MoctaHoBneHue MNMpaButenbctBa PP ot 16 anpensa 2003 r. N 225
"O TpyAOBbIX KHMXKax"
(c uameHeHusimum ot 6 cheBpansa 2004 r., 1 mapTa, 19 mas 2008 r.)

B cooteBeTcTBMM cO cTatben 66 TpygoBoro kogekca Poccuinickon Pepepauumn [NpaBuTenbCTBO
Poccunckon ®egepaLmm nocTaHOBNSET:

1. YTBEpAWTbL NpunaraemMsble:

bopMy TPYOBOWN KHUXKKM U hOPMY BKNaAblLlla B TPYAOBYH KHUDKKY;

[MpaBuna BegeHUs M XpaHEHWs TPyOOBbIX KHWXKEK, W3roToBneHus OnaHkoB TPYLOBOW KHWXKKA U
obecneyeHns uMmn paboTtogarenen.

2. YCTaHOBUTb, YTO TPYAOBbIE KHUXKM HOBOro obpasLa BBoasaTcs B aencrane ¢ 1 aHBaps 2004 r.

Wmetowimecs y paboTHMKOB TPYAOBblE KHUXKM paHee yCTaHOBMNEHHOro obpasua OeNcTBUTENbHbI U
0OMeHy Ha HOBblE He noanexar.

3. MuHucTepctBy chmHaHcoB Poccunckon degepaumm:

a) yrBepauTb obpasubl TPyOOBOW KHWKKM W BKMagpllla B Hee, a Tawkke TexHuyeckne TpeboBaHusA K
N3roTOBMEHMIO NX BnaHKoB;

6) obecneuntb Ha NOABEAOMCTBEHHbIX MPEANPUATUAX U3roTOBMEHWe Mo eanHoMy ob6pasuy 6naHkos
TPYOOBOMN KHWKKM M BKIagbllla B Hee;

B) yTBEepanTb Nopsaok obecnedyeHus paborogatenen bnaHkamm TPygOBOW KHUXKKM U BKNagpllla B Hee.

4. MnHuCcTepCcTBY 30paBoOOXPaHEHNst U coumanbHoro passutusa Poccuiickon ®egepaumm:

a) yTBEPAUTb MHCTPYKLMIO MO 3aMOfHEHNIO TPYOOBbIX KHUKEK;

0) p[aBaTb pas3bACHEHUS MO Bonpocam npuMeHeHust [IpaBwun, YTBEPXAEHHbIX HACTOSALLMM
NMOCTaHOBIIEHNEM.

5. OpraHam uncnonHuTenbHOW Bractu cybbektoB Poccuiickon ®epepauum npoBecTn HeobGXoanMYHo
paboTy Mo BBEAEHWMIO B OPraHM3auusix, HaxXoAsLIMXCA Ha UX TePPUTOPUMU, TPYLOBbIX KHWXKEK M BKNagblen B
HMX HoBOro obpasua.
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M.II. [loponmce Julla, OTBETCTBEHHOI'O 3a BeIeHUue
TPYIOOBEIX KHIMXEK
(pazbopumeo)
CBepgeHua o paborte

Cepua u HOMep* (10 paszBOpPOTOB)

N Jara CBenmenus o npueme Ha pabotTy, HammveHOBaHUMe, nmara u
3anmcum nepeBorge Ha OPYyI'YK IIOCTOAHHYIO HOMEep IHOOKYMEeHTa, Ha

YUCJI0O MecAaLn ron paéoTy, KBaﬂM@MKauMM, YBOJIBHEHUM (C OCHOBAaHMM KOTOPOTO
YKaszaHueM IIPpUUYMH U CCBUIKOM Ha BHeCeHa 3allucChb
cTaTbio, MOYHKT 3akKoHa)
1 2 3 4
CBepneHUs 0 HarpaxaeHum

Cepusa m HOMep (10 pasBOpoOTOB)

N JaTa CeeneHusa O HaTpaxIeHuM (NOOUWPEHMUM) HamvenoBaHMe, pmaTta un
3anmcm HOMep IHOOKYMEeHTa, Ha

YMCJIO MecHdl rono OCHOBAaHMM KOTOPOTO
BHeCeHa 3alluChb
1 2 3 4
* Cepl/lﬂ M HOMED YyKa3blBakOTCA Ha Oﬂ,HOVI N3 YeTblpex CTpaHUL KaxXgoro pa3BepHyToro nmcrta prLI,OBOI7I
KHUXKMW.

YTBepxaeHa

nocraHoBneHvem MNpaButenbcTBa
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ot 16 anpensa 2003 r. N 225




dopma BKnaabiwa B TPYAOBYH KHUXKKY

Bknaabiw B TPYyAOBYH KHUXKY
(6e3 TpyaoOBOM KHUXKN HeOEeNnCTBUTENEH)

Fepb
Poccuiickon ®Pegepaumm

daMmImAa
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ObpaszsoBaHuUe
[Ipodeccus,
CreumajJbHOCTb
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[Nomnucek BJAaIeJblla KHWXKU

M.II. MNognmuce Julla, OTBETCTBEHHOI'O 3a BeIeHUe
TPYIOOBEIX KHUMXEK

(pazbopumBO)

Bknagbil B TPYAOBYIO KHUXKY M3roTaBNMBaETCHA MO YTBEPXKAEHHON chopme TpynoBou KHbkkn. O6bem
BKknaabiwa: "CeeaeHuns o pabote" - 9 pa3BopoToB, "CBeaeHus o HarpaxaeHusx" - 8 pa3BopoToB.

Mpasuna
BeAEHUs U XpaHEeHUs TPYAOBbIX KHUXEK, U3roTOBNEHNA 611aHKOB TPYAOBOW KHUXKU U o6ecnevyeHns umm
paboTogarenen
(yTB. noctaHosnexviem lNMpasutensctBa P® ot 16 anpens 2003 r. N 225)
(c nsmeHeHusimu ot 6 cheBpans 2004 r., 1 mapTa, 19 mas 2008 r.)

|. O6LwWMme nonoxeHus

1. Hactosiwme lMpaBuna yctaHaBnMBaloOT MOPSAOK BEAEHMS U XpaHEHUs] TPYAOBBIX KHWDKEK, a Takke
NOPSIAOK N3roTOBMEHNSI GNaHKOB TPYAOBOW KHUXKM 1 obecrieveHuns uMu pabotoaartenei.

2. TpyooBas KHKKA SIBNSETCH OCHOBHbLIM JOKYMEHTOM O TPYAOBOW AEATENbHOCTU U TPYLOBOM CTaxe
paboTHuKa.

3. Pabotopatene (3a wucknwoveHmeM paboTtogatenem - U3MYECKMX TNUL, HE  SABMSOLWMUXCH
MHOUBMAYaNbHLIMY NpeanpuHUMaTensMmn) BegeT TpyLoBble KHVXKKM Ha Kaxkaoro paboTHuka, npopaboTasLuero y
Hero CBbILE NMATU AHEeN, ecnu paboTa y aHHOro pabotogaTens ABnsieTcst Ansi paboTHNUKA OCHOBHOW.

PaboTtopatenb - dusnyeckoe nuUo, SBNSALWWUACA WHAOMBUAYaANbHbIM NpeanpuHMMaTenemM, obsasaH
BECTU TPYOOBbIE KHMKKM Ha Kagoro paboTHMKa B MOpsiake, yCTaHOBNEHHOM TpyaoBbIM kogekcom Poccuinckon
degepaumm 1 MHBIMN HOPMaTMBHLIMU NPaBOBLIMU akTamu Poccuiickon ®egepaunn.

PaboTtopaTtenb - pusnyeckoe NuULo, He ABMALWMUACA NHAMBUAYANbHEIM NPeanpuHUMaTenem, He MeeT
npaBa Mpou3BOAUTL 3anMCK B TPYOOBbLIX KHWXKKAX PabOTHMKOB U OhOpMMATb TPYLAOBbLIE KHWKKM paboTHMKaM,
NpMHUMaeMbIM Ha paboTy BnepBbIE.

4. B TpyOooBYH KHWXKKY BHOCATCS CBeOeHUs O paboTHWMKE, BLIMOMHSEMOW MM paboTe, nepeBode Ha
OPYryl0 MOCTOsIHHYIO paboTy M 06 yBONMbHEHWM paboTHMKA, a TakKe OCHOBAHUSA MpekpalleHust TPYAOBOro
[0roBopa u CBEAEHUs1 O HarpaxaeHun 3a ycnexu B pabore.

5. CBedeHnsi 0 B3bICKAHUSAX B TPYAOBYK KHWXKKY HE BHOCSTCS, 3@ WCKIOYEHMEM CnydaeB, korga
ONCUMNITMHAPHBIM B3bICKAHWEM SIBIISIETCS YBOJIbHEHME.

6. TpyaoBble KHWKKN BEQYTCHA Ha rocygapCTBEHHOM sidblike Poccunckon degepaumm, a Ha Tepputopum



pecnybnvku B coctaBe Poccuiickon ®enepauun, yCTaHOBMBLLEN CBOW rOCYAAPCTBEHHbIA A3blK, 0dopMIeHne
TPYOOBbIX KHWXKEK MOXEeT Hapsigy C rocygapcTBeHHbIM £3blkoM Poccuiickon ®epepauum BeCTUCb U Ha
rocy4apCTBEHHOM S3bIKe 3TON pecnyOnmku.

7. PaboTtopatenb 06s3aH No NUCbMEHHOMY 3asiBNeHWt0 paboTHMKa He no3aHee Tpex pabounx AHeN co
[OHS ero nogayv BblAaTb pabOTHUKY KOMUIO TPYAOBOW KHWXKKW WM 3aBEPEHHYI B YCTaHOBMEHHOM NOpsiake
BbINUCKY W3 TPYAOBOW KHUXKN.

Il. BeaeHue TpyaoBbIX KHUXEK

8. OcbopmneHne TpyaoBOW KHWKKM paboTHMKY, MPUHATOMY Ha paboTy BnepBble, OCYLLECTBMASETCA
paboTtogarenem B NpUCYTCTBMM paboTHMKA He NO3aHEE HeAEeNbHOro Cpoka Co AHA npuema Ha paborTy.

9. B TpyZoByt0 KHWXKKY Npy ee 0hopMITEHNN BHOCSTCS Crieqylolime cBeaeHus o paboTHUKe:

a) amunus, umsl, OTYECTBO, AaTa PoOXAEHMUS (YNCNO, Mecsl, rof) - Ha OCHOBaHMM NacnopTa UM MHOro
OOKYMEHTa, YAOCTOBEPSIOLLErO MUYHOCTD;

6) obpasoBaHue, npodeccusi, cneumanbHOCTb - Ha OCHOBaHMM [OKYyMEHTOB 006 obpasoBaHun, O
KBanuukaumm Unm Hanuumm cneumarnbHbIX 3HaHU (Npy NOCTYNNeHUn Ha paboTy, TpedytoLlyto cneumanbHbIX
3HaHWI UK cneunanbHOM NOArOTOBKM).

10. Bce 3anucu 0 BbinonHsaemon pabote, nepeBode Ha APYrylo NOCTOSHHY paboTy, kBanudukaumw,
YBONIbHEHWW, @ TakKe O HarpaxgeHun, npousBegeHHOM paboTogartenem, BHOCATCA B TPYAOBYH KHWDKKY Ha
OCHOBaHUM COOTBETCTBYIOLLIErO Npukasa (pacnopsixeHus) paborogaTens He Nno3gHee HeaenbHOro Cpoka, a npu
YBOJSIbHEHWM - B €Hb YBOMbHEHMS Y AOMMKHBI TOYHO COOTBETCTBOBaTbL TEKCTY NpuUKasa (pacnopshkeHus).

11. Bce 3anucu B TPyAOBOW KHUXKE Npoun3sBoadatcs 6e3 kaknx-nmbo CokpalleHun n MMeloT B npeaenax
COOTBETCTBYHLLErO pasaena CBov NOpsAKOBbIA HOMEP.

12. C Kaxgon BHOCUMOW B TPYAOBYHO KHWXKKY 3amnuCbio O BbINOMNHAeMoOn paboTe, nepeBoae Ha Apyryto
NOCTOSIHHYKO paboTy M yBonbHEHWM paboTogartens 0b6si3aH 03HAKOMWUTb €e Bragernbla Mof pocnucb B €ro
NNYHOW KapTo4Ke, B KOTOPOM NOBTOPSETCS 3anvCb, BHECEHHAS B TPYAOBYHO KHUDKKY.

dopma nnyHoM kapToyku yTBepxaaeTca ®egeparnbHon cnyxbon rocyqapCTBEHHOM CTaTUCTUKM.

13. TpyooBas KHVXKa 3anonHsaeTcs B nopsgke, yrBepxgaemom MuHMCTEPCTBOM 30paBOOXPaHEHUs U
coumnaneHoro passutus Poccunckon ®egepauun.

14. 3anucu B TPyOOBYIO KHWXKKY O MPUYMHaxX npekpalleHus TpydoBOro JoroBopa BHOCHATCS B TOYHOM
cooTBeTCTBMU C hbopmynupoBkamu TpygoBoro kogekca Poccuickon ®egepauum vnu nHOro dgeaepansHoro
3aKkoHa.

15. lpu npekpawleHnn TPyooBOro AoroBopa MO OCHOBaHUAM, MPedyCMOTPEHHbIM cTaTben 77
Tpyoosoro kogekca Poccuiickon deaepaLmm (3a UCKNIOYEHUEM CrydyaeB pacTopXKeHUs TpyaoBOro Aorosopa no
nHuumaTMBe paboTtogartens u no obcToATenbCcTBaM, HE 3aBUCSALLUMM OT BONMU CTOPOH (NyHKTbl 4 1 10 aTon
cTaTbM), B TPYOOBYK KHWXKY BHOCUTCA 3anncb 0O YBONbHEHWM (NpekpallieHun TpyaoBOro [OroBopa) co
CCbIfIKOW Ha COOTBETCTBYIOLLMIN NMYHKT YacTU NepBON yKa3aHHOMW CTaTbu.

16. lpun pacTtopxeHMM TPYLOBOro AOroBopa Mo MHMUMaTMBe paboTopartens B TPYOOBYH KHUDKKY
BHOCUTCA 3anucb 00 yBOMbHEHWW (NpeKpalleHuM TPYOOBOro [OroBopa) CO CChINIKOW Ha COOTBETCTBYIOLLMMA
nyHKT cTaten 81 Tpygosoro kogekca Poccuiickon degepaunn.

17. lNpwn NpekpaleHMn TpygoBOro AOroBopa no 06CTOATENbCTBaM, He 3aBUCSALLMM OT BOMW CTOPOH, B
TPYOOBYIO KHWXKKY BHOCUTCSl 3anucb 0O OCHOBaHUsIX NpekpalleHusi TpyOoBOro [OroBopa CO CCbISIKOM Ha
COOTBETCTBYIOLLMI NYHKT cTaTbn 83 Tpyaosoro koaekca Poccunckon denepaumn.

18. lNMpu npekpalieHun TpyaoBOro JoroBopa no ApyrMM OCHOBaHUAM, NpeayCcMOTPeHHbIM TpyaoBbiM
kogekcom Poccuiickon ®epepauun unu uHbiMu hepepanbHbiMM 3aKOHaMW, B TPYAOBYK KHUXKY BHOCUTCHA
3anvcb 06 yBONMbHEHUN (MPEKpaLLEHUN TPYOOBOro 4OroBoOpa) CO CChINKOM Ha COOTBETCTBYHOLLME CTaTbIO, MYHKT
Tpyoosoro kogekca Poccuiickon deaepanmm unm nHoro doefieparnbHOro 3akoHa.

19. lpu npekpaweHnn TPyAOBOro [JoroBopa C pabOTHMKOM, OCYXAEHHbIM B COOTBETCTBUU C
NMPUroBOPOM CyAda K JINLLEHUI0 NMpaBa 3aHUMMaTb OMNpefesieHHble OOIDKHOCTM UMM 3aHMMAaTbCs OnpeaerieHHON
OEATENbHOCTBI0 U He OTObIBLUMM Haka3aHue, B TPYAOBYK KHWKKY BHOCWUTCS 3anvMCb O TOM, Ha KakKoMm
OCHOBaHWUM, Ha KaKOW CPOK M KaKyl LOMMKHOCTb OH JIMLIEH NpaBa 3aHMMaTb (KakoW AEeSTENbHOCTbIO MLIEH
npaBa 3aHNMaTbCs).

20. CBegeHnss 0 paboTe nNo COBMECTUTENbCTBY (00 YBOMbHEHUM C 3TOW paboThbl) MO XenaHuk
paboTHMKa BHOCATCA NO MECTYy OCHOBHOW paboTbl B TPYOOBYH KHUXKY Ha OCHOBAHUM [OOKYMEHTa,
noareepxaatoLero paboTty No COBMECTUTENLCTBY.

21. B TpyooBYK KHWXKY MO MeCTy paboTbl Takke BHOCWUTCS C YKasaHWEM COOTBETCTBYHOLLMX



OOKYMEHTOB 3aluncb:

a) 0 BPEMEHU BOEHHON cnyx0Obl B cooTBeTCTBUM ¢ DegepanbHbiM 3akoHOM "O BOMHCKOWM 06S3aHHOCTY 1
BOEHHOM cnyxbe", a Takke O BpemMeHM Cnyxbbl B oOpraHax BHYTPeHHWX pgen, [ocygapCcTBeHHON
npoTuMBonoXxapHon cnyxbe MwuHnctepctBa Poccuiickon dPegepaumm nNo genam rpaxgaHckon 06OpOHbI,
Yype3BblYaHbIM CUTYyauMsaM WM NVMKBMOAAUUW MOCHEeACTBUMA CTUXMWHBIX ©eAcTBWN, YYPEXOEHWUsIX M opraHax
YrOfIOBHO-UCMOMNHUTENBHON CUCTEMbI, OpraHax HanoroBoW MOMMLMK, opraHax MO KOHTPOM 3a o6opoToMm
HapKOTUYECKUX CPEACTB N NCUXOTPONMHbIX BELLLECTB U TAMOXEHHbIX OpraHax;

0) 0 BpeMeHu 0By4eHus Ha Kypcax 1 B LLUKOMax rno MOBbILLEHUIO KBanudukaumm, no nepeksanmpunkaumm
M NOArOTOBKE KaapoB.

22. CoOTBETCTBYIOLLNE 3aMUCK, BHECEHHbIE B TPYOOBYH KHUXKKY nul, OCBOBOXAEHHbIX OT paboTbl
(OOMKHOCTU) B CBA3WN C HE3AKOHHBIM OCYXXAEHUEM NNMBO OTCTPaHEHHbIX OT OOMKHOCTM B CBA3M C HE3aKOHHbIM
MpVBNEYEeHMEM K YrosIOBHOW OTBETCTBEHHOCTW, YCTAHOBMIEHHBIMW COOTBETCTBEHHO OMNpaBAaTEellbHbIM
MPUroBopoM nMbO NocTaHoBMeHMeM (onpedeneHvemM) O MNpeKpalleHUM YrofloBHOrO Aena 3a OTCYTCTBMEM
coObITMA MpecTynneHusl, 3a OTCYTCTBMEM B AEAHWM COCTaBa MNPECTYMNEHUs WM 3a HeAOKa3aHHOCTbI WX
y4acTusi B COBEPLUEHWM MPECTYNNEHnsi, NpU3HalTCa HedencTBUTenbHbIMU. Pabotogatens no NMCbMEHHOMY
3asBMeHno paboTHMKa BbldaeT eMy OyGnvKaT TPYAOBOW KHWKKM 6e3 3anucu, NpuaHaHHON HegeNCTBUTENBHOW.
OybnukaT TpydOBOW KHWXKKW BbIOAETCS YKa3aHHbIM NuuaM B MNOpsiAKe, YCTAHOBMEHHOM HaCTOSALLMMM
MpaBunamu.

B TpyOoBble KHWXKM nvL, OTObIBLLUMX MCnpaBuTernbHble paboTbl 6e3 nuweHns csobodbl, BHOCUTCA MO
MecTy paboTbl 3anMcb O TOM, YTO BpeMs paboTbl B 3TOT NEpUo He 3aCUUTLIBAETCHA B HEMPEPbIBHbLIN TPYAOBON
CTaxX. YKasaHHasd 3anucb BHOCUTCA B TPYOOBbIE KHWXKKM MO OKOHYaHUM aKTMYECKOro cpoka OTObITUS
Haka3aHWs, KOTOPbIA YCTaHABMMBAETCH MO CPaBKaM OPraHoB BHYTPEHHUX Aen.

Mpn yBOMbHEHUN OCYXOEHHOrO C paboTbl B YCTAHOBMEHHOM MOPSIAKE M MOCTYMMEHUN €ro Ha HOBOE
MecTo paboTbl COOTBETCTBYIOLLME 3aNNCU BHOCATCS B TPYAOBYH KHIKKY B TOM OpraHn3auun, B KOTOPYHO OH Obin
MPUHAT UK HanpaeIieH.

23. lNMpun BOCCTaHOBMNEHUN B YCTAHOBIIEHHOM MOPSIAKE HEMNPEPbLIBHOIO TPYAOBOro CTaxa B TPyOOBYHO
KHWKKY paboTHMKa BHOCUTCHA MO MocrnegHeMy MecTy paboTbl 3anucb O BOCCTAHOBIIEHMU HEMpPEPbLIBHOMO
TPYOOBOrO CTaXa C yka3aHWeM COOTBETCTBYIOLLENO JOKYMEHTA.

24. B TpyOoBYHO KHVXKY BHOCSTCS criegylolime cBefeHust O HarpaxgeHum (MooLupeHnn) 3a TpyaoBble
3acnyru:

a) O HarpaxgeHun rocygapCTBEHHbIMW Harpagamu, B TOM 4YMCre O NPUCBOEHWU roCcy4apCTBEHHbIX
MOYETHbIX 3BaHWIN, HA OCHOBaHWN COOTBETCTBYIOLLUX YKa30B U UHbIX PeLLUEHN;

6) 0 HarpaxxgeHUn NOYETHLIMWN rpaMoTamMu, MPUCBOEHUN 3BaHWUI U HarpaXKAEHUW HarpygHbIMU 3HaKamu,
3HaYkamu, AUNIomMamMu, NOYETHLIMU rpaMoTaMu, MPON3BoAMMOM paboTogaTensamu;

B) O ApYyrMx BuAax MOOLLpeHusi, NpeayCcMOTPeHHbIX 3akoHogaTenscTtBomM Poccuiickon ®epepaunu, a
TakKe KOMNMEKTMBHbIMWA [OroBOpaMu, npaBuniamMmy BHYTPEHHEro TPYAOBOrO pacnopsiaka, YycTaBamu U
MOMNOXEHNAMWN O UCLMNIINHE.

25. 3anuMcnm o npemusix, NpPegycMOTPEHHbIX CUCTEMOW omnnatbl TpyAa WAM BbiNnaynMBaeMbiX Ha
perynspHol OCHOBe, B TPYAOBbIE KHWKKN HE BHOCHATCS.

lll. BHeceHMe M3MeHEeHU N UCNpaBneHUn B TPYAOBYHO KHUXKKY.
OyonukaTt TpyA0OBOM KHUXKKU

26. NameHeHne 3anucen o amunum, MMeHn, oT4eCcTBe N AaTte poxaeHusd, a Tawke o6 obpasoBaHuu,
npodpeccun n cneumansHocT paboTHUKa npousBoguTcs pabotogaTenem no nocnegHemy Mecty paboTbl Ha
OCHOBaHUM NacnopTa, CBUAETENLCTBA O POXAEHMUN, O Opake, 0 pacTopXeHun bpaka, 06 M3MeHeHUn hammnnmm,
WUMEHM, OTYECTBA U OPYrMX AOKYMEHTOB.

27. B cnyyae BbISIBNEHUS HENPaBUIbHOW UMM HETOYHOW 3anucu B TPYAOBOW KHWXKE UCMpaBrieHue ee
npousBoguTca No Mecty paboTbl, rge Obina BHeECeHa COOTBETCTBYKLLAA 3anvcb, Nubo paboTtogaTtenem no
HOBOMY MecTy paboTbl Ha OCHOBaHWM oduuUManbHOrO AOKYMEeHTa pabotogaTtens, OOMyCcTMBLUErO OLIMOKY.
PaboTtogatenb 06s3aH B 3TOM criyyae okasaTb paboTHUKY Npu ero obpalleHm HeobX0AMMYH MOMOLLb.

28. Ecnun opraHusaums, Kotopasa npoussenia HernpaBUibHYO UKW HETOYHYHO 3anncb, PeopraHM3oBaHa,
ncrnpaeneHme Npov3BOAMTCS ee MpaBONPEEMHMKOM, a B Clydae nukBMaauun opraHusauuun - pabotogatenem
Nno HOBOMY MeCTy paboTbl Ha OCHOBaHMM COOTBETCTBYHOLLIErO AOKYMEHTA.

Ecnu HenpaBunbHas unu HeTo4Has 3anucb B TPyOOBOW KHWXKKE npou3BedeHa pabotogaTtenem -
PU3N4ECKMM NULIOM, ABASIOWMMCS MHAMBUAYAMNbHbLIM NpeanpuHMMaTteneMm, n AedaTenbHOCTb ero npekpalleHa B
YCTaHOBMEHHOM MoOpsiAKke, ucnpasBneHue npousBoantca paboTtoparenem no HOBOMY MecTy paboTbl Ha
OCHOBaHWN COOTBETCTBYIOLLEro AOKYMEHTA.

29. WcnpaBneHHble cBefeHUs [AOMKHbI MOMHOCTbIO COOTBETCTBOBATH [JOKYMEHTY, Ha OCHOBaHWU



KOTOpPOro oHu ObinNn ucnpaeneHsl. B criyyae yTpaTthl Takoro AokyMmeHTa nnbo HECOOTBETCTBUS ero pakTudecku
BbINOMHABLUENCA paboTe ucnpasneHve ceegeHnii o pabote Npons3BoaUTCS Ha OCHOBAHWMM OPYrMX OOKYMEHTOB,
NOATBEPKAAILLMX BbINOJSIHEHME paboT, HE yKa3aHHbIX B TPYAOBOW KHDKKE.

Ceugetenbckne MoKasaHWsi HE MOTYT CNYyXXUTb OCHOBaHMEM [ UCMPaBIieHWs BHECEHHbIX paHee
3anncen, 3a UCKIIOYEHNEM 3anucen, B OTHOLLEHMM KOTOPbIX MMeeTcsa cygebHoe pelueHue, a Takke Cryyaes,
npegycMOTPEHHbIX NYHKTOM 34 HacToawwmx MNpasun.

30. B pasgenax TpyooBON KHWKKW, CoAepXalUuMx CBeAeHus 0 paboTe unm CBeAeHWUs O HarpaXkaeHuw,
3a4epKMBaHMe HETOYHbIX UMW HEeNpaBWibHbIX 3anMcen He AonyckaeTcs.

M3meHeHne 3anucen npousBoAUTCSA NyTeM MPU3SHaHUS WX HeOEeWCTBUTENbHbIMU W BHECEHMUS
npaBunbHbIX 3anncen.

B Takom e nopsgke npomsBoauTCs M3MeHeHue 3anucu o6 yBonbHeHun paboTHuka (nepesoge Ha
APYryto NOCTOsIHHYIO0 paboTy) B criydae npusHaHus yBONMbHEHUS (NepeBoAa) HE3aKOHHbIM.

31. Jlvuo, yTpaTtuBLlee TPYOOBYI KHUXKY, 0083aHO HEMeANEHHO 3asBUTb 06 aToM pabotogaTento no
nocnegHemy mecty pabotbl. PaboTtogaTtene BbigaeT paboTHUKY AyOnukaT TPyAOBOW KHWDKKM He nosgHee 15
OHEN co OHsi nogayn paboTHMKOM 3asiBIEHNS.

32. MNpun opopmneHun aybnumkaTa TpygOBOW KHWKKW, OCYLLECTBNSAEMOM B COOTBETCTBUMN C HACTOSALLMMM
lMpaBunamm, B HEro BHOCATCS:

a) ceegeHus 06 obiem n (unun) HenpepbiBHOM cTaxke paboTbl paboTHMKA OO MOCTYNNEHNUs K JaHHOMY
paboTopartento, NOATBEPKAEHHOM COOTBETCTBYHOLLUMW JOKYMEHTAMMU;

6) cBegeHus o paboTe M HarpakaeHuy (NOOLWPEHUM), KOTOpblE BHOCUMITUCL B TPYAOBYIO KHWDKKY NO
nocnegHemy Mecty paboThbl.

Obwwmii ctax paboTbl 3anucbiBaeTCcs CyMMapHO, TO €CTb ykasbiBaeTcs obliee KOnM4ecTBO €T,
mecsueB, AHen paboTbl 6e3 yTouHeHns paboToaartens, nepuoaos paboTbl U AOMMKHOCTEW paboTHMKA.

Ecnn OOKyMeHTbl, Ha OCHOBaHUWM KOTOPbIX BHOCWMWCL 3anucu B TPYOOBYH KHWXKY, He cogepxar
NONHbIX cBegeHUn o paboTe B MPOLUOM, B AyOnmKaT TPyO4OBOW KHUXKKM BHOCATCHA TOMbKO MMEKLWMECs B 9TUX
AOKYMeHTax CBeaeHus.

33. Mpn HannmumMu B TPYOOBOW KHWXKE 3anucy 0O yBONbHEHUMM UNW nepeBofde Ha Apyryio pabory,
NPU3HaHHOW HeOeWCTBUTENbHOW, paboTHMKY NO ero MMCbMEHHOMY 3asfBfIEHUI0 BbIOAETCA MO MocregHemy
mMecTy paboTbl 4yGnmkaT TPyOOBOW KHWMXKWU, B KOTOPbIN NEPEHOCATCH BCE NPOU3BEAEHHbIE B TPYOOBOW KHUXKKE
3anuncu, 3a UCKNIoYeHneM 3annucu, NPU3HaHHoON HeaencTBUTENbHON.

TpynoBas kHKKa 0POPMIISETCS B YyCTAHOBMEHHOM MOPSiAKE U BO3BpaLLaeTcs ee BnagenbLy.

B TakoM xe nopsiake BblgaeTcs Oybnukat TPYyOOBOW KHWXKKM, €CNW TpyaoBasi KHUXKKA (BKragblll)
npuvwna B HerogHocTb (obropena, nopeBaHa, ucnavkaHa u 1.n.).

34. MNpun wmaccoBown yTpaTe paboTogaTtenem TpPydoOBbiX KHMXeK paboTHWKOB B pesynbraTe
Yypes3BblYalHbIX CUTyauWin (3KOMOrMYeckne W TexXHOreHHble KaTtacTpodbl, CTUXWIHble OeacTBMS, MaccoBble
GecrnopsakM u apyrne YpesBblyalHble 06CTOATENbCTBa) TPYAOBOW CTaX 3TUX pabOTHWMKOB ycTaHaBnuBaeTcs
KOMUCCMEN MO YCTAHOBMEHWIO CTaxa, COo34aBaemMoV OpraHaMu WCMOMHWUTENbHONW BRacTn CyObekToB
Poccuiickorn ®epepaunn. B cocTtaB TakoW KOMMUCCUM BKIOYalOTCs  MpeacTaBuTenu pabdoTtopaTenen,
NPOCOIO30B UM UHBbIX YNOIHOMOYEHHbIX PaboTHUKaMW NpeAcTaBUTENbHbIX OpPraHoB, a Takke APYrux
3aMHTepeCcoBaHHbIX opraHn3aumn.

YcTtaHoBneHve akta paboTbl, CBeAeHU O npodeccun (GOMKHOCTM) 1 nepuogax paboTbl y AaHHOro
paboTogaTens ocyLecTBASeTCA KOMUCCMEN Ha OCHOBaHWWM OOKYMEHTOB, MMelWmMXca y paboTHuka (cnpaska,
NPOdCOO3HbIN BUMeT, ydeTHasd KapToyka uneHa npodpcoto3a, pacyeTHas KHWXKKa M T.M.), a B criyyae Wux
OTCYTCTBWS - HA OCHOBaHMM NOKa3aHWUn ABYX 1 bonee cBugeTenen, 3HaroWwmx paboTHNKa N0 COBMECTHOW C HUM
[eATenbHOCTM Y 0AHOro paboTogatens Unu B O4HOW CUCTEME.

Ecnu paboTHuk o nocTynneHust k gaHHoMmy pabotoaaTento yxe paboTarn, KOMUCCUsa NPUHUMaeT Mepbl
K NOMyYeHU0 JOKYMEHTOB, NOATBEPXXAALWMX 3TOT (haKT.

Mo pesynbTatam paboTbl KOMUCCUM COCTaBNSETCHA akT, B KOTOPOM YKasbiBalOTCA nepuodbl paboTbl,
npodeccust (4OMKHOCTb) U NPOAOIDKUTENBHOCTb TPYAOBOr0O CTaxa paboTHMKa.

PaboTopgatenb Ha OCHOBaHMK akTa KOMUCCUM BblAaeT paboTHUKY AyOnuKkaT TPYLOBOW KHUKKW.

B cnyyae ecnu [OKyMEHTbl HE COXPaHWNMCb, CTax paboTbl, B TOM YMCr€ YCTaHOBMEHHbIN Ha
OCHOBaHUM CBMAETENbCKNX NMOKa3aHui, MOXeT OblTb NoATBEPXAEH B cyaebHoOM nopsake.

IV. Bbigaya TpyAOBOM KHWXKU NPU YBONbHEHUN
(npekpalweHum TpyaoBOro AoroBopa)

35. lNpu yBonbHeHMM paboTHMKa (MpekpalleHun TpyAoBOro AOroBopa) BCe 3anucu, BHECEHHbIE B €ro
TPYOOBYIO KHWXKKY 3a Bpemsi paboTbl y AaHHoOro pabotopaTens, 3aBepsloTcs nognucbio pabotopgaTtens wnu
nvua, OTBETCTBEHHOrO 3a BeJeHue TPYOOBbIX KHWXEK, nevaTbio pabotogarens n nognucbio caMoro paboTHuKa
(3a ucknoyeHem crnyyaeB, ykasaHHbIX B NyHKTe 36 HacToawmx [Npasun).



Ecnn TpyooBasi KHWKKa 3amnoniHsfacb Ha rocygapcTBeHHOM s3blke Poccuiickon depepaumm m Ha
rocygapCTBeHHOM s3bike pecnybnvku B coctaBe Poccuickon degepaumm, 3aBepsitotTcst oba Tekcrta.

PaboTtogatenb o6s3aH BbigaTb pabOTHWKY B [AeHb YBOSMbHEHWsI (MocnegHuin aeHb paboTbl) ero
TPYOOBYIO KHWXKY C BHECEHHOW B HEE 3anucbio 06 YBOMNbHEHMM.

Mpun 3agepxke Bblgayuy pabOTHWKY TPYLOBOW KHWXKM MO BUHE paboTogaTtend, BHECEHWW B TPYAOBYIO
KHWKKY HENpaBUIIBHOW WM He COOTBEeTCTBylWen dedepanbHOMy 3akoHy (QOPMYMMPOBKU  MPUYMHBI
yBONbHEHUs1 paboTHuWka paboTogatens 006s3aH BO3MECTUTb PabOTHUKY He MOMy4YeHHbI UM 3a BCe BpeMs
3agepxku 3apaboTok. [JHeM yBonbHEHUS (NpekpaLleHnst TpygoBOro JOroBopa) B 3TOM Clyyae cumTaeTcs AeHb
Bbldaun TpyooBon KHwkkM. O HOBOM [He yBOMbHEHWs paboTHuka (nNpekpalieHun TpyooBOro [oroBopa)
nsgaeTca npukas (pacnopsbkeHue) pabotogaTtens, a Takke BHOCUTCHA 3anvuCb B TPYOOBYK KHWXKY. PaHee
BHECEHHasl 3anucb O [AHE YBOSIbHEHWUS MpPU3HaeTCs HeOeWCTBMTENbHOW B Mopsaake, YCTaHOBIIEHHOM
HacTosawmmMu [NpaBunamu.

36. B cnyyae ecnu B AdeHb yBONbHEHWst paboTHMKa (MpekpalleHus Tpy4oBOro [OroBopa) BblaaTb
TPYOOBYIO KHWDKKY HEBO3MOXHO B CBSI3M C OTCYTCTBMEM paboTHUKA NnbO ero oTka3oM OT MOfyvyeHUst TPyaoBOWn
KHWXKKM Ha pykn, paboTtogaTtens HanpaBnsaeT paboTHUKY yBe4OMITEHNE O HEOOXOAMMOCTU ABUTLCS 3a TPYAOBOW
KHWKKOM nnbo JaTb cornacue Ha oTnpaBneHue ee no nouyte. [lepeckbinika TPYyAOBOW KHWDKKM MOYTOM MO
yKka3aHHOMY pabOTHUKOM agpecy OOMyCcKaeTCcs TONbKO C ero cornacus.

Co OHA HanpaBneHus ykasaHHOro yBedoMmreHus paboTtodartenb ocBOOOXOAeTCH OT OTBETCTBEHHOCTMU
3a 3afepXKy BblAa4un paboTHUKY TPYOOBON KHUXKM.

37. B cny4ae cmepTn paboTHMKa TPyAOBasi KHWKKA MOCME BHECEHUS B HEe COOTBETCTBYIOLLEN 3anucu o
npekpalleHmn TPygoBOro AOroBopa BblAAETCA Ha PyKUM OOHOMY M3 €ro pPOACTBEHHWKOB MOA PacrnucKy wunm
BbICbINIAETCSA MO NOYTE MO NUCbMEHHOMY 3as8BMEHWIO O4HOIO U3 pOACTBEHHMUKOB.

V. Bknagbiw B TPYAOBYH KHUXKY

38. B cnyyae ecnu B TpyaoOBOM KHUMXKKE 3arofiIHEHbl BCE CTpaHuLUbl OQHOMO M3 pasgenos, B TPY4OBYIO
KHWKKY BLUMBAETCHA BKMagblll, KOTOpbIA ocdopmMmnsaeTca u BegeTcs pabotogateneMm B TOM e Mopsigke, YTo U
TpyooBasi KHWXKKa.

Bknagplw 6e3 TpygoBOW KHUXKKN HEAEWCTBUTENEH.

39. lMNpu Bblgaye Kaxgoro BkMadbila B TPYOOBOW KHWMXKKE CTaBMTCA LwWTamn C Hagnucbk "BblgaH
BKMaabIlW" 1 yka3biBaeTCa cepus 1 HOMep BKnagblua.

VI. YueT n xpaHeHue TPyAOBbIX KHUXEK

40. C uenblo yyeTa TPYAOBBLIX KHMKEK, @ Takke OMaHKOB TPyOOBOW KHWMXKM WM BKMagbllla B Hee, Y
paboTogartenen Begyrcs:

a) NPUXOAHO-PacxodHas KHUra no y4yeTy 6naHkoB TPYOOBOW KHUKKM U BKNagpbilla B Hee;

0) kHUra ydeTa OBWKEHUsSI TPYAOBbIX KHUXKEK U BKNagblwen B HUX.

®opmbl yka3aHHbIX KHUT yTBEpXAaoTcst MUHUCTEPCTBOM 34paBOOXPAHEHMS N COLMANbHOIO pasBUTKSA
Poccuinckon ®egepaumn.

41. B npnxogHO-pacxodHyo KHUry No y4yeTy GraHKOB TPYAOBOW KHWKKM M BKNagbllla B Hee, KOoTopas
BegeTcsa byxrantepuen opraHvu3auuy, BHOCATCA cBedeHus 060 BCcex onepaumsx, CBA3aHHbIX C NOMAyYeHUEM U
pacxodoBaHneM OnaHKOB TPYOOBOW KHWXKM W BKMNadbllla B Hee, C yKa3aHMeM Cepunm U HOMepa KaKgoro
GraHka.

B kHWre yyeta ABWXeHMS TPYOOBbIX KHDKEK U BKMaAbILLEN B HUX, KOTOpasi BeAETCS kagpoBOW Cry>c6on
Wnu Opyrum  nogpasgeneHveM  opraHusauun, odOpMASIOWMM MNpUEM U yBOMbHEHWe pabOoTHMKOB,
PErncTpupyloTca BCe TPYOOBbIE KHWKKW, MPUHATbIE OT pabOTHWMKOB NpW MOCTYMfeHMM Ha paboTy, a Takke
TPYAOBbIE KHWXKW U BKNaAbIWW B HUX C YKa3aHNEM Cepumn 1 HoMepa, BblaaHHble paboTHMKaM BHOBb.

Mpn nonyvyeHWn TPyOOBOW KHWKKM B CBSI3W C YBOSMbHEHMEM PpabOTHMK pacnucbiBaeTcs B JIMYHON
KapTo4Ke M B KHUre ydeTta ABWKEHNS TPYOOBbIX KHUXKEK U BKNaablWen B HUX.

MpuxogHo-pacxoagHas kHura no yyety G6naHKoOB TPYAOBOW KHWXKKM M BKMagpllla B HEE W KHWUra yyeta
OBWKEHUS TPYAOBbIX KHWXEK W BKNaAblen B HUX AOMKHbI OblTb MPOHYMEPOBaHbl, MPOLLUHYPOBaHbI, 3aBEPEHbI
MOANUCBIO PYKOBOOUTENS OpraHn3aumnu, a Takke CKpensieHbl Cypry4Hon neyaTtbio Ui onfnoMOMpoBaHbl.

42. BnaHku TpyOooBOW KHWXKKM W BKNagbllla B HEE XpaHATCA B OpraHuM3auuun Kak AOKYMEHTbl CTPOrou
OTYETHOCTU 1 BbIJAKOTCA NN, OTBETCTBEHHOMY 3a BeeHWe TPYAOBbIX KHUXEK, MO ero 3asiBKke.

Mo OKOHYaHUM Kagoro Mecsua nuuo, OTBETCTBEHHOE 3a BefdeHue TPyAOBbIX KHWXKEK, 0683aHo
npeacTasuTb B ByxranTepuio opraHnsaumm oT4eT 0 Hanmuum 6naHKoB TPYAOBOW KHUKKN U BKMNaAbilla B HEe U 0
CyMMax, NonyyYeHHbIX 3a OWOPMIEHHbIE TPYAOBbLIE KHWXKU WU BKNaAbIWKN B HUX, C MPUNOXEHUEM NPUXOZHOrO
opaepa Kaccbl opraHmsaumu. McnopyeHHble npu 3anonHeHun 6naHku TPyAOBOW KHVWXKWM W BKNadbllla B Hee
noanexat YHUYTOXEHUIO C COCTaBMeHneM COOTBETCTBYIOLLIEro aKTa.



43. TpyOooBble KHWKKU U AyOnvKaThl TPYAOBbIX KHUXKEK, HE MOMyYeHHble paboTHMKaMM NMpu yBOSIbHEHUN
nmbo B crniydae cmepTu paboTHMKA ero Gnmkanwmmm pPOACTBEHHUKAMW, XPaHATCS OO BOCTpeboBaHus y
pabotogatens (B opraHuM3auum unm y  u3mdeckoro nvua,  SBMSIOWErocss  MHAMBUAYalbHbIM
npeanpuMHMMaTenemM) B COOTBETCTBUN C TPEOOBaHMSAMM K MX XPAHEHWUIO, YCTAHOBIIEHHbIMUW 3aKOHO4ATENBLCTBOM
Poccuiickonn degepaumm o6 apxmBHOM gerne.

44. Pabotogartenb 06s3aH NOCTOAHHO MMETb B HanMyum HeobxoamMmoe KonmyecTso GraHKoB TpyaoBOM
KHWXKM W BKNaablLLEN B Hee.

VIl. OTBeTCTBEHHOCTbL 3a cOGNOAeHNE NopsiAKa BeAeHUs TPYAOBbIX KHUXEK

45. OTBETCTBEHHOCTb 3a OpraHu3auuio paboTbl MO BEOEHWUIO, XPaHEHMWIO, Y4eTy U Bbldaye TPyaoBbIX
KHWKEK W BKNadbllen B HUX Bo3naraeTcs Ha paboTtogarens.

OTBETCTBEHHOCTbL 3a BeOeHWe, XpaHeHue, y4eT U Bblgady TPYAOBLIX KHWXKEK HeceT crneuunanbHO
YMOSTHOMOYEHHOE N0, Ha3Ha4YaeMoe Nnpukasom (pacnopshkeHnem) pabortogaTens.

3a HapylleHMe YCTaHOBMEHHOro HacTtosilwummu [NpaBunammn nopsigka BeAeHusl, ydeTa, XpaHeHus U
BblAaun TPyOOBbIX KHKEK OOMMKHOCTHbLIE NMLA HEeCYyT OTBETCTBEHHOCTb, YCTAHOBIIEHHYO 3aKOHOO4ATENbCTBOM
Poccuinckon ®egepaumn.

VIIl. UsroToBneHne 6naHKoOB TPYAOBOM KHUXKU U obecnevyeHne ummu pabotonartenen

46. MN3roToBneHne 6naHkoB TPYAOBOW KHWXKKN M BKNadbliwa B Hee u obecneyeHne nmu pabotogatenen
Ha NNaTtHOW OCHOBE OCYLLECTBNANTCA B nopsake, yrBepxgaemom MuHuctepcTtBoM duHaHcoB Poccunckon
degepaumm.

BnaHkn TpyAoBOWM KHWDKKM U BKNagpllla B HEE UMEKT COOTBETCTBYIOLLYIO CTEMEHb 3alUMThl.

47. MNpu Bblaadye pabOTHWKY TPYLOBOW KHWKKMA UMW BKragblla B Hee pabotoaaTteflb B3MMAeET C HEro
nnaTy, pasmep KOTOpPOW onpeaensieTcs pasMepoM pacxofoB Ha MX NPUOGPeETEHMeE, 3a UCKMOYEHNEM Cly4aeB,
npeaycMOTPEHHbIX NyHkTaMu 34 u 48 HacToswmx Mpasun.

48. B cnyyae HenpaBUNbHOIO MEPBUMYHOIO 3anofIHEHMS TPYAOBOW KHWXKKWA WMM BKMagbilla B Hee, a
Takke B Cllydae WUX nopym He no BUHE pa60Tan<a CTOMMOCTb UMCNOpP4YEeHHOro 6naHka onnadnBaeTcs
paboTtogarenem.



