/ibHBIX OTHOLUEHHI, PACCYHTAHHBIM Ha HEQ/IHOKPATHOE IIpUMEHCHHE,
YTBEPHUICHIDLIM ITPHKA30M 3aBenyiontero MBJIOV.

2.3. HomKHOCTHAS HHCTPYKIMA COCTABNACTES O KaKION MITATHO
AomkuocTH MBAQY w o6nss1geres PabOTHHKY MOL paclHCKy TIPH 3aKIKUeHHH
'PY/IOBQTO JIoToBOpa, a TakiKe 1PY NMEPEMEIeHHH Ha APYTYIO AOIDKHOCTh U IPH
BPEMEHHOM HCTTOTHEHUH 00s3aHHOCTEH 10 10/IKHOCTH.

24, JlomxHocTHas HECTPYKIHS pa3pabaTeIBAETCA HCXOA U3 34449 H
(byHKIHMIL. BO3JIOKEHHBIX Ha KOHKPETHOIO PadOTHHKA, B COOTBETCTBHH CO LUTATHBIM
pactmcanues, IpasuraMy BHyTpEHRCTO TPy 10BOTO pacnopaaka MBOY, ¢
coomoneruenm Kouerutyrmn Poccriickol Me; tepaumn, Tpyaosoro kojekca
Poceniickol Mesnepauny u WHLIX HOPMAaTHRILO-ITPABOBRIX AKTOB,
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06pa3oBaHusA» EAMHOIO KBaMMUKALMOHHOIO CrpaBoOYHUKA AO/MKHOCTEN
PYKOBOAUTESEN, CMNELMANNCTOB U CYXXaLLWX, YTBEPXAEHHOIO MprKazom
MuHMCTEPCTBA 34PpaBOOXPAHEHMS 1 COLMAaIbHOMO pa3BuTua Poccuinckon degepauum ot
26 aBrycta 2010 r. Ne761H.

3. TpeGoBaHus, NpeabsBASEMbIE K CTPYKTYPe U COfepXKaHMI0 A0MKHOCTHO
WHCTPYKLMN.

3.1. [LO/MKHOCTHAA MHCTPYKLMA COCTOUT 13 CrefytoLLmMX pa3aenos:
O6LLMe NoNoXeHUs
[OMKHOCTHbIE 06513aHHOCTMW.

NpaBa.
OTBETCTBEHHOCTb.
B3anmooTHoLweHns. CBA3M NO AO/HKHOCTW.
3.2. B pasgene «O6wme NonoXeHNs»:
- yCTaHaB/IMBaeTCA cepa AeATelbHOCTU JaHHOI0 CNeLnancTa;
- YCTaHaB/IMBAETCA NOPSAAOK ero HasHaueHUs 1 0CBOOOXAEHNA OT 3aHMMaeMOi
[O/MKHOCTY;

- YCTaHaB/IMBAETCA 3aMeLLeHe MO AO/HKHOCTN BO BPEMS OTCYTCTBUS;

- ONpeaensTca Kea/MMKaLUMOHHbIE TpeboBaHMA (TpeboBaHMs, NPeabaBseMble K
06pa30BaHunIO 1 CTaxKy paboTbl), NOAYMHEHHOCTb CneLUmuanmnucTa U Ao/MKHOCTHbIE Mua,
KOTOPbIMU OH PYKOBOAMT;

- NepeyvncnatoTCs NPaBoBble aKTbl 1 HOPMATMBHbIE JOKYMEHTbI, KOTOPbIMU [O/IKEH
PYKOBOZCTBOBATLCS CMELNA/IUCT B CBOEN AEATEIbHOCTM.

B pa3gen MoryT 6bITb BK/IKOYEHbI ApYrie TPe60BaHNSA 1 NOMOXEHWS,
KOHKPETU3MPYHOLLME U YTOUHSAOLLME CTATYC JO/MKHOCTHOMO LA U YCIOBUSA €ro
AeATeNbHOCTU.

3.4. Pazfen «[oMmKHOCTHbIE 0653aHHOCTW» COAEPXKUT NepeyeHb OCHOBHbIX
(OYHKLMIA JO/MHKHOCTHOIO /MLA, a TakXKe YKasblBatoTCA 0643aHHOCTI JO/IHKHOCTHOIO
nnua, Bo3naraemble Ha Hero, yKasblBaeTca (DopMa ero y4acTus B yrpas/ieH4eCKOM
npotecce (PyKOBOAUT, yTBEPXKAAET, 06ecneymBaeT, NoAroTaBInBaeT, paccMaTpuBaeT,
MCMOJIHAET, KOHTPO/IMPYET, COrNacoBbIBaeT, NPeACcTaBnseT, Kypupyet n T. 4.)

3.5. Paspen «[lpaBa» COAepPXXUT NepeydeHb Npas, NPeAoCcTaBNgeMbIX
cneuvanncTy Ans BbIMNOMHEHWS BO3M0XKEHHbIX Ha HEro PYHKLUMIA U 06513aHHOCTEN.
3.6. B pasgene «OTBETCTBEHHOCTb>» YCTaHaBNMBAKOTCA BULbI

OTBETCTBEHHOCTU 32 HECBOEBPEMEHHOE N HEKAYECTBEHHOE BbIMOJIHEHME
CMeLnasMcToM AOIKHOCTHBIX 0653aHHOCTEN U HEMCMO/Ib30BaHWe MPeLoCTaB/1IEHHbIX
emy npas.

3.7. Pa3gen «B3zammooTHoLLEHUA. CBA3K MO LO/MKHOCTM» COAEPXKUT NepeyeHb
AO/MKHOCTHbIX /UL, C KOTOPbIMU CreuManncT BCTYNaeT B Cy>KebHble
B3aVIMOOTHOLLIEHUS 1 06ecreynBaeTca MHopMaLMen, yKasbIiBatoTCA CPOKM MOJyYeHUS
1 NpeaocTaBNeHNs MHopMaLMK, onpeaensieTcs NopsaAoK NOAMNMUCaHNA, COrlacoBaHUs U
YTBEPXAEHNSA AOKYMEHTOB.

3.8. O6s3aTe/NIbHbIMU PEKBU3UTAMU JOMKHOCTHOM UHCTPYKLMWN SABNISKOTCA:

- NoJsIHoe HaumeHoBaHne MBAOY;

- 3aro/loBOK K TEKCTY;

- BW3bl COrNacoBaHms;



- MOANUCh, TPU YTBEPXKAEHNS.

4. TopafokK pa3paboTKuy, COrnacoBaHus, yTBEPXAEHNSA N BBeAeHNA B AeiiCTBME
AO/MKHOCTHOM UHCTPYKLMK

4.1. [O0/MKHOCTHaA MHCTPYKUMA pa3pabaTtbiBaeTcs 3aseytowmm MBOOY nnbo
NINLOM, YNOJTHOMOYEHHbIM 3aBeaytowm MBAOY. B cnyyae, ecnv [Jo/mKHOCTHaA
WHCTPYKLMA pa3pabaTbiBaeTcs MLOM, YNONHOMOYeHHbIM 3aBegytownm MBAOY, 10
OHa MOAMNMCLIBAETCA Pa3paboTUNKOM.

4.2. [l0/MKHOCTHaA MHCTPYKLMA NOCc/e pa3paboTKn nepesaeTcs B
MPOKCOKO3HbIA KOMUTET MEPBUYHON NPOYCOIO3HOIN OpraHn3aLmm, NpPeacTasfoLLmMi
NHTEpechbl 60/bLUMHCTBA paboTHUMKOB MBIOY (manee - Npog)COO3HbIA KOMUTET).
MpodCcOO3HbIA KOMUTET B CPOK HE NO3[HEE AeCATU paboumnx AHEN CO AHS NONYYeHNUs
[.OMKHOCTHOM MHCTPYKLMN OCYLLIECTBNAET CornacoBaHne Jo/mKHOCTHON NHCTPYKLMUN.
B cnyuyae, ecnu NnpodCcoo3HbIA KOMUTET HE COrflaceH ¢ TeKCTOM [O/MKHOCTHOM
WHCTPYKLUN MO0 BHOCUT NPeAIoXeHNs No ero CoBepLUEHCTBOBaHMIO, TO
3aBefytollemy Mb1OY HanpaBnsieTcs MOTUBMPOBaHHOE MHEHME. 3aBefy oL
MBAOY MOXET CornacuTbCs ¢ HAM NN60 06513aH B TeUYeHWE NATK AHER nocne
nonyyeHNss MOTUBUPOBAHHOTO MHEHWUSA NPOBECTU AOMONHUTENbHbIE KOHCY/bTaL MK C
MPOMCOHO3HLIM KOMUTETOM B LIENAX LOCTUXEHUSA B3aMMOMPUEMIEMOTO PeLLEeHNS.

[Mpwn HEQOCTVXXEHNM COr/Iaca BO3HUKLLME pasHOriacus oopMasaOTCA NPOTOKO/IOM,
nocne 4yero 3asegyrowmin MBAOY vmeeT npaso yTBepANTb [LOMHKHOCTHYHO
NHCTPYKLMIO.

5. YT1BepxKaeHve [JoMKHOCTHON NHCTPYKLNN

5.1 3aseaytowmin MBAOY yTteepxaaeT JO/MKHOCTHY MHCTPYKLMIO NYTEM
N3aHNS COOTBETCTBYHOLLENO NMpUKasa.
5.2. B npukase B 0653aTe/IbHOM MOPSA/IKE YKa3blBaKOTCS:

- [aTa BBefeHUs [OoMKHOCTHOM UHCTPYKUMK B AENCTBUE;

- YKa3aHue 06 03HaKOM/IeHNW PabOTHUKOB C [LO/KHOCTHON MHCTPYKLMEN N CPOKK
[/151 3TOr0;

- (hamuIMmn 1 0OMHKHOCTU NLL, OTBETCTBEHHbIX 3a COOMt0AeHNE [ OMKHOCTHOM
NHCTPYKLMW;

- WHble ycnoBus.



5.3. YTBepXAeHHble O/MKHOCTHbIE MHCTPYKUMM Noaiexar 0b6s3ate/ibHo
perncTpauum B COOTBETCTBUM C TpeboBaHUAMU AenonpounssoacTea B MBAOY ¢
NMPUCBOEHMEM MM MOPALKOBOro HoMepa.

6. O3HaKoMNeHMe paboTHUKOB C O/MKHOCTHOM UHCTPYKLMENA

6.1. O3HakomneHve paboTHka MBAOY ¢ Ao/MKHOCTHOM UHCTPYKLUWEN B
06513aTeNIbHOM NOPSIAKE OCYLLECTBNAETCA NPW NOCTYNeHUM Ha paboTy B MBOY.
O3HaKoM/eHre ocyLLecTBNsET 3aBeaytowmin MBAOY. Mocne 03HaKOMNEHUS
PaboTHMK NPOCTaB/feT Ha JO/MKHOCTHON MHCTPYKLMM 03HAKOMUTENbHYHO BU3Y - C
WHCTPYKLMen 03HaKOM/IEH, JaTa, NOAMNUCh.

6.2. O3HakomneHve paboTHka MBAOY ¢ AoMKHOCTHOM UHCTPYKLUWEN B
0653aTe/lbHOM NOpPsAKe OCYLLECTBAETCA NPW NepeBoe paboTHUKA Ha APYTYHO
AO/MKHOCTb U/IM BPEMEHHOM MepeBo/e Ha Apyryto paboTy. O3HaKom/eHVe
ocyLlecTenseT 3aseqyowmnini MbAOY. INMocne 03HaKoMIeHNS paboTHUK NPOCTaBNAeT
Ha J10/HKHOCTHON MHCTPYKLUMM 03HAKOMUTENbHYHO BU3Y - C UHCTPYKLMEN
O3HaKOM/IeH, faTa, NMo4nuck.

6.3. TpeboBaHus, YCTaHOB/NEHHbIE B [LO/KHOCTHON MHCTPYKLNN,
AEeNCTBUTENbHbI C TOrO MOMEHTA, KOrAa paboTHUK Bblf1 C HEll 03HAKOMJIEH.
6.4. B cnyyae ecnm paboTHMK MBAOY 0TKa3bIiBaeTCA pacnucarbcs B

O3HaKOMJIEHUW U NONYYeHUU [OMKHOCTHON MHCTPYKLUMM, faHHbIA 0TKa3
(hmKcupyeTcsa NyTem COCTaB/IeHWS aKTa B NPUCYTCTBUN HE3aMHTEPECOBAHHbIX
cBuaeTeneil. B akte Takxke uKcupyetca PakT 03HaKoOMeHNA paboTHMKa C
cofiep>xaHnem Lo/mKHOCTHOM MHCTPYKUUK B MHOW hopme ([omKHOCTHas
WHCTPYKLMA 3a4MTbIBAETCA BCYX 3aBeayowm MbA0Y).

6.5. [ns TekyLen paboTbl C NOANMMHHMKA AOMKHOCTHON MHCTPYKLUNN
CHMMatOT 3aBEPEHHYO KOMWI0, KOTOPYHO BblAatoT paboTHMKy MBAOY,
paboTatoLemMy B aHHOW AO/MHKHOCTW.

7. BHeceHuMe n3meHeHWin B [LO/MKHOCTHYHO MHCTPYKLMIO

7.1 BHeceHWe n3aMeHeHWin B JO/MKHOCTHY MHCTPYKLMIO OCYLLECTB/ISETCS B
cnefyroLwmx cnyyasx:
7.1.1. B CBSI3W C M3MEHeHMeM 0653aTe/bHbIX YCN0BWIA TPYA0BOro 40roBopa.

YKa3zaHHas npoLeaypa NnpoBoAUTCSA B COOTBETCTBUM C TpeboBaHMUAMMU TpyL0BOro
Kofekca PO (paboTHMK [0/KEH BbITb HE NO3AHEE, YEM 3a 2 MecsLa [10
npegnoaaraemoro n3MeHeHusi MMCbMEHHO yBeAoMIeH. Mocne nonyyeHus
PaboTHMKOM COrnalleHNs Ha NPOAO/MKEHNE TPYA0BbIX OTHOLLUEHWIA, BHOCATCS
N3MeHeHUs B [JOMKHOCTHYIO MHCTPYKLMIO).

7.1.2. NpPU N3MEHEHUI OpraHM3aLMOHHbIX YCOoBUIA Tpyada, 6e3 U3MeHeHWS
TPYA0BOW (hYHKLMM paboTHMKA.
1.2, 3aseaytownii MbAOY nnu nuuo, ynonHOMOYEHHOe UM, COCTaBNSET

JLOMKHOCTHYO MHCTPYKLMIO B HOBOI peflakLmn, KOTopas CorfiacoBbIBaeTCs U
YTBEPXAETCA B COOTBETCTBUM C TPebOBaHMUAMM, YCTaHOB/IEHHbIMW pa3aenamu 4 n 5
HacTosLero MonoxexHms. O3HakomeHMe paboTHMKa C [LO/MKHOCTHON MHCTPYKLIMEN
OCYLLECTB/ISIETCA B COOTBETCTBUM C TPeOOBaHMAMM, YCTaHOB/IEHHLIMW pa3aenom 6
HacTosLLero NonoxeHus.



8. XpaHeHune [0/MKHOCTHbIX NUHCTPYKLNIA

8.1. LJOMKHOCTHbIE MHCTPYKLMN XPaHATCA B COOTBETCTBUM C NpaBuiamu,
YCTaHOB/IEHHbIMU B [lepeyHemM TUNOBLIX YNPaBIeHYECKUX apXMBHbIX 4OKYMEHTOB,
06pa3yoLLMXca B NpoLecce AeATeNlbHOCTU rocyAapCTBEHHbIX OPraHoB, OpraHoB
MECTHOr0 caMoynpaB/ieHUs U opraHu3auni, yTBEPXAEHHbIM NPUKa30M
MuHKynbTypbl Poccum oT 25.08.2010 Ne 558.

8.2. [O0MKHOCTHbIE MHCTPYKUMK paboTHUKOB MBAOY nognexar
NOCTOAHHOMY XpaHeHuto B MBJOY B TeUeHWe Tpex NIET Nocne nx 3aMeHbl HOBLIMMU.



