IMPUHSATO YTBEPXIAIO

OO0unm cobpanuem paboTHIKOB 3asenyromuit MBJIOY

MBJIIOV « Axkkupeencxnii «AKKHUPEEBCKUH | IETCKUI «AJEHYIIKa»
ACTCKHH call « ANeHyrmxay : il

[Ipotokon _ £ . 7=~ C.M.I'puroprena

or«/7» _ o4 20 /Llron BBonwuTes B ieiicTBrE Ha OCHOBAHHH

npukaza Ne_ £¢ ov« 22 » 0520 /7o

IoJsi0:keHne 0 Ko5KHOCTHOI HHCTPYKIHH paGOTHHKOB
MYHHIHNIAILHOTO 0I0/I’K€THOI0 IOLIKOILHOT0 06Pa30BaTeIbHOIO
YUpeXIeHUS] «AKKHpPeeBCKHIi JeTCKHIl can «AJleHymKay»

1. O6mme nostoskenns

1.1. Hacrosimee ITonosxkeHHe 0 MOMKHOCTHOM MHCTPYKIIMM pabOTHHKOB (nanmee I[lonoxenme)
MYHHLHIAJIBHOTO  GIOJDKETHOTO  JOIIKONBHOTO  0Gpa3oBaTebHOro YUPSXKACHUS  «AKKHPEEBCKHit
ACTCKHH can «AneHymikay (nanee - MBJIOV) paspa6orano B 1essx PEryIupoBaHus B3aUMOOTHOIIICHHIH
MEXIy pabOTHHUKOM U paboTomaTesem.

1.2. Hacrosimee Ilonoxenue OIPEACIISICT OCHOBHBIC TPEOOBAHHS K CTPYKTYPE U COHEPKAHHIO
JOTKHOCTHOH HMHCTPYKUMH paGoTHEkoB MBJIOY, a Taioke K nponeaype paspaboTKH TOKHOCTHBIX
WHCTPYKIWMH, TIOPSIKY MX TIPHHSITHSL, yTBEPIK/ICHNS, BHECCHUS B HUX JIONONHEHHH 1 U3MECHCHUIA,

2. ITonsiTie 10/KHOCTHOM HHCTPYKIHH

2.1. JlomxHOCTHAS HHCTPYKIHs paborauka MBJIOY (nanee - JlomkHOCTHAS HHCTPYKITHS) -
OCHOBaHHBIH Ha HOPMaX 3aKOHOJATENbCTBA ODUIHATEHEI IPaBOBOM JIOKYMEHT, periIaMeHTHPYIOIIHIY
OPTaHM3aUMOHHO-TIPABOBOE I0JI0)KeHNe paGoTHuka MBJIOY, ero 0043aHHOCTH, TTpaRa,
OTBETCTBCHHOCTD, 00€CIIEUNBAIOIIMHN YCIIOBHSI LTS €10 s dexTuBHOIM pabOTHI IPH OCYIIECTRICHNHT MM
TPYIOBOH NEATETLHOCTH COIJIACHO 3aHHMAEMOMH JTOJKHOCTH.

22. ]JlomKHOCTHas WMHCTPYKIMS SIBIISICTCS HOPMAaTHBHBIM  JIOKaJIBHBIM akToM MBIV,
PETyIIHpYyIOmMHUM OTHOWEHUs B pamkax MBJIOY, comepsxammim o6imeo6s3aTesHble IIPABHJIA TTOBEIEHUS
AL BCEX WM HEKOTOPBIX  YYaCTHHKOB — 06pa30BaTe/bHBIX OTHOUICHWM, pacCYMTAHHBIM HA
HCOMHOKPAaTHOC IIPUMEHEHHUE, YTBEPIKIACHHBIM MPUKA30M 3aBeayrouero MBJI0V.

2.3. JIOMKHOCTHas MHCTPYKIHSI COCTABISIETCS IO KXo ImratHol pomkHocTH MBJIOY w1
O0BSBIACTCS PaGOTHUKY TION PAaCIUCKy TIpH 3aKIIOYCHHH TPYJIOBOTO JIOTOBOPA, a TaKXkKe pH
MEPEMCIICHUN Ha IPYTYIO NOJDKHOCTE M IIPH BpEMEHHOM HCTIONHEHHH 00S3aHHOCTel 10 JOJKHOCTH,

2.4. JTomKHOCTHAS. MHCTPYKIHS pa3pabaTeIBaeTCs UCXOMS W3 3a1ad U (GyHKUHI, BO3TONKEHHBIX Ha
KOHKPETHOTO paGOTHHKA, B COOTBETCTBHHM CO IITATHEIM pacnucanueM, IlpaBumamu BHYTpeHHEro
TpynoBoro pacrniopsiaka MBJIOY, ¢ cobmonennem Konctutynuu Poccuiickoii @eneparmu, Tpyaosoro
Kozekca Poccwuiickoii @enepanuu 17§ HUHBIX HOPMAaTHBHO-TTPABOBEIX aKTOB,

2.5. OcHOBOM 1S pa3spaGOTKH  JOMKHOCTHEIX MHCTPYKIMA  sBisiorest  «Ksanmnpukanmonnsie
XapakTCPUCTHKA JIOJDKHOCTEH pabOTHHKOB 06pa3oBaHHs»y EaMHOTrO KBTH(UKAIHOHHOTO CIIPABOYHHKA
JAOJDKHOCTCH PYKOBOIHUTENEH, CIICIMAINCTOR | CTyXKalluX, yTBEp:KNeHHOro IIpukasom Munucrepcrsa
3/IPaBOOXPAHEHUS U COLMATIBHOTO pa3BUTHS Poccuiickoit ®enepannn ot 26 asrycra 2010 1. Ne 761 .

3. TpeGoBaHus, npexbsBIsieMble K CTPYKTYp€ H COAEPKAHUIO 0JIKHOCTHOI HHCTPYKIH.
3.1. JIOWKHOCTHAasS ~ MHCTPYKIMS  COCTOAT  m3 CICAYIOINX  Pa3JIeioB;
- O6mme monoxeHus
- JlomxHOCTHBIE 06513aHHOCTH.
- IIpaBa.
- OTBETCTBEHHOCTS.
- BsanmooTHomenns. CBsi3u 1o 1omkHOCTH.
3.2. B pasnene «O61mne monoxkeHusy:
- YCTaHaBIuBaeTcs cepa AesITeNbHOCTH JaHHOTO CIECLHAIHNCTA;
- YCTAHABJIMBACTCS TIOPSIOK €r0 HA3HAYCHHS U OCBOOOXKICHNS OT 3aHIMAeMOl JOJDKHOCTH;
- YCTAHABIIMBACTCS 3AMEIICHUE 110 NOJKHOCTH BO BPEMS OTCYTCTBHS,



- OTIPE/ICISIOT KBaNU(UKAIIMOHHBIE TpeOoBaHUs (TpeOOBaHuUs, IPEABSIBIsIEMbIe K 00pa30BaHUIO
U CTaxy pabOThl), MOJYMHEHHOCTh CIIEIUAIMCTA U IOJDKHOCTHBIE JIMIA, KOTOPBIMU OH PYKOBOJIHT;
- TEPeYMCISIIOTCS TPaBOBbIE AaKThl W HOPMATHUBHBIE JOKYMEHTBHI, KOTOPBIMH JIOJDKCH
PYKOBOJICTBOBATbCSI CIIELUAIMCT B CBOEH JEATEIBHOCTH.
B pasgen moryr ObITh BKIIOUEHBI Jpyrue TpeOOBAaHHS M IOJIOKEHHS, KOHKPETU3HUPYIOIIHUE U
YTOYHSIOLIUE CTATyC JOJKHOCTHOTO JIMIA U YCIIOBUS €0 AESTEIbHOCTH.
3.4. Paznen «ZlomKHOCTHBIE 00S3aHHOCTHY COJIEPKUT IIEPEUEHb OCHOBHBIX (PYHKIUI
JOJIKHOCTHOTO JIMIIA, a TAK)XKE YKa3bIBAIOTCS 00513aHHOCTU JJOJDKHOCTHOIO JIMIIA, BO3JIaraéMble Ha HETO,
yKa3piBaeTcsi (GopmMa ero ydacTHsi B YIPaBJIEHYECKOM TMpouecce (PyKOBOAMT, YTBEPXKAAET,
o0ecrieynBaeT, TOATOTABIMBACT, pPACCMATPUBACT, WCIOIHIET, KOHTPOIUPYET, COTJIACOBHIBACT,
MIPEJICTaBISIET, KypUPYET U T.1.)
3.5. Pazgen «lIpaBa» conaep>XUT MEpedeHb MpaB, MPEAOCTABISIEMBIX CIEIHUAIUCTY IJIS BBITIOJHEHUS
BO3JIO’KEHHBIX Ha HEro (PyHKIUI 1 00s13aHHOCTEH.

3.6. B pasnene «OTBETCTBEHHOCTh)» YCTAHABIUBAIOTCS BUJIBI OTBETCTBEHHOCTH 32
HECBOEBPEMEHHOE W HEKAauYe€CTBEHHOE BBINIOJHEHHE CHEIUAIMCTOM JOJDKHOCTHBIX OOsf3aHHOCTEM u
HEHUCII0JIb30BaHUE TPEJOCTAaBICHHBIX EMY IPaB.

3.7. Pazgen «B3aumooTrHomeHus. CBS3HM MO JOJDKHOCTU» COJCPKUT MEPEUeHb JOHKHOCTHBIX
JUL, C KOTOPHIMH CIEHUAINCT BCTYHNAeT B CIYyKeOHbIE B3aMMOOTHOIIEHHMs U oOecreunBaercs
nHpopmanren, yKa3bpIBalOTCS CPOKHM TMOJY4EHUsS M TMPEJOoCTaBiIeHHUs HHQPOpPMAIMK, ONpeaesseTcs
MOPSIIOK TIOJITUCAHUS, COTJIACOBAHUS U YTBEPKJIEHUS JOKYMEHTOB.
3.8. O0s3aTenbHBIMU peKBU3UTAMHU JIOTKHOCTHON MHCTPYKIIMH SIBJISIFOTCSL:
nojsiHoe HauMmeHoBanue MBJIOY;
- 3aT0JIOBOK K TEKCTY;
BH3bI COTJIACOBAHUS;
- IO/NUCH, TPU( YTBEPHKACHUS.

4. Topsimok pa3padOTKH, COTJIACOBAHUSA, YTBEpP:KIAeHHSI U BBEACHUS B JielCTBHE I0JLKHOCTHOM
HHCTPYKIHUH

4.1. JlookHOCTHaAsT WHCTPYKIHsS paspadareiBaetcst 3apeaytomuM MBJIOY mmbo mumowm,
ynosiHoMo4YeHHBIM 3aBenyromum MBJIOY. B cnyuae, ecnu Jlo;kHOCTHAss HHCTPYKITUST pa3padaThiBacTCs
JIUIIOM, YITOJTHOMOYEHHBIM 3aBenyronuM MBJIOY, To oHa nmoanuckIBaeTcs pa3padOTYNKOM.

4.2. JloKHOCTHAsE MHCTPYKIHUS TOcie pa3paboTKu mepenaercs B MPO(COIO3HBIA KOMHUTET
MEePBUYHON TPO(COIO3HON OpraHu3aluy, MPEeACTaBISIONINI HHTepechl OOJILIIMHCTBA PAaOOTHUKOB
MBJIOY (manmee - mpodcoro3nbiii koMutTeT). [Ipodcoro3HBIE KOMUTET B CPOK HE IO3JHEE JECATH
pabounx JHE co AHA mNodydyeHus JIOJDKHOCTHONW HWHCTPYKIMM OCYIIECTBISIET COTJIACOBAaHUE
JlomkHOCTHOM HMHCTpYKUMHU. B ciydae, eciu mpodcoro3HbIE KOMHUTET HE COTJIaCeH C TEKCTOM
JIOMKHOCTHOM MHCTPYKLIUU JTMOO BHOCUT MPEIIOKEHUS M0 €ro COBEPIICHCTBOBAHUIO, TO 3aBEAYIOIIEMY
MBJIOY HamnpaBnsiercas MOTUBHpOBaHHOE€ MHeHMe. 3aBenyromuii MBJIOY MoxeT coriacutbest ¢ HUM
nubo 00s3aH B TEYEHHWE INSATH JHEW TMOCle TMOJydeHUS MOTHBHUPOBAHHOTO MHEHHS IPOBECTU
JOTIOTHUTEIbHBIE ~ KOHCYIbTAlUM €  NPOQCOIO3HBIM  KOMUTETOM B LEISX  JOCTHXKEHHS
B3aMMOIIPUEMIIEMOTO PELIEHUSI.

[Ipyn He AOCTMXKEHUHU COIJIacus BO3HUKIIME pasHorjacus O(OPMISIOTCS MPOTOKOJIOM, IOCIE YEro
3agenyromnii MBJIOY umeer npaBo yrBepauTh JJ0JDKHOCTHYIO HHCTPYKIIMIO.

S. YrBep:xaenue J01KHOCTHOH HHCTPYKIHMHU
5.1. 3asegyrommiit MBJ/IOY  yrBepxknmaer JIOJKHOCTHYIO HMHCTPYKLHUIO IIyTEM  H3JaHUsA
COOTBETCTBYIOIIETO IIPUKA3a.
5.2. B npukaze B 00513aT€IbHOM HOPSIJIKE YKAa3bIBAIOTCS:
- 1aTa BBeIeHUs JIOJDKHOCTHOM UHCTPYKLUU B IEHCTBUE;
- yKa3aHue 00 03HAKOMJIEHUH paOOTHUKOB C JIODKHOCTHOM MHCTPYKIIMEH U CPOKH JJIs 3TOTO;
- (paMuMU ¥ TOTHKHOCTH JIML, OTBETCTBEHHBIX 3a cOO0ieHne J[0JKHOCTHOM HHCTPYKIINY;
- UHbIE YCIIOBUS.
5.3. Vr1BepxkaeHHble JIOJDKHOCTHBIE MHCTPYKIMM TMOJUIEKAT OO0S3aTENIbHOM pPErucTpalud B
COOTBETCTBUH € TpeboBaHUAMHU Jenornpoun3Boactsa B MB/IOY ¢ npucBoenuem um
MIOPSAAKOBOTO HOMEDA.



6. O3Hakom/IeHHe pa0OTHUKOB ¢ J[0JZKHOCTHOI HHCTPYKLH el

6.1. Oznaxomiuenne padborauka MBJIOY ¢ Jlo/DKHOCTHON MHCTPYKIMEH B 00sM3aTEIBbHOM MOPSIKE
OCYILIECTBIISIETCS MPHU NOoCTyIieHnn Ha padoTy B MBJIOY. O3HakoMIICHHE OCYIIECTBIISET 3aBEAYIOITUI
MB/IOV. Ilocne o3HakoMieHHs paOOTHUK IPOCTaBJIAeT Ha J{OJDKHOCTHOM MHCTPYKLUU
03HAKOMUTEJIbHYIO BU3Y C MHCTPYKIMEN 03HAKOMJIEH, /1aTa, IOAIHUCH.

6.2. O3nakomienue pabotanka MBJIOY ¢ JI0/DKHOCTHON MHCTPYKIHEW B 00S3aTELHOM MOPSIKE
OCYILIECTBIISIETCS MPU NIEPEBO/IE padOTHHKA Ha JPYTYIO TOJKHOCTD MJIM BPEMEHHOM MEPEBOIE HA APYTYIO
paboty. OsHakomiieHwe ocymectBiser 3aBenyrommuii MBJIOY. Ilocie o3HakomiieHHss pPaOOTHHK
npocrasisieT Ha J{OJPKHOCTHON MHCTPYKIIMM O3HAKOMUTENIbHYIO BU3Y C MHCTPYKLMEH 03HAKOMIIEH, JaTa,
MOATHCH.

6.3. TpebGoBanusi, ycTaHOBIeHHbIE B JIOJDKHOCTHON MHCTPYKIUH, ACHCTBUTEIBHBI C TOTO MOMEHTA,
Kora pabOTHHUK ObUT C HEN 03HAKOMIJIEH.

6.4. B cnyuae eciu pabotHuk MB/IOVY oTka3biBaeTcs pacnucaThCsl B 03HAKOMIICHUH WIN MOJIYYEHUU
JIOJMKHOCTHOM MHCTPYKLMHU, JaHHBIA OTKa3 (UKCHUpYeTCs MyTEeM COCTAaBJIEHHS aKTa B IPUCYTCTBUU
HE3aWHTEPECOBAHHBIX cBUAeTenel. B akre Tarkke ¢ukcupyercss (pakT o3HaKOMIIEHHs pabOTHHKa C
coziepkanueM JlomKHOCTHOW MHCTPYKUMHM B HMHOHM (opMme (JloKHOCTHAsE MHCTPYKLMS 3aYUTHIBAETCS
Bcayx 3aBenyomuM MBJIOY).

6.5. lnsa Texymieil paboThl ¢ MOATMHHUKA TOJDKHOCTHON MHCTPYKIIMU CHUMAIOT 3aBEPEHHYIO KOIIHUIO,
KoTOpyto BeIatoT pabotauky MBJIOY, paGoTatotieMy B JaHHOM TOJDKHOCTH.

7. BHeceHue u3MeHeHH# B J[OJUKHOCTHY 0 HHCTPYKIIUIO

7.1. BHeceHnne n3meHeHni B JIOJDKHOCTHYIO HHCTPYKIUIO OCYIIECTBIISIETCS B CIAEAYIOIINX CIIyqasix:

7.1.1. B cBSI3U ¢ UBMEHEHUEM 00SI3aTEIBHBIX YCIOBUM TPYJIOBOTO JOTOBOPA.
VYkazaHHas mpoleaypa MPOBOIUTCS B COOTBETCTBUU C TpeboBanusmMu TpymoBoro komekca Pdd
(paboOTHUK JOJHKEH OBITh HE MO3/HEe, YeM 3a 2 Mecsla JI0 MPEAIoJaraéMoro M3MEeHEHUs! MHCbMEHHO
yBeaomieH. [locne mosrydyeHuss paOOTHUKOM COTJIAIIEHUS Ha MPOJOJDKEHHE TPYIOBBIX OTHOIICHMIH,
BHOCSITCSI U3MEHEHUS B JJOIKHOCTHYIO MHCTPYKIIHIO).

7.1.2. mpu W3MEHEHWH OPTaHU3AIMOHHBIX YCIOBHHM Tpyda, 0€3 H3MEHEHHS TPYIOBOW (DYyHKIIMU
paboTHHKA.

7.2. 3aBenyromuiit MBJIOY win nuio, ynoJHOMOYEHHOE UM, COCTaBISIET [[0OJBKHOCTHYIO MHCTPYKIIUIO
B HOBOHM pelIaklM{, KOTOpas COIJIACOBBIBAECTCS U YTBEP)KIAeTCS B COOTBETCTBUU C TPeOOBAHUSIMH,
ycTaHOBJEHHbIMU pasaenamMu 4 u 5 Hacrosmiero [lonoxenus. O3HakomiieHHe paOOTHHKA C
JIOMKHOCTHOM HMHCTPYKIMEH OCYIIECTBISIETCS B COOTBETCTBUU C TPEOOBAHUSMHU, YCTAHOBIIEHHBIMH
pazzaenom 6 Hactosiiiero [lomoxenus.

8. XpaHeHne 10/KHOCTHBIX HHCTPYKIUIA
8.1. JIoJKHOCTHBIE HMHCTPYKIIMU XpaHATCA B COOTBETCTBUM C IPaBUJIaMH, YCTAaHOBJIEHHBIMU B
[lepeuynem THUMOBBIX YIIPABICHUYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIOIIMUXCS B MPOLIECCE IEATEIbHOCTH
rOCYJapCTBEHHBIX OPraHOB, OpPraHOB MECTHOTO CAaMOYIPABJICHHUS W OpraHU3aluid, YTBEPKICHHBIM
npukazoM MunkyinsTypsl Poccun ot 25.08.2010 Ne 558.
8.2. JlomxHOcTHBIE MHCTPYKUMU paboTHHKOB MBJIOY nmoanexar nocrostHHoMy xpanenuto B MBJI0Y
B TEUEHHUE TPEX JIET MOCIE UX 3aMEHbI HOBBIMU






