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ITPOEKT

MUHUCTEPCTBO TPYJIA M COLUAJILHOM 3AIIUTHI
POCCHUICKOI ®EJEPALIUU

INPUKA3
O NNOPAIKE BEAEHUSA U XPAHEHUS TPYJ1OBbIX KHUXEK
B cootBercTBuM ¢ myHkTOM 5.2.114 Ilonoxenuss o MuHucrepcTBe Tpyaa u
couuanbHOM 3amuThl Poccuiickon denepanuu, yrBEPKIACHHOIO ITOCTAHOBICHUEM
[TpaButensctBa Poccuiickoit deneparuu ot 19 utons 2012 r. Ne 610 (Cobpanue

3aKkoHoaaTeascTBa Poccuiickoit denepanmu, 2012, Ne 26, ct. 3528), mpukas3biBao:
Y1Bepauth [Topsiok BeIeHUS U XpaHEHUS TPYAOBBIX KHUKEK.

Munuctp M.A. Tonunuu
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ITPOEKT

Iopsaok BeaeHUs1 M XpaHEHHUsT TPYAOBBIX KHUKEK
. O0u1ue monoKeHus

1. TpynoBass KHUXKKa SIBJIIETCSI OCHOBHBIM JOKYMEHTOM O TPYAOBOM
NEATETLHOCTH U TPYJIOBOM CTa)kKe paOOTHHKA.

2. PaboTonarens (3a HCKIIOUEHHEM paboTonaTened — (PU3NUecKux Juil, He
SBJISIIOIIUXCS MHIMBUAYATbHBIMU TIPEANIPUHUMATEIISIMI) BEICT TPYI0BbI€ KHIXKKHU
Ha Ka)XXJ0ro pabOTHHKA, MPOPadOTABIIETO Y HETO CBBIIIE MATH JHEH, eciii padoTa y
JTAHHOTO pabOoTOATENs SIBISETCS i1 paOOTHUKA OCHOBHOM.

PaGoTtonarens — ¢uzuUeckoe JHIO, SBISIIOUUNACS HWHAUBUAYATbHBIM
peanpuHUMaTeseM, 00s13aH BECTU TPY/IOBbIE KHUKKH Ha KaXJOTO paOOTHHUKA B
MOPsJIKE, YCTAaHOBIEHHOM TpyaoBbIM KojekcoM Poccuiickoit @enepaunv 1 UHBIMU
HOPMATUBHBIMU ITpaBOBbIMHU aKkTamu Poccuiickon denepanuu.

PabGoTtonarens — ¢uzuveckoe IUIO, HE SBISIOMUNACS WHIUBUAYATbHBIM
NpEANPUHUMATENIEM, HE UMEET MpaBa MPOU3BOJNUTH 3AMMCH B TPYAOBBIX KHUKKAX
pabOTHUKOB M OQOPMIIATH TPYJIOBbIE KHUXKKH pPaOOTHUKAM, MPUHUMAEMbIM Ha
paboTy BHEPBBHIE.

3. B TpynoByr0 KHMKKY BHOCSATCSI CBEACHHUS O pAOOTHHKE, BHITIOTHICMON UM
paboTe, mepeBojie Ha APYTYIO MOCTOSIHHYIO paboTy ¥ 00 YBOJIbHEHUHU PaOOTHHKA, a
TAKYK€ OCHOBAHMS MPEKPAILECHUS TPYJOBOTO JOTOBOPA U CBEJICHUS O HATPAXKIAECHUU
3a ycIiexu B padoTe.

4., CmeneHusi O B3BICKAHUSAX B TPYAOBYIO KHUXKKY HE BHOCATCS, 3a
UCKJIIFOYEHHUEM  CIIy4aeB, KOIrJa JUCLHMIUIMHAPHBIM  B3BICKAHUEM  SIBJISIETCS
YBOJIbHEHHE.

5. TpynoBble KHMXKKH BEAYTCS Ha TOCYJAapCTBEHHOM si3blke Poccuiickoii
deneparnuu, a Ha TEPPUTOPUM pecnyOauKH B cocTaBe Poccuiickoit deneparuu,
YCTaHOBUBIIIEH CBOW TOCYHApCTBEHHBIA SI3BIK, OGOPMIICHHUE TPYIOBBIX KHIKEK
MOKET HAPSAAY C TOCYIAapCTBEHHBIM s13bIKOM Poccuiickon denepannu BECTUCH U Ha
rOCYJIapCTBEHHOM SI3BIKE TOU PECITYOJIHKH.

6. PaGoTonarens 00s13aH 110 MMCHbMEHHOMY 3asIBJICHUIO pa0OTHHKA HE TIO3/[HEE
Tpex pabodyux JHEW CO JHS €ro MoJayM BbIIATh PAOOTHUKY KOIHIO TPYJIOBOM
KHWKKA WJIM 3aBEPEHHYI0 B YCTAaHOBJIEHHOM IIOPSIKE BBIMUCKY W3 TPYJI0BOH
KHUKKH.

II. Benenne TpynoBBIX KHUKEK
7. OdopmieHne TPyAOBOM KHUKKH pPaOOTHUKY, MPUHATOMY Ha paboTy

BIIEPBBIE, OCYIIECTBISIETCS paboToAaTeNIeM B IPUCYTCTBUHM PaOOTHUKA HE TTO3THEE
HEJENBHOTO CPOKa CO JHS MpHemMa Ha padoTy.
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8. B Tpy10BYy10 KHUXKY TP €€ 0(POPMIICHUH BHOCSTCS CIIEIYIOIINE CBEICHUS
0 pabOTHHUKE:

a) damuaus, UM, OTYECTBO, JaTa POXKIAEHUS (YUCIIO, MECHI, roj) — Ha
OCHOBAHUWH MMACTIOPTA WM UHOTO IOKYMEHTA, YIOCTOBEPSAIOUIETO JUYHOCTD;

0) oOpa3oBaHue, npodeccusi, CrenuaIbHOCTh — Ha OCHOBAHHUH JJOKYMEHTOB
00 oOpa3oBaHuHU, O KBaIU(UKAIMK WIM HAJIUYMKM CHEIUATIbHBIX 3HAHUU (TIpH
MOCTYIJICHUW Ha paboTy, TPEOYIONIyIO CIENUadbHbIX 3HAHWN WA CIICHATbHON
MIOJITOTOBKH ).

9. Bce 3amucu 0 BBITIONHAEMOM paboTe, MepeBoie Ha APYTYI0 MOCTOSHHYIO
paboTy, KBaM(UKAIIMU, YBOJbHEHUH, a TAKXKE O HArpaKICHUH, MPOU3BEICHHOM
paboroaaresneM, BHOCATCA B TPYIOBYIO KHMKKY HA OCHOBAHHH COOTBETCTBYIOLIETO
npukasa (pacnopsbkeHus) paboTojaTeNsi He MO3/IHEE HENETbHOIo CpoKa, a MpH
YBOJIBHEHHH — B JE€Hb YBOJBHEHHS U JOJLKHBI TOYHO COOTBETCTBOBATH TEKCTY
npuKasa (pacropsKeHuUs ).

10. Bce 3amucu B TPYIOBOM KHHXKKE IPOU3BOAATCA 0€3 KaKux—JIn0Oo
COKpalIEHUH U UMEIOT B MPEAEIIaX COOTBETCTBYIOUIETO pa3/ieia CBOU MOPSAKOBBIN
HOMED.

11. TpynoBas KHIKKa 3amloJIHAETCS B COOTBETCTBUU C HACTOSIIUM
[Topsiakom.

12. 3anucu B TPYMOBYIO KHIKKY O MPUYMHAX IMPEKPAICHUS TPYIOBOTO
JIOTOBOPAa BHOCSATCS B TOYHOM COOTBETCTBUHM C (hopmysmpoBkamu TpynoBOro
Kojiekca Poccuiickoit deaepaiuy uiau HHOTO (peepaibHOro 3aKOHA.

13. TIlpm mpekpaimieHud TPYAOBOTO JOTOBOpa IO  OCHOBAHMSM,
npenycMOTpeHHbIM cTatheil 77 TpynoBoro koaekca Poccuiickoit @enepaunn (3a
UCKIIFOUEHUEM CJIy4aeB pacCTOPXKEHUS TPYyAOBOrO JOTrOBOpa IO HMHHUIIMATHBE
paboToaaresns u 1o 0OCTOSITEIbCTBAM, HE 3aBUCAIIUM OT BOJIM CTOPOH (ITYHKTHI 4 U
10 aTOif cTaThu)), B TPYJAOBYIO KHIKKY BHOCUTCA 3alUCh 00 YBOJbHEHUU
(mpekpallieHu TPYJIOBOTO JOTOBOPA) CO CCHUIKOM Ha COOTBETCTBYIOIIUN ITyHKT
YaCTH MEPBOM YKA3aHHOMU CTAaThH.

14. Tlpu pacTop>KeHUH TPYIOBOTO JOTOBOPA MO UHUITUATHUBE pabOTOIaTeNs B
TPYJIOBYIO KHIKKY BHOCHUTCS 3alHCh 00 YBOJbHEHUHU (TPEKpPAIICHUU TPYIOBOTO
JIOTOBOPA) CO CCHUIKOM HA COOTBETCTBYIONINM MyHKT cTaThu 81 TpyaoBoro kojekca
Poccuiickon denepanum.

15. Tlpu mnpekpailleHuH TPYAOBOTO JOrOBOpa IO OOCTOSITENIHCTBAM, HE
3aBUCSIIUM OT BOJIM CTOPOH, B TPYJOBYIO KHI)KKY BHOCUTCS 3aMCh 00 OCHOBAHUSX
MpEeKpalieHusi TPYJOBOTO JOTOBOPA CO CCBHUIKOW HAa COOTBETCTBYIOIIMWA MYHKT
cratbk 83 Tpynosoro konekca Poccuiickonn denepanuu.

16. Ilpu mnpekpamieHUH TPYJOBOTO JOTOBOpa MO APYTMM OCHOBAHUSIM,
MPEIyCMOTPEeHHBIM TpynoBeiM KoaekcoM Poccuiickort denepaunu WM UHBIMU
dbeneparbHBIMU 3aKOHAMH, B TPYJAOBYIO KHIKKY BHOCUTCS 3aITUCh 00 YBOJIbHCHHH
(mpekpalleHnn TpyJI0BOrO JOTOBOPA) CO CCHUIKOM Ha COOTBETCTBYIOLIME CTATHIO,
nyHKT TpyaoBoro konekca Poccuiickoit denepannu mwid MHOTO (eaepatbHOro
3aKOHA.
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17. Ilpu npexpallileHuu TPyAOBOIO JOTOBOpa ¢ paOOTHUKOM, OCYXJACHHBIM B
COOTBETCTBUM C IPUIOBOPOM CyZa K JIMIICHHWIO IIPaBa 3aHUMAThb OIPEIECICHHBIC
JOJDKHOCTU WJIM 3aHHUMAThCSl ONPENEICHHON JEATENbHOCThI0O U HE OTOBIBIIMM
HaKa3aHue, B TPYJAOBYIO KHWKKY BHOCHTCS 3alIUCh O TOM, Ha KAKOM OCHOBaHHNH, Ha
KaKOW CPOK U KaKyto JOJDKHOCTh OH JIMIIEH IIPaBa 3aHUMATh (KaKOH e TEIbHOCTBIO
JIMILIEH TpaBa 3aHUMATHCS).

18. Csegenust 0 paboTe MO COBMECTHTEIHCTBY (00 YBOJIBHEHHHM C STOU
paboThl) MO JKENaHUI0 pPA0OTHUKA BHOCATCA 1O MECTy OCHOBHOM paloOTHI B
TPYAOBYIO KHUXKY Ha OCHOBAaHMHU JOKYMEHTA, MOJATBEP)KIAIOLIET0 paboTy Mo
COBMECTUTENBCTBY.

19. B TpynoBy0 KHHXKKY MO MeCTy pabOThl TakK€ BHOCHUTCS C YKa3aHHUEM
COOTBETCTBYIOIIUX JOKYMEHTOB 3aIUCh:

a) 0 BpPEMEHHU BOEHHOM CITy>KObI B cOOTBETCTBUU ¢ DeniepanabHbIM 3aKOHOM «O
BOMHCKOM 00513aHHOCTH U BOEHHOM CI1y>k0e», a TaK)Ke 0 BpEMEHHU CIIy>KObI B OpraHax
BHYTPEHHUX JeJ, ['ocynapcTBeHHON NPOTUBONOXKAapHOU ciyxOe MuHucrepcTBa
Poccuiickoit ®enepanuu 1o jAeliaM TpakJIaHCKOW OOOPOHBI, Ype3BbIYAMHBIM
CUTYyallUsIM M JIMKBUJAIMH TOCJIEICTBUI CTUXUMHBIX OCICTBUN, YUPEKACHUIX U
opraHax YroJIOBHO—HCIIOJHUTEIBHOW CHCTEMBI, OpraHax HaJIOrOBOW IOJULMH,
OpraHax Mo KOHTpPOJIO 32 000pOTOM HAapKOTHUECKHUX CPEICTB M ICHUXOTPOIHBIX
BEILECTB U TAMO>KEHHBIX OPTraHaX;

0) o0 BpeMeHM OOy4YeHUss Ha Kypcax M B IIKOJaX IO MOBBIIICHUIO
KBIM(PUKALIMH, IO NepeKBaTU(UKALIMN U TOATOTOBKE KaJpOB.

20. CoOTBETCTBYIOIIME 3alCH, BHECEHHBIE B TPYIOBYIO KHIDKKY JIHII,
OCBOOOKJICHHBIX OT PabOThl (OJDKHOCTH) B CBSI3M C HE3AKOHHBIM OCYXKJICHHUEM
JM00 OTCTPAHEHHBIX OT JIOJDKHOCTU B CBSI3M C HE3AKOHHBIM IPHUBJICUYCHHUEM K
YTOJIOBHOM OTBETCTBEHHOCTH, YCTAHOBJIEHHBIMHA COOTBETCTBEHHO OIIPABAATEIILHBIM
IPUTOBOPOM JIMOO MOCTAHOBJICHHEM (OIIpEIETICHUEM) O IPEKPAILIEHUH YTOJIOBHOTO
Jiesia 32 OTCYTCTBHEM COOBITHUS MPECTYIUIEHUS, 32 OTCYTCTBUEM B JIESIHUM COCTaBa
NPECTYIIEHUS WITU 32 HEJOKA3aHHOCTBIO UX YYaCTHUs B COBEPIICHUH IPECTYILIIEHUS,
NPU3HAIOTCS HEAEHUCTBUTENbHBIMU. PaboTonarenb MO MUCbMEHHOMY 3asiBJICHHUIO
paOoOTHHKA BbIAAET eMy IyOiHMKaT TPYAOBOM KHIDKKM O€3 3amucu, MpU3HAHHOU
HezelcTBuTenbHOM. [{yOnukar Tpy1oBOM KHMXKKM BBIAAETCS YKa3aHHBIM JIMIAM B
COOTBETCTBUM C HacTosuM [lopsinkom.

B TpynoBbie KHUXKKH JIMLI, OTOBIBIIMX UCIIPABUTEIbHBIE pA0OTHI 0€3 JTUILIECHUS
CBOOO/IbI, BHOCUTCSI 110 MECTY pabOThl 3allMCh O TOM, YTO BpeMsi pabOThl B 3TOT
IIEPUOJI HE 3aCUUTBHIBACTCS B HENPEPBIBHBIN TPYAOBOW CTaX. YKa3aHHAas 3alucCh
BHOCUTCSI B TPYJOBBbIE€ KHIKKM MO OKOHYaHMM (PAKTHUECKOTO CpOKa OTOBITHS
HaKa3aHUsl, KOTOPbIN YCTaHABIIMBAETCS MO CIIpaBKaM OPraHOB BHYTPEHHUX JIETI.

[Ipu yBOJIBHEHUU OCYXKIEHHOTO C pabOThl B YCTAHOBJICHHOM MOpSAKE U
MOCTYIUIEHUU €r0 Ha HOBOE MECTO pabOThl COOTBETCTBYIOIINE 3aMKUCH BHOCSTCS B
TPYAOBYIO KHUKKY B TOW OpraHu3allii, B KOTOPYIO OH ObUT IPUHAT WM HAIIPaBJICH.

21. Ilpm BOCCTaHOBIEHHUM B YCTAHOBJICHHOM TIOPSAKE HEMPEPHIBHOTO
TPYAOBOI'O CTa)Ka B TPYAOBYIO KHUKKY paOOTHHKA BHOCUTCS T10 MOCJIETHEMY MECTY
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paboThI 3alUCh O BOCCTAHOBJIEHUH HENPEPHIBHOTO TPYJOBOIO CTaXKa C YKa3aHUEM
COOTBETCTBYIOIIETO JJOKYMEHTA.

22. B TpyIOBYIO KHUXKY BHOCSTCS CIIEAYIOLIME CBEICHUS O HArPaKICHUU
(moo1peHnn) 3a TPYAOBbIE 3aCITyTH:

a) O HarpaXJEHUM TOCYAApCTBEHHBIMM Harpajgamy, B TOM 4YHUCIE O
OPUCBOCHUU  TIOCYAAPCTBEHHBIX  IOYETHBIX  3BaHUM, HA  OCHOBAaHUU
COOTBETCTBYIOIINX YKA30B U MUHBIX PELICHUM;

0) O HarpaXAeHUWM TOYETHHIMU TpPaMOTaMH, TPUCBOCHUH 3BaHUNA WU
HarpaXJ€HUU HarpyJHbIMM 3HAaKaMH, 3HAYKaMH, JUIUIOMaMH, IIOYETHBIMU
rpaMOTaMH, TPOU3BOIUMOM PabOTOATENIAMU;

B) O JIPYruX BUJAX MOOUIPEHHS, MPETYCMOTPEHHBIX 3aKOHOJATEIbCTBOM
Poccniickonn ®enepanuu, a TakkKe KOJUIEKTMBHBIMU JOTOBOPaMH, INpaBUIaAMU
BHYTPEHHETO TPYAOBOI'0 pacrops/iKa, yCTaBaMH U MTOJIOKEHUSMH O TUCLUILINHE.

23. 3anucu o MpeMusx, MpeIyCMOTPEHHBIX CUCTEMOW OIUIaThl TpyJa WU
BBIIUIAYMBAEMBIX Ha PETYJIIPHON OCHOBE, B TPYJOBBIE KHUKKH HE BHOCSTCS.

III. BHeceHne U3MEHEHUH U UCTIPABIICHUI
B TPYJOBYIO KHIDKKY. JlyOiuKaT Tpy10BOM KHUKKA

24. 3meHeHue 3anuceil o pamMunum, UMEHHU, OTUYECTBE U JaTe POXKICHUS, a
Takxke 00 00pa3zoBaHuM, TPOPECCHUU U CNEIUATBFHOCTH PAOOTHUKA MPOU3BOIUTCS
paboTomaTeneM MO TMOCIETHEMY MECTy paboThl Ha OCHOBAaHHWU TACIOPTa,
CBUJICTEJILCTBA O POXKACHUU, O Opake, O pacTOp>KEHHH Opaka, 00 HU3MEHEHUU
dbamum, UMEHH, OTYECTBA U IPYTUX JOKYMEHTOB.

25. B ciiydae BBISBIICHUS! HEMTPABIIIBHON MJIM HETOYHOMW 3aMUCH B TPYIOBOM
KHIWKKE HUCIpaBJIEHUE €€ MPOM3BOAUTCA MO MECTy paloThl, rje Obljja BHECEHA
COOTBETCTBYIOIAS 3aMKCh, JTHOO paboTopaTesieM MO HOBOMY MeECTy pabOThl Ha
OCHOBAaHHMH OQUIMATBHOTO JOKYMEHTa padoTo/aTess, JOMYCTUBIIErO OIIUOKY.
PaGoTtonmaTens 00si3aH B ATOM Cily4yae OKa3aTh PaOOTHUKY MPU €ro OOpalieHuu
HEO0OXOIMMYIO TIOMOIIIb.

26. Ecnu opranuzanmsi, KoTopasi por3BeNia HeMPABWIBHYIO WM HETOYHYIO
3aIliCh, PEOPraHU30BaHa, UCIIPABICHUE MTPOU3BOIUTCS €€ MPABOMPEEMHUKOM, a B
cllydae JIMKBUAAIMHA OpraHu3aIui — paboToaaTesieM 0 HOBOMY MECTY paboThI Ha
OCHOBaHUM COOTBETCTBYIOIIETO TOKYMEHTA.

Ecnu HenmpaBuibHas WM HETOYHAS 3aMKCh B TPYAOBOM KHIDKKE IPOM3BEICHA
pabotonmateneM — (QHUIUYECKUM JIMIIOM, SIBJISIFOIIMMCS —HWHIWBUYaJTbHBIM
IpeanpUHUMATEIEM, U ACITeITFHOCTD €ro MpeKpalieHa B yCTAHOBICHHOM MOPSIJIKE,
UCTIpaBIIEHUE TPOU3BOIUTCS paboTofaTesieM IO HOBOMY MeECTy palOThl Ha
OCHOBAaHUH COOTBETCTBYIOUIETO TOKYMEHTA.

27. UcnpaBneHHbIE CBEIEHUS JOJDKHBI TMOJHOCTbIO COOTBETCTBOBATH
JIOKYMEHTY, Ha OCHOBAaHHMM KOTOPOTO OHHM OBLIM HCIIpaBiieHbl. B ciydae yTpaTs
TaKOT0 IOKyMEHTa MO0 HECOOTBETCTBUS €r0 (DaKTUUECKU BBIMOIHSIBIIEHCS padoTe
UCIpPABICHUE CBEAEHUM O paboTe MNPOU3BOAUTCA HA OCHOBAaHUM APYTUX
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JIOKYMEHTOB, MOATBEP>KJAIOIIMX BBIMOJIHEHUE PabOT, HE YKa3aHHBIX B TPYIOBOM
KHIKKE.

CBuzeTenbCcKue TMOKa3aHUs HE MOTYT CIYXUTh OCHOBaHUEM JJId
UCITpaBJICHUS] BHECEHHBIX paHee 3alHCeid, 32 UCKIIOYEHUEM 3alucei, B OTHOLUICHU U
KOTOPBIX HMMEETCSl CyAeOHOe pEelIeHHe, a TaKXKe CIy4yaeB, MPeayCMOTPEHHBIX
nyHKkToM 32 Hactositiero [lopsaka.

28. B paszmenax TpymoBOW KHWXKH, COJEPKAIIUX CBEACHHUS O pabOTe WU
CBEJCHUS O HArPKICHHH, 3a4CpKHUBAHNE HETOUHBIX WM HEMPAaBUIBHBIX 3aIUCEH
HE JIOMyCKaeTcH.

N3menenne  3ammcedl  TPOW3BOAMWTCS ~ TyTeM  TPU3HAHUA  HX
HEJICHCTBUTEILHBIMI M BHECCHUS TIPABUIIHHBIX 3aITHCEH.

B Takom xe mopsake MPOM3BOAMTCA M3MEHEHHUE 3amucu 00 yBOJIbHEHUU
paboTHuKa (TIepeBO/i€ Ha JPYTYyH0 MOCTOSIHHYIO paboTy) B cllydae NpHU3HAHUSA
YBOJIbHEHHUS (TI€pEBO/Ia) HE3AKOHHBIM.

29. Jluno, yTpatuBIiee TPYI0BYIO KHUXKKY, 003aHO HEMEJICHHO 3asiBUTH 00
3TOM paboToAaTeNto MO MOoclIeqHEMY MecTy paloTel. PaboTomaTtens Bblnaer
pabOTHUKY AyOJIUKAT TPYJOBOM KHIDKKM HE Mo3AHee 15 JgHed co AHS mojadu
PaOOTHUKOM 3asIBJICHUS.

30. IIpu odopmieHun ayOonMkKaTa TPYJAOBOM KHUKKH, OCYIIECTBISIEMOM B
COOTBETCTBHUH ¢ HacTosmuM [lopsigkom, B HETO BHOCSTCS:

a) cBefieHUs1 00 o01IEeM U (KMJTK) HETPEPHIBHOM CTa)e padoThl pabOTHUKA J10
MOCTYIUICHUSI K JaHHOMY paboToJaTelNto, MOATBEPKIECHHOM COOTBETCTBYIOIIUMU
JIOKyMEHTaMU;

0) cBefeHUs 0 pabOTE M HArpaKJaeHUH (ITOOIIPEHUH ), KOTOPbIE BHOCHIINCH B
TPYAOBYIO KHIDKKY TIO TTOCIIEAHEMY MECTY PaOOTHI.

OO6mmii cTaxk pabOThI 3aITUCHIBAETCSI CyMMapHO, TO €CTh YKa3bIBaeTCs 00IIIee
KOJIMYECTBO JIET, MECSIeB, JHEH paboThl 0e3 yToOuHeHUs paboToaaTes, epPHoIOB
paboThI M TOJDKHOCTEHN pabOTHHKA.

Ecnu mokyMeHThI, HA OCHOBaHUU KOTOPBIX BHOCHIIUCH 3AITUCH B TPYJIOBYIO
KHIDKKY, HE COJIep)KaT MOJHBIX CBEJCHHM O paboTe B MPOILLIOM, B JYyOJHKAT
TPYOBOM KHMKKH BHOCSTCS TOJIBKO UMEIOIIHUECS B 3TUX JJOKYMEHTAX CBEJICHUS.

31. Ilpu Hanu4KK B TPYIOBOM KHUKKE 3aMMUCH 00 YBOJIbBHEHUH WM TIEPEBOJIE
Ha Jpyryro paloTy, MPU3HAHHOW HENEHUCTBUTENbHON, pabOTHUKY IO €ro
MUCHPMEHHOMY 3asBJICHUIO BBIIACTCS MO TOCIEIHEMY MECTy paboThl IyOJIuKar
TPYAOBOM KHMXKKH, B KOTOPBIM IEPEHOCATCS BCE NPOU3BEIACHHBIE B TPYIOBOU
KHIKKE 3aIIMCH, 3a UCKIIFOYEHUEM 3aIMCH, TPU3HAHHOW HEJIEMCTBUTEIIBLHOM.

TpynoBas kHMXKa 0GOPMITSIETCSI B YCTAaHOBICHHOM TIOPSKE U BO3BPAIIAETCS
ee BJIaJIeTbILy.

B Takom e nopsike BeiaeTCs IyOJIMKAT TPYIOBOM KHUKKH, €CITH TPY10Bast
KHIDKKA (BKJIQBIIT) MMPUIILIA B HETOIHOCTH (00TOpeIa, mopBaHa, UCIIavyKaHa v T.11.).

32. IIpu maccoBoii yTpaTe paboTomareneM TPYJOBBIX KHIKEK PAOOTHHUKOB B
pe3ynbTaTe UYpEe3BBIYAWHBIX CHUTyalud  (IKOJIOTHYECKHE W  TEXHOTCHHBIC
KatacTpo(bl, CTUXHUIIHBIE O€ICTBUA, MAacCOBble OCECHOPSAAKM W  Jpyrue
ype3BblUaiiHble  OOCTOSITENbCTBA)  TPYAOBOM  CTaX  3TUX  pabOTHUKOB
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YCTAHABJIMBACTCSI KOMHUCCHUEN MO YCTAaHOBJICHUIO CTa)ka, CO3/IaBa€MOU OpraHaMu
WCIIOJHUTENILHOM BllacTU CyOBeKkTOB Poccuiickoit ®denepanun. B cocraB Takoi
KOMHCCHHU BKJIFOYAIOTCS MPEJCTaBUTENN paboToaTesiei, mpodcoro30B UM MHBIX
YIOJITHOMOUYEHHBIX PAaOOTHUKAMM MPEJICTABUTEIBHBIX OPraHOB, a TaKXKe JPYTHX
3aMHTEPECOBAHHBIX OpPraHU3alIHil.

YcranoBienue ¢akra paboThl, CBeACHUN O mpodeccuu (IOJKHOCTH) U
nepuosiax paboThl y MMaHHOTO pabOTOHATENsl OCYIIECTBISETCS KOMHCCHEH Ha
OCHOBAaHHWH JIOKYMEHTOB, MMCIOIMXCA y paboTHWKA (cmpaBka, TPO(COIO3HBIM
owteT, ydeTHast KapTouka WieHa mpodcoro3a, pacueTHasi KHMKKA U T.11.), a B ClIydae
UX OTCYTCTBHSI — Ha OCHOBAHUU TMOKa3aHUU JABYX U 0ojiee CBUAETENCH, 3HAIOIINUX
pabOTHUKA 10 COBMECTHOW C HUM JCSTEILHOCTH y OJHOTO paboTomaTessl Wi B
OJTHON CHUCTEME.

Ecnau paGoTHUK 10 MOCTYIUICHUS K JaHHOMY paboTojaTeso yke padoTal,
KOMUCCHS IPUHUMAET MEPhI K MOJTYUYCHHUIO JOKYMEHTOB, MOATBEPKIAIOIINX 3TOT
Gbakr.

ITo pesyapraram pabOTBl KOMHCCHH COCTaBIISICTCS aKT, B KOTOPOM
YKa3bIBAOTCS MEPUOJIBI paboTHI, TIpodeccus (OMKHOCTL) U MPOAOIKUTEIBHOCTD
TPYJOBOTO CTaka paOOTHHUKA.

PaGoronaTens Ha OCHOBAaHMM aKTa KOMHCCHHU BbIJIaeT PaOOTHUKY AyOJuKaT
TPYAOBOM KHUKKHU.

B ciyuyae ecnu JOKyYMEHTBI HE COXPaHUJIMCH, CTaXX PaOdOThI, B TOM YHUCIIE
YCTAHOBJICHHBIA HAa OCHOBAaHUU CBUJCTEIBCKUX TOKA3aHUN, MOXET ObITh
MOATBEPKIEH B Cy/1€0HOM MOPSIKE.

V. Beinaua Tpy10BOil KHUKKHU MPU YBOJIbHEHUU
(mpekpalleHuy TPYJI0BOTO JI0TOBOPA)

33. [Ipu yBonbHEeHMH paOOTHHKA (MIPEKPAIICHUH TPYAOBOTO JIOTOBOpa) BCE
3alliCH, BHECEHHbIE B €ro TPYAOBYIO KHIXKKY 3a BpeMsi pabOThl y JaHHOTO
paboToaTes, 3aBepsIFOTCS MOANKUCHI0 Pa0OTOAATENS MITH JIUIA, OTBETCTBEHHOTO 3
BEJICHHE TPYJOBBIX KHMKEK, I€YaThI0 OpraHU3aliy (Ie4aThio KaApOBOU CIykObI)
(MpY HANMMYKU TI€YATH) U MOJIUCHI0 CAMOT0 pabOTHHKA (32 UCKITIOYEHUEM CITyYaeB,
yKa3aHHbBIX B TyHKTe 34 Hacrosimero [Topsaka).

Eciu TtpynoBas KHWXKKa 3aloNHsJIaCh Ha TOCYJApPCTBEHHOM  SI3bIKE
Poccuiickoit denepaiun 1 Ha TOCYAapCTBEHHOM SI3BIKE PECIyOJIMKHM B COCTaBE
Poccuiickoit @enepaiuu, 3aBepstoTcs: 00a TEKCTA.

PaboTonarens 00s13aH BbIIATh PAOOTHUKY B JI€Hb YBOJBHEHUS (TOCIEAHUMA
JIeHb pabO0ThI) €ro TPYAOBYIO KHMKKY C BHECEHHOM B HEE 3aMHUChI0 00 YBOJIHLHEHUHU.

[Ipu 3amepxkke BbAaud paOOTHUKY TPYAOBOM KHIDKKH TIO BHHE
paboronarenss, BHECEHMHM B TPYAOBYIO KHIKKY HENPaBWIBHOM WM HE
COOTBETCTBYIOLIEH (heJiepaabHOMYy 3aKOHY (POPMYTUPOBKH MPUYMHBI YBOJIbHEHUS
paboTHHKa paboToaTens 00s13aH BO3MECTUTh paOOTHUKY HE MOJTYYEHHBIN UM 32 BCE
BpeMsl 3aJepKKU 3apaboToK. JlHEeM yBoIbHEHHS (IPEKpalIeHUs TPYAOBOTO
JIOTOBOPA) B 3TOM CIIy4ae CYUTAETCS JE€Hb BbIIaYU TPYIO0BOM KHMKKH. O HOBOM JIHE
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YBOJIbHEHHUSI pabOTHHMKA (TMPEKpalIeHUH TPYJOBOrO JOTOBOpPA) M3AACTCA MPHUKa3
(pacmopspkeHne) paboToaaresns, a TakKe BHOCUTCS 3alUCh B TPYAOBYIO KHIKKY.
Panee BHeceHHast 3amuch O JHE YBOJIbHEHHUS NPU3HACTCS HEIACHCTBUTEIHLHON
coryacHo Hacrosimemy llopsiaky.

34. B citydae ecnu B IeHb YBOJIbHEHUS! paOOTHHKA (IIpEeKpalleHus TPYA0BOTO
JIOTOBOpPA) BBIAATh TPYAOBYIO KHH)KKY HEBO3MOXKHO B CBSI3H C OTCYTCTBHEM
paboTHHKa JIMOO €ro OTKa3oM OT IMOJY4YEHUs TPYJOBOM KHWKKH Ha PYKH,
paboTosaTesb HanpaBisieT pa0OTHUKY YBEAOMIIEHHE O HEOOXOIUMOCTH SIBUThCA 32
TPYZOBOM KHIXKOW MO0 JaTh coriiacue Ha OTIIpaBlieHHe ee 1o noure. [lepecbuika
TPYAOBOM KHIDKKH IOYTOM MO yKa3aHHOMY PabOOTHHUKOM aJipecy OMyCKaeTcs
TOJIBKO C €0 COTJIacHs.

Co nHA HampaBleHUS  yKa3aHHOTO  yBeJOMJIEHHA  paboTojaarenb
0CBOOOXKAAETCA OT OTBETCTBEHHOCTH 3a 3aJI€P’KKY BblAauu pabOTHUKY TPyAOBOMH
KHUKKU.

35. B ciiyyae cMepTH paOOTHUKA TPYJOBasi KHMKKA IOCJIE BHECEHUS B HEe
COOTBETCTBYIOLLEH 3allMCH O MPEKPAIIEHUU TPYIOBOTO J0IOBOPA BBIJAETCS HA PYKH
OJTHOMY M3 €ro POJICTBEHHUKOB IIOJI PAaCHUCKy WJIM BBICBUIAETCS MO MOYTE IO
NUCHbMEHHOMY 3asIBJICHUIO OJJTHOTO U3 POJICTBEHHUKOB.

V. Bkiagpi B TpyAOBYIO KHUKKY

36. B ciryuae ecnm B Tpy1OBOM KHIIKKE 3aIIOJTHEHBI BCE CTPAHUIIBI OJTHOTO U3
pa3aenoB, B TPYAOBYIO KHMKKY BIIWBAETCS BKJIAJBIII, KOTOPHIH O(OpMIISETCS U
BeJIeTCsl paboToIaTeIeM B TOM K€ TIOPSAKE, UTO U TPYAOBAasi KHIKKA.

Bxrazapin 6e3 TpyA0BOM KHYKKU HEACHCTBUTEINEH.

37. Ilpu BIIau€ Ka)KJ0T0 BKJIAJBINIA B TPYIOBOM KHUYKKE CTABUTCS IITAMII C
HAAMUCHIO «BbIIaH BKIIABII U yKA3bIBAETCS CEpUsl 1 HOMEP BKJIAJIBIIIA.

VI. Yuer u XpaHeHue TpyJI0BbIX KHUKEK

38. C nenplo y4era TpyAOBBIX KHIDKEK, a TaKKe OJJAHKOB TPYJAOBOM KHUKKH
Y BKJIaJbIIIA B HEe, Y paboToaTeneil BeayTCs:

a) TPUXOJHO—PACXOJHAs KHUTA IO y4yeTy OJIAHKOB TPYAOBOM KHIDKKH W
BKJIAJIBIIIA B HEE,

0) KHUTA y4eTa IBUKEHUS TPYAOBBIX KHUKEK U BKJIAJIBIIICH B HUX.

@dopMbl  yKa3aHHBIX KHUT yTBEpXKIaloTcsi MHUHUCTEPCTBOM Tpylda U
coumranbHOM 3amuThl Poccuiickon denepamnuu.

39. B npuxogHo—pacxoAHy0 KHUTY IO y4eTy OJIAaHKOB TPYAOBOM KHMXKHA U
BKJIAJIBIIIA B HEE, KOTOpas BeAeTcs Oyxrairepued oOpraHu3aiuu, BHOCSTCS
CBEJIEHUSI 000 BCEX OMEpalMsIX, CBSI3AHHBIX C TMOIYYECHHEM M PACXOJIOBAHHEM
0JIAaHKOB TPYAOBOW KHMKKM M BKJIAQJIbIIIA B HEE, C yKAa3aHUEM CEpUM U HOMEpa
Ka)kKJI0ro 0JaHKa.

B kHure yyera IBUKEHUS TPYIOBBIX KHUXKEK U BKJIAJbIIICH B HUX, KOTOpas
BENIETCS KaJApPOBOM CIYXOOW WM JPYruM TMOApA3ACIICHUEM OpTaHHU3aIlnH,
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O0(QOPMIISIOIIUM MPUEM U YBOJIbHEHHE PAOOTHUKOB, PETUCTPUPYIOTCS BCE TPYAOBBIE
KHIDKKH, TPUHSATBIE OT pPAOOTHUKOB IMPHU MOCTYIUIEHHHM HAa paldoTy, a TaKke
TPYIOBBIE KHUKKH M BKJIAJIBIIIM B HUX C YKa3aHUEM CEpUHM M HOMEPA, BbIJTaHHbBIC
pabOTHHUKAM BHOBb.

[Ipu monyyeHUH TPyHOBOM KHUKKH B CBS3M C YBOJbHEHHEM DPaOOTHUK
pPacIKChIBAETCSA B KHATE y4eTa IBUKEHHUS TPYAOBBIX KHUKEK U BKJIAJIBIIIEH B HUX.

[IpuxogHo—pacxogHas KHHTAa TO Yy4YeTy OJaHKOB TPYJAOBOM KHIDKKH H
BKJIa/IbIIIIA B HEE U KHUTA YUYeTa JIBHXKCHUS TPYIOBBIX KHIKEK U BKJIJIBIIIECH B HUX
JOJDKHBL ~ OBITh  IIPOHYMEPOBAHbI, IMPOIIHYPOBAHbI, 3aBEPEHBI  IMOJIUCHIO
PYKOBOJIUTENSI OPraHHW3allid, a TAKKE CKPEIUICHBI IMeYaThI0 OpPTaHU3AIMH JHOO
KaJpOBOM CTy>KObl Opranu3anu (Mpy HAJIMYUHU [€YaTH).

40. bnanku TpyAOBOM KHWKKH M BKJIQJIBIIIA B HEE XPAHITCS B OpraHU3AINH
KaK JOKYMEHTbl CTPOTOM OTYETHOCTH W BBLAAIOTCS JIMIlY, OTBETCTBEHHOMY 3a
BEJICHUE TPYJOBBIX KHUKEK, IO €T0 3asiBKE.

[To oxkOHYaHUM KaKI0T0 MECSIA JIMI0, OTBETCTBEHHOE 3a BEJICHUE TPYIOBBIX
KHIDKEK, 00s3aHO TPEJICTABUTh B OYXTaJITEPUIO OPraHHU3allMd OTYET O HATUYUU
OJIaHKOB TPYJIOBOM KHWXKHM W BKJIAJbIIIA B HEE M O CyMMax, MOJYYEHHBIX 3a
oQOopMJICHHBIE TpPYJOBbIE KHIDKKM W BKJIQIBIIKA B HHUX, C HPHIOKECHUEM
MPUXOHOTO OpJiepa KacChl opranu3anuu. McnopueHHbie mpu 3aM0JIHEHUH OJIaHKH
TPYJOBOM KHUKKU W BKJIQJBIINIA B HEE MOJICKAT YHUYTOKEHHUIO C COCTABICHUEM
COOTBETCTBYIOIIIETO aKTa.

41. TpynoBble KHUXKKH M JyOJIMKAThl TPYJIOBBIX KHIXKEK, HE TMOJYYEHHbIC
pabOTHUKaMU TIpM  YBOJbHEHHHM JIMOO B ClOy4ae CMEpPTH pabOTHHUKA €ro
OJIMKaUIIMMU POJCTBEHHUKAMU, XPaHATCA 0 BOCTpeOoBaHusl y paboTtonarens (B
OpraHu3ald WIA Yy (PU3NUECKOro JMla, SBISIOMIETOCS WHAUBUYaTbHBIM
MpeANnpuHUMATeIeM) B COOTBETCTBUM C TpPeOOBAaHUAMH K HX XPAHEHHIO,
YCTAaHOBJICHHBIMHM 3aKOHOAaTeIbCTBOM Poccuiickoit denepanuu 00 apXUBHOM
nene.

42. PaGoromarenb 00s3aH IOCTOSHHO HMETh B HAIWYUU HEOOXOIMMOE
KOJIMYECTBO OJIAHKOB TPYJOBOM KHUKKU W BKJIAJIBIIICH B HEE.

VII. OTBETCTBEHHOCTD 3a COOJIFOAEHUE
TIOpsIJIKa BEACHUS TPYAOBBIX KHUKEK

43. OTBETCTBEHHOCTh 3a OpPraHU3aIldI0 padOThl MO BEICHUIO, XPAHECHHIO,
ydeTy ¥ BbIJJady€ TPYAOBBIX KHWKEK W BKIAJBIIICH B HUX BO3jJaraercs Ha
paboToarerns.

OTBETCTBEHHOCTH 3a BEJICHHUE, XPAHCHHUE, YUET U BBIJAYy TPYIOBBIX KHHUKEK
HECeT  CHEHaJbHO  YMOJHOMOYEHHOE  JIMIO, Ha3HauaeMoe  IPUKa30M
(pacriopspkeHHEM) paboToaaTENS.

3a Hapymienue Hacrosiuero [lopsinka BeneHus, yueTa, XpaHeHUsI U BbIIa4YH
TPYJIOBBIX KHUKEK TOJDKHOCTHBIC JIUIIA HECYT OTBETCTBEHHOCTh, YCTAHOBIICHHYIO
3aKkoHoAaTenbCcTBOM Poccuiickon denepannn.



