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Moaomenne o nomuocTHON HUCTPYKUNK padoTRNKOEB
MyuHUHNAALIOr0 6I0UKETHOTO 10IKOABLHOI O ofpasoBareLnoro
yupeauenus «lerexuii can komGunnposannoro suaa Ne 1 «Tactovuiar
3eaenooabeKoro MynHuUHIAILIOTO paiiona Pecnybanku Tataperan

1. Obmne noaomennn

1.1, Hactosmee TMonoxkenue o d0mmuoctHoil HHCTPYXRUMY paGoTinkon (zance [oromenie)
MYHHUMIATEHOIO  GIOTKETHOIO  JOMKOABHOLO obpasosarensuoro  yupexaenns  «flerckuil can
KoMGimposartoro siaa Ne 1 «/lacroykay 3eqenoionbekoro MYHHUNIAILIOTO paitoda Pecnybanin
Tarapcran» (zamee ~ Vupexaenie) paspaboTano § uetax PEryANpOBAHUT BIAHMOOTHOLICHITH MeMx 1y
padorHuROM 1 paboTonaTenem.

1.2, Hacrosuwee lonomxeHue onpeienser ocHoRube 1peGOBanmug K CTPYKTYPE M COACPARIHIO
" JOMKHOCTHOH HHCTPYRUMH PabOTHMKOB YUpemiacHns, a Take K nponeaype  paipaborku
JOTRNOCTHEIX HHCTPYKUMI, TOPAAKY HX TIPHHSTHA, YTREDAICHMS, BHECEHNK B HNX TOMOMHeHIH |
HIMCHCHHIL.

2. Monsrne Toamnoctwoil muCTpyKinm

21, JlomkuocTHAR MHCTPYKuMs  paboTHmk: Yupewaenus (aance - JlomkHocTRas
MHCTPYKIMA) — OCHOBAHHBIA Ha HOPMAX 3AKOHOAATCABCTBA OQHUMANBHLTH NPUBOBOA JOKYMEHT,
PCrIAMEHTHPYIONTAI  OPramuiaioRto NPUBOBOC  MONOMEHHE padoTunka  Yvupeasenus, cro
O0%34HHOCTH, NPABA, OTBETCTBCHHOCTE, ODECHCTNBAIOULIIL Venonna Juis ero spdektnsHoil patorsr
HpH OCYIMECTRIACHHI WM TPYI0BOW JIEHTE/IBHOCTH COMMACHO JANIMASMOIL JOMTHNOCT I,

2.2, JIon#HOUTHAA HHCTPYKIUS ABIAETCH HOPMATHBHBIM JIOKATEHRIM AKTOM  YEpesciaeH,
PETYAMPYIOUDIM OTHOLICHAR B PaMKAX Yupemacinmg, COACPAAUIIM obueobRsaTennibe npasuia
HOBCACHHA JUIH BCCX HITH HEKOTOPBIX YHACTHUKOB OOPASOBATCILILIX OTHOWCHIT, PACCYHTUHHBIM 1a
HEOINORPATHOC MPHMEHCHHUE, YTREPIGICHHLIM MPHKA3OM 3aBeYIOmero Yupesnenus,

2.3, JTomkHOCTHAR HHCTPYKLUILS COCTARMACTCS TO KAMIOH WITATHON JI0/KHOCTH Yupexaexus o
O0bABTAeTCH PaGOTINKY 101 pacnHeky HPH IAKAHOMCHIM TPYOBOIO JOFOROPA, # TAKKC MpH
MEPEMELLCHHA Ha JPYIVIO TOMKHOCTE H IPH BPEMCHHOM HCHO/IHCHHI 00F3aHHOCTCR 10 TOMKHOCTH,

2.4, JlomskiocTnas MHCTPYKIMS paspaGaTiimaercs HCXONs 13 3ay i dhyrrmi, BosnoREnNILN
H3d KOMKPETHOTO palOTHHKE, B COOTBCTCTBHH CO LITATHLIM PACIHHCAHHCM, OpasitiaMy BHYTpennero
TPyAOBOrO pacuopsaxa Yupewacunus, ¢ cobmonenmes Komernrymmn Poceufickodt Deeparni,
Tpysonoro koaekea Poceniickodt Dexepattitit 1 #Hibix HOPMATHBIO-1IPABOBLIX 3KTOR,

2.5, Ocnonsoli 4191 pa3paGoTkl A0MKHOCTHEIX wHCTPYRUA asamorces [podeccronanbrbie
CranaapTel, «KsanGuRANMOHKHBIC XapakTepuCTHEN ToIKHOCTCH paboTrikos oGpatosanusy Eausoro
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KBAJM(HUKALIMOHHOTO CIIPAaBOYHHMKA JIOJDKHOCTEH pPYKOBOJIUTENEH, CHENMAIMCTOB M  CIyXKalluX
(yrBepxkaenHoro IIpukazom MuHHcTEpCTBa 31paBOOXpAaHEHUS U COLMAIBHOTO pa3Butus Poccuiickoi
deneparun ot 26 aBrycra2010 r. Ne 7611).

3. TpedoBanusi, npeabsiBJIsieMble K CTPYKTYpPe H COAePKAHUI0
JL0JI’KHOCTHOM MHCTPYKIUH

3.1. JIoMKHOCTHAss MHCTPYKLUS COCTOUT U3 CIEIYIOIUX Pa3/IeoB:

- O01ee moyioKeHune

-TpynoBble GyHKIMH

- JlomxHOCTHBIE 00513aHHOCTH

- [TpaBa

- OTBETCTBEHHOCTb

- BzaumootHomenus. CBsA34 10 JOIHKHOCTU

- 3aKJIIOUNTENbHBIE TIOJIOKEHUS

3.2.B paznene «OO0mue mooxeHus»:

- ycTaHaBiMBaeTcs chepa AesITeIbHOCTH JAHHOTO CIEIHAIICTa;

- YCTaHaBJIMBACTCS MTOPSAJIOK €ro Ha3HAYCHUs U OCBOOOKICHUS OT 3aHUMAEMOMN JJOJKHOCTH;

- OmpenessifoTcs  KBaJTH(PHUKAIMOHHBIE TpeOOBaHUS (TpeOOBaHUS, MPEIbIBIAEMBIE K

00pa30BaHUI0 M CTaxy paboThl), MOJYMHEHHOCTb CIELUAIUCTa U JIOJDKHOCTHBIE JIUIIA,

KOTOPBIMH OH PYKOBOJIUT;

- TEpeuucClAIOTCA IPAaBOBbIE AaKThl W HOPMATHBHBIE JOKYMEHTBI, KOTOPBIMH JOJKEH

PYKOBOJCTBOBATHCSI CIIELIUATIKCT B CBOCH J1€ATENBHOCTH.

B pasmen moryr ObITh BKIIOUEHBI Jpyrue TpeOOBaHHA M IOJOXKEHHS, KOHKPETH3HPYIOIIUE U
YTOYHSIOILIUE CTATyC JOJKHOCTHOTO JIMIA U YCJIOBUS €r0 JAEATEeIbHOCTH.

3.3. Paznen «TpynoBble (QpyHKIUM» COACPKUT MEPEUCHb OCHOBHBIX (DYHKIMH JOJKHOCTHOIO
IUna.

3.4. Pa3nen «/lomKHOCTHBIE OOSI3aHHOCTH» YKa3bIBaeTCsl 00A3aHHOCTU JOJDKHOCTHOTO JIMIA,
BO3JIaraéMblé Ha HEro, yKa3bIBaeTcs (popMma €ro yyacTHsl B YIPaBJIEHUECKOM Iipolecce (PyKOBOAMT,
yIBEp)KJIaeT, o0OecrneunBaeT, IOJArOTAaBIMBAET, pAcCMaTPUBAET, HCIOJIHAET, KOHTPOJIUPYET,
COTJIACOBBIBACT, MPEICTABIISCT, KypUPYET H T.JT)

3.5. Pasgen «lIpaBa» conepxuT nepedeHb NpaB, MNPENOCTABIAEMBIX CHEHUANINCTY IS
BBITIOJTHEHUS BO3JIO)KEHHBIX HA HETO (PYHKIMH U 005S3aHHOCTEM.

3.6.B paszgene «OTBETCTBEHHOCTb»  YCTaHABIMBAIOTCS  BUABI  OTBETCTBEHHOCTH  3a
HECBOEBPEMEHHOE M HEKAYECTBEHHOE BBINIOJIHEHUE CIELHUAIMCTOM JOJKHOCTHBIX OOS3aHHOCTEH U
HEHUCIIOJIb30BaHUE TPEJOCTABICHHBIX EMY IIPaB.

3.7. Paznen «B3aumooTrHomeHus. CBS3U MO JTOJKHOCTU» COJIEPKUT MEPEUYEHb JTOJKHOCTHBIX
JMI, C KOTOPBIMHM CHELHAIUCT BCTYNAaeT B CIy)KEOHbIE B3aMMOOTHOUICHHS U 00ecreunBaeTcs
uH(opMalmei (yCTaHaBIMBACTCS 3aMEIICHUE O JOJKHOCTH BO BPEMSI OTCYTCTBHS).

3.8. B pazgene «3akitouuTenbHbIE TONOXKEHUSA» YKa3bIBAIOTCS CPOKHM MOJNYYCHHS U
MIpPeIOCTaBIIEHUsT UHPOPMAILIMH, OIpeeseTcs] NOPSAA0K MOANUCAHUS, COTJIACOBAHUS U YTBEPXKIEHUS
JOKYMEHTOB.

3.9. O6s13aTenbHBIME peKBU3UTAMH JlOJDKHOCTHON MHCTPYKIIUH SBIISTFOTCSI:

- [IOJIHOE HAUMEHOBAHUE Y UPEKICHMUS,

- 3ar0JIOBOK K TEKCTY;

- BU3BI COIJIaCOBaHUS;

- IOAANHUCH, TpaUK yTBEPKICHHUS.

4. Ilopsinok pa3padoTKu, COrIACOBAHMS, YTBEP:KICHHUS U BBEACHUSA
B aeiictBue J01)KHOCTHOM HHCTPYKIMHU
4.1. JIomKHOCTHasE MHCTPYKIUS pa3padaThiBaeTCS 3aBEAYIOMIMM YUPEXKACHUS JMOO JUIIOM,
YIOJHOMOYEHHBIM 3aBeAylommM YupexaeHus. B ciydae ecnm  JloJDKHOCTHasE MHCTPYKLHS
pa3pabaTbIBaeTCsl JIULIOM, YIOJTHOMOYEHHBIM 3aBENYIOIIUM YUpEKIEHHUS, TO OHAa IOAMHCHIBAETCS
pa3paboTYUKOM.



4.2. JlomkHOCTHAs WHCTPYKIHS TIOCIIE pa3pabOTKH MepeaaeTcss B MPO(COIO3HBIH KOMHTET
NEPBUYHON MPOQPCOIO3HON OpraHM3aluy, MPEACTABIAIONNN HMHTEpechl OONBIIMHCTBA PaOOTHHUKOB
VYupexaenus (nanee — mpo(Ccoro3HbI KOMUTET).

4.3. Tlpodcoro3Hplii KOMHTET B CPOK HE IMO3THEE ACCSITH PadOuMX ITHEW CO JHS MOTydeHUs
JIOJDKHOCTHOW HMHCTPYKIIMM OCYIIECTBIISIET corjiacoBaHue JloymKHOCTHOW WHCTpyKnuu. B ciydae
eciii TPO(COIO3HBII KOMHUTET HE COIVIACEH C TEKCTOM JIOMKHOCTHON HMHCTPYKUMH JINOO BHOCUT
NPE/UIOKEHUSI TI0 €ro COBEPIICHCTBOBAHWIO, TO 3aBEAYIOIIEMY YUpPEXJICHUS HaIpPaBJsIeTCs
MOTHBHUPOBAaHHOE MHEHHE. 3aBEeIyIOIUH YUpPEKICHUS MOXET COTJACUThCS ¢ HUM Ju0O0 00s3aH B
TEYCHUE TMATH JHEW IOCle MOJNyYeHHsI MOTUBUPOBAHHOTO MHEHHS IPOBECTH JOMOJHHUTEIBHBIC
KOHCYJIBTAIIMH € IPO(COIO3HBIM KOMUTETOM B IEJIAX JOCTH)KEHUS B3aUMOIIPUEMIIEMOTO PEILICHHUS.

[Tpu HE TOCTMIKEHUU COTIIACHsI BO3HUKIIINE Pa3HOTIACUs OQOPMIISIFOTCS IPOTOKOJIOM, TIOCIIE YETO
3aBeyIONINil UMEET MPAaBO YTBEPAUTH [l0KHOCTHYIO HHCTPYKIIHIO.

S. YTBep:kaenue 101KHOCTHOM HHCTPYKIMHU

5.1. 3aBenyromuii YupexaeHus yTBepkaaeT JlOKHOCTHYIO HHCTPYKIMIO IYTEM H3JIaHUs
COOTBETCTBYIOILIETO ITPUKA3aA.

5.2. B mpukase 00s3aTeIbHOM MOPSIAKE YKA3bIBAKOTCS:

- nara BBeieHU [JOIKHOCTHOM MHCTPYKIIMH B JE€HCTBUE;

- yKa3aHue 00 03HaKOMJIEHUH PaOOTHHUKOB ¢ JIOHKHOCTHOW MHCTPYKIIMEH U CPOKH JIJISl 3TOTO;

- (hammITIM ¥ TOJDKHOCTH JIMII, OTBETCTBEHHBIX 32 COOIOcHNE [{0MIKHOCTHOM HHCTPYKIIHY;

- UHbIE YCIIOBHUSI.

5.3. VYr1BepxkaeHusie JlOMKHOCTHBIE WHCTPYKIMHU IOJIEKAT OOA3aTEIBHOM pErucTpanud B
COOTBETCTBUH C TPeOOBAHUSMU JEIONPOU3BOACTBA B YUPEKACHUU C IPUCBOCHUEM MM IOPSIKOBOTO
HOMepa.

6. O3naxkoMi1ieHHe PaOOTHUKOB ¢ J[0JIZKHOCTHOI MHCTPYKUMel

6.1. O3HakomiieHue paboTHHKA YupexnaeHus ¢ JlOKHOCTHOW HMHCTPYKLHEH B 00s3aTEIIbHOM
MOpPSAJIKE OCYILIECTBJISETCA MpPU IOCTyIUIEBHHMH Ha paboty B VYupexnaeHue. O3HaKOMIICHHE
OCyLIeCTBIseT 3aBefyroumii Yupexnenus. I[locne o3HakoMmieHMs pPaOOTHHK MpPEACTABISET Ha
JIOMKHOCTHOW MHCTPYKLMU O3HAKOMUTENBHYIO BU3Y — C MHCTPYKIMEH 03HaKOMJIEH, JaTa, OIIHUCh.

6.2. O3HakomiieHHe paOoTHUKA YupexaeHus ¢ JlOJKHOCTHOW MHCTpYyKLHEH B 00s3aTelbHOM
MOpSAJIKE OCYLIECTBIIIETCS MpH TIepeBoje Ha JApyryio pabdory. O3HAKOMIIEHHE OCYIIECTBIISET
3aBenyoumii  Yupexaenus. Ilocme o3HakoMieHHss paOOTHMK NPOCTaBIsieT Ha JIOJDKHOCTHOM
MHCTPYKLIHUN O3HAKOMHTEIbHYIO BU3Y — C HHCTPYKIIMEH 03HaKOMJIEH, JaTa, OMUCh

6.3. TpeOoBaHus, ycTaHOBiIEHHble B JIOPKHOCTHOW HMHCTPYKLUH, ACUCTBUTEIbHBI C TOTO
MOMEHTAa, KOI/1a pabOTHUK ObLI C HEW 03HAKOMJIEH.

6.4. B ciydae ecinu paOOTHUK YUpexkJIeHHs OTKa3bIBA€TCS PACHHUCATHCS B O3HAKOMIIEHUHU WU
noyiyueHun JIOKHOCTHOM MHCTPYKIMM, JaHHBIM OTKa3 (UKCHUPYETCsl IyTEM COCTAaBJIICHUS aKTa B
IPUCYTCTBUM HE3aHMHTEPECOBAHHBIX cBUjaeTeNed. B akre Takxke (uxcupyercss GakT 03HAKOMIICHHUS
paboTHUKa c cojepkaHueM JloKHOCTHOM MHCTPYKUMHU B MHOW ¢opMme ([lomKHOCTHAs MHCTPYKLHUS
3aYUTBIBACTCS BCIIYX 3aBEAYIOLIMM Y UPEKICHUS).

6.5. Jlnsa Texymeld pabOThl C MOJJIMHHUKA JOJKHOCTHOM MHCTPYKLMU CHUMAIOT 3aBEPEHHYIO
KOIIHMIO, KOTOPYIO BBIJAI0 paOOTHHUKY YUpexkaeHus, paboTaomeMy B TaHHON JO0JKHOCTH.

7. BHecenue u3MeHeHUl B JIOJI2KHOCTHYIO MHCTPYKIUIO

7.1. BHeceHne u3MeHEHHM B JIOJKHOCTHYIO HMHCTPYKIMIO OCYIIECTBIISIETCS B CIEIYOIIHAX
CIIyqasx:

-B CBSI3U C U3MEHEHHEM 00sI3aTENIbHBIX YCIOBUH TPYI0BOTO JI0TOBOPA.
VYkazaHHas mpoleaypa MPOBOAUTCS B COOTBETCTBUH C TpeOoBaHMAMHU TpynoBoro koaekca P®D
(paboTHUK AOMKEH ObITh HE MO3J(HEee, YeM Ha 2 Mecdlla JI0 MPEANoIaraeéMoro M3MEeHeH!s MMCbMEHHO
yBenoMiéH. Ilocne momyueHus paOOTHUKOM COTJIAallIeHUs HA MPOJOJHKEHUE TPYJOBBIX OTHOILIEHHH,
BHOCSITCSI U3MEHEHUS B JJOKHOCTHYIO HHCTPYKIIHIO).

-IPM M3MEHEHWU OPraHU3allMOHHBIX YCJIOBUH TpyjAa, 0e3 W3MEHeHHs TpyJoBOil (GyHKUUU
paboTHHKA.



7.2. 3aBeayromuid YUpeKICHUS WIM JUIO, YIOJTHOMOYEHHOE MM, cOCTaBisieT J[OMKHOCTHYIO
MHCTPYKIMIO B HOBOM pPENaKIMU, KOTOpasi COTJIACOBBIBACTCS M YTBEPKIACTCS B COOTBETCTBUHM C
TpeOOBaHUSIMHU, YCTAaHOBJICHHBIMH pazaenamMu 4 u 5 Hacrosmiero [lomokenus.  O3HaKOMIICHHE
pabotHuka ¢ J{OJDKHOCTHOW WMHCTPYKIIMEW OCYIIECTBISIETCS B COOTBETCTBUU C TpeOOBaHUSMU,
YCTaHOBJIEHHBIMU pa3zesioM 6 Hacrosero [lonoxenus.

8. Xpanenne J{0/IKHOCTHBIX HHCTPYKIMIA
8.1. JIoJKHOCTHBIE MHCTPYKIIMM XPAHATCS B COOTBETCTBUU C IpaBUJIAMHU, YCTAaHOBJICHHBIMU C
[lepeyneM THUIIOBBIX YIPABJICHYECKUX AaPXUBHBIX JIOKYMEHTOB, OOpa3yloluxcs B Mpoliecce
NESITeIbHOCTH TOCYJAAPCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYIpAaBJIECHUS M OpraHu3aluid,
YTBEPKJICHHBIM ITpruKazoM MuHkyasTypbl Poccun ot 25.08. 2010 No 558.
8.2. JIomKHOCTHBIE MHCTPYKIIUN PAOOTHUKOB YUPEKICHUS MOJIEKAT MMOCTOSHHOMY XPAaHCHHIO B
YupexneHuu B TeUeHHe TPEX JIET MOCie UX 3aMEHbI HOBBIMHU.



