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1. O61e moaoKeHHsA

1.1. Hacrosee ITomoskeHre BBOIHUTCA C IETBE0 CHCTEMATH3aI[HH ITpolecca cbopa H 00paboTKH

HH(}OpPMAITHH 0 3aTparaxX pabouero BpeMeHH coTpyaHHKaMH OV

1.2. Jlms Bemenms TabempHoro yuera pabouero BpeMeHH [IpHKa3oM 3aBeqyIOIIEro JeTCKHM

CaIoOM HA3HAYAIOTCS OTBETCTBEHHEIE JIHI[A W3 UMCHA COTPYIHHKOB OV

 Bocrmratems - OTBeTCTBEHHBOT 3a BefleHHe Ta0elbHOrO yueTa pabodero BpeMeHH
A MHHHUCT PAaTHBHBIX, IT€]]arOTHYeCKIX M MEIHITHHCKIX padoTHHKOB (Tabers Nel)

e 3Bapemyromuit Xo3sIHCTBOM - OTBETCTBEHHEBI 3a BeleHHe TabeTpHOro yueTa pabouero
BpeMEHH TEXHHUECKOTO H BCIIOMOTAaTeILHOr0 IepcoHana (Tabers No2)

1.3. B 1omKHOCTHEIE 00SI3aHHOCTH PabOTHHKOB, OTBETCTBEHHBIX 3a TaOeIbHBIIT YUeT, BBOJSITCS

(PVHKIQMH: KOHTPOJIL (haKTHYECKOTO BpeMeHH IpedwnmBaHma coTpynHHKoB OY Ha pabote H

BeJleHHe TaOeIbHOT0 YUeTa ¢ OTBETCTBEHHOCTHIO 3a MPaBIIBHOE oTpaykeHHe B Tabere pabouero

BpPeMEHH COTPYLHHKOB H CBOEBPEMEHHOCTE ITPEICTABIeHHA Ta0elI Ha pacueT.

1.4. JIrs ucrionHeHwst o0sr3aHHoCTel pab 0THHK, OTBETCTBEHHEIH 32 TA0EBLHEL YUeT:

e BeJIET YUET IITATHOI'O COCTaBa COTPYHHKOB,

* Ha OCHOBAHHH JJOKYMEHTORB (TIPUKA30B IT0 JIMYHOMY COCTaRY M OOIIMM BOITPOCAM) BHOCHT B
CITHCOK HM3MEHEHMSI, CBS3aHHBIE C TIPHEMOM, YBOJHHEHHEM, TIEPEeMEIIeHHEM, H3MeHEHHEM
rpaduka paboTEI, pa3psamoB (KaTeropHit), IpeIoCcTaBIeHHeM OTITYCKOB H T. [I.;

¢ OCYIIIECTBIIIET KOHTPOJIh CBOEBPEMEHHOCTH SBKH Ha paboTy H yxoma c paboTEL
HaXO0JKIeHH] Ha paboueM MecTe COTPYIHHKOR C H3BellleHHeM pyKoBoguternss OY o HedBKaXx,
OITO3 AHHSX, TIPEXKIEeBPEMEHHBIX YX0IaX M IMPHUYHHAX, HX BEI3BABIIHX,

* KOHTPOJIHPYET CBOEBPEMEHHOCTh IIPESOCTABIIEHHT H  IPABHILHOCTE  O(OPMIIEHFS
TOKYMEHTOR, TOATBEPHIAIONINX TIPABO COTPYIHHKOB HA OTCYTCTBHE Ha PaboyeM MECTe:
JIUCTKOB O BPEMEHHOI HETPYAOCIIOCOOHOCTH, CIPaBOK IT0 YXOAy 3a OOJBHBIMIH,
TIOJIITHCAHHBIX PYKOBOIHTEIIEM YBOJIEHHTEILHBIX H [ PYTHX,
¢ TOTOBHT CITHCKH COTPYJHHKOB JIJISI H3NMAHHS TIPHKA30B O paboTe B BEIXOAHBIE H

HepabouHe Ipa3THHIHbIE JTHH.
1.5. B cimyuae HeBO3MOKHOCTH BPEMEHHO HCTIONHATH OOS3aHHOCTH IO BeEHHIO TalelbHOTrOo
yueTa Ha3HaYeHHBEIM COTPYIHHKOM, pyKoBoguTerms OV myTem m3manmst [IpHka3za Ha 3TOT mepHoO
HA3HAYAET OTBETCTBEHHOI'0 HCITOJTHHT EJIS.
1.6. Bce coTpymHHKH, B O0OS3aHHOCTH KOTOPBIX BMEHEHO BeJeHHe TalelbHOro ydueTa, B
00sI3aTENFHOM TTOPSIKE 3HAKOMSITCS C HACTOSIIIUM [10J107KeHHeM IO/l POCITHCE.
2. Onpepenienus
2.1. Tabems Nel — TabempHELT yueT pabodero BpeMeHH agMHHHCTPATHBHBIX, ITETaroriecKHX H

METHITHHCEITX paGOTI-Hf[KOB (K AIMHHHCTPATHBHBEIM H ITeJlaTrOTrHYeCKIM paGOTI{HI(aM OTHOCHATCA:



34B eI YIOIHIT /1/C, 3aBeIYIOMIMIT X03sHICTBOM, 3aMECTHTEN, 3aBeqytomiero mo Y BP, BocrmraTens,
TIEaroT-TICHXOJIOT, MY3BIKATbHELIT PYKOBOIHTEThb, PYKOBOIHTETb (H3MYECKOTO BOCIIHTAHM,
YUHTENL-TIOTOITEN;, MEIHIIMHCKHE PA0OTHHKH: Bpau-TIeTHaTp II0 O3MOPOBHTENLHOI paboTe,
cTapIas M/c, THeTCeCTpa, M/C 10 Maccaxy, M/C (PHTOTEpPaITHH).

OTBeTCTB eHHLIT 32 BefeHue Tabemss Nol —

2.2. Tabems No2 - TabembHEBI yueT pabouyero BpeMeHH TEXHHYECKOI'O0 H BCIIOMOTATEeIILHOIO
nepcoHana (K TeXHHYeCKOMY H BCIIOMOTAaTelIbHOMY TIEPCOHATTY OTHOCATCS: ITOMOIIHHK
BOCITHTATENS, CTapIIHit IToBap, IOBap, KIQMOBIIHK, ITofcoOHENT pabourii, MCB, nropHMK,
PaboYHit TT0 0OCITYKHBAHHIO 3IAHH, YOOPIIHIIA, CTOPOIK).

OTBeTCTBeHHEBII 32 BefleHHe Tabemt No2 —

2.3. KypHan yyeTa OTCYICTBYIOIIHX Pa0OTHHKOB — JIOKYMEHT, OTPayKaFOITHIT (paMIUIHIO, HMA,
OTUECTBO PAbOTHHKA, €To JIOIDKHOCTE, JIaTy, TeKylnee (¢ 10 ) H oOImee (B yacax) BpeMd,
TIPHYHHY O0TCYTCTBHA Ha paboueM MecTe. IlepcoHabHEIe cBeleHIsI 0 PabOTHIKe, a TakoKe Jara H
BpeMsI OTCYTCTBHS PaboTHHKA (HKCHPYIOTCS COTPYAHHMKAMH OTBETCTBEHHBIMH 3a BeJeHIie
tTabensa yuera pabouero BpemeHH. EjkeMecSuHO CBefleHHsI W3 JKypHAla ITPOBEPSIEOTCS
3aBEYIONINM J/C, KOTOPHIT CBepseT AaHHBIe M3 JKypHAJIa C MMEIONU[MMHCSA JOKyMEHTaMH H
BEBICHSIET HCTHHHBEIE IIPHUHHEI OTCYTCTBHS pPaboTHHMKOB Ha pabouem wmecre. B ciuyuae
HeTIpe[[CTAaBIeHHsI B YCTAHOBJIEHHOM TIIOpSAAKe ITOATBEPKIAIONIMX JOKYMEHTOB IIPHYHHOM
OTCYTCTBHSI CUMTAEeTCSI CAMOBOIILHEII YXOf ¢ pabouero MecTa (OIO3/[aHHe — B HAYajle CMEHEI).
Ecmu paboTHHK oTcyrcTBoBan Oonee 4 4yacor IOAPSN, H JOKYMEHTEI, ITOJTBEPIKIAIOIIHE €ro
IpaBO Ha OTCYICIBHEe, B VCTAHOBIEHHOM TIOpS/IKE He IIPeOCTaBIeHbI, pPadoTHHKY
ITPOCTARIITETCS ITPOTYI H pabourii IeHs oIUiaTe He IOAJIEXHT. [Iporyn odopmisiercs B mopagke,
YCTAaHOBJIEHHOM TPYIOBEIM 3aKOHOJATelbCTBOM. IlpaBmia BeeHMA JKypHajla yueTa
OTCYTCTBYIONHX PabOTHHKOR Pa3pabaTHBAIOTCS M YTBEPIAIOTCS 3aB eI VEOIIIHM JI/C.

3. IIpaBnaa 3anotHeHusi Tabesns

3.1. Tabems yueta pabouero BpeMeHH BefIeTcs B OyMakKHOM BapHaHTe.

3.2. DneKTpoHHBI BapHaHT Tabema Bemercs 3zapenyrornuM ['BJIOY., OTBETCTBEHHBRIMH 3a
Tab eNLHEIT yUeT, B 5JIeKTPOHHYIO0 623y IaHHEIX C YUETOM CIeTyIONIHX TPedoBaHHii:

3.3.Jlanee Tabems B (opmare Excel u pacreuaTtrBaroT ero Ha Oymare. IloarmicaHHBIf Tabelnb
IepegaeTcs B OyXralaTepHIo Ha XpaHeHHe.

3.4. Tabems comepHT BH3Y 3aBEIVIOIIETO AETCKOTO cajia: HauMeHoBaHHe goinkHoctH, ©.11.0.,
TIOIITHCh, AATy TTOJITTHCAHIIS.

3.5. K copepxanrzo Tabems Mpes IBIBEOTCS CIeAYIONHE TPpeboBaHMA:

3.5.1 JlaHHBIe O COTPYAHHKAX BHOCATCSI B Ta0elhb B CTPOTOM COOTBETCTBHH C HCIIOITHEHHEM

LITAaTHOrO pacrmeaHust OY.



3.5.2. B cryyae yRONMbHEHHMS HAa COTPYIHHKA TIOfaeTcsd OTHEIbHBEIT Tabelk, OJHOBPEMEHHO C
[IprkazoMm Ha yBONBbHeHMe (C TOKIQMHON 3aImMCKOif — B CIIyyae YBOJBHEHHA IT0 HHHI[HATHBE
paboronatensa). B Tabenme mpocTaRisIFOTCS Yackl paboTHl IO IIOcHefqHHit pabownii eHE
(BKITFOUHTETTFHO), & TIOCIIe THA YBOIBHEHHS IPOCTABIIAETCA «-».

3.5.3. Crmicok pPabdOTHHKOB COCTAaBISIETCS B aIPaBHTHOM TopAaKe (IO TEPBEIM OyKBaM
3.5.4. Pabora B BEIXOIHOI (HepaOOUHii ITpa3IHHYHEET) JeHb ITPOH3BOAHTICSI B COOTBETCTBHH C
TTONIOKeHHeM 00 ormmare Tpyfa paborurkor I'BJIOYNe82 B grofiriom pasmepe. Ilo xemarrmo
paboTHIKa, paboTABIIEr0 B BRIXOJHONH HIH HepaOOUMH Tpa3THHUHBEL IeHb, EMY MOJKET OBITH
TIpeloCTaBIIeH JIPYToii IeHb OTALIXa. B 5ToM ciryuae paboTa B Hepabourit IeHb oIUIauHBaeTcs B
OIHHAPHOM pazMepe, a AeHb OTABIXA OIUIaTe He IO/ KHT.

3.5.5. lIpu cormajieHHH TIPA3THHYHOIO H BRIXOJHOIO AHEH BBIXOJHOM JeHL IePeHOCHTCS Ha
CIIEIYIOILHIA ITOCIIe ITPa3fHIMHOTO paboyrii JeHs B COOTBETCTBHH ¢ TpynorsmM KogekcoM PO .
3.5.6. OTUeTHEIM TTEPHONOM I yueTa B Taberre pabouero BpeMeHH YCTAHABIIMBAETCS OJIHH
KaJTeH/IaPHBIA MecsI] (¢ TIEPBOTo TI0 TOCIeJHee YHCIIO BKITFOUHTEIBHO).

3.5.7. O1mycka (exXeroqHsle H alMHHICT paTHRHEIE), OOJBHIUHEIE ITFCTHI TIPOCTABILIFOTCS Ha BCe
KaJleHIapHbIe JHH, BKTIOUAS BEIXOHEIE (32 HCKITFOUEHHEM TIPa3THHIHBIX THeTT).

3.6. Haumcnenre 3apaboTHOif TIUTaThI coTpymgumkaMm TporsBogurcas CII6 T'KY 1B
anMHHHCTpaIH Dpym3eHcKoro paffona Caukr - I[lerepOypra Ha ocHoBaHmM Tabeneit yueTa
pabouero BpeMeHH, BHECEHHBIX B 3JIEKTPOHHYIO 0a3y.

3.7. Tabems yueta pabouero BpemeHH HoikHEI caaBaTthesa B CII6 'KY I[B 2 pasa B mecsir.

3.8. Hammple o 3arparax paboyero BpeMeHH, BHOCHMEIE B 3IIEKTPOHHYIO 0a3y, OJIKHEI
COOTRB €TCTBORATE JIaHHKIM Taleneit

3.9. B Taberne He pazpenraroTcst HUKAKHE HCIIPABIIEHHS H IOITOJHHT €JTbHEIE TTOMETKH.

4. ITopsiaok popMHUpoOBaHUS U NPeICTaBIEHUA Tabelreil

4.1. He pexe ofHOTro pa3a B HeJlelI0 pabOTHHK, OTBETCTBEHHEI 3a TaOebHEIT yueT, cobHupaer
1mo cpoeMy Tabemo (TaGems Nel mym TaGems Ne2) maHHBIe 00 HCITONB30BAaHHH pPadouero
BpeMeHH

[Ipn BrIXOmEe pabOTHHKOB B TeueHHe paboueil CMeHBI OTBETCTBEHHBIM 3a BelleHHe Talerst
(dukcHpyeTcs BpeMsd BEIXOZa M BO3BpammeHms. Ecimm padoTHHK BRIXOJWI He IIO
IPOHM3BOJCTBEHHOII HEOOXOIMMOCTH H PAOOTHHK He OTHOCHTCI K KaTeropHH A, Bpems
OTCYTCTBHSI BEIUHTAeTCs I3 OarlaHca oTpadoTaHHOTO BpEMeHH.

4.2. Bee omo3maHms M IpeXAEBPEMEHHEBIE YXOOEL ¢ PAbOTH (PHKCHPYIOTCS OTBETCTBEHHEIM 32

BCIOEHHE Tabers yueTa paGoqero BpEMEHH H BBEIMHTAKOTCA H3 Hamnanca paﬁoqero BPEMEHH.



HcximoueHe cOCTaRIBIOT PadoTHHKH, IIPUXOSIIINE Ha padoTy T033Ke HITH PaHbIlle YXOMISIIHE C
coriracus afMHHHCTparH OV, a Taroke pabOTHHKH, OTHOCSIIHECS K KATETOPHH A.

43. JlaHHble O cIyuasx OITO3JAHHMII, CAMOBOJIBHBEIX YXOZOB C PAOOTHL HAITPARIITIOTCS
PYKOBOIHTEIO ETCKOTO cajla OTBETCTBEHHBIM JIMIIOM 3a BelleHHe ydera Tadema pabouyero
BpeMeHH B (opMe aHATHTHUECKOIl 3aIICKH O HApPYIIEHHSIX paboTHHKAMI peXxdMa Tpylaa H
OTABIXA.

4.4. laHHele 006 UCIOIBE30BAHHH Pabouero BpeMeHH 3aHOCSTCA OTBETCTBEHHBIMI 3a TabeIbHBIH

yUeT B HSIIeKTPOHHYI0 6a3y g0 10 1 25 urcnma 0TUETHOTO MecsIIa.
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