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1.001mme nos1oKkeHust

1.1. Hacrosimee Ilonoskenne pa3paboTaHO B COOTBETCTBHH CO CTaTheil 66
Tpynosoro koxaekca Poccuiickoit ®enepauun IIpaBurensctBa Poccuiickoit
Odepneparuu, Ha ocHoBe [IpaBwi BeleHMST W XpaHEHUS TPYJIOBBIX KHUKEK,
U3rOTOBJICHUS OJIAHKOB TPYIOBOM KHMXKKUA M oOecreueHus MU padboToaaresieH,
YTBEpXKIAEHHBIX noctaHoBieHueM IIpaBurensctBa PO ot 16 ampens 2003 roga Ne
225.

1.2. Hacrosiiee noJjioxKeHrne YCTaHABIMBAET MOPSJIOK BEJICHUSI U XpaHEHUS
TPYAOBBIX KHIDKEK COTPYJHUKOB MYHULIUAIBHOTO OIOHKETHOTO
obmeo6pazoBarenbHOro yupexaeHus «lllkoma Ne 75» (nanee - [lkona).

1.3. TpynoBasi KHW)XKa SBJISIETCS OCHOBHBIM JIOKYMEHTOM O TPYJIOBOM
NESATETLHOCTH U TPYJIOBOM CTa)ke paOOTHHKA.

1.4. Mupextop Ilkonel 00s3aH BECTU TPYIOBYIO KHHXKKY Ha KaXKIIOTO
paboTHHKa, MPOPabOTABIIETO B OpraHM3alluM CBBIIIC IATH JHEH, eciik paboTa B
IIIKOJIC SIBJISIETCS /711 paOOTHHUKA OCHOBHOM.

1.5. B TpyaoByI0 KHUXKKY BHOCATCSI CBEICHHSI O PAOOTHHUKE, BBIMOIHAEMOMN
UM paboTe, MEpPEeBOJI€ Ha JPYryl0 TOCTOSHHYIO paboTy U 00 YBOJIbBHEHUU
paboTHHKA, & TAK)KE OCHOBAHUS MPEKPAILEHUS TPYAOBOrO JOTOBOpPA U CBEJICHUS O
HarpakJICHUU 3a yCIiexu B paboTe.



1.6. CeneHuss O B3BICKAHUSAX B TPYAOBYIO KHWXXKY HE BHOCATCS, 3a
UCKJIIFOYEHWEM  CIIy4aeB, KOIJAa JUCLHMIUIMHAPHBIM  B3BICKAHUEM  SIBJISIETCS
YBOJIbHEHHE.

1.7. TpynoBbele KHMKKH BEIyTCS Ha TOCYJAapCTBEHHOM s3blke Poccuiickoii
denepanuu - pycCKOM.

1.8. JlupexTop mIKOJIbI 0053aH 1O MUCHbMEHHOMY 3asBJICHUIO pabOTHHUKA HE
no3jaHee TPEX JHEW CO NHS €ro Mojadyd BbIJATh PAOOTHUKY KOMHUIO TPYIOBOM
KHWKKA WM 3aBEPEHHYI0 B YCTAaHOBJIEHHOM IOPSJKE BBINKMCKY W3 TPYIOBOU
KHUKKH.

2. Benenue Tpy10BbIX KHMKEK cOTPYAHUKOB IIIKk0/1BI

2.1. OdopmieHne TPyAOBOM KHUXKH PaOOTHUKY, IPUHATOMY Ha paboTy
BIIEPBBIC, OCYyLIECTBiIsieTcs AupekTopoM lllkonbl B mpucyTrcTBuM pabOTHHKA HE
MO3JJHEE HEAEIIBHOIO CPOKa CO THS MpUéMa Ha paldoTy.

2.2. B TpynoByl KHIKKY IpHU €€ O(GOPMIIEHUM BHOCATCSA CIEIYIOIIHNE
CBEICHUS O paOOTHUKE:

a) damMunusi, UM, OTYECTBO, JlaTa POXKIEHUSA (YUCIIO, MECAl, ToJ) Ha
OCHOBAHUH I1aCIIOPTA UIIM MHOI'O TOKYMEHTA, YOCTOBEPSIOLIETO JUYHOCTD;

0) obpazoBanue, npodeccusi, CHeUaTbHOCTh HA OCHOBAaHUH JIOKYMEHTOB 00
oOpa3oBaHUU, O KBaTU(UKAIMU WIM HAIWYUM CHCIUANbHBIX 3HAHUW (TIpH
MOCTYIJIEHUU Ha paldoTy, TPEOYIOIIYIO CIENUaIbHBIX 3HAHUN WA CIEeIUATbHON
MIOJTOTOBKH ).

2.3. Bce 3anucu o BeIMONHsIEMON paboTe, mepeBo/ie Ha APYTYI0 TOCTOSTHHYIO
paboTy, KBaNM(pUKALMK, YBOJbHEHHH, a TAKXKE O HArpaKJICHUU, MPOU3BEICHHOM
nupektopoM  IlIkonbl, BHOCATCA B TPYAOBYKO KHMXKKY Ha OCHOBAaHHH
COOTBETCTBYIOILETO NMpHKa3a aupekropa [IIkoibl He mo3aHee HEAENBHOTO CPOKa, a
IIPY YBOJIbHEHUU - B JIEHb YBOJIBHEHUS U JIOJKHBI TOYHO COOTBETCTBOBATH TEKCTY
npuKasa.

2.4. Bce 3amucu B TpPyAOBOM KHIDKKE MPOU3BOISATCS 0€3 KaKUX-Tu0o
COKpAILICHUH U UMEIOT B MPEAETIAaX COOTBETCTBYIOLIErO pa3jesa CBOU MOPSIKOBBIN
HOMED.

2.5. C Kax/0i BHOCUMOW B TPYJIOBYIO KHUXKY 3alMCHIO0 O BBIMIOJTHSEMOMN
paboTe, mepeBoJie Ha JAPYTyl IMOCTOSHHYIO pabOTy M YBOJIBHEHHUU AUPEKTOP
[IIxosbl 00s13aH 03HAKOMUTH €€ BIIaJeiblla MO PACIIUCKY B €r0 JIMYHON KapTOUKe,
B KOTOPOW MOBTOPSIETCS 3aIIMCh, BHECEHHAs B TPYNOBYIO KHIKKY. Popma JIMYHOU
KapTOuKu yTBepxkaaercs ['ocynapctBeHHbIM komuteToM Poccuiickonn denepannn
IO CTAaTUCTHUKE.

2.6. TpynmoBas KHW)KKA 3alloONHIETCS B TOPSAKE, YTBEPKIAEMOM
MunucTEpCTBOM TpyZa U COLMAIbHOro pazsutus Poccuiickoit denepannu.

2.7. 3anucu B TPYIOBYIO KHIKKY O MPUYMHAX MPEKpalleHHs] TPYIOBOTO
JIOTOBOpa BHOCATCS B TOYHOM COOTBETCTBUU C (opMyiupoBKamu TpyaoBOro
kojekca Poccuiickoit deneparuy wiv HHOTO (heepabHOrO 3aKOHA.

2.8. Ilpu mpekpamieHud TPYJOBOTO JOTOBOpa IO  OCHOBAHUSM,
NpeayCMOTPEeHHBIM cTatbeil 77 TpynoBoro konekca Poccuiickoit @enepanuu (3a
WCKJIIOYEHHUEM CJIy4aeB pPACTOPKEHUS TPYIOBOIO JOroBOpa II0 HHULMATUBE



paboTomaresns U Mo 00CTOSATETHLCTBAM, HE 3aBUCSIIIMM OT BOJIM CTOPOH (ITYHKTHI 4
u 10 »3TOM cTaTtbu), B TPYJOBYIO KHMKKY BHOCHUTCSI 3amuCh 00 YBOJIbHEHUU
(mpekpallleHuy TPYJIOBOTO JOTOBOPA) CO CCHUIKOM Ha COOTBETCTBYIOIIUN ITYHKT
yKa3aHHOM ctaTbd TpynoBoro koaekca Poccurickon denepanuu.

29. [Ilpu pacTopK€HMHM TPYAOBOrO JOTOBOpa IO  HWHUIMATUBE
aamuHucTpauu [1IKoJIbl B TPYAOBYIO KHIMXKKY BHOCHUTCSI 3aIIUCh 00 YBOJIbHEHHUH
(mpekpallleHu TPYJIOBOTO JOTOBOPA) CO CCHUIKOM Ha COOTBETCTBYIOIIMN ITYHKT
cratbu 81 TpynoBoro konekca Poccuiickon denepanuu.

2.10. Tlpu mpekpamieHUH TPYIOBOTO TOTOBOpA MO OOCTOSTENHCTBAM, HE
3aBUCSIIMM OT BOJIM CTOPOH, B TPYAOBYKO KHHUXKY BHOCUTCA 3alluich 00
OCHOBAHUSAX  IMpPEKpalleHHWs  TPYJOBOTO  JOTOBOpa CO  CCBUIKOM  Ha
COOTBETCTBYIOIIMM NYyHKT crtatbn &3 TpynoBoro komekca Poccuiickon
denepanum.

2.11. Tlpu mpekpamieHuu TPYJOBOTO JOTOBOpPA IO JIPYTUM OCHOBAHUSIM,
MpenyCMOTPpEeHHbIM TpynoBbiM KojekcoM Poccuiickonn denepanuy WIM WHBIMA
dbeneparbHBIMU 3aKOHAMH, B TPYJOBYIO KHI)KKY BHOCUTCS 3aITUCh 00 YBOJIbHEHHUH
(MpekpalleHuy TPYJI0BOTO JOTOBOPA) CO CCHUIKOM HAa COOTBETCTBYIOIIUE CTATHIO,
nyHKT TpymoBoro kojekca Poccuiickoii denepaniud Wik WHOTO (eaeparbHOTO
3aKOHa.

2.12. Tlpu npekpailieHuu TpyI0BOTO JOTOBOPa C PaOOTHUKOM, OCY>K/IE€HHBIM
B COOTBETCTBUU C MPUTOBOPOM CYJIa K JIMIIEHHUIO MPaBa 3aHUMATh ONPEIACICHHbBIC
JIOJDKHOCTH WJIM 3aHUMAThCSl OMPEACTICHHOW JEATEeNIbHOCThI0O M HE OTOBIBIIUM
HAKa3aHHE, B TPYAOBYIO KHUKKY BHOCUTCS 3aIIUCh O TOM, HA KAKOM OCHOBAaHWH, Ha
KaKOM CpPOK M Kakyl JOKHOCTh OH JIMIIEH TIpaBa 3aHUMaTh (Kakowu
JEATEIIbHOCTBIO JIUIIEH MTpaBa 3aHUMAThCS).

2.13. CBenenusi 0 paboTe MO COBMECTHTENHCTBY (00 YBOJIBHEHHH C JTOM
paboThl) TO KEJIAHWIO PAOOTHHKA BHOCSTCS IO MECTY OCHOBHOM paboOThI B
TPYJIOBYIO KHUXXKY Ha OCHOBAaHHMH JOKYMEHTa, MOJTBEPXIAIOIIETO padoTy Mo
COBMECTHUTEIILCTBY.

2.14. B TpyAOBYIO KHIKKY TIO MECTY PaOOThI TaK)Ke BHOCUTCS C YKa3aHUEM
COOTBETCTBYIOIIUX JOKYMEHTOB 3aIIHCh:

a) O BpEMEHH BOCHHOW CIIy>KObI B COOTBETCTBUU ¢ DesepalibHBIM 3aKOHOM
"O BOMHCKOM O0053aHHOCTH M BOCHHOM cITy>k0e", a Takke O BPEeMEHH CIy>KObI B
OopraHax BHYTPEHHHUX JI€] U TaAMO>KEHHBIX OpraHax;

0) o BpeMeHM OOy4YeHuss Ha Kypcax M B IIKOJaX IO MOBBIIICHUIO
KBaJIu(UKALIUY, 110 TTepeKBaTU(PUKAIIMKN U TOATOTOBKE KaJIPOB.

2.15. CoOoTBETCTBYIOIIHE 3alMCH, BHECEHHBIE B TPYJOBYIO KHWKKY JIHII,
OCBOOOKJICHHBIX OT PabOTHl (IOJDKHOCTH) B CBSI3M C HE3aKOHHBIM OCYXKICHHUEM
JU00 OTCTPAHEHHBIX OT JOHKHOCTH B CBSI3M C HE3aKOHHBIM IPUBJICYEHUEM K
YTOJIOBHOM OTBETCTBEHHOCTH, YCTaHOBJICHHBIMH COOTBETCTBEHHO
OTpaBIATEIbLHBIM TMPUTOBOPOM JIHOO TOCTAHOBJICHHEM (OTpeaeiIeHUEM) O
MPEKPAIICHUH YTOJIOBHOTO Jiejia 3a OTCYTCTBUEM COOBITHSI TPECTYIUICHHS, 3a
OTCYTCTBUEM B JIESIHUM COCTaBa MPECTYIUICHUS WM 3a HEIOKa3aHHOCTBIO HX
y4acTUsi B COBEPIICHHH TMPECTYIUIEHUS, MPU3HAIOTCA HEACHCTBUTEIbHBIMHU.



JIupeKTOp MIKOJIBI TI0 MUChbMEHHOMY 3asIBICHUIO PAOOTHUKA BBIIACT €My JyOuKatT
TPYAOBOM KHMKKHM O€3 3amucH, IPU3HAHHON HEACHCTBUTEIHHOM.

JyOnukatr TpyJdOBOM KHUXKKUA BBIJACTCS YKa3aHHBIM JIMIIAM B TOPSIKE,
YCTaHOBJICHHOM Hactosimumu [IpaBunamu. B TpyaoBble KHUXKKH JUI, OTOBIBIINX
UCIIpaBUTEIbHbIE PabOThl 0e3 JuIIeHHs CBOOOABI, BHOCUTCS MO MECTy padOThI
3aliCh O TOM, YTO BpeMs pabOThl B OSTOT TMEPUOJA HE 3aCUUTHIBACTCS B
HETPEPBIBHBIN TPYAOBOM CTaXX. Y Ka3aHHAs 3alllCh BHOCUTCS B TPYJOBbIE KHIKKU
M0 OKOHYaHWW  (HaKTHYECKOTO CpOKa OTOBITUS  HAKa3aHWs, KOTOPBIU
YCTaHABIIUBAECTCS IO CIIPABKaM OPraHOB BHYTPEHHHUX JIEIT.

[Ipu yBOJTBHEHHWH OCYXICHHOTO C pabdOTHl B YCTAHOBICHHOM TIOPSIKE U
MOCTYIIJICHUW €T0 Ha HOBOE MECTO PabOThI COOTBETCTBYIOIIHE 3aITUCH BHOCSTCS B
TPYJIOBYI0 KHIDKKY B TOW OpraHu3alii, B KOTOPYIO OH OBII TPHHIT WIA
HaIIpaBJICH.

2.16. Ilpu BOCCTaHOBJIICHUHM B YCTaHOBJICHHOM TOPSJIKE HEMPEPHIBHOTO
TPYJIOBOTO CTaXXa B TPYJOBYIO KHIDKKY PaOOTHUKA BHOCHTCS IO IMOCJIECIHEMY
MeCTy pabOThl 3aMMCh O BOCCTAHOBJICHHHM HEMPEPHIBHOTO TPYAOBOIO CTaXKka C
YKa3aHUEM COOTBETCTBYIOLIETO JIOKYMEHTA.

2.17. B Tpy10BYIO KHI)KKY BHOCSITCSL CIEAYIOIINE CBEACHUS O HATPaXKICHUU
(MOOIIpEeHUH ) 3a TPYIOBBIEC 3aCITYTH:

a) O HarpaxJIEeHUWU TOCYJAApPCTBEHHBIMU HarpajiaMM, B TOM YHCJE O
MPUCBOCHUM  TOCYJApPCTBEHHBIX  IIOYETHBIX  3BaHUW, HA  OCHOBAHUHU
COOTBETCTBYIOIINX YKAa30B U UHBIX PEIICHU;

0) O HarpaxIeHUH T[OYETHHIMH TpPaMOTaMH, TPUCBOCHUU 3BaHUU U
HArpaKJICHUM HArPpyAHBIMH 3HAKAMH, 3HAYKaMH, JUIUIOMAMH, MOYETHBIMU
rpaMoTamu, MMPOU3BOAMMOM OPTraHU3ALUAMU;

B) O JAPYruX BHUJIaX MOOUIPEHUS, MPETYCMOTPEHHBIX 3aKOHOAATEIHCTBOM
Poccuiickonn @enepanuu, a TakKe KOJUIEKTUBHBIMU JOIOBOPaMH, IPaBUIAMHU
BHYTPEHHETO TPYAOBOI'O PAaCIOpsKa OPraHU3allM, YCTABAMU U IOJ0KEHUSIMU O
JUACLUILIAHE.

2.18. 3anucu o mpeMusix, MPeayCMOTPEHHBIX CUCTEMOM OIIaThl TPYy/la WU
BBIIUIAYMBAEMBIX HA PETYJIIPHON OCHOBE, B TPYIOBbIE KHUKKU HE BHOCATCS.

3. BHeceHune u3MeHeHUH 1 UCTIPABJIEHUI B TPYAOBYI0 KHUKKY COTPYIHUKOB
Ikoabl. Jly0JuKaT TPyA0BOM KHUKKH.

3.1. U3menenue 3anuceit o pammimm, IMEHH, OTYECTBE U JaTe POXKICHUS, a
Takxke 00 00pa3zoBaHUM, MPOPECCUU U CIEHUATBHOCTH PAaOOTHHKA MPOU3BOIUTCS
paboroiareseM 1O TMOCIEIHEMY MeECTy padOThl Ha OCHOBAaHMM NACHOPTa,
CBUJICTEIILCTBA O POXKACHUU, O Opake, O pacTOp>KeHHH Opaka, 00 H3MEHEHUU
bamMmimm, UMEHU, 0TYECTBA U JPYTUX JOKYMEHTOB.

3.2. B ciy4ae BbIIBIEHUS! HENMPABWJIBHOM MJIM HETOYHOMW 3alKCH B TPYIOBOM
KHIDKKE WCTPABIICHUE €€ TPOM3BOJIUTCA MO MECTy paboThl, Te Oblla BHECEHA
COOTBETCTBYIOIAS 3aMuCh, TUO0 nupekropoM [lIkonsl Mo HOBOMY MecCTy pabOoThI
Ha OCHOBAaHWU O(PHUIMAIBHOTO JOKYMEHTa paboTOaTeNs, JOMYCTUBIIIETO OMIUOKY.



PaGoronarens o0s3aH B 3TOM cilydyae OKa3aTb paOOTHUKY MpHU €ro oOpalleHuu
HEO0OXOIUMYIO TIOMOIIIb.

3.3. Ecnu opranuzaiusi, KOTopasi mpou3Besia HeMPaBUIbHYIO WM HETOYHYIO
3aMKCh, peOpraHru30BaHa, UCIPABICHUE MMPOU3BOIUTCS €€ MPaBONPEEMHUKOM, a B
cilydae JUKBUAAIIMM OpraHu3aliu - paboTolaTeseM 10 HOBOMY MECTY paOOThl Ha
OCHOBAHHMH COOTBETCTBYIOIIETO JOKYMEHTA.

3.4. VcnpaBineHHble CBeJIEHUS JOJKHBI TMOJTHOCTBIO COOTBETCTBOBATH
JIOKyMEHTY, Ha OCHOBAaHWU KOTOPOTO OHHM ObUIM WCIpaBiCHBL. B cirydae yTparsl
TAKOro JOKYMEHTa JMOO HECOOTBETCTBUSA €r0 (DAKTUUECKU BBIMOTHSIBIICHCS
paboTe HCIpaBIEHUE CBEACHHM O padoTe MPOU3BOAUTCA HAa OCHOBAHMM APYTHX
JIOKyMEHTOB, MOATBEPKIAIOMINX BBITOTHEHUE Pad0T, HE YKa3aHHBIX B TPYAOBOU
KHWKKE. CBUIETEIBCKUE TMOKa3aHUS HE MOTYT CIY>KUTh OCHOBAaHHEM st
UCIIpaBJICHUSI BHECEHHBIX paHee 3alKceil, 3a UCKIIOUYECHUEM 3aluced, B
OTHOIIEHUM KOTOPBIX UMeEETCi CyAeOHOe pelleHrne, a TaKXkKe CIIy4aes,
MPETyCMOTPEHHBIX MYHKTOM 34 Hactosamux [Ipasui.

3.5. B pazgenax TpynoBOW KHIXKH, COAEpPKALUX CBEJCHUS O padoTe Wiu
CBEJICHUSI O HArpaK/ICHUHU, 3a4€PKUBAHNE HETOUYHBIX WJIM HEMPaBUJIBHBIX 3alKCcen
HE JoIycKaeTcs. VI3MeHeHue 3amuceil MPOU3BOAMUTCS IyTEM NPU3HAHUS HX
HEJICHCTBUTEIbHBIMA U BHECEHMUSl NPaBUJIbHBIX 3amuceil. B TakoMm xe mopsake
MPOU3BOJIUTCS W3MEHEHUE 3amucud 00 YBOJIBHEHUM paboTHHKA (MepeBoje Ha
JPYTyl0 TOCTOSIHHYIO paboTy) B cllydyae NpHU3HAHUS YBOJBHEHHUS (MEPEBOA)
HE3aKOHHBIM.

3.6. Jluro, yTpaTHuBIee TPYAOBYIO KHIDKKY, 00s3aHO HEMEIJICHHO 3asSBUTH
00 »TOM paboTojaTeNo Mo MOCieAHEMY MecTy paboTel. PabGoTonmarens BhiaeT
pabOTHUKY AyOJIUKaT TPYAOBOM KHUKKM HE mo3aHee 15 gHel co OHS mojadyu
PaOOTHUKOM 3asIBJICHUSI.

3.7. Tlpu odopmieHnun nydmukaTta TPYJOBOM KHMXKKH, OCYIIECTBIIEMOM B
COOTBETCTBHHM C HacTosimuMmu [IpaBuiiamu, B HEro BHOCSTCA:

a) cBenieHus 00 o01IeM U (MiIM) HEMPEPHIBHOM CTa)ke paboThl pabOTHUKA /10
MOCTYIUIEHUSI B JAHHYKO OpPraHU3allMI0, MOJATBEPKIECHHOM COOTBETCTBYIOIIMMU
JOKYMEHTaMU;

0) cBegeHus 0 pabOTEe W HArpakJaeHUH (MTOOIIPEHUH ), KOTOPhIE BHOCHIINCH B
TPYJIOBYI0 KHWXKKY MO TOCIeqHEMY MecTy paboTel. OOmmi craxxk padoThl
3aMKCBIBAETCS CYMMApHO, TO €CTh YKa3bIBaeTCs 0OIlee KOJIUYECTBO JIET, MECSIIEB,
JTHeW palboThl 0€3 yTOUYHEHHUS OpTraHu3alllM, MEPUOJIOB pabOThl M AOJIKHOCTEH
paboTHUKA.

Ecnu noxyMeHTHl, Ha OCHOBAaHMM KOTOPBIX BHOCHJIMCH 3alMCU B TPYAOBYIO
KHWKKY, HE COJIEp)KaT MOJIHBIX CBEICHUN O paboTe B MPOINUIOM, B TyOJIMKAT
TPYAOBOM KHUYKKH BHOCSATCS TOJILKO UMEIOIIHUECS B OTUX JOKYMEHTaX CBEJICHMUS.

3.8. Ilpy HaiMuuu B TPYAOBOM KHWKKE 3aluch OO0 YBOJIBHEHUU WIIU
NepeBoJie Ha APYTYI0 paboTy, MPU3HAHHON HEEHCTBUTEIHLHOM, PAaOOTHUKY IO €T0
MMMCbMEHHOMY 3asiBJICHUIO BBIJACTCS MO TMOCIEAHEMY MECTY padoThl AyOiuKat
TPYAOBOM KHHMXKKH, B KOTOPBIM IEPEHOCATCS BCE MNPOU3BEACHHBIE B TPYIOBOU
KHIDKKE 3aIIMCH, 3a UCKITFOYEHUEM 3aIMCH, TPU3HAHHOW HEJIEMCTBUTEIILHOM.



TpynoBas kHuxkka oQGOpMIsSETCS B  YCTAaHOBJICHHOM TMOpAOKE |
BO3BpAILIAETCA €€ Bajelblly. B TakoM ke mopsike BblAaeTcst AyOIUKaT TPYI0BOM
KHIDKKHM, €CIIM TPYyJloBasg KHWXKKa (BKJIAJBINI) MPHUILIa B HETOAHOCTh (0Oropena,
nopBaHa, UCMaYyKaHa U T.I1.).

3.9. Ilpu maccoBoii yTpare paboTomareneM TPYIOBBIX KHIKEK paOOTHUKOB
B pe3yJbTaTe Ype3BbIYAMHBIX CHUTyalluid (PKOJOTMYECKHE M TEXHOTECHHbIE
KaracTpodbl, CTUXUUHbIE OEACTBUS, MAacCOBbIe OECHopsAIKM U  JIpyrue
Yype3BbIUaiiHbIe  OOCTOSITENBCTBA)  TPYAOBOM  CTaX  3TUX  pabOTHUKOB
YCTaHABIMBAETCA KOMHCCHEN MO YCTAHOBJIEHHUIO CTa)ka, CO3JaBa€MOM OpraHaMu
UCITOJIHUTENIbHOM BiacTH cyObekTOB Poccuiickoit denepanuu.

B coctraB Takoii koMHCCHMU BKJIIOYAIOTCS MPEACTaBUTENN paboToaaTelneH,
npo(COI030B WM HHBIX YIOJHOMOYEHHBIX pPaOOTHUKAMHU MPEACTaBUTEIbHBIX
OpPraHoB, a TAKXKE APYTUX 3aMHTEPECOBAHHBIX OpraHU3aIHil.

YcranoBienue ¢akra paboOThl, CBEACHHN O Mpodeccuu (JIOKHOCTH) H
nepuojiax paboThl B JaHHOW OpraHW3allid OCYIIECTBIISIETCS KOMHCCHEW Ha
OCHOBAaHUM JIOKYMEHTOB, HMEIOLMXCA y paboTHHKa (cIpaBKa, IpOo(COO3HBIM
Owsier, ydyeTHas KapTouyka uieHa mnpodcoro3a, pacueTHas KHWXKKAa U T.I.), a B
cllyuae MX OTCYTCTBHUSI - Ha OCHOBAHHMM IOKa3aHUH ABYX U OoJiee CBUJIETEINEH,
3HAIOIUX PaOOTHHUKA 10 COBMECTHOW C HUM JI€ATEIBHOCTH B OJHOM OpraHU3aluu
WUJIU B OHOU CUCTEME.

Ecnu pabOTHUK 10 MOCTYIUIEHMS B JAHHYIO OpPraHHM3alUio yxKe paboTa,
KOMUCCHSI IPUHUMAET MEpPHl K MOJYYCHHIO JOKYMEHTOB, MOATBEPKIAONINX 3TOT
(axKT.

[lo pesynpraraM pabOTBl KOMHUCCHM COCTAaBJISIETCS aKT, B KOTOPOM
YKa3bIBAIOTCS MEPUOJIbI PabOThI, Tpodeccust (I0TKHOCTh) U MPOJAOIKUTEILHOCTD
TPYJOBOTO CTaka paboTHHMKA. Paboroparesnb Ha OCHOBaHMM aKTa KOMHCCUU
BBIJIACT paOOTHUKY TyOIUKAT TPYIOBON KHUKKH.

B cnydae ecnu JOKyMEHTBI HE COXPAHWIIHCh, CTaX pabOThI, B TOM YHUCIIE
YCTAaHOBJICHHBI HA OCHOBAHMHM CBHWJECTEIHCKUX T[IOKa3aHUH, MOXET ObITh
MOATBEPKICH B Cy/1Ie0HOM TOPSIIKE.

4. Bbiiaua TpyA0BO# KHUKKH IIPH YBOJIbHEHHH (NPeKpalieHun
TPYA0BOI0 10r0BOpa) ¢ cOTpyAHUKOM LIkoabI

4.1. Ilpu yBOJNbHEHUH pabOTHHKA (MPEKPALLEHUN TPYAOBOTO JI0TOBOpa) BCE
3alKCcH, BHECEHHbIE B €ro TPYIOBYIO KHWXKKY 3a Bpemsi pabotel B Illlkoue,
3aBepSIOTCA MOANKCHIO aupekTopa Ilkombl, OTBETCTBEHHOr0 3a BEJECHUE
TPYJOBBIX KHI)KEK, MeYaThi0 OpraHu3auuu (KaapoBOW CIYXKObl) W TOAIMHUCHIO
caMoro paOoTHHMKa (3a MCKIIOYEHHUEM CJIy4aeB, YyKa3aHHBIX B IyHKTe 36
Hactosmux [IpaBw).

4.2. Ecnu TpynoBas KHWXKKA 3aloJHsJIAaCh Ha TOCYJApCTBEHHOM SI3bIKE
Poccuiickoit ®enepanuu (pycCKOM $S3bIKE€) M Ha TOCYJAPCTBEHHOM SI3BIKE
pecnyOnuku B coctaBe Poccutickoii @enepanuu, 3aBepsitoTcs o0a TEKCTa.



4.3. upextop Illkonbl o0s3aH BbIIaTh pabOTHUKY B J€Hb YBOJHHEHUS
(mocnenHuit AeHb pabOThl) €r0 TPYAOBYIO KHUXKKY C BHECEHHOM B HEe 3aIUChbiO 00
YBOJIbHEHUH.

[Ipu 3amepkke BbIOAYd PAOOTHHKY TPYAOBOH KHW)KKHM TIO BUHE
paboTonmatens, BHECEHMH B TPYIOBYIO KHWXKY HENPAaBWILHOW WJIA HE
COOTBETCTBYIOIIEH (hefepaabHOMy 3aKOHY (OPMYTUPOBKH MPUYHHBI YBOJIHHCHHSI
pabotHuka aupektop IlIkoibl 00s13aH BO3MECTUTh paOOTHUKY HE TIOTYYEHHBIA MM
3a BCE BpeMs 33ICPKKHU 3apabOTOK.

JlHem yBoibHEHHs (IIPEKpalleHusi TPYIAOBOrO TOTOBOpA) B STOM Cllydae
CUUTAETCS JACHb BBIJAUH TPYIOBOM KHIKKU. O HOBOM JTHE YBOJBHEHHS paOOTHHKA
(mpekpalieHud TPYJOBOTO JOTOBOpa) H3AaeTca TNpuka3 (pacmopspKeHue)
paboTonaTens, a Takke BHOCUTCS 3alKCh B TPYJOBYIO KHIDKKY. PaHee BHeceHHas
3alliChb O JHE YBOJBHEHWS] TPU3HACTCA HEICHCTBUTEIBHON B MOPSJIKE,
yCTaHOBJICHHOM Hactosiumu [IpaBunamu. 36.

44, B cnyyae ecid B JIeHb YBOJIbHEHHUS paOOTHUKA (TIpeKpalieHus
TPYAOBOI'O JIOTOBOpPA) BbIAATh TPYAOBYIO KHUXKKY HEBO3MOXXHO B CBSA3H C
OTCYTCTBHEM pa0OTHHMKA JTMOO €ro OTKa3oM OT MOJyYEeHHs TPYIOBOM KHIKKH Ha
pykH, paboTojaTesnb HampaBiisieT PaOOTHUKY YBEIOMIIEHHE O HEOOXOIUMOCTH
SBUTHCS 3a TPYJOBON KHMKKOH JINOO JaTh COTJIache Ha OTIIPABJICHHE €€ TI0 MoYTe.

4.5. Tlepecbuika TPyAOBOM KHMKKHM TOYTOM IO YKa3aHHOMY pPaOOTHHUKOM
azpecy AOIYCKaeTcsl TONbKO ¢ ero cornacus. Co JHS HalpaBICHUS YKAa3aHHOTO
yBEIOMJICHHSI paboTOaTeNlb OCBOOOXKIAETCS OT OTBETCTBEHHOCTH 3a 3aJICPIKKY
BBIJIa49M PAOOTHUKY TPYIOBON KHUKKH.

4.6. B cnmyuae cMepTu paOOTHUKA TPYAOBas KHWKKA MOCIIC BHECEHUS B HEe
COOTBETCTBYIOIIEH 3allMCH O MPEKpalleHUH TPYIOBOTO JIOTOBOPA BBIAACTCA Ha
PYKH OJJTHOMY W3 €T0 POJCTBEHHUKOB IO PACIIMCKY WJIM BBICHUIAETCS MO TIOYTE TI0
NUCHbMEHHOMY 3asIBJICHHIO OJTHOTO U3 POJICTBEHHUKOB.

5. Bkiaabi B TPYAOBYI0 KHUKKY coTpyaHuKa Hkosbl
5.1. B cnyyae ecnu B TpyIOBOM KHMKKE 3aIlOJIHEHBI BCE CTPAHMIIBI OJJHOTO
U3 pa3zeiioB, B TPYJIOBYIO KHM)KKY BIIMBAETCS BKJIAIbIII, KOTOPBIM odopMIiIsieTcs U
BeZieTcsl padoTojaTesieM B TOM K€ MOPSAJKEe, YTO W TPYyNOBas KHUXKKA.
Bxnazapiim 6e3 Tpy10BOM KHIKKU HEJCHCTBUTEINICH.
5.2. IIpu BbIIaYe KaKIOTO BKJIAAbIIIA B TPYAOBOW KHUXKKE JEJIAeTCs 3alUCh
«Bp1gan BKIaAbII» U YKa3bIBAETCSA CEpUsl U HOMEP BKJIAJBIIIA.

6. Yuer u XpaHeHHe TPYAOBbIX KHUKEK cOTpyaHuKa [lIkoabl

6.1. C nenpto yueTa TPYJOBBIX KHIDKEK, a TAK)Ke OJJAHKOB TPYI0BOM KHUKKH
W BKJIQJbIIIA B HEE, B OPTaHMU3AIMAX BEIYTCS: KHUTa y4eTa JBMXKCHUS TPYAOBBIX
KHWKEK M BKIaJbleil B HUX. DOpMbl yKa3aHHBIX KHHUT YTBEPKIAOTCS
MuHucTEpCTBOM TpyZa U COLMaIbHOrO pazsutus Poccuiickoit denepanumu.

6.2. B kaure yuera NBWXEHHS TPYIOBBIX KHIDKEK W BKJIAJBIIIECH B HHUX,
BEJIETCSA CeKpeTapeM Yy4eOHOUW dYacTh, OGOPMIAIONIMM IPUEM U YBOJIbHEHUE
pabOTHUKOB, PETUCTPUPYIOTCSI BCE TPYIOBBIE KHIKKH, MPUHATHIE OT PaOOTHUKOB



IpU MOCTYIJICHUH Ha padoTy, a TakKe TPYJOBbIE KHIKKH M BKJIAJBIIIN B HUX C
yKa3aHHEM CEepUM M HOMEpa, BblJaHHbIE pPaOOTHMKaM BHOBb. [Ipu mosyueHun
TPYAOBON KHM)KKH B CBSI3M C YBOJIbBHEHHEM PAa0OTHUK PACIHCHIBAETCS B JIMYHOU
KApTOYKE M B KHHUIE ydeTa JBVIKCHUS TPYIAOBBIX KHW)KEK M BKJIAJBIIICH B HHUX.
KHura ydera ABM)KEHHUS TPYAOBBIX KHWKEK M BKJIAJbIIIEH B HUX JOJKHBI OBITH
IIPOHYMEPOBaHbI, INPOIIHYPOBaHbI, 3aBEPEHBI MOMIUCHIO aupekropa IIkomsl, a
TAK)K€ CKPEIUICHBI I1€YaThIO.

6.3. banku Tpy10BOI KHIKKH M BKJIQBIIIA B HEE XPAHITCS B OpraHU3aIIH
KAaK JOKYMEHTBI CTPOTOM OTYETHOCTH M BBIAAIOTCS JIMIy, OTBETCTBEHHOMY 3a
BEJICHUE TPYAOBBIX KHIKEK, IO €ro 3asBKe. lVcrmopueHHble NpHU 3alIOJHEHUU
OJJaHKM TPYJIOBOM KHW)XKM M BKJaJbllla B HEE MOIJIEKAT YHHUYTOXKEHHUIO C
COCTAaBJIEHHEM COOTBETCTBYIOILIETO AKTA.

6.4. TpynoBble KHUKKH U TyOJUKAThl TPYAOBBIX KHIDKEK, HE MOTyYEHHBIC
pabOTHMKaMU TIpU YBOJBHEHHH JHOO B CiIy4ae CMEpPTH pabOTHUKA €ro
O KalIIuMU POJCTBEHHUKAMU, XpaHsTcs B TeueHue 2 set B llIkone oTaensHo ot
OCTQJIbHBIX TPYIOBBIX KHUKEK.

[Io ucTedyeHMn yKa3aHHOTO CpOKa HEBOCTPEOOBaHHBIE TPYJIOBBIE KHUKKHU
XpaHATCsT B apXWBE oOpraHu3anuu B TedeHue 50 jer, a 3areM MOJIEekKar
YHUUTOKEHUIO B YCTAHOBJIEHHOM Hopsake. 5. Paboronarens 00s13aH MOCTOSIHHO
UMETh B HAJIMYUU HEOOXOAMMOE KOJIMYECTBO OJIAHKOB TPYIAOBOW KHIDKKH U
BKJIQJBIIIICH B HEE.

7. OTBETCTBEHHOCTH 32 CO0JII0/IeHHE MOPSAKA BeleHUs
TPYAOBBIX KHHKEK COTPYAHUKOB LlIKkoab1

7.1. OTBETCTBEHHOCTh 3a OpraHM3alUI0 Pa0OThI MO BEJICHUIO, XPaHEHUIO,
y4e€Ty U BbIJJau€ TPYJIOBBIX KHIDKEK W BKJIQJBINICH B HUX BO3JaraeTcs Ha
nupexropa [lIkossl (3aBeayrOIIero KaHIEIIpHEH).

7.2. OTBETCTBEHHOCTh 3a BEJIEHWE, XpaHEHUE, YYET U BBIJIauy TPYIOBBIX
KHWKEK HECET 3aBelyIOLIUi KaHUEeIspuenl. 3a HapylIeHHWE YCTaHOBJIEHHOIO
HactosamuMHu [IpaBunamMu mopska BEOCHHs, Y4yeTa, XpaHEHUsS U BbIIAYU
TPYAOBBIX KHUXKEK JOJKHOCTHBIE JIMIIAa HECYT OTBETCTBEHHOCTh, YCTAHOBJIEHHYIO
3aKOHOJAaTeILCTBOM Poccuiickon denepanuu.

8. 3ak/IIYuTeIbHbIE MOJI0KEHUS
8.1. M3menenust B IlomoskeHue BHOCSTCS COTJIACHO YCTAaHOBICHHOMY B
[Txone nopsanky. IIpaBo xonarailcTBOBaTh O BHECEHUU M3MEHEHUU B [lonoxeHune
MMEET TUPEKTOP U 3aMecTUTeNn nupektopa Ikomsr.



