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Ne Jlunepckne KayecTBa Banbl

1. Co0tr0iIcHIE HOPM MOpaJIn 91 8| 7|6|5|4|3|2|1
2. BricTpoTa 1 THOKOCTH yMa 98| 7]6|5]4[3]2]1
3. YMeHue noHuMarthb Apyrux 918 7]6]5]4[3]2]1
4, PaccyaurensHOCTh 98| 7]6|5]43]2]1
5. CtpemiieHne ObITh COBEPIICHHBIM 91 8| 7|6|5|4|3|2|1
6. JleMOHCTpalus CKPOMHOCTH 91 8| 7|6|5|4|3|2|1
7. upuHa 1 r1yOrHa MO3HAHUS 98| 7]6|5]4[3]2]1
8. BrinmonHenue oberanmii, BepHOCTh cBoemy ciioBy | 91 8| 716 |5 4| 3| 2| 1
9. CreneHb BIAJCHUS CJIOBOM 98| 7]6|5]4[3]2]1
10. | VBaxkeHue npaB v CBOOOM APYTHX JIFOACH 91 8| 7|6|5|4|3|2|1
11. PeanbHas camoorieHKa 98| 7|6|514|3|2|1
12. Parmonanu3m B 00OpallleHuu ¢ BelaMu 98| 7|6|514|3|2|1
13. | YenosekomoOue 918 7]6]5]4]3]2]1
14. | KynpTypa nmoBeneHus 918 7]6|5/4|3|2]|1
15. | YBepeHHOCTH 918 7]6|5/4|3|2]|1
16. | AKTHBHOCTH 91 8| 7|6|5|4|3|2|1
17. | Boeuatnsiomiasi, HEOpAHApHAsi BHEITHOCTh 918 7]6]5]4]3]2]1
18. Y CTOWYMBOCTD B3TIISIIOB 918 7]6|5/4|3|2]|1
19. CriocoOHOCTH BBI3BIBATH CHMITATHIO 918 7]6|5/4|3|2]|1
20. | bnaroponcTBo 918 7]6|5/4|3|2]|1
21. | CriocoOHOCTB MPOCTO TOBOPUTH O CJIOKHOM 9/8|7]6|5]4[3]2]1

Hﬂannponaﬂne H Pa3BUTHEC KapbEPLI. Tanbl Kapbepbl

OrTal Kapbepsl BoszpactHoit KpaTkas xapaktepuctuka Oco0eHHOCTH MOTHBALIIH
TIeproJI (mo A.Macioy)

1.IlpenBaputensHbiil | 10 25 neT IToaroroska K TPYOBOH | be3onacHOCTb, COLMAIbHOE
JesITEeIbHOCTH, BBIOOp 00JacTH | MpU3HAHUE
JIeSITEIbHOCTH

2. CraHoBIeHHE ¢ 30 et OcBoenne paboOTHl, pa3BUTHE | COIMAIBHOE  TNPHU3HAHHE,
npod. HaBBIKOB HE3aBUCHMOCTh

3. [IponBmxkenne c 45 ner [Ipod. pazutue COL[MAIbHOE  MpU3HAHUE,

camopeain3alusl

4. 3aBepiiieHue ITocne 60 ner | [loaroroBka nepexoaa Ha | YaepkaHue COIUaIbHOTO
NEHCUIO, TMOMCK H OOy4eHHe | MPU3HAHUS
COOCTBEHHOH CMEHBI

5. IEHCUOHHBIN [locne 65 ner | 3ansTue JIpyrumMu BujgamMu | [louck caMOBBIpaKE€HHS B
JIeSITeIbHOCTH HOBOI1 chepe e TenbHOCTH

Mopenas ynpapjeHHsI KApbepoil COTPYIHHUKOB:

HoBbli1 coTpyTHUK

OpI/IeHTaHI/ISI B OpraHu3alu

OO0yueHne IIaHUPOBAHUIO Kaphephl

PabGora B JOJDKHOCTHU

HO,I[FOTOBKa IJIaHa pa3BUTHU KApbCPbI

ATtTecTanus, 00CYXIeHUE C PYKOBOAUTEIEM

BakaHcusi: nHTEpec; pe3ysibTaThl; KBaH(pHUKaIus

Hosas JOJDKHOCTH
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Onenka PYKOBOAMUTEIA MOAYMHCHHBIM.

Oan
Ne | KagecTBoO XapakTeprucTHKa KauecTBa 1...10

1. | Hocrymen Ecnmn Bo3Hmkaer mpobnmema, OH Bcerga mnomoxer. Ho
PYKOBOIWTENb HAcTaMBaeT Ha TOM, 4YTOOBI K HEMy
MPUXOAWIIN C PEIICHHEM NMPOOJIEMEBI, 8 HE C MPOOIEMOii.

2. | BBoaut B Kypc nena Bcerna npenocraBnsieT HHPOPMALIUIO, KOTOPask MOXET OBITH
110JIE3HOH B PO()eCCHOHAIBHOM IIJIaHE.

3. | Obnanaer YYBCTBOM
IoMopa CwMmeetcs 6oiee 3apa3uTesIbHO, €CIIM OOBEKT IIYTKU OH CaM.
4. | CopaBemius, BCerma
WHTEpECyeTcss TeM, Kak | JoBepser, HO BCEr/ia 3aCTaBJIsACT BBIOJHATH OOCIIAHUS.
UAYT Aeia
5. | Pemurenen Bceraa rotoB ycTpaHUTh T€ HECYILIECTBEHHBIE JI€JIa, KOTOPHIE
MOTYT OTBII€Yh OPTAHU3AIUIO OT paOOTHI HA HECKOJIBKO JTHEH.
6. | OOBexTHBEH OTaM4aeT BHELIHE BaXKHOE OT AEUCTBUTEIBHO BaXKHOTO.
7. | Ckpomen Bcerna oTKpBITO IpU3HAET CBOM OMIMOKH, YYUTHCS HA HUX U
0T pabOTHHUKOB KJIET TOTO XKe.
8. | Teepn He mo3zBounsieT BhICIIEMY PYKOBOJICTBY PacTpadyuBaTh BpeMs
INOAYMHCHHBIX U CBOC.
9. | DddexruBeH Yuutr nenutbcs ¢ HUM OMIMOKaMM, aHAJIM3UPOBaTh WUX,
WCTIIPABIISITh
10. | Teprenus 3HaeT, Kor/ia Hy)KHO BBDKIATh, 9TOOBI PaOOTHHUK CaM pEIIriI
pooieMy

KAJZPOBOE JEJOITPON3BOJICTBO

C 2018 roma P 7.0.97-2016 '"Cucrema crangapToB mno HHpOpManuH, OUOJIMOTEYHOMY H
uzgareqabckomMy aeiay. OpraHu3auMOHHO-pacnopsiiuTebHasi JokyMeHTauusi. TpeGoBanus kK
0(opMJIEHUIO TOKYMEHTOB."

1 PA3PABOTAH ®enepanbHbiM  OIOJUKETHBIM  yupexaeHuem "Bceepoccuiickuit  Hay4yHO-
WCCIIeIOBATEIbCKUI MHCTUTYT NOKyMEHTOBeneHus u apxuBHoro gena" (BHUMIAJ]) denepanpHOTO
ApPXMBHOTO areHTCTBA

2 BHECEH Texuudyeckum komuTeToM 1o cragmaptuszanuu TK 191 "Hayduno-TexHudeckas
nHpopMaIus, OMOTNOTEYHOE U N3JATENTLCKOE JENI0"

3 VTBEPXJIEH 1M BBEJEH B HEﬁCTBHE IIpukazom @enepanbHOro areHTCTBa IO
TEXHUYECKOMY PETYIMPOBAaHUIO U MeTposioruu oT § nekabpst 2016 r. N 2004-ct

4 B nacrosimeM craHaapTe peann3oBaHbl HOpMbl DexepanbHbIX 3aKoHOB OT 27 mions 2006 r. N
149-®3 "O6 undpopmanuu, THPOPMAMOHHBIX TEXHOJIOTUAX U O 3amuTe HHpopmanuu", ot 22 oKTAOps
2004 r. N 125-®3 "O6 apxuBHOM nene B Poccniickoit deneparun”

5 BBAMEH I'OCT P 6.30-2003

O TPYJOBBIX KHUKKAX
3
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B cootBercTBUM co cTathelt 66 Tpynosoro koaekca Poccuiickoit @enepaunu IpaBurensctBo Poccuiickoit
®denepani NOCTaHOBIISAET:

1. YTBepauTh npuiaraemsie:

(dhopMy TPYIOBOM KHIXKKH U (POpPMY BKJIaJbIIA B TPYJOBYIO KHUXKKY;

[IpaBuna BemeHWss M XpaHEHUS TPYAOBBIX KHWXKEK, HM3TOTOBICHHS OJAHKOB TPYAOBOW KHIDKKH U
obecrieueHrss UMU paboTomaTescii.

2. YcTaHOBUTH, YTO TPYAOBblEe KHIDKKH HOBOTO oOpasiia BBOmATCS B jaedictBue ¢ 1 sHBaps 2004 .
Nmeromuecs: y paOOTHUKOB TPYAOBbIe KHU)KKH PaHee yCTAaHOBJIEHHOTO 00pasia JeiCTBUTEIbHBI 1 OOMEHY Ha
HOBBIE HE MOJIEKAT.

3. MunucrepctBy duHancoB Poccuiickoit @enepannu:

a) YTBEpAHWTH 0Opa3lbl TPYIOBOH KHIKKM W BKJaJbllla B HEe, a TaKKe TEXHUYECKUE TpeOOBaHHA K
M3rOTOBJICHUIO MX OJIAHKOB;

0) obecrieynTh Ha IOJBEJOMCTBEHHBIX NPEANPHUATHIX H3TOTOBJICHHE IO €IWHOMY 0Opa3ily OJaHKOB
TPYZOBON KHIKKU M BKJIaJIbIIIA B HEE;

B) YTBEpAUTH MOPSAAOK oOecrieueHus paboronaTeneli 6JaHKaMu TPYAOBOM KHWKKH U BKIIA/IBIIIA B HEE.

4. MuHHCTEPCTBY Tpyla U COLMABHOrO pa3Butus Poccuiickoit denepanuu:

a) yTBEPAUTh UHCTPYKLHIO 110 3aIIOJHEHUIO TPYAOBBIX KHHXKEK;

0) oOecreunTh HaJUICKANIMH KOHTPOJIb 332 CBOECBPEMEHHBIM W TNPAaBWIIBHBIM BeJCHHEM W XpaHEHHUEM
TPYAOBBIX KHHKEK;

B) 1aBaTh Pa3bsCHEHUS 110 BONPOCcaM NpuUMeHeHus [IpaBus1, yTBep)KI€HHBIX HACTOSILUM IT0CTAaHOBJICHUEM.

5. OpranamM HCHOJHHUTENBHOH BiacTu cyObekToB Poccuiickoit denepannu mpoBeCTH HEOOXOIUMYIO
pa60Ty 110 BBCACHHUIO B OpraHusalyax, HaXOAAIUXCA Ha UX TCPPUTOPUHN, TPYAOBBIX KHMKXCK U BKH&ILI)IHICIZ B
HUX HOBOT'O 00pasIa.

[Ipencenarens [IpaButenscTBa Poccuiickoin denepaunu
M. KacbsiHOB

INPABUJIA BEJAEHUSA U XPAHEHUS TPYJOBBIX KHUKEK, U3I'OTOBJIEHUS BJIAHKOB
TPYJIOBOM KHUKKH U OBECIIEYEHUSI UMW PABOTOIATEJIEH

VYTBepxkaeHsl noctanosiaenueM IIpasurenscrsa PO
ot 16 anpens 2003 . N 225

|. O01Me oI0KEHUS

1. Hacrosmue IlpaBuia ycraHaBIMBAaIOT MOPSAAOK BEACHHA M XpaHEHUS TPYAOBBIX KHMKEK, a TaKxke
TIOPSIIOK M3TOTOBIICHHS OJIAHKOB TPYOBOM KHW)KKH U 00ecTieueHns IMH paboToaTeNeH.

2. TpynoBasi KHW)KKa SIBIIIETCS OCHOBHBIM JTOKYMEHTOM O TPYAOBOH JEATENBHOCTH M TPYAOBOM CTaxe
paboTHHKA.

3. PabGoronmatens 00si3aH BECTH TPYJOBYIO KHIDKKY Ha KaXXJIOro pabOTHHKA, NPOpadOTaBIIEro B
OpraHU3alMy CBBILLIE IISATH THEH, ecu padoTa B 3TOI OpraHu3aliy SBISAETCs Uil paOOTHHKA OCHOBHOM.

4. B TpynoByI0 KHMXXKY BHOCSTCSI CBEACHHS O pabOTHHKE, BBIIONHSAEMON MM paboTe, MepeBoie Ha
JIPYTYIO TIOCTOSHHYIO paboTy W 00 yBOJBHEHHH PAaOOTHHKA, a TAKXKE OCHOBAHUS IMPEKpPAIeHHUS TPYIOBOTO
JIOTOBOpA M CBEIEHHS O HAarpayKACHUH 32 yCIexu B padore.

5. CeneHus O B3BICKAHHMAX B TPYJOBYIO KHIDKKY HE BHOCSTCS, 32 HCKJIIOYEHHEM CIy4yaeB, Korja
JTUCIUTLTHHAPHBIM B3BICKAHUEM SIBIIIETCS] YBOJIbHEHUE.

6. TpynoBble KHIKKHA BEAYTCS Ha TOCYIapCTBEHHOM si3bike Poccuiickoit @enepanmu, a Ha TEPPUTOPUH
pecriyOnuku B coctaBe Poccuiickoit denepanyy, yCTaHOBUBILIEH CBOM TOCYAapCTBEHHBIH S3BIK, OQOpPMIICHHE
TPYIOBBIX KHIDKEK MOXKET Hapsly C TOCYJIApCTBEHHBIM sI3bIKOM Poccuiickoil ®enepanuu BECTHCh M Ha
TOCY/IapCTBEHHOM SI3bIKE 3TOU PECITyOIHKH.
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7. Paboronmatens 00s3aH 1O MHCHMEHHOMY 3asBICHHIO paOOTHWKA HE TIO3[HEE TpeX THEH co AHS ero
MOJIa4y¥ BBIIATh PAOOTHUKY KOIHIO TPYJOBON KHIKKHU WX 3aBEPESHHYIO B YCTAHOBJICHHOM IMOPSIIKE BBIMHCKY
U3 TPYAOBOM KHIDKKH.

II. Benenvie TpyAOBBIX KHIKEK

8. OdopmieHnne TpyaoBOW KHW)KKH DPaOOTHHKY, NMPHUHATOMY Ha pPadOTy BIEpBbIC, OCYLIECTBISACTCS
paboTozaTeneM B IPUCYTCTBUHU paOOTHUKA HE MO3HEE HEJEIBPHOIO CPOKa CO IHS NMpHeMa Ha paboTy.

9. B TpynoByr0 KHIKKY TIpH €€ 0()OpPMIICHHH BHOCSTCS CIIEIYIONINE CBEIEHHUS O paOOTHUKE:!

a) hbamunus, UMs, OTYECTBO, JaTa POKACHUS (YHCI0, MECAL, FOJ) - HA OCHOBAaHHH MAaCIoOpTa MM WHOTO
JIOKYMEHTA, Y10CTOBEPSIOIIETO JUUYHOCTD;

0) oOpaszoBanme, mpodecchs, CIEMUATBHOCTb - HAa OCHOBAaHWHM JOKYMEHTOB 00 00pa3oBaHWH, O
KBaTHM(PUKAIUK WM HaJWYUHM CIE[UajbHBIX 3HAHWK (IpW TOCTYIUIEHMM Ha paboTy, TpeOyIoLyto
CHECIUAIBHBIX 3HAHUH WM CIICIHATIbHOM MOJTOTOBKH).

10. Bce 3ammcu 0 BBITIONHSEMOW paboTe, MepeBoie Ha APYTYIO TMOCTOSIHHYIO padoTy, KBaTH(UKAIUH,
YBOJIBHEHHH, a TAKXKe O HArpaXICHHH, IPOU3BEACHHOM pabOTOAATENIeM, BHOCATCS B TPYAOBYIO KHIKKY Ha
OCHOBAaHHHU COOTBETCTBYIOIIETO MpHKa3a (pacrmopspkeHus) paboToAaTeNs He TMOo3[Hee HEACTbHOTO CpoKa, a
IpY YBOJILHEHUH - B JICHb YBOJIBHEHUS U TOJDKHBI TOYHO COOTBETCTBOBATH TEKCTY NPUKa3a (PacropsHKEHUs.).

11. Bce 3ammcu B TpyAOBOH KHMKKE TMPOU3BOAATCS 0e3 KaKMX-IHOO COKpalleHUil M MMEIOT B Ipesenax
COOTBETCTBYIOLIETO pa3jiesia CBON MOPSAKOBBII HOMep.

12. C kax0ii BHOCUMOM B TPYJOBYIO KHIDKKY 3aIllMCHIO O BBIMOJHIEMOM padoTe, IepeBojie Ha IPYTyio
MOCTOSIHHYIO pa0OTy M YBOJBHEHUH paboTomaTesb 00s3aH O3HAKOMHUTBH €€ Biafelblia MOJA PACIUCKy B €ro
JIMYHOM KapTOUKe, B KOTOPOU MOBTOPsIETCA 3allCh, BHECEHHAS B TPYOBYIO KHHXKKY.

dopMa JIUYHON KApTOUKU yTBepxkaAacrcs l'ocynapcTBeHHbIM KomuTeToM Poccuiickoit @enpepaunuu 1o
CTaTUCTHKE.

13. TpynoBas KHMXKa 3aIlOJIHAETCS B HOPSAKE, YTBEpKAaeMOM MHHHCTEPCTBOM TPYyJa U COLUAIBHOIO
pa3Butus Poccutickoit ®enepanuu.

14. 3anucu B TPyIOBYIO KHIDKKY O MPUYMHAX MPEKPALIEHUs TPYAOBOTO JOTOBOpAa BHOCSTCS B TOYHOM
COOTBETCTBHHU ¢ (GopMmynupoBkamu TpynoBoro konekca Poccuiickoit denepaunu uinn nHoro ¢eaepaabHOro
3aKOHa.

15. Ilpu mpexpalleHuy TpyJ0BOTO I0TOBOpA 10 OCHOBAaHUSM, MPEIyCMOTPEHHBIM cTaThelt /7 TpynoBoro
koznekca Poccuiickoit @enepanuu (32 HCKIIOYEHHEM CIy4aeB PACTOPXKEHHS TPYZOBOIO [OrOBOpa IO
MHULMATHBE padoTonmaTessi U MO OOCTOSTENbCTBAM, HE 3aBUCSIIMM OT BOJM CTOPOH (ImyHKTH 4 u 10 sTOM
CTaThH), B TPYAOBYIO KHI)KKY BHOCHUTCS 3amUCh 00 yBOJbHEHHUU (IIPEKpaIleHUHd TPYIOBOTO JIOTOBOpa) CO
CCBUIKOH Ha COOTBETCTBYIOLIUHI MYHKT YKa3aHHON CTaThH.

16. IIpu pacTopkeHUH TPYAOBOTO AOrOBOpa MO0 MHULIMATHBE paO0TOAATEINIS B TPYAOBYIO KHUKKY BHOCHTCS
3anmuch 00 YBOJBbHEHUM (MPEKpAIIEHUH TPYJOBOTO JOTOBOPA) CO CCBUIKOW HAa COOTBETCTBYIOUIMH ITYHKT
cratbu 81 Tpynosoro koaekca Poccuiickoii denepanuu.

17. Ilpu mpekpaieHuu TPyAOBOrO JOrOBOpa MO OOCTOATENLCTBAM, HE 3aBUCSIIUM OT BOJIM CTOPOH, B
TPYAOBYIO KHW)KKY BHOCHTCSl 3allHCh 00 OCHOBaHHSX IPEKpAIlEHHsI TPYIOBOTO JIOTOBOPA CO CCHUTKOW Ha
cooTBeTCTBYIOLIMI MyHKT cTaTthu 83 TpynoBoro koxekca Poccutickoit deneparuu.

18. Ilpu mpekpaiieHnu TPyIOBOTO AOTOBOpa MO APYIMM OCHOBaHMSAM, NPEAYCMOTPEHHBIM TpyAOBBIM
kozaexkcoM Poccuiickoit denepanyy win UHBIME (peepalbHBIMU 3aKOHAMH, B TPYIOBYIO KHM)KKY BHOCHTCS
3armmch 00 yBOJNIBHEHHH (TIPEKpaIleHUuH TPYAOBOIO JIOTOBOPA) CO CCHUTKOW HAa COOTBETCTBYIOIIHME CTAThIO,
nyHKT TpyznoBoro konekca Poccuiickoii denepannu wix HHOTO (QeepantbHOro 3aK0OHa.

19. Ilpu npexpalieHun TpyA0BOrO JOroBopa ¢ pabOTHUKOM, OCY>KICHHBIM B COOTBETCTBHU C IPUTOBOPOM
Cylla K JHIIEHWIO TIpaBa 3aHUMAaThb OMpPEJENCHHBIE JOKHOCTH WM 3aHUMAThCA ONpEIesIeHHON
JeSITEIbHOCTRI0 M HE OTOBIBIIMM Haka3zaHWe, B TPYAOBYIO KHWXKKY BHOCHTCSI 3allUCh O TOM, Ha KaKOM
OCHOBaHHWH, Ha KaKOM CPOK M KaKylo JOJDKHOCTH OH JIMILIEH NpaBa 3aHUMATh (KaKOH JesITeIbHOCTHIO JIUILEH
MpaBa 3aHUMATKCH).
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20. CBenenns o paboTe MO COBMECTHTEIHCTBY (00 YBOIBHEHHH C STOW pabOTHI) O JKEJTAaHUIO PabOTHHKA
BHOCSITCSI [0 MECTY OCHOBHOH pabOTHI B TPYAOBYIO KHM)KKY Ha OCHOBaHUHM JOKYMEHTA, MOJATBEPKIAIOIIETO
paboTy IO COBMECTUTENBCTRY.

21. B Tpy#OBYyIO KHHXKY 110 MECTY paOOTHI TaK)Ke€ BHOCUTCS C YKa3aHHEM COOTBETCTBYIOLINX JOKYMEHTOB
3aITHCh:

a) 0 BpeMEHH BOCHHOH CIIy>KOBbI B coOTBeTCTBHH ¢ DenepanbHbIM 3akoHOM "O BOMHCKOH 0053aHHOCTH U
BOCHHOH CITy>k0e'", a Tak)Ke 0 BPEMEHH CITy>KOBI B OpraHax BHYTPEHHUX el M TAMOKEHHBIX OpraHax;

0) o BpeMeHU 00y4YeHHS Ha Kypcax M B IIKOJIaX 11O TIOBHIMIEHUIO KBATM()UKALINH, 110 TIepEeKBATU(PUKAIIIHT 1
MOJTrOTOBKE KaJIpOB.

22. CoOTBETCTBYIOIINE 3alllICH, BHECEHHBIE B TPYIOBYIO KHWKKY JHI, OCBOOOXKICHHBIX OT PabOTHI
(moWKHOCTH) B CBA3M C HE3aKOHHBIM OCYXXACHHEM IJIM0O OTCTPaHEHHBIX OT OJDKHOCTH B CBSI3H C
HE3aKOHHBIM ~ TPHUBJICUYCHHEM K YTOJOBHOH OTBETCTBEHHOCTH, YCTAHOBJICHHBIMH COOTBETCTBEHHO
OTpaBlaTEeIBHBIM IIPUTOBOPOM JIHOO MOCTAaHOBJICHUEM (OTIpeelIeHeM) O MPEKPAIeHHH YTOJOBHOIO Aesa 3a
OTCYTCTBHEM COOBITHS TIPECTYIUICHHUS, 32 OTCYTCTBHEM B JESHHM COCTaBa NPECTYIUICHWS WU 3a
HEJOKAa3aHHOCThIO WX YYacTUS B COBEPIICHUM MPECTYIUICHUs, TPHU3HAIOTCI HEACHCTBUTEIEHBIMH.
Paboronatens Mo NMUCHMEHHOMY 3asBJICHHI0O Pa0OTHUKA BBIAACT €My AyOJUKAaT TPYJOBOH KHIXKKUA Oe3
3amucy, TMPU3HAHHON HeneHcTBUTEeNbHOU. JlyOmWKaT TpyHOBOW KHI)KKH BBIJACTCS YKa3aHHBIM JIAIAM B
MOPsIIKE, YCTAHOBJICHHOM HacTosmmMe [IpaBmmamu.

B TpynoBble KHMXKKH JIHMI, OTOBIBIIMX HCIPAaBUTENbHBIE paObOTHl Oe3 JNUIIeHUs] cBOOOMBI, BHOCUTCS MO
MecTy pabOoThI 3aITUCh O TOM, YTO BpeMsl padOThI B 3TOT MEPHO HE 3aCUUTHIBACTCS B HEMPEPBIBHBINA TPYI0BOH
CTaX. YKa3aHHas 3aliCh BHOCHUTCS B TPYIOBBIE KHIDKKH 10 OKOHYAHWU (PAKTHUECKOTO CPOKA OTOBITHS
HaKa3aHHs, KOTOPBIH YCTaHABIMBAETCS TI0 CIIPaBKaM OPTaHOB BHYTPEHHHUX JIEI.

[Ipu yBoNbHEHHN OCYX)AECHHOTO C pabOTHI B yCTAHOBICHHOM MOPSIKE W MOCTYIUIGHUH €r0 Ha HOBOE MECTO
paboTBI COOTBETCTBYIOIIHE 3aMMHCH BHOCSTCS B TPYAOBYIO KHM)KKY B TOM OpraHHM3alllii, B KOTOPYIO OH ObLT
TIPUHAT WX HATIPaBJIeH.

23. Tlpu BOCCTaHOBIICHHMH B YCTAHOBJICHHOM IMOPSAKE HEMPEPBIBHOTO TPYJOBOTO CTaka B TPYIOBYIO
KHW)KKY pabOTHUKA BHOCUTCA IO IMOCTETHEMY MECTy padOThl 3alUCh O BOCCTAHOBJICHHU HEIPEPHIBHOTO
TPYZOBOTO CTaXa C YKa3aHUEM COOTBETCTBYIOIIETO JJOKYMEHTA.

24. B TpyIOBYIO KHIDKKY BHOCSITCSI CIICIYIOIINE CBEICHUS O HArpakaeHUu (TIOOIIPEHUH) 3a TPYHOBBIS
3aCIyTH:

a) O HarpaJIeHWUM TOCYNapCTBEHHBIMH HAarpajiaMd, B TOM YHCJE€ O TMPUCBOCHHUU TOCYAapCTBEHHBIX
MTOYETHHIX 3BaHMIA, HA OCHOBAaHWHU COOTBETCTBYIOIINX YKA30B M HHBIX PELICHHIA;

0) 0 HarpakJeHU! MOYETHBIMH TPAMOTaMH, IPUCBOCHUH 3BaHUI U HATPaKIACHWUHM HATPYAHBIMH 3HAKAMHU,
3HaYKaMH, TATIOMaMHU, IOYETHHIMU TPAMOTaMH, TPOU3BOIMMOM OPTaHU3AIUSIMHY;

B) O JPYrHMX BHJAaX IOOIIPEHUs, MPEAYyCMOTPEHHBIX 3aKOHOAATeNbcTBOM Poccuiickoit deneparum, a
TaKkKe KOJUIGKTUBHBIMH JIOTOBOpaMH, TpaBWJIaMH BHYTPEHHETO TpPYIOBOTO paclopsiika OpraHu3allvy,
yCTaBaMH U TOJIOKEHUSIMU O IUCIAILIHHE.

25. 3ammcu o MpeMHusiX, MPeTyCMOTPEHHBIX CUCTEMO OIUIATHI TPY/a MIIM BHITUIAYMBAEMbIX Ha PETrYIISIPHON
OCHOBE, B TPYIOBbIC KHW)KKU HE BHOCSTCSL.

II1. BHecenne n3MeHEHUI U UCIIPABICHUN B TPYIOBYIO KHIDKKY. JyOIHUKAT TPYIOBOU KHIHKKHA

26. Vsmenenue 3amuceil o (paMuinu, UMEHHU, OTYECTBE W JaTe POXKICHUs, a Takke 00 oOpazoBaHWH,
mpoh)eCCUH M CIEIUATBHOCTH PaOOTHHUKA MPOM3BOIUTCS padOTOAATENIEM IO MOCISAHEMY MECTY paOOThl Ha
OCHOBaHUH I1aCIIOpTa, CBUJIETEILCTBA O POXKIEHHUH, O OpaKe, 0 pacTOp:KeHUH Opaka, 00 M3MEHEHUH (PaMHITUH,
HMMEHHU, OTYECTBA U APYTHUX JOKYMEHTOB.

27. B ciy4ae BBISIBICHHSI HETPABIJILHON WJIM HETOYHOW 3aluCH B TPYIOBOW KHIDKKE WCIIPABJICHHE €€
MIPOU3BOAMTCS MO MECTy PaboThl, ryie Obljla BHECEHA COOTBETCTBYIOINAS 3aIlMCh, JUOO paboTomaTesieM II0
HOBOMY MeCTy pa0OThl Ha OCHOBaHWUHM O(MUIMAIEHOTO JIOKYMEHTa pa0oTOMaTeNsl, MOMYCTHBIIETO OIINOKY.
PaboTonarens 0053aH B 3TOM cily4ae OKa3aTh pabOTHUKY TIPH €ro 00palieHur HEOOXOJMYEO TIOMOIIIb.




ABTOHOMHAA HEKOMMEpYEecKas opraHu3aLma
AOMNONHUTENBHOTO NPOdeccoHanLHOro obpazoBaHNs
«YuebHb1 LeHTp MepcnekTuBa-Muacce»

456318, r. Muacc, np. Oktabps,4, 0¢.209
Tenedon: 8 (3513) 265 375
E-mail:info@perspekt174.ru

WHH 7415089094/ KMNM 7415011001/ OrPH 1157400000196 )
P/c 40703810038040000025 & duamane "EKATEPUHBYPTCKMI" A "ANlb®A-BAHK"

28. Ecnu opranuszanus, KOTopas MpOHW3BeNia HENPaBWIbHYIO WIM HETOYHYIO 3aIlUCh, PEOPraHU30BaHA,
WCTIpaBJICHHE TPOU3BOAMUTCS €€ MPAaBONPEEMHUKOM, a B cly4ae JUKBUAALUKN OpTaHU3alHU - paboToAaTeneM
10 HOBOMY MECTY paboThl Ha OCHOBAaHMH COOTBETCTBYIOIIETO IOKYMEHTA.

29. HcnipaBieHHbIE CBEACHUS TOJDKHBI TOJTHOCTHIO COOTBETCTBOBATH JOKYMEHTY, HA OCHOBAHUH KOTOPOTO
OHM OBUIM HCHpaBieHBl. B cioydae yTparbl Takoro AOKyMEHTa JINOO HECOOTBETCTBUSI €ro (DaKTHUECKH
BBIMIONHSBILEHCST paboTe HCHpaBieHUE CBEJCHHH O padoTe TMPOU3BOIUTCS HA OCHOBAHUHM JAPYTHUX
JOKYMEHTOB, IOATBEPKAAIOLINX BBIIOIHEHHE PA00T, HE YKa3aHHbBIX B TPYAOBON KHIKKE.

CBuzerenbcKue MOKa3aHus HE MOTYT CIYKUTh OCHOBAaHHEM [UIS UCIIPABIICHHSI BHECEHHBIX PaHEe 3alucei,
3a MCKIIOYEHHEM 3alKceil, B OTHOIICGHWH KOTOPBIX HMeEETCS cyneOHOe pelleHHe, a TaKXke ClIy4daes,
NpeAyCMOTPEHHBIX MyHKTOM 34 HacTosimux [Ipasui.

30. B pasgenax TpynoBOM KHMXKH, COIEPXKALIMX CBEICHHA O paboTe WM CBEIEHHs O HarpakICHMHU,
3a4epKrUBaHNE HETOUHBIX WM HETIPABUIBHBIX 3aIKCEH HE TOMTyCKAETCsl.

WzmeHenune 3amuceid MpoOM3BOAUTCS MyTeM NPU3HAHUS UX HEJACHCTBUTENLHBIMU U BHECEHHUS MPABHIILHBIX
3aMMCen.

B takom xe mopsiake Mpou3BOIUTCS U3MEHEHHUE 3aicH 00 YBOJIbHEHHH pa0OTHHKA (IIEpeBOJe Ha APYTYIO
MOCTOSTHHYIO PaboTy) B Cilydae MpU3HaHUS YBOJIbHEHHS (TIEPEBO/Ia) HE3AaKOHHBIM.

31. Jlumo, yTpaTHBIIee TPYIOBYIO KHIDKKY, O0S3aHO HEMEIJIEHHO 3asBUTH 00 3TOM pabOTOmaTeNto 1o
mocIlieTHeEMy MecTy padoTel. Paboronarens BbinaeT pabOTHUKY AyOJIMKAT TPYIOBOW KHMKKH He mo3aHee 15
JHEH co JTHS MoAaYl PaOOTHUKOM 3asIBIICHHSL.

32. Ilpu odopmnenun ay0Oiamukara TPyAOBOH KHMXKKH, OCYIISCTBISIEMOM B COOTBETCTBHUU C HACTOSIIMMHU
ITpaBunamu, B HETO BHOCATCS:

a) cBelleHUs 00 oO0IIeM W (MJIM) HEMPEPBIBHOM CTake padOThl pabOTHHKA JI0 MOCTYIUICHUS B JaHHYIO
OpraHu3aIHIo, TOATBEPKACHHOM COOTBETCTBYIOIUMH JTOKYMEHTAMHU;

0) cBemeHHs O paboTe W HarpakaeHWH (MOOMIPEHHH), KOTOPhIE BHOCWIUCH B TPYAOBYIO KHIDKKY IIO
MOCIIETHEMY MeCTy pabOoTHI.

OO6mmii crax paboThl 3alUCHIBAETCS CYMMAapHO, TO €CTh YKa3bIBaeTcsl o0lIee KOJUIECTBO JIET, MECSIIIEB,
JIHEW paOboThl 6e3 YTOYHEHUS OpraHn3allid, TIEPHoI0B paboThl U TOHKHOCTEH pabOTHHKA.

Ecnu noxyMeHThI, Ha OCHOBaHHM KOTOPBIX BHOCHJIMCH 3aIIMCH B TPYZOBYIO KHIKKY, HE COZIEPKAT MOJIHBIX
CBEJICHUI 0 paboTe B MPONULIOM, B JyONHKAT TPYAOBOW KHHMIKKH BHOCATCSI TOJBKO HMMEIOIIMECS B ITHX
JIOKYMEHTaX CBEJICHHS.

33. Ilpu HasMuMu B TPYAOBOM KHMKKE 3alyCH 00 YBOJBHEHHMM WIM IEepeBoJe Ha APYrylo paboTy,
NPU3HAHHON HEAEHCTBUTENBbHOW, paOOTHHUKY IO €ro IMHMCbMEHHOMY 3asBJIICHHIO BBIAAETCS IO MOCIECTHEMY
MecTy padOThl JyONHMKAT TPYAOBOW KHIKKH, B KOTOPBIH TEPEHOCSATCS BCE MPOU3BEACHHBIE B TPYJIOBOM
KHIDKKE 3aITUCH, 33 UCKIIFOUCHUEM 3aIMCH, IPU3HAHHON HeACHCTBUTEIbHOM.

TpynoBas kHKKa 0hOPMIIETCS B yCTAaHOBJIEHHOM TMOPSAKE U BO3BPAILACTCS €€ BIIaJeNbIly.

B takom e mopsijike BbIIaeTcs AyOJIUKAT TPYIOBOM KHIXKKH, €CIIM TPYI0Basi KHIKKa (BKIIAJIBIIN) TPHUIILIA
B HETOJJHOCTH (00Topena, MopBaHa, HCMauyKaHa U T.11.).

34. Ilpu maccoBoil yTpaTe paboTojareieM TPYJOBBIX KHI)KEK PAaOOTHHKOB B pe3yjIbTaTe Upe3BbIUAiiHBIX
cUTyanui (9KOJIOTUYECKUE W TEXHOTEHHbIE KaTacTpO(bl, CTHXHIHBIC OEICTBHS, MAacCOBbIE OECIOPAIKU M
Jpyrue Ype3BbIYaifHbie 00CTOSTENbCTBA) TPYJAOBOH CTaX 3THX PaOOTHUKOB YCTaHABIMBACTCS KOMUCCHEH I10
YCTAHOBJICHUIO CTaXa, CO37aBa€MOHM OpraHaMy HCIOJHHUTEJBHOW BiIacTH cyObekToB Poccuiickoit
Oenepanuu. B coctaB Takol KOMHCCHMHM BKJIIOYAIOTCS NPEACTaBUTENHM paboTopareneil, mpodcoro30B MM
WHBIX YIIOJIHOMOYEHHBIX PaOOTHUKAMH IPEJCTABUTEIHLHBIX OPraHOB, a TAKKe APYIHMX 3aWHTEPECOBAHHBIX
OpraHu3alui.

Ycranopnenue ¢axrta paboThl, CBEACHUH O mpodeccuu (JOKHOCTH) M HepHoaax paboTel B
JAHHOW OpraHHW3allié OCYIIECTBISETCS KOMHUCCHEH Ha OCHOBAHWH JOKYMEHTOB, UMEIOIIUXCS Y pabOTHUKA
(cripaBKka, MpoQcor03HBIN OWIIET, yUeTHAsT KapToUuKa WwieHa npocoro3a, pacueTHas KHWKKA U T.I1.), @ B CITy4ae
MX OTCYTCTBHS - HA OCHOBaHUH MOKa3aHUH IBYX M Oojiee CBHIETENeH, 3HAIOMMX paOOTHUKA 10 COBMECTHOM C
HUM JICSITEIBHOCTH B OJTHON OpPraHU3alluy WIH B OJHOW CHCTEME.

Ecnu paGoTHHK JI0 MOCTYIUICHHUS B IAaHHYIO OpraHU3alUio yKe paboTai, KOMUCCHS TPHHUMAET
MEPHI K MOJTYYEHHUIO TJOKYMEHTOB, OATBEPKAAIOLINX 3TOT (AKT.
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Ilo pesympratam pabOThl KOMHCCHH COCTaBISIETCS aKT, B KOTOPOM YKa3bIBAIOTCS TEPHOJIBI
paboTsbl, podeccust (TOMHKHOCT) U MPOJOIDKUTEILHOCTD TPYIOBOTO CTa)ka pabOTHHUKA.
Paboronarens Ha OCHOBaHMU aKTa KOMHCCHH BBIJACT PAOOTHHUKY JTYOJIUKAT TPYJIOBON KHUKKHU.
B ciydae ecnm JOKyMEHTHI HE COXPAHIIIUCH, CTX PabOTHI, B TOM YHCIIE YCTaHOBJICHHBIH Ha
OCHOBaHHWH CBHJIETENFCKUX ITOKA3aHUH, MOXKET OBITh MIOATBEPKICH B CYIEOHOM TOPSIAKE.

IV. Brigaua Tpy/10BOY KHKKH IPU YBOJIBHEHUH (TIPEKPAIIEHIH TPYAOBOTO JIOTOBOPA)

35. Ilpu yBonpHeHHH paOOTHUKA (MTPEKPAIEHHH TPYIO0BOTO JIOTOBOpA) BCE 3aIHCH, BHECEHHBIC
B €r0 TPYIOBYIO KHIKKY 3a BpeMsl paOOThl B JaHHOW OpraHW3allMH, 3aBEPSIOTCS MOIMHCHI0 padoToaaTens
WIN JTUIa, OTBETCTBEHHOTO 32 BEJCHHE TPYAOBBIX KHMKEK, MEYaTbl0 OpraHu3auuy (KaJpoBOM CITy>KObBI) U
MOJITUCHIO CAaMOT0 pabOTHHUKA (32 HCKITIOYEHUEM CITyJaeB, yKa3aHHBIX B ITyHKTe 36 HacTtosmux [IpaBm).

Ecnu TpyzoBas KHIKKaA 3all0HSIIACH HA TOCYIapCTBEHHOM si3bike Poccuiickoii denepanuu u Ha
rOCYJapCTBEHHOM SI3bIKE peciyOsnku B coctaBe Poccutickoii denepannu, 3aBepsroTcs o0a TEKCTA.

Pabotonarens 00si3aH BBIAATH paOOTHUKY B J€Hb YBOJBHEHUS (NOCIETHUN JNeHb PaOOThI) €ro
TPYZOBYIO KHIJKKY C BHECEHHOM B HE€ 3alUChI0 00 yBOJIbHEHHH.

[Tpu 3anmepke BbIJaud pPaOOTHHKY TPYAOBOW KHIDKKM IO BHHE paboToaaTelnsi, BHECCHHUH B
TPYHOBYIO KHIKKY HENPAaBUIBHOW MM HE COOTBETCTBYIOLIEH (QenepasbHOMYy 3aKOHY (OPMYJIUPOBKU
MIPUYUHBI YBOJIBHEHHUSI pabOTHUKA paboTomaTeNnb 00s3aH BO3MECTHTh PaOOTHUKY HE TMONydeHHBIH MM 3a BCe
BpeMsl 3aJepKKH 3apaboTok. JlHem yBonbHeHMs (TIpEeKpalleHHsl TPYIOBOTO JIOTOBOpA) B 3TOM Cilydae
CUYMTAETCS JICHb BbIIaYM TPYJA0BOH KHIKKU. O HOBOM JTHE YBOJIbHEHUS pa0OTHUKA (TPEKpaIleHUH TPYI0BOTO
JIOTOBOpA) M3IaeTCs MprKa3 (pacuopsbkeHue) paboTogaTens, a Tak)ke BHOCUTCS 3aI¥Ch B TPYIOBYIO KHHKKY.
Panee BHeceHHasl 3aIlMCh O AHE YBOJIbBHCHHA NPU3HACTCA HeﬂeﬁCTBHTeHLHOﬁ B MOPAAKE, YCTAHOBJICHHOM
Hacrosimmmy [IpaBunamu.

36. B ciny4ae ecnu B 1eHb YBOJIbHEHUS paOOTHHKA (TIPEKpaILeHHs TPYLOBOIO JOTOBOPA) BBIAATH
TPYZHOBYIO KHIDKKY HEBO3MOXHO B CBS3M C OTCYTCTBUEM paOOTHHKA JUOO €ro OTKa3oM OT MOJIY4YEHHUs
TPYAOBOH KHWXKKH Ha PYKH, padOTOaTeNb HANIPABISIeT PaOOTHUKY YBEJOMIICHHE O HEOOXOIUMOCTH SIBUTHCS
3a TPYAOBOW KHIKKOW NTHOO JaTh corjlacKe Ha OTMpaBlieHHE ee Mo moure. lIlepecbuika TpyAOBONH KHUKKH
MOYTOH 110 yKa3aHHOMY paOOTHUKOM a/Ipecy JOITyCKaeTCsl TOJIBKO C €ro COrlacusl.

Co [HS HampaBlieHHS YKa3aHHOTO YBEJAOMIICHHS pPa0oOTojarenb OCBOOOXKTAeTcst OT
OTBETCTBEHHOCTH 32 33JIeP’KKY BBIIa4H PAa0OTHHKY TPYAOBOW KHIKKH.

37. B ciydae cMepTu pabOTHHKA TPy[I0Bas KHM)KKA MOCJIE BHECEHUS! B HEE COOTBETCTBYIOLIEH
3allMCH O NPEKPaLICeHUH TPYAOBOTO JOTOBOpa BBLAAETCS HA PYKHM OAHOMY M3 €r0 POJCTBEHHHKOB MOJ
PaCIiMCKy WX BBICBUIACTCH 110 ITOYTE 110 MMCbMEHHOMY 3asBJICHUIO OTHOT'O U3 POACTBEHHUKOB.

V. BKIaapIl B TDYIOBVIO KHIDKKY
38. B cmyuyae ecnu B TpyJOBOW KHIDKKE 3aIlOJHEHBI BCE CTPAHHUIBI OJHOTO W3 PAa3lEeNoB, B
TPYZOBYIO KHWKKY BIIWBAETCS BKJAJBII, KOTOPBIM OQopMIisieTcss W BeaeTcss paboTolaTesieM B TOM JKe
MOPSIZIKE, YTO U TPYIOBask KHIKKA.
Bxuagsiin 6e3 Tpy10BOM KHIKKH HeIeHCTBUTEIIEH.
39. Ilpu BBIZaue KaXXIOTO BKJIAJBIIIA B TPYAOBOM KHM)KKE CTaBUTCA INTAMII C HaJIUCHIO
"BrigaH BkiIagei" U yKa3blBA€TCS CEPUSl U HOMEP BKJIAJbIIIA.

V1. Vyer u XpaHEeHNE TPYJIOBBIX KHIKEK

40. C menpro ydeTa TPYAOBBIX KHIKEK, a TakXe OJIAHKOB TPYJOBON KHIDKKA W BKJIAJBIINIA B HEE, B
OpraHU3alMsIX BEIyTCS:

a) IPUXOTHO-PACXO/IHAS KHHUTA 10 YIeTy OJJAaHKOB TPYIOBOYW KHMKKU U BKIIAJBIIIA B HEE;

0) KHUTA y4eTa IBMKEHUS TPYAOBBIX KHUKEK W BKIIAJBIIICH B HUX.

@DopMbI yKa3aHHBIX KHUT YTBEPKIAIOTCSI MUHUCTEPCTBOM Tpylda U COLMAIBLHOTO pa3BuTus Poccuiickoi
®denepanuu.

41. B mpuxomHO-paCXOJHYI0 KHUTY IO Y4eTy OJaHKOB TPYIOBOM KHIDKKH W BKJIQJABIIIA B Hee, KOTopas
BeJIETCS OyXranTepuel opraHu3aliu, BHOCATCS CBEJICHHSI 000 BCEX OINEPAIUsX, CBA3aHHBIX C IMOJIYYCHUEM U
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pacxoloBaHHEeM OJaHKOB TPYAOBOW KHIDKKM M BKJaJblllla B HEE, C yKa3aHWEM CEPUU M HOMEpa KaKIoro
OnaHka.

B xnure ydera ABMKEHUS TPYAOBBIX KHMKEK M BKIIQJBIIIEH B HUX, KOTOpasi BEACTCS KaApOBOH CIIy:KO0H
WIA JAPYTMM HOApa3feieHueM OpraHu3anuy, OQOPMIIAIOIIMM IIPUEM U YBOJbHEHHE PAaOOTHUKOB,
PETUCTPUPYIOTCS] BCE TPYIOBbIE KHIXKH, IPUHATHIE OT PaOOTHUKOB IIPU HOCTYIUIEHHH Ha padoTy, a Takke
TPYAOBBIE KHIKKM M BKJIAJIBIIINA B HUX C YKa3aHUEM CEpUU U HOMEPA, BhIIaHHBIC PA0OTHHUKAM BHOBb.

IIpy nomydeHuMM TpPyOOBOH KHMXKKH B CBSI3M C YBOJbHEHHEM paOOTHUK PAaCIMCBIBAETCS B JIMUHON
KapTOYKEe U B KHUT'E yUeTa JBI)KCHUS TPYAOBBIX KHIKEK U BKJIaJbIICH B HUX.

[Ipuxoano-pacxoaHass KHWTa MO y4eTy OJaHKOB TPYAOBOW KHIDKKM M BKJIAJbllIa B HEE W KHHUTa ydera
JOBIDKEHUSI TPYNOBBIX KHIDKEK M BKJaIbllled B HUX JAOJDKHBI OBITH MPOHYMEPOBaHBI, MPOLIHYPOBAHHI,
3aBEPEHbl IOAINMUCHIO PYKOBOOUTEIS OpPraHM3alMM, a TaKKe CKPEIUICHbl CYpry4HOM I1€4aThi0 WU
OTJIOMOMPOBAHBI.

42. bnaHku TpyAOBOH KHIKKM W BKJaJblllIa B HEE XPaHATCS B OPraHMU3AlMU KaK JOKYMEHTHI CTPOron
OTYETHOCTH U BBIAAIOTCS JIUILY, OTBETCTBEHHOMY 32 BEACHHUE TPYAOBBIX KHIKEK, 110 €ro 3asiBKeE.

Ilo oKOHYaHMM KaXIOro Mecsilla JUIO0, OTBETCTBEHHOE 3a BEICHHME TPYAOBBIX KHIXKEK, 005S3aHO
NPEACTaBUTh B OYyXTaJTepHIO OPraHru3alliyi OTYET O HAIMYMN OJIAHKOB TPYAOBOW KHM)KKH M BKJIAJIBIIIA B HEE
U O CyMMax, IOJYYECHHBIX 32 O(QOPMIJICHHBIC TPYOOBblE€ KHI)KKM M BKJIAIBIIN B HHUX, C NPHIOKCHHUEM
NPUXOAHOIO Oplepa KacChl OpraHu3auuu. VcropueHHble NpU 3al0JHEHWH OJIAHKU TPYIOBOH KHIKKH H
BKJIQJIBIIIIA B HEE TIOJICKAT YHHUTOXKEHHUIO C COCTABICHUEM COOTBETCTBYIOIIETO aKTa.

43. TpynoBble KHIXKKH M TyOIHUKAaThl TPYAOBBIX KHIDKEK, HE TIOIyUYEHHbIE PAOOTHUKAMU NIPU YBOJbHEHHUN
0o B ciay4ae CMEpPTH paOOTHHKA €ro OMWKaHIIMMH POJCTBEHHHKAMH, XPAaHATCS B TEUYEHUE 2 JIET B
KaJIpOBOH CIIy)KO€ OpraHu3allii OTACIBHO OT OCTAJbHBIX TPYAOBBIX KHIDKEK. [10 MCTEYeHHMH yKa3aHHOIO
CpPOKa HEBOCTPEOOBAaHHBIC TPYAOBBIC KHI)KKH XPAaHITCS B apXMBE OpraHu3aiuu B TeueHue S50 Jer, a 3areM
MOJUIEKAT YHUUYTOKECHUIO B YCTAHOBJICHHOM HOPSIIKE.

44. PaboTtomarens 00s3aH MOCTOSHHO UMETh B HAIMYMH HEOOXOJMMOE KOINYECTBO OJIAHKOB TPYIOBOU
KHIKKHU U BKJIQJBIIICH B HEe.

VII. OTBETCTBEHHOCTH 32 COOJIIOACHUE MOPSAKA BEACHUS TPYAOBBIX KHUKEK

45. OTBETCTBEHHOCTh 332 OPTaHM3allUI0 Pa0OTHI MO BEJCHUIO, XPAHEHHIO, YYETy M BbIJade TPYIOBBIX
KHW)KEK W BKJIAJIBIIEH B HUX BO3JIaraeTcsi Ha paboTojaTes.

OTBETCTBEHHOCTh 3a BEACHHE, XpPaHEHHE, Y4YeT M BbIJady TPYJOBBIX KHIKEK HECET CIELUAIBHO
YIIOJIHOMOYEHHOE JIMIIO, Ha3HaYaeMoe MPUKa30oM (pactopsuKeHHeM) padoToaaTes.

3a HapylleHHe yCTaHOBJIEHHOTO HAcTOSIUMH [IpaBunamMu mopsKa BEeACHUS, ydeTa, XpaHEHUsS U BbIIa4H
TPYHOBBIX KHIDKEK IOJDKHOCTHBIE JIMLIA HECYT OTBETCTBEHHOCTb, YCTAHOBJICHHYIO 3aKOHOAATEIbCTBOM
Poccuiickoit ®enepanuu.

VIII. U3roTopiieHre OIaHKOB TPYIOBOU KHIKKH U 00eCIIeUeHe MMU paboToaaTesici

46. UsrorosieHnne OGJIaHKOB TPYIOBOW KHIDKKH M BKJIAJIBINIA B HEE M oOecrieueHrne nMu paboToaresneil Ha
TUTATHON OCHOBE OCYILECTBISIFOTCS B TOpPsJIKE, yTBepKaaeMoM MuHHCTEpCTBOM (uHaHCOB Poccuiickoii
®denepanuu.

biianku TpynoBOM KHUKKU U BKJIAJIIIIA B HEE UMEIOT COOTBETCTBYIOIIYIO CTEIIEHD 3al[UTHL.

47. Ilpu BBIgade pabOTHHKY TPYAOBOM KHW)KKH WIIM BKJIJbIIA B Hee PabOTONATENb B3UMAET C HETO
1Ty, pa3Mep KOTOPOH ONpeAemnsieTcs] pa3MepoM pacxo/I0B Ha UX MPHUOOPETEHNE, 32 UCKITIOYEHNEM CITyJaeB,
MpeayCMOTPEeHHBIX MyHKTaMu 34 u 48 Hactosimux [Ipasu.

48. B cnyyae HEMpaBUILHOTO MEPBUYHOTO 3alOJHEHUS TPYAOBOM KHUKKH WM BKJIAAbIIIA B HEE, a TaK:Ke
B ClTyyae WX MOPYH HE 110 BHHE paOOTHHUKA CTOMMOCTh HCIIOPYEHHOTO OJIaHKa OIUIAYMBAETCS PabOTOaTeNIeM.

MMPOBOXKAEM COTPYIHHUKA HA 3ACJOYKEHHBIN OT/IBIX

Jia opopmitenns meHcun pabOTHUKY HEOOXO0MMO:
- caThb KOMIUIEKT cBefeHui B otaenenue [IOP (mepuonom s oT4eToB OyaeT Cpok ¢ Havasia rojaa
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J0 JHS poxaeHusi Oynymiero nencuonepa) - C3B-4-2, omuce AJIB-6-1, BeoMOCTh yIUTaThI B3HOCOB
AJIB-11;

- nomoub [IDP coOpaTh makeT JOKYMEHTOB C MEPCOHAIBLHBIMH JaHHBIMUA U ITOATBEPIKIAIOIINX
nepeuncienus B [leacuonnsiit honn. Hanpumep, ecimm Oyaynmit neacnonep no 01.01.1998 tpynuncs mo
COBMECTUTENBCTBY HIIM IO JOTOBOpaM IMOApsiAa, eMy IOTpeOyeTcss MPHHECTH BCE O3TH JIOTOBOpA.
[MonamoOsATCS M CHpaBKU OT (UPM C YKa3aHHEM, YTO W3 HAYKCICHHBIX CyMM 3apabOTKa B3HOCHI B
IlencuonHsbIit GOHT yIepKaHbl U epedncienbl. OTMETHM, 9TO €CIIM OPTaHH3aIlid, B KOTOPBIX TPYIHIICS
paboOTHHK, HE CIaBali CBEJCHHS 32 STOT MEPHOI, B CTaX pabOTHI ATO BpeMs He OyIeT BKIFOUYEHO;

K cBenenuto. Ecin pabOTHUKY HENOCTae€T KaKMX-JIMOO IOKYMEHTOB, 3aKOH O TPYAOBBIX IEHCHUSX
MO3BOJISIET MPEACTABUTH UX TOKE, IPU 3TOM COTpYAHUK [IDP nomkeH BpIIATh paCIUCKY-YBEIOMIICHUE,
B KOTOPOW YKaKeT, KaKue FIMEHHO TOKYMEHTHI U B KaKhe CPOKH HEOOXOIUMO IIPE/ICTABUTD.

- sgBuTbcs B ornaesieHue [IOP mo mecTy cBoell perucrpauv - B OTHEN, KOTOPBIA 3aHUMAETCA
Ha3HAYEHUEM U BbIIUIATOM MeHcuil. TaM 3alogHUTh 3asBIEHUE, AaTy IpUeMa KOTOPOro 3aperucTpupyroT
coTpynHuky QoHma. Jlara BakHa, TaK KaKk MMEHHO C 3TOTO JOHSA OyAeT HaducisaThes meHcus. Ecmm
3asBIICHUE W HEOOXOAWMBIE NOKYMeHTHl ObuTh oTnpaBieHsl B [IOP mo moure, mHem obOpamieHus 3a
TICHCHEH cunTaeTcsl Aara, yKazaHHas Ha MOYTOBOM INTEMIIE]E OpraHu3aluM (enepaibHO MOYTOBOM
CBSI3H IO MECTY OTIIPABJICHHUS JOKYMEHTOB.

ITHKET.

EJJVHBIE TPEBOBAHU A
K KyJIbTYp€ BHEILIHETO BU/Aa COTPYIHHUKOB KOMITAHUH

Buemnss IMPUBJICKATCIIBHOCTD nMeeT IIEPBOCTCIICHHOC 3HA4YCHUC JJIA O6pCTCHI/Iﬂ
IOJIOXKHUTCJIBHOI'O JICJIOBOI'O HMHJXKA. OCHOBHBIMH ~ ClIara€MBIMH  BHCIIIHEH IIPUBJICKATCIBHOCTHU
SABJIAKOTCA:

- KYJbTYPa OIEKAbI
- npuYecKa
- MAKHSK (JUTST )KESHIITHH )

Onpenensist XapakTep OACKAbl HEOOXOJAMMO PYKOBOJCTBOBAThCS OCHOBHBIMHU IPHHIIUIIAMH:
aKKypaTHOCTb, OTPSATHOCTh, KOHCEPBATH3M, CAEP>KAHHOCTh, OQHUIINATBHOCTD, TPATUIIIOHHOCTb.

I MYXXKYNH.

e Bunx onexapl - OO0si3aTenbHOE yClIoBUE — OpIOKH (HEJOMYCTHUMBI JUKUHCHI), COPOYKa (MCKIFOUUTh
(yTOONKY MK CBUTED), TAICTYK.
JonycTiM KOMOWHUPOBAaHHBIA KOCTIOM: (HampuMep, YEpHBIH HHIDKAK, cepble OpIOKM), a TaKxkKe
KOCTIOM B TIOJIOCKY HJIM KJIETYaTblii KOCTIOM HEspKuX pacuBeTok. Kareropumueckm 3zampernaercs
0JIeBaTh KOCTIOMBI SIPKHX IIBETOB (KENITOro, 6e1oro, KpacHoro u T.4.) JIeTom pomyctiMa copodka ¢
KOPOTKHM PYKaBOM U TaJICTYK.
Heo6xonnmo npuaepKuBaThecsi IUHCTBA CTHUIICH 3JIEMEHTOB OJEXKIbL.

e Tajcryk - OOmue NPUHIUIBI TOAOOpPa TAICTYKa K KOCTIOMY: T&ICTYKH C PHCYHKOM — K
OIHOTOHHBIM COPOYKaM, OAHOUBETHBIC IAJICTYKHU — K COPOYKaM B KJIETKY WJIM B IIOJIOCKY.

e Hocku — My)CKHe HOCKH JTOJKHBI TAPMOHHPOBATL € OPIOKaMHK UITH ¢ 00YBEIO.

e OO0yBb — Oc3ynpeuyno uwuctas. [1oayOOTHHKM WM OOTHMHKH KOPUYHEBOTO WM YEPHOTO IIBETA.
HckiroueHa cropTHBHAS 00YBb, CAHIANICTHI WK CaHIaHK. B 3MMHUI mepro HeoOXoIuMa CMEHHAsT
00YBb.

o IIpuuecka — aKKypaTHas CTPHKKA.
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AKceccyapbl — HE CleyeT HOCHUTh JIPArOICHHOCTH TOJIBKO KaK YKpamieHHs. [IpeaMeThl JTOJKHBI
OBITh (YyHKIIMOHATBGHEL. PeMeHb MOXeT OBITh JFOOBIM, HO O€3 BBEIUYpHOH MpsHKKU. Yachl TOIKHBI
COOTBETCTBOBATh CTHIIIO OJSKIbL. [Iuinyinas pydka omkHA OBITH BCeraa MpH ceoe.
Pyuka, xapaHpani, o4k, pacdyecka W JApyrue MPEIMEThl HE JOJDKHBI JISKATh B HapPyKHBIX
KapMaHaX KOCTIOMa.

JUTA )KEHIIH.

HenoBoii ctwib. OnTUMaIbHBIH BHA OAENKABI: OJHOTOHHOC IUIATHE WIM O(HIMANTBHBIA KOCTIOM
(mumxak ¢ 100Kkoit). JlomycTiM OpIOYHBIH KOCTIOM.
bry3ka kak ameMeHT KOCTIOMa JTOJKHA COOTBETCTBOBATH JIETIOBOMY CTIIIIO. OTIaeTcst mpeAnoYTeHrne
CBETJIBIM TOHAM.
HckimounTh MUHU-FOOKY, IIOPTHI, CTPEHY, JP)KHHCOBYIO U CIIOPTUBHYIO OZCKITY.
O0s3aTenbHOE YCIIOBUE (M B JICTHUM NIEPUOJ) - OXHOTOHHBIC YYJIKH, TAPMOHHUPYIOIIUE C KOCTIOMOM.
IBer one:xxkabl — COKOMHOro TOHA. I[BeTa, MOBBIIAIOIINE AEIOBOM MPECTUX, - YEPHBIA, TEMHO-
CUHU, cepblii, OexeBblid. OTnaeTcs NMPeANOYTCHUE IIaIKOKPAIICHBIM TKaHSIM Ha3BaHHBIX I[BETOB U
pa3IMYHBIM BapUaHTaM IIOJIOCOK U KJIETOYEK B HEAPKUX TOHAX.

Bo Bcem ancamOne ofex/pl JTydlie UMETh HEe Ooyiee TpeX IBETOB, ABa W3 KOTOPHIX MOJYEPKUBAIOT

JIOMUHUPYIOIIMI WIN KOHTPACTUPYIOT C HUM. SIpKr€ paclBETKU HEKEJIaTEIbHBI.

O0yBb — Tyduu Ha cpenHeM KaOiyke. Moaenb Ty¢esb T0JKHa COOTBETCTBOBATh AEJIOBOMY CTHIIIO
kocTioMa. Hegonyctuma crioptuBHas 00yBb. B 3uMHMIA nepuoa HeoOXxonumMa CMEHHas! 00YBb.

Ipuyecka. [puyecka BeIOMpaeTcs ¢ ydeToM (QUTYpHI M THIIA JIMALA, AJS IEIOBON KEHIUHBI 3TO —
CTPMXKKA WJIN aKKypaTHO yJIOXEHHBIE, COOpaHHBIE BOJIOCHI.

Makusix — cliepkanublid. Vcnonp30BaHre KOCMETHKH HEOPOCKUX IBeTOB. Henb3st 310ynorpetisiTh
JyXaMHu, JIe30/I0paHTaMu. 3amax JyXOB JIOJDKECH ObITh €]lBa 3aMETEH, a CaMU JyXU — W3bICKAHHBIMU H
TOHKHMH.

MaHUKIOp — YXO)KEHHBIE PYKH, €CJIU JIAK — HESIPKOT'O I[BETA.

Axceccyapbl. D¢GdekT akceccyapoB IOMOraeT NpWIaTh BHEIMIHeMY OOJMKYy InapM. L[BeTHoi
TuIaTo4YeK (HO He IIBETacThIii), Opollb, GUrypHas 3akoiika, OPUTHHAIBHBIA MOSICOK — OTH M JIPyTUe
JIeTaJId JKEHCKOTO TyajeTa MPHIAl0T HHIUBHUIAYaJbHOCTb, HO CJEAYET YYHTHIBATh, YTO OCHOBHOM
HPHUHITAIT BBIOOPA YKPAIICHUI — yMEPEHHOCTb.

['maBHOE B KyJIbTYpe BHEITHETO 00JINKA — YyBCTBO MEPHI, BKYC U 11€J€C000pa3HOCTb.

Oobsi3aTesqibHOe  Tpe0OBaHWEe K BHEIIHEMY OONMKY KaXJIOro COTPYOHHKAa — HaJW4ue
NPeACTABUTENbCKOI KAPTOUKHU B KQUECTBE JICTAIN KOCTIOMA.
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