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1. O6mue nojiokeHus

1.1.  Hacrosiee [Tonoxenue o 10DKHOCTHON HMHCTPYKLMK paOOTHUKOB (nasee
[Tonoxkenue) MyHHUMNAIBHOTO OIOKETHOrO  JIOLIKOJBHOrO  00pa30BaTeIbHOIro
yupexaeHus «/lerckuii cag komOGuuHupoBanHoro Buaa Ne 15 «Pomarmka»
3enenononbckoro paiiona Pecnyonukum Tarapcran» (manee - YupexaeHue)
pa3paboTaHo B LESIX pPeryJupoBaHUs B3aUMOOTHOIIEHWH Mexay pabOTHHUKOM U
paboronarenem.

1.2, Hacrosiee [lonoxenue onpezaenser OCHOBHbIe TpeOOBaHUs K CTPYKTYpe
M COJIEPKAHUIO JODKHOCTHOW MHCTPYKIMM pabOTHUKOB YUpexKIeHHs, a Takke K
npoueaype pa3paboTK¥ JIOJDKHOCTHBIX ~WHCTPYKIMH, MOPSAKY HX IPUHATHS,
YTBEPXKAEHUS, BHECEHHS B HUX JIOMOJHEHUN U U3MEHEHUH.

2. [lonsiTHE 10JIKHOCTHOH HHCTPYKUHH

2.1. JIomkHOCTHAsE MHCTpYKUUS paboTHMka Yupexnaenus (nanee — JlomkHocTHas
MHCTPYKIMS]) — OCHOBAaHHBIM Ha HOpPMax 3aKOHOJATEJIbCTBA OMUILIMAIBHBIN MPAaBOBOK
JOKYMEHT, perjaMeHTUpPYIOUIHHA OpraHu3allHOHHO-NIPABOBOE IOJI0KEHHE PabOTHUKA
VupexaeHus, ero 00s3aHHOCTH, MIpaBa, OTBETCTBEHHOCTh, 00ECIIEYHBAIOIIUI YCIOBHUS
s ero 3¢ ¢eKkTUBHONW pabOThl NMPH OCYIIECTBICHUHM WM TPYIOBOH [€ATEIbHOCTH
COIIaCHO 3aHMUMAEeMON JOJKHOCTH.

2.2. JlomkHOCTHAs MHCTPYKLMS SABISIETCS HOPMATHBHBIM JIOKaJbHBIM aKTOM
VupexaeHusi, peryjIvpyrolldM OTHOIIEHHS B paMKax YupexIeHHs, COAepKalluM
obieo0s3aTenbHble MpaBuiia MOBEACHHUS [UIsi BCEX WM HEKOTOPhIX Y4YaCTHUKOB
oOpa3oBarebHbIX OTHOLIEHWH, pacCYMTaHHbIM Ha HEOJHOKpaTHOe IpPUMEHEHUE,
YTBEp)K/I€HHBIM IPHUKA30M 3aBe1yIOLIEro Y YpexKaeHHUs.

2.3. JIo/oKHOCTHAsE MHCTPYKLMSI COCTaBJSIeTCs MO KaK[AOW LITATHOW JOJDKHOCTH
Vupexxaenust 1 o0bsiBisieTcs: pabOTHUKY 0]l POCIMCH IIPH 3aKJIIOYEHHUH TPYIOBOTO
JIOTOBOpa, a TakyKe IpH MepeMelleHUH Ha JpYryl JO/DKHOCTh U IIPH BpPEMEHHOM
UCTIOJIHEHUH 0053aHHOCTeH 10 JOJKHOCTH.

2.4. JIomKHOCTHAS MHCTPYKLHsI paspabarbiBaeTcss UCXOAs M3 3ahady U QyHKLMH,
BO3JIOYKEHHBIX HA KOHKpPeTHOro paOOTHHMKA, B COOTBETCTBMM CO IITaTHBIM




pacnucanueM, IIpaBunaMu BHYTPEHHETO TPYAOBOrO paclopsiika B YUPEKICHHUH, C
coomonenueM Konctutynuu  Poccuiickoit  ®enepanuu, TpPYIOBOIOo  KoJieKca
Poccuiickon denepannu U MHBIX HOPMATUBHO-IIPABOBBIX aKTOB.

2.5. OcHoBoWi s pa3pabOTKH  JOHKHOCTHBIX  HMHCTPYKLIMH  SIBJISIOTCS
«KBaymmukanmoHHble XapaKTEPUCTHUKU JIOJDKHOCTEH pabOTHUKOB 00pa3oBaHUS
Enunoro KBATH(PUKAITMOHHOTO CIIPAaBOYHMKA  JIOJDKHOCTEM  PYKOBOJIUTEJEH,
CHEHHAINCTOB W CIyXXamux, yTrBepxkaeHHoro IIpmkazom  MmuHmcTepcTBa
3IpaBOOXpAHEHUs M COLMalbHOrO pa3BuTusi Poccuiickoit ®denepanuu ot 26 aBrycra
2010r. No761H.

1. TpeOoBaHus, NMpeAbAB/sieMble K CTPYKTYpPe U COAEPKAHUIO JOJKHOCTHOM
HHCTPYKIIUU.

1.1. JIomKHOCTHAsI MHCTPYKIUSI COCTOUT M3 CIEAYIOIINX Pa3EIOB:

- 001TMe TTOJIOKEHHUSI;

- IOJDKHOCTHBIE 00s13aHHOCTH;

- IpaBa;

- OTBETCTBEHHOCTD;

- B3aMMOOTHOIIEHHUS. CBSI3U MO JOJKHOCTH.

3.2. B paznene «O01I1e moaoKeHUs:

- ycTaHaBIuBaeTcs cepa AesaTeIbHOCTH TaHHOTO CIEIUAIINCTA;

- YCTAHaBJIMBACTCS MOPSJOK €ro Ha3HAYeHUsI U OCBOOOXKACHUS OT 3aHUMAEMOU
JIOJKHOCTH;

- YCTaHABJIIMBAETCA 3aMEIIEHUE MO JTIOHKHOCTH BO BPEMSI OTCYTCTBUS,

- ONpenensaoTCs KBanu(puKamoHHble TpeOoBaHus (TpeOOBaHUs, TPEABIBISIEMbIEC K
00pa3oBaHUIO U CTaXy PabOThl), TOAYUHEHHOCTh CIEHHAINCTA U JOJKHOCTHBIE JIUIIA,
KOTOPBIMHU OH PYKOBO/JIHT;

- TIEPEUMCIISIIOTCS. TPABOBBIE aKThl 1 HOPMATUBHBI IOKYMEHTBI, KOTOPBIMU JIOJKEH
PYKOBOJICTBOBATBHCS CIIELIUATIMCT B CBOEH JIESATEIIBHOCTH.

B pasmen w™moryr ObITh BKJIIOYEHBI Jpyrue TpeOOBaHUS U TOJOXKECHHS,
KOHKPETU3UPYIOIME M YTOYHSAIOIIAE CTAaTyC JOJDKHOCTHOIO JIMIA M YCJIOBHUS €ro
JIESITETIbHOCTH.

3.4. Pazmen «JlomkHOCTHBIE OOSI3aHHOCTH» COJEPKUT TEPEYCHb OCHOBHBIX
GyHKIUN TOHKHOCTHOTO JIMIA, a TaKXKE YKa3bIBAIOTCS OOS3aHHOCTU JOJKHOCTHOTO,
BO3JIaraeMbI€ Ha HETO, YKa3bIBAIOTCS (POPMBI €70 YUaCTHS B YIIPABICHUECKOM IMPOIECCe
(PYKOBOJIUT, HCIOJHSET, KOHTPOJUPYET, COTJACOBBIBACT, MPEACTAaBISACT, KypHUpYeET,
yTBEpXKIaeT, 00ecrieunBaeT, MoAroTaBIMBaeT, paCCMaTPUBAET U T.]I.)

3.5. Paznen «IIpaBa» comepKUT mepeyeHb MpaB, MPEIOCTABISAEMBIX CHEIUATUCTY
JIJIS1 BBITIOJTHEHU S BO3JIO’KEHHBIX HA HETO0 (PYHKIMM M 00s3aHHOCTEH.

3.6. B pa3nene «OTBETCTBEHHOCTh)» YCTAaHABIMBAIOTCS BUIbl OTBETCTBEHHOCTU 3a
HECBOEBPEMEHHOE M HEKAYECTBEHHOE BBINOJHEHUE CHEHAAIMCTOM JOJKHOCTHBIX
00s13aHHOCTEH U HEUCIIOIb30BaHUE MTPEIOCTABICHHBIX €My TIPaB.

3.7. Paznen «BzaumooTHomieHUs. CBS3M O JOJKHOCTU» COJEPKUT TEPEUYCHb
JOJDKHOCTHBIX ~ JIMI, C KOTOPBIMH  CHCIMAJIMCT BCTYMaeT B  CIy)XeOHbIE
B3aMMOOTHOIIICHHS M o0ecrieunBaeTcss nHpOpMaIuel, YKa3bIBAlOTCS CPOKU TTOTYICHUS
U TIpeIoCcTaBlieHust TH(QOPMAIIUK, ONpeeseTcs MOPSI0K MOAMMCaHuUs, COTJIAaCOBAHUS U
YTBEPKACHUS TOKYMEHTOB.

3.8. O06s3aTeIbHBIMU pEeKBU3UTAMU J|0OJDKHOCTHON MHCTPYKIIMU SIBJISTFOTCS

- IOJIHO€ HAMMEHOBAHUE Y UPEKICHUS,



- 3aT'0JIOBOK K TEKCTY;
- BU3bI COIJIACOBAHMS;
- IOAUCH, TPU( YTBEPKICHUS.

4. ITopsigok pa3padoTKH, COIJIACOBAHUS, YTBEPKACHUSA U BBEJACHHA B JeliCTBHE
JOJIKHOCTHOW MHCTPYKIUH

4.1. JomKHOCTHAs UHCTPYKLUS pa3pabdaThIBAECTCs 3aBEAYIOMIUM Y UpeKICHH 100
JIMLIOM, YIIOJIJHOMOYEHHBIM 3aBEAYIOIIMM YupexacHusa. B cinydae, ecnu JlomKHOCTHAA
UHCTPYKIMSL pa3paldaThiBaeTCAd JHUIIOM, YIOJIHOMOYEHHBIM 3aBEYIOIIMM, TO OHa
MOJMKCHIBAETCS Pa3padOTUUKOM.

4.2. JIomKHOCTHAsT WHCTPYKLHUSA TOce pa3pabOTKH mepenaércss B MpodCOO3HBIM
KOMUTET TEPBUYHOW MNPOQPCOIO3HOW OpraHu3alyy, MPeACTaBISIONINN HHTEpECH
OOJILIIMHCTBA PAOOTHUKOB YupexJeHus (maimee — TPOQPCOIO3HBI  KOMHTET).
[Tpodcoro3HbIil KOMUTET B CPOK HE MO3JIHEE AECATH pabouuX THEH CO JHS MOJy4YEeHHUS
JIOJDKHOCTHOW MHCTPYKLHH OCYIIECTBIISIET coriacoBaHue JlOJDKHOCTHOM MHCTPYKLUU.
B cnyuae, ecnu mnpo¢coro3HbII KOMHTET HE COIVIaCeH € TEKCTOM JlomKHOCTHOM
UHCTPYKIMU JIMOO BHOCUT TPEUVIOKEHHS] IO €ro COBEpIIEHCTBOBAHUIO, TO
3aBEAYIOIIEMY YUPEXKICHHUsS HANpaBISIETCSI MOTUBHPOBAHHOE MHEHUE IIPOBECTH
JOTIOJTHUTENbHBIE KOHCYJIbTAMU C MPO(COIO3HBIM KOMUTETOM B IEJSIX JTOCTHUKEHUS
B3aMMONPUEMIIEMOIO PEILICHHUS.

[Ipy HEIOCTM>KEHWM COrJIacus BO3HHUKIIME pa3Horyiacus O(OpMIIIOTCS
IIPOTOKOJIOM, TOCJIE YEr0 3aBEAYIOIIMN YUpPEKICHUS HWMEET IIPaBO YTBEPAUT
JIOJKHOCTHYIO MHCTPYKLHIO.

5. Y1Bepkaenue J0/oKHOCTHOM MHCTPYKIIUHM
5.1 3aBenyromuii  YupexaeHus yTBepxkaaeT JOMKHOCTHYIO HWHCTPYKIIHIO
IMyTEM CO3/IaHUS COOTBETCTBYIOIIETO MTPUKA3A.
5.2. B mpukase B 0053aTeIbHOM TOPSJIKE YKA3bIBAIOTCS:
- 1aTa BBeJACHUE [[OIPKHOCTHOM MHCTPYKIIMU B JEUCTBUE;
- yKazaHue 00 O03HAaKOMJICHMHW PaOOTHUKOB C JIOJPKHOCTHON WHCTPYKIHEH W
CPOKH JJIs1 3TOTO;
- (hpamMuIMU W AOJKHOCTHU JIMI], OTBETCTBEHHBIX 3a cOOMtofeHre Jl0JKHOCTHOM
UHCTPYKIINH;
- UHBIE YCIIOBUS.
5.3. VYTBepxkaeHHble JIOJDKHOCTHBIE HWHCTPYKLIMM TOJJIEKAT 00s3aTeIbHON
perucTpali B COOTBETCTBHHM C TPEOOBAHUSMH JCIONPOU3BOACTBA B YUPEKICHUH C
MIPUCBOECHUEM UM MOPSAKOBOTO HOMEDA.

6.03HaKkoMIeHNe PAa0OTHUKOB ¢ J[0JI)KHOCTHON MHCTPYKIMEH

6.1. Os3nakomiieHne paboTHUKA YupexnaeHus ¢ JOJDKHOCTHOM WMHCTPYKIIMEH B
00s13aTEIHHOM TIOPSIIKE OCYIIECTBIISIETCS MPU MOCTYIJICHUU Ha paboTy B JAETCKUN cajl.
O3HakoMJIEHHE OCYLIECTBIISIET 3aBeAyromui YupexaeHus. [locie o3HakomieHUs
pabOTHUK TpocTaBisieT Ha JlOJPKHOCTHOM MHCTPYKLIHMHM O3HAKOMUTEIBHYIO BU3Y — C
WHCTPYKLMEN 0O3HAKOMIIEH, /1aTa, MOJIHUCH.

6.2. O3HakomyieHHME PAOOTHUKOB YupexaeHus ¢ JloJDKHOCTHONW HMHCTPYKIIMEH B
00s3aTEILHOM TMOPSIIKE OCYIIECTBISIETCS. TpH MepeBojie pabOTHUKA Ha JPYTyIo
JOJDKHOCTh ~WJIM  BPEMEHHOM TIEpeBOJie Ha Jpyryio pabdory. O3HaKoMIIEHUE



OoCyllecTBIsieT 3aBenytouui  YupexaeHus. lIlocie o3HakomiieHHs  pabOOTHHK
MIPOCTaBJIsICT Ha JJOPKHOCTHOM MHCTPYKIIMU O3HAKOMUTENBHYIO BU3Y — C MUHCTPYKLIHUEH
03HAaKOMJIEH, /1aTa, OJIUCH.

6.3. TpeboBanusi, yCTaHOBJICHHbIE B JIOJDKHOCTHOM MHCTPYKIUU, IEHCTBUTEIBHEI C
TOTO MOMEHTA, KOTJja paOOTHUK OB C HEIO 03HAKOMIJIEH.

6.4. B cnyuae eciau paOOTHUK YUpEKIEHUSI OTKA3bIBACTCS PACIHUCHIBATHCS B
O3HAKOMJICHUM WJIM TIOJy4YeHUH JIODKHOCTHOM WHCTPYKIMH, JAHHBIM  OTKAa3
bukcupyeTcss TyTEM COCTABJIICHUS aKTa B TPHCYTCTBUHM HE3aWHTEPECOBAHHBIX
ceunereneii. B akte Takke (Qukcupyercs ¢akt oO3HaAKOMIICHHS pabOTHUKA C
conepxkanueM J{OmKHOCTHON MHCTPYKIMHU B WHOM Qopme ([JomkHOCTHAS MHCTPYKIUS
3aUUTHIBACTCS BCIIYX 3aBEAYIONIUM Y UpEeKIACHUSA).

6.5. Ins Texkymei paboOThl ¢ MOMJIMHHUKA JTOJDKHOCTHOM HMHCTPYKIMU CHUMAIOT
3aBEPEHHYI0 KONHUIO, KOTOPYIO BBIIAIOT pPaOOTHUKY, paboTarolmieMy B JTaHHOU
JIOJIKHOCTH.

7. BHecenne usmMeHeHni B JIOJZKHOCTHYI0 HHCTPYKIMIO

7.1 Bnecenne n3Menenunil B J{0JDKHOCTHYIO MHCTPYKIHIO OCYILIECTBIISIETCS B

CIEAYIOIINX CIIyqasx:

7.1.1. B cBs3u ¢ U3BMEHEHHEM 00sI3aTEIIbHBIX YCIOBUI TPYJOBOTO JOTOBOPA.

VYkazanHasi mpoiieypa NPOBOAUTCA B COOTBETCTBUU C TpeOoBaHMsIMU TpymoBOro
Kojiekca P® (paOoTHUK [OMKEH ObITh HE TO3/HEee, YeM 3a 2 Mecdll g0
MPEANoJIaraeMoro U3MEeHEHUsl MUCbMEHHO yBeOMIIEH. [locie nosydeHus paboTHUKOM
COTJIALICHUSI HA TPOJOKEHUE TPYJAOBBIX OTHOIIECHUM, BHOCATCS W3MEHEHHUS B
JIOJKHOCTHYIO HHCTPYKIIHIO).

7.1.2. 1lpu u3MeHEHUHU OpraHU3ANMOHHBIX YCIOBUM Tpyia, 0€3 N3MEHEHUS

TPYI0BO# GyHKIIMK pabOTHHUKA.

7.2. 3aBenyrouil YUpeKIeHUs WIH JIMLO, YIIOJTHOMOYEHHOE UM, COCTaBIISIET

JIOJDKHOCTHYIO MHCTPYKLIMIO B HOBOM pEIAKIMU, KOTOpas COIJIacOBBIBACTCS U
YTBEPKJIa€TCSI B COOTBETCTBUU C TPEOOBAHMSIMH, YCTAHOBJICHHBIMU pa3fenamMul 4 u 5
Hacrosimero Ilomosxkenus. O3HakomieHHEe paboTHHKA C JlOMKHOCTHOW WHCTPYKITUEH
OCYIIECTBJISIETCSI B COOTBETCTBUU C TPEOOBAHUSMM, YCTAHOBJIICHHBIMU paszieioM 6
Hacrtogmero [lomoxenus.

8. XpaHeHHe J0KHOCTHBIX HHCTPYKUIMA

8.1. JIOMKHOCTHBIE WHCTPYKIIMU XPaHITCS B COOTBETCTBUU C TpPaBUIIAMH,
YCTaHOBJICHHBIMU B [lepedHeM THMOBBIX YIPABICHYECKUX APXWBHBIX JOKYMEHTOB,
00pa3yloImuXxcsi B TpOIecce MEATENBHOCTH TOCYIapCTBEHHBIX OpPraHOB, OPTraHOB
MECTHOTO CaMOYTPABJICHUS] U OPTaHU3AINi yTBEPKICHHBIM MPUKa30M MUHKYIBTYPHI
Poccum ot 25.08.2010 Ne558.

8.2. JIOMKHOCTHBIC MHCTPYKITUU paOOTHUKOB Y UPEIKICHUS TOATICKAT

MOCTOSTHHOMY XpPaHEHHIO B YUPEKJICHUH B TE€UCHHE TPEX JIET MOCIIE UX 3aMEHBI.



