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1.OBIIIUE TTOJIOXKEHMA
L.1Hacrosmiee  TToMOKeHHe © QOJDKHOCTHON —WHCTpyKumu —paGoTHMKOB (namee Ilonmoxerue)
MyHHIHTATBEHOTO GIOUKETHOTO JIOIKOIEHOTO 00pa30BaTebHOrO  YUPEKIACHHUS «Jlerckuit  can
komOuHHpoBaHHOrO Buma  Ne 25 «AueHymkay cena OCHHOBO 3eJCHONONBCKOTO MYHHIMIAILHOTO
paitona Pecrry6imku Tatapcran (nanee - Vupexaenne)pa3paboTaHo B LEJSX peryMpoBaHHs
B3aMMOOTHOIIEHHH MEXy pPaOOTHHKOM U paboToaaTesieM.
12 Hacrosiuiee ITooxenne Onpe/IeseT OCHOBHBIE TPEOOBAHMS K CTPYKTYPEH COJIEPIKAHHUIO JOJKHOCTHOH
MHCTPYKIMHE paGOTHHKOB YUpekIeHHe, a TaKkKe K Mpoueype paspaboTKh J0JKHOCTHBIX MHCTPYKIMH,
TOPSIIKY WX TIPUHSTHS, YTBEPIKICHHS, BHECEHHS B HUX JOTOIHCHHH 1 H3MEHEHUH.

2. TIOHSITUE JIOJDKHOCTHOU MHCTPYKIIMA

2.1. JIOIDKHOCTHAs MHCTPYKUMsS pabOTHHKA YUpekKAeHMs (manmee - JIO/DKHOCTHAS WHCTPYKIWMS) -
OCHOBAHHBIH Ha HOPMaxX 3aKOHOJATEThCTBA OQHUHMAIBHBI TPABOBOH JOKYMEHT, PErJIaMeHTHPYIONHM
OpraHM3alMORHO-TIPABOBOE  MOJIOKEHHe — pabOTHMKA ~ YUpekIeHHst, €ro  OOs3aHHOCTH, TpaBa,
OTBETCTBEHHOCTB, 00ECTIEUNBAIOMINI yCaoBus Uist ero dGGdeKTHBHON paboThl MPH OCYIIECTBICHUH UM
TPYJI0BOH JIESTEIBHOCTH COTJIACHO 3aHUMAaeMOM JOJKHOCTH.

2.2. JIOWKHOCTHAs WHCTPYKIHS  SBISETCS HOPDMATHBHBIM  JIOKQIBHBIM ~ AKTOM  YUPEKICHHMS,
PETYIHPYIONMM OTHOIIEHHS B paMKax YUpexIeHWs, COIepxamuM o0meods3aTe/bHbIe IpaBUila
TIOBEJICHUSI UTS BCEX WIIM HEKOTOPBIX YYaCTHHKOB 00pa30BaTE/bHBIX OTHOLICHHH, pACCYMTAHHBIM Ha
HEOJIHOKpATHOE IIPUMEHEHNE, YTBe)KICHHBIM [IpHKa3oM 3aBeIyloNIero Y UpekIeHuUs.

2.3 JIOJDKHOCTHAST HMHCTPYKIMSL COCTaBJIS€TCS 110 KaKIOW IITATHOH JOJKHOCTH —YUDPEXKICHUS U
oGwsiBIsIeTCST  pabOTHUKY TIOA DPACIHMCKY TMPH 3aKIIOYEHHH TPYIOBOTO JIOTOBOpA. a TaKkKe IpU
TepeMeleHHH Ha IPYTYIO JODKHOCTD H IIPH BPEMEHHOM HCTIOTHEHHH 00A3aHHOCTEH 10 T0JIKHOCTH.

2.4. JIo/DKHOCTHAs MHCTPYKIHMS paspabarbiBaeTcs MCXOIs M3 3amad W (QYHKIHH, BO3JIOKEHHBIX Ha
KOHKPETHOTO pabOTHMKA, B COOTBETCTBHHM CO INTATHEIM pacriicanueM, IIpaBuiiaMu BHYTPEHHETO
TPYJIOBOTO pacriopsaka YupexueHus, ¢ cobmonenneMm Konctutymmn Poccniickoit ®Denepann,
Tpynosoro kojekca Poccuiickoit Denepanny 1 HHBIX HOPMATHBHO-TIPABOBBIX aKTOB.

2.5. OcHOBO#f s pa3spabOTKM TOJDKHOCTHBIX ~MHCTPYKIMH — siBisnoTess  «KBanmu@ukannoHHbIe
XapaKTEPUCTHKH JOJDKHOCTeH paboTHHKOB oOpa3oBaHus» EIMHOTO KBaTM(UKAUHOHHOTO CIPABOYHHKA
JIOJKHOCTEH PYKOBOJMTENIEH, CIICLHATMCTOB | CIyXKalmX, yrBepskaernoro Ilpukasom Munncrepera
3/IpaBOOXPAHEHHS M COLMATBHOTO pasBuTHs Poccniickoit denepammu ot 26 asrycta 2010 r. Ne7614.

3. TPEBOBAHMUSL, TIPEBSIBIISIEMBIE K CTPYKTYPE U COJEPXAHUIO JOJDKHOCTHOM
VHCTPYKIINA

3.1.JI0JDKHOCTHASI HHCTPYKLIMSI COCTOHMT M3 CIIETYIOUINX pa3/IesioB:

- JIOJDKHOCTHBIC 00SI3aHHOCTH

- TIpaga;

- OTBETCTBEHHOCTD;

- B3aUMOOTHOIIEHHUSI, CBSI3H 110 JOJIKHOCTH.

3.2. B paznene «O01IHe noaoKeHUs»:



- ycTaHaBJIMBaeTcs cepa NesITeIbHOCTH JaHHOTO CHEeIUaNINCTa;

- YCTaHaBJIMBAETCS MOPSIOK €r0 Ha3HAYCHHS U OCBOOOXKIEHUS OT 3aHMMAEMON JIOJDKHOCTH;

- OIpeleNsioTcs KBalM(UKALlMOHHbIE TpeOoBaHUs (TpeOOBaHMS, NpEIbsABIIAEMble K 0Opa3OBaHUIO U
CTaXy paOOThI), MOJJUMHEHHOCTb CIIELIMAIUCTA U JIOJDKHOCTHBIE JIMLA, KOTOPHIMU OH PYKOBOJIUT;

- NIEPEUUCIISAIOTCS IIPABOBBIE AKThl 1 HOPMATUBHBIE JOKYMEHTBI, KOTOPBIMHU JIOJKEH PYKOBOJICTBOBATHCS
CIIEIUAJINCT B CBOEH AESITEILHOCTU.

B pasnen moryt ObITh BKIIOUEHBI Jpyrue TpeOOBaHUS U MOJI0XKEHU s, KOHKPETU3UPYIOLME U YTOUHSIOIIHE
CTaTyc JOKHOCTHOTO JIMIA M YCIIOBUS €0 JAEATEIIbHOCTH.

34. Pazen «JloKHOCTHBIE O0SI3aHHOCTHY COJICP)KUT TTePeueHb OCHOBHBIX()YHKITHI JTIOJDKHOCTHOTO JIHIIA,
a TaKKe YKa3bIBaIOTCS 00A3aHHOCTH JODKHOCTHOIO JIMIIA, BO3JIaraeMble Ha HEro, yKkasbiBaeTcs Gopma ero
y4acTHsi B yIpaBlieHYeCKoMIiponecce (PyKOBOAMT, YTBEPXKIACT, OOECHEeuMBaeT, IOATOTaBIMBACT,
paccMaTpUBaET, UCIOJIHAET, KOHTPOJIMPYET, COITIACOBBIBAET, IIPEICTABIISIET, KypUpyeT U T.[.)

35Paznen «lIpaBa» coAepXUT IepeyeHb IMpaB, MPEIOCTABISAEMbIXCICIIUAINCTY JAJs BBIMOJIHEHUS
BO3JIOKEHHBIX Ha HEro QyHKIUK U 00S3aHHOCTEH.

3.6B paznene «OTBETCTBEHHOCTH» YCTAaHABIMBAIOTCS BUIBI OTBETCTBEHHOCTH 32 HECBOCBPEMEHHOE W
HEKauYeCTBEHHOE BBINMOJIHEHHE CIEHUAINCTOM JIOJDKHOCTHBIX OOSI3aHHOCTEH W HEUCIOJb30BaHME
IIPEIOCTABJICHHBIX EMY IPaB.

3.7. Paznen «B3anmooTHomeHUs. CBS3M MO JOKHOCTU» COAEPKUT IMEPEUeHb JOJKHOCTHBIX JIMIL, C
KOTOPBIMU CHEIUAINCT BCTYNAET B CIy)KeOHBbIE B3aMMOOTHOLICHHS U OOecreuuBaeTcss HHPopMaLuen,
YKa3bIBAIOTCS CPOKU IMOJYYEHHUs U MPEAOCTaBICHUS HHPOPMAILIUU, ONIPEAEIAETCS TOPAAO0K MO CAHUS,
COITIaCOBAHUS U YTBEPXKICHUS JIOKyMEHTOB, YCTaHAaBJIMBAETCS 3aMEIEHUE IO JOJDKHOCTH BO BpeMs
OTCYTCTBHSL.

3.8. O0s3aTenbHBIME pEKBU3UTAMH J{OIKHOCTHON MHCTPYKIIUH SIBIISTFOTCSL:

IIOJIHOE€ HAUMEHOBAaHUE YUpEXKICHNUS,

3aroJIOBOK K TEKCTY;

- BU3bI COIVIACOBAHMS;

- IOJNKCh, TPU) YTBEPIKIACHHUSL.

4. TIOPSJIOK PA3PABOTKHU, COTJIACOBAHUS, YTBEPXKIEHUS U BBEJEHUS B JEUCTBHUE
JOJDKHOCTHOM MHCTPYKIUN

41 JloKHOCTHAsT ~ MHCTPYKUUS — pa3padaTbiBaeTcs  3aBEAYIOIMM  YUpexXJeHus JH00  JIMIIOM,
VIIOJIHOMOYEHHBIM  3aBEAYIOLMM  YupexaeHus. B cioydae, ecou  JlomKHOCTHAsT HWHCTPYKUHS
paspabaThIBae€TCs JIMLIOM, YIIOJIHOMOYEHHBIM 3aBEAYIOUMM YUpPEXKICHUS, TO OHA IOANHCHIBACTCS
pazpabOTYUKOM.

4.2 JIoJoKHOCTHAsE MHCTPYKIMS TIOCHIE Pa3palbOTKM TepenaeTcs B MPO(COI03HBIH KOMHUTET MEPBUYHON
npo)COr03HOM OpraHu3aIiy, MPEACTABISIONMNA HWHTEPEChl OONBIIMHCTBA PA0OTHUKOB YUpEKICHUS
(manee - mpodcorozHbIii koMuTeT). [Ipocoro3HBI KOMUTET B CPOK HE MO3JHEE JACCATH PadOUMX JHEH CO
IHS noaydeHust JoKHOCTHOM MHCTPYKIIMU OCYILECTBIISIET coracoBanue [JomKkHOCTHON UHCTPYyKIMU. B
ciydae, eciu MpOQCOr03HBIM KOMUTET HE COTNIACEH C TEKCTOM J{OJDKHOCTHOW MHCTPYKIHUU JINOO BHOCUT
MPEAJIOKEHUs 10 €ro COBEPIICHCTBOBAHHMIO, TO 3aBEAYIOIIEMY YUpexKJIeHUs HalpaBJsieTcs
MOTHBHUPOBAHHOE MHEHHUE. 3aBeIyIONMI YUpekIeHUsI MOXKET COTTIACUTHCS ¢ HUM JIHO0 00s513aH B TEUCHUE
IATU JTHEH I0Cie MOJy4eHHUs] MOTUBUPOBAHHOIO MHEHMS IPOBECTU JONOJHUTEIbHBIE KOHCYIbTAIIUU C
MpoQCOI03HBIM KOMHUTETOM B LEJSAX JOCTHXKEHUs B3auMompuemseMoro pemenus Ilpu HenoctukeHuu
corylacusi BO3HUKIIME pa3Horiacus oQoOpMISIIOTCS MPOTOKOJIOM, IOCIE YEro 3aBeaylolmMil YupexaeHus
MMEET MPaBO yTBEPAUTDH J{OHKHOCTHYIO HHCTPYKIIUIO.

5. VTBEPXXJIEHME JIOJDKHOCTHOM MHCTPVYKIINU

5.1. 3aBemyronmii YupexueHus yrBepkaaeT J{OJDKHOCTHYIO MHCTPYKIUIO TYTeM  HM3JaHUs
cooTBeTcTBYIONIEro [Ipukasa.

5.2. B IIpukase B 00s13aTeIbHOM MOPSIJIKE YKAa3bIBAIOTCSL:

- naTta BBeIeHUA [J0JKHOCTHOM UHCTPYKIIMH B JIEUCTBUE;

- YKa3aHue 00 03HAaKOMJICHUU PabOTHUKOB C J{0MKHOCTHON MHCTPYKIHMEH U CPOKH ISl 3TOTO;

- aMUIMU ¥ JOJDKHOCTH JIUIL, OTBETCTBEHHBIX 32 coOMtoieHue J{0KHOCTHOW UHCTPYKIIUU;

- UHBIE YCIIOBUSI.



5.3. YTBepxkaeHHble JIOTKHOCTHBIE HHCTPYKLUHU MOAJIEKAT 0043aTeIbHON PErucTpalui B COOTBETCTBUU
¢ TpeOOBaHUSAMHU JICIIONPOU3BOJICTBA B YUPEKICHUH C IPUCBOSHUEM UM MOPSIKOBOTO HOMEPA.

6. O3HAKOMIJIEHUE PABOTHUKOB C JOJI)KHOCTHOM MHCTPYKLIUEN

6.1. O3nakomiieHue paboTHUKA YupexaeHus ¢ JlOKHOCTHOW MHCTPYKIHMEH B 00S3aTETbHOM MOPSIKE
OCYLIECTBJISIETCS MpPH MOCTYIJIEHMHM Ha pabotry B VYupexiaeHuu. O3HAKOMIIEHHE OCYIIECTBIISET
3aBenyroumit Yupexxaenus. [locie o3HakoMIeHHs! paOOTHUK MPOCTaBIIAET Ha JJOIKHOCTHONH MHCTPYKITUU
03HAKOMUTEJIbHYIO BU3Y - C HHCTPYKIIUEH 03HAKOMJIEH, 1aTa, MOAIKCH.

6.2. O3HakomieHHE paOOTHHKA YupexaeHus ¢ J[OMKHOCTHOW MHCTPYKIHEH B 00S3aTEITBHOM MOPSIKE
OCYIIECTBJISIETCS TIPU TIepeBoJie pabOTHUKA Ha IPYryl0 JOHKHOCTH UM BPEMEHHOM IMEPEBOE Ha APYIYIO
paboty. O3HaKOMJICHHE OCYIIECTBISECT 3aBemyronmii YupexnaeHus. [locime o3HakoMIIeHHS PaOOTHHK
npocraBiisieT Ha JIOJDKHOCTHOM MHCTPYKIMU O3HAKOMUTEIbHYKO BU3Y - C MHCTPYKIHMEH O3HAKOMJIEH,
JlaTa, NOAIKCH.

6.3.TpeboBanus1, ycTaHOBJIEHHBIE B JIODKHOCTHON WHCTPYKIUH,IEHCTBUTENLHBI C TOTO MOMEHTA, KOTa
paboOTHHK OBLT C HEW 03HAKOMIICH.

6.4. B cydae eciin pabOTHUK YUpexXJICHHUS OTKa3bIBAETCS PACMIUCATHCS B O3HAKOMIICHUH WJIN MOJTy4€HUU
JIOMKHOCTHOM MHCTPYKUMH, JAHHBIA OTKa3 (PUKCHpYyeTCsl MyTEM COCTABJIEHUS aKkTa B IPUCYTCTBUU
HE3aMHTEPECOBAHHBIX cBHjeTenel. B axre Taike ¢ukcupyercs (akT O3HAKOMIIGHHS pabOTHUKA C
cojepkanueM JIoMKHOCTHONH HMHCTpYKUMH B MHON (opme (JlomKHOCTHAs MHCTPYKUMS 324 UTHIBACTCS
BCJIYX 3aBEIYIOIM YUPESKICHHUS).

6.5. lna texymeil paboThl ¢ MOATMHHHUKA JTOJDKHOCTHOW HMHCTPYKIIMHM CHHUMAIOT 3aBEPEHHYIO KOIHIO,
KOTOPYIO BBLIAIOT paOOTHUKY YUpexaeHus, paboTaonemMy B JaHHON JOJKHOCTH.

7. BHECEHVE M3MEHEHUM B JIOJXKHOCTHYIO MHCTPYKIIHIO

7.1.BHecenne uzmMeHeHu B J{OJPKHOCTHYIO MHCTPYKLUIO OCYIIECTBIIETCS B CIEAYIOIMX CIIydasix:

711B cBs3M C HW3MEHEHHEM OO0s3aTeIbHBIX YCIOBUU TPYAOBOTO JOTOBOpa. YKa3aHHas MpOIeaypa
IPOBOAUTCA B COOTBETCTBUU ¢ TpeOoBaHUsMH TpynoBoro koaekca P® (paGoTHMK JOJKeH OBITH He
MO3HEE, YeM 3a 2 Mecslia 10 MPEoaraéMoro M3MeHeHus NUCcbMeHHO yBeaomiieH. Ilocne nonydenus
pabOTHUKOM COIVIallleHWs] Ha TNPOJODKEHHE TPYAOBBIX OTHOIIEHHMM, BHOCATCS HW3MEHEHHUS B
JIOIKHOCTHYIO HHCTPYKLHUIO).

7.1.2npu U3MEHEHUHU OpraHU3alMOHHBIX YCIOBUH Tpy/aa, 0€3 U3MEHEHUSATPYAOBOI (yHKINH pabOTHHKA.
7.23aBeqyronmii YUpexIeHUsI WU JIUII0, YITOJTHOMOYEHHOE UM, COCTaBIISIeT {0IDKHOCTHYIO HHCTPYKITUIO B
HOBOWM pENakiMy, KOTOpas COIVIACOBBIBAETCS HMYTBEPXKIAETCS B COOTBETCTBHHM C TpeOOBaHUSAMH,
YCTaHOBJIEHHBIMHU pazfenaMu 4 u 5 Hacrosiero [lonoxxenus. O3HakomieHne padoTHHKa ¢ JlOTKHOCTHOM
UHCTPYKIIMEH OCYLIECTBISAETCS B COOTBETCTBUM C TpeOOBaHUSAMM, YCTAHOBJIEHHBIMH pa3/ielioM
6uacrosmero [lonoxeHus.

8. XPAHEHUE JOJDKHOCTHBIX MHCTPYKIIIA

8.1 JIomKHOCTHBIE MHCTPYKLIIMHM XPAHSTCS B COOTBETCTBUM C NpaBUIIAMU, YCTaHOBICHHbIMU [lepeunem
TUTIOBBIX  YIPABJICHUECKUX AaPXUBHBIX JIOKYMEHTOB,00pa3ylOIMXCsS B IpoOLecce AeATeIbHOCTH
rOCY/lIapCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO CAMOYNPABICHHS M OpraHH3alMi, YTBEPKICHHBIM
IIpukazom MunkyneTypsl Poccun ot 25.08.2010 Ne 558.

8.2 JIOMKHOCTHBIE HWHCTPYKIIUM PAOOTHUKOB YUpPEXKIEHHUS TOUIeKAT IOCTOSHHOMY XpaHEHHUIO B
VYupex/eHun B TeUeHUE TPeX JIET MOCIIe UX 3aMEHbl HOBBIMU.



