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O61um cobpaHueM pabOTHHKOB
MBJIOY Ne 27

(mpotokon ot 10.03.2022 Ne 2)

ITosoxenne
00 yueTe pabouero BpeMeHH

1. O6mue nojoxKeHust

1.1. Hacrosimee nonoxkeHue o TabebHOM yyeTe paboyero Bpemenu (aanee — Ilonosenue)
paspaboraHo B cootBeTcTBHM ¢ TpynoBeiM Komekcom P® M sgBAsSEeTCH IOKAIBHBIM
HopMmaTHBHBIM aktoM MBJIOY Ne 27 (nanee — MBJIOY), pernaMeHTHPYIOLIMM NOPSIOK
ydeTa pabodero BpemeHu pabotankos MBJIOVY.

1.2. TlonoxeHue BCTYNaeT B CHJIy C MOMEHTa €r0 YTBEPXKACHHS NPHKA30M DPYKOBOAHMTEJA
MBJ10OVY u ne#icTByeT A0 BBEACHHS HOBOI'O MOJIOMKEHHMS.

1.3. Buecenue mu3MeHeHuidi BIlonoXeHHE TNPOM3BOAMTCS HA OCHOBAHHM NpHKasa
pykoeoautens MBJIOY.

2. OTBeTcTBeHHBIH 32 Tabe/bHbIH yueT pa6ouero BpeMenu

2.1. ina BeneHus TabenbHOrO y4eTa paboyero BpeMeHn mnpukazoM pykosoautens MBIIOY
Ha3HA4YaeTCsi OTBETCTBEHHOE JMIO (najsiee — OTBETCTBEHHBIH pPabOTHHK), KOTOPOE HECceTr
OTBETCTBEHHOCTh 32 JIOCTOBEPHOCTh CBEICHMI, OTPa)XKCHHBIX B Tabese, U 32 CBOEBPEMEHHYIO
cnadvy tabens B HEHTPAIW30BAHHYIO OYXIraiTepuio.

2.2. Obssannoctn OTBETCTBEHHOrO paboTHMKA 1O BeaeHuIo TabenbHOro ydera pabodero
BPEMEHHU ONPEACIAIOTCA NO/DKHOCTHONH HMHCTPYKUMEH, ABIMIOMEHCS TMPUIIOKEHHEM K €ro
TPyAoBOMY f0roBopy. O6:A3aHHOCTH IO BEACHUIO TaGEIbHOr0 yueTa pabo9ero BpeMEHH MOy T
Ob1Te  BO3/IOKEHBI HAa OTBETCTBEHHOr0 pabOTHHKA B IOPSAKE COBMEINEHHS NOJDKHOCTEH
¢ yuerom crateid 60.2, 151 Tpynosoro koaekca P®.

2.3. B nomksOCTHBIE 00513aHHOCTH OTBETCTBEHHOTO pabOTHHKA BXOIUT:

2.3.1. KoOHTpolb CBOEBPEMEHHOCTH $BKH paGOTHHKOB CTPYKTYPHOTO MOXPa3ie/iCHHS
Ha paboTy W yxona c paboTsl, WX (aKTHYECKOro BpeMeHH npebbiBaHus Ha paboueM Mecte
B paboyee Bpems C W3BCHICHWEM DYKOBOIMTENS MNOLPA3/C/ICHHS O HEABKAX, OMO3LaHMSX,
NPEKACBPEMEHHBIX YXOAaX.

2.3.2. KoHTponp OBOCDPCMCHHOCTH  NPCACTABICHUA  paGoTHMKAMM  JOKYMCHTOB,
TIOATBEPKAAOIUX YBAXKUTECIIBHBIC TIPHYHHBI WX O'EC}’TCTBPHI Ha paﬁoueM MECTC (J]HCTKOB
HETPYAOCTIOCOOHOCTH, 3asBJICHUIN HA OTIYCK M MHBIX JOKYMEHTOB).
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2.33. Benenme TabempHOro yuera pabouero BpEMEHH pabOTHHKOB H CBOCBPEMEHHOCTH
npezcTaBlicHus Tabels B LIEHTPAIN30BaHHYIO OyXranTepHuio.

2.3.4. CBOEBpEMEHHOE BHECEHHE B Tabeib yueTa pabouero BpEMEHH H3MEHCHHUH, B TOM THCIC
CBS3aHHBIX  C MPHEMOM,  IIEPEBOJIOM,  YBOJIBHCHHCM pabOTHHKOB  CTPYKTYPHOTO
NOAPA3ACICHHS.

2.4. Tlpu ocymwecTBIcHUH TabeNBHOro y4era OTBeTCTBEHHBIH PalOTHHK PYKOBOICTBYETCS
TpynossiM Kogexcom PO, Yka3aHMAMHA MO MPUMCHCHHIO H 3anonHeHuio GopM NMEPBUYHOM
yaeTHOM  NOKyMEHTAlldM  TIO y4ery  TpyAa HMero  OILUIaThl, YTBEPXKIEHHBIMH
nocranosieruem [ockomcrata Poccun 01 05.01.2004 Ne 1, TlpaBunamu BHYTPECHHETO
tpynosoro pacniopsaka MBJIOY, cMEHHbIMM rpadukamu paboTsl, HacTOSIMM TIoNOXKEHHEM,
JAO/DKHOCTHONM HMHCTPYKIMEH, a Taloke JpYTMMH JOKyMEHTaMH, HEOOXOANMBIMH  JIJIA
KOPPEKTHOTO ¥ CBOEBPEMEHHOTO y4€Ta pabouero BpeMeHH pabOTHUKOB.

2.5. Bciayuae BpemeHHOro OTCYTCTBHs OTBETCTBEHHOIO paGotauka ero OOS3aHHOCTH
BO3JIAraloTCs Ha IPyroro pabOTHAKA MPUKA30M PYyKOBOIHTEA MBJIOY. :

2.6. PaGOTHUKM, TPYAOBbIC OOA3aHHOCTH KOTOPBIX CBS3aHBI C yHETOM pabodero BpeMeHH
pa6otarkos MBJIOY, n0/DKHBI ObITh 03HAKOMIICHDI C TTono)xeHHeM MO MOATIHCE.

3. Buasl yuera pabouero BpeMeHH

3.1. BMBJIOY npuMeHsieTcs NOACHHbIH HIIH CYMMMpOBAHHBIH yueT pabouero BpeMeHu —
B 3aBHCHMOCTH OT YCTAHOBJIGHHOrO pabOTHHKY peXHMa pabodero BPEMEHH H BPSMEHH
OTABIXA.

3.2. TlpumMeHeHHE CYyMMHPOBAHHOIO y4eTa paGodero BpeMeHH, pexuMa pabodero BpeMEHH
1 BpeMenH oT/bixa pabotrukos MBJIOY onpenensieTcs IIpaBuiaMu BHYTPEHHETO TPY10BOTO
pacnopsizka MBJIOY, rpadukamMu CMEHHOCTH, a Wi paGOTHMKOB, Y KOTOPBIX PEKHM
pabodero BpEMEHM OTIMYACTCH OT o6meycranosnesHoro B MBJIOY, — TpynOBbIMH
JAOTOBOPAMH.

3.3. Ilpu nomenHoM ydeTe pabouero BPEMEHHM MOACHET daxTHyecku OTPabOTaHHBIX
pabOTHUKOM YacOB MPOU3BOAUTCS EXKEHEBHO.

3.4. TIpy CyMMHpPOBAaHHOM y4eTe pabo4ero BPEMEHH MOACHCT daxTHYeCKH OTPabOTAHHBIX
paGOTHIKOM 4acoB 33 Y4ETHbIH MEPHOJ MPOU3BOAUTCS EXKCIHEBHO 1 HapacTAIOLM HTOTOM
CYMMapHO 32 y4ETHbIi ICPHOLL.

3.5. CeepxypouHas pa0oTa MOMNEKHT PETHCTpALMH B tabenie ydera pabovyero BpEeMEHM
B NOPAIKE, IPETyCMOTPSHHOM ITYHKTOM 4.9.3 TlonoxeHus.

4. lopsaok 3anoJHeHus Tabes y4eTa paGouero BpeMeHH

4.1. Tabens yuera pabouero BpeMeHH (manee — tabenb) BEAETCA 1O YHHOUIMPOBAHHON
dopme T-13, yTBEpKICHHOH TNOCTAHOBICHACM Tockomcrata Poccum ot 05.01.2004 Ne 1,
Ha OyMa)KHOM HOCHTEIIE.

42 CpeneHusi BTabens BHOCATCA TOJBKO HA OCHOBAHMU — HaJJICKalIAM obpazom
oOpPMIICHHBIX JOKYMEHTOB, B YaCTHOCTA. TpPHKa30B (o mpueme Ha paboTy, NEPEBOXE,
KOMaHIHUPOBKe, 00 OTIYCKE, O CBEPXYPOYHOH pabote, 00 3MeHEHHH (aMUIH), JTHCTKOB
HETPYNOCTIOCOOHOCTH, CMpPaBOK O BBIMOJHEHMM TOCYAapCTBCHHBIX HIH OOIIECTBEHHBIX
00s13aHHOCTEN.

4.3. OtBeTCTBEHHBIH paboTHUK HopMUpPYET tabers B IBA pa3a B MECHILL: 32 MEPBYIO MOJIOBUHY
OTYETHOTO MEPHOJA M MTOTOBbIA Tabeb 32 BECh OTYETHBIH NEPUOA. OT4eTHBIM IEPUOIOM,




3a KOTOphIi TpeAcTaBisieTcs Tabenb, SBIAETCA ONMH KaJICHHApHBIH MECALl C NEPBOro
10 MOC/EHEE YUCIIO BKITIOYUTENBHO.

44 Brpade «Homep nokymenta» Tabens NMPOCTABIACTCA MMOPAAKOBBIA HOMEP, HAaUMHAs
C TIEPBOT0, UCTIONB3YETCA CKBO3HAA HyMEpallus.

45. Brpape «Jlata cocraBieHWs» YyKaspBacTCs Jnara  (opMupoBaHMs  Tabeis,
COOTBETCTBEHHO, 3a MEPBYIO TIOJIOBUHY OTYETHOTO NIEPHOJIA M 33 BECH OTYETHBIH NEPHOL.
{

46. Brpape 1 «Homep 1o nmopsaky» TaOenss HCHOJB3YETCH CKBO3HAas HyMepauus,
NPOCTABIAKOTCS MOPAIKOBBIE HOMEPA, HAYMHAS C TIEPBOTO. 4

4.7. Brpade 2 «DaMuaus, AHALIMAIBI, TODKHOCTh (CHEHMANBHOCTh, mpodeccus)» Tadems
NIOCTPOYHO MEPEYHCHSIOTCS PAbOTHUKK B andaBUTHOM mopsaake (1O nepBbiM  OyKBaM
damunuii). JlokHOCTh pabOTHHKA YKa3blBA€TCA B CTPOrOM COOTBETCTBHM CO INTaTHBIM
pacnucanuem MBJIOY.

4.8. B rpade 4 «OTMETKH 0 SBKAX U HESIBKAX Ha paboTy Mo uKciaM Mecsua» Tabens (raee —
rpada Ne4 Tabenst) OCYIIECTBISETCS EXCHHEBHBIA yd4eT paboyero BPEMEHH KaX/0ro
paboTHHKA C MPHMEHEHHEM YCIOBHBIX OyKBEHHBIX 0003HAaYeHHMH (KOHOB), MPHUBEACHHBIX
B yHuduuupopanHoii Gopme T-12, yrBepkaeHHO#H nocraHoBneHneM ['ockomcrara Poccuu
ot 05.01.2004 Ne 1. Ecrnt B yauuumposantoii dopme T-12 11 perucTpupyeMbix B Tabeie
CHy4acB HE NPEAYCMOTPEHB! KOl — MNPHMEHAIOTCA KOJBI, YTBEPKICHHBIC INPHKA30M
pykosomutens MBJIOY.

49. Vuer paGouero Bpemenu Brpade Ne4 tabens NpOM3BOAMTCS METOAOM CIUIOLIHOH
PErucTpaLyy SBOK U HEABOK:

4.9.1. B Bepxueii ctpoke rpadpi Ne 4 tabens mpoctaBiseTcs OyKBEHHBIH KOJ, @ B HIDKHEH
crpoke — (hakTiyeckn oTpaboTaHHOE pabOTHHKOM BPEMs B 4acax ¥ MUHYTax.

4.92. OTKIOHEHHS B BHAEC HEABOK, YIET KOTOPHIX BEAETCS B THAX (OTIYCK, IHH BPEMEHHON
HETPYJOCHOCOOHOCTH,  Cy)XeOHBIE KOMAHIMPDOBKM M MHBIE), OTPKAKOTCH  MYTEM
npocTasieHus B BepxHei crpoke rpadbl Ne 4 tabens GyKkBEHHOro KOZa, a HIDKHAA CTPOKa
Ha3BaHHOM rpadbl OCTAETCS MyCTOM.

493, OTKIOHEHHS B BHJAE CBEPXYPOYHBIX 4YacoB paboThi B Tabene MO OTHEIBHBIM
OYKBEHHBIM KOJOM  HE DETMCTPHPYIOTCS, @ YKashIBalOTCS B pamkax  (akTHiecku
0TpabOTaHHOrO PAGOTHHKOM BPEMEHH 3a ACHB (CMEHY ).

49.4. INpn HanuuuK y paGOTHUKA OHOTO HIIH HECKOJILKHX BUIOB OTKJIOHEHWH B OJIWH JIICHB
(HampHMep, CMEHA, YACTHYHO NPUXO/AIIALCS HA HOYHOE BPEMSI, HUIM KOMAHIHPOBKA, B IEPHOJL
KOTOpO# paboTHuK 3abosien) B BepxHel cTpoke rpadel Ne 4 Tabens mpoCTaBisIOTCS 4epes
apobs B HEOOXOAMMOM KOJIMYECTBE OYKBEHHBIE KOBI, a B HIDKHEH CTPOKE YKa3bIBacTCs
daxTruecky 0TpabOTaHHOE/HEOTPAOOTAHHOE BPEMS TI0 K&XKIOMY KONy OTKJIOHEHHS.

495. Bcnyuae uesBkd pabOTHHKA Ha pabOTy N0 yCTAHOBJICHWS TOYHOW MPHYMHBI €roO
OTCYTCTBHS B BEpXHEH cTpoke rpadsl Ne 4 Tabens npocrasisercs kox « HH», HIOKHSS CTpOKa
ocrtaerca mycToil. Koa HCrpaBiseTcs Ha BEHbIM IOCIE TOro, Kak pabOTHHMK NPENCTAaBHT
AOKYMEHT O IPHYMHAX OTCYTCTBUS Ha pabore. Ilpn npencTaBieHHd TaKoro JOKYMEHTa Noce
odopmieHHs HTOroBOro Tabess 3a OTYCTHBINH MEPHO MO NaHHOMY PabOTHHKY COCTaBIACTCA
KOPPEKTHPYIOIHH Tabeb.

4.10. Ceenenus o paGOTHMKAX — BHYTPEHHHX COBMECTHTEISX OTPakaroTcs B Tabene mox
pasHbIMM TabelbHBIMM HOMEPaMM JBAK/IBL OTIAEIBHOH CTPOKOH — MO OCHOBHOW paboTe
H OTJCJIBHOM CTPOKOH — 110 COBMECTUTEIILCTBY.
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4.11. PaGOTHHKM, NPHHATHIE B OTYETHOM TICPHOZIC B CTPYKTYPHOE MOAPA3AECICHHE, HOLICKAT
00513aTETLHOMY BKJIIOYEHHIO B Tabes ¢ AaTel Ha4Yana padoTel. B sueiikax rpadsr Ne 4 Tabens,
KOTOpbIC HE 3aMOHSAIMCH 1O IPHEMa HOBOTO paboTHuKa, cTaBsTCS [IPOYEPKH.

4.12.  Pabornukw, TICPCBC/ICHHBIE B OTYETHOM  TEPHOZE B IDYrO€  CTPYKTypHOE
TONpa3Ne/eHNe, MOANEHKAT OOAATENHHOMY BKTIOYEHHIO B Tabesb 3TOro CTpyKTypHOrO
TOZpasienieHus ¢ fatel Havana paboTsl B Hem. Ilpp 3tOoM U3 Tabens CTPYKTYPHOTO
TIOMPasAC/ICHUs, U3 KOTOPOro paboTHHKH TICPEBONIACE, OHH HCKIIOYAIOTCS B MECALE,
CACNYIOMEM 33 OTYETHBIM TepuonoM. CBeneHus 0 Pa0OTHHKAX, NEPEBEICHHBIX B TEUCHHE
OTHETHOr0 NEpHOa BHYTPH CTPYKTYPHOIO TIONpa3NECHUs Ha IPYTYIO0 NODKHOCTE (B TOM
9HCIC BPEMEHHO), OTPaXaroTCs B Tabere ABAKIBI — 110 IEPBOHAYAIBHON H 110 HOBOIA
AO/DKHOCTH. B siveiikax rpadsr  Ne 4 TaGens CTPYKTYPHOTO TOIDa3JENeHHs, KOTOpbie
HC 3llOJHSTHCH B CBS3H C IEPEBOAOM PaGOTHHKOB, CTABSITCS NPOYEPKH. .

4.13. B sraeiikax rpadi Ne 4 Tabess nmocye AHA yBONbHEHUS paboTHuka u3 MBJIOY crasstes
TIPOYCPKH /10 OKOHYAHHS OTYETHOrO nepuona. B MECSIe, CHCOYIOUIEM 3a OTYETHBIM
fICPHONIOM, YBOJICHHBIH PaGOTHUK MCKITIOYAETCS U3 Tabers.

KOIH4ECTBO  OTPabOTaHHBIX pPaGOTHHKOM AHEH, BHIKHHX CTPOKAX —  KOJHYECTBO
OTPabOTaHHBIX pPaGOTHHKOM YACOB. Jauubie rpagel 3anommsorcs TIPH  COCTaBIICHUM
KoppekTHpyiouiero tabens, Tabens Ha yBoasHsIOmerocs paboTHuka.

4.15. Buecenue MCTIPAaBICHUI ¥ IONOJHEHUH B Tabenn He Aomyckaerca. B ciyuae
HECOOXOMMOCTH BHECEHHS H3MECHEHH (mononuenwit) B cnammbii TaGes COCTaBIsAETCA
HHIMBH/yaJIbHBIM KOPPEKTHUPYIOMmHI Tabess mo KOHKDETHOMY paGoTHHKY.

COCHHATUCT 110 Kaapam.,

4.17. Tabens Ha GymaxHOM HOCHTENE nepenaercs  OTBETCTBEHHBIM  paGOTHHKOM B
HCHTPAIM30BAHHYIO OyXTralITepHIO B ClEAYIOLIHE CPOKH:

® 32 IICPBYIO MOJIOBUHY MeCsLA — He mo3asee 10:00 nepBoro paboyero qus nmoce 15-
T'0 YHC/Ia OTYETHOTO TIEPHONA,

® 32 BCCh KAICHAAPHBIH Mecsy — He nosauee 10-00 NIEPBOro pabouero aHs mocje
TIOCJICTHETO NHS OTYETHOTO NEPUOTA.

4.18. [lnst cBOeBpeMenHoro pacdeTa 3apa0oTHO# rIaTh! YBOJIBHAIOLIETOCSA pa0OTHMKA Ha HEro
3aTOHSACTCS OTAC/bHbIH Tabenb ¢ 1-ro uucna TCKYIIEro MecALa no nocnenHui pabouuii nens
(BkmoguTensHO). Tabems Ha YBOJIbHAIOLIETOCS pabOTHHKA TIepenaeTcs B UCHTPaM30BAHHYIO
Oyxranrepuro He nosauee 15:00 pabouero nus, NPEIIECTBYIOUIETO THIO YBOJIBHEHUS,

CINCHMATINCTOM 110 Kaapam.

4.20. O6wmwmii cpok XpaHenus Tabenedt 8 MBJIOY — nsts ner. Tabemm 1o yuety pabouero
BPDEMCHH PabOTHHKOB, 3aHATHIX BO BPCIHBIX H (MJIM) OMACHBIX YCIOBHAX TPYAQ, XPaHATCH
75 ner, ecom ACJIONPOU3BOACTBO 110 HUM 3aKOHYEHO 10 | auBaps 2003 rona, u 50 net, ecim
OHO 3aKOHYEHO rocne 31oi aatsl. Cpok XPaHCHHA UCHHCSETCA ¢ | siHBaps roza, CICAVIOIETO
34 I'O7IOM, B KOTOPOM 0OpMIISIICS Tabemn.
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ITpunoxenne Ne 1

{

]Iepeqem. AOJIKHOCTEH, HO KOTOPHIM YCTAHOB/IEH CyMMHDOBAHHDIH y4eT
: pabouero BpemMeHH.

1. Cropox .
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