«Kynunoé» cukr
opmoguomunca Coser

CoBgeT ceJIbCKOro
noceneHust «Kynuo»

PEIIEHUE
KBIBKOPTO/I

or 31 ssuBaps 2014 1. Noll1-19/2

¢ Kynu6, Pecniyoimka Komu

O6 yrBepxknenun Ilopsinka paspaboTku u
YTBEPXKIEHHUS  JIOJDKHOCTHBIX ~ MHCTPYKLUH
MYHUIUIATBHBIX CIYyXKAIIUX aJIMUHUCTPAIUN
cenbckoro mocenenus «KyHuO» (B pemakuuu
pemenus ot 12.02.2015 Ne I11- 32/6)

PykoBoacTBysick cratheii 39 Ycerapa cenbckoro nocenenus «KyHuoy,
Cosger cenbckoro nocenenust «Kynu6» PELLINIIL:

1. VrBepauts [lopsnoxk pa3paboTKu U yTBEPKACHUS JODKHOCTHBIX HMHCTPYKLUH
MYHUIUNATIBHBIX CIYKAIIUX aJMUHUCTPALMM CEeNIbCKOro nocenenus «KyHub» corimacHo
IPUIIOKEHUS.

Pemienue BcTymaeT B CUily CO MOMEHTA €ro 0OHapOJOBaHUS.

3. KoHTpo:b 3a HCIIOTHEHNEM HACTOSIICTO PEIICHHUS OCTABIISIO 32 COOOM.

N

I'maBa cenbCKOro MmoceeHus CwmoneB A.M.



IIpunoxenue

K pemreHuto Cosera cenbekoro nocenenus «KyHuo»
or 31 suBaps 2014 roma Ne 111-19/2

«O6 yrBepxnenun [lopsiaka pa3paboTku 1
YTBEPIKACHHS TOJDKHOCTHBIX HHCTPYKIUH
MYHHIMIAJIBHBIX CIYKallUX aIMAHHCTPALIHN
cerbeKoro noceneHus «KyHno»

MNOPAAOK
Pa3padoTKU M YTBEP:KAEHUS JOJIKHOCTHBIX HHCTPYKUMA MYHHIUIAJIBHBIX CJYKAIIMX
AIMMHUCTPAIUU CeJIbCKOT0 nmocesieHust «Kynuo»

1. O0uue moJ10:KeHUsA

1.1. Hacrostmmit Ilopsimox pa3paOOTKH M YTBEPXKIACHUS JOJDKHOCTHBIX HWHCTPYKITHI
MYHHULIMIIAJBHBIX CIYXKalUX aJAMUHHCTpPALMM CcelIbCKOro mnoceneHus «KyHubd» (nanee —
[Topsimox) pa3paboTaH C IENbl0 COBEPIICHCTBOBAaHHUS JAOKYMEHTAIIMOHHOTO OOecreueHus
yIpaBJICHUS TPYAOBOM N€ATENbHOCTHIO HA €AMHON OpPraHM3allMOHHO-METOJNYECKON OCHOBE U
NOBBIICHUS €€ A(PQPEKTUBHOCTH TyTEeM YHHU(PHUKAIUU YIPABICHUECKUX JOKYMEHTOB U
TEXHOJIOTUH pabOThl C HUMH.

1.2. Hacrosumii [lopsmok ompenensier oOuipe TpeOoBaHHS K MOPAAKY pa3paboTKw,
COIVIACOBaHUs,  YTBEP)KJIEHHUS, BBEACHMUS B JICHCTBUE, PETUCTPALUU, Y4Ye€Ta, XpaHEHUs
JOJIKHOCTHBIX MHCTPYKIIMI 1 BHECEHUSI B HUX U3MEHEHUHN U TOTIOTHEHHH.

1.3. JloimxHOCTHAs: MHCTPYKIUS:

- ompenensier 3ana4u, PyHKUKUU, 00S3aHHOCTH, MpaBa, OTBETCTBEHHOCTh MYHUIIUIIATIBHBIX
CIIy)KallluX aJIMUHUCTpaluu celbckoro mnoceneHuss «KyHuO» (naizee — MyHULMINAIbHBIN
CITy’Kallluii) U MPEeAbSBIsEMbIE K HUM KBaJIU(UKAIIMOHHBIE TPEOOBAHUS;

- SBJISETCS OpPraHM3alMOHHO-TIPABOBOM OCHOBOM JJIi OIpPENEIEHHUs COOTBETCTBHS
MYHHIIMIIAJIBHOTO CIIY’KalIero 3aHMMAaeMOM JOJKHOCTH IPU OLEHKE €ro KOMIIETEHTHOCTU IpU
npueMe Ha paboTy, aTTeCTally WU YBOJIbHEHUN;

- ABJIETCS OCHOBAHMEM JUJISl IPUBJICUEHUS] MYHUIMIIAIIBHOTO CIIY)KAILETO K FOPUANYECKON
OTBETCTBEHHOCTH 3a HEHaJJIeXkalllee BBIIIOJHEHHE CBOMX OOS3aHHOCTEH M HE HUCIOJb30BaHUE
MTOJTHOMOYMH.

1.4. llenu pa3paboTKH JOMKHOCTHOM MHCTPYKIIMU:

- CO3JaHWE€  OPraHU3aIMOHHO-TIPABOBOM  OCHOBBI  CIY)K€OHOW  JEATEThHOCTH
MYHUIUIIAIBHOTO CIIYKalllero;

- ofecrieyeHre pErIaMEeHTalluu TEKYIIeW ClIyXeOHON NeATeNbHOCTH MYHHUIMIAIbHOTO
CILy’Kalllero;

- ONTUMAJIbHOE pACIpe/eIeHHE JTOJKHOCTHBIX 00S3aHHOCTEH MEX]y MYHULUNAIbHBIMU
CJIy’KaIllUMU M UCKITIOYEHUE UX JTyOIMpPOBaHUS MPH BHITIOJIHEHUH ONPEAEICHHBIX BUI0B padoT;

- TOBBIIIEHWE OTBETCTBEHHOCTH MYHHUIIMIAIBHOTO CIY)Kallero 3a pe3yjbTaThl €ro
JESTEIBHOCTH;

- obecrieyeHHEe OOBEKTUBHOCTU IMPH AaTTECTAllMM MYHUIMNAIBHOIO CIIYXKallero, €ero
MOOIIPEHUH, a TAKKE MPHU MPUMEHEHUH K HEMY JTUCUUILTMHAPHOTO B3bICKAHUSI.

I1. ITopsinok pa3padoTKU M BHECEHUS N3MEHEHMI B 10JIKHOCTHbIE HHCTPYKIUH

2.1. TIpoekT MOMKHOCTHON MHCTPYKIIUH Pa3padaThIBAETCS 3aMECTUTENEM PYKOBOIUTEINS
aIMUHUCTpaIuu (J1anee - pa3padoTIHK).

2.2. Tlpu pa3paboTKe MOKHOCTHBIX HHCTPYKIIMH HEOOXOAMMO HCXOAUTh W3 YcTaBa
MYHUIIUIIATBHOTO oOpa3oBanusi, [lomoxeHuss 00 opraHe MecTHOro camoympasieHus. He
JOTYCKAeTCsl TMPOTUBOpPEUHE JOJKHOCTHOM WHCTPYKIIMU 3aKOHOJATENhCTBY Poccuiickoi
denepanuu.

2.3. JIomKHOCTHBIE HWHCTPYKIIMH JOJKHBI COOTBETCTBOBAaThH MO ¢opMe TpebOoBaHUSIM
TOCYJapCTBEHHOTO cTaHaapTa o odopmieHuto fokyMmeHToB opranmzanuu — ['OCT P 6.30-2003



«YHUQUIMPOBAHHBIE CUCTEMBI JOKYMEHTALUU. YHU(UIUPOBAHHAS CUCTEMa OPraHU3alMOHHO-
pacropsauTeNbHON ToKyMeHTauuu. TpeboBaHus K 0hOPMIIEHUIO JOKYMEHTOBY.

2.4. B mpaBOoM BEpXHEM YIIIy TUTYJIBHOTO JINCTA JODKHOCTHOM MHCTPYKIIUU 00s3aTEIIBHO
JIOJDKEH TPUCYTCTBOBaTh Ipu¢ yTBEepkaeHHs, cocrosimuii u3 cioBa YTBEPXIIAIO (Ge3
KaBbIU€K), HAUMEHOBAaHMs JOJDKHOCTH JIMIA, YTBEPXKAAIOLIEro IOKYMEHT, €ro IOJIHUCH,
WHHUIHAAIOB, ()aMUJIMH U 1AaThl YTBEPKACHUS.

2.5. JI0JKHOCTHBIE MHCTPYKLUH JTOJDKHBI COZIEPKaTh CIIEAYIOLINE pa3/ieibl:

- OO0mmue noI0KCHHS;

- KBamuduxanmonnsie TpeOOBaHMS;

JIOJDKHOCTHBIE 00SI3aHHOCTH

- Ilpaga;

- OTBETCTBEHHOCTh 32 HEHCIIOJHEHHE WM HEHAIJIS)KaIlee MCIOJIHEHUE MODKHOCTHBIX
00s13aHHOCTEA;

- Ilopsimok ciykeOHOT0 B3aMMOACHCTBHIS MyHULIUTIAIIEHOTO CITY’KaIlIero;

- IlepeueHb MyHMLMIAIBHBIX YCJIYT, OKAa3bIBa€MbIX IPH YYaCTMM MYHHULUIAIBHOTO
CIIy’KaIlIero TpakJaHaM U OPraHU3alUsM B COOTBETCTBHH C aJIMUHUCTPATUBHBIM PETIaMEHTOM
IPEOCTaBICHUS] MyHULIUIIAIIBHON YCIYTH;

- Ilokazarenun >3(QeKTUBHOCTH W PE3yIBTATUBHOCTH MPO(ECCHOHATBLHON CIy)eOHOH
JeSITeIbHOCTH MyHUIIUIIAIBHOTO CITY’KAILEero.

2.5.1. Pazmen «OOmue MONOXKEHUS», ONpEAeNss LeJNeBOe MNpeJHa3HAUeHUE U MECTO
JOJDKHOCTH B aJJMMHUCTPALlMM  CEJIbCKOIO IOCEJCHUS, COHACPKHUT OOLIMe CBEACHMS
OpraHU3aIMOHHOTO XapaKTepa:

- MECTO JIOJDKHOCTH B PeecTpe NomKkHOCTEH MyHUIIMIIANBHOM Ci1yXO0BI;

- HAJIMYHE U COCTaB MMOTYMHECHHBIX;

- HENIOCPECTBEHHAs MOAYUHEHHOCTb;

- MOPSAZIOK HA3HAYEHUS U OCBOOOKICHHSI OT JOJDKHOCTH;

- IOPAZOK 3aMeIlEeHUS;

- BO3MOXHOCTb COBMEILIEHUS JOKHOCTEN U (QYHKIUI;

- HOpMaTHUBHas 6a3a Ci1y)kKeOHOM 1eATeIbHOCTH MYHHLIUIIAIBHOTO CIY)KALIEro.

2.5.2. B paznene «KBanudukalmoHHble TpeOOBaHUS» YKa3bIBAIOTCA TpeOOBAHUA,
OpeabsBiIsieMble K MYHMIMNAIBHOMY CIY)KallleMy, Y4YUTbIBaéMble TP HA3HAYEHUU Ha
JIOJDKHOCTD, TIPOBEJICHUN aTTECTANU M KBATU(UKAIIMOHHOTO SK3aMeHa.

2.5.3. Paznen «JlomkHOCTHBIE 00S3aHHOCTHY COJEPKHUT 3aKOHOJATEIbHO YCTAHOBIIECHHbBIE
00513aHHOCTH MYHHIIUTIAIIBHOTO CITY’KAIIeTO U BBHITOTHSAEMBIE UM (YHKIINH.

2.54. B pasgene «lIpaBa» mepedncnsioTcs MpaBa MYHUIUOAIBHOIO CIYyXallero,
HETIOCPEACTBEHHO CBSI3aHHBIE C MPO(ECCHOHATLHON CITY>KEOHOH NesITETHHOCTHIO.

2.5.5. B pasnene «OTBETCTBEHHOCTb» JETalbHO (HOPMYIUPYIOTCS BUIBI M IOKA3aTeNld
OTBETCTBEHHOCTH MYHHIIMIAIBHOTO CITY’KaIllero 3a cOOCTBEHHbIE JIeHcTBUs (Oe3/1elcTBUsA) U 3a
neiictBus (0e3aeiicTBUS) ero NOJUNHEHHBIX IPY UX HAJTUYUU.

2.5.6. Paznen «Ilopsnok ciy’eOHOTO B3aUMOJICHCTBUS» OMUCHIBAET MOPSAIOK CIIyKeOHOTO
B3aUMOJICHCTBUS MYHUIMMAIBHOIO CIYXAaLero ¢ JAPYrMMHU MYHHUIMNAIbHBIMH CIIYKAIlUMHU
AJIMAHUCTpAIIMNA CEIIbCKOTO TIOCENICHHs, BBHIOOPHBIMU JOJDKHOCTHBIMH JIMIIAMH  MECTHOTO
caMOYyTIpaBJIeHHs], TOCYIapCTBEHHBIMU TPAKIAHCKUMHU CIYXaIlUMH TOCYJapCTBEHHBIX OPTraHOB,
rpakJIaHAMH U OpPTaHU3aIHUSIMH, & TAKXKE C COUCTIOTHUTENSIMU TIOPYICHUI.

2.5.7. B pasgene «llepedeHp MYyHMLIMOAIBHBIX YCIYr» YCTaHABIMBAETCS IE€PEUCHb
MYHUIIUTIATBHBIX ~ yCIYT TpakIaHaM W OpTraHW3alysiM, B MPEICTABICHHH KOTOPBIX
HEMOCPEJCTBEHHO YYaCTBYET MYHHUIIUIIAIbHBINA CITyKaIIHUH.

2.5.8. [Tlokazarenu, conxepxammecs B pasnene «llokazarenu »sddexkTuBHOCTH U
pe3yJIbTaTUBHOCTHY» COOTBETCTBYIOT ONpEAETICHHbIM (DYHKIUSAM, YyKa3aHHBIM B pasJene
«JomxHocTHBIe — oOsi3anHOCTHY.  [lokazarenu  sddexkTUBHOCTH U PE3yIBTATUBHOCTHU
pa3pabaThIBalOTCAd C YYETOM IOJOKEHUH aJIMUHUCTPATHUBHOTO DErJIaMEHTa IpeJI0CTaBICHUS
MYHUIUTIATBHON YCIIYTH, B KOTOPBIX IPHHAMAET YYaCTHE MYHUIIUITATIHLHBIN CITYKAITHiA.

2.5.9. B pazgene «KoHuaeHINaTbHOCTh» YCTaHABIMBAETCA MepeueHb WH(pOpMaluy,
OTHOCALIEHCS K KOH(HUIECHIMATbHOM, OOS3aHHOCTH M 3alpeTbl, KOTOpble HEOOXOIMMO
BBITIOJTHSITH M COOJTIOIATh TIPH 00pabOTKE MepCOHABHBIX JTAHHBIX.
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2.6. JIOMKHOCTHAST UHCTPYKIMSA COCTABIAETCS MO KAXKIOW IITATHOM TOHDKHOCTH M HOCHUT
o0e3nmuyeHHBI XapakTep. He momyckaercs OZHOBPEMEHHOE HCIOIB30BAaHUE HECKOIBKHX
JIOJDKHOCTHBIX WHCTPYKITUH JJIST OJHOU JTOJKHOCTH.

2.7. B NOIKHOCTHYIO MHCTPYKIHIO B IIpOIEcCce Pa0OThI MOTYT BHOCUTHCS H3MEHEHUS U
JIOTIOJTHEHHUSI, KOTOPBIE TMPOXOIAT TAKOW K€ TOPAIOK COIVIACOBAHMS, KAaK W JIOJDKHOCTHAs

UHCTPYKLUS.

2.8. Bce u3meHeHMsl, BHECEHHbIE B JIOJKHOCTHBIE MHCTPYKLUH, TOJKHBI OBITH TOBEIECHBI
JI0 CBEICHMS MYHHUIMIAIBHBIX CIYXKAIIMX IO PACIHUCKY B YCTAHOBJIEHHBIN IPUKA30M CPOK.
JomyckaeTcs Takke nepeu3gaHue JOJKHOCTHBIX HHCTPYKIIMM ¢ BHECEHHBIMU U3MEHEHUSMU.
2.9. JIomKHOCTHBIE HHCTPYKIIUU TIEPECMATPUBAIOTCS HE PEXE OJHOTO pas3a B TPU roja.

I11. ITopsok corjiacoBaHusl, yTBep:KIeHHsI U BBeJleHUs B JeiicTBUE
AOJKHOCTHBIX HHCTPYKIMA

3.1. IIpoeKThl 1OJKHOCTHBIX MHCTPYKIMH MYHUIMNAIBHBIX CIYXKaIIUX

HaIpaBJIAKOTCA

paSPaGOTLII/IKOM Ha COrjiaCoBaHHUE€ U YTBCPKIACHUC I'IaBE€ CEJIILCKOI'O ITOCCIICHUA.
3.2. HpI/I HaJIMYUKU CYLICCTBCHHBIX 3aMCUaHUM UM HECOOTBETCTBHS HHCTPYKIIUU

YCTAHOBJICHHBIM  TPEOOBaHUSM
pa3paboTUMKy Ha TOPaOOTKY.

MIPOEKT

NOJDKHOCTHOM

HHCTPYKIUH

BO3BpaliacTCsAa

3.3. JIOmKHOCTHBIE MHCTPYKIIMH MYHUIMIATBHBIX CIY)KAI[UX BCTYIMAIOT B CUJY CO JTHS
YTBEPKJICHHSI TTIAaBOM CEJILCKOTO MTOCEJICHMUS.
3.4. JIomKHOCTHBIE HWHCTPYKUMU AEHCTBYIOT 1O €€ 3aMeHbl HOBOH JIOJKHOCTHOM
WHCTPYKIMEH WM YIIPa3IHEHUSI IOJKHOCTH.

V. HOpﬂHOK O3HAKOMJICHHUSA € TO0IZKHOCTHBIMHA MHCTPYKIIUAMU

4.1. 'naBa cenbCKOro MnoceyieHus: MPOBOJUT 03HAKOMJIEHHE MYHUIIMIIAIBHBIX CIIYKalIUX C

AOJDKHOCTHBIMU MHCTPYKIUAMU IIPU:

- 3aKJIFOUYEHUH TPYJIOBOTO JOTOBOpa (ITpueM Ha padoTy);
- IEPEBOJIE HA IPYT'YIO JOJKHOCTD, BKIIFOYasi BPEMEHHBIN I1EPEBOJ;
- HCIIOJIHEHUU 00S3aHHOCTEW BPEMEHHO OTCYTCTBYIOILIETO PaOOTHHKA;
- 3aMeHe JeHCTBYIOMIEN JOKHOCTHON MHCTPYKIIMM HOBOM peAakiuen (aKTyaau3aium).

4.2. ®akT 03HAKOMJIEHHMSI C JODKHOCTHOM MHCTPYKLMEH MOJITBEP)KIACTCS TMOAMHCHIO
MYHUIIUIAIBHOTO CITY’KAIlEro B JIUCTE 03HAKOMJIEHHUSI, COCTABIISIEMOM T10 opMe:

No OHUO MyHULIUIIATIBHOTO Jlata v moanuck [lara u HOMED [ara u HOMep
I/ | CIyXallero, HAa3HAYEHHOTO | MYHHUITUTIAJIBHOTO | PACHOPSDKEHUS O |  pacIoOpsHKEHUS
Ha JOJKHOCTh CIIy>KaIero oo Ha3HAaYCHUU 00
03HAKOMJICHUU C | MYHUIIUIIAJIBHOTO | OCBOOOXKICHUH
JIOJKHOCTHOM CIY’KAIllero Ha | MyHULIMIIAJIBHOIO
WHCTPYKLUEN U JOJKHOCTh CIIy’KallleTo OT
MOJIyYEHUH €r0 JOJKHOCTH
KOITUH
1 2 3 4 5

4.3. B ciydae HEOJHOKPATHOTO MCIOJIHEHHUS
OTCYTCTBYIOLIET0 PaOOTHHKA B TEYEHUE KAJCHJAPHOIO TOAa IOBTOPHOIO O3HAKOMIIEHHS C
COOTBETCTBYIOIIEH TOHKHOCTHOM HHCTPYKIIMEH He TpeOyeTcs.

4.4. be3 COOTBETCTBYIOLIEIO0 O3HAKOMIICHHS] MYHULIMITAJIBHBIN CIY)KAIUKA HE UMEET IpaBa
IOPUCTYNAaTh K BBIMOJIHEHUIO MPOM3BOJCTBEHHBIX 3aJlaHUN, B CBA3M C Y€M TIJaBa CEJIbCKOTO
MIOCEJIEHUS] HECET OTBETCTBEHHOCTH 3a JIONYCK K paboTe JaHHOTO pabOTHHKA.

4.5. TpeboBanus

NOJHDKHOCTHOU

UHCTPYKLUHU

SABIIAKOTCA

00s13aTeIbHBIMUA

pa6OTHI/IKOM 00s13aHHOCTEH BPEMCHHO

JJIA

MYHUIMIIAJIBHOTO CJIY>Kallero ¢ MOMEHTA €TI0 O3HAKOMIICHHA C HHCTPYKHI/Ieﬁ moa paCimrcKy U 10

NepeMCIICHUd Ha JpYryro JOJDKHOCTb WM YBOJIbHCHUA,

COOTBETCTBYIOIEH Tpade I1cTa 03HAKOMIICHUS.

O 4YeM JACIacTCsa 3alluChb B




V. Ilopsiiok perucTpanuu, y4eTa ¥ XpaHeHHs J0JKHOCTHbIX HHCTPYKIM

5.1. O0s3aHHOCTH W OTBETCTBEHHOCTh 33 PETHCTPAIIMIO, YUET U XpPaHEHUE JTOJDKHOCTHBIX
MHCTPYKLMH BO3JIaraeTcd Ha 3aMECTUTENs] PYKOBOAMTENS aIMUHUCTPALUU  CEJIbCKOTO
IIOCEJICHUS.

5.2. VYTBepKIEHHbIE [OJDKHOCTHbIE MHCTPYKIMHM PpErHCTPUPYIOTCS B JKypHaJIE C
00s13aTeNIbHBIM YKa3aHUEM CIIEAYIOIIUX PEKBU3UTOB JOKYMEHTA!

- PETUCTPALIMOHHOTO MOPSIKOBOIO HOMEPA;

- IaThl YTBEPXKICHUS;

- 1aThl BBEJICHUS B IEUCTBUE;

- Ha3BaHMsl JOJDKHOCTH.

5.3. VYTBepKIEHHYIO JOJDKHOCTHYIO MHCTPYKIHUIO HYMEpYIOT, UIHYPYIOT, 3aBEpSIOT
[I€YaThI0 aJIMUHUCTPALUU M XPAHAT B COOTBETCTBUU C YCTAHOBJICHHBIM IIOPSIAKOM BEICHUS
JIEJIONPOU3BO/ICTBA.

5.4. OpurvHan JODKHOCTHOW MHCTPYKLMM XPAaHUTCS B JIMYHOM J€JI€ MYHHUIMIIAJIBHOTO
CILy’KAalLEro.

5.5. Konust OmKHOCTHON MHCTPYKLUU NIEPEAAETC MYHULIMIIAIBHOMY CIIyKalleMy.

5.6. Konuu 10KHOCTHBIX HHCTPYKIUH, YTPATUBIIUX CUTY, YHUUTOXKAKOTCS.

5.7. YTpatuBiue cuily JOKHOCTHBIE HHCTPYKIIMU XPAHATCS B TeUEHUE | roma ¢ MOMEHTa
yIpa3IHEHUs JOHKHOCTH, @ IO UCTEUYEHUHU JIaHHOT'O CPOKa CHIAIOTCS B apXUB.



