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ITonoxkenue
0 JI0/KHOCTHOM MHCTPYKUIMHU Pa0OTHMKOB
MyHHIIUTIAJIBbHOTO OI0AKETHOTO JOMIKOJIbHOT0 00Pa30BaTEJIbHOI0 YUpPeKIeHUs
«Jlerckmii cag Ne 63 KOMOMHMPOBAHHOIO BHI2)

1. OOumue moJI0KeHUSA

1.1.Hacrosmiee noysoxeHu o JOHKHOCTHOW MHCTPYKIIMM paOOTHUKOB MYHULIUIIAIBHOTO OYAKETHOTO
JIOUIKOJIHOTO 00pa3oBaTeiabHOro yupexaeHus «Jlerckuit cax Ne 63 KOMOMHMPOBAHHOTO BUAA»
BaxutoBckoro paiiona r.Kazanu (manee —MBJIOY) paszpabotaHo B LeNsIX peryaupoBaHUs
B3aMMOOTHOIIEHUH MeX 1y paOOTHUKaMHU U paboToaaTesneM.
1.2.Hacrosimee IlonmokeHue omnpenensieT OCHOBHbIE TpPeOOBaHMUS K COACPKAHUIO H
CTPYKTYp€ JIOJDKHOCTHBIX MHCTpYKIMHA paboTHukoB MBJIOY, a Takxke K mpoueaype pa3padoTKu
JOJKHOCTHBIX WHCPYKLHH, MOPSJIKY WX MPHUHSTHS, YTBEPXKJIEHUS, BHECEHUS [OMOJIHEHUH H
U3MECHEHUMN.

2. TlousiThe 10/5KHOCTHOW MHCTPYKIMHU

2.1.JlomxHocTHass uHCpyKuusi pabotHuka MBJIOY (nanee —/lomkHOCTHAsT MHTPYKLUS)-
OCHOBaHHas HaHOpMax 3aKOHOJATEIbCTBA ouIaIbHBII MIPaBOBOM JIOKYMEHT,
pErIaMeHTHPYIOLINI  OpraHM3allMOHHO-TIPaBOBOE  MojiokeHue pabotHuka MBJIOY, ero
00s13aHHOCTH, MpaBa, OTBETCTBEHHOCTb, OOECIEUYUBAIOLIUN YyCIOBUS Uil ero 3hQexTuBHOM
paboThl, MpPHU OCYILECTBIEHUHM MM CBOEH TpPYJOBOM JAEATEIBHOCTH COIJIACHO 3aHMMAaeMOM
JTOJKHOCTH.

2.2 JIOJKHOCTHAasE MHCTPYKLIMS SBJIAETCS HOPMATHUBHBIM JIOKanbHbIM akToM MBJIOVY,
perynmupymuM  oTtHomieHuss B pamkax MBJIOY  «/letuckuit cag Ne 63» coaepkamum
o011eo0s13aTenbHble MpaBUiIa MOBEACHUS I BCEX MM HEKOTOPBIX YYACTHUKOB 00pa3oBaTelbHbIX
OTHOLIECHWH, PACCUNTAHHBIM Ha HEOJHOKPAaTHOE MPHUMEHEHHUE, YTBEPXKICHHBIM IPUKA30M
3aBenyromeit MBJZIOVY.

2.3. JIOJKHOCTHAs MHCTPYKIHS COCTABIISETCA MO KaKI0M mTaTHOM nomkHOoCTH MB/IOY n
OOBSIBIIACTCS MO/ PACIUCKy pPaOOTHUKY IMPH 3aKIIOYEHHHM TPYIOBOTO JOTOBOpa, a TAaKKe IpHU
HepeMelleHHH pa0OTHUKA Ha IPYTYH0 JOJKHOCTh U IPU BPEMEHHOM HCIOJIHEHHH O0s3aHHOCTEH
10 TOJKHOCTH.

2.4 JlokHOCTHAsT MHCTPYKIMS —pa3padarbiBaeTcsl HWCXOAs U3 3amad U (QYHKIHH,
BO3JIO)KEHHBIX Ha KOHKPEHTHOro paOOTHMKA, B COOTBETCTBHHM CO INTATHBIM pACIHCAHUEM,
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[IpaBunamu TtpymoBoro pacnopsaka MBJIOY cobmonennem Koncrutymuu — Poccuiickoit
Oenepaunu , Tpynosoro Kogpekca Poccuiickoit denepauun U Ipyrux HOPMATHUBHO-IIPABOBBIX
aKTOB.

2.5.0cHoBo#t ms1 pazpabotku JlOIKHOCTHBIX MHTPYKIMN sBIsIIOTCA «KBanupukanmonHsle
XapaKkTUPUCTUKK  JIOJDKHOCTEH pabOTHUKOB o00pa3zoBaHus» EnnHoro xpanu@ukannooHOro
CIPAaBOYHHMKA JOJDKHOCTEM PpPYKOBOIUTENEH, CHEUUAIMCTOB U CIYXalllUX, YTBEP)KIECHHOTO
IpHKa30M MUHUTCpPECTBA 3PaBOOXPAHEHMS U COLMANIbHOTO pa3BuTus Poccuiickoit denepanuu ot
26 aBrycra 2010 rona Ne 761H.

3. TpeOoBaHusi, NpeIbsBIsieMble K CTPYKTYpe U COAePKAHMUIO J0KHOCTHOI
HHCTPYKIH.

3.1.Jlo/KHOCTHAS MHTPYKLUS COCTOUT CIEAYIOUIUX Pa3/IesioB:

- O01mpe I0I0KEHMS,

-JIOJIKHOCTHBIEC 00513aHHOCTH;

-IIpaBa;

-OTBETCTBEHHOCTD;

-B3aumooTrHomenus. CBs3U IO TOJKHOCTH.

3.2.8 pazaene «OO0mMe moJI0KCHHU

-yCTaHaBIMBAaCTCA cdepa IesATSIBHOCTH TaHHOTO CIICIIUAIHCTa;

-YCTaHOABIIUBAETCS MOPSAAOK €ro Ha3HAYEHUS U OCBOOOXKICHUSI 3aHUMAEMOM JTOJIKHOCTH;

-yCTaHaBJIMBACTS 3aMEILIEHUE 10 JOKHOCTH BO BpEMs OTCYTCTBUS;

-ONPEACISIOTCA  KBAIM(PUKAIIMOHHBIE TpeOoBaHusA( TpeOOBaHUsS, MPEIBABISIEMBIE K
00pa3oBaHMIO U CTaXy pabOTHI), TOAYMHEHHOCTh CIEIUATUCTA U JOKHOCTHBIC JIUIA, KOTOPHIMU
OH PYKOBOJMUT;

- TIEPEUYUCIISIOTCS] TTPABOBBIE aKThl U HOPMATHUBHBIE JOKYMEHTHI, KOTOPBIMU JIOJKEH
PYKOBOJICTBOBAThCS CIIELIUATIUCT B CBOEH JESATEIBHOCTH.
B pasnmen moryt ObITH BKJIIOYEHBI JApYrue TPEOOBAHUS M TMOJOKEHUS, KOHKPETU3UPYIOIINE U
YTOUHSIOIINE CTATYC AOJKHOCTHOTO JIULIA U YCIIOBUS €TO I€ATEIbHOCTH.
3.3.Pazgen «JlomKHOCTHBIE OOS3aHHOCTH» COJEPKUT TMEepeYeHb OCHOBHBIX (DYHKIUH
JOJKHOCTHOTO JIMIIA, a TaKKe YKa3bIBAIOTCS OOS3aHHOCTH JIOJDKHOCTHOTO JIMIA, BO3JaraeMble Ha
HEro, yKasbIBaeTcsi opMa €ro y4JacTHsi B YIPABJICHUECKOM Ipoiiecce (PYKOBOIUT, YTBEPXKIAET,
obOecrieunBaeT, MOJATOTABIMBAET, PAaCCMATPUBAET, HCIIONHSIET, KOHTPOJIUPYET, COTJIACOBBIBAET,
MIPEICTABIISIET, KyPUPYET U T.1.)

3.4.Paznen «lIpaBa» comepKUT MepedeHb MNpaB, MPEAOCTABIAEMbBIX CHELUAINCTY s
BBITIOJTHEHHS BO3JI0’KEHHBIX Ha HETO (PYHKITUN U 00S13aHHOCTEH.

3.5.B pazgene «OTBETCTBEHHOCTb» YCTAaHABIMBAIOTCA BUIbl OTBETCTBEHHOCTH 32
HECBOEBPEMEHHOE M HEKAYECTBEHHOE BBIMOTHEHUE CIICIIHAIIMNCTOM JIOJDKHOCTHBIX 00sI3aHHOCTEHN M
HEHUCII0JIb30BaHUE MPEAOCTABICHHBIX EMY IPaB.

3.6.Paznen «B3zaumooTHOMmEHUA. CBA3M MO TOHKHOCTUY» COJEPKUT NEPEYEHb JOKHOCTHBIX
JUI, ¢ KOTOPBIMU CIEIHMAIUCT, BCTYMAaeT B CIy)XeOHbIE B3aMMOOTHOIICHHS U 0OecrednBaeTcs
nH(opMaIen, yka3bIlBalOTCSI CPOKU TIOJMYYCHHSI U TIPEIOCTaBICHUs WH(OPMAIUH, OMPEAeIIeTCs
MOPSIIOK MOJIUCAHUS COTJIACOBAHUSA U YTBEPKICHHS JOKYMEHTOB.
3.7.00s3aTenbHBIMUA PEKBU3UTAMU JIOTHKHOCTHONW MHCTPYKIIUU SIBISIOTCS:
- nonHoe HauMeHoBanue MBJIOVY;
- 3aTOJIOBOK K TEKCTY;
- BU3BI COIJIaCOBAHHUS;
- IOJTUCH, TpU( YyTBEPKICHHS.

2. Tlopsiaok pa3padoTKH, COTIaCOBaHMsl, yTBEP:KIeHUS U BBeJeHHs B JleiicTBUE
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JOJKHOCTHOM MHCTPYKIMH.

2.1.JlomxkHOCTHAs HMHCTPYKIUsS paspabateiBaeTcst 3aBenyromuMm MBJIOY mubo aumowm,
YIOJTHOMOYEHHBIM 3aBeaytromum MBJIOY.

2.2. JIoKHOCTHAS. MHCTPYKIHS TOCe pa3padOTKU mepenaeTcss B MPOQPCOIO3HBIA KOMUTET
HNEpBUYHON NPO(COI3HONW OpraHU3alUy, PEICTABIAIOUINI HHTEpeChl OOJIBIIMHCTBA PAOOTHUKOB
MBJIOY (manee - npodcoro3nbiii komuter). [Ipodcoro3HbIii KOMUTET B CPOK HE MO3JIHEE JCCSTH
pabouux JHeW co JHA noiaydeHus JlOJDKHOCTHOM HMHCTPYKLUMHU OCYLIECTBISICT COIJIACOBaHME
JlomkHocTHOW MHCTpYKUMHU. B cityuae, eciu mpoQCOO3HBI KOMHTET HE COTJIaceH C TEKCTOM
JIOJDKHOCTHOW  MHCTPYKLMHM JIMOO BHOCUT HPEIJIOKEHHs] IO €ro COBEPIIEHCTBOBAHHIO, TO
3aBenyoniemy MBJIOY wnampasisercss MoTuBUpoBaHHOEe MHeHue. 3aBenytomuii MBJIOY moxer
COIVIaCUThCA C HHUM, JUOO 00s3aH B TeUeHHE IATH JHEH Iocie MOTy4EeHUS MOTHBHPOBAHHOIO
MHEHHS TPOBECTH JIOTOJHUTENbHBIE KOHCYJIbTAllMM C MPO(COIO3HBIM KOMHTETOM B LEJSIX
JIOCTHKEHHS B3aUMOIIPUEMIIEMOTO PELIEHMUS.

[Ipy He HOCTMKEHHMH COTJIACHSI BO3HHUKIINE pPa3sHOINIACHS O(QOPMIIIOTCS MPOTOKOJIOM,
nocie gero 3asenyrommii MbBJIOY umeer npaso yTBepauTh J{OJKHOCTHYO HHCTPYKLIHIO.

3. YrBepxnenue J[0JKHOCTHONH HHCTPYKIIUH.

3.1.3aBeayrommit MBJIOY yrBepxaaer JlOMKHOCTHYIO HMHCTPYKLMIO IIyTEM H3AaHUS
COOTBETCTBYIOIIETO ITPUKa3a.
3.2.B npukase B 0053aTeIbHOM MOPAIKE YKa3bIBAIOTCS:
- 1ara BBeIeHUs [JOJKHOCTHOM MHCTPYKLIMU B JEHCTBUE;
- YKa3aHue 00 03HaKOMIIEHUU PaOOTHHUKOB C J{OIKHOCTHOM MHCTPYKIIMEH U CPOKH ISt
9TOrO;
- (amunuu W JOIDKHOCTH JIMII, OTBETCTBEHHBIX 3a cCOOMOJeHNe J{OMKHOCTHOM
WHCTPYKIIUH;
- UHbIE YCIIOBUS.
3.3.Y1BepxaeHHble J[0MKHOCTHBIE MHCTPYKLUU MOJAJEXKAT 00A3aTeNbHOM pEerucTpalnuy B
COOTBETCTBUU ¢ TpeOoBaHUAMH JenornpousBojacTBa B MBJIOY ¢ mpucBoeHreM UM MOPSIKOBOTO
HOMEDA.

4. O3HakoMyieHHe Pa0OTHUKOB ¢ JI0JIZKHOCTHOI MHCTPYKLMEH.

4.1.03nakomnenne pabotHuka MBJIOY ¢ JlomKHOCTHOM HMHCTPyKIMEH B 00s3aTelbHOM
HOpsI/IKE OCYIIECTBIsIETCs IPU NnocTymieHuH Ha padboty B MBJIOY. O3HakoMiieHHE OCYIIECTBIISIET
sagenayromuii  MBJIOY. Ilocne o3HakomiieHuss paOOTHUK MPOCTaBIsieT Ha J{OJDKHOCTHOM
MHCTPYKLMU O3HAKOMMTEIBHYIO BU3Y - C MHCTPYKIME 03HAaKOMJIEH, 1aTa, TOAIHNCH.

4.2.03nakomnenne padbotHuka MBJ/IOY ¢ JIomKHOCTHOM MHCTpyKIUEH B 00s3aTeIbHOM
HOpsi/IKE OCYIIECTBISIETCS MpH TepeBojie pabOTHHKA Ha JPYryl0 JOJDKHOCTh WM BPEMEHHOM
nepeBojie Ha Jpyryio pabory. O3nHakomiieHue ocyuiectiser 3aeayroumii MBJIOY. Ilocne
O3HAKOMJIEHHUsI pabOOTHHUK MpocTaBisgeT Ha JlOJPKHOCTHOW MHCTPYKIIMM O3HAKOMHTEIbHYIO BU3Y - C
MHCTPYKIMEH 03HAKOMJIEH, J1aTa, MOAMHCH.

4.3.TpeGoBaHus, ycTaHOBIEHHbIE B JIODKHOCTHOM HMHCTPYKIUH, JEHCTBUTEIBHBI C TOTO

MOMEHTAa, KOTJja paOOTHUK OBbLII C HEW 03HAKOMIIEH.

4.4.B cnyyae ecnu pabotHuk MB/IOY oTka3bpiBaeTcsi paciucaThCsl B 0O3HAKOMIJIGHUH HMITH
nosiyueHuu JIOJKHOCTHOM MHCTPYKLMU, JaHHBIA OTKa3 (PUKCHpPYeTCs MyTeM COCTaBJIEHHS akTa B
NPUCYTCTBUM HE3aMHTEPECOBAHHBIX cBUIETENeH. B akTe Takke pukcupyetcs pakT 03HAKOMIICHUS
paboTHHKA C conepkaHreM J[0KHOCTHON MHCTPYKITUU B HHOH dopme ([lomKHOCTHAS HHCTPYKITUS
3auuThIBaeTCA BCayx 3aBenyomum MBJIOY).

4.5 ns  Tekymedr pabOTBhl C TOJIMHHWKA JOJDKHOCTHOM WHCTPYKIIMHM CHHUMAIOT




i MyHuuunaiabHoe 0I0KeTHOE 0LIKO0JILHOEe 00pa3oBaTe/IbHOE yUpeKIeHue
] ;, «Jlerckmii cag Ne 63 koMOUHHPOBAHHOIO BU/1a» BaxuToBckoro paiiona r.Kazanu
IonoxkeHune 0 10JKHOCTHON HHCTPYKIUU padoTHHKOB MBJIOY»leTrckuii cax Ne 63»
Bepcusa noxkymeHTa - 1 | CTp. ns | [IepBEY BK3EMIIAP v | KOIMA W

3aBEPEHHYIO KOMHIO, KOTOPYIO BbiatoT paboTHuky MBJIOVY, paboTraromemy B TaHHOH JOJDKHOCTH.
7. BHecenne usMeHeHui B J{0JZKHOCTHYI0 HHCTPYKIHIO.

7.1.Buecennie namMeHeHuii B JIOJDKHOCTHYIO MHCTPYKLMIO OCYIIECTBIISCTCS B CICAYIOLIUX
CIIyqasix:

7.1.1.B cBsi3u ¢ uM3MEHEHHWEM O0O0s3aTeIbHBIX YCIOBHHA TPYIOBOTO JOTOBOpa. YKa3aHHas
nporeaypa MPOBOJAUTCS B COOTBETCTBUU C TpeboBaHusMu TpymoBoro komekca PD (paboTHuk
JOJKeH OBbITh HE IMO3[Hee, YeM 3a 2 Mecslla 10 IMPeArojaraeMoro HU3MEHEHHsI MHUCbMEHHO
yBenomiieH. [locne momydenus: pabOTHUKOM COTJIAIICHUs] HA TPOIOJKEHUE TPYIOBBIX OTHOIICHUH,
BHOCSITCSI U3MEHEHHUSI B JJOKHOCTHYIO HHCTPYKIIHIO).

7.1.21lpu W3MEHEHMM OpraHM3aLMOHHBIX YCIOBUH Tpyna, 0e3 H3MEHEHMs] TpYyIOBOU
byHKIIMM pabOTHUKA.

7.2.3aBeayrommit MBJIOY wunu nuio, ynoJHOMOYEHHOE MM, COCTaBisieT J{OmKHOCTHYIO
MHCTPYKIMIO B HOBOW pPENaKIMU, KOTOpAas COTJIACOBBIBACTCS U YTBEPIKAAETCS B COOTBETCTBUU C
TpeOOBaHUSIMH, YCTAHOBJIEHHbIMHM pa3zznenamu 4 u 5 Hacrosuiero Ilonmoxkenus. O3HakomiieHHE
paboTHuKa ¢ J{OMKHOCTHON HMHCTPYKIMEH OCYIIECTBISETCS B COOTBETCTBUU C TpeOOBAHUSIMH,
YCTaHOBJICHHBIMH pa3eioM 6 Hactosinero [1onoxeHus.

8. XpaHeHue q0KHOCTHBIX MHCTPYKIMIA

8.1./10KHOCTHBIE MHCTPYKIIMM XPAHATCSA B COOTBETCTBUU C IIPABWIIAMH, YCTAaHOBIEHHBIMU
B IlepeuyHeM THUIOBBIX YIPABJIEHYECKUX AapPXMBHBIX JOKYMEHTOB, 00Opa3yloIIMXCs B Ipolecce
JEATEIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPTaHOB MECTHOI'O CaMOYIIPABIICHHUS U OpPraHU3aLUu,
YTBEPAKACHHBIM IprukazoM MuHkynbTypbl Poccun ot 25.08.2010 Ne 558.

8.2. JlomkHOCTHBIE MHCTPYKUMHU paboTHHKOB MB/IOY noasnexaT MOCTOSHHOMY XpaHEHHIO
B MB/IOV B TeueHue Tpex JeT 1ocie ux 3aMeHbl HOBBIMHU.
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