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IIpaBuaa
Be/leHHs U XpPaHEHHUsI TPYAOBBIX KHUKEK
B MB/IOY Omnoxoiickuii 0emckuit cad « ConHbluiKko»

1. O01mme moJ10KeHUs

1.1. HacTosmue npaBuia yCTaHABIUBAIOT MOPSIOK BEACHUS W XPAHCHUS TPYAOBBIX KHUKEK B
MBJIOY Onoxotickuti oemckuii cad « COTHbIUKO»

1.2. Hacrosimue mpaBwia pa3padOTaHbl B COOTBETCTBHHM C TpynoBbIM KojiekcoM Poccuiickoit
Oeneparuu, npukazoM Muntpyaa Poccun ot 19.05.2021 Ne 320H «OO0 yrBep»)acHHH (OPMBEL,

NnopsaJaKa BEACHWA U XPAHCHUA TPYAOBBIX KHUKCK.
1.3. pr,I[OBaH KHUWXKKA ABJICTCA OCHOBHBIM JJOKYMCHTOM O pr,HOBOﬁ ACATCIIbHOCTH U TPYJOBOM

craxe paborauka MB/[OY Onoxotickuui demckuti cad « COnHbIUKON.

1.4. B TpynoBYyI0 KHHXKKY BHOCSITCSI CBEICHUS O paOOTHHKE, BBITIOIHIEMON UM paboTe, TiepeBoie
Ha JIPYTYIO MOCTOSIHHYIO paboTy U 00 YBOJIIbHEHUHU paOOTHUKA, a TAK)KE OCHOBAHHUS MIPEKPAILlEHUs
TPYZOBOTO JOTOBOPA M CBEACHHUS O HATPAKICHUU 32 YCIIEXHU B paboTe.

1.5. CBeenust 0 B3BICKaHMSIX B TPYIOBYIO KHIDKKY HE BHOCSITCS, 32 HCKIIFOUCHHEM CITy4aeB, KOTia
JTUCIUIIMHAPHBIM B3bICKAHUEM SIBIISIETCS YBOJILHEHUE.

1.6. Tpynossie kauxku B MB/JOY Onoxotickuii demckuti cao « Connbiuikoy BEAYTCS Ha PyCCKOM
SI3BIKE.

2. Begenne Tpy10BbIX KHUKEK

2.1. JInst paOOTHUKOB, MPUHATHIX Ha pabOTy BIEPBbIE, TPYAOBbIE KHUKKU HE 0()OPMIISIOTCS.

2.2. B Tpy10BYIO KHUXKY BHOCSTCS CIIEAYIOLINE CBEIEHUS O paOOTHHKE:

a) ¢haMumusi, UM, OTYECTBO, JaTa POKIACHUS (UUCIIO, MECSII, TOJ) — Ha OCHOBAHWH IMACIIOPTa WK
MHOTO JIOKYMEHTA, YJJOCTOBEPSIIOIIETO JTUYHOCTD;

0) obpazoBanue, mpodeccus, CeMUATbHOCT — HA OCHOBAaHUU JOKYMEHTOB 00 00pa3oBaHuH, O
KBaJIM(UKALMY UM HAJIMYUH CIIELMaIbHBIX 3HaHUH (MpU NOCTYIUIEHUHU Ha paboTy, TPEOYIOLIYIO
CHelHaJIbHbIX 3HaHUN WIN CHEIHaTbHOM MOATOTOBKH).

2.3. Bce 3amucu o BbIMONHAEMOW paloTe, IepeBojie Ha JPYryl IOCTOSHHYI padoTy,
KBaIM(UKAIMM, YBOJBHEHHHM, a TaKXe O HarpaxJIeHUHU, NPOM3BEIECHHOM paboToJaTeNeM,
BHOCSITCSI B TPYJIOBYIO KHI)KKY Ha OCHOBaHHMHM COOTBETCTBYIOIIEIO NMpHUKa3a (pacropsKeHUs)
paboTtonarelns He MO3/IHEEe 5 paboYMX JHEH, a IPU YBOJILHEHUH — B JIEHb YBOJBHEHHS U TOJDKHBI
TOYHO COOTBETCTBOBAThH TEKCTY MpPHKa3a (PacoOpsKEHUS).

2.4. 3anucu 1at BO BCeX pazjienax TPYIOBBIX KHIKEK IPOU3BOJAATCS apaOCKUMHU LIUppaMu (YUCIIO
U MECSI — ABY3HAUHBIMHU, TOJ1 — YEThIPEX3HAUYHBIMH).

2.5. 3anucu peKOMeH1yeTCsl POU3BOIUTH aKKYPAaTHO, CBETOBOIOCTOMKMUMH YepHUTIAaMH (ITACTOM,
KpacKoOM, TeJieM) YepHOT0, CHHETO WU (PUOJIETOBOTO IBETa U 0e3 Kakux-1nbo cokparieHuii. He
JIOITYCKAeTCsl UCATh «IIP.» BMECTO «IIPUKA3», «PACIL.» BMECTO «PACHOPSIKEHHUE, «IIEP.» BMECTO
«repeBefien». Takke 3amucH MOTYT OBITh TMOJHOCTBIO MJIM YaCTUYHO MIPOU3BENIEHBI C
HCIIOJIb30BaHMEM TEXHMYECKUX CPEJCTB IyTeM IepeHoca KpacuTesled MM B BHJIE OTTHCKA
mTamna (meJartu).

2.6. 3anucu B TPYIOBYIO KHMXKKY O IPUUYMHAX YBOJIbHEHHUS (IIPEKpaLeHHs TPYI0BOTO JOTOBOPA)
BHOCSITCSI B TOYHOM COOTBETCTBHHM ¢ QopMmyiaupoBkamu TpynoBoro konaekca Poccuiickoit
®denepauy UM KHOTO (eIepaTbHOTO 3aKOHA B CIEAYIOLIEM MOPSAKE:

B rpade 1 craBUTCS MOPSAKOBBI HOMEpP 3amucH; B rpade 2 yKa3bIBaeTCs JaTa YBOJIbHEHUS
(mpekpaiieHusi TPyAOBOrO JI0roBopa); B Trpade 3 memaeTcss 3amuch O NMPUYUHE YBOJBHECHHS



(mpexpalieHus: TpyAOBOTO JI0roBopa); B rpade 4 ykasplBaeTCs HAaUMEHOBaHHME JOKyMEHTa, Ha
OCHOBaHMM KOTOpPOIO BHECEHAa 3alluCh, — IHpUKa3 (pacnopsykeHHe) WM HHOE peLIeHHE
paboTonaTes, €ro 1ata 1 HOMep.

2.7. CBenenusi o paboTe M0 COBMECTUTENHCTBY (00 YBOJIBHEHUH C 3TOW pabOTHI) MO JKEITAHUIO
pabOTHHKA BHOCSTCSA 10 MECTY OCHOBHOM pabOThI B TPYJIOBYIO KHUXKKY Ha OCHOBAaHHH IOKYMEHTA,
HOJTBEPKIAIOIIETO PA0OTY IO COBMECTUTEILCTBY.

3amucu o mpueMe Ha padoTy MO COBMECTUTENBCTBY, O NEPEBOAEC M OO0 YBOJHHEHHU MOTYT
BHOCUTBCSI B TPYIOBYIO KHMXKKY Kak B XPOHOJIOTMYECKOM IIOpsiiKe, Tak M OJoKaMu
(OHOBPEMEHHO O TpUEME W YBOJBHEHUH) MOCJIE YBOJBHEHUS M3 KaKJOW OpraHu3aliy Ha
OCHOBAHMU JIOKyMEHTa, COAEPKAIIETO CBEICHUS O MpUeMe Ha paboTy U O MPEKPAICHUU TaHHOTO
TpyzaoBoro aorosopa. Ilpu 3Tom 3anmucek 0 paboTe M0 COBMECTUTENILCTBY BHOCUTCS TaKXKe B TeX
cilydasix, Korga paboTra 10 COBMECTUTENBCTBY HMeEJIa MECTO [0 TpPYIOYCTpOWCTBa K
paboTonaTento, paboTa y KOTOpPOro it pabOTHHKA SIBJISIETCS OCHOBHOM.

2.8. B ciydae npu3HaHuUs BpEMEHHOTO MEPeBOJa MOCTOSIHHBIM, B TPYIOBYIO KHMXKKY BHOCHUTCS
clenyrolas 3amuch: B rpade 1 pasmena «CBeneHust 0 paboTe» CTABUTCS TMOPSAKOBBIA HOMEp
3anucH, B rpade 2 cTaBUTCs jJata (PakTHYeCKOro Hayalia UCIIOTHEHHUS PaOOTHUKOM 00s3aHHOCTEH
B CBA3M C BPEMEHHBIM IEPEeBOJIOM, B rpade 3 yka3plBaeTCs HAUMEHOBaHHME CTPYKTYpPHOI'O
noapazaenenust MB/JOY Onoxoiickuti demckuii cad « ConHbluKo» C yKa3aHUEM ero KOHKPETHOTO
HaMMEHOBAHMS, HANMEHOBAHUS JODKHOCTH (paboThl), CIEMATBHOCTH, TPOPECCUH C YKa3aHUEM
KBauuKkauuu, B rpady 4 3aHocsTcd AaTta M HOMEp INpHKa3a (paclopsikeHHs) 3aBelyHOIEero
MBJ]OY  Omnoxotickuii oemckuti cad « Conuvbluiko» , Ha OCHOBAaHHH KOTOPOTO PaOOTHUK OBLI
BPEMEHHO NEPEBE/ICH U Ha OCHOBAHUHU KOTOPOTO pabOTHUK MEPEBEICH Ha MMOCTOSIHHON OCHOBE.
2.9._IIpu yBonpHEeHUHU (IPEKpALIEHUH TPYAOBOIO JOTOBOPA) B CBS3U € NEPEBOJIOM pabOTHHKA Ha
JIPYTyI0 TMOCTOSIHHYIO paboTy K apyromy paboTtoaarento (B APYrylo opraHu3aiuio) B rpade 3
pasgena «CBeneHus o paboTe» TPYAOBOW KHIDKKM YKa3bIBAaeTCS, B KAaKOM TOpPSJKE
OCYILECTBIISICTCSI TEpeBOJI: MO MNpoch0e padOTHMKA MM C €ro Corjiacusi, ¥ HauMEHOBaHUE
OpraHu3alliy WIH WHAWBUAIYAIBHOTO MPEITPHHAMATENS, Ky/1a IEPEeBOIUTCS paOOTHHK.

2.10. 3amucu o mnpodecCHOHANTBHOM CIY)KEOHOU NeATeTbHOCTH B BHUJIE TOCYIapCTBEHHOU
IpaXXJIJaHCKOW U MYHUIUIAIBHOMN CITy>KObI, BOGHHOMN CITy>KOBI U TOCYAAPCTBEHHOM CITyKObl MHBIX
BUJIOB, KOTOpBIEC YCTAHABIUBAIOTCS (hefepalbHbIMI 3aKOHAMH, BHOCSTCS B TPYIOBYIO KHUXKKY TIO
MECTY TPOXOXKICHHS CITYKOBI C YU4ETOM TMOJIOKEHHIH COOTBETCTBYIOMINX (heAepaIbHBIX 3aKOHOB,
UHBIX HOPMATUBHBIX TIPAaBOBBIX AaKTOB, YCTAHABJIMBAIOUIMX MOPAIAOK  MPOXOXKAECHUS
roCy/1apCTBEHHOU CITYKOBI.

2.11. B pazgenax «CBeneHust o pabore» n «CBeleHUS O HArpakJIE€HUU» TPYIOBOM KHUKKU
3aYepKUBAHUE paHEee BHECEHHBIX HETOYHBIX, HEMPAaBUIbHBIX WJIM MHBIX MPU3HAHHBIX
HEJICVCTBUTEIIbHBIMU 3aMUCEN HE TOMYCKAETCH.

B Takom xe mopsake mpu3HAETCs HENEHCTBUTENIbHON 3amuch 00 yBOJBHEHUU, NEPEBOJE Ha
JPYTyI0 MOCTOSIHHYIO paboTy B cilydae MPU3HAHUS HE3aKOHHOCTH YBOJBHEHHUS WIIH IMEPeBOja
camMuM paboronareneM, KOHTPOJIbHO-HAJ30pHBIM OPraHOM, OPraHoM II0 PacCMOTPEHHIO
TPYAOBBIX CIIOPOB WJIM CYAOM M BOCCTAaHOBJICHHS Ha TpPEXKHEW paboTe WM HW3MEHEHHUS
(bOpMyYIUPOBKH MIPUYUHBI YBOJIbHEHHUS.

2.12. B TpynoByI0 KHMXKKY BHOCSATCSI CIEAYIOLME CBEIEHUS O HArpaXACHUM (TOOIIPEHHH) 3a
TPYIOBbIE 3aCITYyTH:

a) 0 HarpakJICHUH rOCy1apCTBEHHBIMU HarpaiaMu, B TOM YUCIIE O IPUCBOCHUH I'OCYAapCTBEHHBIX
MOYETHBIX 3BaHUI, HA OCHOBAaHUH COOTBETCTBYIOIINX YKA30B M MHBIX PEIICHHIA;

0)_o Harpaxnaennn Harpagamu Ilpesmmenta Poccuiickoit ®Penepanmm u I[lpaBuTenbcTBa
Poccuiickoit @eneparum, HarpagamMu ¢GenepaabHbIX U PETHOHANBHBIX OPraHOB BJIACTH, OPTaHOB
MECTHOI'O CaMOYIIpaBJIeHUs, TPO(CO030B (B OTHOLIEHUH YJICHOB MTPO(COI030B);

B) O HAarpaXJE€HUH IMOYETHBIMH T'PaMOTaMH, HarpyJHBIMH 3HAaKaMH, 3HAYKaMH, IUITIOMaMH,
IPOM3BOIMMOM PabOTOIATEISIMH;



T') 0 IpYTUX BUJAX MOOILPEHMS, IPEAYCMOTPEHHBIX 3aKOHOAaTeNbCTBOM Poccuiickoit denepannu,
a TaKXe€ KOJUIEKTUBHBIMHM JIOTOBOpPaMH, MPABWIAMH BHYTPEHHErO0 TPYIOBOIO paclopsika,
yCTaBaMHM U MOJIOXKEHUSMHU O TUCLUIUIMHE.

2.13. MI3MeHeHus 3anuceii B TPYAOBBIX KHI)KKAX O ()aMUIIMH, IMEHHU, OTUYECTBE U 1aTE POXKACHUS
MIPOU3BOJIATCS HA OCHOBAaHUM NACIOPTa, CBUJIETENBCTBA O POXKACHUM, O PErHCTpalluu Opaka, o
pacrop:keHuu Opaka, 0 IepeMeHe IMEHU U APYTHX JTOKYMEHTOB U CO CCHIIKOW HAa UX HOMED, ATy
Y OpraH, BbIIABIIUHI JTOKYMEHT.

2.14. Tlpn HanM4MK B TPYAOBOM KHUXKKE 3allMCH OO0 YBOJILHCHHHM HWJIM TIEPEBOJE HAa APYTYIO
paboTy, Mpu3HAaHHON HEACUCTBUTEIBHON, pAOOTHUKY IO €r0 MUCbMEHHOMY 3asIBJICHHUIO BBIACTCS
IyOJIMKAT TPYAOBOM KHMXKKH 110 MECTY palOThI, I/ie ObUIa BHECEHA HEMPAaBUIIbHAS UM HETOYHAS
3aliCh, B KOTOPBIA IEPEHOCATCS BCE MPOU3BEACHHBIE B TPYAOBOM KHMIKKE 3allMCH, 3a
HCKJIFOYEHHMEM 3aIIUCH, IPU3HAHHON HEACHCTBUTEIBHOM.

Ecnu opranuzanusi, KOTopas IpoU3Bea HENPABUIbHYIO MM HETOUYHYHO 3alMCh, pEOPraHU30BaHa,
WCIPABJICHUE IPOU3BOAMUTCA €€ IPABOINPEEMHUKOM, a B CIlydae JIMKBHJALUU OpraHu3aluu —
paboTonaresemM 1Mo HOBOMY MECTy pabOThI WM TIO MECTy paboThl, Tae Oblla BHECEHA MOCIIETHSSA
3aIUCh B TPYJIOBYIO KHM)KKY, HA OCHOBaHMH COOTBETCTBYIOIIETO JOKYMEHTA.

Ecnu HenpaBuibHas WM HETOYHAS 3alKCh B TPYIOBOW KHIXKKE MpOU3BeAcHa paboToaaTenemM —
(GU3NYECKUM JIULIOM, SIBJISIOIIMMCS UHIAWBUYaJbHBIM IPEIIPUHUMATENEM, U JAEATEIbHOCTD €T0
npeKpaleHa, UCIpaBICHUE MPOU3BOAUTCS paboOTOAaTENeM 10 HOBOMY MECTY pabOThI WM TI0
MeCTy paboTbl, rie ObUla BHECEHa MOCIEHsSS 3aluCh CBEIECHUN O paboTe Ha OCHOBAaHUU
COOTBETCTBYIOLIETO JOKYMEHTA.

3. Yder u XxpaHeHHe TPYAOBBIX KHHKEK

3.1. C nenbio y4era TpyJAOBBIX KHIKEK, a TaK)Ke OJJAHKOB TPYJAOBOM KHIKKH M BKJIQJIbIIIA B HEE
B MEJ[OY Onoxotickuii oemckuti cao « ConHbIUKO)» BEIETC:
a) KHUTa yyeTa JBU)KEHUS TPYJOBBIX KHUKEK M BKJIQ/IbIIIEH B HUX.
3.2. TpynoBas kHkka xpanutcst B MB/[OY Onoxotickuii demckuii cao « Connvbiuiko» M BbIIAETCS
pabOTHUKY B CIIydasix:
— YBOJIbHEHHMS — B JIeHb YBOJbHEHUA. TpyqoBble KHIKKHU, HE MTOJyYeHHbIE pa0OTHUKAMHU
OpU YBOJbHEHUM JMOO B Ciy4ae cMepTH pabOTHHKA €ro OmmKaluMu
POJCTBEHHUKAMU, XpaHATCs 10 BocTpeboBanust B MB/[OY Onoxoiickuii oemckuii cao
«Connbluuko» B COOTBETCTBUM C TPeOOBaHMAMHU K MX XPAHEHHUIO, YCTAHOBJICHHBIMU
3aKkoHoaarenbcTBOM Poccutickoit deneparuu 00 apXUBHOM JIETIE;
— TpeabsABICHUS B OpPraHbl COLMAJIBHOIO CTpaxoBaHUs. TpynoBas KHM)KKa BbIJAeTCS
pabOTHUKY MO MUCbMEHHOMY 3asBJICHHIO B TeueHHe 3 (Tpex) pabouux AHEN ¢ MOMEHTa
MI0/1a9H 3asIBJICHUS.
3.3. OTBeTCTBEHHBIM 3a BEJIEHHUE, XpPaHEHHWE, Y4eT U BbIauy TPYAOBBIX KHUXKEK SBIISIETCS
3asedyrowuti Ilasniox E.B.

4. Oco0eHHOCTH 3aI10JTHEHUA M BbI1a4u Ay0JIMKATA TPYA0BOH KHHAKKH

4.1. IyOonukar TpyJaOBOHM KHIKKHM BBIIAaeTCs PaOOTHHKY HE Mo3aHee 15 paboumx mHEH co JTHs
10J[a4 PAOOTHUKOM 3asIBIICHHUSL.

4.2. B nyOnukaT BHOCSATCS CIEAYIOIIUE CBEICHHS:

CBEJICHUs O paOOTHHUKE:!

a) amumusi, UMsl, 0OTYECTBO (IIPU HATTUYUH), 1aTa POXKICHUS;

0) obpazoBanue, mpodeccus, CEMUATBHOCTh — HA OCHOBAaHUU JIOKYMEHTOB 00 00pa3oBaHuU, O
KBaTM(UKAIMY WM HATMYNU CTICIHATBHBIX 3HAHUH (TP MOCTYIUICHHH Ha paboTy, TpeOyrouIyIo
CHeHATBHBIX 3HAHUW WM CIIEUAIIBHON TIOJITOTOBKH);

B) CBElEHHS O pabOTHUKE, yKa3bIBacéMbIe Ha IEPBOIl CTpaHMIE (TUTYIBHOM JIUCTE) TPYIOBOI
KHWDKKH, 3aITOJTHSIOTCS CIIEAYIOIIUM 00pa3om:



—  (aMuHst, UMsI ¥ OTYECTBO (TIPH HAIWYHMH) YKa3bIBAIOTCS IOJTHOCTHIO, O€3 COKpaIeHu i
WIM 3aMEHbl MMEHM U OTYeCTBAa HWHHULMAJIAMM, JlaTa POXKIACHHS 3allMChIBACTCA
MOJIHOCTBIO (YMCII0, MECSI], I'0J]) Ha OCHOBAaHMM IAaclopTa WJIM HUHOTO JOKYMEHTAa,
YZIOCTOBEPSIOLIETO JINYHOCTB;
— 3amuch 00 oOpasoBanuu (OCHOBHOE oOmiee, cpeaHee oOmiee, cpeaHee
npodeccuoHaabHOe, BhIcIIee (OaKkamaBpuaT, CISIHAIUTET, MarucTpaTypa, MOAroTOBKa
KaJ[pOB BBICIICH KBaJTU(HUKAINH) OCYIIECTBIISCTCS TOJIBKO HA OCHOBAHUH JIOKYMEHTOB
00 00pa3oBaHuU (aTTecTara, yI0CTOBEPEHUS, JUILIOMA);
— mnpodeccuss u (WIM) CHEHUATBHOCTh YKA3bIBAIOTCS HAa OCHOBAHUHU JIOKYMEHTOB 00
00pa3oBaHNM, KBATU(HUKAIIMH WIH HATUYHH CTICIUATIBHBIX 3HAHUH (MIPH MOCTYIIICHUN
Ha paboTy, TpeOyIOUIyI0 CHEIUAIbHBIX 3HAHUI WIM CHEHHATbHOM MOATOTOBKHU) WIH
JPYrux HaaJexame opopMICHHBIX JOKYMEHTOB;
T') IOCIIe YKa3aHHsl AaThl 3alI0OJTHEHUS TPYIOBOW KHIKKU paOOTHUK CBOEH MOJNKCHIO HA TMEPBOU
CTpaHulle (TUTYJILHOM JIMCTE) TPYJAOBON KHIKKU 3aBEpseT MPABUILHOCTh BHECEHHBIX CBE/ICHHIA;
J) TEepBYIO CTpaHUIy (TUTYJIBHBIH JHCT) TPYAOBOM KHMKKH IOAMUCHIBACT TAKXKE JIMIO,
OTBETCTBEHHOE 32 BbIIa4y TPYAOBBIX KHIIKEK, ITOCTIE YEro CTaBUTCA IeYaTh OPraHU3aIiH (11e4aTh
KaJIpOBOH CITy>k0bI1) (IIpU HAJIMYMH T1€YaTH ), B KOTOPOU BIIEPBBIC 3aMI0JIHEHA TPYA0Bask KHIKKA;
e) cBeneHust 00 oOmiemM craxe paboTbl paboTHHKa 10 TocTyreHus B MB/[OY Onoxotickui
oemckuil cad « COMHbIUKO», TIOITBEPKIACHHOM JIOKYMEHTAJIbHO;
) CBeIeHUS 0 paboTe M HarpakJaeHUH (MOOIIPEHUH ), KOTOPbIe BHOCHIIMCH B TPYIOBYIO KHUKKY
I10 MOCJIETHEMY MECTY PabOThI.
4.3. Ecniu pabotHuk 1o noctymieHus B MB/[OY Onoxotickuii demckuii cad « COMHbIUKOY YKe
paboTaii, TO MpH 3aMoJIHEHUH AYOIMKaTa TPYIOBOM KHIDKKH B pasnene «CBeneHus o paboTe» B
rpady 3 BHOCUTCS 3amuch 00 OOIIEM TPYJOBOM CTa)xxe pabOThl B KadyecTBe pabOTHUKA 10
noctymenuss B MBJ/[OY  Ownoxoiickuti  demckuii  cad  « Conmbluiko», TOATBEPKICHHOM
COOTBETCTBYIOIIMMHU JOKYMEHTaMH.
OO6mwmit cTaxk paOOThI 3aMMCHIBAETCS CYMMAapHO, TO €CTh yKa3bIBaeTCs OO0Iee KOJIMYECTBO JIET,
MecCSIEB, THEN paboThl 0€3 YyTOUHEHHS, Y KaKoro padoroaaress, B Kakue Nepuobl BpEMEHU U Ha
KaKUX JOJHKHOCTSX paboTall B MPOIIIOM BIIAJENell TPYAOBON KHUKKH.
[Tocne sToro oOummil TpyAOBOK CTa)K pabOThI, MOATBEPKIACHHBIA HaJyIekalle oQpOpMICHHBIMU
JIOKYMEHTaMHU, 3alIMCBIBAETCS 10 OTJEIbHBIM IIEpHOJIaM padOThI B CIIEIYIOLIEM MOPsIJIKE: B rpade
2 ykasbIBaeTCs JlaTa nmpuemMa Ha paboTy; B rpade 3 3amuchiBaeTCs HAMMEHOBAaHUE OpPTraHU3alud
(pabotonatens), rae paboran paOOTHUK, a TaKKe CTPYKTYpPHOE TMOJpasieieHrue u pabdota
(TOMKHOCTB), CTIEMAIBHOCTD, Mpodeccus C yKa3aHuEM KBaTu(DUKAIUY, Ha KOTOPYIO ObUT TPUHST
pabOTHUK.
Ecnu npencraBieHHBIME TOKyMEHTaMU ITOATBEPKIAETCS, YTO PAOOTHHUK MEPEBOANICS HA IPYTYIO
MOCTOSIHHYIO paboTy B TOM ke opraHuzauuu (y TOro e padoroaareis), TO 00 3TOM Takxke
JIeNIaeTCsl COOTBETCTBYIOIIAS 3aMHKCh.
3atem B rpade 2 yka3pIBaeTCs 1aTa yBOJIbHEHUs (IIPEKpaIIeHHs TPYA0BOTO I0rOBOpa), a B rpade
3 — npuuyuHa (OCHOBAaHHUE) YBOJBHEHHS, €CIM B IPEACTABICHHOM pPAaOOTHUKOM JOKYMEHTE
UMEIOTCS TaKue JaHHbIE.
B ToMm citydae, korna JOKyMEHTBI HE CO/IepKaT MOJIHOCThIO YKa3aHHBIX BbIIIE CBEACHUM 0 paboTe
B MPOIUIOM, B IyOJIMKAT TPYIOBOW KHIDKKM BHOCSATCS TOJBKO HMMEIONIMECS B JOKYMEHTax
CBEICHMUSL.
B rpade 4 ykaspiBaeTcs HauMeHOBaHHE, JaTa U HOMEpP JOKYMEHTa, HA OCHOBaHMHM KOTOPOTO
NPOM3BEACHHl  COOTBETCTBYIOIIME 3amucd B ayonmukare. OpurWHANBl  JIOKyMEHTOB,
HOJATBEPXKIAIOIIMX CTaX Pa0OTHI, MOCIE CHATUS C HUX KOMHUHA M HAAJIEKAIIEr0 MX 3aBEPEeHUs
BO3BpAIAIOTCS MX Biajenblly. B cioyyae ecnu yrpara TpyJoBOW KHMKKH MPOU3OILIA MO BUHE
paboTHUKa, yKazaHHoro B M. 3.1 Hacrosumx IlpaBun, To oH 00s3aH coOpaTh MH(OPMALIUIO C
OpeIbIAYIINX MECT paboThl Blaeblla TPYAOBOM KHUKKU U BHECTH ee B nyonukar, a MB/JOY
Onoxotickuti demckuti cad « Conubluiko» OKa3bIBa€T COJECUCTBHE PAOOTHHKY B TOJYYCHUH



JIOKYMEHTOB, TIOJTBEPKIAIOIINX CTaX €ro padoThl, MPEIISCTBYIOINUN MOCTYIUICHUIO Ha PaboTy
B MBJ/IOY Omnoxotickuii oemckuti cad « ConHbIUKO»

4.4. I1pu BbIIaue AyOIMKaTa B MPABOM BEpXHEM YTJIy IEPBOM CTPAHHIILI TyOJIUKaTa TPYIO0BOM
KHIDKKHU JiesiaeTcst Haanuck: «/{yomukary». Ha nepBoii ctpanuie (TUTYJIbHOM JIUCTE) MPEKHEH
TPYIOBOM KHIKKU NuUIIeTcs: «B3aMeH BbliaH AyOnuKaT» ¢ yKa3aHHEM €ro CepuH U HoMepa.
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