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1.001mme nosnoxeHust

1.1.Hacrosimmiee [lonoskeHre 0 JOIDKHOCTHOM MHCTPYKIMH paOoTHHKOB (natee [Tomoxenue)
MyHUIMIanbHOro OF0HKETHOTO AOIIKOIBHOIO
oOpazoBarebHOTrO yapexxaeHus «Jlerckuii cag Ne 16 ¢. MambikoBo» Hypiarckoro MyHHIIMIAIBHOTO
paiiona Pecniybnuk Tarapcran (nanee - MB/I0OY) pazpabotaHo B LieNsiX peryaupoBaHus
B3aMOOTHOLICHUI MEX Ty PaOOTHHKOM U paboTOIaTEeNEeM.

1.2 Hacrosimee TlonosxeHne onpernesnsieT OCHOBHBIE TPEOOBaHUS K CTPYKTYPE U COJIEPIKaHHIO
JIOJDKHOCTHOM MHCTPYKIMH padoTHrkoB MB/IOY, a Taxke K nporieaype pa3paboTKu JOJHKHOCTHBIX
WHCTPYKITUIA, TOPSIIKY UX MIPUHSTHS, YTBEPIKIACHHS, BHECEHHS B HUX JIOTIOTHCHUH 1 U3MCHEHHH.

2.IloHsiTHE TOT’KHOCTHON WHCTPYKIHH

2.1.JTomxrocTHas HHCTPYKIHs paboTtHrka MBJIOVY (nanee - JloypkHOCTHAS MHCTPYKIINS) -
OCHOBaHHBII Ha HOPMaX 3aKOHOZATENHCTBA O(UIIMAIBLHBIN IPABOBOM JOKYMEHT, perJIaMEHTUPYIOLIHI
OpraHM3alMOHHO-TIPABOBOE MoNIokeHne padoTHrka MBJIOY, ero o6si3aHHOCTH, MTpaBa,
OTBETCTBEHHOCTb, 00ECTICUMBAIOIINIA YCIIOBUSI I €r0 S(PPEKTUBHOM pabOTHI ITPU OCYIIECTBICHUH UM
TPYZIOBOM JESTEIbHOCTH COITIACHO 3aHUMAEMOM JIOJDKHOCTH

2.2. JIoIKHOCTHAS! MHCTPYKIIWS SIBIISIETCS. HOPMATUBHBIM JIOKaTbHBIM akToM MBJIOY, perynupyronmm
otHouienus B pamkax MBJIOY, conepskaiim o01ieo0s3aTeNbpHble TpaBuiia MOBEACHUS IS BCEX WIH
HEKOTOPBIX YYaCTHUKOB 00pa30BaTeIbHBIX OTHOIICHHUH, pACCUUTAHHBIM Ha HEOHOKPATHOE
MIPUMEHEHUE, YTBEP)KICHHBIM IpuKa3oM 3aseayromero MbB/I0Y.

2.3.JIoyDKHOCTHASI HHCTPYKITHS COCTABIISIETCS 110 KKIOM IrarHoi nomkaoctd MBJIOY u
00BsBIISICTCS PAOOTHUKY MO/ PACHICKY IPH 3aKIFOUEHUH TPYIOBOTrO JOIOBOPA, a TAKXKE MPH
TIEPEMEIICHUH Ha JIPYTYIO JIOJDKHOCTH U TIPU BPEMEHHOM MCTIOTHEHUHU 00s3aHHOCTEH T10 JIOJDKHOCTH.

2,4. JIo;KHOCTHASI MHCTPYKIIMS pa3padaThIBacTCs UCXOS U3 3a/a4d U (DYHKIIMI, BO3JIOKEHHBIX Ha
KOHKPETHOT0 pabOTHHKA, B COOTBETCTBUH CO INTATHBIM pacricanueM, [ IpaBriaMu BHYTpEHHETO
TpynoBoro pactopsaka MBJIOVY, ¢ cobmoaennem Koncturyimu Poccuiickoit @enepanun, TpynoBoro
kozekca Pocentickoi deaepanyu 1 NHBIX HOPMATUBHO-TIPABOBBIX aKTOB.

2.5.0cHOBOM A5 pa3paboOTKu JIOJDKHOCTHBIX MHCTPYKIUH siBisttoTCsi«KBanmpukaimoHHbIe
XapaKTEPUCTHKH JOJDKHOCTEN padOTHUKOB 00pa3zoBaHush EaHOTr0 KBaM(PUKAIMOHHOTO CIIPaBOYHHUKA
JIOJKHOCTEN pyKOBOJUTENEH, CIIELMATMCTOB U CITYKalllnX, YTBepkaeHHOro | [prkazom Munucrepcrea
3IIPaBOOXPAHEHHSI M COIAIbHOTO pa3Butusi Poccuiickoit deneparun ot 26 aprycra 2010r.Ne7611.

3.TpedoBanusi, NpeIbsiBAsieMble K CTPYKTYPe U COAEPKAHMUIO I0JKHOCTHONH MHCTPYKIMHU
3.1.JIomKHOCTHAs MHCTPYKIIHS COCTOUT U3 CIIEAYIOIINX Pa3/IeNoB:

-OO01Me noI0KeHus

-J10KHOCTHBIC 00S3aHHOCTH.

- [IpaBa.

-OTBETCTBEHHOCTb.

-B3anmooTHOImIEHMS.

-CBs131 110 JJOJDKHOCTH.

B pazoene « Obuue nonosicenusiy:

-yCTaHaBJIMBaeTcs cepa A TEebHOCTH JAHHOTO CIICIHAIINCTa,

-yCTaHABJIMBACTCS TIOPSJIOK €T0 HAa3HAUCHUSI 1 OCBOOOK/ICHHUS OT 3aHUMAeMOM JIOJKHOCTH,
-yCTaHABJIMBACTCS 3aMEIICHHUE 110 JIOJDKHOCTH BO BPEMSI OTCYTCTBUS,

-OIPENIEISIFOTCS KBATM(DUKAIIMOHHBIC TpeOOBaHUs (TPeOOBaHMS, IPESTBABIISIEMbIC K 00Pa30BaHUIO U
CTaKy pabOThI), TOYMHEHHOCTH CITEIMAINCTA U JTOJDKHOCTHBIE JTUIA, KOTOPHIMH OH PYKOBO/IHT;
-[IEPEUMCIISIFOTCS TPABOBBIC aKThI 1 HOPMATHBHBIE JIOKYMEHTBI, KOTOPBIMHU JIOJDKEH PYKOBOJICTBOBATHCSI
CIENUAITICT B CBOEH JEATELHOCTH.

B pazzen MoryT ObITh BKIIFOUCHBI IPYTUe TPEOOBAHUS M MOJOKEHUS, KOHKPETH3UPYIOIIUE 1
YTOYHSIOIINE CTATyC JOKHOCTHOTO JIMIIA U YCJIOBHSI €T0 JIEATETLHOCTH.




Pazoen «/lonicrnocmuvie 00513a1HOCHIWY CONCPIKUT TIEPEUCHB OCHOBHBIX (DYHKITHI JTOJDKHOCTHOTO
JIMIIA, a TAKXKE YKA3bIBAIOTCS 00S3aHHOCTH IOJDKHOCTHOT'O JTHIIA, BO3/TaraeMble Ha HEro, YKa3bIBaeTCs
¢dbopma ero y4acTus B yIpapIeHICCKOM Iporiecce (PYKOBOIHT, YTBEPIKIAACT, 00CCIICUMBACT,
MOATOTABJIMBACT, PACCMATPUBACT, UCIIOHSET, KOHTPOJMPYET, COTTIACOBLIBALT, MIPE/ICTABIISCT, KYpUPYET
U T.J.)

Pazoen «IIpasay CONEPKUT TIEpeUeHb TPAB, MPEAOCTABIISIEMBIX CIICIIUATKICTY JJIsl BEITTOTHEHUS
BO3JIOYKEHHBIX Ha HEro (DyHKIUH U 00S3aHHOCTEH.

B paszodene « Omeemcmeennocnsvy yCTaHABIMBAIOTCS BUJIBI OTBETCTBEHHOCTH 32 HECBOCBPEMEHHOE
Y HEKAYE€CTBEHHOC BBIITOJTHCHHE
CIEIHATMCTOM JIOJDKHOCTHBIX OOSI3aHHOCTEH M HEMCIIONB30BAHKE MPEOCTABICHHBIX €MY IIPaB.

Pazoen «Bzaumoomnowenus. Cesi3u no 00idcHocniuy COACPKUT TIepeUeHb JOJDKHOCTHBIX JIHII, C
KOTOPBIMH CIEIHAINCT BCTYIACT B CIY>KEOHBIC B3aMMOOTHOIIICHHS 1 00eCTIeunBaeTCst HHPOPMAITUEH,
YKa3bIBAIOTCS CPOKH MOTYUCHHS U MPEAOCTaBICHUS HH(POPMAIIUH, OTPEICIISICTCS MTOPSIOK
TMIO/NTUCAHMS, COTJIACOBAHUS U Y:TBEP>KICHHS IOKYMEHTOB.

OO0s3aTebHBIMU PEKBU3UTaMH J{ODKHOCTHOW MHCTPYKIIUH SIBJISTFOTCS:
-nonHoe HanmeHoBanrne MBJIOVY;
-3aroJIOBOK K TEKCTY;
-BH3bI COIIACOBAHUS,
-[IOITUCH, TPU() YTBEPKICHHS.

4.Ilopsiiok pa3padoTKH, COTJIACOBAHUS, YTBEeP KAeHNs U BBeeHUs B 1eliCTBHe
AOJKHOCTHOM MHCTPYKIMHU

4.1.JIomxHOCTHASI MHCTPYKIWS paspabdarbiBaercs 3aenytonmM MBIOY mibo mmom,
ynosHoMoueHHbIM 3aBeaytommM MB/IOY. B ciyuae, ecnu JloimKHOCTHAsS HHCTPYKLMS
pazpabarbIBacTCs JIUIIOM, YIIOJIHOMOYEHHBIM 3aBeaytommm MBJIOY, To oHa moammceBaercst
pa3paboOTYHKOM.

4.2. JI0JDKHOCTHAS. MHCTPYKIIUS MTOCTIe pa3pabOTKy mepeaaeTcsi B PO COIO3HBIM KOMUTET MIEPBHYHOMN
npo(hCOK03HOM OpraHu3aIiy, PEICTABISIONINI HHTEpeck! OonbImHCTBa padoTHIKOB MBJIOVY (nanee -
nipodcoro3HbIi KOMUTET). [IpohcOr03HBIN KOMUTET B CPOK HE MO3IHEE JECATH pabOUMX THEH CO  JTHS
MOJIy4eHUs . JJOIDKHOCTHOM MHCTPYKLMHU OCYIIECTBIISIET COMIaCOBaHME J{OIKHOCTHOM MHCTPYKLMU. B
cirydae, eciu po()Cor3HbIN KOMUTET HE COTIaceH ¢ TeKCTOM J{OMKHOCTHON MHCTPYKIIMH JIHOO BHOCUT
NPEIUIOKEHUS TI0 €r0 COBEPILEHCTBOBAaHUIO, TO 3aBeytomemy MB/IOY nHanpasmsercs
MOTHBUpOBaHHOE MHeHHE. 3aBeayroumii MB/IOY moxeT cornmacutbesi ¢ HUM JInO0 00513aH B TEUEHHE
IIATH THEN T0CIIE TTOyYEHHs] MOTUBUPOBAHHOIO MHEHMSI ITPOBECTH JTOTIOJIHUTENBHBIE KOHCYJIBTALUU C
po(COI03HBIM KOMUTETOM B LIENAX JOCTHKEHUS B3aUMOIPHEMIIEMOTO PEILICHHS.

[Tpn HenoCcTHXKEHUHM COTTIacHsl BO3HUKIIME Pa3HOITIacHs 0(OPMIISIOTCS IIPOTOKOJIOM, TIOCIIE Yero
3aBeaytonmii MBJI0OY umeer nipaBo yrBepauTh J{OMKHOCTHYIO HHCTPYKITHIO.

5.YTBep:xkaenue [{0/5KHOCTHOM HHCTPYKIMHM

5.1.3aBenyrommit MBJIOY yrBepknaer J{0mKHOCTHYIO MHCTPYKLIMIO ITyTEM U3JaHUs
COOTBETCTBYIOILETO MIPUKA3a.

5.2.B npukase B 00s13aTeIbHOM MOPS/IKE YKA3bIBAIOTCSL:
-J1aTa BBeIeHNs JlOJDKHOCTHOM MHCTPYKIIMM B JICHCTBUE;
-yKazaHue 00 03HAKOMIJIEHUH PaOOTHHUKOB C JI0MKHOCTHOM MHCTPYKLMEN U CPOKH JJIsI 3TOTO;
-(haMuITK ¥ TOJKHOCTH JIMLL, OTBETCTBEHHBIX 3a coOoieHne [{0mKHOCTHOM MHCTPYKIMH;
-MHBIE YCIIOBHSI.

5.3.Y1Bepxnennsie Jl0KHOCTHBIE HHCTPYKIIUH TTOIIEXKAT 00s3aTeIbHON PETUCTPAIliH B
COOTBETCTBUH C TpeboBaHUsAMU Jenornpon3BoacTea B MBJIOY ¢ nprcBoeHneM UM MOpsSAKOBOTO
HOMEDA.

5.4.03nakomiieHne paboTHUKOB ¢ JIOMKHOCTHON MHCTPYKIHEH

5.5.03nakominenne padorauka MBJIOY ¢ JIomKHOCTHON HHCTPYKIIMEH B 0053aTEIIHHOM TIOPSIIIKE
OCYIIECTBISIETCS PH NOCTYIUIeHHH Ha padoTy B MBJIOY. O3HakoMIIEHHE OCYIIECTBIISET 3aBEMY IO
MBJIOVY. Ilocne o3nakoMiIeHHsI paOOTHUK MPOCTABISIET Ha JI0TDKHOCTHOM HHCTPYKITUH
O3HAaKOMUTEIIbHYIO BU3Y - C HHCTPYKLIMEN O3HAKOMIIEH, JaTa, OIUCh



5.6.03nakomnienne padotauka MBJIOY ¢ JIomKHOCTHOM MHCTPYKIHMEH B 00513aTETLHOM MOPSIKE
OCYIIIECTBIISIETCA IIPH  TIEpeBOIe pabOTHUKA Ha APYTYIO JOJLKHOCTh MIIM BPEMEHHOM IIEpEeBOE Ha
pyryto padoty. O3HakomieHue ocymectsiseT 3aBenytomuii MBJIOVY. Iocne o3HakomiieHns
pabOTHUK ITpocTaBisieT Ha J{OMKHOCTHON MHCTPYKIIMM O3HAKOMUTENIBbHYIO BU3Y - C MHCTPYKIIUEH
O3HAaKOMJIEH, J1aTa, OJIHUCH.

TpeboBanusi, ycraHOBIIEHHbIE B JIOTKHOCTHOM MHCTPYKLMH, TEHCTBUTENBHBI C TOTO MOMEHTA, KOT/Ia
PabOTHUK OBLT C HEW 03HAKOMIICH.

5.7.B ciyuae eciiu pabotHuK MB/IOVY oTka3bIBaeTcs pacnucaThCs B 03HAKOMIICHUN WJTH TTOJTyYCHUN
JIOKHOCTHOM MHCTPYKIMH, TAaHHBIA OTKa3 (PMKCHPYETCs ITyTEM COCTABIICHHS aKTa B IPHCYTCTBUN
HE3aMHTEPECOBAHHBIX cBUjIETENEH. B akTe Takxke dukcupyercs pakT 03HAKOMIICHUs paOOTHHKA C
cozepxanueM JI0KHOCTHON HHCTPYKIUK B MHOH (hopme ([lommKHOCTHAS HHCTPYKIINS 3a9UTHIBACTCS
BCyx 3aBeytonmM MBJIOY).

Jiist Texyniel paboThl ¢ OIMHHKKA JOJDKHOCTHOM MHCTPYKIIMHM CHUMAIOT 3aBEPEHHYIO KOIIHIO,
KOTOpPYIO BbIAatoT pabotHuky MBJIOY, paboTaromemMy B TaHHON TOJKHOCTH.

6.BHecenue n3Menenuii B J10J5KHOCTHYI0 HHCTPYKIUIO

6.1.BHecennie m3MeHeH it B J{OJPKHOCTHYIO HHCTPYKITHEO OCYIIIECTBIISICTCS B CIICAYFOIINX CITydasX:

-B CBSI3U C U3MEHEHHEM 00sI3aTeNbHBIX YCIOBHIA TPYAOBOTO I0TOBOpA. Y Ka3aHHas MpoIeaypa
IPOBOAMTCS B COOTBETCTBUH ¢ TpeboBanusiMu TpymoBoro konekca PD (paboTHHK 10KEeH OBITh HE
MO3/IHEE, YeM 3a 2 Mecsla A0 MPEANoiaraéMoro M3MeHEeHus MMCbMEHHO yBeomiieH. [locie nomyuenus
PaOOTHHUKOM COTJIAIIICHHUS Ha TIPOJIOJDKCHUE TPYIOBBIX OTHOIICHHIA, BHOCSITCS NU3MCHEHUS B
JI0IDKHOCTHYIO MHCTPYKITHIO).

-IIpH U3MEHEHUH OPTraHW3aIMOHHBIX YCIOBHUIA TPy/a, 0€3 N3MEHEHHUS TPYI0BOM (DYHKITUH PAOOTHHUKA.

-3asenyrommit MBJIOY wim n1ui10, yroJaHOMOYEHHOE UM, COCTaBIIsIeT JIOIKHOCTHYIO MHCTPYKLUIO B
HOBOM pe/lakIiu, KOTOpasi COINIaCOBBIBAETCS U YTBEP)KIAETCS B COOTBETCTBUU C TPEOOBAHUSIMH,
YCTaHOBJIEHHBIMHU pazzenamu 4 u 5 Hactosiero [lonoxenus. O3nakoMiieHre pabOTHHKA C
JIOTKHOCTHOM MHCTPYKIMEN OCYIIECTBIISIETCSI B COOTBETCTBUH C TPEOOBAHUSIMH, YCTAaHOBJICHHBIMU
paznenom 6 Hactosiero [lonoxxenust.

7. XpaHeHHe J0/ZKHOCTHBIX MHCTPYKIUIH

7.1.JIo;mKHOCTHBIE MHCTPYKIIMH XPAHSITCSI B COOTBETCTBUH C MPABWIIAMH, YCTAaHOBJICHHBIMU B
ITepeuHeM THITOBBIX YIpaBIEHYECKHX apXUBHBIX IOKYMEHTOB, 00pa3yIOIIUXCs B ITpoLiecce
JIeATENTbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYIIPABJICHUSI M OpraHU3aLHiT,
yTBEPrK/IeHHBIM IpHKazoM MuHKyYeTypbl Poccun ot 25.08.2010 Ne558.

7.2.JlorxHOCTHBIE MHCTPYKIIMHU padoTHHKOB MBJIOY mnomexar mocTossHHOMY XpaHEHHUIO B
MBJIOV B TeueHue Tpex JIET MOCIE UX 3aMEHbI HOBBIMHU.
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