[puaoxenne Nel

K npukasy MBJ1OY «o/leroxumii
can Ne 18 w/lyswnx» roposma
Anyurs
o« w0t 208 ¢ N 22
Hoaomenne
10 KAAPOBOMY ACAOHPONIDOACTIY

8 MBIOY «/lerexmii caa Mo 18 «/lysuxs ropoas Asyurrs
I OGmme nosoxenns

I I Hacrommee [Momoxene no Kiapoposy jesonpoiseoicTey  (aanee - Ilomowenne)
YCTANRBANSRCT SANHMWE MPARILIA KAAPOBONO AEOTPONIBONCTEA B YHPERACHIN 1t HANPABICHE WA
COBEPLICHCTROBANSC KATPONOIT padoTii

1.2 Kanposoe aenonpomisoscrao - ACATEALNOCTE,  OGSCHEIHBAIOIMAN  OKYMEHTHPOBAKIKC
KAPOBOF pAGOTHI 1 OprEMIALING PaBOTHI ¢ KaApOROI noxysesTaumed

13 losowenme paspaloramo »  coorsercrsin ¢ AefiCTOYIOWINM  SAKOHOZATEARCTHOM
Pocciiiexofi Deaepatmn

[4 Orsercrsesnocts 38 oprannsaume KAOpoBOrD  acnOnpoMIsOACTRE,  codaicHe
YETOHORICHHWX MPEBICY W NOPRAXD PaGOTM € KAUPOBMIMI JOKYMEHTAMN # YUPEHICHN I
HoaaraeTes Ha saseayrowero MBJI0Y

LS Sasesyiommit  MBIOY ONPEACISeT  OTBETCTBEMMRIX 33  DEACHHE  KAAPOROQ
AEAOTPORIBONICTEA B YHPERACHILL, KOTOPBIC OBCCIEYNBART YHET 1 MPOXOKACHIE ROKYMEHTON
0 YCTRHORMOHMBIC CPOKI,  OCVIIECTBARIOT  OIHREOMICHIE psborhnkos MBJIOV ¢
HOPMATHBHLIMN 1 METOZIMOCKHMN ADKYMESHTAMIT 10 KRAPOBOMY ACTONPOIIBAICTRY

16 Comoxynuocrs soxymesion, o KOTOPWX SadiiikCHPOBRHEE YTANL TPYAOBON AERTENLHOCTI
paboramxon MBJOY, nasmsacrcs AOKyMeHTaUICT N0 anHomMy cocrasy. K rakim noxysesras
OTHOCATCR. TPYAOBHIE JIOrOBOPSLE, NPHKAIE DO JIHYHOMY COCTADBY: TPYAORKE KHHAKI, JIMTHbC
saprovxs opmer T-2, asunnie 2602 ROIKHOCTHE HHCTPYRLIN

17 Omsercreennsie 31 neacwne KAZPOROIO  ACIONPOHINOACTEA  HECYT  MEPCOHAILMYIO
OTBETCTBEHROCTE 34 nutnosnense Tpeosamnil Monowenns. CONPAMNOCTS HAXOANUIMXCH ¥ HHX
CAYACOMBIX IOKYMEHTOR, OO 1X YTPHTE HEMEATCHNO JOKTATMERIOT saseaywouwemy MBOY

| 8 Tipasa, oBRsanmOCTH OTRETCTOEMHOrD 4  seacHme KAIPOBOIO  AEAOTIPOKIBOACTRE
YHPCAZICHHA ONPCACANIOTCR AQTKHOCTHON HICTPY Kunedi

Il Ocuosne rpebosarng x OPOPMACHIIO KIAPORKIX JOKYMEHTOR

21 Hacroswee [onomenie yoranasanaaer TPeBOBAKHA K NOPRAKY OPOPMACHIS, BESEH I,
PErNCTPRLNN, XPAHCHITA M yeTa

- Hpiwasos, camsassnx ¢ peryanponanmes TPYAOBEX NPasooTHOmend

- Tpysonsix norosopos

- Hoamsocrwx wserpyxumit paborsixkos.

= Jhrmeix gen pabornkos 1 20CTynn K MM,

- Jwarix xaprosex (popsa T-2)

= Tpyrowux kHuwer padoTHikos.

22 Kanposwe 20KyMenth mKOAW HOMKHB Ghtrs NPCIEALHO  KPETEAMHE 1 ACHEIMEE (10
COIEPARIMN, BCECTOPOHRE ODOCHODHHIMI, ME ONYCKAIOUIMA PATAMYMBIX  TONKOBANITIL,
OTPEAAKTIHPORIHHMMIL

23 OreetcruesHocTh st KaHecTRO IOArOTORKHN AOKYMEHTOB M JOCTOBEPHOC TS COUCHAALMXCH 1
HIHX CBEIENIIT BORNIAracTCA 1A saneayomero MBOY



2.4. B KagpoBOM JEIONPOU3BOACTBE HCIONIB3YIOTCS YHU(DUIIUPOBaHHbIE (HOPMBI MEPBUYHOMN
YYETHOM JOKYMEHTAIIMH, YTBEPKACHHbIE ocTaHOBIeHUEeM ['ockomcTtata Poccun ot 05.01.2004
N 1.

2.5. KaapoBble JOKYMEHTH MNOANUCHIBaIOTCS  3aBeAyromuMm  MBJAOY  unu  aunom,
HCTIOJTHSIOIINM €T0 00sI3aHHOCTH.

2.6. Ha noxymMmeHTax, TpeOyrIHUX 0CcO00ro yI0CTOBEPEHUSI UX MOUIMHHOCTH, CTABUTCS TI€YaTh.

II1. ITpaBuia mOATOTOBKU ¥ OOPMIICHUS KaJAPOBBIX JTOKYMEHTOB:

3.1. Ilpuka3sl 1Mo JUYHOMY COCTaBy OGOPMIISIOTCS B COOTBETCTBHM C IIOCTAHOBJIEHHEM
['ockomcrata Poccum ot 05.01.2004 Ne 1 "OO yrBepkIeHMH YHU(PHUIMPOBAHHBIX (HOPM
NEPBUYHON YYeTHOM JOKYMEHTAallMM 1O Yy4YeTy Tpyla H ero ormiartel’, Ha OJaHkKax
YHAU(PUITUPOBAHHBIX (POPM MEPBUYHON YUIETHOM JOKYMEHTAIIUH TI0 YUETy KaJIPOB.

3.2. Ilpuka3pl MO JIMYHOMY COCTaBY — 3TO PACHOPSAOUTENbHBIE JOKYMEHTBI, H3/1aBA€MbIC
3agenytomiuM MBJIOVY no Bompocam peryinpoBaHusi TPYAOBbIX IpaBooTHoweHUH. [Ipukazamu
[0 TUYHOMY COCTaBY JOKYMEHTHUPYIOT TaKue MpoIe1yphl KaApOB: IpUeM Ha paboTy

(dpopma T-1); mepeBoa Ha apyryio padoty (padbortHuka - popma T-5, paborHukoB — hopma T-
5A); yBonbHenue (dopma T-8); mpemocraBieHue otnycka (pabotHuky - d¢opma T-6,
pabotaukam — ¢popma T-6A); rpaduk ormrycko (dpopma T-7); moompenue (pabotHuka - Gpopma
T-11, pabotHukoB — ¢opma T-11A); HanpaBieHue B KOMaHAUPOBKY (paboTHuka - popma T-9,
pabotHukoB — hopma T-9A).

3.3. Ilpuka3 mnoanuceiBaercs 3aseaytomuM MBJIOY wunm numoM, HCHONHSIOIMM €ro
00513aHHOCTH.

3.4. Ilpuka3pl 1O JIMYHOMY COCTABY PETUCTPUPYIOTCS B OTIAECIBHOM XKYypHaje, XpaHATCA B
OT/IENbHBIX TMAINKaX.

3.5. JlomxHOCTHAs MHCTPYKIUS - HOPMATUBHBIM JOKYMEHT, B KOTOPOM OIpeaeneHbl (PyHKINU,
npaBa u oOs3aHHOcTH padotHMka MBJIOY. Ha ocHOBaHMHM JOMDKHOCTHOH WHCTPYKIIUU
pa3pabaTeiBaeTcs TpynoBoil goroBop ¢ pabotHukom MBJIOY. JlomkHOCTHAs HMHCTPYKLIUS
JOJDKHA COJIEpIKATh CJEAYIOUIME pa3fesibl: OOIIME IOJIOKEHUS; TOJKHOCTHBIE O0S3aHHOCTH;
IpaBa; OTBETCTBEHHOCTh; TPEOOBaHUS K KBaTU(UKALIUU.

IV. JIoKyMEeHTHI 110 YCTaHOBJICHUIO TPYAOBBIX OTHOLLIECHHN !

4.1. OcHoBaHMeM [isi TpueMa Ha paboTy SBISETCS TPYAOBOW TOTOBOp, 3aKIIOUYEHHBIH B
MUCbMEHHOU (popMe, COCTaBISIEMbIN B IBYX 3K3EMIUISIPax, KaX /bl U3 KOTOPHIX MOANHMCHIBAECTCS
ctropoHamMu. OJUH 3K3eMILISP TPYJOBOTO AOroBopa nepeaaercss paboTHUKY, IPYrol XpaHUTCS Y
paboronarenss B JMYHOM jene paboTHHKa. TpynoBble JOTOBOpHI MOTYT 3aKJIIOYaThCA: Ha
HEOIpeeNIeHHbI CPOK M Ha ONpeJeNeHHbI CpOoK He Oosee MATH JIeT (CPOUHBIA TpPya0BOM
oToBOP). TpyI0BOI TOTOBOP SIBIISIETCSI OCHOBAHUEM JIJISl M3/IaHUSI TIPUKa3a O IpreMe padOTHUKA
Ha paboTy.

4.2. JInunoe 3asiBneHue padbotHuka MBJIOY o mpueme Ha paboTy, Kak MpaBUiIO, MUIIETCS OT
PYKH B IPOU3BOJILHON (hopMme.

4.3. B 3asBneHun ykaspiBaeTcs anapecaT (AOKHOCTh, WHHUITMAIBI, (DamMids 3aBeayroIero
MBJIOY), aBTtop (pamuius, uMs, OT4ECTBO PaOOTHHKA, JOKHOCTH, MPOQECCHs, €CIU ITO
3asBJICHUE O TepeBoje paboTHWKA Ha JPYryr padboTy, 00 OTMyCKEe W JIp.), €ro MacIOpTHHIC
JaHHBIE, MECTO PErHCTpaIiH, HOMEp TeleoHa), HAMMEHOBAaHUE TOKYMEHTa (3asiBIICHUE), TEKCT
B KOTOPOM YKa3bIBaeTCsl, Ha KaKylo JOLKHOCTH (M0 Kakoil mpodeccuu U KBaTU(PUKAIUH), aBTOP
3asIBJICHUS MIPOCUT MPUHSATH (TIEpPEBECTH) €ro Ha paboTy), MOAINHUCH, AaTa.

4.4. Ha 3asiBneHUM HaKJIaJbIBaeTCs pe3omtonus 3asenyromero MbJIOY.



4.5. Ankera (JIMYHBIN JIMCTOK IO YYETY KaJIpOB) ABJIAETCA JOKYMEHTOM, COAEPKAIIUM CBEICHUS
aHKETHO-Omorpaduueckoro xapakrepa o paboTHUKE. AHKETY (JTUYHBIA JTUCTOK IO YUETY KaJpOB)
MOCTYMAIONIMKA Ha paboTy 3amoyiHsAeT cOOCTBEHHOPYYHO 0€3 MOMapoK M UCIPABICHUN B OJHOM
sk3eMIuisipe. OTBEThl Ha BOIPOCHl AHKEThl (JIMYHOIO JIMCTKA IO y4YeTy KaJpoB) JAIOTCS B
COOTBETCTBUHU C JIaHHBIMM, KOTOpBIE COZIEpXkATCs B JIMYHBIX JOKYMEHTaX IOCTYHAlOIIEro Ha
pabotTy. AHKeTa (JINYHBIN JIUCTOK 10 YYETY KaJIpOB) XPAHUTCS B JIMUHOM Jiejie pabOTHHKA.

4.6. ABroOuorpadus sBIsETCA JOKYMEHTOM JUIsl OJTYYSHHSI JOTIOJHUTEIBHBIX (TI0 CPAaBHEHHIO C
AHKETOW (JIMYHBIM JIMCTKOM TII0 YYeTy KaJpoB) JaHHBIX O paboTHuKe. ABToOHMOrpadus
COCTaBIIsIeTCSl PAOOTHMKOM COOCTBEHHOPYYHO O€3 IMOMapoK M WCHPABICHUH, NUIIETCS B
IPOM3BOJILHON ()OpME, HO B XPOHOJIOTHUECKON MOCIE10BATEIBHOCTH.

4.7. Ilpuka3 o nmpueMe Ha padoTy opOpMIISETCS B COOTBETCTBUH C YHU(PHUIIMPOBAHHOU (PopMOit
T-1 m gomkeH cOOTBETCTBOBATh TpeOoBaHUsAM [IpaBui BHYTpPEHHEro TPYAOBOIO paclopsika
MB/IOY. ®opma T-1 npenHazHaueHa [Uisl TOKYMEHTHPOBAHUS WHIMBUAYAIBHOIO IpHUEMA.
[Ipuka3 o nmpueme oObsBIsAeTcs pabotHuky MBJIOY monx pocnuck. 1-if 3K3eMIuissp mpukasa o
npuemMe Ha padoTy OCTaeTcs Ha XpaHEHHE B IIKOJIE, 2-i SK3eMIUIIp MepeaeTcs B OyXrajiTepuio
Ui 0(OpMIIEHUS JIMLEBOIO CYETA U HAUYMCIIEHUs 3apa00THOM Iu1aThl U 3-H SK3eMIUISIP B JIUYHOE
neno paboTHuKa. YHubunmpoBaHHas ¢opma mpukaza T-1 sBiIseTcss OCHOBAaHHEM IS
3anojHeHus ydeTHoH (opmbl «JIuyHas kaprouka paboTHMka T-2», BHECEHUS B TPYJOBYIO
KHIDKKY 3aITUCH O TIpreMe Ha pa0oTy WU €€ BBIIauu (71 IOCTYIAOIINX Ha paboTy BIIEPBHIC).
4.8. Ilpuka3 o nepeMerieHnH, nepesojie opopmisiercs: yHupuupoBanHoi popmoit T-5. @opma
T-5 npennazHadueHa Juis JOKYMEHTHMPOBAaHHUS IEepeBoJa Ha Jpyryro paboty. B ciyuae ecnu
OCHOBAaHMEM JUI M3AaHUS [IPHKa3a SABJSETCS 3asBJICHUE O IIEpeBOJIE Ha JPYrylo paboTy, TO OHO
COJICPKHT CIEIYIOUINE PEKBU3UTHI: aipecar (IUPEKTOp IMIKOJIbI, HHUIHAIBI U (aMHIIHs), aBTOP
(10JDKHOCTD, CTPYKTYpPHOE MOApa3fiefieHre, MHUIUabl U (paMuins), Ha3BaHUE BUAA JJOKYMEHTa
(3asBI€HME), TEKCT, MOAMKUCH U JaTa. B Texcre m3naraercss nmpockba pabOTHUKA MEPEBECTH €0
Ha JpYryl JOJDKHOCTb, U (WJIM) B Jpyroe CTPYKTypHOe moppaszziencHue. Ha 3asBieHuu
npocraBisiercs  pesononms  3aBeayromero MBJIOY. Ilpukaz o mnepeBoge 0OBSBISETCS
pabotHuky MBJIOY mnon pocnuch. 1-if sk3eMIUIip IpUKa3a OCTAETCS Ha XpPAaHEHUH B
YUPEKACHUH, 2-i SK3EMIULIp MepenaeTcs B OyXranrepuro M 3-i SK3eMIULp B JIMYHOE JEI0
pabOTHHKA.

4.9. YBonpHeHue (IIpeKpallleHue TPYIOBOrO JIOTOBOpa) padOTHHKA JOKYMEHTUPYIOT (hopMoit
T-8 «lIpuka3 (pacnopspkeHHE) O MpEeKpalleHud ASUCTBUS TPYIOBOIO JIOTOBOpa ¢ pabOTHUKOM
(yBosibHeHun)». Ilpukaz mnoamuceiBaer 3aBenyromuid MBJIOY. Ilpukaz o0 yBoJbHEHUU
o0BsiBiIAeTCS PabOTHUKY MMOJ PpOCHUCh. 1- 3K3eMIUIAp MpHKa3a OCTAaeTcs Ha XpaHEHHE B
MBJ/IOY, 2-if sx3eMIuIsip mepeaaeTcs B OyXTalnTepuio Juis pacuera ¢ pabOTHUKOM © 3-i
HK3EMIUISAP B IMYHOE J€JI0 PAOOTHUKA.

4.10. 3asBneHue o0 YBOJBHEHMM SIBJISI€TCS TNHCbMEHHOM QopMON mpeaynpexIeHus
paboTozatens O pacTOP’KEHHM TPYAOBOrO JIOTOBOpAa MO MHHULMATHBE PAaOOTHHKA. 3asBlICHHE
NUIIeTC OT PYKH, aJpecyeTcsl 3aBeAyIolleMy, B TEKCTe€ H3Jlaraercsi npocbba paboTHHKa 00
YBOJIbHEHUH, IPUYMHA U JaTa YBOJbHEHMs. B JOKyMeHTe 00s3aTelbHO JOJKHA COAEPIKAThCS
JaTa MOJa4yM 3asiBICHUA. 3asBJICHHE IMOMENIAETCs B JIMYHOE JEJI0 BMECTe C MpUKazoM 00
YBOJIbHEHUHU.

4.11. Ilpuka3 o nMpegoCTaBICHUH OTITyCKa paOOTHUKY odopmitsieTcsi yHUGUIIMPOBAHHON PopMOit
T-6. EsxerogHelii OIUIAYMBAEMBIM OTIYCK B COOTBETCTBHHM C TPYIOBBIM 3aKOHOJATEIbCTBOM
JIOJIKEH MPEeJIOCTaBIAThCA paOOTHUKY exeroAaHo. [IpaBo Ha MCMONb30BaHUE OTITYCKA 3a MEPBBIN
roji paboTsl BO3HHKAaeT y pabOTHHMKA MO MCTEUYEHUH 6 MecslleB ero HernpepbhlBHON paboThl B
nikoJie. [1o cornamenno cTOpoH omjladyMBaeMblil OTITYCK paOOTHUKY MOXET ObITh MPEOCTaBIIEH
U 710 ucrteueHus 6 Mmecsues. OCHOBaHMEM Ul W3/1aHUS NPHKa3a O MPENOCTABICHUU OTIIYCKa
CILY’KMT 3asiBJIeHHE paOOTHHKA U IPa(UK OTITYCKOB.



4.12. OuepenHOCTb NPEAOCTABICHMS OIJAYMBAEMBIX OTIYCKOB OIPEAEISAETCS €XKETrOJHO B
COOTBETCTBUU ¢ TpadukoMm oTmyckoB (dopma T-7), yrBepkmaembiM 3aBenytomuM MBJIOY ne
mo3/iHee, 4YeM 3a 2 HeOeNu /0 HACTYIUIGHHs KajJeHgapHoro roja. I['paduk oOTIyCcKOB
MIPUMEHSETCA JUIsl OTPAKEHUSI CBEACHUI O BPEMEHH PACTIPEIECIICHUS €KETOJHbIX OIJIaYMBAEMBbIX
OTIIYCKOB BC€X paOOTHMKOB Ha KaJEHJApHbI rox mno MecauaM. llpu ero cocraBieHun
YYHUTHIBAIOTCSl JICHCTBYIOIIEE 3aKOHOJATENBCTBO, crernuduka gestenpbHoctn MBJIOY n
noxenanue paboTHUKOB. [Ipu mepeHoce cpoka OTIycKa Ha JPyroe BpeMsi ¢ coriacusi pabOTHUKA
u 3aBenyroniero MBJIOY BHOCATCS COOTBETCTBYIOIIME HM3MEHEHUs B rpaduk oTmyckoB. O
BpPEMEHH Hayalla OTIyCKa pPaOOTHHK J0JDKEH OBITh M3BEILEH HE MO3/IHEE, YeM 3a 2 HEAEIH JI0 €ro
Hayasa.

4.13. Tlpuxa3 (pacnopspkeHHE) O TMOOUIPEHHH pPadOTHHKA O(QopMIIseTcs YHU(DUIIUPOBAHHOM
dopmoii T-11. B coorBerctBum ¢ TpymoBeiM komekcom P®D (crates 191) pabGortomarens
nootpsier pabOTHUKOB, J0OPOCOBECTHO HCIONHSIOMIMX TPYIAOBbIE O0S3aHHOCTH (OOBSBISET
0J1aroJapHOCTbh, BBIAAET MIPEMHIO, HarpaXXAaeT EHHBIM MOJIapKOM, TOUYETHOW IpaMOTOl U 1Ip.).
OcHOBaHMSIMY TSI U3/IaHUS TIOJJOOHBIX MPUKA30B CITYXKAT JOKJIATHBIC 3alMCKH, aKThI, PEIICHUS
npo(COIO3HBIX KOMHUTETOB, COBETa TPYAOBOro KoyuiekTuBa. llpuka3 momkeH coaep:kaTh
yKa3zaHue BUAA HoolipeHus (0saroapHOCTh, LEHHBIM MOJApOK, IMOYETHAs IpamoTa, NMpeMUs U
np.). [lognuuuuk npukaza octaerca Ha xpaneHue B MBJIOY, Ha ero oCHOBaHUU CBEJIEHUS O
MOOUIPEHUH 3aHOCSTCS B TPYJOBYIO KHIDKKY, JINYHYIO KapTouKy ¢. T-2 paboTHuKa.

4.14. Tlpuka3 o0 NPUMEHEHUU TUCIUILIMHAPHOTO B3BICKAHUS COCTABIISAETCSA B TEKCTOBOM (hopme
Ha OJaHKE NPUKA30B Ha OCHOBAHMHM TNHCHMEHHBIX OOBSCHEHMH pabOTHHKAa W JIOKJIATHON
3anucku. [lpuka3z o mpUMEHEHUM AUCHUIUIMHAPHOIO B3BICKAHUS C YKAa3aHUEM MOTHBOB €r0
u3gaHusa o0bsBIsLeTCS (coobmiaercsi) pabOTHUKY, MOJIBEPTHYTOMY B3BICKAHUIO, IO/ PACITUCKY B
TeYeHHe Tpex padouux JHEHl co AHsS ero m3nanus. B ciydae oTkaza paboTHHKa MOAMHUCATH
MPUKAa3 COCTABJSAETCS COOTBETCTBYIOIIMU akT. I[lepBbIil SK3eMIUIsp IpUKa3a OCTAeTCi Ha
xpanenue B MBJIOVY B nene nprka3oB 10 OCHOBHOM AeATENbHOCTH. J[0 MPUMEHEHUs B3bICKAHUS
JIOJDKHO OBITH 3aTpe0OBaHO OT paboTHHKA 0OBsICHEHNE B MUCbMEHHOH (opme. B cirydasx oTkasa
paboTHUKA JaTh Takoe OOBSCHEHUE COCTABISIETCS COOTBETCTBYIOIIMN akT. B MHHChbMEHHBIX
OOBSICHEHUSX YKa3bIBAIOTCS MPUYMHBI MPOMUCIICAIETO — HAPYIIEHUE TPYIOBON TUCHUTLINHBI,
HEBBIMOJTHEHHE Kakoro-nmubo 3amaHuss u  Ap. [luceMeHHble  OOBSCHEHHUS  MUIIYTCS
COOCTBEHHOPYYHO, B OJHOM OJK3eMIULsipe. JloknanHas 3amucka O HapyLIEHUH TPYIAOBOM
JTUCITUIIIMHBL COCTaBJsIeTCsl PaOOTHUKOM, OOHApY>KMBIIUM (DaKT COBEPIICHHUS MPOCTYIIKA.
PykoBonuTenb CTpyKTYpHOrO MOApA3A€iICHUs] NEPeNacT OOBSICHUTEIbHYIO M JIOKJIAJHYIO
3anucku pykosoaurtento MBJIOY nns paccmoTpenust u pezomouuu. Pe3omronus numercs Ha
JOKJIaTHOM 3aMMcKe U JOJDKHA COJIEPKaTh PEelIeHUe O BUJIE IUCUUIUIMHAPHOTO B3bICKaHUSI.

V. JIOKyMEHTBI 110 YYETYy KaJpOB:

K yueTHpIM TOKyMEHTaM OTHOCSITCSI:

5.1. TpynoBas KHI)XKa paOOTHHKAa — OCHOBHOW JOKYMEHT O TPYIOBOH JEATEIbHOCTH U
TPYJOBOM cTaxe paOoTHHKA. TpyaoBble KHMKKM BEAYTCS B HOpSAAKE, MPELyCMOTPEHHOM
«[IpaBunamu BeACHHS U XpaHEHUS TPYAOBBIX KHUKEK, M3TOTOBJICHUs OJAHKOB TPYAOBOI
KHWKKM UM obOecrnieyeHuss HMHU paboroparesneil», YTBEpKIEHHbIMH IIOCTAHOBJIEHHEM
[TpaButensctBa PO ot 16 anpens 2003 r. N 225 (B pea. [locranosnennii [IpaBurenscrsa PO or
06.02.2004 N 51, or 01.03.2008 N 132, ot 19.05.2008 N 373).

5.2. JIuyHOE J1eJI0 — COBOKYIHOCTh JOKYMEHTOB, COJEpIKAIINX MOJIHbIE CBEeJIEHHUsI 0 paOOTHHKE
U €ro TPYyAOBON HAeATENbHOCTH. JIM4uHbIE nAena BeAyTcs C IEeNbI0 KOHIEHTpPALMK BCEU
uHpopmanuu 06 oJHOM pabOTHUKE B OTJENBHOM KOMIUIEKce. JIMuHbIe aena BenyTcs Ha Bcex
pabotaukoB MBJIOY (B TOoM umcie Ha coBMectutenei). JluaHoe aemo odopmisieTcst mocie
U3JJaHKS TIPUKa3a o preMe Ha paboTy, GopMHUpYyeTCsi B TEUSHHE BCErO CpoKa paboThl pabOTHUKA
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U JIONOJHAETCS JOKYMEHTaMH, XapaKTepU3YIOLUIMMHM TPYIOBYIO JESITENbHOCTb. B cocraB
JIOKYMEHTOB JINYHOTO JieJ1a pa0OTHHUKA BXOAST CIEAYIOIINE JOKYMEHTHI:

- BHYTPEHHSS ONMCh JOKYMEHTOB JI€NIa;

aHKeTa (JIMYHBIHN JINCTOK MO yYeTy KaJ[poB);

- aBTOOMOTpadus;

- KOIHs TOKYMEHTOB 00 00pa30BaHUU;

- 3asBJICHUE O IIpUeMe Ha paboTy;

- TPYIOBOH JOrOBOpP;

- TpUKa3 o preMe Ha padoTy;

- KOIMS NaclopTa;

- KOIIUS CTPaxOBOI'0 CBUAETEILCTBA FOCYJAPCTBEHHOIO IEHCUOHHOTO CTPAXOBAHMUS;

- KOIUS CBUACTEIHCTBA O IOCTAHOBKE Ha y4eT B HajoroBoM oprane (MMHH).

- CIIpaBKa O HAJMYUU (OTCYTCTBUU) CYTUMOCTH

- JIOTIOJIHEHHUE K JIMYHOMY JIUCTKY IO YYeTy KaJIpoB (B HEr0 BHOCSTCS JaHHBIE O

IIOJIyYE€HUU IPEMUIN WM HAJI0KEHUU B3bICKaHUM, O HarpaXACHUHU U T.11.).

B nuyHOe neno He NoMemarTCs KONHUM IMPUKA30B O HAJOKEHHM B3bICKAHWUM, CIPAaBKU O
COCTOSIHUM 3JIOPOBBSI U C MECTa XKUTEJIHCTBA, 3asBICHUS 00 OTIYyCKax, KOMHHU TPUKA30B 00
OTIYCKaXxX W JIpyrue JOKYMEHTbI BTOPOCTEIIEHHOIO 3HAUCHMUSI.

B nanphelinieM B JUMYHOE JENI0 MOJALIMBAIOTCS CIEAYIOUIME JOKYMEHTBHI B XPOHOJOTMYECKON
MOCTIEAOBATEIBHOCTH: MOATBEPKAAIOIINE H3MEHEHHs] aHKETHO-OMOrpauuecKux JaHHBIX
paboTHUKA (KOMHUS CBUAETEIbCTBA O 3aKIIOYEHUM (pacTop:KeHHH) Opaka, CBHUIETENILCTBA O
POXKICHUM JEeTe W Jp.); XapaKTepHu3ywIlue JeJOoBble M JIMYHBIE KayecTBa pabOTHHKA
(XapaKkTepUCTHKH, OT3bIBBI, IPEACTABICHHUS, aTTECTAIIMOHHBIE JINCTHI, OHoTpaduyecKkue cripaBKu
u 1p.). Jlnuneie nena paboTHUKOB XpaHsaTcs 75 net. Jluunbie nena xpaustcs B MBJIOY kak
JOKYMEHTBI CTpPOroil OTYETHOCTH. OTBETCTBEHHOCTD 3a XPAHEHUE JIMYHBIX JI€] BO3JIAraercs Ha
OTBETCTBEHHOTO 3a BEJCHHE KaJIpOBOIO JEI0NPOon3BoCcTBa paboTHuka MB/IOY.

5.3. Kuwura yyera nuyHOro coctaBa neaarormueckux padornukoB MBJOY. 3amnucek
MPOU3BOIUTCS C OOmeld NOpsAIKOBOM Hymepauued, HaumHas ¢ 1-ro Homepa. BHOBB
NOCTYNUBIINE NEAArOrNYECKrue pabOTHUKH 3alMCHIBAIOTCS B MOPSAJIKE MOCIEAYIOUX HOMEPOB.
3anucu B KHUTE JIOJDKHBI OBITH JOKYMEHTAJIbHO OOOCHOBaHBL. B KHMIre ydera JHMYHOTO cOcTaBa
NeAarorn4eckux pabOTHUKOB MEPHUOJUUYECKH OTMEYAIOTCS PEe3yJIbTaThl aTTECTAllMN YUUTENeH C
YKa3aHUEM JaTbl U HOMEpPA pEUIeHUs aTTeCTAllMOHHOW Komuccuu. KHura ydera JAMYHOIO
cocTaBa JI0JDKHA OBITH MIPOHYMEpPOBaHA, MPOLIHYpOBaHAa U CKpEIUICHA MOANKCHIO 3aBEIYIOLIEr0
Y 11e4aTbio. MOKET BECTHCH B 3JIEKTPOHHOM BHJIE.

3anuch cBeieHU 00 00CITyKHUBAOIIEM MIEPCOHANE B JAaHHYIO KHUTY HE TTPOU3BOIUTCS.
(y1eBast CTOpOHA)
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Mo xon1a crpanuiibl (30 CTpok)
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KBAIM | [oAa | mpu U. Ol KOMUCCUU Bl
dbukamm | et noctyrmiieH | Homep BBIOBITH
u uu B | MpUKa3a, s

JaHHOE nata

YUpexKICHU
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5.4. Kuura ydera BbI1auu TPYIOBBIX KHUKEK U BKJIA/bIIIEH K HUM.

5.5. Jluunbie kaptouku ¢. T-2. Jluunas xaptouka padornuka MBJIOY odopmisercs
yaudunupoBanuoit gopmoit T-2. Jluunas xaprouka 3amoissercs padotrHukom MBJIOVY B
OJIHOM 3K3eMIUISIpe, OT PYKH (pa30opuuBo), GOPMYyIUPYIOTCS MOJHOCTHIO, 0€3 COKpallleHul Ha
OCHOBAHHMU COOTBETCTBYIONIMX JOKYMEHTOB (IIACHOPTa, TPYAOBOW KHMKKH, BOCHHOTO OWIIETa,
nokyMmeHTa 00 oOpa3oBanuu u 1ip.). Bee mocnenytoniyie n3MeHEHUSI B aHKETHO-OMorpaduyecKkux
U YUYETHBIX JJaHHBIX PA0OTHUKA JOJDKHBI CBOEBPEMEHHO OTPAXKaThCS B IMYHON KapTOUKe.

V1. CocraBneHne HOMEHKIATYPHI AT U (OPMUPOBAHUE JICTT

6.1.  Opranuzanus JOKYMEHTOB B KaJPOBOM JICJIONPOM3BOJCTBE IIPEJACTABISET COOOM
COBOKYITHOCTb BHMJIOB paboT, 00eCreYnBaIOLUIMX COXPAHHOCTh, CUCTEMATH3aLMI0 JOKYMEHTOB,
¢dopMupoBaHre U OopOpMIIEHHE J€J1 B KaJpPOBOM JEIONPOU3BOJCTBE U MX Ieperady B apXUB
MBJIOY. OcHOBHBIMH BHJAaMH paboOT, 00ECHeunBAIOUIMMU MPABUIBHYIO OPTraHU3aILUI0
JOKYMEHTOB B KaJpOBOM JIEJIONPOU3BOJICTBE, SIBJISIOTCS COCTABJIEHWE HOMEHKJIATYphl JeN U
dbopmupoBaHUE €.

6.2. Ilpu popmupoBaHuM J1e1 HEOOXOAUMO COOJIIOIATh CIIEAYIONINE TIPaBUIa;

- TOMeIaTh B [I€J0 TOJBKO HCIOJHEHHBIE, NPAaBUIBHO O(GOpPMIIEHHBIE IOKYMEHTHl B
COOTBETCTBUU C 3ar0JIOBKAMHU €I [0 HOMEHKJIATYpE;

- NOMEILATh BMECTE BCE JOKYMEHTBI, OTHOCSALIMECS K Pa3peLIEHUIO OJHOTO BOIIPOCa;
IrPYIIUPOBATh B JEJI0 JOKYMEHTHI OJTHOTO KaJIEHAApHOTO rojia, 3a UCKIOYEHUEM NepeXOoIsaIInX
ACI,

- pa3lenbHO IPyNNHUpPOBaTh B JeNla JOKYMEHThI MOCTOSIHHOTO XpaHEHUS U BPEMEHHBIX CPOKOB
XPaHEHUH.

- B n1eno He MOJKHBI MOMEIATHCS TOKYMEHTHI, MOAJIeXalllie BO3BpaTy, JUIIHUE SK3EMILISPHI,
YEPHOBUKH.

- ¢ MOMEHTa 3aBeleHus W A0 nepenaun B apxuB MDBJIOY nena XpaHATCS N0 MECTy HX
dopmupoBaHus. Bblmaua nen apyruMm  mojapasfeNeHHsM WIM  CTOPOHHHM OpTraHH3alUsM
MpOM3BOAUTCS C paspemenus 3aseayromero MB/IOY. CropoHHuMM opraHuzanusaMm aena
BBIIAIOTCA 10 akTaM. M3bATHE AOKYMEHTOB M3 €] MOCTOSHHOTO XPAaHEHHs JOIYCKAaeTCs B
WCKJIIOYNTENIBHBIX CIydasX W MPOU3BOJIUTCS C pazpemieHus 3asBeayromero MB/IOY ¢
00s13aTeNIbHBIM OCTABJICHHEM B JieJIe 3aBEPEHHON KOIUH JOKYMEHTA U aKTa O MPUYMHAX BbIIAYU
MOJIJTMHHUKA.




