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1. Obmune nonoxkenus
I.1. Hacrosimnm nonoxennem onuchisaiores OCHOBHBIC IIPUHLMIIBL, CBA3AHHBIE C yYeTOM nepcoHasia
OV,
I.2. Hasnauenne kanposoro ACJONIPOU3BOACTBA — JIOKYMEHTAILHOE COIPOBOYKICHHE YIpaBJIeHUs!
fiepconanom JIOY, obecrieuenne npasosoit samminenHoctn JIOY o Bonpocam co6mionens TPYAOBOIroO
3akoHoxaresseTa PO, PT u tpeGoBanuii k KaJI[pOBOMY J€JIONPOU3BO/ICTRY.
2. Buasl kaaposoro aenonpoussoncrsa
Yuer nepconana Moxer GbITh Pa3IC/ICH Ha TPH OCHOBHBIX BHIA 10 00bekmy, Ha KOTOPBIH OH
HarpaBJieH:

2.1. Tlepconnduunpoanpiii YHET — yuqeT MHQOpMALMH [0 KakIOMY COTPYJIHHKY OT/EJIBHO,
OCHOBHBIC OKYMEHTBI — JINYHBIE ACMA COTPYLAHHKOB, KIIOUEBOE CIIOBO — COTPYJHHK,

2.2, UITaTHO-10JIKHOCTHO YAET  —  y4eT HHOPOPMALMH 10 OpraHU3aALMOHHON CTPYKTYpe H
A0/DKHOCTAM  JIOY. 10KYMEHTB — InTaTHOe PacCllMCaHue, MpHUKa3bl, MOJOKEHUS, NOJIIKHOCTHBIE
HHCTPYKIHH. OnMcanue pabouux MecT, KJIOYEBOE CIIOBO — AOJIZKHOCTD, CTPYKTYpa.

2.3. Crarucrnueckuii yuer — ananus AOKYMCHTOB 1O KaJpOBOMY ydeTy, 0000mamime uuppoBbie

AGHHBIC, OTPAXKAIOLIHE KOJTHYECTBEHHOE H KAYECTBEHHOE COCTOSHME HO nepconany B JIOY: ocHOBHBIE
AOKYMEHTBI — CIIPABKH, OTYETBI O YHCJIEHHOCTH, COCTARE. IHHAMMKE JABHKEHMS ITepcoHaa.
3. llepconnpunuposannmpiii yuer

[Ipuem corpynnmkos (yanguunporannas Gpopma T-1, T-1a ['ockomerara P®)

Beaenue nmunoii kaproukn (yHuuurpoantas gpopma T-2 ['ockomcrara P®)

[lepeBon corpyannka ¢ nomkHOCTH Ha AOJUKHOCTL  MJIM B JApyroe [oapasjieseHue
nduurposannas Gopma T-5, T-5a FockomcraTa P®)
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3.4 Odopmnenue otnycka (yHuumpoBannas Gpopma T-6 [ockomerara PD)

3.5, Odopmnenune aucra no BPEMEHHOH HETPYJI0CMTOCOOHOCTH

3.6.  Odopmienne noompeHuii (yHuuuuporannas dpopma T-11 ['ockomerara PO)

3.7.  Odopmaenne B3bicKaHUii

3.8.  Odopmienue KOMaHMpPOBOK (YHHpHUMpOBaHHas opma T-9, T-10, T-10a ['ockomcrara Pd)
3.9, OdopmieHne 10KYMEHTOB Mo pesybTaTaM aTTeCTalluu COTPYIHHKA

3.10.  Odopmienne 10KyMeHTOB 10 pesynbTatam 00y4eHus COTpyIHHKA

3.11.  Bblnaua cnpasok ¢ mecTa padoThbl, BbLIa4a KONKH JOKYMEHTOB [10 TpeOOBAHHIO

3.12. VBoJibHEHHE COTPYIHHKOB (yanduuuposannas gopma T-8. T-8a, T-61 IockomeTara P®d)
4. lTaTHO-10/1KHOCTHOI yueT

4.1. OpranusannonHas cTpyKkTypa AeTcKoro casa,

I
4.2. llltarHoe pacnucanue (yHuduunposannas Gopma T-3 [ockomeTara PD)
4.3. JIo7KHOCTHBIC HHCTPYKLHH

4.4. I'paduk ornyckos (yunpuuuposannas (opma T-7 'ockomerara P®)

4.5. TaGenu yuera paGouero BpemeHu (yHuuumposantas popma T-12 [ockomcTara P®)

4.6. [lonoxenust, permamenTupyroLme TPYZIOBbIE OTHOLICHHUS B ICTCKOM Cajy

S. CratucTnveckuii yuer

5.1. llTarHoe 3amelnenue.

5.2. CiipaBKa 10 CpeIHECTHCOYHON YHCIIEHHOCTH.

5.3. CrpaBka 0 JIMHAMMKE TepcoHana B JIOY (npunsrto na paGoty. yBoseHo, MPOLEHT TEKYYECTH
KaJpoB).

6. [lpyrasi jokymenrauus,

MPEAYCMOTPpCHHAs TPYI0BbIM 3aKOHOATEILCTBOM P® W JI0KAIbHBIMH HOPMATHBHBIMU aKTAMH.
[epconnduunposannplii yuer

1. OcHOBHBIMH I0KYMeHTaMu B MePCOHH(PHUIIHPOBAHHOM yUeTe SIBJISAIOTCH:

[.1. Jluanoe neno coTpyanuka .

1.2. Knura npukasos no JMYHOMY COCTaBY,

I.3. KHura yuera nBmxenus TPYAOBBIX KHHIKCK M BKJIAJIBILICH K HEll.



2. Hepcornpuunpobannoiii yaer cotpyinunos JJOY MOKHO BecTH kak B OJIEKTPOHHOM BHJe
(cucTeMa Kajposoro ACJIONPOU3BOJCTBA, TIPUHSITAS B HOY). Tak u B Gymaxnom BUJIC — JIMYHEBIE JieM1a
COTPYIHUKOB; KHUI'A IPUKA30B; KHATA ABHGKEHMS TPYJIOBBIX KHHKEK,

3. JIuunoe aeio COTpyanuka Gopmupyercs npu O(hOpMIIeHHH COTPY aHHMKa B J10V.

3.1. B muunoe neno srmovarores CJACIYIOUIHE JIOKYMEHTBI:

1.1, Jlnunas kaprouka (T-2), B koTopoii 00s13aTeIbHO  10JIKEH GbITh BHCCCHA 3allMChb O mpueme
COTPY/IHHKA Ha paboTy ¢ MOAIMCHIO 03HAKOMIICHHS COTPYHUKOM.

1.2, 3asBnenne o npueme na pabory,

1.3 DddextuBnpii KOHTpakT ¢ PykxoBoantenem JIOY (MM JTHLOM, MMeEIoLHM ITOJITHOMOYHS 110
HPpHKAsy O ACIErHPOBAHNHU NOIHOMOUHMI),

1.4, Ne rocynapersennoro CTPaXOBOTO CBHIETENbCTBA, 3aHECEHHDIH B JHYHYIO KAPTOYKY COTPYIHHKA.
1.5, Ne cBuzerensersa o lonmyuennn MHH, 3anecennplii s JIHYHYIO KaPTOYKY COTPY/HHKA.

-1.6. Ipukas o npueme na padory (yuuduunposannas (popma T-1).

1.7, Konuu noxymenTos 06 oOpazoBanumu, '

2. B nan4noe neno COTPY/IHHKA BK/IAIbIBAIOTCS [0 MEPE HEOBXOAMMOCTH:

2.1. Ilpukasbl o ICpeBoac — yHudUUHpPOBaHHAas dopma T-5 (¢ obszarenbhoi (bukcanueii ux
JIMYHOH KapToyke — ynubununposannas dopma T-2 ¢ HMOLIHMCLIO O3HAKOMIICHHS COTpPYIHUKA), npu
HCOOXOMMOCTH — JIONONHUTE IbH ble COTJIALICHHSA K TPYZ0BOMY JOrOBOpY.

3.2.2. 3asBnenus o MpEocTaBNeHnK oTycka, Ne npukasos (3aIMCOK) 0 npexocTaBieHmu OTIIyCKa
BHOCHTCS B JIMYHYIO KAPTOUKY COTpYIHHKA (yHHDUIIHpOBaHHas popma T-2).

3.2.3. JlokymeHTbl 06 oleHke HEPCOHANTBHON NesTebHOCTH COTPpYIHHUKA € 3aHECEHHCM B JHYHYIO
KapTouKy — ynnduunposantas gopma T-2

3.2.4. Konuu nokymenTos o6 00y4eHHH, MOBbIIEHUH KBATH(DUKALIHH, TIEPeroiroToBKe ¢ 3aHECEHHEM
HAHHBIX B JINYHYIO KAPTOUKY — ynnduuuposarnas gopma T-2.

3.2.5. Jlpyrue 10KyMeHTbI,

- Corpyannku JIOY o6s3aubl cTaButh B H3BECTHOCTDL aIMHHHCTPALIMIO B TeueHne 10 nnel o JHOOBIX
HSMCHCHUSIX  JIAHHBIX, YKa3blBAEMbIX B JIHYHOM KapTouke (M3MEHEHHE MeCTa KHTEJbCTBA /WK
PErHCTPALIK, H3MCHEHHE (DaMUITHK, H3MEHEHHE CeMelHOro N10J107K€eHHUA, 00pa3oBaHms H Npoyee)

3.4. JInunsle nena xpansres B AIMHHHCTpALHH .

4. Knura perucrpauun [PUKA30B.

4.1. [pukassl Gpopmupyrores 1o (akty nsmenenus Kalposoro cocrasa . Bee npukasel coctasisiores na
OCHOBAHHH YTBEPKACHHBIX HOPM (C MOJIHBIM fepexoom Ha CHeTeMy KajpoBOro AICTIOTIPOU3BO/ICTBA U
bopmupytoTes u3 nee).

4.2. llpuka3el PCIHCTPHPYIOTCA B KHUIE y4eTa KaJpOBbIX npuxasos JIOY | (um npucBansaercs HOMED).
W OTHAKOTCA Ha nojmues Pykosoauresmo. Ha Beex MpHKA3aX 10JDKHA OBITh MOANKCH COTPY/IHUKA H 14Ta.
11O OH O3HAKOMJIEH W B KaKHE CPOKH ¢ colepKkaHnem MpuKasa.

4.3. llpukasbl xpansres B nanke «Kuura MPHUKA30B 110 JITYHOMY COCTaBY».

S. TpynoBasi kuukka.

S.1. Tpynosas kunkka npuHMmaeTes Y COTpy/HKKa B AeHb oopmienns B JIOY u perucrpupyercs B
«KHure yuera j1BHKeHHS TPYIOBBIX KHHIKEK K BKJIQJIBILIIEH K HUMY,

5.2. Tlocne perncrpaunn npukasos s TPYAOBYIO KHHKKY B ISTHAHEBHBIH CPOK BHOCHTCS 3allMch O
IIpUeMe Ha padboTy.

5.3. Bo Bpemst pa6otsl B JIOY COTPYAHHK MOXKET [OJYYHTD TPYI0BYIO KHWXKKY JUIS TIPEJIOCTABJICHUS B
FOCY/lapCTBeHHEle  opranbl (Hampumep, B OBUP s HOJIYHCHHsl  3arPAHHYHOTNO  [acropTa, i
oopmitenus nencuu). [pu stom ¢ COTpYAHHMKA OepeTcs pacrucKa yecTaHOBIEHHOTO obpasua. Pacniucka
XpaHnTes B KHHre yueta Tpy/OBBIX KHUKEK M BKIANBIIEH K HHUM 110 BO3BpAILCHUS TPYIOBOH KHHIKKH,
HOCJIC BO3BPAIICHUs TPY/IOBOH KHHUKKH pacrucka YHUHTOKAETCA. B ocTanbHbIxX ciydasx COTPYAHHK
MOIKET MOy HHTh 3aBEPEHHYIO KOIHIO TPYA0BOH KHUKKH.

5.4. llepemernenns COTPYAHHKA TIPOU3BOASITCS HAa OCHOBAHHHU npukasa (popma T-5) B Tpynosoii
KHHIKE 110CJIC PErHCTpallK TIPHKasa, He Mo3aHee 5 nHeil fiocyie n3nanua npukasa. CoOTpyaHHK rnox
HOMIHCH 3HAKOMHTCS ¢ NIPUKA30M O MEPEMELIEHHH U 3aIIUChIO B JIHYHOH KapTo4kKe, COCTARIEHHOI Mo
(opme T-2.
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5.5. Ilpu yBosibHEHHH COTPYHHKA BBIIYCKACTCS NPUKA3 O NpeKpaLieHH TPy10BOro norosopa (hopma
1-8). na ocHoBanuu xotoporo TPYNOBas KHUIKKA BBLIACTCS B [ICHL YBOIBHEHHS 101 poOCIHCh O Bbiaye
B KHHIe yueTa JIBHKEHHS TPYI0BbIX KHIIKEK BKJIa/IbILICH K HUM.

6. DJIeKTPOHHBII yyerT.

0.1, DnekTpoHHbIH  yuer COTPYAHMKOB Benercs B CucTeMe  KaapoBOro JICTIONPOU3BO/ICTBA,
npejycMoTpeHHoit B JJIOY

HIraTHo-nokHoCTHOI yuer

OCHOBHBIMM 1OKYyMEHTAMH LITATHO-10/KHOCTHOLO yuera ABJISIOTCS:

. [tatnoe pacnucanne JIOV y npuaoHCenue (wumammnoe 3amenqenue) K nemy.

. lpHKa3sbl 0 BHECCHMH U3MEHEHMH B IITATHOE pacnucanue.,

- I'padukn ornyckos JIOV.,

. lpasuna tpy10Boro BHyTpeHHero pacnopsiaka JIOVY,

- JIOJKHOCTHBIE MHCTPYKLIHH.

.6. Tabenn yuera pabouero BpEMEHH,

- ltarHo-nomxuocTHOH yuer o JIOY Beneres kak B Oymaxnom (ITpukassl o JIMYHOMY COCTaBY), Tak
H B 2JICKTPOHHOM BHJIE.

. Onncanne 0CHOBHBIX TOKYMEHTOB.

3.1. UlratHoe pacnucanne — OPTaHU3AlHONHO-PACIOPS/IMTENLHBIN JIOKYMEHT. KOTOPBIH COLCPIKHT
HEpPCICHb HAUMCHOBAHUH N0/KHOCTER coTpyannkoB JIOY ¢ ykasaHHem KonuecTsa IITATHBIX €HHULI,
Pa3MCpOB JI0JIKHOCTHBIX OKJIA0B U MECSYHOrO (hoH/1a 3apabOTHOMH M1aThI JOYVY.

1.1 Hrathoe pacnincanue cocTaBiseTes exeroiHo na | CEHTSOPs TEKYIIEro roja.

3.1.2. MIsmeneHns B wtaTHoe paciucanue BHOCSTCS:

3.1.2.1. Ilpukasom o JIOY (0 BHECEHMH H3MeHEHUE B IITATHOE pacrucaHue) B Cliyyae
HE3HAYHTCILHOTO M3MEHCHHUS LITATHOTO pacrucanus (Meree 30% COJIEPIKAHUS).

3.1.2.2. YTBepxKACHHEM HOBOrO LITATHOrO paciiucanus B ciyyae KapIAHHAILHOIO H3MEHEHHUS [ITATHORO
pacriucaHus.

3.1.3. llratHoe pacmucaHue — COINIACOBBIBAETCS ¢ [J1aBHBIM Oyxranrepom,  yTBepikKIacTes
PykoBoautenem, 3aBepsiercs nevarsio JIOV. Xpanutest B nanke «IIpukasel 1o JMYHOMY COCTaBY» B
pasaene «lltaTHble pacrincanusy.

3.1.4. TlpunoxeHne K wTaTHOMY pacnucanmnio (LUTaTHas YUCJICHHOCTH) — JOKYMEHT, KOTOPBIH
COJICPIKUT NEPEUCHb COTPYIHUKOB C YKa3aHMEM 3aHUMaeMOH J0KHOCTH, pasMepoOB J10KHOCTHBIX
OKJIAZIOB M MepCOHATbHBIX Ha0aBOK.

3.2. I'papukn ornycko JIOV — AOKYMCHT.  PEIIAMEHTHPYIOWIHA  MOPAA0K [PEAOCTABIICHHS
OUCPCAHBIN  OITAUMBACMBIX  OTIYCKOB coTpyanukam JIOY. ComepkuT mepedcHb COTPYJHHKOB ¢
YKA3AHUEM JIOJKHOCTEH H TTAHHPYEMBIX CPOKOB IPEAOCTABIEH S OTIIYCKA B TEKYILEM TOJY.

3.2.1. I'padmk cocrapmsieTcst exeroHo He MO3AHEE YeM 3a JBe HELeIH JI0 HACTYIUJIEHUS KaJICHAapHOro
roia B COOTBETCTBUH €O ¢T. 123 Tpynosoro Kogekca P®.

3.2.2. T'padux yreepxaaercs Pykosoanrenem JIOY, MO COrTacOBAHUIO C npocoto3HON opranusanuei
(JIpyruM OpraHom camoymnpasiieHus corjacho Yerasa JJOY).

3.3. llpaBusia BHYTPEHHETO TPYI0BOTO PACTIOPsIKa — OpraHu3allHOHHO-PACIIOPSAUTENBHBINH JTOKYMEHT,
COACPKAILMH NPAaBHIIA. ONPE/IENsIONINe TPYA0BO# nopsok B IOV ¢r.189 Tpynosoro Koaekca Pd.
3.3.1. Comepkar ciieaytouue pasaessl:

OO0ume noaokeHns:;

[opsinok npuema:

[Mopsiziok nepeBojia 1 yBOJIbHEHHUS COTPYIHHKOB;

OcHOBHBIE 00513aHHOCTH COTPYAHHKOB;

OcHoBHbIE 00513aHHOCTH A/IMHHHCTPALHH;

Pabouee Bpewms 1 ero ncnonszosanue:

[Toowpenns 3a ycnexu B pabore;

B3bickanus 3a HapyLIeHUs TPYI0BOH JUCIHITIHHBI:

BHyTpn 00beKTHBIH pesknm:
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Oprauusanus paGoTsi.

3.3.2. CocraBasiores npu  obpasosanuu  JIOY. yTBepxkuarorcs oOmm  cobpannem  Tpya0Boro
KOJUICKTHBA, BUSHPYETCA FOPHCTOM. yTBepsKaaeTest PykoBoanTenenm 10V,

3.3.3. XpaHstes B marnke «llpukasbl 1o nuuHOMY cocTaBy» B pasnene «llpaBuna Ttpynosoro
BHYTPEHHETO pacropsiakay.

3.4. JlomkHoCTHAs HHCTpPYKIHS — AOKYMCHT, Per/IAMEHTHPYIOLIHH 1eSTeNIbHOCTD KAK/I0H A0KHOCTH
M COLCPKALIMA MPaBa 1 00A3aHHOCTH COTPYAHMKA, 3aHHMAIOLLETO 3Ty JOJIKHOCTE.

3.4.1. JIomKHOCTHAS MHCTPYKIMS cOCTaBisieTcs HETIOCPE/ICTBEHHBIM  DYKOBOJIHTENIEM HA  KakK1yro
AOKHOCTDL TIOPA3/ICTICHHUSI: COMIACOBBIBACTCS C IOPUCTOM, yTBepaxkaaercst Pykosonurenem JJOV.

3.5.  Tabenb yuera paGouero BpeMeHH  (yHu(uuupoBannas ¢opma T-12 [ockomerata P®)
3AIOJIHACTCH OTBETCTBEHHBIM JIMIIOM B IMOJPA3ACICHHH €XKEIHCBHO B OYM@KHOM MIIH 5J1eKTPOHHOM
BUJIE.

CrarucTiyeckuii yyer

1. OCHOBHBIMH JIOKYMEHTAMH CTATHCTHUCCKOTO yuera siBISIFOTCSA:

CripaBKa 110 CpeHeCITMCOYHOM YHCAEHHOCTH:

CripaBka o JMHAMHKKE NepcoHaia B HOY (npunsTo Ha paboty. yBoseno, MIPOLEHT TEKYHYECTH KaJIPOB).

2. CrartucTuYecKui yueT BejeTcs Kak B Oymaxnom (Ilpukasbr 1o JMYHOMY COCTaBy), Tak M B
IICKTPOHHOM Buae (CHCTeMa KaAPOBOro J1e/10NPOH3BOICTRA, npunstas B Opranusanmn).



