KAOPOBOE AOEJIONPOUN3BOACTBO



OBLUVE NOHATUSA

Kaopoeoe desionpou3eodcmeo - oTpacsib
0eATenbHOCTN, AOKYMEHTUPYOLas TPYAOBbIE
OTHOLUEeHns, dukcupytowasa nHpopmauuno o
HanMMuMn W  OBWKEHUM NepcoHana, B
pesynbrarte 3TOro KafdpoBble Mpoueaypsbl
npunobpeTaoT NOKYMEHTarnbHoe
odoopMrieHmne.

Kadpoeasi 0okymMeHmauusi - CO80KYnHOCMb
coopm (OOKYMEHMO8), ompakarouwux Harnuyue
U 08UXKeHue riepcoHaria.



SAOAHUN KAOPOBOIO
OENTOMPON3BOLOCTBA
[1okymeHTansHO  OPOPMWUTL  TPYAOOBbIE
OTHOLUEHUA, dopmann3oBaTb KadpoBblie
npoLueanypbl Yy KOHKPETHOro pabotogarens.

[TOCTPOUTL CTPOUHYIO CUCTEMY YMpPaBieHUS

NnepcoHasiomM, oTtee4Harollyro ctparerm4eCKkmMm
3aadaM YripaBJIi€HUA.

PernameHTnpoBaTb B3aMMOOTHOLLEHUS
paboTHUKa 1 paboTtogaTtensa (Hanpumep, B
OOIMKHOCTHBIX UHCTPYKLIUAX)



SAOAYN KAOPOBOIO
OENOMNPON3BOLCTBA

Co3aaTb opraHM3aunoHHO-MNPaBOBbIE OCHOBbI
TPYAOBbLIX OTHOLLUEHUN, KaK ansg paboTHUKOB,
TaKk U gnga paborogaTens.

Pa3pelinTb TpyaoBble CNOp.LI.

[MpuaaTtb 60MbLUYIO NPO3PAYHOCTb TPYAOBOMY
npoweccy



CTPYKTYPA KAOPOBOI'O
OENOMNPON3BOLCTBA

OObecneyeHu

CocTaB
e

JOoKyMeHTUpOBaH
ne



OBECMEYEHWE
NENOMPOV3BOAOCTBA

OpraHm3aunoHHoe

(KTo opraHusyet? ['me xpaHaTcs
OOKYMEHTHI?)

2. MpaBoBoOE

(HOpMaTUBHO-NPaBOBbIE N HOPMAaTUBHO-
CnpaBOYHbIE aKTbl)

3. TexHn4yeckoe

(ACY «1C:3apnnata n Kagpbl»)
4.KagpoBoe

(KkTO BEOET?)




COCTAB JENOIMNMPON3BOLCTBA

JOKYMEHTbI N0 YYeTY KaapoB
(pernamMeHTUpyoT ABWKEHNE KagpoB)

2. [10KYMEHTbI MO ynpaBIEHUIO NEPCOHAaNIOM

(nokanbHble HOpMaTUBHbIE akTbl, [TonoXxeHus,
OOJTKHOCTHbIE MHCTPYKLMA U MP.)




OOKYMEHTUPOBAHWE

JlnyHble gena
TpynoBble KHUXKKU

MIHdbopMaLMOHHO-CcNpaBoYyHaa cuctemMma
(NCC)

PacnopagntenbHble OJOKYMEHThI



OPIAHU3ALINA
OENONMPON3BOLACTBA

HOpMaTI/IBHbIe OJOKYMEHTDI

- [OCT P «YHndmuympoBaHHas cuctema
OOKYMeHTauun. YHUMuupoBaHHasa cuctema
opraHn3auUMoHHO-pacnopaanTENbHON
OOKyMeHTauun. TpeboBaHus K odpopMNeHNIO
OOKYMEHTOBY.

- TpyooBou kogekc Poccunckon begepaumm
* IHCTpyKUMSA NO 3anoriHeHUIO TPYA0BbIX

KHUXEK, YTBEPXKAEHHAA NOCTAHOBNEHUEM
MwuHTpyna Poccun N° 69.



HOPMATUBHbBIE OOKYMEHTDbI

* [paBvna BegeHust 1 XxpaHeHUs TPYAOBbIX KHUKEK,
N3roToBIEHNSA OTaHKOB TPYA0BOW KHUXKN U
obecnevyeHnst umn paboTtoaaTtenen, yTBepXXaeHHbIe
noctaHoBneHuem lpasutenbctea P N° 225.

* [MocTtaHoBneHue NockomctaTta Poccum N° 1 «O6
YTBEPXKAEHUN YHUPULINPOBAHHBIX hOpM
nepBUYHON YYETHOWU OOKYMEHTAaL MM NOo YyYeTy Tpyaa
N Ero onnarbi».

* [lepeyeHb TUNOBbLIX YNpaBnNeHYECKUX JOKYMEHTOB,
oOpasyoLnncs B 4eATENLHOCTU OpraHmn3aumnm, ¢
yKa3aHMEM CPOKOB XpaHEHWUS, YTBEPXKAEHHbIN
PocapxuBom.




LLIAT 1. PASBPABOTKA OBA3ATEJIbHbLIX
OOKYMEHTOB

npaBuna BHyTPEHHEro TpyaoBOro
pacrnopsaka;

NonoXxeHne o 3aLlmMTe NnepcoHarnbHbIX
OAHHbIX pabOTHUKA;

nonoXxeHne ob oxpaHe Tpyaa u
NPOTUBONOXXapHOW 6e30MacHOCTMW.



LLAI 2. KOPPEKTUPOBKA LUTATHOTIO
PACIMMNCAHWA

CBepka Ha3BaHUA JOMKHOCTEN, TaDENbHbIX

HOMEpPOB, pa3Mepbl 3apaboTHbIX NnaT u
npoyee

[lpoBepKa cOOTBETCTBUA MHPOPMALIUK B
LUTATHOM pacnmcaHnn n TpyaoBbIX JOroBopax



LAl 3: OPOPMITEHUE KALPOBbBIX
1PVKA3OB

[1puKa3sbl OOMKHBI COOTBETCTBOBATL
coaepXaHuo TpygoBOro 4oroeopa,
3aKnNO4YeHHOro ¢ paboTHUKaMK, U LUITATHOMY
pacnmcaHuio.

B NPMKa3ax AoJKHa CTOATb NoArnncb HE
TOJ1bKO pyKoBoAUTESTA KOMIMaHUU, HO 1 CaMOTO

COTPYAHMKA



LLIAT 4. OOOPMJTIEHWE TPYOOBbIX
KRVIKEK

MHCTPYKUMA NO 3anonHEeHU0 TPYOOBbIX KHUMKEK U
[MpaBnnamMmm BeAeHUs N XpaHeHUst TPYOOBbIX KHUXKEK,
N3rOTOBMNEHUss OnaHKOB TPYOOBOM  KHUMKKM U
obecnevyeHns umu paboTtogarenen

OdbopmnsaeTca Ha KaxXaoro paboTHUKa,
npopaboTaBLUEero boree NATU OHEN

BHocaTca cBeaeHnsa o (00):
- paboTHMKE, BbINMOSTHAEMOW UM paboTe,
- NepeBoaax Ha Apyryro NOCTOSAHHYI0 paboTy

- yBONbHEHMU paboTHMKA, a Takke OCHOBaHUSA
npekpaLleHUs Tpy4oBoro Jorosopa

- HarpaxaeHuax 3a ycnexm B pabore




LA 5. OPOPMJIEHUE JIMYHBIX OEJ]

CocTaB OKYMEHTOB
3as1BNeHMe 0 npueme Ha paborTy;

TPYyQoOBOE cornalleHmne (KOHTPaKT),
OONONMHUTENbHbIE COorfnalleHus;

JINYHbIN FINCTOK MO YYeTYy KagpoB U OOMNOSTHEHME K
HeMY;

aHkeTa (aBTobuorpadus);

OOKYyMeHTbl 06 obpasoBaHuK (Konun);

NOKYMEHTbI 00 yTBEPXXAEHUN B AOMKHOCTU
(KON nnun BbIMUCKN),




peEKOMEHAATENbHbIE NUCbMA UM XapaKTEPUCTUKMU;
OOITKHOCTHbIE MHCTPYKLUMN (PErMamMeHTbl);
aTTeCTaUMOHHbIE NMUCTbI, OT3bIBbI, NPEeACTaBNEHUS;

NacrnopTHble JaHHble, CBMOETENbCTBO O Dpake U T.
A. (konuw);

3asBNeHns 1 npukasbl (KOMMn N BbINUCKN) O
nepeBoe Ha ApYryto AOMKHOCTb, NpeacTaBneHus,

OOKYMEHTbI O HarpaxaeHuu, HarnoXeHnn
B3bICKaHUW (KOMuUw);

3aABJ1IEHNA U NMTPUKA3bI (KOI'II/II/I UIn BbII'II/ICKI/I) 006
yBOJIbHEHUW, INNepeBoge U 1.4.;

CpoK XpaHeHUsA NINYHbIX aen
paboTHUKOB - /5 neT
pykoBoaUTENEN — MOCTOAHHO




LA 6. OPOPMJIEHUE YHETHbBIX KHUT" U
XYPHAJIOB

KHura ydyeta gBUXeHUS TPYAOBbLIX KHMXEK U
BKaablLLen B HUX

[ IpnxoO4HO-paCXOaHY KHMUra no y4yeTy
OMaHKOB TPYOOBOM KHUXKKU




LUAT 7. POPMUPOBAHUWE KALLPOBbIX
OEJT

- «[pukasbl No Nn4yHOMy cocTtaBy (NpMeM, YBONbHEHME,
nepeBos, NpeMnpoBaHne, NooLPEHNE, OTNyCKa Oe3
COXpaHeHus 3apaboTHOU NraThbl, HANPaBNEHNS B
ONNTESNbHbIE KOMaHAUPOBKU U KOMaHONPOBKN 3a pyoex)»
(cpoK xpaHeHusi - 75 ner);

- «['lpukasbl No NIMYHOMY cocTaBy (odepeaHble N y4ebHble
OTNYyCKa, AEXYPCTBAa, B3bICKaHUSA, KPAaTKOCPOYHbIE BHYTPU
POCCUNCKNE KOMaHOMPOBKMN)» (CPOK XpaHeHust — 5 ner);

- «[pyOoBble 4OMOBOPbIY;

* «JlInyHblie genay;

* «JINYHbIE KAPTOYKNY;

- «<HopmaTnBHbIE JOKYMEHTBI KOMMAaHUK (MOSTOXKEHUS,
NHCTPYKLMNN)»;

- «[lepenncka no KkagpoBbiM BOMpocaMm C
rocygapCTBeHHbIMU OpraHaMmum 1 KOMMepPYECKMMHA
opraHmsaunamm» n ap.



LA 8. OOOPMJIEHVE HOMEHKIJIATYPbI
OET

HomeHknaTypa gen MoXeT bbITb opopMIieHa
OTAENbHO MO KagpoBbIM AOKYMEHTAM UMK
BKKOYeHa B 00LLY0 HOMEHKNAaTypy aen
opraHu3auum.




KITACCUNDOUKALINA U BNOblI KAOPOBbIX
OOKYMEHTOB

1. [To ueneBon NPUHaAANEXHOCTI:

JOKyMeHmMbI o y4yemy JIU4HO20 cocmaea
pabomHukoe (npukasbl 0 Npneme Ha pabory,
nepeBoae Ha Apyryto paborTy,
npeaocTaBrneHnn OTNycKa, yBOSIbHEHUN,
NMYHaa kKapTodka paboTHMKa n gpyrue)

0OKyMeHmMbI, c8si3aHHbIe C
ocyuiecmesieHUeM QpyHKuuUuU rno
yrpaeJsieHUro nepcoHasioM U op2aHu3ayueu
mpy0a ([MpaBuna BHYyTPEHHErO TPYAOBOIO
pacnopsaka, ['lonoxeHne o CTPYKTYpHOM
noapasaeneHnmn, AOIMKHOCTHbIE UHCTPYKL MM,
CTpyKTypa 1 luTaTHas YMCNeHHocCTb, LiTaTtHoe
pacnucaHue)




2. Mo TMNNYHbLIM KaapoBbLIM Npoueaypam:

[N okymeHTauunsa no npmuemy Ha paboTty (3asBrneHue o
npueme Ha paboTty; KoHTpakT 0 Ha3dHa4YeHnn Ha
OOMKHOCTb; [pukas o npneme Ha paborty; [poTokon
obLlero cobpaHunst TpyaoBOro KOSneKTMBa o NpuemMe Ha
pabory)

[JJoKyMeHTauusa no nepesoay Ha APYyryro padoTy
(3asiBneHme o nepeBoae Ha apyryto paboTy;
[lpencTaBneHne o nepesode Ha apyryto pabdorty; MNpukas
O NepeBoae Ha apyryto pabory).

[JJoKymMmeHTauus no yBOSIbHEHUIO C PaboThl
(3asiBneHune 06 yBornbHeHUU; INpunkas 00 yBONbHEHUN;
[TpoTokos obuiero cobpaHus TPyaoBOro KonsekTnaa ob
YBOSIbHEHUN).



JokyMmeHTauusa no ochopmrieHMo oTnyckoB (Ipaduk
OTMNYCKOB; 3asBfieHne O MNpeaocTaBrieHUN OTIMYCKa;
[lpukas o npegocrtaBneHnn oTnycka)

JoKymMmeHTaumsas no od¢gopMIIeHNI0 MNOOLWPEHUN
(MpeactaBnernne o noowperHun; lNpnkas o NOOLLPEHNN;
[TIpoTOoKON 0bOLWero cobpaHna TpPyaoBOro KOSfieKTuBa o
NoOLLPEHNN)

[JJoKymMmeHTauusa no opopmMeHUr0 ANCUNNIIMHAPHbIX
B3bICKaHMU ([doknagHasi 3anucka O HapylleHuu
TpygoBon aucumnnuHbel; OObsACHUTENBHAA 3arnucka o
HapywleHnun TpygoBon gucuunnuHbel;  [llpukas o
HaNoXeHnn aucuuniMHapHoro B3biCKaHus; [lpoTokon
oOLLero cobpaHusa TpyaoBOro KOSsieKTUBa O HaNoXeHuu
ONCUMNIMHAPHOro B3bICKaHUSA)

[OoKyMeHTauuMs no y4yeTy Tpyaa v ero onnarbil



YHUOULIMPOBA
KAOPOB

HbIE POPMbI 1O YHETY

“N°T-1 «[Mpukas (pacnopsikeHune) o npmeme
paboTHMKa Ha paboTy»,

- N°T-2 «JlnyHaga kapTo4vka paboTHMKa,

- N°T-2I'C (MC) «JlnyHaga kapTo4ka

rocygapCcTBeHHOro (MyHMLUMNanbLHoro)

Cry>KaLlero,

- N°T-3 «lllTatHoe pacnucaHue,

- N°T-4 «Y4yeTHasa kapTouka Hay4HOro, Hay4Ho-
negarorn4eckoro paboTHUKay,

- N°T-5 «[pukas (pacnopsikeHne) o nepeBoae
paboTHMKa Ha Opyryto pabdoTty»,



- N°T-6 «[pukas (pacnopsixeHune) o
npeaocTaBRAeHUM OTRYCKa PaboTHUKY»,

- N°T-7 «['padumk oTnyckos»,

- N°T-8 «[lpukas (pacnopskeHue) o npekpalleHnum
(pacTopXXeHnn) TpyaoBOro 4orosopa ¢ padboTHUKOM
YBOSTbHEHUN),

- N°T-9 «[lpukas (pacnopsxeHne) o HanpaBneHuu
paboTHMKA B KOMaHONPOBKYY,

- - N°T-10 «<KomaHanpoBO4YHOE YOOCTOBEPEHUEY,

- N°T-10a «CnyxebHoe 3agaHue ana HanpaeBfeHus
B KOMaHOUPOBKY M OTYET O €ro BbINONHEHNIY,

- N°T-11 «[Npuka3s (pacnopskeHne) o NOOLLPEHNN
paboTHUNKa»,



- N°T-12 «Tabenb y4yeTta pabo4ero BpeEMEHU 1
pacyeTa onnatbl Tpyaa,

- N°T-13 «Tabenb yyeta pabo4vero BpemMeHm»,

- N°T-49 «PacyeTHO-nnartexxHasa BeaoOMOCTb»,

- N°T-51 «PacyetHasa BeqomMocCTb»,

- N°T-53 «[1naTtexkHaa BegoMoCTby,

- N°T-53a «XKypHan pernctpaumnm nnaTexxHbIX
BEOOMOCTENY,

- N°T-54 «Jlnueson cyeT»,

- N°T-60 «3anuncka-pacyeTt o npegocTaBneHnn
OTnycKa paboTHUKY»,

- N°T-61 «3anucka-pacyeT npu npekpaLleHnum
(pacTopxeHumn) TPyaoBOro A4oroBopa C
PabOTHMKOM (YBOSTbHEHNW)»,

- N°T-73 «AKT 0 npneme paboT, BbINOMHEHHbIX NO
CPOYHOMY TPYAOBOMY [OroBOpPY, 3aKNO4EHHOMY
Ha BPeMS BbINOJTHEHUS onpeaeneHHoW padboTbi».




