VYr1BepxaeHa
3apenyromas MBJIOY Ne 2 «batsip»

b T — A.AT'ansyrnuHoBa
Bnge\Ha B'ne‘%‘&mne NPUKa30M

N6 OT\\Z7» ﬂRﬂ6p5{ 2018 roga
M)];[\:"\V\ Cee

NucTpyKuus no KaipoBomMy E{enoﬁ?fomnoncmy
MBJIOY nerckuii cax odmepassuBamwmero suaa Ne 2 «batbip»
ByryJbMHHCKOr0 MYHULUIIAJIBbHOIO paiioHa
Pecny0oamku Tatapcran

I. . OOwmue mmonoxeHus
1. Hacrosmas WHcTpyknuss 1no KaapoBOMY JAeNONpOM3BOACTBY (manee - MHcTpykius)
YCTaHaBJIMBAET €IMHbIC MPABUIIA KAJAPOBOIO JIEJIONPOU3BOJICTBA B YUPEXKJACHUN U HAINpaBIICHA
Ha COBEPIICHCTBOBAHUE KAAPOBOM pabOThI B YUpekKACHUN
2. KanpoBoe naenonpou3BOACTBO - JESATEIBHOCTb, OOECIEUYMBAIONIAS JIOKYMEHTHPOBAHUE
KaJIpOBOM pabOTHl U OpraHU3aIMI0 pabOTHI C KaJPOBOM TOKYMEHTAIIUEH.
3. HHcTpykmusi paszpaboTaHa B COOTBETCTBHHM C JICHCTBYIOUIMM 3aKOHOJATEIHCTBOM
Poccuiickoit ®enepanuu.
4.  OTBeTCTBEHHOCTh 32 OpraHM3alMi0 KaJpOBOrO JIEJIOMPOU3BOJCTBA, COOJIIO/IEHUE
YCTAaHOBJICHHBIX TMPaBUI U TOpsAKa paboThl C KaJpOBBIMH JOKYMEHTaAaMH B YUpexKICHUU
BO3JIAraeTcsl Ha PyKOBOJIUTENS Y UpExKACHUSI.
5. PyxoBoautens VYupexaeHHs ONpeIenseT OTBETCTBEHHBIX 3a BEAEHUE KaJpOBOI0
JIeTIOTIPOU3BOICTBA B YUPEKACHUH, KOTOPbIE 00ECTIEYMBAIOT YUET M MPOXOXKICHHUE IOKYMEHTOB
B YCTaHOBJIEHHBIE CpPOKH, OCYLIECTBIISIIOT O3HAKOMJIEHHE pAOOTHUKOB YUpPEKICHHUS C
HOPMAaTUBHBIMU U METOJUYECKMMH JOKYMEHTAMHU IO KaJPOBOMY JIE€JIOIPOU3BOJICTBY.
6. COBOKYIMHOCTh JOKYMEHTOB, B KOTOPBIX 3a()MKCHPOBAHBI JTallbl TPYAOBOW AEATEIHHOCTH
pabOTHUKOB YUpeKJIeHUs, Ha3bplBaeTCsd JOKyMEHTalueW Mo JUYHOMY cocTaBy. K Takum
JIOKYMEHTaM OTHOCSITCSI: TPYAOBBIE JOTOBOPBI; NPHKAa3bl I0 JUYHOMY COCTaBY; TPYIOBbIE
KHIDKKU; JTMUHBIe KapTouku (popmbl T-2; nuuHble Aena; nuiieBble cuera o 3apaboTHOI 1iare.
7.  OTBETCTBEHHbIE 3a BEAECHUE KAJPOBOIO JIEJONPOU3BOJCTBA HECYT IEPCOHAIBHYIO
OTBETCTBEHHOCTbH 3a BBHITIONHEHHE TpeOoBaHMI NHCTPpYKIINU, COXPaHHOCTh HAXOMSIINUXCS Y HUX
CIIy’)KEOHBIX JOKYMEHTOB, 00 UX YyTpaTre HEMEUICHHO JOKJIAJBIBAIOT PYKOBOJIUTEIIO
VYupexeHus.
8. IlpaBa, O0O0s3aHHOCTH OTBETCTBEHHOTO 3a BEJCHHUE KaJpPOBOTO JEJONPOU3BOJICTBA
YupexaeHus onpenestoTcs 10T KHOCTHON HHCTPYKITUEH.
I1. OcHoBHBIE TPeOOBaHNs K 0(pOPMJIEHUIO KAIPOBbIX IOKYMEHTOB
1. Hacrosimas MHCTpyKIMs ycTaHaBIMBAeT TpeOOBaHUS K TOPSAKY OQOPMIICHHS, BEIACHHS,
perucTpanyy, XpaHeHus 1 y4era:

[Tpuka3oB, CB3aHHBIX C PETYIMPOBAHUEM TPYIOBBIX IPABOOTHOIICHUH.

TpynoBeIX JOTOBOPOB.



JIOJKHOCTHBIX MHCTPYKIMHM PaOOTHUKOB.

JInuHbIX Aen paOOTHUKOB U JJOCTYTMA K HUM.

Jlmunbix kaptouek ¢. T-2.

TpynoBbIX KHHXKEK PAaOOTHUKOB.
2. KanpoBwle NOKyMEHTHI YUpexACHHs ITODKHBI OBITH NPEAEIbHO KPATKUMH U SCHBIMHU IO
COJIepP’KaHUIO, BCECTOPOHHE OOOCHOBAHHBIMH, HE AOIMYCKAIOUIMMH Pa3IUYHBIX TOJIKOBaHUH,
OTpPEaKTUPOBAHHBIMU.
3. OTBETCTBEHHOCTH 3a Ka4eCTBO MOJITOTOBKH JOKYMEHTOB U JIOCTOBEPHOCTh COJEPIKAIINXCS B
HUX CBEJCHUM BO3JIAracTCs HA PYKOBOJIUTEIIS Y UPEKICHHUS.
4. B kaapoBoM JeNONMPOM3BOACTBE HMCIOJIB3YIOTCS YHH(PUIIMPOBAHHBIE (DOPMBI MEPBUYHOMN
YYETHOM JOKYMEHTAIlMH, YTBEPKACHHbIE nocTaHoBIeHUeM ['ockomcTtaTa Poccuu ot 05.01.2004
N 1.
5. Jlata nokymenra. [laToif NOKyMeHTa SIBJIs€TCS JAaTa €ro MOJAMUCAHUS; Ui JOKYMEHTa,
MPUHUMAEMOTO KOJUIETHMAJIbHBIM  OpPraHoM YUpexJeHus, - JaTa €ro TMpUHATUS; A
YTBEPKAAEMOIO JIOKYMEHTa YUpexXJeHus - jgara yTBepkIeHus. Jlid JOKyMEHTOB,
COCTaBJICHHBIX COBMECTHO C HECKOJIbKMMH OpraHU3alUsIMH, JaTOH JOKYMEHTa SIBISIETCS JaTa
MOJIIIMCAHMS €T0 MOCJeIHEN Oprann3anuei (10roBop, akT, OTYET U T. I.).
6. Ilonmucanue KaJpoBBIX JOKYMEHTOB YupexaeHusa. KaapoBble TOKyMEHTHI HOIMUCHIBAIOTCS
pYyKOBOJUTENIEM YUpEXKIECHUS WIN JIULIOM, UCTIOJIHSIOIIMM €ro 00s13aHHOCTH.
7. VYnpoctoBepeHue meuyaThio. Ha nokymeHTax, TpeOyromuX 0co00ro YIOCTOBEPEHHUS HUX
MO/JIMHHOCTH, CTABUTCS M1€YaTh.
II1. IIpaBua MoAroTOBKU M 0(hopMJIEHUSI KAJAPOBBIX JOKYMEHTOB
1. [lpukazpl MO JUYHOMY COCTaBy YupexIeHUs OQOpMISIOTCS B COOTBETCTBUU C
noctaHoBieHneM ['ockomcrata Poccum ot 05.01.2004 Ne 1 "OO yTBepKIeHUHU
YHU(DUIIMPOBAHHBIX (DOPM MEPBUYHON yUETHOH MTOKYMEHTAIMH I10 YUYETy TPpyJa M €ro Ooruiathl”,
Ha OnaHKax YHUGUIUPOBAHHBIX ()OPM MEPBUYHOMN YUETHOM TOKYMEHTALIUU IO YUETY KaJIpOB.
2. llpuka3pl TO JHYHOMY COCTaBy — O3TO PACIOPSIUTENBbHBIE JTOKYMEHTHI, H3/1aBaeMbIe
PYKOBOAMTENEM YUPEXKIEHUS IO BONPOCAM pEryJIMpOBaHUS TPYIOBBIX IPaBOOTHOLIEHWIA.
[Tprka3aMu 1Mo TUYHOMY COCTaBY JOKYMEHTHUPYIOT TaKue MPOLEAYpHl KapoB: IpUeM Ha paboTy
(bopma T-1); mepeBong Ha japyryio padory (dopma T-5); yBombHenume (popma T-8);
npenocTaBiieHue oTiyckoB (popma T-6); rpaduk ormyckos (popma T-10a); moompenue (popma
T-11); nanpaBnenue paboTHHKA B KOMaHIUPOBKY ((popma T-9).
3. Ilpuka3 moAmuchIBaeTCsl PYKOBOAMUTEIEM YUPEXKACHUS WM JIUIOM, HCIOIHSIONIMM €ro
00513aHHOCTH.
4. Ilpukasbl peruCTpUPYIOTCS B KYpPHAJIE U XPAHATCA B OTAEIbHOM MarKe.
5. JlomkHOCTHAsT MHCTPYKIUS - HOPMATHUBHBIA JOKYMEHT, B KOTOPOM OTpeelieHbl (DYHKIUH,
mpaBa U OO0s3aHHOCTH paOOTHUKA YupexiaeHus. Ha ocHOBaHMM NOKHOCTHOW WHCTPYKIIUU
paspabaTbIBaeTcs TPYJAOBOM JOrOBOp ¢ paOOTHUKOM YdUpexIeHHs. J[OMKHOCTHAsS MHCTPYKITHS
JOJKHA COZEpKaTh CIEAYIOUIME pa3lenbl: OOIIME IMOJIOKEHUS; NOJKHOCTHBIE O0S3aHHOCTU;
IpaBa; OTBETCTBEHHOCTh; TPeOOBaHUsI K KBaTHU(UKAIIUH.
IV. JlokyMeHTBI 10 YCTAHOBJICHUIO TPYAOBbIX OTHOLIEHUI
1. OcHoBanmeMm 1 mpuemMa Ha pabOTy SBISETCS TPYAOBOH JOTOBOp, 3aKIIOYCHHBIH B
MUCbMEHHOU (popMe, cOCTaBIISIEMBbIN B IBYX 3K3EMIUISIPAx, KaX bl U3 KOTOPHIX MOJIUCHIBAETCS
cTopoHaMu. OJIMH SK3EMIUIP TPYJOBOIO I0TOBOpa MepeaaeTcss pabOTHUKY, APYTOMl XpaHUTCS Y
paboronartenss B JMYHOM Jene paboTHHKa. TpynoBble TOTOBOpPHI MOTYT 3aKJIIOYaThCA: Ha
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HEOIpe/ICJICHHBIH CPOK M Ha ONPEJENIEHHBIM CpPOK He Oosee MATU JIeT (CPOYHBIM TPYyIOBOH
noroeop). TpynoBoil noroBop sBiISETCS OCHOBaHMEM I W3JaHMUA IpHKa3za O IpHEME
paboTHUKaA YupexeHus Ha paboTy.

2. Jln4Hoe 3asBiIeHUE PaOOTHUKA YUpPEKAECHUS O pUueMe Ha paboTy, Kak NpaBUiIo, IUIIETCA OT
PYKH B IPOU3BOJIBHOM (opMme.

3. B 3asaBnenum ykasblBaeTcs ajpecaTr (JOJKHOCTb, WHUIMANBL, (haMUIUsS PYKOBOJIUTENS
VYupexxaenus), aBTop (pamMuiusi, UMs, OTYECTBO pabOTHUKA, JOJKHOCTB, MPO(ECCHsi, e 3TO
3asBJICHUE O TepeBoJie pabOTHHMKA Ha JAPYrylo paboTy), €ro MaclopTHhIE ITaHHBIE, MECTO
peructpanuu, HoMmep TeledoHa, HAUMEHOBAaHHE JOKyMEHTa (3asBJICHHE), TEKCT B KOTOPOM
YKa3bIBaeTCsl, Ha KaKyl0 JOJDKHOCTh (MO Kakoil mpodeccuu M KBaau(pUKalUu aBTOp 3asiBICHUS
IPOCHT MPHHSITH / IEPEBECTH €ro Ha padoTy), MOIKCh, 1aTa.

4. Ha 3asiBI€HUM HAKJIAJbIBACTCS PE3OJIOLMS PYKOBOAUTENS Y UpEkKACHUS.

5. AHKeTa (JIMYHBIH JIUCTOK MO Y4ETy KaJpoB) ABISAETCA JOKYMEHTOM, COAEPKALIUM CBEIECHUS
aHKETHO-OMorpau4eckoro xapakrepa o paboTHUKE. AHKETY (JIMYHBIN JTUCTOK MO yUeTy KaJpoB)
NOCTYHAIOMMKA Ha paboTy 3aMoJHAET COOCTBEHHOPYYHO 0€3 MOMApOK M HUCIIPaBJICHUN B OJTHOM
sk3eMIusipe. OTBETHI Ha BOINPOCHI AHKETHl (JINYHOI'O JIUCTKA MO YYETy KaJIpoB) JHalTci B
COOTBETCTBUM C JIaHHBIMH, KOTOpBIE COZEpXkAaTcsl B JIMYHBIX JOKYMEHTaX IMOCTYHAlOIIEro Ha
paboTry. AHKeTa (JIMYHBIN JIUCTOK 110 YYETY KaJIpOB) XPAHUTCS B JIMYHOM Jiejie paOOTHHKA.

6. ABToOmorpadwus SBISETCS JOKYMEHTOM JIJIS TTOMYyYSHHS JOTIOTHATENBHBIX (IO CPAaBHEHHIO C
AHKETO / JMYHBIM JIMCTKOM [0 Y4YeTy KaapoB) JAaHHBIX O paboTHHKe. ABTOOHOrpadus
COCTaBIIICTCSI PAOOTHUKOM COOCTBEHHOPYYHO O€3 IMOMapoK M UCHpABJICHUH, MNUIIETCS B
POM3BOJILHON (pOpME, HO B XPOHOJIOTHUECKOM MOCIIe10BaTEIbHOCTH.

7. Tlpuka3s o nmpueme Ha paboTy OPOPMIISETCS B COOTBETCTBUHU ¢ YHUPUIIMPOBaHHOU (popmoit T-
l m nomxeH cOOTBETCTBOBaTh TpeOoBaHMAM [IpaBmil BHYTpEHHEro TpyIOBOTO pacmnopsjika
VYupexnenua. @opma T-1 npenHazHaueHa A1 JOKYMEHTHUPOBAHUS MHAMBHUAYAJIBHOIO IIPUEMA.
[Tpuka3 o npueme 0ObsBIAETCA PAOOTHUKY YUpEKACHUS MO PACTIUCKY.

1-i1 sk3eMIUIslp HpuUKa3a O MpHeMe Ha paboTy OCTaeTcs Ha XpaHEHHEe B YUpEeXICHHUH, 2-U
SK3EMIUIP Mepenaercs B OyXraaTepuio A O(OPMIICHHUS JIMIEBOIO CUeTa M HAYUCICHUS
3apabOTHOM IUIaThl U KONMS NpHKa3a B JIMYHOE J1eJ0 pabOTHHKA. YHU(HUUUpPOBaHHAs (Gopma
npukaza T-1 sBaseTcs OCHOBaHMEM JMJIsi 3allOJIHEHUs CIy)KOOW KaJpoB YYETHOH (opMbI
«JInynast kaprouka paboTHuka T-2)», BHECEHUS B TPYAOBYIO KHIXKKY 3allUCH O IpPUEME Ha
paboTy uiH ee BhIJauu (U1 MOCTYMAIONIMX Ha pabOTy BIIEPBHIE).

8. Ilpuka3 o mepemeniennu, nepeBoje opopmisercs yaudummpoBanHon hopmoit T-5. @opma
T-5 nmpennazHaueHa Juisi JTOKYMEHTHPOBaHHUS IE€peBOJa Ha APyryro paboty. B cimydae ecnu
OCHOBAHMEM JUI M3/1aHUS IIpHUKa3a SABJSIETCS 3asBJICHUE O MEPEBOJIE Ha APYryr paboTy, TO OHO
COJCPXKUT CIEAYIOIINE PEKBU3UTHL ajapecarT (PYKOBOIUTENb YUPEXKICHHs, HHULHUAIB U
bamunus), aBTOp (OJKHOCTH, CTPYKTYPHOE IOJIpa3/ieieHne, MHULIUAIbBI U (aMUIus ), Ha3BaHUE
BUJA IOKYMEHTa (3as1BJICHHE), TEKCT, OJMMUCH U JaTa. B TekcTe usnaraercs npocb0a paboTHUKA
MEepPEeBECTU €ro Ha APYrylo JOJDKHOCTb, U (WJIM) B JIPYroe CTPYKTypHOe moppasjaeieHue. Ha
3asiBJICHUN MPOCTaBJISieTCsl pe30Jtouust pykoBoaurtens Yupexaenusa. [Ipukas o mnepeBone
00BsIBIIACTCS pAOOTHUKY Y UpPEKICHUS MO PACITUCKY.

1-idK3eMIUIsp TIpUKa3a OCTaeTCs HAa XpaHEHHE B YUPEKICHHH, 2-i dK3eMIULp NepeaaeTcs B
OyXraJITepuIo ¥ KOs MPUKa3a B JINYHOE J1eJI0 pabOTHHKA.



9. VBonbHeHHE (MIpeKpalieHue TPYJI0BOTO J0TOBOpa) pabOTHUKA YUPEkKACHUS JOKYMEHTUPYIOT
dopmoii T-8 «llpukaz (pacmopspkeHne) O MpeKpalleHud JEUCTBHS TPYIOBOTO JIOTOBOpa C
PpabOTHUKOM (YBOJIbHEHUU )».

[Ipuka3 noamnuceiBaeT pykoBoauTeNnb YupexaeHus. [Ipuka3 o0 yBoJbHEHUU OOBABIAETCS
pabOTHUKY YUpeXICHHS O] PACIHCKY.

1-i1 sK3eMIUIsAp MpHKa3a OCTaeTCsl HA XpaHEHHE B YUPEXKACHUHU, 2-I SK3EMIUIAp MepenaeTcs B
OyXraJiTepuio A pacuera ¢ paOOTHUKOM U KOIHUS MPUKa3a B JIMYHOE JeJI0 pabOTHHKA.

10. 3asBieHne 00 YBOJBHEHUU SIBIISICTCS MUCBMEHHON (DOPMOM TIpeIypexaAeHUs paboTOaTeIIs
0 PacTOpPKEHUH TPYJOBOTO JOTOBOpa MO MHUIMATUBE PAOOTHUKA. 3asBICHHUE MMUIIECTCS OT PYKH,
aZipecyercs pyKOBOJUTEINIO, B TEKCTE U3JIaraeTcsi Npoch0a paboTHUKA 00 YBOJIbHEHUH, IPUUMHA
U JlaTa YBOJIbHEHHUs. B nokymeHTe 00s3aTeNbHO JOJKHA CONEPIKAThCA JaTa MOoJauM 3asBIICHUS.
3asBICHUE IOMEIIAETCS B TMYHOE JI€JI0 BMECTE C MPUKA30M 00 YBOJIbHEHHH.

11. TIpuka3 o mpeaocTaBICHUH OTIyCcKa pabOTHUKY odopmiIsieTcss yHUPUITMPOBAaHHON (opMOoit
T-6. EsxeroaHelii OIUIAYMBAEMBIM OTIYCK B COOTBETCTBHUHM C TPYAOBBIM 3aKOHOJATEIbCTBOM
JIOJIKEH TIPEOCTABIATHCS paOOTHUKY exerofHo. [IpaBo Ha KMcrob30BaHKUE OTITYCKA 3a NMEPBBIN
roji paboThl BO3HHMKAeT y pabOTHHKA MO MCTECUYEHUH 6 MECSIEB €ro HempepbIBHON pabOTHl B
VYupexnenun. Ilo cormameHu0 CTOPOH OIJIAYMBAEMBI OTHYCK PaOOTHUKY MOXKET OBbITh
MIPEIOCTABIICH U JI0 UCTEUEHUSI 6 MECSIIEB.

OcHoBaHMeM ISl U3/1aHUS [TPUKA3a O MPEAOCTaBICHUH OTITYCKA CIYXKHUT 3asiBJIC€HHE paOOTHUKA U
rpaduk OTIYCKOB.

12. OuepenHOCTh MPENOCTABICHUS OIJIAYUBACMBIX OTIIYCKOB OINpEACISIeTCS €XEroJHO B
COOTBETCTBUM C TrpadukoM oTnyckoB (dopma T-10a), yTBepKAaeMbIM pPYKOBOAMTEIEM
VYupexxaeHus He IMo3/1Hee, YeM 3a 2 HeAelnu A0 HACTyIUIeHHs KaneHaapHoro roxa. I'paduk
OTIIYCKOB TIPUMEHSIETCS JUIsl OTPaXEHUsI CBEICHMM O BPEMEHM paclpeiesieHUs €KEeroJHBIX
OIJIAYMBAEMBIX OTITYCKOB BCEX PAOOTHUKOB YUpEXKIEHHUs Ha KaJCHIAPHBIA TOJA MO MECSIaM.
[Ipy ero cocraBIeHUM YUWUTHIBAIOTCS JIEHCTBYIOIIEE 3aKOHOAATEIbCTBO, CHELH(HKA
NEeSTENIbHOCTH YUpexXIeHus M MokenaHue paboTHukoB. [Ipu mepeHoce cpoka oTmycka Ha
JIpyroe BpeMs C corjlacus pabOTHMKa M PYKOBOAMUTENS  YUPEKICHHS  BHOCHTCA
COOTBETCTBYIOIIIME W3MEHEHHUs B rpaduk ormyckoB. O BpeMeHHM Hayaja OTIyCKa PabOTHHK
JIOJKEH OBITh U3BEIICH HE MO3/IHee, YeM 3a 2 HeZeH JI0 €ro Havasa.

4.11. Tlpuka3 (pacmopspDKeHHE) O TMOOMPEHUH pabOTHUKA YupexaeHus odopmisercs
yaupunupoBanaoii gopmoit T-11. B coorBerctBum ¢ TpynoBeim kogekcom P® (cratest 191)
paboTonaTens MmooupsieT pabOTHUKOB, JOOPOCOBECTHO HCTOJHSAIOMIMX TPYAOBBIE O0S3aHHOCTH
(0ObsiBIIIET ONAroapHOCTb, BBIJAET MPEMHIO, HArpa)xaaeT LEHHBIM I0JapKOM, IOYETHOM
rpaMoToi u jp.). OCHOBaHUAMHU JIJIs1 U3JJaHUs MOJOOHBIX MPUKA30B CIYKaT JOKJIAIHbIE 3alIUCKHU,
aKThl, peueHus] Mpo(Ccor3HBIX KOMUTETOB, COBETa TPYAOBOTO KoJulekTuBa. llpuka3 momkeH
coJepkaTh yKa3zaHHE BUJa MOOIIpeHHs (6JarofapHOCTb, LIEHHBIM MMOJAPOK, MOYETHAs IPaMoTa,
npemus u 1p.). [loMHHUK NpUKa3a OCTaeTCcsl HAa XpaHEeHHE B YUPEeKICHUH, Ha €r0 OCHOBAHUU
CBEJICHUS O TIOOLIPEHUH 3aHOCITCS B TPYAOBYIO KHUXKKY, JINYHYIO KapTouky ¢. T-2 paboTHHKA.
4.12. Tlpuka3 0 NpUMEHEHUH TUCIUIUIMHAPHOIO B3BICKAHMSI COCTABIISIETCS B TEKCTOBOM (opMme
Ha OJaHKe MPUKA30B HAa OCHOBAaHUU MHCHMEHHBIX OOBACHEHHM pabOTHHKA M JOKJIAJIHON
3aIUCKH.

[Ipuka3 o MPUMEHEHWU TUCIUIUIMHAPHOTO B3BICKAHHS C yKa3aHWEM MOTHBOB €ro U3JaHUs
o0BsBIIseTCs (co0oOIIaeTcs1) paboOTHUKY, MMOJBEPTHYTOMY B3bICKaHHUIO, IO/ PACIUCKY B T€UEHUE
Tpex pabouux OHEH co AHS ero u3naHusa. B ciydae oTkaza paOOTHHMKA MOAMKCATH MPHUKA3
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COCTABJISIETCSI COOTBETCTBYIOIIMI aKT. IIepBbI AK3eMIULSp MpHKa3a OCTAeTCsd Ha XPaHECHHE B
VYupexaeHuu B iejie IPUKa30B 10 OCHOBHOMN J€ATEIbHOCTH.

Jlo mnpumeHeHHs B3BICKaHHMS [JOJDKHO OBITh 3aTpeOOoBaHO OT pabOTHUKA YupexkIeHus
o0BsicHEHHEe B NMHCbMEHHON Qopme. B ciydasx orkaza paboTHUKAa JaThb Takoe OOBSCHEHUE
COCTaBJIIETCSI COOTBETCTBYIOIIMI akT. B MUCbMEHHBIX OOBSCHEHUSX YKa3bIBAIOTCS MPUYMHBI
MPOUCHIEIIET0 — HAPYIIEHUE TPYIOBOM MUCIUILIMHBI, HEBBITIOJHEHHE KaKOTO-THO0 3aJaHusl U
ap. IlnceMeHHbIE 00BACHEHHS MUIIYTCS COOCTBEHHOPYYHO, B OJJHOM 3K3EMILISIpE.

JlokiagHas 3amuMcka O HapyUIeHMM TPYJOBOW JUCUUIUIMHBI COCTaBIseTCS PAOOTHUKOM,
OOHapy>KUBIIUM (DAaKT COBEPIICHHS MPOCTYNKA. PYKOBOIUTENh CTPYKTYpHOTO MOJpPA3/EICHUs
nepefaeT OOBACHUTENIBbHYI0 M JOKIAJAHYIO 3allUCKU PYKOBOJIUTENIO YUpexACHUS s
paccMOTpeHHs M pe3onoluu. Pe3onmonus nuiieTcs Ha JOKIAAHONW 3amucKe U JI0JDKHA
COJIEprKaTh PELIEHUE O BUAE TUCLUILUIMHAPHOIO B3bICKAHUS.

V. JoKyMeHTBI 10 y4eTy KaApoB

K yueTHpIM TOKyMEHTaM OTHOCSTCS:

1. TpynoBas kHMKKa paOOTHHKA — OCHOBHON JJOKYMEHT O TPYAOBOH AESITEIbHOCTH U TPYIOBOM
cTaxke paboTHHUKa. TpyAoOBble KHIKKH BENyTCsl B Iopsake, npeaycMoTpeHHoM «lIpaBunamu
BEJCHUSI U XpaHEHUS TPYIOBBIX KHHXKEK, HW3TOTOBJICHHSI OJAHKOB TPYIOBOW KHIDKKH U
oOecrieyeHus UMU paboTojaTesei», yTBepkKIeHHbIMU ocTaHoBiIeHueM [IpaButensctBa PO ot
16 ampenst 2003 . N 225 (B pen. [locranosnenuit [IpaButensctBa PO ot 06.02.2004 N 51, ot
01.03.2008 N 132, ot 19.05.2008 N 373).

2. JImuHOE NeNI0 — COBOKYITHOCTD JIOKYMEHTOB, COJICPIKAIINX IOJTHBIE CBEJICHUS O paOOTHHUKE U
€ro TPYJIOBOH JeATeNbHOCTH. JINUHbIE [enia BeAYTCs ¢ LEIbI0 KOHIEHTPAIMK Beei HHPOpMaLuu
00 0HOM pabOTHHKE B OT/ACITILHOM KOMILJIEKCE.

Jlnunble nena BeayTcs Ha BceX paOOTHUKOB YUpekIeHUs (B TOM UHCIIE HA COBMECTUTENEH).
Jlmunoe neno odopmisieTcs mocie W3AaHHUS MpUKa3za O Ipueme Ha paboty, Gopmupyercs B
TE€YEHHE BCETr0 CpoKa paboThl pabOTHUKA U JOMOIHSETCS JOKYMEHTaMH, XapaKTepU3YIOIIMMHU
TPYAOBYIO JESATEIBHOCTD.

B cocTtaB 10KyMEHTOB JIMYHOTO Jie/1a paOOTHUKA BXOJAT CIEAYIOIINE TOKYMEHTHI:

puKa3 o mpueme Ha pabdoTy;

TPYIOBOM TOTOBOP (JOTICOTIIALIEHHUS K TPYI0BOMY JOTOBOPY);

KOIUS IOKYMEHTOB 00 00pa3zoBanum/ mpodecCHOHaTbHAS IIEPETIOITOTOBKA;

KOIUSI YTOCTOBEPEHHUS O MOBBIIIEHNN KBATU(UKALINN;

JIOKYMEHTBI 00 aTTeCTalllu;

CIpaBKa 00 OTCYTCTBHU CYJIUMOCTH;

aHKeTa (JINYHBIM JUCTOK MO y4eTy KaJpoB);

aBTOOHOTrpadus;

3asiBJICHUE O MTpUeMe Ha palboTy;

B nuyHOE neno He NOMEmArTCs KONWHM IPUKA30B O HAJOKEHWM B3BICKAaHWW, CIIPaBKU O
COCTOSIHUHM 3JI0POBbSI U C MECTa XHUTEIbCTBA, 3asBIEHHS 00 OTIyCKaX, KOIUHU IPHUKa30B 00
OTIIYCKaX M JPYTHe JOKYMEHTBI BTOPOCTEIICHHOTO 3HAYCHHUS.

JInunele nena pabOTHUKOB XpaHSTCS 75 JeT.

JInuHble nena XpaHaTcs B YUPEKIECHUM KaK JOKYMEHTBI CTPOrol 0T4€THOCTU. OTBETCTBEHHOCTh
3a XpaHEHUE JIMYHBIX JEJI BO3JIaracTcsi Ha OTBETCTBEHHOIO 3a BEACHHUE KaJApOBOIO
JEJIONIPOU3BOCTBA PA0OTHHUKA Y UPEKICHHUS.



3. Knura ydera IMYHOTO COCTaBa MeIarormuecKuX paOOTHUKOB Y UPEKICHHUS.

3anuch MPOM3BOAMUTCS C OOIIEH TMOPSAKOBOM HyMepalued, HauwHas ¢ 1-ro Homepa. BHOBB
MOCTYIUBIIINE TIEIarOrMYecKie PaOOTHUKHU 3aIHCHIBAIOTCS B MOPSIKE MOCIEIYIOIINX HOMEPOB.
Ha pa3BepuyToii cTpanuie 3anuceiBaeTcs He 6onee 10 denoBek. 3anucu B KHUTE JTOJDKHBI OBITH
JIOKYMEHTaJIbHO OOOCHOBaHbl. B KHHMre ydera JIMYHOTO COCTaBa MNeNAarorndeckux pabOTHUKOB
NEPHOANYECKH OTMEYAIOTCS pe3yJbTaThl aTTeCTAllMM YYHTENeH ¢ yKa3aHHWEeM JaThl ¥ HOMepa
pelIeHNs aTTeCTallMOHHONH KOMUCCHH.

KHura ydera nu4HOTO CcocTaBa JOJDKHA OBITH MPOHYMEPOBaHA, MPOITHYPOBaHA M CKPEIICHA
HOJIKCHIO 3aBEIYIONICH U TIeUaThiO IETCKOTO Caja.

4. Kuwra y4era BbIJJaud TPYJOBBIX KHM)KEK U BKJIAJIBIIICH K HUM

5. Jluunsle kapTouku ¢. T-2;

Jluynast xaprouka paOoTHUKa YupexaeHus odopmisiercss yHupuuupoanHoi ¢opmoit T-2.
JIngHas KapTOyka 3aMoJHAETCS PAOOTHUKOM YUPEXIEHHS B OJHOM OJK3EMIUIIpE, OT PYKH
(pa3bopumnBo),  (GOPMYIHUPYIOTCS  MOJHOCTbIO, 0€3  COKpalleHWd Ha  OCHOBaHUH
COOTBETCTBYIOIUX JOKYMEHTOB (TIacropTa, TPYAOBOH KHIKKH, BOEHHOTO Omiiera, JOKYMEHTa
00 oOpa3zoBanuu u jap.). Bce nocneayromue n3MeHeHUs B aHKETHO-OMOrpauIecKuX U yUeTHBIX
JTAHHBIX paOOTHHUKA YUPEXICHHUS JODKHBI CBOCBPEMEHHO OTPAXKATHCS B IMYHOW KaPTOUKE.

VII. CocTaBiieHHe HOMEHKJIATYPbI AeJ U (popMupoBaHuUe eI

1. Opranuzanmys JTOKYMEHTOB B KaJpOBOM JICIIONPOM3BOACTBE MPEJACTABIsSCT COOOH
COBOKYITHOCTb BHUOOB pa60T, OGGCHG‘-II/IBaIOIJ_II/IX COXPAaHHOCTb, CUCTCMATU3ALIUIO JOKYMCHTOB,
dbopmupoBanre u opopMieHHE e B KaJIPOBOM JEIONPOU3BOACTBE U WX TEpenady B apXuB
VYupexneaus OCHOBHBIMH BHIAMU paboOT, 00eCNEeYMBAIONIMMH TPABHILHYIO OpPTaHU3AIUIO
JOKYMCHTOB B KaJpOBOM JCJIONPOU3BOACTBEC, ABJIAIOTCA COCTABJIICHHEC HOMCHKIIATYPBI ACIT U
dbopmMHupoBaHHE JE.

2. Ilpu dopmupoBanuu €1 HEOOXOIUMO COOIOIATh CICAYIOIINE MTPaBUJIa;

noMemars B ACJIIO TOJBKO HCIIOJIHCHHBIC, IIPABHUJIBHO O(l)OpMJ'IeHHLIe JAOKYMCHTBI B
COOTBCTCTBUH C 3aroJIOBKaMu ACJI [0 HOMCHKIIATYPC,

noMemarb BMECTEC BCC JOKYMCHTBI, OTHOCAIMIMECA K PA3pPCIICHHUIO OIHOTO BOIIPOCA,
TpynmnupoBaThb B ACJIO0 JOKYMCHTBHI OJHOTO KAJICHAAPHOIO IroJd, 3a UCKIIIOYCHHUEM MICPEXOAATINX
ACT

PasaCIbHO I'pynmnmupoBaTh B ACJIa JOKYMCHTBI IMOCTOAHHOTO XPAaHCHHUSA W BPEMCHHBIX CPOKOB
XpaHeHUs.

B ACJI0 HC JOJDKHBI IMOMCIIATHECA JOKYMCHTBI, ITOJJICKAIIIUE BO3BpATY, JIMITHHUC 3K3CMILIAPHI,
YEPHOBUKHU.

C MOMCHTA 3aBCIACHUA U OO IICpCAavynl B apXuB queH(,ueHI/m ACJIa XpaHATCA IO MECTYy HUX
dopmupoBanusa. Beigaua gen ApyruM MOAPA3JENCHUSM WM CTOPOHHUM OpTraHHU3aIUsIM
MIPOU3BOJUTCS C pa3pelieHuss pykoBoautens YupexaeHus. CTOPOHHMM OpraHU3alusM jesa
BBIAAKOTCA IIO0 aKTaM. M3naTne AOKYMCHTOB H3 ACJ IMOCTOAHHOI'O XpPaHCHHA HOITYCKAacCcTCsA B
HUCKIIFOYUTCIIBHBIX CJIydasixX W MNPOU3BOAUTCA C PA3PCIICHUA PYKOBOIAUTCIIA quemgleHm{ C
00s3aTeNIbHBIM OCTAaBJICHUEM B JACIIC 3aBepeHH0171 KOIIMKU JOKYMCHTA U dKTa O IIPpUYMHAX BblAd4YH
INOJJIMHHHUKA.



