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1. O0mme moJIoKeHu
1.1. Jlo/joKHOCTHAsE MHCTPYKLMS SIBJASETCS. OCHOBHBIM OpraHM3AlMOHHO-IIPABOBBIM
JOKYMEHTOM, OINPEHEISIONIMM  3aJaud, OCHOBHBbIE TIpaBa, OOA3aHHOCTH W
OTBETCTBEHHOCTb JIOJDKHOCTHOrO JjMua (paboOTHHKA) NpPU  OCYIIECTBICHUM UM
TPYAOBOM AEATENBLHOCTH COIJIACHO 3aHUMAEMOM TOJDKHOCTH.

1.2, OcHoBoM mns  pa3paloTKM  JODKHOCTHBIX — MHCTPYKIHMH  SBJISIOTCS
«Ksanupurayuonnvie xapaxmepucmuri O0INCHOCMEN pPabOMHUKOE 0OPA306AHUD
(MpMKa3 MMHUCTEPCTBA 3APAaBOOXPAHEHUs U cCoLManbHOro passutusi PO or 26.08.2010
r. Ne 76ln «O06 ymeepowcoenuu EOunoco Keamu@pukayuoHHo2o CcnpasoYHuKa
Q0NICHOCMEL PYKOBOOUMENET, CREYUATUCHIOB U CIVIHCAUYUXY ).

1.3. JlojoKkHOCTHAs MHCTPYKUMs paspaldaTbiBaeTcst MCxoas W3 3a1ady U QyHKUui,
BO3JIOKEHHBIX Ha KOHKPETHOTO padOTHUKA, B COOTBETCTBUM CO IUTATHBIM
pacricanuem, IIpaBuiaMu BHYTpEHHEro TPYIOBOTO pacriopsiika, ¢ COOMIOIeHHEM
Konctutynuu Poccuiickoit @enepauuu, Tpynosoro konekca Poccuiickoi Menepaiu
Y MHBIMHA HOPMATHUBHO-TIPABOBbIMHU aKTaMHU.

1.4. JIoJDKHOCTHbIE HHCTPYKLUUM pPa3padaThiBAlOTCS UIS peaau3aliy CIEIYOIIMX
Leneu:

e pauMOHAIbHOE pazJelieHue TPy/a;

 IOBbILIEHHE YIPPEKTUBHOCTH YIPABICHUECKOTO TPY/Ia;

e CO3JaHKME OPraHU3aLMOHHO-IIPABOBOM OCHOBBI TPYIOBOM IEATEIBHOCTH
pabOTHUKOB;

e perjamMeHTalus B3aMMOOTHOLLEHHWH paboTHHKA U paboTonarens;

o oOecnieueHre 0OBEKTUBHOCTH U OOOCHOBAHHOCTH TMPH aTTECTALIMU COTPY/IHHUKA,
€r0 TMOOLIPEHNUH U MTPH HATOKEHUH Ha HETO JUCIUITTHHAPHOTO B3BICKAHUS;

e OpraHu3zauusi ONTUMAIbHOIO 0O0yUEHHMsl, MOATOTOBKH U MMOBILLIEHHS
KBaJIM(UKALUHU KaJpPOB;

e YKpEIUIEHUE TPY/I0BOW AUCLUIUTMHBI B OPraHU3all|H;

e COCTaBJIEHHUs TPYIOBBIX JOMOBOPOB;

e pa3pelieHue TPYIOBBIX CIIOPOB.

1.5. JlomKHOCTHast MHCTPYKUHMSI COCTaBJISICTCS M0 KaXXKAOH IUTATHOW JOHKHOCTH

OpraHu3auyy ¥ oObsABIAETCSI PAOOTHUKY MO PACIUCKY MPH 3aKIIOUEHUH TPYIOBOIo

JOroBOpa, a TaKKe MPHU MEPEeMEIEHUH Ha JPYIYIO JOJKHOCTh M NPH BPEMEHHOM

UCTIOJIHEHUH 00sA3aHHOCTEN IO IOJIKHOCTH.

2. TpeGoBanns, npeAbsiBjsieMble K CTPYKTYPe H COAEPKAHUIO J0IKHOCTHOM
MHCTPYKIHH
2.1. JIO/KHOCTHAsE MHCTPYKLMSI COCTOUT M3 Pa3/IesioB:

I. O6mue nosyokKeHus.

I1. JlomxHOCTHBIE 00SI3aHHOCTH.
I11. I'lpasa.

IV. OTBETCTBEHHOCTb.

V. B3anMooTHOILIEHHS.

VI. CBsi3u 110 TOJDKHOCTH.

2.2. B pazgene «Oowyue noaodcerus» yKa3blBaloT:



HaMMEHOBAHUE JIOJIKHOCTH;

o TpeOOBaHUs, NPEAbIBIIEMbIE K 00PA30BAHUIO U CTAXKY PA0OTHI JOJKHOCTHOIO
nuna (KBanupuKanoHHbIe TpeOOBaHusl );

e HEMOCPEIACTBEHHAs NOAYMHEHHOCTD (KOMY HEMOCPEACTBEHHO MOAUUHSAETCS
JAHHOE JIOJDKHOCTHOE JIMIIO);

e yCTaHaBIUBaeTcs cdepa AesTeNTbHOCTH JAaHHOTO CIIEIHaINCTa;

* YCTAQHABJIMBAETCs MOPSIOK €r0 Ha3HAUYECHUS U OCBOOOKICHHUS OT 3aHUMAEMOM
JNOJDKHOCTH;

e YCTaHABJIUBAETCS 3aMEILEHHE MO JODKHOCTH BO BPEMS OTCYTCTBUS;

o MEPEUHUC/ISIFOTCS PABOBbIE AKThl U HOPMATUBHbBIE JIOKYMEHTbI, KOTOPBIMHU J10JDKEH
PYKOBOJICTBOBATLCS CIIELIMAIUCT B CBOCH JEATENHHOCTH.

B pasgen wmoryr ObiTh BKIIOUEHBI Apyrue TpeOOBaHWs U [MOJOKEHHS,

KOHKPETU3UPYIOLIME W YTOYHSIOIIME CTaTyC JOHKHOCTHOIO JIMLA M YCJIOBUS €ro

JESTENBbHOCTH.

2.3. Pasnen «/[onxcnocmmuvie 0613aHHOCMU» CONEPIKUT NEPEUeHb OCHOBHBIX ()YHKIMH
JOJDKHOCTHOTO JIMIA, & TAaKXKe YKasbIBAIOTCS OO0S3aHHOCTH IO/DKHOCTHOIO JIMIA,
BO3JIaraeMble Ha HEro, yKas3blBaeTcsi popMa ero yuacTusi B YIpaBJeHUECKOM MPOLIECCe
(PyKOBOIOMT,  yTBEpXKIaeT, oOOeclneuyuBaeT, IOArOTABIMBAET, paccMaTpUBAET,
UCTIOJTHSET, KOHTPOJIMPYET, COTJIACOBBIBAECT, MPEJCTABISAET, KypUPYET U T.J1.)

2.4. Paznen «/Ipaea» conepKuT nepeyeHb npas, MPeJoCTaBIsieMbIX CIIEUHATUCTY IS
BBITOJIHEHUS BO3JIO)KEHHBIX Ha Hero GYHKIHUH U 0053aHHOCTEN.

2.5. B paznene «Omeemcmeennocmey yCTaHABIMBAKOTCS BUbI OTBETCTBEHHOCTH 3a
HECBOEBPEMEHHOE M HEKAYECTBEHHOE BBIMOJIHEHUE CIELUATUCTOM JIOJDKHOCTHBIX
00s13aHHOCTEN ¥ HEUCTIONb30BaHUE NPEIOCTABIIEHHBIX €MY IPaB.

2.6. Pasnmen «Bsaumoomnowenus. Ceazu no O0IICHOCMU) CONEPKUT TEPeUeHb
JAOJDKHOCTHBIX  JIML, C KOTOPbIMH  CHELUMAINCT BCTyNaeT B  CIyXKeOHble
B3aMMOOTHOIIEHNS U oOecreduBaeTcs HHPOpMaLUei, YKa3bIBalOTCS CPOKH IOy YE€HMs
1 TIPEN0CTaBIEHU NHPOPMALIUK, OTIPEIENSIETCs MOPSI0K MOAMMCAHHs, COTIACOBAHUS
U YTBEPXKIAEHUS I0KYMEHTOB.

2.7. Obs3aTenbHbIMU peKBU3UTAMU J{OIDKHOCTHON HHCTPYKLAM SBJISIFOTCSL:

IIOJIHOE HAUMEHOBAHUE YUPEKACHUS;
3aroJIOBOK K TEKCTY;
BH3bl COTJIACOBAHUS;
HOJITUCH, TPU(] yTBEPKIEHHSI.
3. Ilopsiiok pa3paboTKH, COTIACOBAHNSA, YTBEP/K/ACHHUS H BBECHNN B JeiicTBHE
J0IKHOCTHON HHCTPYKIHH
3.1. JlomkHOCTHAsI MHCTPYKLUMs paszpadaTbiBacTces 3aeayromum JJOV.

3.2. Jlo/KHOCTHAs MHCTPYKUMS Iocie pa3paboTKM mepernaercs B MpodCOr3HbIi
KOMHTET TEPBUYHON NPO(COIO3HON OpraHu3aluyu, MPeACTABNSIONINA HHTEPECH
OonbumHceTBa padotuukos JJOY (nanee - npodceorosubiii komutet). [Ipodcorosnpiii
KOMHTET B CPOK HE I103]{HEE AECATU pabounx AHEH co aHs noayueHus JJomKHOCTHOM
MUHCTPYKIMU OCYILECTBIISIET €€ COTJIaCOBaHUE.

4. YrBepxaenue [{0/UKHOCTHOW HHCTPYKIHUH



4.1. 3asenyrommii JIOY ytBepikaaer J{OMKHOCTHYIO HHCTPYKILHIO MYTEM H3IaHUs
COOTBETCTBYIOLLIErO MpUKasa.

4.2. B npukase B 00s13aTeNbHOM MOPSAKE YKa3bIBAOTCS:

o 1ata BBeJeHUS JIOJDKHOCTHOM MHCTPYKIUHU B JICHCTBHE;

e yKazaHue 00 03HaKOMIIEHMH paOOTHUKOB ¢ [lO/KHOCTHOMN HHCTPYKIHEH W CPOKH
IUTSL 3TOTO;

e HHBIE YCJIOBUS.

4.3. VYtBepxkaeHHble JOJDKHOCTHBIE MHCTPYKLMH  [OUIEKAT  00sA3aTeIbHOMN

pPErMCTpallii B COOTBETCTBMM € TpedoBaHMsMM JeronpousBojacrea B JIOY ¢

IIPUCBOEHUEM UM TMOPSAAKOBOr0 HOMEpA.

5. O3nakomiienne padoTHHKOB ¢ JlO/KHOCTHOM MHCTPYKIHEH
5.1. Osnakomiuenue pabotauka IOV ¢ JIoOmKHOCTHOM MHCTPYKIHEH B 00s3aTEIbHOM
MOPSAKE OCYIECTBIIAETCS NP NOCTyIUIeHnH Ha padoty B JIOVY, a Takike npu nepeBojie
paboTHHKA Ha JPYIyIO JOJKHOCTL WJIM BPEMEHHOM [EPEBOE HA JPYIyI0 padoTy.
Osnakomiienne ocymiectiser 3apeayroumit JJOVY. Tlocne o3nakomsenus: paboTHUK
npocTaBseT Ha JIOIKHOCTHON HHCTPYKLIMU O3HAKOMHTENBHYHO BU3Y - C HHCTPYKIIHEH
O3HAKOMJIEH, J1aTa, MOAMNKCh.

5.2. TpeboBanus, ycraHOBIEeHHbIE B JIOJDKHOCTHON WHCTPYKLMH, ACHCTBUTEIBHBI C
TOI0 MOMEHTA, KOT/1a pabOTHUK ObLT ¢ Hel 03HAKOMJIEH.

5.3. na Tekymieil paboThl ¢ NOMTHHHUKA MOJDKHOCTHOM HHCTPYKIIHH CHUMAKOT
3aBEPEHHYIO KOIHIO, KOTOPYIO BbiaroT padotHuky JIOVY, paGorarouiemy B naHHOM
JIOJKHOCTH.

6. Buecenue nzmenenuii B J{0/OKHOCTHYI0 HHCTPYKIHIO
6.1. Buecenne wusmeHeHuil B JIOJDKHOCTHYIO MHCTPYKIHIO OCYILIECTBISETCS B
CIIEIYFOIUX CITyYasx:

e IIPU U3MEHEHUHU JOJDKHOCTHBIX MPaB U 00S3aHHOCTENH;

e IIPY BO3JIOKEHUU HA pabdOTHHUKA HAPSLY C €r0 OCHOBHBIMU JHO/DKHOCTHBIMH
0053aHHOCTSIMHU JIOTIOTTHUTENIBHOH paboTEI IO IPYTOit WITH TaKo#M ke npodeccum
(momxHOCTH);

e [IPU pEOpraHu3alii IPUAUYECKOTO JIULIA;

e IIPY U3MEHEHUU LUITATHOIO paclUcaHus (COKpallleHU! I TaTOB, BBEJCHHH HOBOM
LITATHOW €IMHUILBI);

e [PH M3MEHEHUHU HAMMEHOBAHUA OpPraHu3aluy (MIM BHECEHUSI MHBIX U3MEHEHHUI B
YUPEIAUTENbHBIE JOKYMEHTBI) HIIH CTPYKTYPHOTO TIOJPA3/ICICHUS U T.1.

7. XpaHeHHe J0/KHOCTHBIX HHCTPYKIHI

7.1. JIOJOKHOCTHBIE HMHCTPYKLIMH XPaHSITCSI B COOTBETCTBHHM C  [PaBUJIAMH,

yCTaHOBJIEHHbIMHA [lepeuneM TUMOBLIX yNpaBlIeHUECKUX AaApXUBHBIX JTOKYMEHTOB,

00pasylomuxcs B Ipouecce JAesTEJbHOCTH T[OCYJAPCTBEHHBIX OPraHOB, OPraHOB

MECTHOT'O CaMOYTIPABJICHUS ¥ OPraHU3aLNH, yTBEPIKACHHbIM PUKa30M MUHKYJIbTYPbI
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7.2. JlomkrOCTHBIE HUHCTpYKIMKM padotHukoB JIOY momiexar MOCTOSHHOMY
xpanenuro B JIOVY B TeueHue Tpex JIET 10cie UX 3aMEHbl HOBBIMH.



