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1. O6mue nmoj1oKeHus
1.1. JIOMKHOCTHAST MHCTPYKLHUS SBJSETCS OCHOBHBIM OpPraHM3alMOHHO-IIPABOBBIM
JIOKYMEHTOM, OINpEIeNSIONMM 3aJa4yd, OCHOBHblE IIpaBa, OOS3aHHOCTH U
OTBETCTBEHHOCTh JOJDKHOCTHOrO Juia (paOOoTHMKA) NpPU OCYIIECTBICHUU UM
TPYZIOBOM AESATEILHOCTH COIVIACHO 3aHUMAEeMOU JOJDKHOCTH.

1.2.  OcHoBoW 1  pa3paOOTKU  JOJDKHOCTHBIX ~ MHCTPYKLMM  SABJISAIOTCS
«Keanugpuxayuonnvie xapakxmepucmuku OOJAICHOCMEN pPAbOMHUKO8 00pa308aHUS
(MpuKa3 MHHUCTEPCTBA 3PaBOOXPAHEHUs ¥ coLlManbHOro pa3sutus PO ot 26.08.2010
r. Ne 76la «O6 ymeepocoenuu Eounozo keanuguxkayuoHHo2o0 CnpasovHuUKa
00JIICHOCIET PYKOBOOUMENel, CReYUANUCINOS U CLYHCAUJUXN ).

1.3. JIOJDKHOCTHAss MHCTPYKIMS pa3pabaThIBaeTCsi MCXOAs U3 3amad M QyHKLHUH,
BO3JIO)KEHHBIX Ha KOHKPETHOrO pabOTHHMKA, B COOTBETCTBHU CO IITATHBIM
pacnucanueM, [IpaBuiaMd BHYTPEHHETO TPYIOBOIO DPACIOpsAAKa, C COOIIOJEHUEM
Koncrutyiuu Poccuiickoit ®@enepanun, Tpynosoro kogekca Poccuiickoit Denepanun
¥ UHBIMU HOPMATHUBHO-IIPAaBOBBIMU aKTaMH.

1.4. JIOMDKHOCTHBIE MHCTPYKLMH Da3pabaThIBAIOTCA MJIsl pealM3alldd CJIeTyIOLIUX
LIEJIEN:

e palMOHAJILHOE pa3fesieHue TPYIa;

o TmoBbIIIeHHE 3G (HEKTUBHOCTU YNPABIEHUYECKOIO TPYa,

e CO3JaHKE OPTraHK3aIMOHHO-IIPAaBOBOM OCHOBBI TPYIOBOM JA€SITEIBHOCTH
PabOTHUKOB;

e pErjJaMeHTalys B3aMMOOTHOLICHUH pabOTHHKA U pabOTONATEIIS;

o obecreueHre 0OBEKTUBHOCTH U 0O0OCHOBAHHOCTH IIpU aTTECTAlH COTPYIHUKA,
€ro MOOIIPEHUH U NIPU HAT0)KEHUH Ha HETO JMCUUILIMHAPHOTO B3bICKaHUA;

e OpraHu3alys ONTHMAJIBFHOI0 00yu4eHHMsl, IIOANOTOBKU M MOBBIIICHHUS
KBaTM(PHUKALUU KaIpOB;

o YKperUleHHe TPYAOBOM IUCLMILIMHEI B OpraHu3alluy,

e COCTaBJICHHS TPYAOBBIX IOTOBOPOB;

e pa3pelleHue TPYIOBbIX CIIOPOB.

1.5. JIo/DKHOCTHAs MHCTPYKIMSI COCTaBIISeTCS IO KaKAOH ILITATHOW JOJDKHOCTH

OpraHu3alri U 00BSBIAETCS paOOTHUKY IO/ PACIUCKY MPU 3aKIIFOUSHUU TPYI0BOrO

JIOrOBOpa, a TaKKe MpU IEepPeMELIeHHH Ha APYryro JO/DKHOCTH U NPH BPEMEHHOM

HCIIOJTHEHUU 00s13aHHOCTEH 10 TOJDKHOCTH.

2. TpeGoBanusi, npeabsiBjsieMble K CTPYKTYpe H COAEPIKAHUIO T0JKHOCTHOM
HHCTPYKLHH
2.1. IomKHOCTHAs HHCTPYKLMSL COCTOUT U3 pa3/IeiioB:

I[. O6mye NoNoXKEeHMS.
II. JIo/DKHOCTHBIE 00S3aHHOCTH.

[11. ITpaga.
[V. OTBETCTBEHHOCTb.

2.2. B paznene «Obwue nonodicenus» yKa3pIBaroT:
e HAUMMEHOBAHUE NOJDKHOCTH,



o Tpe6GoBaHMs, IPEIbSBIsIEMble K 00pPa30BaHUIO U CTAXY PaOOTHI IOJDKHOCTHOTO
nuna (KBalupUKaHOHHBIE TPeOOBaHUS);

o HEMOCpEeICTBEHHAs MOTYNHEHHOCTD (KOMY HENOCPENCTBEHHO MOAYUHACTCA
JIAHHOE JIOJDKHOCTHOE JIMLIO);

e yCTaHaBJIMBAeTCs cdepa NEesITeNIbHOCTH JaHHOIO CICIHAINCTA;

e YCTaHABJMBAETCA TMOPAIOK €ro Ha3HAYEHHUsI U OCBOOOXKIEHHS OT 3aHMMAaeMOM
JOJIKHOCTH;

e YCTaHABJIMBAETCS 3aMELIEHHUE [0 NOJDKHOCTU BO BPEMS OTCYTCTBHS,

e IIEPEYUCIISIFOTCS IPABOBBIE aKThl 1 HOPMATUBHBIE TOKYMEHTBI, KOTOPBIMU JOJDKEH
PYKOBOJICTBOBATHCS CIIELUAIUCT B CBOEH IEATEIBHOCTH.

B pasmen MOryT ObITh BKIIOYEHBl JpYrde TpeOOBaHWs U IOJIOXKEHHS,

KOHKPETU3UPYIOIIME U YTOYHSIOUIME CTAaTyC JO/DKHOCTHOTO JMI@a M YCJIOBHS €r0

IesITeTbHOCTH.

2.3. Pazpmen «/JonocHocmHble 0643aHHOCMUY CONEPIKUT IIepedeHb OCHOBHBIX (yHKIHi
JIOJDKHOCTHOTO JIMLIA, a TaKkKe YKas3bIBarOTCs OO0A3aHHOCTH IOJDKHOCTHOIO JIMIA,
BO3JIaraeMble Ha HETO, YKa3bIBaeTcs (hopMa ero yJacTys B yIPaBJICHYECKOM IPOLECCE
(pPyKOBOIMT, yTBepXKIaeT, OOeCneYuBaeT, [OArOTAaBIUBACT, PaCCMAaTPUBALT,
WCIIOJIHSIET, KOHTPOJIMPYET, COrTIACOBBIBAET, IPECTABIIAET, KypPHPYET U T.1.)

2.4. Paznen «lIpaeay» cONEPXUT IepedeHb NPaB, MPEJOCTaBIIEMbIX CIICMANIUCTY UL
BBITIOJTHEHUS BO3JIO)KEHHBIX HA HEro (yHKIMH U 00S3aHHOCTEH.

2.5. B pasnene «OmeemcmeeHHOCHbY yCTaHABIMBAIOTCSA BUIBI OTBETCTBEHHOCTH 32
HECBOEBPEMEHHOE ¥ HEKAueCTBEHHOE BBINOJHEHHE CIELHATUCTOM IODKHOCTHBIX
00s13aHHOCTEN ¥ HEUCITIOJIb30BaHUE IIPEIOCTABIIEHHBIX €My IIPaB.

2.6. ITpu HEOOXOAUMOCTH, Pa3ENbl MOXKHO TOTIOJIHUTD.

2.7. O6s13aTeNbHBIME peKBU3UTAMHU JIOIDKHOCTHOM MHCTPYKIUH SBIIAFOTCS:

e IIOJIHOE€ HAUMEHOBAHHUE YUPEKICHHUS,
e 3aroJIOBOK K TEKCTY;

e BH3bI COIJIACOBAHMSI;

e TIOMMHUCH, TPU( yTBEPKAECHUS.

3. [lopsia0K pa3paboTKH, COTIACOBAHHS, yTBEP/KIeHHsl M BBEJeHHUS B IeHCTBHE
JIOIKHOCTHON MHCTPYKIHH
3.1. JIOJDKHOCTHAs MHCTPYKLWsl paspabaTsiBaeTcs 3aBenytomuM 1OV,

3.2. JIOJKHOCTHAas WHCTPYKIMS IIOCIe DPa3pabOTKH IMepefaeTcs B 1po(COrO3HBIH
KOMHUTET IIEPBHYHON MPO(COIO3HON OpraHM3allud, MPEACTABIAIOMIMA HWHTEPECHI
GosbmmEcTBa padotHIKOB [JOY (maiee - NpoQCOrO3HBIA KOMUTET). [Tpodcoro3HbIn
KOMUTET B CPOK HE IIO3JHee JecATH PaboumX AHEH CO JHs momydeHus JoKHOCTHO!
UHCTPYKIIMH OCYILECTBISIET €€ COrJIaCOBAaHUE.

4. YrBepxaeHue JL0GKHOCTHOM HHCTPYKUHH
4.1. 3asenyrommii JIOY ytBepxaaerT J{ODKHOCTHYIO MHCTPYKIHMIO ITyTeM H3JaHMs
COOTBETCTBYIOLIETO IIPHKa3a.

4.2. B npuka3se B 00s3aTeIbHOM MOPSAKE yKa3bIBAIOTCS:

e JlaTa BBCICHU HOH)KHOCTHOﬁ HWHCTPYKIIUH B IleﬁCTBHC;



e yKazaHue 00 O3HAKOMIJICHUH PaOOTHUKOB C JIOJDKHOCTHOM MHCTPYKIHEH U CPOKH
IUTS 3TOTO;

e UHBIE YCJIOBUSI.

43. VYrBepxaeHHole JIOJDKHOCTHbIE MHCTPYKIMM IOAJEXKAT 00sg3aTelbHOM

PErucTpalMd B COOTBETCTBUM ¢ TpeboBaHUAMH zenompousBoictsa B JIOY ¢

IIPUCBOSHHUEM UM IOPSIKOBOTO HOMEPA.

5. O3nakomieHHe paGOTHHKOB ¢ [{02KHOCTHOM MHCTPYKIMEH
5.1. O3naxomienue padotuuka JJOY ¢ JIoIKHOCTHON MHCTPYKLHUEH B 0013aTE€IbHOM
TIOPSIIKE OCYIIECTBIISIETCS IIPH OCTYIUIEHUHU Ha paboTy B IOV, a Taxoke npu nepeoje
pabOTHHKA Ha APYTyK HOJDKHOCTb MJIM BPEMEHHOM IIEpeBOJE Ha APYryro paboTy.
OsHakomieHHe ocymiectisier 3aBenyroumii JJOY. ITocne o3HaKOMIIEHHsS PaOOTHHK
IpOCTABJIAET Ha JIOIDKHOCTHOM MHCTPYKIIUH O3HAKOMUTEIIBHYIO BU3Y - C MHCTPYKIUEH
O3HAKOMJIEH, [1aTa, ITOAIHUCE.

5.2. TpeGoBanusi, ycTaHOBIEHHBIE B JIOIDKHOCTHOM MHCTPYKLHH, AEHACTBUTEIBHBI C
TOTO MOMEHTA, Koraa paOOTHUK OBLI ¢ HEW 0O3HAKOMIIEH.

5.3. Jlnsg Tekyied pabOTBl C INOUIMHHHKA NO/DKHOCTHOW HHCTPYKLMH CHHUMArOT
3aBEpeHHYI0 KOIHMIO, KOTOpYIo BbinaroT padotHuKy JIOY, paboraroumieMy B JaHHOH
JOOJDKHOCTH.

6. BHecenue usMmeHeHHui B J[O/DKHOCTHY 0 HHCTPYKIHIO
6.1. BHecenue wusMeHeHHHi B JIOJDKHOCTHYXO MHCTPYKIIHMIO OCYIIECTBIISACTCA B
CIEQYIOIMX CIIydasx:

e IIpPH U3MEHEHWHU JOJDKHOCTHBIX IIPaB U 00SI3aHHOCTEIH;

e« TIpH BO3JIOXKEHHM Ha paOOTHUKA HapsIy C €r0 OCHOBHBIMU JOJDKHOCTHBIMHU
00S3aHHOCTSIMH JTOTIOJTHUTEIBHOM paboThI IO APYToi WK TaKoH ske mpodeccuut
(mOMKHOCTH);

e IIPH peOpTraHU3aIMK IOPUAUYECKOTO JIULIA;

o IIpH M3MEHEHMHM IITaTHOIrO PACIUCaHus (COKpAIEHHH ITATOB, BBENECHHUH HOBOH
IITATHOM €UHUILIBI);

o IIPY U3MEHEHMM HAMMEHOBAHHs OPTaHM3alMK (MU BHECEHHUSI HHBIX M3MCHEHHH B
yUpEIUTENbHbIE JOKYMEHTBI) WM CTPYKTYPHOIO MOAPa3AeIeHNs U T.A.

7. XpaHeHue A0KHOCTHBIX HHCTPY KU

7.1. JIOMKHOCTHBIE HHCTPYKIMM XpaHATCI B COOTBETCTBUM C IIpaBUJIAMH,

YCTAHOBJIEHHbIMU [lepeyHeM THIIOBBIX YIPABJIEHYECKUX apXUBHBIX JOKYMEHTOB,

00pasyroIMXcsi B IpOLEcce MAeATeNbHOCTH TOCYIapCTBEHHBIX OPraHOB, OpraHoB

MECTHOTO CaMOYIPaBJIeHHs U OpPraHM3aLHi, yTBEpP)KIEHHBIM IPUKa30M MUHKYIBTYPbI

Poccuu ot 25.08.2010 Ne 558.

7.2. JIo/KHOCTHBIE MHCTpyKumu pabotHukoB JIOV momiexar IOCTOSHHOMY
xpanenuto B IOV B TeueHHE TPeX JIET IIOCIIE X 3aMEHBl HOBBIMHU.
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