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MNOJIO’KEHME
0 BEJICHHH H XPAHEHHH TPYI0BbIX KHHKEK.

I. O6mue nonoxenns

1. Tonoxenue paspaboraHo B COOTBETCTBUH CO cTaTheil 66 TpymoBoro koaekca
Poccuiickoli ~ ®enepauun  IlpasutensctBo  Poccuiickoif  ®enepaumn  u
NOCTAHOBEHHs [Npasurenscrsa PO ot 16 anpens 2003 r. N 225

2. Hacrosimiee monokenne — yCTaHABIMBACT MOPANOK BENEHHS W XpAHEHUS
TPYAOBBIX KHHIKEK.

3. TpynoBast KHHKKa SIBJIIETCA OCHOBHBIM JOKYMEHTOM O TPYAOBOMN [eATebHOCTH
U TPYJIOBOM CTa)ke paboTHHKA. :

4. Paboroparens (3a uckmodyenneM paborojareneii - GuzHyeckux ami) obszaH
BECTH TPYAOBYIO KHHXKY Ha Kaxjaoro paboTHuka, mnpopaGorasiiero B
OpraHM3alky CBBIIIE NATH JHEH, eciu paboTa B HTOU OpraHu3aLuy ABNAETCS IS
pabOTHHKA OCHOBHOIA.

5. B TpyaoByl0 KHMXKKY BHOCATCH CBEIEHHS O PaGOTHHKE, BHINONHIEMON MM
pabote, niepeBojie Ha APYTyIO MOCTOAHHYIO paboTy 1 06 yBONBHEHHH PabOTHIKA, 2
TaKKe OCHOBAHMS MPEKPAIIEHUs! TPYAOBOI'O JIOFOBOPa U CBEEHHS O HArpaXkieHun
3a ycrnexu B pabore.

6. CefieHus O B3BICKAHHAX B TPYJOBYIO KHHIKKY HE BHOCATCS, 38 MCKITIOUEHHEM
CITy4aes, KOrja JHCLHUILTUHAPHBIM B3bICKAHHEM ABJIAETCS YBOIBHEHHE.

7. TpynoBele KHMKKH BENYTCS Ha TIOCYJIAPCTBEHHOM si3bike PoccHiicKoil
Dejepalyy. :

8. PaGoronatens 06sA3aH 10 MUCBMEHHOMY 3asBIICHHIO paboTHHKa He Mo3/Hee
TpeX JIHel CO /Hs ero Moja4y BeIaTh PaGOTHHKY KOMMIO TPYAOBOH KHHKKH HITH
3aBEPCHHYIO B YCTAHOBICHHOM ITOPAZIKE BBIITUCKY H3 TPYA0BOH KHIKKH.

I1. Beenne TpyaoBBIX KHHKEK

1. Odopminenne Tpyn0BOif KHIXKH paGOTHHUKY, NPHHATOMY Ha paboTy BlepBEIe,
ocymecTBisercss paborojareneM B NPUCYTCTBMM paGOTHHKA He NO3IHEe
HEJIENbHOrO CPOKa €O JIHA NpUema Ha paboTy.




2. B TpynOBYIO0 KHUXKKY MpU €€ OPOPMIICHUU BHOCSTCS CIEAYIOLIUE CBEACHUS O
pabOTHUKE:

a) haMuIus, UMsl, OTYECTBO, 1aTa POKIACHUS (IUCIIO, MECSII, TOJT) - Ha OCHOBAaHUU
[IacIIOpPTa UM UHOTO JOKYMEHTA, YAOCTOBEPSIOLIETO JIUYHOCTD;

0) oOpazoBanue, npodeccus, CIeuaIbHOCTh - Ha OCHOBAaHMHU JIOKYMEHTOB 00
oOpa3oBaHuU, O KBadu(UKAIMU WIM HAIWYUM CHEIHUANbHBIX 3HAHUK (TIpH
MOCTYIJICHUU Ha paldoTy, TPeOYyIOILIy0 CHElUUaIbHbIX 3HAHUN WK CIEeUUaIbHOM
MOATOTOBKH ).

3. Bce 3amucu o BbITIONHSAEMOM paboTe, MepeBoie Ha APYTYIO MOCTOSIHHYIO padoTy,
KBaM(UKAIMY, YBOJBbHEHUH, a TakkKe O HAarpakICHUH, MPOU3BEIACHHOM
paboroaaresnieM, BHOCATCA B TPYIOBYIO KHUKKY HA OCHOBAHHH COOTBETCTBYIOLIETO
npukasa (pacrnopspkeHus) paboTojaTens He MO3AHEE HENeIbHOro CpOKa, a MpHU
YBOJIBHEHHH - B JICHb YBOJIBHEHUS W JIOJDKHBI TOYHO COOTBETCTBOBATH TEKCTY
npuKa3za (pacopsiKEeHHUs).

4. Bce 3anucu B TpyJOBOM KHM)KKE IIPOU3BOIATCS 0€3 KaKuX-IMO0 COKpalleHul U
HMMEIOT B IPEJETax COOTBETCTBYIOLIETO pa3ieia CBOM MOPSAKOBBIA HOMED.

5. C kaxa0i BHOCUMOW B TPYJOBYIO KHHMKKY 3allMChIO O BBINOJHSAEMON pabdore,
NepeBoJie Ha JAPYTryI0 MOCTOSIHHYIO pabOTy M YBOJbHEHUHU paboTopaTeiah 00s3aH
O3HAKOMHUTH €€ BIAJEIblA MOJ PAaClHUCKy B €ro JIMYHOM KapTO4yke, B KOTOPOM
IIOBTOPSIETCS 3aIIUCh, BHECEHHAS B TPYIOBYIO KHIXKKY.

@opMa JMYHONM KAPTOYKM yTBEp)KIAaeTcs [ocyaapCTBEHHbIM KOMHMTETOM
Poccuiickon ®@enepanuu 1o CTaTUCTUKE.

6. TpynoBasg KHMKKa 3allOJIHSAETCA B MOPSAAKE, YTBEPKIAaeMOM MHUHHCTEPCTBOM
TPyZa U COLMAIBHOrO pa3BuTus Poccniickon Penepanun.

7. 3anucu B TPYJOBYHO KHWXKKY O NMPUYMHAX MPEKpaUIEHUsi TPYJIOBOTO JI0rOBOpa
BHOCSITCSI B TOYHOM COOTBETCTBUM C (opMynupoBkamu TpyaoBoro Kojekca
Poccuiickoit @eaepanyuu uiau HHOTO GeAepaabHOTO 3aKOHA.

8. Ilpu mpekpaiieHuu TpyJIO0BOTO JOrOBOpa IO OCHOBAHMSM, MPEAYCMOTPEHHBIM
cratbeit 77 TpymoBoro komaekca Poccuiickoit ®eneparnuu (3a HCKIIOUEHUEM
CIIy4aeB PacTOPKEHUs] TPYJOBOIO JOrOBOpa MO MHULIMATUBE paboOTONATENs U IO
00CTOSITENBCTBAM, HE 3aBUCALIUM OT BOJIM CTOPOH (IyHKTHI 4 1 10 3T0ii cTaThM), B
TPYJOBYI0 KHM)KKY BHOCHUTCS 3alHMCh 00 YBOJbHEHUHU (MPEKPALIEHUU TPYIOBOTO
JIOTOBOPA) CO CCHUJIKOM Ha COOTBETCTBYIOLIUN MyHKT YKAa3aHHOM CTAThH.

9. Ilpu pacTop>KeHHH TpPYAOBOrO JOrOoBOpa MO HWHHUIMATHBE padboTomaTeNs B
TPYAOBYIO KHHXKKY BHOCHUTCS 3allUCh OO0 YBOJIbBHEHUHU (TPEKpaIleHUU TPYAO0BOTO
JIOTOBOPA) CO CCBUIKOW Ha COOTBETCTBYHOUIMU NyHKT ctaTteu 81 Tpymosoro
kozekca Poccuiickoit denepannu.

10. Ilpu npekpailileHuu TpyAOBOTO JOTOBOPa MO 00CTOSATEIBCTBAM, HE 3aBUCIIIUM
OT BOJM CTOPOH, B TPYIOBYIO KHM)KKY BHOCUTCA 3allUChb 00 OCHOBaHMSIX



MIPEKPAILEHUs] TPYAOBOIO JOrOBOpa CO CCHUIKOM HAa COOTBETCTBYIOIIUN MYHKT
cratbu 83 TpynoBoro konekca Poccuiickoit denepanumu.

11. Ilpm mnpekpamieHud TPYJAOBOIO JOTOBOpa MO JPYTMM OCHOBAHMSIM,
MPEyCMOTPEHHBIM TpyaoBbIM KojaekcoM Poccuiickoit denepannvi WM UHBIMU
dbenepalbHBIMU 3aKOHAMH, B TPYAOBYIO KHI)KKY BHOCUTCS 3aITUCh 00 YBOJIbBHEHHUH
(MpekpallleHuy TPYJI0BOTO JIOTOBOPA) CO CCHUIKOM Ha COOTBETCTBYIOIIUE CTATHIO,
nyHKT TpymoBoro kojaekca Poccuiickoit deneparuy uiaum WHOTO ¢eaepaabHOTo
3aKOHa.

12. Tlpu mpekpaiieHuu TPYAOBOTO JOTOBOpA C PabOTHUKOM, OCYXKICHHBIM B
COOTBETCTBHM C IPUTOBOPOM CyJa K JMIICHHIO IPaBa 3aHUMATh ONpPE/IEICHHBIE
JOJKHOCTH WJIM 3aHUMATBhCS OMPENIEICHHON JESATENbHOCTRI0O U HE OTOBIBIINM
HaKa3aHue, B TPYJOBYIO KHH)KKY BHOCHTCS 3alIUCh O TOM, HA KAKOM OCHOBaHHWH, Ha
KaKkoll CpOK M KakKyl [IOJDKHOCTh OH JIMIIEH TpaBa 3aHUMaTh (Kakou
JeSATEIbHOCTBIO JIMIIICH MTpaBa 3aHUMAThCS ).

13. CBeaenusi o paboTe O COBMECTUTENBCTBY (00 YBOJIBHEHUU C ATOM PabOTHI) 1O
KeNaHU0 pabOTHUKA BHOCATCA MO MECTY OCHOBHOM paOOThI B TPYAOBYIO KHUKKY
Ha OCHOBAHMH JIOKYMEHTA, OJATBEPKAAIOIIETO padOTy [0 COBMECTUTENBCTBY.

14. B TpyAoByl0 KHHMXKKY MO MECTy padOThl TaKkK€ BHOCHTCS C YyKa3aHUEM
COOTBETCTBYIOILIUX JOKYMEHTOB 3allCh. a) O BPEMEHUM BOEHHOW CIyKObl B
cooTBeTCTBUM ¢ DenepabHbIM 3aKOHOM "O BOMHCKON 00513aHHOCTH M BOEHHOM
ciyx0e", a Takke 0 BpEMEHU CITY>KObl B OpraHax BHYTPEHHUX JIeNl U TAMO>KEHHBIX
opraHax; 0) o BpeMeHHM OOyYEeHHMS Ha Kypcax M B IIKOJAX [0 MOBBIIICHUIO
KBIM(PUKALIMH, IO MepEeKBaTU(UKAIIMU U MIOJrOTOBKE KaJpPOB.

15. CootBercTByrone 3amnMcHy, BHECEHHBIE B TPYNOBYK) KHIKKY JIMI,
OCBOOOKJICHHBIX OT PabOThl (OJDKHOCTH) B CBSI3M C HE3AKOHHBIM OCYXKJICHHUEM
JM00 OTCTPAHEHHBIX OT JOJDKHOCTH B CBSI3U C HE3aKOHHBIM NPHUBJICUYCHUEM K
YTOJIOBHOM OTBETCTBEHHOCTH, YCTaHOBJICHHBIMU COOTBETCTBEHHO
ONpaBAAaTENbHBIM MPUTOBOPOM JIMOO IOCTAHOBJIEHHEM (ONpPEIEICHUEM) O
IPEKpPaLEHUH YTOJIOBHOTO Jefla 32 OTCYTCTBHEM COOBITUSI NPECTYIUICHUs, 3a
OTCYTCTBUEM B JIESIHUM COCTaBa MPECTYIUICHUS WM 332 HEIOKa3aHHOCTBIO HX
ydacTusi B COBEPIICHUM NPECTYIUICHUS, NPU3ZHAIOTCS HEACHCTBUTEIbHBIMH.
PaboTogaTens Mo MUCBMEHHOMY 3asBJICHUIO PaOOTHUKA BBIJACT €My AYyOJIHMKaT
TPYJOBOM KHWXKMA O€3 3amucu, NpU3HAHHOW HeAehcTBUTENbHOU. JlyOnukar
TPYIOBOM KHMKKM BBIIAETCS YKAa3aHHBIM JIMIIAM B MOPSJIKE, YCTAaHOBJIEHHOM
Hactosimmmu [IpaBunamu. B TpynoBbie KHIKKH JIUI, OTOBIBIITNX HCIPABUTEIILHbBIE
paboThl Oe3 JHIIeHUsT CBOOOIbI, BHOCUTCS MO MECTy padOThI 3alUCh O TOM, YTO
BpeMs pabOThI B ATOT MEPUOJ] HE 3aCUUTHIBACTCS B HETIPEPHIBHBIA TPYIOBON CTaXK.
VYkazaHHas 3anyuch BHOCUTCS B TPYJOBbI€ KHIKKH MO OKOHYaHUHU (DPAKTUYECKOIrO
Cpoka OTOBITHSl HaKa3aHMs, KOTOPbI yCTaHaBIMBAETCA MO CIpPAaBKaM OPraHoOB
BHYTPEHHHUX JIE]1.



[Ipu yBOJIBHEHMHM OCYXJIEHHOTO C pabOThl B YCTaHOBJIEHHOM TMOpPSAKE U
MOCTYIUIEHUU €r0 Ha HOBOE MECTO pabOThl COOTBETCTBYIOIINE 3aMMCH BHOCATCS B
TPYJOBYKO KHM)KKY B TOW OpraHvM3alud, B KOTOPYIO OH OBbUI NPHUHAT WU
HaIIpaBJICH.

16. IIpn BOCCTaHOBJIEHHH B YCTAHOBJIEHHOM MOPSJAKE HEMPEPHIBHOIO TPYHOBOTO
CTaXa B TPYJIOBYIO KHIDKKY paOOTHMKA BHOCUTCS IO MOCJIEIHEMY MECTy paOOThI
3alUCh O BOCCTAaHOBJIEHWU HEMPEPBIBHOTO TPYIOBOTO CTa)Xa C YKa3aHUEM
COOTBETCTBYIOIIETO JOKYMEHTA.

17. B TpyaoByrHO KHWXKY BHOCATCS CICAYIOIIME CBEICHUS O HArPaKJICHUU
(moompeHnn) 3a TpyA0BbIE 3aCITyTH:

a) 0 HarpaXJIE€HUU TOCYIAapCTBEHHBIMU Harpajgam, B TOM YHUCJIE O NMPUCBOCHUU
rOCYJTapCTBEHHBIX IMOYETHBIX 3BAHMM, HA OCHOBAHUM COOTBETCTBYIOIIMX YKAa30B H
VHBIX PEIICHUM;

0) 0 Harpax/IeHUU MOYETHBIMU IPAMOTAMH, IPUCBOCHUY 3BaHUN U HArpaxJI€HUU
HarpyJHbIMA 3HaKaMH, 3HAayKamM, JWIUIOMAMH, T[IOYETHBIMA TIpPaMOTaMH,
IIPOU3BOIUMOM OpPraHU3AIUsIMY;

B) O JApyrHX BHUJAX MOOILIPEHUS, MPEAYCMOTPEHHBIX 3aKOHOAATEIbCTBOM
Poccuniickonn ®enepanuu, a TakkKe KOJUIEKTMBHBIMU JOTOBOpPaMH, INpaBUIaAMU
BHYTPEHHETO TPYJIOBOr0 PACHOPANKA OPTaHU3ALMM, YCTABAMH U ITOJIOKECHHUSIMU O
JUCLUIUINHE.

18. 3ammcn o mnpemusix, NPEeAYCMOTPEHHBIX CHUCTEMOW OIUIATHl TpyJAa WU
BBIIUIAYMBAEMBIX HA PETYJIIPHON OCHOBE, B TPYJOBbIE KHUKKH HE BHOCSTCSL.

IIl. BHecenne M3MeHeHMH M HCHPABJIECHUHM B TPYAOBYIO KHWKKY. JlyOuaukar
TPYAOBO KHUKKH

1. 3MeHeHune 3anuceii o ¢paMuwimyu, MMEHH, OTUSCTBE M JIATE POKICHUS, a TaKXKe
00 oOpazoBannu, MNpodecCUd | CHCIUATBLHOCTH PAOOTHHKA IPOU3BOJIUTCS
paboromareneM 1O TIOCIEIHEMY MeECTy paOOThl Ha OCHOBAaHMM TACIIOPTA,
CBUJIETEILCTBA O POXKICHUHU, O Opake, O pacTopKeHWu Opaka, 00 W3MEHEHHH
(dbaMuIMK, UMEHH, OTUYECTBA U IPYTUX JOKYMEHTOB.

2. B cnydae BBISBIICHHS HEMTPABWIBHOW WJIM HETOYHOM 3alIUCH B TPYAOBOUM KHHUKKE
UCIPABJIEHUE €€ MPOU3BOAUTCS IO MecTy paboThl, TIne Obula BHECeHa
COOTBETCTBYIOIIAsl 3alUCh, JIMOO paboToAareseM MO HOBOMY MECTy palOThl Ha
OCHOBaHUM O(PHUIMAIBLHOTO JOKyMEHTa paboToaarensi, AOMYCTUBILIErO OIIMOKY.
PaGoTtomaTens 00si3aH B ATOM CiIydae OKa3aTh pabOTHUKY MpU €ro oOpalieHuu
HEO0OXOIMMYIO TIOMOIIIb.

3. Ecnu opranmzanmsi, KoTopasi Ipon3Besia HEMPaBIWIbHYIO WIH HETOYHYIO 3aIHCh,
peopraHn3oBaHa, UCIPaBICHUE MPOU3BOAUTCS €€ MPABONPEEMHUKOM, a B CIIydae



JUKBUAALMK OpraHu3anuu - paboTomareseM IO HOBOMY MeECTy palOoThl Ha
OCHOBAHHMH COOTBETCTBYIOLIETO JOKYMEHTA.

4. VcnpaBiieHHbIE CBEJIEHUS JTOJKHBI TIOJIHOCTBIO COOTBETCTBOBATh JOKYMEHTY, Ha
OCHOBAaHMUM KOTOPOr0 OHM ObUIM HCIpaBieHbl. B ciydae yTpaTbl Takoro
JIOKyMEHTa MO0 HECOOTBETCTBUA €ro (HaKTUUYECKH BBINOIHIBIICHCS padoTe
UCIIpaBJICHUE CBeIEeHW O paboTe TMPOU3ZBOJUTCA HA OCHOBAHUU JAPYTHUX
JIOKYMEHTOB, MOATBEP>KIAIONINX BBIMOJIHEHUE PabOT, HE YKa3aHHBIX B TPYIOBOM
KHWKKE. CBUAETEIBCKUE TMIOKa3aHUS HE MOTYT CIYKAThb OCHOBAaHHMEM IS
UCIIpaBJICHUSI BHECEHHBIX paHee 3alKceil, 3a UCKIIOUEHUEM 3aluced, B
OTHOUIEHUMH KOTOPBIX HUMeEeTCs CyAeOHOe pelleHue, a TaKXke CIydaes,
PETYCMOTPEHHBIX MYHKTOM 34 Hactoamux [Ipasuir.

5. B paznmenax TpymoBOW KHUKKH, COACPIKAIIUX CBEJACHUS O paboTe U CBEICHUS
O HarpaxJcHWW, 3aYCPKUBAHUE HETOYHBIX WJIM HENPABUWIbHBIX 3alUCEd HE
JOITYCKaeTCsl.

N3MeHenue 3amnuceil Mpou3BOANTCS MYTEM MPU3HAHUS UX HEACHCTBUTEIbHBIMU U
BHECEHHMsI MPABWIbHBIX 3anuceil. B TakoM ke MmopsiiKe MPOU3BOIUTCA U3MEHEHUE
3anucHu 00 yBOJIBHEHUHM pa0OTHHKA (IIEPEBOAE HA APYTYIO MOCTOSIHHYIO padoTy) B
cily4yae MpU3HaHUS YBOJbHEHUS (TIEPEBOa) HE3aKOHHBIM.

6. JIuno, yTpaTuBIiliee TPYAOBYIO KHIKKY, 00S3aHO HEME/JICHHO 3asABUTH 00 3TOM
paboToaTento 1o nocjaeaHeMy Mecty padotsl. PaboTonaTtens BbiaeT paOOTHUKY
nyOnuKaT TPyJOBOW KHMKKM He Mo3AHee 15 maHeil co nHA mojayu paOOTHUKOM
3asIBJICHUS.

7. llpu odopmieHun nyOonMKara TPYJAOBOM KHIKKH, OCYILECTBISIEMOM B
COOTBETCTBUM C HacTrosimumu [lpaBunamu, B HEro BHOCATCA: a) CBEIAEHUS 00
oOimieM U (WIM) HENPEPHIBHOM CTa)ke paboThl pabOTHUKA 10 MOCTYIUICHUS B
JAHHYIO0 OPTaHM3alUI0, TTOJTBEPKIACHHOM COOTBETCTBYIOIIMMH JOKYMEHTaMu; O)
CBEACHHUSA O paboTe W HarpaxaeHuu (MOOUIPEHUH), KOTOpble BHOCUIINCH B
TPYAOBYIO KHMKKY TIO MTOCIIEAHEMY MECTY PaOOTBHI.

OO6mmit cTaxk pabOTHI 3aMHUCHIBAETCS CYMMAapHO, TO €CTh yKa3bIBaeTcsi oOiiee
KOJIMYECTBO JIET, MECALIEB, JHEH pabOThl O€3 yTOUHEHUs OpraHU3aluH, EPUOI0B
paboThI U TOJKHOCTEN pabOTHHKA.

Ecnu 1OKyMEHTBI, Ha OCHOBAaHMM KOTOPBIX BHOCHJIMCH 3allCH B TPYIOBYIO
KHIDKKY, HE COJEp>KaT MOJHBIX CBEJCHHM O paboTe B MPOLLIOM, B AYyOJHMKAT
TPYJAOBOM KHUYKKH BHOCATCS TOJIBKO UMEIOIMECS B 3TUX JIOKYMEHTAaxX CBEICHUS.

8. Ilpu Hanuuuu B TPYAOBOW KHIDKKE 3amCH 00 YBOJILHCHHH WJIM TEPEBOJIC Ha
IpYrylo paboTy, TMpU3HAHHOM HEJAEHCTBUTEIHHOM, paOOTHUKY TIO €ro
NUCPMEHHOMY 3asIBJICHUIO BBIIAETCS MO TOCJIEIHEMY MECTy paboThl ayOJauKar
TPYAOBOM KHMXKKH, B KOTOPBIM IIEPEHOCATCS BCE NPOU3BEIACHHBIE B TPYIOBOU
KHIKKE 3aIIMCH, 38 UCKIIFOYEHUEM 3aIMCH, ITPU3HAHHOW HEJIEMCTBUTEIBLHOM.



TpynoBas kHMKKa 0(OPMIISETCS B YCTAHOBJICHHOM IOPSJKE U BO3BpAIAETCS €€
BJIA/ICJIBILY.

B Takom xe mopsnake BblnaeTcs TyOJMKAT TPYJOBOW KHUXKKH, €CIH TPYAOBas
KHWKKA (BKJIQJBINI) MPUIILJIA B HETOJHOCTh (0Oropesna, mopBaHa, UCIAayKaHa U
T.IL.).

9. Ilpu MaccoBoil yTpare pabOTOJATENEM TPYAOBBIX KHIKEK DPAOOTHHUKOB B
pe3ysibTaTeé  UYpe3BBIYAWHBIX  CUTyalUd (DKOJOTMYECKHME U  TEXHOTCHHBIE
KatacTpo(bl, CTUXUIHBIE O€ICTBUSA, MAacCOBbIE OCECHOPSAKM M JApyrue
Yype3BbIUaiiHbIe  OOCTOSITENbCTBA)  TPYAOBOM  CTaX  3TUX  pabOTHHKOB
YCTaHAaBJIMBAETCA KOMHMCCHEN MO YCTAaHOBJIEHHUIO CTa)Ka, CO3JaBa€MOM OpraHaMu
UCIIOTHUTENbHOM BracTu cyObekToB Poccuiickoit denepanuu. B coctaB Takoi
KOMHUCCHH BKIIIOYAIOTCSl MPEACTaBUTENN paboTonaTeneit, mpodcor030B MM WHBIX
YIOJIHOMOYEHHBIX PA0OTHUKAaMH MPEACTaBUTEIbHBIX OPraHOB, a TaKXe JPYrux
3aMHTEPECOBAHHBIX OPraHU3aLUN.

Ycranosnenue axkrta paboThl, CBeleHUH O npodeccuu (AOKHOCTH) U NepHoaax
paboThl B JAaHHOW OpraHU3alMKM OCYIIECTBISETCA KOMHUCCHEW HAa OCHOBAaHUU
JIOKyMEHTOB, UMEIOIIMXCA Y pa0OTHHKA (CIpaBKa, MPOPCOO3HbIA OWIIET, yueTHas
KapTO4YKa 4jieHa Mpodcoro3a, pacueTHas KHUKKA U T.I1.), & B CIIy4ae UX OTCYTCTBUSA
- Ha OCHOBaHWHU MOKa3aHWUU ABYX M 0oJiee CBUJAETENIECH, 3HAIOIUX PAaOOTHHKA IO
COBMECTHOM C HUM JEATEIbHOCTH B OJIHOM OpPraHM3alii WU B OJHOW CUCTEME.
Ecnu paOGoTHHK 10 NOCTYIIIEHUS B JaHHYIO OPraHU3alUIo YK€ paboTan, KOMUCCHUS
IPUHUMAET MEPBI K MOJTYYEHHUIO JOKYMEHTOB, OATBEPKIAIOLINX ITOT (aKT.

[lo pe3ynbraram pabOThl KOMUCCHUHU COCTABIISIETCS aKT, B KOTOPOM YKa3bIBalOTCS
nepuobl paboTel, npodeccus (IO0JKHOCTh) M MPOJOJKUTEIBHOCTh TPYAOBOTO
CTaka pabOTHHKA.

PabGoTonarens Ha OCHOBaHMM aKTa KOMMCCHM BbIJAET PaOOTHHUKY AyOnHKaT
TPYAOBOM KHUKKHU.

B ciydae ecnu JOKYMEHThI HE COXpPaHWINCh, CTaX palOOThl, B TOM YHUCIE
YCTaHOBJICHHbIH HAa OCHOBAaHUU CBUJAETEIbCKUX [MOKA3aHUH, MOXKET OBITh
MOATBEPKACH B CyACOHOM TOPSIJIKE.

IV. Beigaua TpyA0BOii KHHKKH NPH YBOJIbHEHHMHU (MPeKpallieHuH TPYAOBOIO
J0roBOpa)

1. Ilpu yBOsNIBHEHNHU pabOTHUKA (ITPEKpallleHuH TPYAOBOIO I0TOBOpPa) BCE 3aIUCH,
BHECEHHBIE B €r0 TPYAOBYIO KHMKKY 3a BpeMsi paOOThl B JaHHOW OpraHu3allvu,
3aBepAIOTCA MOJANUCHI0 paboTonmarensi WIM JIMLA, OTBETCTBEHHOIO 3a BEJICHUE
TPYAOBBIX KHM)KEK, MEYaTbi0 OpraHu3aluu (KaJpoBOW CIIyXObl) M TOJIHUCHIO
caMoro paOoTHHMKa (3a MCKIIOYCHHUEM CIIy4aeB, YyKa3aHHBIX B IyHKTe 36
Hactosmux [IpaBw).



Ecnn TpynoBas KHMXKKa 3allOJIHSJIaCh Ha TOCYAapCTBEHHOM si3blke Poccuiickoi
®enepan ¥ Ha TOCYJApPCTBEHHOM SI3bIKE pecryOsuku B cocTaBe Poccuiickoit
®enepaunu, 3aBepstorcs 00a Tekcra. Pabotonarens o0s3aH BbIAATh paOOTHUKY B
JI€Hb YBOJbHEHUS (IIOCIEIHHUI AEHb PA00ThI) €ro TPYAOBYIO KHHKKY C BHECEHHOU
B Hee 3anucbio 00 yBonbHeHMH. llpu 3agepxke Bblgaud paOOTHHUKY TPYIOBOIl
KHWKKHA 10O BUHE pabOToAaTeNsl, BHECEHUHM B TPYAOBYIO KHUXKKY HENPaBUIbHON
WIM HE COOTBETCTBYIOLIEH (QenepanbHOMy 3aKOHY (OPMYJIMPOBKH TNPUUYMHBI
YBOJBHEHUSI pPAa0OTHHMKa paboromareiab O005S3aH BO3MECTUTh pPAOOTHUKY HeE
NOJIyYEHHBIA MM 3a BCE€ BpeMs 3alepKKd 3apaboTok. JIlHEM yBOJIbHEHUS
(mpekpalleHuss TPyAOBOrO JOrOBOpa) B 3TOM CIy4yae CUMTAETCSA JIEHb BBIIAYU
TpyaOBONl KHWXKKU. O HOBOM [JHE YBOJbHEHHS pPaOOTHUKA (MpEeKpalEHUuN
TPYIOBOTO JIOrOBOpA) M3JIAaeTCsl MpUKa3 (pacnopsbkeHue) paboTomarenis, a Takke
BHOCHUTCSI 3alliChb B TpPYAOBYIO KHMIKKY. PaHee BHECEHHas 3alluCh O JHE
YBOJIBHEHUSI IIPU3HACTCA HEICUCTBUTEIIBHOW B MOPSAAKE, YCTaHOBJICHHOM
HacTosummu [IpaBunamu.

2. B cimydyae ecnum B JeHb YBOJBHEHHS DPAOOTHWKA (TPEKPAIICHUS TPYIOBOTO
JIOTOBOPA) BBIIATh TPYAOBYIO KHUKKY HEBO3MOXXHO B CBSI3U C OTCYTCTBHUEM
paboTHHKa JIMOO €ro OTKa3oM OT MOJY4YeHUs TPYAOBOM KHIKKH Ha PYKH,
paboTroaaresp HarpaBisieT paOOTHUKY YBEAOMIIEHHE O HEOOXOIMMOCTH SIBUTHCS 32
TPYAOBOM KHMXKOH TMOO JaTh corjlacke Ha OTIpaBjieHue ee no noure. [lepecruika
TPYAOBOM KHID)KKH IOYTOM MO yKa3aHHOMY pa0OTHHUKOM aJipecy JOMyCKaeTcs
TOJIBKO C ero coriacus. Co JHSA HalpaBl€HUS YKa3aHHOIO YBEJIOMIICHUS
paboTosaresib OCBOOOXKIAETCSI OT OTBETCTBEHHOCTHM 3a 3aJePKKYy BBIIAUU
pabOTHUKY TPYJIOBON KHUKKH.

3. B caywae cmeptu paboTHUKa TpyaoBas KHIDKKA TIOCIE BHECEHHUS B Hee
COOTBETCTBYIOILIEH 3alMCU O MPEKpPAlIEHUH TPYAOBOrO JOTOBOpPA BBIJAETCS Ha
PYKH OJTHOMY U3 €r0 POJCTBEHHUKOB IO PACIIMCKY WJIH BBICBIIAETCS 110 MIOYTE 110
IIMCbMEHHOMY 3asIBJICHHIO OJTHOTO U3 POJICTBEHHHUKOB.

V. Bkiaaaslll B TPYAOBYI0 KHUKKY

1. B ciyyae ecnu B TPyJIOBOM KHHMXKKE 3aMOJHEHBI BCE CTPAHUIBI OJHOTO W3
pa3zesioB, B TPYJOBYIO KHUKKY BIIMBAETCS BKJIAJBIII, KOTOPBIM odopMiseTcs u
BeJIeTCsl paboTo/aTesieM B TOM K€ MOPSIKE, YTO M TPYJOBas KHUXKKA. Briaabiin
0€3 TPy10BOM KHUKKH HEACHCTBHUTEIICH.

2. Ilpu Bblgaye KaxJOro BKIAIbIIIA B TPYAOBOM KHUXKKE JI€NAe€TCs 3aluch
"Bpinan BKIIaapIn" U yKa3bIBA€TCS CEPUS U HOMEP BKJIabIIIIA.



VI. Yder u XxpaHeHHe TPYAOBbIX KHUKEK.

1. C menpro y4eTa TPYIOBBIX KHIDKEK, a TaKKe OJAaHKOB TPYJOBOW KHUKKH W
BKJIQJIbIIIA B HEE, B OPraHU3ALMSIX BEAYTCS: KHUIA y4e€Ta JBUKECHUS TPYIOBBIX
KHIKEK U BKJIAJIBIIICH B HUX.

@opMBbI YKa3aHHBIX KHUT YTBEPKIAIOTCI MUHHUCTEPCTBOM TPyAa U COLUAIBHOTO
passutus Poccuiickon denepanum.

2. B kHure yderta ABWKEHHUSA TPYJOBBIX KHUKEK M BKJIAQIbIINICH B HHUX, BEIACTCA
ceKkpeTapeM ydeOHOM 4YacTu (IeJ0ompou3BOIUTEIEM), O(DOPMIISIONIMM MPUEM U
YBOJIbHCHHE PaOOTHUKOB, PETHUCTPUPYIOTCS BCE TPYIOBbIC KHWKKH, MMPUHATHIE OT
pabOTHUKOB TIpU TMOCTYIUIECHUM Ha paboTy, a TakKe TPYJIOBbIE KHUXKKH U
BKJIAJIBINIA B HUX C yKa3aHWEM CEPUU W HOMEpA, BBIJAaHHBIC paOOTHUKAM BHOBb.
[Ipy momydeHWM TPYAOBOW KHWKKA B CBSI3M C YBOJBHEHHEM pPaOOTHHK
pacHuUChIBAETCS B JTUYHOW KAPTOYKE M B KHUT'E YUETa ABMKEHUS TPYJOBBIX KHUKEK
W BKJaJpIeld B HUX. KHura ydyera qBM>KEHUS TPYJIOBBIX KHUXKEK M BKJIAIbIIICH B
HUX JIOJDKHBI OBITh IPOHYMEPOBAHBI, IPOITHYPOBAHBI, 3aBEPEHBI IOIHCHIO
PYKOBOJMTENSL OPraHU3ALINH, & TAKXKE CKPEIJIEHBI I1€YAThIO.

3. bnaHku TPpyAOBOM KHWKKM W BKJIQJIBIIIA B HEE XPAHATCS B OPraHHU3alMU Kak
JIOKYMEHTBI CTPOTOM OTYETHOCTH M BBIJAIOTCSA JIMIlY, OTBETCTBEHHOMY 32 BEICHHUE
TPYAOBBIX KHUKEK, IO €r0 3asBKE.

Hcnopuennbie pu 3amojiHeHUH OJIAaHKW TPYJIOBOM KHHKKHM M BKJIAJIBIIIIA B HEE
TIOJIJIE)KAT YHUYTOKEHHUIO C COCTABJIICHUEM COOTBETCTBYIOIIETO AKTA.

4. TpynoBble KHWKKH W JyOJHMKAThl TPYJIOBBIX KHHUXKEK, HE IIOJTyYEHHBIC
pabOTHHKaMU TP YBOJBHEHHUHM JIMOO B CIy4yae CMEpPTH pabOTHUKA €ro
OJIMKaUIIMMU POACTBEHHUKAaMH, XpaHATCs B TedeHue 2 jeT B OY OTAenbHO OT
OCTaJbHBIX  TPYAOBBIX  KHIKEK. [lo  wWcCTeyeHMM  yKa3aHHOrO  CpOKa
HEBOCTPEOOBAHHBIC TPYJIOBbIE KHIDKKA XPAHATCS B apXWBE OpraHu3aluud B
teueHue 50 JeT, a 3aTeM MOJJIeKAT YHUUTOKEHUIO B YCTAHOBJICHHOM TOPSIJIKE.

5. PaboTtomaTrens 00s3aH MOCTOSIHHO MUMETh B HAJIMYNH HEOOXOAMMOE KOJIMYECTBO
0JIAaHKOB TPYIOBOM KHIKKH M BKJIQJIBIIIIEH B HEE.

VII. OTBeTCTBEHHOCTH 32 COOJII0/IeHUE MOPAAKA BeIeHUS] TPYAOBBIX KHUKEK

1. OTBETCTBEHHOCTh 32 OpPraHU3alMI0 PabOThl MO BEACHUIO, XPAHEHHIO, YUETY U
BBIJIaUe TPYJOBBIX KHIKEK W BKJIQJIBIIICH B HUX BO3JIaracTcsl Ha padoToaTers.
OTBETCTBEHHOCTh 3a BEJCHUE, XPAHCHHUE, YYE€T M BbIIauy TPYAOBBIX KHHKEK
HECET CHeINHAJIbHO YIOJTHOMOYEHHOE JIMIO, CeKpeTaph Yy4eOHOW dactu
(1e10MpPOU3BOIUTEND ).

3a HapylIeHHE YCTAHOBJICEHHOrO HacrtosuMmu IIlpaBuiamMu mopsiaka BeACHUS,
ydyeTa, XpaHEHUsS U BbIJAYU TPYAOBBIX KHIKEK O/DKHOCTHBIE JIMIIA HECYT
OTBETCTBEHHOCTb, YCTAHOBIICHHYIO 3aKOHOAATEILCTBOM Poccuiickon denepanuu.



