MHUHUCTEPCTBO OFPA3OBAHMA U HAYKU YEYEHCKOM PECITYBJINKHA

I'OCYIAPCTBEHHOE BIO/DKETHOE YUYPEXJIEHUE JJIA IETEN,
HYXIAIOIINXCS B IICUXOJIOT O-IIEJAT O MUYECKOI1
1 MEJIUKO-COLIMAJILHOM ITOMOIIA
«PECITYBJIMKAHCKUM ITEHTP TUATHOCTUKHY U KOHCYJIbTUPOBAHM Sy
JAEIIAPAH A, 1IMJIMAHAH A MUHUCTEPCTBO HOXYHNITH PECIIYBJINKAH

«TMATHOCTHKUH A, KOHCYJIbTALI SPAH A PECITYBJIMKVH TVYIII»
IICXOJIOIO-XbEXAPXOVH A,
JIObPMIH- COLIMAJIBHU AT'10 OBILIIYYY
BEPAIITHA JIEPMHA TTAUXbAJIKXAH BIOJDKETHU YUYPEXIEHI
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MMOJIO’)KEHHUE
IO KaIpOBOMY J€JIONIPOU3BOJCTBY B IOCY JapCTBEHHOM OIOKETHOM YUPEKIEHUH
IUIS IETEH, HYKJAFOIUXCS B IICHXOJIOrO-IIEarOrMYECKO U MeIUKO-COITHAIBHOM
nomor «PeciyOnyukaHCKui IEHTP AUATHOCTHKU U KOHCYIETAPOBAHUS»

1. OBIIIME ITOJIOXKXEHU S

[MomoxkeHne MmO KagpoOBOMY MIENOMPOM3BOACTBY (maiee —Ilonoxenue) B
TOCyJapCTBCHHOM OIOMDKETHOM YUPEXKIECHHH [JIs JE€Tel, HyXIAIOUXCS B
IICUXOJIOTO-II€JaroruIeCcKOr ¥ MeIUKO-COIMAIFHOM ITOMOILIHA «Pecnybnukanckuii
IeHTp NWAarHOCTUKH W  KOHCYNBTHPOBaHUA»  (Jamee -  VupexueHwe)
PErIaMEHTUPYET OPTaHU3AIMIO €IMHOIO IOPAAKA KaIpOBOTO JeJOIPOU3BOCTBA B
Yupexnenun.

KaznpoBoe nenonpousBOACTBO OCYIIECTBISET CIEHAIHUCT IO KaapaM B
COOTBETCTBHH C:

- naHHBIM [ lomoxxeHneM;

- YcTaBoM YupexmeHus;

- [IpaBuniamu BHyTpEHHETO TPYIOBOrO PACIIOpSIKA YupexneHus;

- IlonoxxeHnem o 3amuTe IePCOHATBHBIX NaHHBIX PAOOTHHKOB Yupexnenus
¥ UHBIMH JIOKQJTbHBIMA HOPMAaTHUBHBIMH aKTaMU Y UpEKICHHNS
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- ICHCTBYIOIMMY 3aKOHOATEIFHEIMY U HOPMATHBHBIMH aKTaMHt, TpyIoBBIM
kozexcoM Poccuiickoi @eneparvy, HHBIME aKTaMK TPYAOBOTO 3aKOHOATENbCTBA
1 3aKOHOZATEIBCTBA O IIEHCUOHHOM M COLIMAIIEHOM OOECIICUCHHH.

OTBETCTBEHHOCTH 3a BeAEHHE KaJpOBOIO IEIONPOU3BOACTBA, COOIONEHHUE
YCTaHOBJICHHBIX IIPaBUII pabOThI, CPOKOB O(OPMIICHHS U COXPAHHOCTH KaJPOBBIX
JIOKYMEHTOB BO3JIaraloTCs Ha CIelHaincTa no kagpam. OCHOBHAS L€l JAHHOTO
[TonoxkeHUsT COCTOMT B 3aKpEIUIEHMH TEXHOJNOTHH BeIEHHS KaJIpOBOT'O
NOKYMEHTHPOBaHMsS IO TpHEMYy, II€peBOAY, YBOIBHEHUIO pPabOTHHKOB,
IPEeTOCTABIICHUIO OTIIYCKOB U MHBIX JOKYMEHTOB.

2. IIPMEM HOBBIX PABOTHHUKOB

2.1 Ilpu mpreMe Ha paboTy IPaKIaHWH JOJDKEH IPENBbSIBUTH, a CIELUATUCT
IO KaapaM 00s13aH 3aTpe6oBaTh OT HEero CIIEAYIOIIHE JOKYMEHTHL:

- IaCIIOPT I MHOM TOKYMEHT, yIOCTOBEPSIOLIA THIHOCT,

- TPYHOBYIO KHIDKKY (KPOME COBMECTHTENE U BIIEPBEIE MOCTYIAIOMMX Ha
pabory);

- CTPaxoBO€ CBUJETENBCTBO IOCY JAPCTBEHHOT'O IIEHCHOHHOTO CTPaXOBaHUS;

- TOKYMEHTBI BOMHCKOIO y4eTa: JIJIsl BOEHHOOOS3aHHAIX | JIMII, IOIEKAIINX
NpU3BIBY Ha BOCHHYIO CIIy’KOy - BOSHHBIH OHJIET MM BpEeMEHHOE yIOCTOBEPEHHE,
IIPUIIICHOE CBUIETEIBCTBO;

- JIOKyMEHT 00 00pa3oBaHWM, KBaTHGHUKALUK WX HAIAYUH CIIEIUATbHEIX
3HaHMi (ecmd pabora TpeOyeT CHENMANbHBIX 3HAHHH WIM CHEUAIBHOMN
IIOATOTOBKM );

- MEJUIUHCKYIO KHUXKY;

- CIIPaBKy O HaJIM4YMH (OTCYTCTBHM) CyJUMOCTH ¥ (WiH) (aKTa yroloBHOTO
IpecieIOBaHus TMO0 O NPEKPAIeHUN YTOJIOBHOIO IPECIEOBAHUS.

JUIs U, MOCTymaroImuX BIEpBEIE Ha paboTy, CHELMANACT IO KaapaM
0(hOPMIISIET TPYIOBYIO KHIKKY.

2.2. Eciu y xaHnunara OTCYTCTBYeT TPYLOBas KHWKKa (YTpaTa, IIopya Wi
VHas MPUYHMHA), TO 10 IHCHMEHHOMY 3asBIICHHIO 3TOTO JIMLA CIIEMUAIHCT IO
KazipaM 0(OpMIISET eMy HOBYIO TPYHOBYIO KHIKKY.

2.3. Crienpanuict 1o Kajpam, OTBEYaoLIHif 3a 0pOpMIIeHHe JOKYMEHTOB IPH
IpreMe Ha paboTy, 00s13aH:

- TIIPOBEPHUTH HAJTMYHE BCEX HEOOXOIOMMBIX NOKYMEHTOB IS 3aKITIOYEHHS
TPyZOBOTO TOTOBOPA,;

- IPEJOCTaBUTh KaHAUIATY aHKeTy 1Mo GopMe I 3a[0THEHNUS,

- IPOBEPUTh COOTBETCTBHE AaHKETHBIX MaHHBIX M JAPYIMX CBEICHUH,
COOOIIEHHBIX O cebe KaHIUIaTOM, IPEACTABICHHEIM UM JOKYMEHTAM;



- O3HAKOMHThb KaHJWAAaTa [OJ IOANUCH C HeHCTBYIOIIMMU B YUpeKIeHHUU
JIOKaJbHEIMA HOPMATHUBHBIMM aKTaMU 10 MTOAMUCAHUS TPYAOBOTO AOrOBOPA, B TOM
9ICIIe C JOJDKHOCTHON HHCTPYKIIHEH;

- TOATOTOBUTH IIPOEKT TPYHOBOIO [OroBopa C pabOTHUKOM B JBYX
9K3EMILISIPax;

- IOATOTOBUTH NPOEKT IpUKa3a 0 MpreMe Ha paboTy Mo YHUDUITUPOBAHHOM
dopme Ne T-1 (T-1a);

- IepeJaTh TPYAOBOM JOrOBOP M IpHKa3 O MpUeMe Ha MOIANUCH TUPEKTOPY
WIY YIIOJTHOMOYEHHOMY UM JIHILY.

2.4. Ilocne Toro xak MJOKyMeHTHl OynyT oOQOpPMIIEHBI CO CTOPOHBI
VupexaeHus, CIeIHalIKCT 10 KaapaM 00s3aH:

- IOJIKCATh TPYJOBOM JOTOBOP Y JIUIA, IPHHUMAEMOTO Ha paboTy;
- BBLIaTh PaOOTHUKY OZUH SK3EMILIIpP TPYIOBOTO TOTOBOPA.

PaGOTHHK IOATBEPXKAAET IONydeHHE 9K3eMIUIIpa TPYHOBOTO JOTOBOpA,
IIOCTaBUB IIOAINKCH HA HK3EMILIAPE TPYIOBOTO IOTOBOPa YUpEKIESHHUS,

- O3HAKOMHUTH pabOTHUKA ITOJ MOAIHKCEH C MPUKA30M O MpHeMe Ha paboTy (B
TPEXIHEBHBIN CPOK CO JHS (PaKTHIECKOro Havyasa paboThl);

- 3aII0JTHUATH JIMYHYIO KapTOUKy paOOoTHHKA 110 YHUGUIIMPOBaHHOH dopme T-
2 ¥ O3HAKOMUTH CO BCEMH 3aITUCIMU PabOTHHKA O] TOATHCE;

- 3aII0JIHUTB TPYIOBYIO KHIKKY paOOTHHKA, TPOpabOoTaBIIEro B Y UperKIeHIH
CBBILLE IISTH JHEW, B COOTBETCTBUHU C TPeOOBaHUIMH MHCTPYKITUH TI0 3aII0THEHUIO
TpynoBbiXx KHWXEK (IToctanoBnenne Muntpyma Poccun ot 10.10.2003 Ne 69),
(ITocranosnenus IIpaBurenscrBa Poccuiickoit @enepanuu ot 16.04.2003 Ne 225).

- 3aPErMCTPUPOBATh TPYJOBYIO KHIKKY paOOTHHKA B KHUT'E ydeTa XpaHeHUs
TPYZOBBIX KHIDKEK U BKIIABIIIEH B HUX.

2.5. JInuHBle KAPTOUYKYU PaCHONATAIOTCS B aJI2aBUTHOM TIOPSIIKE

3. HOPAAOK O®OPMJUIEHHSA ITEPEBOJIA HA JIPYTI'YIO
PABOTY/HAOJKHOCTD

3.1. IlepeBonbl paGOTHUKOB B YUpEeXIEHHH IOMYCKAIOTCS TONBKO C HX
MUCBMEHHOTO  COIJIacHs, 3a MCKIIOYEHHEM CIy4daeB, IPEXyCMOTPEHHBIX
3aKOHOZATeNsCTBOM Poccutickoil @enepanum.

3.2. IIpu nepeBoze paOOTHUKA CIEUATHCT MO KaapaM 00s3aH:

- IOJYyYMTEH corjache pabOTHHKa O mIepeBoje, OQOPMHB YBEIOMIEHHE O
nepesojie (IIpH IepeBojie 0 HHUIMATHBE paboTomaTeNs);

- TIpUHATE y paOOTHHKAa 3asBI€HHE O IIEpeBOje, IIOAIMCAHHOE
PYKOBOIUTEIEM  CTPYKTYPHOIO  INOJpa3feleHus, OTKylJa  IIepeBOIUTCH,
PYKOBOAMTEIEM CTPYKTYPHOIO IOAPA3JENEHUs, Kylda INEepeBOOUTCS PaOOTHHUK, U
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AVPEKTOPOM HIIM YIIOJTHOMOYEHHBIM UM JIUIOM (TIpH IEPEBOME II0 MHUIUATHBE
paboTHHKa);

- COCTaBUTH NPOEKT JOMNOJHUTENBFHOIO COITIAIEHHS K TPYIOBOMY JAOTOBOPY
B IBYX 3K3eMIUISIpax;

- COCTaBUTh IIPOEKT IIPHKa3a O IepeBoie 0 yHUGUIMPoBaHHOH Gopme Ne TS
(T-5a);

- I€peIaTh Ha IIOAIHCH IIPOSKThI JOIOIHUTEIBHOIO COTTIAIICHHS U IIPUKa3a
AUPEKTOPY WK YIIOJHOMOYEHHOMY UM JIHILY;

- IIOAMKCATh NOIOIHUTEIBHOE COrJIalleHye y pabOTHUKA U OTIATh €My OJUH
OK3EMIUIAP Cornanienys. | IpoBepuTs, 4T0Ok paGOTHHK IIPY IOy YEHUHU SK3EMILIApA
AOIOIHUTEIBHOIO  COTNIAIICHUS IIOCTABUJI CBOK IIOANHCH Ha OK3EMILIApE
COTJIAIIEHHUs Y UPEXKICHUS;

- 03HAKOMHTH PabOTHHKA C IPUKA30M O IIEPEBOE MO IOIIIHCE.

3.3. Eciiu mepeBon ABJIETCS IIOCTOSIHHBIM, TO CIIELIMAJIUCT I10 KaJipaM 00sI3aH:

- BHCCTH 3aIlACh O IEPEBOJE B TPYNOBYIO KHMXKY PaOOTHHKA M B JIAYHYIO
KapTouKy (popma Ne T-2) (He mo3/iHEE HENENEHOTO CPOKa);

- O3HAKOMMTB C 3TOH 3allUCBI0 paGOTHYKA IO MOAIIKCH B IMYHON KapTOUKe.

4. YBOJIBHEHUE PABOTHHUKOB

4.1. VBonbHeHWE NPOU3BOIUTCS II0 OCHOBAHHSM, IIPELYCMOTPEHHBIM
TpynoBeIM = 3aKOHOIATENBCTBOM C  COONIONEHHEM yCTAHOBICHHBIX CPOKOB
IIUCbMEHHOTO TMPEAYNPEXACHNUS O MPEACTOSAIEM YBONbHEHWH. TeueHwe cpoka
IPeNyNpexXIeHAss 00 yBONBHEHHH HAYMHAETCS Ha CIAEAYIOIIHH IEHb II0CIe
YBEIOMJIICHHUS.

4.2. 3asBneHue 00 YBOJNBHEHHM SBISETCS MHCHMEHHOM bopmoii
IPEAYNPEXACHUS pPabOTOAATENs O pPACTOPXKEHHH TPYDOBOTO JOrOBOpa II0
MHUI[UATHBE PaOOTHHKA. 3asiBlIeHHe IHUIIETCS OT PYKH, HA UMS JUPEKTOPa, B TEKCTE
u3JIaraeTcs mpockba paboTHHKA 06 yBOIBHEHMH, IPUYMHA U JIaTa YBOJIbHEHHS. B
AOKYMEHTE IOJDKHA COIEep)KaThCs AaTa IMOAauy 3asiBIeHU.

4.3. Ilpu nosy4eHun 3asBiIeHus 00 YBONEHEHUH PaGOTHHKA CIIEMAAHCT TI0
KaZipaM o00s3aH IpPOBEPUTh MPABWIBHOCTh COCTABIEHHOIO 3asBICHHS 00
YBOJIbHEHHH (PEKBH3UTHI, NAaTHl yBONGHEHMS W HANMCAHHS 3asBICHWS), HATAUHe
HeOOXOOUMBIX MOJIIKMCEN Ha 3asBICHNH.

4.4. VBonbHeHWe paboOTHHKA (HpeKpalleHue TPYOOBOI'O  JOrOBOpA)
AOKyMEHTHPYIOT yHUQHIMpoBanHOH Gopmoit Ne T-8 «Ilpukas (pacmopsikerue) o
IPEKpaIeHHy JeHCTBHsSI TPYIOBOTO JOTOBOPa C PaGOTHUKOMY.

4.5. B TekcTe mpukasa o6 YBONBHEHHH YKa3bIBA€TCS IaTa YBOJIBHEHUS,
(aMunms, UM, 0TYECTBO pabOTHHUKA, TaGEIBHEIA HOMeEp, TOJDKHOCTS (TIpodeccrs)
¥ CTpYKTYpHOE NOIpa3lielieHHe, HOMEp W J1aTa TpyHOBOro morosopa. Jlara



YBOJIBHEHHS SBIIETCS HEOOXOMMMBIM DPEKBH3MTOM IIPHKA3a, TaK KakK HEM
YBOJIBHEHHsI paOOTHHKA BO BCEX CIIy4asX SBISETCS MOCTENHNN NEHb €0 paboThL.

4.6. Ilpu yBonbHeHMH paGoTHHKA MO TOGOMY H3 OCHOBAHHIA YBOJIBHEHHS
CIEIHAINCT 110 KaJipaM 00sI3aH:

- COCTaBHUTh NIPOEKT NpHKasa 06 yBonbHEeHHH 1Mo dopme Ne T-8;

- DIepefaTh MPOEKT MpHKa3a Ha IMONIHCh TUPEKTOPY YUpPEKAEHUS WIH
YTIOJTHOMOYEHHOMY UM JIHILY;

- O3HAKOMHTE pabOTHHUKA C IPHUKA30M IO IIOIIINCE),

- N0 3adBNEHHIO DPAabOTHMKA BBEJATH 3aBEPEHHBIE KOMUH IOKYMEHTOB,
CBSI3aHHEBIX C €ro paboToid.

B nocnenuuii pabounii neHs paboTHUKA:

- BHECTH 3aIIUCh 00 yBOJFHEHHH B TPYHOBYIO KHIXKY PabOTHHKA U JVYHYIO
KapTo4Ky 110 opme Ne T-2 1 03HAKOMHUTE C HUIMH COTPYIHHKA [0 IIOIIUCE;

- BBIIATh PabOTHUKY €ro TPYOOBYK KHMXKKY. PaGoTHHK [IOATBEPXKIAET
NOJTTy4CHNE TPYNOBOW KHIDKKH, IOCTABHB IIOANHCh B KHHIE Y4eTa TPYHOBEIX
KHIDKEK U BKJIABIIIEH B HUX.

4.7. B ciy4ae, ecu B [eHb YBOJBHEHHs pPaGOTHHKA BHIIATH TPYZOBYIO
KHHKKY HEBO3SMOXXHO B CBS3U C €I'0 OTCYTCTBHEM JHMOO €r0 OTKa30M OT IIOJIy4eHHUs
TPYNOBOH KHIKKM Ha PyKH, CIENHAIACT [0 KaapaM B anpec (Hid azapeca)
YBOJIPHSIEMOTO pabOTHHKA HallPaBISIET YBeJOMIEHUE O HEOOXOMUMOCTH SBUTHCS 3a
TPYNOBOH KHIDKKOX WIIM JIaTh NMHMCEMEHHOE COIVIACHE HA MEPECHUIKY ee IO IOuTe.
Co nHs HampaBleHHS yBeIOMIIEHHS IIpeICTABUTENs HAHUMATENIS (paboTomatern)
OCBOOOJKIAETCS OT OTBETCTBEHHOCTH 3a 33I€PXKKY BBLIATH TPYLOBON KHHMXXKH.

3. IIPEJOCTABJIEHUE OTIIYCKOB PABOTHUKAM

5.1. ExXeromHelif oOIaYuBaeMblli OTIyCK NPEIOCTaBIAETCS COTJIACHO
rpaduKy OTIyCKOB, YTBEPKIEHHOMY B YUPEXKICHWH. I'padux otmyckoB Ha
CIICIYIOIIUH O COCTABISETCS CIENUANKCT 10 KaJpaM B IIePBYIO HeJIENio nexabps
TEKYIIETo Tofia ¢ y4eTOM MHEHHS PabOTHHKOB 110 YHU(HUIIMPOBaHHOM opme Ne T7
1 yTBCPXKAACTCsL HE MO3JHEee YeM 3a 14 kaneHapHbIX AHel 10 Hagana HOBOTO roJa.
Cnemmamucr mo xanpam 06si3aH O3HAKOMHTH DPAaGOTHHKOB C YTBEPXAECHHBIM
rpad¥KOM OTITyCKOB IO HOMIHCE.

5.2. Criennanuct 1o xapam, He MO3IHEE, YeM 3a IABE HEIEH 10 HaCTYILICHUS
OTITyCKa, yBENOMIIIET PabOTHUKA MO ITOIIUCE O IPEACTOSIIEM OTITyCKE.

5.3. Ilo cormacoBanmo ¢ paGoTonareneM paGOTHIK MOXKET IIEPEHECTH ATHI
OTIycKa. [IJiss 3TOro OH IMINeT 3asBlIeHHe. 3asBICHHE MOANHCHIBAET IUPEKTOP
YHUpexIeHHs WM YIOTHOMOYEHHOE WM IHIo. Ilpu IIPEIOCTABIEHHH TaKOI'o
3asBJICHHA B OTIICN KAIPOB COTPYAHUK OTZENA KaAPOB 00s3aH IPOBEPUTH 3asIBIICHUE
Ha HaIMYHe MHQOPMALHH IS COCTaBIeHH s IIPHKa3a.
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5.4. PaGOTHHK 10 COTIACOBAHHUIO C PYKOBOACTBOM MOKET O0hOPMHUTE OTITYCK
0e3 coxpaHeHus 3apabOTHOIM TLIATEL.

5.5. inst opopmnenns otmycka 6e3 coxpaHeHus 3apabOTHOM IIaThl paGOTHHUK
IHIIET 3asBIeHNE. 3asBIeHNe MOANUCHIBAET AUPEKTOP MM YIIOMHOMOYEHHOE MM
JILIO.

5.6. Ilpu mpenocTaBneHHH OTIMycka PaGOTHHKY CIEMMANHCT IIO Kazpam
00s13aH:

- OGOpMHTH IIPHKAa3 O IPEXOCTABICHUN OTIIyCKa pabOTHHUKY II0
yHuUIEpPOBaHHOH Gopme Ne T-6 (T-6a);

- O3HaKOMHTb C IIPHKa30M 00 OTITycKe paGOTHHKA MO ITOAIINCE;

- BHECTH CBEJICHHA 00 OTIyCKe B IIMYHYIO KapTouky (dopma No T-2)
paboTHHKa.

6. OPTAHU3AIINS PABOTHI C TPYIOBBIMHA KHIKKAMM

6.1. TpynoBas KHmWKKa 0OPMIIETCS ¥ B AambHEHIIEM BEJIETCS B TOYHOM
COOTBETCTBUM C IIpaBuiamMum BeNeHHS ¥ XpaHeHHs TpPYIOBBIX KHIKEK,
M3rOTOBIICHUS OJIAHKOB TPYIOBOM KHIKKH M OGECIICUEHHS HMH paboTonarterei,
YIBEPXICHHBIMH T0CTaHOBNeHNeM IIpaBurensctBa PO ot 16 ampens 2003 r. Ne
225, u HWHcTpyKuuedl IO 3amojHEHHIO TPYZNOBBIX KHIDIKEK, YTBEPXKICHHOU
nocranosieHreM MunTpyna Poccun ot 10 oxtsa6ps 2003 1. Ne 69.

6.2. OTBETCTBEHHBIN 3a XpaHEHHe, BeIeHHE U YYeT TPYIOBBIX KHHXKEK U
BKJIaJbIIIEH 0053aH:

- BHOCHTP B TDPYAOBBIE KHI)KKM 3alliCH B  yCTAHOBJICHHBIE
3aKOHOJATEIECTBOM CPOKH;

- BECTH KHHUTY y4eTa ABH)XXEHHS TPYIOBIX KHIDKEK M BKJIABIIIEH B HUX;

- PETUCTPUPOBATE (C yKa3aHUEM CEPHH U HOMepa) B KHUIe yYeTa MBMKEHHS
TPYNOBBIX KHHKEK M BKIAJBIIEH B HUX BCE TPYHOBblE KHMKKH PaGOTHHKOB
YUpexnenus, IpUHATHIX Ha PaGoTy, a Takke TPYOBbIE KHIKKU U BKJIA IBIIIN B HUX,
ohopMIIeHHEIEe Ha paGOTHUKOB, OCTYIMBIINX Ha paboTy BIepBEIE;

- CIICTIUTD 32 TeM, YTOOBI IIPH YBOJIBHEHUH PAGOTHUK CTABHII JIaTy Y IMOAIHCH
IIpY MOTy9EHUH TPYJOBOM KHIDKKH HA PyKH.

6.3. MicniopueHHBle HpH 3aMOJHEHHH GIaHKH TPYAOBBIX KHUKEK IOJJIEXAT
YHUITOXCHUIO B IOPANKE, YCTAHOBIEHHOM IyHKTOM 42. IlpaBmn Bemenms u
XPaHCHUSA TPYNOBBIX KHIDKEK, HM3TOTOBJIEHHUS OJAHKOB TPYNOBOW KHIDKKH U
obecreueHus uMu paboTonaTeneii

7. IIOOIIPEHWSA M JUCIIUILINHAPHBIE B3bICKAHUS
7.1. Iloompenus 3a ycmexu B paboTe 1 OTBETCTBEHHOCTE 34 JUCLIAIUIMHAPHEIE
[POCTYNIKH onpeneneHs! [IpaBuiamu BHYTPEHHETO TPy IOBOTO PAaCIIOPSIKA.
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7.2. llpukas o moompeHMH paGoOTHHKA VYupexxaeHus opopMIsIeTcs
yHHGUIMpoBaHHOH ¢opmoit Ne T-11. PaGoromarens moompseT paGOTHUKOB,
NOOpPOCOBECTHO ~ HCIONHSIOIIMX  TPYIOBble  OOA3aHHOCTH  (OGBABISIET
611arofapHOCTh, BBIJACT MPEMHIO, HArPAKIAET LEHHBIM MOJAapKOM, MOYETHOM
rpaMoToH 1 p.). 3a 0cobble TPy MOBEIe 3aciyry nepen OGIIECTBOM U FOCYIapCTBOM
paOOTHUKK YUpeXAeHHS MOIyT OBITh NPENCTABIEHH K TOCYJapCTBEHHBIM
Harpazam.

7.3. OcHOBaHWeM 1IJIi M3[aHUS HONOGHBIX IPHUKA30B CIYXKUT HOKIaIHAS
3amucKa. CIeIUaIuCT 1o KaapaM Ha OCHOBAHHH 3aIIUCKU M PE30MIONMY THPEKTOpa
TOTOBUT IIpHKa3 O moompeHuw. IIpukas QomkeH comepxarh ykasaHWe BHIA
noompeHus (01arofapHoCTb, IEHHBIH HOAaPOK, IOYETHAs TPAMOTa, IPEMHS 1 JIP. ).

7.4. IlognuHAMK TpUKa3a O MOOMIPEHHH OCTAETCS HA XPAHEHHH B JTHIHOM
Aene pabotHrKa. Ha ero ocHoBaHMM CBeIeHNsI O IOOLIPEHAH 3aHOCATCS B TPYIOBYIO
KHIDKKY, TUYHYIO KapTo4Ky 110 hopme Ne T-2 paGoTHHKA.

7.5. 3a coBepIeHHe TUCHUILUTMHAPHOIO IPOCTYIKA, TO €CTh HEUCIIOIHEHHUE
WIA HEHaJJIeXxXalllee HCIIOJHEHHE 10 BHHE Pa0OTHHMKA BO3JIOXKEHHBIX Ha HEro
TPYNOBBIX OOS3aHHOCTEH, paboTOmaTeNb HMEeT MPAaBO NPHMEHHThH CIETYIOIIHe
BH/Ibl NUCLUAINIMHAPHBIX B3LICKAHMIHA:

- 3aMeYaHue;

- BBITOBOD;

- YBOJIBHEHHE 110 COOTBETCTBYIOIINM OCHOBAHMSIM.

7.6. [lo mpuMeHeHHs B3BICKaHUS OT paGOTHHKA JOIKHO GBITH 3aTpeGoBaHO
o0BsICHEHVE B NMUChMEHHOW dopme. B ciywasx oTkasa paGOTHHKA HaTh TaKoe
OOBSACHEHHE COCTABILIETCSI COOTBETCTBYIONIMH akT. B OOBSICHHUTENBHOM 3amucKe
OOBSICHSIOTCS NMPUYMHEI IIPOUCLICAIIEr0 - HapyLIeHHe TPYZOBOM IHCIMILIVHEL
HEBBIIIOJTHEHHE KaKOro-iu6o 3amanus u ap. OObICHUTENbHAS 3aIKCKa MUIIETCS
COOCTBEHHOPYYHO, B OJTHOM 3K3EMILISAPE.

7.7. lokinagHas 3aMucKa O HapyIIEHUH TPYAOBOH AUCIUILIMHEL COCTABISETCS
PYKOBOIUTENIEM CTPYKTYPHOIO IIOApPA3eNeHUss YUpexIeHHs Ha OCHOBAHHHU
OOBSCHUTENBHOM  3amucké  paboTHMKA.  PyKOBOAMTENH CTPYKTYpPHOTO
ONpaszesIeHus epefaeT O0BSICHUTENbHYIO U JOKIaTHYO 3alIUCKH JUPEKTOPY HITH
YIIOTHOMOYEHHOMY KM JIMIy [UIA PAcCMOTPEHHS W PE3OJIOLMH. Pe3omromus
MUIIETCs. Ha JOKJNATHOW 3alMCKe M JOJDKHA COAEPXKAaTh pENIeHHEe O BHIE
MUCLHINIMHAPHOTO B3BICKAHUS.

7.8. lucuMIuIMHapHOe B3bICKaHUe TIPUMEHSETCS He TIO3IHEe OIHOr0 MeCSIa
CO NHA OOHApYXKeHHs TNpOCTYINKa, He CUWTas BPeMEHH GONe3HH paGOTHHKA,
NpeObIBaHKs €ro B OTIYCKEe, a TaKKe BPEMEHH, HeoOXOIUMOro Ha y4eT MHEHUs
IPe/ICTAaBUTENIBHOTO OpraHa pabOTHUKOB. B3bIckaHKHe He MOXKeET GBITH IPUMEHEHO
TI03MHeE IIECTH MECALEB CO [HS COBEPIICHMS IPOCTYNKA, a IO DPe3ynbTaTaM



PEBU3UM WU TIPOBEPKU (PUHAHCOBO-XO3SUCTBEHHOU HESTENBHOCTH - HE IO3IHEE
IBYX JIET CO JHS €r0 COBEPIICHUS.

7.9. 3a KaxOpld IPOCTYNOK MOXXET OBITh IPHMEHEHO TOJNBKO OJIHO
TUCIUIIMHAPHOE B3bICKAHMUE.

7.10. Ilprka3 0 HaNOXEHUH JUCIUIUIMHAPHOIO B3BICKAHUs COCTABIISAETC:

- Ha OjaHKe mpHKa3a [0 JHUYHOMY COCTaBy (TpUIIOXKEHHE 2), €CilH
B3BICKaHUEM SIBIIIETCS 3aMeYaHue I BBITOBOD;

- Ha Omanke mpukasza mo ¢opme Ne T-8, ecnu B3BICKaHMEM SBISETCS
YBOJIbHEHHE II0 COOTBETCTBYIOIIMM OCHOBaHMAM. IIpmka3 odopmisercs Ha
OCHOBaHUHU JOKJIQIHOM 3amuCKH, OOBSICHUTENFHOW pPAOOTHHKA U PE3OJIOLUH
OUPEKTOpa UM YIOJIHOMOYEHHOIO UM JINIIA.

7.11. Tlpuka3 O HaJIOXEHWH OUCHUILUIMHAPHOTO B3BICKAHUS C yKa3aHUEM
MOTHBOB €T0 H3JaHUs 00BABIsieTCS paOOTHUKY, TTOABEPTHYTOMY B3BICKAHUIO, IO,
TIOJIIACH B TeYeHHe TpeX pabodmx mHeil co IHSA ero W3jaHusa. B ciydae oTkasa
paboTHMKa MOANMCATh IIPUKa3 COCTaBISETCS COOTBETCTBYrOIMM axr. 7.12.
IlogIMHHKK IpHUKa3a OCTaeTCs Ha XpaHeHHe B OTJeNe KagpoB.

8. BBIJTAYA CIIPABOK ¥ KON TOKYMEHTOB PABOTHUKAM

8.1. CrenpanmucT mo Kagpam, OTBETCTBEHHBIN 3a KaJpOBBIA y4eT, B TEUCHHE
Tpex IHeW Imociie Mmojaud 3asBieHUs pPaOOTHUKOM O BbIJade [IOKYMEHTOB,
CBSI3aHHBIX C €r0 TPYIOBOH JEATENbHOCTHIO, JOJDKEH IPEIOCTaBUTh pabOTHHKY:

- cIpaBKy ¢ MecTa paboThl (110 mpockbe paboTHUKA B CIIPaBKE YKA3bIBAIOTCS
CBeZleHUs 0 3apabOoTHOM IIaTe U Apyrue HeoOXOAUMBIE CBEICHNUS);

- 3aBEPEHHYIO KOIHIO TPYIOBOM KHIDKKH HJIH BBIITUCKY U3 HEeE;

- 3aBEpPEHHYIO KOIMIO IIPUKA30B, KACAIOIIUXCS TPYAOBOH NeATENhbHOCTH
paboTHHKa (0 mpHeMe, IepeBoie, YBOILHEHNH, OTITYCKe);

- BBIIIUCKY U3 IIpuKaza U T. 1. 8.2. CripaBka odopmiisieTcs Ha OaHke.

8.3. Beimucka u3 npukasa odopMisiercs: Ha OJiaHKe.

8.4. Konuu TOKyMEHTOB 3aBEpSAIOTCS IIyTeM IPOCTaBICHUS Ha KaXXIOM JIKCTE
Haanucu «BepHO» U cIeAyIoImX PeKBU3UTOB:

- JOJDKHOCTD JIUIIA, 3aBEPHUBIIIETO KOIIHIO;

- TM4YHAasl TIO/IIVCh;

- pacmupoBKa MOANUCH (MHULMAIIBI, (QaMIIH);

- JaTa 3aBepeHus;

- IeYaTh OT/Iesa KaJpoB.

8.5. Konus TpynoBO# KHIKKH 3aBEPSETCS CIIEIUATUCTOM II0 Kaapam. YToOs!
IOATBEPAUTH aKT paboTHI pabOTHHKA B YUpeXKIeHUH, Ha KOITHH TPY{0BOM KHIDKKH
II0CJIe KOHEYHOM 3aIlMCU CIeLUalINCT II0 KaapaM yKasbiBaeT: «PaboraeT Imo
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HacTosmee BpeMs». [locne 3ToM 3amucu KOmus TPYZOBOM KHIDKKU 3aBEPSETCS B
oO1eM nopske coraacHo 1. 8.4. Hactosero [lomoxeHus
9. UCITIOJIb30BAHUE U XPAHEHHUE
IEPCOHAJIBHBIX JAHHBIX PABOTHUKOB

9.1. TlepcoHayibHBIE AaHHBIE pa0OTHWKA - HHPOpManusg, HeoOxomumas
paboTomaTesio B CBSI3U C TPYAOBBIMA OTHOILIEHUSMH M Kacarolasics KOHKPETHOIO
paboTHHKA.

9.2. Ilpu 00paboTKe MEePCOHATBHBIX HAHHBIX PaOOTHHKA YUpEKIOEHHS, TO
eCTh IIONIyYeHHWH, XpaHEHWH, Iepenade WIH JFOOOM JPyroM HCIOJIb30BaHUH
IIEPCOHANBHBIX JMaHHBIX paOOTHHKA, CIEIHAUCT IO KaapaM o0sf3aH coONonaTh
TpeOOBaHUsI, yCTAHOBJIEHHBIE TPYIOBBIM 3aKOHOAATENbCTBOM U llomoxenuwem o
paboTe ¢ meEpCOHAIBHBIMY JAHHBIMU COTPYIHUKOB.

9.3. JIuuHble KapTOYKU pabOTHUKOB, IpPHKa3bl IO JIHAYHOMY COCTaBy,
CIIPaBKH, OTpaKaroIlre COIMaIbHO-IeMorpaduieckie CBEeHNs 0 paOOTHUKE U €TO
paboTy B MpOIUIOM, aHKETHl PaOOTHHUKOB, OpPYrMe IOOKYMEHTHI, COZAepIKallue
IepCOHANIbHbIE  NaHHble  pabOTHHKOB ¥  MHGOpMALMIO,  Kacarollylocs
HEIOCPECTBEHHO pa0OTHHKA, XPAHSITCS B CIELHUAIBFHO OTBEICHHBIX 3alIMPaEeMBbIX
mkagax.

9.4. TpynoBble KHMXXKH PaGOTHHKOB XPaHSATCS B HECTOPaeMBIX cefidax.

10. HIOPSAOOK INEPEJAYU JOKYMEHTOB
HA APXUBHOE XPAHEHHE

10.1. OOmuii mopsimok paboTel MO MOATOTOBKE JOKYMEHTOB KaJpOBOI'O
IeNIOTPON3BOACTBA K apXWBHOMY XpaHEHHIO, BKIodas (GOpMUpOBaHHE W
opopMmieHne Jies, MPOBeAeHHe SKCIIEPTU3bI 1IEHHOCTH JOKYMEHTOB, COCTABIICHHE
OIHCel el MOCTOSIHHOTO U BpeMeHHOTO (cBhite 10 jeT) XpaHeHus U nepenaqy Ael
B apXUB, periiaMeHTupyercsa HCTpyKIuel 1Mo AeTONPOrU3BOACTBY Y UpEeXKICHHUS.

10.2. JloxyMeHTBl KaIpOBOTO IeJIONPOM3BOACTBA II0 HCTEUEHHUIO CpOKa
HaZOOHOCTH B YCTaHOBJICHHOM ITOPSIKE IIEPEIAIOTCS Ha apXUBHOE XpaHEHHe JIH00
BBIICIIAIOTCS K yHUYTOXeHHNI0. OTOOp JOKYMEHTOB Ha XpaHEHWe WK YHUUTOXEHHE
OCYIIECTBIISIETCS IyTEM IIPOBEACHUS SKCIIEPTU3BI IEHHOCTHU JOKYMEHTOB.



