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TIOJIOXEHI4E
no KaApoBoMy AeJIorp ou3BoAcrBy B rocyAapcrBeHHoM 6rcAxenroM frpe)KA enr4Lr

Als Aerefi, HyxAarorUuxc.s B ncllxoJroro-neAarorr4qecKofi u ue4r{Ko-corlr{alrnofi
rloMolqv <<Pecly6nurancrrafi rIeHTp AuarHocr uKu 14 KoHcyJrbrprpoBaHr{D)

1. OEIIII4E IIOJIOXEHAf,
llonoxenze ro KaApoBoMy AeJrorporir3BoAcrBy (4alee -flonoxenue) B

focyAapcrBeHHoM 6rcgxernou )qpexqeHr4lr AJr{ 4erefi, Hy)rcAarcrqLrxcfl B

rlcuxoJloro-neAarorzqecrofi I4 MeAr4Ko-cor{r{rurbsofi nouoqu <<Pecny6lunaucrnfi
IIeHTp AI4arHocTLIKIl pI KoHcyJIbTI,tpoBaHIIs>) (Aanee - Vvpex4euue)
pefnaMeHTllpyer opfaHrI3aIII{IO eAr4HOfO nOprAKa KaApoBofo Aenonpor43BoAcrBa B
Yupex4ennu.

Ka4poeoe AeJIorIpoH3BoAcrBo ocyqecrBJrf,er cleqrr€urracr rro KaApaM B

COOTBeTCTBLIU C:

- AaHHbrM lloloxenkreM;
- Vcrasola Yupex4eunx;
- llpanuraMkr BrryrpeHHero lpyAoBoro pacroprAra vupexg enufr;
- flonoxeHl4eM o 3aIrII4re nepcoHaJrbHbrx AaHHbrx pa6orHraron Yupexreunfl

Lr r4HbrMLr JroK€rrrbHbrMr{ HopMarr4BHhrMt4 aKTaMr/t Yvpex4enux;
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- AeficrByIouIIaMlI3aKoHoAareJlbHbrMra lr HopMaruBHbrMr.r aKTaMlr, Tpy.4onrrvr
KoAeKcoM Poccuficxofi @e4epar[Lru, r4HbrMrl aKTaMr4 TpyAoBoro 3aKoHoAareJrbcrBa

I4 3AKOHOAATEJIbCTBA O TICHCLIOHHOM LI COIII{€IJIbHOM O6ECNE'ICHUI,I.

OrsercrneHHocrb 3a BeAeHLre KaApoBoro Aenolpor{3BoAcrBa, co6mogeHr.re
ycraHoBneHHbIX rlpaBlan pa6orrr, cpoKoB oQopurennfl, u coxpaHHocrb KaApoBbrx

AoKyMeHToB Bo3naralorc.n Ha cnequaJrr4cra no KaApaM. OcnosH€ur rleJrb AaHHoro
llonoNennx cocrollT B 3aKperrJreHlr4 TexHoJrorr4lr BeAeHr{r KaApoBoro

AoKyMeHTI{poBaHI{l no npueMy, nepeBoAy, yBoJrbHeHrlro pa6orHraxon,
rrpeAocTaBJreHlrro oTrrycKoB r{ 14 Hbrx AoKyMeHTOB.

2. IIPI{EM HOBbIX PAEOTHIIKOB
2.I flpvr rpl4eMe ua pa6ory lpa)KAaHrlH AonxeH npeAbf,Br4Tb) a crequaJrprcr

rro KaApaM o6.ssaH sarpe6onarb or Hero cneAyroqr4e AoKyMeHTbr:
- nacnopr unuunoit AoKyMeHT, yAocroBeparoqufi nurrHocrb;
- TpyAoByIo KHHxKy (rporr,re coBMecrl4terefi r,r BnepBbre nocryrrarculr4x Ha

pa6ory);
- cTpaxoBoe cBLIAeTenbcTBo f ocyAapcTBeHHoro freHcr{oHHoro cTpax oBaIiIuA;
- AoKyMeHTbI BoI{HcKoro yqera: Airs BoeHnoo6sganHbrx u Jrr,rq, rroAJrexarqux

rIpLI3bIBy Ha BoeHHyIo cJlyx6y - eoennrrfi 6uner wrvr BpeMeHHoe yAocroBepeHr4e,

IIpI.III]ICHOe CBLIAeTeIbCTBO ;

- AoKyMeHr o6 o6pasonaHnl4, KBarluQnraqur urru :aaJrvr.rrkrvr cnellrraJrbHb1;1

pa6ora rpe6yer ctrequ€rirbHbrx s:nalufr, wrur cuequanrnofisHaHr.rfi (eclu
no4rororrn);

- MeAr{rluHcKyro KHlrxffiy;

- cnpaBKy o H€LrurILIu (orcyrcrnun) cyAI4Mocru u (utru) Qarra yroJroBHor.o

rrpecJreAo Ba]cikrfl, nu6o o [peKparrtreHrrr4 yfoJroBHofo npecJre AoBa]f]ufl ,

lttx Jrlrrl, nocry[aroqux BnepBbre na pa6ory, cneqLr€rJrr{cr rro KaApaM

o$oprvrmer rpyAoByro KHprxKy.

2.2. Ecttu y KaHruAara orcyrcrByer rpyAoBar KHr{xKa (yrpara, nopqa nrr4
vrlfl.afl npuuuHa), To Iro []IcbMeHHoMy 3arBJIeHLrro groro JII4r{a crreqpr€IJll{cr no
KaApaM oQoprvrmer eMy HoByro rpyAoByro KHr{xrKy.

2.3. Cueqr4arvrcr no KaApaM, orBeqaroqufi:a oQoprraneHrae AoKyMeHToB npri
rrppreMe Ha pa6ory, o6reau:

- IlpoBeplilTb HuuII4tII4e Bcex Heo6xo4I,tMbrx AoKyMeHToB AJIf, 3aKJrrorreHllfl
rpyAoBofo AofoBopa;

- npeAocraBurb KaHAr4Aary aHKery no $oprrae AJr.fl 3anonHeHlrr;
- npoBepl,ITb COOTBeTCTBI{e aHKeTHbrx AaHHbrx u ApyrI,Ix cae4enufi,

coo6qenHbrx o ce6e rangrlAaroM, npeAcraB.heHHbrM krM AoKyMeHTaM;
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- o3HaKoMpITb KaHAr4Aara rroA rroArrlrcb c AeficrByroqr4M]r n Yupex4eHnvr
JIOK€IJIbHbIMI{ HOpMaTI4BHbIMU aKT€rMr{ AO nOArrUCAIrVrs, TpyAOBOfO AOrOBOpa, B TOM

qucJre c AoJrxHocnrofi uucrpynquefi;
- noAroroBrrrb [poeKT TpyAoBoro AoroBopa c paOotrnrou B AByx

3K3eMrrJrrpax;

- [oAroroBlrrb rrpoeKT [prrKa3a o [p]reMe na pa6ory no ynnQvqzpoeaunofi

Sopue J\b T-1 (T-la);
- nepeAarb rpyAoBoft 4oroaop u rprrK€B o nprdeMe Ha roAnr4cb AnpeKropy

HJrrr ynoJrHoMorreHHoMy r4M Jrr{rly.

2.4. llocne roro KaK AoKyMeHrbr 6ylyr oQopuleuu co cropoHbr

Yupex4eHur, crreqvaururcr rro KaApaM o6ssaH:

- rroArrucarb rpyAonofi goroBop y Jrlrqa, npprHr{MaeMoro na pa6ory;
- BbrAarb pa6ornnry oauy oK3eMrJrrp rpyAoBoro AoroBopa.
Pa6orHur rloATBepxAaer rronfreHr4e oK3eMlnf,pa rpy.qoBoro AoroBopa,

nocraBprB [oArrr{cb Ha DK3eMrrJrspe rpyAoBoro AoroBopa Yupex4enufr;
- o3HaKoMurr pa6orHr{Ka rroA rroArrucb c npr,rK€BoM o nplreMe na pa6ory (n

TpexAHeBHrrfi cpor co AHr QarruvecKoro Haqarapa6orrr);
- 3aIroJIHI{Tb rLTqHyro Kaprorrry pa6orHrrKa rro ynn$uqnposaHHofi Soprvre T-

2 u ozyarcoMurb co BceMLr 3arructMl{ pa6ornrara rroA rroArrrrcb;

- 3anoJIHI4Tb rpyAoBylo KHI{xry pa6orur{Ka, rrpopa6orasruero n V.rpe)KAeHr{r{

cBblrue nflTu gnefi, B coorBercrBr{r{ c rpe6oranurflMr4I4Hcrpyrqrrr{ no 3anoJrHeHr.rrc

TpyAoBbIX KHr4xeK (flocraHoBrreHlre MrEnrpy4a Poccuu or 10.10.2003 }lb 69),
(flocrauoBilennn llpanurenbcrBa Poccuficrofi @e4epawrkr or 16.04.2003 Nb 225).

- 3aperl,IcrpllpoBarb rpyAoByro KHLrx{Ky pa6ourura B KHr{re }nrera xpaHeHr,rt

TpyAoBbrx KHLrlr(eK rir BKJraAbrruefi s Hprx.

2.5. Jlu'rerbre KaproqKrr pacroJrararorcr n anQanurHoM nopflAKe

3. rroP4AOK OOOPMJIEHAfl IEPEBOAA HA Ap]TyrO
PAEOTy/AOJT}I(HOCTb

3.1. llepeao4u pa6orHlrKoB n Y.rpex4eHtrkr AorrycKarorcf, ToJrbKo c rax

rrlrcbMeHHofo cofJracur, 3? LrcKrroqeHLIeM cJDnraeB, [peAycMorpeHHblx
3aKoHoAareJrbcrBoM Poccufi croft @e4ep arJuu.

3.Z.flpu repeBoAe pa6orHzra creur{anr4cr rro KaApaM o6xgau:
- HOJTqUTr COfJraCUe pa6orHr{Ka o nepeBo4e, oSopMr{B yBeAoMJrenr.re o

rrepeBoAe (npu repeBoAe rro r{Hrrrlr4arr{Be pa6oro4arens) ;
- IrpHH{Tb y pa6orHrEra 3arBJreHr{e o [epeBoAe, [oArrncaHHoe

pyKoBoAl4reneM crpyKTypHofo rroApa3AeJreHlr.f,, orKyAa rrepeBoAlrrcr,
pyKoBoAI4TeJIeM crpyKTypnoro rroApa3AeJrdnut, KyAa nepeBoArarcx pa6orHrrK, r{
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AI4peKTopoM I{JrLI yloJIHoMoqeHHbrM rdM nr4rlou (npu nepeBoAe rro r{Hr{rlr{aruBe
pa6orHzra);

- cocTaBuTb npoeKT Ao[onHr4TeJrbHoro cofJralllelHvfl K TpyAoBoMy AofoBopy
B AByX 9K3eMrrnrpax;

- cocraBurb npoeKr rlplrKa3a o nepeBoAe no ynnQurlr4poBaHnofi Qoprr,re JS T5
(T-5a);

- rlepeAarb Ha noAnucb npoeKTbr AorroJrHrrreJrbHoro cornarllennfl u H?LTKA3A

Ar{peKropy vilu yrroJrHoMoqeHHoMy LrM nr4rly;

- rloArll{carb AoloJIHI4TeJIbHoe corJrarueHr{e y pa6orrruKau orAarb eMy oAr4H

eK3eMrrJrflp coHrarueHur. llponwurb,qro6u pa6orHzr npr4 nolyrreHr{r{ gK3eMlJrrpa

AOTIOJIHpITeIbHOTO COHIaIrreHr4f, rlocraBl{Jr cBoro rroAllkrcb Ha SK3eMnJrrpe
corurarueHur Yupex Aenvfl1,

- O3HaKOMU$ pa6OrHr4Ka c rrpr4K€BoM o [epeBoAe IIoA rroArrr4cb.

3.3.EcttunepeBoA f,BJl.lerct rlocrorHHbrM, To cleqlrEurr4cr rro KaApaM o6ssaH:
- BHecrI4 3anl{cb o [epeBoAe B TpyAoByro KHr4xffiy pa6ornura vr B rr{qHyro

KaproqKy (Qopua }lb T-2) (ue uos4nee HeAeJrbHoro cpora);
- o3HaKoMLITb c stofi 3arll{cblo pa6oururca rroA noArrlrcb s rlr.rHofi KaprorrKe.

4. )TBOJIbHEHI4E PAEOTHI4KOB
4.I. VnolrHenae npol43BoAurc, ro ocHoBaHr4rM, rrpeAycMorpeHHbrM

Tpy4onuu 3aKoHoAareJIbcrBoM c co6mo4enueu ycraHoBneHHbrx cpoKoB
IrI4cbMeHHofo rlpeAyrlpexAeHr{r o npeAcrof,rqeM yBoJrbHeHuH. Te.reHze cpoKa
npeAynpexAeHl4t o6 yBoJIbHeHI{I4 HaqrlHaercr Ha cne4yroqnfi AeHb nocJre
yBeAoMJreHr,nr.

4.2. 3asueHze o6 yBonbueHrirrl flBrrfl,ercfl, nrEcruennofi rpoprr,rofi
npeAyrlpex{AeHI4fl pa6oro4arelr o pacropxeHr4l.r rpyAoBoro AoroBopa no
HJJkrrluaruee pa6orHzra. 3a.ssJIeHI{e rrr{ruercs or pyKr,r, HauMs.Ar,rpeKTopa, B TeKcre
u3Jlaraercr npocs6a pa6orHzra o6 yBoJrbHeHukr, lptrquHa u Aara yBoJrbHeHus. B
AOKyMeHTe AOnXHa COAepX(aTbcfl. I.arta noAaqu 3aflB[reldprfl.

4.3.Ilpu noJIfreHI,Iu 3atBJIeHus o6 yBoJrbHeHuu pa6orHr{Ka cneqpr€rJrr,rcr no
KaApaM o6ssaH [poBepI,ITb npaBl{nbHocrb cocraBJreHHoro 3aflBrreHarfl o6
yBonbHeHnn (pernkr3vrrbr, Aarbl yBoJrbHeHufl. u :narrncaHvrfl 3aflBrronvfl), nalravze
neo6xoAuMbrx noArr uceit Ha 3arBJreur.ru.

4.4. YeomHeHrae pa6orHnra (uperparqeHlre rpyAoBoro 4oronopa)
AoKyMeHrl4pyror yulaQraquposaHHofi Sopvrofi Nb T-8 <<llpzxae (pacnopxxeuze) o
rrp e Kp arqeEkr4 reficrBvrfl , TpyAoBo f o Ao ro B opa c p a6 orHuKoM) .

4.5. B reKcre npuKa3a o6 ynomHeHulr yK€BbrBaercfl, Aara yBoJrbHeHr4f,,

Qauulu.r, vIMfl, orqecrBo pa6orHnra, ta6etsnufi nouep, AoDKHocrr (npo$eccur)
kr crpyKrypHoe noApa3AeJreHpre, HoMep u Aara rpyAoBoro AofoBopa. Iara
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yBoJIbHeHI4rI flBrfleTcfl. Heo6xo.quMblM peKBr.I3uroM rlplrKa3a, TaK KaK AHSM
yBonbHeHvrflpa6orHHKa Bo Bcex cfiyrra{x.rrBJrrerc-s [ocneAHrrfi 4eHs ero pa6orbr.

4.6. t'Ipw yBoJrbHeHuu palorHl{Ka no mo6oMy r.r3 ocHoBaHr{fi ynonru 1H;SIA

cleqlr€lJrLTcr rro KaApaM o6ssaH:

- cocraBr{Tb rrpoeKr rpkrK€Ba o6 ynonrHeHr{[ no Soprrae Ns T-g;
- nepeAarb rIpoeKT npuKa3a Ha rroArrricb Ar4peKTopy Y.rpex4enua uqru

yrroJrHoMorreHHoMy LrM Jrr{qy;

- o3HaKoMurr pa6orHr{Ka c [pr.IK€l3oM rroA rroArrtrcb;
- fro 3af,BJreHUrO pa6oruuxa BbrAarb 3aBepeHHbre Konzu AoKyMeHTOB,

cBr3aHHbrx c ero paOorofi.

B uocre4uufi pa6ovzfi 4enr pa6orHura:
- BHecrLI 3arlrrcb o6 ynolrHeHur4 B TpyAoByro KHrlxrry pa6orHuKa r,r JrLrrrHyro

KaproqKy no Qoprrae J\b T-2 I{ o3HaKoMr{rb c HLrMra corpyAHrrKa troA t1oArrncb;
- BbrAarb pa6ornzry efo rpyAoByro KHLrxKy. Pa6ornnr rroArBepx(Aaer

noJrf{eHr{e rpy4oaofi KHr{xKr4, rrocraBr{B rroAnrrcb B

KHI4xeK rd BKJla.ublurefi e Hrax.

4.7. B cJrr{ae, ecnu B AeHb yBoJrbHeHur palo,tHrrKa BbrAarb rpyAoByro
KHr{XKy HeBO3MOXHO B CBs3r4 C ero orcyrcrBraeu rul6o ero orKa3oM
rpy4onofi KHTDKKTT Ha pyKu, cnerlkr€urkrcr rro KaApaM B aApec
yBonbHteMoro pa6oruura HalpaBJlfler yBeAoMJreHIde o neo6xoAraMocrr,r flBurbcflga
rpy4oaofi xtruxrofi r4lrv Aarb nl{cbMeHHoe couracLre Ha nepechrJrKy ee 11o 11oqre.
Co AHs HanpaBJreHI{l yBeAoMJIeHr.rr npeAcraBr{TeJrb HaHLrMareJrx (pa6oro4arcnr)
ocso6oxAaerct or orBercrBeHHo cr LT 3a 3a1epxmy BbrAaqr4 rpy4onofi KHr{xKr4.

5. TIPEAOCTABJIEHI4E OTITyCKOB PAEOTHI,IKAM
5.1. Exero4nrtfi orlJlaqllBaeIurrfi orrrycK, npeAocraBJrrerc.f, corJracHo

rpaQuxy ornycKoB, yrBepx(AeHHoMy B yupex4euarzr. fpa0ur ornycKoB Ha
cJleAyloqzfi roA cocraBJlterc.fl crrequurvrcr no KaApaM B rrepByro HeAeJrro 4era6pr
reKylllero roAa c yqeroM MHeHI4TI pa6oruzroB no ynuSuquposanHofi Soprrae J\b T7
I{ yrBepx(Aaercfl' He [o3AHee qeM za 14 KaJleHAapnrrx 4nefi Ao Haq€ura HoBoro ro4a.
Cneqr'ra-rrucr rro KaApaM o6ssaH o3HaKoMr.rrb pa6oruzrcon c yrBepxAeHHhrM
rpaSnrcorra ornycKoB rroA [oAnr{cb.

5.2. CneqnaJTucr rro KaApaM, He no3AHee, qeM 3a ABe HeAeJrra Ao Hacryrur eHufl
orrrycKa, yBeAoMJrfer pa60rHr4Ka noA noAIILrcb o rrpeAcro.f,nleM ornycKe.

5.3. llo corJIacoBaHI4Io c pa6oro4areJreM pa6orHurc Mo)Ker nepeHecrr.r Aarbr
orlycKa. ,.ftx eroro oH nLI[Ier 3asBJreHue. 3a.f,sneHlae [oA[ucbrBaer Ar4peKTop
Yvpex4eHIax Lrnru ynonHoMoqeHHoe rirM nr4rlo. flpu npeAocraBJreHr4r.r raKoro
3af,BJIeHI{t B orAen KaApoB corpyAHr.m or4eraKaApoB o6ssaH npoBepr,rrb 3arBJreHr{e
HA HAIIUqUE UTTQOPMAIII4I4 AJI' COCTABJIEHI{' NPI{KA3A.

KHr{re rreTa TpyAoBbrx

oT noJryqeHlnr

(wm a4peca)



5.4.Pa6orHLIK no coHracoBaHLIIo c pyKoBoAcrBoM Mo)Ker oQoprr,rurb ornycK
6es coxpan eHufl,sapa6orHofi ularrr.

5 . 5 . ftx o0opuneHl{rl orrlycrca 6eg coxpaHeH ux zapa6ornofi nJrarbr pa6ornux
rII4Iuer 3a.[BJIeHrIe. 3a.asreHlle rloAnl4cblBaer ALIpeKTop prJrrr ynonHoMoqeHHoe r4M
nuqo.

5.6. flpet npeAocraBJIeHI{I4 orrrycKa pa6oruzry ctrequaJrrrcr rro KaApaM
o6ssaH:

- o0oprr,rurr rrp'K€'' o [peAocraB're*Lru orrrycKa pa6ornuny no
yHuQr,rqrapoeaHHofi Soprrne J\b T-6 (T-6a);

- o3HaKoMkrrb c rrpr4Ka3oM O6 Ornycre pa6orHnKa noA rroA[r,rcb;
- BHecrlr cBeAeHnr o6 orrrycKe B ruqHyro KaprorrKy (sopua Nb T-2)

pa6otrrnra.

6. OPIAHI43AIIITfl PAEOTbI C TPYAOBbIMI4 KHI,IXKAMI,I
6.1. TpygoBas, KHuxKa oSopl,rmercfl vr B A€LJrbHefiueu Be.qercs B ToqHoM

coorBercrBl4l{ c llpanruauz BeAeHrrrI Lr xpaHeHr4.f, TpyAoBEx KHr{x(eK,
LI3roroBJIeHufl' 6lauror rpygonofi KHr4xKr{ ra o6ecneqeHur zuz pa6orogarenefi,
yrBep)KAeHHbIMrr rIocraHoBJIeHueM flpanurenbcrBa P@ or 16 anpenx 2003 r. J\b
225, u I'IHcrpyrc4uefi ro 3anoJIHeHLTro rpyAoBhrx KHrDr(eK, yrBepxAeHnofi
rrocraHoBJreHr4eM MuHrpyAa Poccur.r or 10 orrr6pr 2003 r. j\b 69.

6.2. oreercrBeHHblfi sa xpaHeHlre, BeAeHr{e 14 yqer rpyAoBhrx KHr{)r(eK H
BKJra.ubrrueft o6ssaH:

- BHockITb B TpyAOBhIe KHLIXKI4 3aTIvICu B yCTaHOBJIeHHbTe

3 aKOHOAaTeJrbcTBoM cpoKr,r ;

- BecTII KHLIry yrleTa ABuXeHIit{ TpyAOBhIX KHIII)K€K Id BKJraAbrruefi n uzx;
- per?IcrpllpoBarb (c yrca:auueM ceplzlr r,r HoMepa) n KHr{re frera ABr.DKeHr{{

TpyAoBhIX KHTDKeK I4 BKJIaAbIIITefi e HLrx Bce rpyAoBbre KHr4xKr{ pa6ornuron
Vupex4e."ufl,rrpv'flThlx Ha pa6ory, a raKxe rpy4oBbre KHr4xKr{ rr BxJraAbrrlr,r B Hr4x,
o0oprraneHHbre na pa6ornr{KoB, nocryrrr4Brur4x Ha pa6ory B[epBbre;

- cneII4Tb 3a reM''ilo6H [pI4 yBoJIbHeHI4I4 pa6ornur craBrrJr Aary 14 rroAnr{cb
lplr noJrfreuuu rpy4onofi KHrr)r(Kr.r Ha pyKr4.

6'3' vrcnopqeHHble npli 3anoJIHeHHI4 6naurra rpyAoBbrx KHT.DK'K rroAJrex(ar
yHLITITo)KeHI4Io B rloptAKe' ycTaHoBJIeHHoM TIyHKToM 42. llpanul BeAeHr4rr vr
xpaHeHI4lI TpyAoBhrx KHI{xeK, IrcroroBJruaufl 6ranrcos rpy4oeofi KH}rxKtr u
o6e cue.re Hvrfl, uvrtr pa6oro4arelefi

7. IIOOIIIPEHII]'I I{ AIICqI4IIJITIHAPHbIE B3bICK 1JIIN'I
7' 1 ' llooqp eHkrfl3a yclexu n pa6ore z brsercrBeHHocrb 3a Ar{crlr4[nr.HapHbre

npocrynKlr orpeAeJreHbr llpanzlanrr.r BHyrpeHHero rpyAoBoro pacropsAKa.



7.2. llpurar o rooqpeHlrr,r pa6ouruxa vupex4enux oQopurrercr
ynn$uqnpoeaHHofi Qopuofi Ns T-11. Pa6oro4arenr rooulprer pa6ourzror,
AOOpOCOBeCTHO plcrroJrHrrorqux rpyAoBbre o6.ssauHocru (o6rrnlrer
oJlafoAapHocrb, BbIAaer rlpeMlrro, HalpaxAaeT rIeHHbrM rroAapKoM, novernofi
rparraorofi LI Ap.). 3a oco6ue rpyAoBbre 3acnyrr{ nepeA O6rqecrsoM tr rocyAapcrBoM
pa6orHuru Y'rpeN4eHur MoryT 6rrrr npeAcraBJrenbr K rocyAapcrBeHHbrM
HafpaAaM.

7 .3. OcHosaHzerd

3arrlrcKa. Cneuualucr rro

p.nfl r4s4aHr{r noAo6ssrx [prlKa3oB cJryxrrr AoKJraAHafl
KaApaM Ha ocHoBalJuu 3anlrcKr4 pr pe3oJrrorlr4r{ Ar,rpeKTopa

roroBldr rIplIK€I3 o rlooulpeHr{rl. llpraxas AoJrxeH coAep)Karb yKa3aHHe B:g.Aa

rooqpeHux (6naroAapHocrb, qeunrrfi noAapoK, roqerHar lpaMora, rrpeMr{f, r,r Ap.).
7.4. IIolttlIHHkTK npLIKa3a o rrooupennu ocraercf, Ha xpaHenvrkr B Jrr{qHoM

AeJIe pa6oilrnrca. Ha ero ocHoBaHr4r4cBeAeHr.rr o [ooqpeHr4r4 3aHo cflTcflB TpyAoByro
KHLDr(Ky, rr{qHyro KaproqKy no Qoprrae.hle T-2 pa6ornura.

7.5.3a coBeplrreHue AucIJtrnJrraHapHoro npocrynKa, To ecrb Her{cnoirHen}re
Lrilu HeHaAJIex(aIqee ucrloJrHeHr{e ro Br4He pa6ornzra Bo3Jro)KeHHbrx Ha Hero
TpyAoBbx o6xsaHHocrefi, pa6oro4arenb LrMeer npaBo rrpr{MeHrarb cJreAyrolrlkre
Br4Ahr Aprcur{nJrraHapHbrx ssrrcraHufi :

- 3aMerlaHue:

- BhrroBop;

- yBonbHeHr{e no cooTBeTcTByrouIr{M o cHoBaH}rrrM.

7.6. [o npI{MeHeHI,tt B3blcKanr4fl or pa6orHr{Ka AoJrxrHo 6urr sarpe6onaHo
o6rscneulle B rlrlcbMeuHoft Qoprr,re. B cnyraf,x orKrBa pa6orru{Ka Aarb raKoe
o6t.scneHlle cocraBJlterctr coorBercrnyroqrafi arr. B o6rscnurenrnofi 3arrr{cKe
o6rscnrrorc;l rlpuqlrHbl rlpotrcureArrrero - HapyureHrre rpy4onofi AucqunJrr4Hhr,
HeBbInoJIHeHue KaKoro-Jlu6o zal;aHLrfl Lr Ap. O6rscrrrlTeJrbHas, ganprcKa rrlr[rerct
co6crseHHopfrHo, B o.qHoM gK3eMnJr.f,pe.

7.7. [oxttallr'as.3alrllcKa o Hapyrrrenuvrrpy1onofi Ar{crlr4[Jrr{Hbr cocraBJrsercf,
pyKoBoALITeJIeM crpyKTypHoro noApa3AeJreHr{rr Yupex4eHur Ha ocHoBaHr{}r
o6rxcruErenrnofi 3arprcKr{ paoOTHLIKa. Pyrcono4zreJrb crpyKrypHoro
[oApa3AeJIeHLI.f, rlepeAaer o6rscnrareJlbrryro H AoKJraArryro 3anEcKLr Ar4peKTopy r{Jrr,r

yrIoJIHoMorIeHHoMy tIM nzlly Arrfl paccMorpeHkrfl. Lr p$oJrrcrtrutr. Pesonroq14r
flllEllrerct Ha .{omaAuofi 3a[LTcKe 14 AoJrxHa coAepxarb perrreHrre o Br{Ae

Ar{crlr4[Jrr{HapHofo B3brcKaHnr.

7.8. [ucql4rrnuHapHoe B3bIcKaHue npr.rMeHreTcfl He no3AHee oAHoro Mecrua
co AHf, o6uapyxeHufl. [pocrynKa, He clrprrar BpeMeHrd 6olegnn pa6olrr,rra,
npe6ueanLlf, ero B orrrycKe, a raK)Ke BpeMeHn, ueo6xoAuMoro Ha 5nrer MHeHr4rr

rIpeAcraBI{TeJIbHoro opmHa pa6ornurcon. B3rrcKaHne He Mo}r(er 6rrrr [pr{MeHeHo
rIo3AHee I[ecrrl Mecf,IIeB CO AHf, CoBeprueHr{rr npocryrrKa, a ro pe3ynbraraM



peBr{3r{u r{JrH npoBepKrr Qnuaucoao-xossficrseHHofi Ae.areJlbHocrlr - He no3AHee

AByX JreT CO AHrr efo COBeprUeHr{r.

7.9. 3a raxAufi upocrynoK Mo)Ker 6urr rpr4MeHeHo roJIbKo oAHo

AracqprnJrlrHapHoe B3brcKaHr4e.

7.I0. flpuraa o HaJroxenuvr 4vrcr\r{nnprHapHoro B3blcKaHufl. cocraBJlflercs:

- Ha Sranre rplrKa3a rro nvqHoMy cocraBy (npuroxeHr,re 2), ecJrri

B3bICKaHLIeM {BJIteTCt 3 aMeq aHVrc I4ILI BbITOBOp ;

- Ha 6ranxe [pr{Ka3a no Sopue J\b T-8, ecJrr{ B3brcKaHr4eM .nBJrrerct

yBoJrbHeHLre rro coorBercrByroqr{M ocHoBaHrrrM. llpura: oQopurrerc.r Ha

ocHoBaHlrr{ AoruaAHofi 3ailLrcKur, o6r.scHurenrnofi pa6ourura n pe3oJrrorlr{r{

ALrpeKTOp a ulru ylonHoMoqeHHofo LrM Jrrrrla.

7.II. llpnra: o H€rJro)KeHuvr AlrcqurrJrlrHapHoro B3brcKaHlrr c yKa3aHr4eM

MOTLTBOB eFO V3AaHVrs. OOE.frBJrreTC.f, paOOTHr4Ky, nOABeprHyTOMy B3brCKaHr,rrO, rrOA

noArrr{cb B TerreHlre rpex pa6ovux Anefi co AHr ero Lr3AaHras. B cJrfrae orK€Ba

pa6oruura [oArr]rcarb [pLrK€]3 cocraBJrrercr coorBercrnyrcqufi aKT. 7.12.
floAnrEuur{K rrp]rK€t:a ocraerc{ Ha xpaHeHr{e B or.{ene KaApoB.

8. BbIAATIA CIIPABOK I,I Korrr4r4 AOK)TMEHTOB PAEOTHIIKAM
8.1. CneqyraJwrcr rro KaApaM, orBercreeHHrrfi 3a KaApoBufi yrer, B TeqeHrre

Tpex AHefi rrocJre rloAaqu saflBlrertyrfl. paOoruuxona o BbIAatIe AoKyMeHToB,

cBr3aHHbrx c ero rpyaosofi AerreJrbHocrbro, AoJDKeH npeAocraBuru pa6oruury:
- crrpaBKy c Mecra pa6orn (no npocr6e pa6orHr{Ka B crrpaBKe yK€l3brBarorct

cBeAeHlrrr o sapa6ouroft nrare v Apyrve ueo6xo4uMbre cBeAenzr);

- 3aBepeHHyro Ko[r4ro rpy.uonoft KHr{xrKrr vrlrr4Bbrrrr4cKy rr3 Hee;

- 3aBepeHHyro Korrr{ro npr{Ka3oB, Kacaroulvrxcs. rpy.qosoft AerreirbHocrrr
pa6oruura (o upueMe, [epeBoAe, yBonbne:rrvrvr, oruycre);

- BbrrurcKy r43 rrplrKa3avrr. A.8.2. Cnpanra oQoprvrnrercr Ha 6naHre.

8.3. BrrnucKa rr3 rrplrKa3a o$oprvrnxercr Ha 6laHxe.
8.4. Konul4 AoKyMeHToB 3aBeprrorc-f, rryreM rrpocraBJreHufl, Ha KalKAoM JrLrcre

HaAnr{cu <<B epHo>> tr cneAyroulr4x peKBrir3r{ToB :

- AOJrX(HOCTb Jrrrqa, 3aBepI4BIIIefO Korrtrrc ;

- JII{qHUUr noArrr4cb;

- pacurnQpoBKa noArrrcr{ (r,rHnqzanrr, Sauulux) ;

- AATA 3aBepeHHr;

- nerrarb oTAeJra KaApoB.

8.5. Konuf, TpyAoBofi xunxr<u 3aBeprercr cnerlu€rlrlrcroM no KaApaM. rlro6rr
[oArBepAutr Qarr pa6oru pa6oruura n Vvpex Ae:nLrn,Ha Konr{n rpy4osofi KH}DKKr{

uocJle rone.rHofi 3arfi4cu cnerlrl€rJrrlcr no KaApaM yKa3brBaer: <<Pa6oraer rro
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Hacrorrqee BpeMr). llocre erofi 3anvcv Korrr,r.n rpy4onofi KHLDKKI,I 3aBeptercs B

o6uleu roprAKe coruracHo n. 8.4. Hacrorrrlero lloroxenkrfl.
9. IICIOJIb3OBAHIIE I4 XPAHEHI,IE

rrEpcoHAJrbHbD( AAHHbrx PABOTHT4KOB
9.I. flepconanbHbre AaHHbre pa6oruura - uH$opMarlr4.n, neo6xoAuua.s

pa6oro4areJrro B cBfl3u c rpyAoBbrMrr orHorueHlrrMlr r{ Kacarculaf,cf, KoHKperHoro
-paoorHr{Ka.

9.2. flpu o6pa6orxe nepcoH€urbHbrx AaHHbrx pa6otrura YupexAeHlltn, To

ecTb noJrr{eHr4rr, xpaHeHlrz, nepeAaqe krrrkr JrroooM ApyfoM I4cnoJlb3oBaHuu

rrepcoH€rJrbHbrx AaHHbrx pa6orHura, crequalrucr rro KaApaM o6gsaH co6rtoAarr
rpe6oranvrfl, ycraHoBJreHHbre rpyAoBbrM 3aKoHoAareJrbcrBoM u lonoxeHr{eM o

paoore c [epcoHnJrbHbrMr{ AaHHbrMr{ corpyAHr4KoB.

9.3. JIu.rHHe KaproqKr,r pa6ornur<on, [pr{K€r3bl no ruqHoMy cocraBy,

clpaBKr{, orpaxaroqr4e coquzurriro-AervrorpaQnqecKr{e cBeAeHZf, o pa6ornuKe r{ ero

pa6ory B rrporxJroM, aHKerbr pa6oururor, Apyrue AoKyMeHTbI, coAepxalque

rrepcoHtrJrbHbre AaHHbre pa6orHznon u uHQopuaquro, Kacarorrlyroc.n

HerrocpeAcrBeHHo pa6ouruxa, xpanflTcr B crrequ€IJrbHo orBeAeHHbrx 3arrupaeMbrx

umaQax.

9.4.TpygoBbre KHuxKrr pa6ornuroB xpal{f,Tct B HecropaeMblx cefiQax.

L0. IIoPtAoK IEPEAATIII AOnTMEHTOB
HA APXIIBHOE XPAHEHI4E

10.1. O6lquft noprAoK pa6oru ro noAroroBKe AoKyMeHroB KaApoBoro

Aenolpou3BoAcrBa K apxHBHoMy xpaHeHnro, BKJrK)r{ar Qoprr,rupoBaHr{e tr

oQoprr,rneHlre AeJr, npoBeAeHze gKcneprr43br rleHHocrlr AoKyMeHToB, cocraBJreHr4e

onprcefi Aen nocrotrHHoro kr BpeMeHHoro (cnrrrue 10.uer) xpaHeHkr.s r4 nepeAaqy Aen

B apxlrB, penlaMeHrI4pyercr l4ncrpyrrluefi ro AeJronpor{3BoAcrny Yupex4eHnfl,.

10.2.,{oryuenru KaApoBoro Aeironpon3Bo.{crBa rro r4crerreHlrro cpoKa

naAo6nocrl{ B ycraHoBneHHoM nopsAKe nepeAarorcfl,Ha apxrrBHoe xpaHeHr{e nu6o
BbrAeJrrrorcr K yHlrqrolceHrrro. Or6op AoKyMeHToB Ha xpaHeHpre larvr ynvrqrolKeHr{e

ocyrqecTBJrf,eTcr rryTeM rrpoBeAeHlrrr 9KcrrepTlr3br rIeHHocTr{ AoKyMeHToB.


