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IToAoxkeHHE

O BEAEHHH H XpaHEHHH TPYAOBBIX KHHIKCK

MKOY MOCTOBCKASI COILII HMEHH CEPT'Esd KO3AOBA

1. OOmHe MOAOKEHHSA

Hacrosee Iloaoxkenue paspaboraHo Ha ocHoBe [IpaBuA BeAEHHA W XPaHEHUdA
TPYMOBBIX KHHIKEK, H3TOTOBACHMS 6AQHKOB TPYMOBOH KHHIKKH H obecriedeHHUA HMH
pabGoronareaeli, yTBEPXKAECHHBIX mocraHoBaeHHEM [IpaBuresbcTBa P® or 16 ampeasa
2003 roma Ne 225.

Hacrosiee IToAokeHHE yCTAHABAHBAET INOPS/JIOK BEACHHUsS H XPaHEHHA TPYAOBBIX
gumxek B8 MKOY Mocrosckaa COIIl umenu Cepress KosaoBa.

TpynoBasi KHIJKKA SBAS€ETCS OCHOBHBIM JOKYMEHTOM O TPYAOBOH AEATEABHOCTH U
TPYZOBOM CTaike pabOTHHKA,;

JIupeKTop IIKOABI 00si3aH BECTH TPYAOBYIO KHIDKKY Ha Kazk[0ro paboTHUKA,
npopaGoTaBIIero B OPraHU3alliy CBBIIIE IIATH JHEH, eCAM paboTa B IIKOAE ABASETCH
Jast pabOTHHKA OCHOBHOM.

B TpPYAOBYI0 KHHXKY BHOCATCH CBEJEHHS O PaOOTHHKE, BBIIOAHAEMOW MM pabore,
mepeBoje Ha APYTYI0 IOCTOSHHYI0 pabory u 006 yBOABHEHHH paboTHHKa, a TaKiKe
OCHOBaHHS MpPEKPAILEHNsT TPYAOBOIO J0r0BOpa U CBEACHHS O HAarpaXKACHHUH 34 yCHEXH
B pabore.

CeemeHusi 0 B3BICKAQHHAX B TPYAOBYI0 KHHIXKKY HE BHOCHATCH, 3a HCKAIOYECHHEM
CAy4Ya€EB, Korja JAHUCHHIIAHHAPHBIM B3BICKAHHCM ABASIETCH YBOABPHCHHE.

Tpy[aoBBble KHHXKKH BEAyTCS Ha MOCyAapCTBEHHOM fA3BIKE Poccuiickoit Penepariuu —
PYCCKOM.

JTHpeKTOp IIKOABI 0053aH 10 IHCEMEHHOMY 3aSBACHHIO pPabOTHHKA HE IO3/IHEe TPEX
aHell co MHS €ro IoJadYd BbIAATh PabOTHHKY KOIHMIO TPYAOBOH KHIKKH HAH
3aBEPEHHYI0 B YCTAHOBACHHOM IIOPSIKE BBIIHUCKY W3 TPYAOBOH KHIKKH.



2. BezneHue TPYAOBBIX KHHIKEK

OdopmaeHHE TPYAOBOH KHIKKH paboTHHKY, HPHUHATOMY Ha paboTry BIEPBEIE,
OCYLIECTBASIETCS AMPEKTOPOM IIKOABI B IPHUCYTCTBHH paboTHHKa He IO3[1HEE
He/IeABHOTO CpPOKa Co [Hs Ipuéma Ha pabory.

B Tpy#OByl0 KHIXKKy Ipu €€ O(DOPMACHHHM BHOCSTCH CACLYIOIHC CBEAEHUS O
paboTHHKE:

a) dammamsi, UMs, OTYECTBO, AaTa POKIACHHA (amcao, Mecsl, o) — Ha OCHOBAHHH
[IacIopTa UAM MHOTO AOKYMEHTA, YAOCTOBEPAIOLIETO AMYHOCTE;

6) obpasoBamme, mpodeccus, CIEIHMAABHOCTh — Ha OCHOBAHIH JIOKyMEHTOB 00
obpazoBaHuM, O KBasH(pUKAIMM HAM HAAMYHH  CHCIUAABHBIX 3gaHuil (IpH
mocTymaeHHM Ha paboTy, TpeOylomlyio CHEIHMaABHBIX 3HAHHI HAHM CIEIIHAABHOH
IIOZATOTOBKH).

Bee 3amuCH O BBIIIOAHSEMOH pabore, mepeBoje Ha APYTYIO IMOCTOSHHYIO pabory,
a TAKIKe 0 HAUPAXKICHHH, IPOU3BEAEHHOM AUPEKTOPOM, BHOCATCA B TPYAOBYIO KHHIKKY
Ha OCHOBAHWM COOTBETCTBYIOIETO IPHKAa3a AUPEKTOPA HE IIO3AHEE HEACABHOTO CPOKa,
a IIpH YBOABHEHHMH — B JIEHb YBOABHEHHSA H JOAKHBI TOTHO COOTBETCTBOBAaTh TEKCTY
IpHKa3a.

Bee 3amucH B TPYAOBOM KHHIKKE IIPOU3BOAATCH fe3 Kakux-Aub0 COKpallleHU#H H
HMEIOT B IIPEIEAaX COOTBETCTBYIOIIETO pasjea CBOH IIOPSAAKOBBII HOMED.

C Kakmo# BHOCHMOI B TPYAOBYIO KHHIKKY 3alldCRIO O BBITIOAHsIEMOIT pabore,
mepeBojie Ha JAPYTYIO ITOCTOAHHYIO paboTy M YBOABHEHHH IHPEKTOP IIKOABI obs3aH
03HAKOMHTH €& BAAZeAblla IOl PACIHCKy B €r0 AHYHOM KapTouke, B KOTOPOH
[IOBTOPAETCS 3alliCh, BHECEHHAs B TPYJAOBYIO KHIKKY. dopma AWYHON KapTOYKH
yTBepxkAaeTca ['ocy apCTBEHHBIM KOMHUTETOM Poccuiickoit Peaepaliviu 10 CTATHUCTHKE.

TpynoBasi KHIDKKA 3aAIIOAHAETCH B IIOPAIKE, yTBepxKIaeMoM MHHHCTEPCTBOM
TpyZa COLMAaABHOTO Pa3BUTHS Poccuiickoil Peaepaiuu.

3anucH B TPYAOBYIO KHMIKKY O NPHYMHAX MPEKPAIlCHHS TPyAOBOTO J0TOBOpa
BHOCSTCSI B TOYHOM COOTBETCTBHH C (QOPMyAHPOBKaMH TpymoBoro KoAekca
Poccuiickoii deepaniy HAH HHOTO (De/IePasbHOro 3aKoHa.

[Ipy IpeKpallleHHH TPYAOBOTO JOT0OBOPA IO OCHOBAHHIM, IpeyCMOTPEHHBIM
crathéit 77 TpymoBoro kozekca Poccumiickort depepanuu (32 HMCKAIOYEHHEM CAYy4acB
pacTop:KeHHsI TPYAOBOIO JOroBopa N0 HHHIUATHBE aAMUHHUCTPAIMK # IO
oBcToATeALCTBAM, HE 3ABHCSIIAM OT BOAM CTOPOH (IYHKTHI 4 H 10 aTO#t craThH), B
TPYZOBYI0 KHHIKKY BHOCATCS 3aluCh 06 yBOABHEHHH (IPEKpAILECHHH TPYAOBOTO
[IOTOBOpPA) CO CCHIAKOM Ha COOTBETCTBYIOLUMH IyHKT yKasaHHOH craTbhu TpyAOBOTO
ronekca Poccuiickoit Penepatun.

[Ipu pacTOpXKEHHH TPYAOBOIO JOTOBOpA IO HHHIHATHBE agMHUHHCTpPAIlHH B
TPYZOBYI0 KHIDKKYy BHOCHTCS 3amuch 00 OCHOBaHHSX IIPEKPAIICHHS TPYAOBOTO
ZIOTOBOPA CO CCBIAKOM Ha COOTBETCTBYIOIIHMH ITyHKT CTaTbH 81 TpynoBoro Koxekca Pd.



[Tpu mpexpaleHEuy TPYAOBOro AOroBopa I10 06CcTOSITEABCTBAM, HE 3aBUCAILIMM OT
BOAH CTOPOH, B TPYJOBYIO KHIDKKY BHOCHTCS 3allHCh 06 oCHOBaHHAX IIPEKPAIIECHHSA
TPYZAOBOrO [IOrOBOpPA CO CCBIAKOH Ha COOTBETCTBYIONMIA IyHKT cTarbu 83 TpymoBoro
kopekca P®.

[Ipy TmOpeKpalleHHH TPyAOBOro  Jorosopa I0  JApPyriaM OCHOBAHHAM,
IIpeAyCMOTPEHHBIM TpyA0BBEIM KOAEKCOM P® mam UHBIMH (DelepasbHBIMH 3aKOHAMH, B
TPYAOBYI0 KHIDKKY BHOCHTCA 3aIllCh 06 yBOABHEHHH (MpPEKPAIlEeHHH TPYA0BOTO
[IOTOBOpA) CO CCBIAKOH Ha COOTBETCTBYIOLIHE CTATBIO, IIyHKT TpynoBoro xKopekca Pd
HAM HHOTO (helepasbHOTrO 3aKOHA.

[lpu mpeKkpalleHHH TPYAOBOTO JA0roBopa C paGOTHHUKOM, OCYyXRAEHHBIM B
COOTBETCTBHH C IIPUIOBOPOM CyJa K AMIIEHHIO IIpaBa 3aHHMaThb onpeaeAEHHBIE
MIOAIKHOCTH HAM 3aHHMAaTBCH OIIpeNeAEHHOH [EeATEABHOCTBIO H HE OTOBIBIIIHNM
HakaszaHue, B TPYAOBYI0 KHIDKKY BHOCHTCH 3allMCh O TOM, HA KaKOM OCHOBAHHH, HA
KaKOM CPOK H KakKyl JOAXKHOCTE OH AMIIEH IIpaBa 3aHHMAaTh (Kakoil AeATEAbHOCTEIO
AMIIEH ITpaBa 3aHUMAaThCH).

Cenennus 0 paboTe IO COBMECTHTEABCTBY (00 YBOABHEHHH C 5TOl paboTel) IO
JKeAaHHIo PaGOTHHKA BHOCATCH IO MECTY OCHOBHOH paboThl B TPYAOBYIO KHHMIKKY Ha
OCHOBAHWH JOKYMEHTA, IOATBEPKAAONIEr0 paboTy IO COBMECTHTEABCTBY .

B TpyAOBYI0 KHIIKKY II0 MECTy paGoTel TakyKe BHOCHTCH C yKasaHHCM
COOTBETCTBYIOLIHX JOKYMEHTOB 3AITHCE!

a) 0 BpEMEHH BOEHHOH CAYXOBI B COOTBETCTBHH C demepasbHbM  3aKOHOM «O
BOMHCKON OBS3aHHOCTH M BOEHHOM CAyKOe», a Takike O BPEMEHH CAy2KObI B opraHax
BHYTPEHHHUX [I€A H TAMOXKEHHBIX OpraHax;

6) o BpemeHH OOy4eHHs Ha Kypcax M B IIKOAAX IO IOBBIIICHHIO KBaAH(QUKAIHH, 10
nepekBasn(HKAIIMH U IIOATOTOBKE KaJpOB,

CoOTBETCTBYIOLIHE 3AIIHCH, BHECEHHBIE B TPYAOBYIO KHHIKKY AHII, 0CBODOKIEHHBIX
ot paboThl (HOAMKHOCTH) B CBSI3H C HE3AKOHHBIM OCYXKICHHEM Aubo oTCTpaHEHHBIX OT
MOATKHOCTH B CBSI3H C HE3AKOHHBIM IIPHBACYEHHEM K YrOAOBHOH OTBETCTBEHHOCTH,
YCTAHOBACHHBIMH COOTBETCTBEHHO ompaBAaTEABHBIM IPHTOBOPOM Aubo
[IOCTAHOBAEHHEM (OIpEeACHHEM) O IPEKPAIEHHH YTOAOBHOTO [e€Ad 3a OTCYyTCTBHEM
COOLITHSI TIPECTYIAEHHS, 34 OTCYTCTBHEM B AESHHH COCTaBa IPECTYIACHHS HAH 3a
HEOKA3aHHOCTh HX yd4acTHs B  COBEPUICHHH  IPECTYIIACHMH, IPHSHAIOTCH
HEeeHCTBHTEABHEIME, [[HPEKTOP IIKOABI IIO IMHCEMEHHOMY 3adBACHHIO paboTHHKaA
BBIAAET eMy AyOAMKaT TPYHAOBOH KHIDKKH 6e3 3ammcy, IPU3HAHHON HENEHCTBUTEABHOMN.
Jly6auKaT TPYAOBOM KHIDKKH BbIIA€TCH yKa3aHHBIM AHIlaM B IIOPAAKE, yCTaHOBAECHHOM
[IpaBuAaGMu  BEJEHHSI M XPAHEHHS TPYAOBBIX KHIDKEK, HITOTOBACHHA OAaHKOB
TPYAOBOH  KHHUIKKH H obecrieuenuss HMMH  paboromaresei,  YTBEPXKICHHBIX
nocrasoeaeHreM IIpaBureascTBa PP or 16 ampeas 2003 rozxa Ne 225. B TpynoBsie
KHUIKKH AMIl, OTOBIBIIHX MCIIPABUTEABHBIE PabOTHI G€3 AMIICHHSA cB0obOIBpI, BHOCHTCS
110 MecTy paboThI 3aIKCh O TOM, ITO BpeMs paboTel B 9TOT NEPHO/] HE 3ACIUTHIBACTCH B
HEIIPepBIBHEIN TPYAOBOM CTaK. YKaszaHHas 3allHCh BHOCHTCS B TPYHOBBIE KHIZKKI o
okoHuaHnK (PaKTUIECKOTO CpoKa OTOBITHUA HaKa3aHWs, KOTOpPBIH yCTaHABAMBAETCS II0
ClIlpaBKaM OpPraHOB BHYTPEHHHX JeA. IIpu yBOAPHEHHH OCYAEHHOTO C paboTel B
yCTAHOBA€HHOM IIOpSIAKE ¥  IOCTYIAGHHHM €ro Ha HOBOE  MECTO pabotel



COOTBETCTBYIOIIME 3AIIMCH BHOCATCI B TPYAOBYIO KHIZKKY B TOM OpraHu3allyH, B
KOTOPYIO OH OBbIA IPUHSAT HAK HAIIPABACH.

TIpy BOCCTAHOBAECHMH B YCTAHOBAEHHOM IOPAKE HENPEPBIBHOTO TPYAOBOTO craxa
B TPYAOBYIO KHIJKKY pabOTHHKA BHOCHTCH IO IOCAEIHEMY MECTY paboTel 3amHCh O
BOCCTAHOBAGHUH HEIPEPHIBHOTO TPYAOBOTO CTaxka C yKasaHHEM COOTBETCTBYIOIIETO

JOKyMEHTA.

B TpPYAOBYIO KHHKKY BHOCATCS CACAYIOIME CBE/EHHS O HAarpaK/ICHIN (rmooupeHuH)
3a TPYAOBBIE 3aCAYTH:

a) 0 HarpaK[AEHHH TOCYAApCTBEHHBIMH Harpajamu, B TOM YUCA€ O IIPHCBOECHHH
rOCyIapCTBEHHBIX IOYETHBIX 3BAHMH, HA OCHOBAHHU COOTBETCTBYIOIIHUX YKa30B H HHBIX
pELLIEHHIH;

6) 0 HarpaXkKACHHH MOYETHBIMH IPaMOTaMH, IIPHCBOCHHH 3BaHUN M HarpaxKIeHHH
HarpyAHBIMH  3HAaKaMH, 3HaA4YKaMH, [HUIAOMaMH, MOYETHRIMH  IPaMOTaMH,
IIPOM3BOAMMOM OPTaHU3AIUIMY;

B) 0 APYTHX BHIAX MOOLIPEHHS, MPEAYCMOTPECHHBIX 3aKOHOAATEeABCTBOM PdP, a Taxxke
KOAAGKTHBHBEIMH /OTOBODaMH, IIPaBHAGMH BHYTPEHHETO TPYAOBOIO pAacCHOpAAKa
OpraHHU3alHH, YCTABAMH H IIOAOKCHUAMH O JHCIHIIAHHE.

Bamucu © OpHéMax, IIPeAyCMOTPEHHBIX CHCTEMOH OIAATBI TpyAa HAH
BBINIAAUHMBAEMBIX Ha PETYASPHON OCHOBE, B TPYAOBBIC KHHKKH BHOCHTCH.

3. BHeceHHe H3MeHEeHHH H HCIPAaBACHHH B TPYAOBYIO KHHIKKY.
Oy6AukaT TPyAOBOH KHHIKKH.

Usmenenue sanuceii o haMuAMH, HUMEHH, OTYECTBE H JaTE POKICHH, a TAKKE 06
obpaszoBaHuM, IPOMECCHH U CIIEHHAABHOCTH paboTHHUKA MPOH3BOAUTCH [AHPEKTOPOM
[IKOABI TIO TOCAEZHEMY MeCTy paboThl Ha OCHOBAHHH IACMOpPTa, CBHACTCABRCTBA O
poxkaeHHH, O Opake, O PacCTOPXKEHUU 6paka, 06 u3MeHeHHH (aMUAMH, HUMEHH,
OoTYEeCTBA U APYTHX JOKYMEHTOB;

B caydae BBIIBACHHA HETIPaBUABHOH HMAHM HETOYHON 3aIuCH B TPYAOBOM KHHIKKE
HCIIpaBA€HHE €€ IIPOM3BOJAUTCS II0 MECTY paboThl Ha OCHOBaHUHU O(HIMAABHOTO
JIOKyMEHTa AHPEKTOpa IIKOABI, JOIYCTHBILIETO omubKy. JUpeKTop IIKOABI 00s3aH B
5TOM CcAydae OKa3aTh PAGOTHHKY IpH €ro o6palleHuu HeoOXOAUMYIO IIOMOIIE.

EcAu OpraHu3alus, KOTOpas IPOH3BEAa HENPABHABHYIO HAH HETOWHYIO 3AIHCE,
peopraHu3oBaHa, HCIPABACHUE I[POM3BONHUTCA €€ IpaBONpPeEMHHKOM, a B cay4ae
AMKBHAAIIME OPTAHHU3AIMH — AHPEKTOPOM II0 HOBOMY MECTY paboTel Ha OCHOBaHHH
COOTBETCTBYIOLIETO JOKYMEHTA.

HcnpaBAeHHEIE CBENEHHS [OAXKHBI IIOAHOCTBIO COOTBETCTBOBATE AOKyMEHTY, Ha
OCHOBAHHH KOTOPOIO OHH OBIAM HCIIPaBACHEL B caydae yTpaThl TAKOTO JOKyMEHTA Aubo
HecooTBeTcTBHs €ro (baKTHYEeCKH BBIOAHSIBIIEHCH paboTe HCIpPaBACHHE cBemeHHN 0
paboTe IPOM3BOAMTCS HA OCHOBAHHMM JPYTHX [OKYMEHTOB, IIOATBEPIKAAOIIHMX



BBITIOAHEHHE paboT, He YKa3aHHBIX B TPY/AOBOH KHIKKE. CBHOETEABCKHE ITOKA3aHUA HE
MOTYT CAyHTh OCHOBAHMEM [JAsl HCIPABACHHI BHECEHHBIX paHee 3aluced, 3a
HCKAIOYEHHEM 3aIlMcelf, B OTHOLIEHHH KOTOPBIX HMEETCA cyaebHOe pelleHne, a TakXe
cAy4aeB, IIPEAyCMOTPEHHBIX IIyHKTOM 34 TlpaBua BeJeHUS MU XpaHEHH TPYAOBBIX
KHIDKEK, HM3TOTOBAGHMS OAQHKOB TPYAOBOH  KHIDKKH 1 obecriedeHUsT HMH
paboronareseii, yTBEPKIACHHBIX IIOCTAHOBACHHEM [IpaButeabcTBa PP ot 16 ampead
2003 roma No 225.

B pasmesax TPYAOBOM KHMIKKH, COAEPIKAILMX CBEACHUS o pabore HAM CBEJCHHA O
HATPaXKICHNH, 3a4EPKUBaHNUE HETOYHBIX HAM HEIIPABHABHBIX 3almcei He JOIyCKaeTCH.
H3MeHeHMe 3ampceil MTPOH3BOAMTCA IIyTEM IPHU3HAHMA HX HEAEHCTBHTEABHBIMH H
BHeCEeHHs TIPABHABHBIX 3amuced. B TakoM Ke IIOpPAAKE [IPOM3BOJUTCS H3MEHEHHE
samucu 06 yBOoABHEHHH pafoTHHKA (IepeBoJe Ha JAPYyTyo, IIOCTOsIHHYI0 paboTry) B
cAydae IIPH3HAHUS YBOABHEHHS (mepeBO/ia) HE3AKOHHBIM.

Aurlo, yTpaTHBIIEE TPYHAOBYIO KHIIKKY, 06s3aHO HEMEIACHHO 3asBHTH 00 2TOM
IUPEKTOPY IO IIOCAEAHEMY MECTY paboTel. [UPEKTOP BEIAAET PabOTHHKY ay0AuKaT
TPYAOBOH KHHKKHU HE I03/HEE 15 gueit co AHsA noAaYH pabOTHUKOM 3asdBACHHE.

ITpu ochopmaeHUM AyGAHKaTa TPYAOBOH KHIKKH, OCYIIIECTBASIEMOM B COOTBETCTBHH
¢ macrogumMu [IpaBuaaMy, B HETO BHOCATCS:

a) ceemeHus 06 ofImieM u (MAH) HENMPEPHIBHOM CTAKE paboThl [0 TOCTYNACHHS B
[AHHYI0 OpPraHU3aLMIO, TIOATBEPKAEHHOM COOTBETCTBYIOIIAMI JIOKyMEHTaMH,

6) ceenenus o pabore ¥ HArPAKACHUH (oomIpeHnH), KOTOPbIE BHOCHAMCE B TPYAOBYIO
KHIDKKY T10 TIOCA€/IHEMY MeCTy paboTsl.

O6umit crax paboThl 3allHCBIBAETCA CyMMapHO, T.€. YKasbIBACTCH obmiee
KOAMGYECTBO A€T, MecsleB, AHel paborhl Ge3 yTOYHEHMs OpraHM3aryH, NEPHOIOB
paboThl M MOAMKHOCTEH paboTHHKA. EcAH [OKyMEHTBI, Ha OCHOBAHHH KOTOPBIX
BHOCHAMCDH 3aIlHCH B TPYAOBYIO KHHIKKY, HE COAEpIKaT IIOAHBIX cBeseHuii o pabore B
MpoIIAOM, B [yOAMKAT TPYAOBOH KHHXKKH BHOCATCS TOABKO UMeIHecs B 3THX
JIOKyMEHTaxX CBEACHHS.

IIpy HAAWYHMH B TPY/AOBOM KHIZKKE 3allMCH 06 YBOABHEHHH HAM IIEPEBOJIC HA APYTYIO
pabory, IpU3HAHHON HeeHCTBUTEARHOH, PabOTHHKY 1O €ro IHCBEMEHHOMY 3afdBACHHIO
BBRIAAETCA M0 IIOCAEOHEMY MECTY paboter aybAmKaT TPyAOBOH KHHIKKH, B KOTOPBIH
[IEPEHOCATCS BCE IIPOM3BE/ACHHBIC B TPyOBON KHHIKKE 3allUCH, 32 HCKAIOHUCHHEM
samucH, MPU3HAHHONW HEAEeHCTBUTEABHOH. TpynoBas KHHXKKa O(OpPMASIETCE B
yCTAHOBAEHHOM TOpPsKE H BO3BpamacTcd eé BAameAblly. B TakoM Xe IIOpAdKeE
BBIIAETCH AyOAMKAT TPYAOBOH KHIJKKH, €CAM TPYy/OBasd KHHIKKA (BKAQIBIII) IIPHIIAA B
HEroHoCTh (obropeaa, mopBaHa, HCIIadKaHa H 1)

[Ipx MaccoBOi yTpare AUPEKTOPOM TPYAOBBIX KHIKEK paboTHHKOB B PE3yALTATE
ype3BhIYalHBIX CHTyalui (SKOAOTHYECKHE M TEXHOTCHHBIC KaTacTpodbl, CTUXHITHBIC
fencTBHS, MACCOBBIE OECTIOPSAKH U APYTHE ype3BbIYAHbIE 06CTOSTEABCTEA) TPYAOBOH
crask 9THX pabOTHHKOB YCTaHaBAHBaCTCH KOMHCCHEH TII0 YCTaHOBACHHIO CTaxka,
co3naBaeMoii opraHaMu HCIIOAHHTEABHON BAACTH KaAHIHTPasCKON obaactu. B cocTtaB
TAaKOH KOMHCCHH BKAIOYAIOTCH IIPEACTaBHTECAR paboronareaeit, TpodCOI030B HAM HHBIX
YIIOAHOMOYEHHBIX PabOTHHKaMH IPEACTaBHTEABHBIX OpraHoB, a Takxke JApyrux



3AMHTEPECOBAHHBIX OpraHM3allUi. YCTAHOBACHHE (paxra paboTHI, CBEAEHHE O
npoheccHu (OAXKHOCTH) M IIEpHOJax paboTEl B JAHHOM OpraHU3allMy OCYIIECTBASCTCH
KOMHCCHEelH Ha OCHOBAaHHH MJOKyMEHTOB, HMEIOIMXCA Y paboTHHKa (cCIpaBKa,
npodcoro3Hblil GuaeT, yu€THas Kaprodka HACHA mpodcorosa, pacyéTHas KHHIKKA H
T.1.), @ B CAy4Yae MX OTCyTCTBHS — Ha OCHOBaHUH rokaszaHwuil AByX U 6oaee CBHAETEAEH,
3HAIOUMX paGOTHUKA II0 COBMECTHOH C HUM [EATCAPHOCTH B OHOM OpraHU3allud AU B
omHo#t cucreme. Ecau paGOTHHK A0 TOCTYNACHHS B JAHHYIO opraHu3alyio yiKe
pa6oTas, KOMHUCCHS NPHHUMAET MEPBI K IIOAYHIEHHIO JIOKyMEHTOB, IIOJTBEPKIAIOIIHX
sror pakr. Ilo pesyasraTaMm pabOTBl KOMHCCHH cocTaBAdeTcs akKT, B KOTOPOM
yKa3BpIBAIOTCS IIEPHOABI PaboTsl, npodeccusi (HOAYKHOCTB) M IPOAOAKHUTEABHOCTH
TpPYHOBOTO cTazka paboTHUKA. [IUPEKTOP IIKOARL HA OCHOBAHHI aKTa KOMHCCHH BBIIAET
paboTHUKY AyOAMKAT TPYAOBOH KHHIKKH. B cayuae ecAM JOKYMEHTBI COXPaHHAHCE,
craxx paGoTel, B TOM YHCA€ YCTAHOBACHHBIH Ha OCHOBAHHH CBHIETEALCKHX ITOKA3aHHUH,
MOKeT GhITH IOATBEPKAEH B cy1eOHOM MOPSAIKE.

4. Bplzaya TPYAOBOH KHHIKKH IPH YBOABHEHHH
(mpekpalmieHHH TPYAOBOTO Zorosopa)

[Ipu yBOAbHEHHMH paboTHHMKa (MPEKPAIICHHHM TPYAOBOTO JOroBOpa) BCE 3aIHUCH,
BHECEHHBIE B €0 TPYLOBYIO KHIIKKY 3a BpEMHA paboTel B JAHHOH OpraHH3alHH,
3aBepSIIOTCA TIOIHCHI0 THPEKTOPA HAHM AHIA, OTBETCTBEHHOIO 32 BeJleHHE TPYAOBBIX
KHHIKEK, e49aThi0 OpraHu3alliy (KaJpoBoi cAy2K0bI) K ITOAIHCBIO CamoOro paboTHHKA
(3a WCKAIOYEHHEM CAyYaeB, YKa3aHHBIX B IIyHKTC 36 wmacrosumx IlpaBmua). Ecam
TpyZoBas ~KHWIKKa 3aloOAHfSAack Ha roCyaapCTBEHHOM  A3BIKE PP u Ha
rOCyLapCTBEHHOM SI3BIKE pecriybauku B cocraBe PP, 3aBepsIoTCA oba TeKcTa.
JIupexTop IIKOABI 00f3aH BbIAATDH paboTHHKY B [A€Hb YBOABHCHHS (mocaegHHN [EHB
paboTbl) €ro TPYAOBYIO KHHXKKY C BHECEHHO# B Heé 3ammcbio 06 yBoabHEHHH. [IpH
3a/ilepiKKe BblAa4u paboTHHKY TPYHAOBOM KHIJKKHM II0 BHHE IHPEKTOpa MIKOABL,
BHECeHMH B TPYAOBYIO KHIDKKY HENPaBHABHOH HAM HE COOTBETCTBYIOLIEHN
(benepasbHOMY 3aKOHY (DOPMYAHPOBKH IIPHIHHBI yBOABHEHHS PaboTHHKA MHPEKTOP
06s13aH BO3MECTUTEH pAGOTHUKY He IIOAYYEHHBIH HM 3a BCE BPEMs 3a/I€PKKH 3apaboToK.
[IHEM YBOABHEHHS (IpEeKpalleHHs TPYAOBOrO I0roBOpa) B 3TOM CAy4ae CUHTAeTCH ACHb
BBIZAYH TPyHAOoBOH KHIKKH. O HOBOM [HE YBOABHCHHS paboTHHKa (IpeKpalleHUH
TPYZOBOTO J[OTOBOpA) H3JAETCA IPHKA3 AUPEKTOpa, a TaKKe BHOCHTCSI 3alluCh B
TPyZOByI0O KHIXKKy. Panee BHecéHHAsd 3alHuch O [HE YBOABHEHHHA IIPHU3HACTCH
He/IeHiCTBUTEALHOM B IIOPA/AKE, YCTAHOBACHHOM HACTOAIIMMH IIpaBuAaMH.

B caydae eCAM A€Hb YBOABHEHHSHA paboTHHKa (IpeKpalleHus TPYyAOBOIO J0Tr0BOPA)
BBIZATH TPYAOBYIO KHHXKKY HEBO3MOMKHO B CBSI3H C OTCyTCTBHCM paboruuka aubo €ero
OTKA30M OT IIOAYYEHHsI TPYAOBOM KHIDKKU Ha PYyKH, JHPEKTOP HarpaBasieT pabOTHHKY
yBemomaeHue eé 1o moure. Ilepecklaka TPYHOBOH KHMIKKH IIOYTOH IO yKasaHHOMY
pabOTHUKOM aJIpecy [OIyCKaeTcs TOABKO C €ro coraacug. Co aHA HaIpaBACHHA
yKa3aHHOI'0 YBEAOMACHHS JHUPEKTOP ocBoBOXKIAETCS OT OTBETCTBEHHOCTH 3a 3a/I€PIKKY
BLIIAYH PABOTHHUKY TPYAOBOH KHIKKH.

B cayuae cMmepTH pafoTHHKA TPyJAoBasd KHHKKA IOCAC BHECEHHS B HeEE
COOTBETCTBYIOLIEH 3alMCH O MPEKPAIICHHM TPYAOBOTO AOTOBOPA BBIZIAéTCad HaA PYKH



OOJHOMY H3 €0 POACTBEHHHKOB IIOA PACIIHCKY HAHM BBICBIAQETCHA IIO0O IIOYTE IIO
IITHCBEMCHHOMY 3adBACHHIO OHOI'O U3 POACTBECHHHKOB.

5. Braaasill B TPYAOBYIO KHHIKKY

B caygae ecan B Tpy[0BOI KHHUIKKE 3aIllOAHEHBI BCE CTPAHHUIIBI OTHOTO M3 Pa3/eAOB,
B TPYAOBYIO KHIIJKKY BIIHMBAaeTCHd BKAQBIII, KOTOPBEIH 0QopMASEeTCE H BeOETCd
AUPEKTOPOM B TOM K€ IIOPsKE, YTO M TpPyAoBas KHHKKaA. Braanpin 6e3 TpyzoBOH
KHHXKKH HECHCTBHTEAEH.

HpH BelJa4Y€ KazKI0r'o BEKAaBbIII&A B pr,[LOBOI:'I KHHIXKE€ CTaBHTCd IUTAaMII C
HaONIHUCBIO «BBIIaH BKAAIBIII» U YKa3bIBa€TCs CEPHA H HOMEDP BKAQOEBIIIIA.

6. YuéT H XpaHEHHEe TPYAOBBIX KHHIKEK

C meapio y4uéra TPYHAOBBIX KHHIKEK, & TakKe OAQHKOB TPYAOBOM KHHIKKH H
BRA@BINIA B He€, B OPTaHHU3AIIHAX BELYTCS:

a) IPHUXOOHO-pacXofHas KHHra M0 y4€Ty OAQHKOB TPYyAOBOM KHHIKKH H BKAQOBIIIA B
Heé;

0) kHura y4éra ABHIKEHHS TPYOOBBIX KHHIKEK H BKAQBILIEH B HUX.

PopMBI yKA3aHHBIX KHHI' yTBEpPKAAIOTCH MHHHCTEPCTBOM TpPyJAa H COIMAABHOIO
pasButua Pd.

B kuure yuéra ABMIKEHUS TPYAOBBIX KHUIKEK H BKAQBINIEH B HHX, KoTopas
BENETCSA [UPEKTOPOM IIKOABI, O(OPMAAIOIIHMM IPHEM H yBOABHEHHE pPabOTHHKOB,
PErHUCTPHPYIOTCH BCE TPYAOBBIE KHIIKKH, IIPHHATHIE 0T PAOOTHHKOB IIPH IIOCTYIIACHHH
Ha paboTy, a TakyKe TPYAOBble KHUIXKKH W BKAQBIII B HHX C YKA3aHHEM CEPHH H
HOMepa, BBIZIaHHbIE PabOTHHKAM BHOBE. [IpH IMOAYYEHHH TPYAOBOI KHHIXKH B CBSSH C
YBOABHEHHEM pabOTHHK paCIHCBIBAETCH B AWYHOM KapTOYKE H B KHHTE yd4éra
JBMIKEHUS TPYAOBBIX KHHIKEK H BKAQIBINIEH B HUX,

TpyroBble KHUKKH H AyOAMKAaTHl TPYAOBBIX KHHIKEK, HE ITIOAYYEHHBIE paboTHUKaAMHU
IIPpH  YBOABHEHHMH AMO0 B caydae cMmepTH paboTHuka ero Oamxafinumu
POACTBEHHHKAMH, XpaHATCA B TEYEHHE 2 AE€T B IIKOAE€ OTIOEABHO OT OCTaABHBIX
TPYIAOBBIX KHIDKEK. [0 HCTeYeHHM yKa3aHHOTO CpPOKa HeBOCTpeOOBAHHBIE TPYIOBBIE
KHUXKKH XpaHATCs B apxuBe INKOAbI B TedyeHwe 50 aer, a 3areM I[OJAEXaT
YHHYTOXKEHHIO B YCTAHOBAEHHOM IIOPSAIKE.



7. OTBETCTBEHHOCTH 3a COOAIOZIEHHE MOPSAKA BEACHUS
TPYAOBBIX KHHIKEK

OTBETCTBEHHOCTh 3a OpraHH3amui0 paboTel II0 BEAEHHIO, XPAHEHHIO, Y4E€Ty H
BBIZjau€ TPYAOBBIX KHHIKEK M BKAQJBIIIEH B HHUX BO3Aaraercsi Ha AHPEKTOpPa IIKOABL.
OTBeTCTBEHHOCTh 3a BEJEHHE, XpaHeHHe, Y4éT M Bblaady TPYAOBBIX KHHIKEK HECET
IHPEKTOP IIKOABI. 3a HapylleHHe yCTAaHOBAEHHOIO HAcTosIMMH [IpaBHAaMu mopsaaxka
BeJleHHs], y4éTa, XpaHeHHUs M BbIJA4YH TPYAOBbIX KHHIKEK AOAYKHOCTHBIE AHIA HECYT
OTBETCTBEHHOCTH, YCTAHOBACHHYIO 3aKOHOAATEALCTBOM PD,



