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1.006mme MoJI0KeHUs!

1.1.Hacrosmee [lonojkeHHE O JIOJDKHOCTHOM MHCTPYKIHH pabOTHHKOB (Hajee [TonoxeHue)
MyHHIMNATEHOTO GFOKETHOTO JOIIKOJIBHOTO
00OpazoBaTeIbHOrO yupesxienns«/lercKui canNd6 c. MampikoBo HypaTckoro MYHHUIHIIATBHOIO
paitona PecrryOmik Tatapcrad (nantee - MBJIOY) pa3paboTaHo B HeiX perympoBaHus
B3aMMOOTHOILICHHH MeXTy paOOTHHKOM H paboToaaTeseM.

1.2 Hacrosuee [TonoxeHue onpesienseT OCHOBHBIC TpeboBaHUs K CTPYKTYpe X COJIEPYKAHHUIO
JIOJDKHOCTHOM MHCTPYKIHA pabotrnkoB MBJIOY, a Tawke K rporieIype pazpaboTKu NODKHOCTHBIX
MHCTPYKLIHH, HOPSIKY MX MPAHATHSL, YTBEP)KICHHS, BHECCHUS B HHX JTONOJTHEHHH U M3MEHEHHH.

2 [MoHsiTHe AOJKHOCTHOH HHCTPYKIHH

2.1.JI0/KHOCTHAS HHCTPYKIHA paGorauka MBJIOY (nanee - JIOJKHOCTHAS HHCTPYKITHS) -
OCHOBAHHBII Ha HOpMax 3aKOHOJATE/IbCTBA o(uIMaIbHBIH MPABOBOH TOKYMEHT, peryiaMeHTHPYOIIHH
OpTaHU3aIIOHHO-IPABOBOE TONOKEHHIE pabotarka MBJIOY, ero 00s13aHHOCTH, IpaBa,
OTBETCTBEHHOCTD, 00ECTICUNBAKOIINHA YCTIOBHS UL €0 s dexTHBHON paboThI IPH OCYLIECTBIICHUH HM
TPY/IOBOM JIEATEIHHOCTH COITTACHO 3aHUMAaeMOil TOJDKHOCTH

2.2 JIOIKHOCTHAS MHCTPYKISA SBIIACTCA HOPMATHBHBIM JIOKaTbHBIM aKTOM MBJIOY, perymmpyroumiM
otHomenus B pamkax MBJIOY. conepxaiiim of1meobs3aTebHbIE IIPABUJIA MOBEIEHIS I BCCX WIIH
HEKOTOPBIX yYaCTHHKOB 00pa30BaTe/IbHbIX OTHOIIEHHIA, PACCYMTAHHbIM HA HEOHOKPATHOE
HpUMEHEHHUE, YTBEPKICHHBIM TIPUKA30M 3aBETYIOLICTO MBJI0Y.

2.3 JIOIDKHOCTHAs HHCTPYKLHS COCTAB/IACTCA 10 K&KIOH LITaTHON JOJDKHOCTH MBJIOVY u
00BsaBIsIeTCS pAOOTHHKY 0] PACIUCKY HPU 3aKFOUYEHIH TPYI0BOIO IOrOBOPA, & TAKKE TIPH
TlepeMelIeHHH Ha IPYTYIO J0/KHOCTE 1 TIPH BpPEMEHHOM HCITOTHCHIN 00s3aHHOCTEH 110 JIO/DKHOCTH.

2.4. JTo/KHOCTHAs: MHCTPYKLHA pazpabaThIBACTCs MCXONIS U3 3a/1a H (yHKLIHH, BO3TOKEHHBIX Ha
KOHKPETHOTO pabOTHHKA, B COOTBETCTBHH €O [ITATHBIM pacrvcanueM, [IpaBuiaMu BHYTPEHHETO
TPYIOBOIO pacTopsiika MBJIOY, ¢ cobimoIecHIEM Komrctaryrum Pocentickoit Ddenepatwy, Tpynosoro
xonekca Poccuiickoi denepauri 1 MHbIX HOPMATHBHO-TIPABOBBIX aKTOB.

2.5.0cHOBO} [Uisi pa3pabOTKu JOJDKHOCTHBIX HHCTPYKLUH spstoTcaKBannUKaIIOHHBIC
XapaKTePUCTHKA JIOJDKHOCTEHN padOTHHUKOB obpazoBaHus EIIHOTO KBATA(QHKAIMOHHOTO CIIPABOTHHKA
JOJDKHOCTeH pYKOBOJIUTEIICH, CIEHHACTOB 1 CITy’KalliX, yTBEPKICHHOIO [Tprkasom MUHHCTEPCTBA
3[paBOOXPAHEHHUSI H COLUATBHOTO passuTist Poccuiickoi depepauy oT 26 aBrycra 2010rNbl1n.

3.TpeGoBanus, NpeIbABIAEMbIC K CTPYKTYpe U COJIepKaHHUI0 JMOJKHOCTHOM WHCTPYKIHH
3.1.JI0/DKHOCTHAS HHCTPYKIMSA COCTOUT M3 CJIeIYIOLIMX Pa3JIeNIoB!

-O061ume TOJIOKEHHS

-JIOIDKHOCTHBIE OOSI3aHHOCTH.

- [Ipasa.

-OTBETCTBEHHOCTD.

-B3auMOOTHOIIICHHS.

-CB$134 110 IOJDKHOCTH.

B paszoene « Oougue nOI0JICEHUA):

-ycTaHaB/BaeTcs cepa AeATeNbHOCTH JIAHHOTO CIIELMATUCTA,

-yCTaHABIMBACTCS TIOPSIOK Er0 Ha3HAEHHA 1 OCBOGOMKIEH S OT 3aHMMAeMOM JIOTDKHOCTH:
-yCTAHABIMBACTCS 3AMCIICHHE 110 JI0/UKHOCTH BO BPEMs OTCYTCTBUA,

-OIpeIENSAIOTCS KBATUDHKAIMOHHBIC TpeGoBatys (TpeOOBaHMS, npebABIsIeMbIE K 00P30BAHUIO 1
cTay paboTh), TIOMMUHEHHOCTH CIICITHATICTA 1 JOTDKHOCTHBIE JTHIIA, KOTOPHIMU OH PYKOBOJIHT;
~[IePEYHCITIOTCS [PABOBBIE AKThI 1 HOPMATHBHBIE JOKYMEHTBI, KOTOPHIMH JIO/DKEH PYKOBOJCTBOBATHCS
CIIEIMATIUCT B CBOEH NS TEIIbHOCTH.

B pa3ies1 MOTYT OBITh BKIIOUCHBI IPYTHE TpeOOoBaHHS 1 TTOJIOMKEHIIS, KOHKPETH3UPYIOIIHE 1
YTOYHSIOLIHE CTATyC JOJUKHOCTHOTO JIMLA H YCIIOBYS €70 JESITEIHOCTH.




Pasoen «JlonicHocmHble 00A3aHHOCMIY CONCPKUT NEPEICHb OCHOBHBIX ¢yHKIHH JOJDKHOCTHOIO
JTUIA, 4 TAKKE YKA3BIBAOTCS 00SA3aHHOCTH JOJDKHOCTHOTO JILIA, BO3JIaracMble Ha HETO, yKa3bIBacTCA
dbopma ero yqacTus B YIpasIeHUECKOM MPOLECCE (PYKOBOJAT, YTBEP/K/IA€T, 00eCreunBact,
[IOJIFOTABJIMBAET, PACCMATPUBAET, MCIIOHAET, KOHTPOIMPYET, COIIACOBBIBAET, IIPEJICTABIIACT, KypUPYET
UT.J.)

Pazoen «IIpasay cOIEPKUT MEePedcHb NPaB, NPE0CTaBIAEMBIX CTICIIMAIIUCTY JUTS BBITTOJTHEHHS
BO3IOKCHHBIX HA HETO (QYHKIMIT i 0093aHHOCTEH.

B pazdene « Omsemcngen1iocmypy yCTaHABIABAIOTCA BHIBI OTBETCTBEHHOCTH 32 HECBOCBPEMEHHOC
1 HEKAYECTBEHHOE BBIMOTHEHNE
CIIEMAATHCTOM JIODKHOCTHBIX OOS3aHHOCTEH M HEUCIOB30BAHNE MPeIOCTaBICHHBIX eMY IIPaB.

Pasoen « Bsaumoomnoutenus. Ces3u no 00NICHOCHYY CONEPKUT TIEPEICHb JTOJDKHOCTHBIX JIHIL, €
KOTOPBIMH CIIELIMAIIUCT BCTYNIACT B ciTyke0HbIe B3aUMOOTHOLIECHHS 1 obecreunBaeTcs HHOpMAIEeH,
YKa3pIBAIOTCSI CPOKM TIOJTYHCHUA M IIPEI0CTABICHHA HH(pOpPMAIH, ONPE/IeIIAeTCs HOPLIoK
TOJMCAHVS, COTJIACOBAHUS M Y TBEPIKICHHUSA IOKYMCHTOB.

OGs3aTe bHBIME peKBU3HTAMHU JIOJKHOCTHOM MHCTPYKLIMH SIBJIAIOTCH:

-noyuoe Hanmenosanre MBJIOVY
-3aroJI0BOK K TEKCTY,

-BU3bI COTJIACOBAHUS,

-TIOJTUCH, TP YTBEPKICHMS.

4.Ilopsa0K pa3paboTKH, COrIACOBAHM, YTBEP3ICHUH H BBE/leHHS B IeiicTBHE
AOKHOCTHOH HHCTPYKIIHH

4.1.JIo/DKHOCTHAs. KHCTPYKIMA paspabaThIBacTCs 3aBEIyOIIM MBJIOY 1160 IHLoM,
YIIOJTHOMOYEHHBIM 3aBETYFOIIHM MBJIOY. B ciryqae, ecimi JIo/DKHOCTHAT HHCTPYKIA
pa3pabaTbIBaeTCsl JINLOM, YHOTHOMOYCHHBIM sapeyronmm MBJIOY, To oHa MOMINCHIBACTCA
pa3paboTUUKOM.

4.2 JIoJDKHOCTHAs! HHCTPYKIHA TTOCIIe paspabOTKH TepeiacTes B po(hCOIO3HBINA KOMUTET MEPBUIHON
po)COIO3HON OpraHU3aLKH, TIpeICTaBIAIOIIIHE HHTEPECH GonprmHcTBa padotaikoB MBIOY (nanee -
PO COFO3HBII KOMHUTET). TIpod)cOro3HbIH KOMUTET B CPOK HE TMO3IHEE 1ECHTH pabouMX JHel co  JiHA
nosydenus . J{o/DKHOCTHON HHCTPYKIMH OCYIIECTBICT cornacosaaye JIoIDKHOCTHOM HHCTpyKImH. B
cITydae, eCIH PO COrO3HBII KOMUTET HE COTJIACCH € TexcToM JIOMKHOCTHON HHCTPYKLIMN 100 BHOCHUT
MPEIUIOXKEHHST [0 E€r0 COBEPLIEHCTBOBAHHIO, TO sapenyromemy MBJIOY Hanpapisercs
MOTHBHPOBAHHOE MHEHHE. 3aBe/IyIoNHH MBJ1I0Y MOKET COTIaCUThCA ¢ HUM 00 00s13aH B TEUCHUE
[ISITH AHeH TOCIIe TIoTydeH st MOTHBUPOBAHHOTO MHCHHUSA POBCCTH JIOTIOJTHUTEBHBIE KOHCYTbTAlMH €
1po(COKO3HBIM KOMHTETOM B HEJAX OCTHIKEHIS B3aMMOIIPUEMJIEMOTO PELICHHSL.

[Ipy HeJOCTVKEHUH COTIIACHs BO3HHKIINE PAsHOTIACHS 0(hOpMIISIFOTCS TIPOTOKOJIOM, TIOCITE HEro
sapeyroumit MBJIOY mmeet nIpaBo yTBEPIUTD JIOJDKHOCTHYIO HHCTPYKLIHFO.

5.Vreep:xaenne JoKHOCTHOH HHCTPYKIHH

5.1.3apemyrommit MBJIOVY yTBepiKIacT JIOMKHOCTHYIO HHCTPYKLIHIO Iy TeM H3JaHH
COOTBETCTBYIOILETO IIPUKAa3a.

5.2.B mpuxase B 0053aTeTLHOM ITOPSJIKE yKASBHIBAFOTCS:
-nata BBeIeHus JIOJDKHOCTHOM HHCTPYKIIMH B JIeHCTBYE;
-yKa3aHue 00 03HAKOMJIEHHH paBOTHUKOB ¢ JIOIDKHOCTHOH MHCTPYKIMEH U CPOKH JUIA 5TOTO;
~haMUTHH ¥ OTDKHOCTH JIHLL, OTBETCTBEHHBIX 3a cobmonerue JomKHOCTHOM HHCTPYKIHH:
-MHBIC YCTIOBUSL.

5.3.YTBepikaeHHble JIODKHOCTHBIC HHCTPYKIIMH [oUIeXKaT 00s3aTeIbHOM PerUCTPalliy B
COOTBETCTBHH ¢ TPeOOBAHUAMH JIETIOTIPOU3BOJCTBA B MBJIOY ¢ mpHCBOEHHEM UM TIOPAIKOBOTO
HOMeEpa.

5.4.03HaKoMIeHHe PabOTHHKOB ¢ JIOTKHOCTHOH HHCTPYKLHEH

5.5.O3maxomytenue padotainka MBJIOY ¢ JIOJDKHOCTHO# HHCTPYKIIUeH B 00s13aTeLHOM ITOPSIIKE
OCYIIECTRIISIETCS TTPH [OCTYIVICHHH Ha padoty B MBJIOY. O3HaKOMJIEHHE OCYIIECTBIACT 3aBeIyIOLIMHA
MBJIOV . [ocite 03HaKOMIIeHHsS. PAOOTHHK MPOCTABIIACT Ha JIOJDKHOCTHOHM MHCTPYKLMH
O3HAKOMHTENHHYO BU3Y - ¢ HHCTPYKITHEH O3HAKOMIIEH, J1aTa, MO/ITHCE



5.6.03naxomenue padotHuxa MBJIOY ¢ J[o/5KHOCTHOM HHCTPYKIHCH B 00s3aTebHOM IopsiKe
OCYIIECTBIIIETCS IPH  [IEPEBOJIE pabOTHUKA HA APYTYIO JIOJDKHOCTH MM BPEMEHHOM TIepeBOJIe Ha
Apyryto paboty. O3HakoMiIeHHE ocyiuecTBiseT 3apeayrommit MBJIOY. ITocre 03HaKOMITEHHS
PabOTHHUK NpoCTaBIsieT Ha JIOIDKHOCTHOM HHCTPYKIMA O3HAKOMUTENBHYIO BU3Y - C HHCTPYKLIHEH
O3HaKOMJIEH, JaTa, TIOJITHCE.

TpeGoBanusi. ycTaHOBIeHHBIE B JIOKHOCTHOM HHCTPYKIHMH, JEHCTBHTEIBHBI ¢ TOTO MOMEHTA, KOTIa
PabOTHMK OBLT ¢ Hell 03HAKOMIIEH.

5.7.B ciyyae ecriu pabotark MBJIOY oTKa3bIBaeTCs paciicaThesl B 03HAKOMITEHHH HITH TIOJTy4YEHUHN
JIO/DKHOCTHOH HHCTPYKIIMH, TaHHBI OTKa3 PUKCHPYETCs MyTeM COCTABJICHHS aKTa B IPUCYTCTBHU
HE3aMHTEPECOBAHHBIX CBHICTENEH. B akTe Takke pukcupyeTcs Gakt 03HAKOMIIEHHS PabOTHHKA C
coznepxanreM J{OIKHOCTHON HHCTPYKIMK B HHO# (opMe (JlomkHOCTHAS HHCTPYKIUS 329U THIBACTCS
BCIIyX 3aBeaytomum MBJIOVY).

JIist Tekyeit paboThI ¢ IIOIMHHKKA ODKHOCTHOM HHCTPYKIIHH CHUMAIOT 3aBEPEHHYIO KOIIHIO,
KOTOpY!O BbIIat0T pabotarky MB/IOVY, paboraroremy B TaHHOMH TODKHOCTH.

6.Buecenne n3menennii B JI0/UKHOCTHY 10 HHCTPYKIHIO

6.1.Baecenne n3venenuit B JIOIKHOCTHYHO HHCTPYKIMIO OCYIIIECTBIISETCS B CITEIYIOLINX CIyqasX:

-B CBSA3H C M3MEHCHHEM 00S3aTEbHBIX YCIOBHH TPYIOBOTO AOroBopa. YKazaHHas IpoLeaypa
IIPOBOJMTCS B COOTBETCTBHHE € TpeboBanusMu TpynoBoro koziekca P® (paboTHUK JODKEH ObITH He
TIO3/THEE, YeM 3a 2 MecsIa 10 MPEIIoIaraeMoro H3MEHeHHs [IHCbMEHHO yBeoMIeH. TTocie momyterms
PabOTHHKOM COIVIALICHHS! Ha TIPOIOJKEHME TPYIOBBIX OTHOLICHHI, BHOCSTCS H3MEHEHHS B
JIOJDKHOCTHYIO MHCTPYKIHIO).

-[IPY I3MEHEHNH OPTaHN3AlMOHHBIX YCIIOBUH TPy d, 0e3 H3MeHEHHs TPYAOBOM QYHKIIMA pabOTHHKA.

-3asenyronmit MBJIOY win nmuo, yIolnHOMOYEHHOE MM, COCTABIISET JIOJDKHOCTHYTO HHCTPYKIIHIO B
HOBO¥ PE/IaKIIHH, KOTOpAs COIIACOBBIBACTCS H YTBEP/KIAETCS B COOTBETCTBHH C TPeOOBAHMSAMIL,
YCTaHOBJICHHBIMHU pazfeiamMu 4 u 5 Hacrosero [lonoxerns. O3nakoMIieHIe pabOTHHKA ¢
JIOJDKHOCTHOH HHCTPYKIIHEH OCYILECTBIISETCS B COOTBETCTBHH C TPEGOBAHUAMH, YCTAHOBIICHHBIMHU
paszesom 6 Hactosiero [lonokenus.

7.XpaHeHHe 10./KHOCTHBIX HHCTPYKIHIi

7.1.JI0JOKHOCTHBIE HHCTPYKUHMH XPAHSATCS B COOTBETCTBHH C PABUIIAMH, YCTAHOBIICHHBIMH B
Ilepeunem THTIOBBIX YIIPaBIEHYECKHX APXHBHBIX JJOKYMEHTOB, 0OPa3yIOIIIXCS B TIPOIecce
ACATENBHOCTH TOCY1aPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CAMOYTIPABJICHHUSI M OpraHM3aLHH,
YTBEPXKICHHBIM ITpHKa3oM MuHKyneTypsl Poccun ot 25.08.2010N858.

7.2, JIOIDKHOCTHBIE HHCTPYKIHH paboTHIKoB MBJIOY momiexar mocTosHHOMY XpaHESHHIO B
MBJIOY B Teuenue Tpex JeT Mocjie UX 3aMEHbI HOBBIMH.






