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1. O6mue noJioKeHHS

L.1. Hactosmee [IlonoxkeHue O [JODKHOCTHON  HHCTPYKIMH paGOTHHMKOB (najee
[Tonoxenne) MyHHIHITAIBEHOTO OOIKETHOTO JOLIKOJIBHOTO 00pa30BaTEeNbHOIO  yUPEKICHUSI
«Herckuit can Ne 324 xomOuHHpoBaHHOTO BHAa » (mamee - MBJIOVY) paszpaboTaHo B mensx
PeryJIMpOBaHKsA B3aHMOOTHOIIEHUH Me) Ty paOOTHHKOM U paboTomarenem.

12. Hacrosmee IlomokeHme oOIpefiensieT OCHOBHBIC TpeGOBaHHS K CIPYKType
H CONEPKaHHWI0 NODKHOCTHOH HHCTPYKIMH paborHHkoB MBJIOY, a Takke K mpoleaype
pa3paboTK¥ MOMKHOCTHBIX WHCTPYKLHH, MOPSIOKY WX IPHHSTHS, YITBEpPAKICHUS, BHECEHUS B
HHUX JIOIOJIHEHHUH U U3MEHEHUH.

2. ITonATHE JOKHOCTHOM HHCTPYKIIUH

2.1. [JlomxHocTHas wMHCTpyKuus pabotHuka MBJIOY (manee - JlomxHOCTHas
MHCTPYKUHMs) - OCHOBAaHHEIM HAa HOPMAax 3aKOHONATENBCTBA OQHMIMATLHEIA  IIPAaBOBOM
JNOKYMEHT, pETIaMEHTHPYIONIMH OpPraHH3allMOHHO-IIPABOBOE  IOJIOJKEHHE paboTHHKa

MBJIOY, ero o0g3aHHOCTH, TIpaBa, OTBETCTBEHHOCTh, OOCCIEYHBAIONIMA  YCIOBHA
nng  ero  >QQexTHBHOM paboTBl NPH OCYIMIECTBICHHH WM TPYJOBOH JIeATEIbHOCTH
COITIACHO 3aHUMAaEeMON JODKHOCTH

2.2, JlomKHOCTHAas  HMHCTPYKIHS  SBISCTCH  HOPMATHBHBIM  JIOKATBHBEIM  aKTOM
MB/IOY, perynupyromum oTHomenus B pamkax MBIOY, comepixammm o6meobs3aTenbHEIe
IIpaBuJia MOBEICHH JJIS BCEX HJIM HEKOTOPHIX YUAacTHHKOB 00pa3oBaTelIbHBIX OTHONIECHHIA,
PacCYMTaHHEIM HAa HEOJAHOKPATHOE NPHUMEHEHHE, YTBEP:KAEHHBIM IIPHKA30M 3aBEIYIONIErO
MBJIOV. :

23. JlomxHOCTHasT HMHCTPYKIIHS COCTaBIfgETCA I10 KaKIOH INTATHOH OJDKHOCTH
MBJIOY u o0bsiBnseTcs paGOTHHKY 1107l PACIMCKY IPH 3aKTIOYCHHH TPYZAOBOrO AOroBOpa, a
TaKKe NPH NepeMelleHH: Ha APYyryio JOJKHOCTh H IIPH BPEMEHHOM HCIOIHEHHH 00sS3aHHOCTeH
10 JIOJDKHOCTH.



2.4. JlomxkHOCTHas HHCTPYKIMs paspadarsiBaeTcss HMCXOAs M3 3anad M (byHKIumif,
BO3JIOKECHHBIX Ha KOHKPETHOIO pabOTHHKA, B COOTBETCTBHH CO IITATHLIM pacnucanueM, [Ipasuiamu
BHYTpeHHEro TpyaoBoro pacmopsaka MBJIOY, ¢ cobmronenmem Komcturynmu Poccmifckoit
®enepanun, Tpymosoro xogekca Poccuiickof @enepanvum ¥ HHBIX HOPMATHBHO-
IIPaBOBHEIX aKTOB.

2.5. OcHoBoH nang pa3paboTKM  JODKHOCTHEIX HMHCTPYKIHMHM  SBISIOTCA
«KBammuKanMOHHBIE XapaKTePHCTHKH JOJDKHOCTeM paboTHHKOB 00pa3oBaHMsly EIHHOTO
KBAJIH(QHKAIMOHHOTO CIPABOYHUKA TODKHOCTEH PYyKOBOJHTENEH, CENUAIACTOB H CIIyKaIlHX,
yTBepkaeHHoro IIpukazom MHUHHCTEPCTBA 3IPABOOXPAHEHHS M COLMAILHOIO Pa3BHTHA
Poccuiickoit @enepannu ot 26 aerycra 2010r.Ne7614.

3. TpeboBanns, NpeAbsB/sieMbIe K CTPYKTYPE H COAepPKAHHIO JO/KHOCTHOM

HHCTPYKIHH.
3.1. JIo/KHOCTHAs HHCTPYKIUS COCTOMT U3 CIEAYIONIHX Pa3/IelioB:

- OOnmEe NoIoKeHHA

- JlomkHOCTHEIE 00SI3aHHOCTH.

- Ilpaga.

- OTBETCTBEHHOCTE.

- BszaumootHomniesns. CBS3H 110 JOJDKHOCTH.

3.2. B pazpene «Obnme monoxeHus»:

- ycTaHaBIHMBaeTcs cdepa AesITeIbHOCTH JaHHOTO CIIeIHAIKNCTA,

- yCTaHaBIHMBACTCA TOPSAOK €r0 Ha3HA4eHWUs M OCBOOOXKIEHHS OT 3aHHMAaeMOit
JIOJDKHOCTH;

- yCTaHaBIMBAaeTCs 3aMelleHHUe 10 JIOJDKHOCTH BO BpeMsl OTCYTCTBHS,

- ompefemmorcs — kBamMpuKamuoHHBle —TpeboBaHus  (TpeOoBaHMS, IPEIBSIBISIEMBIE
K 00pa30BaHHIO U CTaXy pabOThI), HOAYHMHEHHOCTh CIIELHAINCTA U TODKHOCTHEIE JTHITA, KOTOPBIMH
OH PYKOBOJTHT;

- TIEPEYHCIAIOTCA TPaBOBBIE aKThl W HOPMAarTUBHBIE  JOKYMEHTBI, KOTOPBIMH
JIOJIKEH PYKOBOJCTBOBATHCA CIEIMATHCT B CBOEH AEITETEHOCTH.

B pasnen MoryT OBITH BKITFOYEHB! IpyTHe TPeOOBAHUS H MOTOKEHUS, KOHKPETU3HPYIONIHE K
YTOYHSIOIIHAE CTaTyC JOIDKHOCTHOTO JTHIIA U YCIIOBHS €T0 AesTeTEHOCTH.

34. Pazmen «J/lomxHOCTHEIE 0OA3aHHOCTH»  COACPIKUT IepeYyeHb  OCHOBHEIX
GyHKIME  JO/DKHOCTHOIO JIMI[@, a TakKe YKa3hIBalOTCsAd O00A3aHHOCTH  HODKHOCTHOIO
JHLa, BO3JaraeMble Ha HEro, YyKaselBaeTcs ¢opMa €ro ydYacTHsS B YIPaBICHYCCKOM
mporecce (PyKOBOMHUT, YTBEpiaaeT, obeclieurBaer, IIOJITOTABJIMBAET, PACCMATPHBAET,
HCIIONTHSET, KOHTPOJHUPYET, COIVIACOBHIBAET, IIPEACTABISIET, KYPHPYET H T.II.)

3.5. Pazgen «IlpaBa» comepikHT IepedeHb IIpaB, MPENOCTABISAEMEIX CIICLIHATHUCTY IS
BEINIOJTHEHHS BO3JIOXKEHHBIX Ha Hero (pyHKIME 1 00s3aHHOCTEH.

3.6. B pazmeme « OTBETCTBEHHOCTEY»  YCTAHABIHBAIOTCA  BHIEI OTBETCTBEHHOCTH
3a HECBOECBPEMEHHOE H HEKaueCTBEHHOE BEITIOJIHEHHE CIICIHAITHCTOM IOJIKHOCTHEIX
o0s3aHHOCTEH U HEUCIIONH30BaHKE IIPEJOCTABICHHEIX eMy IIPaB.

3.7. Paznen «BsaumoorHomieHus. CBsi3u 10  JODKHOCTHY»  COHEPXKMT  IIEpedeHb
JOJGKHOCTHBIX JIMIl, C KOTOPBIMH CHOENHAJIHCT BCTYMaeT B  CIOy:KeOHbIe B3aHMOOTHO-
menuss © obOecneunBaercs HHGOpMaIMeld, yKa3bIBAIOTCS CPOKH IOIYyUEeHHS H IIPeoCcTaB-
neHus HHGOpPMaIIHH, OITPENENIeTCs OPAA0K IOITHCAHHNS, COMIACOBAHMS H YTBEPKICHH JOKYMEH-
TOB.

3.8. Obs3aTenbHEIMH peKBH3UTaMH J[OIDKHOCTHON HHCTPYKIIMH SBIISIFOTCS:



- TnonHoe HauMmeHoBarnue MBJIOY;
- 3aroJIOBOK K TEKCTY;
- BH3BI COIIACOBAHMI,

- IOANHUCH, TPH( YTBEPKICHHS.

4. Ilopsimok pa3paboTKH, COIIACOBAHHS, YTBEPIKACHHS H BBCICHAS B e CcTBHE
AOJKHOCTHOM HHCTPYKIHH

4.1. JlomxHOCTHas HHCTPYKIMs  pa3pabareiBaeTcs  3aBenyrommm  MBJIOY
nubo JymmoM, yHogHOMOYeHHEIM 3aBexyrommMm MBJIOY. B ciywae, ecnm JJomkHOCTHAS
HHCTPYKIHA  paspabareiBaeTcs — JHIOM,  YHIOJTHOMOYEHHBIM 3aBeayrommM MBJIOVY, 1o ona

HOANKCEIBAETCS pa3paboTIHKOM.

42.  JlomxHOCTHas HMHCTPYKIMsS Iocie pa3paboTKH mepepaercs B IpodCOIO3HE
KOMHTET NEPBHYHOH IPO(QCOIO3HOH OpraHW3alli¥, IIPEACTABISIONINN HHTEPECH OONBIIMHCTBRA
pabOTHHKOB MBJI0OY (manee - npodcor03HBIH KOMHUTET).
IIpodcoro3HBI KOMHTET B CPOK HE IIO3HEE [ECATH pabodux JHeH co  JIHS MOITydeHHs
JlomKHOCTHOM HHCTPYKIUH OCYIIECTBIIsET corlacopanue JOIDKHOCTHOH HHCTPYKIHH. B ciyugae,
ecld IpodCOIO3HBIH KOMHTET HE COINIACeH ¢ TeKCTOM J[O/DKHOCTHOM HHCTPYKITHH mbo
BHOCHT IIPEJUIOKEHHS o €r0 COBEPIIEHCTBOBAHHIO, TO 3aBexyromemy MBJIOY
HallpaBIsSeTCS MOTHBHPOBaHHOE MHEHHE. 3aBenyronuii MBJIOY MoxkeT cormacuThes ¢ HUM 00
obs3aH B TEUEHHME ITH JHEH [Ocie TIIONYyYeHHS MOTHBHPOBAHHOTO MHEHHS IIPOBECTH
JIOTIOTTHUTEIBHEIE KOHCYJIBTAH ¢  IPO(COIO3HBIM  KOMHTETOM B IEIAX  JOCTHIKEHHS
B3aUMOIPHEMIIEMOTO PEeIIeHHUS.

IIpy HEZOCTHIKCHHH COIIACHS BO3HHKIIME pa3HOITIAcHs OGOPMIIAIOTCS MPOTOKOIOM,
nociue yero 3aseayromuit MBJIOV umeer npaBo yreepauTts JomMKHOCTHYIO HHCTPYKITHIO.

5. YrBepixaenne [[0/KHOCTHON HHCTPYKIHH
5.1. 3aBemyrommit  MBJIOY  yrBepxnaer  JIOJKHOCTHYK)  HMHCTPYKIIHIO  IIyTEM
HU30aHuA COOTBETCTBYHOIIIECTO IIpHuKa3sa.
5.2, B npuxase B 00s13aT€IEHOM ITOPSAJIKE YKA3BIBAIOTCA:

- Jnara BBeJieHHs JIOJDKHOCTHOM HHCTPYKIMH B ACHCTBHE,
- ykazanue 00 o3HakoMyeHMH paboTHHKOB ¢ JIOIDKHOCTHOH HMHCTPYKOHEH W
CPOKH IS 3TOTO;
- baMuIHM ¥ JODKHOCTH JIMI[, OTBETCTBEHHEBIX 32 coOmoneHne JIOIDKHOCTHOM
MHCTPYKIIHH;
- HHBIE YCIIOBHS.
5.3. YreepkaenHble J[OKHOCTHBIE HHCTPYKIMH MOJIEKarT 00s3aTelbHON perucTpaliy B
COOTBETCTBUHU ¢ TpeboBaHWAMHU Ienonpou3BoicTBa B MBJIOY ¢ mpucBoeHHEM MM MOPSIKOBOTO
HOMeEpa.

6. O3aakoMJiedne padoTHHKOB ¢ JlOJIKHOCTHOH HHCTPYKIH el

6.1. O3smakomienme paboremka MBJIOY ¢ JIoKHOCTHOH HHCTPYKIHEH B
o0s3aTebHOM TIOPSAKE OCYMIECTBISETCS TMpH TMOCTyIUleHMM Ha pabory B MBJOVY.
Oznakomiuenne ocymectBisger 3apenyrommii MBJIOVY. Ilocne o3nakoMueHHs pabOTHHK IIPO-
cTaBisieT Ha J[OJDKHOCTHON MHCTPYKIMH O3HAKOMHTENIBHYIO BU3Y — ¢ HHCTPYKIMEH O3HAKOMIIEH,
Zata, IOJIIHCE.

6.2. Osmakomnienwe paborauka MBJIOY ¢ J[JloDKHOCTHOM HHCTIPYKIHMEH B
0043aTENBHOM IOPSIKE OCYIIECTBIAETCS NPHU IepeBoje pabOTHHKA Ha APYIYIO AOJDKHOCTh



WIH BPEMEHHOM IIEPEBOAe Ha Ipyryilo pabory. O3HaKOMIECHHE OCYLIECTBISIET 3aBETyIONIHIA
MBJIOV. TTocie o3nakoMienus paGOTHUK IPOCTABIAET Ha J[OJDKHOCTHOH —MHCTPYKIIHH — O3HAKO-
MUTEJIbHYIO BHM3Y - C MHCTPYKIHEH O3HAKOMIIEH, JaTa, IIOAINCE.

6.3. TpeGoBanums, ycraHopneHHbe B J[OJDKHOCTHOM HHCTPYKIIHH, DeHCTBHTEIbHEL
C TOrO MOMEHTA, Koraa paboTHHK OBLI ¢ Hell 03HaKOMIIEH.

6.4. B cnyuae ecmu pabormuk MBJIOY oTKasbIBaeTcs pacHHCaThCs B O3HAKOMIICHHH
WM noinydenud JIOIDKHOCTHOM WHCTPYKIHMH, ITaHHEIA — OTKa3 GUKCHpyeTcs IyTeM COCTAB-
JEHUs aKTa B NPUCYTCTBHH HE3aMHTEPECOBAHHBIX CBHIETENeH. B akre Takke duxcupyercs
haxT osHakomIeHHs paboTHHKA C comepiaHueM JIOIDKHOCTHOM HHCTPYKIMH B HHON Qopme
(HomxHOCTHAS
HHCTPYKIIMS 3a4MTEIBAETCS BCIyX 3aBeayrommm MBIOY).

6.5. J[lms Tekyme# paGoTEl ¢ MOMIMHHHKA JIOJDKHOCTHOM HMHCTPYKIIMH CHHMAFOT
3aBEPCHHYIO  KOIIHIO,  KOTOpyH0  BeigaioT paborHHKY MBJIOY, padoraromeMy B JaHHOM
JOJDKHOCTH.

7. Buecenne u3menenuii B J{0JBKHOCTHY 0 HHCTPYKIHIO

7.1. Buecemne m3Menenu#f B JIOIDKHOCTHYIO HMHCTPYKIMIO OCYIIECTBIACTCS B
CIISAYIOIINX CITydastX:

71.1. B cBA3M ¢ H3MEHeHHEM O0S3aTeNBbHBIX YCIOBHM TPYIOBOTO IOrOBOpA.
Ykaszandas [poledypa IIPOBOJHTCS B COOTBETCTBHH ¢ TpeGoBaHumsaMu TpymoBoro
konekca P®@ (paborHmk nomkeH OBITP He IO3[HEE, YeM 3a 2 MECAma IO MPEANOoIaraeMoro
H3MCHEHHS INHMCbMEHHO yBenomineH. Ilocme momydenus pabOTHHKOM COINIalIEHHS  Ha
IIPOJIOJDKEHHE TPYIOBBIX OTHONIEHHH, BHOCATCH H3MEHEHHS B JIOIDKHOCTHYIO HHCTPYKIIHIO).

7.12. TOpH H3MEHEHHHM OpraHW3allMOHHBIX YCIOBHH Tpyda, Oe3 H3MEHCHHUS
TpynoBo# QyHkIH paboTHHKA.

72. 3apenyronmi MBJAOY wmmm 1MNO, YOONMHOMOYEHHOE MM, COCTaBIISeT
JIOJDKHOCTHYFO MHCTPYKIIMIO B HOBOM pelakIMH, KOTOpas COINIACOBHIBAETCA H yTBEPXKIAETCH
B COOTBETCTBHH C TpeOOBaHUSMHM, YCTAHOBJIEHHBEIMH pazienamu 4 u 5 Hacrosmiero IlonokeHHs.
Osnakominenne paboTHHKA ¢ JIOIDKHOCTHOM MHCTPYKIMER OCYIIECTBISETCS B COOTBETCTBHH  C
TpeOOBaHMSIMH, YCTAHOBICHHBIMHE pa3ienioM 6 HacTosmero [lomoskenus.

8. XpaneHHe 10/UKHOCTHBIX HHCTPYKIIHH

8.1. JIO/DKHOCTHBIE HMHCTPYKIIMM XpaHSTCS B COOTBETCTBHH C IIpaBHIAMH,
YCTAQHOBICHHBEIMH B llepedneM THNOBEIX yHIpaBIEHYECKHX AapXUBHEIX  JOKYMEHTOB,
obpasyromuxcss B OPOLECCE JEATENFHOCTH TOCYJapCTBEHHEIX OpPraHoB, OpTaHOB
MECTHOTO  CaMOYIpaBlICHHS W  OpraHu3aiui.

8.2. Homwxuoctaele HHCTpyKuuH pabortEEkoB  MBJIOY  momexar mocTtosHHOMY
xpanesuo B MBJIOVY B TedeHHe Tpex JIeT OCIIe HX 3aMEeHEI HOBBIMH.



