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TMoJtoKkeHne 0 JOIKHOCTHOH HHCTPYKIHH paGOTHHKOB
MyHHUMNAILHOIO 610)KeTHOI0 JOILIKOJIbHOI0 00pa30oBaTe/IbHOI0O
yupexaenus «lerckuii can Ne 44 Jleiican» cesia MamMaabi-AKHIOBO
3eJieHOJ0/ILCKOr0 MyHHIIHNIAJbHOTO paliona Pecny6anku Taraperan

1. O6mue nooKeHHs

1.1.  Hacrosinee Ilonoxenne o0 AOBKHOCTHOH HHCTpYKIuu pabortHukoB (ganee Ilonoxenue)
MyHHIMIAILHOrO OHMKETHOIO JOIMKOIBHOTO 00pa3oBaTebHOr0 yupekienus «/letckuii can Nod4
Jleitican» cena Mamaubin-AKHIIOBO  3€JIEHOI0IBCKOI0  MYHHIMIAIBHOrO paiona PecnyOmnku
Tatapcran (nanee — YupexaeHue) pazpaboTaHo B LEsX PEryIUpOBaHUs B3aUMOOTHOMICHHH MEILy
pabOTHHKOM H paboTomaTeIeM.

1.2. Hacrosmee IlonoxeHne onpenesnsieT OCHOBHbIE TpeDOBAHUA K CTPYKTYPE M COJICPIKAHHIO
H JOIDKHOCTHOH HMHCTPYKUMHM pabOTHHUKOB Yupen/ieHus, a TaKke K npoueaype paspaboTku
JIOJKHOCTHBIX MHCTPYKIMIL, TIOPSIKY WX MPUHATHS. YTBEPIKACHHS, BHECEHHS B HHX JIOTIOJHEHWH W
HU3MEHCHHH.

2. lousitie J{0/KHOCTHOM HHCTPYKIMH

2.1. Jlo/KHOCTHAS MHCTPYKLHs paboTHuKa Yupex/ieHus (anee — JoKHOCTHAS HHCTPYKIHS )
—OCHOBaHHBIM ~ HAa  HOpPMAaxX  3aKOHOJATeNbcTBA  O(ULUMAIBHBIA  IIPaBOBONH  JIOKYMEHT,
PErNaMEHTHPYIOUIMHA OPraHn3almOHHO — [PABOBOC [OJOKEHHE pPaOOTHHKA YUPEHKIACHHS, €ro
00S3aHHOCTH, TIpaBa, OTBETCTBEHHOCTH, O0ECTeYHBAIOMIHN YCI0BHS ist ero dpdexTuBHoi paboThl
IPH OCYIIECTBICHHH UM TPYAOBOH JIEATEIBHOCTH COIIACHO 3aHMMACMOM JIOJDKHOCTH.

2.2. JIOJDKHOCTHAS. WHCTPYKIHS SIBISETCS HOPMATHBHBIM JIOKAIBHBIM aKTOM YUPek/ICHHA,
PETYIHPYIOIMM OTHOLIEHHMsI B pamMKax YupemIeHWs, COJACpKaiM o0meodasaTe/bHble [paBmia
MOBE/ICHUS JUTSl BCEX HIIH HEKOTOPBIX YYACTHUKOB 00pa3oBaTelibHbIX OTHOLIEHHH, PACCUMTAHHBIM Ha
HEOHOKPATHOE TIPHMEHEHHNE, YTBEPIKICHHBIM TPHKA30M 3aBEAYIOLIET0 Y UpeK/ICHuS.

2.3. JIo/DKHOCTHAS MHCTPYKIIMS COCTABIBIETCS 110 KAXK/0H ITATHOM JOIKHOCTH Y UPEKICHHS 1
oObsBisieTcs: pabUTHUKY [0 PACIHMCKY IPH 3aKIIOYEHMH TPYJAOBOIO JOTOBOPd, a TAKMKE IIpH
TepeMEICHHH Ha IPYTYIO ODKHOCTh U TIPH BPEMEHHOM MCHIOHEHMH 00S3aHHOCTEH 110 JOIDKHOCTH.

2.4, JIOJGKHOCTHAS. HHCTPYKIIHSL pa3pabarbiBaeTCs HCXOAs U3 3a1a4 H QYHKIHMiT, BO3TOKEHHBIX
Ha KOHKPETHOTO palOTHHKA, B COOTBETCTBHM CO LITATHBIM PACIMCAHHEM, NPaBHJIaMKH BHYTPEHHErO
TPYIOBOrO pacropsiiika Yupexenus, ¢ cobmogenunem Koucturynuu Poccuiickoi @encpaiiun,
Tpynosoro kozekca Poccuiickoit @eepaniii 1 HHbIX HOPMATHBHO-TIPABOBLIX AKTOB.



2.5. OcHoBHOM  mnsi  pa3pabOTKH  JOJDKHOCTHBIX ~ WHCTPYKUUH  SIBISIFOTCA
[Ipodeccuonanbupie  ctaHmapthl, «KBanudukalMoHHBIE XapaKTEPUCTHKH  JIOJDKHOCTEH
paboTHUKOB 0Opa3oBaHus» EQMHOrO KBaNM(HUKAIIMOHHOTO CHpPAaBOYHUKA JOJDKHOCTEH
PYKOBOJMTENCH, CHEIUAIMCTOB W ciyxamux (yrBepkaeHHoro IIpukazom MuHHCTEpCTBa
3/1paBOOXPAaHEHUs U coLMaIbHOro pa3Buths Poccuiickoit @enepauuu ot 26 aBrycra2010 r. Ne

761n).

3. TpeboBanus, npeabsiB/sieMble K CTPYKTYPe U COAEPKAHUIO
J0I2KHOCTHOH MHCTPYKI[HH
3.1. JIoJbKHOCTHasi MHCTPYKIUSL COCTOUT U3 CIEAYIOUIUX Pa3/eoB:

- O011ee MONOKEHUE

-TpynoBsie pyHkIUN

- JIOIKHOCTHBIE 0053aHHOCTH

- [TpaBa

- OTBETCTBEHHOCTD

- BzanmoortHomenus. CBs13U 0 TOKHOCTHU

-3aKIIIOYUTEIbHEIC TTOJI0KEHUS

3.2.B paznene «O0mue moyoKeHUs»:

- ycTaHaBIMBaeTcs chepa NesATeIbHOCTH TaHHOTO CIICIUANCTA;

- YCTaHaBJIMBAC€TCS TIOPSJIOK €ro Ha3HAYEHUS W OCBOOOXICHUS OT 3aHWMaeMOu

JIOJKHOCTH;

- ONpEeAeNsAIoTCs KBalM(HUKalMOHHBIE TpeOOBaHUS (TpeOOBaHUS, NPEIBABIIEMBIE K

00pa30oBaHUIO U CTaxy PabOThl), MOAUYUNHEHHOCTh CHEIHAIUCTa U JOHKHOCTHBIC JIUIIA,

KOTOPBIMU OH PYKOBOJIHT;

- TEPEUYMCIIAIOTCS TPABOBBIE aKThl M HOPMATHUBHBIC JIOKYMEHTHI, KOTOPBIMU JIOJDKEH

PYKOBOJICTBOBATKCS CIIEIIUATIUCT B CBOEH JCATEIHHOCTH.

B pasnmen mMoryt OBITH BKJIIOYEHBI JAPYrue TPeOOBAHHS M TOJOKEHUS, KOHKPETU3HPYIOIINUE U
YTOUHSIOIINE CTATYC JOJHKHOCTHOTO JIUIA U YCIIOBUS €T0 IeATEIbHOCTH.

3.3. Pasmen «TpynoBble (QYHKIMH» COJNEPKHUT TIEPEYCHb OCHOBHBIX (YHKUIUN
JOJPKHOCTHOTIO JIMIIA.

3.4. Paznen «Jlo/KHOCTHBIE OOSI3aHHOCTH» YKA3bIBAETCS O0SI3aHHOCTH JIOJDKHOCTHOTO JIUIIA,
BO3JIaraéMble Ha HEro, yKas3biBaeTcs (opma ero ydacTuss B YIPaBICHUYECKOM TIpOIlecce
(PyKOBOIUT, YTBEp)KIAeT, OOECIeYnBaEeT, IOATOTABINBACT, pPACCMATPHUBACT, HCIOJHSET,
KOHTPOJIUPYET, COTIIACOBBIBAET, MPEJICTABIISACT, KYpUPYET U T.J)

3.5. Pazmen «lIpaBa» comepXHT MepeueHb MpaB, MPEIOCTABISIEMBIX CICHUATUCTY IS
BBITIOJTHEHHS BO3JI0’KEHHBIX Ha HETO QYHKITUN U 00S13aHHOCTEH.

3.6.B pasnene «OTBETCTBEHHOCTb»  YCTAHABJIMBAIOTCS  BUJbl  OTBETCTBEHHOCTH 32
HECBOEBPEMEHHOE M HEKAYECTBEHHOE BBIIMOJHEHUE CIICIIHAIIUCTOM JIOJDKHOCTHBIX 00sS3aHHOCTEH
Y HEHCIOJIh30BaHUE MPEIOCTABICHHBIX MY IPaB.

3.7. Paznen «B3aumooTHouIeHHs. CBA3M MO JTOJHDKHOCTH» COJIEPKUT MEPEUYEHBb TOHKHOCTHBIX
JUI, ¢ KOTOPBIMU CHEIMAIMCT BCTYMAET B CIy>KEOHBIE B3aMMOOTHONIICHHUS U 00ECTeYnBACTCS
nHpopmaruelt (ycTaHaBIMBAETCS 3aMEIICHHE 10 JOKHOCTH BO BPEMSI OTCYTCTBHS).

3.8.B pazmene «3akIOYUTENbHBIE TOJOKEHUS»YKA3BIBAIOTCS CPOKU TMONYYCHUS H
npeaocTaBieHuss HWHGOPMAIMK, ONPEesIeTCsS TMOPSAOK TOJAMUCAHMS, COTJIACOBaHHUS U
YTBEPKACHHS IOKYMEHTOB.

3.9. O6s3aTenbHBIMU peKBU3UTAMU JIOKHOCTHONW MHCTPYKITUH SIBIISTFOTCSI:

- IOJITHOE HAMMEHOBAHUE Y UPEIKICHHUS;

- 3aTOJIOBOK K TEKCTY;

- BU3BI COIJIaCOBAHMS;

- IOJINUCH, TPaQUK yTBEPKICHHUS.

4. Ilopsinok pa3padoTKu, COrJIACOBAHMS, YTBEP:KIEHUS U BBeJICHUSA



B AeiicrBue /0/15KHOCTHOM HHCTPYKIMHU

4.1. JlomKHOCTHasT WMHCTPYKIHS pa3padaTbIBaeTCs 3aBEAYIOIIMM YUpEKACHUS JHOO
JULOM, YIIOJHOMOYEHHBIM 3aBeAylolIUM YupexiaeHus. B ciaydae ecim  JlOmKHOCTHAst
MHCTPYKIUSL pa3padaThIBa€TCs JHUIIOM, YIOJHOMOYEHHBIM 3aBEAYIOIIMM YUpEXKICHHs, TO OHa
MOJIHCHIBACTCS Pa3pabOTUUKOM.

4.2. JIomKHOCTHAS MHCTPYKIIMS TIOCTIe pa3pabOTKU mepeaaeTcs B mMpodCor03HbI KOMUTET
NEPBUYHON  TPO(COIO3HON  OpraHu3aluu, MNPEICTABISIIONINA  WHTEPEChl  OOJIBITMHCTBA
paboOTHHUKOB YupexaeHus (anee — mpodCOr3HbIN KOMUTET).

4.3. IIpohcoro3HbINt KOMUTET B CPOK HE MO3THEE ACCITH padOUuuX JHEU CO JHS MOydeHUs
JI0M>KHOCTHOM MHCTPYKIIMU OCYIIECTBIISAET corjlacoBanue J{omKHOCTHON UHCTPYKIMU. B cinydae
eciu Mpo(COrO3HBI KOMUTET HE COTJIACEH € TeKCTOM J{OMKHOCTHON MHCTPYKIMU JINOO BHOCHUT
NPEMIOKEHUSI IO €ro COBEPLICHCTBOBAHUIO, TO 3aBEAYIOLIEMY YUPEKICHUS HaIpaBiseTCs
MOTHBUPOBAHHOE MHEHHE. 3aBEAYIONINHA YUpeKACHUs MOXKET COTJIACHTHCA C HUM JTHO0 00s3aH
B TEUEHHUE MATU JTHEW MOCIE MOTYyYEHUsI MOTUBUPOBAHHOTO MHEHHUS IPOBECTH JOMOTHUTEIbHBIE
KOHCYJIbTAIllMM C TPOQCOIO3HBIM KOMHUTETOM B IENSAX JIOCTHKEHHS B3aUMOIPHUEMIIEMOTO
penieHusl.

[Ipu He AOCTHXKEHHM COTJIAcCUsl BOZHHUKIINE Pa3HOTIacus O0(pOPMISIOTCS MPOTOKOJIOM, MOCHe
4ero
3aBenyOLIMI UMEET IPaBO YTBEPAUTH [0IKHOCTHYIO HHCTPYKIIMIO.

S. YrBepxaenue J015KHOCTHON HHCTPYKIHMHU

5.1. 3aBenyrouuid YupexaeHus yrBepxkaacT JlOMKHOCTHYIO HHCTPYKIHIO MYTEM HW3JaHUS
COOTBETCTBYIOIIETO MIPUKa3a.

5.2. B mpukase o0s3aTeIbHOM MOPSIKE YKA3hIBAIOTCS:

- nara BBeeHUA [{0KHOCTHON MHCTPYKIIMU B ICHCTBUE;

- yka3aHue 00 03HaKOMJICHHHM PAOOTHHUKOB C JIOJDKHOCTHOW MHCTPYKIIMEH W CPOKH ISt
3TOrO;

- (amuiMd W JOKHOCTH JIMI, OTBETCTBEHHBIX 3a coOmroaeHue JlomKHOCTHOM
WHCTPYKIIUU;

- UHBIE YCIIOBHSI.

5.3. YTBepxkaeHHbIe J{OKHOCTHBIE HHCTPYKITMH MOAJIEKAT 00s3aTeIbHOM PETUCTPALIUU B
COOTBETCTBUU C TpPEOOBAHMUSIMH JEJIONPOU3BOACTBA B YUPEKIEHUU C TMPUCBOCHUEM UM
MOPSIIKOBOTO HOMEpA.

6. O3naxkomiieHHe padOTHUKOB ¢ JIOJZKHOCTHON HHCTPYKIUEH
6.1. O3nakomiieHHe pabOTHUKA YupexkaeHus ¢ J{OJDKHOCTHON WHCTPYKIIMEH B 00sS3aTeIbHOM
HOpS/IKE OCYILECTBIIICTCS TNPH TOCTYIUICHMM Ha paboTy B YupexaeHue. O3HaKOMIICHHE
OCYIIECTBIISICT 3aBeayronuil Yupexaenus. [locie o3HakomieHUs: paOOTHUK TPEICTaBIsACT HA
JIOJDKHOCTHOM MHCTPYKLIMM O3HAKOMHUTENIBHYIO BU3Y — C HHCTPYKLMEH O3HAKOMIICH, JaTa,
MOJATMMNCH.

6.2. O3zHakomyieHHe paboTHMKa YupexnaeHus ¢ JIOMKHOCTHOM HMHCTpYKIMEeH B
00s3aTeNIbHOM TOPSIIKE OCYIIECTBIIETCS NpU TMEpeBoJie Ha Apyryio padoty. O3HakoMIIeHHE
OCYIIECTBIISICT 3aBeAyromuid YupexaeHus. [locie o3HakomileHUsT paOOTHHUK MPOCTaBISET Ha
JIOJDKHOCTHOM MHCTPYKIIMM O3HAKOMHUTEJIBHYK) BHM3y — C HMHCTPYKLIMEW O3HAaKOMJIEH, Jara,
HOJINUCH

6.3. TpeboBanusi, ycTaHOBICHHBIE B JIODKHOCTHOW MHCTPYKIIMH, JCHCTBUTEIBHBI C TOTO
MOMEHTa, KOorJa pabOTHUK OB ¢ HEell 03HAKOMJICH.

6.4. B cnydae ecnu pabOTHUK YUpEXKICHHUsI OTKA3bIBACTCS PACIIUCATHCS B O3HAKOMIICHUH
WIN TONTy4yeHUH JIOKHOCTHOW MHCTPYKIMH, JAHHBIM OTKa3 (PUKCUPYETCs MyTeM COCTaBJICHHUS
aKTa B NPUCYTCTBMM HE3aMHTEPECOBaHHBIX cBujeTenedl. B akrte Takxke ¢ukcupyercs Qaxt
O3HAKOMJICHHS pabOTHHKA ¢ cojaepkaHueM JlODKHOCTHOW WHCTPYKIIMM B HWHOH ¢dopMme
(JomxHOCTHAS MHCTPYKIMS 3a4UTHIBAETCS BCIYX 3aBEAYIOLUIUM Y UpEKICHUS).



6.5. Jlng Texymei pabOThl C TOMAJUHHMKA JOJDKHOCTHOM WHCTPYKIHMH CHUMAIOT
3aBEpEHHYI0 KOIHIO, KOTOPYIO BbIIal0 pabOTHUKY YupexieHus, paboTaiouniemMy B JaHHOU
JOJIKHOCTH.

7. BHecenue u3MeHeHHH B [l0IKHOCTHYI0 HHCTPYKIHIO

7.1. Baecenne naMeHeHU B JIOMKHOCTHYIO MHCTPYKIIMIO OCYIIECTBIISETCS B CIEAYIOIIUX
Cyvasix:

-B CBSI3U C U3MEHEHUEM 00513aTeNNbHBIX YCIOBUN TPYAOBOTO JI0TOBOPA.

VYkazaHHas mporeaypa MpOBOJUTCS B COOTBETCTBUU ¢ TpeOoBaHUsMU TpymoBoro kojekca PD
(paboOTHUK NOJDKEH OBITH HE TMO3JHEE, YeM Ha 2 Mecslla 10 MPEeArojaraeMoro M3MEHEHUS
nuchMeHHO yBenoMiI€H. [locie momydeHuss paOOTHUKOM COTJIANIEHUS Ha TPOJOIKEHUE
TPYAOBBIX OTHOILLIEHUH, BHOCATCS H3MEHEHUS B JJOIPKHOCTHYIO HHCTPYKITHUIO).

-TIPYU U3MEHEHUW OPTaHW3allMOHHBIX YCIOBUU Tpyaa, 6€3 M3MeHeHUs: TPYAOBOH (DYHKIIUU
pabOTHHUKA.

7.2. 3aBeayromuil YupexaeHUSs WIM JIMLO, YIOJHOMOYEHHOE UM, COCTaBIISIET
JIOJPKHOCTHYIO MHCTPYKLIMIO B HOBOM PEAKIIMKU, KOTOpPas COIVIACOBBIBAETCA M YTBEPKIAECTCS B
COOTBETCTBUHU C TPEOOBAaHUSMU, YCTAHOBIECHHBIMU pazaenamu 4 u 5 Hactosimiero [lomoxxeHus.
O3nakomieHue paboTHUKA ¢ J{OJDKHOCTHON MHCTPYKIMEH OCYIIECTBIISIETCS B COOTBETCTBUH C
TpeOOBaHUSMU, YCTAHOBIIEHHBIMH pa3ziesioM 6 HacTosmiero [lomoxeHus.

8. Xpanenmne J{0/15KHOCTHBIX HHCTPYKIH I
8.1. JIOMKHOCTHBIE MHCTPYKIIUU XPAHITCS B COOTBETCTBUHU C MPABUIIAMH, YCTAHOBJIECHHBIMH C
[lepeyneM THIOBBIX YIPABICHYECKHX AapXMBHBIX JIOKYMEHTOB, O0Opa3ymoIIMXCs B Ipolecce
JIEATEIbHOCTH TOCY1apCTBEHHBIX OPTaHOB, OPIraHOB MECTHOT'O CaMOYIIPABIICHUSI M OpraHU3aluil,
YTBEPXKACHHBIM IpUKkazoM MuHKynbTypsl Poccun ot 25.08. 2010 Ne 558.
8.2. Jlo;KHOCTHBIE HHCTPYKIIMH PaOOTHUKOB Y UPEIKICHUS MOJICKAT MTOCTOSTHHOMY XPaHEHHIO
B YUpeX/IeHUU B TEUEHUE TPEX JIET MOCIIE UX 3aMEHBI HOBBIMHU.








