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HOJOXEHUE
0 T0JI’KHOCTHOW MHCTPYKI UM PAOOTHUKOB
MyHHUIMTIATBHOTO 0I0/1KE€THOT'0 I0IIKOJIBHOI0 00pa30BaTEeIbHOI0 YUpeKIeHUsI
«Jlerckmii cag Ne140 komOnHnpoBanHoro Bujaa» IlpuBosnkckoro paiiona r. Kazanu

1. O0mue MoJ0:KeHHUSA
1.1. Hacrosimiee Ilonoxenwe O JOMKHOCTHOW MHCTpYKUMU paboTHUKOB (manee Ilomokenue)
MyHHAIUTIATPHOTO  OIO/DKETHOTO  JIOIIKOJBHOTO 00pa3oBarenbHOro yupexacaus «Jlerckuit cag Nel40
KOMOMHHpOBaHHOTO BUaa» IIpuBomkckoro paiona r. Kazanum (manmee - MBIOY) pa3paborano B memsix

PETyJIMPOBAHHUS B3aUMOOTHOIIIEHUI MEXTY paboTHUKOM 5
paboTonaTenem.
1.2. Hacrosimee Ilonokenue ompepesnsier OCHOBHbIE TPEOOBAaHUS K CTPYKTYpE M COJCPKAHUIO

TOJDKHOCTHOW HMHCTpYKIMu pabotHunkoB MBJIOY, a Tarkke K mpomenype pa3pabdOTKH JTOJKHOCTHBIX
WHCTPYKUUH, IOPSAAKY UX NIPUHATHUS, YTBEPKACHUS, BHECECHUSI B HUX JIONIOJTHEHUNM U U3MEHEHUH.

2. [lonsiTHE NOJKHOCTHOM MHCTPYKUIHMH

2.1. HomxuocTHasi WHCTpykiusi pabotHuka MBJOY (mamee — Jlo/mKHOCTHAas WHCTPYKIUS) -
OCHOBAHHBIM Ha HOpPMAax 3aKOHOJATENbCTBA O(HIMATBbHBIM NPaBOBOW JIOKYMEHT, pPErJIaMeHTHPYIOMIUN
OpraHU3aIMOHHO-TIpaBOBOE ToyiokeHue padotHnka MBJIOY, ero o0s3aHHOCTH, TIpaBa, OTBETCTBEHHOCTb,
obecrieunBaromuii  ycinoBus A ero 3(@ekTuBHON paboThl HpHU OCYHIECTBICHHMM UM TpPYAOBOU
NEATEIBbHOCTH COIIACHO 3aHUMAEMOM JTOJKHOCTH.

2.2. JloJKHOCTHass  MHCTPYKLIMsI  SIBJSIETCSl  HOPMAaTMBHBIM  JIOKaIbHBIM  akTom  MBJIOY,
PETYIUPYIOIIUM OTHOILICHUS B pamkax MBJIOY, COZEPKAILINM
o01eo0s3aTenbHbIe IIpaBuJIa MIOBE/ICHHUS Ui BCEX WIH HEKOTOPBIX YYaCTHUKOB
o0pa30BaTeNbHbIX OTHOIIEHUH, PAacCUMTAHHBIM HAa HEOJHOKPAaTHOE INPUMEHEHHE, U YTBEP>KJIECHHBIM
nmpukasoMm 3asenyromero MB/10VY.

2.3. JlomxHOCTHAs WHCTPYKITUS COCTaBJISIETCS o KX 101 ITaTHOU
nomwkHoctd  MBJIOY  u oObsaBnsercs  paOOTHUKY  HOJ ~ pacmMcKy  INpH  3aKJIIOYEHHUU
TPYJIOBOIO JIOTOBOPA, a TAaKXKe MPHU NEpeMEeUIeHUH Ha APYTY0 JOKHOCTh U MPU BPEMEHHOM HCIIOJHEHUN
00513aHHOCTEH MO JOHKHOCTH.

2.4. JlomkHOCTHAsS WHCTPYKIUA pa3pabaThIBaeTCs HUCXOMS n3 3a7a4 u
(GyHKIMH, BO3J0KEHHBIX HA KOHKPETHOrO pabOTHUKA, B COOTBETCTBUM CO UITATHBIM pACIHCaHUEM,
[IpaBminamu BHyTpeHHero TpynoBoro pacnopsaka MBJ/IOVY, c¢ cobmonennem Konctutynuu Poccuiickoii
@enepaunn, TpynoBoro konexkca Poccuiickoir @enepaniMM M HMHBIX HOPMAaTHUBHO-TIPABOBBIX AKTOB.

2.5. OcHoBoM 11 pPa3paOOTKU JOHKHOCTHBIX HMHCTPYKUUH sBistoTca  «KBanuduxanmonssle
XapaKTePUCTUKH JIOJDKHOCTEH pabOTHMKOB 00pa3oBaHus» EIMHOro KBalM(UKAIMOHHOTO CIPaBOYHHMKA
JOJKHOCTEH PYKOBOAMTENEH, CHEIMalMCTOB W CHyKalux, yTBep:kaeHHoro Ilpukazom MunucrepcTBa
3/paBOOXpaHEHUs U couaibHOro passuths Poccuiickoit denepannn ot 26 asrycra 2010r.Ne761H.
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3. TpeGoBaHusA, npeabsABJsieMble KCTPYKTYpe U COAEP:KAHUIO TO0JKHOCTHOI
HHCTPYKIUH.
3.1. lomKHOCTHAs MHCTPYKIUS COCTOUT U3 CIEAYIOIIMX Pa3eiioB:
- O0mIre MoJI0KEeHHUS.
-TpeGoBanus k kBamupUKAIIAN.
- JlomxHOCTHBIE 0053aHHOCTH.
- [TpasBa.
- OTBETCTBEHHOCTb.
- BsaumooTtHomenus. CBs3u O JOJKHOCTH.
3.2. B paznene «O0mue moJ0KESHHU:
- ycraHaBiuBaeTcs cdepa JesiTeIbHOCTH JAaHHOTO CIIeUATNCTa;
- yCTaHaBIIUBAETCS MOPSAIOK ero Ha3HAYEHUS u OCBOOOXKJICHUS oT
3aHUMaeMOM TOJDKHOCTH,
- YCTaHABIIMBAETCS 3aMEUICHHE 10 I0JDKHOCTU BO BpPEMs OTCYTCTBHUS;
- IOTYMHEHHOCTH CIIEIUATTUCTA U JIOJDKHOCTHBIE JIMIA, KOTOPHIMUA OH PYKOBOMT;
- TMEepeuMCISIOTCA TMPaBOBbIE AaKThl W HOPMATUBHBIE JOKYMEHTBI, KOTOPBIMH JOJDKEH
PYKOBOJICTBOBATHCS CIICLUAIUCT B CBOCH JCATEITHHOCTH.

B paznen MoryT ObITh BKIIIFOUEHBI IpYTHe TPEOOBAHUS U MOJIOKEHUS, U KOHKPETU3UPYIOLIUE U
YTOYHSIOIIHE cTaryc JOJKHOCTHOTO avna U yCIIOBHUSA ero
NeSITEIbHOCTH.

3.3. B paznene «TpeboBanus kK KBaTU(UKAITII:

-OMpeNeNsIIoTCs  KBaNU(HUKAIIMOHHBIE TpeOoBaHus  (TpeOOBaHMS, NPEIBSIBISIEMbIE K

00pa30BaHMIO U CTaXKy PaOOTHI).

3.4.Paznen «JloMmKHOCTHBIE 00S3aHHOCTHY» COJEPKUT NEepedyeHb OCHOBHBIX (DYHKIHH JOKHOCTHOTO
JIMIIA, @ TAKXKE YKA3bIBAIOTCA 00s3aHHOCTHU JOJDKHOCTHOTO JIMIA, BO3JIaraeMble Ha HEeTo, yKa3biBaeTcs (hopma
€ro ydJacTusi B YIPaBICHYECKOM TMpolecce (PyKOBOIUT, yTBEPXKAaeT, 0OecleynBaeT, MOJrOTaBINBAET,
paccMaTpUBaeT, UCTIONHSET, KOHTPOJIMPYET, COTJIACOBBIBACT, IPEACTABISIECT, KYPUPYET U T.1.)

3.5.Pa3nen «[IpaBa» COJICP>KUT nepeyeHb npas, MPEIOCTABIIAEMBIX
CTETIMAIIMCTY JJIsI BEITIOJTHEHUS BO3JIOKCHHBIX Ha HETO YHKITUI B 00sI3aHHOCTEH.

3.6.B paznene «OTBETCTBEHHOCTh)» YCTaHaBIMBAIOTCA BU/IBI
OTBETCTBEHHOCTH 3a HECBOEBPEMEHHOE " HEKAuYeCTBEHHOE BBITIOJIHEHHUE CTICIIHATTMCTOM

JOJDKHOCTHBIX 00s13aHHOCTEH M HEUCIIOJIb30BaHUE MTPEIOCTaBIEHHBIX €My MpaB.

3.7. Pa3znen «BzaumooTtHomeHus. CBA3M MO JOHKHOCTHY COAEPKUT MEpPEeUeHb JTOJKHOCTHBIX JIULL, C
KOTOPBIMH CIELIMATIUCT BCTYIIAET B CITy’)KeOHbIe
B3alMOOTHOILIEHUS u o0ecrnieunBaercs uH(popMalueH, YKa3bIBAIOTCS CpOKHU
MOJyYeHUsT U TMPEeJOCTaBICHUS HH(POPMALUHU, OIpENeNseTcsl MOPSIOK MOJMUCAHUSA, COIJIACOBAHUS U
YTBEPKACHUS IOKYMEHTOB.

3.8 O06s13aTenbHBIMU peKBU3UTAMU J{ODKHOCTHOM MHCTPYKLIUU SIBIISIFOTCS:
nojaHoe HanMmeHoBanne MBJIOV;
3aroJIOBOK K TEKCTY;
BU3BI COTJIACOBAHUS;
MOJITHUCh, TPU(Q YTBEPIKICHHS.

4. Ilopsanok pa3padoTKH, COIJIaCOBAHUS, YTBEP/KACHUS U BBEJCHHUSA B
AeificTBUE JO0JKHOCTHONW MHCTPYKIHUH

4.1. JlomkHOCTHAsT MHCTPYKIHS —pa3padateiBaeTcss 3aBeayomuMm MBJAOY  mmbo nuiom,
yrosiHoMo4eHHbIM 3aBenyomuM MBJIOY. B crnyuae, ecnn JlompKHOCTHasE MHCTPYKLUSL pa3padaTbIBaeTCs
JIULIOM, YIOJTHOMOYEHHBIM
3aenyrouiM MBJIOY, To oHa noanuceiBaeTcst pa3paboTUHKOM.

4.2. JlomxHOCTHAs HHCTPYKIUSA rnocie pa3paboTKu repenaercs B
npoQCOIO3HBII  KOMUTET TEpPBHUYHONW MPOQCOIO3HONM OpraHu3aliM, MPEACTABISAIOIINNA  HWHTEpPECHI
6onbiuHcTBa padoTHKOB MBJIOY (nanee — npodcoro3ubiit komuteT). [Ipodcoro3Hblit KOMUTET B CPOK HE
Mo3/iHee JiecsITH pabounx JAHeH co JHA TodydeHus J{OMKHOCTHOM HHCTPYKIIMHM —OCYIIECTBIISET
cornacoBanue JoMKHOCTHOM HHCTpYKIMH. B ciydae, eciiu mpo¢)cor03HbIN KOMUTET HE COTJIACEH C TEKCTOM
JIOJDKHOCTHOW MHCTPYKIUHM JMOO BHOCHUT MPEATIOKEHUS IO €ro COBEPIICHCTBOBAHUIO, TO 3aBEYIOLIEMY
MBJIOY nanpasisieTcss MOTUBUpOBaHHOE MHeHHE. 3aBeaytonuii MBJIOY MoxxeT cornmacuthbest ¢ HUM OO

[okymeHT co3aaH B anekTpoHHon chopme. Ne 4 ot 06.02.2025. UcnonHuTens: XanpetauHosa IM.H. 0 AIEKTPOHHbINA
CrpaHuua 2 n3 4. Ctpanuua cosgana: 06.02.2025 15:38 =¥ TATAPCTAH



065138.H B TCUCHUC IIATU ,Z[Hef/'l MOCJIC MOJYUYCHUSA MOTHBUPOBAHHOTO MHCHHSA MPOBCCTU NOMOJIHUTCIILHBIC
KOHCYJIbTAIMH € MPO(COI03HBIM KOMUTETOM B IIEJIAX JOCTHKEHUS B3aUMOIIPHUEMIIEMOTO PEIICHHUS.

[Ipn HE MOCTHMXKEHUHM COTJIACHSl BO3HUKIINE pa3HOTIACUS O(DOPMIISIOTCS MPOTOKOJIOM, IMOCIE Yero
3aBenyromuiit MBJIOY umeer npaBo yrBepauTh JJ0JBKHOCTHYIO HHCTPYKIIHIO.

5. YrBepxkaenue J0JKHOCTHOMH MHCTPYKI UM
5.1. 3aBenyrommit  MBJIOY  yrBepkmaer  JIOJDKHOCTHYHO ~ MHCTPYKLUMIO — TYTEeM  U3JIaHUS
COOTBETCTBYIOILIETO ITPUKA3a.
5.2 . B mpuka3ze B 00513aTeIbHOM TOPSJIKE YKA3bIBAIOTCS:
- nara BBeieHUA [JOJKHOCTHOM MHCTPYKLIMU B JEHCTBUE;
- ykazaHue 00 O3HaKOMJIEHUU PaOOTHHKOB C J[OJDKHOCTHOM WHCTPYKLIMEHW U CPOKH st
3TOrO;
- (pamMIIIMY ¥ TOJKHOCTH JIMII, OTBETCTBEHHBIX 3a COOM0IeHNE JJ0OIKHOCTHOM HHCTPYKIINH;
- UHbIE YCIIOBUS.
5.3. VrtBepxneHHole JIODKHOCTHBIE WHCTPYKIIMM TIOMJISKAT O00S3aTEIbHOM PETHCTpallid B
COOTBETCTBHH € TpeboBaHUsIMH JenonpousBoactsa B MBJIOY ¢ npucBoeHrnemM UM NopsiAKOBOTO HOMEpA.

6. O3nakomiaeHnue paloTHUKOB ¢ Jl0KHOCTHON MHCTPYKIHEH

6.1. Osznakomnenue padornuka MBJIOY ¢ JlomKHOCTHOW MHCTPYKLMEW B 00s3aTEIbHOM IOPSIKE
OCYILLIECTBIsCTCA MpH MOCTyIuieHuu Ha padory B MBJIOY. O3HakoMieHHE OCYLIECTBISAET 3aBEAYHOIIUN
MBJIOVY. Ilocne o3HakoMIeHUsT paOOTHUK TPOCTaBisieT Ha JOMKHOCTHOM MHCTPYKIIMU O3HAKOMUTEIHHYIO
BU3Y — C HHCTPYKIIMENH O3HAKOMIIEH, J1aTa, HOIIKCh.

6.2. Osznakomiuenue padorHuka MBJIOY c JIomKHOCTHOW HMHCTPYKLMEHW B 00s3aTEIbHOM IOPSIKE
OCYLLIECTBISICTCA MPH NepeBoje padOTHUKA Ha JAPYTYIO JOKHOCTh MJIM BPEMEHHOM IEpeBOJie Ha JIPYIyro
pabory. Osnakomienue ocymectBiaser 3aBeayromuii MBJIOY. Ilocie o3HakomiieHUusT paOOTHUK
IpoCTaBiseT Ha JIODKHOCTHOM MHCTPYKLMU O3HAKOMHTEIbHYIO BU3Y - C MHCTPYKLIMEH O3HAKOMJIEH, /1aTa,

ITOATINC.

6.3. TpeGoBanusi, ycraHoBiieHHble B JIOJDKHOCTHOM HMHCTPYKLUM, AEHCTBUTEIbHBI C TOIO
MOMEHTa, KoTJJa pabOTHUK OBLT ¢ Hel 03HAKOMIICH.

64. B ciyyae eciu paboTHUK MBJIOY OTKa3bIBAETCSA pacnucaTtbscs B
O3HAKOMJICHUU W [IOJIy4YECHUU JloipKHOCTHOM UHCTPYKIIUH, JTAHHBIN OTKa3
¢bukcupyercs yTeM COCTaBJICHUSA aKTa B MIPUCYTCTBUU HE3aUHTEPECOBAHHBIX
CBUJIETENEH. B aKTe TaKXKe ¢dukcupyercs ¢akr O3HAaKOMJICHUS paboTHHKA c
COJIEpIKaHUEM JloJKHOCTHOM HHCTPYKIUH B UHOM dopme (HomxkHOCTHAs
MHCTPYKLUS 3a4UThIBaeTCS BCIyX 3aBeayrommm MB/IOY).

6.5. na TEKyLIen paboThI c IIOJUTHHHHKA JIOJKHOCTHOM MHCTPYKIUH

CHUMAIOT 3aBEPEHHYI0 KOMNHUIO0, KOTOpylo BbigatoT pabotHuky MBJIOY, pabGoraromemy B JaHHOM
JOTHKHOCTH.

7. BHecenune usMeHeHMd B JJOJKHOCTHYO HHCTPYKI U IO
7.1.BHeceHre u3MeHEeHU B J{OJPKHOCTHYIO MHCTPYKIMIO OCYILIECTBIIAETCS B CIEAYIOLINX CIydasix:
7.1.1.B CcBSI3M C MU3MEHEHHEM O0053aTeNIbHBIX YCIOBUU TPYAOBOTO JOTOBOpA. YKa3zaHHAs MpoIleaypa

MPOBOAMUTCS B COOTBETCTBHM C TpeOoBaHusMHU TpynoBoro kojaekca P®D (paOOTHHK MONMXKEeH OBITH HE

IO3JHEE, geM 3a 2 MecsIa bi (o)
MIPEIoIaraeMoro M3MEHEHUS MMHCHbMEHHO YBEIOMJICH. ITocne MOJTy4eHUs
pa6OTHI/IKOM CorJralliCHUus Ha Hp OOJIDKCHHUC TPYJIOBI)IX OTHOHIeHHfI, BHOCITCA

u3MeHeHHs B JIOJDKHOCTHYIO MHCTPYKIIHUIO).
7.1.2.1pu W3MEHEHUU OPraHU3alMOHHBIX YCIOBUU Tpynaa, 0e3 H3MEHEHMs] TPYyJoBOH (GYHKIUU
paboTHHKA.

7.2. apenyromuii MB/IOY wim nuno, ynoJlHOMO4eHHOE UM, COCTaBIAET JJOJKHOCTHYIO MHCTPYKIIMIO B
HOBOM peJaKIMM, KOTOpas COTJACOBBIBAETCSI M YTBEP)KIACTCS B COOTBETCTBHUM C TpPeOOBAHUIMH,
yCTaHOBJIEHHBIMU pazzaenamu 4 u 5 Hacrosuiero [lonoxenus. O3HakomiieHue paboTHuka ¢ J[omKHOCTHOM
MHCTPYKLIMEH OCYIIECTBIIETCS B COOTBETCTBHM C TpeOOBAaHUSAMH, YCTAaHOBJIEHHBIMU pa3ienoM 6
gactosmero Iomoxenust.

8. XpaHeHHne 10JNKHOCTHBIX HHCTPYKIH il

8.1./IomKHOCTHBIE MHCTPYKLIMHU XpPAHATCA B COOTBETCTBHM C MpaBWIaMM, YCTaHOBJIEHHBIMU B

[lepeuHeM THUNOBBIX YHPABICHYECKHX apXUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B Ipolecce AesITeIbHOCTH
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rOCY/IapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYIpPaBJICHUS M OpraHu3aluid, YTBEPKICHHBIM
npukazoM MunkyneTypbl Poccun ot 25.08.2010 Ne 558.

8.2.JI0mKHOCTHBIE WHCTPYKLUHU paboOTHUKOB MBJIOY MOJIEXKaT
nocrossHHOMY xpaHeHuto B MBJ/IOVY B TeueHue Tpex JeT mocie uxX 3aMeHbl HOBBIMHU.
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