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[Tostoxenne 0 10IKHOCTHONH HHCTPYKIHH PA0OTHUKOB
MYHHUIHIAIBHOI0 aBTOHOMHOI'0 I0IIKOJbHOT0 00pa30BaTEeILHOI0 YUPeK/1eHHs
«/lercknii cag Ne 414 KoOMOHHHPOBAHHOIO BH/1Aa»

1. O6mue nosnoxeHus

1.1. Hacrosimee [Ilonoxenue © JIOJDKHOCTHOW MHCTPYKIMH pabOTHHKOB  (jajee
[lonoxkenne) MyHHUMNANBLHOTO ABTOHOMHOIO  JIOLIKOJBHOTO 00pa3oBaTe/IbHOTO  yUPEIKIACHHS
«Jlerckuit can No 414 xomOunmpoBaHHOro BHaa» (nanee - MAJIOY) paspaGoraHo B wLelsiX
peryJMpoBaHus B3aMMOOTHOLIECHUH Mex 1y paOOTHUKOM M paboToaTesieM.

1.2. Hacrosimee Ilonoxkenue onpejenseT OCHOBHbE TpeOOBAaHHS K CTPYKTYpe H
COJIEPKAHUIO JIOJDKHOCTHOH MHCTPYKIMK paboTHuKoB MAJIOY, a Takike K npoueaype pazpaboTku
JIOJKHOCTHBIX MHCTPYKIMH, MOPSJIKY UX NPUHSTHS, YTBEPK/ICHHUS, BHECCHHS B HUX JOMOJHCHHH U
U3MEHEHH.

2. TlousiTHE 10/KHOCTHOH HHCTPYKIIHH

2.1. Jlomkuoctgas uHCTpyKIis pabotarka MAJIOVY (nanee - JlomkHOCTHAS HHCTPYKILHS)
- OCHOBAaHHBI HA HOpPMAax 3aKOHOJAATENIbCTBA  OQUUMAILHBIN  IPABOBOM  JIOKYMEHT,
perylaMeHTHPYIOIMH  OpraHU3allMOHHO-IIPaBOBOE  MnoJjioxkeHue  pabornuka MAJIOY, ero
00s513aHHOCTH, TIpaBa, OTBETCTBEHHOCTb, 00eCIIeuMBaIOMH ycaoBust /Uist ero (G dekTuBHON paboThI
IPU OCYUIECTBICHHH UM TPY/IOBOH J€SITEIBHOCTH COMTIACHO 3aHUMAEMOH JIOJDKHOCTH

2.2. JIOJDKHOCTHAsE WHCTPYKIMS SIBJISICTCST HOPMATHBHBIM JIOKaJIbHBIM akToM MAJIOY,
perynaupyiomuM oTHowmeHuss B pamkax MAJIOY, coxepxammm obuieobs3aresbHble  npaBuia
MOBEJEHHS JUIsl BCEX MJIM HEKOTOPBIX yYaCTHUKOB 00pa3oBaTe/IbHbIX OTHOUIEHUH, paCCUHTAHHBIM Ha
HEOTHOKPATHOE IPUMEHEHHUE, YTBEPKIEHHBIM IpuKa3om 3aseaytouiero MAJIOY.

2.3.  JIoJDKHOCTHAs HMHCTPYKIMSI COCTABISIETCss 10 KAXKIOW [ITATHOM JIOJDKHOCTH
MAJIOVY u oObsiBisiercst pabOTHUKY 110J] PACIIMCKY MPH 3aKJII0YEHHUH TPYJI0BOIO JI0TOBOpa, a TaKKe
Ipy TMEepeMEelCHUH Ha JIPYTYI JOJIKHOCTH W IPH BPEMEHHOM HCIHOJHEHUH O0sI3aHHOCTEH MO
JIOJKHOCTH.

2.4. JlookHOCTHAs HMHCTPYKLHMS pa3padarbiBacTCsi MCXOAs H3 3anad u  (DYHKIHIA,
BO3JIO’KEHHBIX HA KOHKPETHOr0 paboTHHKA, B COOTBETCTBHM CO HITATHBIM pacnucanueM, [Ipasunamu
BHYTpEHHEro Tpy/aoBoro pacnopsiaka MAJIOY, ¢ cobmonennem Koncerutyuun Poccuiickoit




2.5. @enepamun, TpynoBoro koaekca Poccuiickoit @enepaiiud M HWHBIX HOPMAaTHUBHO-
IIPAaBOBBIX AKTOB.

2.6.  OcHoBoii TSt pa3paboTKu JIOJDKHOCTHBIX UHCTPYKUUH SIBIISTFOTCS
«KBanudpukanoHHble  XapaKTEPUCTUKU JIOJDKHOCTEH pabOTHUKOB oOpazoBaHus» EauwHOro
KBAJTM(HUKAIIMOHHOTO CIPABOYHMKA JOJDKHOCTEH PYKOBOJIUTENCH, CIEHMHATUCTOB W CIYXKaIlHX,
yTBepkAeHHOro IIprkazom MunucrepcTBa 31paBOOXpaHEHUsI U COLUAIBHOTO pa3BuTus Poccuiickon
®epnepanun ot 26 aprycra 2010 . No 76 1.

3. TpeOoBaHusi, NpeabsiBIsieMble K CTPYKTYPe U COAEPKAHMUIO T0TKHOCTHOI
HHCTPYKIUH.
3.5.  JlomkxHOCTHAst HHCTPYKIIHSI COCTOUT U3 CIEAYIOIINX Pa3/IeioB:

OO01me mo0XKEeHUA

JlomKHOCTHBIE 00S3aHHOCTH.

[Ipaga.

OTBETCTBEHHOCTb.

BzanmooTHomenus. CBsi3u O JOIKHOCTH.
3.6. B pazgene «OO0IIHe MOJIOKCHUAS:

yCTaHaBIIMBaeTCs chepa IeATSITLHOCTH JTAHHOTO CIICITUATHCTA;

- YCTaHABJIMBACTCS TMOPSJIOK €ro Ha3HAYCHUS W OCBOOOXICHHS OT 3aHUMaeMOM
JOJKHOCTH;

- yCTaHaBIIMBAETCS 3aMEUICHHE IO JOJKHOCTU BO BpeMs OTCYTCTBHS;

- OompenensitoTcs KBanupuKalMoHHBIE TpeOoBaHua (TpeOOBaHUS, TPEIBABISIEMbIE K
00pa30BaHUIO U CTaXXy pabOThl), MOJUUHEHHOCTD CIIEIUAINCTA U JOJHDKHOCTHBIE JINIA, KOTOPBIMH OH
PYKOBOJIUT;

- MEpEeuUuCHSIIOTCS TMPaBOBblE aKThl W HOPMATHBHBbIE JOKYMEHTBHI, KOTOPBIMH JOJIKEH
PYKOBO/JICTBOBATbCSI CIIELIUATIKCT B CBOEH JI€ATEIHHOCTH.

B paznen moryt ObITh BKJIIOYEHBI Apyrue TpeOOBaHUS U MOJIOKEHUS, KOHKPETU3UPYIOIIUE U
YTOYHSIIOUIUE CTATyC JOJKHOCTHOTO JIUIA U YCIIOBUS €T0 JIeATEIbHOCTH.

3.4. Pasmen «JI0/DKHOCTHBIE OOA3aHHOCTHY» COJIEPXKHUT II€PEYEHb OCHOBHBIX (DYHKIIHIA
JOJIKHOCTHOTO JIMIA, a TAK)KE YKa3bIBAIOTCS OOS3aHHOCTH JIOJDKHOCTHOTO JIMIA, BO3JIaraeMble Ha
HEro, ykasblBaeTcs (opMa ero ydacTusi B YIPaBJIEHYECKOM Iipolecce (PYKOBOIWT, yTBEPXKIAeT,
obOecrieunBaeT, MOJArOTABIMBACT, PACCMATPUBAET, HCIOIHSET, KOHTPOJIUPYET, COTJIACOBBHIBAET,
MIpPEJICTaBIsEeT, KypUpyeT U T.1.)

3.5. Paznen «IIpaBa» comepkUT MepeueHb MpaB, MPEAOCTABISEMBIX CIEHUANIHUCTY IS
BBITIOJIHEHUS BO3JIOKEHHBIX HA HEr0 (YyHKUUN U 00S3aHHOCTEI.

3.6. B pazmene «OTBETCTBEHHOCTH» YCTAHABIMBAIOTCS BUABI OTBETCTBEHHOCTH 3a
HECBOEBPEMEHHOE U HEKAYECTBEHHOE BBITIOJIHEHHE CIEIUAINCTOM JIOJDKHOCTHBIX OOS3aHHOCTEH U
HEHCIOJIb30BaHUE TIPEOCTABICHHBIX MY MPaB.

3.7. Paznen «BszaummooTHomieHus. CBs3M 10  JODKHOCTH»  COJIEPKHT  TI€PEYEHb
JOJKHOCTHBIX JIMI, C KOTOPBIMHU CIIEUATNCT BCTYMaeT B CIY)KeOHblE B3aWMOOTHOIIEHUS H
obecnieunBaeTcs HHPOpPMAIIMEH, YKa3bIBAIOTCS CPOKH TMOTYyYSHHS U MPEIoCTaBlieHUs WHGOpMAaIUY,
oTIpeieNiIeTCsl MOPSAAO0K MOAMUCAHNUS, COTJIACOBAHUS M YTBEPKIACHUS TOKyMEHTOB.

3.8.  OO0s3arenbHBIMU PEKBU3UTAMH J[OJDKHOCTHON MHCTPYKIIMHU SIBISFOTCS:

- 1moiHoe HauMmeHoBaHne MAJIOY;

- 3aroJIOBOK K TEKCTY;
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= BHU3bI COTJIaCOBAHM,

- TOJMHCH, TpU( yTBEPKICHHUS.

4. Ilopsinok pa3padoTkKH, COrJIACOBAHMSA, YTBEP K/IeHUS U BBeleHHS B JelicTBHE
AOJIKHOCTHOM MHCTPYKIUH

4.5.  JlomKHOCTHas MHCTPYKIHS pa3padareiBaercs 3aBeayrommm MAJIOY nubo mumowm,
YIOJHOMOYEHHbIM  3aBenytouium  MAJIOY. B cinyuae, ecnu JloJDKHOCTHas MHCTPYKIUS
pa3pabaTheIBacTCsl JTUIOM, YIIOJHOMOYEHHBIM 3aBenyrommMm MAJIOY, To oHa TOIMUCHIBaeTCS
pa3paboOTIHKOM.

4.6. JIOMKHOCTHAST MHCTPYKIUS TIIOCJIEe pPa3padOTKH TiepenacTcss B MPOQCOFO3HBIN
KOMUTET NEepBUYHONW MpPO(COIO3HON OpraHu3aluu, OPEeACTABISIOIIUNA HHTEpPECHl OOJbIINHCTBA
pabotHukoB MAJIOVY (nanee - mpodcoro3nbiii komuter). [Ipodcoro3Hblii KOMUTET B CpPOK HE
no3JHee JecsiTh pabouux JHEH co JHS mnosydeHus JlOJDKHOCTHOM MHCTPYKLMHU OCYLIECTBIISIET
cornacoBanue [lommKHOCTHOM MHCTpyKIMU. B ciydae, ecnu nmpod)cor03HBIM KOMUTET HE COTJIAceH C
TeKCTOM J{0MKHOCTHOW MHCTPYKIMH MO0 BHOCHUT MPEUIOKEHHUS MO €r0 COBEPIIEHCTBOBAHUIO, TO
3aBenywmemy MAJIOY nHanpasisieTcss MOTHBUpOBaHHOe MHeHue. 3aBeayromuii MAJIOY moxer
COTJIACUTHCA ¢ HUM JM00 00513aH B TEUEHHE MATU JHEU MOCIIE MOJyYeHUSI MOTUBUPOBAHHOTO MHEHUS
MIPOBECTU JIOTOJHUTENbHbIE KOHCYJIbTAlUU C TPO(COIO3HBIM KOMHUTETOM B LENAX JOCTHKEHUS
B3aMOIIPHEMIIEMOTO PEIICHHUS.

[Ipn HEZOCTMIKEHUH COTJTIACHsl BO3HUKIIKE pa3HOIrIacus o(GOopMIISIOTCS MPOTOKOJIOM, MOCIe
yero 3asenyromuiit MAJIOY nmMeer npaBo yrBepanTh /[0JDKHOCTHYIO HHCTPYKIIHIO.

5. YrBep:xkaenue [01)KHOCTHOH MHCTPYKIMHU

5.5,  3asemyromuit MAJIOY yrBepknaer JlOMKHOCTHYIO WHCTPYKIMIO TYTEM HW3AaHHS
COOTBETCTBYIOIETO MPHUKA3a.

5.6. B mpukase B 0053aTeIbHOM MOPSIAKE YKA3bIBAIOTCSI:

- nara BBeAeHUS [[0JDKHOCTHOM MHCTPYKIIMU B JE€HCTBUE;

- yKazaHue 00 O3HaKOMJIEHUU PabOTHUKOB ¢ JIOMDKHOCTHOM MHCTPYKIMEH W CPOKH s
3TOT0;

- (¢amMwInuu U JOJDKHOCTH JIUI], OTBETCTBEHHBIX 3a coOmtoaeHne JJoMKHOCTHOM HHCTPYKIIUU;

- UHBIE yCIOBHUS.

5.3. YTBepxkaeHHbIC J[OJDKHOCTHBIE MHCTPYKIHMH TOJICKAT 00s13aTeILHON pEerucTpaiuu B
COOTBETCTBUU C TpebGoBaHusMH JenornpousBojactsa B MAJIOY ¢ mpucBoeHHEM UM MOPSIKOBOTO
HOMeEpaA.

6. O3HakomJ/ieHHe paGOTHMKOB ¢ /[0JXKHOCTHON MHCTPYKIIUEH

6.5. Osnakomienue pabotHuka MAJIOY ¢ J[oMKHOCTHOW MHCTPYKIHEH B 00S3aTEIbHOM
MOPsIKE OCYILECTBIISIETCS MPH MocTymieHnn Ha padoty B MAJIOY. O3HakoMIiIeHHE OCYIECTBIISET
3agenyrouit  MAJIOY. Tlocne o3HakomieHust pabOTHHK mpocTaBiseT Ha JIOKHOCTHOM
MHCTPYKLMU O3HAKOMHTEIBHYIO BU3Y - C HHCTPYKLIMEN O3HAKOMIIEH, 1aTa, ITOAIIHCH.

6.6. Osnaxomienue pabotHuka MAJIOY ¢ JIoMKHOCTHOU MHCTPYKIHMEH B 00s3aTeIbHOM
MOPSAZIKE OCYIIECTBIISIETCS NpU TepeBojJie paOOTHHKA Ha JIPYTylH0 JOJDKHOCTh WM BpPEMEHHOM
nepeBojie Ha JApyryto paboty. O3HakoMmieHue ocymecTtiser 3aBeayroomuii MAJIOY. Ilocne
O3HAKOMJIEHUSI PaOOTHUK MPOCTaBiseT Ha JIOJKHOCTHOW MHCTPYKLMH O3HAKOMUTEIBHYIO BU3Y - C
MHCTPYKLMEN 03HAKOMJIEH, /1aTa, TIOJIHUCH.

6.7. TpeboBanusi, ycTaHoBieHHbIE B JIODKHOCTHOW MHCTPYKIHMH, AEHCTBUTEIBHBI C
TOTO MOMEHTA, KOTJa pabOTHUK ObLI C HEW 03HAKOMIIEH.
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6.8. B cmyuae ecnu pabotHuk MAJIOY oTKa3bIBaeTCs pacucaThCsi B 03HAKOMIICHHH HITU
noJiydeHun J{OJDKHOCTHON MHCTPYKIMH, JAaHHBIA OTKa3 (PUKCHUPYETCs MyTeM COCTaBIICHHS aKTa B
NPUCYTCTBUU HE3aMHTEPECOBAHHBIX CBUAETENCH. B akre Tarke Qukcupyercst GakT 03HAKOMIICHUS
paboTHHKa C coaep:kaHueM JI0KHOCTHOW MHCTPYKIMU B UHOU (opme (JJomKHOCTHAS MHCTPYKIUS
3a4UTHIBAETCS BCIIYX 3aBenytonum MAJIOY).

6.9. Jnsa Tekymei paboOThl C TOJUIMHHUKA JOJDKHOCTHOW HMHCTPYKIMHM CHHMAIOT
3aBEPEHHYIO KOIIHIO, KOTOPYIO BhIIAIOT paboTHUKY MAJIOY, paGoTatoiieMy B JaHHOU JOJKHOCTH.

7. BHecenue usmeHenni B J{015KHOCTHYI0 HHCTPYKIIHIO

7.5. Baecenue uzMeHeHuil B JIOJPKHOCTHYIO MHCTPYKIMIO OCYILECTBISIETCS B CIAEAYIOLUIUX
ClIyJasx:

7.5.1. B CcBs3U C U3MEHEHUEM OO0S3aTEIBHBIX YCIOBUM TPYAOBOTO JOTOBOpA. YKa3zaHHAs
MpoLeaypa MPOBOJUTCS B COOTBETCTBMM C TpeOoBaHUsSMH TpynoBoro konekca P® (paboTHuk
JOJDKeH OBITh HE TO3/HEe, YeM 3a 2 Mecsla JI0 MPEeAroaraéMoro M3MEHEHUs NMHCbMEHHO
yBegomieH. [locne monyuyeHuss pabOTHUKOM COTJIAIlIEHUs] HA MPOJOJKEHUE TPYIOBBIX OTHOILIECHUH,
BHOCSITCSI U3MEHEHUS B J{OJPKHOCTHYIO MHCTPYKIIMIO).

7.5.2. NP W3MEHEHWW OPTaHM3AIlMOHHBIX YCIOBUM Tpyna, 0€3 H3MEHEHHS TPYIOBOM
GbyHKIIMHM pabOTHHUKA.

7.6. 3asexyromuii MAJIOY wim auI0, YITOJTHOMOYEHHOE UM, COCTaBIsAeT JIOKHOCTHYIO
MHCTPYKILHMIO B HOBOM pelakluu, KOTOpas COTJIACOBBIBAETCS M YTBEP)KJIAETCS B COOTBETCTBUU C
TpeOOBaHUAMH, YCTAaHOBJIEHHBIMH paznenamMu 4 u 5 Hacrosuiero Ilomoxenus. O3HakomileHHE
paboTHuka ¢ J{OJDKHOCTHOM MHCTPYKUHMEH OCYIIECTBISETCS B COOTBETCTBUM C TpPeOOBAHUAMH,
YCTaHOBJIEHHBIMU pa3zaesioM 6 Hactosiero [lonoxenus.

8. XpaHeHHe T0JKHOCTHBIX HHCTPYKIM M

8.5. JIoJKHOCTHBIE  MHCTPYKIMM  XpaHSTCS B COOTBETCTBUHM €  IPaBHIAMHU,
ycTaHoOBIeHHbIMU [lepeuHeM THUMOBBIX yIpaBICHUYECKUX APXUBHBIX JTOKYMEHTOB, YTBEPXICHHBIM
npuka3zom Pocapxupa ot 20.12.2019 N 236 "OO6 yrBepkaeHuu [lepedHst TUIIOBBIX yIPaBIEHYECKUX
apXUBHBIX JOKYMEHTOB, OOpa3ylOUIMXCS B Ipoliecce NESTEIbHOCTH TOCYIapCTBEHHBIX OPraHOB,
OpraHoOB MECTHOTO CaMOYIPABIIEHUS U OpraHU3AIMiA, C YKa3aHHEM CPOKOB MX XpaHEHUs'".

8.2. Jlo;wkHOCTHBIE HHCTPYKIMH padoTHHKOB MAJIOY mojiexar mocTOSHHOMY XpaHEHHUIO B
MAJIOY B TedeHue Tpex JET MOCie UX 3aMEHbI HOBBIMHU.
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