NPABUTENBLCTBO POCCUNCKON ®EQEPALIUM

NMOCTAHOBJEHUE
oT 16 anpena 2003 r. N 225

O TPYOOBbIX KHMXKKAX
(B pea. NoctaHoBneHwii MpaBuTtenbctea PP ot 06.02.2004 N 51, o1 01.03.2008 N 132, ot 19.05.2008 N 373)

B cootBeTCcTBUM CO CcTaTben 66 TpyaoBoro kogekca Poccuiickon Peagepauymmn MNpaButensCcTtBO Poccunckon
degepaumm NOCTAHOBNSAET:

1. YTBEPAUTL NpUnaraemMsole:;

dopmMy TPpyaOBON KHWXKKM U dOPMY BKNagbilla B TPYAOBYIO KHUXKY:;

MpaBuna BegeHnsa U XpaHeHUs TPYAOBbIX KHUXKEK, U3roTOBNEHMSA BNaHKOB TPYAOBON KHWKKM M oBecneyeHmns
ummn paborogarenen.

2. YCTaHOBUTL, YTO TPYAOBbIE KHMXKKM HOBOrO 06pasua BBoAATCA B Aeictaue ¢ 1 aHpapsa 2004 r.

Umetowmecs y paboTHMKOB TPYAOBLIE KHWXKKM PaHEE yCTaHOBMEHHOro obpasua AenCTBUTENbHbI U OOMEHy
Ha HOBbIE HE NoAnexar.

3. MuHucTepctBy dhmHaHcoB Poccuiickon ®eagepauuu:

a) yTBepauTb 0bpasLbl TPYA0BON KHWXKM U BKNAAbILIA B HEE, a TaKKe TEXHUYECKne TpeboBaHusa K M3rotos-
NeHuto nx BNaHKoB;

6) obecneuntb HA NOABEAOMCTBEHHbIX NPEANPUSATUAX U3rOTOBMNEHUE NO eauHOMY 00pa3suy GrnaHKkoB Tpyao-
BOM KHWKKW MBKIAAbILLA B HEE;

B) YTBEPAMTL NOPAAOK obecneyeHusa pabotogarenen 6bnaHkamu TPYA0BOW KHUXKKA W BKMaAbILLA B HEE.

4. MUHUCTEPCTBY 34paBoOXpaHEHNsa U counanbHOro passutus Poccuinckon egepauuu:

a) yTBEPAUTb MHCTPYKLUMIO NO 3aNOSTHEHUIO TPYAOBLIX KHUXKEK;

0) AaBaTb pasbACHEHUS NO BONPOCaM NpuMeHeHus MNpasun, yTBEPXKAEHHbIX HACTOAWMUM [OCTaHOBEHNEM.

(n. 4 B pea. MNoctaHoeneHnud NMpasutenscrea PP ot 01.03.2008 N 132)

(CM. TEKCT B NpeablayLUen peaakummn)

5. OpraHam ucnonHUTENbHOM BNacTn cybbekToB Poccuiickon egepaumm nposectn Heobxoaumyto paboty
MO BBEAEHMIO B OPraHM3auusax, HaxX04sALWMXCA HA X TEPPUTOPUM, TPYAOBbIX KHUXKEK U BKNAAbILLEN B HUX HOBOTO
obpasua.

MNpeacenatens MNpaBsuTenscTBa
Poccuiickon degepauun
M.KACbAHOB

YTBepxaeHa
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YTBepxaeHa

MNoctaHoBneHnem MNpaButenscTea
Poccuiickon degepauun
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®OPMA BKNAIbILWA B TPYAOBYIO KHVXKKY

BKNAObILW B TPYOOBYIO KHVDKKY
(6e3 TpyaoBOI KHUXKKWN HEAENCTBUTENEH)

Fepd
Poccuiickon degepauun
damunuga
Nma
OT14ecTBO

Harta poxgeHuna

(4mcno, mecsad, roa)
O6pasoBaHue
MNpodheccusa, cneunanbHOCTb

[aTa 3anonHeHus

(4mcno, mecsad, roa)
Moanuchb BNagenbLa KHUKKKN

MoAnuck NuLAa, OTBETCTBEHHOTO 3a BeJleHNe
TPYAOBbIX KHUXEK
M.IT.

(pa3bopunso)

Bknaabllu B TPyAOBYIO KHUXKKY M3roTaBMMBAETCA MO YTBEPXKAEHHON hopme TPyaOBOW KHMWKKU. OBbeMm
BKnaabiwa: "CeeaeHua o pabote" - 9 pa3BopoToB, "CBeaeHMs O HarpaxaeHusix" - 8 pa3sopoToB.

YTBEpPXaeHbI

MNoctaHoBneHnem MNpaButenscTea
Poccuiickon degepauun

oT 16 anpena 2003 r. N 225

NMPABUNA
BEAEHUA U XPAHEHUA TPYAOBbIX KHUXEK, U3rOTOBJIEHUA .
BJIAHKOB TPYAOBOW KHVXXKN N OBECTNEYEHUA UMW PABOTOOATENEN

(B pea. NoctaHoBneHwii MpaBuTtenbctea PP ot 06.02.2004 N 51, o1 01.03.2008 N 132, ot 19.05.2008 N 373)

|. OBwme nonoxeHus

1. Hactoswue MNpaBuna ycraHaBnuBalT NOPSAAOK BEAEHMA U XPaHEHUS TPYAOBbIX KHWXKEK, a Takke NOPsaaoK
N3rotoBneHna 6naHKoB TPya0BOM KHWKKM U oBecneveHns umun pabotogartenen.

2. TpyaoBas KHWKKA ABMSETCA OCHOBHbIM JOKYMEHTOM O TPYAOBOW AEATENbHOCTU U TPYAOBOM CTaxe pa-
OOTHMKA.

3. Pabotogarens (3a uckniovueHueM paborogarenen - puUan4ecKux nNuu, He ABMSAIOLWMXCA UHANBUAYaNbHbI-
MKW MpeanpUHMMaTENsMK) BeAEeT TPYAOBbLIE KHWXKKU Ha Kaxkaoro paboTHuka, npopaboTaBLUero y Hero Cabille
naTu gHen, ecnu pabota y gaHHoro paborogarena sisnaetca ana paboTHMKA OCHOBHOM.

Pabotogatens - uanyeckoe nuuo, ABMALWMACA UHAMBUAYANbHLIM NpegnpuHuMartenem, obasaH Bectu
TPYOOBbIE KHUXKKM HA Kaxkaoro paboTHuka B nopsgke, yCTaHOBNEHHOM TpyaoBbiM kogekcoMm Poccuiickon deae-
pauun U UHbIMU HOPMAaTUBHBLIMKU NPAaBOBLIMKU akTamu Poccuiickon ®eagepauun.

Pabotogatens - dyusamdeckoe nuuo, He ABNAIOWMWACA WHAMBUAYAmNbHLIM MPeanpUHUMATENEM, HE UMEET
npaea Npou3BOAMTL 3aNUCU B TPYAOBLIX KHWMXKKAX PaBOTHUKOB U OPOPMAATL TPYAOBbIE KHWXKKM PaBOTHUKAM,
NpUHUMAaEMbIM Ha paboTy BnepBbIE.

4. B TpyoOBYIO KHMXKKY BHOCATCA CBeAEHMA 0 pabOTHUKE, BLIMOMHAEMOW MM paboTe, nepesode Ha APYryto
NOCTOSAHHYKO paboTy U 06 yBOMbHEHMM pabOTHMKA, a Takke OCHOBAHMS MpPEeKpalleHus TpyaoBOro 4OroBopa U
CBEEHMS O HarpaxgeHuu 3a ycrnexu B pabore.

5. CBeAEeHUs 0 B3bICKAHMAX B TPYAOBYIO KHUXKKY HE BHOCATCS, 3@ UCKIIOYEHUEM CMyYaeB, Korgaa gucumnnu-
HapHbIM B3bICKAHUEM ABMSIETCA YBONbHEHUE.

6. TpyaoBble KHWXKKM BEAYTCH Ha rocyaapcTBEHHOM A3blke Poccuiickon degepaunn, a Ha TEPPUTOPUN pec-
nyénukn B coctaBe Poccuiickon deaepaumm, yCTaHOBMBLLEN CBOW rOCYyAapCTBEHHbIN 513bIK, 0pOpMNneHune Tpy-



OOBbIX KHUXEK MOXET Hapsaay C rocyaapCTBeHHbIM S3bIKOM Poccuiickon degepayumn BeCTUCbL M Ha rocyaapcT-
BEHHOM S3blke 3TOW pecnyOnuku.

7. Pabotogarenb 0693aH N0 NMCbMEHHOMY 3asiBIIEHMIO pabOoTHUKA He no3aHee Tpex paboynx AHEN CO AHSA
ero nogayu BolgaTb PabOTHUKY KOMUKO TPYAOBOW KHVXKKU MIM 32BEPEHHYIO B YCTAHOBIIEHHOM NOPSAAKE BbIMUCKY
N3 TPYAOBOW KHUXKKU.

Il. BeaeHune TpyaoBbIX KHUXEK

8. OchopMneHne TPyAOBON KHUMXKM paBOTHUKY, MPUHATOMY Ha paboTy BnepBble, ocyllecTBnAeTca paboTo-
JaTternemM B MPUCYTCTBUM PabOTHUKA HE NO3AHEE HEAENMbLHOIO CPOKa CO AHA NpUeMa Ha paboTy.

9. B TpyaoBYIO KHWKKY MpK ee 0hOPMIIEHUN BHOCATCS CrieAyoLmne CBeaeHns 0 paboTHUKE:

a) chamunus, ums, OTYECTBO, gaTta pPoXaeHua (MMCcno, Mecs, rog) - Ha OCHOBaHMK NacnopTa UNKu UHOro Ao-
KyMEHTa, y4OCTOBEPSIOLLErO NMMYHOCT;

0) obGpasoBaHue, npodeccust, CNeUManbHOCTb - HA OCHOBAHUM AOKYMEHTOB 06 obpaszoBaHun, o kBanuduka-
LUK UIIU HANUYMKU CIELManbHbIX 3HAHWA (NPY NMOCTYNNEHUU Ha paboTy, TPEOYIOLLYIO cneuuanbHbIX 3HAHUIA UK
cneyunansHON NOArOTOBKK).

10. Bce 3anucu 0 BbinonHAemon paboTe, nepeBode Ha APYrylo MOCTOSAHHYH paboTy, KBanudukauum,
YBOJIbHEHUU, A TAKKE O HArpaXkgeHuu, Npom3BeeHHOM paboTogaTenem, BHOCATCS B TPYAOBYIO KHIDKKY Ha OC-
HOBaHMM COOTBETCTBYIOLLEr0 nMpukasa (pacnopsbkeHus) pabotogaTensd He no3gHee HeAenbHOro cpoka, a npwu
YBOJIbHEHUU - B A€Hb YBOJIbHEHUS U JOIMKHBI TOUHO COOTBETCTBOBATL TEKCTY MpUKa3a (PacnopsikeHus).

11. Bce 3anucu B TPYAOBOI KHUXKE MPOM3BOAATCA Be3 Kakux-nmbo COKpaLLEHUIn U UMEIOT B Npeaenax cooT-
BETCTBYIOLLErO pasgena CBoi NOpAAKOBbLIA HOMED.

12. C ka0 BHOCUMON B TPYAOBYIO KHWXKKY 3aMUCb0 O BbINOMNHSAEMON paboTe, nepeBoae Ha Apyryto no-
CTOSAHHYIO paboTy M yBONbHEHUM paboTogartenb 00A3aH 03HAaKOMUTbL €€ BnajensLa nog PoCnuchb B €ro JIMYHOW
KapTOuyKe, B KOTOPOW MOBTOPSAETCSH 3anuCh, BHECEHHASA B TPYAOBYHO KHUXKKY.

dopmMa nu4HOM KapTOUKM yTBEpXAaeTca PeaepanbHOW Cny>00i rocy1apCTBEHHON CTAaTUCTUKMK.

13. Tpyaosasa KHUXKKa 3aNONHAETCA B Nopsake, yTeepxaaeMom MUHUCTEPCTBOM 34paBOOXPaHEHUA U COLU-
anbHOro passutua Poccuiickon ®eaepauun.

14. 3anucu B TPYAOBYIO KHWKKY O MPUYMHAX NPEKpaLLeHus TPy40BOro AOr0BOPa BHOCATCA B TOYHOM COOT-
BETCTBUU C hopmynupoBkamu TpyaoBoOro kogekca Poccuiickon degepauun unm MHOro pegepansHoro 3akoHa.

15. MNMpu npekpalleHM TpyaoBoro A0rosopa Mo OCHOBaHUAM, NPEeAYCMOTPEHHLIM cTaTbein 77 TpyaoBoro
kogekca Poccuiickor degepaunn (3a UCKITIOYEHUEM ClydYaeB pPacTOPXKEHUSA TPYAOBOro 4Oroeopa no MHuumaTtu-
Be pabotogarens u no o6CTOATENLCTBAM, HE 3ABUCSILLIMM OT BOMKU CTOPOH (MYHKTbI 4 n 10 3TOR CcTaTb)), B TPY-
JOBYIO KHWKKY BHOCUTCS 3anucb 00 yBOMbHEHMU (MPeKpaLeHun TPy40BOro 4OroBopa) CO CChbINIKOW Ha COOTBET-
CTBYIOLLMI NMYHKT YacTWU NepBOi yKa3aHHOW CTaTbu.

16. MNpu pacTop>keHMn TPyAOBOro AOrOBOpa Mo MHUUMaTuBe pabotogatrens B TPYAOBYIO KHMXKKY BHOCMTCSH
3anucb 06 yBONbHEHMM (MPEKPALLIEHUN TPYAOBOrO A0roBOPA) CO CChINKOM HA COOTBETCTBYIOLUUIA MYHKT CTaTbu 81
Tpyaosoro kogekca Poccuiickon ®eaepayun.

17. Mpwu npekpaLyeHum TPya0BOro AOroBopa no 00CTOATENbLCTBAM, HE 3aBUCALLMM OT BOMAWU CTOPOH, B TPY-
JOBYIO KHWXKKY BHOCUTCS 3anUCb 00 OCHOBAHMAX MPeKpaLLeHUs TPy40BOro 4OroBopa cO CCbIfIKOW Ha COOTBETCT-
BYIOLUMI NYHKT cTaTbk 83Tpyaosoro kogekca Poccuinckon ®egepauuu.

18. MMpu npekpaLleHun Tpya0BOro 4oroeopa no Apyrum OCHOBaHUAM, NPegyCMOTPEHHbIM TpyaoBbIM KOAEK-
com Poccuiickon ®egepauun Unu UHbIMK heaepanbHbIMU 3aKOHAMKU, B TPYAOBYKO KHUXKY BHOCUTCS 3anucb 06
YBONbHEHUN (NpeKkpaweHn Tpya0BOro 4OroBopa) Co CCbISIKOM Ha COOTBETCTBYIOLLME CTATbIO, MYHKT TPyaoBOro
kogekca Poccuiickon egepauum unu nHoro doegepanbHOro 3akoHa.

19. Mpu npekpawieHum TpyaoBOro Aorosopa ¢ pabOTHUKOM, OCYXKAEHHbIM B COOTBETCTBMM C NMPUrOBOPOM
cyZa K NMUALLEHWIO NpaBa 3aHUMAaTb ONpPeaeneHHble JOMKHOCTM UMM 3aHUMAaTbCs ONPEAENeHHON AEeATEeNbHOCTbLIO
U He OTOBLIBLLUMM HaKa3aHue, B TPYAOBYIO KHUMXKKY BHOCMTCS 3anucb O TOM, HA KAKOM OCHOBAHMU, Ha KAKON CPOK U
KaKkylo AOJPKHOCTb OH JIMLIEH NpaBa 3aHMMaTh (Kakow AeATENbHOCTLIO NIULLEH NpaBa 3aHMMaThes).

20. CeegeHua o pabore No COBMECTUTENLCTBY (06 yBOMbHEHUM C 3TOW paboTbl) NO >enaHuto paboTHuka
BHOCATCHA MO MECTY OCHOBHOW paboThkl B TPYAOBYIO KHUXKKY HA OCHOBaAHUM AOKYMEHTA, NoagTBepaatLlero pado-
Ty MO COBMECTUTENLCTBY.

21. B TPyAOBYIO KHWKKY MO MECTY paboThl TaKke BHOCUTCH C YKa3aHUEM COOTBETCTBYIOLLMX JOKYMEHTOB 3a-
MUCh:

a) 0 BPEMEHU BOEHHON CNy>0bl B COOTBETCTBUM C deaepanbHbIM 3aKOHOM "O BOMHCKOW 00513aHHOCTUM U BO-
€HHOW cnyx0be", a Takke 0 BpeMeHU Cny0bl B OpraHax BHYTPeHHUX aen, FocyaapCTBEHHON MPOTUBONOXKAPHOW
cnyx06e Munucrepcrea Poccuiickon ®eaepauun no genam rpaxaaHckon 060pOoHbI, Ype3BblHaNHbIM CUTYaLUsIM
U NUKBMAALUU NOCNEACTBUIA CTUXMIAHLIX DEACTBUN, YYPEXKOEHMAX U OpraHax yrornoBHO-UCMONMHUTENbHON CUCTe-
Mbl, OpraHax HanoroBon MOMMLMKU, OpraHax no KOHTPOMIO 3a 060POTOM HAPKOTUYECKUX CPEACTB M MCUXOTPON-
HbIX BELLIECTB Y TAMOXEHHbIX OpraHax;

0) 0 BpeMeHn oBy4yeHUs Ha Kypcax U B LUKOMAax MO MOBLILEHWIO KBanudukaummu, no nepeksanmdpukayum um
NoAroTOBKE KaapoB.

22. COOTBETCTBYHOLLME 3aMUCU, BHECEHHbIE B TPYAOBYHK KHUXKY NUL, 0CBOBOXAEHHbIX OT paboTbl (A0MKHO-
CTKN) B CBSA3U C HE3AKOHHLIM OCY>XAEHUEM NMUOO OTCTPAHEHHbIX OT AOMKHOCTU B CBA3W C HE3AKOHHLIM MPUBMEYe-
HUEM K YrOSIOBHOW OTBETCTBEHHOCTU, YCTAHOBJIEHHLIMW COOTBETCTBEHHO OMpaBAaTENbHbIM MPUrOBOPOM Nnbo
NOCTaHOBIIEHUEM (ONpedeneHmem) O NpPekpaLLeHU yrofnoBHOro gena 3a OTCyTCTBMEM CODbITUS MPecTynneHus,



32 OTCYTCTBMEM B AE€SHMU COCTaBa MPeCTYNIeHUs Umn 3a HeJOKa3aHHOCTBIO UX y4acTUA B COBEPLUEHUN MPECTy-
nneHus, NPUM3HaTCA HeAenCcTBMTENbHBIMKU. PaboTtogatens No MMCbMEHHOMY 3asdBfeHul0 paboTHUKa BblAaeT
eMy aybnukart TpyaoBOW KHMKKM 6e3 3anucy, NPU3HAHHON HeAEeNCTBUTENLHON. ybnukaT Tpya0BOW KHUXKKW Bbl-
JAaeTcs yKazaHHbIM fMuaM B NOPsAKe, yCTaHOBNEHHOM HacToAwmMmu Mpasunamu.

B TpyaoBble KHWKKM NUL, OTOLIBLUMX MCMpaBUTENbHbIE PaboThbl 6e3 nuuweHus cBoboAbl, BHOCUMTCHA N0 MECTY
paboTbl 3anMMCb O TOM, YTO BPeMs paboTbl B 9TOT NEPMOA HE 3aCHMTLIBAETCA B HENPEPLIBHbIA TPYAOBON CTaX.
YKasaHHas 3anuCb BHOCMTCH B TPYAOBbLIE KHMKKM MO OKOHYAHMU (PAKTUHECKOrO CpoKa OTOLITUSA Haka3aHus, KO-
TOPbLIN YCTaHaBMMBAETCA NO CNpaBKaMm OPraHOB BHYTPEHHUX Aen.

Mpn yBOMBHEHWUM OCYXXOEHHOTO ¢ PaboTbl B YCTAHOBMIEHHOM NOPSAKE W NOCTYMNSIEHUU €r0 Ha HOBOE MECTO
paboTbl COOTBETCTBYIOLLME 3AMMCH BHOCATCA B TPYAOBYIO KHWXKKY B TOW OpraHm3auum, B KOTOPYH OH Obin NpUHAT
UK HanpaeneH.

23. Tpy¥ BOCCTAHOBIIEHUMU B YCTAHOBJIEHHOM NMOPSAKE HEMPEPLIBHOIO TPYAOBOIO CTa)Kka B TPYAOBYIO KHUXKKY
paboTHWKa BHOCUTCS MO MOCNEAHEMY MECTy paboThl 3anNUCb O BOCCTAHOBMIEHUM HEMPEPBLIBHOIO TPYAOBOrO CTa-
»ka C yKasaHueM COOTBETCTBYIOLLETO AOKYMEHTA.

24. B TpyaoBYO KHWXKKY BHOCATCA CneayoLwme CBe4eHnsa 0 HarpaXaeHumn (noowpeHun) 3a TpyaoBble 3acny-
y7h

a) 0 HarpaXk4eHWM rocyaapCTBEHHbIMU HarpagamMu, B TOM YMCNE O NPUCBOEHUU FOCYAapPCTBEHHbIX NOYETHBIX
3BaHMIN, HA8 OCHOBAHWW COOTBETCTBYIOLLMX YKA30B U UHBIX PELUEHWIA;

0) 0 HarpakaeHum MOYETHLIMWU FPamoTamMu, MPUCBOEHUM 3BAHWUW W HArPa>KAEHWM HArpygHbIMW 3HAKaMW,
3Ha4YKaMu, AUNIIOMaMm, MOYETHLIMK rPaMoTamMm, MPOU3BOAUMOM paboTogaTensamu;,

B) 0 ApPYrMx BUAax NOOLLUPEHUS, NPEeAYCMOTPEHHbIX 3aKkoHoAaTeNbLCTBOM Poccuinckon degepauun, a tTaKke
KONMMEKTUBHLIMKU JOrOBOpaMM, NMpaBuiiaMnm BHYTPEHHErO TPYAOBOrO pacnopsgka, yctaBamMu U NOMOXEHUAMU O
AUCUUMITUHE,

25. 3anucu 0 npemuax, npegycMOTPEHHbIX CUCTEMON onnaTthl Tpyaa WNKU BbiNNa4YnBaeMbIX Ha PErynsapHon
OCHOBE, B TPYAOBLIE KHWXKKA HE BHOCATCS.

[ll. BHECEHNE N3MEHEHMI N UCNPABMNEHWUIA B TPYAOBYIO KHUXKKY. JyGnukaT TpyaoBOW KHUXKU

26. NlameHeHue 3anucen o dbamunuu, UMEHMU, OTYECTBE U JaTe poXaeHus, a Takke o6 obpasoBaHuu, npo-
dreccun u cneuyuansHOCTH paboTHUKA NPou3BoaUTCA paboTtogartenemM no NocnegHeMy Mecty paboTbl Ha OCHO-
BaHUM Nacnopra, CBUAETENbCTBA O POXKAEHUM, 0 Bpake, 0 pacTopxeHun Bpaka, 06 M3MEeHeHun amMmunun, nme-
HU, OTYECTBA U APYIUX JOKYMEHTOB.

27. B cny4ae BbISABIIEHUS HEMPABUABLHOW MU HETOYHOW 3anucu B TPYAOBOW KHWXKE UCNpPaBSfiEHUE ee Npo-
M3BOAUTCA MO MEeCTy paboTbl, rae Oblna BHECEHA COOTBETCTBYIOLLAA 3anucb, Nnbo pabotogarenem no HOBOMY
MecTy paboTbl HAa OCHOBAHWM OPMLMANBLHOrO AOKYMeHTa pabotoaarens, gonyctueliero owmbky. Pabortoaa-
Tenb 00a3aH B 3TOM criydae okasaTb paboTHMKY npu ero oGpaweHnn HeoBX0AUMYH NOMOLLb.

28. Ecnu opraHusaums, Kotopas Mpou3BeNna HEMpPaBuITbHYK UMM HETOYHYHK 3anuCb, PEOPraHn3oBaHa, uc-
npaBfeHne Npom3BOAMTCA €€ NPaBONPEEMHUKOM, a B Criyyae nukBMaauuu opraHusauum - pabotogatenem no
HOBOMY MECTY paboTbl HA OCHOBaHUM COOTBETCTBYIOLLETO AOKYMEHTA.

Ecnn HenpaBunbHas unuM HETOYHAA 3anuUCb B TPYAOBOW KHWXKE npou3BegeHa pabotogatenem - uaunye-
CKUM JULOM, SBMSIOWMMCS MHAMBUAYANbHLIM MPeanpuHUMaTenem, n AeATENbHOCTb ero npekpaileHa B ycra-
HOBMEHHOM MopsAKe, UcnpaeneHne npouw3soauTca pabotogaTenem no HOBOMY MeCTy paboTbl HA OCHOBAHWM
COOTBETCTBYIOLLIETO A OKYMEHTA.

29. NcnpaBneHHble CBEAEHMA OOSDKHbI MOMTHOCTHIO COOTBETCTBOBAThL AOKYMEHTY, Ha OCHOBAHMKU KOTOPOro
OHM ObINM ucnpaeneHbl. B cnydae yTpaTbl TAKOrO AOKYMEHTA NMOO HECOOTBETCTBUS €ro (pakTu4eckn BbINOr-
HABWeNCcA paboTe mcnpaBneHWe cBeAeHui 0 paboTe NPoM3BOAMTCA HAa OCHOBAHWMW APYIMX AOKYMEHTOB, MOA-
TBEPXKAAKOLWUX BLINOMHEHUE PaboT, HE YyKa3aHHbIX B TPYAO0BON KHUKKE.

CeuaeTenbCckue NokasaHmsa He MOTYT CMY>KUTb OCHOBAHUEM AN MCNPAaBIIEHUS BHECEHHbIX PaHee 3anucen,
32 UCKITIOYEHMEM 3aMUCEN, B OTHOLLEHMM KOTOPbIX MMEETCH CyaebHOe peLleHune, a Takke cnyyaes, npeaycmor-
PEeHHbIX NYHKTOM 34 HacTtoAwmx MNpasun.

30. B pasgenax TpyaOBOM KHUXKU, COAEPXALLMX CBeAEHUS O paboTe Unu CBeAeHUs O HarpaXxaeHuu, 3adep-
KMBAHME HETOYHbLIX UNN HEMNPAaBUSBHbLIX 3aNUCen He AONYCKAEeTCs.

M3MeHeHne 3anucer npou3BOAMTCA MYTEM NPU3HAHWMA MX HEAEWCTBUTENbHBLIMW U BHECEHUSA NPaBUNbHbIX
sanucen.

B Takom >xe nopsake npom3BoAMTCA U3MEHEHME 3anucu 06 yBONMbHEHMU paboTHMKA (MEPeBOAE HA APYryio
NOCTOAHHYIO paboTy) B Criydyae Npu3HaHMs yBONbHEHMA (NEPEBOAA) HE3AKOHHbIM.

31. Nuuo, yTpaTuBLlEe TPYAOBYIO KHWKKY, 00S3aHO HEMEAMNEHHO 3asaBUTbL 06 aTOoM paboTogarento mo no-
cnegHemy Mecty paboTbl. Pabotogartens BbigaeT paboTHUKY AyOnuKkaT TPYAOBON KHMXKKM HE no3fHee 15 aHen
CO AHA nogayvm paboTHUKOM 3asaBNEHUS.

32. Mpu ocopmneHun aybnukata TPyAOBOW KHUXKKU, OCYLLECTBNAEMOM B COOTBETCTBUM C HACTOALLMUMMU
MpaBunamu, B HErO BHOCATCS:

a) ceegeHusa 06 obuiem u (Mnu) HenpepbIBHOM CTaXke paboTbl pabOTHUKA A0 NOCTYMNEHMSA K AaHHOMY pabo-
TogaTenio, NOATBEMKIAEHHOM COOTBETCTBYHOLUMU JOKYMEHTAMU;

0) ceegeHus o paboTte U HarpaxkgeHum (MOOLLPEHUM), KOTOPbIE BHOCUIIUCH B TPYAOBYIO KHWXKKY MO Nocnes-
HEeMy MeCTy paboThbl.



OOwmn ctaxk paboTbl 3aNUCLIBAETCA CYMMAapHO, TO €CTb YKa3biBaeTca obLiee KONMMYeCcTBO FeT, MeCALEB,
AHen paboTbl 6e3 yTouHeHus pabotogarend, nepuoaos paboTbl U AOMKHOCTEN pabOTHUKA.

Ecnn JOKYMEHTbI, HA OCHOBAHMU KOTOPLIX BHOCWUITUCH 3aMUCKU B TPYAOBYIO KHWXKKY, HE COAEPKAT MOSHbIX
CcBeEeHuin 0 paboTe B NPOLUNOM, B AyOnukat TPyZ0BON KHUXKM BHOCATCH TONbKO MMEKOLMECS B 9TUX AOKYMEH-
Tax CBeAEeHus.

33. Mpu HanuMuuKM B TPYOAOBOW KHUXKKE 3anucu o6 yBONMbHEHUW UMK NEPEBOAE HA APYry paboTy, NPU3HaH-
HOW HEeAENCTBUTENLHOW, Pa0OTHUKY NO €r0 MMCbMEHHOMY 3a8BMEHMIO BbIAAETCH MO NOCNEAHEMY MECTY paboTbl
AyOnuKkaT TPyAOBOW KHWXKKM, B KOTOPLIA NEPEHOCATCH BCE MPOU3BEAEHHLIE B TPYAOBOW KHUXKKE 3amnucu, 3a UC-
KNOYeHneM 3anucu, NPU3HaHHON HeAEeNCTBUTENBHOM.

TpyaoBas KHWkKka opopMnSaeTcsa B yCTAHOBNEHHOM NOPSAAKE U BO3BPALLAETCA €€ BnagenbLy.

B Takom e nopsgke BbigaeTca Ay0nukat TPYAOBOW KHWKKM, €CNM TPYAOBAA KHWKKA (BKNAaAbIL) npuwuna B
HeroaHocTb (obropena, MopeaHa, ucnadvkaHa u T.n.).

34. MNpu maccoBon yTpate pabortogarenem TPyAOBbIX KHUXKEK pabOTHMKOB B pe3ynbTarte Ype3BblyaiHbIX Cu-
Tyaumin (9KONOrMYECKUe U TEXHOTEHHbIE KaTacTpodbl, CTUXMIAHLIE DeACTBUSA, MaccoBble Becnopagku U apyrme
upesBblvaliHble 06CTOATENLCTBA) TPYAOBON CTaX 9TUX PabOTHMKOB yCTAHABNMMBAETCA KOMUCCUEW MO YCTAHOB-
NEHNIO CTaxKka, cO34aBaeMOn opraHammu UCMONMHUTENbHOW BNacTn cybbektoB Poccuiickon Pegepaumn. B coctas
TakoW KOMUCCMM BKIOYAKOTCA NpeacraButenu paborogarenen, npodCo30B UMU UHBLIX YNOITHOMOYEHHbIX pa-
OOTHMKaMK NPeACTaBUTENBHLIX OPraHoB, a TaKke APYrMX 3auHTEPECOBAHHLIX OpraHM3auui.

YcraHoBneHue dpakta paboTbl, cBeAeHU 0 npodeccumn (40MKHOCTU) U nepuogax pabotel y gaHHoro pabo-
TogaTensa oCyLeCTBSAeTCq KOMUCCUEN HA OCHOBAHMU JOKYMEHTOB, MMEIOLUXCA y paboTHUKa (cnpaeka, npod-
COlO3HbIN DWMET, y4eTHasa KapTo4vka YneHa npodcolsa, pacyeTHasa KHKKA U T.M.), @ B Cny4ae ux OTCyTCTBMSA -
Ha OCHOBaHWM NOKa3aHMi ABYX U Donee cBMAeTENei, 3HaloLWwux paboTHMKA NO COBMECTHOW C HUM AEeATEerbHO-
CTW y oAHOro paborogatens unu B O4HOW CUCTEME.

Ecnn paboTHMK A0 MOCTYNneHus K gaHHOMy pabotogaTenio yxe paboTan, KOMUCCUS MPUHUMAET Mepbl K
NONy4YEHUIO JOKYMEHTOB, MOATBEMKIAIOLLMX 3TOT hakT.

Mo pesynbTatam paboTbl KOMUCCUMU COCTaBMSAETCA akT, B KOTOPOM YKa3blBalOTCA Mepuoabl paboTel, npo-
deccust (QOMKHOCTb) U NPOAOIKUTENBHOCTb TPYAOBOrO CTa)a paboTHuka.

PaboTogarens Ha OCHOBaHUM akTa KOMUCCUW BblgaeT paboTHUKY AyOnukaT TPya0BON KHUXKKN.

B cnyyae ecnu JOKYMEHTbI HE COXPAHUIUCH, CTaXK paboTbl, B TOM YUCIE YCTAHOBJIEHHBLIA HA OCHOBaHWUU
CBUIETENLCKUX MOKA3aHWN, MOXET ObITb NOATBEPXKAEH B CyaeOHOM nopsagke.

IV. Bblgaya Tpy40BON KHUXKKM NPW YBONbHEHUU (NpeKkpaweHn TPpyaoBOro 40rosopa)

35. MNpwu yBonbHeHUM paboTHUKa (NpekpaLleHun TpyaoBOro A0rosopa) BCe 3anucu, BHECEHHbIE B €ro Tpyao-
BYIO KHWXKKY 38 Bpems paboTbl y AaHHOro pabotogaTens, 3aBepaloTcs nognucelo pabotogartens unm nuua, oT-
BETCTBEHHOIO 3a BeAEHWE TPYAOBLIX KHIXKEK, MeYaTbio paboTtogaTensa M nognucbio camoro paboTHuka (3a uc-
KNIOYEeHUEM CriyvaeB, ykaszaHHbIX B NyHKTe 36HacTosawmx MNpasun).

Ecnu TpygoBas KHUXKKA 3anofHAanach Ha rocyaapcTBeHHOM s3bike Poccuiickon degepaymm n Ha rocygapcr-
BEHHOM s13blke pecnybnuku B coctaese Poccuiickoin deaepauun, 3apepaioTca oba Tekcra.

Pabotogarenb 06sa3aH BblgaTb pabOTHMKY B A€Hb YBOMbHEHUA (MOCNeAHUR AeHb paboTbl) ero TpyaoBykO
KHW>KKY C BHECEHHOIN B HEE 3anucblo 00 yBONbHEHUM.

Mpu 3agepxke Bblgayn paboTHUKY TPYAOBON KHWXKKM MO BUHE paboTogaTtens, BHECEHUN B TPYAOBYIO KHUKKY
HenpaBUNbHON WKW He COOTBETCTBYKOLWEN dheaepanbHOMY 3aKOHY DOPMYNUPOBKM MPUYUHLI YBOSIbHEHUS pa-
6oTHUKa paboTogaTtens 06a3aH BO3MECTUTb PABOTHUKY HE MOMYYEHHbIA UM 3a BCE BPEMS 3aep)Kku 3apaboToK.
[Hem yBonbHeHMs (MpekpalleHus TpyaoBOro AOroBopa) B 3TOM Chydae CYUTaeTCa AEHb Bbldadn TPYAOBOW
KHWXKn. O HOBOM AHE yBOMNbHEHUA paboTHuKa (NpekpalleHun TpygoBOro A40rosopa) usgaerca npukas (pacno-
pshkeHue) paborogarens, a TaKkke BHOCUTCHA 3anuCb B TPYAOBYIO KHWXKY. PaHee BHeCeHHas 3anucb O gHe
YBOJIbHEHUS NPU3HAETCH HEAEWCTBUTENBHONW B MOPSAAKE, YCTAHOBIEHHOM HacTosAwwmMmu Mpasunamu.

36. B cny4ae ecnu B A€Hb YBONbHEHUsS1 paboTHMKA (NPeKpaLLLeHMsa TPyA0BOro A0roBopa) BbiaaTbk TPYAOBYIO
KHM>KKY HEBO3MOXHO B CBSI3M C OTCYTCTBUEM pPabOTHUKA NMBO ero OTKa3om OT MONyYeHUs TPYAOBOW KHWKKM Ha
pyku, pabotogaTens HanpaenseT pabOTHUKY YBEAOMIIEHWE O HEOOXOAMMOCTU ABUTLCA 32 TPYAOBON KHUXKKON
nubo gaTb cornacme Ha oTnpasreHne ee no noyte. lNepeckinika TPYAOBOW KHMXKKM MOYTON MO YKA3aHHOMY pa-
OOTHUKOM afpecy AOMYyCKaeTCa TONbKO C ero cornacusl.

CO AHA HanpaBrieHUs yKa3aHHOro yBefomIeHus paboTogarenb OCBODOXAAETCA OT OTBETCTBEHHOCTU 3a
3a4ep>KKy Bblgayun paboTHUKY TPYLOBOW KHUXKU.

37. B cny4ae cmepTu paboTHMKA Tpya0Bas KHUXKKA NOCNE BHECEHUA B HEE COOTBETCTBYHOLLIEN 3anNUCK O npe-
KpawleHmn TpyaoBOro 4OroBopa BbIgaeTcs Ha PykKM OAHOMY U3 €ro poACTBEHHUKOB NOA PacnuUCKy MIM BbICkbiNa-
eTCA Mo NoYTE NO MUCbMEHHOMY 3asiBNIEHUIO OAHOT0 U3 POACTBEHHUKOB.

V. Bknaablw B TPYAOBYHO KHUXKY

38. B cnyyae ecnu B TPYAOBOW KHWXKE 3anOfHEHbI BCE CTpaHuLbl O4HOr0 U3 pa3genos, B TPYAOBYH KHUXKY
BLUMBAETCH BKMaAbILl, KOTOPbIN 0POPMIAETCA U BegeTca paboTogareneM B TOM ke NOpsake, YTo UM TpyaoBas
KHWKKA.

Bknagbi 6e3 TpyaoBON KHUXKU HEAENCTBUTENEH.



39. Mpu Bblgaye Kaxxaoro Bknagbilla B TPYAOBOW KHUXKKE CTaBUTCS LUTaMN C HaaNUCblo "BelaaH Bknagbiw" u
YyKa3bIBaE€TCA CEpUS U HOMEP BKNaabiwa.

VI. Y4eT n xpaHeHune TPyaoBbIX KHUXEK

40. C uenblo yyeTa TPYAOBbIX KHIKEK, a Takke GNaHKOB TPYAOBON KHWKKMA U BKMNaabllla B Hee, y paboToaa-
Tenen segyTcs:

a) NPUXOAHO-PaCcXO4HAas KHMra No y4eTy ONaHKOB TPYAOBOM KHIKKM M BKNAAbILLA B HEE;

0) KHUra y4eTa ABWKEHMSA TPYAOBLIX KHUXKEK M BKMAAbILLEN B HUX.

Popmbl yKazaHHbIX KHUT yTBEMKAATCA MUHMCTEPCTBOM 34paBOOXPaHEHMSA U COLMAnNLHOro passutua Poc-
cuinckon deagepauuu.

41. B npuxogHO-pacxoAHYK KHUTY MO ydeTy GraHKOB TPYAOBOM KHWXKKM U BKNaabIlla B HEE, KOTOpAasi BeAeT-
ca Dyxrantepuei opraHusaumm, BHOCATCH CBeAEHMSA 000 BCEX Onepauusix, CBA3aHHbIX C MOMYYEHWEM M Pacxo-
JOBaHWeM DNaHKOB TPYAOBOW KHWXKU M BKNAaAbiLa B HEE, C YKa3aHUEM CEPUU U HOMEpa KaXkaoro GraHka.

B kHure yyeta ABMKEHUS TPYAOBBLIX KHWKEK M BKNAAbILLEW B HUX, KOTOpPAsa BEAETCHA KagpoBON CNyx0on unu
APYrMM nogpasgeneHuemM opraHusauuu, obopMasioWwMM NpuemM U yBOMIbHEHWE PabOTHUKOB, PETMCTPUPYIOTCA
BCE TPYAOBbIE KHWXKW, MPUHATbIE OT pabOTHMKOB MPU NOCTYNMAEHMU HA paboTy, a Takke TPYAOBbIE KHWKKUA U
BKIa4bILLM B HUX C YKa3aHUEM CEPUU U HOMEPA, BblgaHHblE pabOTHUKAM BHOBb.

Mpu nonydYeHun Tpya0BON KHWXKKM B CBA3U C YBONIbHEHMEM PABOTHUK PACMMCLIBAETCH B JIMHHOW KAPTOYKE U
B KHWUIe ydeTa ABWKEHUS TPYAOBbIX KHMXKEK U BKIaAbILLEN B HUX.

MpuxogHO-pacxogHas KHUra no yyeTy OnaHKOB TPYAOBOW KHWKKM M BKNAaAbILLA B HEE W KHUTA y4eTa aBuxke-
HUS TPYZAOBbLIX KHWXKEK W BKNaAbIWen B HUX AOMKHbI ObiTb NPOHYMEPOBAaHLI, MPOLUHYPOBAHbI, 3aBEPEHbI NoANNU-
Cbl0 PYKOBOAMTENSA OpraHm3aumm, a Takke CKpenneHbl CYypry4yHoi nevaTblo unu onnoMOunpoBaHsl.

42. bnaHku Tpya0BOW KHKKA U BKNaabllla B HEE XPAHATCA B OpraHmM3aumm Kak A4OKYMEHTbl CTPOrOi OTYeT-
HOCTM M BbIAAIOTCA NULY, OTBETCTBEHHOMY 338 BEAEHMWE TPYAOBLIX KHUXKEK, MO ero 3asBke.

M0 OKOHYaHMM KaXKOAOro Mecsua nuuo, OTBETCTBEHHOE 3a BeAeHWE TPYAOBbLIX KHIKEK, 0043aHO npeacra-
BUTb B Dyxranteputo opraHm3auum OTYET O Hanu4mMu 6NaHKOB TPYAOBOW KHUXKKU U BKNaAbILLA B HEE U O CYMMaX,
NOMNyYEHHbIX 38 OPOPMIEHHbIE TPYAOBbLIE KHWXKM WM BKMaAbIM B HUX, C MPUITOXKEHWEM MPUXOAHOrO opaepa
Kaccbl opraHm3aummn. VICNnopyeHHbIe NpU 3anofHeHWW OnaHKkm TPYAOBON KHWXKKM M BKNagbllla B Hee nognexar
YHUUTOXEHUIO C COCTaBIEHWEM COOTBETCTBYIOLLETO aKTa.

43. TpyaoBbl€ KHWXKKM U AyOnukaTel TPYAOBbIX KHUWXKEK, HE NOMyYeHHble PabOTHUKAMM NMPU YBOSIbHEHUW NU-
60 B cnyyae cmepTu paboTHMKa ero GrmkanMMK poaCTBEHHMKAMU, XPaHATCS A0 BOoCTpeboBaHua y pabortoaa-
Tensa (B opraHusauuu unu y usandeckoro nuua, SBnsaLwerocs MHAMBMAyanbHbIM NpeanpuHUMaTesneM) B COOT-
BETCTBMU C TpeBOBAHUSIMU K UX XPAHEHUID, YCTAHOBMNEHHLIMU3AKOHOAATENLCTBOM Poccunckon deaepauun ob
apxXMBHOM fene.

44. Pabotogarenb 06d3aH NOCTOSIHHO MUMETb B HanmuuuM Heobxoaumoe KOnuuectBo GnaHKOB TPyAOBOM
KHV>KKM W BKIaAbILLIEN B Hee.

VII. OTBETCTBEHHOCTL 3a COOMNAEHUE NOPsAAKA BEAEHUSA TPYAOBbIX KHUKEK

45, OTBETCTBEHHOCTL 32 OpraHusauuio paboTbl N0 BEAEHUID, XPAHEHUIO, YHETY W Bblgaye TPYAOBbIX KHUKEK
W BKNagbllen B HAX BO3naraeTca Ha paborogarens.

OTBETCTBEHHOCTL 32 BEAEHUE, XPAaHEHUE, YYET U BbiAayy TPYAOBbLIX KHMXKEK HECET CNeumanbHO YNOTHOMO-
YEHHOE NULO, Ha3Ha4YaeMoe Npuka3om (pacnopspkeHuem) paborogartens.

3a HapywleHue yCcTaHOBEHHOrO HacTosAwmmMu MNpaBunamu nopsgka Be4eHWs, ydeTa, XpaHeHsa 1 Bblgadu
TPYAOBbIX KHWXEK AOMHKHOCTHBIE NMUA HECYT OTBETCTBEHHOCTb, YCTAHOBMEHHYIO 3aKOHOA4ATENLCTBOM Poccuii-
ckon degepauun.

VIII. U3rotoBneHne GrniaHKkoB TPyAOBOM KHIKKM M obecneveHne umun paboroaarenen

46. NsrotoBneHne GNaHkoB TPyAOBOW KHWXKKM UM BKNaabilla B Hee n obecneveHne uMu paboTogaTenen Ha
nraTHOW OCHOBE OCYLLECTBRAKTCA B nopaake, yreepxgaemMom MuHuctepctsoM puHaHcoB Poccuiickon depe-
pauumm.

BraHkn Tpya0BOW KHUXXKU M BKNAAbILla B HEE UMEIOT COOTBETCTBYHIOLLYIO CTEMEHb 3aLLMTI.

47. MNMpu Bblgaye pabOTHUKY TPYAOBON KHWXKKM UMK BKNaablla B Hee paboTtogarens B3UMAET C HEro nnary,
pasMep KOTOpPON OnpeaensdeTcs pasMepPoOM pPacxo4oB Ha UX NPMODPETEHME, 3a UCKIIOYEHUEM Cly4vaeBs, npeay-
CMOTPEHHbIX NyHKTamMu 34 n 48HacToawmx MNMpasun.

48. B cny4yae HenpaBUSIbHOMO NEPBUYHOIO 3anofTHEHUS TPYAOBOW KHUXKKW UMK BKNaAbllla B HEE, a TaKKe B
cny4vae ux nop4ym He no BMHEe paboTHMKA CTOMMOCTb MCNOPYEHHOro DnaHka onnadmBaetcsa paborogarenem.



