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IoJi0xeHne 0 10NKHOCTHOH HHCTPYKIHH PaGOTHHKOB
MYHHIHNIAJbHOIr0 00/IZKETHOT 0 JOLIKOJBHOT0 00pa30BaTeIbHOI0
yupexaenus - « Mmryrancknii aerckuii cajg «bepeska» Cabunckoro
. MYHHUHNAJIbHOro paiiona Pecnybiuku TaTaperan»

1. O0uHe moJ10KeHus

1.1.Hacrosmuii [lonoxxeHue o NOMKHOCTHONW MHCTPYKIMH PabOTHHUKOB (fanee —
[lonoxeHne) MyHUIMTIANBHOIO OIOIXKETHOTO AOIIKOJBHOIO 00pa30BaTeNbHOTO
yupexnenuss - «Mmryranckuii  nerckuit  cam  «bepeska»  CaGuHCcKOro
MyHHLMNanpHOro paoHa Pecnybmuku Tarapcran» (manee — MBJIOY)
paspaboTaHo B LEAX PEryJIMpOBaHHs B3aMMOOTHOIIEHHH MeX Ty paOOTHUKAMH 1
pabotomarenem.

1.2. Hacrosumii Tlonoxenve onpenensier OCHOBHbIE TpeGOBaHHS K CTPYKType H
COZIepXaHUIO JOJDKHOCTHOM HMHCTpykumH pabotHukoB MBJIOY, a Ttakxke «
npoueaype pa3paboTky /0JGKHOCTHBIX HHCTPYKLHM, TOPAAKY WX [PUHSTHS,
YTBEPIK/ICHHS, BHECEHUS B HUX JOTIOJTHEHHH U H3MEHEHUIA.

2. ITonsiTHE 1OXKHOCTHON HHCTPYKIHA

2.1. JlomxHOCTHass HMHCTpyKims paboriuka MBJIOV (nanee — JlommxkHOCTHAs
MHCTPYKLHs) — OCHOBAaHHBIH Ha HOpPMax 3aKOHOJATENbCTBA O(MMIMAIIBHbIN
IPaBOBOM JIOKYMEHT, peryiaMeH THPYIOLH i OpraHM3alMOHHO-TIPABOBOE
nonoxxenue pabornuka MBJIOVY, ero o6s3aHHOCTH, TpaBa, OTBETCTBEHHOCTH,
obecrieunBaOMKA yCIoBHS Uit ero 3(GdEeKTUBHONW paboThl PH OCYIECTBICHHH
UM TPYIAOBOH IESTENbHOCTH COTIACHO 3aHUMAeMOH JIOJIKHOCTH.

2.2, JIOmKHOCTHas MHCTPYKLHS SIBIAETCS HOPMATHBHBIM JIOKATBHBIM AKTOM
MBJIOY, perynupylommm oTHoweHus B pamkax MBJIOY, cozepKalum
obmieoOpasoBarenbHple NpaBHa [IOBEAEHMs JUIi  BCEX MM  HEKOTOPBIX



YYaCTHUKOB 00pa3oBaTeNbHBIX OTHOIIEHHH, PacCCUMTAHHBIM HA HEOJIHOKpaTHOe
NPUMEHEHHE, yTBEPKIEHHBIM IIPHKa30oM 3aBenyionero MBJIOV.

2.3. JIOJOKHOCTHAS MHCTPYKLMSI COCTAaBISETCS MO KaXIOM MITATHOW MOKHOCTH
MB/ZIOY u obwsaBisiercss paGOTHHKY 1O/ PACIIHCKY IIPH 3aKJIFOYEHUU TPYOOBOIO
A0roBOpa, a TakXe NPH MEPEMEILCHHN Ha JPYTYIO JIODKHOCTb M IIPU BPEMEHHOM
MCTIOJTHEHUY OOSI3aHHOCTEH 10 JOKHOCTH.

2.4. JlomxHOCTHAS MHCTPYKLHMs pa3pabaThIBAaeTCs MCXOAS M3 3a1ad U GbyHKIHH,
BO3JIOXKCHHBIX HA KOHKDETHOrO pabOTHHKA, B COOTBETCTBHH CO INTATHBIM
pacnucanueM, [IpaBunamu BHYTPEHHErO TpPYJIOBOrO pacropsiika MBJIOVY, c¢
cobmonennem Kouctutynumeii Poccuiickoii @enepauun, Tpynosoro koxekca
Poccuiickoit ®enepanuu u HHbIX HOPMAaTHBHO-TIPABOBBIX aKTOB. .
2.5. OcHoBO# s pa3spabGoOTKM  JOJKHOCTHBIX HHCTPYKILUHA  SBISAIOTCS
«KBanuuKalMOHHEIE XapAaKTEPHCTUKH NOKHOCTElH paGOTHHKOB o0pa3oBaHHs»
EnuHoro  xBanuM(uUKaMOHHOro CrpaBOYHHMKA JOMKHOCTEI PYKOBOIUTENEH,
CHCLHAMCTOB ¥ CIyXamuX, yTBepxiaeHHoro [Ilpukasom Munucrepcrsa
3/paBOOXpaHCHHMS W COLManbHOro passutHs Poccuiickoit ®enmepauum or 26
asrycra 2010r. Ne716 .

3. TpeGoBanus, npeabsABIAsSeMbIe K CTPYKTYpE H COAEPKAHHUIO JOKHOCTHOMH
HHCTPYKIHH.

3.1. JIomKHOCTHASI HHCTPYKIIHS COCTOMT H3 CJICIYIOILINX Pa3iesoB:

- Obuiee nonoxenus;

- JlomKHOCTHBIE 06S3aHHOCTH;

- [IpaBa;

- OTBETCTBEHHOCTB;

- BsaumoorHomenust. CBsI3M 10 TOJKHOCTH.

3.2. B pasgnene «Ob1mee monoKeHus:

- YCTaHaBIMBACTCs c)epa AeATETBHOCTH JAHHOTO CTICLHATUCTA;

YCTaHaBIMBaeTCs MOPSAOK €ro Ha3HAYEHHS M OCBOGOXIEHUS OT 3aHUMaeMou
NOJIKHOCTH;

- YCTaHABIIUBACTCs 3aMEILIEHHE T10 JIODKHOCTH BO BPeMs OTCYTCTBHSL,

- ONpPEeAENAIOTCS KBAIMpUKALMOHHBIE TpeboBanus (TpeGoBanus, NpeabsaBIIsieMble
K 00pa3oBaHMIO M CTaxy paGOThI), MOMYUHEHHOCTD ClIEIMATHCTA 1 JIOJKHOCTHBIE
JHLA, KOTOPLIMU OH PYKOBOIHT;

- TICPCHHCIIAIOTCA NpaBOBbIC aKThl M HOPMATHBHBIE JIOKYMEHTBI, KOTOPHIMH
A0JDKEH PYKOBOJZICTBOBATELCS CIELIHAIMCT B CBOEH e TeIbHOCTH.

33.B pasmen Moryr BKmOUYEHEI Apyrie TpeOOBaHHH H  TOJIOKEHHUS,
KOHKPETH3HPYIOIIHE W YTOYHSIOIINE CTATYC IODKHOCTHOTO JIMIA H YCIIOBHS €ro
AESATEIbHOCTH.

3.4. Pasgen «Jlo/mKHOCTHBIE OGS3aHHOCTHY COJIEP)KUT I[IEpEeYeHb OCHOBHBIX
OYHKUMH JOKHOCTHOTO JMma, a Takke YKa3bIBalOTCs (hopMa ero yuactus B
YTPABICHYECKOM  mpouecce  (PDyKOBOAMT,  YTBEPXKIAeT,  OOecreduBaer,
HOArOTAaBINBACT, PACCMATPUBACT, HCIHOJNHIET, KOHTPOJMPYET, COITACOBHIBAET,
MPENCTAaBISAET, KyPHPYET H T. 11.)



3.5. Paznen «IlIpaBa» conaepXHT nepedeHb Mpas, MPeIOCTABISEMBIX CMELHATHCTY
1UTS BBITIOJIHEHMS! BO3JIOJKEHHBIX Ha Hero QYHKIIWH W 00s3aHHOCTEH.
3.6. B pazziene «OTBETCTBEHHOCTh» YCTAaHABIMBAKOTCH BHIBI OTBETCTBEHHOCTH 33
HECBOEBPEMEHHOE M HEKAYECTBEHHOE BBIMIOJHEHHUE CIEIUATUCTOM JOIKHOCTHBIX
00s13aHHOCTEH U HEHCIIOIb30BaHUE TIPEIOCTABIEHHBIX EMY TIPAB.
3.7. Paznen «B3aumoorHomeHnus. CBS3H M0 AOJKHOCTHY» COHEPKUT nepeyeHb
JOJDKHOCTHBIX JIMI, C KOTOPBIMH CHEIHANUCT BCTyNMaeT B CiyxkeOHble
B3aMMOOTHOIIEHUS W obecrneymBaercs WHPOpMAlLlUeH, YKa3bIBAIOTCS CPOKH
MONyYeHUs W  MpenocTaBieHuss HWHOOpMAlUK, ONpeNensiorTcs  MOPSIOK
NOJMUCAHUS, COTITACOBAHUS U YTBEPKICHUS TOKYMEHTOB.
3.8. Obs3aTenbHBIMA PeKBU3UTAMHU JIOIDKHOCTHOM MHCTPYKIIMHM SBJISIOTCS
- nosiHoe HauMmeHoBanue MBJIOV;
- 3ar0JIOBOK K TEKCTY;
- BU3BI COIJIaCOBaHUS,
- MOANUCH, FPHG YTBEPIKIAECHHUS.

4. Ilopsinok pa3paboTKH, COrIACOBAHUS, YTBEPKICHHS H BBeJICHMS B

JAeHCTBHE JOZKHOCTHONW HHCTPYKIIHH

4.1 JlomxHOCTHast MHCTPYKLMs paspabateiBaercd 3aseayoumM MBIOY  mm6o
JHUILOM, YyIOJTHOMOYEeHHBIM 3aBenyromum MBJIOY. B cayyvae, ecniu JlomxHocTHASs
HHCTPYKIHSI pa3spabaThIBaeTCs JTHIOM, YIIOTHOMOYEHHBIM 3aBeayromum MBJIOV,
TO OHA IOJITUCHIBAETCS Pa3paboTIHKOM.

4.2. JIomxHOCTHAs MHCTPYKIMS TIOCIIe pa3paboTKU mepeaaercs B MPodCO3HbIH
KOMUTET NEePBUYHON NMPO(COIO3HON OpraHU3aIMy, NPeICTABISIONMNA HHTEPECH
OompmmncTBa  paboTHMkoB MBJIOY (manee — mnpodCorO3HBI  KOMHTET).
[Ipodcoro3nblii KOMHTET B CPOK He MO3/HEe JecATH pabouux aHeH co HS
nomydeHuss  JIOJKHOCTHasE ~ MHCTPYKUMS ~ OCYLIECTBJISIET  COIAacOBaHHE
Homxknoctaas uHCTpyKUMs. B ciydae, ecniu npodcoro3HbIit KOMUTET He COr/iaceH
¢ TekcToM JIOMKHOCTHAS HMHCTPYKLHS JHOO BHOCHT TNPEIIOKEHHS TIO ero
COBEPIUIEHCTBOBAHUIO, TO 3aBenytoieMy MbJIOY nanpaBnsercs MOTHBHPOBaHHOE
MHeHue. 3asenyroumii MBJIOY wmoxer cormacuteess ¢ HMUM JHOO 0053aH B
T€YEeHHe MATH JHEW Mocie IOJYyYeHUS MOTHBHPOBAHHOTO MHEHMS MPOBECTH
JOIOJIHUTE/IbHBIE  KOHCYNBTAallMH € MNpO(QCOIO3HBIM KOMHMTETOM B  IENsX
TOCTHIKEHHS B3aUMOIIPUEMIIEMOTO PEIIIEHHS.

Ilpn He HOCTHXKEHHMS COIJIACHS BO3HMKIUME pasHOrIacus OQOPMIISIOTCS
IpoToKoIOM, mocne 4ero 3asenyroumi MBJIOY wumeer mnpaBo yTBepauTh
/10XHOCTHYIO HHCTPYKIIMIO.

5. Vreepxaenne [[0/15KHOCTHOH HHCTPYKIHH
5.1. 3asenyiommii MBJIOV ytBepkiaer J[0/KHOCTHYIO MHCTPYKIHMIO [TyTeM
H31aHUS COOTBETCTBYIOIIETO NMPHKA3a.
5.2. B npukase B 0053aT€IBHOM MTOPSIKE YKA3BIBAIOTCS
1ara BBeleHUs JlOKHOCTHOW MHCTPYKIMH B J€HCTBUE;
vKasaHHe 00 03HaKOMJIeHHH pabOTHUKOB ¢ JJODKHOCTHON MHCTPYKLIMEH U CPOKH
1715 3TOTO;



- GbaMuIMK M JOJDKHOCTH ML, OTBETCTBEHHbIX 3a COOMONeHHe Jl0TKHOCTHOI
UHCTPYKIIWH;,

- MHbBIE YCIIOBHS.

5.3. VrBepxnennsle JIOMKHOCTHBIE HHCTPYKIIHM MOMIEKAT 00sA3aTe1bHOH
PETUCTPALAK B COOTBETCTBUM ¢ TpeboBaHusiMU Aenonpoussonactsa 8 MBAOY ¢
MPUCBOCHUEM WM TOPSAAKOBOTO HOMEpA.

6. Oznakomiienue pabOTHHKOB ¢ JLO/IKHOCTHON HHCTPYKUMEH

6.1. Osnaxkomienue padotauka MBJIOY ¢ [lomKHOCTHOM WHCTPYKIIMEl B
00s3aTEIbHOM MOPSAIKE OCYIIECTBIAETCS MPU NOCTYILICHHH Ha padoty B MBJIOV.
Osunakomnenue ocymectsisier 3apeayromuii MBOV. Tlocie 03HAKOMICHHS
padoTHUK NpocTaBiseT Ha JIOMKHOCTHON MHCTPYKIHH O3HAKOMUTENBHYIO BU3Y —
C MHCTPYKIIMEHN O3HAKOMIIEH, J1aTa, MOITUCE.

6.2. Osnakomnenue paborHuka MBJIOY ¢ JI0mKHOCTHOM WHCTPYKLHEH B
0053aTENBHOM TIOPANKE OCYIIECTBIISETCS MpH TepeBoje pabOTHHKA HA ApYTyIo
AO/DKHOCTb HWJIM BPEMEHHOM IIepeBOJe Ha Jpyryro pabory. O3HakomieHue
ocymectBaser 3aseayromd  MBJIOY. [llocne o3nakomiieHust paboTHHK
MPOCTaBNACT Ha JIOIDKHOCTHOHM HMHCTPYKLMH O3HAKOMHTEIBHYIO BH3Yy — C
HHCTPYKLIHEH 03HAKOMJICH, /1aTa, [TOATIHCH.

6.3.TpeGoBanus, ycraHoBiennsle B J[OIIKHOCTHOM UHCTPYKLIMH, [JaHHON OTKa3
(buKCHpyeTCs IyTeM COCTaBJIEHHSl aKTa B NPHCYTCTBHH HE3aMHTEePECOBAHHBIX
cBuzerened. B akre Takxke dukcupyercss (akT O3HakomieHMs: paGoTHHKA C
cosepkaHueM JIOJDKHOCTHOM WMHCTPYKLMM B UWHOM dopme ( JlomkHocTHas
MHCTPYKLIMs 3a4UThIBaeTCs BCIyX 3aBemyromum MBJIOY).

6.5. Jlna Texymen paGoThl ¢ NOATMHHHKA IODKHOCTHOM HHCTPYKLIUA CHUMAIOT
3aBEPEHHYIO KONHIO, KOTOpYIo BbiAatoT pabotuky MBJIOY, paGoraromemy B
JTAHHOM OJIKHOCTH.

7. Buecenue usmenennii B JloszkHOCTHY1I0 HHCTPYKIHIO

7.1. Buecenne wusmeHenuii B JIOMKHOCTHYIO HHCTPYKIIMIO OCYLIECTBISIETCS B
CIIEIYOLIMX CITy4asx:

7.1.1. cBs3M ¢ M3MeHEHHeM 00A3aTeNbHBIX YCIOBHIl TPYJAOBOro JOroBopa.
Yka3aHHas npouexypa IMpoBOAMTCS B COOTBETCTBHH C TpedoBanusMu Tpynosoro
konexkca PO (pabotHuk fomkeH ObiTh He TIO3IHEE, uYeM 33 2 Mecsua 7o
[IpearoIaraeMoro  M3MEHCHUs IUCBMEHHO yBeiomieH. [locie nomyuyeHus
PabOTHMUKOM COTJIAllleHHs] HA [IPOJOIKEHHE TPYIOBbIX OTHOIICHHMH, BHOCSTCS
H3MEHEeHHUs B JIOKHOCTHYIO HHCTPYKIHIO).

7.1.2. TNpH WM3MEHEHWM OPraHWU3ALMOHHBIX YCIOBHUIA TpyAa, ©e3 u3MeHeHus
TPYZ0BOH QyHKLIMK paboOTHHUKA.

7.2. 3aseayrowmit MBJIOY wunu nuio, YIOJIHOMOYEHHOE HM, COCTaBlseT
JI07KHOCTHYIO MHCTPYKUMIO B HOBOH peaaKiiu, KOTOpasi COrJlacoBbIBAeTCS H
YTBEPXKAaeTCs B COOTBETCTBUYU C TPeDOBAHUAMM, YCTAHOBJICHHBIMHU pa3/ielamMu 4 U
5 macrosuero I[lonoxenus. O3HakoMmIeHHe paboTHHMKa cC
MHCTPYKIHEM  OCYIIeCTBISI€TCS B COOTBETCTBHH  C
YCTaHOBJICHHBIMH pa3fienoM 6 HacTosiero [lonoxenwus.

JlomxHocTHON
TpeOOBaHHIMH,



8. XpaHeHHe J0/KHOCTHBIX HHCTPYKIHIH

8.1. JlomKHOCTHBIE HMHCTPYKLMU XpaHSTCS B COOTBETCTBHHM C [PaBHIAMH.
YCTaHOBIEHHBIMH B [lepeuneM TUNOBBIX yIIPaABICHUYECKUX aPXMBHBIX JTOKYMEHTOR.
00pasyroluxcs B [IPOLECCE AEATEIILHOCTH IOCYJapCTBEHHBIX OPraHoB. OPraHOB
MECTHOI0  CaMOyNpaBJIeHHss ¥  OpraHM3alui, YTBEPXKIECHHBIM  [PHKA30M
Munkynbtypsl Poccun ot 25.08.2010 Ne558.

8.2. llomxHocTHbie MHCTPYKUHH pabotHnkoB MBJIOV nomiexar nocTosHHOMY
xpanenuto B MBJIOY B TedeHue Tpex JieT Mocjie UX 3aMeHbl HOBBIMH.



