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1. O6mue mo/10KeHHA

L.I. Hacrosmee IlomoskeHse 0 IOIDKHOCTHOH HHCTPYKIMM pPabOTHHKOB (faree
[Tonoxense) MyHHIHIATSHOTO GIOUKETHOTO JOLIKONBHOr006Pa30BATEBHOTO YUPEKICHNAS
«Jercrkuit can Nel77 xowmOunupoBanHoro Buma» Coserckoro paiona r.Kasanm (manmee -
MBJIOY) pa3spaboTaHo B LeNsX PEryJMpOBaHUS B3AMMOOTHOLIECHHH MeXIY
PabOTHHKOM U paboTOmaTETEM.

1.2. Hacrosimee IlonokeHue oIpenenseT OCHOBHBIE TpeOOBaHHSA K CTPYKTYpeH
COICPKaHUIO TOJKHOCTHOH MHCTpYKUMH paboTHHKOB MBJIOV, a Takke k mpouemype
pa3pabOTKH JOMKHOCTHEIX HHCTPYKIMH, TIOPSIIKY HX NPHHSATHS, YTBEPKICHUS, BHECEHHS
B HUX JIOTIOJIHEHUH U U3MEHEHHH.

2. [lonsiTHE JOKHOCTHOH HHCTPYKITHH

2.1. HomxxoctHas HHCTpykims paborHuka MBJIOY (manee — JlosxHOCTHAs
MHCTPYKIMs) - OCHOBaHHBIM Ha HOPMax 3aKOHOJATENhCTBA O(GHMIMANBLHBLL IIPaBOBOI
JOKYMEHT, pPerfaMeHTHPYIOUIHH OpraHHM3alldOHHO-IPABOBOE TIONOKEHHE pPabOTHHMKA
MBJIOY, ero obs3anHOCTH, IIpaBa, OTBETCTBEHHOCTD, 00ECTIEYHBAROLINN YCIOBUS I
ero 3 GexTUBHON pabOTHI IPH OCYNIECTRICHHH UM TPYIOBOM NesTeTbHOCTH COTIACHO
3aHMMAEeMOH NOJDKHOCTH

22. JlolKHOCTHAS WHCTPYKUMS SBJISIETCS HOPMATHBHBIM JIOKAIBHBIM 4KTOM
MBJIOY, perymapyiompM oOTHoOmeHMS B pamkax MBJIOY,  coxepkaimym
ofmeo0sa3aTenbHbBlE IpaBHUia IOBEJEHHS IS BCEX MM HEKOTOPEIX YJaCTHHKOB
00pa30BaTeNbHEIX OTHOIMICHWH, PacCUMTAHHBIM HA HEOAHOKPATHOE IMpHMEHEHHE,
YTBEPIKIEHHBIM IIpHKa3oM 3aBenyromiero MBJIOV.

2.3. JomKHOCTHAS HHCTPYKLHS COCTABIIETCS 110 KAX/I0M IITATHON TOTKHOCTH
MBJIOY u o0psaBnsgercs pabOTHHKY IIOJ PACIUCKY IIPU 3aKTIOUEHHH TPYAOBOIO
JIOTOBOpa, & TaKXKe IpH MEPEeMELICHMH Ha IPYIyK JAOJDKHOCTh M IPH BPEMEHHOM
HCTIONIHEHHH 00513aHHOCTEH 110 JI0JDKHOCTH.

2.4, lo;okHOCTHAS MHCTPYKIIMS pa3pabaThIBaeTCs HCXOIs U3 3a/1a4 H (QyHKITHIA,
BO3JIOXKEHHBIX Ha KOHKPETHOI'O PaOOTHMKA, B COOTBETCTBHU CO INTATHBIM PaCIHCAHHEM,
IlpaBuiamu  BHyTpeHHero TpyZoeoro pacmopsyika MBJOY, c¢ . cobnoaeHnem
Konmcrurynuu Poccmiickoit  ®enepaunu, Tpymosoro xomekca Poccuiickoi
@enepaluu ¥ HHBIX HOPMATHBHO-TIPABOBEIX aKTOB.

2.5. OcHoBoli a1 pa3paboTKM HOMKHOCTHBIX HWHCTPYKIHH SBISIOTCS
«KpanmmuukanMosHple  XapaKTePUCTHKH  HOUKHOCTeH  pabOTHHKOB — 0OPA3OBAHM»
Enunoro  xBanMQUKalMOHHOrO  CIIPaBOYHHWKA  JOJDKHOCTEH  pYKOBOIHTeNeH,
CHCLHATUCTOB M CIYXallHMX, yTBepxkAeHHoro llpmkaszom  MunucTepcTBa
31paBOOXpaHEHUS U COLHANBHOTrO pa3suts Poccuiickoit ®exepamuu ot 26 asrycra 2010
. Ne761H.

3. Tpebosanus, npeAbsiBiIgeMble K CTPYKTYpe
H COAEPKAHHIO JO/LKHOCTHOHHHCTPYKIHH.

3.1. Jlo/KkHOCTHASI HHCTPYKLHS COCTOUT M3 CIIEAYIOIIHMX Pa3/eNoB:
O01mue monoKeH st
JlOIDKHOCTHEIE 00S3aHHOCTH.

IIpaga.

OTBeTCTBEHHOCTE.

Bzaumootnomtenus. CBS3HU 1O TODKHOCTH.

3.2. B paznene «O01IHe TONOKEHUD?:

yCTaHaBIHBaeTcs cepa NesITeTbHOCTH TAHHOTO CIEIHAIIHNCTA,;



- VCTaHAaBIHWBaeTCH IIOPAIOK €ro HazHauYeHHd U OCBOGO}K,I[BHHH 0T 3aHUMaeMOM
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- VCTaHaBTHBaEESTCH 3aMElleHHe IO JODKHOCTH BO BpEMS OTCYTCTBHUA;
OTPICIAI0TCH KBATHQHKALHOHHBIE TpeGOBaHMS (TPeGOBAHHS, IIPENbIBITEMBIE
K :5?1‘305&32‘:3{) H CTaxy paﬁonﬂ ), TIOTYHUHEHHOCTE CIHETMaIMCTa UNOJDKHOCTHRIE JIMIIa,

- [ICPSUHCIAIOTCA [IDABOBbIE 2KTBl M HOPMATHMBHBIC JOKYMEHTBI, KOTOPHIMH
JOTACH DYKOBOICTBOBATHCS CIIEIIHATHCT B CBOSH NeSTeIBHOCTH.

B paszen Moryr ObITh BKIHOYEHBI Ipyrae TpeOOBaHUS U MONOKEHHS,
ROHRDSTH3HDYIOIIKE H YTOYHAIOUIHE CTaryC MODKHOCTHOIO JIMNA M YCIOBHS €ro
JAeATEILHOCTH.

34. Paznen «/lomkHOCTHEIE OOS3aHHOCTHY CONIEPKUT TEPEYEHb OCHOBHBIX
OVEKUHH TODKHOCTHOTO JTHITA, 8 TAKKE YKA3BIBAIOTCS OBS3aHHOCTH JOJDKHOCTHOTO JIHIIA,
SO3JIaracMple Ha HETO, yKa3blBAeTCA (OpMa €ro y4acTHs B YIPaBIEHIECKOM [IPOIECCe
\PYKOBOZHT, YTBEPKIALT, OOECICUHBAET, MOATOTABIMBACT, PACCMATPHBAET, WCIIONHSET,
KOHTPOIHPYET, COITIaCOBBIBAET, IIPE/ICTABIISIET, KYPHPYET U T.J1.)

3.5, Pazgen «ITpaBay» comepKuT nepedeHs Ipas, IPEJOCTABIIAEMBIX CIELIHATTHCTY
151 BBIIIOTHEHMS BO3JIOKEHHBIX Ha Hero MyHKIMH 1 00sS3aHIOCTeN.

36. B pasnene «OTBETCTBEHHOCTEY YCTAHABIHBAOTCA BHIb OTBETCTBEHHOCTH
3¢ HCCBOCBPEMCHHOE M HEKaYeCTBEHHOE BBIIOJHCHHE CIEMUATHCTOM JOIDKHOCTHBIX
0053aHHOCTEH U HEUCTIONB30BAHHE NPEIOCTABIEHHBIXEMY TIPAB. ’

3.7. Paspen «BsanmootHowerus. CBS3H 10 IOMKHOCTI COZIEPIKHT 1IepeycHb
~OTKHOCTHBIX JIHII, ¢ KOTOPBIMY CIHENHATUCT BCTYIIAET B CIIyKeOHBIC B3AMMOOTHOIICHMS
1 obecrievnBaeTcss HHGOPMAIIHEH, YKA3BIBAOTCS CPOKH TIOJIy4EHHS W MPeNOCTaBICHUS
MH(OpMaIMy, OmlpelenseTcss TOPSIOK IOANMCAHHS, COITACOBAHAS M YTBEPXKICHHUS
JTOKyMEHTOB.

3.8. OBs3arenbHBIME peKBH3UTaMHU JIODKHOCTHOI HMHCTPYKITMH SIBJISFOTCS:

- II0THOe HaumeHoBanue MBJIOV;

- 3aroJIOBOK K TEKCTY;

- BH3bI COTTIACOBAHMS,

- IOMIHChH, TPU( YyTBEPKICHU.

4. Ilopsinok pa3paGorTKu, COrIACOBARNS, YTREPIHKICHHS H BBEICHHS B
[eiiCTBHEIOZKHOCTHOH HHCTPYKIHH

4.1. TomKHOCTHAS MHCTPYKIHUS pa3pabaTsBaeTcs 3aBeayromuM MBJIOVY 1u6o
-HHOM, - yIIomHOMOYeHHBIM  3aBefyroumM MBIOY. B ciyuae, ecim  JlomxHocTHAs
HHCTPYKIMS paspabaThiBaeTCs JIUIIOM, YIIONHOMOYCHHBIM 3aBenyromum MBJIOVY, o ona
[TOITHCBIBACTCS Pa3PAbOTUHKOM.

42, JoIDKHOCTHAS MHCTPYKIHS TIOCTTE pa3paboTku nepenaercs B MPOQCOIO3HBIH
HOMHUTET TICPBUYHOH MpO(COIO3HON  OpraHM3alliM, IpPeiCTABISIONIHI UHTEPeCHI
OornsmmHcTBa pabotaukos MBJIOY (naree - npodcorosnerii komutet). lpodcorosmbii
HOMHTCT B CPOK HE MO3[HEE NeCATH paboumx jHed co ms momydenms JIOIDKHOCTHOI
HHCIPYKIMH OCYINECTBISET cornacopanie JIOIDKHOCTHON HECTpYKIMA. B cnywgae, ecnu
TPOOCOIO3HBI KOMHTET HE COTNACEH C TEKCTOM JIOMAKHOCTHOM UHCTPYKUMH, THOO
SHOCHT IIPEJUIOXNEHHA 10 ero COBEPLICHCTBOBAHMIO, TO 3aseiayomemy MBJIOY
HalPABIACTC MOTHBUPOBaHHOe MHeHMe. 3aenyronmi MBJIOY MokeT COrlIACUTBCS ¢



HHM., TH00 00s3aH TeUSeHUE II9TH JHEH IOoCcie TIOIIy4E€HHA MOTHBHPOBAHHOI'0O MHEHUS

ODOBSCTH  JOTIOTHWTENBHBIE KOHCYIBTALMH C NPOQCOIO3HBEIM KOMHUTETOM B IIEISIX
AOCTHACHHS B3aHMONPHEMIIEMOTO PEllleH .

[Ipz  mejocTwmenuH  COITaCHs, BOSHUKINHE pasHOTIACHA  O(GOPMILTIOTCS
OpoToxoIoM, mnocie uero 3asenyromud MBJOY uMmeer mpaBo yTBepmuTh
~lODEHOCTHY 0 HHCTPYRILTO

3.1. 3aBexviommmii } IB J10V \TBEPJKIHGT JIOIDKHOCTHYTO HHCTPYKIIHIO TIyTeM
OOTBETCTBYIOLLEIO MPHUKA3a.
. B npukase B 0053aTe16HOM TIOPSIKE YKA3EIBAIOTCS:

- 1aTa BBeIeHUs J0KHOCTHOM WHCTPYKITHH B IeHCTBHE,

- YKa3aHue 00 03HaKOMIICHHH pabOTHUKOB ¢ JIOIDKHOCTHOM HHCTPYKIMEH B CPOKH
7151 3TOTO;

- GaMUITHH U JOJGKHOCTH JIMLI, OTBETCTBEHHBIX 33 COOIIONSHNe
/JO/XHOCTHOWHHCTPYKIINY;

- WHbIE YCIOBHS.

3.3. VTBepxaeHuele JIOJDKHOCTHBIE WHCTPYKLMM IIOAJIEXKAT O0OS3aTelIBHON
DETHCTPAlMH B COOTBETCTBMM C TpeOoBaHMAMH Jeronpoussojctea B MBIOY ¢
IPHCBOSHHEM KM IIOPSAIKOBOIO HOMEpA.

6. OsparomaenHe paGoTHHKOB ¢ J{0JUKHOCTHON HHCTPYKUHei

6.1. Osmakomnenue paborauka MBJIOY ¢ JlomkHOCTHOM WHCTPYKIIHEH
20053aTeIbHOM TOPSJIKE OCYIIESCTBISETCS NPH IIOCTYIUIeHHH Ha pabory B MBJIOY.
OsmaxoMiIeHHe ocymecTisieT 3aseayrommi MBJIOVY. Tocne o3HaKOMIIEHHS paboOTHHK
NpocTasiseT Ha JJOIUKHOCTHOH MHCTPYKIMH O3HAKOMHUTENBHYIO BU3Y — C MHCTPYKLMEH
O3HAKOMJIEH, 1aTa, TIOIIINCE.

6.2. Osmakomnenue pabotanka MBJOY c¢ JlomkHOCTHOH HHCTpyKLMed B
00s3aTeNlbHOM TIOPSANKE OCYIICCTBIAETCS IIPH IepeBoje pPabOTHHKA Ha JIPYryIo
JOKHOCTD MM BPEMEHHOM IIE€peBOLE Ha Jpyryw pabory. O3HakomileHHE
ocyurecTriieT 3aBenyromuit MBJIOVY. Ilocne o3sHakoMieHHs pabOTHUK MPOCTABISET HA
l0TKHOCTHOHR HHCTPYKIMH 03HAKOMHTENBHYIO BU3Y - C HHCTPYKIIHEH 03HAKOMIIEH, aTa,
IOIIHCE.

60.3.TpeboBanus, ycTaHOBNEHHbIE B J[OIDKHOCTHOM MHCTPYKIMY, NeACTBUTEIBHEI C
TOT0 MOMEHTA, KOT/Ia paOOTHUK OBLI C Hell 03HAKOMIIEH.

64. B cmysae ecmu paborauk MBJIOY  oOTKasbiBaeTcs — pachmMcaThCS
B03HAKOMIICHHH WMITH TIONTy9eHuy JIOJKHOCTHOM MHCTPYKIIHH, TaHHBIH 0TKa3 GHKCHPYETCs
IVTeM COCTaBIEHHS aKTa B IPUCYTCTBHMH He3aWHTEPECOBAaHHBIX CBHcTeNed. B axte
Taxme (QuKcHpyeTcs (akT O3HaKOMICHHS paboTHuKA ¢ cojepkaHueM JIOmKHOCTHOI
HHECTPYKIMH B HHOH ¢opme (HomKHOCTHAS WHCTPYKUMS —3a4YMTHIBAETCA  BCIIYX
sasenyromum MBJIOY).

6.5. Mna Tekymieil paboTHl ¢ MOMIMHHUKA JTODKHOCTHON MHCTPYKUMH CHUMAIOT
32BSPRHHYIO KOIMIO, KOTOPY!O BBLIAIOT padoTHHKY MBJIOYVY, paboraromemy B maHHOH
JOKHOCTH.

7. Buecenne nzmeHneHHii B JIOJUKHOCTHYI0 HHCTPYKIHIO
7.1. Brecenue u3MeHeHHH B JIOIDKHOCTHYIO HHCTPYKIIMIO OCYIIECTBIISETCA B CIETYFONIIX
CIyHasX:
7.1.1.B cBs3m, ¢ u3MeHeHHeM 00s3aTelbHBIX YCIOBHH TPYIOBOTO IOrOBOpA, yKa3aHHAs



¢ TpebosanusmMu TpynoBoro xojaexca Pd
v 32 2 Mecsua 10 [IpeanojaraeMoro u3MeHeHHs
. Ilocae nomy 15 paOOTHUKOM COIVIAIlIEHHs] Ha IPOIOIDKEHHE
ii. BHOCHTCS H3MeHeH:HS B [JODKHOCTHYIO HHCTPYKIHIO).

BIX VCIOBHH TpyJa, Oe3 H3MCHEHMs TpyNOoBOH

MBIOV e 1HIO. VIIOTHOMOUYEHHOE MM, COCTaBIseT [JOIDKHOCTHYIO
BECTDYEIEED B HOBOH DeIaKIHH, KOTOpas COTTIACOBBIBACTC M YTBEPKINAeTCA B
COOTBETCTEMH ¢ TpeDOBaHMSME, VCTAHORIEHHBIMH pasfenamd 4 W 5 HaCTOALIETO
Iosomesns. O35aKoMIcHHE ’:;..OO“HHI\H ¢ JI0/DKHOCTHOW MHCTPYKIUEH OCYILECTBIMETCS B
COOTBETCTEHE © TPeOOBAHKAMHE, YCTAHOBICHHBIMH pasfenoM 6 Hactosiero [TonoxeHus.

8. XpaneHHe 10/LKHOCTHLIX HHCTPYKIHH

MHCTDYKIMH  XPaHATCA B  COOTBETCTBHM C  NpaBUIAMH,
3 [lepeyHeM THWIIOBBIX IPABIECHYECKMX APXHBHBIX JOKYMEHTOB,
5 rpolecce JIeSTeIBHOCTH TIOCYyNapCTBEHHBIX OPraHOB, OPraHOB
OVIIDaBIeHMS W OpraHM3allii, yTBEPKACHHBIM MpPHKa30M MEHKyIBTYDbI
Poccsm ot 25.08.2010 Ne 558.
Y TEEOCTHRE HECTPYKIHH paboTHEKOB MBJIOVY mojyiekat NoCTOSHHOMY XPaHECHHIO
genye TPEX JIeT M0CIe UX 3aMEHBI HOBBIMH.

L1236 1 p_:\-




B NOKyMEeHTe oneyarano u
IPOIITHYPOBAHO

5 (_rfr

) rcTa(oB)
A, Jlsinnna




