COI'JIACOBAHO YTBEPXIAIO

O0umm codpaHueM KOIUIEKTHBA Hpmca MB%‘—T«{I\S 05. 2024r.

= - : :dpa_:u
MJIOV nerckuii cag Ne3 «ComaHBIIIKO» ﬁt‘:;cmm\c\@& Nﬂ3 «CONHBILIKOY»
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IMpaBuia BexeHus M XpaHeHHUs TPY/A0BBIX KHHKEK
MyHHIMNANBHOTO A0MKOILHOr0 00pa30oBaATENLHOTO YUpeKIeHus HeTekuii can Ne3
«CoJIHBIIIKO»

1. O0mue momoKenns

1.1. Hacrosmue npaBuna ycTaHaBIHUBAIOT MOPSII0K BEACHUS U XPAHEHHS TPYIOBEIX KHHIKEK,
BbIIAMH JIyOniikaTa Tpy/A0BOH KHHKKH M TPYJIOBOM KHWKKH ITPH YBOIBHEHUHN UIIH MPH HO1aYe
PabOTHHKOM 3asiBIEHMS O [pe/locTaB/IeHuu emy paboToaareieM CBeICHUI O TPYA0BOH
NeATeNBLHOCTH B COOTBETCTBUH co cTatheif 66.1 Tpynosoro kogekca Poccuiickoit ®enepanium B
MOV nercxuit cag Ne3 «CoNHBIIKOY.

1.2. Hacrosmue npasuia pa3paboTaHbl B cOOTBETCTBHY ¢ TpyaoBeiM Kogexcom Poccuiickoit
Denepannu ot 19.05.2021r. No320u «O0 yTBepiaeHHN GOpPMBI, IOPSAKA BEICHUS H XPAHEHHS
TPY/IOBBIX KHUKEK),

1.3. Tpynopas knuiKKa ABISETCS OCHOBHBIM JIOKYMEHTOM O TPYA0BOH JeATeNLHOCTH H
TPYJ/I0BOM CTaxe pabOTHHKA.

1.4. B Tpy1oBy10 KHUKKY BHOCATCS CBeeHUs 0 pabOTHUKE, BBIOIHIEMOH UM padoTe, epeBoje
Ha APYryIo MOCTOSIHHYIO paboTy u 06 yBONbHEHHH PabOTHHKA, a TAKIKE OCHOBAHHS
NPEeKpaLIeH s TPYIOBOTO J0TOBOPA U CBEICHHS O HarpaskJICHHMH 3a yCIexH B pabore.

1.5. Cpejiens 0 B3ICKAHUAX B TPYIOBYIO KHIDKKY HE BHOCSTCS. 33 HCK/TIOUYEHHEM CITyvaes,
KOIJIa JIMCLMITTMHAPHBIM B3bICKAHUEM ABIISIETCS YBOJILHEHHUE.

[.6. Tpynoeeie kHuxkn B MJIOY nerckuii can Ne3 «CosHBILIKO» BEAYTCs HA FOCYAapPCTBEHHOM
a3bike Poceniickoii @eaepanuu- pycckom.

2. Begensie TpY10BBIX KHH/KEK

2.1. las pabOTHHKOB, MPHHATEIX Ha paboTy BHEpPBEIE TPYAOBBIE KHHKKH He 0(hopMIIstoTes.

2.2. B Tpya0BY1O KHHIKKY BHOCSITCS CIIeIyVIOIIHE CBeIeHusI O paboTHUKE:

a) (paMuaus, M3, OTUECTRBO, 1aTa POIKIEHHS (YHCII0, MeCsll, Fo/1) — Ha OCHOBAHMH N1ACnopTa Wik
HHOTO TOKYMEHTA, Y10CTOBEPSIOIIEr0 JIHYHOCTD;

0) obpazosanue. npodeccus, CreuHanbHOCTh — HA OCHOBAHUM JOKYMEHTOB 00 00pa3oBaHuu. o
KBaTH(HKALHH M1 HATWYHY CTICLMabHBIX 3HAHKH (NPH MOCTYIIIEHHH Ha paboTy. TpedyroMIyto
CHeNHalIbHbIX 3HAHUH ITH CTIeLIHANBHOM MOATOTOBKH ).

2.3. Bee 3amicy o BeinosHAeMoif paboTe, nepeBoje Ha Apyrylo NOCTOSHHYIO PaboTy,
KBaTH(DUKALHH, YBOTBHEHHH, a TAKKE O HATPAXKIEHHUH, IPOU3BEACHHOM paboTogaTeneM,
BHOCSATCH B TPY/I0BYIO KHHXKKY Ha OCHOBAHUH COOTBETCTBYIOIIEro MpHKasa (pacnopsKeHus)
padoTonaTens He no3aHee 5 pabo4ynx JHEH. a MPH YBOJIBHEHUH — B JICHb YBOJIBHEHHS M 10/KHBI
TOYHO COOTRETCTBOBATE TEKCTY NPHKA3a (PacHOpsSIKEHNs).

2.4. 3ariuck Aat BO BCeX pasJienax TPYIOBBIX KHHKEK TPOM3BOAATCS apadCKUMU LU (ppaMu
(4HCI0 H Mecsil — IBY3HAYHBIMH, TOJ — YEThIPEX3HAYHBIMH ).

2.5. 3anncK pekoMeHIyeTes IPOU3BO/INTh aKKYPaTHO, CBETOBOAOCTOHKUMH YepHUIAMH
{(11acToil. Kpackoii, rejieM) 4epHOTro. CHHEro MiH (GHOJIETOBOIrO LBeTa U Oe3 Kakux-11u0o
cokpaieHnii. He gonyckaercs mucaTh «IIp.» BMECTO «IIPHKA3», «Pacil.» BMECTO
«PAacTopspKeHHe», «Iep.» BMECTO «IepeBeaeH». Takike 3anucu MOryT ObITh MOJTHOCTRIO HITH



YaCTHYHO MPOU3BS/ICHBI C HCTIOTE30BaHHEM TeXHHUSCKHUX CPE/ICTB MTYTEM MepeHoca KpacuTemnet
WK B BUJIE OTTHCKA LITaMIIa ([e4aT).

2.6. U3meHeHue (10NIOIHEHHE ) HA TIEPBOi CTPAaHUILIE (TUTYJILHOM JIMCTE) TPYI0BOH KHIKKH
3ammHceii 0 MOMYYeHHBIX HOBBIX 00pa30BaHHHU, MPOdeccHH, CIEeTHATEHOCTH OCYTIECTRIAETCA
IYTEM JONOJHEHUA UMCIONUXCA 3alluCel (€CIH OHH Y3Ke UMEIOTCA) WM 3all0JIHCHUSA
COOTBETCTBYIONIHX CTPOK 0€3 3a4epKHBaHNA paHee BHSCCHHBIX 3ariceil.

2.7. B rpade 3 pazzaena "Csenenus o padore” TpyA0BOH KHHUMKKH B BHIE 3ar0JI0BKa YKa3LIBACTCS
TI0JTHOE HANMEHOBAHHE OPraHU3aIllH, a TAKKE COKpAIIeHHOEe HaNMEHOBAHHE OpTraHu3aIlluH (TIpH
€T0 HAITM4HH).

ITox 1M 3aroioBKOM B rpade 1 cTaBUTCs NOPSAKOBLIH HOMep BHOCUMOH 3armucu, B rpade 2
yKa3bIBaeTcA jJaTta IprueMa Ha paboTy. B rpade 3 gemaercs 3amuch 0 MPUHATHH MITM Ha3HauYCHUH
B CTPYKTYpPHOE Mo/pa3/ieleHe OpraHn3aliii ¢ YKa3aHueM ero KOHKpeTHOTO HauMEHOBaHMS
(ecnu ycnoBue 0 paboTe B KOHKPETHOM CTPYKTYPHOM MOAPa3eICHHH BKIIIOUEHO B TPYI0BOI
JIOTOBOD), HAUMEHOBAHHS JIOIDKHOCTH (paboThl), CMENMANbHOCTH, MpodeccHu ¢ yKazaHmuem
kBasmdukaiyu, a B rpady 4 3aHocsrces 1ata H HOMep NpUKa3a (pactopsHKeHs ) WIH UHOTO
pemeHns paboToaaTens, COTIACHO KOTOPOMY pPabOTHHK MPUHAT Ha padoTy.

Eciu paborHuky B nnepuos] paboTel [IPUCBAUBASTCSA HOBLIM pa3psall, KIIACC, KaTeropus, KIIacCHbId
4HH, TO 00 3TOM [IPOU3BOAUTCA COOTBETCTBYIONIAS 3aIIUCh.

VcTtanosneHHe paboTHHKY BTOpOit M mocrnexyionieit npodeccuu, CnermianbHOCTH HITH
KBaJIM(UKALIMH OTMEUACTCA B TPYL0BOH KHUKKE ¢ YKa3aHHUEM Pa3psAloB, KJIACCOB WK HHBIX
KaTreropuii 3THxX npodeccuii, crenuaibHOCTEH WM YPOBHEH KBaJIM(UKALIUH,

2.8. Ceenenus o paboTe M0 COBMECTHTENECTBY (00 YBOILHEHHH € ATOH pabOTHI) MO KeTaHIIo
paboTHHUKA BHOCSTCS [0 MECTY OCHOBHOM paboThl B TPYJIOBYE) KHHIKKY Ha OCHOBaHUH
JIOKYMEHTa, TIOITBEPIKIAONICTO padboTy 110 COBMECTHTCIIBCTRY.

3anucu o puemMe Ha padoTy [10 COBMECTUTELCTBY, O MEPeBo/ie U 00 YBOJIILHEHUU MOTYT
BHOCHTECS B TPYJIOBYIO KHIDKKY KakK B XPOHOJOTHUYSCKOM MOPSAJIKE, TaK W OJ0KaMU
(oAHOBpPEMEHHO O TIpHEeMe H YBOJLHEHHH) TIOCIe YBOJTBHEHUS U3 KakA0H opranu3aimy Ha
OCHOBAaHMH JOKYMEHTA, COACPKAIIETO CBEICHUA O NPUEME Ha paboTy ¥ 0 IIPEeKpanicHUH
JIaHHOTO TPY/I0BOTO foroBopa. [Ipu 3ToM 3amice 0 padoTe Mo COBMECTUTEITHLCTBY BHOCHTCS
TaKkKe B TEX Claydasx, Korjaa padora 1o COBMECTUTENILCTBY HMelIa MECTO 10 TPYAOYCTpOoHcTBa K
paboTomaTemo, paboTa y KOTOPOTO A pabOTHHKA ABIACTCA OCHOBHOM.

2.9. 3anMcu B TPYIOBYIO KHHKKY 0 MPUUIUHAX YBOJBHEHHUS (TTpEKpANIeHHA TPYJI0BOTO J0TOBOPA)
BHOCATCA B TOYHOM COOTBETCTBUH ¢ popmymupoBkamu Tpynosoro kogekca Poccuiickoit
@enepaliiy WK HHOTO (peIepaTbHOTO 3aKOHA B CICIYIONICM OPSAIKE:

B rpade | cTaBUTCA MOPAIKOBEIN HOMep 3amHcH; B Tpade 2 yKa3bIBaeTCA JaTa YBOIbHEHNA
(npekpauieHus TPYA0BOIO JOroBopa); B rpade 3 menacres 3aluch O IPHUMHE YBOIBHCHUS
(MpekpanieHus TPY0BOTO JOTOBOpa); B Tpade 4 ykaspiBaeTca HAMMEHOBaHHE JIOKYMEHTa, Ha
OCHOBAaHUHM, KOTOPOrO BHECEHA 3alMcChb, — I[pPUKa3 (PaclOpsAKEHHE) WIM HHOE pelleHue
paboTonaTens, ero jaTa M HOMep.

2.10. B ciyyae npu3HaHus BpeMEHHOIO [1epeBoja [IOCTOSAHHBLIM, B TPYI0BYIO KHUXKKY BHOCHUTCS
cienyromas 3anuck: B rpade 1 paznena «Ceegenus o paboTe» CTaBUTCS NOPSLIKOBBII HOMEP
3ammicH, B Tpade 2 cTaBUTCA MaTa (hak THUECKOTO Havassa HCTTIOHEHUs paboTHUKOM
00sA3aHHOCTCH B CBA3M ¢ BPEMEHHBIM IIEPEBOI0M, B rpade 3 yka3blBacTcs HAHMCHOBAHUE
cTpykTypHoro noapasaenceHud MJIOY nerckmii cajg Ne3 «ColHEBIIIKO» ¢ yKa3aHHUEM ero
KOHKPETHOIO HAMMEHOBAHHUS, HAUMEHOBAHUS JIOJDKHOCTH (paboThl), criennaibHOCTH,
npodeccuu ¢ ykazaHueM kKBanudukanuu, B rpady 4 3aHOCATCA AaTa U HOMEpP IpUKa3a
(pacmopsxenus) 3aseayroniero MJIOY aetckmii cag No3 «ComHBIIIKOY , HA OCHOBAaHHH
KOTOPOIro padOTHHUK ObLI BPEMEHHO IepeBe/IeH U Ha OCHOBAHUM KOTOPOro pabOTHHUK IepeBeeH
Ha MMOCTOAHHOM OCHOBE.

2.11. TTIpu yBonmbHEHWHN (MTPEeKpaNIeHHN TPYJI0BOTO TOTOBOPA) B CBA3H € MEPEBOIOM pabOTHHKA
Ha JPYI'yIO IIOCTOSHHYIO paboTy K Apyromy paboToaaTelno (B Apyryr opraHu3anuio) B rpage 3
pasnena «Cenenusd o paboTe» TPYAOBON KHHIKKH YKa3bIBAETCS, B KAKOM TOPsJIKe



OCYNIECTBIACTCA MEPEBOI: MO NPockde padoTHHKA MITH C €T0 COracHda, 1 HaHMEHOBaHHC
OpraHu3aluy WK HHAHBUYAIBHOTO IIPeANPUHUMATES, KY1a NePeBOAUTCS pabOTHHK.

2.12. 3anucu o nmpodeccuoHanbHOH C1yKeOHOI IeATEIEHOCTH B BUIE TOCYAapCTBEHHON
Tpax/IaHCKON W MYHUTIMTIANBHOM CITy;KOBI, BOSHHOH CTY)KOBI H TOCYIapCTBEHHOH CITY)KOLI MHBIX
BHU/IOB, KOTOPHIC YCTAHABIMBAKTCA (PeIepaIbHBIMHU 3aKOHAMH, BHOCATCA B TPYIOBYIO KHUKKY
TI0 MECTY MPOXOKACHUA CITY3KOBI ¢ YICTOM MOTOKEHUH COOTBETCTBYIONTHX (heIepaTbHBIX
3aKOHOB, HHbIX HOPMATHBHBIX [PABOBLIX aKTOB, YCTAHABIMBAIOIIUX [OPAIOK POX0MKISHUS
TOCYapPCTBEHHOU CITyXOBIL.

2.13. B pasnenax «CBeneHns o padote»n 1 «CBeACHHA 0 HATPAXKIACHUHY TPYI0BOH KHIDKKH
3a4epPKHUBAHUE PaHee BHECEHHBIX HETOYHLIX, HENIPABWILHBIX WU UHBIX IPU3HAHHbIX
HEeCHCTBUTEIIBHBIMH 3aITHCEH HE JOMyCKaeTCH.

B Taxom ke mopsike npu3HaeTcs HelelCTBUTENLHON 3amich 00 YBOILHENNH, TTEPeBOJie Ha
JIPYTYIO OCTOAHHYO paboTy B cIydae MPU3HAHUA HE3aKOHHOCTH YBOJILHEHUS WJIH NIEPEBOAA
caMHM paboTojaTeneM, KOHTPOJILHO-HAI30PHBIM OPranoM, OPTaHoOM TI0 PACCMOTPEHHTO
TPYAOBLIX CIIOPOB WIH CYIOM U BOCCTAHOBIIEHUS Ha IIpeskHeil padoTe WM U3MEHeHUs
(hOpMYITHPOBKH IPUUHHBI YBOJTBHCHHA.

2.14. B TpyA0BYIO KHMKKY BHOCATCS CJAEAVIOUHE CBEACHHS O HArPaXIeHUH (MIOOIIPEHUH) 3
TPYAOBBIC 3aC/LyTH:

a) 0 HarpakJAeHUH TOCYIapPCTBEHHBIMM HaTpajiaMH, B TOM YHCITE O IPHCBOSHUH
rOCYIapCTBEHHBIX TIOYETHBIX 3BaHUN, HA OCHOBAHHH COOTBETCTBYIOIIHMX YKa30B U HHBIX
PELICHUI,

0) o narpaknenun Harpagamu [pesunenTa Poccuiickoit @enepartnu u [TpaBuTeTLCTRA
Poccwuiickoit @enepanun, Harpagamu (peAepaibHBIX H PETHOHATIBHBIX OPTaHOB BIIACTH, OPTaHOB
MECTHOTO CaMOYIIPaBJICHHA, IPO(COI030B (B OTHOMICHHH YICHOB PO COO30B);

B) O HArpaJAeHUH IOYETHLIMH I'PAMOTAMH, HArPYIHLIMU 3HAKAMH, 3HAYKAMU, JUIIJIOMAMHU,
TIPOH3BOTHMOM paboToJaTeIIMHU;

T) 0 IPYTUX BHJAX TIOOTIPEHH, TPelyCMOTPEHHEIX 3aKOHOaTeTECTBOM Poccuiickoi
®eaepannu, a TAKKE KOJUICKTHBHBIMH JI0NOBOPaMH, IIPABHIIAMHA BHYTPEHHETO TPYI0BOTO
pacriopsiika, YCTaBaM1 M TTOJIOKCHUSAMH O JTUCTIMILTHHE,

2.13. U3MmeHenus 3anuceil B TPYIOBLIX KHUXKKAX 0 (haMIIIMM, HIMEHH, OTUYECTBE U JaTe
POIKIACHUS TPOU3BO/IATCA HAa OCHOBAHHWH TIACTIOpPTa, CBU/ICTEITECTBRA O POKIACHHH, O pETHCTPATTHI
Opaka, o pacTopkeHUH Opaka, 0 TepeMeHe UMEHH M IPYTHX JOKYMEHTOB H CO CCHUTKOH Ha MX
HOMED, JaTy U OpTaH, BEIAABIINN JOKYMEHT.

2.14. Ilpyu HaTHYHUH B TPYAOBOIf KHIDKKE 3aITHCH 00 YBOJIBHCHUH WITH TIEPEBOJIC Ha JAPYTYIO
paboTy, Mpu3HaHHOI HeMeHCTBUTENBHOMN, PAOOTHHKY TTO €T0 TTHCEMEHHOMY 3asBIeHHIO
BBIIACTCA AyOJIMKAT TPYJOBOH KHMIKKH I10 MecTy padoTsl, T¢ Obula BHECEHA HETIpaBUIbHAS WIH
HeTOUHas 3aIiCh, B KOTOPBIHA MEPEHOCATCS BCe MPOU3BEIEHHBIE B TPYIOBOH KHIIKKE 3aITUCH, 3a
UCKJIIOYEHHEM 3allHCH, IPH3HAHHON HeAeHCTBUTEILHOI.

Ecnu oprannsaiiys, KoTopas Ipou3Besa HeNpaBIIBHYIO HIIH HETOYHYIO 3aTlHCh,
peopraHu30BaHa, UCIpaBIeHUe IPOU3BOAUTCS €€ IPABOIPEEMHUKOM, a B cllyyae JTUKBUIAIIUU
opra"u3anuy — paboToAaTeIeM 110 HOBOMY MECTY padoThl WIIH [0 MeCTy padoTsl, rae Oblia
BHECeHa TOCEeAHAA 3aMUCh B TPYAOBYIO KHIKKY, HA OCHOBAaHHH COOTBETCTBYIONIETO
JIOKYMEHTA,

Ecnu HepaBUIRHAS WM HETOYHAS 3allHCh B TPYIOBOH KHIDKKE TIPOM3BEACHa padoTo1aTesieM —
(GUBMIECKHM JIMIIOM, SBISIOIIMMCA MHIUBHAYAILHBIM MPEJNPUHAMATENEM, 1 JeSTeILHOCThH €T
NIPEKpAIIeHa, UCIPABICHHUE IIPOU3BOAUTCA pabOTOIAaTEICM 10 HOBOMY MECTY pabOThI HIIH 11O
MecTy paboTsl, r/ie OblTa BHECSHA MOCIEHAA 3aliCh CBSACHUH 0 paboTe Ha OCHOBAaHHHA
COOTBETCTBYIOIIEI0 JOKYMEHTA.

3. Yyer u XpaHeHHE TPYAOBbIX KHHIKEK

3.1. C nemsio ydaeTa TPYAOBBIX KHAKEK, a TakiKe O7JanKOB TPYIOBOH KHHKKA M BKITaJbIIIA B Hee
B MJIOVY nerckuii can No3 «CoHBIIIKO» BEACTCS:

a) KHUTa ydeTa JBMKEHUA TPYAOBBIX KHIDKEK M BKIaIbIIe B HUX.



3.2. TpynoBas kHmxka xpaautesd B MJIOY netckmif cax Ne3 «ConIHBIITKO» U BBITaCTCA
pabOTHUKY B CIIydasX:

- YBOJIbHCHUA — B [I€Hb YBOJIBHCHUA. TPYA0OBBIC KHHKKH, HE NIOJIyUCHHBIC Pa0OTHUKAMH [IPH
YBOJBHEHHH JIHOO B clTydae cMepTH pabOoTHHUKA ero OMmKaiIIMMH poCTBEHHUKAMH, XPaHATCA
1o BocrpeboBanmst B MJIOV nerckuii can No3«CoJIHBIIIKO» B COOTBETCTBHH € TPEOOBAaHUAMH K
UX XPaHCHHIO, YCTAHOBJICHHBIMH 3aKOHOAaTeIbeTBOM Poccutickoit @enepaninu o0 apXUBHOM
zene;

- TIPEIBABICHHUA B OPTaHbl COIHATBHOTO CTpaxoBaHMA. TpyaoBad KHUAKKA BeIJACTCA pabOTHUKY
110 TTHCEMEHHOMY 3asBIICHHIO B TeUeHHE 3 (Tpex) padodux JHEH ¢ MOMEHTA TI0Ja4H 3asBICHHUA.
3.3. OTBeTCTBEHHBIM 3a BeleHUe, XpaHeHUe, YUeT U BbLIauy TPYI0BLIX KHUKEK SBIISETCS
sapeayronmii MJIOY netckuii cag No3 «CoHBIIIIKO ».

4. Oco0eHHOCTH 3aATMOTHEHAA W BHIIAYH Ty0JHKATA TPYAOBOH KHHKKHA

4.1. Aybnukart TpyI0BOi KHIKKY BbLIAETCA paOOTHUKY He mo3aHee 15 pabouux aHeil co aHs
To/1a4ui padOTHUKOM 3asBIIEHNS.

4.2. B 1y0/MKaT BHOCATCS CASAYIOIIHE CBEASHHUA:

CBEJICHUA 0 paDOTHHUKE:

a) paMuiIus, MM, OTYECTBO (IPU HAJIMUMK), AaTa POSKICHUS;

0) oOpa3zoBaHue, npodeccus, CIeHaIFHOCTE — HA OCHOBAHHMH JJOKYMEHTOB 00 00pazoBaHUU, O
KBATH(HUKAIIMH ITH HAUTHYWH CTIETTHAIBHBIX 3HAHHUH (ITPH MOCTYINIEHHH Ha padoTy, Tped yioniyio
CHeUUaIbHBIX 3HAHUH WIH CIICHAIBHOI TOATOTOBKH);

B) CBEJICHUA 0 padOTHHUKE, YKA3bIBACMBIC HA NICPBOIl CTPAaHUIIE (TUTYJIBHOM JIUCTE) TPYIOBOH
KHHUKKH, 3aTTOJIHATOTCS CeIyIONAM 00pa3oMm:

- haMuIIMA, UMS U OTUECTBO (IIPH HAIMYUH ) YKAa3bIBAKOTCA IIOJHOCTBIO, 083 COKpaICHHI WK
3aMEHBI MMECHH M 0TUSCTBa MHUIIHAJIAMH, JlaTa POKICHHA 3aMHCHIBACTCS TMOTHOCTRIO (YHCTIO,
Mecsll, 1o/1) Ha OCHOBAHUM NACIOPTAa WK HHOrO JOKYMEHTA, YIOCTOBEPAIOIIEro JIMYHOCTD,

- 3anuck 00 odpa3oBaHNM (OCHOBHOE 00TIee, cpeTHee obmee, cpeiHee mpodeccroHanbHoe,
BHICITEE (DaKamaBpuar, CrerHaJIuTeT, MarucTpaTypa, TOATOTOBKA KaIpOB BEICIIIEH
KBaJIM(pUKAIMH ) OCYIIECTBISICTCA TO/IBKO Ha OCHOBaHUH JIOKYMEHTOB 00 00pa30BaHuu
(aTTecTaTa, YAOCTOBEPCHHSA, UILIIOMA);

- npodreccust U (KIH) CHEeIHANLHOCTD YKA3bIBAIOTCSl HA OCHOBAHHU JOKYMEHTOB 00
00pa3oBaHWH, KBATH(GHKAIIMHN HIH HATHIUH CIICIHATBHBIX 3HAHUH (TPH MOCTYIICHHH Ha
paboTy, TpeOyIonIyIo CeIHaTbHBIX 3HAHUH HITH CIEITMATBHON MOATOTOBKH) HIIH IPYTHX
HaJyIexanie oQOpMISHHBIX TOKYMEHTOB;

T) MMocJie YKa3aHUsA JaThl 3aTI0THEHUA TPYA0BOI KHIDKKH pabOTHHUK CBOEH MOIMHCHIO Ha TIepBOMH
CTpaHHIle (THTYABHOM JINCTE) TPYIOBOH KHIDKKH 3aBEpseT MPABHIIBHOCTL BHECEHHBIX CBEACHMI;
1) IEPBYIO CTPAHUILY (TUTYJILHBIN JIHUCT) TPYAOBOI KHUKKH MOJANUCHIBACT TAK¥KE JTUILO,
OTBETCTBEHHOE 3a BBIIAUy TPYIOBBIX KHUKEK, TTOCIe YeT0 CTaBUTCA MevaTh Opranu3arin
(neuyars KagpoBO# ciyxkO0b1) (IIPU HAIMIHH NI€YATH), B KOTOPOH BIIEpPBBIE 3aIl0JHEHA TPYI0Bas
KHUKKA;

e) ceesenus 00 oOmem craxe paboTel paboTuuka a0 nocrymienus 8 MOV aerckuii can Ne3
«CONHBILIKOY, MOITBEPKACHHOM JOKYMEHTAILHO,

) CBeJIEHMA 0 paboTe M HarpaKaeHUH (TTIOOTPEHNH ), KOTOPbIe BHOCHIHCH B TPYIOBYIO KHHKKY
10 NOCJACAHEMY MECTY padOoThI.

4.3. Ecm padoTtHuk 1o noctyruieHns B MJIOY netckuit can Ne3«ComHBIIIKO» yiKe

paborali, TO Npu 3anoJHeHuH Ay0oaukara Tpya0Bol KHHKKH B pasjiene «CpelleHus o pabore» B
rpady 3 BHOCHTCS 3amuch 00 00111eM TPYJ0BOM CTaxe padoThl B KAUECTBE PadOTHHKA /10
noctyrieHud B M/IOY nercknii cag Ne3 «CoTHBIIIKO», TOATBEPAACHHOM COOTBETCTBYIONIMMH
JIOKYMEHTaMHU.

O06mnmii craxx pabOTHI 3aMUCHIBACTCS CYMMAapPHO, TO €CTh YKa3bIBaeTCA 00IIee KOJIMIECTBO JIET,
MecATIeB, THeH paboThl 0€3 YTOUHEHHS, Y Kakoro paboToaaTens, B Kakue MepHoIbl BpeMeHH U Ha
KaKHX JOJKHOCTAX padoTall B IPOIUIOM BIIAJEIECI TPYA0BOM KHUKKH.

[Tocne »Toro 00Nt TPYIOBOI CTAX PAOOTHI, TOATBEPKICHHEIH HajIexKamne o opMIeHHBIMH



JIOKYMEHTaMH, 3aITHChIBACTCA M0 OTACTBEHBIM MEPHOaM paboThI B CHEIYIONIEM TIOPSIKE: B
rpade 2 ykasplBaeTcs JaTa puemMa Ha pabory; B rpade 3 3anuchiBaeTcsi HAHMEHOBAHUE
opraHuzanuu (paboronarens), rae padoras padOTHUK, a TAKXKE CTPYKTYPHOE IOAPa3IeICHUE U
paboTa (TOMKHOCTS ), CTIETTHANIEHOCTD, TIpodecchs ¢ ykazaHueM KBaTH(UKAITHH, Ha KOTOPYIO
ObUI NPUHAT Pa0OTHUK,

Ecmu npeacTaBneHHBIMH JOKYMEHTAMH TIOATBEPKIAETCA, 9TO pabOTHHK TICPEBOIHIICA Ha
JIPVI'YIO IIOCTOSIHHYIO paloTy B TOH e opranu3aiuu (y Toro xe pabdoroaaresis), To 00 3TOM
TaKKEe JACNACTCA COOTBSTCTBYIONIAA 3aMUCh.

3aTeM B rpade 2 yka3pIBaeTCA JaTa YBOIBHCHHS (TPEKpaNIeHHA TPYI0BOTO JOTOBOpa), a B Tpade
3 — npuuuHa (OCHOBAHHE) YBOJABLHEHHUS, €C/IU B IIPE/ICTABISHHOM Pa0OTHUKOM JJOKYMEHTE
UMEIOTCS TAKWE JAHHBIE,

B ToM ciyuae, Kor/ia JOKYMEHTHI He COIEpPIKaT MOJTHOCTHIO YKa3aHHEIX BBIIIE CBEIEHUN O
paboTe B mpouioM, B Qy0/IMKaT TPYAOBOIl KHIKKHA BHOCATCS TOJIBKO HMEIOIIHECA B JOKYMEHTAX
CBEIIEHNA.

B rpade 4 yka3piBaeTCs HAUMEHOBAHHE, 1aTa U HOMEP JA0KYMEHTa, HA OCHOBAaHUH KOTOPOI'O
MPOM3BEICHBI COOTBETCTRYIONTHE 3alTHCH B AyOmHkaTe. OpUriHaIbl TOKyMEHTOB,
NOATBEPKAAIOMUIUX CTAXK padOThL, M0CJIE CHATUS ¢ HUX KOIIMM M HallJexallero ux 3aBepeHus
BO3BpAIAIOTC UX BiIafeiblly. B ciydae eciu yrpara TpyI0BOH KHHXKKY IPOU30MUIA II0 BUHE
padoTHMKa, ykaszanHoro B 1. 3.1 mactoanmx [TpaBum, To oH 00A3aH codpaTh HHPOPMAITHIO C
NpEIbITYIIHX MECT paloThl BIaIe/IblIa TPYIOBOM KHUMKKA U BHECTH ¢¢ B qy0iaukat, a MJIOVY
aeTckuit cag Ne3 «CoJIHBINIKO» OKa3bIBAET COACHCTBUAE PA0OTHUKY B IOJIYYCHUH JOKYMEHTOB,
TIOJITBEPIKAAIONTHX CTAX ero PadoTHl, MPeamecTRYIONTHIT TOCTYIIIeHHIO Ha padoTy B MIOY
netckui cag Ne3 «CoIHBIIIKO

4.4. Ilpu BeI1aue AyOMMKaTa B MPABOM BEPXHEM YTy NIEPBOH CTpaHUIIBI AyOTHKaTa TPYI0BOH
KHUIKKH JesaeTcs Haauch: «Jlyonukar». Ha nepBoii crpanuie (TUTYJILHOM JIHCTE) NPEKHEH
TPYIOBOH KHIKKY TTHIIETCA: «B3aMeH BeITaH TyOaMKaT» ¢ yKa3aHHEM €To CepHH U HOMepa.



