MONOXEHWE

O NOPAAKE BEAEHNA TABENA YYHETA PABOYEIO BPEMEHN

(POPMA T- 12)
MBOY «MUYYPUHCKAS CLU» BEJTOFOPCKOIO PANOHA PECNYBNUNKU KPbIM



11 Hactosiwee T[lonoxeHne BBOAUTCA C LENbH CUCTeMatM3aumm npouecca cbopa U
06paboTKM MHpopmauuy o 3aTpatax paboyero BpemMeHW COTpyAHMKaMW MyHUUMNaNLHOro
OL0PKETHOI0 06LLLe06pa30BaTENLHONO yupexaeHus "MuuypuHckas cpefHsas LWKona" benoropckoro
pailoHa Pecny6nukn Kpbim (ganee - LLkona) (Ha OCHOBaHWW MPWUIOXKEHUS K MOCTaHOBEHUIO
FockomcTtata Poccum 5 gaHBapsa 2004 1. Nel "O6 yTBepXAeHWM YHUPULMPOBAHHbLIX (HopM
MepB1YHON YYeTHOW AOKYMeHTaLuy no yyeTy Tpyfa u ero onnatbl”).

12. Tabenb y4yeTa Mcnonb3oBaHUs paboyero spemeHn (¢p. T-12) (panee - Tabenb (. T-12)
NPUMEHSeTCA 419 y4eTa BpeMeHW, (pakTuyeckn otpaboTaHHOro 1 (Mnmn) HeoTpaboTaHHOIO KaXKAbIM
pabOTHUKOM; KOHTPONA 3a cobnofeHnemM paboTHUKaMy YCTaHOB/IEHHOTrO pexuma paboyero
BPEMEHU; MOSyYeHUs [aHHbIX 06 O0TpaboTaHHOM BPEMeHM; pacyeTa onnaTbl TpyAa; COCTaB/eHUS
CTaTUCTUYECKOW OTYETHOCTU NO Fpyay.

13 [Ans BegeHus Tabens (. T-12) npukasom gupekTopa LUKonbl  HasHavaroTCs
OTBETCTBEHHbIE 1ML U3 Yncna COTPYAHNKOB LLIKONbI.

TabenbHbIA  Y4YET MO COTPYAHMKAM W3 YuUCna afMUHWCTPATUBHOrO, MNefarormyeckoro
nepcoHana OCYyLLEeCTBMSETCA 3amMecTUTesIeM [MpPeKTopa Mo y4yebHO-BOCMUTaTE/NIbHOW paboTe, nNO
COTPYLHMKaM Yy4yebHO-BCNOMOraTe/bHOro M 06CNY>XMBAKOLWEro MepcoHana - 3aBefyHoLuM
X039MCTBOM.

14 B [OMKHOCTHble 0643aHHOCTU pPabOTHUKOB, OTBETCTBEHHbIX 32 TabeNbHbI YyuYer,
BBOAATCA (PYHKLUMW: KOHTPO/b (PaKTUYECKOro BpeMeHW npebbiBaHWA COTPYAHMKOB LUKOMbI Ha
paboTe N BefeHWe TabenbHOro ydeta ¢ OTBETCTBEHHOCTbIO 3a MpaBW/IbHOE OTpPaXeHWe B Tabene
paboyero BpeMeHU COTPYAHUKOB 1 CBOEBPEMEHHOCTb MpeACTaBeHNs Tabens Ha pacyer.

15. OTmeTkM B Tabese O NpuUYMHAX HESBOK Ha paboTy’, paboTe B peXuMme HEMNONHOro
paboyero BpeMeHW WM 3a npefenamy HOPM&TbHOW MPOAO/HKUTENILHOCTU paboyero BpeMeHM
MPOM3BOAATCA HA OCHOBaHWWM O(MOPM/EHHbLIX Hagnexawum o06pa3omMm [OKYMEHTOB (UCTOK
HeTPYyL0CMOoCO6HOCTM, NMUCbMEHHOE MpefynpexieHne 0 NPoCToe, 3asaB/IeHNe O COBMECTUTENbCTBE U
np.).

16. Ana ucnonHeHns 0643aHHOCTEN pabOTHMK, OTBETCTBEHHbIN 3a Tabe/bHbIN YYer:

* BefeT YYeT LUTATHOro cocTaBa COTPYAHUKOB;

* Ha OCHOBaHWW [OKYMEHTOB (MPMKa3oB Mo IMYHOMY COCTaBy W O6LLMM BOMpPOCaM) BHOCUT B
CMUCOK U3MEHEHUS, CBA3aHHbIE C MPUEMOM, YBO/IbHEHNEM, MepeMeLLeHNeM, N3MEHEHVEM rpagnKa
paboTbl, pa3psgoB KaTeropuii, NpeLocTaBneHNeM OTNYCKOB U T. 4.

* OCYLUECTB/AET KOHTPONb CBOEBPEMEHHOCTM £BKM Ha paboTy M yxoga C paboThl,
HaxoX4eHus Ha paboyeM MeCTe COTPYLHUKOB C U3BelLleHMeM AupekTopa LUKOoMbl 0 HesiBKax,
0no3aHuaxX, NPexaeBpeMeHHbIX YX04aX U NpUYMHaXx, UX BbI3BaBLUUX;

* KOHTPO/MMPYET CBOEBPEMEHHOCTb MpPeAoCcTaBNeHUs U NPaBUbHOCTb  OPOPMIIEHUA
[LOKYMEHTOB, NOATBEPXAAIOLLMX NPaBO COTPYAHUKOB Ha OTCYTCTBME Ha paboyem MecTe: SINCTKOB O
BPEMEHHOW HeTPyLO0CMOCOOHOCTH, CNPaBOK MO yX04y 3a 60/1bHbIMU, NOAMUCAHHBIX PYKOBOAUTENEM
YBOJIbHUTE/IbHbIX U APYTUX;

* TOTOBWUT CMUCKN COTPYZAHWKOB A1 U3LaHMS NMPUKA30oB 0 paboTe B BbIXOAHbIE U Hepaboune
npasgHUYHbIE OHW.

17. B cnyyae HEBO3MOXHOCTW BPEMEHHO WMCMONHATL 0653aHHOCTW MO BeAeHWI0 TabeslbHOro
y4yera Ha3HayeHHbIM COTPYAHUKOM, AupekTop LLIKOMbI nyTem M3faHus npukasa Ha 3TOT Nepuof
Ha3HayaeT ApYyroro OTBETCTBEHHOI0 UCMOMTHUTENS.

18 Bce coTpyfHMKW, B 0053aHHOCTU KOTOPbIX BMEHEHO BefeHue TabenbHOro yyera, B
0653aTeNIbHOM MOPSALKE 3HAKOMATCH C HACTOALLMM T1onoXeHeM Mo NOANUCH.



2.1. Tabenb ymeTa paboyero BpeMeHu BeeTCs B 3/1eKTPOHHOM U BYyMaXKHOM BapuaHTe.
2.2. Nanee Tabenbo B (opmare Excel pacneuaTbiBatoT Ha 6ymare. llognucaHHbId Tabenb
nepefaetcsa B OyxranTepuio Ha XpaHeHue.
2.3. Tabenb copepXuT BU3y paupekTopa LLUKonbl: HaMmeHOBaHWe [O/HKHOCTU, ®.UN.O..
MOANMUCh, AaTy MOAMUCAHUS.
2.4. K cofep>xaHuto Tabens npeabaBnsatoTcs cnegytoume TpeboBaHus:
» [laHHble O COTPYLHUKAX BHOCATCA B Tabenb B CTPOrOM COOTBETCTBUWM C WCMOJSIHEHWEM
LUTATHOrO pacnucaHus LLIKonbl.
» Cnncok paboTHMKOB COCTaB/IAETCA B a/ihaBUTHOM nopsgke (Mo nepebiM 6ykBam haMuinm).

2.5. Tabenb no hopme Ne T-12 cocTaBnseTCA B O4HOM 3K3eMNSApe YrNOSHOMOYEHHbIM Ha
3TO NINOM, NOAMUCLIBAETCA PYKOBOAUTENEM CTPYKTYPHOro noAapasgeneHna wn nepegaeTca B
Oyxranteputio.

2.6. Ana oTpaxeHWs eXefHEBHbIX 3aTpaT paboyero BPeMEHW 3a MecCAl, Ha KaXzioro
paboTHMKa B Tabene oTBeAeHO: (rpadbl 4, 6) - ABE CTPOKM M COOTBETCTBYOLLEe Yncno rpad (15 u
16).

2.7. B qopme Xy T-12 (s rpadax 4, 6) BepxHss CTpOKa MPUMMEHSAETCA LN OTMETKM
YCNOBHbIX 0603Ha4YeHUn (KOZoB) 3aTpaT paboyero BPEMEHM, a HWXKHAA - [14  3anucu
MPOAO/HKUTENBHOCTM 0TPaboTaHHOrO WM HeoTpaboTaHHOro BpeMeHW (B 4acax, MWHyTax) Mo
COOTBETCTBYIOLMM KOAaM 3aTpaT paboyero BpeMeHW Ha Kaxayk pgaty. pu HeobxoaumMocTu
[OMYCKAaeTCA yBENMYEHME KONMYECTBA rpad AN MPOCTaBNeHUA AONOSHUTENbHbIX PEKBU3UTOB HO
PeXUMy paboyero BpeMeHM.

2.8. Mpun 3anonHeHun rpag 5 u 7 Tabens no gopme Ne T-12 B BEPXHUX CTPOKax
MPOCTaBNAETCSH KOMMYECTBO OTPabOTaHHbIX AHENW, & B HUXKHUX - KO/IMYECTBO 4YacoB, 0TPaboTaHHbIX
KaKAbIM PabOTHMKOM 3a YYETHbIN neprog,

2.9. 3aTpatbl paboyero BpeMeHW YuuTbiBaKOTCA B Tabene MeTOLOM  CMJIOLLIHOW
perncTpaumy SBOK M HesIBOK Ha paboTy WauM nyTeM peructpaumy TONbKO OTKIOHEHWA (HEesBOK,
onosgaHuii 1 T. n.). Tlpn oTpaXXeHUN HesBOK Ha paboTy, YYeT KOTOpbIX BeAetcs B AHAX (OTMyCK,
[OHW BPEMEHHON HeTpyAoCcnoco6HOCTU, CnyXebHble KOMaHAMPOBKM T. [4.), B Tabene B BepxHeii
CTPOKe B rpaax NpOoCTaBNATCA KOAbl YCMOBHbIX 0003HaYeHWi, Npyu 3TOM rpadbl B HWKHEN
CTPOKe 0CTarTCA NyCTbIMMU.

2.10.  3anofiHeHHbI Tabenb W Apyrve AOKYMEHTbl, OPOPMEHHble COOTBETCTBYHOLLVMM
NOAMUCAMKN, B YCTAHOB/IEHHble CPOKM CAAtOTCA B OyXrantepuio Ans NPOBEAEHUS PacyeToB Mo
cooTBeTcTBYOWNM rpagam "Cymma". T[locne yTBepXaeHus AupekTopom LUKonbl Tabenb
MCNONb3yeTcs ANA COCTaB/IEHUA PacyYeTHO-MNNATEXHON BEAOMOCTH.

2.11. MMpyn o6HapyXeHUW NWLOM, OTBETCTBEHHbLIM 3a COCTaB/eHWe W nNpeacTaBfeHne
Tabena (. T-12), hakTa HEMOMHOTbI NPEACTAaBNEHHbIX CBEAEHWUI 06 y4yeTe paboyero BpeMeHM
(NpeactaBneHMe pabOTHUKOM  fIMCTKA HETPYAOCMOCO6HOCTM, npukasa (pacnopsxeHus) o
Harnpas/fieHMn paboTHUKA B KOMaHAMPOBKY, NMpuKasa (pacnops>keHus) O NpefocTasB/ieHMM OTNyCKa
paboTHUKY W T.4., B TOM 4UC/ie B CBSA3M C MO3AHUM MNpeAcTaB/eHneM [LOKYMEHTOB), a Takxke
BbISIB/IEHHbIX OLIMOOK, NMLO, OTBETCTBEHHOe 3a cocTaBneHue Tabens (¢p. T-12), 0643aHO y4ecTb
HeobXo4MMble M3MEHEHUS U MNPeACTaBUTb KoppekTupyrowmii Tabenb (¢h. T-12), cocTaBneHHbIN ¢
YY4eTOM U3MEHEHUI B NOPALKE U CPOKM, NPefYCMOTPEHHbIE JOKYMEHTOO60POTOM YUpPEXeHMS.

2.12. MNMpu npeactasneHun  Tallna (. T-12) ¢ BHECEHHbIMM B HEr0 W3MEHEHUAMU,
YKa3blBaeTCs 3HaYeHNe «KOPPEKTUPYHOLLUIA».

2.13. [aHHble KoppekTupytowero Tabens (. T-12) cny>kat ocHOBaHMEM A1 MepepacyeTa
3apaboTHOM MnaTtbl 3a KaneHapHble Mecslbl, NPeALwecTBYOWMe TEKYLEMY MeCALY HavyucneHus
3apaboTHON Nnatbl.

2.14. Tabenb 3anofiHfeTCs 3a Mepuoj, 3a KOTOPbIA NpeaycMOTpPeHa Bbiniata 3apaboTHON
nnarbl.

2.15. Tlepuofbl 3amnofIHEHUS W CPOKW MNpeAcTaBneHus B byxranteputo Tabens (¢p. T-12)
onpegenatoTca rpadMkom LOKYMeHT0060pOTa.

2.16. [aHHble 0 3aTpatax paboyero BPeMeHW, BHOCUMble B 3/IEKTPOHHYIO 6a3y, A0/KHbI



COOTBETCTBOBATb AlaHHbIM Tabesein.
2.17. B T1abene He pa3peLlaloTca HUKaKne UCnpaBieHns 1 4OMNONHUTENIbHbIE MOMETKMN.

HanmeHoBaHMe nokasarens Kon
OYKBEHHbIA  LMPPOBOIA

Mpofo/mKNUTENbHOCTL PaboThbl B AHEBHOE BpeMA < 01
MpoLo/mKUTeNbHOCTb PaboThl B HOUYHOE BPEMS H 02
MpofomKnTeNbHOCTL PaboThl B BbIXOAHbIE N Hepaboume PB 03
npasgHNYHbIe AHW

MpoA0/MHKNTENBHOCTL CBEPXYPOUYHON paboThl c 04
MpoAo/MKNTENLHOCTL PaboTbl BAXTOBLIM METOLOM BM 05
CnyxebHas KOMaH4MPOBKa K 06
MoBbliWeHWe KeaMUKaLmn ¢ 0TPbIBOM OT paboThbl MK 07
MoBbILLEHNE KBANN(UKALUMN C OTPLIBOM OT paboThbl B nm 08
APYroi MecTHOCTK

E>XerofiHbli OCHOBHOI onna4ymMBaeMblii OTNYCK oT 09
EXkerofHblii LONONHUTENbHbIWA ONaYnBaeMblid OTMYCK oA 10
[onofHWUTENbHBIA OTMYCK B CBA3WN C 00YyYeHMEM C Yy n

COXpaHeHneMm cpefHero 3apaboTka paboTHUKAM,

coBMeLLaoLWmm paboTy ¢ 06yUYeHnem

CokpallleHHas NpoAO/MKUTENBHOCTL paboyero BpemMeHu YB 12
Ana obyyaromxcsa 6e3 oTpbiBa OT NPOU3BOACTBA C

4aCTUYHbIM COXPaHeHMeM 3apaboTHOM Nnatbl

[.0N0NHUTENbHBINA OTNYCK B CBA3M € 00y4YeHneM 6e3 ya 13
COXpaHeHus 3apabOoTHON nnathbl

OTnyck no 6epeMeHHOCTU 1 pogamM (OTMYCK B CBA3M C p 14
YCbIHOB/IEHMEM HOBOPOXXJEHHOI0 pebeHKa)

OTnycK no yxofy 3a pe6eHKOM 10 AOCTVXXKEHUS UM 0X 15
BO3pacTa Tpex net

OTnyck 6e3 coxpaHeHuMs 3apaboTHON Nnathl, no 16
NpefoCTaB/IEHHbIN PabOTHUKY MO pa3peLLeHnto

paboTogaTens

OTnycK 6e3 coxpaHeHusi 3apaboTHON MaaTbl NPW YCNOBUSX, 03 17

npeayCMOTPEHHbIX AEACTBYIOLWMM 3aKOHOAaTe/Tb,CTBOM
Poccuiickoin ®efepaumm

BpemeHHast HETPYA0CMOCOBHOCTL (KpOMe Cydaes, b 19
npeayCcMOTPEHHbIX KOAOM «T») € HasHa4yeHnem nocobus

3aKOHOAATeNbCTBY

BpemeHHasa HeTpyA0CcnocobHOCTL 6e3 HasHayeHnUs nocobms T 20
B CNyyasx, NpeayCcMOTPeHHbIX 3aKOHOLAaTe/IbCTBOM

CokpalleHHas NpoAo/MKUTENIbHOCTL paboyero BpeMeHu ny 21

NPOTMB HOPMa/IbHOW NPOAO/MKUTENBHOCTM paboyero AHS B

cnyyvasax, npefycMOTPEHHbIX 3aKOHOATENLCTBOM

Bpemsa BbIHY>XIEHHOI0 NPOCTOA B C/lyYae NpusHaHua ns 22
YBO/IbHEHUA, NepeBoja Ha Apyryt paboty unu

OTCTPaHEHUs OT paboTbl HE3aKOHHbLIMW C BOCCTaHOB/IEHWEM

Ha npexHeii paboTte

HeBbIX04bl Ha BPeMsA MUCNOJIHEHMA TOCYAaPCTBEHHbIX WA r 23
006LLECTBEHHbIX 0643aHHOCTEN COrnacHo 3aKOHO4ATeNbCTBY
Mporynbl (0OTCyTCTBME Ha paboyem mecTe 6e3 rnpP 24

YBOKUTE/bHbIX MPUUYMH B TEUEHWNE BPEMEHMU,
YCTaHOB/IEHHOT0 3aKOHOAATE/IbCTBOM)



MpoaoKUTENbHOCTL PaboThl B PEXXUME HEMOJSTHOIO HC 25
paboyero BpeMeH Mo MHMUMaTuBe paboTogaTens B
cyyasx, npesycMOTPeHHbIX 3aKOHOA4AaTe/IbCTBOM

BbIXoaHble 4HU (eXeHeaenbHbIA 0TNYCK) 1 Hepaboune B 26
npasgHUYHbIE HW

[ononHUTeNbHbIE BbIXOAHbIE AHM (ONavyMBaeMble) OB 27
[ononHuTeNbHbIE BbIXOAHbIE AHU (6€3 COXpaHeHUs HB 28
3apaboTHOI nnatbl)

3abacToBKa (Npv ycnoBusax U B Nnopsake, 3b 29
npesyCMOTPEHHbIM 3aKOHOM)

HefBKMN NO HEBLIACHEHHbLIM MPUYNHAX» ( 4O BbIACHEHUSA HH 30
06CTOATENLCTB)

Bpemsi npocTos No BUHe paboTodatens P 31
Bpemsa npocToda no npuynHam, He 3aBUCALLUM OT HIM 32
paboTtofartens n paboTHUKa

Bpems NpocTos HO BUHE paboTHMKaA Bl 33
OTcTpaHeHue oT paboTbl (HegonyLeHne K paboTe) ¢ HO 34
onnartoi (nocobmem) B COOTBETCTBUM C

3aKOHOAaTeNIbCTBOM

OTcTpaHeHue OT paboTbl (HegonyLeHne K pabote) no Hb 35

MprUYMHaM, NpeayCcMOTPEHHbIM 3aKOHOAATEIbCTBOM, 6e3
HauMcneHns 3apaboTHON NnaTbl

Bpems npuocTaHOBKM paboThbl B Cyyae 3a4epXXKu H3 36
BbINNaTbl 3apaboTHON MnaTbl
Hepabouuii onnayvsaemblii fieHb nop 37

CBOEI YYETHOW NOMUTUKMN.
3. Mopagok popMnpoBaHMA U NpeacTaBNeHns Tabenen

3.1. ExxegHeBHO (B paboyvie iHW) OTBETCTBEHHbIE NULLa COOMPAtOT AaHHble 06 MCMO/b30BaHUN
(oTpaboTke) paboyero BpeMeHN paboTHUKamMu LLIKONbI.

3.2. Ecn ecTb OTCyTCTBYlOLWME Ha paboyeM MecCTe - OTBETCTBEHHble 3a BefeHuWe Tabens
BbIICHAKOT NMPUYMHbI OTCYTCTBUA COTPYAHNKOB. Bce HeBbIX0Abl HA PaboTy (UKCUPYHOTCA B XYpHase.

3.3. B nopsgke WUCKNHOYEHUA OTAENIbHbIM COTPYLHUKAM, MO 3aAB/EHUIO COTPYLHUKA, MOXET
CMeLaTbCa BpeMst paboyero gHs.

3.4. OTBeTCTBEHHbIE NUMNa [Ba pa3a B MecAl, COCTaBNAt0T Tabesb yyeTa paboyero BpeMeHn Ha
OyMaXHOM HOCWTefe: OTAEeNbHO 3a NepBYH0 MOMIOBUHY KasleH4apHOro Mecsua B O4HOM 3K3emnispe v
OTAENbHO WUTOroBbl Tabenb y4yeta paboyero BpemMeHM 3a BeCb KajeHAapHbIi Mecsil, B OAHOM
IK3eMnNspe.

B cBsisn ¢ oTcyTcTBMEM OyxranTepckol cnyxb6bl B LLIKone, OTBETCTBEHHblE 3a BefeHuWe
TabeNbHOK Yu4éTa, fenalT Konuio nnbo ay6nmkar Kaxaoro Tabens yyéra paboyero BpeMeHu Ans
XpaHeHns B LLIKone B UensX WCMNOMb30BaHUA WH(OPMauUMK, cogepxkallenca B Tabenax yuérta
paboyero BpeMeHW, MpWU COCTaB/IEHUN OMNepPaTUBHOW NUHPOPMAaLMN U OTYETHOCTH.

3.5. Tabenb ydyeta paboyero BpeMEHM Ha OYMaXHOM HOCUTefle BMECTe C MpuiaraembiMu
LOKyMeHTaMu  (nNpuKasbl, NUCTbl  HETPYZOCNOCOOHOCTM U Mp.) nepefaértcad  COTPYLHUKOM,
OTBETCTBEHHbIM 3a BefleHMe TabenbHOro yyeta paboyero BpeMeHW B OpraHu3auuio,
OCYLLEeCTBNAIOLLYIO BefleHWe OYyXranTepckoro y4yéra yupexzieHus, BK/KOYasd HauvuucfeHue onnatbl
TpyZa COTPYLHUKAM, COrNacHO rpaduky, yTBepXxaeHHOMY 3TOW opraHu3almein B CnefytoLne CPOKU:

- 33 NepBYIO MOIOBUHY MecsALa - He No34Hee 8 Yucna 0TYETHOrO Mecaua;

- 32 BECb KaJleHapHbI/i MecsL, - He no3f4Hee 18 uncna OTYETHOK MecAua;

3.6. COTpyAHVK, OTBETCTBEHHbIA 3a BefeHMe TabesbHOro yyeTta paboyero BpeMeHW B
yupexgeHmn (OTBETCTBEHHOE /ML), HeceT OTBETCTBEHHOCTb 3a [OCTOBEPHOCTb CBefeHWH,
OTPaXeHHbIX B Tabesie yyeTa paboyero BpeMeHU, 1 3a CBOEBPEMEHHYIO cavy Tabens.



