NOJIOXKEHUNE
00 3NEKTPOHHbIX TPYAOBbIX KHUXKaX

1. OBbLwme nonoxxeHus

1.1. HacTosiee nonoxeHwe SHABNSETCS JlOKafnbHbIM MPaBOBbIM  aAKTOM
MyHUUMnanbHoro  GwmpkeTHoro  ydpexaeHuss  «MAT-ueHTp  coumanbHbIX
opraHusauun» (ganee — YdypexgeHune, Pabotogartenb), pernameHTupyoLum
nopsaoK  (POPMUPOBAHUA  BMEKTPOHHbIX  TPYAOBbIX  KHMXKEK pPabOTHUKOB
YupexgeHus.

1.2. HacTosilee nonoxeHune paspaboTaHo B LENsX:

-ynopsifoveHns pukcaumm n nepegadn B nogpasgenenune NeHcnoHHoro GoHaa
P® wuHdopmauum o npueme, nepeBoge W YyBonbHeHUM PaboTHukoB Ans
hopmMUpoBaHNA 3NEKTPOHHBLIX TPYAOBbIX KHUXEK;

-obecneveHna TpeboBaHuin depepanbHOro 3akoHa oT 16 gekabps 2019 r. Ne
439-03 «O BHeceHun nameHeHnn B Tpyaosoi kogekc Poccuiickonn denepaumm B
4yactTn opMuMpoBaHUA CBeAEHUA O TPYAOBON AEATENbHOCTU B 3NEKTPOHHOM
BuAe», Tpygosoro kogekca Poccuiickon ®epepauum n denepanbHoro 3akoHa ot
1 anpensa 1996 r. Ne 27-03 «O6 uHansuayanbHOM (NEPCOHUULMPOBAHHOM)
yyeTe B cucteme 06513aTeribHOro NeHCMOHHOrO CTPaxoBaHUNAY;

-yCTAHOBIMEHUA npaB U 00s3aHHOCTEN YypexaeHus B 4actu dukcaumm wu
nepegayu B nogpasneneHue lNeHcnoHHoro ®oHpga PO mHdopmauum o npueme,
nepesoae 1 yBosibHeHUN PaboTHUKOB YUpexaeHus:;

-yCTaHOBNEHUA MEXaHW3MOB OTBETCTBEHHOCTM pPabOTHUKOB YupexaeHus 3a
HenpeacTaBreHne unM HecBOEBPEMEHHOE nNpeacTaBneHue B noapasaerneHve
lNeHcuoHHoro ®oHpa PP unHdopmaumnm o npueme, NepeBoae U YBONbHEHWU
PaboTHuKoB YupexaeHus.

1.3. Hactosilee nonoxeHue BCTynaeT B CUNYy B MOMEHT €ro YTBEpXAEeHUs
npukasoMm AupekTopa MyHuuunanbHOro 6romkeTHoro yypexaeHus «UT-ueHTp
coumanbHbIX oOpraHusaumi» un genctsyeTr OeCCpoYHO [0 3aMeHbl HOBbIM
nokarnbHbIM NPaBOBbIM akTOM aHanorM4yHoOro Ha3Ha4YeHus.

1.4. WN3meHeHWs W [ONONMHEHMA B HACTOsALlEe MOMOXEHUE BHOCATCA B
COOTBETCTBUW C OTAEMbHbIMU NMpuKasaMmu gnupektopa YupexaeHus.

1.5. Bce paGoTHUKM YupexaeHus OOMMKHbI ObITb O3HaKOMMEHbl C HaCTOALLMM
NONoXeHNeMm NoA fIMYHYH POCMUCH B NIUCTE O3HAKOMITEHMS.



2. Nepexoa Ha 3NMeKTPOHHbIE TPYAOBbIE KHKKN

2.1. lepexon K 3anekTpoHHOMY dhopMaTty CBEAEHWW O TpPyOoBOW OeATeribHOCTU
ans  paboTHUKOB YupexaeHuda, npuHATbiXx Ha paboty go 31.12.2020 roga,
ABNseTca  [oOpOBOMbHLIM U OCYLLECTBNAETCA TOMbKO C WX MUCbMEHHOro
cornacus, nopdaHHoro paboTHWKY YuypexaeHus, OTBETCTBEHHOro 3a BefeHue
KagpoBOro ydera.

2.2. [Ona paboTHMKoB, BrnepBble NpuHATLIX Ha paboty c¢ 01.01.2021 roga,
BEAEHNE INEKTPOHHbIX TPYAOBbIX KHWKEK MO YMOM4YaHUK MNpPU3HaeTCs B
YupexgeHne obssaTternbHbIM, NpY 9TOM ANS Takux paboTHUKOB TpyLOBble
KHUXKN Ha BYMaXHOM HOCUTene He 3aBOASITCS.

2.3. PaboTHukn YupexaeHust npegoctaBnsaoT B cpok Ao 31 gekabpst 2020 roga
BKIMIOYNTENBHO  NMLY, OTBETCTBEHHOMY 3a BeJeHWe KagpoBOro y4era,
NMMCbMEHHOe 3asaBfieHne no ycTtaHorieHHoM B [MpunoxeHnsax Ne 1 m Ne 2
HacTosLWEMY MOSIOKEHUO (bopme, O BeAeHUN TPYOOBOW KHVKKA B 3I1EKTPOHHOM
BMOE UMM O COXPaHEHNU BYMadKHOM TPYLOBOW KHUXKW.

2.4. Tlpn nonyvyeHunm oOT pabOTHMKOB YupexaeHuss 3asiBNeHnst O BeaeHuu
TPYLOBON KHWXKW B ONEKTPOHHOM BuAe, Nuuo, OTBETCTBEHHOe 3a BedeHue
KagpoBOro yyera, BHOCWUT 3anncCb B TPYAOBYHO KHUWXKY O rnogave pabOTHUKOM
Takoro 3asiBrieHns (no obpasuy B lNMpunoxeHnn Ne 3 K HaAcToALEMY MOMOXEHUHO)
M 00 KOHua paboyero OHA BbldaeT TPYAOBYIO KHUXKY Ha OymaxHOM HocuTene
paboTHMKy C  cobniogeHveMm  nopsigka  nepedadn  TPYAOBOM  KHUXKKW,
npegyCMOTPEHHOro TPyAOBbIM 3aKOHOAATENbCTBOM.

Mocne Bblgaun pabOTHUKY TPyOOBOM KHWKKAM Ha OyMaxkHOM HocuTene,
pabotogaTtens ocBoboXaaeTcs OT OTBETCTBEHHOCTU 3a ee BeLeHWe U XpaHeHue.
2.5. Tpn nonyyeHnn oOT pPabOTHUKOB YUpexaeHUs 3asBfEeHNS O COXpPaHEeHUU
TPyOOBOM KHUXKM Ha OymaxHOM HocuTene, Nvuo, OTBETCTBEHHOE 3a BefdeHue
KagpoBOro y4eTa, Hapsgy C ONEKTPOHHOW KHMKKOW, MpoJosmKaeT BHOCUTb
cBefleHns O TPyJoBOM OeATENbHOCTU Takke B OYMaxHyt BEPCUIO.

2.6. PaboTHMkam YdpexaeHusi, He nopasBlMM 3asiBfieHWe O BedeHUU TPy[AoBOU
KHUXKN B 3SIEKTPOHHOM BUAE M 3asiBNIEHME O COXPaHEHUM TPYLOBOW KHUXKKM Ha
bymaxxHoM HocuTene Ao koHua 2020 roga, HeCMOTpss Ha TO, YTO OHMU
TPYyOOyCTpOeHbl, pabotogatens 00s3aH BeCTU TPYOOBYK  KHUXKY Kak B
9NIEeKTPOHHOM BUAe, Tak U Ha ByMakHOM HocuTene.

2.7. WHdopmauma o nogaHHOM pPabOTHMKOM 3asiBNEHMW BKITHOYAETCS JIMLIOM,
OTBETCTBEHHbIM 3a BedeHWe KagpoBOro y4yera, B CBedeHUA O TpyLoBOW
OeATenbHOCTW,  npeactaensiemble  pabotogateneMm,  ONnNs  XpaHeHus B
MHOPMaLUMOHHBIX pecypcax [NleHcnoHHoro doHaa Poccuinckon denepauyumn.

3a paboTHMKOM, BOCMONb30BaBLUMMCS CBOMM MPaBOM Ha AanbHenliee BeAeHue
pabotogateneMm OyMaKHOM TPYLOBOW KHUXKM, 3TO MNPaBO COXpaHAeTcs npu
nocregywouwemM TpyaoyCTPOUCTBE K ApyrnM pabotoaarensm.

2.8. PaboTHMK, nogaBlUMi MUCbMEHHOE 3asiBNEeHMEe O NPOAOIMKEHUWN BeAeHUs
pabotogatenem 6ymakHOW TPYyZAOBOW KHUXKW, MMEET npaBo B MNocreayoLlem
nogatb pabotogatentd  MNUCbMEHHOEe 3asiBfieHWe O NpefoCTaBieHUn  emy
paborogaTtenemM cCBedeHU O TPyJOBOW AeATENbHOCTH.

2.9. PaboTHukM, He wnmeBWwME BO3MOXHOCTM no 31 pgekabpa 2020 ropa
BKITIOYMTENBHO NogaTtb paboTtogatento OAHO U3 NMUCbMEHHBIX 3asiBNEHU, Brpase



caenatb 910 B noboe Bpemsi, nogaB paboTtogatentd COOTBETCTBYHOLLEE
NMUCbMEHHOE 3asiBrneHune.

K Takum nuuam, B YaCTHOCTU, OTHOCSATCS:

-paboTHUKN, KOTOpble MO cocTosHMo Ha 31 aekabpst 2020 roga HeE WCNOMHANMU
CBOM TpyaoBble 06513aHHOCTM M paHee He nojanu OOHO W3 MUCbMEHHbIX
3asBMNEeHMN, HO 3a HUMW B COOTBETCTBMU C TPYAOBbIM 3aKOHOAATENbCTBOM,
WHBIMW HOPMAaTMBHLIMW MPaABOBbIMW aKTamMu, COLEPKALMMM HOPMbl TPYAOBOro
npaBa, JfoKanbHbIMA  HOPMAaTMBHbIMKM  akTamu,  TPygoOBbiIM  JOrOBOPOM
COXpPaHANOCb MeCTO paboThbl, B TOM YMUCIe HA nNepuoa;

a) BPEMEHHON HeTpyAoCcnocobHOCTY;

6) oTnycka;

B) OTCTpaHeHMsi OT paboTbl B criydasix, NpPeayCMOTPEHHbIX TpyaoBbIM KOAEKCOM
Poccuiickon  ®epepaunn, Apyrumu  degepanbHbiMUM - 3aKOHaMU,  UHBbIMK
HOpMaTUBHbLIMW MNpaBoBbIMU akTamu Poccuinckon Peapepaunu;

-paboTHUKN, nMeLWme cTax paboTbl NO TPYLOBOMY AOroBOPY, HO MO COCTOSIHMIO
Ha 31 pekabpa 2020 roga He cocTosiBLUME B TPYAOBbLIX OTHOLWIEHWAX WU 00
yKa3aHHOW AaTtbl HE NodaBLUMe OOHO M3 MUCbMEHHbIX 3asiBIIEHUN.

3. MNepeyeHb cBeaeHW, BHOCUMbIX B 3MEKTPOHHYHO
TPYAOBYIO KHUKKY

3.1. OneKkTpoHHas TpyOoBas KHWXKKA BKIKOYaeT  criegylowun  nepedeHb
cBedeHun:

— nHdopmaums o paboTHUKE;

— AaTbl NpMema, yBOSbHEHUS, NepeBoda Ha Apyryto pabory;

— MecTo paboThbl;

— BMJ, KaQpoBOro MeponpuaTua (Npuem, nepeBod, YBOSbHEHUE);

— [OOMMKHOCTb, npodpeccusi, crneumanbHOCTb, KBanudukauuda, CTPYKTYpHoe
nogpasgerneHuve;

— BMA rnopy4yaemon paboThl;

— OCHOBaHME KagpoBOro MeponpuaTus (aata, HoMep U BUA LOKYMEHTa);

— NPUYUHBI NPEeKpaLLeHna TPyAoBOro 4orosopa.

4. Ob6si3aHHOCTU paboTogarTens

4.1. PaboTtogaTtenb exemecsa4yHo, He nos3gHee 15-ro yncna cnegytowiero Mecsaua,
B KOTOPOM  OCYLLUECTBMEHO KagpoBoe MeponpuaTue  (npuem, nepeBoA,
yBONbHEHME), N0 paboTHMKOM NodaHO 3asBfieHne O Bblbope BedeHud
cBegeHun o TpyaoBon pestenbHoctn, a ¢ 01.01.2021 rogpa — He nosgHee
paboyero AOHA, cregylowero 3a AHEM W3OaHUS [OOKyMeHTa, SBMSALEerocs
OCHOBaHMEM [Ansi npyema Ha paboTy unu yBOnbHeHUs paboTHuka, 06s3aH
npeactaendate B [leHcuMoHHbIM  poHa Poccum ceBegeHna O TpyaoBOu
OEATENbHOCTU, NPeayCcMOTpeHHble pasgenom 3 Hactosuwero [lonoxeHus, Ha
OCHOBE KOTOpbIX 6yayT hopMUpPOBaTLCS SNEKTPOHHbIE TPYLOBbIE KHUXKM.

4.2. O643aHHOCTb MO HaMpaBMEHWIO CBELAEHUMN, MNEPEYMCIIEHHbIX B NyHKTe 4.1
HacTosdwero [lonoxeHusi, Bo3naraeTcs nNpuKaoM AupekTopa YupexaeHust Ha
nnUOo, OTBETCTBEHHOE 3a BeOEHWEe KagpoBOro yyerta, NnMbo nuuo, ero BpeMeEHHO
3amellaroulee.



[Mepepavya cBegoeHMn peanusyeTca B paMKkax cyulecTBywouwero dopmarta
B3anmMmogencTems  paborogatend C  TeppuTopuarnbHbiM - NoApasgeneHnemM
NEHCUOHHOro dooHAaa.

4.3. Pabotogatenb o06sa3aH He no3gHee 30.06.2020 roga BKAKOYUTENBHO
O3HAaKOMWUTb  KaxXgoro paboTHMKa nNog JNUYHYK pPOCAUCb C  HacTOAWMM
MONOXEHNEM, pa3bACHMB paboTHMKam N3MEHEHNS B Tpy4oBOM
3akoHoaaTenbCcTBE MO (POPMMPOBAHUID CBEOEHWM O TPYAOBOM AEATENbHOCTU B
9rIeKTPOHHOM BMAEe, a Tawkke O npaBe paboTHWKa caenatb BbIOOp, Noaas
NMMCbMEHHO OOHO M3 3asiBIIEHUA O COXPaHEHUN BYMaKHOM TPYOOBOW KHUXKKW UK
O BeEeHUN TPYAOBOW KHWXKN B SNEKTPOHHOM BUAE.

4.4. B cnyyae BbIsiBNeHNS pabOTHUKOM HEBEPHOW WMIM HEMOSTHOM MHopMauumn B
9IIEKTPOHHOW TPYOOBOW KHWXKe, paboTogatenb Mo MUCbMEHHOMY 3asBfEeHUo
paboTHnka o06d3aH uCnpaBUTb WKW AOOMOMHUTL CBEAEHUS O TPYAOBOM
AEATENbHOCTM U NpefCcTaBUTb UX NS XpaHEHUs B MHOPMaLMOHHLIX pecypcax
[MeHcuoHHoro doHga Poccuu.

4.5. PaboTHMKaM, Ha KOTOpbIX He BedeTca TpyaoBasi KHMXKKa Ha Oymare,
pabotogatenb o6s3aH NpegocTaBUTb CBEAEHVMS O TPYAOBOW AEATENbHOCTM 3a
nepuoq paboTbl Yy AgaHHoro paborogarens crnocobom, ykaszaHHbIM B 3asiBIIEHUMU
paboTHMKa (Ha BGyMaXHOM HOCUTeNne WUNM B 3NEKTPOHHOM BuAe, NOANUCaHHbIe
YCUNEHHON KBanuuumMpoBaHHON 3MEKTPOHHOM MNoANUCbIo (NpU ee Hanuuum y
paboTtogatens):

-B nepvog paboTbl He No3gHee Tpex paboumx OHerW COo AHA nogadn 3Toro
3asBneHuns;

-NpW yBOSIbHEHUM B LEHb NMpPEKpaLleHns TpyaoBOro 4OroBopa.

Takoe 3asaBneHne paboTHUMK MOXET nodaTtb Ha Gymare unum B 3NEKTPOHHOM BUAE,
HanpaBMB €ro nNoO agpecy 9NeKkTPoOHHOM noyTbl paboTogaTtensa icso@edu-
mytyshi.ru.

B cnyyae ecnn B [OeHb npekpalleHns TpydoBOro Aorosopa paboTHMKY
HEBO3MOXHO BblaTb CBEOEHUS O TPyAOBOM [OEATENbHOCTU Yy  AaHHOro
paboTtogaTtens B CBs3M C OTCYTCTBMEM paboOTHMKa NMOO ero oTkasom OT MX
nony4yeHus, paborogaten 06s13aH HanpaBuUTb PabOTHWMKY Takne CBeOeHUs Ha
ByMaHOM HOcuTene no noyTe 3akasHbIM NMUCbMOM C YBEOOMSIEHNEM.

5. OTBETCTBEHHOCTb paboToaaTens

5.1. PaboTtogaTenb HeceT npeaycMOTpPEHHY O 3aKoHoOaTEeNbCTBOM
OTBETCTBEHHOCTb:

-3a 3a4€epPXKKy MO CBOEW BUHE Bblgadyn TPYZAOBOW KHMXKKW WU NpenoCTaBrieHns
CBeieHNIN O TPyOOoBOW OeATENbHOCTU MNpU YBOMbHEHNN PabOoOTHUKA,;

-3a BHECEHME B CBEOEHUsI O TPyaOBOM AEATESIbHOCTUM HEnpaBUibHOW WUNU He
COOTBETCTBYHOLLEN 3aKoHOA4ATENbCTBY (POPMYSIMPOBKA MPUYMHBI  YBONbHEHUS
paboTHNKA;

-3a HenpeacTaBfeHne B YCTaHOBMEHHbIM CPOK MO0 npeacTaBfeHne HEMOSHbIX
n (UNn)  HeOOCTOBEPHbIX  CBeOEeHWW O  TpyaoBOM — OeATerlbHOCTM B
TeppuTopuanbHbI opraH NeHcMoHHOro doHaa.



MpunoxeHne Ne 1

Hupektopy MBY ULICO

(PO gumpekTopa)
oT

(aomxkHocTb, PUNO paboTHUKa)
npoXxuBaroLlero (en)

Ten..

nacnopT: cepusi Ne
AaTta Bblgaym

KeM BblOaH

3AABIIEHNE
O BeleHNUU 3MEKTPOHHOU TPYAOBOU KHUXKU

Mpowwy B AanbHENLEeM, C MOMEHTa Nnodaym HacTOSLEro 3asiBreHus,
OCYLLECTBNATb BeeHNe MOeW TPyOOBON KHUXKM B 3MEKTPOHHOM BuUAE.

« » 2020 ropga

(nognnce) ®.1.0.

3agaBnenve ot
Nony4yeHo « » 2020 r.

(moanunck, OOMKHOCTb, paclumndpoBka NoANUCK Nua, OTBETCTBEHHONO 3a
BeleHne KagpoBOro y4yerta)

PACINCKA
TpyaoByH KHWKKY Ha ByMaXHOM HocuTerne nomyyun (a), NPeTeH3nn no
ohopMIIEHNIO 3anncen B TPYLOBYH KHUXKKY K paboTogaTento He MMER.

« » 2020 ropga

(noannce pabotHuka) ©.1.0.



Mpunoxenne Ne 2

Hupektopy MBY ULICO

(PO gumpekTopa)
oT

(aomxkHocTb, PUNO paboTHUKa)
npoXxuBaroLlero (en)

Ten..
nacnopT: cepusi Ne
AaTta Bblgaym
KeM BblOaH

3AABIEHVE

O COXPaHEHUN TPYOOBOWN KHMXKM Ha BYMakHOM HocuTerne

[Mpowy npogomkaTb OCYLECTBNATbL BEAeHNEe MOel TPyOOBOW KHUXKKA Ha

6yMa>KHOM HOCUTETSE.

« » 2020 ropga

3aaBnenHve ot

(noanuce) ¢.1.0.

MONMYYeHO « »

2020 .

(mnognuck, AOMKHOCTb, pacliMdgpoBKa NOANMMCK NULA, OTBETCTBEHHOrO 3a

BeJeHne KaapoBoro y4eTta)
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