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1. O6uue moJioxkeHns
JlanHOoe monmOXKeHHe pa3paboTaHO B COOTBETCTBMHM ¢ 3akonom Pd «O06
o0pazoBaHun», YHUDUIHPOBAaHHBEIMU CUCTEeMaMH OpraHU3aIMOHHO-
PaCIOpA/IUTENIEHEIX TOKYMEHTOB Ha OCHOBaHWM TpeOoBaHuil muchMa MuHOOpa3oBaHus
Poccuu ot 17.04.2002r. Ne03-21 un. 26-03.
llonoxenne  permameHTHpyeT — opraHmsamuioo = u NOPAJOK  KaJpOBOTO
ACIIOTIPOU3BOJICTBA B 00PA30BaTEILHOM YUPEXKICHHH.

DyHKIHH KAJIPOBOro 1eJI0ONPOH3BOACTEA
JoKyMeHTHPOBaHHE TPYIOBBIX OTHOLLIEHMUIL;
O6paboTka 1 IepeMelleH e JOKYMEHTOR;
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KOHTpOJIB HCIIOJIHEHHA JOKYMEHTOB.

o

TpeGosanus k opopmilennIo JOKYMeHTOB KaJApoBOTro JeJIONPOU3BOACTBA
(/in4aHOe 1es10 paGoTHHKA)

Onuck JOKYMEHTOB JIMYHOTO JeNa;

JIM4HBLA THCTOK 110 y4eTy KapoB;

JInuHas xkapTouka paborHuka (popma T-2);

ABroburorpacdus;

Kormuu mokymenToB 06 06pazopanum;

3asiBiienue o npuemMe Ha pabory;

Tpynogoii norosop;

Beirneku u3 npukasos o npueme, nepesojie, YBOJIbHCHHH;

Komus nokymenra, ynocrosepstomiero tuaHocts (macnopr);

Komust cBunerenscTBa 0 ocTaHoBKe Ha y4eT B HATOrOBOM oprade (MHH);
Kommst cTpaxoBoro cBiaeTebeTBa rocy 1apeTBEHHOTO TEHCHOHHOLO
CTpPaxOBaHUs;
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Konuu 1oKyMeHTOB 0 MOBEIIIEHUH KBanuUKaIHUH;
ATTeCTallMOHHBIN JIUCT;

Korus npukasa 06 arrecramnuu;
Komnuu narpagneix 1okyMeHTOB.
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CrpaBku ¢ Mecrta JKHTEJIBCTBA, MeIULUHCKHE COPaBKH M IPyrHe HOKYMEHTBL
BTOPOCTEIICHHOTO 3Ha49€HUs I'PYIIHUPYIOTCS OTAENBHO OT JIMYHBIX Jell. B mpomecce
TPYNOBOH JESTENBHOCTH JIMYHOE A0 MEPHOIWYECKH MOMOJIHICTCS (manpumep,
CBUJIETE/ILCTBO O 3aKimkoueHuy Opaka u T.1.). IlocTymaromiuii Ha paboTy NPHHOCHT
¢ororpaduio (pazmepom 3x4 cm), KOTOPYHO TMPHUKJIEUBAIOT HA JUYHBIH JTUCTOK IO
Y4eTy KalpOB, KOTOPBIH 3aI0HAETCS COOCTBEHHOPYYHO.

4. BeaeHHe TPYI0BBIX KHHKEK

1. Odopmnenne TpynoBOH KHIKKH pabOTHUKY, MPUHATOMY Ha paboTy BIIEpBEIe,
OCYILECTBIIACTCS paboToAaTeneM B NMPUCYTCTBUM PabOTHUKA HE MO3MHEE HEeIBHOIO
CpOKa CO [IHsl mpHeMa Ha padoTy.

2. B TpynoByro KHWKKY 1pH ee O(OPMICHUM BHOCSTCS CICAYIOIINe CBeJeHHUI O
paboTHuKe:

a) QaMUIIKks, UMs, OTYECTBO, [1aTa POXICHHUS (4mcro, MecsI, rof) - Ha OCHOBAHMU
[1aCIIOpTa WITH HHOIO JOKYMEHTA, YI0CTOBEPSIONIETO IHYHOCTD,

0) obpasoBanue, mpodeccHs, CIENUANILHOCTD - HA OCHOBAHMI JOKYMEHTOB 00
00pa3soBaHky, O KBATH(DUKAIMY WIN HATUYHA CIICLHANBHBIX 3HALKN (Impu mocTyIIEHHN
Ha paboTy, TPeOYIOIYIO CIeNMaNbHBIX 3HAHMI WITH ClIelHabHO IIOATOTOBKH).

3. Bcee zammcn o BeInosHseMoit pabore, [IEPEBOMIE HA JIPYTYHO [IOCTOSIHHYIO paboTy,

KBaTH(DUKALMK, YBOJBHEHWH, a Takke o HarpaxXIeHHH, MPOM3BEILEHHOM
paboTtoznarenieM, BHOCATCS B TPYIOBYIO KHWKKY Ha OCHOBaHHMHM COOTBETCTBYIOIIETO
MpuKa3a (pacmopsukeHust) paboTojaTelss He MO3AHEE HeXeNbHOro CpPOKa, a TIpH
YBOJIbHEHHH - B I€Hb YBOJBHEHUS M JOJKHBI TOUHO COOTBETCTROBATE TEKCTY MpHKa3za
(pacriopsukeHus).

4. Bee 3anmcy B TpyOBOM KHIKKE [IPOM3BOASTCS 6e3 KaKuX-mu6o COKpaIllEHUH 1
MMEIOT B [IpeJieiaX COOTBETCTBYIOMIETO pas/iesa CBOil OpsAKOBEIH HOME.

5. C KaxnoH BHOCHMOIi B TpyIOBYIO KHIDKKY 3allACBIO O BBINOJIHSIEMO# pabore,
TICPEBOME Ha JApYTyI0 TOCTOAHHYIO paboTy M yBOJNbHEHWM paboTogaTelb obs3an
OSHAKOMHUTE €€ Bralenblia IMOA PACIUCKY B €ro JHMYHOH KapTOuKe, B KOTOpO#
IOBTOPSIETCS 3aIMCh, BHECCHHAS B TPYIOBYIO KHUIKKY.

QopMa JIMYHON  KApTOUKM yTRepkaercs I OCYINapCTBEHHBIM  KOMHTETOM
Poccuiickoii Denepalny 110 CTaTHCTHKE.

6. TpynoBas KHUXKa 3aITONHSETCS B NopsaKe, yTBepiklaeMoM MUHHCTepCTBOM
TPyAa 1 conuanpHOro passutus Poccuiickoit Menepanmu.

7. 3amyicu B TPYNOBYIO KHUXKKY O IPHUMHAX TpeKpalleHts: TPYLOBOrO JOTr0BOpa
BHOCHTCH B TOYHOM COOTBETCTBHM C opMynupoBkamu TpymoBoro komekca
Poccuiicko#t ®enepanuu winu nHoro (GenepanpHOro 3aKoHa.

8. llpu mpekpaieHny TpymoBoro AOTOBOPA MO OCHOBAaHHUAM, MPELYCMOTPEHHBIM
cratbed 77 TpynoBoro komexca Poccuiickoi Denepaii (3a UCKIIOYEHUEM CITy4aes
PacTOPXEHHA  TPYNOBOTO ~ OTOBOpa 10 HHHUMATHBe paboTomaTeis U 1o
OOCTOATENIBCTBAM, HE 3aBUCSIINHM OT BOJIM CTOpOH (myHKTBI 4 1 10 3ToM cTaTem)), B




TPYHOBYIO KHHKKY BHOCHTCS 3allMCh OO YBONBHEHMH (IIPEKpAIeHWU TPYLOBOIO
JI0TOBOPA) CO CCHIIKOH Ha COOTBETCTBYIOIIUH ITyHKT YKa3aHHOMH CTaThH.

9. Ilpu pacTOpKeHHH TPYHOBOrO IOrOBOpa MO HHMIMATHBE paboTONaTENs B
TPYNOBYIO KHWIKKY BHOCHTCS 3amuch 00 yBONBHEHHH (MIPEKPAIIEHHUH TPYIOBOTO
JOTOBOpA) CO CCHUIKOH Ha COOTBETCTBYIOLMIMH IYHKT CTAaThH 81 Tpynosoro xonmekca
Poccuiickoit ®eneparun.

10. IIpu nmpexpalieHHn TpyI0BOTO A0roBOpa MO OGCTOATEIBCTBAM, HEe 3aBHCSIIIAM
OT BOJIM CTOPOH, B TPYIOBYIO KHH)KKY BHOCHUTCS 3alich 00 OCHOBaHMAX NpEKpalleHus
TPYZOBOT'O JOTOBOPA CO CCBUIKOW Ha COOTBETCTBYIOIIMH IyHKT cTathi 83 TpynoBoro
Konekca Poccuiickoit ®@eneparmn.

11. Ilpu npekpameHwsr TPYHOBOro IOrOBOpa IO JPYIrMM  OCHOBAHHSM,
MpefyCMOTPEHHBIM  TpynoBeiM KonexkcoM Poccuiickoit @emepallud MK HHBIMU
(benepaNbHBEIMU 3aKOHAMH, B TPYIOBYIO KHWXKKY BHOCHTCS 3alMCh 00 YBONBHEHHU
(LpeKpalenny TpyIOBOrO I0T0BOPa) CO CCBLTKOM Ha COOTBETCTBYIOIIHME CTAThIO, ITYHKT
Tpynosoro konexca Poccuiickoit Dejiepaluy HITH HHOTO (enepalibHOTO 3aKOHa.

12. Tlpu npexpamesus TpyZOBOrO OTOBOPAa C pPaBGOTHHKOM, OCY3K/IEHHBIM B
COOTBETCTBMM C IPHIOBOPOM Cyla K JIMIIEHHIO NpaBa 3aHHMATL OINpPEAe/ICHHBIE
AOJDKHOCTH HJIH 3aHUMATHCS OINPENEJIEHHOH MHeATENbHOCTBIO W HE OTOBIBLIMM
Haka3aHhe, B TPyAOBYIO KHMXKY BHOCHTCS 3allMCh O TOM, Ha KaKOM OCHOBaHHH, Ha
KaKOH CPOK M KaKylo JOKHOCTH OH JIWIIEH MpPaBa 3aHUMATH (KAKOH IeSTeNbHOCTHIO
JIMILEH MpaBa 3aHUMaThCH ).

13. Ceenenust 0 paboTe 10 COBMECTUTENLCTBY (06 YBONBHEHUHU C HTORH paloThl) 1O
KENIAHMIO pabOTHHKA BHOCATCS II0 MECTY OCHOBHOH paGOThI B TPYIOBYIO KHMXKKY Ha
OCHOBaHHU IOKYMEHTA, NOATBEPIKAAIOIIETO PAabOTy MO COBMECTHTENLCTBY.

14. B TpyIoByro KHWKKY MO MecTy paGOThl Takie BHOCHTCS C yKazaHueM
COOTBETCTBYIOIIMX JOKYMEHTOB 3aITHCh:

a) 0 BPEMEHU BOEHHOH CIyXObl B COOTBETCTBUM C DeniepanbHeiM 3aK0HOM "O
BOMHCKOH O0SI3aHHOCTH M BOGHHOH Cilyx0e”, a TaKkKe 0 BpeMeHu CIIykOBI B OpraHax
BHYTPEHHMX NI€], OpraHax HajoroBOH IOJMIUH, OPraHaX II0 KOHTPOJIO 32 00O0pOTOM
HAPKOTUYECKUX CPEICTB U NICUXOTPOIIHEIX BEIIECTB U TAMOKEHHBIX OpPraHax;

(B pen. IlocranoBnenwus [IpaButenscra PO or 06.02.2004 N S 1)

0) o Bpemenu obydeHHUs Ha Kypcax W B IIKOJIAX IO MOBbIIICHHO KBaJIMUKAINY,
10 MepeKBATM(HUKALMHY U TTOATOTOBKE KaJpOB.

15. CootBeTcTBylOIIIE 3amucH, BHECCHHBIE B TPYHOBYIO KHWKKY JIHII,
OCBOOOXKAEHHBIX OT PabOTHI (HOIKHOCTH) B CBSI3H ¢ HE3AKOHHBIM OCYXJeHHeM JH0o
OTCTPaHCHHBIX OT JOJ/DKHOCTH B CBS3M C HE3AKOHHBIM IPHUBICYEHHEM K YTOJOBHOWN
OTBETCTBEHHOCTH, YCTAHOBIEHHBIMU COOTBETCTBEHHO OIPABIATENBHBIM MPUTOBOPOM
MO0 MOCTaHOBNIEHHEM (ONpEJIENEHUEM) O IpeKpalieHuy YrOJIOBHOTO jejla 3a
OTCYTCTBHEM COOBITHSl NPECTYIUICHMS, 3a OTCYICTBMEM B JIGSHHH COCTaBa
IIPECTYIUICHUA UM 33 HENOKa3aHHOCTBIO MX YYacTHsl B COBEpIIEHWH MpeCTYILIeHHUS,
NPU3HAIOTCS  HENEHCTBUTENbHbIMU. PaboTomatens 1o mNHCEMEHHOMY  3asBIEHHIO
pabOTHHKA BbIAAET eMy NYOJIMKAT TpPYAOBOH KHHIKKM 6e3 3alUCH, TPU3HAHHON




HEeJIEHCTBUTENLHON. JlyOmuKaT TpyAOBOM KHWKKH BBIIAETCS YKA3aHHBIM JIHIAM B
TOPSAIKE, YCTAHOBJIEHHOM HacToAMMH [ IpaBuiiamu.

B TpymoBele KHMKKM JIML[, OTOBIBIINX HCIPaBUTEIbHEIE PA0OTEl 0e3 JIHINEHHS
CBOOO/IBI, BHOCUTCS 110 MECTy pabOThl 3alKCh O TOM, YTO BPEMS paGOThl B 3TOT MEPUOJ
HE 3aCUUTBIBAETCS B HENPEPBIBHBIA TPYJIOBOM cTax. YKazaHHas 3alUCh BHOCHUTCS B
TPYAOBBIE KHHYKKH I10 OKOHYAHHUU (aKTUUECKOr0 CPOKa OTOBITUS HAKA3aHHS, KOTOPLIHA
YCTaHaBJIMBACTCA IO CIIPaBKaM OpraHOB BHYTPEHHHX Jell.

[Ipy yBONBHEHHMHM OCYXIEHHOTO C pabOTBl B YCTAHOBJIEHHOM TOpSKE H
NOCTYIUVICHUA €Tr0 Ha HOBOE MECTO paboOThl COOTBETCTBYIOIIME 3aIMHUCH BHOCATCS B
TPYAOBYIO KHMXKKY B TOW OpraHM3allliy, B KOTOPYIO OH ObUI IPUHST WX HAITPABJIEH.

16. Ilpu BOCCTaHOBNEHMH B YCTAHOBJICHHOM MOPSKE HENPEPHIBHOIO TPYAOBOIO
CTaka B TPYAOBYIO KHHKKY DaOOTHHMKAa BHOCHUTCH IO IIOCJEIHEMY MecTy pabOoTEI
3aliCk O BOCCTAHOBJICHMHM HEMPEPLIBHONO TPYIOBOIO CTa)ka C yKazaHHEM
COOTBETCTBYIOLLET0 JOKYMEHTA.

17. B TpylnOByr0 KHMXKKY BHOCSTCA CIEIYIOLIME CBEJIEHHS O HarpakKaeHUH
(MOOILPEHNH) 3a TPYAOBBIE 3ACTYIH:

a) O HarpaXIE€HWM IOCYJApCTBEHHBIMH HAarpajlaMi, B TOM YHCJIE O IMPUCBOSHHH
rOCy1apCTBEHHBIX IIOYETHBIX 3BAHUH, HA OCHOBAHMU COOTBETCTBYIOUIHUX YKA30B M UHBIX
peLIeHU; '

0) 0 HarpaxJIeHUH ITOYETHBIMH PaMOTAaMH, PUCBOCHHU 3BaHMIl M HArPaXKICHHHU
Harpy/HeIMH ~ 3HaKaMH,  3Ha4dKaMH, JMIUIOMaMM, IOYeTHBIMH  IpaMOTaMH,
IPOM3BOAMMOM OPTraHU3aLUIMU;

B) O JOPYrMX BHIAX I[OOLIPEHHs, NPeLYyCMOTPEHHEIX 3aKOHOJATEIECTBOM
Poccuiickoii @enepallid, a TakKe KOJUIEKTHBHBIMH JOrOBOPAMH, IIPAaBHIaMH
BHYTPEHHEI'0 TPYJIOBOTO paclops/ika OpraHW3alMH, YCTaBaMH U IIOJOKEHHUSIMHU O
JVCLHAIINHE.

18. 3amucn o npemusx, MPeIyCMOTPEHHBIX CHCTEMOW OIIATHl TPYAa MWIH
BBIIVIAYMBAEMBIX Ha PEryJ/IIpHOM OCHOBE, B TPYAOBbIE KHMKKH HE BHOCSITCS.

S. BHecenue usmenenuii u HCNpaBJIeHH Il B TPYAOBYI0 KHUKKY. yOsnKkat
TPYAOBOM KHHKKH
l. I3menenue 3amuced o GamMuiiim, UMEHU, OTYECTBE U JaTe POKASHHUS, a TAKKE

00 obOpasoBaHuM, mNpoeccMd H  ClHelHalbHOCTH pabOTHUKA  [IPOM3BOMHTCS
paborojareseM 1O mocieJHEMY MecTy pabOThl Ha OCHOBAaHMM IIACTIOPTa,
CBUIETENBCTBA O POXKAEHHUH, 0 OpaKe, O pacTOPXKEHUH Opaka, 00 M3MeHEHUH (haMHUITHH,
HUMEHH, OTYECTBA U APYTUX JOKYMEHTOB.

2. B ciiyuae BBIABIEHHs HENPABUIBLHON HITM HETOYHOM 3aNTUCH B TPYAOBOH KHIKKE
UCIpaBJIeHHE €€ MPOM3BOAMTCA MO MecTy paboTel, Tae ObBUIa BHECEHa
COOTBETCTBYIOIIAsl 3allKCh, MO0 paboTofareneM IO HOBOMY MecTy paGoThl Ha
OCHOBaHHM OGHIHMATBHOIO JOKYMeHTa paboTojarensi, MAONMYCTHBLIEIO OLIMOKY.
Paboroyiaren 006s3aH B 3TOM ClIydae oKasarh paGOTHMKY TNPH €ro OOpaIleHHH
HEO00XOIUMYIO IIOMOIIIb.



3. Ecnu opranusauus, KOTopas IpoM3Belia HEPaBHIbHYIO MM HETOUHYIO 3alliCh,
peopraHn3oBaHa, MCIpaBIeHHE MPOM3BOAUTCA €€ TNpPaBONPEeMHHKOM, & B cCilydae
JTUKBUJALME OPTaHU3AlMK - paboTofaTe IeM IO HOBOMY MECTY paboThl Ha OCHOBAHUH
COOTBETCTBYIOLIETO JOKYMEHTA.

4. McnipaBiieHHbIE CBe/IeHHs JI0/DKHBI TIOJIHOCTBIO COOTBETCTBOBATh HOKYMEHTY, Ha
OCHOBAHUM KOTOPOro OHU ObUIM MCHpaBieHbl. B ciydae yTpaTel Takoro JoKyMeHTa
JMO0 HECOOTBETCTBUSA €ro (akTHYeCKM BHITIONHSABIICHCS paboTe UCITpaBIIeHUE
CBEJICHHH O paboTe NPOU3BOAMTCS HA OCHOBAHMM  JPYIHX ZIOKYMEHTOB,
TIONTBEPXKAAIOIINX BBINOJHEHUE PabOT, HE YKa3aHHBIX B TPYA0BOM KHIDKKE.

CBHIeTeNbCKYE TTOKa3aHUsI HE MOTYT CIYKHTh OCHOBAHMEM IS UCITpaBICHHUS
BHECCHHBIX PaHEE 3alUCeH, 32 NCKIIOYEHUEM 3aMKCel, B OTHOIIEHUH KOTOPBIX UMECTCSI
CyAeOHOe pelleHHe, a TaKKe CIy4aeB, MpelyCMOTPEHHBIX IIYHKTOM 34 HACTOSIIHX
[IpaBu.

5. B paszenax TpynoBOi KHMKKH, COAEPKALIMX CBeAEHHS 0 paboTe Wiy cBeIeHH s
0 HarpXACHWH, 3349CpPKMBAaHUC HETOYHBIX WIM HEOPAaBWILHBIX 3aIUceld He
JIOILyCKaeTCs.

V3MeHeHue 3ammceil IPOU3BOAMTCS TTyTeM [PU3HAHMUS UX HeleHCTBHTENbHBIMI U
BHECEHUS NIPABUIIBHBIX 3alUCE.

B TakoM ke mOpsKe IpPOM3BOAUTCS HW3MeHeHHe 3allhcH 00 YBOJIbHEHHUH
paboTHuKa (HepeBome Ha JApyryo NOCTOSIHHYI0 paboTy) B chay4yae NpH3HAHUS
YBOJIbHEHWSI (II€peB0/ia) HE3aKOHHBIM.

6. Jlnuo, yTpatuBIlee TPYIOBYIO KHHKKY, 06S3aHO HEMEIIEHHO 3asBHTL 06 5TOM
paboTonareno Mo TociaeaHeMy MecTy paGoTbL PaGoTomaTensb BbimaeT pabOTHUKY
nyOnuKar TpynOBOM KHWKKH He mnosaHee 15 fHell co aHA mojaum paboTHUKOM
3asIBJICHUS.

7. llpu odopmienun xyGmukata TpPYJOBOH KHHMKKH, OCYILIECTBJIIEMOM B
COOTBETCTBUH C HAcTOALMUMHU [IpaBuinamu, B HEro BHOCSTCS:

a) cBelleHHa 00 oOMmeM ¥ (WIM) HENPEPBIBHOM CTake paboTel paboTHHKA 10
MOCTYNICHNA B @HHYIO OPTraHU3alliiO, MOATBEPICHHOM COOTBETCTBYIOLIHNMH
JOKYMEHTaMH;

0) cBeleHHMs O paboTe M Harpa)KIeHHH (IOOILIPEHMH), KOTOPLIE BHOCHJIHCH B
TPYIOBYIO KHHXXKY [0 ITOCJIEAHEMY MeCTy paboThl.

OOmmii cTaxx paGoTel 3amMchIBaeTCS CYMMapHO, TO €CTh YKasblBaeTcsi obliee
KOJIMICCTBO JIeT, MECSIEB, NHEH paboThl 0€3 yTOYHEHUsS OpraHM3aluM, MEePHOMOB
paboTel U NOHKHOCTEN pabOTHHKA.

Ecii 1OKyMeHTBI, Ha OCHOBAaHHMH KOTOPBIX BHOCHMIMCH 3AIHCH B TPYAOBYIO
KHIDKKY, HE CONCPHKAT IIONHBIX CBENCHUN O paboTe B IIPOLLIOM, B IyOINHMKAT TPYIOBOM
KHMKKH BHOCSITCS TOJTBKO MMEIOIIMECS B 3TUX JOKYMEHTAX CBEIEHHS.

8. Ilpu Hanmuuuu B TpydOBOH KHUXKKE 3amucd o YBOJIBHEHHM WIIM TIEpEBOJE Ha
ApYTyto paboTy, NMpU3HAHHOW HenelCTBUTENBHOMN, pabOTHUKY 110 €ro MUCEMEHHOMY
SAIBJICHUIO BBINACTCS MO MOCNIEAHEMY MECTy paboThl OyGIMKAT TPYAOBOH KHIKKH, B



KOTOPBIM IEPEHOCATCS BCE IPOM3BEACHHBIE B TPYHOBOM KHMKKE 3amuch, 3a
HACKJIOYEHHUEM 3aITHCH, [IPU3HAHHOW HeleHCTBUTENRHOM.

Tpynosas kHWKKa OGOPMIIIETCS B yCTAHOBIEHHOM IOPSJAKE M BO3BDAIIAETCS ee
BIIAJIETIBITY.

B TakoM e TOpsKe BhITaeTcs MyONUKAT TPYHOBOW KHUMKKH, €ClIM TpYHOBas
KHIKKa (BKJIAZBII) TIPUILJIA B HETOIHOCTE (06Toperna, opBaHa, IcravykaHa | T.1.).

9. llpm MaccoBod yrtpate paboTomaTelleM TPYIOBBIX KHWKEK pPaGOTHHKOB B
pe3ysibTaTe YpE3BRIYAMHBIX CHUTYallMi (3KOJOTMYECKHE M TEXHOTEHHBIE KaTacTPO(dBI,
CTUXWHHBIE ~ OCACTBHMS, MAacCOBBIE OCCHOPSIAKM M  OPYTHE  upe3BbIYAlHbBIE
0OCTOATENBCTBA) TPYAOBOM CTaX 3THX PAOOTHHKOB YCTAHABIMBAETCS KOMHCCHEH IO
YCTAHOBJICHHIO CTakKa, CO3/aBa€MOM OpraHaMu MCIIONHHUTENIBHOM BIACTH CyOLEKTOB
Poccuiickori ®eneparu. B cocTtaB Takoi KOMHCCHHM BKIHOYAIOTCA IIpeICTaBUTENN
pabotomarenedf, mpodCOIO30B  WIM  HHBIX  YHOJHOMOYEHHBIX pabOTHUKAMU
IIpe/ICTaBUTETBHBIX OPTaHOB, & TAKIKE IPYTUX 3aMHTEPECOBAHHBIX OpraHU3aLUii.

YcraHosnenue dakTa paGoThl, CBEeIEHHH O poheccrHu (IOJDKHOCTH) W TepHOogax
pabOTEl B JaHHOH OpraHW3alMK OCYIIECTBISIETCS KOMMCCHEH Ha OCHOBAHUH
JIOKyMCHTOB, WMCIOIMXCS y pabOTHHUKA (CrpaBKa, MPO(COK3HBbIA OHNeT, yueTHas
KapTouKa 4IeHa NpoQCcor3a, pacueTHas KHIDKKA | T.I1.), & B Cy4ae X OTCYTCTBUA - Ha
OCHOBAHWH IIOKa3aHUH IBYX W OoJjiee CBUAeTelIel, 3HAIMX PaOOTHHKA TI0 COBMECTHOI
C HUM JIE€ATEIBHOCTH B OJHOH OpraHu3aliy Wil B OTHOM cUcTeMe.

Ecnu paboTHUK 0 NOCTYINEHNs B JaHHYIO OpraHU3aIiIo YIKe paboTail, KOMHCCHA
PUHUMACT MEPBI K MOJyYEHHUIO IOKYMEHTOB, TIOATBEPKIAIONIMX ITOT (aKT.

Ilo pesynbraTaM paGoThl KOMHCCHM COCTABISETCS aKT, B KOTOPOM YyKa3bIBAIOTCS

EPUOJIbI PAOOTBI, MPO(eCccHs (JOMKHOCTE) U POJOIKMTENEHOCTD TPYLOBOTO CTAXKA
paOoTHHKA.

PaboTolatens Ha OCHOBaHWM aKTa KOMHCCHH BbIJdeT paboTHUKY IyOJiHKaT
TPYAOBOM KHUXKKH.

B cimydac ecnu JIOKYMEHTBI He COXPaHMIHCH, CT@X paGOTh, B TOM HHCIIE
YCTaHOBIICHHBIH Ha OCHOBAHUM CBUJETENBCKHX MOKA3aHUN, MOKET GBITh MOATBEDKICH
B CyZicOHOM TOpSIZIKE.

6. Beigaua TpynoBoOil KHHKKH MpH YBOJIbHEHHH (MpeKpalleHHH TPYAOBOIro
JA0roBOpa)

1. Ilpu yBosnbHEHMH paboTHHKA (peKpalleHu TPYAOBOTI'O JIOr0BOpa) BCE 3AIHCH,
BHCCCHHBIC B €ro TpYHNOBYIO KHHM)XKKY 3a BpeMs paboThl B JaHHOW OpraHU3aldH,
3aBEPAIOTCSA  TOJNUCBIO paboTojaTeNs WM JIMIA, OTBETCTBEHHOTO 3a BEICHIHE
TPYIOBBIX KHIKEK, MEYaThl0 OpPraHu3aluy (KaJpOBOH CiTy:KOBI) M MOAIHMCHI) CAMOTO
pabOTHHMKA (32 HCKIIIOYEHHEM CITydaeB, YKa3aHHbIX B MyHKTe 36 HacTosAmmx [Tpasun).

Ecrmn Tpynosasi KHIKKa 3aIOJHSIACH HAa TOCYAApCTBEHHOM s3bike Poccuiickoit
DeJiepallil M Ha TOCYIApPCTBEHHOM SI3BIKE pecnybiukd B coctaBe Poccuiickoii
Deniepaniun, 3aBepAIOTCS 0062 TEKCTA.



Paboronarens 00s3aH BBIAATH Pa0OTHHUKY B JEHb YBOJIBHEHMS (IIOCJIEIHUH JIEHb
paboTHI) €ro TPYIOBYIO KHHIKKY C BHECEHHOM B Hee 3alHChi0 00 YBOJBHEHUH.

Ilpu 3anmepkke BblIauu pabOTHHKY TPYHOOBOM KHIDKKU MO BHHE paboTomaTens,
BHECEHMM B TPYIOBYIO KHWXKKY HENpPaBWIBHOM MM HE COOTBETCTBYIOLUEH
denepanbHOMY  3aKOHY  (OPMYJHMPOBKHM  NPHYMHBI  YBOJBHEHUS  paboOTHUKA
paboromarens 00s3aH BO3MECTHUTH PAOOTHHUKY He TIONYYeHHBIH WM 33 BCE BpeMs
3aJIepKKU 3apaboTok. J{HeM yBOJIbHEHMs (IIpeKpalleHus] TPYIOBOI0o JI0T0BOpa) B 3TOM
Clly4ae CYHMTAaeTcs JACHb BBINAYM TPYAOBOH KHUXKKH. O HOBOM [HE YBOJIbHEHHS
paboTHUKa (IDpeKpallleHHd TPYAOBOTO JOTOBOpa) H3TaeTcsl MpHKa3 (pacropspkeHue)
paborozmarens, a Tak)Ke BHOCHTCS 3allUCh B TPYJIOBYIO KHIDKKY. PaHee BHeceHHas
3allUCh O JHE YBOJIBHEHUS MPU3HACTCA HEJeUCTBUTENRHOM B MOPSAKE, YCTAHOBJIEHHOM
Hacrosmmmu [IpaBunamu.

2. B ciny4ae ecau B IeHb yBOJIbHEHHs pabOTHHKA (IPEKPAIleHHs TPYIOBOrO
J0T0BOPA) BBIAATH TPYMOBYIO KHMIKKY HEBO3MOKHO B CBSI3U C OTCYTCTBHEM pabOTHHKA
A100 €ro OTKa3oM OT [OJY4YeHMs TpPYAOBOH KHWKKH Ha pyku, paboToiaressb
HAalpaBideT pabOOTHHKY yBEIOMJIEHHE O HEOOXONUMOCTH SBUTHCS 3a TPYAOBOH
KHWJKKOW J1MOO JaTh cOryiacMe Ha OTIpaBieHHe ee o noute. Ilepechiika TpymoBoi
KHIKKHA TIOYTOM 10 YKa3aHHOMY pPaOOTHUKOM aJipecy IOMYCKAETCS TOIBKO C €ro
corjacusi.

Co nHs HampaBlIeHUs YKA3aHHOTO yBeIOMJIEHHS paboToaaTe b 0CBOOOKIAETCS OT
OTBETCTBEHHOCTH 3a 3aJ€PXKKY BbLIa4M PabOTHUKY TPYIAOBOM KHUMKKH.

3. B caydae cmeptu paboTHHMKa TpynoOBas KHHIXKKA I[IOCIIE BHECEHHS B Hee
COOTBETCTBYIOLICH 3alUCH O IMPEKpallleHWHd TPYIOBOTO JOrOBOpa BBIAETCS HA PYKH
ONHOMY U3 €ro POJACTBEHHHMKOB IIOJ PACHUCKY HJM BBICBLIAETCA I10 IOYTE I10
IIACEMEHHOMY 3asiBJICHMIO OJHOTO U3 POJACTBEHHHUKOB.

7. Bryiaabill B TPYA0BYI0 KHHIKKY
l. B ciay4ae ecnmu B TpyJlOBOH KHUKKE 3allOJHEHB! BCE CTPAHMIIBI OJHOIO U3
pa3ziesioB, B TPYHOBYIO KHH)KKY BINWBAETCA BKJIAIBIILI, KOTOPBIH odopmisercs u
BeJeTCs paboTo1aTeleM B TOM JKe MOPSIIKe, UTO M TPY/I0Bask KHHKKA.
Brxuageim 6e3 Tpy10Boi KHWKKH HeqeHCTBUTEIEH.,
2. Ilpy BBIZ@Ye KaKAOrO BKJIANBINA B TPYJIOBOM KHMIKKE CTABUTCS IITAMII C
HaJNMChio "BbloaH BKIaIbII" 1 yKa3bIBAETCS CEPUS M HOMEP BKJIa (bIIIA.

8. Yuer u XxpaHeHHe TPYI0BBIX KHHIKEK

1. C uenbro ydera TPYHOBEIX KHIXKEK, & TAKKe ONAHKOB TPYIOBOM KHMKKH U
BKJIaJBIIIIA B HEE, B OPraHMU3alIUsIX BEyTCS:

a) IIPUXOJHO-PACXOHASI KHUTA 110 YyeTy OJIAHKOB TPYJ0BOH KHMKKH M BKJIAJbIIIA
B Hee,;

0) KHMra y4eTa ABMXKEHUS TPY/IOBBbIX KHMKEK U BKJIAALIILIEHA B HUX.

@opMBl yKa3aHHBIX KHUT yTBep:KAaloTcsi MUHHCTEPCTBOM TpyJad M COLMANbHOTO
passutus Pocculickoli @eneparm.



2. B mpuXomHO-pacXoJHYI0 KHHTY MO yd4ery OJaHKOB TPYHOBOM KHWKKH U
BKJIaNblllla B Hee, KOTOpas BeleTcsad OyxranTepueld OpraHW3alliH, BHOCSATCS CBEAeHHS
000 BCcex onepauusax, CBI3aHHBIX C MONYYCHHEM W PACcXOIOBaAHUEM OJIaHKOB TPYI0BOM
KHHKKW W BKJIAJIBIIIA B HEe, ¢ YKa3aHHEM CEPUH M HOMEpa Ka)KI0ro OlaHKa.

B kHWre ydera ABWKEHWMS TPYOOBBIX KHIKEK M BKIQJBIIEH B HHUX, KOTOpas
BEJIETCS  KaApOBOH  Ciy:kOOM MO APYTMM  [OJ[pa3Jie/icHHEeM  OpraHu3alliy,
O(QOpMIIIONMM NPMEM H YBOIbHEHHe pabOTHHKOB, PETMCTPUPYIOTCS BCE TPYIOBBIE
KHWXKKH, [IPUHATBIE OT paOOTHUKOB IPHU MOCTYNJIEHWH Ha padoTy, a TakKe TPYAOBbIe
KHIJKKH M BKJIAABIIIM B HUX C YKa3aHUEM CEpPUHM U HOMepa, BBIAAHHBIE pabOTHHKAM
BHOBB.

Ilpy monmydeHumn TpyoOBOH KHHKKM B CBSI3M C yBOJBHEHHEM pabOTHUK
pacnuCBIBaeTCsl B JIMYHON KapTOYKEe M B KHUTE y4eTa ABMXKCHUS TPYOOBLIX KHMKEK U
BKJIAJBIIIIEH B HUX.

[IpuxonHo-pacxoaHas KHUTA 110 yueTy OJIaHKOB TPYAOBOH KHMXKKH U BKIAIBIIIA B
HEE W KHUTA ydeTa NBIMIKCHHSA TPYHOBBIX KHHIKEK M BKIAIBINIEH B HUX HOJIKHBEI OBITH
[POHYMEPOBAHBI, IIPOLIHYPOBAHbI, 3aBEPEHEI MIO/IIUCHIO PYKOBOAUTENS OPraHU3alHY, a
TAKXE CKPEIUICHBI CYyPIry4YHOM IIE€YaThIO WM OTUIOMOUPOBAHEL.

3. biiaHky TPy/l0OBOH KHIDKKHM U BKJIAIBINA B HEe XPAHATCS B OPraHM3al[i Kak
JOKYMEHTBI CTPOIOM OTYETHOCTH M BBIIAIOTCS JIMIY, OTBETCTBEHHOMY 3a BeJICHHE
TPYIOBLIX KHIDKEK, TI0 €r0 3asBKE.

Ilo OKOHYAHHM KaXIOTO MeCsIa JMIO, OTBETCTBEHHOE 3a BEJEHHE TPYIOBbBIX
KHIKEK, O00s3aHO NpPEACTaBUTh B OyXTralTepuiO OpraHM3alldd OTYeT O HaIHYMH
OIaHKOB TPYMOBOM KHMXKKM H BKIQIbla B Hee M O CyMMax, [IOJIy4EHHBIX 32
O(hOPMIIEHHBIE TPYIOBBIC KHIDKKH M BKJIA[BIIIHE B HUX, C IPUIOKEHHEM OPHUXOJIHOTO
OpAepa Kaccel opraHusanuu. lcmopuennble npu 3amoiHeHWH OJaHKM TPYAOBOIL
KHIDKKH W BKJIaAbllla B Hee IIOMIEKAT YHUYTOKEHHIO C  COCTaBJICHHEM
COOTBETCTBYIOLIETO aKTa.

4. TpynoBble KHHKKM M JyONUKaThl TPYJOBBIX KHIDKEK, HE MOJIyYeHHbIE
pabOTHUKAMK TPH YBOJIBHEHUH JIMOO B Cllydae cCMepPTH PaGOTHHKA ero OamKaiiiMu
POICTBEHHUKAMY, XPaHATCS B Te4YeHHe 2 JIeT B KaApoBOH ciy:xbe opraHmsanun
OTACJABHO OT OCTalbHBIX TPYHOBBIX KHMXKeK. [lo ncTedeHMH ykazaHHOro cpoka
HEBOCTPeOOBAHHBIE TPYIOBbIC KHIDKKH XPAHATCS B apXMBE OPraHU3aliy B TeueHue S0
JIET, & 3aTeM MOJUIEIKAT YHHUTOKEHHUIO B YCTAHOBJIEHHOM TOPS/IKE.

5. PaboromaTens 00513aH MOCTOAHHO MMETh B HAIHYMH HEOOXOIUMOE KOMMUECTRO
OJNaHKOB TPY/0BOM KHHKKHM M BKJIABILICH B Hee.

9. OTBeTCTBEHHOCTDH 3a COGJIIOICHHE MOPSIKA BEACHHS TPYAOBBIX KHUIKEK
1. OtBeTCTBEHHOCTH 33 OpraHM3aLyIo PaboThl 110 BeAEHHIO, XPAHEHMIO, yuery u
BBIIA4€ TPYMOBBIX KHIDKEK M BKJIa[BIIIEH B HUX BO3JaraeTcs Ha paboromarens.
OTBETCTBEHHOCTD 32 BeJleHNe, XPaHEHHE, yueT U BhIAady TPYHOBBIX KHUKEK HeceT
CICLHMANIBHO  yIIONHOMOYEHHOE JIMLO, Ha3HAYaeMoe [MPUKa30M (pacropskeHrueM)
paboTomarens.



3a HapylleHHWe YCTAHOBJIEHHOTO HACTOSIUMH [IpaBuiaMu MOpSaKa BeIeHWs,
ydyera, XpaHEHHUs M BBIJaYM TPYIAOBBIX KHHKEK JOJKHOCTHBIC JIMIIA HECYT
OTBETCTBEHHOCTh, YCTAHOBIICHHYIO 3aKOHOAaTeNbCTBOM Poccniickoit Meneparuu.

10.A3roroB/ienne 0,1aHKOB TPYAOBOM KHHKKH H o0ecledeHne HMHU
paboToaatenei

1. U3roToBienue GilaHKOB TPYIOBOH KHH)KKH M BKJIAAbIlIa B Hee W obeclleucHHe
HUMH paboTONaTeNeH Ha MIATHON OCHOBE OCYILECTBISIOTCS B MOPSIKE, YTBEPKIAEMOM
MmunucrepcTBoMm prHancoB Poccuiickoii @enepaiun.

BriaHku Tpy/10BOM KHMKKH U BKJIQJIBIIIA B HEE MMEIOT COOTBETCTBYIOILYIO CTEEHD
3aIIUTHIL.

2. Tlpu BBIaue pabOTHHUKY TPYAOBOH KHIDKKY MM BKJIa/Ibilla B Hee paboToaaTel b
B3MMaEeT C HEro IUIaTy, pasMep KOTOpOH OIpedelsieTcsl pasMepoM pacXojoB Ha X
NpHOOpEeTeHNe, 33 MCKIIOYEHHEM CIIy4yaeB, MpelyCMOTPEHHBIX MyHKTaMu 34 u 48
Hactosuux [Ipasui.

3. B ciy4ae HempaBMIIBHOTO MEPBHYHOIO 3AMOJHEHMS TPYAOBOH KHUKKH WIIH
BKIAZbIIIa B HEE, a TakXe B Cilydyae MX I[IOpYM HE MO BUHE pPabOTHMKA CTOMMOCTE
HCIIOPYEHHOT0 OJIaHKa OITaunBaeTcsi paboTomaTeseM.

11.3ak/1104eHHe TPYAOBOr0 A0rOBOPA.

[lpy 3aK/Io4eHHH TPYAOBOTO [AOTOBOpa JIMLO, MNOCTYMAlollee Ha pabdorty,
NpeabsBISIET Pad0OTOIATEIO:

v’ aCIOpT UK UHOM JIOKYMEHT, YIOCTOBEPSIOLINUH JTHIHOCTE;

v’ TPYIOBYIO KHMKKY, 33 MCKIIIOYEHHUEM CIIy4aeB, KOraa TPyIOBOM JOTOBOP
3aKJIF0YACTCS BICPBBIE MIIM PabOTHHUK MOCTyMaeT Ha paboTy Ha YCIOBHAX
COBMECTUTEJILCTBA;

v/ CTpaxoBOE CBU/IETEILCTBO TOCYJIapCTBEHHOIO MIEHCUOHHOTO CTPAaXOBAHMUS;

v’ JIOKyMEHTHI BOMHCKOTO ydera - A BOEHHOOOS3aHHBIX W  JIHIL,
MOJUIeIKAINNX MPU3BIBY HAa BOGHHYIO CIIyKOY;

v' TOKyMeHT 06 00pa3oBaHuH, O KBaMU(MUKAIIIH WM HATHYUH CHEHaTbHBIX
3HAHHUM - PU [IOCTYIIEHUH Ha PaboTy, TpeByIONIyIO CeHUaNbHbIX 3HAHMIH
WA CTIIEMATIbBHOM MOATOTOBKH.

B oTjenbHpx cioyyasx ¢ ydeToM creud(uku paboThl HACTOSIINM Kozgexcom,
MHBIMH (eflepalbHBIMU 3aKOHaMH, ykazamu Ilpesupenta Poccwuiickoii Oenepaunu u
IIOCTaHOBJIEHUSIMHA [IpaBuTenbCTBA Poccuiickoii Qenepauuu MOYKEeT
NpeyCMaTPUBATLCS HEOOXOAMMOCTh MPEIBSIBICHUS IPH 3aKIIOYEHUH TPYAOBOTO
JI0TOBOPa AOTOJIHUTENBHBIX JOKYMEHTOB.

3ampemiaercss TpeboBaTh OT JIMIA, MOCTYIAIOIIEr0 Ha padoTy, IOKYMEHTEI
TIOMHUMO ITPENYCMOTPEHHBIX HacTosuM KonexcoM, nHbIMU (heaepanbHBIMU 3aKOHAMH,

yxasamu Ilpesunenta Poccuiickolt Menepauuu U NOCTAHOBJIGHUAMH IpaBHTeNLCTBA
Poccuiickoit @eneparuy.



