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1. OBIIME ITOJIOKEHU A

1.1. Hacrosimee Ilonoxkenune BBoautcs Ha ocHoBaHuu ct. 91 TpymoBoro konekca Poccuiickoit
Oenepanyiyl ¢ LETBIO0 CHCTEMATH3allMU Ipoliecca cOopa U o0paboTku MHGOpMALUK O 3aTpaTax
pabouero  BpemeHu  paboTHuKkamMu  [ocynmapcTBeHHOro  OIOJKETHOIO  JOLIKOJIBHOIO
obpasoBarenbHOro yupexaenus [erckuit cam Noe 5 Aamupanterickoro paiiona Cankt-IletepOypra
(manee — I'BJIOY Jlerckuii cag Ne 5)

1.2. JIna Benenus TabenpHOro ydera padbouero Bpemenum IIpukaszom 3aBenyromero — I'BJIOY
Herckuit cax No 5 Ha3HA4YarOTCS OTBETCTBCHHBIC JHMIIA M3 YHUCIIa PAaOOTHUKOB 00Opa3oBaTEIbHON
OpraHH3aIiu.

1.3. B nomxHOCTHBIE 00s3aHHOCTH PaOOTHUKOB, OTBETCTBEHHBIX 32 TAOCIBHBIA YUYeT, BBOJSATCA
(GyHKIMU: KOHTPOJIb (DakTHYeCKOro BpeMeHH mnpeOwiBanus coTpyaHukoB — I'BJIOY Jlerckuii can
Ne 5 na pabGote u BeaeHHE TaOETBHOIO ydeTa C OTBETCTBEHHOCTBIO 3a MPABHIIBHOE OTPAKCHUE B
Tabesne paboyero BpeMeHU COTPYTHUKOB U CBOEBPEMEHHOCTh IIPEICTaBICHUS TaOelsl Ha pacuer.

1.4. lng ucnionHenust 006s13aHHOCTEN paOOTHUK, OTBETCTBEHHBIH 32 TAOETbHBIN yUeT:

e BEJICT yYET IITATHOT'O COCTaBa COTPYIHHKOB;

e Ha OCHOBAaHUH JIOKYMEHTOB (TIPHKA30B 10 JUMYHOMY COCTaBY M OOIIMM BOIIPOCAM) BHOCHT BCIIHCOK
M3MEHEHUs, CBA3aHHbBIE C IPUEMOM, YBOJIbHEHHUEM, MTepeMEeIlIeHUEM, H3MEHEHEM Tpaduka paboThI,
pa3psI0B (KaTeropuii), NpeaocTaBIeHHEM OTIYCKOB U T. [I.;

e OCYIIECTBIISIET KOHTPOJIb CBOEBPEMEHHOCTH SIBKM Ha paboTy U yxojia ¢ paboThbl, HAXOXKICHUS Ha
paboueM MecTe COTpyAHUKOB ¢ u3BenieHneM pykopoaurens — ['BJIOY Jlerckuii cag Ne 5 o HesiBKax,
OTIO3/IaHUSX, IPSKICBPEMECHHBIX YXOaX U MPUYNHAX, NX BbI3BABIIHUX;

e KOHTPOJIUPYET CBOCBPEMEHHOCTh MPEAOCTABICHHUS M TPABMWILHOCTH OQOPMIICHHS TOKYMEHTOB,
MOJTBEPKIAIONINX TPABO COTPYAHUKOB Ha OTCYTCTBHE Ha pabOyeM MeCTe: JMCTKOB O BPEeMEHHOU
HETPY/AOCIOCOOHOCTH, CIPAaBOK IO yXOAy 3a OOJbHBIMM, THOJIHCAHHBIX PYKOBOJUTEIEM
YBOJILHUTENBHBIX U JPYTHX;

e TOTOBUT CIIUCKU COTPYAHHMKOB MJI1 W3/aHUs TMPHUKa30B O paboTe B BHIXOAHBIE W Hepabouue
Mpa3aAHUYHBIC JHHU.

1.5. B cnyyae HEBO3MOKHOCTH BPEMEHHO HCIIONHITH O0S3aHHOCTH MO BEACHHUIO TaOETHLHOTO yueTa
Ha3HA4YE€HHBIM COTpYIHUKOM, pykoBoauTenb — ['BJIOY Jlerckuii cag Ne 5 myrem mu3znanus [Ipukasa
Ha TOT MIEPUO]] Ha3HAYAET OTBETCTBEHHOTO MCTIOHUTEIIS.

1.6. Bce corpyaHukn, B OOS3aHHOCTM KOTOPBIX BMEHEHO BEJCHHE TaOEIbHOTO YydYeTa, B
0053aTeIbHOM TMOPSIIKE 3HAKOMSITCS ¢ HacTosAIMM [1o10%keHneM 1o pociuch.

2. JKYPHAJIBI YUYETA OTCYTCTBHUS COTPYJIHUKOB

2.1. XXypHan ydera OOJIBHUYHBIX JIMCTOB, JKypHaJl ydyeTa OTIYCKOB (OuepeaHble, 3a CBOW CYET,
yueOHbIe) - JOKYMEHT, OTPaKarollui (aMHUIIMIO, UMS, OTYECTBO COTPYIHHUKA, €r0 JOJKHOCTD,
nojpaszelieHue, aary, Tekyuiee (¢ 10 ), IpUYHMHY OTCYTCTBUS Ha paboueM MecTe,
ocHoBaHue. [lepcoHanbHBIE CBEACHHMS O COTPYIHUKAX, a TaKXe JaTa M BpPEMS OTCYTCTBHUSA

COTpYIHUKA (QUKCUPYIOTCS B )KypHaJlaX OTBETCTBEHHBIM 3a TaOeNbHbBIN yueT padouero BpeMeH! Ha
OCHOBAaHUHU 3aBEPEHHBIX 3asBJICHUH, CIPABOK-BHI30BOB M3 Y4YEOHBIX 3aBEACHUW U OOJBbHUYHBIX
JIUCTOB.

2.2. B cinyuae HempeACTaBICHUS B YCTAHOBJICHHOM IMOpPSAKE MOATBEPKIAIOMIMX JOKYMEHTOB
MPUYHNHON OTCYTCTBHUSI CUMTAETCS] CAMOBOJIBHBIN YXOJ] ¢ pabodero mMecra.

2.3. Ecnu coTpynHUK OoTCyTCTBOBa OoJiee 4 4acoB MOAPSAT U JOKYMEHTBI, OJITBEPKIAOLINE €ro
IIPaBO Ha OTCYTCTBHE, B YCTAHOBJICHHOM IOPSAJIKE HE MPECTABIECHbI, COTPYAHUKY IPOCTABIISIETCA



nporyn u pabounii IeHb OIUIaTe HE TOJUICKUT, B COOTBETCTBUU ¢ M. 6 a cT. 81 TK P®. Ilporyn
odopmIIsieTcs B MOPSAJIKE, YCTAHOBICHHOM TPYIOBBIM 3aKOHOAATEILCTBOM.
2.4. IlpaBuia BeJeHHs KypHaja ydeTa OTCYTCTBYIOIIHUX COTPYIHUKOB pa3padaTbiBaloTCs

OTBETCTBEHHBIM 32 Ta0CIbHBIM YU4ET pabouero BpeMEeHH M yTBepkaaroTcs 3apeayomum — ['5/I0Y
Herckuii cax Ne 5
3. MPABWJIA 3ATIOJIHEHUS TABEJIA
3.1. CoTpyaHUKH, OTBETCTBEHHBIE 3a TAOCNbHBIN yueT pabouero BpeMeHH, 3aroIHAI0T Ta0elbydeTa
pabouero Bpemenu B popmare Excel u pacniedatsiBaroT ero Ha 6ymare. [loanucannslii Tabenp yueTta
pabodero BpeMeHU MepeaaeTcs B OyXralTepuio s HAa4MCICHHS 3apa00THOM IJIaThI.
3.2. Tabenp yyera paboyero BpeMEHH COACPKHUT MOIINUCH COTPYAHHKA, OTBETCTBEHHOIO 3a €ro
BEJICHHE, a TAK K€ BU3Yy HEMOCPEICTBEHHOr0 pykoBoauTens. [loAnuch OTBETCTBEHHOTO COTPYIHUKA
Y BU3BI pYKOBOJUTEINIEH coiepkKaT: HauMeHoBaHue nopkHoctu, @.M.0O., noanuce,1aty noamnucaHusl.
3.3. ®opma Tabens ydera paboyero BPEMEHHM M pacyeTa 3apaOOTHOM IUIaThl JUIS Ka3eHHBIX
yupexaenuit (Ne 0504421) ycranosnena npukazom Munguna Poccuu ot 15.12.2010 1. Nel1731 "O06
YTBEP)KICHHH (OPM TIEPBUYHBIX YUETHBIX JIOKYMEHTOB M PErHCTPOB OYyXTalTepcKOoro ydera
MPUMEHSEMBIX OpraHaMU TOCYAapCTBEHHOW BIAacTU (TOCYJAapCTBEHHBIMU OpraHaMH), OpraHaMH
MECTHOTO CaMOYIIpaBJCHMs, OpraHaMu VYIPaBIEHUS TOCYJapPCTBEHHBIMU BHEOIOKETHBIMU
doHIaMHU, TOCYJAapPCTBEHHBIMU aKaJEeMHUSIMU HAyK, TOCYJapCTBEHHBIMH (MYHUIUIIATHHBIMU)
YUpEXKIEHUSIMU U METOANYECKUX YKa3aHH 10 UX IpUMeHeHuto» (1anee - MHCcTpykuus).
3.4. Ilpu ucnonb3oBanuu Tabens yuera pabouero BpemeHu (opmbl Ne 0504421 nomyckaercs
BKJIIOYCHHUE JIOTIOJHUTEIBHBIX Tpad, OAHAKO HENb3s YIAIATH CyIIecTByrome rpadsl. BHocuMebie
U3MEHEHHS JOJDKHBI OBITh OQOPMIIEHBI COOTBETCTBYIOIIMM OPTaHU3AIMOHHO-PACTIOPSIUTEIHHBIM
JOKYMEHTOM Y4YpeXJeHUs (Hampumep, MpaBuiamMu y4eTHON monutuku). OO0 3TOM TOBOpPUTCS B
[Topsinke mnpuMeHeHUss YHUMUIUPOBAHHBIX (OPM TEPBUYHOM  YyYETHOM JOKYyMEHTAIluH,
yrBepxkaeHHOM [loctanoBnenuem ["'ockomctara Poccun ot 24.03.1999 Ne 20.
3.5. Tabenp yuyera pabouero BpEeMEHU OTKpBIBAECTCS €XEMECSYHO 3a JBa-TPH JHSA 10 Hadyaja
pacueTHOTO TepuoJia Ha OCHOBAHWHW TaleNsl 3a MPOILIBIA MeCSIl W 3aloJHAETCS Ha OCHOBaHUH
JOKYMEHTOB T10 YY€Ty JIMYHOTO COCTaBa: MPHUKA30B O MpHeMe Ha paboTy, epeBo/ie, YBOIHHEHUH.
K conepxanuto Tabens yuera paboyero BpeMeHU NPEeaAbABISAIOTCS CIEAYIOLIe TpeOOBaHUS:
o JlaHHBIE O COTpYIHUKAX BHOCATCS B Tabeh ydeTa pabovyero BpeMEHH B CTPOTOM COOTBETCTBHH C
UCTIOJTHEHUEM MITaTHOTO PACIIHICAHUSI.
« 3anoHeHue Tabest OCYIECTBIATHCS METOIOM CIUIOITHON PETUCTPAIINH SIBOK M HESIBOK Ha padoTy.
« Bepxnsist crpoka (popmer Ne 0504421) mpumeHsieTcst Iisi OTMETKH YCIOBHBIX 0003HaUCHUH (KOJIOB)
3arpart pabovero BpeMeHH, a HIDKHSS - IS 3aIHCH POIOJDKATEIIEHOCTH OTPAO0TaHHOTO BpeMeHH (B
gacax, MUHYTax) 110 COOTBETCTBYIOIIMM KOJ/IaM 3aTpaT pabodero BpeMeHH Ha KaXIyIo JaTy.
o [Ipn oTpaxxeHHH HESIBOK Ha PabOTy, ydeT KOTOPBIX BEAETCS B JHAX (€KETOAHBI OCHOBHOM
omnauuBaembiii otyck (OT), nau BpemenHoil HerpyaocnocoOHocTH (B), otnyck 6e3 coxpaHeHus
3apabotHo#l miatel (J]O), HEBBIXOA Ha BpeMs UCIOJHEHUS rocynapcTBeHHbIX oOszanHocteit (1),
€XKEroIHbII JONOJHUTENbHBIN OTIYCK 0e3 coxpaHeHus 3apadboTHoil iatel (/1b)) B Taberne B BepxHe
CTpOKe B rpadax MpOCTABISAIOTCS TOJIBKO KOJIbI YCIOBHBIX 0003HAUEHH, a B HUKHEH CTpOKe rpadbl
OCTAIOTCSI IYCTHIMH.



o [Ipu 3amomuenun tpad 5 m 6 TabGens B BEpXHUX CTPOKAX MPOCTABISIETCS KOJIUYECTBO
O0TpabOTaHHBIX JHEH, B HUKHHUX CTPOKAX - KOJTHMYECTBO YaCOB, OTPAOOTAHHBIX KAXKIBIM COTPYAHHUKOM
3a YYETHBIN MEPUOL.

B Tabeme (. Ne0504421) peructpupyroTcs TOJIBKO CIy4aW OTKJIOHEHHH OT HOPMAaJIbHOTO
UCIIONIb30BaHUsl pPabOuero BPEMEHM, YCTAHOBJICHHOIO MPaBWJIAMU BHYTPEHHETO TPYJIOBOIO
pacniopsiika. B BepxHed MOJOBUHE CTPOKH MO KaXJAOMY COTPYAHHKY, y KOTOPOTO HUMEJIHUCH
OTKJIOHEHHS OT HOPMAJIBHOTO WCIOJb30BAaHUS pabdO4Yero BPEMEHH, 3allMCHIBAIOTCS YaChl
OTKJIOHEHUH1, a B HWKHEW — yCJIOBHBIE 0003HAYCHHSI OTKJIIOHCHUH.

B HIXKHEH cTpouKe 3amHChIBAIOTCS TaKXkKe Yachl padOThI B HOYHOE BPEMS.

« Ecnmu y oHOrO M TOrO € COTpYAHHMKA B OAMH U TOT K€ MEPHUOJ B HCIOJIb30BAaHUHM pabOYero
BPEMEHH UMEJIOCh JIBA BHJIa OTKJIOHEHUH, OJIHO U3 KOTOPBIX — paboTa B HOYHOE BpEMsl, TO HUKHSIS
YaCTh CTPOKH 3aIOJIHACTCS APOOBIO, YHUCIUTEIh KOTOPOH — YCIIOBHOE 0003HAUEHUE OTKJIOHEHUH, a
3HaMEHATelh — HOYHbIC 4achl. [Ipu Hamuumm Oojee ABYX OTKIOHCHHWHA B OAWH JeHb (QamuIvs
COTpY/AHUKA B Tabele MoBTOpsieTcs 2 pasa.

« Ecnu B teuenue roga B — I'BJIOY Jlerckuii cag Ne 5 mpuHuUManuch HOBBIE COTPYIHUKH, OHU
noJJIeKaT 00s3aTeNbHOMY BKIIIOYEHHIO B Tabesb yuera pabouero BpemeHH. s ocylecTBIeHUs
BBITIJIAT B MEXPACUETHBIN MepHo/] (YBOJIbHEHUE COTPYIHUKA, YXO/ B OTIYCK) B [ICHTPAIU30BAHHYIO
OyXrajTepuio MpeAcTaBIIIeTCsS BpeMEHHBIHN Tabesb yuera pabodyero BpeMeHH, oKa3aTelld B KOTOPOM
MIPOCTABIISIFOTCS TOJIBKO 110 KOHKPETHOMY COTPY/IHUKY.

o [Ipu dopmupoBanun Tabens ydera paboyero BpeMEHH KaleHAApHBIC THH MECAAa PacdeTHOTO
nepuo/ia 10 MPUHATHS COTPYAHUKA U (WIIH) TIOCJIE €r0 YBOJIBHEHUS 3aMOTHSAIOTCS MPOYSPKOM.

« [TopsiakoBas Hymepanwust B rpade 1 BeneTcst mo cTaBkaM COTPYIHHUKOB, BHECEHHBIX B TaOeib ydera
pabouero BpeMeHH, €CJIi COTPYAHUK B JAHHOM YUPEKJICHUN pabOTaeT Ha Pa3HBIX CTaBKaX, HA HETO
BBIJICIISIETCS CTOJIBKO MOPSIKOBBIX HOMEPOB, CKOJIBKO CTABOK OH 3aHUMAET.

o Gamumnus, uMs, OTUYECTBO 3aMUCHIBAIOTCS B rpade moaHocThio. [Ipu 3TOM THIaTeNnbHO BhIBEPSETCS
HanucaHue (haMUINK, UMEHH U OTYECTBA B CIIy4ae PACXOKICHUS MPUHATOTO HA3bIBAaHUSCOTPYTHUKA
U ero JOKyMEHTOB. B ciyuyae cMeHbI pamMuiIng, UMEHU, OTYECTBA, HOBBIE IaHHBIE BHOCSTCS B Ta0ENb
yueTa pabo4yero BpeMEeHH TOJIbKO MOCIE U3JaHMs OTJEIOM KaJpOoB COOTBETCTBYIOILIETO MpHKa3a Mo
JUYHOMY COCTaBY Y UpEKICHHUS.

« B rpade «gomKHOCTB» yKa3bIBae€TCs JOHKHOCTh COTPYAHHMKAa B CTPOTOM COOTBETCTBHHU CO
IITaTHBIM pacmucanueM. B a1oit ke rpade ykaspiBaercs konmdectBo craBok (1, 0,5, 0,25 u T.1.)
WJIM HOpMa 4acoB B HEJIEIIIO.

« Pabourie dachl COTpyIHHKaM, KOTOPBIM YCTAaHOBIIEH OKJaJ, TMPOCTABISIOTCS B CTPOTOM
COOTBETCTBUU ¢ TpadukoM padotsl (8 uacos, 4, 2, 24, 12, 1,5 u 1.1.). CoTpyaHUKaM, KOTOPBIM
yCTaHOBJIEHAa YacoBas TapudHas CTaBKa, MpPOCTaBiseTcs (HaKTHUECKU OTpabOTaHHOE BpeMs C
TOYHOCTBIO /10 JECATHIX JOJIeH Yaca.

o CoTpynHUKH, HAXOJAIIMECS B OTIYCKE MO YXOAy 3a peOeHKOM B Bo3pacTe mo 1,5 mium 3 ner, B
Tabenp yuera pabovyero BpeMeHU He BHOCSITCSI.

o [Ipy HEOOXoAMMOCTH OpraHu3alMy paboThl B BBHIXOJHOW HJIM HEpaOOYMM Npa3aHUYHBIA JIE€Hb
W3/1aeTCs COOTBETCTBYIOIIMH mpuka3. OTpaboTaHHOE B HEpaOOYMil Mpa3IHUYHBINA W BBIXOIHOU
JIEHb BpeMsI YKa3bIBaeTCsl B TabeJie B CTPOrOM COOTBETCTBUU C MPUKA30M.

. Pabota B BBIXONHOH (HepaOouuii Mpa3qHUYHBIN) JE€Hb NPOU3BOIAUTCS B COOTBETCTBUU C
MOJIOKEHHEM 00 oIjiate TpyJda COTPYAHHKOB YYPEXACHHUS B JTBOWMHOM pasmepe. llo kemanuto
COTpyIHUKA, pabOTaBIIEr0 B BBIXOJHON WM HepabOUMil Mpa3IHUYHBIN JTEHb, €My MOXKET OBITh
IpeJIOCTaBlIeH JIpYrol NeHb oTAbixa. B 3ToM ciydae pabora B Hepabouuii AeHb OMJIAuUBAaETCs B
OJIMHApHOM pa3Mepe, a JIeHb OTJbIXa OIJIaTe He MOJIeKUT.



o [Ipu coBnaieHNu Npa3JHUYHOTO U BBIXOIHOTO IHEM BBIXOJHOM JI€Hb NEPEHOCUTCS Ha CIICIYIOIIHMI
1ocjae Mpa3IHUYHOTO pabouuii JeHb B COOTBETCTBMM ¢ TpymoBbIM KojekcoM Poccuiickoii
denepauuu.

o [IpuBnedenne coTpyAHUKOB K CBEpXYpPOUYHOI paboTe, a Takke K paboTe B BHIXOIHOM (Hepabounii
Mpa3AHUYHBIN) JI€Hb JOMYCKAaeTCcs TOJBKO C MUCHbMEHHOIO COTJIacUsi COTPYIHUKOB B CIIydasXx,
npenxycmotpennbix TK Poccuiickoit ®enepanueii, u odopmisercs mnpukazom. PaboTel, He
oopMIIeHHBIE HAATIEKAIIUM 00pa3oM, B Tabese He OTPa)aroTCs U OIUIaTe HE MOJIeKaT.

« OTmycka (eXeromHple W aJMHHHUCTPATHBHBIC), OONBHUYHBIC JIMCTHI MPOCTABISIFOTCS Ha BCE
KaJICHJIapHbIE JTHU, BKIIOUasl BHIXO/IHBIE (32 UCKIIOUEHHUEM MPA3IHUYHBIX JTHEN).

« B TaGene yuera paboyero BpeMeHHU yKa3bIBAIOTCS:

-IIPOJIOJKUTEIBHOCTh Pa0OThI, BBIMNOJHSAEMOW COTPYIHUKOM B TEUYEHHE YCTAHOBJICHHOH €My
MIPOJIOJDKUTEIILHOCTH pabodero aHs (cMeHbl) B opsike cT. 60.2 TK P®;

- IPOJIOJKUTEILHOCTh Pa0OTHI, BHITIOIHAEMONW COTPYAHUKOM C HCHOPMHPOBAHHBIM Pa0OYUM JTHEM
3a MpejesiaMy YCTAaHOBJICHHOW eMy TMPOI0JKUTEHHOCTH pabodero Bpemenu B mopsiake cr. 101 TK
P®.

Yyer BpeMeHH, OTpPabOTAaHHOTO COTPYAHHKOM C HEHOPMHPOBAHHBIM pabOYMM JHEM IIO
pacriopspkeHHI0 paboToaaTelis 3a npeesiaMi YCTaHOBICHHOTO eMy pabodero BpeMeHH, BEJETCS B
Kypnane yyera pabouero BpeMeHH COTPYAHUKOB C HEHOPMUPOBAHHBIM PAOOYHM JTHEM.

« OTueTHBIM NEPUOJIOM JJIs yueTa B Tabesie pabouero BpeMeHU YCTaHABIIMBACTCS O/IMH KaJIeHJapHbII
Mecs1] (C IEPBOrO M0 MOCIETHEE YUCIIO BKIIOUUTENBHO). Y CTaHOBIJIEHHBIHN peXuM pabodyero BpeMeH!
COTPYJIHUKA JJOJDKEH COOTBETCTBOBATh (PaKTUUYECKOMY OTpPabOTaHHOMY BPEMEHHU.

« B Tabene ydera pabodero BpeMEeHH HE Pa3pelIalOTCs HUKAKUE UCTIPABICHUS W JIOTIOTHUTEIbHBIC
MTOMETKH.

« B KkoHIe Mecsina COTpyIHUK, OTBETCTBEHHBIM 3a BeleHUE Tabens ydera padouero BpeMeEHH,
ompezenseT oO0Iiee KOJIMYECTBO JHEH (4acoB) SIBOK, IHEH (4acoB) HESIBOK, a TakKXke JApPYyroe
KOJIMUECTBO YacOB IO BUJaM MepepadoTok (3aMelieHne, paboTta B Mpa3IHUYHBIC JHH, HOUHBIC Yachl
U IpyTUE BUBI OIJIAThl) C 3aMKUCHI0 UX B COOTBETCTBYIOIIUE TPAdBbI.

o 3amoyIHEHHBIM Tabenp yuyeta pabo4yero BpPEMEHH U JIpyrue JIOKYMEHTHI, O(OpMIIEHHBIE
COOTBETCTBYIOIIMMH TOJMUCAMU, B YCTAaHOBJICHHBIE CPOKH CHAIOTCA B OyXTalITepUIO JUIs
IIPOBEJICHUS COOTBETCTBYIOLIUX PACUETOB.

4. MOPAJIOK ®OPMHUPOBAHUSA U IPEJOCTABJIEHUSA TABEJEN

4.1. He pexxe oaHOTO pa3a B HEAENIO COTPYIHUK, OTBETCTBEHHBIN 3a TaOENbHBIN y4eT pabouero
BpeMeHH, codupaet 1o — 'bJIOY Jlerckuii cag Ne 5 nanHbIe 00 NCIOIB30BaHNU pabOYEro BpeMEHH.
Ecnu ectb OTCYTCTBYIOIIUE, IPUUUHBI OTCYTCTBUS COTPYAHUKOB.

4.2. Bce HEBBIXO/BI Ha paboTy QUKCHUPYIOTCS B KypHanax u mpukazax mo — ['BJIOY [lerckwii can
Ne 5. B mopsinke UCKIIOYEHMsI OTIAENBbHBIM COTPYAHUKAM, IO 3asBJICHHUIO COTPYAHUKA, MOXKET
CMeIaThCcsl BpeMs paboyero JHs.

4.3. CoTpynHUK, OTBETCTBEHHBIH 3a BeleHHE TaOenbpHOTO ydera padouero Bpemenu B — ['BJIOY

Herckuit cag Ne 5, onuH pa3z B MecsIl cOCTaBisieT Tabeab yueTa paboyero BpeMeHH Ha OyMakHOM
HOCHTEIE.

4.4. TaGenp yyera pabodyero BpeMEHH Ha OYMaKHOM HOCHUTENE IEpeNaeTcs COTPYAHUKOM,
OTBETCTBEHHBIM 3a BeJeHHE TabeIbHOro y4era paboyero BpEeMEHH B ILEHTPAIM30BAHHYIO
OyXranTepuro:

- 3a BeCh KaJIeHJIapHbIi Mecs - 10 30 Yynciia OT4YeTHOro MECsIa;



4.5. IIpu oOHapyxeHnH OMMOKH B Tabene yuera pabodero BpeMeHH COTPYTHUKOM, OTBETCTBEHHBIM
3a BelleHHEe Tabens ydera pabodero BPEMEHHM, 3aIllOIHSAETCS YTOYHEHHBIM Tabelb ydera pabodero
BPEMEHH, B KOTOPOM IIOKa3aTEJd IMPOCTABISAIOTCS TOJIBKO MO TEM COTPYJHUKAaM, MO KOTOPHIM
JOMYIIEHBl OMOKH. YTOYHEHHBIA Tabenb ydera paOouyero BpEeMEHH HampaBiseTcsl B
[EHTPAIM30BaHHYIO OyXTalTepHIO CO CIIy>KEOHOM 3amucKoii, moanucannoi 3aseayroumm — ['BJIOY
Jerckuii cam Ne 5.

4.6. COTpyIHUK, OTBETCTBEHHBIH 3a BeJeHHE TaOelIbHOro ydera paboyero BpPEMEHH B
00pa3oBaTeNbHON OPTaHU3aLH, HECET OTBETCTBEHHOCTD 32 JIOCTOBEPHOCTh CBEACHUI, OTPAsKCHHBIX
B Tabese y4yera paboyero BpeMeHH, U 32 CBOEBPEMEHHYIO clauy Taders.

[lepenaua Tabens ydera pabouero BpeMEHH MPOM3BOAMUTCS IMOJ MOJIKCH B XKYpHAJIC PETUCTPALIUH
ABWIKCHUSA JOKYMCHTOB.

5. XPAHEHUE TABEJEN

5.1. Tabenb yueTa pabo4yero BpEMEHH SIBJISIETCS IEPBUYHBIM YYE€THBIM IOKYMEHTOM Ha OIUIATyTpy/a,
MO3TOMY CPOK XpaHEHHS €ro He MOKET OBITh MEHee IATH JIET, YTO YKa3aHo B cT. 17 denepanbHOro
3akona ot 21.11.1996 N 129-®3 "O 6yxrantepckom yuere" (pea. ot 23.11.2009).

5.2. Ecnu yuuteiBaeTcsi paboTa COTPYAHMKOB, UMEIONIMX MPABO Ha JBIOTHYIO MEHCHIO (paboTa ¢
BPEIHBIMH YCIOBUSMHU TPYJa), CPOK XpaHEHUs TaOEssl HE MOKET OBITh MeHee 75 JIeT.
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