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1. O6mue moJ10KeHus

1.1. Hacrosimee ITonoskeHue BBOAUTCS C IETHIO CHCTEeMaTH3alHHu Irporecca coopa U 06paboTku
MH(pOPMALIHH O 3aTparax pabouero BpeMeHH cotpyaHukamu JIOY (Ha ocHoBanuu [pusioxenns Ne
5 x npuka3y MunucrtepcTsa duaancos Poccuiickoit ®enepanuu ot 30 Mapra 2015 r. Ne 525).

1.2. Tabens yuera ucnons3oBanus pabouero BpemenH (¢. 0504421) (manee — Tabens (¢. 0504421)
TIPUMEHACTCSA JUIS y4eTa UCTIONb30BaHHs pabOYEro BPeMEHH HIIH PErHCTPAIMH Pa3IHUHbIX CITyqats
OTK/JIOHEHHH OT HOPMAIBHOTO MCIIONB30BaHMs paGoyero BpeMeHH. BEIGOp crocoba 3amoHeHus
TaGenst (¢. 0504421) onpenensercs akToM yupexueHus B pamMkax (OpMHpPOBaHUS YYETHOM
TOJIUTHKY YIPEKICHHUS.

1.3. Jlns Benemuss Tabens (¢. 0504421) mnpuxasom 3asemyromero JIOY HasHauaroTCH
OTBETCTBEHHbIE JIMLA U3 YUCIIa COTPYAHUKOB JIOVY.

1.4. B n0mxHOCTHBIE 0GS3aHHOCTH PaGOTHHKOB, OTBETCTBEHHBIX 3a TAGEIbHBI yYET, BBOZSTCS
(yHKIMM: KOHTPOJIb HAKTHHECKOrO BpeMeHH npebbiBanus cotpyanukoB OV Ha paboTe U BeaeHuHe
TabebHOrO y4eTa ¢ OTBETCTBEHHOCTHIO 32 NPABHIIBHOE oTpaxkeHue B Tabese pabovero BpeMeHH
COTpYIHHKOB ¥ CBOEBPEMEHHOCTH IPE/ICTABICHHs TabeIs Ha pacyer.

1.5. TaGens (. 0504421) oTkpEIBaETCH exeMecsuHO 3a 2-3 AHS /10 HAYana PacyeTHOro Neproa Ha
ocHoBanuu Tabens (¢b. 0504421) 3a mpouwsiii Mecsir.

1.6. lnst ucnionHeHust 06s3aHHOCTElH PabOTHHUK, OTBETCTBEHHBIH 3a TaOEILHBIH y4er:

BEJIET yYeT WITATHOIO COCTaBa COTPYAHUKOB;

Ha OCHOBAaHHH NOKYMEHTOB (IIPHKA30B 1O JIMNYHOMY COCTaBy M OGIIMM BOIPOCAM) BHOCHT B
CIUCOK U3MCHEHHS, CBA3AHHBIE C IPHEMOM, YBOJILHEHHEM, TIEpeMEIIeHHeM, H3MEHEHHEM rpaduxa
paboThl, pa3psIoB KaTEropuii, MpeI0CTaBIeHHEM OTIYCKOB H T. I.;

OCYIIECTBIIET KOHTPO/Ib CBOCBPEMEHHOCTH SBKH Ha paboTy M yXofia ¢ pabOThL, HAXOXK/ICHHS HA
paboueM MecTe COTPYIHHKOB ¢ W3BElCHHEM pykoBogutesns JIOY o HesiBKax, ONO3JaHHSX,
NPEKAECBPEMEHHBIX YXO/JaX U IPHYHMHAX, UX BHI3BABIIHX;

KOHTPOJIMPYET CBOCBPEMEHHOCTE NPEJIOCTABIEHHS H PABAIBHOCTH ODOPMICHHS TOKYMEHTOB,
TIOATBEPXAAIOUIMX MPABO COTPYIHMKOB Ha OTCYTCTBHE Ha paboueM MeCTe: THCTKOB O BPEMEHHOM
HETPYAOCIIOCOGHOCTH, CNPABOK 1O yXOAy 3a GOJBHBIMH, IOANHCAHHBIX PYKOBOJMTENIEM
YBOJIbHUTENBHBIX U JAPYTHX;

TOTOBHT CIIHCKH COTPYIHHMKOB JUIS W3/aHWsl TIPHKA30B O paboTe B BBIXOJHEIE W Hepaboume
NIpa3HUYHEIE JIHH.

1.7. B ciiydae HEBO3MOKHOCTH BPEMEHHO HCTIONHATH 0GS3aHHOCTH 110 BEJIEHHIO TabelIbHOrO yyeTa
HA3HAYCHHBIM COTPY/HMKOM. pykoBomutens JIOV myrem m3mamms Ilpukasa Ha sTOT HEepHOJI
Ha3HaYaeT OTBETCTBEHHOTO UCIIOIHUTES.

1.8. Bce corpyamnukm, B 06s3aHHOCTH KOTOPBIX BMEHEHO BeleHHe TabenbHOrO ydera, B
00513aTeIbHOM TOPSIZIKe 3HAKOMSTCS ¢ HacTosIM [ToI0KeHHEM 01 POCITHCE.

2. IlpaBuaia 3anoJiHeHus1 Tabest
2.1. TabGemp ydera pabodyero BpPEeMEHH BEACTCA B DJICKTPOHHOM M OyMa)KHOM

BapUaHTE.



2.2. lanee tabenp B ¢dopmare Excel pacneuarpiBatror Ha Oymare. [loamucaHHBIM
Tabenpb nmepeaacTcs B OyXraaTepuio Ha XpaHeHHE.

2.3. Talenp coaepXUT BHU3Y 3aBEAYIOIIET0 JETCKOrO CaJa: HAaUMEHOBAaHHE
nosxHocTH, @.1.0., noanucek, 1aTy NOJIUCAHUS.
2.4. K cogepxanuio Tabesis NpeIbsaBIsIOTCS CleAyolne TpeOOBaHuU:

JlaHHbIE O COTpPYJIHUKax BHOCATCS B Tabelb B CTPOIOM COOTBETCTBUH C
UCIIOJIHEHHEM TaTHoro pacnucanus JI0VY.
- B ciyyae yBoNbHEHHUSI HAa COTPYAHUKA MMOAAETCS OTAEIbHBINA Tabeb, OTHOBPEMEHHO
c Ilpuka3om Ha yBOJIbHEHHE (C IOKJIAAHOW 3alUCKONM — B CIIy4yae yBOJIbHEHMS IO
UHUIMATUBE paboTtonatensi). B Tabene mpoctapisitorcs 4achl pabOTHI MO MOCIEAHUIMA
pabouunii JeHb BKJIIOUUTENBHO, a MTOCIIE IHS YBOJIbHEHHS POCTABIISAETCS «-).
-+ Cnucok pabOTHUKOB COCTaBiseTCsl B alaBUTHOM MOpsAKe (IO MepBbIM OyKBam
dbamumun).
2.5. B Tabene (¢. 0504421) peructpupyrorcs ciiydan OTKIOHEHUH OT HOPMaJIbHOTO
UCIIOJIb30BaHUSI PabO4Yero BPEMEHH, YCTAHOBJIEHHOTO IMpaBUJIaMU BHYTPEHHETO
TPYJOBOTO pacmopsiika, Wwin (akTU4YecKhe 3aTparbl pabouero BpeMeHu. B BepxHeit
MOJIOBUHE CTPOKHM IO KaXJIOMYy pPaOOTHUKY, Y KOTOPOTrO HUMEIUCh OTKJIOHEHUS OT
HOPMAJILHOTO MCIOJIb30BaHUs pabO4Yero BpEMEHH, 3alIUChIBAIOTCS Yachl OTKJIOHEHUIA,
a B HWXKHEH — yCJIOBHbIe 0O0O3HA4YeHHsI OTKJIOHEHH. B HIDKHEW 4YacTh CTpOKHU
3aIMCBHIBAIOTCS TAK)Ke Yachl paOOThI B HOUHOE BpEMSI.
2.6. Ilpu peructpauuu OTKJIOHEHUH B CiIy4ya€ HaJIM4YUs Yy OJHOIO pabOTHHKA
YUPEXKACHUS JIBYX BHUJIOB OTKJIOHEHUHN B OJUH JI€Hb (IIEPUOJ), HUKHSIS YaCTh CTPOKU
3alMChIBaeTCA B BUAE IPOOH, YHUCIUTETh KOTOPOW — YCIOBHOE OOO3HAuYeHHE BUA
OTKJIOHEHHUH, a 3HAMEHATeNb — Yachl pa0doThl. [Ipu Hamuuum Gosiee IBYX OTKIOHEHUI
B OJIMH JieHb (hamunus pabotHuka B Tabene (¢. 0504421) nosropsercs.
2.7. B Ccpoku, YCTaHOBJIGHHBICE TOPSAKOM JIOKyMEHTOOOOpOTa YUYPEKACHUS
pabOTHUKOM, OTBETCTBEHHBbIM 3a BeaeHue Tabens (¢. 0504421), otpaxkaercs
KOJIMYECTBO JHEH (YacoB) HESABOK (ABOK), @ TAaK)K€ KOJMYECTBO YAaCOB IO BHUAAM
nepepaboTok (3amMelieHue, paboTa B Mpa3IHUYHBIE JHU, padOTa B HOYHOE BpeMS U
JIpyrue BHUABI) C 3alUChI0 HMX B COOTBETCTBYMOIIME Trpadbl. 3armoTHEHHBIH
Tabens (. 0504421) moamuchIBaeTCsl JHMIIOM, Ha KOTOPOE BO3JIOKEHO BEICHHE
TaGens (¢. 0504421).
2.8. 3Banomuennsii Tabensp (P.0504421) u npyrue TOKYMEHTHI, IMOAMKUCAHHBIC
OTBETCTBEHHBIMHU JIODKHOCTHBIMHM JIMIIAMHM, B YCTAHOBJICHHBIE CpPOKU CHAIOTCA B
Oyxranteputo A mpoBeneHus pacuetoB. Tabenb (. 0504421) ucnonb3yercs s
coctaBienusi Pacuerno-miarexunoit Benomoctu (¢. 0504401) (PacuetHoit Be1oMOCTH
(. 0504402).
2.9. Ilpu oOHapy’>KEHUM JUIIOM, OTBETCTBEHHBIM 3a COCTABJICHUE W TPEACTaBJICHHUE
Tabens (. 0504421), ¢dakra HE OTpaKEeHUS OTKJIOHCHUM WJIM HEMOIHOTHI
NPEACTAaBICHHbIX CBEACHUM 00 yuere pabouero BpeMeHH (MpeCTaBICHHUE
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pabOTHUKOM JIUCTKA HETPYAOCHIOCOOHOCTH, MpHKa3a (pacropsKeHHs) O HanpaBICHUH
paboTHHKA B KOMAaHIUPOBKY, MpHKa3a (pacropspKeHHs) O MPEAOCTaBICHUU OTITyCKa
pabOTHUKY U T.JA., B TOM YHCJIE€ B CBSI3U C MO3JHUM MPEACTaBIEHUEM JOKYMEHTOB), a
TaKk)K€ BBISBJICHHBIX OIIMOOK, JUIIO, OTBETCTBEHHOE 3a cocTaBieHue Tabens
(¢. 0504421), o00s3aHO0 yuyecTh HEOOXOJAMMBIE HW3MEHEHHS M  TPEJICTAaBUTH
KoppekTupytomuii Tabens (¢. 0504421), cocTaBieHHBIH C y4eTOM H3MEHEHHH B
HOPSZIKE ¥ CPOKH, MIPETyCMOTPEHHBIE IOKYMEHTOOOOPOTOM YUPEKICHUSI.

2.10. B ctpoke «Bum Tabens» yKa3bIBaeTCsi 3HAUCHUE «IIEPBUYHBIN», NpU
npeacraBnennn Tabens (¢. 0504421) ¢ BHECEHHBIMM B HEro HW3MECHEHHIMH,
YKa3bIBAETCs 3HAYCHHE «KOPPEKTUPYIOIMIUNA», IPU 3TOM IPH 3aM0JIHEHUU MTOKa3aTes
«Homep KOppeKTUPOBKI YKa3bIBaCTC:

—1udpa «0» mpocraBiseTcss B cioydyae MPEICTaBICHUsS JIMIOM, OTBETCTBEHHBIM 3a
cocraBnenue Taoens (¢. 0504421), nepeuunoro Tabens (¢. 0504421);

— QpbI, HAYMHAS € «1», TIPOCTABISIOTCS COTTIACHO MOPSIKOBOMY HOMEPY
koppektupytomero Tadens (¢. 0504421) (KOppeKTUPOBKHU) 32 COOTBETCTBYIOIIHIA
pacyeTHbIN NEPUO/.

2.11. Hannbie xoppektupytomero Tabens (¢.0504421) ciyxar ocHOBaHUEM IUis
mepepacuera 3apabOTHOW MJaThl 3a KaJCHIApHbIE MECSIbl, MPEIIIeCTBYIONINE

TEKYIIEeMYy MeCSIly HAuUCIIEeHHUs 3apaO0THOMN TIIATHI.

2.12. Tabenp 3amonHseTcs 3a MEPUOJ, 3a KOTOPBI MpPEeIyCMOTpEHa BHIIJIATA
3apabOTHOM TIATHI.

2.13. Tlepuoapl 3amoiHEHHWs] W CPOKH IpeAcTaBieHHs B Oyxrantepuro Tabeis
(¢. 0504421) ompenensiroTcsi aKTOM YUpEXKICHUSI B paMKax (OPMUPOBAHUS yUETHOU
MOJIUTHKYU YUPEKACHUS B YacTh rpadrka JOKYMEHTO000pOTa.

2.14. annble o 3arpaTax pabo4yero BPEMEHH, BHOCHMbBIE B 3JIEKTPOHHYIO 0a3y,
JOJIKHBI COOTBETCTBOBAThH JAHHBIM TaOEIIEH.

2.15. B Tabene He pa3pelaloTcs HUKaKUe UCTIPABICHUS U TOTIOJHUTEIbHbIE TOMETKHU.

3. llopsiiok popMuUpoBaHNS U MPeEACTABIEeHUS Tabeei
3.1. He pexxe ogHOTO pa3za B HeNENO pabOTHHUK, OTBETCTBEHHBIHN 3a TaOeIbHBINA YYeT,
coOupaeT JaHHbIE 00 UCIIOJIb30BAHUU PA0OUEro BPEeMEHHU.
[Tpu BBIXONE PaOOTHUKOB B TeUeHUE paboueil CMEHbI OTBETCTBEHHBIM 3a BEICHHE
tabenst (uKcupyeTcs BpeMsi BbIXOa U Bo3BpalieHusl. Eciau paGOTHUK BBIXOAMI HE TIO
MPOU3BOJICTBEHHOW HEOOXOJMMOCTH M PAOOTHHK HE OTHOCUTCA K Kareropuum A,
BpeMsi OTCYTCTBHUSI BBIYUTAETCS U3 OajlaHca OTPabOTAaHHOTO BPEMEHHU.
3.2. Bce omo3maHuss U MOPEXICBPEMEHHBbIE YXOAbl C palOThl (UKCUPYIOTCA
OTBETCTBEHHBIM 3a BeJeHUE Taleis ydera pabo4yero BPEMEHU W BBIYUTAIOTCS U3
OanaHca paboyero BpeMeHU. VCKITOue€HHE COCTABISIIOT PaOOTHUKHU, MPUXOISAIINE HA
paboTy MO3Ke WM paHble yXoAsiue ¢ coryiacusi agmuuuctpanuu OV, a Takke
pabOTHUKH, OTHOCSIIHUECS K KaTeropuu A.
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3.3. lanHble O ciaydYasix OMO3JaHHM, CAaMOBOJBHBIX YXOJOB ¢ pabOThl HAMpPaBISIOTCS

PYKOBOOUTCIIO ACTCKOI'0 CajJga OTBCTCTBCHHBLIM JIMIIOM 3a BCACHHC YUCTaA Tadens

paboudero BpeMeHU B ¢opMe aHATUTUYECKOW 3aMMCKU O HApYIICHUSAX PaOOTHHUKAMHU

peXuma Tpyaa U OTAbIXA.

34. I[aHHI:oIe 00 HCII0JIb30BaHUHU pa60qer0 BPEMCHHU 3aHOCATCA OTBETCTBCHHBIMH 3a

TaOeIBbHBIN yUeT B AEKTPOHHYIO 0a3y g0 10 u 25 urcia oT4eTHOrO MecsIa.

[Ipu 3amonnenun Tabens (¢p. 0504421) npuMEHSIOTCS CIEAYIOIINE YCIOBHBIC

0003HAUYEHUS:

HauMmenoBanue nmoxkasareis

Kon

Brixognsie n HEpaboumne npa3IHUYHbBIC THU

PaboTa B HOUHOE BpeMsI

Brinmonnenue rocy1apCTBCHHBIX 00s13aHHOCTEN

B
H
I

BrixoHbie mo yuebe

VY4eOHbIN JOTOTHUTENbHBIN OTITYCK

Oqepe):[HLIe M JOIIOJTHUTCIBbHBIC OTITYyCKaA

Bpemennas HeTpyA0CIOCOOHOCTD, HETPYIOCITIOCOOHOCTH MO0 OEPEMEHHOCTH

1 poJIaM

OTITyCcK 1O yXO/y 3a peOCHKOM

OP

Yackl cBepXypOoUHOU paboThI

[Iporysl

HesiBk1 110 HEBBISICHEHHBIM IMpUInHaAM (,Z[O BBIsICHCHUA 06CTO}IT€J'IBCTB)

C
I1
HH

3amMmelieHue

3ameHna

PaGoTa B BeIXOAH(]E THU

dDaKkTUYECKU OTpa6OTaHHBIC qacChbl

Cnyxe0Onbie KomananpoBku

HesBku ¢ paspemieHnst aAMAHUCTPALAN

3H
3
PII
o
K
A

quemﬂeHHe BIIPpAaBC CaMOCTOATCIIBHO JOIIOJHATh MMPUMCHACMBIC YCIIOBHBIC

0003HaUYeHUs B paMKaX (POPMUPOBAHUS CBOCH yUETHOU MOIUTHKH.
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