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I. OGmiue nooxenusn

1.1. JIO/mKHOCTHAs MHCTPYKLUHS SIBASETCS OCHOBHBIM OPraHH3alMOHHO-TIPABOBbLIM
JOKYMEHTOM,  OINpEAENAlOIINM  3aJadid, OCHOBHBIC TIpaBa, O00S3aHHOCTH H
OTBETCTBCHHOCTb JAOJDKHOCTHOIrO Jjinua (paboTHMKA) [pH  OCYLUECTBJIEHUM WM
TPYJAOBOH AEATENBHOCTH COMIACHO 3aHUMAEMOMN J10JIKHOCTH.

1.2, Ocnopoit ans  pa3paOOTKH  JO/DKHOCTHBIX — WHCTPYKUMH  SBASIOTCHA
«Keanuuxayuonnvie xapakmepucnuru OOANCHOCMCH PAOOMHUKOE 0OPAZOEAHUAN
(MpHKa3 MUHHUCTEPCTBA 31PaBOOXPaHEHUs U colMaibHOro pazsutust PO ot 26.08.2010
r. No 76lu «O6 ymsepowcoenuu Eounoco kearuguxayuonnoeo cnpasounura
QOAHCHOCMET PYKOBOOUMENET, CREWUATUCTNOE U CAYICALUILXN ).

1.3. JomKHOCTHAs MHCTPYKUMs pa3pabaTbiBaeTCs MCXOAS M3 3a1a4 M (yHKUHL
BO3JIOXKEHHBIX Ha KOHKPETHOro pabOTHHKA, B COOTBETCTBUM CO  LUTATHBIM
pacriucanuem, [IpaBunaMu BHYTPEHHErO TPYAOBOTO pacropsiika, ¢ COOMOACHUEM
Konctutyunn Poceniickoit denepaunn, Tpynosoro koaexca Poccuiickoit Meaepaimu
¥ HHBIMW HOPMATUBHO-TIPABOBLIMW aKTaMH,

1.4, JIO/OKHOCTHbIE MHCTPYKLUHM pa3pabaTbiBAIOTCA AJS PEaIM3alUu  CIACLYOLIHX
Lenen:

e pallMOHANIBHOE paslesieHue Tpyaa;

o TOBbILLEHNE 3PDEKTUBHOCTH YIPABJICHUECKOTO TPY 14,

¢ CO3JIaHHE OPraHU3aLMOHHO-TIPABOBON OCHOBbI TPYA0BOH AEATENbHOCTH
pabOTHUKOB!

o perjaMeHTalMs B3aUMOOTHOLIEHUH padoTHHKaA 1 paboTonaresis;

+ obecrniedeHue OOBEKTUBHOCTH H OOOCHOBAHHOCTH MPH aTTECTALMK COTPYAHHKA,
€0 MOOLIPEHUH U IPU HAJIOKEHUH HA HErO AUCUHMIVIMHAPHOIO B3bICKAHUS,

* OpraHu3auus ONMTUMAILHOrO 0OYUEHHS, MOATOTOBKI W MOBBILLICHUS
KBaJIM(DUKALUK KaAPOB;

e YKpEIUIeHHE TPYAOBOH IMCLMIIIIMHBI B OpraHu3alliu;

e COCTaBJIEHWS TPYLOBBIX IOIOBOPOB;

o paspelieHue TPYAOBbIX CIIOPOB.

1.5. JlomkHocTHas MHCTPYKLMs COCTABJIAETCA M0 KakAOH 1WITATHOM HOMKHOCTH

OpraHu3auru U oOobaBnsgeTcss paboOTHUKY MO PACIMCKY [MPH 3aKIFOUEHUH TPYJ0BOTO

JIOTOBOPA, a TAK)KE IPH TMEPEMELIEHHH Ha APYryI0 JOKHOCTb W NpH BPEMEHHOM

UCIIOIHEHNH 00A3aHHOCTEN MO JIOJIKHOCTH.

2. TpeGopanus, npeabaBAsieMbie K CTPYKTYPe H COAEPKRAHUIO TOTKHOCTHOM
HHCTPYKUHUH

2.1. JIoMmKHOCTHAsA HHCTPYKLMS COCTOUT U3 Pa3IesioR!
[. O6wme nonoxeHus.

[1. JlommkHocTHbIe 0053aHHOCTH.

M. ITpaga.

IV. OTBETCTBEHHOCTD.

V. B3auMoOTHOLIEHHUS.

V1. CBs3u 10 DOKHOCTH.




2.2. B pazaeine «Obuyue noaoscenusy yKasbiBaroT:

HAUMEHOBAHUE JOKHOCTH;

« TpeboBaHuUs, NpeabaBAseMble K 00Pa30BaHHIO U CTaKy padOThbl JOHKHOCTHOIO
auua (KBaaugHUKalUOHHble TPeOOBAHU );

» HEMNOCPEACTBEHHAs MOJAYHHEHHOCTb (KOMY HEMOCPEACTBEHHO MOAYHHSAETCH
JaHHOE JIOJDKHOCTHOE JIMLIO);

« yCTaHaBJIHBaeTCs cepa AeATEIbHOCTH JaHHOIO CIeLHaIuCTa;

« YCTaHaBJIMBAETCA MOPSLOK €r0 HA3HAYEHUS H OCBOOOKIAEHUSA OT 3aHUMAEMOH
JOJDKHOCTH;

+ YCTaHAaBJIMBACTCA 3aMELLEHUE 10 JOJDKHOCTH BO BpeMs OTCYTCTBHS,

e TIEPEUYNCIIAIOTCS MPABOBbIE aKThl ¥ HOPMATUBHBIC JIOKYMEHThI, KOTOPBIMH J10JI7KEH
PYKOBOJCTBOBATBCS CHELUMAIHUCT B CBOEH AECATENLHOCTH.

B pazmen moryT ObITh BK/IIOUEHbI Apyrue TpeDOBaHUS W [MOJIOKEHUS,

KOHKPETU3HPYIOLLWE W YTOUHSAIOLIME CTATYC JOHKHOCTHOTO JIMLA W YCJIOBUS €r0

ACSATEbHOCTHU.
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2.3. Paznen «lonscrocmusie 0053arHOCIHU COAEPXKUT NepeveHb OCHOBHbBIX (DYHKLHHA
JOJDKHOCTHOTO JIMLA, a TaKKe YKasblBarOTCA OOA3aHHOCTH HO/DKHOCTHOrO JMua,
BO3J1ara€Mbl€ Ha HEro, yKa3bIBAeTCs (popMa ero yuacTus B YIIpaBIeHUEeCKOM Mpouecce
(PYKOBOIMT, yTBEpXKHAET, oOOecnedyuBaeT, MNOArOTAB/IIMBAET, pPaccMaTPUBAET,
HCITOJTHAET, KOHTPOJIUPYET, COIVIACOBBIBAET, IIPEACTABIIAET, KYPHUPYET U T.1.)

2.4. Paznen «llpasa) CONEPKUT NEPEHEHD MPAB, MPELOCTABIAEMbIX CIIELHAIIUCTY s
BbIMOJIHEHUS BORJIOKEHHBIX HA HErO QYHKUMH W 00sA3aHHOCTEH.

2.5. B paznene «OmsemcmeeHHocnvy yCTAHABIMBAIOTCS BUAbI OTBETCTBEHHOCTH 34
HECBOEBPEMEHHOE M HEKAYECTBEHHOE BbIMOJHEHUE CMNEUHATIUCTOM AOIKHOCTHBIX
00513aHHOCTEN U HEUCIOJIL30BaHHE MTPEAOCTABICHHBIX EMY T1PaB.

2.6. Pazmen «Bzaumoommuowerus. Ceszu no OoaNCHOCmu» COMEPIKUT NepeyeHb
JODKHOCTHBIX  JIML, €  KOTOpPbIMM  CIEUHATMCT  BCTynmaer B clyxKeOHble
B3aMMOOTHOLLEHHUS U o0ecneyuBaeTcs MH(opMalven, yKa3biBalOTCs CPOKH MOJYHEHHs
W NPeAoCTaBIeHUs HHPOpMaLKH, ONPEAETACTCS NOPALAOK MTOANUCAHUS, COrMTacoBaHus
U YTBEPAAEHHUS JOKYMEHTOB.

2.7. Obs3aTebHbIMUY PEKBU3HTAMMK JIOJDKHOCTHON UHCTPYKLMU SIBJISHOTCS

¢ I0JIHOE HAMMEHOBAHUE YUPEKICHHS;
e 3aroJIOBOK K TEKCTY:

e BHU3bl COIMIACOBAHMS;

¢ TIOAMNUCH, TPU(D YTBEPIKIEHHS.

3. Mopsaaok pa3paboTKu, CONJIACOBAHKSA, YTBEPIKICHHS U BBEJIEHNA B el CTBHE
HOoaKHOCTHON HHCTPYKUHH
3.1. JlomxHOCTHAs HHCTPYKLMA pazpabdartbiBaeTcs 3apeaytomwum OV,
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2. JIOMKHOCTHAs HMHCTPYKLMS Tocsie pa3paboTku MepefaeTcs B NPOQCOIO3HbIH
KOMHTET TEpBMUHOW MpodCOIO3HON OpraHu3aluu, NpeACTABISIOUNMA  HHTEPECH
GonbiunHeTBa paboTHukoB JJOY (nanee - npodeorosHbiit komuteT). TTpodcorosmbli
KOMHTET B CPOK He MO3Hee AeCITH pabounx aHel co AHs nonyqdeHus JoaKHOCTHOMN
WHCTPYKLIMKM OCYLIECTBISAET €€ COrnacoBaHue,
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4, YTBepxAeHHe JOKHOCTHOU HHCTPYKUUH
4.1. 3aseayromuit JJOY yreepiknaet JO/HKHOCTHYIO MHCTPYKUMIO TTYTEM W3[aHMs
COOTBETCTRYIOLLETO NPHKa3a.

42. B NnpruKase B 00s13aTe/IbHOM MOPAAKE YKA3bIBAKOTCH!

« 1aTa BBeACHUS JIOMIKHOCTHOW MHCTPYKUMU B AEHCTBHE,

« vKazaHue 00 03HAKOMICHHH pabOTHUKOB ¢ JLOJIKHOCTHOW MHCTPYKUMEH W CPOKH
77151 3TOrO;

» HHbIC YCJIOBHUS.

43. VrBepxkieHHbie JIOMKHOCTHBIE — HHCTPYKUHM  NOMIEKAT  0083aTEIbHOH

perucTpaluuMu B COOTBETCTBMH C TpebGoBaHusiMH gAesonpoussoactsa B JIOY ¢

NPHCBOEHHUEM UM TOPAAKOBOIO HOMEpA.

5. O3naxomJienue padoTHUKOB ¢ JJO/KHOCTHON HHCTPYKUMER
5.1. Oznakomnenue pabdotauka JJOY ¢ JIomKHOCTHOH UHCTPYKUHUER B 0043aTEIbHOM
MOpsi/IKe OCYLIECTBIACTCS NPU NOCTYIIeHUK Ha paboTy B IOV, a Takike rpu nepesoie
pabOTHHKA Ha APYTYK JOJDKHOCTb WIIM BPEMEHHOM [epeBoie Ha ApYyryio padory.
Osnakomienue ocyuiectriaseT 3asenytownit JLOY. [ocne o3Hakomnenus pabOTHHK
npocTasifeT Ha JIOJDKHOCTHON MHCTPYKLIMK O3HAKOMUTENBHYHO BU3Y - C MHCTPYKLIMEH
O3HAKOMJIEH, 1aTa, NOATUCE.

5.2. TpeGogatusi, ycTaHOBACHHbIE B JIOKHOCTHON MHCTPYKLHU. ACHCTBUTE/bHbI C
TOr0 MOMEHTa, Koraa paboTHHK Obl1 C HEH O3HAKOMJIEH.
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3. Jlns Texkylued paGoThl ¢ MNOUIMHHMKA NOJDKHOCTHOH HMHCTPYKLIMHW CHUMAKOT
3aBEPEHHYH0 KOIWIO, KOTOpPYH BbiaatoT padoThuky JIOY. pabotarouiemy B AaHHOH
1017KHOCTH.
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6. Buecenne n3menenuit B JI0/1KHOCTHY 0 HHCTPYKUHIO
6.1. Bnecenue wusMeHeHHH B JIOJUKHOCTHYIO HMHCTPYKLHIO OCYLIECTBASAETCS B
CASAYIOLIMX ClTyYasX:

« TIPW U3MEHEHWH JODKHOCTHBIX MPaB U 00s3aHHOCTEH,

s TPU BO3JIOKEHUM HA padOTHHKA HApsy € €r0 OCHOBHbIMKU 1IOJ/PKHOCTHBIMH
0043aHHOCTSIMH JOTNOJHUTENBHON paboThl 110 APYTroi WK TaKoil xKe npodeccnu
(10JDKHOCTH );

« TIpU PEOpPraHv3alMy HPUAKYECKOro JiHLa;

« [pY U3MEHEHMH IUTATHOTO Paclucatns (COKpalleHHH WTaToB, BBEACHHH HOBOH
IITATHOW €IMHULbI);

« TPU W3MEHEHMH HAUMEHOBAHMS OPraHHM3aLliu (MK BHECEHUS MHbBIX H3MEHCHHI B
VUpeIUTEIbHbIe JOKYMEHTbI) Wl CTPYKTYPHOIO MOAPAsAeIeHUA U T. .

7. XpaHeHHe NOJIKHOCTHBIX HHCTPY KM
7.1. JIOMKHOCTHbIE HHCTPYKLIMW XPaHATCs B COOTBETCTBMM C TMpaBWiamH,
vCTaHOBJIGHHbIMU [lepeyHeM THUMOBBIX YNPABICHUECKUX apXHUBHBIX JOKYMEHTOB,
00pa3yloLUMXCst B MPOLEcce AeATEIbHOCTH [OCY/1apCTBEHHbBIX OpPraHoB. OpraHos
MECTHOTO CaMOYTIPABJIEHHUsI U OpraHn3alnii, yTBEPIKICHHBIM MPUKa30M MUHKYBTYPbl
Poccuu ot 25.08.2010 Ne 558.
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