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1. OO0mue Mo0KeHHS.

1.1.Hacrosmee ITonoxeHne 0 JOIKHOCTHOW HHCTPYKIUH pabOTHHUKOB (Janee — [Tonoxenune) MAJIOY
«Jlerckuit cax Ne272» CoBETCKOrO paiiona r.Kasanum pa3spaOOTaHO B LEIAX B3aUMOOTHOIICHUI
MeXay paGOTHHKOM H paboTojaresieM B JIHIE sapenyiomero MAJIOY «Jlerckuii can No272»
Coserckoro paifona r.Kasanu (namee — MAJIOY).

1.2.Hactosimee IlojoxeHue ONpenenseT OCHOBHBIC TpeboBaHusl K CTPYKType M COACPHKAHHIO
JO/DKHOCTEl HMHCTPYKIMH —pabOTHHMKOB, a Takke K mporeype pa3pabOTKH  J0JDKHOCTHBIX
MHCTPYKIMH, TIOPSUIKY MX IPUHSTHS, yTBEPHKICHHUS, BHCCCHUA B HMX JIOTIOJHEHUH ¥ H3MEHEHHUH.

2. TlousTHE J0/KHOCTHOM HHCTPYKIHH.

2.1. JIOKHOCTHAS MHCTPYKIMs pabOTHHKA (nanmee — JlomkHOCTHASA MHCTPYKIMS)) — OCHOBAHHBIM Ha
HOpMax  3aKOHOJATEIbCTBA oQHUIMANBHBIA  TPaBoBOM  JIOKYMCHT, periaMeHTHPYIOIIH
OpPraHU3alHOHHO-TIPABOBOE  TIOJIOKCHUE paGoOTHHKA, €ro OOA3aHHOCTH, NpPaBa, OTBETCTBEHHOCTD,
oBeCIIedrBalONTHil YCIOBHS JUIsL €ro OOBEKTHBHOM paGoThl TpPH OCYIICCTBICHHA WM TPYI0BOM
JIeSTELHOCTH COTJIACHO 3aHUMAeMOM JIOJDKHOCTH.

2.2. JIOIDKHOCTHASI HHCTPYKIHSL SIBIIACTCS. HOPMATHBHBIM nokanbHbEM akToM MAJIOY , peryaupyromnm
OTHOIIICHUS B PaMKaX yUpeXICHHUS, COACPKAIIUM 0611e00s3aTebHbIE TIPABUIIA [TOBEICHUS JIUIS BCEX
WM HEKOTOPBIX yYaCTHHKOB 00pa3soBaTebHBIX OTHOIIECHHH, PacCUYMTAHHBIMA Ha HEOIHOKPaTHOE
IIpAMEHEHNE, YTBEPKIEHHBIM IPUKA30M 3aBE/LYIOMICTO.

2.3. JIOMKHOCTHAsT MHCTPYKIHs COCTaBIseTes IO KaKJIOW INTATHOM JOJDKHOCTH YUPEKICHUS H
00BABISETCS. PAGOTHHKY MO/ POCTIUCH TIPH 3aKIIIOUCHUH TPYIL0BOTO JIOrOBOpA, & TAKXKE IPHU NMEPEBOJIE
Ha JPYTYIO J0JDKHOCTb.

2.4 JIo/DKHOCTHAsT HMHCTPYKLIMS paspabarblBaeTCsl MCXO[d M3 3a1ad M (yHKIHHA, BO3JIOKCHHBIX HA
KOHKPETHOr0 pabOTHHMKA, B COOTBETCTBHH CO IITATHBIM pacriucarueM. [IpaBunamMu BHYTPCHHETO
TPYIOBOTO pacmopsijika, ¢ cobmronerremM Konctutymuu Poccuiickoit  deneparny, TpynoBoro
xozexca Poccuiickoil Deepariuy M MHBIX HOPMATUBHO-TIPABOBBIX AKTOB.

2.5.0cHOBHOM Ui pPa3pabOTKH  JIOJDKHOCTHBIX UHCTPYKIUH  SBJISIOTCA «KBanmudukarmoHHbIe
XapaKTEpPUCTUKH  JIOJDKHOCTEH paGoOTHHKOB ~ 0Opa3oBaHMs» EpuHoro  KBalu(UKaIMOHHOTO
CIIpaBOYHHMKA JIOJDKHOCTEH PYKOBOJHMTENIEH, CTIELHATHCTOB ¥ CIIYXKAIuX IO npodeccusiM pabounx,
KOTOpBIE YTBEPX/IEHB (eIepalbHbIM OpraHoM MCIIOHHUTEILHON BIAacTH, TPOHECCHOHATBHBIC
CTaH/apThl, YTBEPKICHHBIC IIPHKa3aMH MHuHHCTEPCTBA TPYJa M COMAIBHOM 3allATBI Poccuiickoin
Depepany (Tex KaTeropuii pabOTHUKOB, K KOTOPHIM npUMeHeHHe TPO(MCTaHIApTOB  SBIACTCA
00s13aTeIbHBIM).



3. TpeGopauusi, NpeIbsBIsAeMbIe K CTPYKTYpe H COEPKAHHIO JOJIZKHOCTHBIX HHCTPY KU,
3.1.JI0JDKHOCTHAS! HHCTPYKIHSI COCTOMT M3 CIIE/FONINX pas/IelIoB.
- OO61me moJI0KEHUs
- JIomKHOCTHBIE 00S3aHHOCTH
- [IpaBa
- OTBETCTBEHHOCTD.
- BzaumooTtHomeHus. CBA3M MO TOJDKHOCTH.
3.2. B paszene «OOII#e TOJOKEHUD)!
- ycranaBiuBaeTcs cdepa AesTeNIbHOCTH JTaHHOTO CIIEIIUAIIACTA,;
- YCTaHABJIMBAETCS MOPSIOK €ro Ha3HAUCHHUA U 0CBOOOXKICHHUSI OT 3aHUMAEMOM JIOJDKHOCTH,
- yCTAHABIMBACTCS 3AMEILICHHUE 110 JIOJDKHOCTH BO BPEMA OTCYTCTBHS;
- OTIPEIENSIOTCS KBATA(PUKALMOHHBIE TpeGoBanus (TpeOOBaHNUs, IPENBABIISICMBIC K 00pa30BaHMIO U
cTaxy paboThI), IOJIMHEHHOCTD CIICIHATMCTA H J0JDKHOCTHEIC JIAIA, KOTOPBIMUA OH PYKOBOJHT;
- [IePEUHCIISOTCS [IPAaBOBBIE aKTHI X HOPMATUBHBIC JIOKYMCHTBI, KOTOPBIMH JIOJDKEH PYKOBOJCTBOBATBCS
CIIEIIMAIMCT B CBOCH JI€ATEITIBHOCTH.
B pasgen Moryr ObITh BKIIOUEHBI JPYTHC Tpe6OBaHKsL W TOJNOXKEHHs, KOHKPETU3HPYIOUME U
YTOYHSIOIIHE CTATYC JIOJOKHOCTHOTO JIHIIA U YCIOBHS €10 JIESITEIBHOCTH.
3.4. Paszien «J0/DKHOCTHBIE 00S3aHHOCTH» COJEPKUT [IEPEIeHb OCHOBHBIX (GyHKIMI JOJKHOCTHOTO
JIUIA, @ TAKKe YKA3bIBAIOTCS 00SA3aHHOCTH J0JDKHOCTHOTO JIMIA, BO3JIaracMble Ha HErO, yKa3bIBaeTCs
dopma ero ydacTHss B YIPaBICHIECKOM IPOLECCE (PYKOBOIHUT, yTBEPK/IAET, OOCCHEUMBACT,
[10JIrOTABIMBAET, PACCMATPHUBACT, HCIIONHSET, KOHTPOJIUPYET, COITIACOBBIBACT, IpeICTABIISET,
KypupyeT H T.1.)
3.5. Pasnen «IIpaBa» cOHEpXKHUT MEPEUCHD MPAB, MPENOCTABIIAEMBIX CIELUAIUCTY JUTSI BBIIIOJHEHUS
BO3JIOJKEHHBIX HA HEro GYHKIUH U 0053aHHOCTEH.
3.6. B paznerne «OTBETCTBEHHOCTB) YCTAHABIMBAIOTCS BA/IBI OTBETCTBEHHOCTH 33 HECBOCBPEMEHHOE
1 HeKadeCTBEHHOE BBIIIOJIHEHHE CIIEIMATHCTOM JOJDKHOCTHBIX 00SI3aHHOCTEN U HEUCIIOIb30BAHUE
IpeIOCTaBIEHHBIX EMY TIPaB.
3.7. Paznen «B3aummooTHOIEHusL. CBS3U MO JJOJDKHOCTH) COACPKUT MEPEICHD JOJDKHOCTHBIX JIHIL, C
KOTOPBIMH CIICIUATUCT BCTYNAET B clyKeGHBIE B3aMMOOTHOIIEHHUS ¥ 00eCTIeurBaCTCs
uHbOpMAaIHeil, YKa3bIBAIOTCS CPOKH TMOJydCHHS 1 pesocTaBlIeHus HHPOpMAIMH, ONpeeIseTCs
TIOPSIIOK MOJIIUCAHMS, COTJIACOBAHMUS H YTBEPIKACHHS IOKyMEHTOB.
3.8. O6s3aTeIbHBIME PeKBU3UTAMHU JIOIKHOCTHON HHCTPYKIMH SBJISIOTCS:
- monaoe nanmenosanue MAJIOY;
- 3ar0JIOBOK K TEKCTY,
- BU3BI COTJIACOBAHUS;
- IO/IIUCH, T'PpUG YyTBEPKICHUS.
4. Topsgok pa3spaboTKH, COIJIACOBAHUS, YTBEPAJCHHUI H BBeJeHHsS] B JelcTBHE JOKHOCTHOM
HHCTPYKIUH.
4.1. JIoJKHOCTHAs MHCTPYKIIMS pa3padaThIBacTCs 3aBe/IyrOMIM 00 JIUIIOM, YITOJTHOMOYCHHBIM
saBeyrommM. B ciydae eciu JIOJDKHOCTHAS. HHCTPYKIHA pazpabarbiBaeTCs JIUIOM, YIOJHOMOYCHHBIM
3aBeJyIOIINM, TO OHA MMOJIMUCHIBACTCS pazpaboTYHKOM.
4.2. JIoIOKHOCTHAs MHCTPYKIHS TOCTIE paspaboTKH IepeacTcs B npod)COrO3HbBI KOMHUTET MEPBHYHOM
mpo(COI03HOM OpraHu3aIuHy, IIpeICTABIISIONAN HHTEPECh! OOBITMHCTBA pa6oruukoB MAJIOY (nanee -
PO COKO3HBIA KOMHUTET). [Tpodcoro3HbIH KOMHTET B CPOK HE IMO3JHEE NCCATH paboumx JHEH CO JTHS
noxyderns JJOJKHOCTHON MHCTPYKIHMH OCYIIECTBISET COIIACOBAHUC JIOMKHOCTHOM HMHCTpyKIuH. B
ciydae ecyd IPo(COIO3HBIH KOMHUTET HE COITIACEH € TEKCTOM JIO/DKHOCTHON MHCTPYKIMHU JIAOO BHOCHT
TIPEUIOKEHHUS] TI0 €0 COBEPIICHCTBOBAHUIO, TO 3aBE/YIOLIEMY HAIPaBJISIeTCS MOTUBUPOBAHHOE MHEHHUE.
3aBe/lyIONMil MOXET COTJIACHThCA € HHUM b0 00s3aH, B TEUeHWE ISITH JHEH TOCie IOJyYCHHUS
MOTHBHPOBAHHOTO MHEHHMS, IPOBECTH JOMOIHATEIBHBIC KOHCYJIbTALIH ¢ mpo(COIO3HBIM KOMHTETOM B
[eJIsIX JJOCTH)KEHUS B3aUMOIIPUEMIIEMOr0 PEIICHHUSL.
I[Ipy He MOCTHKEHHH COIJIACHS BO3HMKIINC pasHOIJIACH: o(OPMIISIFOTCSL.  TTIPOTOKOJIOM, TIOCTIE Hero
3aBeJyIOIIUI UMEET ITPaBO yTBEPIUTH JIODKHOCTHYIO HHCTPYKIIHIO.



5. YrBep:kaenue [{01KHOCTHOH HHCTPYKIIHH

5.1. 3aBemyromuii yrBepxaaeT J(OJKHOCTHYIO HHCTPYKIUIO IIyTEM H3IaHUSI COOTBETCTBYIOIIETO
IpUKasa.

5.2. B npukaze B 00s3aTeIbHOM MOPSIAKE YKA3bIBAIOTCSI:

- naTa BBe/ieHUs JI0DKHOCTHON MHCTPYKITUH B JIEHCTBHE;

- yKazaHue 00 03HAKOMJIEHUH paOOTHUKOB ¢ JIOJDKHOCTHON MHCTPYKIIHEH M CPOKHU JIJISl 3TOTO;

- (haMMIIUU ¥ TOJDKHOCTH JIUII, OTBETCTBEHHBIX 3a coOMoieHue JI0DKHOCTHON HHCTPYKITHHT;

- HBIE YCIIOBUSL.

5.3. YtBepxaenHbie J0KHOCTHBIE HHCTPYKIIMU MOJIEKAT 00s13aTETbHON PETUCTPALMU B COOTBETCTBHU
¢ TpeOOBAHUSMH JIEIOTPOU3BOJICTBA C IIPUCBOCHUEM UM MOPSIKOBOTO HOMEpA.

6. O3nakomiienue paboTHHKOB ¢ [0/ KHOCTHOMH HHCTPYKIUEH

6.1. HeoThemieMoit 4acThIO TOJKHOCTHOM HHCTPYKIIMU SIBIISIETCS JIUCT O3HAKOMIICHHS, KOTOPBIi

BEIETCS B OpPraHM3allly M CIYXXKUT JI0Ka3aTeIbCTBOM TOTO, YTO PaOOTHUK O3HAKOMHMJICS C JOJIKHOCTHOM
HHCTPYKIIUEH.

6.2. OsmakomiieHue paboTHuKka ¢ JIOJDKHOCTHOW HMHCTpYKIMEH B  00s3aTeIbHOM — MOPSJIKE
OCyILIeCTBIIsCTCA NIPU NocTyuieHu: Ha paboty B MAJIOY. O3HakoMIIeHHE OCYIIECTBISIET 3aBEAYIOIIHIA,
1100 JUIO UM yHoHOMOuYeHHBIH. [Tocie o3HakoMIIeHUsT pabOTHHK

IpOCTaBysieT Ha JIOKHOCTHONW MHCTPYKIIMU 03HAKOMUTENIBHYIO BU3Y - C HHCTPYKIIMEH 03HAKOMIIEH,
Jiata, MOAIHUCH.

6.3. Osmakomyienue paboTHuka C JIOJDKHOCTHOW HWHCTPYKIHEH B  00S3aTEIBHOM  MOPSIKE
OCYIIECTBISICTCS IpU IIepeBojJie pabOTHMKA Ha JIPYTYIO JOJDKHOCTh. O3HAKOMJIGHHE OCYIIECTBIISET
3aBeyIONHMH OO JIUIO, YIIOJHOMOYEHHOE 3aBeaytoumM. [locie o3nakomiieHust pabOTHUK MPOCTABIISAET
Ha JI0/IDKHOCTHOM MHCTPYKLIMU O3HAKOMUTENIBHYIO BU3Y - C HHCTPYKIHEH 03HAKOMIIEH, J1aTa, TIOAIHUCH.
6.4. TpeGoBaHnus, ycTaHOBIECHHBIE B JOJDKHOCTHON HHCTPYKIIMH, JEHCTBUTEIHHBI C TOTO MOMEHTA,

Kor/ia pabOTHUK OBbUT C HEH 03HAKOMIIEH.

6.5. B cmyyae ecnu paOOTHHK OTKa3bIBAa€TCS pACIHCATHCS B O3HAKOMIICHHHM WM IOJIyYEHHUH
JIOIDKHOCTHOW MHCTPYKIIUH, JAHHBIA 0TKa3 (PUKCUPYETCst IIyTeM COCTABJICHHUS aKTa B IPUCYTCTBHH
HE3aMHTEPECOBAHHBIX cBHIETeNe. B akte Taike ¢ukcupyercss (pakt o3HaKOMIICHHS paOOTHHUKA C
cojepxanueM JIOJDKHOCTHON HMHCTPYKIMU B HHOH (opme (JloMKHOCTHAsT MHCTPYKLIMS 3auUTHIBACTCS
BCIIYX).

7. Buecenue uzmeHeHuii B J{0JUKHOCTHY 0 HHCTPYKIHUIO.

7.1. BHecenue u3aMeHeHUH B JJOMIKHOCTHYIO HHCTPYKIIMIO OCYIIECTBIISIETCS B CJIEAYIOIUX CIydasiX:

7.1.1. B cBsSI3M ¢ U3MEHEHUEM 00s3aTEIBHBIX YCIOBUH TPYIOBOTO JIOTOBOpa. Y KazaHHasl Mpolieaypa
MIPOBOJMTCS B COOTBETCTBUU ¢ TpeboBanusimu Tpynosoro kogekca P® (paboTHUK T0/KEH OBITH HE
IO3/HEe, YeM 3a 2 Mecsla J0 MperojaraéMoro u3MeHeHHs MMCbMEHHO yBeomiieH. [locine nonydenus
pabOTHUKOM COTJIAIIEHHS Ha MPOJOJDKEHHE TPYJIOBBIX OTHOLICHWM, BHOCSTCS HU3MEHEHHUS B
JIOMKHOCTHYIO HHCTPYKIIHIO).

7.1.2. npu U3MEHEHUH OpPraHU3alMOHHBIX YCIOBUH TpyAa, 6e3 n3MeHEeHHUs TPy 10BOM (QyHKITHH
paboTHHUKA.

7.2. 3aBenyronyMii WM JUIO, YIOJHOMOYEHHOE MM, COCTaBisieT JIOIDKHOCTHYIO MHCTPYKIMIO B HOBOM
penaKkiMy, KOTOpasi COIJIACOBBIBACTCS M YTBEPXKAAETCS B COOTBETCTBUH C  TpeOOBaHMSIMH,
yCTAHOBJIEHHBIMEH ~pasfenaMd 4 w5 wHacrosmero Ilomoxenus. O3HakomileHHe pabOTHHKA C
JIOJDKHOCTHOM HHCTPYKIIUEH OCYIIECTBIISIETCSI B COOTBETCTBHM C TpeOOBaHMSMH, YCTAaHOBIICHHBIMH
pazznenom 6 Hactosiero [lonoxeHus.

8.XpaneHue 10/LKHOCTHBIX HHCTPYKIHMH

8.1.JI0JDKHOCTHBIC HHCTPYKIIMK XPAHSTCS B COOTBETCTBUH C IpaBHJIaMH, YCTaHOBJIEHHBIMH B Ilepeunem
THUIIOBBIX YIPABJICHYECKHUX AapXHBHBIX JOKYMEHTOB, OOpa3ylOIIUXCs B IPOLECCE JEATEIbHOCTH
rOCY/IapCTBEHHBIX OPraHOB, OPIraHOB MECTHOT'O CaMOYIIPABJICHHUS U OPraHU3alMi, YyTBEPKICHHBIM
npukazoM MunkyaeTypsl Poccun ot 25.08.2010 Ne 558.

8.2.Jlo/oKkHOCTHBIE MHCTPYKIHE padoTHuKOB MAJIOVY nosuiexxar noctossHHoMy XpaHenuto B MAJIOVY B
TE€YEHHE TPEX JIET MOCIIEe UX 3aMEHBI HOBBIMHU.

9. 3ak/II0YUTEIbHBbIE M0JI0KeHH S

9.1. Hacrosimmii axT BCTYIIa€T B CHJIy C MOMCHTAa YTBEpP)KICHHSA PYKOBOJIUTEIEM H 00A3aTEICH JUIA
UCIIOJIHEHHS] BCEMH COTPYIHUKAMHU.



