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1. O6mue moJioskeHus
1.1 JlolskHOCTHASE MHCTPYKIMS  SBASETCS  OCHOBHBIM OpraHH3alMOHHO-ITPABOBEIM
AOKYMCHTOM,  OMPEACNSIONIMM  33JayM, OCHOBHBIE IpaBa, OGS3aHHOCTH M
OTBETCTBCHHOCTH JOJDKHOCTHOIO Jniia (pabOTHUKA) TIPH OCYIIECTBICHHH MM TPYIOBOIA
ACATEJILHOCTH COIIACHO 3aHUMAEMOI TOJKHOCTH.
1.2, OcHoBoit s pa3spaboTKM  JO/KHOCTHBIX — HHCTPYKUMH  SBJISIOTCS
MPO(ECCHOHATBHBIE CTAHAAPTEL, YTBEPIKIECHHBIC nprukasoM MunucrepeTBa Tpyna u
conHanibHOH 3aiuTel Poccuiickoit ‘®eepaunn, Ha JaHHBIH MOMEHT. IIpu orcyrcrBHU
pa3paboTaHHBIX TIpOGCTaHTapPTOB PEKOMCHIIYETCS I10JIb30BaThC KBATM(DUKALIMOHHBIM
CIPaBOYHUKOM  «Keanupuxayuonnsie xapakmepucmuxu OonsicHocmed pabomnuxoe
obpazosanusy» (IPUKA3 MUHUCTEPCTBA 3IpaBOOXPAHECHUS U COLMAIBHOrO pa3BUTUs PD
or 26.08.2010 r. Ne 76lu «O6 ymeepotcoernuu Eounoeo  keanupuxayuonnozo
CNPAGOYHUKA QOINHCHOCTMEL PYKOBOOUMENET], CHEYUATUCTOE U CRYAHCAUJUXY).
1.3. JlomxnocTHas MHCTpyKums pa3spaGarbiBaercs UCXOIs M3 3a7a4 U (QYyHKIMIA,
BO3JI0’KEHHBIX Ha KOHKPETHOT'O paboTHHKa, B COOTBETCTBUHU c
NpO(CTaHAAPTOM,  INTATHBIM PACITHCAHUEM, IlpaBunamMu  BHyTpEHHEro TpyHOBOTrO
pacrniopsika, ¢ cobmoaenueM Kowuctutynun Poccuiickoit ®enepanyu, Tpynosoro
koaekca Poccniickoit @enepanuu u uabiMu HOPMAaTUBHO-IIPABOBBIMH aKTaMHU.
1.4. Ilpu coctaBiieHun 10KHOCTHOM MHCTPYKIIMA pabOTHHKA C y4eTOM MpodCcTaHmapTa,
MOXET OBITh MCIIOJB30BAH HE BeCh HAGOp TPYIOBBIX (GyHKumii, 3HAHWH ¥ yMeHHI B
0000IIEHHO TPY10BOM (DYHKIMH WM Ke HaOoOp TPYNOBBIX (DYHKIMHA MOXET GBITEH
PACIIMPCH UCXOJd U3 CNCUHU(MUKU BBIMNOJHAEMON paboThl. J[OIMyCKaeTCs MCHOMb30BATE



HECKOJIbKO OOOOIIEHHBIX TPYAOBBIX (QYHKIMMH, MPU 3TOM TPeGOBaHUS K KBATHpHKALHH

paboTHHKA ONpeeNATCs 1O 60jee BBICOKOMY YPOBHIO KBaIH(DHKALIHH.

1.5. JIo/mkHOCTHBIE MHCTPYKIIMH Pa3pabaThIBAIOTCS IS PeaTn3aluy CHAEAYIOLUX LEeTeit:

* palMOHaJbHOE pa3J/ieIeHHE TPy /ia;

* TOBBILICHUE YO PEKTUBHOCTH YIIPABIECHYECKOTO TPYAa;

* CO3/aHKHEC OPraHU3allMOHHO-IIPABOBOM OCHOBEI TPy IOBO A€ATEIBHOCTH PabOTHUKOB;

* perilaMeHTalus B3aUMOOTHOWIEHUH paboTHHKA M paboTOaaTENs;

+ obecrieyeHne 0OBEKTHBHOCTH H OOOCHOBAHHOCTH IPU ATTECTAINHN COTPY AHHKA, €I0
MOOIIPEHUN U ITPU HATIOKEHHH Ha HETO ANUCIMIUTMHAPHOTO B3BICKAHUS,

* OpraHu3anus ONTHMaJbHOrO 00YYeHHs, II0Ar0TOBKY U MOBBIIICHHS KBATH(PUKAIIUH
KaJIpoB;

*  YKPCIUICHUE TPYOBOH AMCLMILUINHEI B OpraHU3aLllu;

* COCTaBJIEHUA TPYAOBBIX JOTOBOPOB;

* pa3peuleHue TPYIOBBIX CTIOPOB.

1.6. JloikHOCTHAs MHCTPYKIHS COCTABISAETCS 10 KaXKIOW IITATHOM JOMKHOCTH

OpraHu3aliu u O0bABIAETCS PalOTHUKY IO PAaCIMCKY NPH 3aKIIOYEHHH TPYAOBOLO

AOTOBOpa, a TaKKEe NPH MEPEMEHICHUH Ha APYIyI0 AOJDKHOCTH W TPH BPEMEHHOM

UCIIOJIHEHUH OOSI3aHHOCTEH MO A0/KHOCTH.
2. TpeGoBanus, npeAbsB/sieMble K CTPYKType H COAEP/KAHHIO A0’KHOCTHOI

' HHCTPYKUHH

2.1. JIOJoKHOCTHAS: MHCTPYKIMS COCTOUT U3 Pa3/IelioB:

1. O6une nonoKeHus. s

2. JIOJOKHOCTHBIE 00SI3aHHOCTH,, . -

3. Ilpasa. ot

4. OTBeTCTBEHHOCTD.

5. B3auMOOTHOIICHUS.

6. CBs3H 110 10JKHOCTH. g

2.2. B paznene «Obwue nonosxcenun» yKa3blBaloT:

e  HaWMEHOBaHUE JODKHOCTH;

» TpebOBaHuUA, IPEABABISEMbIE K 00pa30BaHUIO U CTaKy pabOTHl JOKHOCTHOTO JIAIA
(kBanupuKanuonnsie TpeGoBanus), OCOObIE YCIOBHS I0IMycKa K paboTe;

* HCIOCPE/JCTBCHHAs HOAYMHEHHOCTD (KOMY HETOCPEACTBEHHO IMOAUUHAETCSA JAHHOE
JIOJDKHOCTHOE JIMIIO); :

* yCTaHaBIMBAETCs cepa AeSTeNbHOCTH JAHHOTO CIICLHAINCTA,

* YCTAHABIIMBACTCS MOPAIOK €r0 Ha3HAYEHUSI U OCBOOOXKICHHS OT 3aHUMAEMOI
JOJIKHOCTH; ’ g

* YCTAHABJIMBACTCS 3aMELIEHHE 110 JOKHOCTH BO BpeMsi OTCYTCTBUS;

e MEPEUUCIIAIOTCSA 3HAHUA U YMECHUS, KOTOPBIMH J0/DKEH 00/1aaTh CIICIUATUCT IIPU
BBITNOJTHEHUH CBOUX JO/DKHOCTHBIX 00S3aHHOCTEA.

B pasgen wmoryr OBITh BKIIOWEHBI JApyrHe TpeGOBaHMA M IOJIOMKEHHUS,

KOHKPETU3UPYIOLIME M YTOYHSIOLIME CTATyC JAOJDKHOCTHOTO JIMIA W YCJIOBHS €ro

NEATEILHOCTH.

2.3. Paznen «/Jonacnocmuvie 0b6a3annocmuy) CONEPKUT MEPEYEHb OCHOBHBIX TPYIOBBIX

(yHKIKMI 10JDKHOCTHOTO JINIIA, A TAK)KE YKa3hIBAIOTCS 00S3aHHOCTH JODKHOCTHOTO JIULA

B paMKaX 3THUX TPYAOBbIX (QyHKLMMA, Bo3naraeMble Ha Hero. YkaseiBaercs (opma ero

ydacTus B YINPABICHYECKOM Ipolecce (pyKOBOJUT, YTBEpXKAaeT, O0OeCIeuuBacT,

NOArOTAB/IMBAET,  PAacCMAaTPUBAET,  MUCIOJIHAET, KOHTPOJMPYET, COTJIACOBBIBAET,

Npe/CTaBIIAeT, KypUpyeT U T.J1.)



24. Pasnen «IIpasay COACPIKUT MEPEYCHb NpaB, MPEIOCTABIAEMBIX CHELHAIUCTY LI
BBITIOJIHCHUST BO3JIO)KCHHBIX HA HEro (pYHKIHUIA U 06S3aHHOCTEI!.
2.5. B pasnene «Omeemcmesennocmoy YCTaHABIIMBAIOTCA BU/Jbl OTBETCTBEHHOCTH 32
HECBOCBPCMEHHOEC W  HEKAYECTBEHHOE BBINOHEHE CICHUAIUCTOM IO0DKHOCTHBIX
00513aHHOCTEN U HEHCIIONB30BAHNE TIPEI0CTABICHHBIX MY TIpaB.
2.6. Paznen «Bsaumoommowenusn. Ceszy no  OOIHCHOCIU»  CONEPHKUT IIEpeYEeHb
AOTZKHOCTHBIX JIMIL, ¢ KOTOPBIMHU CITCIIHAIHCT BCTYTA€T B CITy)KeOHbIE B3aUMOOTHOIIEHHS
u obecrieunBaercs MHpOpMaLKEi, YKA3bIBAIOTCA CPOKM IOJIyYEHHUs W HPeNOCTaBICHHS
HHGOPMALHHK, OIpenessercs NTOPSIIOK  MOJATIMUCAHUS, COTJIACOBAHUS U YTBEPKACHHS
JIOKYMEHTOB.
2.7. OBs3aTeNbHBIMU PEKBU3UTAMH JIO/KHOCTHON MHCTPYKIMK ABIAIOTCS:
* IOJHOC HAUMEHOBAHUE YUPEIKICHHS;
* 3aroJIOBOK K TEKCTY;
* BHU3bI COIIACOBAHUS;
* TOAIMHUCH, TPU} yTBEPK ICHHUS.
3. Ilopsiaok paspaGorku, COrIaCOBAHMS, YTBEPKACHHS H BBEJCHHUS B JeiiCTBHE
Jo/KHOCTHOM MHCTPYKIHH
3.1. lomkHocTHas uHCTpy Kius PpaspabartbiBaetcs 3aseyrommm JI0V.
3.2. JlomkuocTHast MHCTPYKIUS  TIOCTTe pa3pabOTKu Tepemaercs B IpOQCOrO3HEIH
KOMHUTET — NEpBUYHOH  MPO(pCOI03HON  opranu3auuy, NPEICTaBISIOMMI  UHTEpECH
OonblmHeTBa paGotHukos JIOY (nanee - npogcoro3HbIH komuter). Ipodcoro3nsrii
KOMHUTET B CPOK HE MO3JHEE AecATH paboumx JHeH co JHS noay4deHus J{oJoKHOCTHOIR
HHCTPYKLMH OCYLIECTBIIET €6 COrIacoBaHHue.
4. YTBepxaenne JIo5KHOCTHOI HHCTPYKIHH
4.1. 3aBenyrommiit JOY YTBEpKAaeT JIOJKHOCTHYIO HMHCTPYKIHIO IlyTeM U3JIaHHS
COOTBETCTBYIOIETO NPUKA3a.
4.2. B npukase B o6s13aTeIbHOM HOPSIJIKE YKA3bIBAIOTCS
e JlaTa BBEACHHUS [[0IKHOCTHOIM MHCTPYKIIWH B IEHCTBUE;
* YKaszaHue 00 03HAKOMJICHUM PaGOTHHKOB ¢ JoIKHOCTHOM UHCTpYKIMeH U CPOKH Jis
3TOTO; e
* HHBIC YCIIOBHS.
4.3. YTBepikaennsie JoMKHOCTHBIE MHCTPYKIHHK TIOAJIEKAT 00sA3aTe/IbHON perucTpamun
B COOTBCTCTBUM C TPeOOBAH{HAMU JIENONPOU3BOICTBA B HAOY ¢ npucBoeHneM mwm
MOPSIIKOBOTO HOMEpA. _
5. O3HakomJIeHHe PaGOTHHKOB ¢ HoKHOCTHOMH HHCTPYKHeH
5.1. Osnakomiienue paGoTHMKa JOY ¢ JlomkHocTHO#M MHCTPYKLHMEN B 00s3aTebHOM
TOPSIIKE OCYIICCTBIAETCA TPU NMOCTyIeHH: Ha paboty B JIOV, a Takke TIPH [IEpeBoIe
paboTHMKA Ha JAPYIyI0 IOKHOCTH HITH BPEMCHHOM TIEpPEBOJC Ha JPYryio paGory.
Osuakomiienue ocyiectsiser sapenyromuii JIOY. Tlocne o3nakomieHus paboTHHK
MpocTaBgeT Ha JIOJDKHOCTHOM MHCTPYKIHH O3HAKOMHUTENIBHYIO BH3Y - C HHCTPYKILIHEH
O3HAaKOMJIEH, JaTa, HOAMUCH.
5.2. Tpe6GoBanwusl, ycTaHOBIICHHEIE B JOIDKHOCTHOM MHCTPYKLMH, NeHCTBUTEIBHBI C TOTO
MOMECHTA, Koraa paboTHUK ObLI ¢ HEH 03HAKOMJIEH.
5.3. Jlna Texkywieit paGoThl ¢ HOMIMHHHKA JMOJDKHOCTHOM WMHCTPYKIHUH CHUMAIOT
SABEPCHHYIO KOMMIO, KOTOPYIO BbIAIOT paGotHuky JIOV, paboraroneMy B JaHHOI
JAOJKHOCTH.



6. Buecenne usmenenmii HOKHOCTHYI0 MHCTPYKIHIO

5.1. BacceHWe H3MEHCHHWIT B JIOJOKHOCTHYIO  MHCTPYKIIHIO OCYLIECTBISETCE B

CICAVIOUINX CITyYasx:

*  TIDH M3MCHCHHH JI0JDKHOCTHBIX 1IPaB U 00A3aHHOCTE!;

* TP BOSIOXKCHMH Ha pabOTHUKA HAPSIY C €10 OCHOBHBIME JOKHOCTHEIMH
O0#3aHHOCTAMH JIONOJHUTENBHON paGoTHI 110 ApYTOH WK Tako# e mpopeccun
(A0/mKHOCTH),

* [IpH peopraHu3aluy XOPUINYECKOro JTUIA;

* [pH MSMCHCHHH IITATHOTO PACIUCaHHs (COKPALIEHHH IIITATOB, BBEACHHH HOBOI
HITaTHOM €IMHUILIBI);

* TIpW H3MCHCHMN HAMMEHOBAHHS OPraHU3alliy (UM BHECEHHUS MHBIX U3MEHEHMI B
YHUPEIUTE/IBHBIC JIOKYMEHTBI) HIIM CTPYKTYPHOT'O OAPA3HEICHNS 1 T. 1.

7. XpaHeHHe J0JHKHOCTHBIX HHCTPYKUHIA

7.1. JIOMKHOCTHBIE — HHCTPYKIMHU XpaHATCS B COOTBETCTBUM C  IpaBHIAMM.

YCTaHOBJICHHBIME  [IepeuneM THIIOBBIX  yHpaBIeHUECKUX apXMBHBIX JIOKYMEHTOS.

00pasylomuxcsi B Hpolecce  AesTeTbHOCTH FOCYIapCTBEHHBIX OPraHOB, Oprasos

MECTHOTO CaMOYTIDABJICHUS M OPraHM3aluii, yTBEPKJEHHBIM MPHKA30M Munkynstypes

Poccuu ot 25.08.2010 Ne 558,

7.2. JIOJKHOCTHBIE VHCTpY KK paboTHUKOB JIOY nojuiexar IIOCTOSTHHOMY XpaHEHHIO B

HOY B Teuenue tpex ner nocsie UX 3aMeHbI HOBBIMU.
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