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1. OBIIIHE IIOJIO氷EHH兄

1・1. HacTOfflIIee IIoJIO鵜HHe BBO卿TC胴a OCHOBaHKK CT. 91 Tpy抑BOrO I(OHeKCa Pocc蕗cKO酋

⑪e岬aI囲C IIeJIEro CIICTeMaTII3a叩IIPOIIeCCa C6opa H O6pa6oTKH∴HH抽Ma叩I4 O 3aTPaTaX

Pa6oqero BPeMeHH Pa6oTHHKaMH 「OCy岬CTBeHHOrO　6roH鵬THOrO rmⅡKOJII,HOrO

O6pacoBaTeJII)HOrO yqPexpHH棚eTCKOrO Cam胴29 KOM6HHHPOBaHHOrO BHJIa HeBCKOrO Pa斬Ha

CaHKT-IleTeP6ypra (糊JIee - 「明Oy)

1.2. HⅢ Be相聞…a6eJIbHOrO ytIeTa Pa6oqero BPeMeHH IIpHKa3OM 3aBenyIOIIIerO 「叩Oy

Ha3HaqaroTCroTBeTCTBeHHbIe JIHIIa H3 tIHCJIa Pa6oTHIII(OB O6pa3OBaTeJIbHO宜opraHH3a叩雌.

1.3・ B脚棚OCT珊e O6鰯HHOCTH Pa6oTHHKOB’OTBeTCTBeHHHX 3a Ta6em,HbIri ytIeT, BBO抑CH

句yH叩脚:

KOHTPOJIb加KTmeCI(OrO BPeMeHH IIPe6HBaH聯COTPy即III(OB rBroy Ha Pa6oTe H Be捕HHe

Ta6eJII)HOrO ytIeTa C OTBeTCTBeHHOCTI)ro 3a IIPaBHJIbHOe OTPa鵜HHe B Ta6ene pa6otIerO BPeMeHH

COTPy月HIIKOB H CBOeBPeMeHHOCTもIIPe雅TaBJIeHHjI Ta6eJIjI Ha PaCtIeT.

1.4. H朋HCⅡOⅡHeHH鬼O6jI3aHHOCTe串a60THHK, OTBeTCTBeHHb蕗3a Ta6eJIbHEIri yqeT:

BeHeT yTIeT HITaTHOrO COCTaBa COTPy月HHKOB;

Ha OCHOBaHHH HOI(yMeHTOB (ⅡPHI(a3OB IIO JIHtIHOMy COCTaBy H O6HHM BOIIPOCaM) BHOC財T B

CⅡIICOK II3MeHeHH叩B卿HHI,Ie C IIPHeMOM, yBOJII)HeHKeM, IIePeMeIpeHHeM’II3MeHeHHeM rPadyI狐a

Pa6oTH’Pa3P糊OB (KaTerOPH茸y, HPeZIOCTaBJIeHKeM OTⅡyCKOB H T.凡;

OCyIIIeCTBJIjIeT KOHTPOJIB CBOeBPeMeHHOCTH jIBKK Ha Pa6oTy H yXO抑C Pa6oTbI, HaXO棚eH撤

Ha Pa6otIeM MeCTe COTPy囲KOB C peBeHreHHeM PyI(OBO抑eJIH 「明Oy o HejH3KaX, OIIO抑雌雄

rIPe)K弼BPeMeHHI)IX yXOHaX H IIPHtIHHaX, HX BI,I3BaBⅢHX;

KOHTPOJIHPyeT CBOeBPeMeHIIOCTもIIPeHOCTaBJIeHHjI∴∴H IIPaBKJIbHOCTb O加pMJIeHHjI

ⅡOI(yMeHTOB’IIO抑BeP糊aro叩X HPaBO COTPy卿財KOB Ha OTCyTCTBIIe Ha Pa6otIeM MeCTe: JIHCTKOB O

BPeMeHHO組eTPy即CIIOCO6HOCTII, CIIPaBOK HO yXOZIy 3a 60JIらH恥H, IIOⅡrIIICaHHI,IX PyI(OBO卿TeJIeM

1.5. B cnyqae HeBO3MO粗OCTH BpeMeHHO HCIIOJIH珊O6糊HHOCTH HO Be捕HHro Ta6e皿もHOrO

ytIeTa Ha3HatIeHHbIM COTPy脚HKOM, PyKOBO抑TeJII, 「明Oy IIyTeM H3HaH瑚IIpIIKa3a Ha 3TOT rIePHOH

1・6. Bce coTPy壇H孤II, B O6H3aHHOCTH∴KOTOPbIX BMeHeHO BeⅡeHHe Ta6eJII)HOrO ytIeTa, B

O6jI3aTeJII,HOM HOP珊e 3HaKOMjITCH C HaCTO叩HM IIoJIOXeHHeM IIO叩OCrIHCI).

Z・1. %誓書語豊誓誓器誓霊哩紬r。_, 。。甲。。TB。
COTPy抑HI(a, erO脚棚OCTb, IIO坤a3HeJIeHHe’抑Ty, TeI(yHIee (c　即), IIPHtIIIHy OTCyTCTBHjI Ha

Pa6otIeM MeCTe’OCHOBaHHe. HepcoHaJII,HHe CBe脚H… COTPy月H弧aX’a TaK鵜畑a H BPeM鬼

OTCyTCTB肋COTPy畑HI(a句I狐CIIPyroTC捕nyP珊aX OTBeTCTBeHH恥3a Ta6eJIbHI)Ifi yTIeT Pa6otIerO

BPeMeHH Ha OCHOBaHHH 3aBePeHHもIX 3ajIBJIeH蕗, CⅡPaBOK-BI,I3OBOB H3 yqe6HHX 3aBeHeHI摘H

2・2. B cJIytIae HeIIPe抑aBJIeHHjI B yCTaHOBJIeHHOM IIOP珊e IIO耶eP糊aro叩X即KyMeHTOB

IIPHⅦHO宜oTCyTCTB耽描tIHTaeTCfl C叩OBOJII’HI,Ifi yxo揮Pa6otIerO MeCTa.

2.3. EcJIH COTPy珊IIK OTCyTCTBOBaJI 6oJIee 4 tIaCOB IIO神田瑚OKyMeHTbI, rIO耶eP棚aIOHMe erO

IIPaBO Ha OTCyTCTBHe, B yCTaHOBJIeHHOM IIOP珊e He HPeHCTaBJIeHI,I, COTPy卿IIKy IIPOCTaBJI糊C鬼

ⅡPOry… Pa6oqH叛eHb OIIJIaTe He IIO即e糊T,lB COOTBeTCTBHH C n・ 6 a cT. 81 TK P⑪・ HporyJI

O小vpMJIHeTC捕IIOP珊e, yCTaHOBneHHOM TPy卯BⅢM 3aKOHO的場,II,。TB。M.

2.4. HpaBrma Be畑Hq )KyP脚a ytIeTa OTCyTCTByroIIIHX COTPyHHKKOB Pa3Pa6aTbIBaroTCjI

OTBeTCTBeHHbIM 3a Ta6eJIbH軸ytIeT Pa6otIerO BPeMeHH H yTBeP糊aIOTC描aBenyro叩M 「明Oy.

3 ・  IIPABHJIA 3AⅡOJIHEHH兄TABEJI月

3.l. CoTPyZIHIIKH, OTBeTCTBeHHHe 3a Ta6eJIbH蘭ytIeT Pa6otIerO BPeMeHH, 3aIIO皿mOT Ta6eJIb

ytIeTa Pa6oqero BPeMeHH B dyopMaTe Excel H PaCIIeqaT眺aroT erO Ha 6yMare. IIoHⅡHCaHHbI組a6eJIも

ytIeTa Pa6oqero BPeMe珊IIePe抑eTCjI B HeHTPaJIH3OBaHHyr。 6yxranepII工O桝fl HatIHCJIeHHjI

3aPa6oTHO酋IIJIaTbI.



3・2・ Ta6enb ytIeTa Pa6oqero BPeMeHH CO榔HT IIO抑Cb CO朋HHKa, OTBeTCTBeHHOrO 3a erO

BeueHHe’a Ta棚e’Bny HeIIOCPe珊eHHOrO PyKOBO脚皿0抑Cb OTBeTCTBeHHOrO COTPy榔Ka

II BII3bI PyKOBO抑eJIe軸ep脚: Ha恥eHOBaHHe ro棚OCTH, ①・I4.O.朋IIHCb,抑y IIO月IIKCaHHjI.

3.3. ⑪opMa Ta6eun yqeTa Pa6otIerO BPeMeHH∴H PaCtIeTa 3apa60THO酋IIJIaTBI棚Ka3eHHHX

yqPexpH蕗(削504421) ycTaHOBJIeHa IIPHKa3OM MHH担a PoccHH OT 1 5" 12.201 0 r.粗73H一一O6

yTBePureHKH dyM IIePBEⅢHbⅨ yqeTHbⅨ ZIOKyMeHTOB H PerHCTPOB 6yxIarTePCI(OrO ytIeTa

IIPHMeH剛bIX OPraHa胸rocy岬cTBeHHOfroJIaCTH (rocy坤cTBeHH朗opraHaMH), OPraHaMH

MeCTHO「O CaMOyIIPaBJIeHHH, OPraHaMH yIIPaBJIeH財H rOCy叩cTBeHH蘭BHe6ro跡eTHI,IMH

触噂rOCy岬cTBeHHbrNH aKapeMIIjIMH HayK, rOCy脚cTBeHH朗(MyHH抑aJIbHもIMII)

yqpe岬H脚u剛MeTO抑eCI(HX yKa3aH繭IIO HX IIPHMeHeHHIO〉〉 (脚ee - MHCxpyKIIゆ

3.4・ ⅡpH∴HCⅡOJI即BaHHH Ta6eun ytIeTa Pa6oqero BPeMeHH dyopMI>I剛504421 RTyCKaeTCH

BNEroueHKe畑OJIHIITeJILHもⅨ xpady, OHHaI(0脚も3H )岬aJIHTb CyIIIeCTByIOHIHe rpa担BHOCHMbIe

H3MeHeHH瑚0Ⅲ糊旺確6項TもO。opMJIeHbI COOTBeTCTByroIIIHM OPr`aHH3aIIHOHHO-PaCIIOP珊TeJIbH恥

roKyMeHTOM yqPe椰HHH (HaIIP財MeP, HPaBHⅡa胸yTreTHO旺oJIHTHKH) O6 3TOM roBOPHTCfl B

rIo囲e IIPHMeHeHHfl yH哩npoBaHH取壇M IIePBHqHOfi yqeTHO覚roKyMeHTa叩

yTBeP椚eHHOM HocTaHOBJIeHHeM 「OCI(OMCTaTa PoccHH OT 24.03. 1 999 JV寝0.

3.5・ Ta6eJm ytIeTa Pa60tIerO BPeMeHH OTI(PHBaeTCfl eXeMeC珊O 3a樹xpH畑叫IO HatraJIa

PaCqeTHOrO IIePHOHa Ha OCHOBaHHH Ta6eJIH 3a HPOIIIJIbIfi MeCj叩3aIIOJIHfleTC掴a ocHOBaHIIH

HOKyMeHTOB IIO yqeTy棚HOrO COCTaBa‥ IIPHKa3OB O IIPHeMe Ha Pa6oTy’IIePeBO掲yBOJIREeHHH. K

COZIePXaHHro Ta6eur yqeTa Pa60qeI`O BPeMeH財IIPe岬BJLsoTCjI CJIenyro叩e xpe6oBaHH瑚aHHI,Ie O

COTPy抑I(aX BHOCHTCfl B Ta6eJIb yqeTa Pa60qerO BPeMeHH B CTPOrOM COOTBeTCTBHH C HCIIOJIHeHHeM

ⅢTaTHOrO PaCIIHCaHH掴aIIOJneHHe Ta6e朋OCy叫eCTBJmTbC踊eTO抑CIIJIOⅢHO叫erHC問IIH

jIBOI(∴H HejIBOK Ha Pa6oTy. Bepx珊CTPOI(a (dyopMもI JV"50442 1) rIPHMeHneTC叩jI OTMeTI(H

yCJIOBHもIX O6o3HatIeHH# (KO坤y 3aTPaT Pa6otIerO BPeMeHH, a HHXH糊一棚3aⅡKCH

rIPOro雌RTeJII,HOCTH OTPa6oTaHHOrO BPeMeHH (B qaCaX’MHHyTaX) IIO COOTBeTCTByroHunM I(O脚

3aTPaT Pa6otIerO BPeMeHH Ha Ka畑yIO抑y.坤oTPaXeHH財HejIBOK Ha Pa6oTy∴ytreT KOTOPI,IX

BeneTC鬼B棚X (e粕roHI)I宜ocHOBHO酋oIIJIaqHBaeMb]厳oTⅡyCK (OT), rm BPeMeHHO宜

HeTPyHOCⅡOCO6HOCTH (E), OTrIyCK 693 COXPaHeHHf1 3apa6oTHO酋mIaT瑚O), HeBbIXO掴a BPeMjI

HCIIOJIHeHII刃∴ rOCy岬cTBeHHI)IX O6jI3aHHOCTeH (「), e諒oHHBIf亘moJIHHTeJIbHI,I覚oTⅡyCK 6e3

COXPaHeHHjI 3aPa6oTHO酋HJIaTbI (肺)) B Ta6eJIe B BePXHe宜cTPOKe B rPadyax IIPOCTaB雌OTCfl TOJII,I(O

KO脚yCJTOBHHX O6o3HatIeH繭, a B H轍HefroTPOKe両I,I OCTaIOTC捕ycTHMH. IIpH 3aIIOJIHeHIIH

「Pady 5 H 6 Ta6e朋B BePXHHX CTPOKaX IIPOCTaBtraeTCjI roⅡHqeCTBO OTPa6oTaHHbIX RTe宜, B HH粗財X

CTPOI(aX - KO棚eCTBO tIaCOB’OTPa60TaHHもI}【 Ka糊恥COTPyZIHHKOM 3a ytIeTHLI軸epHOH. B Ta6eJIe

(掴050442 1) perHCTPHPyroTCjI TOⅡhKO CnyqaK OTKJIOHeH蕗oT HOPMaJIbHOrO HCIIOJIL3OBaHHfl

Pa6oqero BPeMeH財, yCTaHOBJIeHHOrO IIPa珊aMri BHyTPeHHerO TPyHOBOrO PaCIIOPxpKa. B BePXHeH

ⅡOJIOBHHe CTPOKH IIO KaxpMy COTPyHHHKy, y KOTOPOrO HMeJIHCb OTKJIOHeHHjI OT HOPMaJII)HOrO

HCIIOJII,30BaHH叩a60qerO BPeMeHH, 3aIIHCbIBaroTC掴aCH OTNEOHeH繭, a B H轍He宜- yCJIOBHI,Ie

O6o3HaqeHHfl OTKnOHeHH帥HH粕漬cTPOtIKe 3anHCbIBa]roTCH Ta轍e tIaCBI Pa60TH B HOtIHOe BPeM兄

EcJm y OHHorO H TOI`O Xe COTPyZIHHI(a B O抑H TOT Xe ITePHO月B HCⅡOJII,3OBaHH財Pa6otIerO BPeMeHH

HMeJIOCb恥a BHHa OTKJIOHeHH#, O畑O H3 KOTOPもIX - Pa6oTa B HOqHOe BPeMH, TO H轍H納I tIaCTb

CTPOI(K 3ar[OJIHjIeTCjI xpO6ro, tIH℃JIHTeJIB∴KOTOPO宜- yCJIOBHOe O6o3HatIeHIIe OTKJroHeH蕗, a

3HaMeHaTeJIb - HOqHHe tIaCBI. rIpHI HaJ]r珊H 6oJIee nyx oTNEOHeH蕗B O月HH HeHb加MHJIHH

COTPy畑HKa B Ta6eJIe IIOBTOPneTCf1 2 pa3a. EcJIH B TetIeHHe rO柳B 「B即y IIPHHHMarHCb HOBbIe

COTPyHHHKH, OHH IIO即e脚O6jI3aTeJIBHOMy BKJ]醐eHHro B Ta6eJIL ytIeTa Pa6oqero BPeMeHH. HJm

OCyIIIeCTBJIeHK月〕BHⅡJIaT B MexpacqeTH軸IIePHOH (yBOJIbpeHne coTPyHHHI(a, yXOH B OTIIyCK) B

IIeHTPaJIH3OBaHHyIO 6yxrmTePHro HPeJxpTapuneTCjI BPeMeHHbI旺a6eJIb yqeTa Pa6oqero BPeMeHII,

IIOKa3aTeJIH B I(OTOPOM IIPOCTaBJrmOTC鬼TOJIbKO IIO KOHKPeT草OMy COTPyHHHI(y. HpH dyopMHPOBaHHⅡ

Ta6eJI叩eTa Pa6otIerO BPeMeHH KaJIeH岬HI,Ie Z[HH MeC型pacqeTHOrO IIePHO軸O IIPHH糊

COTPyHHKa H (HJm) IIOCJIe erO yBOJIREeHHH 3a甲HjIroTCⅢPOtIePKOM. Hop珊OBan HyMePa囲B

「Padye l Be脚C鬼IIO CTaBKaM COTPyZ間I(OB, BHeCeHHHX B Ta6eJIB yqeTa Pa6oqero BPeMeHH, eCJIH

COTPy抑K B抑HOM yqPe柵HHⅢ Pa6oTaeT Ha PaeHbIX CTaBI(aX, Ha HerO BbpeJneTCfl CTOJIbI(0

ⅡOP珊OB弧HOMePOB, CI(OJIちKO CTaBO叩H 3aHHMaeT. ⑪aMIIJIH叩M掴TtIeCTBO 3aIIIICHBaroTCjI B
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xpadye noJIHOCTm HpH 3TOM TH囲JII)HO BI,IBeP卿E HarIHCaHHe dyaunJI財H, HMeHH H OTtreCTBa B

Cnyqae pacxo椰H財fl HPHHFTorO Ha3bIBaHHH COxpyHH財I{a H ero叩朋eHTOB・ B c叩ae cMeHI,I

担vJIHH, IIMeH叩eCTBa, HOBHe脚He BHOCflTCH B Ta6eHb yTIeTa Pa6otIerO BPeMeHH TOJIbKO

IIOCJIe H3JraHmI O抑OM KaHPOB COOTBeTCTByrouer`O IIPKKa3a HO JIHqHOMy COCTaBy ytIPeXueHH捕

rPa航o棚ocTb〉〉 yI(a3bIBaeTCr抑湘OCTE COTPyHHHKa B CTPorOM COOTBeTCTBHH CO IHTaTH恥

PaCⅡHCaHHeM. B 3TO旺e両e yI(aeneaeTCfl roJIHqecTBO CTaBOK (1, 0,頼H TVI.) HJIH HOPMa

qaCOB B HeHeJIro. Pa6otIHe q糊coTPyHHHI(aM’I(OTOP恥ycTaHOBJIeH OK軸IIPOCTaBJIroTC捕

CTPOrOM COOTBeTCTBun c rpa匝M Pa60T項(8 qacoB, 4, 2’24’12, 1,5 H TVI.). CoxpyHHHKaM,

KOTOPbM yCTaHOBueHa qacoB即apHdyHajI CTaBKa, IIPOCTaBJneTC喧THtIeCKH OTPa6oTaHHOe BPe甑

C TOqHOCTbro棚eCHThEraOHefroaca. CoTPyHHHKH, HaXOZ岬Hurec捕OTⅡyCI(e rIO yXOZIy 3a Pe6eHKOM

B BO3PaCTe ro l’5 rmH 3 JIeT, B Ta6eJIb yqeTa pa6oqero BPeMeHH He BHOCflTCjI. HpH HeO6xo脚OCTH

OPraHH3aIIHH Pa6oTI,I B BBrXOHHO紬IH HePa6otIH哩抑Hbri壇Hb H3raeTC脚oTBeTCTByro叩酋

ⅡPHKa3. OTPa6oTaHHOe B HePa6oqHfi IIPa3rmHtmBI弟HJIK BbIXOmO姉恥BPeM叩aebIBaeTC鬼B

Ta6eJIe B CTPOr`OM COOTBeTCTBHH C npHKacoM Pa6oTa B BbIXO卿O噂pa6oqK哩抑HbI航eHb

IIPOH3BO抑C捕COOTBeTCTB財H C ITOJIOneH財eM O6 oIIJIaTe TPyHa COTPyHHHI(OB yxpe栖H聯B

舶HOM Pa3MePe. IIo糊Hrmro coTPyHHHKa, Pa6oTaBIIIerO B BexoHHO宜rmH HePa6oqHri

ⅡPa3urIHtIH軸eHb, eMy MO脚6蘭Tb HPeHOCTaBueH xpyroifeHb OTHXa. B 3TOM CJIyqae pa6oTa B

HePa6o軸e恥OⅡJIaqHBaeTCfl B OHHHapHOM Pa3MePe, a HeHb OT抑Xa OⅡJIaTe He IIOZUIeXHT. IIpH

COBⅡazIeHHH nPa3脚tIHOrO H BI,IXOJIHOrO HeH BBrXOHHO彊Hb nepeHOCHTC拙a CHeHyr叩融ocJIe

ⅡPa3脚tIHOrO Pa6oq軸eHB B COOTBeTCTBHH C Tpy月OnbIM KOHeKCOM Pocc融(滝⑪eHePaHHH.

ⅡpHBJIeqeHHe COTPyHHHKOB K CBePXyPOqHO坤oTe, a TaK靴Pa6oTe B BbIXOurofi (HePa60qHH

IIPa3抑tIHbI航eHb叩cKaeTCjI∴TOJIもKO C HHCbMeHHOI`O COrJIaC聯COTPyHHHKOB B Cnyqang

ⅡPeHyCMOxpeHHもIX TK Pocc繭K(癒∴⑪enepaune珪, H O4)OPMJIaeTCfl npHKa3OM. Pa6oTI,I, He

Oin仰eHHI)Ie Haure粕叩M O6pa3OM’B Ta6eJIe He OTPaXaroTCH H OⅡ脚e He IIO即eXaT. OTIIyCKa

(exero月HI>Ie H a棚HHCTPaTneHHe)’6oJIbHHqHI,Ie JIHCTH IIPOCTaBJmroTC珊a BCe KaJIeH坤HI)Ie碑

BNTrotraH BI,IXO抑e (3a HCKJIroqeHHeM IIPa3抑tmHX HHefty B Ta6eJIe ytIeTa Pa6oqero BPeMe珊

yKacbIBaroTCH: ○ ⅡPO抑氷鵬J[I)HOCTI, Pa6oTI,I’Brmo棚eMO宜coTPyHHHKOM B TetIeHKe

yCTaHOBJIeHHO蕗eMy IIPO棚状HTeJunOCTH Pa6oqero棚(CMeHH) B IIOP雅cT・ 60.2 TK P⑪; -

IIPOHOJI棚TeJunOCTもPa6oTLI担IⅡOJIHeMO酋coTPyHHHKOM C HeHOPMHPOBaHH恥Pa6oqHM抑eM 3a

IIPe月eJIaMH yCTaHOBJIeHHO覚eMy IIPOHOJIXIITeJIbHOCTH Pa6oqero BPeMeHH B IIO囲e CT. 1 0 1 TK P⑪.

yqeT BPeMeHH, OTPa6oTaHHOrO COTPyHHHKOM C HeHOPMHPOBaHH恥Pa6oqHM men rIO

PaCIIOPjIneHHro Pa6oTO抑eJnea IIPe抑aMH yCTaHOBJIeHHOrO eMy Pa60qero BPeMeHH, BeHeTCfl B

XypHaJIe yqeTa Pa6otIerO BPeMeHH COTPyHHHKOB C HeHOPMxpOBaHHbm pa6oqHM肺M. OTtIeTHもIM

IIePKOHOM棚yqeTa B Ta6ene pa6oqero BPeMeH叩cTaHaBunBaeT坤HH Kane即apHI,I鉦ocflH (c

ⅡePBOrO HO nOCJIeRree qHCJIO BrmotIHTeJIREO). ycTaHO申HEife pexHM Pa6oqero BPeMeHH

COTPyHHHKa HOJIneH COOTBeTCTBOBa中vTHqeCKOMy OTPa6oTaHFoMy BPeMeH功・ B Ta6eJIe ytIeTa

Pa6oqero BPeMeH財He PaapeⅢaroTCfl HHKaI(He HCIIPaBJIeHHf明OrIOJIHRTeJIELIe HOMeTI(H・ B KO叩e

MeC坤COTPy哩OTBeTCTBeHHbIfi 3a Be耳eHHe Ta6e隔yqeTa Pa6otIerO BPeMeHH”IIPeHemIeT

O6叫ee KOJIHqeCTBO HHefi (qacoB) ff13qu Heri (qacoB) HeflBOI(, a TaK XeidPyrOe I(OJIHqecTBO tIaCOB

IIO BHZraM rIePePa6oTOK (3aMe岬He’Pa6oTa B IIPa3ur財tIHbIe即興OqHbIe qacbI H HPyrHe B抑

OrI抑bI) c 3anHCb即X B COOTBeTCTByro町e rpa担3aIIOJIHeHH舶a6eTh yqeTa Pa6oqero BPeMeH財

H HPyIHe跡yMeHT珂opMJIeHHHe COOTBeTCTByro岬MH IIO抑Cj棚, B ycTaHOBJIeHHbIe CPOKH

C脚黙読院議認諾蒜諾蒜講露盤諾HX P aCqeTO B

4・1. He pene c頂HOrO Pa3ae He脚ro coTPyZ囲, OTBeTCTBeHHもI摘Ta6e棚bI頼eT Pa6oqero

BPeMeHI4, CO6HPaeT HO r明Oy脚Hne O6 HCIIOJI即BaHHH Pa6oqero BPeMeHH. EcJIH eCTb

OTCyTCTByroIIIHe, IIPHtIHHH OTCyTCTB聯CorPyⅢKI(OB.

4.2. Bce HeBもIXOrm Ha Pa6oTy drKCHPyIOTCjI B nypHanaX H ⅡPHKa3aX ⅡO 「B即y.

4.3. B IIOP雌HCKJIrotreHHfl OTHeJIbHHM COxpyHHHI(aM, IIO 3arIBJIeHHro coTPy抑Ka, MO柑

4.4. CoxpyHHHK, OTBeTCTBeHHHH 3a BeneHHe Ta6e棚oro yqeTa Pa6oqero BPeMeHH B 「B榔

醐Paea B MeC叩COCTaBJneT Ta6eTh yTIeTa Pa60tIerO BPeMeHH Ha 6yMa棚OM HOCHTeJIe: OT脚もHO



3a nePByro nOJIOBHHy KaJreH坤HOrO MeC坤B O即OM 3K3eMII坤e H OT榔HO HTOrOBbIri Ta6eJIb

yqeTa Pa6otIerO BPeMeHH 3a BeCb KaJIeH岬HH軸ec即O押OM 3I(3eMⅡ叩e.

4.5. Ta6e叩eTa Pa6otIerO BPeMeHH Ha 6yMa脚M HOCHTeJIe HePe脚CH coTPyHHHKOM,

OTBeTCTBeHHbIM 3a Be胴的e Ta6eJIBHOrO yqeTa Pa6oHerO BPeMeHH B HeHxpaJIH3OBaHHyro

6yxraurepHIO:一3a IIePByIO HOJIOBHHy MeC抑- ro 15 tIneJIa OTqeTHOr`O MeC恥- 3a BeCb

KaJIeH岬HI,Ifi MeC利一的30 tI財CJIa OTtIeTHOrO MeC坤a;

4.6. HpH O6Hapy氷eHHH OⅢII6KH B Ta6eJIe yTIeTa Pa6otIerO BPeMeHH CO朋HHKOM,

OTBeTCTBeHHbIM 3a Be肺une Ta6eⅢ yueTa Pa60qerO BPeMeHH, 3aⅡOJIHjIeTCnyTOqHeHHbIira6eJIb

yqeTa Pa6oqero BPeMeHH, B I{OTOPOM IIOKa3aTeJIH HPOCTaBJ同TC狙oJII,I(O HO TeM COTPyHHHI(aM, IIO

KOTOPbIM畑yHreHH OIIIH6I(H. yTOqHeHH軸Ta6eJIb yqeTa Pa6oqero BPeMeHH HaIIPaBJIneTC捕

HeHTPaJIH3OBaHHyIO 6yxraurepHro co cJIy鵜6HO短eⅡHCI{O姉o抑CaHHO宜3aBenyroHIHM 「明Oy.

4.7. CoTPy珊OTBeTCTBeHH滋3a Be月eHHe Ta6eJIbHorO yqeTa pa60tIero BPeMeHH B

O6pa3OBaTeJIもHO担raHH3a叩HeCeT OTBeTCTBeHHOCTb 3a HOCTOBePHOCTもCBe畑Hfi, OTPa粕HbIX

B Ta6eJIe yqeTa Pa6otIerO BPeMeHH, H 3a CBOeBPeMeHHyro C抑y Ta6e岨HepeHara Ta6em yqeTa

Pa6otIerO BPeMeHH IIPOH3BO抑Cfl HOH IIO抑Cb B xp珊e perHCTPZ叫HH HBHXeHH叩I(yueHTOB.

5・ 1. Ta6eHb yqeTa Pa6oqero BPeMeHH HBmeTCfl ⅡePBHqHHM yqeT剛劃V。IOKyMeHTOM Ha OIIJIaTy

TPyHa, IIO3TOMy CPOK XPaHeHHj‥rO He MO鵬T 6I,ITb MeHee IIflTH∴JIeT, qTO yI(a3aHO B CT. 17

㊥eHePaJIbHOrO 3aKOHa OT 21.1 1.1996 N 129-①3 "O 6yxraJnepcKOM ytIeTe当beH. OT 23.1 1.2009).

EcJIH ytIHTI,IBaeTC叩a60Ta COTPy抑KOB, HMeroI|昭X rIPaBO Ha JIbI`OTHyro IIeHCHro (pa6oTa C

BPe柵IMH yCJIOBHjIM髄TPy助cpoK XPaHeHHH Ta6eJIfl He MO鵬T 6I)ITb MeHee 75 JIeT.


