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ITOJIOXKXEHHUE O BEAEHUUN U XPAHEHUU TPY1OBbIX KHNXKXEK
COTPYJAHUKOB MBOY «IIIKOJIA Ne 32»

1. O0mme moJioxeHNst

1.1. Hacrosmee IlonoxxeHue pa3paboTaHO B COOTBETCTBUM CO CTaTbe 66
Tpynosoro konekca Poccuiickont @enepanuu [IpaBurensctBa Poccuiickonn denepanun,
Ha ocHoBe [IpaBun BeneHUS U XpAaHEHUS] TPYAOBBIX KHHMKEK, M3TOTOBJIEHUS OJaHKOB
TPYAOBOW  KHWKKM U  oOecrieyeHus UMU  palboTojaTeneld,  yTBEPKIACHHBIX
noctanoBieHueM lIpaBurtensctBa P® ot 16 anpens 2003 roma Ne 225.

1.2. Hacrosiee NOJ0XEHUE YCTAHABIMBAECT MOPSJOK BEACHUS M XPaHEHHUS
TPYAOBBIX KHIKEK COTPY/IHUKOB MYHHUIMATIBHOTO OIO/I)KETHOTO
obmeoOpazoBatenbpHOro yupexaenus «lllkoma Ne 32y (manee - [llkomna).

1.3. TpynoBas KHH)KKa SBJIIETCS OCHOBHBIM JIOKYMEHTOM O TpPYyJIOBOH
JeSITETLHOCTU M TPYAOBOM CTake pabOTHHKA.

1.4. qupextop lIkomasl 00s3aH BECTH TPYIOBYIO KHHKKY Ha KaKJI0Or0 pabOTHHKA,
MpopadOTaBIIETO B OPraHU3alUY CBBIIIE MSATH AHEH, €clii padoTa B IIKOJIE SBIISETCS IS
paboOTHMKA OCHOBHOM.

1.5. B TpynoBy1 KHUXKY BHOCSITCS CBEICHHUS O PAOOTHHUKE, BBIMOJIHIEMON UM
pabote, mepeBojie HAa JIPYryl IMOCTOSHHYIO paboTy W 00 YBOJBRHEHMH paOOTHHUKA, a
TAaK)K€ OCHOBAHMS NPEKpAIEHUs TPYAOBOIO JOTOBOpPAa M CBEICHHUS O HAarpaKICHUH 3a
ycrexu B pabote.

1.6. CBeneHus O B3BICKAHUSX B TPYJIOBYIO KHUXKKY HE BHOCSTCS, 32 HCKIIOUEHHEM
CJIy4aeB, KOrJa AUCHUIIMHAPHBIM B3bICKAHUEM SIBJISIETCSL YBOJIbHEHUE.

1.7. TpynoBele KHMKKM BEIYTCS Ha TIOCYHAapCTBEHHOM s3blke Poccuiickon
denepanyiu - pycCKOM.

1.8. upexTop mikossl 00s3aH 10 MMCbMEHHOMY 3asiBJICHUIO paOOTHUKA HE TIO3HEE
TpEX NMHEH co JHS ero mojJayu BbIAATh PAOOTHUKY KOMHUIO TPYAOBOM KHIDKKH WITU
3aBEPEHHYIO B YCTAHOBJIEHHOM IMOPSAKE BBIMUCKY U3 TPYIOBON KHUKKH.

2. Begenue TpyaoBbIX KHHKEK COTPYAHUKOB LIko/b1

2.1. Odopmienue TpyaoBOil KHHKKU paOOTHUKY, TPUHATOMY Ha pabOTy BIIEPBHIE,
ocymiectBisgercs aupekropoM [llkonbl B TOpHCYTCTBUM pabOTHHKA HE MO3]HEe
HEJIeIbHOI0 CPOKa CO JHA mpuéma Ha padoTy.

2.2. B TpyoByIO KHUXKKY MIpH €€ OQOPMICHUHN BHOCSTCS CIEAYIOIIHUE CBEICHUS O
paboTHUKE:
a) Qgamunus, UMs, OTYECTBO, JaTa POXKICHUS (YUCIO, MECSI, T0J) Ha OCHOBAHHUHU
[acropTa WIA NHOTO JOKYMEHTA, YAOCTOBEPSIIOUIETO JINYHOCTD;
0) oOpa3zoBanue, mnpodeccusi, CHEIUATBLHOCTh HAa OCHOBAaHUM JOKYMEHTOB 00
0o0pa30BaHMH, O KBATU(DHUKAIMK WM HATMYUN CIIEUUATIbHBIX 3HAHUN (IIPU MOCTYIJICHUU
Ha paboTy, TPeOYIOIYIO ClIEUATbHBIX 3HAHUN WM CIIEUHUAIbHOM MOATOTOBKH).



2.3. Bce 3amMcu O BBINOJHSAEMOW paboTe, MEpeBOAE HA JAPYryl0 IHOCTOSHHYIO
paboTy, KBamM(UKALWK, YBOJIHHEHHWH, a TaKkKe O HArpaXACHUHU, IPOU3BEIECHHOM
qupeKkTopoM IIKombl, BHOCATCS B TPYAOBYIO KHMKKY HA OCHOBAHMM COOTBETCTBYIOLIETO
npukasa qupekropa Ilkonsl He mo31HEE HEAECIBHOTO CPOKA, a IIPU YBOJIBHEHUH - B JICHb
YBOJIBHEHUS U JJOJDKHBI TOUHO COOTBETCTBOBATh TEKCTY IIPHUKa3a.

2.4. Bce 3anmcu B TpYIOBOM KHIYKKE IPOU3BOAATCS O3 KaKUX-TMOO COKpAIIEHUH U
MMEIOT B MIPE/IeiaX COOTBETCTBYIOIIETO pa3/ielia CBOM MOPSIKOBBIA HOMEP. \

2.5. C xax[10ii BHOCUMOW B TPYIOBYIO KHIKKY 3aIHCBIO O BBIIOJHIEMOM padoTe,
HepeBO/ie Ha APYryl0 MOCTOSHHYIO paboTy M yBoJbHeHUM aupektop lllkonel o0s3an
O3HAKOMHUTBH €€ BJAJENHbLa IIOJ PACHUCKy B €ro JIMYHOM KapTO4Ke, B KOTOpPOH
IOBTOPSIETCS 3alluCh, BHECEHHAas B TPYNOBYHO KHIKKY. Popma JIHMYHON KapTOYKH
yrBepxkaaercs I'ocynapcTBeHHbIM KoMATETOM Poccuiickoi denepanuu no CTaTUCTUKE.

2.6. TpynoBasi KHWXKKA 3allOJIHAETCS B MOPSJIKE, YTBEpX,AaeMOM MMHHHCTEPCTBOM
TpyJa U conuanbHoro pazsutus Poccniickon @enepannu.

2.7. 3anMcu B TPYIOBYIO KHMXKKY O IPUYMHAX IPEKPALLEHUs TPYAOBOIO JOroBOpa
BHOCATCSA B TOYHOM COOTBETCTBHUH C (popmynupoBkamu TpynoBoro kojaekca Poccuiickoit
denepanuy WM UHOTO (eAepaibHOTO 3aKOHA.

2.8. Ilpu mpekpaileHuy TpyaoBOro JOTOBOpPA MO OCHOBAHMAM, MPEAYCMOTPEHHBIM
cratbeit 77 TpynoBoro kojekca Poccuiickoit ®enepanuu (3a MUCKIIOYEHHEM CIydacB
pacTopKeHUs  TPyJOBOro JOroBopa IO MHHUIMATHBE paboTonmarenss W MO
00CTOSATENbCTBAM, HE 3aBUCSIIMM OT BOJM CTOpOH (MyHKTHI 4 u 10 3TOH craThu), B
TPYAOBYIO KHW)XKY BHOCHUTCS 3alUCh OO YBOJIbHEHMM (IIPEKpAIllEHUU TPYAOBOTO
JIOTOBOPA) CO CCHUIKOM Ha COOTBETCTBYIOIIMI MYHKT YKa3aHHON cTarbu TpyaoBoro
konekca Poccniickon ®denepanuu.

2.9. Ilpu pacTopKE€HUM TPYAOBOrO JOrOBOpPa MO HHUIMATHUBE aJMUHUCTPALMH
[Ikonsl B TPYAOBYIO KHI)KKY BHOCUTCS 3amuch 00 YBOJIbBHEHMM (IIPEKpallleHun
TPYAOBOTO JOrOBOpPa) CO CCHUIKOW Ha COOTBETCTBYIOIIMUA MYHKT craThu 81 Tpynosoro
konekca Poccniickont @enepanuu.

2.10. IIpu mpekpalieHuu TPYyAOBOTO JOTOBOpa MO 00CTOSATEIHCTBAM, HE 3aBUCSIIINM
OT BOJIU CTOPOH, B TPYIOBYIO KHMKKY BHOCHUTCS 3aIICh 00 OCHOBAHHUSX IpPEKpallEHUs
TPYJIOBOTO JIOTOBOpA CO CCHUIKOW Ha COOTBETCTBYIOIIMI MyHKT ctatbu 83 TpymoBoro
xkonekca Poccniickont @enepanuu.

2.11. Tlpu mnpekpamieHUd TPYJOBOTO JOTOBOpa IO JPYrUM OCHOBAHUSM,
npeaycMoTpeHHbIM  TpynoBeiM  kojaekcoM Poccuiickoit @enepanviu  WiIM  MHBIMU
denepanbHBIMU 3aKOHAMHU, B TPYAOBYIO KHI)KKY BHOCHUTCS 3allUCh OO0 YBOJHHEHHH
(mpekpanieHu TPya0BOro JIOTOBOPA) CO CCHUIKOW HAa COOTBETCTBYIOIINUE CTAThIO, TyHKT
Tpynosoro koaekca Poccuiickoit denepanuu win HHOTO (eaepabHOTO 3aKOHA.

2.12. Tlpu mpekpaiieHus TPYAOBOTO JIOTOBOpa ¢ PaOOTHUKOM, OCYKICHHBIM B
COOTBETCTBHUM C IPUIOBOPOM CyAa K JIMIICHUIO IIpaBa 3aHUMAaThb OINPEICICHHBIE
JOJKHOCTH MJIM 3aHUMATBCS ONPEIETICHHOM 1eATENbHOCThIO U HE OTOBIBIIMM HaKa3aHUeE,
B TPYAOBYIKO KHM)KKY BHOCHUTCS 3allUChb O TOM, Ha KAaKOM OCHOBAHHH, Ha KaKOH CpPOK U
KaKyl JOJDKHOCTh OH JIMLIEH IpaBa 3aHMMATh (KaKOM JEsTEeIbHOCTBIO JIMLIEH IpaBa
3aHUMAaThCH ).

2.13. CBenenus o paboTe MO COBMECTUTENBLCTBY (00 YBOJIBHEHUU C ATOM pabOThI)
0 JKEJIAaHUIO Pa0OTHHKA BHOCATCS 10 MECTY OCHOBHOM Pa0OTHI B TPYJOBYIO KHIDKKY Ha
OCHOBAHHUH JJOKYMEHTA, OJITBEPKIAIOIIEr0 pabOTy 10 COBMECTUTEILCTBRY.

2.14. B TpynoByl0 KHHXKKY IO MECTY pabOThl TaKKe€ BHOCHUTCA C YKa3aHHEM
COOTBETCTBYIOUIMX JOKYMEHTOB 3allMCh:



a) 0 BpeMEHHU BOCHHOM CITyXObI B COOTBETCTBHH ¢ DeniepanbHbIM 3aKOHOM "O BOMHCKOM
00513aHHOCTH W BOCHHOW ciyx0e'", a Takke 0 BpEMEHH CIyKObl B OpraHax BHYTPEHHUX
JIeJI 1 TAMOKEHHBIX OpraHax;

0) o BpemMeHH O0y4YeHHS Ha Kypcax M B IIKOJIaX 1O MOBBIIICHHUIO KBalMH(HUKAIMU, 1O
nepexkBan(UKalny U MOATOTOBKE KaJpOB.

2.15. CooTBercTByIOLIME 3allUCH, BHECEHHbIE B TPYAOBYID KHIXKKY JIHI,
OCBOOOXKJIEHHBIX OT PabOThl (JOMKHOCTH) B CBS3U C HE3aKOHHBIM OCYXIACHHEM JIHOO
OTCTPAHEHHBIX OT JOJUKHOCTM B CBSI3M C HE3aKOHHBIM IPHUBJIEYEHHEM K YTrOJIOBHOM
OTBETCTBEHHOCTH, YCTaHOBJICHHBIMH COOTBETCTBEHHO OIPABAATEIbHBIM IIPUTOBOPOM
aub0 TOCTaHOBJEHUEM (OmpenereHueM) O TMpEKpalleHud YroJoBHOTO Jieja 3a
OTCYTCTBHEM COOBITHS NMPECTYIUIEHUS, 32 OTCYTCTBUEM B JIETHUM COCTaBa MPECTYIIICHUS
WIM 32 HEJOKa3aHHOCTBIO HX Y4YacTHsl B COBEPILICHUU MPECTYIUICHHS, MPU3HAIOTCS
HEe/IeUCTBUTENIbHBIMUA. JIMpEeKTOp IIKOJIBI O NHUCBMEHHOMY 3asBJICHHIO DPAaOOTHHUKA
BBIJIAET €My AYOJMKAT TPYJOBOM KHMKKHM 0€3 3amucH, MPU3HAHHON HeleHCTBUTEIbHOM.
JlyOonukaTt TpylOBOM KHM)KKHM BBIJAETCS YKa3aHHBIM JIMIIAM B MOPSAJKE, YCTAaHOBJIEHHOM
HactosiuMu [lpaBunamu. B TpynoBble KHMKKM JIUL, OTOBIBIIMX HCIPAaBUTEIbHBIE
paboTbl 6€3 JuiIeHus: cBOOOIbl, BHOCUTCS 110 MECTY paOOThI 3allUCh O TOM, YTO BpeMs
paboThl B 3TOT NEPUOJ HE 3aCUUTHIBAETCS B HENPEPHIBHBINA TPYAOBOM CTaX. YKa3zaHHas
3alyUCh BHOCUTCS B TPYIOBBIE KHMKKU MO OKOHYaHMU (PAKTHUECKOTO CpOKa OTOBITHS
HaKa3aHUs, KOTOPBIA YCTAaHABIMBAETCA MO CIpaBKaM OpPraHoB BHYTpeHHHX aen. [lpu
YBOJIbHEHUH OCYKIEHHOI'O ¢ pa0OThl B YCTAHOBJICHHOM IOPSJIKE M NOCTYIJIEHUH €ro Ha
HOBOE MECTO pabOThl COOTBETCTBYIOIME 3alUCHU BHOCSTCS B TPYAOBYIO KHHMXKKY B TOH
OpraHu3allyii, B KOTOPYIO OH ObUI IPUHSAT WK HAIPaBJIEH.

2.16. IIpyn BOCCTAaHOBIEHUU B YCTAaHOBJIEHHOM IOPSJAKE HENPEPBIBHOIO TPYAOBOTO
CTa)ka B TPYIOBYIO KHMXKKY paOOTHHKA BHOCUTCS MO TOCJIEIHEMY MECTY paOOThI 3alUCh
0 BOCCTAHOBJICHHHM HENPEPBHIBHOIO TPYAOBOIO CTa)a C yKa3aHHUEM COOTBETCTBYIOIIETO
JOKYMEHTA.

2.17. B TpynoByHO KHH)KKY BHOCATCS CJIECIYIOIIME CBEJICHHUS O HarpaKICHUU
(moompeHun) 3a TPyAOBBIE 3aCIYIH:

a) O HarpaXkJ€HUU TOCYJApCTBEHHbIMU HArpajaMu, B TOM YHCI€ O HPHUCBOCHUU
rOCYIapCTBEHHBIX ITOYETHBIX 3BaHUM, HA OCHOBAHWU COOTBETCTBYIOIIMX YKA30B U MHBIX
penieHui;

0) O HarpaxJeHUU IOYETHBIMU TpPaMOTaMH, NPUCBOCHUHM 3BAHUNW M HArpakKICHUU
HarpyJHbIMHU 3HaKaMU, 3HAaYKaMH, TUIUIOMaMHU, TOYETHBIMU TPaMOTaMH, TPOU3BOIMMOM
OpraHu3alUsIMy;

B) O JPYIMX BHJIaX IMOOMIPEHHS, MPEIYCMOTPEHHBIX 3aKOHOJATeIbCTBOM Poccuiickoit
®denepanuy, a TaKkKe KOJJIEKTUBHBIMU JOTOBOPaMH, IPABUJIAMHA BHYTPEHHETO TPYI0BOTO
pacnopsiika OpraHU3alliy, YCTaBaMH U MOJIOKEHUSIMU O TUCHUTUIMHE.

2.18. 3anmcu o mnpeMusax, MNPESyCMOTPEHHBIX CHUCTEMOH OIUIaThl Tpyda WIN
BBIIUIAYMBAEMBIX HA PETYISPHOU OCHOBE, B TPYIOBBIC KHUKKU HE BHOCSITCSL.

3. BHeceHHe N3MeHEHNI U MCTIPABJIEHUI B TPYIOBYI0O KHUKKY COTPYIHUKOB
Ixkoabl. Jly0JuKaT TPYI0BOH KHUKKH.
3.1. 3meHeHue 3amnuceid o haMIINKM, UIMEHH, OTYECTBE M JIaTe POXKJICHHS, a TAKKE
00 oOpazoBanuu, mpodeccMd W  CIOCHUAIBHOCTH  PAOOTHHKA  MPOU3BOAMUTCS
pa6OTOIIaTeJIeM Mo MOCIICIHEMY MECTY pa6OTI>I Ha OCHOBAHUWH ITaCIlOpTa, CBUJACTCIILCTBA
0 pOXJCHUH, 0 Opake, 0 pacTOp>kKeHUH Opaka, 00 u3MeHeHnU (HaMUITNU, UMEHHU, OTYECTBA
U IpYTUX JTOKYMEHTOB.



3.2. B caydae BBISBICHUS HENPABUIBHOMW WJIM HETOYHOM 3alKUCH B TPYAOBOM
KHUKKE HWCIIPABJICHWE €€ MPOW3BOJAUTCA MO MeCTy paboTel, rae Oblla BHECEHA
COOTBETCTBYIOIIAs 3amuch, b0 aupekropoM Llkoabl mo HOBOMY MecTy paboThl Ha
OCHOBaHMHM OQUIMAIFHOTO JOKYMEHTa paboTojarensi, OMYCTHBIIErO OLIMOKY.
PaGotronarens o0si3aH B 3TOM cllydae oOKa3aTb paOOTHHKY TpU €ro oOpalleHuu
HEOO0XOUMYIO TTOMOIIIb.

3.3. Ecnu opranuzanus, KOTOpas Npou3Beia HEMpPaBWIBHYIO WIM HETOYHYIO
3aMnKch, pEOPraHU30BaHA, UCIIPABICHUE POU3BOANUTCS €€ MPABOIIPEEMHUKOM, a B CIy4yae
JUKBHUJIAIMK OpTaHHU3aIlluu - paboTojaTelieM MO0 HOBOMY MECTy pabOThl Ha OCHOBAaHUU
COOTBETCTBYIOLIETO IOKYMEHTA.

3.4. UcnpaBneHHble CBEAEHUS JIOJKHBI MOJHOCTBIO COOTBETCTBOBATh JTOKYMEHTY,
Ha OCHOBAaHUM KOTOPOTO OHU ObLIM HCIpaBieHbl. B ciydae yTpaTbl Takoro JOKyMEHTa
1100 HECOOTBETCTBUS €ro (haKTHUECKH BBITIOTHABIICHCS paboTe HCTIPaBICHUE CBEICHHIA
0 paboTe NPOU3BOAUTCA HA OCHOBAHMU JPYTUX JOKYMEHTOB, MOJATBEPKIAIOIINX
BBINOJIHEHNE Pa0OT, HE YKa3aHHBIX B TPYJA0BON KHMXKKe. CBUIETENbCKUE TOKA3aHUs HE
MOTYT CIYXHUTh OCHOBaHHMEM Ul MCHPABICHHUS BHECEHHBIX paHee 3amuceil, 3a
UCKJIIOYEHUEM 3alKceld, B OTHOLIEHUU KOTOPBIX UMEETCs CyneOHOe pelleHHe, a TaKxke
CIIy4aeB, IPENyCMOTPEHHBIX MYHKTOM 34 HactoAmux [IpaBuir.

3.5. B pa3menax TpynoBOM KHHXKH, COAEPKALIMX CBEACHUS O padore wiu
CBEJICHUSI O Harpaxk/JIeHWHU, 3a4€pKUBAaHUE HETOYHBIX WJIM HENPABWIbHBIX 3alHCEld He
nomyckaerca.  V3MeHeHue — 3amMceld  MPOM3BOAMTCS ~ IyTeM  MPU3HAHUA — HX
HEJCHCTBUTEIIbHBIMU W BHECEHMsS NpPaBWIbHBIX 3amuced. B Takom ke mnopsake
NPOU3BOANTCS M3MEHEHHE 3amuch 00 YBOJbHEHUHM paOOTHHKA (TepeBOjie Ha JPYIyIo
MOCTOSIHHYIO paboTy) B Ciiydae MPU3HAHUS YBOJbHEHUS (TIEPEBO/Ia) HE3AKOHHBIM.

3.6. Jluno, yrpaTuBiiee TPYIOBYIO KHIDKKY, 00sS3aHO HEMEUIEHHO 3asBUTh 00 3TOM
paboTojaTento MO TMOcIAeAHEMY MecTy paboTel. Paboromarens BblAaeT pabOTHUKY
OyOJIMKaT TPYAOBOW KHMXKKM He To3aHee 15 nHei co AHA momauu pabOTHUKOM
3asiBJICHUSI.

3.7. llpu odopmaeHun ny0iMKaTta TpPYIOBOM KHMXKKH, OCYIIECTBISIEMOM B
COOTBETCTBUHU € HacTosiuMuU [IpaBunamu, B HET0 BHOCATCA:

a) cBeneHuss o0 oOmemM u (WiM) HENPEPHIBHOM CTaxke paboThl pabOTHUKA [0
NOCTYIUVIEHUS B JIAaHHYIO OpPraHU3alliio, MOATBEPXKIEHHOM COOTBETCTBYIOUIUMU
JOKYMEHTaMHU;

0) cBeleHUsl 0 paboTe U HArpaxJAeHUH (MOOLIPEHHH), KOTOPble BHOCUIUCH B TPYIOBYIO
KHUKKY T10 TIOCTIeIHEMY MecTy paboTel. OOuuii cTask paboThl 3aMCHIBAETCSI CYMMAapHO,
TO €CTh YKa3bIBaeTcsl 00Ilee KOJIMYECTBO JIET, MECAIEB, JHEH paboThl 0e3 YyTOYHEHHS
OpraHu3alliy, NEepUoJI0B pabOThl U JODKHOCTEH paboTHuKa. Ecimum 1OKyMeHTHI, Ha
OCHOBAHMM KOTOPBIX BHOCHUJIMChH 3alMCH B TPYAOBYIO KHMKKY, HE COJEpkKaT MOJIHBIX
CBeAeHUH O paboTe B MPOLUIOM, B IYOJIHKAT TPYAOBOM KHMKKH BHOCSTCS TOJBKO
UMEIOIIUECS B TUX JOKYMEHTAaX CBEJICHUS.

3.8. Ilpu Han4uu B TPYAOBON KHUKKE 3alUCH 00 YBOJIBHEHUM WM MEPEBOJE HA
Ipyryto paloTy, MpPU3HAHHOW HEACUCTBUTENHHOW, pPaOOTHHKY IO €ro MUCBMEHHOMY
3asIBJICHUIO BBIIAETCS MO IMOCIEAHEMY MECTYy PabOThl NyOIHKAT TPYAOBOW KHIKKH, B
KOTOpBIM TMEpEeHOCITCs] BCE MPOM3BEJIEHHbIE B TPYJOBOW KHIKKE 3aluCH, 3a
UCKIIFOYCHUEM  3allMCH, IIPU3HAHHOM  HEICHCTBUTENIBHOW. TpynoBas  KHMXKKA
oopMIIsieTCsl B YCTaHOBJICHHOM MOPSIIKE W BO3BpAIlaeTCs €€ BlaJenblly. B TakoMm ke
MOPSZIKE BBIIAETCS TyONMKAT TPYAOBOM KHIDKKH, €CIHM TPYAOBas KHMKKA (BKJIaJbIII)
IpHUIljia B HErOAHOCTH (00ropesna, mopBaHa, UCraukaHa H T.11.).



3.9. Ilpu maccoBoil yrpare paloTodareneM TPYAOBBIX KHM)KEK PabOOTHHKOB B
pe3ynbTaTe 4Ype3BbIYAMHBIX CHUTYallMil (3KOJIOIMYECKHE M TEXHOTEHHBIE KaTacTpodbl,
CTUXUIHBIE OEJICTBUS, MAaCCOBbIE OECIOPSIIKUA U IpYTHe Ype3BblUaiiHble 0OCTOSATENbCTBA)
TPYAOBOM CTaX JTHX pPAOOTHUKOB YCTAHABIMBACTCS KOMHUCCHEH IO YCTaHOBIICHHUIO
CTaka, CO3/[aBa€MOM oOpraHamMM UCIHOJIHUTEIbHOW BiacTu cyObekToB Poccuiickoit
®enepanuu. B coctaB Takoil KOMHUCCHHM BKIIIOYAIOTCS MPEACTaBUTENM paboToaarene,
po¢COI030B WM UHBIX YIIOJTHOMOYEHHBIX pa0OTHUKAMU MPEICTaBUTENbHBIX OPraHoB, a
TaKXKe JPYTUX 3aMHTEPECOBAHHBIX OpraHu3anuil. YcraHoBieHue (akra padoOTHI,
cBeZicHUH o mpodeccun (AOIDKHOCTH) M INepHoAax paboThl B JAHHOM OpraHu3anuu
OCYIIECTBJIIETCS KOMHUCCHUEN Ha OCHOBAaHUU JOKYMEHTOB, MMEIOIIMXCA Yy pabOTHHKA
(cripaBka, Mpo(corO3HBIM OWJIET, ydyeTHas KapTouka ujeHa Npodcoro3a, pacyeTHas
KHW)KKa U T.IL.), @ B CJlyda€ UX OTCYTCTBHUS - HA OCHOBAaHUU MOKa3aHUM NBYX M Ooiiee
CBUJETENEH, 3HAIIMUX pabOTHHKA IO COBMECTHONH C HHMM JESTEIbHOCTH B OIHOMN
OpraHu3aluyd WiIM B OJHOW cucreMe. Eciu pabOTHUK 10 MOCTYIUIEHHS B JaHHYIO
OpPraHu3alMI0 YK€ paboTall, KOMUCCHsI MPUHUMAET Mephl K MOJYYEHHIO JOKYMEHTOB,
noaTBepxkAatomux 3ToT (axt. Ilo pezynpraram pabOThl KOMUCCUM COCTaBIISIETCS akT, B
KOTOPOM  YyKa3bIBalOTCA  MepuoAbl  paboTsl, mpodeccus  (IOMKHOCTh) U
MPOJIOJIKUTENBHOCTh TPYAOBOIO CTaxka paboTHHMKa. PaboTonarenh Ha OCHOBAaHMM aKTa
KOMHCCHUHU BBIJIaeT pabOTHUKY NyONMKaT TPYAOBOW KHMXKKHU. B ciydae eciau JOKyMEHTHI
HE COXpPaHUJIIUCh, CTaX pabOThl, B TOM 4YHCIIE YCTAaHOBJIEHHBIH Ha OCHOBAHUU
CBUETEIbCKUX MOKa3aHUI, MOKET ObITh MOATBEPKACH B CyJICOHOM MOPSIAKE.

4. Boigaua Tpya0BOii KHMKKH NPH YBOJIbHEHNH (IPeKpalleHuH TPYA0BOI0
aorosopa) ¢ corpyannkom IHIkoJsi

4.1. Ilpu yBosbHEHNH pabOTHUKA (IPEKpaAILEHUH TPYAOBOI0 JOr0BOpA) BCE 3aIUCH,
BHECEHHBIE B €r0 TPYIOBYIO KHIUXKKY 3a Bpemst pabotsl B Illkone, 3aBepsoTcs MOANUCHIO
mupekropa IIkoabl, OTBETCTBEHHOIO 3a BEACHHE TPYIOBBIX KHWXKEK, I€YaThbiO
opranuzanuu (KaapoBod CiIy)KObl) U HMOJANHMCHIO CAMOI0 pabOTHHUKA (32 UCKIIOUYEHUEM
CIIy4aeB, YKa3aHHBIX B yHKTe 36 Hactosumx [IpaBun).

4.2. Ecnu TpyoBasi KHM>KKA 3aIlOJIHUIACh HAa TOCYNapCTBEHHOM A3bIKe Poccuiickoil
®enepanuu (PycCKOM SI3bIK€) M Ha TOCYAAPCTBEHHOM SI3BIKE PECHyOJIMKH B COCTaBE
Poccuiickoit @enepanmu, 3aBepsaroTcs 00a TEKCTA.

4.3. lupekrtop lIkonsl 00s3aH BbIAATh paOOTHUKY B I€Hb YBOJIbHEHUS (IIOCIEAHUIMA
JIeHb pa0OThl) €ro TPYJAOBYIO KHMKKY C BHECEHHOW B Hee 3aluchio 00 yBoJbHEeHHUH. [Ipu
3a/lep>KKe BbIIayu paOOTHHUKY TPYJOBOW KHMXKKM IO BUHE paboTojaTelis, BHECEHUU B
TPYAOBYIO KHIKKY HEIMPAaBWIBHOM WJIM HE COOTBETCTBYIOIIEH (enepalbHOMY 3aKOHY
(GOpMYIUPOBKU MPUUYNHBI YBOJbHEHUS padoTHUKA qupekTop LIIKomabl 00513aH BO3MECTUTh
pabOTHHUKY HE MOJyYEHHBIH UM 3a BCE BpeMs 3aJepXKKU 3apaboTok. /[HeM yBOIbHEHUS
(mpekpanieHus: TpyI0BOro AOroBOpa) B 3TOM Cllydyae CUMTAETCS J€Hb BBIJIAYM TPYIOBOM
KHIKKH. O HOBOM JIHE YBOJIbHEHHS paOOTHHKA (IMpPEKpalleHUU TPYIOBOTO JIOTOBOPA)
u3aeTcs nmpuka3 (pacnopsbkeHue) paboroaaTessi, a Tak)ke BHOCUTCS 3aMUCh B TPYAOBYIO
KHWKKY. Panee BHeCEHHas 3anMCh O JHE YBOJIBHEHHUs NPU3HACTCA HENECUCTBUTEIIBHOU B
NOpsAJIKE, YCTAHOBJIEHHOM HacTosmuMu [IpaBunamu.

4.4. B crmyuae ecnu B JIGHb YBOJbHEHHUs PaOOTHHKA (MPEKpAIICHUs] TPYIOBOTO
JI0OrOBOPA) BbLIATh TPYIOBYIO KHMKKY HEBO3MOXKHO B CBSI3U C OTCYTCTBHEM pa0OTHHUKA
a100 ero OTKa30M OT MOJYYEHHUs TPYAOBOM KHMKKH Ha PYKH, pabOTOIATENb HAIIPABIISET
pabOTHUKY yBeJAOMJIEHHE O HEOOXOAMMOCTHU SBUTHCS 32 TPYAOBOM KHMKKOW JTMOO NaTh
corjiacue Ha OTIPAaBJIEHUE €€ M0 MOYTE.



4.5. Ilepecbuika TpyZOBOM KHMKKHM IOYTOH NO YKa3aHHOMY paOOTHHMKOM ajpecy
JOIyCKaeTcsa TONBKO ¢ ero cornacusd. Co OHA HANpaBlIeHWs YKa3aHHOTO YBEIOMIICHMS
paboronaTenb OCBOOOXKIAETCS OT OTBETCTBEHHOCTH 3a 3aJEP)KKY BbIAUd PAOOTHUKY
TPYAOBOU KHHMKKH.

4.6. B ciayuae cmepTu pabOTHHMKA TpyAOBas KHMJKKA IIOCIE BHECEHMs] B Hee
COOTBETCTBYIOHICH 3allHCH O MPEKPAIEHUU TPYIOBOIO JOrOBOpa BBIAACTCA HA PYKH
OJHOMY M3 €ro pOJACTBCHHHMKOB IIOJ PACIMCKY WM BBICBIIACTCA II0 I0YTE II0
IHMCBMEHHOMY 3asIBJICHUIO OJJTHOTO U3 POJACTBEHHUKOB.

S. Bkiiaaplii B TPYA0BYI0 KHMKKY cOTpyAHUKA HIKo0J1BI
5.1. B cnydae eciu B TpydOBOM KHMXKKE 3allOJIHEHBI BCE CTPAHUIIBI OJJHOTO W3
pa3/ienioB, B TPYIOBYIO KHIIKKY BIITUBAETCS BKJIABIII, KOTOPBIM OPOPMIISIETCS U BEIETCS
paboTomareremM B TOM K€ TOPSIKE, YTO W TPYJOBas KHIKKA. Bkianeim 6e3 TpymoBoi
KHIDKKH HEJIEMCTBUTEIIEH.
5.2. Ilpu BblAaYE KaXXIOrO BKJIAAbIIIA B TPYAOBOW KHIKKE JEIAeTCs 3aIUCh
«BpIIaH BKIIQJIBIII» U YKA3bIBAETCS CEPUsl 1 HOMEP BKJIAJbIIIIA.

6. YueTr u XpaHeHHe TPYAOBBIX KHHKEK cOTPpyaHuKa IIko/bl

6.1. C menbio yueta TPpYAOBBIX KHIKEK, a TaKKe OJTaHKOB TPYIOBON KHUKKH U
BKJIAJIpIIIA B HEE, B OPraHU3aIMAX BEAYTCS: KHUTA y4eTa IBUKEHUS TPYAOBBIX KHIKEK U
BKJabIel B HUX. DOpMbI yKa3aHHBIX KHUT YTBEpKIaroTcsi MUHHUCTEPCTBOM TpyJla U
coumanbHOro paszsutus Poccuiickoit deneparuu.

6.2. B xHure ydera ABMKEHUS TPYAOBBIX KHMKEK U BKJIAJBIINICH B HUX, BEACTCS
cekperapeM ydeOHOW dYacTH, O(GOPMISIOMIMM TPUEM M YBOJbHEHHE PAOOTHHUKOB,
PETUCTPUPYIOTCSI BCE TPYIOBbIE KHUKKH, IPUHATHIE OT paOOTHUKOB IMPHU MOCTYIJICHUU
Ha paboTy, a Tak)Ke TPYAOBbIE KHIM)KKHM W BKJAJIBIIIA B HUX C YKa3aHHEM CEpPHH M
HOMEpA, BbIJaHHbIE pa0OTHUKaM BHOBb. [Ipu monydeHHH TPyIOBOW KHUXKKH B CBSI3U C
YBOJIbHEHHEM paOOTHUK PACIIMCHIBACTCS B JIMYHOM KapTOYKE M B KHUTE ydeTa JBHKCHHS
TPYIOBBIX KHIDKEK M BKJIajbllied B HUX. KHUra yuera nBMKEHUS TPYIOBBIX KHIKEK U
BKJIQJIBIINIEE B HHUX JIOJDKHBI OBITH TPOHYMEPOBAaHBI, IPOITHYPOBAHBI, 3aBEPECHBI
noAnuceio aupekropa Llkonbl, a Takke CKperieHbl IeYaThIo.

6.3. bnaHku TpyAOBOM KHUXKKM U BKJIQJIbIIIIA B HEE XPAHATCS B OpraHU3aAllUM Kak
JIOKYMEHTBI CTPOTOM OTYETHOCTH W BBIJAIOTCS JIMIlY, OTBETCTBEHHOMY 3a BEICHHUE
TPYJOBBIX KHUXKEK, MO €ro 3asBKe. VcropyeHHBbIE MPH 3aMOJIHEHUU OJAaHKU TPYIOBOU
KHIDKKA W BKJAJbIIa B HEEe TOMIEkKAT YHHUTOXKEHHUIO C  COCTaBJICHUEM
COOTBETCTBYIOIIIETO aKTa.

6.4. TpynoBble KHIDKKM W JYOJHMKAThl TPYAOBBIX KHIKEK, HE TMOJyYEHHBIE
pabOTHUKAMH TIPH YBOJIBHCHUH JTMOO B cllydae CMEPTH pabOTHUKA €ro OJMKaWIIMMHU
POJCTBEHHUKAMHU, XpaHATCs B TedeHue 2 yer B IlIkone OTAENbHO OT OCTalIbHBIX
TPYIOBBIX KHIKEK. [0 mcTedeHMHn yka3aHHOTO CpOKa HEBOCTPEOOBAHHBIE TPYHAOBHIE
KHIWDKKM XpaHATCA B apxXuBe OpraHu3annu B TedeHue S50 yer, a 3areM Nojiexar
YHUYTOKEHHIO B YCTAHOBIIEHHOM MOPSIIKE.

6.5. Paboromarens 00s3aH MOCTOSSHHO UMETH B HAIMYUU HEOOXOIUMOE KOJIMYECTBO
OJIaHKOB TPYJOBOM KHIKKH M BKJIQJIBIIICH B HEe.

7. OTBETCTBEHHOCTH 32 COOJII0/ICHUE MOPSAIKA BeAeHUS TPYAOBbIX KHHKEK
corpyaHukoB LIkosbl



7.1. OTBETCTBEHHOCTh 3a OpPTaHW3aIlMI0 pabOTHI MO BEACHUIO, XPAHCHUIO, YICTY U
BbIJIaue TPYJIOBBIX KHIKCK W BKIAIBIIICH B HUX Bo3yiaraetcss Ha aupekropa [lIkosbr
(3aBeayroIIero KaHIEIsIpreH).

7.2. OTBETCTBEHHOCTh 3a BEJICHWE, XPAaHEHHE, YUET U BBIIAYy TPYIOBBIX KHUKEK
HECeT 3aBEAYIONIMM KaHLENspHei. 3a HapylleHHe YCTAaHOBJIEHHOIO HACTOSIUMU
[IpaBunamu TmOpsiiKa BEJCHHS, ydeTa, XPAaHCHHWS U BBIJAYM TPYIOBBIX KHIDKEK
JOJDKHOCTHBIC JIMIIa HECYT OTBETCTBEHHOCTh, YCTAHOBIICHHYIO 3aKOHOIATEIHCTBOM
Poccuiickoit @enepanuu.

8. 3akirounTeIbHBIE M0JI0OKEHUS
8.1. U3menenus B IlonokeHrne BHOCITCS COTJIaCHO yCcTaHOBJIEHHOMY B IlIkose mopsiky.
[IpaBo xopnaTtalicTBOBaTh O BHECEHMM HM3MEHEHMU B lloyioxkeHune umeer QupekTop u
3amecturenu aupexropa Ilkosnst.
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