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1. O0mue NOJIOKEHHHA

1.1. Hacrosamee IlomoxkeHHe 0 JO/KHOCTHOH  HHCTPYKLHH
pabotHukoB (nanee Ilosnokenne) MyHHIMNAIBHOIO OI0JDKETHOTI'O
IOIIKOJILHOTO  oOpaszoBarenbHOrO  yupexkaeHus  «/[lerckmii  cax  Nel4(
KoMOuHHpOoBaHHOTO BHaa» [IpuBoimkckoro paiona r. Kazanu (manee - MBJIOVY)
pa3paboTaHO B LENAX PEryJIHpPOBaHUS B3aMMOOTHOLICHUN MEXAY pabOTHHKOM H
paboToaaTesemM.

1.2. Hacrosamee IlonokeHue omnpenenseT OCHOBHbIC TPeOOBaHHA K
CTPYKTYpe M COJEpPKAHUIO JOHKHOCTHOW HHCTpyKuuu pabotHukor MBJIOVY, a
Takke K Ipoueaype pa3pabOTKH JOJDKHOCTHBIX HWHCTPYKLHMIA, MOPAAKY HX
IIPHHATHA, YTBep}K,I[eHI/IH, BHCCCHHI B HHUX ,HOHOJIH@HHI"'I H H3MEHEHHH.

2. [lorsATHE X0NKHOCTHOH HHCTPYKUHH

2.1. HomxHocTHas HHCTpykiua paborHuka MBJIOY (manee -
JIOJDKHOCTHas MHCTPYKUMS) - OCHOBaHHBIM Ha HOPMax 3aKOHOJATEJ/IbCTBA
opHIHaIbHBIA IIPaBOBOM JOKYMEHT, pErjJaMEHTHPYIOLIMH OpraHu3alHOHHO-
npasoBoe mnoJsiokeHue pabornuka MBJIOY, ero o0ssaHHocTH, IIpaBa,
OTBETCTBEHHOCTb, 00€CTIEUUBAOIINH YCIOBHS Jid €10 APHEKTUBHOM pabOTHI MpH
OCYLIECTBJICHHH UM TPYAOBOH AEATEIbHOCTH COIVIACHO 3aHHUMAEeMOH JOJKHOCTH.

2.2. NomKHOCTHAsE HHCTPYKLHS SIBISETCA HOPMATHBHBIM JIOKAJIbHBIM
aktoM MBJOYVY, perynupyromuM oTHomeHus B pamkax MBJIOY, coxepxamum
00meo0s3are/bHbIC NpaBIla MOBEACHHUA I BCEX MJIH HCKOTOPBIX YYaCTHHKOB
00pa3oBaTeNbHbIX OTHOLICHHH, paCCUHTAHHBIM Ha HEOJHOKPaTHOE IPUMEHEHHE, U
YTBEPKJIEHHBIM MPUKa3oM 3aenytoniero MbJIOY.

2.3.  JIOMKHOCTHAsA MHCTPYKLHMA COCTABIACTCA M0 KaxKI0H IITAaTHOH
nomkHOocTH MBJIOY u 00BsBIsACTCS paOOTHHKY MOJ PACIKCKY IIPH 3aKIOUECHUH
TPYZOBOI0 JOrOBOpa, a TaKkKe IMPH NEpeMEIICHHH Ha IPYTyK JODKHOCTh H IIPH
BPEMEHHOM HCIIOJIHEHHH O0SA3aHHOCTEH 110 JOJIAKHOCTH.



2.4, JIoOmKHOCTHasA HHCTPYKLHA pa3pabaTbhIBa€TCsi MCXOIA M3 3a1a4 H
GyHKOUHA, BO3JIOXKEHHBIX HA KOHKPETHOrOo pabOTHHKA, B COOTBETCTBHH CO
IITATHBIM pachnucadueM, IlpaBHaamMM BHYTPEHHEro TPYAOBOTO pACIIOPsIKA
MBJIOVY, ¢ cobmonenuem Koncrutymmu Poccuiickoit denepauun, Tpynosoro
kKonekca Poccuiickoii ®PefepallMM M HHBIX HOPMATHUBHO-TIPABOBBIX  aKTOB.
2.5. OcHoBOH s pa3paOOTKH JODKHOCTHBIX HHCTPYKLHH ABIISIOTCS
«KBanupukauoHHbIE XapaKTEPUCTHKH MOKHOCTEH PabOTHHKOB OOpa30BAHUS»
EnuHoro KBanM(UKAIMOHHOTO CIPAaBOYHHKA JO/UKHOCTEH PYKOBOIMTENEH,
CIEIMATUCTOB M  CIyXKaluux, yrBepkaeHHoro Ilpukazom MunucrepcTBa
31paBOOXpPAHEHHs W COLMaNbHOro pasBuTHA Poccuiickonn @eaepauun ot 26
asrycta 2010r.Ne761H.

3. TpeOoBanus, npeAbsABAsieMble KCTPYKTYpe H
COJEePKAHHIO J0JKHOCTHOM HHCTPYKIHH.
3.1. JIO/JDKHOCTHASA MHCTPYKLUSA COCTOUT U3 CIAEAYIOLIMX Pa3/Ie/ioB:
- O01¥me n0J0XKEHHS.
-TpeboBanus k kBamupUKALIH.
- J10JDKHOCTHBIE 00SI3aHHOCTH.
- [Ipaga.
- OTBETCTBEHHOCT.
- BzaumooTHOIIEHNA. CBA3H 110 AOKHOCTH.
3.2. B pazgene «O0m1He MOJOKEHHD:
- ycTaHaBiMBaercd chepa AeSTe-HOCTH JaHHOTO CIEIMATHCTA;
- YCTaHaB/IMBACTCS IOPAJOK €ro Ha3Ha4Ye€HHs W OCBOOOXKIACHHS OT
3aHUMAaEeMOH JJOJKHOCTH;
- YCTaHaBJIMBAETCS 3aMEIIeHHeE M0 JOJDKHOCTU BO BpeMs OTCYTCTBUS;
- MOAYMHEHHOCTh CHELHANNCTa M JO/DKHOCTHBIC JIMLA, KOTOPBIMH OH
PYKOBO/IHT;
-  HNEePeUHHCIATCA HpaBOBBIe aKTBl H HOPMATHBHBIC TOKYMCHTBI,
KOTOPBIMH JIOJKEH PYKOBOCTBOBATHCA CIIELIMAIUCT B CBOEH A€ATEILHOCTH.

B pasnen Moryt ObITh BKJIKOYEHBI APYrue TPEOOBAHKSA U MOJIOKEHHUS, U
KOHKPETH3HPYIOIIHE M YTOYHAIOIIHE CTATYC JOJDKHOCTHOIO JIMLA H YCIOBHS €ro
JEATEIbHOCTH.

3.3. B paznene «TpeGoBanus K KBaTU(UKAIAN»:

-OTpeNeNsioTess  KBanuGbUKanuoHHBIe TpeboBauus  (TpeboBaumus,
IpeabABIsAEeMble K 00pa3oBaHUIO U CTaXy pabdOThI).

3.4. Pazpen «/loskHOCTHBIE O00A3aHHOCTH» COJEPKHUT IEepeYeHb
OCHOBHBIX (I)yHKL{I/Iﬁ AOJKHOCTHOI'O JIMI@A, a TAKXKC YKa3bIBalOTC:A O6H3aHHOCTH
JAOJDKHOCTHOIO JIMLA, BO3JIaragMbI€ Ha HEro, ykasbiBaerTcs (popMa €ro y4JacTus B
yIPaBJIEHUYECKOM  Ipouecce  (PYKOBOAMT,  yTBEpKAaeT,  0OecleuuBaeT,
MOATOTABIMBACT, pPAacCMAaTPUBAET, HCIIOJNHAET, KOHTPOJIHPYET, COTJIAaCOBBLIBAET,
NpeACTaBIAET, KYPHPYET H T.11.)

3.5. Pazpen «llpaBa» coaep:XuT nepedyeHs Ipas, [IPeJOCTaBIIIEMBbIX
CTICLUAIIMCTY JJIS BBITOJHEHUS BO3JIOKEHHBIX HA HErO (DYHKIMH U 0053aHHOCTEH.



3.6. B pasgere «OTBETCTBEHHOCTbY» YCTAHABIHBAIOTCA BH/bI
OTBETCTBCHHOCTH 32 HECBOECBPEMEHHO€ M HEKAYE€CTBCHHOE BBIMTOJIHEHHE
CIELHATHCTOM JOJIKHOCTHBIX o0s3aHHOCTEH 7} HEHUCIOJIb30BaHHE
[IPEIOCTaBICHHBIX EMY IpaB.
3.7.Pasnen «BzaumooTHomeHus. CBsi3u MO JOIDKHOCTU» COAEPKHT
[EPEYEHb JOKHOCTHBIX JIML, C KOTOPHIMH CIICIIMAIHCT BCTYIAET B CIy:KEOHbIE
B3aMMOOTHOLIEHH U oOecnednBaeTcss HHQOpMalued, YKa3bIBAIOTCS CPOKH
NOJY4YE€HHs M IIPEJAOCTaBICHHsA HMHGAOpMAlMH, ONPEACSICTCA  IMOPSIO0K
HOJITHCAHUS, COTVIACOBAHUS H YTBEPXKIAEHHS TOKYMEHTOB.
3.8 OOs3aTenbHBIMH  peKBU3MTaMU  JIOJDKHOCTHOW — MHCTPYKLUH
SIBJISIFOTCS:
- 1ojiHO€ HaumeHoBanue MB/IOY;
- 3aroJIOBOK K TEKCTY;

BHU3bI COTJIACOBAaHHA,

HOJIHUCE, TPU(] YTBEPKIACHHUS.

4. Ilopsiaok pa3paboTKH, COIJIAaCOBAHHA, YTBEPKIACHHS H

BBEJICHHUA B JefCTBHE NOJ/KHOCTHOM HHCTPYKUHH

4.1. JlomxHOCTHasT MHCTPYKLHs pa3pabaThIBaeTCs 3aBEAYIOIIHM
MB/IOY mubo nunom, ynoJHOMOYEHHBIM 3aBeayronmM MBJIOY. B ciiyuae, eciin
JIOJDKHOCTHAsE ~ MHCTPYKUHMS — pa3pabaThiBaeTCs  JIMIIOM,  YIIOJHOMOYEHHBIM
3aBeayromuM MBJIOY, To ona noanuceiBaeTcs pa3paboTIYHKOM.

4.2. JIOJKHOCTHas MHCTPYKLHs II0CiE€ pa3paboTKH mnepegaercs B
Ipo(COr3HBIN KOMHUTET EepBUYHON IpO(COI03HOM OpraHu3allkiu,
MpEeACTABISIONMH HHTEpecsl OonbuHCTBa padoTHukoB MBJIOY (manee —
npo¢coro3Hbli komMuTeT). [Ipodcoro3HbIi KOMUTET B CPOK HE I03[HEE JIECATH
pabodux OHEH co AHA nony4yeHHs JOKHOCTHOH HHCTPYKIMH OCYILECTBJISET
cormacopanue JIoKHOCTHOH HMHCTpykUuH. B ciydae, eciu npodCOr3HBIH
KOMHTCT HE COINIACEH C TEKCTOM JIO/DKHOCTHOM MHCTPYKLUHMH JIMOO BHOCHUT
[PEJIOKEHHS [0 €ro COBEpPLICHCTBOBAaHHIO, TO 3aBeaywoiiemy MBJIOY
HalpaB/IseTCs MOTHBMPOBaHHOe MHeHHe. 3aBenyromuit MBJIOY  moxker
COrJJaCHUTBCA ¢ HHUM JMOO 00s3aH B TEUCHHE MATH JHEH Mocie TMoTydeHus
MOTHBHPOBAHHOIO MHEHHS IIPOBECTH JIOIOJIHUTE/IbHbIE KOHCY/JIbTAlUH C
PO COIO3HBIM KOMHTETOM B LIEJISX JOCTHIKECHHS B3aHMOIIPUEMIIEMOT0 PEILICHHS,

IIpy He  [JOCTHKEHHMM  COrjlacHMsl  BO3HHUKILME  Pa3HOIJIACHs
0QOpMJIIOTCA IIPOTOKOJIOM, Iocje vero 3aseaywwuid MBJIOY umeer npaso
YTBEPJIHTE JIOJDKHOCTHYIO HHCTPYKLIMIO.

5. Yreepxaenue JONKHOCTHONH HHCTPYKIHH
5.1. 3aBeayrommit MBZIOY ytBepxaaeT JoMKHOCTHYIO HHCTPYKIHIO
IIyTEM H3/1aHUA COOTBETCTBYIOIETO MPUKa3a.
5.2. B npukase B 00A3aTEILHOM MOPAJIKE YKa3bIBAIOTCS:
- nata BBeACHUS JJOKHOCTHON MHCTPYKIUH B ACHCTBHE,
- yKazaHue 00 O3HAaKOMJIEHHM pPa0OTHHKOB ¢ JIO/DKHOCTHOH
WHCTPYKIMEH U CPOKH JUIS ATOTO;



- paMHIMKM M JOJDKHOCTH JIMI, OTBETCTBEHHBLIX 34 COOIIOJCHHUE
J10mKHOCTHONH HHCTPYKITUH;
- HHBIC YCIIOBHSL.
5.3.  VrBepxkaeHHble  JIOJDKHOCTHBIE  HHCTPYKIIHH  TOJJIEKAT
00s3aTeJIBHON PETHCTPAllK B COOTBETCTBUH ¢ TPeOOBAHHSIMH JEJIONPOU3BOICTBA
B MBJIOY ¢ npucBoeHueM UM MOpSIKOBOTO HOMEpA.

6. Osnakomiienune pa6oTHuKoOB ¢ Jo/sKHOCTHOM
HHCTPYKUHEH

6.1. Osnakomnenne  paborHuka MBJIOY ¢ JIomKHOCTHOIM
HHCTPYKLHEH B 0053aTEIbHOM IOPSAKE OCYIIECTBISETCS MPH MOCTYILICHUH HA
paboty B MBJIOY. O3nakominenue ocyuectriser 3aseayomuid MBJOY. ITociue
O3HAaKOMIICHHs pabOTHMK IpocTaBlIAeT Ha JIOJUKHOCTHOH  MHCTPYKLHH
O3HAaKOMHTEIBHYIO BU3Y — C HHCTPYKIUEN O3HAKOMJICH, JaTa, MOIIHNCE.

6.2. Osnakomnenue  paboranka MBJIOY ¢ JIOJDKHOCTHOM
HHCTPYKLIHEH B 00s3aTe/IbHOM TOpsiIKe OCYIUECTBISIETCS IIPH  IEpPEBOJIE
paboTHHKA Ha JPYTYIO JOJDKHOCTH MJIM BPEMEHHOM IMEpeBOie Ha IpYyryio padbory.
Osnakomienne ocymectsisger 3apenyromuid MBJIOVY. Ilocne o3nakoMienus
paboTHHUK HpocTaBiseT Ha JOJKHOCTHOH MHCTPYKUHH O3HAKOMHTEIBHYIO BH3Y -
C UHCTPYKLIMEH 03HAKOMIIEH, JaTa, OAIHCS.

6.3. TpeboBanus, ycTaHOBIeHHbIE B JIODKHOCTHONH WHCTPYKLHH,
NEHCTBUTENBHBI C TOTO MOMEHTA, KOr/1a pabOTHHK OBLT C HEH 03HAKOMIICH.

6.4. B cayugae eciu pabotHuk MBJIOV oTkaseiBaeTcst pacnucatses B
O3HAKOMJICHHH HJIM TMOJy4YeHHMH JlO/KHOCTHOM HMHCTPYKLHMH, OAHHBIH OTKa3
(UKCHpYyeTCs IyTEM COCTaBJICHHS akTa B IMPUCYTCTBUM HE3aHHTEPECOBAHHBIX
ceugerenei. B akre Takke dukcupyercs (akT O3HaKOMIIEHHsS pPabOTHHKA ¢
cogepxanueM JlomkHOcTHOM wuHCTpykuun B HHOH dopme (JlomkHOCTHAS
MHCTPYKLIMS 3a4MThIBacTCs BCayX 3apeayromum MBIOY).

6.5. Jns Tekyiei pabOTHI C MOMAIHHHUKA JOKHOCTHOH HHCTPYKIHH
CHHMAlOT 3aBEPEHHYI0 KOIIHIO, KOTOPYH BblaaroT pabotHuky MBJIOVY,
paboraromeMy B JaHHOH JODKHOCTH.

7. BHeceHHe H3MeHeHHH B [l0I’KHOCTHYI0O HHCTPYKIHIO

7.1. Brecernne wu3MeHeHMH B  JIOJDKHOCTHYIO  MHCTPYKLHIO
OCYILIECTBIAETCS B CIEAYIOIUX CIIydasx:

7.1.1. B cBA3M ¢ HM3MEHEHHEM OOS3aTENBHBIX YCIOBHI TPYAOBOTO
JI0roBopa. YKaszaHHas IpOLEAypa INPOBOJUTCS B COOTBETCTBHH ¢ TpeOOBaHHAMH
TpynoBoro konekca PO (paboTHHK J0/KeH OBITH HE MO3THEE, YeM 3a 2 MecsIa 10
[IPEII0JIaraeMoro HM3MEHEHHs [HCbMEHHO yBedomiieH. [lociae monydeHus
pabOTHHMKOM COTJIAIEHHA Ha IPOJOLKEHHE TPYIOBBIX OTHOMNIGHHH, BHOCSATCS
H3MeHeHHs B JJOMKHOCTHYIO HHCTPYKIHIO).

7.1.2. mpu HW3MEHEHHH OPraHU3AalHOHHBIX YCIOBHH Tpyja, 0e3
M3MEHEHHA TPYJ0BOH QYHKLHH padOTHHKA.

7.2. 3aseayrommii MBJIOY wmwm 1u0Do, yNOJIHOMOYEHHOE UM,

cocraBigeT JIOJDKHOCTHYI0 HHCTPYKLHMIO B HOBOM pENakmMH, KOTOpas



COINIACOBBIBACTCA M YTBEPXKAA€TCId B COOTBETCTBUM C  TpeOOBaHHSIMH,
YCTaHOBJIECHHBIMH pasjenamMu 4 u 5 Hactosmiero Ilonoskenus. O3HakoMieHHE
paboTHHKa ¢ J[OMKHOCTHOH HMHCTPYKIHEH OCYIIECTBIAETCS B COOTBETCTBHH C
TpeOOBaHUAMH, YCTAHOBIIEHHBIMU pas3esioM 6 HacTosmero [Tonoxenus.
8. XpaHeHHne JO0JMKHOCTHBLIX HHCTPYKIH

8.1. JIOWKHOCTHBIE HMHCTPYKILHH XPAaHSTCS B COOTBETCTBUH C
MpaBHIIaMH, YCTAHOBJICHHBIMU B [IepedyHeM THUIIOBBIX YNPaBIEHUECKAX apXUBHEIX
JOKYMEHTOB, 00pasyloluXcs B IPOLECCE JACATENBHOCTH TOCYJapCTBEHHBIX
OpPraHoB, OPraHOB MECTHOIO CaMOYIIPABJIEHUS U OPraHU3alUi, YTBEPKIECHHBIM
npruka3oM MuHKyabTyphl Poccun ot 25.08.2010 Ne 558.

8.2. JlomkHOCTHBIE HHCTpYKUHH paboTHHkoB MBJIOY momnexar
1oCcTosHHOMY xpaHeHHro B MBJIOY B TedyeHue Tpex JeT mocie HX 3aMeHbI
HOBBIMH.
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