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1. OBLIUE ITOJIOXXEHU S
1.I.  Hacrosimee ITonoxeHune BBOXUTCS HA OCHOBAHMH cT. 91 TpynoBoro xozmekca Poccuiickoit
Deniepallii ¢ HENBIO CHCTEMATH3ALUN npouecca cbopa u 06paboTku WHOPMALHEK O 3arpaTtax
pabodero  BpeMeHH  pPaGOTHHKAMH ['ocymapcTBeHHOr0  GHOMKETHOTO JOIIKOJBEHOTO
00pa3oBaTENBHOrO yUpeXkAEHUS IETCKOTo cana Nol29 KOMOHWHHpOBaHHOTO BHaa HeBckoro pariona
Canxr-IlerepGypra (manee - I’ B0Y)
1.2, Jlna Benenust TaGempHOro ydera paboyero Bpemenn IIpuxazom 3aBenyromero ['BJIOY
HA3HAYAI0TCA OTBETCTBEHHBIE JIHIA U3 YHCITA PabOTHUKOB 06Pa30BaTETbHOMN OpraHU3allHH.
1.3. B NOIKHOCTHEIE 00S3aHHOCTH PaBOTHUKOB, OTBETCTREHHEIX 3a TabebHbI yYeT, BBOAITCS
byHKIMY:
KOHTPOJIE (DaKTUIECKOrO BpPEMEHH HpeGHIBAHUS cotpymuukoB I'BIOY Ha pabore u Bemenue
TabENBHOTO y4eTa ¢ OTBETCTBEHHOCTHIO 3a TIPABUIILHOE OTpaXXeHHE B Tabene paGoyero BpeMeHw
COTPYAHHKOB M CBOCBPEMEHHOCTD IIPE/CTABICHHUS Ta0ENIs HA pacyeT.
1.4 Jins ucnonuenus obs3anHOCTEH paGOTHHK, OTBETCTBEHHEI 34 TaOEJIbHbINA yYer:
- BEZICT YYET IUTATHOIO COCTAaBa COTPYIHUKOB;
- Ha OCHOBAHMH NIOKYMEHTOB (PUKA30B IO INYHOMY COCTABY M OBIIHM BOTIPOCaM) BHOCHT B
CIHCOK M3MCHEHHUS, CBS3aHHBIE C IPUEMOM, YBOJIbHEHHEM, IICPEMCIIEHHEM, U3MCHEHNEM TpaduKa
PpabOTBI, pa3psiIoB (KAaTeropHit), mpesocTaBIeHIeM OTILyCKOB H T. JI.;
- OCYIUECTBIIACT KOHTPOJIb CBOGBPEMEHHOCTH SBKHU Ha paboTy H yXoza ¢ PaboThI, HAX 0K ICHHUS
Ha paboyYeM MeCTe COTPYIHHKOB C M3BeICHHEM pykosoautens I'BIIOY o Hesskax, omosnanusx,
IPeKACBPEMEHHBIX YXOaX U HIPHYHHAX, UX BBI3BABIIHX;
- KOHTPOJIMPYET ~ CBOCBPEMEHHOCTH  NPENOCTABIEHUS U  IPABHIBHOCTD odopmieHus
AOKYMEHTOB, HOATBEPIKAAIOIIHUX [PABO COTPYAHUKOB HA OTCYTCTBHE HA paboueM MecTe: TUCTKOB 0
BPCMCHHOH HETPYN0CIIOCOOHOCTH, CIIPABOK 110 YXOLY 34 OOJIbHBIMH, OANMCAHHEIX PYKOBOIUTEIEM
YBOJIbBHUTEIIBHBIX U IPYIHX;
1.5. B cmydae HEBO3MOKHOCTH BPEMEHHO HCIIOIHATE 00SI3aHHOCTH [0 BEJCHUIO TabeIbHOIro
YydeTa Ha3Ha4CHHBIM COTPYAHUKOM, pykoBoautens [BJIOY nytem usnanus [Ipukaza Ha 5TOT Hepuox
Ha3HA4YaeT OTBETCTBEHHOTO HCIIOIHHUTEIIS.
1.6.  Bce coTpynHukm, B 06s3aHHOCTH KOTOPBIX BMEHEHO BEACHHME TabeNbHOro yuyera, B
0053aTEIBHOM TOPSAIKE 3HAKOMSITCS ¢ HacTosumM [losnoxerneM moa pocmuce.
2 JKYPHAJIBI VUETA OTCYTCTBUS COTPYJIHUKOB
2.1.  KypHan ydyera GONBHHYHBIX JHCTOB - AOKYMCHT, OTpa)karoUIMi (HhaMUIIHIO, UMS, OTYECTBO
COTpY/HHKA, €TO NOJDKHOCTE, OAPA3AENeHHE, ATy, TeKymiee (C 110 ), IDHYUHY OTCYTCTBHS Ha
paboyem Mmecte, ocHOBaHMe. IlepCoHANLHBIE CBEICHHS O COTPYIHHKAX, a TaKXKe 1ara U Bpems
OTCYTCTBHS COTPYIHHKA (PHKCHPYIOTCA B JKYpHANAX OTBETCTBEHHBIM 34 TabeIbHELN y4eT pabouero
BPEMEHM Ha OCHOBAHWH 3aBEPCHHBIX 3asBICHUN, CIPABOK-BHI30BOB U3 Y4YEOHBIX 3aBENEHUH u
OOJIBHUYHBIX JIUCTOB.
2.2. B ciyuae HempencTaBieHHS B YCTaHOBJICHHOM IOPs/JIKE IOATBEPXKAAIOIIMX JOKYMEHTOB
MPUIHHOH OTCYTCTBHS CUATAETCS CAMOBOJIBHBIN YXOJ C pabouero mecra.
2.3. Ecmu cotpynnuk oTcyTcTBOBAN 6oTTee 4 4acon TIOZPSZl ¥ IOKYMEHTEI, IIOATBEPKAAIOLIHE €0
NpaBO Ha OTCYTCTBHEC, B yCTAHOBJICHHOM TOPSJKE HE TPECTABIIEHDI, COTPYIHHUKY NPOCTABIISETCS
MPOryJl ¥ pabouni AEHb OIUIATEe He MOJUIEXHT, B COOTBETCTBHH C M. 6 a ct. 81 TK P®. Iporyn
0(opMIISETCS B IOPSIIKE, YCTAHOBIEHHOM TPYAOBBIM 3aKOHOIATEIHCTBOM.
2.4. IlpaBuna BenmeHus KypHana yd4eTa OTCYTCTBYIOIIMX COTPYIHHKORB pa3pabaThIBatOTCs
OTBETCTBEHHBIM 3a TaOeJBHBIN yUeT paboyero BpeMeH: u yTBEepXKnarores 3asenyromum I'BJ0Y.
3. [TPABUJIA 3ATIOJIHEHU S TABEJIS
3.1. CoTpynmHHKH, OTBETCTBEHHBIE 32 TabebHEL] YYET paboyero BpeMeHH, 3alONHSIOT Tabels
yudera pabouero Bpemenu B popmare Excel u pacieyaTeIBaIOT €ro Ha Oymare. [Tonnucanublii Tabes
y4eTa paboyero BpeMeHH IEpeacTCsi B [CHTPAIM30BAHHYIO OyXTalTEPHIO [UIS HAYUCIICHHS
3apabOTHOM IJIATHI.
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3.2.  Tabens yyera padodero BpemeHu CONEPXHT IOANHCH COTPYAHHMKA, OTBETCTBEHHOIO 3a ero
BEAICHHE, a TaK )Ke, BU3Y HEIOCPENCTBEHHOIO pykoBozutens. [Toammuce OTBCTCTBEHHOT'0 COTPYHUKA
1 BU3BI PyKOBOIHUTENEH CONEPIKAT: HAMMEHOBAHIE Ao/nkHOCTH, @.U.0., moamucs, JaTy IO IHCaHUS.
3.3.  ®opma Tabens y4eTa paboyero Bpemenu u paciera 3apabOTHOM MIaThl IS KazeHHLIX
yapexnenuit (Ne 0504421) yeranosnena prKasoM Munduna Poccun ot 15.12.2010 r. Ne1731 "O6
YTBEPXKACHUH (OPM ITEpBHYHEIX YACTHBIX NIOKYMEHTOB H PErHCTpOB Oyxrantepckoro yuéra
TMPUMEHACMBIX OpraHaMH TOCYNApPCTBEHHOM BIacTH (rocynapcTReHHBIME OpraHamu), opraHamu
MECTHOTO ~ CaMOYIpaBIeHUS, OpraHamu YNPABICHUS TOCYapCTBEHHBIMH BHEOHOKETHRIMU
(bonmamu, TOCYNapCTBEHHBIMH ~ aKaAeMUIMHU HayK, TrocynapCTBEHHBIMU (MyHHIHIATEHBIMY)
YIPEXICHUAME H MeTOMNIeCKnX yKaszauuii 1o ux IIPUMEHEHHUIO) (naee - Nuctpykuus).

3.4, Ilpu ucnomb30BaHHM Tabens y4era pabouero BpeMenn dopmer Ne 0504421 JOTyCKaeTCst
BKJIIOYCHHUE NOMOJHUTENBHBIX Ipad, 0IHAKO Helb3s YAQIATE CymecTByromue rpadsl. BHocHMbe
M3MCHEHHSA JIOJDKHBI GBITH O(OPMITCHEI COOTBETCTBYIOLIUM OpraHU3alHOHHO-PACIOPSAUTEbHbIM
AOKYMCHTOM y4YpeKIeHUs (Harmpumep, NpaBUIaMi y9eTHOU momutuxu). O6 3ToM TOBODUTCS B
[lopsnxe mnpuMmenenus YHUQDHIIMPOBAHHBIX Gopm  nmepBuyHOI YYETHOH  NOKyMeHTauuu,
yIBepxkaeHHOM [Toctanosnenunem I'ockometata Poccuy 0T 24.03.1999 Ne 20.

3.5.  Tabens yuera pabodero BpeMeHH OTKpsIBaeTCs CKEMECIIHO 3a IBA-TPH IHS 10 HAyaa
PAacvYeTHOro mepuosa Ha OCHOBAaHWH Tabens 3a IPOLIIBIA MECSI U 3aIIOJHIETCS Ha OCHOBaHUH

IITAaTHOTO pacCIHCAHHUS. 3anonHeHHev Tabeld OCYIIECTRIAThCS METOZIOM CIUIOLIHOM perucTparmu
IBOK M HCABOK Ha paboTy. Bepxmss cTpoka (dpopmer No 0504421) npumensercs IUIsE OTMETKHU
YCIIOBHBEIX 0003HaueHHUH (KomoB) 3atpar pabouero BPEMCHU, a HWXHSIS - I 3amucy
MPORODKUTENEHOCTH OTPaOOTAHHOTO BpEMEHH (B yacax, MuHyTax) o COOTBETCTBYIOLIUM KOIaM

(b. Ne0504421) PETHCTPHPYIOTCS TOJBKO CIIy4ad OTKJIOHEHWH OT HOPMaJIbHOTO HCMOJIb30BAHMS
pabodero BpeMeHH, yCTaHOBIEHHOrO IIpaBUJIAMH BHYTPEHHETO TPYAOBOIO pacnopsizka. B Bepxueit
IIOJIOBHHE CTPOKH IO KaXKIOMy COTPYAHHKY, Y KOTOPOIO MMENHCh OTKJIOHEHHS OT HOPMaJbHOIO
HCIIOJIb30BaHHUA pabovero BPEMEHH, 3alUCHIBAIOTCS YACK OTKJIOHEHMH, & B HMXKHEH - yCIIOBHBIE
0003HaYeHHs OTKIOHeHNit. B HivKHei CTPO™KE 3alMCBIBAIOTCS TAKIKE YACHI PAGOTHI B HOYHOE BpeMsI.
Ecnu y onsoro u toro xe COTPYZHHKA B ONMH H TOT € NEPHO/ B HCIIOMb30BAHUE pabodero Bpemenu
MMEJIOCh N1Ba BHIA OTKJIOHEHHUH, ONHO U3 KOTOPBIX - paboTa B HOYHOE BPEMS, TO HISKHSS 4acTh
CTPOKH 3alOJHAETCS APOOBIO, YHCIUTENH KOTOpOH - yCIOBHOE 0603HaueHHe OTKJIOHEHHH, a
3HaMEHATeNIb - HOYHbBIE 4Yackl. [lpu Hamwuum Gojee ABYX OTKJIOHEHMH B OIMH JeHb (amuius
COTpyZHHUKA B Tabele moBTOpsiercs 2 pasa. Ecim B TeueHue roga B I'b/IOY npunumanuce Hossie
COTPYIHHKH, OHM IOIUIEKAT 00S3aTENBHOMY BKIIFOUYCHHUIO B Tabenkb y4yera paGouero BpeMeHu. J{ns
OCYINECTBIICHHS BBIIIIAT B MEXPACUETHBI NEPHON (YBOJNIBHEHHE COTpYIHHKA, YXOI B OTIYCK) B
LICHTPAM30BaHHYIO OyXTalTepHIO MpeICTaBISeTCs BPEMCHHEBIH Tabenb yuera pabouero BpPEMEHH,
TIOKa3aTe/In B KOTOPOM NPOCTABIISIOTCS TOIBKO IO KOHKPETHOMY cotpynuuky. [Tpu Gpopmuposanuu
Tabenst y4eTa paGodyero BpeMeHH KaJICHNApHEIE IHH MECAIA pacuyeTHOro [IE€pUoOaa 10 MPHHATHS
COTPYIHMKA U (WJIM) TIOCIE €r0 YBOJIBHEHHUS 3allOJIHAIOTCA MpoYepkoM. ITopsakosas HyMepanus B
rpade 1 Begercs mo craBkam COTPYTHUKOB, BHECEHHBIX B Tabemb yueTa pabodero BpeMeHnwu, eciu
COTPpYAHHUK B JAaHHOM quemeHI/m paboTaer Ha Pa3HBIX CTaBKax, Ha HEro BBIACTIACTCA CTOJIBKOQ

ITOPSIKOBBIX HOMEPOB, CKOJIBKO CTABOK OH 3aHUMaeT. DaMUIHS, UM, OTYECTRO 3aIlUCBIBAIOTCS B



Y0 OyXrantepuo s IPOBEACHHS COOTBETCTBYIONHX pacyeTos.
4. IIOPSJIOK ®OPMUPOBAHILY N NTPENOCTABJIEHUS TABEJIEN
4.1.  He pexe oanoro basa B HEENIO COTPYIHKK, OTBETCTREHHDH 32 TabeNbHBIN yueT paGoyero
Bpemeny, cobupaer nmo I'BJIOY nammee of HUCHOIB30BaHUH pabodero Bpemenu. Ecnmy €CTh
OTCYTCTBYIOIIHNE, IPHYMHBI OTCYTCTBHS COTPYIHHKOB.
4.2, Bce HeBBIXOMBI Ha paboty duxcupyrores B XypHallax u npukasax no ['BJ[OY.
4.3. B mnopsnke mckmogewms OTIEeTbHBIM COTPYIHHKAM, [0 3asBJIeHHIO COTPYAHMKA, MOXKET
cMenmarsCcs BpeMs pa60qer0 JIHS. ‘
4.4.  Corpynnuk, OTBETCTBEHHBIN 33 BENEHHE TabelbHOro y4era pabodero Bpemenu B I BZIOY



3a NIEPBYIO II0JIOBUHY KANEHAAPHOIO MECSIA B OJHOM 9K3CMIUIIPE U OTHAENIBHO HTOTOBLIH Tabes
y4yeTa paboyero BpeMeHH 3a Bech KaJIEHTAPHBIA MECSI[ B OTHOM SK3EMINILSIpE.

4.5. Tabens yuera pabodero BpemeHH Ha OymaxHOM HocuTese IEPENACTCA COTPYIHHKOM,
OTBCTCTBEHHBIM 3a BeNEeHHE TabenbHOro y4era pabodero Bpemenu B HEHTPATM30BAHHYIO
Oyxrantepuio: - 3a mepByio TIOJIOBHHY Mecsana - 1o 15 wgmcnma oTyertHOro Mecsma; - 3a Bech
KaJleHTapHBIA MecAn - 10 30 Yrciia OTYETHOro Mecsna;

4.6. Ilpu oOHapyXeHHH OmHOKA B Tabene ydera paGoyero BPEMEHU  COTPYIHUKOM

LCHTPAIM30BAHHYIO OYXTaNTEPHIO CO ClIyKeOHOIH 3aUCKOH, IMOAIUCAHHON 3aBenyromum ['BJI0Y.
4.7.  COTpyIHHK, OTBETCTBEHHBIH 3a BEICHHE TabeNbHOrO yweTa pabowero BPEMEHH B

5. XPAHEHME TABEJIEH

5.1. Tabens yuera pabodero BPECMCHU SIBJIAETCS NMEPBUYHBIM YUETHBIM AOKYMEHTOM Ha Omary
IPyZa, MOS3TOMY CPOK XDaHEHHS €r0 He MOXET GBITh MeHee [IITH JIET, YTO yKa3aHo B CT. 17
OenepanbHOro 3akona ot 21.11.1996 N 129-®3 "0 Gyxranrepckom yuyere" (pen. ot 23.1 1.2009).
Eciu yunteisaercs paGora COTPYAHHKOB, MMEIOIIMX NPABO HA JIFOTHYIO MEHCHIO (pabora ¢
BPEIHBIMH yCIIOBUAME TPY/a), CPOK XPAHEHHS Ta6els He MOKeT OBITE MeHee 75 Jier.



