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ITOJIO’)KEHUE

0 NMopsiAKe paspadOTKH AOKHOCTHBIX
HHCTPYKIM I



1.001mme moJ10oKeHus

1.1. Io;bKHOCTHAS MHCTPYKIIMSL — OPTaHU3allMOHHO-TIPABOBOM JOKYMEHT, B KOTOPOM
OTIPENIeNAIOTCS OCHOBHBIE (DYHKITNH, 005S3aHHOCTH, ITPaBa U OTBETCTBEHHOCTH paboTHuka JIOY
IPU OCYIIECTBIIEHUU UM JIEATEIbHOCTH B ONPEAETICHHON JOIKHOCTH.

1.2. JIomKHOCTHBIC HHCTPYKIIMU Ha paboTHUKOB JIOY pa3pabaThiBalOTCS PyKOBOIUTEIIEM.
JI0KHOCTHBIE MHCTPYKIUU JOKHBI ObITh KOHKPETHBI U ()aKTUYECKH OMUCHIBATH paboune
MecTa.

1.3. JIoJKHOCTHBIE MHCTPYKIMH [I€PECMATPUBAIOTCS B €AMHOM IOPSAIKE B COOTBETCTBUU C
M3MEHEHUSMHU CTPYKTYpbI U IITaTHOM uncieHHoctu JJOVY.

1.4. 3HayeHUE TOJHKHOCTHON MHCTPYKIIMH KaK OPraHU3alMOHHOTO TOKYMEHTA 3aKJII0YaeTCs B
CIICAYIOIIEM:

¥ 3aKperuisieT MPaBOBOM CTATyC U MECTO pabOTHUKA B CUCTEME YIIPABICHUS;

% ompenenseT 3a1a4yu, QyHKINUU, IpaBa U 00SI3aHHOCTH PaOOTHUKA;

% TO3BOJIsIET 00OCHOBAHHO OIICHUTH PE3YJbTAThI JEATEIbHOCTH,

¥4 SABIAETCS IPABOBOM OCHOBOM JJIsl aTTECTALIUU PAOOTHHKA, OIIPENIEIICHUS €T0
JUCLUIUIMHAPHOM U MaTepuaIbHON OTBETCTBEHHOCTH;

Ya YCTaHAaBJIMBACT OPraHU3aAllMOHHBIC OCHOBBI HpaBOBOﬁ JACATCIIBHOCTH.
I[OJ'I)KHOCTHBIG HHCTPYKIUU IICPECMATPUBAIOTCA, KAK IIPABUJIO, OAWH pa3 B TpU IroJa.

1.5. Cpoxk xpaHenus 1OJBKHOCTHBIX HHCTpYKIui B IOV cocrasisieT 3 roga mociie 3aMeHbl UX
HOBBIMHU.

1.6. XpaneHue OpuruHaIOB JOJDKHOCTHBIX MHCTPYKIIMH ocymiecTBiseT 3apenytomuii IOV,

2.11opsinok opopmiieHHs TOZKHOCTHBIX HHCTPYKIIUIA

2.1.JlomKHOCTHAS MHCTPYKIUS 0POPMIISIETCS B COOTBETCTBUU ¢ MIHCTpyKITHEH mo
nenornpousBoicty JOVY.

2.2.JIomKHOCTHAS MHCTPYKIIHS COTIacoBBIBAaETCs ¢ Mpodcoro3HbM komuteToM 10V u
YTBEP)KIAECTCS IPUKA30M 3aBEAYIOILETO.

2.3. TekcT JOKHOCTHOM MHCTPYKLIMH KaK OPraHrU3allMOHHOTO IOKYMEHTA COCTOUT U3
CJIEYIOIIUX PA3CIIOB:

% OOIIMe TOJIOKEHHUS;
Ya OyHKUIUM (MIAAMAN 00CITYKUBAIOIIUN TTEPCOHA);
% Heobxoaumble 3HAHUS;
% J10MKHOCTHBIEC 00SI3aHHOCTH;
Y2 IlpaBa;
% OTBETCTBEHHOCTE;
¥a BsaummootHomenus. CBs3u 1O JOKHOCTH.
3. Paznen 101KHOCTHOI HHCTPYKIMHU «O01IHe M0JI0KEHUD)

B paznene «O06mue moiaoxkeHus» Heo0X0AUMO cHOpMyITUPOBATh U 3aKPETIUTh CIEAYIOIINI
cocTaB HH(pOpMAaLIUU:

% T0JIHOC HAMMCHOBAaHHUE JOJIXKHOCTH (TO‘-IHOC HaMMCHOBAHHEC B COOTBETCTBHUHU CO
IITaTHBIM paclIMCaHuEM, C YKa3aHUEM KaTCrOpun pa6OTHI/IKa B COOTBETCTBHUHU C



OO61epoccuiickuM KitaccupuKaTopoM npodeccuii padbouux, JOHKHOCTEH CITyKaIluX 1
Tapu(HBIX pa3psa0B), MECTO B CUCTEME YIPABICHHS, OCHOBHYIO 3aJauy AEATeIbHOCTH
(B COOTBETCTBUU C OJIHOM U3 OCHOBHBIX 33]]a4 CTPYKTYPHOTO MOJIpa3/IeICHNUs);

% B uUbEM HEMMOCPCACTBCHHOM INOJYNMHCHHUHN HaXOAUTCA pa6OTHI/IK (KOMy IMOAYHNHACTCA
JOIMMOJIHUTCIIBHO Ha MEPpHUOA OTCYTCTBHA BBIIICCTOALICTO JII/II_[a);

¥, TOpPSAOK Ha3HAYEHUS Ha JOJKHOCTh U OCBOOOXK/IEHHE OT Hee (MIpueMa U yBOJIbHEHUS
— st pabotHrkoB JJOY) — 10 npecTaBlIeHNIo KaKoro JIMIa POU3BOIUTCS Ha3HAUCHHE,
C KaKUM JJOJDKHOCTHBIM JIMIIOM IIPOU3BOJUTCS Ha3HAYCHHE;

% TIOPSAIOK 3aMEIICHHUS B CIIy4yae BPEMEHHOTO OTCYTCTBUS paOOTHHKA (3aKPETUIeTCS
CXeMa B3alMO3aMEHSIEMOCTH WK IiepepacipeiesieHus: 00s3aHHOCTEH, B TOM YHCIie U
HOPSJIOK MpUeMa — epeauu JeJl MaTEpUaIbHO OTBETCTBEHHBIM JIMLIAM);

% yCTaHOBIIEH JIU paOOTHUKY HEHOPMUPOBAHHBIN pabOYMil IeHb, €CIIU €0 T0JKHOCTb,
CHENHATBHOCTD WM pOoQeccusi BKIIOUEHBI B yTBEPKACHHBINA MPUKA30M 3aBEIYIOIIErO
nepeyeHb NOKHOCTEH, CIelHalbHOCTEN U MpodeccHii ¢ HEHOPMUPOBAHHBIM PabOYNM
JTHEM;

Y4 BXOAUT JIN pa6OTHI/IK B COCTaB KaKOIro-JI100 KOJJIETHaJILHOTO oprasa 1o J0JLKHOCTH
— 1A pYKOBOIlHTCJIeﬁ O0COOCHHO BaXKHO 3aKpPCIUTh UX YICHCTBO B aTTCCTAllUOHHBIX,
KBaHI/IQ)I/IKaI_II/IOHHLIX KOMHUCCHAX, a JJIA pa6OTHI/IKOB — BO3MOXXHOCTB UX BKIIOUYCHHUS B
COCTaB KOMHCCHIH I10 npueMy — nepeaaduc aci, mMpoBCACHUIO MHBCHTApU3allun, CIIMCAHUTO
umyniecTBa 1 1p.,

%2 d4em paOOTHUK PYKOBOJICTBYETCS B CBOCH JIEATEILHOCTH - YKAa3bIBAIOTCS
JIEHCTBYIOIIEE 3aKOHOIaTEIbCTBO, IOKYMEHTHI OpraHoB ymnpasienus OV,
JICUCTBYIOIIME HOPMATUBHBIE U TEXHOJOTHYECKHUE TOKYMEHTHI, [[paBuia BHYTpEHHETO
TPYAOBOTIO PacIopsAKa U KOHKPETHAS YTBEPKIACHHAS JOJDKHOCTHAS MHCTPYKLIMS,

% 4bu YCTHBIC U IMCbMCHHBIC PACIIOPSKCHU A BBIITOJIHACT pa6OTHI/IK — JOINIOJIHUTCIIBHO
K paCTIoOpsAKEHUSAM HCIIOCPEACTBECHHOI'O PYKOBOAUTECIIA UJIU B €TI0 OTCYTCTBUC,

¥, KBaTM(UKALNOHHBIE TPEOOBAHUS K 00pa30BaHUIO, CTaKy pabOThI —
pa3pabaThIBalOTCS Ha OCHOBAaHUM pa3fieioB «TpeOOBaHUS K KBATU(PHUKALIUN
KBAJTHM(UKAIIMOHHOTO CIIPABOYHUKA JOJDKHOCTEH PYKOBOIUTENEH, CIICIIMATHCTOB U
JPYTUX CIy)XallMX, a Tak ke Tapu@Ho-KBanu()UKALMOHHBIX XapaKTEPUCTUK O
JIOJDKHOCTSIM paOOTHHKOB OTJIENIEHBIX OTPACIIeH;

% 4TO OJDKEH 3HATh paOOTHUK — MO0 YCMOTPEHHUIO PYKOBOIUTENSI MOTYT OBITh
chopMyIUpOBaHBI CIAEAYIONINE MYHKTHI: KPAaTKUH TIEpeueHb 00ImMuX TpeOOBaHMI K
3HAHUSIM B COOTBETCTBUU C THIOBOI KBATH(PUKAITMOHHON XapaKTEPUCTUKON
CIENUATLHOCTH, TUTIOBOW MEPEYCHb 3HAHUM, HEOOXOAUMBIX TSI 3aMEIICHUS
JOJKHOCTEHN, KOHKPETHBIN MepeueHb 3HaHUN 1 YMEHUH, HeOOXOIMMBIX JJIsl 3aMEIICHHUS
JIOJDKHOCTU B KOHKPETHOM CTPYKTYPHOM TOJIpa3/IeJICHUU Ha OMpeIeIICHHOM paboueM
MeECTe.

4. Paznes no/kHOCTEH MHHCTPYKIHHN «DyHKIMI»

4.1. B paznene «DyHKIUN» MEPEUUCIISIOTCS OCHOBHBIE HAMPABIICHUS IEATETLHOCTH PaOOTHHKA
B COOTBETCTBUU C HAIIPaBJICHUSIMHU WJIM OJTHUM HaIlpaBJICHUEM JESATEIbHOCTH CTPYKTYPHOTO
MoJIpa3/iesIeHus.

4.2. B popmynupoBkax QyHKIHI YETKO OTpaXkaeTcsl BKJIal paOOTHHKA B JOCTH)KEHUE
MOCTaBJIEHHBIX Mepe] CTPYKTYPHBIM MOpa3/ieICHUEM ITIaBHBIX 3a/1a4; YKa3bIBaeTCs, KaKue
(GyHKIMY paOOTHUK BBITIOIHSET CAMOCTOSITENBHO, a B BBIMOJIHEHUH KAKUX Y4aCTBYeET.



5. Pa3nest 10/IKHOCTHOM HHCTPYKUMH «/{0/KHOCTHBIE 00SI3AaHHOCTI

5.1. Pa3nen «JlomKHOCTHBIE 00SI3aHHOCTHY BKIIIOYAET MEPEUUCICHUE paboT, onepanui u
TEXHOJIOTUI, KOTOPbIE BBIIOIHSIIOTCA PAOOTHUKOM €XKEJHEBHO HJIU C O0LIEeH NepUOIUYHOCTBIO.

5.2. JIoIKHOCTHBIE 00S3aHHOCTH OOBETUHSIOTCS B OJJHOPOHBIE TPYIIIBI B COOTBETCTBUU C
GbyHKIMSAME paOOTHUKA, B Ha4ajle TEKCTa MEePEUNCIISIIOTCS TOJKHOCTHBIE 00513aHHOCTH, KOTOPbIE
pabOTHUK BBIMOIHIET CAMOCTOSTENBHO, a B 3aKJIFOYEHUH — T€, KOTOPBIE BBIIIOIHSIOTCS B
COTPYIHUYECTBE C APYTUMHU PAOOTHUKAMH.

5.3. PernamenTanus JOKHOCTHBIX 00s3aHHOCTEH paOOTHHUKA B TEKCTE U3J1araeTcs B
HIOCJICI0BATEIBHOCTH, COOTBETCTBYIOIIEH peai3aliy UM OOIINX YIIPaBICHUYSCKHUX LENIeH.

6. Paznen no/kHOCTHOM HHCTPpYKuMK «IIpaBay
6.1. Paznen «IIpaBay cTpouTcs MO CleIyIOMIEN JOrMYECKON CXEME:

Ya ImpaBa pa6OTHI/IKa Ha CaMOCTOATCIIbHOC IIPUHATUC peH_ICHI/Iﬁ — HCPCUUCIIAIOTCA
BOIIPOCKHI, KOTOPBIC OH UMECT IIPaBO PCIIATb CAMOCTOATCIIBHO,

Y2 TIpaBa U KOHTPOJIb — IIEPEUNCIISIOTCS BOIPOCHI U IEHCTBUS, UCIIOJHEHUE KOTOPBIX
pabOTHHK MMEET MPAaBO KOHTPOJIUPOBATH, BBITIONHSSA CBOU ()YHKIIMOHAILHBIE
00513aHHOCTH 110 MOPYYEHHUIO PYKOBOJUTEIIS;

%, npaBa TpeOOBaTh BBIIIOJIHEHUS ONPECIECHHBIX IeHCTBUM, paBa AaBaTh
PaCIOpPsKEHUS U YKa3aHUA U KOHTPOJIMPOBATh UX UCIIOJIHEHUE;

% IIpaBa BUSUPOBATH, COTJIACOBBIBATHL U YTBCPKAATh JOKYMCHTBI KOHKPCTHBIX BUAOB.

6.2. B Tekcte qaHHOTO pa3zena 3aKpeIuisiFoTCs MpaBa paOOTHUKA BHOCUTH MPEUI0KEHHUS 110
COBCPHICHCTBOBAHUIO ACATCIBHOCTH, CBSI3aHHOM C BBITIOJTHEHHUEM €T0 HETIOCPCACTBCHHBIX
JOJKHOCTHBIX 00S3aHHOCTEM, 10 peann3anuy GyHKIUN U TEXHOJIOTUH, B BHITOJHEHUU KOTOPBIX
OH Y4aCTBYCT,; BXOJUTH B COCTAB pa60q1/1x TPYIIII 110 TOATOTOBKE U pCaIn3allui KOHKPCTHBIX
MPOEKTOB U Y4aCTBOBATh B Pa3pabOTKe KOJIETHANBHBIX PEIICHUHN, HAPABICHHBIX Ha
JIOCTH>KEHHE TJIaBHOM 3a71a4kl CTPYKTYPHOTO nojpa3aenenuii wim scero JOVY.

7. Pa3nes1 1015)KHOCTHOM HHCTPYKIMHU «OTBETCTBEHHOCTH)

7.1. Pa3znen «OTBETCTBEHHOCTH)» NMPEAYCMATPUBAET 3aKPEIIIEHUE NTPEXKIE BCETO
OTBETCTBEHHOCTH 3a HAPYIIECHUE JECHCTBYIOIIETO 3aKOHOAATENbCTBA, JICHUCTBHI
OpraHU3alMOHHO-PACTIOPSAAUTENBHBIX U APYTUX JOKYMEHTOB B COOTBETCTBUU C Pa3AciIOM
«O0m1Ke nonoXeHus» JOHKHOCTHOW HHCTPYKIUH.

7.2. B He0OXOIMMBIX CiIydasx (pUKCHUPYETCs MOJIHAs MaTepuaibHas OTBETCTBEHHOCTh
pabOTHHKA, B ClTy4ae, €CJIU €ro JOJKHOCTD €€ IPeyCMaTpuBacT.

7.3. @UKCUPYIOTCS KOHKPETHBIE (POPMYITUPOBKH 00 OTBETCTBEHHOCTH 32 HECOOIIO/IEHUE
TEXHOJIOTHH, 3aKpETJICHHBIX B HOPMATUBHO-TEXHUYECKUX JOKYMEHTaX MPeANpUsTHS,
HapyLIEHHUs CPOKOB BBHIIIOJIHEHUS PA0OTHI, OTKA3 OT MPUMEHEHUS NEPEAOBBIX MPUEMOB pabOThI U
UMEIOUINXCS TEXHOJIOTMYECKUX CPEJCTB, OTKA3 BBHIIOIHATh YCTHBIE U TUCbMEHHbBIE
pacnopspKeHHs pyKOBOAUTENS, HE IPOTUBOPEUAIINE JEHCTBYIOEMY 3aKOHOATENbCTBY.

8. Pa3znes1 10/1KHOCTHOM MHCTPYKIUH «B3anMooTHOIIEHUS»



8.1. Paznen «B3auMOOTHOIIEHUS» TOJDKEH COJIEPKaTh periIaMeHTalni0 HHPOPMALMOHHO-
JIOKYMEHTAILIMOHHBIX CBs3€H pabOTHUKA, KOTOPBIE OH OCYLECTBISACT I JOCTHKEHHS LIEIH
nesrenbHocTH 1OV 1 1101 3¢ (HEeKTUBHOTO UCTIONHEHHSI CBOMX JIOJKHOCTHBIX 005S3aHHOCTEH.

8.2. B Hauane paszeina ykasbiBatoT cBsi3u BHyTpHu IOV, a 3aTeM CBsI3M C BHEIIHUMU
OpraHu3aIUsIMU.

9. Pa3znies1 10/12KHOCTHOM MHCTPYKIMH «/{0JI7KeH 3HATDH)

B paznene «/lomkeH 3HaTh» YKa3bIBAIOTCSI HOPMATHBHBIC ITPABOBBIC JOKYMEHTHI, KOTOPBIC
JOJKCH M3YYHTh TAHHBIA PAOOTHHK M MCIIOJIB30BaTh B CBOCH padoTe.

10. 3akI04YuTeIbLHbIE MOJ0KECHHUS.

10.1. PykoBoauTENM CTPYKTYPHBIX MOAPa3/IeICHUN HECYT OTBTETCTBEHHOCTD 332 CBOEBPEMEHHYIO
MOJITOTOBKY IMPOCKTOB JIOJKHOCTHBIX MHCTPYKIIUI paOOTHUKAM CBOETO MOPA3ACTICHUS U
nepeaaudy ux 3asenyroniemy J0V.

10.2. 3aBenytoutuit IOY npou3BOAUT KOPPEKTUPOBKY TEKCTA U TIEPEAAET JIJIsl COTIIACOBAHUS B
[Tpodcoroznbiit komuret JJOY.

10.3. JIomKHOCTHBIC MHCTPYKIIUU YTBEPHKIAFOTCS, U3MEHSFOTCSI H OTMEHSIFOTCS T10 PEIICHHUIO
3aBeayrouero JOY.

10.4. O3HakoMJIeHHE PAOOTHUKOB C JOJKHOCTHBIMU MHCTPYKLUSMHU OCYIIECTBISETCS pU
noctyruieHuu Ha paboty B IOV 3aBeayronum — nepcoHaabHO MOJ pocnuch. JJomKHOCTHAS
MHCTPYKIUS SBIISIETCS 00s13aTEILHON JIJIsl IPUMEHEHUS B COOTIOIeHNs] paOOTHUKOM C JAaThI
O3HAKOMJICHHSI.



