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[Tost07keHnE 0 10MKHOCTHOIT HHCTPYKIIH PAGOTHHKOB
MYHHIHIATLHOTO aBTOHOMHOI0 JOIIKOIBHOT0 00Pa30BATENILHOTO YU esKIeHHS
«Hdercxnii can Ne 414 KoMOHHHPOBAHHOTO BHAA»

1. O6mue nookenns

1.1. Hacrosmee [lonoskeHne o0  101KHOCTHOR HHCTPYKUHH  pabOTHHKOB  (Jasiee
[lonoxkenne) MyHHIMMANBHOTO ABTOHOMHOIO  JOLIKONBHOIO 00pa3oBaTeIbHOrO  yUpEKICHHS
«[lerckuit can Ne 414 kOMOMHHPOBAHHOTO BHA» (manee - MAJIOVY) paspaGotano B wessx
PeryiMpoBaHHs B3aMMOOTHOLUEHHH Mexk1y pabOTHHKOM M paboTogaTeem.

1.2. Hacrosimee Tlonoxenune onpenenser OCHOBHbIE TpeGOBaHMs K CTPYKType H
COZCPIKAHHIO JOTDKHOCTHOH MHCTPyKimn paboTHukoB MAJIOY. a Takike K mpouenype paspaboTku
JOJKHOCTHBIX MHCTPYKIHH, OPSAKY X NPHHSTHSL, YTBEPIKAEHHs, BHECEHUS! B HUX JOMOIHEHUIT 1
H3MEHEHHUH.

2. IMousiTie 10JKHOCTHOI HHCTPYKIHH

2.1. [JlomxnoctHas uucTpykuus padorrika MAJIOY (nanee - JIoMmKHOCTHAS HHCTPYKLS)
- OCHOBaHHbII HA4  HOpPMax  3aKOHOJATeNbCTBA  OMMUMANBHBIN  [PaBOBOW  JOKYMEHT,
periaMeHTHPYIOMIMH  OpraHW3alMOHHO-NIPaBOBOe  moJiokeHue  pabdotnuka MAJIOY. ero
00513aHHOCTH, NpaBa, OTBETCTBEHHOCTD, 0OECTIeUNBAIOLLHI YCI0BUS /15l €ro 3Q(EKTHBHOI paGoThl
P OCYIIECTBJIEHHH HM TPYJIOBOMH JESITIbHOCTH COMIACHO 3aHUMAEeMOI JOMKHOCTH

2.2. JlomKHOCTHAs MHCTPYKIHMs SIBJISIETCS HOPMATHBHBIM JIOKANbHBIM akToM MAJIOY,
peryIupyiomnnM oTHommeHns B pamkax MAJIOY, conepikaumm o6uieoGs3aresbHble IpaBuia
MOBEACHHUS IS BCEX WITH HEKOTOPBIX yYaCTHHKOB 00Pa30BaTEeNIbHBIX OTHOLIEHHH, PACCUMTAHHBIM Ha
HEOIHOKPATHOE [PHMEHEHHE, YTBEP K AEHHBIM MTPHKa30M 3aBeaytouero MAJIOY.

2.3, JlomKHOCTHAs WHCTPYKLHMS COCTaBiseTCs MO KaXHOH IITATHON HOJDKHOCTH
MAJIOVY 1 o6bsBnsieTcs pabOTHHKY IM0JL PACIIHCKY MPH 3aKIIIOYEHHH TPYI0BOr0 J0rOBOPa, @ TAKIKe
NpH MNepeMelIeHHH Ha JPYryl JO/DKHOCTh M MPH BPEMEHHOM HCIOJHEHHH O0O0s3aHHOCTEH 110
JIOJPKHOCTH.

2.4, JlomkHOCTHAs MHCTPYKLHs pa3pabaThiBaeTcs HCXOAS W3 3amad M (DYHKLHI,
BO3JIOXKEHHBIX Ha KOHKPETHOTO pabOTHHKA, B COOTBETCTBHH CO LITATHBIM pacmucanuemM, [IpaBuaamu
BHYTpEHHEro TpynoBoro pacmnopsaka MAJIOY, c¢ cobmonennem Kouctutynmm Poccuiickoit



®enepannn, Tpynosoro kojexca Poccuniickoit denepanny 1 MHBIX HOPMAaTUBHO-IIPABOBBIX AKTOB.

2.5. OcHoBOI U1 pa3pabOTKH JOJDKHOCTHBIX MHCTPYKIUH sBisitoTcsl «KBanmmdukannoHHbIe
XapaKTepUCTUKH  JIOJDKHOCTEH pabOTHUKOB oOpa3oBaHus» EnuHOTO  KBanM(PUKALMOHHOTO
CIPaBOYHMKA JOJDKHOCTEM pyKOBOJIUTENEH, CIIELIMAIUCTOB U CIyXallluX, yTBepkaeHHoro [Iprukasom
MunucTepcTBa 3paBOOXpaHEHUsl U collMalibHOro pa3Butus Poccuiickoit @enepanuu ot 26 aBrycra
2010 . Ne 761H.

3. TpeGoBaHusi, MpeabsBJIsieMble K CTPYKTYPe U COAEPKAHUIO T0JZKHOCTHOM
HHCTPYKIHH.
3.1. JlomkHOCTHAS MHCTPYKIIHSI COCTOHT U3 CIICIYIOIINX Pa3JIeioB:
- OOmue moJI0KESHUS
- JIOJDKHOCTHBIE 00S3aHHOCTH.
- Ilpaga.
- OTBETCTBEHHOCTb.
- BzammooTtHOMIeHUs. CBSI3U IO JJOJHKHOCTH.
3.2. B paznene «OO0mIMe MOJOKESHUN:

- yCTaHaBIUBaeTCs cdepa NesATeTbHOCTH JAaHHOTO CICIHAINCTA,

- YCTaHABJIMBACTCA TMOPSJAOK €ro Ha3HAYCHUS MW OCBOOOXIEHHS OT 3aHUMaeMOU
JIOJIPKHOCTH;

- YCTaHaBJIMBACTCS 3aMEICHUE O JOHKHOCTH BO BPEMS OTCYTCTBHSI;

- OMpeneNstoTcs KBadu(UKAIMOHHBIE TpeOoBaHUA (TpeOOBaHUsS, NPEIbSABISIEMBIE K
00pa30BaHUIO M CTaXY pabOThI), MOJYMHEHHOCTh CIICIUAIMCTA U JJOJDKHOCTHBIC JIMIA, KOTOPBIMU OH
PYKOBOJIUT;

- TEPEYHCISIFOTCS TPaBOBbIE aKThl M HOPMATHBHBIC JOKYMEHTBI, KOTOPBIMH JOJDKEH
PYKOBOJICTBOBATBCS CIICIIUAIUCT B CBOCH JCATEITHHOCTH.

B pa3zzaen Moryt ObITh BKITIOUEHBI JIpyrue TPEOOBAHMSI U TIOJIOKEHUS, KOHKPETH3UPYIOIIUE
YTOYHSIOIIUE CTATYC JOJHDKHOCTHOTO JIMIIA U YCIIOBHSI €TI0 JICATEIIbHOCTH.

3.3 Pazmen «J/lomKHOCTHBIE OOS3aHHOCTH» COJICP)KUT TEPEUCHb OCHOBHBIX (DYHKIUH
JOJDKHOCTHOTO JIMIA, a TAKXKE YKa3bIBAIOTCS OOSM3aHHOCTH JIOJDKHOCTHOTO JIWIIA, BO3JIaraeMbie Ha
HEro, ykasbiBaeTcs (hopMa ero ydacTwsi B YIpaBICHUECKOM Tmpoliecce (PYKOBOIHT, YTBEPIKIACT,
o0ecrieyrBaeT, MOJrOTABIMBACT, PACCMATPUBACT, HCIIOJIHSICT, KOHTPOJUPYET, COTJIACOBBIBACT,
MPEJCTaBIISCT, KypUpPYyeT U T.11.)

3.4. Paznmen «IlpaBa» COMEPXHT MepedeHb IPaB, MPEIOCTABISEMBIX CHEUATIHUCTY JUIS
BBITIOJTHEHUS BO3JIOKEHHBIX HA HEr0 (YHKIUN U 00S3aHHOCTEH.

3.5. B pazmene «OTBETCTBEHHOCTH)» YCTAHABIMBAIOTCS BUABI OTBETCTBEHHOCTH 3a
HECBOEBPEMEHHOE U HEKAa4YeCTBEHHOE BBHIMOJHEHHE CIIEHUATINCTOM JIOJDKHOCTHBIX O0S3aHHOCTEH U
HEHCIOJIb30BaHUE TIPEOCTABICHHBIX MY MPaB.

3.6. Pasmen  «BsaumootHomeHus. CBS3d 1O JOJDKHOCTH»  COJEPKUT  IEPEYEHB
JOJKHOCTHBIX JIUI, C KOTOPBIMHU CIEIHAIUCT BCTYMAaeT B CIYyXeOHbIE B3aUMOOTHOIICHUS H
obecnieunBaetcs UHPOpMaIMEn, YKa3bIBAIOTCS CPOKU MOMYyYEHUS U MPEJIOCTaBICHUs WH(OpMaIInH,
OTIpeIeNIeTCs MOPSAAOK MOAMUCAHNS, COTJIACOBAHUS M YTBEPKICHUS TOKYyMEHTOB.
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3.7. O6s3aTeNbHBIMU PEKBU3UTAMHE J[OIDKHOCTHOM MHCTPYKIIMH SIBJISFOTCSL:
- noaHoe HauMeHoBaHnue MAJIOY;

- 3aroJIOBOK K TEKCTY;

- BHU3BI COIJIACOBAHMUS;

- TIOJNHCH, TpU( YTBEPKICHUS.

4. Tlopsinok pa3padoTKH, COIIACOBAHUS, YTBEP:KICHUS U BBeJeHUs B JieiicTBHe
AOJIKHOCTHOMH MHCTPYKIUH

4.1. JlomKHOCTHasT WHCTPYKUUs paspadarbiBaercs 3aBenyromuMm MAJIOY mmbo nwmowm,
YIOJHOMOYEHHbIM  3aBenytomum  MAJIOY. B cayuae, ecnu  JloJDKHOCTHas MHCTPYKLUS
pa3pabaTbIBaeTCsl JIMIOM, YIOJHOMOYEHHBbIM 3aBenyomuMm MAJIOY, To oHa moamuchiBaeTcs
pa3paboOTYUKOM.

4.2. JIomKHOCTHAsE MHCTPYKIHS TIOce pa3paboTKH mepenaeTcs B MPOQCOIO3HBIH KOMUTET
MEPBUYHON MPO(COIO3HON OpraHu3aliy, MPEeACTaBISIONUNA UHTEPEChl OOJBIIMHCTBA PAaOOTHUKOB
MAJIOY (manee - mpodcoro3usiii komuteT). [Ipodcor03HBI KOMUTET B CPOK HE TMO3AHEE NECATH
pabounx nHe co aHA noiaydeHusl J{ODKHOCTHOM HMHCTPYKIMM OCYILECTBJISIET COIJIACOBAaHUE
JloJbKHOCTHOM MHCTpPYKIMU. B ciiydae, eciam mpodCoro3HBII KOMHTET HE COTJIAaCeH C TEKCTOM
JIOMKHOCTHOM MHCTPYKIMM JUOO BHOCHUT TPEAJIOKEHHUS IO €ro COBEpPUICHCTBOBAHHUIO, TO
3aBenywomemy MAJIOY nanpasisercs: MOTHBHpOBaHHOEe MHeHHe. 3aBeaytonuii MAJIOY moxer
COTJIACUTHCA ¢ HUM JHO0 00s513aH B TEUEHHE MATU JHEN MOCIIE MOJyYeHUSI MOTUBUPOBAHHOTO MHEHUS
MIPOBECTU JIOMOJHUTENbHbIE KOHCYJIbTAlUU C TPO(COIO3HBIM KOMUTETOM B UENSIX JOCTHXKEHUS
B3aMMOIIPHEMIIEMOTO PEIICHHUS.

[Ipn HEeAOCTMXKEHUH COTTIACHs BO3HUKILKE pa3HoriIacus oopmIIsioTCsa MPOTOKOJIOM, MOCIe
yero 3aseayromuit MAJIOY umeer npaBo yrBepanTh JJ0JDKHOCTHYIO HHCTPYKIIHUIO.

5. YTBepxkaenue JJ0/KHOCTHOI HHCTPYKIUH

5.1. 3aBenyrommit MAJIOY yrBepkmaer Jl0JDKHOCTHYIO WHCTPYKIMIO TIYTEM H3aHUS
COOTBETCTBYIOIIETO MPHUKA3a.

5.2. B npuka3ze B 0053aTeIbHOM TOPSJIKE YKa3bIBAIOTCS:

- JaTa BBeAeHUs JJ0MKHOCTHOM MHCTPYKIUU B JCHCTBUE;

- yka3zaHue 00 03HAKOMJICHHH PaOOTHUKOB C JIOJDKHOCTHOW WMHCTPYKIMEH U CPOKH JUIs
3TOT0;

- (haMuIMM ¥ JOJHKHOCTH JIMII, OTBETCTBEHHBIX 3a COO0/IeHuE J{OKHOCTHON MHCTPYKIINH;

- HHBIE YCIIOBHUS.

5.3. V1BepxaeHHble J[0DKHOCTHBIE MHCTPYKIMU TOJUIEKAT 00s3aTeNbHOM perucTpaiu B
COOTBETCTBUU C TpeboBaHusaMH JenornpousBojactsa B MAJIOY ¢ mpucBoeHHeM UM MOPSIKOBOTO
HOMeEpaA.

6. O3HakoMiIeHHe Pa0OTHUKOB ¢ JI01KHOCTHOI MHCTpYKIHel
6.1. O3nakomnenue padotHuka MAJIOY ¢ JlomKHOCTHOW MHCTpPYyKIHEH B 00sS3aTelbHOM
MOPSAJIKE OCYILECTBIISICTCS MIPU MOCTYyIUIeHnH Ha padoty B MAJIOY. O3HakoMJIeHHE OCYIIECTBISET
3agenyrouit  MAJIOY. Tlocne o3HakomsieHust paOOTHHUK THpocTaBiseTr Ha JIOIKHOCTHOM

MHCTPYKLIUU O3HAKOMUTENBHYIO BU3Y - C MHCTPYKIIMEH 03HAKOMJIEH, /1aTa, MOMUCH.
6.2. Osnakomnenue pabotHuka MAJIOY ¢ JI0/pKHOCTHON MHCTpYKIMEW B 00s3aTelbHOM
MOPSAZIKE OCYIIECTBIISIETCS TpU TepeBoJie pabOTHHKA Ha JIPYTylH0 JOJDKHOCTh WM BPEMEHHOM
nepeBojie Ha JApyryroo paboty. O3HakomieHue ocymecTiser 3aBeayromuii MAJIOVY. Ilocne
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O3HAKOMJICHUSI PaOOTHUK MPOCTaBIseT HAa JIOJKHOCTHOW MHCTPYKLMHU O3HAKOMUTEIBHYIO BU3Y - C
MHCTPYKLMEH 03HAKOMJIEH, /1aTa, IIOIHUCH.

6.3. TpeGoBanusi, ycTaHOBIIEHHbIC B JIOJDKHOCTHOW WHCTPYKIMH, JEHCTBUTEIBHBI C TOTO
MOMEHTA, KOT/1a pabOTHHUK OBLJI ¢ HEH 03HAKOMJICH.

6.4. B cnygae ecnu pabotHuk MAJIOY oTKa3bIBaeTCsl pacnucaThCsl B O3HAKOMIICHHH WIIH
noJiydeHuu J{OJDKHOCTHOM MHCTPYKIMH, JaHHBIA OTKa3 (PUKCHUPYETCs MyTeM COCTaBICHHS aKTa B
MIPUCYTCTBUHU HE3aMHTEPECOBAHHBIX CBUAETENEH. B akre Tarke (pukcupyercs Gpakt 03HaAKOMIICHUS
paboTHHKa C conepkaHrueM JI0KHOCTHOW MHCTPYKIMU B MHOU (opme (JJomKHOCTHAS HHCTPYKIUS
3aunTHIBAaETCS BCIIyX 3aBenyromum MAJIOY).

6.5. [lyis Texymieit paboThl C MOTUHHUKA JIOJKHOCTHON MHCTPYKIIUM CHUMAIOT 3aBEPCHHYIO
KOTIHIO, KOTOPYIO BeIIatOT paboTHuKy MAJIOY, paboTaromemMy B JaHHOM JOKHOCTH.

7. Buecenue uzmeneHuii B J{0JI2KHOCTHYI0 MHCTPYKIIHIO

7.1. BHecenue u3MeHeHil B JIOJPKHOCTHYIO MHCTPYKLUIO OCYHIECTBIISIETCS B CIEIYIOIINX
ClIyJasix:

7.1.1. B cBSI3W C U3MEHEHUEM OO0S3aTENbHBIX YCIOBUU TPYAOBOTO JIOTOBOpA. YKa3aHHas
MpoLeaypa MPOBOJUTCS B COOTBETCTBMM C TpeOoBaHUSMH TpynoBoro konekca P® (paGoTHuk
NOJKeH OBITh HE TO3/Hee, YeM 3a 2 Mecsla [0 MPEeArojaraéMoro W3MEHEHHUs MHCbMEHHO
yBegomieH.llocne nomydenust paOOTHHUKOM COTJIAllIEHUs] HA MPOJIOJDKEHUE TPYAOBBIX OTHOIIEHHH,
BHOCSITCSI U3MEHEHUS B J{OIKHOCTHYIO MHCTPYKIIHIO).

7.1.2. pu W3MEHEHWM OPraHW3allMOHHBIX YCIOBHHA Tpyda, Oe3 HM3MEHEHHS TpPYIOBOMH
GbyHKIMYM pabOTHHUKA.

7.2. 3aenyronuii MAJIOY unum nuio, ynoJJHOMOYEHHOE WM, cocTaBiisieT JlOKHOCTHYIO
MHCTPYKLMIO B HOBOM PENAKIUHU, KOTOpAas COTJIACOBBIBAETCS U YTBEPKIAECTCS B COOTBETCTBUHU C
TpeOOBaHUSAMH, YCTAHOBJICHHBIMH pazaenamMu 4 u S5 Hactosimero Ilomoxkenus. O3HaKOMIICHHE
paboTHuka ¢ J{OJKHOCTHOM MHCTPYKUHMEH OCYIIECTBISETCS B COOTBETCTBUM C TpPeOOBAHUAMH,
YCTaHOBJIEHHBIMU pa3zenoM 6 Hactosiero [lonoxenus.

8. XpaHeHue J0KHOCTHBIX MHCTPYKIIHiA

8.1. JIoKHOCTHBIE MHCTPYKIIMHM XPaHITCS B COOTBETCTBUU C MPaBWJIAMHU, YCTAaHOBJICHHBIMU
[lepeunem TUIMOBBIX YINPaBICHUYECKUX APXUBHBIX JOKYMEHTOB, YTBEPKIEHHBIM MpukazoMmPocapxuBa
or 20.12.2019 N 236 "OO6 yrBepxkaeHun IlepedHs THUNOBBIX YIPABICHUYCCKUX apPXUBHBIX
JOKYMEHTOB, OOpa3yIOIIMXCS B IpOIECcCe NESTENIbHOCTH TOCYIAapCTBEHHBIX OPraHOB, OpPraHOB
MECTHOTO CaMOYIIPABJICHUS U OpraHMU3allHii, C yKa3aHUEM CPOKOB MX XpaHEeHUs "

8.2. lomxHOCTHBIE UHCTPYKIUU paboTHUKOB MAJIOY mojuiexaT moCTOSHHOMY XPaHEHHUIO B
MA/IOY B TeueHue Tpex JeT NOoCie UX 3aMEHbl HOBBIMHU.
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