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1. O0mue MoJIoKeHHs

1.1. Hactosmee  Ilonoxenue 0  JOHKHOCTHOH UHCTPYKLHUH
pabOTHHKOB (manee [Tonoxenue) MyHHUIUTIATBHOTO OO PKETHOTO
JIOIIKOJBHOTO 00pa3oBaTEILHOIO YUpEKICHUS «Jlerckui can  Ne 251
KoMmreHcupymomero Buaa» Coserckoro paiiona r. Kasaun (nanee - MBJIOVY)

pa3paboTaHo B LEJNAX PEryJIHPOBaHHs B3aHMOOTHOIIEHUH MeX/y pabOTHUKOM H
paboroareneM.

1.2. Hacrosmee ITonoxenue ornpeessieT OCHOBHbIE TPeOOBaHUA K CTPYKTYpe
M COIEpXaHMIO JOJKHOCTHOW HWHCTpyKuuu paboTtHuko MBJIOY, a
TaK)Ke K Npoueaype  pa3paboTKu  JOMKHOCTHBIX — MHCTPYKUHH,  HOPSAKY
WX  TIPUHSTHUS, YTBEPIKIEHHs, BHECEHUS B HUX JONOJHEHHA U H3MEHEHHUH.

2. lNousiTHE TOJIKHOCTHON HHCTPYKUHH

2.1. JlomxHocTHas uHcTpyKius pabotaika MBJIOY (nanee - JloikHOCTHas
MHCTPYKIIMS) - OCHOBAHHBIN HA HOPMaxX 3aKOHOJATeIbCTBA OQUIMAIIbHBIM IIPABOBOM
JIOKYMEHT, PerIaMeHTHPYIOLIHI OpraHi3allHOHHO-TPaBOBOE MONOKEHHE PAOOTHHKA
MBJIOY, ero o6s3aHHOCTH, IpaBa, OTBETCTBEHHOCTh, 00eCneunBarOMi yCIOBUS
st ero 3p(eKTHBHOM paboThl MPU OCYLIECTBICHUH UM TPYAOBOH NEATEIbHOCTH
COTJIACHO 3aHUMAEMOM JTOJIKHOCTH

2.2. JIo/KHOCTHAs MHCTPYKIMS SIBIII€TCA HOPMAaTUBHBIM JIOKQJIbHBIM aKTOM
MbJIOY, perynupyroiumM OTHOILICHHS B pamMKax MBJOY,
cofepxalMM 001eo6s3aTeNbHble IpaBuila OBEJAEHHs I BCEX MM HEKOTOPBIX
y4aCTHHUKOB 00pa30BaTeNbHbIX OTHOUIEHHWH, paCCUMTAHHBIM HA HEOJIHOKpPATHOE
NpUMEHEHHE, YTBEPIKAECHHBIM MTPpHKa3oM 3aBeytoiiero MbJIOV.

23. JlomxHOCTHas UHCTPYKLIHS COCTaBIISeTCS 1o KX 101
wratHoit  pomkHocTH MBJIOY u oObsiBnsiercs paOOTHHKY IOJ PaclUCKy MpH
3aKJIFOYEHHH TPYAOBOro JOroBOpa, a Takke IpH IMepeMelleHHWH Ha ApYyrylo
JOJDKHOCTH U TIPH BPEMEHHOM MCIOJHEHHH 00S13aHHOCTEH 10 JOJDKHOCTH.



2.4, JlomKkHOCTHas HMHCTPYKLMS pa3pabaThiBaeTCss MCXOAS M3 3a1a4 U
(GyHKUMH, BO3NOXEHHBIX HA KOHKPETHOTO PabOTHHKA, B COOTBETCTBHH CO IITATHBIM
pacnucanueym, IlpaBunamu BHyTpeHHero TpynoBoro pacnopsinika MBJIOVY, ¢
cobmonenuemM Koucrutyuuu Poccuiickoii ®enepaunm, TpynoBoro koxaekca
Poccuiickoii ®enepauum ¥ MHBIX HOPMATUBHO-NIPABOBHIX AKTOB.
2.5. OcHoBoil a1 pa3paboTKH JOTKHOCTHBIX HHCTPYKLHH  SBASIOTCS
«KBanu(HKalMOHHbIE XaPAKTEPUCTHKH JIOJUKHOCTEH pPaBOTHUKOB 0Gpa3zoBaHus»
EnvHoro KBanM(MKaLMOHHOrO CIIPaBOYHMKA JOJKHOCTEH PpyKOBOIMTENEH,
CICUHAIMCTOB M ClyXKalMX, yTBepkaeHHoro Ilpukaszom Munucrepcrsa

3/IpaBOOXPAaHEHHs U COLMANbHOIO pa3BuTusi Poccuiickoit Menepaiyu ot 26 aBrycra
2010r.Ne761H.

3. TpeGoBanus, npeabsiB/isieMbie K CTPYKTYpe H COAEP/KAHHIO A0JUKHOCTHO#
HHCTPYKIHH.
3.1. JIo/mKHOCTHAs MHCTPYKIMS COCTOMT U3 CIEAYIOIIUX Pa3/IesioB:
Ob61me monoxxeHus
JlomKHOCTHBIE 00SI3aHHOCTH.
[Ipaga.
OTBeTCTBEHHOCTb.
B3aumootHomenus. CBsi3u 110 JODKHOCTH.
3.2. B paznene «OO01ime MonoKeHus»:
yCTaHaBJIMBAETCs cepa NesTeTbHOCTH JAHHOTO CIIelMAIUCTA,
yCTaHaBJIUBaeTCs HOPSIOK ero Ha3zHA4YeHMUsI u
OCBOOOXKIEHUS  OT 3aHMMAEMOM JOIKHOCTH;

- YCTaHaBIIMBACTCs 3aMEILEHHE I10 IOJKHOCTH BO BPEMSI OTCYTCTBHS;

- OmnpenenstoTCs KBaJTM(DUKALIHOHHBIE TpeOoBaHMS
(TpeOoBaHusl, MpebsABIsieMble K 00pa30BAHUIO M CTaXy paGoThl), MOMYHHEHHOCTD
CreLHaTUCTa ¥ JIOJDKHOCTHBIE JIMIIA, KOTOPBIMH OH PYKOBOJIUT;

- TEpEYHCIIAIOTCS NPABOBBIE AKThl K HOPMAaTHBHBIE JOKYMEHTbI, KOTOPbIMHU
JOJIKEH PYKOBOJICTBOBATHCS CHELHUAIMCT B CBOEH JESTEIBHOCTH.

B pasgen Moryr ObITh BKJIIOYEHBI Jpyrde TpeOOBaHHS H MOJOKEHHS,
KOHKPETU3HPYIOIME M YTOUHSIOUIHWE CTATyC JOHKHOCTHOrO JIMIA W YCJIOBHS €ro
JIeSTENILHOCTH.

3.4. Paznen «JlomxHOCTHBIE 00S3aHHOCTHY COIEPKHUT MepeyeHb OCHOBHBIX
(GyHKUMI T0KHOCTHOTO JIMLIA, @ TAKXKE YKA3bIBAIOTCS 00S3aHHOCTH JOKHOCTHOTO
JIMIA, BO3jIaraeMele Ha Hero, yKa3plBaeTcs (popMa ero yqyacTusi B yIpaBieH4YeCKOM
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npouecce (pyxoBoauT, yTBEep)KaaeT, oOecre4yuBaer, MOArOTaB/IMBaeT,
paccmaTpuBaer, UCIIOJIHSET, KOHTPOIIUPYET, COIJIacOBBIBaeT,
NPEeJICTABIIAET, KypUpYeT U T.1.)

3.5. Paznen «IIpaBa» COLEPKUT nepeyeHb npas,

NPEOCTaB/ISEMbIX CIELHUATHCTY /ISl BBIMOJHEHHUS BO3JIOXKEHHBIX HA HEro (yHKIMi
1 00s13aHHOCTEH.

3n. B paszene «OTBETCTBEHHOCTH YCTaHaBIIMBAKOTCS
BUJIbl OTBETCTBEHHOCTH 3a HECBOEBpPEMEHHOE 7 HEeKaueCcTBEHHOe
BBITNOJIHEHUE



CrELHMATHCTOM JOIKHOCTHBIX 00si3aHHOCTEH W HEHCIIOIb30BaHWe MPEAOCTaBICHHbIX
eMy Mpas.

3.7. Paznen «B3anmooTHomeHHs. CBA3H MO J0/DKHOCTH COACPIKUT NepeyeHb
JIOJIKHOCTHBIX UL, + KOTOPBIMH CreLlHaTUuCT BCTyTaeT B
ciy)xeOHble B3aMMOOTHOILECHHS H obecrnieunBaeTCs uHhopMaLueH,
yKa3blBAIOTCA  CPOKH ITOJy4eHHs U MPe0CTaBieHns HHOOPMALUH, ONpe/IeAeTCs
NMOPSAIOK MOANUCAHUS, COrTIACOBAHUS M YTBEPXKICHUS IOKYyMEHTOB.

3.8. O6s3aTe/bHBIME peKkBU3UTaMH JIODKHOCTHOM HHCTPYKLHH ABJISIOTCS:
nojnHoe HaumeHoBanue MbJIOY;
3aroJIOBOK K TEKCTY;

BH3bI COTTIACOBAHMS;
MOJITUCH, TPH(] YTBEPKIACHHS.

4. Tlopsnok pa3paGoTKH, COTJIACOBAHHS, yTBEPAKICHHS H BBEICHHs B neiicTBHE
JOJIZKHOCTHON MHCTPYKIHH
4.1. Jlo/oKHOCTHAas WHCTpYKUMs paspabaThiBaercs 3apenyomum Mb/IOY

nmbo JIULIOM, YTIOJHOMOYEHHBIM 3aBelyOLIHNM MBJIOV. B
ciydae, ecnd  JlosokHOCTHAS HHCTPYKL s pa3pabarbiBaeTCs
JTUIIOM, YIIOJTHOMOYEHHBIM 3aBEe/YIOLLUM MB/IOY, TO OHa NOINHCBIBAETCS
pa3pabOTIUKOM.

4.2. JlomxHOCTHas UHCTPYKLHUS nocine pa3paboTKu

mepemaercsi B MPOQCOIO3HBIH KOMUTET TepBHYHOH npodcoro3HON OpraHU3aluH,
[pe/ICTABIAIONMI HHTepechl OOJBIIMHCTBA PaOOTHUKOB MBJIOY (nanee -
po)COrO3HBIA KOMUTET).
[Tpodcoro3HbIii  KOMHMTET B CPOK He TMO3IHEE  JCCATH pabounx  JIHEH
co nus nonydeHuss JIOIDKHOCTHOW MHCTPYKIMH OCYIIECTBIISET COIVIACOBAHUE
JIOJKHOCTHON MHCTpPYyKUMH. B cimyuae, eciu NpoQCOrO3HbIH KOMHUTET He
cornacel ¢ TekcTtoM JIOIDKHOCTHOM HHCTPYKIMH 6o BHOCHT
MpeIoKEHUS o ero COBEpILIEHCTBOBaHMIO, TO 3aBedyromemy MbJIOY
HampasisgeTcss MOTHBHPOBaHHOE  MHEHHE. 3apenyromuii  MBJIOY  moxer
COINIaCUTBCH C HHUM JuO0 00s3aH B Te4yeHHe IATH JHEH T[ociae MOoNydeHUs
MOTHBMPOBAHHOTO MHEHHs IPOBECTH JOMOJIHHUTENbHbIE KOHCYJIbTALWH C
npodCo3HBIM KOMHTETOM B LeJsIsIX JOCTHKEHHS
B3aMMOIIPUEMIIEMOTO PEILIEHHS.

[lpy HEIOCTIKEHHM COIJIacHsi BO3HMKIIME pa3HOIIacHs odopmisroTCs
MPOTOKOJIOM, IOCIE 4Yero 3aBelyrolni MBJIOY wumeer mnpaBo YTBEPAUTH
JIOMKHOCTHYO MHCTPYKIIHIO.

5. Yreepxkaenune [L0/1:KHOCTHOH HHCTPYKIHH

5.1. 3aBenyrommit MBJIOY yTtBepxkaaet JJ0MKHOCTHYIO HHCTPYKIHUIO ITyTEM
W3/1aHKs COOTBETCTBYIOIIIETO NPHKa3a.

5.2. B npukaze B 00s13aTeIbHOM MOPS/IKE YKa3bIBAOTCS:

- nata BBejleHus JI0OHKHOCTHOM HHCTPYKLMH B NIEUCTBHE;

- yKazaHue 00 03HaKOMJIEHHH pabOTHUKOB € JIOJDKHOCTHON MHCTPYKIUEH U
CPOKH UIs 3TOr0;

- paMuIIMK ¥ JOKHOCTH JIMLL, OTBETCTBEHHBIX 32 cobmoenue JIoMmKHOCTHOM
WHCTPYKLIUH,

- HHbIE yCJIOBHS.




5.3. YrBepxaeHHble JIO/KHOCTHBIE MHCTPYKLHH MOIJIEKAT 00s13aTe)IbHOM
pErMCTpallid B COOTBETCTBHMHM C TpeOOBaHHSMH J€JONPOM3BOACTBA B MBJIOY ¢
IPUCBOEHHUEM UM IIOPAIKOBOrO HOMEpa.

6. O3nakomaenne paboTHUKOB ¢ /[01’KHOCTHOH HHCTPYKUHEH

6.1. Osnakomienue paborarka MBJIOY ¢ JIomKHOCTHOM HHCTPYKIMEH B
06s13aTe/IbHOM MOPAJIKE OCYIIECTBISIETCS NPH TIOCTYTIIEHHH Ha paboTy B MBJIOY.
O3HakoMIIeHHE OCYIIECTBJISIET 3aBeyOUN MBJIOYVY. ITocne
o3HaKOMJIeHHMs  paboTHMK  mpocrapiser Ha  JIOJUKHOCTHOM — MHCTPYKIMH
03HAKOMHTEJBHYIO BU3y — C MHCTPYKLHEH O3HAKOMIICH, /1aTa, MONKCh.

6.2. Osnakomienue paboraruka MBJIOY ¢ JIomKHOCTHOM HHCTPYKLMEH B
0653aTeILHOM  TOpSAKE  OCYLIECTBISieTCS INpU  MepeBoje paboTHHKA Ha
IPYrylo JOIDKHOCTH MM~ BPEMEHHOM  TEepeBOJe  Ha  Jpyryro pabory.
Osnakomienue ocymectsisier 3aBenytoumii MBJIOY. Ilocie o3nHakomieHHs
paboTHMK TpocTaBiseT Ha  JlOIDKHOCTHOH HHCTPYKIHUH 03HAKOMHTEIBHYIO
BU3y - C  MHCTPYKIIMEH O3HaKOMIIEH, 1aTa, MOMKCh.

6.3. Tpebosanus, YCTaHOBIICHHbIE B JIOKHOCTHOM
MHCTPYKUHMH, JEHCTBUTENbHBI C TOr0 MOMEHTa, KOrjia paboTHUK ObL1 C HeW
O3HAKOMJIEH.

64. B ciy4ae ecniu  paborHuk  MBJIOY  orkasbpiBaeTcs
pacrnucaThbCs B O3HAKOMJICHUH WM MOJTy4YeHUH JI07KHOCTHOM
WHCTPYKLUH,  JaHHBIA oTKa3 (pUKCUpyeTcss IyTeM  COCTaBJICHMs  aKTa
B NPUCYTCTBUH HE3aWHTEPECOBAHHBIX CBUJIETEIEH. B aKTe  TaKxe
bukcupyercs (akr 03HAKOMJICHUSI paboTHHKa C coJepKaHueM
JloKHOCTHOM ~— MHCTpyKuuM B MHOM  Qopme  (JlomxHOCTHAs
MHCTPYKLIMS 3a4MThIBACTCS BCIyX 3aseayrommm MBJIOY).

6.5. Hns TeKYILeH padboThl C MO/UIMHHUAKA  JOJDKHOCTHOM
MHCTPYKLIMM CHHUMAIOT 3aBEPEeHHYHO KOTHIO, KOTOPYIO BBIJIAIOT
pa6orauky ~ MBJIOV, pabotaroniemy B JaHHOH JOKHOCTH.

7. Buecenue usMeHeHuii B JI0JI7KHOCTHY 0 HHCTPYKUHIO

7.1. Buecenue u3MeHeHu# B JI0JDKHOCTHYIO MHCTPYKLIHMIO OCYILIECTBIIAETCA B
CIIEIyIOIIUX CIIyYasX:

7.1.1. B CBSI3U C U3MEHEHHEM 00s3aTelIbHBIX YCIOBHH TPYJAOBOIO 10roBOpa.
VkazanHast Ipolelypa NPOBOJAUTCS B COOTBETCTBUHM ¢ TpeboBanusiMu Tpynosoro
konekca P®  (paboTHUK  JIOJDKEH ObITH He IMo3JaHee, YeM 3a 2
Mecsilla  JI0 TpearnojaraeMoro H3MEHEeHUS MTUCBMEHHO yBEJOMIIEH.
[Tocne nojiydyeHuss pabOTHHKOM  COTJalICHHUs Ha TIPOAOIDKEHHE
TPYJOBBIX OTHOLICHHi, BHOCATCS M3MEHEHHs B JIOJDKHOCTHYIO MHCTPYKLHUIO).

7.1.2. TNpHW U3MEHEeHHH OPTaHU3ALMOHHBIX YCIOBUH Tpyaa, 0e3 u3MeHeHHs!
Tpy/10BO# (DYHKIIMM pabOTHHKA.

7.2. 3apeaytouuit MBJIOY uiu K10, YIIOTHOMOYEHHOE UM, COCTABIIACT
JIOMKHOCTHYIO HHCTPYKIUIO B HOBOM peaKLuH, KoTOpas
COTJIACOBBIBAETCS M YTBEp)KIaeTcs B COOTBETCTBMM C  TpeOOBAHMAMH,
YCTaHOBJIEHHBIMH pa3ziesiaMd 4 ¥ 5 HACTOSAIIEro [Tonoxxenusi. O3HaKOMIIEHHE
paboTHuKa ¢ JIOIDKHOCTHOM MHCTPYKLMEH OCYIIECTBISETCS B COOTBETCTBUM  C
TpeGOBaHUSIMH, YCTAHOBICHHBIMH Pa3/IeioM 6 nacrosiuero [ lonoxenus.



8. XpaHeHHe 10/IKHOCTHBIX HHCTPYKIHH
8.1. JIoMKHOCTHBIE HHCTPYKIIHH XPAHATCA B COOTBETCTBHH C IPaBUIIAMH,
YCTaHOBJIEHHBIMU B [lepeuHeM THNOBBIX YIpaBieHYeCKHX apXUBHBIX JOKYMEHTOB,
o0pa3yruuxcs B npouecce JesiTeJbHOCTH rocyAapCTBEHHBIX OPraHOB, OPraHoOB

MECTHOI'0 caMOyITIpaBlI€HUs U OpraHu3aluii, YTBEPKJIECHHBIM
npukazoM MuHkynbeTypsl Poccun ot 25.08.2010 Ne 558.
8.2.  JloJKHOCTHBIE WHCTPYKIHH pabOTHUKOB MB/IOY

nojUiexaTr MocTosHHoMy XpaHeHuio B MBJIOY B Teuenue Tpex Jjer mnocie HX
3aMeHbl HOBBIMU.



