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MyHHIHIAIBLHOr0 GI017KeTHOr0 A0WKO0JIbHOr0 00pa30BaTe/IbHOI0 Y IPeKICHH
«/lerckmii can KOMOHHMPOBAHHOTO BHAA Ne39 «AneHKay» 3e1eHoA0/1bCKOTO MYHHIIHTIAIBLHOTO
paiiona PecnyGanku TaTtaperan»

1.OBILME TTOJIOXXKEHHWA

1.1Hacrosimmee [lonoxkeHue O MO/DKHOCTHOW MWHCTPYKUMH pabotHukoB (manee [lonoxenwue)
MyHUIMNIAJIBHOTO OI0/DKETHOTO JIOMIKONILHOrO 00pa3oBaTeNbHOro  yupexaeHus  «Jlerckmii  can
KOMOMHHpOBaHHOro Buma Ne 39 «Anenka» 3eN€HONOIBCKON0 MYHHLMIAIBHOrO paifoHa PecryOmmku
Tarapcran» (manee - YupexeHue) pa3paboTaHO B LIEAX PETYIMPOBAHMS B3aWMOOTHOLICHHUH MEXTY
paboTHHKOM u paboToaarenem.

1.2 Hacrosimee [TonoxeHue onpenensieT OCHOBHbIE TPeOOBaHMSA K CTPYKTYPEH COAEPIKAHUIO TOJDKHOCTHOM
WHCTPYKIMH pabOTHHKOB Y4YpEKACHHE, a TaloKe K MpoLeaype pa3pabOTKH JTOJDKHOCTHBIX HHCTPYKLIHMA,
MOPAKY WX TIPUHATHS, YTBEPIKACHHS, BHECEHHS B HUX JOTIOJIHEHUI U H3MEHEHHIA.

2. TIOHATHE JOJDKHOCTHOU MHCTPYKILIMUA

2.1. JlomkHOCTHasi MHCTPyKuMs pabotHuka YupexaeHus (nasee - JIODKHOCTHash WHCTPYKLMS)
OCHOBaHHBIi Ha HOPMAax 3aKOHOAATENILCTBA OQUIMANBHBIA NMPABOBOH . JOKYMEHT, PETJIaMEHTHPYIOLIMHA
OpPraHM3alMOHHO-TIPABOBOE  MOJIOKECHHE paboTHHMKa YUpeXIeHHs, €ro o00s3aHHOCTH, Tpasa,
OTBETCTBEHHOCTb, 00ECTICUMBAIOIINI YCIOBHSA Ui ero 3(dekTUBHON pabOoThl MPH OCYILIECTBICHUH MM
TPYJIOBOii AEATEIHHOCTH COTJIACHO 3aHUMAEMOH TODKHOCTH.

2.2. JIOWKHOCTHAs WHCTPYKIMSi SBJISICTCS HOPMATHBHBIM  JIOKQIbHBIM aKTOM  YUpexacHUs,
peryJMpyOIMM OTHOIIEHHS B paMkKax YupexXICHUs, CcoIepkaiuMm o0meobs3aTenbHbie MpaBHiia
MOBECHUS ISl BCEX WJIM HEKOTOPbIX YYaCTHHKOB 00pa30BaTENIbHBIX OTHOLUCHWH, PacCYUTAHHBIM Ha
HEOJHOKPATHOE MPHUMEHEHHE, YTBEPXKACHHBIM [IpruKka3zoM 3aBeayomero YupexaeHus.

2.3 JIo)oKHOCTHAs MHCTPYKLMS COCTABISETCS MO KaKAOH INTAaTHOM JO/DKHOCTH YUpexkIeHUs W
o0BABNsCTCA PAaOOTHHUKY MOJA PACIMCKy MPH 3aKIOYCHWH TPYAOBOTO JOrOBOpa, a TAaKKE IpH
TIEPEMELICHWH Ha IPYTYIO AOJDKHOCTH U TIPH BPEMEHHOM MCTIONTHEHUH 0053aHHOCTEH 10 IOJDKHOCTH.

2.4. JloJDKHOCTHAsi WHCTPYKIHs paspabaTeiBacTCs MCXOAA M3 3a4ad U (YHKLMI, BO3JIOKEHHBIX Ha
KOHKPETHOr0 paloTHHMKa, B COOTBETCTBMM CO INTATHBIM pacnucaHueM, [IpaBunamy BHYTPEHHETO
TPYAOBOro pacnopsinka Yupexaenus, ¢ cobmoneHuem Koncturyuuu Poccuiickoii ®enepaumu,
Tpynosoro koaekca Poccuiickoii @enepanuy 1 HHBIX HOPMATHBHO-IIPABOBBIX AKTOB.

2.5. OcHoBo#t s pa3paboTKu JO/DKHOCTHBIX HMHCTPYKUuil sBsiores  «KpanudukanmoHHbie
XapaKTePUCTHKU JOJDKHOCTe!H paboTHUKOB 00pa3oBaHus» ENMHOro KBaIH(UKALMOHHOIO CIIpaBOYHUKA
JOJDKHOCTEH PYKOBOAMTENEH, CIELMANMCTOB U Clykammx, yreepiaeHHoro [Ipukasom Munnucrepctsa
3IpaBOOXPAHEHHs U COLIMAIBbHOro passuTusi Poccuiickoii ®eneparmu ot 26 asrycra 2010 r. Ne761H.

3. TPEBOBAHMS, TTPENBABIISIEMBIE K CTPYKTYPE U COJIEPXXAHHIO JIOJDKHOCTHOM
UHCTPYKIIUH

3.1.JIo/DKHOCTHASE MHCTPYKLIMS COCTOMT M3 CICAYIOLIKX Pa3AciioB:

- IOJDKHOCTHBIE 00593aHHOCTH,

- 1paBa,

- OTBETCTBEHHOCT,

- B3aUMOOTHOIICHHS. CBA3H MO JODKHOCTH.




3.2. B pa3nene «Obume nonoxeHus»:

- YCTaHaBIIHBACTCA C{)epa AEATENBHOCTH JAHHOTO CIICIHAHCTA,

- YCTAHAB/IMBACTCS NOPAAOK €70 Ha3HAYCHHUS M OCBOOOXK/IEHHS OT 3aHMUMAEMOH JOJDKHOCTH,

- ONPENE/sOTCH KBANH(HKAIMOHHBIE TpeOOBaHUs (TpeOOBaHMS, NPEABABISEMBIE K 00pa3oBaHmIO |
CTaXy pabOThI), NOAYHHEHHOCTS CIIELMANNCTA H I0JDKHOCTHbIE JTHILIA, KOTOPBIMH OH PYKOBOJIUT,

- TICPCYHCIIAIOTCA MPAaBOBBIC AKThI H HOPMATUBHBIE NIOKYMEHTBI, KOTOPbIMH JOIKEH PYKOBOACTBOBATHC
CIICLIMAIMCT B CBOECH AEATENBHOCTH.

B pasnen moryT 6biTh BKiIHOYEHBI ApYTHE TpeGOBaHUS 1 TIOJIOXKEHUS], KOHKPETU3UPYIOIIHNE U YTOYHSFOLIH
CTaTyC TOJDKHOCTHOIO JIMLIA M YCIIOBHS €10 AEATEIHOCTH.

3.4. Pasnen «JI0/KHOCTHBIE 00S3aHHOCTIY CONCPKUT NMEPECYCHb OCHOBHBIX(PYHKIIMI JOIDKHOCTHOTO JTHIIA
a TAKOKE YKa3bIBAIOTCA OOS3aHHOCTH NOJDKHOCTHOTO JIMIIA, BO3/IATAEMbIE HA HEro, ykasbiBaeTcs popma er
ydacTis B yNpaBJICHYECKOMIIpOLECCE (PYKOBOAMT, YTBEPKHACT, OOECTICYMBACT, TOArOTABIIMBACT
PacCMaTpHBacT, HCTIOHAET, KOHTPOJIHPYET, COrJIACOBBIBAET, MPEACTABIISET, KyPHPYET M T.11.)

3.5Pasnen «IlpaBa» comepuT nepeuens mpas, NIPEAOCTABIISACMBIXCIIELIMANUCTY IS  BBINOIHCHMUS
BO3JIOXKEHHBIX HA HEro GpyHKImif 1 00s3aHHOCTEI.

3.6.B paspene «OTBETCTBEHHOCTbY YCTAHABIMBAIOTCS BHIBI OTBETCTBEHHOCTH 3a HECBOEBPEMEHHOE ¥
HCKA4CCTBCHHOE BBITIOJIHCHHE CHEHMAUCTOM JOJDKHOCTHBIX O0S3aHHOCTEH W HEHMCIIO/b30BAHNC
MIPEAOCTABIEHHBIX EMY MPaB.

3.7. Pasnen «B3aumooTHOWEHUs. CBS3H 10 MODKHOCTHY CONCPIKUT TMEPEYCHb JOJDKHOCTHBIX JIMIL, ¢
KOTOpbIMH CNICLHATUCT BCTYNAET B CHY)KeOHbIE B3aMMOOTHOWICHHS W obecnieunsaercs uH(OpMameis
YKasbiBAIOTCS CPOKH MOJyHEHHS M NPEOCTAaBCHUS HHPOPMALHH, ONpEENSeTCs NOPSIOK MOATUCAHMUS,
COrnacoBaHMs M YTBEPKACHHS NOKYMEHTOB, YCTAHABIMBAETCA 3aMEILECHHE 10 AOMKHOCTH BO BpEMS
OTCYTCTBHUS,

3.8. O6a3aTensHbIMM pexBu3nTaMu J{0DKHOCTHO MHCTPYKLUMHA ABISIOTCH:

- [IOJIHO€ HAUMEHOBAHUE Y UPEIKICHHUS,

- 3ar0JI0BOK K TEKCTY;

- BU3bI COTTIACOBAHMA,

- MOJNKCH, IPU( YTBEPIKIACHHUS.

4. IIOPSIIOK PA3BPABOTKHU, COT'JIACOBAHUS, YTBEPXXJIEHUS U BBEJIEHHMS B IEMCTBUE
JOJDKHOCTHOU UHCTPYKILIMUA

4.1JlomkHocTHast wHCTpyKimMs  paspabaTsiBaeTcs 3aBENyOIMM  YUpeKICHHA JiiO0  JHMIIOM,
YHOIHOMOYCHHBIM  3aBENylOlMM  Yupexkaenus. B ciysae, ecim  Jo/DKHOCTHAas —HMHCTPYKLWS
pa3pabaThiBacTCs JIMIOM, YIIOIHOMOYEHHBIM 3aBEIYIOLIAM YupexneHus, TO OHa MOAMHCHIBACTCS
pa3paboTurKoM.

4.2 JI0/DKHOCTHAs MHCTPYKUMS MOCJHE pa3paGoTKu nepenaeTcst B MpoQCO3HbI KOMHTET MEPBHYHOM
NPOQCOIO3HOM OpraHM3aLMK, NPEACTABNSIONAN HHTEPECH GOJBIIMHCTEA paboTHukOB VupexaeHus
(manee - npodcoro3usiit komutet). [Tpodcoro3Hbiii KOMUTET B CPOK HE Mo3/iHee AecatH pabouux AHEl co
AHs nonydeHus JIo/DKHOCTHON MHCTPYKIMHA OCYIIECTBISIET COrIacoBanye Jl0mkKHOCTHOI UHCTPYKIH, B®
Clly4ae, ec/ii MPOQCOIO3HBIH KOMHTET HE COTIACEH C TeKCTOM J{ODKHOCTHOM HHCTPYKLWH OO0 BHOCHUT
NPEMUIOKEHUSA 110 €r0  COBEPLICHCTBOBAHMIO, TO 3aBEAYIOWIEMY YuUpekKICHHUS HarnpasJsieTcs
MOTHBHPOBAHHOE MHECHHE. 3aBENYIOLHI YUPEKICHHS MOXKET COTIACHTHCS ¢ HUM JIHOO 06s3aH B TEUECHUE
MATH HEH TIOC/E MONYY€HHs MOTHBHPOBAHHOTO MHEHHS MPOBECTH AOMOMHUTENbHbIE KOHCYJIBTALMH C
NPOQCOIO3HBIM KOMHUTETOM B LEMAX AOCTHKEHUS B3aumonpuemnemoro pemenus Jlpu HenoctwxeHun
COrachs BOSHUKIIHE Pa3HOTIACHS O(POPMIISIOTCS MPOTOKOIOM, [OCIE Y€ro 3aBeyOmuii Yupexnenus
MMEET NPaBo yTBEPANTH [{ODKHOCTHYI0 HHCTPYKIIMIO.

5. YTBEPXJIEHHME JIOJDKHOCTHOM UHCTPYKLIMUA

5.1. 3asenyroumii. Yupexnenus yTBEpXKIAeT JIOJDKHOCTHYIO HMHCTPYKUMIO TYTEM  H3IaHHS
cooTBeTcTBYyIOIIEro [TprKasa.

5.2. B Ilpukase B 00s13aT€IbHOM NOPSAIKE YKA3BIBAIOTCS:

- nata BBe/IcHHs J{OJDKHOCTHON HWHCTPYKUMH B JEiiCTBHE,

- yKa3aHue 00 03HaKoMIIeHHH paboTHUKOB ¢ JIOIDKHOCTHOIH HHCTPYKLMEH U CPOKM JUISl 3TOT O,

- (amunuE ¥ TOJDKHOCTH JTHLL, OTBETCTBEHHBIX 32 COOJTIOICHHE JIO/DKHOCTHO# HHCTPY KWK,
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- UHBIE YCIIOBHS.
5.3. YTBepikaenHsie JIOJDKHOCTHbIE HHCTPYKLIHH TOUIEKAT 00A3aTENBHOM PETUCTpPALi B COOTBETCTBHH
C TPEOOBAHMAMH AENONPOM3BONICTBA B YUPEKACHHH C IPUCBOSHUEM MM MOPSAKOBOTO HOMeEpa.

6. O3HAKOMJIEHHUE PABOTHUKOB C JIOJDKHOCTHOM MHCTPYKLIMEMA

6.1. Oznaxomnenue pabotauka VupexaeHus ¢ J{O/DKHOCTHOM HHCTPYKUMEH B 00A3aTENLHOM MOPSIKE
OCYIICCTBIICTCS MNPH MOCTYIJIEHHH Ha paboty B VYupexnaenun. O3HAKOMIIEHME OCYIIECTBIISIET
3aBeflylouii Yupexaenus. [locne o3HakoMerus paGOTHHK MpocTaBisieT Ha J{0/DKHOCTHO HUHCTPYKLIHH
O3HAKOMUTEJIBHYIO BU3Y - C HHCTPYKLMEH 03HAKOMJIEH, J1aTa, NOITHCh. N

6.2. Osnakomienue paborHuka YupexaeHus ¢ J0JDKHOCTHOM MHCTPYKIMEN B 00S3aTENBHOM MOPSIKE
OCYIMICCTBISETCS MPH NIEPEBOJIE PAOOTHHKA HA APYTYIO NOJDKHOCTh HITH BPEMEHHOM TNIEPEBOJIE HA PYTYIO
paboty. O3HakOMJIEHHE OCYINECTBISCT 3aBefyrOUMil YupeneHus. [10cie 03HAKOMICHHS paboTHUK
POCTABISET HA JIOIDKHOCTHOH HMHCTPYKUMM O3HAKOMMTEIIBHYIO BH3Y - C MHCTDPYKIMEH O3HAKOMIIEH,
JaTa, NOJIKCh.

6.3. TpeboBanus, ycraHoBicHHbIE B J[OJDKHOCTHOH MHCTPYKLMH,ICHCTBUTENBHBI C TOTO MOMEHTa, Korja
pabOTHHK ObLT C HEll 03HAKOMIIEH.

6.4. B ciyuae ecnm pabOTHHK YupeKaeHHs 0TKA3bIBAETCA PACIMCATHCS B O3HAKOMJICHHH HIIH NONYYECHUH
JIOIDKHOCTHOM WHCTPYKIMH, JaHHBIA OTKa3 (MKCHPYETCA NyTEM COCTABJICHHS aKTa B NPUCYTCTBHH
HE3aMHTEPECOBAHHBIX cBUETENeH. B akre Take ¢ukcupyercs dakr osHakomnenus pabotHuka c
conepxkaniem JIODKHOCTHOH HHCTPYKIMM B MHOH (opme (JIODKHOCTHAS MHCTPYKIHS 3aYMTHIBAETCS
BCITyX 3aBENYIOLIMM YUpEeKACHHMS ).

6.5. lns Tekyme# paboThl ¢ MOUIMHHHKA NODKHOCTHOH MHCTPYKUHH CHHMAIOT 3aBEPEHHYIO KOIUIO,
KOTOPYIO BbIAAIOT PabOTHHKY Y4pekaeHu s, paboTaromeMy B TaHHOMH TOJDKHOCTH.

7. BHECEHUE U3MEHEHW B JIOJDKHOCTHYIO UHCTPYKITUAIO

7.1 Brecenue n3menenui B JIOIKHOCTHYIO HHCTPYKIMIO OCYIIECTBIISETCS BCIICAYIOUIMX Clydasx:

7.1.1.B CBS3M C M3MEHEHHEM O00A3aTENBbHBIX YCIOBHIl TPYIOBOrO AO0roBopa. YkKasaHHas NpoLeaypa
NPOBOAMTCA B COOTBETCTBMM C TpeboBanusiMu TpynoBoro xoxekca P® (paboTHHK HOIDKEH ObITh HE
TO3/IHEE, 4eM 32 2 Mecsla 10 MPEANoaracéMoro H3MEHEH s MMChbMEHHO YBELOMIIEH. [loce MOTy4EHUs
pabOTHMKOM COrNallCHHWsT Ha TNPONOIDKEHHE TPYJAOBbIX OTHOINCHWi, BHOCATCS W3MCHEHHS B
JIOJDKHOCTHYIO MHCTPYKIIHIO).

7.1.2.ipn n3MeHeHMH OPraHM3alMOHHBIX YCIIOBHI TPy/a, 6€3 H3MEHEHHATPY 10BO#H (dyHximm paboTHMKa.
7.2.3aBenyronuii YUpekACHHA WK JIMLIO, YITOJHOMOUYEHHOE UM, cocTaBseT/I0IDKHOCTHYIO HHCTPYKIHIO B
HOBOH DENIaKIMH, KOTOpas COTJaCOBBIBAETCS HYTBEPIKAACTCS B COOTBETCTBMH C TPeGOBAaHMAMH,
YCTaHOBJICHHBIMH pa3zieniamu 4 u 5 Hactosuiero [Tonoxenus. O3nakomienne paboTHHKA ¢ JIODKHOCTHOM
VHCTPYKUHMEH OCYIIECTBISETCS B COOTBETCTBHM C TPEOOBAHMSMH, YCTAHOBJIEHHBIMH pAa3ieioM
6nacTosnero [onoxenus.

8. XPAHEHUE JIOJDKHOCTHBIX UHCTPYKLIUH

8.1.JIO/OKHOCTHBIE HHCTPYKLIMH XPAHATCS B COOTBETCTBMM C NPABHIIAMH, YCTAHOBJICHHBIMH [lepeunem
THTIOBBIX  YNPABJICHYECKUX aPXUBHBIX JIOKYMEHTOB,00pa3ylOIUXCS B TPOLECCE  NEATENHHOCTH
rOCYNapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYNPAaBJICHHS W OPraHM3alMii, yTBEpPKICHHBIM
[Mpuxazom MunkysTypsl Poccuu ot 25.08.2010 Ne 558,

82 JI0/KHOCTHBIE MHCTPYKUMH DPaGOTHHKOB YUPEKICHHS MO/IEKAT MOCTOSHHOMY XPAaHCHHIO B
Yupexaenun B Te4E€HHE TPEX JIET NOCIE MX 3aMEHBI HOBBIMHL




