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YTBepxaeHo:
[Tpuxaszom ot 30.07.2018 r. Ne 33

HNHCTPYKIHUA

11O KAAPOBOMY JAEJOINPON3BOACTBY




WMuctpykims mo  xanposomy ACJIONPOU3BOACTBY B MyHHUIMIIAIBHOM aBTOHOMHOM
JOLIKOJILHOM 00pa30BaTEIbHOM yUpPesKIeHHH «JleTckuii ca KOMOUHEPOBAHHOTO BHa No 28 1.
Jlynmonoso (nanee — WHcTpyknms) pernamenTupyer OpraHU3alMIO €IMHOIO MOPSIKA KaJIpPOBOTO
ACTOIPOU3BOACTBA B MyHMUMIATBHOM — aBTOHOMHOM  JOIIKOJBEHOM obpa3oBaTeaLHOM
yapexnenun «Jlerckuit can KoMGHHIPOBaHHOTO BHya No 28y A. Jlynmonoso (MAJIOY «JICKB
Ne 28Ney . Jlynmonoso (nasnee — Vupexnenue).

Kanposoe nenonpoussojctao OCYILECTBIISET 3aBEYIOMHE YUPEHKIEHNS B COOTBETCTBUM
¢ JNaHHOH MHCTpyKumed. OTBETCTBEHHOCTs 3a BEICHHUE KaZIpoBOr0  JIeJI0IPOU3BOICTBA,
COOIIONCHNE YCTAHOBIEHHBIX TIPABHIT paboTel, cpokoB odopMIIeHHUS 1 COXPaHHOCTh KaJpPOBBIX
AOKYMCHTOB BO3JIAral0TCs Ha 3aBE/yIOLIETrO.

1. Ilpuem HOBBIX paboTHHKOB
1.1. Ilpu mpueme Ha paGoty TPOKIAHUH NIOJDKEH IPEIBABUTH, a JeIONpPOH3BOIUTEND
Yupexaenus (OTBETCTBEHHBIH 3a ohopMITEHIE TOKYMEHTOB IpHU npuemMe Ha pabory, jaiee -
ACIIONPOU3BOJUTEINE) 00513aH 3aTpe6OBATH OT HETO CIICAYIOIIHNE JOKYMEHTBI:
TIacTiopT MIIM MHOH IOKYMEHT, YIOCTOBEPSIONIHIL TNYHOCTD,
TPYMOBYIO KHIKKY (KDOME COBMECTHTEJIEH H BIICpBbIE IOCTYIAONMIMX Ha paboTy);
CTpaxoBOC CBUJICTEIILCTBO FOCYAaPCTBEHHOTO IEHCHOHHOIO CTpaxOBaHHs
AOKYMEHTBI BOMHCKOTO yd4era. J[ns BOEHHOOGS3aHHBIX, NpeOBIBAIONIMX B 3amace, —
BOCHHBIN OMJIET WM BpeMEHHOE YOCTOBEPEHHE, BBIIAHHOE B3aMEH BOCHHOTO OMIIeTa, a
AL TIPU3BIBHUKOB YIOCTOBEPEHHE TIPAXKIAHMHA, IOJJIEXKAIIET0 [PU3BIBy Ha BOCHHYIO
CIIy)0y;

DN NI NN

v' JI0OKyMeHT 06 00pa3oBaHUHU, KBATH(DUKALINYA UIH HAIHYUE CIELUANBHEIX 3HAHUU (ecin
pabora TpebyeT crenuanbHbIX 3HAHMI WK CIEIHAIBHOM MOATOTOBKH);

v\ CHpaBKy O HaTHYMH (OTCYTCTBHM) CyAUMOCTH U (1) BaxTa YronoBHOTO Ipecie0BaHYs
1160 0 IPEeKPANIEHUH YrOIOBHOTO TIPECICIOBAHUS 110 PEAOUIHTHPYIOIIUM OCHOBAHUSIM,
BBIIAHHYIO B IIOPAZKE U 110 OpMe, KOTOPBIE YCTAHABIIHBAIOTCS denepanpHBIM Opranom
HMCTIONHATEBHOR BJIACTH, OCYIIECTBISIONTUM (GYHKIHH 110 BBIpAaOOTKE W peanu3aluu
TOCYAapCTBEHHOM IMOJIUTHKH U HOPMAaTHBHO-IPABOBOMY ~DPETYJIMPOBAHUIO B cepe
BHYTPEHHHUX JIE]I.

Jltst man, moctynaronwx Briepsbie Ha paboty, Yupexenue odhopmiser TPYJOBYIO KHIKKY.

1.2. Ecnu y kannunara OTCYTCTBYCT TPYAOBas KHWXKKa (yTpara, [0pyYa Ml HHas [IPUYUHA), TO 110
IHUCbMEHHOMY 3asBJICHHIO 9TOTO JIMNA OTBETCTBEHHBIH 3a BEICHHE TPYAOBBIX KHHUXKEK,
oopmIIsET eMy HOBYIO TPYIOBYIO KHIKKY. 1.3. Jlenonpou3BoauTess 06s3am:

v\ NIPOBEPHTH HAIMYHE BCcex HEOOXOMMMBIX IOKYMEHTOB JUIS 3aKTIOUCHHS TPYAOBOTO
JIOTOBOPA; v' PENOCTABHUTE KaHIH/IaTy IMYHBIHA JTUCTOK 110 YYETy KaJpOB JUIS 3aII0THEHHS
(mputoxenue Ne
1);

v’ HpPOBEPHUTH COOTBETCTBHE JAHHBIX B JIHIHOM JIMCTKE U JPYTUX CBEJCHUI, COOOIIEHHBIX O
cebe KaHIUAaTOM, IIPE/ICTABICHHBIM UM JIOKYMEHTaM;

v’ 03HAKOMHUTH KaHIMZATA IO IOJMACE C NCUCTBYIOIIUME B YUpEXTEHHH JIOKATHHBIMU
HOPMATHBHBIMH aKTaM¥ 10 IOAIKMCAHHS TPYLOBOTO JOTOBOPa;

v TOIArOTOBUTH MPOEKT TPYROBOTO 10TOBOpa C pabOTHUKOM B JBYX OSK3EMIULIpAax IO
YTBEPXKIICHHOMY B YYpeXICHUH [ablIoHYy;

v TIIOArOTOBUTE IIPOEKT IIpuKasa 0 mpHeMe Ha paboTy 10 YHHDUIMPOBAHHOIM dopme Ne T-1
(T=



la);

v/ mepenarh TPYJAOBOM JOTOBOP M IIPUKa3 O PHEMe Ha IIOIIHCH 3aBEAYIONEMY Y UpeKICHHUS.
1.4. Tlocne Toro, Kak MJOKYMEHTHI OyayT oOGOpPMIEHBI €O CTOPOHBI YYpeXIEHHMH,
JIeTIONIPOU3BOIUTEIH 00s3aH:!

v/ mojmmcarh TPYAOBOR JOTOBOP Y JIHIlA, IPHHAMAEMOTO Ha paboTy;

v' BBIIaTh pabOTHUKY OJMH SK3EMIUIAP TPYIOBOTO IOroBopa. PaGoTHMK MOATBEpKIACT
MOJy4YeHHEe OK3EMIUIIpa TPYIOBOTO JOTOBOPA, IIOCTaBUB IIOANMCH Ha OK3EMILIIPE
JIoTOBOpa Y UpEXKICHUS;

v/ 03HaKOMHUTH pabOTHHKA IO MOJMKCH C IPUKAa30M O IpreMe Ha paboTy (B TPEXIHEBHBIHA
CpPOK €O JHS (aKTHIECKOro Havaia paboTsl);

v/ 3al0JIHATH JIMYHYIO KapTouky paboTHuka mo yHubunupoaHHod ¢opme Ne T-2 u
03HAaKOMHUTH CO BCEMH 3aIHCIMH PabOTHUKA 11O ITOIIHCE;

1.5. OTBETCTBEHHBII 3a BEJCHUE TPYIOBBIX KHIKEK 00sI3aH:

v/ clienarh 3aluch B TPYAOBYIO KHIDKKY O IIpHeMe Ha paboTy,

v/ 3aperucTpUpoBaTh TPYAOBYIO KHIKKY PabOTHWKA B KHUIE Y4€Ta XpaHEHHs TPYIOBBIX
KHIDKEK U BKJIAIBIIICH B HUX.

1.6. JIuyHble KApTOYKM pACIONAraloTCs B OTAENBHON IMamke, B HNOMEIICHHM Ui paboTHI C
IIEPCOHATBLHBIMY JTAHHBIMH.

2. I[lepeBoa pabOTHHKOB BHYTPH Y YpexICHHS
2.1. IlepeBosibl paOOTHUKOB B Y UpEKAECHUU JOIIYCKAIOTCSA TOJIBKO C MX MACEMEHHOTO COIJIACHS,

3a HCKITIOUEHUEM CIIy4aeB, IPEeIyCMOTPEHHBIX 3aKOHOIAaTeNbCTBOM Poccuiickoii @enepanym.
2.2. Ilpu nepeBoae pabOTHUKA AETONPOU3BOIUTEND 00A3aH:

v/ NONyYdTh corjacue pabOTHHKA O MepeBoie, 0pOPMUB yBEIOMIICHHE O IE€peBoie (IpH
[epeBo/Ie 0 MHUIMATHBE paboToNaTeNs);

v\ npuHATE y pabOTHHKa 3asBIEHHE O IIEPEBOME, IIOANMCAHHOE PYKOBOIUTEIEM
CTPYKTYPHOTO IMOJpa3feiCHUs, OTKyda IEPEeBOIUTCS, PYKOBOJUTENEM CTPYKTYPHOTO
IOJpa3 IeNIeH s, Kyaa NepeBOIUTCS pabOTHHK.

v/ COCTaBUTH MPOEKT JOMOJHUTENBHOIO COIJIAICHUS K TPYAOBOMY JOrOBOPY B JBYX
9K3EMILIIpax;

v/ COCTaBUTH IIPOEKT MPUKa3a o IepeBojie o yHuumuposanaoi popme Ne T-5 (T-5a);

v/ Imepejarh Ha MOAMKCH MPOEKTHI JOMOIHUTEIFHOIO COTJIAICHHUS U IIPHKa3a 3aBeIyIOIEeMY
YupexnaeHus;

v\ mopamucarth JOIOJHUTEIBHOE COTJIAICHWE Yy PabOTHHKA M OTHATh €MY OJUH 3K3EMILLIp
cormamenus. IIpoBepuTh, YTOOBI PabOOTHUK IpU  IOIYYEHHH  3K3EMIUIIpa
JIOTIOJTHUTEIFHOTO COTJIAIEHHs] [TOCTABUJI CBOIO IOJIHKChH HA SK3EMILISAPE COTJIAIICHHUS
Vupexnenus; v' 03HAKOMUTH pabOTHHKA C IIPHKA30M O IEPEBOE MO IOIIUCE.

2.3. Eciu iepeBO/I SIBISETCS IIOCTOSIHHBIM, IEJIONPOU3BOAUTENL BHOCUT 3aIIMCh O IEPEBOJC B
myHyto kapTouky (popma Ne T-2). OTBETCTBEHHBI! 3a BEIEHUE TPYAOBBIX KHIDKEK BHOCUT
3aIMCh B TPYIOBYIO KHIDKKY (HE II03/1HEE HEAEIBHOIO CPOKa).

3. YBoabHeHNE pa0OTHHKOB
3.1. YBoupbHEHHME [POU3BOJUTCS 110 OCHOBaHMSM, IPEIYCMOTPEHHBIM  TpyIOBBIM
3aKOHOATEIbCTBOM C COOJIIOZICHUEM YCTaHOBIICHHBIX CPOKOB IMUCHBMEHHOTO MPEIYNPENAECHUS O
IPECTOSIIEM yBOJIbHEHUH. TeueHue cpoka NpeRyNpexeHus 00 yBOJbHEHUM HAYMHACTCS Ha
CJIEYIOLIUH JIEHb I10CJIE YBEIOMIICHHUS.



3.2. 3asiBieHHE 00 YBOJILHEHUY ABJISCTCS MACBMEHHOH (QOPMOH IPERYIPEKACHHS paboTonaTeis
0 PAaCTOPXKEHHH TPYIOBOIO JOTOBOPA I10 MHUIMATUBE PAOOTHHKA. 3asBJICHUE MUIICTCS OT PYKH,
Ha MM 3aBE/IYIONIETO, B TEKCTE H3JaraeTcs Npockba paboTHIKa 00 yBOIBHEHNH, IPUYKUHA U JaTa
YBOJILHEHUS. B OKyMEHTE HODKHA COAEPKATHCS [aTa I0auM 3asBICHUS.
3.3. Ilpu monyveHuu 3asBieHHs 00 YBOJIBHEHMH DabOTHHMKA [ENONPOM3BOIUTENR 00s13aH
POBEPHUTH ITIPABIIBHOCTh COCTAaBICHHOTO 3asBJIECHHS 00 YBOJNBHCHHH (pEKBHM3HTHI, J1aThI
YBOJIBHEHHS M HAIMCAHNUS 3asIBJICHIIS), HATMYUE HEOOXOAMMBIX ITOIIHCEH Ha 3asBJICHAN.
3.4. VYBonpHeHHe paGoTHHKAa (NpEKpAlCHHE TPYIOBOTO — JOr0BOPa) JMOKYMEHTHPYIOT
yru¢uuuposansoit ¢dopmoit Ne T-8 «Ilpuka3s (pacmopspkeHHE) O IIPEKpalleHUH JACHCTBUA
TPYJIOBOT'O IOTOBOPA € pabOTHUKOM.
3.5. B TekcTe IpuKa3a 06 yBOJNbHEHHH yKa3bIBACTCS JIaTa yBOJIBHEHUS, (paMUIIKs, UMS, OTIECTBO
pabOTHHKA, TaGETBHBIA HOMEP, HOIDKHOCTH (IIpodeccust) i CTPYKTYPHOE MOAPA3ACICHIE, HOMED
¥ JiaTa TPYJOBOTO JIOTOBOpa. JlaTa yBOJIBHEHHS SIBIAETCS HEOOXOMMMBIM PEKBH3UTOM IpUKa3a,
TaK KaK JHEM YBOJNbHEHHUs pabOTHHKA BO BCEX CITydasX SBIISCTCS IIOCIEIHUH IEHB €ro paboTHI.
3.6. IIpu yBONbHEHHH PabOTHHKA IO MOOOMY M3 OCHOBAHHM YBOJILHEHHS ACTONPOM3BOIUTEND
00s3an:

v/ COCTAaBUTB IIPOEKT MpHKaza 00 yBoiasHEeHHH 110 popme Ne T-8;
TIepenaTh MPOEKT IPKKa3a Ha MOIICH 3aBeIyIomeMy Y IpexKICHHUS;
03HAaKOMHUTH pabOTHHKA C IPUKA30M II0] IIOJIIHUCH;

A NRNERN

[0 3asBJICHHIO pabOTHHKA BHIAATh 3aBEPEHHbIE KOMMU JOKYMEHTOB, CBSI3aHHBIX C €O
paboToi.
B nocnenauii pabounit 1eHb pabOTHHUKA:

v/ BHECTH 3amuch 06 YBOJIBHEHHH B JMYHYIO KapTodky mo ¢opme Ne T-2 i 03HaKOMHTS ¢
HUMM COTPYIHUKA IO IOAIHKCE;

v/ OTBETCTBEHHOMY 3a BEJICHHE TPYJOBBIX KHIDKEK BHECTH 3allUCh B TPYIOBYIO KHIDKKY
paGOTHHMKA, BBLIATH DPAabOTHHKY €ro TPYJIOBYIO KHIDKKY. PabOTHMK MOATBEpXKJacT
TIOJIyYeHHE TPYAOBOM KHIXKH, IIOCTABUB IOANKCH B KHUI€ y4€Ta TPYIOBBIX KHIDKCK M
BKJIA/bIIIEH B HUX. (OCYIIECTBIIAETCS OTBETCTBEHHBIM JIMIIOM)

3.7. B ciyuae, eciy B ICHb YBOJNBHEHMs pabOTHUKA BBIIATh TPYNOBYIO KHIDKKY HEBOSMOXHO B
CBS3M C €ro OTCYTCTBHEM JMOO0 €ro OTKasoM OT MOJydeHHs TPYAOBOM KHWXKA Ha DYyKH,
JEJIONPOH3BOIUTEND B aJIPEC (VA a/[peca) YBOJNBHIEMOro pabOTHUKA HAllPABIACT YBENOMIICHHE
0 HEOOXOIMMOCTH SIBUTHCS 33 TPYA0BOM KHIDKKOM MIIM IaTh MACBMEHHOE COTIaCHe Ha IICPECBUIKY
ee mo moure. Co JHS HAIpaBJICHUS YBEIOMIIEHHS MPEACTAaBUTENIb HAHUMATEIIs (paboTonareins)
0CBOBOYXKIAETCS OT OTBETCTBEHHOCTH 3@ 3aEPXKKY BBLIAYU TPYIOBOH KHUKKH.

4. IIpegocraBiieHne OTIYCKOB PaboTHAKAM
4.1. E>KerofHbBIi OIUIAYMBAaEMbIil OTIYCK IpPENOCTABISECTCS COTTACHO TIpauKy OTIYCKOB,
YIBep)KIECHHOMY B YupexueHud. I'paduk OTIYCKOB Ha CICIYIONMEH TOX COCTaBIACTCA IO
yauunupoBarHoi Gopme Ne T-7 1 yrBepkaeTCs HE MO3/(HEE TEM 32 14 xaneHIapHBIX AHEH J10
Hayana HOBOTO roja. JleJoNmpou3BONUTENs 00sM3aH O3HAKOMHTH PAOOTHHKOB C YTBEPHKACHHBIM
rpa @KoM OTITYCKOB IO TIO/IIKC.
4.2. Ilenonpou3BOUTENb HE [O3THEE YEM 3a JIBE HEJCIHU 0 HACTYIUICHHS OTITYCKa yBEOMIIACT
pabOTHHUKA 110 HOAIKCH O IPEJICTOSIIEM OTITYCKE.
4.3. Tlo COrTAacOBAHHIO ¢ PabOTOaTeNeM PAGOTHIK MOXKET IIEPEHECTH AAThl OTIIyCKa. Jlis 5Toro
OH MAILET 3asBIICHHE. 3asBIIeHHe IOANUCEHBACT PyKOBOIUTEIb [IOIPA3/IECHHs 1 3aBe/IyFOIIHH
YupexaeHus.



4.4. PabOTHUK IO COTJIACOBAHHUIO C 3aBEAYIOUIMM YUPEXIEHUS MOXET 0(QOpMHUTH OTIYCK Oe3
COXpaHeHHUs 3apab0THON IIATHI.
4.5. Inst opopmiieHHs OTIIycKa 6e3 coXpaHeHHUs 3apab0oTHO# I1aThl paOOTHUK IUILET 3asBICHHUE.
3asBJIE€HUE INOJIKCHIBAET HENOCPEICTBEHHBIH PYKOBOAMUTENIh pabOTHHKA (OTBETCTBEHHBIH 3a
BeJIeHHe Tabels) U 3aBeTyIOUHH Y UpexIeHUs.
4.6. I1pu npenpocTaBneHUH OTIIycKa paOOTHUKY JE€JIONIPOM3BOAUTEND 00s3aH:
v 0)OpMHUTH IIPUKA3 O PEIOCTABIECHAM OTIIYCKA pa0OTHHKY [0 YHAGDHUIIMPOBAHHOM opme
Ne T-
6 (T-6a),
v’ 03HaKOMHTH C IIPUKA30M 00 OTIycKe pabOTHUKA IO OAIIKCE;
v/ BHECTH CBeJICHUsI 00 OTIyCKe B IMIHYIO KapTouky (hopma Ne T-2) paGoTHuKa.
v
S. Opranu3anus pa6oThl ¢ TPYAOBBIMH KHIDKKaAMHU
5.1. TpynoBast KHI)XKa OGOPMIISIETCS M B JAJbHEHIIEM BeNETCS B TOYHOM COOTBETCTBHM C
[IpaBuiamy BeIeHUS M XpaHEHUS TPYAOBBIX KHIDKEK, H3TOTOBJICHHUS OJIaHKOB TPYAOBON KHUKKH
u obecrieyeHus: IMH paboToareneil, yTBepXKIeHHBIMY ITocTaHoBIeHUeM [IpaBurensctea PO ot
16 anpens 2013 r. Ne 225, u MHCTpYyKIMEH 110 3alIOJTHEHUIO TPYAOBBIX KHMXKEK, yTBEPKIACHHOM
nocta"oBnenneM MunaTpyaa Poccun ot 10 oxtsiops 2003 1. Ne 69.
5.2. OTBETCTBEHHBI! 3a XpaHEHHE, BEJICHUE U Y4eT TPYAOBBIX KHMXKEK M BKIAJIBIIEH K HUM -
PYKOBOIUTENb Y UPEXKACHUS - 00sI3aH:
v/ BHOCHTB B TPY/IOBBIC KHIDKKHU 3alIMCH B YCTAHOBJICHHBIE 3aKOHOIATEILCTBOM CPOKH;
v/ BECTH KHUIY ydyeTa JBHXEHHS TPYAOBBIX KHUKEK M BKJIA/IBIIICH B HUX;
v/ perucTpupoBath (C yKa3aHHEM CEpHH U HOMEpA) B KHHUIE ydeTa ABMIKCHHS TPYHOBBIX
KHIDKEK U BKJIQJIBIIIEH B HUX BCE TPYAOBBIE KHIDKKH PaOOTHUKOB Y UPEXKICHHS], IPHUHATBIX
Ha paboTy, a Taxke TPYXOBbIE KHIKKH U BKJIA/IBIIIX B HUX, 0)OPMIIEHHBIE Ha PAOOTHUKOB,
MOCTYIHUBIINX Ha paboTy BIIEPBHIE
v/ clequTh 3a TeM, YTOObI NMpPH YBOJBHEHWH PAaOOTHHK CTaBHJ JaTy M IHOANMCH IIPH
MIOJIyYEHUHU TPYIOBOU KHMDKKH Ha PYKH.
5.3. HcnopyeHHble IpU 3alloJIHEHUM OJaHKM TPYAOBBIX KHIDKEK IIOJUIEKAT YHMYTOXKEHHUIO B
MOpSIIKE, YCTAaHOBJIEHHOM IyHKTOM 42 IlpaBun BefeHus M XpaHEHHsS TPYHOBBIX KHHXKEK,
M3TOTOBJIECHUS OJIAaHKOB TPYIOBOM KHIDKKHM U 00€CIIEYeHUsI UMH paboToaaTene.

6. Iloompenns ¥ THCHMIUIMHAPHbIE B3bICKAHHUS
6.1. Iloompenus 3a ycnexu B paboTe M OTBETCTBEHHOCTh 3a JUCLMIUIMHAPHBIE IPOCTYIKH
OIIpe/IeIEHB! B IOKATBHOM aKTe Y UpekJeHUs.
6.2. Ilpukaz (pacrmopspkeHHe) O TIIOOIIPEHHH pabOTHHKA YUpeXIeHUs OoGhOopMIIsIeTcs
yaudunupoansoit ¢popmoit Ne T-11. PaGoromarens mooupsieTr paGOTHHKOB, H0OPOCOBECTHO
UCIIOJIHSIONIMX TPYAOBBIE 00s3aHHOCTH (0OBSBISET OJIArOAAPHOCTh, BBIIAET IIPEMHMIO,
HarpaxaaeT IIEHHBIM 0JJapKOM, IOYETHOH IrpaMoToH U Ap.). 3a 0COOBIE TPYAOBBIE 3aCIyTH IEPE]T
OOmecTBOM W TOCyZapcTBOM paOOTHHKH YUpEXAEHHs MOryT OBITh IIPEICTABIEHBl K
roCyIapCTBEHHBIM Harpajam.
6.3. OcHOBaHHEM JUIS U3IaHUS MOJOOHBIX MPUKA30B CIYXKHUT CIYXKEOHOE MUCEMO PYKOBOJAUTEII
[OZIpa3/ielieHss O HarpaXICHUHM, Ha OCHOBAHHHM DPE3OJIIOIMU 3aBEIYIOIIEro YUpeXkICHHUEM,
JIEJIONIPOM3BOAUTENb TOTOBHUT IIPHKa3 0 moompeHun. [Ipukas fomkeH conepxarh yKasaHue BUaa
nooIpeHus (61arofapHOCTh, IIEHHBIHA II01apOK, IOYETHAs FpaMOTa, IIPEMHS U Ip.).



6.4. IloaMMHHYK IPHKa3a O MOOIIPEHUH OCTAETCS Ha XPAHEHUH B Y UPEXKICHUH U KOIIUS B THIHOM
Jene cotpyanuka. Ha ero ocHoBaHMU CBEACHUS O IIOOLIPEHHH 3aHOCATCSA B TPYAOBYIO KHUKKY,
JIMYHYIO KapTo4Ky 10 dpopme Ne T-2 paboTHuKa.

6.5. 3a coBepIIeHUE UCIUIUIHHAPHOTO IPOCTYIIKA, TO €CTh HEUCIIOIHEHUE WM HEHAUIeKaIIee

HCITOJTHEHHE II0 BUHE paOOTHHKA BO3JIOKEHHBIX Ha HETO TPYJOBBIX 00S3aHHOCTEN,

paboTonaTeNh HIMEET IIPAaBO IPUMEHUTE CIICAYIONIHE BUIbI JUCIUILIAHAPHBIX B3BICKAHMMA:

v 3aMedYaHHue;
v/ BBITOBOD;
v/ YBOJIbHEHHE [I0 COOTBETCTBYIOIIUM OCHOBAHHSM.

6.6. Jlo mpuMeHEeHHs B3BICKaHUs OT PabOTHHMKA JOJDKHO OBITH 3aTpebOBAHO OOBICHEHHE B
NMCBbMEHHOM (opMe (B TeueHHe Tpex nHei). B ciydasx oTkasa paGoOTHHKA JaTh TaKoe
OOBACHEHHME COCTaBIETCS COOTBETCTBYIOIIMH aKT. B  OOBACHUTENBHOM 3amucke
OOBACHAIOTCS ~ NIPUYMHBl  IPOMCINCUIErO— HAPYIIEHHE TPYAOBOM  JMCIUILIMHEL
HCBBIIOJIHCHME KaKoro-nubo 3amaHus u Jp. OObBACHUTENBHAs 3alKMCKa ITUIIETCS
COOCTBEHHOPYYHO, B OJTHOM 3K3EMILISPE.

6.7. JloxnanHas 3aIlicKa O HapYIICHHH TPYAOBON MUCIMILIMHEI COCTABIAETCS PYKOBOJUTENEM
noJpasjieieHuss YUpeXJIEeHUs Ha OCHOBAaHMU OOBSICHUTEIBHOM 3amuCKé paboTHHKA.
PyxoBomurens moxpasneneHus ImepenaeT OOBICHUTENBHYIO M JOKIANHYIO 3alMCKH
3aBEAYIOIEMY YUPEXKAEHUS JUIL PACCMOTPEHHS U PE30JIIOIMHU. Pe30Ironus MUIIeTcs Ha
JOKJIaTHOM 3aIMCKe ¥ IOJDKHA COIEPKaTh PENICHHE O BUAC JUCIUIUIMHAPHOTO B3BICKAHMS.

6.8. JlucuuniuMHapHOe B3BICKAHHE MPUMEHSETCSs HE MO3[HEE OJHOrO Mecsila co JHS
OOHapy>XeHHs IIPOCTYIKa, HE CYMTAas BpeMEHH 00jie3HM pabOTHUKA, MPeOBIBAHUS €0 B
OTITyCKE, a TAaKXXe BPEMEHH, HEOOXOAUMOIr0 Ha Y4eT MHEHHS MPEACTABUTEIHHOIO OpraHa
paboTHUKOB. B3pICKkaHHE HE MOXET ObITh MPHMEHEHO II03/(HEE MIECTH MECHLEB CO JHS
COBEPIICHHUS IIPOCTYIIKA, a IO pe3yJbTaTaM pPEBU3UHM WM MPOBEpKH (HHUHAHCOBO-
XO3SHCTBEHHOM JEATEIIBHOCTH — HE IIO3/THEE ABYX JIET CO JHSI €r0 COBEPIICHHUS.

6.9. 3a Kax7plii IPOCTYIIOK MOXET OBITH IPUMEHEHO TOJIBKO OJJHO JUCLUIIMHAPHOE B3LICKAHHE.

6.10. ITpuxa3 o HaJIO)KEHUHU UCIUIUTHHAPHOTO B3BICKAHUS COCTABIIAETCH:

v Ha OJNaHKE NpHKasza 10 JIMYHOMY COCTaBy, YTBEPKIEHHOTO B YUPEXKICHHH, ECIH
B3BICKaHUEM SIBJIACTCS 3aMEYaHUE WU BBITOBOP;

v’ Ha Gnanke npukaza mo ¢gopme Ne T-8, ecnu B3bICKAHHEM SBIAETCS YBOJBHEHHE IIO
COOTBETCTBYIOITUM OCHOBAHUSIM.

Ilpuka3 odopmisieTcss Ha OCHOBAaHMH JOKJIAJHON 3allMCKH, OOBACHUTEILHONW pabOTHHKA M

PE30TIONMH 3aBEYIOIIET0 Y YPeKICHUS.

6.11. Ilpuka3s o HaJIOXKECHHUH JUCHUIUIMHAPHOTO B3BICKAHUS C YKA3aHMEM MOTHBOB €0 U3JIaHUs

00BsABNIACTCA PAOOTHUKY, MOABEPTHYTOMY B3BICKAHHUIO, IIOJ] MOIKCH B TEYECHHUE TPEX pabodmMXx

JHEW cO JOHA €ro u3faHusd. B ciydae oTkaza pabOTHHKa IOJIIKCATh IPUKA3 COCTABIISIETCS

COOTBETCTBYIOIIMI aKT.

6.12. TlognMHHUK IpHKa3a OCTACTCS Ha XPAHEHWH B YUPEXKIECHUM M KOIHS B JIMYHOM JENE

COTpPYIHHKA.

7. Beigaya cipaBoK U KONHii JOKYMEHTOB paboTHHKAM
7.1. Jlenonpou3BOUTENb, OTBETCTBEHHBIH 3a KAJPOBBIH YUET, B TECYEHUE TPEX JHEH ITOCTIe [0 Jaun
3asBJICHUs PaOOTHUKOM O BbIJade JOKYMEHTOB, CBSI3@HHBIX C €r0 TPYAOBOM JEATEIBHOCTHIO,
JOJDKEH IIPEIOCTaBUTH pabOTHHKY:



v/ copaBky ¢ Mecta paboThl (10 IpockOe paOOTHHKA B CIPABKE YKA3bIBAIOTCS CBEICHUS O
3apaboTHOM IUIaTe U APYyTrue HEOOXOUMBIE CBEICHHA);
v/ 3aBEpPEHHYIO KOTHIO TPYIOBOU KHIKH MM BHITUCKY U3 HEE;
v/ 3aBepeHHYI0 KONHUIO IIPUKA30B, KACAIOIIUXCS TPYJOBOH JEATENBHOCTH paboTHHKa (O
IpHEMe, IEPEBOJIE, YBOJILHEHUH, OTITYCKe); v BBINUCKY U3 IIPUKa3a U T. 1.
7.2. CupaBka opopmiseTcs Ha O1aHke YUpexIeHHs.
7.3. Bemucka u3 nmpukasa o¢hopmiIseTcst Ha O1aHKe YUpexJIeHus.
7.4. Konuu JOKYMEHTOB 3aBEPSIOTCS IIyTEM IIPOCTABICHHUS Ha KXXIOM JIMCTE Haanucu «BepHo»
U CIICTYIOIIUX PEKBU3UTOB:
v/ JIOJDKHOCTH JIMIA, 3aBEPUBIIETO KOIIHIO;
v’ JIMYHAs [OIINCE;
v’ pacmmdpoBka mnoamucy (MHMIOMANbl, (amwnus); v Jara 3aBepeHHs; v IedaTh
VupexneHus.
7.5. Konus TpynOBOM KHHKKM 3aBepsercs pykoBoauteneM. YToOb! OATBEPIUTE (GaKT paboThl
paboTHHKa B YUpE)KICHUH, Ha KOIIUK TPYIOBOH KHMDKKH IIOCJIE KOHEYHOM 3allMCH yKa3bIBaloT:
«PaboTaer mo Hactosmiee BpeMs. OpUTHHAT TPYIOBOM KHIDKKH HAaXONWTCA B OpPTaHU3AIMU».
ITocine 3TOM 3alMCH KON TPYAOBOM KHHXKKM 3aBEpseTCsS B 0OIIEM IIOpSAKE COrnacHo I. 7.4
Uucrpykimm.

8. Hcnoib30BaHMe U XPaHEHHE NMEPCOHATbHBIX JAHHBIX PA00THMKOB
8.1. IlepconanbHble JaHHbIE pabOTHHKA — HHPOpMaNs, HeoOXoAuMas pabOTONATEIIO B CBA3M C
TPYOBBIMH OTHOIICHHMSIMU ¥ KacaroIascsi KOHKPETHOTO pabOTHHKA.
8.2. Ilpn 06paboTKe MEPCOHATBHBIX JAHHBIX PAOOTHHKA YUPEXKICHHSA, TO €CTh IOJIYyYCHUH,
XpaHEHWH, IIEPEaUe WK TI000M JPYroM HCIIOJB30BAHUH IEPCOHANBHBIX JAHHBIX PabOTHHKA,
00s3aHEl  coOMIONaTh TpeOOBaHUS, YCTAHOBJIEHHBIE TPYAOBBIM 3aKOHOJATEIBCTBOM U
I0JIOXKEHUEM O IEPCOHAIBHBIX TAHHBIX PAOOTHHUKOB.
8.3. JIuyHble KapTOYKH pabOTHUKOB, IPHKA3bl IO JUYHOMY COCTaBy, CIIPABKH, OTpaKaroIlve
COLMANLHO-IeMOrpadHuecKie CBeACHu O PabOTHHKE M €ro paboTy B IIPONUIOM, AHKETHI
pabGOTHHKOB, JpYTME IOKYMEHTBI, COJEpXKallhe I[epPCOHATbHBIE JaHHBIC PAabOTHUKOB |
HWH(POPMALIMIO, KACAIOUIYIOCS HEIOCPEACTBEHHO PaOOTHHKA, XPAHATCS B OT/CTBHBIX IallKax, B
IOMEIIEHHUH I pabOoThl ¢ MEPCOHANBHBIMY JaHHBIMA. 8.4. TpynoBble KHIKKH PabOTHUKOB
XpaHsTes B cerde.

9. ITopsiiok mepegayYu JOKYMEHTOB Ha aDXMBHO€E XpaHeHHe

9.1. O6mui mopstok paboThl IO MOJATOTOBKE JOKYMEHTOB KaApOBOI'O MIEJIOIPOU3BOJCTBA K
apXMBHOMY XPaHEHHIO, BKIIIOYas HOPMHUPOBAHUE U OQOPMIIEHHE €I, IPOBEICHUE KCIEPTH3EI
IIEHHOCTH JIOKyMEHTOB, COCTaBJIEHHE ONHUCEH JieJl MOCTOSIHHOTO ¥ BpeMeHHoro (cbime 10 yer)
XpaHeHHs ¥ Iepenady Jel B apXuB, PErJIaMEHTHPYETCS NpaBHJIaMU OpraHW3alid XpaHEHHU,
KOMIUIEKTOBAHHUsA, ydYeTa M MWCIOJIB30BaHUs. JOKYMEHTOB apxuBHOro ¢onna Poccuiickoi
denepanuu.  9.2. JIOKyMEHTBI KapOBOTO JEJIONPOU3BOACTBA I10 HCTEYEHHUIO CPOKA HAIOOHOCTH
B YCTAHOBJIEHHOM IIOpSZIKE [EPENAIOTCS Ha apXHBHOE XpPAHEHHE JMOO BBIICIAIOTCS K
yHrYTOXEeHMI0. OTOOp IOKyMEHTOB Ha XPaHEHME MM YHHYTO)XCHHE OCYIIECTBIAETCS IIyTEM
[IPOBEICHUSI 9KCIIEPTU3bI IEHHOCTHU JOKYMEHTOB.

9.3. PaboTy 10 OpraHM3aldd W IPOBEACHUIO 3KCIEPTHU3BI LIEHHOCTH JIOKYMEHTOB KaJpOBOIO
JIEIOIPOU3BO/ICTBA IIPOBOKT [OCTOSHHO JEHCTBYIONIAs SKCIIEPTHAS KOMUCCHS Y IPSKACHHS.






