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ITosoxene 00 yuere padodero BpeMeHH
1. O0mHe Mo/I0XKeHHS
1.1. Hacrosimiee monoXeHHe O TabenbHOM ydeTe pabodero BpeMeHH (Janee —
Tlonoxenue) paspaboraHo B cootBetcTBUM ¢ TpymosbiM Kogekcom PO u sBrsercd
JOKalbHBIM HOPMAaTHBHBIM aktoM ['BOY «COII Ne3 c.m.bapcyku» (manee - QOY),
per/IaMeHTHPYHOLMM TIOPSZ0K yueTa pabouero BpeMeny paboTHiKoB OY.
1.2. TTon0KeHKe BCTyTaeT B CHITy C MOMEHTa €ro yTBep:K/eHHs pHKasoM Aupektopa OY
1 JIeHCTBYET JO BBe/IeHUs HOBOTO TIOJIOJKEHH.
1.3. Buecenve wu3sMmeHenuii B [lonoeHWe TIPOM3BOJMTCA HA OCHOBAHMM IpHKasa
mapektopa OY.
2. OTBeTCTBeHHBIH 3a Tabe/IbHBIN y4eT pabouero BpeMeHH
2.1. Jlna Befmenuss TabenbHOro yuera pabodero BpeMeHM B K&KIOM CTPYKTYPHOM
nompasfenedud OY npukasom aupekropa OY HasHauaeTcs OTBETCTBEHHOE JMIO
(mamee —  OTBeTCTBEHHbIM  pabOTHMK),  KOTOpOE  HECET  OTBETCTBEHHOCTB
3a /I0CTOBEPHOCT CBe/leHHii, OTDaKEHHBIX B Tabele, 1 3a CBOeBDEMEHHYH0 C/jauy Tadesis B
1IEHTPA/TM30BaHHYH OyXranTepuro.
2.2. Obs3anHOCTH OTBETCTBEHHOr0 PabOTHHKA IO BeeHHI0 TafeabHOro y4eta pabodero
BDEMEHHM OTpee/IsHTCS J0/DKHOCTHON MHCTPYKLMeEH, AB/AIOLIEHCA TIPHIOKEHHEM K ero
TpyZoBOMY 7i0r0Bopy. OBS3aHHOCTH M0 BeJeHH!0 Tabe/lbHOrO yuera paboyero BpeMeHH
MOIyT ObITh BO370XKeHbI Ha OTBETCTBEHHOro pa0OTHHKA B TODSAIKE COBMeLeHHs
IO/DKHOCTEH ¢ yueToM cTated 60.2, 151 Tpyzosoro Kozekca PO.
2.3. B fo/mkHOCTHBIe 00s%3aHHOCTH OTBETCTBEHHOrO PabOTHHKA BXO/IHT:
2.3.1. KoHTpomb CBOEBPEMEHHOCTH $BKM Da0OTHHKOB CTPYKTYDHOTO MOJpasje/eHHs
Ha paBoTy ¥ yXofa ¢ paboTel, X (aKTHUECKOro BpeMeHU TpeObiBaHKs HA PadoueM MecTe
B pabouee BpeMs C M3BeIeHHEM PYKOBOZUTe/Is OZPa3/ieleHus O HesBKax, OMO37aHHAX,
TIpeXX/leBpeMeHHBIX YX07ax.
2.3.2. KoHTponb CBOEBDEMEHHOCTH TpEACTABIeHMs padOTHMKAMM JJOKYMEHTOB,
TOATBEPKIAIOIIUX YBAKUTE/TbHbIE IPUUMHEI X OTCYTCTBMA Ha paboueM MecTe (JIMCTKOB
HETDPYI0CTIOCOOHOCTH, 3afB/IEHHH Ha OTMYCK H HHBIX JIOKYMEHTOB).
2.3.3. Bezenue TabempHOro yuera pabouero BpeMeHH PaDOTHHMKOB H CBOEBDEMEHHOCTh
TIpE/[CTaB/IeHHs Tabe/d B LIeHTPaTH30BAHHYI0 OyXTaTepHIo.
2.3.4. CoeBpeMeHHOe BHeCeHHe B Tabenb yueTa pafouero BpeMeHM M3MEHEHHH, B TOM
UHCe CBA3aHHBIX C IPHEMOM, TEPEeBOJOM, YBO/IbHeHHeM DabOTHMKOB CTDYKTYPHOTO
T0/jpa3zie/ieHus.
2.4, TIpu ocymecTsneHnd TabensHoro yueta OTBeTCTBeHHEIH PAOOTHIK PYKOBOACTBYETCA
TpymoseM  KofekcoM PO, YkasaHuAMHM MO MPHMEHEHHI0 M 3alO/IHEHHIO dopM
MEpPBHYHON Y4YeTHOH JOKYMeHTAlMM II0 y4eTy TDPyZa W ero OIUIaThl, YTBEPKIEHHIMH



nocra”HoBiaeHneM I'ockomcrtata Poccum ot 05.01.2004 Ne 1, IlpaBwiamu BHYTPEHHETO
TpynoBoro pacropsaka OY, cMeHHbIMH TpadukamMu padoThl, HacTosAmuM [lojoxxeHueM,
JTOJDKHOCTHOM HWHCTPYKIIMEH, a TakKe JAPYTMMH JOKYMEHTaMH, HEOOXOJUMBIMH IS
KOPPEKTHOT'O M CBOEBPEMEHHOT'O yueTa pabodyero BpeMeH! paOOTHHUKOB.

2.5. B cmydae BpeMeHHOTO OTCYTCTBHUS OTBETCTBEHHOTO PaOOTHHKA €T0 OO0S3aHHOCTH
BO3JIAralOTCs Ha APYroro pabOTHHUKA MpHUKa3oM aupekTopa OVY.

2.6. Pa6OTHI/IKI/I, TPYOOBEIC 00s3aHHOCTH KOTOPBIX CBA3daHBI C YUCTOM pa6oqer O BpCMCHHU
pa6OTHI/IKOB OY, JOJIDKHBI OBITH 03HaKOMIICHHI ¢ ITomoxeHnemM 1101 IoAIINCh.

3. Buasl yyera pado4ero BpeMeHHU

3.1. B OV npumensiercs MOJACHHBIM WM CYMMHUPOBAHHBIA y4eT pabouyero BpEeMEHH —
B 3aBUCUMOCTH OT YCTAHOBJIEHHOTO Pa0OTHHKY pexuMa padodyero BPEeMEHH U BPEMEHU
OT/AbIXA.

3.2. IlpumeHeHHe CyMMHpPOBAHHOTO YyuyeTa paboO4yero BpPEMEHH, pexuma padbodero
BpEMEHH M BpeMeHHu otTasixa padotaukoB OY ompenensiercs [IpaBunamu BHYTPEHHETO
TpyaoBoro pacrnopsaka OV, rpadukamMu CMEHHOCTH, a AJii PaOOTHUKOB, y KOTOPBIX
pexuM pabouero BPEMEHU OTIMYAETCS OT oOuieycTaHoBiaeHHOro B OV, - TpyIdoBbIMHU
JIOTOBOPAMH.

3.3. HpI/I IIOACHHOM Y4YCTC pa60qero BpEMCHHN IIOACYUCT (baKTI/I‘-ICCKI/I OTpa6OTaHHBIX
pa6OTHI/IKOM 9aCOB ITPOU3BOAUTCA CIKCIAHCBHO.

3.4. IIpu cyMMUpOBaHHOM y4eTe pabodyero BpeMeHH MoIcYeT (PaKTHIECKH OTPaOOTaHHBIX
PaOOTHMKOM YacoB 3a YYETHBIM TEPHOJ TPOU3ZBOJIUTCA CKETHCBHO W HAPACTAIOIIAM
UTOrOM CYMMapHO 3a YYETHBINA MMEPUO/I.

3.5. CBepxypouHas paboTa MOAJICKHUT PETUCTpALUU B Tabene yyeTa pabodyero BpeMEHH
B MOPSAIKE, IPETYCMOTPEHHOM ITYHKTOM 4.9.3 [lomoxeHnus.

4. Ilopsiaok 3amosiHeHHs Ta0deJiA yyeTra padoyero BpeMeH

4.1. Tabenp ydera pabouyero BpeMeHu (jajiee — Tabesb) BeeTCs M0 YHUPUITUPOBAHHON
dbopme T-13, yrBepkaeHHoi nmocraHoBieHueM ['ockomcrara Poccum ot 05.01.2004 Ne 1,
Ha OyMa)kHOM HOCHUTEIE.

4.2. Cmenenusi B Tabemb BHOCSTCS TOJBKO HA OCHOBAHHWH HaJICKAIIMM 00pazoM
0(OpMIICHHBIX JIOKYMEHTOB, B YaCTHOCTHU: NMPHUKa30B (0 MpHeMe Ha padoTy, MepeBoje,
KOMaHJIUPOBKE, 00 OTIYCKE, O CBEPXYpPOUHOH pabore, 00 u3MeHeHNH (HaMuIIiu), JTUCTKOB
HETPYJOCTIOCOOHOCTH, CIPABOK O BBITIOJIHEHUHM TOCYJAPCTBEHHBIX WM OOIIECTBEHHBIX
00s13aHHOCTEH.

4.3. OTBeTCTBEHHBbIN pabOTHUK ¢dopMUpYyeT Tabenb B JBa pa3a B MECSI: 3a MEPBYIO
MOJIOBUHY OTYETHOTO MEPUOJIa U UTOTOBBIN TabeJb 32 BeCh OTYETHBIN Nepuoa. OTYETHBIM



IIepuoagomM, 3a KOTOpBIP'I IIpCACTaBIIACTCA Ta6€.]'[b, ABIICTCA OJUH K&J’IGHII&pHBIfI MCECAL
C IICPBOTI'O I10 ITOCICAHCC YHUCJIO BKIIFOUUTCIIBHO.

4.4. B rpade «Homep moxkymeHTa» Tabemnsi MPOCTABISIETCS MOPSIKOBBIA HOMEDP, HAUYMHAS
C IIEPBOT0, UCTIONB3YETCS CKBO3HASI HyMEPALIHSL.

4.5. B rpade «Jlatra cocrtaBieHHS» yKa3bIBaeTcs JAara (opmMupoBaHUS Tabens,
COOTBETCTBEHHO, 3a IIEPBYIO IIOJOBHUHY OTYETHOI'O IIE€PUOJA WM 3a BECh OTYETHBIN
IIEPUOI.

4.6. B tpade 1 «Homep mo mopsaxky» TaOenss HCIOIB3YETCS CKBO3HAs HyMeparus,
MIPOCTABJISIIOTCS MOPSAIKOBBIE HOMEPA, HAYUHAS C IIEPBOTO.

4.7. B rpade 2 «Damuivs, MHUIHAIBI, JOHKHOCTD (CIEIHMAIBHOCTD, Tpodeccusi)y Tadens
MOCTPOYHO MEPEUUCIISIIOTCS PA0OTHUKU B andaBUTHOM mopsake (MO TMEepBbIM OyKBaM
dbamunuit). J1omKHOCTh paOOTHHKA YKa3bIBAE€TCS B CTPOIOM COOTBETCTBUHU CO IITATHHIM
pacniucanueM Llentpa.

4.8. B rpade 4 «OT™MeTKH O SIBKax M HESIBKax Ha pabOTy MO 4YuciIaM Mecsia» Tabems
(manee — rpada No 4 Tabens) OCYUIECTBIAETCSA €XKEIHEBHBIN y4eT paboyero BpeMEHH
KOKJIOTO pabOTHWKA C TMPUMEHEHHWEM YCIOBHBIX OYKBEHHBIX 0003HA4YeHMH (KOIOB),
npuBelCHHBIX B YyHU(uuupoBanHoi (opme T-12, yTBepKIEeHHOW MMOCTAHOBICHHEM
['ockomcrara Poccuu ot 05.01.2004 Ne 1. Ecnu B ynudunupoansoit hopme T-12 mns
PErUCTPUPYEMBIX B Tabese CiydaeB HE MPEAyCMOTPEHbI KOAbl — MPUMEHSIOTCS KOBI,
YTBEPKJICHHBIE IPUKa30M AupekTopa LleHTpa.

4.9. Vaer pabodero BpemeHu B rpade Ne 4 TaGenss MpOU3BOIUTCS METOIOM CIUIONTHOM
PETHCTpALMH SBOK U HESBOK:

4.9.1. B Bepxnei#t ctpoke rpadni No 4 tabGenst mpocTaBisieTcs OyKBEHHBIN KO/, a B HIKHEN
CTpOKe — (paKTUUECKH OTpabOTaHHOE paOOTHUKOM BpeMs B Yacax U MUHYTaX.

4.9.2. OTkiOHEHUsT B BHJI€ HESBOK, YY€T KOTOPBIX BeAETCs B JAHIX (OTIYyCK, JIHU
BPEMEHHON HETPYJOCTIOCOOHOCTH, CIy>KeOHbIE KOMAHIWPOBKH U HHBIE), OTPAKAIOTCS
MyTeM MPOCTABIICHUS B BepXHEH cTpoke rpadnl No 4 Tabenst OyKBEHHOTO KOJAA, a HUKHSISA
CTpOKa Ha3BaHHOM rpadbl OCTaeTCs MyCTOM.

4.9.3. OTkiOHEHUsI B BUJIE CBEPXYPOUYHBIX 4YacOB pabOThl B Tabelie MOJ OTACIbHBIM
OYKBEHHBIM KOJIOM HE pPETUCTPUPYIOTCS, a YKa3bIBAIOTCA B paMkax (HaKTHYECKU
O0TpabOTaHHOTO PAOOTHUKOM BPEMEHHU 3a JICHb (CMEHY).

4.9.4. Ilpn Haymuuu y pabOTHUKA OJHOTO WM HECKOJIBKUX BHJIOB OTKJIOHCHWH B OJIMH
JIeHb (HaIpuMep, CMEHA, YaCTUIHO MPUXOIAIIASACS Ha HOYHOE BPEMs, FUIM KOMaHIUPOBKA,
B TEpUOJ] KOTOpoil paboTHUK 3a0osien) B BepxHed crpoke rpader No 4 Tabens
MPOCTABIIAIOTCS Yyepe3 ApoOb B HEOOXOAUMOM KOJIMYECTBE OYKBEHHBIE KOJIbI, & B HIDKHEH
CTpPOKE yKa3bIiBaeTcs (haKTHUECKH OTpaOOTaHHOE/HEOTPaOOTAaHHOE BpEMS MO KaXIOMY
KOJTy OTKJIOHCHHUSI.



4.9.5. B cnyuyae HesiBKM pa0OTHHKA Ha pabOTy /0 YCTAHOBJICHUS TOYHOM MPUYUHBI €rO
OTCYTCTBUSI B BepxHel cTpoke rpadbl Ne 4 tabens mpocrasisierca kon «HH», HuxHss
cTpoka ocrtaercs myctod. Koj ucmpaBisieTcss Ha BEpHBIM IOCJIE TOro, Kak pabOTHHK
MPEACTaBUT JOKYMEHT O MPUYMHAX OTCYTCTBHUSI Ha pabote. [Ipu mpeacraBieHuH Takoro
JOKyMEHTa mocie oQopMIIEHUST UTOTOBOTO Tabels 3a OTYETHBIM MEPHOJ] MO JAaHHOMY
PabOTHUKY COCTABIISIETCS KOPPEKTUPYIOIIHM TaOehb.

4.10. CBenenusi 0 pabOTHUKAX — BHYTPEHHUX COBMECTHUTENISIX OTPAXKAIOTCA B TaOele Mo/
pPa3HBIMU TaOCIBHBIMA HOMEpPaMH JBAXKBI: OTICIBLHON CTPOKOH — IO OCHOBHOM paboTe
Y OTJEIBbHOW CTPOKOM — MO COBMECTUTEIIbCTBY.

4.11. PaGoTHUKH, TPUHATHIE B OTYETHOM TMEPHOJIE B CTPYKTYpHOE TMOJpa3jCIICHUE,
nojJiexaT o0s3aTeIbHOMY BKJIIOUEHHIO B Taleib C JlaThl Hauyajga paloTel. B sueiikax
rpadgnr Ne 4 Tabens, KOTOpbIC HE 3aMOTHSIMCH O TpHEMa HOBOTO PaOOTHHKA, CTaBATCS
MPOYEPKHU.

4.12. PaOoTHHMKM, TIepEeBEACHHbIE B OTYETHOM IIEPUOAE B JIPYroe€ CTPYKTypHOE
noJipa3iesieHue, MoJuieKaT 00A3aTeIbHOMY BKJIIOUYEHHIO B TaOENb 3TOr0 CTPYKTYpPHOTO
noJipa3fesieHusi ¢ JaThl Hayana paboTel B HeM. [Ipu 3ToM u3 Tabens CTPyKTYpHOTro
noJipa3fesieHusi, U3 KOTOPOro pabOTHUKU NEPEBOJWINCH, OHU HCKIIOYAIOTCS B MECSIIE,
CJIETYIOIIEM 3a OTYETHBIM NeproaoM. CBeeHus 0 pabOTHHUKAX, IEPEBEICHHBIX B TEUECHUE
OTYETHOIO MEpPUOJIa BHYTPU CTPYKTYPHOIO MOAPA3/IEICHUS Ha APYTYIO JOJKHOCTH (B TOM
YHUCJIE BPEMEHHO), OTPAXXATCs B Tadese JBa)KIbl — [0 NEPBOHAYAIBHON M MO HOBOM
nomkHOCTH. B sueiikax rpader No 4 Tabens CTPyKTYpHOTO TOIpa3fielieHusi, KOTOPHIE
HE 3aIl0JHSUIMCh B CBSI3H C NIEPEBOAOM PAOOTHHUKOB, CTABSTCS IPOUYEPKHU.

4.13. B sueiikax rpadsl Ne 4 tabens nocie qHs yBoJibHeHHs paboTHuka 3 OV craBsiTcs
MPOYEPKU 10 OKOHYAHMS OTYETHOro Iepuoda. B Mecsue, clienyromeM 3a OTYETHBIM
MIEPUOJIOM, YBOJICHHBIM pAaOOTHUK UCKITIOYAETCS U3 Talessl.

4.14. Ilocne OKOHYAHUS IIEPBOM IIOJOBUHBI OTYETHOIO IIEPHOJA, a 3aTeM IOCIe
OKOHYAHHUs BCETO OTYETHOIO Tepuojia JO Iepenayd Tadeist B I[EHTPAITM30BaHHYIO
oyxranteputo B Tpadax 5 m 7 «OtpaboTaHO 3a TMOJOBHHY MecsIa/Mecsmy Tadems
B BEPXHHX CTPOKAaX IMPOCTABIISCTCS KOJUYECTBO OTPAOOTaHHBIX pPaOOTHHKOM JIHEH,
B HIDKHHX CTPOKAaX — KOJMYECTBO OTPaOOTaHHBIX paOOTHUKOM 4acoB. JlaHHbie rpadsl
3aIOJIHAIOTCS MPH COCTABJICHUN KOPPEKTHPYIOLIETO Tabensi, Tabemsl Ha YBOJIbHSIOMIETOCH
paboTHHKA.

4.15. BHeceHue wucmpaBiIeHUNA U JONOJHEHUN B Tabelb He naomyckaerca. B ciyuae
HEOOXOJMMOCTH BHECCHHUS W3MCHEHUH (JOIONHEHWI) B CAAHHBIM TaOeTh COCTaBJISAETCS
WHIUBUTYATbHBIA KOPPEKTUPYIOMINN Ta0eNb 0 KOHKPETHOMY PaOOTHHKY.

4.16. TabGenb 3aBepst0T cBOUMH MoAnUcIMU OTBETCTBEHHBINH PAOOTHUK, TUPEKTOP LIEHTPA,
CIIELIMAIINCT MO KaJpam.

4.17. Tabenp Ha OyMaxHoM HocuTene rnepeaaercss OTBETCTBEHHBIM pPAaOOTHUKOM B
[EHTPAIN30BAaHHYIO OyXTalTEPUIO B CISAYIOUINE CPOKH:



® 32 MIEPBYIO MOJOBUHY Mecsia — He no3auee 10:00 nepBoro pabouero AHs mMocie
15-ro uncna OTYETHOTO MEPUOAA;

® 3a Bech KajlieHAapHbI Mecsiil — He no3aHee 10:00 mepBoro padodero JaHs mocie
MOCJIETHETO JTHS OTYETHOIO MEPUO/IA.

4.18. Jlnsg CBOEBpPEMEHHOr0 pacueTa 3apa0OTHOW IUIAThl YBOJBHSIOIIETOCS PabOTHUKA
Ha HEro 3aIoJIHAETCS OTICNbHBIN Tabenb ¢ 1-ro ynciaa TEKyIIero Mecslla 1Mo MOCJIeIHUN
pabouunii neHb (BKIIOUMUTENHHO). Tadenb Ha YBOJIBHSIOUIETOCS pPa0OTHHKA TEpeaaeTcs
B IICHTpAJIM30BaHHYyI0 Oyxranteputo He nmo3anee 15:00 paGouero aHs, MpeIIIIECTBYIOIIETO
JTHIO YBOJIbHEHHUSI.

4.19. Ilpu cocTaBieHNN KOPPEKTHPYIOMIETO Tabems Mpy YBOJbHEHUU PaOOTHUKA OTHUAM
nHeM Tabenb Ha paOOTHHKA IMEpenaeTcsl B LEHTPATU30BAaHHYI0 OyXTalTepui0 B TEUCHHE
OJIHOT'O Yaca CHEIUAIMCTOM IO KaJapaM.

4.20. OOmuit cpok xpaHeHus: Tabeneir B OY — nateh jer. Tabenu no yyety pabouero
BpEMEHU paOOTHUKOB, 3aHATHIX BO BPEAHBIX U (MJIM) OMACHBIX YCIOBUSIX TPYAa, XPAHATCA
75 neT, ecaM JeJIONPOM3BOJICTBO MO HUM 3akoHYeHO 110 1 siuBapsa 2003 roma, u 50 ner,
€CJIM OHO 3aKOHYEHO Iocie 3To AaThl. CpOK XpaHEHUS MCUUCISIETCS ¢ | sHBaps rona,
CJIEYIOIIETO 32 TOJA0M, B KOTOPOM O(OPMIISIICS TaOCITb.



