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00 yuere pado4ero BpeMeHH”

1. O01mue moJ10:KeHus

1.1. Hacrosimee moyioskeHrne o TabeIpbHOM ydere pabodero BpeMeHu (mairee —
[Tonmoskenne) paspabotaHo B cooTBeTcTBUH ¢ TpymoBeiM Komekcom PO u
SIBJISIETCSL JIOKaJbHBIM HOpMaTUBHBIM akToM MKOY «Kasimuuckas COIl-can
uM. b. PamazanoBa» (manee — Illkona), periaMeHTHPYIOIIMM MOPSAOK ydyeTa
pabouero BpeMeHH paboTHUKOB [IIKObI.

1.2. TlonoxeHrne BCTymaeT B CHIIY C MOMEHTA €r0 YTBEPXKICHHUS IPHUKA30M
nupektopa IIkoJbl 1 JEUCTBYET 10 BBEACHUS HOBOTO MOJIOKECHUS.

1.3. Buecenue usmenenuit B [lonoxxeHrne mpon3BOUTCS HA OCHOBAaHUU MTPUKa3a
nupekropa LIkonsr.

2. OTBeTCTBEHHBII1 32 Ta0eIbHBII y4eT pado4ero BpeMeHu

2.1. ]Jlns Bemenuss TabenbHOro ydera paboyero BpeMEHH B KaXKIIOM
cTpykrypHoMm  moxapasznenenun  [llkonsr  mpukazom  gupexrtopa IlIkosbr
HA3HAYACTCsI OTBETCTBEHHOE mHio (mamee — OTBETCTBEHHBIH PaOOTHHK),
KOTOpO€ HECET OTBETCTBEHHOCTH 3a JOCTOBEPHOCTH CBEICHMM, OTPAXKEHHBIX
B Tabelie, W 3a CBOCBPEMCHHYIO caady Tabels B  IEHTPAIM30BAaHHYIO
OyXTanTepuro.

2.2. O6s3anHOoCTH OTBETCTBEHHOTO PAaOOTHUKA IO BEJCHUIO TaOEIHHOTO y4eTa
paboyero BpeMEHH OMPEAEISIOTCS JOHKHOCTHON WHCTPYKIIMEH, SIBISIONIEHCS
MPWIOKEHUEM K €ro TPYJAoBOMY JoroBopy. OOsS3aHHOCTH IO BEJACHUIO
TaOeNbHOTO  y4deTa  pabodyero BpEeMEHH MOTyT  OBITh  BO3JIOKCHBI



Ha OTBETCTBEHHOTO PaOOTHHKA B TIOPSIKE COBMEIICHUS JOJDKHOCTEH C y4eTOM
crateit 60.2, 151 Tpynosoro koaekca PO.

2.3. B nomxHOCTHBIE 00s13aHHOCTH OTBETCTBEHHOTO PAOOTHUKA BXOIUT:

2.3.1. KoHTponb CBOEBPEMEHHOCTH SIBKH PAOOTHUKOB CTPYKTYPHOTO
mojapasesieHuss Ha paboTy W yXxoja cC paboThl, MX (PAKTUYECKOTO BpPEMEHU
npeObIBaHMs Ha paboyeM MecTe B pabouee BpeMsl C U3BEIICHUEM PYKOBOIUTEIS
NoJIpa3AeiieHus O HesBKaX, OMO3JaHMIX, IPEKICBPEMEHHBIX yX01aX.

2.3.2. KoHTpoJIb CBOEBPEMEHHOCTH MPEACTABICHUS PaOOTHUKAMU TOKYMEHTOB,
MOJATBEPKAAIONIUX YBAXKUTEIbHBIC TPUYUHBI UX OTCYTCTBHS HAa paboueM MecTe
(-TUCTKOB HETPYIOCIIOCOOHOCTH, 3asBJICHUH Ha OTIYCK M MHBIX JOKYMEHTOB).

2.3.3. Benenme TabempHOrOo yuera pabodero BpeMEHH PaOOTHHUKOB
Y CBOCBPEMEHHOCTh  TPEJCTAaBICHHS  Talbeis B IICHTPAJIU30BAHHYIO
OyXTaJTepHIO.

2.3.4. (CpoeBpeMEHHOE BHECEHHME B Tabeiab ydera paboyero BpeMEHH
M3MEHEHUH, B TOM YHCJIE CBS3aHHBIX C IIPUEMOM, TIEPEBOJOM, YBOJbHEHHEM
PabOTHUKOB CTPYKTYPHOTO MOJIpa3IeJICHHS.

2.4. Tlpu ocymectBneHUH Ta0enpbHOrO ydera (OTBETCTBEHHBI pPabOTHHUK
pykoBoacTByercss TpynoBeiM KojuekcoMm P®O, VYkazaHusAMu 110 IPUMEHEHUIO
Y 3al0JTHEHUIO (OpPM TEPBUYHON YYETHOW JTOKYMEHTAIllMK 110 y4eTy TpyJa
M ero OIuvlaThl, YTBEpXKIEHHbIMU MocTaHoBIeHHEM ['ockoMmcraTta Poccuu
ot 05.01.2004 Ne 1, TlpaBuiiamu BHyTpeHHETo TpyaoBoro pacnopsaka [lIkosmsr,
CMEHHBIMU TpadukamMu padoThl, HacToAmUM llojoxkeHneMm, HOHKHOCTHOMN
WHCTPYKIIMEH, a Takke JPYrUMH JOKYMEHTaMH, HEOOXOJWMBIMU IS
KOPPEKTHOTO ¥ CBOEBPEMEHHOTO y4yeTa pabouero BpeMeHH paOOTHUKOB.

2.5. Bcayuae BpeMeHHOTO OTCYTCTBUS (OTBETCTBEHHOTO pPaOOTHUKA €Tro
00SI3aHHOCTH BO3JIaral0TCs Ha JAPYyroro pabOTHUKA MPUKA30M JAUPEKTOpa
[IxoJeI

2.6. PaboTHMKH, TPpYyI0BbIE 00S3aHHOCTH KOTOPHIX CBSI3aHBI C yUETOM pabouero
BpeMeHU paOoTHUKOB LlIkoibl, MOKHBI ObITh O3HaKoMiieHbl ¢ [lonoxeHnem
10| TIOATIHCb.

3. Buabl yuera pa6odero BpeMeHH

3.1. B llIxone mpumeHsieTcs MOACHHBIM WM CyMMHUPOBAHHBIA ydeT paboyero
BPEMEHHM — B 3aBUCUMOCTU OT YCTAHOBJIEHHOTO pabOTHUKY pekuma padbouero
BPEMEHU U BPEMEHH OT]IbIXA.



3.2. IlpuMmeHeHHe CYMMHUPOBAHHOTO YydeTa pabo4yero BpEeMEHH, pexKuMa
pabodero BpeMeHH U BpeMeHU OTnbixa paboTHukoB Illkonbl ompenensercs
[IpaBunamMu BHyTpeHHEro TpyaoBoro pacrnopsaka Ilkonsl, rTpadukamu
CMEHHOCTH, aJjii pabOTHUKOB, Y KOTOPBIX pEXUM pabouero BpEMEHU
OTIIMYAETCs OT 00IIeycTaHOBIEHHOTO B [1IK0N€e, — TpyAOBBIMH IOTOBOpaMHU.

3.3. Ilpu mnomeHHoM ydeTe pabodero BpeMEHH TOACYET (HaKTUUECKH
0TpabOTaHHBIX PAOOTHUKOM YaCOB TIPOU3BOIAUTCS €KETHEBHO.

3.4. Ilpu cymmupoBaHHOM yueTe pabodero BpEeMEHH MOJACYET (HaKTHUYECKU
OTpa0OTaHHBIX PpPAaOOTHUKOM YacOB 3a YYETHBIM MEpuoja  MPOU3BOJIUTCS
€KEJHEBHO U HAPACTAKOIIMM UTOIOM CyMMAapHO 32 YYETHBIN IEPHOI.

3.5. CBepxypouHas paboTa MOAJICKHUT PETUCTPAIlUU B Tabene ydyeTra pabouero
BPEMEHH B MOPAJIKE, IPETyCMOTPEHHOM IMyHKTOM 4.9.3 IlonoxeHus.

4. Ilopsaaok 3anoiHeHus1 Tadesisd yyeTa padbouero BpeMeHn

4.1. Tabenp yuera pabouero BpemeHu (maisee — Tabeab) BemeTCs
no yaudummpoBanHoii  ¢popme  T-13, yTBEpkKACHHON MOCTaHOBJICHHUEM
I'ockomcrara Poccuu ot 05.01.2004 Ne 1, Ha 6ymMakHOM HOCHUTEIIE.

4.2. CBenenus B TaOCIIb BHOCSITCS TOJBLKO Ha OCHOBAaHUH HAJICkKAITUM 00pa3oM
0(hOpPMJICHHBIX TOKYMEHTOB, B YaCTHOCTH. IMpHKa3oB (0 mpueme Ha paboTy,
nepeBojie, KOMaHIUPOBKE, 00 OTITYCKE, O CBEPXYpPOUHOiIl paboTe, 00 M3MEHEHUHN
(damMuInK),  JUCTKOB  HETPYAOCHOCOOHOCTH,  CHOPAaBOK O BBITOJHCHHU
roCyJIapCTBEHHBIX WJIM OOIIECTBEHHBIX 00SI3aHHOCTEH.

4.3. OTBeTCTBEHHBIH paboTHUK ¢dopMupyeT Tabeab B JBa pa3a B MECHI:
3a MEPBYI0 TOJOBUHY OTYETHOIO TMI€pUOJia U UTOTOBBIA Tabenb 3a BeCh
OTYETHBIN Teproa. OTUETHBIM NIEPUOJIOM, 32 KOTOPBIN MPEICTABISAETCS Ta0eb,
SABISCTCS OJWH KAJICHAAPHBIM MECSIl C MEPBOrO MO MOCJIEAHEE YHCIO
BKJIFOUHTEILHO.

4.4. B rpade «Homep moxymeHTay» Tabesst mpOCTaBISETCS OPSIKOBBIA HOMED,
HA4YMHAas C MEPBOTO, UCITOJIB3YETCS CKBO3HASI HyMEpaIus.

4.5. B rpade «/lara cocraBieHus» ykasblBaeTcs gaTa (GopMHUpOBaHUs Tabeld,
COOTBETCTBEHHO, 3a MEPBYIO TMOJOBUHY OTYETHOIO TMEpHOAA WU 32 BECh
OTYETHBIN IEPUOLI.

4.6. Brpade 1«Homep mo mopsaky» Tabenss HCHOJb3YETCS CKBO3Has
HyMepalus, IPOCTaBIISAIOTCA MOPAIKOBbIE HOMEPA, HAUKHAas C TIEPBOTO.



4.7. Brpade 2 «Damwiusi, WHHIUAIBI, JOJDKHOCTh (CIIEIUAIEHOCTS,
npodeccus)» TadeNns MOCTPOYHO TEPEUUCISIOTCS PAaOOTHUKH B al(paBUTHOM
nopsiike (1o mepBbIM OykBaMm (amituii). JIoKHOCTh pabOTHUKA YKa3bIBACTCSI
B CTPOTOM COOTBETCTBHUH CO IITAaTHBIM pacnucanueM LIKombl.

4.8. B rpade 4 «OT™MeTKH O SIBKaX M HESBKax Ha pabOTy IO YMCJIaM MECSIay
tabenst (manee — rpada Ne 4 tabenst) OCYHICCTBISACTCS €KETHEBHBIN yueT
pabodero BpeMEeHU KakJ10T0 pabOTHHUKA C MPUMEHEHUEM YCIOBHBIX OYKBEHHBIX
o0o3HaueHmid (KOZOB), NPUBEIACHHBIX B yHH(uIUpoBaHHOW (opme T-12,
yTBepKAeHHON mocTtaHoBiaeHneM [ockomcrata Poccum ot 05.01.2004 Ne 1.
Eciu B yHudpumupoBannoit ¢opme T-12 nns peructpupyeMbix B Tabene
CllydaeB HE MPEAYCMOTPEHBI KOJABI — MPUMEHSIOTCS KOJbI, YTBEPKICHHBIC
npukazom gupektopa Llkonbr.

4.9. Yuer pabouero BpemeHu B rpade Ne 4 tabGenst mpoU3BOAUTCS METOJAOM
CIUTONITHOM PETHUCTPAINH SIBOK U HESBOK:

4.9.1. B Bepxueit crpoke rpadnl Ne 4 taGenst mpocTaBisieTcs: OyKBEHHBIM KO,
a B HWKHEH CTpoKe — (paKTUYECKH OTpabOTaHHOE PaOOTHUKOM BpeMs B Hacax
U MUHYTaXx.

4.9.2. OTKIIOHEHHS B BHJI€ HESIBOK, YUET KOTOPBIX BeAeTCA B IHAX (OTHYCK, THU
BPEMEHHOW HETPYAOCHOCOOHOCTH, CIIy)KEOHbIE KOMAHIWPOBKH W HHBIE),
OTpa)karoTcsd IMyTeM NPOCTaBJIeHUs B BepxHel cTpoke rpadsl Ne 4 tabens
OYKBEHHOTO KOJIa, a HIKHSASI CTPOKA HAa3BaHHOU rpadbl OCTAETCS MyCTOM.

4.9.3. OTkJOHEHHsS] B BUJIE CBEPXYpPOUHBIX YacOB pabOThl B Tabene Toj
OTJICTIbHBIM OYKBEHHBIM KOJIOM HE€ PETUCTPUPYIOTCS, a YKa3bIBAIOTCS B paMKax
(akTHYeCKH OTPabOTAHHOTO PAOOTHUKOM BPEMEHHU 3a JICHb (CMEHY).

4.9.4. Ilpn HamMuuy y paOOTHHUKA OJTHOTO VI HECKOJBKHX BHUIOB OTKJIOHEHUI
B OJIMH JICHb (HampuMep, CMEHA, YaCTUYHO MPUXOJAIIAsICS Ha HOYHOES BpeMH,
WM KOMaHIUPOBKA, B MEPUOJ KOTOPOH pabOTHHMK 3a00Jie) B BEPXHEH CTpOKe
rpadbl No 4 Tabens MIPOCTAaBJISIOTCS yepes poOb B
HEO0OXOJJMMOM KOJINUECTBE OYKBEHHBIC KOJ/IbI, @ B HJKHEM CTPOKE YyKa3bIBACTCS
(akTHUECKH  OTpabOTaHHOES/HEOTPAOOTAHHOE BpEeMsl 10 KaXJIOMy KOy
OTKJIOHCHHSI.

49.5. Bcuyyae HesBkM pa0OTHHKAa Ha pabOTy 10 YCTAHOBIEHUS TOYHOU
IPUYMHBI €r0 OTCYTCTBUS B BepXHel cTpoke rpadnl Ne 4 Tabenst mpocTaBisieTcs
kon «HH», HmxkHAs cTtpoka ocraerca mycrou. Kox ucnpaBisiercs Ha BEPHBII
1ocJjie TOro, Kak pabOTHHUK MPEACTAaBUT AOKYMEHT O MPUYMHAX OTCYTCTBHS
Ha pabdore. Ilpu mnpeacraBieHMM TaKOro MJOKyMEHTa Imociae O(OopMIICHUs



HUTOTOBOTO Ta0ess 32 OTYCTHBIN MEPHUOT 10 JAHHOMY PaOOTHUKY COCTaBIISETCS
KOPPEKTUPYIOIIUNA TaOENb.

4.10. CBenenusi o paOOTHHKAX — BHYTPEHHUX COBMECTHUTEIISIX OTPa)karoTcs
B Tabesne T1oJ pa3HbIMH TaOelIbHBIMM HOMEPAMH JBAXKIbL: OTAEIbHOMN
CTPOKOH — 110 OCHOBHOM pabote Y OTJICJIbHOU CTPOKOU —
IO COBMECTHUTEIIbCTRY.

4.11. PaboTHHMKHM, TIpUHSATBIE B OTYETHOM  IIE€PUOJIE B CTPYKTYpHOE
nojipa3fiesiecHue, TOJJIeKaT o00sg3aTebHOMY BKIIIOUEHHIO B Ta0elb C JaThl
Hayasia paboThl. B suelikax rpadsr Ne 4 Tabens, KOTOpble HE 3alOJIHSIUCH
710 TIpreMa HOBOTO pabOTHUKA, CTaBSATCS MPOUYEPKHU.

4.12. PaboTHUKH, TIEpEBEACHHBIC B OTYCTHOM TIEPHOJIE B IPYro€ CTPYKTYPHOE
nojpaszaejaeHue, MOoAJeKaT o0s3aTeIbHOMY BKIIIOYEHHUIO B TaO€llb 3TOTO
CTPYKTYPHOTO TIOApAa3eieHUs C JaThl Hadama paboTel B HeM. [lpu sTOoM
3 Tabenst  CTPYKTYPHOTO  TMOAPA3ACICHHs, W3 KOTOPOTO  paOOTHHUKH
MEePEeBOJIUIINCh, OHU MCKIIOYAIOTCS B MECAIE, CIEAYIONEM 3a OTYETHBIM
nepuonoM. CBeneHmsi O paOOTHUKAX, TEPEBEACHHBIX B TCUECHHUE OTYETHOTO
Neproa BHYTPH CTPYKTYPHOTO MOPA3ICICHHS Ha IPYTYIO JOJKHOCTH (B TOM
YHCIC BPEMEHHO), OTpPaKaloTcs B Tabenae ABaKIbl — IO MEPBOHAYATBHOM
U 110 HOBOM  JOJDKHOCTH. B stuetikax  rpader  Ne 4 tabenss  CTPYKTYypHOTO
MoJipa3/ieJICHUs, KOTOpPhIE HE 3aIOJIHSUIUCh B CBSI3M C MEPEBOJIOM PaOOTHHKOB,
CTaBATCS MPOYCPKH.

4.13. B sueiikax rtpadser Ne 4 taGenst mocne JHS YBOJBHEHHS pabOTHUKA
u3 LleHTpa cTaBATCS MPOYEpPKH O OKOHYAHUsI OTYETHOrOo nepuoja. B mecsue,
CJIEYIOIIEM 3a OTYETHBIM TEPUOJOM, YBOJICHHBIH pPAOOTHUK HMCKIIOYAETCS
u3 Tabers.

4.14. Tlocne okOHYAHMS TEPBOM MOJOBUHBI OTUETHOTO MEPUOA, a 3aTeM TOCIIe
OKOHYaHMS  BCEro  OTYETHOrO  Iepuoja  Jo nepenaun  Tabenss B
[EHTpaIu30BaHHy0 Oyxranteputo B Tpadax 5 u 7 «OTpaboTaHO 3a MOJOBUHY
Mecsia/Mecsy Tabelis B BEPXHHUX CTPOKaxX IMPOCTABISCTCS KOJUYECTBO
oTpabOTaHHBIX pPAaOOTHUKOM JHEH, B HIDKHUX CTPOKaX —  KOJUYECTBO
OTpabOTaHHBIX pPaOOTHUKOM 4acoB. JlaHHble Trpadbl 3aMOJHAIOTCS MPHU
COCTABJICHUM KOPPEKTUPYIOUIEro Tadens, Talenss Ha yBOJbHAIOIIETOCS
paboTHUKA.

4.15. Bwaxecenwe wuCHpaBJICHUN U JOMOJHEHUN B TaOEJbh HE TOMYCKACTCH.
B cniydae HeoOXOAMMOCTH BHECEHHS] HM3MCHEHHH (IOMOJHEHW#) B COaHHBIM
Tabelb ~ COCTABJISICTCS ~ WHAWBUAYAIbHBI  KOPPEKTUPYIOIMA  Tabenb
M0 KOHKPETHOMY paOOTHUKY.



4.16. TabGenb 3aBepsaoT cBouMu mnoanuciMu OTBETCTBEHHBI pPaOOTHUK,
JUPEKTOP LIEHTPA, CHEUAIUCT MO0 KaIpaM.

4.17. Tabenbr HaOymMaxxHoM Hocutene mnepenaerci OTBETCTBEHHBIM
pabOTHUKOM B LIEHTPAJIM30BAHHYIO OYXTaldTEpPHUIO B CIEIYIOIINE CPOKH:

 3aTepByl0 nosioBUHY Mecsia — He mo3aaee 10:00 mepBoro pabodero
JHA 1ociie 15-ro unciia 0T4eTHOTO Meproa,

« 3aBech KaneHaapHbidi Mecsan — He no3anee 10:00 mepBoro pabouero
JTHS TIOCJIE TTOCJICTHETO JTHSI OTYETHOTO MEePHO/Ia.

4.18. Jlns CBOEBPEMEHHOI'O pacuera 3apabOTHOHM IIIAThl YBOJBHSIOIICTOCS
pabOTHHKA HAa HEro 3aIlOJIHSACTCSA OTICIBbHBIA Tabelb ¢ 1-TO 4YMclia TEKYIIero
Mecslla 10 MocHeaHuid  paboumii  JeHb  (BKJIIOYMTENBbHO).  Tabelnb
Ha YBOJIBHSIOIICTOCS paboTHHKA nepeaeTcs B IICHTPAJIM30BaHHYIO
Oyxranreputo He mo3gHee 15:00 paGodero mHS, NPEAIMIECTBYIOMIETO JTHIO
YBOJIbHCHHS.

4.19. Ilpum cocTaBneHUU KOPPEKTUPYIOIIEro Talenss TMpu  YBOJbHEHUU
paboTHHKa OJTHUM JTHEM Tabenb Ha pabOTHUKA nepenaeTcs
B IIEHTPAIIM30BAaHHYIO OYXTaJIITEPUIO B TEUEHHUE OJHOTO Yaca CIEIHAIMCTOM
0 Kajpam.

4.20. O6mmit cpok xpanenus Tabdeneit B lllkone — msate ner. Tabenu mo y4yety
pabodero BpeMeHHW pPAaOOTHHKOB, 3aHATHIX BO BPEIHBIX U (MJIH) OIACHBIX
YCJOBUSX TPyAa, XpaHsATCs /5 JIET, €l JACJIONPOU3BOJICTBO 10 HUM 3aKOHYEHO
1o 1 saBaps 2003 roga, u 50 ner, eciau oHO 3aKOHUEHO Tocie 3Toi natbl. Cpok
XpaHeHHs] UcUHclgeTcs ¢ 1 sHBaps rojaa, CIEIYIOIIEr0 3a rojioM, B KOTOPOM
obopmItsICcs TaOEb.



