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O01ue MoJI0KEeHu A

JlomKkHOCTHAsT MHCTPYKIUS SIBJISIETCSI OCHOBHBIM OPraHM3allMOHHO-IIPABOBBIM JOKYMEHTOM,
OTIPECIISIONINM 3aJla4i, OCHOBHBIE TpaBa, 00S3aHHOCTU U OTBETCTBEHHOCTH JTOJDKHOCTHOTO
auna (paboTHUKA) MPU OCYLIECTBICHUN UM TPYIAOBOW NEATENLHOCTH COTJIACHO 3aHUMaeMOin
JOJIKHOCTH.

OcHoBoll Jisi pa3pabOTKU JOJDKHOCTHBIX WHCTPYKIIUN SIBJISIOTCS TpOo(deccHoHaIbHbBIE
CTaHIApThl, YTBEPXKIEHHBbIC MPUKA30M MUHUCTEPCTBA TpPyAa M COIUAIBHON 3allUThHI
Poccuiickoit ®enepanuu, Ha gaHHBIA MoMeHT. [lpu oTCyTcTBUM pa3pabOTaHHBIX
npo(CTaHTAPTOB  PEKOMEHIYETCS TOJb30BaThCS  KBATHM(PUKAIMOHHBIM  CIPABOYHUKOM
«KBanmudukannoHHble XapaKTePUCTUKHU JOHKHOCTEH paOOTHMKOB 0Opa3zoBaHms» (TpUKa3
MHUHHCTEPCTBA 37paBOOXPAHEHHUs U colanbHoro pa3sutus PO ot 26.08.2010 r. Ne 7611 «O06
yTBepkaAeHUH EAMHOro KBalnM(PHUKAIMOHHOIO CIPaBOYHUKA JOKHOCTEH pPYKOBOJIWTENEH,
CHEIUAJIMCTOB U CIYXKAIIUX»).

JloyKHOCTHAST MHCTPYKLUS pa3padaThIBaeTCs UCXOAs U3 33134 U (YHKIMN, BO3JIOKEHHBIX Ha
KOHKPETHOTO pa0OTHHKA, B COOTBETCTBUU C MPOPCTAHIAPTOM, INTATHBIM PACIHCAHHEM,
[IpaBunamu BHYTpPEHHEro TPYJIOBOTO pacmnopsaka, ¢ coOmogeHneM KoHcTuTyuu
Poccuiickoit  ®Penepanuu, TpymoBoro koaekca Poccuiickoit ®enepauui W UHBIMHU
HOPMAaTHBHO-TIPABOBBIMU aKTaMH.

[Ipu cocTaBiieHUU MOKHOCTHON MHCTPYKIMH PabOTHHKA C y4eTOM npodcTaHmapra, MOXET
OBITh MCIOJB30BaH HE Bechb HAOOp TPYAOBBIX (PYHKIMH, 3HAaHUH U yMEHUH B 000OIIEHHON
TPYIOBOM (DYHKITMU WIIK K€ HAOOP TPYIOBBIX (PYHKIIUHA MOXKET OBITH PACIIUPEH UCXOIS M3
cneun(UKy BBIMONHAEMON paboThl. Jlomyckaercss MCIOJIb30BaTh HECKOJIBKO OOOOIIEHHBIX
TPYIOBBIX (PYHKIIUN, P 3TOM TpeOOBaHMs K KBaTH(UKAIIMU PAOOTHUKA OMPEICISIIOTCS 10
0oJiee BEICOKOMY YPOBHIO KBATH(UKAITIH.

JIOJDKHOCTHBIC HHCTPYKIIUH Pa3pabaThIBAIOTCS LIS PEATN3AIMH CIICTYIONINX [IEIeH:
® palMOHAIBHOE pa3JelIeHUe TPYAa;
¢ TMoBBIIICHUE 3(PPEKTUBHOCTH YIIPABICHUECKOTO TPYAA;

® CO3JaHHME  OPraHU3allMOHHO-TIPAaBOBOM  OCHOBBI  TPYAOBOM  JESATEIHHOCTH
pabOTHHKOB;

® perjaMeHTalus B3aMMOOTHOLICHUH paOOTHHUKA U pabOTOIATENs;

e oOecneueHre OOBEKTUBHOCTU U 0OOCHOBAHHOCTH MPHU aTTECTAIIMHM COTPYIHUKA, €TO
MOOUIPEHUH U NPU HAJIO)KEHNUN HA HETO JTUCLUIUIMHAPHOTO B3bICKAHMUS;

e OpraHu3anus ONTHMAJILHOTO OOYYCHHS, TIOJTOTOBKH M MOBBIMICHUS KBATH(PUKAITAN
KaJIpOB;

® YKPEIUICHHE TPYAOBOU JUCLUIIIMHBI B OPraHU3aLNH;
® COCTAaBJICHMS TPYAOBBIX JOTOBOPOB;
® Da3peIIEHHUE TPYIOBBIX CIIOPOB.

JIoMKHOCTHAS MHCTPYKIUSL COCTABIIAECTCS MO Ka)XIOM IITATHOM JOJKHOCTHM OPraHU3alHHu U
O0OBSABISIETCS pAOOTHHKY IO PACTTUCKY TIPH 3aKIIOYECHUU TPYAOBOTO JOTOBOPA, a TAaKKe MPH
MEpPEeMEeIICHIN Ha APYTyI JOJDKHOCTh W TPU BPEMEHHOM HCIIOTHEHHH OOS3aHHOCTEH IO
JIOJKHOCTH.
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JlomkHOCTHAS HHCTPYKIIUS COCTOUT U3 Pa3felioB:

1. OOwme moiIoKeHU.

2. JlomKHOCTHBIC 00SI3aHHOCTH.
3. Ilpaga.

4. OTBETCTBEHHOCTb.

5. BzaumooTHOMICHHS.

6.

CBs3H 110 JOJIKHOCTH.
B paznene «OO011ue monoxeHus» yKa3bIBaIoT:
e HauMMEHOBAaHHUE JOJLKHOCTH,

¢ TpeOoBaHUs, MPEABABIsIEMbIe K 00Pa30BaHUIO U CTAXY pabOTHI TOJKHOCTHOTO JIUIA
(kBanmuQUKaIMOHHBIE TPEOOBaHUs), 0COOBIE YCIOBHUS JOIMyCKa K padoTe;

® HEMOCPEICTBEHHAS! OJYMHEHHOCTh (KOMY HETOCPEICTBEHHO MOAYMHSCTCS JTaHHOE
JIOJDKHOCTHOE JIMIIO);

® YCTAaHAaBJIMBACTCA cq)epa ACATCIIBHOCTH JaHHOT'O CIICHUAINCTA,

® YCTaHABIMBACTCS TOPSIOK €ro Ha3HAuYeHUs W OCBOOOXKIEHHUS OT 3aHMMaeMOM
JIOJIDKHOCTH;

® YCTAHABJIMBACTCA 3aMCUICHUC I10 JOJZKHOCTH BO BPEMS OTCYTCTBUS,

® TICPCUHUCIIAIOTCA 3HAHUA U YMCHUSA, KOTOPBIMU JTOJIKCH O6JIa,Z[aTB CIICHUAIMCT IIpU
BBIINTIOJTIHEHHUHN CBOUX NOJDKHOCTHBIX 00s13aHHOCTEHA.

B paznen MoryT ObITh BKJIIOUEHBI Ipyriue TPeOOBaHUS U MOJO0KEHUS, KOHKPETU3UPYIOIINE U
YTOYHSIIOLINE CTATyC JOJKHOCTHOTO JIMIA U YCJIOBUS €r0 JAESITeIbHOCTH.

Paznen «/lomxHOCTHBIE 00S3aHHOCTHY COAECPKUT MEPEUEHb OCHOBHBIX TPYAOBBIX (YHKIUI
JIOJDKHOCTHOTO JIMIIA, @ TaKXKe YKA3bIBAIOTCA OOS3aHHOCTH JOJDKHOCTHOTO JIMIIA B paMKax
9TUX TPYAOBBIX (YHKUHWH, BO3/IaraeMble Ha Hero. YKasbiBaeTcs (opma ero ydactusi B
yIpaBJIEHYECKOM TMpolecce (PyKOBOIHUT, YTBEPXKIAeT, OOECleunBaeT, IOArOTaBINBACT,
paccMaTpuBaeT, UCIIOIHSET, KOHTPOJIUPYET, COINIACOBBIBAET, IPEICTABIISIET, KYpUPYET U T.1.)

Pasnen «lIpaBa» comepKHUT TMepedyeHb TMpaB, MPEIOCTABISEMBbIX CHEHUANINUCTY IS
BBITMIOJTHEHHS BO3JIO)KEHHBIX HA HETO PYHKIM U 00sS3aHHOCTEH.

B  pasmene  «OTBETCTBEHHOCTBH»  YCTaHABIMBAIOTCS  BHIBl  OTBETCTBEHHOCTH 34
HECBOEBPEMEHHOE U  HEKAYECTBEHHOE  BBIIOJIHCHUE  CHELUAIUCTOM  JOJKHOCTHBIX
00513aHHOCTEH 1 HEHCIIONB30BaHHE MIPEOCTABICHHBIX EMY TIPaB.

Paznen «BzaumooTtHommeHus. CBS3U 1O AOHKHOCTHY COJIEPKHUT MEPEUEHb JTOJDKHOCTHBIX JIHII,
C KOTOPHIMH CIICIHAIUCT BCTYMAeT B CIYKEOHBbIC B3aUMOOTHOIICHUS U OO0ECIICUYUBACTCS
nHopMmaren, yKa3bpIBAIOTCS CPOKH TIOJYYCHHsS] H TPEIOCTABICHHUS HWHGOpMAIUH,
OTIPEIETISICTCS TTOPSIIOK IMOAITUCAHHUS, COTJIACOBAHUS U YTBEPXKICHUS TOKYMEHTOB.



2.7.

3.1.
3.2.

4.1.

4.2.

4.3.

5.1.

5.2.

5.3.

4
O0s3aTenbHBIME PeKBU3NTAMU J{OJDKHOCTHON MHCTPYKIIUH SBIISIOTCS:
® II0JIHO€ HAUMEHOBAHUE YUPEIKICHUS;
® 3aroJIOBOK K TEKCTY;
® BHU3BI COIIACOBAHHS;

® T[IOAINNUCH, IPU() YTBEPKACHHUS.

3. Ilopsinok pa3padoTKH, COIJIACOBAHMSA, YTBEP:KICHHUS U BBeleHUsI B IeliCTBHE
JO/IZKHOCTHOM HHCTPYKIMH

JloykHOCTHAsT MHCTPYKIHS pa3pabarbiBaercs 3aBeaytomum JJOVY.

JIoOmKHOCTHAST MHCTPYKIHS Tocle pa3paboTku mepemaercs B MPO(COIO3HBIA KOMHUTET
MEePBUYHON TPO(COI03HON OpraHU3alMK, TMPEACTABISIONIMNA HMHTEPEChl  OONBITMHCTBA
pabotaukoB IOV (manee - mpodcoro3ubiii komuter). [Ipodhcoro3HbIII KOMUTET B CPOK HE
Mo37HEE NECATH pabounX JHEH co AHS moaydeHus J{OKHOCTHON MHCTPYKIIUU OCYILECTBIISET
ee corjlacoBaHHme.

4. YrBep:xkaenue [01KHOCTHON HHCTPYKIHHA

3agenyrommii  JIOY  yrBepxknmaer  JIOJDKHOCTHYHO ~ MHCTPYKLMIO  TYTEM  M3JIaHUS
COOTBETCTBYIOILIETO MTPHUKA3a.

B npukase B 00s13aTEILHOM MOPSAKE YKA3bIBAIOTCS:
e Jnara BBeJeHUs J{OJKHOCTHOW MHCTPYKUMHU B ICHCTBHUE;

e ykazaHue 00 O3HAKOMJICHHH PAOOTHUKOB C JIOMKHOCTHOW WHCTPYKIUEH M CPOKHU
JUISL 3TOTO;

® UHBIC YCIIOBUA.

YTBepxneHHble JOMKHOCTHBIE MHCTPYKIMM MOJUIeKAT 00s3aTeIbHON PpErucTpanui B
COOTBETCTBUU C TpeOOBaHUsIMHU Aenonponus3BoacTBa B IOV ¢ nmprucBoeHreM UM MOPSIKOBOTO
HOMEDA.

5. O3nHakomiieHHe pa0OTHUKOB ¢ /l0/1KHOCTHOM MHCTPYKIMel

Oznakomienue pabornuka JIOY ¢ JIoKHOCTHONW MHCTPYKIIMEH B 00S3aTE€IBLHOM TOPSIKE
OCYILECTBIISICTCS TP MocTymIeHun Ha padory B IOV, a takxke npu nepeBoje pabOTHUKA Ha
IPYTYI0 JOJKHOCTh WJIM BPEMEHHOM TiepeBofe Ha Jpyryo pabory. O3HakomiieHHe
ocymectBiusier 3aenyromuit JIOY. Ilocne o3HakomieHHs pPaOOTHUK IPOCTAaBIAET Ha
JIOM>KHOCTHON MHCTPYKIIUM O3HAKOMHTEIIbHYIO BHU3Y - C MHCTPYKIIMEH O3HAKOMJIEH, J1aTa,
MOATMNCH.

TpeboBanusi, ycrtaHoBiieHHble B JIODKHOCTHOW WHCTPYKIIMH, JACHCTBUTENBHBI C TOTO
MOMEHTA, KOT/1a pabOTHUK OBLT C HEM 03HAKOMIICH.

Jns Tekymiei pa®oThl ¢ MOMJIMHHHUKA JIOJUKHOCTHOM HMHCTPYKIMH CHHUMAIOT 3aBEPEHHYIO
KOIIHIO, KOTOPYIO BeIIatOT paboTHuKy JJOVY, paboratoniemMy B JaHHOH TOMHKHOCTH.
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6. BHecenmne nm3meHeHui B Jl0JZKHOCTHYIO HHCTPYKIIHIO

Bnecenne wusMeHeHH B JIOJDKHOCTHYHO MHCTPYKLMIO OCYILIECTBIISIETCS B CIEAYIOLIUX
ClIyYasix:

® [IpH U3MEHEHHUH JOJDKHOCTHBIX IIPaB U 0053aHHOCTEIH;

¢ JIpHU BO3JIOKCHUU Ha pa6OTHI/IKa Hapsaagy ¢€ C€ro OCHOBHBIMHU JOJIZKHOCTHBIMU
00s13aHHOCTSIMU JIOTIOJTHUTEIIBHOW pabOThl MO JPYrod MM TaKOW ke mpodeccuu
(TOKHOCTN);

® [P peopraHu3aliy IOPUINICCKOTO JUIIA;

e [IpM M3MCHCHUH IITATHOTO pPACIUCaHUs (COKpAIIEHWW INTATOB, BBEJICHWUU HOBOM
IITAaTHOW €IMHULIBI);

® [pU U3MEHEHWU HAWMEHOBAaHUS OpraHM3aluy (WM BHECEHHS MHBIX U3MEHEHUU B
YUpEAUTEIbHBIE JOKYMEHTBI) WIIM CTPYKTYPHOT'O MOAPA3AEIEHUS U T 1.

7. XpaHeHHe T0JKHOCTHBIX HHCTPYKIM

JIOMKHOCTHBIE WHCTPYKLIMM XPAHSTCA B COOTBETCTBHM C IpaBUJIaMM, YCTaHOBJICHHBIMU
[lepeyneM THMOBBIX YIPaBICHUYECKUX ApPXUBHBIX JOKYMEHTOB, 00pa3yIOLIUXCs B Ipoliecce
NEeSTENIbHOCTH  TOCYAAPCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO CaMOYIpPaBJICHUS U
OpraHu3aIi, yTBEPKACHHBIM NpUKa3oM MuHkynbTypbl Poccun ot 25.08.2010 Ne 558.

JomxHocTHBIe MHCTPYKIMH paboTHUKOB JIOY moanexat nmocrostHHOMY XpaneHuto B IOV B
TEYEHUE TPEX JIET IOCIIE UX 3aMEHBI HOBBIMH.



