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1. O01mme moJ10KeHus

1.1. Hacrosimee IlonokeHne BBOAMUTCS C IIEIBIO CHCTEMAaTH3allMd Tpoiecca cOopa W 00paboOTKH
uHpopMaMu O 3arparax paboyero BpEeMEHH COTPYJHHKaMH [ 0CylapCTBEHHOTO  OIO/IKETHOTO
00111e00pa30BaTEIIBHOTO YUPEIKICHUS CpeHel 001eo0pa3zoBaTeIbHOM MKOJIbI Ne 322 dpyH3eHCKOTo palioHa
Cankr-Ilerepbypra (manmee — Illkoma) (Ha ocHoBanuum Ilpunoxenus Ne 5 k mpukasy MwuHHCTEpPCTBA
¢bunancoB Poccuiickoit ®eneparuu or 30 mapta 2015 1. Ne 52H).

1.2. TaGenp yuera wucnoab30BaHus padodero Bpemenu (. 0504421) (manee — Tadenn (¢p. 0504421)
OpUMEHsIeTCA Ul y4yeTa HCIOJIb30BaHUSI pPabouero BpEMEHU WM PErucTpalud pa3idyHbIX CIydyaeB
OTKJIOHEHHI1 OT HOPMaJIbHOTO HCIOJb30BaHUSl pabouero BpemeHH. BwiOop cmocoba 3amonnenus Tabens
(. 0504421) onpenenseTcs akTOM YUPEXKISHHS B paMKax (GOPMUPOBAHUS YYSTHOW TOIUTHKH YUPEHKICHHS.

1.3. JIna Benenns Tabens (¢p. 0504421) npukazom aupektopa Llkonbl Ha3HA4YarOTCS OTBETCTBEHHBIC
JIMIIA U3 YMCIIa COTPYAHUKOB [1IKOITBI.

1.4. B nomkHOCTHbIE O00S3aHHOCTHM pPaOOTHUKOB, OTBETCTBEHHBIX 3a TaOENbHBIA Y4eT, BBOJATCS
(GyHKIMU: KOHTPOJb (PAKTHMYECKOTO BpPEMEHH MpeObIBaHUS COTpynHUKOB lllkomel Ha pabore M BeneHHE
Ta0eNbHOTO y4yeTa C OTBETCTBEHHOCTHIO 3a NPaBUIBHOE OTpakeHHe B Tabene padodero BpeMeHU
COTPY/ZHUKOB M CBOCBPEMEHHOCTb IPEJICTABICHHS Tabessl Ha pacyer.

1.5. Tabens (¢. 0504421) oTkphIBacTCS €KEMECIYHO 3a 2-3 JHS JI0 Hadaja pacuyeTHOIo INepuoja Ha
ocnoBanuu TaGemns (¢p. 0504421) 3a mpoUUTBIA MECSII.

1.6. g ucnionueHus: 0053aHHOCTEeH pabOTHUK, OTBETCTBEHHBII 32 TaOENbHBIN y4YeT:

e BEJET y4YeT HITATHOTO COCTaBa COTPYIHUKOB,;

e Ha OCHOBAaHUHU JJOKYMEHTOB (IPUKA30B IO JIMYHOMY COCTaBY U OOIIKMM BOIMPOCAM) BHOCUT B CIHCOK
U3MEHEHHS, CBSI3aHHBIE C TIPUEMOM, YBOJIbHEHHEM, TIEpeMEIeHIEeM, N3MEHEeHUeM rpaduka paboThl, pa3psioB
KaTeropuii, Mpe10CTaBICHUEM OTITYCKOB H T. [I.;

e OCYIIECTBIIIET KOHTPOJb CBOCBPEMEHHOCTH SIBKM Ha pabOTy M yxoaa ¢ paboThl, HAXOXKACHUS Ha
paboueM MecTe COTPYAHUKOB C wu3BeuleHHneM aupekTopa llkossl O HesBKaxX, OIO3JaHUsIX,
MPEKICBPEMEHHBIX YXO0/1aX ¥ MPUYHHAX, UX BHI3BABIIIHX;

e KOHTPOJUPYET CBOEBPEMEHHOCTh IMPEIOCTABICHUS W MPABHIBHOCTh OGOPMIICHUS JOKYMEHTOB,
HNOJTBEPKIAIOMIMX TPAaBO COTPYIAHUKOB Ha OTCYTCTBHE Ha pabodyeM MecTe: JIMCTKOB O BpPEMEHHOM
HETPYAOCIOCOOHOCTH, CIIPABOK MO yXOIy 3a OOJIbHBIMH, MOAMKMCAHHBIX PYKOBOJUTEIEM YBOJIBHUTEIBHBIX U
Apyrux;

e TOTOBUT CHHCKH COTPYAHHKOB IJs HM3JaHMs TPHUKAa30B O paboTe B BBIXOAHbIE M Hepabouue
Mpa3AHAYHBIC THU.

1.7. B cnyyae HEBO3MOXXHOCTH BPEMEHHO HCHOJHATH OOSI3aHHOCTH IO BEACHUIO TaOeIbHOro ydera
Ha3HAUYEHHBIM COTpyIHUKOM, aupektop Ilkomsl myrem wm3manust [Ipwka3za Ha STOT MepHOA Ha3HAYAET
OTBETCTBEHHOT'O UCIOTHUTEISL.

1.8. Bce coTpynHuKH, B 00S3aHHOCTH KOTOPHIX BMEHEHO BeJCHHE TaOEIbHOTO y4eTa, B 00s3aTeIbHOM
HOpsi/IKE 3HAKOMSATCS ¢ HacTosuM [looskeHreM moJi pociuch.

2. IlpaBunJjia 3anoHeHHs TadeJist

2.1. Tabenp yueta paboyero BpeMEeHH BEJETCS B DJIEKTPOHHOM M OyMa)KHOM BapUaHTe.

2.2. llanee Tabenb B popmare Excel pacreyarpiBator Ha Oymare. [loamucaHHbIi Tabenb niepeaacTcs B
OyXraJaTepuio Ha XpaHEHHE.

2.3. Tabens conmepxkut BU3y mupekropa llkomisl: HamMmeHoBaHue moipkHocTH, D.U.O., moamuce, aary
MOIMTUCAHUSI.

2.4. K conepxaHuto Tabemst MPeIbsIBISTIOTCS CIIEAYIOIINE TPEOOBAHMS:

e JlaHHBIE O COTPYIHHUKAX BHOCATCS B Ta0ellb B CTPOTOM COOTBETCTBHM C HCIOJIHEHHUEM IITaTHOTO
pacriicanus LIkomsl.

e Ciucok paOOTHUKOB COCTaBJIseTCs B aj(aBUTHOM MOPsiIKe (IO MEepBbIM OyKkBaM (HaMUIINHN).

2.5. B Tab6ene (. 0504421) peructpupyroTcsi Ciiydad OTKJIOHEHHWH OT HOPMAJIBHOTO HCITOJIb30BAHHUS
pabodero BpeMeHHU, YCTAaHOBJICHHOTO MpPaBHJIAMU BHYTPEHHETO TPYAOBOTO pPACIOpSIKa, UIH (aKTUUECKUE



3aTrpaTbl paboyero BpeMeHu. B BepxHel MOJOBHHE CTPOKU MO KaxaAOMy paOOTHHKY, Y KOTOPOI'O MMENHCH
OTKJIOHEHUSI OT HOPMAJIBHOTO HCIIOJB30BaHUS pPabOYero BPEMEHHM, 3aIHUCHIBAIOTCS KOJUYECTBO ITHEU C
YCJIIOBHBIM 00O3HAaYCHUEM OTKJIOHEHWH, a B HIDKHEH — yCIIOBHbIE 0003HAUYCHMsI OTKJIOHCHHMH. B HUxHEH
YaCcTU CTPOKH 3aIMCBIBAIOTCS TAK)KE Yachl padOTHI B HOYHOE BPEMS.

2.6. Ilpu peructpauuu OTKJIOHEHHUH B Cly4yae HAIUYMs Y OJHOTO paOOTHUKA YUPEKICHHS JBYX BHJIOB
OTKJIOHEHUI B OJIMH JIeHb (TIEPHO/), HIDKHSS YaCcTh CTPOKH 3aIMCHIBACTCS B BUJE IPOOH, YHCIUTEIh KOTOPOM
— ycIoBHOE 00O3HaueHUE BUJA OTKIOHEHW, a 3HaMeHaredb — 4achl paldoTel. Ilpu Hamuuuu OGonee ABYX
OTKJIOHEHUH B 0/1uH JieHb Gpamuinst padotnuka B Tadene (¢. 0504421) nmoBTropsercs.

2.7. B Ccpoku, YyCTaHOBJICHHBIE TMOPSAKOM JOKYMEHTOOOOpOTa YUpeXIeHUs pPabOTHHKOM,
OTBETCTBEHHBIM 3a BeacHue Tadens (¢. 0504421), oTpakaercss KOJTUYSCTBO JHEH (YacOB) HESBOK (SBOK), a
TaKXe KOJIMYECTBO YacoB 110 BUJAM nepepaboTok (3amelienne, padboTa B pa3AHUYHbIE THU, pab0oTa B HOUHOE
BpeMs M APYrde BUIBI) C 3alMChI0 MX B COOTBETCTBYMoHmHe rpadnl. 3amonHenusii Tabens (¢. 0504421)
HONUCHIBACTCS JIMIIOM, Ha KOTOpOoe Bo3noxeHo BeneHue Tademns (¢. 0504421).

2.8. 3anonnenubrii Tabens (¢p. 0504421) m npyrue JOKYMEHTHI, MOAMHCAHHBIE OTBETCTBCHHBIMH
JOJDKHOCTHBIMU JIUIIAMH, B YCTAQHOBJICHHBIE CPOKM CHAIOTCS B OyXTalITEpPHIO Ul MPOBEICHHS PACUYETOB.
Ta6enb (¢. 0504421) wucmonsdyercs mas cocraBicHus PacuerHo-turatesknoit Bemomoctu (. 0504401)
(Pacuernoii Begomoctu (. 0504402).

2.9. Ilpu oOHapyKeHUU IIMIIOM, OTBETCTBEHHBIM 3a COCTaBJICHHE U TMpeicTaBieHue Tabens
(¢. 0504421), dakra He OTpakeHWS OTKIOHCHHWW WJIM HEIOJIHOTHI TPEJCTABJICHHBIX CBEIACHHWA 00 ydere
pabouero BpeMeHU (TpeAcTaBlieHUEe paOOTHUKOM JIMCTKA HETPYAOCIOCOOHOCTH, MpUKa3a (PacCHOpsKEHHS ) O
HampaBJICHUU paOOTHUKA B KOMaHIUPOBKY, NMPHKa3a (PacropsHKeHHs) O MPEJOCTaBICHUH OTIYCKa paOOTHUKY
U T.J., B TOM YHCJIE B CBSA3H C MO3/JHUM IPEICTABICHHEM IOKYMEHTOB), a TAKXK€ BBISABICHHBIX OMIUOOK, JIUIIO,
OTBETCTBEHHOE 3a coctaBieHue TaOems (. 0504421), o0s3aHO ydecTh HEOOXOIUMBIC H3MEHEHHS U
npencTaBuTh Koppektupyromuit Tabens (¢. 0504421), cocTaBneHHBI ¢ y4eTOM U3MEHEHUH B IMOPSJKE U
CPOKH, IPEyCMOTPEHHBIE JOKYMEHTOOOOPOTOM YUPEKICHUSI.

2.10. B ctpoke «Bun Tabens» yKa3blBaeTCsi 3HAUCHHUE «IIEPBUYHBINY», MPH MpeacTaBIeHUN Tadens
(¢. 0504421) c BHeCeHHBIMH B HETO W3MEHEHHSIMH, YKa3bIBACTCA 3HAYCHHE «KOPPEKTUPYIOMIUNY», IPH STOM
IIpU 3aroIHeHUH mokazarens «HoMmep KOppeKTUPOBKMY yKa3bIBACTCS:

— nudpa «0» mpocTaBiseTCs B caydae MPeACTaBICHUS JUIIOM, OTBETCTBEHHBIM 3a cocTaBiieHue Tabers
(. 0504421), nepuunoro Ta6ens (¢p. 0504421);

— 1 pbI, HAYMHAS C «1», MPOCTABISIOTCS COTJIACHO MOPSIKOBOMY HOMEPY KOppeKTupytomiero Tades
(. 0504421) (xOppeKTHPOBKH) 3a COOTBETCTBYOIIUI PACUETHBIH MEPHO/I.

2.11. Jlanuwsie koppektupyromero Tabems (¢.0504421) cmyxar ocHOBaHMEM /s Tepepacdera
3apa0OTHOI MIaThl 3a KaJeHJapHble MECSIbl, MPEAIIECTBYIOIINE TEKYILIEMY MECSIy HauUCIeHUs 3apa00THOM
TUTATHI.

2.12. TabGenp 3an0THSAETCS 32 TIEPUO/, 32 KOTOPBIN MPETyCMOTPEHA BhITIaTa 3apab0THOMN TIATHI.

2.13. Tlepuomsl 3amojHEHUS M CPOKM MpeAcTaBieHus B Oyxranteputo Tabenms (¢p. 0504421)
OTIPEICNAIOTCS aKTOM YUPEXKIEHHUS B pamMKax (OPMUPOBAHUS YYETHON MOTUTHKU YUYPEKICHHS B YacTd
rpaduka T0KyMEHTOO0OpoTa.

2.14. Jlannble o 3arparax paOouero BpEMEHH, BHOCHUMbBIE B JJEKTPOHHYIO 0azy, JOJIKHBI
COOTBETCTBOBATH JIAaHHBIM Ta0eIeH.

2.15. B Tabene He pa3pemiaTcs HUKaKUe UCTIPABICHUSI U JIOTIOJIHUTEIbHBIC TTOMETKH.

3. Iopsinok popMuUpOBaHHUS M NPeICTABICHUS TadeJsiei

3.1. He pexxe ogHOTO pasa B HEJEN0 paOOTHUK, OTBETCTBEHHBIN 3a TaOeNbHBIN ydeT, coOupaeT JaHHbIE
00 HCII0JIb30BaHNH Pab0UYero BpEMEHH.

[Ipu BbIXOME paOOTHUKOB B T€UEHHE paboueii CMEHbI OTBETCTBEHHBIM 3a BeleHHe Tabems Gukcupyercs
BpEMA BbIXOJa W BO3BpAIICHUA. Ecmu pa6OTHI/IK BbIXOJUJI HE IIO HpOPI3BOJICTBCHHOI71 HeO6XO)II/IMOCTI/I n
pabOTHUK HE OTHOCHUTCS K KaTreropuu A, BpeMs OTCYTCTBHS BBIYMTAaeTCd W3 OamaHca OTpaOOTaHHOTO
BpPEMCHH.

3.2. Bce omo3nanus U MpexIeBPEeMEHHbBIE YXObI ¢ padOThl (PUKCHUPYIOTCS OTBETCTBEHHBIM 32 BEICHHE
Tabens ydera pabouyero BpeMEHH W BBIYUTAIOTCA M3 OanaHca pabodero BpeMeHHU. VICKIIIOUeHHE COCTaBIISIOT
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pabOTHHKH, PUXOASIINE HA paOdOTy MO3KE WM paHbIIe yXOIIIue ¢ coriacus aaMuHuctpanuu Llkomsl, a
Tak)Ke pabOTHUKH, OTHOCSIIIHECS K KaTeropuu A.

3.3. JlaaHbBIC O CITy4asx OMO3JAaHHI, CAMOBOJBHBIX YXOJ0B C pabOThI HANpaBsItOTCA AupekTopy [IIKombI
OTBETCTBEHHBIM JIIIOM 32 BEJCHHE ydeTa Tadels padouero BpeMeHH B (OpMe aHATUTHYECKON 3aIUCKH O
HApYIICHUSIX paOOTHUKAMH PEKUMA TPYya U OTbIXa.

3.4. lannabple 00 MCIONB30BaHUH PAb0OYEro BPEMEHH 3aHOCSTCS OTBETCTBEHHBIMU 32 TaOCIbHBINA y4eT B
3JIEKTPOHHYIO 0a3y 110 15 u 28 umcna oT4eTHOrO MecsIa.

[Tpu 3amonnenun Tabens (¢. 0504421) npuMEHSIOTCS CIeAYIONMEe YCIOBHBIE 0003HAYCHHUS:

HaumenoBanue Kon HaunmenoBanue nokaszaresns Kon
MOKa3aTelst
Brixoaubie u HesBku ¢ pa3penienus
Hepabouue mpa3THUIHbIC B aJMUHUCTpAIIU A
JHU
Pabora B HOuHOE BpeMms H
Beinonuenue r Breixognsie no yuebe BY
roCyJapCTBEHHBIX
00s13aHHOCTEHN YueOHbIi TONMOJIHUTETBHBII
OTITYCK oy
Ouepennbie n 0)
JIOTIOJTHUTEILHBIE OTITYCKa
3ameleHue 3H
Bpemennas b
HETPYAOCIOCOOHOCTD, 3amena 3
HETPYJI0CTIOCOOHOCTH MO
6epeMeHHOCTI/I U polam Pabota B BbIXOHBIC U
Hepabouune mpa3JHUYHbIC THU PII
OTtnyck 1o yxony 3a OP
pedemKom C dakTH4ecKu 0TpabOTaHHBIE o
Yacsl cBepXypO4HOI Hacel
paboThI IT
IIporyibt
HH
Hessku o
HEBBISICHEHHBIM TTPUYHHAM
(1o BBISICHEHUS
00CTOSITENTBCTB)
Crnyxe6Hble KoMananpoBku K

VYupexxeHrue BIIpaBe CaMOCTOATEIBHO JIOMOJHITh NMPUMEHSEMbIE YCIOBHBIE O0O3HAYeHHS B paMKax
dbopMUPOBaHUS CBOEH YUETHON MOTUTHKH.
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