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1. O01mue mMoJI0KeHu s

1.1. Hacrosmee IlonoxxeHune BBOIUTCS € LENBIO CHUCTEMaTH3allMU Ipolecca cOopa H
o0paboTku MHpOpMaIMKU O 3arpaTax padbodero Bpemenu corpyanukamu MBOYVY IllebeToBckas
mkona uM. M.A. MakenoHnckoro (Ha ocHoBanuu Ilpunoxenust Ne 5 x npukazy Munucrepcrsa
¢unancoB Poccuiickoit @enepannu ot 30 mapta 2015 1. Ne 52h).

1.2. Tabens ywera wucmonab3oBaHus padodero Bpemenu (. 0504421) (nanee — TaGenb
(¢. 0504421) mpumensiercs Juid ydeTa HUCHOIb30BaHMS pabOYero BPEMEHU WM PErucTpaluu
Pa3IMYHBIX CIIy4aeB OTKJIOHEHHH OT HOPMAaJIbHOTO HCIIONB30BaHUS pabouero BpemeHu. Bribop
ciocoba 3amonmuenuss Tabemst (¢. 0504421) ompenmensieTcs akTOM YUPEKICHHS B paMKax
(opMHUPOBAHUS YYETHOM MOTUTUKH YUPEKACHUS.

1.3. Insa Bemenust TaGens (¢. 0504421) mnpukazom mupexropa MBOY IlleberoBckas
mkosna uM. M.A. MakeoHCKOro Ha3Ha4aeTcs OTBETCTBEHHBIN COTPYIHUK.

1.4. B nomxHOCTHbIE OOSI3aHHOCTH PAOOTHHMKOB, OTBETCTBEHHBIX 3a TaOEIbHBIH y4Yer,
BBOIATCS (DYHKIIMHM: KOHTPOJb (PaKTHUECKOrOo BpeMEHHU TpeObiBaHHus coTpyaHukoB OVY Ha
paboTte M BeJeHHE Ta0eIBbHOr0 y4eTa ¢ OTBETCTBEHHOCTHIO 3a MPaBUIILHOE OTPAKEHHE B TaOeIe
pabouero BpeMeHH COTPYAHUKOB U CBOEBPEMEHHOCTH MPEACTABICHUS Ta0eNs Ha pacyer.

1.5. Tabens (¢. 0504421) oTkphIBaeTCS €XKEMECSIHO 3a 2-3 JHS 10 Havajla pacyeTHOro
niepuosia Ha ocHoBaHuM Tabens (¢. 0504421) 3a mponuIbIii MecsII.

1.6. JIns ucnionnenus o0si3aHHOCTEH paOOTHHUK, OTBETCTBEHHBIH 32 TaOENbHBIN yUeT:

e BEJET YYeT IITAaTHOTO COCTaBa COTPYIHUKOB;

e HAa OCHOBAHWUHU JJOKYMEHTOB (IIPUKA30B 10 JUYHOMY COCTaBYy U OOLIMM BOIIPOCAM)
BHOCHUT B CIHCOK HM3MEHEHHUS, CBSI3aHHBIE C NMPHUEMOM, YBOJIbHEHHEM, IEpeMElICHUEM,
U3MEHEeHHeM rpaduka paboThl, pa3psaoB KaTEropui, MpeJOCTaBICHHUEM OTIYCKOB U T.
A5

e OCYILECTBJISIET KOHTPOJIb CBOEBPEMEHHOCTH SBKM Ha paboTy M yXxoja ¢ paboThl,
HaXOXXJCHUS Ha pabodyeM MecTe COTPYIHUKOB C M3BEIEHHUEM PYKOBOJMTENS O HESIBKaX,
OIO3/IaHUSX, TIPEXKIEBPEMEHHBIX YXO0/1aX U MPUYHHAX, X BbI3BABIIINX;

e KOHTPOJHUPYET CBOEBPEMEHHOCTD MPEAOCTABICHUS U MPABUIBHOCTH O)OpMIIEHUS
JOKYMEHTOB, TOATBEPKJAIOIIUX IPAaBO COTPYAHUKOB Ha OTCYTCTBUE Ha paboyeM MecTe:
JUCTKOB O BPEMEHHOH HETPYIOCIIOCOOHOCTH, CIIPaBOK IO YyXOAy 3a OOJbHBIMH,
HOJIUCAHHBIX PYKOBOJUTENEM YBOIbHUTEIBHBIX U IPYTHUX;

e TOTOBUT CIHMCKH COTPYAHUKOB JUIsS M3/1aHUS MPHUKA30B O paboTe B BHIXOIHBIEC U
Hepabouune npa3aHUYHbIE THH.
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1.7. B ciyqae HEBO3MOXXHOCTM BPEMEHHO WCIOJHATH OOS3aHHOCTH IO BEJICHHIO
TaOeNBbHOTO Y4eTa Ha3HAYCHHBIM COTPYJHUKOM, PyKOBOAMUTENb IyTeM nu3nanus [Ipukasza Ha 3TOT
IIEpHO/]] Ha3HA4YaeT OTBETCTBEHHOTO MCIIOJHUTEISL.

1.8. Bce coTpynHuku, B 0OsI3aHHOCTH KOTOPBIX BMEHEHO Be/IE€HHE TaOeIbHOTO ydeTa, B
00s13aTEIbHOM MOPSAKE 3HAKOMSATCS ¢ HacTosiuM [looskeHueM moJ1 pociuch.

2. lIpaBuia 3anostHeHHMs1 TabeJsist

2.1. Tabenp yuera pabouero BpeMeHH BEJETCS B DJICKTPOHHOM U OyMa)KHOM BapHaHTE.

2.2. HNanee tabens B dopmate Excel pacrneuarsiBaror Ha Oymare. Iloamucanublii Tabenb
nepeaaeTcs B OyXralTepHio Ha XpaHEeHHeE.

2.3. Tabenb COMEPKUT BU3Y TUPEKTOP: HauMeHoBaHue no npkHOCTH, . M.O., moanuce, naty
IO ITUCAHUSI.

2.4. K coneprxaHuto Tabemns IpeabsBISIIOTCS CIEAYIOUUEe TpeOOBAHUS:

e JlaHHBIE O COTPYAHHMKAX BHOCSTCS B TaOEIhb B CTPOTOM COOTBETCTBHH C
WCTIOJTHEHUEM INTATHOTO PACITUCAHUS.

eB cnyyae yBONbHEHHS Ha COTPYIHHWKA TOJAETCS OTACIBHBIN TaOelb,
onHOBpeMeHHO ¢ [Ipuka3oM Ha yBoJIbHEHUE (C AOKJIAJHOMN 3allMCKOM — B Cilydae
YBOJIbHEHHUSI 0 MHHUIMATHBE paboronatens). B Tabene mpocTaBisioTCsS 4achl
paboThI TI0 MoCHeqHI padoumnii 1eHh BKIFOUUTEIHHO, a IOCIE JHS YBOJIBHEHUS
MIPOCTABIISICTCS «-».

e Cricok paOOTHHKOB COCTaBIIsI€TCS B aj()aBUTHOM MOpsAJKe (MO MEePBHIM
OykBaM (pamMuIHm).

2.5. B Tabene (¢p.0504421) peructpupyrorcs ciiydan OTKJIOHEHHH OT HOPMaJIbHOTO
UCIOJIb30BaHUs pPAa0OYero BPEMEHH, YCTAHOBJIEHHOTO IIpaBHJIaMHU BHYTPEHHErO TPYAOBOTO
pacrnopsiaka, Wil (akTHYecKue 3arpaThl pabouero BpeMeHu. B BepxHeil MosoBHHE CTPOKH MO
KKJIOMY pabOTHHUKY, Y KOTOPOTO HMEJUCh OTKIOHEHHS OT HOPMAJIbHOTO HCHOJIb30BaHUS
paboyero BpeMeHH, 3allMCHIBAIOTCS Yachl OTKIOHEHHUH, a B HIDKHEW — YCIIOBHbIE 0003HAUECHUS
OTKJIOHEHUH. B HIDKHEH YacTH CTPOKH 3alMCHIBAIOTCA TAKXKE Yachl pabOThl B HOUHOE BpEeMS.

2.6. Ilpu peructpauuu OTKJIOHEHHUH B CiIydae HAJIMYUS y OJTHOTO paOOTHHKA YUPEKICHUS
JIBYX BHUJIOB OTKJIOHEHUI B OJMH JIeHb (II€PHOJ), HIXKHAS YacTh CTPOKHU 3alMChIBACTCS B BHUJIE
IpoOU, YUCIUTETh KOTOPOM — YCIIOBHOE 0003HAUYEHHE BHJIA OTKIOHEHUH, a 3HaMEHATEJb — Yachl
pabotel. [Ipu Hamuuum OoJiee JBYX OTKJIOHEHHWH B OJMH JieHb daMuius paboTHuka B Taberne
(d. 0504421) moBTOpSsIETCS.

2.7. B cpoku, ycTaHOBJIEHHBIEC MOPSIAKOM IOKYMEHTOOOOPOTa YUPEXKIEHUS PaOOTHUKOM,
OTBETCTBEHHBIM 3a BejaeHue Tadems (¢. 0504421), oTpaxaeTcs KOJUYECTBO JHEH (YacoB)
HESBOK (SBOK), a TaKXe KOJMYECTBO YacOB IO BHJaM IepepaboTok (3amelieHue, padbora B
Mpa3gHUYHbIE THU, pab0Ta B HOUHOE BpeMs U APYTye BUJIbI) C 3alHChI0 UX B COOTBETCTBYIOILIUE
rpader. 3anonHenHsit Tabensb (. 0504421) moamuceiBaeTcsl JIUIIOM, Ha KOTOPOE BO3JI0KEHO
Benenue Tabems (¢. 0504421).

2.8. 3anonHennwlii Tabenbp (Pp. 0504421) wm jgpyrue JOKYMEHTBI, MOJIMCAHHBIE
OTBETCTBEHHBIMM JIOJDKHOCTHBIMH JIMIIAMH, B YCTAHOBJICHHbIE CPOKH CHAIOTCS B OyXraiaTepHuro
s mpoBenieHust pacueroB. Tabenb (¢. 0504421) ucnonb3yercs ans coctaBieHus PacueTHo-
wiatexxHoi Begomoct (. 0504401) (Pacuetnoii Bemomoctu (¢h. 0504402).

2.9. Ilpu oOHapyXEHUH JIUIIOM, OTBETCTBEHHBIM 3a COCTaBJIEHHE U NpejcTaBieHne Tademns
(¢. 0504421), paxra He OTpaKeHUsI OTKIOHEHHUH WIIM HETOJIHOTHI MPE/ICTaBIEHHBIX CBEACHUHN 00
yuyere pabouero BpeMeHH (MpejacTaBieHue pabOTHUKOM JIUCTKA HETPYI0CIIOCOOHOCTH, MpUKa3a
(pacmopspkeHHs) O HampaBIeHUM pabOTHHKA B KOMaHJIUPOBKY, MpHUKaza (pacropspkeHus) o
MPEJOCTaBICHUH OTITyCKa PAOOTHUKY U T.[., B TOM YHCJIE B CBSI3U C MO3HUM MPEICTaBICHUEM
JOKYMEHTOB), a TaKXe BBISBJICHHBIX OLIMOOK, JIUIIO, OTBETCTBEHHOE 3a cocTaBiieHHe Tabemns
(¢. 0504421), o6s13aHO ydecTh HEOOXOIMMBbIE MU3MEHEHUS U TPEACTaBUTh KOPPEKTHUPYIOMIMK



Tabens (¢. 0504421), cocTaBneHHBIA C y4eTOM U3MEHEHMH B TOPSJIKE U  CPOKH,
MIPEyCMOTPEHHBIE JOKYMEHTOOOOPOTOM YUPEKICHHS.

2.10. B ctpoke «Bun tabens» yka3plBaeTCsl 3HAUCHUE IIEPBUYHBII», IPU MPEICTABICHUH
Tabens (. 0504421) ¢ BHeceHHBIMH B HEro W3MEHEHHSIMH, YKa3bIBAaeTCS 3HAYCHUE
«KOPPEKTHPYIOIIU», MPH 3TOM MpU 3aloJHeHHH mokazarens «Homep KOppeKTUpOBKNY
YKa3bIBACTCS:

—mudpa «0» mpocTaBiuseTcs B CIy4ae IPEACTABICHUS JIMIOM, OTBETCTBEHHBIM 3a
cocrasienue Taoess (§. 0504421), nepsuunoro Tadess (¢. 0504421);

—mudpel, HaumHast ¢ «l», TPOCTABISAIOTCS COTJIACHO TOPSAKOBOMY  HOMEpPY
koppektupyromero Tadens (. 0504421) (koppeKTUPOBKH) 32 COOTBETCTBYIOUIMN pacUETHBIN
MEPUOI.

2.11. Jlaunbie xoppektupytomero Tabens (¢. 0504421) cmyxar ocHOBaHUEM st
nepepacdyera 3apa0OTHOW TUTATHl 3a KaJCHJAPHBIE MECSIBl, IMPEIIISCTBYIONINE TEKYIIEMY
MeCSITy HauYMCIICHHsI 3apaOb0THOH TIIaThI.

2.12. Tabenp 3amoiHIETCS 3a MEPHO/I, 32 KOTOPBIM MPEeAyCMOTPEHa BhITUIaTa 3apaboTHOM
TUTATHI.

2.13. Tlepuo bl 3an0HEHHS U CPOKH TipesicTaBieHus B Oyxranreputo Tademns (¢. 0504421)
OTIPENIENISFOTCSL aKTOM YUPEKACHUS B paMKaxX (pOpMHUPOBaHUS YIETHOW MMOJUTHKU YIPESIKICHUS B
yacTu rpaduka 10KyMeHTO000poTa.

2.14. JlanHble 0 3aTparax pabouyero BpeMEHH, BHOCHUMbBIE B AJIEKTPOHHYIO 0a3y, JOJKHbI
COOTBETCTBOBATH JJaHHBIM TaOeIei.

2.15. B Taberne He pa3penaroTcs HUKaKue UCTIPABIICHUS U JOTIOTHUTEIHHBIC TIOMETKH.

3. llopsinok ¢popMUpPOBAHUSA U NPEACTABJIEHUS TaldeJei

3.1. He pexe omHoro pasa B HEACNIIO paOOTHUK, OTBETCTBEHHBIN 3a TaOEIbHBIN Y4eT,
cobupaeT JaHHbIE 00 MCTIOJI30BaHUHU pab0vero BPEMEHH.

[Ipu BeIXO/E paOOTHUKOB B TeUeHHE paboyeil CMEHbl OTBETCTBEHHBIM 3a BeJeHUE Tabess
¢bukcupyercss BpeMs BbIXoJa W Bo3BpauleHus. Ecaum  paOOTHMK BBIXOAWJI HE IO
MIPOU3BOJICTBEHHOM HEOOXOJAMMOCTH M PaOOTHUK HE OTHOCUTCA K KaTeropuu A, Bpems
OTCYTCTBHUSI BBIYUTAETCA U3 OanaHca oTpabOTaHHOIO BPEMEHH.

3.2. Bce ono3nanus U npexieBpeMeHHbIE YXObI ¢ paboThl (PUKCUPYIOTCSI OTBETCTBEHHBIM
3a BeneHue Tabenst yuyera pabouero BpeMEHHM M BbIUMTAIOTCSA U3 OanaHca pabodero BpEMEHH.
HckimoueHne cocTapisitioT pabOTHUKHY, MIPUXOASIIKE HAa pabOTy MO3Ke UM paHblle YXOAIIue ¢
corjacusi aIMUHUCTPALIUH, a TAK)KE paOOTHUKU, OTHOCSILHUECS K KaTeropuu A.

3.3. JannHple 0 ciy4asX OINO3JaHUI, CaMOBOJBHBIX YXOJOB C PaOOTHI HAIMpPaBISAIOTCS
PYKOBOJIUTENIO JIETCKOTO cajja OTBETCTBEHHBIM JIMIIOM 3a BeJIeHHE ydera Tabens pabouero
BpeMeHH B (popMe aHAIMTUYECKOW 3amuCKU O HaApYIICHHSIX paOOTHUKAMH PEXHUMa Tpylda |
OT/IbIXa.

3.4. JlanHble 00 WCIIOJIb30BAHUU pabOYEro BPEMEHHM 3aHOCSTCS OTBETCTBEHHBIMU 3a
TabeNbHBII y4eT B AIeKTPOHHYI0 0a3y 10 10 u 25 yucia 0TYETHOTO Mecsa.

I[Ipu 3amonnenun Tabens (¢. 0504421) mnpuUMEHSIOTCS  CIEAYIONIHME  YCIOBHBIC
0003HaueHMS:

HaumenoBanue Kon HaunMmeHoBanue Kon
oKazarTes MoKa3arTes

Brixonurie n HesaBku ¢
Hepabouue Mpa3JHIUYHBIC B paspelieHus A
HAHU aJIMMHHUCTpaN
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Pabora B HOUHOE BpeMs H
Beinonnenue r Brixonnsie o yuebe BY
roCyJapCTBEHHBIX
o0si3aHHOCTEH YueOnbIit
JIOTIOJTHUTEIIHHBIN OTITYCK oy
Ouepennbie 0]
JOTIOJTHUTEIIBHBIE OTITYCKA
3ameleHue 3H
Bpemennas b
HETPYAO0CIOCOOHOCTb, 3ameHa 3
HETPY0CTIOCOOHOCTH TIO
OepeMEeHHOCTH U poJaM PaGota B BbIXOHBIE
U Hepabouue PII
OTtnyck 1o yxoay 3a 0] IIpa3{HUYHBIC THU
pebeHkoM
Yackl CBEpXypOUHOI DakTuieckn o
pPaBOTHI C 0TpabOoTaHHBIE YaChI
[Iporynsr
IT
Hesasku no
HEBBISICHEHHBIM IIPUYHUHAM
(10 BBIACHEHMS HH
00CTOSATETHCTB)
CnyxeOHbIe K
KomanupoBku
Hepabouwnii HO/L
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