NMPABUNA
BELEHUS N XPAHEHUSA TPYAOBbIX KHUXXEK, U3rOTOBIEHUSA BJIAHKOB TPYZIOBOW
KHUXXKWN U OBECTNEYEHUA UMU PABOTOOATENEN

I. O6wme nonoxxenmsa

1. Hactosawwue TllpaBuna ycCTaHaBAMBAKT MOPSAOK BEAEHUS W XpPaHEHUS TPpyAOBbIX
KHMXEK, a TakXe MNopsAoK M3rotoBneHus 6naHKoB TPyAOBOM KHUXKUM M obecneyvyeHuss nmu
paboToaartenen.

2. TpynoBas KHWXKa SBNSE€TCS OCHOBHbIM AOKYMEHTOM O TPyAOBOW AeATeNbHOCTU U
TPYAOBOM CcTaxe paboTHuKa.

3. Pabotomatenb (3a wucka4yeHnem pabotogatenen - OU3NUYECKUX UL, He
ABASIOWNXCA  UWHAMBUAYANbHbIMW NpeanpuHuMaTtensamMm) BeAeT TPYAOBble KHWUXKWM Ha
Kaxxgoro paboTHuka, npopaboTaBwero y HeEro cebile nMsATM AHen, ecnu pabota vy
AaHHoro pabortogartens sBnsetcs ans paboTHMKa OCHOBHOM.

PaboTtonaTens - dusmnyeckoe nvuo, SABNSAOWMNIACS VHANBUAYANbHbIM
npeanpuHuMaTtenem, obsa3aH BECTU TPYAOBblE KHMXXKW Ha KaxXaoro paboTHMKa B Mopsiake,
yCTaHoBAeHHOM TpyaoBbiM KoaekcoM Poccuiickon ®depepaumm U UHbIMWU HOPMATUBHbLIMU
npaBoBbIMKN akTaMu Poccunckon degepaunm.

Pabotopatene -  du3lmdeckoe MU, He  ABNAWMNACA WHANBUAYaNbHbBIM
npeanpuHUMaTeneM, He WMeeT npaBa MNpPOM3BOAUTb 3aNMUCU B  TPYAOBbLIX KHUXKAX
paboTHMKOB M 0gOopMNATb TPyAOBble KHMXKM paboTHMKaAM, NpuHMMaeMbiM Ha paboTy
BNeps.ble.

(n. 3 B pea. NoctaHoBneHusa Mpasutenbcrtea P® ot 01.03.2008 N 132)

4. B TpyBOBYIO KHWXXKY BHOCATCS CcBeaeHust o paboTHuMKe, BbinosiHgIeMol uM paboTe,
nepesoae Ha APYryl MOCTOsiHHYO paboTy M 06 yBonbHEeHMM paboTHUKA, @ Tak)Xe OCHOBaHUS
npekpaweHus Tpy40BOro A4OroBOpa W CBeAEeHMs 0 HarpaxKaeHuun 3a ycnexu B pabore.

5. CBeaeHnst 0 B3bICKAHUSAX B TPYAOBYK KHUXKY He BHOCATCS, 3@ WCKIHOYEHUEM
c/lyyaeB, Koraa AuUCUUMIMHAPHbBIM B3bICKaHMEM SABNSETCS YBOJIbHEHME.

6. TpyaoBble KHMXKW BeoyTcs Ha  rocygapcTtBeHHOM  a3blke  Poccuimnckoin
depepaunn, a Ha Tepputopum pecnybankm B coctaBe Poccuiickon ®depepauunm,
YCTaHOBMBLUEN CBOW [OCYAapCTBEHHbIN A3blK, OQOpMSIEHNE TPYAOBbIX KHUXEK MOXeT
Hapsny C rocyaapCTBeHHbIM  A3blkoM  Poccuiickon  depepaumm  BEeCTUCb W Ha
rocyAapCTBEHHOM fA3blKe 3TON pecnybauku.

7. Pabotopatenb 06s3aH Mo NUCbMeHHOMY 3asaBneHuto paboTHWMKaA He nosgHee Tpex
pabounx AHer CcO AHSA ero nojayu BblAaTb PabOTHUKY KOMUKO TPYAOBOM KHWMXKW WK
3aBEpPEHHYI0 B YCTAHOBJIEHHOM MOpsiAKe BbIMUCKY M3 TPYAOBOW KHUXKMW.

(B pea. NocraHoBnenms Mpasutenbctea PO ot 01.03.2008 N 132)

II. BeaeHne TpyAoBbIX KHUXEK

8. OcbopMmneHne TpPyaOBOM KHMXKM paboTHWUKY, NpUHATOMY Ha paboTy Bnepsblie,
ocyulectensgerca pabotogateneM B NpUCYTCTBMM paboTHMKA He no3gHee HeaenbHOro
CpoKa co AgHS npuvema Ha paboTy.

9. B TpynoByl KHUXKY Mpu ee 0dOpPMSIEHUM BHOCATCHA cCleaylolne CBEAEHUSA O
paboTHuKe:



a) dhammnus, nMmsa, OT4YeCTBO, AaTa poxaeHus (4Mcno, Mecsl, rod) - Ha OCHOBaHWUMU
nacnopTa WM MHOro AOKyMeHTa, YAOCTOBEePSHOLWEro TIMYHOCTb;

6) obpa3oBaHue, npodeccus, CrneunanbHOCTb - Ha OCHOBaHMUM [AOKYMEHTOB 06
obpaszoBaHMKn, 0 KBanudUKauMnU WAN HaAUYUM CrneumanbHblX 3HaHWIA (NPU NOCTYMN/IEHUU
Ha paboTy, TpebyloLwyo cneumanbHbIX 3HAaHUN UK CrieuManbHON NOArOTOBKM).

10. Bce 3anucm o0 BbINONHAEMOW paboTe, MnepeBoAEe Ha JAPYryl MOCTOSIHHYHO
paboty, kKBanuduKaumu, YBOJSIbBHEHMM, a TaKXe O HarpaxaeHun, npousBeaeHHOM
paboTtopateneM, BHOCATCA B TPYAOBYK KHWMXKY Ha OCHOBaHWMW COOTBETCTBYIOLLErO
npukasa (pacnopsixeHusi) pabotogaTens He nMo34HEee HeAenbHOro cpoka, a npwu
YBO/IbHEHUM - B A€Hb YBOJIbHEHMS W AOIXKHbI TOYHO COOTBETCTBOBATb TEKCTY MNpuKasa
(pacnopsixeHus).

11. Bce 3anuncm B TpyAOBOW KHWUXKE MPOM3BOAATCSA 6e3 Kakux-nnbo cokpalleHuin u
MMeIT B Npeaenax COOTBETCTBYOLWEro pasaesa CBoW nopsaKoBbI HOMep.

12. C kaxaoh BHOCMMOWM B TpyAOBYK KHMXKY 3anMcbid O BbInMosHseMon paboTe,
nepesoAe Ha APYryl MOCTOsIHHYO paboTy n yBonbHeHUM paboTopaTesnb 0653aH 03HaKOMUTb
ee Bflagenbula NoA poOCNMCb B €ro JIMYHOM KapToyke, B KOTOPON MNOBTOPSETCA 3amnwuchb,
BHECEHHas B TPYAOBYIO KHMXKY.

(B pea. NoctaHoBneHus Mpaeutenbctea PO ot 01.03.2008 N 132)

dopMa nMYHOM KapTouyku yTBepxaaetcas degepanbHoi cnyxbom rocyaapCcTBEHHOM
CTaTUCTUKMN.

(B pea. NoctaHoBneHus Mpaeutenbctea PO ot 01.03.2008 N 132)

13. TpynoBass KHMXKA 3anofIHAETCA B Nopsaake, yTBep)XaaeMoM MUHUCTEpPCTBOM
TpyAa u coumnanbHoM 3awmTbl Poccuinckon degepaunu.

(B pea. MoctaHoBneHunn Mpasutenbctea P® ot 01.03.2008 N 132. ot 25.03.2013 N 257)

14. 3anncn B TPyAOBYK KHUXKY O MPUYMHaAX nNpekpaweHus TpyaoBOro [Oroesopa
BHOCSATCS B TOYHOM cooTBeTcTBUM C dopmynmpoBkamm TpypgoBoro kogekca Poccuinckon

®epepaunn nnm nHoro denepanbHOro 3akoHa.

15. MNpwn npekpaweHnn TpyaoBOro A0rosopa MO OCHOBAHWUAM, NpeayCcMOTPEHHbLIM
ctatbenn 77 Tpyaosoro kogekca Poccuickon ®epepaumm (3a MWCKIIOYEHUMEM Cllyvaes
pacTop>XeHus TpyAoBOro Aorosopa no nHuumaTtmee pabotogaTtens u no obcToATenbCTBaM, He
3aBUCALLMM OT BOMM CTOPOH (NYyHKTbl 4 U 10 3TON CTaTtbn)), B TPYAOBYH KHUXKY BHOCUTCSH
3anmce 06  yBOJAbHEHUM (NpeKkpaweHun TpyaoBOro AOrosopa) CO  CCbIIKOM  Ha
COOTBETCTBYIOLWMI MYHKT YaCTW NEPBON YKa3aHHOMW CTaTbW.

(B pea. NoctaHoeneHus Mpasutensctea PO ot 01.03.2008 N 132)
16. lpwn pacTop>XXeHun TpyAOBOro A40roBopa No MHuUumMaTmuee pabotoaaTens B TPyAOBYHO

KHUXKY BHOCUTCS 3anmncb 06 yBONbHEHMWU (NpEKpalLeHNM TPyAOBOro AOroBopa) CO CCbIIKOM
Ha COOTBETCTBYIOLWMI NYHKT cTaTbh 81 Tpyaosoro kogekca Poccuinckon degepaunn.

17. Mpwn npekpaweHun TpyaoBOro Aorosopa no ob6CTosTenbCTBaM, He 3aBUCALWMM OT
BO/IM CTOPOH, B TPYAOBYI KHMXKY BHOCUTCA 3anucb 06 OCHOBaHMAX MNpeKkpaweHus
TPYAOBOro AOroBoOpa CO CCbIIKOM Ha COOTBETCTBYHOLWMNIA NYHKT cTatbm 83 TpyAoBOro Koaekca
Poccuinckon depepaumu.

18. Tpwm npekpaweHnn  TpyaoBOro  aorosopa no Apyrum OCHOBaHuAaM,
npeaycMoTpeHHbiM  TpyaoBbiM  koaekcoM  Poccuiickon  degepaumn WM UHBbIMU
denepanbHbIMU 3aKOHaMK, B TPYAOBYH KHUXKY BHOCUTCS 3anucb 06 YBONIbHEHUN

(NpekpaleHu TpyaoBOro [A0OroBopa) CO CCbIJIKOM Ha COOTBETCTBYHOWME CTaTblo, MYHKT
TpyaoBoro koaekca Poccuiickoit degepauunm nnm nHoro deaepanbHOro 3aKoHa.

19. Mpu npekpaweHnn TPyAOBOro A0roBopa C paboOTHUKOM, OCYXAEHHbIM B
COOTBETCTBMM C MPUroBOPOM CyAa K JIMWEHUIO TMpaBa 3aHWMaTb oOnpeaenieHHble



OO/DKHOCTU WMAW 3aHUMaTbCsA onpeaesieHHON AesTeNbHOCTbI0 UM He OTObIBLUMM HakaslaHue,
B TPYAOBYIO KHMXKY BHOCMTCS 3anmMcb O TOM, Ha KAaKOM OCHOBaHWM, Ha KaKOW CpPOK W
KaKyl [AO/DKHOCTb OH JinweH npaBa 3aHumMaTb (Kakoh [AesTeslbHOCTbio SinweH npasa
3aHMMaTbCA).

20. CBeneHusas o pabote no coBMecTMTenbCTBY (06 yBONbHEHUM C 3TOW paboTbl) Mo
KenaHmio paboTHUKA BHOCATCA MO MeCTy OCHOBHOM paboTbl B TPYAOBYK KHWUXKY Ha
OCHOBaHMM AOKYMeHTa, noATBepxaatowero paboTy No COBMeCTUTENbCTBY.

21. B TpydoBYyK KHMXKY Mo MecTy paboTbl TakXe BHOCUTCA C YKasaHUEM
COOTBETCTBYHOLWMX AOKYMEHTOB 3aMNuUChb:

a) O BpeMeHM BOEHHOW cCnyxbbl B cooTBeTcTBUM C degepanbHbiM 3akoHoM "O
BOMHCKON 0683aHHOCTM M BOEHHOW cnyxb6e", a Takxke O BpeMeHu cnyxbbl B opraHax
BHYTPEHHUX  gen, FocypnapcTBeHHOMN MPOTUBOMOXAapPHOWN cnyxb6e MuHuCTepcTBa
Poccuiickon ®epepaumn No genaMm rpaxaaHckor o60pOoHbl, yYpe3BblYaMHbIM CUTyaUUsIM W
JMKBMAAUMM NoCneacTBUM  CTUXWUIAHBLIX 6eaCTBUNA, YyupexXAeHUaX W opraHax YrosioBHO-
WCNOMHUTENBHON CUCTEMbI, OpraHax HasioroBol MOMUUWK, OpraHax Mo KOHTPOI 3a
060pOTOM HAPKOTUYECKMX CPEeACTB W TMCUXOTPOMHbIX BELLECTB WM TaMOXEHHbIX oOpraHax;
(nn. "a" B pea. NoctaHosneHua lMpasutenbctea PO ot 19.05.2008 N 373)

6) 0 BpeMeHM obyuyeHuss Ha Kypcax WU B LUKOJIAX MO MOBbIWEHUIO KBanndukauum, no
nepekBanMdunkaunm n NOAroToBKe Kaapos.

22. CooTBeTCTBYWOLWME  3aMNMUCU, BHECEHHble B  TPYAOBYKD  KHUMXKY  ud,
ocBoboxaeHHbIX OT paboTbl (AOKHOCTM) B CBA3M C HE3AKOHHbLIM OCyXAEeHWeM nmbo
OTCTPa@HEHHbIX OT JAO/DKHOCTM B CBA3WM C HE3aKOHHbIM MpUBJIeYEHNEM K YrOJSIOBHOM
OTBETCTBEHHOCTW, YCTAHOBJIEHHbIMM  COOTBETCTBEHHO  oOnpaBAaTesibHbiM  MNPUrOBOPOM
nmbo  noctaHoBneHmeMm  (onpeaeneHuMeM) O MpeKpaweHuu YrosoBHOro Agena 3a
OTCYTCTBMEM CODObITUS MNpecTynsieHns, 3a OTCYTCTBMEM B AESHMW CcocCTaBa MpecTynjieHuns
WAN 3@ HEeAOKAa3aHHOCTbID WX Yy4yacTMss B COBEPLUEHWM NPECTYNJEHUs, MPU3HAtOTCS
HeaencTBuTenbHbIMU. PaboTtopatenb MO MUCbMEHHOMY 3asiBNEHU0 paboTHUKA BbloaeT
emy aybnukat TpyaoBOM  KHMXKM  6e3  3anucuM, MNpPU3HAHHOWM HeAeUCTBUTENbHOMN.
OybnukaT TpyaoBOM KHMXKW BblAAETCS YKa3aHHbIM AMUaM B NopsaaKe, YCTaHOBIEHHOM
HacTosawmMmu MNpasunamu.

B TpyaoBble KHWXKK NuL, OTObIBLWINX ncnpaBuTenbHble paboTbl 6e3 nuweHnsa csoboabl,
BHOCUTCA MO MecTy paboTbl 3anmcb O TOM, 4YTO BpeMs paboTbl B 3TOT nepuos He
3aCUYNTBLIBAETCS B HEMpepbIBHLIM TPYAOBOM CTax. YKasaHHas 3anucb BHOCUTCH B TPYAOBble
KHMXXKW MO  OKOHYaHWUM  (akKTM4ecKoro cpoka OT6bITUS  HakasaHus,  KOTOpbIN
yCTaHaB/IMBaeTCsa Mo CrpaBKaM OpPraHoB BHYTPEHHUX Aen.

Mpy YBONbHEHWU OCYXAEHHOro C paboTbl B YCTaHOBIEHHOM MoOpsAKe U MOCTYMNaeHUu
€ero Ha HoBoe MecTO paboTbl COOTBETCTBYIOLIMNE 3aNMUCU BHOCATCS B TPYAOBYIO KHUXKY B TOWM
opraHusaunm, B KOTOPYH OH 6bis1 MPUHAT WK HanpasfeH.

23. lpn BOCCTaAHOBJ/IEHUM B YCTAHOBJIEHHOM MOPsAKEe HENpepbIBHOMO TPYyAOBOro
CTaXa B TPYAOBYK KHUXKY pabOTHMKa BHOCUTCHA MO nocnegHemy mecty paboTbl 3anucb O
BOCCTAHOBMEHUMN HEMNPEpbLIBHONO TPYAOBOro CTaxa C YKas3aHMeM COOTBETCTBYHOLEro
AOKyMeHTa.

24. B TpydoBYH KHWMXKY BHOCATCA creayluwme CBeAeHMS O HarpaxXaeHuum
(noowipeHnmn) 3a TpyAoBble 3acnyru:

a) O HarpaxaeHun rocyfapCTBeHHbIMW Harpagamu, B TOM 4yucie O TMPUCBOEHUU
rocyAapCTBeHHbIX MOYETHbIX 3BaHM, Ha OCHOBAHWWM COOTBETCTBYHOLUMX YKA30B W MUHbIX
pELLUEHUNN;



6) O HarpaXxageHmm no4vYeTHbIMN TpaMOTaMun, NPUCBOEHUN 3BaHWI u Harpa>xaeHumun
HarpyaHbiIMnM 3HakKaMu, 3Ha4kKamh, aumniaiomMamum, nMOYE€THbIMM TpaMOoTaMn, npomn3sognMMoM

paboTtoaaTtensmu;
(B pea. NMoctaHoBneHus MpaButenbctea PO ot 01.03.2008 N 132)

B) O ApyrMx Buaax  noowipeHus, npeaycMOTPEHHbLIX  3aKOHOAAaTEe/bCTBOM
Poccuickonm ®depepauunn, a Takxe KONINEKTUBHbIMWU  AOroBOpamu, npaBsuiamm

BHYTPEHHEro Tpy4OBOro pacrnopsaka, yctaBamm n NoNOXeHUSIMU 0 ANCUUMNNINHE.
(B pea. NoctaHoBneHus Mpasutenbctea PO ot 01.03.2008 N 132)

25. 3anmcnm o npeMumax, nNpeaycMOTPEHHbIX CUCTEMOW onnaTtbl TpyAa Waw
BbIM/1a4YMBaEMbIX Ha pPerysspHoOiN OCHOBE, B TPYAOBble€ KHUXKWN HE BHOCATCS.

III. BHeceHne n3aMeHeHn n ncrnpaBaeHuin B
TPYAOBYIO KHMXKY. ly6nmkaT TpyA0BOM KHUXKM

26. N3meHeHne 3anuceirn o daMuanMM, UMEHM, OTYECTBE N AaTe POXAEHUS, a TaKxXe
06 obpaszoBaHuy, npodeccmn n cneumanbHOCTHU paboTHuMKa npom3BoanTCs
paboTtopatenem no nocrnegHeMy MecTy paboTbl Ha OCHOBaHWM MnacnopTa, CBUAETENbCTBA
0 poxaeHun, o O6pake, O pacTopxeHun ©Opaka, 06 WU3MEHEHUN aMUINNU, MNMEHMH,
oT4yecTBa U ApPYrmMx AOKYMEHTOB.

27. B cnyyae BbISBAEHWA HENpasBuUIbHOM WAW HETOYHOW 3anucu B TPYAOBOMU
KHUXKE WCnpaBfieHne ee npom3BoauMTCS nNo MecTy paboTbl, rae 6blla  BHecCeHa
COOTBETCTBYlOWAs 3anucb, Jnmbo paboTomatenem no HOBOMY MecTy paboTbl Ha
OCHOBaHUM odmumnmanbHOro DOKYMeHTa paboTonaTtens, [OMNyCTUBLLEro ownbKy.
Pabotopatenb o06s13aH B 3TOM Cfydae oOkasaTb paboTHWUKY npu ero obpalleHun
Heo6xoaMMYIO MOMOLLb.

28. Ecnn opraHusaums, KoTopass npousBesia HenpaBW/IbHYH WM HETOUYHYIO 3anuchb,
peopraHuM3oBaHa, MWCNpaB/ieHWe MpoM3BOAUTCA €e MNpaBOMNpPeeMHMKOM, a B Cllyyae
JMKBMaumMm opraHmsaumm - pabotomaTteneM no HOBOMY MecCTy paboTbl Ha OCHOBaHMMU
COOTBETCTBYHOLLErO AOKYMEHTA.

Ecnn HenpaBunbHas WM HETOYHAs 3anucb B TPYAOBOM KHUXKE Mpou3BeaeHa
paboTtopgatenem - GU3NYECKMM JILOM, SBASIOWNMMCS UHAMBUAYAbHLIM NpeanpuHUMaTENEM,
N OeaTeNbHOCTb ero npekpalieHa B YCTaHOBJIEHHOM OopsajKe, MCrpaBJieHMe Mpou3BOAUTCSH
paboTogatenem no HOBOMY MecTy paboTbl HA OCHOBAHWM COOTBETCTBYHOLWEro AOKYMEHTA.
(ab3au BBeneH MoctaHosneHnem Mpasutenbctea PO ot 01.03.2008 N 132)

29. UcnpaBneHHble cBeAeHMs AOJIKHbl MOSHOCTbD COOTBETCTBOBATb AOKYMEHTY, Ha
OCHOBaHMM KOTOPOro oHW 6blnM ucnpassieHbl. B criydae yTpaTbl Takoro AoKyMmeHTa nmnbo
HECOOTBETCTBUS ero @dakKTunyeckn BbiNoNHsABLWENWCA paboTe wcnpaBfieHMe CBeAeHUn O
pabote npouM3BOAMTCA Ha  OCHOBAHWUM  ApPYruxX  AOKYMEHTOB,  MOATBEPXAAIOLNX
BbIMoJZIHEHMe paboT, He yKa3aHHbIX B TPYAOBOM KHUXKeE.

CBuaertenbCkMe MoOKasaHUs He MOryT CJAYXUTb OCHOBaHMEM AN UCNpaBieHUs
BHECEHHbIX paHee 3anucen, 3a WCK/IKYEHMEM 3anucein, B OTHOLIEHMW KOTOPbIX MMeeTCcs
cynebHoe pelleHne, a Takxe c/lyyaeB, NpeayCMOTPEHHbIX NYHKTOM 34 HacToawmx MNpasus.

30. B paspgenax TpyAOBOW KHWXKW, COoAepXalmxX cBedeHus o paboTe mnm cBefneHus
0 HarpaxaeHun, 3a4epKMBaHNE HETOYHbIX MW HEMNPaBUbHbIX 3aNUCEN HE AOMYCKAETCS.

N3MeHeHWe 3anmcen Mpou3BOAUTCA NYTEM MPU3HAHUS UX HEAENCTBUTENIbHbIMKU W
BHECEHUS NpaBU/IbHbIX 3arncen.

B TakoM e nopsake NpomM3BOAMTCA M3MeHeHue 3annucum o6 yBosibHeHUM paboTHMKa
(nepeBoge Ha Apyryt MNOCTOSAHHYI paboTy) B cnyyae nNpusHaHUs yBOJSIbHEHUS (Nepesoaa)
HE3aKOHHbIM.




31. Jlnuo, yTpaTmBLlEe TPYyAOBYK KHWUXKY, 0653aHO HeMensieHHO 3asBUTb 06 3TOM
paboTtogatento no nocnegHemy Mecty paboTtel. PaboTogatenb BblgaeTr paboTHUKY
aybnukat TpyaoBOM KHWMXKWM He no3gHee 15 pgHel co pgHsS nogayun  paboTHUKOM
3asBNEeHUS.

32. Mpu odopmneHnn pybnukata TPyAOBOWM  KHUXKW, OCYLLUECTB/ISEMOM B
COOTBETCTBUM C HACTOSAWMMM NpaBuiamMun, B Hero BHOCATCS

a) ceegeHuss o6 obwem u (Mam) HenpepbiBHOM cTaxe paborbl paboTHuMka 4O
nocTtynneHms K  gaHHoMmy  paboTtogatento, MNOATBEPXAEHHOM  COOTBETCTBYHOLLMMMU
OOKYMEHTaMu;

(B pea. MoctaHoBneHus MpaButenbctea PO ot 01.03.2008 N 132)

6) cBemeHms o paboTe wn HarpaxaeHun (NOOLWPEHMKN), KOTOpble BHOCWUIUCL B
TPYAOBYIO KHMXKY MO rnocneaHeMy MecTy paboThbl.

O6bwmn ctax paboTbl 3anucCbiBAaeTcs CyMMapHoO, TO €CTb YKa3blBaeTcsa obuiee
KONIMYeCTBO €T, MecsiueB, AHeN paboTbl 6e3 yTouyHeHns paboToaaTens, nepmonoB paboTbl U
OOSHKHOCTEN paboTHMKa.

(B pea. NoctaHoeneHuns MNpasutensctea PO ot 01.03.2008 N 132)

Ecnn pOKyMeHTbl, Ha OCHOBAHMW KOTOPbIX BHOCW/INCb 3annUCU B TPYAOBYH KHWUXKY, HEe
coaepxkaTt MNoJIHbIX CBeAeHuin o paboTe B npowsoM, B Ay6nkat TpyAOBON KHUXKN BHOCSTCS
TONIbKO UMetoWMecs B 3TUX AOKYMEHTax CBeAeHUs.

33. Mpn Hannuum B TpyAOBOM KHMXKE 3anucum 06 yBONIbHEHUM WM NEPEBOAE Ha
apyryto paboTy, Npu3HaHHOM HeAeWCTBUTENbHOW, paboTHMKY MO ero MNUCbMEHHOMY
3as1BNEHUI0 BblgaeTcs Mo nocsegHeMy Mecty paboTbl Ayb6namkaT TpyAOBOM KHUXKW, B
KOTOpPbIl  MNEepeHOCATCA BCe Mpou3BeAeHHble B TPYAOBOM  KHMXKeE 3anucu, 3a
WCKJTIIOYEHMEM 3aMnCn, NPpU3HAHHOW HeaAeNCTBUTENbHON.

TpynoBasi KHMXKa odopMnsieTca B YCTAaHOB/IEHHOM MoOpsiAKe W BO3BpallaeTcs ee
Bnagenbuy.

B TakoMm >xe nopsake BblAaeTcsa AybnukaT TPyAOBOM KHMXKW, €Cnu TpyAoBas KHUXKa
(Bknaabiw) npuwna B HerogHocCTb (obropena, nopsaHa, UcnaykaHa v T.m.).

34. lMpwn maccosBor yTpaTe paboTtonatenem TpyAOBbIX KHUXeK paboTHUKOB B
pe3yfbTaTe Ype3BblYalHbIX CUTyaunii (aKoNorM4yeckme n TeXHoreHHble KatacTtpodsl,
CTUXUNHble 6eacTBUs, MaccoBblie becnopsaku 1 gpyrne ypesBblyanHble 06CTOATENbCTBA)
TPYAOBOW CTaXx 3TUX paboOTHUKOB yCTaHaBNMBAETCS KOMUCCUEN MO YCTaHOBNEHUIO
cTaxa, co3paBaemol opraHamm NCNONHUTENbHOWN BNacTu cybbekToB
Poccuickom
denepaunn. B coctaB Takol KOMUCCUW BKOYALOTCA npeactasutenn pabotoaartenei,
NpodCoO30B UIN UHbBIX YNOJTHOMOYEHHbIX paboTHMKaMM NpeacTaBMTeNbHbIX OPraHos, a
TaKkXe ApYrmX 3anHTepecoBaHHbIX OpraHu3aumi.

CM. [NopsAaoK ycTaHoBNeHMs cTaxa paboTbl Npu yTpaTe AOKYMEHTOB B pe3ysbTaTe
ype3BblYaMHbIX CUTyauun, yTB. MNMoctaHoBneHnem MuHTpyaa PO ot 24.06.1994 N 50.

YctaHoBneHne akta paboTbl, cBeseHuUn o npodeccum (AOMKHOCTU) M Mepuoaax
paboTbl y AaHHOro paboroaaTtens OCYLEeCTBASETCS KOMUCCUEN Ha OCHOBaHWU AOKYMEHTOB,
mMerwmxca y paboTtHuMka (cnpasBka, npodcoto3Hblin buneT, y4deTHas KapToyka usieHa
npodcotosa, pacdeTHas KHMXKA M T.M.), @ B Cly4yae MX OTCYTCTBMSA - Ha OCHOBaHWUMU
nokasaHun aByx wn 6onee ceuaeTenen, 3HawWKMX paboTHMKA MO COBMECTHOM C HUM
AeaTenbHOCTM y ogHoro pabortogaTtens uauM B OAHOWM cucTteme, (B pea. [loctaHoBaeHus
Mpasutenbctea P® ot 01.03.2008 N 132)

Ecnun paboTHMK A0 NOCTYNAeHusa K AaHHOMY pabotoaaTtento yxe paboTtan, KoMmuccus
NPpUHUMaeET Mepbl K MOSYYEHUIO AOKYMEHTOB, NOATBEpPXAaoLWMX 3TOT dakT, (B pea.
NocTtaHoBnexua Mpasutensctea PO ot 01.03.2008 N 132)




Mo pesynbTtataM paboTbl KOMWUCCMW COCTaBASIETCS aKT, B KOTOPOM YyKa3blBalOTCH
nepuoabl paboTbl, npodeccma (AOMKHOCTb) W MNPOAOSIKUTENBHOCTL TPYAOBOr0 CTaxa
paboTHMKa.

PaboTtogaTenb Ha OCHOBaHWUWM akKTa KOMUCCUM BblgaeT paboTHMKYy AybnukaT TpyaoBoOK
KHUXKMU.

B cnyyae ecnm [OOKYMeHTbl He COXpaHuAuCb, CTax paboTbl, B TOM u4ucne
YCTaQHOBJIEHHbIA HAa OCHOBAHMW CBUAETENbCKMX MOKa3aHWi, MoXeT O6biTb MOATBEPXKAEH B
cynebHoM nopsaake.

IV. Bblgaya TpyAOBOW KHUXKW MPU YBOJSIBHEHUN
(NnpekpalweHun Tpya0BOro 4Orosopa)

35. Mpun yBonbHeHMM paboTHMKa (MpekpaleHnn TPyAOBOro AOroBopa) BCe 3anucwy,
BHECEHHble B €ero TpYyAOBYK KHWXKY 3a BpeMs paboTel y p[AaHHoro pabortopaTens,
3aBepsaTCca NoAnucbio pabotogaTtens wam nuvua, OTBETCTBEHHOrO 3a BeAeHue TpYAOBbIX
KHWXXEK, re4yaTblo paboTogatens WM MNOAMUCBIO caMoro paboTHuKa (3@ WCKIIOYEHUEM
cnly4yaeB, yKasaHHbIX B NyHKTe 36 HacToswmx Mpaswun).

(B pea. NoctaHoBnenus Mpasutenbctea PO ot 01.03.2008 N 132)

Ecnn TpyaoBas KHMXKa  3anonHanacb Ha rocyAapCTBEHHOM sA3blke Poccuinckon
depepaunm M Ha rocynapCTBeHHOM a3blke pecnybninkm B coctase Poccuiickon ®epepauumum,
3aBepstoTcs oba TekcTa.

PaboTtopaTtenb o06s3aH BblAaTb paboTHWUKY B [A€Hb YBOJSIbHEHUA (NocnegHUn AeHb
paboTbl) ero TpyAOBYH KHUXKY C BHECEHHOW B Hee 3anucbio 06 yBOSIbHEHWUU.

Mpu 3apepxke BblAaumM paboTHMKY TPyAOBOM KHWUXKWM MO BuHe pabortopartens,
BHECEHUU B TPYAOBYIO KHWXKY HENpaBW/IbHOW WM HE COOTBETCTBYIOLWEN deaepasbHOMY
3aKOHY (POpPMYNMPOBKM MNPUYUHBI YBOSIbHEHMS paboTHMKa paboTodaTenb 06a3aH BO3MECTUTb
paboTHMKY He NOJIy4YeHHbIN MM 3a BCe BpeMs 3ajepXKu 3apaboTtok. [HeM YyBO/bHEHUS
(NpekpalwleHna TpyAoBOro AOrosopa) B 3TOM Clyyae cuyuTaeTcd AeHb BblAayu TPyAOBOWN
KHWXKKM. O HOBOM JHe YyBONbHeHUs paboTHMKa (NpekpalieHun TpyaoBOro JAorosopa)
nsgaeTcs npukas (pacnopshpkeHme) pabotogaTensi, a TakXe BHOCUTCS 3anucb B TPYAOBYIO
KHUXKY. PaHee BHeceHHas 3anuvcb O AHe YBOJSIbHEHUSA MNPU3HAETCH HeAeUCTBUTENbHOW B
nopsake, yCTaHOB/IEHHOM HacToswuMn Mpasunamu.

36. B cnyyae ecnm B pAeHb YBOSbHeHMs paboTHuka (npekpaweHus TpyAaoBOro
AO0rosopa) BblAaTb TPYAOBYH KHUXKY HEBO3MOXHO B CBSI3M C OTCyTCTBMEM paboTHuka
nmbo ero OoTKasoM OT MOAy4YeHUs TPYAOBOW KHMXKKW Ha pyku, paboTtopgatenb HanpasnaseT
paboTHMKY yBeaoMneHue 6 HeobXxoAMMOCTU SBUTbCS 3@ TPYAOBOW KHMXKOM nnbo patb
cornacme Ha oOTnpaBneHne ee no noyte. [lepecbiika TPYOAOBON KHMXKWM MOYTOM Mo
yKazaHHOMY paboTHMKOM agpecy AOMYCKAEeTCs TONbKO C ero cornacus.

Co AHS HanpaBneHus ykKasaHHOro yseAoMneHWs paboTopgatenb ocBoboxpaercsa OT
OTBETCTBEHHOCTU 3@ 3a4epXKy BblAauyn paboTHUKY TPYAOBOMA KHUXKMW.

37. B cnyyae cMepTn paboTHMKA TpydoBas KHUXKA MOCNe BHECeHUs B Hee
COOTBETCTBYIOLWEN 3anucu O MnpekpaweHnn TpyaoBOro A0rosBopa BblAAETCA Ha pPyKu
OAHOMY M3 €ero pOACTBEHHMKOB MNOA4 pacrnucky WAWM BbICbIJIAETCA MO NoyTe no
NMMCbMEHHOMY 3a8BNIEHNI0 OAHOMO U3 POACTBEHHMKOB.



V. Bknagbilw B TPYAOBYIO KHUXKY

38. B cnydae ecnnm B TPYAOBOM KHMXXKE 3arnofiHEHbl BCe CTpaHuubl OAHOMO U3
pasnenoB, B TPYAOBYI KHMXKY BLUMBAETCS BK/aabllw, KOTOPbIA OMOPMASETCS M BedeTcs
paboTopgatenem B TOM Xe MOpsSAKe, YTO M TPyAOBas KHUXKA.

Bknagbiw 6e3 TpyAoBOW KHUXKWM HEAENCTBUTESEH.

39. MMpu Bblgaye Kaxaoro BKAagbila B TPyAOBOM KHWUXKE CTaBUTCS LWTamMn C
Haanucblo "BblaaH BKAaabiWw" M yKa3biBae€TCA Ccepus U HOMEp BKajbilia.

VI. YueT n xpaHeHue TpyLOBbIX KHUXEK

40. C uenbl y4yeTa TPYAOBbLIX KHMXEK, a Takxe 6/1aHKOB TpyAOBOM KHUXKU W
BKMaabllla B Hee, y paboToaatenen BeayTcs:
(B pea. NoctaHoBnenus Mpasutenbctea PO ot 01.03.2008 N 132)

a) NpMxoAHO-pacxoAHas KHWUra no y4yeTy 6N1aHKOB TPyAOBOW KHUMXKWM W BKagblwa

B Hee;
6) KHWUIra YY4E€TAa ABUXEHNA TPYAOBbIX KHUXEK U BKJ'IaLI,bILlJeVI B HUX.

@OopMbl YKasaHHbIX KHUT yTBepXAatlTcd MUHUCTEPCTBOM TpyAa M COUManbHOM 3aliuTbl
Poccuinckon ®denepaunu.

(B pea. MNMoctaHosneHun Mpasutenoctea PO ot 01.03.2008 N 132. ot 25.03.2013 N 257)

41. B npuxoaHO-pacXOAHYIO KHUFY MO Yy4yeTy O6/aHKOB TpyAOBOM KHUXKU U
BKNnaablla B Hee, KoTopas Beaetcsa Oyxrantepuven opraHusaumm, BHOCATCA CBeAeHUsA
060 Bcex onepaumsax, CBA3aHHbIX C MNOJyYeHMEeM W pacxoaoBaHueM 6naHKOB TpyAOBOWM
KHUXKKW 1M BKNaAbllla B Hee, C yKa3zaHWeM Cepun n HoMepa Kaxxaoro 6naHka.

B KHUre ydyeTta ABMXEHUS TPYAOBbIX KHMXEK W BKAaAblWen B HUX, KOTOpas BeAeTCH
KagpoBol cnyxb6oii unn ApyruMm nogpasgaeneHuneMm opraHmsaumm, odopMASIOWMM MNpUeM U
yBOJSIbHEHUE pabOTHNKOB, PErMCTPUPYIOTCA BCE TPYAOBblE KHUXKU, NPUHATbLIE OT paboTHUKOB
npyv NOCTYMNAeHUN Ha paboTy, a TakxXe TPyAOBble KHUXKU M BKNAAbIWKU B HUX C yKasaHueM
cepuun n HoMmepa, BblAaHHble paboTHUKAM BHOBb.

Mpy nonyyYyeHUn TpyaoBOM KHUXKU B CBSA3U C YBOJIbHEHMEM pabOTHUK pacnuCbiBaeTCs B
JNYHOWN KapTO4YKe MU B KHUre yyeTa ABUXXEHUS TPYAOBbIX KHMXEK U BKNaAblWen B HUX.

MpuxoAHO-pacxoaHas KHUra no ydety 61aHKOB TPyAOBOM KHUXKW U BKNadbllwa B Hee U
KHUra y4yeTa ABWXEHUA TPYAOBbIX KHMXEK U BKAagblWen B HUX [OMKHblI  6bITb
NMPOHYMepOBaHbl, MPOLWHYPOBaHbl, 3aBepeHbl MNOAMUCLID PYKOBOAWUTENSA OpraHvsauuu, a
TaKXXe CKpenJsieHbl CYpry4yHor neyatblo UaAn onnoMbmnpoBaHsbl.

42. bnaHKn TPyAOBOW KHWXXKW W BKadbllla B HEe XPaHATCS B OpraHusauuMm Kak
OOKYMEHTbl CTPOroll OTYETHOCTM M BblAAKOTCA ULy, OTBETCTBEHHOMY 3a BeAeHue
TPYAOBbIX KHUXEK, MO €ro 3asiBke.

Mo OKOHYAHMKM KaXxAoro Mecsila Lo, OTBETCTBEHHOE 3a BeAeHUe TPyAOBbIX KHUXEK,
06s13aHO npeactaBuTb B byxranteputo opraHusaumm oT4eT O Hanndum 6naHKOB TpyaoOBOM
KHUXKM N BKNaAbllla B HEE N 0 CyMMax, NoJSly4eHHbIX 3@ 0(pOPM/IEHHbIE TPYAOBbIE KHUXKN U
BKNaAbIWN B HMUX, C NPUIOXEHMEM MPUXOAHOrO opAepa KacCbl opraHusaumu. NcnopyeHHble
npu 3anosiIHeEHUM 6NaHKM TPYAOBOW KHUXKW M BKAaAbilla B Hee MnoafexaT YHUUTOXEHUIO C
COCTaB/IEHMEM COOTBETCTBYHOLLErO aKTa.

43. TpypoBble KHWXKWM W  AybnukaTbl TPYAOBbIX KHUXEK, He TMOoJly4YeHHble
paboTHMKaMM nMpu YyBONbHEHUM NNBO B cnydae cMmepTu paboTHMKa ero 6nanxanwmnmm
POACTBEHHMKAMM, XpaHATCa Ao BocTpeboBaHuma y pabotopatens (B OpraHumsaunm unum y
dunsnyeckoro nvua, ABAsOLLEerocs MHOMBUAYaNbHbIM npeanpuHMMaTenem) B



COOTBETCTBUM C TpebOBaHMSAMM K UX XpPaHEHWUK, YCTAHOBJIEHHbIMW 3aKOHOAATENbCTBOM
Poccuickon depnepaunm 06 apxmuesHom gene.
(n. 43 B pea. NoctaHoBneHus Mpasutenbctea PO ot 01.03.2008 N 132)

44, PaboTtomatenb 06s3aH MNOCTOSAHHO WMETb B'HaMuMM HeobxoaMMoe KOIM4YecTBO
6/1aHKOB TPYAOBOM KHUXKWN U BKIAAbILWLEN B Hee.

VII. OTBETCTBEHHOCTb 3a cobnoaeHne
nopsiika BefeHuns TpyAOBbIX KHUXEK

45. OTBETCTBEHHOCTb 3a oOpraHusauuio paboTbl MO BeAEHUIO, XPAHEHUID, YYETY WU
Bbloaye TpyAOBbIX KHUXEK U BKaabllWelh B HAX BO3naraetcs Ha pabotoaartens.

OTBeTCTBEHHOCTb 3a BeAeHWe, XpaHeHue, y4yeT U Bblaady TPYAOBbIX KHUXEK HeceT
cneumasnbHO  YMOSIHOMOYEHHOE  NIMUOo, Ha3HadaemMoe MpuKa3oM  (pacrnopsiKeHueMm)
paboToaartens.

3a HapylweHue yCTaHOBNEHHOro Hacrtosawumu lMpaBunamm nopsiaka BeAeHus, ydeTa,
XPaHEeHUs M Bblga4yn TPYAOBbIX KHWXEK [AO/MKHOCTHble /iMua HeCcyT OTBETCTBEHHOCTb,
YyCTaHOBJ/IEHHYIO 3aKOoHOAATeNbCTBOM Poccuiickorn ®depepauun.

VIII. N3roTtoBneHne 61aHKOB TPYAOBOMN KHUXKMN
n obecneyeHne nmu pabortogarenen

46. N3rotoBneHne 65aHKOB TPYAOBOWM KHWXKW M BKNadbiwa B Hee un obecneyeHue
MK paboTtopartener Ha MJATHOM OCHOBE OCYLUECTBASAKOTCA B NOpPSAKE, YTBEPXAAEMOM
MuHucTepcTteoM pmnHaHcoB Poccuiickon degepaunn.

BnaHkn TpyAaoOBOW KHMXKWM W BKAaAbllla B Hee WMMEKT COOTBETCTBYHOLYK CTeneHb
3alWnThbl.

47. MNpn Bblaavye paboTHMKY TPYAOBOM KHMXKM WM BKAaablwa B Hee pabotopaTtesnsb
B3MMaeT C Hero nnaTy, pa3Mep KOTOPOM oOnpeaensietcs pasMepoM pacxodoB Ha WuX
npuobpeTeHne, 3a NUCKIOYEHUEM CNlyvaeB, NpeayCMOTPEHHbIX NyHKTaMn 34 1 48 HacTosAWMNX
Mpaswun.

48. B cnyyae HenpaBW/IbHOrO MEPBMYHOrO 3anoSIHEHUS TPYAOBOM KHUXKUM UK
BK/Magbllla B Hee, a TakXe B Cly4yae WUX MOpYM He No BUHE paboTHMKA CTOMMOCTb
ncnopyeHHoro bnaHka onnaymeaeTcs paboroparenem.



