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BBEJJEHUE

Kagposoe fenonponssopcTBo — 310 cdepa JesATe/IbHOCT, Halle-
JIEHHAs Ha CO3JJaHye U MCIOIb30BaHye KaJlpOBOIl JOKyMeH Talluil [is
obecriedeHNs BCeX MPOLECCOB 0 YIPABIEHNIO IepCOHAIOM,B Opra-
Hysauuy. OHa BK/IIOYaeT B ce6s IOATOTOBKY KaIpOBBIX JOKYMEHTOB,
paboTy ¢ HMMMU, OPTAHU3AINIO X XPAHEHMSL.

KazpoBast joxymeHTa1s MMeeT OOBIIOE YIIPABIEHIECKOE W COLM-
anbHOe 3HaueHNe. OHa ABJIAeTCA OfHOI U3 OCHOBHBIX COCTABAIOIIUX
adPexTuBHOI paboThI ¢ HepcoHanoM. Kpome, Toro, oHa BakHa Iist
Ka)K[JOTO KOHKPETHOTO Y€/I0BEKA, TaK KaK COlePXKMT MICIEPIIbIBAIOLIYIO
nHopmaLuio o GpaKTax ero TPyLOBOI e TENbHOCTI.

Hu onHo mevicTBue ¢ pabOTHMKOM He MOXKET OBITh, OCYIIIeCTBIEHO Ha
cnosax. [Ipuem, nepeBof, yBo/bHeHNe, TOOLIPERILE, TPeNOCTaBIeH e
OTIyCKa, KOMaHMpPOBaHe U APyrie B3aMOOTHOLIEHsI pabOTHIKA
U paboTORATENS JOMKHBI OBITh JOKYMEHTATBHO 3aKpeIl/ICHBI.

Hanu4ane npasuibHO 0pOpM/IEHHBIX JOKYMEHTOB CBUAETENbCTBY-
€T O IPaBOMEPHOCTY COBEPIIEeHHBIX € PAOOTHNKOM /IeiICTBUIL. ITO
II03BO/IA€T MUHMMU3MPOBATHBEPOATHOCTD TPYAOBBIX CIIOPOB, a TAK)KE
CITY>KIT JIOKa3aTe/IbCTBOM B €Yfie B C/Ty4ae BOSHUKHOBEHM A Pa3HOITIACUIA
MeX[y CyObeKTaMI TPYHLOBbIX OTHOIICHMIL.

PerynupoBaHue BOHPOCOB TOKYMEHTUPOBAHMA TPY/IOBbIX OTHO-
HIEHNIT BO MHOTOM QCYIIECTB/AAETCA Ha TOCYaPCTBEHHOM YPOBHE.
Pasmranbie IIPaBOBBIE AKThI OIIPENE/IAIOT COCTAB KaIPpOBbIX TOKYMEHTOB,
MIOPALOK X 0pOPM/ICHNSA, CPOKY UX CO3/JaHMs, OJICAHNA, O3Ha-
KOMJIEHVISI C HUMM PAOOTHUKOB.

Hecob6mnroneHe TipaBoBbIX HOPM B cepe KagpoBOTo AeONPON3BOL-
CTBa MO>KET IIOBTIeYb 3a 00011 mITpadHble CAHKIIMY [T OpraHM3aIuit
U OMCKBAIMDUKALIIO /IS IpeATIpUHMATeIeit.

Oco060e BHMMaHIe TOCYAAPCTBa K chepe KapoBOTo AeTIOIPOU3BOJ-
CTBAOOBSICHIETCS TeM, UTO COLEPIKAILAsACs B KaJPOBBIX JOKYMEHTAX
nH(OpMaIVisi HOCUT He TONIBKO OIIePATHBHBIIL, HO U PETPOCIIEKTUBHBDII
xapakTepsOna Mo>keT ObITb BOCTpeOOBaHa CIYCTS JOITHE TOIbI ITOCTIe
YBOMBHEHMsI paboTHMKA 13 opranusanyuu. [JoaToMy #is KagpoBoit
HAOKYMEHTALlM YCTAaHOBJIEHDI JUIUTE/IbHbIE CPOKYM XPAHEHN, a CaMO Xpa-
HEHME peryampyeTcs pAgoM IpaBoBbIX akToB Poccurickoit Penepanyn.
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C. A.TNIOTOBA. CMPABOYHIK N0 KAPOBOMY IENONPON3BOACTBY AN PABOTHUKOB OPTAHU3ALIUI

Bce atn dakTOops! onpepensitor ocobbie TpeboBaHMUs K KBanubu-
KaI[My Ka/|pOBBIX CIIEI[Ma/NCTOB I CIIELAINCTOB 10 yIIPaBIeHNIO
nepcoHanoM. Kaxxzplit paboTHIK KapoBoil CTy>KObI JOTKEH 00/1a/jath
LIETTbIM KOMIIJIEKCOM TEOPETMIECKUX U IIPAaBOBbIX 3HaHI/H7[, HeO6XOL[I/IMbIX
IUISL OCYIIeCTB/ICHNsI 9TO eATeIbHOCTH, B COOTBETCTBINA €O BCEM
TpeOOBaHNAMYI HOPMATVUBHBIX IIPABOBBIX aKTOB Poccuiickoi®enepariui.

ITpoceccroHanbHbI CTAHAAPT CHELMAINCTA 110 YIPABICHNIO IIep-
COHAJIOM JJISl K&XXJJOTO YPOBHSA KBa/IU(pUKALVN IpeAnoNaraer Habop
3HAHMUII Y YMEHMWIT, CBA3aHHBIX CO cepoll Ka[poOBOTO AeI0IPOU3BOJ-
ctBa. Hammpumep, crieinamct 1o 10KyMeHTaIOHHOMY, 00 eCrieYeHIIO
HePCOHaJIa IOJDKEH 3HATD IIOPAAOK 0pOPMIeHN S, BeleHW 1 XpaHeHVIA
TOKYMEHTOB II0 TIePCOHATY, CIIelIMa/IIICT 110 OLleHKe M aTTeCTaliN
HepCOHaIa — MOPSIOK 3aK/TI0YEHVIA I0TOBOPOB, CHELMAIICT IO OTO0pY
HepcoHama — MOPAROK 0pOpM/IeHN, BeHeHIA M XpaHeHNA JOKYMeH-
TAIM, CBA3AHHOI C IOVICKOM, ITPUBJIeYeHMEM, HOI60pOM 11 0TOOpOM
IIepCOHasIa Ha BaKaHTHbBIE TO/DKHOCTH,a PyKOBOJIUTENb KaJpOBOII
CITY>KOBI VI IMPEKTOP IO TlepCOHATy JOKHbI 007Ta/1aTh 3HAHNAMI OCHOB
apXMBHOTO 3aKOHOJATE/IbCTBA VL HOPMATVMBHBIX ITPAaBOBLIX aKTOB Poc-
cuiickot Pepeparun B 4acTyt BEJEHVST JOKYMEHTALNN 110 IIEPCOHATTY.

JanHOe M3faHMe IpeRHASHAYeHO)I/I1 pAaOOTHUKOB Ka/JPOBBIX
Cr1yK06 BCeX YPOBHeN 1 CIIySKUT He/siM MHGOPMALIMOHHON HOAAEP>KKI
UX IeATeNTbHOCTH, IIOBBIICHNA IPAaBOBOII TPaMOTHOCTH B cepe
KaJpOBOTO JIeJIONPOY3BOHCTB A,

B xHure paccMofpeH WUpPOKIIT KPYT yIIpaBIeHUYeCKNX CUTYALNIA,
B XOJj¢ KOTOPBIX QO3[AI0TCS Vi IPUMEHSIOTCS KaJlpOBbIe JOKYMEHTBDI.
Ilana nogpo6Hast XapaKTePyUCTIKA BCeM BIIaM JOKYMEHTOB IO IMYHO-
MY COCTaBY, OMCAHbl 0COOEHHOCT MX IOATOTOBKY U PAOOTBHI C HUMIL.
Taxoke B M3[aHUN HPONNCAHBI BCE OCHOBHBIE Ka/[pOBbIe IIPOLIeAYPbI
U MOPANIOK MX JOKYMEHTa/IbHOTO 0(OPM/ICHMSL.

Kpome o0Omigit nHbopManny, B M3JaHNY Ye/lleHO BHUMAHe 4acT-
HBIM BOIIPOCaM, KOTOpble MOTYT BO3HMKATb B IPAKTIYeCKOI paboTe
CHeHMAMCTOB KaipoBbIX c1y>X6. Hanprmep, Heo6X0oamuMo i HOTy4arh
cot/acye paboTHMKA ITPY HAIIPABJIEHUY €TO B KOMAaH/IIPOBKY, YTO CUU-
TaTb «HEVCITOTHEHIeM JIOIDKHOCTHBIX 00A3aHHOCTe» ITPY Ha/IO>KEHUN
IVICHMIUTHAPHOTO B3bICKaHIA, 32 KaKOJ1 IIepUOJ, HeOOXOIMMO YBEJOMUTD
PabOTHIIKA O Tiepeesyie pabOTOIATENA B APYTYIO MECTHOCTD, KaK BHOCUTD
M3MEHEHNA B TMYHYI0 KapTOUYKY pabOTHMKA I B IITaTHOE PaCIVICaHIe.
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BBEJEHNE

B n3ganuy HasBaHbI 00sA3aTeNIbHBIC JOKYMEHTBI KaZIpOBOI CITY>KOBI
B COOTBETCTBIN C TPYHOBBIM 3aKOHOHaTembcTBOM Poccuiickort Penepany,
TAIOTCA CCBUIKY Ha KOHKpeTHBIe cTaTby TpymoBoro Kofekca Poccuiickoii
Deneparyi ¥ MHBIX IIPABOBbIX AKTOB, B KOTOPBIX 3TM JOKYMEHTBI Ha3bIBAIOT-
cs1. YCTaHAB/MBACTCs, KaKlie JOKYMEHTDI TPeOYIOT JIMYHOM O IIACH PpaboT-
HIIKQ, KaKyie JOKYMEHTBI JOJDKHBI ObITb 00513aTe/IbHO M3/IaHbI BIOYMaKHOM
Bupe. [JaHHas nHGOPMALN BaKHA LI KAAPOBDIX CIIEL[VIA/IACTOB, TaK KaK
VIMEHHO C 9TVIMM JJOKyMEHTaMM CBS3aHO OOJIBbIIMHCTBO TPYHOBBIX,.CIIOPOB
1 MIMEHHO 3TU JJOKYMEHTBHI B IIepBYIO Ouepefib IIPOBEPIOTC MHCIIEKIIMeN
110 Tpy#y. Taxoke gaeTcs XapaKTepyUCTHKA TOKYMEHTaM; KOTOpbIe SIBJLA-
I0TCs1 He00s13aTe/IbHBIMI MJTY YCTIOBHO-00513aTeTbHBIMI M/ ATPIMEHSTIOTCST
B OIIpe/ie/IeHHBIX C/Ty4Yasx 1160 IPY3BaHbl YCOBEPIICHCTBOBATD PabOTy
KafIpoBbIX CTy>0. K TakiM JOKyMeHTaM OTHOGHTCA OOMBIINHCTBO JIOKa/Ib-
HbBIX HOPMaT/BHBIX aKTOB KaJIpOBOII CITy>KOBI:

OCHOBHBIM JIOKa/IbHBIM HOPMaTMBHBIM aKTaM, KaZ[pOBOIT CITY>KOBbI
HOCBSILIIEHBI OTZE/IbHBIE CTAThY M3[aHNsA, B KOTOPBIX IIOPOOHO IIPOIIVCHI-
BAIOTCA VX CTPYKTYpa I COfiep>KaHue, HOPANOK NOPIINCAHNA, YTBEPXKIEHIIS,
O3HAKOMJICHVS PaOOTHIIKA U IIOPALOK MepecMoTpa.

B xHUTe Ha3BIBAIOTCSA OKOJIO €Ta 3aKOHONATE/TbHBIX, HOPMATHBHBIX
IIPaBOBBLIX AKTOB U HOPMATVBHO>METOANYIECKIX TOKYMEHTOB, KOTO-
Ppble UCIIONb3YIOTCSA B paboTe KagpoBbIX CyX0. [JatoTcs cChlIKM Ha
KOHKpEeTHBIe CTaTb! B 3TUX IIPABOBLIX aKTaX, COfleprKalliyie HOPMbI
TPYHOBOTIO IIpaBa B cheépe KafipoBOTO [IeTIOIPON3BOJCTBA.

Han6ornee 3HaunMbIM HPaBOBbIM aKTaM JjJaHa XapaKTepUCTHKA,
B KOTOPOJI OIMCBIBAETCA KPYT BOIIPOCOB, KOTOPbIE laHHbIE IPaBOBbIe
aKTbI Pery/IMPYIOT, [epeucIeHbl 0COOeHHOCTI UX puMeHenys. K takum
IIPaBOBBIM aKTaM OTHocATcA: Tpymosoit kofekc Poccnitckoit Oepepariui,
Genepanbublit 3aKOH,0T 27.07.2006 Ne 152-P3 «O nepcoHanbHbIX JaH-
HbIX», QefiepanbHblit 3akoH oT 06.12.2011 Ne 402-P3 «O GyxranrepckoM
ydeTe» W/psAn APYIUX. B HUX pacKpbIBalOTCA TaKye BaXKHbIE BOIIPOCHI
KaJIpOBOM JieATeIBHOCTH, KaK HOPAOK JOKYMEHTVPOBAaHUA TPYHOBBIX
OTHOIMIEHN, TOPSIIOK pabOTBI C ITepCOHANBHBIMIY JAHHBIMU PaOOTHMU-
KOB 74 0COOEHHOCTH IIO/TY4YeHMsI COIIaCKsI Ha X 00paboTKYy, HOPSIOK
o OpMIEHN S IEPBUYHBIX YIETHBIX TOKYMEHTOB U MCIIOTIb3OBAHNS
YHUOUIVPOBAHHBIX GOPM IIEPBUYHOI yIETHOI JOKYMEHTALVN.

B kHyIre Nofpo6HO pacKphIThI BOIIPOCHI UCIIONIb30BaHMsI IIpodec-
CMOHA/IbHBIX CTAHIAPTOB, HAaeTCA UX XapaKTepUCTNKa, OIpeeaeTc
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Ha3HA4Y€HVE CTAaHIapTOB, IIPUBOAATCA CChIIKVM HA ITIPABOBbIE AKThI VI CTaTbI
Tpymosoro xomexca Poccuitckoit Demepany, B KOTOPBIX PerIaMeHTHPYeTC A
VX IIpUMEHEHMe. YCTaHAB/IVBACTCS, B KaKUX C/Tydasx IpoQCTaHIapPIbE
ABJIAKOTCA O6H3aT€}IbHI)IMI/[ I B KaKIX CquaHX OHI MOI'YT 6bITb JMCIOJIb-
30BaHbI B KAYECTBE METOMMYIECKOTO TOCOOMsE. OTeNnbHO pACCMOTPEH
ITpodeccronanbHbL CTAHAAPT CIELMA/IICTA IO YIIPAB/ICHNIOTIEPCOHAIIOM,
KOTOPI)II?I SABIACTCA CYIIECTBEHHDIM 3/IEMEHTOM IIOBbIIICHVIS 3(1)(1)6KTI/IB-
HOCTH pabOThI KaZPOBbIX CIY>KO 1 CITYXKO YIIpaBIeHNs TIEPCOHATIOM.
V3ganme cocTaBIeHO B ByJie CIIPaBOYHMKA, YTO II03BOJIAET OCBEILATDh
Kak o61gye Tembl — «ITpuem paboTHuKa Ha pabOTy»y«Oprannsams
nHQOPMALMOHHO-CIPABOYHOI PabOTHI IO KaJpOBOI JOKYMEHTALININ»,
TaK Y YaCTHbIE BOIPOCHI KaZIpOBOTO [e/I0IPON3BOJICTBA, HAapIMep Kaca-
Io11ecs 0co6eHHOCTelt 0hOpMIEHNST OTAEIbHBIX BIUIOB LOKYMEHTOB.
CTpyKTypa KHUT'Y IOCTPOEHA B COOTBETCTBUIU €,0CHOBHBIMI KaJIpO-
BBIMU IIPOLIEAYPaMU U HaIIpAaB/IEeHUAMU JeATe/IbHOCTU. B paMKax
Ka)X[IOTO pasfena BbIfie/IeHbl HaubojIee 3HauyMble TeMbl 11 BOIIPOCHI,
pacKpbIBalolye cofiep>kaHye pabOThI [0 Ka)K[OMy HaIlpaB/IeHUIO.
KH1bKHOE M3JjaHMe CONPOBOXAAETCs IMOCcapyieM, KOTOPbI I03BO-
nsieT OBICTPO HATY MHTEpeC IO/ e YATATE LS BOIIPOC 1 TeMY.
Imoccapuii cofep>XNUT MMUPOKVIT KPYT IIOHATHI, KOTOPbIE MCIIO/b-
3YIOTCA B TPY/IOBOM ITPaB€ 1 KaJIpOBOM JI€IOIIPOU3BOJCTBE C yYETOM
TpeOOBaHMII FOCYAapCTBEHHBIX cTaHapToB Poccuiickoit Pepeparuim.
Imoccapmit 1o3BosIsIe T BECIN TIPEIMETHBII TIOMCK II0 OOIIVM U CIIeLy-
¢dudyeckuM BoIpocaM FOKYMeHTAMOHHOTO 00eCIieYeH s esITe/IbHOCTI
KaJIpOBBIX C}Iy>K6. B HeM Ha3BaHbI BCe BUIBI KaJipOBbIX JJOKYMEHTOB,
CPOKU, CBAI3aHHBIE C 3TVMI JOKYMEHTaMM, IPOLIelyPhl, B XOfie KOTOPbIX
9TU JOKYMEHTbI IPAMEHAIOTCS, a TAK>Ke IIPUBENIEHbI BCE OCHOBHbIE IIOH -
TSI, MCTIOIb3yeMble KaIPOBOIL CITY»K0O0II B IIpOLiecce ee fesITeTbHOCTH.
B oTnyyue oT TpagUIMOHHOIO MOCTPOEHMS U3IaHNI IO KaJpo-
BOMY JI€TONIPOMSBOCTBY HaHHBIN CIIPABOYHMK IT03BOJISIET C OHOI
CTOPOHBI BCECTOPOHHE PACCMOTPETh BCe ACMEKTHI JOKYMEHTUPOBAHMA
IesITeNBHOCTY KaPOBBIX CITY>KO M PabOTBHI C KaAPOBBIMU JOKYMEHTAMI,
C APyroi — ObICTPO MOTYINUTb MHTEPECYIOIIYIO KapOBOTO CIielya-
JIUCTA-IPaKTKa IPefMEeTHYIO MHYOPMALINIO II0 KOHKPETHBIM UK
crienyiduaecKyM BOIIpOcaM B 3Toit cdepe.
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1. KAIOPOBAA CJIIYVIKBA
B AIITTAPATE YIIPABJIEHU A

Otpen Kagpos, ynpaBieHNe KaJpoB,
C1y>k0a ynpas/ieH!s IePCOHATIOM

[I/1s1 ocylecTB/IeHNS AeATeIbHOCTI 110 YIIPAaB/IeHIIO AIEPCOHAIOM
B OpPTaHM3aLMAX, KaK MPABUIIO, CO3[AeTCs ClenarbHas/Cnyxoa,
KOTOpasi MOXKeT Ha3bIBAThCSI OTHE/IOM KaJpOB, yIIpaBIeHIeM KaIpOB,
CIy>K00i1 yrpaBIeHNUs IePCOHATOM.

Cny>x6a KafpoB dallle BCEro SIB/ISETCS CAMOCTOATEABHBIM CTPYK-
TYPHBIM HOfpas/eseHyeM, KOTOpOoe MOFINHAETCS HEHOCPefCTBEHHO
PYKOBORMTEIIO OPTAaHM3ALUY VIV €TO 3aMeCTUTENIO0, OTBEYaoIeMy
3a aJIMMHUCTPATUBHBIE BOTIPOCHI.

HasBaHMe 1 CTPyKTypa KagpoBOil CAYXKOBI 8aBUCAT OT psifa
(}HaKTOpOB, TAKUX KAK MACIITAO OPraHU3AMNIL, KOMTMIECTBO MOCTO-
STHHO PabOTAIMX COTPYAHNKOB, HOPSIOK ABVDKEHISI I TEKYIeCTb
KaJpoB, BUABI paboT, OCYILIeCTBIIAEMBIX CIY>K00I1, 06BeM KaZpOBOro
TIETOMTPOU3BOIICTBA.

B He6o0/pIINX OpraHn3anyax CAypKOa KafjpoB 4allle BCero MMeeT
JIVHEHYI0 CTPYKTYpPY. BO3IIaBsieTCsT OHa OTHMM PYKOBOAMTETIEM,
KOTOpOMy IIOJYMHAIOTCA BCE COpr,[[HI/IKI/I OAHHOTO CprKTypHOFO 1o~
paspenens. PykoBoauTeib oTBedaeT3a Bce HAIIPaB/ICHNS eI TeIBHOCTI
CrTy>x0bL. Pactipenienienye 06518aHHOC Tl MeX/y COTPYAHMKAMI OCYILeCT-
BJIIETCA B COOTBETCTBIY C y9aCTKaMy KagpoBoii paboTsl. HasbiBaeTcs
TaKas CIyx6a OT/EIOM KagpoB.

B KpymHBIX OpraHn3anmsax Kagposas CIyk6a MOXKeT Ha3bIBaThCs
yrpaB/ieHreM KagpOoBWIN CTyXX00i1 yrpaBneHus mepconanroM. Ona
MMeeT CIIOKHYI0 CTPYKTYPY, TO €CTh COCTOUT U3 HECKOTIBKUX CTPYK-
TYPHBIX HOAPAas[eIeHINI1, BBITIOMHIIOUUX OTHe/bHbIe PYHKIUY 110
yIpaB/eHUIO IIEPCOHAIOM.

Takasa CTPyKTypa HasbiBaeTCA QPyHKLUMOHa/NIbHOIN. Bo rmaBe ee
HaXOFUTCS PYKOBOGUTENb, HALIPUMEP AUPEKTOP 10 IIEPCOHAY, KOTO-
POMY HOTUMHSIOTCS PYKOBOANUTENN QYHKIMOHATIBHBIX CTPYKTYPHBIX
HOfpa3TeNe it — OTHE/IOB.

Yarge Bcero BCTpeyaroTcs Creayoiue GyHKIMOHATbHbIE CTPYK-
TYPHBIE I0/ipas/ie/IeHNsI: OTAeN KafpOB, OTBEYAOINII 3a KaPOBOe
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JIETIOTIPOM3BOICTBO U KaJIPOBBII YT, OT/IEN II0 OA60pY 1 HaliMy Tlepco-
Hasla, OT7ie71 OOy4eHNsA Vi Pa3BUTHA TIePCOHAA, OT/IEN CTYMY/IMPOBAHN
I OIJIATHI TPY/Ia, OT/E/I MOTUBALUNA IIEPCOHAIA, OTHEN COLMAAbHOFO
06CTy>KMBaHNA, OT/E/ OIIeHKN Vi IVIAHMPOBAHMA IePCOHAA, 0T/
OXpaHbI TPY/Ja U TeXHUKY 6€30IIaCHOCTH, OT/eN IpodopueHTaLuN
U aflalTaln.

JJOMKHOCTHO ¥ YMC/IEHHDBIN COCTaBbI KaXKJ0T0 £TPYKTYPHOTO
Iojpasjie/IeHs ONpPeNeNATCA UX 3ajjadaMi U TPYTOEMKOCTbIO
BBIIIO/IHAEMBIX PaboT.

B He60/MbIINX OpraHM3aIyAX BCs paboTa O YIIPABIEHIIO IIePCOHANIOM
MOJKeT OBITh IIOPYYeHa OHOMY CIICL[VIa/INCTY, HAIIPUMEP NHCIIEKTOPY
10 KaJipaM, U/ IlepelaHa KOMITAaHMAM, OKa3bhIBAIOUWMM YCIyTH 10
BEJIEHUIO Ka/JPOBOTO JeTONPOM3BO/ICTBA HA KOMMEPYECKON OCHOBE.

B rocymapcTBeHHbIX OpraHax cay»6a fiepcoHajla HasbIBaeTCs flerap-
TaMEeHTOM (OT/EeIOM) TOCYIapCTBEHHOII CTYKOBIM KaIpOB, YTO CBA3aHO
co crrenn KO TPYOBBIX OTHOIIEHNI B,CUCTeMe TOCYapCTBEHHOI
CITY>KOBI.

MecTo KafpoBoii cTY>KOBI B yIIpaBlIeHYeCKO
CTPYKTYpe OpraHm3anumu

Crnysx6a KazpoB (cmy»x0a yrpas/ieHus IepcoHaIoM) — 3TO CTPYK-
TypHOe Nofpasfie/eH e, KoTOPOe BbINONMHAET BeCh KOMIUIEKC PaboT IO
YIPaB/IeHUIO IIepCOHATIOM

OHa OTHOCKTCA K@IMUHUCTPATYBHBIM TIOfIPA3/IeIeHIAM 1 BKTIOUEHA
B allapar yIpas/ieHNs OpraHu3alieil.

Cy1ecTByeT HeCKOTbKO BAPUAHTOB IIOTYMHEHNA CITY>KOBI:

1. Cnyx6a KafipoB AB/IAETCA CAMOCTOATENbHBIM CTPYKTYPHBIM
oA pasieNleHNeM, BO3I/IAB/IACTCA PYKOBOAUTE/IEM CITY>KOBI 1 IOYN-
HAETCA HEIOCPE/ICTBEHHO PYKOBOJMTE/TIO OPIaHM3AIINIL.

Taka#l CTPYKEypa XxapakTepHa fi/id He6O/MbIIMX opranusanuii. Bce
HaIIpaBAEHU ATETBHOCTI CITY>KOBI KYPUPYIOTCA U KOHTPONMPYIOTCA
HEOCPEACTBEHHO PYKOBOJMUTENEM.

Cry>x6a KaJpoB IIpy TaKoil MOTYMHEHHOCTH Halle/leHa Ha pellleHe
AOCTATOMHO Y3KOTO Kpyra 3a/iad, CBA3aHHBIX Yallle BCEro C KapOBBIM
Y4eTOM, IOf;00pOM TIePCOHAIa I €T0 COLMATbHBIM OOecIedeHIeM.

2., Cnyx6a KafpoB ABAETCA CTPYKTYPHBIM IOfpas/eneHIeM,
KOTOpO€ BO3IJIaB/IACTCA PYKOBOJLUTENIEM CIY)XOBI U MOAYMHACTCA
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3aMeCTUTE/II0 PYKOBOJUTE/ISI OPTraHU3aLIY, OTBEYAIONIEMY 3a a/fMI-
HUCTPpaTUBHbIE BOIIPOCHI.

Takas CTpyKTypa XapaKkTepHa /I CPeHMX 110 MAcIITa0y, a TAKXkKe
aKTMBHO PasBMBAIOLINXCS M PACTYIMX OpraHusanmit. B atom ciyuae
cmy>k0a BKJIIOUEHA B allllapaT yIpaBjIeHNs B Ka4ecTBe OJHOTO ¥ ero
3BEHbEB I OTHOCUTCA K TpeTbeMy ypOBHIO praB}IeHI/IH.

Cny>x6a KafpoB sAB/IsAeTCS O0CTY)KMBAOINM ITOPA3TeIeHIEM,
KOTOpOe pellaeT Bce 3afjadl 10 YIPaB/IeHNUIO IIePCOHAIOM, BK/II0Yas
BOIIPOCHI MOTMBALNY, afJalITAllVY, HOBBIIIEHNA 3(PPeKTUBHOCTH
[epCcoHaa.

3. Cnyx6a KafpoB SIBISIETCSI CAMOCTOSTEIbHBIM, CTPYKTYPHBIM
HofpaszesieHyeM, BO3I/IAB/AETCS AUPEKTOPOM IO IIepCOHaNy — 3aMe-
CTUTENEeM PYKOBORUTENSI OPTaHU3ALINN.

B aTom crydae cny»x6a yrnpapneHnsdlep COHAIOM BbIBeIleHa Ha
BTOPOJT ypOBeHb yIpaieHys. Takas popma HOTUHEHNS IpefIIoaraeT
BBICOKMII aBTOPUTET CTY>KObI, 0OLIMPHOCTD €e 3aJad ¥ IIOTHOMOYMIL.

Kak npaBuno, Takue ciay>k65 QOPMUPYIOTCS B KPYIHBIX Opra-
HM3aLVAX, a cdepa yIpas/ieHNs HepCOHAIOM IPYPaBHUBAETCA 110
3HAYMMOCTH K NTPOM3BOACTBEHHON, GMHAHCOBO, KOMMEPYECKOII
U TEXHI4YeCKOIt chepam yrpaseHyist.

JlupexTop 110 IepCcoHaIy HapaBHe C APYTUMI JUPEKTOpaMy y4a-
CTBYeT B CTPATerN4eCKONMITITAHMPOBAHNI U OIpefie/isieT IOMUTUKY
KOMIIQaHNM B OTHOIICHUM TIEPCOHATA.

Cry>x6a KaipoB MO>XeT ©TBedaThb 3a BeCh IIepPCOHA/I OpraHu3a-
LM, 33 IEPCOHA/I B PAMKAX Pa3/IMYHbIX HAIIPaB/IEHU JeATETbHOCTI
OpraHmu3aLuy Wi obecrrednBarb pabOTHIKAMM OT/e/IbHbIE IIPOEKTHI.
B 3aBHCHMMOCTM OT 9TOr0 pas3aIMyYaOTCs HECKOIBKO TUIIOB CTPYKTYP
KafIpOBOII CITy>KOBL

CrpyKTypa KafipoBoil CTy>KObI
(CILy»K6bI ynpaBIeHN A IEPCOHATIOM)

CrpyKTypa KafpoBoii CIy>KObI (CTy)XOBI yIIpaB/IeHs [IEPCOHATIOM) —
9TOMEPAPXUYECKN OPTraHM30BaHHAaA COBOKYIIHOCTD HO,I[paS,[[eHeHVH?I
VL AO/TP)KHOCTHBIX JINII, OTBEYAIOIINX 34 BCE€ HAIIPABII€HNA Ka,[[pOBOf/’I
PabOTBL 1 pabOTHI 10 YIIPaB/ICHNIO IEPCOHATIOM.

Pa3miyaroT MpoCTyIO ¥ CJIOKHBIE CTPYKTYPBI KaJiPOBOIL CTY>KOBL.

IMpocras crpykTypa TakXe HasbIBaeTCs IMHENHOIL. B ee cocras He
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BXOJIAT APyTHe CTPYKTYpHbIe oApasfieneHrs. BosrmasiseTcs Takast
cay>x6a Hada/IbHUKOM OT/je/Ia, KOTOPOMY ITO4YMHSIOTCS CIIeLaIy-
CTBI OT/I€/Ia, OTBEYAIIIVe 32 PA3/IMIHbIE YIACTKU KaPOBOIl PAOOTbis
ITpenmy1ecTBa TAKOTO MOCTPOEHYS CIY>KObI 3aK/TIOYAIOTCS B OTCYT-
CTBUN HpOMe)KyTO‘-IHbIX praBHeH‘{eCKI/IX 3BE€HbEB, YTO yBe}'I]/I‘-II/IBaeT
CKOPOCTb Ilepefjauyl yIIpaBIeHIeCKIX pelleHNI], HO3BO/IAeT BBICTPOUTH
OJIHO3HAYHYIO YIIPAB/IeHYeCKYI0 BEPTUKA/Ib, YeTKO OLIPENE/INTD KPYT
OTBETCTBEHHOCTH CIelnanucToB. OfHAKO IPY TaKoil CTPYKTYpe IIOBbI-
IIAI0TCA TPeOOBaHNA K KBaTN(UKALII PYKOBOIUTE/L CTY>KOBL, KOTOPBIIT
IO/DKEH XOPOIIIO OPUEHTUPOBAThCS BO BCeX ChepaX ieare/IBHOCTH 110
YIIPaB/IeHUIO IIEPCOHATIOM.

K ClOXXHBIM CTPYKTypaM KafipoBOIt CTy>KOBI OTHOCATCS CTPYKTYPB,
HOCTPOEHHbIE 10 (PYHKI[MOHAIBHOMY ITPY3HAKY MM MHBIM [IPM3HAKAM,
HaIpKMep, reorpadyeckoMy, IPOfYKTOBOMY, HPOEKTHOMY, IIPOLiecc-
HOMY U T. [I.

DyHKUMOHAIbHAS CTPYKTYpPa IPEAHoIaraeT Bblie/ieHNie BHYTPU
CITy>XObI KaIpOB CTPYKTYPHBIX OAPasAeICHNI I VX CIIel[aIn3aLuio
B COOTBETCTBMM C BIJAMMU Ka[pOBOIT pabOTLI.

KonnuectBo GpyHKUMOHATBHBIX CTPYKTYPHBIX IOAPA3/ie/IeHNIT
U pacnpefe/ieHne 3a/jad MeKAY HIIMI8aBIUCAT OT 06beMa padoT 110
K)KJIOMY HaIlpaBIeHNIO JeATeIBHOCTI CITyXKOBI.

Bosrnasnsercs cny)xba pyKoBoauTeIEM MU FUPEKTOPOM IIO TIep-
COHaJy, KOTOPOMY NOAMVHSIOTCA PyKOBOAUTENN PYHKIMOHATBHBIX
CTPYKTYPHBIX ITO/IpA3/IEeIEHIAIA.

Takas CTpyKTypa €03/jaeTCA B KPYIIHBIX OPraHU3ALMAX U TI03BOJIAET
6onee 3¢ PeKTUBHO pelllaTb KOHKPETHbIE 3aJa4yl 110 YIIPaBICHNIO
IIePCOHAJIOM.

Kpome Toro, Mpu.TaKkoit CTpyKType PyKOBOACTBO CIY>KOBI MIMeeT
BO3MOXXHOCTD COCPEIOTOUNTHCS HA CTPATErMYeCKUX BOIIPOCAX YIIPaB-
ieHus TlepconaioM. [Ipu 9ToM K pyKOBOACTBY OT/e/IAMY CITy)KOBI MOTYT
OBITH IPUB/AEYEHBI TPOQIIIbHBIE CIIELNATICTEL.

s yerrentHoro GyHKIMOHMPOBAHUA TAKOI CITYXObI 60/IbIIIOE
3Ha4eHMe MMEIOT ITPaMOTHO Ha/Ta)KEHHBII 1 Y€TKO CTPYKTYPUPOBAHHBII
LIPOTECeKOHTPOIIA 3a UCIIOJTHEHNEM TTOPYYEHNII M YCTaHOBJIEHNE
OTBETETBEHHOCTI MCIIOMTHNUTENIEI.

Ellle ofMH TUIT C/IOKHOJ CTPYKTYPBI CTY>KObI YIIpaB/IeHNU epCo-
HAa7IOM IIOCTPOEH He Ha QPYHKI[VIOHATIbHOM pasfie/ieHny 00s3aHHOCTell
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MEXIy BHYTPEHHNMM CTPYKTYPHBIMIU NIOfipasfie/IeHVsIMY, a Ha 00/1acTh
OTBETCTBEHHOCTM 3THX IOAPa3TeIeHNI.

I pyrumu cioBamu, Bce OT/EbI CTyKOBI YIIPaB/IeHNS IIePCOHATIOM
MOTYT BBIIIOJIHATD OIYIHAKOBbIE (PYHKIVY, HO 00eCIIeuBaTh JIesITe/IbHOCTD
TepPUTOPHAILHO Pa300LIeHHBIX CTPYKTYPHbIX IOApa3Ie/IeHNiA, OTHEAbHBIX
IIPOEKTHBIX TPYIII, OTAeMbHbIX IPOM3BOACTBEHHBIX HallpaBACHNIT 1IN
HAIpaB/IeHNI! JeATeTbHOCTY OPraHM3aLMIA, OKa3bIBAOLINX PasHbIe YCITyTI.

Cy1ecTByeT Tax>Ke MOHATIE MaTPMYHOI OPTraHM3alMOHHON CTPYK-
TYPBI CIIY>KOBI yIIpaB/IeHNs IIEPCOHAIOM. B aTOM ciy4ae kKagpoBas
CITy>K0a MOXKeT MIMeTb TI00YI0 IIOCTOAHHYIO CTPYKTYPY,— JINTHEITHYIO
W GYHKLIMOHAIBHYIO, HO CIIeL[VI/IVICTBI 9TOV CIy>KOBIBXOIAT B COCTaB
BpEeMEHHBIX IPOEKTHBIX IpymIL. KaipoBble crieliancTsl B 9TOM ClTydae
UMEIOT IBOIIHOE MOAYMHEHIe — PYKOBOJUTENI0 KaIpOBOIT CITy>KObI
U PyKOBOJUTENIO MPOEKTHO rpynmnbl/Ilpi 9ToM pyKoBOgUTEND
IIPOEKTHOJI TPYIIIBI OIPENENAET CofepKanye Tpy/ia ClelanicToB,
a PyKOBOJUTENDb KaJpOBOII CITyXObI OCYIECTB/IAET KOHTPONIb 32
BBINO/THEHIIEM [TOCTABIEHHBIX B paMKaX IPOEKTa 3afad.

YuacTku KapoBout paboThI

DyHKIUY KaipOBOIT CITY>KOBI (C/1y>KOb!I yIIpaB/ieHNs IIePCOHAIOM)
JOCTaTOYHO PasHOOOpa3HbK BhInloNHeHNe 3TUX QYHKIMI MOXKET OBbITH
[IOPYYeHO OT/e/IbHBIM CHEI[MaIUETaM VIU CTPYKTYPHBIM IIOfipasyie-
JICHUSIM B 3aBUCHMOCTH OT €TPYKTYPBI KaZIpOBOI CITY>KOBL.

BeizensioT cenyiomie OCHOBHbIE yIaCTKI KapOBOil pabOTHI:

— BeJieHIe KaIPOBOIL IOKYMEHTALUM U JOKYMEHTALIUM 10 JINYHO-
MY COCTaBY;

— OCyIecTBIeH e KaJpOBOTO yUeTa;

- obecneveHne XpaHeH sl JOKYMEHTALUY TI0 TMIHOMY COCTABY;

- ¢opmupoBaHIe KapOBOTO pe3epBa U obecredeHne JBIDKEHS
KaJIpoB;

- TIOVICK; IIpUBIedeHNe, MoR6op 1 0TOOP mepcoHana;

—/Opranu3anys 1 poBefeHNe OLleHKN epCOHaa;

+ opraHmBalus U IPOBeeHNe aTTeCTALMY IIePCOHATA;

— ‘opraHM3anus ¥ IpOBeleHVe MEPONPUATUII IO PasBUTUIO
V1 IOCTPOEHMIO IPOQeCCHOHANBHO Kapbephl IIePCOHANA;

— OopraHusanys o0y4eHVs IepCoHaa;

— OpraHmMsalys afanTalliy U CTAKUPOBKY IEePCOHATIA;
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— OpraHM3aLVisl OIIATHI TPY/A [EPCOHAIA;

- paspaboTKa M peanM3anys COLAIbHON MOUTUKI B 06/1acTy
[IePCOHAIA;

- paspaboTKa 1 peannsalysi CUCTEMbI CTPATErNYeCKOro yIIpaBie-
HVISI TIEPCOHAJIOM OPTaHM3ALVIN;

- opraHmsanusA TPyAa U pa3paboTKa Mep IO OOECHmedYeHIIO
6€e30mMacHOCTH TPYAa.

B cBs13u € TeM, 4TO BCe HAIIPAB/IEHVISI [I€STENBHOCTH 110 YIPAB/IEHIIO
[IEPCOHAJIOM TECHO B3aMMOCBSI3aHbI MEX[Y 00011, QYHKIMOHAIBHOE
HAIO/THeHMe KXJOTO y4acTKa paboTsl OyfeT HHAMBUAYATBHO IS
Ka)KJI0J1 OpraHM3aLuy U i1 KaXK/[OTO OT/Ie/IbHOTO, CIeNaIICTA.

Pa6oTbI, BbIIIOIHsIEMbIE B PAMKAX OfHOTO HAHPAB/IEHMA KOHKPETHBIM
CTPYKTYPHBIM IIOApa3JIe/IeHneM WM ClieiaMCTOM; [eTaIbHO IPO-
[ICBIBAIOTCS B JIOKA/IbHBIX HOPMATVBHBIX:AKTaX KaZ[pOBOIL CITy)KObI —
HOJIOKEHMAX 006 OT/ie/Iax U JOIDKHOCTHBIX MHCTPYKIMAX PAaOOTHUKOB.

BepieHue KafpoBOro f1e/I0NpON3BOACTBA U KaJPOBOTO y4YeTa IIpef-
HoJIaraeT Claefyome BUAbl paboT:

~ MOATOTOBKY IIPOEKTOB JIOKA/IbHBIX HOPMATVBHBIX aKTOB B cepe
KaJIpOBOJL 1esITeNIbHOCTI 11 [IeSITEIBHOCTIA TIO YIIPAB/IEHNIO IEPCOHAIOM;

- I_[OKYMeHTI/IpOBaHI/Ie TPYHOBBIX OTHOIIIEHNI C pa6OTHI/IKaMI/I;

BeJleHIie TPYOBBIX KHIDKEK;
odopmeHe 1 BefleHITe PericTPalNOHHBIX (hopM;
- BefieHMe NHOOPMALMOHHO-CIIPABOYHOIT PabOTHI 110 KaJ[pOBOIl

IOKYMEeHTAIY, BKoyasd pOoPMupoBaHe TNYHBIX [ie/l pabOTHIKOB,
odopmiIeHNe TNYHBIXKapTOYeK PaOOTHIKOB;

- INOATOTOBKY JOKYMEHTALIMN K IIepefjade B apX1B, 0pOpMIeHe
HOMEHK/IATYPBl el CTPYKTYPHOTO IO/ pasfie/IeH N ;

- BeJieHNe TaOeIBHOTO y4eTa, yueTa pabodero BpeMeH!;

— TOALOTOBKY CIPaBOK M BBIIIMCOK 13 IOKYMEHTOB;

- ofecredeHne B3aMMOMENCTBUA KaJpPOBOTO CTPYKTYPHOTO
nofipasfeNeHNA C IeHCHOHHBIM (OHIOM, OPraHaMM COLMAIbHOTO
CTpaXOBaHIIA, CTy>KOaMM 3aHATOCTU U T. [I.

Pa6oTa mo momncky, npuBIedeHNIo 1 0TOOPY IepCoHaIa BKIOYaeT
B.ce6s cmepyomme neiiCTBIA:

~ aHa/u3 ppIHKa TPY/a;

— /GopMupoBaHye TpeOOBaHMII K KaHVATY Ha BAKaHTHYIO JIOTDK-
HOCTb;
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- IIOMCK IIepCOHasIa MOCPENCTBOM PEKPYTMHTIA, IPAMOTO IIOKCKA,
XCeOXAaHTVIHTA;

— paboTy ¢ KafpOBBIM Pe3ePBOM;

— B3aMMOJIENICTBYE C By3aMM, LIeHTPAMM 3aHATOCTY, KaJpOBBIMI
AreHTCTBaMIL;

- pasMeleHre MHPOPMALVM O BAKAHCYIAX Ha Pas3/INYHbIX Pecypcax;

- peanM3alMio METONOB ayTCOPCUHTA, TM3MHIA, ayTcTadduHra
IIepCOHATa;

— aHa/mu3 pe3oMe COVCKaTerIelt, IpoBeeHIe coOecemoBaHIIl, TECTH-
poBaHIte 11 0TOOP KaHAUAATOB, OTBEYAIOIIIX TPeOOBAHUsM BaKaHCHUIL.

QopMupoBaHKe KaJpoBOrO pe3epBa — 3TO, AeATeIbHOCTD, BK/IIO-
Jaromlast B ce0s cenyroye BUibl paboT:

- pacdeT mOTPeGHOCTH B IIepCOHATE, aHAMA3 (PAKTOPOB TeKy4eCTH
IepCcoHajia, COCTaBJIEH}E IPOrHO30B M3MEHEHWIA' B, IITAaTHO 11 OpTra-
HU3AIMOHHON CTPYKTYpaxX OpraHU3aLu;

- paspaboTKy HepevHs JO/DKHOCTel, MOMISKAIINX Pe3epBIPOBAHNIO;

- ¢opmipoBaHye CIIVICKOB KaHV/ATOB Ha pe3epBIpyeMble TO/DKHOCTY;

- TIpOBEfleHMe TeCTUPOBAaHN, OLIEHKN, ATTeCTal M/ KaH/IUaTOB
Ha JJOJDKHOCTY KaJ[pOBOTO pe3epBa;

- KOMIIJIEKCHOE IVIaHMpOBaHue Kapbepbl IepCoHaIa.

JeaTenbHOCTD 110 GOPMUPOBAHNUIO pe3epBa, KaK IPaBIUIO, BEETCS
B KOMIIJIEKCE C JIeAATENbHOCTHIO IO 01IEHKE IIEPCOHAIA Y €70 PA3BUTHIO.
OuneHka nepcoHaa BKAKOYAeT pa3pabOTKY IIaHa OL[eHKM IIePCOHAIa,
NIpOBeJleHl e MePONPUATUINIIO OLleHKe IIepCOHaJIa, BKI0Yasa aTTe-
cTanunio, TeECTMpOBaHNUE KBa}II/I(I)]/IKaL[]/H/I COTPYIHMKOB, TNIYHOCTHBIX
TOKa3aTesnein u Jgp.

JIBIO>KeHMe Ka[IpOB II0fipa3yMeBaeT TEKY4eCTb KaJIpOB, CBA3aHHYIO
KaK ¢ 00BeKTVBHBIMU IPMIMHAMY 0OHOBIEHNS TPYAOBOTO KO/IEKTIBA,
TaK U C IPOABVOKeHEM PaOOTHIMKOB IO KapbepHOII TeCTHMIIE. JTa
IeATe/IbHOCTb BKIOYAET C/Ie[yIOL/e COCTABIIAIIE:

— QaHAU8 TeKy4eCT! KaJ[poB, BBIPAOOTKY 1 pealnsalyio Mep 110
€€ KOPPEeKLuI;

+ ompefenenne GakTIUECKO U IPOTHO3UPYEMOIL IOTPEOHOCTH
B IIEDCOHA7IE;

— IJIaHMPOBaHMe Kapbepbl IEPCOHATA;

— ONTMMM3ALNIO PACCTAaHOBKY II€PCOHANA,;

— JIOKyMeHTalIbHOe 0pOpMIeHVIe IBVKEHNUS KaJpOB.
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JIBIDKeHNe KaZipOB HAIIPSIMYIO CBSI3AHO C Pa3BUTIEM IIepCOHAA.

Y4acTok paboThI, CBSI3aHHBIN C 00y4YeHMeM U pa3BUTIEM IIePCOHAIA,
BKJ/TIOYAET CTIeA YOI KOMIIIEKC Mep:

- olIlpefieieHMe TIOTPeOHOCTH B 0OYUEeHNI IepCOHAA;

- pa3paboTKy IUIAHOB IPOQeCCHOHAIBHOI Kapbepbl paOOTHIKOB;

— OpraHN3aluio IOBBIIIEHNA KBaTII/I(l)I/IKaLH/H/I, HepeHO)II‘OTOBKy pyKO-
BOJMTE/IEN 11 CIIELMA/IVICTOB Yepe3 00ydeHye [0 PasINYHbIM IIPOTPaMMaM;

— OpraHM3aLVIO IPOU3BOACTBEHHOI IIPAKTUKY CTYIE€HTOB;

— IOATOTOBKY M pa3pabOTKy y4eOHBIX IVIAHOB U IIPOIPaMM;

- IpUB/IE€YEHNE CTOPOHHUX OOyYaIMX LEeHTPOB I yueOHbIX
3aBefeHuit o 00ydenus u cepTudukanny pabOTHUKOB B COOTBET-
CTBMH C TpeOOBaHMAMM TPOdeccnoHaTbHbIX CTaHAAPTOB.

[Tospienne 3¢ HexTMBHOCTY TPYLA, COBEPLIEHCTBOBAHIIE CUCTEMBbI
OIUIATHI TPY/a U peany3alysi COLMaabHOM MOTNTUKY OCYILEeCTBIISIOTCS
C1y0607t KafpoB ITOCPECTBOM IIPOBEIEHMS CEAYIOIINX MEPOTIPUATIIL:

- pa3paboTKM, COBEpIICHCTBOBAHSA M BHEIPEHUSI COBPEMEHHBIX
CHCTeM OIUIAThI TPY/a VM IIpeMUpOBAHYIsE;

- (opMMpoBaHN KOJUIEKTVBHOI'Q IOTOBOPa;

- HOPMUPOBaHMA TPYHa;

- opraHusanuu paboTHLIO arTecTalum pabounx MecT;

— COBepLIeHCTBOBaHVA IPaUKOB pabOTHI OpPraHM3ALNIN, PEXKIMA
CMEHHOCTH;

— BeJieHNs U aHa/IM8a CTATUCTYKY 110 TPYAOBBIM ITOKA3aTe/LIM;

— COLVA/TIbHOrO £YPAaXOBAHNs [IePCOHAIA;

- paspaboTKy/(POPM COLVATBHON 3aIVTEI IEPCOHAIA;

- opraHmsanyy GOHAGMAaTEPUATbHOI TOMOIL;

- B3aumozericTBus ¢ [lencnonnsiM porgom Poccniickoit Gepepar;

— OCYIIeCTB/IEHMUSA MEIUIIVIHCKOTO Y IPYTYX BUJOB CTPAaXOBaHMsA
pabOTHMKOB;

— BBIIUTATBI CCY ¥ TIOCOOMIT;

- IPEeFOCTABIEHNSI BO3MOXKHOCTU IPOXOXIEHMs CAaHATOPHO-
KyPOPTHOIO JICYEHNS I T. .

HO/MKHOCTHO M YMCTIEHHBII COCTaBBI CITY>KObI
KafIpoB (CIy>KObI yIpaBIeHNsI TEPCOHATIOM)
JIOTDKHOCTHOIZ M YMCJIEHHBIN COCTaBbI C)'[y)l(6b1 3aBUCAT OT MHOTUX
()aKTOpOB, BK/IIOYAOIINX MaCIITab opraHusaryim, ooiiee KOmm4ecTBO
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PabOTHUKOB, TEKY4eCTb KapOB, 00beMbI pabOTHI 110 YIPaBICHIIO
II€pCOHAIOM " ,[[OKyMeHTI/IpOBaHI/IIO prHOBbIX OTHOIIIEHNI.

YcTaHOBUTD HEOOXOAMMOE KOYECTBO PAOOTHUKOB CITYXObI MO>KHO
C TIOMOIIIBIO METO/a pacyeTa sIBOYHON YMCTTeHHOCTI.

CDOpMyHI)I pacueTra SIBOYHON YMC/IEHHOCTU IIpUBENEHDI B Me>I<0Tpac—
JIEBBIX pryHHeHHbIX HOpMaTl/iBaX BpEMEHM Ha pa6OTbI 110 KOMIITICKTO~
BaHUIO 1 yueTy Kanpos (yTB. [locTaHoBIeHNeM MUHNCTEPCTBA TPya
u conyanbHeIX BorpocoB CCCP ot 14 Hos6ps 1991 Ne 78).

STOT MeTOJ OCHOBAH Ha BBIUNC/ICHNN 0011l TPYJ0eMKOCTI BCeX
BIJIOB HOPMUPYEMBIX 11 HCHOPMYPYEMBIX PaOOT, BBITOHACMBIX CTPYKTYP-
HBIM IOJpasJie/ieHNeM 3a TOff, V1 TIOC/IEAYIOLIM JIeTIeHIUV STOTO TT0Ka3aTelLs
Ha TOJIe3HbliT POHJ| paboyero BpeMeH! OffHOro PabOTHYUKA 3a IO,

Hopmupyembie paboTbl — 3TO Te OIepayy, A KOTOPBIX pac-
CUMTAHBI I YCTAHOBJIEHbI HOPMAaTVUBbI BpeMeHyy OHY TpuBe/ieHbl
B YKa3aHHOM BbIIlIe COOPHIMKE 1 MCUMC/IAIOTCA BiUeTOBEKO-Jacax.

Henopmupyemble, COOTBETCTBEHHO,)— 9TO Te ONepPaLNN, /I
KOTOPBIX YCTAHOB/IEHHBIX HOPM HeT,

Jns1 HeHOpMMpPyeMBIX pab0T HOPMBI MOTYT OBITh PACCUMTAHBI
CaMOJ OpTaHM3aleN ¢ TOMOIIBIO TaKUX OPITIIPOEKTHBIX METOL OB,
Kak ¢ororpadus u camodororpadus pabodero gHs.

®ororpadus u camodororpadus mpeacTaBIAT co60 TAOINIIEL,
B KOTOpbIe CaMMM pabOTHIKOM MV HaOTIOAAI0IIM BHOCATCA CIeNy-
IolIMie TTOKa3aTe/N: BU PaOOThl — Ha4alo — OKOHYAHVE — JIUTe/Ib-
HOCTb (B 9acax) — 00beM WM HOpMa BHIPAOOTKIL.

STy TabMuIBl HO3BO/IAIOT BHICYUTATD CPEHNUII II0Ka3aTeNb TPY-
JI0eMKOCTH KaXKIOT'0 HeHOPMIpyeMoro Bia paboT. Kpome Toro, oHu
cofiep)ar 00beM BBIIOTHAEMBIX HOPMUPYEMBIX paboT, KOTOPBIi
HeoOXOAVIM JI/I pacdeTa UX FOLOBOI TPYLOEMKOCTH.

TomoBas TPynoeMKOCTh HOPMUPYEMBIX PaboT OIpefienAeTcs 1o
dopmyrnet

THZ Zinzl HBpi X Vi (1),

tae T — TomoBas TpPynoeMKOCTb HOPMUPYEMBIX pabor, den.-u;

HBpi —=HOpMbI BpeMEH! Ha BbIIIONTHEH€ KOHKPETHOTO HOpMMUpYe-
MOT'0 BIi/1a pabOTHI, Yesl.-;

\ 00'beM KOHKPETHOTO BI/ia pabOThI, BBITOTHAEMOII 3a TOfI;

i=1,2, ..., n — BU/bI BBIIIOTTHSIEMBIX PabOT.
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To ecTb /1 K&KIOr0o BUa HOPMUPYEMOIT pPabOThI pacCUUThIBACT-
cATO0H0BAaA pr,T_[OCMKOCTb, a IIOTOM 3TH IIOKa3aTe/IN CyMMI/IpyIOTCH.

Hopwmsl BpemeHU B 97011 popMyIte pacCUNTHIBAIOTCS C TOMOLILBIO
K03 GNIVIEHTa, YIUTHIBAIOLIEr0 3aTPAaThl BpEMEHI Ha OpraHM3allIOHHO-
TeXHIYeCKOoe 00CTy)X1BaHIe pabouero MecTa, OTAbIX (BKIIOYas u3-
KYTII)TyprIe Hay3bl) U TNYHbIC HOTpe6HOCTI/I, a TaKJKe ITOATOTOBITE/IBHO-
3aK/II0YNTE/IbHBIE PAOOTHI B IIPOLIEHTAX OT ONIEPATUBHOFO BpeMeHu. [1o
pesynbraram ananu3sa Kapt ¢portorpaduit u camodoTorpaduit pabouero
BpeMeHu paboTHNKOB «K» mpuHmnMaeTtcst paBHbIM 8 % Ha BBLIOTHEHE
eIMHIIIBI HOPMUPYEMOI pabOThI:

- K
Hy, = Top x(1+ 55)02),

rge HBP — HOPMBI BpeMeHM Ha BBITIO/IHEHT€ KOHKPETHOTO HOPMI-
pyemoro Buja paboTbl, 4esr.-4;

T, — HOpMATWB OIEPaTMBHOTO BPEMeH Ha BbITIO/THEHIE TAHHOM
PpabOTEI, YCTAaHOB/ICHHBII 110 COOPHUKY; YETL. =M.

TooBast TPY0eMKOCTh HEHOPMUPYEMBIX PaboT, TO eCTb He Mpef-
YCMOTpPEHHBIX COOPHIKOM OIIPEHENTeTCst 1o hopMmyie:

Td=2k Hy xV, (3),

Bpj
rae T — ropoBag TpyflOeMKOCTb PabOT, He IPelyCMOTPEHHBIX
COOPHMKOM, eI~

HBpj — HOPMBLBPEMEHM Ha BBINIOTTHEHUE PabOT, He IIPeyCMOTPeH-
HBIX COOPHVIKOM I YCTAaHOBIEHHBIX HA OCHOBE HOPMAaTUBOB, PacCyuu-
TAHHBIX CaMOJ1 OpPraHm3aIuelt, Yeml.-4;

Vj — TOOBOI 00BEM PaboT, He TPERYCMOTPEHHBIIT COOPHUKOM;

j=1,2,..,1 — BUABI pabOT.

Tak yKe KaK My/isi HOpMUPYeMBIX PaboT, /ISl KAKIOTO BU/a HEHOP-
MMPYeMOIPa6OTHI PACCUNTHIBAETCS TOOBAS TPYLOEMKOCTB, & [IOTOM
ITVAIOKA8ATEeNMN CYMMUPYIOTCS.

O6111a51 FO{0Bast TPYLOEMKOCTD BCEX BUIOB PAOOT pacCUNTHIBAETCS
1o hopmyire:

T,=T,+ T, (4),

rnie T — obuias TpynoeMKocTh pabor.
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YncneHHOCTh pabOTHMKOB, HEOOXOVIMast J/Is BBIIOJTHEHMST PaboT
110 KOMIUIEKTOBAHUIO ¥ y4eTy Kazipos (), ucuncnsaercs o popmyre:

TO
Y= > (%),

rie Y — 4ncieHHOCTh pabOTHUKOB, YerL.;

®_ — monesubiit GoHz pabodero BpeMeHy OfHOTO PaboTHNKA 32
rofl B 4acax.

B c6opHMKe yKasbiBaeTCs, 4To @ NPUHMMAETCA B CPEHEM PaB-
HBIM 1910 4. OmHAaKO 3TOT IOKa3aTe/lb MOYKET HE3HAYUTEIHHO OT/IN-
Y4aThCsI, TAK KaK 3aBMCUT OT KOMMIECTBA pabOIUX JHEIB TONy.

Mertop, pacdeTa SIBOYHOI 4MCIAEHHOCTN ABISAETCA TPyHOeM-
KIUM ¥ MOXKeT UMeTb HeKOTOPYIO IIOTPelIHOCTD, TaK KaK He BCerya
yBaeTcst OTCIeSUTDh BeChb 00beM paboT/KaJpPOBOLO CTPYKTYPHOTO
nofipasfeseHn .

AnbTepHaTUBOI IIPK pacyeTe KOMIeCTBa PaOOTHNKOB KaPOBBIX
CIIyK0 MOXKeT OBITh IpMMEHEeHVe HOPMATIBOB IIpee/IbHOI YMCIIeH-
HOCTV PaOOTHMKOB KaPOBBIX CAYXXO 1, 0yXTranTepuit ¢emepaabHbIX
OpTaHOB JICIIONTHUTETbHOI BIACTI, yTBEPXKIeHHbIX [locTaHOBIEHNEM
MunTtpyna Poccun o1 5 miona 2002 1. Ne 39.

Hecmotpst Ha TO, 4TO 3TQT IPaBOBOII akT pasdpaboran s denepans-
HBIX OPTaHOB VICIIOTTHUTEABHON BAACTM, KOMMepYeCKe OpraHN3aIun
MOTYT IIPUMEHATD €T0 B KageCTBE PeKOMEeH/IaTeNbHOTO.

JIO/KHOCTHOI coctaB Gy KObI OIIpee/seTcsl pyKOBOJCTBOM OpraHN-
3allMU B COOTBETCTBUM € TeMI 3a/lauaMif, KOTOpbIe Ha Hee BO3/IAaTal0TCs.

[Tpy HaMMeHOBaHUY HOIPKHOCTEI CIIeIIMaIIICTOB CYXXObI KafipoB
paboromarens MOeT onupatbcsa Ha Obiepoccuiickuit Kmaccudu-
KaTop mpodeccuit pabounx, JODKHOCTEN CIY>KAIUX M TapUPHBIX
paspsagos (OKIINTP), KBanuduKkannoHHbI CIPaBOYHNUK SOMKHO-
CTell pyKOBOANMTeIel!, CIIelIanuCTOB U APYTUX CIYXKAILUX, a TaKXKe
Ha [TpodeccroHanpHbll CTAHAAPT CIENNaNNCTa [0 YIPaBIeHNIO
IepCcOHAIOM.

Q6s13aTeIbHOCTD IPUMEHEHVSI 9TUX HOPMATHBHO-METO[MIECKUX
TOKYMEHTOB IIpeflyCMOTpPeHa TOMbKO [/l OT/IeNbHBIX HO/DKHOCTEN
" nipodeccuii, eCu ¢ BBITIONHEHEM paboT 110 HUM CBSI3aHO IIpe-
HoCTaBJleH)e KOMIIEHCALWII U IbroT 160 Haju4dme OTPaHNYEHUI,
YCTaHOBJIEHHBIX B IIpaBoBbIX akTax PO (c1. 57 TK PD).
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B ocranbHbIX c1y4asx paboTomaTeslb MOXKET caM BbIOMpaTh Ham-
MeHOBaHMe JO/DKHOCTel. BMecTe ¢ TeM Henmb3s 3a0bIBaTh, YTO paboTa
CIIELMANNCTOB, KaK IIPAaBUJIO, PEITIAMEHTUPYETCA Ha JIOKa/TbHOM yPOBHE
IDODKHOCTHBIMU MHCTPYKUMAMHI, COCTAB/IATb KOTOPble HeO00Xomu -
MO, OIIMPAasiCh Ha TUIIOBbIe KBaTU(NUKALVOHHbIE XapaKTePUCTUKI 11
TOJDKHOCTHBIC 003aHHOCTY, IIPUBE/ieHHbIe B KBa/IN(UKALVOHHOM
CIIpaBOYHNKE 1 IPOQeCcCUOHAIbHBIX CTaH/JapTaXx.

PykoBopuTeny u cenyuanucTbl KagpoBoil CIyXKObI

JomKHOCTI pabOTHIKOB B cepe KafpOBOit HeATENBHOCTII I [IesITeNb-
HOCTY I10 YIIPaB/IeHIIO [IEPCOHAJIOM JeTATCS Ha TPY KaTeropy — PYKOBO-
IUTeNH, CIIeLMAIVCTBI U [PYTHe CAy>Kalye (TeXHIUYeCKUE VICTIOTHUTEIN).

B 0cHOBHOM 3T BUJBI fesITeBHOCTY 00eCIIedNBaIOTCsI PYKOBOM-
TEIAMI U CITELUATCTAMIA.

B cootBerctBun ¢ OKIIJITP (O61epocenitcknit Kimaccudukarop
npodeccuit pabounx, JO/HKHOCTEN CIYPKALMX 11 Tapy(HBIX Pa3psioB)
K KaTeropun «PyKOBORUTENN» OTHOCATES CAERYIOLe JOKHOCTH:

- 3aBeAYIOLNII OTHeIoM (110 YIIPaBACHUIO KaJlpaMi U TPYOBBIMU
oTHomeHusaMN) (kox 22046);

- HavaJIbHMK OTHena (YHpaBlIeHUDKa[paMI ¥ TPYLOBBIMU OTHO-
mennsaMn) (kox 24696);

- MeHeKep 110 HepCoHany (koxn 2403).

K kareropun «CriefjuaicTb» OTHOCATCA CIIEYIOIE TO/KHOCTH:

— UMH)XeHep IT0 TOATOTOBKE Ka/ipoB (xoy 22675);

- MHCIEKTOp HO Kazpam (kop 22956);

- CIenuanucT 1o Kagpam (kop 26583);

- TeXHMK IO TPyRY (xop 27072);

— 9KOHOMMUCT HO.TPYAY (xop 27755).

HomkHOCTh Tabenpuiuka (Kog 26904) OTHOCUTCS K KaTeTOPUM
«[Ipyrué cny>Kamye».

KBanurxalmoHHbII CIPaBOYHUK JOMKHOCTE PYKOBOLUTEIEN,
CTIeHMAMNCTOB U [PYTUX CYXKALUX COTEP>KUT CIeRyoiue KBanupu-
Kal[MOHHBIE XapaKTePUCTUKI FOIKHOCTEN PYKOBOLUTETIEN U CIIeLU-
Q/IVICTOB; CBsI3aHHBIX C IEsATEIBHOCTDIO II0 KaPOBOMY 00eCIieyeHNIo
U yIPaBIEHNIO IIEPCOHATIOM:

1)/ 3aMecTHUTeNb fUPEKTOPA II0 YIPABICHNIO IEPCOHATIOM;

2) Hava/lbHMIK OTHEeNa KaJpOB;

26



1. KAIPOBAA CJTYXBA B ANMAPATE YNPABNTEHUA

3) Hava/JbHUK OTJEA IIOfTOTOBKY KafIpOB;

4) HavyaJbHMK OTJe/Ia OpraHM3aLMI U OIIATHI TPYHa;

5) HaYa/JbHUK OTHE/A COLMATbHOTO Pa3BUTHSA;

6) MeHeKep II0 IepCOHALY;

7) MH>KeHep II0 OpraHM3aL Uy TPYHa;

8) MH>KeHep II0 IOATOTOBKE KaJlpOB;

9) MHCIIEKTOP IO Kafipam;

10) crenuanuct 1o Kagpam;

11) TeXHUK IIO TPYAY;

12) 3KOHOMICT IO TPYZY.

ITepBble 6 ODKHOCTEI OTHOCATCA K KaTeropuiu «PykoBopurenm»,
crefyIolyie JOIDKHOCTU — K KaTeropun «CreluaaicThi».

IIpodeccroHanbHbII CTAaHAAPT CIeNMaieTa HO YIpaBIeHIIo TIep-
COHAJIOM IIOCTPOEH II0 IPUHIINITY BbIe/eHsA 00061 HHBIX TPYTOBBIX
byHKIMIT 1 GOPMYINPOBKY BO3MOXKHBIX HA3BAHUII JOTDKHOCTEN /1A
PabOTHNKOB, BHITOTHAMNX 3TN QyHKIMN. [ToaToMy B cTanmapTe
HeT Jle/leHNs1 Ha KaTeropyy, OffHAKQ €CTh OTChIIKA K AHATIOTMYHBIM
mommkHOCTAM Kinaccudukaropa (OKITITP).

CTaHJapT COEp>KUT ONMMCaHVe TPYROBBIX PYHKIIL CIe[YIOX
PYKOBOJMTEII U CIIeLIa/IVICTOB 110, KagpaM 1 YIIPaBJICHIIO IIePCOHA/IOM:

BULIE-TIPE3NAECHT I10 YIIPAaB/A€HNIO IIEPCOHAIOM;

AMPEKTOP IIO IIepCoHaY;
— JVIPEKTOP II0 YIPABJICHIIIOAICPCOHAIOM;
3aMeCTHUTe/Ib reHepalbHOTO AMPEKTOpa IO YIPaB/IEHNIO IIepCo-

HaJIoM;

— PYKOBOAUTETb CTPYKTYPHOTO IIOfipa3fie/IeH i ;

— HaYaJIbHUK CTPYKTYPHOTO MTOAPa3/ie/IeHNs;

- cHeLManucT mo.Ka[pOBOMY [e/T0IPOU3BOJCTBY;

— CIIeIUA/VICT IO JOKYMEHTALMOHHOMY 00ecIe4eHN0 paboThl
C TIEpCOHAJIOM;

— CIeUUAINCT 110 JOKYMEHTAIIOHHOMY 00eCIIe4eHNI0 IIePCOHAIa;

—/CHemanyCT 10 Nof00py IepCOHAa;

~ CIIenVaJICT 110 OLIEHKE U aTTeCTaLMM IIeEPCOHAIa;

— CHeVaIICT 10 Pa3BUTHIO M 0OyYEeHMIO IIePCOHATa;

—ClIeNVaINCT 110 PasBUTHUIO Kapbepbl IEpCOHAa;

— CIlenyaIucT 10 HOPMUPOBAHNIO U OIIJIaTe TPYAa;

— CIIenyaucT 110 OPraHM3aLNI i OIIaTe TPY/ia;

27



C. A.TNIOTOBA. CMPABOYHIK N0 KAPOBOMY IENONPON3BOACTBY AN PABOTHUKOB OPTAHU3ALIUI

— CHENVAJIVCT II0 KOMIIEHCALVIAM U JIbrOTaM;

— CHENVAJINCT II0 COUMA/IbHBIM IIPOTpaMMaM;

- CIeLUaINCT 10 paboTe C IPeACTaBUTeIbHBIMIU OpraHaMIL,paOoT-
HIIKOB;

— CHENVANCT II0 KOPIIOPATUBHO COLMA/IbHOI IO THKE.

TpeboBaHMs K KaipOBBIM CHIELUATINICTAM, KBTI (DUKALIIOHHbIE
XApAKTEPUCTNKN KaJPOBbIX CIICINA/TVICTOB

Tpe6oBaHnsA K KOHKPETHBIM JJO/DKHOCTSAM KaJPOBbIX CIIELVA/IVICTOB
3aKpeIlIeHbl Ha HECKONIbKUX YPOBHAX.

K nepBoMy ypOBHIO OTHOCATCA rOCygapcIBeHHbIE HOPMaTUBHO-
MeTOfYeCKMe IOKYMEHTBDI, Cofiep Kalliie onucanme JOmkHoCTel. B pas-
HBIX IIPABOBBIX aKTaX 9TO OICAHNE COTeP)KUT PasHYIo HPOPMALVIO.

KBanudukaiyonHble XapaKTepyC TUKIEO/DKHOCTeI!, IIPYBeleHHbIE
B KBamudukanmoHHOM cripaBOYHMKe TOKHOCTEl PYKOBOIUTENIE,
CIeLVIa/INCTOB Y IPYTUIX CTY KAIIVX, BKITIOYAIOT, TPeOOBaHNA K JOIDKHOCT-
HBIM 00S3aHHOCTAM, 3HAHVAM CTIeUAMUCTA, K 00pa30BaHMIO U CTAXY
paboTsL.

ITpodeccnonanpHblil cTaHAAPT CHENVANCTA 110 YIIPABIECHIIO
LIEPCOHAJIOM COLIEPXKUT OoJiee pasBepHYTYI0 MHPOopManuio. s rpyI
TO/DKHOCTEN, BBIMOMHAIOIX Pa3iidHbIe BUJbI I€AT€TbHOCTY IO KafIpo-
BOMY 00eCIIedeHNIo 1 JINPaBIEHNIO Ie€PCOHAIOM B COOTBETCTBUM
¢ PYHKIMOHA/ILHON KAPTOJl, OIPENe/IA0TCS YPOBEHb KBaInpyKaLuy,
Tpe6oBaHNA K 00pa30BaHNI0 M 00yYeHI0, TPeOOBaHMA K OIBITY IPAK-
TIYeCKOI pabOTbL,OCHOBHBIE TPY/0BbIe (DYHKIINN U TPYAOBBIE IeICTBIA
I KOK01 (PYHKIVM, @ TAKoKe 3HAHVA ¥ YMEeHNs, HeOOXOAMMbIe IS
BBINIOTHEHNSA STUX IEVICTBUIL.

B coorBetcTBImM.CO cTaTbelt 195.3 TK P, ecriu TpeboBanms K KBasIu-
buxaium, Heo6X0IMMOIT pabOTHMKY I BBIIIOTHEHN A OIIpefie/IeHHOI
TPYOBOM QYHKLMM, yCTaHOB/IEHBbI TPyoBbIM KofeKkcoM Poccumiickoit
Denepanyu, ApyruMu GenepanbHBIMM 3aKOHAMY, MTHBIMJ HOPMATHUB-
HBIMI IpaBoBbIMU akTaMu Poccuiickoit @epepanny, npuMeHeHNe
ITpodcraHpapTa B YacTM yKa3aHHBIX TPeOOBAHWII ABIACTCA A
padoTomaTeeit 00513aTeIbHBIM.

Ecnu xapakTepycTyky KBamu@uKaImy He 3aKpeIieHbl YKa3aHHbIMI
BBIIIE MTPAaBOBBIMI aKTaMM, TO pabOTOATENb MOKET UX VICIIONb30BaTh
B Ka4ecTBe MeTOIMYEeCKOTO I0CcoOuA mpy pa3paboTKe TOKaTbHBIX
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HOPMAaTUBHBIX aKTOB, COAEPIKAIIUX TpCéOBaHI/IH K DOJIKHOCTAM
KaZIpOBBIX CIIeLIMa/lNCTOB.

JIoKanbHbBIN YPOBEHDb — 3TO BTOPOJ YPOBEHDb pPerlaMeHTall iy
Tpe6OoBaHMIT K KaJ[pOBBIM CIIEI[VIA/TICTAM.

JloxanbHBIMU HOPMAaTVBHbIMI IIPABOBBIMU aKTaMU1, COJ€PrKalliyiMuL
Tpe6OBaHI/I}I K TO/DKHOCTAM, AB/IANTCA JO/DKHOCTHDIE MHCTPYKIN VIV
JO/DKHOCTHBIE pPerylaMeHThI (B cucreme rOCYylapCTBEHHON CJIy>K6bI).

JJO/DKHOCTHDBIE MHCTPYKIMM MOTYT BK/IIOYATh KaK TUITOBBIE 10/IK-
HOCTHBIE 00513aHHOCTY U KBaTNUKAL[MOHHBIE TPeOOBAHILS, B3SThIe
13 IpoeCCHOHATBHOTO CTaHAAPTA U KBanu(UKAIVQHHOTO CIIPABOYHIKA,
TaK ¥ TpeOOBaHNsI, yCTAHOBIEHHBIE CaMOlt opraHusanueit. Hampumep,
paszmen JOTKHOCTHOM MHCTPYKImy «O611ie HOOXKEeHISI» MOXKeT BKITIO-
YaTh He TOJIbKO TPeOOBaHMsI K 00pa30BaHIIO) OHBITY PabOTHI, HO TaKXKe
TpeOOBaHMs K TUIHBIM U [JeTIOBbIM KadecTBaM paboTHIKa.

Tumnossie JOXKHOCTHbBIE 00A3aHHOCTU
KaJgpoBbIX CIIENVATVICTOB

Tunosrle JOKHOCTHBIE 0043aHHOCTH KafipOBBIX CIIEI[VIATCTOB —
9TO Te 00513aHHOCTH, KOTOpble ABIAIOTCA HauboJee XapaKTePHbIMI
IUIS1 OTHENIbHBIX HO/DKHOCTEVLKAKPOBOI CITY>KOBI.

Tunossie fomxHOCTHBIOOs13aHHOCTY chopMynupoBaubl B Kanu-
(UKALMOHHOM CIIpaBOYHUKE HO/BKHOCTEN PyKOBOIUTEIEN, CIIelya-
JINCTOB U APYTUX CTY>KalINX, B TUIIOBbBIX V1 IIPUMEPHBIX JOTKHOCTHBIX
VHCTPYKIMAX KaJJpOBbIX CIIEHMaNCTOB.

Tumnossle 1 mpuMepHbIe JOMHKHOCTHDIE MHCTPYKLMY pa3padaTbiBa-
I0TCA Ha KOHKPETHDIE JO/DKHOCTI OTPpaC/in WIN AJis1 ITIOABETOMCTBEHHBIX
opraHusanuit. TUIIOBble MHCTPYKLUY ABIIAIOTCA 005A3aTe/IbHBIMM /IS
IIpUMEHEHN A, IPYMEPHbIE — PEKOMEH/IATEIbHBIMMA.

Tumnosble JOHKHOCTHBIE 00A3aHHOCTY KaJPOBBIX CIIEIIVIAIIICTOB
U CIIELIMANIVICTOBNIO YIIPAB/IEHUIO IIEPCOHA/IOM TAK)Ke IIPUBE/IeHbI
B [IpodecenonalbHOM CTaHAapTe CIIeNMAINCTa 110 YIPaBIeHUIO
nepcOHaioM. B HeM OHM Ha3bIBAIOTCA «TPYHOBbIE NEMCTBIUA».

Ooiepoccuitckmit Kmaccugukarop npodgeccuii pabounx,
AOLKHOCTEN CTY KaINX ¥ TapuQHBIX pa3psmoB

Knaccudbnkarop — 9T0 nmepevyeHb HAMMEHOBAHUIT Pa3TUIHBIX

00BEKTOB, KOTOPbIE CTPYIIVPOBAHBI 110 ONIPee/IeHHbIM KIacCudu-
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KaI[MOHHBIM IIpu3HakaM. KaKgoMy 06 beKTy IpUCBOEH YHUKATbHBII
KOl B COOTBETCTBUM C ero npusHakamu. Kiaccudukaropsl 103BOIOT
YCKOPUTD U YIPOCTUTD paboTy 110 c60PY, CUCTeMaTU3auny 1 QOMeHy
HaHHBIMU. B Ie/onponsBoacTBe KOABI 13 KIacCUPUKATOPOB UCIONb3Y-
10TCAL /11 0603HaYeH s MH(OpMaLM B yHUPUIVPOBaHHBIX (POPMax.

Ob6urepoccuiickuii knaccudukarop mpodeccuit padoumxs/0/HKHO-
creit cnyamux u Tapuusix paspsagos (OKIIITP) OK 016-94 npuxsat
ITocranosnenneM focctanmapra PO ot 26 nexabps 19941 Ne 367.

Bo BBeieHnu KnaccuduxaTopa onpeneneHo, 4To «00beKTaMm
knaccuukanuyu 8 OKITITP apnaoTcs npodeccuifipaboumnx 1 JOmK-
HOCTH CITy>KaIllUX.

OKIIJTP cocront us AByX pasyienos:

- mpodeccunu pabounx;

- JIO/DKHOCTM CTY>KallyX.

[Tepsbiit paszmen — npodeccuy padodux — BK/II0OYaeT Ipodeccyn
pabounx B cooTBeTCTBUM C EnyHBIM TapudHO-KBamMpnKaIIOHHBIM
CIIpaBOYHMKOM pador u npodeccuii pabounx (ETKC), a Taxoke npodec-
cvm pabodnx, mpasa 1 00A3aHHOCTY KOTOPBIX TIPE[yCMOTPEHBI B YCTaBaX,
CIenVaIbHBIX TOTOXXEeHNAX I COOTBETCTBYIOIINX IIOCTAaHOB/ICHNAX,
PeraMeHTVPYOIVX COCTaBMPOdECCit B OTPACIIAX SKOHOMUKIL.

Bropoii paspen — [O/DKHOCTH CITy>KaIuX — pa3paboTaH Ha OCHOBE
EnvyHo HOMEHKJIATyphl JOIDKHOCTeT cnyxamux, Ksamudukamnu-
OHHOTO CIIPAaBOYHMKA JOJIKHOCTEI PYKOBOJUTEIEN, CTIeINaTINCTOB
U CIY>KAIINX, IeNCTBYIONAX IHOCTAHOBIEHUI U IPYTUX HOPMATUBHBIX
TOKYMEHTOB II0 BOIPOCaM OIIJIaThI TPyZa C y4eTOM HallMeHOBaHUI
TOJDKHOCTEI, IpMMeHAEeMBIX B 9KOHOMUKE.

HauMeHoBaHMA FO/DKHOCTEN TOCYJapCTBEHHBIX CTy>KalllUX IIpUBe-
TEeHBbI B COOTBeTCTBUM C YKa3amu IIpesunenta Poccuiickoit @enepannn

,O rocymapcIBeHHBIX FOKHOCTAX Poccuiickoit @egepannu Ne 32 ot
11 auBapa 1995t. u ,,O Peectpe gomxkHocTelt OefiepanbHOIl rocyap-
CTBEHHOM FPaXKAAHCKOI Cy>KObI“ Ne 1574 o1 31.12.2005».

Knaceudrkarop npuMeHAeTCA A1 HAMMEHOBaHMA TO/DKHOCTEN
B IITaTHOM pacnycanuy. O6:43aTebHOCTD PYMeHeHN Kiaccudu-
KaTopa BATOM CTy4yae IPefyCMOTPeHa TONbKO I/IA TeX MOKHOCTEN
u Ipodeccuii, 711 KOTOPBIX BBIIIOTHEHME PA6OT IO HUM CBSA3aHO
¢ IIpef0CTaB/IeHeM KOMIIEHCAIIMIt 1 JIBrOT MO0 Hanu4yeM OrpaHu-
YEHI1, yCTAHOB/IEHHBIX B IPaBOBLIX akTax P (ct. 57 TK PD).
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Taxoke kopibl KnaccuguKaTopa IpOCTAB/AITCS B YHU(DULIMPOBAHHO
¢dhopme muHON KapTOuKM paboTHuKa T-2.

KBanndukanoHHbI CIPaBOYHUK JO/HKHOCTEN
PYKOBOAMTENIENH, CIIEIMATICTOB M JPYTUX CTY>KAIiiX

KBamdpuxauoHHbI CIpaBOYHUK JOKHOCTEN PYKOBOJMTEICH,
CIIeLIA/INCTOB U Apyrux cayxamux (yr8. [loctaHOBNIeHNEM MUHTpya
21.08.1998 Ne 37) sBnsiercs 4acTbio ExyHOro KBamnpuKaguoHHOTO
CIIPaBOYHMKA JJO/DKHOCTEN PYKOBOAUTE/IEN CIIeIMaIIICTOB U CIY KAIIX
U COTEP>KUT 00111e0Tpac/ieBble KBannpuKaiOHHbIE XapaKTepUCTUKN
IIO/DKHOCTel1 pabOTHMKOB, 3aHATHIX Ha IPEIPHUATIAK) BYIPeKIEHIAX
U OpraHu3anyAX.

CHpaBOYHMK CITY>KAT CIIEYIOIIUM LIeTAM:

— PperynupyeT TPY[OBbIe OTHOIICHNSI MK Y PabOTHUKOM 1 pado-
TOJIaTeneM;

- obecneunBaeT 9P PeKTUBHOCTD CUCTEMbI YIIPAB/IEHNsI IIEPCOHA-
JIOM B OpTaHM3ALVX;

— OIlpefiensieT TEXHOMIOTUIO pabOTHI HA OT/IeNbHBIX JO/DKHOCTSIX;

— CIIOCOOCTBYeT palyIOHAIBHOMY Pasfie/IcHIIO TPY/a;

— CIIY>KUT OZHON U3 Mep YCTaHOBICHNUA IIOPs/iKa Ha pabodyx
MecCTax ¥ 001el DCIUIIHE;

— SIBJIAETCS OCHOBOMI JjIsl pa3pabOTKY JO/DKHOCTHBIX MHCTPYKIUI
I71 COTPYAHUKOB Oprafm3aliNiL,

Jo/mKHOCTY B CIIpaBOYHMKE CIPYIIIVIPOBAHBL B COOTBETCTBUM C KaTe-
FOPI/IHMI/I HOH)I(HOCTeI?I: pyKOBO}II/ITeHI/I, CIIeIMaINCTbl I TEXHUYECKUE
VICIIO/THUTEIN.

J7ist KaXKIoTt JOMMDKHOCT IPUBOFUTCS KBATUPUKAL[MOHHAS XapaK-
TEPUCTHKA, B KOTOPOIL OTIPee/isieTCsl TPYyRoBast QYHKIuA paboTHMKA
U pacKpBIBACTCS ee COolepKaHNe.

KBamudrkaguonHble XapaKTEPUCTHUKIA COCTOST U3 TPEX Pas3/enos:

— JO/KHOCTHBIE 00S3aHHOCT;

—IOJBKEH 3HaTbh;

+ TpebOBaHMs K KBaMpUKALIL.

[lopsAmok IpyMeHe NS CIIPaBOYHMKA PET/IaAMEHTVPOBAH HOPMATUBHO-
MeTOAMYECKUM JJOKYMEHTOM, KOTOPBIN Ha3biBaeTcs «[lopagok mpu-
MeHeHMs1 EnnHoro KBanmuKanoHHOTO CIPaBOYHMKA JO/DKHOCTEN
PYKOBOJUTENIEN, CIELMAIMCTOB M CIY>KaIUX», YTBEPK/EHHBIN
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ITocranosnennem MunTtpyza 09.02.2004 Ne 9.

B maHHOM [OKyMeHTe Ial0TCS HEKOTOpbIe Pa3bACHEHN, HAallpH-
Mep MOTYT /i OBITh pacHpefie/ieHbl Ha3BaHHbIC B HEM JIO/DKHOCTHbIE
00513aHHOCTY MEX]y HeCKOIbKIIMY VCIIOJTHUTE/IAMY VI KaK OIpefe-
JISIETCSI COOTBETCTBIE PabOTHMKA TPeOOBaHMAM, 3aPUKCHPOBAHHBIM
B KBa/IM(UKAMOHHBIX XapaKTePUCTUKAX.

Crarps 57 TK P® onpepenser, 4To «ecnu B COOTBETCTBIM C HACTO-
suM Komexcom, nHbIMM (efepanbHBIMU 3aKOHAMM C BHIIOJIHEHIIEM
paboT mO OIpeeneHHbIM JODKHOCTSM, MPOQeCcCusaM, CrelnanbHo-
CTSIM CBSI3aHO NPeNOCTaB/IeHNe KOMIEH AU UAIBIOTAL00 Hanmd1e
OrpaHMYeHNIl, TO HaMeHOBaHIe 9TUX JODKHOCTeV Hpodeccuit umm
CrelManbHOCTEN U KBanuuKalMoHHble TPEOOBaHUSA K HUM [JOTDK-
HBI COOTBETCTBOBATh HAMMEHOBAHMAM U TPeOOBAHUAM, YKa3aHHBIM
B KBaMMQUKALMOHHBIX CIIPAaBOYHMKAX] YIBEPXKAAEMbIX B IIOPSIZKE,
ycra"aBnuBaeMoM IIpaBurenbctBom Pocenmiickoin enepanum, nuim
COOTBETCTBYIOLIVM ITOJIOKEHVAM IPOQEECHOHATBHBIX CTAaHAPTOB».

Takum 06pasoM, IpyMeHeHVe KBAINGIKAIMOHHOIO CIIPaBOYHYKa
SIBJISIETCS 00513aTeNbHBIM TONBKO JIST OT/IeIbHBIX KaTeTrOPUIl JO/DKHO-
CTell, CBA3aHHBIX C TbIOTAMI I OTPAHMYEHNAMY, YCTAaHOB/IEHHBIMI Ha
TOCYJApCTBEHHOM yPOBHE.

Taroke crarbs 57 TK PO ypaBHNBaeT feiicTBYE KBaMPUKALIOHHOTO
CIIpaBOYHMKA U IPO(eCCrOHaNbHbIX CTaHAPTOB. B cooTBeTCTBUM
C 9TOII cTaTbeil paboToHaTe/lb BIpaBe CaMOCTOSTENbHO pelllaTh, KaKoil
HOPMaTMBHO-MeTO/[4eCKIUIL IOKYMEHT CTieflyeT MCIIOIb30BaTh B CBOEH
MIPAKTUYECKOI IeATEIbHOCTI.

ITpodeccroHaIbHBIN CTAHAAPT CHEIVIATINCTA
HO yIIpaBI€HNIO IIEPCOHATIOM

[TpodeccuoHanbHblil CTAHAAPT — «XapaKTEPUCTUKA KBamnpuKa-
1Y, HEOOXOMUMOT PabOTHIKY AJIST OCYILeCTBICHMS OPefie/IeHHOTO
BMa PO eCcCUOHANTBHOI esITeTbHOCTH, B TOM YJCIIe BBITOTHEH NS
ompéfenenHoN Tpynosoit GyHkiym» (ct. 195.1 TK PD).

[TonsTue «podeccnoHanbHbI CTAHAAPT» HAIPSAMYIO CBSI3aHO
C IIOHATMEM «KBamyuKauus paboTHMKa». 11 TOCTV>KeHUS Hanbo/b-
1eit 3¢ heKTUBHOCTY TPy M06as mpodeccruoHanbHast JesATeNbHOCTD
HO/DKHA OCYIIECTB/IITHCS paOOTHMKAMIY, 00/TaJAI0IMIMI JOCTATOYHBIMY
IUTST 9TOTO 3HAHVISIMM, YMEHUSIMY, OIIBITOM 1 IIPO¢eCCHOHATbHBIMUI
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HaBBbIKaMIl. Bce mepeunciieHHOe BXOAUT B IIOHATHUE «KBaMupuKays
paboTHUKa».

Tumnosble kBa/miUKaLMOHHbBIE TPeOOBAaHNA K JOIDKHOCTSM OHpefe-
JIeHDI B TAKVIX HOPMATUBHO-METOMYECKIX TOKYMEHTaX, Kak Ksamudu-
KALIVIOHHBII CIIPABOYHMK JO/DKHOCTEN PYKOBOJUTEINEN, CIIeLA/IICTOB
U APYTUX CTY>KaIUX U PO eCcCHOHA/IbHBIX CTaH/IapTaXx.

KBa/mdukaunoHHbI CIPaBOYHUK YTBep>KzeH B 1998 rony. Hecmo-
TP Ha [JOIIO/IHEHUA K HeMY, OH HeJOCTaTOYHO IIOPOOHO OTpaXkaeT
peanny COBpEMEHHOTO PhIHKA TPyZla — Ha3bIBaeT He Bce IOJDKHOCTH,
He yYNUTBIBAeT aKTya/IbHbIX TPeOOBAHNIT K YPOBHIO 00pasoBaHms I
HEKOTOPBIX IO/DKHOCTel1. KpoMe Toro, XapakTepuCTIK KBannpyKa-
LIV B HEM U3TI0’KEHbI KPaTKO, TO9TOMY He BCeTfla MOYKHO OCTaTOYHO
4eTKO OIPe/IeINTh, COOTBETCTBYET M PAaOOTHNUK YCTAaHOB/ICHHOII B HEM
KBamuUKaLIL.

9Ty Ipo6IeMbl JOKHBI OBITH PelIeHBI HOCPEICTBOM CO3TAHNA
CHCTeMBI TpO(deCcCHOHANbHbIX CTaHAAPTOB. B\Poccyn pabora no pas-
paboTke mpodeccnOoHaNbHbBIX CTAHAAPTOB B Pa3/INMYHBIX OTPACIIAX
podeccroHaNbHOM NeATeTbHOCT BeIACh B TeUeHe ITOCTIeTHETO
mecaTuneTnsA. PeecTp mpodeccOHaNbHBIX CTAaHAAPTOB, BBETEHHDIX
B [IEJICTBME K 9TOMY MOMEHRY, pasMelljeH Ha calite MuHMUCTepcTBa
TPYy/la ¥ COLMANbHOI 3amytpl PD.

CraH#apThl IPUMEHSIOTCSA paboTOaTe/IAMMN I OIpeleIeHIS
KaJpOBOII MOJINTUKI, AIpV/OpraHusanuy o0ydeHns 1 aTTeCTalun
PabOTHNKOB, pa3pab@TKe JOLKHOCTHBIX MHCTPYKIINIL, TapUpUKALNN
paboT, IpUCBOeHNIK TAPUPHDIX Pa3pPAI0B pAOOTHMKAM 1 YCTAaHOB/ICHUN
CUCTeM OIUIAThI TPY/A C Y4€TOM 0COOEHHOCTEll OpraHu3alNN.

Kaxxziplil cTaHZ@pT paspabaTbiBaeTCs Ha ONPe/Ie/IeHHbIN BIJ,
npodeccuoHaIbHON AEATETbHOCTU 1 BK/IIOYaeT OIVCaHMe KBamuu-
KaI[VIOHHBIX. TPeOOBaHMII K IPYIIIIe TO/DKHOCTEI, 00eCIedBaIONINX
3Ty JeATENbHOCTD.

Jns paboTHUKOB KaJfpOBBIX CIYXKO 1 CITy>K6 yIpaBieHNs Iep-
coHaJIOM pa3paboran [IpodeccroHambHbI CTAHAAPT CIIEIMANTNCTA
T10 YIIPaB/IEHNUIO IEPCOHAIOM, YTBEPKIEeHHbI IIprkasoM MuHKMCTEpCTBA
TpyZa U colimanbHoi 3amuTel PO ot 06.10.2015 1. Ne 691H.

BeempodeccronanbHble CTaHAAPTH NMEIOT OVHAKOBYIO CTPYKTYPY,
yrBepkaeHnyto [Ipukasom Muntpyna Poccun ot 12.04.2013 Ne 1471
«O6 yTBep)aeHnn MakeTa mpodeccroHanbHOTO CTaHAAPTA».
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B cranpmapre gaeTcst nofpoOHast XapaKTepUCTHKA KaXKI0il 000011ieH-
HOJI TPYHOBOI PYHKIMM CHELMaIICTa 10 YIPAB/ICHMIIO IePCOHATIOM.

B moxyMeHTe HasbIBaIOTCA CIefyome 060061eHHble TPYHOBbIe
dyHKIUMI:

- JOKYMEHTAIMOHHOe obecreyeHye paboThI ¢ IepCcOHAIOM;

— [IeATeTbHOCTD 1O 00eCIeIeHIIO TTePCOHATIOM;

— [IesATeTbHOCTD IO OLleHKe ¥ ATTeCTALNN [TePCOHAIA;

AE€ATEIPHOCTD 110 pa3BUTUIO IIEPCOHAIA;

JleATeIbHOCTD II0 OPraHM3aLVIM TPY/iA ¥ OIUIATBI TPY/ia IEPCOHAa;

— [IesITeNBHOCTD 110 OPraHM3alNy KOPIOPAaTUBHOIL CONMANbHOIM
MIOTTUTHUKY;

- OllepalOHHOe YIpaBJeHMe [IePCOHATIOM U ITOApaseeHeM
OpraHysaunny;

- CTparernyeckoe yIpas/ieHye IepcOHaToM OpraHm3arui.

It kaxoit 06001eHHOI TPY[OBOTE PYHKINL pacKpbIBaeTCst HAOOP
TPYHOBBIX PyHKINIL, ee 0OeceunBAIOMX. A Ka>Kas TpyRoBas GpyHK-
151 B CBOIO OYepefib XapaKTepu3yeTCss HaO0poOM TPYyLOBBIX [eVICTBUIA,
BBIIIO/IHAIEMBIX PabOTHUKOM. /11 Ka>KEO TPYROBOI PYHKLIMY IIPUBO-
JUTCS CIIVICOK 3HAHMI ¥ YMEHMNA, HEOOXOIVIMBIX I ee peanusanumn.

Kpome dpyHK1M0HaTbHOr @ HAIOTHEHN S KX 1011 00001IeHHOI TPYHO-
BOIT QYHKINMI, B CTAHAAPTETAK)KE OLpeie/isIeTCs], KAK MOTYT Ha3bIBAaTbCS
JO/DKHOCTY CIIEIVa/TNCTOB, BBIIOIHAIOIINX 9Ty AesTe/IbHOCTD, KaKie
ecTb TpeOoBaHMA K 00Pa3@BaHMUIO, 00YUEHMIO, OIBITY MPAKTUIECKOI
PaboThI /IS 9TUX OIPKHOCTEH, KaK Ha3bIBAIOTCS aHA/IOTMYHbIE JJOJDK-
noctu B OK3, EKC, OKIIITP. [Tpumenenne nmpodeccrnoHanbHOTO
CTaH[JAPTa ABJIATCA YCNOBHO-0053aTe/IbHBIM.

B coorBercTBui co crarbeit 57 TK PO, ecnm s kakoii-To mpodeccu-
OHAJIbHOIT AeSITeNBHOCTI VT JO/DKHOCTY 3aKOHOIATENIbHO 3aKpeIlIeHbl
JIBTOTbI, OTPAHNYeHNST VIV KOMITEHCALINM, TO IPMMeHEeH e CTaHapTa sIB/Is-
eTcs 00si3aTeTbHbIM 11 paboToziaTeeit 000y pOpMbI COOCTBEHHOCTI.

Cratpa195.3 TK PO ompepensert, «ecnu HactosmyM Kopekcom, ipy-
Myt pepepanbHBIMI 3aKOHAMY, MHBIMY HOPMATMBHBIMY IIPaBOBBIMMI
axTamu Poceniickoit Penepaliuy ycTaHOBIEHBI TPeOOBAHMS K KBA/IU-
buxanyy; HeoOXORMMOIT pabOTHMKY IS BBIIIOTTHEHMS OIIpefe/IeHHO
TPYROBOII QYHKIMY, IPOQeCcCHOHAIbHbIE CTAHAAPTHI B YaCTY YKa3aHHBIX
TpeOOBaHNIT 00513aTe/IbHBI /IS IPYMEHEHMsI PabOTOATe/IAMI».

TMosicHseTCA OPAROK IIPUMEHEeHN TPOQeCcCUOHANIbHBIX CTaHAAP-
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ToB B VIHpopManyy MuHMCTepCTBa TPyAa U COLMATbHOMN 3aIUThI
P® ot 10 despans 2016 1. «O npumeHeHUY TpOdeCCHOHATBHbIX
CTaHJapTOB B chepe TpyHar.

O6061eHHbIe TPYROBBIe GPYHKINY, TPYAOBBIE
$yHKINYK, TPyTOBBIE IEVICTBISA

O6061ieHHbIe TPYAOBbIe QYHKINY, TPYAOBbIe (PYHKIVIA U TPYLOBbIE
IeViCTBUSI — 3TO COCTABISIONINE KBATU(PUKAIIMOHHBIX XapaKTePUCTIK
B OIIpefle/leHHbIX 00/TaCTsX AesTeIbHOCT, IIPONICaHHble B IIpodec-
CMOHA/IbHBIX CTAHJAPTAX.

OTU NOHATHSA 3aKpelieHbl B MeTonYecKuX peKOMEHAALINX [0 pas-
paboTke npodeccroHanpHbIX cTaHfapToB MunTpysa PO, yrBepxeHHbIX
ITpuxasom MuHTpyfa 1 coumanbHoit samuTsl Poccuiickort Geneparumu
oT 29 anpena 2013 1. Ne 170m.

B cooTBeTCTBUM C METORMYIECKIMI peKOMEHFALVISIMIUL:

O60611enHast TpyfoBas GYHKIMA — 9T0,COBOKYITHOCTD CBSI3AaHHBIX
MEX[y cO00II TPYROBBIX (PYHKINI, CIOKUBINASACS B pe3y/IbTaTe paspe-
JIeHVS TPY/a B KOHKPETHOM IIPOM3BOZICTBEHHOM /I O¥3HeC-TIpoLiecce.

TpynoBas pyHKIusA — cucTeMa TPYAOBBIX AEVICTBUI B paMKax
00001[eHHOII TPYOBOIT (YHKIAN

TpyrmoBoe meiicTBue — HpOLECcC B3aVIMOJEIICTBMS pabOTHIKA
C IIpeIMETOM TPYAA, IIpU KOTOPOMIOCTUTACTCS OIIpefie/leHHas 3ajiada.

O6o0611eHHbIe TPYHOBBIe PYHKLNI — 3TO PA3/IMIHbIe HAIIPAB/ICHNS
IesTe/IbHOCTHY, OCYIEeTBIseMbIe B paMKaX OJHOTO BI/a pogeccro-
Ha/IbHOI JlesTe/IbHOCTI: Hanpimep, 1A CrielyaIicTa 110 yIpaBIeHno
[IEPCOHAIOM 3T HATIPABEHN MOTYT BK/IIOUATh paboTy o obecrede-
HUIO OpraHM3a1ny fIepCOHAIOM, IT0 PA3BUTHIO [IEPCOHAA, ITO OIleHKe
[epCcoHaa, 0 OPraHM3al[iy OIIAThl TPYAA 1 T. [.

Kaxxpoe HarpaB/ieHne TesITeIbHOCTH NMeeT CBOe QYHKIIMOHATbHOEe
HaIonTHeHe, TO eCTh COCTOUT U3 TPYHOBbIX pyHKuuit. Hampumep,
pabora 10 00ecIe eH 0 OPTaHN3aL[MY IIEPCOHAIOM BK/IIOYAET TaKue
TPYAOBBIE @YHKLIMY, KaK cOOp MHPOPMALNM O IOTPeOHOCTSX OpraHu-
3aLl/U B IIEPCOHAIE, TOVCK, IIPUBJIEYEHEe M OTOOP IepCOHAa, TOKY-
MeHTAIJOHHOe obecIiedeHe IIof00pa 11 TPYyAOYCTPONICTBA IepCOHAIA.

Kaxkpas QyHKIMS OCyLIecTBACTCS € IIOMOLIBIO ONIpee/IeHHO
IIOC/IefOBAaTEeIbHOCTY OIlepaliil, KOTOpble Ha3bIBAIOTCS TPYOBBIMMU
TIEVICTBUSMIAL.
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Tax, pabora 1o nog6Opy IepCcoHama MOXET COCTOSITD U3 LIeJIOr0 psijia
olepanuii, BK/Io4Yas pasMellleHe 00bsABICHN O BAKAHCHM, IPOBEIEHIE
cobecefoBaHNUII ¢ KaH/IUIATaMy, OLleHKa KaH/IU/IaTOB U Ip.

OTBeTCTBEeHHbIE 32 BeJleHIe KaJpPOBOTo
IeTIONPOU3BONICTBA U 3a paboTy
C TPYAOBBIMU KHM>KKaMI

KazpoBoe nenonponsBoficTBO U KafipOBBIIT yueT ABAAIOTCA BaX-
HOJI COCTABJIAIOLIEl IeSITeIbHOCTI Ka/fPOBOII CITY>KOBI VTN CITY>KOBI
ynpasienus nepconanoM. Ocoboe 3HadeHMe KaJPOBOIL TOKyMeHTa-
LUy 00YCTIOB/IEHO TeM, YTO 00513aTeNIbHOCTD BeAE€HIsI MHOTHIX BIU/IOB
TOKYMEHTOB KaJjpOBOJI CTy)KOBI 3aKpeI/ieHa B IpaBOBbIX akTax Pd.
Hapymenne sTux paBoBbIX HOPM YpeBaToO [l OpraHn3anun 1 pyKo-
BOAMTENA IITPApHBIMI CAHKLMAMM (OTBETETBEHHOCTD paboTopaTerneit
3a HapylLIeHMe TPY0BOTO 3aKOHOJJaTe/IbCTBA YETaHOBJIEHA B CT. 5.27
KoAII). ITosToMy [1s TpaMOTHOJ OpTraHK3aLuy paboThI C KafpoBoit
NOKyMEHTalMell ciefjyeT Ha3HAaYUTh ©TBETCTBEHHOTO 3a BEIEHNE
KaJIpOBOrO JIeIONPON3BOJCTBA.

OTBeTCTBEHHDIII 3a BefleHVe KaflpOBOro JIe/IONPOM3BOJCTBA Ha3HAa-
YaeTcsi IPUKa30M PYKOBOANTEs, PAGOTHIIK, Ha KOTOPOTO BO3/IOXKEHBI
9TV 0053aHHOCTH, JO/DKEH 03HAKOMUTDCS € IPUKA30M IIOf], POCIINCD'.

Hapsapy c orBeTcTBEHABIM 3a BefleHME KaJPOBOTO JIeTONPON3BO/ICTBA
B OpraHu3aiyy o0s13are/IbHO JO/UKEeH ObITh Ha3HaYeH OTBETCTBEHHBII
3a BeJleHMe TPYIOBbIX KHIDKEK.

B cooTseTcTBUM € IyHKTOM 45 IIpaBui BefeHnsA 1 XpaHeHA TPY/IOBBIX
KHIDKEK, I3TOTOBTIEHNsI OIIAHKOB TPYOBOIT KHVDKKI U 00€eCTIeeH s MM
pabotogmarerneit, yrBepxaeHHbIx [TocTanosnennem [IpaBurtenscrea PO
oT 16.04.2003 Ne 225 «O TpyA0BbIX KHIDKKAX», «OTBETCTBEHHOCTD 32
OpraHy3aLuUIo paboThI IO BeIEHNIO, XPAHEHIIO, YIETY U BbIfjaue TPYAOBBIX
KHIDKeK I BKAIa[pllilell B HUX Bo3/araeTcs Ha paboropatens. OTBet-
CTBEHHOCTD 32 B€[leHNE, XPaHEHME, YIeT U BbIjady TPYOBBIX KHIKEK
HECET CIIel1aJIbHO YIIOJITHOMOYEHHOE JINII0, Ha3HaYaeMOoe IIPUKa3oM
(pacropspkeHyeM) paboToRaTeIsI».

'8mechn nanee popMynupoBKa «3HAKOMUMBCA ¢ OKYMEHMOM N00 POCHUCH» TIPUBOJUTCS
B cooTBercTBUM C TpymoBbM KogekcoM Poccniickoit Depeparnuu. B janHOM cnydae mox
oIpejie/IeHNeM «POCHUCh» TIPUHATO IIOHMMATh BU3Y O3HAKOMJIEHNA PabOTHNKA C IOKYMEHTOM,
BK/TIOYAIOI[ Y10 COOCTBEHHOPYYHYI0 MOANNCh paborHuka, ®. V. O. n gaTy 03HaKOM/IEHUA. —
Ilpumeu. asm.
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1. KAIPOBAA CJTYXBA B ANMAPATE YNPABNTEHUA

Takum 06pasom, pyKOBOZUTENb OTBEYAET 3a OPTaHM3AINIO0 PAOOTHI
C TPYZOBBIMM KHIDKKAMM, @ KOHKPETHOE JJO/DKHOCTHOE JIMLIO KapOBOI
CHy)K6bI HECET OTBETCTBEHHOCTD 3a IIPABMJIbHOCTD BbBIIIO/THEHV S 3TOM
HesATEeNbHOCTIL.

B npukase o Ha3HauYe€HUM OTBETCTBEHHOTO 3a y4eT, XpaHEeHMe
" BbIIAYy TPYAOBBIX KHIVDKEK TaKXKe CI€AYET yKa3aTb, KOMY. 6yHyT
IepenaBaTbCA IIOJIHOMO4YMA Ha BpeMA OTCYTCTBIA OCHOBHOIO pa60T—
HUKa. JlolycKkaeTcss HA3HAYaTh OTBETCTBEHHBIM 3a BefleHNe KafpOBOro
JIeTIOTIPOM3BOJCTBA 1 34 YUeT, XpaHeHMe M BbI/jady TPYLOBBIX KHIDKEK
ofiHO 1 TO e mn1o. OPOPMIEHO 3TO MOXKET OBITBIOEHUM VTN pa3-
HBIMU IIPYKa3aMM, C KOTOPBIMM PabOTHUK JJO/DKEeH OBITh 00513aTeIbHO
03HaKOMJIEH IOJ] POCIIUCh.

OTBeTCTBEHHOCTD paboTofaTe/iell 3@ HapyleHue
TPYyHAOBOIo 3aKOHOAATENBCTBA

TpynoBoe 3aKOHOJATEIBCTBO — ITO COBOKYITHOCTD IIPABOBBIX
akToB PO, comeprKalyx HOpMBI, peTyIUpyOLIie OTHOMEHUA MEXY
paboTHMKOM 1 paboromarenem.

TpynoBoe 3aKOHOAATEIbCTBO BKIIOYAET B CeOsT 3aKOHDI U ITOA3aKOH-
Hble aKTbl. CaMbIM 3HAYMMBIM 3aKOHOM sAB/IAeTCA TpyAoBOIl KOJEeKC
Poccuiickoit epeparnun, KOTOPBI COREP>KUT Haubosiee MIMpOKMit
KOMIITEKC HOPM B cdepe TPyAa, KafpoBoil AesTeNIbHOCTIL I IesITeIbHO-
CTH TI0 YIIPAB/ICHNIO IIePCOHANIOM; KOTOPbIE SB/IAI0TCS 00513aTe/IbHBIMU
1711 cobmoneHns paGoTONATEAMI — IOPUANIECKIMI TULIAMI BCeX
dbopM co6CTBEHHOCTI L paboTOHATENSAMY — (PU3UIECKUMU TALAMI.

OTI[eHbeIM C(bepaM AE€ATE/IPHOCTU M OTAE/IbHBIM aCIIEKTaM TPY-
JIOBBIX OTHOLIEHNIT MOTYT OBITh OCBALIEHDI CIIel/a/IbHbIe IIPABOBbIE
aKTBI, KOTOPble PACKPhIBAIOT, KOHKPETU3UPYIOT, JOIIOTHSIIOT HOPMBI
TpyzmoBoro kogekca P®, HO He IPOTUBOpEYAT eMY.

CobrniofieH e M0ObIX TPABOBBIX HOPM TPYOBOTO 3aKOHOATEIbCTBA
[IOipa3syMeBaeT:

—/CBOEBpEMEHHOE U3/IaHVe HeOOXOAMMBIX JOKYMEHTOB (LOKYMeH-
TOB; Ha3BaHHBIX B IIPAaBOBbIX aKTax PD);

— “BBIMOJIHEHNE 0053aTeNIbCTB U 0053aHHOCTEN, YCTAaHOB/ICHHBIX
TPYLOBBIM 3aKOHOJATENbCTBOM;

— ¢cobnofeHNe CPOKOB M IIPOLEAYP HPU OCYLeCTBICHUN
KaKMX-11u00 [AENCTBUI C paOOTHIKAMIL;
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— OCYIIeCTB/ICHME Mep, Halle/IeHHbIX Ha oOecIiedeHe IpaB 1 CBO-
6071 CyO'beKTOB TPYHOBBIX OTHOIICHMUI U fIp.

3a HecoOmofeHe (HapylleHVe) HOPM TPYAOBOIO 3aKOHOIATE/IbCTBa
paborofaTe/nb MOXKET IIOHECTH aJMUHUCTPATUBHYIO, IPaXK JAHCKO-
IIPaBOBYIO, YTOJIOBHYIO VJIM MaTepUaJIbHYI0 OTBETCTBEHHOCTD.

AJMUHUCTpATMBHAsI OTBETCTBEHHOCTH PabOTO/aTeNsiONperieeHa
B cTaTbe 5.27 KoAIl «Hapy1eHne TpyfoBOro 3aKOHOAATENbCTBA 1 MHBIX
HOPMAaTVBHBIX IIPAaBOBBIX aKTOB, COflepKalljX HOPMbI TPYHOBOTO
mpaBar.

B cooTBeTCcTBMU C 9TOI CTaThell OTBETCTBEHHOCTH PAOOTOATEISI
HACTYTaeT B C/IefYIOMINX CTydasax:

- HapylleHUA TPYJOBOro 3aKOHO/IaTeIbCTBA M MHBIX HOPMATHB-
HBIX [IPaBOBBIX AKTOB, COfIEP>KAIMX HOPMBIEPYAOBOIO Ipasa (IIpeny-
IpeX/ieHNe VTN HaTOXKeHe a]MIHICTPATUBHOTO, Tpada ot 1 5o 5
TBICSY PyOJIell — Ha JO/DKHOCTHBIX JIAL, M Ha JINAL], OCYILeCTBIIIONINX
[IpeIPUHIMATEIbCKYIO AesITebHOCTD 6€3\00pa3oBaHus opujde-
ckoro nmuua; ot 30 Ko 50 ThIcAY py6iIelt = Ha I0pUANIeCKIX JIVII);

— IMOBTOPHOT'O HApYLIEHN: TPYAOBOI'O 3aKOHOJATEIbCTBA Y MHbIX
HOPMAaTUBHBIX IPAaBOBBIX aKTOB; COlEP>KaIllX HOPMbI TPYHLOBOTO
IIpaBa, ecIM yxKe OBUIO HaJI0KeHO afMUHIUCTPAaTVBHOE HaKasaHMe
3a aHaJIOTMYHOE HapylleHNe (IMcKBamiduKaysa Ha CPOK OT OFHOTO
roja o Tpex JIeT WIN aiMUHMCTPAaTNBHELL mTpad ot 10 1o 20 ThicsY
pyOeit — Wi JO/DKHOCTHBIX JIALT; aIMVHUCTPATUBHBIA mTpad or 10
10 20 ThICSY pyOei A a7st i, OCYIeCTB/IAIOIVX IPeIPYHIMATe/Ib-
CKYIO JiesITe/IbHOCTD 6€3 00pa30BaHIIs IOPUANIECKOro INa; oT 50 1o 75
TBICSTY pyOsIeit — IS FOPUAMIECKIIX JTILT);

- (baKTNYeCKOTO HOMyIleHus K paboTe COTPYAHUKA Oe3 3aKITio-
YeHNA C HUM TPYHOBOTO JOTOBOPA U MPU3HAHNUA OTHOLIEHUI C HUM
TPYEOBBIMU, (aAMVHNCTPATUBHBLI IITPad OT 3 [0 5 THICSIY pyOreit —
Ha rpagaH, oT 10 1o 20 Teics4 py6eit — Ha ZOKHOCTHBIX JINIY);

- YKIOHEHUS OT 3aK/II0YeHMSI TPYLOBOTO JOTOBOPA, 3aK/TI0UeHN
BMECTO TPy/I0BOr0 IPaXk/JaHCKO-IIPaBOBOT'O IOTOBOPA, HEHA/|/IEXKAIIIETO
opOpMIeHUs TPYZOBOrO JOroBOpa (HaloXKeHMe afMUHMUCTPATIB-
Horo mrpada ot 10 1o 20 ThICAY pyoOIeit — Ha FOHKHOCTHBIX /AL,
0T 5. o 10 ThIcsIY pyO6Ieit — Ha N, OCYLeCTBISIOMINX IPefIPUHNA-
MaTe/IbCKYIO JIesITeNIbHOCTD 63 00pa3soBaHusl I0PUANYECKOTO INLIA;
oT 50 o 100 ThIcsaY py6reit — Ha IOPUANIECKIIX JINLL);
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- TOBTOPHBIX a/IMMHUCTPATUBHBIX HapyIIeHUI, CBA3AHHBIX
¢ baKTMIeCKUM JONyIIeHeM K paboTe 6e3 3aK/II0YeHUs TPYLOBOrO
TOTrOBOPa, M HapYLIEHUI, CBA3AHHBIX C 3aK/II0YEHVEeM/He3aKII0Yye-
HMEM TPYLOBOTO JJOTOBOPA, €C/IM 3a aHAJIOTMYHbIE€ HapYIIEHNA yoKe
ObIJIO BO3/IOXKEHO aJMVHUCTPATUBHOE B3bICKaHNe (Ha/IOXKEeHIE afiMU-
HUCTPATMBHOTO IITpada B pasMepe 5 THICAY pyOiIell — HATPaKJaH,
ot 30 70 40 ThICAY pyOIIet — Ha NI, OCYIIeCTBISIONINK IPeANPUHI-
MarTe/IbCKyIo AeATeIbHOCTD 0e3 00pa3oBaHMs I0PUNIeCKOTo JINIa;
ot 100 5o 200 TbIcsAY py6reit — Ha IOPUANIECKVX /UL, AMCKBaTUpU-
KaIlJisg Ha CPOK OT 1 rofia o 3 eT — 1A JO/DKHOCTHBIXJLULT);

— HeBBIIUIATbI VIV HEIIOTHO BBIIIIATHI B CPOK 3aPaOOTHOII II/TaThI
U JPYTMX BHIIUIAT B COOTBETCTBUM C TPY[OBBIM JOTOBOPOM (KpoMe
YTOTIOBHO HaKa3yeMbIX JefICTBIII B 9TOM OTHOMISHII), BBITUIATHI 3apa-
0OTHOII I/IAThI MEeHee MMHIMA/IbHOTO padMepa OIMIaThl TPy/a (Hamo-
JKeHUe afiIMUHICTpaTUBHOrO mTpada or 10 g0 20.1bics14 pyodeit — Ha
JO/DKHOCTHBIX /NI, OT 1 KO 5 ThICSY PYOJIel ~— Ha JIVLI, OCYIIeCTBILA-
IOIIVX TP eATIPYHIMATEeIbCKYIO e TeBHOCTD 6e3 00pa3oBaHusA 0pH-
mudeckoro nmuna; ot 30 go 50 Teicga py6}1e171 — Ha FOPUIMYECKIX JIUIT);

— IOBTOPHOIO HapylLIeHNs, CBI3aHHOIO C BBHIIIATaMU paboT-
HUKY, eC/IM y>Ke OBIIO BO3JIOKEHO aiMVHUCTPATUBHOE B3bICKaHIE
3a aHaJIOTMYHOe HapylIeHMe (JUCKBaIMpUKanysa OT Toja Jo 3 jeT
WIM HaJIOXKeHMe afMMHUCTpaTuBHOro mrpada or 20 go 30 ThicsaY
py0ieit — Ha JO/DKHOCTHBIXINILOT 10 1o 30 ThIcsAY py6ne171 — Ha I,
OCYIeCTB/IANINX IPeIPUHIUMATEeIbCKYIO TesATeTbHOCTb 6e3 0Opa-
30BaHNA I0PUANYECKOrO muia; ot 50 1o 100 Thicay py6reit — Ha
FOPUNYECKIX JINLL).

Kpome crarbu 5.27 KoAll pAn Apyrux crareit HOCBsALIEeH HapyIIeHNU-
M, CBA3aHHBIM C HECOOMIOTIeHIIeM HOPM POCCUIICKOTO 3aKOHOJ[ATe/IbCTBA
B cepe TPYHOBBIX OTHOLICHMIL.

CraTsu 5.28-5.31 KoAll onpenensaoT pAx afMUHUCTPATUBHBIX
IIpaBOHAPYIIEHMA, CBA3AHHBIX C 3aK/II04Y€HNEM KOIEeKTUBHBIX JOTOBO-
POB, HallpuMep, YKIOHEHNE OT YYacTHA B KOJUIEKTYBHBIX IIEPEroBOpax
0 3aKII0YeHMUY KOJUIEKTVBHOTO JIOTOBOPA, HETpefoCTaBIeHne MHPOop-
MaLI, HeOOX0MIMOI /1A TPOBeJIeHNA KOTIEKTUBHBIX IIEPeTOBOPOB,
HeoBOCHOBAHHDII 0TKA3 OT 3aK/II0YEHMsA KOJUIEKTUBHOTO JJOTOBOPA,
HeBBITIOTHEHe 00A3aTe/TbCTB 110 KOJUIEKTUBHOMY JIOTOBOPY M PAJ

IOpYTHX.
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B craTtpe 13.11 KoAIl onpefenenpl caHKIIUM 332 HapyLIEHME yCTa-
HOBJIEHHOTO TpynoBbIM KoekcoM P® (ot 30.12.2001 Ne 197-D3),
DepepanpHbIM 3aK0HOM «O IepCOHATBHBIX HaHHBIX» (0T 27.07.2006
Ne 152-D3), GepepanbHbIM 3akOHOM «O TOCYIAPCTBEHHOI IPasKJAHCKOI
crryx6e» (27.07.2004 Ne 79-D3) u ppyrumu QemepanbHbIMy 3aKoHaMu PO
nopsjka c6opa, XpaHeHMsI, MCII0/Ib30BAHMSA WU PaCIPOCTPaHeHNUs
nH}popMaLuy 0 rpaKiaHax (IepCOHaIbHBIX JaHHbIX)

IpakjaHCKO-TIpaBOBas OTBETCTBEHHOCTb pabOTO/IaTe/Is CBsA3aHA
¢ HapyIeHVeM npas rpaxannHa (ct. 15 'K P®), npnunHennem spena
MVYHOCTH U UMYyILecTBY paboTHuKa (cT. 59 IKP®)snpuanneHnem
MOpabHOTO Bpena paboTumky (ct. 151 'K PO).

MarepuanbHasi OTBETCTBEHHOCTb PaboTOAaTe/sT HaCTyIaeT pu
«HapyLIeHUY YCTAHOBJICHHOTO CPOKa BBII/IATHI 3apaboTHOIT I/IAThI,
OIUTaThI OTIIYCKa, BBIIUIAT IIPY YBOJbHEeHMY 1 (JIM) APYTMX BBINJIAT,
IpyYUTaoUXCcsa paboTHUKY» (cT. 236 TK P®).B aToM cnyuae paboro-
Hatenb 00s13aH OyIeT BBIUIIATUTh paOOTHUKY HEHDIV, He BBIIUIAYeHHbIe
€My B YCTaHOBJICHHOM IIOpsiKe, € YIIaTO IIPOLIEHTOB (JIeHeXHOII
KOMIIEHCALMM) B pa3Mepe, onpeieneHHoM B cratbe 236 TK PO.

Taxoke paborogarenn 06s13aH BO3MECTUTh paOOTHIUKY MaTepyajIbHbII
yiep6 B cIydasx, KOrja B €Bs3Y C €TI0 He3aKOHHBIMMY IeiiCTBUSIMU
PpabOTHYK JIMIIAeTCs BO3MOXKHOCTY TPYAuThes (cT. 234 TK PD).

K aTum crygasam oTHOCATCA:

- He3aKOHHOe OT¢TpaHeHe PabOTHMKA OT pabOThI, yBOTIbHEHNE
VN TIepeBOf;

- OTKa3 paboTOAATe I OT BOCCTAHOB/ICHMA PAOOTHIKA Ha ITPeXKHell
paboTe (Ha OCHOBaHMY PEIICHNSI OpTraHa I10 PACCMOTPEHMIO TPYAOBBIX
CIIOPOB MV TOCYHFAPCTBEHHOTO IIPAaBOBOT0 IHCIIEKTOPA TPYAA);

- 3ajep)XKa paboTofaTeneM BbIIAuyM PAabOTHNUKY TPYLOBOI KHIDK-
KIf, BHECEHMS B TPYOBYIO KHIDKKY HeIIPaBUIbHOI MU He COOTBET-
CTBYIOLLEN 3aKOHOMATETbCTBY GOPMYIMPOBKI IPUIMHBI YBOTbHEHISI
paboTHMKa.

PaborosiaTennp MO>KeT OBITh TAK)Ke IIPUBJIEYEH K YTOJIOBHOI OTBET-
CTBEHHOCTH B CIIy4asx, onpeneneHHbx B YK PO.

K'atuM cnyyasiMm OTHOCSTCS:

= He3aKOHHOe coOypaHye U paclpoCTpaHeHMe CBEJeHUI O JacT-
HOVI XKVI3HYI TU1A B ITyO/IMYHOM BBICTYIUICHUY, COBEPLIEHHbIE JIMLIOM
C MCIIO/Ib30BaHMeEM VM 6e3 JCIIO/Nb30BaHNUsA CBOETO CIY)XeOHOTro
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1. KAZIPOBAA C/1YXBA B ANMAPATE YTPABNEHUA

ronoxkerus (ct. 137 YK POD);
— HeIPaBOMEPHBIIl OTKa3 IO/DKHOCTHOT'O JIMLIA B IIPESOCTaB/ICHUI
rpaKIaHMHY MHPOPMAIVM O HeM (IIpefjoCTaB/Ie e HeIIOTHON 1/1

JIOKHOV MHPOPMAIUN), OTKa3 IPeJCTaBUTb JOKYMEHTBI, eC
IIPUYMHIIO BpeR IpaBaM U MHTepecaM rpakgaHuHa (cT. 14

- He00OOCHOBaHHBIN OTKa3 B IIpueMe Ha paboTy W1
BaHHOE YBOJIbHEHIe 6epeMeHHOI YKEHIIMHBI U XKEHIIN
IeTeil B BO3pacTe [0 3 JIeT, 10 MOTHBaM OepeMeHHOCTHI
ieTell COOTBETCTBYIOLEro Bo3pacta (ct. 145 YK PO);

— Ppa3an4HbI€ C1y4Yalr HEBBIIIATbI 3apa60T JMHBIX

BBIIJIAT, COBEPIIEHHbIE U3 KOPBICTHON VTN MHOI! auHTepe-
coBanHocTu (ct. 145.1 YK P®D);
- YHUYTOXXEHMe, MOBpPeXieHNe UK UIMaTbHbBIX

PYIMX Ba>KHBIX

JIOKYMEHTOB, a TAK)Ke MOXMIIeHe mac
JIMYHBIX JOKYMeHTOB (cT. 325 YK PD).
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2. ITIPABOBBIE OCHOBbDI
OYHKIOVOHVMPOBAHNA
KAIPOBOU CMY7KBbI

YpoBHU IpaBOBOro peryinpoBaHuA
JeATeTbHOCTH Ka[POBOII CITy>KObI

ITpaBoBOE perynmmpoBaHe Ka[poBOJi IeATENbHOCTI OCYIECTBIAETCA
Ha HECKOJIbKVX YPOBHSX:

— TlepBslit ypOBeHb COCTABMSAIOT OOIETOCYAaPCTBEHHDIE IPABO-
BbI€ aKThI, KOTOPble NMEIOT Hanbojee MpOoKoe PaCHpocTpaHeHe.

- Bropoit ypoBeHb COCTABAOT 3aKOHBI I HOPMATUBHbIE TPaBOBbIe
akThl cyoBekTOB Poccuiickoit Pemepanyn, KOTOpble IPUHUMAIOTCS IO
BOIIPOCaM, He OTHECEHHBIM K BefileHNI0 (eiépaaIbHBIX OPraHOB rOCyHap-
CTBEHHO BIACTIL.

- Tpetnit ypoBeHb COCTABIAIOT HOPMATUBHbIE TPABOBbIE AKTHI
OpPraHOB MECTHOTO CaMOYTIPaBJIeHMs], COfepXKalljiie HOpMbI TPY/IOBOTO
IIpaBa B IIpefie/iaX X KOMIeTeHI .

— UYeTBepThlil ypOBEHb COCTAB/IAIT AOKaTbHbIe HOPMATUBHbBIE
aKTHI, pa3pabarsiBaeMble caMM paboTomaTeneMm.

Hawnb6onburee Bnusinye Ha padOTY KaJpOBBIX CITY>KO OKa3bIBAIOT
IIepBBIl M BTOPOII YPOBHM, TaK KaK COfep>KaT Haubobliee Komude-
CTBO HOPM TPYOBOTO IIPaBa, PEEYIMPYIOLINX BCE ACIIEKTHI TPY/IOBBIX
OTHOIIIEHUIA.

ITepBblit ypoBEHD COCTABAAET KOMIIJIEKC IIPABOBBIX AKTOB, BK/II0YAI0-
YT 3aKOHOJATe/IbHble, HOPMaT/BHbIE IIPABOBbIE AKTbl 1 HOPMATMBHO-
MeTOAMYEeCKMEe NOKYMEHTHI, IpeJCTaBI€HHbIE B BUJIE C/elyIollel
IIpaBOBOI MUPaMMUABL:

I. Koncturyuusa P®.

II. ®epepanbHble KOHCTUTYLVIOHHDIE 3AKOHBDL.

III. @enepanbHble 3aKOHDI, BKI0OUasg KomeKchl.

IV. VKaspr LIpesupenta.

V. Ilocranosnenus IlpaBurenbcrsa.

VI. HopMaTuBHbIE IpaBOBbIe aKThl MUHUCTEPCTB 1 BEIOMCTB.

VIL."HopmaTuBHO-MeTOAMYECKE JOKYMEHTBHI.

K loxanbHBIM HOPMATMBHBIM aKTaM OTHOCSTCA pas3yHble IPAaBUJIA,
HOJIOKEHNA Y MUHCTPYKIUN.

Hawubomnee sHa4MMbIMI TOKAIbHBIMY HOPMATVBHBIMI aKTaMU
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2.MPABOBBIE 0CHOBbI OYHKLINOHUPOBAHNA KAIPOBOW CINYXBbl

B chepe KapoOBOIl HeATETbHOCTY ABJISIOTCS:

1. TTonoxxeHmue o cryx6e KafpoB.
JIO/DKHOCTHBIE MHCTPYKIMM PAOOTHUKOB CTY>KOBI KaIPOB.
VIHCTPYKIMS 10 KapOBOMY A€/I0IPOU3BOACTBY.
[TpaBwIa BHYTPEHHETO TPYAOBOIO PAacIIOpsiKa.
TTonoxxenne o II€pCOHAIbHBIX TaHHDIX.

SN T i

[TonoxxeHne 06 omnate Tpyaa u ip.

YacTb MOKaTbHBIX HOPMATUBHBIX AKTOB SIBISIETCS 005I13aTENbHOIL.
VIx Hanu4me OroBOPEHO B IIPABOBBIX aKTaX I1€PBOTO YPOBHSL.

YacTb TOKaTbHBIX HOPMATUBHBIX aKTOB MOXKeT paspadaTeiBaThCs
opraHusanyer 1o ee yCMOTpPEHMIO.

LlenKoM crcTeMa IIPaBOBBIX AKTOB, COAEP>KAIIX HOPMBI TPY/IOBOTO
mmpaBa, oTpakeHa B rmase 1 TK P®, B crarnsx 5-13.

Koncrurynusa Poccniickont @egepanumn

Koncturynus Poccniickoit Genepaiuii— BbICHINIT HOPMAaTUBHBIIA
npaBoBoii akT Poccuiickoit ®epepanum: KoHcTUTYLMA onpenenseT
OCHOBBI TOCYJJAPCTBEHHOTO YCTPOJCTBA, Cpefiy CTaTell, HOCBAIIEHHBIX
paBaM 1 CBOOOMIaM rpakjiaH, Haubomee 3HaYMMast, C TOUYKI 3PEHNs
TPYHOBOTIO IIpaBa, CTaThA 37. B'HeiT ycTaHABIMBaeTCs IPABO IPaX/jaH
Ha TPy, ¢ 6e30IacHbIMY YCAOBYAMM TPy M OIUIATON TPy He HIDKe
YCTaHOB/IEHHOTO MIHIMA/IbHOTO,pasMepa. B myHKTe 5 3TOII CTaThN
Ha3bIBAETCS OJVH M3 CAMbIX/BaXXHbIX Ka/[pOBBIX TOKYMEHTOB — TPYHO-
BOI1 10roBop: «PaboTaloIeMy 10 TPyLOBOMY JOTOBOPY FapaHTHUPYIOTCA
yCTaHOB/IEHHBIE (efePAIbHBIM 3aKOHOM IIPOO/DKUTENBHOCTD Pabovero
BpeMeH, BbIXOZIHbIE U ITPA3fHIYHbIE THI, OIIAUMBAEMBIIl €XKEeTOHBIN
OTIIYCK».

TpaxToBaTh 9Ty CTaThIO CTIEAYET TaKMM 00pa3oM: CTaTyC pabOTHMKA,
TO €CTb Ye/I0BEeKa, Ha KOTOPOTO PACIPOCTPAHsETCA TPYAOBOE 3aKOHO-
IaTenbCTBO, KOTOPOMY B COOTBETCTBUM C STUM 3aKOHOJJATeTbCTBOM
IIPEeNOCTABISIIOTCS ONpefieNieHHble IPaBa, IPaXkfaHuH probperaer
¢ MOMEHTa Havana paboTsl 10 TPYLOBOMY HOTOBOPY.

YnoMuHaHue 3TOro IOKyMeHTa B IJTaBHOM 3akoHe P® rosopur
0_3HAYMMOCTY TPYLOBOTO JOTOBOpa U TpebyeT oT paboronarenei
0CO00re BHUMAHUS TIPU €70 COCTABIEHNUN.
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Tpynosoii kopekc Poccuiickoit @epepanuin.
JJOKyMeHTHpOBaHNe TPYIOBbIX OTHOIIEHMII

Tpynosoii kogekc Poccuiickoit @epepanym (TK PO) — ocHOBHOIE
3aKOH O TPYJe, BKIIOYAINI B ceOsI IIMPOKUIL CIIEKTP HOPM, pery-
)II/[pyIOHH/IX BC€ aCII€KThI prHOBbIX OTHOILIEHU Me)KJJ,'y paGOTHI/IKOM
1 paboTomaTeIeM.

TK P® npumen va cmeny Kogexcy 3akoHos o Tpyfe PCOCP (K30T)
1971 1. u 6611 BBefieH B melictBue ¢ 1 deBpas 2002 roza.

B TK P® omnpenesiroTcst CTOPOHBI TPYHEOBBIX OTHOIIEHNIL, 0COOEeH-
HOCTY BO3HMKHOBEHV U YCTAHOBJIEHNA TPYLOBBIX OTHOLIEHNII, ITpaBa
1 00s13aHHOCTY PabOTHMKA U paboTOfaTeIA.

Bonpocam HOpMMpOBaHMA 1 OIUIATHI TPYHA, peKMUMa pabodero
BpeMeHM, TPefOCTaBIeHNs OTITYCKOB, 00eCTIeYeHNs TaPAHTII 1 KOMIIEH-
caluil, AUCIUIUIVHDI ¥ OXPaHbI TPY/ia IIOCBALIEHBI OT/IeIbHbIE pasJiebl
TK P®. OtpenbHble I1aBbl MTOCBAIEHBI OCOOEHHOCTSM ITPABOBOTO
PEeryIpOBaHMs TPYAa Pas/IMYHbIX KATETOPMIi pabOTHUKOB — HeCoBep-
IIeHHOJIETHIX PAOOTHIKOB, CIIOPTCMEHOB, [TEIATOTTIECKIX KaJPOB U JIp.

Oco60e BunManue yueneHo B, ITK PO ioKyMeHTUPOBaHNUIO KapOBOI
TeATeNTbHOCTI: TIePedNCIAITCA BUABL JOKYMEHTOB, IIpeJoCTaBIde-
MBIX [Ip) IIpyeMe Ha paboTy; HasbIBAIOTCs JOKYMEHTBHI, CO3/jaBaeMble
KaZ[pOBOII CTy>K00i1 Ipyt 9OpMIeHNY TPY/OBBIX OTHOIIEHIT, pera-
MCHTI/Ipy}OTCH CpOKI/I CO3aHMA TE€X NIV MHBIX ,HOKyMeHTOB, OeTalIbHO
OIVICBHIBAIOTCS TPeOOBAHIK CTPYKTYPe M TEKCTY TPYAOBOTO JOTOBOPA.

Ocob60e 3HaYeHIME IMEET CTAThsI 14 06 MCUMCIEHUN CPOKOB TIpe-
KpallleH!s TPYLOBBIXIOTHOILICHIIA, OTIPeie/IeHNI CTaXka pabOThI U T. 1.

B cratpsx 65 u 283 ompe/eneHbl JOKYMEHThI, HEOOXOAMMbIe IS
MOCTYIUTeHMsI Ha PaboTy.

TpymoBoMy AOLOBOPY NOCBsIeH pasen 111, BKIroyaromuii rmaBbl
00 0COOEHHOCTSIX 3aK/TI0UEeH ST, I3MEHEHVISI i TPeKpallieH sl TPYLOBOTO
morosopa. CTatey 57 u 67 HarboIee 3HAUMMBI, TaK KaK B HUX TOBOPUTCS
0 dhopMe I ConepPsKaHNM 9TOTO HTOKYMEHTA.

Q6513aTeTPHOCTD BefieHNs TPYAOBBIX KHIDKEK OIIpefie/ieHa B CTaThe 66.

B pspe cTareit mpomnmcaHbl KaJpoBble IIPOLeAyPbl M HA3BaH COCTAB
HZOKYMEHTOB, 0HOPM/LIEMbIX KaJIpOBOII CIYX00J1 B XOfie ITUX IIPOLIEAY].
Hampuwmep, nmpuem paboTHUKOB Ha paboTy OTpakeH B CTaTbe 68, mepe-
BOJI pa60THI/H<0B — B CTaThaAX 72.1, 72.2, 73, yBONIbHEHNE — B CTaTbe
84.1, BbIHECeHVe AVCIUIUIMHAPHBIX B3BICKAaHUIT — B cTaTbe 193.
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Taxoke B TK P® yneneno BHMMaHMe T0OKa/IbHIM HOPMaTVBHBIM aKTaM.
Hanpumep, B cTaTbe 8 yCTaHOBJ/ICHO IIpaBO paboTOfaTe/Ist IPMHMMATh
JIOKaJ/IbHble HOPMATUBHbIE aKTbl, COfIep>Kalliyie HOPMBI TPYLOBOTO HpaBas

CraTbs 68 HasbIBaeT OfMH 13 00513aTe/IbHBIX IOKA/IbHBIX HOPMa-
TUBHBIX aKTOB OPTaHM3aliyi — IPaBIWIa BHYTPEHHETO TPYHLOBOTrO
pacnopspxa.

KomnmeKTUBHBIM JOTOBOpaM M COTTIallleHNAM NOCBsflleHa I71aBa 7
Tpynosoro xonekca PO.

B nyHxre 8 craTby 86 roBoputcs 06 0653aTeIbHOCTIE O3HAKOMICHSA
PabOTHMKOB € JOKyMEHTaMU, YCTaHAB/IMBAIOLIMY AOPAKOK 00pabOTKM
IIepCOHA/IbHbIX JJAHHBIX.

Bornpocam paboThI ¢ epcOHaTbHBIMMU JAHHBIMU 1 VX 321N ThI TAKKe
nocssmeHa rmasa 14 TK PO (nmogpobuee ém. PeflepanbHblil 3aKOH
ot 27.07.2006 Ne 152-®3 «O mepcoHanbHbIX TaHHbIX» — O6paboTka
HIepCOHA/IbHBIX JAHHBIX PA0OTHIKOB).

3akoH Poccmiickoit Pefepauym ot 25.10.1991
Ne 1807-1 «O sa3bikax HapogoB Poccuiickoii
Depepanym» u PegepaiibHblil 3aK0oH oT 01.06.2005
Ne 53-®3 «O rocygapeIBeHHOM sA3bIKe Poccuiickoii
Depepanymn». A3bIK KapOBbIX JOKYMEHTOB

Crarbs 16 3akoHa PO'ot 25.10.1991 Ne 1807-1 «O sA3bIkax Hapo-
noB Poccuiickoit @efepanui» 10CBAIIeHA MCIIOIb30BAHNUIO A3bIKOB
B ouIManbHOM eeNPOU3BOACTBE. B COOTBETCTBIM C 9TOII CTAThEN
oduimanbHOE [1eNOIMPOU3BOACTBO Ha Tepputopun Poccuiickoit Pepe-
paryy BeieTcs Ha pyCCKOMsI3bIKe /I Ha TOCY/JapCTBEHHBIX A3bIKaX
pecry6muK, BXOAsAuX B coctaB PD, Ha UX TEPPUTOPUIL.

I KagpoBBIX CHENMANNCTOB BaXKeH IIyHKT 4 cTaTby 16, B KOTO-
POM OmpefeaseTcs, YTO JOKYMeHTbl 06 00pa3oBaHMM, BOEHHBIE
OueThl, TPyLOBbIe KHIDKKM 1 IPYTHe JOKYMEHTBI BeyTCsl Ha TOCY-
mapcTBeHHOM s13biKe P®, HO B pecny61nKax, MMeIOIUX CBOJL TOCY-
TapCTBEHHbIN A3BIK, OHY MOTYT BECTICD Ha JIBYX A3BIKaX — PYCCKOM
U TOCYapCTBEHHOM $I3bIKe pecnyOnuku. B caydae ecnyu ZoKyMeHT
o opMIsIeTCs Ha OBYX SI3bIKaX, B COOTBETCTBUY C IYHKTOM 2 CTaTbhy
3 QepgepanbHoro sakoHa Ne 53-®@3 «O rocygapcTBEHHOM fA3bIKe
Poccuiickoit eneparun», 06a BapraHTa JODKHDL OBITH OJ[MHAKOBBI
o popMe 1 CoIepIKAHNIO.
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DenepanbHblii 3aK0H 0T 27.07.2006 Ne 152-P3
«O nepcoHanbHbBIX JAHHBIX».
O6paboTKa MepCOHATBHBIX JAHHBIX PAOOTHUKOB

DepepanbHblil 3aK0H Ne 152-D3 «O nepcoHaNbHBIX JaHHbBIX»
SBJIETCS OMHMM V3 BaXKHENIINX [IPaBOBBIX AKTOB, PeTyIMPYIONIX
KOHCTUTYLVIOHHOE IIPAaBO IPAX/JAH «HA HEIPMKOCHOBEHHOCTH YaCTHOM
JKM3HM, TUYHYI0 U ceMeliHyo TaitHy» (cT. 23 Koncturynnu PO),
a TaxoKe IIPaBO CAaMOCTOATE/IbHO OIpefie/IATh, aBaTh /I COLacHe Ha
cbop, XxpaHeHNe U paclpocTpaHeHne MHGopManuy 06 X JacTHON
xu3Hu (cT. 24 Konctutynuun PO).

[Tockonbky npu opopmieHNN Ha paboTy, TnIHAL MHPOpMALUA,
COCTAaBJIAION[AS IIePCOHAIbHBIE JAHHBIE, JO/DKHA ObITh HPeNoCTaB/IeHa
B 00513aTe/TbHOM MOPAJKE, TO KaJPOBBIM CIIUAMACTAM He06X0IMMO
UMeTb 4eTKOe IpefiCTaB/lIeHNe O TOM, KaK C Heil,paboTars.

CaepieHns, IpefjoCTaB/IAeMbIe TIPY MOCTYTUIRHVN Ha paboTy, comep-
XKaTCA B TeX JOKYMEHTaX, KOTOpble paboTHIK 0053aH MPeNbABUTD
IIpY 3aK/II0YEHNN TPYHFOBOTrO JOFOBOPA M KOTOPbIE IepedyCc/IeHbl
B cratbe 65 TK PD. Kpome roro, vactp muaHoi nHGOpMALINN BHO-
CUTCS B 00s13aTe/IbHbIe KajpOBble JOKYMEHTBI CO CJIOB paOOTHMUKA.
Hanpumep, B muuHyto kaprodky (popma T-2) BHOCATCA cBefieHUA
0 COCTaBe CeMbl paOOTHUKA.

Bes muunas mHGOpMaLNA COCTaB/IsIeT IEPCOHA/IbHDIE TaHHbBIE
paborauka. Ob1ne BOMPOCbLOOPaOOTKM 3TUX TAHHBIX OIMCAHBI
B rnase 14 TK POOB Hei ollpefendgercs, Kakye IepCcOHaNbHbIe
IaHHbIe U B KAKOM 00beMe paboTofaTeNnb MoayIaeT OT pabOTHMKA,
B KaKUX LIe/IAX 9TU IIePCOHA/IbHbIE JaHHbIE MOTYT 00pabaTbIBaThCs
paboropateneM, yeTaHaBIMBAIOTCS IIpaBa pabOTHIKA Ha IOTydeHIe
HO/THOV MHGOPMALMM O €T0 IePCOHAIbHBIX JAaHHBIX.

Bonee mogpo6HO BOIPOCH pabOTHI € IEPCOHATBHBIMY JaHHBIMMU
packpbiBatores B O3 Ne 152-03 «O nepcoHaIbHbIX JAHHBIX» (Tanee —
O3 «O ).

Bo-niepsbrx, @3 «O II[l» ompepnenser MOHATHE «IIepCOHATIbHbIE
IaHHbIe». OHO JOCTAaTOYHO LIMPOKOE U BK/IIOYAeT 00y MHPOP-
MAITVIO; TIPSIMO VIV KOCBEHHO OTHOCSIIYIOCA K ONIpefie/IeHHOMY VMM
omnpegensieMoMy pusudeckomy muny (ct. 3 m. 1 3 «O I1M»).

OT0 03HAYaeT, UYTO BCe CBENECHMA, OTHOCAIINECA K PaOOTHUKY
U 3aKOHHO IIO/Iy4YeHHbIe U3 €r0 JOKYMEHTOB VIIN C €r0 CJIOB [/
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0odOpM/IeHNS TPYJOBBIX OTHOLIEHNI, OYAYT OTHECEHBI K IIepPCo-
Ha/JIbHBIM OAHHDBIM.

Bo-BTopsix, @3 «O II[]» onpepnensieT ycnosus o6paboTKuU meps
COHAJIbHBIX NJAaHHBIX "N YCTaHaB}II/IBaeT BO3MOXXHOCTbH 06pa6OTKI/I
[epCOHA/IbHBIX TaHHBIX PAa0OTHMKA 6€3 ero COIIacusi.

B coorBercTBuu co crarbeii 6 3 «O II/1» 06paboTka HepeOHa/IbHBIX
TaHHBIX OMYCKAETCS MO0 C COTIAcs TPAKIaHMHA, THIO0 B CTPOTO
OTOBOPEHHBIX 3aKOHOM cay4asx. K aTum ciayyasm oTHOCATCS:

— BBINOJTHEHNE «BO3/I0XKEHHBIX 3aKOHOJaTeIbCTBOM Poccnmiickoit
Depnepannu Ha orepaTopa GyHKIMIT, TOTHOMOUVI M00sS3aHHOCTEI»
(m. 1, mogm. 2 ct. 6). To ecTp ecru Ha paboTofaTes 3aKOHORATETBHO
BO3JI0KeHa 0053aHHOCTD 3aTpe6oBaTh OT MOCTYIIAIOINEro Ha paboTy
TPYAOBYIO KHIDKKY, TO, COOTBETCTBEHHO, llepCOHANbHbIE TaHHbIE,
[IOTyYeHHBIe Y3 9TOTO JOKYMEHTa, MOI'yT/00padaTbiBaThcs 6e3 cora-
cust pabOTHIKA;

- UCIIONHEHMe JOroBOpa, «CTOPOHOIKOTOPOro 1160 BBHITOLO-
nprobpeTaTesieM UM MOPYINTeNeM IO KOTOPOMY SIB/ISETCSA CYyOBEKT
[IepCOHAIBHBIX JaHHBIX» (I1. 1 mopr. 5.¢1.°6)! To ecTh mepcoHanbHbIE
[aHHbIe pabOTHMKA, HeOOXO/ VMBI /ST UCIO/THEH ST TPYLOBOTO [JOr0-
BOpa, TaK>Ke MOTYT 00pabaThiBaThcst 6€3 ero cormacusi.

B Paswscuenusax PockomHansopa «Borpocsl, Kacatoruecsi 06pabor-
KU [IepCOHA/IbHBIX JAHHBIX'PABOTHIKOB, COMCKaTeIell Ha 3aMelleHIe
BaKaHTHBIX JJO/DKHOCTEM, a TaK)Ke JINII, HAXOAAILINXCSA B KaJIpOBOM
pesepBe» TaKXe OTMEMACTCH, 4To «paboTofare/Ib Bpase 6e3 COOT-
BETCTBYIOLIETO CODIACHS OCYIeCTB/IATh 00PabOTKY IepCOHATbHBIX
OAaHHDBIX paGOTHI/IKa B CIy9a:AX, IpefyCMOTPEHHDIX KO/IJIEKTMBHBIM
ZIOTOBOPOM, B TOM 4IAC/Ie ITPAaBIIAMV BHYTPEHHETO TPYHLOBOTO PacIIo-
PAIKa, IB/SIOIVIMIUCS, KaK IPABIUJIO, IPUIOYKEHMEM K KOTTIEKTUBHOMY
IOTOBOPY, COIJIAIIEHNEM, a TAK)Ke TOKaTbHBIMI aKTaMU paboToxaTers,
HIPUHATHIMU B HOPSIZIKe, YCTAHOBTIEHHOM CT. 372 TpymoBoro Kopekca
P®». To ecTh nepcoHaNbHbIE JaHHBIE, HEOOXOVIMBIE [JIs1 BBIIOTHEHMS
HOpM Ha3BaHHBIX TOKATbHBIX HOPMAaTUBHBIX aKTOB, TaKXXe oOpaba-
TBHIBAIOTCSI 0€3 Cormacysi paboTHIKA.

B-tperbnx, B ctatbe 9 @3 «O I1]]» onpenernsiet, B Kakoit hopme
MO>XEeT\OBITh IIOJIy4EeHO corjacyue Ha 06paboTKy IepCOHaTbHbIX
HaHHBIX U KakKas MHpOpMauys SOMKHa OBITh BK/IIOUEHA B COITIAcHe,
oQOpMIIEHHOE B IIVICbMEHHOM BI/JIE.
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Ins paboroparens ata MHPOpPMALVA BaXkKHa B TOM C/Iydae, eCiu
UCTIONb30BaHMe IIePCOHAIbHBIX JAHHBIX BBIXOAUT 32 paMK1 TpymoBoro
Kopekca PO 1 MHBIX HOPMAaTUBHBIX IIPAaBOBBIX AKTOB B cepe TpyHas
Hamnpumep, ecrin paboromarerns pasMelaet MHGOpMALNIO 0 pabOTHUKAX
Ha MH(POPMAIVIOHHOM IIOpTajle OpraHU3alyi.

B-yetBepTbix, P3 «O II[I» ncnonbayercs opraHusalueipy pas-
paboTKe TaKoro 00s3aTe/IbHOrO JIOKa/IbHOTO HOPMAaTHBHOT0,aKTa, Kak
Ilono>xeHue o MepcoHaIbHBIX JaHHBIX.

ITynkr 8 cratbu 86 TK P® ycranaBnuBaer 006513aHHOCTb pabo-
TOZIaTe ISl 03HAKOMUTD PaOOTHUKOB II0J] POCIUCEICHEOK YMEHTaM,
yCTaHaBIMBAIOIMMI MOPANKOK 06paboTKY IepCOHAMbHBIX JaHHBIX
PabOTHMKOB B OpraHM3aLNUMY, a TaKkKe 00 X TIPaBax M 00A3aHHOCTAX
B 9TOI1 06/macTu. B cooTBeTCTBUM € 9TUM IIYHKTOM B OpTraHM3aIN
00653aTeNbHO NO/DKEH pa3pabaThbIBaThCAMYTBEPIKIATHCA TOKaIbHBII
HOPMAaTUBHBIIT aKT B cepe 00pabOTKY MePCOHAILHBIX JaHHbIX. Yatre
BCEro OH HasbiBaeTcA [lomoxkeHneM O MEpCOHANbHBIX JAHHBIX.

Y4uTeiBas, 4TO CTPOrUX TPEOOBAHNMI K 9TOMY HOKYMEHTY
He comepxutcst Hu B TK P®, Hy 8 @3«O T1]]», B HeM [O/IKHBI ObITH
yperynupoBaHbl Bce BUABI PAOOT € IMepCOHATbHBIMY JaHHBIMI,
KOTOPBIE OCYILIeCTBIISAI0TCS B OPraHUsauy, ¥ 00513aTeNIbHO JJO/KHBI
OBITH OTPa’keHbl BOIPOCEHL 3allIVITI I XpaHEHNA 9TOI KaTeropun
nHpOpMaI.

DepepaTbHbLL 3aK0H 0T 06.12.2011
Ne 402-@3 «O 6yxranTepcKoM ydere».
HCPBI/I‘IHI)IC Y4€THbIEC TOKYMEHTbI

TpynoBoe 3aKOHOZIATENbCTBO y/ie/iAeT 3HAYUTEIbHOE BHUMAHNE
BOIPOCcaM 0pOPMIHIA KafIPOBBIX JOKYMeHTOB. OfHIM U3 Hanbomnee
Ba)KHBIX B.3TOM OTHOLIEHNM ITPABOBBIX aKTOB AB/AeTCA PemepanbHblit
3akoH Ne 402-@3 «O 6yxrantepckoM yuere» (nanee — @3 «O byxran-
TEePCKOM yueTe»).

Cratba 9 @3 «O 6yxranTepcKoM ydeTe» MOCBSAIIEHA MePBIYHBIM
YYETHBIM JOKYMEHTaM. B COOTBETCTBUM C 9TOJ CTaTbell IepBUYIHbIE
YU THBIEIOKYMEHTBI — 3TO JJOKYMEHTBI, GUKCUPYIOIUe Ka>KIbIi
(aKT X034iICTBEHHOI XVM3HM OPTaHM3ALUM, TO eCThb M0b0e coObITHE,
oKaspIBalolllee BIIAHNE Ha PIHAHCOBOE ITOJIOKEHVIe OPTaHN3aLN,
(PMHAHCOBBIN Pe3y/NbTaT €€ IeATeTbHOCTIL.
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Y4nTeIBadg, 9TO BCE JIVICTBUA, OCYIeCTB/IAeMbIe C pAOOTHMKOM
B PaMKax TPY/IOBBIX OTHOILIEHNI, BTIEKYT 3a cOO0¥ pUHAHCOBBIE ITOCTIEN -
CTBMSI, OHU SIBJIAIOTCA (PaKTaMU X03s1ICTBEHHOM xu3Hu. Hanpumeps
IIpyeM, IIepeBOj, IOOLIpeHIIe, IIPefoCTaBIeHN e OTITyCKa pabOTHUKY,
€ro yBOJIbHEeHIe IIPeIIOIaraloT TaKue NeiiCTBI, KaK HadMCAeHe
3apabOoTHOII IIAThI, e MOBBIIIeHNE, PACYeT OTITYCKHBIX I KOMIT@HC ALVl
3a HEeMCII0/Ib30BaHHbIe OTITycKa. [IoaTOMY BCe Ka/jpOBBI€ OIlepalyi,
OCYIeCTB/IsIeMble C PaOOTHUKAMM, TO/DKHBI OBITh 0053aTeIBHO TOKY-
MEHTa/IbHO 3aKPeIUIEHBI C IOMOILbIO IEPBIYHBIX YIETHBIX JOKYMEHTOB.

Ho 2013 ropma opopmieHne ePBUYHBIX Y4eTHBIXZOKYMEHTOB
OCYIIECTBIIANOCH C 005A3aTe/IbHBIM ITPUMEHeHNeM YHUMUIPOBaHHbIX
dopwm, yreepxennbix fockomcrarom (ITocTarosnenne [ockoMcTa-
ta PO 01 05.01.2004 Ne 1 «O6 yTBepskaeHny yHUPUIUPOBaHHBIX HopM
HePBUYHON YIETHOI JOKYMEHTAINN 110 YHeTy TPYHA 1 €ro OIIAThI»).

9Ta 00543aTeNbHOCTD 3aKpeIIAnach B CT. 9 @3, «O byxranrepckom
ydyeTe» oT 21.11.1996 Ne 129-D3, KOTOPHIA yTpaTUI CUNTY, B Hell
TOBOPM/IOCH, YTO «IIePBUYHbIE yUeTHBI® JOKYMEHTHI IIPMHVMAIOTCA
K y4eTy, eC/Ii OHM COCTaBJIeHbI 10 hopMe, COfieprKalIleics B ambboMax
YHUGUIMPOBAHHBIX (POPM IepBUYHON YUETHOI JOKYMEHTALVIV».

Mspannbii B 2011 r. u Berynusmuir B cuny ¢ 2013 1. HosbIl1 O3
«O 6yxranTepcKkoM ydeTey He COFEP>KNUT OTCHUIOK K KAKMM-TO KOH-
KpPeTHBIM opMaM.

B coorBercTBUM C I. 2 ¢T.'9 JaHHOTO 3aKOHA ITTABHBIM YC/IOBMEM
IIPUHATHUA KaJ[pOBBIX JOKYMEHTOB K Y4eTYy SIB/IAeTCA Halu4due CIeny-
I0IIMX 00513aTeIbHBIX PEKBU3NTOB:

«1) HauMeHOBaHNUe JOKYMEHTA;

2) para coCTaBJIeHUA JJOKYMEHTa;

3) HaMMeHOBaHUE YKOHOMIYECKOTO CyObeKTa, COCTaBUBIIETO
JIOKYMEHT;

4) copepxanue akra X034ICTBEHHOI KI3HI;

5) Be/MYMHA HATyPaIbHOTO 1 (VM) IEHEXXHOTO M3MepeHMA (aKTa
XO3sICTBEHHO SKM3HY C YKa3aHUeM eVHII] I3MepeHN;

6) HaMMEHOBaHNe JO/DKHOCTY nifa (JInI), COBEpUIMBIIEro (CoBep-
ILYBINNX) CAENKY, OIIepalMio ¥ OTBETCTBEHHOTO (OTBETCTBEHHBIX)
3a ee 0OopMmieHMe, MO0 HaVMEHOBaHMe LO/DKHOCTY NMuLa (Ini),
OTBETCTBEHHOTO (OTBETCTBEHHBIX) 32 0O(hOpMIIEHE CBEPIUIMBIIETOCS
COOBITHS;
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7) IOZIIVCY JINTY, TPEyCMOTPEHHBIX ITYHKTOM 6 HaCTOAIIEI JacTH,
C ykasaHueM nx GaMuInii 1 MHUIMAIOB MO0 MHBIX PEKBU3WUTOB,
HeOoOXOAUMBIX i1 uieHTnduKauyu 3Tux muipy (DOefepanbHblii 3aKOH
0T 06.12.2011 Ne 402-D3 «O OyxranTepckoM ydere»).

B mynkrTe 4 cT. 9 yKasbIBaeTcs, YTO «(hOPMBI IePBIYHBIX YUETHBIX
JIOKYMEHTOB ONpefie/iieT PYKOBOLUTETb SKOHOMIIECKOF0 ey O beKTa
IO IIPeCTaBIEHMIO JO/KHOCTHOTO /INIIA, HA KOTOPOE BO3/IOXKEHO
BefleHue OyXTra/lTepCKoro yuerar.

Taxum o6pa3om, opraHmsanysa cama paspabaTbiBaeT HOPMBI
HepBUYHBIX YIETHBIX JOKYMEHTOB, BK/TI0Yas B Hee00:3aTebHble
PEKBU3NUTLI, HA3BAHHbIE B CTaThe 9 U MOOYI0 APYTYI0 MHPOPMALINIO,
Ha CBO€ YCMOTpEHIHe.

OpHako 1 o6ecreyeHys TpaBOMepHOCT MCIONb30BAHMSA ITHUX
¢dbopM B KaJpOBOM J€/IOIPON3BOACTBEPYKOBOJUTENIO JOCTATOYHO
U3JlaTh IPUKa3, KOTOPBIM YTBEPK/laeTCA UX IPUMEHEHNeE.

®epepanbHblii 3aK0H OT 27.07.2004 Ne 79-®3
«O rocypapcTBeHHOW I'PAXKIAHCKON
cryx6e», ykassl Ilpesupenta B cdhepe
TOCyJapCTBEHHOMEPAKAAHCKOI CITY>KOBI

B coorBeTcTBUM ¢ P3Ne 79-D3 «O rocynapcTBEHHON IPaXk/laH-
CKOIt crmy»x6e» rocyapeTBeHHas rpakiaHCcKas cyx6a Poccuiickoir
Deneparyy — 3T0 BU FOCYAAPETBEHHOI CTy>KOBI, TIPeJCTaBLAIONINI
c060i1 TpodeccuoHANIBHYIO CIKeOHYIO IeATeTBHOCTD Ha JO/DKHOCTAX
TOCYapCTBEHHOM IPaXTaHCKOI cry>k6b1 Poccuiickorr @epepaumi,
obecreynBaloONlyIo peanusalnio MOTHOMOYNI Pa3INYHBIX TOCYIAp-
CTBEHHBIX OPTaHOB. DTOT BUJ IIPO(eCCHOHAIbHOM HesATeIbHOCTI
MIMeeT CBOIO CIIeIMQUKY, IOSTOMY PeryIMpyeTcsl He TObKO TpynoBbIM
kogtekcoM PD, HO ellje LieTbIM KOMIUIEKCOM IIPaBOBBIX AKTOB, BK/IIOYAs
Ha3BaHHBII BbIllIe 3aKOH 1 yKasbl [Ipesunenta PO.

D3 Ne 79- D3 «O rocymapCcTBeHHOI IPaXIAHCKOI CIy>KOe» SBIAeTCs
B HEKOTOPOM CMBIC/Ie aHanoroM Tpyzmosoro kopekca PO mns sToit
cdepsnl neATenpHOCTH. OH pacKpbIBaeT MHOTME KaIpOBbIe BOIIPOCHI,
BK/TIOYAA IO pATOK ITOCTYIIEHNA Ha CITY>KOY U IPOXOXKIEHNUA CITy>KOBI,
0COBEHHOCTI 3aK/TIOYEeHNMIT 1 TPEKPAlleHNs CTyKeOHbIX KOHTPAKTOB.
OrebHbIe ITTaBbI MOCBAIIEHBI CTYKeOHOMY BpeMeHM 1 BpEMEeHY OT/[bI-
Xa, OIIaTe TPY/a, MOOIIPEHVAM ¥ AUCIUIUIVHE TPYHAa, GOPMIPOBAHMIO
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KaZJpOBOT'O COCTaBa ¥ NE€PCOHATbHBIM JAHHBIM TOCY/IapCTBEHHBIX
IpaXX/JaHCKUX CITy>KamuX. I71d KafIpOBMKOB BaXKHa CTaThsA 44 aHHOTO
3aKOHa. B Heil mepeuncisIoTCs BCe COCTABISIONINE KaPOBOIl pPabOThis
a TaKKe B II. 2 9TOJ CTaTbU TOBOPUTCA 06 0053aTe/IBHOCTH YTBEPIKAEHIS
ITonoxxeHus o nopipaseneHny rocyJapCTBEHHOr0 OpraHa 1o BOIPOcaM
TOCY/IapCTBEHHOII CITY>KOBI U KafipOB.

Psaj; ykasoB npesujieHTa NOCBAIIEH OT/Ie/IbHBIM Ka/[pOBBIM HPOLENY-
paMm, coBepllIaeéMbIM C TOCYAAPCTBEHHBIMY TPAXKIAHCKIMU CILY>KaIIVIMMU
B [TpOLiecce MPOXOXKIEHVS MU CITYKObL. BasKHO, UTO B 9THX IIPABOBBIX
aKTaX Ha3bIBAeTCs MOIHBIN COCTAB JOKYMEHTOBS KOTOPbIE JIO/>KHBI
6bITh 0(OPM/IEHBI B XOfi€ 9TUX IPOLEYP.

9ro ykasbl oT 01.02.2005: Ne 110 «O nposefieHnn aTTecTauu rocy-
TapCTBEHHBIX IPaKIAaHCKIUX cyxamux Poccuitckoi @egeparym», Ne 111
«O nopsizke cpauy KBamiUKaLIOHHOTO 9K3aMeHa FOCyaapCTBEHHBIMMI
TpaKJaHCKUMU cnyKamumu Poccniickont @efiepaliviy U OLeHKU UX
3HAHWI1, HABBIKOB U YMeHMT (TpodecCUOHANIBHOTO YPOBH:)», Ne 112
«O KOHKypce Ha 3aMellleH/e BAKaHTHOM JO/DKHOCTY TOCYAApCTBEHHOI
Ipak[jaHCKoI1 cmy>k6b1 Poccuiickoit @epepauy», Ne 113 «O nopsip-
Ke NIPUCBOEHNA ¥ COXPAaHEHMA KIACCHBIX YMHOB IOCY/lapCTBEHHOM
IpakIaHCKoM crmyK0bl Poccusickort Pemgepanny genepanbHbIM rocy-
TAPCTBEHHDIM IPaXKIAHCKYUM CITy>Kall[IM».

JIByM 00s13aTebHBIM KaIPOBBIM JOKYMEHTaM — CIyXXeOHOMY
KOHTpaKTy U Ilono>xeHio O IepCOHaNbHBIX JAHHBIX — MOCBALEHbBI
cnepyromye ykasol: YKas ITpesufienra ot 16.02.2005 Ne 159 «O npumep-
HOII popMe CITyeOHOT'0 KOHTPAKTA O IIPOXO>KAEHUY TOCYapCTBEHHOI
TPaXIaHCKO cny>1<6b1 Poccniickoit @epepauym 1 3aMelieHUN FOIKHO-
CTH TOCYAAPCTBEHHOM IPaXKAAHCKOIT cy>k0b1 Poccuitckoit Pemepariym»
u Yka3 IIpesnpenta 02.30.05.2005 Ne 609 «O6 yrBepsxpenyn Ilonoxernsa
0 TIEPCOHAJIbHDIX JAHHBIX TOCYAAPCTBEHHOTO IPAXK/IAHCKOTO CTY>KAIl[ero
Poccnitckont Pefepany 1 BeIeHUN ero IMYHOTO Jie/lar.

OTUMI YKa3aMy yTBEP>K/IAl0TCSA TUTIOBbIE POPMBI KOHTPAKTA 1 IOTIO-
YKeHUs, HA 0O CHOBAHMY KOTOPBIX Pa3pabaTblBalOTCs MHAVBYAYaIbHbIE
Cy)KeOHbIe KOHTPAKTHI Ha KOHKPETHbIE JOIDKHOCTY FOCY[apCTBEHHOM
CLY>KOBI WATONIOXKEHNS O MIePCOHANTBHBIX TaHHBIX TOCYLapCTBEHHBIX
IPXKAAHCKMX C/Ty>Kall[MX KOHKPETHBIX TOCYIapCTBEHHBIX OPraHOB.

DegepanbHblii 3akoH Ne 79-D3 «O rocygapcTBeHHON IpaskJaHCKOI
cnyx6e» 1 Ha3BaHHbIE YKa3bl IPE3NIEHTA COCTAB/ISIOT OCHOBHYIO
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HOPMaTVMBHO-IIPaBOBYIO 6a3y, KOTOPOJI JO/KHBI PYKOBOACTBOBATbCS
B CBOEI1 J1eATEIbHOCTY COTPY/HUKM IOApas/ieIeHNII 110 BOIIpocaM
TOCYapCTBEHHOI CIIY>KOBI 1 KaZpoB (KaJpOBbIX CITYXK0 rocynap-
CTBEHHBIX OPTaHOB).

B ToM ciyuae, ec/ut B 3STUX IIPaBOBBIX aKTaX HeT KaKOI4MMO0 HOp-
MBI, perynupyioleil TpyLoBble OTHOLIEHNU C TOCY/IapCTBeHHbIMU
CITy>KAIVIMY, Ka/jpOBBII CIIELMaIICT oOpaliaeTcs K 0OHIel HOpMaTuB-
HO-TIPaBoBOI1 6a3e B chepe Tpyna, HaunHasA ¢ TpygoBoro Kogexca PO.

Kpome Toro, BaykHO MIOMHUTD, YTO Ha3BaHHBIMM IIPABOBBIMII AKTaMI
MOTYT IIOJIb30BAThCA OPTaHM3aALNN TI00011 POPMBICOOCTBEHHOCTH,
IIpUBJeKasd UX B KaueCTBe MeTOAMYECKUX MaTepuamos. Hanpumep,
HJ B OJHOM IIPaBOBOM aKTe, COCTABJIAI0IIeM 0010 HOPMATUBHYIO
0a3y KaipOBOTO JIeTIOIIPON3BOAICTBA, He PEIIAMEHTUPYeTC s BOIIPOC
BeJIeHN:A INYHBIX Je/l paboTHUKOB. [ToaTemy mobas KoMmMepdecKas
opraHMsanus, KOTopas NPMHMMAET pellleHIe, BeCT NMYHbIE fleNa,
MOYKeT OpPMEHTUPOBAThCA HAa HOpMbL YKasa [lpesunenTa ot 30.05.2005
Ne 609 «O6 yrBepxaeHuy [1omosxeHyist 0, lIePCOHATBHBIX JAHHBIX TOCY-
TapCTBEHHOTO TPaXKHAaHCKOTO Cay Kamero Poccuiickoit Penepanym
U BEJIEHUY €TI0 IMYHOTO Jie/iar:

IIpaBuia BegeHNA M XpaHEHNU A TPYLOBbIX
KHIDKEK, M3TOTOBNeHN 1 OTaHKOB TPYIOBOI
KHIDKKM U 00€eciédeHns1 UMu paboTomaTeeii.
MHCTpYyKUMA 10 3aI0/THEHNIO TPYAOBBIX KHIDKEK

O6s13aTeIbHOCTBIBE/IeHN A TPYALOBBIX KHIDKEK Ha PaOOTHUKOB
oIpeneneHa B cTaTbe 66 TK PO.

B coorBeTcTBUIL C 9TOIT cTaThel «pOpMa, HOPALOK BeieH N 1 Xpa-
HEHVIS TPYHOBBIX KHIKEK, a TaKKe MOPALOK U3TOTOB/IEHNS 6/TaHKOB
TPYZOBBIX KHVDKEK 1 00ecreueHnst uMu paboTopaTernell ycTaHaBIyBa-
10TCA yHOTHOMOuYeHHbIM IIpaButenbctBom Poccuiickoit Pepepanumn
denepaabHbIM OPTaHOM VICIIOMTHUTETBHON BIaCTI».

Bo ucnonnenne storo nyHkra [locranosnenuem [Ipasurensctea PO
0T1/16.04.2003 Ne 225 «O TpymoBBIX KHIDKKAX» YTBep>keHbl «[IpaBuita
BeJICHUA U XpaHEeHsI TPYAOBBIX KHIDKEK, ISTOTOB/IEHMsI O/IaHKOB TPY-
TOBOJDKHYDKKY ¥ 0OecriedeHust UMU paboToparesneii». ITYM IPaBOBBIM
aKTOM YTBEP>KJeHbI (POPMBI TPYAOBOI KHVKKM U BKJIabIlIa K Heil
U CaMM IIpaBUIIa.
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B ITpaBunax chopMynpoBaHbl OCHOBHBIE TPeOOBaHMS K BEICHIIO
TPYZIOBBIX KHYDKEK, BHECEHMIO ISMEHEHMIL, BbIaue Ny0/IIKaTOB, YIeTy
U XpaHEHMIO TPYHOBBIX KHIDKEK. KpoMe Toro, B myHkTe 4 [TocTaHoBIeHNs
JaeTcs pacnopsbkeHne MUHUCTEPCTBY TPy/ia ¥ COLMAIbHOM 3aATHI
yTBepAuUTb VIHCTPYKIMIO IO 3aIIOTHEHNIO TPYHOBbIX KHIDKEK. [JaH-
Has VHcTpykumsa 6pi1a paspaboTaHa B COOTBETCTBUY ¢ LIpaBiiaMy
n yrBepxpeHa Ilocranosnennem MunTpysa Poccun o1 10.10.2003
Ne 69. B Heit JOIIOTHEHDI ¥ KOHKPETU3MPOBaHbI BONIPOCHI BHECEHNA
3amuceil B pa3fenbl TPYAOBOI KHIDKKI.

B npunosxennax k VIHCTpyKiuy npuseneHs! POPMBL IBYX 00s13a-
TEeJIbHBIX YYETHBIX KafIpOBBIX TOKYMEHTOB — IPUXOAHO-PACXOSHOI
KHITH TI0 Y4eTy 6/IaHKOB TPYLOBOJI KHVDKKY ¥ BK/IAbIIIA B Hee VI KHUTH
y4eTa IBMKEHMA TPYAOBbIX KHIDKEK 1M BK/IafbILIei B HUIX.

DenepanbHbIil 3aK0H 0T 22.10.2004 Ne 125-03
«06 apxuBHOM fiene B Poccuiickoit @emeparym»,
Pacnopsxenne IlpaButenbersa Poccuiickoi
Depepanyu ot 23.04.1992 Ne 781-p
«O6 yny4ieHny XpaHeHWS W IICTIOTb30BaHN
BOKYMEHTOB HOJIIYHOMY COCTaBY»,
Pacnopsixenne HpaBurenbcrsa Poccniickon
®epepanym ot 21.03.1994 Ne 358-p «O6 obecneuennm
COXPaHHOCTH JOKYMEHIOB I10 TMYHOMY COCTaBy»

Ocob6oe 3HaueHMe Ka7IpOBOILIOKYMEHTALVN, €€ COLMA/IbHAS, IOPIIN-
qecKad 1 peTPOCIHEKTUBHAA 3HAYMMOCTD OIIpEfEAI0T HGO6XOJJ,']/IMOCTI)
BHIMIMATE/IbPHOI'O OTHOLIEHN A K BOIIpOCAM XpaHEHNA JOKYMEHTOB
I10 IMYHOMY COCTaBY.

Ha TOCYHapCTBEHHOM YPOBHE B IIOCTCOBETCKUI TIepnon ObUIN M30aHbI
ABa Ba)XHDIX IIDAaBOBbIX aKTa, KOTOPbIE ObIIN IIpM3BaHbI obecreynThb
COXPaHHOCTD 3TUX NOKYMEHTOB B C/Iy4dae peopraHm3annm min ankK-
BUIaLIV OPLaHU3ALIVIIL.

910 pacnopsixenus IIpasurenbcrtsa PO ot 23.04.1992 Ne 781-p
«06 YAYYLIEHNY XpaHEHNA U MCII0/Ib30BaHMA JOKYMEHTOB 110 TIMYHOMY
cocTaBy» i oT 21.03.1994 Ne 358-p «O6 obecredeHnN COXPAaHHOCTH
JOKYMEHTOB II0 JIMYHOMY COCTaBYy».

HepBbe/I JOKYMEHT OIIpE€NENAE€T Ba)KXHOCTb XpaHEHMA KaIpOBbIX
TOKYMEHTOB B LJ€/IAX COLMA/IPHOM ¥ IIPAaBOBOM 3aLMThI IPasK/IaH.
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Bropoii mpaBoBoii aKT perymmpyeT BOIPOCHI XPaHEHNA JOKYMEHTOB
JIVKBU/IMPOBAHHBIX TP eI PUATHIA.

Ha ceropusamumit fleHb Hauboee 3HAYMMBIM IIPABOBBIM @KTOM,
PeryaupyouM OCHOBHbBIE BOIIPOCH XPAaHEHNS JOKYMEHTOB, 110
JMYHOMY COCTaBY, ABnsAeTca DegepanbHblii 3aKoH oT 22.10.2004
Ne 125-®3 «O6 apxuBHOM fiene B Poccuiickoit Pemepadmim.

B mynkrax 8-10 ctatbu 23 O3 «O6 apxuBHOM gmerne B Poccuiickorn
Depmepannn» OIpenenaeTcs, Kyfa NepefalTcs JOKYMEHThI 0 JIIYHOMY
COCTaBy Ha XpaHeHMe IIPU JTUMKBULALUN FOCYJapCTBEHHBIXOPTraHOB
VI HETOCYAAPCTBEHHBIX OPraHU3auil, a TAK)Ke NPY PEOPraHU3aL I
HEroCyJapCTBEHHbBIX OpPraHM3alMiA.

YuudunuposaHHbie GopMmbI
MEePBUYHON Y4ETHOM JOKYMEHTa i
IIO Y4YeTy TPY/Aa I €ro OIl/IaThl,
YTBEPKAE€HHbIE HoczanoBnennem
T'ockomcrata 05.01.2004 Ne 1

Bce meiicTBus ¢ pabOTHUKAMIL B PAMKaX TPY/OBBIX OTHOILICHMIA
IOJDKHBI 0(OPMIATHCSA € IOMOIIBIO IEPBIYHBIX YYETHBIX JOKYMEHTOB,
COCTAB/IAIONINX KaJIPOBYIO JOKYMEHTAIIMIO ¥ OJHOBPEMEHHO SBJIAI0-
IVIXCS OCHOBaHMEM JyIs Be[leHMs OyXTralTepCKOro yyera.

Tunosble GopMbL,OCHOBHBIX IIEPBIUYHBIX YIETHBIX JJOKYMEHTOB
yTBepKeHbl [ToctanoBnenueM Iockomcrara 05.01.2004 Ne 1.

Ilo 2013 roma népBbie 12 Gpopm 6bUIM 06513aTeNIbHBI A1 IPYMEHEH s
IOPUAMYEeCKIMI JIMLIAMU JHOOBIX (OPM COOCTBEHHOCTH.

Perynuposanach 0053aTe/IbHOCTb IIPYMEeHeHs 9TUX GOpM B cTaTbe 9
DepnepanbHOro 3akoHa ot 21.11.1996 Ne 129-D3 «O 6yxranrepckoM
ydeTe», KOTOPBIN YTPAaTUI CUTy. B COOTBETCTBUM C 3TOJ CTaThell
HepBUYHble YY€THbIE JOKYMEHTbI IPMHMMANUCh K y4eTy TONbKO B TOM
CTy4ae, @M OHM OBUIV COCTaB/IeHbI IO YHUMUIMPOBAaHHOI (opMe,
B3ATO0I 48, AMb00Ma YHUPULIMPOBAHHBIX (GOPM IIEPBUYHON YU THOI
TOKyMEeHTaII .

[Tocne Bcrynnennsa B cuny @egepanbHoro 3akoHa ot 06.12.2011
Ne'402-D3 «O OyxranTepckoM yueTe» 0pUAIYecKoe U0 BIIPaBe CaMo-
CTOATENBHO PellaTh, VICTIO/Ib30BATh IV eMY JaHHbIe YHI(UIVPOBAHHbIE
(OPMBI B HEM3MEHHOM BU/Jie, YTBEPAVB VX IPIKa30M PYKOBOUTEIA,
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WIN pa3paboTaTh CaMOCTOSITe/IbHbIE (POPMBI IIEPBMYHBIX YYETHBIX

ITOKYMEHTOB C Y4eTOM TpeOOBaHUiT, OTPa>KEHHBIX B ITYHKTE 2 CTaTbu 9

JlaHHOTO 3aKOHa.

ITocranoseHreM fockoMcTaTa yTBepIK/ieHbI C/IEAYIOLINe YHUQMLI-

poBaHHbIe (GOPMBI, VICIIOIb3yeMble B e Te/IbHOCTI KaPOBBIX CIIYKO:

T-1 ITpukas (pacrnopsKeHne) o mpreMe paboTHIKA Ha pabOTy
T-1a I[Tpukas (pacnopspKeHe) o mpueMe pabOTHIKOB Ha paboTy.
T-2 JInyHas KapTo4Ka pabOTHUKA
T-2TC JIn4yHasA KapTOYKa TOCYapCTBEHHOTO CITY Kalllero
T-3 [IrarHoe pacnucanme
T-4 YueTHas KapTOYKa HAyYHOTO, HAyYHO-IIEAr OTIYECKOro pabOTHMKA
T-5 ITpuka3 (pacropsbkeHiue) o epeBofie PaOTHUKA Ha APYTYIO paboTy
o5 ITpukas (pacnopskeHne) o nepeBofie pabOTHIUKOB
-5a
Ha ApyTyIo paboTy
T-6 ITpukas (pacrnopsKeHne) o IPeFOCTaBIeHN OTITyCKa PAOOTHUKY
T-6 ITpukas (pacrnopsKeHMme) 0. IpefoCTaBIeHIM OTITyCKa
-6a
paboTHuKam
T-7 Ipadux oTIycKoB
T8 ITpukas (pacrnopspkeHie) 0 IpeKpalleHn AeiiCTBIA TPYLOBOTO
moroBopa (KOHTPakTa) ¢ pabOTHUKOM
T.8 ITpukas (pacuopsvKeHe) 0 IpeKpaleHn AeiiCTBIA TPYLOBOTO
-8a
HoroBopa (KOHTpaKTa)/C paboTHUKaMM
T-9 ITpukas (pacmopskeHne) 0 HallpaBIeHN pabOTHNUKA
B KOMaH/VPOBKY.
T-9 ITpukas (pacnopsKeHme) 0 HallpaBIeHNN pabOTHIKOB
-9a
B KOMAH/JUPOBKY
T-11 Hpuxas (pacropsKeHie) o MOOLpeHnu paboTHNKA
T-11a ITprkas\(pacrnopspKeHye) O MOOLPeHNI pabOTHIKOB
T-12 Tabeib ydyeTa MCIOIb30BAHNS Pab0Yero BpeMeHN 1 pacyeTa
3apabOTHOII I/IAThI
T-13 Tabenb yyeTa MCII0nb30BaHUA PabOYEro BpeMeHN

HPI/IMGHHTb 3TN (bOprI pa6OTOI[aT€TIb MOJXET B Ka4€CTBE OCHOBDI

i paspaboTKy COOCTBEHHBIX GOPM KaJJpOBBIX JOKYMEHTOB, BK/IIOUVB

B HIIX MOOYIO JOIIOTHUTENbHY0 NHPOPMAIMIO HA €T0 YCMOTpPEeHNe.
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Y4unThIBas, 4TO KOMaHAMPOBOYHbIE YIOCTOBEPEHIISI M CITy>KeOHbIe
3aJJaHVIs He IIPYMEHSIOTCS 11t 0pOpMICHYIsI KOMaHIVPOBOK pabOTHMKA,
yHu¢unyposanHble popmbl T-10 1 T-10a He MOTYT UCIIONIB30BATHEA
Jaxke B KaueCTBe PeKOMEHIATe/IbHBIX.

Oo6mepoccuiickmne KnaccnpukaTopbk

ITpu opopmieHNY KaIpOBOIL JOKYMEHTALMN KapOBOMY CHeLaIn-
CTY MOTYT HOTPe60BaThCs KOJBI TEXHNKO-9KOHOMIYECKOIT /T COLIaTbHOI
nHdopmanuy no O61epoccuiickuM KnaccuduKaTopam.

O6mepoccuiicknit KmaccuUKaTop TeXHNKO-9KOHOMIYECKO 1 COLV-
anmpHoIt nHPopmauny (OK) — 3To cucremarn3upOBaHHbIN IIepedeHb
00BEKTOB C yKa3aHMeM HaVIMEHOBAHUII U KOJOB 9TIX 06bekToB. OK
npuHuMatotcs Tockomcrarom Poccnn v HpuMeHAOTCA py o6MeHe
JAaHHBIMI, B aBTOMATV3MPOBAHHBIX CHCTeMaX 00paboTky MHpopMaiyy,
a TaK>Ke IIPY 3aIIOTHEHNY YHUUIVPOBAHHBIXIQOPM.

Hamn6onee BayXHBIMM, C TOUKM 3pEHINS KaIpOBOIT JOKYMEHTAIIVIIL,
ABJIAIOTCA CIIeAyIole KIaccuuKaToOpsL:

1. O6mepoccuiickuit knaccupuKaTop CrienaabHOCTeN o 00pa-
soBanuio (OKCO).

2. O6bmepoccuiicknit kiaecuukarop npodeccuit pabounx,
IO/DKHOCTeT CrTyKaiux u Tapy@usix paspsagos (OKIIITP).

3. O6mepoccurickmit knaceugukarop nHGpoOpMaLnm o HaceTeHnn
(OKUH).

4. O6mepoccuitékuit KnacendukaTop ynpasaeHYecKo JOKyMeH-
tamun (OKY).

5. O6mepoccniicknit kaccupuKaTop MpeAnpysATIil ¥ OpraHN3a-
it (OKIIO) — 2TeT Ko opraHM3alys MoIydaeT IpyU PerucTpaLnn.

B nepByto ouepeppb HaHHbBIE K1aCCU(PUKATOPBI IPUMEHAIOTCS 1A
oopMIIeHUA TMYHO KapTOUYKM pabOTHUKA, 0)OPM/IAEMOII 110 YHI-
¢uunpoeBannoidopme T-2.

B ortnmuue of npyrux yHuQuIMpoBaHHBIX GOPM IEPBUYHOI yUeT-
HOUIOKYMEHTAIMY 10 Y4ETy TPY/ia U €TO OIIATHI, YTBEPK/ICHHbBIX
ITocranoBmenmem IockomcraTra 05.01.2004 Ne 1, sTa (bopMa SABSETCA
00:43aTeABHOI B COOTBETCTBUM C ITyHKTOM 12 «IIpaBwn BegeHnA u xpa-
HEHVIA TPYIOBBIX KHIDKEK, I3TOTOB/ICHNA O/IAaHKOB TPY/IOBON KHVDKKM
u obecriedeHnst UMM paboTofareneri», yrBep/jeHHbIX IlocTaHOBIIE-
HyeM IIpasutenbctBa PO ot 16.04.2003 Ne 225. Hanpumep, B TMYHO
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KapTO4yKe pabOTHIKA MeCTO ero poxkaeHms ykaspipaeTcs 1o OKATO,
IPXIAHCTBO, 3HAHNME MHOCTPAHHBIX 53bIKOB, 06pasoBaHye — o OKIH,
crnenManbHOCTD 1o gumiomMy — o OKCO n . 1.

HaumeHnoBaHMst 06 beKTOB, IpUBeIeHHbIE B KIaccuPpuKaTopax,
TOJDKHBI OBITh B TOYHOCTY IIEPEHECEHbI B POPMBI JOKYMEHTOB.

JlokanbHbIe HOPMAaTNBHbBIEC AKThbI

B coorBercTBUM CcO cTaTbeit 5 TK PO npaBoBoe perynmposanne
TPYZOBBIX OTHOLIEHUIT OCYILIeCTB/AETCA Ha HECKOIbKUX YPOBHAX
(cM. YpoBHM IIpaBOBOTO PEryIMpOBaHusA AeATeAbHOCTU Ka/ipOBOI
cy»K6bl), BKIIOYas T0KanbHbI. Ha 9TOM ypoBHe OpraHmu3aius
M3aeT CBOM OpPraHM3al[MIOHHO-IIPaBOBble JOKYMEHTBL M/ TOKa/Ib-
Hble HOpMaTUBHBIE aKThl, COfleprKalllyie HOPMbI TPy OBOTO MIPaBa,
KOTOpbIe MPUMEHAITCA TOMAbKO J/IA JaHHO! opranmsauun. Yaie
BCETO JIAHHbIE aKTbI U3JJAI0TCA C 11e/1bI0 KOHKPETU3ALNM Y PACKPBITHA
HOPM, COfiep>KallyXcs B 00I1eroCyapCTBEHHbIX IIPaBOBBIX aKTaX,
OTpakas IPU 9TOM CIIeLUPUKY KafPOBOII HEATEIbHOCTY U JesTelNb-
HOCTU IO YIIPaBJIEHUIO IEPCOHAIOM B\KOHKPETHOJ OpraHM3aLuN.
Kpome TOro, oHu 13faoTcs Bo MICHONTHEHNE HOPM O0ILEro TPyLOBOro
3akoHopmaTenbcTBa. Hanpumepys ctarbe 189 TK P® nmpomnmncano,
YTO OpraHM3aLVY O/DKHBL pa3pabdaThiBaTh IIPAaBIIa BHYTPEHHe-
rO pacrnopsipka. B cooTBeTcTBMM ¢ JaHHOII cTaTbeil OHM 06513aHbI
paspabarTbIBaTh 9TOT JIOKa/IbHBLI HOPMATUBHBII aKT, YIUTHIBAS BCE
TpeboBaHMs, KOTOpPbIe K HeMy/MpenbasaoTcsa TK PO.

Hopwmbr, 3a¢ukCupoBaHHble B TOKATbHBIX HOPMAaTUBHBIX aKTaX,
He MOTYT IIPOTUBOPEYUTH HOpMaM OOILEro TPYAOBOIO 3aKOHOJATEIbCTBA
U He MOTYT YXY/IIATh [IO/I0XKEeHVA pabOTHMKA II0 CPABHEHMIO C YCTa-
HOBJIEHHBIM TPY/OBbIM, 3aKOHOJATEIbCTBOM Y MHBIMI HOPMAaTUBHBIMU
npaBoBbIMuLakTami. O6 aToM roopurcs B crarbe 8 TK PO.

[Tpu pa3paboTKe TOKaNbHBIX HOPMATUBHBIX aKTOB paboTofaTe-
IO CreRyeTyunThiBaTh TpeboBanus cratbu 372 TK PD, B koTopoit
[IPOHICAH, IOPSIIOK yueTa MHEHNUsI BBIOOPHOTO OpraHa mepBUYHOI
11podCcOr3HOI OpraHM3aLMM TPV IPUHITHUM TOKA/TBbHBIX HOPMATUBHBIX
aKTOB (P HamM4IMy TAKOTO OpraHa).

BcoorBercTBuM co crarbeit 12 TK PO «10KanbHbI I HOpMaTUBHBII
aKT BCTYIaeT B CYJIY CO [HS ero MPUHATHUS paboTofaTeneM mbo co fHs,
YKa3aHHOTO B 3TOM JIOKaTbHOM HOPMaTMBHOM aKTe, U IPUMEHAETCs
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K OTHOILIEHMAM, BOSHUKIIM II0C/Ie BBEIEHS €ro B IeVICTBUEY.

[TpexpaliieHye BeyiCTBYUSA TOKQ/JIbHOTO HOPMATUBHOTO aKTa MOXKET
OBITD CBS3aHO CO CIIEAYIOIUMM PaKTOPaMU:

— CUCTEYeHMEeM CPOKa ero HeVICTBIS;

— OTMeHOI (IIpM3HAHMEM YTPATMBIIUM CHUJIY) aHHOLO JIOKAaJIb-
HOTO HOPMAaTMBHOT'O aKTa APYTUM JIOKA/IbHbIM HOPMATVBHBIM aKTOM;

— BCTYIUICHUEM B CVIY 3aKOHA VI MHOTO HOPMATMBHOLO IIPaBo-
BOTO aKTa, HAXOJAIIErocs Ha 60Jiee BHICOKOM YPOBHe ITpaBOBOI ITIIpa-
MBI U COfiep>KallleTo IPOTHBOpeYalyie TOKaIbHOMY aKTy HOPMBIL

PaboTHMKM [JOIKHBI OBITH 03HAKOMJICHBI TI0f] POCHICH CO BCeMM
JIOKa/IbHBIMM HOPMAaTUBHBIMY aKTaMM, CBSI3aHHBIMIAL € VIX IesATe/IbHO-
crbio (cT. 22 TK P®). O3HakoM/IeHne BHOBD IIQCTYIIAIOMIEro Ha paboTy
PpabOTHMKA C JTOKaTbHBIMY HOPMATVBHBIMIL aKTaMJ OpraHN3alN
OCYILECTB/IACTCA 10 IOAIICAHYIA UM TPYAEBOro Aorosopa (ct. 68 TK PD).

OsHaKOMJIeHNE C JTOKa/JIbHBIMI HOPMATUBHBIMY aKTaMIU MOXKET
OCYILEeCTBIATHCA HECKOMBKIMM CrI0Co0amMm (cM. Cr1ocoObI 03HaKOM-
JTIeHNA C JTOKQTbHBIMY HOPMATVBHBIMINaKTaMI1):

— HeIOCPefCTBEHHO B CAMOM JIOKQJIbHOM HOPMAaTUBHOM aKTe;

— OIIOCPEJIOBAaHHO Yepe3 IPYTHe AOKYMEHTDL.

B nestenbHOCTY Ka/ipOBBIX CIRY>KO BBIZIE/LAIOT 005A3aTe/bHbIE JIOKa/Tb-
Hble HOPMaTUBHbIE aKTbY HEOOXOAMMOCTD U3AaHMsI KOTOPBIX yCTa-
HoBjieHa B TK P®, ycioBHO-00518aTe/1bHbIe TOKa/IbHbIE HOPMATVBHbIE
aKTbI, 00513aTeIbHOCTD W3JAHMIsE KOTOPBIX CBSI3aHa C ONpefle/IeHHBIMM
YCTIOBMAMY, U JIOK/IBHbIE HOPMaTUBHBIE aKTBI, KOTOPbIe OpTaHU3alNs
MOXKET U3aBaTh HO CBOEMY YCMOTPEHUIO.

K 06s13aTenbHBIM TOKAIbHBIM HOPMATVBHBIM aKTaM OTHOCSATCSA:

- IlpaBwia BHYTpEHHETO TPYHOBOTO PaCHOPS/IKa;

- Tlono)xeHne o IepcOHaIbHBIX TaHHBIX PaOOTHUKOB.

K yc/1oBHO-006513aTe/IbHbIM JIOKa/IbHBIM HOPMATVBHBIM aKTaM OTHOCSITCS:

- JOIKHOCTHbIE MHCTPYKIMU COTPYAHUKOB KaZpPOBOI CITy>KObI
(06sA3aTeIBHO MBNAIOTCA B TOM C/Iydae, ey QYHKIUM paboTHUKA
HeZJOCTATOUHO 4eTKO OIpefie/IeHbl B TPYIOBOM IOTOBOPE);

- TonoXkeHue o6 omare Tpyaa (0643aTeNbHO U3NAETCA B TOM
CIIyJae, eC/IV B OpraHM3alMy IPaKTUKYeTCA C/IOKHAS CUCTeMa OIIJIAThI
TPYHa; MMEIOIas IOCTOSHHYIO ¥ IePEMEHHYI0 COCTaB/IAONINE, KOTO-
pble He OTPaKEeHBI B TPY/IOBOM JIOTOBODE);

~ KOJUIGKTVIBHBIN JIOTOBODP (CTAaHOBUTCA 00A3aTENbHBIM, €CIN
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OfHa 3 CTOPOH TPYHOBbIX OTHOIIIEHU BBICTYIIN/IA C I/[HI/IHI/IaTI/IBOf/i
3aKJII0YEHIS JAHHOTO JOKYMEHTA);

— TIOJIOKEHMS O IIPOBEfIeHNN aTTecTanyi, 06 00ydeHnn paGOTHM=
KOB, IIOBBIIICHNY KBaIMYKALNI U Ap. (M3FAIOTCS B TOM CIydae, €Cy
B OpraHM3alI IIPOBOANTCSA aTTeCTalus pabOTHIKOB, OHILOOYHAIOT-
€51, IOBBIIIAIOT KBAIMUKALNIO U T. [1.).

K TpeTbeit rpymie oTHOCATCA:

— TlonoxeHne o KagpoBoIt CIyx6e;

- VHCcTpyKuMs:A 0 KaIpOBOMY [JeIOIIPOU3BOJCTBY.

Kaxk npaBuio, 3T¥ JOKYMEHTBI U3JAI0TCA C LeIBI0IOBBIICHNA
3¢ deKTUBHOCTY PabOThI KapOBbIX IIOAPa3/ieIeHNIL.

ITonoxxeHne o KagpoBoit cayK6e

[Tono>xeHue o KagpoBoit cyxb6e — 3T@ IOKANIBHbIT HOPMATUBHBII
aKT, KOTOPBII yCTaHaB/IMBaeT IPaBOBOe IIO0XKeHIe JaHHOTO CTPYK-
TYPHOTO IOApPa3feneHns, onpeensaeT eroOMeCTo B yIIpaBIeHYeCKO
CTPYKType OpraHM3aliy, yCTaHABIYBAET, eI'0 KOMIIETEHIINIO, OIIpefie-
JIA€T IpaBa U MOPALOK B3aMMOAELHCTBUSA € APYTUMU CTPYKTYPHBIMMA
oA pasfieNneHAMY U IOJKHOCTHBIMY TULjaMU.

ITonoxenne orHocutcsa K YCOPJ, B MeToguyeckux MaTepuanax
K KOTOPOII IIpeijIo>keHa TMHOBast CTPYKTYpa MonoxKeHus («YHupunm-
poBaHHasA CUCTeMa OPraHM3aYOBHO-PaCcIIOPAUTENBHONM JOKYMEHTA-
. YEnunyposaHHble GOPMBI, NTHCTPYKTUBHbIE M METORNYIECKIE
MaTepyasibl [0 UX IpUMeHeHNo», yTB. IltaBapxusom CCCP 18.03.1979).
HaHHasA CTPyKTypa ABjdAeTCA peKOMeHIaTe/IbHO, HO OpraHM3aIun
MOTYT B3ATb €€ 32 OCHOBY. it pa3paboTku cBoero I1omoxeHus.

[TonoxxeHMe 0 KAZPOBOIL CITyXOe MOXKET COCTOATD U3 CIeHYIOLINX
pasfienos:

1. O61ue IoM0KeHU.
em n 3agaun.
OyHKHMN.
IIpaBa 1 OTBETCTBEHHOCTD.
PyxosopcTso.

O\ gip> »

BsarimooTHOIIIeHN 1.

Takoke OHO MOXKET OMONMHATHCsT pasfenamu «OpraHusanus paboTbi»
I lopsanok nepecMoTpar.

B «O6mux nono>xeHnsax» yKa3plBalOTCsI TOYHOE HaIMEHOBAHUE
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KaJIpOBOII CITY>KOBI, €e MECTO B YIIPaBIeHUECKON CTPYKTYpe OpraHu3a-
LI, TOJYMHEHHOCTD U PYKOBOZICTBO cny>1<6b1, TIOPAIOK OIIpeeIeHIs
YMCAEHHOTO U TOJDKHOCTHOT'O COCTaBOB.

Ecnu cnyx6a KafipoB MeeT CJIOXKHYIO CTPYKTYpy (cM. CTpyK-
Typa KaJpoBOIi CIyXObI), B 9TOT pasfie/l BK/IIOYaeTCs OIACAHMIe ee
BHYTpPEHHEI OPraHN3aLIOHHO CTPYKTYPbI, TO €CThb NE€PEYNCTIAIOTCA
HOfpasfe/ieHNs CIy>KObI, OTBeYalolIye 32 pasHble PyHKINY KaapOoBOIL
IesATenbHOCTH. JI7s1 KAZIPOBBIX CITY>KO, He MMEIOIUX B CBOEM,COCTaBe
CTPYKTYPHBIX ITOfipasaeneHnii, B «OOIINX TOMOXKEeHSIX» Ha3bIBAIOTCS
YIacTKU KapoBoit paboThI.

3aK/TI0YNTETbHBIM TYHKTOM, KaK IIPaBUJIO, ABAAETCA Iepeduc-
JIeHMe OCHOBHBIX IPABOBBIX AKTOB B chepe TPYLOBBIX OTHOILIEHMIT,
KOTOPBIMU KaZpoBasi CIy>k6a JOMKHa pPyKOBOACTBOBATHCS, BK/II0YAs
IIPaBOBbIe aKThI OOLIETOCYAAPCTBEHHORO 3HAYEHMsI U JIOKAIbHbIe
HOpMaTMBHbIEe aKThl. B 4Mcio nmocjiefHUX Tak>ke BXOAUT U CaMO
IMonoxeunne 06 oT/ene Kagpos.

Ecnn B opranusanuy npakTUKyeTCAUCIONb30BaAHNE IIeYaT KaJpo-
BOJI CIIY>KOBI, B «OOLIUX MOIOKEHNAX» IPUBOJSITCS ee OIVICaHIe,
YC}IOBI/IH XpaHeHI/IH ¥ Ha3HAYCHUE.

Bo BTOpoM paspene onpefiefisieTCA Helb AesATe/IbHOCTY KapoBoil
CTY>KOBI U IIepeUyCIAI0TEA 3a5aul, pelaeMble CIy>KO0I 1 OCTH-
JKEHUsI TIOCTaBIeHHOT/ e, OOBIYHO 1eNTbI0 KafpOBOIl CITy OB
AB/IsIeTCS obecredeHe @PraH3alnyl KagpaMy pyKOBOJUTEIEN,
CIeIMAIICTOB, pabOWNX U CAYKAIINX HeOOXOAMMBIX CIIelNaTbHOCTeN
U KBaInpUKaLnm.

K ocHOBHBIM 3aa4aM OTHOCSITCS:

- KOMIUIEKTOB@HIE OPraHU3al[uyl PYKOBOAIIMMIU PabOTHUKAMH,
CrlenanuCTaMu 1 pabourMy COOTBETCTBYIOLIETO MPOduist mpenmnpu-
SATUSA CIIEeUAIBHOCTEN;

- ofecmevenyie [BIDKEHISI KafpOB, KAPbePHOTO POCTa IIEPCOHATA,
IIOATOTOBKY pe3epBa [Is BbIBIDKEHVSI PaOOTHINKOB;

< BHeJIpEHIE IPOIPECCUBHBIX METOMIOB ITOATOTOBKMY, IIEPEIIOATO-
TOBK, TIOBBIILIEHNE KBaMUKALIVI TePCOHAa;

—y4eT TMYHOTO COCTaBa;

= ylIpaBjieHMe TPYHOBOI IMCLUIIIMHON Y TeKYy4eCTbIO KaIpOB;
obecrieyeHne COIaIbHBIX rapaHTHit B chepe 3aHATOCTI;

peuenne 3agad IMOBBIMIEHNA KaJPOBOT'0 IIOTEHIIVIA/IA OPTaHM3al N,
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- y4acTue B pa3pabOTKe I peannsaluy CTpaTernu ypaBIeHns
HEePCOHA/IOM M T. Ji.

[Togpo6Hee 911 3a/ja4M PacKpbITH B pasfiene « DyHKIUI».

IroT paspen pazpabaTblBaeTCs MICXOMAS U3 KaXKJ0i KOHKPETHO
3aj1aun KaJpoBoIl CIIyXOBbI 1 IpefcTaBiisAeT co60it Habop TPYHAOBBIX
IeiiCTBUI, HeOOXOAMMBIX IJIsI ee peanmusariui. st y,1106CTBa TEeKCT
3TOTO pasfieia MOXXHO CTPYKTYPUPOBATh B COOTBETCTBUU € YIACTKAMU
KaJpOBOI1 paboTbI, KOTOpbIe ObIIN BbIe/IeHbI B «OOIIVX MOMOMKEHAX>.

B pasgerne «IIpaBa 11 OTBeTCTBEHHOCTb» GOPMYIMPYIOTCA KaK 001Ime
paBa CTy>XOBI, TaK ¥ KOHKPETHbIE, HeOOXOVIMbIE e I HOIHOLIEHHOTO
BBIIIO/IHEHVIS CBOVMX (DYHKLIMIL.

Hamn6omnee 3HauMMbIMM 0OIIMMM ITpaBaMIA Ka/JPOBOIL CIIY>KOBI
ABJIAIOTCA:

— IIPaBO KOHTPOIMPOBATb COOMONEHUSTPYHOBOIO 3aKOHO/IATeb-
CTBa M JIOKa/IbHbIX HOPMAaTMBHBIX aKTOB B C)epe Tpy/ia B OpraHM3aINy;

— IIPaBO Y4acTBOBATh B pa3paboTKe KafpoBOi MOMUTHKI 1 CTpa-
TETHM yIIPaB/IeHNs IIePCOHAIOM;

— TIpaBO NPMHMMATD YYaCTVE B PACEMOTPEHNI BOIIPOCOB, CBA3AH-
HBIX C PACCTAHOBKOII, lepeMelfeHIEeM 11 yBOIbHeHIeM PabOTHIKOB
OpraHusanny;

— IIpaBO 3aIpaIlNBaTh ¥ CTPYKTYPHbIX TOpaseneHnit nudopma-
IIMIO T10 /IF0OBIM KaJpOBBIM BOMPOCAM 1 IIepefjaBaTh ee Ha pacCMOTpe-
HIe PyKOBOJCTBA I T. i

Kpowme o611yx npasy B 3TOM,pasye/ie MOXXHO YKasaTb CHelududecKke
IIpaBa CY>XObI, CBA3aHHbIE C BBIIIOJTHEHNEM KOHKPETHBIX (PyHKIIMIL.
Hamnpumep, ecru KagpoBasgieny>k6a BbIIONHAET (PYHKIMN 10 BbIHECe-
HUIO AUCLUIUIMHAPHBIX B3bICKAHNUIT PaOOTHIKAM, C/IeIOBATE/IbHO, il
IO/DKHO OBITH IIPeJOCTAB/IEHO IPABO MIPOBEEHNA ANCLUIUIMHAPHBIX
pacc/ieoBaHuUil U IPOBEPOK, 3aTpeOOBaHNA OT pabOTHUKOB He00XO0-
AVIMBIX 00BACHEHUIT, 0)OPM/ICHVS JOKYMEHTOB, GPMKCUPYIOMINX (aKT
IPOCTYIKAWM T. Ji.

OripefiefieHYIe OTBETCTBEHHOCTH Ka[pOBOL CTy>KOBI B 9TOM pasjiene
HauMHaeTCA ¢ GOpMyIMPOBKI: «OTBETCTBEHHOCTD 32 CBOEBPEMEHHOE
L HaJl7IeKalllee BBITIOTHEHNE OT/e/IOM CBOMX (DYHKIIVIT BO3/IaTaeTCs
Ha PYKOBOZAMTE/IA KaApoBoil CyX06bl». [Ipn onpenenennn orser-
CTBEHHOCT! PAOOTHIKOB CITY>KOBI [Ja€TCA OTCBIIKA K VX JIO/DKHOCTHBIM
MHCTPYKIVAM.
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JlomyckaeTcst B 9TOM pasfiesie IPONMUCATh IOAPOOHO BU/IBI OTBET-
CTBEHHOCTU 3a HEMCIIOJIHEHNe VIV HeHaJIe)xallee CIIOTHEeHe
KOHKPETHBIX (PyHKI[MII KaJIPOBOIL CITY>KOBL. TO MOXET ObITD JICHH=
IUIMHAPHAs1, MaTepuaibHas, aMIHICTPATUBHAS, IPAK/JAHCKO-TIPABOBAs
U YyrOJIOBHAsI OTBETCTBeHHOCTDh. Hanpumep, ko BceM 3 TUM BUjaM
OTBETCTBEHHOCTI MOTYT OBbITb IIPYUBJICYEHBI COTPYAHUKIKa/[pOBBIX
CIy>k0, HapYIIMBILIYE IPAaBOBble HOPMBI, CBA3aHHbIE/C 00PaAbOTKOI
IepCOHAJIbHBIX JaHHBIX paboTHUKa (cT. 90 TK PD).

Ecnmy Ha pyKOBOAMTeEIS KaJpOBOIl CIy>KObI He pa3pabaTbiBaeTcs
IO/DKHOCTHAsA MHCTPYKINA, TO ee CofiepyKaHe BKIIOYaeTcs B [Tonoxe-
HIIe 0 KaJJpOBOIl CITy>k6e B BIJIe OT/IeNIbHOTO pasyiefa «PyKoBoacTBO».
B aToM paspene oTpakaioTcs TpeboBaHMA K KBanupMKaIy 1 ONBITY
paboTy pyKOBOLUTEA, TOYHOE HaMeHOBaH e JOMKHOCTI, IIpaBa,
00653aHHOCTY U TIePCOHATIbHAS OTBETCTBEHHOCTD PYKOBOMIUTENIA CITY OB
3a BBINOJTHEHe BCeX BUIOB PabOT, KOTOPBIE 3aKPEI/IeHbI B IIOTIOXKEHNT,
a TakoKe 3a pellleHNe 3ajiay, OCTaBIeHHBIX Mepey] Ka/[poBOil CTy>KO0it.

B paspene «B3arMOOTHOIIEHUSI» HPOMMCHIBAETCS, C KEM I I10
KaKJIM BOIIPOCaM B3aMMOJIe/iCTBYeT KagpoBas Cy>k6a B Impoliecce
BBIIIO/THEHNUS CBOUX (PYHKIMIL.

Ba)kHO 0Tpa3uThb He TONBKO BHYTPEHHIIE B3aVIMOCBS3M C APYTUMM
CTPYKTYPHBIMU IIOfIpa3/eIeHVAMY 1 JO/DKHOCTHBIMMY JIMI[AMU Opra-
HM3AIMN, HO TAK)Ke B3aUMOCBASMA C BHEIIHIMI CTPYKTYPaMy, TAKUMI
KaK BOEHKOMaThl, IIeHENOHHBII hoHz Poccuiickoit Penepariy, OT/enst
COLIMAIBLHOTO 00ecHedeHNS, TepPUTOPUAIbHbIE CTY>KOBI 3aHATOCTH,
MUTPAIVIOHHbIE CAYIKODI 1 T. 1.

[TonoxxeHme 0 KafpoBoit cy>x6e opopmsieTcs Ha 061eM OGaHKe
OpraHM3alNM, MOFHNCHIBACTCS PYKOBOANUTEIEM KaJPOBOIL CITY>KOBI
U YTBep>KAAeTCs PyKOBOAMTEIEM OpraHU3aL UL,

TexcT HOIOKeHNs pasfie/AeTCs Ha Pasfielibl 1 O PasieNbl, KOTOpbIe
HyMepyfoTCs apabckumm 1y pamim.

PaboTHUKY KafpOBOIl CIY>KOBI JOKHBI OBITH 00513aTENBHO 03HA-
KOMJIEHBI,C TTOTIO>KeHMeM T10f;, pocruch (cM. Crioco6bl 03HAaKOM/IEHMA
C JIOKa/IbHBIMY HOPMaTHBHBIMYU aKTaMM).

[TofokeHe — MOKYMEHT AJIMTENIbHOTO CPOKA HAeICTBUA U IIepe-
CMATPUBAETCA B CTIEAYIOMINX CTyYasx:

— /MI3BMEHEHNA CTPYKTYPbl OpPTaHM3AIIVINI;

— TIepenofuYMHEeHNA Ka/pOBOI CITyKObI;
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— Kap[MHAJIbHBIX M3MEHEHMII €€ BHYTPEHHEI OpraHM3allIOHHOM
CTPYKTYPBI;

— BHeJIpEeHNs HOBBIX GOPM U METOJIOB TPY/a;

- JICIO/Ib30BaHMI HOBOJI TEXHOJIOTMY 0OpabOTKI JOKyMEHTOB;

— JCTeYeHNs YKA3aHHOTO B IOJIOKEHMY CPOKA JIefICTBIA M . J1.

Kak rmpaBuiio, BO BceX 9TUX CTy4asax HPOUCXOANUT IepepacHpeenieHine
bYHKIMIT MeXTY COTPYFHUKAMY WIY CTPYKTYPHBIMI HOJIpasie/IeHIAMI
CITy>KOBI MM ee pabOTHMKAMIL

HOM>KHOCTHDbIE MHCTPYKIIN COTPYAHMKOB
KaJIpOBOII CITy>KObI

Jlo/DKHOCTHAS MHCTPYKIA — 3TO IIPABOBOI KT JIOKA/IBHOTO YPOBHS,
KOTOPBIi1 OIIpefieTIAeT IPpaBOBOe NOJI0KeHNe pAGOTHIKA, OTpenieriseT KPyT
ero 00sA3aHHOCTeJ1 11 TIOJTHOMOYNIA, yCTaHAB/IViBAeT OTBETCTBEHHOCTD U IOps-
TOK B3aVIMOJIEVICTBYIA C PYTMMU JJO/DKHOCTHBIMI JIMLIAMYI OPTaHN3AIIIL

Jlo/ImKHOCTHAS MHCTPYKIMA pa3pabaThbiBaeTcs Ha BCe JOIDKHOCTI
KaJpoBOIT CIy>K0BI (CM. [IO/DKHOCTHOI M YUCTEHHbII COCTaBbI KaZpoBOil
Cy>k0Bl, PyKoBomyTen 1 crienanycThl KafpoBoil CIIy>KOb).

JO/KHOCTHAA MHCTPYKIUA MPU3BaHa IOMOTAaTh PYKOBOUTEIO
OCYIIECTBJIATD OLICHKY JIeSTeIBHOCTI KaXKI0ro pabOTHMKA, MOTUBH-
POBAaHHO IPMMEHATD K HEMY Mephl Bo3fieiicTBMA. Kpome Toro, oHa
3allYIIIaeT CaMOro pabOTHMUKA B ¢ydyae IPOTUBOPEYAlNX MHCTPYKIN
HeyicTBUII paboTomaTesIA.

Tax ke Kak 1 IOTIOXEHNUE; JO/DKHOCTHAA MHCTPYKIMA OTHOCUTCS
k YCOP]I. TunoBasd CTpyKTypa, IpuBefileHHasA B METOANYECKIX MaTe-
pranax («YHUPUIIPOBAHHAs CUCTeMa OpPraHU3aLOHHO-PACTIOPSIN-
Te/IbHOII JOKYMeHTaluy. YHI(UIMPOBaHHbIE (POPMBI, MHCTPYKTYBHbBIE
U METOAMYECKIe MATepraIbl 110 VX IIPYIMEHEHNIo», YTB. [JTaBapxuBoM
CCCP 18.03.1979), moxeT OBITb B35iTa 32 OCHOBY IIpK pa3paboTke
KOHKPETHBIX JOIDPKHOCTHBIX MHCTPYKIMIT PAOOTHIKOB CITyObI Ka/jpOB.

Kak mpaBuo, JO/DKHOCTHbBIE MHCTPYKIMM KafI[POBBIX CIIELIa/ICTOB
UMeIoT CAeAYIOMIYIO CTPYKTYPY:

1. O6uue nonoxkeHus.
QyHKIUN.
JomKHOCTHDBIE 06A3aHHOCTH.
IIpaBa.

G W

OTBEeTCTBEHHOCTb.
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6. BsaummooTHoOIIEH s (CBA3M 10 TOIDKHOCTH).

B «O61mux momoXeHnAxX» yCTAaHABIMBAETCA CTATYC PAaOOTHUKA:
HA3bIBAETCA NO/DKHOCTD B COOTBETCTBMM CO ITATHBIM pacClVICaHVIEM;
OIIpeieNnAeTCs, K KAKOJ KaTeropyiu OHa OTHOCUTCS, IIPUBOASATCSA 0bLIme
CBEJIEHMs O HEMl — HAMMEHOBaHMe CTPYKTYPHOIO MOApa3HeieHu s,
HO/{YMHEHHOCTb PAOOTHIKA, OPSJOK Ha3HAUEHNUS 11 OCBOOOXK/ICHIS
OT HO/DKHOCTM, HOPAJOK 3aMell[eHNs 9TOI TOKHOCTY B IIepUOJ
BPEMEHHOT'O OTCYTCTBMS PabOTHMKA, TPeOOBaHNsA, IPENBABIAEeMbIe
K JIO/DKHOCTH. DTO MOTYT OBITh TpeboBaHMA K PO ecCHOHaIbHOI
TIOAITOTOBKE, 06Pa30BaHIIO, CTaXY PabOTHI, a TakoKe TPEOOBAHIA K 3HAHIIAM,
HaBbIKaM, JINTYHBIM U [IEJIOBBIM KadecTBaM PabOTHMKA KafpOBOII CITy KOBIL.

[TocnepuyM myHKTOM B paspene «OO0IMe MOTOKEHIA» ABIACTCA
Tepedric/IeHNe IPaBOBBIX AKTOB, KOTOPBIMILB EBOCI IeATETbHOCTI PYKO-
BOJICTBYETCS KaJIpOBBIl CIIEIMAJIVICT, BK/HOYAs 0OMmErocyapCcTBeHHbIe
IIpaBOBbIE AKThI, IOKa/IbHbIe HOPMATVBHbIE aKTBLEY caMy VIHCTpyKIuIO.

B paspene « DyHKUMM» nepednc/IAIOTEA BCe BUIbI NeATENbHOCTI,
BBITTOTTHAEMBIe pab0THNKOM. O4éHb Ba>KHO TIPY MOATOTOBKE 9TOTO
pasjiena OTPasuTDb BCe COCTAB/IANINE €50 PA6OTEI. V3maraTs GyHKImN
paboTHMKa JTy4llle, CCPYIIPOBAB X B COOTBETCTBUY C TPYHLOBBI-
MU QYHKUMAMY, oTpakeHHBIMYU B [IpodeccuonanbHOM cTaHpapTe
CIIeIMa/ICTA 110 YIIPAB/IeHMIO IEPCOHAIOM, YTBep)KieHHOM IIpukasom
MUHMCTEPCTBA TPyZia ¥ cOMManbHoi sammtel PO or 06.10.2015 Ne 691 v
(cm. O6061eHHbIe TPYAOBDIE QyHKIVN. Tpynosble pyukimm. Tpynosbie
nevicTBus, [IpodeccHOHAMBEBLA CTAaHAAPT CIIELVIAIICTA IO YIPAB/ICHUIO
nepconanoM). I1pi 8TeM OT/eNbHbIE TPYLOBbIE NeIICTBUA IIePedNCIL-
I0TCs B JIOTMYECKOII TOCIEROBATE/IbHOCTY VX BBIIIOTHEHNA.

B pasgene «O048aHHOCTI» OTpaXKaeTcs TO, YTO PAOOTHUK 00s3aH
COOJIIOIATh MM BBUIOIHATD B CBA3Y C peanusalnyeil CBouX QyHKIWIL.
Hanpumep, KaipoBblil CIIeIMaInCT 00543aH COOMIONATh IPaBIIa U CPOKH
odopmIIeHN JOKYMEHTOB, ITpaB1Ia paboThI C IEPCOHATbHBIMY JAHHBI-
M1, CBOEBPEMEHHO BBINOTHATD IOPYYeHNsA PYKOBOAWUTENA U OTBEYATh
Ha 3aMPOChI PA0OTHIKOB OPTraHU3aALNN.

IIpaBa paboTHNKA HAIIPAMYIO CBA3AHBI C BBITIONHAEMOIT UM PabOTO,
noaToMy:opmynuposarb paszien «IIpaBa» crenyeT, UCXOS U3 paszena
«DyukLMn». Hanprumep, paboTHUKY KafipOBOI CIY>KOBI, BEAYILIEMY
AUYHbIE [lella COTPYAHMKOB, CIeflyeT IPeloCTaBUTh IPaBO Ha MOMy-
qeH1e, 06paboTKy U XpaHeHMe [IepCOHAIbHBIX JAHHBIX, @ paOOTHIUIKY,
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OCYIIeCTB/IAIEMY KOHTPOJIb TPYOBOI AVICHUIIIVHEL, — IIPaBO JOKY-
MEeHTUPOBATDb HapylleHs, TpeOoBaTh 00bSCHEHNIT B IMCbMEHHOI GopMe,

Oco60e BHUMaHUe CIeyeT YASUTD TeM IIYHKTaM, Ifje paOOTHIKY.
IIpefOCTaB/IACTCS IPAaBO KOHTPOIMPOBATD [eHCTBUA APYTUX COTPYL-
HIUKOB 11 CAMOCTOATE/IbHO IPYHUMATh PelIeHNA.

Pasgen «OTBETCTBEHHOCTb», KaK IIPABUIO, popMyIIpyeTes00001eH-
HO: «pabOTHIUK HeceT OTBETCTBEHHOCTD 32 HEMCIIOJIHeH1@ W/IN HeHalIe-
JKalljee UCIIOJTHeHe BO3/I0KEHHBIX Ha Hero (pyHKI[WIT 1 00sI3aHHOCTel».
HlomyckaeTcs TakoKe 6oree IIOIpOOHOE OIpefie/ieHIie OTBeTCTBEHHOCTH
3a Te W/IM VIHbIe HapyLIeHNs, CoBeplIaeMble pabOTHIKOM, B TIpoliecce
CBOEI TPYZIOBOIL 1€ATENbHOCTIL.

Pasnen «B3auMooTHOIIEHNA» OTpaXkaeT BEE B3aMIMOEBA3M paboT-
HIKa KafIpoBoIi cmyx0b1. ITpu mogroroske paspena JOMYCKaOTCA 1Ba
BapuaHTa ero opopmienus. [lepsblil mpeamONaraeT NpocToe mepe-
4JIC/IeHMe JOJDKHOCTEN, C KOTOPBIMU B3aUMOJRICTBYeT pabOTHUK,
BTOpOJi — fleTaNbHOE ONMCaHNe IPOLERYPbI, BKII04Yas OIpe/ie/iecHIe
TOTO, C KEM B3aMOJIe/ICTBYeT pabOTHUK; HO KaKVIM BOIIPOCaM ¥ KaKOB
MOPsAIOK B3auMopelicTBus. Yalle BceTe B Ipoljecce CBOEI AesATeb-
HOCTH KaJ[pOBbIe CIIeIVa/INCThI B3aIMOAEICTBYIOT C PyKOBOZIUTETIEM
OpTaHM3aIN, eT0 3aMeCTUTEAAMY, PYKOBOANTEIAMI CTPYKTYPHBIX
oA paseNieHnit, Oyxrajarepueri, OpUANIecKol cIy>x00it, CIy>x60it
6e30macHOCTH.

OTBeTCTBEHHOCTH 8 PA3Pa0OTKY JO/DKHOCTHBIX MHCTPYKLIMIT
PabOTHNKOB KaZpOBOICITYXKObI HeceT ee Hada/IbHUK. OH ITOAIIICHIBACT
TOKYMEHT U IepelaeT ero Ha yTBepsK/ieHVe PYKOBOIUTENIO OpraHN3alL .

BBopuTcs B eiicTBIE FOMKHOCTHAS MHCTPYKLNSA MO0 C MOMEHTa
HOJIICAaHNA, 00 € IaThl, OCOBOPEHHOI! B TeKCcTe VIHCTPyKIMNL.

B coorBercTBuM co.crarbeit 68 TK PO paborogarens 06s3aH onpe-
IeNUTDb TPYAOBYIO QYHKINMIO paOOTHUKA U NIPY IIpMeMe Ha paboTy
03HaKOMUTD €T0'CO BCeMI JIOKATbHBIMY HOPMAaTUBHBIMU aKTaMU,
VIMEIOIIMIL,0THOIIIeHYe K TPpy#oBoit pyHKIyn. [ToaToMy Bce paboT-
HUKU KaJpOBOIL CITy)KObI JOJKHBI OBITh B 0053aTeIbHOM ITOPA/IKE
03HAKOMJIEHBI ITOJ, POCTIMCD CO CBOVMM JO/DKHOCTHBIMU MHCTPYKIVIAMIU.

ITepeeMOTp JOMKHOCTHON MHCTPYKIMY IIPOM3BOGWUTCSA B CTIEAYIOIINX
CryJasx:

— U3MEHEHNs HaMMEHOBaHMA CTPYKTYPHOrO IOfipasieleHIs VI
TOIKHOCTH;

65



C. A.TNIOTOBA. CMPABOYHIK N0 KAPOBOMY IENONPON3BOACTBY AN PABOTHUKOB OPTAHU3ALIUI

- TepepacrpefieneHNsa 005A3aHHOCTEN COTPYFHMKOB KaJpOBOil
CITY>KOBI;

— U3MEHEHN: TEXHOJIOTUMN TpyAa pa6OTHI/IKa;

- M3MeHeHUs QYHKIVMOHAIBHOTO HAIIOMHEHVSI TPY/a pabOTHIIKA;

— usMeHeHus B IlomoxxeHuum o CTPYKTYPHOM IOAPA3AECACHUN
V1IN B VIHBIX JIOKA/IPHBIX HOPMAaTMBHbBIX aKTaX, BAVAOIIUX Ha pa60Ty
Ka/[pOBOTO CIIeIMaNNCTa;

- MCTe4YeHN YKA3aHHOTO B ITOJIO>KEHNN CPOKa IeTICTBUA (eC/ OH
M3HAYaJIbHO YCTAaHABIMBAETCA B CAMOM IOKYMEHTE) 1 T. [.

MHCcTpyKnusa mo KagpoBomy.
JAE€TONPON3BOACTBY

VMHCTPpYKIMA 110 KapOBOMY [E0IPOUSBOJACTBY — JIOKa/IbHbII
HOPMAaTUBHBII aKT, yCTAaHABNIMBAIOLINIT COCTAB KafpOBOIl JOKyMeHTa-
LIV, TIOPSIIOK e€e TTOATOTOBKM ¥ 0()OPMIIEHNS Wi TEXHOMOIMIO PaboTh
C KaJ[pOBBIMU JJOKyMEHTaMM.

MHcTpyK1MA 10 KaZpOBOMY JI€IOIPON3BOJCTBY He IMeeT TUIIO-
BOJ CTpyKTyPpbl. [IoaTOMY Opranm3annsa MoXXeT CaMOCTOATENbHO
OIIpeeNATh COflep>)KaHue 9TOr0 JOKYMEHTa, OLHAKO LIe/IecO00pasHo
BKJIIOUUTD B Hee CIIelyIo i€ pas/iebl:

1. O6uiue moMOXKEH S

2. CocTaB KafipOBOJIJOKYMEHTALI ! JI OCHOBHBIE TPeOOBAHNA K €€
odopmieHnio.

3. ITpaBwra moarOTOBKIMOTNENbHBIX BUJIOB KaJIpOBBIX JOKYMEHTOB.

4. TlopsAnoK NEKyMEeHTUPOBaHNUA TPYIOBBIX OTHOILEHMIL.

5. Opranusaumus paboTbl C TPYLOBBIMY KHIDKKAMIL.

6. BepeHue MU9HBIX 1e pabOTHMKOB.

7. OpranmsaliysxpaHeHUsA Ka[pOBbIX JOKYMEHTOB.

B paspene «O6111e TOMOXKeHMA» COFEPIKNUTCS Cenyomas nadopma-
LU Ha3HAUCHUE MHCTPYKLUY, IOPANOK ee TIPYMeHeHN, TOKYMeHTaIs,
Ha KOTOPYI0,0HA pacipocTpaHsaeTcs. KpoMe Toro, B 5TOM pasfienie MOXKHO
yKagaTh OTBETCTBEHHOTO 3a BefleHNe KaJ[pOBOTO NelO0IPON3BOAICTBA,
OTPasuTh, KaKie TEXHOMIOT MUY UCTIONB3YIOTCS Py paboTe ¢ KagpoBOii
OOKYMEHTallleil B OpraHU3aIun.

3akaHuUMBaeTCs pasfesl CChUIKON Ha 3aKOHOJATe/IbHbIe, HOpMa-
TUBHBIE IPAaBOBbIE AKTbI I HOPMAaTUBHO-METO[MYECKIE JOKYMEHTBI,
Ha OCHOBaHUM KOTOPBIX paspadaTbiBaeTcs faHHas VHCTpyKIms.
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Bo BTOpOM pasjiene Ha3bIBAIOTCA OCHOBHBIE BUJBI KaJPOBBIX
TOKYMEHTOB, CHCTeMaTU3MPOBaHHbIE, HAIIPIMeEP, 110 CCTeMaM JOKY-
MeHTanym. OnpenensoTcst 0CO0EHHOCTI UX 0POPMICHIS, BKJEOYas
IpUMeHeHue 6JTaHKOB OpPraHM3aL MY, TUIIOBBIX U YHUMUINPOBAHHBIX
dopm. Yactuano s1a nHGOpPMAIT MOXKET ObITH B35Ta 13 HOPMATHBHO-
MeTOANYECKX JOKYMEHTOB 10 001eMYy [eIoNpOU3BOfCTBY; HAIPIMEP
u3 MeToM4ecKuX peKOMeHJalnii 10 pa3paboTKe MHETPYKUMIL IO
IeTOTIPON3BOACTBY B (pefiepabHBIX OpraHaX MCIIOTHUTE/IbHO BIACTI,
yTBepKieHHbIX IIpukasom Pocapxusa ot 23.12.2009 Ne 76, ITpumepHoii
MHCTPYKLIUM 10 IeTOIPOU3BOACTBY B FOCY/jAPCTBEHHBIXIOpPraH3aLAX,
yrBepKaenHol IIpukasom Pocapxusa ot 11.04.2018 N 44. Hosb1it
craugapt TOCT P 7.0.97-2016 «Cucrema cTanfapToB 110 uHdpopmarn,
OMOINOTEYHOMY U U3IATebCKOMY fieny. OpraHUSalMOHHO - pacIops-
IUTeNbHAA JOKyMeHTaIyA. Tpe6oBaHusA K/O0(MOPMACHNIO TOKYMEHTOB,
YHUGUIVPOBAHHBIX (OPM NEePBUYHOI YI€THON JOKYMEHTAINN 11O
ydeTy TPyZia U ero OIUIATh, yTBepKieHHbIX IlocTanosnennem fockom-
crara 05.01.2004 Ne 1 (ecnu B opraHM3auyy IPUMEHSIOTCS TaHHbIE
yHUGUIMPOBaHHBIE (GOPMBI).

Tpetnit pasgen orpaxaer cliequUKY 0HOpPMICHUS OTe/IbHBIX
BUJIOB JOKYMeHTOB. Oco60e BHIMAHYIE CTIefyeT YAEIUTb JOKYMEeHTaM,
IVIS1 KOTOPBIX He pa3paboTaHo YHUPUIMPOBAaHHBIX (POPM, U TEeKCTaM
KaJpOBBIX IOKYMEHTOB.

Tak>ke B 3TOM pa3fee MOKHO OTPa3UThb IOPANOK BU3MPOBAHMA,
COITIACOBAHM S, MOAIMCaHNA; YTBep>XKIeH A KaXK/[OTO BIJIa ¥ pa3HO-
BUIHOCTY KaJpOBOTO JOKYMEHTA.

I yno6cTBa BOCIPUATIA MaTepuaa B 9TOM pasfierne MOXKHO
TaTb CChUIKY Ha IPWIOXKeHNUA K MHCTPYKI[UM 110 KaJ[pOBOMY JeJlo-
IIPOM3BOJCTBY, COAepKalIe, HalpuMep, aTbO60M (HOPM JOKYMEHTOB
II0 TUIIOBBIM KaIpOBBIM CUTYalVAM U Tabenb GOpM TOKYMEHTOB
10 TUIIOBBIM KaJPOBBIM CUTYALVAM.

Metomuxka cocrasnenns Tabensa popm paspaborana BHUMA]TL
(«PexOMEBAAIV TI0 BeJeHMIO /IeTIONIPOM3BOAICTBA B OPraHM3ALIUN» ).

Tabennb npencrasnaeT co60it TAOMNILY, KOTOpPas MOXKET COTEPKATb
CrIe/ yIolye pasenbl: Koj GopMBbI JOKyMeHTa, HaMMEHOBaHMe JOKY-
MEHTA, Ha¥IMEeHOBaHNe 3aKOHO/IaTe/IbHOTO M/IYI HOPMAT/MBHOTO aKTa,
SBJISTIONIETOCS OCHOBAHMVEM /I IPUMEHEHMS MU U3JJAHNUSA IOKYMEHTa,
CTPYKTYPHOE IIOfipasfie/ieHNie, OTBETCTBEHHOE 3a COCTABJIEHNE 3TOTO
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TOKYMEHTa, IEPUOAMYHOCTD COCTAB/IEHN, PE3ONIOLNA PYKOBOIUTENA,
COITIacoBaHue, MOAINCD, YTBEPXK/I€HNE, I1€9aTh, afipecart, KOIM4eCcTBO
9K3EMIUIAPOB, MECTO PETUCTPALIUY M XPAHEHN U T. .

B paspene «ITopsAnok JOKyMeHTUPOBaHNA TPYLOBbIX OTHOLIEH Mii»
OIMCBIBACTCS MOPALOK OKYMEHTUPOBAHNA IpUeMa Ha paboTy, 0opm-
JIEHUA TIEPEBOJA, YBOJIbHEHNA, OTITYCKOB, KOMaH/IMPOBOK,I0OLIPEeHNUI,
AVICLMIUIMHAPHBIX B3BICKAHMIL, 0OPM/IEHNS MHBIX KaIpOBbIX HPOLIENYP,
CBs3aHHDIX C YIIpaBJIeHIEM IIepCOHA/IOM.

ITOT pasfen COTEPKUT MOIIATOBbIE MHCTPYKIUM 10 0pOpMIIEHNUIO
TOVI M/TU MHOIL TIPOLIeAYPBI, B PaMKax KOTOPOI! JOMKHO.ObITh YKa3aHo,
KaKJie JOKYMEHTDI, B KaKOJl II0C/IEf0BAaTeIbHOCTH, B T€4€HIIE€ KAKOTO
CpOKa JO/KHBI ObITH 0QOPMIIEHBIL.

Paspen mpo TpypmoBble KHVDKKY MOYKET OIIPEJe/IATh OTBETCTBEHHOTO
3a X BeJleHIE U COIEP)KaTh ommcanue pa@ornl ¢ Humu. COCTABIISS 3TOT
pasgen, CiefyeT OIMpaTbcs Ha TpeboBaHuA IlpaBu BefeHNs U Xpa-
HEHUS TPYROBBIX KHVDKEK, MI3TOTOB/ICHUSOIAHKOB TPYLOBOJ KHYDKKIA
u obecniedeHns uMu paboropareneil M AHCTPYKIMY IO 3aII0/THEHUIO
TPYROBBIX KHIDKeK (cM. ITpaBua BEECHMS M XpaHEHMS TPYLOBBIX
KHIDKEK, M3TOTOBJIeHVS OJIAHKOB TPYAOBOI KHVDKKY 1 00eCIedeHs
uMu padoroparesneil. VIHCTpyKIys 110 3aIIOTHEHNIO TPYHLOBBIX KHIDKEK).

Ecnu B opraHmsanuu/Benyrcs IMYHbIe fefa, TO crenuduka ux
BeJIeHNs TO/DKHA ObITh @O513aTENBHO OTPaXKeHa B OTIETBHOM pasfiesie
VHCTPYKUMM. BonpoChl B€leHUA TMYHBIX Jie/l per/TaMeHTUPOBaHbI
TOJIBKO /IS CCTEMBDTOCYHApPCTBEHHOI IPaXXJAHCKOIT CIy>KObI. [T0a-
TOMY IIpM HaIlMCAaHUI'ATOTO pasjie/ia MOXKHO MCIIONIb30BaTh B KAaUeCTBE
MeTo[M4ecKoro Marepuana IlooxeHne o nepcoHalbHbIX JAaHHBIX
TOCY/IlapCTBEHHOI 0 TpaXk/JaHCKOro cay»Kaiero Poccuiickoit @enepannn
U BeleHNM ero JgHoro pena (cM. egepanbHblit 3aKoH oT 27.07.2004
Ne 79-®3 «O rocymapcTBeHHOI TPaXKFaHCKOI Cykbe», ykasel [Ipe-
31IeHTa B cdepe rocyaapCcTBEHHOM TPaXKJaHCKOI CITY>KOBI).

Paspem«Opranusanus XxpaHeHusA KalpOBbIX JOKYMEHTOB» JJOJDKEH
copepxare MHMopMaIio 0 GOPMUPOBAHNM [1eTT KaTpPOBOIL CIY>KObI,
BefleH!VI HOMEHK/IATYPBI JieN KaffpOBOIL CIY>KOBI, 9KCIIEPTI3€ LIEHHOCTI
TOKYMEHTOB I10 JIMYHOMY COCTaBY U IIOPAMKE IIOATOTOBKY JOKYMEHTOB
KaJpOBOII CITY>KOBbI I/IsI Cla4M B apXUB.

VIHCTpyKIVA IOANMCHIBAETCS HAYaIbHIIKOM KaJpOBOJL CITY>KObI
U yTBepXpgaeTca pykosogureneMm opranusauun. C ViHcTpykumen
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JIODKHBI OBITH 03HAKOMJ/IEHBI TIOf POCIIVCH BCE COTPYAHUKY KapOBOIL
CITY>KOBI 11 BCe pabOTHUKY OpraHN3aLNyL, 3a/1e/iCTBOBAHHbIE B KaPOBOM
IeNIONIPOU3BOLCTBE. ﬂ
MHcTpyKIMA MOXET TaK>Xe 3aMEHAThCA OPraHM3alMIOH ﬂ
DOKyMeHTaMM (IIaMATKaMW, MHCTPYKUMAMM, IIpaBIUIa
peraMeHTUPYIOLIMY OT/ie/IbHbIe aCIIeKThI KaJpOBOii Jies
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CocTtaB KafipoBoOIi JOKYMEHTaI MU

Bce ynpaBieHueckie feiicTBIA, COBeplIaeMble KaJpOBOILCIYXKO0it
B OTHOIIEHNM PabOTHNKOB, a TAK)Ke BCe NeVICTBMs, HAallpaB/IcHHBIe
Ha pelleHe 3a/1a4 YIIPaB/IeHNs IIePCOHAIOM, TO/DKHbI ObITh 3afJOKYMEH-
TUPOBAHBL. YUUTBIBAS, YTO CIEKTP STUX ALVICTBUI 11 3aJadEOCTATOYHO
IINPOK, B COCTAB KaJpOBOIl [JOKYMEHTALVIV BXOUT 3HAIUTe/IbHOE
KOJIMYEeCTBO BUJIOB I PA3HOBUFHOCTET JOKYMEHTOB.

Haubosmee monHblil CIMCOK HOKYMEHTAL[ N, 00paByoLeiics
B IesATENbHOCTY KaZIPOBBIX CITY>K0, mpuBeel B [TepeuHe THIOBBIX
yIpaBIeHYeCKMX apXMBHBIX JOKYMEHTOB, 00pasyIoIiuXcs B polecce
IesITeNbHOCTY TOCYAAPCTBEHHBIX OPIaHOB, OPFAHOB MECTHOTO CaMOy-
IIpaBJIeHNsI U OpPraHU3aLuil, C YKa3aHUEM CPOKOB XpaHEeHN .

B cegpmoMm pasperne [lepeqns népedncaAOTCs Bce OCHOBHBIE
KaJIpOBble JOKYMEHTBI [10 OpraHu3aiiuy TPYAA, HOPMUPOBAHUIO TPYAA,
TapuduKaLnuy, oIIaTe TPyAa, oXpaHe Tpyza. B BocbMoM pasgene —
TOKYMEHTBI 0 paboTe ¢ KafpaMud, IpueMe, lepeMellieHI, YBOTbHEeHUN
pa6OTHI/IKOB, IIOBBINICHUN X KBa}'H/[(l)I/IKaLH/H/I, IIpOBENEHMM aTTECTALINMN,
Harpaxgeumm n T. nI.

KappoBas foxymMeHTal{Msi BOCHOBHOM COCTONT Y3 YIIPAB/IeHIECKIX
JIOKyMEHTOB, OTHECEHHBIX K CHCTEME OPraHM3aIIIOHHO-PACTIOPSIUTETbHON
moxymerTanyu (YCOPI):

Cucrema opraHi3aniOHHO-PACIIOPAAUTENbHOI JOKYMEeHTall NN
BKJ/IIOYAeT B Ce0s1{ OpraHu3aI[VIOHHbIE JOKYMEHTbI, PaCIOpsALUTEIbHbIE
JTOKYMEHTBI, MH(QPMALNIOHHO-CIIPABOYHBIE IOKYMEHTBI, IIPOTOKOJI
(mOKyMeHT, KOTOPBIOpPMaTbHO He OTHOCUTCS HU K OJIHOIL U3 Ha3BaH-
HBIX MTOJCUCTeM JOKYMEHTALVMN).

Han6omee sHaunMbIMH SIBJISTIOTCS T€ TOKYMEHTBI, 00513aTe/TbHOCTD
[IpUMeHeHNsI KOTOPBIX OIlpefieieHa B IIPaBOBbIX akTax Pd.

K o0s13aTenbHbIM KaIpOBBIM JOKYMEHTAaM OTHOCSTCSL:

— OpTraHM3alMOHHBbIE JOKYMEHTBI:

¢ TIpaByIa BHYTPEHHETO TPYLOBOTO PacIOpsIKa;
¢ TIO/IOYKEHIIE O 3alJTe IePCOHAIbHBIX JAHHBIX;
¢ IITaTHOE PacIVCaHNE;

¢ rpaduK OTIIYCKOB;
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— paciiopAguUTENbHbIE I_[OKYMCHTBI:
¢ TIpyKasbl (paclopspKeHNsT) PYKOBORUTEIS OpraHM3aLY O JI4-
HOMY COCTaBY, Mi3/jaBaeMble B C/Iy4asx IpyeMa Ha paboTy, epeBoja
Ha JIPYTyIo paboTy, YBOJIbHEHMS C pabOThI, KOMAHMPOBAHIIS, TIPEIO-
CTaBJICHNS OTITYCKa, IIEPEHOCA OTIIYCKa, OT3bIBA M3 OTITYCKa; HOOLIpe-
HIIA, BBIHECEHVA B3bICKaHMA, CHATUA OUCHUITIVTHAPHOI' OB3bICKaHIA,
COBMeILleHNsI TO/DKHOCTENL, 3aMellle st Ha BpeMsI OTCYTCTBYIOLIEro
paboTHIMKA, OTCTPAHEHNSI OT PaOOThI, COKPAILIEHIS IIITATA I To s
— yd4eTHbIe [JOKYMEHTBL:
¢ JIMYHbIE KAPTOUKY PAGOTHIKOB, TPYHOBbIE KHVBKKILPAOOTHIKOB;
+ Tabenu y4eTa pabodero BpeMeH, KHUTY y4eTa ABVOKEeHs TPy-
JIOBBIX KHIDKEK M BKJIA/IbILIIElT K HUM, IPUXOFHO-PACXOHbIE KHUTH
IO y4eTy 6/IaHKOB TPYHAOBBIX KHIDKEK V1 BK/IabIIIe K HIIM;
- MH(OPMALMOHHO-CIPaBOYHbIE JOKYMEHTHI:
¢ JIOKYMEHTBbI — OCHOBaHM K ITPYKA3aM MO JIIIYHOMY COCTaBy —
3as1BJIEHVIST, TOK/IA/JHbIE VI OOBSICHUTEMBHBIE 8aIIVICKIL, CIIPABKIL 1 T. [I;
— IIPOTOKOJIBL:
¢ IPOTOKOJIBI ATTECTALMOHHON KOMMCCHM, KBaIM(IKALVIOH-
HOII KOMICCHM, COOPaHNiT TPYEOBOTO KO/UIEKTIBA.

OprannsanuoHHbie KaJpoBble JOKYMEHTBI
AP PexTUBHOCTD MOOOIYIIPABACHIECKON CHCTEMBI 3aBICKT OT TOTO,
HACKOJIbKO YeTKO OpraHM30BaHa €€ AesTe/IbHOCTD. [IpaBuibHOI opra-
HM3AINY JeSITeIbHOCIN CHOCOOCTBYIOT OpraHN3alIOHHBIE JOKYMEHTBI,
pernaMeHTUpYIoLUe eOble YIIpaBIeHueCKye IPOLIeCChl.
OpranusanunoHHbIe JOKYMEHTBI COfiepyKaT IIpaBuIa, HOPMBbI, IIO/IO-
JKEeH, OIpefe/Ailiye IPaBOBOL CTATYC, CTPYKTYPY, 0COOEHHOCTI
U TOPAKOK QYHKIMOHMPOBAHMSI YIPABIEHYECKOI CUCTEMBI.
K OCHOBHBIM KaJipOBBIM OPraHM3aI[IOHHBIM JOKYMEHTAM OTHOCSATCS:
- TIOZIOKEHME0 KafPOBOIL CITyxbe;
— [O/MKHOCTHBIE MHCTPYKLVM pabOTHUKOB KaJpPOBOI CTYXKOBI;
—MHCTPYKUsI 10 KAIPOBOMY [eTIONPOU3BOJCTBY;
+ IpaBiia BHYTPEHHETO TPYLOBOTO PacIOpsIKa;
— TIONIOSKEHIIE O 3AlJTe IePCOHAIbHBIX JAHHBIX;
—\moioxeHe 06 OIUIaTe TPyna;
— UITaTHOE pacIyCaHue;
— Tpa¢uK OTIIYCKOB U JIp.
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IIpaBuIa BHyTpEeHHETO TPYIOBOTO PacopsAgKa

B crarpe 189 TK P® rosopurca: «TpymoBoit pacriopAamok ompefenser-
Cs1 IIpaBIU/IaMVl BHYTPEHHET0 TPYAOBOTO pacopsifika»r. B cooTBeTcTBIM
C 9TOII CTaThell IpaBuIa ABJIAITCA 00513aTe/IbHBIM JIOKATbHBIM\HOP-
MAaTVMBHBIM aKTOM OpTaHM3aLNy, KOTOPbIII permaMeHTHPYeT HOPAROK
IpyeMa 1 YBOJIbHEHNsI pabOTHIKOB, OCHOBHBIE IIPaBa, Q0A3aHHOCTI,
OTBETCTBEHHOCTb CTOPOH TPYZ0BOTO JOTOBOPA, PeXXNM PaObOTHI, BpeMs
OT/bIXa, IPUMeHsIEMbIE K PAOOTHMKAM MepPbI TOOLIPEHIS Vi B3bICKAH NS,

B TpynoBom kopmekce PD TouHO He olpefernsieTcs CogepKaHue
[IpaBIJI, OGHAKO ITepevyncieHHas B UX onpenenennysuudopmaris
IO/DKHA OBITH BK/TIOUEHA B IIPABIJIA B TOM VI MHOM BITIE.

[TpaBuia BHYTPEHHETO TPYLOBOTO PACHOPSAAKA MOTYT COCTOSITD
U3 CIIEAYIOUINX Pas3/ienoB:

1. O6uiye noM0XKeH .
[Topsiok mpueMa, epeBofa 1 YBONMbHEHNS PAa0OTHIKOB.
O6s13aHHOCTHU PAOOTHIKOB.
ITpaBa pabOTHUKOB.
O06513aHHOCTY AAMUHNCTPALINIL.
. IlpaBa agMuHMCTpanyu.
Pabouee BpeMst 11 er0 MCIHOIb30BAHIIE.

Nk wN

8. Ommara Tpyma, ¢TMMyAupyoliKe U KOMIIEHCAI[MIOHHbIE
BBIIIATEHL.

9. OTBeTCTBEHHOETD 3a HapyllleHue TPYLOBOI AUCIAIUINHBL.

B «O61mux monoXeHNAX» ellefyeT OTPA3UTB Lie/b M3AaHs IPABILI,
MOPSIIOK IIPYMeHEHNs, Ha KOTO PacIpOCTPAHSIOTCS faHHbIE IPABUIIa,
CPOK [IeJICTBYS 1 TOPSHOK VX 3aMEHbI.

Bo BTOpOM paspene HomKeH ObITh OIICaH MOPSOK IIpHeMa, TePeBOaa
U YBO/IbHEHNSI pAOOTHIKOB, OTPaykKeHbl 00513aHHOCTY aAMUHUCT ALK
IIPY OCYILECTBIEHNHM ITUX KaJPOBBIX [IeVICTBIUIL.

B tpéThem pasnesne OTpaXkaloTCs TOMBKO 0011ye 06513aHHOCTH PAbOT-
HJKOB, KOTOPBIE He CBSI3aHbI ¢ KOHKPETHBIMM TPYAOBBIMI (DYHKIVAMIL.
K miM 0THOCATCH 0043aHHOCT:

- paboTaTh YECTHO;

COOMIONATh AUCLUIUINHY;
= WIydIIaTb Ka4ecTBO paboThl;

co6mopaTh Tpe6OBaHI [0 OXpaHe TPYLa;

YCTpaHATb IPUYMHBI, Mellaolye pabore;

72



3. COCTAB KAZIPOBOW 1OKYMEHTALIIN

- comepxKarb pabodee MECTO B UMCTOTE;

- Oepedb MMYIIECTBO;

— BDBIIIO/IHATD YKa3aHMA PYKOBOAUTENA N T. [I.

B gyeTBepTOM pasgerne GpopMyIMpYIOTCs 001ye IpaBa pabOTHUKOB.
ITpu cocTaBeHUN ITOTO pasfeia 3a OCHOBY MOXKET ObITh B3ATa CT. 21
Tpynosoro xopekca PO.

B maTOM pasperne oTpakaloTcs 005A3aHHOCTY aIMUHUCEPALIVIN TIepe
paboTHMKaMU, K KOTOPBIM OTHOCATCS 0053aHHOCTHL:

— IIPaBWIbHO OPTaHM30BBIBATH 11 IVIAHNPOBATD TPYJ, PAOOTHUKOB;

— CO37aTb yC/IOBUA IJI POCTA IIPOU3BOAUTEIBHOCTILTPYHA;

— BHEPATb HOBbIE TEXHOJIOTMY U METOABI PAOOTHI;

- obecreunBaTh pabOTHIKOB HEOOXOAVMBIMY PECYpCaMM 1 CO3-
IlaBaTh HEOOXOAVMBIE YCTIOBYA 1A pabOThl;

- obecne4nBaTh AMCUUIUIVNHY TPYAa;

— OCYIIeCTB/IATh NPO(UIAKTNKY TPaBMATUIMA;

— KOHTPO/IMPOBATb 3HaHIe PaOOTHNKAMI MEHCTPYKIINV IO OXPaHe TPYHa;

- BOBpeM: BHIITAYMBATH 3apabOTHYIO ITIATY;

— COBEpUIEHCTBOBATH OPTaHN3AIINIO0 OTIIATHI TPY/Ia;

— BHUMATE/IbHO OTHOCUTHCA K HYYKAAM 1 3aIIpocaM pabOTHUKOB;

- obecre4yBaTh IOBBIIICHIE KBAM(PUKALIN U [Ip.

[TpaBa agMuHMCTpaL My MOTYT ObITb B3ATHI U3 cTarby 22 TK PO.

K namnbonee BaXHBIM AlpaBaM OTHOCATCS:

— IIpaBO 3aKJIIOYEHUS M pacTOpKeHNUA TPYLOBBIX JJOTOBOPOB
B YCTAaHOB/IEHHOM IIOPANKE;

— IIpaBO NPUHATIA JIOKa/IbHbIX HOPMaTVBHbIX aKTOB B C(bepe TpyAa;

- IIpaBO NPOBeJeHNA JUCHVUIIIMHAPHBIX pacc/IeflOBaHIIL;

IPaBo IPVMEHEH s Mep BO3ZIENCTBIS U MIOOLPEeHNs K PabOTHIKAM.

B cenpMoOM pasfiesie yCTaHABIMBACTC:

- BpeMs;Havaja M OKOHYAHMsI paboyuero oHsi;

- Bpe€Ms Haydajia M OKOHUYAHMSA YCTAaHOBJIEHHBIX IIePepbIBOB, UX
PO O/DKUTENbHOCTD;

—/BXOJJAT 7TV BpeMsI ITepePBIBOB B pabotee BpeMsI I OIIaulBaeTCsI JINA.

Tak>ke B 9TOM pasfesnie MOI'YT OBITh OTPa>kKeHbl BOIIPOCHI y4eTa
YL HOPMUPOBaHMs pabouero BpeMeHI.

B'BocpMoM paspiene onucpiBaeTcsA CUCTeMA OIUIATBI TPY/A, AAETCA
XapaKTEepMCTUKA €€ COCTABIIAIOIIVM, OIPEIENIATCSA BUbI TOOIPEHNA,
KaTeropuyl paboTHMKOB, K KOTOPBIM IIPYMEHSIOTCS JAHHBIE IIOOLPEeH,
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CPOKY IIOOLPYUTEIbHBIX BBIIIIAT, KPUTEPUY OLIEHKM TPyZia paOOTHUKOB,
HpOLIeAypa IPYIMEHEHMsA OOLIPEHIS U ee JOKYMeHTalIbHOe 0popMIIeHIe,

B meBsATOM paspene fjaeTcA onpeneneHe IOHATUIO TPYAOBOI -
LVIUINHBL, KOTOpOe MOXeT ObITh B3sTO U3 cTaTbyu 189 TK PP. B coot-
BETCTBUM C 9TUM IIOHATIEM OIPefeNAeTCs, YTO AB/AeTCA HapylleHueM
TPYHLOBOI AMCLUIUINHDL, KaKUe CYLIeCTBYIOT BUABI BO3AEHETBIIA Ha
HapyMnTenel 1 BUADI JUCHUIUIMHAPHBIX B3bICKaHNIL/OueHb Ba>KHO
IIpY 5TOM IIPONNCATh IPOLEAYPY IPUMEHEeHNA AVCHTIIMHAPHbIX
B3BICKAHNII, Ha3BaTb IOKYMEHTBI, KOTOPbIE TO/DKHBI OPOPM/IATHCA
B XOJle 3TOII ITpouefyphl. [Ipyu cocTaBneHnn sTOIO pasjena ciegyeT
YUUTBIBATD NO/I0KeHUA cTatby 193 TK PO.

OTpenbHbIe MyHKTHI IPABIUJI MOTYT OBITB 0 OPM/ICHBI B BI/e
CaMOCTOATE/IbHBIX OPraHN3AIIOHHBIX JOKYMeHTOB. Hanpumep, myHKT
BOCeMb MOXeT 6bITh 0popmiIeH B Buje HomoxxeHus o6 orare Tpyza.
[Tpy HanmM4MM TaKUX JOKYMEHTOB 9Ta MHPOPMaLVs B IpaBIIa He
BK/TIOYAETCA.

OTBeTCTBEHHOCTD 32 pa3pabOTKY HpaBW/ BO3/IaraeTCA Ha Havyalb-
HIKa KafIpoBo¥i cmyX6b1. K paspaboTKe Tak>ke IIPIBIEKalOTCA KOMITe-
TEHTHBIE COTPY/IHUKI OpTaHN3ALUN.

[TpaBuia yTBep)KAAI0TCAPYKOBOAMUTE/IEM OPTaHN3ALNI C YI€TOM
MHEHVI IPEACTaBUTE/IbHOTO OpraHa pabOTHMKOB OpraHM3allVL.

Odopmuth 5T0 MHEHI#e MOXKHO C TOMOII[bI0 IPOTOKO/IA COOPAHII
(3acemaHus) TPyROBOFO KOJUIEKINBA.

Bce paboTHUKY @praHUsaliyy LO/DKHBI OBITh 03HAKOMJIEHBI C ITpa-
BMJIaMI BHYTPEHHET 0, TPY0BOT0 pacopsaKa MOf, POCINCh.

TexcT mpaBWI JO/DKEH HAXOAUTHCS B OTKPBITOM JOCTYIIE, YTOOBI
Ka)X/IbIIl pabOTHUK MOT B TI060€ BpeMs YTOYHUTb HOPMBI, yCTAHOB-
JIeHHbIE B IIPaBU/IAX.

ITonoxxeunue o 3AIMNUTE NMEPCOHATPHDBIX TAHHBIX

B coorBeTcTBIM cO cTaTbelt 3 O3 o1 27.07.2006 Ne 152-D3 «O nep-
COHMIBHBIX JTAHHBIX»: «[lepcoHabHBIE JAHHBIE — M06asA NHGOPMAIA,
OTHOCAIIAACA K IIPAMO MIN KOCBEHHO OIIpe/ie/IeHHOMY UM OIpefie-
ngeMoMy usndeckomy muiy (Cy6beKTy mepCOHaTbHBIX JAHHBIX)».

TIpu opopmnenny Ha paboTy mr4HasA MHPOPMALINA, COCTABIAIOMA
HepCOHATbHBIE JAHHbIE PAOOTHIKA, IPEJOCTABIACTCA pabOTOIATENIO
B 06s13arenbHOM nopsake. Hanpumep, aTo nHdopManys, copepxaiascs
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B IIaCIIOpTe, TPY/OBOI KHIKKE, BOGHHOM Omere, aumuaoMe o6 obpa-
30BaHNU ¥ IPYIUX JOKYMEHTAX, KOTOPbIe paOOTHVK IIPebsIB/IsIeT Py
3aK/TI0YEHNUY TPYAOBOTO JOTOBOPA.

B coorBetcTBUM O cTarbeit 86 TK PO paboTa c mepcoHanbHBIMU
IAQHHBIMM JO/DKHA OBITH peI/laMeHTHPOBaHa Ha JIOKA/IbHOM YPOBHe.
C 9T0i1 LIe/IbI0 B OPTaHMU3aLVM 00513aTe/IbHO TO/DKEH ObITh pasgpadoTaH
IOKYMEHT, «yCTaHaB/IMBAIOLINII HOPAKOK 00pabOTKM I1EPCOHANIBHBIX
JQHHBIX paOOTHMKOBY.

Yaie Bcero sTuM JOKyMeHTOM siBjsieTcs [looxeHme 0 IepCOHaIb-
HBIX JAHHBIX pab0THMKOB 1 [TomoykeHne o 3alATemepCOHaTbHBIX
JaHHBIX paOOTHMKOB.

ITonmoxxeHne o 3alUTe IePCOHAIbHBIX JaHHbBIX ABAAETCA 00513a-
Te/IbHBIM JIOKAQ/IbHBIM HOPMAaTHBHBIM aKTQM; KOTOPBIN OIIpefenser
MOPANOK IIOMy4YeHN s, MICIIONTb30BAHNA Vi XpaHeHNA [TepCOHATbHBIX
JAHHBIX paOOTHNMKOB OpraHM3aLUIL.

CrpykTypa JaHHOTO JOKYMEHTa He YHUGUIIPOBaHa, HO VICXOJ 3
HOHATIA «0OpabOTKa epCOHATBHBIX JAHHBIX», TIPMBENICHHOTO B ITYHKTe 3
crarpy 3 QenepanbHOro 3akoHa ot 27.07.2006 Ne 152-D3 «O nepcoHambHbIX
IaHHBIX» [To/IO>KeHVIe MOXKeT OXBaTbIBaTh TpeOOBaHNs K COOPY, 3amucy,
CUCTeMATH3ALNY, HAKOIUTCHVI0, XpaHEeHNIO, y TOYHEHIIO, U3B/ICYEHNIO,
JICTIO/Ib30BAHNIO, TTepefiade, 00e3/IMu1BaHIio, OIOKMPOBAHNIO, YAATIEHIIO,
YHUYTOXXEHNIO IIePCOHA/IBHBIX JAHHBIX. [[pyruMim cioBaMu, cofiepKa-
HIIe 9TOTO IOKYMeHTa JO/DKHO OTPaXKaTb BCe NeVICTBIIL, COBepIaeMble
C IIepCOHA/IBHBIMM TAHHBIMY PabOTHIKA B OpraHM3aLIN.

Kpowme Toro, B coorBeTcTBIM O CT. 86 TK PO IlonoskeHne HomKHO
cofiepXaTb TrapaHTIM 110 3aIMYTe JAaHHOI KaTeropuu NHPpOpMaLnm.

[TpuMepHas CTPYKTypa JAHHOTO SOKYMEHTA MOXKeT BK/II0YaTh
CTIefyIoLyie pas/eibl:

1. O61ue IomoKeHU.

2. Coop 1 060paboTKa epCOHAIbHBIX JAHHbIX.

3. Ilopagox mepepmauy, XxpaneHu:A u samutol [1]1.

4.40OTBeTCTBEHHOCTD 32 HapylIeHNUe IOpAgKa pabOTHI C Iepco-
Ha/IbHBIMY JAHHBIMU.

B «Q6myx 10mM0XKeHNsIX» CTIeAyeT OTPasUTh Lje/ib U3LaHNs TOKY-
MEHTa, IlepedeHb [IepPCOHATbHBIX JAHHBIX, MICIIO/Ib3YeMBIX OpraHM3a-
e, Ienmb 1x coopa. Taxoke B 3TOM pasjiesnie MOYKHO YCTaHOBUTD KPYT
TOJKHOCTHBIX JINI], HA KOTOPBIX PaCIPOCTPAHAIOTCA TpeOOBaHMA
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3TOTO JIOKA/IbHOTO HOPMATMBHOTO aKTa. B 3aK/mIoueHnn laeTcs CCbIIKa
Ha 3aKOHOJjaTe/IbHble I HOPMATVBHBIE IIPAaBOBBIE AKTBI, PETy/IVPYIOIIe
BOIIPOCHI pa0OTBHI C IIEPCOHATBHBIMY TaHHBIMIL.

Bo BTOpOM pasjene He0OXOAUMO IIepeIUC/IUTD BCe OIePALIN,
BBIIIO/IHsIEMbIE C IePCOHA/IbHBIMY JAHHBIMI PabOTHUKOB, IPOMNACATD
MOPAIOK VX BBIIIOTHEHMS M Ha3BaTh QYHKIVY JO/DKHOCTHDBIX JIALL,
y4acTBYIOLIMX B 00paboTKe IepCoHa/IbHbIX JaHHBIX. KpoMe TorO,
B pasfiesie CTIeAyeT OTPasUTh, HA OCHOBAHUY YeTO IIPOU3BOJULCA cOOP
IIepCOHA/IbHBIX JAHHBIX, B KAKUX CIy4asAx TpeOyeTcsa MUCbMeHHOe
cornacue pabOTHMKA, KaK OHO 0(OPMIAETCA.

B TperbeM paspesie ciegyeT yAeNUTh BHUMaHNe OpPraHN3aALNN
XpaHeHM IIePCOHA/IbHBIX JaHHBIX, BK/II0YasA XpaHEeHNE Ha OyMa)kKHBIX
U 37IEKTPOHHBIX HOCUTEIAX. Taxoke B 9TOM pasfie/ie OTpaykaeTcs IOPA/IOK
[IOCTYIIA K IIePCOHA/IbHBIM JAaHHBIM Pas3//49HbIX KATeropyii pabOTHIKOB
OpTraHM3aINY, TPEThYX JINLL, [PYTUX opraHusamuii. [Tpy sToM He TONMbKO
OIMCBHIBAETCA NPOLeAypa 0CTYIIA M Iepefaul aHHbIX, HO TaKXe
Ha3bIBAIOTCA JOKYMEHTBI, KOTOPBIMI 9Ta MPOIielypa OPOPMIAETCA.
OTzienbHO TOBOPUTCS O MEPAX 110 3AIMTE IIepCOHAbHBIX JaHHBIX
OT HEeCaHKI[MOHMPOBAHHOTO JOCTYIIa.

B yeTBepTOM pasyere yCTaHaBANBAIOTCA OTBETCTBEHHbIE 32 IIPaBIIIb-
HYIO OpraHU3aLI0 pabOTbLE IIepCOHAIBHBIMY TaHHBIMIL, 32 00ecIiedeHume
OXpaHbI IIePCOHATbHBIX/JaHHDIX; Ha3bIBAIOTCA MEPhI BO3/eICTBIA Ha
PabOTHVKOB, HapyIIMBIIIX HOPMBI JAHHOTO NONIo>KeHVs1. HaspiBarorcs
cratby 10 Tpynosomy xonekey PD, YronosHomy Kogekcy PO, Kogexcy 06
aJIMMHMCTPAaTUBHBIX IPaBOHAPYIIEHAX, ONPee/AIOlI/e OTBeTCTBEHHOCTDh
3a BUHOBHbIE IeVICTBIIA B QTHOLLIEHVN CYObEKTOB IIePCOHA/IbHBIX JAHHBIX.

HomyckaeTcs nononHATh IlonoykeHne ApyruMu pasenamMu, Harpumep,
«ITpaBa 1 063aHHOCTY PAaOOTHMKA B OTHOIIEHNUM €TO IIePCOHAIbHBIX
IaHHBIX», «[IpaBa 1 006s13aHHOCTI pabOTOfATENsI B OTHOIIEHNU TIEPCO-
HaJIbHBIX JAHHBIX paboTHMKay». TakoKe B OT/E/IbHBII Pasfiell MOTYT ObITh
BBIHECEHBIBOITPOCH! (POPMUPOBAHNA U BEIeHNS INYHBIX fle/T pAOOTHIKOB.

B'paspa0oTKe 10O/IOXKEHNA MOTYT IIPUHIMATD Y4acTye PyKOBOLUTEIN
U CHelMaIUCThI Ka[pOBO CTy>KObI, FOPUANYECKOI CITYXKObI, CITy KObI
6e3zomacHOCTY 1 IT-Cy>K6bI.

Ecnn B opranmsanum ectb npodcoros, ITonoxeHne yreepxpaercs
€. y4eTOM eTo MHEeHUA B IOpAJKe, ollpefieieHHOM B cT. 372 TK PO.
Ecmt npodcorosuoro oprana Her, [Tomoxxenne MOXeT OBITh COITACOBAHO
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C MHEHeM IIpefiCTaBITeNell TPYAOBOr0o KOIEKTIBA. [JaHHOe MHeHue
0(hOpMIsIeTCs B Pe30IIOTUBHOI YacTy IIPOTOKO/IA 3aCeflaHNs TPYAOBOTO
KOJI/IEKTYBA.

[Tono>xeHue yTBepXKaeTCs IPUKa30M PYKOBOAUTENS, B KOTQPOM
TaK>Ke YKa3bIBaeTCs JaTa ero BBEfIeHNs B [IelICTBIE.

Bce paboTHMKY KafpOBOIL CITYOBI JO/DKHBL OBITH 00SI8aTeIbHO
03HaKOMJIeHBI ¢ ITo/0XKeHeM II0f; POCIIHCh.

IllTaTHOE pacnucanue

[lITaTHOE pacmycaHme — 3TO 00sA3aTe/NbHBI OPFAHU3AVIOHHBII
ITOKYMEHT, CITY KAl IIe/1IM HOPMUPOBAHNSA YMCTTEHHOCT pabOTHY-
KOB OPraHM3alN, COOMIOIeHNA COOTHOLICHN S Pas3IIIHBIX KaTeropuii
PabOTHUKOB, ABJIAIOIINIICA OCHOBOI 1A BefieHus paboTs! 110 Iog6opy
HepCcoHaa, GOPMIPOBAHNIO Ka[pOBOTO pE3epBa, COCTAaB/ICH A I/IAHOB
TIOBBIIIEHA KBaMMVKALIMN U TIOATOTOBK, TIEPETIOAEOTOBKY KajIpOB M T. JI.

B craTtbe 57 TK P® roBopurcs, 410 Ipu 3aK/I1I09eHUN TPYyLOBOTO
ioroBopa TpyzoBas GyHKIMA pabOTHUKA OIIPEIENAeTC B COOTBETCTBIUNI
CO IITATHBIM PaCIVCAHVEM, CTTeJIOBATEMBHO, STOT JOKYMEHT ABJIACTCA
006s13aTebHBIM /151 OpTaHM3ALI AFOOBIX (OpM COOCTBEHHOCTI.

ITpy nmpoBeneHMM IPOBEPKM WITATHOE PACIIVICAHVE IPEIOCTABILICTCS
KOHTPO/IMPYIOLIVIM OpraHaM/OGHVIM 13 IIepPBbIX, IOSTOMY IIPaBU/IbHOCTI
COCTABJICHVIS U BEICHNSI STOFOTIOKYMEHTA CTIeHyeT YACATh 0C000e BHYMAHIAE.

IllTaTHOE pacicaHue MOXKeT 0POPM/IATHCA C TIOMOLIBIO YHUPUIIN-
posanHoit popmbl T-3'(ITocranoBnenne Tockomcrara PO ot 05.01.2004
Ne 1 «O6 yTBepXIeHUMYHNPUINPOBAHHBIX POPM HEPBUYHOI YU THOI
TOKYMEHTAlMM II0 y4eTY TPyHa M ero OIUIATBI»), @ TAK>Ke MOXKET pas-
pabaTbIBaThCs OpraHM3alyiell CaMOCTOATENbHO.

Ecnu paboropaTeib caMOCTOATEIbHO paspabareiBaeT Gpopmy, eMy
cleflyeT BKKYNTD B IITaTHOE paclCaHle CTIefyolye CBefeHNA:

- HaMEHOBaHNe CTPYKTYPHBIX IOApa3fie/ieHNII OpraHn3aLny;

- HaJMMeHOBAaHNe JO/DKHOCTeN, CIlelaabHOCTell, mpodeccnit
PaboTHIKOB;

~ KONMMYECTBO MITATHBIX eAVHMI (B TOM YMC/Ie YKa3bIBAIOTCA
BaKaHTHBIE JI0/DKHOCTH);

—pa3mep ok1anoB ¥ (1) TapuQHBIX CTaBOK (OIpefeneHst 9TUX
MOHSITIIT IpuBefeHbl B ctarbe 129 TK PD);

— Hanmu4ne u pasMep HagOABOK.
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IoxymeHT opopmiLsieTcs Ha o0LIeM O/TaHKe OpraHN3aLy 1 BK/IIOYAeT
CIIefyIolIVIe PeKBU3UTBI U MHPOPMALIUIO:

- HalMEHOBaHJe OPTaHM3aLMU B COOTBETCTBUY C yIPeAUTe/IbHbl-
MU TOKyMEHTaMI ¢ yKasaHueM Koga mo OKIIO;

- HanMeHoBaHue Buja fokymenTa: «IIIMTATHOE PACITICAHME;

— PEerucTpaniOHHBI HOMED JOKYMEHTA;

— JlaTy DOKYMEHTa;

- JlaTy, ¢ KOTOpOIl ITaTHOE pacyCaHMe BCTYIAeT B CULY;

— Tepuof, NeMCTBIS;

- rpud yrBepxaeHMs (yTBep>KAaeTCs IPUKASOMPYKOBOINTEA);

- ofIjee KONMMYECTBO LITATHBIX eAVHMNLI.

B cootBercTBUN ¢ KBamidukanmoHHBIM CIIPABOYHIKOM JI0/DKHOCTEN
PYKOBOAMTEEN, CHEIMAMNCTOB Y APYTUX CTYKAIIX paspaboTKa
IITaTHOTO PAaCIMCaHNA — 9TO JO/DKHOCTHAA 0OA3aHHOCTh 9KOHOMIICTA
o TpyAy. OfHAKO, YIUTHIBAsA, YTO STOT JOKYMEHT HOCUT PeKOMEH-
[aTe/IbHBIIT XapaKTep, BO3TIOXUTD ITY 00A3aHHOCTb PYKOBOJUTE/Ib
MO>KeT Ha T000T0 COTPYAHMKA Kaf[pOBOII Cy>KOBbI.

IlITaTHOE pacrycaHye IIOAICELIBAIOT PYKOBOIITENb KaJ[pOBO CITY>KOBI
U IIaBHBIIT OyXranTep. BHe 3aBUCMMOCTIE OT KONMMYeCTBA JIMCTOB IOAIIICH
ClIefyeT paclonararh Ha INOCIEAHEI CTPaHMlie IITATHOTO PAaCIVICAaHMA.

YTBepkgaeTcs JOKYMEHT IIPMKa30M PYKOBOJUTESA, B KOTOPOM
TAKoKe YKa3bIBaeTCsA JaTa BBEAEHN LITaTHOTO PACIIMCaHNs B JICHICTBIIE.

Kax npaBuo, mrarHoe pacrnucanme paspabaTpiBaeTcs/mepepabaTsi-
BaeTCA B KOHIIE T'OJla MBBOIUTCA B [ICTICTBYE C 1 SHBApS CTIEAYIOLIEro Tofia.

B mrTaTHOM paciliCaHy He TIpefyCMaTpUBAeTCs BI3a O3HAKOM/ICHA
PpabOTHMKOB, TaK KaK BEHMHGOPMAINs, KAaCAIOLIASCA TODKHOCTI
KOHKPETHOTO paOOTHIKA, OTPaXKeHa B IO TPYAOBOM JOTOBOPE.

OpurnHas WTATHOTO PacIMCaHNs XPAaHUTCA B KaJpOBOIL CIyxoe,
KOIIMY VJIU BBITINCKY NlepefaioTcs B Oyxrantepuio. Cpok XpaHeH!s
IITaTHOTO PaCHMCaHN — IOCTOSHHO.

Kak TpaBnio, mraTHOE pacHyucaHme efICTByeT B TeUeHIe Tofa.
ITpu HEOOXOANMOCTY B HETO BHOCATCSA M3MEeHeHMA. DTO MOTYT ObITh
BBEJIeHIIe HOBOJI M/IM MCK/IIOYeHe y>Ke CYIleCTBYIOIleil IITaTHOM!
eI HUIIBI, COKpAllleH/le HeCKOIbKMX IITATHBIX eVHNII, I3MeHeHMe
OKJTaJIoB, IIepeyIMeHOBaHNe IIOfipa3/ielleHNil Y/ O/DKHOCTEI 1 T. [i.

IlopsAnoK BHECEHNMs M3MEHEHNI B IITATHOE PACIMCaHNe He perya-
MeHTupyercsa. Ha mpakTuke n3meHeHA BHOCATCA ABYMsA CIIOCOOaMIL.
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ITepBbIit cioco6 mpepnonaraeT M3gaHMe MPpUKas3a O COOTBETCTBYIOMINX
u3MeHeHusAX. VIHorpa BMecTe ¢ Ipuka3oM opopMIIseTcs JOIOMTHEeHNe
K IITaTHOMY paclMCaHMIO, KOTOPOe K HeMY IpUJIaTaeTcs U sABIAeTCs
€ro HeOTheM/IeMOI1 4acTbhI0. BTOpoIi crtoco6 cOCTONUT B MOATOTOBKE
" YTBEPIXKAEHUI HOBOT'O HITATHOI'O pacMCaHMA.

Kax mpaBusio, opranusanmy coBMeLaioT 06a atu cocobasBrizeuenne
rofia B ITaTHOE PacIMCaHMe BHOCATCA U3MEHEHNU:A C TOMOUIBIO IIPVKa30B
U IOTIONTHEHMII K ITATHOMY PAacIMCaHMIO, a B KOHI[e Ka/lleHAapHOTO
rofia yTBep>K/ilaeTcsl HOBO€ IITaTHOE paclCaHye C y4eTOM BCEX IIpo-
U3OLIEMNX 32 O MI3MEHEeHMIL.

ITpuHATHIA B OpraHM3alyy NOPAJOK BHECEHN A 3MeHEHMI! B IITaT-
HO€ pacIycaHue cleflyeT 3aKpennuTh B VIHCTPYKIMM O KaJpOBOMY
Ie/I0IPOMU3BOACTBY.

I'padux ormyckoB

I'padmk oTHyCKOB — 3TO 06sA3aTeMBHBIII OPTaHNM3ALVOHHBIN
JOKYMEHT, CITY>KaIluIi IjeAM IUTaHMPOBaHIA OTITYCKOB PaOOTHIKOB
¥ TPaMOTHOTO PacIIpefie/ieHyA TPY/IOBBIX PeCYPCOB Ha BPeMs OTCYTCTBIA
PabOTHMKOB, HAXOAAIINXCS B OTIYCKE.

B cootBetcTBUM cO cTaThelid23 TK P®: «OdepenHOCTD IpeocTaBie-
HISI OIUTAY/BaeMbIX OTITYCKOB OIIPEMIe/IIeTCs XXeTOHO B COOTBETCTBIUNI
¢ TpaPMKOM OTIIYCKOB».

Ipadux oTIryckoB ME@KeTOBITh, 0hOpMIIEH C HOMOLIBIO YHUULIMPO-
BaHHOIT ¢popMbl T-7 njii MTHOMOPMDIL, pa3pabOTaHHOI 1 YTBEPKICHHOI
B OpraHM3aIUL.

Ipaduk ornyckoB odpopmsercs Ha oOiieM 6/1aHKe OpraHU3aLNn
¥ BK/IIOYAeT CIeAyONYIo MHPOPMAIIIO:

CTPYKTYPHOR HOApas3/ie/eHNe;

— HO/DKHOCTDb B COOTBETCTBUM CO IITATHBIM PAacIMCaHUEM;
®. 1. O.'paboTHuka;
TaOeIBHbIE HOMep PabOTHIKA;

—/KO/IMYECTBO KaJIeHJapHbIX IHell OTITyCKa 1 IaThl OTITYCKa.

B dopme Taxoke ciefyeT mpenycMOTpPeTbh BO3MOXKHOCTD IIEpeHOCa
OTIyCKAa MOTMETUTD JOKYMEHT, ABJIAIOIMIICA OCHOBaHMEM IIepeHoca.
Kak TpaBuio, TaKUM JOKYMEHTOM SBJIAETCA NPUKa3 PyKOBOAUTENS.

[ToaroroBka rpa¢uka OTIIyCKOB HaUMHAETCA B IIOC/IEHEM KBap-
Tane ropa. [Ipy mpocraBaeHnn JAaT OTIIYCKOB pabOTORATEe/Ib MOXKET
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Y4UTBIBATD O>KENIaHUA PaOOTHNMKOB, OJHAKO YeTKOJ IIPaBOBOI HOPMBI,
3aKpeIlIAIolIell 3Ty 0053aHHOCTD 3a paboTofareneM, HeT.

ITpu srom TK PO nasbiBaeT pAx Kareropuii paboTHIKOB, KOTOPBIE
MMEIOT IIPABO YXOJAMUTD B OTIYCK B MI060€ y0O6HOE /I HUX BPeMH.
Hanpumep, coBmecturenn (ct. 286 TK P®), pabotHuku B BO3pacTe
mo 18 ner (ct. 122, 267 TK P®), My>X4nHBI B IIepUOJ, OTIYCKA 11X >KeH
o 6epemennoctu u popam (ct. 123 TK P®), nuija, coBmelaromiie
pabory c obyuernem (ct. 177 TK P®), u gpyrue. Eciu paboThuk sHaet
IIPO 9TM OTIIYCKa 3apaHee, OHM MOTYT ObITh OTPa)KeHbI B I'paduke
oTnyckoB. Ec/in HeT, TO 3TO He SIBAsIETCST OCHOBAHMEM [T OTKas3a
PabOTHUKY B TAKOM OTITyCKe.

[TopmuceiBaet rpadyK OTIYCKOB PYKOBOAMTENDb KAFPOBOIL CITy>KOBI,
a yTBep)X[JaeT PyKOBOAUTENb OPraHU3aLVIA €. y4eTOM MHEHNs BbIOOp-
HOTO OpraHa IepBUYHOI PO CO03HOI @PpraHM3aLyy (IIOPILOK yIeTa
MHEeHsI BEIOOPHOTO OpraHa IepBUYHOI MPOMCOI03HOI OpraHu3aum
npomnucat B cT. 372 TK P®). B coorBeTerBun co ct. 123 TK PO rpa-
(UK OTIYCKOB JO/DKEH ObITh YTBEPKHCH 3a B Helle/M) N0 Hadana
KaJICHIapHOTO TOfia.

Ipacduk OTIYCKOB — 3TO OPraHV3AUMOHHDII JOKYMEHT, KOTOPbII
He IIpefIioyaraeT 03HaKoM/IEHIs C HUM pabOTHIKOB.

OmnoBelienye pabOTHUKOB O HACTYIUIEHUY OTIIYCKa IO TpaduKy
OTIIYCKOB OCYIeCTBIIACTCs ITOF POCIIICh He MeHee 4eM 3a JiBe HefleIn
mo patel ero HacrymwieEys/cr. 123 TK P®) (cm. [Topsagok npegocras-
JIEHVISI ©KeTOJIHOTO OM/TAaYMBAEMOro OTITYCKa paOOTHIUKY).

KonmekTuBHbIN JOroBOp

B cootBetcTBHIt cO cTaTheit 40 TK PD: «KonnekTuBHBII ZOTOBOp —
3TO NIPABOBOI AKT, PEFYIMPYIOLIUI COL[MATbHO-TPYOBble OTHOIIEHNU
B OpraHM3alyu WIN Y MTHAVBYU/YaTbHOTO IPEAIPYHMIMATEIA U 3aK/TIO-
JaeMblif PpaOOTHMKaMI 1 pabOTORATeNIEM B JINIie VX TIPeACTaBUTENEl».

KonnektyBHBI OrOBOpP He SIBIAETCS 00513aTeNbHBIM JOKYMEHTOM
OpLaHM3aLVN, OFHAKO, €C/IV OffHA V3 CTOPOH TPYLOBBIX OTHOIIEHN
BBICTYIVI/IA C MTHUIIVIATUBON €TI0 3aK/II0YeHM, TO HaHHBI JOKYMEHT
HO/DKEH OBITh 00513aTe/IbHO 3aK/II0UEH.

CroponamMyu KO/JIEKTMBHOTO JOTOBOPA SABISIOTCSA pabOTHMUKYI
¥ paboTO/aTeNb, HO IIPOLIEAYPY IIOATOTOBKY U 3aK/TI0OYEHNS OT0BOpa
OCYIeCTB/IAIT IPeACTaBUTENN CTOPOH.
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[TpencraBuTeneM paboTofaTeNs SABISETCS PYKOBOAUTEIb OPTaHM-
3agumn, I/IHJII/IBI/IHYaIIbeIi[ IIpennpyHNMaTenb Uin yHOHHOMO‘IeHHbIe
um nuna (cr. 33 TK PO).

[IpencraBuTeneM pabOTHUKA MOXKET OBITH epBMYHASL PO CO3HAS
OpraHu3alsl, eAVHBLI IPeCcTaBUTeIbHBII OpraH, cC(popMIpOBAHHBII
ABYyMs Wiy 60iee IepBUYHBIMM PO COI3HBIMY OpTraHMSALIAMIY,
VI 106031 APYTOI IPefiCTaBUTe b, N30 paHHBII 0OIINM COOpaHueM
TPYZOBOTO KO/UIEKTIBA U3 YIC/Ia paOOTHIKOB OpraHU3allNul.

Ko1eKTMBHBIIT JOrOBOP 3aK/TIOYAETCA 10 Pe3y/IbTaTaM IPOLe/ypbl
KOJ/IGKTMBHBIX IIePETOBOPOB.

Hauaso nporenypbl KO/IEKTMBHBIX IIeperoBOPOBMHNINIPYETCA
OJIHOJI 13 CTOPOH, KOTOpas HAIIPAB/IsAeT BTOPOI CTOPOHE JOKYMEHT,
cofiep>KaIuii peIo’KeHe 0 Hayajle KOMAeKTUBHBIX T1epPeroBOpOB.
Bropas cTopoHa [0/KHA HaIIPaBUTh OTBETHBEA TOKYMEHT, COTepIKallnii
MH(OPMAINIO O ee MPefiCTaBUTENAX, M IPUCTYIIUTD K KOJ/IEKTYBHBIM
IIeperoBOpaM B Te4eHue 7 JHell ¢ MOMEHTAIIONyYeHN ITPe/IOKEeHNA.

IToproToBKOJ MpOEKTa KONIEKTUBHOTO JOTOBOPA U BefleHIeM
KOJUIEKTVBHBIX IIePErOBOPOB 3aH/MAeTCA KOMIICCHA, CO3JaHHasA B Opra-
Husauyu g otux uenen (cr. 35 TK'P®). B komuccuio BKIIOYAIOTCIS
IIpeCTaBUTeIN PAaOOTHUKOB M pabOTOAATE .

ITo pesynbraTaM IpOBeeHysL KO/IEKTYBHBIX IIEPErOBOPOB 3aK/II0-
YaeTcsA KOJJIEKTVBHDIN JOTOBOP.

ITpy He[OCTIKEHNHU COTAACISE MEXTY CTOPOHAMM KO/UIEKTHBHBII
JOTOBOP B I0O0M CIydae JOIKEH ObITh 3aK/II0YeH B TeUeHe TPeX
MecCALlEB CO JHA Hada/la KOJUIEKTUBHBIX IIEPETOBOPOB (,HHeM Ha4asia
CUUTAETCS [IeHb, CICAYOMUIBa JHEM IIO/TyYeHNI OTBETHOTO JOKYMEHTa
VHULNVPYIOLIEil CTOPOHOIT). B HeM OTpakaloTcs ITYHKTBI, 110 KOTOPBIM
cornacue ObUIO ZOCEULHYTO. [0 CIIOPHBIM BOIIPOCAM COCTAB/IACTCS
IIPOTOKOJI PA3HOITIACHIL, ¥ OHY CTAHOBATCS IIPEIMETOM Ja/IbHEIIINX
KOJI/IeKTUBHBIX HePeroBOpPOB.

B cratbe 41 TK P® nepeuncnaoTcs BONIPOCH], KOTOPbIe MOTYT
OBITEOTPasKeHbI B KOTIEKTUBHOM JIOTOBOPE, OJHAKO €ro CofiepyKa-
HIE ¥ CTPYKTypa TOYHO He onpefeneHbl. CTOPOHbI KOJUIEKTUBHOTO
JIOLOBOpaBIIPaBe CAMOCTOATENbHO OIPeeNATD, KaKyio MH(POPMALUIO
BK/TIOMATD B 9TOT OKYMeHT. Kak mpaBuio, 310 ompeyensaercs B xoze
KO//IeKTVIBHBIX TIEPETOBOPOB B paMKaX COCTAaB/IEHNA IIPOEKTa KO-
JIEKTVBHOTO JIOTOBOPA.
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Ko/1eKTMBHBIIT JOTOBOP MOXKET MMETD CIEYIOIIYI0 CTPYKTYPY:
OO0111e TOIOKEH .

TpynoBoit gorosop u obecredeHe 3aHATOCTI.

Pe>xyMbpl pabodero BpeMeHU U BpeMeH! OTHbIXaA.

R s

Omnnara tpypa.

5. O6yueHue, mopblmeHMe Kpanudukanuym u ATTeCTALUA
IepcoHaIa.

6. Ycnosus pabotsl. OxpaHa 1 6€30I1aCHOCTD TPYAA.

7. BosMeleHye Bpeja, IPUYMHEHHOTO 3J0POBbI0 PaOOTHNKA.

8. CounanpHoe 1 MeUIIMHCKOE 0OecIedeHue.

9. 3ax/mounTeIbHbIE TTONTOKEHMN .

B «O6unx mOM0KeHNAX» ONpeesioTesi CTOPOHBI TOTOBOPa,
IIpefiIMeT JJOTOBOPa, MOPANOK BHECEHN A USMEHEHNIA 11 TOIOTHEHNI
B JIOTOBOP, CPOK I€IICTBIA JOTOBOPA, IOPALOK 03HAKOM/IEHNA paboT-
HIUKOB C KOJIJIEKTUBHBIM IOTOBOPOM M JIP.

B 3aK/TI0UNTENbHBIX IIONIOKEHNAX ONPEAEAAETCA, KaK VI KEM OCYLIeCT-
BJIA€TCA KOHTPOb BBIIOTHEHNA IIOI0OXKEH I JOTOBOPa, KaK PelIaloTCs
CIIOpHBIE BOIIPOCHI I KTO HECET OTBETCTBEHHOCTD 3a HEMCIIONHEHNE
KOJIZIEKTMBHOTO JI0TOBOPA.

B nyHKTBI 2-8 BHOCATCAJIIOObIE YCAOBYA, He YXYALIAOLIYE II0/I0-
JKeHUA pabOTHUKA 110 CPABHEHMIO C TPYLOBBIM 3aKOHOJATE/IbCTBOM.
9TO MOTYT OBITH HOIIOIHIATETBHBIC THI K eXXKeTOJHOMY OIUIaUMBAEMOMY
OTIIYCKY, HOIUIATHI ¥ HAKOABKI GIVIMY/IMPYIOIIEr0 XapaKTepa, CUCTeMa
IIpeMMPOBAHNSA, IOPAJOK BO3MEIIEHNA PACXOJI0B, CBA3aHHBIX CO CIy-
>KeOHBIMY KOMAaHAUPOBKAMII 1 T. [i.

Jomyckaercs 06Cy>Xfi@Hue IIPOeKTa KO/UIEKTUBHOTO JOTOBOPA Ha
o61eM cobpaHNy TPYIOBOrO KOJUIEKTIBA, OTHAKO IIPSAMOTO TpeOOBaHMsA
IIPOBOAVTD TAKOE 0OCYX/ieHNe B IIPAaBOBBIX aKTaX HeT.

OKoHYaTe/bHbIN BapMaHT KO/IIEKTYBHOTO JOTOBOpA IO IIChIBA-
eTCs NPEACTABUTENAMY PAaOOTHIKOB U PabOTONATENs, yTBEPXKAALTCS
IPUKa30MPYKOBOJUTENA OPraHU3ALINMA.

KomeKTMBHBII JOTOBOP BCTYNAET B CUITY CO [IH: IOJIVCAHNA €T0
CTOPOHAMM MJIM CO THH, YKa3aHHOTO B JOTOBOPE.

CpokfielicTBIsA KONIEKTUBHOTO JOTOBOpa HE YCTaHOBJIEH, OJJHAKO
B cTarbe 43 TK PO ectb orpannyenue ero peyictsusa — Tpu roga. Ilo ucre-
YeHII TPeX JIeT JOTOBOP MOXKeT OBITh IPOJITIEH Ha CPOK He Oo71ee Tpex JIeT.

HHopapox BHecenNsA M3MeHEHMI B KOIJIEKTUBHbIN JOIOBOP, KaK
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IIPaBIJIO, IPOIYICBIBAIOT B CAMOM KOJUIEKTUBHOM JIOTOBOPE C y4ETOM
tpeboBannit TK PO (B 1e10M MOPsIOK M3MEHEHNS KOJUIEKTUBHOTO
IOTOBOPa CXOX C IOPSIKOM €T0 3aK/TI0UEHIIS).

[MopmcaHHbliT KOMIEKTUBHBII OTOBOP HATIPABIAETCSA PaboToOma-
TesieM (IIpeficTaBuTeNIeM pabOTO/aTe/Is) B COOTBETCTBYIOLIMIL OPraH
TI0 TPYAy A/IS1 €T0 yBeJoMUTeNnbHOM peructpanyn (cT. 50 TKPD).

B xadecTBe IPMIOKEHNIT K KOJJIEKTMBHOMY JOTOBOPY MOLYT UATH
CTIeflyIolIVie JOKYMEHTBI:

- IepedYeHb JO/DKHOCTEN pabOTHMKOB ¢ HEHOPMMPOBAHHBIM
pabounm nueM (ct. 101 TK PO);

- rpaduku cmennoctu (ct. 103 TK PO);

- TpaBuIa BHYTPEeHHEro TpyxoBoro pacmopszka (¢ 190 TK PO)
U IpyTIie TOKa/IbHble HOPMaTVBHbIE aKTBI.

OTH u fpyrue mOKaabHble HOPMATVBHBIE @KThl OpraHM3aL NN
He JJO/DKHBI IPOTUBOPEUNTD [IONOXKEHNAM KOMJIEKTUBHOTO JOTOBOPA.

ITonoxenne o6 Ommare Tpyaa

B cootBercTBuM co crarpeit 135 TK P® 3apaborHas mmara pabor-
HUKY YCTaHAB/IMBAETCS TPYLOBHIM ZOTOBOPOM.

BmecTe ¢ TeM opraHusarusi BHpaBe yCTAaHOBUTD O0iee CTIOKHYIO
CHCTEMY OIUIATBI TPYAQ, BK/OUAOIIYIO pa3/MyHble JOIIAThI, Haff0aBKM
KOMIIEHCAIIVIOHHOTO U CTHMYTUPYIOIIEr0o XapaKTepa, IPeMIU 1 T. [.

Ecnu B opranusanyi IpaKTUKYeTCs TaKasi CUCTeMa OIIAThI TPYAa,
3TO CIIefyeT 3aKpenuTh B KaKoM-/1100 JT0KaIbHOM HOPMAT/BHOM aKTe
opraHusanuu. 9To MOEYT ObITh IIpaBuia BHYTPEHHETO TPYLOBOTO
pacropsjKa, KO/UIEKTMBHBIA JOTOBOP MM CAMOCTOATE/IbHbII JOKYMEHT,
IIOCBSIIIEHHBIT TOJIBKO BOIIPOCAM OIIATHI TPYZa M MHBIX BBIII/IAT.

Kak mpaBwuo, Takou foKyMeHT Ha3biBaeTcs1 [TooskeHneM 06 ora-
Te TpyZ#a (MOXeT TakXe Ha3bIBaTbCs [TomoxkeHnem 06 omnnate Tpyna
U MaTepHUanbHOMICTYMY/TUPOBAHIY/IIPEMUPOBAHNIN).

CrpyKTypa 1 copiepxxanue I1o1o)XeHNs He perlaMeHTUPOBAHBI
Ha rECYOapCTBEHHOM YPOBHe, CTIEOBATEIbHO, OPraHM3alMs BIIpaBe
caMa OIIpefe/iATh COCTAaB MHPOPMALUY, BKITIOYaeMOII B 9TOT [JOKYMEHT.

B mpumepHoit cTpyKType [TonoskeHnst MOTYT OBITh CIeAYIOLe
paszenbl:

1. Ob6uiyie ONMOXKEHUA.

2. TepMmuHBI 11 OIIpeeNIeHNS.
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[TpyHIMIIBI GOPMUPOBAHNS CUCTEMBI OIUIATHI TPYHA.
IopsimoK 1 CpOKM BBITIIATHI 3apabOTHOI II/IaTHI.
VYreprxaHus 13 3apabOTHOI IIATHI.

S

CornuanbHbIe TAPAaHTUY ¥ KOMIIEHCAIUIL.

7. 3aKIIoYNTeNbHbIE TIOTOKEHNUS.

B «O61yx mo/moXKeHNAX» YKa3bIBAIOTCS 11e/b M3IaHISA IPABIIL, Ha KOTO
PacIpOCTpaHAITCA IpaBUIa, INIIA, OTBETCTBEHHBIE 38 HAUMC/IeHe
3apabOTHOI TIATHI, U JIUIIA, IPUHUMAIOIME PelleHe O IPEMUPOBa-
HUY PabOTHMKOB U OCYILeCTBIEHNN NHBIX CTUMYIMPYIOLIMX BBIIIAT.
B mocieiHeM ITyHKTe YKa3bIBaIOTCs IIpaBOBble aKThI P®; Ha OCHOBaHNN
KOTOPBIX COCTaB/IeHO laHHOe [lonoxkeHe.

Bo BTOpOM pasperne gaercsa XxapaKTepUCcTHKa MOHATIAM, OlIpefie-
JISTIOLVIM COCTaBHBIE YaCT OIIATHI TPY/a PabOTHMKA: OK/Iaf, IIPEMILS,
IoIlIaTa, BbIIIaTa, HafbaBKa U T. [

B tpeTbeM paspene fomKHa OBITh QIVICAHA CUCTEMa OIUIATHI TPYAA,
BKJIIOYasA BCe €e COCTABIIAIINe. YKA3hIBACTC:A, KaKle BBIIIIATEI OCY-
IeCTBIIAIOTCA B OpPraHM3alUlY, Ha3bIBAIOTCS TPeOOBaHMs K PaOOTHUKY
V1 Pe3Y/IbTATy ero TPyAa, HeoOXOYIMBbIe I OCYILeCTBICHNS OT/E/IbHbIX
BIJIOB BBIIUIAT, ONIPEeIA0TCS HOPMBI TPyZia 1y okasarenu apdex-
TUBHOCTH TPY/a.

OrtyienbHO MOTYT OBITh ONMUCAHBI ITPABIJIA OIUIATHI TPYAA OTHE/IbHBIX
KaTeropuit paboTHNKOB, PaBOTHIKOB, OCYIIeCTB/IAIONINX CBOIO Jiesi-
TENbHOCTD B YCIOBMAX TPYAQ, OTK/IOHAIOIIUXCA OT HOPMaJIbHBIX I T. .

Taxoke B 9TOM pasferne MoXKeT ObITh YCTaHOBJICH pasMep 3apabor-
HOII IUIATHI ¥ VHBIX BO3HATPAXXAEHNI, NEeHEXXHDIX MOOLIPEHNI, UX
3aBMCUMOCTD OT pe3y/IbTaToB TPy/ia.

B ueTBepTOM pasfese yCTaHABINBAIOTCS MOPAOK, MECTO 1 CPOK
BBIITAThI 3apabOTHOIL ITaThL. I1pu cocTaBIeHNN 3TOTO pasfena ClexyeT
yuuTeiBaTh. rpeboBanms ctatbu 136 TK PO.

B ngToM pasperie onpenensaoTCcsa YCIOBU, IPU KOTOPBIX MOTYT
OBITH TPOU3BEEHDI YIepXKaHMsI U3 3apabOTHOI IIIAThl COTPYAHUKOB.
OmnucCeIBaeTC TIpoLienypa yiAep>KaHus Y Ha3bIBaeTCA COCTAB JJOKYMEHTOB,
0pOpM/IsIEMBIX B XOfi€ 9TOJ IPOLefyPHI.

B miecTom paspene MOryT OBITh YCTAaHOB/IEHBI MHBIE BUJIBI COLIM-
A/IbHBIX TAPAHTUI U KOMIIEHCAI M.

B «3ax/mounTe/IbHBIX ONOKEHAX» MOTYT YCTAHABIIMBATbCS IOPSTIOK
BCTYIUIEHNA MO/IOXKEHMVA B CHITY, ITOPSA/IOK BHECEHNA B HETO MI3MeHEeH I
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U TOPSI/IOK TIEPECMOTPa, a TAK)Ke 0COOEHHOCTI 0O3HAKOMJIEHNsI pas3-
JIYHBIX KaTerOpuil pabOTHUKOB C 3TUM JOKYMEHTOM.

ITono>xenne MOANNUCHIBAET PYyKOBOJUTEND CTPYKTYPHOTO I10/IPa3=
Ie/IeHNs, OTBETCTBEHHOTO 3a pa3pabOTKy 9TOro JOKyMeHTa. 3aTeM
JTOKYMEHT YTBEPXKJAETCA MPUKA30M PYKOBOIUTENSA OPTraHMSALAN.

Ba)kHO yunTBIBaTh MHEHIE IIPECTaBUTEIbHOIO OpraHa paboTHIKOB
IIpY IIPUHATHAY TIOOBIX TOKa/IbHBIX HOPMATVBHBIX aKTOB, YCTaHaB/IN-
BaOIMX cuCTeMy omiaThl Tpyaa (ct. 135 TK POD).

CHOCOGI)I O3HAKOMJ/ICHU A C TIOKAaAbHbBIMMU
HOPMATVBHBIMMU aKTaMMU

B cratbe 68 TK PO onpepeneHo, 4To 10 HOAIMCAHUA TPYLOBOTO
IOroBopa pabOTHUK HOMKeH OBITh 03HAKOM/IEH, CO BCEMII JIOKaTbHBIMMU
HOPMATVBHBIMU aKTaMU, KOTOPbIe OTHOCSTCS K €1 padore.

OsHakoMJIeHMe C JIOKa/IbHBIMU HOPMAT/BHBIMY aKTaMU MOJKET
OCYIIEeCTBIATHCA HEIOCPEACTBEHHO B CAMOM,JIOKa/IbHOM HOPMAaTBHOM
aKTe MM ONOCPEIOBAHHO Yepe3 IPYIME OKYMEHTDI.

B nepBoM ciydyae Bu3a 03HAaKOMII€HMSA pabOTHYMKA CTAaBUTCS
Ha II0CTIeJHEM JIMCTE CAMOTO JOKYMEHTA. B ToM ciydae, eciu ¢ OKY-
MEHTOM 3HAaKOMMTCS 0OJIbIIOE KOJIIMYECTBO PAOOTHIKOB, TO K HEMY
TIpUJIATaeTCsA MUCT O3HAKOMJIEHVIA, KOTOPBI ABIAETCA HEOTHEMIEMOI
YaCThIO JJAHHOTO JIOKyMeHTa.

Busa 03HaKOMJICHUS B ATOM CTy4yae BK/IIOYAeT B Ce0s TMYHYIO
HOAIICh PabOTHIKA/PACHIMGPOBKY IOAINCK U ATy O3HAKOM/IEHMSL.

Bo BTOpOM cryyde paboTHIIK IIPOCTABIISET CBOKO ITOAINCH B JPYTUX
DOKYMEHTaX, HallpMMep B JKypHajaX 03HAKOM/IEHU MU TIepedHAX
JIOKa/IbHBIX HOPMAaTUBHBIX aKTOB K 03HAKOMJIEHIIO, KOTOPbIe MpuIa-
ralTCcsA K TPYAOBOMY.I0TOBODY.

JKypHaabL 03HaKOM/IEHN S MOTYT 0GOPMIIATHCA Ha KasKAblil
JIOKQJIbHBI HOPMATUBHBIN aKT OT/Ie/IbHO U/IV HA TPYIITY JIOKA/TbHBIX
HOPMaTUBHBIX aKTOB.

CrpyKrypa KypHasa He per/laMeHTUPOBaHa M MOXKeT BK/II0YaTh
cnegytomye pasgensl: @. V. O. paboTHMKA, KOMKHOCTb, CTPYKTYP-
Hoe ITofipasfiesieHNe, aTy 03HAaKOM/IEH! A, TMUYHYI0 nognuck. Ecnn
JKyPHaJI [TpefIonaraeT O3HaKOMJIEH)e C HECKOTIbKMMM JIOKyMeHTaMM,
K'Ha3BaHHBIM BBIlIIe pasfie/iaM MOTYT HOOABJIATHCS pasfenbl, Cofep-
JKallye HaYIMEHOBAHVsI TOKA/IbHBIX HOPMATUBHBIX AKTOB, C KOTOPBIMMI
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3HAKOMUTCA paboTHMK. B aToM ciry4yae moammcy paGOTHMKA MOXKET
OBITb IIPOCTABJIEHA IO KaXK/IbIM JIOKA/TbHBIM HOPMATVBHBIM aKTOM
VIV BBIOOPOYHO TIOf] TeMM, KOTOPbIe OTHOCATCA K ero paborTe,

ITpu opopMIeHNY IIepedHs TOKaTbHBIX HOPMATMBHBIX aKTOB K 03Ha-
KOMJIEHUIO, KOTOPBIil IIPUK/IA/IbIBACTCA K TPYZLOBOMY JIOTOBOPY, CEyeT
yKa3aTh BpeMs 03HaKOM/IeHNA. BpeMs 03HaKOM/IeHNA JO/DKHOObITH paHb-
1lIe BpeMeHYI IIOJIICAHNA TPYAOBOTO JJOroBOpa. TOT TeMEHT He0OX0M
I TOTO, 4TOOBI cobmocTy TpeboBanue cratby 68 TK P®, B koTopoii
4eTKO IPOIIVICAHO, YTO PAOOTHVIK JJO/KEH O3HAKOMUTBCA C TOKATbHBIMMU
HOPMATMBHBIMM aKTaMJ IO TIOZIIMCAHNA TPYJOBOLO IOFOBODA.

PaCHOPHIH/ITe)IbeIe KaJgpoBbI€ JOKYMEHTDI

PacriopsipuTenbHble JOKYMEHTBI — 3TO PABOBBIE AKThI TOKATBHOTO
YPOBH1, KOTOpBIE COTePyKAT KOHKPETHbIE BJIACTHBIE MPE/IICAHI OPTaHOB
yIpaB/IeHNs U JO/DKHOCTHBIX JILL, M3IaBacMble CHE/bI0 PeryIpOoBaHIs
IeATebHOCTY OPraHy3aLyL, ee CTPYKTYPHBIX YacTelt ¥ JO/DKHOCTHBIX JINLL

B cootBerctBum ¢ OKY]] (cm. Obmepoccuitckie Kaccupmkaropst)
K PacIOpsANTEeIbHBIM JOKYMEHTaM OTHOCSATCSA IIPUKasbl, PAaCIIOPsKEHIS,
[IOCTAQHOBJICHS, PellleH st ¥ YKasaHMA.

B mesiTrenbHOCTY Ka/jpOBBIX CJLy>KO Hallje BCEro MCIIONIb3YIOTCS IPH-
Kasbl WV PaCHOPSDKEHMAAIO TAIHOMY COCTABY, C IOMOIIBI0 KOTOPBIX
0 OpPM/IAIOTCA TPYAOBbIE OTHOMEHVIS C paOOTHMKAMU U GUKCUPYIOTCS
BCe yIpaB/ieHuYecKue peuieHns B chepe Kaf[poOBOIl IeATENTbHOCTH
U IeSITe/IbHOCTIY 1O JIIPABACHIIO IIEPCOHAIOM.

KazpoBslie npiKasbl U3[A0TCS 110 Hanbomee BaKHBIM 11 00IIMM
BOIIpocamM KaﬂpoBOf/l AEATEIPHOCTU U AEATE/IbHOCTI 11O YIIPAaB/IEHUIO
nepcoHanoM. TaxoKe nprukazamMu 0()OpMILAIOTCS TPYHAOBbIe OTHOLICHNS
C pabOTHMKAMIL.

PacnopsixeHMs1 B IpaKTHKe pabOThI KafPOBbIX CTY>KO M3IAI0TCS
peske. DTU JOKYMEHTBI PeryIUpyIoT OllepaTUBHbIE BOIPOCHI YIIPaB/IeHNs
[IePCOHAJIOM, MOTYT COIeP>KaTh MOPYYeHMsI KOHKPETHBIM PabOTHN-
KaMTI0 MCIIOTHEHIIO KalpOBBIX PpNKa3oB. Kak mpaBuio, oM UMeIoT
orpanndeHHble chepy [eiiCTBYsL, CPOK [eVICTBUS ¥ PACIIPOCTPaHEHE.

Hasnauenue KaJgpoOBBIX IPUKA30B
KappoBble npukassl M3JAI0TCA € Lie/IbI0 00ecIedeHns KapoBoii
MOAUTHUKY B OPTAaHU3ALUY, PETYIMPOBAHNUSA I€ATETbHOCTI CaMO
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KaJIpOBOJI CITyObI, OCYLIECTBICHNS KaJJpOBBIX IIPOLIEAYP, KaCAIOIXCA
BCETO TPY/IOBOTI'O KOJUICKTYBA VI IITaTa pabOTHMKOB, I, HAKOHEII,
C L€/IbI0 PETYIMPOBAHNA TPYJOBbIX OTHOIIEHU C KOHKPETHbIMM
paboraykamu. ITocneHsist rpymna mpuka3os Hanbomee oommpHa, Kax
IIpaBNJIO, 3TN JOKYMEHTDI Ha3bIBAIOTCA IIPMKa3aMM 110 INTHOMY COCTABY.

HPI/IKa?;I)I SABIAIOTCA IIOATBEPXXAEHNEM I OCHOBAaHVIEM COBEPLIEHHBIX
¢ pabOTHMKAMM [IeJICTBUIL: IIpMeMa Ha paboTy, epeBofia Ha APYTyIo
paboTy, yBONIbHEHNU:A C pabOThI, KOMAHAVPOBAHNSA, IPefJOCTAB/ICHIL
OTIIyCKa, IepeHOoCa OTIIYCKA, OT3bIBA U3 OTIIYCKA, IIOOLIPEHYLSI, BbIHE-
CeHM AVCLUIIIMHAPHOTO B3bICKAHMS, CHATNA AUCHUIITHAPHOTO
B3BICKAHUA U T. [I.

VIMeHHO peKBU3NTHI IPNKA30B BHOCATCA B, TPYAOBYIO KHIDKKY,
B JINYHYI0 KAPTOUKY pabOTHIKA, OATBepykAast (haKThl HpMeMa Ha pabory,
IIepeBoyia, YBOIbHEHUA U T. I

Komnuu nprka3oB MOryT 6bITh 3aTpe60BaHbI PAOOTHIKOM C LIe/TbIO
YCTaHOBJICHVS TPYHZOBOTO CTaXka, paKTa pabOTbl B KOHKPETHOII Opra-
HM3ALMY, TIOATBEP)KICHMA KaKX-100 MHbIX PAKTOB 11 IIePCOHATbHbIX
TAHHBIX, CBA3AHHBIX C JIeATeIbHOCTDHIO B, 9TON OpraHM3aIIVN.

B cootBeTcTBUM CO cTaTheit 62 TK PP ko nprkasos KOMKHBI
OBITH IIpelOCTaB/IeHbl PAaOOTHIUKY 110 €F0 IVICbMEHHOMY 3asBJICHUIO
B TE€YEHME TPeX JHeN CO JHS IIOauyl 9TOTO 3asBICHMS.

Kpowme Toro, kajpoBble IPUKA3bI ABJIAITCA LOKa3aTe/IbCTBOM
B XOJle TPYHOBBIX CIIOPOB, HOATBEP>KAasi IPaBOMEPHOCTD IEVICTBMII
paboTonaresns 1, HA0OOPOT,/COBEPIIEHHbIE HAPYIIEHN.

[ToMuMo ynpaBaeHYecKOy 1 IpaBoBON (PYHKINIL, KafpOBbIe
IIpMKa3bl TAKXKE HECYT q)yHKLU/IIO IIEPBNMYHBIX YYE€THBIX JOKYMEHTOB
II0 y4eTy TPY/a U erd oIvIaThl. Komu KagpoBbIX IPMKA30B MepefaloTcs
B OyXra/Tepuio, 1 Ha X OCHOBAHVM IIPOBOMATCS PAacUeThl 3apabOTHOI
IUIATBI, PACXOZI0B Ha KOMAaH/IMPOBKY, KOMIICHCAIINII 32 OTITYCK 1 IpyTHe
OyxranTepCKue Oleparyn.

Ilpnka3ssl (pacnopsHKeHN ) PyKOBOJITENS
OpraHu3anyu 10 INIHOMY COCTAaBY
IIpuKasb! (pacriopspKeHs) TI0 IMYHOMY COCTaBY U3JAITCA PYKOBO-
JITENEM OPTaHM3aLMY TIPU COBEPLICHNM TI0ObIX IIPaBOBBIX [IeIICTBUI
¢ paboTHMKaMM. DTO MOTYT OBIT IIp¥eM Ha paboTy, IepeBof, Ha IPYTYIO
paboTy, yBombHeHMe C pabOTHI, KOMAaHAVPOBaHIe, IPEJOCTAB/ICHNE
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OTITYCKa, IIEPEHOC OTITyCKa, OT3bIB 13 OTIIYCKA, IOOIIPEHNIE, BbIHECEHNE
IVICUUIUIMHAPHOTO B3bICKAHNA, CHATHE OMCUUIIIMHAPHOTO B3bICKAHU,
YCTaHOBJIEH)E COBMEIEHNA JIOJDKHOCTEN, 3aMellleHl e Ha BpeMs, OTCy g~
CTBYIOLIIEr0 pabOTHIKA, OTCTPaHEHNe OT pabOTbI, COKpaIljeHNe IITaTa | T. /1.

Mspanue yacTu TaKuX IPUKA30B pernaMeHTUPOBAHO APYHAOBbIM
3aKoHoziaTenbcTBOM. Hampumep, mprkas o npreme paboTHUKa Ha paboTy
Ha3bpIBaeTCs B CTaThsx 62 u 68 TK PO, 0 koMaHaMpoBaHu paQOTHIKA —
B cTaTbe 166, 0 mepeBofie pabOTHNMKA — B CTaThe 62, 00 YBOIbHEHNI,
IpeKpalleHNI TPYAOBOTO JOrOBOpa C paOOTHUKOM — B CTAaThsX 62,
84.1, o mpuMeHeHUN AUCUUIUIMHAPHOIO B3bICKAHUSA = B CTaTbe 193,

Opnaxo, Jake ecu U3fjlaHue KaJpoBOro IpuKasa He peraMeHTH-
poBaHo KoHKpeTHOII cTaTbeit TK PO, crenyeT moMHUTD, 4To Moboe
mevicTBUe C PaOOTHUKOM AB/IATCA (aKTOMX03AMCTBEHHOI >KU3HI,
KOTOpOe Yallle BCero umeeT GUHAHCOBBIC TOCACNCTBIA, 1, C/IE[O-
BaTe/IbHO, TO/DKHO OBITH 3apMKCHPOBaHO € MOMOIIBIO IIEPBIYHOTO
YYETHOTO JJOKYMEHTA.

B pony nepBMYHBIX Y4E€THBIX JOKYMEHTOB BBICTYIAIOT KaJpOBbIe
IIPUKA3BL.

dopma 1 copieprxaHye KaJpOBBIX NpuUKa3os (cM. PopMa IepBUYHbIX
Yy4YeTHBIX TOKYMeHTOB) permaMeHTupyercss TK PO, depgepanbHbiM
3akoHOM «O OyxranrepgkoM ydere» (cM. DefjepabHbII 3aKOH OT
06.12.2011 Ne 402-D3 «Q'byxranrepckoM ydete». [lepBuyHbIe yueTHbIE
TOKYMEHTBI) U HPYTUMM IIPABOBBIMI aKTaMIL.

d)opma HEPBUYHDIX YIETHDIX TOKYMEHTOB

Bce peticTBuSA, OCYIEETBIsIeMble C paOOTHUKAMU B PaMKax TPy-
IOBBIX OTHOLICHUI, JO/DKHBI OBITh 0053aTebHO JOKYMEHTa/IbHO
3aKpeI/IeHbl C TOMOLIbIO IIEPBIYHBIX YUETHBIX JOKYMEHTOB.

B cootBeTcTBMM ¢ myHKTOM 1 cTaTby 9 @3 «O 6yxranrepckom
ydeTe» ITaBHBIM\YC/IOBJeM IPUHATHUA KaJPOBBIX JOKYMEHTOB K yYeTy
ABACTCA UX 0(POPM/IEHNEe TIEPBUYHBIM YUETHBIM JOKYMEHTOM.

CIICOK 00:13aTe/TbHBIX PEKBU3UTOB NEPBUYHBIX YUETHBIX JOKYMEHTOB
IpMBeTieH B ITyHKTe 2 CTaTby 9 Ha3BaHHOTO 3akoHa (cM. ObsA3aTenbHbIe
PEKBUSUTEI IPUKA30B I10 ITYHOMY COCTABY).

OpHako ¢popma NepBUYHBIX YIETHBIX JOKYMEHTOB Ha JaHHBIN
MOMEHT YeTKO He onperienieHa. [IoaToMy opranmsanmm MOryT paspaba-
TBIBATb CBOM COOCTBEHHBIE YOPMBI IEPBUYHBIX YIETHBIX JOKYMEHTOB,
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YTBEpAMB MX IPUKA30M PYKOBOJLUTEIIS, MM UCIIONb30BAaTh YHUDU-
LVIpOBaHHbIe (OPMBI IEPBIYHON YIETHOI JOKYMEHTALNN 110 YIeTy
TPYJa U €0 OIIAThl, yTBepKAeHHbIe [locTanosnennem fockoMcTata
05.01.2004 Ne 1.

JaxHbIe POPMBI MMEIOT PeKOMEHJaTe/IbHbIT XapakTeps{ OpraHu-
3alMM BIIPaBe YICIIO/Ib30BATD X ITOTHOCTDBIO WJIN YaCTVMHO; BHOCH
HeoOXOAVIMBIE [/I1 HUX U3MEHEHS.

Yuuduuuposanusie GpopMbl pa3pabOTaHbI TONBKO A YaCTU
KaJpOBBIX IIPMKA30B:

- IIpMKasa o mpueMe pabOTHNUKA MM paboTHUKOBHa padoTy (T-1
u T-1a — 37ech 1 fanee TUTEPON «a» 0603HAYAETCHA,KOIEKTUBHAS
¢dbopma npukasa),

- IIpMKa3a o IepeBojie pabOTHNKA MK PAOOTHUKOB Ha JIPYTYIO
pabory (T-5u T-5a);

- IpUKasa o IpefoCTaBIeHN) OTIIYCKa PAOOTHUKY WIu paboT-
nukam (T-6 u T-6a);

- IpuKasa o IpekpalieHun (pacTOP>KeHMH) TPYLOBOrO JOrOBOpa
¢ paboTHuKOM mnyu pabotHuKamy (yBoapHeHnn) (T-8 u T-8a);

- TIpuKasa 0 KOMaHAMPOBAHUM PaboTHMKA M paboTHUKOB (T-9
n T-9a);

- InpmkKasa o mooupeHuu paborHmka wmm paborHmkos (T-11
n T-11a).

ITpmkaspl, 0pOpM/LAIONIVIE OT3BIB U3 OTIIYCKA, OTCTPAaHEHNe OT pado-
TbI, yCTAHOB/ICHMe HEIIONHOLOpabouero BpeMeHy, BHECEHNE VI3BMEHEHMIT
B [IepCOHA/IbHbIE TdHHbIe PA0OTHIKA, BBIHECEHVE NUCLUIIIIHAPHOTO
B3bICKAHMS, IPUBJICYCHIE KMaTepyaIbHOI OTBETCTBEHHOCTH, I MHO-
rue Ipyrie He UMEIOT YHU(UIVPOBaHHOI GOPMBI ¥ 0OPMIIAIOTCA
B COOTBETCTBUM € OOIIVIMY IpaBuUaaMy 0POPM/ICHNSA IPUKA30B
(cm. OdopmiieHNE KaPOBBIX IPUKA30B).

HecmOTpst Ha 10, 4TO YHUUIMPOBaHHBIE GOPMBI YTPATIIN CBOIO
obs3arenbHOCTD B 2013 rony (B cBA3u ¢ BerymieHreM B cuny O3 «O 6yx-
ra/lITePCKOM yIeTe» ), MHOTHE Ka/ipOBbIe CITY>KObI ITO-TIPEXKHEMY VCIIOTIb-
3yI0T UX B CBOeil paboTte. CBsI3aHO 9TO € TeM, YTO OHM YAOOHBI, B HUX
3apaHee OHpereneHa BCs BayKHas MHPOPMALs O KaJpOBOM JeIICTBUN
V1 4ETKO YCTAHOBJIEHO MECTO PacIonoyKeHus ato nHpopmanym. Kpome
TOr0, MHOTJE aBTOMATU3MPOBAaHHBIE CYICTEMBI KaJIpOBOTO He/IOIIPOU3-
BOJICTBA ITIOCTPOEHBI HAa OCHOBE JAHHBIX YHUDUIVPOBAHHBIX (POPM.
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Ecmy opranmsarys Bce e UCIONb3YeT CAMOCTOATENTbHO pa3paboTaH-
Hble GOPMBI KajIpOBBIX IOKYMEHTOB (IIepBIYHBIX Y4eTHBIX JOKYMEHTOB), €il
C/IeflyeT y4ecTb IO/IoXKeH s TyHKTa 4 craTbu 9 P3 «O GyxraaTepcKoM yie-
Te», B KOTOPOM FOBOPUTCSL, 4TO «()OPMbI IIEPBIIHBIX YUETHBIX TOKYMEHTOB
OIpejiernsIeT PyKOBOJMTENb SKOHOMITIECKOTO CYy0beKTa 1o IpeCTaBAeHIIo
JIO/KHOCTHOTO JIAIIA, HA KOTOPOE BO3/IOKEHO BefieHe Oy XranTepCcKOro
ydeta». ITosTomy s obecriedeHyA IpaBOMEPHOCTI UCHONb30BAHNA
3TUX GOPM PyKOBOJUTENIO JOCTATOYHO U3ATh IPUKa3, KOTOPBIM
yTBep>KIAeTCs IpUMeHeH e YHU(PUIMPOBaHHBIX (OPM B OPraHV3aLI M.

O6s13aTenbHbIE PEKBU3UTHI IPNKA30B
IIO TMIYHOMY COCTaBY

[TpuKaspl 110 TMYHOMY COCTABY SABIAIOTEANEPBUYHBIMY YIe THBIMMI
TOKYMEHTaMM, KOTOpble PUKCUPYIOT BCE YIpaBleHYeCcKye NeiCTBIs
¢ pabOTHMKaMIL.

B nynkre 2 cratbyt 9 D3 «O OyXraaTepckoM ydere» Olpee/eHbI
00s13aTe/bHbIe PEKBU3UTEI IePBUYHBIX YUeTHBIX JOKyMeHTOB. K HuM
OTHOCATCA:

«1) HauMeHOBaHNe JOKyMeHTa;

2) maTa COCTaBJICHMs JOKYMEHTa;

3) HaUMeHOBaHYIe 5KOHOMIYECKOTO CYO'bEKTa, COCTABMBLIIEIO JIOKYMEHT;

4) coneprxanre GpakTaXO3AMECTBEHHON KU3HN;

5) Be/4MHA HATYPAIbHOTO0 11 (M) IeHe>KHOTO M3MepeHus (akra
XO3AMCTBEHHOM XXUSHU € YKadaHeM eIVTHUL] 3MePEHNS;

6) HaMeHOBaHUE JO/DKHOCTY nLja (JIn1y), COBepLIMBIIEro (coBep-
HIMBIINX) CIE/IKY, OTlepall/Io i OTBETCTBEHHOTO (OTBETCTBEHHDBIX) 32 ee
odopmrene, 1160 HavMeHOBaHMe TOMKHOCTY JINIa (JINIT), OTBETCTBEH-
HOTO (OTBETCTBEHHBIX) 32 0POPM/IEHNE CBEPUIMBIIETOCS COOBITIS;

7) NOAILUACH IV, IIPEAYCMOTPEHHBIX TYHKTOM 6 HaCTOALIEN YacTH,
¢ yKazaHueM ux baMuanii ¥ MTHUIMATIOB MO0 UHBIX PEKBU3UTOB,
HEeOOXOAVMMBIX JUIST UEHTUPUKALIMY STUX JIUL».

Odopmnenne kaxpoBbIX NPNKA30B
KagpoBble nprkassl MOTYT 0(OPM/IATHCS € TOMOLIBIO pOpM IepBIY-
HBIX yYeTHBIX JJOKYMEHTOB, Pa3pabOTaHHBIX 11 YTBEPXK/JEHHBIX B Opra-
HY3aIIAY, VIV MICIIOTIb30BaTh YHU(UIVPOBaHHbIE (POPMBI IEPBUIHOI
YUETHOI JOKYMEHTALMM 110 YYeTy TPY/ia U €rO OIJIaThl.
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1 B TOM 1 B ApyroM CTy4ae B COCTAB PEKBV3UTOB TAKVIX [IPYKA30B BXOJIAT:

- HaMMEHOBaHUe OpraHU3alyyl — aBTOpa JJOKYMEHTa;

- HalMEHOBaHINe BIUJA JOKYMEHTa;

- JiaTa JIOKYMEHTa;

— PerUCTpaLMOHHBII HOMep JOKYMEHTA;

— MeCTO COCTaB/IeHMs (M3[aHN) JOKYMEHTa;

— 3aroJI0BOK K TEKCTY;

— TEKCT HOKYMEHTa;

— OTMeTKa O IIPUIOKEHN;

— IOJIINCH;

- BHU3a.

OdopmieHne 9TUX PeKBU3UTOB OCYLIECTBAAETCS CYUeTOM Tpebo-
Bauuit TOCT P 7.0.97-2016.

B opraHusanuax, IpUMMeHAIONNX CUETeMbI 9IEKTPOHHOTO TOKY-
MEHTO000POTa, COr/TACOBAHME MOXKET IIPOBOMUTHCS B STIEKTPOHHON
dbopwme cormacao TOCT P MICO 15489-1.

Ob6s13aTebHBIM 37IeMEHTOM OONMBUIMHETBA KAIPOBbIX [IPUKA30B T10
JIMYHOMY COCTaBY SIBJLSIETCS BU3a O3HAKOMJIEHIs1 paboTHuKa (cM. O3Ha-
KOMJIEHIIE C Ka/[pOBbIMI IIPUKA3aAMIL).

[Mopsimox cocTaBieHMs TEKCTOB KafpOBBIX IIPUKA30B 3aBUCUT
OT TOTO, MCIIOJIb3YeTCs JIV /K1 9TOL0 yHUUIIPOBaHHAs POopMa W HeT.
B nepBoM cyuae TEKCT IPMKasa GOpMaIN30BaH U COLEPKUT 3apaHee
olpefeneHHy0 nHGopMaLuio. Bo BTopoM cirydae TeKCT Ka[pOBOro
IpMKa3a CTPOUTCS 1000 IUMEPABIIAM COCTAB/ICHNS 9TOTO JOKYMEHTA.

TekcT KaJApOBbBIX MIPUKA30B

TexcT KagpoBBIX WPMKA30B (/11 0POPM/IEHNA KOTOPIX He MCIIONb-
3yercs yHUPUIMPOBaHHAsA GOpMa) CTPOUTCS IO TPALVILIMOHHOI CXeMe,
COCTOAIIEI U3 IBYX YacTell: KOHCTaTUPYIOIIEel U paclopAgUTENbHOIL.

B xoHCTaTMpYyIOIell YacTy yKa3bIBaIOTCA IPUYMHbBI ¥ OCHOBAHMA
u3gaHus OpuKasa, 3ateM nocie cnosa «[IPMMKA3BIBAIO», opopm-
JIEHHOT'O OT JIEBOTO I10/IA MPOIUCHBIMY OYKBaMH, 11O MOAITYHKTAM
bopMymupyeTcs pacropAfuTeIbHAs YaCTh.

B 3TOi 9acTy epedncaAnTCsa BIACTHDIE IPeIICAHNA PYKOBOIM-
Te/IA OPraHN3alny B OTHOLIeHNM paborHyka. Hampumep, B mpukase
O'BBIHECEHNY [IVICIIMIIIHAPHOTO B3bICKAHMA B KOHCTATUPYIOIIell YacTu
IIPMKA3a YKa3bIBAIOTCA C/IeAyIOIye JaHHbIe:
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- Kro coBepu npocTynok (®. M. O. paboTHuUKa, JOKHOCTD
paboTHMKa, CTPYKTYpHOe IIOfipa3/ie/ieHIte, Iie OH paboTaer);

— IIPOCTYIOK, KOTOPBII COBEPIIII PAOOTHYK (BYLJ IIPOCTYIIKA, HAPY-
IIeHVIsI TIOJTIOYKEHNI JIOKA/TbHBIX HOPMaTVBHbIX aKTOB 11 COI‘]IaIIIeHI/I]‘/‘I);

— 00CTOATENbCTBA COBEPIIEHNS IIPOCTYIIKA, IIOCTIe/CTBUSA U CTe-
II€CHb BUHDBI;

- JaTa COBeplLIeHMs U JaTa OOHAPY>KeHNUs IPOCTyHKA.

B pacnopsaaurenbHoit yacTy GopMyInpyeTcs Mepa BO3ARIICTBIA,
npuMeHseMas K pabOoTHUKY, HaripuMep: «O0BABUTD BHIroBOp VIBaHOBY
Ceprero VIBaHOBMYY ¢ IIpefynpex/ieHneM 00 YyBOABHEHV B ClTy4yae
HOBTOPHOTO HAPYIIEHN TPYOBOIl AVCLIAIUIHbI,

B TekcTe KaZpOBBIX IIPMKA30B YaCTO YKA3bIBAIOTCA JOKYMEHTBI,
KOTOpBIe IOCTY>KV/IV OCHOBaHVeM n3aHysd mpukasa. Oxu mi6o mepe-
YNCIIAIOTCA B KOHCTAaTUPYIOIell 4acT, 60 0epMIA0TCA B BUje
IPUIOKEHMII C COOTBETCTBYIOIIe OTMeTKOU BiTeKCTe TIPIKa3a.

O3HakoM/IeHIIE C KagpoOBbIMMU TIIpMKa3aMu

PaboTHuKNM B 0643aTeTbHOM MOPAMKE 3HAKOMATCS CO BCeMU IIPH-
Ka3aMl, KOTOpble KacalTcs KafPOBBIX [elICTBUIN, COBEPIIAEMBbIX
C HUIMM B IIpoljecce paboThk

Iyt aTOro pabOTHNK PACHNCHIBACTCS Ha IIOIMHHOM 9K3eMIUIIpe
IpuKasa, ganee opopmiiseres pacundpoBKa MOAINCH U CTaBUTCS
JaTa O3HAKOMJIeHVA. DTOT/PEKBU3NUT OUYCHDb BaKeH, TaK KaK /L1 HEKO-
TOPBIX IIPYKa30B YCTAHOBIIEH CPOK 03HaKoMIeHnA. Hanpumep, nmpukas
«0 IpueMe Ha pabOTY 00 bsABAACTCS paOOTHIUKY HOJ POCINCH B TPeX-
JIHEBHBIIT CPOK €O IH:A (PaKTUuecKoro Havama paboTel» (c1. 68 TK PD).

B ciy4ae oTkas3d paboTHMKA PACIICBIBATBCA B IIPUKa3e, KaK IIPaBUIIO,
COCTaBJIAETCS AaKT\00 OTKa3e 3HAKOMUTHCA C IPUKa30M (HampuMmep,
COCTaBJIeHME TAKOTO aKTa PEI/IAMEHTUPOBAHO B C/Ty4ae OTKa3a 3HaKO-
MUTBCS/C IPUKA3OM O BBIHECEHUY AMUCLUIUINHAPHOTO B3bICKAHUA —
cT. 193 TKP®). AKT NOANICHIBAIOT HETIOCPEICTBEHHBII PYKOBOANTE/b
PaOOTHIIKA, PYKOBOIUTENIb CTPYKTYPHOTO IIOfpas/ele s M Hada/TbHUK
KaJfpOBOI CHIY>KOBI (V1M MIHbIe JO/DKHOCTHBIE TNLA).

YueTrHbie KagpoBbI€ HOKYMEHTbI
K y4eTHBIM KaJJpOBBIM JOKYyMEHTaM OTHOCSATCS:
— JIMYHBIE KAPTOYKY PaOOTHUKOB;
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— TPYHOBbIE KHVDKKY PaOOTHMKOB;

- Tabenu yyera pabodero BpeMeHy;

— KHUIrn yqua IOBVDKEHUA prHOBbIX KHIVDKEK 1 BKTIaIH)IIHef/'I K HIIM;5
IIpUXOIHO-pPaCXOgHbIE KHUTU 110 yquy 6HaHKOB prHOBI)IX KHVIKEK 1
BKJIQ[IbIIIIEN K HUM.

JInyHbIe KAPTOYKY PAOOTHNKOB.
Yuundunuposannasa popma T-2

JIn4Has KapTO4YKa — 3TO 00A3aTe/IbHbII KaJPOBBIIL JJOKYMEHT, 0(pOopM-
JIsIeMBII KaZIpOBOII CITY>KOOII IIPM TPYAOYCTPOVICTBE M EOCPoK A NI
HauboJiee MOTHYIO CUCTEMATH3MPOBAHHYI0 MHPOPMAIUIO O PabOTHUKE.

JInyHas KapTOYKA 3aMOTHAETCSA Ha BCeX PAOOTHMKOB MOC/IE 3aK/TI0YeHIA
C HUMI TPYZIOBOTO JOTOBOPA U MOATIVICAHMA IIPHKa3a O HpyieMe Ha paboTy.

JInuHas KapTouKa 0pOpMIAETCA C HOMOLUIBIO YHUDULIMPOBAHHOI
dopmer T-2. O6:3aTeNIbHOCTD TPYMEHEHVI 9TOM OPMBI OIpefieNnAeTCs
ITpaBunamu BefileHNA ¥ XpaHEHNUA TPYHOBBIX KHIKEK, M3TOTOB/IEHNSA
671aHKOB TPYZOBOJ KHIDKKY U 00€CHedeHNs My paboTomaTeneit,
yTBepxaeHHbIX IlocTanoBnenneym [IpaBurenbctsa PO ot 16.04.2003
Ne 225 «O TpymOBBIX KHIDKKAX.

B mynkTe 12 IIpaBun ropopurcs: «®opma 1MIHOM KapTOYKU
yrBepxkpaeTcs PepepanbHoI CIyX6071 rocyapcTBEHHOI CTATUCTYIKIL».
CrnepoBaTenbHO, yTBepxaeHHas JockomcTaToM B 2004 1. popma MuaHoO
KapTouku (T-2) ABnseTCs 0053aTENMBHOI K TPUMEHEHNIO.

JInuHble KapTOUYKM PabOTAIINX 0POPMIAIOTCSA HA IIOTHOM
KapTOHe VI XpaHATEA BICIIelINaNbHOI anaBUTHOI KapTOTeKe.

Buecenyie cBeleHIIi B TMYHYI0 KAPTOYKY
YacTb cBeeHMIL,BHOCUTCA B IMYHYI0O KAPTOUYKY IIPU IpyeMe
Ha paboTy. B.oCHOBHOM 3T0 aHKeTHO-6Morpadudeckme faHHble. [Ipyras
4acTb CBEJCHI BHOCUTCSA B INYHYI0 KAPTOUKY B IIpoljecce pabOTBL
9TO CBefIeHNs, OTPAKAIOIIVe AKTHI TPYHOBOII eATETbHOCTY PAaOOTHNKA,
U CBASaHHBIC C PaOOTHNMKOM KaJIpOBBIe IIPOLeTyPbI.

HOKYMCHTI)I, H606XOI[I/IMI)IC O 3AIIOTHEHM A
TUYHONM KapTOYKH
It 0popMIeHNS IMIHOI KAPTOYKY HeOOXOAVMBI IIPIKa3 O IpueMe
Ha paboTy U TPYHOBOIL OTOBOP, M3 KOTOPBIX OepyTcs MHpopMaLys

93



C. A.TNIOTOBA. CMPABOYHIK N0 KAPOBOMY IENONPON3BOACTBY AN PABOTHUKOB OPTAHU3ALIUI

0 xapakTepe paboTbl, Bujie pabOThI, HAMMEHOBAHIE [OKHOCTHU
n CprKTypHOFO Tnompasnenenns, HoMepa 1 JaTbl JaHHbIX HOKYMCHTOB.

AHKeTHO-61OTpadyecKe fJaHHBIE 3AMONHAIOTCS HAa OCHOBAHIM
C/IEAYIOLIVX JOKYMEHTOB PabOTHIKA: IACTIOPTA VIN JOKYMEHTA, YHOCTO-
BepsIIOLIEro IMIHOCTh TPOK/AHIHA, TPYLOBOI KHIDKKY, OATBEPXKHA-
I0LLIeTT TPYZOBOIL CTAX, CTPAXOBOTO CBUETENBCTBA TOCY/APCEBEHHOTO
TIEHCVIOHHOT'O CTpaXOBaHMs, JOKYMEHTOB BOMHCKOI'O y‘{eTa, I[OKYMCHTOB
06 0o6pasoBaHuUNL.

Bce maHHbBIe, KOTOpbIe BHOCATCS B IMYHYI0 KAPTOUYKY B IIPOLIECCe
PaboThI, ZO/DKHBI COIPOBOXXKAATHCS CCBIIKON HaEOKYMEHT, KOTOPBI
HOC/TYXKIJI OCHOBAHVMEM BHECEHMsI 3aIUCH.

B 6opLIMHCTBE C/TyYaeB 3TO MPKKA3bI [0 JIMIHOMYCOCTABY, OTpa-
Karolye coBeplIaeMble C paOOTHIKOM yilpaBIEeHIECKIe eiICTBIS
U CBsI3aHHBIE C HTUM YCTIOBHUA.

IlpumMeHeHMe KTacCHPUKATOPOB MPH
3aIOTHEHN Y TMIHOM KapTO4YKHN

ITpy 3aLI0/THEHNY KaPTOYKM CIeAYeT, TPUMEHSTh 00IepOCCHIICKIe
knaccudukaTopsl. YHudnnypoBanHas Gopma COep>KIT OIS, 3aI0-
HsieMble ¢ momoinbio OKY]I, OKIIO, OKATO, OKIVMH, OKCO, OKIIJTP.
B manHbIe 07151 BHOCATCS KOABI 110 KacCuuKaTopaM, a B TEKCTe OTpa-
XKAIOTCsT POPMYIMPOBKU,)COOTBEICTBYIOIIE 9TUM KofaM. Hampumep,
B rpade «IpaxIaHCTBO» HYXKHO yKasbIBaTb — «TpakaHuH Poccuiickoit
Denepanni», NCIOB30BATH CTAH/APTHBIE POPMYTUPOBKY O CTEIIEHN
3HAHS A3bIKA — (AUTAET VI [IEPEBOANT CO CTIOBAPEM», «IUTAET 1 MOXKET
00'BACHATDCSA», «B/IaZieeT CBOOONHOY. B rpade «ob1Iias xapaKkTepucTuKa
06pasoBaHs» MICATh — «CpefHee MpodeccoHanTbHOe 06pa3oBaHe»,
«BbIcIIee 06pazoBanye». aKT COCTOAHMA B GpaKe yKasbIBaTb Cle-
AYOLUMM 00pa3oM — «COCTOUT B 3apErMCTPUPOBAHHOM OpaKe» WK
«HVIKOT@ He COCTOsIT B Opake» 1 T. I.

3amomHeHne pa3genoB JIMIHOM KapTOYKHN
Pasnert «coctaB ceMbi» 0OPMIISIETCS CO CIOB pabOTHMKA.
TpyaoeBoit crax paboTHNKA 3aIIO/HAETCS HA OCHOBAHNM 3AIIVCEN B €10
TPYHOBOI KHIDKKe. [l/1s1 yno6cTBa pacyeTa 06111ero TpyA0BOro CTaka MOKHO
BOCIIO/Ib30BAThCsT VIHCTPYKIINeIt 110 3aII0/THEHNI0 GOPM TOKYMEHTOB VH/M-
BUJYa/IbHOTO (TepCOHMUIMPOBAHHOr0) y4eTa B CYICTeMe 00513aTe/IbHOTO
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NIEHCMOHHOTO CTpaxoBaHUA, yTeep>keHHol [locranosnennem ITpasne-
Hyst [1O PO o1 11.01.2017 Ne 211 «O6 yTBepkieHMN POpM JOKYMEHTOB,
UCIIONb3YeMBbIX JUIA PETYCTPALIUY TPAXK/IaH B CYCTEMe 0053aTe/IbHOTO
MIEHCHOHHOTO CTPAXOBaHNA, ¥ VIHCTPYKIMI 110 VX 3aTI0/THeHNIo». B cooTBeT-
CTBMM C IIyHKTOM 33 VIHCTPYKIMM «IIOCYET IIPOfO/DKUTETLHOCTI OBIIEro
TPY/IOBOTO CTaXKa OCYILECTB/IAETCA ITyTEM CYMMUPOBaHNA OTHENLHO 11T
KOHIIA 1 JlaT Haya/la yKa3aHHbIX IIEPMOJ0B. PasHiIia sTMX CyMM cocTaBgeT
IPOJO/DKUTENIBHOCTD OOIIIEr0 TPYAOBOTO CTaXA.

IToCKOIbKY JHEM YBOJIbHEHNS CYMTACTCS IOC/IeHWIA IeHb PabOThI,
He0oOXO[MMO K IIPOJO/DKUTENTbHOCTH 00111ero TPYHAOBOLO CTaXka II0
KaXX/JOMY C/Ty4al0 YBOJIbHEHVSI TOOABUTD OfMH, TeHb»:

Oco6eHHOCTY BHECEHNS CBEEHNIT O BOMHCKOM y4eTe OAPOOHO
IpOIMCAHBl B YKa3aHMAX IO MPUMeHeHUIo M 3alOMHEeHNI0 HOpM
MIEPBUYHOI yU4eTHOI JOKYMEHTALUK IO Y4eTy TPYHa U ero OIIAThI.

B mpouecce paboTel paboTHMKA B TMYHYIO'KapTOUYKY BHOCATCS
CBefleHMs O IIpyeMe, IIepeBOJiaX, aTTeCTall/AM, IOBBILIIEHV KBaIuQu-
Kaluy, IepeIofirOTOBKe, HarpaKeHUI padoTHKA.

Bce 3anucy, BHOCUMBIE B IMYHYIO KapTOUKY B IIpoLiecce paboThl
PpabOTHUKA, JO/DKHBL COIIPOBOXXAATHCS CChIIKOI Ha JJOKYMEHT, SBJLA-
FOIUIICSI OCHOBaHMEM 3aICHU.

B nepBy1o odepenpb K TAKMM JOKYMEHTAM OTHOCATCA IPUKA3bI
110 TMYHOMY cocTaBy. CcBIIasCh Ha COOTBETCTBYIOLINII IIPUKa3, HeoO-
XOZIMMO yKa3bIBaTh ero/gary u HoMep. Hanpumep, B pasperne «[Ipuem
U IlepeBOJibI Ha pabofy» 0058aTe/IbHO YKa3bIBAIOTCS JAaThl X HOMepa
IIPUKA30B O IIpreMe Ha,paboTy 1 IIepeBOoax.

B pasgene VIII «OTHyCK» BefeTcs yueT BCeX BUIOB OTIIYCKOB,
IPefOCTaB/IIeMBIX COTPYAHUKY B IIepyOf] paboThl B opranusanym. [l
©XKeTOJHBIX OI/TaY/BAEMBIX OTITYCKOB YKa3bIBaeTCs ePUOJ, pabOTEL, 3a
KOTOPBIIt paOOTHIKY MPeIOCTABIAETCS OTIYCK (3a KaXKABIL TOf paboThI
PabOTHHKY [TOMOKEHO He MeHee 28 KaleHIapHbIX JHeIl OTIIyCKa).
[/t OTIIYCKOB 6€3 coXpaHeHNUs 3apaboTHOI IIAThl B rpade «Iepuop,
PaboTh» MOKET OBITh YKas3aH TOBKO I'Ofi, B KOTOPOM PabOTHUK Opar
9TOT OTIYCK. Crrenath 9TO HEOOXOANMO HJISI TOTO, YTOOBI COOMIOCTI
Tpe6OBaHm1 1. 1 ct. 121 TK PO, B cooTBETCTBMU C KOTOPBIM U3 0011[€T0
cTa>Xa paboThl, JAIOLETO IPABO Ha €)KETOHbII OIIAYMBaeMblil OTIIYCK,
MICK/TI0OYaeTCsl BpeMs OTIIycKa 6e3 coXpaHeHus 3apabOTHOI MJIaThl,
npesBblmamnniee 14 KaeHgapHbIX JHEI.
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Ecnu Bce rpadur pasgena VII 3anonHsA0TCS, B INYHYI0 KAPTOUKY
BKJIagbIBA€TCA MJIN BKIIEMBACTCA JINCT C JOIIOTHUTEIIbHBIMI rpa(baMM
I71 3TOTO pasfena.

IHopnucaHnue TMYHOM KapTOYKN
Ha BTopoit 1 mocnegHeit cTpaHnIax IMIHON KapTOUKI(dOPMOi
HPeyCMOTPEHbI HOAIICY PAOOTHMKA U COTPYAHMKA KaPOBOI CITyXXOBI,
OTBETCTBEHHOTO 32 BefleHMe KapTodeK. [lopnmcamu saBepATCca cBe-
JIleHNs1, BHOCUMBIE B IMYHYIO KaPTOYKY IIPM IIOCTYIUICHUN Ha paboTy
U TIpY YBOIbHEHMHM pabOTHUKA.

BHeceHme usmMeHeHMIT B JINYIHYIO KapTOYKY
[TopspoK BHeCeHNA U3MEHEHMI B TYHBle KAPTOUKY He perlaMeH-
TpoBaH. BosMoxkeH mo60il BapuaHT n3MeHeHUA gaHHbIX. Hanpumep,
C IIOMOIIBIO 3a4ePKUBAHNA U Ha/[IVMChIBAHMA HOBBIX cBefleHnit. Kak
IpaBU/IO, 0OHOB/IEHHbIE JAHHBIE 3aBEPAIOTCA TTOAMICHI0 PaOOTHIKA
KaJpOBOJI CITY>KOBI.

TpymoBble KHIDKKI pa0OTHUKOB

TpynoBas KHIDKKa — OCHOBHOM JOKYMEHT O TPYHO0BOII eATeTbHOCTI
U TPYHOBOM CTaXke pabOTHMKOB.

O6s3arenbHOCTD 0POPMIEHMS TPYLOBOI KHIDKKY IIPOIMCAaHA
B cTaThe 66 TK PO. B ¢00TBeTCTBIM C 3TOI CTaThell TPYAOBble KHVKKM
JO/DKHBI BECTVCh HAKAXKAOLO pabOTHIKA, TPOPabOTABIIErO B Opra-
HU3ALUA TATh THEIA.

B TpynoByio KHIKKY BHOCATCS 001ue CBefleHNs O pabOTHIKe
(Ha TUTY/IBHOM JIMETe), CBeleHNs 0 paboTe (IIpyeM, epeBoy, YBOIb-
HeHMe paOOTHUKAMIN PacCTOPKeHUe C HUM TPYLOBOIO JOTOBOPa),
a TaKk>Ke CBEHEHNs O HaTPpaXXJeHUAX PabOTHMKA, T. €. TOOIIPEHNAX,
He HOCSIINX AEHeKHOT0 XapaKTepa.

OTBeTEIBEHHOCTD 32 BefleHle TPYLOBbIX KHIDKEK TOKHA OBITh
BO3/IOXKEHA Ha TO/DKHOCTHOE JINI[0 OPraHM3alNy, Ha3HA4YeHHOe TIPH-
Ka3oM pykosozaurens (cM. OTBeTCTBEHHBIE 3a BefieHle Ka/[pOBOTo
HeNOTIPOM3BOAICTBA U 32 pabOTY C TPYHROBBIMYU KHIDKKaM). Kak npasuo,
9TO OfVH U3 COTPYLHMKOB KaZpOBOII CIIY>KOBI.

Odopmitenne 1 OPsAKOK pabOTHI C TPYHOBBIMY KHYDKKaMM IIOEPOOHO
pernmamentypyiorcs (cM. PernamenTaipis paboThI ¢ TPYHOBBIMY KHVDKKAMI).
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HapymeHI/m IIpn pa60Te C TPYAOBBIMU KHVDKKaMII MOT'YT IIOBJ/IEYDb
aZIMMHUCTPATUBHYIO OTBETCTBEHHOCTD /I paboTOoaTe sl B BUie
mrpada ot 30 go 70 ThICAY pyOIIerl.

PeI‘JIaMeHTaIU/I}I pa60Tb1 C TPYAOBBIMMU KHVDKKAMWU

TK P® B cTaTbe 66 ycTaHABIMBAET OCHOBDI PAOOTHI C FPYHEOBBHIMMU
KHIDKKaMI.

Dopma, HOPANIOK Be[leHNs 1 XpaHEeHNs TPYHLOBBIX KHIBKEK Ooree
TeTanbHO pernaMeHTUpyIoTca B Iloctanosnenun IlpaButenbcTBa
oT 16.04.2003 Ne 225 «O TpyHoBbIX KHVDKKaX» U JTBePXKAECHHBIX UM
IIpaBuax BefieHNA U XpaHEHNA TPYOBBIX KHIKEK; MSTOTOBIEHMA
O7TaHKOB TPYZI0BOI KHIDKKY 11 0OecIiedeHyst MM PaboToaterIelt, a TakKe
B JIHCTpyKIMM 110 3aTI0/THEeHMIO TPYAoBbIX KHIpKeK (yIB. [TocTanoBneHneMm
MunTtpyga ot 10.10.2003 Ne 69) (cm. ITpaBuiaBeneHIsE M XpaHeHSI TPYRO-
BBIX KHIVDKEK, M3TOTOB/IEHNA O/TaHKOB TPYZOBOI KHIDKKI 1 00eCIIeyeH s
uMu paboTtopatereit. VIHCTPYKIA 110 3aTIO/IHEHVIO TPY/IOBbIX KHIDKEK).

Bo ucnonnenne nynkra 3 IlocranoBnenus IIpasurenbcTBa
oT 16.04.2003 Ne 225 MunucrepctBoM @uHancoB uspan [Ipukas
oT 22 pexabps 2003 ropa Ne 117H «O'TPynoBIX KHIDKKaX». DTUM
ITpukazoM yTBep>XAal0TCsl 0OPasybl TPYNOBOI KHYDKKI 1M BK/IaIbIIIa
B TPYZIOBYIO KHIDKKY, a TakKe ITopsiiok obecriedenns paboTomarenei
6/1aHKaMM TPY[0BOJ KHYBKKI Y BKJIabIIIAMI B TPYHLOBYIO KHIDKKY.

Odopmnenne TPyaoBoOIT KHVDKKY PaGOTHHKY,
HIPUHATOMY Ha paboTy BIiepBbIe

ITpu 3aK/II04eHIN TPYAOBOTO JOrOBOPA BIIepPBbIE TPY/OBask KHIDKKA
IO/DKHA OBITH 3aBefleHa paboTOoaTe/IeM B IPUCYTCTBUY pabOTHUKA
He I03/jHee Hefle/IbHOLO CPOKa CO AHsA IpueMa Ha padory (11 8 IIpaBun
BefIeHMAA U XpPaHeHN TPY/IOBbIX KHIDKEK, M3TOTOB/IeHA O/IaHKOB TPYHO-
BOJT KHVDKKY 11 00@cTiedeH s UMY pabOoTOfaTeiell, yTB. IOCTaHOB/IeHIIeM
ITpaBurenbersa PO ot 16.04.2003 Ne 225 «O TPy[OBBIX KHIDKKAX»).

BaHK TpyAOBOIl KHIDKKY ITPeOCTaB/IAeT PAOOTHIUKY paboTOaTe b.
B coorBercTBuUM ¢ myHkTOM 47 IIpaBun paboTomarens B3uMaeT 3a 3TO
wIaTy € paboranka. CTOMMOCTD 671aHKa B 9TOM CITy4ae OIpefienaeTcs
pa3MepoM pacxofioB paboTofaTeNd Ha ero mpuobpeTeHne.

B ToM ciyyae, ecivt ipy 0OpMIEHIH TPYAOBOIL KHVDKKM OTaHK ObIT
UCITOpYeH paboTozaresieM, HOBTOPHas I/TaTa C pAOOTHVKA He B3VIMAETCA.
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O(I)OPMIICHI/IC pr,HOBOIZ KHVDKKI HAYMHAETCA € 3allI0THEHNA TUTYIIb-
HOTO JIMCTa TPYLOBOM KHIUKKIA.

Caeqiens1, BHECEHHbIE B TPYIOBYIO KHIDKKY CIEIMa/IICTOM KagpOBOJi
CITyKO6bl, 3aBePAIOTCA TOANNICHIO PAOOTHMKA.

Tarxoke Ha TUTY/IBHOM JICTE ITPEYCMOTPEHO MECTO JI/1sl TIOAIACH LA,
OTBETCTBEHHOI'O 3a BEACHIIE TPYTOBbIX KHIDKEK, I II€9aTV OPraHn3ariiiL.

brmaHK Tpyg0BOI KHVGKKI

BraHK TpygoBOIl KHVDKKM — 9TO OIaHK CTPOTOi OTYETHOCTH,
K IIPUOOPETEHNIO U MICIIONb30BAHNUIO KOTOPOTO MIPEABABIAIOTCS 0COOBIE
Tpe6OBaHMs1, 3aKpeIIeHHbIe B paBoBbixX akTax PP (em.Permamenrarys
PaboThI C TPYAOBBIMYU KHIKKAMIA).

B coorBetcTBuN ¢ [Topsnkom obecrieueHi st paboTORaTeelt GraHKaMu
TPYHOBOJ KHYDKKY 1 BK/TAZIBIIIAMY B TPY/IOBYIO KHIDKKY, YTBEP)KI€HHBIM
ITpuxazom Munduna Poccun ot 22.12,2003 Ne 1171, 6/1aHKU TPYZOBBIX
KHIDKeK usrorasnuBaiTcst O6vennHeHuemM «TO3HAK» MuHucrepcrsa
¢dunancoB Poccniickoit Pepepanny, @ pacCIpoOCTPaHAIOTCA OpraHu3a-
mysivu (v VAIT), KoTopble OTBEYaIOT YCTAHOB/ICHHBIM TPeOOBaHVIAM.

PaboTomareny saxynaoT 6/faHKI TPYAOBLIX KHVDKEK U BKJIaIbILIel
K HJIM Ha OCHOBaHUM JIOTOBOPA, 38aK/IIOYCHHOTO C M3TOTOBUTE/IEM VTN
pacnpocTpaHuTeneM 6ITaHKOB.

braHKY TPynOBBIX KHV>KEK ¥ BK/Ia/IbIIIE]l B HUX XPaHATCS, Kak
IIpaBUJIO, B OyXTanTepuIy/B HecropaeMbIX IKadax, MO3BOIAIONMIX
06eCreunTd X 3aLATY OT HOPUY VTN YTPATHL

BraHKY BBIIAIOTCH, COTPYIHUKY KafpOBOIL CITy>KObI, OTBETCTBEH-
HOMY 3a BefieHIe TPY[OBBIX KHVDKEK B OpraHM3alMM, HA OCHOBAHNI
IMCbMEHHOM 3asBKU.

CsepeH1s 0 IOJLydeHNY O/IAHKOB TPYHZOBBIX KHIDKEK U BK/Ia IbILIel
B HUX, a TAKKe O Iepefade UX KafjpOBOMY CIIeLVaNnUCTy TO/DKHBI ObITh
006s13aTe/IbHO 3adUKCUPOBAHBI B IPUXOLHO-PACXORHO KHIUTE 110 YIETY
6/1aHKOB TPYZOBOII KHVDKKY 1 BKTafibIlIa B Hee. DopMa JaHHOI KHUTH
yrBepKfieHa IToctanosnennem Munrtpyna Poccun ot 10.10.2003 Ne 69
«O6 yTBepxKeHny VIHCTPYKLMY 10 3aIIOTHEHNUIO TPYHEOBBIX KHIDKEK».

(DopMbI TPYAOBOI KHVHKKHM M BKIAbIIIA B Hee
DOpMbI TPYLOBOI KHVKKM M BKJIa/IbIIIa B Hee YTBepKaeHbl [TocTa-
HoBjieHyeM [IpaBurenpcta o1 16.04.2003 Ne 225 «O TPy0BbIX KHIKKAX».
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TpymoBas KHIKKA COCTOUT 13 TUTYILHOTO JINCTA, Pasfiena, COfep-
JKalIlero CBefieH Vs 0 paboTe, a TaKXKe pasfela, COLep Kallero CBeeHs
0 HarpaXAeHNUAX.

Paspesnbl TPyOBOIl KHIDKKI UMEIOT TAOMNYHYIO POPMY, B KOTOPYIO
BHOCATCA 3apaHee ONpeJie/IeHHbIe CBefIeHM .

Bxraziplil B TPYZIOBYIO KHIDKKY IIOBTOPsieT (popMy caMOil TPyLOBOM
KHIDKKIL

3anonHeHue TUTYAbHOrO nucTa (cM. ITopAmok 3amonHeHNA
TUTY/IBHOTO JIMCTA TPYHKOBOI KHIDKKI) Y PA3fIeNIoB TPYOBOI KHIDKKY
(cM. 3amonHeHNe pasfieNioB TPYHROBOI KHIDKKM) perIlaMeH TUPOBaHO
[TpaBunamy BefieHNA ¥ XpaHEHUA TPYLOBBIX KHIDKEK; MBI OTOBJICHIA
OTaHKOB TPYZI0BOI KHIDKKY 11 0OecTiedenyss MMy PaboToaterIelt, a TakKe
VHCTpyKIMelt 10 3alI0/THEHNUIO TPYAOBBIX KAVDKEK.

HOPHI[OK 3aNIOTHEHU A TUTYAbHOTI'O
JIUCTA TPYOBOI KHIDKKI

ITopsiOK 3aIIO/THEHNST TUTY/IBHOTO IACTA TPYLOBOIT KHVDKKY IIOf-
po6HO omycaH B VIHCTPYKIMM 110 3aITO/IHEHNIO TPYAOBBIX KHIDKEK.

Damyust, MM, OTYECTBO PaGOTHIKA HA TUTY/IbHOM JIVICTE 3ATIOTIHS-
0TCsT Ha OCHOBAHWY NTACIIOPTa MAMMHOTO OKYMEHTA, YOCTOBEPSIIOIIErO
nmmaHOCTb. [1pn opopMITeHII STIX TAHHBIX COKPAIIIEHNE /IO MHUIINAIOB
He ponyckaercst. Ecru forryllieHbI OIMOKY B HAIICaHy GaMIINYL, IMEHN
VIV OTYeCTBA, O/TAHK CYMFACTH VICHOPYEHHDBIM U HOIJIOKUT YHUITOKEHMIO.

Jata pox/eHns1 3anIChIBAETCS TIOMHOCTBIO C IIOMOIBI0 BOCBMMU
udp: gaTa, MecsAly TOH,

3anuch 06 ypoBHe 06pasoBaHIsl BHOCUTCS Ha OCHOBAHUMU COOT-
BeTCTBYIOLINX JOKYMEHTOB. DTO MOXeT OBITh aTTeCTaT 00 OCHOBHOM
06111eM 06pa30BAHUK M O CPefHeM 0o01eM (IIOMHOM) 0Opa3oBaHu,
[UIUIOM O Ha4a/IbHOM, CP€JHEM, BBICILIEM U IIOCTIEBY30BCKOM IIpodec-
CMOHAIBHOM 0OpPa3oBaHMIL.

Ecmi moeTymamoiit Ha paboTy nMeeT HeOKOHYEHHOe 0OpasoBaHie,
9TO MOXKET OBITH OTMEYEHO B TPYHOBOIT KHIDKKE HA OCHOBAHNY CIIPABKIL,
BBIJAHHOI Y4eOHBIM 3aBeleHVEM.

[Ipodreccrist mm crenanbHOCTD TAKKe 0(OPMIIIETCsT Ha OCHOBAHNN
JIOKYMEeHTOB 006 06pasoBanui. He ciemyeT myTaTh IOHATUS «CIIELiaib-
HOCTH» ¥ «KBa/IV(UKALVs» TIPY 3aII0TTHEHNI 3T CTPOKIL. [I/Is1 yTOUHe s
IDaHHBIX MOXKHO 00paTUThCs K OOLIepocciickoMy KIaccupukaTopy

99



C. A.TNIOTOBA. CMPABOYHIK N0 KAPOBOMY IENONPON3BOACTBY AN PABOTHUKOB OPTAHU3ALIUI

CIenMaIbHOCTel! o o6pasoBaHMIo. B crpoke «IIpodeccus» momyckaercs
yKasbIBaTh HECKOJIBKO PO eccuii IK CIeLMaTbHOCTell pabOTHIKA.

YuuThIBas, 4TO TPYHOBask KHIDKKA MOXKET ObITh 0pOpM/ICHa Ha pabot-
HIIKa, KOTOPBIil y>ke IIpopadoras B opranmsanyu 5 gHeii (c1. 66 TK PO:
«PaboropaTens ...BeleT TPYLOBbIe KHIDKKM Ha KOKIOr0 pabOTHMUKA,
pOPabOTABILETO Y HETO CBBILIE TISATH JHEN» ), JaTa 3aBejeHIis TPYLOBOI
KHIDKKU U JaTa NOCTYIUIeHNA Ha paboTy MOTYT He COBIIATaTh.

BHeceHHbIe B TUTY/IbHBII JINCT CBETeHNA O paOOTHIIKE 3aBEPAIOTCS
€ro JIMYHON noamnucho. O4eHb BaXKHO, YTOOBI paOOTHUK IIPOBEPUI
IPaBIIbHOCTb BHECEHHBIX CBeJleHMII, TaK KaK VCHPaBeHITe OLIMO0K
B 9TOJ1 YaCTY TPYAOBOI KHIDKKM He JJOIYCKAeTCA.

Taxoke popMa TUTY/IBHOTO JIVCTA TIPEATIONATAET OAMUCH Ka/JPOBOTO
CIeNMAINCTA, OTBETCTBEHHOTO 3a BefieHNe TPYHOBOI KHVDKKI, VI IIeYaTh
paboTopareis, KOTOPbIII BIIepBble 0POPMIE PAOOTHIKY TPYOBYIO KHIDKKY.

B coorBeTcTBMM € TyHKTOM 2.3 VIHCIPYKIHMM 11O 3aII0THEHUIO
TPYAOBBIX KHIDKEK IIOJ] [Ie4aThi0 paOOTOfaTes IIOHNMAETCA IIe9aTh
OpraHM3alMy WM [Ie4aTh KaJpOBOM CyKOBI (IIpy Ha/IM4MY TIeYaTh).

3anonHeHNe pa3feNoB TPYNOBOIl KHIDKKA

Vndpopmanns o npruemax; epeBOfiax, yBOIbHEHNAX COTPYAHUKA
odopmisiercs B pasperne «CbeneHnst 0 paboTe» TPYLOBOI KHUKKIL.

JroT pasgen odopmiieH B Bufie TaONMNIIBI, BKIIOYAOLIE YeThIpe
rpadbl: HOMep 3aIucH, 1aty, HeIOCPeACTBEHHO CBeleHNs 0 paboTe
U Ha¥MeHOBaHMe JOKyMEeHTa 0CHOBAHI.

3amuch o npyeMe pabOTHIKA Ha pabOTY HAYMHACTCS C HAVMEHOBAHYIs
opranusanuu. OHO 0POPM/IAETCS IO LIEHTPY TPeThbeil Ipadbl B BIe
3aro/IoBKa. YKa3blBAIOTCs IIO/IHOE Y COKpallleHHOe HaMEHOBaHM
opraHusanuy B CKOOKax (ec/y coKpalleHHOe HalMeHOBaHMe yCTa-
HOBJICHO B yUPeIUTeIbHBIX JOKYMEHTAX).

ITop/3aronOBKOM B 1epBoii rpade IPOCTABISIETCS TOPSLKOBBII
HOoMep 3amucit: 7151 BiepBble MOCTYIMBIIMX HA paboTy 9TO OymeT
3aIiCh 8a, HOMeEpOM 1.

Bo BTOpOI rpade mpocTapisieTcs fata mpueMa Ha pabory, opopm-
JsIeMasigIICIIOBBIM CLIOCOOOM B popMaTe «IICIO, MECAL], TOI».

B Tpetnio rpady BHOCATCS CBeleHMsI O JO/DKHOCTH, HAa KOTOPYIO
HPVHMUMAETCS VIV Ha3HavyaeTCsl paOOTHUK, M CTPYKTYPHOM IIOfipas-
IeNeHVN, B KOTOPOM 9Ta JO/DKHOCTb HAXOAUTCSA (COITIACHO IITaTHOMY
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paciucanuio). Hanpumep: «[IpuHSAT B OT/IeN KaApOB Ha JODKHOCTD
MHCIIEKTOpPA 110 KafipaM» unn «HasHaueH Ha4aTbHUKOM OTHENa KajpoB».
YKasbpIBaTb CTPYKTYPHOE ITOJpasfie/ieHNe CIIeyeT B TOM CIydae; eCril
OHO 3a(PMKCHPOBAHO B TPYLOBOM JIOTOBOPE C PAOOTHIKOM B KaueCTBe
CYLIECTBEHHOTIO yCIOBUA.

B geTBepToit rpade faeTcs CChlIKa Ha IIPUKa3 O pueMeHapaboTy,
KOTOPBII AB/IAETCA OCHOBAHMEM BHECEHNSA 3aIMCH B TPY/LOBYIO KHIDKKY.
ITpu aTOM 00513aTeIbHO YKa3bIBAIOTCS IaTa U HOMep IIpyKa3a:

3anuch 0 paboTe 10 COBMECTUTEICTBY MOXKeT BHOCUTDBCS, 110 JKeJta-
H1I0 pabotHMKa. OopMiIAeTcs 0 OCHOBHOMY MeCTY PabOoThI Ha OCHO-
BaHMM OINIPAB/IaTe/IbHBIX IOKYMEHTOB, IPEJOCTABICHHBIX PAOOTHUKY
opraHmusanyeil, B KOTOpOil OH TPYAUTCA IO COBMECTUTEIbCTBY.

3anuch 0 nepeBofie COleP>KUT HaMMEeHOBAHUE JOMKHOCT M CTPYK-
TYPHOTO IOApasfenenyis (ec/i OHO MeHAETE), Ha KOTOPbIe IIepeBOIUTCS
pabotnux. Hanpumep: «IlepeBeien Ha JODKHOCTD Ha4ya/IbHIKA OT/EIA
Kazpos» unn «llepeBenieH Ha JOMKHOCTD MEHeNKepa 10 TIEPCOHATTY».
3anuch HyMepyeTcs, MPOCTaBIAeTCA laTa IIePEeBOJa, U JAeTCA CChIIKA
Ha IIPMKas3 O IepeBofie.

Oco0eHHOCTAMY BHECEHNsI 3alVICU 00 YBOJIbHEHUN SBJISIOTCS
00s13aTe/IbHOE YKa3aHe OCHOBAH!A YBOJIbHEHSI B COOTBETCTBIN
¢ popmynuposkamu TK P@ u cebika Ha COOTBETCTBYIOIIYIO CTa-
thi0 10 TK P®. Hanmpumep, «YBoseH B CBA3M € ICTeYeHMEM CPOKa
TPYZOBOTO JOTOBOpa, HYHKT 2 4aCTU MepBoii cTaTbu 77 TpymosBoro
kopekca Poccuiickoit Penepanuit», «YBOIEH 110 COOCTBEHHOMY >Ke/IaHMUIO,
IIyHKT 3 9acTu nepBoiictatby 77 Tpymosoro kopekca Poccuiickoit
Depepaunn», «YBo/leH BBUY OTKa3a OT IIPOJO/DKEHNS PaOOThI B CBA3K
C M3MEHEHMEM OIIPENIIEHHBIX CTOPOHAMU YCIOBYA TPYLOBOIO JJOrOBOPa,
IIyHKT 7 9acTu nepsou cratbu 77 Tpymosoro kopekca Poccuiickoit
Denepanuu», « YBOIEH B CBS3Y C COKpallleHMeM IITaTa PpaOOTHNKOB
OpraHm3aluu, MyHKT 2 yacTy IepBoii ctaTby 81 TpynoBoro xopekca
Poccuiickoii Pegeparun», «YBo/leH 32 HEOFHOKPAaTHOE HEMCIIOTHEHNe
0e3 yBaXXKUTETBHBIX IPUYVH TPYLOBBIX 005A3aHHOCTeI!, ITYHKT 5 4acTH
nepBoit ctatby 81 Tpynosoro kofekca Poccuiickoit epepanym».

3amycs00 yBONMbHEHNN 3aBepseTCs MOAIIChI0 paboTofaTen. ITo
MO>KeT OBITh PyKOBOIUTEb OPTaHN3aL N VU KaJJpOBBII CIEIMaIVCT,
OTBETCTBEHHDIN 32 BeJleHNe TPY/OBLIX KHIDKeK. Takxke Mociie 3anycu
00 YBO/IbHEHNM IIPOCTAB/IAETCA IeYaThb PabOTOATe A M CTABUTCA
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HofmICch paboTHNKA. Tak Kak CBOeif MOANICDHIO OH IIOATBEP)K/aeT He
TOJIbKO IOCTOBEPHOCTD CBEfIeHNit 06 YBOMbHEHMN, HO U BOOOIIIe BCeX
CBeJIeHNI1, BHECEHHBIX B TPYIOBYIO KHIDKKY 3a IIePUOJ €T0 PAOOThE
B JIJAHHOJI OPTaHU3aINY, eMY CIef[yeT BHUMATENbHO U3yINTh MHPOP-
MaIIJi0, BHECEHHYIO B €TO TPYJOBYIO KHIDKKY 32 BpeMs paOOTHI.

Kpowme samnnceit o nmpueme, nepeBopax, yBONIbHEHUM, B, Pa3ie
«CpepieHnsA o paboTe» MOTYT OBITH TAK)Ke BHECEHbI 3aIHCH O BOCHHOII
cyx6e, 0 BpemeHM 06y4eHNA Ha Kypcax IHOBBIIIEHNA KBAMpUKaIn,
06 yCTaHOB/IEHVH BTOPOII IIPOdeccu, o IPUCBOEHNI HOBOTO Pa3psA/a,
KJacca, KaTerOpuu.

Taxoke B 9TOM pasfiesie OTMEYAIOTCA M3MEHEHNA B Ha3BaHMM pado-
TOJaTeNsA, KOTOPble BHOCATCA B TpeThio rpady. B yeTBepToit rpade
IIPY 5TOM IIPUBOAMUTCSA CChIIKA HA IIPUKa3 WL/ MHON TOKYMEHT, IO -
TBEPXKIAIOIINIA STU MU3MEHEHM.

Pasnen «CpeieHns o HarpaXAeHNAX» UMERT TAOMMYHYI0 popmy,
BK/TIOUAIONIYIO YeThIpe Ipadbl: HOMeP 3aIliCH, JIATY, CBEIeHNs O HarpaK-
TEeHNUM ¥ HAVMEHOBAHME JOKYMeHTa-0CHOBaHA.

Odopmnenne samceit 0 Harpa>KAEHMAX HAYMHACTCA C HAVMEHO-
BaHMA OpraHu3anyuy (II0THOTO ¥ COKPAIIEHHOTO TIPY €T0 HaTN4nN).

Hanee sanmce HyMmepyeTCs, IPOCTAB/AETCA JlaTa HarPaKIEeHNA
Y BHOCUTCA 3aIICh O CAMOM HarPaK/IEHNN, KOTOPAsk CTPOUTCA TI0 CXEMe:
KeM HarpaxjieH paboTHMK, 3a KaKyie JOCTVDKEHVA 1 KaKOil Harpasoit.
Bce samucy BHOCATCA Ha 0GHOBaHY TIOATBEPXKIAOIEr0 (haKT Harpak-
TeHNsA JOKYMEHTa ¢/JKasaHueM ero JaThl M HOMEpa.

B TpynoByro KHIDKKY BHOCATCA CBE[€HMA O HarpafiaX U MOOLIPEHNAX,
He HOCAIIVX MaTePUaTbHOIO XapaKTepa, HallpUMep, O TOCYAaPCTBEHHBIX
Harpapax, MOYETHBIX IPaMOTaX, 3BaHMAX, @ TAKXKE HATPAKIEHUAX CaMOi
OpraHM3ALNN B BUAE,3BAHNIL, JUIJIOMOB, 3HAKOB M T. II.

O3HakoM/IeHye pabOTHUKA
C 3amMCAMM, BHECEHHBIMMU B TPYAOBYIO KHMIKKY.
3aBepeHe 3anMceii TPYA0BOI KHVDKKI

C KaXX/]0Ji BHOCUMOI! B TPYHOBYIO KHIDKKY 3aIIVICBIO O BBIIIOTHAEMON
padoTe;repeBoyie Ha APYTYIO MOCTOSHHYIO pabOTy M YBOTbHEHNUN
paboTonarenb 06:43aH 03HAKOMUTD €€ B/IaJie/IbIla TI0J] POCIINCD B €T0
JAVYHON KapTOUKe, B KOTOPOU MOBTOPSAETCS 3aI1ICh, BHECEHHAA B TPY-
TOBYIO KHIDKKY.
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B camoii TpynoBOJ KHM)KKe pabOTHUK CTAaBUT CBOIO IIOJINCD
OIMH pa3 npu ee 0QOPMICHNN Ha TUTYIBHOM JINCTE Y KOKIBII pas
IIpU YBO/IbHEeHUU B pasgerne «Ceeenyst o paboTe». CBOell IOAIIICDIO
pabOTHUK 3aBepsieT BCe BHECEHHbIE B Hee TaHHbIE.

Kpowme Toro, B TpyHOBOIT KHIDKKE IIPOCTABIAIOTCS HOANCh/PabOTOMa -
TeIA (B /IMLIe PyKOBOMMTEILA VIV CIICLA/IVICTA, OTBETCTBEHHOLO'3A BETICHIE
TPYAOBBIX KHIDKEK), ¥ IIe4aTb OpraHusanuy (Wi KafipoBoii CIIy»Obl)
OJIVH pa3 Ha TUTY/IbHOM JIVICTe IIPU ee 3aBefIeHNI U TTe4aTh paboToaaTerLs
KXJIBIil pa3 IIpY yBOIbHEHVN pabOTHNKA B pasyierie «CBeleHNs 0 pabore».

BHeceHue M3MEHEHNI B TPY/IOBY 0 KHIKKY.
VcnpaBnenns B TpygoBoi KHIDKKE

B TpynoByIo KHIDKKY pabOTHIKA JOITYCKACECA BHOCUTD MI3MEHEHNA
U VICIIPAB/IATH OMINOO0YHO M/IN He3aKOHHO\BHECEHHbIE 3aINCh. DTH
BOIpocHl pernamenTupytorcs B III pagpene Ilpasun Befennsa n xpa-
HEHMA TPYHOBBIX KHIDKEK, I3TOTOB/IEHNA G/IaHKOB TPYIOBOIl KHIDKKI
u obecriedeHyst UMI paboTopaTeneil ¥ BiiyHKTe 1.2 VIHCTpyKLuu 1o
3aIIO/THEHNIO TPY/IOBBIX KHIDKEK,

VsMeHeHNs, CBA3aHHbIE C TNYHBIMIU JAHHBIMY PaOOTHMKA U OTpa-
JKEHHbI€ Ha TUTY/ILHOM JIMCTE TPY0BOI KHIVKKY, IPOM3BOJATCA Ha
OCHOBaHMM JJOKYMEHTOB, IIOATBEPK/JAI0IX 3TV M3MEHEHNA.

ITpu cmene paMmmny (MMEHM VIV OTYECTBA) cTapast paMuUIns
B TPY/IOBOJ KHVDKKE 3a4ePKVBAETCA OHON JIMHUEN U CBEPXY U/IN
pAnoM BHOCKTCA HOBAA. ITpImaToM Ha BHYTPeHHel CTOPOHE 0OTOKKM
C/IeBa 3aNMChIBAIOTCA HAHHDIE JOKYMEHTA, HA OCHOBaHMM KOTOPOTO
BHecCeHO u3MeHeHue. Hampumep, 3To MOTYT ObITH CBUIETETHCTBO
o0 6pake, TacIopT ¥ Ap. 3aIMCh B 3TOM C/Ty4ae BBIIIASNUT CIeLYIOIIM
o6pazom: «Pamuau3Merena Ha [leTpoBy Ha OCHOBaHIY CBYJIETE/Ib-
cTBa 0 6pake. 00Ne 0000 ot 00.00.0000». Hyke 9TOI 3ammcy CTaBATC
HOJINCh/PabOTHIKA Ka/[pOBOII CITy>KOBI, OTBETCTBEHHOTO 32 BeJleHIe
TPYZIOBBIX KHIDKEK, 11 TIe4aTh OpraHm3anyy (VMIn Kaf[poBo CITy>KObI)
(mprs€e HayIaN).

Ceeniennsa 06 06pa3oBaHUM He VCIPAB/IAIOTCS, @ JOIOTHAIOTCA.
Hanpmmep; psAoM ¢ 3amicbio 06 06pa3soBaHNy «CpeHee CIelaTbHOe»
Yepes 3aIsATYIo IVIIeTCs «BbICLIee». VI pAagoM ¢ sanucklo o npogec-
CIy, CIIETIMATLHOCTY MOXKeT OBITh TOIMCaHa HOBAsA CIelINaNbHOCTD,
HONTy9eHHasl PaOOTHIKOM.
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CoxpaleHus 1 3a4epKyBaHys B pasgenax «CeeieHNs 0 paboTe»
u «CBefieHNs 0 HaTpaXJeHNAX» He folycKaioTcsa. OmmuboyHo muium
HeIpaBOMEpPHO BHeCEHHas 3alMCh MPM3HAETCA HellelICTBUTeIbHOs
3aTeM Ha ciIefyomeil cTpoke opopMIIsLeTCs IpaBUIbHAS 3aICh,

To ecTb ¢ HOBOII CTPOKM ITPOCTABIALTCA OYePETHOI MOPATKOBBIN
HOMep, nuuretcs gppasa «3aluch 3a HOMEpOM TaKUM-TO He[e/ICTBY -
TelIbHa» U Jlafiee BHOCUTCA NpaBU/IbHAA 3alIMCh, HanpuMep «IIpunart
II0 TaKOI1-TO podeccuu (JOKHOCTH)».

V3MeHeHMA U MCIIpaB/IeHNe 3allCell B TPYLOBOI KHUYKKE MOTYT
IPOM3BOANUTBCA KaK Ha CTapOM MecTe paboThLT. énpaboTosaTernem,
BHECIIVM HEKOPPEKTHYIO 3aIlNCh, TaK U II0 HOBOMY MECTY paboThbl Ha
OCHOBaHIM MOATBEPK/IAIONIETO (PaKT HeKOPPEKTHOI 3aIICH JOKYMEHTA,
HOJTY4eHHOTO0 Y paboTozaTes, COBepIIBIIero OmmoKy.

OcobeHHOCTN UCITPaB/IeHNIT B CITyYae IMKBUAALIN VIV PEOPraHM-
3aIMM OPTaHM3AIUY, COBEPIINBIIElT ONIMOKY, OTPa’KeHbI B CTaThe 28
ITpaBu BeleHNA ¥ XpaHEHNA TPYOBbIX KHIKEK, 3TOTOB/ICHN 6/TaHKOB
TPYAOBOJT KHIDKKI U 06ecTiedeHnA UMM, paboTozaTerneit.

Beigaua TpyaoBOM KHVDKKY PAaGOTHUKY

B npouecce paboTh! OpUTHHAI TPYHOBOI KHIDKKY MOXKET OBbITh BBIJAH
PabOTHUKY IO ero IMCbMEHHOMY 3asIBJICHMIO He IT03[jHee TpeX JHell co
IHA nogauy 9Toro 3assieRus (¢1.62 TK P®). Ienbro Bbjauu TPyHRoBOIt
KHIDKKU SIBLSIETCS 00518aTeibHOE COIMANbHOE CTPaXOBaHue paboTHIKA.

Panee BbITaBaThOpUTMHA/A TPYAOBOI KHIDKKY PAaOOTHUKY Ha PyKI
ObU10 3anpenieHo. BicoorBeTcTBUY ¢ myHKTOM 7 IIpaBut BefeHms
U XpaHeHUsI TPYOBBIX KHVDKEK, 3TOTOBIEHNUsI OTAHKOB TPYLOBOIT
KHIDKKI 1 00ecriedeHnst uMu paboTtopaTeneit paborogarenp 0b6s3an
0BT BBIZATh PAOOTHUKY KOIIMIO TPYLOBOI KHVDKKM VI/IU 3aBEPEHHYIO
B YCTAQHOBJIEHHOM ITOPSIIKE BBIMNCKY 13 TPYHLOBOM KHIDKKIL.

Opnako BHeceHnHble B TK PO usmenenns o6s3ann paboropare-
7€l BbIJaBaTh PAOOTHMKAM TPYLOBbIE KHVDKKY JI/IsI IPeOCTaBIeHUS
B OPTaHBLCONMANTBHOTO CTPAXOBAHMISL.

IIpu 9TOM paboTHUK 00513aH BEPHYTb TPYHOBYIO KHIDKKY paboTo-
HATETII0 B TeyeH e TpeX JHell CO JHs NOMYYeHNUs ee B OpraHe, OCYLIecT-
B/ISTIONEM 00sI3aTeIbHOE COLMAIbHOE CTPAXOBaHUeE.

B /cny4yae yBonbHeHUs pabOTHMKA TPYLOBas KHIKKA HODKHA
OBITH BBIAHA €MY CTPOTO B IOC/IEAHNIT IeHb PabOThI IO POCINCH
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B KHUTE yqua OBVDKEHUA prHOBbIX KHVDKEK U BKHa,T.[bII].[ef/i K HUM.
Ecnu paboTHuka Het Ha paboTte B mocaeqHni pabounit jeHb nan
OH OTKa3bIBAeTCs 3a01MpaTh TPYAOBYIO KHIDKKY, B 9TOT >Ke IeHb eMy
HOCBUIAETCS YBEIOMJIEHE C IIPOCbO0it 3a6paTh TPYAOBYIO KHIDKKY MIN
H03BO/INTD IlepeC/IaTh ee 1o moyure. IlepechbUIka TPyLoBOil KHIDKKM MO
H0YTe JOIIyCKAaeTCs TOMBKO C COIIAcysl pabOTHUKA.

Hanpasus yBegomienne paboTHUKY, KafpoBast CTysKOa cHuMaeT
C cebs1 OTBETCTBEHHOCTD 3a HEBBIAAYY TPYLOBOI KHVDKKY B TIOCIETHNI
pabounii ieHb, YTO MOITIO ObI IIPUBECTI K BOCCTAHOBIEHNIO PAOOTHIKA
Ha paboTe 1 M3MEHEHNIO JaThl YBOTbHEHNS.

Hy6mmKkar TpyoBoOi KHYBDKKU

Iy6nmkat TpygoBOI KHVDKKY 3aBORUTCA B,CIEAYIOI VX C/TyYasix:

- B CJIy4ae yTpaThl TPYAOBOI KHIDKKY €€ BIaJenblieM;

— IIpY Ha/IN4MU 3aMcy 00 yBONbHEHNN NV IIEPEeBOfe, IPU3HAH-
HOW HeelICTBUTENbHOI;

— eCNu TPYROBast KHIDKKA MPUIIIA BIHETOTHOCTD;

— IIpY MacCOBOJ yTpaTe TPYLOBBIX KHVDKEK paboTofaTeneM.

Odopmennem fybnykaTa TPYHAOBOI KHVDKKY 3aHMMAeTCsl paboTo-
JaTeIb 110 IIOC/IeTHEMY MeCTY,paboThl, TO eCTb 3TO 1160 OpraHu3as,
B KOTOpOIT paboTHMK paboraeT B'HacTosIee BpeMsi, MO0 HOC/Ieq s
OpraHmsanus, U3 KOTOpoif paGOTHMK ObIT YBOJIEH, €C/IU Ha [JAHHBIII
MOMEHT OH HUTJIe He PABOTaeT.

O6 yTpate TpynoBoi KHILKKY pabOTHIUK NHPOPMUPYeT paboTo-
JaTessd, KOTOPBIN ZOJDKEH BbIJJaTh pa6OTHI/IKy RyOIMKaT TPYHOBOIL
KHIDKKY B Te4eHue 15 JHeico JHS mogadn pabOTHUKOM 3asiB/IEHNS.

Taxoke Ha OCHOBAQHUY 3asIB/IeHsI PaOOTHIKA BbILAETCs [yOIMKaT
TPYAOBOI KHVDKKIB.C/Tydae BHECEHST B Hee 3aMMCH, IPU3HAHHOI
HeIeliCTBUTEAbHOIL.

B crysiae MaccoBOIt yTpaThl TPYAOBBIX KHIDKEK paboTomareieM
CO3MaeTCs elel/ianbHasi KOMMUCCHS II0 YCTaHOBIEHUIO TPYLOBOTO
cTakd (e 11. 34 [TpaBun BefeHUs 1 XpaHEeHNs TPYLOBBIX KHIDKEK,
M3TOTOB/IECHUS OIaHKOB TPYLOBOJ KHVDKKM 1M O00ecIiedeHus MU
paboTomarereit).

B myOnuxar TpyzoBoIi KHIDKKM BHOCATCS MHPOpManyst 06 obuiem
I/VTVL HETIpepBIBHOM CTaXke pabOTHIKA, a TAK>Ke BCe CBEICHMsI, OTHO-
CAIYECS K HOCNIeTHEMY MeCTY paboThl.
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It ycTaHOBTIEHMs CTa)kKa HEOOXO/MMBI OIIPaBJIaTe/IbHbIE JOKYMEHTBI,
KOTOpble pabOTHMK IIPY COREIICTBUY paboTomaTels cobMpaeT Co BCex
HPEBIAYIINX MeCT PabOThI (JOITYCKaeTCs MCIIOMb30BAHNE B ITHX I[E/IsiX:
CBeHeHI/IiI, COAEPXKAIINXCA B BINMCKE U3 THANBUYa/IbHOTO JINLEBOTO
cyeTa 3aCTPAXOBAHHOTO JINIIA).

B ciy4yae oTCyTCTBMA JOKYMEHTAIbHOTO NOATBEPXKACHA AT
KaKoro-1u6o mepuofa paboTbl 9TOT IHEePUOJ, UCKTI0UAeTCs 113 001Iero
TPYZOBOTO CTaXKa.

OO61uit cTa>x pabOThI 3aNChIBAETCSA CYMMAPHO, TO €CThb YKa3bIBaeTCs
ob1Iiee KOMYECTBO JIeT, MecALeB, fHell paborsl. Hampumep, «O06mmit
TPYZOBOI cTaXk cocTaBui 10 et 8 Mecanes 1,15 THe».

TuTynpHbI TUCT 0POPMIALTCA B COOTBETCTBYM € 11. 9 [TpaBun
BefleHNA U XpaHEeHUs TPYAOBBIX KHIDKEK, M3TOTOB/IeHN A 6/IaHKOB
TPYZOBOII KHIDKKM 1 06ecTiedeHNs MM1/padbOTOfaTeeil, OffHaKO laH-
Hble, BHOCUMBIE B IyO/IMKAT, BHOCATCSA 110 COCTOAHNIO HA MOMEHT €ro
BBIJIaul, TO €CTh C YYeTOM BCeX M3MeHeHMIL, HPOM3O0MIeIIIIX C MOMEHTa
3aBeJIeHA TPY0BOI KHIDKKIL.

IIpy 3TOM B IIpaBOM BepXHEM YITYIIEPBOI CTPaHMUIIBI ByOIMKaTa
TPYZOBOJ KHYDKKM JenaeTcs 3amich «ybmikar» (ab3ar 4 myHkra 1.2
VIHCTPYKIM 110 3aII0/THEHIAE0 TPY/IOBBIX KHIDKEK).

CsepieHns 0 BbIade fyOMUKATA BHOCSATCS B KHUTY ydeTa BIYDKEHMs
TPYZOBBIX KHIDKEK U BK/IA/IbIIIElL B HIIX.

Bx1agbiiB TpyIOBY 10 KHMIKKY

IIpy 3anomHeHMIBCEX CTPAHUL, OJJHOTO U3 Pa3fie/ioB TPYHLOBOI
KHIDKKM B Hee BIIVBA€TCA BK/IA/IBIIL, KOTOPBIiT GaKTUIeCKU SBSETCS
ee PO OJKEHNEM T €€ HEOTHEMIEMOI YacTbhI0. bes TpymoBoil KHIDKKM
BK/IafIbILI HEJEeICTBUTE/IEH.

B caMoiL TpyA0BOIT KHUYKKE CTABUTCS LITAMII O BbIJjaue BKIA/IbIIIA
(«BK/IQBIII BBIIAH») U IPOCTABIISETCS €r0 HoMep. TUTYIbHBII TUCT
BK/TafiblTiIa, 0 OPMIAETCS TaK >Ke, KaK ¥ TUTYIBHBIIL IUCT TPYLOBOI
KHISKKIL

Ilopsnok 3amonHeHNs 1 BelleHs BKIa/IbIIlIa aHA/IOTY€eH MOPAJKY
BEJEHUACAMOI TPYL0BOM KHIVDKKIL

Bxazipi passopaunBaeTcs ocepefiviHe U BIIMBACTCA MEXKLY MOCTIe] -
Hel CTpaHNLieil U 00JI0KKOI TPYLOBOI KHYDKKM IIPY IIOMOIIY UTOIKA
VY TUTOTHOV HUTKY. KOHIIBI HUTKM JOJDKHBI OBITh BHYTPYM BKJIa/IbIIIIA.
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Kuunra yyera gBIOKeHUA TPYAOBBIX KHIDKEK
M BKIaablein B HuX. IIpnxogHo-pacxomHas KHUra mo
yuery O0/TaHKOB prnOBOﬁ[ KHMJ)KKN 1 BK/IAJbIIIA B HEC

Branku TpymoBoit KHVDKKM ABIAITCA JOKYMEHTaMM CTPOTOJi OTYeT-
HOCTY, II03TOMY OpPIaHU3aLI TO/DKHBI 00eCIIeYNTh COOTBETCTBYIOMINE
YCIIOBMA VX XPaHEHMA.

3aBefleHHbIe TPY/IOBbIe KHIDKKM MIMEIOT He MeHbllee dHaueHue [id
paboTHuKa 1 s paboroparena. Kpome toro, paboroparens HeceT 3a
HIUX OTBETCTBEHHOCTb.

911 GaKTOPHI ONpeeAT HeOOXOAMMOCTD TIATEeAbHOTO ydeTa
1 67IaHKOB TPYHOBOI KHVDKKY, ¥ 0(OPM/IEHHBIX TPYHEOBBIX KHIDKEK
PabOTHIKOB.

C 3T0I1 11€/1bI0 B OPraHM3aALNM JO/DKHBI THIATEIBHO BECTNUCD Clle-
IyIOLIVe PETYCTPALVIOHHBIE (POPMBI:

— TIPUXO[HO-PACXOfHAsA KHNUIA IO YHETY ) 0/JIaHKOB TPYOBOII
KHIVKKM U BK/IaJblIIIa B Hee;

— KHITa y4eTa IBVDKEHMA TPYLOBBIX KHIDKEK /M BK/IAIbIIIEl B HIX.

I1n GopMbl yTBep>KAeHbI MUHTPYROM M HpUIaraioTcsi K VIHCTpyK-
L[V TIO 3aTI0/THEHNIO TPYHOBBIX KHILKEK.

[TpuxonHO-pacxXofHas KHUIA MO y4eTy 6/1aHKOB TPYHAOBOI KHVDKKY
U BKJIQ/bIIA B Hee XpaHMUACs B/OyxranTepun. B Hee BHOCATCS BCe
CBEJIeHNS O PACXO[OBaHVI OTAHKOB TPYHLOBBIX KHVDKEK VI BK/IAIbILIET
B HUX.

Camu 61aHKY BBIAAIOTCAPAOOTHIKAM Ka/JpOBOI CTY>KObI IO MX
MMCbMEHHOI 3a5BKE.

B cooTBercTBUM C TyHKTOM 42 [IpaBu BefileHns 1 XpaHeHMs TPYFO-
BBIX KHIDKEK, USTOTOBJICHs O/IAHKOB TPYZOBOII KHIDKKM 1 00eCIIeYeHNs
UMM paboToaTeNeli.0OTBETCTBEHHBII 32 BeleH)e TPYLOBbIX KHIDKEK
10 OKOHYaHUY KaJIeHJAPHOTO MeCsIla IPeoCTaB/IsAeT B OyXraaTepuio
OTYeT O HA/INYNM OTTAHKOB TPYOBBIX KHYDKEK U BK/IabIIIEl Y CyMMax,
HOTy4YeHHBIX OT Pa6OTHMKOB 3a 9T O/IaHKIL

K#aurayJyeTa IBYOKEHMA TPYROBBIX KHIDKEK M BK/IaJbIIell B HUX
BeIeTCsA KalpoBoii CIy>k6071. B Heil permcTpupyoTcs Bce TpyoOBbIe
KHYDKKIW BKIafbIIIN B HUX, @ TAK)Ke OTMEYAIOTCA BCe NENiCTBNA,
CoBepIllaeMble C TPYIOBBIMMU KHIDKKaMI. [1py yBonbHeHny paboTHNKa
Vi BbIlade eMy TPYHOBOJ KHVDKKY OH JIO/KEH PacIucaTbCsa B KHUTE
ydeTa BV>KEHM TPYHOBBIX KHIDKEK.
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XpaHeHNe TPYIOBbIX KHIDKEK

PaboToparernb HeceT IPSIMYIO OTBETCTBEHHOCTD 32 TPYLOBbIE KHIDKKA
paboTHuKa. [ToatoMy crenyet yaenutb oco6oe BHUMAaHIE 00eCIIeYeHIIIO
6€30I1aCHOCTY X XpaHeHN.

Bompocy! xpaHeHNs 67TaHKOB TPYLOBOI KHVDKKMY, BK/IA/IbIIICH B Hee
VI CaMIX TPY/IOBBIX KHIVKEK yperynupoBanbl B paspene VI IIpasnn
BefIeHNsA U XpaHeHUs TPYAOBBIX KHIDKEK, M3TOTOB/IeHNs 6/1aHKOB
TPYZOBOII KHIDKKM 11 06ecIiedeHyst UMM paboTofaTeseil.

bnaHKM TPymoOBOI KHIMDKKY U CaMU TPYAOBbIe KHVDKKIL CllefiyeT
XPaHUTD B CIELMATBHO [IPUCIIOCOOIEHHBIX OMEIEHIIX B HECTOpaeMbIX
mkadax nnn cerdax.

[Tpu yBONMPHEHUY TPYROBbIE KHVDKKM BBITAKTCS (CM. Beigaua Tpy-
IOBBIX KHIDKEK) pabOTHUKY B IIOC/IENHNIL JeHb PabOTHI IIOJ, POCIINCH
B KHITE yueTa IBVDKEHMS TPYLOBbIX KHIDKEK:

He nmony4yeHnHble U He BOCTpe6OBAHHBIE PAOOTHIIKOM TPYOBbIE
KHVDKKY XPaHsTCS B KaZ[pOBOIl C/PKOE B TeueHe IBYX JIeT CO JHS
YBOJIbHEHMs paOOTHMKA. 3aTeM OHY MePEJAlOTCs B apXUB OpraHM3alIuL.

B cooTBercTBuM co cTaThelt 664iklepedH 1 TUIIOBBIX yIIPaBIeHYECKIX
apXMBHBIX JOKYMEHTOB, 00Pa3yIOLIMXCS B IpOLiecce JesTeNbHOCTI
rOCyJapCTBEHHBIX OPTAaHOB, OPraHOB MECTHOI'O CAMOYIIPaBI€HUA
VI OpPTaHM3ALMIA, C YKa3aHMeM CPOKOB XpaHEH!A CPOK XpaHEHUSA
HEeBOCTpeOOBAHHBIX TPYHLOBBIX KHIDKEK cocTapysAeT 75 netT. OfHaKo,
€C/IU TPYAOBast KHIDKKa 65l1a 3aBeneHa mosgHee 2003 rofa, OHa MOXKET
XPaHUTBCS B OPraHU3aLUN (AB/IAIOIEIICSA ICTOYHNKOM KOMIIIEKTO-
BaHUA IrOCYyJapCTBEHHOIO 1/IM MYHUIUIIA/IbPHOT'O apXI/IBa) B TCYCHUE
50 y1eT KO MOMEHTA IIPOBefeHMs SKCIepTu3bl leHHoCTH (CT. 22.1 O3
Ne 125 ot 22.10.2004<Q6 apxnBHOM fene B Poccuiickoit Oemeparyimn»).

ITo mcTeyeHUM STOrO CpOKA OHU MOAIEKAT YHUITOXKEHUIO WU
nepefiaue’B apXus.

Ta6enu yuera paboyero BpemMeHn,
MOPAJOK BeeHMs Tabereit
B coorBercTBuu co crarbeit 91 TK PO paboronarens 06s13aH BecTu
ydeT OTPaboTaHHOrO PabOTHUKAMI BpeMEeH.
C 57071 LienbIo B OpraHM3alMsx BefyTcs Tabenu ydera pabodero
BpeMeH!, KOTOpbIe OTPAXKAIOT KOMMYECTBO OTPabOTaHHBIX YaCOB
U KOIMYEeCTBO HEABOK 32 MECHI] IT0 KaXX/IOMY COTPYAHUKY.
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Tabeny MoryT opopMIIATHCS C IOMOILBI0 YHUPUIVPOBAHHBIX
¢opm T-12 n T-13.

@®opwma T-12 saBnsercs 60nee YHUBEPCANbHON, B Hell Takxe
IIpOM3BOAUTCA pacyeT omiaTel Tpyfa. Popma T-13 game BCero
MCIIO/Ib3yeTCs /ISl aBTOMATU3MPOBAHHOTO yueTa pabodero/BpeMenuy,
a TaK)Xe eC/IM B OpTaHM3aLMM BefjleTCA aBTOMaTHYecKast CucTeMa
yueTa SIBOK-HesBOK C IIOMOIIbIO Pa3IMIHbIX CPEACTB PerucTpanum
(HampuMep, TYpPHUKETOB).

Benenne tabens yueta pabo4ero BpeMeH! BO3/IOXKEHO Ha COTPYA-
HIIKA, YIIOTHOMOYEHHOT'O OCYIIECTB/IATD 3Ty AeATENBHOCTD IIPUKA30M
PYKOBOZMTeIS opraHusany. Eciu o KaxaoMy cTPYKTYPHOMY IIOf-
paspenennio Tabenb BeleTCA OTHENbHO, TO 1ieleCO00pasHO U3aTh
IIpMKa3, B KOTOPOM OTMETHUTb OTBETCTBEHHBIX 3a BefleH1e Taberert
B CTPYKTYPHBIX IOfipasfieNieHNsAX ¢ ykasadueM @2l O., momKHOCTH,
a TaxoKe /NI, 3aMeMIAIIINX VX BO BpeMs €ro OTCyTCTBUA.

3anonHeHMe Tabena MOXeT OCYIeCTBAATBCSA IBYyMS CIIoco6aMu:

— CIJIONIHO perncTpanueit ABOK ¥ HeABOK Ha PaboTy;

— perucrpanmei TOIbKO OTK/IOHEHWIA, TO €CTb HESABOK, OIIO3[JaHMIA,
KOMaHJVPOBOK I T. II.

Bropoii crioco6 yaiie Bcero MCHONb3yeTCs B OpraHU3aLMAX CO CTa-
OVJIBHBIM PeXVMOM PaboLbl, IOCTOSHHON IPOJO/IKUTEIHOCTDIO
pabouero fHs.

Tabernb BegeTcs B TedEHE MeEA1Ia, II0 €0 OKOHYAHWM ITOABOJATCS
UTOTH 110 KO/INYEeCTBY MaCOB;OTPabOTaHHBIX paOOTHNKOM.

3arpaTsl pabo4ero,BpeMeHn NMeT OYKBeHHbIe 0003HaYeHN,
KOTOpBIE IIPOCTAB/IAITCAB rpadax 4 n 6 Tabens Ha eXKelHEBHOI!
ocHoBe. Ha nepsoMyuincre yHMpUUMpPOBaHHOI (GOPMBI IIPUBENEH
CIIMCOK 9TUX 0603HaueHmit. Hyoke 6yKBeHHOro 0603HaueHMs B CTPOKE,
OTHOCAIIENCA K KOHKPETHOMY PabOTHUKY, IPOCTAB/IACTCA KOIMIECTBO
0TpabOTdHHBIX HacOB.

Bce oTMerku B Tabese, BBIXOAAIINE 3 IIPEJie/Ibl HOPMBI, IIPOCTaB-
NAI0TCA Ha 0CHOBAHNM OIIPAB/IaTe/IbHbIX IOKYMEHTOB.

lndopManoHHO-CIpaBOYHbIE KaJPOBbIE JOKYMEHTHI
Bee ympaBnendeckue pelienus, GUKCUpyeMble B pacOPsANTeIbHbIX
HOKYMEHTAX, JO/DKHbI IPMHMMATbCS HA OCHOBE BCECTOPOHHE, TOTHOIA,
CBOEBPEMEHHOIL, JOCTOBEPHOII, TOYHON NMHMOPMALUN.
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VMHdopmanus cofep>XuTcsa B MHPOPMALMIOHHO-CIIPaBOYHBIX
DOKYMEHTaX, K KOTOPBIM OTHOCSITCS CIIPABKM, aKTBI, IOKJIaTHbIE
1 OO'bSACHUTE/IbHBIE 3aIIVCK, IIVICbMA, 3asIB/ICHIST, TIPEIiCTAB/ICHVIA 1 Tolls

B xafpoBOIl feATeIbHOCTY, KaK IIPaBUJIO, MH(POPMAIMOHHO-
CIIpaBOYHbBIE JOKYMEHTHI CIy>KaT OCHOBaHUEM U3JaHNA/KaJpPOBbIX
1prKasos (JJoKyMeHTbI — OCHOBAHNA K IIPUKa3aM [0 ITIHOMY COCTaBY).

HOKYMQHTI)I — OCHOBAHNA K IIPUKa3aM
10 TUYHOMY COCTaBY
JJokyMeHTaMy — OCHOBAHUsIMHU K IIPUKa3aM HOJIMUHOMY COCTa-
BY SIBJIAIOTCS 3asIB/IEHIST, JOK/IQfHbIE ¥ 00bSICHITENbHbIE 3aMICKIA,
CIIPaBKY, yBeOMIEHNM U fpyrie nHPOPManOHHO- CIPAaBOYHBIE
TOKYMEHTBI.
VI3maHMe HEKOTOPBIX TaKVUX NOKyMeHTOB peraMeHTpoBano TK
P®. HanpuMmep, B HeM IIPsIMO Ha3bIBAIOTCA CIEAYIOLIVIE JOKYMEHTBI:
— 00bACHUTENbHBIE 3amucKy, (MUebMeHHOEe O0bsACHEeHNEe) —
c1. 193 TK PO;
- 3asBjeHns (MMChbMEeHHbIe IIPOCHObI):
+ omepeBoje — CT. 72.15
¢ PacTOp>KEeHMM TPYHOBOTO lorosopa — cT. 80;
¢ IIpefoCTaB/IeHNy OFIyCKa OTAe/IbHBIM KaTerOpysiM pabOTHIKOB —
cT. 122
— AKTBL:
+ 00 oTKase flaBaThb»00bsACHeHNME, 06 OTKa3e 3HAKOMUTbHCS
C IIPUKa30M O BBIHECEHUY TYCLIUIIIVHAPHOTO B3bICKaHNA — CT. 193;
— YBELOMJIEHIIS:
¢ 00 n3MeHEHNH OIpee/IeHHbIX CTOPOHAMI YCTIOBUI TPYZOBOTO
morosopa — CT. 74;
¢ O JIMKBUJALMY IpefnpuAaTus — cT. 180;
+ (0 HACTYIUIEHUM OTIYCKA 110 IpaduKy OTIIYCKOB — CT. 123 1 ip.
[Ipy OTCy TCTBUM 3TUX JOKYMEHTOB MU3JaHNe COOTBETCTBYIOLIETO
puUKas3a cTaHOBUTCS HEIIPaBOMEPHBIM. B 9TOM crydae Bce [eiicTBIA,
CcoBeplIeHHBle paboTofaTeIeM C PAOOTHMKAMIM, MOTYT OBITh 00XKaTOBAHbI
B.CyTe.
Ecnu [okyMeHT-0CHOBaHMe IPSMO He YKa3blBaeTCsl B IPaBOBbIX
aKTax PO Kak 06s13aTenbHbIN, IPUYMHON €TI0 U3JAHUS MOXKET ABIATHCA
HEOOXOMMOCTDb MHUIIMMPOBAHNUS PACCMOTPEHMSI KaJJpOBOTO BOIIPOCa
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U IIPUHSATHS YIIPaB/IeHYeCKOro pelleHns 1o Hemy. Hanpumep, st
U3JaHVA IIPUKa3a O HOOLIpeHNn) pabOTHIKA HeO0OXOAIMO, YTOOBL €0
HEINOCPEACTBEHHBII PYKOBOAVTE/Ib MHUIIMIPOBAJI 3TOT IIPOLIECC.
Yamre Bcero 3To 0popMIAETCA C TOMOUIBIO CTY>KeOHON 3aTMEKn
VIV TIPeICTaB/IeH s Ha MMs PYKOBOJWTeEIs OpraHM3alui, B'KOTOPOil
060CHOBBIBAETCS IPUYNHA MIOOLIPEHNs pabOTHUKA.

3aABneHNA

3asBnenne — MHGOPMAIMOHHO-CIIPABOYHBIN JOKYMEHT, afpe-
COBAHHBIN PYKOBOAUTENIO OPTaHU3ALUN U CONEPKALUif TPOChOY
paboTHUKa O IepeBOJie, YBOMbHEHNM IT0 COOCTBEHHOMY SKeTaHMIo,
IIPeOCTABIEHNY OTITYCKA ¥ IO APYTUM KaZpOBBIM BOIPOCAM.

3asBneHus opoOpMIIAIOTCS Ha YUCTOM TCTe Oymary. Popma 3ass-
NeHVs1 pabOTHMKA He per/laMeHTUPOBaH

B cratbe 7 @3 «O nopsiake paccCMOTpEHUA 0OpaleHMII IPasKIaH»
OIIpefie/ieH COCTaB PEKBU3NUTOB 00palleH s I'PaXKAaHNHA, KOTOpoe
MOXeT OBITh B popMe 3asBneHNA. MOXKHO B3STh 32 OCHOBY IaHHYIO
dbopmy nm paspadorath GOpPMBL 3asIBICHUI I Pa3/IYHBIX YIIPaB-
JIEHYeCKMX CUTYaluil U 3aKpeMUTh UX B Taberne u anbbome popm
II0 TUIIOBBIM KaJpOBBIM CUTYaLUsIM, KOTOpble OOBIYHO SBJIAIOTCS
HIpUWIOKeHNAMN K VIHCTpYKIUY IO KapOBOMY JIe/IOIPOM3BOJICTBY.

B sasBnennn ykaspiBaloTCA:

- ¢ammmms, uMs, 0TYeeTBO U JO/DKHOCTD JINIIA, KOTOPOMY afipe-
CyeTcs JOKYMeHT (pyKoBORMTEIb OpraHU3aLN);

- Qamunus, uMs, 0TIeCTBO aBTOpa 3asABjIeHNs (pabOTHMKA WK
MIOCTYIAOIEro Ha PaOOTY);

— €ro HMOYTOBBIIT afgpec (10 JaHHOMY a/fpecy MO>KeT ObITh HAIIpaB-
JIeH opMLIMaIbHBIL OTBET WM yBeJOM/IeHIe pPabOTOaTeIA);

- HaMMeHOBaHUe BIJa JOKyMeHTa (3asiB/eHne);

TEKCT 3aABIACHIA, conepxamm?[ COOTBETCTBYIOLIYIO HpOCb6y;

JVIHAs TOAIICD;

- mara.

OdopmeHye 9TUX peKBU3UTOB OCYLIECTBIETCS C YI€TOM Tpebo-
Bauuit TOCT P 7.0.97-2016.

«Jlata» — Oo4eHb BaXKHBI PEKBU3NT, TaK KaK C MOMEHTa HaIlMCaHUsA
3aAB/IEHN OTCUUTHIBAIOTCA CPOKM, ycTaHOBIeHHBbIe B TK PO yn
IOPYTUX NpaBOBBIX akTaX. Hanpumep, yBonbHeHMe paOOTHIKA 10
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C. A.TNIOTOBA. CMPABOYHIK N0 KAPOBOMY IENONPON3BOACTBY AN PABOTHUKOB OPTAHU3ALIUI

COOCTBEHHOMY KenaHuio, B cooTBeTcTByM ¢ TK P, ocymecTsngerca
II0 YICT@YEHMY [IBYX HefleNb CO JHA 0pOpMICHNS 3asIB/IeHNS C IPOChO0il
00 YBOJIbHEHVI.

3asBieH1e pabOTHMKA AB/IACTCS OCHOBAHMEM U3JJAHNS Ka[POBOTO
IIpMKa3a.

B ciyuasx, korga TpebyeTcsa MHULIMATUBA PAaOOTHUKAIN €T0
cormacue, opOpMIEHHOE B IIMCbMEHHOM BUJIE, OTCYICTBIE 3asIBIe-
HYSA OyIeT CBUJETENbCTBOBATh O HAPYIIEHUY KaIpOBOIT IPOLIeyPbI
(cM. Heco6miofieH1te HOPMBI TPYAOBOTO 3aKOHOZIATeIbCTBA) 1T MOXKET
MMeTb IIpaBOBbIe IOCTEACTBIA 1A paboTonarensl Hampumep, nepeson
paboTHMKA B OOJIBIIMHCTBE C/Ty4aeB HOJ/DKEH, 0CYIeCTBIIATHCSA C €ro
IMCbMeHHOTO cormacus. Kak mpaBuio, KajpoBble ClIeLUaIiCThI 0pOpM-
JIAIOT 3TO COTVIACHE C IOMOIIBIO 3asAB/IeHAPAOOTHIKA. OTCyTCTBIE
3asABjIeHNA OyfleT HapylIeHeM HOPMBI,/3adIKCUPOBaHHO B CTaTbe
72.1 TK P®. IlepeBog B 9TOM cIydae OyfeT HEMpaBOMepEH.

Haxe ec opopMeHe 3aABIeHNSA He ABAETCA 00543aTe/IbHbIM
B COOTBETCTBUM C IPaBOBbIMM aKTaMinP D, KafpoBble CrienamaucThl
9aCTO MPAKTUKYIOT COCTABJIEHME STORO JOKYMEHTa, TaK KaK Ha HEM
€CTb BO3MOXXHOCTD IIPOCTABNTE HPEIBAPUTETbHBIE BU3DI COTITACOBAHIIA
U pesosonyio pykosoputeisa. Hanpumep, npu npueMe Ha padbory
3asIBJICHVe MOXKET He OPOPM/IATHCS, OGHAKO Ha IIPAKTIKE OHO YacTO
COCTAaBJISIETCS MOCTYIAOMIM Ha,paboTy.

PaccmoTpeB 3aAB/eHUe KaHAM1aTa HA BAKAHTHYIO JOIDKHOCTD
U IPU/IOKeHHbIe K HEMY JOKYMEHTbI, pyKOBOAUTEIb MOYKeT HAalMCaThb Ha
HeM pe30JIoLNIo, JABHOpYUYeHNe KapOBOIi CTy>KOe HadaTh MPOLeAypPy
odopmiieHns Ha PaboTY.

JToknamHbIe 11 00 bACHUTENbHbIE 3aIIMCKI

JokmagHas 3anmcka — 3T0 MHGOPMAIOHHO-CIIPABOYHBII JOKY-
MEHT, aipeCOBAHHbII PyKOBOAUTE/II0 OPTaHM3alM VU CTPYKTYPHOTO
nozipaseneHs (B HEKOTOPBIX CTy4asx — PYKOBOAVUTEIO BBIIIECTOS -
Liejf OpFaHM3aLMN), COleP>KaLMil pasBepHYTOE U3TI0XKEHNE BOIIPOCa
(cobbITs, PaKTa, SIBTIEHMS, CUTYALMI) C BBIBOAAMM U IIPELIOKEHUSIMU
ABTOPA 3aMICKI.

Pasnuyaror BHelIHMe 1 BHYTPEHHMeE JOK/IAJHbIE 3aIIUCK.

Bremrnye sanucky opopMISIOTCS Ha O/IaHKe OpraHM3aliu, BHY-
TPeHHJe — Ha YMCTOM JIMCTe OyMary. B KafipoBoii e TeIbHOCTI Yallie
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3. COCTAB KAZIPOBOW 1OKYMEHTALIIN

BCEro HpaKTI/IKyeTCH IIOJTOTOBKaA BHyTpeHHI/IX OOKJ/JIaJHBIX 3aIIMCOK.

B cocTaB peKBU3NTOB NOK/IAJHOI 3alIMCKU BXOMAT:

— HaUMEHOBaHMe CTPYKTYPHOTIO IofpasfiesieHns (rae paboTaes
COCTaBUTEb 3aIIVICKN);

— HaMMEHOBAaHNE BlUa HOKyMeHTa;

— JaTa U perucTPAlOHHbI HOMED IOKYMEHTA;

- azipecar;

— 3aroJI0BOK K TEKCTY;

— TeKCT;

— TOAINCH.

OdopmieHne 5TUX PeKBUSUTOB OCYLIECTBIACTCH € y4eTOM Tpebo-
Bauuit TOCT P 7.0.97-2016.

B TekcTe MOKTamHOI 3aIVICKY, KaK IIPaBijio, CHAda/Ia 13/1aralTcs
(baxThl, IOTOM IIPUBOAVITCS aHA/IN3 CUTYALMM Y JelaeTCA BBIBO.

JloxmajiHasA 3ammcKa MOAMUCBIBAETCA COCTABITETIEM.

JloxaiHas 3ammcKa HaNpAMYIO He Ha3BIBAGTCA B TPYJOBOM 3aKOHO-
JIaTeNbCTBE, B OONBIINHCTBE CTyYaeB OHAMCIIONb3YeTC A KaK JOKYMEHT,
VHVIMVPYIOINIT KaZpOBYIO TIporeiypy. Harrpumep, B JoK/IaHON 3aricKe
PYKOBOAMTE/Ib CTPYKTYPHOTO HOMPASTENEHIisi MOXKET U3/IOKUTH (PaKTHI,
KOTOPBIe Oy/[yT OCHOBaHVIeM YIS HPVHATYS PEIleHYIsI O IPeMIPOBaHIN
COTpyAHUKA. VI, Ha060pOTyB HOK/IAHOI 3aITICKe MOTYT OBITH OIVICAHBI
00CTOATeNbCTBA HAPYIIEHUS TPYAOBOIT AUCHMITINHBI paboTHMKOM. [Tocre
IIPOBefIeHISI TIPOBEPKIL I COOMIOfeHIIsI BCell IIPOLIeypbl Ha pabOTHMKA
MOXKeT OBITb HaJIOXKEHO IUCHUMIHAPHOE B3bICKAHNE.

OO6bscHUTETbHAS 3aIVICKa — 3TO MH(OPMALVIOHHO-CIIPABOYHBII
IOKYMEHT, a/jpeCOBaHHDI PYKOBOJUTE/II0 OPTaHU3ALUN WU CTPYK-
TYPHOTO IIOApasie/leHns, B KOTOPOM pabOTHUKY OOBACHAIOT (aKThI,
cobpITHsA, npoucurectysA. Kak npaBuio, B KapoBoii IesTeIbHOCTI
COCTaB/IeHNe. 00 bACHUTE/IbHBIX 3aITICOK CBA3AHO C (paKTaMM HapyLIeHNs
TPYZ0BOI AV CHUIUIHBL

OO6bsacHUTeNbHAA 3aMMCKa 0pOPMIIAETCA HA CTAHAAPTHOM JINCTe
OyMary, Yaille BCero pyKOIMCHBIM CIIOCOOOM.

OO6bACHUTeNbHASA 3aIMICKA COTEP>KUT CIeAYIOIe PeKBU3UTHL:

— ‘HauMEHOBaHNe CTPYKTYPHOTO Tofpasfenenns (rge paboraer
COCTABUTETb 3aINCKN);

— HAVMeHOBaHIe BU/A JTOKYMeHTa (00 bACHNTETbHAA 3aIIVICKA);

= Tmaty;
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- ajfipecat;

— 3aro/I0BOK K TEKCTY;

- TEKCT;

— TIOAINCH COCTABUTENS (aBTOpA) JOKYMEHTA;

— OTMeTKa O IPUIOXKEHN.

OdopmiieHre 3TUX PEKBUSUTOB OCYLIECTBIIACTCS C y4eToM Tpebo-
Bauuit TOCT P 7.0.97-2016.

B TekcTe 00bACHUTENBHOI 3aNMCKI PpAOOTHUK B CBOOOTHOI hopme
OIMCBIBACT CTIOXKVBIIYIOCS CUTYALMIO, IPUYMHBI COBEPLIEHHOTO IIPO-
CTYIIKA VIV COOBITHIL, TOBIEKIINX HapyILIeHe TPYAOBOIL IVICLIUIIINHEL.

K 00BsicHUTEIPHOT 3aII1ICKe MOTYT IIPU/IALaThCAGOKYMEHTHI, ITOfI-
TBEPIKZIAIOLIVIE VI3TIO>KEHHYIO B Hell CUTYaUI0 MM TIO3MLIMIO aBTOpA.

Heo6xopnMocCTh IICbMEHHBIX 00bsICHEHIN IpegycMoTpeHa TK
PO B craTpe 193, B cry4yae coBepleHVAAUCIVIUIMHAPHOTO IPOCTYII-
Ka, B CTaTbAX 246, 247, B cliy4ae NpMYMHEHNSA pa60THI/IKOM ymep6a
paboToparento.

TK P® He HasbIBaeT BYJ JOKYMEHTa;C TOMOLILIO KOTOPOTro 0opM-
JISIIOTCSL IIICbMEHHBIE 00'bsICHEHNS PA0OTHMKA, OJHAKO B IIPAKTIKE
PaboTBI KaZpOBBIX CIIY>K6 114 9TUX LeJlell MCIIOIb3yeTCsl 0ObACHU-
Te/IbHAs 3alIICKa.

Cnpaskn

CripaBka — MH()OPMAaLMOHHO-CIIPABOYHbII JOKYMEHT, COfep>Kalmit
OIIVICaHNe WV IOATBEPKeHIe PaKTOB, COOBITIIL, IENICTBHUIT B OCHOBHOI
VU Ka[JpPOBOM JeATENbHOCTI OPraHU3aLUN.

B xagpoBoil IeATeTbHOCTY IPUMEHAITCA CIIPABKY 110 INYHOMY
COCTaBY, KOTOPbIE €ofepKaT GaKkThl CIyXKeOHOIT IesITeIbHOCTI MIN
(baxTbl 6MOrpad¥ecKoro xapakrepa.

Kak mpaBumo, cipaBKy IO TMYHOMY COCTABY IIPEfOCTABIIAIOTCS
B CTOpOHHMKE Opranusanun. OHM ABIAIOTCSI OPULIMATbHBIMU JOKY-
MEHTaMU Vi,JO/DKHBI OBITH IPaBUIBHO 0QOPMIIEHBI U 3aBEPEHBI.

CrpaBK1 0GOPMIIAIOTCS Ha OTaHKe OPraHM3aLNUY U COflEPKaT
CIIEAYIOI Vi€ PEKBU3UTHI:

HaVIMEHOBAaHME OpraHM3auy — aBTOpa NOKYMEHTA;

HalMEeHOBaHMe BYJa JOKYMeHTa (CIIpaBKa);
Jary;
PpEerucTpaniOHHbIN HOMEp;
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3. COCTAB KAZIPOBOW 1OKYMEHTALIIN

— MeCTO COCTaB/IeHMs (M3[aHNsI) JOKYMEHTa;

- apgpecara (MoxeT ObITb 0TMeueHO «ITo MecTy TpeboBaHNA»);

— 3aroJI0BOK K TEKCTY;

— TEKCT;

— TOANNCH PYKOBOAMTEIIA OpraHu3annn (VI MHOTO NOJDKHOCT-
HOTO JINIA, UMEIIIET0 COOTBETCTBYIONIE IIOTHOMOYYLA; CHPaBKU
($1HAHCOBOrO XapakTepa IIOANNCHIBAET TAK)Ke IJIABHBI OyXranrep);

— TevaTb OpraHusaryy (IIpyu ee HAIMYNN).

OdopmieHne ITUX PeKBU3UTOB OCYIIECTBIIETCS C YI€TOM Tpebo-
Bauuit TOCT P 7.0.97-2016.

Ecnu cripaBka SIB/IsIETCsI OTBETOM Ha 4eil- b0 3alpoc, B TEKCTe
CIIPaBKM JIaeTCA CChIIKA HA MHNUIIMATYBHBIN JOKYMEHT.

[anee uaeT OCHOBHOM TEKCT, COfeprKallifit, pakTugecKyo nHdop-
Manuio. B OCHOBHOM TeKCTe CIpaBKM MaTePUalLl pPacloiaraeTcs
B XPOHOJIOTMYECKOIT [TOC/TEOBATETbHOCTHU, MAKTHI IPUBOISITCSA HA
OCHOBaHMM OUIIVAIBbHBIX TOKYMEHTOB, ¢yObeKTYBHBIE CY>KICHUS
U1 OIleHKa aBTOpa HeJTOIYCTVMBL.

CrpaBKJy 10 TMYHOMY COCTaBY JIOJDKHBI BBIJABAThCSI pAOOTHUKY
II0 ero MUCbMEHHOMY 3as1BJICHMIO B TeUeHle TpeX pabounx fHell co
nHsg nogaun 3agsinenns (cr. 62’ TK P®).

CrpaBka 0 XxapakTepe J YC/IOBUAX TPYAA IO OCHOBHOMY MECTY
paboThI IpegocTaBiAeTCs P TPYAOYCTPOIICTBE Ha paboTy 110 COBMe-
CTUTEIbCTBY, €C/IM AaHHAs pabora CBs3aHa C BPeHBIMIU U ONACHBIMU
ycnoBusamu Tpyga (c10283 TK POD).

YBemomnenna

YBegoMaeHus -= nHGOPMALMOHHO-CIIPAaBOYHbIe TOKYMEHTHI,
copiepxxaniye opUUMUAIbHYI0 MTHPOPMALINIO, O KOTOPOII M3BEIAI0T
pabOTHMKA WLV IHOE JIALIO.

YBemomsieHne HasbiBaeTcA B HecKoNbKuX ctarbax TK P®. Hanpumep,
B CTaTbe 47— yBe€JOM/IEHE O Havyajie KOITIEKTUBHBIX IIeperoBOPOB,
B cTafhbe 74 — yBefloM/IeHNE O MPEeNICTOAIMX N3MEHEHNAX YCITOBUI
TPYHEOBOTO IOrOBOPA, B CTaThe 84.1. — yBeOM/IeHIIe O HeOOXOAMMOCTI
SIBUTHCSA 32 TPYLOBOI KHIDKKOIL, B CTaTbe 86 — yBeIOM/IeHMe PabOTHIUKA
O MOY4€HNM €T0 IIePCOHANTbHBIX JaHHBIX Y TPETHUX INILL U T. T,

Ho/momumo Toro, 410 yBeloMIeHNe PsAMO HasbiBaeTcs B TK
P®, ecTb cTaTby, B KOTOPBIX IPEAIONaraeTCA UCIONb30BaHNE TOKY-
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MeHTa, MHPOPMUPYIOLIEro MU IPeRyIpexXAaollero o 4eM-1160o
paboTHMKa.

ITUM JOKYMEHTOM MOXeT OBbITb yBefoMneHne. Hanpumep, B cra-
tbe 60.2 TK PO onpeneneHo mpaBo paboTofaTe/si OTMEHUTD BBINOMHEHIE
TOIIOTHUTEIbHON PabOTBI, BO3/IOKEHHOI Ha paOOTHNKA, IIPEAYIIPEAIB
06 3TOM JIpYTyI0 CTOPOHY B IUcbMeHHOI (popme. Vnu B crarseZl TK PO
FOBOPUTCS, YTO PAOOTOAATE/Ib MOXKET YBOIIUTb PaOOTHUKA, HE TIPOLIe]-
IIETO MCTIBITAHMSA, IPEYIPeUB ero 00 9TOM 3a TPY JIHA.

Nuorga B TK PO rosopurcs o nucbMeHHOI GOopMe ONOBeIeHNs
paboTHUKa, MHOTZIA 3TO IPsAMO He HasbiBaeTcA. OfHAaKO BO BCeX CITy-
JasAx, KOIJja 3aKOHOJATEeIbHO TpebyeTcs IpoMHPOPMIIPOBATD NN
IpefyIpenuTh 0 4eM-11160 paboTHUKA, OYAET HPaBIIBHO 0POPMUTDH
3TO C HOMOIIBIO JOKYMEHTa, YTOObI ObI/Ta BOSMOMKHOCTD ITOATBEPANTD
3TOT (aKT B C/Iydae CyfleOHbIX pa36ypaTeNbCTB.

YBemomnenne opopmAeTcs Ha 6TaHKe OPFAHM3AII Vi COIEP>KUT
CTIeflyIoIVie PeKBU3UTDI:

- HaMMEHOBAHNE OPTaHN3AIVI — aBTOPA JOKyMEeHTa;

— HaMMEHOBaHIUe BIJA JOKYMeHTa (YBELOM/ICHE);

- pary;

— PerucTpanOHHBIN HOMEP;

— MeCTO cocTaBlIeHUs(M31aHs) JOKYMEHTa;

- afipecart;

— 3aroJI0BOK K TeKCTY;

- TEKCT;

— TOANNCH PYKOBOAMTE/ISA OpraHu3aunn (VI MHOTO FOJDKHOCT-
HOTO JINIIA, MMEIOIIETO COOTBETCTBYIOI e IOTHOMOYNA).

OdopmieHre ITUX PEKBUSUTOB OCYLIECTBIACTCS C y4eTOM Tpebo-
Bauuit TOCT P 7.0.97-2016.

TexcT yBeOM/IeHNUA COfIeP>KUT MONHYI0 MHPOPMALINIO, O KOTOPOIL
IO/KeH ObITh UdBeleH paboTHUK. YacTo B cocTas 9TOl MHPOpPMALMI
IOJDKHBL OBITH BKITIOUEHBI AaThl. Hanpumep, 1aTta BCTYIIEHNA B CUITY
OIIpEJie/IeHHBIX JOKYMEHTOB VIV MI3MEHEHMII, JaTa MICTedeHsI KaKoro-
nmbo cpoka u T. 1. IIpn odopmIeHnn ycTaHOBIEHHBIX 3aKOHOM
cpokoBciienyeT onuparbcsa Ha HopMbl TK PO u fpyrux npaBoBbIx
aKTOB, a TAK)KE YYMTHIBATh tpeb6oBanms crarbu 14 TK PO «O6
VICUVICTIEHU I CPOKOB».

K'ysemomnenuio MoryT npukiafpBaThcs JOKYMeHTHI 1 MHGOpMa-
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LIVMOHHbIE MaTE€pHalbl, B 9TOM ClIy4da€ B YBEIOMJIEHUM JOJDKHA OBITH
C/lellaHa OTMETKA O HaJIM4IUI IIPUIOXKEHWIA.

YBenoM/IeHNs BPY4aIOTCsl PaOOTHIUKY JIMYHO IIOJ POCIIVCH VI
HanpaB/IAKTCA 3aKa3HBIM IIVICBMOM C YBETOMJICHIIEM.

[Topmch paGOTHUK IPOCTAB/IAET HA BTOPOM SK3eMIUIIPE YBEEOM-
JICHUA, KOTOPI)If/I OCTaeTCay pa60TonaTenﬂ U IMMOAIIMNBACTCA BAINNTYHOE
meso (ecmy B OpraHN3alyM BeQyTCs IMYHbIE fIefia).

Ecmi paboTHYK OTKa3bIBaeTCS CTABUTH HMOJIIICH B YBEJOMICHUN,
06 9TOM COCTaB/IACTCS AKT.

AKTBI

AKT — 3TO JOKYMEHT, COCTaB/IeHHBIIl HECKOMBKVMIL IULIAMI 1 TIOJ-
TBEP>KIAIOLINIT YCTaHOB/IEHHbIE (DAKThI VI COOBITHUA.

AKTBI COCTaBIIAIOTCS HECKOIBKUMM PaQOTHIIKAMI VIV CIIELVa/IbHO
CO3JJaHHBIMY KOMMCCYSIMM (HAaIIpuMep, IIpY IPOBeIEHNM aTTeCTALIMN).
CocTaB KOMMCCUU YTBEPXKAAETCS IPUKAZOM PYKOBOVITELA.

AKTBI MOTYT MMeTb YHU(ULMPOBaHHYIO,GOPMY MM 0(OPMIATHCS IO
o6umm npasuiam. Hanpumep, yauduimposata ¢popma akra 0 HecqacT-
HOM cry4ae Ha mponsBozcTse (Flocranosrenne Muutpyna Poccnu ot
24.10.2002 Ne 73 «O6 yrBepxa€HMu GopM TOKyMEHTOB, HEOOXOVIMBIX
IUIsI pacciiefloBaHMs M y4eTa HeCYacTHBIX CTy4aeB Ha IIPOM3BOACTBE,
U TIOJIOXKEeHMsT 06 0COOEHHOCTSAX PacciefjoBaHNs HeCYaCTHBIX C/Ty4aeB
Ha IIPOM3BOJICTBE B OTHEENbHBIX OTPAC/IAX M OPraHU3ALMAX»).

B ocrabHBIX C/TyHasix akT,0popmiiseTcs Ha 6/laHKe OpraHM3aIm
Y COTIEPXKUT C/IeAYIOIVie PeKBU3UTL:

- HaMMeHOBaHIe OPTraHU3aLUy — aBTOPA JOKYMEHTa;

- HaMMeHOBaHI@ BY/A TOKYMeHTa (aKT);

- pary (ykasbIBalOT gaTy coObITYA MM (aKTa, KOTOPbIT GUKCU-
PYIOT B aKTe);

- pemTMCTpauMOHHBII HOMEP;

— MeCTOcoCcTaBreHus (M3gaHNs) JOKYMEHTA;

—/3ar0OBOK K TEKCTY (OTBeYaeT Ha BOIIPOC «O YeM?» WJIM «4ero?»);

+ TeKCT;

— TOIIVICY COCTaBUTeNel NOKYMeHTa (aKT IOAMMCHIBAIOT BCe
YJIeHBI KOMMCCIUY, IIPOBOAMBIIIE IIPOBEPKY, VIV JOKHOCTHBIE JINIIA,
HPUCYTCTBYIOLINE IPY KAaKOM-/I00 COOBITIM MM IOATBEP>KAalolyie
Kakom-mmbo dakr);
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- rpud yrBep>xpeHNs (YTBep>KJaeTCsa pyKOBOLUTE/IEM OpraHy-
3aLMN).

TekcT aKkTa, Kak IIPaBUIO, COCTONUT X TPeX YacTell: BBOJHOI, KOH-
CTaTUPYIOLIEl ¥ 3aK/TI0YNTEIbHON (MOXeT He OBITD).

Bo BBOZHOI 4acTy YKa3bIBAIOT LJOKYMEHTDI, 110 C/IY>KUBIILE
OCHOBaHMUeM JU/Is M3[JaHNs aKTa (eI OHMU eCTh). DTO MOMKET OBITH
IIPUKa3 PYKOBOAMUTEIS VIU AUPEKTUBHBI JOKYMEHT BBIIIECTOAIIEl
OpraHmM3anuy, JOKIaiHasA 3aCKa pabOTHNKA U T. . [la/Tee Ha3bIBaloT
COCTaBUTeIElT aKTa C yKa3aHUeM VX JO/DKHOCTH, haMIINIi M MHIIVIAJIOB.
Ecnu akt oTpakaeT paboTy KOMUCCHUM, TO YKa3BIBAIOE, IIPEACenaTe s
U ee YICHOB.

B KoHCcTaTupylollelt 4acTu yKasbBalOT CPOKM PAOOTHI KOMUCCUMN
WIN JJaTy COOBITHA, KOTOPOe PUKCUPYeTEs; IIPUBOFAT HAKTEI, OIIN-
CaHMe CUTYalLluy, Pe3y/IbTaThl IPOBEPOK; OTMEYAI0T BCe BbIAB/ICHHbBIE
00CTOATENbCTBA.

B 3ax/mounTeNIbHOI YacTy aKTa GUKCUPYIOT BBIBOJbI, IIPEIOKEHN,
PEeKOMEH/IalINL.

B koHIIe TeKcTa yKa3bIBaIOT, CKOMBKO SK3eMIIIIPOB aKTa ObI/IO
COCTaBJIEHO M KyZia HallpaBJieH WA HEPefaH KaXK/blil 9K3eMILLAP.

B TpynoBom kogmekce Pocenitckoit Pegepannuy Ha3bIBaOTCA
HECKO/IbKO Pa3sHOBUJJHOCTEIL AKTOB, COCTaBJIAEMbIX KalpOBOIl
c1y>k6011. ITO aKTHI 00/0TKa3€e 1aBaTh MICbMEHHOE 00bsICHEHNE
IIPUYVH COBEepILIeHVS ANCHNIFINHAPHOTO IPOCTYIIKA, a TAKXe 06
OTKa3e 3HAKOMUTbES C IPNKA30M O BBIHECEHVV AVICLUIUIMHAPHOTO
B3bICKaHVA (CT. 193),5aKT, COCTAB/IsIEMBIl IIPYU YCTAHOB/ICHUM IIPUYNH
HaHeceHMs yuiepba paboromarenio (ct. 247 TK PO).

OpHako aKThl IPUMEHAIOTCA U BO BCEX IPYTUX CAy4asix, KOTfa
Tpebyercs 3aUKCUPOBATH 1 IIOATBEPAUTD 0001 PaKT umu cobbITUE
B PaMKaX TPY/IOBOII IeATeIbHOCTY paboTHUKOB. Hampumep, B ToM
cy4ae, @Cr pabOTHMK JO/KEH, B COOTBETCTBUNU C 3aKOHOJATE/Ib-
CTBOM, COBEPIIMTD KaKoe-1160 MpaBoBoe feiicTBIe (03HAKOMUTHCSA
C JOKYME@HTOM, PacINCaThCsA B IIOTYYEeHNN YBEIOMIEHNA U T. 1I.), HO
OTKA3bIBACTCA 9TO CE/ATh, COCTAB/ACTCA AKT, B KOTOPOM PUKCHUpPYeTCs
(aKT OTKa3a pabOTHMKA.

CocrasieHne akTa B 3TOM CTy4ae MO3BOINUT PabOTOIATENIO MO -
TBEPAUTD 3aKOHHOCTDb CBOUX JIEMICTBUIT ¥ MOXKET CITY>KUTh JOKa3a-
TENHCTBOM B CYTie.
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3. COCTAB KAZIPOBOW 1OKYMEHTALIIN

IIpoToxomnbl

ITpoTOKONI — 9TO LOKYMEHT, PUKCUPYIOWNIL XOJ, 00CY>K/IeHUSA
BOIIPOCOB U TIPUHATHSI pellleHNs] KOIETMaabHbIMU OpPTaHaMIA, DTO
MOTYT OBbITH IIOCTOSIHHO JEVICTBYIOIIMe KOJIeTHaIbHbIe OpTaHbl WIN
cobpaHmusi, 3acejaHsI, COBELIAHNs, COOMpaeMble 110 KaKMM-AUO0
OTJe/TbHBIM TIOBOJIAM.

OdopmieHneM mpOTOKOIA 3aHNMAETCS CeKpeTapb KOMIETNabHOTO
OpraHa WM MHOe JINIIO, N30paHHOe [/ BBIIIOTTHEHN S STUX QYHKIINIL.

Benenne 3ammceit Xofa 3acegannsi KOJUIETMaIbHOTO OpraHa ocCy-
IIeCTB/SIETCsI HA CAMOM 3acefaHuy, OKOHYaTe/bHOe 0opMIeH e
IIPOTOKOJIA OCYIIEeCTB/ISIETCS B TedeHMe 3-5 THeil To¢eIe 3acefaHus
(B HEKOTOPBIX C/Ty4asiX CPOK 0HOpMIeHNs IPOTOKO/A OIIpefie/ieH B
IIPaBOBBIX aKTaX P, a Tak)Ke MOXKeT ObITh JCTAHOBJIEH B TOKA/IbHBIX
HOPMATVBHBIX aKTaX).

ITporoxon opopmnsieTcss Ha ob1IeM ONaHKe OpraHmu3auuy (Uan
CTAQHZIAPTHOM JIMCTe OyMaru ¢ MCIIONb30BAHNMEM PEeKBU3UTOB OTTaHKa).

B cocTaB peKBU3NTOB MTPOTOKOTA BXOAST:

HaVIMEHOBaHME OpraHmn3anuyl —aBTOPa TOKYMEHTA;

HalMEHOBaHNe BUJa JOKYMEHTa (IIPOTOKO);
- para (yxasbIBaeTcs pakTidecKas jaTa IpOBeJieHNs 3aCelaHA);

perucTpaiMoHHblit HoMep (MOPSAAKOBBII HOMEpP 3acemaHius
B IIpefie/iaX KaJIeHLapHOLO TOJja MM CPOKA IIOJTHOMOYMIA KOJIJIeTMa/Ib-
HOTO OpraHa);

— MecTO cocTaBneHVs (M3AAHIS) TOKYMEHTA;

— 3aroJIOBOK K feKerTy (coIlacyeTcs ¢ Ha3BaHMeM BUJIa JOKyMeH-
Ta U OTPaXKaeT BUJL KOJUTETUAIbHOI paboThl, HAIPUMED «3aCemaHus
CUYETHOI KOMUCCUIIH);

— TEKCT;

— TOAIMCH (IIPOTOKOJI MOAINCHIBAIOT IIpefcefjaTeNb U CeKpeTaphb
KOJUIeTMAIbHOTO OpraHa);

- TpU@yTBePKIeHNA (YTBepXK/aeTCs PyKOBOAUTE/IEeM OPraHu-
3aLVh).

OdopmeHye 9TUX peKBU3UTOB OCYLIECTBIETCS C YI€TOM Tpebo-
Bauuit TOCT P 7.0.97-2016.

Teker mpoToKoIa COCTOUT 113 BBOJHOI ¥ OCHOBHOM YacTeil.

Bo BBOIHOJI YacTy IPOTOKO/IA YKa3bIBAIOTCS paMIINS U IHUIIMATIBI
IpeficesiaTesNis M ceKpeTaps, epedMcAITCA YWiIeHbI KOJ/IIeruaabHOTo
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OpraHa ¥ pUITalleHHbIe, IPVBOAUTCS ITOBECTKA THS.

Ecmu xomaecTBo ydacTHUKOB 6o7ee 15, TO yKaspiBaeTcs UxX obiee
KOJIMYeCTBO, a CaM CIMCOK MpHIaraeTcs K IpOTOKOIY.

Ecmu i mpuHATHA pellieHnii HeoOXOM KBOPYM, TO BO BBOJHOI
JaCTH JIe/TAeTCSI OTMETKA O €T0 HAJTMINIL.

[ToBecTka HsA 0pOpMIIsieTCs B BUJe IPOHYMEPOBaHHOTO CIIMICKa
C YKa3aHMeM TeM [OK/IaZoB, JO/DKHOCTEI, (baMI/mm?[ U VIHUALIMA/I0B
BBICTYTAIOIUX.

B ocuoBHOIT YacTn huKCHpyeTCs X0f 006CY>KAeHsI BOIPOCOB TI0BECT-
Ku gust. [Iporienypa o6Ccy X IeHust BOIIpoca mpefo/iaraer 3acaylinBaHe
IOKaza, 06Cy>KAeHe BOIIPOCa U BbIHECEHNe, PelIeHNUs.

[ToaTOMY TEKCT 0OCY>KAeHUsI KaXKOTO BOIPOCA)CTPOUTCS 10
cxeMe: «CJIYITAJIV», « BBICTYIWIIN», «<HOCTAHOBUIN» (nnn
«PEHINJIN»).

B yactu «CJIYIIAJIVI» yka3bIBaroTCs QaMyuIny ¥ MHULAAJIBI
TOK/IaJ4MKOB, KOTOPBIX CAYIIAIN Ha 3aCEAAHUN, a TAKXKe KPATKOe VN
IIOJIHOE COfiep>KaHMe JOKIafioB (06beMHEbIe BOKIaabl He QUKCUPYIOTCA
B TEKCTe, @ MJYT IPUIOKEHNEM K HEMY).

B gactu «BBICTYIIVJIVI»¥ OTpa)kaioTca BCe MPeHM, BOIPOCHI,
OTBETHI JOK/IAZuMKa [0 CYLIECTBY Bompoca. /11 3TOro yKasplBaroTcs
(dbamMyms ¥ MHULIMA/IBI BHICTYIAIOIIMX U 3a/JAI0IX BOIIPOCHI U M3TIa-
raeTcsi CofiepXKaHe BHICTYIITeHNsi 160 OT IepBOro, 160 OT TPETHEro
uua.

Texcr mocranosEHomeit gacTu opopmsercs nocine cnos «[ IOCTA-
HOBWIN» unu «PEIMNVJIVI». B HeM 1o TOAIIYHKTaM Ie€pednC/IATCA
pelieH s, TPUHSTbIE KOMIErManbHBIM OPTaHOM, U AeNCTBIS, He06XO0-
IVIMBIE IJIA UX peanusannin.

Ecnu perenne mpuHmMMaeTcs IyTeM IPOBefieHIs TOI0COBAHNUA, TO
YKa3bIBAIOTCS pe3y/IbTaThl FOJI0COBAHUA.

Tpyrmosoit kopekc Poccuiickoit @emepary Ha3pIBaeT HECKOTIbKO
crydaeB, Korna Heooxonumo opopMieHre IpoTokona. Hampumep,
IPOTOKOJ(ITPOTOKO/T pasHOITIACHIT) COCTABILIETCS B XOfie KOJIEKTVBHBIX
IIEPErOBOPOB (ct. 38, 40, 47), B XOfie IPOBEEHNS PACC/IEOBAHMIT
HeCYaCTHBIX cnydaeB (cT. 229.2), B X0Je KONIEKTUBHBIX CIIOPOB
(cT-401-403, 418 u zip.). IIpoTokonmom opOpMIAIOTCS Pa3HOTTIACKS
MEXY paboTonaresieM 1 BLIOOPHBIM OpTaHOM IIepBUYHON PO COI03HO
OpraHysalyy, HalpyMep NpY YTBEP>KIEHIY TI0OKaTbHbIX HOPMaTUBHBIX
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3. COCTAB KAZIPOBOV OKYMEHTALIUM

akToB (cT. 372). OgHako cdhepa mpuMeHeHNs IPOTOKOIOB 3HAYUTEIBHO
mype. OHU IPUMEHSIOTCS BO BCEX CTydasix, KOIZIa BbIpabaThiBaeTCs
Kakoe-/1ubo KojulernanpbHoe penrerne. Hanpumep, mpu aTTecmary ﬂ
PabOTHMKOB COCTABISAETCS IPOTOKOJI ATTECTALIMIOHHON KOM Vb
[IpY IPOBEeHN N KBaMUPUKAIVOHHOTO 9K3aMeHa — PO -
NUKAVOHHO KOMUCCHUMA.

B ToM cryuae, ecim HeOOXOAMMO y4eCTb MHEHME 4@
(HammpuMep, IpK 00CY>KAeHNN KOJUIEKTUBHOTO JOTOBOP
OBITH IPOBE/IEHO ¥ 0QOPM/IEHO COOTBETCTBYIOLINM IPOTOKOTIO

cofOpaHe TPYLOBOrO KOJUIEKTYBA. g’
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4. ITPVUEM PABOTHUKA HA PABOTY

HeiicTBus paGoTomaTens 40 3aKTHOYEHU S
TPymZoOBOIoO IOrosopa

PabOoTHUK cuMTaeTCsA HPUHATHIM Ha paboTy MO0 ¢ MOMEHTa 3aKJI0-
YeHMsI TPYOBOTO I0T0BOPa (MIIN C JaThl, yCTAHOBJIEHHOI B TPYOBOM
morosope), mm60 ¢ MOMEHTa Hayajia paboThl, K KOTOPOUL PA0OTHMK
HPUCTYIWI C BeOMa VI 110 Opy4eHMIo paboTopaTers. Bropoitcnyyart
IIPMPAaBHUBAETCA K 3aK/TI0UY€HNIO IIMICbMEHHOTO TPYLOBOTQ IOTOBOPa
B COOTBeTCTBIM CO cTartbelt 67 TK PO.

Jlo npuema paboTHMKA Ha paboTy paboT@HATETb BHINOTHAET C/le-
myomye 06g3aTenbHble JefCTBIA:

— TIOJTy4aeT OT MOCTYIAIOLIEro Ha pabOTy JOKYMeHTSI (cM. [loky-
MEHTBI, IpeJoCTaB/IAeMble TIPY IIOCTYIIEHUI Ha PaboTy), HeoOXOMM-
Mble 71711 0(OpMIeHNA ITPOIIeAYphl IPpUeMa Ha PA6oTY;

- 3HAaKOMUT IIOCTYIAIOIIEro HaypaboTy C TOKaIbHBIMM HOpMa-
TUBHBIMU aKTaMy (cM. CIOcoOBI O3HAKOM/IEHNA C TOKaTbHBIMUI
HOPMaTVBHBIMY aKTaMI), CBA3@HHBIMIA C TPYHOBOI IeATeTbHOCTHIO
paboTHMKa, a TaKXXe ¢ PaBUIAMUBHYTPEHHEr0 TPYOBOTO pacIo-
PAAKa ¥ KOJUIeKTMBHBIM JOTOBOPOM, HEICTBYIOIIVM B OpTaHU3AI[UIL.

Kpome atux 06s13aTe/TbBHBIX 1eiicTBIIL, Tepes opopMIeHneM Ha
paboTy MoXxeT ObITh IPOBeAeHA HpoLieffypa 130paHus Ha JOIDKHOCTD
1 n36paHus 10 KOHKYPEY Ha 3aMellleH1ie BAKaHTHOI JO/DKHOCTI.

V136paHne Ha [OIDKHOCTH XapaKTepHO I PyKOBOJSIIETO COCTaBa
opraHusanuu. 910 MOXKeT ObITb reHepasIbHBIIl AVPEKTOP VTN YWICHBI
KOJUIETMa/IbHOTO QpraHa, OCYLeCTBAILIET0 PYKOBOACTBO, HAIIPU-
Mep WIeHHI coBeta fupexkTopos (PenepanbHbIl 3aK0H 0T 26.12.1995
Ne 208-D3 «O6 aKIMOHEPHBIX OOIIECTBAX ).

ITo k@HKYPCY M36MparoTcs mefarorndeckue paborHuku (ctT. 332
TK PO, Mpukas Munobprayku Poccun ot 23.07.2015 Ne 749 «O6 yTBepiK-
mennu LIonoskenns o nopsijike 3aMelleHNs TO/DKHOCTEN Ielarormyeckyx
PabOTHNMKOB, OTHOCALIMXCS K PO ecCOpPCKO-IPENofjaBaTeIbCKOMY
COCTaBY»), TOCY/JapCTBEHHBIE I MyHUIIMIIA/IbHBIE cayXamue (Dene-
Pa/IbHBIN 3aKOH OT 27.05.2003 Ne 58-D3 «O cucTeme rocyiapcTBeHHOM
CHY>I<6bI Poccuiickoit @enepanun», PegepanbHblit 3akoH oT 27.07.2004
No79-D3 «O rocymapcTBeHHOI IpakJaHCKoI cny»xbe Poccuiickoit
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4.TIPUEM PABOTHUKA HA PABOTY

Qenepanyun», Ykas [Ipesupgenta PO ot 01.02.2005 Ne 112 «O KoHKypce
Ha 3aMelleHNe BAKAHTHON JOKHOCTY TOCYIaPCTBEHHOM TPAKAHCKOM
cmy>x6b1 Poccuiickoit @epepanym», Pepepanbablit 3akoH ot 02.03.2007
Ne 25-@3 «O MyHumIIanbHo cryx6e B Poccuiickoit Geneparym» M ap.).

[Nopsapox mpoBefeHna KOHKYPCOB IPOMNCaH B COOTBETCIBYIOIUX
IIPaBOBbIX aKTaX.

JI7151 HEKOTOPBIX KaTeropuii pabOTHUKOB Iiepef MOCTyIUIeHeM
Ha paboTy HEOOXOMMO TIPOBECTI MEFUIIMHCKOI 0cMOTP (€T..69, 213
TK PO, [Tpukas Munsgpascoipassutus Poccun ot 12.04.2011 Ne 3021
«O6 yTBep>X/JeHIY NlepeydHeil BpeHbIX 1 (1/111) QHACHBLX ITPOM3BOJ-
CTBEHHBIX ()aKTOPOB 1 paboT, PV BBIIOTHEHNYL KOTOPbIX TPOBOIATCS
o06s13aTe/NbHbIE NIPeBaPUTENbHbIE VM MePHONEeCKIC MeINIIHCKIe
ocMmoTpsl (06cnenoBanns), n [lopaaka npoBe/IeHNA 003aTeTbHBIX
IpelBapyUTeNbHbIX U HePUOANYECKIX MeTAIMHCKIX,0CMOTPOB (00crTe-
TOBaHMIT) pabOTHIKOB, 3aHATBIX Ha TsDKENbIX padoTax 1 Ha paboTax
C BpeSHBIMY U (M/IM1) OTIACHBIMY YCTIOBYMAMM TPY/ia»).

B atom cry4ae paboTofaTens BbIIA€T HAlIpAB/IeHVIe Ha MEVIIMHCKII
ocmotp. Hanpasienne odopmirsercs Haobmem 6/1aHKe OpraHU3aLnm
U BBIJJAeTCsI TOCTyMaloIieMy Ha paboTy moyn pocnuce. ComepxaHie
HalpasjieHs onpefieneHo B I8 Tlopsaka nposeeHNs 00513aTeIbHBIX
IIpefBapUTeIbHBIX U IePUOANYECKIIX MEIMIIMHCKIX 0OCMOTpOB (0bcre-
TOBaHMIT) pabOTHUKOB, 3aHATHIX Ha TsDKETbIX paboTax u Ha paborax
C BpelHbIMU U (VJIM) OHACHBIMY YCTIOBYAIMY TPYAA.

Ecnmu npepnonaragfcs sakiO4YeHe JOroBopa o II0/THO MaTepuab-
HOJT OTBETCTBEHHOETIU PAOOTHIKA, JIYYIlle 3TO CAE/IATD /10 3aK/TI0YeHNS
TPYHOBOrO JOTOBOPA, TAK KAK IIOC/Ie €r0 3aK/II04YeHM, B CTyyae OTKa3a
paboTHMKA MOANUCBIBATD JOTOBOP O IOIHOI MaTepUaTbHOI OTBET-
CTBEHHOCTH, 3TOT BOIPOC OY/IeT CJIOKHO YperyInpoBarh.

HOKYMCHTI)I, npenocraBiasi€eMble
II'pU INOCTYIVICHUM Ha pa60Ty

JOKYMeHTHI, IpefoCcTaB/sieMble PaOOTHIMKOM P IOCTYIUIEHUN
Ha paboTy, HasBaHbI B cTaTbe 65 TK PO.

K 0CHOBHBIM [JOKyMeHTaM, KOTOpble paboTOaTe/b BIpaBe TpebOBaTh
OT ITOCTYTAoLIero Ha paboTy, OTHOCATCA:

— [AcIopT WM MHON HOKYMEHT, YEOCTOBEPAIINI TNMIYHOCTD
(HampuMep, pabOTHMKMY, He JoCTUTIINE 14 JIeT, MOTYT IpeNbIBUTD

123



C. A.TNIOTOBA. CMPABOYHIK N0 KAPOBOMY IENONPON3BOACTBY AN PABOTHUKOB OPTAHU3ALIUI

CBUJIETENIBCTBO O POXKAEHUY, IIOCTOSHHO IPOXKMBAOIINE 32 TPaHN-
L[ell — 3arpaHMYHbII TaCIOPT);

— TPyHOBas KHIDKKA (KpOMe IIOCTYIAIOMINX Ha paboTy BIIEPBbIE M
COBMECTUTEJIEN );

— CTpaxoBOe CBUJIETENbCTBO 003aTe/IbHOTrO IIEHCMOHHOIO CTpa-
XOBaHMNS;

— BOEHHBIII OWJIET [I1 BOGHHOOOsI3aHHBIX VIV IIPUILVICHOE CBIJe-
Te/IbCTBO /IS OJIeXKAI VX IPU3BIBY Ha BOCHHYIO CITy>K0Y;

- HOKYMeHT 06 06pasoBaHMM J/Is HOCTYIAIOIINX HAa Pa0OTY, Tpe-
OyIOLIYIO CIel[aTbHbIX 3HAHMIL.

L7151 OTHEeNbHBIX KaTeropuii pabOTHUKOB MOTYT,HOTPe6OBATHCS
TOMOTHUTEIbHbIE JOKYMEHTBI:

- MeMIMHCKas KHYDKKA (Hanpumep, 4yt pPaOOTHUKOB, 1esTeNIbHOCTD
KOTOPBIX CBAI3aHA C IPOU3BOLCTBOM, XPAHEHIEM, EPaHCIIOPTUPOBKO
U peanusanyel MUILEBBIX IPOAYKTOB, IS PaOOTHUKOB, [esTeNlb-
HOCTb KOTOPBIX CBsI3aHa C BOCIMTaH/IEM U O0yUeHUEM JeTell, APYIuX
KaTeropuit, nepeunciaeHHbIx B [Inceme MiyHsapasa PO ot 07.08.2000
Ne 1100/2196-0-117 «O HampaBieHnu epedHsi mpodeccuii»);

- 3aK/IYEeHNe IO pe3ynpTaTaM MIpe/BapUTeIbHOTO MENUIVH-
CKOTO OCMOTpa (/1A TeX KaT€FOpUit pabOTHIKOB, KOTOPBIE JO/DKHBI
00513aTe/IbHO IIPOXOANTD AIpeABAPUTENbHbI MEAVIIVIHCKIIT OCMOTP
IIpU IOCTYIUIEHNUM Ha paboTy, —CT. 69, 213 TK PD);

— crpaBKa 06 OTCYZCTBIN CYANMOCTH JIs1 JOIDKHOCTeI 11 paboT, Ha
KOTOpBIe 3alpelieHOIpIHIUMATh pabOTHIKOB, MMEIOIIVX VIV MIMEBIINX
CYIMMOCTD (HaIlpyMep, [JO/LKHOCTY, CBSI3aHHbIE C OCYIeCTBICHIEM
Te[arorMyIecKoit feaTenbHoeTy, — CT. 331 TK PO, nesitenprOCTH B chepe
06pa3oBaHms, BOCIIATAHNS, Pa3BUTI HECOBEPIIIEHHONETHIX, — CT. 351.1
TK P®, n gpyrye Kazeropyu B COOTBETCTBUM € 3aKOHOHATENbCTBOM PD).

ITpu nocrymniennn Ha paboTy OBIBIINX FOCYAPCTBEHHBIX VI MyHUIIV-
ITaJIbHBIX CTy A X (HEKOTOPBIX KaTeropmit Jo/bKHOCTell — YKas IIpe-
supenTa P@ ot 21.07.2010 Ne 925 «O mepax 10 peannsalyy OTAeNbHBIX
nonoKeHni PefepanbHOro 3aKoHa «O IPOTUBOLEICTBUN KOPPYIILIMAIL»)
OHM 00513aHbI COO0IATh PabOTOATENIO CBEHEHNS O OCTIeHEM MeCTe
c1y>KOBImOnHAaKO B ITpaBOBBIX akTax PO He onpepeneHo, B KAaKOM BIfe
OHI 00513aHBI 9T0 fienaTh. [IoaToMy mocTymaromemMy Ha paboTy He 00s13a-
Te/IbHO TIPeOCTaB/IATh PAOOTONATEIO OTHE/IbHBII JOKYMEHT, JOCTATOYHO
IIPOVMHGOPMUPOBATH €I'0 YCTHO WLV C IIOMOLIBIO TPYAOBOI KHVDKKIL.
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4.TIPUEM PABOTHUKA HA PABOTY

VHorpa paboroparenu npocar pabotHuka npepocrasutsb VIHH,
JOKYMEHTBI O CEMEIIHOM II0/IOXKEeHUY pabOTHUKA, XapaKTePUCTUKY
C TIpeAbIAYIero MecTa paboThI 1 T. .

I[Mocrymaromyit Ha paboTy He 00513aH IPEJOCTABILATD 9T JOKYMEHTBI,
a paboToaTeNb He BIIpaBe OTKA3aTh B IIpyieMe Ha paboTy 110 STOil HPUHMHE.

JImyHOe 3asABNeHNe paGOTHNKA

JInHoe 3as1B7IeHe pabOTHIKA He SIB/SIETCS 0053aTebHBIM HOKYMEHTOM,
TaK Kak He yka3aHo B TK P®. OpHaxo Ha IIPakTyKe OHO 4acTo 0hOpPMIIAETCS
J10 3aK/TIOYEHVIS TPYZI0BOrO oroBopa. OHo yrpoiiaet ¢OOPBI3 11 TOTyYeH e
PE30IOLI PYKOBOJMTETISI, B KOTOPOI MOXKET OBbITh OTMeY€EHO, Ha KaKyIo
JIOJDKHOCTB ¥ C KAKOTO Y¥C/Ia HEOOXORMMO 0OPMUTH PAOOTHNKA.

Ecnu 3asBenne opopmsieTcst, OHO MUIIETES. OT PYKV B CBOOOIHOI
¢dopme. Kax mpaBusio, B HeM yKa3bIBaIOTCS:

- IO/DKHOCTb, MHUIIMAIBL, GaMuvist pyKOBOMILTES OPraHM3aLVIl;

- uHUIUanbl, GaMuinsa pabOTHIIKE,ero, MACIOPTHBIE JJAHHBIE,
ayipec IpOXKMBAHUSA, HOMeD TenedoHa;

- HaMMEHOBaHUe BMJa JOKyMeHTa (3asB/icHNe);

— TEKCT;

TOJIINCD;

- faTa.

B TexcTe 3asBIeHMs YKa3BIBAIOTCS HAVMEHOBAHNUS JO/DKHOCTY,
CTPYKTYPHOTO IIOfpa3HeNieHIsI I faTa IpyieMa Ha paborTy.

TpynoBoii orosop

TpynoBble oTHOLIEHNS pabOTHMKA 11 pabOTOAATE/ISI HAYMHAIOTCS
C 3aKJII0YeHNs TPypoBoro gorosopa (ct. 16 TK PD).

IlonAaTHe TPyROBOLO JOTOBOPA ONpefeneHo B cTaTbe 56 TK PO.
B cooTBeTcIBUM € 3TOI CTaThell TPYAOBOI JOTOBOP IPEICTABAET
c0060J1 cOITallIeHNe, KOTOPOe IOAINChIBAIOT PAOOTHNUK ¥ pabOTOfATEb.
B 3TOM cOMIalleHU ycTaHaBIMBaeTCA TPyRoBasA QYHKIVA pabOTHIKA,
KOTOPYIO'OH 00:3yeTCs BBIIIOTHATD, COOIONAsA IPY 9TOM IIpaByIa
BHYTPEHHET0 TPyJ0BOro pacopsAaKa, IPUHATHIE Y paboTofarens. Pabo-
TOAATENBICO CBOEIT CTOPOHBI JO/DKEH 00ecriednTh pabOTHNKY paboTy
110 YCTAHOB/ICHHON TPY/I0BOJ PYHKIIMM U YCTIOBUSA TPYHA, OTBEYAIOIIIe
Tpe6OBaHMAM TPYHOBOTO 3aKOHOJIATENbCTBA J MHBIX IIPABOBLIX AKTOB,
a TaKKe CBOEBPEMEHHO BBIIIAYNMBATh PAOOTHNKY 3apabOTHYIO II/IaTY.
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TpynoBoit OorOBOp — 3TO OYEHb BAXKHBIN JOKYMEHT, ITOCTIe
3aK/II0YEHMS KOTOPOro Ha pabOTHIKA PacIpPOCTPAHAIOTCS BCe HOPMBL
0011[erOCyAapCTBEHHBIX IIPABOBBIX aKTOB B cepe Tpy/a U JIOKajib=
HBIX HOPMATVMBHBIX aKTOB, IPUHATHIX y pab0TOAATENA M OTHECEHHBIX
K JIeSITENbHOCTY PabOTHHMKA.

Hy>xHO MMeTb B BUJLY, YTO IIOZ, IIOHATHEM «3aK/TI0YeHUR TPYT0BO-
ro gorosopa» TpynoBoIl KOfEeKC IOHMMAaeT He TObKO 0dopMIeH e
JIOKYMEHTa B IIMICbMEHHOM BIJIe, HO U (PaKTHYeCKOe Ha9a/Io,paboThl
y paboTopaTesis ¢ ero BefioMa WM 10 eTro IIopy4YeHuio. B aTom ciayuae
00513aHHOCTBIO paboTozaTeNA ABNAeTCA 0dOpPMIeHE TPYLOBOTO
ZIOTOBOpa B IMICbMEHHOI (opMe B TeueHue Tpex JHeid o JHA haKTI-
4eCKOoro JoIylieHns paboTHuka k pabore (¢r.67 TK PO).

OrpannyenneM Ipy 3aKI0YEHNN TPYZOBOIO JOrOBOpa ABIAETCS
BospacT. He focturmme 16 et 1mija MOEY T 3aK/I109aTh TPYOBON
IOTOBOP TONBKO MPU COOMIOIEHNN CTPOLO 0roBopeHHbIXx B TK PO
ycnosuit. Hanmpumep, oHn MoryT oOPMAATECA Ha paboTy C TeTKUMI
YCTIOBMAMH TPYZIA, He IPUYMHAIOLIMMU BPeia MiX 3J,0POBbBIO, C COITIACHsA
ponuteneit u oprana oneku u ap. (cT.63 TK PD).

B HeKOTOPBIX C/Ty4asAx 3aNpellieHo 3aK/IdeHye TPYLOBOro JOroBopa
C OIIpefie/IeHHBIMI TMIJaMU BICHLy CHEIV (VKM BBIIIOTHAEMON PabOThI
(cM. CTOpOHBI TPYHOBOrOIOTr0OBOPA).

TpymoBoit oroBop B,60/IBIIMHCTBE C/Ty4aeB sBISETCS 6€CCPOIHBIM.
Opnaxo B TK P® ompeneneHsr, c1ydan, KOrga JOIyCKaeTcsA 3aKIo-
JeHle TPYOBOro OroBopa Ha olpeeeHHbIN CpoK (cM. CpOdHbIi
TPYHOBOII OroBop. JOroBop Ha HeOIpeJeleHHbI CPOK).

B HacTosAmuii MOMEHT He CYLIECTBYET YHUBEPCAIbHOM TUITOBO
dbopMBI TPYZOBOLO FOTOBOpA.

ITocranosnenuem IIpaBurenncrsa Poccuiickoit @epepannumu
ot 27 aBrycta 2016 r. Ne 858 yrBepskieHa TUIIOBasA popMa TPYLOBOTO
JIOTOBOPA, 3aKMOYaEMOro MeX/ly pabOTHMKOM U paboTofaTesieM —
Cy6beKTOM MajIOTO NpeIpYHIMATe/IbCTBA, KOTOPII OTHOCUTCS
K M#IKponpennpuAtuAaM. JJanHasa ¢popMa MMeeT ONpefie/IeHHYI0
criennuKy, CBA3aHHYIO C TeM, YTO MUKPOIPEAIPUATIA MOTYT He
U3/1aBATH 00:13aTe/IbHBIX IOKaIbHBIX HOPMAaTHBHbIXE AKTOB, IO3TOMY
OHM JIO/DKHBI OTPA3UTh HEOOX0oAUMYyI0 MHPOopMaluio (HalpuMep,
coflepXKaIlyI0Cs B IIPAaBUIaX BHYTPEHHETO TPYAOBOTO PacIopsAIKa)
B TPYZOBOM JIOTOBODE.
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Tunosas popma TpyLoBOro ZOroBopa paspadoTaHa i PyKOBOJUTe-
JIell TOCYapCTBEHHBIX (MYHUIMIIAIBHBIX) yapesxernit (IlocraHoBneHne
ITpaBurenncria PO or 12 anmpens 2013 1. Ne 329 «O tunosoit popme
TPYZOBOTO IOTOBOPA C PYKOBOAUTE/IEM FOCYAPCTBEHHOTO (MYHMLIM-
IIaJIPHOTO) YUPEXJEHUA»).

PexoMeHpaLim O COCTAaB/IEHNIO TPYAOBOTO JOTOBOPa pagpadoTaHBI
111 pabOTHUKOB (efepalbHbIX O10/KeTHbIX yupexxaeanit (IIpukas
Munsgpascoupassutist PO ot 14.08.2008 Ne 424n «O6 yTBEpXKaeHUN
PekoMeHganmit Mo 3aKI04YeHNI0 TPYAOBOTO JOTOBOPa C PaOOTHUKOM
denepanbHOro OI0I>KETHOTO YUPEX/IEHNUS U eT0 IPUMEPHOIT Popme»).

JaHHble TUIIOBBIe GOPMBI I PEKOMEHAALINM KaZPOBbIe CITY>KObI
MOTYT OpaTh 3a OCHOBY IIPY COCTAB/IEHUY MHAUBUAYaTbHbIX TPYLOBBIX
TOTOBOPOB KOHKPETHOJ OpraHU3aI[MN.

TpymoBoit ;oroBop cocTaBIIAeTCA B ABYX 3K3eMIVIAPAX, IIOfIIVCHIBACTCS
paboraukoM u paboropareneM. OfyH IK3eMITIAP. OCTAETCs Y paboTo-
JaTerist, [Pyroit nepesaeTcs paboTHMKY NOFpocich (cM. Ilopnucanue
TPYZOBOrO loroBopa. BeTymeHne BICWIy).

CropoHbl TPYAOBOTO JOTOBOpa

CropoHamy1 TPyL0BOrO JOrOBOPa ABIOTCS pabOTOfATENb U paOOTHIIK.

Pab6oTHMKOM MOXXeT OBITH TONMbKO pusnyeckoe muno. 1o obie-
MY IIpaBMIy pabOTHUKY MOMKHO O6bITH He MeHee 16 meT. OfHaKO
B HEKOTOPBIX C/TyJasX, OTOBOPeHHBIX B cTaTbe 63 TK PD, croponaMu
TPYZOBOTO OrOBOpa MOTYT ObLTH /T11[a, He JOCTUTIIINE BO3pacTa 16 jieT.
Hanpumep, nonyuyBumiye 1y Ionydanlye obuiee o6pasoBaHme
NI, IpHUMaeMbIe€ Hd pa60Ty /11 BBITIOJTHEHWA JIETKOTO TPpyJa, HE
IPUYNHAIOLIETO BPea X 3T0POBBIO.

/11 HEKOTOPBIX BUAOB PAOOT yCTaHOBJIEHBI OTPAHIYEHMS, B COOT-
BETCTBUY C.KOTOPBIMM pabOTHMKAaMIU He MOTYT OBITb YKEHI[MHBI,
HecoBepilleHHOMe THIIE, TPaXK/IaHe, MIMeoIlle COOTBETCTBYIOLINE
MeIMITHCKUe TIOKa3aHIA.

TpymoBelt FOroBOp He 3aK/I0YAeTCA C XKEHIHAMM, eci paboTa
CBSI3aHA C TAXKE/IBIMMU, BPEIHBIMY 1 OIIACHBIMU YCTIOBUAMM TPYAA.
[lepeyHMITAKIIX pabOT yCTaHOB/EHDI B [lepeyHe TAKeNbIX paboT u pabot
€ BPEIHBIMY VIV OIIACHBIMU YCTIOBUAMM TPYZQ, IIPU BHIIIOTHEHUN
KOTODBIX 3aIIpeliaeTcs pYMeHeHNe TPY/ia )KeHIINH, YTBep>KIeHHOM
[Tocranosnennem [IpaButenbcrsa PO ot 25.02.2000 Ne 162.
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Takoe >xe OrpaHnMYeHNe YCTAaHOB/IEHO 1 J/IsI HECOBEPIIEHHOIE THIX
(c1. 265 TK P®D 1 [TepedeHd TsDKEbIX paboT U pabOT C BPELHBIMI WA
OITaCHbIMI YC]IOBI/IHM]/[ prua, IIpY BBIIIOTHEHVIM KOTOPBbIX 3aIIpEUIACTCSA
IIpMMEHEHNE TPY/a JIAL, MOJIOXKE BOCEMHANILIATH JIET, Y TBEP K IEHHbI
ITocranosnenueM ITpaBurenncTsa ot 25.02.2000 Ne 163).

PaboTomarenem MOKeT OBITH PU3MIECKOE MM IOPUSUMECKOE TUIIO.

dusnueckne anna MOTyT BCTyIIlaTb B pr,[[OBbIe OTHOIIE€HMA
B KaueCTBe MHVBMUAYaTbHBIX IpeAIpUHIMATe el I YaCTHbIX JINLI,
VICIIOJIB3YIOLINX TPYH PabOTHMKA B IIe/IAX TMYHOTO OOCTY KIBaHNA
(cT. 20 TK PD).

IOpuanyeckue nmuia B Ka4eCTBe CTOPOHBI TPYHAOBOIO I0TOBOPA
OCYIIEeCTB/IAIOT CBOM IIOJTHOMOYMA Yepes IpeAcTaBuTeNs »— pusndeckoe
1o, obnajaroliee IpaBoM IpueMa 1 YBOEbHEHMA pabOTHIKOB Ha
OCHOBAHUY IOJIOKEHNUI YIpeNUTeTbHbIX FOKYMEHTOB.

CpouHblil TPYAOBOIL JOTOBOP.
JloroBop Ha HeonpeeaeHHbIN CPOK

TpynoBble 0roBopsI ¢ pabOTHNMKAMU MOTYT 3aK/TIOYaThCSA Ha OIpe-
IeJIEHHDBIN M Ha HEOIpee/IeHHbIN CPOKMU.

B coorsetcTBuy ¢ TK P@8akrodeHne 6€cCpOYHOro TPYOBOrO
TOrOBOpA AB/IAETCA MPUOPUTETHBIM. OTHAKO, €CTIN B CBA3Y C XapaKTEPOM
pa6OTI)I VIY KaKVMM-/I00 VIHBIMIA YCIOBIMAMM HEBO3MOXKHO 3aK/IIOYNUTD
6ecCpOYHBII TPYLOBOVIOrOBOP, OH 3aK/TI0YAEeTCS Ha ONIPeie/IeHHBI CPOK.

OcHoBaHMs, B CBA3M C KOTOPBIMM TOITYCKALTCA 3aK/TI0YeHMe CPOYHOTO
TPYHOBOTO JIOTOBOPAy0IIpefeneHbl B ctaTbe 59 TK PO.

Cpenn HUX:

- BpeMeHHOe OTCYTCTBUe pabOTHIKA, Ha TO/DKHOCTb KOTOPOTO
MO>KeT ObITh IPVHAT.COTPYAHNK II0 CPOYHOMY TPYAOBOMY IOTOBODY;

— HeOOXOVMOCTD BBIIIOJTHEHNI BPEMEHHBIX VIV Ce30HHBIX PaboT;

— HEOOXORMMOCTb BBIIOJTHEHMSA PAOOT, BBIXO/IAIINX 32 PAMKI OObIY-
HOI1 IeATeIbHOCTY PabOTOJaTe LA, HAIIPYIMep ITyCKOHa/IaI0uHble PabOTHI;

< BBIOOPHAA TO/DKHOCTD MM paboTa B COCTaBe OpraHa, n3bupae-
MOTO Ha OIIPefle/IeHHBII CPOK, 1 PSJi APYTUX Cy4aeB.

B HEKOTOPBIX CTy4asX CPOYHBIN TPY/OBOIL JOTOBOP MOXKET OBITH
3aKIIOMEH 6€3 0COOBIX 06CTOATENBCTB, HO 110 COITIALIEHIIO CTOPOH. DTN
cIy4yay TakKe Ha3BaHbI B cTaThe 59 TK PO. Hampumep, ¢ meHcmoHe-
PaMII 110 BO3PACTY, C INILIaMM, M30PaHHBIMM 110 KOHKYPCY, C TNI[aMU,

128



4.TIPUEM PABOTHUKA HA PABOTY

HaHUMaeMbIMI Ha paboTy I IPefOTBPALeHNS VJIU YCTPaHeHN
IIOC/IeNCTBUI aBapuii, KaracTpod, HeCYACTHBIX CIyYaeB U T. Ji.

PaboropaTens He BlpaBe 3aK/II09aTh CPOYHBLI TPYLOBOI JOFOBOP
¢ pabOTHMKOM, He MIMes Ha TO OCHOBaHMit, 0603HaueHHbIX B TK POD.

MakcuMabHbIN CPOK, Ha KOTOPBIN 3aK/TI0YAETCsA CPOYHBILAPYHOBOI
IOrOBOP, COCTABJIAET 5 JIeT (KpOMe CPOYHOTO TPYLOBOIO IOTOBOPA & PyKOBO-
IuTeNeM OpraHM3aLuM, 71 KOTOPOTO CPOK JIeJICTBY: TPYHOBOro IOroBopa
OIpefiersieTCs YIPeNUTebHBIMI TOKyMeHTam, — cT. 275 TK PO).

CpoK fieficTBIA YKa3bIBaeTCsA B TEKCTE TPYZIOBOIO JOTOBOPA B KAYeCTBe
OJFHOTO 3 YCIoBMit. EC/it cpok He yKasaH, TO JOrOBOp CIMTAETEs OECCPOIHBIM.

B Tex cpoUHBIX JOTOBOPAaX, B KOTOPbIX HEBOSMOSKHO 3apaHee
OIIpefe/NTh TOYHYIO JaTy OKOHYaHMUA UX AEMCTBIU, yKa3bIBaeTCA
IIpUYMHA 3aK/TIOYEHNS CPOYHOTO JOTOBOpa WM COOBITIE, TOCTIe KOTO-
pOro TpymoBoit foroBop pacropraercs. Hampnmep, xorna paboTHUK
IIPUHUMAETCS C LIe/bI0 MCIIONMHEHMsI 00513aHHOCTE) BpeMEeHHO OTCYT-
CTBYIOILErO pabOTHMKA, 32 KOTOPBIM COXpaHsieTCs pabodee MeCTO.
TpyrmoBoii oroBOp, COOTBETCTBEHHO, PACTOPTAETCS IOC/Ie BBIXO/A
BPEMEHHO OTCYTCTBOBABLIEr0 paOOTHMKA HA paboTy.

IocpouHoe pacTop>keHue TPYEOBOT0 JOPOBOPA IIPOXOANT Ha 06X
OCHOBaHMAX (TO eCTb B TOM XeIIOPsI/IKe, YTO U PACTOP>KEHME TPYLOBOTO
IOroBOpa, 3aK/TI0YCHHOI'0 Ha HeOIpeie/IeHHbI CPOK).

ITo ncreyeHnu cpoka FEVICTBUSA TPYAOBOTO JOrOBOpa paboToaTENNb
00s13aH 13BeCTUTDb PAOOTHIKA O [IPEKpalleHN TPYAOBOTrO JOTOBOpa 3a
TPU Ka/IeHIapHBIX JHAMO BAaThLero OKOHYaHNA (KpoMe CIydaeB, KOrja
PabOTHVK IPMHAT Ha MECTO BPEMEHHO OTCYTCTBYIOLIETO pabOTHIKA).

Ecnu paboTHUK Tpofo/mkaeT paboTaThb IOC/Ie OKOHYAHMSA Ne/ICTBIA
TPYHOBOTO JJOTOBOPA; TO TAKOJ JOTOBOP aBTOMaTUYECKM CTAHOBUTCSA
6eccpOYHBIM.

COHCP)KaH]/Ie TPpyZoOBOIO JOroBopa.
O6s3aTenbHbIe U AOIIOTHUTETbHbIC YCTOBI A,
BK/IIOYa€MbI€ B TPYJIOBOI‘/JI JAOTOBOP

Copep>xaHue TPyLOBOTO JOrOBOPa (CPOYHOTO M 3aK/ITIOYEHHOTO Ha
HEOIIPele/leHHbIII CPOK) orpererneHo B ctatbe 57 TK PO.

B'cOoTBeTCTBIM C 3TOII CTAThEN B TPYHZOBOIL JOTOBOP BHOCSITCS:

— 0bmrast mHpOpMAIA 0 pabOTHUKE U PabOTOIATETTE;

= MeCTO U [jaTa 3aK/I04YeH s TPYAOBOTO ZOTOBOPA;
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- obs3aTeNbHbIe YCIIOBYSA, BK/IIOYaeMble B TPYLOBOII JOTOBOP;

— JIOLOJIHUTE/IbHBIE YC/IOBUS, BKII0OYaeMble B TPYLOBOIL JOTOBOP,

K o6uieit mHpopmManyy OTHOCATCS:

- ®.1. O. paboTHuKa;

- nasBanne paborogatens u @. V. O. npencrasutens paboropare-
7151, ecru paboroparens — opupndeckoe nuino, O. V. O. paboronarens,
ecnu paboromarens — QuU3MIECKOE TULIO;

- MAHHBIE JOKYMEHTOB, YIOCTOBEPSIOLIX TNYHOCTD PAOOTHIKA I
paboroparens (GU3NIECKOTO MNLIA);

- VIHH pa6oToparens (I0pMANIeCKOTO MNLa).

I[Top MecTOM 3aK/IIO4YEHMS TPYHLOBOTO JOTOBOPA TIOHUMAETCS TOPOT,
B KOTOPOM OH 3aKiiodaetcs. He creyet myTaTh 9TOT PeKBMU3UT € 00513a-
Te/IbHBIM YC/IOBYEM TPYLOBOTO JOTOBOpa —/A«MeCTOM paboTsi». ToUHOTO
TOJIKOBAHUSI, YTO TaKOe «MecTO paboTei», B TK P Hert, offHaKO MIPUHSTO
TIOf] 9TVUIM MOHATUEM MTOHMMATh MECTHOCTb, ByKOTOPOII HAXOIUTCS
opraHusauys, rae Oyger paborars pAOOTHYUIK.

Jlara saxo49eHns TpymoBOro OT0BOpa — 9TO JjaTa ero MOAIICAHNA
CTOPOHAMI TPYAOBOTO JOroBopa. [lata TPYZOBOTo JOrOBOPa MOXKET
COBIIAJIaTh VIM He COBIAAATh € HATOM BCTYIUICHNUSA €T0 B CUILY.

O6s13aTebHBIMY YCTIOBYSIMIATPYHEOBOTO JOTOBOPA SBJISIOTCA:

- faTa Havaja paboTel (MOXKET OBITD PSIMO OIpefie/ieHa B TEKCTe,
a MOXKeT He Ha3bIBaTbCl)— B 9TOM C/Iydae HadyajoM paboTel OymeT
IeHb, CTIeAYIOMWMIi 3a JHEM ITOAIVCaHNS TPYOBOTO I0TOBOPa, — CT.
61 TK PD);

— CPOK HelCTBMSITPYAOBOTO I0r0BOPa (I/I1 CPOUHBIX TPYOBBIX
IOTOBOPOB);

— MecTo paboThI (/11 OpraHM3aIil — MEeCTHOCTD, B KOTOPOII OHa
HAXORUTCS, B/ QUAMANTOB 1 060COOIEHHBIX CTPYKTYPHBIX TIOfpas-
IeNeHnil — UX Ha3BaHMe M MECTHOCTD, B KOTOPOIT OHM HAXOSTCA);

- TpynoBas\pyHKIUA (HaMMeHOBaHMe JO/DKHOCTH, CIIelualb-
HOCTH, TIpodeccnn ¢ yKazaHueM KBaaupuKaum B COOTBETCTBUN
CO HITaTHBLIM PacIMCaHNMeM U/VIM KOHKPeTHBIV BUJL BBHIITOTHAEMOI
PpaboTEI B paMKax JOKHOCTH, Ipodeccunt, ClielinanbHOCTI?);

— JCIOBUS OIUIATHI TPy/a (BKIIIOYAsi BCe COCTAB/IIONINE OIIATDI

2 HanMeHOBaHYe JOTDKHOCTeN! (Tipodeccnit, CrelyaTbHOCTeN), A7 KOTOPBIX ITPeyCMOTPEeHbI KaKyie-
JI60:0CcOObIE YCTIOBILS, TBIOTHL, KOMITCHCALIVN, OrPaHIYeHVIsT, JO/DKHO COOTBETCTBOBATD KBAIN(IKA-
IIVIOHHOMY CIIPaBOYHYKY VIV COOTBETCTBYIOIIEMY IIPOeCCHOHAIBHOMY CTaHAapTy. — IIpumed. asm.
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Tpyna: GUKCUPOBAHHBIN OK/IAZ U IEPEMEHHYI0 4aCThb — HaJ0aBKIL,
KOMIIEH AN, IPEMUN);

- pexumpl pabodero BpeMeHM U BpeMeHU OTAbIXxa (0¢060e
BHIUMaHIe 3TOMY pasfeny clefyeT YAeIUTb B TOM C/Iydae, eC/Ii i
paboTHMKA yCTaHABIMBAETCA OCOOBIN PEXUM, OTIMIHBII OT OOIUX
IIPaBUJL, AEMICTBYIOLINX y paboTOfaTeNA);

- XapaKTepUCTMKA YCIOBMIl TpyAa (kmaccupuKaius YC/I0BMIL
Tpyza 3akperieHa B DefepanbHoM 3akoHe oT 28.12.2013'Ne 426-D3
«O crenuanbHOI OLlEHKe YC/IOBUIL TPYAa», KIAcC BPeJHOCTN yCTa-
HaB/IMBAETCS [I0 Pe3y/IbTaTaM aTTeCTal, IIPOBOAVMMOIL CTIela -
3M[POBAHHBIM YUPEKCHIEM);

- XapakTep paboTbl (IIOABIKHOIL, pa3be3JHOI 1 IP.);

— TapaHTUMU U KOMIIeHCAluM 3a pabofy,C BpegHbIMu 1 (1/n)
OIIACHBIMM YCIOBUAMM TPyAa (Ipy oQOpMACHUY 3TUX YCIOBUI
cnenyer opueHTupoBaTtbca Ha VII pasgen TK P®, B koTopoMm
OIIPeNeNAITCs OCHOBHDIE IIOHATH S, MEPEUMCIAIOTCA CIydan Ipe-
TOCTaB/IeHUA FAPAHTHI ¥ KOMIIeHCAIii, a TaK)Ke KOHKPeTU3UPY-
eTcA cnenyduKa MX MpeoCTaBIeHIAIIA Pa3INIHbIX KaTeTOPUil
PabOTHUKOB);

- ycnoBue 06 00513aTeIbHOM COLAIBHOM CTPaXOBaHNUM pabOTHU-
Ka (B JaHHOM ITyHKTe YCTaHAB/I/BaeTCA 005A3aHHOCTh pabOoTO/aTeNA
OCYILIEeCTB/IATh 00513aTe/IbHOE COLaIbHOE CTPaxoBaHye pPabOTHIKA
B COOTBETCTBMM C IIpaBOBbIMU akTamy PO B arToit chepe, Hanpumep
DenepanbHbIM 3aKOHOM OT 16/07.1999 Ne 165-03 «O6 ocHOBax 00s1-
3aTe/IbHOTO COLMAIBHOLO CTPAaXOBaHMS»).

ITo cornmacoBaHMIO CTOPOH TPYJOBBIX OTHOLIEHUI B TPYJOBOII JOTO-
BOP MOTYT BK/IIOYAaTHEs JOMIOTHUTEIbHbIE YCIOBI, He IPOTUBOpeYalIye
TPYZOBOMY 3aKOHOBATEIbCTBY U He YXY/IIAOINe ero IOIOXKEeHNe 110
CPaBHEHNIO.C.TeMI yC/IOBUAMM, KOTOpble 3aKperuieHsl B TK PO.

K [0oHOTHNTENbHBIM YCTIOBMAM MOTYT OTHOCUTBCS CIeAYIOLe
YCIIOBUA:

—£06 yeTaHOB/IeHNM VICHBITAHNA I pabOTHMKA (KpOMe KaTero-
Ppuit, KOTOPBIM 3aIIpelleH0 Ha3HAYaTh MCIbITATeNbHbIN CPOK, HAIIPU-
Mep, 6epeMeHHBIM JKeHIMHAM, pabOTHMKaM, He JocTurmunm 18 rer,
P! 3aK/TI0YEHNH TPYHLOBOIO JOTOBOPA HA CPOK 0 IBYX MECAIIEB, IPK
ohopMIeHNN Ha BBIOOPHYIO IOTKHOCTD, IIPUI/IANIEHHBIM Ha paboTy B
HOPSAZIKe epeBofia U B Apyrux cnydasx — ct. 70 TK P®);
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— 0 HEpACIPOCTPaHEHMM OXPaHAEMOI OPTaHN3ALVEN ¥ 3aKOHAMHA
TalHBbI;

- 06 06513aHHOCT OTPAOOTATD OIPENIe/ICHHBIN CPOK IOC/IEe OOy IeHNMsE;

— O MaTepuajabHOM OTBETCTBEHHOCTI;

— ApYyTHe YCIOBUA IO YCMOTPeHMI0 paboTofarers, He HPOTHUBOpe-
Yaliye HOpMaM TPYAOBOro IpaBa.

ITognncanue TpygoBoro gorosopa. Bcrynnenue B cumy

TpymoBOIt ZOTOBOP COCTABISIETCS B IBYX 9K3eMIUISAPAX, IOSIIICHI-
BaeTcs1 pabOTHUKOM 1 paboromareneM. Oyt IKSEMI/LIP OCTAeTCs
B KafIpOBOII c1y>be, [pyroit mepenaeTcs: paboTHUKY. LIs TOATBepXK e-
HISI TIOZTyYeHNs PaOOTHIKOM €T0 9K3eMITIsIpa, KaK IPaBUjIO, B TPYOBOIT
TOTOBOP BHOCUTCSI 00 9TOM OT/eIbHas Ipada, B KOTOPOit pabOTHUK
CTaBUT CBOIO COOCTBEHHOPYYHYIO ITOATIUC.

TpynoBoit OroBOp BCTyIaeT B CHTy MO0 € MOMEHTA €T0 O/ -
caHus pabOTHUKOM 1 paboToparesieM, b0 ¢ narsl GaKTUIECKOTO
monylieHus paboTHMKA K paboTe ¢ BegoMa U 110 IIOpPy4eHuIo pado-
romarend (ct. 61 TK PO).

ITpu aTOM HavanoM paboTBI MOT'YT OBITD:

— IepBBI pabouuii feHs; ClenyIOmuil 3a JHeM ITOAIVICAHNA TPY-
IOBOTO [IOTOBOPA;

- JieHb (aTa), yCTaHOBICHHBL B TEKCTE TPYHLOBOTO JOTOBOPa;

- JeHb, Korfja paboTHYK (paKTiuecKy ObUI ZOMYILeH K0 paboThI.

B mocnenneM ciyuae MpeAflosaraeTcsi, YTo TPYAOBOIL JOTOBOP Ha
MOMEHT Havajia pAbOThI B IICbMEHHOM BIifle He ObIT 3aKioueH. [1pn
TaKIX 00CTOATENbCTBAX HOFOBOP JO/DKEH ObITh 0(OPM/IEH B IMCbMEH-
HOIT popMe B TeyeHue Tpex JHell O THs HAKTUIECKOTO HOMYIeHMs
K pabore (ct. 67 TKPOD).

[TopnucaHHbI TPYAOBOI JOTOBOP PETUCTPUPYETCS B KypHasIe
perucTpany TPyAOBLIX JOTOBOPOB 1 JOIIOTHUTEIbHBIX COITIAIICHNI
K HUM (€M PeriieTpariyist TpyLoBOro HOroBopa).

Perucrpanusa TpygoBoro Joropopa
PeryteTpanyist TpPyLOBBIX JOTOBOPOB € pabOTHMKAMM (M JOIIOTTHM-
TETBHBIX COIVIAIIEHNII K HUM) OCYILeCTB/ISETCS C IIOMOLIBIO XXYpHaia
PETUCTpanyi TPYLAOBBIX JOTOBOPOB U OTIOTHUTETbHBIX COTTIAIIEHUI
K TPYZLOBBIM JIOTOBOPaM.

132



4.TIPUEM PABOTHUKA HA PABOTY

B TpynoBoM 3aKOHOAATEIbCTBE OTCYTCTBYET TpeOoBaHye 00513aTe/IbHO-
IO BeJIeHVISI 9TOrO JOKYMEHTa, OHAKO eI'0 COCTAaB/ICHVIe HCOOXOVMO UL
obecriedeHns1 y4eTa, KOHTPO/LA M MHPOPMAI[VIOHHO-CIIPABOYHON PabOThis

dopma XypHaa He permaMeHTHpoBaHa. Hampumep, oHa MOXKeT
cofep>XaTh CIefylomue rpaduli: HOMep II0 IOPAIKY, 4aT Y HOMep
3aK/TI0OYEHHOTO TPYLOBOTO I0T0BOPA (JOIIOTHUTE/IbHOTO COITIAMICHIA),
®. J1. O. paboTHMKa, AaTy Ha4a/Ia paboThI, CTPYKTYpHOE IOAPasfieeHe,
IO/DKHOCTD, XapaKTep paboTbl, CPOK AEICTBYSA TPYLOBOI'O JOLOBOpa
(W1 CpOYHBIX TPYLOBBIX JOTOBOPOB), OTMETKY (IIOAIIVCH) O MOMYYeHNN
BTOPOTO 3K3eMIIIApa Ha PYKH.

HyMmepanus TpyzioBbIX I0TOBOPOB, KaK IIPaBIJIO, BEAETCS B BaIOBOM
HopAfiKe B IpefieNiaX KaleHjapHoro roga. [ KpynHbIX OpraHu3anmi
¢ 60/IBIIVIM KOMYeCTBOM 0(OPM/IAEMBIX TPYHEOBBIX JOTOBOPOB Pery-
CTpaIVIOHHbIE HAEKCHI MOTYT ObITH JOIOEHECHBIOYKBEHHBIMI MIN
11 pOBLIMU KOJLAMU, 0603HAYAIOMINMY, K IPUMEPY, MECAI] IpueMa,
CTPYKTYpHOE IIOApa3fenenne, CpOK TPYEOBOTO JOTOBOPA 1 T. .

B coorBeTcTBIUM €O cTaThelt 695 [lepeuHs TUIOBBIX YIIpaBIeHIeCKIX
apXMBHBIX JOKYMEHTOB, 00pa3yoINXed B Ipoliecce AesATeNbHOCTI
TOCY/IapCTBEHHBIX OPTaHOB, OPTAaHOB MECTHOTO CaMOYIIPaBIeHMA
1 OpTaHM3AIMII C YKa3aHMeM CPOKOB XpaHEeHN, )KYPHAJI TPYAOBBIX
TOTOBOPOB JO/DKEH XPAHUTLCA B ApXVIBe OPTaHM3aIVM B TedeHe 75 JIeT.

Hapymenns npwodopmieHnn TpyroBoro Joropopa

[IpeBbiieHne CpoKa 0(POPMIEHIIS TPYLOBOIO JOTOBOPA, HAPYIIEHs
npu opopMIeHNY TPYLOBOTO JOTOBOPA, HAIIPUMEP, OTCYTCTBME
B TPY/IOBOM JIOrOBOpe TI000ro0 113 yKa3aHHBIX 00513aTe/IbHbIX YCTIOBMIA,
OTCYTCTBUE MOIINCH, TIOATBEPXKAAOIIEl MOoydeH1e paboTHIKOM
€T0 3K3eMIULAPA, M MHBIX CBEeJeHMII, yCTAaHOB/IEHHBIX B cTaTbe 57 TK
PO, aBnA10TCA aAMUHUCTPATUBHBIM [IPAaBOHAPYILIEHUEM.

B crarbe 5.27 KoAIl onpepnernsieTcst pasmep mtpadoB, HamaraeMpix Ha
paboronateneit — by3MUecKuX L, OPUAIIECKIX UL U JO/DKHOCTHDIX
JIN1I, 82 HApyIIeHN IIpYU 3aK/II0UE€HUN TPYHOBbIX JOTOBOPOB, a TAKXe
IIpY YKIOHEHMY OT UX 3aK/TI0YEeHM .

Cymmainrtpados coctasiseT ot 5 o 100 Teicsd py6iiei.

TMoBropHOe HapylIeH e B 9TOJ chepe MOKET IIPUBECTH K AUCKBANIN-
duKauyy JO/DKHOCTHBIX JIUIL Ha CPOK 10 3 JIeT M YBEMMYEHNIO CYMMBI
urrpada a1 opraHusanuii.
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Kpowme Toro, yknoHeHue ot 0opopMIeHM TPYLOBOTO JOTOBOPA,
HeHajJlIexallee opopMIeHe TPYAOBOTO JOTOBOPA MV 3aK/TI0YeHNEe
TPaKAaHCKO-IIPABOBOTO IOTOBOPA, PaKTUIECKU PETyINPYIOIILEO
TPYAOBble OTHOLIEHNS MeXYy pabOTHUKOM U paboTofaTeeM, B
CTydae COOTBETCTBYIOIEl 5KaoObl pabOTHMKA MOXKET IIOCHYKUTb
OCHOBAHMIEM JIJIsI BHEIUIAHOBOII IPOBEPKM (efiepaTbHOMHCIICK AN
Tpyna (ct. 360 TK PD).

ITpuxas o mpueme paboTHNKa Ha paboTy

Ha ocHoBaHMu TpyzoBoro foropopa opopMiasAeTes Ipirkas o npu-
eMe pabOTHMKa Ha paboTy. DTOT JOKYMEHT SB/IACTCA/003aTe/IbHBIM
37IEMEHTOM B IIpoliefype Tpygoycrporictsa (¢1.68 TK P®). Copepsxa-
HIIe NIPMKa3a JODKHO MOMTHOCTBIO COOTBeICTBOBATh BCeM YC/IOBUAM,
YCTaHOBJIEHHBIM TPYHIOBBIM JOTOBOPOM

[Tpnkas MoxxeT 0OPMIATHCA C IOMOINBIO,YHUDUIIMPOBAHHOI
¢dopmsr T-1 (T-1a) nan hopmsl, paspadOTaHHOI OpraHu3anuen
CaMOCTOSTENbHO.

YandunyposanHas GpopMa COepKUT MO, B KOTOPble BHOCUTCS
omnpepeneHHas MHGOpPMaLUVs: YUUTHIBAs, YTO YHUPUIVIPOBAHHbIE
dbopMbl TepecTanyt HOCUTDb 0OsI3aTeNbHbII XapakTep, T-1 MoXeT ObITh
B35Ta 32 OCHOBY ¥ TPaHCPOPMMUPOBAHA B COOTBETCTBUM C 3a/jadaMu
opranusanun. Eciv oprann3amist paspabaTbiBaeT CaMOCTOSTEIBHYIO
¢dopmy, eit crnenyeT QIMUPATbCA Ha 00LIMe TpaByIa 0POpPMIEHMS
IIPUKA30B IO TMYHEMY COCTaBY.

ITpukas opopMsgeIcs Ha 001eM 61aHKe OPraHU3aLNU B COOTBET-
ctBuy ¢ Tpe6oBannaMn FOCT P 7.0.97-2016.

TexcT MOXeT COAepaTb KOHCTATUPYIOI[YIO YaCTh, B KOTOPOIL
000CHOBBIBAIOTCA IPUYNHBI IIpyeMa pabOTHNKA Ha paboTy, U pac-
HOPAUTEAbHYIO 4aCTb, B KOTOPOIL JaeTCA pacHoOpsDKeHMe IPUHATD
paboTHMKA Ha KOHKPETHYIO JO/DKHOCTD C y4eTOM TeX YC/IOBMIL, KOTOPbIe
ObLIM 3aKPeEIUIeHbI B TPYAOBOM fioroBope. [Ipukas Mo>keT cofiep>kaTh
TOJIBKO PacITOPAUTEIbHYIO YaCTh, B KOTOPOII YKa3bIBAIOTCA:

- @.7. O. paboTHNMKa;

—HayMeHOBaHMe CTPYKTYPHOTO IIOfipasfie/ieHnsA, B KOTOpoe
IOCTyIIaeT pabOTHIK Ha paboTy;

— /BOTKHOCTD B COOTBETCTBUM CO IITATHBIM PAaCIVICAHUEM;

— [aTa Havama paboTb;
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4.TIPUEM PABOTHUKA HA PABOTY

— JlaTa OKOHYaHMUsA paboTBhI (I/Is1 CPOYHBIX TPY/OBBIX JOTOBOPOB);

CPOK VICIIBITaHMS (€CTIM YCTaHAB/IVMBACTCA);

yC/IOBUA IIpyeMa Ha paboTy (HalpuMep, IIOCTOSTHHO);

- XapakTep paboTbI (HampuMmep, 0 COBMECTUTEIbCTBY, [/LS 3aMe-
I[eHMs] BpEMEHHO OTCYTCTBYIOLIEr0 pabOTHNUKA, [/ BHIIOMHEHNs
OIIpefieTIeHHOI paboThl).

ITpoeKT mpuKasa MOTYT BUSMPOBATH O/DKHOCTHBIE JIVIIA OpraHM-
3aly1, HAlIpMMep, PYKOBOANUTENDb KaJpOBOIL CITy>KObI, PyKOBOLVITE/Ib
IOPUINYECKOIL CITY>KOBI, PyKOBOAUTE/Ib CTPYKTYPHOTO IIOfIpA3/IeTIeHNs,
KyZia IIOCTyTaeT Ha paboTy pabOTHUK, a TaKXXe LIABHBLA OyXranrep.
Ecnu Ha mpoekTe mpuKasa IpOCTaB/IAIOTCA BU3bl COMIACOBAHNSA, I
HIX HeOOXOIMMO HPeyCMOTPETh MECTO HYDKe MORIICH PYyKOBOJNTEIIA.

[Tocrne cormacoBaHysA IpMKasa OH MOANNCBIBACTCA PYKOBOAITeIeM
OpraHM3anyy, ¥ pabOTHUK C HUM 3HAKOMUTEA ITOf pocmich (cM. OsHa-
KOMJIeHMe pabOTHIKA C IIPUKA30M O IpyieMe Ha padory).

ITo Tpe6oBaHMI0 paboTHMKA PabOTORATEMb 0053aH IPEJOCTABUTD
paboTHUKY Komuy 9Toro mpukasa (€. 68, TK PD).

OpuryHan npukasa XpaHUTCA B oT/ee Kafgpos. Komvm nepenarorcs
B OyXrajITepuio U MOALINBAIOTES B IGHOE [ie/0 (eC/iu OHO BEReTCs
B OpraHu3alum).

Ha ocHoBaHMyM mpukasd fealoTcs 3alicy o IpreMe Ha paboTty
B TPYAOBOII KHIDKKe 1 IMYHOM KapTOuKe pabOTHMKA.

Perncrpanyus Npukasos o npueme Ha pabory

ITpuka3s o nmpreMe Ha pabOTy MOXKET PerUCTPUPOBATHCS B aBTOMA-
TU3MPOBAHHOII CHCTeMe, € IIOMOIIBIO )KyPHa/Ia perucTpaliy IPUKA30B
I10 IMYHOMY COCTaBY.M/IM )KypHajIa peTMcTpaly IPUKa30B O IpyeMe
Ha paboTy (B 3aBICUMOCTY OT 00bEMOB Ka/JpOBOTO [Ie/IONPOU3BOACTBA).

JlaHHBIe JKYPHA/IbI He ABJIAI0TCA 005A3aTeIbHBIMI B COOTBETCTBUMN
¢ TK P®/OpHako,0HM Bcera BeflyTCsA B KaIpOBBIX CITY>K0aX, TaK Kak
C IIOMOIBIOHIX 06ecrieyrBaeTCs yueT KapOBBIX IPUKA30B I MOXKET
BeCTHCh MH(POPMALMOHHO-CIIPaBOYHAsA paboTa.

@®opma XypHasa He pernaMeHTHpoBaHa. OH MOXKeT BK/II0YaTh
B_Ce0S ClleffyIonIe paszienbl: Ne 110 MOpAZKY, ATy IpUKa3a, HoMep IpH-
Ka32, 3aro/IoBOK K TeKCTY (€C/Iu B KyPHaJl OAMINBAIOTCA HECKOTBKO
PasHOBUHOCTEI IPUKA30B II0 IMYHOMY cocTaBy), ®. V. O. paborHuKa,
TaOeMbHBIII HOMep, OCHOBaHNe (JaTy U HOMep TPYLOBOTO JOTOBOPA).
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Kak nmpaBuo, npukasbl UMEIOT BaJIOBYI0 HyMePAILMIO B IIpefenax
KaJIeH[JapHOTO rofia. PerucrpanoHHblil MH/IEKC MOXKET JOIOMHATHCA
KaKUMMU-1160 6YKBEHHBIMIU MU VPPOBBIMI 0003HAUCHUSAMHM, YGTa-
HOBJIEHHBIMI B OPTaHMU3ALIVIL.

JKypHan perncrpanym nIpukasos II0 TNYHOMY COCTaBYAIPUKA30B
0 IpueMe, IIepeBoJie, YBOJIbHEHNY PaOOTHUKOB) Ha3bIBAGTCS B CTa-
The 695 IlepedHs TUIIOBBIX yNIPaBI€HYECKMX aPXMBHBIX JOKYMEHTOB,
06pasylomuxcs B Ipolecce AesATebHOCTI TOCYaPCTBEHHBIX, 0PraHOB,
OPTaHOB MECTHOI'O CAMOYIIPaB/IEHUs M OPTaHU3ALNI, C YKA3aHNEM
CPOKOB XpaHEHMA U NOJDKEH XPAHUTHCHA, B COOTBETCIBIUM C HUM,
B TeyeHue 75 JIeT.

OsHakoM/IeHIIe pa60THI/IKa € IIPUKAa30M
0 IIpueMe Ha paboTy.
IIpukas o npreMe Ha paboTy 00BSB/IAETCA PAOOTHIUKY IIOJ] POCIINCH
B TPEX/IHEBHBIIT CPOK CO [Hs Havaaa paboTsi (ctT. 68 TK PO).
[Mopmucy pabOTHMKA IPOCTABISAETECS B CAaMOM IIpUKase B BUJE
BU3bl O3HAKOMJ/IEHSI U COZIEP>KUT PPASY «€ MIPUKA30M O3HAKOMIICH,
JINYHYIO TIOANNCH pabOTHMKA 1 JATY O3HAKOM/IEHVISL.

BHeceHme cBefieHUIT B TPYAOBYIO KHIDKKY PaOOTHIKA
VI 3aIIO/THEH e CBEEH UL BJIMIHOIT KapTOYKe pabOTHMKA
Ha ocHoBaHMu npikaza o mpueme Ha paboTy BHOCATCA 3aINCK
B prHOByIO KHI/I)KKY pa6OTH]/IKa U 3aIIO/THAIOTCA CBEOCHNA B JINYHON
KapToyke paOOTHMKa:
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5. IEPEBOJ] PABOTHVKA HA
OPYI'YIO PABOTY. UI3MEHEHME
OIIPEJE/TEHHBIX CTOPOHAMMU

YCJIIOBUM TPYJOBOI'O TOTOBOPA

3meHeHns onpeneieHHbIX CTOPOHAMM
YCIIOBIIi TPYAOBOTO IOTOBOPA, B TOM YMCIe
nepeBoy; pabOTHMKA Ha IPYIyI0 paboTy:

B nporecce TpyRoBoit feATeIbHOCTU Y pPabOTHNUKA MV paOoTozaTe-
JIsI MOTYT BO3HUKATb OOCTOATENBCTBA, KOTOPble HEM3OEKHO TIOB/IEKY T
M3MeHEeHE YCIIOBUII TPYAOBOTO JOTOBOPA MU TPYAOBBIX TOTOBOPOB.
Hanpumep, 310 MOKeT ObIT TIEpeBOj; pabOTHUKA MM PabOTHIKOB
Ha JIpyTr¥e JO/DKHOCTH, U3MEHEeHNs B CTPYKType Oprannsarum, yse-
NMYeHNe IITAaTa, lepepacipeenete Halpy3Kul, BHEAPEHe HOBBIX
TEXHOJIOTUIT B paboTe, N3MeHeHVe PeKUMa TPYAR U OTJbIXA U T. [I.

[yt Toro 4TO6BI He 6bUIM HAPYIICHBIEPaBa PaOOTHIKOB ¥ IIPK
3TOM He TIOCTPaJa/IN MHTEPEeCH pabOToaTe s, IIPoLieAypa N3MeHEeHNS
YCIIOBUI TPYAOBOTO JOTOBOPA JO/DKHAOBITH OCYIECTB/IEHA B COOT-
BETCTBUI CO BCeMU TPeOOBAHMAMIE TPYAOBOrO 3aKOHOAATE/IbCTBA.

ImaBa XII TK P® nocssamnjeHa M3MeHEHUIO TPYAOBOTO IOTOBOPA.

VI3meHeHNe TPYAOBOrO JOTOBOPA BO3HMKAET B CIEAYIOLIMX CTydasix:

— IIpYU U3MEeHEeHUM OIPefie/IeHHbIX CTOPOHAMM YCTIOBUIL TPYHZOBOTO
JIOTOBOPA;

- cMeHe COOCTBeHHIKA MMYNIECTBA, NI3MEHEHNU TI0JBEJOMCTBEH-
HOCTH, TUIIA YIPEXKAEHIS, peOpraHn3aINN;

- OTCTpaHeHM! paOOTHUKA OT pabOTHI.

Hamn6osee 4acTO BCTpeYaloTCs U3MEHEHNA ONIpefie/IeHHbIX CTOPO-
HaMI YC/TOBMIT TPYKOBOTO JoroBopa. Hanmpumep, usmeHenne mecra
paboTsl, TpyAOBoIt PyHKIMY, omIaThl Tpysa u Ap. (cm. ComepkaHue
TPYZOBOLO fOTOBOpa. O6s3arebHbIe U TOMOTHUTENbHbIE YCITOBS,
BK/II0YaeMBI€ B TPYLOBOIL JOTOBOP).

T1Of M3MEHEHVSIMY OIIpefie/leHHbIX CTOPOHAMY YC/IOBUIL TPYAOBOTO
JIOrOBOpA ITOHMMAIOTCS:

— ‘TIepeBOs pabOTHMKA, IPE/IIOIAraoLil MI3SMEeHEeHe TPYAOBOI
GyHKIIUY, CTPYKTYPHOTO MOfpa3ie/ie sl UIVi MECTHOCTH, B KOTOPOIL
pabotaer opranusanys (ct. 72.1 TK PO);

= M3MeHeHe MHBIX YC/IOBUIT TPYOBOTO JOTOBOPA, OCYILIECTBIISIEMBIX
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10 MHUIIMATUBE PabOTHMKA, MHUIMATHBE PabOTOATE/s IU B CBSI3U
C 00CTOSATETILCTBAMH, He 3aBUCSIUMU OT BOJIV CTOPOH.

[TepeBof MOXeET OCYIIECTB/IATHCS KaK 110 MHUIMATHBE PaOOTHIIKA;
TaK 1 110 MHUIMATVBe paboTomaTesd. [I/I1 ocyliecTBIeHNs IIepeBoyia
HEOOXOMMO MUCbMEHHOE Cormacye paboTHMKA (KpoMe HEKOTOPBIX,
oroBopeHHbIX B TK P, cmyqaes — ct1. 72.2 TK PO). [Tpn sToMBCe n3Me-
HSOLINECS YCTOBUS TPYLOBOTO JOTOBOPA TO/DKHBI OBITh 3aKPeTIeHbI
B IIMCBMEHHOM COI/IAILIEHNUN MeX[Y PAaOOTHUKOM U paboToaTesieM (CT. 72
TK PO®) (cm. JomonmHnTenbHOE COIIAllIeHe K TPYLOBOMY JJOTOBOPY).

VI3meHeHMe IpyTUX YCIOBUIT TPYHZOBOTO JOTOBOPAMOXKET OCYIIeCT-
BJLSITHCS KaK B MHTepecax pabOTHNUKa, TaK U B MHTepecax paboropa-
tenst. OT 9TOTO 3aBUCUT Ipolenypa opopMIeHNsT TAKUX U3MEHEHNUI.
Hanpumep, noBbsllieHre OK1aga MOXKeT ObLTh 0POPMIIEHO TONTBKO
TOIIO/HUTENbHBIM COIJIAlIeHMeM K TPYAOBOMY HOEOBOPY 1 IIPUKA30M
paboroznarens, a u3MeHeHNs YCTIOBUIL TPYAOBOTO AOIOBOPA 110 IIPUYMHAM
V3MeHEeHM S OpTaHN3alYIOHHBIX VI TeXHOJIOTYeCKIX YCIIOBIIL TPYHA,
VMHMLVVPOBaHHbIe paboTOfaTeeM; MOTYT VIATH Bpaspes ¢ MHTepecaMu
paboTHuKa. B aTOM Ciydae mpoLenypa FOKYMEHTa/IbHOrO 0OpM/IeHNS
BKJIIOYAeT TaK>Ke MIICbMEHHOE M3BeleHNe pabOTHIKA O IIPEACTOAIINX
U3MEHEHMX 3a IBa MecsLa O UIX HaCTYIUIeHN . B oTeNbHBIX cyyasnx
CPOK HarpaB/ieHus u3BelleHyss MoXeT ObITh n3MeHeH. Harpumep, pabo-
TofaTe/b — PU3NIecKOQ M0 YBeJOM/IAeT PaOOTHIKA 00 M3MEHEeHMAX
YCIIOBUIL TPYHOBOTO JOL0BOPA 32,14 KaneHapHbIx gHeil (cT. 306 TK PO).

B mmcemeHHOM 13BeleHI/ PaboToaTeNb JODKEH He TONbKO Ha3BaTh
BCe U3MEHSIOMNECs YCI0BUA TPYHLOBOrO JOTOBOPA, HO U OOBSICHUTD
IIPUYMHBI 9TUX U3MEHEHUIA.

Hy>xHo nmets B\BuUpY, 4TO, B CIy4ae CyfebHOTO pasbupaTenpCcTsa,
paboTopatens 6yHeT.-00513aH JOKa3bIBATb, UTO YCTIOBYS TPYAOBOIO JOTOBO-
pa ObUTH M3MeHEeHbI MIMEHHO BCIECTBYIE M3MEHEeHNIT OPraHN3alIOHHBIX
MTH TeXHOMOTMYecKyx yemosuit Tpyaa (1. 21 IToctanosnenus Ilnenyma
Bepxosnoro Cygia PO ot 17.03.2004 Ne 2 «O npumenenun cygamu Poc-
cuiickoit eneparyn Tpyrosoro komekca Poccnitckoit @egeparm»).

[lo/THOTO CriMcKa, YTO MOXKHO OTHECTM K TaKMM M3MEHEHU M,
B.TPYHBOBOM 3aKOHOZATe/TbCTBE HeT. B kadecTBe mpumepa B TK PO
U Ha3BaHHOM BbIllle [locTaHOB/IEHNM IPUBEEeHBI CIeAYIONINe CTyqan:

— /MI3BMEHEHUI B TEXHNUKE U TeXHOJIOTVY IPOV3BOJICTBA;

— COBepIIEHCTBOBaHMsI PabOYMX MECT Ha OCHOBE MX aTTeCTaI[UN;
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- CTPYKTYPHOII peOpraHm3aruiy pou3BOfCTBA.

YBepoMIIeHMe Bpy4daeTcs pabOTHMKY IO, pOCINCH (B 9K3eMILApe
paboToparens).

B cnygae ecnu paboTHUK OTKa3biBaeTCsl paboTaTh Ha HOBBIX
yCIOBMSAX, paboTofaTeb 00sg3aH MPeA/IOKUT eMY B IMCHMEHHOM
BIJle MHYIO paboTy (HOIycKaeTcs MpeIaraTb NHYI0 pafoTy B yBe-
HoM/IeHny 00 M3MEHEHUY YC/IOBUII TPYLOBOTO forosopa). Ilpn atom
paboTopaTesnb JO/DKEH IPE/IOKUTD BCe MMEIOIINecs Y Hero BakaHCH,
BK/II0Yas paboTYy, COOTBETCTBYIOLIYIO JO/DKHOCTU U KBaMnpUKaLum
paboTHNUKa, a TaKXKe pabOTy Ha HIDKeCTOsAIIel OMKHOCTH. [1aBHOe
yC/IOBM€ — 3TO BO3MOXXHOCTb PaOOTHNUKA BBIIOTHATE 5Ty paboTy
B COOTBETCTBUM C COCTOSTHIEM 30POBbBSI.

Ecmu paboTHUK coramaeTcs Ha IepeBoji; TO OH IOKyMEeHTa/TbHO
odopmrsercs.

Ecnu nnott paboThl y paboTopaTens HeT WAMPAOOTHNK OKa3bIBa-
€TCsA OT BCeX IPeMTIOKEHHbIX eMy BaKaHCHil, HaYHAeTCS IIpoLiefypa
YBOJIBHEHMsI PAaOOTHIKA II0 CTaThe «OTKA3pabOTHIKA OT IPOJO/DKEHNS
paboTHI B CBA3Y C M3MEHEHNEM OITPe/IeICHHbIX CTOPOHAMN YC/IOBUIA
TPYROBOro foropopar (1. 7 ct. 77 TK PD).

IlepeBop Kk gApyromy paborogarenro

XoTs nepeBof K APyroMy paborofiaTeio ABIAETCA OIHOI 13 GopM
IepeBojia B COOTBETCTBIN €O craTbeil 72.1 TK PD, pakTnueckn on
IIpeAITIOIaTaeT He U3MeHeHle YC/IOBIUIL TPYLOBOTO JOTOBOPA, a €ro
pacTop>KeHne ¢ IOCAeAYIOIINM 3aK/II0YeHeM HOBOTO TPY/IOBOTO
JIOTOBOpA y APYTOro pabOTOAATeNA.

[ Toro 4TOOBI TAKOI! IIepeBOJ ObII 3aKOHHBIM, TPeOyeTCs MUCh-
MeHHas IPocb6a MM coracyie pabOTHIKA Ha IIePeBO,.

TK P® He yTOoYH:AET, C IOMOILIbIO KAKUX JOKYMEHTOB 0(DOPMIIA-
I0TCA NUChbMEHHasA pocbba n cornacue paborHuka. Kak npasuo,
B 9TUX II@JISX MICHO/NIb3yeTCs 3asABeHNe pabOTHUKA C IPOChOOIT 06
YBOJIBHEHMM B TIOPsAJIKE IIepeBOJia.

Cama npollefiypa yBOIbHEHMA B IIOPAJKe IIepeBofia He MPpOoIcaHa
B IIPaBOBBIX aKkTax PO.

Ha mpaxTrke oKyMeHTanbHOE 0(OpMIeHe ITPOIIe/[ypPhl TAKOTO
HepeBofia HAUYMHAETCA C MIChbMa-3aIIpoca MU IMChbMa-IIPUTTIAIIEHNSA U3
CTOPOHHeIT OpraHM3ALUI C TPOCHOOIT O IepeBoie K HeMy PabOTHMKA.
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3anpoc odopmisieTcs Ha G1aHKe OpraHM3aLNM U TTOJIIUCHIBACTCS ee
PYKOBOZUTE/IEM.

ITony4ns cormacre pabOTHMKA Ha ITepeBOJ, PabOTO/aTe/b HATIPaB-
JIsIeT OTBETHOE MICHMO, B KOTOPOM TOATBEP)K/IAET CBOE pelleHue 06
yBOTIbHeHI/H/I COprHHI/IKa II€pEBOJOM.

Ilanee Bce 1eiiCTBMA KafpOBOI CIIYOBI aHA/IOTMYHBIIPOLIEype
YBOJIbHEHUS pabOTHNUKA:

— TOTOBUTCS IIPUKa3 00 YBOIbHEHNV/PACTOP>KEHUN TPYLOBOTO
morosopa (ocHoBaHMeM sABysAeTcA 1. 5 cratbu 77 TK PO — «mrepeBop,
paboTHUKa 10 ero MPOCchbe NN C eTo coracys Ha paboTy K Ipyromy
paboTozaTenio My Hepexoy Ha BHIOOPHYIO paboTY (HOMKHOCTD)»);

- TIpUKa3 PernucTpUpyeTcs;

— pabOTHMK 3HAKOMMTCSI C HUM IO pOCHIICH;

- Ha OCHOBaHMM IIpYKa3a BHOCATCS/BANVICH B\ TPYLOBYIO KHIDKKY
pabOTHYKA U €r0 TMYHYIO KapTOUKY;

- TPyHOBas KHIDKKa pabOTHUKA BBIFACTES €My Ha PYKU B ITOCTIEN -
HUJ pabounii leHb IOJ, POCIIUCD B'KHUTE ydeTa IBVKEHNUS TPYLOBBIX
KHIDKEK J BK/IQZIbIIIel K HUM.

Pa6OTHI/IKY MOI‘YT 6bITb TAaKXKE BbIAaHbI KON BCEX HOKYMCHTOB
0 pabore y JaHHOTO paboToHaTeNsI, ClIpaBKa 0 3apab0THOI I/IaTe 3a
HOCTIefHMe ABa rofa (HeoOXoyMa it pacyera 60IbHUYHOTO Y HOBOTO
paboTopaTerns), peKoOMeHaIN U Ip.

Y HOBOrO paborogaTens pabOTHUK oopMsieTcss Ha paboTy Ha
001X OCHOBAHMAX:

VckmoueHneMSBsIeTCS 3aIIpeT YCTaHAB/INBATh PA0OTHMKY MCIIBI-
tarenbHblit cpok (cT. 70 TK PO).

ITncrMeHHOE cornacue pabOTHUKA Ha IEPEeBO.
IlepeBop 6e3 cornacus paboTHUKa

O6b1ifee mpaBuIoO epeBOOB pabOTHIKA Ha APYIYIO paboTy 3aKIIo-
4aeTcsl B TOM, YTO pabOTHUK 06513aTe/IbHO JOMKEH JaTh COIIacle Ha
IIepEBOJ;:

B cratpe 72.2 TK P® HasBaH psf cnydaeB, KOTOpPbIe ABIAIOTCA
UCKITIOYeHMeM V3 3TOTO IpaBmia. Hanpumep, B cirydae ype3BbIYaifHbIX
CUTYALNIL, /IS yCTPaHEeHMsI TOCTIeCTBIIL KaTacTPOdbl IPUPORZHOTO
WV TEXHOT@HHOTO XapaKTepa, IPOM3BOACTBEHHBIX aBaPMIil, TI0>KapOB,
3eMJIETPSICEHNIT, HABOJHEHMIL M B MIOOBIX VICKTIOUUTEIbHBIX CTydasiX,
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CTaBAIMMX IIOJ] YITPO3Y J)KM3HDb VIV HOpMaJIbHbI€ J)KMI3HEHHDbIE YCTOBUA
BCETro HaCeJIeHNUs VLY ero YacTy. B aTux o6crosTenbcTBax paboTHUK
MOJKeT OBITH IlepeBeieH Ha CPOK /IO OHOTO Mecslla Ha pabory, He
06yC/IOB/IEHHYIO TPYAOBBIM IOTOBOPOM, 0€3 ero cormacusi.

JlomyckaeTcst Tak>Ke BpeMEHHBII ITepeBoy] pabOTHIKA HA CPOK HO
OJJHOTO Mecslia Ha paboTy, He 00YC/IOB/ICHHYIO TPYAOBBIM JIOTOBOPOM,
6e3 ero coryacus B crydae IpOCTOsI NIV HeOOXOAMMOCTY MPefoT-
BpallleHN:A [IOPYM WM YHUYTOXKEHNA NMYIIecTBa (ec/In MpoCToit
VN YHIYTOKEHNE VIMYIIeCTBA SABJIACTCA CIeICTBYeM Ype3BbIUaliHbIX
CUTyaLuii, IepeuncaeHHbIX B yacTu 2 cratby 722 TKP®). Ho ecnn
IUTAHMPYeTCA TaKOII IIepeBOjl Ha paboTy 6o/lee HU3KOMKBATI(UKaLN,
TO B 9TOM C/Iy4ae cornacue pabOTHMKA HeOOXOJUMO.

Ilepemenienne Ha pyroe pabouee Mect0;B ApPyroe moMelieHne,
Hopy4eHMe paboThI Ha IPYroOM arperare He AB/LAETCA IIepeBofoM (ecn
He MeHAITCSA YCIIOBMA TPYAOBOTO JOTOBOPA), CEAOBATETBHO, COTTTacHe
paboTHMKA Ha TaKye IepeMelleHNns He TPe0yeTcs.

[IncbMeHHOe cornacye HOHKHO ObITE0POPMIEHO B IICbMEHHOM
BIZe, ofHaKo Tpymosoit kogekc Poccuiickont @enepaliun He IOACHAET,
C IIOMOILBIO KAaKOTO JOKYMeHTa ‘0QOPMIIAETCA 9TO COIIacue.

Ha npaxTuke cyniecTBYIOTfBaCIIoco6a momydenns cormacus. Ilep-
BbIIl — 0OpMIICHNE 3asB/IEHNsI PA0OTHIKA 3a €0 JIMYHOI IIOAIICDHIO
C TIpOCTaBJIeHNeM JaThl COCTABIEHILA 3asBJIeHM, BTOPOIl — HaIIpaBlle-
HIte (Tepefada) paboTHIMKY yBenoMeH s (IPeIoXKeHNs) O IepeBofe,
Ha BTOPOM 3K3eMIULipe KOTOPOro OH COOCTBEHHOPYYHO MUIIET «C
IIepeBOfIOM COITIACEH» M CTABIT CBOIO MOAIINCH U IATY.

3asBileHue paOOTHNKA O MEpeBOfIeE.
IIpencraBieHne Ha nepeBof. YBefOM/ICeHUE O IIepeBoe

BI/II[ ,I[OKYMeHTa, C ITIOMOIIIBbIO KOTOpOI‘O O(bOpMJIHeTCH cormnmacue
pa6OTHI/IKa Ha nepeBon, 3aBUCUT OT TOTO, I1O0 Yybeil JMHNINMAaTUBE OH
OCY].LIECTBTI}IETCH.

Ecmu MHOMmarTmnBa NCXOOUT OT pa60THI/IKa, qamie BCEro CoCraBiiAa-
€TCA 3asdBJ/IEHNE pa6OTHI/IKa, B KOTOPOM OH IIPOCUT HepeBeCTI/I €ro Ha
COOTBCTCTBYIOH_IYIO BaKaHTHYIO OOJIDKHOCTD.

C IIOMOIIIBIO 3aABJIICHUA peanmsyeTCH T'JIaBHOE YCHOBI/IC, H€O6-
XO0O1MO¢C 1A nepeBona pa6OTHI/IKa, — Haan4yme ero IMCbMeHHOTI O
corimacud Ha IIeEpEBON.
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3asiB/IeHNe BU3UPYETCS] PYKOBOAMTETIEM Ka/JpOBOIL CITY>KOBI 1 PYKOBO-
IUTEAMY CTPYKTYPHBIX ITOfpasfieNieHnii (B KoTopoM paboraeT pador-
HIK U B KOTOPOE OH IepPeBOAUTCS). PYKOBOAUTENb CTaBUT Pe30/IOLII;
B KOTOPOIJI JaeT NOpy4YeHue KafipoBoii CIy>k6e 0(pOpMUTD IIePEBO.

Ec/u nHNImaTBa nepeBojia MCXOAUT OT paboTofaTesLs, OHa MOXKeT
ObITh 0(hOpMIIeHA B BUIe IPEACTABICHUSA WIN CTy>KeOHOM8an ek
HEIOCPeJCTBEHHOTO PYKOBOANTE/LA pabOTHMKA HA MMsA/PYKOBOANTE/LS
OpraHNM3aLUY C IIpeIOKeHNeM IIepeBecTy paboTHIKA HA BAKAHTHYIO
IO/KHOCTD.

B mpepcraBieHny yKaspIBalOTCSA HaMeHQBaHe JOMKHOCTH,
CTPYKTYPHOTO ITOApas/eeHus, Ky/a MepeBOANTEPaAbOTHIK (ecu
MeHsIeTCsI), HOBbIe YC/IOBMS OIIIATHI TPYAd, gaTa nepesopa. [Ipen-
CTaB/IeHUE BUBVMPYIOT PYKOBOAUTENb KAPOBOM CAYKObI (CBepsAsa
IaHHBIE 110 LITATHOMY PAaCIVCAHNUIO), PYKOBOGUTENb CTPYKTYPHOTO
oA pasfene s, Kya epeBOANTCs pabOTHIK, (e ITepeBOANTCS
B Ipyroe CTPYKTYpHOe HOfipaseneHite), pyKOBOAUTEIb OpraHu3aun
JaeT coIVlacyie Ha TaKoll IlepeBof; 0QOPMIAs CBOIO PE30JIIOLNIO Ha
npencrasieHnn. Eciu paboTHYK 3aMIHTEPECOBAH B TAKOM II€PEBOJE,
OH 3HAKOMUTCS C 9TUM IIPEACTABICHNEM VI COOCTBEHHOPYYHO MUIIET
Ha HeM «C IIEPEBOJIOM COI/IACEH», CTABUT IOAIINCD 1 [IATY.

B HEKOTOPDIX cnyqaﬂx BMECTOQ 3aABJIEHNA MIN IIPEACTABIEHIA MOJKET
0OpMIIATBCS YBeIOM/IEHNe O TIepeBofie (HaIpyMep, eC/u OpraHyu3aIys
HepeesKaeT B IPYIyI0 MECTHOCT JIIN pabOTOAATEb JKe/laeT YBeTOMUTD
paboTHMKA O Ha/IENI BAKAHTHBIX JJOJDKHOCTEI). ITOT JOKYMEHT
COCTABJIAETCS OT VIMEHU PYKOBOAMTEISI OPTaHM3ALNY 32 €T0 IOAIICHIO.
YBemomene nHGOPMIPYET pabOTHUKA O TIPEACTOSAIIEM TIEpee3ie Wn
Ha/IM4MY BAKaHTHOM TO/DKHOCTI. IIpu 9TOM 3a pabOTHIKOM OCTAaeTCs
IIPaBO COITIACUTHES HA IIePEBOJ] MM OTKA3aThCs OT IIepeBOfa.

3a KaKOILCPOK /10 IIepeBoia pabOTHNUKA B IPYTYI0 MECTHOCTDb BMeCTe
C OpraH#salelt HalpaB/sITh yBeLOMIeH)e PpabOTHIUKY B TPYHOBOM
3aKOHOJATENbCTBE, He YCTAaHOBIEHO. MOYKHO BOCITONIb30BATbCS aHa-
JIOLHYHONE, HOPMOJ1, IPUMEHsIEMOII IJIs1 YBeLOM/IeHNS 06 U3MeHeHUN
YCIIOBIII TPYHOBOTO JOTOBOPA B CBA3Y C M3MEHEHMEM OPTaHM3aIMIOHHBIX
Y TEXHONOTYYECKIX YCIOBUI TPY/IA, TO €CTh YBELOMUTb pabOTHMKA 32
2 Mecsla 1o Iiepeespa.

B cnyuae ecnu paOOTHMK COI/IACeH ¢ IIEPEeBOJOM, OH COOCTBEHHO-
PYYHO IIMIIET Ha BTOPOM 9K3eMIUISIpe YBEOMJ/IEHMUS «C IIePEeBOJOM
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COITace€H», IIPOCTABIAET NOAIINICH I AATY.

Ha ocHoBanMu 3asiBneHms pa6OTHI/IKa, IIpeaCcTaBICHNA VN YBE-
JIOMJIEHMA C COITTacueM pabOTHUKA KaJpoBas CIy)06a OCyIeCTBIACE
odopMIIeHIe JOKYMEHTOB Ha IlepeBOJi pabOTHNUKA.

JlononHuTenbHOE COrNallieHe K TPYJJ0BOMY JOTOBOPY.

VsMmeHeHMe yCIOBUIL TPYAOBOTO JOTOBOPA, BK/IYAA IIEPEBOJ,
TOJDKHO OBITH 3aUKCUPOBAHO B COTTALIIEHNN MEXAY PAOOTHIIKOM
u pabotoparenem (ct. 72 TK P®). To ecTp caM TPy[OBOIT ZOTOBOP
IIPOJO/DKAET AeICTBOBATD, 8 U3MEHSIOIINECS YCIOBIA MPOIVICHIBAIOTCS
B JIOIIOJIHUTEIBHOM COIIAIIEHNY K TPYZLOBOMY JIOTOBOPY.

[Tpu epeBoye MEHAIOIIMMICS YCIOBUAMM, KaK IIPaBUJIO, ABJIAIOTCH:
HaVIMEeHOBaHUe JJO/DKHOCTY, Ha¥IMeHOBaHIe CEPYKTYPHOTO IIofipasyie-
JIeHVIsI M YCTIOBUs 06 oIuiate Tpyza.

B ieiom TpeboBanms K 0bOpMIIEHUIO K TIOFIVICAHNIO JIOIIOTHU-
TE/IbHOTO COT/IAIIEHSI aHATIOTMYHBL TPEOOBaHMSIM K 0OPMIICHIIO
U TIOfJIIMCAHMIO TPYAOBOTO OTOBOPA.

TexcT HOIONMHNUTEIBHOTO COIIALLEHA COREPIKNT ITpeaMOyITy, KoTopast
B OCHOBHOM IIOBTOPsIeT IIpeaMOyiIy TPYAOBOro forosopa. B Heit yka-
3BIBAETCS, MEXK]Y KeM 3aK/II0YaeTest JaHHOe COIVIallleHNe, 00513aTe/IbHO
IIPUBOJATCA PEKBU3UTBI CAMOT0, TPy 0BOTO IOTOBOPA, HOIIOTHEHNIEM
K KOTOPOMY UJIeT 3TO COT/IaIIeHIe; Ha3bIBAIOTCA IPUYMHDI MI3MEHEeHA
B TPYHZOBOM JIOTOBODE,

OcHOBHasA YacTb/TeKCTaMOXKeT CTPOUTHCA ABYMA OCHOBHBIMU
criocobamm:

- yKasbIBaeTcs, KaKOe CI0BO WM Kakas ¢ppasa Ha KaKoe CJI0BO I
Kakyio (pasy, COOTBETCTBEHHO, MEHSETCS;

- UCHONb3yeTEsL.QOPMYIUPOBKA «TAKOW-TO MYHKT TPYLOBOTO
TOTOBOpA U3IOKNUTD B TAKO-TO pefaKI».

OueHp Ba)KHO;YTOOBI BCe BHOCHMbIE M3MEHEHNUS IPUBOSUINCE CO
CCBIZIKO¥ Ha,IIYHKT VIV TIOfITYHKT TPYHZOBOTO JOTOBOPA, B KOTOPOM
cofiepKartes I3MeHsAeMble YCTIOBMA.

JHomomTHUTeIbHOE COTTIallleHNE ABSETC HEOThEMIIEMON YaCThIO
TPYAOBOL0O IOTOBOPA, I0OITOMY €ro JjaTa M HoMep 0053aTe/IbHO BKIIIO-
YAOTCAB TEKCT IOMOTHUTENBHOTIO COT/IAIIeHIS.

[omonHuTeIbHOE COTIAlleHe TTO/[IIUChIBAETCS PAOOTHUKOM
u paborogareneM B IBYX 9K3eMIUIsApax. IIoAICaHHbI JOKYMEHT

143



C. A.TNIOTOBA. CMPABOYHIK N0 KAPOBOMY IENONPON3BOACTBY AN PABOTHUKOB OPTAHU3ALIUI

PETUCTPUPYETCA B JKYPpHaAJ/I€ pPETUCTpaliluM TPYJOBBIX JOTOBOPOB
7 DOITOJTHUTEIbHBIX COTJIAIIeHUI K HUM. OIH/IH 9K3EMII/IAP OCTAETCA
y paboToparesns, BTOpOJi epefjaeTcsl pabOTHMKY MOJ, POCIIVCh.

JI711 3TOTO B IOIIONTHNUTENLHOM COTTIAIIEHNM 0OPMIAETC OTACALHAS
CTPOKa, B KOTOPOII pAOOTHNUK CTaBUT IIOAINCH IOJ (Hpasoit «IKSEMIIAp
TPYAOBOIO IOTOBOPa Ha PYKU IIOTYyYEH».

ITpukas o mepeBofe Ha IPyTyI0 paGoTy

Ha ocHOBaHNM JOIIOTHUTE/IBHOTO COIJIAIIEHUs K TPYAOBOMY
JIOTOBOPY M37aeTcs MPUKa3 O MepeBofie paboTHIKA HaEpyIyIo paboTy.

[ ero n3gaHusA MOXeT OBITDb MCIIO/NIb30BaHAVINOO YHUDUIN-
poBanHasa ¢popma T-5, 6o Gpopma, pazpabOTaHHAA OpraHU3aIMel
CaMOCTOATENBHO.

IIpukas o mepeBoje JOKEH cofiepKarhb MHGOpManuio 060 Bcex
U3MEHSAIOIXCSA YCIOBYAX U flaTe IepeBOofia. Takke B HeM 00s13aTeNb-
HO YKa3bIBaeTCS OCHOBaHUe Jyid nepeBofa. OcHoBaHMeM OYAyT ABa
JIOKyMEeHTa: 3aABjIeHMe paboTHMKA (M IHOM JOKYMEHT, Ha KOTOPOM
3amkcupoBaHo cormacue pabOTHIKA Ha TIEPEBOJI) 1 TOIOMTHUTEIbHOE
COIVIAllIeHe K TPYAOBOMY AOrOBOPY. IIprkas MOAIMMCHIBAETCS PYKO-
BOJAMTE/IEM OPTaHM3ALY, PEFMCTPYPYeTCs B XKYpHaJIe perncTpaLum
IIPMKA30B 110 TMYHOMY CQETaBY, ¥ paOOTHIK 3HAKOMUTCS C HVM IO
pocmuch (cm. Odopmietine KafpOBbIX IIPUKa30B).

Opurusas npukasa XpaHuTes B Kafgposoit cryx6e. Konus nepena-
eTcs B OyxraaTepuiou ITOAMMBAETCS B IMYHOE [e/I0 paboTHMKA (ecn
JIMYHbIE Jie/la BeLyTCAB OpraHU3aLN).

BHecenite 3anucu o nepeBofie B TPYAOBYIO
KHIDKKY Pa0OTHMKA ¥ €T0 TNYHYI0 KapTOYKY

He no3pHee Hefle/IbHOTO CPOKa CO JIHSA U3JaHUA IIpMUKasa o mepe-
BOfe pabOTHMKA 3aMVICh O IIePEeBOfie BHOCUTCS B TPYAOBYIO KHIDKKY
paboruuKa (11./10 ITpaBun BefeHMsI 1 XpaHEHNUS TPYLOBBIX KHIDKEK,
M3LOTOBJIEHVST OTAaHKOB TPYAOBOI KHIDKKY U 0becredeH st uMu pabo-
Togaresneit, yreep>xieHHbIX [locranoBnennem IlpaBurenbcrtsa PO ot
16.04.2003 Ne 225 «O TpyHZOBBIX KHIKKAX»).

3amnco o nepeBofe oopmisiercs B pasfaene «CBefeHus o pabore»
(cM. 3amonHeHye pasiesioB TPYOBOJ KHIDKKIY). 3aIllCh HYMepyeTcs,
IIPOCTaB/IACTCA aTa IlepeBofa. B Tperbeil rpade muiieTcs1, Ha Kakylo
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JO/DKHOCTD ¥ B KaKOe CTPYKTYPHOE TIOfipasyieTieH e IiepeBefieH pabOTHIK.
B uerBepToii rpade yKa3pIBaIOTCS PEKBUSUTDI IIPMKa3a O IlepeBojie, KOTO-
PBIit SIB/ISIETCSI OCHOBAHMEM JI/IsI BHECEHNS 3AIIUCH B TPYAOBYIO KHIDKKY:
PaboTHMK He 3HAKOMUTCS C IaHHOI 3anuchio. [lopmmch paboTHKKA
IIpeJIIoIaraeTCs TONIbKO B JIMYHON KapTO4YKe pabOTHMKA, BKOTOPOI
B III paspene puKcupyoOTCs BCe IepeBOAbl pabOTHNKA.

B nuuHOI KapTOuKe B rpadbl TaOMMIIBI BHOCUTCS CIeAYIOIas
MHpOpMAIVA: IaTa IepeBOfa, CTPYKTYPHOE MOApasyie/ieHNe, JO/DKHOCTD,
TapudHas craBka (okIai, Ha06aBka), OCHOBaHNe IepeBofa. PaboTHUK
pacmuceiBaeTcA B 6 rpade, KOTOpast HasblBaeTCH «IM¥HAA MOAIINICH
B/IaJe/Ibla TPYAOBOI KHIDKKI».

MHdopManysa o BpeMeHHbIX IIepeBOJiaX B TPYLOBYI0 KHIDKKY He
BHOCHTCH.

BHeceHue 3anmcy o BpeMeHHOM Iep€Bojie B HIYHYI0 KapTOUKY
He per/TaMeHTPOBAHO, OHAKO, YUNThIBAA HajAule rpadbl «IMYIHAS
MOZTINCH BIIaie/IbIia TPYAOBON KHIDKKIY; B IMYHYIO KAPTOUYKY 3Ty
nH(OpPMAINIO TaK)XXe He CTOUT BHOCHUTB!

BmecTe ¢ TeM HeT 3ampeTra Ha BHeCEHII€ TaKIX 3aMIICeil, TO3TOMY,
ec/ pabOTOIATE/I0 BXKHO BECTH YIET BCEX IIEPEBOIOB, OH MOXKET IX
¢buKCHpoBaTh B TMYHOIN KapTOUKe paBoTHIKA.

IlepeBop mo MHUIMATHBE paboTONATENS U ITO
06CTO}ITCIII)CTBaM, HE 3aBUCAIINM OT BOIN CTOPOH

Bompocs! nHMIAEMBBL HEPEBOia HEOCTATOYHO YeTKO OTPaKeHBbI
B TK P®. YuuTbiBas, 410 O0IBIIMHCTBO [IePEBOJIOB BO3MOXKHO TOJIBKO
C IMMCHMEHHOTO COIIacysA pabOTHMKA, BOIIPOC, 110 Ybell MHUI[ATIBE
OH OCYIeCTB/IAETCSL, CTAHOBUTCS He CTOJIb CYILIeCTBEHHBIM.

OnHako ecTb pAJCAyYaeB, KOTZla MHUIMATIBA TIePeBOJja ICXOAUT
OT pabOTOIATE/IA VTN TIePEBOJI OCYILECTB/IACTCS II0 0OCTOATENLCTBAM,
He 3aBMUCAMM OT'BO/N CTOPOH. B 3TuX ciryyasx paboTHMK 160 corna-
IIaeTcs Ha IepeBof, MO0 C HUM pacTOpraeTcs TPYAOBOIL JOTOBOP IO
COOTBETCTBYIOMIIM OCHOBAHIAM.

K TakuM nepeBomaM OTHOCATCA:

— ‘TIepeBO] BCIIENICTBYE Hecormacusa paboTHMKa paboTaTh mocie
VI3MEHEHNA Olpefle/IeHHbIX CTOPOHAMM YC/IOBUII TPYIOBOTO JOTOBOPA,
HPOV3ONIEIIINX IT0 IPIYNHAM M3MEHEHN A OPTraHU3aAIMOHHBIX W/IN
TexHonornyeckux ycnosuii rpypa (cr. 74 TK PO, 1. 7 c1. 77 TK PO);
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— TIepeBOJ BCIECTBUE COKPAIeHNS] YUCIEHHOCTY VI IITaTa
paboramkoB opraumsanyiu (1. 2 4. 1 ¢. 81 TK PO, c1. 180 TK PO);

— TIepeBO] BCIENCTBYE HECOOTBETCTBIUSA pabOTHIKA 3aHNMAEMOTi
TODKHOCTY V/IU BBITIONHSIEMOIT paboTe 10 MpUIMHE HEJOCTATOU-
HOVT KBaMMQUKaLWY, IOGTBEP>K/ICHHO pe3y/IbTaTaMy arTecTalum
(. 34. 1 cr. 81 TK PD);

— IIepeBOJ BCIEACTBYE BOCCTAHOBICHNA Ha paboTe paboTHMKA,
paHee BBIMOHABIIETO 9Ty paboTy, IO PeIIeHNI0 TOCYTaPCTBEeHHOIT
MHCIIeKUMM Tpypa wim cypa (. 2 4. 1 cr. 83 TK PD);

- IepeBOJ BCIEACTBIUE AUCKBAMUPUKAIMNMAIEHOLO aTMIH -
CTPAaTMBHOTO HaKa3aHWI, MCKIIOYAIOIET0 BO3SMOMKHOCTD VCIIOTHE-
HUS paOOTHUKOM 00513aHHOCTEN IO TPYLOBOMY ZOTOBOpPY (1. 8 u. 1
c1. 83 TK PD);

- IepeBOJ BCEACTBME IIpeKpalleHys JOMYCKa K TOCYAapCTBEH-
HOJI TaliHe, eC/y BBIIONMHsIeMast paboTa TpedyeT rakoro fomycka (1. 10
4.1 ct. 83 TK P®), u psap gpyrux (c1. 83 TK POD).

B nepeuncieHHBIX crydasx pabOTORATENb HAIIPaB/IsAeT PaOOTHUKY
yBeIOM/IeHNe C IPeIOKeHVeM [IepeBOia Ha pyTyie HO/DKHOCTY, KOTO-
pble pabOTHIMK CMOYKET BBIIOJTHATD C YHETOM €ro COCTOSIHYISI 30POBBSL.

OTzenbHOI pa3HOBUIHOCTHIO TIEPEBO/IA TIO HE 3aBUCSIINM OT
BOJIN CTOPOH 00CTOATENBCTBAM SIBIISETCS TEPEBOJ] B COOTBETCTBUN
C MEIUIMHCKUM 3akmodenieMm (cr. 73 TK PO).

B cooTBeTCcTBUM ¢ MEAMIIHCKIIM 3aK/TI0UEHMEM PAOOTHIKA MOYKHO:

- BpeMeHHO (104 MeCsLEB) IepeBecTn Ha paboTy, KOTOPYIO OH
CMOXKeT BBITIOHSIAH 110 COCTOSTHUIO 3T0POBBST;

- BpeMeHHO (10 4 MeCsI1IeB) OTCTPAHUTD OT paboThI (ecn y pado-
TOZIaTessl HeT pa0dTh, Ha KOTOPYIO OH MOT OBl BpeMeHHO IepeBeCcTH
pabOTHMKA 10 COCTOSIHNIO 3T0POBB);

— TepeBecTM Ha IPYIYIO TOCTOSTHHYIO paboTy, KOTOpast HOFXORNUT
eMy 110 COCTOSTHUIO 3/{OPOBbL.

B mocnenHeM cnydae, ecnu pabOTHUK OTKa3bIBAE€TCS OT TAKOTO
[epeBOJa IV TaKOil pabOoThI y pabOTOfATe IS HEeT, TPYAOBOIL JOTOBOP
C pabOTHIMKOM PacTOPraeTcsl.

KmepeBony o nunimaryse paboTofaTeNst TakyKe MOXKHO OTHECTH
IIEPEBOJ] B IPYTYIO MECTHOCTb BMeCTe C pabOTOHATENIeM.

PaBoTomarens JODKEH YBELOMUT PabOTHIKA O TAKOM IIepeBOfie
Y TIOJIYYUTD €TI0 COI/Iacuie Ha TaKoll IIepeBOf,.
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ITopsanok n cpok HanpasieHuA ysegomnenusa B TK P® He perra-
MeHTHpYyoTcA. Kak mpaBuio, 3TOT CPOK COCTaB/IAeT ABA MecsAla
(aHAJIOTMYHO YBEJOM/ICHUIO B C/IyYae I3BMEHEHUs OIlpefie/IeHHbEX
CTOPOHAMI YC/IOBUI TPYLOBOTO NOIOBOpa BCIENCTBIE M3MEHEHN
OPraHM3ALMOHHDBIX I TEXHOIOTMYECKIX YCIOBUIL TPY/A).

Ecnmy paboTHUK cOI/IaceH ¢ TaKUM II€PEBOIOM, OH IOKYMEHTaTbHO
odopmiseTcs KagpoBoit cmyx60ii. Cormacre pabOTHIUKA MOXKET ObITH
OTpa)kKeHO Ha CaMOM yBeJloM/IeHNN (Ha 9K3eMIULApe pabOTOHaTeIs).

B cnyuae Hecormacus paboTHMKa C TIEPEBOOM B JPYTYIO MECTHOCTD
BMecTe ¢ paboTofareneM TPYLOBOI JOTOBOP C HUMIPACTOPraeTcs
B cooTBeTcTBMMU C I1. 9 cT. 77 TK PO.

Hecornmacue PaGOTHI/IKa Ha NepeBOA U IPENTOKEHIIE
VHO NMeIonIeics y pa6oTomaTenspadoTnl

B nporecce TpynoBoit KesTeNbHOCTY MOTYT BO3HUKATb CUTYaLlM,
KOI'7Ia ITepeBofi pabOTHMKA MHULMVPYETCSH padOTOaTeIeM MM OCYIIeCT-
BJLIETCSA B CBSISY € 0OCTOSATENbCTBAMIL, HE'3aBVCALIVIMIL OT BOJIU CTOPOH
(cm. IepeBop o MHUIIATHBE PAOOTONATENS U TI0 0OCTOSATEIHCTBAM,
He 3aBUCALIVIM OT BOJIY CTOPOH).

Cornacue paboTHMKa — OFHO M3 0053aTeIbHBIX YCTIOBNUIT ITepeBOfia
(kpoMe HEeKOTOpBIX, onpeneaeHHbIX B TK P® ciygaes (cm. [Tncpmennoe
cornacue paboTHMKA Ha mepeBOf. LlepeBoy 6e3 cormacus paboTHMKA).
IToatomy mepeBof MOXKeT COQTOATHCS MM He COCTOSITBCS B 3aBUCHMOCTH
OT TOTO, COTTIACUIICS PAOOTHIK Ha TIEPEBO MU HET.

EcTb ABa THIIAa CUTYaLWil, KOT/ja MHUIMATIBA IIePEBOJIA, MCXOMAILAst
oT paboTopaTess1, OTK/IOHSIETCS pabOTHIKOM. VI, COOTBETCTBEHHO, €CTh
IBa BapMaHTa Pa3BUTH COOBITHIT U UX TOKYMEHTATBHOTO O)OPMIEHNIS.

Cutyauns, korga.paborogarenp npegiaraeT pabOTHUKY TePeBOL
Ha BaKaHTHYIO JJO/DKHOCTb, B C/Ty4ae IMMCbMEHHOTO OTKa3a paboTHMKA
OT TaKOTQ MepeBOa HIKaK fanee He odopmsietcs. To ecTb pabOTHUK
Ha yBeoMIeHny (Ha 3K3eMIUIsipe paboTOfaTesI) MUIIET «Ha IIePeBO,
He COFIaCeH», ¥ Ha 3TOM BOIIPOC O TIePeBOJie 3aKPBIBAETCSL.

Bosee clmoxHas cuTyanus cBs3aHa C TeMU 00CTOSTeIbCTBAM,
KOIZia TIEPEB O SIBISETCS albTePHATUBOI YBOIbHEHN S PabOTHIKA.
Hanpumep, Ipy coKpallleHUy YMC/IeHHOCTH WIN IITaTa pabOTHUKOB, IIPK
Hecoracuy paboTHYKA IIPOJO/DKATh paboTy HOC/Ie M3MEHEHMs OlIpe-
IeeHHbIX CTOPOHAMM YCTIOBUIL TPYZOBOTO HOTOBOPA, IIPOU3OLIEHLINX
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I10 MpMYMHaM MBMEHEHMA OpraHN3alVIOHHbIX VIV TEXHO/IOIMYECKUX
ycnoBuit Tpyaa u p. (cm. IlepeBoy o MHMIMATBEe pabOTOfATENS 1 110
06CTOsATENIbCTBAM, He 3aBUCSIINM OT BOJIY CTOPOH).

B aTux curyaunsax paboTHUKA YBELOMIIAIOT O IPEACTOSIINX U3Me-
HEHUAX U, B Cnyqae OTKa3a pa6OTaTb IIpy UBMEHVIBIINXCSA YCTIOBI/IHX,
HpeyIaraloT MHYI0 paboTy, MMeoLLyiocs y paboTopatens. Pabota MoXeT
OBITb KaK COOTBETCTBYIONIEl KBATM(PUKALVM, TAK U HU3IIEH KBaI-
¢dukanymn. [maBHOe yCIOBIE — BO3MOXXHOCTb pabOTHMKA BBIIOTHSATD
9Ty paboTy IO COCTOSTHUIO 3[OPOBBSI.

Ecnu pabOTHUK OTKa3bIBaeTCsl OT 3TON pab@ThI; TO.eCTh OTKA3bI-
BaeTCs OT IePeBOfA, 9TO BJIeYeT 3a COOO0II er0 yBOIbHEHEe IO COOT-
BETCTBYIOLIVM CTAThsIM:

- OTKa3 pabOTHNUKA OT IPOFO/DKEHsI PabOTHI B CBSI3Y CO CMEHOI
COOCTBEHHNKA MMYIIECTBA OPraHM3aLi;C I3MeHEeHMeM II0fIBEeOM-
CTBEHHOCTH (IIOJYMHEHHOCTH) OpTaHM3aIMUMIIO0 ee peopraHusa-
1yell, C I3MeHEeHJeM TUIIA TOCYAaPCTBEHHOTO M/ MYHMULIMIIA/IbHOTO
yupexxgenus (1. 6 4. 1 ct. 77 TK P®);

- 0TKa3 pabOTHMKA OT MPQAO/KEHNMsT paboThl B CBS3U C U3Me-
HEeHJEM OIIpeJie/IeHHbIX CTOPOHAMY YCIOBUIT TPYLOBOTO JOTOBOpPa
(. 74.1cr. 77 TK PD);

- oTKa3 paboTHMKaA OTTIepeBOa Ha APYIyI0 paboTy, He0OXOaMO-
TO €My B COOTBETCTBUI ¢ MEAUMUHCKUM 3aK/TII0YEHIEM, BBITaHHBIM
B HOpsZIKe, yCTAaHOBAEHHOM (elepabHBIMU 3aKOHAMY U MHBIMU
HOPMaTUBHBIMI TIPABOBBIMI/AKTaMy Poccuiickoit emeparuu, mib6o
OTCYTCTBUE y pabOTOEATE/NA COOTBETCTBYIOIIEN paboThl (1. 8 u. 1 CT.
77 TK P®);

- oTKa3 paboTHUKaA OT IepeBoa Ha pabOTY B APYTYI0 MECTHOCTD
BMecTe ¢ paboropazenem (1. 9 4. 1 ct. 77 TK P®) u psag gpyrux.

Ilepemenienue paGoTHIKA Ha Ipyroe paboyee MecTo

Vcxopau3 nonoxennii ct. 72.1 TK PO, nepemenienne paboTHuKa
HOJPasyMeBaeT 3MeHEHMe ero pabodero MecTa, CTpyKTypPHOTO IIOJ-
pasfieieHIIs (eC/ OHO He 3aKPeIUIEHO B KaueCTBe YCTIOBUSA B TPYOBOM
JOTOBOPE), arperara, Ha KOTOpoM OH paboTaet. IIpu aTOM TpyHoOBas
(dyHKIA pabOTHMKA OCTAeTCA HEM3MEHHOIL.

OZHMM 13 TTIABHBIX KPUTEPUEB, ONPee/AIONX, KAKIe N3MEeHEeH
B TPYIOBOJ1 IeATENIbHOCTY PabOTHIKA OTHOCATCA K TIePeBOJaM, a KaKue —
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K IlepeMelleHNAM, AB/IAETCA Halmudye M3MeHEeHNI B OlIpefie/IeHHbIX
CTOPOHAMI YCTIOBUAX TPYLOBOTO JJOTOBOPA.

Ecnu 5yt 0HO U3 YCIOBMIT TPYOBOTO HOTOBOPA HE MEHAETCS, CIIEN0-
BaTe/bHO, pabOTHNK He IIePeBOJMTCA Ha IPYTYI0 paboTy, a mepeMerna-
€TCsA /71 BBIIOTIHEHVA pabOThI Ha [PYTOM arperate Uiy IepeMeniaercs
Ha Ipyroe paboyee MeCTO, B Ipyroe CTPYKTypHOE NOApa3feNeHe.

4 ocylecTBIeHNA IepeMelleHNA He TpeOyeTcs IomydaTh Cornacue
paboTHUKA.

[TopsoK JOKyMeHTa/IbHOTO 0(OPM/ICHNS IIepeMellleHNs He peryia-
MEHTUPOBAH B IIPAaBOBBIX aKTax PO.

[ToaTomy, cxops U3 ob1ero npasmia 0GopMIAThJIH0ObIe yIIpaB-
JleHYecKye JAeiicTBUA (pelleHns) IpUKa3oM, ClenyeT UsHaTh IpuKas
0 IepeMelieHny paboTHHUKA.

JlaHHBI IpUKa3 He nMeeT YHUPUIVPOBAHHOI (HOPMBI 1 0POPM-
nAeTcA Ha 061X ocHoBaHMAX (cM. OopMIIeHI@ KaIpOBLIX IPHKA30B,
TEKCT KaJ[pOBBIX ITPUKA30B).

OcHoBaHMeM IIpMKa3a MOXeT ObITh 000 BHY TPEHHII JOKYMEHT,
KOTOPBIM MHUIIMVPYETCS 3TO MepeMeleHUE, HalpyMep CIy>keOHas
3aMJCKa PYKOBOJUTEA CTPYKTYPHOTO TIOfpas/ie/ieHN s Ha MM PYKOBO-
IUTeNA OPTaHM3aIMY ¢ 060CHOBAHYVEM HeOOXOIMMOCTH TIepeMelIleHNA.

Bpémennbli1 nepesoy,

B coorBercTBNNM co'cTatbein72.1 TK PO mepeBopst paboTHMKA
MOTYT HOCUTD KaK ITQCTOSTHHBI, TaK 1 BpeMeHHBbII XapaKTep.

BpemeHHbIe ITepeBOfAbI OCYIIeCTBIAIOTCA B CIEAYIOMINX CTyJasIX:

1) ecnu HEOOXOAVMO 3aMeCTUTb BPEMEHHO OTCYTCTBYIOLIETO
pabOTHNUKa, 32 KOTQPLIM COXPAHAETCS MECTO pabOThI, O MOMEHTA
ero Bo3Bpaienns (cz..72.2 TK POD);

2) B crrydae HeOOXOAVMMOCTH YCTpaHeHNsI IOCTIeACTBIUI KaTacTpod
V1 aBapyii, IPeNOTBpPALeHI IOPYM VIV YHIYTOXEHNA MMYILeCTBa, IIPOCTOS,
BO3HVIKILVIX)B pe3y/IbTaTe STVX aBapuii 1 Katactpod (ct. 72.2 TK PD);

3)fecnnm, pabOTHUK HY>KIaeTCsl BO BpeMEHHOM IIepeBofie B CBS3U
¢ MEIUIMHCKMMM noKasauuamu (ct. 73 TK PO);

4) IOVIF06BIM MHBIM [IPUYMHAM, eC/Tt PAOOTHUK U pabOTOATeNb
3a)HTEPECOBAaHbI BO BpEMEHHOM IlepeBofie 11 0pOPMIIAIOT 9TO B BUJiE
Cor/IalleHNs1 (OTIOTHUTE/IBHOTO COITIAIEHNs K TPYLOBOMY OTOBOPY)
(c1.722 TK PD).

149



C. A.TNIOTOBA. CMPABOYHIK N0 KAPOBOMY IENONPON3BOACTBY AN PABOTHUKOB OPTAHU3ALIUI

Kaxpplit 13 3TUX pasHOBUJHOCTEI BpEMEHHOTO NEePEeBOJia MEET
CBOIO CIIelNUKY.

B nepBoM ciyyae mist epeBofia HeoOXOAMMO 0O0IOHOE COIIacHe
paboTHuKa 1 paboTofaTeNsA, KOTOpOe 0POPM/IAETCS B BI/E HOMOIHI-
Te/IbHOTO COITIALIeHA K TPYAOBOMY H0roBopy. OcHOBaHMeMAIA S8aKJ/i0-
YEeHUA JOIIOITHUTE/IbHOI'O COTJIAICHN A ABIACTCA 3aAB/ICHUE paéOTHI/IKa
¢ Ipocb00it 0 BpeMeHHOM IIepeBOfie MIIV €T0 COIIacye,/0(popMIeHHOe
C IOMOILBIO JTI0O0T0 APYroro fokyMeHTa. CPOK TaKOTO IIePeBOfia TOUHO
He oroBapuBaeTcs. JJaToit OkoH4aHVA pabOThI B JO/DKHOCTH, HA KOTOPYIO
BpeMeHHO ObUI IlepeBefieH PabOTHIIK, AB/IAETCA NEHBBO3BPAICHIA Ha
paboTy OCHOBHOTO COTPYIHMKA. YUNTHIBASA, YTO HE BGET/IA BO3ZMOXKHO
TOYHO YKa3aTb 3TY J]aTY, B IOIIOJIHUTEIbHOM COIJIALIeHUN yKa3bIBAETCH,
4TO BBIXOJ] Ha PabOTy OTCYTCTBYyIOIIero pabeTHIKA, MeCTO KOTOPOTo
3aMelaeTcs, AB/IAETCA YCIOBYeM IIpeKpalieHIs BpeMeHHOTO IlepeBofia.

Bo BTopoM crydae nepeBoy; pabOTHIKa JONYCKaeTCA 63 ero cormacys
Ha CpOK Jio 1 MecAIa (KpoMe IepeBoyia HaMeHee KBampUIMPOBaHHYIO
paboTy, mpu KOTOpoM cornacue pabOTHIKA TpebyeTcst).

3a pabOTHMKOM OCTaB/IAETCA IIPABO OTKA3aThCA OT TAaKOTO Bpe-
MEHHOTO IIEPEBOJiA B PAMlE Cy9IaeB, HPEAYCMOTPEHHbIX CTaThbaMu 219
1 220 TK P®. K atum crryqasgM OTHOCATCA:

— OTKa3 OT BBINIOTHEHMA PAOOT B C/Ty4ae BOSHMKHOBEHMS OITACHO-
CTU J/I5I €T0 KU3HM U 3[J0pOBBsl BCIE[ICTBIIE HAPYLIEHNsI TpeOOBaHMI
OXpaHBbI TPYAA;

— OTKa3 OT BBIILOJIHEHIsE TOKeTIbIX PaboT U paboT ¢ BpeHBIMI I
(11m) oracHBIMU YCIOBVSIMU TPY/IA, He IPEyCMOTPEHHBIX TPYOBBIM
JIOTOBOPOM.

BpeMeHHBIIT IePeBOf; IO MEAMIIMHCKIM IOKa3aHUAM OCYILeCTBIIA-
eTCs C MMCbMEHHOEQ,COIIacKsl pabOTHIKA Ha TAKOII IIePeBOf.

OcHoBaHUeM J/Is1 TepeBOfja AB/IACTCA MEAMIMHCKOE 3aK/TI0UeHNe
(cripaBKa), B KOTOPOM COZIep>KUTCS PeKOMEH/JallNsA IIepeBeCT! ero Ha
IpYyryio padory.

BCOOTBETCTBIY C MEAMIIMHCKIM 3aK/II04eHIeM paboTofaTe/b Ipefi-
naraeT pabOTHUKY B MIICbMEHHOM BUJie MMEIOIIeCs Y HETO BaKaHCUM.

Eemmcpox nepesosia cocTaBisAeT He 60yee 4eThIpeX MeCAIEeB, TO
PabOTHVK MOXeT OBITH /OO0 IepeBefieH Ha BpeMEHHYI0 paboTy, 1160
OTCTpPaHeH OT paboThl (B c/Iydae, ec/i pabOTHMKA He YCTpauBaeT HU
OJTHa 13 TIPE//IOKEHHBIX BAKAaHCHUIL, VTN B CITy4dae, e/ y paboTozaTens

150



5. MEPEBO/] PABOTHUKA HA IPYTYI0 PABOTY. U3MEHEHWE OMPEAENEHHbIX CTOPOHAMI YCNOBWI TPYL0BOTO 1OTOBOPA

HeT MOAXOfsIeil paboThl).

Ec/mt pepmionaraeTcsi, 9To CpoK epeBofa 6yaeT 6osiee YeTbIpex Mecs-
1IeB MY paOOTHYKY TpeOyeTcs MOCTOAHHBIN IepeBOJl, TOIZia paboTHIIK
7160 coITaIaeTcs Ha MpefIoKeHHYIo eMy paboTy (ecim y paboTofateris
ecTb MOAXopsIIas paboTa), mmbo, B CIydae 0TKasa Win OTCyTCTBIUS
TIO/IXOfIAILEI PaBOTBI, PAOOTHMK YBOMBHAETCA 110 ITYHKTY 8 YaCTHIIepBOI
cratbu 77 TK PO. OcHoBaHMeM NpeKpallleHNnsA TPyLOBOTO 0roBOpa
B 9TOM crTy4ae OyfeT «0TKa3 pabOTHMKA OT MIepeBOfa Ha APYTYI0.paboTy,
HEeOOXOIMMOTr0 MY B COOTBETCTBUM C MENULIMHCKIM 3aK/TIQUEHNEM,
BBIJJAHHBIM B TIOPSI/IKE, YCTAHOBIEHHOM (efiepaIbHBIMI 3aKOHAMU
¥ HBIMJ HOPMATVBHBIMY IIPAaBOBBIMY aKTaMu Poccuiiekon Pepepariu,
76O OTCYTCTBUE Y PabOTOfATENS] COOTBETCTBYIOLIEN PABOTHI».

JTro6ble npyrue BapuaHThl BpeMeHHOTo/lepEBO/d; KOTOPBIE OCY-
I[eCTB/ISIOTCS 110 JOTOBOPEHHOCTY MEXAYPaboTHUKOM 1 paboTona-
TeJIeM, JOITYCKAIOTCS Ha CPOK He Goree OHOIO TOpa. st opopmeHns
TAKOro IepeBofa TpebyeTcs cornmacite paborHiKa, odhopmisiemMoe
C IOMOIbIO 3asIB/IEHNs WM SPYLOTO,JOKyMEeHTa, Ha KOTOPOM
¢ukcupyercs ato cornacue. Ha ocHOBaHMY 3asiB/IeHMsI KafpoBast
cry>k6a coOCTaB/seT HONOTHUTEABHOE COTTalleHie K TPYAOBOMY
JOTOBOPY, B KOTOPOM IPOIKEBIBAET BCe M3MEHSIONECs YCIOBIS
U yCTaHaB/IMBaeT CPOK IepPeBoya.

ITo OKOHYAHUM ITOTO EPOKA, €C/IN PabOTOfATENTb HE IPEOCTABIACT
PabOTHUKY IIPeXHIOK PAboTy U1 pabOTHMK He HaCTauBaeT Ha 0OPaTHOM
iepeBoJie, BpeMeHHbIDTIEPEBO NP1oOpeTaeT XapaKTep MOCTOSIHHOTO.

I[Ipy 5TOM B TPYAOBYIO KHIKKY BHOCUTCS 3aIICh O BCEM IIEPUOJiE
[IepeBO/a, BK/II0YAs IEPUOfy KOTJA OH CYMTA/ICS BPEMEHHBIM.

B mpaBoBbix akTax P® He mpommMCchIBaETCs, KaK IPaBUIBHO 0dop-
MITH B 9TOM CTy4ae3aInch o nepesoge. Kak mpasuo, paboroparennb
U3/laeT HOBOE JIONIO/THUTEIBHOE COI/IAIIEHIIE K TPYJOBOMY JJOTOBOPY
U IIPUKa3, B KOTOPOM [PU3HAET YTPATUBILNM CUTY YCIOBYE O BPEMEH-
HOM XapaKTepe HEpeBOJa.

KpomesastBienuit, mucbMEHHOTO COIIACHSL, JOTIOMHNUTEIbHbIX COT/Ia-
IIEHNI K TPYHOBOMY OTOBOPY BCe BU/bI IIePeBOIOB 0)OPMIIIIOTCS
[IPMKA30M B2 [TOAIIICHI0 PYKOBOAUTEIS.

BpemeHHbIe IIEPEBOABI B TPYOBYIO KHIDKKY He BHOCSITCS.

BHeceH1e BpeMeHHBIX IIePeBOJIOB B IMYHYI0 KAPTOUKY PabOTHNKA
MO>KET IIPOM3BOAUTHCS 10 YCMOTPEHNUI0 paboToaTe .
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E)KCI‘O,T.IHI)IC OIIAYMBA€MbI€ OTITYCKA
" MHbIE BUIBI OTIIYCKOB

B coorBeTcTBMM CO cTaTbelt 37 Konctutyunn PO kaxabiin paboTaio-
NIt IO TPYJOBOMY JOTOBOPY MMeeT IIpaBo Ha eXKerOfHBIN OllladMBae-
MBIiT OTITYCK. DTO JKe IpaBo paboTHMKA pomcaHo B cTaTbe2]1 TK PO.

E>xeropHblll OITa4yBaeMblif OTITYCK — 3TO OCHOBHOI BIJ OTIYCKa,
KOTOPBII IPEFOCTABIAETCS BCeM PabOTHMKAM, PA0OTAOLIMM 110 TPY-
IOBOMY JOTOBOPY, C YI€TOM OTPabOTaHHOTO B OPTAHM3ALAN BpEMEHIL.
Ha neproz HaxoX/jeHNUs B OTIYCKe 32 PaOOTHUKOM COXPAHSIOTCS €T0
MeCTO pabOTBI U OKJIa,.

E>XeromHblit oIyTaunBaeMblil OTITYCK MOYXeT COCTOATD 113 OCHOBHOTO
OTITyCKa U JOIOTHUTEIbHOTO.

[Tpono/mKUTEIBHOCTD OCHOBHOTO OFIyCKa (M. ITpopo/KuTenbHOCTD
OTIIYCKOB, MCYVCIIEH)e CPOKOB OTilycKa) ycraHasnusaeTcss TK PO
Y MHBIMY IIpaBoBbIMY akTamy PO (1A 0THeIbHBIX KaTeropuit pabot-
HVIKOB). 3a Ka)X[Ibli1 rof; paboTbl PabOTHUKY II0JIOKEHO OIpee/IeHHOe
KO/IMYEeCTBO [HEl OCHOBHOTO OIUTAYMBAEMOTr0 OTITYCKa. ITO KOIMYECTBO
He MOXKeT OBITb YMeHbIIeHO paboTosarernem.

E>xeropHble HONOMHUTEABHbIE OI/IaY/BaeMble OTIYCKa YCTaHAB-
JMBAIOTCS pabOTHUKAM 32 OIIpefe/IecHHbIe YC/IOBIA TPy, KOTOPbIe
KOMIICHCUPYIOTCS 60BN IIPOO/DKUTE/IbHOCTBIO OTITYCKA.

K TakuM ycnoBUsAM MOTYT OTHOCUTbCA:

- pabora c BpefHBIMU U (M/IM) OIACHBIMU YCIOBUAMMU TPYAa
(ct. 117 TK POD);

- 0co6biit xapakTep padoTsI (ct. 118 TK PD);

- HEHOPMMpPOBAHHbII pabounit fenb (ct. 119 TK PD);

- pab6ora B paiionax Kpaitnero CeBepa 11 mpypaBHEHHBIX K HUM
MecTHOCTAX (cT. 116 TK PO, cT. 14 3akona P® ot 19.02.1993 Ne 4520-1
«O rocyZapCTBEHHBIX FAPaHTIIX Y KOMITEHCALVISIX IS UL, paboTaro-
X 1 IPOXKMBAIOINX B paitoHax Kpaiinero Cesepa 1 mpupaBHEHHBIX
K HYIM MECTHOCTSIX») Y Jip.

JOTIOMTHUTENIBbHBIN OTIIYCK MOYXKET ObITh IPELOCTaB/IeH paOOTHIKY
110 COMIACOBAHMIO C paboTopareneM 1 3aUKCUPOBAH B TPYLOBOM UM
KO/UIEKTVBHOM JIOTOBODE.
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Kpome exxerogHoro omnjaqmBaeMoro OTIycka, pabOTHUKY MOTYT
IIpENOCTaB/IATbCA npyrme B bI OTHYCKOB:

- OTIycK 6e3 coxpaHeHus 3apaborHoii wiatsl (c1. 128 TK PO);

- oTmycK 1o 6epeMenHHocTy 1 popiaM (cT. 255 TK P®D);

OTIIYCK IO yXORy 3a pebeHkoM (cT. 256 TK P®);

OTIYCK pabOTHUKAM, YCHIHOBMBIINM pebenka (ct. 257 TK PD);

— y4e6HbIit oTIycK (cT. 173-176 TK PD).

ITo o6ueMy npaBuUTy IpefOCTaB/IeHNe OTIYCKa 6e3 COXpaHeH!s
3apabOTHOII IUIaThI OCTAETCS HAa YCMOTpeHMe paboropaTens. Pabo-
TOZATeNTb BIPaBe OTKa3aTh pabOTHUKY B MpefOCTaBAEHI TAKOTO
OTIIyCKa, KpOMe OT/Ie/IbHBIX KaTeropuit pabOTHUKOB, 3aUKCIPOBAHHBIX
BCT. 128 TK PO.

K 1M Kareropusm oTHOCATCS:

- yuactHuKu BOB;

- paboTalomiye IeHCHOHEPSI (110 BO3PACTY);

— YIEeHBI CeMbJ BOCHHOCTY>KAIYX, HOMOIIVIX TPV VICIIOJTHEHUN
CBOMX 005I3aHHOCTEN VTN BCIEACTBYUE BaOOMEBaHSI, CBSI3AHHOTO C
IIPOXOXK/IeHMEM BOCHHOI CITY>KOBI;

- paboraromie NHBAINIbIL.

Taxoke oTIIyCcK 6€3 cOXpaHeHI 8apabOTHOI! II/IAThI IPEIOCTAB/IAETCS
B CJIy4ae pOXKJeHNUsA pebeHKa, perycTpanuy 6paka, CMepTy O/IM3KIX
POMICTBEHHUKOB.

OTnyck 1o 6epeMeHHOETY 14, POJaM MIPeJOCTAB/IACTCS >KeHII -
HaM, paboTaoIM OO TPYAOBOMY JOTOBOPY, HE3aBUCHMO OT CTaXKa
M VHBIX YCIOBUIT paboTsl. JaHHBI B[ OTIYCKA IeTUTCS Ha [Be
4acTU — JOPOLOBYIO I HOEIepoRoByIo (cM. [IpOfO/KUTETBHOCTD
OTIIYCKOB, MCUNUC/IeHIe CPOKOB OTITycKa). [IpeocTaB/seTcs OTIIyCK
JKEHII[MHAM Ha OCHOBAHMY TMCTKA HETPYAOCIOCOOHOCTH, BBIZAHHOTO
BPaYOM-TMHEKOTOroM (BpauoM), BeAYLINM Hab/ofeHe 6epeMeHHOCTI.

OTmy¢K 110 YX07y 3a peO6eHKOM [0 HOCTIDKEHMsSI IM BO3pacTa Tpex
7IeT MO>KeTOBITh IIPeOCTaB/IeH MaTepy pebeHKa, OTHOMY U3 POJ-
CTBEHHUKOB pebeHKa, (aKTIUeCKN OCYLIeCTB/IONIeMY 38 HUX YXOf,
oreKyHy pe@enka. OTIIyCK MO>KeT ObITb B3AT OfHVMM W/IV HECKOIbKIMU
YIeHAMIICEMBY 10 YaCTSIM.

Ha Bpems aT0r0 OTIIyCKa 32 pabOTHIKOM COXPAHSETCsI MECTO PabOTBI.
Bo BpeMs1 oTIrycka pabOTHMKY BBIIIAYMBACTCS eXXeMeCIHOe Iocobue
II0 YXOZly 3a peOeHKOM, pasMep KOTOPOTo 3aBJCUT OT IIepyofa OTIIyCKa
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(mopsimoK pacyeTa mocobmii omperiernieH B craTbe 14 PenepaabHOro 3aKoHa
0T 29.12.2006 Ne 255-03 «O6 06s13aTeIbHOM COLMATIBHOM CTPaXOBaHUY
Ha CJTy4Jall BpeMeHHOIT HeTPY/IOCTIOCOOHOCTY 11 B CBA3Y C MAaTEPUHCTBOM»):

ITepBblil NeprOf OrpaHIdeH IOy TOpa FofaMy peOeHKa, B Te4eHe
KOTOPOTro pabOTHMKY BBIITAYMBAETCS 110 MeCTy paboTe 40 % CpefHero
3apaboTka paboTHNKa. Bo BTOpoM Iepuozie — OT HOTyTOpafio,rpex AeT
pebeHKa mocobue 1o rocyiapCTBEHHOMY COLMATbHOMY CTPAXOBAHIA
He BBIITAYMBACTCA.

B nepuop ornycka MaTh (M1 MHOE MNILO, PaKTUYeCKN OCYIIeCT-
BIIAIOLIEE YXOJ 3a peOeHKOM, YKasaHHoe B cTaThe 256:TK P®D) moxer
paboTaTh Ha yCTIOBUAX HEIIOJTHOTO pabovero BpeMeHu/C COXpaHeHueM
IIpaBa Ha 0co6ue B IIOMTHOM pa3Mepe.

Jlns mpemocTaBIeHNA OTITyCKa IO yXO/Y 3a pebeHKoM, KpoMe
3asBJIeHNA pabOTHMKA, TAKXKe He0OXONUMO CBUAETENILCTBO O POXK/ie-
Hym pebenka. Ecim otmyck 6epet He MaTh, JOOAB/IAIOTCA TOKYMEHTHI,
MO/ TBEPIK/IAIOIIYIe POACTBO C peOeHKOM; I CIIpaBKa C MecTa paboTh
MaTepy O TOM, 4TO Ioco6e eif He BBIIIAYNBAIOCH.

OTHycK 0 YXOAy 3a pe6eHKOM MOXKeT ObITh IIpepBaH B JI000i1
MOMEHT TI0 MHUIIMATUBe pabOoTHUKA.

Ornyck B CBA3M C YCHIHOBJIEHVEM PEOCHKA MOXKET IIPEIOCTAB/IATHCS
Kak MaTepy peOeHKa, Tak 1 0TLy. B ToM cirydae, ecu JaHHBI BIJ, OTITyCKa
IPeIOCTaB/IACTCA XKEHIYHe, OHa MOXKeT BLIOPATh APYTOil BUJ, OTITyCKa —
OTIyCK 110 6epeMeHHOCTH M pojaM. O6a Byja OTIIyCKa HAYMHAIOTCS CO
IHSA YCBIHOB/IEHNA peberka fio sctevenust 70 mHeN CO [HS €70 POXKTIEHNMS
(mmm 110 pHei, eciin YEbIHOB/IAIOTCA TBOE I 6omee merein).

Taxxe paboTHIKAM, YEBIHOBUBIINM PeOeHKa, MOXeT ObIThb Ipefio-
CTaBJIeH OTIYCK IO YXOAY 3a peOeHKOM JI0 JOCTIDKEHNS UM BO3pacTa
TpeX JIeT, KOTOPBbIIL 0popM/IAeTCs Ha 061yX ocHOBaHMAX (cT. 256 TK PD).

Yue6Hble OTITyCKa E/IATCA Ha JOIOTHNUTE/IbHBIE OTITYCKA C COXpaHe-
HIeM CPeIHEero 3apaboTKa V1 OTITycKa 6e3 COXpaHeHNS 3apabOTHOI! IIATHL.

B cratbax 173-176 TK PO nepeuncrsorcs Kateropuy o6y4aromyxcs,
KOTOPBIMIIPETOCTAB/IAIOTCSA OIIAY/BaeMble 11 HeOI/IauMBaeMble OTITYCKa.

OrnraurBaeMble OTITYCKa B OCHOBHOM IIPEOCTABIAIOTCA 00y JaIOIIMCS
10 ITPOFPAMMaM Pa3NIHOTO YPOBHSA 3a049HON ¥ OYHO-3a09HOM POpM
OOYHeHIA TPV IOy YeHNV 00pa30BaHNA OIPeIe/IeHHOTO YPOBHS BIIEPBbIe.

HeormraunBaemble oTIycka paboTomate/rb 00s3aH NPefOCTaBUTb 00Y-
YATOMIVIMCA TI0 IPOrPaMMaM Pas/ITIHOTO YPOBHS OYHOI (POPMBI 00y IEeHILA.
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OTpenbHBIMU YCTIOBUSMM OIUIATHI y4eOHOT'O OTIIYCKA SBJAIOTCS
yCIENIHOe OCBOeHNEe PabOTHNMKOM IIPOIrpaMM O00y4eHNs Y HaIdue
FOCYapCTBEHHOI aKKPeAUTALNA Y 00Pa30BaTeIbHOTO YUPeXK e H sk
YcenemHocTh 00y4YeHMs HOATBEPKAAETCS CIIPAaBKOII-BBI30BOM. BefigHe
BCEX OCTA/IbHBIX (POPM KOHTPOJIS YCIeBaeMOCTH (HalpuMep,/3adeTHas
KHIDKKA) OTHOCATCS K KOMIIETEeHIVIN 00pa30BaTeIbHOTO YHPEXIeHIA.

Ecimu nporpaMMbl 00y4eHMs He MMEIOT TOCYAapCTBEHHOM aKKpe-
AUTALNY, Y4eOHDII OTIIYCK MOXKET OIIAYMBATHCS, €C/IU ITO YCIOBIe
3aKpeIIEHO B TPYLOBOM JOTOBOpPe C pAOOTHIKOM MU KOIIEKTNBHOM
TOroBOpe.

KonmuecTBo fHelt oltaunBaeMoro y4e6HOro oTiycKa permaMeH-
tupyerca B TK PO (ct. 173-176) (cm. ITpomomKiuTebHOCTb OTITYCKOB,
UICYMICIIEHe CPOKOB OTITYCKa).

CoBMecTuTeNnAM yueOHbIe OTIYCKa HeAIpe[OCTaB/IAI0TCA.

OcHOBaHMeM [/ IPefOCTaBIeH N yIe0HOTO OTITyCKa ABIACTCA
crpaBKa-BbI30B. Popma cripaBKu-BbI30Ba yTBepk/eHa [Ipukasom
Muno6pnayku Poccyn ot 19.12.2013 Ne'1368 «O6 yrBepsxaennu ¢op-
MBI CIIPABKJI-BbI30Ba, [A0Iell IIPaBo Ha HPE0CTaBIeH)e TapaHTHIl
U KOMIIEHCAalMil pabOTHUKAM, COBMEIIAIOMVIM paboTy C IOJTy4eHUEeM
o0pa3oBaHMsI».

ITpemocTaBnenne Bcex BUAOB OTITYCKOB, KPOMe €KEeTOfIHOTO OIlIa-
YIBAE€MOT'0 ¥ Y4eOHBIX OTITYCKOB, OCYIECTBIISETCS Ha OCHOBAaHUU
MUCbMEHHOTO 3as1B/IeHMSA pdOOTHIKA.

ITpaBopaGoTHNMKA HA e)KEeTOHbII
OI/TAYMBaEMbII OTITYCK

I[IpaBo Ha eXXErO/HBII OIIAYMBAEMBIIT OTITYCK [OTYYaeT pabOTHIUK,
oTpaboTaBIINil y PabOTOATE/S IO TPYLOBOMY LOTOBOPY He MEHee
6 Mecsi1ieB, TOT CPOK MOXKeT OBITh COKPAIIEH 110 JOTOBOPEHHOCTH
CTOPOH TPYOBOLO [OrOBOPA.

[IpaBo Ha OTIYCK /10 CTEYEHNSI ITOTO CPOKA MOXKET OBITH IIPEJO-
CTaBJIEHO JKEHIIVHAM IIepe] OTITYCKOM I10 GepeMeHHOCTH ¥ pofaM (M
Cpasy.Iioc/ie Hero), HeCOBEPIIEHHONETHUM PabOTHMKAM U PabOTHMKAM,
YChIHOBUBIINM pebenka (cT. 122 TK PD).

Otiyck 3a BTOpOII U [TOC/IEAYIOLIe TOfBI pabOThI Y TOTO Xe pabo-
TomaTe/sl IPefOCTaB/IsIeTCs B 1I000€e BpeMs rofja B COOTBETCTBUN
¢ rpaduKOM OTIIYCKOB.
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O6s3aHHOCTD paboTomaTes MPeroCTaBIeHNA
€XEeTOfHOTO OIIAYNBAEMOT0 OTITYCKa pa0OTHMKY
U BbIII/IaTa ,T.[CHC)KHOﬁ KOMII€EHCATNN 3a OTITYCK

O653aHHOCTBIO pabOTOATENS ABIIAETCS €XKETOTHOE IPEJOCTAB-
neHMe pabOTHUKY OIIa4MBaeMoro ormycka (ct. 122 TK P®);

B HeKOTOPBIX CITy4asX AOITyCKAETCA TIepeHeCeH e KETOTHOTO OIIau/BaeMOro
OTITyCKa pabOTHIKA Ha CIeRyoLuit rof,. I1pu 5ToM pabOTHIMK HOJDKEH aTh
CcoIvIacye Ha TaKoyl IEPEHOC M MICIIONIb30BATD €0 He TI03Hee 12 MecAueB mocne
OKOHYaHNs1 TOro paboyero rofa, 3a KOTopblit OH rpepoctasysiercs (ct. 124 TK PO).

3ampeliaeTcs 3aMeHATh €KETOIHbII OIUTaulBaeMBII OTIYCK TeHeSKHOI
KOMITEHCaLell. B Bujie JeHexKHO KOMITEHC ALV MOYKET. ObITh BhIII/TaueHa
TOJIbKO YaCTh OTITYCKa, IIpeBbIIaontas 28 KaleH/japHbIX fHel (CT. 126
TK P®). [I1s1 ocyiiecTBIeHNsI TAKO 3aMeHBIHEOOXOAUMO IIVICbMEHHOE
3asB/IeHNe paboTHMKA. To ecTb e/t y paGOTHIIKA €CTh TOIIOTHUTENbHbIE
IHY K OTITYCKY, OHU MOTYT OBbITb BBIITAY€HBI [IeHBEAMIL, €C/IM TAKVX JHel
HET, TO pabOTHNUK MCIIONb3yeT JHU OTITYCKA TONIBKO B BMJE OTIIYCKA.

ITpu yBONbHEHNM pabOTHNUKA 32 BCe HEUCTIONb30BAHHbIE JHYU OTIYCKa
eMy MO>KeT OBbITh BbIIUIaueHa JeHekHashKoMIteHcarys (cT. 127 TK PO).

IlopApoK npegocraBAEeH N €KeTOJHOTO
OI/IAYNIBAeMOT0 OTITYCKa PaGOTHUKY

B cooTrBercTBUM CO £TaTbeit 123 TK PO 0cHOBHBIM HOKYMEHTOM,
yCTaHAB/IMBAIOLIVM 04ePeHOCTD IPENOCTABIeHNUS OTIIYCKOB paboT-
HYKaM, SIB/IIeTCS TPAQIK OFIYCKOB.

ITOT JOKYMEHT COCTAB/IALTCA B KOHIIE TeKYIIeTo rofia Ha C/Ie IOyl
TOJ M yTBepXK/laeTCs pabOrosiaTesieM He IO3IHee YeM 3a JIBe Heflen
710 HACTYIUIEHUA CHIe[IyIOLIEero KajaeHJapHOro Tojia.

Odopmas oTHycKa pabOTHUKOB, CIIEIVIaIUCTBI KaIPOBBIX CITYXKO0
OPUEHTUPYIOTCS Ha 3TOT IOKYMEHT.

YuutpiBasg, 4T0 rpadyK OTIYCKOB He Ipeo/IaraeT 03HAKOM/ICHNA
C HUM pabOTHIKOB, B COOTBETCTBIM CO cTaThelt 123 TK PO paboroparens
006s8aH M3BECTNTD PAOOTHIMKA II0J] POCIVCh O HACTYIIEHVM OTITyCKa He
IIO3JHEE YEM 32 [IBe HeJleN /IO €ro Hayasla.

JisBecTTh pabOTHMKA MOXKHO ABYMs CIIOCOOaMM:

~ OTZHENbHBIM JOKYMEHTOM, HalIpMMeP YBeJOMIEHMEM VI U3Be-
uleH1eM (popma JOKyMeHTa He PerTaMeHTUPYeTCA M MOXKeT OBbITh
paspaboraHa caMuM paboTromarenem);
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- NIPMKA30M O NPEROCTABIEHNN OTIIYCKA PAOOTHNUKY, C KOTOPBIM
OH JI0/DKEH 03HAKOMMTBCS He [03/Hee YeM 3a [iBe Hefle/ 0 HaCTy-
IIJICHVA JAaThl Ha4Ya1a OTHcha.

Janee usmaeTcs MpUKa3 O MPefOCTABIEHNY PaOOTHUKY e>KEEOf-
HOTO OIUIAYMBAEMOro OTIIyCKa (ec/ paHee pabOTHMK ObULVISBELEH
0 HAaCTYIUIEHNY OTIIYCKa IO IpadMKy OTIYCKOB IPYTUM JOKYMEHTOM).

ITpyka3 o IpeoCcTaB/IeHNN OTITYCKa PAOOTHIKY PETUCTPUPYETEs B XKYyp-
HaJIe PEerUCTPALIVV IPUKA30B 00 OTITYCKax (OT/EIbHO OT APYTMX MPUKa30B
II0 JIMYHOMY COCTaBY, TaK KaK 1MeeT 60/1ee KOPOTKIIT CPOK XPaHEeHIs).

PaboTHUK 3HAKOMMTCSA C IPUKA30M IIOJI POCIIACH!

Ha ocHoBaHMM IpuKasa JenaeTcs 3alych B TUYHON KapTOuKe
paboTHUKA.

B mr4HOIT KapTOUKe yKa3bIBAIOTCA BUJ OTHYEKA, HEPHOI, 32 KOTOPBII
IPeOCTaBIACTCA OTIYCK (M1 eXKeTof[HhIX OITau/iBaeMbIX OTITYCKOB
yKas3bIBaeTCs TOfi pabOThI, 32 KOTOPBIiT HPEFOCTAB/IACTC OTITYCK
PabOTHUKY), KOIMIECTBO Ka/IeHAAPHBIX JHEM OTIIYCKa U JaThl Hada/Ia
¥ OKOHYAHNA OTITyCKa. B mocreHeit rpage BIMCHIBAIOTCA PEKBU3UTDI
IIpuKasa 06 OTIyCKe.

OpurnHas nprkasa ocTaeTcs B KafpoBoil cy>x6e, MOAIINBAeTCs
B JIeJIO C IIpUKa3aMi Ha OTIIyeKa

Komms npukasa nepepgaercsi B Oyxraarepuio s opopMIeHUs
3aIMCKIU-pacyeTa Ha eXXefOIHBI OIIIa4/BaeMbII OTITYCK.

IIpopomkuTerbAOCTH OTIYCKOB. Vicuucienne cpokoB
OTITyCKa. ,Hene}me OTITYyCKa HA YaCTN

E>xeropHbI1 0CHOBHOV ONJTaYMBAEMBIN OTITYCK MMEET ITPOJJOIKM -
TeNIBHOCTD 28 KaneHAapHbIX gHel (cT. 115 TK PO).

JI7151 HEKOTOPBIX.KaTeropuit pabOTHNKOB TPYLOBBIM 3aKOHOTA-
TENbCTBOM IPENYCMOTPEHO 6OIblIlee KOMMIECTBO [JHEI €XKETOHOTO
OCHOBHOTI'0 OIIIAYKBAEMOT0 OTITycKa. K 3TMM KaTeropusaM OTHOCATCA:

- rpakmaHcKMe cmyamne (30 xameHgapHbIx gHeit) (cT. 46 ©3
27.07:2004:Ne 79-D3);

+ MyHuMUunanbHele cryxauye (oT 30 KameHfapHbIX gHelt) (1. 3 CT.
21 ®30102.03.2007 Ne 25-D3);

—menaroruveckue pabotHuku (0T 42 10 56 KaneHIapHBIX [THET)
(er. 334 TK PO, 1. 3 4. 5 c1. 47 @3 o1 29.12.2012 Ne 273-D3, [puso-
xenme K [Tocranosnennto [IpaBurenbctsa PO ot 14.05.2015 Ne 466);
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- Hay4Hble pabOTHUKY, MMEIOIVIe YIEHYIO CTelleHb (0T 36 fo 48 pa-
60unx Heri) ([Tocranosnenne [TpaBurenpctsa PO ot 12.08.1994 Ne 949);

- paborHuku B Bo3pacte mo 18 mer (31 KajmeHapHBINL, IeHb)
(ct. 267 TK PD);

- uHBanujbl (He MeHee 30 KajeHJapHBIX fAHel) (€T. 23 @3
oT 24.11.1995 Ne 181-®3);

- COTPYOHMKM CJIeICTBEHHOTO KOMNTETa, HPOKYypaTypbl
(30 xanenpmapubIx gHeit) (4. 1 ct. 25 @3 or 28.12.2010 Ne,403-D3,
m 1cr.44.1 ®3 01 17.01.1992 Ne 2202-1);

- [pyruie KaTeTOpUL.

Kpome 0CHOBHOTO €XXeroffHOT0 OIIaYMBAEMOro OTIRYCKa, HEKOTOPBIM
KaTeropyusaM pabOTHUKOB IIOIOXKEHBI JOIIO/THUTEbHBIE €XKeTOIHble
omaunBaeMble OTIycka. K aTuM xateropusiM OTHOCATCS:

— pabOTHMKM, KOTOPBIM B COOTBETCTBUY C TPYAOBBIM JOTOBOPOM
yCTaHOBJIEH HEHOPMUPOBAHHBI pabounil IeHb (He MeHee 3 KajleH-
mapubix gHeit) (ct. 119 TK PO);

- paboTHUKM, 3aHATbIe Ha PaBOTAX,C BPEIHBIMU M/IU OTACHBIMMU
ycnoBusAMY TpyAa (He MeHee 7 KajeHAApHBIX fHelr) (cT. 117 TK P®);

- pabotaronye B parioHax Kpaiaero Cepepa 11 B pajioHax, IIpYpaBHEeH-
HBIX K HeMY (24 11 16 Ka/ieHIapHBIXIHEV C00TBeTCTBeHHO) (cT. 321 TK PD);

— HEeKOTOpble MeAMLHCKIE paOOTHUKY, HAIIPUMeEpP YXaXXUBaIo-
e 3a BUY-nubunuposannbiMu (14 xanenpapubix fHeit) (Ilepeuens,
yTB. ITocTanosnenneM IlpaBurenbcrsa PO ot 06.06.2013 Ne 482);

— CIIOPTCMEHBI/ TPEHeph! (He MeHee 4 KaJleHIAPHBIX JHEI)
(ct. 348.10 TK PD);

— HEKOTOpble KaTeTrOpMy PabOTHMKOB 32 HEMPEPBIBHBIN CTaX
paboThl, HAIIpYMeP CYAbM IPK CTaxKe paboThl OT 5 10 10 j1eT (5 padounx
nHeit), ot 10 go 15er (10 pabounx fgHer), cBeiie 15 et (15 pabounx
mHeit) (1. 2.ct. 19 3akoHa PO o1 26.06.1992 Ne 3132-1 «O craryce cypei
B Poccuitckoit @eneparyin») (py 9ToM pabodre JHI OTIYCKA [Tepecti-
THIBAIOTCS'B Ka/IEHIapHbIe);

< IpyLiie KaTerOpyi.

E>xeroffHbIil JOIONMHNUTEIBHBIN ONIaYMBaeMbIIl OTIIYCK CYMMMUPY-
eTCsT ¢ OCHOBHBIM, COCTABIISIA 0011ee KOMMIECTBO KaTE€H/[APHDIX THE
€XETOJHOrO0 OIIAYMBAeMOro OTIYCKa pabOTHNUKA.

Hepa6oune u npasgHuYHbIe JHY He BKIIOYAIOTCS B €XKETOIHBII
OIUTAYVMBAEMBII OTITYCK.
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E>xerofHpIl OMIauMBaeMBbIil OTITYCK MOXKET OBITh pasJiefieH Ha JacTu.
OpHa 13 3TUX YacTell Jo/DKHA OBITh He MeHee 14 KaleH/IapHbIX [JHeil
(ct. 125 TK PO).

C y4eToM TOro, 4TO OTIIYCK PACCUMUTHIBACTCA B KaJICHIAPHBIX JHAX,
B OCTaBILVeCS YaCTY OTITyCKa peKOMEHIYeTCs BK/II0YATh Kak pabounte,
TaK ¥ Hepaboue THUL.

OryienbHBIE CPOKY YCTAHAB/IMBAIOTCSA /IS OTITYCKOB 110 O€peMEHHOCTI
U POfiaM, TI0 YXOFY 3a PeOeHKOM, TULIaM, COBMELIAIONIM yIeby it,paboTy.

Ormyck o 6epeMeHHOCTH 1 POfiaM JeIUTCS Ha JOPOZOBOIL I TIOCTIe-
ponosoit nepuopsl (ct. 255 TK PD).

JOpOmoBOIL TEPUON, B 3aBUCUMOCTI OT 0OCTOATE/IBCTB, MOXKET
COCTaBJISATE:

— 70 KaZieH/JapHBIX THE;

- 84 xaneHapHbIX fHA (Y MHOTOIIIOFHO GepeMeHHOCTH).

ITocnepomoBoit IepNOJ, COCTaBIAET:

— 70 Ka/leHIapHBIX THE;

- 86 KameHapHbIX JHeI (Ipy 0CIIOKHEHHBIX POfIax);

- 110 kaneH#apHbIX gHeil (IIpy pOXKIEHUN IBYX 1 OoJee feTeit)
(ct. 255 TK PD).

IJHM 060MX Iepro0B CYMMUPYIOTCS U IPEJOCTAB/ISAIOTCS BHE
3aBUCUMOCTY OT JJaThl POXKAEHUA peOeHKa, TO eCThb IaXke B ClIydae
peXX7ieBpeMeHHbIX POTIOB PabOTHIUIIE TPENOCTABIAETCS 001Iee KO-
4eCTBO Ka/IeHIApHbIX JHel OTTIyeKa 110 6epeMeHHOCTH U POJaM.

I[Toce okOHUaHMAOTIYCKA 10 GepeMeHHOCTH 1 pofiaM pabOTHUKY
(B ToM 41MCIe OTIY pebeHKa YU JPYTUM POCTBEHHUKAM) 110 €T0
3asIBJIEHII0 MOYKET OBITH TPEFOCTABIEH OTIYCK II0 YXOAY 3a pebeHKOM
IO OCTIDKeHMA UM Bo3pacTa Tpex et (cT. 256 TK PO).

PaboTHMKaM, YCBIHOBUBILNM pebeHKa, TAK)Ke PefOCTaBIsIeTCs
BO3MO>KHOCTb 0(OpMIIeH ST FOIIOMHUTEIBHOTO OTITycKa. HaunHaeTcst
TaKOI OTIYCK € MOMEHTa YCBIHOBJIEHNUs pebeHKa 1 1o ucTedenws 70
IHeIt co fHsA poXKneHus pebenka vy 110 fHel Ipu YCHIHOBIEHUN
IByxd 60nee pereit (ct. 257 TK PO).

O1nycK WO yXony 3a pe6eHKOM /IS 9TOI KaTeropuy paboTHUKOB
TAK>Ke HAUMHAeTCs C JaThl YCHIHOBJIEHVS peOeHKa 10 JOCTIDKEHNS UM
BO3pPacTa TPex JIeT.

[TpORO/KNTENBHOCTD OIVIAY/BAEMBIX YI€OHBIX OTIIYCKOB 3aBUCUT
OT BMJia 00pa3oBaHMs Yl OCHOBAHY IIPEIOCTAB/ICHNsSI OTIIYCKa.
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O6yuvaromumMcs o IporpaMMam CIlelyajauTera, bakajrappua-
Ta, MaruCTpaTypbl Ha 3a0YHON ¥ OYHO-3a09HOI HopMax 00ydeHNs
NIPeiOCTABIIAIOTCA:

— 40 xajleHJJapHbIX JHEN — JI/Is IPOMEXYTOYHOI aTTeCTalun
Ha 1 n 2 Kypcax;

— 50 KayeHgapHbIX JHEN — I TPOMEXXYTOYHOI aTTeCTal i Ha
HOCTIeAYIOLUX KYPCax U IIPY COKPAIIEeHHBIX CPOKAaX OOYHUeHMS Ha BTO-
poM Kypce;

— 0 4 MecslleB — [JI1 UTOTOBOI TOCYAApCTBEHHOM aTTeCTalun
(cT. 173 TK PD).

O6y4yaoImymcs o porpaMMmaM CpefHero IpogeccuoHaabHO-
ro o6pa3oBaHys HA 3a09HON U OYHO-3209HOI popMax oO6yIeHMs
IIpeJOCTABIIAIOTCA:

— 30 KaJIeH[JapHbIX JHEN — /11 IPOMEXYTOUHOI aTTeCTallun
Ha l u 2 Kypcax;

— 40 xaJIeHJJapHBIX JHEN — /1A TIPOMEXYTOYHO aTTeCTallun
Ha MTOCTIe YOI MX Kypcax;

— 10 2 MecsALeB — i1 UTOTOBOM FOCYIapCTBEHHOM aTTeCTALUN
(ct. 174 TK PO).

JI71s uTOroBO rocygapeTBeHHOM aTTeCTal My IPU MOTy4YeHUN
OCHOBHOTO 00111er0 00pa8oBaHMs (3a0uHast U 04HO-3a04Hast Gop-
MBI 00y4YeHNs1) — 9 KaJleHTapHBIX [JHEll, IpK [OTYIeHUU CPeJHeTO
obuiero o6pasoBanus(3a0dHasLy 04HO-3a04HAs GOPMBI 00yUeHNs) —
22 xaneHgapHbIX qHS (CT. 176 TK POD).

OcBanBaromyM NporpaMMbl IIOATOTOBKY B aCIMpaHType (aJbIOH-
KType), OpAMHATYPe 1 ACCUCTEHTYpe-CTaXXUPOBKe Ha 3a049HOI popMe
0byueHns mpefocTaBiseTcs 30 KaeHapHbIX JHel JOIOTHUTENbHOTO
ormycka (ct. 173. 1. TK POD).

L7151 3aBepIIeHN ¥ 3alUThl KAHAMAATCKOI U JOKTOPCKOIL iuccep-
Tanuit PAabOTHUKAM IPeTOCTABIIIIOTCS COOTBETCTBEHHO 3 U 6 MeCsIleB
(. 2 ITpaBun, yrBep>xpenHbIX [locTanoBnennem IIpasurenscrea PO ot
05.05.2014 No'409 «O6 yrBepxaennu IIpaBun mpegocTaBieHys OTIyCKa
JVIIaM, JOMYIIeHHBIM K COMCKAHMIO YUeHOI CTelleH! KaH/[MAaTa HayK
U1 HOKTOpa HayK»).

Orryck 6es coxpaHeHNs1 3apabOTHOI IIATBI MOYKET IPETOCTABIATHCS
PAOOTHIMKY II0 JOTOBOPEHHOCTU € paboTomaTeneM. [INTeIbHOCTD
OIIpEfleNAeTCs YCIOBUAMM 3TON JOTOBOPEHHOCTM.
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EcTb HeCKOIbKO KaTeropuii paboTHUKOB, KOTOPBIM paboToaTe/b
00s13aH IIPeJOCTAaBUTD OTIYCK 0e3 coXpaHeHUsA 3apab0THON IIAThI,
K 3TUM KaTeI'Op]/[HM OTHOCATCA:

- y4YacTHMKM Benmkoii oTedecTBEHHOI BOMHBI — Jj0 35 Ka/leHap-
HBIX JJHEN B TOLY;

- paboraroliye IeHCHOHEPSI (110 BO3pacTy) — 0 14 KaJI€HEapHBIX
JHE B TOALY;

- pa60Ta10mme MHBaIUABL — o 60 KajieHJapHbIX HEW B FONY;

— BJOBBI ¥ POJUTENN BOEHHOCTY>KAIINX, PAOOTHMKOB OPTaHOB
BHYTPEHHNX JeJl, QefiepabHOl IIPOTUBONOKAPHOMICAYKObI, TaMo-
JK€HHBIX OPTaHOB, COTPYJHUKOB YUPEXIEHNIT, I OPFaHOB YTOIOBHO-
UCIIOTHUTENBHON CUCTeMbI, KOTOpble IMOTMOMN BCIEHETBIE CBOEI
podeccroHaIbHON AesITeNbHOCTH, — [0 14 KayleHApHBIX JHell B TOAY;

- paboTHMKM B CIyYasx poxaeHus pebenka, perycrpanyu 6paka,
CMepTy O/IM3KYUX POACTBEHHVKOB — 10 5 KaJeHAapHbIX gHelt (cT. 128
TK POD).

IIpeqocraBneHme OTIycKa paGOTHUKY
He 110 TPaUKY OTHYCKOB

B coorercrBum ¢ TK P eeTh psij; KaTeropnii paboTHIKOB, KOTOPBIM
OTITYCK MOXKET OBITb IIPeJOCTAB/ICH B II000e yroOHOe I HUX BpeMs MIN
BpeMsi, CBsI3aHHOE € ApyriMu 00cTosTenbcTBamu. K aTum Kateropusam
PabOTHMKOB OTHOCATCS:

— SKEHIIVHBI NIepef{ O TIYCKOM IT0 GepeMEeHHOCTY U POjaM, TIOCTIe HETO
IV TIOCTIe OKOHYAHUS OTILYCKa ITO yXOxy 3a pebeHkoM (cT. 122, 260 TK PD);

- paboTHuky B Bo3pacte o 18 net (cT. 122, 267 TK PD);

- paboTHuUKY, YCbIHOBMBLINE pebeHKa B BO3pacTe 10 3 MecsAleB
(ct. 257 TK PD);

- pabOTHUK, eCII ero YKeHa HaXOAMUTCA B OTIYCKe 110 GepeMeHHO-
ctu u pofiaM (cT. 123 TK PO);

- paOOTHMKHU, OTO3BaHHBIE 113 OTITYCKA B TEKYIeM TOfy (B 3TOM
CITy4aé HEUCITOTb30BaHHAA YaCTh OTITYCKa MOYKET OBITD MCIIOTb30BaHa
B TEKYIIleM MJIN C/IefyIoleM TOfy B yIoOHOe /1A paboTHMKA BpeMs)
(cz.125 TKPOD);

—paboTHUKM, coBMelapInye paboTy ¢ oOydeHueM (B 9TOM
CJEyYae eKeTOIHBII OTITYCK MOXKET OBITH MPYCOeTHEH K y4eOHOMY)
(c1.177 TK PD);
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- paboraromiye 1o COBMECTUTENLCTBY (OTIYCK NPEOCTABIACTCA
OIHOBPEMEHHO C OTIIYCKOM II0 OCHOBHOII pabore) (cT. 286 TK PD);

— CYIIpYI¥ BOGHHOCTY)XaIMX (OTIIYCK IPefOCTABIACTCS OGHOBPE-
MEHHO C OTITYCKOM My»a) (cT. 11 ®efepanbHOro 3akoHa ot 27.05.1998
Ne 76-@3 «O craTyce BOCHHOCTY>KAIINX»);

- Tpaxk/iaHe, IOABEPriInecs BO3eNCTBIUIO pagyanya(er. 1417
3axoHa PO ot 15.05.1991 Ne 1244-1 «O coumanbHOI 3aflfiTe TPaXKAaH,
HOIBEPTIINXCS BO3JENICTBUIO pafinaliiyl BCIEACTBYE KaTacTpOdbl
Ha YepHoObU1bCKOIT ADCr, CT. 2 DepepanbHoro 3akona or 10.01.2002
Ne 2-03 «O conyanpHBIX rapaHTUAX TPpak/laHaM; HOIBepTIIIMCS
pPafManIOHHOMY BO3JEJICTBUIO BCIIE[ICTBIE, AMCPHBIX MCIIBITAHNUI
Ha CeMUIIaTaTVHCKOM IIO/TUTOHE» );

- y4actHuky BOB, BeTepaHbl 60eBbIX @liCTBII, BeTepaHbl TPy,
VHBaNMUIbl BOMHEI (CT. 14, 16-17 DepepajibHOTO 3akoHa oT 12.01.1995
Ne 5-@3 «O BeTepaHax»);

- PpAn OPYIMUX KaTeTOpuil.

HekoTtopble 13 3TVX OTITYCKOB, €C/IV O, HIIX MI3BECTHO 3apaHee, MOTYT
OBITb OTpaXKEeHBI B rpadyKe OTIIYCKOB; HO €C/I pabOTHYK IIOIIPOCIUIT
0 HMX He3aIUTaHVPOBAHHO, eMY HE/b35 B HMX OTKa3aTb.

Kpowme Toro, oryck He 10 TpaMKy OTIIyCKOB MOXET OBbITD IIPEfo-
CTaBJIeH BHOBD IIPUHATOMY PaOOTHVIKY IO MCTEUEHUMY IeCTI MeCsIeB
paboThl. YuuTeiBast, 4T0oLpapUK OIMYCKOB yTBEPXKAAETCS B KOHIIE TO/Ia,
a pabOTHMK MOXeT OBITh HPVMHAT B 11060€ BpeMs rojia, OTCYTCTBIE
HaHHBIX O HeM B IpayiKe OTIYCKOB He JIMIIAeT ero IpaBa Ha OTIIYCK.
B atoM cydae oTIyeK by et IIPefoCTaBIIeH IO MIICbMEHHOMY 3asIB/ICHIIO
paboTHMKA IO MCTeIeHMIIIECTY MeCSIeB PabOThI.

OTtnyck He 10 ‘BpadMKy OTIIYCKOB MOXeT OBITh IIPeJOCTaB/ICH
pabOTHUKY Ilepefi €L0 YBOIbHEHNEM.

Taxoke 06.0TITyCKe BHE rpaduKa OTITYCKOB PabOTHMK U pabOTOAATEb
MOTYT HOTOBOPUTBCS. DaKTIdecK 37ech pedb MET O IlepeHoCe HaThl OTITYCKa.

Bce cimysan npenocTaBieHns OTITyCKa He IO IpaduKy OTITyCKOB 0popM-
TISTIOTCS GIIOMOLIBIO 3asIB/IeH ST pabOTHMKA (CM. 3asiBIeHMe Ha OTITYCK),
B KOTOPOM OH 0OOCHOBBIBAET IPMUMHBI IIPEIOCTABIIEHNS COOTBETCTBYIO-
IIer0 OTIYCKa, YKa3bIBaeT IaThI OTITYCKA I IIpyJIaraeT COOTBETCTBYIOIINE
TOKYMEHTBI, OAITBEepPIKAAoLI}e IIPAaBO Ha BHEOUEPETHOI OTITYCK.

B cnydae ¢ nepeHOCOM OTIIyCKa 3asiB/IeHMe PaOOTHYKA C IIPOCHOOI
06 '9TOM MOXXET OBITh OTKIIOHEHO PabOTOIATENTEM.
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3asB/IeHNe Ha OTIIYCK

3asiB/IeHNe O IIPeJOCTAB/IEHIN €KETOJHOTO OIIaYNBAEMOro OTITYCKa
HE ABIACTCA O6H3aTe}IbeIM HOKyMeHTOM, TaK KakK OTHYCKa IIpeno=
CTaB/IAIOTCSA 10 TPadyKy OTIYCKOB. OFHAKO C IIOMOIIBIO 3asB/ICHIIS
MOXeT ObITh 0(OPMIIEH IePeHOC ATl OTITycKa. TaxoKke ero/HaMsMe
00s13aTe/IbHO B CITy4ae IPOChOBI pabOTHIKA O IIPEOCTaBICHUIEPYTOr0
BUJIa OTITYCKa, HaIIpuMep 6e3 coxpaHeHMs 3apaboTHOI WIaThL. Kpome
TOTO, 3asBJIEHME HA OTIYCK 0POPMIIAETCA BO BCEX APYIMX CAyYasX,
Korga pabOTHUKY IPELOCTAB/IsIETCS OTIYCK He 10 rpaduKy OTIy-
CKOB. 3asiBeHne 0pOpM/IsIETCS Ha MMSI PYKOBOLUTEIsOpraHM3aLnIL.
YkasbiBarotcst Zo/KHOCTD 1 D. V1. O. paboTHmKa.

B Texcre 3asBnenns popmynupyercs npochba pabOTHIKa O Ipeso-
CTaBJIeHNN/TIEpPEeHOCe OTITYCKaA C yKa3aHyeM AT OTIHYCKa 1 IPUYMHbI
€ro MpefjOCTaB/IeHNN WIIY TIePeHOCa.

K 3asB/IeHII0 MOTYT OBITH IIPUIO>KEHDBI O PABHATEIbHbBIE [JOKYMEH-
ThL. B 9TOM cy4yae B 3asB/IeHUN IPOCTABAETCSA OTMETKA O HaTNIUN
npuIoxeHuit. Jlasee cTaBATCA MOAINACE PAOOTHIKA C paclmppOBKO
U flaTa TIOAICAHNA JOKYMEHTA.

3asiB/IeHNe BUBMPYETCsI 3aMHTEPECOBAHHBIMIL CTOPOHAMII, HALIPUMEP
HeIIOCPeICTBeHHBIM Hada/IbHIMKOM paboTHIKa. PyKoBoyTe b Opratm-
3aLy CTABUT CBOIO pe30souio, Ilocie 9TOro 3asBieHe nepenaeTcs
B KaIpOBYI0 CITY>KOY 1711 OPOPMIIEHIS IPUKas3a 1 JPYTUX JOKYMEHTOB
Ha OTITyCK.

ITpukas o IPeEoCTaBIeHNN OTIYCKA pAOOTHIKY

ITpukas o mpefoCTaBAEHNN OTIIyCKA pabOTHUKY MOXeT 0popM-
JIAITBCS C HOMOLIBIO yHMpUIMPOBaHHOI PopMbl T-6 munn Gpopmsl,
CaMOCTOSATEe/IbHO Pa3paboTaHHOI OpraHu3aIyel.

B TekcTe IIprkasa yKasbIBaeTCsA: KOMY IIPefOCTaB/IACTCA OTIYCK,
KaKoJl BUJI OTITYCKa, 32 KaKOIl I1epyof; paboThI (eC/m 9TO eKerofHbII
OIIAYMBAEMbIII OTIIYCK) 1 Ha KaKOIl CPOK.

Dopmarprkasa T-6 npepmonaraeT BO3MOXXHOCTb KOMOMHALINN
PasmUYHBIX BUIOB OTIYCKa C 0OOPM/IEHNEM MTOTOBOTO KOMNYeCTBa
THEV OTITyCKa.

Tpukas 06 oTITycke HOAMICHIBAETCA PYKOBOZIUTENEM, PETUCTPUPYeTCA
BUKYpHarIe, OTHeNTbHOM OT APYTHX Ka/[POBBIX IIPUKA30B, I OO BABIACTCA
paboTHUKY nof poctnich (cM. O3HaKOMJIEHYE C IPUKA30M Ha OTITYCK).
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O3HakoM/IEHIIE C MIpUKA30OM HaA OTITYCK
PaboTHMK 3HAKOMUTCSA C IIPUKA30M Ha OTITYCK IIOJL POCIIUCD.
3abmaroBpeMeHHOe V3JjaHNe PMKa3a 1 O3HAKOM/IEHNE C HUM PabOTHI-
Ka [03BOJISAI0T 06ecrieunTs BeinonHeHne Tpebosarnsa TK PP 06 yBegom-
JleHUM pabOTHIKA O HACTYIUIEHUN OTITYCKa 10 IpaduKy OTITYCKOB 3 fiBe
HeJIe/N IO ero Havajia 6e3 CoCTaB/IeHN JOIOTHUTETbHbIXJJOKYMEHTOB.

Ilepuop pa6oThl, 32 KOTOPBIII
MPefOoCTABIACTCA OTIYCK paOOTHIKY

ITop mepuopoM paboThI, 32 KOTOPBIiT IPefQCTABAACTCH OTITYCK,
HOHMMAEeTCsA TOfI, 38 KOTOPbIil pabOTHUK He UCHOTb30BA CBOIT OTITYCK.

3a KaXK7bliT TOfi paboThl pabOTHMKY IIPeJOCTAB/IAIOTCA 28 KaJleH-
IApHbIX JHelT OTITycKa (1 60blile, ecm/padbOTHHUK JIMeeT IIPaBoO Ha
YZIMHEHHBIE €KeTOHbIE OI/IaYiBaeMble QTHYCKa W/IM JOTIOTHUTEIbHbIE
@XKerofiHble OITaYMBaeMble OTITycKa). Eci o Kakoi-To mpuanHe paboT-
HIK He UCIIONIb30BaJl Bee 28 KaZeHAAPHBIX JHEN B IPOLLIOM IO, TO
B 3TOM TOfTy eMy Oy/ieT ITpeiocTaB/IeH OTIEYCK 3a MepYIO]] ITPOIITIOTO TOfa.

Ileproypl HAYMHAIOT CINTATHCA C TATHI MOCTYTUIEHNA paOOTHIKA Ha
paboty. Hanpumep, ecrtit pabOTHMK OBUI IPMHAT Ha paboTy 24 MapTa
2016 ropa, To TIepuop paboTbly 38 KOTOPBIl PaOOTHIKY IIPefOCTaB/LIOTCS
28 KaJIeHIApHbIX JHEN OTHYCKa, — ¢ 24.03.2016 mo 23.03.2017.

OTOT NepuoJ; yKasplBaeTCAB IIPUKa3e Ha OTIYCK U B IMYHOM
KapTO4YKe PabOTHMUKA

Ecrm paboTHIKY 6bUT IPEEOCTAB/IEH OTITYCK, BK/TIOYAIOLINIT HeUCIIO/Nb-
30BaHHbIE IHM OTHYCKA 3a IIPOLLIBIN TOJL ¥ KAKOE-TO KOIMYECTBO JHEl
OTITyCKa 32 TeKyIII TOfT, TO;y COOTBETCTBEHHO, B JINYHOI KapTOUKe OYAyT
yKa3aHBI [jBa IIePUOfRA, 3a KOTOPbIe pAaOOTHMKY IIPEIOCTAB/IAETCS OTIIYCK.

Ilepenoc garsl oTIIyCKa

[Tep€HOC faThl OTIIYCKA MOXKET OCYIECTBIIATHCS B CBSI3U CO CIIERY-
OLVIMI 00CTOATEIbCTBAMMU:

< paboTHVK 3a6071e/T Ha BpeMsI OTITYCKa U Ha 9TOT IIEPUOK eMy ObITT
o OpMIeH INCTOK HETPYHOCIIOCOOHOCTI;

—pabOTHNK BO BpeMs OTITYCKa BBIIIO/THSI TOCYAapCTBEHHBIE 0051-
3aHHOCTH (eC/M J/151 9TOTO IPeNyCMOTPEHO OCBOOOXKIEHNE OT pabOThI);

— /pabGoTHUKY He GBI CBOEBPEMEHHO HAYMCIEHBI OTIIYCKHBIE
(B coorBercTBuM co cT. 136 TK P® omnara oTnycka pabOTHUKY
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IIOJDKHa OBITH IIPON3BE/IeHA He TT03/IHee YeM 3a TPY JH: [0 ero Havyara);

— pabOTHMK He ObIT CBOEBPEMEHHO YBEJOM/IEH O Havasie OTIyCKa
110 TpadMKy OTIyCKOB (B cOOTBeTCTBUM cO cTathbelt 123 TK PP arox
CPOK COCTaBJIAET 2 HeJie/ JIO JaThl Hayajla OTITYCKa).

Bo Bcex Ha3BaHHBIX C/Iy4asiX paboTofaTenb 00s13aH EPEHECTH
oTyck. HoBble laThl OTITyCKa ONpeIeATCA 110 COITIaCOBAHII0 paboT-
HIKa 11 paboTofaTess.

B pazie 06CcTOATENBCTB, IPY KOTOPBIX OTIYCK pabOTHMKA MOYKET
HETaTVBHO OTPAa3NUThCs Ha XOfie pabOThI OpraHM3aIMN VN HANBUAY-
aJIBHOTO TIPEfIPYHIMATEIS], IEPEHOC OTIYCKa MOKETMHUI[VIPOBATD
paboTofarernb. B nCK/II0OUNTEIBHBIX CIyYasx pabOTOAATENIo0 paspe-
IIAeTCs C MMCbMEHHOTO COITIacus paboTHMKA TIePeHEeCTH ero OTIYCK
Ha cnepyroumii rop (ct. 124 TK P®). Kpomeforo, OTHYCK MOXeT OBITH
IepeHeceH 0 MICbMEHHOIT pochbe padozHmKanllepenoc oTmycka
B 9TOM C/Iy4ae OCTAaeTCs Ha yCMOTpeH1e paboTogaTes.

IIpocb6a o mepeHoce OTITycKa 0POPMIARTCSA C IIOMOLBIO 3asAB/ICHINA
paboTHNMKA, KOTOPOE COCTAB/IACTCS HA MM, PYKOBOIUTEIA OPTraHM3aLNN
¥ COIEPXKUT MHGOPMAIINIO O IPUIMHAXIIEPEHOCAX OTITYCKa U HOBBIX
JlaTax OTIIyCKa, IIPeANOYTUTETBHBIX AMA PabOTHNKA.

B ciyuae ecru mepeHOC CBs3@H 6 00ME3HDBI0 PAOOTHIIKA, K 3aIB/ICHNUIO
HPUKII/IbIBACTCA TUCTOK HeTPyA0CocoOHOCTH. B 3asBenmn aenaercs
OTMETKA O Ha/IM4My VIO CHIS,

Ha ocHoBaHMy 3asBJi€HNA, 3aBU3JPOBAHHOTO 3/ HTEPECOBAHHBIMM
NMLIAMM OPTaHU3AIVMU; Y PE30IOIINY PYKOBOAMTENA Ka/ipoBas CIyx6a
odopMIAeT IpyUKad OMepeHOCe OTIYCKA.

ITocne nopmmcanys IpUKa3a pyKOBOAMTEIEM OPraHM3aLy OH Peri-
CTPUPYeTCsA B COOTBETCTBYIOIEM SKYPHasle, PAOOTHMK 3HAKOMMUTCSA C HUM
TOJI, POCIIVC.

OpurnHazLIprKasa XpaHUTCA B KaJ[pOBOIT CITy>K0e, KONV IepefaeTcs
B OyXrajfepuio.

VYuer OTITYCKOB pa60THI/IKa
Hudopmanus 06 ornycke B 00513aTeIbHOM IOPsIKe BHOCUTCS
B JIMIHYIOKapTOYKY pabOTHIKA.
CmOMOIIbIO TMYHON KAPTOUYKIM BEETCs y4eT OTIIYCKOB, KOMMYeCTBA
MICLIO/IB30BAHHBIX U HEMCIIO/Ib30BAHHBIX JHEN OTIIYCKa 3a pas/InIHble
Iepymoypl paboThl pabOTHMKA.
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B paspen VII mn4aHOI KapTOYKY B TAO/MNUILY BHOCATCS CIAYIOLe
[aHHbIE: BUJ, OTIIYCKa, IEPUOJ PabOThI, 32 KOTOPBIIT IIPeIOCTaB/IACT-
s OTITYCK, KOMMYEeCTBO KaJleHJapHbIX JHEell OTIYCKa, JaThl O, nyﬁ

Ul OCHOBAHNE BHECEHNs 3aIIMCH.
B 3aBUCHMMOCTH OT BIJJa OTIIyCKa HEKOTOpPLIE MO e
3anonHAThCA. Hanpumep, nepuop paboTsl He Oy/eT yKass
PabOTHMKY IIPefjOCTaB/IAETCA OTITYCK 63 COXpaHeHMA 3ap
OcHoBaHueM /711 BHECEHNA 3aIMCell B TUYHYI0 KapTO®
IPYKa3 O NPeOCTAB/IEHNN OTITYCKa PaOOTHUKY.
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7. HAITPAB/IEHVE PABOTHUKA
B KOMAHANPOBKY

IonsaTne «cy:XKe6Ha s KOMAaHAVPOBKa»

B coorBetcTBUM CO cTaTbeit 166 TK PO «cnyxebHasmKOMaH -
POBKa — 3TO Ioe3/ika pabOTHMKA II0 PacIOpPsDKEHNI0 paboTOfaTe st
Ha OIIpefle/IeHHBII CPOK JI/ISl BBIIIOIHEHMs C/TYKeOHOTO HOPyYeHNs
BHE MeCTa IIOCTOAHHOI PaboThI».

KomaHampoBka oTm4daeTcs OT 0OBIYHOI T0e3AKIO,C/ICT YOI IM
KPUTEPUSIM:

- cnyxebHas KOMaHAMpPOBKAa MHMIMMPYeTcsa paboromareneM
1 0(OPMIIAETCA €T0 PACIOPSDKEHUEM;

- KOMaH/VMPOBKA IPe/IIoaraeT Bble3f{i3 MECTHOCT, B KOTOPOIl
HaXO[UTCs pabOTOMIATENb;

- KOMaHAMPOBKa JAJINTCSA ONpefie/ieHHOe paboTofaTeieM Komnde-
CTBO JTHE.

Ecmu tpynoBas GyHKuMA pabOTHNUKA €BA3AHA C pa3be3aMi, B 9TOM
C/Iy4ae II0e3fKy paboTHIKA He CUMTAIOTCS CY)KeOHBIMI KOMAH/IMPOBKAMIL.

ITenbio cry>ke6HOI KOMaHAMPOBKI AB/II€TCSI BBIIIO/THEHNE CITyXKe0-
HOTO 3aJJaHMs1, KOTOpoe, KaK IIpaBmIo, 06061eHHO GopMyIupyeTcs
B pacopsDKeHUN paboTofaTers.

IIpaBoBoOe perynpoBaHiie BONPOCOB HalpaBIeHN A
PaGOTHIKOB B CTTy KeOHbIe KOMAaHAVIPOBKM

Bomnpocel kKoMaHPOBaHNsA paOOTHUKOB PETYINPYIOTCS B psjie
IIpaBOBBIX aKTOB PD.

B Tpynosom kofexce Poccuiickoit epmepanyn:

- B rmaBe 24 TK PO naetcs ompefenenne MOHATHS «CITyKeOHast
KOMaHJVIPOBKa», JAIOTCA OTCBUIKY K ITPaBOBBIM aKTaM, COfIePKaIIM
HOPMBI M TOPSTOK BO3MEILeHNsI PACXOJOB, CBS3AHHBIX CO C/TY>KeOHbI-
MY KOMaHJEVPOBKaMI, a Takxe GOpMynupyrTcs rapaHTny paboTHHU-
KOB TPV HAIIPaBIeHU B CITy>KeOHbIe KOMaHVPOBKY;

— B CTathsx 259, 268 TK PO Ha3piBaloTCst KaTeropum pabOTHUKOB,
KOTOPBIE He MOTYT ObITb HAaIIPaB/IeHbI B KOMaHAMPOBKI;

- B cTaThax 259, 264 TK P® ycTaHaBIMBAIOTCA KaTeropun
PpabOTHIMKOB, KOTOPBIX MOYXHO HAIIPaBUTb B KOMAaHAMPOBKY TOIBKO
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C ¥IX IMCbMEHHOTO COITIacysA U MPU OTCYTCTBUM MEULVHCKUX IIPO-
TUBOIIOKA3AHUIA.

B TTonoxenun 06 0coO6eHHOCTAX HallpaB/IeHNsI PAOOTHUKOB B GIEy-
»KeOHbIe KOMAaH/IMPOBKY, yTB. IlocTaHOBNEHNEM ITpaBUTENLCTBA PD
ot 13.10.2008 Ne 749, mogpo6HO MpOIMcaHbl BCe OCHOBHbIE BOIIPOCHI
Halpas/IeHVs pabOTHMKOB B KOMaHAMPOBKM, BKII0YAs MXJOKYMEH-
TaJIbHOe OOpMIeHIE.

Bonpocel HanpaB/ieHMA B KOMaHAMPOBKY TOCY/JaPCTBEHHbBIX
TPOXJAHCKUX CY>KAIIMX yperynupoBanbl B YKase IIpesugenrta PO
ot 18.07.2005 Ne 813 «O mopspKe 1 yclnoBuAX KOMaHmupoBaHus depe-
PaJIbHBIX TOCYJAPCTBEHHbIX IPaKJaHCKMUX CITy KaIux».

Kareropun pa6oTHIKOB, KOTOpbie HE MOTYT OBITDH
HanpaB/JI€Hbl B KOMAaHOUPOBKU NN MOI'yT OBITH
HanpaB/lI€HbI TOTBKO C UX IIMCBMEHHOTI'O COTTTAaCU s

B coorBerctBum ¢ TK P® psij kareropuit pabOTHIKOB 3aIIpeIieHo
HAIIpaB/IATh B KOMaHAMPOBKY. K 3TMM KaTeropyusaM OTHOCATCS:

- OepeMeHHbIe )KEHI[HBI;

- paboTHUKM B Bo3pacTe 10 18 1eT (Kpome pabOTHUKOB i0 18 r1eT,
3aJIefiCTBOBAHHBIX B TBOPYIECKMX PabOTax, CBSI3AHHBIX C KMHO, TEATPOM,
CMI, a Tak)Ke COPTCMEHOB 3TOT0 Bo3pacta) (cT. 259, 268 TK PD);

— PpabOTHVKY, 3aK/II0YMBIINIE ¢ PAOOTOATEIEM YICHIYECKII JOTOBOP
(kpome crrydaeB, KOria KOMaHAVPOBKa CBsi3HA ¢ yue6oit) (cT. 203 TK PD).

HexoTopble KaT€ropumpaboTHNKOB MOTYT ObITh HallpaB/IeHbI
B KOMaH/IMPOBKY POMBKO C MX MICbMeHHOTO cornacus (cM. [TucbMenHOe
COI/Iacue Ha HATpaB/IeHNE PAOOTHIKA B CTTY)KEOHYI0 KOMaHUPOBKY)
Y IIPY YCTIOBUY OTCYTCTBYS MEVILIMHCKYX IPOTUBOIIOKA3aHMIL.

K HuM oTHOCATCA:

— SKeHIUMHBI, UMEIoIIye feTeil B BO3pacTe K0 Tpex et (Win npu
YCIOBUI, ITO 9TO He 3aIPeIeH0 UM II0 MEAULIMHCKIM [TOKa3aHUAM);

— MaTepy M/OTI[bl, BOCIUTBIBaIONLIIE pebeHKa 6e3 cynpyra (cynpy-
I'if)/B BO3PACTE [0 IISATH JIET, MM OIIEKYHBI [leTell COOTBETCTBYIOLIETO
BO3pacTa, BOCIIUTHIBaOIMe pebeHKa 6e3 Marepy;

— pabOTHMKY, IMEIOLIE leTeli-MHBATUOB;

= PpabOTHMKM, OCYIIECTBIISAOLNE YXOF, 32 60bHBIMY YIEHAMU UIX
ceMeit (3TOT (aKT JO/DKEH MOATBEP)KAaThCsI MEAMIMHCKIM 3aK/TIoue-
HueMm (ct. 259 TK PO).
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ITucbmMeHnHOe cormacue pabOTHMKA Ha
HaIIpaB/IeHVE B CTY)KeOHYI0 KOMaHAVPOBKY

B cootBercTBuM o cTarbert 259 TK PD ecTb HECKOTBKO KaTeTOpyii
PabOTHIKOB, KOTOPbIe MOXXHO HAIIPABUTD B CTY)KeOHYI0 KOMAH/VPOBKY
TOJIBKO IIPY Ha/IMYNUM UX IIMCbMEHHOTO COI/IACHSL.

JI7151 TOTO YTOOBI IONYYNTh MUCbMEHHOE COITIacue paboTHNUKA, eMY
HAIPaB/IAeTCs MICbMO-3aIPOC, B KOTOPOM (hOpMYIMpyeTCs IIPefiioxKe-
HIIe O HallpaB/IeHNy pabOTHMKA B KOMaHAMPOBKY C yKa3aHIEM MeCTa,
BpeMeH) KOMaHIMPOBKI U ee LIeN.

Takyke B 9TOM MICbMe BaXXHO OTPa3uUTh MHAOOPMALUIO O IIpaBe
paboTHMKA OTKa3aThCsl OT KOMaHAMPOBKUL. B aTOM crtyuae 6ynet cobio-
meHo TpeboBanue cratey 259 TK PO 06 o3naKoMIeHNN pabOTHMKA
B MMMCbMEHHOM BIJi€ C €TI0 IIPAaBOM He COITTACUThCSA Ha IPEIOKEHHYIO
eMy CTy>KeOHYI0 KOMaHIMPOBKY.

Cornacue paboTHUKA MOXKeT ObITh OQOPMIECHO PabOTHUKOM
Ha MUCbMe-3aIpoce WY B BUJE OT/e/TBHOIO JOKYMEHTa, HallpyMep
3asBIeHNUs pabOTHUKA.

Ecmu cornacye opopmiisaeTcst Ha caMOM TJCbMe, OHO COCTaBILAETCS
B [IBYX 9K3eMIULSIPaX: OAVH A/Is1PabOTHUKA, OIVH /st PabOTOHATEIS.

B 3asBnennu nnn Ha 9K3eMIlisipe paboToRaTe IS IIChMa-3aIIpoca
PaboTHUK COOCTBEeHHOPYYHO muieT: «C HallpaB/IeHUEeM B CITyXe0-
HYI0 KOMaHJVPOBKY COLfIACEH, MeIMI[MHCKIX IPOTUBONOKA3aHNIA
He uMer. C IpaBOM QTKAa3aTbes OT HAIIPaB/IeHUs B CIIY>KeOHYIO
KOMaH[AMPOBKY 110 OCHOBAHUAM, IIPEJJYCMOTPEHHDBIM Y. 2 CT. 259
Tpymosoro xogekéa PO, o3HakomeH. Cofep>kaHye YKa3aHHOII
CTaTby MHe Pa3bsICHEHO».

Odopmnenne cnryxe6HO KOMaHAVIPOBKH.
PacnopsixeHne paborogarens, IpuKas
o HanpapjieHUN paGOTHIKA B KOMAaHMPOBKY

HampaBnenne paboTHMKa B CTy)KeOHYI0 KOMaH/VPOBKY OCYIIECT-
B/IsIETCSA GIIOMOIIBIO pacriopspkeHnsi paboroparerns. Kak nmpasuio,
pacHopsiokeHye paboroparens ohopMIsIeTCs B BUie IPUKa3a PyKo-
BOAUTEMSIOPraH3aLIVIIL.

IMpuxas MoxxeT 65ITH 0HOPMIIEH C TIOMOLIBIO YHI(UIVPOBAHHO
dopmer T-9 (T-9a) unu popmsl, paspaboTaHHO! paboTomaTeneM
CaMOCTOSTEe/IbHO.
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ITpuxas opopmnsercs (cm. OopmiieHMe KafipOBBIX IPUKA30B)
Ha o01eM O/1aHKe OpraHU3alVM Y COIEP>KUT COOTBETCTBYIOLYE PEK-
Busutel TOCT P 7.0.97-2016.

B TexcTe mpukasa ykaspisatorcs @. V. O. 1 JO/DKHOCT pabOTHMKA,
MeCTO, CPOK I 1LIe/Ib KOMaH/IMPOBKIL.

B yun¢uiuposanHoit popme npegycMoTpeHa rpada «0CHOBaHUE».
PaHee B Hell yKa3bIBa/IICh PEKBUSUTBI CTy>KeOHOTO 3aflaHMis, OTHAKO
¢ 2015 ropa 3TOT BUJ JOKYMeHTa 6bUT oTMeHeH (cM. OTMeHa KOMaH-
AVPOBOYHBIX YJOCTOBEPEHMII M CTyKeOHBIX 3aaHMUIT).

BMmecte ¢ TeM B 3ToI1 rpade He 3alpeleHO yKa3bIBaTh L0001 1pyTo
yIIpaB/IeHYeCKUI JOKYMEHT, C IOMOIIbI0 KOTOPOTO,B OpraHU3aLNN
MOXKeT OBITb MHUIMMPOBaHA JaHHasA KOMAHAMpoBKa. Hanpumep,
C IOMOIIBIO CITY)KeOHOII 3aIIMCKY HeIlOCPEACTBEHHOTO HavyaIbHMKA
paboTHMKA Ha MMA PYKOBOANUTE/A OPTAHU3ALIM C 000CHOBaHMEM
HeoOXOAMMOCTY KOMaH/[IPOBKIL.

ITpukas mojnuchIBaeTCsA PyKOBOGUTEIeM OPTaHM3al N, PeTn-
CTpUpYeTCA B XKypHajie perncTpaljuii MpNKa30B Ha KOMaH/IMPOBKY,
PabOTHMK 3HAKOMUTCA C HUM TOJ] pOCHICH!

OpuryHai Ipykasa XpaHUTCA B KaTPOBOII CIy>k0e, KOs IepefaeTcs
B OyXranrepuio.

OTMeHa KOMaHIVPOBOYHBIX YIOCTOBEPEHMIT
Y CTYsKeOHbIX 3aJaHNI

Jo 2015 roga kgMaHAUPOBKA PabOTHMKA OPOPMIIAIACH TPEMs
OCHOBHBIMIU JJOKyMEHTaMIL: IIPMKa30M Ha KOMaHIVPOBKY, CITy>KeOHBIM
3a/laHMeM ¥ KOMaH/IMPOBOMHBIM YAOCTOBEPEHUEM.

JIBa mocnenHNX FOKyMeHTa Ha3bIBA/IUCh B PsJie TPABOBLIX aKTOB PO.
B yactHOCTH, B ITono)KeHMM 06 0COOEHHOCTSIX HATIPaBIeHNsI pabOTHM-
KOB B CITykKeOHbIe KOMaHUPOBKY, YTBeP)KAeHHOM IlocTaHOB/IEHEM
[TpaButenpctBaP® ot 13.10.2008 (B pex. o 16.10.2014) Ne 749 «O6
0CO0EHHOCTAX HAIPAB/IEHNs paOOTHNKOB B CTy>KeOHbIe KOMAaHUPOB-
ku»¢ B cooTBeTCTBMU C II. 6 aHHON pepakuny [Tomoxxenus go 2015
rofia «1ie/1b KOMaHAMPOBKYU PabOTHIUKA OIIpeNe/sieTCsl PYKOBOJUTEeM
KOMaHAMPYIOLLell OpraH3aLiI M YKa3bIBaeTCs B CIY>)KeOHOM 3aflaHMI,
KOTOpPOe yTBEP>KAaeTCsl paboTomaTeneM».

B myHkTe 7 maHHOI pefakuun [lomo)xeHNA TOBOPMUIOCH, YTO
«Ha OCHOBaHUU pelleHusA paboTofaTessi pabOTHUKY 0pOopMIIsIeTcs
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KOMaHIMPOBOYHOE yIOCTOBEPEHME, TOATBEPXKAalolee CPOK €ro
mpeObIBaHNSI B KOMAHIPOBKE».

Opnaxo IToctanosnennem IpaBurenpctsa PO ot 29.12.2014 Ne 15 ﬂ
ObLIM BHECEHBI M3MeHeHnA B [TonoxxeHne 06 0cO6eHHOCTSIX Hall ;fx
HMA paOOTHUKOB B CITy>KeOHbIE KOMaHAMPOBKM, BCTYIINB
¢ 08.01.2015.

B cooTBeTcTBUM ¢ 9TMMU U3MeHeHUAMY 1. 6 [1omo

CUIIY, a I 7 U3/1aTaeTcs B CIeYIOolell pefaKINIL: «OIpe]]

IIpOE3THBbIM JOKYMEHTAM, IIpEACTaB/IAAEMbIM pa6OTHI/IKOM H‘ O3Bpa-
LIEeHNN 3 KOMaHIVIPOBKI».

Takum o6pasom, cyxeOHOe 3a/jaHue 1 KOMaH, e yocTo-

BepeHNe CTAaHOBATCA JOKyMEeHTaMI, He 00s13aTe/ibHbI T U3TAHUA
Kaf[pOBBIMM CITY)KOaMI.

K
&
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INonsarue «moompenne paboTHNKa»

[Mooupenne paboTHNKA — 9TO OffHA U3 MeP MOTUBAL[NU PAOOT-
HIKOB, IPU3HAHMLS €T0 JOCTVDKEHNI ¥ ONHOBPEMEHHO OfHA M3 Mep
obecriedeHNs TPYAOBOIL AMCIAIUINHBL.

[ToompeHre pabOTHMKA IPUMEHSETCS Y IIPOSBIEHIN UM TPYHO-
BOJI aKTMBHOCTH, MMEIOILEI! IT0/I0>KUTENbHbII pe3ynbrar. Ilooupenne
paboTHMKA MOYKET OBITH OCYIIIECTBIEHO B 0601 MOMEHT ero TPYLOBOIL
IesTeNbHOCTH, @ MOXKET OBITh TakKe MPUYpPOUeHO KIKaKIiM-TO OIpe-
Ie/IeHHBIM COOBITHSM B XXU3HY PaOOTHMKA WV CAMOI OpTaHM3ali M.
Hamnpumep, 106meit paboTHMKa, BHIXOZ Ha TeHCHIO, IPA3HHIIHAS [aTa
VI yCHEIIHOe OKOHYaHMe POeKTa.

[Toorpenye, Kak IPaBUIO, MMeeT MyO/IAYHbIN XapaKTep 1 JOBOAUTCS
10 CBeJleHM I BCEro TPYJOBOT0 KOJIIEKTUBA.

[Toompenne unu, SPYyrUMM CIOBAMU, BOZHATpaXK/IeHE 32 YCIIeNI-
HBIIT TPYJ, 3aBUCUT OT CUCTEMBI I{eHHOCTeN Ka>KI0r0 KOHKPETHOTO
4Ye/I0BEKA, II03TOMY B [ieATeIbHOCTI OpTaHN3aL il MPaKTUKYIOTCS
pasnuaHble GOPMBI TOOI[PEHSI, UMEIIe KaK MaTepUaabHBbIil, TaK
7 HEMATepUAIbHBII XapaKIep.

[Moouipenns menstcst Ha oOUIMe, IpUMeHsieMble paboToaTe/IsIMu
M0OBIX POPM COOCTBEHHOCTN U €ep [IeATeNBHOCTH, U CIIEIMATbHBIE,
XapaKTepHbIe /IS KAKUX-THO0 OLpee/leHHbIX KaTeTopuit paAOOTHUKOB
n opranusanuit. Kakmpasuios Takye BU/IbI TOOLIPeHNA PeryIupy0TCsa
B OTJIE/TbHBIX ITPABOBBIX AKTaX.

Bupn noompennit ompepensorcs cT. 191 TK PO, cnennanbHbIM
3aKOHOZIATe/IbCTBOM U JIOKA/IbHBIMU HOPMATVBHBIMM aKTaMI.

Bupgpl noompenus paGoTHuKa

Buppt moompennst paboTHUKOB orpeseieHsl B ctatbe 191 TK PO.

B cooTBeTCcIBUM C 9TOII CTaThell paOOTHUK 3a JOOPOCOBECTHBIII
TPYZ MOKET OBITh ITOOLPEH CIIeAYIOIUM 00pasoM:

- 00DBAB/IeHVeM 0/1arOfapHOCTI;

— BbIffauell IeHe)KHOV ITpeMII;

~ HarpaxfieHueM LieHHbIM TI0IapKOM;

— /HarpaXfieH1eM IIOYeTHOI IpaMOTOl;

— npepncTaB/ieHMeM K 3BaHUIO «JIyuimmii 1o mpogeccun»;
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- IIpefcTaB/eHMeM K TOCYIapCTBEHHDBIM HarpagaMm.

ITOT CHMCOK He ABIAETCSA 3aKphIThIM. B T07I ke cTaTbe 191 TK PO
TOBOPUTCS, YTO JIFOODIE APYTYE BUAbI TOOLIPEHVSI paOOTHUKA, KOTOpbe
IIPUMEHSIOTCS B OpPraHM3aLVIN, MOTYT OBITh 3aKPEIUICHBI B JIOKaTBHbIX
HOPMAaTUBHBIX aKTaXx. Hanpumep, B KOJUIGKTUBHOM JJOrOBOpE, AIpaBuIax
BHYTPEHHETO TPY[JOBOTO PacIOps/IKa, IIOIOKEHMX, NUHETPYKIAX,
yCTaBax o OVMCUUITIVHE.

Ecmu noomipenne nMeeT MaTepuaIbHBII XapaKTep, 3aBUCUT OT Olpefie-
JIEHHBIX Pe3y/IbTAaTOB TPY/A U IIPOU3BOAUTCS CUCTEMATNYeCKY, THOpMa-
1151 06 9TUX BUAX TIOOLIPEHNSI MOXKET ObITh 3aKkpervieHa BlooxeHnn 06
omtare Tpyfa. Taxoke MOkeT OBITh pa3pabOTaH U yTBEPIKHEH OT/Ie/TbHbII
IOKyMeHT, Haripumep IlonoyxeHne 0 mOOLpeHNI pabOTHHUKA.

B y10KanbHBIX HOPMATMBHBIX aKTaX MOTYT)OBITh OTPasKeHbI CIIERY-
olIVie BYUJIBI ITOOLIpeHmii, He Ha3BaHHble B LK P®:

- MMeIollyie XapaKTep MaTepUanbHOrO CTUMYANPOBAHSL:

¢ KOMIIEHCALV CTOMMOCTY TYPVUCTHIECKIX Iy TEBOK, Iy TEBOK
B CAaHATOPHO-KYPOPTHBIE OPraHM3aLK, TPAHCIIOPTHBIX OUIETOB;

¢ IpefocTaB/ieHNe 6eCIpOLIEHTHBIX CCYJ, Ha IpuobpeTeHue
JKVWIbSL U APYTUe HY>KIbI;

¢ omara o0y4eHys paGOTHIIKA, CTaXXMPOBKIL;

¢ IepCcoHa/IbHble HaZOABKIA 32 BBICTYTY JIET MM 3a OIpefie/ieH-
HBIIT IepKOf], FOOPOCOBECTHOI paboThI Ha 671aro OpraHM3arIuy;

¢ IpefoCTaBJICHIE HOIIOJHVTEIbHBIX JHEH OIUIaY/BaeMOro
OTITYCKa;

- MMeollye XapaKTep MOPa/IbHOTO CTUMY/IMPOBAHNS:

¢ TIpefcTaB/leHNe Ha MOBBILIEHNE B JO/DKHOCTI;

¢ BK/IIOYEHIE B KaIpOBBLIl pe3epB Ha PyKOBOZALINE JO/DKHOCTY;

¢ TIpefcTaB/IeHME K 3BAHVIAM.

Haub6onee a¢dekTnBHBIM CUMTAETCsI KOMIUIEKCHOE TOOIPEHE,
coBMellafoliee MopaibHbIe ¥ MaTepuaTbHble CTUMYIIBL.

Kpome massannbix B TK P® 1 onpefeneHHBIX B TOKaTbHBIX HOP-
MAaTYBHBIX:aKTaX OOI[VX BIUOB HOOLIPEHNIT, €CTb CIIelianbHble BUMBI
HOOWIPeH I, IPYIMEeHeHNe KOTOPBIX IIPAKTUKYETCS B paMKaX OTHeIbHbIX
cdep pearenbHocTN. Hampumep, fist rocyfapcTBEHHBIX IPasKEAHCKUX
CIy>KaIllMX IPEeAYCMOTPEHBI CIIEAYIOL e BIJIbI OO PEHNIL:

«1)/06'bsiBNEeHME OTarOTapPHOCTY C BBIIIATON €[MHOBPEMEHHOTO
IIOOMPEHIS;
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2) HarpaxjeHue OYeTHOI IPaMOTOII TOCYLapCTBEHHOI'O OpraHa
C BBIIIJIATO €VTHOBPEMEHHOTO MOOIPEHNA WU C BPyYeHMEeM LIEeHHOTO
ojjapKa;

3) viHbBIe BUJIBI IOOLIPEHMS Y HArPAXKIEHMS TOCYJapCTBEHHOrO
OpraHa;

4) BBII/IATA MIHOBPEMEHHOI'0 IOOLPEH B CBA3MC BBIXO/IOM
Ha rOCyJapCTBEHHYIO IIEHCHIO 33 BBIC/IYTY JIET;

5) noompenne IIpaBurenpcra Poccuiickoit Penepariis

6) nmoowpenue [Ipesnpenrta Poccuiickoit Oepepannn;

7) IIpUCBOEHMe ITOYeTHBIX 3BaHuil Poccuiickont @egepanny;

8) HarpaxaeHue 3HaKaMu oTnuns Poccuitckonn Deneparny;

9) HarpakieHye opaeHaMu 1 Mefansamu Poccuiickon Pepepany»
(ct. 55 QepepanbHOro 3akoHa ot 27.07.2004 Ne 79-@3 «O rocypnap-
CTBEHHOJI IPaXKHaHCKoI1 cmy>k6e Poccuitckoit @egepanym»).

OzHoit 13 GpopM HOOIIpeHNs ABAETCA HPEAETaBIeHNe pabOTHIKA
K TOCYZapCcTBeHHBIM Harpafam PO, Harpagam cyobexToB PO ut BegoMm-
CTBEHHBIM Harpajgam (Harpax/ieHye LOcyJapCTBEHHBIMY HarpagaMu
perynmpyercs crefyoluM KOMIUIEKCOM, ITPaBOBbIX aKToB: YkasoM IIpe-
sugeHTa PO ot 07.09.2010 Ne 1099 «O 'Mepax 110 cOBEpPIIEHCTBOBAHMIO
roCyflapCTBEHHOI HarpagHoicucTeMbl Poccuiickoit Pefepanmm» BMecTe
¢ «ITono>xennem o rocyfilapeTBeHHbIX Harpagax Poccuiickoit @enepanym»,
«CratyTtamu oppieHoB Pocenrickoii Denepaninm, MONOKEHNAMI O 3HAKaX
ormmuua Poccuiickoit@enepanun, menanax Poccuiickoit @epgepanuny,
noueTHBIX 3BaHMAX Poccuiickont Oenepanyy, ONMUCAHNAMY Ha3BaHHBIX
rocygapcTBeHHBIX Harpaj, Poccuiickoit @efiepanum ¥ HarpygHbIX
3HAKOB K II0YeTHBIM 3BaHmsAM Poccuiickoit Peneparym»). JaHHbBIMK
HarpajiaMyi MOXKeT OBITb HarpakfieH /06011 pabOTHMK B I000IT OTpacin
TeATeTbHOCTY, IPEACTABJIEHHBII K HUM B COOTBETCTBYIOLIEM MOPsTIKeE.

K rocygapcTBeHHbIM HarpagaM oTHOCATC:A 3BaHMe lepos Poccuiickoit
Denepanyy, opfieHa, Mefany, 3Haku oTinans Poccuitckoit @epeparuny,
noyeTHbIe38BaHMsA Poccutickoit Pegepannn.

KrocynapcTBeHHBIM HarpasaMm cyobpexToB Poccuiickoit Genepannu
OTHOCSATCA OpAeHa, Mefjay, ToYeTHbIe 3BaHsI, 3HaKM CyOBeKTOB PO,
LOCYAAPCTBEHHBIE TPeMUM, TpeMuMt Cy0bekToB PD, IoYeTHBIE IPaMOTBI,
IUTIIOMBI ¥ 671aTOapHOCTH.

K/BemoMcTBeHHBIM HarpafiaM OTHOCATCA HarpyAHbIE U TOYETHbIE
3HAKM, HaTpyJHble 3HAYKY, MeJJa/Ii, IOYEeTHbDIE U 3aC/Ty>KeHHbIE 3BaHNUA
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paboTHUKOB oTpaciu (BeOMCTBA), IOYETHbIE IPAMOTBI, HArPaXK/eHNue
KOTOpBbIMU ITpousBopuTcsA ot umenu Ilpasurenbcra Poccuiickoit @epe-
pauyn, enepanbHBIX OPraHOB UCIIOTHUTEIBHON BIACTI, (efiepa/IbHbEK
opraHos cyze6Ho1I Bnactu Poccniickoit Defepanuy, IpoKypaTyphl
Poccuiickoit @egepanun.

ITpouenypa moompenns paGoTHnKa

O61mas npolenypa nooupeHns paboTHUKOB He perlaMeHTIpY-
eTcsA B IPaBOBbIX akTax P® (kpoMe cuTyaumit, KOrfa MOOLPSIIOTCA
OT/e/IbHBIE KaTeropyuy PabOTHUKOB WM pabOTHUKMIHALPaKIAI0TCS
TOCYyZlapCTBEHHBIMI, BEJIOMCTBEHHBIMI V1M OTPACTIEBBIMII HarpagaMIL,
HaIpyMep MOPALOK IIOOLIPEHN TOCYapCTBEHHBIX IPaXKTaHCKIX
CTy>KalljX YaCTUYHO IpomucaH B craTbe 55 3,01 27.07.2004 Ne 79-D3
«O rocymapcTBeHHOI IpakgaHCKoit cmyx6e Pocenitekoit Depepariyn»).

HaunnaeTcsa nponenypa, Kak IpaBUjIo, € UHULVMPYIOLIETO JOKY-
MEHTa, B KOTOPOM HeIlOCpPe/ICTBEeHHBI PYKOBOMTETh PaOOTHIKA
060CHOBBIBaET HEOOXOMMOCTD CTUMY/ANPOBAHNA PAaOOTHIKA U IIPefI-
JaraeT Mepy IOOIpeHNA. TO MOXKeT ObITh CTy>KeOHaA 3aMncKa Ui
IIpefICTAB/IeHNE HA MM PYKOBOJUTENA OPraHM3aI L.

Ecnu B opranmsanmy orpab0TaH MeXaH)3M IIOOLPeHNIT pabOTHN-
KOB, OHI HOCAT CUCTeMaTHeCKIIiA XapaKTep, 3aBUCAT OT KaKUX-1100
IIoKasaTesiell Tpyfa U IOPsA0K MOOIIPeHNiT pabOTHIKOB IIPOINCAH
B KaKOM-/T160 JIOKa/IbHOM HOPMATMBHOM aKTe, STAIl C MHULIMALIMEN
IIOOLIPeHN A MOXKeT OBITh MCK/If0UeH 13 Ipouefypsl. TakKe MHULINNA-
PYIOLero JOKyMeHTa MOXXeT He ObITb, €C/IM MHUIIMATIBA TOOLIPEHNS
IIPUHAJISKUT PYKOBOOWTEIO OPraHU3aI VI

[Tocre IpMHATHSA pelleHNs O TOOLPeHNn pabOTHIKA, KOTOpOe
MO>KeT ObITh 0pOPMJIEHO B BUJIe P3O0V PYKOBOJLYTE/L OpTaHM-
3al[UV Ha IIPeACTaBIeHUN/CTy>KeOHOII 3aMICcKe HelOCPeiCTBEHHOTO
Hava/lbHAKa pabOTHMKA, Kaf[poBasi CTy>K6a TOTOBUT IIPUKA3 O MOOLI-
peHun paboTHMKA.

[1poeKT, IIprKa3a COINIacoOBbIBAETCA C 3aMHTEPECOBAHHBIMY JTOJDK-
HOCTHBIMY JIALIAMIL. DTO MOXKET OBITb PyKOBOIUTENb Ka/IpOBOIL CITyXOBI,
PYKOBOAUTENb CTPYKTYPHOTO IIOApPasfe/ieH s, B KOTOPOM TPYAUTCS
PabOTHUK, [7IaBHBIIT OyXTajTep, eC/iy HOOIpeHIe IMeeT MaTepyayIbHbIi
XapakTep. 3aTeM IIPMKa3 HONMCHIBACTCA PYKOBOAMTENIEM 1 IIEPeaeTCs
B KaJIpOBYIO CITY>K0Y.
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[IpuKa3 perucTpupyeTcs B XXypHasIe IPUKA30B 10 TMIHOMY COCTABY
(mpmkasoB co cpokoM xpaHeHus 75 (50) yet), 1 pabOTHUK 3HAKOMUTCS
¢ HuM nof; pocnuch (cM. O3HaKOMJIEHVE C Ka/fpOBBIMU MTPUKA3AMIA)s

O65bsBIeHNe IpUKas3a pabOTHUKY MOXKET OBITb OCYI[eCTBACHO
ny6mraso. Eciu Takoil IpakTUKY B OpraHM3alyuy HeT, MOLYT ObITH
VICTIIOTIb30BAHBI PYTIe CIIOCOOBI oBefeH s (PaKTa HOOLPEHN PadoT-
HIKA JI0 CBefIeHNsI TPYZ0BOTro KojUleKTuBa. Hanpumep, pasmellienye Ha
MH(POPMAIVOHHBIX CTEH/]aX, Ha OTAE/IbHOI CTPaHMNIIe MHTEPHET-II0pPTajIa
OpraHM3aLM, IIPOBefieHNe 0011ero cOOpaHys TPYAOBOrO KO/INEKTUBA
C Bpy4eHueM Harpaj rpymme paboTHUKOB I T. [.

[Ty6n14yHOCTD MOOLPEHsT OYeHb BaXKHa, TaK KakK 9TO SIBJISIETCS
OJIHOJI M3 BOYKHBIX COCTAB/ISIOIIVIX MOTUBALIMI ¥ TOOIPEHHOT0 paboT-
HUKA, M [PYTUX YIEHOB TPYLOBOTO KO/IEKTHBA.

Ha ocHoBanum mmpykasa BHOCUTCS 3aIiiCh. O TIQOLIPEHNI B TPYLOBYIO
KHIDKKY paOOTHUKA U €T0 IMYHYIO KaPTOUKY.

B TpynoByI0 KHMIKKY He BHOCSITCS 3aIllCY O MIPEMUAX U MHBIX
IEeHEe>KHBIX NTOOLIPEHNAX, KOTOPbie HOCAT PETYISPHYI0 OCHOBY UK
IIpefyCMOTPEeHbI CHCTEMOII OIIaThI TPy Aa.

OcHoBaHUA JIA N3JAHNST MPUKa3a O MOOIIPEHNN

OcHoBaHMeM 151 M3LaHN IIPYKa3a O HOOL[PEHNY PaOOTHIKA SBJLA-
eTcst o601 JOKYMeHT, BIKOTOPOM pabOTHIK IIPECTAB/IAETCS K 9TOMY
nooupennio. Kak mpaBuio; TakiM JOKYMEHTOM SIB/ISIeTCS CTy>KeOHast
3amnucka (IpefcTapjieHNe) HadIMsA PYKOBOOWUTE/L OpraHU3aIVIIL.

ABTOpPOM 3TOI'0 JOKYMEHTA MOXXET ObITh HEIIOCPe[CTBEHHBIN
HaYa/IbHVUK PaOOTHYKA, PYKOBOAUTEIb CTPYKTYPHOIO IO pas/ie/IeHIs,
B KOTOPOM PabOTALT MOOLpsAeMbIiT, PYKOBOAUTEIb KaPOBOIL CIIY>KOBI,
MHOE JO/DKHOCTHOEJIMIIO, MIMEIOIllee COOTBETCTBYIONINE TOTHOMOYNA.

B ciy>keOHOII 3amycKe/IpeCcTaBIeHNN U3/TAaTraloTCs 00CTOATEIbCTBA,
KOTOPBIE AB/IAKOTCA MOTMBOM MOOLIPEeHA PAabOTHIKA VM PAOOTHIKOB.
9TO MOTYE,ObITh YCIIEIIHO BBIIIOTHEHHbBIE 3a/JaHNA, 3aBepILICHHbIE
P EKTBI;, JOCTUTHY ThIe 0COObIe pe3y/IbTaThl B TPY/e, MHOTOJIETHUI
IOOPOCOBECTHBIN TPYH Ha 6/1aT0 OPraHM3ALUY VN TIPOCTO 06CTOA-
Te/IbCTBa; KOTOpPbIe TPeOYIOT OTMETUTD 1 IIOOMPUTH PAOOTHUKA MU
PabOTHMKOB, HAIIpUMep 00VIen, IPasfHUKA 1 T. J.

[lamee B cmy>ke6HOII 3aMCKe TIPE/IaraloTCsA Mepa IOOIIPEHN 1 ee
pasMep, ecy pedb UAET O MaTepHaJTbHOM CTUMYNINPOBAHNMA.
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8. MOOLLPEHUE PABOTHUKA

Crny>keOHas 3aICKa OMINCBIBACTCS aBTOPOM, BU3UPYETCs 3alHTe-
PecoBaHHBIMI IO/DKHOCTHBIMY JIMI[AMU Y TIepefaeTCs Ha pacCMOTpeHue
PYKOBOAUTENS OpTaHU3ALI NI

OnobpeHHas pyKoOBOJUTETIEM CTy>KeOHas 3aICKa SAB/IAETCSA OCHOBAHM-
eM JULS1 M3[JaHMs TIpUKasa O HooLIpeHyy paboTHyKa. Kak mpaBuiio, BIpu-
Kase B rpade «OCHOBaHMe» YKA3BIBAIOTCA PEKBU3UTHI 9TOTO JIOKYMEHTA.

ITpukas o moompenny paboTHUKA

ITprkas o moomupeHny paboTHNKA MO>KET ObITh 0QOPMIIEH C IIOMO-
mpbio yHuduuuposanHoit popmsr T-11 (T-11 a) wmspaspaboTan
U YTBep>KJIeH OpraHM3alueil CaMOCTOATEIbHO.

I[Tpukas oopmisAeTcs Ha 61aHKe OPraHN3aALUY U COTEPKUT BCe
PeKBU3UTEI 0611ero 6maHka B cooreTcTBUIC FOCT P 7.0.97-2016
(cM. ObsA3aTenbHbIE peKBU3NUTHI IPUKAZ0B 11O JHIYHOMY COCTABY.
Odopmnenne KagpoBLIX IPUKA30B. TeKCT KaAPOBBIX IPUKA30B).

TexcT mpukasa BKIIOYaeT caenyonyyt nadopmanmio: O. 1. O.
paborHMKa (pabOTHMUKOB), JOMKHOCTD, CEPYKTYPHOE MOfIpase/eHune,
B KOTOPOM OH (0HM) paboTaeT, MOTVB Vi BUM [TOOIIPEHIS, IEHEXKHOE
U3MepeHNe JIIsI MaTepyaabHOrO MOOIPEHYIS.

B xauecTBe MOTVBA MOOLPEHNAS MOFYT ObITh B3ATHI GOPMYINPOB-
ku u3 crarbu 191 TK PO («rob6pocoBecTHOE MCIIONHEHNE TPYLOBBIX
o6s13aHHOCTeI», «0COOBIe TPYAOBBIE 3aCTYTIY Iepef 061ecTBOM
Y TOCYZIapCTBOM») M/ YKa3aHbLKOHKPETHbIE Pe3y/IbTaThl TPYAa MUIN
00CTOATE/NbCTBA, B CBA3M € KOTOPBIMI HOOLIPsAETCS PaOOTHUK WIIN
paboTHUKY.

B ornenbHoi rpade yKkasdbiBaeTCst OCHOBaHMe U3[JaHNA TpuKasa. VM
MOXKeT OBITb CTy>KeOHas 3aIICKa YIM VIHOJ [JOKYMEHT, THULMMPYIOLINIL
HoolipeHye pabOTHUKA.

I[Tpukas MOXKeT MIMeTb Ipadbl A/ IPOCTABICHNA BI3 COITIACOBAHYIAL.

[TpyKas NOFMIACHIBACTCS PYKOBOUTEIEM OPraHU3aLNIL.

B 3aro/loBoyHOI 4acTy NprKa3a YKasbIBAIOTCA ero HOMep I JiaTa,
KOTOpBIE IIPOCTAB/IAIOTCA TIOC/IE €T0 PETMCTpali. [JlaHHbIe PeKBUSWUTHI
YKa3bIBAaIOTCA BIIOC/IENICTBIN B TPYLOBOI KHIDKKE paOOTHMKA VI B IMIHOI
KapTOouKe:

Bmpukase 0643aTebHO HOKHA OBITH NpeycMOoTpeHa rpada
03HAKOM/IeHNA PabOTHMKA C IPUKa30M. [JaHHBINT peKBU3UT COIEPIKUT
®.MO. paboTHMKa, TOANNCH U [ATY.
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3anucu o MOOIPEHNAX B TPY/IOBOI KHIDKKe

B cootserctBui co crarbeit 66 TK PO B TpysioByI0 KHIKKY BHOCATCS
CBEJIEHVA 0 HarpaX/JeHMAX 3a yCIexu B pabore.

B nynkTe 24 IIpaBun BefeHMA U XpaHEHNA TPYOBBIX KHIKEK,
U3TOTOBJIEHVA 6/TAHKOB TPYHOBOI KHVDKKM 1 06ecredeHn s MM pabo-
TofaTenell, yrBepxieHHbIX [loctanoBnenuem IlpasureibcTsa PO
0T 16.04.2003 Ne 225 «O TpymoBbIX KHIDKKAX», KOHKPETU3MPYeTCs, KaKie
BIUIbI TIOOMIPEHNUIT BHOCATCA B PasfieNl TPYH0BOi KHIDKKI «CBefieHus
0 HarpaxxieHuax» (CM. 3aloNHeHNe Pa3/ie/ioB TPYHROBOI KHUKKN).
K atuM BMiaM oTHOCATCA:

— TOCYJapCTBEHHBbIE HaTrpajibl, B TOM YMCJIe€ O HPUCBOEHUN TOCY-
TApCTBEHHBIX IIOYETHBIX 3BaHUI;

— TOYeTHbIe TPaMOTBHI, 3BaHNsA, Harpy/Hblie 3HAKM, 3HAUKM, IUIITIO-
MBI, IOYeTHBIE IPaMOTBI, IIPOV3BOAVMbIE PA0OTOHATEAMYI;

— [Apyrue BUbI IOOIPEHNI, IPelyCMOTPEHHbIX 3aKOHO/IATENb-
ctBoM Poccniickoit Pefepanyy, a TAKXKeJIOKaTbHBIMI HOPMAaTHBHBI-
MM aKTaMU paboTomaTen.

B nynkre 25 IIpaBun onpenensaeTcs, 9TO «3alUCU O IPEMUAX,
IIpelyCMOTPEHHBIX CUCTEMOI OIIATBL TPY/a VI BBIIIJIA4MBaeMbIX
Ha PETy/IApHON OCHOBE, B TPYAOBbIE KHIDKKI HE BHOCATC».
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9. BBIHECEHUE OJVICOUIIMTHAPHOI'O
B3bICKAHWNA

IonATNA «IUCHNIIMHAPHBINA IIPOCTYIOK»
U « FTUCHUIIMHAPHOE B3bICKAHVIE»

JucunnnnHapHOe B3bICKaHMe — 3TO Mepa BO3JeCTBIS Ha pabor-
HIUKa B CJTy4ae COBEpILeHNA UM AUCHUIUIMHAPHOTO IPOCTYIIKA.

B cootBeTcTBuUM CO cTatbeit 192 TK PO nop aucouImHapHbIM Ipo-
CTYIIKOM ITOHMMaeTCsl HeUCIIOJTHEHNe VUTY HeHaJljiesKalljee MCITOTHe e
PabOTHUKOM €ro TPYLOBBIX 00s13aHHOCTEI. BayKHBIM [IOMTOTHEHIEM
K JaHHOMY IIOHSTHIO SIB/ISI€TCSI BUHOBHOCTD JIeVICTBYII pabOTHMKA.
To ecTb pabOTHMK MOYKeT OBITh HaKa3aH 32 HEBBLIOTHEHNE BO3TIO)KEHHBIX
Ha HeTO 00sI3aHHOCTEl TOTIBKO B TOM C/y4ae, €C/iL 9TO IIPONU3OLLIO
II0 €0 BUHeE. B cBsA3Y ¢ 9TUM Npoliefypa HalOKeHNs NVCLUIIMHAPHOTO
B3BICKAHM [JO/DKHA 00513aTe/IbHO BK/IIOYAThATall yCTaHOB/IeHNMA (aKkTa
BIHBI PabOTHUKA.

B cootBetcTBIM ¢ TK PO onpepeneHO HECKOTBKO BUIOB AUCIATUIVHAP-
HBIX B3bICKaHUI1, KOTOPbIe pabOTORATEb BIIPaBe IPYMEHUTD K PAOOTHUKY.

Bup pycnunamHapHOTO BSBICKAHWABABIICUT OT TSKECTU VCII-
IIZIMHAPHOTO IPOCTYIIKA, & TAK)Ke OT MOBTOPAEMOCTY HapyIIeHNA
OVICHUTIIMHBI VTV HEBBITOTHEHNS (HeHa IeXalIero BhITIOTHEH )
IOJKHOCTHBIX 00s13aHHOCTEI.

3a opHO HapyueHMe (AUCHUIUIMHAPHBII IPOCTYIIOK) PAOOTHUKY
MO>XXeT OBITb BBIHECEH TOIbKO OfiVH BU/J IUCLVIIIMHAPHOTO B3bICKAHMA.

[IpuMmeHeHMe IUCHUTIIMHAPHDIX B3bICKAHUII AB/ISIETCS IPABOM
paboTtopaTesns, OGHAKO [/Is1 TOTO, YTOOBI HeilcTBUS paboTofgaTerns
B OTHOLIEHNM PAOOTHIKOB HOCVIN IPABOBOI XapaKTep, JO/DKHBI
OBITH COOTIOfEHA IPOLIeyPa BbIHECEHVISI AVCLUITMHAPHOTO B3bICKAHNS
1 opopMiTeHbI BCe HeoOXOouMble TOKYMeHTBI (cM. ITopsiioK JOKyMeH-
TaJIbHOTO OOPMTeHsI AUCLMAIUTMHAPHOTO B3bICKAHIIS).

Heucnonnenue nan HEHAJIECKalllee
HUCIIOTHEHME Pa60THI/IKOM BO3TOKCHHbBIX
Ha Hero TPYIOBBIX 00513aHHOCTeII
Omnpenenenne AUCHUIUIMHAPHOTO IPOCTYTIKA BKIIOYAET IIOHATHE
«TPYROBbIe 00s13aHHOCTN». TouHOI ero TpakToBKK B TK PO Her.
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OpHaKo /151 TOTO, YTOOBI IeMCTBUSL paboTOATesI IPU HATOXKEHUN
IVICLMIUIMHAPHOTO B3bICKAHNUA OBLIV IIPaBOMEPHBI, BXKHO IIOHNMATh,
YTO IIOf], HUM IIOIpasyMeBaeTCsl.

B crarpe 21 TK P® copmynupoBansl o61yte 06s13aHHOCTI PaboT-
H1KoB. Hanpumep, 9T0 00513aHHOCTD COOMIONATD ITpaBI/Ia BHYTPEHHEr o
TPYHOBOTO PacopsaKa, COOMIONATh TPYAOBYIO AVCIMIIIVHY; BBUIOTHATD
yCTaHOBJICHHbIE HOPMBI TPYZIa, COOIIONATb TPeOOBAHUSA IO OXpaHe
TpyZ#a 1 obecriedeH1Io 6€30IaCHOCTU TPYAA, OepeXXHO OTHOCUTDHCS
K UMYILeCTBY paboroparens u pag apyrux. Kak npasuio, 31 06s-
3aHHOCTY NIePEHOCATCA B POPMY TPYLOBOTO NOTOBOPA I ABJIAIOTCS
00513aTe/IbHBIMM J/IS1 BCEX PaOOTHMKOB.

Taxxe ecTb criennpuyHble 00A3aHHOCTI PabOTHUKA, CBA3aHHbIE
¢ ero TpynoBoit pyHkuyeit. OHN TaK)Ke MOLYT OBITH I1epediCIeHbl
B TPYIOBOM JIOTOBOpE C paOOTHNKOM U B BO/DKHOCTHOI MIHCTPYKIINY,
C KOTOPOJ1 OH 3HAKOMUTCS TOJ] POCTIVCb.

Kommrekc a1rx 0643aHHOCTeI!, 0OIHMMX:IA CITeLIaTbHbIX, 3aKpeTlIeH-
HBIX B TPY/IOBOM JOTOBOPE pabOTHMKAM JOMKHOCTHOI MHCTPYKIINY,
COCTaBIIACT TPYAOBbIe 00A3aHHOCTH PAOOTHMKA.

HespinonHenye pabOTHUKOM TPYHAOBBIX 0053aHHOCTEN!, @ TAKXKe
HEKOPPEKTHOE UX BBIIIOJIHEHIIE MOTYT IOBJIeYb HAaJIO>KeHNe Ha paboT-
HUKa AUCLMAIUIMHAPHOTO B3bICKAHI.

ITpn 3TOM K HO/DKHOCTHBIM ©0s3aHHOCTAM paOOTHIKA OTHOCUT-
Cs1 He TOIbKO BBIIIOJIHEHUE VM, €TI0 HeIIOCPeNCTBEHHBIX QyHKLINIA,
HO U coOmofeHme AIpaBUABHYTPEHHEIO TPYLOBOTO PacIopsAKa,
MHCTPYKIWII II0 OXpaHe TpyAa U APYTYX JTOKaIbHBIX HOPMAaTUBHBIX
aKTOB, C KOTOPBIMIU PAGOTHNK ObI/I 03HAKOMJIEH IIO] POCIINCH TP
npueme Ha pa6o1y, (cT. 68 TK PD). B cOOTBeTCTBUM C 9TUM K JVIC-
LUIUIMHAPHBIM MPOCTYIKAaM MOXXHO OTHECT) IIPOTYJI, ONIO3/IaHNe,
HEICIIO/THEHNUe TIPUKA30B 1 PACHOPsDKEHNIT PYKOBOAUTEIS, HapyLIeHe
IpaBIWIOXPAHBITPY/A U IP.

BI/IIH)I AUCHUIINHAPHOTO B3bICKAHN A
B cootBercTBuM co crarbert 192 TK PO Byjamu pycUIIMHapHOTO
B3bICKAHVAS SIBIIAIOTC:
~ 3aMevaHIeE;
— /BBITOBOD;
— YBOJIbHEHME [0 COOTBETCTBYIOUIVIM OCHOBAHUAM.
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9. BbIHECEHWUE ANCLUMNNUHAPHOTO B3bICKAHWA

YBonbHEHME PabOTHMKA B Ka4yeCTBe Mepbl AMCLMUIIIVHAPHOTO B3bI-
CKaHV MOXeT OBbITh IIPYMEHEeHO paboTofaTe/IeM B CTPOr0 OTOBOPEHHBIX
B TK PO cydasx.

Kpome HazBanHbIX B TK P® BuioB AvcIIMIITIMHAPHBIX B3BICKAHNIA,
I/IS1 OTJe/IbHBIX KaTerOpuil pabOTHIKOB MOTYT OBITh yCTaHOBICHBI
VIHbIE BUJIbI B3bICKAHWI, yCTAHOBJIEHHDIE B yCTaBaxX U MOIOXKEHMAX
o pucuuiinae. Hanpumep, B YcraBe 0 gucHmIvimHe pab@THIKOB opra-
HM3AIMIL, 9KCIUTYaTUPYIOLIUX 0c000 PafiallIOHHO OIIacHBIe M sIePHO
OIIaCHbIE IIPOM3BOZICTBA ¥ 00bEKTBI B 06/IACTY MCIIO/Ib30BAHMS ATOMHOII
sHeprumn, npuHAToM PenepanbHbIM 3aKOHOM OT 08.03:2011 Ne 35-D3,
IIpelyCMOTPEHBI C/IeAyIolye BUAbI B3bICKaHUIL:

— CTpOTUI1 BHITOBOP;

- TpefyHpexjeHMe O HeMOTHOM COOTBETCTBMUU 3aHMMAEMOIl
TO/DKHOCTH M/IU BBITIOTHsIEMOII paboTe;

- pacTopsKeHle TPYLOBOTO I0TOBOpa 33 OJHOKpATHOE COBepIle-
HIe OJHOTO 13 HapYIleHNIi, TpeflycCMOTPEHHBIX cTaThbeil 61 Defepanb-
HOro 3aKoHa oT 21 HOs16pst 1995 roma Ne'170-®3 «O6 mcrnonb30BaHUN
ATOMHOJ SHEPIUN», B CIIy4ae eC/IM MOCEACTBIA TaKOTO HapyLIeHNs
CO3JAI0T YIPO3Y [Isl OPraHU3aL NN, 0€30MACHOCTI >KU3HI I 3[{0OPOBbSI
TPXJAaH U OKPY>Karolen cpejbl.

B IycumiuimHapHOM yCTaBe OpraHoB BHYTpeHHUX Jien PO (yTBepx-
neHHoM ykasoM ITpesupeara P@ or 14.10.2012 Ne 1377 «O Jucnumm-
HAapHOM yCTaBe OpraHOB BHYTpeHHUX fien Poccuiickoit @epepanym»),
KpOMe BbIlIeHa3BaHHBIX BUJIOB JIVICIIUIUIMHAPHBIX B3bICKAHWI, IPef-
YCMOTPEH TaKyKe TaKOM'BU/I B3BICKaHNA, KaK IIEPEBOJ, Ha HIKECTOALLYIO
TOJ/DKHOCTD B OpraHaX BHYTPEHHUX JIel.

ITopsAnok AOKYMEHTaTbHOTO 0(OPMICHU
,T_H/[CIH/[H}II/[HapHOI‘O B3bICKaAHUA

[TopsAHOK FOKyMeHTaNIbHOTO 0(GOPMICHNA AUCIUIIMHAPHOTO
B3bICKaHUshIIponucaH B ctaTbe 193 TK PO. B cooTBeTCTBUM C 9TOI
CTaTBEM HepBbIM LIaroM paboTofaTe s AB/SIETCS 3aTpeboBaHue ICh-
MEHHBIX 00'BACHEHNTT OT pabOTHIMKA 00 0OCTOSITENBCTBAX U MPUYMHAX
COBEePHIEHVS NVICLMIIMHAPHOTO IpoCcTymKa. OZHAKO Ha IPAKTHKe Heper
TNOTyYeHVIeM O0bSCHEHNSI YaCcTO BO3HMKAET HEOOXOVIMOCTD PUKCALN
(axTa COBepIIeHVS IPOCTYIKA. [IJI 9TOr0 UCIIONB3YIOTCS PA3TNIHbIe
BUJBI JoKyMeHTOB. Hanpumep, akT, foK/IagHast My CIy>keOHas 3aImcKa.
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[Tocne puxcanym paxTa FUCHUIIMHAPHOIO POCTYIIKA 1 MHPOP-
MMPOBaHMsI 06 9TOM PYKOBOZUTE/LS OpraHM3aLN KapoBast Cryxx6a
TpebyeT OT pabOTHMKA MMCbMEHHOE 00bsICHEHNE 10 PaKTY,COBEP~
IIEHHOTO IPOCTYIKA. DTOT JOKYMEHT O4eHb BaXkKeH, TaK KaK Ha ero
OCHOBaHMU paboOTOfATEIb MOXKET C/Ie/IaTh BBIBOJ, O BIHEe PpabOTHMKA
B COBEPIIEHHOM IIPOCTYIIKE.

B ciyuae ecrm pabOTHMK OTKa3bIBaeTCs MPeIOCTaB/IATh MICBMEHHOE
00'bsACHEHMe WU He IIPEOCTAB/ISIET €T0 B TeUeHe JBYX PabOUX JHeIL,
COCTaB/IAETCS aKT 00 0TKa3e pabOTHMKA 1aBaTh OOBACHEHMUE.

Ha ocHOBaHUU JOKYMeHTOB, GUKCUPYIOMINX GAKE COBEPLICHN
PabOTHMKOM AMCUUIUIMHAPHOTO IIPOCTYIIKA, MYICbMEHHBIX 00 bsICHEHMIT
paboTHMKA U IPYTYX JOKYMEHTOB, Y TOUHAIOIUX 0OCTOATEILCTBA eIa,
PYKOBOAMTENb IPYHMMAET pellleHne O HanoKeHUN (MM HeHaIoXKeHNM)
B3bIcKaHNA. OdopMiIAeTcs aTO peleHne B,BUAE MpNKasa. ITO MOXKET
OBITD NIPMKa3 O BHIHECEHUN 3aMedaHisl, BBIFOBOpA M/ TIpHUKa3 06
YBOJIbHEHNY PabOTHIKA II0 COOTBETCTBYIoLIeMy ocHoBaHumio (cM. [Tpnu-
Ka3 PyKOBOAMTEISA O MPYMeHeH! Y AUCIATIIVHAPHOTO B3bICKAHNA,
YBO/IbHEHMe KaK Mepa JYICIIUIUIMHAPHOTO B3bICKAHNA).

PabOoTHIK 3HAKOMITCS IOf] POCIHVICH € IOAIVICAHHBIM U 3aPETUCTPH-
poBaHHBIM IprKa3oM. Cpox @SHAKOMIEHS C IIPUKA30M COCTABIAET TPU
pabounx gHs ¢ MOMeHTa ef0 M3ganus. Ecu paboTHIUK OTKa3bIBaeTCst
3HAKOMMUTBCS C IPUKA30M, TO.00,9TOM COCTaBIIAETCS aKT.

B TpynoBylo KHUSKKY/CBeAeHNs O B3bICKAHMAX He BHOCATCSA
(3a MCK/TI0YeHNEM YBOTbHEHI).

IIncpMeHHBIE OO BICHEHN A OT PpaOOTHMKA

Heo6xoaumMocTh 3arpe6oBaHusa OT pabOTHMKA MICbMEHHOTO 00'b-
SICHEeHMA onpefieNieHa B cTatbe 193 TK PO.

[TucpMeHHOE 06bsICHEeHIe 0DOPMIIETCS B BifiEe OObACHUTENBHO
3aNUCKH, peXe GUKCHPYeTcs B aKTe, COCTAB/IEHHOM B IOATBEP)KICHIIE
06CTOATEMCTB COBEpIIEHNS AUCHUIUIMHAPHOTO IPOCTYIKA. Bo BTopom
C/ydae O MMeHY pabOTHIKA M3/IaraeTCs ero 00bsACHEH e COBEPIIEHHOTO
meiicTBys (6e3neiicTBuA), HAPYLIEHNS AMCUUIUIMHEL U T. I. B aTOM
C/LyJae MOPIVCh pabOTHMKA B aKTe 00s3aTe/IbHa.

B nicbMeHHOM 00BACHEHNH PaOOTHMK COOOIIIAeT O IPUYMHAX WM
MOT/BAX COBEPIIEHNA JUCIUIUIMHAPHOTO IPOCTYIIKA, TPU3HAET MIIN
He TpU3HaeT ce0s BUHOBHBIM B €TI0 COBEPLICHN.
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B noxasarenbCTBO CBOMX C/IOB PabOTHUK MOXET HPUIOXKUTH
«OIlpaBaTEIbHbIE» ,T_[OKyMeHTbI. HaHpMMep, MEIMIVNHCKIE CIIPABKN,
HOKa3aHUs CBUETerell, OQUIaTbHble 3aK/TI0UeHNs TOCYAaPCTBEHHBEX:
OPraHOB U T. . B aTOM CiTy4ae B 0OBACHUTENBHOI 3aIIMICKe CIIEEyeT
IIpOCTaBUTDb OTMeTKy O Ha/Im4mnm HPI/UIOX(CH]/H‘/J[.

[TncbMeHHOE 0OBSICHEHE TOMHKHO OBITD ITPEIOCTAB/IEHO BITEIEHIE
ABYX pab04nMXx JHeil C MOMEHTA ero 3aTpeOoBaHMsL.

B cmy4ae ecnm paboOTHUK OTKa3bIBaeTCs JaBaTh 00bsACHEHNE, pabo-
TOfiaTe/Ib COCTAB/ISIET 00 9TOM COOTBETCTBYIOLMUII AKT.

Pukcanusa pakra copepuIeHNA
AUCIUIIIMHAPHOI'O MPOCTYIIKa

[Topsimok ¢ukcanuu GaxTa coBeplieHNs BUCHUIIIHAPHOTO IIPO-
CTYIIKa He PeryIpyeTcs B TPYAOBOM 3aKOHOTATENbCTBE.

CoBepleHye 9TOTO [EVICTBMS MOXKET OKa3aTh IIOIOKUTENbHOE
B/IMsIHNME Ha paCCMOTPEHMe fiefIa B CYLeOHOM HOpsIKe, B CIIydae eCiu
BO3HMKHET CIIOPHAs CUTyalVsi 1 paBOTHIK 06>KanyeT B Cy/ie BbIHe-
CeHHOe eMy JVICLVIUIHAPHOE B3bICKAHUE.

Kak nmpaBuio, pukcanusa Gpakra FUCHUIIIMHAPHOIO IPOCTYII-
Ka OCYIeCTB/IACTCSA JO/DKHOCTHBIMY JINLIAMM, 0OHAPY>XUBIIVMU
HapyIIeHNe, VU KO>KHOCTHBIM TUIIOM, KOTOPOMY ITOJYMHAETCS
paboTHuK. TakKe K 3TOMY MOLYT,ObITh IIPYB/ICYEHDI CIICI[aTICThI
KaJpOBOJI CITY>KOBL.

C 3T0i1 11e/1b10 OOBIMHO MEIIONb3yeTC sl TAKOI B JOKYMEHTA, KaK
axT. OH NOAINCHIBACTCS HECKOMIbKYIMYL TUIIaMU (HaIlpyMep, HeoCpes-
CTBEHHBIM PYKOBOJUTE/TEM COTPY/HNUKA, IIPeCTaBUTENeM Ka[pOBOIL
CITY>KOBI ¥ KeM-TO U3 CIIEI[MaTNCTOB JPYIUX afMUHUCTPATUBHBIX
ofipaseieHnit), IO9TOMY €ro Ba>KHO MCIIO/Ib30BAaTh B CJIOXKHBIX
¥ CIIOPHBIX C/Ly4YasX HeBbIIOTHEH VIV HeHaI/Ie)XKAIlleTO BBIIOTHeHNA
CBOMX TPYIOBBIX ©0s3aHHOCTEN pabOTHUKOM.

Taxoxe Byensx ¢uxcanuy gpakra IUCHUIIMHAPHOTO IPOCTYIIKA
MOTYT OBITH VICTIONIb30BAHBI JOK/IaHbIE UM CTy>KeOHbIe 3allMCKI Ha
UMs PYKOBOAMTE/ISA OpraHu3anuu. T JOKYMEHTHI He TONbKO PUK-
CUPYIOT GAKT AUCUUIUIVHAPHOTO IPOCTYIIKA, HO ¥ MHYOPMUPYIOT
0 HEM PYKOBOJCTBO.

B akTe mnm ciny>xe6HOI/ JOK/IaJHOI 3ayCKe JO/DKHA OBITh OTpa-
XKEHa CIepyomas MHGopManys: BUy JUCLHUIUIMHAPHOTO IPOCTYIIKA,
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06CTOATENbCTBA €TO COBEPIIEHNIA, MECTO, /IaTa V1 BPEM:I €T0 COBEPIIeHA,
HaTa 0OHAPY>KeHMUA.

Kpome akToB 1 cy>keOHBIX/JOKIAJHBIX 3alIMCOK B HEKOTOPBIX
CITy4asAx TaK)Ke MOTYT HOTPe6OBaThCS 3aK/MI0UeHNs KOMUCCHIT, Meii-
LVHCKYIE 3aK/TI04eHYS (HaIIpuMep, ¢ Leblo (pukcanyy GpakTaoaBIe s
paboTHMKA Ha paboyeM MecTe B COCTOSHUY a/TKOTO/IbHOT O:OTIbAHEHMA )
U IpyTHe JOKYMEHTHI.

Yunteisas, uto TK PO He onpepiengeT cocTas 3TUX JOKYMEHTOB,
paboTonarenb JOMKEH UCXOUTD U3 COOOPAXEHMIT, YTO B C/Iydae
CyHeOHBIX pa3bMpaTe/IbCTB ero mo3uunsa OyneT/IeMyBepeHHee, Y4eM
00JIbIlIe OH CMOXKET IPeJOCTABUTD [JOKa3aTeIbCTB IPaBOMEPHOCTH
IPUHATOTO PeLIeHNA O HaJIOKeHUN JUCLUIVIMHAPHOFO B3bICKAHNUA
(0co6eHHO 9TO KacaeTcs YBOTbHEHNA pa@OTHUKA B KaueCTBe MepbI
AVICLIUIIIMHAPHOTO B3BICKAHMNA).

Ha ocHOBaHNMM TIpefCTaB/IeHHBIX TOKYMEHTOB PYKOBOINTEb
OpraHM3aIVM MOXKeT IIPUHATD PelICHUE O «3anycKe» 0(UINATbHON
IIpole/lypbl BbIHECEHNA JUCIVITIMHAPHOTO B3bICKAHNA UM OTpa-
HIYUTHCA aIMVHUCTPATYBHBIMYU MEPAMU, HaIpyIMep NIpefyIpefuTh
paboTHMKA O BO3MOXXHOCTY TIpPUMEHEHVA Mep AUCIUIIITHAPHOTO
BO3JIEIICTBUA B C/Ty4ae IIOBTOPHOTO HAPYLICHNA.

AKT, puKCHPYHON I OTKA3 FaBaTh 00bACHEHN S

B ciyuae ecivt paboTHMK OTKA3bIBAETCS IIPEIOCTAB/IATD 0O bACHEHME
WIN He IPeIOCTaB/IAET €T0 BiredeHe 1BYX pabounx AHelt, paboTofare/b
TO/DKEH COCTaBUT aKT;, PUKCUpyrommit 3TOT PaKT.

Orkas paboTHIKa [JaBaTh MICbMEHHbIE OOBSICHEHNIST He MOXKET OBITh
MIPETSITCTBUEM LSl BbIHECeHVsI PAaOOTHNKY AMCUUIUIMHAPHOTO B3bICKa-
Hus. [T03TOMY IPAaBUIBHO COCTAB/ICHHBIN aKT B 9TOM CIy4ae OymeT
rapaHTOM IIPaBOMEPHOCTH [IeiCTBMIT pabOTORATESI U COOMIOEe s
UM IIPOLen Y Pl BbIHECEHNS JUCHUIUIMHAPHOTO B3bICKaHMA.

B TekcTe akTa yKa3bIBaeTCs, KeM COCTaB/IeH aKT (JOIDKHOCTI paboT-
HUKOB M 1iX . V1. O.), HaspIBAIOTCS AUCLUIUIHAPHBILI IPOCTYIIOK 1 iaTa
(Bpems1) ero coBepieHns pabOTHUKOM. [Jasiee BaXKHO OTPasUTh TOT (aKT,
410 PAOOTHVIKY ObIIO IIPEJIOXKEHO HAMUCATh 0OBSCHUTEILHYIO 3aIICKY.

Orka3 paboTHUKA MOXKET OBITh CHOPMYIUPOBAH CIEHYIOLIM
o6pasom: «D. V. O. ... oTKazancs faTh IUCbMEHHbIE O0bSICHEHNS,
MOTVIBYPYS 9TO CBOMM HE>KETTAHUEM».
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Od¢opmrsercs akT 1o o6IIVIM IpaByyIaM 0OPM/ICHNS STOTO JIOKYMEHTa
(cM. JTokyMeHTbI — OCHOBAHVIA K IIPMKa3aM I10 ITYHOMY COCTaBY. AKTBI),

[MonmumceiBaeTCst aKT He MeHee YeM TPeMsI IOTDKHOCTHBIMU LAVl
OpraHN3aLNm.

Penrenne 0 Ha/mo)KeHUU B3bICKAHIA

Pemrenvie 0 Ha/moXXeHNy Ha pabOTHMKA HUCIUTIINHAPHOTO B3BICKAHISI
TO/DKHO MPUHUMATHCS C YI€TOM BCeX 0OCTOSITENbCTB [ie/a M OL[eHKI
MIO3MI[MY PA3HBIX CTOPOH B CIIOPHBIX CIy4asix. B mepByo oueperns 3To
CBSI3aHO C HEOOXOAMMOCTHIO YCTAaHOB/IEHsI BUHOBHOCTH paboTHMKA
B COBepLIEHNN AUCHUIUIMHAPHOrO poctymKa (cT. 192°TK P®). C sToit
L[e/IbI0 PYKOBOZMTEIb OPraHN3al M N3ydaeT BCe TOKYMEeHTDI, IIpef-
CTaBJIeHHbIE 110 (HAKTy COBEPLIEHHOTO IPOCTYIKa. DTO MOTYT OBITD:

- 00BsICHUTeNbHAS 3aIMCKa PabOTHIKA (PAOOTHIIKOB);

- axT (joKIagHas 3aIicKa), B KOTOpoM QUKeupyeTcs GakT coBep-
LIeHMS JUCLUIUIMHAPHOTO IPOCTYIKA (€C/M COCTABISIETCA);

- aKT 00 OTKa3e faBaTh IMICbMEHHBIE 00BsicHeHNs (ecu paboT-
HIUK He IPefoCTaB/sieT MICbMEeHHbIe 00 BACHEH NS 110 GaKTy coBep-
LIEHHOT'0 AVCLMIUIMHAPHOTO HPOCTYIKA B Te4eHNe JIBYX pabounux
IHelt ¢ MOMEHTA UX 3aTpeOoBdHIA paboToaTenem);

- JIOTIOJIHUTE/IbHBIE JOKYMEHTbI, TOATBEP)KAAI0LIIVie BUHOBHOCTD
MV HEBUHOBHOCTD pabQTHIKA (CIpaBKiM, 3aK/TI0YEHMsT KOMUCCHUIT 1
T. [1.)

ITo pesynbraTamM paeCMOTPEHNS BCeX 0OCTOSATENBCTB JIe/ia PYKOBOJM-
TeJTb IIPYHIMAET pellleHie O BbIHECEHNUI VTN HEBBIHECEHN Y PAOOTHUKY
AVICUMUITIMHAPHOTO B3bICKAHIIS.

B nepBoM ciyuae peleHne pyKoBOguUTeNs 0(pOpMIAETCS COOT-
BETCTBYIOIINM Ipika3oM (cM. [Ipukas pyKoBOguTeIst O IpUMeHEeHNN
IVICUMUITIVHAPHOTO B3bICKAHUA).

IHpuka3 pykoBoaguTens o NpyMeHeHNN
AVCHMITIMHAPHOTO B3bICKAHN A
MSI[aHI/IIO IIprKa3a O HAJIO)KEHUN OVCHUIIIMHAPHOI'O B3bICKAHUA
IIpENNIECTBYIOT <b1/[1<caum{ CbaKTa COBEPUIEHNA NUCHUIINHAPHOTO
ITPOCTYLKa, IIpE€NOCTaB/IEHIE pa60THI/IKOM IIICbMEHHOI0 0ObACHEHUSA
O HpMINHAX €TI0 COBEPIIEHNS, PACCMOTPEHNE PYKOBOAUTEIEM OPraHm-
3a0ViN 3TUX N APYTUX NOKYMEHTOB, IIPEJOCTaBI€HHbIX pa6OTHI/IKaMI/I
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B IIOATBEP>KIEHIE CBOEI TO3UIIVIA.

B ToM crydae, ecnu pyKOBOAUTENb IPUHMMAET PellieHe HaJIOKUTh
Ha pabOTHMKA B3bICKaHME, OHO PUKCHUPYETCs B IPUKa3e.

HHH IIpyKa3a O HaJIOKEHMM JUCHUITIMHAPHOTO B3bICKAaHVIA HE pa3-
paboTaHo yHUPUIMPOBAHHOI (GOPMBI, IOITOMY OH COCTABACTCS
110 06IIMM IpaBKUIaM 0POPM/ICHNS ITOTO JOKYMEHTA M BK/TIOYA€T
CTIeflyIOIIVIe PeKBU3UTDL:

- HaMMeHOBaHIe OpPraHNM3alNy — aBTOPA JOKYMEHTa;

- HaMMeHOBaHMe BUJA JOKYMEHTa;

- [laTy DOKYMEHTa;

— perMCTPaLMOHHBII HOMEP JOKYMEHTa;

— MeCTO cocTaBeHus (M3gaHNs) ZOKYMEHTa;

— 3arojI0BOK K TEKCTY;

— TEKCT JOKYMEHTa;

— OTMETKY O IPUIOXKEHUY;

— TIOJIIVCH;

- BUS3BI COIVIACOBAHMS JOKYMEHTa;

- BU3Y O3HAKOMJIEHVS pabOTHIKA.

3aroyIoBOK K TEKCTY KpaTKo (OPMYIMPYeT OCHOBHOE COflep>KaHMe
ITOKYMEHTA, HallpyMep «O NMCHMITTVIHAPHOM B3bICKaHMM». B KoHCTa-
TUPYIOLIEN YacTy IIPYKa3a YKa3bIBAIOTCA CIeYIONIVe JaHHbIe:

- KTO coBepn1 npocTynok (P. V1. O. paboTHUKa, TO/DKHOCTD
paboTHUKa, CTPYKTYpHOe AI0pa3sfieNieHre, B KOTOPOM OH paboTaer);

— HPOCTYIIOK, KOTOPBIN COBEPIINT PaOOTHMK (BIJ IPOCTYIIKA, HAPY-
IIIEHIS TTO/IOXKEH VI JIOKATbHBIX HOPMAaTUBHDBIX aKTOB 1 COI‘)IaHIeHI/H/u[);

— 006CTOATENbCTBA COBEPILIECHNSA IIPOCTYIIKA, IIOCTEICTBUS U CTe-
IIeHb BYHBI;

- Ha/IM4ye WIK.OTCYTCTBUE YBaXXNUTEIbHBIX IIPUYNH;

- JaTa coBeplIeHM U JaTa OOHAPY>KeHNU A IPOCTYIIKA.

B pacnopsaurenpHoi YacTu GOpMynnpyeTcs Mepa BO3AEeiCTBILS,
mpuMeHseMast K paboTHUKY (0OBsABIAETCS 3aMedaHIie, BBITOBOP).

TaxoKe B TeKCTe IIpMKa3a MOXKHO NPeAYIPesuTh pabOTHUKA O BO3-
MOXXHOCTYI €70 YBOJIBHEHMI B C/Tydae HOBTOPHOTO HAPYLIEHVsI TPYOBO
b197091407010,070:458

OcHoBaHMeM V3aHMs IIpKKa3a OyAYT BCe JOKYMEHTBI, IPeACTaB-
JICHHBIE Ha pacCCMOTPEHNe PYKOBOAMTELS, HAIPUMED, 0ObACHUTEIbHAS
3ammcka paboruuka (cm. [TucbmMeHHbIe 0OBSICHEHUS OT PabOTHMKA),
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IOK/Ia/{HAA 3aMVICKA HEIIOCPEICTBEHHOTO PYKOBOIUTENA PabOTHMKA
(cm. Dukcanys paxra coBeplleHNs JUCHUIUIMHAPHOTIO IIPOCTYIIKA)
u T. 1i. B npuxase orn opopmsoTcs nocrue cnosa «OCHOBaHVE»C yKas
3aHMEeM VX JaThl ¥ HoMepa (ecim peructpupyorcs). O0sa3aTeTbHbIM
97IEMEHTOM IIpUKasa sB/LAETCS «BJ3a O3HAKOM/IeHNs paboTHIKa». Pabor-
HUK 3HAaKOMUTCS C TaHHBIM IIPYKAa30M IO/l POCIINCh B TedEHUE TpeX
pabounx fHel ¢ MOMeHTa ero u3fanms. Ecm paboTHIK @TKa3bIBaeTCs
3HAKOMUTbCS C IPUKA30M, 00 3TOM COCTABIIAETCA COOTBETCTBYIOLINIL
akT (cM. AKT 06 OTKa3e 3HaKOMUTBCS C IPUKA3OM).

AKT 00 0TKa3e 3HAKOMUTHCA C IIpNKa3oM

B cootBercTBuu ¢ TpeboBanmem cratbu 193 TK P® paboronarens
06s3aH 03HAKOMUTb PaOOTHNUKA C IPUKa30M O,BBIHECEH I [IVICIIAILIV-
HApHOTO B3bICKAHM IIOJ, POCIIUCD.

Ecnn paboTHMK OTKa3bIBaeTCsA 3HAKOMUTBECAE ITPMKa30M, paboTo-
JlaTenb JO/DKEH COCTABUTD AKT, B KOTOPOMIBAMVKCHPOBATD 3TOT (aKT.

AKT cocTaB/seTcs He MeHee YeM TPeMs HO/DKHOCTHBIMU JTUIIAMU
opraHmsanuy. 9TO MOTYT ObITh HEIIOCPEACTBEHHDII Ha4YaTbHNUK PabOT-
HIIKA, CIIeLMAJIVCT KafPOBOIT CIY3KOBT, TOPYCT 11 APYTIIEe JO/DKHOCTHbIE
JIMIIA, MMEoII[yie OTHOLIeHNe K CAOKMBIIEICA CUTYaIV VIV IIpUBJIe-
YeHHbIE B Ka9eCTBe CBUETEEN.

B TexcTe akra ykaspisaloTcsa go/mxkHocTy u @. V. O. cocraBurenei
akTa (MOTyT OBITb B COCTaBE KOMICCUY, B 3TOM C/Iydae B aKTe TaK
u inercst «KoMuccisi B'coctaBe: ...»), mommkuocts u @. V. O. pabor-
HIKA, OTKa3aBILIEeroCsA 3HaAKOMUTDBCS C IPUKA30M, peKBU3UTHI IPUKa3a,
MOTHB OTKa3a pabOTHIKA.,

OdopmnseTcs aKT 1o 00IMMM IIpaBUIaM 0GOPMIEHUs STOTO
moxyMeHTa (cM. JJOKYMEHTBI — OCHOBAHUA K IIPMKa3aM II0 TNIHOMY
COCTaBYy. AKTHI).

[TpaB#/IbHO COCTAB/ICHHBIIT AKT AB/IAETCS BaXKHBIM 3/IeMEHTOM
IIpOoIie/ly PhhBbIHECEHNA TVICHVUIIIMHAPHOTO B3bICKAHNA.

Bcnyuae ecnu paboTHUK OyzieT 00>kaioBaTh B3bICKaHIE B TOCY-
IapCTBEHHYIO MHCIEKINIO TPyZa M (M/IN) OPraHBbl IO PACCMOTPEHNIO
VHAVBUAYANLHbIX TPY/IOBBIX CIIOPOB, 3TOT JOKYMEHT, IIOAIIIICAHHDII He
MeHee 4eM TpeMs JO/DKHOCTHBIMM INIIAMI, OYIeT CBUIETeTbCTBOBATD
0)TOM, ¥TO paboTO/aTeNIb He HAPYIINI KaJpOBOI MPOIeyPhI U €T0
IeVICTBMA B OTHOIIEHNM pabOTHMKA TPAaBOMEPHBL.
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Cpoxu Hano>KeHN s AMCIHMIIMHAPHOTO B3bICKAaHNA

HanoxxuTh qucuuIinHapHoe B3bICKaHMe pabOTOATENb MOXKET
B TeyeHMe MecsALa CO JHs OOHapy)keHMs (He CUuTas BpeMeHU 00/1e3H
U OTIYCKA) U B Te4eHe IIO/TyTofia CO JHS COBEepIIeHNS JUCHAIIIN-
HAapHOTO NPOCTYIIKA.

CHsATHe JUCHUIITINHAPHOTO B3bICKAHNA

B TeuyeHye roga AMCHUIUIMHAPHOE B3bICKAHIE MOXET OBITh CHATO
¢ pabOTHUKA, €C/IM HeT IOBTOPHOro B3bIcKaHuA (cT. 194 TK POD).
ITporcXoanuT 9TO aBTOMATHYeCKH, 6e3 U3fjaHNs KAKOTo=-/1100 OIIOTHY-
Te/IbHOTO JOKyMeHTa. Ecim paboTomaTenb 1o KaKMM=AM00 IpU4YrHaM
KejlaeT CHATD AUCLUIUIMHAPHOE B3bICKaHIe PAHbIIIE 9TOTO CPOKA, OH
MO>KeT U3/JaThb 00 9TOM COOTBEeTCTBYIOI VI HPUKAS.

[Tpukas o CHATUYM JUCHNUIIINHAPHOTO,B3BICKAHNA MOXeET OBITh
U3JIaH 110 YCMOTPEHNIO PYKOBOANTE/I OPraHM3alINIA, 110 3asBJICHNIO
caMoro pabOTHMKA MM 1IO XOAaTANCTBY €ro HeIloCpenCTBEHHOTO
pykoBozuTens. JJaHHbII IpyKa3 He'MMeeT YHUMNIINPOBaHHO GOPMBI.

B TexcTe npukasa ykaspisaoIcs fo/pKHOCTD 1 . U1, O. paboTHuUKa,
Ha KOTOPOTO HATIOXKEeHO AVICHVITIVIHAPHOE B3bICKaHIIe, BUJ B3bICKAHNA,
PEKBU3UTHI IIPUKa3a, KOTOPBIMIOHO OBII0 yCTaHOBJIEHO, OCHOBAaHIEe
TOCPOYHOTO CHATHUA B3bICKAHIIA.

Odopmrsercs npukas 1o 06iuM paBuaaM 0pOpMIEHsI 3TOTO
moxyMmeHTa (cM. O0s3aTebHble PeKBU3UTDI IIPUKA30B 110 TMYHOMY
coctaBy, OopmIeHUe KaFPOBBIX IPIMKA30B, TeKCT KapOBDIX IPUKA30B).

YBonpHeHNE KaK Mepa AUCHUINUIMHAPHOTO B3bICKAHU A

Camoi1 cTporoitMepoit FUCHUITINHAPHOTO B3bICKAHNISL SBIISETCS
yBonpHeHne. OHO BO3MOYKHO B CTIEIYIOLINX CTyYasix:

- HeOZHOKPAaTHOTO HEMCIOMHEeHMs PabOTHUKOM 0e3 YBaXKIUTe/b-
HBIX NIPIUUVH TPYSOBBIX 0053aHHOCTEI, €C/IM OH Y>Ke UMeeT JUCLH-
ITMHApHOe B3bicKaHMme (11. 5 ¢T. 81 TK PO);

< OJHOKPAaTHOrO rpyboro HapyuleHus: pabOTHUKOM TPYHOBBIX
ob6ssannocrei (1. 6 ct. 81 TK PD), B ToM 4ucre:

¢ mporyia (0TcyTCTBuUS Ha paboTe 6e3 yBaXXUTeNbHBIX IPUYNH
60JTee YeTHIpEX YaCOB MOMIPSAJT B TeUEHME PAbOYETO THS);

¢ TIOSAB/IEHMSI HA PabOTe B COCTOSHUM a/IKOTONTBHOTO, HAPKOTH-
YECKOIO VJ/IY MHOTO TOKCUYIECKOTO OIbSAHEHUS;

188



9. BbIHECEHWUE ANCLUMNNUHAPHOTO B3bICKAHWA

¢ pasIIallieHNsI OXPaHsAeMOJ 3aKOHOM TaliHbI (TOCYHapCTBEH-

HOJI, KOMMepYeCKOIi, CITy>KeOHOI U MHOIt), CTaBIIell N3BEeCTHOM

PabOTHUKY B CBSI3Y C UCIIONHEHVEM VM TPY/OBBIX 00513aHHOGTE;

¢ COBEpIICHMs XUIIEHVs, PaCTPAThl, YHUITOKEHNS YYHKOTO

MMYILIECTBA, COBEPILIEHHBIX II0 MECTY PabOTH,

¢ HapyuleHMs pabOTHMKOM TpeOoBaHMIT OXpaHbI TPyAa (ycTa-
HOBJICHHBIX KOMICCHEII IT0 OXpaHe TPY/Aa VIN YIIOTHOMOMEHHBIM
[0 OXpaHe TPyAa), €C/IM HapyIIeHNe IIOBIEK/IO0 TKKUE HOCTIe] -
CTBUSA MU CO3[JaBajIO YIPO3Y TaKMX IOCIEICTBIUIL;

— COBepIIeHVS BUHOBHBIX JIe/ICTBUII pabOTHUKOM;00CTYKIBAIO-
VM JIeHeXXHbIe CPeJICTBA, €C/IN BCIIEACTBIE ITUX VICTBIIL PabOTHIK
yTpatun goBepue paboropatens (m. 7 ct. 81 TK PD);

— COBepIIeHMA aMOPa/IbHOTO IOCTYNKa/Pad OTHIKOM, BBITTOTHAIO-
WM BocnuTaTenbuble Gynkunn (1. 8 cr. 8L TKP®D);

— HapylIeHMA COXPAHHOCTM MMYILIeCTBA, HEIIPaBOMEPHOTO €ro
VICTIOTIb30BAHNA VIV VIHOTO yllep6a NMYMI@ETBY OpTraH3alViN, BO3SHVK-
IINX BCTIEACTBYIE HEOOOCHOBAHHOTO PEHIEH ISl PYKOBOJUITENISA OPTaHM-
3aLVIM, €T0 3aMeCTHTeJIsI VIM IVIaBHOro Oyxranrepa (1. 9. ct. 81 TK POD);

— OJHOKPATHOrO Ipy6boro HapylleHUs pyKOBOJVUTEIEM WU ero
3aMecTHUTeIeM TPYROBbIX 00s18aHHOCTEI(11. 10 cT. 81 TK PD);

— IIOBTOPHOTO B TeYEHV€ OHOTO rofia Ipyooro HapyLIeH)s ycTaBa
OpraHU3alNI, OCYILIeCTBAIONElE 00pa3oBaTEIbHYIO HeATE/IbHOCTD
(. 1 ¢T. 336 TK POD);

— CHOPTUBHON AMCKBAAM@NKALNM, HAPYLUIEHUS CIOPTCMEHOM
0011epOCCUIICKIMX AHTUAONMHTOBBIX IPABII U (MIN) aHTUAOINHIO-
BBIX IIPABUJI, yTBEP>K A€ HHBIX MEeXX/YHAPOJHBIMIU aHTU/JOIMHIOBBIMY
opraHusanyAMu (IIPU COOTBETCTBYIOLIEM PeIleHNI aHTU/OIIMHTOBOII
opranusanun) (. 1,2 ct. 348.11 TK PO).

YBo/IbHEHUE pabOTHUKOB, ABMAIIINXCA WieHaMM IPoQCoi03a,
no nyHKTy 5 ¢rarpu 81 TK PD (HeogHOKpaTHOE HEMCIOTHEHNE
pabOTHIKOM 6e3 YBa>KUTENbHBIX IIPUYNH TPYLOBBIX 0053aHHOCTE],
eCIY(OH MMEET [UCIUIIIMHAPHOE B3bICKAaHME), MOXET ObITh OCY-
I[eCTB/IEHO TOIKO C Y4eTOM MHEHNA BBIOOPHOTO OpraHa IepBUYHON
1po(hCOI3HOI OpTraHN3aLNN.

YBonbHeHMe pabOTHMKA 110 HA3BaHHBIM OCHOBAHNMAM 0opMIAeTCA
TaK Xe, KaK J1 MHbIe BUJIBI AVICIVITUIMHAPHOTO B3bIcKaHyA (cM. [Topamok
JOKYMEHTa/IbHOTO 0QOPMIIEHN A AVUCIUIITHAPHOTO B3BICKAHNA).
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C.A.TNIOTOBA. CPABOYHWK N0 KAZIPOBOMY ZIENONPOKU3BOACTBY ANA PABOTHIUKOB OPTAHU3ALINIA

OpHako BMeCTO IpMKa3a O BBIHECEHUY JYICLIUIIIMHAPHOTO B3bICKa-
HYs1 0QOPM/ISIETCS IPUKA3 O PACTOP>KEHNUM C PaOOTHIKOM TPYLOBOTO

HoroBopa (yBO/IbHEHNN pabOTHIKA) [10 OCHOBAHIAM, IIPEAYCMOTPEH

HasBaHHBIMI BbIie ctaTbsiMu TK P® (B cooTBeTCTBMU C I
Poctpypma or 01.06.2011 Ne 1493-6-1 usgaercs TONBKO Off
PaboTHMK 3HAKOMUTCS C IPUKA30M IO POCIIUCH.
YBOJIbHEHIY PabOTHMKA BHOCATCS B €T0 TPYHOBYIO KH
KapTOUKY.
TpynoBasi KHIMDKKA JO/DKHA OBITH BbIJJaHA HAa PYKU P
B IOC/IETHIIT PaboUnit HeHb MOJ POCINUCH B KH
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10. YBOJIbBHEHUE PABOTHUKA
MIN ITPEKPAIITEHUE C HUM
TPYJOBOI'O JOI'OBOPA

IToHATHSA «yBOTBHEHNEY, «IPeKpalleHNe TPYL0BOTo
JOTOBOPa», «pacTOp>KeHMeE TPYIOBOTO JOTOBOPa»

B TpynosoMm kogpiekce PO ncnonbayeTcs psj, HOHATHI XapaKTepusy-
IOIVIX 3aBeplleHle TPYOBbIX OTHOILICHWII pabOTHUKA U paOOTOHATEA.
OTO NOHATHA «YBO/IbHEHNE PabOTHUKAY, «IIPeKpalljeHne TPYJOBOro
JIOTOBOPa», «PaCTOPKEHNEe TPYLOBOTO JOTOBOPant

ITo cyTy cBO€TI 9TV MOHATUA CHOHVMIYHBI, O HAKOATPIMEHAIOTCS
OHM B PAa3HBIX CUTYalMAX, TaK KaK KaKoe n3'Hux 60/ee 4eTKOo ompe-
mensdeT XapaKTep IpeKpallleHNs TPy oBbIx oTHomenn 1. Hanpumep,
HIOHATIIE «YBO/IbHEHNMe PabOTHIKA» Yallle BEEEO MCHONb3YeTCs B CTydasx,
KOT7Ia MHUIIMATMBA MIPEeKPalleHNs TPYLOBBIX OTHOIIEHNII ICXOAUT OT
PabOTHIMKA, «pacCTOpPXKEHNE TPYOBOIO_TOFOBOPa» — KOI/IA MHNIVIATIBA
HPUHAJIEKNUT pabOTOIATENI0 M 06e/IM CTOPOHAM B CITydae COITTALIeHN
cTopoH. IIpekpaienne TpygoBOro JOFOBOPa MOXKET ObITh CBA3aHO
€ 06CTOATENbCTBAMM, He 3aBUCAMIUMY OT BOJIM CTOPOH, HAIIPUMEp CO
CMepTbio paboTHMKa. B mociefgHeM cnydae ucronb3oBanme GopMyn-
POBOK «yBOJIbHEHNE» VN ¢PACTOPYKeHNE TPYIOBOTO JOTOBOPa» OBIIO
ObI HEKOPPEKTHO.

B ocTanbHBIX CIy4asX IOHATUSA «YBOJIbHEHNE» Y «paCTOPIKEeHNe
TPYZOBOTO JOTOBOPa» B3aMO3aMeHAeMBl.

OcCHOBaHNSA yBO/TbHEHN A PAaOOTHNKA

IIpexpamienne TPyJOBBIX OTHOIIEHMI IPOUCXOANUT 11O Pa3HBIM
IIpMYVMHAM, KOTopble ziepeurciensl B cratbe 77 TK PO u HaspiBatoTCA
o61MM ocHOBaHMAMM. KaKIOMY OCHOBaHUIO TOCBSIIEH P JOION-
HuTenbHBIX cTateil TK PO, B KOTOPBIX AeTann3Mupy0TCs TOAPOOHOCTI
YBOJIbHEHN, IT0 COOTBETCTBYIOIIVMM OCHOBAHMSAM.

K©06mmuM 0CHOBaHMAM OTHOCATCS:

= cornamene ctopoH (1. 1 ct. 77 TK PO, ct. 78 TK POD);

— ‘MCTedeHue CpoKa TPyRoBoro fgorosopa (1. 2 ¢1. 77 TK P, c1. 79
TK PD);

— pacTopskeHMe TPYLOBOTO JOTOBOpA II0 MHNUIMATHBE paOOTHMKA
(m.3cr. 77 TK PO, cT. 80 TK PD);
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C. A.TNIOTOBA. CMPABOYHIK N0 KAPOBOMY IENONPON3BOACTBY AN PABOTHUKOB OPTAHU3ALIUI

- pacTOp>XeHUe TPYLOBOTO [OroBOpa IO MHMUIMATUBE
paboromarens (1. 4 ct. 77 TK PO, ct. 71, 81 TK P®) B crrygasx:

¢ JIMKBUJALMM OpraHM3anuu (IpeKpalieHus HesTeTbHOCTH
WUII) (. 1 ct. 81 TK PO, ct. 180 TK PD);

¢ COKpalleHMsl YMCIEHHOCTM WM LITaTa PaOOTHUKOB
(. 2 ct. 81 TK PD, ct. 179, 180 TK PD);

¢ HEeCOOTBETCTBUS PAabOTHMKA 3aHMMAEMOI TOIKHOCTHU MK
BoImoHsieMolt paboTe (1. 3 ct. 81 TK PO);

¢ CMeHBI COOCTBEHHMKA UMYIEeCTBA (SBISETCSI OCHOBAaHMEM
TONBKO J7Is1 PYKOBOZMTETISI, €T0 3aMeCTUTE/A I TIABHOI'O OyXrante-
pa) (mm. 4 ct. 81 TK PO);

¢ YBOTbHEHMs KaK Mepbl AUCHUIMHAPHOTO B3bICKAHNS
(. 5-10 cT. 81 TK P®D);

¢ TpefoCTaBIeHys pabOTHUKOM HOA/JI0KHBIX JOKYMEHTOB IIPK
3aK/II0YeHNM TPyRoBoro forosopa (. 11 ¢1.81 TK PO);

¢ HEYyLOBJIETBOPUTEIBHOIO pe3ybrata ucnpitanys (c1. 71 TK
PD);

¢ VHBIX CIyYasX, IPeLyCMOTPEHHBIX TPYAOBBIM JJOTOBOPOM
C PYKOBOAVITENIEM VM YIeHAMI KOMIETMaTbHOTO MCIIO/IHUTE/IbHO-
ro opraHa opranusanuu (if. 13, ct. 81’ TK PO);

¢ VHBIX CIy4asx, IPEAyCMOTPEHHBIX /IS OT/Ie/IbHBIX KaTerOpuil
paboTHMKOB (CT. 278,336,348.11 TK PO);

— IIepeBOJ K APYLOMY paboTofaTeTio WIn IIepexoy] Ha BEIOOPHYIO
nomkHocTb (1. 5 c1/77 TK PD, ct. 72.1 TK PD);

- OTKa3 pabOTHMUKA OT IPOODKEHNST pabOThI B CBSI3M CO CMEHOI
COOCTBEHHIKA UMYILECTBA; 3MEHEHMEM II0[BeSOMCTBEHHOCTY Opra-
Husauum, ee peopranusanun (i. 6 ct. 77 TK PO, ct. 75 TK PO);

- OTKa3 pabOTHUKA OT MPOJO/IKeHMs PabOThI B CBA3U C M3Me-
HeHJeM OIIpefie/IeHHbIX CTOPOHAMU YC/IOBUIT TPYZOBOTO JOTOBOPa
(. 7 c1/77 TK PO, cT. 74 TK PO);

- OTKas pabOTHNKA OT IlepeBofa Ha APYIYIo paboTy, Heobxomu-
MO0 €My:B COOTBETCTBUY C MEFUIIVIHCKIM 3aK/II0UeHIIEeM, BBITAHHBIM
B ycraHoBaeHHOM nopsgke (1. 8 ct. 77 TK P®, ct. 73 TK PD);

—OTKas paboTHMKA OT IepeBOja B JPYIYI0 MECTHOCTb BMeCTe
c paboronarenem (1. 9 ct. 77 TK PO, c1. 72.1 TK POD);

— /06CcTOATENbCTBA, HE 3aBUCAILYIE OT BOINU CTOPOH (. 10 c1. 77
TKPO, ct. 83 TK PD);
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10. YBONIbHEHUE PABOTHUKA UNW NPEKPALLEEHWE C HUM TPY10BOTO IOFOBOPA

- HapylIeHNe PaBWI 3aK/II0YeHNUA TPYLOBOro gorosopa (m. 11
ct. 77 TK PO, cT. 84 TK PD).

Kpome o61mx ocHoBanmit, HazBaHHbBIX B cTatbe 77 TK PO, Kopgekcom
VI VTHBIMH 3aKOHO/IaTeNIbHbIMM aKTamMyu P® npenycMoTpeHbl MHbIE
OCHOBAHUA NPEKpallleHNA TPYJOBOTO JJOrOBOpa IS OTHEeAbHbIX
Kareropuit paborunkos. Harmpumep, B psazge crarbeit TK P@HasBanbl
TOIIO/IHUTE/IbHbIE OCHOBAaHMA IIpeKpalleHusa TPyLOBOro AoroBopa:

- ¢ pykoBoguteneM opranusanuu (ct. 278 TK PO);

- JUuamiu, paboTaMN 10 COBMeCTUTENbCTBY (cT. 288 TK PO);

- nmunamy, pabortaomymMu y pabotoparens —/usuuecKoro amia
(cT. 307 TK PD);

- nagoMmHuKami (ct. 312 TK P®) u gip.

YBonbHeHNIE PaGOTHI/IKa mo C06CTBCHHOMY JKEeTaHNI0

Hamnbormnee yacTbIM BUOM yBONbHEHNUA (MPEKpallieHNA TPYLOBO-
TO ZIOTOBOpa) AABJIAETCSA YBOTbHEHNE PAGOTHIIKA 110 COOCTBEHHOMY
JKETaHUIO.

B TpymoBom kopexce Poccurickort Oefiepanii TOT BT, YBOTbHEHNUA
HAa3bIBAETCS «II0 MHUIMATBe pAOOTHIKA» V1 peTy/IMpyeTcs B IyHKTe 3
crarbu 77 u crarbe 80 TK PD¢

PacToprHyTh TPYyOBOIIOIOBOP 110 9TOMY OCHOBAHIUIO PAOOTHMK
MOXXeT, He3aBUCUMO OT SaHIIMAeMOIli JO/DKHOCTH, B II000e BpeMs,
6e3 00bsICHEHNS IPUYKH, HO YBEIOMIB paboTOfaTe s 3a JBE Hele/N
(111 BpeMeHHBIX U CE€30HHBIX, paOOTHNKOB — TP JHS).

3a 9T0 BpeMs pabOTONaTENb CMOXKET HAITY 3aMEeHY YXOJAIeMYy
pabOTHMKY, a pabOTHMK 3aKOHUYNTH BCe CBOM JIe/Ia U IIepefiaTh X OIpe-
IIleTIeHHOMY paboTofjaTesieM JIMILY.

TpynoBoit ZOroBOp,MO>KeT OBITb PACTOPTHYT O UCTEUEHNUS STOTO
CPOKa, eC/IAMMeeTCs TaKasi JOTOBOPEHHOCTb MeX/1y pabOTHUKOM
u paboTofiaTenieM: B aToM cirydae rmpukas 06 yBonbHeHUM pabOTHIKA
odopmiIAeTEs B /060 IeHb IOCIIe COCTaBIeHNA paOOTHIKOM 3asB-
neHVisl, B KOTOPOM OH BBIpaKaeT CBO€ JKelaHNe IPeKPaTUTh TPYHOBbIe
OTHOILIIEHNA € paboTOfaTeNeM.

B pajie cirydaeB TpygoBOIl JOroBOP MOKET OBITh PaCTOPTHYT paboTo-
JlaTeNIeM B TOT JIeHb, KOTOPBIII paOOTHNK OIIPeie/INI B CBOEM 3asAB/ICHNI.

K aTim ciry4asgm OTHOCATCA:

= HEeBO3MO>KHOCTD ITPOJJO/DKEHNS paboThI;

193



C. A.TNIOTOBA. CMPABOYHIK N0 KAPOBOMY IENONPON3BOACTBY AN PABOTHUKOB OPTAHU3ALIUI

- YCTaHOBJICHHOE HapylleHue paboTofaTeneM TPYLOBOr0O 3aKOHO-
JaTe/NIbCTBA, MHBIX IIPABOBBIX AKTOB, COAEPIKAIMX HOPMbI TPYLOBOTO
IIpaBa, YCIIOBMIL KOJUIEKTVBHOTO MJ/IN TPYHOBOTO IOTOBOPA.

K o6cTosTenbcTBaM, Ipu KOTOPBIX paOOTHIUK He MOXKET IPOJO/DKATh
paboTy, OTHOCATCS:

- BBIXOZ paboTHuKa Ha meHcuio (4. 3 ¢t. 80 TK PO);

- 3a4ycrieHne B 00pasoBaTenbHylo opranusanyio (4. 3 ¢t. 80 TK PD);

— IepeBOJi MY>Ka M/IM JKeHBI Ha paboTy 3a 'PaHNUILY, B APYEYIO MeCT-
HOCTH (11. «O» cT. 22 TlocTanosnenus Inenyma Bepxosroro Cyma PO
oT 17.03.2004 Ne 2 «O mpumenenun cygamu Poccniickoit Penepanyn
Tpyrmosoro kopekca Poccuitckoit Pemeparium»,);

- 60J1e3Hb, IPENATCTBYIOIAS IIPOLO/KeHIIO TaHHOI PaboThI;

— HeoOXOIMMOCTb yX0fia 32 6OTbHBIM/AJICHOM CEeMbM (B COOTBET-
CTBUM C MEIUIIMHCKIM 3aK/TI0YeHVeM), UHBATUAOM 1 Ipymb;

— YBOJIbHEHMeE II0 COOCTBEHHOMY JKeaHWIo M HBATN/IOB 1 TIEHCH -
OHEpPOB U JIp.

B cBoeM 3asBeHNN pabOTHUK HOMKeH OTPAsUTD IPMYNHY, B CBA3N
€ KOTOpOII paboToRaTe/nb 00513aH YBOIUTH €r0' B yI0OHOE I pabOTHNKA
BpeMsi, U IPUIOKUTD K 3asiB/IEHIIO HOATBEPKJaolIe JOKYMEHTBL.
OpHako, y4uTbIBast TOT (PAKT, YTO CHVCOK NaHHBIX OCHOBAHUII He
SIBJIICTCS 3aKPBITBIM 1 B QCHOBHOM He 3aKpeIlIeH B IIPaBOBBIX aKTaxX
P®, penrenne 06 yBOMIbHEHIN YROOHOI /1 paOOTHUKA HATON MOXET
ocCTaThCs 3a paboTonaTeneM.

Co pHs, criepyroliero sa JHEM ITOfauM 3asIB/IeHIA, HAYMHACTCS IBYX-
HeJIe/IbHBIIT CPOK, HO METeUeHII KOTOPOTO PabOTHIK MOXKET IIPEKPaTUTD
BBIIIO/IHEHNe CBOVIX JO/DKHOCTHDIX 00A3aHHOCTEN! IaKe B TOM CIIy4ae, eC/i
paboronarenp HUKAKUM 06pa3oM He 0pOpMIII YBOTIbHEHME PAOOTHIKA.

B sTOM cr1yyae OTBETCTBEHHOCTD 32 HEBBITAHHYIO TPYLOBYIO KHIDKKY
U HeIIPOM3Be/IeHHBIN pacyeT paboTHMKaA OyzieT Ha paboTomaTere.

Bmecre ¢ Tem, ecrm paboTomaTeNnb He pacTOPr TPYAOBOI TOTOBOP
€ pabOTHMKOM IO MCTEUEHUY BYX HeJie/lb CO THA IOJAYN 3asAB/IeHUA
1 pabOTHMK HE HACTaMBaeT Ha 3TOM, /IeJICTBIE TPYLOBOTO JJOrOBOPa
OyHeT MpOFOIKATbCA.

ITpouenypa yBonbHeHust pabOTHUKA
B cratpe 84.1 TK PO nponucan obuinit mopsifok oHopmieHns
YBOIbHEHVsI pabOTHMKA. DTOT IOPSAOK Oy/ieT OAMHAKOB [/ISI BCEX BU/IOB
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10. YBONIbHEHUE PABOTHUKA UNW NPEKPALLEEHWE C HUM TPY10BOTO IOFOBOPA

YBOJIBHEHNs C MOMEHTA U3JJaHMsA IIpKKasa paboroparen. [lo usganms
IIpyMKa3a IpoLefypa ¥ COCTAB IOKYMEHTOB MOTYT OT/IMYAThCSA B 3aBU-
CMMOCTY OT OCHOBAHUs YBO/IbHEHMA PaOOTHUKA.

Hau6oree qacThIM OCHOBaHMEM YBOJIbHEHNS, IIPY KOTOPOM 0OpM-
JI€TCA MUHMMAJIbHBIN COCTaB JIOKYMEHTOB, AABJIAETCA YBOAbHEHME
pabotHuka no ero nuanunaruse (. 3 ct. 77 TK PO, ct. 80.TK.PD).

JlaHHas npoleflypa HAYMHAETCS C IOATOTOBKY PaOQTHIKOM 3as1B-
JIeHUs1 06 yBOIbHEHNY 110 COOCTBEHHOMY >Ke/TaHUIo (cM. YBeJOM/IeHIe
paboTozaress 06 yBOIbHEHIN IO COOCTBEHHOMY >Ke/TaHUIO. 3asB/IeHe
paboTHMKa 06 YBOTbHEHNM).

3asaBneHne opopMIAeTCA 32 iBe Hefle/NN IO MpefoaraeMoit
IaTbl YBOJIbHEHMA (KpOMe C/TydaeB, Korfia paOOTHUK I paboTOofaTe/Nb
JIOTOBOPMINCDH O COKPAIIEHNN 3TOTO CpoKaJyt PAGOTHIK He MOXKeT
IPOJO/DKATh paboTy B CBA3YU C HEKOTOPBIMIL OOCTOATEIbCTBAMIM).

Ha ocHoBaHNM TMYHOTO 3aAB/IeHNA PAOOTHMKA CIIEIVIAIACTBI Ka/ipo-
BOJI CITY>KOBI COCTABIIAIOT IIPOEKT IPMKA3a'00 YBOIbHEHNN PaOOTHIMKA.

IIprxas mognuceIBaeTCAa PyKOBOLATENIEM OPTaHU3AL N, PEru-
CTPUPYETCA B )KyPHaJle PErMCTpalyy NPUKA30B 110 TMYHOMY COCTaBY
1 00'bsAB/IACTCS paOOTHUKY 11O POCIIVICH.

B cydae ecyvt paboTHIMKA HEBO3MOYXHO O3HAKOMUTD C ITPUKA30M VI OH
OTKA3BIBACTCS C HYM 3HAKOMUTDCSL, 00 9TOM JIe/IaeTCs 3aIlVICh Ha IIPMKase.

OpuruHa npyukasa XpaHITCSB KaIpoBOI CIy>KOe opraHusanuuy,
KON IepefiaeTcs B OyXraATepuIo I pacdeTa 3apaboTHON IIaThl
3a 0TpaboTaHHOe BPEMS, KOMIICHC AN 32 BCe HEMCIIONb30BaHHbIE
ormycka (4. 1 ct. 127 TK.P®) 1 MHBIX BBIIIIAT, IO/I0>KEHHBIX PAOOTHUKY.

Jlanee Ha OCHOBaHMM HPUKa3a Je/IaeTCA 3aICh B TPY/0BO KHIDKKE
¥ INYHON KapTOYKe pabOTHHKA.

3anuch 00 yBOMIBHEHUY B TPYHOBOII KHIDKKE [e/IaeTCs C y4eTOM
Tpe6oBanmitcraToy 84.1 TK PO, mm. 14-19 IpaBun BefeHNs 1 XpaHeHNA
TPYZOBBIX KHIDKEK, VI3TOTOB/ICHNA O/TAHKOB TPYOBOI KHYDKKM 1 00ecIIe-
4eHA UMY paboTonaTesneli, pasnenos 5-6 VIHCTPYKINY 110 3aII0THEHNIO
TPYyHeBBIX KHIDKeK (cM. [TpaBua BefieHs 1 XpaHeHNA TPYHAOBbIX KHIDKEK,
U3TOTOBJICHMS OJTAHKOB TPYHOBOJ KHIDKKM 11 0OecIedeHys uMu pabo-
TogaTeneVIHCTPYKIVIA 110 3aII0/THEHNUIO TPYOBBIX KHIDKEK).

I'maBHOe Tpe6OBaHMe STUX MPABOBBIX AKTOB COCTONUT B TOM, YTOOBI
3amch 00 YBOTbHEHNM COOTBETCTBOBaNMa popmynuposkam Tpyzmo-
BOTO Koztekca P® (mmy nHbIX demepanbHbIX 3aKOHOB M/ OT/ETbHBIX
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C. A.TNIOTOBA. CMPABOYHIK N0 KAPOBOMY IENONPON3BOACTBY AN PABOTHUKOB OPTAHU3ALIUI

KaTeropuii paboOTHIUKOB) U B Hell yKa3bIBa/IVICh HOMepa CTaTell, yacTeil
n HyHKTOB 9TUX IIPABOBbIX aKTOB, COOTBCTCTBYIOIHI/IX OCHOBaHMNIO
YBOJIbHEHUS pabOTHUKA.

3amncb 06 YBOTIbHEHIN 3aBepsieTCst IOAIICHI0 paboTonarers (BiLe
PYKOBOJUTEIS Ka/fpOBOIL CITy>KOBI MM PYKOBOANUTEIS OpraHMSALNIL),
IIOAIINICBIO pa6OTHI/IKa U II€9aThlO0 OpraHn3anuin.

ITocre aTOrO TPyHOBasi KHIDKKA BBIAAETCS HA PyKU PabOTHIKY IOf,
POCIINCD B KHUTE y4eTa ABVDKeHMA TPYAOBBIX KHIDKEK I BKJIAIbIIIeT
B HIX. BbIlaya TPYIOBOII KHVDKKM PAaOOTHUKY OCYIIECTB/IAETCA CTPOTO
B IIOC/IefHNIT pabounii feHb. Ecnm o kakuM-iM60HprInHaM 5TO
He yflaeTCs CIeNaTh, paboTomaTe b JO/KEH HAlIPaBUTh yBeJoM/IeHIe
PabOTHUKY O HEOOXOMMOCTH ABUTHCA 33 TPYLOBOM KHVKKOI M/IN
IaTb paspelleH1e OTIPABUTD ee paOOTHNUKY,IIO HOUTE.

B ciyyae oTcyTCTBMA TaKOTO yBeOMACHMA PabOTO/IaTeIb HECeT
OTBETCTBEHHOCTDb 3a HeBbIIady pabOTHMKY,TPYLOBOV KHUXKI
B YCTaHOBJICHHBI CPOK U, C/IeOBATeNBHO, 3a INIIeHNe pabOTHIKA
BO3MO>KHOCTY OBII IIPMHATHIM Ha APYIYI0 paboTy. DTO ABIAETCA
a/IMMHUCTPATUBHBIM IIpaBOHAPYIIEHIeM. B cryyae mpuBiedeHns
OpraHM3anNM K OTBETCTBEHHOCTIA B CYAEOHOM MOpsifIKe OHA [JO/DKHA
OyzeT BO3MeCTUTb pabOTHIUKY He ITO/IY4eHHBIII M 3apabOoTOK 3a BeCh
IIepUOJ, 3aJeP>KKI BbIIaYy TPYHOBON KHIVDKKIL.

Kpome TpynoBost KHMKKI, IPU YBOJIbHEHNM pabOTHIKA BHOCUTCS
3aMnch B TMYHOI KapTouke padoTHmKa. OCHOBAaHUEM [IJIsi BHECEHNIS
3aIIMCH ABJIACTCS IpHKa3 paboronarerns. Vindopmanysa 06 yBoIbHeHNN
3aBepsieTCsI MOAIMUCHIO. PabOTHIKA U paboTofaTens.

ITocre aToro MMYHAA KapTOUYKA IIepeMelaeTCs B KAPTOTeKY yBO-
JICHHBIX JINII.

ITo mycbMeHHOMY, 3asIB/ICHNIO PAOOTHNUKA B IIOCTIeIHMIT paboymit
JIeHb BMeCTe C TPYAOBOJI KHIDKKOI eMY JJO/DKHBI OBITb BbIJAHBI KON
JIOKYMeHTOB, CBI3aHHbIE C er0 paboTolL.

Bbmaqa KOMMI1 AOKYMEHTOB pa60THI/IKy IIp¥ YBOTbHEHMN
Ilpu yBonbHeHNM pabOTHMK MMeeT IpaBo IOTPe6oBaTh OT paboTo-
JiaTens Kol JOKyMEeHTOB, CBA3aHHBbIe C ero paboToil. B cooTBeTcTBIN
co crarpeit 62 TK PD aro moryT ObITh:
— /KON TIpMKasa O IpueMe Ha paboTy, IIPMKa30B O IepeBOjax
Ha Jpyryio paborTy, IpuKasa 00 yBOJIbHEHUY C pabOTHI;
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— BBIINCKA M3 TPYLOBOI KHIDKKM (OPUIVIHA JO/DKEH OBITD BBIIAH
PpabOTHVKY Ha PyKM B IIOCTIEHUII JIeHb paboThI);

— CIIpaBKM O 3apabOTHOII IIaTe, O HAYMC/ICHHBIX 1 (PaKTIYECKVE YIIa=
JeHHbIX CTPAXOBbIX B3HOCAX Ha 00s13aTe/IbHOE IICHCHOHHOE CTPAXOBAHIE;

- CIpaBKa o Iepuofe paboThl Y JAHHOTO paboTofaTeNs;

— [Ipyrue BUAbI JOKYMEHTOB, CBSI3aHHbBIE C TPYLOBOILAIEATEIbHO-
CTbIO pabOTHMKA Y JAHHOTO paboTOfaTe I .

Komnu mokyMeHTOB 3aBepsIOTCA B IOPAAKE, YCTAHOBACHHOM
T'OCT P 7.0.97-2016 «Cucrema cTaHgapToB 1o nHbopmannu, 6nbmmo-
TEYHOMY U U3[jaTe/IbCKOMY Hemy. OpraHn3alyiOHHOPACHOpAANTeIbHA
mokyMeHTauusA. TpeboBaHMA K 0POPM/ICHUIO JOKYMEHTOB».

OtMeTKa 0 3aBepeHMM KON JOKyMeHTa (BBINVMCKI U3 JOKyMeH-
Ta) IIPOCTABIIACTCA HIDKE PEKBM3NUTA «IIOMMIUCH M BKTIOYAET CTIOBO
«BepHo», HauMeHOBaHMe TO/DKHOCTI JINIA;3aBEPUBIIErO KOINIO VN
BBINVCKY, TMYHYIO TIOAIINCh, pacuidpOBKY HORMIACH, JATy 3aBePEeHMA.

OTMmeTKa JOIOMHAETCA Ha/IIVIChIO0 O MeCTe XpaHeHN s JOKyMeHTa
U 3aBepsAeTCS MeYaThblo OPraHN3alNN.

3aBepeHHbIe KON U BBINNCKY JJOKYMEHTOB BBITAIOTCA PAOOTHUKY
B IIOCTIEHUI pabounmii eHb.

YBemomnenne paboroparerns 06 yBoTbHeHUN
10 COOCTBEHHOMY >Ke/TaHNIO.
3asaBreHne pa@OTHNKA 00 YBOTbHEHNN

B coorBercTtBum & TK P@ paboTHUK MOXKET B OTHOCTOPOHHEM
HopsA/Ke IPeKPaTULh TPYTOBbIE OTHOLIEHVA C paboToaTeNneM, Ipeny-
IpeauB ero 06 3TOM 3a TBE Hefle/ /IO AaThl YBOTbHEHMA.

YBegomnenne paGoronarens oGOpMIAETCA C OMOIIBIO 3aAB/ICHNA
paboTHuMKa. 3asBIeHe 0pOPMIAETCS Ha MMA PYKOBOJMTEIL OPTaHM3aLVIIL

B rexcTe 3asaB/1eHNA pabOTHUK GOpMyIUpyeT IpocbOy 06 yBOIb-
HEHUY «II0 COOCTBEHHOMY JKe/TaHNIO» 1 YKa3bIBaeT JATy YBOTbHEHNS.
Hy>xHO IMeTb B'BU/Y, YTO B JAHHOM 3asBJIEHNUM ATy HEOOXOUMO
yKa3bIBaTh,0€3 TIpeIora «C», YTOOBI M30€XKaThb ITyTAHNIIB C OIIpeieNe-
HJEM ITOC/IeiHero AHA paboThl. To ecTh, ec B 3asAB/IeHNN HAIIMCAHO
«IIPOINy YBONUTD MeHA ¢ 25 anpenda 2017 ropa ...», 3TO 03HAYaET, YTO
MoCAeRHMIT pabounit jleHb — 24 anpers.

ITpmayHy yBOTbHEHNSA B 3a:B/ICHNM He YKa3bIBAIOT, OHAKO €CIIN
PabOTHNUK VIMeeT OCHOBAHNA Ha IIpeKpallleHNe TPYAOBbIX OTHOLICHNUI
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B CBsI3M C HEBO3MOXKHOCTBIO UX npogonkenns (4. 3 ct. 80 TK PD),
TO OH JJO/DKEeH 000CHOBATb CBOE IIPaBO Ha YBOJIbHEHE O MCTEUCHUS
14 nHe co mHA Mojayu 3asABnAeHNUA. B aTOM cnydae B 3asB/I€HIM
Ha3bIBAaeTCsA IPUYMHA YBOJIbHEHNA Y K HEMY IIPYUK/IaJ|bIBAIOTCS
TOKYMEHTBI, ee IIOfTBEPKIAIoIIIe.

3asiB/eHMe OANMCHIBaeTCs PaOOTHIMKOM, U IIPOCTAB/SIETCs fara
€r0 COCTaBJ/IEHMS.

B cnyuae ecnu yBonbHeHMe pabOTHUKA HeXKeTaTeTbHOM MOTYT
BO3HUKHYTb CIIOPHbIE MOMEHTBI 110 JaTe YBONbHEHNUs, PAOOTHUKY
PEKOMEHZIYeTCsl COCTAaBUTD JaHHOE 3asB/IeHME B ABYX-0K3eMIILAPAX,
OJVIH 9K3eMIUIAp MepenaTh paboTofaTenio, Ha BTOPOM IK3eMIIApe
HONPOCUTH CIIELMANTUCTOB KaPOBOIL CIYXOBLIIPOCTABUTD OTMETKY
0 MOJIYYeHNU 3aABJIEHNUA C YKa3aHUeM JaThl.

OTa OTMeTKa Ba)XKHa, TaK KaK OTCYET ABYXHe/[e/TbHOTO CpOKa
OTpabOTKM HAYMHAETCS CO CIEHYIOLIEro RHA HOCjle IToNyYeHys pado-
topmareneM 3aaBnenns (ct. 80 TK PD).

OT3bIB 3asABIEHIA 00 YBOIbHEHN

B Teuenne n1Byx Hefenb MOCE HORAYN 3as1B/ICHNSA 00 YBOTbHEHNIN
10 COOCTBEHHOMY >KeTaHIIO PAOOTHIK MMeeT IIPaBO OTO3BATb 9TO
3asBJIeHNe, KpPOMe C/Tydast, KOT[id Ha ero MeCTO y>Ke ObUI IpUIJIalIeH
B IIMCbMEHHOM BHJIe PYFOIt PAGOTHIK.

B TpynoBoM 3aKOHOZIaT€NbCEBE HE OIPENIeNIeHO, B KAKOM IIOPSAJKe
PpabOTHUK JJOMKeH/OT3bIBaTh CBOe 3asBneHne. Ho ecnmu paboTHMK
w1 paborofare/ib MPeBUAUT BEPOATHOCTb CIIOPHON CUTYaLNM,
JIydllle 9TO C/ieIaTh B IIMICBMEHHOM BIJIe, YTOOBI B C/Iy4ae CyfieOHOro
pas3bmpaTenbCTBa JOKA3aTh STOT PAKT.

C 91071 L]e/IbI0 PA0OTHMK MULIET 3as1B/IeHNe, B KOTOPOM OIIOBEIIaeT
paboToparens 06 oTKase OT IIOJAHHOTO paHee 3asBJIeHNA 00 YBOJb-
HEeHNM HO COBCTBEHHOMY XKe/TaHMIO.

CrenuanicT KaipoBoJi CITy>KObI CTABUT CTIOBO «AHHY/IMPOBaHO»
Ha 3aABJIeHNY 00 YBOTIbHEHNUY Y MIIET B KaueCTBe OCHOBAHNA ITOM
3allucy pEeKBU3NTHI 3asAB/IeHNA 00 OTKa3e OT yBONbHEHNA.

EcmmpaboTHNK BHOBDb IPUMET pellieH1e 00 YBOTbHEHNM, eMy TIpH-
IETCACOCTAB/ATh HOBOE 3asIB/IeHNE U OTPAOAThIBATh MOTOXKEHHbIe
O 3aKOHY 2 HeJe.

Ecnu paborank nopan sasgsnenne 06 0TKase B IeHb YBOTbHEHIIA
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(mocre M3aHNA IPUKa3a ¥ BHECEHNA 3aNUCH B TPYLOBYIO KHIDKKY),
paboTozaTento mpueTCA M3JATh IPUKa3 00 aHHY/IMPOBAHMY TIPMKa3a
0 PacTOPXEHUM TPY[O0BOTO JJOTOBOPA C pAOOTHMKOM U BHECIM 06
3TOM COOTBETCTBYIOIIYIO 3aIIMCh B TPYOBYIO KHIDKKY.

ITpukas 06 yBonbHeHNN paboTHIKA

ITpekpaljeHne TPy[OBOro ZOroopa 0popMiIsAeTcs € IOMOIbIO
npukasa (pacnopsbxenus) paboroparens (ct. 84.1 TK POD).

ITpukas 06 yBonbHeHUY pabOTHMKA (PaCTOPKEHUU TPYTOBOTO
JIOTOBOpa C pabOTHMKOM) MOXeT ObITh 0(OpMIeH € HCHO/Ib30BaHIEM
yuudunuposannoit popmbl T-8 (T-8a) mwmm Gpopmbl, paspaboraHHOI
U YTBEP)KJ€HHOI OpraHm3alyeil CaMoCTOsATe/TbHO.

B TekcTe npukasa He0OGXORMMO OTPA3NUTD GleAyIOMYI0 H(OPMAI[IIO:

- JaTy M HOMep PacTOpPraeMoro ¢ pabOTHNKOM TPYLOBOTO JOT0-
BOp3;

— JaTy yBO/IbHeHN: pabOTHMKA;

- @®.1. O. paboTHMKa;

— CTPYKTypHOe IofipasfeneHye u JOIKHOCTb pabOTHMKa;

— OCHOBaHIe yBONIbHeHNs (OQOPMIAETCS B TOYHOM COOTBETCTBUM
¢ popmymmposkamu TpynosoroKozuekcaP®d, nocie nogmnycanms npu-
Ka3a JJaHHOe OCHOBaHIe OyJieT HOMHOCTHIO IIEPEHECEHO B TPYLOBYIO
KHIDKKY pabOTHUKA);

— OCHOBaHMe M3[aHNA IPNKa3a (B JaHHOI rpade nepedncsoTCs
JOKYMEHTBI, KOTOPBI& sIBU/IMCH OCHOBAHMEM JJIS M3JJaHVs IIpUKasa
00 yBO/NbHeHUM PAOOTHMKA, HAIlpMMep HpM YBOJIBHEHUNU IO COO-
CTBEHHOMY >KeTaHIIO 3TO Oy/IeT TMYHOe 3asB/IeHNe PAOOTHIKA).

ITpuKkas MoXXeT BABMPOBATbCA O/DKHOCTHBIMM TUI[AMY OPTaHU3aLINN
(HampuMep, HEIOCPEACTBEHHBIM Ha4Ya/IbHUKOM PabOTHIUKA, PYKOBO-
IUTeeM KagpOBOIi CITY>KOBI, PyKOBOLUTEIAMM NHBIX OAPa3iee NIt
I/IaBHBIM OYXTQIT€POM ¥ T. [I.), OATMCBIBAETCS PYKOBOJUTETIEM
OpraHM3alyy 1 00 bABIAETCA PAOOTHUKY HOJ POCIINCE.

YMUTBIBaST, YTO YBO/IbHEHe PabOTHIKA OCYIeCTB/IAETCA MO PA3HBIM
OCHOBAHIAM U MIMeeT PasHblit IOpsAf0K ohopMieHns, B popme IprKasa
LOJKHO OBITH IIPE[yCMOTPEHO MECTO /I OTMETKM 00 yueTe MHEeHMsA
BbIOOPHOTO PO COI3HOTrO OpraHa (IIpy ero HaIMYUY B OPraHU3aLNN).

[TaToit odpopMIeH s IpUKa3a Yallle BCero SABIACTCA MOCTeHII
pabounii leHb paboTHMKA. ITO CBS3AHO C IPABOM PabOTHIKA OTO3BATH
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cBoe 3agByeHne. OTHAKO B 9TOM CTydae OyXraaTepus MOXKeT He yCIIeTh
IPOM3BECTH PacyeT ¢ pAbOTHMKOM M OCYIIECTBUTD BCe MOTATAIONINEC
paboTHUKY BBIILTATEL [loaTOMY OpraHmMsanus BIpase U3JaTh IIPH-
Ka3 3apaHee (TPy/IOBbIM 3aKOHOJATENbCTBOM 3TO He 3aIPeIaercs).
I'maBHOe, B TeKCTe MpMKa3a yKa3aTh NPaBUIbHYIO JaTy YBOAbHEHN .
B ToMm crydae, ecim pabOTHUK OT30BET CBOE 3asABJIeHNE IOCH@M3/IaHI
IpMKa3a, paboTofaTeIb CMO>KET OTMEHUTD €r0 JIeVICTBIE II0OCPENCTBOM
U3JJaHNA APYTOro IpKKa3a, B KOTOPOM IIPUKa3 00 yBOTbHEHUM OyaeT
aHHY/IMPOBaH.

B ocranpHOM npukas odopmisercs o oOmuM fpasuiaM opopM-
JIeHN S TIPUKA30B 10 IMYHOMY cocTaBy (cM. O6sA3aTeIbAbIC PEKBUSITHI
IIPUKA30B 10 TMYHOMY cOCTaBy, OpopMIeHe KaJpOBbIX IIPUKA30B).

OpuruHan nprKasa NOALUINMBAETCA B 1€/I0, ) XPAHUTCA B KaZpOBOIl
cimyx06e, KOy IepefaoTcs B OyXrantepitio /i MPOBeeHNs pacyeTa
PpaboTHMKA, a TAK)XKe BBIJJAIOTCA PaOOTHUKY MO €ro MICbMEHHOMY
3arpocy (cm. Boigaua konmit JokyMeHTOB PaOOTHIKY IIPY YBOTbHEHMMN).

3anncu 06 yBOIbHEHUN B TPYIOBOIT KHIDKKE
¥ TNYHOI KaPTOYKe paGoTHMKA

3amuch B TPYZOBOJT KHYDKKE 00, yBOIBHEHNY paOOTHMKA IIPOU3BOJUT-
Cs1 Ha OCHOBaHUY IpyKasapadoronarens (cum. IIpnukas 06 yBonbHeHUN
paboTHMKa).

OcHoBaHus yBONBHEHUS PaOOTHIKA GOPMYINPYIOTCS B IIPUKase
B TOYHOM COOTBeTCIBUI € TpyaoBeIM KofiekcoM PO. B TakoM e Bupe
OHU IIePEHOCATCSYB TPYAOBYIO KHIDKKY pabOTHUKA.

TpeboBaHue 0 COOTBETECTBIM POPMYINPOBOK, BHOCKMBIX B TPYLOBYIO
KHIDKKY, GOpPMY/IHPOBKaM OCHOBAHNII YBOJIbHEHN: PabOTHIKA, IIepe-
4ucreHHbIM B TpyloBoM Kofiekce P®, sakpeneHo B ctatbe 84.1 TK PO.
B 3ToI1 5ke cTaTbe TOBOPUTCS, YTO B TPYHLOBBIX KHIDKKAX JIO/DKHBI OBITH
CCBIZIKM/HA CTaThy, 9acTy 1 MyHKThl TK P®, B KOTOpBIX Ha3bIBAIOTCSA
OCHOBaHUSA, YBObHEHN A pabOTHMKA.

YYUTBIBASA, YTO OJJHU U T€ )K€ OCHOBAHWA YBOJIbHEHUA MOTYT
Ha3bIBaThCA B HECKOMBbKMX CcTaThsaX TK P®, ny1a yTouyHeHus, Kakyro
UMEHHO'CTAaThI0 HeOOXO/VIMO YKa3bIBaTh B TPYAOBOII KHIDKKE, CIIE[yeT
obpatuThbca K [IpaBuiaM BeeHNs U XpaHEHNS TPYAOBBIX KHIDKEK,
M3rOTOBJIeHVSI OIaHKOB TPYZOBOJ KHIDKKY U o0ecriedeHnst uMu pabo-
Tofaresneil. B mynkrax 15-17 KOHKpeTU3MpyeTcs, B KAKUX CIydasax
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YKa3bIBAIOTCsI 00IIe OCHOBAHMS YBOJIbHEHMS], IIPEJyCMOTPEHHbIC
crarbeit 77 TK PO, a B kakux cy4asx ykasbiBatoTcs uHble cratbu TK PO,

B pasgenax 5-6 VIHCTpyKIMM 110 3aIIOJTHEHNIO TPY/IOBBIX KHIDKEK
HOAPOOHO OMMCHIBAETCS, KAaK BHOCATCS 3aIIVICH B TPY[OBYIO KHIDKKY,
Kakas nHGOpMal s BINCbIBAeTCS B Ipadbl pasjiena «CBefieHMsA O pabo-
Te», IIPUBENEHbI IPUMEPDI 3aIUCeNl B CIOKHBIX C/Tydasx yBOMbHEHUS
paboruuka. Hanpumep, «B cBs3M ¢ HemsbpaHueM Ha lOKHOCTD»,
«B CBSA3MU C IpeKpalleHNeM JOCTYyIa K TOCYlapCTBEeHHOM TaliHe»,
«B CBA3M C TIOBTOPHBIM B Te4eHMe rofla IPyObIM HapyIIeHNeM yCTaBa
06pa3oBaTeIbHOTO YUPEXKACHNA» 1 T. I.

O61mmit TOpAKOK BHECEHVS 3aIIUCH B TPYHAOBYIO KHIDKKY BK/IIOYaeT
CrIeflyIolye TefiCTBIUA:

1) mpocTaBsAeTcs MOPANKOBBII HOMep SamICu — B rpade 1;

2) yxasbpIBaeTcs flaTa yBOJAbHeHNUA (MPeKPAleHNsA TPYLOBOTO
moroBopa) — B rpade 2;

3) memaercs 3amych 06 YBOMbHEHMMIPAOOTHMKA ¥ OCHOBAHNM
yBONIbHeHU ¢ yKazaHyueM ctaTbyt TK P@,— B rpade 4;

4) yKasbIBaIOTCA Ha¥MEHOBaHMeE JJOKYMEHTa, Ha OCHOBAHMUM KOTO-
POro BHeCeHa 3amuch, — IpuKa3 (pacmopsikeHye) 00 YBOIbHEHNN
paboTHMKa (pacTOp)KeHUY TPYEOBOI0 JOrOBOPa), €ro iaTa i HOMep —
B rpade 5;

5) ykasbIBaroTcs Jo/DKHOCTh . V. O. mpencraBurens padborona-
TeJIs, OTBETCTBEHHOTO 3@ BEfIEHVIE TPY/OBBIX KHIDKEK (PYKOBOLUTEILA
KaZIpOBOII CITy>KOBI, PYKOBOFUTE/IsI OPraHU3aLNN), U TIOAINCH JaHHO-
O JO/DKHOCTHOTO Jiulia,— B rpade 4 HudKe 3aIMCK 00 YBOTIbHEHU;

6) mpocTaBiaAeTcA MOAHKCH BIafielblla TPYLOBOM KHIDKKM —
B rpade 4 HIKe OAMCY pabOTOATeLS;

7) NPpOCTAaBJIACTCS Ie4aThb opraHM3anyy (Ipy ee HATUMYUNM —
ITpukas Munzpyna Poccy ot 31.10.2016 Ne 589H).

Caenefivis 00 yBONbHEHN pabOTHIKA BHOCATCA TAK)KE B €TI0 IMYHYIO
KapTOUKY.

Bpasgene XI mmuHOI KapTOYKM YKa3bIBAeTCA OCHOBAHME YBOMb-
HeHMsA B cooTseTcTBun ¢ TK P®, mpocraBnsercs faTa yBonbHEeHNA,
YKa3bIBAKOTCA PEKBMU3NUTHI IPMKa3a 00 yBONbHEHNUM (PacTOPKEHUN
TpyAaoBoro forosopa). Hike mpocrasnsgercsa moanuch paboTHMKA
KaJpOBOJI CTy>KOBI C YKa3aHMeM JO/DKHOCTH M pacIundpoBKy IOAMINCH,
a TAK>Ke MOZIIICD YBOTbHAEMOTO PabOTHMKA.
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JlaTa mpexpalneHusA TPYAOBOTO JOrOBOpa

JlHEeM NpeKpallleHNA TPYHAOBOTO JOIOBOPa ABNAETCA MOCTIENHUM
pabounii fleHb pabOTHMKA, KpOMe CIydaeB, KOIZia 3a paOOTHNKOM
coxpaHseTcst pabodee MeCTO, HO PAOOTHUK PaKTUIECKY He paboTaer.

K takum crmydasm otHOCATCA:

- OTCTpaHeHMe pabOTHMKA OT PabOTHI C COXpaHeHeMMecTa pabo-
TBI (TO/DKHOCTM), eCit pabOTHUK, HY>KJAIOUMIICS B/COOTBETCTBUMN
C MEIUIVHCKYM 3aK/II0UeHMeM BO BPEMEHHOM IIepeBofie Ha JPYTYIo
paboTy Ha CPOK [0 YeThIpeX MeCsALeB, 0TKa3bIBaeTCs OT IepeBOfia 160
COOTBETCTBYIOLIAA paboTa y paboTomarerst oTCyTCIBYeT(cT. 73 TK PD);

- OTCTpaHeHMe PabOTHMKOB OT PabOTHL IO HpPUUNHE yIACTHS
B KO/UTEKTVBHBIX IIEPETOBOPAX, IOATOTOBKE MPOEKTA KOMTEKTUBHOTO
morosopa, cornamenus (ct. 39 TK PO);

- HaxOXKJieHMe pabOTHMKA B eKerofHOM OIIadiBaeMOM OTIIYCKe
(cT. 114 TK PD);

- HaXOXfeHe paboTHNKa B CTy>KeOHO0it Komauauposke (cT. 167 TK
PD);

- Jpyrue ciydau, KOrfa pabOTHUK OCBOOOXKAaeTcsl OT paboThI
B COOTBETCTBUM C 3aKOHamu P@.

B ykasaHHBIX CTy4Yasx, aiTakoKe eCn oCIefHNi pabounii TeHb
paboTHMKa BbINafiaeT Ha BHIXO/IHOV (HaIpuMep, Py CMEHHOIT padoTe),
OH BCe PaBHO CUNTAETCSAAIOCTIEFHIUM PabodNM JHEM, TaK Kak pabOTHIK
II0 COCTOSTHUIO Ha STOTICHB BCe ellle COCTOUT B TPYOBBIX OTHOLIEHNUAX
¢ paboTonarenem.

Jlara mpekpalueHys TpPyZOBOTO OrOBOPA YKa3bIBAaeTCs B 3asBIe-
HUM paboTHMKA (€C/IM STOYBOIbHEHNE TI0 COOCTBEHHOMY JKeIAHUIO),
B IIpUKase 00 yBO/IbBHEHMY PabOTHMKA, TPYLOBOII KHIDKKe pabOTHMKA
¥ INYHON KapTOYKe.

Bpimaya TpygoBOi KHVDKKHA
B coozBercTmn co cratneti 84.1 TK PO B eHb mpekpaliieHns TpyfioBOro
IoroBopa,paboTonaTeb 0053aH BBIAATH PAOOTHNKY TPYHOBYIO KHIDKKY.
IlopsAnok BbIga4Yy TPY/IOBOI KHUKKM PEITTAMEHTUPYETCA B pasjie-
ne IV IIpaBun BegeHNA 1 XpaHEeHN TPY/IOBbIX KHVDKEK, M3TOTOB/IEHNSA
0/IaHKOB TPYJOBOI KHVDKKM U 0OecIedeHns uMm paboToareeit.
B _coOTBeTCTBMM C 9TOII cTaThell paboTosaTenb 06A3aH BHIIATD
PaBOTHUKY 3aMONHEHHYIO 1 0(OPM/ICHHYIO Ha/lTIeXXalUM 06pa3oM
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TPYROBYIO KHIDKKY (M. 3ammcy 06 YBOJIbHEHNMM B TPYHROBOI KHIKKe
U IMYHOJ KapTOYKe pabOTHUKA) B OCTENHNI pabouuii eHb WIn
B JIeHb YBOJIbHEHSI Pa0OTHMKA IIOf] POCIIVICh B KHUTE y4eTa IBVDKCHVS
TPYROBBIX KHIVDKEK M BKIajibliell B Hux (1. 35, 41 TIpaBun BefjeHns
U XpaHeHUs TPYAOBBIX KHIDKEK, M3TOTOB/ICHUs O/TaHKOB TPYHOBOIi
KHIDKKI 11 oOecliedeH st MU paboToaTerneit).

[Tpy HapyIIeHNY 110 BIHE PaboToaTe sl CPOKA BbIAYY TPYLOBOIL
KHIDKKI, @ TaKOKe B CJTy4ae OIIMOOYHOI 3aIucu B Hell paboTogarennb
BBIHY>KJIEH OyZieT IlepeHeCTy JaTy YBOJIbHEHNA pabOTHMUKA 10 THS,
KOI7Ia pabOTHUK MOTYYNUT TPYAOBYIO KHIDKKY Ha PYKVN6 KOPPEKTHOI
3aIIMCBIO, 11, COOTBETCTBEHHO, BO3MECTUTD PabOTHIKY HEIIONTyYeHHBII
Ha BpeMs 3aJIepXKKI 3apaboToK.

B a1ux o6cTosATeNIBCTBAX pabOTORATENb NO/MDKEH OYAET 131aTh IPIKa3
I yKa3aTb B HEM HOBYIO JJaTy YBO/IbHEHN A, IpY STOM paHee BHeCEHHas
B TPYJOBYIO KHVDKKY 3allICh IIPU3HAETCS HEIeMICTBUTETIHbHOI.

B curyanym, korga paboTHNUK OTCYTCTBYeT Ha pabodyeM MecTe B [IeHb
HpeKpaleHNs TPYLOBOro JOr0BOPa, PABOTONATENI0 CefiyeT HaIPaBUTh
eMy IICbMeHHOE YBeJJOM/IeHe O HeOOXOEIMOCTY IOy YT TPYOBYIO
KHIDKKY WM JATh paspelleHle Ha HEPECBITIKY ee MO MOYTe.

Hannune takoro yBegoMICHNS CHUMaET ¢ paboTofaresis OTBET-
CTBEHHOCTD 32 HEBbIJJAYy TPYLOBOV KHUKKI.

YBoNbHEHNE 110 COTTALIEHIIO CTOpPOH

Crarpa 78 TK PO'ycraHaB/IMBaeT, 4TO IO COIALIEHNIO CTOPOH
TPYZ0BOII JOTOBOP/MOXET OBITH PACTOPTHYT B II060€ BpeMH.

ITonpo6HOCTY yBONbHEHNS 110 STOMY OCHOBAHMIO, a TAK)Ke MOPAOK
odopmnenns npoueayps Tpynosoit kogexc PD He pacKpbIBaer.

V13 Ha3sBaHMA OCHOBAHNA IIOHATHO, YTO PAOOTHNUK U pabOTOfIATEND
B 9TOM C/Iy4ae 3aK/AI0Yal0T COIAlleHNe, B KOTOPOM OTOBAapPUBAIOT
YCNIOBUA /PACTOPXKEHUA TPYLOBOTO IOTOBOPA, HATIPUMEDP CYMMY KOM-
HeHCalMM, KOTopas OyzieT BbiNIadyeHa pabOTHUKY IIPU YBOTbHEHNU.
dopma TAKOTO COITIAIEHNA HUT/IEe He 3aKPeIyIeHa, OHO MOXKeT OBITh
BbICKA3aHO Jlaxke B YCTHON popme. OHAKO Yalle IPaKTUKYeTCsa
V37laHVE MIACbMEHHOTO COTTIAIIEHNA O PACTOPYKEHUM TPYI0BOTO OTO-
Bopa. Hanmune 3T0Oro JOKyMeHTa IOMOXKeT HOATBEPANTH (OKa3aTh)
B3ayMHOe cormacye paboTHMKA 1 paboToAaTeNsA Ha PaCTOPKeHNe
TPYAOBOTO JJOTOBODA.
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B cormamenny yKasplBalOTCSA CTOPOHBI JAHHOTO [NOTOBOPA, MpeEf-
MET [OrOBOPA, [jaTa PaCTOPKEHMA TPYLOBOIO JOrOBOPa C yKasaHMeEM
€ro JIaThl ¥ HOMepa, OCHOBaHMe YBOTbHEHNA paOOTHMKA U YGIOBHss
0 KOTOPBIX IOTOBOPM/INCH PAOOTHMK 11 pabOTOIATENb.

Cornaienre 6yneT sIBIATbCS OCHOBAaHUEM M3[aHNs IPUKa3a 06
yBO/IbHEHUN pabOTHUKA. ETO peKBU3UTHI JO/DKHBI OBITBIYKa3aHbI
B COOTBETCTBYIOIIEM IIPUKA3E.

Tlanee mpoueaypa yBolbHeHNsA pabOTHUKA II0 3TOMY QCHOBAHMIO
COOTBETCTBYET 001eMy NOPAAKY OPOPM/IeHN YBObHEHNA pabOTHIKA.
B TpyzoByI0 KHIDKKY BHOCUTCA CIefiyIolias 3anmch: «IpygoBovi oroBop
IIpeKpallleH 110 COIVIAIlIeHUI0 CTOPOH, MYHKT 1 yacti I ctatou 77 Tpy-
moBoro Kofiekca Poccuiickoit Pepepaiini», Takke MOKHO)MICIIONb30BaTh
(bopMyIMpOBKY «YBOJIEH ...» (cM. 3amucy 06,yBOIBHEHN B TPYLOBOI
KHIDKKe 1 INYHON KapTo4Ke paboTHMKA):

YBonbHeHNE B CBA3N CHCTEYEHVIEM
CPOKa TPyAOBOT0AOTOBOpA

CpOYHBIiT TPYAOBOIL ZOTOBOP IPEKPAMAETCSI C ICTEYEHMEM CPOKA
ero pencrBus (4. 1 ct. 79 TK P®).

[Tpouenypa yBonbHeHUAHAYNHAETCS C IpeyIpexXeHNs paboT-
HIUKa 00 McTedyeHNN CpoKa TPYHLOBOTO OTOBOPa 3a 3 [Hs O €ro
yBOJIbHEHMsI (KpOMe C/Ij¥acB, KoIfia pabOTHIK BpeMeHHO 3aMelljaeT
OTCYTCTBYIOIIEro pa@OTHUKA; B 9TOM C/Iy4ae TPYAOBOI JOTOBOP
pacTopraercs HOC/IEBBIXOAATOro paboTHIKA Ha PaboTY).

[TpenynpexpeAne FomKHO 6bITh 0POPMIEHO B TUCHMEHHOM BHTIE.
OO6BIYHO [ 3TOTO UCIIOAB3YIOT TAKOI B JOKYMEHTA, KaK yBeOM/ICHIe.
B yBemoMeHny C/I€AyeT yKa3aTh peKBU3UTDI TPYAOBOTO JOTOBOPA, AATY
OKOHYAHIISI TPYAOBBIX. OTHOLLIEHNIT I OCHOBAHIE IPEKpAILieH s TPYTOBOTO
JIOTOBOPA («B CBSI3U C OKOHYAHVEM CPOKa JIEVICTBUsI» ). YBETOMIEHe
oopMIFETCI BEBYX 9K3eMIULIPaX — OfMH A/Is pabOTHUKA, OFVH /151
paboronarens. PAGOTHMK pacimChIBaeTCsl B IIOMYUEHUY YBELOMICHNS
Ha 9K8eMIUIIPE pabOTOATE IS U CTABUT JATY €ro MOMydeHsI.

Hanee nspaeTcs mpukas 06 yBoNbHEHUM pabOTHMKA B CBSI3U C MCTe-
JeH/eMICPOKa JeVICTBISI TPY/OBOTO JOTOBOPA.

Odopmenne ocTanpHbIX JOKYMEHTOB IPOU3BOSUTCS B COOTBET-
CIBMJ C OOLIVM IIOPSIKOM YBONIbHeHMs paboTHuKa (cM. [Tporenypa
yBOJIbHEHUs pabOTHIKA).
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B TpymoBoit KHIKKe 3anych 06 yBonbHeHVM GopMynmpyeTcs cre-
AyomyM 06pa3oM: «YBOJIEH B CBA3M C MICTEYEHMEM CPOKa TPYHLOBOTO
ToroBopa, MyHKT 2 yacTtu 1 cratey 77 TpymoBoro xomexca Poccuiickoii
Deneparm» (cM. 3ammcy 06 yBObHEHNM B TPYOBOI KHYDKKE I IMYHOI
KapToykKe pabOTHNKA).

Pacrop;keHne TpyoBOTro JOroBopa ¢ paGoTHINKaMu
B cnyqae JTUKBUIANIUN OpTaHN3annu

[Tpu MMKBUAALMY OpraHU3aLM pabOTOATEIb MOXKET PACTOPTHYTh
TPYZOBOJL JOTOBOP CO BCeMM PabOTHMKAMM OpTraHUSaLiy, BKI0vast
6epeMeHHbIX >KeHILMH, COTPYAHNLI, MMEIOLNX JeTeli B BO3pacTe 0
TpeX JIeT U JpYyTye IbTOTHbIE KaTerOpuNn.

JlaHHOe OCHOBaHIe YBOJIbHEHN s Ha3bIBaeTCA B MMyHKTe 1 yacTn
1 crarbu 81 Tpynmosoro kogekca PO.

[Tponenypa yBo/bHeH)S BKIIOYaeT, CTICAYTOMIE [IIaT:

1) VindpopmupoBanme TeppUTOPNANbHON CIY>XObI 3aHATOCTU
0 IIPEACTOAINX YBOTbHEHNAX COTPYAHUKOB B CBA3M C TMKBUAIMEN
(1. 2 cT. 25 3ako"a P® ot 19.04.1991 Ne 1032-1 «O 3aHATOCTYU Hace-
nenus B Poccuiickoit @enepanini).

[TncbmeHHOe oOpaliieHne IOAMUCHIBACTCS [T1aBOI IMKBUAL[IOHHON
KOMVICCUM ¥ HAIIPAB/IAETCS B COOTBETCTBYIOIIVE OPIaHbI He MEeHee YeM
3a JiBa Mecs1a 10 YBO/IbHEHsT pabeTHIKOB (3a [IBe Hefle/t — B C/Iydae
IIpEKpAleHN e TeIbHOCTIA MHEYBIYaIbHBIM IIPEeAIPUHIIMATE/IEM).

B obpaujennn pagoTomaTe/b ykasblBaeT JODKHOCTI (Ipodeccui,
CIlelIMaIbHOCTY ), KBa/mu(uKaNMOHHbIe TPeOOBaHMA K HUM, YC/IOBUS
OIUTAThI TPYZA BCEX YBOTBHSAEMbBIX PAOOTHIKOB.

dopma yBemoMIEHNS CTy)KXObI 3aHATOCTY IPYUBEJEHA B TIPITOKEHUN
k ITocranosnenuo Hpasurenpcta PO or 05.02.1993 Ne 99 «O6 opra-
HU3aLUN PabOTHI IO CORENICTBUIO 3aHATOCTH B YCTIOBUSIX MaCCOBOTO
BBICBOOOYXKIEHUSD.

2) IlpemympexneHie KaKjoro paboTHIKa IEPCOHANBHO O IPECTO-
AeM YBOIBHEHI! He MeHee YeM 3a [iBa MeCsI1a I0 pacTOp)KeHNA TPYHO-
Boro gorosopa (4. 2 ct. 180 TK P®) (paboTHMK, 3aK/TI0UMBLINI TPYLOBOIT
TOTOBOP HA CPOK JI0 IBYX MECALIEB, IIPEAYIIPeX/JaeTcs O MPefiCTOAIIEM
YBOJIBHEHI! He TT03[Hee YeM 3a 3 KaJ/leH/IJapHbIX JHA B COOTBETCTBUM CO
crarbeit 292 TK PO, ce3oHHbIT pabOTHIK — He [TO3[HEe YeM 3a 7 KajleH-
IapHBIX {HEN B COOTBETCTBUM CO crarbeit 296 TK PD).
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[Tpenympex/eHne pabOoTHMKA 00 YBOTbHEHNUN OCYIIeCTBIIACTCS
C MOMEHTA IIPUHATHS PeIIeHNs O MMKBUAALVN OpraHusanun 1 ¢pop-
MMPOBaHMs TMKBUJALIOHHO KOMUCCHUN.

C 3T0It Lje/IbI0 PA0OTHNKY BpydYaeTcs yBeOM/IeHNE, B TIOTTYdeH N
KOTOPOTO OH JO/DKeH paciucarbes. [Iis aToro opopmIA0Tes Asa
9K3eMIULIpa YBeZOM/ICHNS — OfYH IlepefaeTcsl paboTHMKY; BTOPOI
ocraercs y paboromarens. Ha sxzemmisipe paboromarens paboTHMK
IJIIET «03HAKOM/IEH», CTABUT CBOIO IIOAIINCD I ATy ero MOy YeHIs.
Co creqyiomiero AHsA Ha4MHACTCS TedeHVe ABYXMEeCYHOTO CPOKA, II0CTIe
KOTOPOro pabOTHMK Oy/ieT YBOJIEH.

B TexcTe yBeOM/ICHNA JaeTCA CChUIKA HA OUIVANBHBIN JOKYMEHT
(peleHue), B CBA3M C KOTOPBIM JTMKBUAUPYRTCA IPEMIPUATIE, YKa-
3bIBAETCA JIaTa YBOJIbHEHNUA pabOTHMKA.

Ecnu paboTHMK OTKa3bIBaeTCsA NOMTydaTh YBEEOMIICHNE VI IIPO-
CTaBJIATD IOJINCD O €T0 MOMTyYeHNN, COCTABAAETCA aKT, B KOTOPOM
¢dukcupyercs 3TOT BaxT.

3) Odopmnenne npukazos 06 YBOIBHEHUM PaOOTHIKOB B COOTBET-
CTBMM C OCHOBAaHMEM, YCTAaHOBJICHHBIM B IyHKTe 1 wacty 1 craTbm 81
Tpynosoro xofexca PO.

4) OcyecTBeHne BCeX HPIINTAONUINXC pAaOOTHNKY BBIIUIAT,
BKJIIOYas 3apabOTHYIO IJIATY 3@ OTpaboTaHHOE GAaKTUIeCKU BpeMs,
KOMIIEHCALIMIO 33 OTIIYCKa, KOTOpble He ObLIM MCIIOIb30BaHBI, U
BBIXO/JHOE IT0COOMe B(CBASU C MKBManueit opranmsanum (ct. 178,
318 TK PO).

5) BHeceHue ¢BefleHMII B TPYHZOBYIO KHIDKKY I INYHYIO KAPTOUKY
paboTHMKA B COOTBETCTBIM C OOLINMM HOPSAKOM YBOIbHEHNS PaboT-
HuKa (cm. [Tpouenypa yBonbHeHNS pabOTHNKA).

B TpynoBoOIt KHIDKKe 3a11Ch 00 YBOIbHEHWUN BBIIJIAAUT C/IEAYOLIVM
06pasoM: «YBOJIEH B CBA3Y C IMKBU/IALIVEN OPTaHMU3ALVIN, IYHKT 1 yacTn
1 crarpid 81 TpymoBoro xogekca Poccuiickoit @epgepanmu» (cM. 3anucu
006 yBOTBHEHNYI B TPYJOBOJ KHIDKKE U IMYHOI KapTOYKe pabOTHMKA).

YBo/NbHEHIE B CBA3M C COKpalll€eHNEM
YUCICHHOCTN M/IN 1MITAaTa paGOTHI/IKOB
HOJI COKpall€eHlEM 1ITaTa pa6OTHI/IKOB IIOHMMAETCA COKpalleHne
OIIpEeIET€HHbIX J.IOTI)KHOCTGIZ, a IIoJZY COKpall€HMeEM YMCJIEHHOCTN —
KONMNM4eCcTBa pa6OTHI/IKOB B HaHHOﬁI VITIM THBIX JOJIXKHOCTAX. B HEKOTOPbIX
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cydasx paboTofaTenb MOXKET OJHOBPEMEHHO COKpalljaTh M LITAT,
U YYIC/ICHHOCTb PaOOTHUKOB.

Hecmorpst Ha TO, YTO 3TU HOHATUSA OTIMYAIOTCSA 110 CMBICITY, IPOLie=
Iypa ohOpMIIEHNS COKPAIeHVsI YMCTIeHHOCTI VTN 1IITaTa pabOTHUKOB
OJIMHAKOBA.

[1aBHas Lie/Ib COKpAllleHNsI — 3TO COBEPLIEHCTBOBAHMEPAOOTEI
OpraHM3aLVy, IOBbIIIeHNE ee 3P PeKTUBHOCTI. B aTux Hemsax paboro-
IaTe/Ib IMeeT IPaBO IPOU3BOAUTD TI00bIe CTPYKTYpHbIC UBMEHEH,
B TOM 4NCJIe YBOJIBHATb PAOOTHUKOB B COOTBETCTBMM C HA3BAHHBIM
ocHoBaHueM (1. 2 4. 1 ct. 81 TK P®).

I[Tpouenypa yBOIbHEHNUs B 9TOM CIy4ae BKIIOYaeT CASAYIOLye IariL:

1) TIpuHsTME pelieHNns O COKpalleHNN YNCAeHHOCTH VTN LITaTa
paboTHUKOB (HampyuMep, Ha 3aceSaHUN COBETA AUPEKTOPOB).

2) VIspaHue mpuKasa o COKpalljeHVU YMCTeHHOCTM VTN LITaTa
paboTHUKOB. [laHHBIIT TpMKa3 He MeeT YHUMDUIUPOBAHHOI (POPMBI,
0 OpMIIsIeTCsI B COOTBETCTBUY C OOLIVMIAIIPABIIaMy OOPMICHNUSA
KaJjpOBBIX IpuKasoB (cM. OOs3aTeNbHbIe PeKBU3UTH IPUKA30B
110 TMYHOMY cocTaBy. OdopMiieHue KafpOBBIX IPUKA30B).

B TekcTe npuka3a Ha3pIBaeTCA NPMYMHA COKPALIEHNS, 10 KOXKIOMY
CTPYKTYPHOMY IO pas/ie/IeHVI0 ONpeAeISI0OTCS COKpallaeMble TO/DKHO-
CTU Y KO/IMYECTBO CTABOK I10 9TVM IO/DKHOCTSM, YKasbIBaeTCs IaTa UX
cokpaueHus. Kpome Toro; B pacopsAanTeIbHON YacTY PyKOBOJWTENb
TaKOKe faeT CIeAYIOLNE HOPYUeHIS:

— CO3[1aTb KOMMCECHIO JJisA( OTIpefie/IeHNsA IIPeVIMYIIeCTBEHHOTO
IIpaBa Ha OCTABJIeHiE Ha padoTe;

— YBEZOMMUTD COTPYIHUKOB O IIPELCTOSAIEM YBOIbHEHN;

- NporH(OPMMPOBATD O COKPAIEHNI COOTBETCTBYIOLIVE OPTaHbl;

— HOATOTOBUTH HPOEKT LITATHOTO PACIIMCAHMS, @ TAKXKe Ieped-
HI [O/DKHOCTEI, IpefaraeMbIX BhICBOOOXKZaeMbIM pabOTHMKAM
17151 HepeBopa Y Ap.

ITpuKas perucTpuUpyeTcs B )XKypHaIe PerncTpanyuy MpuKa3oB
110 IMGHOMY COCTaBY U HOBOJUTCS 1O CBELeHNUs paOOTHUKOB.

3) IIpuHsTHe perieHns 0 COKpalleH!y KOHKPEeTHBIX PaOOTHNKOB,
YYUTBIBASTTOT QaKT, YTO Psij KATeropuil pabOTHUKOB He MOYKET OBITh
YBOJIEH\II0 9TOMY OCHOBAHIIO, a Psifi KaTeTOPUII MMeeT IpenMyle-
CTBEeHHOe IIPaBO Ha OCTaBJ/IeHNe Ha pabore.

Bgacti 4 craren 261 TK PO Ha3BaHbI KaTeropun, KOTOpbIe He MOTYT
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OBITb YBOJICHBI 110 PSA/Yy OCHOBAHNI, CBA3AHHBIX C MHUIMATUBOI paboToxa-
TeJIs1, B TOM YMC/IE TI0 COKPAILEHMIO YMCIEHHOCT WM IITaTa PAOOTHUKOB,
K HUM OTHOCATCS OepeMeHHble KEHIIVHBI, )KEeHIIVHBI, UMEoLIVe [ieTeii
B BO3pacTe JI0 TPeX JIeT, OfMHOKIe MaTepy, BOCIMTHIBAOIIE pebeHkKa
B BO3pacTe /10 YeThIpHa ATy yieT (pebeHKa-MHBaIMa 1O BOCEMHAIATI
JIeT), ApyTue NI, BOCINUTHIBAIOIINE TAKNX fleTeil 6e3 MaTepu.

B cootserctsun ¢ gactpio 1 cratby 179 TK PO npenMyiiecTseHHBIM
[IPaBOM OCTaBJIeHMs Ha paboTe 00/1afgaoT pabOTHMKY C OOTIEE BBICOKOIT
[IPOM3BOIUTENbHOCTBIO TPyAa U KBanmuduxarmeit (cm. Kpanmuduka-
LIMOHHBIN CIIPAaBOYHYIK JJO/DKHOCTEN PyKOBOJUTENE; CIIeIaNnCTOB
U IPYTUX CITY>KAIINX).

[Tpu paBHBIX KBanudUKALMY U1 TPOU3BOAMUTEIBHOCTI TPYAA IIpe-
MMYIeCTBEHHOE IIPaBO B OCTAB/IEHNN Ha PabOTe MMEIOT CIefyIolye
KaTeropuy pabotHukoB (dactp 2 cratbir 179 TK PD):

- pabOTHMKM, MMeEIOIIMe JBYX MY OO/Iee VXKL BEHIIEB;

- JIMLa, B CeMbe KOTOPBIX HeT JPYIUX PaOOTHMKOB C CAMOCTOSI-
TeTbHBIM JIOXOJ[OM;

- pabOTHMKY, IIONTYyYMBILIVE B JAHHON OpraHMU3alVV TPYLOBOE
yBeube nu nmpodeccnoHanbHOE 3aboneBaHue;

— uHBamuabl Benukoir QTeédec TBEHHON BOIHBI M MHBAIUAbL 60e-
BBIX fiericTBuii o 3amure/OreyecTBa;

- pabOoTHMKM, HOBbUIIAIOMI}E CBO KBaIMIKAIVIO I10 HallpaBJie-
HuIo paboronarerns 6€3 OTPBIBA,OT PabOTHI.

B KO/U1eKTMBHOM/IOTOBOPE MOTY T OBITh Ha3BaHbI APYIUe KaTerOpUM
paboTHMKOB, 00/1afjAIoLI Ve TAKMM IPABOM.

4) VYBepomieHNEe COTPYLHUKOB O IMPENCTOSAIIEM YBOJIbHEHUU
10 COKPAIL[eHMIO YMC/IEHHOCTH M/IH LITaTa PabOTHNKOB. YBEOM/IEHNEe
CIeflyeT HallpaBUTh.He IT03JHee YeM 3a [jBa MeCsAIa JJ0 IIPeiCTOAIIEr0
yBonmpHeHuUs (4. 2 ¢T. 180, 4. 2 ¢T. 292, 4. 2 ¢T. 296 TK P®). Kaxxgomy
COKpallfaeMOMY, pa0OTHUKY HAINPABJIAIOTCA IePCOHANTbHBIE yBe-
TOMJIEHVIS;, C KOTOPBIMY OHY JIOJDKHBI 03HAKOMMUTDBCSA TIOf, POCIINCD.
[Mopfnck paboTHMKA 1 JaTa O3HAKOM/IEHMsI CTABSTCS Ha 9K3eMIULIpe
YBEROMJICHVsI, KOTOPBIL ocTaeTcs y paboroparesns. Ecimu paboTHmk
OTKAa3bIBAETCS 3HAKOMUTDHCS (CTaBUTH IOMIVICD) C YBELOMIEHMEM, 00
3TOM COCTAB/IAETCA AKT.

C mMChbMEHHOTO cornacus paboTHUKA TPYLOBOIL JOTOBOP MOXKET
OBITH PACTOPTHYT M O MCTEYEHNs JBYXMECSIYHOTO CpoKa. B aTom
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ciy4ae pabOTHUKY BBIIIAYMBAETCS JOIOTHUTEIbHAS KOMIICHCAIIVS
B pa3Mepe CpefjHero 3apaboTKa pabOTHUKA, ICUMCIIEHHOTO IIPOIIOPIINO-
HaJIbHO BpeMeHI, OCTaBIIeMYCs 0 MCTeUeHUA CPOKa IIpefyIpeKAeH s
06 yBonbHeHun (4. 3 ct. 180 TK P®).

5) IlpepnoskeHre paboTHMKAM, IOANABLINM II0f], COKpAIieHMe,
APYTUX BaKaHTHBIX JO/DKHOCTe, UMEIoIMXCcs y paboTogarens (4.3
ct. 81, 4. 1 ct. 180 TK P®). 310 MOTyT OBITH JOMKHOETH, COOTBET-
CTByIOIIVE KBa/IMpuUKauny paboTHNKA, a TaKXKe TODKHOCTH OGoree
HU3KoI KBamm¢ukaunu. To ecTb paboTopaTenb 06s13aH NPETOXKUTD
paboTHMKAM BCe MMeEIOLUeCs Y Hero HO/DKHOCTI,(KOTOpbIe TIOXOMST
PabOTHMKY O COCTOSHUIO 30POBBSL.

O6pr9HO MHPOPMALINIO O IpeIaraeMbIX Pa0OTHUKY IO/DKHOCTSIX
0bOPMIISIOT B YBeJOMIEHIH, HAIIpaB/IsieMOM €My 3a [iBa Mecsla
II0 yBOZIbHEeHUsI. B ciydae 0TCYTCTBIS TaKUX BO/DKHOCTeN paboTonaTenn
TaKOKe MUIIEeT 06 9TOM B yBeOM/ICHN! paOOTHIUKA.

Ecnu pabOTHUK He COITaceH Ha TaKOIIIEpeBOf, OH INUILIET CBOI
OTKa3 Ha 9K3eMIUIsIpe YBeJOM/IeHNs, KOTOPbIl ocTaeTcs y pabo-
togarens. Otkas GpopMynupyeTcs cIemyoILuM 00pasoM: OT PyKK
MINIIETCA «OT MPeIOKeHHBIX BaKaHCUI OTKa3bIBAIOChY, CTABATCS
MIOAINCH U IaTa.

6) YBemomieHMe O IIPEAETOSIILEM COKpaliieHnu mpodcor3sa (Ipu ero
Ha/IM4YMY B OpraHusanuy) v mH@epmMrpoBanue 06 3TOM CIy>K0 3aHs-
toctu (4. 1 ct. 82 TK PD, 11. 2'ct. 25 3akona ot 19.04.1991 1. Ne 1032-1).

OTH fefiCTBUA OCYMISCTBAAIOTCA He TIO3/[Hee YeM 3a JBa MecsAIia
JI0 YBOJIbHEHMs paOOTHIEKOB, ITPV MaCCOBOM COKpAILleHN) — He TI03/[Hee
JyeM 3a TpM MecsAla.

YBemoM/IeHMe CY>KOBI 3aHATOCTI OCYIECTB/IACTCA 110 OIIpefie-
neHHoOI popMe, IpuLoKeHHOIT K ITocTanoBneHuto [TpaBuTeIbCTBA
P® ot 05.02.1993 Ne 99 «O6 opranusaunu paboThl 10 COTEICTBIUIO
3aHATOCTY B YEMOBMSIX MacCOBOTO BBICBOOOXK/IEHSI».

7) Cornacosanue ¢ mpo¢dco30M (IIpy ero HaaWIuy B OpraHnsa-
LV ) PelieH ST 00 YBOMbHEHUI COTPYHUKOB, SIB/ISIOLXCS WICHAMM
npodcorosa (u. 2 ct. 82 TK PD).

IIponefypa cormacoBaHusA IpeyonaraeT CIefyolue JeiCTBIA:

—HampasBjleHl€e B BBIOOPHBIII OpraH MePBUIHOI MPOdCOM3HOI
OpraHM3anNI IPOeKTa IIpUKa3a U KOMUI JOKYMEHTOB, AB/IAIOMIVXCA
OCHOBaHMeM IS IPUHATUS PeleHNs O COKpalleH!) pabOTHIKOB;
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— paccMOTpeHMe BBIOOPHBIM OPraHOM IIepBUYHOI PO COI03HON
OpraHM3alyy 3TOTO BOIIPOCA Vi HallpaB/IeHVe pabOTOLATEIII0 CBOETO
MOTUBJPOBAHHOTO MHEHIS B IICbMEHHON OopMe B TeUYeHVE CeMA
pabouux fHeV co THS IONTydYeHNs IIPOEKTa IIpMKa3a Y KO JJOKY-
MEHTOB (ec/Ii CPOK HapyILIeH, TO MHEHIE He YUUThIBACTCA);

- B CJIy4ae HecoI/acus BBIOOPHOTO OpraHa HepBUYHOIMIIPOdEO-
I03HOJI OpPraHM3aLUY C pellleH1eM paboTofaTe/ st IPOBOJATES TOION-
HUTe/IbHbIE KOHCY/IbTALINY, II0 Pe3y/IbTaTaM KOTOPBIX O(OPM/IAETCS
IIPOTOKOJI;

— IIpU HeJOCTIDKEHNUM OOIIero cornacus 0 pesyabTaTaM KOH-
CynbTanuii paboTofaTeNb MO MCTEYEHUN HecATH Pabodynx mHei
CO JIHA HAIIpaBJIeHV B BBIOOPHBII OpraH HePBUYHON NP0 COI3HOI
OpraHM3aluy IPOeKTa IpuKasa ¥ KONUiiJ{OKyMEHTOB IMEET IIPaBo
IPUHATb OKOHYATe/IbHOE PellleHle, KOTOPOe MOMKET OBbITh 06KamoBa-
HO B COOTBETCTBYIOIEN TOCYapCTBEHHOM MHCHEKII TPY/a.

8) OdopmeHne nepeBoa TexX COTPYFHIKOB, KOTOPBIE COTIACK -
JIMCh 3aHATH ipyTriie RO/DKHOCTY (€T. 72:1 TK PD).

9) BrInaTa BEIXOJHOTO MOCOOMS ¥, KOMTICHCAIV YBOMbHAEMbBIM
paboramkam (ct. 178, 4. 3 ct. 180 TK PD).

10) YBonbHEHME COTPYHLHUKOB, KOTOpbIe He COIVIACUIUCh Ha Iepe-
BOJI, IIOCPEACTBOM V3IaHMs IIpUKasa 00 YBOJIbHEHUY paOOTHUKA
II0 COOTBETCTBYOIeMy/OcHOBaHuIO (I1. 2 4. 1 cT. 81 TK PD).

11) Odopmnenne IPymOBOTE KHVDKKY U TNYHOM KApTOYKY B COOT-
BETCTBUU € 00ImMM/MOPARKOM yBOIbHeHMs paboTHMKa (cM. ITpore-
Iypa yBO/IbHeHNsH PAOOTHIKA).

B TpymoBoii KHVDKKE JielaeTcs 3anuch: «YBOJIEH IO COKPAIEHUIO
4MCTIEHHOCTY U LITaTa pabOTHUKOB, YHKT 2 yacTu 1 cTatbu 81 Tpy-
mosoro xopiekca Poccuiickoit Penepanyum» umm « IpynoBoii forosop
PACTOPTHYT.B CBA3Y C COKpallleHVeM IITaTa pabOTHIKOB OPraHM3aINI,
IyHKT 2"@acTi 1 eratbu 81 Tpynosoro xomekca Poccuiickoit @eneparym».

VBonbHeHe B CBSA3M C HECOOTBETCTBMEM paﬁoTHI/IKa
3aHNMaeMon JOMKHOCTI NIN pa60Te
YBobHEHE PAOOTHIKA B CBSI3U C HECOOTBETCTBIEM 3aHNMAEMOI
JOTBKHOCTY WM paboTe BO3MOXKHO TONIBKO [PV HAJIMYUM PE3Y/IbTATOB
arTeCTaIy, KOTOPbIe OATBEPXK/AI0T HEJOCTATOYHYIO KBATM(UKALIIO
paborauka (1. 3 4. 1 ct. 81 TK PO).
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TK P® ompepernset psj KaTeropuit paboTHIUKOB, KOTOPbIe He MOTY T
OBbITDH YBOJICHBI 110 JaHHON cTarbe. K HUM OTHOCATCS:

- GepeMeHHbIe XEHIINHBI;

— OKEHIIMHBI, UMeIOIIye IeTell B BO3pacTe 10 TPexX JeT;

- OJMHOKMe MaTepy, BOCHUTBbIBaIOUINe pebeHka-nHBAMNAQ
B BO3pacTe ;O BOCEMHA/IIIATY JIET WIN MaJIOJIeTHETO peOeHKa B BO3-
pacrTe 10 4eThIpHA/ AT JIeT;

- pabOTHMKY, BOCIUTHIBAIOLINE YKAa3aHHBIX JieTeil 03 Matepy;

— pabOTHMKU, SIBAAIINECS efUHCTBEHHBIMU KOPMIIbIIAMU
pebeHKa-MHBaMNAA B BO3pacTe O BOCEMHAIIIATH /IET, 11160 eyH-
CTBEHHBIMU KOPMU/IbLIaM) pebeHKa B BO3PACTe [0 TPEX /IET B CeMbe,
BOCHUTBIBAIOIMIT TPeX U Goee ManoIeTHUX HeTell, eCiu gpyroit
porutens He paboraert (ct. 261 TK PD);

- paboTHuky B Bodpacte o 18 net (c£2269 TK.PD);

- pabOTHUKM, HAXOAAILIMECA B OTIYCKe JUIM Ha OONbHUYHOM,
U pAJ, APYyTUX.

Ins yBonpHeHMs pabOTHUKA 110 JAaHHOM CTaTbe HEOOXOAMMO
IIPOBECTM ATTECTALMIO.

ATTecTanus — 3TO IpoLefypa, B X0Jje KOTOPOI! ONpeNenaTca
KkBann@uUKaMoHHble XapakrepucTuk (cM. KpannbukamoHHbIi
CIIPAaBOYHMK JIOJDKHOCTET PYKOBOMUTENIEN, CIIeIINaNINCTOB U IPYTUX
CIy>KallMX), IpaKTHudeckife HABBIKM, €/I0Bble Ka4eCTBa PabOTHMKA
U YCTaHaB/IMBAETCS VX COOTBETCTBIE BBIIIONIHAEMO paboTe Win
OIIpefieTIEHHON TO/DKHOCTH.

Ha rocypmapcTB¢HHOM YpOBHE IOPAJOK aTTeCTALU paOOTHIKOB
pernaMeHTMpyeTcs TONbKO A TOCYHapCTBEHHBIX CTy>KaIIMX YKa3oM
npesuseHTta Ne 110°or 01.02.2005 «O mpoBefieHUM aTTeCTALUY TOCY-
TapCTBEHHBIX IPpasKAAHCKUX caykamux Poccuitckoit Gemepannm».
HecMoTps Ha.TO, YTO HaHHBII IPABOBOI aKT MMeeT Y3KOoe PacIpocTpa-
HeHie, IM MOKeT BOCIIO/Ib30BaThCsI TI00ast, B TOM YMC/ie KOMMepUecKasi,
OpraHy3ayysi, 1 paspaboTaTh Ha OCHOBE JaHHOTO IIPABOBOTO aKTa CBOI
JIOKaJIPHBI HOPMATHBHBIN aKT, B KOTOPOM Oy T PeryInpoBaTbcs
BOIIPOCHI ITPOBefieHMst arTectauyn. Jaie Bcero ato [Tonoxkenne 06
aTTeCTaLIL.

Hanuune Takoro mpaBoBoro akra 06s13aTeJIbHO B TOM CIydae,
€clly OpraHy3anysa NPaKTUKyeT IpoBefeHne aTTectaunii. ITpu atom
PabOTHMKY HO/DKHBI OBITH C HYM O3HAKOMJIEHBI.
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B Cquae OTCYTCTBI/IH TAKOI'o HOKyMeHTa 179048 OTCYTCTBI/IH IVICbMEH-
HOTO /{0Ka3aTe/IbCTBA O3HAKOM/ICHNsI C HUM PabOTHMKA YBOIbHEHIe
pabOTHIKA I10 CTaTbe B CBA3MU C HECOOTBETCTBUEM 3aHMMAEMOI JI0/Di~
HOCTHU 1n paboTsl OyfieT HellpaBOMepHO.

ITpouenypa mpoBefeHNs aTTeCTauny pabOTHUKA JO/BKHA OBITH
4eTKo Impomnucana B ITosoxxeHnn 06 aTTecTalnm.

ArrecTanuio pabOTHUKOB OOBIYHO IIPOBOANUT ATTECTAIMOHHAS
KOMICCHS, KOTOPas 110 OIIpefie/IeHHbIM KPUTePIAM OLIEHMBAET KBa-
MKaLMIo pabOTHMKA.

ITo pesynbrataM paboOThl KOMUCCHUI MOTYT OBITHBbIHECEHDI CTIe-
AyIOLIVe PEeIeH s

- pabOTHMK COOTBETCTBYeT 3aHMMaeMOIf JO/DKHOCTI;

- pabOTHMK COOTBETCTBYeT 3aHIMaeMoil JOIKHOCTH IIPU YCIIO-
BV IIPOXOXKZIeHUs 00ydeHns (ToBbIIeHMA KBaANUKALUL U T. [.)
C TOBTOPHOVI aTTeCTaIelt Yepes Tof;

— pabOTHMK He COOTBETCTBYET 3aHUMAEMOII TO/DKHOCTIL.

PenreHne aTTeCcTaIMOHHO KOMUCCHIT 3aHOCUTCS CEKpeTapeM
B aTTECTAL[MOHHBII IMCT, KOTOPbI/ MOANUCHIBAETCS IIPeiCefaTeNieM,
3aMeCTUTe/IeM IIpefiCeaTerIs, 'CeKPeTapeM 11 YIeHaMy aTTeCTaIVIOH-
HOM KoMuCccnu, IIpMHNMaBIUNM y‘{aCTI/Ie B aTTeCTallIN. Pe3YHbTaTbI
aTTecTallMy COOOLIAIOTCAATTECTYEMOMY PabOTHYIKY ITOJ, POCIINC.

ITocre o3HaKOM/IeHVA PaOOTHUKA C ATTECTALMIOHHBIM JIICTOM 9TOT
JINCT IIOMeIIAeTCs B IMIHOE [1e/I0 pabOTHMKA 1 XPAHUTCS B HEM JIO
CIIeMIyIOIL el aTTeCTAlIL.

CBeHeHI/IH (6] peSy]IbTaTaX dTTeCTalM BHOCATCA B }II/I‘-IHyIO KapTO4Ky
paboTHNKa, a TaKKe COOOMAIOTCA PYKOBOACTBY OpraHM3al L.

Ha ocHOBaHMY 3TVX JaHHBIX IPUHUMAETCS PelleHNe 0 COXPAaHeHUN
TPYHOBOTO JOTOBOPA.C. PabOTHIKOM, PaCTOPKeHNUH TPYOBOTO JOr0OBOPa
WU M3MEHEHNY TPYLOBOTO JOrOBOPa ¢ paGOTHNKOM.

VI3MéHeHMe TPy0BOro JOrOBOPA CBsA3AHO C 00513aHHOCTHIO paboTo-
faTens MPeRIOKUTD PabOTHUKY IIePEeBECTIL €ro Ha PYTYIO MMEIOLTYIOCs
y paboTopaTens pabory, BKI04as BAKAHTHYIO JO/DKHOCTD WM PaboTy,
COQTBETCTBYIOIIYIO KBa/IMpUKALMM PAOOTHIKA U HIDKECTOSIIYIO JO/IK-
HOCTB JIV HYDKEOIITauMBaeMyo PaboTy, KOTOPYIO OH CMOXKET BBILIOTHATD
C y4eToM ero cocTosiHust 350poBbs (4. 3 ct. 81 TK P®). To ects peus uper
0060 BCEX BAKAHCIUAX pabOTO/ATEs, OTBEYAOIINX YKa3aHHBIM B TaHHOII
CTaTbe TPeOOBAHMSAM.

212



10. YBONIbHEHUE PABOTHUKA UNW NPEKPALLEEHWE C HUM TPY10BOTO IOFOBOPA

Ecnu y paboropaTesnis HeT MOAXOMSIIVX BAKAHCHIL B COOTBETCTBUN
CO IITAaTHBIM paclycaHueM, pabOTHMK LOKEH OBITh YBeLOMJICH
(cMm. YBeomiieHMe) B IMCbMEHHOM BU/IE.

Ec/mit paboTHIUK OTKa3bIBAETCS OT MIPEIOKEHHBIX BAPUAHTOB PAbOTHI,
TPYZOBOI JOTOBOP C HUM PacTOPraeTcs.

YBemoMIeHIe O paCTOPXKEHNUM C pabOTHNKOM TPYHLOBOLO HOT0BOPa
II0 3TOMY OCHOBaHMIO B cooTBeTcTBMM ¢ TK P® He mpeAtionaraercs.
OnHako c/leffyeT 3TOT JOKYMEHT IIPefyCMOTPeThb I IPOIICATh HOPSTOK
ero Hampasienns B [onokeHnu o6 aTTecTarum.

B cnydae pacTopykeHus TPyZOBOTO FOroBopa ¢ paborHuKoM pabo-
TOZIATeIIO C/IefyeT 3allPOCUTh COTTIaCHe BBILIECTOSIIEr0 BHIOOPHOTO
IpodCOI03HOrO OpraHa, eciiy pabOTHUK SIB/ISIETCST PYKOBOIVITENEM
(ero 3amecTnTeNIEM) BBIOOPHOTO KOJUIETMa/IbHOTO Oprata mpo¢cors-
Hoit opranusanyi (4. 1 ct. 374 TK PO), ¥ MOTMBUpPOBaHHOE MHEHE
BBIOOPHOTO OpraHa IepBUYHOI IPOQCOO3HOMOPTraHN3aLNI, €CIIU
PabOTHUK SABJIAETCS WIEHOM IPodCOI3a I PYKOBOAUTENEM (ero
3aMeCcTuTeseM) BBIOOPHOTO KOJIIErabHOT0 OpraHa mpodCcor3HoI
opranmsanyy (Ipy OTCYTCTBUI, BBIIIEECTOAIIEIO BBIOOPHOTo Mpod-
coro3HOro oprana) (4. 2 ct. 82, 4..1,2 ¢1. 373, 4. 13 ct. 374 TK PO).

B cnyuae o6xanoBaHusa pabOTHIKOM IIPaBOMEPHOCTY YBO/IbHEHMS
10 OCHOBAaHMIO, IPeNyCMOTPEHHOMY IIyHKTOM 3 yacTtu 1 craTbu 81
TK P®, paborogarens 0648aH OyfieT H0Ka3aThb, YTO IPOLEypa YBO/Ib-
HeHus ObUIa co6mofieHa 1 paboroaTeslb UMeeT JOCTATOYHO BeCKIe
OCHOBAHVS /IS IPUHATHUA PelieHNs O TAKOM YBO/IbHEHUI.

ITo sTol1 Ipu4MAE He JOYCKAETCsA YBOJIbHEHME 10 IAHHOM CTaThe
PabOTHNUKOB, 3aBeJOMO He MMEIOIIIX BO3MOXXHOCTY IT0Ka3aTh BHICOKMIL
ypoBeHb KBanudukauyu. Hanpumep, paboTHUKM, He MMEIOIIIe OIIbITa
paboTsl, HeaBHO MPUHATHIE HA PabOTY 1 T. [.

YBonpHeHME pabOTHUKA OCYIIIECTBIISIETCSI B COOTBETCTBUM € 001IMM
nopsagkoM (cm. Iporenypa yBonbHeHMsT paOOTHUKA), HAUMHAETCS
C M3aHNA IPLKa3a O PaCTOPXKEHNH TPYHAOBOTO HOTOBOPa C pabOTHNKOM
I10 YKa3aHHOMY OCHOBAHMUIO.

OcHoBaHMeM U3HaHNUs IpUKasza OyIeT MPOTOKO/ 3acefaHus aTTe-
CTaLIOHHON KOMVICCUL.

B TpynoBoit KHMKKe 3aIMCh 00 YBONMbHEHMY OyET MIMETb CIefYI0-
it BUJ;: « TpymoBoit JOTOBOp pacTOPTHYT B CBA3Y C HECOOTBETCTBUEM
paboTHMKA 3aHMMAaeMOIT LO/DKHOCTY BCIEACTBYE HEZOCTATOYHOI
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KBanM(bMKauMM, TIOATBEPK/IEHHON pe3ybTaTaMy aTTECTALIVN, ITyHKT 3
vyactu 1 crateu 81 Tpymosoro komekca Poccuiickort Pepeparum».

YBonbHeHUE B CBA3U CO CMEHOM
COOCTBEHHNKA MYIIECTBA

B crydae cMeHBI COOCTBEHHMKA MIMYILECTBA HOBbII COOCTBEHHUK
MMeeT IIPAaBO PaCTOPrHYTb TPYAOBOI OTOBOP C PyKOBOAUTENIEM
OpraHy3alni, ero 3aMeCcTUTENTEM I TIABHBIM OyXTaaTepOM.

ITO mpaBoO COXpaHAETCS ¥ HOBOTO COOCTBEHHNMKA B TeUeHNE TPeX
MecCsILIeB CO [Hs ITepexofia K HeMy IpaB cOOCTBeHHOCTHHa IIMYIIIeCTBO
OpraHusaLnmn.

YBO/bHsIs1 paOOTHUKOB 10 JAHHOMY OCHOBAHUIO, C/IEyeT IIOHNMATB,
YTO B COOTBETCTBUM C 3aKOHOZATeNbCTBOM P® mogHuMaeTcs 1Moy,
CMEHOIT COOCTBEHHMKA.

K cMmene co6cTBeHHMKA MMYIIeCTBA OPFAHMSALIMY OTHOCATCS:

- mepexof (mepefada) paBa COOCTBEHHOCT! Ha VIMYILIECTBO OpraHN-
3alyY OT OFJHOTO JIMIIA K iPYroMy iy (ApyrMM /IMIaM), B YaCTHOCTY IPK
IIpUBaT3aLUY TOCYFAPCTBEHHOIO YU MYHMUIITAIBHOTO MIMYILeCTBa
(ct. 1 ®epepanbHoro 3akona ot 21.12.2001 Ne 178-D3, ct. 217 TK PO);

- obpalleHue NMYIIeCTBa, HaXOfAIerocs B COOCTBEHHOCTH Opra-
HU3aIVIY, B TOCYAapCTBEHHYIO0 COOCTBEHHOCTD (cT. 235 ['K PO);

— Iepefada rocyfapCrBEeHHbIX IPEANPUATIN B MYHULIUIIAIbHYIO
COOCTBEHHOCTD U HA0OOPOT;

- mepegada QefilepalbHOTO IOCYJapCTBEHHOIO HpeIpUATHS
B COOCTBEHHOCTb/CYbDbekTa PD 1 Hao6opot (ct. 32 IlocTaHOBIEHNS
ITnenyma BepxoHoro Cyga P® ot 17.03.2004 Ne 2 «O mpumMeHeHUNU
cymamu Poccniickoir @epepanun Tpymosoro kofekca Poccuiickoii
Depepanun»).

VI3MeHeHUe cOCTaBa yIaCTHUKOB (aKIVIOHEPOB) He SIBMISETCS CUTY-
aryen ¢MeHbI COOCTBEHHMKA.

ITopsAgex pacTop>kKeHUs TPYJOBOIO JOTOBOPa IO OCHOBAHUIO,
IpefycMOTpeHHOMY yHKTOM 4 yacty 1 cratbu 81 Tpymosoro
kogekca P@ (cm. CMeHa cOOCTBEHHMKA MMYIleCTBAa OpraHU3aLINN),
He perlaMeHTMPOBaH.

HoBoMy coOCTBeHHMKY CiefyeT YBeLOMUTb PAOOTHUKOB (PYKOBORN-
TeJIs OPTaHU3aLNy, ero 3aMeCTHUTEIeN U ITIABHOTO OyXranTepa), OfHaKo
HUI CPOKY, HI TIOPAILOK HAIIPaB/ICHMsI YBEJOMIICHNS He ONIpele/IeHb.
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PacTopsxeHne TpynoBoro foropopa opopmseTcs NpukazoM pado-
Topatess. [lanee mpolenypa yBOIbHEHVS OCYIECTB/ISETCS B 00IeM
nopszke (cm. Ilpouenypa yBonbHeHNs pabOTHMKA).

B TpynoByI0 KHIDKKY BHOCUTCS C/IeyIOMIAs 3aIyCh 00 YBOIbHEHNUI:
«YBOJIEH B CBA3M CO CMEHOJ1 COOCTBEHHMKA MMYILeCTBA, TyHKT 4 9acTu
1 crarpu 81 TpynoBoro komekca Poccuiickoit @efeparm»

YBonbHeHIE KaK Me€pa QUCHUIITITHAPHOTO B3bICKAHU A
CM. Beinecenne AVCOUIIIMHAPpHOI'O B3bICKaHNA.

YBonbHeHME B CBA3U C npenoCTaB/I€CHNEM
paGOTHI/IKOM IMOJ/TOKHBIX TOKYMECHTOB
IIpH 3aKIIYCHNUN TPyJOBOIO JOroBopa

B cootBercTBuM ¢ myHKTOM 11 wactu 1/€zarsm 81, TK PO paborHmk
MOXeT OBITb YBOJIEH B CITy4ae IIpeCTaBIeHNA MOWIOKHbIX JOKYMEHTOB
IIpY 3aK/TI0YEHNN TPYJOBOTO JOTOBOPA.

B crarpe 65 TK PO HasBaHbBI HOKYMEHTBL, IIPEAOCTaB/IAEMbIE TP IIOCTY-
IJIeHVIV Ha paboTy, TO eCTb (aKTIMeCKY PV SaKTFOUEHIV TPYHOBOLO IOrOBOPA.

Tak>xe B 9TOJ CTaTbe YCTAaHOBIEHO, YTO paboTomaTeNIo 3ampe-
[eHO Tpe6oBaTh OT pabOTHUKA FOKYMEHTHI, He IIPE/IyCMOTPEHHbIe
3aKOHOJaTeTIbCTBOM.

Vicxonst u3 9TOJI IOTMKH, YBOIbHEHE MOXKET II0C/IEfl0BaTh TOIBKO
IIpY TIOJJIOTe NOKYMEHTOB, Ha3BaHHBIX B cTaTbe 65 TK PO u gpyrux
IIpaBOBBIX aKTax Pd;

K 1M goKyMeHTaM OTHOCATCA:

— HACIOPT WMIM VHOW JOKYMEHT, YAOCTOBEPAOINIl TMIHOCTD
paboTHUKa;

- TPYHOBas KHWKKA;

- CTpaxoBOe CBUJETENbCTBO TOCY/IAPCTBEHHOTO IIEHCHIOHHOTO
CTpaxoOBaHMS;

— BOCHHBIVI OWJIET /1711 BOGHHOOOSA3aHHBIX;

—/BOKyMeHTbI 06 06pasoBaHNM (eC/Iy OHM HEOOXOAVMBI B COOT-
BeTCTBNY C KBaMM(PUKAIMOHHBIMU TPeOOBAHNAMMN) U PYTHE.

KpoMe 1o/10/KHBIX I0KYMEHTOB, PAOOTHMKOM MOTYT OBITD IIPEJICTaB-
JIeHBI TIOI/I0KHBIE CBefleHNs B 9TUX IoKyMeHTaX. Hanpumep, Tpynosas
KHIDKKA C TIOJI/IelTbHBIMM 3aNnCcAMU. B aToM ciydae pabOTHUK Takxke
MOJXET OBITH YBOJIEH 110 HA3BaHHOI CTaThe.
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JI71s1 TOro 4TOOBI KOPPEKTHO YBOUTL PAOOTHMKA IIO 9TOI CTAThe,
ClIefiyeT IMOTyYNTD JJOKa3aTe/IbCTBO MOMIOXXHOCTHU JOKYMEHTOB.

C 9T01i1 11e/1bI0 pabOTOATE/b HATIPAB/ISIET B COOTBETCTB YOI
OpraH, BhIJABILNI JOKYMEHT paéoTHMKy, MI/ICbMEHHBIN 3aIIpOC, B KOTO-
POM IPpOCUT ITIOATBEPANTD NN OIIPOBEPTHYTH (l)aKT BblJJa4M JAHHOI'O
TOKYMEHTA.

ITonmy4ns KoKa3aTeNIbCTBO MOAIOrA, paboToAaTe b HOKEH COCTABUTD
aKT, B KOTOPOM 3apUKCHPOBATh (haKT IOJ/IOTA 1 MHbIE 0OCTOATEIbCTBA,
CBsA3aHHBIE C 9TUM (PAKTOM.

[lanee pabOTHMKY IIpefIaraeTcs HaIKUCaTh OOBACHEHNE TI0 GaKTy
IIOJIJIOYKHOCTY JOKYMEHTOB.

Ha ocHoBaHMM IIpefiCTaB/IeHHbIX JaHHBIX, €. yIeTOMHATNY LA TN
OTCYTCTBUA BUHBI pabOTHMKA, paboTofaTenb MPUHIMaeT pelleHIe
0 BO3MO>KHOCTV MUPHOTO pellleHNs1 KORQIMKTa VI YBOIbHEeHN
PaboTHMKA IO COOTBETCTBYIOILIEMY OCHOBAHMIO.

Ecnmy nprHuMaetcs penreHne 06 yBOIbHEHM pabOTHIKA, COCTAB-
NAeTCs IpKKa3 00 YBOIbHeHUN paOOTHUKA.

Hanee npouenypa yBonbHeHNA 0QOPMIAETCA B COOTBETCTBUMN
¢ o61yM nopspkoM (cMm. ITporiemypa yBOMbHEHMS pabOTHIKA).

B TpynoBoit KHIDKKe 3aniCh 00 YBOIbHEHUM BBITTIAAUT C/IEAYIOLINM
o6pasoM: «TpynoBoit JOroBOp pacTOPrHyT B CBA3M C IIpefCTaBIeHYIEM
PabOTHUKOM IIOfIOKHBIX [JOKYMEHTOB IIPY 3aK/II0YEHN TPYAOBOTO
morosopa, MyHKT 11 wactu X crazbu 81 Tpymosoro xoxekca Poccuiickoit
Depepanym».

YBO/IbHEHME B CBA3M C IEPEBOIOM
K Ipyromy pa6oTopmarento
Cwm. ITepeBop K zpyroMy paboTofaTenio.

YBonbHeHE p360THI/IKa B CBA3HU C OTKa30M
OT MPOJO/KEHN A PabOTHI

B TpynoBoM KofieKCe IIPefyCMOTPEH Psifi CUTYaLii, KOrfa paboTHMK
MOKET OTKA3aThCsl OT MIPOJO/DKEHMS pabOThl y JaHHOTO PaboTORATes.
K oTvM eiTyanus OTHOCATCA:

= CMeHa COOCTBEHHNUKA UMYILECTBa;

— /Mi3MeHeHNe O BeJOMCTBEHHOCTY OPTaHU3aALINM;

— peopraHmsanys OpraHU3aALUL;
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— M3MEHEHNE THUIIAa TOCYJapCTBEHHOTO MJIM MYHMIMUIIA/IbHOTO
YUpeXIeHNs;

- M3MeHeHUe OIpefle/IeHHBIX CTOPOHAMU YC/IOBUI TPYHQ@BOLO
TOroBOpa.

B IIEPBBIX YE€THIPEX CIYYAAX ITpOoLEeNYypPa YBO/IbHEHVA NTHNIMMUPYETCA
caMuM pabOTHUKOM IIOCPeACTBOM MOfja4M 3asB/IeHNS 00 yBObHEHUN
paboroparenio. B aTom 3asBnIeHNn pabOTHNUK HO/DKEH/YKa3aThb IIPK-
4MHOIT YBOJIbHEHNS HeXKeJTaHMe IIPOfIO/DKATb PabOTY B CTIOMKMUBLINXCS
o6crosTenpcTBax (cM. CMeHa cOOCTBEHHNKA, peOpraHm3aLn 1 ap.)

[Tonyuus 3asBieHMe, paboTORATENb U3/aeT HPUKAZI0PACTOPKEHIN
TPYZOBOTO JOTOBOPa C PpaOOTHMKOM II0 OCHOBAHIIO, IIPELYCMOTPEH-
HOMY IIYHKTOM 6 4acTu 1 cTatbu 77 TpygoBoro kogexkcaPoccuiickoi
Qepepanuun.

B nmpukase 1 TpyoBOJ KHIDKKE YKa3BIBAaeTCA,0/lHA 13 IPUYNH,
Ha3BaHHBIX B IAHHOI CTaTbhe, a TakxXe B cTaTbe 75 TK PO.

Crry4anu n3MeHeHV OlpefielIeHHbIX CTOPOHaMI YCIIOBUI TPY/IOBOTO
IOTOBOpA CBSI3aHBI C IPAaBOM PabOTORATE/LI IO CBOEMY YCMOTPEHMIO
BHOCUTD U3MEHEHNA B OpPraHM3alMOHHBIE I TEXHOIOTMYEeCKIIe YC/IOBIA
TpyZ#a pabOTHUKOB.

[Tpu sToM paboropaTens JOIKEH YBEXOMNUTD PAOOTHUKOB 00 9TUX
M3MEHEeHMAX 3a J1Ba MeCAalo BETyIUleHns ux B cuy (c1. 74 TK PO).
B yBemoMIeHnn yKa3bIBaloTcs BCe HPeCTOAIINE M3MEHEeHNA 1 IPUIMHA
9TNX U3MEHEHNIA.

Ecnu paboTHNUK 0TKa3bIBaeTCSA paboTaTh B HOBBIX 00CTOATENbCTBAX,
paboTonarenp 0053aH'B, IICbMEHHOM BUJie TIPEMIOKUTD eMy APYIYIO
UMEIOLIYIoCA Y Hero paboty. [lanHas paboTa MOXeT OBITb COOTBET-
CTByIOLIelT paboTHYKY KBa/m(UKaIM, MOKeT OBITb Ha HIDKeCTOALLe
¥ HIDKEOIIa4/BaeMOILJO/DKHOCTH. [/TaBHOe, 4TOOBI 3Ty paboTy paboT-
HUK MOT BBLUIOJTHATH C y4eTOM €TI0 COCTOSHUSA 3T0POBbA.

Ec/m paboTHUK OTKA3bIBAETCSI OT MPEIOKEHHOI eMy PaboThI, OH (DUKCH-
PYeT CBOIT OTKa3 Ha 9K3eMITIsIpe PabOTORATENs TOTO JOKYMEHTA, B KOTOPOM
eMy HpefjiaraeTcsi aibTepHaTUBHAs paboTa (HapyuMep, B YBeLOMICHUN
00 M8MeHEeHVIX YCTIOBUIL TPYIOBOTO IOTOBOPa MOTYT OBITH Cpasy e Ipef-
JIOKeHBI BOSMO)KHBIE BapMaHThI IIepPeBofia PabOTHIKA Ha IPYTYIO paboTy).

Ha ocnosannm ysemomnenns u/umm JOKyMEHTa, COBEPIKAIIETo OTKA3
PaboTHIMKA OT IlepeBOfIa, PAOOTHIMK YBOJILHAETCS B COOTBETCTBIN C ITYHKTOM 7
qacTi 1 crarbu 77 Tpymosoro kopekca Poccuiickoit @epepannnm «0TKas
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paboTHYKaA OT IPOROJDKEHMsT PabOTHI B CBA3Y C M3MEHEHNEM OIIpefie-
JICHHBIX CTOPOHAMM YCTIOBUII TPYHOBOTO HOIOBOPa».

YBobHeHMe paO0OTHIKA HAUMHACTCS C U3JIaHMs IIPYUKa3a O pacTop-
>KEeHUU TPYHOBOTO IOTrOBOpa C PAOOTHNKOM.

ITocne n3panys mpyukasa (10 000MM OCHOBAaHMAM — ITYHKT 6 7 ITYHKT
7 4actu 1 crarpy 77 TK P®) nporienypa yBonmbHeHNA COOTBETCTBYET
o611eMy HOPARKY 0pOpM/IeHMsI YBOIbHEHMS PaOOTHIKOB.

YBo/IbHEHNE B CBSI3U C OTKa30M pa0OTHUKA OT IepeBoa

OTkas pabOTHMKA OT IepeBOfa SIB/IAETCS OCHOBAHMEM /sl YBOJIb-
HEHMs B CTIEAYIOLUX CIyYasx:

- ecnu pabOTHMKY HEOOXOUM B COOTBETCTBUM € MEIUIITHCKUM
3aK/II0YeHIEM ITePEBOJL Ha APYTYIO paboTy, HO'OH OT HETO OTKa3bIBAETCS;

- ecnu paboroparens nepeeskaer B, JPYLYIO MECTHOCTb, HO
PabOTHUK OTKa3bIBaeTCs OT Hepeesaa (B ATOM cydae oGpopMIIeTcs
repeBoj] pabOTHIKA) BMeECTe ¢ paboTOHATENIEM.

B nepBoM crydae mocie npexbsasaeHNs PAOOTHIKOM MEMIIMHCKOTO
3aKITI0YEHMSI O HeOOXOJMMOCTY, BpeMEHHOTO (CBbIIIe 4 MeCsILeB) WK
IIOCTOSIHHOTO IepeBoga (cM. ITepeBom o MHNIMaTBe paboTORATe A
" 110 00CTOSITENIbCTBAM, He 8aBUCSUM OT BOIN CTOPOH) paborona-
Te/Ib JOJDKEH NPEIOKUTE PAOOTHIKY MMEIOLINECs Y Her0 BaKaHCUM,
COOTBETCTBYIOIINE eMYAI0 COCTOSAHUIO 3[I0POBbSL.

[TpennosxeHme oCyIIecTBIATCA B MICbMEHHOM BIJie, Ha KOTOPOM
(Ha sK3eMIUIIpe pa0OTOAaTe/A) paOOTHIK MOYKeT HAIlMCATh, COITIACEH
JIV OH C IIepEeBOJIOM VI HeT.

Ecnu pabOTHMK OTKA3bIBAETCS OT IePEeBOJa, OH YBOIbHAETCSA
10 OCHOBAHMUIO, IPENYCMOTPEHHOMY IIYHKTOM 8 YacTu 1 crarbu 77
TpynmoBoro xomekea Poccuitckoit @eneparnn. Tak)ke OCHOBaHMEM
yBO/IbHEHUA OyZieT OTCYTCTBHE Y paboTofaTe/s paboThl, OTBEYAIOIell
Tpe6OBAHVISIM COCTOSIHISI 3T0POBbS pabOTHHUKA.

[TepeBog pabOTHMKA B [PYTYI0 MECTHOCTb BMeCTe ¢ paboTofaTe-
neM HauHACTCsI ¢ YBeLOMIEHNS PaOOTHUKOB O Tlepeesfie B APYIyio
MECTHOCTD (BbIesy 3a IIpefieNbl aAMUHNICTPATUBHO-TEPPUTOPHUATIBHBIX
LPaHUIIHACETIEHHOTO IYHKTa, B KOTOPOM OH HaXOUTCS [0 Iepeessia).
Cpok Hanpasnenus Takoro yBefomnenusa B TK PO He onpepenen.

B yBemomeHM JOTKHBL OBITh YKa3aHBI:

— HOBBII A[IpeC;
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- CpOK Ilepeesfia ¥ jaTa Hayajia paboThl 10 HOBOMY afipecys;

— TapaHTKUM U KOMIEHCALMU pPabOTHNKAM, CBsI3aHHbIE C STUM IIepe-
€3710M.

YBegoM/IeHNe BpydaeTcsl pabOTHUKY IO pOCHNCH (HalpuMmep,
B yBeJOM/ICHIM, B 9K3eMIULApe paboTofaTess).

Ecnmu pabOTHUK OTKa3bIBAETCS OT HepeBofa (B MMCbMEHHOM BITIE
Ha CaMOM YBE€IOM/IEHUM VJIX B OTHE€/IbHOM [JOKYMEHTE, HallpuMepP
3as1BIeHNM), PAOOTHUK YBOMBHAETCS IO CTAThe «OTKa3 pabOTHIKA OT
mepeBofia Ha paboTy B IPYTYI0O MECTHOCTb BMeCTe C paboTogaTenem»
(myskT 9 yactu 1 crateu 77 Tpymosoro kopekca Poccuiickoit Deneparyn).

YBonpHseTCst pabOTHUK HMprKasoM paboropatenst. Jamee nudop-
Malysi BHOCUTCS B TPYOBYIO KHIDKKY U TMYHYI0 KapTOUKy paboTHMKA
B COOTBETCTBIU C OOIUM OPSIEKOM 0opMIeH s YBOAbHEHNS PaboT-
HUKOB (IIpoLefypa yBOIbHeHN paboTHIKA).

IIpexpamieHne TPy 0BOIo JOIOBOPA B CBA3U
C 06CTOHTeHbCTBaMI/I, HE 3aBUCAUINTMI OT BOIN CTOPOH

K o6cTosATenbcTBaM, KOTOpble MOTYT HPUBECTU K PACTOP)KEHMIO
TPYAOBOTO JOTOBOPA 1 KOTOPbIe HE 3aBYCAT OT BO/IV CTOPOH, OTHOCSTCS
(. 1-11, 13 c1. 83 TK P®):

1) npu3bIB pabOTHMKA HABOCHHYIO CIIY>XOY (IpaXkKJaHCKYIO CIIY>KOY);

2) BoccTaHOB/IEeHME HA paboTe pabOTHIKA, paHee BHITIOTHSIBIIETO
aTy pabory (IIpu HaIMany PenieHns rocygapCcTBeHHON MHCIeKIN
TPy/a VI CYfia);

3) HeusbpaHue Ha IO/DKHOCTD;

4) ocyxjeH1e pabOTHUKA K HAKa3aHIIO, MICK/IIOYAIOIIEeMY IIPOJOI-
JKeHIe IIPeXXHell pafoThl;

5) npusHaHue Pa0OTHMKA IIOJTHOCTBIO HECIIOCOOHBIM K TPY/IOBOII
IeATeTbHOCTI (110 MeAMITHCKYIM ITOKa3aHVAM);

6) cMepThb paboTHMKa 60 paboTomaTens — HUMIECKOTO INIA;

7) HaCTYIICHIE YPe3BbIYAITHBIX 00CTOATENbCTB, IPENATCTBYIOIINX
IPOFOMKEHITIO TPYJOBbIX OTHOLIEHNIT (BOCHHBIE [eiiCTBMA, KaTa-
cTpoda, cTiXmitHOe 6efICTBMe, KPYIIHASA aBapys, SINAEMNUA U ApyTue
Ype3BhIYaiiHbIe 00CTOSTENbCTBA);

8) muckBanuduKanya Wi NHOe aIMIHUCTPATHBHOE HaKa3aHIe,
MIEK/TIOUAIOII[ee BO3MOXXHOCTD MCIIONTHEHNA PaOOTHUKOM 005A3aHHOCTE
10 TPYAOBOMY OTOBOPY;
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9) McTedyeHye CpoKa JIeIICTBIA, IIPUOCTAHOB/ICHNE Ie/ICTBYISI Ha CPOK
6oree IBYX MecALeB M JIMIIEHNe PAOOTHMKA CIIeLIMa/IbHOTO IIpaBa
(HampuMep, IIpaBa Ha yIpaBJieHNe TPAHCIIOPTHBIM CPELCTBOM, IIpaBa
Ha HOILIEHNe OPYXXNs), €CIM 3TO B/IeYeT 3a c000i1 HeBO3MOKHOCTD
UCTIOTTHEHM S pabOTHVKOM TPYHOBBIX 0053aHHOCTEIL;

10) mpexpaleHme JOIYCKa K TOCYapCTBEHHOI TailHe,©€C/M BBIIION-
HseMas paboTa TpedyeT TaKOro JOIyCKa;

11) oTMeHa pelleHNs Cyfa Uy OTMeHa (IIpU3HaHMe He3aKOHHbBIM)
pelIeHns ToCyapCTBEHHONM MHCIEKINMM TPYAa O BOCCTAHOBI€HUY;

13) BO3HMKHOBEHIE YCTAaHOB/IEHHBIX B IIPaBOBBIX akTax P® 1 rcko-
YaIOIIVX BO3MOXKHOCTD MCIIONTHEHNA pabOTHUKOM TPYHOBbIX 00s3aH-
HOCTell OrpaHIYeHNIT Ha 3aHATHUE OlIpefie/IeHHBIMY BUAAMM TPYLOBOM
IeATeNTbHOCTIL.

DaxT BO3HMKHOBEHNS [IePeUNCTIeHHBIX 00CTOSTeIbCTB JO/DKEH OBITh
TOKYMEHTa/IbHO MOATBepX/ieH. Kak IpaBiIo, peyus nsieT o JOKyMeHTax,
BBbIJJaBa€MbIX COOTBETCTBYIOIVIMY OPTaHaMMU.

Ha ocHOBaHWM HaHHBIX [JOKYMEHTOB M3JaeTCs IpUKa3 00 yBOMIb-
HeHuy paboTHYKA (pacTOp>KeHUM C HUM TPYLOBOTO OTOBOPA).

OcHoBaHueM usfanns npukasa OVayT Ha3BaHHbIE TOKYMEHTHI.

DopMymMpOBKY OCHOBAHVA YBONBHEH S, KOTOPbIe OYIYT YKa3aHbI
B [IpMKase ¥ TPYLOBOJ KHMKKe PaOOTHIKA, O/DKHBI COOTBETCTBOBATh
¢dhopmynmupoBKaM, IpUBEREHHBIM B TyHKTax 1-13 cratbn 83 TK PO.

ITocre 3manms NpMKasa Aa/ibHelilNe AefICTBIS Kaf[pOBOIl CITy)KObI
COOTBETCTBYIOT 00ufeMy HOPAAKY 0dOpM/IeHNS YBOIbHEHMS paboT-
HuKoB (cM. [Iponemypa yBoibHeHNISA pabOTHUKA).

IIpexpalieHue Tpyg0OBOIO JOrOBOPA B CBA3N
C HAPYIIEHVIEM ITPaBNII €T0 3aK/TIOYCHN A

ITpexpaueHme TPy0BOTO JOroBOpa 10 OCHOBAHNIO, IIPElyCMOTPEH-
HOMY IyHKTOM L1 yactu 1 cTarbu 77 Tpynosoro kopekca Poccuiickoit
Depepaliyiu, MOXeT OBITD B CIIEAYIOLINX CITyYasaX:

< TPyAOBON JOTOBOP 3aK/II0YEH B HapylLIeHMe IIPUTOBOPA Cyaa
O MUUIEHMJ KOHKPETHOrO NMlIa IIpaBa 3aHMMAaTb OIpeJeleHHbIe
JOIDKHOCTH M/IM 3aHMMATbCA OIIPeJe/IEHHOI JeATeIbHOCTDIO;

= IPYHOBOIl TOTOBOP Ha BBIIIOTHEHNE OIpee/IeHHOI PaboThI
3aK/TI0YEeH C pabOTHIKOM, KOTOPOMY IPOTMBOIIOKAa3aHa TaHHAsA Jied-
TEABHOCTD I10 COCTOSHUIO 3[J0POBb;
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— OTCYTCTBYeT JOKYMEHT 06 00pazoBanuy (kBamiuKanmn), ey
171 BBITIOJTHEHUA pa6OTI)I HeO6XO,IH/IMbI CIIeia/IbHbIC 3HAHMA;

— TPYHOBOI1 OTOBOP 3aK/II0YEH B HAPYILIEHYIe IIOCTAaHOB/IEHNS /bl
(opraHa, JO/DKHOCTHOTO JINLIA), YIIOTHOMOYEHHOTO PacCMaTpMBaTh fiefia
06 AMUHNCTPAaTUBHBIX HpaBOHapyIHeHI/IHX, (0] HI/ICKBaHI/Iq)I/IKaLH/ﬂ/I 49)078
VIHOM aJMMHNCTPATVIBHOM HaKa3aHIM, VICK/II09AI0IIEM BOSMOXKHOCTD
VICTIOTHEHN I pabOTHMKOM 00513aHHOCTeI! II0 TPYAOBOMY HOTOBOPY;

- TPYZOBOI IOTOBOP 3aK/II0YeH B HapylleHNe YCTaHOBACHHBIX
(denepanIbHBIMM 3aKOHAMU OTPAHMYEHMI, 3aIIPeTOB ¥ TpeOOBaHMI],
KaCaIoLXCs NPUBIeYeHNA K paboTe rpakiaH, JBOMEHHDIX C TOCY-
HapCTBEHHON WM MYHNULIUIIAIBHOI CTY>KObI;

- TPYZOBOI IOTOBOP 3aK/II04eH B HapylieHye yCTaHOBICHHbBIX
IpaBOBbIMM aKTaMy PD orpanndeHnit Ha 3aHATUE OHpe/eTeHHbIMI
BUAAMIU TPYOBOIL IeSTe/IbHOCTH.

YBo/bHeHMEe PAOOTHNKA 10 JAHHBIM OCHOBAHMAM BO3MOXKHO TOJIBKO
TOI/a, KOTIa pabOTHNMKA Helb3s ITepeBecTihHA IPYTYIo paboTy (kpoMe
CIy4aeB, KOIfia HapyIleHye IPaBil 3aKAYEeHNS TPYOBOIO JOT0BOPa
[IPOM30IIIIO 110 BIHE PaOOTHIKA).

Ilo yBonbHeHMst paboTHMKa PAOOTORATEND JOIKEH NPEAI0KNITD
eMy IPYTYIO MMEIOIIYIoCs Y HEFOPpaboTy, BKI04as paboTy, COOTBET-
CTBYIOIIYIO KBa/npuUKaLyl pa0OTHNKA, pabOTy Ha HIDKECTOsIIIeN
U/WIV HYDKeOoIlJIauuBaeMoil BO/DKHOCTY. [71aBHOe ycmoBue, YTOOBI
3Ty paboTy paboTHUK MOF BBIHOHATH C Y4€TOM €r0 COCTOSHMS
310poBbs. 1 nepéBofa Ha9Ty paboTy HeOOXOAMMO cornacue
paboTHNKa, KOTOPOE OH [OMKEH BBIPA3NUTh B MTI0OOM IUCbMEHHOM
Bufe. Hampumep, Ha JOKYM@HTe, B KOTOPOM PabOTHMKY Ipef/IaralTcs
BaKaHCUM J/I IePEBOJaA.

Ecmy paboTHUK OTKa3bIBaeTCA OT IPeIOKEHHbIX BaKaHCUIL MIN
ero HeBO3MOXKHO ITepeBeCTy Ha APYTryio paboTy, TPyHoBOIl JOTOBOP
¢ HUM pag¢ropraetes. [Ipy yBolbHEHNN eMy BBIIUIAYMBAETCS BHIXOHOE
noco6ue B pasMepe CpeHero MeCsYHOro 3apaboTKa (KpoMe CIydaes,
Kora HapylleHle IpaBuI 3aK/II04YeHN TPYJOBOrO JOrOBOpa IPOM-
30ILIJIO 10 BUHE PabOTHIKA).

YBoO/IBHEHIe pabOTHMKA 0POPMIIAETCA IIPUKA30M O PACTOPKEHNUN
TPYHEOBOTO JOTOBOPa ¥ KOMIIEKTOM JOKYMEHTOB, 0(OPMIISEMbIX
B)paMKax o01Lero nopsiaka yBonbHeHus paborHuka (cMm. Ilpouenypa
yBONbHEeHUs pabOTHIKA).
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IIpu yBONMbHEHNM pabOTHNUKA IO TAHHOMY OCHOBaHUIO B TPY/IOBYIO

KHIDKKY BHOCUTCS CTIelyIolas 3amich: « IpynoBoit orosop npexpaie
B CBA3U C HapyIlIeHMeM yCTaHOBIEHHBIX TPYZOBBIM KOJEKCOM A
77

3aKI/II0-

IIpaBIJI 3aK/II0YEHNSA TPYAOBOIO JOrOBOPa, MyHKT 11 yactu 1 cT
Tpynosoro xopmekca Poccuiickoit Pefeparum».

B curyanuax, Korja npaBuiia 3aKa0YE€HNA TPYIOBO
HapylLIEeHbI, KPOME IIEPEBOJIA ¥ YBOJIbHEHMA TAKXKe JJ0II
YeHMe COIIAIeHN MKy pabOTHIKOM 1 paboToziaTeney
OrOBapMBaIOTCA BOSMOXKHOCTY YCTPaHEHUA IPUYNH, npenms

BBIIIO/IHEHNIO pa6OTHI/IKOM €ro TpyAOBbIX q)YH

K
&
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11. PABOTA C KATPOBOV TOKYMEHTAIIVEN

JIBU>KeHMe KaJipOBbIX JOKYMEHTOB

B nmenmonponsBoACTBe IBYDKEHNE JOKYMEHTOB B OpraHMU3alun
C MOMEHTA VIX CO3[JaHNA VIV NIOTy4YeHs 10 3aBepLIeHN s MICHOMHEHS
VIV OTIIPAaBKM HasbiBaeTcsA flokyMeHToo60opoToM (TOCT P7:0.8-2013
«Hanmonanbuslit ctanpapt Poccutickoin @enepanym. Cucrema CTaH-
HapTOB 10 MHpOpMALVY, OMOTMOTEYHOMY U M3/JaTeIbCKOMY JIeIy.
[emonpon3BOACTBO U apXUBHOE [e/0. TepMIHBI U OIIpefeTeHusI»
(yrB. IIpukasom Poccranmapra ot 17.10.2013 Ne 1185=¢x)).

[ BIOKeHVIe JOKYMEHTOB MeeT pasHoe HalpasyieHue. JJOKyMeHTbI
MOTYT IIOCTYIIaTh B OPTaHM3ALVIO U3 BHELIHe CPebl, OTIPYTUX I0pH-
IMYeCcKuX U GUSUYECKUX JINL], MOTYT CO3aBATHCA U ABUTATHCS TOTIHKO
B OpraHM3aLNM, @ MOTYT CO3/JaBaThCs B OpFaHM3aLyii M HATIPAB/IAThCS
IPYTUM afipecaTaM.

OTU MapILIPyTHI JBVKEHNS JOKYMEHTOB Ha3bIBAIOTCS JOKYMEH-
TOIIOTOKaMM. B 3aBUCMMOCTM OT HallpaB/IeHVs IBVKEHIS BBIJIETISIIOT
BXOJALMIA, BHYTPEHHUIT 1 MCXOL AN JOKYMEHTOIIOTOKM, KOTOPBIE,
COOTBETCTBEHHO, COCTOAT 3 BXOOAIINX, BHyTpeHHI/IX U NCXOJAIINX
TOKYMEHTOB.

B o61eM [1enonpon3BoACTBe MapIPYTh JBVDKECHNSA JOKYMEHTOB
PasHOOOpasHeL, ¢ IpeoOIaflaHeM BXOMSIINX VM MCXOASAIINX JOKYMEHTOB.

B xazpoBoM fienonpOn3BOAcTBE ecTh cBos criennduka. OHa 3aKIo-
YaeTCA B TOM, YTO BXOAAIINX I MICXOAALINX TOKYMEHTOB MUHUMA/IbHOE
KONIMYeCTBO (HAaIIpMMeP, ITepemnycka ¢ ToOCyapCTBEHHBIMY OpTaHaMu
10 BOIIPOCAM 3aHATOCTI, IEHCMOHHOTO ObecIiedeH st, C pabOTHUKAMMI
I10 BOIIPOCAM IePeChUIKY JOKYMEHTOB I T. [l.), @ BHYTPEHHNE TOKY-
MEeHTBI COBEPIIAIOT He3HAYNTeNbHbIe ITepenBivkennsa. OHM CO3Tal0TCs,
COTTIACOBBIBAIOTCS, TOAMICHIBAIOTCS PYKOBORUTETIEM, PETMCTPUPYIOTCS
U TOMeLJAl0TCS Bifierta /I TEKYIIEro U [TOC/IeYIOIIero XpaHeH .

[ToaTOMY. TOHATNE «TOKYyMEHTOOOOPOT» OTHOCUTENIBHO Ka/JPOBBIX
DOKYMEHTOB OOBIYHO He IIPUMEeHeTCs. BMecTe ¢ TeM HY)XHO MIMETh
B BUJY, YTO KaJpoBasi JOKyMEHTAI/sI BMECTe C IPYTUMM JOKYMEHTaMI,
CO3AIOLIMIMYICS B OPraHU3ALM 1 IIOCTYNAIOIMIMI B Hee, COCTaB/IsieT
TI0Ka3ate/Ib, KOTOPBIil HA3bIBAETCS «0OBEM TOKYMEHTO060pOTa».

Kpome nokymMeHTHpOBaHMs KapOBOIL eI Te/IbHOCTH, OpraHU3aluy
TaK>XXe OCYLIeCTB/IIOT paboTy C KapoBOIl JOKYMEHTalMell, KOTopas
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BK/IIOYAET BCe TAIBI OT MOMEHTA CO3/IaHM KaJ[pOBBIX JIOKYMEHTOB
IO Iepefiauyl MX B apXVB, BK/IIOYasl PErMCTPALNIO JOKYMEHTOB, Gop-
MUpOBaHUE U BefleHe [l

Perucrpanyusa fOKyMeHTOB IO TUMYHOMY COCTaABY

Perycrpamys fokyMeHTa — 3TO IIPUCBOCHNE JOKYMEHTY perncTpa-
IIIOHHOTO HOMepa 11 BHECEHIE JAHHBIX O JOKYMEHTe B PeIVICTPALIOHHO-
ydetHyio popmy ((TOCT P 7.0.8-2013 «HarmoHa/mbHBIA CTaHAAPT
Poccuiickoit @epepanun. CrucreMa CTaHAAPTOB 0 MHPOPMALINN,
OMOIMOTeYHOMY U U3JIaTeTbCKOMY Aeny. [enonpOoisBOACTBO 11 apX1B-
Hoe fieno. Tepmunsl u onpepenenus» (yr. [IpukasoM Poccranpapra
or 17.10.2013 Ne 1185-cT)).

Perucrpanusa nosponser sadpuxcupoBarb GaKT co3gaHNA UK
MOTTy4YeHNs JOKYMEHTa B OIIpe/ie/IeHHbIIL 1€HB; YTO OYeHb Ba>KHO
B KaJ[pOBOM JIe/IOTIPOU3BOJCTBE, TAK KAK MHOTH@Ka/IPOBbIE IIPOLIeTy bl
IIpeJIIOoNIaraloT ONpe/elleHHbIe CPOKIT U3JAHNA [oKyMeHTOB. Hampu-
Mep, YBeJloM/IeHNe O TIPEICTOAIINK M3MEHeHNAX YCIIOBIIT TPYZOBOTO
JIOTOBOpA HAIIPAB/IAETCA PAOOTHMKY 32,2 MEcAIa IO MX HACTYIUIeHN,
IIpUKa3 O IpueMe Ha paboTy M3TAETCA B TPEXIHEBHDIN CPOK C MOMEHTA
(hakTHYeCKOro JONIyILeHNs pabOTHUK@ K paboTe 1 T. .

Perncrpanus taxoke HegOXoaMMa 17151 TOTO, YTOODI IPHUAATD JOKYMEH-
Ty IopudecKylo cuty. Kanposble Ipukassl, yBeTOM/IEHNsI pabOTHIKAM,
oduiuanbHble MICbMA B [OCYAAPCTBEHHBIE OPraHbl IOAINCHIBAIOTCSA
PYKOBOAMTEIEM OPLaHV3alLIL PETMCTPUPYIOTCS Y TONBKO MOC/IE 3TOTO
IprO6peTAIOT IOPUAMYECKYIO CIITY.

Kpowme Toro, npu peruerpanmu cospaercs 6a3a JaHHBIX Ka/JpOBBIX
JOKYMEHTOB, C IIOMOIIbI0O KOTOPOJI MOXHO OBICTPO 1 3P PEeKTUBHO
BeCTH CIIPAaBOYHYIO.PA0OTY 110 BCeM JOKYMEHTaM KaJpOBOIL CITyXObIL.

3aperucrpupoBaHHble JOKYMEHTHI OALINBAIOTCA B [ie/Ia B TOM
HopAJKe, B KAKOM OHM ObUIM 3apeTUCTPUPOBAHBL. DTO IO3BOJACT
o6ecIredlEb COXPaHHOCTD KaJpOBBIX JOKYMEHTOB, TaK KaK BCerzia
MO>KHO IIPOBEPUTH HaIM4Me HY>KHOTO JOKYMEHTA B Jie/ie, CBEPUB €ro
IaHHbIE C PETVMCTPALMIOHHO POPMOIL.

Permerpanysa KafjpoBbIX JOKYMEHTOB OCYIIECTB/IACTCA 110 CIefy-
IOIIUM IIPaBY/IaM:

— /KXX/IBIVT KaJIpOBBIif JOKYMEHT PETMCTPUPYETCS OffMH pas;

— BHYTpEHHMe JOKYMEHTBI KaJIpOBOJI CITY>KObI pEIrNCTPUPYIOTCA B
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AE€HD ITIOANINCAHNA NIN Y TBEPIKIAEHN A, BXOIAIINE — B I€HD IIOCTYII/IE-
HUS, UCXOJSIIEe — B JIeHb MOITMCAHS;

— PErucTpUPYIOTCS TONBKO Te JOKYMEHTBI, KOTOpble TPeOYyIOT
ydera (ZOKYMeHTbI MH(POPMAL[IOHHO-CIIPaBOYHOr0 XapaKTepa, Ipu-
CbUIaeMble JJIS CBeIeHMS, He PeTUCTPUPYIOTCA);

— perucrpauns oCylecTB/IAeTCA B TeUeHNe KaJIeHAapHOro rojia
B rIpeie/IaX BUAOBBIX IPYIII, YINUTbhIBAA Pa3HOBMAHOCTI JOKYMEHTOB,
copiep>KaHIe, CPOKI XPaHEHN I, KOTMYeCTBO JOKYMEHTOB;

- JOKYMEHTBI KaIpOBOII CIIY>KObl PerUCTPUPYIOTCS B Kaf[POBOIL
cyxoe.

[Ipu perucTpanuy ZOKyMeHTaM IPUCBAMBACICA perucrpa-
IIMOHHBIN MHAEKC — nudpoBoe nin 6yKkBeHHO- UG poBoe 060-
3HauYeHMNe, IpYcBanBaeMoe JOKYMEHTY/ IIp/ €ro perucTpannn
(TOCT P 7.0.8-2013).

PerncrpaninoHHbIN NHAIEKC ABACTCA OFHUM U3 IOMCKOBBIX IIPY-
3HAKOB IOKYMEHTa, KOTOPBII 00:13aTeTbHO, YKa3bIBaeTCSA B TPYLOBOI
KHIDKKe, B TNIHON KapTOuKe pabOTHMKA; B YBEIOM/IECHIIAX, CITPAaBKaX
U VIHBIX TOKyMeHTaX. I1o aToMy peKBM3UTY I 110 aTe MOXKHO HATH
COOTBETCTBYIOLINIT JOKYMEHT KafPOBOIL CITy>KOBI.

B xauecTBe yCclIOBHBIX 0003HaUeHMIA k IidppaM MOTYT OBITH JOOaB-
JIeHbI OYKBBI, KOTOPbIE ITI03BOJLAIOT II0 IHAEKCY TOKYMEHTa OIIPEefe/IUTh
€ro IpUHAMIKHOCTD K KANPOBOWL cy>k6e. Kak mpaBuo, kagpoBbiM
JOKYMEHTAM IPUCBAUBAIOTCA HOMEPA C MUTEPAMMU «JIC» — JIMYHbIN
coCTaB (W1 JOKYMEHTOB € JIMTe/TbHBIMI CPOKAMIU XPAHEHMS), «K» —
Kajpbl (111 ZJOKYMEHTOB KPaTKOBPEMEHHOTO XpaHeHM ) U ApYyTHe.
Taxoke K IOPAAKOBOMY HOMEpY JOKYMEHTa MOXKeT JOOAB/IAThCS HOMep
Ierna, B KOTOpOoe MOMeITaeTCs JOKYMEHT.

KanpoBble JOKYMEHTBI MOTYT PErCTPUPOBATHCS B aBTOMATU3MPO-
BAHHOM peXIMe IIM BPYYHYIO B )KypHA/IaX U KHUTAX PerucTpaunn
(cm. JKypHanbHas 1 aBTOMAaTU3MPOBaHHASA CYCTEMbl PervCTpalyn
KaJ[pOBBIX IOKYMEHTOB).

H(YpHaHbHaﬂ N aBTOMAaTU3VpOBAaHHA A CUCTEMbI
perucrpanum KagJpoBbIX TOKYMEHTOB
B ocHoBHOM B paboTe Kaf[pOBBIX CTY>KO UCIIONB3YIOTCS ABe POpMBI
perucrpanuyu JOKyMeHTOB: )KyPHa/IbHasA U aBTOMaTU3/POBaHHa.
ITpn aBTOMaTM3MPOBAHHOI CHCTEME PETUCTPALINM B 9N€KTPOHHYIO
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KapTOYKY JOKYMEHTa BHOCATCS BCe CBefleHNs 0 HeM. JacTpb nojeit
B 9TOJ KapTOUYKe 3AII0/IHAETCS BPYYHYIO, YaCTh I10JIell 3alI0THAeTCS
aBTOMAaTUYeCKM, YaCTh [10JIeTl MOXKET OBITD 3aIl0JIHEHA C ITOMOIIbIO
BbIOOpA HEOOXOMMOTro [TOKa3aTe/s U3 PaCKPbIBAIOI[ET0Cs CIUCKA.
JIro6asi BBefjeHHAs B KAPTOUKY NHPOPMALVS MOKeT ObITh HOUCKO-
BBIM IIPM3HAKOM IIpV IPOBeeHNN NH(OPMALVIOHHO-CIPaBOYHO
paborTsr.

Hapspy c aBTOMaTH3MpOBaHHON CUCTEMOI! B ieATeTbHOCTH Kapo-
BBIX C/TY’>K0 aKTUBHO IIPAKTUKYeTCS PETUCTPALNSA Ka[POBbIX IOKYMEHTOB
C IIOMOIIBI0 >KYPHAJIOB. B )KypHas/Iax 3ammcy BHOCATCA HOC/IeI0BATE/IbHO
II0 laTaM U HOMepaM, 4TO I03BOJIAET n30eKaTh BHECEHIIA 3amicel
«3afHUM 4mcoM». OJHAKO MOKCK MHPOPMALMY I1PI)KYPHATbHO
(dbopMe perucTpanyn 3aTpymHeH.

ABTOMaTH3MPOBAHHAA CHCTeMa IT03BOJISIET ITOiL/IAaTh BO MHOTO a3
addekTrBHEe, TEM 60JIee YTO IIPY ABTOMATH3MPOBAHHOM IIOVICKE €CTh
BO3MOYKHOCTD MCKaTh MH(MOPMAINIO WVMITOKYMEHT 110 KOMOMHALUN
IpU3HAKOB (PabOTHIK, CTPYKTYPHOE MOfpasfieNieHne, BUJ| JOKyMEHTa,
JaTa JOKYMEHTa 1 T. [I.).

OpHako 0TKa3aTbCsl OT OYMa)KHBIX J)KYpPHA/IOB Ha JJAHHBI/I MOMEHT
HEBO3MO>XKHO, TaK KaK B PsI€ C/IyJaeB)B >KypHa/IaX IIPeAIIo/IaraeTcs
JIMYHAA MOJINCHh paOOTHIMKA, HAIpUMep B KHUTE y4eTa JABVDKCHNUS
TPYHOBBIX KHIDKEK VI BK/IQBIIEIL K HUM.

Emre ogHMM Ba>KHBIM ACTIEKTOM, OIIpee/IA0IM Ha/ludle XXy p-
HaJIbHBIX PerMCTPALUIOHHBIX,.POPM B IeATeTbHOCTY KapOBBIX CITYXKO,
SABJISIeTCS peraME@HTal s X IPMMEeHEH)s B IIPaBOBbIX aKTax PO.
Hanpumep, B nynkre 40 FpaBun BefileHns u XpaHeHUA TPYHLOBBIX
KHIDKEK, MI3TOTOB/I@HN:A 6/ITAHKOB TPYOBOII KHVDKKY U 00eCIedeH I
uMy paboroparerneli, yTBepxaeHHbIX [TocTanosnennem [IpaButenbcTa
P® ot 16.04.2003 Ne 225, onpefieniAeTCA, YTO «C LENIbI0 y9eTa TPYJOBbIX
KHIDKEK, a TaK¥Ke 0JJaHKOB TPYZOBOJ KHVDKKM U BKJIafIbIIIA B Hee
y paboTofaTene BefyTCA:

a) TIPUXOMTHO- PaCXO/IHAA KHUTA 110 YYeTy 6/1aHKOB TPYLOBOJ KHVDKKH
" BK/Ia/IplIIA B Hee;

0) KHUTA y4eTa IBVYDKEHNUA TPYHOBBIX KHIDKEK 1 BK/IA/IbIIIeil B HIX».

CooTBETCTBEHHO, Ha/NYMe STUX JJOKYMEHTOB 0053aTe/IbHO B Ka/ipo-
BOM IE/IOTIPOU3BOJICTBE, ¥ OHM 0053aTe/TbHO JO/DKHBI OBITh B 6YMasKHOM
Brpe (cm. Obsi3arennbHbIe perucTparioHHbe GOPMBI).
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O6s3aTenbHbIe perncTpanionHbie GopMbl

K o6s13aTe/IbHBIM perncTpalioHHbIM pOpMaM KaipOBOIL CITY>KObI
OTHOCATCA:

— IPUXOJHO-PACXOfHAs KHUTA OJTAHKOB TPY/OBOI KHVDKKM M BK/Ia-
IbIIIA B HEE;

— KHUTA y4eTa IBVDKEHM TPYLOBBIX KHYDKEK M BK/IafIbIlilell B HIX.

O6s13aTeIbHOCTD NIPUMEHEHNs 3TUX JOKYMEHTOB OIIpefie/ieHa
B rtyHKTe 40 IIpaBui Befeny:1 1 XpaHeHMs TPYOBbIX KHIDKEK, U3TOTOB-
JleHVs 671aHKOB TPYH0BOIT KHVDKKY 11 00ecIiedeH s MU paboTofaTere,
yrBepxpeHHbIX [Tocranosnennem IIpasurenbcrsa PO 0116:04.2003 Ne 225,
a Taxoke VIHCTpyK1yeli 1o 3allO/THEHNIO TPYZIOBbIX KHIDKEK, YTBEPKIEHHO
ITocranosnennem Muntpypga Poccun ot 10.10.2003 Ne. 69, B KoTopoii
ONpefeNAITCA GOPMbI STUX JOKYMEHTOB 11 HOPAMOK MIX 3aIIO/THEHVIA.

Kpome perncrpanunoHHbIX GopM, 0 KOQTOPDIX €CTh PAMOe YIOMMI-
HaHIIe B IIPaBOBBIX akTax PP, B KafipoBoit cIy»6e MHOTHE JOKYMEHTbI
TaKKe TIO/IeXKaT 00A3aTenbHON perncTpayuu (cM. Perncrpupyembre
ITOKYMEHTBI KaZlpOBOJI CITY>KOBI).

Perucrpupyembie fOKYMEHTBI KaJpOBOIi CTy>KObI

K perucrpupyembIM JOKyMEHTAM KafpOBOJI CITy>KObI OTHOCATCS:

— IHIPUKa3bl IO INIHOMY COCTABY U HbIE KaIpOBbIC€ IIPNKA3bI;

— TPYyJOBbIE JOTOBOPBI M TONOAHNTENbHbIE COITIAIIEHNA K HUM;

- yBeOMJ/IeHVsI pafOTHAKOB,(06 M3MeHEeHIN YCTIOBIIT TPY/OBOTO
JIOTOBOPA, 00 MCTeueHU I CPOKA TPYOBOTO HOTOBOPA, 00 YBOIbHEHNN
B CBS3M C TMKBUIAMEIE OpraHY3a iy U T. [I.);

- akThl (pukcaryy GakTa [UCHUIUIMHAPHOTO IPOCTYIIKA, 00 OTKa3e
IaBaTb IMCbMEHHbIE Q0 bSACHEHN, 3HAKOMUTDCSA C IPUKA3aMI U T. I1.);

— IIPOTOKOJIBI (38acefaHuIl KOJIeTMa/IbHBIX OPraHOB, COOpaHMil
TPYZ0BOTO KOJUIEKTVBA, KOHKYPCHBIX M @TTeCTallMIOHHBIX KOMUCCHIL);

- CIIPaBKI, BbllaBaeMble KaJpoBoii cIy»k6011 (0 paboTe B JaHHOII
OpraHV3alK B ONpeie/IeHHON TO/DKHOCTH, O CTa)Ke PabOoTBI, O Iepu-
ofie paboTsl, 06 OIIaTe TpyHa U p.);

+ TpyHOBbIe KHIDKKI PabOTHIKOB;

— TIMYHBIE /le1a PaOOTHMKOB 1 AP.

B'orHOImEeHN) 00BACHUTENbHBIX 3aIIMCOK, JOK/ITATHbIX 3aIIMCOK,
3adB/IEHNIT U TIPE/ICTaB/IeHN A CYIeCTByeT IPAKTUKa He PerNCTpu-
poBaTh nx. OfHAKO, UCXOMIA U3 TOTO, YTO STU JOKYMEHTHI TPeOYIOT
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VICIIOJIHEHNA U y4eTa (TaK KaK OHU SIB/IIOTCS OCHOBAaHMEM U3JaHNUsA
IIPUKA30B, COBEPIICHMS YIIPABIEHYECKIX AEVICTBUI ¢ pabOTHUKAMY,
KOTOpbIe MOT'YT MMeTb IIPaBOBBIE IIOC/ICHCTBIA), PEKOMEHTYETCS X
TaK)Ke PETVCTPUPOBATh.

Kpome HazBaHHBIX Hanbo/ee OOMPHBIX IPYIIIT JOKYMEHTOB; Pery-
CTpaLuy IOJ/IeXAT BCe Ka[pOBble JJOKYMEHTBI, TpeOyioljue y4yeTa,
KOHTPOJIA VI/IU UCIIOTTHEHNA.

JIOKyMeHTDI, IPUCIaHHbIE 111 CBENEHNA, MMEOLIE PEKAaMHbINI
y MHQOPMALMOHHBII XapaKTep, He PerCTPUPYIOTCA.

Il TOrO YTOOBI He BO3HUKAJIO ITy TAHWI[BI, KAaKI{€ JOKYMEHTBI C/IeyeT
PEerNCTPUpPOBATh, a KaKie MO>KHO OCTAaBUTD Oe3 perncTpaniii, KaipoBoii
cimy»x6e HeoOXOIMMO ITOITOTOBUTD U YTBePANTh IlepedeHb HePerncTpu-
PYEMBIX JJOKYMEHTOB.

B nepevyenp MOXXHO BK/IIOUUTD KOIMM PACIIOPAJUTENDHBIX JOKYMEH-
TOB BBIIIECTOALINX OPraHOB, 03PaBUTE/TbHbIE M CbMA, IPUTTIAIIEHNS,
IIOBECTKU JJHs, PEK/TaMHbIe IICbMa 1 JIP:

[TepedyeHp MOXKeT OBITH TakKeMPUEOKeHNEM K VIHCTPYKIUM 1Mo
KaJpOBOMY JI€/IONIPON3BOLCTBY.

)I(ypHaTIbI perucrpanu KaapoBbIX TOKYMEHTOB

B ToM cny4ae, ecny B/OpraHmsanuy He NPaKTUKYETCs BefleHIe
aBTOMATU3VPOBAHHOI PEPUCTPALUY JOKYMEHTOB (€C/IV MCIIO/Ib3YeTC s
aBTOMATU3MPOBAHHASA CUETEMA, TO TIOPSIOK perucTpanuu u popma
9/IEKTPOHHOMN PeruCTpanuoHHol KapTOYKI 3aBUCSIT OT HACTPOEK
CUCTeMBI), B KaIpOBOILC/TY>KO€ 3aBOLUTCA PSAL KYPHAIOB PETUCTPALIUN
KaJpOBBIX JOKYMEHTOB.

[Tpu He6OMbLINX 0ObeMaX FOKYMEHTAIIMY /IS KAXKOTO BU/ia Kaffpo-
BOTO JOKYMeHTA 3aBOMTCS OTAENbHBIN KypHas. [Ipu aTom cregyeT
MMeTh B BUAY, YTO JaKe B CIy4ae HeOOBbIIOrO KOIMIeCcTBA KaAPOBbIX
IIPUKA30B CIeAyeT OTHAENIbHO PETUCTPUPOBATh IPUKA3BI CO CPOKOM
XpaHeHMsH50 /1T U IPUKa3bl CO CPOKOM XpaHeHwus 5 neT. [I71s1 aToro
HeQOXOAMMO 3aBeCTH 1Ba XYPHAJIa: )KYPHAI PEIUCTPALIUY IIPUKA30B
0 IIpyieMe, HiepeBo/ie, yBOIbHEHNY PabOTHNKOB (CPOK XpaHEHWS —
50 JTeT) oK ypHa/I PerMCTPALUy IPUKA30B O B3BICKAHUX, OTIIYCKAX,
KOM@HIMPOBKax paboTHMKOB (Cpok xpaHeHus — 5 yet). Cpoku
XpaHEHVs KaJpOBBIX JOKyMeHTOB (cM. CpOKy XpaHeHMsI KaJpOBOIt
HOKyMeHTalun) oTpakeHbl B [lepedHe TUIIOBBIX yIIpaBIeHIeCKIX
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apXMBHBIX JOKYMEHTOB, 00Pa3yIOLXCs B IIpoLiecce AesiTeNbHOCTI
rOCYAapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CaMOYIIPaBJIeHNUs
U OpraHM3alnii, C yKa3zaHueM CpoKoB xpaHeHus (yTB. IIpukasom
Munxkynsrypsl Poccun ot 25.08.2010 Ne 558).

ITpu 6onburx 06beMax KaJpoBolt JOKyMEHTAL U, KOT7Ia B TedeHue
rofa HpUXOAUTCS 0(GOPMIIATh HECKOIBKO TOMOB fie/ia OFHOEO BYA
HOKYMEHTA, C/IeflyeT BbIAe/IUTD O0jlee MeIK/e MacCBbI TOKYMEH-
Tal[UM B paMKaX Ha3BaHHOTO BUJja JOKYMEHTa U1 BECTU PEFUCTPALIO
K01 pa3HOBUIHOCTH OTAe/IbHO. Hampymep, ecii Ip1Ka3oB O IIpyeMe,
IepeBoJie, YBObHEHNM PAaOOTHIKOB OYeHb MHOFO, HY>KHO 3aBECTH
OTJE/bHBII )KyPHAJI PETYCTPALINY Ha KKIYI0 Pa3HOBUEHOCTD IIPMKa3a
1 GOpMMPOBATh UX COOTBETCTBEHHO B OT/Ie/IbHBIE Jie/Ia.

dopma >KypHA/IOB PerncTpauny pas3nidHbIX BUSOB TOKYMEHTOB
He pernaMeHTVpoBaHa. Kak mpaBnio, opnaHu3aiy, caMu pa3pabaTol-
BAaIOT YAOOHBIE /I HUX GOPMBI U BKTIOUAIOT B HIX Ty MHPOPMAIINIO,
KOTOpasi UM He0OXoMa Ji/isi paboThI.

@DopMBI KXypHAIOB MOTYT ObITH BK/IOUEHBI B Tabe/lb 11 aIbOOM
(bopM IOKYMEHTOB IO TUITOBBIM, Ka/[POBBIM CUTYaLINAM M ABIATbCA
IpuIoXeHneM K VIHCTpyKiuy 10 KafpoOBOMY JIeTIOTIPOU3BOJICTBY.

)KypHaan perucrpanum KagpoBbIX IPNKa30B

B mesiTenpHOCTI KagpOBOIT CYKOBI 06pasyeTcst 60IbIIOe KOye-
CTBO PasHOBUIHOCTEN KA POBbIX IIPUKa30B. YacTbh IPMKa30B UMeEET
JJIUTENIbHbIE CPOKM XpaHeHuss— 50 71eT, 4acTh IPUKA30B XPAHUTCA
5 net (cm. ITpuxassr'coepokoM xpaHenus 50 ret. [Iprkassl co cpokamu
XpaHeHUs 5 JIeT).

[Tpy He6OMBIIOM KOTMYEeCTBE KapPOBBIX IIPUKA30B IPUKA3bI CO
CPOKOM XpaHeHMA 50.7eT MOAIINMBAKTCA B OJHO JIENIO U, COOTBET-
CTBEHHO, DELUCTPUPYIOTCA B OIHOM >XYPHaJle, a IPUKa3bl CO CPOKOM
XpaHeHNs 5 JIeT HOJAMBAKTCA B IPYrOe Jeo U PerucTpUpyoTcs
B JpPYrOM JKypHaje.

BdiepBoM cnydae perucTpanuonHas ¢popma Oy/ieT Ha3bIBaTbCA
«KYPHaJI pEFUCTPALMN IIPUKA30B 10 IMYHOMY COCTaBY», BO BTOPDOM —
«KypHa/lPeriucTpanum NpuKasoB M0 Kagpam».

Ecnu B meATeIbHOCTH KafipOBBIX CITY>K0 06pasyeTcs 3HaYNTEbHOE
KO/IMYECTBO IPUKA30B, TO MOXKHO JI/IA KaXKJ0Il PAa3HOBUHOCTH IIPU-
K432 3aBeCTY OT/IeTIbHYIO PETUCTPAMOHHYI0 dopMy. B aToM cryuae
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OHM Oy YT Ha3bIBATbCSI B COOTBETCTBUY C Pa3HOBUIHOCTBIO IIPMKa3a:
XKYPHaJI perucTpanyy PUKa30oB o IpyeMe pabOTHUKOB Ha paboTy,
KYPHAJI pericTpalny NpuKas3oB 06 OTIYCKaX paOOTHUKOB ILT. Hs

dopma )XYpHAIOB PErUCTPALUN KaJpOBBIX IPUKA30B 3aKOHO/A-
TeJIbHO He onpepeneHa. OHa MOXeT COfiep>KaThb C/Ieyolie Tpadur:
HOMep II0 MOPAJKY, AaTy, MH/IEKC, Pa3HOBUIHOCTD IpUKasa (e
B OJJHOM >KYpHaJIe PeruCTPUPYIOTCS HECKOIbKO pa3HOBUEHOCTEI!
IIpUKa3oB), KpaTkoe cofepxanue, ®. V. O. paboTHUKa, HOMEP
TPYLOBOTO JOrOBOPA, Tabe/NIbHBIII HOMEP, OTMETKY 00 MCIIOMHEHUN
(comepXuT ykasaHue Ha HOMep fiesIa, KyJa HOMeIaeTcsA JOKYMEHT
HOCIe MCTIOTHEHNA). B xXypHas Takxke MOTryT OBbITh BOOABITECHBI rpadbl:
OCHOBaHNe M3IaHNA IPUKa3a, BU3BI, HAVMEHOBaHUE JO/DKHOCTI
paboTHMKa, CTPYKTypHOE IOfipasfie/ieHite, B KOTOPOM TPYAUTCS
paboTHMK U psif gpyrux rpad.

JKypHaisl perucTpanys TpysoBbIX
JOTOBOPOB I TOHNOTHVNTETbHbIX
corameHmnin K TPYAOBbIM TOTOBOpaM

Bepnenne xxypHana perucTpaniyt TPYHROBBIX JOTOBOPOB U TOIIOJI-
HUTE/IbHBIX COIVIAIIEHNIT K TPYHAOBEIM IOTOBOpaM He SIB/IETCs 00s13a-
Te/IbHBIM, TaK KaK HJ B OZHOM J3 IIPAaBOBBIX akTOB P® HeT mpsiMoro
yKa3aHus Ha 9T0. BMecte ¢ TeMyperucrpalys TPy OBbIX JOTOBOPOB
U IOTIOTTHUTENbHBIX COTIANEHNT K HUM MTO3BOJIsET Oonee addex-
TUBHO BECTU y4eT IPUX JOKYMEHTOB, CIIPaBOYHYIO PabOTy 110 HUM,
OTC/IeKUBATh CPOKM OKOHYAHVIA TPYHOBBIX JOTOBOPOB ([ CPOYHBIX
TPYZOBBIX IOTOBOPOB), 00@cIeunBarh NX COXPAaHHOCTb.

PerucTpanms TPYOBLIX JOTOBOPOB U JOIOTHUTE/IbHBIX COIIAIIEHNI
MO>KET BECTHCh B @BTOMAaTU3MPOBAHHOM PeXIIMe, eC/IM OpraHN3aLVA
UICIIO/Ib3yeT. KaKOI-MO0 IIPOrpaMMHBII IIPOLYKT, COfiepIKAIINii pellle-
HIA 110 ABTOMATU3ALINY KaIpOBOTO JIe/IONPOM3BOACTBA. B aTOM Crydae
COCTaB MH(OPMAINI, BK/IIOYaeMOI B PETUCTPAIIIOHHYI0 KapTOUKY,
OIIPEfe/IAeTCSA HAaCTPOVIKAMM IIPOTPAMMBIL.

Ecrnu permcTparinst BefieTcs 10 TPajUiOHHOI TEXHOIOTII, TO B Kafjpo-
BOI1 CIYKO€ BemeTCst OyMa)kHBII )KypHAL.

JKypHan perrcTpaiyy TPYHOBBIX JOTOBOPOB 1 JOIOMTHNUTEIbHBIX COTTIA-
WICHII K HUM MOXXeT COIepXKaTb CIefyIole rpadbl: HOMep 110 MOpsf-
KY, laTy PeruCTpaLuy, PeruCTPALMOHHbBI HOMep, BIJ, JOKYMEHTa
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11. PABOTA C KAZIPOBOV 1OKYMEHTALINEN

(TPyROBOIL JOrOBOP IJIU HOIIOJIHUTEIBHOE COITIALIEHE), OTCBIIKY «K
IOroBOPY» (IJIs SOIL. COIVIAIIEeHNIT), CTPYKTYPHOE IIOApasfie/ieHue
no/mKHOCTh, ®. V. O., cpok joroBopa (m1si CPOYHBIX OTOB OQ
npumedanys. JKypHan MoxkeT JOIOMHATBCS rpadamm: gaTa u e

IpMKa3sa o IpyeMe Ha paboTy, BUJL AeATeNbHOCTI (OCHOBAaH
COBMECTUTE/IBCTBY), BIJ, JOTOBOPA (CPOYHBIIL VIV HA HEOIIP
CPOK), OCHOBaHNe U JlaTa PaCTOP>KeHM TPYAOBOTO IC @
B nocenHeit rpade MoxeT OBITh IPeIyCMOTPeHa MOMIINCE
0 TIO/Ty4eHMM BTOPOTO 9K3EMILIAPA TPY/IOBOTO JOTOBOPA, O
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12. BETEHUE MHOOPMAIIMMIOHHO-
CIIPABOYHOJ PABOTHI I OPTAHM3AIINA
XPAHEHMA JOKYMEHTOB I10
JIMYHOMY COCTABY

NudpopmannoHHo-cipaBoYHas pabora
C KafipOBOJ JOKYMeHTaLuen

Oc06eHHOCTBIO KaJIpOBOTO [eIOIPOM3BOJICTBA AB/LAETCA YacTas Heob-
XOJJYIMOCTD IIOBTOPHOTO 0OpallieH s K JOKYMEeHTaM, KOTOpbIe y>Ke Obln
VCTIOTTHEHbI U TOMellleHbl Ha XpaHeH e B JIefTa, a TAKKe K 3ahuKCPOBAHHOI
B HUX nHdopManny. Hanprumep, pabOTHMKY MOTYT B ICBMEHHOM BIIfie
HONPOCKUTH KOINM JOKYMEHTOB, CBSI3AaHHBIX CUX TPYAOBOII IesITeNbHO-
CTbIO, 1 paboTonartenb 00s13aH OyeT BbIAATh M 3aBePEHHbIE KONV 9TUX
ITOKYMEHTOB B Te€UeHue Tpex pabounx AHE,CO MHSL II0auN 3as1BIeHNs
(ct. 62,84.1 TK P®). Takke pabOTHMKY MMEIOT TPABO 3APAIIMBATD KOIAI
I0OBIX 3a1THCeil, COTIEPKAIIX X TepCOHambHbIe nanHbie (cT. 89 TK PD).

Kpowme Toro, paboTHMKM 9acTo 00paLiaTcs ¢ mpocsboit K pabo-
TOJJATeII0 O BbIJa4e KaKMX-I100 CIPaBOK, JIOATBEP>KAAIOIINX (aKThl,
CBsI3aHHBbIE C X PabOTOIL, /Is1 IPEACTABIEHNS B CTOPOHHIIE OPraHy3aLi
¥ TOCYAAPCTBEHHBIE OPTaHblé

[TomMmmo HY>XE pabOTHUKA, KafpoBast CIy>k6a Takoke oOpalaeTcs
K XpaHAIIVIMCS B Hell JOKyMeHTaM’ C IIe/IbI0 cO0pa CTaTUCTUYEeCKUX
[aHHBIX, aHa/IN3a pa3fiIHbIX HOKa3aTenel (HalpyuMep, CBI3aHHbBIX
C TeKy4eCTbIO KafipOB, TUCHUIUIIHOI TPY/a, TPABMaTU3MOM Ha IpO-
U3BOJCTBe U NpodMM). Ha OCHOBe 9TUX TaHHBIX TOTOBSTCA 0030PBHI,
aHaIMTUYeCKye CIIPaBKU /I PYKOBOZICTBA OpraHM3alui, paspaba-
TBIBAIOTCS KaIpOBasl OIMTIKA OPTaHU3ALVN M CTPATETUs PasBUTIUA
KafipoBoit cmyX0bt.(cM. CryXOBI yIIpaBIeH sl IIEPCOHAIOM).

B pspe cryyaeB K MCIIONTHEHHBIM JOKYMEHTaM OOpAIaloTCs, YTOObI
cobpatp JloKasareIbHYyI0 06a3y /I DOCYeOHBIX U Cy/leOHBIX pa3ou-
PaTenbCTBIIO CIOPHBIM BOIIPOCAM TPY/OBBIX OTHOIIEHMI. 3a4acTyIO
HeQOXOAMMOCTb BO3HMKAET He TOTIbKO B [JOKYMEHTAaX, XPaHAIINXCS

* B KafipoBoii CIy»<6e XpaHATCs JOKYMEHTBI, BBIILIE/IIIIE 13 OLIePAaTUBHOI paboTBI, HO He Iepe-
AaHHbIE B apXuB. [Ipy 9TOM HY>KHO HMETb B BUJY, YTO 3aKOHYECHHBIE [ICTIOIPONM3BOJICTBOM fie/a
€O CPOKOM XpaHeHus CBbille 10 JIeT IIepejaloTCs B apXMB He PaHblIle YeM Yepes rojl i He Io3xKe
yeM Yepes 3 rofa mocie ux 3apepiieHns. Jlema co cpokamu xpaHenns 1o 10 et B apxuB opra-
HM3AIN He IePejaloTCs ¥ XPAHATCA B CTPYKTYPHOM IOfpasfienieHun. B kaipoBoit ciysk6e a1u
HOKYMEHTBI MOT'YT XPaHIUTHCS Ha CTE/IaXaX, B ceriax Mam HeCropaeMbix IKadax Kak B moMe-
ILEHNI CAMOJ CTY)KOBI, TAK ¥ B CIIEI[Ma/IbHO OTBEJIGHHOM JI/IsL 9TOTO IIoMeljeHn. — [Ipumeu. asm.
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B JIeTIONIPOU3BOJICTBE, HO U B PeTPOCIIEKTUBHBIX JOKYMEHTAX, KOTOpbIe
XpaHATCA IUII/ITCHIJHI)H?I IIEpNOL B apXMB€ OpraHM3annn. B cBa3u c satum
MH(OPMALVIOHHO-CIIPaBOYHAs pabOTa B [IeSITeNIBHOCTY KaPOBOL CIIy KOBE
IOJDKHA OBITh XOPOIIIO OpPraHM30BaHa, a IMIOUCK HeoOXomMMoit MHGOP-
MaLMy ¥ JOKYMEHTOB JJO/DKEH OCYIeCTB/IATbCS MaKCUMaIbHO OBICTPO.

OTUM LeIAM CITYXKUT Lie/Iblil KOMIUIEKC CPEICTB, COCTABMSIONIUX
MH(OPMALMOHHO-IIOMCKOBYIO CUCTEMY KafIpOBOII CTy>KOBI.

K aTm cpepmcTBaM OTHOCATCS:

— OCHOBHBIE YUeTHbIE JOKYMEHTbI KaZpOBOII CITYKObI (TPYHOBBIE
KHIDKKY U TMYHbIE KAPTOYKU PaOOTHIKOB);

- peructpanyoHHble GOPMBI Kaf[POBBIX LTOKYMEHTOB, BK/II0Yas
ABTOMAaTV3MPOBAHHYIO PETUCTPALINIO;

— JIMYHBIE [iena pabOTHMKOB (eC/iy OHM BEEYTCS B OpraHy3aIin);

— HOMEHK/IATypa Iell KaZpOoBOIl CIy>KOBL;

- HpaBWIbHO cHOPMUPOBAHHBIE ¥ XPAHALIMECS e/la, COfepKa-
1IMe KaJpOBYIO JOKYMEHTAIVIO.

ABTOMaTH3MpOBaHHAs perucTpalyus KafipoBbIX JOKYMEHTOB
1103BOJIsIeT OOJIee OIepaTBHO BECTH MHQPOPMAIYIOHHO-CIIPAaBOYHYIO
paboTy 10 KagpoBOIl JOKyMEeHTAIMIL, TaK KaK ITOVCKOBBIE 3aIIPOCHI
00pabaThIBAIOTCSI 3HAYUTENHHO OBICTPEE, KPOME TOTO, TOUCK MOXKET
OCYIIeCTB/IATBCS CPasy 1o [PYIIIie HOKasaTeIell, YTo jaeT BO3MOXKHOCTb
IenaTb 6oee peMe THbIE BEIOOPKI TOKYMEHTOB.

Ecnu ¢ aneKTpOHHOI perNCcTPaliOHHON KapTOYKOI! CBA3aH J/1eK-
TPOHHBIIT 06pa3 JOKYMeHTa, TO.€CTb BO3MOXXHOCTb He TOIbKO IIOTYYNUTb
nH(pOpMALUIO 0 MECT HAXOXAECHMS JOKYMEHTa, HO I 03HAKOMUTDCS
C €ro CofilepyKaHMeM.

Opranusanys XpaHeHN s TMYHbIX KapToYeK paGOTHUKOB

JIndHBIe KAPTOYKY PaOOTHUKOB ABJIAIOTCA OHUM U3 3JIEMEHTOB
MH(OPMANMOHHO-CIIPaBOYHON CUCTEMBbI KaJpoBoii cryx6b1. CocTaB
HQOpPMALMY TUIHOI KapTOUKIM II03BOJIAET Hanbosee OBICTPO IONTY-
4NThBCE OCHOBHbIE CBeJIeHMA O PaOOTHIKE, BK/II0Yas IMYHbIE JaHHbIE
PabOTHMKA U JaHHBIE, CBA3aHHbIE C €r0 paboTol B OpraHN3alN
(cM. 3amonHe e pas/eNioB TMYHO KapTOUKN).

Tak xax B IMYHBIX KAPTOYKAX COMEPKATCS IEPCOHAIbHDBIE TAHHDIE
PabOTHMKOB, XPaHUTD UX CTeAyeT B 3aIUIIEHHOM OT CBOOOJHOTO
IOCTYIIa MecTe. ITO MOXKeT OBITD celid MV 3aNMpaomNIics Ha KoY
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Hecropaemblii mkad. JoCTyI K IMYHBIM KapTOYKaM JO/KHBL IMETh
TOJIKO COTPYAHUKY KaJpOBOJI C/IY>KOBI, OTBeYaIolyie 3a UX BefleHNE.

B 3aBUCHMOCTY OT KONMMYeCTBA pAaOOTHUKOB JINYHBIC KAPTOUKIH
XpaHATCA B CIeLMa/IbHBIX KapTOTeKaX, KAPTOTEYHbIX MIKadax C\II0f-
BECHBIMI ITAIIKaMM V/IY B OOBIYHBIX MAIIKAX C Pas3he/n1nTe/IaMIL.

JIv4HbBIe KaPTOYKM YBOJIEHHBIX PAOOTHUKOB M3bIMAIOTCATIXPAHATCS
otziennbHO. CUCTeMAaTU3UPYIOTCS OHM 10 TOAaM yBO/LbHeHMs paboT-
HIKOB, @ BHYTpM — 110 an¢aButTy. CpoK XpaHeHMs TNIHBIX KapTOUeK
paboTHykoB — 75 (50) net (cT. 658 IlepeyHs TUIOBBIX YIIpaBIeHYeCKIX
apXMBHBIX JOKYMEHTOB, 00pa3yIoNXcs B IpOMeceeiesi TeTbHOCTI
TOCYJAapPCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CaMOYIIpaB/IeHU A
U OpraHM3anNiL, C yKasaHueM CPOKOB XpaHeHus, YIBEPKJeHHOIO
ITpuxasom Munkynsrypsl Poccyun ot 25.08:2010 Ne 558).

CI/ICTeMaTI/IsaHI/I}I JINYHBIX KaPTOUEK

I[Tpu HeGoNMBIIOM KOMYEeCTBE KAPTOUeK OHVI CHCTEeMaTU3NPYIOTCA
TOJBKO 1O a7naBuTy. B KpyITHBIX OPTaHU3aMAX KapTOYKI MOTYT OBITH
CHCTEMATU3MPOBAHBI 10 CTPYKTYPHBIM HOJpasle/eHNAM, 2 BHYTPU
HUX — TaKoKe 110 paMunsM paGOTHUKOB B a/1paBUTHOM HOPSIZIKe.

He cnegyeT nomemaTs /WSHbIC KAPTOUKY B IMYHBIE flefla paboT-
HMKOB, TaK KaK B 9TOM CIIy4ae /iBa 3/IeMeHTa MHPOPMaLVIOHHO-
IIOMCKOBOJ CUCTEMBI KAJPOBOJL C/TY>KObI IPEBPAIAIOTCS B OJUH.

JIndHBIe KAPTOYKHM YIOOHOMCIIONb30BATh B Ka4eCTBE CPeCTBA
OIIepaTUBHOTO NOKEKA MH(pOPManNM 0 pabOTHIKE, B TO BpeMs KaK
o6paiarbcs K IMYHBIM Ie/laM MMeeT CMbIC/T TOTIbKO TOTZIa, KOT/ia HeoO-
XOJIMIMbI HENIOCPE/ICTBEHHO)TOKYMEHTDI O €I0 TPY/OBOM AeATENbHOCTI.
Kpowme Toro, muyHble KapTOUYKM MCIOMb3YIOTCA [/IA yUeTa OTIYCKOB
pabOTHMKOB. VI3BIMATDb UX 13 IMYHBIX Jel /11 BHECEHM 3aIceit
00 OTIYCKaxX I10 HECKOJIBKO pa3 B IOfj HePAI[IOHA/IbHO.

HoMmeHnkarypa gen KagpoBoil c1y>K0b1
KomiuecTBO KafpOBbIX JOKYMEHTOB B KPYIIHBIX OPraHM3ALMAX
ObIBaeT JOCTATOYHO BENMNKO. [[/11 TOro 4TOOBI MOXKHO OBLIO OBICTPO
HAJITV I00bIe JOKYMEHTHI II0C/Ie OKOHYAHVS PabOTHI C HUMM, OHU
TOMKHBI OBITh CUCTEMATU3UPOBAHBI U TTOMEIEHBl Ha XpaHeHe
B,COOTBETCTBUI C OIPefie/IeHHOI cxeMoit. CUCTeMaTn3annio JOKy-
MEHTOB o0ecreqyBaeT HOMEHK/IATypa e/l KafipOBOI CIY>KOBI.
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HoMmeHK/1aTypa fen KafpoBoii CTy>KOBI — 3TO CUCTeMATU3VPOBAHHBII
mepedeHb 3ar0/IOBKOB JIeTl, 3aBOIMMBIX B IIPOLIECCE €€ eTeNbHOCTI,
C yKasaHMeM CPOKOB ux xpaHeHus. OHa paspabarbiBaeTcs CaMOli
CHy)K6OI‘/'I U ABISACTCA OI[HOBpeMeHHO " CaMOCTOATE/TbHBIM I[OKyMeHTOM,
Y COCTABHOII 4acThIo (pas/ie/IoM) HOMEHK/IATYPBI fie/l OpraHUSaIUL:

HoMeHkstatypa e pelaet cefyomiue 3ajadn:

— CJIyXIT OCHOBOJ pacIpefie/ieH st Ka/[pOBBIX JOKYMEHTOB B Jie/Ia;

— 3aKpeIUisieT MH/EKCAIINIO e/ KAZPOBOIL CITY>KObI;

- HaMedvaeT IpefBapuUTe/NbHble CPOKU XpPaHEHMUs KagpPOBBIX
JIOKYMEHTOB;

- obecrieunBaeT y4eT JOKYMEHTANTbHOro GPOHAA KafipOBOIL CITy>KOBI;

- JICIIONB3YeTCsI IPU COCTAB/IEHNM OIICel] Ha [jeTa IIOCTOSIHHOTO
XpaHeHVsI U iefia CO CPOKOM XpaHeHsI cBblile, 10 /1eT;

— SIBJISIETCS OJHVM U3 9/IeMeHTOB MHGOPMaLEOHHO - IOMCKOBOI
CHCTeMBI KafjpoBOI CIyX6bl (cM. VIHGOpMANMOHHO-CIIpaBOYHAs
pabora ¢ KafpoBOIl JOKYMeHTaLMet).

HomeHkmaTypa fien Zo/DKHa OXBATBIBATD BCE TOKYMEHTDI, CO3/jaBa-
eMble B IIpoLjecce AesiTeNIbHOCTY KaIpoBOIT CIY>KObI. PaspabaTpiBaercst
OHa B IIOC/IeIHEM KBapTajie TEeKYIIEro TOfa 11 BBOAUTCS B [EICTBIE
C sIHBapsl C/lefiyollero roja. B Hee BKAIOYAOTCS BCe fleIa, KOTOpbIe
OynyT 3aBefieHbl B CIeAyIOUieM LOfy B CTy>KOe KaZlpoB, a TaKXKe Iepe-
XOJisIIe TMYHBIE Jie/ia PA6OTHUKOB.

dopma HOMEHKIAaTy Pbl el CTPYKTYPHOTO IO pa3yeneHns

HomenxmaTypa/ienKaipoBoli cry>KObl nMeeT GOpMy HOMEHKIIA-
TYPBI [ie/l CTPYKTYPHOrO Moapasenenys. Jannasa ¢popma 3akperieHa
B MeToiM4ecKux peKOMeH/JalllsAX 110 pa3paboTKe MHCTPYKIMIL 10
JIeTIONIPOU3BOAICTBY. B.(pefiepabHbIX OpraHaX UCIIOTHUTEIbHON BIIACTI
u IIpaBuax opraHy3anuy XpaHeHNs, KOMIUIEKTOBAHMsA, y4eTa 1 UCIIONb-
30BaHNA/JJOKYMEeHTOB ApxuBHoro ¢goHza Poccuiickoit Pepmeparun
U IPYTYUX @PXVBHBIX JOKYMEHTOB B OPraHaX rOCYapCTBEHHOI BIIACTH,
OpraHax MecTHOTO CaMOYIIPAB/IeHVA M OPTaHM3ALVIAX, YTBeP>K/IeHHbIX
npuKasoM MyuHKynbTypsl P® ot 31.03.2015 Ne 526.

HoMeHKIaTypa fien cocTaB/IsAeTCs Ha 6/1aHKe OPTaHVU3aIVI U COIEPKUT
0(hOPMIAIOLITVE PEKBU3UTBL: HAVIMEHOBaHIe OPTaHV3aIVI, HaYIMEHOBaHIe
CTPYKTypHOTO Tofpaszenenys, Bup fokymenTa (HOMEHKIIATYPA JIEJT),
IIEPMOJI, Ha KOTOPBbIIT paspabarbiBaeTcs HOMEHK/IATypa (Ha KaKoil Irof).
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TexcT HOMEHKIATYPBI Jie/I IPeACTaB/IeH B TAOMMYHON popMe, KoTopas
COCTOUT 13 5 CTO/NOLIOB, B HUX BHOCUTCS CIeAyIONIast MHPOPMAIL:
HOMep II0 IIOPSAIKY, 3aT0TI0BOK Jie/Ia, KOIMYEeCTBO TOMOB (YacTel), Cpok
XpaHeHI/IH n HOMep CTaTbM 11O Hepe‘IHIO, HPI/IMe‘IaHI/IH.

IToxroroB/ieHHast HOMEHK/IATYpa e/ HOAIUChIBACTCS PYKOBOAUTEEM
KaJpOBOII CTy>KOBI U COI/IACOBBIBAETCS C 9KCIEPTHOVWKOMIICCUE
CTPYKTYPHOTO IIOfIpa3fieleHus (IIpy ee Ha/IMIMy CTaBULCH TPU cora-
COBaHMA C Hel).

CocraBrenue HOMEHK/IATyPhbI JE/L

HomeHkaTypa fie/t KaipoBoii Cy>KObI COCTaBIACTEA B [IOC/IE[HEM
KBapTajle TeKyIero rofia Ha cefyomuit roff. Ilpu ee paspaborke 3a
OCHOBY MOXXeT ObITb B35ITa TUIIOBAs WM IpUMePHAsA HOMEHK/IaTypa e/l

TumoBas HOMEHK/IATYpa yCTaHABIMBAET COCTAB e/, 3aBOAIMBIX
B OJfHOTHITHBIX Opranu3amyisix. OHa siB/IsIeTCs HOPMATVBHBIM, a C/Ie0Ba-
Te/IbHO, 00513aTe/IbHBIM JOKYMEHTOM /I 9TUX OpraHu3aryit. IIpumepHas
HOMEHKJIATypa [/l OIpefiesieT BOSMOMKHDIA COCTAB e/, 3aBOAVIMbIX
B OJJHOTUITHBIX OPTaHM3ALVIIX, YL HOCUT,PEKOMEH/IATeIbHBLIT XapaKTep.

TunoBble 1 IpUMepHble HOMEHKIATY PbI /i€l pa3pabaTbIBAIOTCS
TOJIOBHBIMM OpraHM3alVAMM g IIOABEJOMCTBEHHBIX OpI‘aH]/I3a].U/H/U[
¥ BKJIIOYAIOT BECh COCTAB JOKYMEHTOB OPTaHM3ALVIN, BK/IIOYast pasziesbl,
HOCBSIIIIeHHbIe KaJPOBOIlIOKYMEHTALINIL.

Ec/n /11 KOHKpeTHOM QPTraHy3a1y He pa3paboTaHO TUIIOBOI VTN
IPYMEPHOIT HOMeHKIATYPBL €71, TOTia HOMEHK/IATypa fien paspaba-
THIBAETCsI OPraHUSALUENT CAMOCTOSITEILHO.

Pa6oTy 1o pa3paOOTKe HOMEHKJIATYPbI [/l KaJpOBOI CITy>KOBbI
OpraHusyeT U BO3IIAB/IACT €€ PYKOBOJNUTEIb.

IIpexxie Bcero, Mpy MOATOTOBKE HOMEHK/IATYPBI C/IEAyeT COOMI0AATh
Tpe6oBaHusl, 3aUKCHPOBAHHbBIE B MeTOLMYECKNX pEKOMEHAALMAX
110 pa3paboTKe MHCTPYKIWIL II0 [eIONPON3BOACTBY B (efepanbHbIX
OpraHaX MEHOTHUTeTbHOI BracTu 1 [IpaBuiax OpraHusariny XpaHeHus,
KOMIIIEKTOBAHIIA, y4eTa U UCIO0/Ib30BAHNSA JOKYMEHTOB APXIBHOTO
dbonzga Poceniickoit Pefepaninit u APyrux apXUBHBIX JOKYMEHTOB
B.OpTaHaX roCyAapCTBEHHOI B/IACTH, OPTaHaX MECTHOTO CaMOYIIpaB-
JIEHUSL V1 OPTaHN3ALVIIX, YTBepPXK/JeHHbIX [IprKkasoM MUHKY/IBTYpbI
P® o1 31.03.2015 Ne 526.

OCHOBHOII 3aj1adert PV COCTAB/ICHNY HOMEHK/IATYPbI SIB/IETCS
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KOppeKTHOe (OpMYIMpOBaHNE 3aT0IOBKOB JieJI C Y4eTOM COCTaBa
TOKYMEHTOB KaJpOBOII CITYXKOBI.

Ecnm pns opraHmsanyy paspaboTaHa TUIIOBAs YUIM IIPYMEPHas
HOMEHKJIATypa JIe/, TO IEPBOHAYAIbHO B HOMEHK/IATYPY JIe/l BHOCATCH 3aro-
JIOBKM 113 TUIIOBOJ IV IIPYMEPHOI HOMEHK/IATYPBI JIETT, 3aTeM OHM KOHKpe-
TUBUPYIOTCS C YIETOM CTIeH(IKI JeATeIbHOCTY KOHKPETHOI OpFaHy3aLyiA.

Ecnu Tunosoii u mpuMepHOii HOMEHK/IATYPhI HET, TOIfa CnefyeT
IIPOaHA/IN3UPOBATh COCTAB IOKYMEHTOB KaJIpOBOIL CITy>KOBI i1 cop-
MY/IMPOBATb 3aTO/IOBKY TAKVM 06Pa3oM, YTOOBI OHM YeTKO 1 IOHATHO
OTpakaju, KaKye JOKYMEHTDI JO/DKHbBI IO BAThCABKKIO0E JIEI0.

K popmynupoBke 3aro1oBKoB e/ KaipOBBIX, JOKYMEHTOB IIPe/bsIB-
JIAI0TCA 061ye TpeboBaHNA. 3ar0/I0BOK 0/DKEeH HAUMHATBES C YKa3aHMA
poia 3aBOAMMOTO Jena (IIepernycka, JOKyMeHTBI; Iefo) WVl C HauMeHOBa-
HIA BUJIA IOKYMEHTa (IIPMKa3bl, IPOTOKOIbI, CIPABKM, AKTHI, JOK/IaTHbIE
3aIMCKY U T. ). 3aTeM Cofiep>KaHue 3ar0/I0BKOB, KOHKP e TU3UPYeTCs
C IIOMOILIBIO JAHHBIX 00 aBTOpe JOKYMEHTOB, aipecaTe, BOIIPOCE, B HUX
OTpa’KeHHOM, IIEPHO]i€e, 32 KOTOPDIil OTKIafbIBAIOTCA TOKYMEHTDL, U T. [,

IIpu cocTaBeHNM 3aro/I0OBKOB Jie KaJlpOBbIX JOKYMEHTOB CIEfyeT
TIOMHUTD, YTO KaJJpOBble IIPMKa3bl JO/DKHBI TIOMEIATHCA B [Ie/Ia B COOT-
BETCTBUY CO CPOKaMM VX XpaHEHIi — IPUKa3bl CO CPOKOM XPaHEHMA
50 et popMMPYIOTCH B J1e7I0 OTAE/IBHO OT IIPYUKA30B CO CPOKAMI XPAHEHNA
5 et. B oTnenbHble Aena GOPMIPYIOTCA ITIHbIE fie/la pAOOTHIIKOB, /INYHbIE
KapTOYKM PaOOTHMKOB, TPYHOBBIE IOEOBOPBI PAOOTHIKOB, TPYOBbIE KHIDKKIL.

3aronoBKu Jienl paCHONAraioTcsa B HOMEHK/IAType B ONpefie/IeHHOl
IIOCTIE/IOBATE/IbHOCTH.

JupekTuBHbIe MaTepyajibl (OpraHM3aLOHHbIE Y PACIIOPATUTE/Ib-
HbIe JIOKYMEHTbI) BBILIECTOSINX OPraHOB UYT IIEPBBIMI B 0011eM
IepevHe fIell, lanee UAeT OpraHM3alMOHHAA JOKYMEHTalA KapOBOIi
CITy>KOBI, BK/IIOYAs cCaMy HOMEHK/IATYPY feJl, HOC/Ie IepedNCIaoTCsa
Jea ¢ paClopARUTE/IbHBIMY, IIJITAHOBBIMM ¥ OTYETHBIMU JOKYMEHTAMM,
Jlanee — MepenycKa 1 MHbIe NHGOPMAIMOHHO-CIIPABOYHbIE JOKYMEHTBI.

Brpadie 4 HATIPOTIB KaKOTO Jie/ia IPOCTAB/IACTCSA CPOK €TI0 XPaHEeHNIAL.
"TunoBbIe CpOKY XpaHeHNA yKasaHbl B [lepeuHe THIIOBBIX yIIPaB/IeHYECKIX
APXMBHBIX JOKYMEHTOB, 00PasyIOLMXCsI B IPOLIeCCe AesTeNbHOCTI
TOCYHAPCTBEHHBIX OPTaHOB, OPrAHOB MECTHOTO CAMOYIIPABJIEHMsI M Opra-
HU3aIMI C yKasaHMeM CPOKOB XpaHeH!s, yTBepxkjeHHoM IIprukasom
MumKynbrypel Poccun ot 25.08.2010 Ne 558. OHM TpocTO IepeHocATC
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B HOMEHKJ/IATYPY JieT KafIpoBoii cy»kObI 6e3 naMeHeHnit. B rpade 4 pagom
CO CPOKOM XPaHEHM TAK)Ke YKa3bIBA€TCSA HOMEp CTaThy 110 IIEPEYHIO.

HomeHrkaTypa e oTfiena KaJjpoB HOAIIMChIBAETCS PYKOBOIUTE/IEM
Ka/JpOBOII CITyObI, COI/IACOBBIBAETCS C SKCIIEPTHOI KOMMCCHEI CTPYK-
TYPHOTO IIOApasielleHns (eC/Iu TaKas ecTb).

K HOMeHK/IaType e/l CTPYKTYPHOTO MOfipas/ie/leHNs 10 OKOHYaHUY
KajIeHJTAPHOTO TOfla COCTAB/IAETCSA UTOTOBAs 3aINCh IO hopMe, YKa3aHHOI
B npmioskeHnu 25 K I1paBunaM opraHusanyy XpaHeHs1, KOMIVIEKTOBaHA,
ydeTa ¥ MCIIO/Ib30BaHsA JOKYMeHToB ApxuBHOTo dponma Poccuiickort Oene-
panyu ¥ IpyTUX apXMBHBIX JOKYMEHTOB B OpraHaX fOCYapCTBEHHON Byla-
CTH, OpraHaX MECTHOT'O CAMOYIIPAB/IEHNs ¥ OPTaHU3ALVAAX, YTBEPKeHHbIX
ITpukasom Munkynsrypst PO ot 31.03.2015 Ne 526. Ilocne sToro fienmaercs
OTMeTKa O Tlepefjade NTOTOBBIX CBefleHit B Smy>k0y JJOY opranmsanym.

ITpukassl co cpokoM xpaHeHU: 75 1eT (50 n1et).
IIpukaspl cO CPOKOM XpaHeHNA 5 JIeT

CocTaBIAA 3ar0NOBKM JI/IA e/ KAJPOBOIT CMY>KOBI 11 3aTeM GOpMUPY
KaJIpOBbIe IPUKA3bI B JIE/Ia, CTIEfyeT IMETh B BUJTY, YTO 9acTh KaJ[pOBBIX
[IpMKa30B NMeeT CPOK xpaHeHuUsi 50 1mer (cosmanubre 1o 2003 roxa
XpaHsATCA 75 J1eT), a Apyras dacTb IPUKa3oB — 5 JIeT.

OpHO 13 OCHOBHBIX IIPaBII GOPMMUPOBAHMNS JIe/l 3aK/II0YaeTCs
B TOM, ‘ITO6I)I I'pyIIMpOBaATh B OTAC/IbHBIC [1€/1a NJOKYMEHTDI C pa3HbIMUI
CpOKaMI XpaHEHNA.

IToaToMy B KafipOBOM JIeAOIIPOM3BOJCTBE /I Ka[POBBIX IIPMKA30B
JIO/DKHO OBbITD 3aBefieHO, MIHIIMYM /1Ba [ie/Ia: OfHO — J/L IPUKA30B CO CPO-
KOM XpaHenus 50 JIeT, ApyTroe — I IPUKA30B CO CPOKOM XPAHEHNs 5 JIET.

OnHako, ec/u KafipoBbIX IIPUKA30B OUYeHb MHOTO, OHY MOTYT ObITh
c(opMIpPOBaHbI B fig/ia He TOTIbKO B COOTBETCTBIUM CO CPOKAMM XPaHeHMs,
HO U 110 Pa3HOBMJHOCTAM IIPUKA30B.

K pagHOBIEHOCTAM IPMKA30B CO CPOKOM XpaHeHN: 50 IeT OTHOCATCA
IIpMKa3bl:

<o mpueMe paboTHMKA Ha paboTy;

- 00 yBO/IbHeHMY pabOTHUKA (TIpeKpalleHNN JefiCTBIA TPYAOBOTO
HOroBOpa’c pabOTHUKOM);

= 0 IlepeBofie pabOTHMKA Ha IPYTYI0 paboTy;

— /0 COBMeIIleHNN IOTDKHOCTeI/Ipodeccnii;

~ 00 N3MeHEeHNN YCTIOBMIT TPYIOBOTO I0TOBOPA;
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— O HampaB/IeHNV pabOTHMKA B [UINTETbHYIO 3apyOeXHYI0 KOMaH-
IVMPOBKY;

— O IIPeIOCTAB/IEHNN OTITYCKA IO YXO[y 3 Pe6EHKOM /10 TOCTVIKe=
HUS UM BO3PACTa IIONyTOPa, TPEX JIeT;
00 M3MEeHEHNN [IepCOHA/IbHbIX JAaHHDIX;

0 COBMeIlleHIH IOI>KHOCTeI;

— 00 MCIIOTHeHUM 0053aHHOCTEN;

0 MOOLIpeHny PabOTHNKA 1 AP.

K pasHOBUHOCTSIM IIPUKA30B CO CPOKOM XPaHeHMsI 5 TeT OTHOCITCS

IIPUKAa3bL:

— 0 @XerOJHOM OITAYMBAEMOM OTIIYCKe, ITlepeHO0ce OTITYCKa, OT3bI-
B€ U3 OTIIYCKa;

— 0 HalIpaB/eHUM pabOTHMKA B KOMaHMPOBKY;

— O BbIHECEHVM ¥ CHATUM JVICUUIIITHAPHOTO B3bICKAHIA;

— O IpMBJIEYEHNN K CBEPXYPOYHOII pabOTe;paboTe B BHIXOIHBIE
U Ipa3gHIYHbIE THI;

- 006 oTcTpaHeHuM OT pabOThI, TPEKPALIECHUY OTCTPAHEHN 1 JIOITy-
CKe K pabore 1 Jip.

OTpenbHOE Iemo MOXKeT ObITh 3aBEAeHO I KaXK/I0/l OTIE/NbHOI
Pa3HOBU/JTHOCTY NPYMKAa3a VUM [JIA I PYIIIBI IPMKA30B.

B gacTHOCTH, YaCTO IPAKTUKYIOT C/IeAyIoliee fe/leHle Ha TPYIIIIbL:

— IIpMKa3bl O IIpreMes fiepeBOfie, YBOIbHEHNY PAOOTHIKOB;

— IPUKAa3BL O IpefiOCTABICHUI OTIIYCKOB paOOTHIIKY, HallpaBJIe-
HIUU B KOMaH/IMPOBKY M TPYLHE.

Ecmu B xazipoBoit Ciry»x0e BefyTCs TOMbKO [iBa fejla ¢ Ka[pOBbIMU
IIpUKa3aMI, ie/ia MOTYT HadbIBaThCA «IIprKasbl IO TMYHOMY COCTaBY
3a ... Tofi» JI/I1 IPUKA30B cO CpOoKOM XxpaHeHus 50 et u «IIpukassl mo
KaZpaM 3a ... TOfi» I/Li OCTaJIbHBIX KaJIpOBBIX IIpKKa3oB. Ecim fema
BelyTCs HA KOKIYI0 Pa3HOBUJHOCTD IIPUKa3a, TO OHYM Ha3bIBAIOTCSA
cooTBeTcIBeHHO «IIpyKasbl 0 IpueMe pabOTHIKOB Ha paboTy 3a ...Tof},
«ITpyKaspl O)BbIHECEHNN AVICLUIIIHAPHDIX B3bICKAHMIA 3a ... TOT» U T. .

Cpokxu xpaHeHN s KapOBOIl JOKYMEHTAL N
B cootBercTBuu co crarbeit 17 D3 ot 22 okts16ps 2004 . Ne 125-O3
«O0 apxuBHOM gerne B Poccuiickoit Oepepanyum» «rocygapcTBeHHbIE
OpTraHpl, OpTaHbl MECTHOTO CaMOYIIPaB/lIeH):, OPTAHU3ALNN U TPAXK-
IaHe, 3aHMMAILIeCs IPeNIPUHIMATENbCKOI TesTeTbHOCTHIO 6e3
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o0Opa3oBaHus IPUANYIECKOTO IMIIa, 00513aHbI 00eCIeYnBaTh COXpaH-
HOCTD apXMBHBIX TOKYMEHTOB, B TOM 4MCJI€ JOKYMEHTOB I10 IMIHOMY
cocraBy». CpOKM XpaHEHUSA 9TUX JJOKYMEHTOB OIPEE/IAIOTCA BIlepey-
HSIX, U3JJAHHBIX (efilepalbHbIM OPraHOM MCIIOTHUTETbHOI BIACTH,
YIIOIHOMOY€EHHBIM Ha 3T0 [IpaBurenncTtBom Poccuiickoi Depepanymn.
ITepeunem, cofepKalyM TUIIOBbIE CPOKM XpaHEHW A YIPABIEHYECKON
AOKYMEHTal M, B COCTaB KOTOPOI‘/'[ BXOANMT B TOM 4YMCJIE U KagpoBaAa
TOKyMeHTals, AB/AeTcA IlepedeHb TUIIOBIX yIIpaBIeHYeCKIUX apXMBHBIX
JIOKYMEHTOB, 00Pa3yIOIVXCA B IIPOL[ecce AeATeIbHOCTY TOCYIapCTBEH-
HBIX OpPraHOB, OPTaHOB MECTHOTO CaMOYTIpaB/IeHNAM, OpPIraH3 AL,
C yKa3aHIeM CPOKOB XpaHeHM, yTBep>kieHHbII IlpnKasom Munn-
crepcTBa KynbTypsl Poccuiickoit @epepanun'or 25.08.2010 1. Ne 558.
B sTOM nepevHe Ha3BaHbI CPOKY XpaHEHNs, PasIMYHbIX BUIOB JJOKY-
MEHTOB, CO3/JaBaeMbIX B OpraHM3alUAX/IIpy NpueMe, IepeMelleHn,
YBOJIbHEHWN, HaTpaK/IeHNN, aTTecTanym paboThauxos. HaspaHbl Taxoke
JIOKYMEHTBI yueTa pabOTHIKOB, JOKYMEHTbI, KOTOpPbIe XapaKTepU3yIOT
IIpaBOBBIE, TPY/IOBbIE U APYTVE B3aMMOOTHOLIEHN A OT/I€/TbHBIX JINI]
¢ paborozarenamu, JOKYMEHTbI, KOTOPBIG IIOATBEPK/AI0T TPYZIOBOIT CTaX,
OIIIaTy TPYJa, USMEHEHNA B JOKHOCTHOM U COLIMA/IbHO-TIPAaBOBOM
HIOJIOXKEHMM PabOTHUKOB, IOJIydeH e 00pa3oBaHys YIAIVIMUCS U T. 1.
IIpnm ycranoB/IeHNy CPOKOB XpAHEHNA JOKYMEHTOB II0 ITYHOMY COCTaBy
TaKKe CTIeAyeT yIUThIBATH MOMoXKeHyA cTaTbhy 22.1 O3 «O6 apxuBHOM fiere
B Poccmiickon @epepalinny, B KOTOPOil TOBOPUTCH, YTO JOKYMEHTHI IO
JIMYHOMY COCTABY, 3aKOHYEHHbIE [€/I0NPOU3BOACTBOM 0 1 auBapsa 2003
rofia, XpaHATCA 75 /IeTya JOKYMEHTHI II0 TMIHOMY COCTaBY, 3aKOHYEHHbIe
JeIonpousBOACTBOM 1oc/aer] suBaps 2003 ropa, xpanarcsa 50 sier.
J1a onpenienenis CpOKOB XpaHEHNA KaJpOBOI JOKYMEHTALUI Kagpo-
BbI€ CIIELVA/IVICThI BIOCHOBHOM VICIIO/IB3YIOT CIEAYIOLINE PA3/IENbl IIEPEYHs:
- pasgenl «Opranusanysa CUCTeMBbl yIpaB/IeHA» — B HETO BK/IIOYe-
HBI IITafHOE PachycaHMe, IIONIOXKeHNEe O CTPYKTYPHBIX IIOfpasfieNeHNAX,
HOMEHKJIATYPa JO/DKHOCTEN, JO/DKHOCTHbIE MHCTPYKIMY PaOOTHIKOB;
< pasgen 7 «IpymoBble OTHOLIEHNA» — BK/IIOYAeT JOKYMEHTBI
10 OPTaHM3aINM TPY/iA, HOPMUPOBAHMIO TPY/A, TapUMKALM, OTIIa-
Te TPYfia; OXpaHe TPy.a;
= paspen 8 «KagpoBoe obecrieueHie» — COREP>KUT JOKYMEHTBI 0 pabo-
Te C KafipaMut: IIpyieMe, IlepeMellieHNM, YBO/TbHEeHV PAaOOTHIKOB, TTOBbIIIIe-
HIY VX KBa/TVVKALVI, TTPOBEZICHNI aTTeCTAIINM, & TAKXKe HATPaXKIeHNI.
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Hauboee BaXXHbIMI CTaThbAMU II€pEIHA AB/IAKOTCA:

Homep Cpok
Bup moxymenTa IIpumevyanne
CcTaThu XpaHeHUs
Verasbl (1MonoKeHUs) 0 COOMIoIeHN
AVICLIUIIIVHBI TPYAA:
571 | a) 1o mecTy paspaboTku Hocr
U YTBEPXKJICHWS; '
6) B ApyIruX OpraHM3anuax Ho samentr
Py P HOBBIMU
(1) IIprtcmaHubIe
JIS1 CBEMleHST —
576 | KommekTuBHBIE JOTOBOPBI Iocrt. ** (1) A A
N0 MUHOBAHMSI
Hago006HOCTU
(1) ITpu TsDKeNBIX,
586 Tabenu (rpadukn), XypHaIbl 57m.(1) BPEIHBIX I
ydera pabodero BpemeHM ’ OIIACHBIX YCTIOBUSIX
Tpyga — 75 L.
JIoka/bHble HOPMATUBHbIE
aKThI (II0/I0KEHUH,
MHCTPYKIUM) O HEPCOHATBHBIX
655 JAHHBIX pabOTHMKOB: (1) Hocre 3ameHs
a) 110 MeCTy pa3paboTku HOBbIMI
Y pasp TTocr.
Y YTBEPIXK/JeHIST;
6) B [pyTUX OpraHM3aIUsx 3r.(1)
JInanbie ena (3asB1eHs, KON
[IPYKA30B U BBIIIVCKI U3 HUX,
KOIINY JINIHBIX JOKYMEHTOB,
JIUCTKY T10 y4eTy/KafpOB, aHKETDI,
aTTeCTAlVIOHHBIeINCTBII AP.)(1):
(1) Bugsr
a) pyKOBOVTeNneil opraHn3arun; IOKYMEHTOB,
YJIEHOB PyKOBOZATIINAX; BXOJALIX
VICIIOJTHUTE/TbHBIX, KOHTPOJIbHBIX B COCTaB
OpraHoOB OpraHU3aLIL; WIEHOB JIMYHBIX e/l
656 | (memyTaToB)IPENCTABUTENbHBIX OIpefie/IeHHbIX
opranos Poceniickoit Pepepaunuy, IMoct. ** | Kareropuu
cy6bexToB Poccniickoit Oenepariy, PpabOTHUKOB,
OPraHOBIMECTHOTO CaMOYIIPAB/ICHIIS; yKasaHbl B
PaboTHNMKOB, MMEIOIINX COOTBETCTBYIOIIEM
TOCyapCTBEHHBIE 1 MHBIE 3BaHMA, 3aKOHOJIATEIbCTBE
IIpeMIAVE; Harpajibl, CTETIEHN 11 3BaHNS;
0) pa0OTHMKOB, B T. 4.
TOCY[APCTBEHHDIX IPAXKJAHCKIX 75 . 91K
Y-MYHVIVIIATbHBIX CTY>KAIIX
TpynoBblie 1oroBopsi (cyxe6HbIe
KOHTPAKTBI), TPY/JIOBbIE COTTIAIIIEHVISL
657 PaKTE1), TPy > | 751 91K

AOTOBOPbBI TIOJAPAAA, HE BOLIENIINIE
B COCTAB IMYHBIX AETT
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JInyHoe rermo paGoTHMKA

B coorBerctBum ¢ 'OCT P 7.0.8 CVIBU]I «[lemonponsBoacTBO
U apXMBHOe Jiefnio. TepMIHBI U OTIpeleeHNsI» «Iel0» — 3TO JOKYMEHT
MY COBOKYITHOCTD IOKYMEHTOB, OTHOCAIMXCA K OTHOMY BOIPOCY
WIY YYACTKY AeSATeTbHOCTH, IOMEIIEHHBIX B OTAE/IbHYI0 OOOKKY:

Ocobas kareropus e, 06pas3yomuxcs B IesATeIbHOCTI KaIpOBO
CITy>KObI, — 9TO JINYHBIE fIefla PAOOTHNUKOB.

JInaHoe fieno pabOTHMKA — 3TO CUCTEMATU3UPOBAHHBIN KOMITTIEKC
ITOKYMEHTOB, COTlepP>KAIIX CBeTeHNs O pabOTHIKE 1 O er0 TPYLOBOIl
IeATe/IbHOCTU B KOHKPETHOI OpraHU3al[UN.

BepneHye MUYHBIX Jie/l B KOMMePYeCKVX OPraHM3alysIX He perylaMeH-
TUPOBAHO U He SIB/IIETCS 00s13aTe/IbHBIM, B OT/IMUNIe OT FOCYAAPCTBEH-
HOJI TPXXaHCKOI CITY>KObI, T7ie 00513aTe/IbHOCTD BEeIEH st IMYHbIX Jie
oIIpefieieHa B psAfie MpaBoBbIX akToB PPy K 3TM ITpaBOBLIM aKTaM
otHOcATcA: DefepanbHblil 3aKoH OT 27.05.2003 Ne 58-D3 «O cucre-
Me TOCYHapCTBeHHOI cny>X6bl Poccuiiekoit Pepeparnym» (cT. 14),
QepepanbHblit 3akoH oT 27.07.2004 Nev79-®3 «O rocymapcTBeHHOI
rpakjgaHcKoll cnyx6e Poccuiickont @emepanum» (ct. 42) u Ilono-
YKeHJIe O IepCOHa/TbHBIX JJaHHBIX TOCYAAPCTBEHHOTO IPaKTAHCKOTO
crmyKautero P® u BeleHny ero MYHOIO fie/a, yTBEPXKJEHHOE YKa3oM
IIpesupenta PO or 30.05:2005 Ne 609.

Ecnn komMmepueckasd opraHU3aI s IpUHIMAET pelleHNe BeCTI
NMYHbIE fena paboTHUKOB,/OHa MOXKET BOCIIONb30BAThCS Ha3BAHHBIMM
BBIIlle TPAaBOBBIMY @KTaMy/B KauyeCTBe METOAMYECKUX MOCOOMI
U OPTaHM30BaTb(9TY,PabOTy B COOTBETCTBUM C TPeOOBAHMUAMI,
B HUX 3aKpeIIeHHbIMI,

B oTmdne ot 6O/IBIINHCTBA [ieT KafpOBOIT CIY>KObI TUIHbIE e
BeyTCs He B Ipefie/IaX KaJeHAApHOro TOf1a, a AB/IAI0TCS IepPeXos-
muMu fgeaaMy. OHM BHOCATCS B HOMEHKJIATYPY Ae/l CIeAYIolero
rofia ¢ TeM e MH/IeKCOM.

CpoK XpaHeHuUsI TNYHBIX el PAaOOTHUKOB COCTaBIsIeT 75 JeT
(cT.656 IlepevHs TUIIOBBIX yIIpaB/IeHYECKIX aPXVBHBIX JOKYMEHTOB,
00pasyIoLUXCs B IpOLiecce AesTeNbHOCTY TOCYAaPCTBEHHBIX OPIaHOB,
OpPraHOB'MECTHOTO CaMOYIIPaB/IeHU VI OpraHU3alNIi, C yKa3aHueM
CPOKOB XpaHeHUs, yTBepxKjeHHoro IIpukasom MuHucTepcTBa
Kynbrypsl Poccuiickoit @epeparyuu ot 25.08.2010 . Ne 558).
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CocraB JOKYMEHTOB INYHOTIO JJ€1a Pa60THI/IKa

YunTbiBas, 4TO NOPAJOK BENEHNA NMYHBIX e/l B KOMMEPYECKNX
OpraHusalyAX He perTaMeHTHPOBAH, YETKO He OIpele/IeH U COCTaB
TOKYMEHTOB, KOTOPbIE NIOAIIMBAIOTCSA B IMYHbIE JIe/Ia [/I yCTaHOBAEHUA
COCTaBa IMYHBIX JIE7T MOXKHO MCIIO/Ib30BATD JIBA IOAXOMA.

ITepBblit OAXOM OCHOBAH Ha TOM, ITO TMYHBIE Hefa XPaHATess 75 (50)
JIeT, C/IefOBATe/IbHO, B HYX BK/IFOYAIOTCS TOJIBKO Te JOKYMEHTBI (BK/II0Ya0-
1I[11e IIepCOHA/IbHbIE TaHHbIe PAOOTHIKA 1 KaCAIOIIVIeCs ero TPYHAOBOIL fiesi-
TETIbHOCTH), KOTOpbIe MeIOT CpoK xpaHeHus 75 (50) net. Hampymep, npu-
Kasbl 0 TIpJeMe, IIepeBOfaxX, YBOTIbHEHMY 1 IOKYMEHThI-OCHOBAHNA K HUM.

Bropoii nopxop npeanonaraeT BKIOYeH e B IUIHOE [Ie/I0 TeX
TOKYMEHTOB, KOTOpbIe IlepeuncreHpl B [lonoykennn o epcoHanbHbIX
TAHHBIX TOCYJApPCTBEHHOTO TPaKAaHCKOTO ¢ysKamero PO u Bemennn
€T0 JIMYHOTO JIeTIa, yTBep>KAeHHOM YkasoM ldpesupenra PO ot 30.05.2005
Ne 609, uckmouast crieluUIHbIe /151 TOCYAAPCTBEHHOI IPaXJaHCKOI
CITyObI JOKYMEHTbL. XOTS JaHHOE MO/IOKEHYIe Pa3pabOoTaHO I/ roCy-
IIAPCTBEHHBIX I'PAXKITAHCKIX CITY>KaIIiX, CHEIMaAVCThI KaIPOBBIX CITY>KO
KOMMePYeCKMX OpraHM3aLNIi MOy T UECIIOIb30BaTh €T0O B Ka4eCTBe
METOIMYECKOTO IOKYMEHTa, HOCAIIETO PEKOMEH/ IaTe/IbHbIN XapaKTep.

Kaxk npaBuiio, B /in4Hble e/ PAOOTHIKOB BKIIOYAIOTCS CIEAYIOLIe
TOKYMEHTBI:

— KOIIUY JIMYHBIX JOKYMEHTOB, IIPEOCTAB/ISIEMBIX PaOOTHIKOM
IIpY TIOCTYIUIeHNH Ha pabory (macmopTa, JOKYMeHTOB 06 o6pa3oBa-
HUM U KBa/IMpUKALV; JOKYMEHTOB, IOATBEP)K/JAIOI X [TOBbIIIEHNE
VN TIPUCBOEHYE KBAMUMUKALINY 110 Pe3y/IbTaTaM JOIOTHUTEILHOTO
podeccnoHaIbBHOTO 00pa3oBaHIs, TPYAOBOI KHIDKKH, TOKYMEHTA,
HOATBEP)KAAIOIIEr0 IPOXOXK/IeHVe BOCHHOII IV MHOI CITYXOblI, CTpa-
XOBOTO CBUAETENbCTBALOCYIaPCTBEHHOTrO IEHCHOHHOTO CTPAXOBAHUA);

- COOCTIBEHHOPYYHO 3aIlOJIHEHHAsA M MOAIMCAaHHAs aHKeTHasd
dopma (ecm odopmseTcs);

- IMCbMEHHOE 3asAB/IeHNe PabOTHMKA C TPOCKOOI O IOCTYIUIEHNN
Ha paboTy,(ecm odhopmaeTcs, TaK Kak JOKYMEHT He AB/IAeTCA 004-
3aTEIbHBIM );

— "KOIM# TIPVKA30B O ITpueMe Ha paboTy, IepeBofiaxX, yBOTbHEHNN
1 TOKYMEHTBI-OCHOBAHNA K HUM;

— JIOKYMEHTBI-OCHOBaHMA K KaJJpOBBIM IIPMKa3aM CO CPOKOM Xpa-
HEHNA 75 J1eT, BK/II0YasA 3asBJIeHMA, JOKTAIHbIe I 0ObACHUTETbHbIE
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3aIMCKM, IPECTaBIEHNA, YBEJOM/IEHN, IMCbMEHHbIE COTTIACKA U [Ip.;

- TPYHOBOIL JOTOBOP ¥ JOIOIHUTE/IbHBIE COITIAIICHNSI C paOOTHU-
KOM (9K3eMIUIIPBI paboTomaTerIs).

Taxoxe B IMYHOE /IO MOTYT IOAIINBATLCSA pe3loMe pabOTHIKA,
Ppe3y/IbTaThl TeCTUPOBAHMA IIPY IIOCTYIUIEHUY Ha paboTy, CHIPaBKIL,
IpefocTaB/sieMble paOOTHUKOM IIPY MOCTYIUIEHNN Ha pabOTy (Mefy-
LIVIHCKas CIIPaBKa, CIpaBKa 00 OTCYTCTBUY CYAMMOCTIA), MaTepuasIbl
aTTeCTalMy, JOKYMEHTDI, IO TBEPXKIAIOLINIE USMEHEHNA IIEPCOHATbHBIX
JaHHBIX PaOOTHIKA, COI/Iacye Ha 06pabOTKy IepCOHAIbHBIX JTAHHBIX.

Kpome Toro, B TM4HOE [1e/I0 MOT'YT ObITh HOFIMMTEI JOTOBOPEI
0 MaTepHanbHOM OTBETCTBEHHOCTH, COTTIAllIEH s O\ Hepa3I/IallleH U
KaKUX-100 TaHHBIX U JPYTHUe JOKYMEHTBI.

q)OPMI/IPOBaHI/Ie, BE€OCHUEC N xpaHeHne JMYHbIX €1

dopmupoBaHueM [ KagpoBoil Cy)XKObl, Kak IIPaBIJIO, 3aHMMAETCs
COTPYAHUK, Ha KOTOPOTO BO3/I0KeHbI 9TIobsi3anHoCTI. OH OTBevyaeT
3a COXPaHHOCTb JieJ1 M IIPaBUIbHOCTD PaCIIYBKY JTOKYMEHTOB B JieIa.

Oco60e BHUMaHME B ero paboTe yHelAeTCs TMYHbIM Jie/laM, KOTOpbIe,
B OT/INN4YVI€ B OCTAJIbHBIX €71 KaI[pOBO]?[ C}IY)K6BI, 3aBOJATCA HE B KOHIIE
rofja Ha CTIeAYIOLVIT KaJIeHIaPHB I'Ofl, 2 B TeYeHie BCETo Tofja 10 Mepe
odopmIeHns Ha paboTy HOBBIX COTPY/HIKOB.

JInaHoe fenno paboTHMKA 3aBOANTCS MIOCTIE €T0 IpueMa Ha paboTy,
TO eCTh IOCTIe 3aK/TI0YEH IS TPYAOBOTO JOrOBOPA ¥ M3JJaHUs COOTBET-
CTBYIOLLIETO IpyKa3al

J71s1 TOr0 MCHOMB3YIOTCS MAIKM-CKOPOCIIMBATE/IN VIV MTAIKNU-
PerncTpaTopsl.

Ha o6710)Ke fiefla yKa3bIBaeTCsl HAMMEHOBaHYe OpraHmsanum (ecim
ecTb oduIanbHOE COKpallleHHOe HalMeHOBaHIe, YCTAHOBIEHHOE
B yUpeAUTEAbHBIX JOKYMEHTAX, TO PEIIOYTUTE/IbHEE YKA3bIBATh €T0),
majee ¢/HOBOW CTPOKM MUIIETCS Ha¥MEHOBaHNUe KaZpOBOIl CITY)XObI
(«Otpen KagpoB», «Cry>k6a yIpaBieHysI IepCOHANOM» 1 T. A.). ITox
Ha3BaHMeM CTPYKTYPHOTO OfpaseneH sl YKasblBaeTCsI MH/EKC era
B COOTBETCTBUM C HOMEHK/IATYPOIt fer. [lanee uzieT 3aronoBoK fiea —
I/ MAHBIX e 970 @. V1. O. coTpynHuka. 3aTeM yKasbpIBalOTCs faTa
HOCTYIUIEHNs Ha paboTy, JaTa OKOHYaHVsI JIMIHOTO fiena (odopMiiieTcs
HOC/Ie 3[aHWs IIpUKasa 00 yBOTbHEHUN PaOOTHMKA), KOTTMYECTBO
JICTOB fiena (IIPOCTABIISIETCS MIPU Cljade B apXUB).
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BHusy 0670>XK1 yKasbIBaeTCs CPOK XpaHeHMA Aena (50 meT mm
«XpaHMUTD MIOCTOAHHO» — /I PYKOBOJUTE/Iel OPraHM3aIVM ¥ HEKOTO-
PBIX IPYIUX KaTeropuii pabOTHIKOB, HA3BaHHBIX B CTaThbe 656 Ilepeyns
TUIIOBBIX YIIPABIEHUYECKMX aPXVMBHBIX JJOKYMEHTOB, 00pasyIOLIMXCs
B IIpOIlecce IeATeIbHOCTY TOCYAapCTBEHHBIX OPIaHOB, OPraHoB MeCT-
HOTO CaMOYTIpaB/IeHMA ¥ OpraHM3aLNIA, C YKa3aHUeM CPOKOB XpaHeHus,
yrBepxpaenHoro Ilpukasom MuHnucrepcrsa KynbTypbl Poccuiickoit
Gepnepanym ot 25.08.2010 1. Ne 558).

IlepBoii B meno nopmmBaeTcs (IIOAK/IENBACTC K BHYTPEHHEl CTOPOHe
BTOPOIT 00/I0KKI) BHYTPEHH:AA ONNCh Aena. [lasee B Jiefie pa3MeIaloTcsa
JOKYMEHTBI, KOTOpble pabOTHUK IIPeOCTaBIIPI HOCTYTIIEHNN Ha
paboTy, TpyLOBOI JOrOBOP 1 KON IIPUKa3a 0 HpyeMe Ha paboTy.

B mporiecce pa6oTbl mn4HOe feno paboTHMUKA MOMOTHACTCS JOKY-
MEHTaMMU, CBA3aHHBIMU C €T0 TPYHOBOI IEATETBHOCTDIO. [IOKyMEHTBI
MIOJIIMBAIOTCA B [I€/I0 II0 Mepe MX MOCTYIIeHNSA:

3aBefleHHbIE IMYHBIE fle/a PETVICTPYPYIOTEA B KHUTe ()KypHase) yyeTa
TMYHBIX Jien paboTHNKOB. PopMa TaHHOWKHITH CTPOTO He 3aKpeTlIeHa.
OHa MOXXeT cofiep>KaTh CrIefyIomiue rpadbl: HOMep MIIHOTO fIefa, ATy
npuemMa Ha paboty, @. V. O. pa@OTHMKA, [O/DKHOCTD, CTPYKTYpHOE
HofipasielieHye, TabeIbHbI HOMep, BaTy YBOJIbHEHMS pabOTHIKA.

Il XpaHeHVIs IMYIHBIX e/l OTBOAUTCS CIeIMaIbHbIIA IIKad, B KOTO-
POM JieIa pacIIoararTcs A0 MO HOPAKY HOMEPOB, MO0 110 andaBuUTy.
B KpynHBIX OpraHM3auisix/Ha JHIHbIE [ie/la MOTYT OBbITh 3aBe/JeHbI
KapTOTEKM WM YKa3aTeni, COKpalaolyie BpeMs ITOMCKA HYKHOTO Jlefa.

C yBonmbHeHneM/PaboTHIKA ero IMYHOe [e/I0 3aKPhIBAETCA 1 Ilepe-
TaeTcs B apXMB OpraHM3aLn.

Odopmiienne u riepeiaya IMIHBIX [/ B APXIB OCYILIECTB/IAIOTCS IO
001VIM ITpaBMIIaM, QHperie/ieHHbIM B [IpaBiIax opraHusalmy XpaHeHns,
KOMIUIEKTOBAHS, y4eTa 1 VICIIO/Ib30BaHYIA JOKYMEHTOB APXVMBHOTO (hOH/A
Poccuiickont Pengepariyi 1 [PYIVIX apXMBHBIX JOKYMEHTOB B OpraHaX rocy-
TapCTBEHHOJA B/IACTH, OpTaHaX MECTHOTO CAMOYIIPAB/IEHNA U OpTaHU3ALNAX,
yTBepiKaenHbIX I1prnKasom MunkynsTypbl PO ot 31.03.2015 Ne 526.

HOPHI[OK pa3sMeli€eHNA TOKYMEHTOB B IMYHOM [I€/1€

HOKYMCHTbI Pa3MEMA0TCA B JINYHBIX [T€/1aX B XpOHOJ’IOI‘I/I‘iCCKOﬁI
IIOCTEROBATENBDHOCTI, TO €CThb CBEPXY 6YILYT Hanbonee IIO3aHIIE
110 BpEMEHU N3OaHNA JOKYMEHTDI.
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BHyTpeHHAA ONNCH TMYHBIX [ieTT

B coorBerctBum ¢ 'OCT P 7.0.8 CVIBU]I «[lemonponsBoacTBO
U apXMBHOe fiefI0. TepMMHBI U OTIpefieNIeHNA» «BHYTPEHHAA OTChy—
3TO IOKYMEHT, BK/TIOUYaeMbIil B [ie/I0 714 y4eTa JOKYMEHTOB Jera,
PACKPBITHUS UX COCTABA U COMIEPXKAHNUS.

[TpuHMMas BO BHUMAaHMe AAUTEIbHBIE CPOKU XPAHEHS TN THBIX
ZieI M 0COOYIO VX 3HAYMMOCTD C TOYKY 3PEHNs COCTaBA JOKYMEHTOB,
Ha HIX 00513aTe/TbHO COCTAB/ISIETCSI BHYTPEHHSIS OINCh, B KOTOPYIO
BIIMCBIBAETCS KOK/IBIN JOKYMEHT Jera.

BHyTpeHHAA ONNCH BKIOYAETCS B [le/I0 HPUMIero 3aBefleHUN
U 3QMIONTHSIETCST B IIPOLIECCe TPYROBOI [IeATeIbHOCTI PaOOTHIKA, TO €CTh
Ka)K[IbI1 HOBBIJT JOKYMEHT, ITOAIINTHII B €710, JODKEH OBITh OTpakeH
BO BHYTpPEHHeI ONUCH.

BHyTpeHHsAs onuch oMelaeTcs B Haydjle 1e7a ¥, COIep>KUT YKa3aHue
Ha MHJIEKC JOKYMEHTA, eT0 JaTy, cojep KaHne iHOMep /INCTA.

®opma BHyTpeHHell onucy NpuBefeHa B npunoxenun 27 k Ilpa-
BMJIAaM OpraHM3alM XpaHeH ], KOMIJIEKTOBAaHNA, y4eTa M UCIIOJIb-
30BaHMs JOKYMeHTOB ApxuBHOro goxma Poccuiickoit Pepmepanyn
U IPYTUX apXMBHBIX JOKYMEHTOB B OPTaHAaX rOCYAapCTBEHHOI BIaCTH,
OpraHax MeCTHOTO CaMOYIPABAEHNA M OPTaHN3ANVIAX, YTBEP)KIEeHHBIX
npuka3oM MunKynpTypet PO o1 31.03.2015 Ne 526.

BHyTpeHH:AA onMCbATOANMCHIBAETCA Ka[pOBBIM CIEIIMATIICTOM,
OTBETCTBEHHDBIM 3a BefJeHUE TMYHDIX e/l

[Tpn moproTOBKE fe/ma K ¢gade B apX1B MMCThI BHYTPEHHEN OMICH
HYMepYIOTCs OTAENBHO OT JINCTOB IMYHOTO JiefIa.

Ecnu meno yxXe nepeieTeHo, To obopMIeHHass BHY TPEHHSIS
OINICh JOKYMEHTOBVJIMYHOTO Jie/la TIOAK/IeNBACTCS 32 BepXHUI Kpait
K BHYTpEeHHell CTOPOHe /INIIeBOT 00/I0XKKH fena.

Bhimaya mTUYHBIX e

JIn4HBle fe/la pabOTHMKOB XPaHATCA B KaIpoOBOII CIry»6e [0 UX
YBOJIBHEHI S VI IIepefjadyl ie/l B apX1B OPraHU3aLNMA.

Ecnu B mpouiecce paboThl BO3HMKAaeT HEOOXOAVMOCTb BpeMEHHO
U3bATBKAKe- 1100 TOKYMEHTHI U3 INYHOTO Jie/a, C paspelIeHns
PYKOBOZIUTEIIA Ka/IpOBOII CITY)KObI OHM MOTYT OBITD MI3B/I€YEHbI 13 JlefIa
OTBETCTBEHHBIM 32 UX BefieHMe. Ha MecTo n3bATOro OKyMeHTa ImoMe-
HIAETCA /INCT — 3aMeCTUTEIb IefIa, B KOTOPOM YKAa3bIBAKOTCA PEKBUSUTDI
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U3DBATOTO JOKYMEHTA, KOMY BbIJJaH JOKyMEHT, KAKOTO 4JC/Ia, KTO BbIJJall
U KOT'Ia ITOTyYWI JOKYMEHT 006paTHo.

Ecnu Tpebyercs BBIAATD [e/I0 Le/IMKOM, 3aIIO/IHACTCS KapTa —
3aMECTUTEND Jiefa.

Dopma KapThl — 3aMeCTUTENA Jie/la OIIpefie/ieHa B IPUIOXKEHN 7
K IIpaBmiaM opranmsanuy XpaHeHNsA, KOMIUIEKTOBAHVA; yIYeTa
U MICIIO/Ib30BaHMsA JOKYMeHTOB ApxuBHOro ¢onzia Pocaiiickon Dee-
pauum ¥ IpyTUX apXMBHBIX JOKYMEHTOB B OpraHaX TOCy#apCTBEeHHON
BJIaCTH, OpPraHaX MECTHOTO CAMOYIPaB/IeHNs ! OpPraHM3ALUAX, YTBEPXK-
neHubIx [Ipukasom Munkynbrypbl PO ot 31.03.2015Ne.526.

B cooTBeTCTBUM C JAHHBIMU ITPABU/IAMU 3TOT JOKYMEHT 3aMellaeT
Ziesio, BbIJaHHOE U3 apXMBOXpaHMINIa. Boffjaua nel paboTHUKOB
U3 KaJIpOBOIi CITY>KOBbI OCYILeCTBIIACTCA 110 AeM JKe HpaBIIaM.

Ha mecTo BRIZAaHHOTO Je/la IoMellaeTes KapTta — 3aMeCTUTENDb
Tena, B KOTOPOJ yKasbIBaIOTCA HOMED BBITAHHOLO, [IeIa, jaTa BhIlaul,
KOMY BBIJJaHO JI€JI0, Ha KaKOJi CPOK, POCHNCH B IIOTy4Y€HNN U TIpUEMe
TOKYMEHTOB IIOCTIE BO3BPAI€HNA.

YToOBI MPOKOHTPONMMPOBATL CBOEBPEMEHHOCTL BO3BPAIIleHNA
JINYHOTO Jefa pabOTHIKA, Ha HEr0 MOXET ObITh 3aBefjeHa KOHTPO/IbHAS
KapTOuKa, Cofieprkalias MHGOPMALIIO O TOM, KaKoe JIelio KOMY BBIIaHO
U Ha KaKoJi CpoK. B cOOTBeTETBMIL C yKa3aHHBIM CPOKOM KapTOUKa IIOMe-
IIAeTCA B KOHTPOJIbHYIO KaPTOTEKY; KOTOPYIO PETyIAPHO IIPOCMATPUBAET
pabOTHMK, OTBETCTBEHHDIVI 32 BeJleHIe IMYHbIX fIejI, ¥ HAIIOMUHAeT
COTPY[JHMKAM, TTOTy4VBILM X BO BpEMEHHOE II0/Ib30BAHME, O BPEMEHU
BO3Bpara.

ITocie Bo3Bpall[eHNs IMYHOTO Aela pAOOTHNUK, OTBETCTBEHHBDII 32
€ero BefleHMe, 00513aH IPOBEPUTD, BCE /TN JOKYMEHTBI Ha MeCTe, B IIpa-
BUJIbHOJA JIV TTOCTIEOBATENIbHOCTY OHM PACIIONATAI0TCA, M Pa3MECTUTD
TIe/I0 B COOTBETCTBUY C YCTAHOBIEHHOI CXeMOJ XpaHeHM .

V3bagble KapThl — 3aMeCTUTENN ie/la XpPaHATCA [0 TeX Mop, IoKa
B HIX eCThHEO0OXOIMMOCTb (CPOK XpaHEHN «/I0 MMHOBAHMA Hafj06-
HOCTI»), HO He MeHee ofHOro rofa (Cm. IlepedyeHb TUIIOBBIX yIIpaB-
JIeHYeCKMX JOKyMeHTOoB 2010 1.).

O3HakoM/IeHIE pa60THm<a C INYHBIM T€I0OM
B cratpe 89 TK PO ompepenneHo, 4T0 pabOTHUKYM UMEIOT IIPABO
Ha «CBOOOIHBIIT 6eCIUIaTHBIN JOCTYII K CBOYMM IIePCOHAIbHBIM JaHHBIM».
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B ocHOBHOM IepcoHa/IbHbIE JaHHBIE PAOOTHIKA COCPELOTOYCHBDI
B €ro JIMYHOI KapTOUKe I B €ro JIMYHOM Jiefie (eC/i OHO BEIeTCs).

B crarbe 20 @3 ot 27.07.2006 Ne 152-D3 «O niepcoHaIbHBIX JaHHDE
CKa3aHo, YTO OIIepaTop IepPCOHA/IbHBIX JAHHBIX (B C/Iydae C pabOTHUKAMI
OIIepaTOpOM SIB/IsIeTCS PabOTOATeNb) 005I3aH IIPEOCTaBUTh CYOBEKTY
IepCOHA/IBHBIX JAHHBIX (PaOOTHMKY) BO3MOXKHOCTb O3HAKOM/ICHIS
C ero IepCOHa/IbHBIMY JAaHHBIMI 1160 IIpY 0OpaleHny, MO0 B TedeHne
30 mHe! ¢ JaThl OTy4eHM 3a1poca.

Taxum 06pa3oM, pabOTHNUK MMeeT IIPaBO Ha O3HAKOMJIEHIE C MaTe-
pUanamu CBOEro JIMYHOTO fiefa B M1060e BpeMsi.

Kpowme Toro, B cooTBeTCTBUM C ITYHKTOM 3 cTaThy 20.P3 0T 27.07.2006
Ne 152-@3 «O mepcoHaIbHBIX JaHHBIX» Pab0TORaTeNb 00513aH BHECTH
M3MEHEeHMsI VIV JOIIOJIHEHMs B IlepCOHajibHbIe JaHHble PaOOTHMKA
B T€UeHMe CeMy PabounXx THel ¢ MOMEHIMONaul JIM CBeIeHIIT, O -
TBEP)KIAIOIIVIX HETIOJTHOTY W/IM HEKOPPEKTHOCTb TiepPCOHA/TbHBIX IAaHHBIX,
COflep>KalVXCA B €T0 IMYHOM JieTIe.
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AJIGABUTHBIN YKA3ATETIb

ABTOMaTU3MpPOBaHHAs CUCTEMA
KaJIpOBOTO JIeNIONPOU3BOAICTBA, 225
Axr
06 omKase 3HAKOMUMbCS
C NPUKA30M 0 BbIHECEHUU
6ucuunﬂuﬂapuoeo 83vickaHus, 187
06 omxkase pabomnuxa 0aéamo
nucvmeHHoe 00vsIcCHeHUe NPUHUH
cosepuieHUss OUCUUNTTUHAPHOZ0
npocmynka, 182, 184, 185
0 HeCUACHOM Cly4ae Ha
npouszeoocmee, 117
YCMAHO87IEHUS NPUHUH HAHECEHUS
yuwepba pabomodamenio, 118
Anpbom
popm 00KyMeHMO8 N0 MUNOBLIM
KA0poBbIM CUMYauusm, 67, 229
ApxuB opranusanun, 108, 245, 246
ArTecTanus
20CY0apCcmMBeHHbIX 2PANOAHCKUX
cnyscaugux, 51, 211
pabomuuxkos, 59, 121, 211
bnank
opeanusayuu, 235
mpyoosoii kHuxKU, 36, 52, 98
Bup
oucyunaunapHozo 83vickarus, 179, 180
noowperus pabomuuxa, 172
npogeccuonanvHoil
Oesmenvrocmu, 33, 50
Busa
03HaKOMIIEHUS pabormHuKa, 85, 91, 186, 187
coznacosarus, 91, 135, 186
BoenHbli 6uer, 124, 215
Bropoit sksemmAp (mmomyueHne
BTOPOTO 9K3eMIULIpa), 133, 231
Bb160pHas JO/DKHOCTD, 128, 131, 192
Boirosop, 180-182, 186
Bermaua
aoicymeumos u3 dena, 246
KONUiL.00KyMeHmos pabomuuxy, 196
uHbIx 0en, 246
Mpy00s80Tt KHUNCKU HA PYKU
pabomnuxy, 196, 202
Bbimucka
U3 UHOUBUOYATLHOZ0 TUUEE020 CHEMA
3acmpaxosannoz2o nuya, 106
Tocymapcreennas
epaxcoanckas cyxoa, 50, 68
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naepaoda, 102, 173, 174
TocynapcTBennoe
nouemnoe 3garue, 174
Ipaduk
omnyckos, 55, 71, 79, 162
cmeHHocmu, 83
Ipadux paborHuka
omnyckos, 156
I'pud yrBepxmenns, 78,117,119
IlaTta
3aeederust mpyoosott kuusicku, 100
nauana paéomut, 100, 130-133
YBObHeHUSR, pAbOMHUKA,
NpexpaueHUspy006020
0oz080pa, 199, 201, 206, 245
JIB1>KeHue KaflpOBbIX TOKYMEHTOB, 223
Ieno
3a2071080K, 236, 237, 244
o06n0xcKa, 244
Jenopbre KagecTBa pabOTHIKa, 211
Jenexnas KoMIeHcalys 3a OTIYCK, 156
Jneksamiuxarys, 38, 39, 133, 189, 219
HucnunnmHapHoe B3bicKaHue, 113, 179,
183, 188, 189
cHamue, 188
JucyunaHapHbIi IPOCTYIIOK, 179
Jokymenroobopor, 223
JlokymeHTONOTOK, 223
JloKxyMeHTBI
80UNHCKO020 y1ema, 94
06 obpaszosanuu, 45, 94, 215
OCHOBAHUS K NPUKAZAM 1O JIUMHOMY
cocmasy, 71, 110, 185, 187, 243
npedvsssemvie pAGOMHUKOM
npu nocmynneHuu Ha
pabomy, 122, 123, 215, 243
JomkHoCcTH cry>xamux, 30
Jlo/mKHOCTHAS MHCTPYKIMA, 62, 63, 65
munosas/npumepras, 63
JIO/DKHOCTHOII COCTaB CITY>KOBI KaIpoB, 22
IlomKHOCTHBIE 00513aHHOCTI
Ka/IpOBBIX CIIELMA/TICTOB, 29
Homnnara, 82, 83
Kypnan
03HAKOMIEHUS C I0KATIbHbIMU
HOPpMAMUBHBIMU aKmamu, 85
peeucmpayuu Kaoposvix
doxkymeHmos, 228
peaucmpavuu Kadposvix npuxkasos, 229
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pezucmpavuu npuxasos 06
omnyckax, 157, 230
pezucmpavuu npuKazos o
npueme Ha pabomy, 135, 228
pecucmpauuu npuKasos no TULHOMY
cocmasy, 135, 144, 176, 195, 207
pezucmpavuu mpyoosuvix 002080p08
U 00NONHUMETNILHBIX CO2NIAUIEHUTE K
mpyoosvim 002080pam, 132, 144, 230
yuema nuuHvLx 0esl pabomnukos, 245
3aBepeHue
Konuil boxymeHmoe, 197,232
mMpy00s0tl KHUMKU NOONUCHIO
pabomnuxa, 103
3aK/II0YeHe [10 Pe3y/IbTaTaM
MEIMLIMHCKOTO OCMOTpa, 124
3ameyanne, 180, 182, 186
3ammcka
Ooxnaduas, 112, 118, 185, 187
ob6vscHumenvras, 113, 185, 186
3anmcka-pacyet, 157
3ammch B TPyAOBOIT KHIDKKe PabOTHMKA
(myHOI KapTOUKe pabOTHIKA)
06 ysonvHenuu pabomuuxa, 101, 195
0 nepesode pabomHuxa Ha
opyzyto pabomy, 101
0 noowperuu pabomnuxa, 102, 178
o0 npueme Ha pabomy, 100
3amnonHeHne
pazdenos nuuroil kapmouku, 94
pasdenos mpyoosoti kHuxckus 100
MUMynvbHo20 TUCMa
mpyoosoil kKHuNKU, 99
3asBreHue (nucbMeHHas AIPOCHOA)
006 ysonvHeHuu no co6cmeeHHomy
scenanuto, 195, 197
o0 nepesode, 110, 139, 141
0 neperoce omnycka, 165
0 npedocmasnenuu omnycka, 163
0 npedocmasneHul OMHYCKa
0MOesIbHbIM KAMe2opusim
pabomnuios, 110
o0 npueme Ha pabomy, 125
0 pacmopieruu mpyoosozo
002060pa;,1 10
Vs6panne
Ha 007cHOCHY, 122
no KOHKypcy, 122, 128
VsBenjeH1ie 0 IpeKpaleHnn
TPYZI0BOLO 0T0BOPA, 129
Jsmenenne
6 wmammom pacnucanuu, 78
Oanmvix 6 mpy006oii KHucke, 103

onpedesneHHbIX CHOPOHAMU YCI0BULL
mpydosoeo dozoeopa, 137, 217
0P2aHU3AUUOHHDLX UTIU INEXHOTI0ZUMECKUX
yenosuti mpyda, 138, 142
nodsedomcmeerHHocmu, 137, 216
muna yupesxcoenus, 137
mpydosozo 0ozosopa, 137, 143
VMunnnarmsa nepesofa, 14251145, 147
Mucniexrop mo xajpam, 16, 26
MHcTpyKumA 10 KapoBOMY.
TEeNMONpPON3BOJCTBY, 66, 71
MHdopManMOHHO-TOMCKOBas
cucreMa KafipoBOii CTy>KObI, 234
HdopMupoBaHite TePPUTOpNaIbHOI
CITyXObI 3aHATOCTI (YBeHOMIEHME
TeppUTOpUAJIBHON CYXKODbI 3aHATOCTH)
0 IIPECTOAIINX yBOIbHEHMAX, 205
VicnionHeHue 06A3aHHOC Tell BpeMEHHO
OTCYTCTBYIOWIETo paboTHMKa, 129, 149
VicnibiTaTenbHblii Cpoxk, 131, 140
Vicreyenue cpoka TpymoBOro
IoroBopa, 191,204
Vleuucnenue cpokos, 152, 155
Kanpospie moxyMeHTHI
ungopMmaLuoHHo-cnpasouHole, 109
op2anu3ayuommole, 71
pacnopsoumenvivie, 86
ydemmvole, 92
Kapra — 3amecturens jena, 247
Kaproreka yBoneHHbIX /uil, 196
KBanuduxalmoHHble XapaKTePUCTUKA
Ka/IPOBBIX CIIEIIVa/INCTOB, 28
KBanmudnkamoHHblit CIpaBOYHNUK, 31
keanugpuxauus pabomuuxa, 32
nopsook npumererus, 31
Ksopym, 120
Kmaccuduxkarop, 29
KHura yyera gB1>KeHMs TPYHTOBBIX
KHIDKEK U BK/IaJbIIei B HUX, 226
Kuura y4era BM>KEHUS TPYHTOBBIX
KHIDKEK U BKIafbIiiei K Hum, 107
Konnernanbhelii opran, 119, 120, 122
KoniekTuBHbIE neperoBopsl, 39, 81, 120
KonnektusHblit forosop, 58, 80, 83
ecmynnexue 6 cuuy, 82
Komanpmposoynoe yocrosepenne, 171
Komuccus
ammecmauuorHas, 212
AuxkeudayuoHHast, 205
Komnsa
npukasa no auuHomy cocmasy, 144,
157, 165, 170, 195
JInxkBupanus opranusanuy, 205, 227
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Juct
ammecmayuoHHoll, 212, 241
03HAKOMIEHUS pa6omHu1<06, 85
JIucT-3aMecTuTeENb, 246
JINCTOK HETPYHOCIIOCO6-
HocCTH, 153, 164, 165
JIuia, coBMernaomiye pabory
c obyuenuenm, 80, 161
JIngHas KapTouKa paboTHNUKA
(Yuuduunposanuas popma T-2), 12, 55,
87,95, 140, 151, 165, 206, 212, 219
B8HeceHue usmererutl, 96
JInyHOe fieno pa60TH1/n<a, 117, 135, 144,
212,242,243, 244
JIoKanbHBI HOPMAaTUBHbINA
aKT, 48, 57, 66, 85,211
scmynenue 8 cuny, 57
npexpaujerue deiicmeus, 58
Maccus foxkymenTanumu, 229
MarepuanbHas OTBETCTBEH-
HOCTb, 38, 40, 62, 89
nonuas, 123
MenpuumHcKas KHIKKa, 124
Mepuuuuckuit ocMoTp, 123, 124, 255
MenpuunHcKoe 3aKkaoueHne, 146, 148,
150, 168, 194, 202, 218
Mecro paborsr, 101, 104, 105, 115, 130,
149, 152-154, 189
Muxkponpennpusarue, 126
Hap6aska, 84, 145,173
Hapymenne npaBun sakmodeHns
TPY[OBOIO JOrosopa, 193, 220
Hapyurenne paboTHUKOM TPYHEOBBIX
ob6s3aHHOCTET (TPYHOBOIA
IOUCLIUIUIAHBL), 74, 113
HeoOHOKpammoe, 188
o0HoKpamHoe epy6oe, 188, 189
nosmoproe, 186
Hapymenns npu paGorec
TPYLOBBIMM KHIDKKaMM; 36, 97
Hesbigava Tpy10B0ii KHUKKY B
nocnenHuit paboduit nens, 105, 196, 203
Hesbinomrenne (HeHaexaiee
BBIIIO/THEHE), [I0/IKHO CTHBIX
ob6s3aHHOCTEN, 65,179, 183
HegfloctaToutas kBanndukars
pa6otHuxa, 146, 210, 214
HeHopMupoBaHHbIIT pabounit
nmeHb;83, 152, 158
HenopmitpyeMbie paboTbI
Ka/ipOBOVI CITy>KObI, 23
Hepacnpocrpanenne oxpansaemoit
opraHusanyeil ¥ 3aKOHaMy TaiHeI, 132
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Hecornacue paboTH1Ka Ha epesoy, 147
HecootBercTBue pabOTHNKA 3aHN-
MaeMoM JO/KHOCTH, 146, 192,210
Homenxkmnarypa men
ssedeHue 8 Oeticmeue, 235
Kao0posoil cyucovl, 233, 234
npumepras, 236
cmpykmypHozo noopasdenerus, 238
munosas, 236
Hopmartusbr
epemeHu Ha pabomvt no
KOMNIEKMOBAHUIO U y1ermy Kaopos, 23
npedenvHoll HUCIeHHOCHU
pabomHukosKadposwIX.cryHo, 25
Hopmmposanue 4neeHHOCTI
paboTHUKOB, 77
Hopmupyemsle pa6oThI
Ka/[pOBOil CTYKOBI, 23
Hopwmpi TpyfoBoro npasa, 13, 38, 42, 43,
45, 57,194
Hymepanns nipukasos, 135
063op, 232
OOpaujeHne rpaxannya, 111
Ob1iee cobpaHie TPYOBOrO
KOJIIeKTIBa, 81, 121
Oo6mepoccuiicknit kaccudukarop, 25,
29,56
Q6ssanHOCTH
aomunucmpauuu, 73
O6s13anHOCTH pabOTHUKOB, 72, 180
OsHakoM/IeHne paboTHMKA
¢ Kadposvimu npukazamu, 92
¢ nudHvIM Oenom, 247
C IOKAIbHBIMU HOPMAMMUBHBIMU
axkmamu, 58, 85
 npukaszom o npueme Ha pabomy, 135
OKIIATP, 25, 30, 34, 56, 94
OKY]], 56, 86, 94
Omncp
Oena (eHympennss), 245, 246
Ha 0ena noCcmosTHHO20 XpareHus, 235
HA 0e1a CPOKOM XPAHEeHUS
caviuie 10 nem, 235
OCHOBaHMA YBOTbHEHNA
pabotHuKa, 191, 195, 200
OTBETCTBEHHOCTD 32 HEBBIZIAUy
PabOTHUKY TPYLOBOI KHIDKKH B
YCTaHOB/IEHHBIII CPOK, 105, 196, 203
OTBETCTBEHHOCTD KaJIpOBOIt
cy>x0bl, 61, 62, 65
OTBeTCTBEHHOCTb paboTOAATENA
aomMuHucmpamusHast, 38
zpaﬂa)auc;co—npa&osaﬂ, 38, 40
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mamepuanvras, 40
yeonosnas, 40
OTBeTCTBEHHBIN
3a 6edeHuie KA0P0B020
denonpoussodcmea, 36
3a pabomy ¢ mpyoosvbimMu KHUKKAMU,
36, 101, 107
Ortpen xazpoB (cmysx6a Kagpos /
yIIpaB/IeHN IepCOHAIoM), 15, 16, 60
OrT3bIB 3as1B/IeHNUs 06 yBONMbHEHMN, 198
Orkas
om nepesoda, 148, 151, 192, 209, 218,
219
om npeonoxcerHoti pabomot, 217
om npodonienus pabomot, 139, 148,
192,218
OrmeTKa
0 Hanuvuu npunoxcenul, 91, 163
Ormyck paboTHMKA, 95
6e3 coxparenus 3apabommoi
nnamvl, 95, 153, 160, 163, 166
6 CB53U C YCbIHOBTIEHUEM
pebenka, 153, 159
deneHue Ha yacmu, 157
00NONHUMENLHBLTL €Ice200HbITL
onnavyusaemviti, 82, 152
3a nepuod pabomol, 164
He no epaguxy omnyckos, 161
OCHOBHOLL exce200HbLil
onnauusaemulti, 95, 152, 155, 168,163
ouepedrocmy npedocmasneHuss; 79, 156
neperecetue Ha cnedyrouuii 200, 156
neperoc oamol, 87
no bepemenrocmu u podam, 153, 159
10 yx00y 3a peberkoms 153, 159
yuebHouti, 153, 154, 159
OrcrpaHeHre pabOTHUKA OT
paborsr, 40, 88, 137, 202
IlepBuuHbIe yyeTHbIE JOKYMEHTBL, 48, 54,
67, 88,109
oG}BameﬂbetepeKsummm, 49
I[TepeBop paboTHUKA
epemenHbli, 141, 149
8 C8513U C 0OCHIOANENLCMBAMU, He
3A6UCTWUM U 0N 80711 CIMOPOH, 145
6 000 BEMCEMBUL C MEOUUUHCKUM
3axaoqenuem, 146, 202
Kk Opyeomy-pabomooamento, 139, 192
Ha Opyeyt pabomy, 71, 87, 101, 137
1o uHUYUAMuUe
pabomooamens, 138, 145
[Mepepata 1OKyMEHTOB KaipOBOIi
cy>x0bl B apxuB, 108, 245

ITepemenienne Ha gpyroe
pabouee mecro, 141, 148
ITepexopn Ha BEIGOPHYIO
TIO/DKHOCTD, 140, 192
INepexopamue nena, 235, 242
ITepedeHb JODKHOCTEN PabOTHUKOB €
HEHOPMMPOBAHHBIM pabo4nM AHeM, 83
IlepedeHb HeperuCTPUPyeMBIX:
TOKYMEHTOB, 228
Ilepconanbuble fanHble; 13574, 115, 232,
233,239, 241, 243, 248
IleuaTs opranmsanuu, 98, 100,
103, 115, 201
Tlewyars paboromatens, 100,101, 103
IIncbmenHoe
3asenenue pabomuuka, 104, 156, 162,
196, 243
obvscHehue om pabomnuxa, 110, 181,
182, 185
coznacueHa Hanpasnerue pabomHuKa
8 CT1YIHeOHYI0KOMAHOUPOBKY, 168, 169
coznacue (nucomennas npocvoa)
padomuuka Ha nepesod, 112,
138=140, 221
coeniacuepabomnuka, 165, 168, 208
coznauierue mexoy pabomHuKom
1 pabomodamernem, 203
Tucbmennsiii sampoc, 216
IIncemo
3axkasHoe, 117
3anpoc, 139, 169
npuenawerue, 139
IToBecTka mHs, 120, 228
IloBecTKa 0 mpu3biBe Ha
BOEHHYIO CIy>X0y, 124, 219
Iopnoxwublit foKyment, 192, 215
IMopnucanne pabOTHIUKOM
AUYHOU Kapmouku, 96
mpyoosozo 0ozosopa, 132
Tlognuce
pabomoodamerns 8 mpydosoii
KHucke, 103
IToppasneneHue rocygapCcTBEHHOTO
OpraHa o BOIIPOCaM roCy/apCTBEeHHOMI
C1y>X6bI U KafipoB, 51, 52
TTogYMHEHHOCTD CITY>KOBI
KaJIpoB, 16, 60
TTonesuslit poHp paboyero BpeMeHM
OJTHOTO pa6OTHI/IKa 3aropm, 23, 25
ITonoxxenne
00 ammecmauuu, 211, 212
06 onname mpyoa, 43, 58, 71, 74, 83
0 kaoposoii cnybe, 59, 71
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0 NePCOHANILHBIX OAHHDLX

20CY0apCmBeHHo20 2PaHOaHCKO20

cryscauieo, 242, 243

0 NePCOHATILHBIX OAHHDLX

(0 3auume nepcoHANLHbLIX

oammbix), 48, 51, 58, 68, 74
IMoowuipenne paborHmka, 172
ITocobue

6 C6:3U ¢ IUK6UdALUeL]

opeanusavuu, 206

8b1X00H0€, 221

escemecsiuHoe no yxo0y 3a pebeHKom,

153
ITpaBa

aomunucmpauuy, 73

pabomnuxkos, 73, 137
I[IpaBuIa BHYyTPEHHETO TPYLOBOTO
pacnopsanxa, 83, 122, 125, 173, 180
ITpaso

Ha omnyck, 155, 162

Ha mpyo, 43

omkasa om KoMquupoBKu, 169
[TpakTideckue HaBBIKM PabOTHMKA, 211
[Tpennosxenne nHOI NMeroLIeC
y paborogarens paboTsr, 147
[IpepcraBurens

pabommuka, 81

pabomodamenst, 79.

Cwm IIpedcmasumens
[Ipepcrasnenne

Ha nepesoo, 141
IIpenynpexperne paborHuka, 206
ITpenMyuiecTBeHHOE NIPaBO Ha.
ocTaBieHue Ha pabore, 207
ITpexparienne Tpys0B0ro,sorosopa, 191,
199, 204, 219, 220
ITpemus, 83, 84, 131, 172
[Tpurosop cyna, 220
ITpuem paborHuKa Ha paboTy, 122
[Tpukas

06 om3viée 13 omnycka, 71, 239

06 omcmiparenuu. om pabomui, 239

00 ycmanosneHUl HenonHozo

paboue20 epemeril, 89

0 BHECeH U USMEHEHUTI 8 NePCOHATIbHbLE

damnvie pabomnuxa, 239

0 8biHeCeHUU OUCUUNTIUHAPHOZO

83vicKaHus, 91, 110, 239

0 KoMaHOuposaHuu pabomuuxa

w pabomnuxos, 89, 169, 239

0 nepesode pabomHuKa uau

pabomnukos Ha opyzyio

pabomy, 89, 144
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0 nepemeuieruuy pabomHuKa Ha
0pyzoe pabouee mecmo, 149
0 neperoce omnycka, 239
0 noowperuu pabomuuxa, 89,477
0 npedocmasneHuu
omnycka pabomHuxy unu
pabomnukam, 89, 157, 163
o0 npexpauieruu (pacmopaenu)
mpy006020 002060pa ¢
pabomuuxom unu pabomHuKamu
(ysonvrenuu), 89, 140, 199
0 npusneveHul kK MamepuarbHo
omaemcmaeeHHocmu, 89
0 npueme Ha Pabomyy135
0 npueme pabomMHUKA U
pabomuukos Ha pabomy, 89
0 CHAMUU, OUCUUNTTUHAPHOZ0
83vicKAHUs, 188,239
0 COKPAU4eHUL HUCTIEHHOCU UL
wmama pa6omHuK03, 207
ITpuxas KagpoBbIit
opopmaeniie, 90
Ilpkas (pacropsiKeHue) pyKOBOJUTEIA
OPTaHM3ALUI 110 IMIHOMY COCTaBY
o03amenvivie pexeusumot, 90
Llpunoxxenue
K UHCTPYKUUU 110 KAOPOBOMY
desionpoussoocmsy, 67, 111, 228, 229
ITpuxopHO-pacxoaHas KHUTA 110 YYeTy
6/1aHKOB TPY/OBOI KHVDKKI
¥ BKJIaJIpIllIa B Hee, 53, 98, 107, 226
ITpuxopmHO-pacXogHas KHUTA IO
ydeTy 6/1aHKOB TPYHOBBIX KHIDKEK
¥ BK/IaJpIleii B Hee, 71, 93
[TpuunHeHme yiep6a
paboroparernio, 114
ITpory, 180, 188
ITpomomKUTeNbHOCTD OTITYCKOB, 152, 157
ITpoesnHble HOKyMeHTSI, 171
IIpoTokon
ammecmauuoHHoU Komuccuu, 71, 121
KeanupukayuonHot komuccuu, 121
06uezo cobpanust mpyoosozo
Konnekmuaa, 74
nposedeHUsT Paccrie008aHUS
HecuacmHulx cyuaes, 120
pasHoenacuti npu nposedeHuu
KOJZIeKMUBHbIX nepezosopos, 81, 120
ITpodeccuu pabounx, 30
ITpodeccnoHanbHbI CTAHAAPT
peecmp, 33
CNEeYUAnUcma no ynpasneHuo
nepconanom, 32
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Pa6ora
6 pationax Kpatiinezo Cesepa
U NPUPABHEHHBIX K HUM
mecmHocmAx, 152, 158
HQ YCT0BUSX HENOTIHO20
pabouezo spemeniu, 154
¢ 8pednvimu u (unu) onacHvIMu
yenosusmu mpyoa, 115, 127, 152, 158
Pa6oTHNKK
6 so3pacme 0o 18 nem, 80, 158, 161,
168, 211
PaboTonarenn
cybvexm manozo
npednpurumamenvcmaea, 126
Pa6ouee Bpems, 108, 131
Pasrnamenne oxpansaemont
3aKOHOM TaliHbI, 189
PacropspxeHme paboTogaTesst
0 HaIpaB/IeHUN PabOTHIKA
B KOMaH/IMPOBKY, 169
Pacrop>xenne TpymoBoro
norosopa, 73, 181, 191, 205
docpoutioe, 129
1o ob6cmosimenvcmeam, He
3A8UCAULUM OM 807U CTOPOH, 219
Perucrpaunonnas xkaprouka, 230
anekmponHas, 228
Perucrpannonssie popmer, 107, 233
o6a3amenvrole, 227
Perncrpaunonnslit nuugexc, 133,435;225
Peructpaunsa
KaodpoevLx 0okymenmos, 224, 233
KOJLTIeKMUBH020 002060pad; 83
npukasos o npueme Ha pabomy, 135
mpyoosvLx 002060p06,(132, 230
Perucrpupyemble KaipoBble
TOKYMEHTBI, 227
PernmamenTauus
kadposoeo denonpou3eodcmea, 42
pabomut ¢ mpydosuiMuKHUKCKAMU, 97
Pexxyim paboyero BpeMeHn
U BpeMeHU OTAbIXa, 131
Pestome paboTHmKa, 244
PexBusntol
Kao0poBBIX. NpUKaA30s, 87, 90
mpy0doso20 0oz080pa, 129
Peopraunsanms, 148, 192, 216
Pemenue
8b100pH020 0p2ana 0 HeU3oPaHuU
pabomuuxa, 201, 219
20CY0APCMBeHHOTl UHCHEKUUL
mpyoa o 60cCMAaHO8/IEHUU
pabomnuka Ha pabome, 219

0 HANOHEHUU OUCUUNTUHAPHOZ0
83vickanus, 182, 185
0 COKPAULeHUU YUCTIEHHOCU
unu wmama, 207
PyxoBopguTenp KagpoBoit Cy6sI, 12,
19, 78, 80, 134, 142, 175, 176
Camodororpadus pabodero fHs, 23
CaeeHns
0 souHcKom yqeme, 95
0 Hazpaxcoenusx, 95, 96, 102
0 nocnedHem mecme cyHcovl, 124
o0 pabome, 100
o0 pabomnuxe, 96
0 cocmase cemvll pabomnuxa, 46
CekpeTapb KOJ/UIeTUA/IbHOTO OpraHa, 119
Cucrema pereTpaliy JOKyMEHTOB
asmomamusuposanHas cucmema, 225
HYPHATBHAS cUCmema, 226
Cry»x6a KafpoB./ yripas-
e TePCoHaNOM
cneyuanucmet, 12, 19, 25, 26
CryxebHas
sanucka, 142
KoMaHouposxa, 167
CrysxeGHas 3anucka, 181
o.noowsperuu, 175, 176
Cryxe6HOe 3asaHe, 171
Cy>keOHbIIT KOHTPAKT, 50, 51, 241, 256
CMeHa cOOCTBEHHMKA UMYIECTBa, 137,
192,214,216
CoBeplieHne XUIIeHN, pacTpaTsl, 189
CoBMecTuTens, 80, 155
Cormnacre
Ha 00pabomky nepcoHanvHvix 0AHHLLX,
47, 244
CoracoBanue ¢ IpoCO030M peleHns
006 yBOJIbHEHNM COTPYAHUKOB, 209
Cornamenne
CIMOPOH 0 3aKIH0UEeH U MPY006020
dozosopa, 128, 131
CMOPOH 0 pacmopiceHuu
mpyoosoeo dozosopa, 191, 203
ConepxaHne
UHCMPYKUUU 1O KAOPOBOMY
denonpoussoocmay, 66
KO7IeKMUBH020 002060pa, 82
nonosceHus 06 onname mpyoa, 83
nonoMeHuUs 0 Kaodposoti cryxoe, 59
1O7I0NHCEHUS O NePCOHATIbHBIX
0aHHvLx, 75
npasus 6HympenHezo
mpydosoeo pacnopsoxa, 72
mpy0osozo dozosopa, 129
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CoxkpaleHne YnCIeHHOCTY VTN

mrata paboTHUKOB, 207

CocraB
00KyMeHMO8 Kaoposoti crysbvi, 227, 233
00KyMeHMOo8 nu1Ho2o Oena, 243
cemvu pabomuuxa, 94

CoumanbHOe CTpaxoBaHue, 22, 104, 131

CreunanbHOCTb, 57, 99

Cnpaska
ananumuyecxkas, 232
06 omcymcmeuu cyoumocmu, 124, 244
0 3apa6omﬂoa nname, 140, 197
0 HAMUCTIEHHBIX U aKmuyecKu
YNIIAYEHHbIX CIMPAXO0BbIX 63HOCAX
Ha 0053amesnvbHoe NeHCUOHHOE
cmpaxosarue, 197
0 nepuode pabomot y
pabomoodamens, 197, 227
0 pakmax mpydosoti dessmenvHocmu, 11
o0 xapakmepe u ycnosusix mpyoa, 115
punancosozo xapaxmepa, 115

Cpox
8pemeHH020 nepesoda, 150
6vi0auu cnpasku pabomuuxy, 115
8v10auL MPyo08oti KHUNKU
npu ysonvHenuu, 203
Oeticmaus KonneKmueHozo 002060pd, 82
0eiiCMBUsT WMAmHozo pacnucaHuss 78
3aK1104eHUS KOIeKMUBHO020
0ozosopa, 81
HAJIONCEHUS OUCUUNTTUHAPHOZD
83vickanus, 188
HANPasneHUs: y8e0OMIEHUS 0,1PeOcHio®
AU4eM y607bHEHUU 1O COKPAUEHUIO
yucieHHocmu unu wimama, 208
03HAKOMIEHUS PAGOMHUKA
¢ NPUKA3O0M O BblHECEHUU
OQUCUUNTIUHAPHO20 B3bICKAHUS, 182
03HAKOMTIEHUS C KAOPOBbIMU
npuxasamu, 92
nepeso0a noMeOUUUHCKUM
noxasaHusam, 150
npe6viéanus pabomHuxa 6
Mmecme KomaHBuposaHuﬂ, 170
1pedoCH.aBNeHUS NUCOMEHHO20
0b6%scHenus pabomuuxa, 183
yBedomeHUs pabomHuka o nepesooe
6 OpyeyiomecmHocmo, 218
YBeOOMTIEHUSI PABOMHUKA O
npeacmo;lme;vz yeonvrenuu, 205, 208
yeedomneHus pabomooamens 06
YBOAbHEHUL NO COOCTNBEHHOMY
scenanuto, 193
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CpoKu B KaIpOBOM J€JI0-
NIPOU3BOACTBE, 240
Cpoxk xpaHeHns, 108, 234
KaodposvLx 00KymeHmos, 238, 240
Kaopoevix npuxazos, 228
NPpUKA308 no TUHOMY cocrasy, 243
munosoii, 237
Crax paboTHMKa
mpydosoii, 94, 158, 240
CrpaxoBoe CBUJIETENbETBO
TOCYHapCTBEHHOTO IIEHCIIOHHOIO
cTpaxoBaHus, 94, 215, 243
Crpykrypa
UHCIPYKUUUNO KAOPOBOMY
0e710npou3600cHey, 66
nonoxcenus 06 onname mpyoa, 83
N07103HeHUST 0 Ka0pPOBoti crybe, 59
NOION@HUS 0 HEPCOHANLHYIX
O0aHHbIX, 75
npasumeHympenezo
mpyd080e0 pacnopsoxa, 72
CIpyKTypa KaApOBOIt CITyKObI
NIuHeuHas, 17
mampuunas, 19
pyHKYuoHanvHast, 18
Tabennp
yuema pabouezo spemeru, 108
(hopm 00KYMEHINOB N0 MUNOBHIM
KA0poBvIM CUMyauusm, 67
Texct
axma, 118
KaodpoevLx npuxazos, 91
npomoxkona, 119
TpynoBas gucuuiuinHa, 65, 172, 186
TpynoBas KHIDKKaA paboTHMKA, 96
eKn1a0vi, 98, 106
eHecerue 3anucetl, 102
8HeceHUe OUUOOUHDLX
3anuceti, 104, 203
dy6nuxam, 105
3agedenue, 97
ucnpasenenus, 103
onnama 3a 6nanx, 97
pr)lOBaH (byHKuM;I, 125, 148,167
0606uenHas, 35
pabomnuxka, 31, 34, 35, 77
TpymoBoe peiictBue, 35
TpynoBoe sakoHOzIaTENbCTBO, 37, 38, 43, 48
Tpymosoit foroBop
dononHumenvHoe coenauierue, 143
dononHumenvHvle ycnosus, 131
saknwoverue, 126
uHOuUBUOyanvHblil, 127
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Ha HeonpedenenHbvlli cpok, 128

obs3amenvHvie ycnosus, 130

ozparu1eHus npu saxaoeHuu, 126

cpounbiit, 128

cmoponwl, 127

munosas gopma, 127

ak3emnisp pabomuuxa, 132
Tpynosoit kofekc PD, 44
Tpynosbie

o6s3anHnocmu, 180

OMHOUEHUS PAbomHUKa

u pabomooamens, 31, 125, 197
TpymoeMKOCTb HOpMUPYeMBIX U
HEHOPMMPYeMBIX BIJIOB paboT, 23
YBegomnenune

06 ucmeueHuu cpoxa

mpydosozo 002080pa, 204

o0 nukeudayuu npeonpusmus, 110

0 HACMYNAEHUU OMNYCKA N0

epaguxy omnyckos, 110

0 Hauasne KONNeKMUBHbLX

nepezosopos, 115

0 HE0OX00UMOCHIU NOTLY UMb

mpyoosyio kHuxky, 203

0 nepeesde pabomooamens

6 Opyeyio mecmHocmo, 218

0 NOTy"eHUU NePCOHANLHbIX OAHHbIX

pabommuka y mpemvux nuy, 115

CTLY 0L 3AHAMOCU O

COKPAULeHUL YUCTIeHHOCMU UL

wmama pabomnuxos, 205

CTLYHObL 3AHAMOCU O

COKPAULeHU YUCTIEHHOCIU UM

wimama pabomuuxos, 209

¢ npednosiceruem nepeéood. Ha

Opyaue domcHocmu,146
YBonbHeHne

6 nopsoxe nepeeooa, 139

6 653U C UK6UdALUell

opeanusavuu, 192, 206

Kax mepa OUCUUNTUHAPHOZ0

83vickaHus, 181, 192

no co6cmeeHHomy Jcenarur, 193

no coznavdenuio cropom, 203
YunbuiipoBaHHas cucTeMa
OprafM3alOHHO-PaCIIOPANIM-
TeIbHOV JOKyMeHTauum, 59, 67
Yuudnuuposanubie GopMbI
KaJpOBbIX TOKYMEHTOB, 54, 89
YHuuTOXKeHNe 6/TaHKa
TPYOBOM KHIKKI, 99

YHUPUUUPOBAHHBIX POPM NePBUHHOT

yuemHotl 00KyMeHmayuy no

yuemy mpyoa u ezo onzamolt, 54
YipasneHnne Kagpos, 15
Ycnosus
onnamut mpyoa, 130, 205
mpyoa, 125, 127, 152
YrBepxuenue
npuxasom pyxkosooumess, 65
YTBepikueHne NpuKasoM pyKoBOUTENA,
77,78, 82, 85, 89, 96
Y4acTku KaipoBoii paboTh, 19
Yder MHeHNUA BbIOOPHOTO OpraHa
HEePBIYHOI TPODCOI03HOII
opranusany, 57, 80, 189
Y4eTHble KafipoBble JOKYMEHTHI, 92
Yder oTIycKoB paborHuUKa, 165
DakT X03971CTBEHHON XKN3H, 48
Dukcanysa BpaKta CoBeplIeHNA
NpoCTymKa; 183, 185
Dopma
6K1A0bIMA 8 TMPYDOBYIO0 KHUNKY, 98
HYPHATIOB PeUCMPAL UL KAOPOBbIX
doxymenmos, 229, 230
AUHOL Kapmoukuy pabomnuxa, 93
NePBUUHBIX YHemHbLX 00KYMeHMO08, 88
mpyo0sor: kHuxcku, 98
DopMupoBaHue JieN KaJpoBoil CIyXOBbI,
238,244
®oTorpadus paboyero fu, 23
Xapaxrep paborsi, 131, 133, 152
XpaHeHne
6n1anK06 mpydosotl KHuxKu, 98
00KyMEHMO8 No IUUHOMY COCMAsy, 53
JuuHbLX Oent, 243-245
AUMHBLX Kapmoyek, 234
JUMHBIX Kapmoyex
pabomnukos, 93, 233
mpyoosvix kHuicex, 108
YIICTIeHHDIIT COCTaB CITY>KOBI KaipoB, 22
lItatHoe pacnucanue, 70, 71,77, 240
IKCIepTU3a LIeHHOCTY JOKYMEHTOB
10 IMYHOMY COCTaBY, 68, 108
IKCIepTHasA KOMUCCUSA CTPYKTYP-
HOTO Nofipaspenenus, 236, 238
ONeKTPOHHBIT 06pa3 JOKyMeHTa, 233
SIBoYHas YMCIEHHOCTD
pacuem, 23
S3bIK menonponssoncTBa, 45
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