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OTBETCTBEHHOCTb 3a BEAEHME, XPaHeHWE, YYeT U BblAayy TPYAOBbIX KHUKEK HeceT CneuuanbHo
yNONIHOMOYEHHOE NULL0, Ha3Ha4YaeMoe NPUKa3om (pacnopsxeHmem) pabotoaartens.

3a HapyweHue yCTaHOBJIEHHOrO HacToAWMMM [paBUNamMu nopsgKa BeAeHMs, yyeTa, XPaHeHWa |
BblA@4YM  TPYZAOBbIX KHMXKEK [O/KHOCTHble /MLUA  HEeCyT OTBETCTBEHHOCTb, YCTAHOBAEHHYIO
3aKoHoZaTenbcTBOM Poccuiickoit Peaepauuu.

VIIl. UsrotoBneHne 61aHKOB TPYA0BOI KHUXKKM M 06ecnieyeHne umu pabotogarteneit

46. N3rotoeneHne 61aHKOB TPYAOBOM KHUXKKM U BKNAAbIWA B Hee n obecneyeHne nmu pabotogateneit
Ha NNAaTHOM OCHOBE OCYWECTBNAIOTCA B MNOPAAKE, YTBEPXKAAEMOM MMUHUCTEPCTBOM (UHAHCOB
Poccuiickon ®eaepaymu.

BnaHKW TPYAOBOW KHUMKKM M BKNablla B HEE UMEIOT COOTBETCTBYIOLLYIO CTENeHb 3aLLUTbI.

47. MNpu Bbiaaye pabOTHUKY TPYA0BOI KHUMKKM UM BKAaAbllwa B Hee paboTodaTeNb B3UMAET C Hero
nnaty, pasmep KOTOPOW onpeaenseTcA PasmepoM PacxofoB Ha UX NpuobpeTeHue, 3a UCKIKYEHUEM
Cnyvaes, NPeayCMOTPEHHbIX NyHKTamu 34 1 48 HacToAwmx MNpasun.

48. B cnyyae HenpaBM/IbHOTO NEPBUYHOTO 3aNONHEHWUA TPYA0BOM KHUXKM UM BKNAABILLA B HEE, @ TAKKe

B C/Ny4ae WX MopyM He no BMHe paboTHMKA CTOMMOCTb MCMOPYEHHOro 6naHKa oOnnaumMBaeTcs
paboTtopatenem.
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|. O6ume nonoXxeHUA

1. Hactosawue MpaBuna yCTaHaBIUBAIOT NOPAOK BEEHWUA U XpaHEeHWA TPYAOBbIX KHUXKEK, a TaKxke
NOpPAAOK U3roToB/IEHNA 61aHKOB TPYAOBON KHUXKKMU U obecneyeHuna Mmu paboTogaTenen.

2 pr,qbsaﬂ KHVKKa ABNAETCA OCHOBHBIM IOKYMEHTOM O TPYLAO0BOW AEATENbHOCTU U TPYAOBOM CTaxe
paboTHMKa.

3. Pabortogatenb (3a. UCKKOYEHWEM pabotoparenen - puanueckux vy, He ABNAOLLMXCA
UHAMBUAYANbHBIMU npeanpuHUMaTensmu) Beaet TPYAOBbIE KHWKKM HA  KaXAOro paboTHMKa,
npopaboTaBLiero y Hero CBbile naTM AHen, ecnu pabota y AAHHOTO pabotoaatens ABNAETCA ANA
paboTHuKa OCHOBHOW.

PaboTopaTenb - pr3nyeckoe muo, ABNAIOLWMIACA UHAMBUAYANbHBIM npeanpuHUMaTenem, 06A3aH BeCcTH
TPYAOBbIE KHWXKM Ha KaxAoro paboTHUKa B NOPAAKE, ycTaHoBNEHHOM TpyAOBbIM KOAEKCOM
Poccuiickoi Peaepaunm v MHBIMU HOPMATUBHLIMU NpaBoBbIMM aKTaMU Poccuitckon Pepepalun.
PabotogaTtens - ¢puanueckoe Mo, HE ABNAIOWMIACA MHANBUAYANIbHBIM npeanpuHUMaTenem, He MMeet
npasa NPOW3BOAUTbL 3anucu B TPYAOBbIX KHUXKKaX paboTHWKOB ¥ OGOPMAATL TPYAOBbIE KHUXKKM
paboTHMKaM, NPUHNMAEMbIM Ha paboTy Bnepsble.

4. B TPyAOBYIO KHWXKKY BHOCATCA cBefeHnA 0 paboTHUKeE, BbINOHAEMON UM pabote, nepesoae Ha
ApYyryto nocTosHHyto paboty u 06 yBONbHEHNUN PabOTHWKA, a TaKke OCHOBaHMA MNpeKpalLeHuna
TPY/I0BOTO JOrOBOPA ¥ CBEAEHWA O HarpakAeHuu 3a ycnexu e paborte.

5. CBegeHMA O B3bICKAHWAX B TPYAOBYIO KHWKKY He BHOCATCA, 3@ WUCK/IIO4YEHWNEM cnyyaes, Koraa
AMCUMNANHAPHBIM B3bICKAHNEM ABNAETCA YBONbHEHWME.

6. Tpy/0Bble KHWXKKN BEAYTCA Ha roCyAapcTBEHHOM A3bIKE Poccuiickoit Peaepaumn, a Ha TeppuTopun
pecnybavkn B COCTaBe Poccuiickon ®Pepepauuu, yCTaHOBUBLUEW CBOW rOCYZapCTBEHHbIN A3bIK,
obopMAEeHNE TPYAOBbIX KHVKEK MOXET HapAAy C roCyAapCTBEHHbIM A3bIKOM Poccuiickoint ®epepaunu
BECTUCb U Ha roCyAapCTBEHHOM A3bIKE aToM pecnybauku.

7. PaboTopaTenb 06A3aH NO NMCbMEHHOMY 3anBneHnio paboTHUKa He no3jHee TPpex pabounx AHen co
[HA ero nojayn BblAaTh pabOTHUKY KOMUIO TPYZAOBOM KHVXKN MW 33BEPEHHYIO B yCTaHOBNIEHHOM
nopazake BbINMUCKY 13 TPYL0BOIN KHUXKKK.

Il. BeseHMe TPYAOBbIX KHUXEK

8. OdbopmneHue TPYZOBOIN KHUXKK pabOTHWKY, MPUHATOMY Ha paboTy BnepBble, OCYLWeCTBNAETCA
paboTtoaatenem B NpUCyTCTBUM paboTHUKa He no3aHee HefeNbHOro CPOKaA CO AHA NpuUema Ha paborty.

9. B TpysoBYtO KHWKKY Npy ee opopmMneHnn BHOCATCA cnepyrowme cBeAeHUA 0 PaboTHMKeE:

a) bamunus, ums, 0T4ECTBO, AATA poaeHua (uncno, mecau, rOf) - Ha OCHOBaHMM nacnopTa uam UHOTO
[OKYMEHTa, yA0CTOBEPAIOLIETO NMYHOCTD;

6) obpasosaHue, npodeccus, CneunanbHoCTb - Ha OCHOBAHWU AOKymeHTOB 06 06pasosaHuu, O
KBanUOMKALMM WMAU  HANUYUK cneumanbHbix 3HaHuin (Npu nocTynaeHun Ha paboTy, Tpebyoulyo
cneumanbHbIX 3HaHWi nn cneuuanbHow NOArOTOBKM).

10. Bce 3anucu O BbINOAHAEMON paboTe, nepesoae Ha Apyryto noctosHHylo paboTy, KBanudnkaumm,
yBO/IbHEHNM, @ TAKXKE O Harpa<aeHuu, Npon3BeAeHHOM paboTopatenem, BHOCATCA B TPYAOBYIO KHUMKKY
Ha OCHOBaHMM COOTBETCTBYIOLLEro npukasa (pacnopsenus) pabotoparens He nosaHee HeAeNbHOro
CpOKa, @ NpW YBONbHEHMM - B ACHb YBONIbHEHUA M AO/KHBI TOHHO COOTBETCTBOBATb TEKCTY MpuKasa
(pacnopskeHws).

11. Bce 3anucy B TPYAOBOMN KHUMKKE NPOU3BOAATCA 6e3 KaKUX-NMBO COKPALLEHUA 1 UMeloT B NpeAaenax
COOTBETCTBYIOLLEro pasaena CBOM NOPAZLKOBbIN HOMED.

12. C KaXA0 BHOCMMON B TPYAOBYIO KHUMXKY 3anucbio O BbINONHAEMON paboTe, NepeBoAe Ha ApYryto
NOCTOAHHYI0 paboTy ¥ yBO/NbHEHUN paboTogatent 06s3aH 03HAKOMUTL €€ gnagenbua nog pocnuco B
ero IMUHOI KapTOUKe, B KOTOPOI NOBTOPAETCA 3aMUCh, BHECEHHaA B TPYAOBYIO KHUKKY.

dopma IM4HOM KapTOUKM yTBEPKAAETCA depepanbHoil cnyx60i roCy/AapCTBEHHOM CTAaTUCTURM

13. TpyAoBas KHWXKKa 3an0/HAETCA B nopagke, yTBepXaaemom MMWHWUCTEPCTBOM 34paBOOXPAHEHUA U
CouManbHOro pasBuTUA Poccuiickon Pepepaunn.
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14. 3anucy B TPYAOBYIO KHUXKKY O NpUYMHAX NpeKpalleHus TPyA0BOro J0rosopa BHOCATCA B TOYHOM
cooTBeTcTBUM C GopmMynMpoBKamu TpyaoBoro Kogekca Poccuiickoit Pepepaumm  MAKM MHOTO
depepanbHOro 3akoHa.

15. Mpu npeKpaLieHnn TPYA0BOro AOroBOpa NO OCHOBAaHUAM, NPeAyCMOTPEHHbIM CTaTbeit 77 TpyaoBoro
KogeKkca Poccuitckont depepaumu (3a UCKIKOYEHUEM C/ly4aeB PacTOpPXKEeHMA TPyAOBOro Aorosopa no
MHUUMaTMBe paboToaaTens u no o6CToATeNbCTBAM, HE 3aBUCALLMM OT BO/IM CTOPOH (NyHKTbI 4 1 10 aTol
CTaTbi), B TPYAOBYIO KHUNKKY BHOCUTCA 3aniuch 06 yBOMbHEHUM (NPeKpaLLeHn TPYA0BOrO 4Or0BOpa) CO
CCbI/IKOM Ha COOTBETCTBYHOLLMMA NYHKT YacTU NepBOM YKa3aHHOM CTaTbM.

16. MNpu pacTop)eHuu TPyAOBOro AOroBopa No MHUUMATMBE paboTogartens B TPYAOBYH KHUMKKY
BHOCUTCA 3anucb 06 YyBO/MbHEHWM (NpeKkpalieHuu TPyLOBOro [AOroBopa) CO  CCbIIKOW  Ha
COOTBETCTBYIOLWMIA NYHKT cTaTbu 81 TpyaoBoro koaekca Poccuiickont Peagepaumu.

17. Mpu npeKkpalieHumn TpyAoBOro A0oroBopa no ob6CcToATENbCTBAM, HE 3aBUCALMM OT BO/IM CTOPOH, B
TPYZAOBYIO KHUXKY BHOCUTCA 3anucb 06 OCHOBAHMAX NpeKpaLleHus TpyA0BOro 40roBopa co CCbIKOM Ha
COOTBETCTBYIOLWMIA NYHKT cTaTbu 83 TpyaoBoro Koaekca Poccuiickon Peaepaumm.

18. Mpwu npekpaleHum TPyAOBOrO AOroBopa No APYrMM OCHOBAaHWAM, MPeayCMOTPEHHbIM TpyAoBbIm
Kogekcom Poccuiickort Pepepauum UAM UHbIMKM defepanbHbIMM 3aKOHaMW, B TPYAOBYI KHUMKKY
BHOCUTCA 3anucb 06 yBONbHEHUM (NpeKpalweHun TPyAOBOro A0roBopa) CO  CCbIIKOW  Ha
COOTBETCTBYIOLLME CTaTblo, NYHKT TpyaoBoro Kogekca Poccuiickon ®degepaumn MAM  MHOTO
denepanbHOro 3aKoHa.

19. Mpu npeKkpaweHuM TPY[OBOrO A0roBOpa C PabOTHMKOM, OCYKAEHHbIM B COOTBETCTBUM C
NMPUroBOPOM CyAa K /WLWEHWUI0 MpaBa 3aHUMaTb ONPEeAENeHHble AO0/KHOCTM WAM 3aHMMAaTbCA
onpeseneHHON AeATeNIbHOCTbIO U He OTObIBLUMM HaKa3aHue, B TPYAOBYHO KHWUMKY BHOCUTCA 3aMucCb O
TOM, Ha KaKOM OCHOBAHMM, HA KaKOW CPOK M KaKyl OO/IKHOCTb OH /IMLIEH MpaBa 3aHMMaTb (Kakoi
[eATeNbHOCTbIO IMLLIEH NpaBa 3aHUMaTbCA).

20. CBepeHua o paboTe no coBmecTuTenbCTBy (06 YyBONbHEHUM C 3TOM paboTbl) No XenaHuo paboTHUKA
BHOCATCA MO MECTy OCHOBHOM paboTbl B TPyAOBYK KHWXKKY Ha OCHOBAaHMM [OKYMEHTa,
NoATBEPXKAAIOLWEro paboTy N0 COBMECTUTENLCTBY.

21. B TpyAOBYIO KHUMKKY MO MeCTy paboTbl TaKKe BHOCMTCA C YKa3aHWEM COOTBETCTBYIOLLMX AOKYMEHTOB
3anuchb:

a) 0 BpeMEHM BOEHHOM cykbbl B cooTBeTcTBUM ¢ PeaepanbHbiM 3akoHOM "O BOMHCKOM 06A3aHHOCTU U
BOEHHOW cnyxbe", a Takke O BpemeHu Cnyxbbl B OpraHax BHYTPEHHWUX Aes, [ocyaapcTBEeHHOM
npoTMBONOXKapHO cnybe MunuctepcTBa Poccuiickoit desepauun no Aenam rpaskaaHckon 060poHbl,
upe3BblYalHbIM CUTYaLMAM U NMKBUAALUMU NOCNEACTBUM CTUXMIAHBIX BEACTBUMN, YUPENKAEHUAX U OpraHax
YroN0BHO-UCNONHWUTE/IbHOM CUCTEMbI, OpraHax Has0roBOW MOMWMLMK, OpraHax no KOHTPOAK 3a
060pOTOM HapPKOTUYECKUX CPEACTB U NCUXOTPOMHbIX BELLECTB M TAMOXEHHbIX OpraHax;

6) o BpemeHM 0byyeHnUa Ha Kypcax 1 B LIKONAX NO MOBbLIWEHWUIO KBaNUUKaLMK, N0 NepekBannduKaumm
M NOAroTOBKE KaZpos.

22. CooTBeTCTBYIOUME 3aMNUCK, BHECEHHble B TPYAOBYIO KHUNKKY NUL, OCBOBOMAEHHbIX OT paboTbl
(monKHOCTU) B CBA3M C HE3AKOHHBLIM OCYKAEHWEM NMB0O OTCTPAHEHHbLIX OT AO/MKHOCTU B CBA3U C
HE3aKOHHbIM NPUBAEYEHMEM K YrONIOBHOW OTBETCTBEHHOCTU, YCTAHOB/IEHHbIMU COOTBETCTBEHHO
onpasjaTte/ibHbiM NPUroBopom nnMbo noctaHoBneHWeM (onpeaeneHUem) O NpPeKpaLLeHUn Yro0BHOro
Aena 3a oTcyTCTBUEM COObITMA NpecTynaeHus, 3a OTCYTCTBMEM B AEAHWM COCTaBa NPecTynaeHna Uam 3a
HEeJ0Ka3aHHOCTbIO WX Y4YacTUA B COBEPLUEHUU MPECTYN/IEeHUA, MPU3HAIOTCA HeAenCTBUTEeNbHbIMM.
PaboTosaTenb N0 NMCbMEHHOMY 3aABNEHUIO pabOTHUKA BblAAeT emy Ay6/MKaT TPYAOBOM KHUMKKK 6e3
3anucu, NPU3HaHHOW HeaelCTBUTENbHON. [ly6AnKaT TPYA0BOM KHUMKKM BbIAAETCA YKa3aHHbIM MLAM B
nopagke, yctaHOBNEHHOM HacToAwwMmu Mpasunamu.

B TpyaoBble KHMXKKM NnL, OTObIBLIMX MCNpaBUTeNbHble paboTbl 6e3 nuweHna cBoboabl, BHOCUTCA MO
mecTy paboTbl 3anucb O TOM, 4TO Bpema paboTbl B 3TOT NEPUOS HE 3aCUMTbIBAETCA B HENPEPbIBHbIN
TPYAOBOM CTaXX. YKa3aHHaA 3anuCb BHOCUTCA B TPYZOBbIE KHUKKM MO OKOHYaHMM GaKTUYECKOro CPoKa
OTObITUA HaKa3aHMA, KOTOPbIM YCTAHABNMBAETCA NO CPaBKaM OPraHOB BHYTPEHHUX AeN.

Mpu yBONbHEHWUU OCYXAEHHOTO C paboTbl B YCTaHOBNEHHOM MOPAAKE M NOCTYNNEHUM ero Ha HOBOe

MecTo paboTbl COOTBETCTBYIOLME 3aNMUCK BHOCATCA B TPYAOBYIO KHUXKKY B TOM OpraHU3aLyi, B KOTOPYIO
OH 6blN NPUHAT UNKU HanpaBAeH.
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23. Mpy BOCCTAaHOBNEHUM B YCTAaHOB/NEHHOM MOPSAZKE HEMpPepbIBHOrO TPYAOBOrO CTaska B TPYAOBYHO
KHWXXKY paboTHMKa BHOCUTCA NO nocieaHemy MecTy paboTbl 3anucb O BOCCTaHOB/NIEHUU HEMPEPLIBHOTO
TPYZOBOrO CTaka C yKa3aHWEeM COOTBETCTBYIOLErO AOKYMEHTA.

24. B TpyAOBYIO KHUMKKY BHOCATCA CNeAyiolne CBEAEHUA O HarpaKaeHuu (noolipeHun) 3a Tpyaosbie
3acnyru:

a) O HarpaxAeHWu rocyfapcTBeHHbIMM Harpajamu, B TOM 4YMUC/Ie O NPUCBOEHUM FOCYAapCTBEHHbIX
NOYETHBIX 3BaHUI1, Ha OCHOBAHMM COOTBETCTBYIOLMX YKA30B W MHbIX PELIEHM;

6) 0 HarpakfeHuWM NOYETHbIMK TrPaMOTamu, NMPUCBOEHWM 3BAHWMW M HarpakAeHUU HarpyaHbIMM
3HaKaMK, 3Ha4YKamu, ZUNI0Mamu, NOYETHBIMU FPamMoTamu, NPOU3BOAMMOM paboToaaTeNaMu;

B) O ApyrMX BMAax NOOLLPEHUA, NpeayCMOTPEHHbIX 3aKOHOAATENbCTBOM Poccuiickoit Gepepaumu, a
TaKXe KONNEeKTUBHbIMM A0roBOpamMM, NPaBUAaMK BHYTPEHHEro TPyAO0BOro pacnopsapka, ycrtasamu M
NONOMEHUAMM O AUCUUNUHE.

25. 3anuMcu 0 npemusAx, NpefAyCMOTPEHHbIX CUCTEMO OnnaThl TPyAa WAM BbINAAYMBAEMBIX HA
perynsapHowu OCHOBE, B TpyaoBble KHUKKM He BHOCATCA.

Ill. BHeceHne U3MeHeHU U UCNPaB/IEHUN B TPYAOBYIO KHUKKY. [ly6AMKaT TPyA0BOI KHUMKKM

26. U3meHeHue 3anuceit 0 GamuNUM, UMEHM, OTYECTBE U [aTe POXKAEHMA, a TakKKe 06 o0b6pa3oBaHuy,
npodeccuu u cneunanbHOCTH paboTHMKa NnpoussoanTca paboTogaTenem no nocaeaHemy mecty paboTbl
Ha OCHOBaHMM NacnopTa, CBUAETENbCTBA O POXKAEHUM, 0 BpaKke, O pacTop*KeHumn Bpaka, 06 U3sMeHeHUK
damunnmm, UMeHu, oTYecTBa U APYrMX 4OKYMEHTOB.

27. B cnyyae BbIABNIEHMA HENPaABM/IbHOM UAW HETOYHOW 3anWCK B TPYAOBOMN KHUMKKE MCNpaBieHue ee
npov3BoauTCcA No mecty pabortsl, rae Gbina BHeCEHa COOTBETCTBYHOWAn 3anuck, AMbo pabotogatenem
no HOBOMY MecTy paboTbl Ha OCHOBaHMM OPULMANBLHOTO AOKyMeHTa paboTopaTens, AONYCTUBLUErO
ownbky. PaboTogaTens 06a3aH B 3TOM C/lyyae okasaTb paboTHUKY Npu ero obpaleHnn Heobxoaumyio
MOMOLLb.

28. Ecnv opraHu3aums, KOTopasa nNpou3Besia HenpaBW/IbHYIO MM HETOYHYIO 3anucCb, PeOpraHU3oBaHa,
“cnpasieHMe Npou3BOAMTCA €e MpaBONPeeMHWKOM, a B C/lyyae J/IMKBMAAUMM OpraHuM3aummn -
pabotogaTenem no HOBOMy MecTy paboTbl Ha OCHOBaHUM COOTBETCTBYIOLLETO AOKYMEHTA.

Ecnm HenpaBuibHas WMAM HeTOYHaAa 3anucb B TPYAOBON KHUXKe npoussegeHa pabortopatenem -
bU3NYECKUM NIMLOM, ABAAIOWMMCA MHAhsm,qyaanblm npeanpuHUMATENEM, U [EATeNbHOCTb €ro
npekpaileHa B yCTaHOBNEHHOM MNOPAAKe, UCNpaBieHue npousBoAuTcAa pabotogatesiem No HOBOMY
MecTy paboTbl Ha OCHOBAHWUW COOTBETCTBYIOWErO AOKYMEHTA.

29. WUcnpasneHHble CBEAEHUA [O/KHbI MONHOCTBIO COOTBETCTBOBATb AOKYMEHTY, Ha OCHOBaHWU
KOTOPOro OHW 6bliM uUcnpaBieHbl. B cnyyae yTpaTbl Takoro AOKyYMeHTa AMb0O HECOOTBETCTBMA €ro
dakTnueckn BoinonHasLwelica paboTe ucnpasieHue ceBeaeHuii 0 paboTe NPOU3BOAWUTCA HAa OCHOBAHUM
APYruX AOKYMEHTOB, NOATBEPXKAAIOLMX BbINONIHEHUE PaboT, He YKa3aHHbIX B TPYA0BOMN KHUXKKe.
CBMAETENbCKME MOKA3aHWA He MOTYT CNYXWUTb OCHOBAHWEM A/ WMCMPaBNEHUA BHECEHHbIX paHee
3anucei, 3a WUCKKOYEHMEM 3aMUCei, B OTHOWEHMM KOTOPbIX MMeeTca CyAebHOe pelleHue, a TaksKe
Cny4aes, NpeAyCMOTPEHHbIX NYHKTOM 34 HacToAawwmx Mpasua.

30. B paszgenax TPy40BOW KHVKKM, COZEPXKALUMX CBEAEHMA O paboTe MAM CBEAEHUA O HarpasaeHuH,
3a4epKMBaAHME HETOUHBIX MU HENPaBU/IbHbIX 3aNKUCEI He AONYyCKaeTca.

M3meHeHue 3anuceil NpoM3BOAWUTCA MNYTEM MPU3HAHWMA WX HEAEeNCTBUTENbHBIMA U BHECEHMS
NPaBUAbHbIX 3aNUCEN.

B Takom ke nopsake NpousBOAMTCA M3MEHeHWe 3anucu 06 yBONbHEHMM paboTHMKa (nepesofe Ha
APYryto NOCTOAHHYI0 paboTy) B Cnyyae NpM3HaHWA yBONbHEHUA (NepeBoaa) He3aKOHHbIM.

31. Nlnuo, yTpaTuBLIEE TPYA0BYIO KHUXKY, 063aHO HEMEA/IEHHO 3aABUTb 06 3TOM paboTtogatento no
nocnesHemy mecty pabotbl. PaboTtoaatens BbiaaeT paboTHURY Ay6IMKaT TPYA0BOM KHUKKM He Mo3aHee
15 gHelt co gHA noaayun paboTHUKOM 3asaBEHMA.

32. Npun opopmneHnn aybnmkata TpyA0BON KHUMKKM, OCYLLECTBAAEMOM B COOTBETCTBUM C HACTOSALLMMM
Mpasunamu, B HEro BHOCATCA:

a) ceepeHua 06 obwem u (M) HenpepbiBHOM cTaxke paboTbl PaboTHMKA A0 NOCTYN/NIEHNUA K AaHHOMY
paboTtoaaTento, NOATBEPXK/AEHHOM COOTBETCTBYIOWMMM AOKYMEHTAMMU;

6) cseaenna o paboTe M HarpaskgeHWM (NOOLWPEHUM), KOTOPbIE BHOCMAWCHL B TPYAOBYI KHWMMKKY MO
nocnegHemy mecty pabotbl.
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06wwmit cTaxk paboTbl 3aNUCbiBaeTCA CYMMAapHO, TO eCTb yKa3blBaeTcs 0bLuiee KOANYeCTBo NET, MECALEB,
OHel paboTbl 6e3 yTouHeHua paboToaartens, nepuonos paboTbl U AONKHOCTEN pabOTHUKA.

Ecnu JOKYMEHTbI, HA: OCHOBAHMM KOTOPbIX BHOCU/IUCH 3aMUCK B TPYZAOBYHO KHUXKY, HE COAEp»KaT NO/HbIX
cBefeHuit o pabote B nNpownom, B Ay6AMKaT TPyA0BOW KHUMKKM BHOCATCA TONbKO MMEIOLLMECA B ITUX
[OKYMEHTax CBeAeHuA.

33. Mpu HanuMuum B TPYAOBOM KHMMKKe 3anucu 06 yBONbHEHWM UNU nepeBoge Ha Apyryilo paboty,
NPU3HAHHOM HeaeuCTBUTENIbHOW, PabOTHUKY MO €ero NUCbMEHHOMY 3afB/IEHMIO BbIJAETCA Mo
nocnefHemy mecty paboTbl Ay6auKaT TPYAOBOM KHUXKKM, B KOTOPbI NEPEHOCATCA BCe NPOU3BeAEeHHbIe
B TPYA0BOM KHUXKKE 3aMnCH, 33 UCKNHOYEHUEM 3aNUCK, NPU3HAHHON HeAeNCTBUTeNbHOMN.

TpynoBsas KHUXKKa 0bopmAfeTca B yCTaHOBEHHOM MOPAAKE M BO3BPALLLAeTCa ee BnajesbLy.

B Takom ke nopagke Bblgaetca Ay6aMKaT TPyA0BOM KHWMKKM, €CAM TPYAOBas KHWMMKKa (BKaagbiw)
npuLLna B HErog4HOCTb (0bropena, NnopeaHa, UCMayKkaHa U T.m.).

34. MNpwn maccosoi yTpaTe paboTogaTenem TpyA0BbIX KHUXKEK PpaBOTHUKOB B pe3y/ibTaTe Ype3BblyaiHbIX
CUTyauuid (3KONOTMYECKME U TEXHOTEHHbIE KaTacTpodbl, CTUXUIAHbIE 6eACTBUA, MaccoBble 6ecnopaaKku 1
Apyrue upessblyaitHble 06CTOATENbCTBA) TPYA0BOM CTaxK 3TUX PAaBOTHUKOB yCTaHaBNMBAETCA KOMUCCUE
NO YCTaHOBNEHUIO CTaXa, CO34aBaemMoi OpraHamMu UCNONHUTENbHOM BAAacTM cybbeKkToB Poccuitckol
®epepaumnn. B coctas Takol KOMUCCUM BKNIOYAKOTCA NpeacTaBUTeNn pabotoaarteneit, npodhcoo3os nam
MHBIX YNOTHOMOYEHHbIX PabOTHMKaMM NPeACTaBUTEIbHBIX OPraHOB, a TaKXKe APYruxX 3auHTepecoBaHHbIX
OopraHu3ayuim. . | i

YcraHosnieHne dakTta paboTbl, cBeAeHuit o npodeccun ([0NKHOCTU) U nepuopax paboTbl y AAHHOTO
paboTozaTensa OCyWEeCTBAAGTCA KOMUCCMEM Ha OCHOBAaHUM AOKYMEHTOB, MMEIOWMXCA Yy paboTHMKa
(cnpaBka, Nnpo¢coto3Hblii GUNeT, yyeTHan KapTouka YseHa Npodcoto3a, pacyeTHaa KHUXKa M T.n.), a B
Cny4ae uX OTCYTCTBMA - Ha OCHOBaHUM NOKa3aHWUM AByX M Gonee cBuaeTeneit, sHawwmx paboTHMKa nNo
COBMECTHOM C HUM [eATeNbHOCTU Y OAHOTO paboToAaTens unm B OAHOM cucTeme.

Ecnm paboTHUK A0 NOCTYNAeHUA K JaHHOMY paboToaaTesnto yxe paboTan, KOMUCCUA NPUHMMAET Mepbl K
NONYYEHUIO LOKYMEHTOB, NOATBEPMKAAIOLLMX 3TOT DaKT.

Mo pesynbtatam paboTbl KOMMCCUM COCTaBNAETCA aKT, B KOTOPOM YKa3blBalOTCA nepuoabl paboTbi,
npodeccua (JONKHOCTb) M NPOAOIKUTENBHOCTb TPYAOBOrO CTaxa paboTHUKA.

PaboToaaTtenb Ha OCHOBaHUM aKTa KOMUCCUM BblAAET PabOTHUKY Ay6/MKaT TPYA0BOM KHUMKKM.

B cnyvae ecnm OKYMEHTbI He COXPaHUAUCh, CTaXK paboTbl, B TOM YMC/IE YCTaHOBNEHHbIM Ha OCHOBaHWUM
CBMAETE/IbCKMX NOKa3aHUM, MOXeT bbiTb NOATBEPXKAEH B CyAeOHOM nopaake.

IV. Bbigaya TpyA0BOI1 KHUXKKM NpU YBONIbHEHUM (NMpeKpaLeHum TpyA0BOro 40rosopa)

35. MNpu yBonbHeHnMn paboTHMKa (NpeKkpalieHMn Tpya0BOro AOroBopa) BCe 3anucH, BHECEHHbIE B €ro
TPYAOBYIO KHWXKY 3a Bpema paboTbl y AaHHOro pabotopatens, 3aBepsaloTca noanucbio pabotogatens
WK NULA, OTBETCTBEHHOIO 3a BeJleHMe TPYAO0BbIX KHUXKEK, NeyaTbio paboTogaTtens v NoANMCLIO CaMoro
paboTHuMKa (3a MCKNKOYEHMEM C/lyuaeB, YKa3aHHbIX B NYHKTe 36 HacToawmx Mpasun).

Ecnn TpypoBas KHMMKKA 3anonHANach Ha rocyfapcTBEHHOM fA3blke Poccuitckoit ®epepaumum UM Ha
rocyapcTBeHHOM a3bike pecnybanku B coctaBe Poccuiickoit Depepaumm, 3asepatotca 0ba TeKcTa.
PaboTosatens 06a3aH BblgaTb PabOTHUKY B leHb YBONbHEHMUA (MOCNeAHUMN AeHb PaboTbl) ero TPYAOBYIO
KHUXKY C BHECEHHOM B Hee 3anucbio 06 yBOIbHEHUMU.

Mpwn 3ajepxKe Bblfaun paboTHUKY TPYAOBOW KHUXKM NO BMHE paboTosaTens, BHECEHMM B TPYAOBYIO
KHUXKY HENpaBuIbHOM WAWM He COOTBETCTBYIOWEH deaepanbHOMY 3aKOHy (OPMYAMPOBKU MPUYMHBI
yBONbHEHUA paboTHuKka paboTopaTen 06s3aH BO3MECTUTb PabOTHMKY He MONYYEHHbI MM 3a BCe
BpemA 33a/epXKkn 3apaboTok. [lHem yBoNbHeHUA (NpeKpalleHus TPyAoBOro 40roBopa) B 3TOM Cyyae
cyMTaeTCA [eHb BbIAAYU TPYAOBOW KHWKKM. O HOBOM AHe yBO/MbHEHUA paboTHWMKa (NpekpalieHuu
TPYAO0BOro 40roBopa) m3jaetca Npukas (pacnopsskeHue) paboTogatens, a TakKe BHOCWUTCA 3anucb B
TPYAOBYIO KHUXKY. PaHee BHECEHHas 3anucb O AHE YBO/NbHEHUA NPU3HAeTCA HeAeNCTBUTENbHON B
nopsaKe, yCTaHOBNIEHHOM HacToAWwMMM MNpasunamu.

36. B cnyyae ecam B AeHb yBONbHEHMA pabOTHWKA (NpekpalieHus TPyAOBOTO A0roBopa) BblgaTh
TPYAOBYIO KHUXKY HEBO3MOXHO B CBA3W € OTCYTCTBMEM paboTHMKa MBO ero 0TKa3om OT MONy4YeHWs
TPYAOBOW KHWXXKM Ha pyKu, paboToaaTesnb HanpasnseT pabOTHUKY yBEAOMIEHME O HeobxogMmocTu
ABUTLCA 33 TPY/A0BOI KHUKKOW NM60 AaTh cornacue Ha oTnpasneHue ee no noute. Mepecoinka TPYZAOBOM
KHUXXKM NOYTOM NO yKa3aHHOMY pabOTHUKOM aZipecy A0NYCKAeTCA TONbKO C €ro Cornacus.
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Co AHA HanpaB/ieHUsa yKa3aHHOro yBeAomieHua pabotoaaTen 0CBOOOXKAIETCA OT OTBETCTBEHHOCTM 33
3a/epKKy BblAaun PaboTHUKY TPYA0BOIN KHUMKKM.

37. B cnyyae cmepTv paboTHMKa TPYAOBaA KHUXKKA NOC/Ne BHECEHWUA B Hee COOTBETCTBYIOLWEH 3anucK o
npeKpaLeHUn TPYAOBOTO AOroBOPa BbIJAETCA Ha PyKU OAHOMY M3 €ro poACTBEHHUKOB N0/, Pacnncky
WU BbICbINAETCA NO NOYTE N0 NUCbMEHHOMY 3asAB/IEHUIO OJHOTO M3 POACTBEHHUKOB.

V. BKnagblill B TPYAOBYH KHUMKY

38. B ciiyyae ec/iM B TPYAOBOW KHUXKKE 3anO/IHEeHbl BCe CTPaHWLbl OAHOTO U3 pasjenos, B TPYAOBYHO
KHWKKY BLUMBAETCA BKNAAbIW, KOTOPbI odopmaseTca u BeAeTca paboToaaTenem B TOM e MOPAAKE,
UTO U TPYA0BAA KHUXKKA.

Bknaapiw 6e3 TpyA0BOM KHUMKKN HeAeNCTBUTENEH.

39. Mpu Bblgaye KaXaoro BKNAAplwa B TPYAOBOM KHWXKKE CTaBUTCA WTamn C HaAnNucbio "BbiaaH
BKNaAbllw" M yKa3biBAeTCA CepuA U HOMep BKAAAbILLA.

VI. Yyet 1 xpaHeHUe TPYAOBbIX KHUMXKEK

40. C uenblo ydeTa TPYAOBbIX KHUXKEK, a Take 6NaHKOB TPYAOBOM KHWXKM M BK/Iajpllwa B Hee, Y
paboTogartenen BeayTca:

a) NPMXOAHO-PACXOAHAA KHWUra No yyeTy 61aHKOB TPYA0BOM KHUXKKM U BKNAAbILWA B HEE;

6) KHMra yueTa ABMKEHUA TPYAOBbIX KHUMKEK U BKNAAbILLEN B HUX.

®OopMbl YKa3aHHbIX KHUM YTBEPXKAAOTCA MUHUCTEPCTBOM 3/paBOOXPAHEHUA M COLMANbHOMO Pa3BUTHA
Poccuitckon Pepepaumu.

41. B NpUXOAHO-PACXOAHYIO KHUTY NO yyeTy 61aHKOB TPYAOBOM KHUXKKM M BKNaAbllia B Hee, KOTOpas
Bepetca OyxranTepuein oOpraHusaumMu, BHOCATCA cBejeHMa 060 Bcex onepauuax, CBA3AHHbLIX C
nony4YeHWeM U pacxo/ioBaHMeM B1aHKOB TPYAOBOW KHUXKM M BKNAABILA B HEe, C yKasaHWeM Cepum 1
HOMepa Kaxaoro 61aHKa. '

B KHMre yueTa ABVMIKEHUA TPYAOBbIX KHUKEK M BK/IAAbIWeN B HUX, KOTOpas BeAETCA KaJpoBoi cnyx6oi
AWM APYrMM NoApa3sfe/ieHnem OopraHusauuu, oGopMAAIOWMM NPUEM U YBO/MbHEHUe pPaboTHMKOB,
PErucTPUPYIOTCA BCE TPYAOBbIE KHUXKKM, MPUHATbIE OT pabOTHMKOB Npu NocTynieHun Ha paboty, a
TaKXKe TPY/J0Bble KHUXKM U BKAAAEILM B HUX C YKa3aHMEM CepuUn U HOMepa, BblAaHHble paboTHUKam
BHOBb.

MpW NONYyYEHUU TPYAOBOMN KHUKKM B CBA3U C YBO/SIbHEHMEM PabOTHMK pacnucbiBaeTcA B JINHHOW
KapTO4Ke M B KHUTE y4eTa ABUKEHUA TPYAOBbIX KHUXKEK U BKAAAbILWEN B HUX.

MpPUXOAHO-PaCXOAHAA KHUrA Mo yyeTy 6N1aHKOB TPYAOBON KHUMKKM M BKIAAblIa B HEe M KHWUra yyeTa
[BWKEHUA TPYAOBbIX KHUKEK M BKNAAbIWENR B HUX AO/MKHbI OblTb NPOHYMEPOBaHbI, NPOLLUHYPOBaHbI,
3aBepeHbl MOAMUCHbI0 PYKOBOAWTENA OpraHuW3auMu, a TaKKe CKpenseHbl CYpryyHoM nevyatbio uau
onnombupoBaHbI. :

42. BnaHKW TPYAOBOM KHUMKM M BKNAAbILA B HEE XPAHATCA B OpraHU3aLyMu Kak JOKYMEHTbl CTPOroii
OTHETHOCTM M BbIalOTCA MLy, OTBETCTBEHHOMY 33 BEAEHME TPYA0BbIX KHUKEK, MO ero 3asBKe.

Mo OKOHYAHWMM KaKAOro MecAua /MLO, OTBETCTBEHHOE 3a BeAeHMe TPYAOBbIX KHUXKeK, 06A3aHO
npeacTasuTh B GyXranTepuio OpraHM3aLmMm OTHET O HaNNYMK 6N1aHKOB TPYAOBOM KHUMKKM W BKIAAbILA B
HEe M 0 CyMMaXx, NOJTy4eHHbIX 33 0DOPMAEHHbIE TPYAOBbIE KHUKKM M BKNAAbILIM B HUX, C NPUOXKEHUEM
NPUXOAHOr0 OpAEPa KacCbl OpraHnsaumm. MicnopyeHHble Npu 3anoaHeHUM 61aHKU TPYA0BOWM KHUMXKKK U
BK/J1aAbllla B HEE NoA/1eXKaT YHUUTOXKEHUIO C COCTaB/IeHUEM COOTBETCTBYIOLLErO aKTa.

43. TpyaoBble KHUKKM U Ay6AMKaTbl TPYAO0BbIX KHUMKEK, HE NONyYeHHble paboTHUKamMM Npy YBOSIbHEHWM
nbo B cnydae cMepTu paboTHMKA ero BAMNKAULLIMMKU POACTBEHHUKAMM, XPAHATCA A0 BOCTpeboBaHuA Y
pabotopatens (B oOpraHusauuMum uaM y GU3MYECKOro uua, ABAAIOWEroca WHAWBUAYANbHbLIM
npeanpvHUMaTesiemM) B COOTBETCTBUM C TpebOBAaHMAMM K WX XPAHEHMIO, YCTaHOBIEHHbIMU
3aKoHoAaTenbCTBOM Poccuiickon depepaumm 06 apxMBHOM gene.

44, Pabotogartenb 06A3aH NOCTOAHHO MMETb B Ha/lMuMK HeobxoaMMoe KonmuyecTBo 61aHKOB TPya0BoOWA
KHUXKKWU U BKaapblWel B Hee.

VIl. OTBeTCTBEHHOCTb 3a cob04eHMe NopAAKa BeAEHUA TPYAO0BbIX KHUMKEK

45. OTBETCTBEHHOCTb 3a OpraHusaumio paboTbl NO BeAEHWUIO, XPAHEHUIO, YYETY U Bblgaye TPYAOBbIX
KHWXeK M BKaabllel B HUX Bo3naraeTcs Ha paboroaartens.




