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COI'TACOBAHO YTBEPXJIEHA
Ipencenarens IIK IPHKa30M

MBIOY. «JleTckiiii can Nel8 «Bapry oT 28.08.2015 r. Ne O[] - 25
m 3.B. SIxamxuesa

ot 27.08.2015 r.

MomkHocTHAS HHCTPYKIMS Ae0NPON3BOIUTE.ISI

1. OGumne MOJIOKEHH S,

1.1. Hacrosmas gomxHOCTHAS HHCTPYKIHA pa3paboTaHa Ha ocHOBe D3 «O6
O6pazoBanun B Poccuiickoi Denepanuny, npukasa Munncrepcrsa
3PaBOOXPaHEHUS U COLMAIBLHOLO pa3Butus Poccuiickoif Denepanuu ot
26.08.2010 Ne 7611 «O6 YTBepKIeHuH Enuroro ksanudukamonnoro
CTIpaBOIHMKA NOIDKHOCTEH pyKoBomuTeneit, CIICLHAIICTOB U CIIy)XKall[HX,
pasznen «KBanudukanuonysre XapaKTePUCTUKH JOJDKHOCTEH paGOTHUKOB
00pa3oBaHus», a TAKKe Ha OCHOBE IIpodeccronanpupix KBaIM(DUKAIIMOHHBIX
TPYIII TOJKHOCTEH pabOTHUKOB obpa3oBauwus, yTB. IIpukazom
MHH3z(pchoupasBHTH;1 Poccun ot 05.05.2008 Ne 216n u Ilonoxxenus o6
OCOOCHHOCTSIX peskUMa paGodero BPEMCHH ¥ BPEMEHHU OTbIXA 1IN Or Y CKUX
H IPYTUX pabOTHHKOB 06pa30BaTe IbHELX YUIPEXICHHUM, yTB. IPUKa30M
Muno6prayku Poccun ot 27.03.2006 Ne 69, DenepabHOrO 3aK0Ha OT
25.12.2008r. Ne 273-®3 «O IIPOTUBOJCHCTBHU KOPPYILIMKY U Ha OCHOBaHHHU
«Metonudeckux pexoMeranmii o paspaboTKe u MpUHSTHIO OpraHu3aIHsIMH
MEPp IO IIPeyNPeXIEHHIO ¥ IPOTUBOACHCTBHIO KOPPYIILUIY», yTBEPKIEHHBIX
MI/IHI/ICTepCTBOM TPyZa ¥ COLIMANIbHOM 3alHTEI Poccuiickoii Denepanun ot
08.11.2013 r. IIpu cocraBrenum AAHHOU HHCTPYKLMM yUTEHEI Tpynosoit
Kkozexc Poccuiickoit ®enepauuu u AAPYTHE HOPMATUBHBIE aKTEI, PETyIHPYIOHe

1.2 ,HeJIOHpOI/BBOI[I/ITeJIB OTHOCHUTCSA K KarTer OPHH BCIIOMOI'aTeJIbHOTO IIepCcoHaa.

1.3. enonpoussonurens HETIOCPEICTBEHHO MOAYHUHSIETCS 3aBenyromemy OV,
1.4. B cBoeit nesirensrOCTH ACJIOTIPOM3BOAHTEIb PYKOBOICTBYETCS:

® 3aKOHOIATEeILHBIMU H HOPMaTuBHO - METOMUYECKUMHU AOKYMEHTaMH,

PaccMaTpUBAIOIIMMK  BOMPOCKI AICTIONIPOU3BOACTBA M PerTAMEHTHDPYHOIIMMH

TIpaBHIa COCTaBIIEHHS B O(hOPMITEHHS AOKYMEHTOB M OpraHH3aLHi0 paGoTHI ¢
HUMH;
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2.1,

e VYcrasom J10Y;

e [paBWJIaM{ BHYTPEHHEro TPYJAOBOI'O PACIIOPSIKa;

® IpUKa3aMH U pacnopshkeHusMU 3aBenyromero JI0Y;

® HACTOSIIEH JODKHOCTHON MHCTPYKLUEH.

JleTonmpOou3BOAUTEND JOIIKOIBHOTO YUPEXKACHHS JOJDKEH 3HATh:

® TPYIOBOE 3aKOHOJATENBCTBO;

e OCHOBHBIE IIpaBWia IIOCTAHOBKH  JOKYMEHTAIPHOM  4YacTH  OOILEro
IeNIOTIPOU3BOICTBA;

® HWHCTPYKIHIO IO IETONPOU3BOICTBY;

® CTPYKTYpPY YUPEKIACHUS;

e [lIpaBuia BHyTPEHHETO TPyAOBOIO paclopsiKa.

2. OyHKIHH.

Ha nenonpou3BoAMTENs Bo3naraiorcs GyHKIHUU: oOecledeHue, yJera,
pEerucTpayy, KOHTPOJIS UCIIOJHEHHs IOPYYEHHH PYKOBOICTBA JOLIKOIBHOTO
yupexaeHus, ”HGOPMaIHOHHO-CIIPaBOYHOE 00CIy )KUBAHKE 10 JOKYMEHTaM,
X XpaHEHUe.

3. Io/KHOCTHBIE 00S13aHHOCTH.

JIns BBIIOJHEHHS BO3JNIOXKEHHBIX HAa HEro QYHKLIHH eJIONPOM3BOIAMTEND
00s13aH:

3.1. [IpyHMMaTh U  PETUCTPUPOBATb  KOPPECIOHAEHLHIO,  IlepenaeT
PYKOBOIUTENIO TOMIKOJIBHOIO YUPEXKIECHUS.

3.2. OcyIecTBIATh JOKyMEHTAllUOHHOE 00ecIiedeHre KaapOBOM NeATeIbHOCTH
JOIIKOJBHOTO YYPEKIECHHUS.

3.3. Opranu3oBarth MOATOTOBKY HEOOXOAMMBIX JOKYMEHTOB I PyKOBOJICTBA.
3.4.0TBeyaTh 3a KayeCTBO IIOATOTOBKH, IIPAaBUJIBHOCTE COCTaBJICHHUS,

coriacoBaHus W O(QOpMIIEHUS TOKYMEHTOB, 0OpasyloIlUXcs B IIpolecce
JEeSITeIbHOCTU JOLIKOJIBHOIO YUPEXKACHHUS.

3.5. OcyiiecTBaAsATh KOHTPOJIb:

® CIOJHEHHS JOKYMEHTOB, MOPYYEHUN U 3aJaHUM PyKOBOACTBA JOLIKOJIBLHOTO
YUPEXKIEHNs, CHCTEMaTHIeCKU JOKJIabIBaTh PYKOBOJUTENIO O COCTOSHUU HX
UCTIOJTHEHMUS;

e 3a cOOJIIOIEHHEM CPOKOB MCIIOJTHEHUs OOpallleHui rpaXkIaH.

3.6.Bect yuer moayyaeMOW ©  OTIPABIIEMOH  KOPPECIIOHIECHIIUH,

CHCTeMAaTHU3UPOBATh U XPaHUTh OOKYMEHTBI TEKYILIETO apxXuBa, KapTOTCKY
yueTa MPOXOXIACHUA JOKYMEHTOB.
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3.7.llogroraBnuBatk W cHaBaTh B apXWB JOKYMEHTAJbHbIE MaTepHaJbl,
3aKOHHYCHHbIC NI@IONPOM3BOICTBOM, U PETUCTPALOHHYIO KAPTOTEKY.
3.8. ObecrneynBaTh COXpaHHOCTH IPOXOISIEH CIIy)KeOHOW JOKYyMEHTAIIH.

3. Ilpasa.

PaboTHuky mnpenocrasnsiorcs mpasa, 3aKkpemn€HHele B KoHctuTynmu
Poccuiickoit ®enepauum, 3akonomarensctBe PO o Tpyne, IIpaBummax
BHYTPEHHEI0 TPYOBOT'O PACTIOPsIAKA U TPYAOBOM JOTOBOPE.

HGJIOHpOI/IBBOI[I/ITeJIB HMEET IIpaBo:

TpeboBaTe OT afMHHHCTpPaLUUH CO3MAHHS yYCHOBHMH IS BBITONHEHHS
IPSIMBIX 00SI3aHHOCTEN.

3anpammuBate ans pykosomutenrs JOY OoT Hemarordueckoro cocTaBa
HEeOOXONMMbIe HOKYMEHTHI, a TaKXe 06BACHEHHS O NPUYMHAX 3aePKKU
BBITTOTHEHUS] KOHTPOJIHPYEMBIX [TOPYyUEHUIH.

IIpuBNEKaTh COTPYAHUKOB K BBIIOJTHEHHUIO nopy4yeHuit pykoBoacraa JJOVY.

TpCGOBaTB OT UCHOJIHUTENEH ,I[Opa6OTKI/I AOKYMEHTOB, IOATOTOBJIEHHBIX C

HapyII€eHUEeM YCTaHOBJIEHHBIX IIPaBHUJI COCTAaBJIEHUSI U O(I)OpMJIeHI/IH
AOKYMEHTOB.

BI/I3I/Ip0BaTI> IIPOCKTBI OOKYMEHTOB, CBS3aHHBIX C YIIpaBI€HYECKOM
ACATECIIBHOCTBIO JOIIKOJIBHOT'O YUpEeKIOcHUs.

BHocuTe Ha paccMmoTpenme pykoBomuTelns HOVY  mnpenmnoxenus mo
YIYHUICHUIO  OpTraHHM3aluuM  paboThl ¢ JOKYMEHTaMH, C y4YeToM
IPUMEHEHHUSI KOMIIBIOTEPHBIX TEXHOJIOTHIA.

Ha 3amuty npodeccronanpHol YecTd U JOCTOMHCTBA.

Ha CONMAJIPHBIC IrapaHTUHU U JIBI'OTBI, YCTAHOBJICHHBIE 3aKOHOIATEIIbCTBOM
PO®.

Ha exeroansrit onraunBaemsrii otiryck 28 KaJIeHIapHbIX THEIA.

5. OTBeTCTBEHHOCTD.

5.1. Jlenonpou3BOAUTEND HECET OTBETCTBEHHOCTS

3a COBEPIICHHBIC B ITPOLECCE OCYIUECTBIEHHS CBOEH TPYIOBOM IeATeIbHOCTH
NPaBOHAPYIICHUS B IIPeeax, ONpeaeIIeMbIX

JCUCTBYIOLIMM  aMHHHUCTPATHBHbIM, YITOJOBHBIM U TIPa)KJaHCKUM
3aKOHOATeNILCTBOM PD;

3a IIPUYUHEHHE MaTepHaAJIBHOTO ymep6a B IIpeAeiiaX, ONIpenesIeHHbIX
ﬂeﬁCTBYIOIHHM TPYAOBBIM, YI'OJIOBHBIM H I'PAKITAHCKUM 3aKOHOIATEILCTBOM
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38 HCHCIIONHCHHE WM HEeHaJUIe)Kalllee HCIONHEHHe 6e3 yBaKHUTENbHBIX
npuinH YcraBa u IlpaBun BHyTpeHHero TpyaoBoro pacnopsiaka JIOV,
HHBIX JIOKQJIbHBIX HOPMATHUBHBIX aKTOB, 3aKOHHBIX pacropspKeHui
pykosozurens JIOY, mOMKHOCTHBIX o06s3aHHOCTEIH, YCTaHOBJIEHHBIX
HaCTOAIIEH WHCTPYKILHEH, B TOM YKCIIe 38 HEHUCIIOIb30BaHIe IIPEI0CTaBIIEH-
HBIX 1IpaB, NEJIONPOU3BOJUTEIb HECET NUCLUILIMHAPHYIO OTBETCTBEHHOCTE
B IIOPAZKE, ONIPENICIEHHOM TPYIOBBIM 3aKOHOATENLCTBOM PD.

32 rpyboe HapymleHWe TPyHOBBIX  OOS3aHHOCTEH B Ka4decTBe
AHCHUIUTAHAPHOTO HaKa3aHUs MOXKET OBITh IPUMEHEHO YBOJIbHEHHE.

38 HapyIICHUE NPAaBUII OXXAPHOH 6e30IaCHOCTH M OXpaHbI

Tpyna NeJIONpOU3BONUTEND NIPHBIEKAETCS K aAMUHUCTPATHBHON
OTBETCTBEHHOCTH B IIOPANKE U CIIydasixX, IPeyCMOTPEHHBIX
AIMUHUCTPATUBHEIM 3aKOHOIaTEeIHCTBOM PD.

«B cooTBeTcTBHE ¢ OenepanbHEIM 3ak0HOM Poccuiickoi Denepanuu ot
25.12.2008r. Ne 273 — @3 «O mpotuBopeicTBUY KOPPYILIUU» U Ha
OCHOBAaHHH MeTOANYIEeCKUMHU PEKOMEHTAMIAMHE 10 pa3paboTke u
TIPHHATHIO OPTaHU3ALUAMU MeEp I10 NPEAYIPEKICHUIO U
NPOTUBOACHCTBHIO KOPPYIILHN», YTBEPKIECHHBIX Munncrepcrsom Tpyna
Y COLMaNbHOM 3amuThl Poccuiickoii ®eneparuu ot 08.11.2013r.:

OpraHu3anuu,

- BO3JCpPXKXHBAETCA OT IIOBCICHUS, KOTOPOE MOXKET OBITh HCTOJIKOBAaHO
OKPYXarIMMMH KaK TI'OTOBHOCTH COBCPIIHUTL HIIH y4aCTBOBAaTh B
COBEpPIICHUU IIpaBOHApYIIIEHUS B HHTEpECaxX UIU OT UMEHHU OpraHu3anuy,

- He3aMeIUIMTENBHO UH(GOPMHpYeT 3aBenyromero 1OV i 0TBETCTBEHHOTO
JuNa 33 peaqu3alyi0 aHTUKOPPYILMOHHOM MOIUTUKH O CIydasx
CKJIOHEHHS paboTHHKa K COBEPLICHHIO KOPPYHIITHOHHEIX
IIPaBOHAPYIICHMIA;

- He3aMe[UTeNbHO HHpopMupyet 3aBenyromero JIOV U 0TBETCTBEHHOTO
JHla 33 peanu3allMi0 aHTUKOPPYNLHMOHHOM MOMWTHKM O CTaBIIei
M3BECTHOH  paboTHMKY uHbOpMamum o CIy4asx  COBEpIIeHHUs
KOPPYNLIHOHHBIX IIpaBOHAPYIIEHUN IpYTUMH paboTHUKamu,
KOHTpareHTaMu OPraHU3alMy WU WHBIMH JTULIAMH;

- cooluaer 3aBexnywomemy JOV u OTBETCTBEHHOMY JIMIY 32 pealu3aLuio
AHTHKOPPYNIUOHHON IIOJUTUKH O BO3MOXHOCTH BO3HMKHOBEHHS IHGO
BO3HHUKIIEMY Y paOOTHHKA KOH(DIUKTA HHTEPECOB.
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6. B3anMoOTHOIIEHHS H CBA3H IO HOJIZKHOCTH.

Jenonpou3BoauTeNb:

e B mpomecce cBoel NeATENBHOCTH B3aUMOAEHCTBYET C I€JAarOTHYECKHM,
aIMUHUCTPATUBHBIM, BOCIIMTATENbCKMM M OOCIIY)KHBAIOUIMM IIEPCOHATIOM
II0 BONPOCaM IIOATOTOBKM M IIPEJACTaBICHHS HEOOXOAUMBIX TOKYMEHTOB,
IPOBEPKH BBIMOIHEHHs ITOPYYEHHH, NPUKA30B M YKa3aHHM pPYKOBOIUTEJIS
JOYV.

e PaoraeT B peXuMe HEHOPMHPOBAHHOrO pabodyero maHsA IO TIpaduky,
COCTaBJICHHOMY HMcXols u3 40 yacoBoi pabodeil HeeMU U YTBEPKIAEHHOMY
pykoBoautenem JJOVY.

e Brmonnser nopydenus pykoBomutenss JOY u wuHbOpMHpPYET €ro o
BO3HHUKIIUX TPYIAHOCTAX B paborTe.

C nacTosmel HHCTPYKIHeH 03HaKoMIIeH(a)
Onun s3x3eMIUTAp MOy qrI(a):
« » 71§ S





