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NOJOXEHHE
0 REJTEHUM W XPAHEHUHM TPYIOBBIX KHHKEK COTPY IHUKOB

MYHUIIMIIATHHOTO OBIIEOBPA3OBATEJIBHOI'O VUPEXJAEHHS
«ILJIAXHHCKASI OCHOBHAS OBIIEOBPA3OBATEJIBHAS IIKOJIA
um.A.B. AJIEKCAHAPOBA» MYHHUIIHTIAJIBHOTO OBPA3OBAHKNA -

3AXAPOBCKHN MYHRI{HIIAJIbHBIN PANCH PASAHCKOM ORIACTH

1. OHmue nonoxeHus

1.1 Hactosmee Tlonoxenne pa3paGoTaHO B COOTBETCTBHH €O cTaTheil 66 Tpynosoro koaekca
Poccuiickoii ®enepauuu Tlpasurenscrsa Poccuiickoii ®enepainu, Ha ocHobe [IpaBun Benenus u
XpAHCHWS TPYAOBBIX KHHKEK, M3rorTopiesid OnanxoB TpyHOBOH Kuwixxy ¥ ofecneueHus umu
paboToaateneii, yrBepxaeHHbIX noctanosrieHuem [pasutenscrea PO ot 16 anpens2003 rona Ne225.

1.2. Hacrofinee MoJOXKEHUE YCTaHABJIMBACT MOPAJOK BEICHHS M XPAHEHHUS TPYIOBBIX KHHXKEK
COTPYIHHKOB MYyHHLHNAmbHOTO obimeoOpasosatensHoro yupexaenns «linaxusckas QO
uM.A.B. Anckcannposay — MysuuunansHore cfpazopanug-3axapoRckMR MyHMIMDANbHBIA DaiOH
Ps3anckoii obnactu(nanee - Llkona).

1.3. TpynoBas KHKKKA SBJIAETCSA OCHOBHBIM JOKYMEHTOM O TPY/I0BO#M JEATELHOCTH H TPYI0BOM
craxe pabOTHHKA.

1.4. Tupexrop LlIkombi 06s3aH BECTH TPYAOBYIO KHHKKY Ha KaXIOrO pabOTHHKA, NpopaboTasiuero s
Oprauv3alyy CBLULE NATH Juel, ecnu paboTa B mKone SRiSeTCs M1s pabOTHHKA OCHOBHOMH.

1.5. B Tpynonyio KUIDKKY BHOCITCY cRefieHus o naboTHUKE, BBITIOIHAEMON UM paboTe, nepeBo/ie Ha
JPYTYIO MOCTOSHHYIO paboTy ¥ 00 yBOJIbHEHHH PabOTHHKA, @ TAK)KE OCHOBAHHS NPEKPALICHHS
TPYI0BOTO JOTOBOPA M CBEAEHUA O HarPaKACHHH 32 yCNeXH B padore.

1.6. CBenenns 0 B3BICKAHHAX B TPYAOBYIO KHH)KKY HE BHOCATCH, 34 UCKIOYECHHEM CITyHacs, KOTha
JMCUMTTUHADHKIM BIRICKAHUEM ABIAETCSA YBOJIbHEHHE.

1.7. TpvnoBkie KHWKKH BEYTCS HA FOCY1apCTBEHHOM s3bIke Poccniickoii Qenepaiii - pyCccKoM.



1.8. lupextop mIkosbl 00s3aH MO MMCbMEHHOMY 3asBJIEHHIO paOOTHUKA HE MO3Hee TPEX AHEH co
IHS €ero TMojayd BbAATh pPAOOTHUKY KOIMHUIO TPYAOBOM KHMKKH MM 3aBEPEHHYIO B
YCTAaHOBJICHHOM IOPAJIKE BBIITUCKY U3 pr210BOI>i KHHWXXKH.

2. BeneHue TpynoBbIX KHUXKEK COTPYIHUKOB I1IK0IBI

2.1. OdopmieHue TpynoOBOMl KHMXKKM pabOOTHUKY, MPHUHITOMY Ha paldoTy BIEpBBIE,
ocyuecTBisieTcst AupekTopoM LIIkoabl B mpUCYTCTBUM paOOTHUKA HE MO3HEE HEJIEIBHOTO CpoKa
co Hs mpuéma Ha padoTy.

2.2. B Tpy10BYyI0 KHUXKKY IPHU €€ 0(hOpMIICHUN BHOCATCS CJIEIYIOIINE CBEEHUS O PaOOTHHKE:

a) ¢haMumusi, UM, OTYECTBO, JAaTa POKACHUS (YUCIIO0, MECSI, TO/1) HA OCHOBAHUH MACTIOPTa WIIH
HWHOTO JOKYMEHTA, YOCTOBEPSAIOIIETO JIUUYHOCTH;

0) oOpa3oBanue, mpodeccus, CHeNUaIbHOCTh HA OCHOBAaHWHU JTOKYMEHTOB 00 00pa3oBaHUU, O
KBATM(UKAIIMN WA HAJTUYUH CTICIIHATBHBIX 3HAHUN (TIPH MOCTYIUICHUH Ha paboTy, TpeOyronIyro
CTeLUAJIbHBIX 3HAHUH WIH CTICIIUAIbHON MOATOTOBKH).

2.3. Bce 3ammcu O BHIIONHSAEMOW paboTe, IepeBOAe Ha JAPYTyl IOCTOSHHYIO padoTy,
KBaTM(UKAIMY, YBOJBHEHHH, a TaKXK€ O HArpakKACHUH, MPOU3BEAEHHOM aupekropoMm IlIkomsr,
BHOCATCA B TPYAOBYIO KHMXXKY Ha OCHOBAHHWH COOTBCTCTBYIOLICTO IMPUKa3a JUPEKTOpa IIxons1 HE
MO3/IHEE HENENFHOTO CpOKa, a INpU YBOJIBHEHWH - B JCHb YBOJIBHCHHS M JOJDKHBI TOYHO
COOTBETCTBOBAThH TEKCTY NPHKA3a.

2.4. Bce 3anucu B TPYJIOBOM KHUIKKE MPOU3BOIATCS 0€3 KaKUX-THO0 COKpAIICHUI 1 UMEIOT B
MpeJiesiax COOTBETCTBYIOLIETO pa3zeia CBOM MOPSAKOBBIM HOMED.

2.5. C xax/10ii BHOCUMOI B TPYJOBYIO KHIKKY 3aIIHCBIO O BBIMOJIHAEMOW paboTe, mepeBoje Ha
JPYTyI0 MOCTOSHHYIO paboTy M yBoJbHEHUH JupekTop LIIkosbl 00s13aH 03HAKOMUTH €€ BiaJenbla
IO/l PACIIMCKY B €ro JIMYHOU KapTOYKe, B KOTOPOU IOBTOPSETCS 3alMCh, BHECEHHAS B TPYAOBYIO
KHWKKY. DopMa JIMYHONW KapTOYKM yTBepkaaercs ['ocynapcTBEHHBIM KOMHUTETOM Poccuiickoit
denepanyiv IO CTATUCTHUKE.

2.6. TpynoBasi KHM>)KKA 3aIlOJIHAETCA B MOPSAKE, yTBEP)KAaeMOM MUHHCTEPCTBOM TpyAa U
couuanbHOro pazsutus Pocculickoit @eneparum.

2.7. 3anucu B TpYAOBYIO KHMXKKY O IPUUMHAX MPEKPaIIeHUs] TPYA0BOIr0 JI0r0OBOpPa BHOCATCA B
TOYHOM COOTBETCTBHUU C (GOpMYIUpOBKaMu TpynoBoro kojekca Poccuiickoit deneparuu nim
MHOTO (peIepabHOTO 3aKOHA.

2.8. Ilpu mpekpallleHuu TPYAOBOIO JOTOBOpa MO OCHOBAaHUAM, NMPEAYCMOTPEHHBIM CTaTheil 77
TpynoBoro koaekca Poccuiickori ®enepanuu (32 HMCKIIOUECHHEM CIIy4aeB pPacTOPXKEHUS
TPYAOBOI'O JIOTOBOpa 10 MHUIMATHBE padOTOJaTeNss U MO OOCTOSTENbCTBAM, HE 3aBUCSIIMM OT
BOJMU CTOpOoH (MyHKTBI 4 u 10 3TOH cTaTeu), B TPYAOBYIO KHID)KKY BHOCHUTCSI 3allUCh 00
YBOJIbHEHUH (MPEKpaIIeHUd TPYIAOBOrO JOTOBOPA) CO CCHUIKOW Ha COOTBETCTBYIOIIMNA IMYHKT
yKa3aHHOM ctaTeu TpynoBoro kojaekca Poccuiickoit @eaepanuu.

2.9. Ilpu pacTtopkeHHM TPYAOBOrO JOroBopa IO HHUIUATUBE aaMmuHucTpauuud [llkonsr B
TPYAOBYIO KHHUXKY BHOCHUTCSI 3aIUCh 00 YBOJbHEHHH(IIPEKpAIlEHUU TPYJOBOTO IOTOBOpa) CO
CCBIJIKOM Ha COOTBETCTBYIOIIMK MyHKT cTaTthu 81 Tpynosoro konekca Poccuiickoit ®denepannn.

2.10. Ilpu mpekpameHnn TPYAOBOTO JOTOBOpA MO OOCTOSATENHCTBAM, HE 3aBUCSIIAM OT BOJHU
CTOPOH, B TPYJIOBYIO KHIJKKY BHOCHUTCSl 3allMCh OO0 OCHOBAaHUSX NPEKPALICHHUS TPYHAOBOTO



JIOTOBOpA CO CCHUIKOM Ha COOTBETCTBYIOIIMM MyHKT cTaThl 83 TpymoBoro konekca Poccutickoii
denepanum.

2.11. Tlpu mpexpalleHMH TPYAOBOTO JOTOBOpA IO JPYrUM OCHOBAHMSM, MPEIYCMOTPEHHBIM
TpynoBeiM koaekcom Poccuiickoit ®denepanmu wid HHBIME  (eepaTbHBIMUA 3aKOHAMH, B
(mpekpamnieHn TPYAOBOTO JIOTOBOPA) CO CCBHUIKOM Ha COOTBETCTBYIOIIUE CTAThIO, MYHKT
TpynoBoro xoaekca Poccuiickoit denepanuu wiv HHOTO (heepasbHOro 3aKOHa.

2.12. Tlpu mpexpaleHn TPyA0BOTO JOTOBOpa ¢ PaOOTHHUKOM, OCYXKIEHHBIM B COOTBETCTBHH C
OpUroBOpoM CyJa K JIMIICHUIO IIpaBa 3aHHUMATb OIMPCACICHHBIC HOJKHOCTHU WM 3aHUMATHCA
OTIpE/ICNICHHOM JIeATEeIbHOCTHI0O M HE OTOBIBIIMM HaKa3aHHE, B TPYIOBYH) KHUKKY BHOCHUTCA
3alIimch O TOM, Ha KaKOM OCHOBaHHH, Ha Kaxkoi CPOK M KAaKYIO AJOJDKHOCTH OH JIMIICH IIpaBa
3aHUMATh (KaKOW JAesITeNbHOCTHIO JTUIIICH MTPaBa 3aHUMATHCS).

2.13. Cenenust 0 paboTe 1Mo COBMECTHTENHCTBY (00 YBOJIBHEHHU C ITON pabOThI) MO >KETaHUIO
paboOTHUKA BHOCSTCS 110 MECTY OCHOBHOM pabOThI B TPYAOBYIO KHIDKKY HA OCHOBAHHH JJOKYMCHTA,
MOJITBEPKIAIOIETO PabOTy MO COBMECTUTEIILCTBY.

2.14. B TpyJI0BYIO KHIKKY 110 MECTY PaOOTHI TAK)KE BHOCUTCS C YKa3aHUEM COOTBETCTBYIOIIUX
JIOKYMEHTOB 3alHCh:

a) O BPEMEHH BOCHHOW CIIy’)KObI B cOOTBeTCTBUU ¢ DenepanbHbiM 3akoHOM "O BOHMHCKOM
00s13aHHOCTH U BOEHHOM CIIy’k0e", a Takke O BPEMEHM CIYKXObl B OpraHax BHYTPEHHUX €l U
TaMO>KEHHBIX OpPTaHax;

06) o BpemeHH OOydeHHs Ha Kypcax M B IIKOJAaX IO TMOBBIIICHUIO KBAIM(UKALUH, 10
NepeKBaIu(pUKaLUU U TOATOTOBKE KaJIpOB.

2.15. CooTBeTCTBYIOLIME 3alMCH, BHECEHHBIE B TPYAOBYIO KHHXKKY JIMI, OCBOOOKIEHHBIX OT
paboThI (IOJKHOCTH) B CBSA3M C HE3aKOHHBIM OCYXKACHHEM JIMOO OTCTPAHEHHBIX OT JIOJKHOCTH B
CBSI3M C HE3aKOHHBIM TPUBJICUYEHHEM K YTrOJOBHOW OTBETCTBEHHOCTH, YCTAHOBIICHHBIMHU
COOTBETCTBEHHO ONPABAATEJIbHBIM IIPUTOBOPOM JINOO ITOCTAHOBIEHUEM (ONPEEIIEHUEM) O

OpeKpaliCHUU YTOJOBHOIO [€jia 3a OTCYTCTBHUEM COOBITHS NpECTYIICHUA, 3a OTCYTCTBUCM B
JACIHHUU COCTaBa IMPCCTYIJICHUA WM 34 HCAOKA3aHHOCTBIO HUX VY4aCTHA B COBCPIICHUU
NPECTYIJICHUSA, IPU3HAIOTCA HEACHCTBUTCILHBIMU.

JlupexTop HIKOJIBI MO MHUCHMEHHOMY 3asBIICHHIO pa0OTHHKA BBIIACT €My IYOJIMKAT TPYAOBOU
KHIDKKH 0€3 3aicH, MPU3HAaHHOW HEJIeHCTBUTEIILHOM.

JlyonukaT TpyAOBOM KHMXKKM BBIJA€TCS YKa3aHHBIM JIMIIAM B IOpPSAKE, YCTaHOBJIEHHOM
HactosimuMu [IpaBunamu. B TpymoBble KHM)KKH JIML, OTOBIBIIMX HCIIPaBHTEIbHBIE PabOTHI Oe3
JHIIEHUS CBOOOABI, BHOCUTCS IO MECTY pabOoThI 3alUCh O TOM, UYTO BpeMsi pabOThl B 3TOT NEPUOT
HE 3aCUUTBIBACTCS B HEIPEPBIBHBIM TPYNOBOM CTaX. YKa3aHHAasl 3allUCh BHOCHTCS B TPYAOBBIE
KHIKKH TI0 OKOHYAHUH (PaKTHYECKOTO CPOKa OTOBITHS HaKa3aHUs, KOTOPBI YCTaHABIUBACTCA 110
CIpaBKaM OPraHOB BHYTPEHHUX Jiell. [Ipu yBOJIbHEHUH OCYKACHHOTO C pabOThl B YCTAHOBICHHOM
MOPSAJIKE U MOCTYIJIEHUHU €T0 Ha HOBOE MECTO pabOThl COOTBETCTBYIOIIME 3aIIMCU BHOCSTCS B

TPYAOBYIO KHUKKY B TOW OpraHM3aliy, B KOTOPYIO OH ObLT MPUHST UM HalpaBJieH.

2.16. Tlpu BOCCTAaHOBJICHUU B YCTAHOBIICHHOM TMOPSIIKE HEMPEPHIBHOTO TPYAOBOTO CTaka B
TPYAOBYIO KHI)KKY pa0OTHHKA BHOCHUTCS IO TIOCIEAHEMY MeECTy paboThl 3amuch O
BOCCTaHOBJIEHUH HETIPEPHIBHOTO TPYIOBOTO CTa)a C YKa3aHUEM COOTBETCTBYIOILETO JOKYMEHTA.



2.17. B TpyI0BYIO KHMXKKY BHOCSATCSI CJICAYIONINE CBEICHUS O HATPaKIEeHUH (TTOOLIPEHUH) 32
TPYZIOBBIE 3aCIIyTH:

a) O HarpaxaACcHuM rocyaapCTBEHHbIMHA HarpaaaMmu, B TOM 9YUCJIC O IIPUCBOCHUU I'OCYJapCTBCHHBIX
TTOYCTHBIX 3BaHI/II\/'I, Ha OCHOBAHUH COOTBCTCTBYIOIIUX YKAa30B U MHBIX pemeHI/Iﬁ;

0) 0 HarpaXJeHWU MOYETHBIMU T'paMOTaMH, MPUCBOCHUM 3BaHUM M HarpakJI€HUU HarpyIHbIMHU
3HaKaMH, 3HaYKaMH, JUIUIOMaMH, IOYETHBIMU IPAMOTAMHU, IPOU3BOAUMOM OpraHU3ALMAMU;

B) O IpYI'UX BUAaX MOOUIPEHNUs, IPEIYCMOTPEHHBIX 3aKOHOAATENbCTBOM Poccuiickont denepanuu,
a TaKkKe KOJUIEKTMBHBIMH JIOTOBOpaMH, IIpaBUJIaMH BHYTPEHHETO TPYIOBOTO pacIopsika
OpraHU3aluy, YCTaBaMH U ITOJIOKEHUAMU O JUCLUILINHE.

2.18. 3anucu 0 mpemMusix, NpeayCMOTPEHHBIX CUCTEMOM OIUIATHI TPY/AA WK BbIIIJIAYMBAEMbIX HA
PEryJapHOI OCHOBE, B TPYAOBbIE KHMXKU HE BHOCSTCS.

3. BHeceHune n3MeHeHul 1 UCIIPaBICHUN B TPYIOBYIO KHUXKKY coTpyAHUKOB I1Ikonbl. JlyOmaukaT
TPYAOBOM KHUKKH.

3.1. U3menenue 3amucedl o Qamminu, WMEHH, OTYECTBE W JaTe POXKACHHS, a Takxke 00
oOpa3oBaHuM, MpoeccCHH W CHCHHATLHOCTH pPaOOTHHKA MPOU3BOAMTCS paboTomareiaeM I10
MOCJIETHEMY MECTy pabOThl Ha OCHOBAHHWHM ITAacIOpTa, CBUACTEIBCTBA O POXKIACHHH, O Opake, O
pacTtop:keHuu Opaka, 00 u3MeHeHuu haMUInU, IMEHH, OTYECTBA U IPYTHX JOKYMEHTOB.

3.2. B cnydae BBbISBICHHS HENPAaBUIBHOW WM HETOYHOM 3amuCH B TPYIOBOM KHUXKKE
WCTIpaBJICHUE €€ TPOM3BOIUTCS IO MECTY paboThl, r1ie Oblila BHECEHA COOTBETCTBYIOINAS 3aIIHCh,
6o aupexkropom kol IO HOBOMY MeCTy paOdOThl HA OCHOBAHHU O(PUITUAIBHOTO JOKYMEHTA
paboTomarens, JOMYCTHBIIETO OIIAOKY.

PaGoronarens 00s3aH B 3TOM cilydyae OKazaTh pabOTHUKY MPHU €ro oOpamieHMH HEOOXOAUMYIO
MOMOIIIb.

3.3. Ecam opraHuzanus, KOTOpas TIpOW3BEla HENPaBWIbHYI0 WM HETOYHYIO 3allCh,
peopraHu3oBaHa, WCIpaBICHHE MPOM3BOAMTCS €€ MPAaBONPEEMHHKOM, a B CIydYae JIMKBUAALUH
OpraHm3anuy - paboTomaTeseM IO HOBOMY MECTY paOOThl Ha OCHOBAHHMH COOTBETCTBYIOIIETO
JOKYMEHTA.

3.4. VcnipaBieHHbIE CBEACHUS JIOJDKHBI MOJTHOCTBIO COOTBETCTBOBATh JOKYMEHTY, HA OCHOBAHHUHU
KOTOpPOTO OHU OBLIM HCTpaBIICHBI. B cirydae yTpaThl Takoro JOKyMEeHTa JINOO HECOOTBETCTBUS €TO
(akTUUeCKH BBINOJHSBILEHCS paboTe HCIpaBlieHUEe CBEACHUH O paboTe NPOM3BOIUTCS Ha
OCHOBAaHHMM JPYTHMX JOKYMEHTOB, MOJTBEP)KIAAIONIMX BBIIOJHEHHE pa0OT, HE YKa3aHHBIX B
TPyZOBOH KHIKKE. CBUIECTENBCKHE MMOKA3aHUsI HE MOTYT CITY)KUTh OCHOBAaHUEM JIJIsl UCTIPABJICHUS
BHECCHHBIX PaHee 3alHUCei, 32 UCKIIIOUEHUEM 3aITNCeH, B OTHOIIEHUH KOTOPBIX UMEeTCs cyieOHoe
pEllIeHHE, a TAKXKE CIIy4aeB, MPEyCMOTPEHHbBIX MyHKTOM 34 HacTosmux [IpaBuir.

3.5. B pasmenax TpyAOBOW KHHXKH, COJEPXKAIIUX CBEIEHUA O pPaboTe WM CBEICHHUS O
HarpaxJIeHUM, 3a4CPKUBAHME HETOYHBIX WM HENPABWIBHBIX 3alKMCEel HE JOMYyCKaeTcs.
N3meneHnue 3amuceidl MpPOM3BOAUTCS MyTEM MPU3HAHUS HX HENCWCTBUTEIBHBIMU WU BHECCHUS
MPaBUJILHBIX 3amucei. B Takom e mopsiike MpOou3BOAUTCS M3MEHEHHE 3alicHu 00 YBOJIbHEHUU
paboTHUKa (TIepeBOAE€ HA MAPYryl0 TMOCTOSIHHYIO paboTy) B cllydae MNPU3HAHUS YBOJbHEHUS
(mepeBoj1a) He3aKOHHBIM.



3.6. Jlumo, yTparuBIIee TPYIAOBYHO KHWKKY, O0053aHO HEMEJICHHO 3asBUTh 00 O3TOM
paboTosmatento MO MocienHeMy MecTy pabotTel. PabGoronartens BbliaeT pabOTHUKY AYOJIMKAT
TPYAOBOM KHMKKH He 1Mo3aHee 15 nHel co qHS nojaud pabOTHUKOM 3asiBICHHUS.

3.7. TIpu odopmieHnm 1yOIUKaTa TPYAOBON KHHKKH, OCYIIECTBISIEMOM B COOTBETCTBUH C
HactosiiuMu [IpaBunamu, B HET0 BHOCSITCS:

a) cBeZIeHUs 00 001IeM U (M) HENPEPBIBHOM CTaxke paboThl pabOTHHKA 0 MOCTYIUIEHUS B
JTaHHYIO OPTaHMU3aINIo, TOATBEPKIEHHOM COOTBETCTBYIOIIMMH JOKYMEHTAMH;

0) cBeneHust 0 paboTe M HarpaXKAeHUH (MOOIIPEHUH), KOTOPhle BHOCWINCH B TPYIOBYIO KHUXKKY
o mociegHeMy Mecty pabotel. OOmmMi cTaxk pabOTHl 3alMChIBAETCS CYMMapHO, TO €CTh
yKa3bIBaeTCsl 00Iee KOJIMYECTBO JIET, MECSIEB, MHEH paboOThl 0e3 yTOYHEHHS OpraHW3aluH,
MEPUOJIOB pabOTHI M JOJDKHOCTEH paOOTHHKA.

Ecau 1oKyMeHTBI, HA OCHOBaHUU KOTOPBIX BHOCWIIMCH 3aIIUCH B TPYIOBYIO KHUXKKY, HE
coJiepKaT MOJHBIX CBEACHUH 0 paboTe B MPOIILIOM, B TyOIHUKAT TPYIOBON KHM)KKH BHOCSTCS
TOJIBKO UMEIOLIUECS B OTUX JOKYMEHTaX CBEICHHUS.

3.8. Ilpu HanuuuM B TpyAOBOM KHMXKKE 3alIMCH 00 YBOJIbHEHHM WJIU TIEPEBOJIE Ha IPYryto padory,
MPU3HAHHOW HEICHCTBUTENHHON, PaOOTHHKY MO €ro MHCbMEHHOMY 3asBICHHUIO BBIJACTCA I10
MOCTIEIHEMY MeECTy paboThl IyOJNMKaT TpPYJOBOM KHUXKKH, B KOTOpBIA IEPEHOCSATCS BCE
MIPOU3BECHHbIE B TPYAOBOW KHUXKKE 3allMCH, 33 MCKJIIOYEHHEM 3aluCH, NPU3HAHHOMN
HeOeHCTBUTEIbHOM.

TpynoBast kHMXkKa 0OpPMIIIETCS B YCTAHOBJICHHOM IMOPSAKE U BO3BpALIAETCs €€ Biajaeiblly. B
TAKOM € MOPSAJKE BBIAACTCS AYOJMKAT TPYJOBOW KHUXKKH, €CJIM TPYAOBas KHMKKa (BKJIabILI)
MPUILIA B HETOJHOCTH (00ropena, mopBaHa, UCIayKaHa M T.I1.).

3.9. Ilpu maccoBoil yrtpate paboTonaTeneM TPYAOBBIX KHHXEK paOOTHHKOB B pE3ylbTaTe
YPE3BBIYANHBIX CUTYallUi (PKOJOTUYECKHE U TEXHOTEHHBIE KaTacTpo(bl, CTUXUIHBIE OEICTBUS,
MacCOBBbIC OCCHOPSIIKM W JPYyrHe 4Ype3BbUalHBICE OOCTOSTENBCTBA) TPYAOBOM CTaXK JTHX
pabOTHUKOB YCTAaHAaBJIMBAETCSI KOMMCCHEH 10 YCTaHOBJIEHUIO CTaXka, CO3/1aBaeMON OpraHaMu
WCIIOJIHUTENIbHOM BilacTu cyobekToB Poccuiickoit denepauuu.

B cocraB Takoif KOMHCCHM BKJIIOYAIOTCSI NPEJCTaBUTENN paboTonmaTterneid, npoCcor30B WIH
UHBIX YHOJHOMOYEHHBIX pPaOOTHHUKAMHU IPEACTABUTEIbHBIX OpPraHoOB, a TaKXke JAPYIux
3aMHTEPECOBAHHBIX OPraHU3ALMM.

VYcranoenenue ¢akra paboThl, cBeAeHUM O mpodeccur (AOHKHOCTH) U Mepuojax pabdoThl B
JAHHOM OpraHM3alMy OCYLIECTBISETCS KOMHCCHEH Ha OCHOBAaHMM JOKYMEHTOB, MMEIOLIUXCS Y
paboTHHKa (cmpaBka, MpodCOI3HBIA OWIIET, ydeTHash KapTouka WieHa mpodcoro3a, pacdeTHas
KHIKKA U T.I1.), @ B CITy4ae UX OTCYTCTBUS - HA OCHOBAHUU MOKa3aHUH IBYX U 0oJiee CBUACTENCH,

3HAIOMUX PaOOTHUKA MO COBMECTHOM C HUM AEATEIbHOCTH B OJHOW OpraHU3ally WA B OJHOU
CHUCTEME.

Ecmmn pa6OTHI/IK J0 IOCTYIUICHUA B JAHHYIO OpPraHMU3allhI0 YXKC pa60TaJ'I, KOMHUCCHs MMPUHUMACT
MCPBI K TOJYUCHUIO TOKYMCHTOB, ITIOATBCPIKAAOIINX 3TOT q)aKT.

Ilo pesynapratam pabOThl KOMHCCHH COCTABIISIETCS aKT, B KOTOPOM YKa3bIBAIOTCS MEPUOJIBI
paboTbl, mpodeccus (IOMKHOCTb) U TMPOJOIDKUTENIBHOCTH TPYJOBOTO CTaka pabOTHHKA.
PaGoronaTens Ha OCHOBaHMM aKTa KOMUCCHH BBIJAET paOOTHUKY TyOIMKAT TPYIOBOM KHIKKH.



B ciydgae eciam JOKyMEHTBHI HE COXPAHUJIUCH, CTaX PaOOTHI, B TOM YHCJIE€ YCTaHOBJICHHBIH Ha
OCHOBaHUU CBUAECTEIHCKUX MOKAa3aHUI, MOKET OBITh MOATBEPKACH B CYA€OHOM MOPSIIKE.

4. Boigaua TpyoBO# KHUKKH TPU YBOJIbHEHUH (MIPEKPAILIEHUU TPYIOBOTO 10T0OBOPA) C
coTpyaHuKoM LIIkoms

4.1. Ilpu yBonbHEHUHU paOOTHHKA (MTPEKPALIEHUU TPYIOBOTO TOTOBOpa) BCE 3aIlUCH, BHECEHHBIC B
€ro TPYAOBYIO KHIKKY 3a Bpemsi paboTel B lllkone, 3aBepsitorcs moanuckio aupektopa lllkomnsr,
OTBETCTBEHHOT'O 32 BEJCHHE TPYAOBBIX KHIDKEK, MEYaThi0 OpraHu3anuu (KaapoBoil ciyxkObl) U
MOJMUCHI0 caMOro pabOTHHKA (32 UCKIFOYEHUEM CITy4aeB, YKa3aHHBIX B MYHKTE 36 HACTOSIIHX
[IpaBun).

4.2. Ecnm TpynoBasi KHMKKA 3aIlOJIHSIACh HA TOCYIapCTBEHHOM si3bike Poccuiickont deneparuu
(pycckoM si3bIKE) M Ha TOCYIapCTBEHHOM SI3bIKE peciyOnKH B coctaBe Poccuiickoit @enepanum,
3aBepAIOTCS 00a TEeKCTa.

4.3. Tupexrop Lllkomnsl 06s13aH BbIIaTh pAaOOTHUKY B I€Hb YBOJIBHEHHS (IIOCJICTHUIN I1€Hb PaOOTHI)
€ro TPYJIOBYIO KHMKKY C BHECEHHOM B HEe 3alHChi0 00 YBOJIbHEHUU.

[Ipu 3apepxke BpIJaUM PaOOTHUKY TPYIOBOM KHIKKM 0 BUHE paboToparessi, BHECEHUH B
TPYIOBYIO KHIDKKY HENPaBHJIBHOW WJIM HE COOTBETCTBYIOIEH (eaepallbHOMY 3aKOHY
(GOpMYyIMPOBKM HNPUYMHBI YBOJbHEHUs paboTHHKa aupekrop Ilkonsl 00sd3aH BO3MECTUTH
pabOTHUKY HE MOJIYYEHHBIM UM 32 BCE BpeMs 3aJIep’KKH 3apabOTOK.

JlHeM yBOJIbHEHUS (TPEKpaleHus TPYAOBOTO JOrOBOPA) B 3TOM Cllydae CUMTAETCS JACHb BBIIAYH
TpyAoBOM KHIKKH. O HOBOM JHE YBOJbHEHHs paOOTHHKA (TPEKpalieHHuH TPYJOBOTO JIOTOBOPA)
M3aeTCs MpHUKa3 (pacropsbkeHue) padboToaaTes, a TakyKe BHOCUTCS 3aIMCh B TPYAOBYIO KHIKKY.
Panee BHeceHHas 3amMch O JHE YBOJBHEHUS NPU3HACTCS HEJCHCTBUTENBPHOW B TOPSIKE,
YCTaHOBJICHHOM Hactosimumu [IpaBunamu. 36.

4.4. B cny4ae eciu B JIeHb YBOJIbHEHMs paOOTHHKA (IIpEeKpalleHus] TPYJOBOIO J0rOBOPa) BBIIAThH
TPYIOBYIO KHI)KKY HEBO3MOXHO B CBSI3M C OTCYTCTBHEM pabOTHHKa JHOO €ro OTKa3oM OT
MIOJTy4EeHUsI TPYJOBOM KHUXKKM Ha PyKH, pabOTo/aTeNb HAIPaBIseT PaOOTHUKY YBEJOMIIEHHE O
HEOOXOJIMMOCTH SIBUTHCSl 3@ TPYAOBOM KHIKKOM JIMOO JaTh COTJlacMe Ha OTIpAaBJICHHE €€ 10
IIOYTe.

4.5. Tlepecbuika TpyIOBOH KHMXKKH TOYTOHM 1O YKa3aHHOMY paOOTHHKOM aJpecy IOIYyCKaeTcs
TOIbKO C ero cornacuss. Co [JHS HampaBlICHUS YKAa3aHHOTO YBEIOMJIEHHs pPaboTonarelb
0CBOOOXKIAETCSA OT OTBETCTBEHHOCTH 32 33/IEP)KKY BBIIAYU pAOOTHHUKY TPYJOBOM KHIKKH.

4.6. B cnyyae cmepTu paOOTHHKA TPYAOBasl KHIDKKA TOCJE BHECEHHS B HEE COOTBETCTBYIOLICH
3aMKcH O MPEeKpalleHuu TPYJOBOIO JOTOBOPA BBIAAETCS HA PYKH OJHOMY M3 €0 POJCTBEHHUKOB
MO PACHUCKy WJIM BBICBUIAETCS 10 TMOYT€ IO MHUCHMEHHOMY 3asiBICHUIO OJHOTO U3
POJICTBEHHUKOB.

5. Bknazsiil B TpyAOBYIO KHUKKY cOTpyaHUKa LIIkoub!

5.1. B ciny4ae ecau B TpyOOBOM KHUXKKE 3allOJIHEHBI BCE CTPAHMIBI OJHOIO U3 PA3AciioB, B
TPYAOBYIO KHMJKKY BIIMBA€TCSI BKJIAJbIII, KOTOPBIA opopMIIsIeTcsl U BeleTcss paboToaareseM B
TOM K€ MOPS/IKE, YTO U TPY10Basi KHWXKKA. Briaapiin 6€3 Tpy10BOM KHUKKH HeleHCTBUTENECH.

5.2. HpI/I BbIJA4YC KaXXI0I'0 BKJIaAbIllla B pr,[[OBOfI KHHKKE JieJaeTcs 3anuch « BeIiaH BKIIAABIID U
YKa3bIBa€TCA CCPUAd U HOMEP BKIIaJbIIA.

6. YueT u XxpaHeHue TPYJOBBIX KHI)KEK COTpyIHHKA [1IKOIIbI



6.1. C uenpio yuera TpyIOBbIX KHUXKEK, a TaKKe OJaHKOB TPYIOBOM KHHM>KKH U BKJIAJIbIIIIA B HEE, B
OpraHM3anuAX BEIyTCs: KHUIA ydyeTa ABUKCHUS TPYIOBBIX KHMKEK U BKIIAJBIIEH B HUX. POpPMBI
YKa3aHHBIX KHUT YTBEPXKAArOTCd MUHHCTEPCTBOM TpyJla U COLMAIBHOIO pa3Butusa Poccuiickon
denepanuu.

6.2. B kHMre ydera JBMKEHMS TPYAOBBIX KHW)KEK M BKJIQJBILIEH B HUX, BEIETCS CEKPETApEM
ydeOHON dYacTH, OGOPMISIONIMM TIPUEM M YBOJBHEHHE PAaOOTHUKOB, PETHCTPUPYIOTCS BCE
TPYZIOBBIE KHIDKKH, IPUHATHIE OT pAaOOTHUKOB TPH MOCTYIUICHHH Ha paboTy, a TaKkKe TPYAOBBIE
KHWKKM M BKJIQJIBIIIU B HUX C YKa3aHHEM CEpUHM U HOMEPA, BbIIAHHBIC pa0OTHHUKAM BHOBB. [Ipu
IIOJIY4YCHHUHN TPYJIOBOI\/’I KHUWKKH B CBA3H C YBOJIbHCHUEM pa6OTHI/IK pacnucCbBIBACTCA B JINYHON

KapTO4YKC U B KHUI'C YUCTa ABUIKCHUA TPYAOBBIX KHHIKCK U BKHaI[BIHICﬁ B HUX.

Kuura ydera 1BUKEHUS TPYAOBBIX KHUKEK M BKJIAJBILIIEH B HUX JOJIKHBI ObITh IPOHYMEPOBAHBI,
MIPOLLHYPOBAHbI, 3aBEPEHBI MOANUCHIO JupeKkTopa LIIKoubl, a TakKe CKPEIICHBI [1€YaThIO.

6.3. binanku pr,[[OBOﬁ KHUKKW U BKJIAQAbIIIa B HEC XPAHATCA B OpraHHU3allMd KaK JOKYMCHTbBI
CTpOFOﬁ OTYCTHOCTU U BBIAAIOTCA JIUIY, OTBETCTBCHHOMY 3a BCACHUC TPYAOBBIX KHHIKCK, IIO €TI0
3asABKC. HCHOp‘-IeHHLIC IIpU 3alI0JIHCHUHN OnaHku prl[OBOﬁ KHMXKHW M BKJIaJbllla B HEC ITOLJICKAT
YHHUYTOKCHUIO C COCTABJICHUEM COOTBCTCTBYIOIICTO AKTA.

6.4. TpynoBble KHUKKU W JyONHKAThl TPYIOBBIX KHIKEK, HE MOJIy4YeHHbIE paOOTHUKAMU IPHU
YBOJIBHEHUH JINOO B Cllydae CMEpTH pabOTHUKA ero OJuXKallIMMu pOACTBEHHUKAMH, XPAHITCS B
teyenue 2 net B [lIkone oTenbHO OT OCTaIbHBIX TPYJOBBIX KHUKEK.

Ilo ucredeHnM yKa3aHHOI'O CpoKa HEBOCTPEOOBAHHBIE TPYAOBBIE KHIDKKM XpaHITCS B apXHBE
opranusanuu B TedeHue 50 jer, a 3aTeM NOJIekKAT YHUUTOKEHHUIO B YCTAHOBICHHOM HOpSAKE. 5.
PaGotonatens 00s3aH IOCTOSSHHO HMMETh B HAJIMYMM HEOOXOIUMOE KOJHMYECTBO OJIaHKOB
TPYJAOBOM KHMKKH U BKJIaJBIIIEH B HEE.

7. OTBETCTBEHHOCTH 3a COOJIIOICHHUE MOPSI/IKA BEIEHUS TPYIOBbIX KHUXKEK COTPYIHUKOB LIIK0BI

7.1. OTBETCTBEHHOCTD 3a OpraHu3alrio0 paboThl IO BEIEHUIO, XPAaHEHHIO, YUETY U BblJaue
TPYAOBBIX KHWKEK U BKJIAJBIILIEN B HUX Bo3j1araeTcs Ha qupekrtopa Llkossr.

7.2. OTBETCTBEHHOCTb 3a BEICHHME, XPAaHEHUE, Y4YE€T U BbIAUy TPYIAOBBIX KHHKEK HECET
3aBENYIOIIMM KaHUenapuei. 3a HapylIeHUe yCTaHOBJIEHHOIO0 HacTosmuMu [IpaBuiiamu mopsaka
BCACHUA, YUCTa, XpaHCHUA U BbIJAa4YW TPYAOBBIX KHHIXCK OOJDKHOCTHBIC JiMIla HECYT
OTBETCTBEHHOCTb, YCTAHOBJICHHYIO 3aKOHOAaTeNbcTBOM Poccuiickoit denepanuu.

8. 3aKIr0uYnTENbHbBIE MOJIOKEHUS

8.1. U3menenus B [lonoxkeHne BHOCATCS COrjlacHO ycTaHOBIeHHOMY B [lIkone nopsaaxy. [Ipaso
X0/1aTaliCTBOBATh O BHECEHNH U3MEHEHUH B [lon0KeHre nmMeeT TUPEKTOp U 3aMECTUTENH
nupekropa IIkomsl.
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