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IMonoxenne

0 BeJIeHHH, XpPAaHEHHM, Y4eTy H BbIIa4e TPY/JA0BbIX KHHKeK paloTHHKOB
MYHHUHIAJIBHOr0 GI0I’KETHOr0 A0MKOJILHOr0 00pa30BaTeIbHOIO YUpeKAeHH s

«Jlercknii cag Ne2 «3osoroii kawuuk» ropoga Esnaropuu Pecnyonuku Kpbivm»
1. O6mue monoxkeHust

Hacrosinee Ilonoxenue pazpaborano Ha ocHOBe [IpaBui BeieHUA W XpaHEHHUS TPYAOBBIX
KHIDKEK, HM3rOTOBJIEHHsI OJAaHKOB TpPYyHOBOH KHWXXKH M obecnedeHuss umu paboronarenei,
yTBEPIKJIeHHBIX ITocTanoieHueM [Ipasurenscrea PO or 16 ampens 2003 roma Ne 225.

Hacrosiee [Tonojxenue ycTaHaBIUBaeT MOPAAOK BEACHUS U XPaHEHHS TPYJAOBBIX KHHKEK
B MBJIOY JIC Ne 2 «30/10TOH KITFOUHKY.

TpynoBasi KHHXKKA SIBISIETCS OCHOBHBIM JIOKYMEHTOM O TPYJAOBOH JEATEIBHOCTH H
TPYJAOBOM CTaxke pabOTHHKA.

Wucnektop mo KampaM oO0s3aH BECTH TPYHAOBYIO KHHXKKY Ha Kaxaoro paboTHHKa,
npopaboTaBIIero B OpraHW3alldy CBBIIE ISTH JHeH, ecnn pabora sBiusercs st paboTHHKa
OCHOBHOM.

B TpynOBYH0 KHH)KKY BHOCSTCS CBeleHHs O pabOTHHKe, BBIIONHAEMOM MM pabore,
IIepPEeBO/ie HA JIPYTYIO MOCTOSHHYIO paboTy ¥ 00 yBOJIbHEHMH pabOTHHMKA, a TAKXKE OCHOBAHHS
NpeKpalieH s TPyAOBOrO J0r0BOpa M CBEICHHs O HarpaKACHUH 3a ycrexu B pabore.

CaezieHHsI O B3BICKAHMSIX B TPYAOBYIO KHHIXKKY HE BHOCSATCS, 32 MCKJIIOYEHHEM CIIydacs,
KOra JUCIHIUTMHAPHBIM B3bICKAHHEM SIBJIICTCS YBOJIbHECHHUE.

TpynoBble KHM)KKH BeIyTCs Ha rocyaapcTBeHHOM s3bike Poccuiickodt Penepanum —
PYCCKOM.

WucnexTop no xaapaMm o0s3aH 10 IMHCEMEHHOMY 3asBJICHHIO pabOTHHKA HE MO3/Hee TPEX
JIHEi cOo OHs ero moAa4yd BbyIAaTh pabOTHHKY KOMMIO TPYJOBOM KHMJKKH HIIM 3aBEPEHHYIO B
YCTAQHOBJICHHOM ITOPSI/IKE BBIUCKY U3 TPYAOBOH KHHKKH.

2. Bepenue TPYAOBBIX KHHIKEK

OdopmiieHHe TpPYJNOBOW KHHKKM pabOTHHKY, NpPHHATOMY Ha paboTy BIEpBEIE,
OCYIIECTBIIIETCS HHCIIEKTOPOM MO KaJpaM B IMPHCYTCTBHM pabOTHHKA HE MO3/HEE HENEIBLHOIO
CpoKa co JHs nmpuéMa Ha paboty.

B Tpy10By10 KHHXKKY IIpH €€ 0OpMIICHHH BHOCSTCS CIIEIYIOIINE CBEICHUS O pabOTHHKE:

a) (amunHs, WMs, OTYECTBO, JaTa POXIEHHS (YHCIO, MECsI, roji) — Ha OCHOBaHHH
acnopTa WiH HHOTrO JOKYMEHTa, yIOCTOBEPSIONIEro IMYHOCTD;

6) obpasoBanme, mnpodeccus, CHEUHAIBHOCTh — HA OCHOBAHHH JOKYMEHTOB 00
obpazoBanuH, 0 KBATHGHKAUMH WIM HAIMYMM CHELHATBHBIX 3HAHWH (IpH MOCTYIUIEHHH Ha
paboty, TpeOYIOIYIO CrIeIHANIFHBIX 3HAHHIH HIIH CIIEIHAIBHOM MOATOTOBKH).

Bce 3anucu o BeIonHsemMoit paboTe, mepeBoie Ha APYryio NOCTOSHHYIO paboTy, a TakKe 0
HarpaXIeHHH, BHOCATCS B TPYAOBYIO KHW)KKY Ha OCHOBAaHMM COOTBETCTBYIOLIEIO IpUKasa
3aBe/IyIOLIero He TO3[Hee HEeNEIbHOr0 CpoKa, a NpH YBOJIBHEHWHM — B JICHb YBOJIBHCHHUS H
JIOJDKHBI TOYHO COOTBETCTBOBATEL TEKCTY IIPHKA3a.



Bce 3amucu B TpyZoBOH KHH)KKE MPOU3BOAATCA Oe3 Kakux-mubo COKpalleHHi H UMeloT B
npezenax COOTBETCTBYIOIIEro pas/iena CBOU NOpAAKOBEIH HOMep.

C xax/10i BHOCUMOM B TPYJIOBYIO KHHXKKY 3aIIHCHIO O BBINOJIHsAEMOM paboTe, nmepeBojie Ha
IPYTYIO TIOCTOSTHHYIO paboTy M YBOJBHEHHM HHCIEKTOp MO KajapaMm o00s3aH O3HAKOMHTH €&
BJIaJIeNbLA I10/] POCIIMCH B €ro JIMYHOM KapTodke, B KOTOPOH MOBTOPSETCS 3alMCh, BHECEHHAS B
TPYHOBYIO KHHXKKY. PopMa IHMYHOM KapTOuku yTBepxaaercss ['ocynapcTBEHHBIM KOMHTETOM
Poccuiickoit @epepalin 0 CTaTHCTHKE.

TpynoBas KHHXKKA 3amOHSETCS B NOpPSJKE, YTBepKaaeMoM MHMHHCTEPCTBOM Tpyda
conuansHOro pazsutus Poccuiickoit @enepanun.

3anucu B TPYAOBYIO KHHXKKY O IMPHYHHAX MpEKparieHus TPyAOBOTO J0roBopa BHOCATCS B
TOYHOM COOTBETCTBUHU ¢ (popmynupoBkamu Tpynosoro kozekca Poccuiickolt ®enepauun umu
HHOrO (efiepabHOro 3aKOHa.

ITpu npexpamesis TpyJOBOrO JOrOBOpa 10 OCHOBAHHSM, IPEIYyCMOTPEHHBIM CTaThEH 77
Tpymooro xonekca Poccuiickoit Pezpepauuu (3a HCKIIOYEHHEM CIY4aeB pacTOPIKECHHs
TPY/J0BOr'0 JOrOBOpaA 110 HHUIIHATHBE aJIMUHUCTPAIIHU U 1O 00CTOATEILCTBAM, HE 3aBHCAIIUM OT
BoiH cTOpoH (myHKTHI 4 u 10 9TO¥M cTarb), B TPYHAOBYIO KHHXKKY BHOCATCS 3amuch 00
YBOJIBHEHUH (TIpeKpalleHHH TPYAOBOIrO JOTOBOPA) CO CCHUIKOH HA COOTBETCTBYIOUIHH ITYHKT
ykazanHol crateu Tpynosoro kozekca Poccuiickoit denepaiu.

IIpu pacTop)k€HHH TPYAOBOIO IOrOBOpa IO MHUIMATHBE AJMHHHUCTPAMU B TPYJAOBYIO
KHWKKY BHOCHMTCS 3amich 00 OCHOBaHMSX IPEKpalleHHs] TPYJOBOrO JOroBOpa CO CCHUIKOHW Ha
cootBeTcTBYIONMit MyHKT crathu 81 Tpynosoro konekca PO.

[Ipu mpexpalneHuH TPYAOBOrO IOroBOpa 1Mo OOCTOATENHCTBAM, HE 3aBHCAIIMM OT BOJH
CTOpOH, B TPYAOBYIO KHH)KKY BHOCHTCS 3almMch 00 OCHOBaHMSAX IpPEKpAIICHUS TPYAOBOTO
JIOTOBOPA CO CCHUIKOI Ha COOTBETCTBYIOMMI MyHKT crathi 83 Tpynosoro koxexca PO.

Ilpn npexpamieHus TPYAOBOrO JOroBopa IO JPYTHM OCHOBAaHHAM, IPEAyCMOTPEHHBIMH
TpynoBeiM konekcoM P® unu uHBIMH (enepalbHEIMU 3aKOHAMH, B TPYAOBYIO KHHKKY BHOCHTCS
3anuch 00 yBOJNIEHEHHH (TIPEKpaIeHHH TPYA0BOro JIOTOBOPa) CO CCHUIKOM HA COOTBETCTBYIOIIME
crateio, nyHKT TpynoBoro xojaexca PO wimu uHOro hesepaibHOro 3akoHa.

IIpu mpexpaiieH|y TPYZAOBOTO AOroBopa ¢ pabOTHUKOM, OCYXKAEHHBIM B COOTBETCTBHH C
NPUTOBOPOM CyJa K JIMIICHHIO IpaBa 3aHUMATH ONpEAEIEHHBIC JOJDKHOCTH HIIHM 3aHUMAThCH
OIpeNeIEHHON JIEATEIBHOCTHIO W HE OTOBIBIIMM HaKa3aHWe, B TPYAOBYIO KHHMIKKY BHOCHTCS
3alUCh O TOM, HA KAaKOM OCHOBaHMH, HAa KaKOi CPOK M KaKyio JO/DKHOCTh OH JIMIIEH IIpaBa
3aHUMATh (KaKO# JeATeNFHOCTHIO JIMIIEH ITpaBa 3aHAMAThCs ).

Caenenust 0 paboTe 110 COBMECTHTENECTBY (00 YBOJBHEHHH € 3TON pabOoThI) MO HKEJNAHHIO
paboTHHKa BHOCSTCS MO MECTy OCHOBHON paboTel B TpPYIOBYIO KHHXKY Ha OCHOBaHHH
JIOKYMEHTa, IOATBEPIKAAIOIIEro paboTy 1o COBMECTUTENBCTBY.

B Tpy0oBy10 KHMIKKY 110 MecTy pabOThl TaK»Ke BHOCHTCS C YKa3aHHEM COOTBETCTBYIOIIHX
JNOKYMEHTOB 3aIlHCh:

a) 0 BpeMEeHH BOEHHOH ciyx0bl B cooTBeTcTBHH ¢ PenepaibHbM 3ak0OHOM «O BOMHCKOH
00s13aHHOCTH M BOCHHOM Ciry)x0e», a Takke 0 BPEMEHH CIIy)KObl B OpraHax BHYTPEHHHX JIEJl
TaMOXEHHBIX OpraHax;

6) o BpemMeHH OOydYeHHs HA KypcaX M B LIKOJAX IO MOBBIIEHHIO KBATU(HKAIMHU, 10
nepexBaTM(pHUKALUA W TOATOTOBKE KaPOB;

CoOTBeTCTBYIOIIME 3AIIUCH, BHECEHHBIE B TPYAOBYIO KHHIKKY JIMI], OCBOOOXIEHHBIX OT
paboThI (IOJKHOCTH) B CBSI3H C HE3aKOHHBIM OCYIKAEHHEM JIMOO OTCTPaHEHHBIX OT JOJDKHOCTH B
CBSI3M C HE3aKOHHBIM TIPHUBJICYCHHEM K YrOJOBHOH OTBETCTBEHHOCTH, YCTaHOBJICHHBIMH
COOTBETCTBEHHO OIpaBIATebHBIM TPUIOBOPOM JHMOO IOCTAaHOBJICHHEM (ONpPECICHHEM) O
MPEeKpalleHHH YroJIOBHOTO JieNa 3a OTCYTCTBHEM COOBITHS NpPECTYIUICHHS, 32 OTCYTCTBHEM B
JNESHHM COCTaBa MPECTYIUICHHS WA 3a HENOKAa3aHHOCTh MX Yy4YacTHd B COBEPLICHHH
NPEeCTYIUICHHS, TIPU3HAIOTCS HeAeHCTBHUTENbHBIMH. MHCIEKTOp Mo Kaapam IO MHUCBMEHHOMY
3asBlIeHUI0 paboTHHKA BBHINAET eMy AyOJMKAT TPYAOBOM KHMXKKHM 0e3 3amuc, NpU3HAHHOU
HeneicTeuTenbHON. JlyGmukar TpyZoBOM KHHMIKKM BBIIAETCA yKa3aHHBIM JIMIAM B IOPSJIKE,
ycraHoBineHHOM [IpaBunamu BeleHHs M XpaHeHHS TPYHOBBIX KHH)KEK, U3rOTOBIECHHS OGIaHKOB

2



TPYAOBOH KHHXKH H ofecneyeHHss MMH paboTojarenci, YTBEPXACHHBIX IOCTAHOBICHHEM
[TpaBurensctBa PO ot 16 anpens 2003 roma Ne 225. B TpyaoBbl€ KHMXKKH JIMIl, OTOBIBIIMX
HCIIPaBUTEIbHBIC PaboThl €3 JHIeHus: CBOOOIbI, BHOCHTCS 10 MECTY paboTHI 3aIUCh O TOM, YTO
BpeMsi pabOTEI B 9TOT IEPHOJ HE 3aCYHTHIBACTCS B HENPEpBHIBHBIA TPYAOBON CTaX. YKa3zaHHAsA
3alMCh BHOCUTCS B TPYZOBBIE KHI)KKH 10 OKOHYaHUH (haKTHIECKOrO CpoKa OTOBITHS HaKa3aHHS,
KOTOPBI yCTaHABIMBAETCS II0 CIpaBKaM OpPraHoB BHYTPEeHHHX Jei. I[lpu yBOIbHEHUH
OCY>XIEHHOTO ¢ pabOThI B YCTAHOBJICHHOM IOPS/IKE H MOCTYIUIEHHH €ro Ha HOBOE MECTO paboTEI
COOTBETCTBYIOIIHE 3alIUCH BHOCSTCS B TPYHAOBYIO KHHXKY B TOW OpraHW3alldd, B KOTOPYIO OH
OBUT IPHHAT WM HAIIPaBJICH.

ITpu BOCCTAHOBIEHMH B YCTAHOBJICHHOM IOPSAKE HEMPEPHLIBHOIO TPYAOBOIO CTaXa B
TPYIOBYIO KHH)KKY pabOTHHKa BHOCHTCS IO IIOCIeOHEMY MecTy paboTel 3aluch O
BOCCTAQHOBJICHHH HEIPEPLIBHOI'O TPYA0BOI0 CTaXka ¢ yKa3aHHEeM COOTBETCTBYIOLIEIO JOKYMEHTa.

B TpynoByI0 KHH)KKY BHOCSTCS CIEIYIOLIME CBEICHHS O HarpaXAeHWH (IIOOIIPEeHHH) 3a
TpPY/JIOBBIE 3aCITyTH:

a) O HarpaXXIeHWH TOCYHAApCTBEHHHIMH HarpagaMd, B TOM YHCIIE O IPHCBOCHHH
rOCYJIAapCTBEHHBIX IOYETHBIX 3BaHWM, HAa OCHOBAHHWM COOTBETCTBYIOINMX YKa30B M HHBIX
pEILIeHUI;

6) o HarpaXIeHMHM NOYETHBIMH TIpPaMOTaMH, NPUCBOSHHM 3BAaHMH M HArpaXJICHUU
HArpyAHbBIMM 3HAaKaMH, 3HAYKaMH, JMIUIOMaMH, NOYETHHIMH TIPaMOTaMH, ITPOH3BOJHMOM
OpraHM3alHsIMH;

B) O JIPYT'HX BHJAaX IOOLIPEHHS, NPEeIyCMOTPEHHBIX 3aKoHoAarenscTBoM P®D, a Tarke
KOJUICKTHBHBIMH JIOTOBOPAaMH, IPaBHJIAMH BHYTPEHHErO TPYJAOBOTO pacropsiKa OpraHH3allly,
YCTaBaMH U IOJIOKEHHSIMH O JUCIHUIUIHHE.

3anmcH 0 npuéMax, MpeayCMOTPEeHHBIX CHCTEMOM OIUIaThl TpyJa HJIM BBIIUIAYMBAEMBIX Ha
PEryJIsSipHOH OCHOBE, B TPY/AOBBIC KHH)KKH BHOCSTCS.

3. Buecenne uzmeHeHuii H HCNpaBJeHHil B TPYAOBYIO KHHIKKY.
JAybaukar Tpy10BOii KHHKKH

W3menenue 3ammcedl o (amMuinuu, MUMEHH, OTYECTBE W JaTe POXKACHUS, a Takke 00
obpazoBanuu, npod)eccud U CHENUATLHOCTH pabOTHHKA IMPOU3BOJUTCS MHCIIEKTOPOM OTAeNa
KaZIpoB MO MOCIeAHEMY MeCTy paboThl Ha OCHOBaHHMHM MAcCMopTa, CBUAETENLCTBA O POXKIACHUH, O
Opake, o pacropkeHHH Opaka, 00 wu3MeHeHMH G(amMHIHH, MMEHH, OTYECTBA H JPYIHX
JOKYMEHTOB;

B cnydae BbIABIEHHS HENpPaBWIHHOM WM HETOYHOH 3alMCH B TPYHNOBOM KHHIKKE
UCIIpaBJICHHE €€ MPOM3BOJUTCS IO MeCTy pabOTHl Ha OCHOBAaHHH O(QHMIHAIBHOTO JOKYMEHTa
opraHu3anuM, AomycTuBmed ommOky. MHcrmekrop oTnaena kaipoB o0s3aH B 3TOM Clydae
oka3aTh paOOTHHKY NP ero obpameHnH HeoOX0AUMYIO TOMOIIb.

Ecnmu opranusanmsi, Koropas MNpOM3BeNa HENPABHIBHYIO WM HETOYHYIO 3allHCh,
pEOpraHn30BaHa, HCIPABICHUE MPOU3BOAMUTCS €€ NMPaBONPEEMHHKOM, a B CIy4ae JUKBUIALUU
OpraHu3alii — JUPEKTOPOM II0 HOBOMY MecTy pabOThl Ha OCHOBAaHHMH COOTBETCTBYIOIIETO
JIOKyMEHTA.

WcnpasneHHble CBeACHHS MAOJDKHBI IIOJIHOCTBIO COOTBETCTBOBATH JOKYMEHTY, Ha
OCHOBaHHH KOTOpOro OHM OBUIM HCHpaBieHbBl.. B ciaywae yTparhl Takoro JOKyMeHTa nubo
HECOOTBETCTBHS €ro (haKTHYeCKH BBINOJHSBIIEHCS paboTe HCHpaBiIeHHWE CBeACHHH O pabore
TIPOMU3BOJINTCS HA OCHOBAHWH JIPYTHMX JOKYMEHTOB, IOATBEPXKAAIOIIMX BBIIOJIHEHHE paboT, He
yKa3aHHBIX B TPYAOBOH KHIDKKE. CBHICTENBCKHE IOKa3aHUS HE MOTYT CIY)XHTh OCHOBaHHEM
JUId MCIpPABICHHWS BHECEHHBIX paHEe 3amuced, 3a HCKIIOYEHHEM 3aluced, B OTHOLICHHH
KOTOpPBIX HMMeeTCs CyAeOHOEe pEelIeHHe, a TaKXKe CIy4aeB, NMPEAYCMOTPEHHBIX IyHKTOM 34
ITpaBun BeaeHUs ¥ XpaHEHHS TPYHAOBBIX KHHKEK, H3TOTOBICHUs OJAHKOB TPYHAOBOH KHMIKKH M
obecrieyenus umu pabotonareneii, yrBepxaeHHBIX nocraHoBneHueM [IpaBurensctea PO ot 16
arpenst 2003 roga Ne 225.



B pasgenax TpyaoBOil KHMIXKKH, COAEpXKAIUMX CBeAeHHs O paboTe WM CBEACHHS O
HArpaXJACHUH, 3a4épKUBAHME HETOYHBIX MWJIM HENPABU/ILHBIX 3alHCedl HE MOIyCKAaeTCs.
W3meHeHHe 3anmuceil NMPOM3BOAMTCS IMyTEM NPH3HAHUSA MX HEACHCTBUTENBHBIMH M BHECCHHS
NpaBUJIBHBIX 3anuceif. B TakoM e mopsake MpOU3BOAUTCS H3MEHEHHE 3aliCH 00 YBOIbHEHHH
paboTHuKa (TepeBofie Ha APYryio, MOCTOSHHYIO paboTy) B Ciydae NpPH3HAHUS YBOJIHHEHHS
(mepeBosia) HE3aKOHHBIM.

Jluuo, yTpaTdBiee TPYAOBYIO KHH)KKY, OO0S3aHO HEMEUICHHO 3asBHTh 00 3TOM
MHCIIEKTOPY OT/eJia KaJpoB M0 mocieaneMy Mecty paboThl. IHCIIEKTOp OTAena KaapoB BhIIAET
paboTHHKY ayOnMKaT TPYAOBOM KHIDKKM He mosgHee 15 nHel co mHsA momadud pabOTHHKOM
3asBJICHHE.

Ilpu opopmiennn ayOnukara TPyAOBOH KHHIKKH, OCYIIECTBISEMOM B COOTBETCTBHH C
Hactosmumu [TpaBuaMu, B HEro BHOCSTCS:

a) ceesieHus: 00 o0mieM H (MIIH) HENpepHIBHOM CTaXke paboThl 10 MOCTYIUIEHHS B JAHHYIO
OpraHu3aluio, MOATBEPKAEHHOM COOTBETCTBYIOLUIUMHU JOKYMEHTAMMU;

6) cBegenus o pabore M HarpaxkJieHWH (ITOOUIPEHHH), KOTOPhIE BHOCHIIUCH B TPYAOBYIO
KHIDKKY TI0 TIOCJIEIHEMY MeCTy paboThl.

O6mmii craxx paboTHI 3aAMHCHIBAETCS CYMMAapHO, T.e. YKa3biBaeTcs obliee KOIU4ecTBo JIeT,
MecsueB, aHed paboTbl 0e3 yTOYHEeHMs OpraHM3aluu, NEepHoAoB paboTel M JODKHOCTEH
pabotHuka. Ecimm JOKyMEHTHI, HA OCHOBAHHHM KOTOPHIX BHOCHIIUCH 3AIIMCH B TPYIOBYIO KHUXKKY,
He cojJiep KaT MOJTHBIX cBefleHuit 0 paboTe B npouuioM, B AyOIHKaT TPYAOBOH KHHKKH BHOCATCS
TOJIBKO MMEIOIIMECS B ITHX JIOKYMEHTAaX CBEICHHS.

[Ipn HaMWMYMH B TPYAOBOM KHIDKKE 3amucd 00 YBOJBHEHHWH HJIH IIEPEBOZE Ha JPYTYIO
paboTy, NpU3HAHHOW HeNeHCTBUTENbHOM, pabOTHHKY II0 €ro MIHCBMEHHOMY 3asBJICHHIO
BBIIAETCS 0 MOCeAHeMY MecTy paboThl AyOauKaT TPyIOBOH KHIKKH, B KOTOPEIH IEPEHOCATCS
BCEe IIPOM3BEICHHBIE B TPYAOBOW KHHIXKKE 3allMCH, 3a HCKIIOYCHHEM 3allMCH, MPH3HAHHOMH
neneiicreurensHOi. TpynoBas kHWKKa odopmisiercs B YCTAHOBIEHHOM NOpAAKEe H
BO3Bpanaercs eé Binajensiy. B TakoM jxe nopske BeIIagres TyOnuKaT TpYA0BOH KHHKKH, €CITH
TPyAOBas KHIKKA (BKJIAJBIII) IPUIILIA B HEroAHOCTh (06ropena, nmopeana, HCnaykasa u T.1I1.).

ITpu MaccoBo#f yTpaTe MHCIEKTOPOM OTAENa KaJIpoB TPYAOBBIX KHHKEK pabOTHHKOB B
pe3yJbTaTe Ype3BbMAHHBIX CHTYalUi (IKOJIOrHYecKHe U TEXHOTeHHBIe KaTtacTpo(dbl, CTHXHIHHEIE
OexcTBus, MaccoBbie OecropsiKM U Jpyrue 4ype3BblHaiHble 00CTOATENBCTBA) TPYAOBOH CTaX
9THX pabOTHUKOB YCTaHABIMBAETCS KOMHCCHEH II0 YCTAHOBJICHHMIO CTaXka, CO37aBaeMOi
OpraHamMH HCIOJTHHUTENIBHOI BiacTu ropoaa Esnaropun. B cocraB Takoit KOMHCCHH BKIIIOYAIOTCS
npexacraBuTend paboronarenci, mpo)COO30B WM HHBIX YHOJIHOMOYEHHBIX pPabOTHHKaMH
IpeJCTaBUTEeNbHBIX OPraHoB, a TAKKe APYIHX 3aWHTEePEeCOBAHHBIX OpraHu3aluii. Y cTaHOBJICHHE
¢dakra pabGotel, cBegeHHii 0 mnpodeccun (IOKHOCTH) M nNepHojax paboTel B JaHHON
OpraHu3anH OCYIIECTBJISICTCS KOMHCCHEH Ha OCHOBAHHHM JIOKYMEHTOB, HMEIOIIUXCH Y
pabotauka (cripaBka, mpod)coo3Hbi OGuier, yuéTHas KapTouka 4wieHa mpodcorosa, pacyérHas
KHIDKKA M T.JI.), @ B Cllydae HX OTCYTCTBUS — HA OCHOBaHMH INOKa3aHHH aByX u Ooiee
CBHJETENEH, 3HAIMMUX pabOTHHKA [0 COBMECTHOH ¢ HMM JEATEILHOCTH B OHOM OpraHu3aluu
UM B oiHOM cucTeMe. Ecnu pabOTHHK 0 MOCTYIUIEHHS B JaHHYIO OpraHH3alHio yxe paborai,
KOMHCCHS TIPHHEMAeT Mephl K IOJY4YeHHIO JIOKYMEHTOB, MoAaTBepxaarommx 31oT ¢axrt. Ilo
pesyinbratamM paboThl KOMHCCHH COCTABIISETCS aKT, B KOTOPOM YKa3bIBAIOTCS MEPHOJIBI paboThI,
npodeccuss (TOJHKHOCTB) M IPOJODKHTENBHOCTE TPYHAOBOrO cTaka paboTHHKA. 3aBeXyrOLIHii
JIOY Ha OCHOBaHWM aKTa KOMHCCHH BBIIAET paboTHUKY AyOiMKaT TpyAOBOM KHIXKKH. B coyuae
€CITH JOKYMEHTBI coxpaHuiuch. Ctaxk paboThl, B TOM YHCJIE YCTAHOBICHHBIH Ha OCHOBAHHH
CBHJIETENBCKUX MMoKa3aHuil. MoxeT OBITh MOATBEP)KICH B CyieOHOM MOpsAKe.



4. Bobizaua Tpy/0BOii KHIKKH IPH YBOJIbHEHHH
(npekpameHuH TPYAOBOIro 10roBopa)

ITpu yBonbHeHMH paboTHHKA (NpEeKpalleHHHd TPYIOBOTO JOrOBOpa) BCE 3allUCH,
BHECEHHBIE B €r0 TPYAOBYIO KHHJKKY 3a Bpemsi paboThl B JaHHOW OpraHM3alliH, 3aBepsIrOTCS
NOANUCHIO 3aBEAYIOIIEro, IeYarhi0 OpraHu3allMd M IOJIHMCHIO caMoro paboTHuka (3a
HCKJIIOYCHHEM ClIydaeB, yKa3aHHbIX B nyHkTe 36 Hacrosmmux [IpaBun). MHcnekTop otxena
KazpoB 00s3aH BbIaTh PabOTHUKY B JIeHb YBOJbHeHHs (mOcieaHud JeHb paboTel) ero
TPYAOBYIO KHHIXKKY C BHECEHHO B He¢ 3ammcpio o0 yBoibHeHHH. [Ipu 3ajepxkke BbLIAYH
paGOTHHKY TPYAOBOM KHM)KKH IO BUHE HHCIEKTOpA IO KajpaM, BHECEHHH B TPYJIOBYIO KHHIKKY
HENpPaBUIIBHONW MM HE COOTBETCTBYIOUIei (enepambHOMY 3aKoHY (OPMYIHPOBKH NPHYHHEI
YBOJIBHEHHS pabOTHHKA HHCIIEKTOP MO KaapaM o0s3aH BO3MECTHTh pabOTHHKY, HE MOJIyYEeHHBIH
MM 3a BCE BpeMsl 3a/iepkKu 3apaboTok. JlHeMm yBonbHEHHUS (IPEeKpaIeHus TPYA0BOro JOroBopa)
B 3TOM CJIyYae CYMTAeTCs JeHb BbLIAY¥ TPYAOBOH KHIKKH. O HOBOM JHE YBOJIBHEHHS
paboTHHKa (IpeKpalleHuH TPYAOBOrO IOroBopa) H3Aa€rcs MpHKa3 3aBeyIOlIEero, a TakkKe
BHOCHTCS 3aITHCh B TPY/JIOBYIO KHHKKY. Panee BHeCEHHAs 3alUCh O JHE YBOJIBHEHHS IIPU3HACTCS
HeJeWCTBUTENLHON B MOpsAIKe, yCTAHOBICHHOM HacTosmumH [Ipasunamu.

B cnyyae ecnu ieHb yBONbHEHHS paboTHUKA (IpeKpalieHus TPYA0BOTrO A0roBopa) BbIIaTh
TPYJOBYIO KHIJKKY HEBO3MO)KHO B CBSI3H C OTCYTCTBHeM paboTHHKa JIMOO ero OTKaszoM OT
MOJTyYeHHs] TPYHAOBOM KHH)KKM Ha pYKH, HHCIIEKTOp IO KaJpaM HampaBisieT pabOTHHKY
yBemomiieHue 1o noure. [lepeckiika TpyZOBOH KHIKKH IOYTOH IO yKazaHHOMY paGOTHHKOM
ajipecy JOIyCKaeTcs TOJNBKO ¢ ero cornacus. Co JHSA HanpaBlICHHs YKa3aHHOIO YBEIOMJICHHS
HHCIIEKTOP OTAEeNa KaapoB OCBOOOXJAeTcsi OT OTBETCTBEHHOCTH 3a 3a/IepXKKy BBIIa4M
pabOTHHKY TPYAOBOH KHHUIKKH.

B ciyuae cmeptu paGoTHMKA TPYAOBask KHHIKKA [IOCNE BHECEHUS B HEE COOTBETCTBYIOMICH
3aIHCH O MPEeKpalleHHH TPYAOBOTO JOroBopa BhIIAETCA HA PYKH OJHOMY M3 €r0 pOJACTBEHHHKOB
MOJ pPOCIKCh WM BHICHUIAETCS [0 TIIOYTE€ IO IHCBMEHHOMY 3asBJICHHMIO OJHOIO H3
POJICTBEHHHKOB.

5. Braaasim B TPYJAOBYI0 KHHIKKY

B cnyyae ecnu B TpyZOBOM KHHJKKE 3allOJIHEHBI BCE CTPaHMIIBI OJHOIO M3 pa3/ielioB, B
TPYJAOBYIO KHHIKKY BIIMBAETCS BKJIAIBIN, KOTOPHIH OQOpMISeTcs W BeAETCS MHCIEKTOPOM
OTZeNa KaapoB B TOM jKe MOPS/IKe, 9TO ¥ TPyAoBas KHmKa. Bxagemn 6e3 TpyaoBoi KHHKKH
HENEeUCTBUTEIECH.

[Tpu Bbaue Ka)I0ro BKJIAJBINA B TPYAOBOH KHM)KKE CTABHTCA INTAMII C HAAIHMCHIO:
«Brgan BKJIQJBII» U YKa3bIBA€TCs CEPUsi U HOMEP BKJIAJIBIIIA.

6. Yu4ér m XpaHeHHEe TPYAOBLIX KHHKEK

C uenpio yuéra TPYHOBBIX KHH)KEK B OpraHM3alMsX BEIETCS KHUra y4déra JBHIKCHHS
TPYAOBBIX KHH)KEK M BKJIAJbIIIEH B HAX.

@opMBI YKa3aHHBIX KHUT YTBEPXKAAOTCS MUHUCTEPCTBOM TPy/a M COLHANIBHOIO Pa3BUTHS
PO®.

B xHure y4éra ABIOKEHMSI TPYAOBBIX KHM)KEK M BKJIAJBIIICH B HHUX, KOTOpas BENETCH
MHCIIEKTOPOM ~ OTJeja KaapoB, OGOpMISIOIMM NpUéM M YBOJIbHEHHE pPabOTHHKOB,
PETHCTPUPYIOTCS BCE TPYAOBBIE KHHXKKH, TIPHHATBIE OT PabOTHHKOB INpPH IOCTYIUICHHH Ha
paboty, a TaKKe TPYAOBbIE KHUXKKH M BKJIAJBII B HUX C YKa3aHUEM CEpUU U HOMEDA, BhIJIaHHBIE
paboTHukaM BHOBB. [IpH IOIyueHWH TpPYZDOBOW KHMIKKHM B CBSI3H C YBOJBLHCHHEM pabOTHHK
pacIuChIBaeTCsd B JIMYHOM KapTOYKe M B KHUre ydé€ra JBHIKEHHS TpPYAOBBIX KHHIKEK H
BKJIJIBIIIEH B HUX.

TpynoBbie KHWKKHA B XyOIMKaThl TPYIOBBIX KHIDKEK, HE IOJIy4eHHBIE pabOTHHKAMH IPH
yBOJIbHEHUH JTHOO B ciyvae cMepTd paboTHHKA ero OmiKaiIIMMU pOJICTBEHHUKAMH, XpaHATCS B



TeyeHHe 2 JIET B JETCKOM Caly OTHEIbHO OT OCTAIBHBIX TPYAOBHIX KHIDKEK. IIo HCTedyeHHH
YKa3aHHOTO CPOKa HeBOCTpeOOBaHHBIE TPYHOBbIE KHW)KKH XPAHSTCS B apXHBe JETCKOro cana B
teyeHue 50 JieT, a 3aTeM MOUIEKAT YHHYTOKEHHUIO B YCTAHOBJICHHOM IOPSIIKE.

7. OTBeTCTBEHHOCTH 32 cO0/II0/leHHe NOPAAKA BeACHHS
TPYAOBBIX KHHKEK

OTBETCTBEHHOCTh 3@ OpraHu3auuio paboThl MO BEACHUIO, XPAHEHHUIO, YYETY H BbIAYe
TPYAOBBIX KHIJKEK M BKJIQIbIIeHl B HUX BO3JAraeTcs Ha HHCIEKTOpa OTJena KaapoB. 3a
HapyllleHHe yYCTaHOBJICHHOro Hacrosmumu [lpaBuiamu mopsiaka BeJeHHs, yuéra, XpaHEHHS U
BBIJAYH TPYAOBBIX KHHXXEK JO/DKHOCTHBIE JHIA@ HECYT OTBETCTBEHHOCTB, YCTAHOBJICHHYIO
3aKoHOaTeILCTBOM PO.



