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Mpasuna 3anoNHeHUA TPYAOBbIX KHUXKEK Npu
npueMe Ha pabdoty

HenaBHO Mbl MMCann 0 TOM, Kak NMpaBuIbHO OpraHn3oBaTb paboTy no npmuobpeTteHuio n obopoTy
TPYOOBbIX KHMXKeK. CerogHsALWHNIA MaTepuan NocBALLEH TOMY, KaK 3aMnoHATb 3TOT JOKYMEHT Npwu
npmeMe COTPYAHMKa W ero nepesoje. Ba)kHo AenaTb 3TO NpaBU/IbHO, BeAb B CTPAXOBOM CTaXx
PabOTHMKA 3aCUYNTLIBAIOTCA TOIbKO T€ Neproabl, KOTOPbIe 0POPMIEHbI B MOJIHOM COOTBETCTBUM C
3aKOHOM.

Obwume npaBuJjia 3alUCU B TPYAOBbLIX KHUXKaX

TpynoBble KHVKKW LOJKHbI 3aN0NHATLCA MO NpaBuiaM, YCTaHOBIEHHbIM [10CTaHOBJIEHNEM
MpasutenbcTBa PO ot 16 anpesnsa 2003 roga Ne 225 n NHCTpYKUMNEN, YTBEPKAEHHON
rnoctaHosneHnem MuHTpyaa Ne 69 ot 10 okTs6psi 2003 roga. Obwime npasuna TakoBbI:

Ha TUTY/IbHOM IMCTE He/ONYyCTUMO NPOU3BOAUTL KaKux-1ubo ucnpasneHuin. Ecnm gonyuieHa
owmnbKa, TO BHOCUTb NPaBKK B 3anNnCb HeNb3A. Takon 6iaHK TPyA0BOWN KHUXKKN CHMTaeTCs
NCNOPYEHHBIM U MOANEXUT YHUYTOXKEHUIO.

. OaTbl cnepyeT yka3sbiBaTb B uucgpoBomM popmate, Hanpumep, 01.03.2019. NpuMeHeHne C0BECHO-

LncpoBoro opmaTta ABASETCSH HE COBCEM KOPPEKTHBLIM CMOCOOOM 3anoSIHEHNS, HO Ha NPaKTUKe
paboTonaTenen 3a 3TO He HaKa3bIBalOT.

. 3anucb A0JHKHa NPOM3BOANTHCA aKKYPATHO, LLIAPWUKOBLIV, NepbeBon b0 reneson pyyKon.

B TpynoBoOW KHMXKE HEeNb3A YKa3biBaTb KaKUX-1MO0 cokpalieHMi. Hanprmep, Henb3s nucaTb
«np.» BMECTO «MpUKa3» 1 Tak ganee.

Bce 3anucu B TK LO/KHBI HYMepoOBaThCA B Npeaenax CoOOTBETCTBYIOLLEro pasaena.
Bo3HMKaeT BONPOC: HY>XHO /I HyMepoBaTb 3anncK, caeaHHbIe B CBA3U C NepeuMeHOBaHueM
paboTtopaTena? 3aecb ecTb HeboNbLIOE NpoTUBOPEYME: MHCTPYKUMA Ne 69 TpebyeT, 4Tobbl Takne
3anncun He HyMepoBa/INCb, a B NOCTaHOBNEHUN Ne 225 CKa3aHO, YTO A0J/KHbI ObITb MPOHYMeEpPOBaHbI
BCe 3anucu. B opngnyeckon npakTUke B TaKOM CJiyvyae NpuMeHseTCs npasuio U3 Toro
HOPMATWMBHOIO aKTa, KOTOPbIV MMEET 60JbLLYIO OPUANYECKYIO CUy. B BaHHOM C/ly4ae 3T0
noctaHoBsieHue Ne 225, To eCTb NoJly4aeTCs, YTO HyMepoBaTb 3anncu 0 NepenMeHOBaHNM
paboTonaTens Bce-Takm 6onee NpaBuJibHO. TO XKe CamMOe OTHOCMTCS K 3anucsM o6 obuiem ctaxke
npu Boipaye ayonmkarta TpypoBoM KHMXKKK. OOHAKO ONATb )Ke Ha MPaKTUKe AonyCTUM Kak
BapVaHT C HyMepauuern CNopHbIX 3anucen, Tak n 6e3 Hee. MpoBepstoLLNe OpraHbl 3a 3TO HAKAKMX
CaHKLUWN He HaKnaablBakoT.

KaZpOBMKOB YacTO MHTEpecyeT 1 APpYron BONPOC — MOXET JIN OpraHn3aumnsi CTaBuUTb LUTaMMA CO
CBOVMM HaVMeHOBaHMEM B TPYAOBOW KHUXKE BMECTO TOro, 4Tobbl MncaTb ero ot pyku? Ecam
NCXOOUTb YEeTKO M3 TpeboBaHNN HOPMATUBHBIX aKTOB, TO MPUMEHEHME WTaMMbl HE COBCEM
KOpPPeKTHO. HO Ha NpaKTukKe 3TO aonyckaeTcs, T0 eCTb [OP npuHMMaeT Takme TpyLOBble KHUXKK
y paboTHMKOB 6e3 Kaknx-n1mbo BONpoCcoB. Ba)KHbI MOMEHT — eC/v Bbl UCNOSIb3yeTe WTamn, To
CTaBbTe €ero aKkKypaTHO U CTPOro B npepenax orseAeHHOU rpadbl U CTPOKMU.

3anoJsiHeHue TUTYJIbHOIO JINCTa

Ecnv Bbl NepBbIil paboTogaTelb HAHUMAEMOrO COTPYAHMKA, TO AO/DKHbI 0HOPMUTL MY TPYAOBYHO
KHVXKKY «C HyNs». 9TO NPUAETCS CAeNnaTb U B TOM CJlyyYae, eCN HOBbIN PaboTHMK yTpaTua TK 1 He
MMeeT XKeNlaHUs ee BOCCTaHaBNMBaTL Y ObiBLIEro paboToaaTens.

Ha TUTYNbHOM NINCTE YKa3blBaeTCs:

. ®UO u paTa poXxXpeHuA. YKasblBaeTCs B NOJIHOM COOTBETCTBUM C JOKYMEHTOM, YOOCTOBEPSAIOLW MM

€ro NNYHOCTb. Ownbka xoTs bkl Ha ogHy 6ykBy nan umgpy co3pacT bonblune npobnemsl ANs
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paboTHMKa B byayuiem. He NCKAOYEHO, YTO eMy BNOCAeACTBUM NpuaeTcsa obpalwaTh B Cya ONs
NPU3HaHNSA TOro hakTa, 4TO TPYAOBAA KHMXKKA OEACTBUTENbHO NPUHALNEXUT UIMEHHO EMY.

. ObpasoBaHue paboTHMKA. YKa3biBaTb €r0 HY>KHO CTPOro Ha OCHOBAHUMN AOKYMEHTOB 06
obpa3zoBaHMn. Ba)xHO y4yecTb, 4T0 B 2015 roay knaccugukaumsa obpa3oBaHUs n3MeHUNach.
HanpumMep, cenyac HeT Takoro BMAa, Kak cpefiHee npoeccnoHasibHoe UK BbiCLlee
npogeccnoHanbHoe obpaszoBaHue. na COTPYOAHUKOB C BbICLLUMM 06pa30BaHNEM MOXXHO yKa3aTb,
KaKylo CTYNeHb OHM OKOHYMUAKN, TO €CTb NponuncaTb 06pa3oBaHne «BbiCLIEE MarncTpaTypa» un
«BbIcLee bakanaspmaTt». Ho gonyctnma n opMyNpoOBKa «BbICLLIEE».,

. Mpodeccusn, cneumanbHOCTb PAaOOTHUKA. DTN CBEAEHNA TaKXXe HY)XXHO yKa3aTb U3 JOKYMeHTa 06
obpa3oBaHuu. bbiBaeT, 4To paboTHMK nony4mn obpasoBaHme MO HanpaBAEHMIO NOAFOTOBKMN, TO eCThb
crneunanbHoCTb, Npodeccna nnbo KBanudmrKkaumnsa eMy He NPUCBOEHa. B TakoM ciyyae 3Ty CTPOKY
MO>XHO OCTaBATb NyCTOWN.

. Moanuce paboTHMka.

. llaTta 3anonHeHus. bnaHk TK npeanonaraeT 3annMcb 3TON AaTbl B CIOBECHO-LU(POBOM hopmaTe,
XOTS B MHCTPYKLMM HanncaHo nHoe. Ha npakTuke 31o npobsem He Bbi3bIBAET, MO3TOMY AOMYCTUMbI
oba BapuaHTa.

. Mopanuce nuua, orBeTcTBeHHOro 3a BepgeHune TK. B 6naHke yKkasaHo, 4TO NOANUCL AO/KHA ObITh
pa3bopymBO, MO3TOMY 4aCTO BMECTO NOAMUCUA OTBETCTBEHHbIE COTPYAHUKM NPONUCLIBAIOT CBOO
(hammnnio. 3170 HeBepHas MpakTMKa, XOTS OHa M 04eHb pacnpocTpaHeHa. PaMunns COTpyaHUKa
KagpoBow CNybbl MOXKeT 6bITb YKa3aHa — 3T0 He ABASETCA HapyLleHne, HO IMYHaa NoANnCb Npwu
3TOM TakKXXe L0/KHa ObITb.

. Ecnn paboTopaTenb ncnonb3yeT nevaTb, TO €€ HY)KHO NOCTaBUTb Ha TUTYJIbHOM JINCTE TPYLOBOM
KHVDKKMN.

Ba)kHO! MOCKONbKY paHblle NpuMeHeHne nevaTein 6bi10 0653aTeNbHbIM A8
BCEX, TO TPYAOBbIE KHMXXKWN CTapbIX 06pa3L0B J0/KHbI ObITb C NeYyaTaMu.
BmecTe ¢ Tem paboToaaTenb He Bripase AeNlaTh BbiBOAbI 0 TOM, 4To TK 6e3
nevyaTu ABNSETCA HEeEeNCTBUTESIbHON,

MHeHune 0 HenencTemTenbHoCTM TK 6e3 nevyaTtn ecTb, 1 ero UCTOYHUKOM ABASAETCS [MeHCUOHHbIN
oHa. OpraHbl MPP 3a4acTyto paHblUe 0TKa3biBaJIM NEHCMOHEPAM B MPUHATUMN KHIKEK 6e3 nevaTten,
HO CyAbl BCerga B TaKux cnopax nogaep>XusaloT rpaxkaaH. Cyiby roBopsT 0 TOM, YTO
paboTHMKKN He 0b6s3aHbl HECTW OTBETCTBEHHOCTL 3a OWMNOKK cBOUX paboTogaTenen.
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Ecnu nuaMmeHunachb d)aMVIJWIiI

Bbllwe Mbl pacckasanu 0 TOM, YTO BHOCUTb UCMPABJIEHNA HA TUTY/IbHOM JINCTE TPYLOBON KHUXKN
Henb3s. Ho ecnun y paboTHMKa NpoM30LW10 U3MEHeHUe KaKoM-TO JIMYHOU MHopMaLuum,
HanpuMep, amunum, To Takue ceefeHns B TK oTpasnTb Heobxoanmo. MpaBuna BHECEHUA
M3MeHeHUu# crefyoLme (Ha npuMepe pamuinm):

CTapaa paMunmg 3a4epknBaeTCs;

HOBasA PaMUINS YKa3blBaeTCA PALOM;

Ha BHYTPEHHeN CTOPOHe 06J10XKKMN TPYLOBON KHKKMW YKa3blBAeTCA 3anncb 0 TOM, 4TO haMuins
N3MEeHeHa, a TakXXe JOKYMEHT, Ha OCHOBaHWM KOTOPOro 3TO NPOMN30LLIO;

TYT )€ OTBETCTBEHHbIN COTPYAHUK (MHCNEKTOP MO Kagpam) CTaBUT CBOK NOAMUCH C PacLLMdpOBKON,
a Takxe nevaTb paboTogatens uavn oTAena Kagpos.
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YacTo BbiBaeT, 4TO MeCTO B CTPOKe ANS YKa3aHWA HOBbIA (paMununs He ocTaeTcs. YTo fenaTh B TaKOM
cnyyae? MNpaBunaa 3TOT BOMNPOC He persamMeHTUpyoT. Ho cneunanncTol-npakTUKN PEKOMEHAYIOT
yKa3blBaTb HOBYIO (haMunMio B CBOOOAHOM NPOCTPAHCTBE BbiLLE UJIU HUXKE CTPOUKHM C
3auyepkHyTOoMn pamunuenn. OgHaKo ObIBaeT, YTO M 3TOro NPOCTPAHCTBA HEAOCTAaTOYHO. Hanpumep,
4yesioBeK MeHs (haMWJIMI0 HECKOJIbKO pa3 JiMbo OHa 04eHb ASIMHHasA. B TakoM ciiydae cneumanncThbl
COBETYIOT BLUMTb B TPYAOBYIO KHUXXKY BKAagbiw. OObI4HO BKNAAbILN BLUMBAIOT, KOrja
3aKaH4YMBAKOTCA CTPaHMLbI 015 YKa3aHMA TPYLOBON AeATENIbHOCTY FpaXk4aHUHa. HO 3T0 MOXHO
chenaTb B C/lyvyae, €C/IM KOHYMI0Ch MeCTO Ha TUTY/IbHOM JINCTe.

BBepxy TUTY/IbHOr0 NCTa AeslaeTcs OTMeTKa O Bblaye BKAaAbllwa C YKa3aHMeM ero cepuum un
HOMepa, a CaM BKNaAblll YYNTbIBAETCHA B KHUTEe ABUXEHUSA TPYA0BbIX KHUKEK.

3anucb 0 npueme Ha paboty

Mpu HanMe Ha paboOTy NOPALOK 3aMONHEHNS TPYLOBOW KHUXKKE TaKOM:
. B rpade 3 ykasbiBaeTCs HaumeHoBaHWe paboTogaTens B COOTBETCTBUM C yYpeAUTeIbHbIMU
BOKYMEHTaMM — MOJIHOE N COKPALLEHHOE, eC/I OHO MPeayCMOTPEHO. YacTo KaApOBMKUN YKa3biBalOT
TOJIbKO COKpaLleHHOoe HauMeHoBaHue, Hanpumep, 000 «Pomallka», OBHAKO 3TO HEBEPHO.
B rpade 1 cTPOYKOMN HMXKe HauMeHOoBaHUA paboTogaTensd CTaBUTCA NOPAAKOBLIA HOMEP 3anuciu.
3. B rpacde 2 B TON Xe CTPOKe NponucbiBaeTcs faTa npuema Ha paboTy — oHa bepeTcs U3 npukasa o
Hanme.
4. B rpace 3 B TOM XXe CTPOKe JenaeTcs 3anncb o npueme. TyT npaBuia Takue:
o oTAen (CTpyKTypHoe nogpasfeneHune) pabotonatens ykasbiBaeTcs B TOM Ciyyae, eCiv 3T0
nponuncaHo B TPY4OBOM [0r0OBOPE;
o [eflaeTCa 3anncb 0 AOJHKHOCTU, NPOecCcun C ykasaHneM KBaamgukauum.
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HuKakunx MHbIX 3anucei npu npueme Ha paboTy He nenaeTcs. Hanpumep, He
HY>XHO YKa3blBaTb, 4TO PABOTHUK NPUHMMAETCS MO CPOYHOMY [OrOBOPY WJIM O
TOM, YTO [10 MPUHSATMSA Ha paboTy OH He UMen TPYLOBOro CTaxa.

B rpacde 4 B TOM XXe CTPOKe [e1aeTCA CChlJIKa Ha NPUKas, Ha OCHOBAHUN KOTOPOro NpuHAT
COTPYLHUK. 3annucb JOJKHA UMeTb Takow Bua: «fpukas ot (gata) Ne (Homep)». [onyCTUMO B LLenax
9KOHOMUUN MeCTa MOMEHATb AaTy U HOMep MeCTaMu, HO 3TO YXKe OTCTYNAeHMe OT TOYHOr o
cnefoBaHNA Npasuiam.

MeyaTblo 3anNuUCb 0 Npueme Ha paboTy He 3aBepsaeTcs.

Jata Ceedenns o mpHeMe Ha padoTV, MEPEBOE Ha APVIVIO Hamverosanme,
MOCTOSHHVIO PadoTy, KBATHOHKAINH, VREOTEHEHHH (C JaTa H HOMep
= VEazaHHEM MPHYHH H CO CCRLTKOM Ha CTATRKO, MVHKT SE_KGHQJ JOKVMEHTA, Ha
é OCHOBaHHH
5 KOTOpOTO BHECEHa
S JAMHCH
THCIO MeCcHI rog
! 2 3 4
Obiecmeo ¢ 0zpanHudeHHOll omeemcmeeHocmbio o Tyu»
(000 «Tyun)
4 19 11 2009 IHlpunsama s omdea Gyxeaimepuu Mpuraz om
Byxzaamepom 19.11.2009
Nod3-k

3anucb 0 nepesoae

MepeBoAoOM CYMTAETCA CMEHA A0/DKHOCTM, CTPYKTYPHOr0 NoApa3aeNeHns uin HarnpasieHme
paboTHMKa B APYrylo MECTHOCTb BMecTe ¢ paboTodaTenem.

Ba)xHOe NpaBuio: B TPYA0BON KHXKKE OTPaXKatoTCA TOJIbKO NOCTOAHHbIE
nepeBoAbl. ECim paboTHUK NepeBOANTCS BPEMEHHO, 3aNUCb He AenaeTcs.

MopsfoK 3anucu Npu nepesoae Takown:

B rpade 1 yka3sbiBaeTCq HOMep 3anucu.

B rpace 2 — yncno, mecay 1 rog nepesona.

B rpade 3 yka3sbiBaeTcs, Kyda 1 KEM COTPYAHUK NepeBeaeH.

B rpacde 4 — cCbiIKa Ha NpUKa3 TakXXe, Kak Npu npueme Ha paboTy.

BpeMeHHbIVi nepeBos MOXET CTaTb MOCTOSHHbLIM — YCNOBUS 3TOr0 NPONUCaHbl B cTaTbe 72.2
TpyLoBoro Kogekca. 3To bbiBaeT, KOrga Cpok BpeMeHHOro nepeBofa OKOHYUICS, HO MPeXHAS
paboTa COTPYOHMKY He NpefocTaB/ieHa, a OH 3TOro He noTpeboBan u Npoaos/KaeT paboTaTb
Janblue. B 3TOM clyqyaeM CHMTaeTCs, YTO yC/I0BMEe O BpeMeHHOM XapaKTepe nepeBoaa 6onbLue
He pencTByerT. [lepeBo CHMTaAEeTCA NOCTOSAHHBLIM C AaThbl NepeBoa (To eCTb 3a4HMUM YXCSIOM), a
3HA4YUT, ero HY>KHO 0TPa3nTb B TPYA0BOWN KHMXKKE.

Kak npaBunbHO 0popMUTh Takomn nepeso? OnaTb Xe, NpaBuia He peryanpyoT 3ToT Bonpoc. Ho
PocTpyZ B 4aCTHbIX pa3bACHEHWUS MpefsiaraeT TaKylo CXeMy:

. C pabOTHMKOM 3aK/II04aeTCs AONOJIHUTEJIbHOE CorflalleHue, B KOTOPOM YKa3biBaeTCs, YTO paHee

OCYLLEeCTBJIEHHbIN BPEMEHWN NEPEBOL, ABNAETCSA NOCTOSAHHbLIM.

3paeTcs npukas o TOM, YTO BpeMEeHHbIN XapaKTep nepeBoaa OTMEHseTCS.

B TpynoBoOW KHVKKE fenaeTcs 3anncb 0 NepPeBOLE C yKa3aHMEM B Ka4eCTBe OCHOBaHMS 0bomx
NPUKa30B: NepBNYHOr0, KOTOPLIM COTPYLHMK Obl1 BDEMEHHO rnepeBefieH, a TakXXe npukasa u3
NMyHKTa 2.



OcTaeTcs HEBBLIACHEHHBLIM OAWH MOMEHT, NOSICHUTbL KOTOPLIN MpoLLe Ha npuMepe. onyCcTuMm,
paboTHuK ¢ 1 mapTa 2018 rofa nony4nsa BpeMeHHsbIn nepesos, a 1 mapTta 2019 rona oH 6bin
NpuU3HaH NOCTOSHHbIM. KaKoW paTou Aenath 3anucCb B TPYA0BOU KHMXKe? TyT BO3MOXKHbI [1Ba
BapunaHTa:

. CoenaTb 3anucb AaTou NPM3HAHUA NepeBoaa NOCTOAHHbIM, TO ecTb 0T 01.03.2019. Torna B
rpage 3 Hy>XHO byaeT yka3aTb: «01.03.2018 nepeBefeH...» fanee Kyaa n Kem.

. CoenaTb 3anucb maTtou nepesopa, To ectb 0T 01.03.2018. B 3TOM Cnyy4ae Hy>KHO MPOCTO
YKa3blBaTb, Ky[la U KEM COTPYLAHUK NepeBeeH.

BHe 3aBUCUMOCTU OT TOr0, Kakol BbibMpaeTCcs BapuaHT, B rpade 4 0oKHa
MATW CCbiNKa Ha oba npukasa.

Jara Ceezenns o mpreMe Ha padoTy, Mepesode Ha APYTVIO Hamvenopanue,
MOCTOAHHVIO padoTy, kBamHKalmy, VEOIEHEHHH (C JaTa H HOMeEp
- VKa3aHHeM PHTHH H CO CCHUIKOH Ha CTaThio, MYVHKT 33K0HA) JOKVMEHTa, Ha
é OCHOBAHHH
2 KOTOpOro BHECeHa
= 3aIMHCh
gucao | Mecam | roz
1 2 3 4
Ob6uecmso ¢ ozpanudenHoll omeemanéenHocmbio « Tyu»
(000 «Tyu»)
1 19 10 2007 Hpunama ¢ omdea byxecaimepuu Hpuxaz om
byxzaimepom 19.10.2007
N3k
N 19 11 2009 C 10.11.2008 nepesedena s sxonomuueckuii omdoen Ipuxaz om
IKOHOMUCIOM 10.11.2008
Ne§57-x
Hpuxaz om
19.11.2009
No85-k

MprMep 3anucu Npy BpEMEHHOM NnepeBoe, CTaBLUUM MNOCTOAHHbLIM
B pa3nen «CBepeHusa o pabore» Takxe BHOCATCSA 3amnuncu:
o 0 BOEHHOW cnyxbe — npumep oopmaeHns Ha nsobpakeHnn Hnxe: Puc
© 0 COBMECTUTENbCTBE — MO XKeJslaHNo paboTHMKa Ha OCHOBAHWUW ero 3asBAeHNs;
o 0 KypCax MOoBbIWEHNA KBaIM(PUKaLMM 1 NpodeccuoHanbHoN nepenoarotoBke. OBbIYHO Takume 3anucu
AenatTcs, ey paboTHMK NpUHEC B 0TAEs KaApOoB MNOATBEPXAAOLWMNE OOKYMEHTDI.
B cnenytolien 4acTy pacCKaXKeMm 0 TOM, KaK B TPYAOBbIX KHUXKaX AefaTb 3anmcu 06 yBONIbHEHNN 1
NCNPaBNATb OLINOKMN.



