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1. O6mmue nosioKeHus

.1. Hacrosiuee [Nonoxkenue 0 10MKHOCTHON HHCTPYKLUMH pabOTHHKOB (1anee
[lon03KeHue) MyHHIIHMATBLHOIO aBTOHOMHOT'O JIOLIKOIBHOr0 06pa30BaTe1bHOro
yupexaenus «lerckuit caa Ne 312 komOuuupoBanHoro suaa» Baxurosckoro paiona r.
Kasanu (nanee - MAJIOY) paszpaGorano B LelsX pery/inpoBaHus B3auMOOTHOLLEH Wit
MesK/1y paDOTHHKOM H padoToaareseM.

1.2. Hacrosiee ITonoxkenue onpeiensier ocHOBHbIE TpeGOBaHHA K CTPYKTYpE
COJCPIKAHUIO JOKHOCTHOH MHCTPpyKuun padotHukoB MAJIOY, a takke K npouenype
pa3paboTKH  JIO/DKHOCTHBIX MHCTPYKUWH, TMOPSAKY HMX [PHHSTHS, YTBEPXKACHMUS,
BHECEHMS B HUX JONOJHEHHUH H H3MEHEeHH.

2. MMousiTne 10KHOCTHOH HHCTPYKUHH

2.1. JlomknoctHas wHCeTpykuus paborunka MAJIOY (nanee JlomkHocTHas
HHCTPYKLIHS) - OCHOBAHHBIA Ha HOPMax 3aKOHOATeNbCTBA O(HUIHMATLHBIA MPaBOBOI
JIOKYMEHT, PerillaMeHTUPYIOUMH OPraHi3allHOHHO- NPaBOBOE MOJ0KEeHHe padOTHHKA
MAJIOY. ero o0s3aHHOCTH, NpaBa, OTBETCTBEHHOCTh., 00ECNEUMBAIOIIMA YCIOBUS s
ero 3(ppexTUBHOH paboThl NPH OCYLLECTBICHHH UM TPYAOBOH AEATEILHOCTH COIIACHO
3aHUMAEMON JOKHOCTH

2.2, JIomKHOCTHAS MHCTPYKLMS SBASETCS HOPMATHBHBIM JOKANbHBIM AKTOM
MAJIOY, peryaupyioum — oTHoweHus B pamkax MAJIOY, coaepikaiinm
obweods3aTebHble  NpaBUia [OBEACHHS /IS BCeX WM HEKOTOPhLIX YUaCTHHKOB



O6p830BaTe.HBHBIX OTHOMGHHﬁ, paCcCHYUTaHHBIM Ha HCEOJHOKPATHOC IIPUMCHCHUC,
YTBEPKACHHBIM MpUKa3oM 3aBeayrouiero MAJIOY.

1.1. JlomxHOCTHAst MHCTPYKIIUS COCTABJISICTCS MO KaXIOW MITATHOM
nomxHoctd MAJIOY u 00bsiBIsieTCsl paOOTHUKY IO PACIHUCKY MPH 3aKJIIOUEHUN
TPYAOBOI0 AOTOBOPA, a TAKKE IMPU NEPEMELIEHNN HA PYTYIO TOJKHOCTD U IIPH
BPEMEHHOM UCIOJHEHUU 00S3aHHOCTEH MO JOHKHOCTH.

2.4. JlomKHOCTHAs WHCTPYKIUSI pa3padarbiBaeTCs HCXOld U3 3ajad U
(yHKIMHA, BO3JIO)KEHHBIX HAa KOHKPETHOTO pabOOTHHUKA, B COOTBETCTBUHU CO
ITaTHBIM pacnucanveM, lIpaBuiiaMu BHYTPEHHErO0 TPYAOBOIO pPaclopsiaka
MAJIOY, ¢ cobmonennem Koncturyuuu Poccuiickoit ®enepanuu, TpymoBoro
kozaekca Poccuiickoit deaepanny 1 UHBIX HOPMATUBHO-ITPABOBBIX AKTOB.

2.5. OcHoBO# mns pa3paOOTKH JODKHOCTHBIX HMHCTPYKIIUN SBIISIOTCS
«KBanudukamoHHble XapaKTEPUCTUKHN JODKHOCTEH pabOTHUKOB OOpa3oBaHUS
EnuHoro xBaimduUKaMOHHOTO CHpPaBOYHWKA JODKHOCTEH PYKOBOJMTENEH,
CHEUAINCTOB M  CHy)KalluX, YyTBepxkaeHHoro Ilpukasom MuHucrtepcra
3ApaBOOXPAHEHUS] W coluaibHOro pa3Butus Poccuiickoit ®denepanuu ot 26
aBrycta 2010 r. Ne761#.

3. TpeGoBaHusi, npeabsBJIsieMble K CTPYKTYpPe U COAEPKAHUIO
AOJIZKHOCTHOM MHCTPYKI[UH.
1.2. Jo/KHOCTHASI MHCTPYKIMS COCTOUT U3 CIIEYIOIIUX Pa3/eoB:
- OO1mue moJ0KEeHUS
- JIOIDKHOCTHBIE 00S3aHHOCTH.
- Ilpaga.
OTBETCTBEHHOCTb.
B3aumootHomenusi. CBA3u 1O JOJKHOCTH.
1.3. B pazaene «OO0111e MOI0KESHUS:

yCTaHaBIMBaeTCs cepa AeSITeIbHOCTH JaHHOTO CIIEUAINCTa;

YCTAaHABJIUMBACTCA TIOPAJOK €TI0 Ha3HAYCHUA U OCBO60)KI[€HI/I}I OoT

3aHUMAEMOM JOJKHOCTH;
- YCTaHaBJIMBAETCA 3aMEILIECHUE 0 JOJKHOCTH BO BPEMSI OTCYTCTBHUS;

- OmpenenstoTcs  KBanu(UKAIMOHHbIE  TpeOoBaHus  (TpeOOBaHUA,
MpeabaBiIsieMble K 00pa30BaHUIO U CTaXy pabOThl), OJYUHEHHOCTD CIIELUATUCTA
Y JOJHDKHOCTHBIE JIMIA, KOTOPBIMU OH PYKOBOIUT;

- TEPEUUCTSIOTCS TPABOBbIE AaKThl W HOPMATHBHBIE JIOKYMEHTHI,
KOTOPBIMHU JOJDKEH PYKOBOJICTBOBATHCS CHELUATIKNCT B CBOCH JEATEIBHOCTH.

B pazmen MoryT ObITh BKJIIOYEHBI Jpyrue TpeOOBaHUS M MOJIOKEHUS,
KOHKPETH3UPYIOUINE U YTOUHSIOUINE CTAaTyC OJKHOCTHOTO JIMIA U YCJIOBHS €ro
JesITeTbHOCTH.

3.4. Paznen «/lomkHOCTHBIE  OOSI3aHHOCTH»  COICPXKHUT  IEPEUYCHb
OCHOBHBIX (DYHKUHMH JOHKHOCTHOTO JIMIIA, a TAK)KE YKa3bIBAIOTCA OO0S3aHHOCTU
JOJKHOCTHOT'O JIMIIA, BO3JIaraéMble Ha HEro, yka3bIBaeTcsi (popma ero yyactusi B



yOpaBJIE€HYECKOM  @pouecce  (PyKOBOAUT,  yTBEp)KIAaeT,  OOEeCHeuuBaer,
MOATOTABINBAET, PACCMATPUBAET, MCIIOJIHSIET, KOHTPOJHMPYET, COTJIACOBBHIBAET,
MPEACTABIIAET, KypUpPYeET U T.1.)

3.5. Pazgen «lIpaBa» conaepXUT IMepeyeHb NpaB, MNPEIOCTABIIEMbIX
CHELMATUCTY JJIsl BBIMOJIHEHUS BO3JIOKEHHBIX Ha HETO (DYHKIIMIA U 00S3aHHOCTEM.

3.6, B pazgene  «OTBETCTBEHHOCTh»  YCTAHABIMBAIOTCA  BHUbI
OTBETCTBEHHOCTH 3a HECBOEBPEMEHHOE U HEKAYECTBEHHOE  BBIIIOJIHEHHE
CHEUAINCTOM JOJIKHOCTHBIX 00s13aHHOCTEH U HEHUCIIO0JIb30BAaHUE
IIPEIOCTABIEHHBIX EMY MPaB.

3.7. Paznmen «BzaumooTHomieHusi. CBA3M MO JOJDKHOCTH» COIEPKHUT
MepPEeYeHb JOJKHOCTHBIX JIUIl, C KOTOPBIMHU CHEIHAIUCT BCTYyMAaeT B CIy>KEOHBIC
B3aMMOOTHOIIICHHUSI H oOecneunBaeTcss WHPOPMAIMEH, YKa3bIBaIOTCS CPOKH
MOJIy4eHUS W TpeNocTaBieHUS  WHOOpPMAIMH, OMNpeAeNseTcS  MOPSI0K
MOUCAHUSI, COTJIAaCOBAHUA U YTBEPKJCHUS IOKYMEHTOB.

3.8. O6s13aTenbHBIME peKBU3UTAMU J|OMKHOCTHON MHCTPYKIIMH SBJISTFOTCS:

- moygHoe HauMeHoBaHue MAJIOY;
- 3aroJIOBOK K TEKCTY;

- BU3bI COTJIACOBAHUS,

- TOJMUCH, TpU( yTBEPKICHUS.

4. Ilopsinok pa3padoTKHu, COTJIACOBAHUS, YTBEPKICHUS U BBECHUSA B
JAelCTBHE T0JKHOCTHON HHCTPYKUMHU

4.1. JlomxHOCTHas MHCTpPYKUHUs paszpabarbiBaercs 3aBenyrommm MAJIOY
aub0 JUIOM, YNOJIHOMOYEHHBIM 3aBenayrommm MAJIOY. B cnydae, ecnu
JIOMKHOCTHAsE ~ MHCTPYKLMSI — pa3pabaTbiBaeTcs  JIMIOM,  YIOJHOMOYEHHBIM
3aBeayomuM MAJIOY, To oHa noanuckiBaeTcs pa3paboTUUKOM.

4.2. JloiKHOCTHAasE HWHCTPYKIUS TMOCie pa3pabOTKU mepenaercs B
PO COIO3HBIH KOMUTET MEPBUYHOM npodcoro3HOM OpraHu3allNu,
MPEACTABIAIONINK HMHTEpPEChl OosbIIMHCTBA paboTHHKOB MAJIOY (mamee -
npodcoro3ubiii komuteT). [Ipodcoro3Hblii KOMUTET B CPOK HE IMO3JIHEE ACCITH
pabouux mHEH co AHA ToydeHHUs J{OJDKHOCTHOM WHCTPYKIMHM OCYIIECTBIISET
cornacoBanue JloymKHOCTHOM WHCTpykimu. B ciydae, ecnu mpodcoro3HBbIM
KOMUTET HE COIJlacéH C TEKCTOM JIOIKHOCTHOW HMHCTPYKIMH JHOO0 BHOCHUT
MPEUIOKEHUST TI0 €ro COBEPILICHCTBOBAaHWIO, TO 3aBeaywomemy MAJIOY
HaIlpaBJIIETCS. MOTHUBUPOBaHHOE MHeEHHe. 3aBenytomuid MAJIOY  moxer
COrJacuUThCs ¢ HUM JHOO 00si3aH B TEUEHHE ISITH JHEH IMOCie MOJyYEeHHUS
MOTHUBHUPOBAaHHOTO MHEHHUS TMPOBECTH JIOMOJHUTEIbHBIE KOHCYJIbTAIUU C
MPOQCOIO3HBIM KOMUTETOM B LIEJISAX JTOCTUKEHUS B3AUMOIIPUEMIIEMOTO PELICHUS.

[Ipu He MOCTHXKEHMM COTJacHusi BO3HMKIINE pa3HOTIAcusi 0(OpMIIIIOTCS

MPOTOKOJIOM, Tocie 4yero 3aBenytomuid MAJIOY uMeer mnpaBo yTBEpAUTH
JIOJIKHOCTHYO HHCTPYKIUIO.



5. YTBep:xaenue /101KHOCTHOM HHCTPYKIUU

5.1. 3aBenyronuii MAJIOY ytBepxkaaer Jl0JDKHOCTHYIO HHCTPYKIHUIO
IyTEM HU3JaHUSI COOTBETCTBYIOIIETO MTPUKA3a.

5.2. B mpukase B 00s13aTEIbHOM TOPSIIKE YKA3BIBAIOTCS:

- nara BBeAeHus J{OJPKHOCTHOM MHCTPYKIMU B ICHCTBUE;

- yKa3zaHue 00 03HAaKOMJICHHH PaOOTHUKOB C J[0JDKHOCTHOW MHCTPYKIMEH
Y CPOKH IS 3TOTO;

- paMuUIMM M JIOJDKHOCTH JIMIl, OTBETCTBEHHBIX 3a COOIIOACHHE
JIOJDKHOCTHOM MHCTPYKLINH;

- UHbBIE YCIIOBUSL.

5.3. YTBepxnennbie JloMKHOCTHBIE MHCTPYKIIMHU MOJIEKAT 0053aTeIBbHOM
perucTpaluu B COOTBETCTBUU C TpeOoBaHUsMHU JenonpousBojicta B MAJZIOY ¢
IIPUCBOCHUEM UM IOPSAKOBOrO HOMEPA.

6. O3nakomJieHHe PpA0OTHUKOB € JJ0/LKHOCTHOM MHCTPYKIUE

6.1. O3nakomiienue padotnuka MAJIOY ¢ JIomKHOCTHOM MHCTPYKIIMEH B
00s13aTeIbHOM TOPSIIKE OCYIIECTBISETCS NpU TMOCTYIUICHMH Ha paldoTy B
MAJIOY. Osznakomiienue ocymectisier 3aBenytomuid MAJIOY. Ilocne
O3HAKOMJIEHUS pab0OTHUK TpOCTaBisieT Ha  JIOJDKHOCTHOM — MHCTPYKIMU
03HAKOMUTEJIbHYIO BU3Y - C HHCTPYKLMENH 03HAKOMJIEH, J1aTa, MOJIIHUCh.

6.2. O3nakomnenue padbotnuka MAJIOY ¢ JIoJDKHOCTHONW MHCTPYKIIUEH B
00s3aTEIbHOM TOPSJKE OCYIIECTBIISIETCSl MPHU MEpeBojie pabOTHUKA Ha APYTyIO
JIOJDKHOCTh WJIM BPEMEHHOM TIEpeBOJIe Ha JApyryio paboTy. O3HaKOMIEHHE
ocymectBisier 3aBeayronuin  MAJIOY. Ilocne o3HakomyieHHsT paOOTHHK
pocTaBigeT Ha JIOJPKHOCTHOW MHCTPYKIHMHM O3HAKOMHUTEIBHYIO BHU3Y - C
MHCTPYKLMEN 03HAKOMJIEH, JaTa, OIIHCH.

6.3. TpebGoBanus, ycTaHOBIEHHbIE B JIODKHOCTHOM WHCTPYKIIHH,
JIeMCTBUTENBHBI C TOTO MOMEHTA, KOTr/1a paOOTHUK ObLIT C HEW 03HAKOMJIEH.

6.4. B cnyuae ecnu pabotHuk MAJIOY oTkaspiBaeTcs pacmucaThCsi B
O3HAKOMJICHUM WJIM TNOJYy4YeHUU JlOJDKHOCTHOM MHCTPYKUMHU, IAHHBIA OTKa3
(duKcupyeTcss MyTeM COCTaBJIEHUS akTa B MPUCYTCTBUM HE3aMHTEPECOBAHHBIX
cunereneil. B akre Ttakke ¢ukcupyercs (akT O3HAKOMJIIEHHS pPaOOTHUKA C
comepxkanueM JIODKHOCTHOM MHCTpyKUMH B HHOM Qopme (omxHOocTHAS
MHCTPYKIUS 3a4UThIBaeTCs BCIyX 3aBenytomum MAJIOY).

6.5. Jlna Tekymiedt paOOThl € MOMJIMHHUKA JIOJDKHOCTHOM HMHCTPYKLUU
CHUMAIOT 3aBEPEHHYI0 KONHUIO, KOTOPYIO BblgatoT pabdotHuky MAJIOY,
paboTaromieMy B JaHHOM JOJIKHOCTH.

7. BHecenune usMeHeHu B J{0JKHOCTHY 0 HHCTPYKIHMIO

7.1. BHecenne nzmeHeHui B JIOJDKHOCTHYHO HHCTPYKIUIO OCYLIECTBIISIETCS B
CIEAYIOIINX CITyqasiX:

7.1.1. B CBsI3U C U3MEHEHHUEM 0053aTEIBHBIX YCIOBUN TPYJOBOTO JIOTOBOpA.
VYkazaHHas Mmpolelypa MPOBOJUTCA B COOTBETCTBUU C TpeOOBaHUSMU TpyI0BOTO



kojgekca P® (paGoTHuK moikeH OBITH HE MO3/JHEE, 4YeM 3a 2 Mecsia [0
MpeAnojJaraéMoro HM3MEHEHHs MHCbMEHHO yBenomuieH. llocie moirydeHwus
paOOTHUKOM COTJIALICHUS Ha MPOAODKEHHE TPYAOBBIX OTHOILIEHUM, BHOCSTCS
u3MeHeHus B JIOJKHOCTHYIO MHCTPYKIIHIO).

7.1.2. npu U3MEHEHUU OPraHU3ALMOHHBIX YCJIOBUH Tpyna, 0e3 U3MEHEHUs
Tpyn0BOH GYHKIIMK PabOTHHUKA.

7.2. 3aseayrommiit MAJIOY wiam auno, ynoJIHOMOYEHHOE WM, COCTaBJISIET
JIOTDKHOCTHYIO HMHCTPYKLIMIO B HOBOM peIakiuM, KOTOpas COTJIaCOBHIBACTCS U
YTBEP)KAAETCA B COOTBETCTBUU C TPEOOBAHUSIMU, YCTAaHOBJICHHBIMU pa3zzenamu 4 u
5 mHacrosimiero Ilonmoxenus. O3HakomiieHue paboTHUKA € JIOJKHOCTHOM
MHCTPYKIMEH  OCYIIECTBISETCA B  COOTBETCTBUM C  TpeOOBaHUSIMH,
YCTaHOBJICHHBIMU pa3zesioM 6 Hacrosulero [lonoxenus.

8. XpaHeHue 10/ZKHOCTHBIX HHCTPYKIHI.

8.1. JI0JKHOCTHBIE MHCTPYKLMM XpaHATCS B COOTBETCTBUM C IPABUIIAMM,
YCTaHOBJICHHBIMU B [lepeyHeM TUIOBBIX yNPABIECHYECKUX apXHUBHBIX JTOKYMEHTOB,
00pa3yIomuxcsi B MPOLECcCe AEATEIbHOCTH TOCYJIapCTBEHHBIX OPraHOB, OpraHOB
MECTHOTO CAMOYIPABJICHHUS W  OpraHu3aluil, YyTBEP>KIECHHBIM IPUKA30M
MunkynbTypbl Poccun ot 25.08.2010 Ne 558.

8.2. HomxHOoCcTHBIe HMHCTpyKuuu pabotHukoB MAJIOY  momiexar
NoCTOSIHHOMY XpaHeHuto B MAJIOY B TeueHuwe Tpex JET MOCHE MX 3aMEHbI
HOBBIMH.
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