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1. O01IHe MoJI0KeHUu

1.1. Hacrosimee IlososkeHue BBOAWTCS € IETBIO CHUCTEMAaTH3aIlMHM Mpoliecca cOopa u 0OpabOTKH
uHpopManuu o 3arparax paboyero BpemeHu corpyaHukamu JIOY (ma ocHoBanmm Ilpunoxenust Ne 5 k
npuka3y Munuctepcrsa punancoB Poccuiickoit @eneparuu ot 30 mapta 2015 r. Ne 52H).

1.2. Tabenr yyera wucnosb3oBaHus pabodyero Bpemeru (. 0504421) (nanee — Tabenn (¢. 0504421)
NpUMEHSIETCS Ul ydeTa HCIOJb30BaHHA paboyero BPEMEHH WJIM PETUCTPAllMU DPA3UYHBIX CIydacB
OTKJIOHEHU OT HOPMAJIBHOTO HWCHOJB30BaHUsI pabodero BpemeHU. BwiOop crmocoba 3amonmHenust TaGens
(. 0504421) onpenensieTcs akTOM YUPEXKICHUS B paMKax (POPMHUPOBAHUS yICTHOW TTOJIMTHKH YUPEHKACHUSL.

1.3. st Benenust Tabens (. 0504421) mnpukazom 3aBenyromiero IOY Ha3HA4arOTCS OTBETCTBEHHBIC
nuua u3 uyncna corpyaaukon J10VY.

14. B no/KHOCTHBIE OOSI3aHHOCTH PAaOOTHUKOB, OTBETCTBEHHBIX 3a TaOEIbHBIN YYeT, BBOJSITCA
(GYHKIMM: KOHTPOJIb (PAKTHYECKOrO BpeMeHU MpedbiBaHuUsS coTpyaHukoB OVY Ha paboTe U BeaeHUe
Ta0eNbHOTO y4YeTa C OTBETCTBEHHOCTHIO 3a IMPaBWIBHOE OTpakeHHE B Tabene pabouyero BpeMEHU
COTPYJHHKOB U CBOEBPEMEHHOCTD IIPE/ICTaBICHMSI TAOEs Ha pacyer.

1.5. Tabenp (¢. 0504421) oTkprIBaeTcst exXeMecsuHO 3a 2-3 JOHS 10 Hayala pacyeTHOro Mepuoja Ha
ocHoBanuu Tabens (. 0504421) 3a mpouuiblil MecsII.

1.6. Ins ucriosHeHUs 00s3aHHOCTEH paOOTHUK, OTBETCTBEHHBIN 3a TaOCIBHBIN yUeT:

e BEJIET YYeT IITAaTHOI'O COCTaBa COTPYTHUKOB;

e HAa OCHOBAaHUH JIOKYMEHTOB (TMIPUKA30B I10 JIMYHOMY COCTaBY M OOIIMM BOIPOCaM) BHOCHUT B CITUCOK
M3MEHEHWsI, CBS3aHHBIC C TPUEMOM, YBOJIbHEHHEM, ITEPEMEIICHIEM, H3MEHEHHEM TpaduKa paboThl, pa3psioB
KaTerOpHid, MPeI0CTaBICHUEM OTITYCKOB H T. II.;

e OCYIIECTBJIIET KOHTPOJIb CBOEBPEMEHHOCTH SIBKM Ha paboTy M yxoja ¢ pabOThl, HAXOXICHHUS Ha
paboueM MecTe COTPYIHMKOB C u3BelieHueM pykoBogutens JIOY o HesBKaxX, OMO3JaHMUSX,
MPEXAEBPEMEHHBIX YXO0/1aX U IPUYMHAX, UX BbI3BaBILHUX;

e KOHTPOJHUPYET CBOEBPEMEHHOCTb NPEAOCTABJIECHHS M MPAaBUIBHOCTh O(QOPMIICHHS JOKYMEHTOB,
MOJATBEPXKAAIOIIMX IPAaBO COTPYIAHUKOB Ha OTCYTCTBHE Ha paboyeM MecTe: JIUCTKOB O BPEMEHHOU
HETPYJOCIOCOOHOCTH, CIIPaBOK IO YXOIy 3a OOJIbHBIMM, HOJNUCAHHBIX PYKOBOJUTEIEM YBOJIBHUTEIIBHBIX U
ApYyrux;

e TOTOBUT CIIUCKU COTPYJHHUKOB JUId H3JAaHUsA IPUKA30B O pPabOTe B BHIXOJHBIE M Hepabouue
IIpa3HUYHBIE THHU.

1.7. B ciyuyae HEBO3MOXHOCTH BPEMEHHO HCIOJHATH OOA3aHHOCTU IO BEACHUIO TaOEIbHOIO yuyera
Ha3HA4YEHHBIM COTPyIHUKOM, pykoBogutenb OV nyrem m3pganus Ilpukasa Ha 3TOT mepuoj Ha3zHadaeT
OTBETCTBEHHOI'O UCHOJIHUTEIIS.

1.8. Bce coTpynHuKH, B 0043aHHOCTH KOTOPHIX BMEHEHO BEJEHHE TaOEIBHOIO ydyeTa, B 00s3aTeIbHOM
HOps/IKEe 3HAKOMSATCS ¢ HacTosuM [loso)xeHueM moja pocumch.

2. [IpaBusa 3anojiHeHHus1 Tadest

2.1. Tabenp ydyera pabouero BpeMEHH BEAETCS B AIIEKTPOHHOM M OyMa)KHOM BapHaHTe.

2.2. lanee tabens B popmare Excel pacneuatsiBator Ha Oymare. IloanucanHslil Tabens nepegaercs B
OyXraiaTepuro Ha XpaHeHue.

2.3. Tabenb COIEPXKUT BH3Y 3aBEIYIOLIEr0 JETCKOTO cajla: HauMeHoBaHMe JoipkHoctH, D.M.O.,
MOJITUCH, ATy MOAMUCAHUS.

2.4. K conepxaHuto Tabens MpeabsBISIOTCS CIeAyIoIne TpeOOBaHUS:

e JlaHHBIE O COTPYAHMKAX BHOCSTCS B Tabedb B CTPOrOM COOTBETCTBUM C HCIOJHEHHWEM HITaTHOT'O
pacnucanus JJOVY.

¢ B cityuae yBOoJIbHEHHUS! HAa COTPYAHHUKA MOJAETCs OTIENbHBINA Talenb, oqHOBpeMeHHo ¢ [Ipuka3om Ha
yBOJIbHEHHE (C JIOKJIAHOM 3almUCKOW — B Ciydae YBOJBHEHMs [0 MHMIMATHBE paboTomarens). B Ttabene
MPOCTABJISIOTCS 4Yachl pabOThl MO TOCIETHUNA pabouuil eHb BKIIOYMUTENBHO, a MOCTE JHS YBOJbHEHUS
MIPOCTABIIAETCS «-».

¢ Criucok pabOTHHUKOB COCTABIISICTCS B aI(paBUTHOM MOPsKE (10 MEPBbIM OyKBaM (haMIIIUN).

2.5. B Ta6ene (¢. 0504421) perucTpupyroTcsi ciiydyal OTKIOHEHHH OT HOPMAJIbHOTO HCIOJIb30BaHUS
pabouero BpeMeHH, YCTAaHOBJICHHOTO NpaBWJIaMU BHYTPEHHETO TPYAOBOTO PACHOPsAKA, WIN (aKTHUYECKUE



3aTparhl paboyero BpeMeHU. B BepxHel IMOJIOBUHE CTPOKH MO KaKJIOMY paOOTHHKY, Y KOTOPOTO MMEJIHChH
OTKJIOHEHHUSI OT HOPMAJIBHOTO HCIOJB30BaHUS PabOYEro BPEMEHH, 3alMCHIBAIOTCSA Yachl OTKIOHEHHH, a B
HUKHEH — yCIOBHBIE O0O3HAuUEHHUs OTKJIOHEHWH. B HIDKHEW 4YacTH CTPOKHM 3alMCBHIBAIOTCS TAKXKE YaChl
paboTHI B HOYHOE BpeMs.

2.6. Ilpu perucrpanyu OTKJIOHEHHH B CIIydyae HAJIMYUS y OJHOTO PaOOTHHKA YUPEKACHUS ABYX BHUJIOB
OTKJIOHEHUI B OJIMH JIeHb (IIEPHO/T), HHYKHSSI YaCTh CTPOKH 3alACHIBACTCS B BUE IPOOU, YUCIUTEINIb KOTOPOI
— YCJIOBHOE 00O3HaueHue BUJAa OTKJIOHEHWH, a 3HaMeHarelb — 4Yackl pabotel. Ilpu Hamuuuu Gonee ABYX
OTKJIOHEHUH B 0/1WH JieHb Gamuimst padbotHuka B Tadene (¢. 0504421) moBTopsiercs.

2.7. B cpoku, YCTAaHOBIIEHHBIE TMOPSAIKOM JOKYMEHTOOOOpOTa YUPEXKAEHHUS pPabOTHHKOM,
OTBETCTBEHHBIM 3a BezieHne Tabens (¢. 0504421), oTpaxaercss KOMM4YeCcTBO AHEH (4acoB) HESIBOK (SBOK), a
TaKXKe KOJMYECTBO YaCOB I10 BHIAM repepaboTok (3amelieHne, paboTa B Mpa3AHUYHbIE JHH, pad0Ta B HOUHOE
BpeMsi M JIpyrHe BHJbI) C 3allUChI0 MX B COOTBETCTBYRomUe rpadbl. 3amonneHnsid Tabens (¢. 0504421)
MOJIITMCBHIBACTCS JIUIIOM, Ha KOTOpoe Bo3lioxkeHo BeneHue Tadems (¢. 0504421).

2.8. 3anonneHnbni Tabens (¢. 0504421) m apyrue ITOKYMEHTHI, IOJAMUCAHHBIE OTBETCTBEHHBIMU
JOJDKHOCTHBIMHU JIMIIAMH, B YCTAHOBJICHHBIE CPOKH CHAIOTCS B OYXTaJITEpHIO ISl MPOBEICHHS PACUETOB.
Ta6ens (¢. 0504421) wucmons3yercss Ui COCTaBlieHUs PacuerHo-tuatexHoi Bemomoct (¢. 0504401)
(Pacuetnoit Bemomoctu (. 0504402).

2.9. Ilpm oOHapyXEHWHW JHMIIOM, OTBETCTBEHHBIM 3a COCTaBIIEHHE W TpeAcTaBieHue Tabes
(d. 0504421), dakta HE OTpakeHUs OTKIOHEHHH WJIM HEMOJHOTHI TMPEJCTABICHHBIX CBEIACHUN 00 ydere
paboyero BpeMeHHU (TpezcTaBiieHne pabOTHUKOM JINCTKA HETPYAOCIOCOOHOCTH, MpHKa3a (pachopsLKeHUs) O
HampaBJIeHUH pabOTHHKA B KOMaHAUPOBKY, IpHKa3a (pacropsbKeHus1) O MPEeI0CTaBICHNN OTITyCKa paOOTHUKY
Y T.JI., B TOM YHCJI€ B CBSI3H C MMO3HUM MPEICTABICHUEM JOKYMEHTOB), a TAK)KE BBISIBICHHBIX OIIHUOOK, JIAIIO,
OTBETCTBEHHOE 3a cocTaBieHue Tabems (¢. 0504421), oOs3aHO y4ecTh HEOOXOIUMBIE W3MEHEHUS |
peAcTaBuTh Koppektupyromuii Tadenb (¢. 0504421), cocTaBaeHHBIN C y4eTOM W3MEHEHUW B TOPSJKE U
CPOKH, IPETYCMOTPEHHBIE TOKYyMEHTOOOOPOTOM YUPEKICHHUS.

2.10. B crpoke «Bum Tabens» ykKa3bIBaeTCSl 3HaYEHWE «IIEPBUYHBIN», MPU TPEACTABICHUHN Tadens
(d. 0504421) ¢ BHECEHHBIMH B HETO M3MCHEHHSIMH, YKA3bIBACTCSI 3HAUCHUE «KOPPEKTUPYIOMIUI», TIPH ITOM
MIpH 3aN0JIHEeHUH Noka3arens «Homep KoppeKTUpOBKUY yKa3bIBAETCA:

— mudpa «0» nmpocTaBigeTcs B Cilydae MpeCTaBICHUs JIMIIOM, OTBETCTBEHHBIM 3a cocTaBieHue Tadens
(¢. 0504421), mepsuunoro Tabens (¢. 0504421);

— 1udpbl, HaYMHAs ¢ «1», MPOCTABIAIOTCSA COTJIACHO MOPAIKOBOMY HOMEpY KoppekTupytoniero Tadens
(d. 0504421) (kOppEeKTUPOBKH) 32 COOTBETCTBYIOIINI paCUETHBIN MEPUOI.

2.11. annbsie koppektupyromero Tabems (¢d. 0504421) cayxar OCHOBaHHMEM [UIs Iepepacuera
3apabOTHOM TUIaThI 32 KaJeHIapHbIE MECSIbI, MPEALIECCTBYIONINE TEKYIIEMY MECSIly HAuUCIeHUs 3apabOTHON
IIaThI.

2.12. Tabenb 3amoyHsAETCS 3a NEPUOJ, 32 KOTOPBIM MPeyCMOTPEeHA BhITUIaTa 3apab0THOM TIATHI.

2.13. Tlepuwonsl 3amoJHEHUS ¥ CPOKM NpeacTaBicHUss B Oyxranreputo Tabems (¢. 0504421)
OTIPENENAIOTCA aKTOM YUYPEXKIEHHUS B pamMKax (OPMHUPOBAHUS YUETHOM MOJUTHKU YUPEXKACHUS B YacTH
rpaduka TOKyMEeHTOO0OpOTA.

2.14. ]Jlamnble o0 3arparax paboyero BpPEMEHH, BHOCHMBIE B JJEKTPOHHYIO 0a3y, JOJDKHBI
COOTBETCTBOBATh JAHHBIM Tabeneil.

2.15. B tabene He pa3pelaioTcss HUKaKUe UCTIPABJIEHUS U JJOTIOJHUTEIbHbIE TOMETKH.

3. [lopsiiok (popMHUpPOBaHNUS M NPecTABIeHUS Tadesei

3.1. He pexxe ogHOro pasa B HesleNn0 pabOTHHUK, OTBETCTBEHHBIN 3a TaOENbHBIA y4eT, COOMpaET JAaHHbIE
00 UCMOoJIb30BaHUH PabOYero BpEMEHH.

ITpu BBIXOZE paOOTHUKOB B T€UEHUE paboyeil CMEHBI OTBETCTBEHHBIM 3a BejieHUe Talels pukcupyercs
BpeMs BbIXOJla M BO3BpalleHUs. Ecim paOOTHHK BBIXOAWI HE IO MPOU3BOACTBEHHOW HEOOXOJUMOCTH M
paOOTHHK HE OTHOCHUTCA K KaTeropuu A, BpeMs OTCYTCTBHUS BBbIUMTAaeTcs M3 OanaHca OTpabOOTaHHOTO
BpPEMEHHU.

3.2. Bce ono3nanus U NpexaeBpeMEHHbIE YXObl C PabOThl (PMKCUPYIOTCS OTBETCTBEHHBIM 3a BEACHUE
Tabens ydera pabodero BpEMEHU M BBIYMTAIOTCS M3 OajaHca paboyero BpeMeHH. VCKiIOueHHe COCTaBIISIOT
paOOTHUKH, TPUXOAAIINE HAa pabOTy MO3KE WM paHblle yXoJslue ¢ coryacus agmuHuctpaimun OV, a
TaKke paOOTHUKHU, OTHOCSIIHUECS K KaTeTOpHH A.
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3.3. JlaHHBIE O Cily4asiX OIO3[aHHM, CAaMOBOJIBHBIX YXOJOB C PabOTHI HAIPaBIISIOTCS PYKOBOJUTEIIIO
JETCKOTO C€aJla OTBETCTBEHHBIM JIUIIOM 3a BEJCHUE yueTa Talbeins pabouero BpeMeH! B (hopMe aHATUTHUECKON

3alMCKU O HApYLLIEHUAX paOOTHUKAMHU PEKUMaA TPy1a U OTIbIXA.

3.4. JlanHbie 00 HCIIOJIB30BAHUH PA00OYETO BPEMEHU 3aHOCSITCS OTBETCTBCHHBIMU 32 TaOCIIBHBIN y4eT B

ANEeKTpOoHHYIO 6a3y 10 10 u 25 yucna OTYETHOTO MecsIIA.

ITpu 3anosnenun Tabeinss IpUMEHSIOTCS CIeAYIOUINe YCIOBHbIE 0003HAUYEHUS:

HaunmeHnoBanue nokaszaresns Kog HaunmenoBanue nokasaresns Koa
Brixonnsie u Hepabouune B HesBku ¢ paspemenus A
Mpa3IHUYHBIC THU aJIMUHUCTpaIUU
Pabora B HOuHOE BpeMms H Boixonnbie o yuede BY
Brmonnenne r Y4eOHbIi TONOTHATEIbHBIN YO
rOCyJIapCTBEHHBIX 00s13aHHOCTEN OTITYCK
Ouepennsie u 0] 3amenienne 3B
JOTIOJTHUTEIHHBIE OTITyCKa
Bpemennas b PaboTa B BEIXOIHBIE U PI1
HETPYI0CTIOCOOHOCT, Hepabouune mpa3THUYIHbIC THU
HETPYA0CIOCOOHOCTH O
OEpEMEHHOCTH U POJIaM
OTtmyck 1o yxony 3a opP DakTHYECKH L
pebeHKoM 0TpabOoTaHHBIE YaChI
Yacsl cBepXypOouHO# pabOThI C Bpems npocTos o npuynHam, HIT
HE 3aBUCALIUX OT
paboronarens u pabOTHHUKA
KapaHTUHE
[Iporysbr 11 IIPOCTOM IO BUHE PII
paboTonaTens
HH Kypcs! nossliieHns K
HesBku 110 HEBBISICHEHHBIM KB (DUKALIMH

NPUYMHAM (JI0 BBISICHCHHSI
00CTOSATETHCTB)

y‘lpe)K,[[eHI/Ie BIIpaBC€ CaMOCTOATCIIbHO I[O6aBI/ITB YCJIOBHBIC 0003HaYEHN B paMKax q)OpMI/IpOBaHI/IH

CBOEH y4ETHOM MOJIUTUKH.
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