«YTBEPX/IAIO»
N.o.mupekropa
MBY JIO «JAKOTT «Mmnynbe» T.0.
Camapa
C.C.IlnoTHHUKOB

[Tpuka3z Ne 91-on
«10» oxTs16ps 2023 1.

O="MbY OO "UAalTT ""Umnynsc"" MNOJOXEHHUE

r.o.Camapa”, CN=lnotHukos C.Co §oIKHOCTHBIX MHCTPYKIASIX
centrimpul s@yandex.ru

00e21ch328a5e00c9c MBY 10 «IIAOTT «Umnyabe» r.0. Camapa
2023.10.13 12:12:02+04'00' 1.06mue nonoxenus

1.1. JIoMXKHOCTHAas  MHCTPYKUUS  SBJSETCS  OCHOBHBIM  OpPraHU3alMOHHO-TIPABOBBIM
JOKYMEHTOM, OIpEACISAIONMM 3a/1a4d, OCHOBHbIE IIpaBa, OOS3aHHOCTH U OTBETCTBEHHOCTH
pabOTHUKA NPU OCYIIECTBIEHUU UM TPYAOBOM JEATEIBHOCTH COIVIACHO 3aHMMAeMOM JOJKHOCTHU
(mpodeccun).

1.2. JlomKHOCTHBIE MHCTPYKLMHU pa3padaTblBalOTCA Ul pead3allMy  CIEIYIOMIHNX
esneit: co3jaHue OpraHu3aliOHHO-IIPaBOBON OCHOBBI TPYAOBOM NEeSATEIbHOCTH PAaOOTHUKOB,;

periaamMeHTanys B3aMMOOTHOILEHUI paOOTHUKA U paboToAaTENs;

v/ panuoHaJbHOE pasjielicHUe TPY/Ia;

V' moBbinieHre 3P HEKTUBHOCTU YIIPABICHIECKOTO TPY/Ia;

v obecrieueHre 0ObEKTUBHOCTH U 000CHOBAHHOCTH TP aTTECTAIMU COTPYIHUKA, Er0 MOOIPEHUH
Y TIPY HAJIOKEHUU Ha HETO JMCUUIUIMHAPHOTO B3BICKAHUS,

v/ OpraHu3anus OnTUMAalIbHOTO 00yYeHH s, MOATOTOBKU U MOBBIIICHHUS KBATH()HKAIIMN KaJIPOB;

v’ yKpeIuieHue TPYJI0BOM JUCIUIUTUHEI B OPraHU3alliy;

v/ paspelleHue TPYAOBLIX CIIOPOB.

1.3. lommkHOCTHAsE MHCTPYKIMS pa3padaTbIBaeTCs UCXO U3 3a7a4 U GYHKIUN, BO3JIOKEHHBIX
Ha KOHKPETHOro pabOTHHMKA, B COOTBETCTBHM CO HITATHBIM pacnucanueM, [IpaBunamu BHYTpEeHHETO
TpyZOBOro pacnopsiika, c¢ cobmonenueM Koncrtutymuu Poccuiickoit ®eneparnuu, Tpynosoro
kozekca Poccuiickoit denepanny 1 ”HBIMA HOPMaTUBHO-IIPABOBBIMH AKTaMHU.

1.4. OcHoBo# 11 pa3pabOTKU JOKHOCTHBIX HHCTPYKUUHN SBISAIOTCSA KBATU(PUKAI[MOHHBIE
XapaKTEePUCTHKH (TpeOOoBaHMs) MO JOJDKHOCTSIM CIYKAIIUX U MO mpodeccusiM paboynx, KOTOpbIe
YTBEPKIAEHbI MUHUCTEPCTBOM TpyAa U COLMaIbHOM 3amuThl Poccuiickon denepanuu, a Taxkxe
npodeccuoHanbHbIe CTAaHAAPTHI MO TOJKHOCTSAM, YKa3aHHBIM B IITATHOM PAaCIUCAHUH YUPEXKICHUS.

1.5. OcHOBHBIE TpeOOBaHMA K COAEPIKAHUIO MU TOPSJIKY COCTaBICHHUS JOJKHOCTHOM
MHCTPYKIMU YCTAHOBIIEHBI B CENYIOIINX JOKYMEHTaX:

V' KBanuQuKanuoHHBIN CIIPABOYHUK JTOJLKHOCTEH ciyskammX, yTB. [locranoBieHneM MuHTpyaa

Poccunm ot 21.08.1998 .Ne37;

v' OOmepoccuiickuii kiaaccupurarop npodeccuii pabounx, J0HDKHOCTEN CIyKaIIUX ¥ Tapr(PHBIX

pazpsanoB OK 016-94, npunsateiM nocranoBieHueM I'occrannapra PO ot 26.12.1994 Ne 367;

v' Tocymapcrennsiii crangapt TOCT P 6.30-2003 «yca. YCOPJI. TpeGoBanus K 0(pOpPMIIEHUIO

JIOKYMEHTOB», yTB. [loctanoBnennem ['occrangapta Poccun ot 03.03.2003 Ne65-cT;

v TlocraHoBieHHe AJIMHHUCTpAIMK ropockoro okpyra Camapa ot 1 109.2013 Ne 1122;

v HNOJIYHKT «a» I. 25 mpaBuil pa3pabOTKU U YTBEPKIEHHs NPOQPCTaHAAPTOB, YTBEPKICHHBIX
nocranoBieHueM Ilpasutenscta PO ot 22.01.2013 Ne 23;



v' mucemo Poctpyma or 31.10.2007 Ne 4412-6 «O mopsiiKe BHECEHHS W3MEHCHHU B
JOJPKHOCTHBIE MHCTPYKLIMU PAOOTHUKOBY,

1.6. JIOIDKHOCTHAsT MHCTPYKLHUS COCTABIIACTCA 10 KAKIOW INTAaTHOM  JOJDKHOCTH
OpraHu3aluu.

1.7. NomxHOCTHas MHCTPYKILHUS pa3pabaTbIBa€TCs U YTBEPHKAACTCS KAaK CAMOCTOSITEIbHBIN
JOKYMEHT — JIOKQJIbHBI HOPMATHUBHBINM aKT U PacIpOCTPAHSIETCA HAa BCEX PaOOTHHUKOB, MIPUHATHIX
Ha COOTBETCTBYIOLIYIO JIOJKHOCTb, TPYAOBblE (YHKIMH KOTOPBIX HE OTIMYaroTcs. Takxke
JOJPKHOCTHAs] MHCTPYKIUSL MOXKET OBbITh «IIE€PCOHANBHOM», €CM TPpyAOBble (YHKIMU PAOOTHUKOB
110 OJHOUMEHHOU JOJKHOCTH Pa3In4yaroTCs,

1.8. Ilpu nmocrynneHun Ha paboTy paOOTHUK 3HAKOMHUTCS C JOJDKHOCTHOM HMHCTpYKLHEH
nepe MOAIMCaHuEM TPYI0OBOTO AOr0BOPA,

[Tpu mepeBoae Ha APYryr0 JODKHOCTH M IPU BPEMEHHOM HCIOJIHEHUH O0s3aHHOCTEH IO
JOJDKHOCTH — Tepe MOANMCAHUEM JOMOJIHUTENBHOIO COMIAIIEHUS K TPYAOBOMY JOTOBOPY.

B cnydae 3aMeHbl cTapoil JOKHOCTHOW HHCTPYKIIMM HAa HOBYIO IIOCIE MPOUEIYP
YTBEPKACHUS U coriacoBaHus B cooTBeTcTBUM ¢ HacTosimuM [TOJIOXKEHUEM.

1.9. dakToM 03HAKOMJICHHS PaOOTHHUKA C JTOJHKHOCTHOM MHCTPYKIHEH CITY>KUT HOJIHCH
pabOTHUKA B TPYAOBOM JIOrOBOpE (NP 3aKJIIOYEHHUU TPYAOBOIO JIOrOBOPA), HEMOCPEACTBEHHO B
XKypnane (Jlucre) o3HaKOMJIEHHS C JODKHOCTHBIMU HHCTPYKLUMSMH, KOTOpPbIE SBISIOTCA
HEOTHEMIJIEMOH YacCThIO JOJDKHOCTHOW MHCTPYKLIUU.

2. TpeOoBaHus, IPEABABIAEMbIE K COACPHKAHUIO JOKHOCTHON MHCTPYKLIUU
2.1. B 10MmKHOCTHOM MHCTPYKIIMU YKA3bIBAIOT HAMMEHOBAHHUE OPTraHU3allii, KOHKPETHOMN
JOJKHOCTH, PEKBU3UTBI COTJIACOBAHUS U YTBEPKICHHUSL.
2.2. JIomKHOCTHAsI HHCTPYKIIUSI COCTOUT U3 Pa3/IeiioB:
OO01Me OI0KEHMS,
TpynoBsie pyHk1NY;
JloIKHOCTHBIE O0SI3aHHOCTH;
[IpaBa;
OTBETCTBEHHOCTb;
CBs131 IO JOIKHOCTH;
. 3aKJIIOUYUTENIbHbIE TTOJIOKEHUSI.
2.3. B paznene «O01ue monoxxeHus» yKa3blBakoT:

Nogk~owbdhE

HaNMEHOBaHHE JIOJDKHOCTH,

KBaJIM(DUKAIIMOHHBIE TPEOOBAHUS

HEMOCPEeACTBEHHAs! TOTYMHEHHOCTb;

HOPS/I0K Ha3HAUEHHs U OCBOOOXKICHUS OT JOJKHOCTH;

HAJIMYUE W COCTAB MOAYNHEHHBIX;

HOpMaTHBHas 0a3a ero  JeATelNbHOCTH  (OCHOBOIOJIAraloIllie€  HOPMAaTUBHBIE U

OpraHU3aIMOHHO-TIPABOBBIE JTOKYMEHTHI, Ha OCHOBAaHWU KOTOPBIX JOJDKHOCTHOE JIHIIO

OCYIIECTBIISIET CITYKEOHYIO (TPYIOBYIO) NEATETLHOCTh U PEAI3yeT CBOU MTOJTHOMOYHS).

2.4. B paznene «TpynoBsie GyHKIINN YKa3bIBAIOTCS OCHOBHBIE HAIIPABIICHHS JCATEITHHOCTH.

2.5. Paznen «JlomKHOCTHBIE OOS3aHHOCTH» COJIEPKUT MEPEYeHb OCHOBHBIX (PYHKIHM pabOTHHKA.
Kpome Toro, B 3TOM paszjene MponuchBalOTCsl 00s3aHHOCTH pabOTHHKA, BO3JIaraeMble Ha HEro
B COOTBETCTBUU CO CIIOKHMBILIEHCS B JIaHHOM CTPYKTYPHOM TMOAPA3JICICHUN MPAKTUKOU
pacnpeziefieHusi MHBIX 00sI3aHHOCTEH, BBIMOJIHAEMBIX JAHHBIM MOAPA3ICICHUEM IO PELICHUIO
PYKOBOAMTENS YyupexaeHus. JlommKHOCTHAS MHCTPYKLUHUS MO OJHOW INTAaTHOW IOJIKHOCTH HE
MOJKET COJEPKaTh JOKHOCTHBIE O0S3aHHOCTH 110 MHOM IITaTHOM JOJIKHOCTH.

2.6. Pazgen «lIpaBa» comepKuUT mepedyeHb MpaB, KOTOPHIMH B TMpPEAeaX CBOEH KOMIIETEHIUU

o0jamaeT MOJDKHOCTHOE JIMIO TPU WCIOJHCHUH BO3JOKEHHBIX HAa HEro JOJDKHOCTHBIX
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obsi3anHOCTEe. Kpome Toro, B pasjene KOHKPETH3UPYIOT MpaBa JODKHOCTHOTO JIUIA C yYETOM
crieun()UKY BBITOJIHAEMBIX JODKHOCTHBIX 00s3aHHOCTEH.

2.7. B pasgene «OTBETCTBEHHOCTh» YKa3bIBAIOT MEPY OTBETCTBEHHOCTH pabOTHHKA 3a
HecoOrofeHne TpeOOBaHUM, YCTAaHOBJIEHHBIX JODKHOCTHOM — MHCTPYKIUEH, JIOKAJIbHBIMU
MIPaBOBBIMHU aKTaMU M TPYJOBBIM 3aKOoHOAaTeIbCTBOM Poccuiickoit denepanuu.

2
2.8. Paznen «CBsi3u 110 JOJKHOCTHY» OTpaXkaeT B3aMMOOTHOILIEHUS JOJKHOCTHOTO JIMLA C APYTUMU

CTPYKTYPHBIMHM IOJPA3JCJICHUSMU OpraHM3allMd U JIOJDKHOCTHBIMHM JIMIIAMHM, HCXOJs U3
BO3JIO’KEHHBIX Ha HETO JOJDKHOCTHBIX O0S3aHHOCTEN U IOJTHOMOYMIA.

2.9. B pa3zzmene «3aKkiIOUYMUTEIbHBIE IOJIOKEHUS» OTPAXKAETCS MOPAJOK O3HAKOMIIEHUS C
JOJKHOCTHOM MHCTPYKIMEH U XpaHEeHUs JOHKHOCTHOW HHCTPYKIUU.

2.10. HeorbemsieMoii 4acThblO WHCTPYKIIMH SIBISACTCS JKypHaI (JUCT) O3HAKOMIICHHUS, KOTOPBIHA
BEJETCSl B OpraHH3alMd U CIY)XHUT J0Ka3aTelIbCTBOM TOr0, 4YTO PaOOTHHUK O3HAKOMHUJIICS C
JIOJDKHOCTHOM MHCTPYKIIUEH.

3. [Topsimok pa3paboOTKH, COTIIACOBAHUS, YTBEPKICHUS, U3MEHEHHSI U BBEICHUS B JICHCTBHE

JOJDKHOCTHOW MHCTPYKLIMU.

3.1. JlomkHOCTHast MHCTPYKIHUS pa3padaThIBACTCsl PYKOBOJUTEIEM CTPYKTYPHOTO MOIPA3IeICHUS

00 JETOTPOU3BOJUTEIICM.

3.2.  HomxnoctHas wuHCTpykuus B LIJIIOTT «Vmmynbe» yTBepkmaeTcs padboTomaTeieM Kak

CaMOCTOATEIbHBIN JOKYMEHT — JIOKAJIbHBIA HOPMATUBHBIN aKT.

3.3. JlomkHOCTHas MHCTPYKLHUS pacHpOCTpPaHAETCs Ha BCeX PpPaOOTHUKOB, NPUHATBHIX Ha

COOTBETCTBYIOIIYIO JOJKHOCTD, TPYAOBbIE (DYHKIIUH KOTOPBIX HE OTJIMYAIOTCS.

Taxoxe TOMKHOCTHAS HHCTPYKIUS MOKET OBITh «IIEPCOHANBHOIY, €CIIU TPYAOBbIe ()YHKIINU
pabOTHUKOB 1O OJHOMMEHHOM JOJDKHOCTH pasnuuaiorcs. «llepcoHanbHas» IOIKHOCTHAS
WHCTPYKIHUS JCHCTBYET B OTHOIICHHHM KOHKPETHOTO pabOTHHKA, C KOTOPBIM 3aKIIOYEH TPYI0BOMH
JIOTOBOP,

3.4. JlomKHOCTHas HHCTPYKIMS J0JIKHA ObITh COTJIacOBaHa C MpejceaTeseM BhIOOPHOIo OpraHa
MEepPBUYHOMN MPO(COIO3HON OpraHu3aIUH.

3,4 JIOJKHOCTHYIO MHCTPYKLIMIO YTBEPKAAET PYKOBOJUTENb OpraHU3aLlH.

3.5. JlomkHOCTHas MHCTPYKLMs BCTyHaeT B CHJIy C MOMEHTa €€ YTBEP)KICHHS JAUPEKTOPOM
NAXOTT «MmMnynbe» W OeiicTByeT A0 €€ 3aMEeHbl HOBOW  JTOMDKHOCTHOM HMHCTPYKLMEH,
pa3paboTaHHON U YTBEPKAEHHOI B cooTBeTCTBUH ¢ [lonoxkeHuem.

3.6. TpeOoBaHMs MODKHOCTHOW WHCTPYKIIMH SIBISIFOTCS 00s3aTeNbHBIMA /sl pabOTHHKA,
paloTaroliero B 1aHHOW JJOPKHOCTH, C MOMEHTA €r0 03HAKOMJIEHHS C MHCTPYKIMEH M0/1 pOCIUCH U
710 IepeMEILeHHs Ha PYTYIO TOJKHOCTh MJIM YBOJBHEHHS U3 OpPraHU3alliy, O YeM JelaeTcs 3aluch
B COOTBETCTBYIOLIEH rpade xypHaia (JIUCTa) 03HAKOMIICHHS.

3.7. BHeceHue M3MEHEHHH B JIOJDKHOCTHYIO MHCTPYKIIMIO MOXKET OBITh CBSI3aHO C U3MEHEHHUEM
00s13aTeNbHBIX YCIOBUM TPYJOBOrO J0TroBOopa. B 3TOM ciydyae 1OJMKHBI OBITH COOJIOJEHBI
TpeboBaHUs O 3a0JIarTOBPEMEHHOM MHCHbMEHHOM yBeIOMJIeHHH 00 3ToM paboTtHHKa. M mocne Toro,
Kak paOOTHHK COTJAacHJICS Ha MPOAOIDKEHHE TPYAOBBIX OTHOIICHHWH, BHOCSTCS HM3MECHEHUS B
JOJDKHOCTHYIO HHCTPYKIIUIO,

3.8. Ecnu BHeceHMe W3MEHEHHH B TOJKHOCTHYIO HHCTPYKIIMIO HE BJI€YET 3a cO00i HEOOXOJMMOCTb
M3MEHEHMs 00s3aTeNbHBIX YCIOBUH TPYAOBOTO JOrOBOpA, AOJDKHOCTHAsE MHCTPYKLHUS BBOJUTCS B
neiicTBue yrBepxkIeHHeM 3MeHeHui K JOMKHOCTHOM MHCTPYKLIMH WM B HOBOHM pelakuuu, C
KOTOPBIMH 03HAKaMJIMBAIOT paOOTHHUKA MMCbMEHHO.

4. 3aKI0UYUTENbHBIE TTOJI0KEHUI

4.1. CornacoBaHHYI0 U YTBEPXKICHHYIO JOJDKHOCTHYIO HWHCTPYKLHIO 3aBEpSIIOT IMEYaThio
YUpeXJIEHUs, IIHYPYIOT U XPaHAT B OT/AEJE KaJpOB.



4.2. Jns Texymed pabOThl C MOMJMHHHMKA JOJDKHOCTHOW WHCTPYKLIMU CHMMAIOT 3aBEPEHHYIO
KOIIMIO WJIM TOTOBSIT 3aBEPEHHYIO BBINHMCKY U3 JODKHOCTHOW MHCTPYKIMH, KOTOpas BKIIIOYAET B
ce0st pazaensl 2-5, ¥ BBIIAIOT PAaOOTHHKY ISl XpaHEHHs Ha paboueM MecTe.

Brimucka U3 NOJDKHOCTHOM MHCTPYKLIIMH 3aBEPSAETCS IMOANMCHIO NIEJIOIPOU3BOIUTEN U
CTaBUTCsI I1€YaTh YUPEKIACHHUS.
4.3. JIOJKHOCTHBIE HWHCTPYKLMH HOJUIekKAaT IOCTOSSHHOMY XpaHeHHto Cpok  XpaHEHMs
JOJLDKHOCTHBIX MHCTPYKIIMM 11OCIIE 3aMEHbI HOBOH - 3 roja.
4.4. Hacrosmee [lonokeHre BCTyHaeT B CHIY C MOMEHTA YTBEP)KACHUS €ro PyKOBOAMUTEIEM
OpraHH3alMH.
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