MoctaHoBnexnue Muntpyna P®
o1 10.10.2003 N 69
"O0 yTBepxaeHMU MHCTPYKLUM NO 3aNOSTHEHUIO TPYAOBbIX KHMXKeK"

B cootBetctBuM ¢ lNocTaHoeneHuem lMpasutenscrea Poccuickon ®egepauyumn ot 16 anpens 2003 r. N
225 "O TpyanoBbix kHmkkax" (CobpaHue 3akoHogatenbctBa Poccuickon d®epepauun, 2003, N 16, crT.
1539) MuHucTepcTBO Tpyda U coumanbHOro passutua Poccuiickon degepauun noCTaHOBNAET:

1. YTBEPOUTD:
MHCTPYKUMIO NO 3anOSTHEHUIO TPYAOBbIX KHUXEK COrnacHo npunoxerHuto N 1;

hopMy NPUXOAHO-PACXOAHON KHUIMM MO y4eTy BNaHKOB TPYAOBON KHWKKMA M BKNaAbllLla B HEE COrMacHo
npunoxexHunio N 2;

POpMY KHUIK y4eTa ABMKEHUA TPYAOBLIX KHUXKEK U BKNaAbILWEW B HUX COrNacHo npunoxeHuto N 3.
2. MNMpusHaTb He AENCTBYIOWMMMK Ha TeppuTopun Poccuinickon ®eaepauuu:

MocraHoeneHue Tockomtpyaa oT 20 uoHa 1974 1. N 162 "OO6 yTtBepaeHun UMHCTpyKuMn O nopsaake
BEAEHUS TPYAOBLIX KHWXKEK HA NPEANPUATUSIX, B YUPEXIEHUAX U OpraHn3aumnsx”;

MNoctaHoeneHne [ockomTpyaa CCCP orT 2 asrycta 1985 r. N 252 "O BHECEHWW W3MEHEHUN M|
J0MonHeHun B MIHCTPYKUMIO O NopsaKke BEAEHUSA TPYAOBbIX KHWKEK HA MPEANPUATUSIX, B YUPEXKOEHUAX U
opraHu3aumsax, yTeep>kaeHHyto lNocraHosneHmem Nockomtpyga ot 20 nioHa 1974 r. N 162";

MNoctaHoeneHne lockomTtpyna CCCP ot 31 mapta 1987 r. N 201 "O BHeCeHUM AONOMHEHWH B
WHCTpYKUMIO 0 Nopsaake Be4EHMA TPYAOBLIX KHWKEK HA NPEANPUATHAX, B YUPEXKIEHUAX, OpraHusauymax";

nyHKT 2 MNMoctaHoBneHua Nockomtpyaa CCCP o1 15 asrycta 1990 r. N 332 "O npuaHaHuu yTpaTuBLUUMM
CUNY U BHECEHWUW U3MEHEHUI B NOCTaHOBNEHUA TOCKOMTpyada no BONpPOcaM COBMECTUTENLCTBA",

MocraHoeneHne TockomTtpyaa CCCP ot 19 oktabpa 1990 r. N 412 "O BHECEHMM W3MEHEHWUW B
WHCTpyKUMIO O nopsake BEAEHUSA TPYAOBbLIX KHXKEK HA NPEANPUATUAX, B YUPEXKOEHUAX U OpraHm3auusx,
yTBEpKaeHHyo NMoctaHoBneHnem MockomTpyaa ot 20 uioHa 1974 r. N 162 (B pepgakumm NoctaHoBneHua
MNockomtpyga CCCP o1 2 aBrycta 1985 r. N 252)".

MwuHucTp Tpyaa
U COLManbLHOro pasBuTus
Poccuiickon degepauun
A.M.MOYNHOK



Mpunoxexnne N 1
k MocTtaHoBneHuto MunTpyaa Poccuu
oT 10 okTabpa 2003 r. N 69

MHCTPYKLUWA
No 3ANOJIHEHNIO TPYOOBbIX KHVXKEK

HacTtoawas MHCTpyKuMs B COOTBETCTBMM C NMYHKTOM 13 MNpaBun BeaeHUa U XpaHeHUs TPYAOBbLIX KHUXEK,
U3roToBNEeHNA OnaHkoB TPYAOBOM KHWXKKM M obecneyeHuss mumu pabotogarenen (aanee - lNpaBuna
BeJEHWA TPYAOBLIX KHUXEK), YTBEpPKAEHHbIX [NocTaHoBneHneMm MpasuTenscTBa Poccuiickon degepanymm
oT 16 anpensa 2003 r. N 225 "O TpyaoBbIX KHMXKax", yCTaHaBNMBaET NOPAAOK 3anOfIHEHUS TPYAOBbLIX
KHW>KEK, BKIMaAbILLEN B HUX, AyDONMKaTOB TPYAOBbIX KHMKEK (danee - TPYAOBbLIE KHUKKM).

1. O6lmMe nonoxeHun

1.1. 3anucu gaTt BO BCEX pasaenax TPYAOBbIX KHWXEK Mpou3BOoaATca apabckumu uudpamun (MUCno u
Mecsl - ABY3HaYHbIMU, FOA - YeTblpex3HayHbiMW). Hanpumep, ecnm paboTHUK MPUHAT Ha paboty 5
ceHTabpa 2003 r. B TPyA0BOW KHMXKKE AenaeTtca 3anuck: "05.09.2003".

3anucu nNpou3BOAATCA aKKypaTHO, NepbeBOW WUNW reneBoW PyYKOW, pydKou-posnnepoMm (B TOM 4ucne
LLIApUKOBOKM), CBETOBOAOCTOMKMMMW 4YepHunamu (Nacton, resiemM) YepHoro, CUHEro unu UoneToBoro
useta u 6e3 kakmx-nubo cokpauwleHuin. Hanpumep, He agonyckaetca nucatb "np." BMecTo "npukas”,

"pacn." BMecTo "pacnopskeHue”, "nep." BMecTo "nepesegeH" u T.n.

1.2. B pasgenax "CBeaeHus o pabore" un "CBegeHus o0 HarpaxkaeHun" TPyaOBON KHUXKM 3a4EepKUBaHME
paHee BHECEHHbIX HETOYHbIX, HEMPABUITbHbLIX MITM MHBLIX MPU3HAHHBLIX HEAENCTBUTENBHBIMU 3aNUCEN HE
JomnycKaeTcs.

Hanpumep, npu HeobXoAUMOCTM U3MEHEHWUS KOHKPETHOW 3ammMcu O npueme Ha paboTy B pasgene
"CBegeHua o pabote" nocne COOTBETCTBYIOLUEN NOCMEAHENW B JAHHOM pasfderne 3anucu yKasblBaeTcs
nocneaylowuin NOpsAKOBbLIN HOMEp, AaTta BHECEHUS 3anucu, B rpade 3 genaetcda 3anuck: "3anucb 3a
HOMEPOM TakuUM-TO HeaencTeuTenbHa". [locne 3Toro NPou3BoAUTCA npasunbHasa 3anuck: "TpUMHAT no
Takor-To npodpeccumn (4OMKHOCTU)" U B rpade 4 NOBTOPSETCA Aara U HOMep npukasa (pacnopskeHus)
WU MHOTO pelueHus paboTogartens, 3anucb M3 KOTOPOro HEMpPaBWUIILHO BHECEHa B TPYAOBYIO KHUXKKY,
nubo ykasbiBaeTca gata M HOMepP npukasa (pacnopskeHWs) unm MHOro0 peweHus paboTtogarens, Ha
OCHOBaHWM KOTOPOrO BHOCUTCS NpPaBuUibHAagA 3anuchb.

B TakoMm >xe nopsake Mpu3HaeTCd HegeWCTBUTENbHOM 3anucb 00 yBONMBHEHMU, NMEPEBOAE Ha APYryio
MOCTOSHHYKO paboTy B Cry4yae MPU3HAHWS HE3aKOHHOCTU YBOJIbHEHUS UMM MNepeBoja CaMuMm
paboTogarenem, KOHTPOSbHO-HAA30PHbIM OPraHOM, OPraHOM MO PacCMOTPEHUIO TPYAOBLIX CMOPOB UMK
CyZOM M BOCCTAHOBIMEHMA Ha MpexxHen paboTe Unu U3MeHeHUs (POPMYNMPOBKU MPUYUHBI YBOSIbHEHUA.
Hanpumep: "3anucb 3a HOMEPOM TaKUM-TO HEAEWCTBMTENbHA, BOCCTAHOBIMNEH HA npexHen pabdote". MNpu
M3MeHeHUn POpPMYNUPOBKA NPUYUHLI YBONbHEHUA AenaeTcda 3anucb: "3anucb 3a HOMEPOM TakUM-TO
HeJeWcTBUTENbHA, yBONeEH (ykasbiBaeTcs HoBas chopmynupoBka)'. B rpade 4 genaertca ccobifika Ha
npukas (pacnopspkeHWe) unM MHOe pelleHue pabotogaTend O BOCCTAHOBMEHMM HA paboTe unu
U3MEeHeHUM POPMYITMPOBKM NPUYUHBI YBONIbHEHUA.

Mpn HaNU4YUKM B TPYZOBON KHWKKE 3anucy 00 yBONBHEHWW UNU NEPEBOAE HA APYIYI0 NOCTOAHHYHO paboTy,
BMOCMEACTBUM MPU3HAHHOW HEAENCTBUTENBHOW, NO MUCbLMEHHOMY 3asBEHUIO pabOTHMKA BbIAAETCH
AybnukaT TpyaoBOIi KHMXKKM 6€3 BHECEHUS1 B HETO 3anvcu, NPU3HAHHON HEAEWCTBUTENbHON. [pn 3TOM B
npaBoOM BEpPXHEM YITy NMEpPBON CTpaHuubl Aybnukata TpyaOBOW KHWKKM AenaeTca Haanuce: "Oybonukat”.
Ha nepsoi cTpaHuue (TUTYNBHOM JUCTE) MNPEeXHen TPYAOBOW KHWXKM nuweTtcsa: "BsameH BblgaH
aybnukat" ¢ ykasaHMeM ero cepum u Homepa.

2. 3anonHeHune cBedeHU 0 paGoOTHUKe

2.1. MpeagycmoTpeHHble MNMpaBunaMu BeAeHUs TPYAOBbIX KHUXEK CBeAEHUs 0 paboTHUKE, yKasbiBaeMble
Ha NepBoON CTpaHuue (TUTYNBHOM JIUCTE) TPYAOBbLIX KHUXKEK, 3aNONHAIOTCA Cneaylowmm o0pasom:;



haMuUnus, UMsi U OTYECTBO YKa3bIBAIOTCA MOMHOCTLIO, 63 COoKpaLLleHUs UMK 3aMEHbl UMEHU U OTYECTBA
UHMLUMaNamMu, aata poXaeHUst 3anucbiBAaeTCA MOMHOCTLIO (YUCMNO, MECSAL, rojl) Ha OCHOBAHUKM nacrnopTa
UMM WHOTO [OKYMEHTA, YAO0CTOBEPSIOLLEro MNUYHOCTL (HanpuMep, BOEHHOro 6unera, sarpaHU4HOro
nacnopTa, BOAUTENbLCKUX NpaB U Ap.);

3anucb 06 o0Opa3oBaHMM (OCHOBHOM o00LWEM, CpeaHem o0ueM, HadanbHOM NpPOMECCUOHANBHOM,
cpegHeM npodhecCUoHaribHOM, BbICLUEM NPOJECCUMOHANbLHOM U NOCNEBY30BCKOM MPOheccuoHanbLHOM)
OCYLLECTBMNAETCA TONMBKO HA OCHOBAHMM HaAmnexalle 3aBepeHHbIX [AOKYMEHTOB (aTTecrara,
yAOCTOBEPEHUS, Aunnoma u T.n.);

3anncb O HE3aKOHYEHHOM 00pa3oBaHMKM COOTBETCTBYIOLLErO YPOBHS MOXET ObiTb MpOM3BeAEHA Ha
OCHOBAHUW NPeACTaBEeHHbIX HaAmexXallle 3aBepeHHbIX JOKYMEHTOB (CTyAeHYeckoro tuneta, 3a4eTHOM
KHVDKKM, CIpaBKku 06pasoBaTenbHOM0 YUPEXIeHUs U T.1.);

npodyeccma  W/unu CcneumanbHOCTb YKa3blBalOTCA HA OCHOBAaHWM OOKYMEHTOB 00 obpasoBaHuu,
KBanuumkaumm unm Hanuuuu cneuuanbHbiX 3HaHWA (MPM NOCTYNMNeHuu Ha paboTty, TpedyoLyyto
cneymnanbHblX 3HaHWA WMAKW  cneuuManbHOW MOArOTOBKM) WNM  APYrUX Haanexaiwe oopMITEHHbIX
JOKYMEHTOB.

2.2. Mocne ykaszaHua AaTtbl 3aMONMHEHWMS TPYAOBOW KHWXKM pPabOTHUK CBOEM NOAMUCHLID HA NepBOMN
cTpaHuue (TUTYNBHOM JSIUCTE) TPYAOBOW KHUXKKU 3aBepAEeT NPaBUSIbHOCTb BHECEHHLIX CBEAEHUA.

MepByto cTpaHuuy (TUTYNbHLIA NIUCT) TPYAOBOW KHWUXKWM NOAMMCHLIBAET TaKXKe NUUO, OTBETCTBEHHOE 3a
Bbl4a4y TPYAOBLIX KHMXKEK, NMOCMEe Yero CTaBuTCA MedaTtb opraHmsauum (nevaTb KagpoBOW CnyxObl), B
KOTOPOM BNEpBbIE 3aN0MHANach TPYA0Bas KHUXKKA.

2.3. N3ameHeHna 3anucei B TPyAOBbLIX KHMXKaxX O amMunuu, MMEHW, OTYECTBE W JaTe pPoXAeHus
Npou3BOAATCA Ha OCHOBaHUKM NAcnopTa, CBUAETENLCTB 0 pOXaeHUU, 0 Bpake, 0 pacTopkeHun Gpaka, o6
NU3MeHeHUn haMunumn, UMeHun, OTYeCTBa U APYrMX JOKYMEHTOB U CO CChISTKOWM HA UX HOMEpP U Aarty.

YKasaHHble U3MEHEHUA BHOCATCH Ha NepByl CTpaHuuy (TUTYMbHLIA NUCT) TPyAOBOW KHWXKW. OAHOW
YEPTON 3a4epKUBAETCA NPEXKHASA PaMuUnma Unu ums, OTHECTBO, AAaTa POXKAEHUS U 3aNUCLIBAIOTCS HOBLIE
JaHHble. CCbINIKM Ha COOTBETCTBYIOLLUME AOKYMEHTbl AENnalTCA Ha BHYTPEHHEW CTOPOHE OOMOXKU
TPYAOBOW KHWKKM U 3aBEPAIOTCA NOANMCHIO paboTodatens Unu CneymansHO YNOSTHOMOYEHHOMO UM nmua
U neYyaTbio opraHusauum (Unu nevaTbio KagpoBOW Cry»Obl).

2.4. AameHeHue (OONOSIHEHWE) HA NEepPBOW CTpaHuue (TUTYMBHOM NUCTE) TPYAOBOW KHWXKKW 3anucein o
NOMy4Y€eHHbIX HOBLIX 0Bpa3oBaHuM, Npodeccun, cneumanbHOCTM OCYLLECTBASETCA NyTeM AONOMHEHUS
UMEILLMXCA 3anmcen (ecnyv OHU Y& UMEKTCA) WKW 3anofiHEHUS COOTBETCTBYIOLLUMX CTpPOK 0e3
3a4EepPKUBAHMNA paHEe BHECEHHbIX 3anucen.

3. 3anonHeHne cBegeHun o padoTe

3.1. B rpadche 3 pasagena "CeeaeHus o pabore" Tpya0BOW KHWKKM B BUAE 3aronoBKa yKa3bIBAETCS NOJTHOE
HaMMEHOBAaHWE OpraHM3aumm, a TaKke COKpaLLEeHHOEe HAMMEHOBAHUE opraHm3aummn (Mpu ero Hanu4um).

MNog 9Tum 3aronoBkoM B rpade 1 craBuTCA NOPAAKOBLIW HOMEpP BHOCMMOW 3anucu, B rpade 2
yKkasbIiBaeTcsa gara npuema Ha padory.

B rpadpe 3 genaetcs 3anucb 0 NPUHATUM UKW HA3HAYEHUM B CTPYKTYPHOE mogpasaeneHne opraHnsaumm
C YKas’aHWeM €ro KOHKPETHOr0 HauMEHOBaHMA (ECnu ycnosue 0 paboTe B KOHKPETHOM CTPYKTYPHOM
nogpasgeneHumn BKITOYEHO B TPYAOBOW AOTOBOP B KAYECTBE CYLLECTBEHHOIO), HAMMEHOBAHUSA AOIHKHOCTH
(paboTbl), cneunanbHOCTU, Npodheccun € ykaszaHuem kBanudukauumn, a B rpady 4 3aHOCATCS gara u
HOMEp npukasa (PacrnopsKeHWs) MM MHOTO pelueHus paboTtogartens, COrfacHo KOTOPOMY paboTHMK
NpuHAT Ha paboTy. 3anucu 0 HAMMEHOBaHUM AOIMKHOCTU (paboThl), crneunanbHOCTU, npodeccumn ¢
yKkasaHmem ksanudukauuu nNpom3BOAATCS, KaK MpaBuio, B COOTBETCTBUM CO LUTATHLIM pacnucaHuem
opraHusauuun. B cnyvae, ecnu B COOTBETCTBMM C ddedeparnbHbIMU 3aKOHAMKU C BbIMOSTHEHUEM paboT Mo
OnpeaeneHHbIM AOMMKHOCTAM, CNeuuanbHOCTAM Ui Npodyeccsam CBA3aHO nNpeaocTaBfeHue nurot nubdo
HanuynMe OorpaHWyYeHuin, TO HauMeHOBaHWe 3TUX AOMMKHOCTENW, cneuumanbHOCTen unu npodpeccuin u
KBanuukaumoHHble TPeOOBAHMA K HUM OOSMKHbI COOTBETCTBOBATb HAWMEHOBaHUAM W TpebOoBaHWAM,
NpeayCcMOTPEHHBIM COOTBETCTBYHOLUMU KBANUMUKALNOHHBIMI CMPaBOYHUKAMMU.



MameHeHUsa 1 1OMONHEHUS, BHECEHHbIE B YCTAHOBNEHHOM NOPSAAKE B KBANUMUKALIMOHHbLIE CPABOYHUKM,
LUTATHOE pacnucaHue opraHusauuu, 0BOAATCHA A0 CBeAeHUs paBoTHMKOB, NMOCMNE Yero B UX TPYAOBble
KHWXKKM Ha OCHOBaHMKM nNpukasa (pacrnopsikeHus) WMM MHOTO pelleHus pabotogaTens BHOCATCH
COOTBETCTBYIOLLUE USMEHEHUS U [1OTIONHEHUS.

Ecnu paboTHuky B nepuoa paboTbl NpucBanBaeTCs HOBLIN pa3psa (Knacc, kateropusi U T.1.), To 06 aTom
B YCTAHOBMEHHOM MOPSAAKE NPOM3BOAMTCH COOTBETCTBYIOLLAA 3aNUCh.

YctaHoBneHne paboTHUKY BTOPOW U nocnegywuwen npodeccun, CrneumanbHOCTU  WUAKM  MHORM
KBanudukaumm oTMEYaeTcs B TPYAOBON KHWKKE C yKaszaHUEM pas3psifoB, KNACCOB UMM MHbIX KaTeropui
aTUX npodpeccuit, cneynanbHOCTEW WUNKU YpoBHeW kBanudukauuu. Hanpumep, cnecapro-peMOHTHUKY
Oblna ycraHoBreHa BTopasd npodyeccuss "OnekTporasocBapuk” ¢ npucBoeHneMm 3 paspaga. B atom
cnyyae B TPyaoOBOW KHmkKke B rpadpe 1 pasgena "CBeaeHus o pabote" CTaBUTCS NMOPSAAKOBbIA HOMEP
3anucu, B rpadpe 2 ykasblBaeTca gaTa yCTraHOBNeHMsa BTOpoKn npodpeccuun, B rpade 3 genaercsa 3anuchb:
"YcraHoBneHa BTopas npodpeccus "OnekTtporazocsapwuk” ¢ npucsoeHuem 3 paspaga", B rpade 4
YKa3bIBAeTCA COOTBETCTBYIOLLEE YA 0CTOBEPEHUE, €0 HOMED U AaTa.

Mo >xenaHuio paboTHMKA 3anMCb B TPYAOBYIO KHWXKKY CBEAEHMW O paboTe no COBMECTUTENbLCTBY
NpoM3BOAMTCA MO MECTY OCHOBHOM paboTbl HA OCHOBAHMM AOKYMEHTA, noATBepxkaaoLlero paborty no
coBMeCTUTENLCTBY. B rpade 1 pasaena "CeeaeHua o pabote" TpyaAoOBON KHUXKM CTABUTCSI NOPSIAKOBbIN
HOomep 3anucu, B rpade 2 ykasblBAeTCs Aara npuema Ha paboTy B Ka4eCTBE COBMECTUTENS, B rpade 3
Jenaetca 3anucb O TMPUHATMM  WIIM  HAa3HAYeHMM B KA4YeCTBE COBMECTUTENS B CTPYKTYpHOE
nogpasgeneHme opraHu3auum ¢ ykasaHMeM €ro KOHKPETHOIO HauMeHOBaHuA (ecnm ycnosue o pabote B
KOHKPETHOM CTPYKTYPHOM MOApa3feneHnn BKIIOYEHO B TPYAOBOW AOTOBOP B KAYECTBE CYLLECTBEHHOrO),
HaMMEHOBaHMA AOMMKHOCTU, cneuuansHOCTH, npodyeccun C ykasaHueM KBanudpukauumn, B rpacpe 4
yKa3bIBAeTCA HAMMEHOBAHWE AOKYMEHTa, HA OCHOBAHMM KOTOPOrO BHECEHA 3anucb, CO CCbIIKOW Ha ero
Jarty v Homep. B Takom ke nopsake Npom3BoaMTCA 3anuck 00 YBOMBHEHMU C 3TOW paboThl.

3.2. Ecnn 3a Bpema paboTbl pabOTHMKA HAMMEHOBaHUE OpPraHu3auun MU3MeEHsieTcs, TO 00 3TOM
oTAenbHOM CTpokow B rpacde 3 pasagena "CBegeHus 0 paboTe" TPyaOBOW KHWXKKM AE€rnaeTcs 3amnuch:
"OpraHusauusa Takas-to ¢ Takoro-to 4Yucna neperMmeHoBaHa B Takylo-To", a B rpade 4 npocraBnseTcd
OCHOBaHWE NEPEMMEHOBAHMSA - MPUKA3 (PACNOPSKEHWE) UM MHOE pelueHue pabotodarens, ero gata u
HOMeEp.

3.3. B TpyaoOBble KHWXKM NWL, OTObLIBLUMX HakasaHue B BMAE WCMpaBUTENbHbIX paboT, 3amucb O
HEBKMIOYEHUM BPEMEHU paboThl B MEPUOS OTOLITMA Haka3aHWs B HENPEPbIBHLIA TPYAOBON CTa)K BHOCUTCS
cnegywowmMm obpasom. B pasgene "CeegeHua o pabote" TpyaoBOW KHWMXKM B rpadpe 1 craBuTCs
nopaaKoBbIN HOMEP 3anucu, B rpadpe 2 - gata BHeceHusa 3anucu, B rpadpe 3 genaetca 3anuck. "Bpema
paboTbl C TAKON-TO AaTbl (MMCNO, MECAL, rod) No TaKyl-TO AaTy (YMCNO, MECSL, rod) HE 3aCYMTbLIBAETCA B
HenpepbIBHbIA TpyaoBon cTax". B rpade 4 ykasbiBaeTCA OCHOBAHWE ANSl BHECEHUS 3anucu B TPyOOBYIO
KHWXKY - MpuKas (pacnopsbkeHWe) Unu MHOE pelleHue pabortogaTtens (M34aHHbIA B COOTBETCTBUM C
NpPUroBopoM (onpeaeneHneM) cyga), ero gata u Homep.

3.4. Tpu BOCCTAHOBMEHUM B YCTAHOBIEHHOM MOPSAAKE HEMNPEPLIBHOrO TPYAOBOrO CTa)ka B TPYAOBYIO
KHWXKY paboTHUKa no nocneaHemy Mecty pabotbl B rpadpy 3 pasaena "Ceegenusa o pabote" BHOCUTCA
3anuck: "HenpepbiBHbLIA TPYAOBOW CTa)XX BOCCTAHOBMEH C Takoro-To yucna, mecauya, roga", B rpade 4
JenaeTcs CCbifika Ha COOTBETCTBYIOLLEES HAUMEHOBAHME AOKYMEHTA, Ha OCHOBAHMU KOTOPOrO BHECEHA
3annchb, CO CCbISIKOM Ha ero Aarty u HOMep.

4. 3anonHeHue CBeASHUN O HarpaXxgeHumn

MNopagoKk BHeCEeHWS CBEeAEHWW O HarpaxgeHun crneaywowmin: B rpade 3 pasgena "CeeaeHua o
HarpakaeHumn" TPy40BOW KHIKKU B BUAE 3arofloBKa yka3blBAETCA NOSIHOE HAWMMEHOBaHUE OpraHu3auuu, a
TaKke COKpalleHHOe HauMeHOBaHue opraHusauMuM (NpU ero Hanuyuun), HWxke B rpadpe 1 craBuTcA
nopagkoBbIN HOMep 3anucu (Hymepauuda, Hapacralwasa B TedeHue BCero nepuoga TpyAoOBOK
aearenbHOCTM paboTHUKA); B rpade 2 ykasblBAETCS AaTa HarpaxaeHusi; B rpade 3 3anucbiBaeTcd, kem
HarpaxkaeH paboTHUK, 3a Kakme JOCTUXKEHUS W KakOW Harpaaomn; B rpadye 4 ykasblBAeTCA HAaUMEHOBaHWE
JOKYMEHTA, Ha OCHOBaHMUM KOTOPOr0 BHECEHA 3aMnncCh, CO CCbISIKOM Ha ero garty u HOMep.

5. 3anonHeHue cBeaeHUNn 06 yBONbHEHUU (NPeKpaLeHUun TPYA0OBOIro AOroBopa)



5.1. 3anucb 06 yBONMbHEHMM (MpeKpalleHMn TPyaOBOro AOroBopa) B TPYAOBOW KHWKKE pabOTHUKA
nNpou3BOAMTCA B crnegyowem nopsake: B rpade 1 ctaBUTCA NOPSAAKOBLIA HOMEP 3anucu; B rpade 2
yKasblBaeTCca AaTta yBONbHEHUA (NpekpalleHua TPyaoBoro Aorosopa); B rpade 3 genaetcsa 3anucb O
NpUYNHE YBONbHEHUA (nNpekpaweHna TPyaoBOro Aorosopa); B rpadpe 4 ykasblBaeTCAd HauMEHOBaHuWe
JOKYMEHTa, Ha OCHOBAHMKU KOTOPOrO0 BHECEHa 3anucb, - Npukas (PacnopskeHue) WKW MHOE peLueHue
paboTtogarens, ero gata v HOMep.

Jatoil yBonbHeHUa (MpekpalleHns TpyaoOBOro AO0roBopa) CUUTAETCAa NOCneaHuin AeHb paboTbl, ecnu
WHOE He YCTaHOBMEHO (peaepanbHbiM 3aKOHOM, TPYAOBbLIM AOTOBOPOM WAW COrMalleHWEM Mexay
paboTtogarenem m paboTHUKOM.

Hanpumep, npu npekpaweHun TPyaoBOro AOroBopa ¢ pabOTHMKOM B CBA3M C COKpalleHMeM LitaTa
pabotHukoB 10 oktabpsi 2003 r. onpeaeneHo nocneaHumM AHem ero pabotbl. B TpyaoOBOM KHMXKE
paboTHMKa gomkHa ObiTb MPOM3BEAEHA cneayowasa 3anuck: B rpadye 1 pasaena "CeeaeHusi o pabore”
CTaBUTCA NOPSAKOBLIN HOMEpP 3anucu, B rpade 2 ykasbiBaetca gata ysonsHeHus (10.10.2003), B rpache
3 penaetca 3anucb: "YBOMEH MO COKPALLUEHUIO WTaTa pabOTHUKOB OpraHusauuMu, NyHKT 2 cratbu 81
Tpygosoro kogekca Poccuiickon Pegepaumun”, B rpade 4 ykasbiBaeTca gara WM HOMep npukasa
(pacnopspkeHuUs) UM MHOTO pelueHusa paboTtogartensa o0 yBONbHEHUN.

5.2. MNpwu npekpawieHun TpyaoBOro 4Oroeopa no OCHOBaHMAM, NpeayCcMOTPEHHbIM cTaTbein 77 TpyaoBoro
kogekca Poccuiickoin degepauun (3a UCKIOYEHUEM CRy4YaeB pPacTOPXKEeHUA TPYyAOBOro goroesopa no
uHUUMaTuee paborogarensa u no o6CTOATENLCTBAM, HE 3aBUCALLMM OT BOJIM CTOPOH (NMYHKTbI 4 1 10 3TOM
cTaTbM), B TPYAOBYIO KHWXKY BHOCMTCA 3anucb 00 yBONMbHEHMU (NpekpallieHuy TPyA0BOro 4Orosopa) co
CCbINTKOM Ha COOTBETCTBYIOLUMIA MYHKT YKa3aHHOW CTaTbM.

Hanpumep: "YBONeH no cornaweHuio CTOPOH, NYHKT 1 cratbu 77 TpynoBoro kogekca POCCUICKON
depepaumn” unu "YBoneH no COBCTBEHHOMY >ENaHuto, NyHKT 3 cratbu 77 TpyaoBOro Koaekca
Poccuiickon degepaunn’.

5.3. Mpu pacTopxkeHuM TPyaOBOrO AOrOBOpa MO MHUUMATUBE paboTogaTens B TPYAOBYH) KHUXKKY
BHOCUTCA 3anucb 00 YyBONMbHEHMM (MPEKPALLEHMWM TPYAOBOrO0 A0rOBOpa) CO  CCbINMKOM Ha
COOTBETCTBYIOLLUMI NYHKT cTatbu 81 TpyaoBoro koaekca Poccuiickoin deaepaumum nmbo MHbIE OCHOBAHUS
pacTopkeHus  TpPyAoOBOro  AoOroBopa Mo uMHuuuatue  paboTtogartens, NpeayCcMOTPEHHbIE
3aKOHOAATENbLCTBOM.

Hanpumep: "YBoneH B CBA3M C NuKBMAAUMEW opraHusauumu, nyHkt 1 ctatbu 81 TpyaoBoro kogekca
Poccuiickon ®eagepauyuun” unm "YBONEH B CBA3WU C MpeKpaLleHWeM Aonycka K rocyaapCTBEHHON TalHe,
nyHKT 12 ctatbu 81 Tpygosoro kogekca Poccuiickon $egepayun”.

5.4. MNpu npekpaweHun TPyaO0BOro AOrosopa no obCToATENbLCTBAM, HE 3aBUCALLMM OT BOMW CTOPOH, B
TPYAOBYIO KHMXKKY BHOCUTCS 3anuCb 06 OCHOBAHMAX MpeKpawleHnsa TPy4O0BOro AOroBopa CO CCbINKOW Ha
COOTBETCTBYHOLLUMI NYHKT cTaTbk 83 Tpyaosoro kogekca Poccuinckon egepauuu.

HanpuMep: "YBOneH B CBA3M C Heu3OpaHMEM Ha AOMKHOCTb, NYHKT 3 crtatbk 83 TpyaoBOro Kogekca
Poccuiickoin ®epepauun” unu "TpyaoBon AOrOBOP NPEKPALLEH B CBA3N CO CMEPTbIO paboTHMKA, NYHKT 6
cratbu 83 TpyaoBoro kogekca Poccuinickon egepauyun”.

5.5. Mpu npekpaweHun TPyLOBOrO AOroBopa Mo AOMOSIHUTENbHLIM OCHOBAHUAM, MPEdyCMOTPEHHbIM
TpyaoBbiM KogekcoM Poccuiickon degepauun unum uHbIMU dpegepanbHbiMU 3aKOHaMK, B TPyAOBYIO
KHWKKY BHOCATCA 3anucu o6 yBOMbHEHMU (MpeKpalleHuu TPyaoBOrO AOroBopa) CO CCbIIKOW Ha
COOTBETCTBYIOLLUYIO cTaTbio TpyaoBoro kogekca Poccuickon Pepepauumn unum uHoro degepanbHoro
3aKoHa.

Hanpumep: "YBOoneH B CBsI3W C MOBTOPHbIM B TedeHWe roga rpybbiM HapylleHMeM ycTaBa
o0pasoBaTenbHOro yupexaeHus, nyHkT 1 cratbn 336 TpyaoBoro kogekca Poccuiickon deagepaummn” nnu
"YBONEH B CBA3M C [JOCTMKEHWEM MPEAENbHOIN0 BO3pacrta, YCTAHOBMIEHHOrO AN 3aMelleHus
rocyaapCTBEHHON AOMKHOCTU rOCyAapcTBEHHON CcnyxObl, NyHKT 2 (1) cTaTbn 25 deaepanbHOro 3akoHa
o1 31.07.1995 N 119-d3 "O6 ocHoBax rocyaapcTBeHHON cnyxo6bl Poccunckon deaepaummn”.

5.6. Mpu pacTopXKeHWM TPyAOBOrO AOrOBOpa NO WHUUMATMBE pabOTHMKA MO MPUYMHAM, C KOTOPbIMM
3aKOHOAaTenNbCTBO CBA3bIBAET MNPEAOCTaBMNEHWe OMpeAeneHHbIX NbroT U MPeWMyLLecTB, 3anucb 06



yBOJNbHEHUM (NPEKpaLLEHUM TPYAOBOrO 4OroBOpa) BHOCUTCH B TPYAOBYH) KHWMXKY C YKa3aHUEM 9TUX
npuymH. Hanpumep: "YBoneHa no COOGCTBEHHOMY >KEMaHMIO B CBS3M C NepeBOAOM Myxa Ha paboTy B
OPYIy0 MecTHOCTb, NyHKT 3 ctatbn 77 Tpygosoro kogekca Poccuiickon degepauyun” unu "YsoneHa no
COOCTBEHHOMY XKENMaHUK B CBA3KM C HEOOXOAMMOCTBIO OCYLLECTBMEHUS yxoda 3a peOeHKoM B BOo3pacte
0o 14 net, nyHkT 3 ctatbn 77 TpyaoBoro kogekca Poccuiickon degepaunn’.

6. OCOOGEHHOCTH 3aNOSIHEHUA CBeAeHUI 00 YyBONbHEHUU (NpeKpaLweHUu TPyA0BOro A0rosopa) u
npueme (HasHa4YeHUM) Ha paGoTy B CBA3M C NepeBOAOM PACOTHUKA Ha APYIYH NOCTOAHHYHO
paboTy k gpyromy paéorogartento (B Apyryro OpraHM3aumio) uim ero nepexoaom Ha BblIGOPHYHO
paboTy (OOMKHOCTDL)

6.1. MNMpu yBONbHEHUMN (NpEKpaLLEeHUN TPYA0BOro 40roBopa) B CBA3U C NepeBOAOM paboTHUKA HA APYryio
NOCTOAHHYIO paboTy Kk Apyromy pabotogarento (B Apyryto opraHusauuio) B rpacde 3 pasgena "CeegeHus
0 paboTe" TPyAOBOM KHWXKU YKa3blBAeTCH, B KAKOM NOPSAKE OCYLECTBNAETCA nepeBoA: no npockbe
paboTHMUKA UNK C ero cornacus.

Mpu npueme Ha HOBOE MECTO paboTbl B TPYAOBON KHWXKKE paboTHUKA B rpadye 3 pasgena "CBeaeHus o
paboTe" genaetcs 3anucb, NpegycMoTpeHHas n. 3.1 HacTtodwen VMIHCTpyKUMK, C yKkazaHMemM npu 3TOM,
4yTO PabOTHMK NPUHAT (HAa3HAYEH) B MOpsaAKe NepeBoaa.

6.2. Mpu yBONMbHEHWM (NPeEKpaLleHun TPyAOBOro AO0roBopa) B CBA3M C MNepexoaomM paboTHMKa Ha
BbIOOPHYIO paboTy (AOMKHOCTL) K Apyromy patotoaarento (B Apyryto OpraHusauuio) B TPya0BON KHUXKKE
JenaeTcsa 3anucb: "YBONEH B CBA3M C NMEPEXoaOM Ha BbIOOPHYIO paboTy (QOMKHOCTL) B (YKa3blBAETCS
HaMMeHOBaHuWe opraHusauun), NyHKT 5 ctaten 77 TpyaoBoro kogekca Poccuiickon degepaunn’.

Ha HoBomM MecTe paboTbl Mocne ykasaHusd MOMHOIMO0 HaUMEHOBAHMA BbLIOOPHOIO OpraHa, a TaKke
COKpaLLEHHOro HauMeHoBaHuSA BbLIBOPHOro opraHa (Npu ero HanuuuK) B rpadpe 3 pasgena "CBeaeHus o
paboTe" Tpya0BON KHWXKKM AEenaeTcs 3anucb 0 TOM, Ha Kakyto paboTy (4OMmKHOCTb) n3bpaH paboTHUK, a B
rpadye 4 ykasblBaeTcsa pelueHne BoIDOPHOro oprada, gara u HOMep ero NpPUHATUS.

7. OCOGEeHHOCTH 3anOSIHEHUA aAybnukaTa TPyA0BON KHNXKN

7.1. Oybnukat TPyaoOBOM KHMXKKM 3anonHAETCA B COOTBETCTBMM C pasgenamu 1 - 6 Hacrosiwen
UHCTpYKUMN.

7.2. Ecnu paBGoTHUK A0 NOCTYMNEHMSA B AaHHYIO opraHu3auuio (K gaHHomy pabortoaartento) yxe paboran,
TO npu 3anonHeHMn aybnukarta TpyaOBOW KHWKKKM B pasgene "CBeaeHusa o pabote" B rpade 3, npexae
BCEro, BHOCUTCS 3anucb 06 obLuem u/unu HenpepbIBHOM TPYA0OBOM CTaxe paboTbl B kKavecTBe paboTHuMKa
40 NOCTynfneHuMda B JaHHyl opraHusaumio (K gaHHoMy pabortogateno), noaTBEep>KAEHHOM
COOTBETCTBYIOLLMMMN JOKYMEHTAMM.

OO6 WKt cTax paboTbl 3aNMCbIBAETCH CYMMAapHO, TO €CTb YKa3biBaeTcsl 06LLee KONMYeCTBO NET, MecsLEB,
AHel paboTbl Ge3 yToOuHeHus, y kakoro paboTogatensi, B Kakue NEepuodbl BPEMEHW M HA Kakux
AOMKHOCTAX paboTan B MPOLUNOM Briagenew, TPYA0BOM KHUXKH.

Mocne atoro O6WMIA W/MNKM HENpPEpPbIBHbIA TPYAOBOW CTa)k paboTbl, NOATBEPXAEHHbLIN Haanexaile
OPOPMMEHHBIMU  JOKYMEHTaMu, 3anucbiBaeTCad MO OTAEeNbHbIM nepuogam paboTebl B CReaylolemM
nopsiake: B rpace 2 ykasbiBaetTca gara npuema Ha paboty; B rpadpe 3 3anucCbiBaeTCAa HaMMEHOBAHUE
opraHusauuu (pabotogarens), rae paboran paboTHUK, a TaKkKe CTPYKTYPHOE noapasgeneHue m paborta
(OOMKHOCTL), CrMeuManbHOCTb, npodeccusi ¢ ykasaHUEM KBanudukauuu, Ha KOTOPYH Oblnm MpUHAT
paboTHUK.

Ecnu npeacraBneHHbIMM JOKYMEHTaMU MOATBEPXOAAETCHA, 4TO pabOTHUK NepeBOAWNCS Ha APYryo
NOCTOAHHYIO paboTy B TOW e opraHusauum (y TOro xe paborogarens), To o6 3TOM TaKkKe AenaeTcs
COOTBETCTBYOLLASA 3aMnuCh.

3atem B rpadhe 2 ykasblBaeTCA garta yBOnbHEHUS (npekpalleHua TpyaoBoro gorosopa), a B rpade 3 -
npuyMHa (OCHOBAHWE) YBOJIbHEHUS, €CNWM B NPEACTaBEHHOM PabOTHUKOM AOKYMEHTE MMEIOTCA Takue
JaHHbIE,



B Tom cnyyae, Korga AOKYMEHTbl HE COAEpXaT MOMHOCTbIO YKasaHHbIX Bbille CBeAeHW o pabote B
NpoLUriom, B AyGnuKaT TPyAOBON KHUKKU BHOCSITCS TONbKO UMEIOLMECS B JOKYMEHTaX CBEAEHNSI.

B rpade 4 ykasbiBaeTca HauMMeHOBaHWe, gata U HOMep AOKYMEHTa, Ha OCHOBaHWW KOTOPOro
npou3eBeAeHbl COOTBETCTBYWOLIME 3anucu B aybnukate. OpurmHanbl AOKYMEHTOB, MOATBEKAAIOLLMX
cTaxk paboTbl, NOCNE CHATUSA C HUX KOMWUIA WM HAANEXaLero ux sapepeHusa paborogatenem unu KagpoBon
cnyx0oi BO3BpaLLalTC ux Bnagenouy. Pabotogarens obA3aH okasaTb coaencTBue paboTHUKY B
nonyvyeHun AOKYMEHTOB, MOATBEPXOAOWMX CTaX ero paboTbl, NPEALUECTBYIOLLMA MOCTYNMEHUIO Ha
paboTy K AaHHOMY paboToaartenio.
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