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HHCTPYKIHUA
110 KAAPOBOMY JIEJIONPON3BOACTBY
B MAJIOY «CUHPP-/1C «30JIOTOH KJIIOYHUK»

1. Ob6mue noJsioxkeHus

I.1. Hacrosmass MHcTpykums mno KaapoBOMY JIENONPOM3BOJCTBY (#anee —
HMucTpykims) ycTaHABIIMBAET €AMHBIC MPaBMiIa CO3/IaHUA JOKYMEHTOB M OpraHM3alHd
pabotel ¢ HHMH B gearensHoctH oraena kaapos MAJIOV «CIHPP-JIC «3onotoi
kmoanky (nanee — MAJIOY) 1 HanpaBiieHa Ha COBEPLIEHCTBOBaHHE pabOThI C KAAPOBOH
nokymenTamuei B MAJIOVY.

1.2. KagpoBoe  nenonpow3BOACTBO  —  AEATENBHOCTh,  OOecrnedyuBaoLas
JIOKYMEHTHPOBaHHE TPOIIECCOB YIPABJICHUS TEPCOHAIOM W OpraHu3auwuio padoTsl ¢
KapOBOW JOKYMEHTaIHEH.

1.3. Uactpykuusa obs3arenbHa Ui NpUMeHeHus paboTHUKAMH OTAena KaapoB H
paGoTHUKAMH CTPYKTYpHBIX moxapasaenennii MAJIOY npu co3panum u odopmieHuu
KaIPOBbIX TOKYMEHTOB.

1.4. Iupextop MAJIOVY onpenenser OTBETCTBEHHBIX 3a BEACHHE KaJpOBOIO
nenonpoussoactea B MAJIOY, koropsie o0ecneduBarOT y4deT M IPOXOXKACHHE
JOKYMEHTOB B YCTaHOBJICHHBIE CPOKH, OCYILECTBJIAIOT O3HAKOMJIEHHE PaOOTHUKOB
MAJIOY ¢ HOPMAaTHBHBIMH M METOJAMYECKMMH JAOKYMEHTAMH [0 KaApOBOMY
JIEJIOTIPOU3BOACTBY, JOKYMEHTAMH 10 JIMYHOMY COCTaBYy.

1.5. OTBeTcTBEHHBIE 32  BEAEHME  KAaJpOBOIO  ACJIONPOM3BOACTBA  HECYT
MEPCOHAABHYI0 OTBETCTBEHHOCTh 3@  BblIOJHEHWE TpeboBanui  MHCTpyKImH,
COXPAHHOCTh HAXOAALIMXCA Y HUX CIyXKeOHBIX JOKYMEHTOB, 00 MX yTparte HEMEIJIEHHO
noknaaeiBaloT aupekropy MAJIOVY.

1.6. MacTpyKums pazpaboTaHa Ha OCHOBAHUH:

— Tpynosoro konekca;

— BIO/DKETHOTO KOIEKCa,

— MenepanbsHoro 3akoHa ot 27.07.2006 Ne 152-03 «O nepcoHaNbHBIX JaHHBIX Y,

— MepepanbHoro 3akona ot 27.07.2006 Ne 149-®3 «O6 wnpopmauwy,
MH(POPMALMOHHBIX TEXHOIOTHSX U O 3aluTe HHPOPMALUHY,

— moctaHoBnenus [Ipasutenscta ot 15.06.2009 Ne 477 «O6 yrtBepixkacHUH
[IpaBuit nemonpor3BoACTBA B heaepaibHbIX OpPraHax MCIOJHUTEIbHON BIIACTHY,

— noctaHoBnenus llpasutensctea ot 16.04.2003 Ne 225 «O6 yTBepKICHUH
[IpaBuiI BEIEHMS W XPAHEHUsS] TPYAOBBIX KHIDKEK, M3rOTOBJICHWA ONAHKOB TPYHOBOM
KHWKKH B oOecriedeHus umMu paboronarenei»; : '

— nocranosnerus Muntpyaa ot 10.10.2003 Ne 69 «O06 yreepxxaenun MHCTpyKiHH
110 3aMOJITHEHHIO TPYJAOBBIX KHHIKEK),



— mpuka3a Mundwuna ot 30.03.2015 Ne 521 «O06 yrBepxaeHnn GopMm nepBUUHBIX
VUETHBIX JOKYMEHTOB M PErMCTPOB OyXTrajITEPCKOr0 yue€Ta, NMPUMEHSIEMBIX OpraHaMu
rOCy/IapCIBEHHOW BNacTH (roCyJapCTBEHHBIMM OpraHamM#), OpPraHaMH MECTHOTO
CaMOYMNpPABJICHUS, OpraHaMy YIPABJIEHHS T[OCYJapPCTBEHHBIMH  BHEOIOHKETHBIMHU
(hOHIAMH, TOCYIAPCTBEHHBIMU (MYHHUIMITAJIbHBIMK) YUPESIKICHHAMH, 1 Meroaudeckux
yKa3aHHi [0 UX NPUMEHEHHUIO N,

—nocranoenenns Iockomcrata ot 05012004 Ne 1 «O6 yrBepx)acHHH
yHHDHUIIMPOBAHHBIX (POPM MEPBUYHON YYETHON JOKYMEHTAIMH MO YUYETy TPyAa ¥ €ro
ornare (paszen 1.1 «Yuer kaapos»)';

— MEPEYHs THUTOBBIX YNPABIEHUYECKUX APXMBHBIX JOKYMEHTOB, 00pasyromuxcs B
Npolecce  AEATeIbHOCTH  FOCYJApCTBEHHBIX ~ OPraHOB,  OpPraHoB  MECTHOTO
CaMOYTIPaBJIEHUs] M OpPraHM3allui, C YKa3aHHEM CPOKOB XpaHEHHs, YTBEPKIEHHOTO
npuka3oM MuskynsTypsl 0T 25.08.2010 Ne 558;

—~TOCT P 7.0.8-2013 «CUBU/I. /lenonpon3BOACTBO H apXHBHOE 1€10. TepMHHBI
H ONPENCTICHHAN, ; S it _

~-TOCT P 7.097-2016 «CHUBHJl. Opraun3auuoHHO-pacnopsnuTeabHAS
nokymentauusi. TpeGoBaHus K 0GOPMIEHHIO JTOKYMEHTOBY», YTBEPKIACHHBIA NMPHUKA30M
Poccranmapra or 08.12.2016 Ne 2004-cT;

— MHCTpyKUHH MO AE70NPOU3BOACTBY M APYTHX JIOKATbHBIX HOpMaTHBHbIX aKTOB
[Ixomsr.

1.7. CoBOKYNHOCTh JAOKYMEHTOB, B KOTOPbIX 3a()MKCHPOBaHbI 3Tamnbl TPYHOOBOW
nesrenbHOCTH paboTHukoB MAJIOVY, HasbiBaeTCa JOKYMEHTALUEH TI0 IMYHOMY COCTaBY.
K Ttakum 10KyMeHTam OTHOCATCHA:

— IpMKA3kl 1O JIMYHOMY COCTABY CO CpoKamu XpaHenus 50 jer;

— MPHUKa3bl 110 JUIHOMY COCTABY CO CPOKAMH XPAHEHHA 5 JIeT;

— JINYHbIE KAPTOUKH PabOTHUKOB,

— TPYAOBBIE IOTOBOPHI,

— JOTIOIHUATEIIbHBIE COMJIALICHUS K TPYIOBBIM J0rOBOPaM,

— cornamenus 00 yBOJIIbHEHNH,

— corameHus 00 o0yueHuu,

— 3asBIeHUs PabOTHHUKOB MO KaJPOBEIM BOMPOCAM;

— JAOKJIaaHbIe, CITy»eOHbIe, O0BICHUTENIbHBIE 3aMTUCKH 10 KaJPOBLIM BONPOCAM;

—akTel (06 OTKa3e AaTh NUCHMEHHOE OOBACHEHHME, 00 OTKA3e O3HAKOMHMTHCS C

HPUKA30M 110 JIMYHOMY COCTaBY U Jp.);

— YBEIOMIIEHHS, MPEAYTPEKAECHUA, HATIOMHUHAHUSA, HaTIpaBIAEMbIe paﬁom,uaTeneM
padOTHHKAM 110 KaAPOBBIM BOIIPOCAM, U Jp.

2. Odopmiienne J0KYMEHTOB 10 JIMYHOMY COCTABY

2.1. JIOKyMEHTBI IO JIAYHOMY COCTaBy OOpPMIIAIOT Ha OyMa)XHOM HOCHTEE.

B snexTpoHHO#N (opMe MOKYMEHTHI M0 JUYHOMY COCTaBy CO3[AIOT TOJNBKO B
ciydasix, MPeAyCMOTPEHHBIX 3aKOHOM, Hampumep npu odopmieHud Ha padorty
JUCTAHIIMOHHBIX PAaOOTHUKOB M 0OMEHe ¢ HUMH OKYMEHTaMHu B mpouecce padboTst (.
49.1 TK).

2.2. JIOKyMEHTBI 110 JIMYHOMY COCTaBY O(OPMIAIOT C MCMONb30BaHHEeM GIaHKOB
MAJIOV (6nanka npukasa, 6;1aHKa 1€10BOro MUChMa), Ha CTAHIAPTHBIX JIUCTax OyMar.




Jns odopmieHns NEpBUUHBIX YYETHBIX JOKYMEHTOB 110 Y4€TYy TPY/Ja U €ro oruiare
ClleqyeT HCMOAb30BaTh yHH(UUUPOBaHHBIE (DOPMBI, MPEAYCMOTPEHHBIE OFOHKETHBIM
3aKOHOJATENbCTBOM U npukazoM Munduna ot 30.03.2015 Ne 52#.

2.3. MHOrocTpaHMYHbIE JTOKYMEHTHI CIIEAYET HYMEPOBAaTh CO BTOPOH CTPAHHMIIBI.
Homepa cTpaHull MpOCTABISIOTCA TMOCEPEAUHE BEPXHEro TMONsA AOKYMEHTa Ha
paccrosinnu He MeHee 10 MM oT BepxHero kpas JucTa.

2.4. Eciii IOKyMEHTbI 10 JIWIHOMY COCTABY I1€YaTAIOTCs Ha JIMLEBOX U 00OPOTHON
CTOpOHAX JIMCTa, ITHPHMHA JIEBOTO MONS Ha JIMIEBOH CTOPOHE JIMCTA M TPABOro Mojis Ha
000OpOTHOM CTOPOHE JIMCTA AOKHBI OBITH PABHBI.

2.5.1lpu co3maHuM [OKYMEHTOB IO JIWYHOMY COCTaBY CIEAYET MCIONb30BaTh
FapHUTYPBl U pa3Mepsl MPUQTOB, YCTAHOBJICHHBIE WHCTPYKIMEH MO JEJIONPOU3BOICTBY
MAJZIOYV.

2.6. Tekct cnenyer neyaraTth yepe3 1-1,5 MeKCTPOYHBIX HHTEPBAJIA.

Mesxay GykBamu B CJI0Bax CJIEIyET WCIIONB30BaTh OOBIYHEIA HHTEpBaN. UHTEpBaAI
MEX¢y CJIOBAMM — OJIMH mpodert.

B TekcTe AoKyMenTa ab3aisl A0MKHB HAYMHATBCA ¢ oTeTyna 1,25 eM. .

Bamnonxu pasnenoB ¥ INOAPA3AENOB MEYATAOTCA C aGaalIHMM omrynom "
HEHTPUPYIOTCA N0 IIAPUHE TEKCTA.

MHOroCTPOYHEIE PEKBU3HUTHI IEYATAIOTCS YEPE3 OUH MEKCTPOUHBIH HHTEPBAJ.

2.7. TekeT AOKyMEHTA BBIPABHUBACTCS MO LIHPHHE JIHCTA — MO 'PaHMIIAM JIEBOr0 H
NPaBOro NOJEH AOKYMEHTA.

[Ipn 5TOM AIMHA caMOH JUTMHHOM CTPOKM PEKBU3UTA NPH YIJIOBOM PacloiOKeHUH
PEKBHM3HTOB JI0JDKHA ObITh He Gosee 7,5 cm. JlmHa caMOM JUIMHHOH CTPOKH PEeKBH3HTA
TPH OPOAOIBHOM PACTIONOKEHHH PEKBH3HTOB — He Gonee 12 oM.

2.8. PexBu3uthl «Azpecat» U «3arojloBOK K TEKCTY» WIH OTICIbHBIE CIIOBA B
TEKCTE JOKYMEHTA JOMYCTHMO BbIJIE/IATH MOJYKHPHBIM HIPHPTOM. ‘

2.9. Kaxkaprii JIACT KaJpoBOro JOKyMeHTa, odopMmieHHBIH Ha Gnamke wim Ge3
HET0, A0/DKEH UMETH I10JI HE MEHEE;

20 MM — J1eBoE;

10 mm — nmpasoe;

20 MM — BepxHee;

20 MM — HUKHEE.

JIOKYMEHTbI JUTHTEIbHBIX CPOKOB XPaHEHHs JO/KHBI HMETh JIEBOE none HE MEHee
30 mm.

2.10. Tekct pOKyMeHTa MO JIMYHOMY COCTaBy MOXKET COACpIKATh Ppa3zielbl,
TO/IPa3eibl, MyHKTH, MOANYHKTH. MX cieayer Hymeposarh apabckumu mudpamu.
YposHe# pyOpukaiuu TeKCTa He JOHKHO ObITh Ooliee YeThIpex.

2.11. TekcT HOKYMEHTA W3/1araeTCs:

B IIpHKasax OT NEPBOro JHLA €AHHCTBCHHOTO YHCIA. [TPHKA3bIBAI)

OOKYMEHTaX KOJUIErHallbHbIX TPETLEro JIMLA €AHHCTBEHHOIO YHCIA. KOMHCCHS pelinja U T. 1.
W COBEHIATEIbHBIX OPraHOB

NpoTOKOaax TPETHETO JIHla MHOKECTBEHHOTO HYHCTA: CJIYLIAH, BMCTYHHJ'IH,
MOCTAHOBMIIH, PEIIHIH K T. 1.

MOJOKEHHUAX, HHCTPYKLMAX, TPETHEro JTHUa €AMHCTBEHHOI'O WM MHOXXECTBEHHOTO HHCTIa.




aKTax, CrpaBKax OTJeN OCYIIECTBIISET (PYHKLIHMH, PYKOBOAHTE/b HECET
OTBETCTBEHHOCTb, KOMHUCCHA MPOBEPHIJIA U T. 1.

COBMECTHBIX JOKYMEHTAX NepBOro JiMLUa MHOMECTBCHHOTO YHCHA: NTPHKA3bIBAEM, PEILIWIIH

MUCbMax NepBOro Jnlia MHOJKECTBEHHOIO YHC/IA: MPOCHM HaIpPaBHTh,
NMpeacTraBideM Ha paCCMmpEHHB HT. 1.,

TPETHEro Jinia eAMHCTBeHHOro uucna: Illkona cuuraer
BO3MOJKHBIM;

MEPBOro jnua €JHHCTBEHHOI'O YMCJia: npe,t:ulara}o paC—CMO’IpC’I‘b,
CYHTA0 HEOOXOAMMBIM H T. 1.

B TekcTax KaapoBHIX JOKYMEHTOB CIIEAYET TPHUMEHATh TOJNBKO OOIICNPHHATHIE
ab6peBHaTypBhl.

lIpu yxa3anuu B TekcTe (PU3MUECKUX JIML MHULIMAIIBI CTABATCA MOCHIE (haMUITHK.

B nmceMax JOmMyCTMMO  MCIONB30BaTh  BCTYNHTENBHOE OOpalleHHE H
3alanoqmenhuy}o STHKETHYIO ¢pasy: «C YBRKEHHEM, ...».

=3, Ot]mpM.rlenne PEKBH3UTOB nmcymeums 1o nuqnﬂuy coc’rany

31 I'lpu NOATOTOBKE JIOKYMEHTOB I10 JHYHOMY COCTABY CIEAYET HCMONb30BATh
pexsu3utel, npeaycmorpennsie 'OCT P 7.0.97-2016:

04 — xox popmbr moKymMEHTA;

05 — HaumMeHOBaHKE OPraHU3aLMK — aBTOPA JOKYMEHTA,

06 — HaumMeHOBaHNE CTPYKTYPHOIO MOAPA3AEIEHHS — aBTOPA AOKYMEHTA;

08 — cipaBouHBIe HaHHBIE 00 OPraHU3aLKH,

09 — nanMeHOBaHWE BU/IA JOKYMEHTA,

10 — nara noxymenTa;

11 — perucTpanMoHHbIH HOMEP JOKYMEHTA,

12 — ¢ccbulka Ha pErUCTPALIMOHHBIA HOMEP U JaTy IOCTYIMBILIETO JOKYMEHTA,

13 — MecTo cocTaBieHUs WM W3AaHHS JIOKYMEHTA,

15 — appecar;

16 — rpud yTBEpKACHHSA TOKYMEHTA,

17 — 3arosoBoK K TEKCTY;

18 — Texcr noxymeHTa,

19 — oTmeTka 0 npwIOKEHUH;

20 — rpud cornmacoBanus IOKYMEHTA,

21 — Bu3a;

22 — MMOAMHUCE,

23 — orMeTKa 00 IeKTPOHHOM MOAMKCH,

24 — neuars,

25 — orMeTKa 00 HCIIOTHHUTETIE,

26 — oT™MeTKa O 3aBEPEHHUH KOTHH,

28 — pezomonus;

29 — oTMETKa O KOHTPOJIE,

30 — oTmMeTKa 0 HaNpaBleHUH JOKYMEHTA B JIETIO.

3.2. B pokymenrax, odopmisieMblX Ha OCHOBE YHH(HUHPOBAHHBIX (POpM, KOI
(hopMBI JOKYMEHTa YK€ YKa3aH B BEPXHEM [IPABOM Yriy YHH(HIMPOBAHHOM (hOPMBI.
3.3. HamenoBaHue opraHM3aliu — aBTOpPa AOKYMEHTa B [JOKYMEHTaX IO JIMYHOMY
COCTaBy YKa3bIBaWTe B COOTBETCTBMM C HAMMEHOBAHHMEM, 3AKPEIJIEHHOM B YCTaBeE:
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MyHUIMNAIBHOE ~ aBTOHOMHOE  [OIIKOJIbHOe  00pa3oBaTeibHOe  YYpexieHHe
«Cesepobaiikansckmii LleHTp passutus pebenka — netckuii can «3050TOR KITIOUHK)
(MAJIOY «CHPP-JIC «30510TO# KIHOUHKY ). .

3.4. HaumeHoBaHWe CTPYKTYPHOrO TIOAPA3/ENEHHs — aBTOpa JOKYMEHTa
MCIIOJIL3YETCA BO BHYTPEHHMX [OKYMEHTax M0 KaJpaM, TaKWX Kak: 3aABJICHUS,
noknanHsie (cnyxeOHbIE) 3alMCKh, OOBACHUTENbHbIE 3anucku M ap. HammenoBanwue
CTPYKTYPHOTO TIOAPA3/C/ICHHA YKa3bIBACTCA B COOTBETCTBHM CO LITATHBIM PacHHCaHHEM
nox HaumeHoanmem MAJIOVY.

3.5. CnpaBounsie mauneie 0 MAJIOY yka3wiBaloTCs B OnaHke IHChMa,
MCIIONIB3YEMOM TPH BEACHHM TEPENUCKH C OPraHM3alMAMM M rpakaaHamd. B coctas
CIPABOYHBIX JAHHBIX BXOJAT:

— MOYTOBBIN a/IPEC OPraHu3alvH,

— Homep Tenedona, ¢akca, azpec MEKTPOHHOM MOYTHI, CETEBOU aIpec;

— xon opraam3auu no OKIIO;

— OI'PH » UHH/KIIIL

3.6. Haumenosanue BUAA JAOKYMEHTA YKas3hlBACTCA MNOA uanmnonanucm aBTOpa
JIOKyMEHTa Ha BCeX JIOKYMEHTaX, 338 HCKIIOUYECHHEM TIHCEM.

3.7. Jlata [OKyMeHTa JO/DKHA COOTBETCTBOBATH JIaT€ MOMIMCAHWA  WIIH
yTBEP)KICHUS JOKYMEHTa, B MPOTOKONAX — Jare coObITHsA, KOTOpOE 3apMKCHPOBAHO B
TOKYMEHTE.

JlaTa JOKYMEHTA 3alMCHIBAETCS B MOCIEAOBATEIBHOCTH: ACHb MECAIA, MECAL,
oz — OZHAM M3 ABYX CNOCOOOB:

— apabekumu mdpamu, pasaeneHnsiMu Toukoit: 05.06.2018;

— cr10BeCHO-IIHPOBLIM criocoGom, Hanpumep 5 uons 2018 T

3.8. PerucTpalliOHHBIH HOMEP AOKYMEHTa — 3T0 uMdpoBOi win OyKBEHHO-
urppoBoi HACHTH(HHKATOP TOKYMEHTA. ;

PeructpanuoHHbie HOMepa Kaapoebix mokymentoB MAJIOY  coctosat u3
TOPAZKOBOTO HOMEPA [IOKYMEHTA, KOTOPBIH JOMOJTHAETCS U(POBBIME UTH OYKBEHHBIMH
KOMaMH.

3.9. Ceplika Ha pPErMCTPALMOHHBIN HOMEP H JaTy nocTynHBmero JOKYMEHTA
yKa3biBaeTCAd B MHMChMax-OTBETAX. B CCHUIKY BK/IIOHAIOTCS PErHCTPALHOHHBIN HOMED H
JaTa BXOAALLEro JOKYMEHTA.

3.10. MecTo cocrapjieHHs JOKYMEHTA yKa3bIBaeTCs BO BCEX MOKYMEHTAX, KPOME
HceM, CIOyKeOHBIX 3alMCOK W JPYTHX BHYTPEHHHX HWH(OPMAUMOHHO-CIIPABOYHBIX
JIOKyMEHTOB, B COOTBETCTBHM ¢ MNPHHATHIM aAMHHHCTPATHBHO-TEPPHTOPHAIBHBIM
nenenueMm; r. CeBepobaiikaibek. '

3.11. Aapecar ykasbiBaeTcsi Ha MHMCbMax H BHYTPEHHHX  HH(OPMALMOHHO-
CIOPABOYHBIX JOKYMEHTAaxX: CilyXKeOHBIX, OOBACHUTCIbHBIX 3alHCKAX, 3aABJICHHAX,
npeaynpexaCHUX, YBEIOMIICHUAX, HATTOMUHAHUAX.

AZIpecaToM JOKYMEHTa MOJKET OBITh OpraHu3auMs, CTPYKTYPHOE MOIPA3CIeHHE
OPraHM3aIMHA, TOTDKHOCTHOE WK (PH3AUECKOE JTHIIO, HECKOIIBKO OPraHH3aLui.

PexBu3HT «Apecar» TpOCTaBIACTCS:

— B BEpXHEHM MMPaBOi 4acTH JOKyMeHTa — Ha ONaHKe C YTJIOBbIM PAaCHOIOKEHHUEM
PEKBH3HTOB,

—¢mpaBa TOJA pEKBH3WTaMH ONaHKa — MpPH  TPOJOJBHOM  PacnoOKEHUH
PEKBU3UTOB.




Crpoku pekBu3uTa BBIPABHUBAIOTCA MO JIEBOM TpaHUUE 30HBI, 3aHATOI
PEKBU3UTOM, HJIH HEHTPYIOTCSA OTHOCHTE/IBHO CaMO# JJTMHHON CTPOKH.
B 3aBucuMOCTM OT TOro, KOMy aJpEcOBaH AOKYMEHT, B PEKBH3WUTE «Ajapecar»

YKA3bIBACTCH:
Anpecar CocTas pexBu3uTa «Agpecar»
PyKOBOZIMTEb OPraHH3aLHH HarMeHOBaHHE JO/KHOCTH, BKIOYAKOILIEe HAMMEHOBAHHE
M- SE0, 3AMECTHTCHB. v o v - |- OPFAHM3ALIMY, B JATENBHOM Mafeke, GaMuins, HHHLIHATbI
HOJKHOCTHOTO JIMLA
Opranusauus [TonHoe wiy COKpalleHHOE HAMMEHOBAHKHE OPraHU3aLHU B

HUMEHHUTEJIBHOM IIaEXKe

CTpykTypHOE NOApa3aeneHue ITonHOE MK COKpAILEHHOE HAHMEHOBAHHE OPTaHH3aLIHY B

OpraHH3aLnH HMMEHHMTENIBHOM MazieXke, HIKEe — HAMMEHOBAHHE CTPYKTYPHOIO
HOApaseseH s

PykoBonuTeb CTPYKTYPHOTO [Tonnoe uiH cokpalleHHOE HAMMEHOBAHNE OPraHM3aluU B

noapasaeneHus HMEHUTEJILHOM MAJeKe, HIKE — HAMMEHOBAHHE NOJDKHOCTH

PYKOBOZMTEIIA, BKIIOHAIOLIEE HANMEHOBAHHE CTPYKTYPHOTO

nozpaseseHus, GamMHIMIo, HHULHMAb)

B o,unom ,norcymem:e He I0JDKHO OBITH DONEe YeTHIPEX aApecaTos.. Cnoao «Komm»
nmepen BTOPBIM, TPETbUM, YETBEPTHIM ajapecaramu He ykassiBaercs. [lpu OGonbrrem
KOJIMYECTBE aJIpecaToB COCTAaBIAETCA CHNMCOK pacchlikKM AokymeHTa. Ha kaxzaom
MOKYMEHTE YKA3bIBA€TCs TOJIBKO OJIMH aJpecar.

‘B coctaB pexkBH3WTa MOKET BXOJMTH MOYTOBBIA ajapec. DNEMEHTBI TIOUTOBOTO
agpeca yKasblBalOTCA B IMOCJEA0BATENBHOCTH, yCTaHOBJICHHO# [IpaBuiamu okazaHus
YCIIyT MOYTOBO#M CBA3M .

[TouToBbIH aapec MOKET HE YKa3bIBAaThCS B JIOKYMEHTAX, KOTOPbIE HATIPABIIFOTCS
B BBILIGCTOALIHE OPrafbl BJACTH M MOCTOSHHBIM KOPPECTIOH/ICHTaM. '

[lpu appecoBanmu mHChbMa (U3MUCCKOMY JIMIY YKa3bIBAIOTCA: (hamuiims,
MHHLIMAJIBL, TOYTOBBIN apec KOPPECTIOH/ICHTA.

[Ipu oTnpaBke mMUCbMA MO IEKTPOHHON MOYTE WIH MO anRcHMHJILHOH cBs3u Oe3
JNOCBUIKA MO TIOYTE MOYTOBBIM aipec HE YKas3biBACTCs, BMECTO HEro YKa3bIBaeTCA
SNIEKTPOHHBIN aJipec nmojyyarens uin Homep Tenedona/takca.

3.12. Tpud yTBep)KmeHHA TPOCTABIAECTCA HA JAOKYMEHTAaX, YTBEPIKIAEMBIX
mupekropoM MAJIOY  (JIOKaibHBIX HOPMATHBHbLIX aKTaX, IUTATHOM pAacnHCaHHH,
OTENbHBIX PA3HOBUIHOCTAX TJIAHOB, HporpaMM OTYETOB).

JIOKYMEHT YTBEPKIaeTCA:

— U3JJaHUEM TpHKa3a,

— HernocpeAcTBeHHO aupekTopoM MAJIOY wim WHBIM YIOJHOMOYEHHBIM HM
JTALIOM TIOJIMHCEIO B rprde yTBEpKASHHUS;

— PelIeHHEM KOJUIeTHAJIbHOTO OpraHa ¢ (hMKCaliei peleHus B MpoTOKOIE.

I'pnd yTBepxkaeHMs pa3MmellaeTcs B NPaBOM BEPXHEM YINIy IIEPBOro JIUCTA
nokymeHTa. CTpOKM pEKBM3HWTAa BBIPABHHBAIOTCS MO JIEBOMY KpPAl0 WIH HEHTPYIOTCA
OTHOCHTEJIBHO CaMOM JJTMHHON CTPOKH.

B 3aBucumocTu 0T crnocoba yTBEPKICHHsS AOKYMEHTa B Ipud)e yTBEPKICHUS

YKa3bIBAKOTCA:

Cnocob yreepxaenus Cocras pexsusuta «I'pud yTBepxaeHns»
CoOcTBeHHOpY4HAas MOATHCH Caoso YTBEPKJAIO, n0omkHOCTb TMLIA, NOANKCH, HHALMAIBL,
NIMPEKTOpa WM HHOTO tamunus, nara

YIOJTHOMOYEHHOIO UM
JOJIAHOCTHOIO JIHLIA




Hsnaune npuxkasa JHPEKTOPOM Cnoso YTBEPXKEH (YTBEPXIEHA, YTBEPX/IEHBI nnn
WM MHBIM YIOJTHOMOYEHHBIM UM YTBEPXEHO), cornacoBaHHOe ¢ HAMMEHOBaHHEM BHA
JIOJDKHOCTHBIM JIMLIOM YTBEPKIAEMOr0 JOKYMEHTa, HAMMEHOBaHHE PACTIOPAAHTENLHOTO
JIOKyMEHTa B TBOPUTEJIBHOM [1a/Ie)Ke; ero AaTta N HoMep

Pemenue kosuiernansHoro oprana | Cioso YTBEPXKJIEH (YTBEPXIEHA, YTBEPXK/JEHBI nin

¢ ukcauueit petneHus B YTBEPXJIEHO), cornacoBanHoe ¢ HAHMEHOBaHHEM BH/Ia

npoToKone YTBEPIKAAeMOro JOKYMEHTA, HAHMEHOBaHUE OPraHa, peleHHEeM
KOTOPOTO YTBepKACH JIOKYMEHT; flaTa U HOMep NpoTokona (B
ckoOkax)

"3.13. 3aronoBok K TEKCTY — KPaTKOe COJEp/KaHME JTOKYMEHTA. 3aroioBOK TEKCTY
dopmynupyercs ¢ npeanorom «O» («O6») 1 OTBEUaeT Ha BONPOC «O YEM?»:

— npuka3 (0 4yem?) 0 CO3JaHNM aTTECTALMOHHON KOMHCCHH,

— nipuka3 (0 yeM?) 00 yTBEPIKAECHUH IITATHOIO PACITUCAHMS,

— MUCBMO (0 9eM?) 0 IPeI0CTaBICHUH HH(OPMALIUH.

3aronoBok K TekcTy OGOpMIIAETCS MOJA PEKBU3UTAMU OjlaHKa M LEHTPYIOTCS
OTHOCHTEI/IHO CAMOH JUIMHHOM CTPOKH. _ _

“3.14. OtmeTka o ﬂpHIlD)KeHHH co,ue]:mcHT CBENEHHA: = e Nl

~0 JIOKyMEHTE ' HIH JIOKyMEHTaX, KOTOpre MPHTAraoTes - K ocHaBHUMy
noxymemy B COMpPOBOJMTETHHBIX ‘TTHCHMAaX, npe’reﬂsm am;ax cnpaﬂkax U npyr‘ux g
MH(POPMAIMOHHO-CITPABOYHBIX JOKYMEHTAX,

— 0 TOM, YTO JOKYMEHT SABJIAETCH NPUIOKEHHEM K OCHOBHOMY OKYMEHTY: B
NOKYMEHTaX — MNPHIOKEHHAX K PACHOPANAMTEIBHBIM JAOKYMEHTaM, [OJOKEHHUSIM,
TpaBHJIaM, HHCTPYKLMSAM, 10TOBOpaM, IUlaHaM, OTYETaM H Jp. :

B compoBoauTenbHBIX MHCBMAaX M APYrHX HH(bopmauHOHHO-cnpaBOqulx
JIOKYMEHTaX OTMETKa O TPWIOKEHUH OGOpPMIIAETCS MO TEKCTOM OT IPaHMIlbl JIEBOTO
NOJIs.

B  CONpOBOAMTENBHBIX TNHCHMax M APYTHX  HMH(OPMALHOHHO-CIIPABOYHBIX
JIOKyMEHTaX OTMETKA O MPHI0KEHHH 0DOPMIISETCA CIIeAYIOIHM 00pa3oM;

Ycaosue ITpumep

[IpunoxeHne Ha3BaHO B TEKCTE [Tpunoxenue: Ha 2 1. B 1 9K3.

ITpunokeHue He HA3BAHO B TEKCTE [Mpunoxenue: 1. IlosoxkeHue 0 NOPANKE BEACHHS JTHYHBIX
nen paboTHUKOB Ha S J1. B 1 9K3.

[IpunoxeHui HECKOJIBKO 2. CnpaBka O  KaJpoOBOM  COCTaBe
NeJaroru4eckoro KOJJIekTHsa Ha 2 . B |
3K3.

[Tpunoxenue HITH npunoxenus | [IpujoxkeHne. OTHET B 2 9K3.

COPOLIIOPOBaHbI ¢ _ ' HTH:

NPHIIOJKEHHE: B 2 3K3.

JokymenT, siBnstoiuiics npunoxennem, | [lpunoxenue: nucemo Pocapxusa ot 05.06.2015 Ne 02-
UMeeT TIPHIIOKEHHA C CaMOCTOATENbHON 6/172 1 NpUIOKEHUS K HEMY, BCEro Ha 5 1.
HyMepaLHen CTPaHHtL

[Ipunoxenuem spisiercss obocobnennbiii | [Ipunoxenne: CD B 1 3x3.
ANEKTPOHHBIN HOCHTENb. KOMIAKT-IHCK,
usb-¢hnem-HakonuTens M ap.

B pacriopsamuTenbHBIX OKyMEHTAX, [OroBOpax, TMOJOKEHHAX, MNpaBHiax,
MHCTPYKIMAX M APYTHX KAAPOBBIX JOKYMEHTAX OTMETKA O MPHIIOKEHHH O(OPMIIAETCA:

1. B TekcTe MOKYMEHTAa TPH TMEPBOM YIMOMWHAHWH [OKYMEHTA-IIPHUJIOKCHHS B
ckoOKax YKa3hiBaeTcs: «... (MPUIOHKEHHE)» HWITH «... (MpriokeHre Ne 2)».

2.Ha mepBOoM JmCTE MOOKYMEHTA-TNIPHUIOKEHHA B TPABOM BEPXHEM YTy
yKa3bIBaETCA:




[Tpunoxenue Ne 2
k npukazy MAJ10Y «CLPP-JIC
«3010TOH KITFOUMKY»
oT Ne-
Crpokn pekBu3WTa BBIPABHUBAIOTCA TIO JICBOMY Kpal WM LEHTPYIOTCS
OTHOCHTEJIBHO CaMOH JJIMHHOM CTPOKH.
Ecmu Kk mnpuka3dy npuiaraercsi JIOKajdbHbli HOPMATUBHBIM aKT, KOTOPBIN
YIBEPKAACTCS AAHHBIM. IIPUKA30M, HA IIEPBOM JIMCTE IPUIOKECHMAA YKa3bIBACTCA.
— OTMETKA O TMPHIIOKEHHH 0€3 CCBUIKH Ha PAaCHOPSAMTEIbHBIA JOKYMEHT,
— rpud yTBEPXKAECHUSA, B KOTOPOM YKa3bIBAIOTCS /laTa H HOMEP NPHKa3a, KOTOPBIM
YTBEPIKACH JIOKYMEHT:

[Ipunoxenune

YTBEPXJIEHO

npukazoM MAZIOY «CLIPP-AC
«30510TOH KITIOHAK)
i 4 - -~ Ne

“3.15. Fpn(b corjacoBaHus JIOKyYMEHTa npoc'raBnaeTca Ha OKyMEHTAX, m’ropme
COrjIacOBaHbl C WHOM OpTaHM3alMeil WIH C MeJaroruyeckuM COBETOM, YNPaB/MIOIIKHM
coBeTOM Wi o6muM cobpannem pabotHrkoB MAJIOY).

B 3aBHCHMOCTH OT BH/a 10KyMeHTa rpud cormacoBanus odopmisiercs:

—Ha MEPBOM JIMCTE€ JOKYMEHTa B JIEBOM BEPXHEM YITIy Ha YpoBHe rpuda
YTBED)KACHHA WIH, €CIH JOKyMEHT O(OpMJIEH ¢ THTYJIbHBIM JHCTOM, TOA
HANMEHOBAHHEM JIOKYMEHTa OJIHIKE K HHIKHEMY MOJIIO TUTYJIHHOIO JIACTA,

— MOCJIEHEM JIUCTE JOKYMEHTA MO TEKCTOM;

— JIMCTE COTJIacCOBAHMA, AB/IAIOIIEMCA HEOTHEMIIEMOM YacThIO JOKYMEHTA.

B 3aBucumocTH OT cnocofa COrniacoBaHUs B PEKBHU3HMTE <<Fpu{]> COrJIaCOBAHUAY

YKa3bIBAKOTCS:

Cnocol coracoBaHusi JOKYMEHTA Cocras pexsuiura «I'pud cornacosanns»
Cobcrsennopyynas noanuch aupexropa | Cnoso COIVTIACOBAHO, HanmeHOBaHHE NODKHOCTH
MJIM MHOTO YTNIOJIHOMOYEHHOIO UM JM1Ia, COrJaCOBABIIErO AOKYMEHT, €r0 JTHYHas l'IO,III'{PICb
IOJDKHOCTHOTO JIMLIA MHHULINATbL, (DaMuIus, 1aTa COTIACOBAHHS
PeleHne KONIEernanbHOroO OpraHa o Cnoso COI'NTACOBAHOQO, HaumeHOBaHHE OpraHa,
COrJIACOBAaHWH MPOEKTA JOKYMEHTA C COIJIaCOBABLIErO NPOEKT NOKYMEHTA, JaTa i HOMep
bukcaumell pemeHns B IPOTOKONE NPOTOKONA, B KOTOPOM 3a(HKCUPOBAHO PEIIEHHE O

COTJIACOBAHUM
ITuceMoM O cornacoBaHHH npoem'a Cnoso COTJIACOBAHO, BuI JOKYMEHTA — MHCHMO,
HOKYMEHTa OpraHu3alisi — aBTOP IOKYMEHTA, 1aTa U HOMEp M1McbMa

3.16. BuyTpenHee coriacoBaHuMe JOKyMeHTa oQOopMIseTcs COOCTBEHHOPYYHOMH
MOANNCHIO 3aMHTEPECOBAHHOIO JIMIA HENOCPEJCTBEHHO Ha TpoekTe nokymenta. OHa
CBH/IETEJILCTBYET O COTJIACHMM MM HECOrJIACHH OJDKHOCTHOrO JIMIIA ¢ COASpPIKAHHEM
JIOKYMEHTa.

Busa Bxmrouaer:

— IOJDKHOCTS JIMLA, BUSHPYIOLIErO JOKYMEHT;,

— MOAMHCH;

— pacuiM(poBKy NOATHCH,

— JJaTy BU3UPOBaHMA.

3amecmumens oupexmopa no AXY
T.B.Kywnapesa




llama
Ecnu ects 3ameqanus, 3TO yKa3bIBAIOT B BU3E:

3amecmumenv oupexmopa no AXY

o I'B.Kywnapesa

lama

B Ka/[poBBIX JOKYMEHTaX BH3bI MPOCTABJIAIOT HA MOCIEAHEM JIMCTE NOKYMEHTa
noa NOJAMKUCHIO, HA 000POTE MOCIEIHEr0 JIMCTA TOATMHHAKA JOKYMEHTA WM HAa JIACTE
COTJIACOBAHUS, MPHJIAraéMOM K JIOKYMEHTY.

B kampoBeiX AOKYMEHTaX, C KOTOPBIMH B COOTBETCTBMHM C JICHCTBYIOIIMM
3aKOHOJATEILCTBOM B cepe Tpyla U TPYAOBBIX OTHOIICHHH PabOTHHKH JOIDKHBI OBITH
03HAKOMJICHBI MOJ MOANHUCH (ITPHKA3BI MO JIWUYHOMY COCTaBY, JIOKAJIbHBIE HOPMaTHBHBIE
aKThl | Op.), MPOCTABJISAETCSA O3HAKOMUTEIbHASA BH3a, BKITIOYAIOIAS

— 3aIUCh 06 O3HAKOMJICHHH C IOKyMEHTOM («C (H&HMCHDB&HHB BH,EL& ,uoxylueﬂm)
oaﬂaxonneﬂ») : . . . Rl

~ TIOAMHCH PaGOTHHKA; bl S " o o

- paciundposka hammmmn; i : i

— Jara. '

O3HakOMHUTENbHAA BH3a MNPOCTABIAETCS HA JOKYMEHTE TOCIE ero MOMIMHCAHHSA
mapextopoM MAJIOVY uau HHBIM YTIOJTHOMOYEHHBIM UM JIALIOM.

3.17. Tloanuce BKIMOYAET:

— HAaUMEHOBaHWE AO/DKHOCTH JTMLA, NOAMMUCHIBAIOLIETO J0KYMEHT;,

— €ro coGCTBEHHOPYYHYIO TIOATHUCE;

— MHULKAJbL, (haMUIHIO.

3amecmumenv oupekmopa no AX4 I B.Kywnapesa

3.18, Otmerka 00 311E€KTPOHHOIMA AOIIHCH MCIIOJIB3YETCS NPU  BU3YATH3AUMH
3/IEKTPOHHOTO AOKYMEHTa, IOATNMCAHHOIO 3/IEKTPOHHOM NMOMUCHIO.

MecTo pasmeLieHHs OTMETKH 06 IEKTPOHHOM TIOAMKMCH JIOJIKHO COOTBETCTBOBATH
MECTy pasMeleHusi COOCTBEHHOPYYHOW MOJANWCH B AHAJIOTMYHOM JAOKYMEHTE Ha
OyMa)KHOM HOCHTEITE.

DnemMeHTHl OTMETKM 00 3JIEKTPOHHOM MOAMMCH [OJDKHBI ObITh BHAMMBIMH U
YUTAEMBIMH NIPH OTOOPaXKEHMH TOKYMEHTA B HaTypaJbHOM pa3Mepe.

DIeMEHTB OTMETKH 00 3JIEKTPOHHOMN MOAMMCH HE JOJDKHBI MEPEKPhIBATHCA WK
HaKJTABIBATECS APYT HA APYTa.

DneMeHTl OTMETKM 00 JJIEKTPOHHOM MNOANMMCH HE JOJDKHBI MEepPEeKphIBATE
3JIEMEHTHI TEKCTa IOKYMEHTA U IPYTHE OTMETKH 00 3JIEKTPOHHOM MOATIHCH.

Otmerka 06 37eKTPOHHOM MOANKUCH BKITIOYAET:

— pasy «lokyMeHT NOAMHCAH EKTPOHHON MOAMUCHION;

— HOMEp cepTu(dUKaTa KI1t04a IEKTPOHHON MOMHCH;

— hammmiIo, UM, OTYECTBO BiIaeNbla CepTH(HKATA,

— CPOK JIeHCTBHA cepTU(MKATA KITIOYA IEKTPOHHOH TTOITHCH.

3.19. KagpoBbie JOKYMEHTBI B YCTaHOBJIEHHBIX 3aKOHOJATEIbCTBOM CIIy4asx
3aBepAIOTCS MMEYaThio OpraHu3aumy (mevyarpio otiena kaapos). Ileuats nmpocrasnsercs,
HE 3axXBaThiBag COOCTBEHHOPYYHOH MOANWCH JIHIA, TMOAMHCABLIEr0 NOKYMEHT, HJIH B
mecte, 0603HaTeHHOM «M.IT.».

3.20. OrmeTka 00 HCIIOTHATENE BKITIOYACT:




— haMmnHIO, UMS M OTUECTBO MCIIOJIHUTENSA;

— HOMEp ero TesnedoHa. :

Ormerka 00 HCHONMHUTENE MOMKET JOIMOJIHATHCA HAMMEHOBAHHEM ,U.OJ'[}KHOCTH
CTPYKTYPHOrO NOAPA3ACICHHUA, SIEKTPOHHBIM aIPECOM UCTIOJTHUTEIA.

Ormerka o0 ucrnonnuTene opopMiIseTcs Ha JIMIEBONW CTOPOHE TMOCIEIHEro JucTa
JOKYMEHTA BHU3Y, OT IPAHUIIbI JIEBOrO MOJIS MJIK NPU OTCYTCTBHHM MECTa — Ha 000pPOTHO#
CTOpPOHE BHM3Y CJieBa.

3.21. Ormerka .. 0 3aBepeHHH Konud odopmisercs - i . NOATBEPAKACHUA
COOTBETCTBUA KOMHHM TOJJWHHUKY [JOKYMEHTa HIH [UIS 3aBEPEHHA BBIMUCKH W3
NOKYMEHTa.

OtmeTka MpoCTaBIsAeTCs MO PEKBU3UTOM «[10AMMCH» M BKJIIOYALT:

— ¢cJ10BO «BepHoy,

— HAMMEHOBaHHUE J0JKHOCTH JTMIA, 3aBEPUBILET0O KOIMHMIO;

— €ro cOOCTBEHHOPYUYHYIO MOIIHUCE;

— paciuu(poBKY MOATUCH;

— 1Ty 3aBePeHus KONUH (BBIITHCKH H3 IOKYMEHTA). ]

Ecmu konusi BeIaeTcs i NPeACTABICHUS B APYTYIO OPraHM3aLMI0, OTMETKA -0
3aBEPEHHH KOTIMM JONOJTHAETOS 3a[UCBI0 O MECTE XPAHEHHS NOKYMEHTa, ¢ KOTOPOro'
ObLUTa M3rOTOBJICHA KOMHSA, U 3aBepsaeTcs neyatsio MAJIOVY. :

‘OTMeTKA 0 3aBEPEHHMH KONHMH MOXET OBITh NIPOCTABIICHA C HOMOLIBIO fmTaMHa

3.22.OtmMeTka © MOCTYIUIGHHHM JOKYMEHTA TPOCTABASETCS Ha BXOAAWMX
JOKYMCHTaX H BKJIIOUYACT:. ' '

— JaTy NOCTYIUICHUS,

— BXOJSLLMHA PErUCTPALIMOHHBIA HOMEP AOKYMEHTA.

OrMmeTKa 0 MOCTYIUIEHHH JOKYMEHTA MOXKET AONOJHATHCA BPEMEHEM NOCTYIUICHHMS
JIOKyMEHTa B 4acaX ¥ MHHYTaX U criocoOOM A0CTaBKU AOKYMEHTA.

OtMeTKa MOXKET MPOCTABIATHCA ¢ TOMOLIBIO IITAMIIA.

3.23. Pesomouus opopMiIsIeTcsi Ha JOKYMEHTE Ha CBOOOAHOM OT TEKCTA MECTe, Ha
OraHKe pPE3OJIOLMHM MM BHOCHTCS HEMOCPEACTBEHHO B CHCTEMY 3JIEKTPOHHOIO
JNOKyMeHTO000pOTa.

Pezomonus BKTIO4aeT:

— (hamMunHIO, MHULIMATIBI UCTIOTHUTEIIA;

— MOPYYEHME MO JOKYMEHTY;

— CPOK MCTIOJTHEHUS,

— MOJANKCH JIALA, BBIHECIIETO PE3O0IOLHMIO,

— AATY PE30JHOLUH.

3.24. OrmeTka O KOHTpoONe npocrasnsercs iramnom «KoHTpons» Ha BerHeM
MOJIE JOKYMEHTA.

3.25. OrMeTKOM O HanpaBlieHHH [JIOKYMEHTa B €0 ONpeaenaeTcs MeCTO
XpaHeHHs JOKYMEHTa Moce 3aBepiuieHnsa padoTsl ¢ HUM. B 0TMETKe yKa3pIBalOTCs:

— cnoBa «B nenoy;

— MHIEKC Jejla 10 HOMEHKIAType Ael, B KOTOpPOe IMOMENIAeTCsl JOKYMEHT Ha
XpaHEHHE, ¢ YKAa3aHHEM roJ1a;

— MOIDKHOCTD JTriia, 0OPMHUBILIErO OTMETKY;

— MOATHNCE,

— Jiara.
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_ 4. Ilpuem HOBBIX pabOTHHUKOB

4.1. Ilpu npueme Ha paboTy rpa’kaaHuH JOKEH NPEAbABHTH, a pabOTHUK oTAENa
KaapoB 00s3aH 3aTpe6oBaTh CASAYIOUINE JOKYMEHTHI:

— MaCHoOPT WJIM MHOM AOKYMEHT, YAOCTOBEPSIOMIAM JIMIHOCTB,

— TPYAOBYIO KHHXKY (KpOME COBMECTUTENEH M BMEPBbIE MNOCTYMAMOMIMX Ha
pabory),

— CTpPaxoBO€ CBHUIETEIBCTBO TOCYAAPCTBEHHOTO TEHCHOHHOIO CTPaXxOBaHMsA
(kpome BHEpBBIE NOCTYNAOIIMX Ha padory);

— JIOKYMEHTBI BOWHCKOTO y4dera (/U1 BOeHHOOOSA3aHHBIX, MpeObIBAIOMIMX B 3arace,
— BOCHHBIH OWJIET WJIH BPEMEHHOE y/I0CTOBEPEHHE, BBIIAHHOE B3aMEH BOSHHOTO Ouiera,
a U MPU3BIBHUKOB — YIOCTOBEPEHHE IPaX1aHHHA, NOUIEKALIETO MPU3BIBY Ha BOCHHYIO
ciyx0y);

— nokyMmeHT 00 o6pa3oBaHuu, KBATM(HKALIMA WK HATHYUH CHICLHATLHBIX 3HAHWM,
ecru pabora Tpebyer crienuaibHbIX 3HAHUH WM CIICLIHAIbHOM NOATOTOBKH;

~— CIpPaBKy O HAIMYW{ (OTCYTCTBHHM) CyIMMOCTH M (WiH) (hakra yroneBHOro
npecnefoBaHusi MO0 0  NPEKpAlieHHH  YTOMOBHOIO npecﬂenenalmn 1o
peabHIUTUPYIOIHUM OCHOBAHHSAM, '

~ MEIMLIMHCKYIO KHHKKY.

Jisa JIMI, MOCTYNaoWMX BNepBbie Ha paboTy, OTaen KaapoB o(hOpMIISET TPYIOBYIO
KHIKKY, a Oyxragrepus — CBUACTEILCTBO TOCYJAaPCTBEHHOTO  MEHCHOHHOTO
CTpaxoBaHU4. .

4.2. Ecin y kaHaMaaTa OTCYTCTBYET TPYAOBas KHIKKA (yTpata, mopua Wi HHas
MPUYHHA), TO 0O MHUCbMEHHOMY 3asBJICHUIO 3TOr0 juua pabOTHUK OTAENa KaJpoB
oopmIIsET EMY HOBYIO TPYAOBYIO KHUXKKY.

4.3. PaboTHuK OTAEeNa KaapOB, OTBevawolui 3a odopmienue AOKYMEHTOB. IPH
npueMe Ha paboty, 00s3aH:

— MpPOBEPHTh HAIMYME BCEX HEOOXOMMMBIX JOKYMEHTOB IS 3axmoqeﬂm
TPYAOBOI'O JOroBOPa; ;

— TIPEJOCTABHTh KAHIUAATY aHKeTy no popme s 3anoaHenns (nmpuioxerne Ne 1
u Ne 2), :

— IPOBEPHUTH COOTBETCTBUE aHKETHBIX NAHHBIX M NPYTUX CBEACHUMN, COOOMICHHBIX
0 ce0e KaHIMU/IaTOM, NIPEACTABIICHHBIM HM JIOKYMEHTaM,

— O3HAKOMMTH KaHAMAATA MMOJ MOANMCH C ACHCTBYIOIMMM B OPraHA3ALMH
NOKAJIbHBIMH HOPMATHBHBIMH aKTaMu A0 MOANMUCAHUA TPYAOBOTO AOrOBOPA, B TOM YHCIIE
C JOMKHOCTHON MHCTPYKIIHEH, :

— MOJrOTOBUTH MPOEKT TPYAOBOTO JOroBOpa ¢ pabOTHHKOM B JBYX 3K3EMILIApax
10 yTBEPKICHHOW B opranu3aiu dopme;

— MOATOTOBHTH TPOEKT MpHKa3a O MpuHemMe Ha padoTy no yHHUPHUUHMPOBAHHOM
¢opme Ne T-1 (T-1a);

— mepeaaTh TPYAOBOM JOrOBOP W TMPHKa3 O MPUEME HA MOAMHCH AUPEKTOPY HIH
YIOTHOMOYEHHOMY MM JTHILY.

4.4. Tlocne TOro Kak AOKyMEHThl OyayT O(OPMIIEHBI €O CTOPOHBEI MA,I],OY
paboTHUK OTAENAa KaapoB 00s3aH:

— MOANKMCATHL TPYAOBOM OrOBOP Y JIHIA, IPHHHMAEMOro Ha paboTy;

— BBIgATh PabOTHMKY OJMH DK3EMILIIP TPYAOBOrO orosopa (paGoTHHK
MOATBEPAAET MOJYYEHUE IK3EMIUISpa TPYAOBOr0 JOr0OBOpa, MOCTABUB IOAIMCH Ha

sk3eMiupipe gorosopa MAJIOY),
11




— 03HAaKOMHMTH PabOTHMKA MO TOAMUCH C MPHKA3O0M O mpueMe Ha pabory (B
TPEXIHEBHBIN CPOK CO AHA (pakTUUeCcKOro Hayana padoThl),

— 3aM0JIHUTH JIMYHYIO KapTouKy paboTHuka mo yauduumposansou dopme Ne T-2
W 03HaKOMHTH PabOTHMKA MOA IOANMCh CO BCEMH 3alHCSMU Ha CTpaHMuax 1 -um 2
KapTouku. JIMYHbI€ KapTOYKH PacnosaraloTcs B ajagaBUTHOM MOPSJIKE;

— 3aMOJHATE TPYOBYIO KHIDKKY paboTHuKa, mpopaboTaBmIEro B MA,I[OY CBBILIIE
TSITH JHEH,

— 3apermCcTPUPOBATh TPYAOBYIO KHHXKKY pabOTHHMKAa B KHMIE y4deTa XpaHEHHMsA
TPYAOBBIX KHHIKEK U BKJIAJBIILICH B HUX.

5. lepeBoa paGoTHHKOB

5.1. Tlepesox paborHuka B MAJIOY nomyckaercss TOJBKO € IHCBMEHHOIO
cornacus pabOTHHKA, 32 HCKITIOYEHHEM CITyYaeB, MPEIYCMOTPEHHBIX 3aKOHOAATEILCTBOM
Poccuiickoit @enepanmn.
5.2. Ilpu nepeBoze paGoTHIKA COTPYAHUK OTAEIA KaipPOB, 00s3aH: :
= Ony4MTH cornacue paboTHHKA O mepeBoe, ohopMuB ynenome}me 0 lfepegone :
(an nepeno::(e 10 HHHIHATHBE paboToaarens); _

~ NpUHATh y pabOTHHKA 3aiBJICHAE O TMEPEeBOJE C BH3aMH PYKOBOAHMTE/A
CTPYKTYPHOI'O MOAPA3ENeHHs, U3 KOTOPOro MepeBOAUTCS PabOTHHK, U PYKOBOAMTENS
CTPYKTYPHOTO TOAPA3/IENIEHMs, B KOTOPOE NMEPEBOANTCS PabOTHHK,

— COCTAaBHTH IPOEKT AOIOJHHUTEIIBHOIO COIIAIIEHUA K prﬂcmomy JAOrOBOPY B
JBYX 3K3eMIUIApax;

— TIOAMKMCATH AOTOJHHTEILHOE COTVIaleHne y paboTHHKA,

~ COCTaBHTb MPOEKT MPUKA3a O MEPEBOAE 1O yHucbnunpOBaHHOH d]opme Ne T- 5 (T-
5a);

— mepenarb Ha TOANMCH MPOEKTHI ONOJHHUTEIBHOIO COIVIANICHMS M TPHKa3a
JHPEKTOPY WX HHOMY YIIOJIHOMOUYEHHOMY MM JIMLLY,

— 03HAKOMWMTh PabOTHMKA C MPUKA3OM O MEPEBOAE MOA MOMAINMCH M OTAaTh eMy
ONMH SK3EMIUISAP COMIALIEHHUS, NPOBEPUATh, dYTOOBI pabOTHUK INpH MNOITYYECHHUH
JK3eMIUISPA JIONOJIHMATE/IBHOTO COIJIALIEHUs [TOCTABWI CBOIO HOANMKMCh HA SK3EMILUIAPE
cornamenus MAJIOVY.

5.3. Ecnu nepeBoa ABASETCS MOCTOSHHBIM, TO pabOTHHK OT/ieNa KaApoB 00s3aH:

— BHECTH 3allUCh O TEPEBOAE B TPYIOBYIO KHIJKKY PabOTHHKA W B JIMUHYIO
kapTouky (opma Ne T-2) He no3aHee HEAEABHOIO CPOKA,

— O3HAKOMHMTB C 3TOH 3aMMChI0 PabGOTHHUKA MO/ MOANMKCH B JINYHON KapTOUKe.

6. YBosbHeHue paboTHUKOB

6.1. YBONbHEHNE MPOM3BOMTCSA MO OCHOBAHHSM, MPELYCMOTPEHHBIM pr,uonbm
3aKOHOJATEIBCTBOM, C  COOMIOJEHMEM  YCTAHOBJICHHBIX CPOKOB  MHCHMEHHOIO
TIpelyNpPEexKICHUs. O NPEACTOSIIEM YBONbHEHHH. TeueHue cpoka MpeaynpexaeHus o0
YBOJIbHEHHH HAYHHACTCS Ha CIIEIYIONHN AeHb MOC/Ee YBEIOMIICHHS. '

6.2. 3asnnenue 06 yBOJIbHEHUH SIBJISETCS TTHCbMEHHOH (hOPMOH MPEnyNpPeKICHHUSA
paboTosaTens O pacTOPKEHHH TPYAOBOTO JOrOBOpa IO WHHUMATHBE pPabOTHHMKA.
3asBNeHHE TIAMIETCS OT PYKH, Ha HMMs [MPEKTOpa, B TeKCTe H3jaraerca mpocsba
paboTHuka 00 YBOJBHEHHH, NMPUYMHA M JaTa yBOJAbHEHHs. B NOKyMeHTe aODKHA
COJIEPXKAThCA JaTa MOAAYH 3aABICHHUA.
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6.3. Ilpu nonydyenuu 3asBieHua 00 yBoibHEHHMU paboTHMKA PabOTHUK OTaENA
KaJApoB 0043aH NPOBEPHUTH TNPABHJIBHOCTH COCTABJICHHOIO 3aiBJICHHS 00 YBOJBHEHHH
(peKBU3UTHI, AaThl YBOJBHEHHWS W HANMMCAHWS 3aiBJICHWS), HAJTMYHE HEOOXOMMMBIX
TOANMUCEH HA 3asBJICHHUH.

6.4. YBonpHeHHe paboTHHKA (MpeKpalieHre TPYJI0BOro A0roBopa) oopmisiercs
IPUKA30M, COCTAaBIAEMOM Ha OCHOBe yHupuumposaHHOH ¢opmer Ne T-8 «Ilpmkas
(pacuopskeHe) -0 APSKPALICHMH JACHCTBUS TPYAOBOrO A0rOBOPa ¢ paGOTHUKOMY.

6.5. B Texcre nprkasza 00 yBONIBHEHHH YKa3bIBAETCH /1aTa YBOJBHECHHWA, (haMuus,
uMA, OT4ecTBO (NMpW Hanuyuu) paboTHHMKA, TaOEIbHBIA HOMEP, [OODKHOCTh H
CTPYKTYPHOE TOIpa3JeicHHe, HOMEp M JaTta TPyJAOBOro morosopa. Jlara yBONbHEHHA
ABNACTCA HEOOXOAUMBIM PEKBU3MTOM MPUKA3a, TaK KaK JHEM yBOJIbHEHHA Pa0OTHHKA BO
BCEX CITydasx SBJIAETCA MOCHEIHUHN 1€Hb ero paboTs.

6.6. Ilpu yBompHeHuH paboTHHKA N0 MOOOMYy H3 OCHOBAHHH YBOJIBHEHHS
paboTHHMK OTaENa KaapoB 00s3aH:

— COCTaBUTH INPOEKT MPHKa3a 00 yBonpHenuu no popme Ne T-8;

— nepesars rlpoeic'r npm{aaa Ha no,urm(:b AHPEKTOPY MK yno.rmdmoqenaouymu
JIHILY, ¥ 4 :
— O3HAKOMHTH PabOTHHKA C IPHKA30M MO [TOITHCh,

— 110 3asABJICHUIO Pa0OTHHKA BbIAATh 3aBEPEHHbIC KOTIHH JIOKYMEHTOB, CBSI3AHHBIX C
ero paboToH.

B nocneauuii pabounii neHs paboTHUK OT/Ea KaaApoB 00s3aH:

— BHECTH 3amuch 00 YBOJLHEHHHM B TPYAOBYK) KHIKKY pPabOTHHKA, JIAYHYIO
kapTouky (popme Ne T-2) u 03HAKOMMTH ¢ HUMH PpabOTHUKA MO MOANMCE,

'~ BbIJiaTh PabOTHUKY €ro TPyAOBYIO KHHKKY. PaboTHHK NOATBEPKAAET NOTyYEHHE
TPYJAOBOM KHHIKKHM CBOEH MOJNMCHIO B KHUIE YU€Ta TPYAOBBIX KHMKEK M BKIAIBILEH B
HHX. o, ' :

6.7. B cnydae ecnd B JeHb YBOJbHEHMS PabOTHHKA BHIAATh TPYAOBYIQ KHMIKKY
HEBO3MOXXHO B CBSI3M C €r0 OTCYTCTBHEM JIMOO €ro OTKa3oM OT TOJY4EHHsA TPYyAOBOH
KHWKKH Ha PYKH, COTPYAHHMK OTAENa KaapoB B ajapec (WM ajpeca) yBOJBHIEMOro
pabOTHHKA HAMpaBisieT YBEAOMJICHME 3aKa3HbIM IIOYTOBHIM = OTIPABJIEHHEM O
HEOOXO/IMMOCTH SIBUTHCS 3a TPY/IOBOM KHFIKKOM WM 1aTh MMCBMEHHOE COTJiacue Ha
nmepecsuiky ee mo moure. Co [AHA HanpaBlieHUS YBEIAOMJICHMS MPEACTABUTEIb
HaauMarens (paboTogarens) 0CcBOOOXKIAETCS OT OTBETCTBEHHOCTH 3a 3a/ICPIKKY BbIAA4H
TPY/AOBO# KHIOKKHM. HeBocTpeOOBaHHBIE TPYJIOBbiE€ KHIKKM PAOOTHUKOB JOJIIKHBI
XPaHUTBCS B OpPraHU3alMM (CPOK WX XPaHEHHS COOTBETCTBYET CPOKAaM XpaHEHHS
JOKYMEHTOB IO JIMYHOMY cocTaBy). HeBoctpeGoBaHHas TpyaOBas KHMIKKA BbIJAETCA
pabOTHHKY MJIM €r0 3aKOHHOMY TPEJICTABUTEIO 110 3aSBJICHUIO.

7. Odopmaenne oTIyCKOB

7.1. EXEroAaHslil OIIA4YMBAaEMbIl OTIYCK MPEIAOCTABIACTCA COIVIacHO rpaduky
OTIYCKOB, yTBepxkaeHHOMY mupekropom MAJIOY. 'paduk oTmyckoB Ha CiieqyrOIIHii
TOZl COCTABIAETCSA OTAEIOM KaapOB B MEPBYIO HEAEMo eKabps TEKyILero rofa ¢ yueTom
MHeHHA paboTHHKOB 1o yrHbHuHpoBaHHO#H dopme Ne T-7 u yTBepxaaeTcs He no3aHee
ueM 3a 14 KaneHJapHbIX AHEH 10 Havama HOBOro roga. PaGorHuk oraena kaapos o6s3an
03HAKOMHTH PAGOTHHKOB C YTBEPKASHHBIM IrpaUKOM OTIYCKOB IO NOIITHCh.

7.2. PaGoTHHK OTHENa KaapoB HE MO3JHEE 4eM 3a JIB€ HEAEIH A0 HACTYIUICHHA

OTImyCKa yBEIOMIAET paGorr HHKa o4 NOAIMHUCH O MPEACTOAILEM OTITYCKE.
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7.3. Tlo cormacoBanmio ¢ paboromaresieM pabOTHHK MOXKET MEPEHECTH ATk
oTmycka. [lJ1g 5TOro OH NUILET 3adBJICHHUE. JasAB/ICHUE IMOAMNUCHIBACT HEMOCPEACTBEHHBIN
pyKOBOAMTENb PabOTHMKA M AMPEKTOP WM yIOJHOMOYEHHOe MM juwo. [lpu
NPENOCTAB/ICHUH TAKOTO 3asABJICHHA B OT/AE] KaJAPOB COTPYAHWUK OTHENA KaapoB 00s3aH
MPOBEPHUTH 3asABJICHHE HA HAM4YKME NH(OpMALMHK T COCTABICHUS MPHKA3a.

7.4. PabOTHMKY MO €ro 3asfBIICHHIO M C corjacus paboromatess MOZKET 6hITI:
NpeaocTasiieH OTmyck 06e3 coxpaHeHus 3apaboTHOM IUIATHI.

7.5. 3asBnenne paboTHMKA O TMPEAOCTABICHHH OTHycka 03 COoXpaHeHHs
3apabOTHOW TIATHI JOJDKHO OBITH 3aBH3MPOBAHO HEMOCPEACTBEHHBIM PYKOBOIMTEIEM
paborauka. OcHOBaHMeM JUIs W3JaHHS MpPHKa3a O TMPENOCTaBICHHH OTHycka 06e3
COXpaHeHHs 3apabOTHOM TUIATHl ABJSAETCA COOTBETCTBYIOIIAA PE3OJIOLNA HA 3aAB/ICHUH
pabotruKa co cTopoHs! aupexktopa MAJIOY win MHOro ynoaiHOMOYEHHOTO MM JIHILIA.

7.6. Ilpu npenocTapieHH# OTIycKa pabOTHHKY COTPYAHMK OTZEeNa Kaapos 00s13aH:

— othopMuTh NpPUKa3 O TPEOOCTABJICHAH OTMycka paGoOTHHKY IO
yuuguumuposaunoi dopme Ne T-6 (T-6a), -

: -~ O3HAKOMHTb C NMPUKaA30M 00 OTHyCKe paboTHHKA non TIOZNUCh; A AR

— BHECTH CBeJIeHUs 00 OTIyCKe B JIMIHYIO KapTouky (hopma Ne T-2) paGOTHmca

8. Opranmszaums paboTel ¢ TPYAOBLIMH KHHKKAMH

8.1. TpynoBasa kHmkka odopMIsieTcs W B AajbHEHWLIEM BEAETCA B TOYHOM
cooTBeTCTBHH ¢ [IpaBniamMu BeIeHHMsA M XPAaHCHHWsA TPYAOBBIX KHIJKEK, M3rOTOBJICHUA
OmaHKOB TPYAOBOM KHIKKH M obOecnedeHwss UMU paboTojaresei, yTBEPHKIACHHbBIMHU
nocranosnenuem [lpasutensctBa ot 16.04.2003 Ne 225, u MHucrpykuued no
3aIOJHEHHMIO TPYJOBHIX KHHIKEK, YTBEDXKIEHHOW MOCTaHOBJIeHHWeM MHuUHTpysa ot
10.10.2003 Ne 69. '

8.2. OTBETCTBEHHOCTh 334 XPAaHEHME, BEJCHUE M YYET TPYAOBBIX KHUKEK H
BKJIAZABIIEH K HUM BO3/Taraercs Ha paGOTHMKA OT/AENA KajpoB MPHKA30M AMPEKTOpa
MAJIOV. B o6s3aHHOCTH paboTHHKA OTAENA KaAPOB BXO/IMT:

~ BHECEHHE B TPYJOBbIE KHIKKA 3aMKCEH B YCTaHOBJICHHbIE 3axoaonammcmom
CPOKH,

— Be/IeHHE KHUTH y4eTa JABHKEHUS TPYIOBBIX KHIIKEK M BKIAJBIIICH B HUX;

— peructpaumsi (C yKkasaHWEM CEPMM M HOMEpa) B KHHIE ydeTa [BHIKEHHS
TPYMOBBIX KHHXKEK W BKIAIBIIIEH B HUX BCEX TPYAOBBIX KHHIKEK paborankos MAJIOY,
NPUHATHIX HA paboTy, a TaKKe TPYIOBBIX KHIDKEK M BKJIAABIIICH B HUX, ODOPMIIEHHBIX
Ha paOOTHHKOB, MOCTYNMBIIIMX Ha pabOTy BIEPBLIE,

~ KOHTDOJB 33 TeM, 4TOObI MPH yBOJBHEHHH PAOOTHHK CTaBHI nary 7 HO}.‘{HHCB B
TPYIOBO# KHHKKE TIPH €€ MOy eHHH.

8.3. HcnopueHHble TpU 3aMOJHEHWH OJaHKM TPY/JAOBBIX KHMIKEK MOUICKAT
YHUUTOXKEHHIO B HOPS/IKE, YCTAHOBICHHOM NyHKTOM 42 TIpaBun BeIeHHs M XpaHCHUA
TPYAOBBIX KHHMXXEK, M3TOTOBJECHHA GJAHKOB TPYAOBOM KHIKKM M OOECTIeYSHHs MMH
paboTomarenei. |

9. [Toompennst U AUCHMILTHHAPHbBIE B3bICKAHHUHA

9.1. TMoompenus 3a ycrnexu B pabore ¥ OTBETCTBEHHOCTb 33 AMCLHILITHHAPHBIE
npocTynki onpenenstores [lpaBunamu  TPYAOBOTO Pacriopsijika, YTBEPKAEHHBIMH
mupexropom MAJIOY.

9.2. Tlpukas o moowpeHun paGortnuka MAJIOY odopmisierca Ha OCHOBE
yuuduimposanroir  ¢gopmer  Ne  T-11. Paboromatens noompser pabOTHHKOB,

JOGPOCOBECTHO HCTIONHAOUIMX TPYAOBbie 00s3aHHOCTH (00BABIAET OaaroaapHOCTH,
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BBIIAET MPEMMIO, HArpakJaeT LEHHBIM MOJA3PKOM, MOYETHON rpamMoTod M jp.). 3a
ocobbie. TPYAOBBIE 3aCiyrd Tepen OOWECTBOM M rocyaapcTBoM pabotauku MAJIOY
MOT'YT OBITh NPEACTABAEHBI K FOCY1aPCTBEHHBIM M BEIOMCTBEHHBIM HArpPaiaM,

9.3. OcHoBaHMEM /Ui W3JAaHWA INPUKA3a CIYKAT [JOKIAAHAN  3aIMCKA,
MOArOTOBJICHHAsA HEMOCPEACTBEHHBIM pykoBoauTenem paborauka. PaborHMk oraena
__KaJpoB Ha OCHOBAaHHMM JOKJIAJHOM 3anmuCKu U pesomommu aupekropa MAJZIOY roroeur
npuka3 o mnoompenud. [Ipukas nomKeH coaepxarh yKa3aHWE BHAA MOOIIPEHHS
(6raroapHOCTh, LEHHBIW MOAAPOK, MOYETHAS rPaMOTa, MPEMHUA | Ap.).

9.4. TlomMMHHMK MPHKA3a O MOOIIPEHHH B OTAEJE KaApOB MOMEIAeTCs B AEJ0 Ha
xpa"eHue. Ha ocHOBaHWHM npHKasa O MOOIIPEHUH CBEJCHHA O TOOIIPEHHUH 3aHOCATCA B
TPYAOBYIO KHHKKY M B JIWIHYIO KapTouky o opme Ne T-2 paborauka.

9.5. 3a cosepiieHne IUCHMIUTMHAPHOTO MPOCTYNKA, TO €CTh HEHCIOIHEHHE WIIH
HEHAJIe)KAIEe MCIIOJIHEHUE IO BHHE PabOTHHKA BO3JIOXKEHHBIX HAa HEro TPYAOBBIX
obs3anHOCTEe, pabGoromarens HMEET TPaBO TPUMEHHTH  CHACAYIOIIHE  BHIbI
JUCUMILTHHAPHBIX B3bICKAHHH !

—~ 3aMedaHmue;

— BBITOBOP;

— YBONILHEHHE MO COOTBETCTBYIOIHM OCHOBAHHSM.

' 9.6. Jlo mpUMEHeHHs B3BICKAHMA OT pabOTHMKA JOMKHO OBITH 3a1'peﬁoaaﬂo
o0psicHeHHMe B MHCbMEHHON ¢opme. B cinydasx orTkaza pa0OTHHKA [aTh TaKoe
0OBSCHEHHE COCTAaBIAETCA AKT. B 0OBACHHTENBHON 3amucKe OOBACHAIOTCS NPUYMHBL
MPOMCIIEAMIEr0: HAPYLICHHE TPYAOBOM JMCIMIUIMHBI, HEBBITIOJHEHHE KaKOro-1u6o
3aganuss W Ap. OOBACHWTENbHAs 3amucKa COCTABIACTCS M MOANMCHIBACTCA CaMHM
pabOTHHUKOM B OJHOM 3K3EeMIULAPE.

9.7. Jloknaznas 3amucka O HapyIIEHHH TPYAOBOHW AMCLMILUIMHBI COCTABIISETCH
pykoBomutenem crpykrypHoro noapasaenenus MAJIOY Ha ocHOBaHMHM M C ydYETOM
o0BsicHuTENbHOM 3anucku paboTHMka. PykoBoauTenh CTPYKTYPHOIO IOApa3AEICHHUS
rnepejaeT OOBACHATEBHYIO M JIOKIaHYIO 3aMMCKA AMPEKTOPY MM YIIOJHOMOYECHHOMY
UM JIMLY IS8 PacCMOTPEHHMs M BBIHECEHMs Pe30MOuMH. Pe3omoius mMmercs Ha
JNOKIaJAHOW 3amMCKe M [JOJDKHA COJep)Karh pelleHWe O BUIE JWCLMILTMHAPHOTO
B3bICKaHMA. '

9.8. JlucuuiuiuHapHOE B3BICKAHWUE MMPUMEHSIETCS HE MO3QHEE OJHOro Mecsna co
nHs 0OHAPY)KEHHUS MPOCTYIIKA, HE CUMUTas BpeMeHM Oose3Hu paboTHHKA, MPeObIBaHMA €ro
B OTIIyCKE, a TAK)KE BPEMEHM, HEOOXOOMMOro Ha y4eT MHEHMs IPEICTaBUTEIBHOIO
opraHa paboTHUKOB. B3biCKkaHHe He MOXKET ObITh MPHUMEHEHO MO3/IHEE LIECTH MECSIIEB CO
[HA COBEpHICHHA TPOCTYNKA, a MO Pe3yabTaTaM PEBM3MHM WJIM TPOBEPKH (PHHAHCOBO-
XO3SMCTBEHHOM EATENHHOCTH — HE MO3/IHEE ABYX JIET CO AHA €r0 COBEPILCHUS.

99. 3a kaxmelii NPOCTYNMOK MOXeT OBITh NPEMEHEHO TONBKO OHHO
IUCHUTUIMHAPHOE B3BICKAHME. T _

9.10. TIpykas 0 HAOKEHHUH IUCIUTUIMHAPHOTO B3bICKAHAS COCTABIIACTCS:

— Ha OnaHKe MpWKa3a 10 JAYHOMY cocTaBy (npuioxenusa Ne 3, 4), ecnu
B3bICKAHWEM ABJIACTCA 3aMEUaHNE UM BBITOBOP, :

— 6manke npukasa no ¢opme Ne T-8, ecnmi B3bICKaHUEM SABISIETCA yaonBHe}me 0
COOTBETCTBYIOIMM OCHOBAHHSAM. :

IMpuka3 odopmisgercs Ha OCHOBAHHMU [OKJIAJHOMN  3aMHCKH HEMOCPEACTBEHHOI O
pykoBoauTens paboTHHKA, OODBACHUTEIbHOH 3amHCKH paboTHMKA W PE30IOLHH

mupexkropa MAJIOVY wiu HHOro ynoJHOMOYEHHOTO UM JIMLA.
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9.11. [lpuka3 0 HaOKECHUHM AUCLMILIMHAPHOIO B3bICKAHHMS C YKa3aHUEM MOTHBOB
ero u3faHus OO0BABIAETCA PabOTHMKY, MOABEPrHYTOMY B3BICKAHHWIO, MOJ MOMAINHWCE B
TeueHue Tpex paboumx aHeH co aHA ero u3nanus. [Ipu oTkase paboTHUKA 03HAKOMUTBCA
C TIPUKA30M COCTABJIAETCS COOTBETCTBYIOMIMH aKT.

9.12. TlopnvHHAKK NpuKa3a B OTAE/E KaJPOB MOMEIIAETCA B JIENI0 Ha XPAHEHHE.
777710, Beigaua cnpaBok M KONMii 10KyMeHTOB paboTHHKAM

10.1. PaboTHuk OTAena KaapoB, OTBETCTBEHHBIH 32 KaJPOBBIH y4YeT, B TEUCHHE
TpeX AHEW MOCNe Mojayu 3asBlICHUs PabOTHHKOM O BbIJaye JOKYMEHTOB, CBA3aHHBIX C
€ro TPYAOBO#M JEATENBHOCTHIO, JOIDKEH NMPEeJOCTaBUTh PaOOTHUKY:

— cmpaBKy ¢ mecta pabotel (o mpocsbe paboTHHKAa B CHPaBKE YKa3bIBAHOTCA
cBeieHHs 0 3apaboTHO# iate U Apyrue HeoOXOAUMEIE CBEICHHUA),

— 3aBEPEHHYIO KOIMHUIO TPYAOBOH KHHIKKH HJIH BBIIHCKY H3 HEE,

— 3aBEPEHHBIE KOMUH MMPHUKA30B, KACAIOLUIMXCS TPYAOBOH JeATENbHOCTH paboTHHKA
(0 mpHeMe, MepeBozie, YBOIbHEHHH, OTIYCKE); _ i

" — BBITHCKY W3 [IPHKA3a U JIP. - ' T R

10.2. Cnpaska odopmisiercst Ha Gnanke (mpunoskenus Ne 5, 6).

10.3. Beiriucka u3 Tipukasa opopmisiercs Ha 6naHke (MPHIOKeHH:A Ne 7, 8).

10.4. Konuu [A0KYMEHTOB 3aBEPAIOTCA MyTEM NMPOCTABICHHA HA KAKIOM JIUCTE
HaanucH «BepHO», yKasaHMA JOJDKHOCTH JIHMI@, 3aBEPHUBIIETO KOHMIO, €ro JIMYHOM
noanucH, pacid@poBkd noankcH ((hamuius, WHULKANGI), JaThl 3aBEPEHHs KOMHMU H
NeyaTy OTAesa KapoB.

10.5. Konusi Tpy/10BOM KHHXKKH 3aBepsieTcsi paboTHHKOM OTAena kaapoB. UToOsl
noarepauTs akt paGorst B MAJIOV, Ha Konuy TPYyAOBOH KHHXKH MOC/IE KOHCUHOH
3aMMCH COTPYAHMK OT/Iea KaapoB ykaspipaeT: «Paboraer no Hacrosulee Bpem{» Ilocne
3TOM 3alUCH KOMHS TPYIOBOM KHMXKKU 3aBepsiercs B obmem nopa;uce COrJTacHO nymcry
10.4 VHCTpYKIMH.

11. Ucnoab3oBanue u XpaHeHHe NEPCOHATbHBIX JAHHBIX PA00THHKOB

11.1. KagpoBeie MOKyMEHTBI COAEPXKAT NEPCOHANBHBIC NaHHbIE PabOTHHKOB.
[Mopsimox o6pabotkn u 3aIMATHl TIEPCOHATBHBIX JAHHBIX PAGOTHHKOB OIPEAENIAET
ITonoxenue 06 06paboTke MEPCOHATIBLHBIX JAHHBIX PAOOTHHKOB LIKOJIBI.

11.2. Paborauku otaena kaapoB 00pabarteiBarOT [MEPCOHAIbHbBIE ,llaHHble
paboTHUKOB, coOmogas TpeOOBaHMA 3aKOHA M MCKIIOYMTENBHO B LeIAX
TPYJAOYCTPOiCTBAa, O(OPMIICHHsS TPYIOBBIX OTHOIICHHWH, O0OydeHus pabOTHHKOB,
HPOBIIKEHUS MX 110 CITyXkKOe, KOHTPOJIS KOJMYECTBA M KAa4ecTBa BhINOIHAEMOH paboTsL,
obecrneueHus 6e30macHOCTH pabOTHUKOB U COXPAHHOCTH UX HMYIIIECTBA.

11.3. MAJIOY o6pabatsiBaeT mepcoHaNbHbIe JaHHBIC PAOOTHHKOB, KaHIMIATOB
Ha paboTy u OBIBLIIMX PaOOTHUKOB.

11.4. PaGorHuku oThaesia KaJpoB MOCIE MPOXOKACHHA MPOLEAYPHI IOMyCKa K
KOHpUACHIMATbHOW WHPOPMALMH TMONYYalOT JOCTYN K TMEPCOHAIBHBIM JaHHBIM H
oTBEeYaroT 3a ux o0paborky. OHM JO/KHB NPHHAMATH MEPHI 10 3aIUMTe CBEACHUH OT
HE3aKOHHOTO HCIIOJIB30BAHUS.

11.5. KagpoBbie TOKyMEHTBI, COAEpKAllMe NEPCOHAIbHBIC MaHHBIE, XPAaHATCA B
pexuMe KoHOpuneHIHaTbHOCTH. KOHQMACHUMAILHOE AETONPOU3BOACTBO B  OTACIE
KaJIpOB HCKJIIOYACT O3HAKOMIIEHHE ¢ JOKYMEHTAMU M0 JIMYHOMY COCTaBY JIMll, KOTOPBIC

He UMEIOT J0CTYMA K MePCOHATIEHBIM JaHHBIM.
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11.6. JInunbie xapTOuky paGOTHMKOB, MPUKA3bl [0 JIMYHOMY. COCTaBY, CHPAaBKH,
OTPXKAMOIIKE COLMATBHO-IeMOrpaduueckue ceefeHns 0 paboTHHKE M ero pabory B
MPOLIJIOM, AHKETHI PabOTHWUKOB, TPYAOBBIE [OFOBOPHl W APYIHE JAOKYMEHTI,
ColiepKaniMe TMEPCOHANbHBIE NaHHbIe PabOTHUKOB M MHQOPMALMIO, KacaIOUIYIOCs
HEMOCPEJCTBEHHO PpabOTHMKA, XPAHATCA B CHELHUATBHO OTBEACHHBIX 3AMPAEMbIX
mkacgax.

e - T py AOBBIS KHHKKKH PAOOTHHKOB XPAHATCs B HECTOpaeMbiX. celidax.

12. Topsinok nepenayu A0KYMEHTOB HA APXHBHOE XpaHEHHE

12.1. Ob6mmii mnopsaok paboThl MO MOATOTOBKE JOKYMEHTOB KaapOBOIO
JEJIOMPOU3BOACTBA K apXMBHOMY XPaHEHMIO, BKIOYas (opmupoBaHue U odopmieHue
Jell, NPOBEICHHE OJKCMEePTH3bl MEHHOCTH [NOKYMEHTOB, COCTABJICHHME OIMCEH Jen
NOCTOSIHHOTO, BpeMeHHOro (cBeinie 10 j1€T) CPOKOB XpaHEHHS M M0 JIHWUHOMY COCTaBY,
nepenady Aeil B apXHB, a TaKKe MOATOTOBKY aKTOB O BBIACJICHHH K YHHYTOXKEHHIO
AOKYMEHTOB, - HE MIOAIEKALIMX = XpaHEHHIO, onpeaensercs MHCTpykimed 1o
AETIONPON3BOACTBY. | | e ] M hE A R e

12.2. JIokyMeHTEl KaApOBOrO AENOMPOM3BOACTBA 10 HCTEYEHUH YCTAHOBICHHBIX
CPOKOB (He paHee 4eM 4epe3 rojl U He TO3/Hee YeM 4epe3 TPH roja Mociie 3aBeplieHus
paboTel ¢ JOKYMEHTAaMHU B JE€JIONPOM3BOACTBE) B YCTAHOBJICHHOM IOPSIKE MEPENAKOTCS
Ha xpaHenue B apxus MAJIOY nu60 BeiensioTes K yHHUTOKEHHIO. OT60p HOKYMEHTOB
Ha XPAHCHUE WIH YHHYTOKEHHE OCYIIECTBJIACTCS MyTEM MNPOBEACHUSA 3SKCHEPTHU3BI
LIEHHOCTH JIOKYMEHTOB.

12.3. Paboty no opraHu3anuy 1 MPOBEICHHIO IKCIEPTH3bl LEHHOCTH JOKYMEHTOB
KaJ[pOBOro = JAEJONPOM3BOJICTBA IMPOBOAMT OTHAEN KagpoB MOA @ METOIHYECKHUM
PYKOBOJACTBOM CO CTOPOHBI CEKpeTaps ([elonpou3BoaMTeNs) M pabOTHHKA apxHBa
MAJZIOY. el L%

12.4. B cnyuae nuksugauun MAJIOV otaen kaapoB GpopMUpYeET BCe TOKYMEHTH B
nena u nepeaaet ux B apxuB MAJIOY ne3aBucumo ot cpokos xpanenus. Ilepenaua nen
1O JIMYHOMY COCTaBYy CO CPOKaMM XpaHeHHs cBbilie 10 et ocylnecTs/isercs no OnucH
A€J1, Aes €O cpokamu XpaHenus 10 10 et BKIoYMTeNbHO — IO HOMEHKJIATYPE eI,
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[Tpunoxenne Ne 1
OO6pa3sen aHKeThl COMCKATEA

AHKETA
(3anonHseTcs COOCTBEHHOPYYHO)
Gamunus
HAma S SO,
OtgecTBO
Jlara poxaeHus

1. I'paxknancTBO (€CiM H3MEHSIH, TO YKaXHTE, KOrja v
10 KaKoi Npu41He)

2. ObpasoBaHue, yyeHas cTeneHb (KOraa v Kakue
yueOHble 3aBeIeHHA OKOHYHIIH, HOMEPA AUILIOMOB).
CrieunasbHOCTh ¥ KBaTU(UKALIUA 110 TUTLIIOMY

3. KakuMu HHOOTPAHHBIMHU A3BIKAMY M si3biKaMnr | ~ = . S WY R
Haponos Poccuiickoit @enepaunu Biajgeere U B KaKoi Ty
cTereHu (YMTaeTe ¥ MOKETE OOBACHATHCS, BIIAEETe
cBoOOzHO)

4. BemnonaseMas pabora ¢ Hauaia TpyA0BO# AeATebHOCTH (BKIIIOUYAs BOSHHYIO Ci1y» 0y
¥ paboTy IO COBMECTHTEIBLCTBY)

Mecsan 1 To OJDKHOCTB C YKa3aHHUEM VUPEeKIeHHs,
= 8 o y YApeAR MecTOHAXO0MKACHHE YIPEKACHMUS,

OpraHu3aLxM, MPEeANPHATHA, a TAKKE

MOCTYIUIEHMs | yXo/a OpraHU3alMK, MPEANpPUATHS

MHHHCTEPCTBA (BEOMCTBA)

5. Bamu 61M3Kue POACTBEHHUKH (JKEHA, MYXK, OTell, MaTbh, OpaThs, CECTPhI)

Crenenb Damuas, UM, I'on Mecto paborsl, Anpec mecta

poacTea . QTYECTBO POKOCHHA HOOJIKHOCTD HHUTEJIBCTBA

6. Jlomamsui agpec © Homep Tesedona:

7. [Tacnopt UM JOKYMEHT, €ro 3aMEHSAIOLTHHA:

(uomep, cepHA, KEM M KOrJa BhIJAH)
8. JlonosHUTEABHBIE CBEICHMS, KOTOpbIe BhI jenaere cooOMTh 0 cebe:

« » 20 r.

(nara 3amonHeHMs) (noanuce) (U.0. (Dammmﬂ

(JOMKHOCTL OTBETCTBEHHOTO 33 KAJIPOBBIH YUCT) (noanuce) (1.0. Dammms)
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[Tpunoxenue Ne 2
Brnank npukasa no JM4HOMY COCTaBy

(HaumeHoOBaHue 00pPa30BaATE/ILHON OPraHU3alN)

( )

(cokpalleHHOE HAUMEHOBAHUE)

IMTPUKA3
Ne
(nara)
(MecTO cocTaBjIeHMs MPUKA3a)
_ 3aroJioBoK

B cBssn ¢ -
[TPUKA3BIBAIO:
OcHoBanue

(TOMKHOCTD) (moanucs) (K1.0. Oamumas)

C npuKa3oM O3HAKOMJICH:
- (moanuce) (1.0. ®amunus)
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[punoxenue Ne 3
baank cripaBku

(HauMeHOBaHWe 00pa3oBaTeIbHON OpraHN3aLiH)

( )

(KpaTKOe HAUMEHOBAHUE)

CITPABKA
Ne
(mara)
(MecTO COCTaBJICHMA )
Hacrosmas crpaska’
BbIJIdHA
(MOIDKHOCTB ) (moAmmcs) (U.0. Gamuiims)
M.IL
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[Mpunoxenue Ne 4
bnank BeinUCKHU U3 Npukasa

(HaumeHoBaHne 00pa3zoBaTe/IbHOM OpraHU3alKH)

( )

(KpaTKkoe HauMEHOBAHHUE)

Boinucka U3 npukasa

Ne
(nara)
"~ (mecTO cocra_nnen'aa npHKasa)
O uem npukas
I[TPUKA3BIBAIO:
1.
OcHoBaHue:
(MOMKHOCTH PYKOBOIAUTEIA) (moamnuce) (U.0. damunusn)
Bepno
(OIDKHOCTB JTHLIA, 3aBEPHUBILIETO (moamucs) (M1.0. ®amunus)
BBITIUCKY )
« » : 20 T

(mara 3AIIOIHEHNs)
M.IL
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