MocTtaHoBneHne MuHTpyna P® ot 10 oktsa6psa 2003 r. N 69
"06 yTBepxaeHUn MHCTPYKL MM MO 3anosIHeHU TPYAOBbIX KHMKeK"

B cooTtBeTcTBMM € nocTaHoBneHnem lNpasutensctea Poccunckon Pegepauunm ot 16 anpena 2003 r. N
225 "O TpypoBbix KHWkkax" (CobpaHue 3akoHopatenbcTBa Poccuiickon ®epepaunn, 2003, N 16, c1.1539)
MuHucTepcTBO TpyAa 1 coumnanbHoro passutusa Poccuiickon ®egepauumn nocTaHOBNASIET:

1. Y1BEpPAUTD:

VHCTpYKUMIO MO 3anofHEHWIO TPYAOBbLIX KHUXEK cornacHo npunoxenuto N 1;

hopmMy NPUXOOHO-PACXOOHON KHUMM NO y4eTy BnaHKoB TPYLOBOW KHUXKKW U BKNadbllla B HEE COrnacHoO
npunoxexuo N 2;

hOpMY KHUMM ydeTa OBWKEHUS TPYOOBbIX KHUXKEK W BKIagbILWeR B HAX COrnacHo npunoxeruto N 3.

2. MNpusHaTb He AencTBYOLWMMY Ha TeppuTtopumn Poccuinckon deaepaumu:

noctaHoBneHue ockomTpyaa ot 20 uioHa 1974 r. N 162 "O6 yTBepxaeHun VIHCTpyKuMmM o nopsigke
BeLEeHNsi TPYOOBbIX KHIKEK Ha MpeanpusaTusaX, B y4peXxaeHusax n opraHmsaumsx”;

noctaHoBneHne lockomTpyga CCCP ot 2 aBrycta 1985 r. N 252 "O BHECEHMM W3MEHEHUN WU
OOnonHeHMn B WHCTPYKUMIO O MOpsiake BeAEHUS TPYOAOBbIX KHWXKEK Ha Npeanpusitvax, B YYPEXOEHVaX U
opraHmsaumax, yTBepXaeHHyo noctaHosneHmem Nockomtpyaa ot 20 noHa 1974 r. N 162"

noctaHoeneHne [ockomtpyga CCCP ot 31 mapta 1987 r. N 201 "O BHeceHWM [LOMOSIHEHUA B
MHCTpYKUMIO O Nopsake BeOeHUSA TPYAOBbIX KHWXKEK Ha NPeanpusTUsaX, B YYPEXOEHUSX, OpraHnsaumsx”;

nyHKT 2 noctaHoBnexus Nockomtpyga CCCP ot 15 asrycta 1990 r. N 332 "O npu3HaHuu yTpaTtuBLLnNMn
CWMy 1 BHECEHMN M3MEHEHUI B NOCTAHOBMNEHWsI [OCKOMTpyAa No BONpocaM COBMECTUTENbCTBA";

noctaHosrneHue [ockomTpyna CCCP ot 19 oktabpa 1990 r. N 412 "O BHeceHWM M3MEHEHUn B
MHCTPYKUMIO O MOpsifke BeOeHUs TPYOOBbIX KHWKEK Ha NPeanpusiTUsiX, B YYPEXOEHMAX WM OpraHu3auusx,
YTBEPXKAEHHYIO MnocTaHoBreHnem [ockomtpyga ot 20 wioHa 1974 r. N 162 (B pegakumyM NocTaHOBMEHMS
NockomTpyga CCCP ot 2 aBrycta 1985 1. N 252)".

MwuHucTp A.MN.Mo4unHok
Tpy4a v coumarnbHOro

pa3BUTHA

Poccuickon ®egepauun

3apeructpupoaHo B MuHiocte PO 11 Hoabpsa 2003 .
PernctpaunorHbin N 5219

MpunoxeHue N 1
K noctaHoBsieHuo Muntpyaa P®
o1 10 okTsA6psa 2003 r. N 69

UHcTpyKkuus
Mo 3anofIHeHNI0 TPYAOBbIX KHUXKEK

HacTtoswasa WHcTpykuma B cooTBeTCTBUM C nyHKTOM 13 [MpaBun BegeHus U XpaHeHus TPyAoBbIX
KHWKEK, M3roToBrneHus OnaHkoB TpyOooBOW KHWXKM M obecneveHus umum pabotopaTtenen (ganee - lNpasuna
BeOEHWNs1 TPYOOBbIX KHUXEK), YTBEPXOEHHbIX nocTaHoBNneHvem lNpaBuTtensctBa Poccunckon ®egepauun ot 16
anpens 2003 r. N 225 "O TpygoBbix KHWXKKax", yCTaHaBfMBaeT MOPSOOK 3arnofHEeHWs TPYAOBbIX KHUXKEK,
BKnagblWwen B HUX, AyONMKaToB TPYAOBbIX KHXKEK (Janee - TpygoBble KHUKKK).

1. O6LWMme nonoxeHus

1.1. 3anucm pgat BO Bcex pasgenax TPyAoBbIX KHKEK NMPOM3BOAATCA apabckumm uudpammn (4Mcro u
MecsiL, - ABY3HA4YHbIMM, rof - YeTblpexaHayHbiMK). Hanpumep, ecnu paboTHUK NPUHAT Ha paboTy 5 ceHTabps
2003 r. B TpyAoBON KHWXKe fenaetcs 3anuck: "05.09.2003".

3anucy Npon3BOaATCS akKypaTHO, MEPbLEBOM MMM FeNeBON PYYKOW, PY4YKOW-ponnepom (B TOM yucre
LLIapMKOBOM), CBETOBOLOCTOMKUMUN YepHMIamu (NacTom, renem) YepHoro, CUHEro nnmn omMoneToBoro LueeTa n 6e3
Kaknx-nmbo cokpaweHun. Hanpumep, He pgonyckaetcs nmcatb "np." BmecTo "npukas”, "pacn." BMecTo
"pacnopsbkeHne", "nep." BMecTo "nepeseneH" u T.n.

1.2. B pasgenax "CeegeHusi o pabote" n "CBegeHnst o HarpaxxgeHun" TpygoBow KHUXKKM 3a4epKuMBaHmne
paHee BHECEHHbIX HETOYHbIX, HENpaBWUIbHbLIX WNW WHbLIX MNPU3HAHHbLIX HeOEeWCTBUTENbHbIMU 3anucen He
aonyckaetcs.

Hanpumep, npn HeoBXOAMMOCTU M3MEHEHUSI KOHKPETHOW 3anucu o npuveme Ha paboTty B pasgene



"CBepeHuss o pabote" nocne COOTBETCTBYHLIEN MNOCregHEN B [OaHHOM pasfenie 3anvcu ykasbiBaeTcs
nocrnenywmn NOpsaKoBbI HOMEpP, AaTa BHECEHMS 3anucy, B rpade 3 genaetcd 3anuck: "3anucb 3a HOMepPOM
Takum-To HegencteutenoHa". [locne 3Toro npomsBogMTCA npaBurnbHas 3anuck: "lMpuUHAT MO Takon-TO
npodeccun (gormkHocTn)" n B rpadpe 4 NOBTOPSETCA Aata M HOMep MNpukasa (PacrnopsKeHWUs) WM MHOro
pelweHuns paboTogartens, 3anncb U3 KOTOPOro HEMpaBWUilbHO BHECEHA B TPYOOBYH KHWXKKY, TMOO yka3biBaeTCs
Aarta u HoMep npuvkasa (pacrnopsiKeHNs1) UMM MHOTO peLleHns paboTogaTens, Ha OCHOBaHUM KOTOPOIO BHOCUTCS
npaBurbHasi 3anunck.

B Takom >xe nopsigke NpusHaeTcs HeAeWCTBUTENbHOW 3anncb 00 YBONbHEHMM, NMepeBoae Ha ApYryto
NMOCTOSIHHYIO paboTy B crnyvyae NpU3HaHUSA HE3aKOHHOCTM YBOMbHEHWS UNW NepesBoda camum pabortogatenem,
KOHTPOMbHO-HAA30pPHbIM ~ OpraHoOM, OpraHoM MO  PacCMOTPEHMIO  TPYAOBbIX CMOPOB  WAW  CYAOM MU
BOCCTaAHOBMEHMSA Ha npexHen paboTte unu mamMeHeHus hOpMYNMPOBKM MPUYMHBI yBOMbHEHUs. Hanpumep:
"3anucb 3a HOMEpPOM TaKMM-TO HeAeWCTBUTENbHA, BOCCTAHOBMEH Ha npexHen pabote". lNMpu nameHeHun
(HPOPMYNUPOBKM MPUYUHBLI YBOMbHEHUS AenaeTcs 3anuck: "3anncb 3a HOMEPOM TakMM-TO HeOEeWCTBUTENbHA,
yBOJNeH (ykasbiBaeTcsa HoBas popmynuvpoBka)”. B rpade 4 genaetcs ccbinka Ha npukas (pacrnopsiXeHue) unm
nHoe pelweHne paboTogartenss O BOCCTAHOBMNEHMU Ha paboTe wnu M3MeHeHUn (OPMYMNMPOBKU MPUYMHBI
YBOJIbHEHWSI.

Mpn HanmuuMm B TPYAOBOW KHWKKE 3anvcu 0O YBOMbHEHWMM WM NEpPEeBOAE Ha OPYryl MOCTOSIHHYHO
paboTy, BNnocneacTBMM MPU3HAHHOW HEOEWCTBUTENbHOMW, MO NMUCbMEHHOMY 3asBrieHVo paboTHMKa BbloaeTcs
aybnukaT TpydoBOW KHWXKKM Ge3 BHEeCeHWs B Hero 3anucu, Mpu3HaHHOW HepewcTtButenbHou. [Mpu aTom B
NMpaBOM BEpPXHEM Yriy nepBoWn CTpaHuubl Aybnvkata TpyOdoBOW KHWXKKM genaetcs Hagnucb: "Oybnukat". Ha
nepBon cTpaHuue (TUTYNbHOM NUCTE) MpexHenW TPyOooBOW KHWXKM nuweTtcs: "B3ameH BbigaH agybnukat" c
yKa3aHMeMm ero cepun n Homepa.

2. 3anonHeHne cBeAeHUN 0 paboTHUKe

2.1. NpepycmoTpeHHble MNMpaBunamy BeAeHWs TPYOOBbIX KHDKEK CBeAeHN 0 paboTHKKe, yKkasbiBaeMble
Ha nepBon cTpaHuue (TUTYNIbHOM NUCTE) TPYAOBbIX KHUKEK, 3anOSHAOTCS criedyowmm obpasom:

damunns, nMsi 1 0OTYECTBO YKa3bIBAKOTCHA NOMHOCTbIO, 6€3 COKpaLLEeHUst N 3amMeHbl MMEHW 1 OTYecTBa
vHUUManamu, gata poXAeHUs 3anucbiBaeTcs MOMHOCTbIO (YMCNO, Mecsu, roA) Ha OCHOBaHUWM nacnopra unu
WMHOTO [OOKYMEeHTa, YOOCTOBEpPSALWEro MWYHOCTb (Hanpumep, BOEHHOro 6wuneTa, 3arpaHuW4HOro nacnopTa,
BOAMTENbCKUX NpaB u Ap.);

3anucb 06 obGpasoBaHMM (OCHOBHOM o0bLiem, cpegHeM obLieM, HavanbHOM NpPOogeCCMOHaNbHOM,
cpegHeM npodeccMoHanbHOM, BbICWEM MNPOMECCUOHANBHOM UM MOCMEBY30BCKOM  MPOdeCCnoHansHOM)
OCYLLECTBMAETCH TOMbKO Ha OCHOBaHWWM Hagnexalle 3aBepeHHbIX AOKYMEHTOB (aTTectaTta, YAOCTOBEpeHus,
amnnoma v T.n.);

3anMcb O He3aKOHYeHHOM 06pa3oBaHMKM COOTBETCTBYIOLLEIO YPOBHSI MOXeT ObiTb nMpousBedeHa Ha
OCHOBaHUM NPeACTaBIEHHbIX Haanexatle 3aBepeHHbIX JOKYMEHTOB (CTyAeHYeCcKoro 6uneta, 3a4eTHON KHUXKKU,
cnpaBky 06pa3oBaTenibHOroO y4pexaeHus v T.0.);

npodeccuss W/mnu cneumanbHOCTb YKa3blBAlOTCA Ha OCHOBaHUWM [OOKYMeHTOB 006 obpasoBaHuu,
KBanumKaLuum mnn Hanuyumm cneunanbHbIX 3HaHWIA (MpU NOCTYNneHun Ha paboTy, TpebyioLwylo cneumanbHbIX
3HaHUM NN cneLnanbHON NOArOTOBKM) UMK APYINX Haanexalle odPopMIIEHHbIX JOKYMEHTOB.

2.2. Tlocne ykasaHus daTtbl 3anofHEHWs TPYOOBOW KHWXKKM pabOTHMK CBOEN MoAMnuCbid Ha nepBou
cTpaHuue (TUTYNbHOM NUCTe) TPYAO0BOW KHUXKM 3aBepseT NpaBuibHOCTb BHECEHHbLIX CBEAEH W,

MepByto CTpaHuUy (TUTYMNbHBIA NIMCT) TPYOOBOMW KHWDKKM MOAMNUCBIBAET Takke NULO, OTBETCTBEHHOE 3a
Bblgayvy TPyAOBbIX KHWXKEK, MOCMEe Yero CTaBUTCA nevaTb opraHm3aumm (nevyaTb KagpoBOW CNyx0bl), B KOTOPOM
BrepBble 3anonHAnack TpygoBas KHUXKKA.

2.3. NameHeHnsa 3anucein B TPYAOBbLIX KHWKKAX O haMunuu, MMeHu, oT4ecTBe U JaTe pOXAEHUs
NMPOM3BOAATCA Ha OCHOBaHMWM MacrnopTa, CBUAeTeNbCTBa O poxaeHun, o OGpake, 0 pacTtopxeHun Opaka, ob
N3MeHeHNn haMmnnum, UMeHu, oT4ecTBa U ApYrux JOKYMEHTOB 1 CO CChISIKOM Ha UX HOMep 1 Jarty.

YKa3zaHHble U3MEeHEeHUsS BHOCSTCS Ha MepBoi cTpaHuue (TUTYNbHOM NUCTe) TPyAOBOW KHWXKKW. OaHOM
YepTON 3ayepkmBaeTCs NPEexHAs damMunns Unu nUMms, OTYECTBO, AaTa POXAEHWS U 3anuCbIBalOTCS HOBblE
AaHHble. CCbINKM Ha COOTBETCTBYIOLUME AOKYMEHTbI AENalTCA Ha BHYTPEHHEW CTOPOHe OGMOoXKu TpyooBOW
KHWKKA U 3aBepsloTCa MOANMCbI0 paboTodaTtens unu crneuvanbHO YMOSIHOMOYEHHOrOo MM Nuua U nevaTbio
opraHmsaumm (Mnv neyvaTblo KagpOBON CIyXObl).

2.4. \ameHeHne (QOMNOMHEeHne) Ha NepBon cTpaHuue (TUTYNMbHOM NMUCTE) TPYAOBOW KHWDKKWM 3anncen o
MONMyYeHHbIX HOBbIX 0OOpasoBaHuKM, npodeccuun, CcneumanbHOCTM OCYLLECTBASITCA NyTeM OOMONHEeHus
NUMEIOLLNXCS 3anucen (€Crn OHU YXXe MMEKTCS) UNW 3anofiHEHNs] COOTBETCTBYIOLNX CTPOK 6e3 3a4epKkunBaHus
paHee BHECEHHbIX 3anncen.

3. 3anonHeHue cBegeHun o paborte



3.1. B rpade 3 pasgena "CeefeHusi o paboTte" TpydoOBOW KHWXKM B BMAE 3arofioBka YykasbiBaeTcs
MofHOe HauMEeHOBaHWe OpraHu3aLmu, a Takke CoKpalleHHOe HauMeHOBaHWe opraHusauum (Mpy ero Hamm4mm).

Mog atmm 3aronoBkom B rpade 1 cTaBUTCA NOPSAKOBLIA HOMEP BHOCMMOW 3anucu, B rpade 2
yka3blBaeTCsa Aarta npvemMa Ha pabory.

B rpacde 3 pgenaetcAa 3anucb O MNPUHATUM WU Ha3HayYeHUW B CTPYKTYpHOe noapasferneHue
opraHm3aummM C yka3aHMeM €ero KOHKPETHOro HauMeHOBaHus (ecnv ycrnoBue O paboTe B KOHKPETHOM
CTPYKTYPHOM nogpasferneHny BKNIOYEeHO B TPYAOBOW [OrOBOP B KayeCTBE CYLUECTBEHHOr0), HaMMeHOBaHUS
OOMmKHOCTU (paboTbl), cneumnansHOCTH, Npodeccnn ¢ ykasaHnem keanudmkalmm, a B rpady 4 3aHOCATCS gaTa
N HOMep npukasa (pacnopsbKeHUs) Unm UHOro pelleHnst pabotoaarens, cOrmacHo KOTOPOMYy paboTHUK MPUHAT
Ha paboTy. 3anucm O HaumMeHoBaHWUM [OIMKHOCTM (paboThl), cneunansHOCTU, Npodeccun € ykasaHuem
KBanudpukaumm nNpou3BOAATCS, Kak NpaBumno, B COOTBETCTBUM CO LUTATHbIM pacnucaHuem opraHusauuun. B
criyqyae ecnu B COOTBETCTBUM C dedepanbHbIMW 3aKOHaMW C BbINOfMHEHMEM paboT no onpegeneHHbIM
OOIMKHOCTSAM, CMeuManbHOCTAM MM npodeccusiM  CBsI3aHO NpegocTaBfnieHMe nbroT nmbo  Hanuuune
OrpaHn4YeHun, To HaMMEHOBaHNA 3TUX OOIMPKHOCTEN, crneumanbHOCTEN uUnu npodeccun N KeanuukaumoHHbIe
TpeboBaHMA K HUM [JOIKHbI COOTBETCTBOBAaTb HaMMEHOBaHUAM U TpeboBaHusAM, NpegyCMOTPEHHbIM
COOTBETCTBYOLLMMN KBANUPUKALMOHHBIMWU CNPaBOYHUKaMMU.

M3ameHeHMss ©“ [OOMNOMHEHWsl, BHECEHHble B YCTAHOBMEHHOM Mopsgke B KBanMUKauMOHHbIE
CNPaBOYHUKM, LUTAaTHOE pacnucaHWe OpraHu3auunm, OOBOAATCS OO0 CBeAeHMs pabOTHUKOB, MOCME Yero B WX
TPYAOBbIE KHWXKW HA OCHOBaHWM MpuKkasa (pacnopsiXeHwsl) Unm MHOro pelleHus pabotogartenst BHOCATCA
COOTBETCTBYIOLLME U3MEHEHUSA N AOMOMHEHUS.

Ecnu paboTHuKky B nepuog paboTbl MpucBavBaeTCs HOBbIM pa3psg (knacc, kateropus v T.n.), TO 06
3TOM B YCTAHOBNEHHOM MOPSAKE NPOM3BOAMTCS COOTBETCTBYIOLLAS 3anuUch.

YctaHoBneHve paboTHMKY BTOpPOM U nocnegywowen npodeccun, CneunansHOCTM WM MHON
KBanudpukaumm oTMevaeTcs B TPYLOBOW KHWXKE C yKazaHMeM paspsifioB, KMacCoB UMM WUHbIX KaTeropum aTux
npodeccuin, cneymanbHOCTEN WM ypPOBHEW KBanudukaumu. Hanpumep, cnecapro-peMoOHTHUKY Obina
yCTaHOBneHa BTopas npodueccust "AnekTporasocBapluk” ¢ npucesoeHveMm 3 paspsiga. B atom cnydae B
TpyAoBON KHkKe B rpade 1 pasgena "CeegeHust o pabote" cTaBUTCA NOpPsSAKOBLIM HOMep 3anucu, B rpade 2
yKa3blBaeTCHa faTa YCTaHOBMEHMs BTOpon npodbeccuun, B rpade 3 genaetca 3anuch: "YCTaHOBMeHa BTopas
npodeccus "AnekTporazocBapWwuk” ¢ npucBoeHnem 3 paspsga”, B rpade 4 ykasbiBaeTcsl COOTBETCTBYHOLLEE
yAOCTOBEpEHne, ero Homep v gaTta.

Mo xenaHuno paboTHMKa 3anvMCb B TPYAOBYK KHWXKY CBedeHu O paboTe no COBMECTUTENbCTBY
npou3BoauTCA NO MeCTy OCHOBHOW paboTbl Ha OCHOBaHWWM OOKYMEHTa, MNoATBepxpawolero paboTy no
coBmecTuUTEnNbCTBY. B rpadhe 1 pasgena "CeeaeHns o pabote" TpygoBON KHUXKM CTaBUTCA NOPSAKOBbLIA HOMEP
3anucu, B rpade 2 ykasbiBaeTcs faTa npvemMa Ha paboTy B KayecTBe coBMecTutens, B rpade 3 genaetcs
3anvcb O MPUHATMM UMW HA3HAYEeHUW B KAYeCcTBE COBMECTUTENS B CTPYKTYPHOE nodpasfeneHve opraHm3aumm ¢
yKa3aHMeM €ro KOHKPETHOro HauMeHoBaHus (ecnn ycnoBume o paboTe B KOHKPETHOM CTPYKTYPHOM
nogpasgeneHnn BKIMIOYEHO B TPYyAOBOW [OroBOP B KayecCcTBe CYLLECTBEHHOr0), HaMMeHOBaHUS [OOIDKHOCTM,
crneumanbHOCTK, Npodeccun ¢ ykazaHuem KBanudukaumu, B rpade 4 ykasblBaeTcs HauMeHoBaHMe JOKYMEHTa,
Ha OCHOBaHWM KOTOPOro BHEeceHa 3anucb, CO CCbIIKOW Ha ero gaty u Homep. B Takom e nopsigke
npou3BoauTcA 3anucb 06 yBONMbHEHUN C 3TOM paboThl.

3.2. Ecnn 3a BpemsA paboTbl pabOTHWKA HavMMEHOBaHWE OpraHu3auuMm WN3MeHsieTcsl, TO 06 3ToMm
oToenbHoW cTpokonm B rpadpe 3 pasgena "CBeageHuss o paboTe" TpyooOBOW KHWDKKM Aenaetcs 3anuchb:
"OpraHmsaumsi Takasi-TO C TaKOro-tTo 4ucrna nepeumMeHoBaHa B Takyk-To", a B rpade 4 npocTtaBnsiercs
OCHOBaHWe nepevMeHoBaHus - MpUKa3 (pacrnopsikeHue) Unm uHoe pelleHve paborogartens, ero gata u Homep.

3.3. B TpyooBble KHWXKM nuu, OTObIBLUMX Haka3aHve B BuAe WUCNpaBuUTENbHbIX paboT, 3anucb O
HEBKITHOYEHMM BpPEMEHU paboTbl B nepuop oTObITMS Haka3aHWsi B HEMPEpPbIBHbIA TPYLOBOW CTaX BHOCMUTCS
cnepywowmnm obpasom. B pasgene "CBeneHust o paboTe" TpyooBOW KHMKKM B rpadhe 1 cTaBMTCA NOPSOKOBLIN
Homep 3anucu, B rpade 2 - gaTa BHeceHus 3anucu, B rpade 3 genaetcs 3anucb: "Bpems paboTbl ¢ Takon-To
aatbl (41cno, MecsL, roa) No Takyk-To AaTty (44MCno, Mecsl, ro) He 3acCUMTbIBaeTCA B HEMPEpPbIBHbIN TPYAOBON
ctax". B rpade 4 ykasbiBaeTCs OCHOBaHWe [ANs BHECEHWS 3anucu B TPYOOBYH KHWXKKY - MpUKas
(pacnopspkeHne) wnM  MHOe pelleHne paboTtopaTtenst (M3OaHHLIN B COOTBETCTBMM C  MPUrOBOPOM
(onpeneneHuem) cyaa), ero gata n Homep.

3.4. MNpn BOCCTaHOBMNEHUN B YCTAHOBMEHHOM MOPSAAKE HENPEpPbIBHOMO TPYOOBOIO CTaxa B TPyOOBYHO
KHWXKKY paboTHMKa no nocrnegHemy Mecty pabotel B rpady 3 pasgena "CsegeHuns o paboTte" BHOCUTCA 3anuch:
"HenpepbIBHbIA TPYLOBOM CTaX BOCCTAHOBIEH C TAKOro-To Yncna, Mecqaua, roga”, B rpage 4 genaercs ccbliika
Ha COOTBETCTBYIOLLEE HaNMEeHOBaHMEe JOKYMEHTA, HA OCHOBAHMM KOTOPOrO BHECEHA 3anncb CO CChINIKON Ha ero
Oarty u Homep.

4. 3anonHeHue cBeAeHUN O HarpaxXaeHum

Mopsagok BHeceHUA CBedeHWW O HarpaxaeHuu cnegywowmn: B rpade 3 pasgena "CsefeHus o
HarpaxgeHun" TPyLOBOW KHWXKW B BuAe 3arofioBKa yKasblBaeTCs MOSIHOE HaMMEHOBaHME oOpraHusauun, a



Takke COKpalleHHOe HauMeHOBaHWEe OpraHusaumu (Npu ero HammMuun); Hke B rpade 1 cTaBUTCS MOPSAKOBbLIN
HOMep 3anucy (Hymepauusi, HapacTatllas B TeYeHVe BCEro nepvoga TPYAOBON AeSTENbHOCTU paboTHMKA); B
rpade 2 ykasbiBaeTcs AaTta HarpaxaeHus; B rpade 3 3anucbiBaeTcsl, KeM HarpaxaeH paboTHUMK, 3a Kakue
JOCTVDKEHUSA U KaKoW Harpapoii; B rpade 4 ykasbiBaeTcsi HaUMeHOBaHWE JOKYMEHTa, Ha OCHOBaHWM KOTOPOro
BHECeHa 3anucb, CO CChINKOW Ha ero gaty U Homep.

5. 3anonHeHne cBegeHMn 06 yBONbLHEHUM (NpeKpaLeHUun TpyA0BOro A40roBopa)

5.1. 3anucb 06 yBOnbHEHMM (MpekpalleHuuM TPYAOBOro LOroBopa) B TPyOOBOW KHMbKKE paboTHMKa
npousBoauTCa B criegywouleMm nopsigke: B rpade 1 craBuTCa MNOPSAKOBbIA HOMeEp 3anucu; B rpage 2
yKa3bIBaeTCs JaTa yBOMNbHEHUS (NpekpalleHnss TPY4OBOro Aoroesopa); B rpade 3 genaetcs 3anncb O NpuyYnHe
YBOMbHEHUST (MpeKpalleHus TpyaoBOro AoroBopa); B rpadpe 4 ykasbiBaeTCsli HaMMeHOBaHWEe OOKYMeEHTa, Ha
OCHOBaHUM KOTOPOro BHECEHA 3anuchb - NpuKas (pacnopsXXeHUe) unm nHoe pelleHne paborogaTtens, ero gara u
HoMep.

Haton yBonbHeHUs (MpekpalleHns TPpy4OBOro AOroBopa) CYMTaeTcs MOCrefHun AeHb paboTbl, ecnu
WHOE He YycTaHoBMNeHOo denepanbHbiM 3aKOHOM, TPYAOBBIM [OTOBOPOM WU  COMMAalLEHUEM  MexXay
paboTtogarenem 1 paboTHMKOM.

Hanpvmep, npy npekpallieHun TpyAoBOro AoroBopa C pabOTHMKOM B CBSI3WM C COKpalleHWeM LiTaTa
paboTtHukoB 10 okTsbpsa 2003 r. onpeageneHo nocrnegHuM gHem ero pabotbl. B TpyooBon kHukke paboTHMKa
JomkHa ObITb npou3BefeHa crnegywwasl 3anucb: B rpade 1 pasgena "CBepeHusa o pabote" crtaBuTCs
nopsakoBbIN HOMEpP 3anucu, B rpade 2 ykasbliBaeTca Aarta ysonbHeHus (10.10.2003), B rpade 3 genaetcs
3anvch: "YBOMEH MO COKpalleHuio wTata paboTHWKOB opraHm3aumu, nyHKT 2 ctatbu 81 TpyamoBoro kogekca
Poccuinckon ®epepaumn”, B rpade 4 ykasbiBaeTCs gaTta M HOMep npukasa (pacnopsikeHusl) Unu MHOro
peleHus paboToaartens 06 yBoNbHEHNN.

5.2. lMpn npekpaweHnn TPyooBOro [OroBopa MO OCHOBaHMSIM, MNPEeAYyCMOTPEHHbIM cTatben 77
TpynoBoro kogekca Poccuiickon ®efepauum (3a UCKNIOYEHWEM CIy4aeB pacTopXXeHWst TPYLOBOro JOroBopa no
nHuumaTMBe paboTtogartens u no obcToAaTenbCcTBaM, HE 3aBUCSALLMM OT BOMU CTOPOH (NyHKTbl 4 1 10 aTon
cTaTbM), B TPYOOBYK KHWXKKY BHOCUTCA 3anncb 0O YyBONbHEHMM (NpekpalieHuyM TpyAoBOro [oroBopa) co
CCbIJIKO/ Ha COOTBETCTBYIOLLMI MYHKT yKa3aHHOW cTaTbM.

Hanpumep: "YBOMEH No cornaweHnto CTOpOH, MyHKT 1 ctaTbn 77 TpygoBoro kogekca Poccuiickon
®egepaumn” nnm "YBoneH no coBCTBEHHOMY >xenaHuto,nyHKT 3 ctatbu 77 Tpygosoro kogekca Poccuinckon
depepayun”.

5.3. Tpu pacTtopXeHun TPyLOBOro AOroBopa No WHUUMaTMBE paboTopaTtens B TPYOOBYH KHUKKY
BHOCUTCA 3anucb 00 yBOMbHEHWW (MpeKpalleHuM TPYLOBOro AOroBopa) CO CCbIIKOM Ha COOTBETCTBYHOLLUN
nyHKT ctatbu 81 Tpygosoro kogekca Poccuiickon ®depgepaumm nmbo MHbIE OCHOBAHMSA PaCTOPXKEHWUS TPYAOBOro
Jorosopa no uHuumMaTuee pabortogarens, NpegycMOTpeHHbIE 3aKOHO4ATENLCTBOM.

Hanpumep: "YBoneH B cBA3W C nukBuaaumen opraHmsauumn, nyHKT 1 ctaten 81 TpygoBoro kogekca
Poccuiickon ®epepaumn” unm "YBorneH B CBA3W C NpekpalleHneM Jonycka K rocyaapCcTBeHHOW TanHe, NyHKT 12
ctatbu 81 Tpygosoro kogekca Poccuiickon epepaummn”.

5.4. Mpwn npekpalleHnm TpyaoBOro 4OroBopa No o6CToATENbLCTBAM, HE 3aBUCALLMM OT BOJIN CTOPOH, B
TPYOOBYI KHWKKY BHOCWUTCS 3anucb 00 OCHOBaHUSAX MNpekpalleHWsi TPyAOBOro [OroBopa CO CCbIMKOW Ha
COOTBETCTBYIOLLMI NYHKT cTaTbn 83 Tpyaosoro kogekca Poccunckon ®egepaumn.

Hanpumep: "YBoneH B CBSI3U C Hem3bpaHuem Ha OOIMKHOCTb, NYHKT 3 ctatbm 83 TpygoBoro kogekca
Poccuickon ®egepaumn” nnm "TpyaoBow AOroBop npekpaLleH B CBA3M CO CMePTbo paboTHMKa, NYHKT 6 cTaTtbu
83 Tpynosoro kogekca Poccuiickon ®epepauun”.

5.5. lMpwn npekpalweHun TpygoBOro AOroBopa Mo AOMOMHUTENbHBIM OCHOBaHUSAM, NPeayCMOTPEHHbIM
TpyooBbiM kogekcom Poccunckon depepaumm nnu uHbIMK defepanbHbiMU 3aKkOHaMKU, B TPYOOBYK KHUXKKY
BHOCATCS 3anucu 00 YyBOSMbHEHMU (NpeKkpalleHun TPYLOBOro [OroBopa) CO CCbIKOM Ha COOTBETCTBYHOLLYHO
ctatbio TpynoBoro kogekca Poccuiickon degepalim unu MHoro peiepanbHOro 3akoHa.

Hanpumep: "YBoneH B CBA3W C MOBTOPHbIM B TeYeHMe roda rpyObiM HapylweHWeM ycTasa
obpaszoBaTtenbHOro ydpexaeHus, nyHkt 1 ctatem 336 TpygoBoro kogekca Poccuiickon Pepepaumun” umnu
"YBOJIEH B CBA3N C JOCTWXXEHUEM NPEAENbHOro BO3pacTa, YCTaHOBIEHHOIO Ansi 3aMeLLEHUs TOCY4apCTBEHHOM
OOJPKHOCTU roCyAapCTBEHHOM cryxbbl, NyHKT 2 (1) ctatbn 25 ®epepanbHoro 3akoHa oT 31.07.1995 r. N 119-
®3 "O6 ocHoBax rocygapcTBeHHoON cnyx6bl Poccuiickon degepaunmn’.

5.6. lMpwn pacTtopxeHun TpygoBOro AOroBopa Mo MHMUMaTUBe paboTHMKA MO NpUYMHaM, C KOTOPbIMU
3aKOHOAATENbCTBO CBA3LIBAET NPeLOCTaBNEHNE ONPeAeneHHbIX NbroT U NPEeUMYLLECTB, 3anucb 006 yBONIbHEHUN
(NpekpalleHMn TpyaoBOro AOroBopa) BHOCUTCA B TPYLAOBYK KHWKKY C yKa3aHMEM 3TMX MpuyunH. Hanpumep:
"YBoneHa no cob6CTBEHHOMY KENTAHUIO B CBSA3M C MEPEBOAOM Mya Ha paboTy B APYryld MECTHOCTb, MyHKT 3
ctatbn 77 Tpynosoro kogekca Poccuiickon ®epepauun” unu "YBoneHa no coO6CTBEHHOMY XeMaHUIo B CBA3U C
HeobXxoOMMOCTbLIO OCYLLECTBIEHUs yxoaa 3a pebeHkom B Bo3pacte Ao 14 net, nyHKT 3 ctatbu 77 TpyaoBoro
kopekca Poccunckon ®enepauun'.



6. Oco6eHHOCTU 3anofIHeHUs cBeAeHUN 06 YBOJNbHEHUM (NpeKpaLeHun TPyA0BOro JoroBopa) u npyeme
(Ha3Ha4yeHun) Ha paboTy B CBA3U C NepeBoAOM paboTHUKA Ha APYry0 NOCTOSIHHYIO paboTy K Apyromy
paboToaartento (B Apyryto opraHM3aLuio) Unm ero nepexoaomM Ha BbIOOPHYH paboTy (AOMKHOCTD)

6.1. Mpun yBonbHEHMM (NpekpalleHnn TPyaoBOro [Orosopa) B CBA3UM C NepeBoAoM paboTHWKa Ha
OPYryl0 MOCTOsiHHyto paboTy Kk gpyromy paboTogaTento (B Opyrylo opraHusauuio) B rpacde 3 pasgena
"CBefgeHuss 0 paboTe" TpydoBOW KHWXKKW YyKa3biBaeTCsl, B KakoM MOpsiAKe OCYLLeCTBMASEeTCA MnepeBod: Mo
npocbbe paboTHMKa UK C ero cornacus.

IMpn npveme Ha HOBOe MecTO paboTbl B TPYAOBOW KHIDKKE paboTHMKa B rpadpe 3 pasgena "CeegeHus o
paboTe" genaetcsa 3anucb, NpedycMoTpeHHas n.3.1. HacToswen VIHCTpyKUuKW, C yKkasaHMeM Mpu 3TOM, YTO
paboTHMK NPUHAT (Ha3HadeH) B Nopsiake nepesoaa.

6.2. Mpu yBOMNbHEHMU (MpeKpalleHun TPyAOBOro AOroBopa) B CBA3M C nepexogom paboTHMKa Ha
BbIBOpHYIO paboTy (OOMmMKHOCTBE) K ApyroMy paboTtogartento (B Apyryl0 OpraHv3aumio) B TPYAOBOW KHUXKKE
AenaeTca 3anucb: "YBONEH B CBA3WM C MNepexoom Ha BblOOpHy paboTy (JOMmMKHOCTb) B (ykasblBaeTcs
HanMeHOBaHWe opraHu3saumu), NyHKT 5 ctaTteun 77 Tpygosoro kogekca Poccuinckon ®epepauun”.

Ha HoBOM mecTe paboTbl mocne ykasaHwsi MOMHOr0 HavMeHOBaHusA BbIGOPHOro opraHa, a Takke
COKpaLleHHOr0 HauMMeHOBaHWs BblBOpHOro opraHa (mpu ero Hanuumm) B rpadpe 3 pasgena "CsegeHus o
paboTe" TpyaoBOW KHWXKM AernaeTcs 3anucb O TOM, Ha Kakyt paboTy (4OrmkHOCTb) mM3bpaH paboTHuUK, a B
rpadpe 4 ykasblBaeTCsl peLleHne BbIBOPHOro opraHa, gata u HoOMep ero NpPUHATHS.

7. Oco6eHHOCTU 3anonHeHusl Ayo6nukaTa TPyAOBOM KHUXKU

7.1. Oybnukat TpydoBOM KHWXKKM 3arnofiHsaeTcsl B COOTBETCTBMM C pasgenamu  1-6 HacTosiwewn
UHcTpyKumm.

7.2. Ecnn paboTHMK OO0 nOCTynneHus B AaHHYK opraHusaumio (K AaHHOMy paboTtopartento) yxe
pabotan, TO nNpu 3anonHeHun gybnukata TpyooBOW KHWXKM B pasgene "CeBeageHusa o pabote" B rpacde 3
npexage BCero BHOCUTCA 3anucb 06 obwem w/unum HenpepbiBHOM TPyAOBOM cTaxe paboTbl B KadecTBe
paboTHWKa OO0 NOCTyNMNeHMs B [JaHHY opraHusaumio (K AaHHomy pabortogartento), noaTBepXOeHHOM
COOTBETCTBYHLUUMU OOKYMEHTAMMW.

Obwwmii ctax paboTbl 3anuMcbiBaeTcs CYMMapHO, TO €CTb YykasblBaeTcsa obliee KOnuM4ecTBO neT,
MecsiLeB, AHen paboTbl 6e3 yTOYHeHUs, y Kakoro paboTogarterns, B KakMe Nnepuodbl BPEMEHM U Ha Kakux
OOIMKHOCTSAX paboTan B NpoLUioM Briagenew, TpY4OBOW KHYDKK.

Mocne atoro o6WWMIA W/MNN HENpepbIBHbIA TPYAOBOW CTax paboTbl, NOATBEPXAEHHbIM Hagnexaiie
0hOPMIEHHBIMW OOKYMEHTaMM, 3anucbiBaeTcs No oTAernbHbIM nepuogam paboTbl B cregylowem nopsigke: B
rpadpe 2 ykasbiBaeTcsi Aarta npvema Ha paboTy; B rpadge 3 3anucbiBaeTcsi HauMeHOBaHWE OpraHu3auuu
(pabotopatens), roe pabortan paboTHWMK, a Takke CTPYKTypHOe noapasgeneHve u pabota (OOMMKHOCTB),
crneumanbHOCTb, Npodeccus ¢ ykaszaHMeM KBanudukaLmm, Ha KOTOPYH OblfT NPUHAT PabOTHNK.

Ecnu npeactaBneHHbIMM JOKyMEHTamMu MOATBEPXOAETCS, YTO pPaboTHWMK MepeBoaMNCS Ha ApYryto
NMOCTOsIHHYO paboTy B TOW e opraHusauumn (y TOro xe pabortogaTens), To o6 3TOM Takke genaertcd
COOTBETCTBYHOLLAs 3anuChb.

3aTtem B rpade 2 ykasbiBaeTCa AaTa yBOMbHEHUS (MpekpalleHus TpyAoBOro Aoroeopa), a B rpade 3 -
npu4yrHa (OCHOBaHWE) YBONbHEHUS, €CNW B NPeACTaBleHHOM pabOTHUKOM JOKYMEHTE UMEIOTCS Takme AaHHbIE.

B Tom cniyyae, korga OOKYMEHTbl He copepXaT MOSIHOCTbIO YKasaHHbIX Bblle CBEAEeHUA o paboTe B
NPOLUSIOM, B AyONUKaT TPYAOBOW KHUXKKN BHOCATCS TONIbKO MMEIOLLMECS B AOKYMEHTaxX CBEOEHMS.

B rpacde 4 ykasbiBaeTcs HavMMeEHOBaHWe, fata M HOMeEp [OOKYMEHTa, Ha OCHOBaHMU KOTOPOro
npousBefeHbl COOTBETCTBYOLWME 3anucu B aybnukate. OpurmHansl OOKYMEHTOB, NOATBEPXAAKLWUX CTax
paboThbl, NOCIe CHATUS C HMX KOMWI U Hadnexallero ux 3aBepeHunss pabotogatenem mnm kagpoBon Criyxoon
BO3BpallawTca uMx Bnagenbuy. PaboTtogatenb 06s3aH okasaTb cogencTBme paboTHMKY B MOMyYeHMU
OOKYMEHTOB, MOATBEPXAAKLWMNX CTaX ero paboTbl, NpeflecTBYOWNA NOCTYNIIEHUIO HA paboTy K AaHHOMY
paboToaarento.

MpunoxeHue N 2
K noctaHoBsieHuo MuHTpyana P®
o1 10 okTsA6ps 2003 r. N 69

dopma
NPUXOAHO-PACXOAHON KHUMM MO y4eTy G1IaHKOB TPYAOBOM KHWXKKU U BKNagbllia B Hee



IaTa OT KOT'O HOJIyYeHO OcHOBaHME Ilpuxon Pacxon
MUV KOMYy OTIIYLIEHO (HaMMeHOBaHMUE

YUCIIO MecAL, Tozm IOKyMeHTa, N u KommuecTBO Cymma (py6.) KommuecTso Cymma
nara) (py6.)

TPYZLOOBEIX KHUXEK BKJ'IaJILbLLHeIZ TPYLOOBEIX BKJ’[a,JII:ILLIeﬁ

(cepusa u HOMEp) (cepua n KHUXKEeK (cepusa (cepusa u

HOMED) 1 HOMEDP) HOMEP)
2 3 4 5 6 7 8 10 11 12




MpunoxexHue N 3
K noctaHoBneHuw Muntpyna PP
ot 10 okTaA6psa 2003 r. N 69

d)opma KHUIn ydyeta gBMXXeHUA TpyaoBbIX KHUXEK N BKNagbiwen B HUX



N JaTra npuema Ha paboTy, Qamvunmsa, mMa u (Cepua M HOMEp JOIXHOCTE , HamveHnoBaHMe Iarta m N Pacnmucka TllojsryuyeHo IaTa BEIDAYM Pacnmucka
n/n 3aloJIHeHMUA TPYyHOBOM OTYeCTBO TPYOOBOM npodeccus, MecTa paboTh nprKasa OTBETCTBEH— 3a Ha PYKU paboTHUKa B
KHMXKM WMJIM BKJIaOBlIa B BJIamesibla KHUXKM VIV CreumajibHOCThb (c ykaszaHuem (pacnopsixe—- |HOTO JIMLa, 3anoJIHEH— TPYIOOBOM MIOJIy4YEeHUN
Hee TPYOOBOM KHWXKM | BKJIAIema B paboTHUKE, CTPYKTYPHOTO HMA) WM NIPUHABILETO HBIE KHVXKKU TIPU TPYIOBOIL
Hee KOTOPEN crajl |nompasmee-— MHOTO nim TPYIOBEIE YBOJIbHEHUN KHVDKKIU
YUUCJIIO MeCHAL ron TPYOOBYI HMA) , KyOa pemeHus 3alOJIHMBIIE— | KHIKKM JUIM | (IpeKpaleH N
KHMXKY WMJIM Ha |OPUHAT paboromaTe- (IO TPYIOOBYK|BKJIAIpM B TPyOooOBOTO
KOTOpPOTO PaboTHUK Jis, Ha KHUXKY HUX morosopa)
3aroJIHeHa OCHOBaHUMN (py©6.)
TpyInoBas KOTOPOTO
KHMXKa WIn IIpOM3BEeNeH
BKJIAIEII B Hee npuem
paboTHMKA
1 2 3 4 5 6 7 8 9 10 11 12 13







