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1. OOuue moI0KeHUus

JlomKHOCTHAsT MHCTPYKIUS SIBJISICTCSI OCHOBHBIM OPraHU3allMOHHO-TIPABOBBIM JOKYMEHTOM,
OTPENIETSAIONIUM 3a[a4i, OCHOBHBIE PaBa, 00S3aHHOCTH M OTBETCTBEHHOCTH JOJIKHOCTHOTO
nauna (paboTHUKA) MPU OCYIIECTBIEHUU UM TPYJOBOU JEATEIHOCTH COTJIACHO 3aHUMaeMOoi
JIOJIKHOCTH.

OcHoBol Ui pa3pabOTKU JTOJDKHOCTHBIX HWHCTPYKUUH SBISIOTCA MpodeccCHOHaTbHbIE
CTaHJapThl, YTBEP)KJIEHHbIE IPUKAa30M MUHUCTEPCTBA TpyAa M COLMAIBHON 3aIUThI
Poccuiickoit ®enepanuu, Ha JgaHHBIA MoMeHT. [Ipu oOTCyTCTBUHM pa3pabOTaHHBIX
npoCTaHTAPTOB PEKOMEHIYETCSI TOJIb30BAThCS  KBATH(PHKAIMOHHBIM  CIIPAaBOYHHKOM
«KBanudukanmoHHble XapaKTEPUCTUKU IOJHKHOCTEH pabOTHUKOB oOpa3oBaHMs» (MIPUKa3
MUHUCTEPCTBA 3/[pPaBOOXPAHEHUS U coluasIbHOTO pa3BuTHs PO ot 26.08.2010 r. Ne 7611 «O06
yTBepkAeHUH EAMHOrO KBaMM(PHUKAIMOHHOTO CIPAaBOYHUKA JOJDKHOCTEH PYKOBOJUTENEH,
CHEIUAJIMCTOB U CIYXKAIIUX»).

JIomKHOCTHAS MHCTPYKIUS pa3pabaThIBacTCst UCXOAS U3 3a/1a4 U (PYHKIIMH, BO3JIOKEHHBIX Ha
KOHKPETHOTO0 pa0OTHHMKA, B COOTBETCTBHU C NPO(CTaHIAPTOM, INTATHBIM pPACIHCAHUEM,
[IpaBwiiaMd BHYTPEHHETO TPYAOBOTO pacropsika, ¢ coOmoaeHneM KoHCTUTYIUU
Poccuiickoit  ®enepanuu, TpynoBoro kozekca Poccuiickoit @enepauvun HU  HHBIMU
HOPMAaTHUBHO-TIPAaBOBBIMH AKTAMHM.

[Tpu cocTaBieHUU JOMKHOCTHOM MHCTPYKLIUU pabOTHHKA C y4yeToM IpodcTraHgapra, MOKET
OBITh MCIOJB30BaH HE BeCh HAOOp TPYHOBBIX (PYHKIMI, 3HAHWUI U YMEHUH B 000OIICHHOMN
TPYAOBON (PYHKLIMU HIIK K€ HAOOP TPYAOBBIX (PYHKIMI MOXKET ObITh PACIIUPEH HCXOMAS W3
crenupUKA BHITIOTHSIEMONW paboThl. Jlomyckaercs MCIONb30BaTh HECKOJIBKO 000OMEHHBIX
TPYIOBBIX (PYHKIIH, MPU 3TOM TpeOOBaHUS K KBalU(PUKAIMK paOOTHUKA OMPEENIIIOTCS 10
0oJiee BBICOKOMY YPOBHIO KBaTU(UKAIINH.

JIoJKHOCTHBIE MHCTPYKIUU pa3padaTbiBaloTCA Ul pealn3alliy CIeIyIOIMX Ieei:
® PpalMOHAIBHOE pa3JelIEHUE TPYIa;
e TMoBbIIIeHNE 3(PPEKTUBHOCTU YIIPABICHUECKOTO TPYAA;

® CO3JaHME  OPraHM3alMOHHO-NIPABOBOM  OCHOBBI  TPYJOBOM  JI€ATEIBHOCTH
pabOTHUKOB,;

® periiamMeHTalusa B3aMMOOTHOIIICHUI pa6OTHI/IKa n pa6OTO)IaTeJ'I$I;

e obOecrnieueHue 0OBEKTUBHOCTH U 0OOCHOBAHHOCTH IIPU aTTECTAllMU COTPYIHUKA, €T0
HOOIPEHNUH U MPHU HAJIOKEHUH Ha HETO JUCLUUIUIMHAPHOTO B3BICKAHMS;

® OpraHu3alus ONTUMAILHOTO 0OYYEHHUS, TTOJTOTOBKM M MOBBIIICHHS KBATU(DUKAIIIH
KaJIpOB;

® YKpEIUIeHHE TPYAOBON JUCHUILIMHBI B OPraHU3alUN;
® COCTAaBJICHHS TPYAOBBIX JOTOBOPOB;
® paspenieHue TPYAOBbIX CIIOPOB.

JlomKHOCTHAS MHCTPYKIMSL COCTABIAECTCS MO Ka)XJOM IITATHOW TOJHKHOCTH OpraHU3alud U
00BsBIsIETCS PAaOOTHUKY IO/ PACIUCKY MPH 3aKJIIOUYEHUH TPYIOBOTO JOTOBOPA, a TAKXKE MPHU
MepeMENICHNH Ha JIPYTyl0 JOJKHOCTh M TPU BPEMEHHOM HCIOJHEHHH OOS3aHHOCTEH IO
JIOJKHOCTH.
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2. TpeGoBanus, npeabsiBjsieMble K CTPYKTYpPe U COAePKAHUIO J0JTKHOCTHOM HHCTPYKIMHU
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JI0JDKHOCTHASI HHCTPYKITUSL COCTOUT U3 Pa3/CiiOB:
1. OOuue Moa0KeHus.
2. JIoJDKHOCTHBIE 00sI3aHHOCTH.
3. Ilpaga.
4. OTBETCTBEHHOCTbD.
5. BzammootHomeHus. CBs3H 10 JOIKHOCTH.
6. Tlopsmok yTBep» ACHUS U U3MEHEHUS JODKHOCTHOW MHCTPYKITUH.
B paznene «OO0mue moio)eHus» yKa3bIBatoT:
e HauMEHOBaHHE JTOJLKHOCTH,

e TpeOOBaHUS, IPEIBSIBISIEMbIC K 00Pa30BAaHUIO U CTAXY PaOOTHI JOHDKHOCTHOTO JIHIIA
(xBanuduKamoHHbIe TPEOOBaHUs), 0COObIE YCIOBUS JOIYCKa K padoTe;

® HEIOCPEICTBCHHAs TIOJYMHEHHOCTh (KOMY HEIOCPEJICTBEHHO TMOIUUHSCTCS JaHHOC
JIOJDKHOCTHOE JIUTIO);

® YCTAaHABJIMBACTCA C(pepa JACATCIIbHOCTH JaHHOI'O CIICLHHAJINCTA,

® YCTAHABJIMBACTCA IOPAAOK €I0 Ha3HAYUCHUA U OCBO60)I(I[CHI/I$I OT 3aHUMaeMoOH
JOJIDKHOCTH,

® YCTAaHABJIMBACTCA 3aMCUICHUC 110 JOJIZKHOCTH BO BPEMS OTCYTCTBUAA,

® TICPCHUHUCIIAOTCA 3HAHUA U YMCHUS, KOTOPBIMU JOJIKCH O6J'IaI[aTB CIICHUAIUCT IIpHU
BBITIOJTHEHHUH CBOUX JOJIKHOCTHBIX 00S3aHHOCTCH.

B pa3acit MOTYT OBITh BKJIIOUCHBI Apyrue Tpe60BaHI/I${ " MMOJIOKCHUSA, KOHKPCTUSUPYIOIIINEC U
YTOYHAIOIHUE CTATYC JOJPKHOCTHOTI'O JIMIA 1 YCIIOBUA €0 JCATCIbHOCTU.

Paznen «/lomkHOCTHBIE 00S3aHHOCTH» COJEPKUT MEPEUYEHb OCHOBHBIX TPYIOBBIX (DYHKUIMN
JIOJDKHOCTHOTO JIMIIA, @ TaKXKe YKa3bIBalOTCA OOS3aHHOCTH JOJDKHOCTHOIO JIMIIA B paMKax
TUX TPYAOBBIX (YHKIUH, BO3JIaraéMble Ha HEro. YKasbIBaeTcs (opma ero ydactusi B
yIpaBJIEHYECKOM Tpolecce (PyKOBOAMT, YTBEP’KAAeT, OOeCHeunBaeT, MOJArOTaBIMBACT,
paccMaTpuBaeT, UCIIOIHSIET, KOHTPOJIUPYET, COINIACOBBIBAET, IPEJICTABISIET, KYPUPYET U T.1I.)

Pasnen «lIpaBa» comepKUT TIiepedyeHb IpaB, MPEJOCTABISAEMBIX CHELUAIUCTY JUIS
BBITNIOJTHEHUSI BO3JIO)KEHHBIX HA HETO (PYHKIIMN U 00S3aHHOCTEH.

B pasmene  «OTBETCTBEHHOCTh)»  YCTaHABJIMBAIOTCS  BHUJbl  OTBETCTBEHHOCTH  3a
HECBOEBPEMEHHOE M  HEKAUECTBEHHOE  BBINOJHEHUE  CHELMATUCTOM  JOJDKHOCTHBIX
00s13aHHOCTEN U HEUCIOJIb30BaHUE NIPEJOCTABIICHHBIX MY IpaB.

PaSI[CJ'I «B3anmooTHomeHus. CBs3U 110 JOJKHOCTHY COLCPIKUT MEPCUCHD JOJIZKHOCTHBIX JIUII,
C KOTOpPBIMHU CHCHHUAJIHUCT BCTYHNACT B CJ'IY)K66HI)IG B3aMMOOTHOIIICHHUS M 00€CIeYMBACTCS
HH(I)OpMaHHCﬁ, YKa3bIBAOTCA CPOKHM IOJYUYCHUSA U HOPCAOCTABICHUSA I/IH(I)OpMaLII/II/I,
OMpPECACIIACTCA MOPAAOK MOANMHUCAHUS, COTTIACOBAHUA U YTBEPKACHUA JTOKYMCHTOB.

B pasnene "[lopsiiok yTBepkKAECHUS U UBMEHEHUS JOKHOCTHON HHCTPYKIUH
YCTaHABIIMBAIOT WIH CpOK JeNCcTBUS UHCTPYKLUH, WIN YCIIOBUS
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nepecMoTpa JOJKHOCTHOM MHCTPYKIIMU, B YHUCIE KOTOPBIX: M3MeHeHue CTpykTypsl OV,
NepeCMOTp MITATHOI'O pacCliuCaHus, IIOJABJICHUC HOBBIX BHUIOB paGOTBI, BCAyHIUX K
nepepacnpeieNieHni0  JODKHOCTHBIX — 00si3aHHOCTEH, BHEAPEHHE HOBBIX TEXHOJIOTHIA,
MEHSIOIUX XapaKTep padoThl U Jp.

O0s3aTenbHBIMU PEKBU3UTAMU J{0JPKHOCTHON MHCTPYKLIMHU SIBIISIOTCS:
® II0JIHO€ HAUMEHOBAHUE YUPEKICHUS;
® 3aroJIOBOK K TEKCTY;
® BH3BI COIVIACOBAHUS;

® T[IOJINKUCH, IPU() YTBEPKACHUS.

3. Ilopsinok pa3paboTku, corjiacoBaHmsl, yTBep:KJIeHUsI U BBeleHHs B JieiicTBUE
JIO1KHOCTHOM HHCTPYKIMU

JlomxHOCTHAs HHCTPYKIIUS pa3padarbiBaeTcs 3aBeayromum J[OY.

JloJKHOCTHAsT MHCTPYKLUS IOcie pPa3paboTKU nepeaaercss B NPOo(COHO3HBIH KOMHUTET
NEPBUYHON MPOQCOIO3HOW OpraHu3alUM, MPEICTaBISIONMI HMHTEpEChl OOJIBIIMHCTBA
pabotaukoB JIOY (manee - mpodcoro3ubiii koMuteT). [Ipodcoro3Hblii KOMUTET B CPOK HE
MO3/HEE JECITH pabounX JHEH co AHS NoaydeHHs J{oIKHOCTHON MHCTPYKIIMHU OCYILLECTBIISIET
€€ COIJIacOBaHHUE.

4. YrBep:ikaenue [01:KHOCTHOM MHCTPYKIUH

3agenytoumit  JIOY  yrBepxknaer  JIOJDKHOCTHYIO — MHCTPYKLMIO — IyTEM — M3JaHUS
COOTBETCTBYIOUIETO TPHKa3a.

B npukaze B 00s13aTeTbHOM TIOPSIIKE YKA3bIBAIOTCS:
e j1ara BBeJeHUS J[OJPKHOCTHOW MHCTPYKIUH B ACHCTBHE;

e yKkazaHue 00 O3HAKOMJICHHH PaOOTHHKOB ¢ JIOKHOCTHOW MHCTPYKIIMEH U CPOKHU
JUISL DTOTO;

® UHBIC YCIIOBUA.

YTBepxkaeHHbsle JIOMKHOCTHBIE HWHCTPYKLMU TMOAJEKAT O00s3aTENbHON pPETUCTpalliid B
COOTBETCTBUU C TpeOoBaHUsIMU Aenonpou3BoacTBa B [JOY ¢ npucBoeHneM UM MOPSIKOBOTO
HOMEpa.

5. O3HakomieHHe paGOTHUKOB ¢ Jlo1skHOCTHOI MHCTPYKIMei

Oznakominenue padotHuka 1OV c JloiKHOCTHON MHCTpyKIUEH B 00s3aTEIbHOM MOPSAKE
OCYILECTBIISICTCS IPU MOCTyIIeHnn Ha padoty B IOV, a Takxke npu nepeBojie pabOTHUKA Ha
JIpYryl0 JOJDKHOCTh WJIM BPEMEHHOM IIE€peBOE€ Ha Jpyryro pabory. O3HakoMmIIeHHE
ocymectsisier 3aBeaytonmii JI0Y. Ilocne o3nakomiieHHs: paOOTHHK MPOCTAaBISET B JIUCTE
03HAaKOMJICHHSI C TOJDKHOCTHOM MHCTPYKIIMEN J1aTy O3HAKOMJIEHUS U MTOAIHNCH.

TpeGoBanusi, ycraHoBlieHHblE B JIODKHOCTHONW WMHCTPYKIIUM, JEUCTBUTEIBHBI C TOTO
MOMEHTAa, KOTJ]a paOOTHUK OBLI C HEW 03HAKOMIICH.
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Jis Tekymed pa®oThl ¢ MOJIMHHHMKA JOJKHOCTHOM HMHCTPYKIMM CHUMAlOT 3aBEPEHHYIO
KOTIHIO, KOTOPYIO BeIIatOT paboTHUKY JJOVY, paboratoniemMy B JaHHOH TOMHKHOCTH.

6. Buecenue usMeHeHU# B J{0JKHOCTHYI0 HHCTPYKLMIO

Buecenune wu3smeHenuid B JOJDKHOCTHYIO HMHCTPYKLMIO OCYIIECTBISIETCS B CIEAYIOLIUX
CIIyJasix:

® IIpU U3MEHEHUH JIOJDKHOCTHBIX MIpaB U 003aHHOCTEH;

® IIpU BO3JIOXKEHMM Ha paOOTHMKA Hapsly C €ro OCHOBHBIMHU JIOJKHOCTHBIMH
00513aHHOCTSIMHU JIOTIOJTHUTENIBHOW pabOThl MO IPYrol WM TakoW ke mpodeccuu
(TOKHOCTH);

® IIpH p€opraHnu3alvii IOPUIUYCCKOIO JIMIA,

® [pU M3MEHEHUM IUTAaTHOI'O pPacHUCaHMUs (COKPALLEHUH IUTATOB, BBEICHUH HOBOU
HITaTHON €IMHUILIbI);

® [IpY U3MEHEHUH HAUMEHOBAaHUS OpraHM3alUU (WM BHECEHUS] MHBIX U3MEHEHUH B
yUpeAUTEIbHbIE JOKYMEHTBI) W CTPYKTYPHOTO MOAPA3AECICHUS U T 1.

7. XpaHeHHe J0KHOCTHBIX MHCTPYKIMIA

JIOJDKHOCTHBIE HMHCTPYKLUHM XPAHATCS B COOTBETCTBHU C IPaBWJIAMH, YCTaHOBICHHBIMHU
[lepeuneM THUIIOBBIX YIPABICHYECKHX APXHUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B IpOIECcce
JeATEIIFHOCTH TOCYJapCTBEHHBIX OpraHOB, OPraHOB MECTHOTO CaMOYIpPAaBICHUS U
OpraHu3aiuii, yrBepxaeHHbIM IprukazoM MuHkynbTypsl Poccun ot 25.08.2010 Ne 558.

JlomxHOCTHBIE MHCTPYKIIMHU paboTHHKOB OV moanexar mocrosHHoMy xpanenuto B JIOY B
TEUEHHE TPEX JIET MOCIIE UX 3aMEHBI HOBBIMH.



