NMoctaHoBneHue MNMpaButenbcTBa P® oT 16 anpena 2003 r. N 225
"O TpyAOBbIX KHMXKax"
(c nameHeHusimm ot 6 heBpansa 2004 r.)

B cooTtBeTcTBUM cO cTaTtben 66 TpygoBoro kogekca Poccunckon depepaunn NpaButenscTBO
Poccuickon denepalmm nocTaHOBNSAET:

1. YTBEpANTb Npunaraemsble:

hopMy TPYAOBOW KHWXKKU 1 DOPMY BKNaabiwa B TPYAOBYIO KHUXKY;

[MpaBuna BeaeHUs U XpaHeHUs TPYAOBbIX KHUXKEK, U3rOTOBNEHUA GraHKOB TPYAOBOM KHUDKKU U
obecneyeHns uMu paboTtopaTenen.

2. YCTaHOBUTb, YTO TPYOOBbIE KHXKKM HOBOro obpasua BeoasTcs B Aenctane ¢ 1 aHeaps 2004 r.

NmetoLwmecs y paboOTHUKOB TPyOoOBbI€ KHUXKM paHee YCTaHOBMEHHOro obpasLla AeNCTBUTENbHbI
1 obMeHy Ha HOBbIE He noanexar.

O mpydoebix KHUXKax paHee ycmaHo8/ieHHo20 obpa3sya cm. nocmaHosneHue CM CCCP, BLICIIC om
6 ceHmsbps 1973 2. N 656, nocmaHosneHue CM CCCP om 21 anpens 1975 2. N 310, UHcmpykuuro,
ymeep>x0eHHyto nocmaHosneHuem flockommpyda CCCP om 20 uwHs1 1974 2. N 162

3. MununcTepcTBy hnHaHcoB Poccuiickon deaepaumm:

a) yrBepauTb 06pasLbl TPYAOBOW KHWXKKU M BKNadblla B Hee, a Takke TexHnyeckme TpeboBaHums
K M3roTOBMNEHMIO UX BNAHKOB;

0) obecneunTtb Ha NOABEOOMCTBEHHBIX MNPEANPUATMSX W3rOTOBIIEHWE MO eduHOMYy obpasuy
OnaHKOB TPYAOBOW KHWXKU U BKNadbllla B HEE;

B) yTBEPAMUTE NOPAOOK obecneyeHns pabotogartenen 6rnaHkamu TPYAOBOW KHWXKKM U BKNagbila B
Hee.

06 ymeepxdeHuu obpasyos mpydoeol KHUXKU U ekradblwa 8 mpydosyro KHUXKYy u [lopsidka
obecriedeHuss pabomodamernel briaHkamu mpy0o8oU KHUXKU U eKkrnadbiwa 8 mpydosyro KHUXKY CM.
npuka3 MuHeguHa P® om 22 dekabps 2003 e. N 117H

4. MyHuCTepcTBY TpyAa M coumanbHoro passutua Poccuiickon ®epepauyunm:
a) yTBEpPANTb UHCTPYKLMIO MO 3aNOSTHEHNIO TPYAOBbIX KHUXKEK,;

Cm. lHcmpyKyuto rno 3arnofHeHuro mpydoebix KHUXEK, ymeepOeHHYo nocmaHosneHuem MuHmpyda
P® om 10 okmsbps 2003 e. N 69

0) obecneunTb Hagnexawmh KOHTPOMb 3a CBOEBPEMEHHbIM W MpaBUIbHbIM BeAeHWEM U
XpaHeHUEM TPYAOBbIX KHUDKEK;

B) OaBaTb pa3bsiCHEHMSI MO Bompocam npumeHeHus [MpaBun, YTBEPXAEHHbIX HaCTOSALWUM
NOCTaHOBMEHMWEM.

5. OpraHam wucnonHuTenbHoM Bnactu cybbektoB Poccuickon degepaumm npoBeCTU
HeobxoauMylo paboTy NO BBEAEHMIO B OpraHvM3aumsix, HaxOOsLWMXCA Ha WX TeppuTOpuM, TPYOOBbIX
KHWXKEK M BKNagblllen B HUX HOBOro obpasua.

Mpencepnatens MNpaButenscTBa
Poccuiickon ®epepauum M.KacbsiHoB

Mocksa
16 anpensa 2003 r.
N 225

dopMa TPYHOBOM KHIKKN

dopMa BKJAfpa B TPYLOBYI KHIUXKY

[lpaBuyia BeAEeHMSI M XPaHEHMsI TPYOOBHX KHMKEK, W3TOTOBJEHMUsT 6JaHKOB
TPYLOBOM KHIMXKM M obecnedeHmst mMm paboTomarTesnein

CM. KoMMeHmapuu ro 3arosIHeHUro Hacmosuiel ¢hopmbi

YTBepxaeHa

noctaHosnennem NpaButenbcTBa
Poccuiickon ®epgepauuu

ot 16 anpens 2003 r. N 225
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Fep6
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M.II. [loonuce Julla, OTBETCTBEHHOI'O 3a BeIeHUue
TPYIOOBEIX KHIMXEK

(pazbopuneo)

CBepneHus o paboTe
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* Cepvisi 1 HOMEpP YKasblBalOTCA Ha OOHOWM M3 YeTblpeX CTpaHWL KaXK[oro pa3BepHyToro nucra

TPYAOBOW KHUXKKU.

YTBepxaeHa

NOCTaHOBIIEHNEM npaBMTeanTBa

Poccuickon ®epepauum

ot 16 anpens 2003 r. N 225



damMunma

Vimsa

dJopMa BKnagbilwa B TPyAOBYH KHUXKY

Bknaabiw B TPYAOBYH KHUXKY
(6e3 TpyooBOM KHUXKN HeOenCTBUTENEH)

Fep6
Poccuickon ®epgepauum

OTuecTBO

IaTa poXOeHuda

(umciio, Mecsu, IoIm)

ObpasoBaHMe
[Ipodeccus,
CIelMaJIbHOCTh

IIaTa 3BarnoJiHeHUS

(umcio, Mecslu, Tom)

[lognmce BJaOejsiblia KHMXKM

M.II.

[MNomgnmuce Julla, OTBETCTBEHHOI'O 3a BeIeHUue

TPYIOOBEIX KHUMXEK

(pazbopumBO)

Bknagbilw B TPYAOBYH KHWKKY U3roTaBMMBAaETCs MO YTBEPXKAEHHOW (DOPME TPYAOBOW KHWXKKMU.
O6bem Bknagbiwa: "CeegeHuns o pabote" - 9 passopoToB, "CBeaeHns o HarpakaeHnsax" - 8 pasBopoTOB.

MpaBuna

BeAeHNA N XpaHeHNA TPyAOBbIX KHNXEK, U3rotoBrieHnsA OnaHKoB pr,D,OBOﬁ KHWXKU N

obGecneyeHuss umu pabortoparenen

(yTB. nocraHoeneHviem MpasutenbctBa PP ot 16 anpens 2003 r. N 225)

(c uameHeHusmu ot 6 hbeBpansa 2004 r.)

Cwm. KOMMeHmapuu K Hacmosawum ripasusam

I. ObupMe NONOXKEHUS (m.o. 1 - 7)

II. BegmeHne TPYOOBEIX KHIMXEK (m.m. 8 - 25)

IITI. BHeCeHME WBMEHEHWMI M MCHPaBJIGHMI B TpyZoByw (m.m. 26 - 34)
KHMXKY . JyBamMKaT TPyLOBOM KHIDKKM

IV. Brimaua TPYLOBOM KHVDKKU npu yBoneHeHmu (mn.m. 35 - 37)
(DpekpameHny TPYLOBOI'O HOoTroBopa)

V. BKJIQOs B TPYIOBYI KHIXKY (m.m. 38 - 39)

VI. YyeT M XpaHEeHME TPYIOBHX KHIKEK (m.m. 40 - 44)

VII. OTBETCTBEHHOCTEL 3Ba COOJHOIeHMEe Nopsifka BeneHus (n. 45)
TPYHLOBEIX KHIDKEK

VIII. MsTrOoTOBIEHME 6JIaHKOB TPYyLOBOM KHMXKM 1 (on.m. 46 — 48)

1. Hactosiwme lMpaBuna ycTaHaBnuBalT NOPSAOK BEOAEHUS W XpaHEHUs! TPYOOBLIX KHIDKEK, a

oBecneuerne mMm paborTomarenen

l. O6wme nonoxeHus

Takke NopsaoK M3rOTOBNEHUS GIaHKOB TPYAOBOM KHUXKKM U obGecneyeHns nmu pabotoaatenei.

2. TpynoBas KHKKa SIBMSAETCH OCHOBHLIM [OKYMEHTOM O TPYAOBOW OEATENbHOCTU U TPYLOBOM

cTaxe paboTHMKa.



3. PaboTtopaTtensb (3a uckrnodeHnem pabotoagartenen - husnyeckux nuy) obssaH BeCT TPYAOBYHO
KHWKKY Ha kaxgoro paboTHuka, npopaboTaBLLero B opraHmM3aumm cBbllle NATu gHel, ecnim paboTta B 3Ton
opraHusauum siBnseTcs ansi paboTHNKa OCHOBHOM.

PaboTtogartenb - dmanyeckoe nNMUO He MMEEeT nNpaBa NPOU3BOAUTL 3anNUCK B TPYOOBbIX KHMDKKAX
paboTHUKOB, a Takke 0POPMNATbL TPYAOBLIE KHWDKKM paboTHMKaM, NPpUHMMaeMbiM Ha paboTy Bnepsble.

4. B TpyOoBYIO KHWXKY BHOCHATCS CBedeHUs 0 paboTHMKe, BbIMONHAEMON um paboTte, nepesoae
Ha [Opyryl nocTosHHyt paboTy u 06 yBOnbHeHMM paboTHWKA, a TakKe OCHOBaHWS NpeKpalleHus
TPYAOBOro 4OroBopa U CBEAEHMS O HarpaxxaeHum 3a ycnexu B paboTe.

5. CBefeHuMs 0 B3bICKAHUAX B TPYOOBYIO KHIDKKY HE BHOCHATCS, 3a UCKMNIOYEHMEM CrnydaeB, Koraa
OUCLMNIIMHAPHBIM B3bICKAHVEM SIBMISIETCS YBONIbHEHUE.

6. TpyooBble KHWXKW BeAyTCA Ha rocygapcTBeHHOM s3blke Poccuiickon depepaumu, a Ha
Tepputopun pecnybnuku B coctaBe Poccuiickon depepaunn, yCTaHOBUBLLEN CBOW FOCYLapCTBEHHbIN
A3blK, OhOpMIEHNEe TPYOOBbIX KHWXKEK MOXEeT Hapsgy C rocyAapCTBEHHbIM SA3blkoM Poccuiickon
depepaLumn BECTUCH U Ha rOCyAapCTBEHHOM A3bIKE 3TON pecnybnmKu.

7. PaboTtogaTtenb 0653aH Mo NUCbMEHHOMY 3asiBIieHU0 paboTHUKa He no3gHee Tpex OHeW co
OHs ero nogayv BblaaTb PabOTHMKY KOMUIO TPYAOBOW KHWKKA WNW 3aBEPEHHYK B YCTAHOBIIEHHOM
nopsiake BbINMUCKY U3 TPYO0BOW KHUXKM.

Il. BeaeHune TpyaoBbIX KHUXEK

8. OdopmneHne TpyaoBOW KHWKKM paboOTHUKY, MpuUHATOMY Ha paboTy Bnepsble,
ocyulecTBnsieTca paboTtogarenemMm B MpUCYTCTBUM pabOTHMKA He NOo3dHee HeOeNlbHOro Cpoka CO OHS
npvema Ha paborTy.

9. B TpynoByto KHWXKY Npu ee 0hOpMITEHNN BHOCATCS CriegyloLine cBeeHus 0 paboTHMKeE:

a) hamunus, nms, oTYECTBO, AaTa POXKAEHUSA (YMCrO, Mecsl, rog) - Ha OCHOBaHUK NacnopTa unm
WHOro AOKYMEHTA, YOOCTOBEPSIOLLENO JIMYHOCTD;

©) obpasoBaHue, npodeccus, cneumnanbHOCTb - Ha OCHOBaHUKM JOKYMeEHTOB 06 obpasoBaHuu, o
KBanMukaumm wunmM Hanmyuumu cneuuanbHbiX 3HaHWi (MpyM MNOCTynneHun Ha paboTy, Tpebyoulyto
crneumarnbHbIX 3HaHWIA UK crneumanbHOM MOArOTOBKM).

10. Bce 3anmcm o BbiNonHsemon paboTe, nepeBoge Ha [OpYryld MOCTOSAHHYK paboTy,
KBanudmkaumm, yBONbHEHMUM, @ TaKkKe O HarpaxaeHuu, nNpov3BefeHHOM paboTogartenem, BHOCATCS B
TPYLOBYIO KHWXKY Ha OCHOBaHWM COOTBETCTBYIOLLEro Mpukasa (pacnopsikeHus) paboTtogartens He
nosgHee HefenbHOro CPoKa, a Npu yBOJIbHEHWUU - B A€Hb YBONbHEHUS! U OOMKHbI TOYHO COOTBETCTBOBATb
TEKCTy Mpukasa (pacnopsikeHus).

11. Bce 3anucu B TpyAoOBOM KHWXKE Mpom3BoaaTcs 6e3 kakmx-nnbo cokpalleHurd U UMerT B
npegenax COOTBETCTBYIOLLEro pasena CBon NOpPsAKOBbIA HOMEP.

12. C kaxgon BHOCMMOW B TPYLAOBYK KHWXKKY 3anuCbio O BbINOSHsEMOW paboTe, nepeBoae Ha
OPYryl0 MOCTOsHHYO paboTy n yBonbHeHUW paboTodaTtenb 00s3aH O03HaKOMUTb ee Bhagenbua nog
pacnuvcKy B €ro JIM4HOW KapTo4ke, B KOTOPOWV MNOBTOPSIETCS 3annChb, BHECEHHAs B TPYOOBYIO KHVXKKY.

dopma nNuYHOM KapToudkM yTBEepxaaeTcs 'ocygapcTBeHHbIM KoMMTETOM Poccuinckon degepaumm
no cTaTUCTUKe.

13. TpynoBas kHWXKa 3anofHseTcs B nopsgke, yTBepxgaemMoMm MuHucTepcTBOM Tpyda w
coumaneHoro passutusa Poccuickon ®epepauun.

Cm. IHempykuyuko 1o 3anosiHeHU mpydo8biX KHUXEK, ymeepxX0eHHYo rnocmaHoeneHuem MuHmpyda
P® om 10 okmsbpsi 2003 2. N 69

14. 3anuncu B TPyOOBYK KHWXKKY O NpUYMHaxX MpekpalleHuss TpyaoBOro AoroBopa BHOCATCS B
TOYHOM COOTBETCTBMM C dhopmynupoBkamun TpyaoBoro kogekca Poccuiickon depepaumm vnv MHOrO
deaepansbHOro 3akoHa.

15. MNpun npekpalleHu TPyaoOBOro OOroBopa No OCHOBAHWSIM, MPesyCMOTPEHHbIM cTaTben 77
TpypoBoro kopekca Poccunckonn ®depepaumm (3a UCKMOYEHMEM Cry4aeB pPacTOPXEeHUs TpygoBOro
JoroBopa no uHWUMaTuBe pabotopgaTtens u no obCTosTenbCTBaM, He 3aBUCALMM OT BOMM CTOPOH
(nyHkTbl 4 1 10 aTOM CTaTbU), B TPYOOBYIO KHUXKY BHOCUTCS 3anncb 06 yBOMbHEHMU (NpekpalieHum
TPYLOBOro JOrOBOpa) CO CCbISIKOM HA COOTBETCTBYHOLUMIA MYHKT YKa3aHHOW CcTaTbMm.

16. lNpun pacTopXeHun TPygoBOro AOroBopa No MHWUMaTuBe paboTogatens B TPYLOBYH KHUXKKY
BHOCMTCA 3anncb OO YyBOMNbHEHWM (NpekpalleHun TpygoBOro [AOroBopa) CO  CCbUIKOWM  Ha
COOTBETCTBYOLLNIA NYHKT cTaTbu 81 Tpynosoro kogekca Poccuiickon ®epepauun.

17. Tlpu npekpaleHnun TpygoBOro AoroBopa no obCcToAaTenbCTBaM, HE 3aBUCALUMM OT BOMU
CTOPOH, B TPYAOBYI KHMKKY BHOCUTCS 3anvMcb 006 OCHOBaHMSX MpekpalleHus TpygoBOro AoroBopa co
CCbINIKOM Ha COOTBETCTBYIOLLMI NYHKT cTaTbu 83 Tpynosoro kogekca Poccunckon denepaumn.

18. lpu npekpalleHMM TPYLOBOro [AOroBopa Mo APYrMM OCHOBAaHWSIM, MPedyCMOTPEHHbIM



TpymoBbim kogekcom Poccuiickon degepaumm unu vHbiMu defepanbHbiMU 3aKOHaMu, B TPYAOBYH
KHWKKY BHOCMTCS 3anucb OO yBOMbHEHUW (NpekpalieHWM Tpy4oBOro AOroBopa) CO CChIKOW Ha
COOTBETCTBYHOLLME CTaTbio, MYHKT TpygoBoro kogekca Poccuiickon degepaumm  wunm MHOO
deaepansbHOro 3akoHa.

19. MNpw npekpalleHnn TpygoBOro JoroBopa C pabOTHUKOM, OCYXOEHHbIM B COOTBETCTBUM C
NpuUroBOpoM cyda K MUWEHWIO MpaBa 3aHuMaTb oOnpeferieHHble [OOMKHOCTM WA 3aHMMaTbCs
onpep,eneHHoﬁ AedaTesibHOCTbIo U He oTObIBLUMM HaKa3aHune, B TPpyaoBYK KHWXKY BHOCUTCA 3anncCb O
TOM, Ha KakoOM OCHOBaHWWU, Ha Kakom CPOK M KaKyro OOJDKHOCTb OH JNUEeH npaBa 3aHuMaTb (KaKOVI
DeATEeNbHOCTbIO NNLLIEH NpaBa 3aHI/IMaTbCF|).

20. CeegeHusa o pabote no coBMecTuTenbCcTBy (06 yBONMbHEHMM C 3TOM paboThbl) NO XenaHuto
paboTHUKA BHOCHATCS MO MECTYy OCHOBHOW paboTbl B TPYAOBYIO KHUXKY Ha OCHOBAHWMM [OOKYMEHTAa,
noarsepxaatoiero paboTy No COBMeCTUTENLCTRY.

lNocmaHoeneHuem [Npasumenscmga P® om 6 ¢pespans 2004 2. N 51 e nyHkm 21 Hacmoswux
[pasursn 8HeceHbl U3MeHEHUSs
CM. mekcm nyHkma 8 npedbidywiel pedakuuu

21. B TpydoOBYK KHWXKY MO MeCTy paboTbl Takke BHOCUTCH C yKasaHMEM COOTBETCTBYHLLNX
OOKYMEHTOB 3arnuce:

a) O BpPEMEHM BOEHHON CcnyxObl B cooTBeTCcTBUM C PepepanbHbiM 3akoHOM "O BOWMHCKOM
0053aHHOCTM 1 BOEHHOWN crnyx6e", a Takke O BpeMeHM CryxObl B opraHax BHYTPEHHUX Oen, opraHax
HanoroBoM MONUUUK, OpraHax Mo KOHTPOMK 3a O6OPOTOM HaPKOTUYECKUX CPEeACTB U MCUXOTPOMHbIX
BELLECTB U TAMOXEHHbIX OpraHax;

©) o BpemeHu oO6y4eHMA Ha Kypcax M B LUKOMaxX MO MOBbIWEHWO KBanudukauumm, no
nepeksanuukalmm n NoaroToBke Kagpos.

22. CoOoTBETCTBYIOLLME 3aNUCK, BHECEHHbIE B TPYOOBYHO KHUXKY ML, OCBOOOXAEHHBIX OT paboTbl
(OomKHOCTU) B CBA3M C HE3aKOHHbIM OCYXAEeHMeM nubo OTCTPaHEHHbIX OT AOMKHOCTW B CBSA3U C
HE3aKOHHbIM MpUBNEYEHMEM K YrorioBHOW OTBETCTBEHHOCTW, YCTAHOBMEHHbIMU COOTBETCTBEHHO
onpaBAaTenbHbIM MPUroBOpoM NMBO MOCTaHOBMEHUEM (onpederieHneM) O MpeKpaLLleHUW YrosioBHOMO
Aena 3a oTCyTCTBMEM COObITUA NPECTYNEHNs], 3a OTCYTCTBMEM B AESIHUN COCTaBa NPECTYNMEHUs Unu 3a
HeOKa3aHHOCTbID MX Yy4yacTus B COBEpLUEHUW MpPecTynfeHus, MNpU3HalTCa HeaenCTBUTENbHbIMMN.
PaboTtogatenb Nno NUCbMEHHOMY 3asiBMeHW0 paboTHMKa BblgaeT emy OyOnvkaT TpyOoBOW KHWXKKM Oe3
3anvcu, nNpu3HaHHoW HegencTBuTenobHOW. Jybnmkat TPygoOBOW KHWKKWM BblOAeTCH yKa3aHHbIM nvuam B
nopsiake, yCTaHOBIIEHHOM HacToswmmMu Npasunamu.

B TpyooBble KHWKKM nvL, OTObIBLUMX WCMpaBuTeNnbHble paboTbl 6e3 nuweHus cBobofbl,
BHOCUTCHA MO MecTy paboTbl 3anucb O TOM, YTO Bpemsi paboTbl B 3TOT NEpUOS He 3acuuUTbiBAeTCH B
HeMnpepbIBHbIN TPYOOBOW CTaX. YKasaHHas 3anucb BHOCUTCS B TPYAOBLIE KHWDKKM MO OKOHYaHWUU
aKTM4YeCKOro cpoka oTObITUA HaKa3aHUA, KOTOPbIN YCTaHABNMBAETCS MO CpaBkam OpraHoB BHYTPEHHUX
aen.

Mpn yBOMbHEHMM OCYXAEHHOrO C paboTbl B YCTAHOBMIEHHOM MOPSAKE WM MOCTYNNEHUM €ro Ha
HOBOE MeCTO paboTbl COOTBETCTBYHOLLUME 3aNUCU BHOCATCA B TPYAOBYH KHWXKKY B TOW OpraHusauuu, B
KOTOPYIO OH OblIf MPUHST UMW HanpaeIeH.

23. lpn BOCCTaAHOBMEHUM B YCTAHOBNEHHOM MOpsAKe HenpepbiBHOrO TPyOooOBOro cTaxa B
TPYLOBYIO KHWKKY pabOTHMKA BHOCUTCS MO MocregHemMy MecTy paboTbl 3anuMcb O BOCCTaHOBIIEHUM
HenpepbIBHOro TPYAOBOMO CTaXa C ykasaHMeM COOTBETCTBYIOLLEro JOKYMEHTa.

24. B TpyooByl KHWXKKY BHOCATCS crnefylolime CBedeHMs O HarpaxgeHuu (moowipeHun) 3a
TpydoBble 3acnyru:

a) O HarpaxgeHwvM rocydapCTBEHHbIMW Harpagamu, B TOM 4Yucrne O MNPUCBOEHUM
rocyaapCTBEHHbIX NMOYETHbIX 3BaHUIN, HA OCHOBaHUN COOTBETCTBYIOLLMX YKA30B N UHbIX PeLUeHU;

0) 0 HarpaxgeHuM MOYETHBIMM FPamMoTamMu, MPUCBOEHWUN 3BaHWW U HarpaXKgeHWW HarpygHbIMM
3HaKamu, 3Ha4ykamu, AunnomMamm, NOYETHbIMU rpamMmoTamMu, MPOM3BOAUMOM OpraHU3aunsaMu;

B) O [pyrMx Buaax nooWpeHnsa, npeaycMOTPEHHbIX 3akoHodaTtenscTBoM Poccuiickon
depepaumm, a Takke KOMMNEKTUBHbIMW LOroBOpaMu, npasBuMnaMm BHYTPEHHEro TPyAoOBOro pacnopsifka
opraHusaumm, yctaBamm 1 NONOXEHUSIMU O OUCLIUMIINHE.

25. 3anucu o npemusx, NnpegyCMOTPEHHbIX CUCTEMOW onnathbl Tpyda WNuU BbiNnavyMBaeMblX Ha
perynspHon OCHOBE, B TPYOOBbIE KHUXKM HE BHOCATCA.

lll. BHeceHMe M3MeHEHUI U UCNpPaBNeHUN B TPYAOBYHO KHUXKY.
[AyonukaTt TpyaoBOWN KHUXKA

26. N3meHeHue 3anucen O damunuu, MMeHU, OTYECTBE M [aTe poxaeHus, a Takke 00
obpasoBaHuu, Npodeccnn u cneumanbHOCTU paboTHUKaA Npom3BoauTca paboTogaTenem no nocregHemy



MecTy paboTbl Ha OCHOBaHUKM MacnopTta, CBUAETENbCTBA O pPOXAeHUN, o bpake, 0 pacTopxeHun Bpaka,
06 namMeHeHnn pamnnum, UMeHn, 0T4ECTBa M APYrMX JOKYMEHTOB.

27. B cnyyae BbISBfIEHUS HENPaBUIIbHOW WM HETOYHOW 3anncu B TPYOOBOW  KHUXKKE
ucnpasfieHe ee Npov3BOAUTCSA MO MecTy paboThl, rae Obiia BHECEHa COOTBETCTBYOLWAs 3anvcb, Nnbo
pabotogarteneM no HOBOMY MecTy paboTbl Ha OCHOBaHWWM oduUManbHOro AOKymeHTa pabotogaTens,
ponyctuBlero owmnbky. Pabotogartens o6s3aH B 3TOM crnydae okasaTb paboTHMKY Mpu ero obpalieHmm
Heo6Xxo4MMY0 MOMOLLb.

28. Ecnu opraHunsaums, KkoTopass Mpou3Bena HenpaBuIlbHYI0 UMM HETOYHYI  3anuchb,
peopraHv3oBaHa, WCMpaBreHne nNpPOu3BOAMTCSA €€ MpaBoOMpeeMHMKOM, a B Criyyae nuKeuaauum
opraHusauum - pabotogatenem no HOBOMY MecTy paboTbl Ha OCHOBaHUM COOTBETCTBYHOLLEIO AOKYMEHTA.

29. VicnpaBneHHble cBeAEeHUS OOIMKHbI MOMHOCTBIO COOTBETCTBOBATb AOKYMEHTY, HAa OCHOBaHWUU
KOTOpOro OHM 6binv ucnpaeneHbl. B cnyyae yTtpaTbl Takoro AOKYMEHTa NMBO HECOOTBETCTBUS €ro
dakTU4ecKkn BbINOSMHABLUENCA paboTe McnpaBreHne cBedeHun o paboTe NpOM3BOAMTCA Ha OCHOBaHUM
APYrMX JOKYMEHTOB, NOATBEPXKAAIOLLMX BbINOMHEHNE paboT, He yKa3aHHbIX B TPYLOBOW KHUKKE.

CBupgeTtenbcKkue nokasaHust He MOTYT CINY>XKUTb OCHOBaHUEM A1 UCMPABNEHUS BHECEHHbIX paHee
3anvcen, 3a WUCKIIOYEHWEM 3arnucelr, B OTHOLUEHMU KOTOPbIX MMeeTcs cynebHoe pelueHune, a Takke
cny4aeB, NpeayCMOTPEHHbIX NYHKTOM 34 HacToswux [Npasumn.

30. B paspgenax TpydoBOM KHWXKKM, coAepXaluMx cBedeHuss O paboTe wunu cBegeHus o
HarpaxgeHuy, 3a4epkMBaHne HETOUHbIX UMK HENPaBUIbHbIX 3anucen He 4oNyCKaeTes.

M3meHeHne 3anucen nNpou3BOAUTCHA MyTEM MNPU3HAHUS WX HEOENCTBUTENbHbIMU U BHECEHMS
npaBuUIbHbIX 3an1cen.

B Takom >xe nopsiake npom3BoauTCs M3MeHeHue 3anucu o6 yBonbHeHWn paboTHuka (nepeBofe
Ha OpYyrylo NOCTOsIHHY0 paboTy) B criydyae NpusHaHus yBOSbHEHUS (MepeBoa) He3aKOHHbIM.

31. Jlvuo, yTpaTvBLlee TPYyAOBYI KHWXKKY, 0083aHO HeMeffieHHO 3asiBuTb 00 9ToMm
paboTtogartento no nocnegHeMy mecty pabotbl. PaboTogatens BbigaeT paboTHUKY OyGnvkaT TpygoBOM
KHWKKM He no3gHee 15 gHer co gHA nogayn paboTHUKOM 3asiBNEHMS.

32. TMpun odopmneHun pybnukata TPYLOBOW KHWMXKKM, OCYLLECTBNSSEMOM B COOTBETCTBUMM C
HacToswwmmMu MNpaBunamm, B HEro BHOCATCS:

a) cBegeHunst 06 obLiem mn (Mnn) HenpepbIBHOM cTaxke paboTbl paboTHMKA OO MOCTYMNSEHUs B
OaHHYI0 opraHu3auuio, NoATBEPXKAEHHOM COOTBETCTBYIOLLUMMN JOKYMEHTaMU;

0) cBegeHus o paboTe u HarpaxxaeHUn (MOOLLPEHUN), KOTOPble BHOCUINUCH B TPYAOBYIO KHUXKKY MO
nocnegHemMy MecTty paboTbl.

O6wwmin ctax paboTbl 3anUcbIBaeTCss CyMMapHO, TO €CTb yKa3biBaeTcs obLiee KOnn4yecTBo feT,
mMecsiLeB, gHen paboTbl 6e3 yToYHeHNs opraHusaummn, nepuogos paboTbl M JOMMKHOCTEN paboTHUKa.

Ecnn gokyMeHTbl, Ha OCHOBaHUU KOTOPbIX BHOCUITMCh 3anvcy B TPYAOBYO KHWXKKY, HE copepXaT
NOrHbIX CBeAeHWI 0 paboTe B MPoLLioM, B AyONuKaT TPy4OBOW KHUXKKM BHOCATCSI TOMbKO MMEKOLLNECS B
3TMX AOKYMEHTax CBeJeHMS.

33. Mpu Hann4mMM B TPYAOBOW KHUXKE 3anucu ob yBoNbHEHUW UNW NepeBoAe Ha Apyryto padorTy,
NpU3HaHHOWN HEAENCTBUTENBHON, pabOTHKKY MO ero NMCbMEHHOMY 3asiBNIEHMIO BbIOAETCS MO NOCNegHEMY
MecTy paboTbl AyOnuKkaT TPy4OBOW KHWXKKM, B KOTOPbIA NEPEHOCATCA BCE NPOW3BEAEHHbIE B TPYLOBOM
KHWDKKE 3anucu, 3a UCKIMYEHNEM 3anucy, Npu3HaHHOW HegencTBUTENBHON.

TpynoBas kHWKKa 0hOPMIISIETCS B YCTaHOBIIEHHOM MOPSiAKE U BO3BpALLAaeTCsl ee BnagenbLy.

B Takom e nopsgke BblgaeTcsa gybnukat TpyLOBOW KHUXKKW, €Crnn TPYAOBas KHWXKKA (BKIaAbILL)
npuwna B HerogHocTb (obropena, nopeaHa, UcnaykaHa u T.m.).

34. Mpu maccoBon yTpate paboTogaTtenem TPyOoOBbIX KHWKEK PabOTHUKOB B pesyrnbraTte
ypes3BblYaMHbIX CUTyauuin (3KOMOTMYECKMe U TEXHOreHHble KaTacTpodbl, CTUXUIAHbIE OefcTBus,
MaccoBble Oecrnopsiiku M Opyrue 4pesBblyaniHble 06CTOSTENbCTBA) TPYAOBOW CTaX 3TMX pabOTHWMKOB
yCTaHaBnMBaeTCs KOMWUCCUEN NO YCTAHOBMNEHWUIO CTaxa, CO3[4aBaeMoOW opraHamu WCMONHUTENbHON
Bnactu cybnektoB Poccunckon ®depepauumun. B cocTtaB Takon KOMUCCUM BKMOYAKOTCA NpeacraButen
paboTtoaatenein, NPOCO30B UMK UHbIX YNONHOMOYEHHbIX paboTHNKaMy NpeacTaBUTENbHbLIX OPraHoB, a
TaKke OpYyrux 3aMHTepecoBaHHbIX OpraHn3aLmi.

YcraHoBneHne dakrta paboTbl, cBeQeHUN O npodeccum (OOMKHOCTU) U nepuopax paboTbl B
AaHHOW OpraHM3auny OCyLLEeCTBMASETCH KOMUCCMEN Ha OCHOBaHUM AOKYMEHTOB, MMEIOLUXCS Y paboTHMKa
(cnpaBka, NpodCco3HbIN BUNeT, yyeTHas KapTodka YreHa npodcolo3a, pacyeTHas KHUXKa U T.n.), a B
crny4yae ux OTCYTCTBUSA - HA OCHOBaHMW MoKasaHui ABYX M bonee ceBuaeTenewn, 3Hawwmx paboTHuKa no
COBMECTHOM C HUM OEeSTENBHOCTU B OQHOW OpraHn3aumm unm B 0gHON cucteme.

Ecnu paboTHMK 0O NOCTyNneHus B AaHHY0 opraHusaumio yxe pabotarn, Komuccus npuHMMaeT
Mepbl K MONTyYEHMI0 JOKYMEHTOB, NOATBEPXKAAOLLNX 3TOT akKT.

Mo pesynbTatam paboTbl KOMUCCMM COCTaBMSIETCA aKT, B KOTOPOM YKa3biBAKTCA MNepuoabl
paboTbl, Npodeccus (AOMKHOCTb) U MPOAOCIKUTENBHOCTL TPYAOBOroO CTaxa paboTHuka.

PaboTtogatens Ha OCHOBaHMM akTa KOMUCCUU BblAaeT paboTHUKY AyGnuvKaT TpyaOBOW KHUXKKN.

B cnyyae ecnv OOKYMEHTbI HE COXPaAHWUIUCbL, CTa)k paboTbl, B TOM 4YMCNE YCTaHOBMEHHbLIN Ha
OCHOBaHWUM CBUAETENBbCKMX MOKa3aHWi, MOXeT OblTb NOATBEPXKAEH B CyaebHOM nopsake.



IV. Bblgaya TpyaoBOM KHUXKA NPU YBOJNIbHEHUHN
(npekpalweHun TpyaoBOro Aorosopa)

35. lNMpu yBonbHeHUN paboTHWKa (MpekpaLLeHnn TpyaoBoro oroBopa) Bce 3anucu, BHECEHHbIE B
ero TPyOoBYIO KHWKKY 3a Bpems paboTbl B JaHHOW OpraHv3auunu, 3aBepsoTcs nognucbio pabotogatens
UnNu nuua, OTBETCTBEHHOMO 3a BeAeHMe TPYAOBbIX KHWXKEK, NeYaTblo opraHmMsaumm (kagpoBor crnyxbbl) un
NOANUCLI0 caMoro paboTHYMKa (3a UCKIOYEHNEM CrydaeB, yka3aHHbIX B NyHKTe 36 HacToawmx [Npasun).

Ecnu TpygoBasi KHbKKa 3anonHanach Ha rocygapcTtBeHHOM s3blke Poccunckon depgepaumm n Ha
rocyaapCTBeHHOM s3blke pecnybnuku B coctaBe Poccunckon ®enepauun, 3aBepsitotca oba TekcTa.

PaboTtogatens 0653aH BblgaTb paboOTHMKY B A€Hb YBOSbHEHUsI (NocneaHui OeHb paboTbl) ero
TPYZAOBYIO KHWXKKY C BHECEHHOW B HEE 3annchbio 00 YBOSNbHEHNN.

Mpu 3agepxke Bbldaun pabOTHUKY TPYyOOBOW KHWXKM MO BWHE paboTopartens, BHECEHUWN B
TPYOOBYIO KHUXKY HernpaBUIibHOW UMW He COOTBETCTBYLWEN denepanbHOMY 3akoHy (hopMynupoBKM
NPUYKMHbI YBOMNbHEHUA paboTHuka pabotogaTtens 0643aH BO3MECTUTb PabOTHUKY HE MOMYYEHHbIN UM 3a
BCE BpeMs 3aepXKku 3apaboTok. [IHeM yBonbHEHMS (NpekpaLleHns Tpy40BOro JOroBopa) B 3TOM crnydae
cuMTaeTca AeHb Bbldayn TpygoBOW KHWXKKM. O HOBOM [OHe YBONbHEHMs1 paboTHuKa (npekpalieHun
TPyaoBOro 4oroBopa) m3gaetcs npukas (pacnopsbkeHue) pabortogartens, a Takke BHOCUTCH 3anucb B
TPYOOBYIO KHWXKKY. PaHee BHeceHHas 3anucb O AHE YBOMNbHEHUSA MpPU3HaAETCs HeLEeWCTBUTENbHOW B
nopsigke, yCTaHOBEHHOM HacToswumu Npasunamu.

36. B cnyyae ecnu B fieHb yBONbHEHUS] paboTHMKa (MpeKpaLleHns TpyAoBOro AoroBopa) Belaatb
TPYLOBYIO KHWKKY HEBO3MOXHO B CBSI3W C OTCYTCTBMEM paboTHMKa NGO ero oTka3om OT MOMyyYeHus
TPYLOBOW KHWXKM Ha pyku, pabotopgaTtenb HanpaBnseT paboTHUKY yBeOMIIEHME O HeOoOXOAMMOCTU
ABUTBLCS 3a TPYAOBOW KHUXKOM NbBO AaTtb cornacue Ha oTnpasrieHne ee no noyte. Nepeckbinka TpyaoBow
KHWDKKM NOYTOW MO yKaszaHHOMY paboTHMKOM agpecy AonyckaeTcs TOMbKO C ero cornacus.

Co p[HA HanpaBneHus yka3aHHOro yBedoMmneHuss paboTtogaTtens ocsBoboxgaeTcsa OT
OTBETCTBEHHOCTU 3a 3a4€PXKKY Bblaaum pabOTHUKY TPYOOBOW KHUXKKM.

37. B cny4ae cmepTu paboTHMKa TpygoBas KHWDKKA NOCne BHECEHUS B Hee COOTBETCTBYHOLLEN
3anMcu O npekpalwieHumM TpygoBOro AOroBopa BblAAETCH Ha PyKM OOHOMY U3 ero poACTBEHHMKOB Mof
pacnucKy UNu BbICbINaeTCcs MO NoYTe N0 MMCbMEHHOMY 3as8BIIEHNI0 OOHOMO U3 POACTBEHHUKOB.

V. Bknagbiw B TPYAOBYH KHUXKKY

38. B cnyyae ecnum B TpygoBOW KHWXKKE 3anofiHEHbI BCE CTpaHWUbl OQHOMO U3 pas3genos, B
TPYOOBYIO KHWXKKY BLUMBAETCHA BKIaAbIL, KOTOPbIN odhopmMmnisieTcs u BegeTcs pabotogatenem B TOM e
nopsiake, YTo 1 TPYAOBas KHDKKA.

Bknagbiw 6e3 TpyaoBOW KHVKKN HEAENCTBUTENEH.

39. NMpu Bblgaye Kaxaoro Bknagbllla B TPYAOBOW KHUXKE CTaBUTCA LITaMn ¢ Haanucblo "BelgaH
BKMNaabllW" 1 yKa3blBaeTCs cepusi U HoOMep BKMaablLa.

VL. YyeT n xpaHeHue TPyAoOBbIX KHUXEK

40. C uenblo y4yeTa TpyOooBbIX KHUXKEK, a Takke 6naHKOB TPYAOBOW KHUXKKU U BKNaabilla B Hee, B
opraHu3aumsix BeayTcs:

a) NPUXO4HO-pacxogHas KHUra no yvyeTy 6naHkoB TPYLOBOM KHWDKKM M BKNaAbllla B Hee;

0) KHUra y4eTa OBWXEHUS TPYOOBbLIX KHDKEK U BKMAAbILLEN B HUX.

®opmbl  yKasaHHbIX KHUT yTBepxaatTcsa MUHUCTEPCTBOM Tpyda WM COLMANbHOIO pasBUTUSA
Poccuiickon ®epepaumu.

Cm. chopmy ripuxoOHO-pacxo0HoU KHuau rno ydemy b6raHkoe mpy0o8oU KHUXKU U 8Krnadblwa 8 Hee U
opMy KHU2u yd4ema O8UXEHUST Mmpyoo8biX KHUXeK U eknadblwel 6 HuX, YymeepXOeHHble
rnocmaHosneHuem Murmpyda P® om 10 okmsibpsi 2003 2. N 69

41. B NpUXOQHO-PaCXOAHY KHUTY MO y4eTy GnaHKoB TPYAOBOW KHWXKKM WM BKNagbllla B Hee,
KoTopasl BefeTcsa byxrantepuel opraHusauum, BHOCATCS CBefeHusi 060 BCeX onepauusix, CBA3aHHbIX C
MOSTyYEHMEM U PacxodoBaHWeM GraHKOB TPYAOBOW KHVDKKM W BKNadbllla B Hee, C ykasaHUeM Cepuu U
HoMepa Kaxxgoro GraHka.

B KHUre yyeta OBWKEHWUS TPYAOBbLIX KHUDKEK W BKMafbllleil B HUX, KOTopas BedeTCsl KagpoBoW
cnyxGoi unu Opyrum nogpasgerieHMeM  opraHusauumu, OoOPMASIIOWMM  MPUeM U YBOJIbHEHUE
pabGOTHUKOB, PErUCTPUPYIOTCA BCE TPYOOBbLIE KHWXKKWU, MPUHSATHIE OT PabGOTHUKOB MPW MOCTYNNeHUM Ha



paboTy, a Tawkke TPYOOBblE€ KHWKKM M BKNagblluM B HUX C yKasaHMEM CeEpuUM M HOMepa, BblAaHHble
paboTHMKaM BHOBb.

Mpn nonydYeHnn TPyAOBOW KHWKKU B CBA3U C YBOJIbHEHMEM pPabOTHUK pacnucLiBAeTCs B JINYHOM
KapTOYKe M B KHUTE yyeTa OBWKEHMUS TPYOOBbIX KHIDKEK U BKITAAbILEN B HUX.

MpuxoaHo-pacxogHas KHUra no yveTy GrnaHKoB TPYAOBOW KHWDKKM W BKNagbllla B HEe W KHura
y4yeTa OBWKEHUS TPYAOBbLIX KHUXKEK M BKagbILLEen B HUX OOIMKHbI ObITb MPOHYMEpPOBaHbI, MPOLUHYPOBaHbI,
3aBepeHbl MOAMUCBHID PYKOBOOUTENSA OpraHm3auun, a Takke CKpenneHbl CypryqyHouW nevatbio unm
onnomMbupoBaHbI.

42. bnaHkn TPYLOBOW KHWXKW M BKMadbllla B HEe XPaHATCHA B OpraHu3aumm Kak LOKYMEHTbI
CTPOron OTYETHOCTU U BbIAAKOTCS MWLy, OTBETCTBEHHOMY 3a BeleHWEe TPYAOBbIX KHUXEK, MO ero 3asiBke.

Mo OKkOH4YaHMKU Kaxaoro Mecsdua nNuuo, OTBETCTBEHHOE 3a BefeHue TPYAOBbIX KHUXKEK, 06593aHo
npeacTaBuTb B DyxranTepuio opraHvM3aumm oT4eT O HanuumMmM GnaHKoB TPYAOBOW KHUXKM M BKNagpilla B
Hee M 0 cyMMax, Nosly4yeHHbIX 3a 0POPMIIEHHbIE TPYAOBbLIE KHUXKWN U BKNAAbILLW B HUX, C NPUSIOXKEHUEM
NPUXoOHOro opAepa Kaccbl opraHusauun. McrnopyeHHble Mpu 3anofiHEHUM OnaHKM TPYAOBOW KHWDKKU U
BKNaabllla B Hee noasiexxaT YHUUTOXEHMIO C COCTaB/IEHMEM COOTBETCTBYIOLLENO aKTa.

43. TpyooBble KHWKKM M OyOnukaTbl TPYAOBBIX KHWKEK, HE MONydYeHHble paboTHWKamu npu
yBOJNbHEHUN MO0 B criydae cMepTu paboTHMKa ero 6rvmkannmm poacTBEHHMKAMU, XPAHATCS B TEYEHME
2 neT B kagpoBoW cryx0e opraHuM3aumy OTAENbHO OT OCTanbHbIX TPYAOBbLIX KHWXeK. o mcTevyeHun
YKa3aHHOro cpoka HeBOCTPEeOOBaHHbIE TPYAOBbIE KHUXKKM XPaHATCA B apXvMBe opraHu3aumm B TedeHue 50
neT, a 3aTeM NoasiexaT YHUUTOXEHUIO B YCTAHOBNIEHHOM MOpPSsiAKe.

B coomeemcmeuu ¢ ®edeparnbHbiM 3aKoOHOM om 22 okmsbps 2004 2. N 125-®3 cpok xpaHeHus
00KyMeHmos8 o JIU4HOMY cocmasy cocmasssiem 75 nem

44. Pabotopatenb 00s3aH MOCTOSAHHO MMETb B Hanuuiuu Heobxogumoe KonM4ecTBO OnaHKoB
TPYOOBOW KHWXKKM U BKaAbllLen B Hee.

VIIl. OTBeTCTBEHHOCTb 3a COGNOAeHMNE NopsiAKka BeAeHUs TPYAOBbIX KHUXKEK

45. OTBETCTBEHHOCTb 3a oOpraHu3auuto paboTbl MO BEAEHWIO, XpPaHEHWI, y4yeTy M Bblgadve
TPYAOBbIX KHWXKEK M BKNabILLEN B HAX BO3raraeTcsa Ha pabortogarens.

OTBETCTBEHHOCTL 3a BefeHUe, XpaHeHne, y4eT U Bblgavy TPYOOBbIX KHWKEK HECET creumanbHO
YNONTHOMOYEHHOE NUL0, Ha3Ha4YaeMoe NprKas3om (pacrnopsikeHnem) pabotogarens.

3a HapyLLeHWe yCTaHOBMNEHHOrO HacTosWwmmn MpaBunamu nopsigka BeaeHusl, yuyeTa, XpaHeHns 1
BblJ@4M  TPYOOBbIX  KHWXEK [AOMDKHOCTHblE Nua HecyT OTBETCTBEHHOCTb, YCTaAHOBIEHHYHO
3akoHogartenbcTBOM Poccuickon ®eagepaunn.

VIII. U3roToBneHue 6naHKOB TPyAOBOM KHUXKKM U oGecneyeHne nMu pabotogarenemn

46. WsrotoBrneHne ONaHKOB TPyOooOBOW KHWXKKM M BKNagbiwa B Hee Ku obecneyenHne umu
paboTtogatene Ha NnNaTHOM OCHOBE OCYLIECTBNAOTCA B Nopsaake, yrBepxaaemom MuHUCTepCcTBOM
dumHaHcoB Poccuickon degepauun.

06 ymeepxOeHuu obpasyos mpy0o8ol KHUXKU U eKrnadbiwa 68 mpydosyto KHUXKY u [llopsidka
obecrniedeHus pabomodamenel braHkamu mpy0o8oU KHUXKU U 8Knadbiwa 8 mpyoo8yro KHUXKY CM.
npuka3 Mu+HguHa P® om 22 dekabpsi 2003 2. N 117H

BnaHku TpyaoBON KHWXKW U BKNadbllla B HEe UMEHT COOTBETCTBYIOLLYIO CTEMEHb 3aLUThl.

47. MNpw Bblgaye pabOTHUKY TPYOOBOW KHWDKKM MMM BKNagbllla B Hee paboTogaTens B3MMaeT C
Hero nnaTty, pa3Mep KOTOpPOW OnpedensieTcs pasMepoM pacxodoB Ha wux npuobpeTeHne, 3a
WCKIIOYEHMEM CNyYaeB, NpegyCMOTPEeHHbIX NyHKkTamu 34 n 48 HacToawmx Mpasun.

48. B cnyyae HenpaBWbHOIO NEPBUYHONO 3arnofHeHNss TPYOOBOW KHWXKKMA UMW BKnagblllia B Hee,
a Takke B Cryyae UX nopyu He no BMHe paboTHWKA CTOMMOCTb UCMNOPYEHHOro GnaHka onnavvBaeTcs
paboTogatenem.
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