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O6umM cobpaHueM pabOTHUKOB «YTBEpKIAIO»

YupexneHus 3apeaytoumii MyHUIHIIAIBLHOTO
ITporoxon Ne 1 ‘ OI0KETHOTO TOIIKOJIBHOTO

Ot «31» asrycta 2020 rozma 00pa3oBaTeNILHOrO YUPEKACHUS

«JleTckui cal 00HIEPaZBHBAIOIICIO BU/IA No 7
Egcenme b 00LIEro cOOpaHus : \

;‘;ﬁé 7/ ~—H.Jb.Yynkosa

IMoJiokenue
0 I0JKHOCTHOI HHCTPYKIUH PA0OTHUKOB
MyHHIHTIATBHOTO GI0KETHOTO 10IMKOJILHOTO 00pa30BaTeJLHOI0 YUPEKICHHHA
«Jlerckuii can o0mepa3BUBAKILETO BuaaNe7 «Hebypauika»
: 3e1eHOT0ILCKOr0 MYHHIHIIATLHOIO0 paiiona Pecny0anku TaTaperan»

1. O6uue 1o 10KeHHS

Hacrosmee ITonoxexHue o OTAHOCTHOIN MHCTPYKLHM pabdOTHHKOB (Iajee [Tos10%K€eHKE)
MyHHIHAIATBHOTO OO/UKETHOIO  AOIMIKOILHOTO 00pa3oBaTeIbHOIO  yUPEK/ICHUA «JleTckuit can
0011Iepa3BUBAOIIETO  BH/A No7 «Yebypamika» 3eleHOI0ILCKOrO MYHHIUNATBHOTO  paioHa
Pecrybrmmxu  Tarapcram» (qanmee  — Vupeskaenue) paspaboTaHo B LEAX peryJnpoBaHus

. B3aUMOOTHOMIEHHN MEXIy PabOTHUKOM H paboToaaTteneM.

Hacrosiee [TooxkeHre ONpe/ielseT OCHOBHBIE TpeOOBaHMs K CTPYKTYpe 1 COJICPKAHUIO
M JIO/DKHOCTHOI HMHCTPYKUMH pabOTHMKOB YUPEHICHHUA. d TAKAC K npoueaype pa3paboTKH
JOTKHOCTHBIX MHCTPYKLIHiA, MOPSAAKY WX TPUHATHS, YTBCPACICHHA, BHECEHHUS B HUX JIOTIOJIHEHHH H
H3MEHEHHUH.

2.JTousiTHE J0JKHOCTHOH HHCTPYKIHH

JIO/KHOCTHASL ~ MHCTPYKIMs  paboTHUKA Yupexaenus (nanee — JlomkHOCTHAs
MHCTPYKIHs)) — OCHOBAHHBIA Ha HOpMAx AAKOHOAATEALCTBA O(QUIHATIBHBI MPABOBOWH JIOKYMCHT.
persaMeHTUpYIOLIUE  OpraHu3aionto [paBoBOC  M0J0KeHHE  padoTHHKA YupexkaeHus, €ro
00S3aHHOCTH, TIpaBa, OTBETCTBEHHOCTH. oGecreunBalonuil yeosus st ero dOheKTHBHOM paboThl
[[pH OCYIIECTBIICHHH UM TPYAOBOH JIEATC/ILHOCTH COIACHO 3aHUMaeMOil JT0JKHOCTH.

JIOMKHOCTHAST MHCTPYKIMs SBJISETCS HOPMATHBHBIM JOKAJIBHBIM aKTOM YUpemIeHN,
peryUpyIOmKEM OTHOLICHUS B paMKax Vupex/ieHus, COAepKaUM 0011e00s13aTeNbHBIC TPABUIIA
[OBEIEHUs I BCEX MM HEKOTOPBLIX yJacTHHKOB 06pa3oBaTe/bHEIX OTHOLICHUH, paccuuTaHHbIM Ha
HEOHOKPATHOE IPHMEHEHHE, YTBEPIKICHHBIM IIPHUKA3OM 3aBe;IyIoLIero Y UpeK/1eHus.

JIOTKHOCTHASI MHCTPY KIS COCTABIISCTCA 1O Ka10M IITATHON J0/DKHOCTH Y upen/ieHnd 1
00BaBIseTCS PabOTHUKY MO PACcHMCKY IpH 3aKIIOHCHIH TPYZOBOTO J0roBopa, a TaKke MpH
IIepeMeIeHUH Ha APYTYIO JIOJKHOCTB M [TPH BPEMEHHOM HCIOJIHCHUH 00s13aHHOCTEH 10 J10JKHOCTH.

JIo/DKHOCTHAS WHCTPYKIUA paspabarbiBacTCs UCXO/s U3 3a1ad U (GyHKIHH, BO3TOKEHHBIX
Ha KOHKPETHOTO pabOTHHMKA, B COOTBETCTBHM CO IITATHEIM pacrucaHieM, NMpaBuIaMu BHYTPEHHETO
TPYAOBOrO pacropsjika YUpeKICHUS, C cobsonennem Konerutynnn Poccutickoit Denepaiti,
TpyoBoro kozekca Poceuiickoit Dejiepaitiin HHHbIX HOPMATHBHO-TIPABOBBIX AKTOB.

OcHoBHOU I pa3paboTKH J10:17KHOCTHBIN wierpykiuii sasiores Tpodeccnonaibibie
crangapthl, «KBamMQUKAIMOHHBIC XapaKTepHCTHiKn HOJKHOCTEH  paboTHUKOB — 00pasoBaHms»
EauHOr0 KBTH(GUKALMOHHOIO CIPaBOHHKA JI0/KHOCTE PYKOBOAMTENICH, CIICHUATIUCTOB U



cnyxarux (yTBEpXKIAECHHOIO TIprKka3oM MHHHCTEPCTBA 31PABOOXPAHCHUA | COLIMAJILHOTO Pa3BHUTHA
Poccuitckoii Penepanuu ot 26 aBrycta2010 r. Ne 761H).

3.TpebGoBaHus, NPeAbABJISICMbIE K CTPYKTYpPE H COAEP/KAHUIO
NOJGKHOCTHOI HHCTPYKIHH
JIOIDKHOCTHAS HHCTPYKLMSA COCTOUT U3 CIIEJLYIOLIMX pa3JIie/ioB:
- O01ee MoJIOKEHUE
-TpymoBble GYHKIMH
- JTOMKHOCTHBIE 0053aHHOCTH
- [IpaBa
- OTBETCTBEHHOCTD
- BzaumooTHotmenus. CBsA3u 10 JI0JDKHOCTH
- 3aKJTFOUNATETBHBIC TOJIOKEHUS
3.2.B paszierne «OOHe MOJIOKEHA:
- ycTanapuBaeTcs chepa AeATebHOCTH JIAHHOTO CTIEIUAIACTa;
- YCTaHABIIMBAETCS MOPSA/IOK Cro HasHAYCH 1S ¥ OCBOBOIKJIEHHS OT 3aHMMACMOH JIOJIKHOCTH:
- OmpemensiorCs  KBaTH(PHUKALMOHHBIC tpeGopanusa  (TpedoBaHus. MpebsiBIseMbIC K

O6pa3088HHIO U CTamy p'd()()'l‘b])_ 11O/ [MUHCHHOCTb crieyaicrta U JIOJIDKHOCTHBIC Jjimua,
KOTOpPbIMH OH p'\'KOBOJHTZ
= nepeqncm}orcsx MpaBoOBbLIC aKThbl H HOp.\laTHBHble JTIOKYMEHTBI, KOTOPBIMH JIOJI’KEH

PYKOBOJCTBOBATHCS CMIEUMATHCT B CBOCH 1eATeTbHOCTH.

B pasmen MOTyT OBITb BKIIOHCHDI apyrue TpeOoBaHHs W TOJIOKCHHA. KOHKPETH3UPYIOIIHE H
YTOUHSIIONIHE CTATYC JA0IKHOCTHOTO MMM W YCJIOBHS €r0 e TENbHOCTH.

Paszen «TpynoBble QYHKIHN» COACPANT nepeyeHb OCHOBHBIX GyHKIHH JODKHOCTHOTO

NATA. '

Pazzen «J{0MKHOCTHBIE OOS3aHHOCTHY YKa3hIBACTCA 00s3aHHOCTH JIOJPKHOCTHOrO Julia,
BO3/AraeMble Ha HEro, yKasblBacTes (popma ero ydactus B VIIPaBICHYECKOM IIpOLecce (PYKOBOJIHUT,
yTBepKIaeT, —oOecreunBact, [IOJIrOTAB/MBACT. paccMarpuBacT.  WCNOJIHACT. KOHTPOJIMPYET.
COIIACOBBIBAET, MIPEACTABIISICT, KypUPYCT U T.1)

Pasmen «IIpaBa» COAEPXNHUT HEpeHCHE  [1paB, [pPeIOCTaBIAEMbIX  CHICUMATUCTy A
BLITOJTHEHHS BO3JI0KEHHBIX Ha HEro QyHKIHHA 1 0053aHHOCTEH.

B pasgene  «OTBETCTBCHHOCTL? yCTaHABIMBAIOTCS  BUJIBI OTBETCTBEHHOCTH 34
HECBOEBPEMEHHOE M HEKa4eCTBEHHOC BLITOJNCHIC CTIEIMAIMCTOM JIOJIKHOCTHBIX 00s3aHHOCTEN H
HEHCIIOJb30BAHME MTPEAOCTABICHHBIX CMY 1TPAB.

Pasnen «BiammooTHoteus. CBsizk 10 JA0KHOCTHY COMEPXKUT NepedeHb JIOJUKHOCTHBIX
JUI, ¢ KOTOPBIMU CIEHHAJMCT BCTyHact B ciykeOHble  B3aMMOOTHOLICHUS U obecrneunBaeTes
pHpopMalreil (yCTaHaBIMBACTCS 3aMEIICHHC [0 J10JPKHOCTH BO BPEMS OTCYTCTBHUS).

B pasjene «3aKIO4UTENbHbIC  HOJIOKCHUAY yKa3blBAIOTCS CPOKM  [OJIYHCHUA 1
IIpeOCTaBICHNs HHPOPMAIMH, OMPEICHICTCH MOPANOK MOINUCAHMsI, COTJIACOBAHUA 1 yTBEPIKACHHUS
JIOKYMEHTOB.

O6s3aTebHBIMI pekBu3UTaMi JLOJIZKHOCTHOH HHCTPYKIMH SABJISIOTCSA:
- HOJIHOE HAUMEHOBaHUE Y UpeKACHHUS]
- 3ar0JIOBOK K TEKCTY:
- BU3BI COIACOBAHUA,
- TONIUChH, TpaQUK yTBEPKACHHUS.

4.TTopsinok  pazpaborin, corjgacosaHiuid, yTBepKIeHus W
BBEICHUAB JAeiiCTBHE 10/KHOCTHOH HHCTPYKIMH
JIO/KHOCTHAA HHCTPYKIHS pazpabarbiBacTCs 3aBelyrOLIM Yupex/ieHus 100 JIHLOM.
YIIOJIHOMOUYEHHBIM  3aBE/YIOIHUM Yupexjienns. B ciaydae  eCid JIoJDKHOCTHAs  MHCTPYKILAS
pa3pabaThIBAETCS JIMIIOM, YIIOIHOMOUCHHBIM 2aBe/IYIONIMM Y UpexaAeHUd, TO OHA MOJIITUChIBACTCS
pa3paboTUYHKOM.



JIoJDKHOCTHAST MHCTPYKIMSL 10C/e pa3padOTKM MHepejacTess B MpOQPCOO3HbIH KOMUTET
IEPBUYHON NPo(COIO3HOM OpraHu3aluu, NpeJICTaBSIONIME HHTEpEChl OOJBITMHCTRBA PAaOOTHUKOB
Yupexaenus (najiee — npohCor03HbIH KOMUTET).

[Tpocoro3HbI KOMUTET B CPOK HE 103/HEC JIeCsiTH pabounx JHEH CO JiHS MOJIydeHHUS
JIOJDKHOCTHOM MHCTPYKLMHM OCYLIECTBIsICT corylacoBanue Jlo/okHOCTHON HHCTpykuuu. B ciiyuae
€CIIH MPO(PCOO3HBIA KOMUTET HE COIJIaceH ¢ TCKCTOM J[O/DKHOCTHOH HHCTPYKUMM MO0 BHOCHT
IOPEUIOKEHHs] TI0 €ro COBEPLIEHCTBOBAHUIO, TO 3aBEIYIOIIEMY YUPEKIACHHUs HaIlpaBlsieTcs
MOTHBHPOBAaHHOE MHEHHE. 3aBENYIOIIMN YUpeKIeHUs MOXKET COIIACHUThCS C HUM JMOO 00s3aH B
TE4EeHUE IATH JHEH I0cCie TOJY4YEeHHs MOTHUBMPOBAHHOTO MHEHMsI MPOBECTH JIOMOJHHMTE/bHbIE
KOHCYJIbTAllUX C IPO(COKO3HBIM KOMUTETOM B LEJISIX JJOCTUKEHHUS B3AUMOIIPUEMIIEMOTrO PELICHHSI.

[Ipn HE NOCTUIKEHHMH COTIACHS BOZHUKIIKWE PAa3HOIIachs 0(hOPMIISIFOTCS IPOTOKOJIOM, TIOCIIE Yero
3aBeyIOmMN UMEeT IPaBO YTBEPAUTH J{0KHOCTHYIO HHCTPYKIIHIO,

S5.YTBep:kaeHHE TOKHOCTHOM HHCTPYKIHH
3aBeAylonMi Yupex/JaeHus YTBREpkK/JIaeT JIoJPKHOCTHYIO HHCTPYKIMIO MYTEM W3JIaHUs
COOTBETCTBYIOINETO MPHKa3a.
B nmpukase 00s3aTeibHOM MOPSLIKC YKA3bIBAIOTCS !
- nata BBeIeHUS JIOJDKHOCTHON HHCTPYKIIMH B JICHCTRHE,
- yKazaHue 00 03HaKOMJIEHHH pabOTHUKORB ¢ JI0KHOCTHON HHCTPYKIIMEH U CPOKH JUTs ATOTO;
- haMUIMHK | JO0KHOCTH JIHIL, OTBCTCTBCHHBIX 32 co0/10/ieHue JIOMIKHOCTHOW HHCTPYKIIMU,
- HHBIC YCIIOBHS.
Vr1Bepikaenuble JIOMKHOCTHBIE WHCTPYKUMH MMOJUIeXkKAT 00sg3aTe/IbHOH pPErucTpalud B
COOTBETCTBHHM C TPeOOBaHHAMH J1CIO0NPOU3BOJCTBA B YUPEKICHUN C MPUCBOCHUEM UM MOPSJAKOBOIO
HOMeEpa. :

6.03naKkoMIeHHEe PA0OTHHKOB € 10/KHOCTHONH HHCTPYKIHEH

OsnakomiieHne pabotuuka YupenieHus ¢ J[O/KHOCTHOH MHCTpYKIMEH B 0053aTCiIbHOM
NOpSAAKE OCYIIECTBISETCS NPH MNOCTVIUIEHMH Ha paboTy B Yupexnaenue. (O3HakoMIIeHHE
‘OCymiecTBISET 3aBeAyrolui Yupencaeuus. [locie o3nakomieHus paOOTHUK MpeACTaBiIsSeT Ha
JIOJKHOCTHON HHCTPYKLIMH O3HAKOMHTEILHYIO BU3Y — C HHCTPYKLMEH 03HAKOMJIEH, J1aTa, MOAIHUC.

Osnaxomsienne paboTHHEa YupexaeHus ¢ JIOKHOCTHOW HHCTpyKUHUeH B 00s3aTEIbHOM
MOPSIIKE OCYIICCTBIACTCS MMPH NEPEBOIC Ha JApyryio padoty. O3HAKOMIIEHUE OCYILECTBSET
3aBefyromi  Yupexaenus. llocae o3maxkowicnus paloTHHK MPOCTABISET Ha  JIOMHKHOCTHOMH
HHCTPYKLUH O3HAKOMUTEIbHYIO BH3Y — C HHCTPVKIIMCH 03HAKOMJICH. J1aTa, MOAIHUCh

Tpebopanus. ycranoBieHubic B JI0/UKHOCTHOW WHCTPYKUMH, JHCHCTBUTENBLHLI C TOIO
MOMEHTa, KOoraa pabOTHUK ObL1 € HEH 03HAKOMJICH.

B cinyuae ecnu paGoTHHK YupeikICHHMsI OTKa3bIBACTCS PACIMCATBLCA B O3HAKOMJIEHMM WM
noyyeHun JIOJDKHOCTHOH HMHCTPYKLHM, JaHHBI 0TKa3z (QUKCHPYETCS MYTEM COCTABJEHHS aKTa B
IIPUCYTCTBHM HE3aMHTEPECOBAHHLIX CBHACTeNeH. B akTe Takke QukcHpyeTcst GakT 03HAKOMIIEHUS
paboTHuKa ¢ coxepkanueM JIOMKHOCTHOH MHCTPYKIMK B MHOH (opme (Jlo/KHOCTHAS HHCTPYKIMS
3aYMTHIBAETCS BCIYX 3aBEAYIOLIMM Y UPCIHJICHUS).

Jlns texymiedt paGoTel ¢ NOUIMHHUKA JOKHOCTHOH MHCTPYKIIMM CHHUMAIOT 3aBEPEHHYIO
KOIIHIO, KOTOPYIO BLIAAI0 PaOOTHUKY YUpeKACHHUS, padOTatoUEMy B JaHHON JOJIKHOCTH.

7.Bnecenne n3MeHeHUH B 10/KHOCTHY IO HHCTPYKIIUIO
Buecenue usmenenuit B JIOJDKHOCTHYIO MHCTPYKIIMIO OCYUICCTBISETCS B CJEIYIONINX

ClIyJasix:

-B CBSI3HM C M3MEHEHHMEM 0053aTe/ILHbIX YCIO0BHH TPY/I0OBOIO J0r0BOpA.
YKasaHHas npoueaypa TPOBOAMTCS B COOTBCTCTBHM ¢ TpeOoBaHHsAMM Tpy/loBOro Kojckca Pd
(pabOTHHK NOJKEH OBITH HE M03/IHEE, UCM Ha 2 Mecsiila JI0 MPe/InoaraeMoro H3MeHeH!s! MUChMEHHO
yBenomiieH. Ilocne nomyuenus paGOTHUKOM COITIAIICHUS HA [POJAOJIKEHUE TPYIAOBBIX OTHOLICHMIA,
BHOCATCH U3MEHEHUS B JIOHKHOCTHYIO HHCTPYKIIHIO).

-[Ipd U3MCHCHUHM OpraHW3alMOHHBLIX YCIOBHH Tpyaa, 0e3 H3MEHEHHUS TPYy/A0BOH (YHKLKH
paboTHUKA.



3aBeAyIOIUNA  YUupeKaAeHus WM  JIMLO, YIIOJHOMOYEHHOE UM, COCTaBJseT
JIOJDKHOCTHYIO MHCTPYKLMIO B HOBOH pe/lakliii, KOTOpas COIJIACOBbIBAETCS U yTBEPHKIACTCs
B COOTBETCTBHM C TpeOOBAaHMSMHU, YCTAHOBJIEHHBIMHM pasfenamMd 4 W S HacTOSIIero
[Tonoxenus. O3HakomieHue paboTHHKa ¢ J[OMUKHOCTHOM MHCTpYKIIMEH OCYUIECTBIISETCS B
COOTBETCTBHH € TPeOOBAHUSIMH, YCTAHOBJICHHBIMU pazjiesioM 6 HacTosiero [lonoxenus.

8.Xpanenue J[0/ZKHOCTHBIX MHCTPYKIMIT

JIOMKHOCTHBIE ~ MHCTPYKIHM  XPaHATCS B COOTBETCTBMM € IIpaBUJIaMH,
YCTaHOBJIEHHBIMU ¢ [lepeuyHemM THUIIOBBIX YIpPaBJIIEHYECKHX aAPXUBHBIX JOKYMEHTOB,
o0pa3yromuxcsi B MpoLecce JesTeLHOCTH IOCY/IapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO
CaMOYIIpaBJIeHUS M OpraHu3alri. YTBEPKJIEHHBIM MpukazoM MuHKYIbTYpel Poccun ot
25.08. 2010 Ne 558.

JIOJDKHOCTHBIE  MHCTPYKIUH - padoTHUKOB  YUPCK/ICHUs  1OAJICKAT  OCTOSHHOMY
XPaHEHHIO B YUPEHKICHUH B TCHUCHHC TPEX JICT 110C/1€ HX 3aMEHbBI HOBBIMH.



B nannom pgoxymenTe
IPOLIHY,POBAHO, IIPOHYMCPOBAHO
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