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1. O01mme moJ10KeHUs

11 Hacrosmee IlomoxkeHne o0 JOJDKHOCTHOM  HWHCTPYKIMH  paOOTHUKOB  (maiee
[TonoxeHne) MyHHIMIIATBHOTO O0JKETHOTO JIOUTKOJIBHOTO 00pa30BaTEIbHOTO YUPESKICHHS
«[erckuit cax oOmepasBuBatomero Buma Ne23  «3050TON  KOJIOCOK»  3€JICHOA0IBCKOTO
MYHUIUIIATBHOTO paiioHa PecniyOnuku Tarapcran» (mamee - YupekicHHe) pa3padOTaHO B LENIX
peryarpoBaHUs B3aMMOOTHOIICHUH MeX 1y paOOTHUKOM H paboToaaTesiem.

12. Hacrosmee Ilonoxxenue onpeaesnsieT OCHOBHBIE TPEOOBAHHS K CTPYKTYPE U COJACPKAHUIO
JOJDKHOCTHOM  MHCTPYKIMH pAaOOTHUKOB YUpPeXKICHHs, a Takke K Mpoueaype pa3paboTku
JOJDKHOCTHBIX MHCTPYKIMU, MOPSAAKY MX MPHHATHS, YTBEP)KICHHs, BHECEHUS! B HUX JOMOJIHEHUNA H
U3MEHEHUM.

2. [loHsiTHE 10’KHOCTHOM MHCTPYKIIUH

21. JomkHOCTHas WHCTpyKuus paboTHuka YupexnaeHus (mamee - JlommkHOCTHAs
UHCTPYKLUSI) - OCHOBAHHBIH Ha HOpPMax 3aKOHOAATENBCTBA OQHUIMAIbHBIA IMPABOBONH JOKYMEHT,
pErIaMeHTUPYIOIIMH  OpPraHU3allMOHHO-TIPABOBOE  MOJOXKEHUE pabOTHHKA  YUpeXIEHHs, €ro
00513aHHOCTH, TIpaBa, OTBETCTBEHHOCTh, OOECIIEUMBAIOIINN YCIOBUS i €ro 3(h(HEeKTUBHON pabOTHI
IIPU OCYIIECTBICHUU UM TPYJOBOU AESITEILHOCTH COTJIACHO 3aHUMAaEMOM JTOJIKHOCTH.

2.2. JlomKHOCTHAsi MHCTPYKIHS SIBJISIETCS HOPMATHBHBIM JIOKAJIBHBIM aKTOM YUpEXICHHS,
pPEerylMpyIOIIUM OTHOIIEHHUS B paMKax YUpekKIEeHMs, COJAepKalluM oOlIeo0s3aTenbHble MpaBuia
NOBEJICHUS JUIsl BCEX WJIM HEKOTOPBIX YYaCTHUKOB OOPa30BATENbHBIX OTHOIIEHUH, PACCUMTAHHBIM Ha
HEOJTHOKPAaTHOE IPUMEHEHHE, YTBEPKACHHBIM MPUKA30M 3aBEAYIOLIET0 Y UpesKIeHUS.

2.3. JIoMKHOCTHas MHCTPYKLHUS COCTaBJseTCs MO KaXIOW IITaTHOM JOJKHOCTH
VYupexxenus U oObsBiIsAeTCS pabOTHHUKY IMOJA PACHHMCKY IMPH 3aKIIOYEHHHM TPYJIOBOrO JI0TOBOpa, a
TaKXXe MPH MEepPEeMEIIeHUN Ha JPYTylo JOJKHOCTb U MPU BPEMEHHOM HCIOJIHEHUHM O0sS3aHHOCTEH 1o
JOJIKHOCTH.

2.4. Jlo;KHOCTHas WHCTPYKLIMS pa3pabaThlBaeTcss MCXOAd M3 3aJad U (QYHKUU,
BO3JIOKEHHBIX HAa KOHKPETHOIo pabOTHUKA, B COOTBETCTBUHU CO IITATHBIM pacnucanueMm, [IpaBunamu
BHYTPEHHETO TPYAOBOTO pacropsiika YupexaeHus, ¢ cobmonenueM Koncturymuun Poccuiickoit
®enepannn, Tpynosoro koaekca Poccniickoit denepanuy 1 HHBIX HOPMAaTUBHO-TIPABOBBIX aKTOB.

2.5. OcHoBoOM /i pa3pabOTKH TOJKHOCTHBIX MHCTPYKUMH siBistoTCs «KBanudukaoHHsle
XapaKTepUCTUKU  JOJDKHOCTEM  pabOTHHKOB  oOpa3oBaHusi»  EnuHoro  kBanuukalnoHHOTO
CIIPaBOYHMKA JOJDKHOCTEM PYKOBOJIMTENEH, CIEUAINCTOB U CIyXallUX, yTBepKaAeHHOoTo [Ipukazom
MuHncTepcTBa 31paBOOXPAHEHUS] U COLMAIIBHOTO pa3BuTus Poccuiickoit Penepaunn ot 26 aBrycra
2010r.Ne7614.

3. TpeGoBanus, NpeabsiBJIsieMbIe K CTPYKTYpPe U COJePKAHUI0 J0TKHOCTHOM

HHCTPYKLUH.
3.1. JlomKHOCTHAsi HHCTPYKLIMS COCTOUT U3 CIEAYIOIUX Pa3/IeNIOB:

- OOmme moJ0KeHUS
- JIomKHOCTHBIC 00SI3aHHOCTH.
- IlIpaBa.

OTBETCTBEHHOCTD.



- BsammootHomenus. CBs3H MO JOKHOCTH.

3.2. B paznene «O0ImIre MOI0KESHU:

- ycTaHaBIHMBaeTcs chepa AeATEIILHOCTH JaHHOTO CIEHUAINCTA;

- YCTaHaBIIMBAETCS MOPSIOK €r0 Ha3HAUYCHUS M OCBOOOXKICHUS OT 3aHMMAEMOH JIOJKHOCTH;

- yCTaHaBIHMBAETCS 3aMEUICHHUE IO JOHDKHOCTH BO BPEMsI OTCYTCTBUS;

- ONpENENIOTCS KBATH(PUKAIMOHHBIE TPeOOBaHus (TPEOOBaHUS, TIPEIBSBIISIEMBIC K
00pa30BaHUIO M CTAXKy pabOThI), TOJYMHEHHOCTD CIIEIIUATINCTA U JOJIKHOCTHBIC JIUIA, KOTOPHIMH OH
PYKOBOJIUT;

- TIEPEYUCIISAIOTCS MPABOBBIC aKThl © HOPMATUBHBIE IOKYMEHTBI, KOTOPBIMHU JOJKECH
PYKOBOJICTBOBAThCSI CIICITUATIICT B CBOCH JIESATEIBHOCTH.

B paznen MoryT ObITh BKIIFOUCHBI IpYTHE TPEOOBAHUS U TIOJIOKECHHUS, KOHKPETH3UPYIOLIHE U
YTOUYHSIONINE CTATYC TOJHKHOCTHOTO JIMIA U YCIIOBHSI €T0 IeATEIIbHOCTH.

34. Pasgen «JloJKHOCTHBIE OOS3aHHOCTH» COJICPXKUT TIEPEYCHb OCHOBHBIX (DYHKITHIA
JIOJDKHOCTHOTO JIMIIA, & TAKIKE YKa3bIBAIOTCS 00S3aHHOCTH JTOJDKHOCTHOTO JIMIIA, BO3JIaraeMble Ha HETo,
yKa3piBaeTcsi (opMa ero ydvacTHs B YIOpPaBICHYECKOM Tmporecce (PyKOBOJIUT, YTBEPIKIACT,
o0ecrieynBaeT, MOATOTABIMBACT, PACCMATPHBAET, WCIHOJHIECT, KOHTPOJUPYET, COTIACOBBIBALT,
MPEJICTABISIET, KYPUPYET U T.1I.)

35.  Pazmen «lIpaBa» COAEPKUT IMEpPEUYCHb NpPaB, MPEIOCTABISIEMBIX CHCIHAINCTY IS
BBIITOJIHEHUS BO3JIOKCHHBIX Ha HEro PYHKIWH ¥ 00S3aHHOCTEH.

3.6. B pasnmene «OTBETCTBEHHOCTH» yCTaHABIUBAIOTCS BHJIBI OTBETCTBEHHOCTH 3a
HECBOEBPEMEHHOE u HEKaYeCTBECHHOC BBITIOJTHCHHUE CIEIHATMCTOM JTOJKHOCTHBIX
00513aHHOCTEN ¥ HEUCIIOJIL30BAHUE MPEIOCTABICHHBIX MY TIPaB.

3.7. Paznen «B3anmootHomeHus. CBsA3U MO JOKHOCTHY COACPKUT MEpedeHb JTOKHOCTHBIX
JUI, C KOTOPBIMH CIIEIUAIHUCT BCTYHNAeT B CIyXeOHble B3aMMOOTHOIICHHS U OO0ECIeYnBaCTCS
uH(popMaliel, yKa3blBalOTCSd CPOKH TMOJyYEHHUS M MPEeIOoCTaBleHUS HH(OpMAIUU, OMpeaenseTcs
MOPSAZOK MOANMCAHUS, COTJIACOBAHUS U YTBEPXKICHUS TOKYMEHTOB.

3.8. OOs3aTenbHBIME peKBU3UTAMU J{OIKHOCTHOW UHCTPYKITUH SBIISIOTCS:

- TIOJIHOE HAaUMEHOBaHHE Y UpexkKICHNUS;

- 3aroJIOBOK K TEKCTY;

- BU3bI COTJIACOBaHUS;

- TOJNHUCH, TPUP YTBEPKIACHHUS.

4. Ilopsinok pa3padoTKu, COIJIACOBAHUS, YTBEP:KICHUS U BBeleHUS B [leiicTBUE
AOJIKHOCTHOM MHCTPYKLIMHU

41. JlomKHOCTHAs MHCTPYKIIUS pa3padaThIBACTCS 3aBENYIONIUM Y UpExKACHUS JIMOO JTUIIOM,
YIOJIHOMOYEHHBIM 3aBEAYIOLIMM YupexzaeHus. B cayuae, ecnu JIo/DKHOCTHAsE HMHCTPYKLHS
pa3pabaTeIBaeTCs JIMIIOM, YIIOJTHOMOYEHHBIM 3aBEIYIOIIMM YUPEXKIEHHUS, TO OHA MOMANUCHIBACTCS
pa3paboTYUKOM.

4.2. JIoMKHOCTHas MHCTPYKIUS MOCIE Pa3pabOTKH MepenaeTcss B MPo(COI3HBIA KOMUTET
MEPBUYHON TPOQCOIO3HON OpraHu3auy, MPEACTABISIOMNNA WHTEpechl OONBIIUHCTBA PaOOTHHUKOB
VYupexnenus (nanee - mpodcoro3Hbiii koMuteT). [Ipohcoro3HbIl KOMUTET B CPOK HE MO3IHEE JACCITH
pabounx jHeH co JHA mnonydeHus JIOKHOCTHOM MHCTPYKIMHM OCYILECTBIISET COrJIacOBaHHE
JomxHOoCTHOW HWHCTPYKIMU. B ciydae, ecnu mpod)COrO3HBI KOMHUTET HE COTJAce€H C TEKCTOM
JIOMKHOCTHOM MHCTPYKIMH JUOO BHOCUT TMPEAJIOKEHUS IO €ro COBEPIIEHCTBOBAHHUIO, TO
3aBEAYIOLIEMY YUPEKICHUS HaAIMpaBs€TCs MOTUBUPOBAHHOE MHEHHE. 3aBEAYIONIUN YUpEeKICHUS
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MOJKET COTJIACUTHCS C HUM JIMOO 00s3aH B TEUCHHE MSATH JHEH MOCie MOTYYeHHUS MOTHBHPOBAHHOTO
MHEHHUS TPOBECTH JOMOTHUTEIbHBIE KOHCYIBTAIUU C TPO(COIO3HBIM KOMUTETOM B IENISX JOCTHKCHUS
B3aUMOIIPUEMIIEMOTO PELICHUSI.

[Tpy HEAOCTMKEHUU COTJIaCUsl BO3HHKIIHME pa3HOryacusi 0QOpMIISIOTCA MPOTOKOJIOM, MOCIHE
Yero 3aBeAYIOUN YUpeKIeHUsI UMEET MPaBo yTBEPIUTh JOKHOCTHYIO HHCTPYKIUIO.

5. YrBepxaenue J0/5KHOCTHOH MHCTPYKIMH

5.1. 3aBenyromuii YupexaeHus yreepxkaaet JJomKHOCTHYIO HHCTPYKIIMIO IyTEM U3/1aHUs
COOTBETCTBYIOLIETO IIPUKa3a.

5.2. B npukase B 00s3aTeIbHOM TOPSIKE YKa3bIBAIOTCS:

- 1ara BBefieHUs [0JKHOCTHOM MHCTPYKLIMH B JICVCTBUE;

- yKazaHue 00 03HAKOMIICHUH PaOOTHHUKOB ¢ JIOJDKHOCTHOM MHCTPYKITUEH U CPOKH TSI 3TOTO;

- (haMUJITMM ¥ IOJKHOCTH JIMII, OTBETCTBEHHBIX 32 COOMIoAeHNE JlOIKHOCTHON HHCTPYKIIUU;

- UHBIE YCITIOBUSI.

5.3. Y1BepxkaeHusie JJomKHOCTHBIE MHCTPYKIIMU TIOJIIEXKAT 00513aTebHOM PETUCTpaIii B
COOTBETCTBHHU C TPEOOBAHUSMU JIEIOMPOU3BOACTBA B YUPEKACHUHU C IPUCBOCHUEM UM TOPSAIKOBOTO
HOMEDA.

6. O3HakoM/IeHHE PA0OOTHUKOB ¢ J[0JIZKHOCTHOM MHCTPYKIUEeH

6.1. O3snakomienue paboTHUKA YupexaeHus ¢ J(ODKHOCTHOM  WHCTpyKIUEH B
00s3aTeIbHOM NOPSAKE OCYIIECTBIIACTCS MPU NOCTYIJICHUH Ha paboTy B YupexxaeHue. O3HaKoOMIICHUE
OCYIIECTBIISIET 3aBenyromuid YupexaeHus. I[locne o3HaKOMJIEHHS paOOTHHUK MPOCTaBIIIET Ha
JI0JPKHOCTHOM MHCTPYKIIMA O3HAKOMUTEIIBHYIO BU3Y - C HHCTPYKLIIMEH 03HAKOMIIEH, J1aTa, IOIIINCH.

6.2. OsnakomiieHue paboTHHKA YupexaeHus ¢ JJoMKHOCTHONW HHCTPYKIHEH B
0053aTeNTbHOM TOPSIIKE OCYIIECTBIIAETCS IPU MIepeBOjIe padOTHUKA HA JPYTYIO JOKHOCTh HIIN
BPEMEHHOM IIEPEBOJI€ Ha APYTyto paboTy. O3HaKOMIIEHHE OCYIIECTBIISIET 3aBEAYIOIIMNA Y UpexKIeHNUS.
[Tocne o3HaKoMyIeHHUs paOOTHUK NMPOCTaBIsIET Ha J{OJPKHOCTHON MHCTPYKIIMM 03HAKOMUTENIbHYIO BU3Y
- C MUHCTPYKLMEN O3HAKOMJIEH, J1aTa, TOAIHNCH.

6.3. TpeboBaHus, ycraHOBICHHbIE B JIOIDKHOCTHONW MHCTPYKLIMH, JAEHCTBUTENIBHBI C TOTO
MOMEHTA, KOT/1a pabOTHUK ObUI C HEH 03HAKOMJIEH.

6.4. B cnyuae ecnu paOOTHHK YUpekAE€HUs OTKa3bIBa€TCs PACHUCATHCS B O3HAKOMIIEHUH
WIN TTOJTy4YeHUH J0KHOCTHOM MHCTPYKIUH, TaHHBIN OTKa3 (GUKCUPYETCS MYTEM COCTABICHMS aKTa B
NPUCYTCTBUHM HE3aMHTEPECOBAHHBIX cBHUaeTenei. B akrte Taxxke Qukcupyercss (akT 03HAKOMIICHHS
paboTHHKa ¢ coiepxaHueM J[OJPKHOCTHON MHCTPYKUUHU B MHOU ¢opme (lomKHOCTHAsS MHCTPYKIIUS
3a4YNTHIBACTCS BCIYX 3aBEAYIONIMM YUPEKICHHS).

6.5. Hnsa tekymed paboThl ¢ TOMIUHHUKA JODKHOCTHOW WMHCTPYKIIMH CHHMAIOT
3aBEpEHHYI0 KOMNUIO, KOTOPYIO BBLIAIOT PAOOTHHKY VYupexJeHus, palOoTarolmieMy B JIaHHOM
JTOJKHOCTH.

7. Buecenne usMeHeHHH B JIOJIZKHOCTHYI0 HHCTPYKIHIO

7.1. Buecenne wu3MeHeHHMH B JIOJDKHOCTHYIO  MHCTPYKLHMIO  OCYIIECTBISIETCS B
CIIEYIOIINX CIIydasx:

711 B cBMBM C W3MEHEHHWEM O0s3aTeNbHBIX YCIOBUH  TPYIOBOTO  JOTOBOpA.
VYkazanHas mpoleaypa HpOBOAMTCS B COOTBETCTBMM ¢ TpeOoBaHusiMu TpymoBoro konekca PO
(pa®oTHHK OJKEH OBITh, HE TIO3/IHEE, YeM 3a 2 MecsAla A0 MPeIrnoJaracéMoro n3MeHEHHs TUCbMEHHO
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yBenomiieH. Ilocie momydyeHuss paOOTHHUKOM COTJIAIIEHUS Ha MPOJOJDKEHUE TPYAOBBIX OTHOIICHUH,
BHOCATCS] H3MEHEHUS B JIOIDKHOCTHYIO HHCTPYKIIHIO).

712. mnpu U3MEHEHMH  OpPraHM3AMOHHBIX  yCIOBUH  Tpyna, 0e3  H3MEHEHHS
TPYIOBOM GYHKIIMHM paOOTHHKA.

7.2. 3aBenyommii  YUpeXIEHUS WIA JIMIO, YIOJHOMOYEHHOE MM, COCTaBIISCT
JIOJDKHOCTHYIO HMHCTPYKIIMIO B HOBOH pEJaKIMU, KOTOpas COTJIAaCOBBIBACTCS M YTBEpXKIaeTcs B
COOTBETCTBUHM C TpPeOOBAaHMSAMM, YCTaHOBJICHHBIMM paznenamu 4 u 5 Hacrosimero [lonoskenws.
OsnakomiieHne paboTHHKAa ¢ JOJDKHOCTHOM MHCTPYKIHMEH OCYIIECTBISIETCSI B COOTBETCTBHU C
TpeOOBaHUIMH, YCTAaHOBICHHBIMH pa3enioM 6 Hactosmero [lornoxxeHus.

8. XpaHeHue 105KHOCTHBIX HHCTPYKIMIA
8.1. JlomKHOCTHBIE MHCTPYKIIMH XPAHITCSA B COOTBETCTBUU C MPABUIIAMH, YCTaHOBJICHHBIMU
B llepeuHeM THIOBBIX YIPABICHUYECKUX AapXWBHBIX JOKYMEHTOB, OOpPa3yIOIIMXCS B TMpoIecce
NEeSITEIPHOCTH TOCYJapCTBEHHBIX OpPIraHOB, OPraHOB MECTHOT'O CAMOYIPABICHUS W OpraHU3alui,
YTBEPAKACHHBIM IprKazoM MuHkynbTypsl Poccun ot 25.08.2010 Ne 558.
82.  JIOJKHOCTHBIE HWHCTPYKIHMH pAOOTHUKOB YUpPEKACHHUS MOIJIeKAT MHOCTOSHHOMY
XPaHEHHUIO B YUPEXKIEHUH B TEUCHHE TPEX JIET IOCIIE UX 3aMEHBI HOBBIMHU.
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