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Io/10keHHe 0 JOKHOCTHON HHCTPYKIHH paGOTHHKOB
MYHHIHIAJIBHOrO 0I0/KETHOI 0 JOMKO0/ILHOIO
00pa30BaTeIbHOIO YUPEKICHHS
JApodunckuii neTckuii can «bepéska»
1. O6mue nosoxkenust

1.1. Hactosinee ITonoxeHue o 10IDKHOCTHO#M HHCTPYKIHY paGOTHHKOB (aanee
Tonosxernne) MyHHIMTIATBLHOTO GI0KETHOTO AOIIKOIBHOTO 06Pa30BaTENLHOTO YUPEKIACHHS
Hpodunckuii nerckuii can «bepéska » (nanee - MBJIOY) paspaboTaHo B uemsix
PETYyIMPOBaHKs B3aUMOOTHOIICHMH MEXTy pabOTHHKOM H paboTonaTeneMm.

1.2. Hacrosimee ITonoxeHue onpeaensieT 0CHOBHbIE TpeGOBaHHS K CTPYKTYpE H
CONEPIKAHHIO IOJDKHOCTHOH UHCTPYKuHMHU paboTakoe MBIIOY, a taioke k npouenype
Pa3padOTKH O/DKHOCTHBIX HHCTPYKLMH, HOPSAKY MX IPUHATHSA, YTBEPKACHHS, BHECEHHS B HUX
JIOTIOTHEHUI H U3MEHEHHIA.

2. lloHsiTHE XO/KHOCTHOH HHCTPYKIIHH

2.1. JlomxHocTHast HHCTpYKums pabotauka MBJIOY (nanee - J[o/okHoCTHAS
MHCTPYKLHS) - OCHOBAHHBIH HA HOPMaX 3aKOHOIATEILCTBA O(ULIMATBHBII PaBOBOI JIOKYMEHT,
PETIaMEHTUPYIOLIHI OPraHU3allHOHHO-TIPaBOBOE MOJI0XKeHHEe paboTHuka MBJIOY, ero
00513aHHOCTH, NPaBa, OTBETCTBEHHOCTD, 00ECIEYHBAFOIIHIA yca0Bus Ans €ro 3P PeKTHBHOM
padoThI IPH OCYIIECTBICHHH UM TPYAOBO#i AEATENHHOCTH COTIACHO 3aHAMAEMOI OKHOCTH

2.2, JTomkHOCTHAs HHCTPYKLIMS SBISETCS HOPMATHBHBIM JIOKaTbHBIM akToM MBJIOY,
peryipytommM oTHomeHus B pamkax MBJIOVY, copepxkamum obieobs3atenbHbie npasuia
MOBEACHHUS 1ISl BCEX MJIM HEKOTOPBIX Y4aCTHHKOB 00pa30BaTeNbHbIX OTHOLICHHIA,
PaCCYMTAHHBIM Ha HEOIHOKPAaTHOE NMPUMEHEHUE, YTBEPHKICHHBIM MPHUKA30M 3aBEYIOLIEr0
MBJIOV.

2.3. JIomKHOCTHAS! HHCTPYKIIMS COCTABISETCS M0 KAXKA0M IITATHOMN J0/KHOCTH
MBJIOY 1 06bsBrsieTcs pabOTHHKY O PaCITHCKY NPH 3aKII0YEHHH TPYAOBOTO IOrOBOPA, a
TAIOKE NMPH NEPEMEIICHUH Ha IPYT'YIO JO/DKHOCTD U [PH BPEMEHHOM HCITOMHEHHH
00513aHHOCTEH 110 JI0JKHOCTH.

2.4. JIomKkHOCTHAS MHCTPYKIMS Pa3pabaThiBAETCA HCXOMS U3 33124 H (YHKIHA,
BO3JIOMKEHHBIX HAa KOHKPETHOTO pa0OTHUKA, B COOTBETCTBHH CO LITATHBIM PACIIHCAHHEM,
IIpasunamu BHYTpPeHHEro TPyAOBOro pacnopsnka MBJIOY, ¢ cobronenuem Koncrurymun
Poccntickoii Penepaumu, Tpynosoro konexca Poccuiickoii ®enepaimy, Pecry6muku KpsiM 1
HHBIX HOPMAaTUBHO-TIPABOBBIX AKTOB.

2.5. OcHOBO# /U151 pa3paGOTKH XOJDKHOCTHBIX HHCTPYKIIMIA SBJIAIOTCS
«KBaniuxamoHHble XapaKTEPHCTHKH JIOIDKHOCTEH paboTHHKOB 00pa3oBanusy ExunHoro
KBAJIN(MKALIMOHHOTO CTIPABOYHUKA JOJDKHOCTEH PyKOBOMHMTENEH, CTIELMAIHCTOB 1 CITYIKALMX,
yTBepxKaeHHoro [Ipukazom MuHMCTEpCTBA 30PABOOXPAHEHHS U COLIMANEHOTO PA3BHTHS
Poccuiickoii @enepamun ot 26 asrycra 2010 r. Ne 7611

3. TpeGoBanus, npenbsBISEMBbIE K CTPYKTYPE H COIEPKAHHIO TOJDKHOCTHOM
HHCTPYKLHH.

3.1. JTomKHOCTHAS HHCTPYKIHSI COCTOMT U3 CIEYIOLIMX Pa3aesioB;

- O0wmme nonoxeHus



- JIOmMKHOCTHBIE 00A3aHHOCTH.

- Ilpasa.

- OTBETCTBEHHOCTS.

- BsaumooTHoweHns. CBA3H N0 AOHKHOCTH.

3.2. B pasnene «O6uime nonoxeHus:

- YCTaHaBIMBAETCs Cepa AEATETLHOCTH JaHHOTO CrIEIHATACTA;

- YCTaHaBJIMBACTCS MOPALOK €0 HA3HAYCHUS H OCBOOOMNKIACHHS OT 3aHUMAEMOH
JO/DKHOCTH;

- YCTaHaBIMBACTCA 3aMCLICHHME M0 NOHKHOCTH BO BPEMS OTCYTCTBHS,

- OMPEAENSIOTCS KBAM(UKALMOHHbIE TpeDoBaHHS (TPeOOBAHMS, TIPS IBIBISIEMBIE K
06pa3oBanuio ¥ CTaXKy PaGoThI), TOAYHHEHHOCT CIELMATHCTA H AOJDKHOCTHEIE auLa,
KOTOPBIMH OH PYKOBOJIUT;

= TIEPEUHCIIAIOTCA NPABOBLIE AKThI H HOPMATHBHBIE JOKYMEHTBI, KOTOPhIMH JIOJDKEH
PYKOBOICTBOBAThCS CINIELIMATMCT B CBOEH JAEATENLHOCTH.

B paznen moryT 6bITh BKItOUEHBT TpyTHe TpeGoBaHus 1 [TOJIOXKEHH S,
KOHKPETHU3NUPYIOUIME 1 YTOUHSIOIIME CTATYC JODKHOCTHOTO JIMLIA M YCIIOBHS €ro
JEATETBHOCTH.

3.4. Pasnen «Jl0/mKHOCTHBIE 0643aHHOCTHY CONCPIKHT MEPEYEHb OCHOBHBIX (PyHKIM
AODKHOCTHOTO JIHILA, & TAKKE YKa3bIBAIOTCA 00A3aHHOCTH JOJDKHOCTHOTO JIALIA, BO3JIAraeMbIE
Ha HETO, yKa3bIBaeTCs (JopMa ero y4acTus B yNpaBICHUECKOM Ipolecce (PYKOBOHT,
YTBEPXK/IACT, 00ECIICYMBAET, IOArOTABIHBACT, PACCMATPHBAET, HCITOJHSET, KOHTPOJIUPYET,
COTJIaCOBBIBACT, MPEICTABIISET, KYPHPYET M T.11.)

3.5. Paspen «IIpaBa» conepKuT NepedeHsb npas, MIPEAOCTABIAEMBIX CIIELUATUCTY JIJIS
BBINOJTHEHHSI BO3JIOXKEHHBIX Ha HETO (DYHKLHM 1 0043aHHOCTEIH.

3.6. B pasnene «OTBETCTBEHHOCTBY YCTAHABIHBAKOTCSA BHIBI OTBETCTBEHHOCTH 33
HECBOCBPCMEHHOE W HEKAYECTBCHHOE BBITOJIHEHHUE CIIELMAIMCTOM A0/DKHOCTHBIX
00513aHHOCTEH M HEHCIIOIb30BaHHE MPEIOCTABICHHBIX €My IIpaB.

3.7. Pasnen «B3anmMootHomenys. CBS3H 110 T0HKHOCTHY COIEPKUT MEPEUCHb
AOGKHOCTHBIX JIMLL, C KOTOPBIMH CIHELMAINCT BCTYNAET B CIIyXKeOHbIE B3aHMOOTHOLICHHUS H
obecneunBaeTcs HHPOPMALIHEH, YKa3bIBAIOTCH CPOKH MOJIyYEHHA ¥ TPENOCTABICHUS
MH(pOPMAIIMH, OTIPENENSETCA NOPANOK TIOANKUCAHHMSA, COrIACOBAHMS 1 YTBEPHKACHHS
JNOKYMEHTOB.

3.8. O0s3aTeNnbHBIMH PEKBU3UTAMH J{OIDKHOCTHOM HHCTPYKIIUH SBJISIOTCS:

- TMosHOe HaumeHoBaHue MBJIOY;

- 3arojIOBOK K TEKCTY,

- BH3bI COTJIACOBAHMS, - TOIIKCH, IPU() YTBEPHKICHHS.

4. Ilopsinok pa3spaGoTKH, COTIaCOBaHMS, YTBEP)KACHHS U BBEICHHS B ACHCTBHE
JOJDKHOCTHOW WHCTPYKLIUH

4.1. Jlo/mxHOCTHAst HHCTPYKUMS pa3pabaTsiBacTes 3apenyromuM MBJIOY mubo
JIHLIOM, YIOTHOMO4YEHHBIM 3aBenyromum MBJIOY. B cnyugae, ecau JlomkHocTHas
MHCTPYKIMS Pa3padaThiBACTCS JMIIOM, YIIOTHOMOYEHHBIM 3aBenyionmm MBJIOY, To ona
MOJMMCHIBAETCS Pa3paboTUHKOM.

4.2, JIOmKHOCTHAS HHCTPYKLMS NOCTE pa3paboTku nepenaeTcs B npogcor3HbIH
KOMHTET NEPBHYHOMN NPOYCOIO3HOM OpraHM3aLMy, NPEICTABISIOLIAN HHTEPECHI
bombumucTBa paboTHIKoB MBJIOY (nanee - npodcorosHbIii komHuTeT). [Tpodcorosubiii
KOMUTET B CPOK HE MO31HEE AECATH paboymx IHEH co aHs nosiyyenus J{o/DKHOCTHOM
HHCTPYKIIMH OCYILECTBIISET CornacoBanue JlomkHOCTHOMH uHCTpYKiMu. B ciyuae, eciu
NPO(COrO3HBI KOMHTET HE COrIACEH C TEKCTOM Jl0JDKHOCTHOIM UHCTPYKIIKH JIHOO BHOCHT
TNPEIUIOAEHHS 10 €ro COBEPLICHCTBOBAHHIO, TO 3aBenyromemMy MBJIOY Hanpasnsercs
MOTHBHPOBaHHOE MHeHHE. 3apenytommii MBJIOY MOXeT coracuThes ¢ HUM THOO 06513aH B
TCUCHHE NIATH JHEl NOCIE MOTYYEH s MOTHBHPOBAHHOTO MHEHHUS MIPOBECTH
ZIOTNOTHUTEIbHBIE KOHCY/IBTALUH C NTPO(COIO3HBIM KOMHUTETOM B LIEJIAX HOCTHKCHUS




B3aMMOTIPHEMJIEMOT0 PELICHUA.

Ipy He AOCTHXKEHHH COTJIACHS BO3HHMKIIHE PasHOTIACHs 0GOpMISIOTCS
MPOTOKOJIOM, rocie yero 3asenyroumii MBJIOY umeer npaso yTBepauTh JI0/DKHOCTHYIO
HHCTPYKIHIO.

5. Y1BepxaeHue Jl0/DKHOCTHOM HHCTPYKLIMH

5.1. 3asenyrommiit MBJIOY yTBepiknaet JIo/DKHOCTHYIO HHCTPYKLHIO Iy TEM
M3/IaHUS COOTBETCTBYIOLLETO MPHKA3a.

5.2. B mpukase B 0043aT€NbHOM NOPANKE YKA3bIBAKOTCAH:

- para BBeeHHS J[0JDKHOCTHOM HHCTPYKLIMH B JIEACTBUE,

- yka3aHue 00 03HAaKOMJICHHH PaOOTHUKOB C JIOIDKHOCTHOHM MHCTPYKUMEH H CPOKH
IUISE 3TOTO;

- (haMUTHU M JODKHOCTH JIULL, OTBETCTBEHHBIX 3a COONOAEHUE JIOJDKHOCTHOM WHCTPYKIHH,
- MUHBIE YCIIOBHSL.

5.3. YTBepkaeHHbIe J[0DKHOCTHBIE MHCTPYKLIMH NOAJIEXAT 00A3aTE/IbHOM PETHCTPaIHH
B COOTBETCTBHH ¢ TpeboBaHusiMu nenonpoussonctsa B MBJIOY ¢ npucsoenueM uM
MOPAAKOBOTO HOMEpa

6. O3nakomineHure paboTHHKOB ¢ JIOMKHOCTHOM HHCTPYKIMEH

6.1. O3unakomienue padotauka MBJIOY ¢ JIoIbKHOCTHON MHCTPYKIMEH B 0053aTEIBHOM
NOPAZIKE OCYIIECTBIAETCH MPH MocTyryieHur Ha paboty B MBJIOY. O3nakomiieHue
ocyuiectBiset 3aseayromuii MBJIOY. Tlocne o3HakoMIICHHS pabOTHHK NPOCTABAET HA
JIOJDKHOCTHOM MHCTPYKLIMH 03HAKOMHMTENBHYIO BH3Y - C HHCTPYKIMEH 03HAKOMIICH, J1aTa,
MOAIIHCS.

6.2.03nakomnenue pabotarka MBJIOY ¢ JlomkHOCTHO#H HHCTPYKIHEH B 0053aTEBHOM
MOPSZIKE OCYLLECTBISAETCS MPU NEPEBOIE pa0OTHHUKA HA IPYTYIO JO/DKHOCTD HJIM BPEMEHHOM
niepeBoe Ha Apyryro paboty. O3Hakomienue ocyimectsiseT 3asenyroumi MBJIOY. ITocne
03HaKOMJIEHHSI PabOTHHK MPOCTABIAET HA JJOIDKHOCTHOM MHCTPYKLIMK 03HAKOMHUTENIBHYIO BU3Y
- C MHCTPYKLIHMEH 03HAKOMJICH, J1aTa, TIO/THCh.

6.3.TpeboBanus, ycTaHOBIEHHBIE B JIOJDKHOCTHOM HHCTPYKUMHU, AEHCTBUTEIBHBI C TOTO
MOMEHTa, KOrjia pabOTHHK ObUT C HEll 03HAKOMJIEH.

6.4. B ciyuae eciu pabotHuk MBJIOVY oTka3piBaeTcs pacnucaTsCs B 03HAKOMIICHHH HIIH
nony4eHrH J{oMKHOCTHON MHCTPYKIMH, TAHHbINA 0TKa3 (PMKCUPYETCS MyTEM COCTABJICHUS aKTa
B IPUCYTCTBHH HE3aMHTEPECOBAHHBIX CBUAETENel. B akre Tarcke pukcupyercs daxt
o3HakomJieHUs paboTHUKA ¢ conepkanueM J[0IDKHOCTHOM MHCTPYKIIMK B MHOH dopme
(Jlo/pKHOCTHAS MHCTPYKLMA 3a9MTHIBAETCS BCIYX 3aBeayommm MBJIOY).

6.5.Jlns Texyuieit paboThl ¢ MONTMHHUKA JODKHOCTHOH MHCTPYKIMM CHUMAIOT
3aBEPEHHYIO KONUI0, KOTOPYIO BelgaroT padotauky MBJIOVY, paboraromieMy B 1aHHOM
JAODKHOCTH.

7. BHecenre u3MeHeHHH B JJOIDKHOCTHYIO HHCTPYKLIMIO

7.1 BHeceHue H3MeHeHUH B JIOIDKHOCTHYIO HHCTPYKLIMEO OCYIIECTBISETCS B
CHEYIOMMX CIyqasx:

7.1.1. B CBA3M C U3MEHEHHEM 00S3aTENIbHBIX YCIOBHI TPYAOBOro JOTOBOpa. YKa3aHHAA
IpoLEeypa MPOBOAKTCS B COOTBETCTBHH ¢ TpeboBanusamu Tpynosoro kopekca PO (paboThuk
JOJDKEH OBITh HE MO3HEE, YEM 3a 2 Mecslia 10 MPEANoaaracMoro M3MEHEHHs MUCBMEHHO
yBezomiieH. [Tocne nonyyeHus paGOTHUKOM COTJIALICHUS HA IPOAOIDKEHUE TPYAOBbIX
OTHOILIEHHH, BHOCATCS U3MEHEHHS B JIODKHOCTHYIO MHCTPYKUHIO).

7.1.2. npA W3MEHEHUH OPraHU3aLMOHHBIX YCIOBHH Tpyaa, 0€3 H3MEHEHHS TPy 10BOH
(yHKIMN paboTHHKA.

7.2 3asenyrowmmii MBJIOY wim nm1no, ynoaHOMOYEHHOE UM, COCTaBIseT J{ODKHOCTHYIO
HHCTPYKLIMIO B HOBOH pEIaKi[MK, KOTOPas COTJIaCOBBIBAETCH U YTBEPIKAAETCS B COOTBETCTBHH C
TpeOOBaHUSAMH, YCTAHOBJICHHBIMH pa3aenamu 4 u 5 Hactosiero [Tonoxkenus. O3HaKOMIICHHE
paboTtHuKa ¢ JIODKHOCTHON MHCTPYKUMEH OCYLIECTBISETCS B COOTBETCTBHHU C TPEOOBAHUAMH,
YCTaHOBJICHHBIMH pa3zenoM 6 Hacroswero [lonoxeHus.



8. XpaHeHHe JOMKHOCTHBIX HHCTPYKIIHIA

8.1 JIomKHOCTHBIE MHCTPYKLHHU XPaHATCSA B COOTBETCTBHH C NIPaBHIIAMH,
YCTaHOBICHHbIMH B [Iepeunem THIOBBIX yIpaBieHyeckux ApXHUBHBIX TOKYMEHTOB,
00pasylommXxcs B npolecce AeSTeNbHOCTH FOCYyTapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CamOyNpaB/ICHUs ¥ OPraHU3aLMi, YTBEPKAEHHBIM [IPHKA30M MunkynsTtypsl Poccuu ot
25.08.2010 Ne 558.

8.2. JlomKHOCTHBIE HHCTPYKLMK pabotaukoB MBJIOY noanexar MOCTOSHHOMY
xpanenuio B MBJIOY B TeueHue Tpex 1eT nocie ux 3aMens HOBBIMH.




