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I. O6Wwme NnonoxeHus

[TonoxkeHue pazpaboTaHO B COOTBETCTBUHU €O cTaTheil 66 TpymoBoro komekca
Poccuiickoit @enepauun IlpaBurensctBo Poccuiickorr denepanyii 1 NOCTAaHOBIICHUS
[TpaButensctBa PO ot16 anpens 2003r. Ne 225

1. Hacrosiee mONOKEHUWE YCTAHABIMBAET MOPSAJOK BEIACHUS M XpaHECHUS
TPYJOBBIX KHIKEK.

2. TpynoBas kHIKKa Ha OymMakHOM Hocutene U cBeaeHus dopmbl C3B—T/]
SBJSIFOTCS. OCHOBHBIMHM JOKYMEHTAaMH O TPYJIOBOH NEATENPHOCTH U TPYJOBOM CTaXe
pabOTHHUKOB.

3. PaOoromarens (3a uUCKIOYeHHEM paboTojarenedi—OpH3MYecKux JIHII)
00s13aH BECTH TPYJIOBYIO KHUXKKY B OyMa)KHOM U B 3JIEKTPOHHOM BapUaHTE Ha KaXKI0ro
paboTHHKa, TPOPabOTABIIEr0 B OpraHMW3aLMU CBBILIE MATH JAHEH, eclid paboTa B ATOH
OpraHM3alliH SIBISETCA U1 pabOTHHUKA OCHOBHOI, a B CiIyyae MOCTYMAIIIUX Ha paboTy
BIIEPBBIE, BeayTcs cBefeHus no popme C3B-T/I.

4. B TpynoByIO0 KHUXKY BHOCATCS CBEICHHS O PaOOTHHKE, BBITIOTHSEMOW UM
pabote, mepeBoJie Ha JIPYryl0 MOCTOSHHYIO paboTy M 00 yBOJIbHEHMHM paOOTHHUKA, a
TaK)Ke OCHOBAHWS TPEKpPAIIEHHs] TPYAOBOTO JOrOBOpA M CBEICHUS O HAarpakKACHHU 3a
ycrexu B padore.

5. CBenmeHust 0 B3BICKAHMSIX B TPYIOBYIO KHIDKKY HE BHOCSTCA, 3a
HCKITIOYEHHEM CITy4aeB, KOTa TUCIUILTMHAPHBIM B3bICKAHUEM SIBIISIETCS YBOJIbHEHHE.

6. TpynoBble KHMXKKH BeIyTcs Ha TOCYIapCTBEHHOM s3bike Poccuiickoit
Odenepany, a Ha TEPpUTOPUH pecmyOnuku B coctaBe Poccuiickoit denepanuu,
YCTaHOBUBILIEH CBOM IOCYIapCTBEHHBIN SI3bIK, O(POpPMIICHHE TPYIOBBIX KHHKEK MOXKET
HapsAy C TOCyNapCTBEHHBIM si3bIkoM Poccuiickoit @enepauuu BeCTHCh W Ha
rOCYIapCTBEHHOM SI3BIKE ATOH PeCITy OJTUKH.

7. Pabotomarens 00s3aH MO MUCbMEHHOMY 3asBJICHHIO PaOOTHHKA HE MO3JHEE
TpeX ITHEW CO JHSA ero MoJadd BBIAATh PA0OTHHUKY KOIHIO TPYAOBOW KHWKKH WA
3aBEPEHHYIO B YCTAHOBJICHHOM IOPSIIKE BBIHCKY U3 TPYI0BON KHIKKH.

I1. Benenne TpyaoBBIX KHUKEK

8. Odopmienne TpyAOBOW KHIDKKM paOOTHHMKY, MpPHUHATOMY Ha pabory
BIIEPBBIE, OCYILECTBIsIETCSl palboTojareneM B NPUCYTCTBUM pPAOOTHHKA HE IO3/HEE
HEJIeNIEHOTO CPOKa CO JTHS MpreMa Ha paboTy.

9. B TpynoByro KHUXKY NpHu €€ 0(OpMICHUH BHOCATCS CIEIYIOIINE CBEICHUS
0 pabOTHUKE:

a) (daMuiaus, WMs, OTYECTBO, JaTa POXKICHHS (YHCIIO, MeEcsl, TOJ) - Ha
OCHOBaHUU MACMOpTa UK UHOTO JJOKYMEHTA, YAOCTOBEPSIOIIEr0 JTMYHOCT;

6) obpaszoBanue, nMpodeccusi, CIEUATHLHOCTh - HA OCHOBAaHWU JOKYMEHTOB 00
oOpa3oBaHWM, O KBaTU(PUKAIMKA WIA HAJIWYAK CHCIHAIBHBIX 3HAHWUW (TIpu
MOCTYIUICHUH Ha paboTy, TpeOYIOUIyl0 CHENUMAIBHBIX 3HAHUN WM  CICIHATbHOM
MTOJITOTOBKH).

10. Bce 3anucu o BbINONHAEMOI paldoTe, mepeBojie Ha APYTyH MOCTOSHHYIO
paboty, kBanuuUKalWW, YBOJIBHCHHU, a TaKXKe O HArpakIeHUH, IPOU3BEICHHOM
paboTonaTeneM, BHOCSTCS B TPYJIOBYIO KHM)KKY HAa OCHOBAaHHHM COOTBETCTBYIOIIETO
npukasa (pacnopsbkeHusl) paboTonaTenss H TO3IHEE HEAEIBHOTO CpoKa, a IpH
YBOJILHEHUH — B JIEHb YBOJBHEHHS U JOJDKHBI TOYHO COOTBETCTBOBATh TEKCTY MpHKa3a
(pacriopsixeHwst).

11. Bce 3amucu B TPYIOBOM KHIKKE MPOU3BOIATCS 0€3 KaKuX-Tu00
COKpAILlEeHUH UMEIOT B Mpe/iesiax COOTBETCTBYIOIIETO pa3/ieia CBOM MOPSIKOBBIN HOMEP.

12. C xaxmoil BHOCMMOW B TPYJIOBYIO KHHXKKY 3aIllUChlO O BBINOJHIEMOMN
pabote, TiepeBojic Ha APYTYIO MOCTOSIHHYIO PaOOTy M YBOJILHEHHH padoTomaTenb 0O0s3aH
O3HaKOMMUTB €€ BJIaJIeNIblIa M0/l PACHIMCKY B €r0 JMYHOW KapTOYKe, B KOTOPOIl MOBTOPSIETCS
3amKCh, BHECCHHAS

TPYAOBYIO KHIKKY

dopMa JUYHOM KapTOUKH YyTBepxkAaeTcss [ OCyaapCTBEHHBIM KOMHUTETOM
Poccuiickoil denepannu o CTaTUCTHKE.



13. TpynoBasi KHM)KKa 3aloiHIETCS B NOPSAAKE, YTBEpKIaeMOM MUHHMCTEPCTBOM Tpyda U
conuanbHOro passutus Pocculickont denepanumu.

14. 3anucu B TpyZIOBYIO KHMXKKY O NIPUYMHAX IPEKPALICHMsI TPYIOBOIO J0rOBOPa BHOCATCS B
TOYHOM COOTBETCTBHUU ¢ (hopmynnupoBkamu TpynoBoro kojaekca Poccuiickoit deneparuu wim HHOTO
(benepanbHOrO 3aKOHA.

15. Ilpu npexpaiieHun TpyJOBOIO I0TOBOpPA 110 OCHOBAHUSM, IIPENYCMOTPEHHBIM cTaThel 77
TpynoBoro koxekca Poccuiickoit @enepaiun (3a UCKIIOUEHHEM CIIy4aeB PACTOPXKEHUS TPYJOBOTO
JIOTOBOpa MO MHUIMATHBE paboToAaTesiss U MO OOCTOSATENbCTBAM, HE 3aBUCSIIMM OT BOJM CTOPOH
(myHKTHI 4 1 10 3TOI CTaThu), B TPYIOBYIO KHMXKKY BHOCUTCS 3alIUCh 00 YBOJIBHEHUH (TIPEKpaAIleHUN
TPYAOBOI'O JJOTOBOPA) CO CCHUIKOM HAa COOTBETCTBYIOLIMIA MYHKT YKa3aHHOM CTaTbU.

16. IIpu pacTop>keHUM TPyAOBOrO JOrOoBOpa MO HHULMATHBE paboTONATENs B TPYIOBYIO
KHIKKY BHOCHUTCSI 3alMCh 00 YBOJIbHEHMM (TIPEKpALIeHUH TPYIOBOTO JIOTOBOpa) CO CCHUIKOM Ha
COOTBETCTBYIOIINI MyHKT cTathk 81 TpynoBorokonekca Poccuiickoit deneparum.

17. Ilpu mpekpaimeHu TPYAOBOTO JIOTOBOpa MO OOCTOSTENBCTBAM, HE 3aBHUCSIIUM OT BOJIH
CTOPOH, B TPYAOBYIO KHMKKY BHOCHUTCS 3allCh 00 OCHOBAHMSX MPEKpaLIeHHs TPYI0BOTO TOTOBOpa CO
CCBIJIKOM Ha COOTBETCTBYIOIIMM ITyHKT cTaThu 83 TpynoBoro koxekca Poccuiickoit denepanyu.

18.  IlIpu mpekpaiieHuu TPyJOBOIO JOTOBOpA IO APYTMM OCHOBAHMSM, NPELYCMOTPEHHBIM
Tpynossim konekcom Poccuiickoit deneparu uian MHBIMU (hefiepaibHBIMU 3aKOHAMH, B TPYAOBYIO
KHIUKKY BHOCHTCSI 3allUCh 00 YBOJBbHEHUH (IPEKpallleHHMH TPyIOBOIO JOTOBOpa) CO CCHUIKOM Ha
COOTBETCTBYIOILIME CTAaThlO, MYHKT TpymoBoro kojekca Poccuiickoii denepanum WM HHOTO
(dhenepanpbHOTO 3aKOHA.

19. TIlpu npekpaiieHuu TpyJOBOTO JOrOBOpa ¢ paOOTHUKOM, OCYXIEHHBIM B COOTBETCTBHH C
MPUTOBOPOM CyAa K JIMIICHUIO IpaBa 3aHUMAaTh OIpeAeleHHbIE JOKHOCTH WM 3aHUMAaThCs
OTIpeJIeIEHHON IESTeIbHOCThIO U HE OTOBIBIIMM HaKa3aHHE, B TPYJOBYIO KHUKKY BHOCUTCS 3aIHCh O
TOM, Ha KaKOM OCHOBAaHHH, HAa KaKOM CPOK U KaKylO JOJKHOCTh OH JIMILIEH MpaBa 3aHUMATh (KaKoi
JeATeNIbHOCTBIO JIUIIEH MpaBa 3aHUMAaThCS).

20. CseneHnust 0 paboTe MO COBMECTUTENBCTBY (00 YBOJBHEHUH € 3TOM pabOThI) MO JKEJTaHHUIO
pabOTHUKA BHOCSTCS 110 MECTY OCHOBHOW pabOThl B TPYJIOBYIO KHMXKKY Ha OCHOBAaHHMU JOKYMEHTA,
HOJTBEPKIAIOLIET0 padOTy 10 COBMECTUTENIBCTBY.

21. B TpyI0BYIO KHMXKKY IO MECTY pabOThI TAK)K€ BHOCUTCS C yKa3aHHEM COOTBETCTBYHOIUX
JIOKYMEHTOB 3aIlUCh!

a) 0 BPEMEHH BOCHHOW CIIY»OBbI B COOTBETCTBHH ¢ DejepanbHbIM 3aKOHOM "O BOWHCKOM
00513aHHOCTH M BOEGHHOH ciyxkO0e", a Takke O BPEMEHHM CIyXObl B OpraHax BHYTPEHHHMX Je1 U
TaMOKEHHBIX OpIraHax;

6) o BpemeHu OOyueHHMs Ha Kypcax M B IIKOJAX IO TOBBIIICHUIO KBaJIM(UKAIUH, 10
nepexkBaIu(pUKaluy IOArOTOBKE KaJpOB.

22. CoOTBETCTBYIOIIME 3aMUCH, BHECCHHbIE B TPYAOBYIO KHIJKKY JIML, OCBOOOXKICHHBIX OT
paboThl (HOMKHOCTH) B CBS3M C HE3aKOHHBIM JIMOO OTCTPAHEHHBIX OT JIOJDKHOCTH B CBSI3H C
HE3aKOHHBIM IIPUBJIEYEHUEM K YIOJOBHONH OTBETCTBEHHOCTH, YCTaHOBJIEHHBIMH COOTBETCTBEHHO
OIpaBJaTeNIbHBIM [IPUTOBOPOM JHOO MOCTAHOBICHUEM (OINpEAEICHUEM) O IPEKPALIEHUH YTOJIOBHOTO
Jienia 32 OTCYTCTBHEM COOBITUSI IPECTYIUIEHNUS, 32 OTCYTCTBUEM B JISSIHUM COCTaBa MPECTYIJICHUS WU
3a HEJI0Ka3aHHOCTBIO UX yYacTHUsSl B COBEPILLEHUU MPECTYIUICHUS], IPU3HAIOTCS HE AEUCTBUTEIbHBIMHU.
PaboTtonarens Mo NMCbMEHHOMY 3asIBJICHHIO paOOTHHKA BbIAET eMy JyOiMKaT TpyAOBOW KHUXKKH 0e3
3aMMcHy, NPU3HAHHOW HeleWcTBUTENbHOM. [lyOnuKaT TpyJOBOM KHMKKH BbIAETCS YKa3aHHBIM JIUL[AM
B IIOPSIZIKE, YCTAHOBJIEHHOM HacTosiuuMu [IpaBuiiamu.

B TpynoBble KHIKKM JIHI, OTOBIBIIMX HCHpaBUTENbHBbIE PaOOThl 0e3 JHIIEHHsS CBOOOIDI,
BHOCHUTCSI IO MECTY palOThlI 3alICh O TOM, 4TO BpeMsi pabOThl B 3TOT MEPHOJ] HE 3aCUUTHIBACTCS B
HEIIPEPBIBHBIA TPYAOBOM CTa)XX. YKa3aHHAs 3allCb BHOCUTCS B TPYJOBBIC KHMKKH 10 OKOHYAHUHU
OTOBITHSI HAKA3aHUs1, KOTOPBII yCTaHABIMBAETCS 110 CIIPABKAM OPraHOB BHYTPEHHHUX JEJI.



[Ipu yBOJBHEHUU OCYXKAEHHOIO C pabOThl B YCTAHOBJIEHHOM MOPSAKE U MOCTYIUIEHUU €ro Ha
HOBOE MECTO PabOThl COOTBETCTBYIOILUE 3aIIICH BHOCSTCS B TPYJIOBYIO KHI)KKY B TOM OpraHu3ali, B
KOTOPYIO OH ObUT IPUHSAT UM HAIpPaBJICH.

23. Ilpu BOCCTAaHOBIICHHHM B YCTAHOBJICHHOM IOPSIIKE HEMPEPHIBHOTO TPYJAOBOTO CTaXKa B
TPYJIOBYIO KHUKKY paOOTHHKA BHOCHUTCS IO TOCJIEIHEMY MECTYy pabOThl 3alKCh O BOCCTAHOBICHUU
HEIPEPBIBHOI'O TPYAOBOI'0 CTa)ka C YKa3aHUEM COOTBETCTBYIOLIETO TOKYMEHTA.

24. B TpyAOBYIO KHM)XKY BHOCATCS CIEAYIOIIHME CBEJICHUS O HarpaKIeHUHU (MOOIIPEHUH) 3a
TPYJOBbIE 3aCITyTH:

a) 0 HarpaxiacHuu TroCyAapCTBCHHbBIMU HarpagaMyd, B TOM 4YHCIC O IPUCBOCHHUU
rOCyJJapCTBEHHBIX MTOYETHBIX 3BAHMI, HA OCHOBAaHUU COOTBETCTBYIOIIMX YKA30B U UHBIX PELLICHUM;

6) O HarpaXJCHUH TOYETHHIMU TpaMOTaMH, NPUCBOECHUU 3BaHUM U HarpaxJaeHUU
HarpyaHbIMHU 3HaKaMu, 3Ha4YKaMu, JAUIIJIIOMaMu, IIOYCTHBIMU IrpaMOTaMu, IIPOU3BOAUMOM
OpraHu3ausAMu;

B) O Jpyrux BHUAAX TOOMIPEHUs, MPEAYCMOTPEHHBIX 3aKOHOJATENbCTBOM Poccuiickoi
Qdenepanv, a TaKKe KOJUIGKTMBHBIMU JIOTOBOPAMHM, IPaBWJIAMU BHYTPEHHETO TPYJIOBOTO
pacnopAaka opraHu3alv, yCTaBaMu U MOJOKCHUAMU O JUCHUIIIINHE.

25. 3anucu 0 mpeMHsiX, IPeIYyCMOTPEHHBIX CUCTEMOM OIIATHI TPY/Aa WM BbIILJIAYMBAEMBIX
Ha PETYJISIPHON OCHOBE, B TPYAOBBIE KHUKKU HE BHOCSATCA.

I11. BHecenue u3MeHeHM U MCTIPABJICHUH B TPYAOBYI0 KHUIKKY.
Jy0auKaT TpyA0BOH KHUKKHU

26. 3meHenne 3anmceil o (paMuinM, MMEHH, OTYECTBE M JaTe POXKACHUS, a TaKke 00
oOpazoBanuy, Mpodeccuu CNeruaIbHOCTH paOOTHUKA TIPOU3BOIUTCS pabOTOIATEIEM T10 TTOCIICTHEMY
MeCTy pabOThl HA OCHOBAaHHUH IMACIOPTa, CBUIETENILCTBA O POXKACHUU, O Opake, O PacTOp>KeHUU Opaka,
00 M3MeHeHnH (haMUITHU, IMEHH, OTYECTBA U APYTHX JOKYMEHTOB.

27. B cnyuyae BBISBICHUS HENPAaBWIBHOM MM HETOYHOM 3allUCU B TPYAOBOM KHUXKKE
WCIIPaBJICHUE €€ MPOU3BOAUTCS MO MECTy paloThl, Iie Oblla BHECEHA COOTBETCTBYIOLIAs 3allHCh,
aubo paborojgaTeneM IO HOBOMY MeECTy pabOThl Ha OCHOBAaHUHM O(HIMAIBHOTO JIOKyMEHTa
pabotoxmarens, omycTUBIIEro omuOKy. PaboTomarens 00s3aH B 3TOM ciiydae OKa3aTh paOOTHHKY MpH
ero ooparieHuu HeoOXOIMMYIO TIOMOIIIb.

28. Ecnu opraHuzainysi, KOTOpas IpOW3BeJa HEMpPAaBWIBHYIO WJIM HETOYHYIO 3aIlHCh,
pEOpraHn30BaHa, HCHPABICHUE IPOM3BOIAMUTCS €€ MPAaBONPEEMHUKOM, a B Cilydae JIMKBUJAAIMU
OpraHu3aluu—padoToaTeNeM 10 HOBOMY MeCTy palOOThl Ha OCHOBAaHHH COOTBETCTBYIOIIETO
JOKYMEHTA.

29. HcmpaBneHHbIE CBEIEHUS JOJDKHBI IOJHOCTBIO COOTBETCTBOBATH JIOKYMEHTY, Ha
OCHOBaHMU KOTOPOTO OHM OBUIM HUCHpaBleHBl. B ciydyae yTpaThl Takoro TOKyMEHTa JHOO
HECOOTBETCTBHSA €ro (PaKTUUECKH BBIMONHSABIICHCS pabOTe WCHpaBIEHHE CBEISCHHH O padoTe
NPOU3BOAUTCS HAa OCHOBAaHWUU JIPYTUX JOKYMEHTOB, MOJITBEP)KIAIOIINX BBIOJHEHUE pPa0OT, HE
YKa3aHHBIX B TPYJIOBOH KHIKKE.

CBueTenbCcKue TMOKa3aHUs HE MOTYT CIYXXHTh OCHOBAaHHEM ISl WCIPABICHUS BHECEHHBIX
paHee 3amucei, 3a UCKIIOUEHHEM 3allicel, B OTHOIIEHUH KOTOPHIX MMEETCs CylaeOHOe pellieHue, a
TaK)Ke CIIy4aeB, IPEyCMOTPEHHBIX MyHKTOM 34 Hactosumx [IpaBui.

30. B pasnmenax TpymoBOM KHIDKKH, COJACPXKAIIMX CBEACHUS O pabOTe WIM CBEACHUS O
HarpaxJaeHNH, 3a4ePKUBAaHNE HETOYHBIX MITM HEMPABUIILHBIX 3aITUCEH HE JOITyCKaeTCsl.

M3meHenne 3amuiceld MPOU3BOJUTCS IyTEM IMPHU3HAHUS MX HEICHCTBUTEIBHBIMUA M BHECEHHS
MPaBUJIbHBIX 3AITMCEH.

B Takom xe nopsiake Mpou3BOAUTCS U3MEHEHUE 3anicy 00 YBOJIbHEHUH paboTHUKA (TIepeBo/Ie
Ha JPYTYIO TIOCTOSHHYIO pa0oTy) B CiIydae MpU3HAHUS YBOJIBHEHUS (TIEPEeBO/1a) HE3aKOHHBIM.



31. Jlumo, yTpaTHBIIEE TPYIOBYIO KHHXKY, O0OS3aHO HEMEJICHHO 3asBUTh 00 3TOM
paboTofarento Mo nocjaeHeMy MecTy paboTsl. PaboTonaTtens BelgaeT paOOTHUKY TyONUKaT TPYAOBOM
KHIDKKH He TIo3/1Hee 1 5aHei co aHs nojauu pabOTHUKOM 3asiBIICHHUS.

32. Ilpu odopmnennn myOnukara TpyJOBOM KHWXKKH, OCYILECTBISIEMOM B COOTBETCTBUM C
Hacrosiumu [IpaBunamu, B HETO BHOCSTCS:

a) cBelleHUst 00 o0mieM U (WIM) HEeNpephlBHOM CTa)ke paboThl pabOTHHKA JI0 MOCTYIUIEHUS B
JAHHYIO OpraHU3aLHIO, TOATBEPKICHHOM COOTBETCTBYIOIIMMHU JTOKYMEHTAMU;

0) cBeneHust 0 paboTe W HArpaKJEHUU (ITOOILPEHUH),KOTOPbIE BHOCWINUCH B TPYAOBYIO KHUKKY
IO TIOCJIEIHEMY MECTY paboThI.

OOmmit cTaxk pabOTHI 3aMMCHIBAETCA CYMMAapHO, TO €CTh YKa3bIBaeTCs 0011ee KOJIUYECTBO JIET,
MecCSIEB, THEH paboThl 0€3 yTOUYHEHHS OpraHu3alliy, IEpPUoI0B PadOThHI U IOJKHOCTEH paOOTHHKA.

Ecnu nOKyMeHTBI, Ha OCHOBAaHMH KOTOPBIX BHOCHJIMCH 3allICH B TPYAOBYIO KHIDKKY, He
COJIep’KaT MOJHBIX CBEJACHHUM 0 paboTe B MPOILIOM, B TyOIHKAT TPYJOBONH KHUKKU BHOCSATCS TOJIBKO
UMEIOLINECS B TUX JOKYMEHTaX CBEACHHUSL.

33. [Ipu HaMuuK B TPYIOBOM KHMKKE 3amMCcH 00 YBOJBHEHHUH WM TIEPEBOJIC HA IPYTYIO padoTy,
NPU3HAHHOW HEAECHCTBUTEIbHOM, pPAaOOTHUKY IO €ro MHUCbMEHHOMY 3asBJICHUIO BBIACTCS 110
nocjeqHeMy MecCTy paloThl ayOnWKar TpyIOBOM KHIKKHM, B KOTOPBIA MEPEHOCATCS BCe
MIPOM3BE/ICHHbIE B TPYJOBOM KHKXKKE 3allUCH, 3a MHCKIIOYEHUEM 3aluCH, [pPU3HAHHOMN
HEJIECTBUTEILHOM.

TpynoBast kHrxKKa 0()OPMIIIETCS B YCTAHOBJIIEHHOM TIOPSIIKE U BO3BPAIIAETCS €€ BIAACTbILY.

B Takom ke mopsake BblgaeTcss OyOnaMKaT TPYNOBOM KHIKKM, €CIIM TpyAoBas
KHIDKKA(BKJIAJIBII) IPHIILIA B HETOJJHOCTH(00TOpena, mopBaHa, HCravykaHa UT.IL.).

34. Ilpu MaccoBoil yTpare palOoTofaTeseM TPYAOBBIX KHIDKEK pPaOOTHHUKOB B pe3yJibTaTe
Ype3BBIYANHBIX CUTYallMi (SKOJIOTMYECKHE U TEXHOTE€HHBIE KaTacTpo(bl, CTUXUIHBIE OS/ICTBHS, MacCOBBIE
OecriopsIKM W JApyrde M 4Ype3BblUaiiHble OOCTOSTENIbCTBA) TPYIOBOM CTaX 3TUX pPAOOTHUKOB
YCTaHABJIMBAETCS KOMMCCHEH MO YCTAHOBJIEHMIO CTa)a, CO3/1aBa€MOW OpraHaMu HCIOJHUTEIbHOU
BiacTu cyobekToB Poccuiickoit denepanuu. B cocTaB Takoi KOMHCCHH BKIIFOYAIOTCS MIPEACTaBUTETH
paboTtonareneit, podcor30B WIN UHBIX YIOJTHOMOUYEHHBIX PAOOTHUKAMU MPEICTABUTENBHBIX OPTaHOB,
a TaKKe APYTUX 3aMHTEPECOBAHHBIX OPraHU3aLIUH.

Ycranosnenue akra paboThl, cBeeHU 0 mpodeccuu (JOHKHOCTH) U MepHogax padoThl B
JAHHOW OpraHM3ali OCYIIECTBISIETCI KOMHCCHEH Ha OCHOBAaHHWU JOKYMEHTOB, HUMEIOLIUXCA Y
paboTHuKa (cripaBKa, Mpocor03HBIN OMIeT, yueTHasi KapTouKa 4ieHa npodcoro3a, pacueTHasi KHIKKA
UT.IL.), a B Cllyyae MX OTCYTCTBHUS Ha OCHOBAaHMM IOKa3aHUU ABYX U Oosiee CBHUJIETENEH, 3HAIOLIMX
pabOTHHKA [0 COBMECTHOM C HUM JIEATEIbHOCTH B OJTHOM OpraHM3ally WU B OJJHOM CHUCTEME.

Ecnu paGOTHHK 10 MOCTYIUIEHUS B IaHHYIO OPTaHU3aLHUIO yKe paboTall, KOMUCCHUS IPUHUMAET
MepbI K MOTYYEHHUIO IOKYMEHTOB, ITOTBEPKIAIOIINX 3TOT (aKT.

[To pesynpTatam pabOThl KOMHCCHH COCTAaBJISETCS aKT, B KOTOPOM YKa3bIBAIOTCS MEPHOIBI
paboTsl, mpodeccus (I0JDKHOCTD) M MPOAOJKUTETHFHOCTh TPYAOBOTO CTa)Ka paOOTHHKA.

PaGoTonarens Ha OCHOBaHMH aKTa KOMHUCCUH BBIIAET PAOOTHUKY JTyOJIMKAT TPYIOBOM
KHUKKH.

B cnydae ecnu JOKYMEHTBI HE COXPaHWIHNCh, CTaXK pabOThI, B TOM YHCJIE YCTAaHOBJICHHBIM Ha
OCHOBaHUU CBUACTEIHCKUX MOKA3aHHA, MOKET OBITh MOATBEPKICH B CYACOHOM MOPSIJIKE.

IV. Beinaya Tpy10Boi KHHKKH IIPH YBOJIbHEHUH
(mpekpaieHy TPYJA0BOI0 J10Tr0BOPA)

35. Ilpu yBodbHeHMH pabOTHHKA (MPEKpalleHUH TPYIOBOTO JOrOoBOpa) BCE 3allMCH,
BHECEHHBIE B €0 TPY/JIOBYIO KHIDKKY 32 BpeMs paOOThI B JaHHOW OpraHU3aliy, 3aBEPSIOTCS



NOJANMCHIO paboTonaTeNss WM JIMLA, OTBETCTBEHHOTO 3a BEIEHUE TPYIOBBIX KHUXKEK, IEeYaTbio
opraHm3anyu (KaJpoBOW CIyKObI) M TOAMKCHIO CaMOro pabOTHHKA (32 HCKIIOYEHUEM CIIy4acsB,
YKa3aHHBIX B ITyHKTE 36 HacTosmux [Ipasun).

Ecnu TpyoBas KHMKKa 3aIl0JIHAIACh HA FOCYJapCTBEHHOM sA3bIke Poccuiickon denepanuu u
Ha TOCYJAapCTBEHHOM s3BIKE pecryOsMKu B coctaBe Poccuiickoit ®enepamnuu, 3aBepsiorcs 06a
TekcTta. Paboronatens 00s3aH BeIAaTh paOOTHUKY B JACHb YBOJIBHEHUS (MIOCIECAHUN ACHb PabOThI) €ro
TPYAOBYIO KHUKKY C BHECEHHO B HEe 3alUChI0 00 YBOJIbHEHUM.

[Tpu 3axeprkke BblIaud paOOTHUKY TPYAOBOW KHMXKKH IO BHHE paboTomarens, BHECEHUH B
TPYAOBYIO KHIKKY HEIIPABUIILHON WJIM HE COOTBETCTBYIOIIEH (eiepabHOMY 3aKOHY (POPMYJINPOBKH
NPUYMHBI YBOJIBHEHUS pabOTHHKA paboToaTenb 00s3aH BOZMECTUTh paOOTHUKY HE MOJTYYESHHBIH UM
3a BCE BpeMs 3aJIep’KKH 3apalboTok. /lHeM yBobHEHHUS (IIPEKpalleHus] TPYAOBOTO JOrOBOPA)B 3TOM
cllydae CUMTaeTCs JEHb BBIJAYM TPYNOBOM KHIKKM. O HOBOM [HE YBOJBHEHHMS paOOTHHUKA
(mpekpalieHuyd TpyAOBOrO JOrOBOpa) M3JAeTcsl MpHUKa3 (pacmopsikeHue) padoTomarens, a Takke
BHOCHTCSI 3allUCh B TPYAOBYIO KHIKKY. PaHee BHeceHHas 3alluch O JIHE YBOJIBHEHUS IPHU3HACTCS
HEJICMCTBUTEIBHOM B NOPSAJIKE, YCTAHOBIEHHOM HacTosIUMHU [IpaBriiamu.

36. B ciiyuae ecnu B J€Hb YBOJbHEHHUS Pa0OOTHHKA (MPEKpalleHUs TPYAOBOIO JOrOBOPA)
BbI/IaTh TPYJIOBYIO KHI)KKY HEBO3MOXKHO B CBSI3U C OTCYTCTBHEM pa0OTHHKA JMOO €ro OTKa3oM OT
NOJy4YeHUs] TPYAOBOM KHIKKM Ha PyKH, paboTojiaTeNlb HampasiseT paOOTHUKY YBEIOMJICHHE O
HEOOXOJUMOCTH SIBUTHCS 32 TPYAOBOM KHIDKKOW MO0 J1aTh coryiacue Ha OTHpaBJIEHUE €€ IO IOuTe.
[Tepechika TpyIOBOM KHMXKKH IOYTOW MO YKa3aHHOMY paOOTHHMKOM aJIpecy JOIYCKaeTCsl TOJIBKO C
€ro corJyiacusl.

Co 1HS HampaBieHUS YKa3aHHOTO YBEJOMJIEHHMS paboTojaTreiab OCBOOOXKIAeTcsl OT
OTBETCTBEHHOCTH 3a 3a/IEP>KKY Bblauy paOOTHUKY TPYIOBOU KHIKKH.

37. B cmnyuae cMmepTH paOOTHHKAa TpyAoOBas KHW)KKa IIOClie BHECEHHS B Hee
COOTBETCTBYIOILIEH 3alIMCU O MPEKPAIICHUH TPYAOBOIO J0IOBOPA BBIIAETCSA HA PYKH OAHOMY U3 €ro
POJICTBEHHUKOB II0JI PACIIUCKY WJIM BBICBUIAETCS 10 IOYTE MO NMCbMEHHOMY 3asBJICHHUIO OJHOTO W3
POJICTBEHHUKOB.

V. Bkiaaplll B TPYA0BYI0 KHHKKY

38. B cioydae ecnu B TPYIOBOW KHMIKKE 3alOJIHEHBI BCE CTPAHUIIBI OJHOTO U3 pa3fesioB, B
TPYAOBYIO KHIDKKY BIIMBAETCS BKJIAIBIII, KOTOPBIH 0OpMIIIETCS M BeAeTCs padoTomaTesieM B TOM
e TMOPSAKE, YTO U TPYAOBask KHUKKA.

Bxuagpii 6€3 TpyA0BOM KHUKKH HEACHCTBUTEIICH.

39. Ilpu BblgaYe KaXKIOrO0 BKJIAAbIIIA B TPYIOBOW KHUKKE Je€IaeTcs 3amuch ~ Beiman
BKJ'IaI[I)IIH" nu YKa3I)IBa€TC$I CCpI/IH nu HOMep BKJIaJbIIIIA.

VI. Y4er 1 XxpaHeHHe TPYAOBBIX KHHKEK

40. C uenpio yuera TPYIOBBIX KHUXKEK, a TakKe OJAHKOB TPYAOBOW KHUKKHU U BKJIAJbIIIA B
Hee, B OpraHu3aIsax BeAyTCs:

KHUTA y9eTa JBMKSHUS TPYIOBBIX KHIDKEK 1 BKJI/IBIIICH B HHX.

@opMBl YKa3aHHBIX KHHUT YTBEPKIAIOTCS MUHHCTEPCTBOM TpyJa U COIMAIBLHOTO Pa3BUTHUS
Poccuiickoi denepanym.

41. B nmpuxoaHO—pPaCXOAHYIO KHUTY 10 YYeTy OJaHKOB TPYAOBOM KHIDKKU M BKJIAJBIINIA B HEE,
KOTOpasi BEIETCsl OyXrajTepuell OpraHu3alliy, BHOCATCS CBEICHUS 000 BCEX OIEpAlUsX, CBSI3aHHBIX C
MOJTYYCHUEM W PacXoJI0OBaHHEM OJIAHKOB TPYJOBOW KHWKKH W BKJIAJBIINIA B HEE, C YKa3aHUEM CEpUU H
HOMEpa KaKI0ro OJiaHKa.

B kHuTe yueTa qBUWKEHUS TPYJIOBBIX KHUKEK U BKIIQJIBIIICH B HUX, KOTOPask BEACTCS KaJAPOBOI
cinyx00il WM JApyruM TOJpa3AelieHueM OpraHu3anuu, O(QOpPMISIONIMM TPHEM U YBOJIbHEHHE
PaOOTHUKOB, PETHCTPUPYIOTCS BCE TPY/IOBbIC KHIKKH, TIPUHSTHIE OT pAOOTHUKOB



IIPU MOCTYIUIEHUH Ha paboTy, a TaKkKe TPYIOBble KHUKKHU U BKJIAJBIIN B HUX C YKa3aHUEM CEpUU U
HOMEpa, BblIaHHbIE pA0OTHUKAM BHOBb.

[Ipu momyveHUn TPyIOBOM KHMKKH B CBSI3U C YBOJIBHEHHEM PA0OTHUK PACHMCBHIBACTCS B JIMUHON
KapTOYKe M B KHUTE y4eTa JBIKCHUS TPYAOBBIX KHIDKEK M BKJI/IBIILICH B HUX.

[TprxoqHO—pacxoaHas KHUra 1o y4yeTy OJIAaHKOB TPYAOBOW KHIDKKM M BKJIQIbILIA B HEE W KHHUTra
ydeTa JBW)KEHUS TPYJIOBBIX KHW)KEK M BKJIAJBIIIEH B HUX MJOJDKHBI OBITh MPOHYMEPOBAHHI,
IIPOLIHYPOBAHBI, 3aBEPEHBI MOJIMCBHI0 JUPEKTOpPA KOJUIEAXKA, & TAKKE CKPEIUICHBI I1€4aThi0 WU
OIIOMOMPOBAHBI.

42. bnaHku TPyJOBON KHM)KKM U BKJIAJbIIIA B HEE XPAHATCSA B OPraHU3allUU KakK JOKYMEHTBI
CTPOTrOM OTYETHOCTH M BBLAAIOTCS JIMIYy, OTBETCTBEHHOMY 3a BEICHHE TPYAOBBIX KHHKEK, IIO €ro
3asgBKe. VcnopueHHble NpU 3allOJHEHUU OJIAaHKU TPYJIOBOM KHM)KKM M BKJIAJbIIa B Hee MOUISKAT
YHAYTOKEHUIO COCTABIICHUEM COOTBETCTBYIOLIETO AKTA.

43. TpynoBble KHWKKH M JTyONHMKaTbl TPYIOBBIX KHIDKEK, HETIOJTyYCHHBIE PAOOTHHKAMH IIPH
YBOJIBHEHUHU JTMOO B cly4yae CMepTH pabOTHUKA €ro OMKalIlMMHU pOJCTBEHHMKAMHU, XPaHITCSA B
teyeHue 2 neT B OY OTAENbHO OT OCTAJIbHBIX TPYAOBBIX KHMKEK. [0 McTeueHnHn yka3aHHOIO Cpoka
HEBOCTpEOOBAaHHbBIE TPY/JOBbIE KHIKKHM XPAHATCS B apXHBE OpraHu3anuu B TeyeHue S50 yier, a 3arteM
TOJUIEKAT YHUUTO)KEHUIO B YCTAHOBJICHHOM TOPSIZIKE.

44. Pabotonarenb 00s3aH NOCTOSIHHO MUMETh B HAJMYUU HEOOXOJUMOE KOJUYECTBO OJIAHKOB
TPYXOBOM KHIKKH Y BKJI/IBILLICH B HEE.

VII. OTBeTCTBEHHOCTH 32 CO0JII0/IeHHe MOPSIAKA BeJleHHs] TPYA0BbIX KHUAKEK

45. OTBETCTBEHHOCTh 33 OPraHMU3ALMIO0 PadOTHI MO BEACHUIO, XPAHEHUIO, YYETy U BblIaye
TPYJIOBBIX KHIDKEK M BKJIAJIBIIIICH B HUX BO3JIAracTCsl Ha paboTOaTesL.

OTBETCTBEHHOCTD 3a BEJCHUE, XPAaHEHUE, YUET M BbIIa4y TPYAOBBIX KHI)KEK HECET CIECIHATBHO
YIIOJTHOMOYEHHOE JINII0, Ha3HaYaeMoe MPHKa30M (pacHopsKeHneM) paboTonaTers.

3a HapyllIeHUEe YCTAaHOBJICHHOT'O HACTOSIMMU [IpaBunamu nopsaka BeeHHs, y4eTa, XpaHeHUs U

BbIIAYM TPYIOBBIX KHUKEK JOJDKHOCTHBIE JIMI[A HECYT OTBETCTBEHHOCTb, YCTAaHOBIICHHYIO
3aKoHOJATENbLCTBOM Poccuiickoi denepariuu.

VIII. U3roroBieHne 0;J1aHKOB TPYAOBOH KHMAKKH U o0ecrieueHre MU padoroaartesnei

46. N3roroBneHue OJIAHKOB TPYJOBOM KHIKKM M BKJIAJblIa B Hee U OOeCHEeYeHHE HMHU
paboTonaTenell Ha MJIATHOH OCHOBE OCYLIECTBIIIOTCS B MOPSAAKE, YTBEPKICHHOM MMHUCTEPCTBOM
¢unanco Poccuiickoit @eneparmu.
branku Tpy10BOI KHIKKY 1 BKJIa/IbIIIA B HEE MIMEIOT COOTBETCTBYIOIIYIO CTETIEHb 3aILIUTHI.

47. Tlpu BeIZaue pabOTHUKY TPYAOBOW KHIKKM MIIM BKJIQ/IbIINIA B HEE paboTOAaTeNb B3UMAET
C Hero IJaTy, pa3Mep KOTOpOH ONpeeNsercs pa3MepoM pacxolOB Ha HX MpUOOpeTeHue, 3a
WCKITFOUEHUEM CITy4aeB, IPeTyCMOTPEHHbIX MyHkTaMu 34 n48nactosumuxI paBu.

48. B cnyuyae HempaBUIILHOTO MEPBUYHOTO 3AMOJHEHUS TPYIOBOM KHIKKHM WM BKJIAJIBIIIA B

Hee, a TaKKe B CTydae UX MOpYM He M0 BUHE paOOTHMKA CTOMMOCThH UCIIOPYEHHOTO OJIAaHKA OIIauMBaCTCs
paboTtonaresnem.
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