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HOJIOKEHHUE

0 Ta0eJIbHOM y4eTe pado4yero BpeMeHu
I'BIIOY MO «Komnemx «IlonMoCKOBBE»

r.0.CoJIHEeYHOTrOpCK



1. OO01ee moJiokeHue

1.1.Hactosimiee IlonmokeHune o TabenmbHOM ydeTe pabouero BpeMeHH (nanee -
[TonoxxeHue) sIBASETCA JOKaJIbHBIM HOPMATHMBHBIM akTOM B ['ocygapCTBEHHOM
OrOHKETHOM TIPO(PECCHOHATEHOM 00pa30BaTEIbHOM YUPEKICHUN MOCKOBCKON
obonactu «Komnemx «IlogmockoBbe» (nmanee - Komnemk) pa3paboTaHHOM U
MIPUHATOM B COOTBETCTBUU C TPYJIOBBIM 3aKOHOAATENBCTBOM (I71. 15, 16 TK PD),
npukazom Munduna Poccun ot 30.03.2015r. Ne 52H.

1.2. Hacrosmee IlomoxkeHue ompenenser MOPAIOK ydeTa pabodyero BpEeMEHH
pabotHukoB Komnemxka.

1.3. Hacrosmee IlonoxkeHue BCTyNmaeT B CHJIY C MOMEHTa €ro YTBEPXKICHHUS
nupektopom Komnemka u JgelcCTBYeT A0 BBEACHUS HOBOTO TIOJIOKEHHUS O
Ta0eIbHOM y4eTe paboyero BpeMeHHU.

1.4. Buecenne u3MeHeHUi B Hactosiiee [lonokeHue mpou3BOAUTCS MPUKA30M
JTUpEKTOopa.

1.5. lns Benenust TaOEIbHOTO yyeTa pabodyero BpeMEHU B OIpa3IEICHUSAX
Komnemka npukazoM AUPEKTOpa HAa3HAYAIOTCS OTBETCTBEHHBIC JIMIlA U3 YHUCIA
PaOOTHUKOB 3TUX MOAPA3CICHUN.

1.6. B momKkHOCTHBIE 00S13aHHOCTH paOOTHUKOB, OTBETCTBEHHBIX 3a TaOEIIbHbBIN
y4eT, BBOJATCS (YHKIMU: BEICHHE TaOEIbHOTO ydeTa C OTBETCTBEHHOCTHIO
3a MpaBWIbHOE OTpakeHHWe B Tabene paboyero BpeMeHU pPAOOTHUKOB U
CBOEBPEMEHHOCTh MPEICTABIICHHUS Ta0EIs Ha OTIaTy.

1.7. B ciy4ae HEBO3MOXXHOCTH HCIIOJHEHHUS OOS3aHHOCTEH TIO0 BEICHUIO
Ta0eIBHOTO y4eTa Ha3HAUYCHHBIM PabOTHUKOM, IpHUKa3oM aupekTopa Komemka
Ha OJTOT TIEpUOJ HA3HAYaeTCs] BPEMEHHO HCHOJHSIOMUNA O00SI3aHHOCTH
OTBETCTBEHHOTO IO BEJICHUIO TAOEIBHOTO yUeTa.

1.8. Bce paGoTHuKH, B OOS3aHHOCTH KOTOPBIX BMEHEHO BEIEHUE TaOEIbHOIO
ydeTa, B 00s3aTEIbHOM MOPSJIKE 3HAKOMSATCS ¢ HactosAmuM llonoxxkeHuem mon
POCHHC.

2. IlpaBuja 3anoJiHeHus TabeJist

2.1. TabGens yuera pabodyero BpeMeHU BEJETCS B AJIEKTPOHHOM U OYMa)KHOM
BapuanTax. Jlyug meneir ydera pabouero Bpemenu B Kosiemke ucmoib3yercs
dbopma Tabens, yrBepxkaeHHas mnpukazom Mwunbuna Poccum ot 30.03.2015r
Ne 52H (manee-tabens).

2.2. DIEKTPOHHBIN BapwaHT Talemsi BeaeTcss pabOTHUKAMH, OTBETCTBEHHBIMHU 32
tabenbHbld  yuer, B 0a3ze pganHeix [MC EMCBYAC CMETA c yuetom
CIIEAYIOIINX TPeOOBaHMIA:

2.2.1. B Tabene yuera pabouero BpeMEHU BBOJ JAHHBIX MPOU3BOAUTCS C
Pa3OUBKOM MO JTHSM.

2.2.2. Bce Bunbpl pabouero BpeMeHu (oOuiee oTpabOTaHHOE BpeMs,
0TpabOTaHHBIE HOYHBIC, CBEPXYPOUYHBIC YaChl) YKA3bIBAIOTCS B €AMHOM TaOeIIe IS
Ka)KJI0T0 TOJIpa3IeieHHUs.



2.2.3. B rpade «mara popmupoBaHUS JOKyMEHTa» Tabens ydera pabodero
BPEMEHU CTaBUTCS YMCIO OTYETHOTIO MEcCsIa: MmepBasi MoJIOBUHA Mecsiia 10 13
YyHCJIa U UTOTOBBIN JI0 25 yncina.

2.2.4.TaGenb, BHeceHHbld B anekTpoHHyl0 0azy I'MIC EMCBYAC CMETA,
MPOBOJIUTCS HEMOCPEICTBEHHO PAOOTHUKOM, BHOCUBIIIUM JIJAaHHBIE.

2.3. PaboTHUKM, OTBETCTBEHHbIE 3a TaOENbHBIN YYET, 3aMOJIHAIOT Tabenb B
dopmare Excel u pacneuarsiBaioT ero B OymaxxHom Bapuante. [loamucanHbii
TabeNb MepeacTcs B MIEHTPATM30BAaHHYIO OYXTalTEPHIO HAa XpaHCHHUE.

2.4. Tabenb COMEPKUT MOAMUCH paOOTHUKA, OTBETCTBEHHOTO 32 €T0 BE/ICHUE,

(B HWKHEM JieBoM yriy). [loamumch OTBETCTBEHHOTO pabOTHHKA COJICPIKAT:
HAaMMEHOBAaHHUE JIOJDKHOCTH, TOJIHUCH, TMOJHAS pacim@poBKa TOINUACH, ATy
MO CAHMS.

2.5. K copepxanuro Tabens MpeabaBIsSIOTCS ClIeaAyIOe TpeOoBaHus:

2.5.1. Jlannbie 0 pabOTHHKAX BHOCSATCS B TaOENb B CTPOTOM COOTBETCTBUH C
WCITOJIHEHUEM IIITaTHOTO PACTIMCAHUS TOPA3/ICICHHUS.

2.5.2. PaboTHMKH, HAXOSAITHECS B OTITYCKE IO YXOY 3a peOCHKOM B BO3pacTe

no 1,5 unnm 3 jet, B TaOCIb BHOCSTCS.

2.5.3. Criicok pabOTHUKOB COCTABIISIETCS B alipaBUTHOM MOPSIKE (IO MEPBHIM
OykBaM (hamMuIInn).

2.5.4. B rpade 1 3anuceiBaeTCs NOJHOCTBIO (hamuiius, uMs, oTaecTBo. [Ipu

ATOM, TIIATEIBHO BEIBEPSAETCS Hanmucanue haMuiInu, IMCHHU B OT49ecTBa. B ciydae
CMEHBI (DaMIJINH, UMEHHU, OTYECTBA, HOBBIC JAaHHBIC BHOCATCS B TaOENIb TOJBKO
MIOCJIC U3/IaHUSI OTIEIIOM KaJIpOB COOTBETCTBYIOIIETO MPHUKa3a O BHCCCHUH
W3MCHEHUH B yUETHBIC TOKYMCHTHI.

2.5.5. B rpade 2 npocTtasisieTcs: TabeIbHBINA HOMED.

2.5.6. B rpade 4 ykaspiBaeTCsi JOJDKHOCTH PaOOTHHMKA B CTPOTOM
COOTBETCTBHUH CO IITATHHIM PACITUCAHUEM.

2.5.7. SIBku (HesiBKM) yKa3biBatoTcs B rpadax 5-19 u 21-36. B rpadax 5-19

u 21-36 BBIIEISIOTCS MO JBE CTPOKM Ha KaXAYyH MOJIOBMHY Mecsna. [lepBas
CTpOKa TMPUMEHSIOTCS I 3alUCH MPOAOIKUTEILHOCTH OTPaOOTAaHHOTO WIIU
HEOTpaOOTAaHHOTO BpeMEHHU (B yacax, C TOYHOCTBIO JIO0 JECATHIX JOJIeH yaca),
a BTOpasi - 10 COOTBETCTBYIOIIMM KOJIaM 3aTpaT padodyero BpPEMEHHU Ha KaXKIyIo
JIaTy OTMETKH.

2.5.8. B rpadax 20 u 37 yka3pIBaeTCsi COOTBETCTBEHHO OOIIEe KOJIMYECTBO JHEH U
4acoB, OTPaOOTaHHBIX PAaOOTHUKOM B MEPBYIO MOJIOBUHY Mecsia ¢ 1 o 15 uucio
MeCsI1a BKITFOYUTEIBHO U 32 MECSIII.

2.5.9. B rpadax ykaspiBaeTCsi KOJMYECTBO JHEH M 4YacoB, OTPaOOTAHHBIX
pabOTHUKOM B BBIXOJHBIC W HepabouWe Mpa3aHWYHBIC THU COTJACHO IPHKa3am
JTUPEKTOpPA B TCUCHUE MECHIIA.

2.5.10. B rpadax yka3pIBaeTCsl KOJWYECTBO JTHEH OTPaOOTAaHHBIX PAOOTHHUKOM
B KOMaHJIMPOBKE B TEUCHUE MECHAIIA.

2.5.11. B npennpa3gHuyHbIC JTHH MPOAOJDKUTEIBHOCTh pabodero JHS IS
pabOTHUKOB C MOJHBIM PabOYUM JHEM COKpaiaercs Ha 1 Jac.

2.5.12. Tlpu HeoOXOAMMOCTH OpraHu3aluu pabOThl B  BBIXOJHOW WU
HepabouMil Mpa3MHUYHBIN JIEHb W3/Ia€TCS COOTBETCTBYIOIIMMA TMPHUKA3.



OtpabotanHoe B HepaOOuMil Mpa3gHUYHBIN WM BBIXOJHOW J€Hb BpeMs
yKa3bIBaeTcs B Tabelie B CTPOTOM COOTBETCTBUHU C MPUKA30M JIUPEKTOPA.

2.5.13. Pabora B BBIXOJHOM (HepaOouMii Mpa3gHUYHBIN) J€Hb MPOU3BOJAUTCS B
COOTBETCTBUM € ToJiokeHHeM «OO0 ormiare Tpyaa paOOTHUKOB

KOJuIe[Ka» B JBOMHOM pasmepe. [lo xemanuto paboTHHKA, pabOTaBIIETO B
BBIXOJJTHOM WM  HepaOoOuyud Mpa3AHUYHBIA  JI€Hb, €My MOXET OBITh
MPENIOCTaBIICH APYTroi JeHb OTIbIXA.

2.5.14. Ilpu coBnageHNH MPa3gHUYHOTO U BEIXOJHOTO JHEH , BBIXOIHOM

JICHb TIEPEHOCHUTCS B COOTBETCTBUHM C NOJIO)KeHUEM cTaTthul TK PO.

2.5.15. IlpuBneuenne pabOTHUKOB K CBEPXypOUYHOU pabOTEe, a TakkKe K
paboTe B BBIXOJHOHN (HepaOOuui TMpa3IHUYHBIA) AEHb JOMYCKAETCS TOJBKO C
NUCBMEHHOTO corjacus pabOTHHMKA B ciydasx, npeaycMoTpeHHbix TK P®, u
odopmiisieTcsi mpukazoM. PaboThl, HE OQOpMIICHHBIE HaJJICKAIUM 00pa3oM, B
Tabesie He OTPAXKAIOTCS U OIJIaTe HE MOJIekKaT.

2.5.16. OT4eTHBIM TIEPUOJOM [JIsi y4yeTa B Taleje pabouero BpeMEHHU
YCTaHABJIMBAETCS OJMH KaJICHJAPHBIM Mecsl] (C MEepBOro MO IOCIEAHEE YHUCIIO
BKJIIOUHTEIIBHO).

2.5.17. OTtnycka (exeroaHbple U aIMUHUCTPATUBHBIC), OOTHLHUYHBIE JIUCTHI
MIPOCTABJIAIOTCS HA BCE KaJICHAAPHbIE IHU, BKJIIOUasl BBIXOJIHBIE (32 UCKIIIOUEHUEM
Mpa3THUYHBIX JTHEH).

2.6. Haumcnenme  3apaboTHOM  TaThl  paOOTHWKAM  MPOW3BOJIUTCS
LHEHTPAIIM30BaHHOW OyXraiarepueid Ha OCHOBaHMM Talenel ywera pabouero
BpEMEHHU, BHECEHHbIX B anekTpoHHylo 0azy [HMC EMCBYAC CMETA
pabOTHUKAMU TOApa3IeICHHIA, OTBETCTBEHHBIMH 32 TaOCIHHBIN yUeT.

2.7. lanaple 0 3aTparax pabodyero BpeMEHH, BHOCHMBIE B JJICKTPOHHYIO
06azy IUC EUCBYAC CMETA, nomkHBl COOTBETCTBOBATh JaHHBIM TabOeleH,
CIaHHBIX OTBETCTBEHHBIMH pAa0OTHHUKAMU B pacreyaTaHHOM BHJIC.

2.8. B Taberne He pa3pemarTcss UCIIPABICHUS U IOTIOJTHUTEIbHBIC TTOMETKH.

3. Iopsinok popmupoBaHus U NpeacTaBiaeHus Tadesel

3.1. Tlpoxom B oOpa3oBaTeIbHOE VYUPEKACHUE OCYIICCTBISIETCS IyTEM
IpeIbsABICHUS MPOITycka Ha MPOXOJHON M 3alHUCBIO B KypHaJe O MPUOBITUU U
yObITHH pabOTHHUKA, a TAK)KE TIPU KaXKIOM BXOJIE M BBIXOJIE U3 3AaHMS.

3.2. Hauano pabouero BpemeHu yctanaBnuBaercs [IpaBuiaMu BHyTpeHHETO
TpynoBoro pacnopsigka Komnemxka. K Hauvany pabouero Bpemenu PaboTHHK
00si3aH HaxOAUTCA Ha pabodyeM MecTe M MPUCTYNUTh K pabore. B ciyuae
npuxoja paboTHHKa Ha pabodee MecTO MO3Ke ycTaHoBIeHHoro IIpaBumamwu
BHYTPEHHETO TPYIOBOTO pACIOpSIKa BPEMEHH, pPabOTHHK 00s3aH B TOT XKe
pabGounii J€Hb MPEIOCTaBUTh HETOCPEICTBEHHOMY PYKOBOUTEIIO
OOBSICHUTENBbHYIO 3alUCKy C MOSICHEHHWEM MpuYuH ono3aanus. [lpuxon
paboTHHKa Ha pabodee MECTO MO3KE ycTaHOBJIEHHOTO [IpaBmiamu TpynoBOro
pacrnopsiika BpeMeHH, 0€3 yBaKUTEIbHBIX MPUYMH, W/WIK HEOJHOKpaTHBIE
cllydad OMO3JaHMs K Hayalxy pabodero AHS SBIAIOTCS HapylIeHHEM TPYJIOBOU
JUCHMIUIMHBL M MOTYT TOBJIEYb AMCHUUIUIMHApHOE B3bIcKaHUE. OTCyTCTBUE



paboTHuKa Ha paboueM MecTe 0€3 yBaKUTEIbHBIX MPUYUH B TEUEHHE BCETO
BpEMEHU paboyero JHA HE3aBHUCHUMO OT €ro MPOJOJIKUTEIBHOCTH, a TaK ke B
cillydae OTCYTCTBUA Ha pabodyeM MecTe 0e3 YBaXUTEIbHBIX MNPUYMH OoJiee
YeThIpEX YacOB MOJAPS] B T€UeHHE paboyero JHA cuutaercs nporyiom. [Iporyn
— rpy0oe HapylieHue paOOTHUKOM TPYIIOBBIX

00s13aHHOCTEH U MOKET MOBJICUb HATOKEHUE TUCHUIIITMHAPHOTO B3bICKAHUS, B TOM
YuCJie YBOJIbHEHUE PaOOTHUKA B COOTBETCTBUHU cO cTaTtheit 81 TK PO.

3.3. B kaxaom oOpaszoBatenbHOM  mnozapazaeneHuu Komnemxa Benercs (B
JJIGKTPOHHOM U OyMaXHOM BHJax) Tabenp yuyera pabodyero BpPEMEHHU IO
dbopme, yrBepxkaeHHON npukazoM Mundura Poccun ot 30.03.2015r. Ne52H.

3.4. JIumo, OTBETCTBEHHOE 3a BeJleHHE TaOeIbHOIO yueTa B MOApa3AeICHIH:

- BEJIET y4YeT IITATHOTO COCTaBa PaOOTHHUKOB IOAPA3/ICICHUS;

- KOHTPOJHPYET CBOEBPEMEHHOCTh SIBKM Ha paboTy M yxoma ¢ paboThl,
HaXOXJEHUsI Ha paboyeM MecTe pPaOOTHHUKOB MOJPA3/IETICHUS B COOTBETCTBHUU
c rpadukamMu pabOTHI (CMEHHOCTH);

- PErucTpUpyeT U IEpelaeT Ha COrJacOBaHHWE PYKOBOAMTEIIO MOJAPA3/ECIICHUs
3asiBJICHUS] paOOTHUKOB Ha TMPEAOCTaBIEHHWE OTIMYCKOB, JOMOJIHUTEIbHBIX
BBIXOJIHBIX JIHEH M T.N. U OOECHEeYMBaeT IMOCIEAYIOUIYIO Mepenady yKa3zaHHBIX
3asiBJICHUN B OTJEN KaJIpOB,

- YBEJAOMJISIET PYKOBOAMTEINS TOJpa3JeieHUus O HEsSBKaX, OIMO3JaHUAX U
MIPESKICBPEMEHHBIX YX0/1aX paOOTHUKOB 1O HEM3BECTHBIM ITPHUYUHAM;

- KOHTPOJHUPYET CBOEBPEMEHHOCTD MPEIOCTABICHUS PAOOTHUKAMU JOKYMEHTOB,
MOATBEP)KIAIONINX YBAKHUTEIbHBIC MPUYUHBI MX OTCYTCTBHSA Ha pabodyeM MecTe
(JTMCTKOB BPEMEHHON HETPYIOCTIOCOOHOCTH, CIIPABOK M T.J.), C MOCIEIYIOIIEH X
perucTpanueii u nepeaadel B OTeN KaJIpoB.;

-o0ecreunBaeT O3HAKOMJICHHE pPAaOOTHUKOB C TMpPHUKa3aMH AUPEKTOpa IO
JMYHOMY COCTaBY U OCHOBHOM JI€ATEILHOCTH;

- Ha OCHOBaHUWU MPUKA30B O MPUEME, IIEPEBO/IE, YBOJIbHEHUN PAOOTHUKOB BHOCHUT
COOTBETCTBYIOIINE M3MEHEHUs B OJlaHK Tabens yueta pabodero BPEMEHH;

- B YCTAaHOBJIICHHOM TMOpSAKE BeneT Taleiab yuyera pabodyero BpeMEHU
COOTBETCTBYIOLLIETO TOJpa3felieHuss U O00ecleunBaeT €ero CBOEBPEMEHHYIO
nepenavy B OTJEN KaJpoB.

3.5. B cnydae usmeHenus (aMuiiuu, UMEHH, OTYECTBA PAOOTHHKA HOBBIC
JaHHBIE BHOCSTCS B Tabelb Ha OCHOBAaHWHU MpPHKa3a O BHECECHUH H3MEHEHHIA
B YYETHBIC JOKYMCHTHI.

3.6. IIpu mepeBose paboTHHKA B Ipyroe 00pa3oBaTeIbHOE MOapa3IeTICHIE

WIA YBOJIBHCHUU B TEUEHHE OTUETHOTO MeCsIa CBEICHHs O JTaHHOM paOOTHHUKE
UCKJTIOYArOTCs W3 Tabemns mojapasleneHus co cleayromero mecsma. OTMeTKH
O SBKaxX W HEABKaXx Ha pabOTy MEpPEeBEACHHOTO WM YBOJIEHHOTO PaboTHHKa
BHOCSTCA B TaOenb MOApa3AeliCHUs, C MEePBOTrO IO TMOCJIEIHUA JIeHb pabOTHl B
KOHKPETHOM TOJIpa3ie/IieHUH B TEUEHUE OTYETHOTO MecsIla.

3.7. JIns cBOEBpEeMEHHOrO pacyeTa 3apaOO0THOM IJIaThl YBOJBHSIOIIETOCS
pabOTHHKA HAa HETO 3aIOJIHAETCS OTACIbHBINA Ta0eNb, B KOTOPOM MPOCTABIISIIOTCS
OTMETKH O SIBKaX W HESBKaxX Ha paboTy JaHHOro pabOTHUKA C TMEPBOTO YHCIA
TEKYIIEro Mecslla Mo TMOCJIeIHUNA padoumii JeHb (BKIOUUTENbHO). Tabenb Ha



YBOJIBHSIIOIIETOCS paOOTHHKA mepefaeTcss B OTAen KaapoB He mosgHee 10.00
nocjenHero pabodero AHs JaHHOTO pabOTHHUKA.

3.8. PykoBoauTenu CTPYKTYpHBIX MOJpPa3/eleHUN CBOCBPEMEHHO COOOLIAIOT B
OTAEN KaJpoB 00 OTCYTCTBUU pabOTHUKA Ha paboyeM MecTe, B TOM YHUCIIE B JICHb
yXoJ1a Ha OOJBHUYHBIHN JIUCT U B IEHb BBIXOJA COTPYIHHKA Ha paboTy.

3.9. OTBeTcTBEHHBIE 3a TAOEIBHBIN yUeT U (OpMUpOBaHUE Tabels yueTa pabodero
BpPEMEHHU MepeIaloT JOKYMEHT B OyXranTepuio 2pa3a B MECSIL:

-13 yncna Tekymero Mecsa, Npu 3ToM Tabesb 3ar0JIHEH M0 COCTOSHUIO Ha 13
YHCII0 TEKYLIEro Mecsua

- He mo3gHee 25 yMcia TEKYLIEro Mecslia, MpU 3TOM Taleslb 3alojHEH 10
COCTOSIHUIO Ha 25 YHCII0 TEKYIIEro MecsIa.

4. YcJoBHBIC 0003HAYECHUSA

BrixoiHbIe ¥ HEpaboure Mpa3THUYHbIC THU -B
BrinonHenue roco0s3aHHOCTEH -I
Yacsl cBepXypo4HO pabOThI -C
OuepenHble U TOTIOTHUTEIBHBIE OTITyCKa -0
HesiBku ¢ pazpelieHus aJMUHACTPAIIUU -A
Y4eOHbIN JOMOTHUTENBHBIA OTITYCK -0y
CnyxeOHble KOMaHANPOBKHU -K
BonabHuYHbBINA 0€3 TOKyMEeHTa - ba
BpemenHsblil nepeBos - Bn
JloHOpCcKue nHH - n
KomanaupoBka (Tabenn) - KT
Kopmiienne - Kp
PaboTa B BBIXOAHOWM/TIpa3IHUYHBIN JCHb - P11
dakTUyecKu 0TpaOOTaHHBIEC YACHI -
PaGoTta B HOUHOE BpemsI -H
Bpemennas HeTpy10clIOCOOHOCTD, HETPYAOCTIOCOOHOCTD

1o 0EpeMEHHOCTH U POJIaM -b
OTmyck 1mo yxojy 3a pe0eHKOM -OP
HesiBky 110 HEBBISICHEHHBIM MTPUYHHAM

(10 BBIICHEHUSI OOCTOSITEIHLCTB) - HH
JlonomHuTENbHBIE BEIXOIHBIE 0€3 OIJIaThl) - HB
Jucnancepusanys -
Hepabounii ortaunBaeMblii 1€Hb - HOJA
OtcTpaHenue ot paboThl (HEJOMYIIEHUE K paboTe)

0e3 oIIaThI - Hb
Baxkmunamms - BAK
[IpuocranoBiieHNE JOTOBOpPA - I

Hauansnuk otnena xkaapos Bapakca E.N.
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