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1. O0mue nmoJ10KeHus

1.1. Hacrosimee IlonoskeHne o MOMKHOCTHOM HMHCTPYKIMHU paboTHUKOB (manee [lomoskeHue)
MyHHUITUTIATBEHOTO OI0/KETHOTO JOMIKOJIBHOT000pa3oBaTebHOr0 yupexkaenus «Jlerckuit cam Nol77
KoMOuHHpoBaHHOTO BuAa» CoBerckoro paiona r.Kazanum (manmee - MBJIOVY) pa3paborano B memnsx
pEeryJIMpoBaHUsl B3aUMOOTHOULIEHHI MeXJy paOOTHUKOM M paborojareneM B COOTBETCTBUU
Koncturynueir PO, TpynosbeiM koaekcom PO, denepanbHbiM 3aKOHOM «O MEPCOHAIBHBIX TAHHBIX)
ot 27.07.2006 1. Nel152-@3, IlepeuneM cBefeHUN KOH(MUACHIIMAIBHOTO XapaKTepa, YTBEPKAEHHBIM
Vkazom Ilpesunenra PO ot 06.03.1997 Nel88, denepanbubiM 3akoHOM OT 28.02.20251 Ne23-D3 «O
BHeceHUH n3MeHeHui B denepanbHblil 3aK0H «O MEpCOHAIBHBIX JaHHBIX»», DenepanbHbIM 3aKOHOM
or 09.11.2024r Ne381-®3 B Tpynosoit konekc Poccuiickoit ®denepaunu (HoBas cratbs 351.8),
®enepanpHoro 3akoHa oT 29.12.2012r Ne273-®3 «O06 obOpazoBanuu Poccuiickori Denepamuny,
®enepanpHoro 3akoHa oT 21.04.2025r Ne86-DP3 «O BHeceHMM H3MEHEHUW c cratbu 3 u 47
®enepanpHoro 3akoHa «OO0 oOpasoBanuu Poccuiickoit ®eneparnuu, «TUIOBOTO TIONOKEHHS O
JIOIKOITBHOM — yupexien», [lpodcranmapra u  oTAenbHBIE 3aKOHOJATENbHBIE akKThl Poccuiickoit
®enepannn, PenepanbHbIM 3aKOHOM 0T 24.06.2025 Nel56-03

12. Hacrosiee Ilonoxenue orpenenser OCHOBHbIE TPeOOBaHUS K CTPYKTYpEH COJEP>KaHHIO
JOJHKHOCTHOW MHCTpYyKIMM pabotHUKoB MBJIOVY, a Takxke k npouenype pa3padoTKU JTOJKHOCTHBIX
MHCTPYKLUUN, TOPSAKY UX MPUHATUS, YTBEPKIICHHSI, BHECEHUSI B HUX JIOTIOJIHEHUIA Y N3MEHEHHH.

2. IlonsiTHeE NOJKHOCTHOM HHCTPYKLHH

2.1. JomxHoctHas wHCTpyKnus padotHunka MBJIOY (manee — JoKHOCTHAsE MHCTPYKIHSI) -
OCHOBAHHBII Ha HOpPMax 3aKOHOJATENILCTBA O(PUIIMATBHBIN MPABOBOW JIOKYMEHT, PErJaMEHTHPYIOIINI
OpraHu3allMOHHO-TIPaBOBOE  mojiokeHne  paborHuka MBJIOY, ero  o0s3aHHOCTH, TIpaBa,
OTBETCTBEHHOCTh, 00ECIICYMBAIOIINI yCIOBUS st €ro 3G (GEeKTUBHON pabOTHl MPHU OCYIIECTBICHUN
UM TPYAOBOM AEATEIBHOCTU COMIACHO 3aHUMAEMOM JOIDKHOCTH

2.2. JlomKHOCTHAas WHCTPYKLUS SIBISIETCS HOPMATHBHBIM JIOKalbHbIM akToM MBJIOY,
perynupyronM otHomeHHss B pamkax MBJIOY, conmepkammmM 001e00s13aTebHBIE  TTpaBHIIa
NOBEACHUS ISl BCEX WJIM HEKOTOPHIX YYACTHHUKOB OOpa30BaTEIbHBIX OTHOUICHUH, PaCCUUTAHHBIM
Ha HEOJIHOKPATHOE NPUMEHEHUE, YTBEP>KICHHBIM ITPHKa30M 3aBeayromiero MbB/10Y.

23.  JIoJKHOCTHAs MHCTPYKLMSI COCTAaBIIIETCS MO KaKOoM mTatHol aomkHoctd MB/IOY n
00BsABIIAEeTCS PaOOTHUKY IOJ PACIUCKy MPU 3aKIIOUYEHUHM TPYIOBOIO JIOrOBOpa, a TaKke Ipu
nepeMelieHud Ha APYTYI0 JOKHOCTh U IIPH BPEMEHHOM UCIIOJTHEHUH 00S3aHHOCTEH M0 IOJKHOCTH.

2.4. JloKHOCTHAsE WHCTPYKIUS pa3padarhiBacTcs WCXOAs W3 3aaad HW  (QYHKIWH,
BO3JIOKCHHBIX HAa KOHKPETHOTro pabOTHHKA, B COOTBETCTBUU CO INTATHBIM pacmucanueMm, [IpaBunamu
BHYTpEHHEro TpyaoBoro pacrnopsaka MBJIOY, ¢ cobmogernem Koncrutynun Poccuiickoit
®enepaunn, TpynoBoro koaekca Poccuiickoit degepauumum U HMHBIX HOPMATHUBHO -
IIpaBOBBIX AKTOB.

2.5. OcHoBol TSt pa3paboTku JOJKHOCTHBIX WHCTPYKIIUH SIBJISIFOTCSI
«KBaM(pUKAIIMOHHBIE ~ XapaKTEPUCTHKH  JIOJDKHOCTEH  pabOTHMKOB  oOpaszoBaHus»  EamHOro
KBIM(UKAITMOHHOTO CIPAaBOYHHMKA JIOJDKHOCTEH PYKOBOJUTENECH, CHELHUATUCTOB U CIIyXKallKX,
yTBep)KIeHHOro IIpukazom MuHuHCTEpCTBA 3ApaBOOXPAHEHUS U COLMAIBHOIO pa3BuTus Poccuiickoin
®eneparuu ot 26 aprycra 2010 r. No7611.

3. TpeGoBanus, npeabsBIsieMble K CTPYKType
U COJIeP/KAHUIO 10/ ’KHOCTHOMMHCTPYKIIMH.

3.1. JlomKxHOCTHAst MHCTPYKLMS COCTOUT U3 CIIEAYIOIINX Pa3eiIoB:

- OOumwe nonoxxeHus

- JIoMmKHOCTHBIE 00S3aHHOCTH.

- Ilpasa.

- OTBETCTBEHHOCTb.

- BzaumootHomenust. CBsi3u O TOKHOCTH.

3.2. B paznene «OO0mme NOJ0KSHUS»:

- yCTaHaBJIMBaeTCs cepa AesTeFHOCTH JaHHOTO CIICIHAINCTA,;

- yCTaHaBJIMBAETCS MOPSAOK €ro Ha3HAYeHUs U OCBOOOKACHHUS OT 3aHUMAEMOM JOIKHOCTH;
- YCTaHaBJIMBAETCS 3aMELICHUE I10 JOJKHOCTH BO BPEMsI OTCYTCTBUS;
- ONpEeNeNsoTcs  KBATU(UKAIMOHHBIE TpeOoBaHWsS  (TpeOOBaHUS, TPEABSBIAEMBIE K
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00pa30BaHMIO M CTaXy pabOThl), MOAYNHEHHOCTh CHEIMATUCTA WIODKHOCTHBIC JIUIA, KOTOPHIMH OH
PYKOBOJUT;

- TIEPEUYHCIAIOTCS TIPABOBBIE AaKThI W HOPMATHBHBIC JOKYMEHTBI, KOTOPBIMH JIOJDKEH
PYKOBOJICTBOBATHCS CHELMAINCT B CBOEH AEATEIBHOCTH.

B paznen moryt ObITh BKIIOYEHBI APYTMe TPEOOBAHUS W IOJIOKEHHS, KOHKPETU3UPYIOIIUE U
YTOYHSIOIIUE CTaTyC JOJDKHOCTHOTO JIMIIA U YCIIOBUS €ro IESTENbHOCTH.

34. Paznmen «JlOMKHOCTHBIE OOSI3aHHOCTH» COJAEPXKUT TMEpEUueHb OCHOBHBIX (YHKIHN
JOJKHOCTHOT'O JIMIA, a TAKXKe YKa3bIBAIOTCs 00S3aHHOCTH JOJIKHOCTHOTO JIMIA, BO3JIaraéMble Ha HEro,
yKa3plBaeTcsi (opMa €ro ydacTHss B YIPaBIEHYECKOM TMporecce (PYKOBOIWT, YTBEP)KIACT,
obecrieunBaeT, TOATOTABIMBAET, pPAcCMAaTPUBAET, MCIONHSAET, KOHTPOJIMPYET, COIJIACOBBIBACT,
MIPEJICTABIISIET, KyPUPYET U T.]1.)

35. Pazmen «lIpaBa» cOAEpKUT MepedeHb INpaB, MPEJOCTABIAEMBIX CHELHAINUCTY JUIS
BBINTOJTHEHUSI BO3JIOXKEHHBIX HAa HETO (PYHKIMH U 00s3aHHOCTEH.

3.6. B pasmene «OTBETCTBEHHOCTb» YCTAHABIMBAIOTCS BHJIBI OTBETCTBEHHOCTH 32
HECBOEBPEMEHHOE M HEKAYECTBEHHOE BBIOIHEHHE CHEHATNCTOM JIOJDKHOCTHBIX OOSI3aHHOCTEH W
HEUCIIONIb30BaHKE MPEAOCTABICHHbIXEMY MpaB. '

3.7. Paznen «B3anmootHomeHus. CBs3U 0 JOIDKHOCTHY COJEPIKUT NIEpEYeHb JOIKHOCTHBIX JIUIL,
C KOTOPBIMU CIIELMAINCT BCTYMAET B CIIy>KeOHbIE B3aMOOTHOLIEHHs U o0ecrieunBaeTcs MH(popMaryei,
YKa3bIBAIOTCS CPOKHU TIOYYEHHS U TIPETOCTABICHHUS HH(POPMAITUH, OTIPEIEIISIETCS MOPSAA0K MOIIKCAHNS,
COIJIACOBAHUS U YTBEPIK/ICHUSI IOKYMEHTOB.

3.8. O0s3aTenbHBIMM PEKBU3UTAMU J{ODKHOCTHON MHCTPYKLIUU SIBJISFOTCSI:

- monHoe HaumeHoBanue MB/IOY;

- 3aroJI0BOK K TEKCTY;

- BH3bI COITIACOBAHMS;

- TIOAIUCH, TPU() YTBEPKICHHUS.

4. Ilopsinok pa3padboTKH, COIIACOBAHUS, YTBEPKICHHUA U BBeeHUS B 1€iiCTBUEI0AKHOCTHOMI
UHCTPYKUUHU

4.1. JlomKHOCTHash MHCTPYKIHMs paspalarbiBaercs 3aBeaytomiuM MB/IOY mubo munom,
yrosiHoMOuYeHHbIM 3aBenyrouM MBJIOY. B ciyuae, ecinu JlomkHOCTHAs MHCTPYKLUS pa3padaTbIBaeTCs
JIMLIOM, YIOJTHOMOYEHHBIM 3aBeayronmM MBJIOY, To oHa moanuceIBaeTcs: pa3paboTUUKOM.

42.  JloiKHOCTHas MHCTPYKLIMS TOCNe pa3padOTKU IMepenaercs B NPOQCOIO3HBIM KOMHUTET
HEePBUYHON NPOQCOO3HONW OpraHU3alMY, IPEACTABIAIONMA HHTEpechl OOJIBLIIMHCTBA PAOOTHUKOB
MBJIOY (manee - mpodcoro3ubiii komuteT). [Ipodcoro3HbIii KOMHTET B CpOK HE IO3/IHEE AECSITH
pabounx [gHeH co [JHA mnonydeHHs JIOJDKHOCTHOM MHCTPYKIMH —OCYLIECTBISIET —COIJIaCOBAaHHE
JIOIKHOCTHOW MHCTpYKUMH. B cimydae, eciu mpo¢)COIO3HBIH KOMHUTET HE COTJIaceH C TEKCTOM
JIOJDKHOCTHOM MHCTPYKIMM, MO0  BHOCUT MNPENIOKEHUS [0 €ro COBEPLIEHCTBOBAHHUIO, TO
3aBeaytomieMy MBJIOY wnanpansiercs moTtuBupoBaHHOoe MHeHHe. 3aBenywoomuid MBJIOY moxer
COIJIACUTBCSA C HUM, JINOO 00s3aH B TE€UEHHE IATH JHEW IOCie MOMY4YeHHUS MOTHBUPOBAHHOIO MHEHUS
MPOBECTH JIOTIOJIHUTEIIbHBIE KOHCYJBTAIlMM C MPO(COIO3HBIM KOMHTETOM B HEMSAX JOCTHXKCHUS
B3aMMOIIPUEMIIEMOTO PEILCHUS.

[Tpy HEZOCTMIKEHMHM COTJIACHs, BO3HMKIIME pa3HOriacus o(GopMISIOTCS MPOTOKOJIOM, MOCIe
yero 3asenyromuiit MB/IOY umeet npaBo yrBepauth JlOIDKHOCTHYHO HHCTPYKIHIO.

S. YTBepaxaenue J01xkHOCTHON HHCTPYKIMH
5.1. 3aBenyrommit MBJIOVY yrBepxmaet JJomKHOCTHYIO HHCTPYKITUIO TTyTEM U3IAHUS
COOTBETCTBYIOLIETO MPHUKA3a.

52. B mpukasze B 00513aTEIILHOM MOPSIIIKE YKA3BIBAIOTCSL:

- J1aTa BBeJeHUs J{OJDKHOCTHOM MHCTPYKIUU B IEHCTBHUE;

- YKa3zaH#e 00 03HaKOMIJICHHH paOOTHUKOB ¢ J{OMHKHOCTHOM MHCTPYKIIMEH M CPOKH IS 3TOTO;

- (haMMWJIMH M IOJDKHOCTH JIUILI, OTBETCTBEHHBIX 32 COOM0AeHNE J0IKHOCTHOMMHCTPYKIINM;

- UHBIE YCJIOBHUS.

5.3. VrtBepkaeHHble JIOJDKHOCTHBIE HMHCTPYKIIMM TIOJUICKAT OO0S3aTeNIbHOM PpErucTpalii B
COOTBETCTBHH ¢ TpeboBaHMsIMH Jienionpou3BoacTea B MB/IOVY ¢ npucBoeHreM UM MOPSIKOBOTO HOMEpA.

6. O3HakomMJieHHe pa0OTHUKOB ¢ J[OJI’KHOCTHOM MHCTPYKIMEH
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6.1. Osnakomisienue pabotHuka MBJIOY c¢ JlomKHOCTHON HHCTpyKLUEH BOOS3aTeIbHOM
HOPSIZIKE OCYIIECTBIIAETCS NPU IMOCTYIUIEHHH Ha paboty B MBJIOY. O3HakomiieHHE OCYIIECTBISET
3aenytonmii MBJIOY. Tlocne o3HakoMiieHust paOOTHUK IpocTaBisgeT Ha J{OMKHOCTHOW MHCTPYKLIHU
03HAaKOMUTENbHYIO BU3Y — C HHCTPYKIIMEH 03HAKOMIICH, J1aTa, TIOAIHCh.

6.2. Osnakomiienue pabotHuka MBJIOY c¢ JIomKHOCTHOW MHCTpYKIHEH B 00sS3aTEIbHOM
MOPSAIKE OCYIIECTBIISIETCS] MPU TMepeBofe pabOTHUKA Ha APYTyI JOJDKHOCTh WM BpPEMEHHOM
nepeBoje Ha Apyrylo pabory. OszHakomieHue ocymectBisier 3aseaytoumii MBIAOVY. Ilocne
O3HaKOMJICHUsS] paOOTHUK MpocTaBisieT Ha JIOKHOCTHOM MHCTPYKLUMH O3HAKOMHUTEIbHYIO BH3Y - C
MHCTPYKIMEH 03HAKOMJIEH, /1aTa, TIOAIHCh.

6.3.TpeboBanusi, ycTaHOBJICHHBIE B JIOMDKHOCTHON MHCTPYKIIMH, AEHCTBUTEIIBLHBI C TOTO MOMEHTA,
Korja paboTHUK ObUT C HEW O3HAKOMJIEH.

64. B cnyuae ecnu pabotHuk MBJIOY oTkaspiBaeTcs pacnucaTbcs BO3HAKOMIIEHHH HIIH
MoJay4eHUH JIOMKHOCTHOM HMHCTPYKLMH, JaHHBIM OTKa3 (UKCHpYyeTCsl IyTEM COCTaBJICHHUs aKTa B
NPUCYTCTBUM HE3aMHTEPECOBAHHBIX cBHeTeneil. B akre Take ¢ukcupyercs (akT O3HAKOMIICHUS
paboTHUKa ¢ coaepkaHueM J{OKHOCTHOM MHCTPYKUMH B MHOM (opme (omKHOCTHAS MHCTPYKIUS
3a4UTBIBACTCs BCIIyX 3aBeayrommm MBJIOY).

6.5. Jlng texyiei paboThl ¢ NOAJMHHUKA JOJDKHOCTHOW MHCTPYKLMHM CHUMAIOT 3aBEPEHHYIO
KOIUIO, KOTOPYIO BeIIat0T paboTHuky MBJIOVY, paboTaromiemMy B JaHHOM JOIKHOCTH.

7. BHecenue n3mMeHenmii B JI0JIKHOCTHYI0 HHCTPYKLIMIO
7.1. BHecenune n3MeHeHu# B JI0KHOCTHYIO HHCTPYKITHEO OCYIIECTBIISICTCS B CIETYIOIINX CITydasx:
7.1.1B cBsi3u, ¢ W3MEHEHHWEM OO0S3aTEeIbHBIX YCIOBUH TPYAOBOrO JOTOBOpa, yKa3aHHAs MpoIeIypa
MIPOBOJMTCS B COOTBETCTBUU C TpeboBaHusMu TpynoBoro koaekca PD (pabOTHHK AOKEeH ObITh He
MI03/IHEE, YEM 3a 2 Mecsla /10 IPEAronaracMoro N3MeHeH!us MUCbMEHHO yBenomiieH. locne nonyuenus
paOOTHUKOM COIJIAIIEHHS Ha MPOAODKEHHE TPYIOBBIX OTHOUIEHWH, BHOCATCS W3MEHEHHS B
JIOTKHOCTHYIO MHCTPYKIIHIO).
7.1210pu W3MEHEHHWU OPTaHU3AIMOHHBIX YCJIOBHM Tpyaa, Oe3 W3MEHEHUsS TpyJAoBOW (yHKIUN
paboTHUKA.
7.2. 3asenyronmii MBJIOY wnm muiio, ynoJHOMOYEHHOE UM, COCTaBIsieT JIOMKHOCTHYIO MHCTPYKIUIO B
HOBOW pelakiy, KOTOpas COIJIACOBBIBACTCS M YTBEP)KNACTCS B COOTBETCTBUM C TPEeOOBAHHAMH,
YCTaHOBJICHHBIMU pazfenaMu 4 u 5 Hacrosiero [lonoxenus. O3nakomiieHne paboTHUKA ¢ J{OTKHOCTHOM
MHCTPYKIMEH OCYILECTBISETCS B COOTBETCTBMM C TpeOOBAaHUSMHU, YCTAHOBJIEHHBIMU pazfeiaoM 6
Hacrosuiero [lomoxenus.

8. XpaHeHue J10/GKHOCTHBIX HHCTPYKIUIA

8.1.JJoJKHOCTHBIE MHCTPYKLMHU XpaHSITCS B COOTBETCTBMM C IpPaBUJIAaMH, YCTAaHOBJIEHHBIMH B
[lepeyneM TUMOBBIX MPABICHUYECKUX APXUBHBIX JOKYMEHTOB, 00pa3yIOLINXCs B POLIECCce IEITeTbHOCTU
TOCYJApPCTBEHHBIX OPIraHOB, OPraHOB MECTHOI'O CaMOYIPAaBJICHUS U OpPraHU3alMH, YTBEP)KICHHBIM
npukazoM MuHKynbTypbl Poccun ot 25.08.2010 Ne 558, ®denepanbHoro 3akoHa ot 20.03.2025r Ne33-03
«O0 00X MPUHIMIIAX OPraHU3AIMK MECTHOTO CAaMOYTIPABIICHHUS B €IMHON CUCTEME ITyOIMYHOM BIACTH.
8.2, JlomkHOCTHBIE HHCTpYKIMK padoTHUKOB MBJIOY nmoanexar nocrossaHHoMy Xpanenuto B MB/IOVY B
TEUEHHE TPEX JIET MOCIIE UX 3aMEHbI HOBBIMH.
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