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1.06mue nosoxenus.
1.1.Hacrosmee ITonoxenue ycraHapnuBaer NOpANOK GOPMHUPOBAHHS, BEACHHA M XPAHEHHS JTHYHbIX €l
U TPYAOBBIX KHIXKEK COTpYAHUKOB MBJIOY Ne 6..
1.2.B nuuHble fena W TPYIOBBIE KHIKKH BHOCSTCS WX MEPCOHANBHBIE JAHHBIE M HHbIE CBEJICHHS,
CBAI3aHHBIE C MOCTYIUICHHEM Ha paboTy, ee MPOX0XKIEHHEM U YBOJILHEHHEM.
1.3.Befienne NMYHBIX O€n M TPYMOBBIX KHIDKEK BO3JaraeTcs Ha KaZipoByro ciayx0y (creuuanucra,
OTBEYaroIero 3a paboty ¢ kaapamu) MBJIOY.
3aKpenyieHHe OTBETCTBEHHBIX JIMIl 3a BEJEHHE JHYHBIX el H TPYAOBBIX KHIDKEK B YUPEKAECHHUAX
OCYHIECTBJISICTCS HA OCHOBaHUU COOTBETCTBYIOIIETO JIOKAIBHOTO aKTa.
1.4.CBenenus, comeprkaniyecs B THIHBIX J€J1aX SBISIOTCA KOHOHUICHIHATBHBIMH.
1.5.C6op 1 BHeceHHe B JTMYHOE [IENI0 YCTAHOBICHHBIX (e/lepaTbHEIMHU 3aKOHAMH [EPCOHATBHBIX AAHHBIX
O €ro MNOJIMTHYECKUX, PEIMTHO3HEIX U MHBIX YOEeKISHHUAX, YACTHOM JKU3HM, WICHCTBE B OOIIECTBEHHBIX
00beIMHEHHS, B TOM YHCIIE B IPO(ECCHOHANBHBIX COM03aX, 3aMpelaeTes.
1.6.B nepuon paGotel B tuuHOe Heno cotpyanuka MBJIOY B XpOHOTOrHYECKOM MOPSAKE BKIFOYAIOTCS
JNOKYMEHTBI,  MOATBEPKAAIOIINE H3MEHEHHs  aHKETHO-OMOTrpaMUecKHMX  JaHHBIX, MaTepHabl,
XapakKTepH3yIOME TPYHOBYIO [NEATENbHOCTh PYKOBOAMTENS, M APYrHe NOKYMEHTBI, B KOTOPBIX
COICPIKUTCS OLIEHKA MX JEIOBBIX, TMYHBIX, MOPAIbHBIX KAUECTB.

2.CTpyKTypa JIHYHOrO Je/ia PyKOBOIHTEIS MyHHIHNAILHOTO yUpekKIeHHs.

2.1. K nuunomy aeny corpyanuka MBJIOY npro6warotes cieayrolme JOKYMeHTHI:
1) muceMeHHOE cornacue Ha 06paboTKy MEPCOHANBHBIX JaHHBIX;
2) cOGCTBEHHOPYYHO 3alOIHEHHas M IOANMCAHHAs PYKOBOJMTENEM aHKETa YCTaHOBICHHOM (GOpMBI C
npuioxeHueM ¢otorpadum;
3) nMCEMEHHOE 3asBJIEHHE O MPHEME Ha paboTy;
4 ) aBTobuorpadus
5) pacniopsbkeHHe O pueMe Ha paboTy (0 Ha3HAYEHUH);
6)3asBJI€HH O MPEKPAILEHHN TPYAOBOrO JOrOBOPa MK €r0 MPHOCTAHOBIECHHUH.
7) 9K3eMILIAp TPYAOBOrO JOTOBOPA, & TAKXKE SK3EMIUIAPHI TMCHMEHHBIX IOMOTHUTENBHBIX COTTIAlIeHHUIH,
KOTOPBIMH OQOPMIISIOTCS M3MEHEHHsS W [OIOJHEHHs, BHECEHHBbIE B TPYIOBOM JOroBOp (XpaHATCH B
OTHEJILHOU MAarKe).
8)3asBNIeHMs O MpeKpalLIeHHH TPYIOBOr0 JOrOBOPa MITH €10 IIPUOCTAHOBIEHHH.
XpaHATcs B OTAENbHOM mamnke, cobuonas KoHGHIEHIMATbHOCTb:
1) Komus macmopTa M KOMHMH CBHAETEJBCTB O IOCYJAPCTBEHHOM DPErHCTpAllMH aKTOB TPaXKIaHCKOro
COCTOSIHHUS;
2) KONMA CBMIIETENBCTBA O TOCTAHOBKE HA yYET B HAJIOrOBOM OpraHe (hM3MYECKOrO JIMI@A MO MECTY
JKUTEILCTBA Ha TeppUTOpHU PD
3) Konus NOKyMeHTa (TIpH HaJlM4MH), MOATBEP)KIAIOIIEr0 PErUCTPALMIO B CHCTEME WHIMBHAYAIBHOTO
(mepcoHU(HLUMPOBAHHOTO) y4eTa, B TOM YHCIIE B (OPME 3JIEKTPOHHOTO JTOKYMEHTa;
4) KONMMH HOKYMEHTOB O Mpo(hecCHOHAIBHOM 06pa3oBaHHH, MPO(ECCHOHATBHON IEPEeNOAroTOBKE,
MOBBIIIEHUH KBaTH(GHUKALMH, CTAXKHPOBKE, IPHCBOEHHH YYETHOTO 3BaHHs (€CIH TAKOBbIE HMEIOTCS);
5)CBEIEHUS O TPYHOBOH AESATENIBHOCTH BMECTE C TPYAOBOM KHIXKKOM MIIM B3aMeH ee;( XPaHHThCA B
celide)



6) KOMHMH JOKYMEHTOB BOMHCKOTO ydeTa (Il BOEHHOOOS3aHHBIX M JIML, TOJIEKAIIUX MPHU3BIBY Ha
BOEHHYIO CiTyx0y);

7) KOIMM PelleHH# O HarpakIeHHH roCy1apCTBEHHBIMH HarpaiaMHy, NIPHCBOEHUH [TOYETHBIX, BOUHCKHUX U
CreLHaIbHBIX 3BaHHUH, PUCYXKICHHH FOCYIapCTBEHHBIX IPEMHUHA (€CITH TAKOBBIE MMEIOTCS);

8)Kkomus crpaBKU O HaMHYKMK (OTCYTCTBHH) CYAMMOCTH /I (akTa yrojgoBHOro npecnegoBaHUs JTHGO
NPEKPAIIECHHS YTOJIOBHOI'O MPEC/IEN0BAHHS N0 PeabUIUTHPYIOIMM OCHOBAHUSM;

9) KONHs yOCTOBEPEHHUS, IIOATBEPKAAIOLIETO HATTHUHE KAKOW-THO0 JIbrOTHI;

10) xomuH HOKYMEHTOB 06 aTTeCTaLUH;

11) 3asiBneHns 0 HaMEpEHMH BBITIONHATE MHYIO OIIAYHBAEMYIO paboTy 1o COBMECTHUTEIIBCTRY

3.JIopsifok BeNeHHs JIHYHBIX A€

3.1.Jlnynoem neno hopmupyetcs B TeueHue 7 IHEH MoCie W3AaHUS pacropsyKeHHs, NIpUKa3a O pUeMe Ha
pabory.
3.2. JloKyMeHTBI, NpHOOLUEHHBIE K JHYHOMY Jely, CTpaHHulLlel Hymepytorca. K auuHOMy memy
NPHJIAraeTCcsi OMMUCh JOKYMEHTOB.
33. B chopMHMpOBaHHOE JIMYHOE Jel0 JOKYMEHTHl BKIIOYAIOTCA B XPOHOJIOTHYECKOM
MOCJIE0BATENLHOCTH.
3.4. JlokyMeHTBI JIMYHOTO /e [TOMELLAIOTCS B CHELHATBHYIO MAIIKY.
3.5. JluuHble eN1a PETHCTPHPYIOTCS B JKypHAJIE Y4eTa IMYHbIX el
3.6. JluuHble nena COTPYIHMKOB XPaHATCA y OTBETCTBEHHOIO COTPYAHHMKA. JIMUHBIE nena XpaHATCS B
MECTax, MCKIIOYArOLIMX HECAHKIMOHHPOBAHHBIH JOCTYN MOCTOPOHHHX JIML, KaK JAOKYMEHTBI CTPOroOi
OTYETHOCTH OTAEIBHO OT TPYIOBBIX KHHKEK.
3.7. JIn4Hoe neno 3ampelaeTcs BEIHOCHTB 3a Ipe/Ienbl IOMEIEHHs X XpaHeHHs 6e3 COOTBETCTBYIOIIETO
PacropsuKEHUs! pyKOBOIUTEIS.
3.8. Ilocne yBONBHEHHUS €TO JIMYHOE NE/I0 XPaHHTCA B MYHHIIMTIATBHOM YUPEXKICHHH B TEYEHHE 5 JIET CO
AHA YBOJIPHEHHS, IOC/I€ Yero NepenaeTcs B apxuB. JIMUHbIE [ena XpaHATCS B TeUYEHHE 75 JIeT, eclid OHU
cozmanel 1o 2003 roga, uimu B Teuenue 50 €T, ey oHU co3mansl mocie 2003 rona.

4.JTopsiiok paGoThI ¢ IHYHBLIM J€I0M.
4.1. Ipu pa6oTe ¢ THYHBIM JEIOM 3aNpeIaeTcs:
- BHOCHTh KaKHe-JIM60 HCTIPABIIEHHS HITH HOBBIE 3aIlHCH B JOKYMEHTbI, MPHOBIIEHHEIE K THIHOMY JeNy B
COOTBETCTBHHM C HacTosAmUM [TosokeHHEM;
- U3BJICKATh U3 JINYHOTO J€/1a UMEIOIHECS TaM JOKYMEHTEI,
- pasriaiaTh CBEAECHHUS, COAEPKALIUECS B JOKYMEHTAX JJUYHOIO Aeja.

4.2. OTBETCTBEHHBIH COTPYNHHMK, yKa3aHHbi B m.1.3. Hacrosmero ITONOKEHHs, BHHOBHBIA B
HapylIEHWH HOPM, PEryJHpYIOIMX MOyYyeHHe, oO6paboTKy, XpaHeHHe H Mepeiady MEePCOHATBHBIX
JaHHBIX, B HAPYLICHUHU NOPSIKA BEICHH JIMYHBIX €], YCTAHOBJICHHBIX HACTOSIIHM [10/I0KEHHEM, HECET
OTBETCTBEHHOCTh B COOTBETCTBUH C JEHCTBYIOIINUM 3aKOHOIATENECTBOM PD.

5.06s3aHHOCTH KaAPOBOii CiIyxKObI (0TBETCTBEHHOr0 CEIHATHCTA)
[0 BEJECHHIO H XPAHEHHIO JINYHBIX €.
5.1. B 06s13aHHOCTH KaIpOBO#i CIryK6bl (OTBETCTBEHHOTO CHELHMAIUCTA) BXOIHUT:
- HOArOTOBKA MPOCKTa PAaCIIOPSHKEHHs O NMpUeMe (Ha3HaYE€HHH) IPOeKTa TPYAOBOTO A0TOBOPa C HHM;
- MOATrOTOBKA NIPOEKTA PAaCIOPsLKEHHs 06 YBOJILHEHHH;
- NpHOGIIEeHHEe TOKYMEHTOB, YKa3aHHBIX BO 2 pasiene HacTosimiero ITonokeHHs, K JMYHBIM [€NaM B
Te4yeHHe 7 IHeH ¢ MOMEHTa MOCTYIIJIEHHS;
- obecreueHne COXpaHHOCTH M y4€Ta JIMYHBIX JIENT;
- obecnieuenre KOHGUICHIHATBHOCTH CBEEHHH, CONEPIKAIMXCS B TMYHBIX Je/1aX;
- O3HaKOMJICHHE COTPYAHHMKA C JHOKYMEHTaMM HX JIMYHOIO Jejla He peKe OQHOrO pas3a B IO M IO MX
TpeboBaHuIO;
- MpOBEpPKa COOTBETCTBHS CBEACHHH, BHOCHMBIX B JIMYHOE JENO, JOKyMEHTaM, NPEIbSBIAEMBIM MpH
TNOCTYIUICHHH Ha paboTy (Ha3HaU€HHH) U TP BHECEHHH M3MEHEHHH B yKa3aHHBIE 1OKYMEHTEI.
5.2. JlnuHoe neno B UENAX NPOBENCHHS MPOBEPKM MOKET GBITH HCTPEGOBAHO IO PacnopsLKEHUIO
pykoBozutens HcnonuurensHoro xomurera UHCTOMONBCKOTO MyHHIHMMNATbHOTO paiioHa PT u (wmm)
OpraHoB MpOKypaTyphl, TEPPUTOpHATbHbIX opraHoB MBJI. OTBETCTBEHHBIH COTPYOHHK KaapOBOM
CIry>KGBl, 10 COTVIACOBAHHIO C PYKOBOJMTENEM MyHHULMNATEHOTO YUPEXKICHHS, 06s3aH IPEJOCTABUTE €ro
10 MECTY Ha3HAYEHHS.
6.IIpaBa u 06513aHHOCTH COTPYIHHKA MYHHIHNAILHOTO YUPeXkICHHSI.
6.1. Corpynuuk MBJIOV umeer npago: :



- Ha O3HAaKOMJICHHE CO BCEMHM MaTEpPHAlaMH CBOErO JMYHOIO Jeia. ¢ OT3BIBaAMH O MpOGeCCHOHATBHOM
ACATENIBHOCTH M IDYTHMH JOKYMEHTAMH /10 BHECEHHS HX B JHYHOE AI€JI0, a TaKkKe Ha MPHOOILEHHE K
JIMIHOMY NI€JTY €r0O MUCbMEHHBIX 06bICHEHUE:
- Tpe6OBATh HCKITIOYEHHS MM HCTIPABIICHHS] HEBEPHBIX WJIH HETIONHBIX TEPCOHABHBIX JaHHBIX; _
- JOMNOJHATE MEpCOHAJIbHBIE OaHHbIE OLIEHOYHOrO XapaKTepa 3asBICHHEM, BBIPAKAIOIIAM €ro
COGCTBEHHYIO TOUKY 3peHHs.
6.2. Cotpynnuk o6s3an MH()OPMHPOBATH KaIpOBYIO ciyxOy (OTBETCTBEHHOrO crielmaycTa) 060 Boex
MSMCHEHUAX CBENEHHH, MOIEKANMX BHECEHHIO B JIMYHOE 1€/O B COOTBETCTBUH C HACTOSIIMM
Honosxenuem, He nosaHee 5 aHel mocie ux HACTYIUICHHSI.

7.XpaHeHHe H Be/leHHe TPYAOBBIX KHHKEK.
7.1. Tlopaaok samonHeHus u XPaHCHHS TPYIOBOM KHMXKH B GYMaKHOM BHIe perilaMeHTHpYeTCs
HODMaTHUBHO-IIPaBOBEIMM aKTamMu P®d:
ITocTa”oBIEHHEM IpaButenscrea P® or 16.04.2003 Ne225 «O tpymoBsix KHIXKKax», ITocTaHoBnEHHEM
MunucTepcTBa Tpyna u conmansHoro pasButusa PO ot 10.10.2003 Ne69 «O6 YTBEPXKACHHUH UHCTPYKLUH
T10 3aMOJTHEHHIO TPYIOBBIX KHHKEK).
7.2. Tlopsmok 3amoiHeHus u XPaHCHHUs TPYNOBOW KHHMKKH B SIIEKTPOHHOM BHE periaMeHTHpyeTcs
HOPMAaTHUBHO-NIPaBOBBIMH akTaMH PD:
DenepanbHbIM 3akoHOM PD ot 16.12.2019 Ned39 «O BHECEHMH H3MEHEHHI B TpynoBoii konexc PD B
4acT (OPMUPOBAHHS CBENCHHH O TPYZIOBOM AEATENBLHOCTH B 3EKTPOHHOM BHEY.
7.3. MBJIOY ¢opmupyer B SJICKTPOHHOM BHJE OCHOBHYIO MH(OPMALMIO O TPYHOBOW ESTENbHOCTH H
TPYROBOM  CTaxX€ KaJOrO COTPYAHHKA M MpEICTABIfeT ee B TIOPSIAKE,  yYCTAaHOBJIEHHOM
3aKOHOAATENbCTBOM P® 06 MHAMBHIYamEHOM (mepconndHIMpOBaHHOM) yueTe B cHCTEMe 06S3aTENBHOTO
TICHCHOHHOTO CTPaXOBaHHs, /ISl XPAHEHHs B HH(OPMAIIHOHHBIX pecypcax [lencuonHoro ¢onna PO.
7.4. B cBesieHUs O TPYIOBOH JEATENLHOCTH BKIIOYAETCS MH(pOPMALMA O HeM, MecTe ero paboTbi, ero
TPYIOBOM (DyHKUMH, TepeBojax Ha Ipyryio MOCTOAHHYIO paboTy, 06 YBONBHEHMHM C yKa3aHHeM
OCHOBAHMs M NPHYMHBI MPEKPALUEHHs TPYIOBOrO IOroBOpA, Apyras TpemayCMOTpeHHass TpymoBbIM
koziekcoM P®, uHBIM (enepanbHbIM 3aK0HOM uHbOpMAaLus.
7.5. B ciy4ae BBISBIEHHS COTPYAHMKOM HEBEPHOH HIIM HETIONHOM MHGOPMALMK B CBEIEHHAX O CBOEH
TPYNOBOM JIEATENBHOCTH, MPEICTABIEHHBIX MyHHLMNAIbHBIM ~ yYPEKACHHUEM MJIs XPaHEHHS B
MH(OPMAlIMOHHBIX pecypcax IIeHCHOHHOro ¢orpa PD, mo mucbMeHHOMY 3asBICHHMIO OTBETCTBEHHDII
COTPYAHHK 06513aH MCTIPABHTb WJTH JOTIONHHUTH CBEACHHS O TPYIOBOW IEATENBHOCTH U MPEICTABHTH UX B
TOpAJIKE, yCTAHOBJIEHHOM 3aKOHOAATELCTBOM P® 06 MHIMBHIyaIEHOM (nepconnuuEpoBaHHOM) yyeTe
B CHCTeMe 0Gs3aTeIbHOrO MEHCHOHHOTO CTPaXOBAHHS, [Jis XpaHeHHs B HH(OPMALMOHHBIX pecypcax
IMencuonHoro gonpa PO.
7.6. TpynoBble KHWKKHM COTDPYIHHKOB MBJIOY Ne6 B GymaxkHOM BHIE XpaHATCS B METALTMYECKOM
HECropaeMoMm Inkady, MCKIIOYAIOMEM HECAHKITHOHHPOBAHHBIH JOCTYN MOCTOPOHHUX JIHL, OTAEIBHO OT
NpoYel KaZipOBOH JOKYMEHTAIIHH.
7.7. TpynoBble KHWKKH B 6yMaKHOM BHIE PETHCTPUDPYIOTCS B XKypHAJlE y4yeTa TPYHAOBBIX KHIKEK.
7.8. Tlpu yBONBHEHHH COTPYIHHKA B J€Hb TPeKPALLIEHHs TPYJOBOrO JOrOBOpPa €My BBIZAETCS TPYAOBas
KHWKKa MM NPEAOCTABJIAIOTCS CBENEHHMSA O TPYHAOBOM JEATENBHOCTH B JaHHOM MYHHLIUTIAIBHOM

YUPEKAECHHH.
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