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00 y4eTe pabo4ero BpeMeHH
1. Ob6mue 1MoJ10KeHUs

1.1. Hacrosimee mosioskerue o TabenpHoM ydueTe pabodero BpeMenn (nanee — [lonoxenne)
paspaGotano B cootserctBin ¢ Tpynossiv Kogexcom PO 1 ABISETCSH JIOKATBHEIM
nopmatuBHbM akToM MKJIOY  JIC Ne 2 (yrasiee — JIC), periaMeHTHPYIOIIHM MOPSIIOK
yuera pabouero spemenn pabotankos JIC.

1.2. [TonoskeHue BCTYNAET B CHITY C MOMEHTA €0 YTBEPHJICHHS ITPUKA30M saseytomeit J1C
W JICHiCTBYET /10 BBEJICHHS HOBOTO MOJIOKECHHS.

1.3. Baecenne uaMeHeHHi B [TonoeHHE TPOU3BOJAMTCS HA OCHOBAHHH IPHUKA3a
sapenytomeit JIC

2. OTBETCTBEHHBII 32 Ta0e/ILHBII y4ueT pabovero BpeMeHH

2.1. Jltst Besienus TabelbHOrO ydera pabovuero BpeMeHH B JIC nprika3oM  3aBejlylomieH
Ha3HAUAETCS OTBETCTBEHHOE JIATO (nanee — OTBETCTBEHHBIH PabOTHHK), KOTOPOE HECET
OTBETCTBEHHOCTH 33 JIOCTOBEPHOCT CBE/ICHHIL, OTPaXKEHHBIX B Tabene, 1 3a CBOCBPEMCHHYIO
cjlauy Tabenst B OyXrajiTepHio.

2.2. O6sannoct OTBETCTBEHHOTO paboTHHKA 110 BeleHHIO TabeIbHOTo yueTa padodero
BPEMCHH OIPEIEIIAIOTCS JI0JKHOCTHOH WHCTPYKIIHEH, SBIISIIOIIEHCS IPUIIOKEHHEM K €O
TPy A0BOMY J0T0BOPY. OBSI3aHHOCTH TIO BEJICHHIO TADEIBHOTO YUeTa pabo4ero BpeMeHH
MOTYT GBITB BO3JI0KEHE! Ha OTBETCTBEHHOTO pAOOTHHKA B TMOPAIKE COBMELICHHS
nomkHOCTEl ¢ yaetoM crateit 60.2, 151 Tpynosoro kozaekca PO.

2.3. B no/skHOCTHBIE 00s13aHHOCTH OTBETCTBEHHOTO pabOTHHKA BXOINT!
2.3.1. KoHTpoJib cBOeBpeMeHHOCTH siBKH pabothukos JIC Ha paboTy M yXo/a ¢ paboThl,

nx (haKTHIECKOTo BpeMeHH NpebbIBanms Ha pabouem MecTe B pabouee BpeMs ¢ H3BEIICHHEM
pykosoautens JIC o HeslBKax, OTO3/IaHUsX, TPEKICBPEMEHHBIX YXO/1axX.



2.3.2, KoHTpOJIb CBOCBPEMEHHOCTH MPE/ICTABICHHS] pabOTHHKAMH IOKYMEHTOB,
I10/ITBEPHKIAIOIIMX YBAKHUTEIBHbIC IPHYUHBI KX OTCYTCTBHA Ha pabodeM MecTe (JIMCTKOB
HETPYA0CTIOCOOHOCTH, 3asiBJICHUI Ha OTITYCK W MHBIX JJOKYMEHTOB).

2.3.3. Beyienune tabesbHOrO yuera pabouero BpeMeHH pabOTHHKOB M CBOEBPEMEHHOCTD
npejictaBieHust Tabenst B OyXrajiTepHio.

2.3.4. CBoeBpeMeHHOE BHeceHHE B Tabelb ydera pabodero BpeMEHN U3MEHEHHI, B TOM
YHCIIE CBS3aHHBIX C IIPHEMOM, 11€PEBOIOM, YBOJbHEHHEM paboTHHKOB JIC.

2.4. Ilpu ocyurecTBiIeHHH TabeabHOTO yueTa OTBETCTBEHHBINH PAOOTHHK PYKOBOJICTBYETCS
Tpynosem kogekcoM PD, VkazanusiMH 110 MPUMEHEHHIO U 3aI0JTHEHHIO (OPM TTEPBHYHOM
YYETHOH TOKYMEHTAIIHH 110 YYETY TPY/1a W €r0 OIUIATHI, YTREPHKICHHBIMH
nocranosieHreM ['ockomcrara Poccun ot 05.01.2004 Ne 1, TIpaBuiamu BHYTPEHHETO
Tpynosoro pacnopsiika JIC, cMmeHHbIME Ipadukamu paboThl, HacTosuMM [looxeHnem,
JOJDKHOCTHOR MHCTPYKIIHEH, a TAKKE JIPYTUMH JJOKYMEHTaMH, HEOOXOJMMBIMH JUIS
KOPPEKTHOTO H CBOCBPEMEHHOTO yueTa pabodero BpeMeHH pabOTHHKORB.

2.5. B ciydae BpeMeHHOTO OTCyTCTBHSI OTBETCTBEHHOTO pabDOTHHKA ero 00s13aHHOCTH
BO3JIaraloTest Ha JIpyroro paboTHuKa rnpukazoM 3aseayromei J1C .

2.6. PaboTHuKH, TPYAOBBIC 00SI3aHHOCTH KOTOPBIX CBSI3aHBI ¢ YUeTOM pabouero BpeMeHH
pabotaukoB J1C, ospkHBI ObITE 03HaKOMIIEHH! ¢ [10J103KeHHeM 1101 TIOAIHCE.

3. Bujasl yuera padovero BpeMeHH

3.1. B JIC npumensieTcs MOACHHBIH WM CYMMHPOBAHHBIH yueT padouero BpeMeHH —
B 3aBHCHMOCTH OT YCTaHOBJICHHOTO pabOTHHKY pekiMa pabouero BpeMeHH M BPEMEHH
OT/IBIXA.

3.2. [lpuMeHeHHe CYMMHPOBAHHOTO yueTa pabouero BpeMeHH, peskuma pabodero BpeMeH!
1 BpeMeHH oTbixa pabotauko JIC onpenensercs [TpaBuinaMn BHYTPEHHETO TPYJI0BOIO
pactiopsijika JIC, rpagukaMn CMEHHOCTH, a JUtst pabOTHHKOB, Y KOTOPBIX PEIKUM padovero
BpEeMEHH oTiHuaeTes ot oduieycranosiieHHOro B JIC, — Tpy/10BBIMH JIOTOBOPaMH,

3.3. Ilpwu nojieHHOM yuere pabodero BpeMeHH 1ojicueT (akTHIeCKH 0TpaboTaHHbIX
pabOTHHKOM YacoB MPOH3BOINTCS €KEeTHEBHO.

3.4. Ilpu cymmupoBanHOM ydeTe pabodero BpeMeHHM MoicUeT (akTHIECKH 0TpaboTaHHBIX
pabOTHMKOM YacoB 3a YUETHBIH MepHo/] TPOU3BOJANTCS €KEJHEBHO U HAPACTAIOIINM HTOTOM
CYMMapHO 3a YYEeTHBII NIEPHOI.

3.5. CeepxypouHast paboTa IoJIeKHT PErHCTPALUK B Tabelie yueTa pabodero BpeMeHH
B TIOpSIJIKE, TTPEYCMOTPEeHHOM TTyHKTOM 4.9.3 TTonoxeHus.

4. ITopsinok 3anoiHeHHst Tadelist yuera padouero BpeMeHu
4.1. Tabens yuera pabodero BpeMeHH (Jlasiee — Tabesb) BeIETCs 10 YHH(DHIIMPOBAHHOM

dopme T-13, yrBepixienHoi nocranosiennem ['ockomerara Poceun ot 05.01.2004 Ne 1,
Ha OYMaKHOM HOCHTEJIE M 3JICKTPOHHOM.



4.2. CeneHus B Tabeb BHOCSTCS TOJKO HA OCHOBAHHH HaJUTeKamM o0pa3oM
0(OPMITEHHBIX JIOKYMECHTOB, B 4aCTHOCTH: NIPUKA30B (0 TPHEME Ha paboty, rnepesoJie,
KOMAHIMPOBKE, 06 OTITyCKe, O CBepXypouHoi paboTe, 00 H3MEHEHUH (haMuIIMK), JIMCTKOB
HETPY/I0CIIOCOOHOCTH, CIIPABOK O BBINOIHECHAN rOCY/1apCTBEHHBIX HIIH 00IIEeCTBEHHBIX
00s13aHHOCTEH.

4.3, OrBeTcTBEHHLIH paboTHIK GOPMHUPYET Tabelb B JIBa paza B MECSIL: 3a TIEPBYIO MOJIOBHHY
OTHYETHOTO MEPHOJIa ¥ HTOTOBbII Tabeb 3a BECh OTYETHBIH Mepruojl. OTYCTHEIM IEPHOJIOM,

3a KOTOPBIi Npe/icTaBisieTes: Tabeltb, ABJIACTCS O/IH KaJeHIapHBIH MECHIL ¢ EpBOro

10 MOCJIeTHEE YHCIIO BKIIIOYHTETBHO.

4.4. B rpade «Homep jokymenTa» Tabesis MpoCTaBIsieTCst OPSAIKOBBI HOMEp, HaYHHAS
C TIEPBOTO, HCIOJIB3YETCS CKBO3HAS HyMepalus.

4.5. B rpade «Jlata cocraBjieHHs» yKasbiBaeTcs JaTa GopMUpOBaHHS taberns,
COOTBETCTBEHHO, 3@ MIEPBYIO TIOJIOBHHY OTYETHOTO [IEPHO/1A HITH 38 BECh OTYETHBIN MEPHO/L.

4.6. B rpade 1 «Homep ro nopsijiky» Tabelist HCIONIb3YeTes CKBO3HAA HyMepalus,
MPOCTABJIAIOTCS TOPSIKOBBIE HOMEPa, HaAYHHas! ¢ IEPBOTO.

4.7. B rpade 2 «DaMuiinsl, HHALAATIBL, JIOJDKHOCTD (CTIEIHATBHOCTD, IPO(EceHs ) tabens
[OCTPOYHO NEPEHHCISIOTCS PAOOTHHKH B a/i()aBUTHOM MOPSIIKE (110 TICPBEIM OykBam
damuuii). JloioKkHOCT pabOTHUKA yKA3BIBACTCS B CTPOrOM COOTBETCTBHH CO IHTATHBIM
pacniucanuem JI1C.

4.8. B rpade 4 «OTMETKH 0 SBKAX 1 HesiBKax Ha paboTy MO YHcliaM Mecsiiay Taders
(nanee — rpada Ne 4 Tabesnst) OCyIIECTBIACTCS €/KEIHEBHBIH yueT pabouero BpeMeHH
KaXoro paboTHHKA ¢ IPEMECHEHHEM YCITOBHBIX OyKBEHHBIX 0003HAUCHUH (x0/10B),
IpHBE/ICHHBIX B yHH(HIMpoBaHHO# popme T-12, yrBepi/ICHHOR NOCTAHOBICHHEM
Cockomerara Poccuu ot 05.01.2004 Ne 1. Ecyn B ynuduumposarnoii Gpopme T-12 s
PErMCTPUPYEMBIX B Tabelie ClIyYaeB He MPelyCMOTPEHBI KOJIbI — NPHMEHSIOTCS KOJIBI,
yTBEpKJICHHBIE TIpHKazoM jupextopa JIC.

4.9. Yuer paGouero Bpemer B rpape Ne 4 tabesst mpou3BOAMTCS METOIOM CIIOMIHOH
PErHCTPAIHH SBOK M HEABOK:

4.9.1. B BepxHeii ctpoke rpadbi Ne 4 tabeist npoctasisieTcst OyKBEHHBIH KOJI, & B HHKHEH
cTpoke — (hakTHYecKH 0TpaboTaHHOe pabOTHHKOM BpEMsl B YacaX U MHHYTax.

4.9.2. OTKJIOHEHHS! B BHJIC HESIBOK, YYET KOTOPHIX BEJCTCH B JIHAX (OTIYCK, JTHU BpPEeMEHHOH
HETPYIOCTIOCOGHOCTH, CITyKeOHbIE KOMAHIMPOBKH H HHBIC), OTPAIKAIOTCS My TEM
1IpOCTaBlieHHs B BepXHel crpoke rpadur Ne 4 Tabesist OYKBEHHOTO KO/IA, @ HHIKHSS CTPOKA
Ha3BaHHOI rpadmbl ocTaeTes MyCcTOH.

4.9.3, OTKJIOHEHHS B BUJIC CBEPXYPOUYHBIX 4acoB paboThl B TAOCIIC MO OTIACIBHEIM
OYKBCHHBIM KOJIOM He PETHCTPHPYIOTCS, @ YKA3bIBAIOTCS B paMKax (haKTHHYeCKH
0TpaboTaHHOTO PabOTHHKOM BPEMEHH 3a JIEHb (CMEHY).

4.9.4. Ilpn mammuum y pabGOTHAKA OJIHOTO HIIM HECKOJIBKHX BHJIOB OTKIIOHEHHH B OJIMH JICHb
(HarpEMep, CMEHa, YaCTHYHO MPHXO/ISIIAsACs Ha HOYHOE BPEMs, HIIM KOMaH/IMpOBKa,



B TIEPHOJ1 KOTOPOH paboTHUK 3abonern) B BepxHeii cTpoke rpadpr N 4 Tabenst npoCTaBIfioTCs
yepe3 JipoOb B HEOOXOANMOM KOJTHYECTBE GyKBEHHBIC KOJIbI, @ B HH)KHEH CTPOKE
yKasbiBaeTcs (PaKTHICCKH oTpaboTaHHOE/HEOTPAbOTAHHOE BPEMS MO KAXKTIOMY KOy
OTKJIOHEHHS.

4.9.5. B cnydae HesiBKH paboTHHKa HA paboTy 10 YCTAHOBICHHS TOYHO NPUYHHEI €10
OTCYTCTBHS B BepxHei cTpoke rpadbi Ne 4 Tabenst MpOCTABIACTCS KO «HH», HIOKHAS CTPOKa
ocraercst mycToit. Ko uenpasisieTcss Ha BEPHBIH 10CTIE TOTO, Kak pabOTHUK MPEICTABUT
JOKYMEHT 0 TIPHYHHAX OTCYTCTBHS Ha paGote. [IpH NpecTaBIeHHH TakOTo JIOKYMCHTA
iocsie opOPMIICHHSI HTOTOBOTO TaberIst 38 OTYETHBIH MEPHO/L TIO TAHHOMY pabOTHHKY
COCTABIISETCS KOPPEKTHPYIONIHI Tabeb.

4.10. Ceienusi 0 pabOTHHKAX — BHYTPEHHHX COBMECTHTE/ISAX OTPAXKatoTCs B tabese noj
pa3HBEIMH TaGeIbHBIMHA HOMEPAMH JIBXIBI: OT/IEIbHOI CTPOKO# — 110 OCHOBHOI1 paboTe
U OT/ACIIBHOH CTPOKOM — IO COBMECTUTE/ILCTBY .

4.11. PaGoTHHKH, IPHHATHIC B OTYETHOM TIEPHOJIEC B CTPYKTYPHOE MO/IPA3ACICHHE, TIOICHKAT
00s3aTeIbHOMY BKJIIOUEHHIO B Tabellb ¢ 1aThl Havasa paboTel. B auekkax rpadmr
No 4 Tabesisi, KOTOPbIE HE 3AMOJHSINCH JI0 TPHEMA HOBOTO PabOTHHKA, CTABATCS MPOUCPKH.

4.12. PaGOTHHKH, NIEPEBEJICHHBIC B OTYCTHOM ITEPHOIE B IpYTO€ CTPYKTYPHOC
nojipasiesieHne, mouIesaT 00s3areIbHOMY BKIIIQUEHHUIO B Tabesb 3TOr0 CTPYKTYPHOTO
[oJipas/acyeHust ¢ J1aThl Hauana paboTel B HeM. IIpn oToM u3 Tabens CTPYKTYPHOTO
T0JIPa3/IeIICHHs, U3 KOTOPOTO PAOOTHUKH IIEPEBOIHIIMCE, OHA HCKIIOUAROTCS B MECANE,
CIIEIYIONIEM 33 OTYETHBIM ITeprosiom. CBesieHns 0 paboTHHKAX, EPEBCICHHBIX B TCUCHHE
OTYETHOTO MEPUO/Ia BHYTPH CTPYKTYPHOTO T0/IPA3/Ie/ICHIS Ha JPYTYIO OTKHOCTD (B TOM
qECITe BPEMEHHO), OTPAXKAIOTCs B Tabere BaM/Ibl — 110 [IePBOHAYAIBHO 1 110 HOBOH
nomkHocTH. B siueiikax rpadpr Ne 4 Tabesist CTpyKTYPHOTO TIOAPasIACICHAA, KOTOPBIC

He 3aloJIHSIIHCh B CBSA3H C 1IEPEBOIOM PabOTHHKOB, CTABSTCH MIPOICPKH.

4.13. B sueiikax rpadgni Ne 4 Tabejist 110Cie JHS yBOTbHCHHS paGoruuka u3 JIC crassres
MPOYEPKH JI0 OKOHYAHHS OTIETHOTO Neproza. B Mecse, CACAYIOMEM 3a OTHETHRIM
TIEpHO/IOM, YBOJICHHBIH pabOTHHK HCKIIOHAcTCs 13 Tabest.

4.14. TTocsie OKOHYAHUSI TIEPBOii 110JIOBUHBI OTYETHOTO MEPHOJIA, & 3aTEM T0CJIC OKOHYAHHA
BCEro OTYETHOTO TIEPHO/1a JI0 Tiepeiaun Tadesis B EHTPaIM30BaHHYI0 OyXrajaTepHio

B rpadax 5 u 7 «OrpaboTano 3a NMOJIOBHHY Mecsita/Mecsiiy Tabels B BEpXHHX CTPOKax
[IPOCTABTISIETCS KOJIMUYECTBO OTPAbOTAHHBIX PAOOTHHKOM JiHEN, B HUKHHUX CTPOKAX —
KOJTMYECTBO OTPAbOTAHHBIX PAOOTHUKOM 4acoB. JIaHHbIC rpadbl 3an0IHAIOTCS TIPH
coCTaBJIeHUH KOppeKTHpytoiiero Tabes, Tadeis Ha yBOJBHIIOMET oCs paboTHHKA.

4.15. BHeceHMe HCTpaBJIeH il H IOTIONHEHHH B TaOEIb HE JIOITYCKaCTCsI. B ciryuae
HeOGXOIMMOCTH BHECEHHUS H3MCHEHMIT (JIONOJIHEHH ) B CIaHHBIN Tabeb COCTaBIACTCS
WH/IMBHIYATBHBIH KOPPEKTHPYIOMHH Tabelb M0 KOHKPETHOMY pabOTHUKY.

4.16. TabGennb 3aBepsIOT CBOMMH TOJIITHCAMH OrBeTcTBeHHBIN padoTHuK, 3aB.JIC, .

4.17. Tabenb Ha GyMaKHOM HOCHTENE nepenaeTest OTBETCTBEHHBIM pabOTHUKOM B
OYXTITEPHIO B CIICIYIONIHE CPOKH:



e 34 [1EPBYIO MOJIOBHHY MECALA — HE NO3/IHEE 10:00 nepeoro pabouero JHs Mocie
15-ro unciia OTYETHOTO MEPHOJIA;

e 33 BECh KaJICHJapHBII MECHI] — HE MO3HEee 10:00 nepsoro pado4ero IHS 10CIE
MOCJIEHErO JIHsE OTUETHOIO MEPHOIA.

4.18. Jitst cBOEBPEMEHHOTO pacyeTa 3apaboTHOH MIaThl YBOTBHSAIOMICIOCS paboTHHKA

HA HETo 3aMOJTHAETCS OTICTBHBIH Tabelb ¢ 1-T0 Yhe/a TeKYIEro Mecsia 1o MoCIeHNMI
pabounii 1eHp (BKTOUNTENEHO). Tabens Ha yBOJIBHSIOMIET OCS paboTHHKA MEepelacTcs

B IIEHTPAIN30BAHHYIO OYyXTaITEPHIO HE MMO3/IHEE 15:00 paGouero JHs, PELICCTBYIOMIETO
JIHIO YBOJILHCHHSL.

4.19. Ilpn cocTapIeHAN KOPPEKTHPYIOWIET0 Tabelis PH YBOJIBHCHIH pabOTHUKA OJ(HHM
JTHeMm Tabesb Ha pabOTHHKA TIePe/IaeTes B IICHTPATM30BAHHYIO OyXTraiTepuio B TCHCHHE
OJIHOT'O Yaca CIelHaIHCTOM M0 KaJipaM.

4.20. O61mii cpok xpanenns tabeneit 8 JIC — nsrh net. Tabenw mo yuery pabouero
BpeMeHH paGOTHHKOB, 3aHSTHIX BO BPEJIHBIX H (HJTH) OTIACHBIX YCIIOBHAX TPY/Ia, XpaHATCH
75 JieT, ecI JIEJIOTPOM3BO/ICTBO 110 HUM 3aKOHYEHO 10 1 sHBaps 2003 roxa, u 50 ner, ecnu
OHO 3aKOHYEHO rocJie 3Toif AaTsl. CpoK XpaHeHHs HCUUCIISETCst ¢ 1 sHBaps roja,
CJIE/LYIONIETO 33 TOJIOM, B KOTOpOM 0(opmIisiicst Tadeb.



