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1. O6umue noJoKeH st

1.1. Hacrositee TTonoxkeHue o D0KHOCTHOM MHCTPYKUMK paboTHUKOB (anee TTonoxenue)
MAJIOY «Jlerckuii cax Ne 368» (nanee - YupeixaeHue) pa3zpaboTaHO B LEJSX peryiupoBaHuMs
B3aMMOOTHOLIEHUI MeX 1y paOOTHUKOM M paboToaTesieM.

1.2. Hacrosiee IlosnoxkeHuwe onpeneiseTr OCHOBHble TpeOOBaHWs K CTPYKType H
COZIEPIKAHMIO JO/DKHOCTHOM MHCTPYKUMM pPabOTHUKOB YUpEXKACHHS, a TakkKe K MpOLEaype
pa3paGOTKK JOJDKHOCTHBIX MHCTPYKLMH, MOPAAKY WX MPUHATHS, yTBEPIKACHUs, BHECEHUS B HUX
JIOTNIOJTHEHU I U U3MEHEHU .

2. IlousiTHE AOJKHOCTHON HHCTPYKIHH

2.1. JlomkHOCTHas WMHCTpyKuusi paGoTHuka Yupexaenus (nanee - JIOmKHOCTHAS
MHCTPYKLMS) - OCHOBaHHbI Ha HOPMaX 3aKOHOATE/bCTBA O(UUMAIbHBIA NMPABOBON NOKYMEHT,
peraaMeHTHpYIOLKi  OpraHU3aLMOHHO-NIPABOBOE MOJIOKEHHE pabOTHUKA YUPeKACHHS, €ro
00513aHHOCTH, NPaBa, OTBETCTBEHHOCTh, 00ECNEYNBAIOIINI YCIOBUS TS €ro 00bEKTHBHON padoThl
TpY OCYIECTBJIECHUU UM TPYAOBOH AEATEILHOCTH COIIACHO 3aHUMAeMOiA [I0JKHOCTH.

2.2. JIOMKHOCTHAs MHCTPYKLMS SIBIISICTCS. HOPMATHBHBEIM JIOKAJIBHBIM aKTOM Y4pexICHHs,
PEryNMpyIOMM OTHOLIEHHS B paMKaX YupesKIeHus, colepKaiiumM 061eobssaresibHbIe npaBuia
MOBeJeHUS /15 BCEX MM HEKOTOPHIX YUACTHUKOB 00pa3oBaTe/IbHbIX OTHOLIEHWH, paCCUUTAaHHBIM
Ha HEOJHOKpPATHOE MPUMEHEHHe, YTBEPIKICHHBIM NMPUKA30M 3aBe/yroluas YUpenAeHUEM.

2.3. JIO/MKHOCTHAst WHCTPYKUMsS —COCTaBisfeTcs MO KaKJOW IITaTHOW —JOJKHOCTH
YupesxaeHust 1 00bsBsieTcs: paOOTHUKY MO/ PaclMCKy MpH 3aK/I0UEHUH TPYA0BOro J0roBopa, a
TaKKe NPH MEpeMeIleHut Ha APYryI0 AOJKHOCTH M NP BPEMEHHOM MCIONHEHHH 00sS3aHHOCTEH
MO J0JKHOCTH.

2.4. JIOMWKHOCTHAs MHCTPYKUMs paspabarbiBaeTcs MCXoAsd M3 3amad W QyHKUM,
BO3JIOIKEHHBIX Ha KOHKPETHOro pabOTHMKA, B COOTBETCTBMM CO LITATHBIM PaclHCaHUEM,
[IpaBunamMy BHYTPEHHEro TPYLOBOTO pacriopsiika YupeskaeHus, ¢ cobmoneHuem KoHeTutynun
Poccuiickoit ~ ®enepaunn, TpynoBoro kozekca Poccuiickoi — @epepauuu M MHBIX
HOPMaTHBHO-TIPABOBLIX AKTOB.

2.5. OcHOBOI sl pa3paboTKK JODKHOCTHBIX MHCTPYKUMHA sBnstoTes «KBanupukauoHHbie
XapaKTepUCTHKH  JIOJDKHOCTEH paGoTHHKOB —oGpasoBanusy Eannoro  KBanuduKalHOHHOrO
CHIpaBOUHMKA JIOJDKHOCTEH pYKOBOAMTENEH, CMNEUMAIUCTOB M CJYXKaLMX, YTBEPKACHHOTO
[pukaszom MuHMCTEpCTBA 3/paBOOXPAHEHHUS U COLMAIbHOrO passutus Poccuiickoit Oeneparnn
ot 26 aBrycra 2010 r. Ne 761 H., npodeccroHabHbIE CTaHAAPTHI.

3. TpeGosanusi, nupexbsiBisieMble K CTPYKType H COJEP/KAHHIO JOJKHOCTHOM
HHCTPYKIUH

3.1. JIo/DKHOCTHAST MHCTPYKLMS COCTOUT U3 CJIEAYIOLIMX pa3/iesioB:



— OO61mue noysoKeHus

JIo/mKHOCTHBIE 00513aHHOCTH.

[Ipasa.

OTBETCTBEHHOCTb.

B3aumooTHouieHus. CBsI3U N0 J10KHOCTH.

3.2. B paznene «O61ue noaoxKeHus»:

— ycraHaBiuBaeTcs chepa AesTeIbHOCTH JaHHOTO CrIeLnanicTa;

— yCTAHABJWBAETCS MMOPSAJOK €ro HasHauYeHus u OCBOOOKIEHHST OT 3aHMMaeMoi
JIOJDKHOCTH;

— yCTaHaBJIMBAETCS 3aMELIEHHE M0 I0JKHOCTH BO BPEMS OTCYTCTBHUS;

— onpegensiotcs KpanuuKalMoHHble TpeboBanus (TpeOOBaHMS, MNpPEABABIACMBIC K
06pa3oBaHUIO U CTaXy paGoThl), NOJYMHEHHOCTb CHELMATNCTa U J0JDKHOCTHBIC JIULIA, KOTOPLIMH
OH PYKOBOJIUT;

— MEepeuuC/IsIOTCS PaBOBbIE AKThl M HOPMATHBHbIC JOKYMEHTBI, KOTOPbIMM JI0JIKEH
PYKOBO/ICTBOBATBCS CMELMAIKCT B CBOCH JEATE/ILHOCTH.

B paszen MoryT GbITh BKJIIOUEHbI pyrue TpeOOBaHMs U M0JI0XKEHHUS, KOHKPETU3HPYIOLIUE 1
YTOUHSIOIIME CTaTyC JOMKHOCTHOIO JIMLA U YCIOBUS €ro AeATE/IbHOCTH.

3.4. Pazgen «JIo/KHOCTHbIE OOS3aHHOCTH» COACPIKUT MEPEYCHb OCHOBHBIX byHKUMA
JO/DKHOCTHOTO JIMLIA, @ TAK)Ke YKa3bIBAIOTCS 00A3aHHOCTH JOJKHOCTHOIO JIMLA, BO3JIaracMbIe Ha
Hero, ykasbiBaeTcsi popma ero yuacTus B yrpaBieHYECKOM MpoLecce (PYKOBOJUT, YTBEPIK/IAET,
obecrieunBaeT, MOJAroTaBIMBAET, PACCMATPUBAET, MCIOJIHSET, KOHTPOJIMPYET, COIracoBbIBACT,
NpeJCTaBIsieT, KypupyerT U T.J1.)

3.5. Pasnen «IlpaBa» COHEpXKUT TNepeueHb INpaB, MPEJOCTABJIAEMbIX CHELMATUCTY A
BBIMOJIHEHUS BO3JIOKEHHBIX Ha HEro pyHKUMI 1 0043aHHOCTEH.

3.6. B paspene «OTBETCTBEHHOCTb» YCTAQHABIMBAIOTCA BH/bl OTBETCTBEHHOCTH 34
HECBOEBPEMEHHOE ¥ HEKaYeCTBEHHOE BBINOJHEHHUE CMIELMATUCTOM J0JKHOCTHBIX o0s13aHHOCTEH 1
HEMCII0JIb30BaHKe NPEJOCTABIECHHBIX EMY MPaB.

3.7. Pazgen «BsaumoorHouieHus. CBsi3M 1O  JOJDKHOCTM»  COACPXKHUT NEPeyUCHb
JOMKHOCTHBIX JIML, € KOTOPHIMH CIELMANMCT BCTYMaeT B CJyXKeOHble B3aUMOOTHOLICHHS M
obecrieunBaeTcsi  MHpoOpMaLKeil, yKa3blBalOTCA CPOKH  MOJY4UEHHMA W MPEIOCTABICHUA
UHOPMALMK, OTIPEeIISeTCs MOPALOK MOANMCAHHS, COTJIACOBAHNS W yTBEPHKACHHUS JOKYMECHTOB.

3.8. O6s3arebHBIMU pekBU3UTaMU JI0JKHOCTHON HHCTPYKLMH ABJIAIOTCS:

— [I0JIHOE€ HAUMEHOBaHUE YUpPEeKAECHUS ;

— 3aroJIoBOK K TEKCTY;

— BH3bI COIJIACOBAHMS;

— TOJNKCH, rpud yTBEPIKACHHUS.

4. Topsiiok pa3pabOTKH, COIJIACOBAaHMsl, YTBEDHJIEHHUs W BBeJleHHs B JeficTBHe
JOJKHOCTHOI MHCTPYKUHH

4.1. JToJUKHOCTHAST MHCTPYKLMS pa3pabaThiBaeTCs 3aBeytoliell YupexeHuem Jnbo JuLoM,
YIOJTHOMOYEHHBIM 3aBefyioweil Yupexaenunem. B ciydae ecan JIOMKHOCTHAs MHCTPYKLMA
paspabaTbIBaeTCs JHLOM, YIOJHOMOUEHHBIM 3aBe/yIOLIeH YUpexKIeHHEM, TO OHa MOANHICEIBACTCS
pa3paboTYUKOM.

4.2. JTOJDKHOCTHAs MHCTPYKLMs Tocie pa3paboTku nepenaercsi B npopCoo3HbIi KOMUTET
MepBUYHOM MPOCOIO3HON OpraHU3aLUH, MPEeCTaBIAIOLMKA HHTEPECh GOJIBIINHCTBA pabOTHUKOB
Vupesxnenus (manee - mpodcoiosnblit komutet). IIpodcorosHbiii KOMUTET B CPOK HE MO31HEE
necaty pabouux aHeidl co jaHA noaydyeHus JIOJIKHOCTHOW —MHCTPYKLMHM  OCYIIECTBIIACT
cornacoBanue JI0MmKHOCTHOM MHCTPYKLMK. B ciydae eciu npod)coro3Hblii KOMUTET HE COTJIACEH ¢
TekcToM JIOJKHOCTHOM MHCTPYKLMHU JIMOO BHOCUT MPEUIOKEHHMS MO €ro COBEPIICHCTBOBAHHMIO, TO
3aBejylollell Yupex/eHueM HanpaslisieTcss MOTHBMPOBAHHOE MHEHHE. 3aBe/lylouias VYupexaeHus
MOXKET COrJIACUTBCS C HMM JuMb0 00s3aH B TEUeHWE MATH JHEH 1ocjie MOJNyuyeHus
MOTHBHMPOBAHHOTO MHEHMs MPOBECTH JOTMONHUTENbHBIE KOHCY/IbTAUMK C  MPO(COIO3HBIM



KOMHUTETOM B LEJIAX JOCTHIKEHHUS B3aUMOINPUEMIIEMOTO PELUCHM.

T1pu He JOCTMKEHUU COrJIACKsi BO3HUKIIME PasHOriacus oGopMIsIOTCs NPOTOKOJIOM, roce
yero 3aBejlylomas YupekIeHHeM UMeeT paBo yTBEpAUTD JI0MKHOCTHYIO HHCTPYKIHIO.

5. Yreepxkaenue JJosKHOCTHOH HHCTPYKIHH

5.1. 3aBeayiomas YupexaeHuem yTsepkaaeT JI0/DKHOCTHYIO MHCTPYKLMIO MyTeM M3JaHM:
COOTBETCTBYIOLIErO NpHKasa.

5.2. B npuka3ze B 0043aTeJIbHOM MOPsAJKE YKa3bIBAIOTCS:

- nara BBefieHus JIOJDKHOCTHOW MHCTPYKLMK B IEHCTBHE;

- ykaszaHue o6 O3HaKOMJEHHH PaGoTHMKOB C JIOIKHOCTHOM MHCTPYKLMEH U CPOKH JJIs
3TOrO;

- (paMMITMM ¥ JOJDKHOCTH JIHLL, OTBETCTBEHHBIX 3 COOMIOICHHE JIOJDKHOCTHOM MHCTPYKLIMH,

- MHBIE YCJIOBUSL.

5.3. YrtBepxaeHHble JIOMKHOCTHBIC UHCTPYKLMHU TMOJIEKAT 00s13aTeIbHON perucrpanuu B
COOTBETCTBHM ¢ TpeGOBaHMAMK [EJIONPOM3BOACTBA B YUpeKJeHHA C TNPUCBOCHHEM HM
MOPSIIKOBOrO HOMEPA.

6. O3HakomIeHHe paGoTHUKOB ¢ JIOJUKHOCTHOM HMHCTPYKIHeH

6.1. Osuakomienue paboTHuka YupexzaeHus ¢ JIOJOKHOCTHOH UHCTPYKLMEH B
00S3aTe/IbHOM TOPSAKE OCYLIECTBISAETC MPU  MOCTYIIEHUH Ha paboTy B Yupexk/eHHe.
O3HaKOMJICHHE OCYIIECTBISET 3aBefyiomas YupexkaenueM. Ilocie o3HaKOMJCHHSA paboTHUK
npocTapiser Ha JIOKHOCTHOM MHCTPYKUMH O3HAKOMHMTENIbHYIO BHU3Y - C MHCTPYKLMEH
03HAKOMJIEH, J1aTa, MOAINMUCH.

6.2. OsnakomieHue paboTHMKA YupexaeHus ¢ JIOMKHOCTHOW —HMHCTpyKLMEH B
06s3aTeIbHOM TMOPSAJIKE OCYLIECTBISACTCS NPU MepeBoje pabOTHHUKA HAa APYryro NOJUKHOCTE MM
BPEMEHHOM T[epeBofe Ha JApyrylo paGorty. O3HaKOMJEHME OCYIIECTBISCT 3aBCyHoLlas
VupesxaenveM. [locie 03HaKOMJEHUS PabOTHHUK MPOCTABJACT Ha JIO/OKHOCTHOM MHCTPYKLMH
03HAKOMMUTEJIHYIO BU3Y - C MHCTPYKLIMEH 03HAKOMIJICH, J1aTa, MOAMKCh.

6.3. Tpe6GoBanusi, ycTaHOBJIEHHbIE B JIOIDKHOCTHOW MHCTPYKLMH, JIEWCTBUTENBHBI C TOrO
MOMEHTA, KOrjia paboTHUK OblJ1 ¢ HEHM 03HAKOMJIEH.

6.4. B ciyuae ecnu pabGOTHUK YupexJIeHHsi OTKa3bIBaeTCA pacrucarhCsi B O3HAKOMJICHWH
WK moaydeHun JIOJKHOCTHOM MHCTPYKIMH, NaHHBIH OTKa3 (GUKCHPYETCs MyTE€M COCTABIICHHS
aKTa B NPHUCYTCTBMM HE3aMHTEPECOBAHHBIX cBUAeTeneil. B akre Takxke Qukcupyercs daxt
03HAKOMJICHHSI paGoTHMKAa C cojepkaHneM JIOIDKHOCTHOM MHCTPYKUMH B HHOM dopme
(Jlo/DKHOCTHAS MHCTPYKLIMS 3aUMTHIBACTCS BCIYX 3aBEyIOLIEH YUupex/eHueM).

6.5. Jlnsa Tekyiueit paboThl ¢ NOMATMHHUKA JOKHOCTHOW MHCTPYKLMK CHUMAKOT 3aBEPCHHYIO
KOTHIO, KOTOPYIO BBIAAIOT paGOTHUKY YupeskaeHus, paboTaromemy B JaHHON J0JIKHOCTH.

7. Buecenue uzmeHeHuii B J{0JIZKHOCTHYI0 HHCTPYKIHIO

7.1. BHecenue uzMeHeHUil B JIOJDKHOCTHYIO MHCTPYKLHIO OCYLUECTBJIAETCS B CICAYHOLIMX
cllyyasx:

7.1.1. B CBS3M C M3MEHEHHEM 00s3aTeNbHBIX YCIOBHH TPYJOBOrO J0roBOpa. YKasaHHas
npoleaypa TMPOBOAUTCS B COOTBETCTBMHM ¢ TpeGopanusmu Tpynosoro koxekca PO (paboTHUK
NOJKeH ObITh HE [MO3/Hee, 4YeM 3a 2 Mecsla A0 MpPEeArnosaraéMoro W3MEHEHHsl MHCbMEHHO
ysenomsieH. [locie mosydeHus pabOTHMKOM —COMVIAIICHMSA HA  MPOJOJUKEHHE TPYAOBBIX
OTHOILEHHH, BHOCATCS U3MEHEHHs B JIOJDKHOCTHYIO HHCTPYKLHMIO).

7.1.2. np¥ M3MEHEHMM OpraHW3aLMOHHBIX YCIOBMH Tpyaa, 0e3 H3MEHEHH TPYOBOM
GyHKLIMK pabOTHHKA.

7.2. 3aBesyiomas YupeskaeHH!s UK JIULO, YIOJHOMOYEHHOE UM, COCTaBIseT JJoKHOCTHYIO
MHCTPYKLMIO B HOBOM pefaKLMu, KOTOpasi COrjacoBbIBACTCS W YTBEPIKAAETCS B COOTBETCTBHHU C
TpeGOBaHMAMM, YCTAHOBJEHHBIMM pasienamu 4 u 5 Hacrosiero [lonoxenns. O3HakomIeHHE
paGoThuka ¢ JIOMKHOCTHOM WHCTPYKLKEH OCYLIECTBIAETCS B COOTBETCTBMH C TPEOOBAHUAMMY,
yCTAHOBJICHHBIMHU pa3/iesioM 6 Hactosiero [TonoxeHus.

8. Xpanenne J[0/2KHOCTHBIX HHCTPYKIHIA

8.1. JIOJDKHOCTHBIE HWHCTPYKLMU XPAHATCA B COOTBETCTBHMHU C MpaBUIaMH, YCTAHOBJICHHBIMU



[lepeuHeM THUIOBBIX YNPABICHYECKUX apXMBHBIX JOKYMEHTOB, 00pasyloluxcs B MmpoLecce
JeATeNIbHOCTH TOCYIapCTBEHHBIX OPraHoB, OPraHOB MECTHOrO CaMOyMNpaBlIeHMs W OpraHusauui,
YTBEPIXKIEHHBIM TpUKazoM MuHKyabTypbl Poccun ot 25.08.2010 Ne 558.

8.2. JIOJKHOCTHBIE WHCTPYKLUMM pabOTHUKOB YUpeKIEHHUs MOJIEKAT MOCTOSHHOMY
XPaHEHHIO B YUPEIKACHHUs B TEUEHHUE TPEX JIET MOCIIE UX 3aMEHbl HOBBIMM.

9. 3ak/JI4YHTe/IbHbIE MOJ0KEHHSI

9.1. Cpoxk geiictBus [losoxeHus HeOrpaHUYEH.

9.2. TlonoxeHue MoAJe)aT U3MEHEHHUIO ¥ JOTIOJHEHHIO 10 YCMOTPEHHUIO YUpeKIeHHUs, B
CBSA3M C BCTYIUICHUE B CUJly 3aKOHA WJIM JIPYroro HOpMaTuBHOTO, MPABOBOTO aKTA.

9.3. TlonoxeHue MOXKET ObITH M3MEHEHO WJIM MAOMOJHEHO TOJBKO MPHUHATHEM HOBOW
penakuuu [TonoxeHus: B MOJHOM 00beMe MyTeM yTBEPKAEHHST HOBOTO.
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