O Ilopsinke BeeHUsI U XPAHEHUS] TPYAOBBIX KHUKEK

B cootBercTBUUN ¢ myHKkTOM 5.2.114 Tlonoxxenuss o MuHuUCTepcTBE TpyAa u
coruanpHoM 3ammTel Poccuiickonn denepanuu, yTBEPKIACHHOTO ITOCTAHOBICHUEM
[IpaButensctBa Poccuiickoit denepanuu ot 19 utons 2012 r. Ne 610 (Cobpanue
3akoHoAaTenbcTBa Poccuiickoit denepanun, 2012, Ne 26, ct. 3528), npukasbiBaro:

YT1Bepauth [lopsanok BeieHrs U XpaHEeHUsI TPYIOBBIX KHUKEK.

Munuctp M.A. Tonunuu

Iopsinok BeeHUs1 M XPaHEHHUsI TPYAOBBIX KHUKEK
[. O0une mooxeEHUA

1. TpynoBas KHUXKa SBISIETCA OCHOBHBIM JOKYMEHTOM O TPYJIOBOH
NESATEILHOCTH U TPYJIOBOM CTa)ke paOOTHHKA.

2. Paboromarens (3a UCKIIOUEHHEM paboToaareneil — (PU3NYECKUux Jull, He
SIBJISTFOIINXCSI MHAUBUYAIbHBIMU MPEANPUHUMATEISIMI) BEJIET TPYIOBbIE KHUKKU
Ha KaXJ10ro paboTHUKA, TPOpabOTaBIIIEro y HEro CBBIIIE TSATH JHEH, eciu paboTa
y TaHHOTO paboToNaTeNsI IBISAETCA A1 paOOTHHKA OCHOBHOM.

PaGorogatens — Qusnueckoe JHUIO, SIBIASIOMIMIACA WHIWBUIYATbHBIM
MpeANpUHAMATEIEM, 00513aH BECTH TPYAOBBIE KHIKKHA Ha KaKJIOTO paOOTHHKA B
MOpSAJIKE, YCTAaHOBJIEHHOM TpynoBeiM KojekcoM Poccuiickorn ®enepanuu u
WHBIMHA HOPMAaTUBHBIMU ITPABOBBIMU aKkTaMH Pocculickoit denepanumu.

PaGorogatens — Qusnueckoe U0, HE SBISIOUMNACS WHIAWBUIYATbHBIM
MpEeANPUHAMATETIEM, HE UMEET MpaBa MPOU3BOINTH 3aIIUCH B TPYAOBBIX KHUKKAX
pabOTHUKOB M O(DOPMIIATH TPYAOBBIE KHMXKH pPabOTHUKAM, MPUHUMAEMbIM Ha
paboTy BIEpBHIE.

3. B Tpyn0ByI0 KHUKKY BHOCSATCS CBEICHUS O pAOOTHHUKE, BHITIONHAEMON UM
pabote, IepeBoJie Ha IPYTYIO TOCTOSHHYIO padoTy M 00 YBOJIbBHEHUH paOOTHHKA, a
TaK)kK€ OCHOBAHUS MPEKPAIEHUS TPYI0BOTO JIOTOBOPA M CBEJICHUS O HArpaKICHUU
3a ycIexu B padore.

4., CmeneHuss O B3BICKAHUSAX B TPYAOBYIO KHWXKKY HE BHOCATCS, 3a
UCKITFOUCHUEM CJIy4acB, KOTJa JUCHUILIMHAPHBIM  B3BICKAHUEM  SIBIISCTCS
YBOJIbHCHHE.

5. TpynoBble KHMXKKM BEAYTCS Ha TOCYJIapCTBEHHOM s3bike Poccuiickoi
depneparuu, a Ha TEPPUTOPUM pecnyOauku B coctaBe Poccuiickoit dexnepariuu,
YCTAaHOBUBLIEH CBOM TOCYAapCTBEHHBIA SI3bIK, OGOPMIICHHUE TPYIOBBIX KHHKEK
MOKET Hapsily C rocyJapCTBEHHBIM s3bikoM Poccuiickoit denepanuu BeCTUCh U
Ha TOCYaPCTBEHHOM SI3BIKE 3TOW PECITYOIHKHY.
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6. Paboronmatens 00s3aH MO NHCHMEHHOMY 3asBICHHIO paOOTHUKA HE
no3qHee Tpex pabouymx JHEH CO JHS ero Mojavyd BbIIaTh PabOTHUKY KOIIHIO
TPYIOBOH KHW)XKHA WIH 3aBEPCHHYI0O B YCTAaHOBJICHHOM TMOPSIIKE BBINUCKY H3
TPYIOBOI KHUKKH.

II. Benenue Tpy10BbIX KHUKEK

7. OdopmieHne TPyAOBOH KHUKKH pPaOOTHUKY, NMPUHATOMY Ha paboTy
BIIEPBBIC, OCYIIECTBIIACTCS pabOTOIaTEIeM B IPUCYTCTBUH PaOOTHUKA HE MO3/IHEE
HEJENBHOTO CPOKa CO JHS MpHeMa Ha padoTy.

8. B TpynoByr KHWXKKY TIpH €€ O(OPMICHUU BHOCSTCS CICAYIOIINC
CBEJICHUS O pa0OTHUKE:

a) amunus, UMs, OTYECTBO, J1aTa POXKIEHUS (YUCIO, MEcCAll, rojJ) — Ha
OCHOBAHMH I1aCTIOPTa WJIK UHOTO JOKYMEHTA, YA0CTOBEPSIOIIErO JUIHOCTB;

0) obpazoBanue, npodeccusi, CHeUaTIbHOCTh — Ha OCHOBAHUU JOKYMEHTOB
00 00pa3zoBaHUU, O KBaJM(pUKAUUU WIM HAIWYUM CHEIHUAIBHBIX 3HaHUM (MIpH
NOCTYIUIEHUU Ha paboTy, TpeOyrollylo CleUUaIbHbIX 3HAHUM WM ClIelUaIbHOU
MTOATOTOBKH ).

9. Bce 3anucu o BBINOJIHAEMOH paboTe, MepeBoie Ha APYTYH NOCTOSHHYIO
paboTy, KBaIU(pUKALMU, YBOJbHEHUH, @ TAK)KE O HArpaKIACHUH, MPOU3BEICHHOM
paboroaaresneM, BHOCATCA B TPYIOBYIO KHMKKY HA OCHOBAHHH COOTBETCTBYIOIIETO
npukasa (pacnopsskeHusl) paboTomaTelisi He MO3/IHEE HENETbHOI0 CpoKa, a MpH
YBOJIbHEHUM — B JI€Hb YBOJIbHEHUS U JOJKHBI TOYHO COOTBETCTBOBATH TEKCTY
npuKasa (pacropsKeHHUs ).

10. Bce 3zammcu B TPYOOBOM KHIDKKE MPOU3BOIATCS 0€3 KaKUX—JIHOO
COKpAILIEHUI U UMEIOT B IPE/ieNIaX COOTBETCTBYIOIIETO pa3zesia CBOM MOPSIKOBBIN
HOMED.

11. TpynoBas KHMXKKa 3alOJHSETCS B COOTBETCTBUU C HACTOSIIUM
[Topsaakom.

12. 3anucu B TPYIOBYIO KHIXKKY O NPUYMHAX MPEKpaAIICHUs TPYIOBOIO
JIOTOBOpa BHOCATCS B TOYHOM COOTBETCTBUU C (POpMyIMpOBKamMH TpyaoBOro
kojekca Poccuiickoii deneparuu wiv HHOTO GeepaibHOTO 3aKOHA.

13. TIlpm mpexpaiieHud TPYAOBOTO JOrOBOpa MO  OCHOBAHMSAM,
peaycMOTpeHHbIM cTatheil 77 TpynoBoro kogekca Poccuiickoit @enepannn (3a
UCKIIIOUEHUEM CJy4YaeB pacCTOpPXKEHUS TPYAOBOrO JOrOBOpa IO HMHHUIIMATHBE
paboronaTens U 0 OOCTOSTENbCTBAM, HE 3aBUCSIIUM OT BOJM CTOPOH (TIYHKTHI 4
u 10 sT0#l crarbu)), B TPYAOBYIO KHUXKY BHOCHUTCS 3aluCh OO YBOJbHEHUU
(mpekpallleHny TPYJIOBOTO JOTOBOPA) CO CCHUIKOM HAa COOTBETCTBYIOLIMN ITYHKT
YacTH NEPBOM YKa3aHHOM CTAThHU.

14. Ilpu pacTopKeHHH TPYIAOBOIO JOTOBOpa MO MHUIIMATHBE PabOTOATEINS
B TPYJIOBYIO KHIKKY BHOCHUTCS 3aITUCh 00 YBOJbHEHHUH (TPEKPAIICHUN TPYIOBOTO
JIOTOBOPA) CO CCBUIKOM Ha COOTBETCTBYIOIIMHM MyHKT ctathu 81 Tpymosoro
konekca Poccuiickon ®@enepanun.

15. Ilpu mnpekpalieHuud TPYJOBOTO JOTOBOpa MO OOCTOSTENHLCTBAM, HE
3aBUCSIIMM OT BOJM CTOPOH, B TPYAOBYIO KHUXKY BHOCHUTCS 3allUCh 00
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OCHOBAHMSIX  MPEKpAIEHUs  TPYyAOBOIO  JIOTOBOpa €O  CCBUIKOW  Ha
COOTBETCTBYIOIIMI MYHKT cTtatbu 83 TpymoBoro konekca Poccuiickoit
denepannm.

16. Ilpu mnpekpaiieHUH TPYJOBOTO JOTOBOpAa MO JAPYTUM OCHOBAHMSIM,
MpeayCMOTPpEeHHbIM TpynoBbIM KojaekcoM Poccuiickon denepanuy WIM WHBIMU
dbenepalbHBIMU 3aKOHAMH, B TPYAOBYIO KHI)KKY BHOCUTCS 3aITUCh 00 YBOJIbBHEHHUH
(MpekpallleHuy TPYJI0BOTO JOTOBOPA) CO CCHUIKOM Ha COOTBETCTBYIOIUE CTAThHIO,
nyHKT TpymoBoro kxonekca Poccuiickoit denepannu winn MHOTO (eaepaibHOro
3aKOHaA.

17. Ilpu npekpanieHuu TpyA0BOrO JOTOBOpa ¢ paOOTHUKOM, OCYKJICHHBIM B
COOTBETCTBHM C IPUTOBOPOM CyJa K JMIICHHIO IIPaBa 3aHUMAThb ONpPE/IEICHHBIE
JOJDKHOCTH WJIM 3aHUMAThCA OINPEICICHHOW JAESITENbHOCTBIO M HE OTOBIBIIMM
HaKa3aHue, B TPYJAOBYIO KHM>KKY BHOCHTCS 3alIUCh O TOM, Ha KAKOM OCHOBaHHWU, Ha
KaKOM CpPOK M Kakyl [ODKHOCTh OH JIMIIEH IIpaBa 3aHUMaTh (Kakou
JeSATEIbHOCTBIO JIMIIICH MTpaBa 3aHUMAThCS ).

18. Cenenust o paboTe MO COBMECTUTENHCTBY (00 YBOJIBHEHHUU C ITOM
paboThl) MO KEJIaHWI0 PabOTHUKA BHOCATCS 1O MECTYy OCHOBHOM paboOThl B
TPYAOBYIO KHW)XKY Ha OCHOBAaHUHM JOKYMEHTA, MOJATBEP)KIAIOLIEro padoTy Mo
COBMECTUTEIBCTBY.

19. B TpyZnoByI0 KHUXKKY IO MECTy paOOThl TaKK€ BHOCUTCS C YKa3aHUEM
COOTBETCTBYIOIIUX JOKYMEHTOB 3aIHCh:

a) O BpEMEHHM BOCHHOW CITy>KObI B COOTBETCTBUU ¢ DenepalibHbIM 3aKOHOM
«O BOMHCKON O053aHHOCTU U BOCHHOW CIIy>)KO€», a TakXke O BPEMEHH CIIyKObl B
opraHax BHYTpPEHHUX Jeid, [ocyaapcTBEHHOW MPOTHUBOIMOXKAPHOU —CIIykOe
MunucrepctBa Poccuiickoit ®enepanu 1Mo JaeaaM TpakIaHCKOW 0OOPOHBI,
YpE3BbIUAMHBIM CUTYallMsSIM W JIMKBUJIAIMKM TOCIEACTBUI CTUXUUHBIX O€JCTBUIMA,
VUPEKICHUSX UM OpraHax YroJIOBHO—MCIOJHUTEIBHOM CHUCTEMBI, OpraHax
HAJIOrOBOH MOJMIIMU, OPraHax Mo KOHTPOJIIO 32 000POTOM HAPKOTHUECKHUX CPEICTB
Y TICUXOTPOITHBIX BEIIECTB U TAMOKEHHBIX OpraHax;

0) o BpeMeHM OOyYeHHS Ha Kypcax M B IIKOJaX IO ITOBBIIICHUIO
KBTI (PUKALINH, TIO TIEpEeKBaTU(UKAIIMHN U TIOJTOTOBKE KaJPOB.

20. CoOTBETCTBYIOIIME 3alUCH, BHECEHHbIE B TPYIOBYIO KHIDKKY JIHII,
OCBOOOKIECHHBIX OT PabOThI (JIOJKHOCTH) B CBS3M C HE3aKOHHBIM OCYXKICHHEM
JM00 OTCTPAHEHHBIX OT JIOJDKHOCTH B CBSI3U C HE3aKOHHBIM NPUBJICUYCHUEM K
YTOJIOBHOM OTBETCTBEHHOCTH, YCTaHOBJICHHBIMU COOTBETCTBEHHO
ONpaBJAaTEIbHBIM MPUTOBOPOM JHMOO TMOCTAaHOBJIEHHEM (OMNpEeeiIeHUEM) O
MPEKpaIIeHU YTOJIOBHOTO Jejla 3a OTCYTCTBUEM COOBITHSI MPECTYIUICHMS, 3a
OTCYTCTBUEM B JESHUU COCTaBa MPECTYIUICHUS WM 32 HEIO0KA3aHHOCTBIO UX
y4yacTusi B COBEPIICHUM TNPECTYIUICHUS, NPU3HAIOTCS HEACUCTBUTEIbHBIMU.
PaGoronarens 1Mo MUCbMEHHOMY 3asBICHUIO pa0OTHUKA BbIIAaET eMy IyOJauKat
TPYJIOBOM KHWXKMA O€3 3amucy, NpU3HAHHOW HejehcTBUTenpbHOW. JlyOmmkar
TPYIOBOW KHIXKKM BBIJACTCS YKa3aHHBIM JIMI[AM B COOTBETCTBUU C HACTOSIIUM
[Topsaxom.

B TpymoBble KHWXKM JHIl, OTOBIBIIUX HCIpPaBUTEIbHBIE pPabOTHI 0e3
JIMILIEHUsI CBOOOIbI, BHOCUTCS 110 MECTY pabOThI 3alKCh O TOM, YTO BpeMsl pabOThI
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B OTOT IIEPHUOJ HE 3aCUMTHIBACTCS B HENPEPBIBHBIM TPYAOBOM CTa)X. YKa3aHHas
3alliCh BHOCUTCS B TPYJIOBBIE KHI)KKHM IO OKOHYaHMM (PaKTUYECKOTO CpOKa
OTOBITHS HAKa3aHWSA, KOTOPBIM YCTAHAaBIMBAETCS [0 CIpPaBKaM OpPraHoB
BHYTPEHHUX €.

[Ipy yBOJIBHEHUU OCYKIEHHOIO C pabOThl B YCTAHOBJICHHOM NOpSAKE U
HNOCTYIUIEHUU €r0 Ha HOBOE MECTO pabOThl COOTBETCTBYIOIIME 3aIIMCH BHOCATCS B
TPYAOBYIO KHMKKY B TOW OpraHu3alyd, B KOTOPYIO OH ObLI MPUHAT WIH
HaIIPaBJICH.

21. Ilpm BOCCTaHOBIEHUM B YCTAHOBJICHHOM TIOPSAKE HEMPEPHIBHOTO
TPYJOBOTO CTa)ka B TPYAOBYIO KHI)KKY PaOOTHUKA BHOCHTCSI IO MOCJIEIHEMY
MECTy paboOThl 3allMCh O BOCCTAHOBICHHHM HEMPEPBHIBHOTO TPYIOBOIO CTaXKa C
YKa3aHUEM COOTBETCTBYIOILETO TOKYMEHTA.

22. B TpyIOBYIO KHUXKY BHOCSITCS CIICAYIOIIUE CBEICHHS O HATPAKICHHUH
(moo1peHnn) 3a TPyAOBbIE 3aCITyTH:

a) O HarpaXJEHUM TOCYAApCTBEHHBIMM HarpajgamMi, B TOM 4YHUCIE O
IPUCBOCHUM  TOCYJApPCTBEHHBIX  ITOYETHBIX  3BaHUW, Ha  OCHOBAaHUU
COOTBETCTBYIOIINX YKa30B U MHBIX PEUICHUM;

0) O HarpaXXAeHUM TMOYETHBIMU TpPAMOTaMH, HPHUCBOCHUM 3BAHUNA WU
HarpaXJCHUU HarpyJHbIMM 3HAaKaMH, 3HAYKaMH, JUIUIOMAaMH, IOYETHBIMHU
rpaMoTaMH, IPOU3BOAMMOM PabOTOAATENSAMU;

B) O JIpPYrMX BUJAX MOOUIPEHHsS, MPEITyCMOTPEHHBIX 3aKOHOJATEIbCTBOM
Poccuniickont ®enepanuu, a TakkKe KOJUIEKTUBHBIMU JOTOBOPaMH, IpaBUIaMU
BHYTPEHHETO TPYAOBOI'0 PacHops/iKa, yCTaABaMH U MOJIOKEHUSMHU O TUCLUIINHE.

23. 3anmucu 0 MpeMusX, MPEeIyCMOTPEHHBIX CHCTEMOW OIUIaThl TpyJa WIH
BBIIJIAYMBAEMBIX Ha PETYJIIPHON OCHOBE, B TPYJOBbIE KHUYKKH HE BHOCSTCS.

III. BHeceHne n3MEHEeHU U UCTIPABIICHUI
B TPYJOBYIO KHIDKKY. JlyOiuKaT Tpy10BOM KHUKKA

24. Iamenenue 3anuceid o paMuInyd, MMEHH, OTYECTBE U JIaTe POXKICHUS, a
Takke 00 oOpazoBaHuM, Ipodeccru U CrenuaIbHOCTH PAaOOTHUKA MPOU3BOIUTCS
paboTojaTesnieM MO TMOCJIEIHEMY MECTy paboThl Ha OCHOBaHMM IaclopTa,
CBUJIETEILCTBA O POXKICHUHU, O Opake, O pacTop)KeHWu Opaka, 00 M3MEHECHHH
dbamMuu, UMEHH, OTYECTBA U IPYTUX JOKYMEHTOB.

25. B cnyuae BbISIBJICHHS HEMIPABUIBHOM MM HETOYHOM 3alMCU B TPYJIOBOM
KHIDKKE HCTPaBIeHHE €€ TMPOM3BOAMTCS MO MECTy paloThl, rjie Obljja BHECEHa
COOTBETCTBYIOILIAsl 3aMKCh, JIUOO paboTodaTesieM MO HOBOMY MeECTy paOOThl Ha
OCHOBaHUM O(PHUIMATHFHOTO JOKyMEHTa paboTomarens, JOMYCTHUBIIETO OIIUOKY.
PabGoTtongaTens 00si3aH B ATOM Cily4yae OKa3aThb pabOTHUKY MpU €ro oOpauieHuu
HEOOXOUMYIO TOMOIIIb.

26. Ecnu opranu3zanusi, KOTopas Mpou3Besia HENPaBUWIbHYIO MM HETOUHYIO
3alllCh, PEOPraHU30BaHa, UCIIPaBICHUE MTPOU3BOJUTCS €€ MPABONPEEMHUKOM, a B
cllydyae JTUKBHJALWU OpraHu3aluu — padoTofaTesieM MO HOBOMY MECTy palOOoThl
HA OCHOBaHUH COOTBETCTBYIOIIETO TOKYMEHTA.
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Ecnu HempaBwibHasT WJIM HETOYHAs 3alUCh B TPYJOBOM KHUXKKE
npousBeqeHa  paboroparerieM —  (PU3MYECKUM  JIMIIOM,  SIBJISIOLIUMCS
WHIUBUYyAIbHBIM TIpEIIpUHUMATEIEM, W JIESITEIbHOCTh €ro IMpeKpaileHa B
YCTaHOBJICHHOM TOPSI/IKE, UCIIPABJICHUE MPOU3BOIUTCSA pabOTOAATENEM [0 HOBOMY
MeCTy pabOThl HA OCHOBAHUH COOTBETCTBYIOUIETO JOKYMEHTA.

27. MWcnpaBneHHble CBEJEHUS JOJDKHBI TOJHOCTHIO COOTBETCTBOBATH
JIOKyMEHTY, Ha OCHOBAaHUM KOTOPOTrO OHHM ObUIM UCHpaBieHbl. B ciydyae yTparsl
TAKOrO JOKYMEHTa JHMOO HECOOTBETCTBUS €ro (aKTUYECKH BBIMOIHSIBIICHCS
paboTe HCIpaBIECHUE CBEACHHM O paboTe MPOU3BOAUTCA HAa OCHOBAHMM APYTHX
JIOKYMEHTOB, MOJATBEPKIAOIIUX BBIMOJIHEHHE PadOT, HE yKa3aHHBIX B TPYJOBOU
KHUXKKE.

CBueTENbCKUE TOKA3aHUS HE MOTYT CIYXUTh OCHOBAaHHUEM I
UCIIpaBJIEHUS BHECEHHBIX paHee 3aluceil, 3a UCKIIOYEHHUEM 3alliceld, B
OTHOILIIEHUM KOTOPBIX HMeeTCcsl cyAeOHOe pellleHue, a TaKXke CIydaes,
MPENyCMOTPEHHBIX MyHKTOM 32 HacTtosmero [lopsaka.

28. B pazgenax TpyAOBOM KHIXKKH, COJIEPXKALUX CBEACHHsI O paboTe WM
CBEJICHHS O HArpa)KJICHUHU, 3a4CPKUBAHNE HETOUYHBIX WM HEMPABUIIbHBIX 3aMKCEN
HE JI0ITyCKAETCS.

N3menenne  3anucei NPOU3BOJIUTCS ~ IMyTEM  MPU3HAHUA  UX
HEJICHCTBUTEIbHBIMU U BHECEHUS MPABUIIBHBIX 3AIIACEH.

B TakoMm ke mopsakKe MPOU3BOJUTCS M3MEHEHHE 3alKMCH 00 YBOJbHEHHH
paboTHUKa (TIEpeBOJE HAa APYryH0 MOCTOSIHHYIO pabOTy) B Ciydae NpU3HAHUS
yYBOJIbHEHHUS (MIEPEBOIa) HE3AKOHHBIM.

29. Jlumo, yTpatuBIIee TPYAOBYIO KHIKKY, 00S3aHO HEMEJICHHO 3asSBUTh
00 »TOM paboToNmaTeN0 MO MOCIeAHEMY MecTy paboTbl. PaGoTonmarenb BblaeT
paboOTHUKY AYyOJIUKaT TPYAOBOM KHIDKKM HE To3aHee 15 mHel co AHS mojaadu
PaOOTHUKOM 3asIBIICHUSI.

30. IIpu odopmieHun ayOnMKaTa TPYJOBOM KHUKKU, OCYIIECCTBISIEMOM B
COOTBETCTBHHM C HacTosAUM ITopsikoM, B HETO BHOCSTCSL:

a) cBenieHus 00 o01IeM U (WiIM) HEMPEPHIBHOM CTa)xe paboThl pabOTHUKA /10
NOCTYIUIEHUSI K JAaHHOMY paOOTOAATeNto, MOATBEPKACHHOM COOTBETCTBYIOLIUMU
JIOKYMEHTaMU;

0) cBegeHust 0 pabOTEe W HArpaKIeHUH (MTOOMIPEHUH ), KOTOPhIC BHOCHINCH B
TPYJIOBYIO KHMKKY I10 TIOCJIETHEMY MECTY PabOThI.

OO6mmit ctax pabOThl 3alUCBHIBAETCS CYMMapHO, TO €CTh YKa3bIBaeTcCs
oO1iee KOJMYECTBO JIET, MECSLEB, NHEW paboThl 0e3 yTOuHEHUs padoTojaTens,
NepUoI0B pPabOTHI U JOJIKHOCTEH pabOTHHUKA.

Ecnu nokyMeHTbI, HA OCHOBaHHWM KOTOPBIX BHOCHJIUCH 3aIIUCU B TPYJOBYIO
KHIDKKY, HE COJEp)KaT MOJHBIX CBEJCHHM O paboTe B MPOLLIOM, B JYOJIHMKAT
TPYJIOBOM KHUKKH BHOCATCS TOJIBKO UMEIOIIUECS B 3TUX IOKYMEHTaX CBEICHUS.

31. Ilpy Hamuuuu B TPYAOBOM KHUXKKE 3aMHCH OO0 YBOJIBHEHUU WIIH
NepeBoJie Ha APYTYI0 paboTy, MPU3HAHHON HEEHCTBUTEIHLHOM, PAaOOTHUKY IO €T0
NUCPMEHHOMY 3asIBJICHUIO BBIIAETCS MO TMOCJIEIHEMY MECTy paboThl ayOauKatr
TPYIOBOW KHWM)KKH, B KOTOPBIM NEPEHOCATCA BCE INPOU3BEIACHHBIE B TPYIOBOMU
KHWKKE 3aIMCH, 32 HCKIIFOYEHUEM 3allMCH, IPU3HAHHOW HEEHCTBUTEIBHOM.
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TpynoBas kHuxkka oQGOpMIsSETCS B  YCTAaHOBJICHHOM TMOpAOKE |
BO3BpAILIAETCS €€ BIACIbILy.

B TakoM ke mopsake BbAaeTcs IyOMUKAT TPYAOBOW KHUKKH, €CIH
TpyJIOBas KHIKKa (BKJIAJbINI) TpUILIAa B HEroJHOCTh (0Oropena, MOpBaHa,
HCITayKaHa U T.I1.).

32. [Ipu maccoBoil yTpaTe paboTonareneM TPYJOBbIX KHIKEK paOOTHHUKOB B
pe3yibTaTe UYpe3BhIUAMHBIX CHUTyallud  (IKOJIOTMYECKHE U  TEXHOT'CHHBIC
KaTtacTpo(bl, CTUXHUIHBIE OEICTBUSA, MAaCCOBBIE OCCHOPSAKH U JApYyTue
Yype3BbIUaiiHbIe  OOCTOSITENICTBA)  TPYAOBOM  CTaX  3TUX  pabOTHUKOB
yCTaHaBIMBAETCS KOMHUCCHEH MO yCTaHOBJICHHMIO CTa)ka, CO3/1aBa€MOIl OpraHaMu
UCTIIOTHUTENbHOM BracTu cyOnekToB Poccuiickoit denepanuu. B coctaB Takoi
KOMHUCCHH BKIIIOUAIOTCSI TPEACTaBUTENN paboToaaTeneit, mpodcor30B MM WHBIX
YIIOJTHOMOYEHHBIX PaOOTHUKAMH TPEACTABUTEIBHBIX OPTaHOB, a TaKXKe APYTUX
3aMHTEPECOBAHHBIX OPTaHU3ALIUM.

YcranoBienue ¢akra paboThl, CBEACHHN O mpodeccuu (IOJDKHOCTH) U
nepuoAax paboOThl y JAaHHOTO paboTojaTens OCYLIECTBISIETCS KOMHMCCHEH Ha
OCHOBAaHUM JIOKYMEHTOB, HUMEIOLIUXCS y paOOoTHHKA (crpaBka, MpOo(COorO3HBIN
Ouner, ydyeTHas KapTOukKa wieHa Mpogcoro3a, pacueTHas KHUXKKa W T.I1.), a B
cllyyae MX OTCYTCTBHUsSI — Ha OCHOBAaHMHU IMOKa3aHUM IBYX M Oojiee CBUIECTEINEH,
3HAIOIMX pabOOTHUKAa IO COBMECTHOW C€ HHUM JI€ATEIbHOCTH Y OJIHOTO
paboToaTens Wi B OHON CHCTEME.

Ecnu paboTHUK 10 MOCTYIUIEHHSA K JaHHOMY paboTojaTento yxe paboTal,
KOMUCCHSI IPUHAMAET MEphl K TMOJYYEHHIO JOKYMEHTOB, TOATBEPKIAIOIINX ITOT
(daxkT.

[Io pesynbratam palbOTBl KOMHCCHHM COCTaBIISIETCS aKT, B KOTOPOM
YKa3bIBAIOTCS MEpUObl paboThl, npodeccus (JO0JKHOCTh) U HNPOAOIKUTEIBHOCTD
TPYAOBOI'O CTaXka pabOTHHKA.

PabGoTonmarens Ha OCHOBaHMM aKTa KOMHUCCHU BbIJA€T PAaOOTHUKY TyOIuKat
TPYJIOBOM KHUXKKH.

B ciyyae ecnu 1OKyMEHTBI HE COXPAaHWIINCH, CTaXX pabOThI, B TOM 4YHCIIE
YCTaHOBJICHHbIH HAa OCHOBAaHMU CBUJAETEIbCKUX [MOKA3aHUH, MOXKET OBITh
MOATBEPKICH B Cy1I€0HOM TOPSJIKE.

V. Beinaua Tpy10BOil KHUKKHU MPH YBOJIbHEHUU
(TpexpalieHuu TpyA0BOro J0r0BOPa)

33. [Ipu yBosbHEHHH pabOTHHKA (IIPEKPAIICHUH TPYAOBOrO JIOrOBOpa) BCE
3aMKCcH, BHECEHHBIE B €ro TPYIOBYIO KHIKKY 3a Bpemsi pabOThl y JaHHOTO
paboTtozartens, 3aBepsAIOTCS MOJNUCHI0 padOTOATENs WM JIMIA, OTBETCTBEHHOIO
32 BEIECHHE TPYNOBBIX KHWXKEK, I€YaTblO OpraHu3aluu (Ie4aTbl0 KaJgpOBOMN
Cyx0bl) (MpU HaTUYUM TI€YaTh) W TOANKWCHI0 caMoro paboTHUKa (3a
UCKIIIOYCHUEM CITyYacB, yKa3aHHBIX B MyHKTe 34 Hacrosiero [lopsiaka).

Ecnu TpynoBas KHWKKa 3aloNHSUIACh HAa TOCYJApCTBEHHOM  SI3BIKE
Poccuiickoii denepannm U Ha rocyJapCTBEHHOM SI3bIKE PECHYONHMKH B COCTaBe
Poccuiickoii @eaepannu, 3aBepsiroTcs 00a TEKCTA.
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Paboronarens o0s3aH BeIAaTh paOOTHHUKY B JCHb YBOJIBHEHHMS (TIOCIETHUMN
JeHb paboOThl) €ro TPYAOBYIO KHUXKY C BHECEHHOM B Hee 3amuchio 00
YBOJIbHEHUH.

[Ipu 3agepxkke BblAaud paOOTHUKY TPYAOBOM KHIKKM 1O BHHE
paboronaTens, BHECEHMH B TPYAOBYIO KHIDKKY HEMpaBUIBHOM WM HE
COOTBETCTBYIOIIEH (enepaTIbHOMY 3aKOHY (OPMYIHPOBKH MPUUMHBI YBOJbHEHHUS
paboTHHKa paboToaaresb 00s3aH BO3ZMECTUTh PAOOTHUKY HE TOJYYECHHBIH UM 32
BCE BpeMsl 3aJIepKKH 3apaboTok. /[HeM yBosibHEHUs (MpEeKpalleHus TPYAOBOTO
JIOTOBOpa) B 3TOM CJIydae CUMTACTCS JACHb BbIIAYM TPYAOBOH KHIKKH. O HOBOM
JTHE YBOJIbHCHHS pabOTHWKA (TPEKpAIEHUH TPYAOBOTO JIOTOBOpA) M3IAETCS
npuka3 (pacropspkeHue) padoTojaTensi, a TakKe BHOCHTCS 3allUCh B TPYIOBYIO
KHIDKKY. PaHee BHeceHHas 3amuch O JHE YBOJBHEHHS TMPU3HACTCS
HEJICHCTBUTEIBLHOM COTJIACHO HacTosAmemy [lopsanky.

34. B caywae ecnu B JE€Hb YBOJBbHEHHMS paOOTHUKA (IpeKpalieHus
TPYAOBOI'O JIOTOBOpPA) BbIAATh TPYJAOBYIO KHIXKKY HEBO3MOXHO B CBSI3U C
OTCYTCTBHEM paOOTHHUKA JTMOO €ro OTKa30M OT IOJIyYEHUs TPYJOBOM KHIXKKH Ha
pykH, paboTojaTesnb HampaBiisieT PaOOTHUKY YBEIOMIIEHHE O HEOOXOJIUMOCTU
SIBUTHCS 3@ TPYAOBON KHMKKOH MO0 1aTh corjacue Ha OTHPABIICHUE €€ IO MOYTE.
[lepecbuika TpyAOBOM KHMXKKM TOYTOW IO YKa3aHHOMY paOOTHHUKOM aJpecy
JIOITYCKAEeTCs TOJIBKO € €ro COTJIACHUS.

Co gHS HampaBlIeHUS  yKAa3aHHOTO  yBEIOMJICHHS  paboTomaTesb
OCBOOOXKIAETCA OT OTBETCTBEHHOCTH 3a 3aJCPXKKY BbIIa4u PabOTHHKY TPYIOBOM
KHIDKKH.

35. B ciiydae cmeptu pabOTHHKA TPYIOBas KHM)KKA IMTOCJIC BHECEHUS B HEE
COOTBETCTBYIOIIEH 3allMCH O MPEKpalleHUH TPYIOBOTO JIOTOBOpPA BBHIIAETCS Ha
PYKH OJJTHOMY W3 €T0 POJCTBEHHUKOB IO PACIIMCKY WJIM BBICHUIAETCS MO TIOYTE TI0
NUCHbMEHHOMY 3asIBJICHHIO OJTHOTO U3 POJICTBEHHUKOB.

V. Bkiagpiil B TPYAOBYIO KHHXKKY

36. B ciyyae eciu B TpYJOBOW KHMKKE 3aIlIOJIHEHBI BCE CTPAHMIIBI OJIHOTO
U3 pa3zelioB, B TPYAOBYIO KHUKKY BIIMBAETCS BKJIAJBIII, KOTOPBIN oopmiseTcs u
BeJIeTCsl paboTOIaTeIeM B TOM K€ MOPSAKE, UTO U TPYAOBAsi KHIKKA.

Bxrnazapiin 6e3 TpyA0BOM KHMKKU HEACHCTBUTENEH.

37. Ilpu BbIaUE KaXKJIOTO BKJIAJBINIA B TPYAOBOW KHMIKKE CTABUTCS ILITAMII
C HaANMUCBIO «BBIIaH BKIAABIID) U YKa3bIBACTCS CEpUsl 1 HOMEP BKJIAbIIIA.

VI. Yuer u XpaHeHue TpyA0BbIX KHUKEK

38. C uenplio yuyera TpYJOBBIX KHUXKEK, a TAaKKe OJIAaHKOB TPYJOBOW KHIKKH
U BKJIQJIbIIIA B HEe, y paboToaareneit BeayTCs:

a) MPUXOJIHO—PACXOJIHAS KHUTA IO y4deTy OJAaHKOB TPYIOBON KHIKKH H
BKJIQ/IbIIIA B HEE;

0) KHUTA y4eTa IBIKEHUS TPYIOBBIX KHIDKEK U BKIIAJIBINICH B HUX.
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@dopMbI  yKa3aHHBIX KHUT YTBEpXKIAIOTCI MUHUCTEPCTBOM Tpyda U
coumanbHOM 3amuThl Poccuiickon denepamnuu.

39. B npuxoaHo—pacxoaHyI0 KHUTY IO y4eTy OJIAHKOB TPYJOBOM KHIKKHU U
BKJIQJIBIIA B Hee, KOoTopas BeAeTcs Oyxrairepued opraHu3aludud, BHOCSTCS
CBEJICHUSI 000 BCEX ONEpalMsIX, CBS3AHHBIX C IMOJIYYEHHEM M PACXOJI0BAHUEM
0JIaHKOB TPYJOBOM KHID)KKM W BKJIAJIbIIIA B HEE, C YKa3aHUEM CEpUU U HOMepa
Ka)k1oro OJ1aHKa.

B xHure yuera IBWKEHHS TPYIOBBIX KHIKEK W BKJIAABIIICH B HUX, KOTOpAS
BENIETCS KaJAPOBOM CIYXOOW WM JpPYyruM TMOApPA3ACIICHUEM OpTaHHU3aIliH,
oQOpMISIONMIMM TPUEM ¢ YBOJBHEHHE pPAOOTHUKOB, PETHCTPUPYIOTCS BCE
TPYJIOBbIC KHIDKKH, TMPUHATHIE OT paOOTHUKOB MPH TOCTYIUICHMH Ha paboty, a
TaK)X€ TPYIOBBbIC KHIDKKHM M BKJIQJIBIIIN B HUX C yKa3aHHEM CEpHUH W HOMeEpa,
BEIJJaHHBIC PaOOTHUKAM BHOBB.

[Ipu monyyeHUH TPyHOBOM KHUIKKH B CBS3M C YBOJbHEHHEM pPaOOTHUK
PACIUCHIBACTCS B KHUTE y4€Ta JBUXKCHUS TPYIOBBIX KHMKEK U BKIIQJIBIIICH B HUX.

[IpuxogHo—pacxogHass KHHUra MO y4eTy OJaHKOB TPYAOBOM KHIDKKH H
BKJIAJIBIIIA B HEE M KHUTA Y4YeTa ABUKCHUS TPYAOBBIX KHIKEK M BKIIAJBIIICH B HUX
JOJDKHBI ~ OBITH ~ MPOHYMEPOBAHBI, MPOIIHYPOBAHBI, 3aBEPEHBI  MOAMHUCHIO
PYKOBOJMTEIS OpraHU3alliM, a TAaKKE CKPEIUICHBI MeYaThl0 OpraHu3aIuu JI0o
KaJIpOBOM CITy>KObI OpraHu3anuu (Ipy HATMYUU TIEYaTH).

40. bnanky TpyAOBOW KHWKKH M BKJIQJIBIIIA B HEE XPAHITCS B OpraHU3AINH
KaK JOKYMEHTHI CTPOTOM OTUETHOCTH W BBIJAIOTCS JIMITYy, OTBETCTBEHHOMY 3a
BEJICHNE TPYJIOBBIX KHIDKEK, 110 €T0 3asBKE.

[To oOKOHYaHWW KaXJAOTO Mecsma JUI0, OTBETCTBEHHOE 3a BEICHHE
TPYJIOBBIX KHIKEK, 00S3aHO TIPEACTaBUTh B OYXTAJITEPUIO OPraHU3AINHA OTUYET O
HaJIMYUH 0JJAaHKOB TPYJAOBOW KHMKKH W BKJIQJIBIIIA B HEE M O CyMMaX, IMOTYYSHHBIX
3a O(QOpPMJICHHBIE TPYAOBBbIE KHMIKKM W BKJIAQJBIIIN B HHUX, C NPHIOKECHUEM
MPUXOIHOTO OpJiepa Kacchl opranu3anuu. McnopuenHsie pu 3aroTHeHUN OJIaHKU
TPYJIOBOM KHIDKKHM M BKJIAJBIIIA B HEE MOJUICKAT YHUUTONKEHUIO C COCTaBICHHUEM
COOTBETCTBYIOILIETO aKTa.

41. TpynoBbie KHIDKKH U TyOJIUKAThl TPYJOBBIX KHIKEK, HE TMOTYYCHHBIC
pabOTHHKaMU TIpM YBOJBHEHUM JIMOO B Cloydyae CMepTH pabOTHHKA €ro
ONMVKaUIIIMMU POJICTBEHHUKAMU, XPAHATCS 10 BOCTpeOoBaHuUsl y paboToaatens (B
OpraHW3allid WiId Yy (PU3NYECKOTO JUIa, SBJSIOMIECTOCS WHIWBUAYAIbHBIM
NpEeANpPUHAMATEIEM) B COOTBETCTBHM C TPEeOOBAaHMAMH K WX XPAHCHHIO,
YCTaHOBJICHHBIMU 3aKoHoAaTelbcTBOM Poccuiickoit denepanuu 006 apXWBHOM
nene.

42. Paboromarensr 00f3aH IOCTOSHHO HMETh B HAJIMYUKA HEOOXOIUMOE
KOJIMYECTBO OJIAHKOB TPYJIOBOW KHUKKH W BKJIAJIBIIICH B HEE.

VII. OTBETCTBEHHOCTH 3a COOJIFOCHUE
TOPSKA BEACHHUS TPYJIOBBIX KHIDKEK
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43. OTBETCTBEHHOCTh 3a OpPraHM3aIMI0 pabOThl MO BEICHHUIO, XPAHEHHUIO,
yuyeTy W BblJade TPYAOBBIX KHIKEK M BKJIAJbIIIEH B HHUX BO3JaraeTcsi Ha
paboTomarerns.

OTBETCTBEHHOCTh 3a BEICHUE, XPAHEHHUE, YUET U BblJJa4y TPYAOBBIX KHIKEK
HECET  CHEIUAJbHO  YNOJIHOMOYEHHOE  JIMLO, Ha3HA4aeMoe  IPHUKa30M
(pacniopspxkeHreM) paboToaaTers.

3a HapyuieHue Hacrosiero [lopsiika BeneHus, yueTa, XpaHEHUsI U BbLIa4YU
TPYAOBBIX KHUKEK JOJKHOCTHBIE JIMIIA HECYT OTBETCTBEHHOCTh, YCTAHOBJICHHYIO
3aKoHoAaTenbCcTBOM Poccuiickon denepannu.



