PECITYBJIMKA JATECTAH
TJIABA MYHULIMITAJIBHOI'O PAHOHA
«PYTYJIBCKUI PAMOH»

NMOCTAHOBJIEHHE

« 30 » gexabps 2021 r. Ne 2 6 X

06 yreepxaennn [Ipsiika BeJeHHs, y4eTa H XPAHEHUsI TPYAOBBIX KHHKEK
B agMuHucTpannn MP «PyTty/ibckuii paiion»

B cootsercTBuH ¢ [TocTanoBneHrnem MunucrepeTsa Tpyaa Poccuiickoit

®epepanu ot 10 okrsabps 2003 N 69 «O6 yrteepknenun MHCTpykmuy 1o

3aTI0JTHEHHUIO TPY/I0BLIX KHIXKeK» anMuHucTpanus MP «PyTynbsckuii paiton»
IlocTaHoBnsgerT:

Vreepauts Ilpsmox BexeHMs, ydeTa M XpaHCHHs TPYIOBBIX KHHXEK B
anmunucTpaima MP «Pytynbckuii paiion» (Ilpunoxenne ).
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[MpunoxeHue

K IOCTAHOBIICHHUIO AIMHHUCTPAIIMH
MP «PyTyJIbCKHH PAHOH»

ot 30.12.2021 1. Ne

TMpsiioK BeAenusl, y4eTa H XpAHeHHs] TPYAOBBIX KHHKCK B aAMHHHCTPAHH
MP «PyTy/jbcKnil paiion»

I. O0mue nMoJI0KeHHs

1. Hacrosimmii Ilpsmoxk BedeHus, y4dera U XpaHCHUA TPYAOBBIX KHWXKEK B
aIMAHUACTPALlMA MYHHIMIIATLHOTO paioHa (nanee — IlopsAmok) ompeaenser
IOPAZIOK BEJEHNsA, yueTa i XPaHeHHs TPYAOBBIX KHIDKCK I'aBbl aIMUHHACTPALIAN
MYHHI[HTITBHOTO paioHa, MYyHHMIMIANLHBIX CITyXallnX aqmuHucTpau MP
«PyTynbcKuil paifoHy», pabOTHUKOB a/MUHHCTpAllMH MYHHULATAIBHOTO paioHa,
pyKoBozuTenedl MYHMIHIAIbHBIX (Ka3eHHBIX, OMOKETHBIX) yUupexIeHU H
IpeANPHSATHIA, TPYI0BOH JOTrOBOP € KOTOPEIMU 3AKIIOYCH ['naBoi aAMUHHCTPALMH
MP «PyTysbckuii paiion» (fanee — pabOTHUKH).

2. B TpymoByr KHIDKKY BHOCSTCS CBEICHHMA O paboTHUKE, BBIIONHACMOH MM
paboTe, mepeBoJie Ha IPYTyI0 MOCTOSHHYIO paGoTy 1 06 yBOJIBHEHN pabOTHHKA, a
TaKKe OCHOBAHMS IIPEKpAIleHHs TPYA0BOTro J0roBopa 1 CBEACHUA O HarpaxJIeHuu
3a ycrexu B pabore.

B TpyHOBYK KHMJKKY BHOCHTCS COOTBETCTBYHOLIAA 3arnuch O IPHUCBOCHUH
paboTHHKY IEPBOTO UJIM OYEPEHOrO KIacCHOTO HHA (xJ1acca, KaTeropuy | T. I1.).

3. CeeneHus O B3bICKaAHUAX B TPYAOBYHO KHIDKKY He BHOCHATCS, 3a UCKIHOYEHHCM
cliy4aes, Korjaa MUACIATIIMHAPHBIM B3bICKAHHEM SABJIACTCA )’BOHbHBHHe.

4. TpynoBble KHWKKH BeIyTcid Ha rocy/lapCcTBEHHOM  SI3BIKE Poccuiickoi
Menepalyu.

5. Aqmunucrpaius MP «PyTyNbCKHH paioH» (manee — PaGoTonarens) 00s3aH 1O
MMCHbMEHHOMY 3asiBICHHIO pabOTHUKA HE MO3/IHEE TPeX pabouux JHel co JHA €ro
Moja4y BbIAATE PaOOTHHKY KOIHIO TPYAOBOM KHIDKKM WIM 3aBEPCHHYIO B
YCTAaHOBJIEHHOM TOPSJIKE BBIMUCKY U3 TPYAOBOH KHMXKH.

6. HauanpHHKA OT/Ie]1a KaApOoBOi U MyHHIUIAIBHOMN CITy’KObI aIMHICTPALIMH MP
«PyTynbCKMI panoH» (nanee — HadaJIbHUK OTICIA KaJpoB) HaJeNAeTCA
HoJHOMOYHsAMH paboTomaTens IO 0)OpPMIIEHHIO, 3aIIOJIHECHHIO, ~BHECCHHIO
M3MEHEHMIT U JOMOJHEHHH B TPYAOBBIC KHHKKH paGoTHukoB. HaualpHUK OTAENA
KaIpOB HeceT OTBETCTBEHHOCTb 3a YHCT M XpaHeHHE TPYAOBBIX KHMKEK
pabOTHHKOB.



7. PabGorojarens BeAeT TPYAOBble KHIKKH Ha  KOXIOIO paboTHHKA,
npopadoTaBIIEro y HETO CBBIIIE MATH JTHE.

I1. Beaenue TPyAOBbIX KHHIKEK

8. OdopmieHre TpyIOBOH KHIKKA pabOTHHKY, IPHHATOMY Ha paboTy BIEPBEIE,
OCYIIECTBJISETCS HAYaJBHUKOM OT/eNa KaJpoB B MPHUCYTCTBHH paboTHHKA He
II03/IHEE HEASIBHOTO CPOKa CO JHs IpreMa Ha paboTy.

9. B TpyHoByIO KHHXKKY HpH ee O(pOpMIIEHHH BHOCATCS CIIELYIOLIME CBEACHHUA O
paboTHHKE:

a) dbaMunus, UMs, OTYECTBO, JIaTa POKICHHU (4mcIto, Mecsll, TOM) - Ha OCHOBaHUU
T1acropTa WM HHOTO TOKYMEHTA, yJIOCTOBEPSIOLIEro IHTHOCT;

6) obpasoBaHue, mpodeccHs, CHENMAIbHOCTh - Ha OCHOBAaHWH JOKyMCHTOB 00
obpa3oBaHMH, O KBaNMQUKAUM{A HIH HATMYMA CTCLHATBHBIX 3HaHM (TIpH
MOCTYIUICHAH Ha paGoTy, TPEeOYIOIIYIO CNEUHaNbHbIX SHAHWH MK CIIeUaJIbHOM
TIOJITOTOBKH).

10. Bce 3arucH 0 BBINOJIHSIEMOM paboTe, nepeBojie Ha APYTYHO MOCTOSHHYHO pabory,
KBAIM(UKALUK, YBOJIBHEHMH, a TaKXe O HarpaXIaeHHH, IPOU3BEICHHOM
paboToznareneM, BHOCATCA B TPYAOBYIO KHIDKKY Ha OCHOBaHWH COOTBETCTBYIOIICTO
pacropsvkeHus paboTo/iaTelIs He MO3/Hee HeIelbHOro CpOKa, a MPH yBOJIBHEHHH -
B JICHb YBOJIBHEHHS ¥ JIOJKHBI TOYHO COOTBETCTBOBATh TEKCTY PACTIOPSIKCHUAL.

11. Bce 3amucu B TPyI0BOM KHIKKE IPoU3BOAATCS 0e3 KaKHUX-JTH00 COKpallleHNH U
MMEIOT B HpeJIENax COOTBETCTBYIOIIETO pasjiesia CBOH HOPSAAKOBBIA HOMEP.

12. C kaxIoii BHOCHMOIi B TPYIOBYIO KHMKKY 3allUCBIO O BBINOJHAEMON paboTe,
nepeBojie Ha APYryIO IOCTOSHHYIO paboTy M yBOJIbLHEHHH paGoroznatens 00s3aH
03HAaKOMHTb €€ BIAJelbla 0J POCTHCh B €ro JMYHOH KapTouke, B KOTOPOH
TIOBTOPSIETCS 3AIIMCh, BHECEHHAs B TPYIOBYIO KHHKKY.

13. TpymoBasi KHIDKKA 3allOJIHSETCS B IOPA/IKE, YTBEPKAACMOM MHHHCTEPCTBOM
3[[paBOOXpaHEHHs U COIMATbHOIO PA3BUTHUS Poccuiickoii @eliepaliyi.

14. 3anucu B TPYAOBYIO KHMXKKY O NPHYMHAX NPEKPALICHHUS TPYAOBOTO Jlorosopa
BHOCSTCS B TOYHOM COOTBETCTBHU C (DOPMYJIHPOBKAMH Tpynosoro Kojaexca
Poccuiickoit @enepauuy HIIM HHOTO ¢deneparbHOTO 3aKOHA.

15. Ipy nmpekpanieHuy TPYAOBOTO JI0roBOpa 10 OCHOBAHHMM, NpeayCMOTPEHHBIM
crateeit 77 Tpymosoro kojekca Poccumiickoit Penepanmnu (3a HCKIHOYEHHEM

CllyyaeB PACTOP)KEHHs TPYZOBOTO J0TOBOpPA I0 WHUIMATHBE paboTonarens u 1o

06 CTOSTeIHCTBAM, HE 3aBHCSIIMM OT BOJIM CTOPOH (ITyHKTEI 4 u 10 sToii cTaThH)), B
TPYyAOBYIO KHHMI)KKY BHOCHTCHA 3alvCk 06 yBonpHeHHH (TIPeKpalleHud TPpYAOBOIO



JOTOBOpa) CO CCBHUIKOM Ha COOTBETCTBYIOLIWH IYHKT 9YacTH MEpBOH YKa3aHHOH
CTaThU.

16. IIpu pacTopKE€HHH TPYAOBOrO AOrOBOpa IO HMHHULMATHBE paboTomaTelns B
TPYAOBYK) KHHXKKY BHOCHTCS 3alich 00 YBOJBHEHHM (NpEKpalleHUH TPYAOBOIO
JIOTOBOPA) CO CCHUIKOM Ha COOTBETCTRYIOUIMHI MyHKT ctaTthu 81 Tpynosoro konexca
Poccuiickoii Qenepanum.

17. Tlpu npexpaieHHu TPYJOBOr0 JOrOBOpa M0 0OCTOATENBCTBAM, HE 3aBUCAIINM
OT BOJIH CTOPOH, B TPYAOBYIO KHI)KKY BHOCHTCS 3amuch 00 OCHOBaHHSX
IpeKpalleHusi TPYAOBOTO JOrOBOPa CO CCHUIKOH Ha COOTBETCTBYHOIIUN ITyHKT
crars¥ 83 Tpynosoro konekca Poccuiickoit deneparum.

18. Ilpu mpekpalleHHMHd TpPYJOBOIO JOrosopa IO JPYrHM OCHOBaHUSM,
npexycMoTpeHHBIM TpynoBeiM KojekcoM Poccuiickoit Denepanuu WM UHBIMH
¢enepanbHBIMU 3aKOHAMHU, B TPYAOBYIO KHIDKKY BHOCHTCS 3allCh 00 YBOJIBLHEHHH
(MpekpallleHuH TPYAOBOrO JOr0BOpa) CO CChIIKOH Ha COOTBETCTBYIOIIME CTAaThIO,
nyHkT TpymoBoro koxekca Poccuiickoit @enepanun WiIM MHOTO (heaepanslioro
3aKOHa.

19. Tlpu npekpamieHHMd TPYAOBOIO IOroBopa ¢ pabOTHHUKOM, OCY)KICHHBIM B
COOTBETCTBHHU C MPHUTOBOPOM CyZa K JIMIIEHHIO [paBa 3aHUMATEL OIpeJelleHHBIe
NOJKHOCTH HIH 3aHUMATHCS OIPENEeIeHHON AESATEeNbHOCTBIO M HE OTOBIBIIMM
Haka3zaHue, B TPYAOBYIO KHH)KKY BHOCHTCS 3aIllUCh O TOM, Ha KAKOM OCHOBaHHH, Ha
KaKO¥ CPOK M KaKyIo JOJDKHOCTH OH JIMIIEH IIpaBa 3aHUMATh (KaKO# JeATe/IbHOCThIO
JIVIIIeH MpaBa 3aHUMAaThCs ).

20. CBezieHust 0 paboTe 10 COBMECTUTENLCTBY (00 YBONBHEHHU € 3TOH paboTsI) IO
)KEJaHHIO pPabOTHHKA BHOCATCS [0 MECTY OCHOBHOM pabOThl B TPYIOBYIO KHUXKKY
Ha OCHOBaHHH JOKYMEHTA, IOATBEPKIAIOIIEr0 padoTy [0 COBMECTUTEIILCTBY.

21. B TpymoByIO KHHXXKY II0 MeCTy pabOThI TakKe BHOCHTCS C yKa3zaHHEM
COOTBETCTBYIOIIUX TOKYMEHTOB 3alIHCh:

a) 0 BPEMEHHM BOEHHOM CIyKOBI B COOTBETCTBHU ¢ DefepanbHbIM 3aKOHOM «O
BOMHCKOI 0053aHHOCTH M BOSHHO# CIiyxk6e», a TakKe 0 BpeMEHH CIIykO0bl B opraHax
BHYTPEHHHX JeJ, ['0ocyaapcTBeHHOM MPOTHBONOKAPHOH cilyxOe MuHucTepcTBa

Poccuiickoii ®@enepalud IO JellaM IPaXIaHCKOX OOOPOHEI, YpPe3BBIYAHHBIM
CHTYallUsM ¥ JIMKBHAALMH ITOCIEICTBUH CTUXMHMHBIX GeICTBUH, yYpekICHUAX U

OpraHax YroJIOBHO-MCITONHUTENBHOH CHCTEMBI, OpraHax HalOroOBOW IOJIHIIMH,
opragax Mo KOHTDOJIIO 32 000pOTOM HApKOTHYECKHX CPEJCTB H NCHXOTPOIHBIX
BEILECTB M TAMOXEHHBIX OpraHax;

6) 0 BpeMeHM 00y4eHHs Ha KypcaX H B IIKOJIaxX I10 IOBBIIIEHUIO KBaJM(pUKaLuy, 1o
nepexBatuGHUKaILHK U TOJrOTOBKE KaApoB.



22. COOTBETCTBYIOIME 3alliCH, BHECEHHbIC B TPY/IOBYIO KHIDKKY 1L,
0CBOOOKIEHHBIX OT PaboThHI (HOIKHOCTH) B CBSI3M C HE3aKOHHBIM OCYXKIEHUEM
G0 OTCTPAaHEHHBIX OT JOJDKHOCTH B CBA3H C HE3aKOHHBIM NpUBJIEYEHUEM
K YTOJIOBHOM OTBETCTBEHHOCTH, yCTaHOBIIEHHBIMH COOTBETCTBEHHO
OIpaBaaTelIbHbIM IPHUTOBOPOM aubo TOCTaHOBIEHHEM (OIpeleNneHUueM) O
MpEKpallleHH: YrOJIOBHOrO Jiena 3a OTCYTCTBUCM COOBITHA TIPECTYIUICHHUS, 3a
OTCYTCTBMEM B JSSHHM COCTaBa MPECTYIUICHUS HIM 33 HCNOKa3saHHOCTBIO HX
yuacTHs B COBEpUICHUWM TIPECTYIUICHUs, NPH3HAIOTCS HeIelCTBUTEIbHBIMH.
Pa6oTonarens MO MHUCHMEHHOMY 3asBIEHHIO pabOTHHKA BbIIAET €My JyOmuKat
TPY/OBOH KHWKKA Oe3 3anucH, NpU3HAHHOH HepedictBuTenbHOM. JlyOmiakar
TPYZOBO#l KHMJKKM BBIJ@ETCS YKa3aHHBIM JIMIAM B TOPAIKE, yCTaHOBICHHOM
nacrosmuMi [lonoxeHueMm.

23. IIpy BOCCTAaHOBIEHHH B YCTaHOBJIEHHOM IOPAJKE HENPEPHIBHOIO TPYA0BOIO
CTaxa B TPYJOBYIO KHIDKKY paOOTHHKa BHOCUTCA IIO IIOCIIEHEMY MECTY paboTsl
3aMMCh O BOCCTAHOBJIEHMM HENPEPHIBHOIO TPYAOBOrO CTaXa C YyKasaHUEM
COOTBETCTBYIOLIETO JOKYMEHTA.

24. B TpyNOBYIO KHIDKKYy BHOCATCS CICAYIOIIHE CBENEHHA O HArpKICHUH
(moopeHn ) 3a TPYA0BbIC 3aCIIyTH:

a) 0 HarpaXIEHWH FOCYIapCTBCHHBIMH HarpajaMu, B TOM YHCIIC O MPUCBOCHHH
roCyJapCTBEHHBIX IIOYETHBIX 3BaHUi, Ha OCHOBAHUH COOTBETCTBYIOIIMX yKa3OB U
WHBIX pELICHUHA,

6) 0 HarpaXIeHWH IOYETHHIMA IPaMOTaMH, NPHCBOCHHH 3BaHUI W HArpaKICHUH
HAarpy[AHBIMH 3HAKaMmy, 3HAYKaMH{, MUIUIOMAMHM, [OYETHBIMM TpaMOTaMH,
NPOM3BOJUMOM paboTOAATEIAMMU;

B) O JpyrMX BHAax [OOWIPEHUs, MNPEeTyCMOTPEHHBIX 3aKOHONATEILCTEOM
Poccuiickoii ®enepaiyii, a TaKXKe KOJUICKTMBHBIMHM JIOTOBODAMM, IpaBHIaMH
BHYTPEHHETO TPY/O0BOrO Paclops/ika, yCTaBaMH U TOTIOKEHUSIMHU O JIUCIIHUILITHHE.

25. 3ampcH O MPeMHUSX, NPeILyCMOTPEHHBIX CHCTEMO¥H OIIAThI TPYIA HIIH
BBLIIJIAYMBAEMBIX HA PETYIISPHON OCHOBE, B TPY/0BbIE KHIKKH HE BHOCATCH.

I11. BHecenne H3MeHeHHIl B HCTIPABJICHHH B TPYI10BYI0 KHHIKKY.

Jly6mKaT TPYAOBO# KHHKKH

26. MizmeHeHue 3amnuceil 0 paMUIINK, UMEHH, OTYECTBE U IaT€ POXKICHHA, 8 TAKKE
06 o0paszoBaHuM, MpodecCHHd U CHEUHATBHOCTH paGOTHHUKA IPOU3BOJUTCA
paborojareneM IO MOCIEIHEMY MECTY paboTel HAa OCHOBaHUM IACIOPTA,
CBHETEILCTBA O POXIEHHH, O Opake, O pacTOpPKCHHH O6paka, 06 HM3MEHECHHH
damMuTAK, UMEHH, OTIECTBA M IPYTUX JOKYMEHTOB.



27. B ciiyuae BEIABICHHS HEIPABUILHON MM HETOUHOH 3aIIMCH B TPYAOBO# KHIUKKE
MCTIPABJICHHE €€ MPOU3BOJUTCA IO MECTY paboTsl, rae Oblia BHeCeHa
COOTBETCTBYIOIIas 3amuch, MO0 paborozaresieM 10 HOBOMY MECTY paboThl Ha
OCHOBaHUM OGMUIMATBHOIO JOKYMEHTa paboTojaTelns, MOMYCTHBIIETO OLIMOKY.
PaGoTonarens 06s13aH B ATOM Cllyyae OKa3aTh pabOTHHKY IIPH €ro oOpalleHHH
Heo0XO0IUMYIO ITIOMOIIIb.

28. Eciii opranusaiys, KoTopas IIpor3Beiia HENPaBHIbHYO HIIM HETOYHYO 3aIKCh,
peopraHu30BaHa, HCIPaBlIeHHE TPOU3BOJIUTCS € IMPaBONPEEMHUKOM, a B CiryHae
NTMKBHJALMA OpraHW3aluu - paboTojareneM IO HOBOMY MECTy palbOThI Ha
OCHOBaHHMM COOTBETCTBYIOILETO JOKYMEHTA.

Eciy HenpaBuibHas WM HETOYHAs 3aIHCh B TPYJOBOM KHIKKE NPOM3BENECHA
paboTomaresieM -  (QU3MYECKHMM  JIAIOM,  SBIISIOIIMMCS HHIAHBHYANbIBIM
[IpepUHAUMATEIIEM, U JEeATEIbHOCTh €r0 NPEKpalleHa B yCTaHOBJICHHOM MOpsi/IKe,
WCTIpaBlIeHWE TPOW3BOAUTCS paboTomareneM II0 HOBOMY MECTY paboThl Ha
OCHOBAaHHMH COOTBETCTBYIOILETO JOKYMEHTA.

29. cripaBieHHbIE CBe/IeHHs JOJDKHBI [TOJTHOCTBIO COOTBETCTBOBATE IOKYMEHTY, Ha
OCHOBaHMH KOTOPOTO OHH OBLIM MCHPAaBJIEHbI. B ciiydae yTpaThl TAKOT0 TOKyMEHTa
60 HECOOTBETCTBUS €ro (paKTUYEeCKH BBINOJHsABIIeiics pabore HCIpaBieHNe
cBeleHHM O paboTe NpPOU3BOJUTCA HA OCHOBAaHUM JPYTHX JOKYMEHTOB,
TOTBEPKAAIOIIUX BBINIOJHEHUE paboT, He yKa3aHHBIX B TPY/0BOH KHHXKKE.

CBumerenbCcKHe IIOKa3aHHS He MOIYT CIYXKHUTh OCHOBAaHUEM [l HCIPaBICHHA
BHECEHHBIX paHee 3aluceH, 3a HUCKIIOYEHUEM 3ariceil, B OTHOIIEHUH KOTODPBIX
uMeeTcsl CyneOHOoe pelleHHe, a TakkKe Clydaes, MPedyCMOTPEHHBIX IyHKTOM 34
Hactosmux IIpaBuir.

30. B pa3znenax TpyAOBOH KHIKKH, COJEPKAIINX CBEJACHUS O paboTe WU CBEEHHS
0 HarpaK[ACHWW, 3ayepKUBaHME HETOYHBIX HIM HETPaBUIBHBIX 3andceil He

JIOIYCKaeTCs.

M3MeHeHue 3armicell TPOM3BOANTCS IyTeM NPU3HAHMs WX HeNeHCTBHUTEIBHBIMU U
BHECEHHS [TPABUIIBHBIX 3aIIHCEH.

B TakoM e ITOpsIKe TIPOU3BOAUTCS H3MEHEHHE 3aMUCH 00 YBOJILHEHHH paboTHuka
(mepeBojie Ha APYryI0 NOCTOSHHYHO paboTy) B CIy4ae TPH3HAHHA YBOJILHCHM:
(repeBojia) HE3aKOHHBIM.

31. JIuno, yTpaTHBLIEE TPYAOBYIO KHUKKY, 0053aHO HEMETICHHO 3aj4BUTD 00 3TOM
paGoTONATENIO IO IIOCTICTHEMY MECTY paboTsL. PaGoTomaTtens BbliaeT pabOTHHKY
HAyOIMKaT TPYNOBO# KHIXKKM He mosaHee 15 nHell co MHS momadyd pabOTHHKOM
3asiBJICHHS.



32. Ilpu odopmieHun myOmMKaTa TPY/I0BOM KHIDKKH, OCYIIECTBIICMOM B
COOTBETCTBHH ¢ HacTosammMHU [IpaBuiiamu, B HEro BHOCATCA.

a) cBeIcHHs 06 oOmeM U (MH) HENPEpPHIBHOM CTaXe paboThI paboTHHKa M0
IOCTYIJIEHUs K JaHHOMY paboToareiio, MOATBEPKAECHHOM COOTBETCTBYIOIIMMHU
JIOKyMEHTaMu,

6) ceemenust 0 paGore M HarpaxIeHUH (moomuipeHun), KOTOPble BHOCHUINCH B
TPYZOBYIO KHIDKKY 10 IIOCIEJHEMY MECTY paOOThL

O6mmit crask paboThl 3alUCHIBAETCS CyMMapHO, TO €CTh YKashbIBAacTCH obmree
KOJIMYECTBO JIeT, MECALEB, AHel paboTsl 6e3 yTouHeHHs paboTonarels, NepHosoB
paGoThI U JODKHOCTEH pabOTHHKA.

EcIii JOKYMEHTBI, Ha OCHOBAHHU KOTOPBIX BHOCHIIUCE 3aIIMCHU B TPYIOBYIO KHIDKKY,
HE COIepXKaT TONHBIX CBelieHHH o paboTe B NpPOLLIOM, B AyOMUKaT TPYAOBOH
KHIKKH BHOCSTCS TOJIBKO MMEIOIHECs B 3THX JJOKYMEHTaX CBEICHU.

33. Ilpyu HAIUYHK B TPYAOBON KHIDKKE 3aIlMCH 00 YBOJIbHEHUH HIIH MEPEBOJE HA
ApyTyIo paboTy, IPU3HAHHON HeJIeHCTBUTEEHOM, pabGOTHHUKY I10 €r0 MMCbMEHHOMY
3asBJICHHIO BBIIAETCS 110 MIOCIEIHEMY MECTY paboThl JyOmMKaT TPy A0BOH KHHKKHY,
B KOTOPBI MEPEHOCATCS BCe MPOM3BEACHHBIC B TPYIOBOH KHIDKKE 3alUCH, 3a
HCKJIFOYEHUEM 3allHCH, IPU3HAHHON HeeHCTBUTENBHOM.

TpynoBast KHWXKKa 0QOPMISLETCS B YCTAHOBIEHHOM TOPS/IKE W BO3BPAILACTCAH €e
BJIAJIETIBILY.

B TakoM e IOpsAKe BbIaeTcs MyOIMKaT TPYAOBOH KHIDKKH, €CIIM TPyHOBad
KHHKKA (BKIIa/(bIIT) IPUILIA B HETOAHOCTS (00ropena, nopsaHa, HCraiKana i T. m.).

34, IIpu MaccoBoil yTpare pafoTonareneM TPYIOBBIX KHIKEK pabOTHHUKOB B
pe3ynbTaTe  UpPE3BBIYAMHBIX ~ CHUTyarldi (sKonormdeckHe H  TEXHOTCHHBIE
KaTacTpoQbl, CTHXWiHBIE O€ACTBHA, MacCOBBIC OecriopsAAkd M JIpyrue
ypesBBUaiiHble  OOCTOSTENBCTBA) — TPYAOBOM — CTX  OTHX pabOTHHKOB
yCTAHABJIMBAETCS KOMHCCHEN MO YCTaHOBJICHUIO CTaka, cO3/1aBaeMoOil OpraHaMu
MCIIOTHUTEIbHOM BiacTH cyonekToB Poccuiickou denepauuu. B cocras TaKkou
KOMHCCHH BKJIIOUAIOTCS NPEJCTaBUTENU paboTonarene, Npopcor30B MM HHEIX
YIIOJIHOMOYEHHBIX PaGOTHHKAMH MNpPeJCTaBUTENBHBIX OPraHoB, a TaKKe ApYIiX
3aMHTEpPECOBAHHBIX OPraHH3alUM.

YcranosiieHue (akra paboThl, CBEACHUH 0 npodeccuu (JOHKHOCTH) U MEPUOIaX
paboTel y JaHHOTO paboToAaTeNs OCYIIECTBIACTCA KoMHCcHeHl Ha OCHOBaHHUHU

JJOKYMEHTOB, MMEIOIINXCS y PabOTHHKA (cnpaBka, IPOQ)COO3HBIA OHIIET, yIeTHAs

KapTouKa 4eHa mpo¢coro3a, paceTHas KHIDKKa U T. 1.), a B ClIy4ae UX OTCYTCTBHA
- HA OCHOBAHHWM IIOKa3aHW ABYX M Gojee cBHUAeTesICH, 3HAIOMIMX paGoTHHKaA 110
COBMECTHOH C HAM A€ATeIBHOCTH Y OIHOTO paboToaTels il B OJIHOW CHCTEME.



Eciu paboOTHHK [0 MOCTYIUICHHS K IaHHOMY paboTofaTeN0 yXKE paborau,
KOMECCHS [IPUHAMAET MepHI K MONY4eHHUI0 JOKYMEHTOB, MOATBEPKIAIONUX STOT

daxkr.

[To pesynsTaTam pabOThl KOMHCCHM COCTABJISETCS aKT, B KOTOPOM YKa3bIBAIOTCA
nepuoBl pabotel, mpodeccHs (JOKHOCTE) M HPOAODKUTENLHOCTE TPYAOBOTO
cTaxka paboTHHKA.

PaGoromarens Ha OCHOBAaHMM aKTa KOMMCCHH BbINACT paboTHHKY AyOMuKatT
TPYJOBOM KHHXKHU.

B cioydae ecnd JOKYMEHTBl HE COXPaHWIHCh, CTax paboTel, B TOM HYHCIe
YCTAaHOBJIEHHBIA Ha OCHOBAaHMM CBHICTEJIBCKHX NOKa3aHUH, MOXKeT ObITh
TOJTBEPXKIEH B CyA€OHOM MOpPALIKE.

IV. Boigaua TPYAOBOii KHHXKKH NpPH YBOJIbHEHHH (MpeKpalleHnH TPYA0BOIro
JA0TrOBOpAa)

35. IIpu yBonbHeHNH pabOTHHKA (MPeKpaIeHHH TPYI0BOr0 JIOrOBOpa) BCE 3alIlNCH,
BHECEHHBIE B €r0 TPYAOBYIO KHIDKKY 32 BpeMs paboTsl y JaHHOIO paboTozarens,
3aBepAIOTCS TOANMCHI0 paboTojarenst MIM JIMLA, OTBETCTBEHHOTO 3a BE/ICHHUC
TPYNOBBIX KHIKEK, [IeUaThi0 paboToAaTeNs M IOAIHCEIO0 CaMoro paboTHHKa (3a
MCKJIIOYEHIEM CITy4aeB, yKa3aHHBIX B IlyHKTe 36 HACTOSIIEro ITopsinka).

Pa6oromaTens 06s13aH BbIIATh pAaOOTHUKY B JIEHb YBOJBHEHHS (mocneaHUN IEHb
paboTEI) ero TPYAOBYIO KHHKKY C BHECEHHOH B HEE 3alIHCBIO 00 YBOJIbHEHHH.

[Ipu 3amepXKe Bbla4d PabOTHUKY TPYHOBOM KHMKKHM 0 BHHE paboroznarens,
BHECCHMH B TPYJAOBYKO KHIDKKY HENPaBHIbHOH MIM HE COOTBETCTBYIOILEH
dbenepansHOMy 3aKOHY (OPMYITHPOBKM TNPHYMHBL  yBOJIBHEHH paboTHHKA
paboTozaTens 00s3aH BO3MECTUTh PaOOTHUKY HE MOTy4eHHBIH UM 33 BCE BpeMA
3ajiepXKKu 3apaboTok. JlHeM yBonbHEHHs (IPEKpalleHUs TPYA0BOro JI0OTOBOpa) B
3TOM CJTydae CIUTAETCs AEHb BBIIAYH TPYJOBOH KHIKKH. O HOBOM JTHE YBOIIbHEHHUS
paboTHHKa (MPeKpaIleHHH TPYA0BOTO JOroBOpa) M3/1aeTCsl IPUKa3 (pacnopshKedne)
paboToziaTens, a TakKe BHOCHTCS 3aMHCh B TPYAOBYIO KHIDKKY. Panee BHeceHHad
3aIMICh O JHE YBOJIbHEHHS TPU3HACTCA HelelCTBUTEIBEHON B TOPSAJKE,

YCTaHOBJICHHOM HaCTOAIHMMHA HpaBI/IJ'IaMH.

36. B ciydae eciu B J€Hb yBOJbHEHHs pabOTHHKa (mpekpaleHHs TPYAOBOIO
JIOroBOpa) BBIATh TPYNOBYIO KHIDKKY HEBO3MOXHO B CBISH C OTCYTCTBHEM
paboTHKKa 1HOO €ro OTKa30M OT IOJyHEHHUA TPYAOBOIl KHIKKA Ha PYKH,
paGoTojaTens HapaBsaeT paboTHUKY yBeIOMJICHHE O HEOOXOMMOCTH ABUTHC 34
TpyaOBOi KHIKKOM TGO 1aTh COrTIache Ha OTHPABICHUE €€ IO noute. [Tepecblika
Tpy/I0BOM KHIDKKH IOYTOH IO yKasaHHOMY pabOTHUKOM aJpecy JOIyCKaeTcs
TOJIBKO C €ro COIIacHs.



Co HS HAIpaBIIEHUs YKa3aHHOTO yBEIOMIEHUs paboTofaTeNlh ocBoOOXIaeTCs 0T
OTBETCTBEHHOCTH 34 3aJIePIKKy Bbl1aql paOOTHHKY TPY/I0BOH KHIDKKH.

37. B ciyyae cMmeptu pabOTHHMKA Tpy/lOBas KHIDKKA IOCJI€ BHECEHHMA B HEC
COOTBETCTRYIOLIEH 3aIUCHU O PEKPAIIEH!H TPYI0BOT0 IOTOBOPA BBIAAETCS HA PYKH
OJHOMY K3 €ro pPOJACTBEHHHMKOB IOJ| PACHUCKY WIM BBICBIIAETCH IO TOYTE MO
MHCbMEHHOMY 3asBJICHHIO OJTHOTO U3 POJCTBEHHHKOB.

V. Bkaaasiml B TPYAOBYI0 KHHIKKY

38. B ciny4ae ecid B TPYyAOBOH KHHM)KKE 3allOJHEHbl BCE CTPaHMIIBI OJHOTO M3
pasjielioB, B TPYJAOBYIO KHIKKY BIIMBAeTCs BKJIAJBIII, KOTOPBIH odopMiserca u
BejieTcs paboToaTelIeM B TOM XKe MOPSAAKE, 4TO H TPYyAOBas KHMKKA.

Bxiageiiu 6e3 TpyIoBOI KHIDKKH HeJeHCTBUTEIICH.

39. Ilpm BhIHayYe KaXXIOro BKJIAAbIIa B TPYAOBOM KHMXKKE CTABUTCS IITAMII C
HaAmuchio "Beiian BKIaAb" U yKa3plBaeTCs CEPUs U HOMEP BKJIa/IbllIa.

V1. Yuyer u xpaHeHHe TPYAOBbIX KHHKEK

40. C uenpro ydyeTa TPYOOBBIX KHH)KEK, @ TaKke OJaHKOB TPYJOBOM KHHIKKU U
BKJIAJbIIlIA B Hee, y paboTojaTeseil BeayTCs:

a) MPUXOJHO-PACXOHAS KHUTA 110 y4eTy OJIaHKOB TPYJOBOH KHMXKKM M BKJIaJIBIIIA
B Hee. Popma Kuuru yrBepxaena [Ipunoxennem Nel k HacTosamemy ITopsanaky;

0) KHUra yueTa JABMXXEHUS TPYAOBBIX KHIDKEK M BKiajpimeid B HuX. @opma Kuuru
yreepxkaeHa [Ipunoxenuem Ne 2 x HacrosieMy ITopsaky;

41. B mpUXOAHO-PACXORHYIO KHHUTY IO Yy4yeTy OJaHKOB TPYIOBOW KHIDKKH H
BKJIaJbIllla B HEC, KOTOpaﬂ BEAETCA OTACIIOM K_E_lg]QOB a,E[MHHIrICTpaIIPIH, BHOCATCHA
cBelleHUs 000 BCeX OIepalusaX, CBI3aHHBIX C IOJIyYEHMEM U PacxoJ0BaHHEM
GJIAHKOB TPYJOBO# KHIKKM M BKJIaJbIa B HEE, C yKa3aHHEM Cepuu M HOMepa
Kaxxgoro OJiaHka.

B KHure yuyera IBIKEHUS TPYLOBBIX KHI)KEK U BKIIAMBIIIEH B HUX, KOTOPas BEAETCA
HAYAIEHIKOM OTIeNa KaapoB, o(GOPMISIONIAM PHEM U YBOIbHEHHE Pa0OTHHKOB,
PETHCTPUPYIOTCS BCE TPYJOBbIE KHWXKKH, MPHHATBIC OT paOOTHUKOB IIpH
MOCTYIUIEHHM Ha paboTy, a Takxke TPYJOBbl€ KHWXKH U BKIaJIBIIH B HHX C
yKa3aHHEM CepPUH ¥ HOMEpA, BbIJaHHbIE PAOOTHUKAM BHOBb.

[lpy NONyYyEeHMH TPYAOBOM KHIWKKM B CBA3HM C YBOJIbHCHHCM paboOTHHK
pacruchiBaeTCs B IMYHOH KapTOYKe H B KHUT€ y4€Ta JBHKEHHUS TPYAOBBIX KHIDKEK
W BKJIJBIIIEH B HUX.



TIpUXO/HO-pAacX0/iHask KHATA [0 y4eTy OIaHKOB TPYAOBOU KHIKKA M BKIJIA/IbIIIa B
Hee ¥ KHHTA y4eTa JIBMKEHHUS TPY/I0BBIX KHIDKEK M BKJIJ(BIIEH B HUX TOJDKHbI OBITH
IPOHYMEPOBaHbI, MPOIIHYPOBAHEI, 3aBEPEHbI MOJNUCHI0 HayajgbHUKA OTIAENA
KaJpOB M [1e4YaThio.

42. BiasKy TPYAOBOM KHIDKKM M BKIIAZblIa B HEE XPaHATCS B OPraHU3allii Kak
JOKYMEHTBI CTPOTOM OTHETHOCTH M BBIJAIOTCS HAYAIBHUKY OTHENa KaJpoB,
OTBETCTBEHHOMY 3a BeJleHUEe TPY/JIOBBIX KHHIKEK, 10 €T0 3asBKE.

43. TpynoBble KHIXKKA M AYONHKaTbl TPYAOBBIX KHHXEK, HE IIOJy4YCHHbIC
paGOTHMKaMH TIpH YyBOJIbHEHHMH JIMOO B ciydae cMepTH paboTHHKa €ro
GMKaNIIIME POACTBEHHHKAMH, XPaHATCS A0 BocTpeOoBaHUs y paboroxareins (B
OpraHM3alMd WIH Yy (U3HYECKOro Jinia, SBIAIOIIETOCH HHIWBHAYaJIbHBIM
MpeAnpUHUMAaTeNIeM) B COOTBETCTBUM C TpeOOBaHMSAMM K WX XPaHEHMIO,
YCTAHOBJIEHHBIME 3aKOHOJaTenbcTBOM Poccuiickoit ®enmepamuu 00 apXHBHOM
Jene.

44, PaboTomaTtesb 0043aH NOCTOSHHO UMETH B HAJIMYHH HEOOXO0AMMOE KOJIMYECTBO
OJaHKOB TPYAOBOM KHIKKH M BKJIAJIBIIIEH B Hee.

45, Ipu BBIgaue paGOTHUKY TPYIOBOH KHIKKM M BKIAJbIIA B Hee, paboTonareinb
B3MMAaET C HEro IUIaTy, pasMep KOTOPOH ONpeAelieH pa3MepoM pacxXxoJoB Ha HX
npuoOpeTeHne, 3a UCKIIOYEHUEM CIIy4acB:

- MaccoBOM yTpaTsl paboToarenieM TPYAOBBIX KHIKEK PaOOTHHKOB B pe3yJIbTare
Ype3BbIYAHBIX CUTYaLIHH;

- HENPABUJIBHOTO TIEPBUYHOTO 3aII0IHEHUS TPY/0BOM KHIKKH U BKJIA/IBIIIA B Hee;
- IIOpYH TPYAOBOI KHHXKKH He TI0 BUHE pabOTHHKA.

46. XpaHeHue TPYJOBBIX KHMKEK PaOOTHHKOB OCYLIECTBIIACTCS B HECIOPaEMOM
mkady (cefide) oTaena Kagpos aAMUHHCTPALMH.

VII. OTBeTCTBEHHOCTH 32 CO0MI0AeHHE MOPAAKA BeAeHHs TPYAOBBIX KHHKEK

46. OTBETCTBEHHOCTh 33 OpPraHHU3alMIO paboThl IO BEACHHUIO, XpaHEHHUIO, YUETY H
BBIZ[aUe TPY/IOBBIX KHIDKEK U BKIIAIBIIIEH B HUX BO3JIaraeTcs Ha paborozarers.

OTBETCTBEHHOCTbD 34 BEJICHHE, XpaHeHHE, YUET U BbljIady TPYIOBbIX KHMIKEK HECET
CHIELMATBHO YIIOJTHOMOYEHHOE JIMLO, Ha3Ha4aeMoe MPUKa3oM (pacmopsikeHHeM)

paboTonarens.

3a HapymieHHe YCTaHOBJICHHOTo Hacrosmero Ilomoxenus BeneHusd, y4deTa,
XpaHEHHss M BBIAA4H TPYAOBBIX KHIXKEK JODKHOCTHBIE JIHIA  HECYT
OTBETCTBEHHOCTD, YCTaHOBIECHHYIO 3aKOHOIaTebcTBOM Poccuiickoi denepanum.



