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1. O0mue moJ1o:KeHus

1.1. Hacrosimiee mnosjokeHue o TabenpHOM ydeTre pabouero BpeMeHH (npanee —
[Tonoxxenune) pazpaborano B coorBercTBuu ¢ TpynoBbim Kogexcom P® u sBusercs
JOKaJdbHBIM HOpMaTUBHBIM akToM MOY «COII Ne 49y (nanee — Illkona),
perIaMeHTUPYIOIIUM MOPAJOK yueTa pabodyero BpeMeHu paboTHUKOB LIIKkoibl.
1.2. TlonoxeHWe BCTyHaeT B CHIYy C MOMEHTAa €ro YTBEPXKACHHUSA IPUKA30M
JUPEKTOPA IIKOJIBI U ICCTBYET IO BBEAECHUS HOBOT'O MOJIOKEHHS.
1.3. Buecenue wnsmeHenui B [losokeHne npoM3BOAWTCA HA OCHOBAHWM IIPUKA3a
nupekropa Lkounsr.

2. OTBeTCTBEHHBIN 32 Ta0CJBHBIN y4eT pado4ero BpeMeHu
2.1. JIna BemeHus TaOeNbHOrO y4yeTra pabdoyero BpPEMEHU  IPUKA30M
nupekTopa [lIkosbl Ha3HavaeTcss OTBETCTBEHHOE JULO (Hanee — OTBETCTBEHHBIN
pabOTHHK), KOTOPOE€ HECET OTBETCTBEHHOCTh 3a JIOCTOBEPHOCTh CBEJEHUH,
OTpaXEHHBIX B Ta0esie, | 3a CBOEBPEMEHHYIO clady Tadeins [lIxosbr B
LEHTPAIM30BaHHYIO OYXTaJITEPUIO.
2.2. OO6sa3anHoctd OTBETCTBEHHOTO pPa0OTHHKA I10 BEACHHIO TAaOEIbHOrO yuera
paboyero BpEeMEHH OMNPENENSIOTCS JOKHOCTHOM WHCTPYKLUMEH, SBISIOIEHCS
IPUIIOKEHUEM K €r0 TPYA0BOMY A0roBopy. OO0s13aHHOCTH IO BEIEHUIO TaOEIBLHOTO
ydera pabouero BpeMeHU MOTYT ObITh BO3JIOKEHbI Ha OTBETCTBEHHOIO pabOTHHKA
B MOPSIAKE COBMENIEHUSI JOJDKHOCTEW c ydyetom crarted 60.2, 151 Tpynosoro
Kojaekca PO.
2.3. B nomxuocTHBIE 00s3aHHOCTU OTBETCTBEHHOTO PAOOTHUKA BXOJIUT:
2.3.1. KoHTpoiab  CBOEBPEMEHHOCTHM  SIBKH  PAOOTHUKOB  CTPYKTYPHOIO
nojpas3feyaeHus Ha paboTy U yxoaa ¢ paboThl, uX (GAKTUYECKOr0 BpEMEHU
npeObIBaHMUs Ha pabodyeM MecTe B pabouee BpeMs C U3BEHICHHUEM PYKOBOJUTENS
MO/pa3/IeNICHUs O HesIBKaX, OMO3AaHMIX, TPEKIECBPEMEHHBIX YX0/1aX.
2.3.2. KoHTpoib CBOEBPEMEHHOCTH IIPENICTABIICHUS PAOOTHUKAMU JTOKYMEHTOB,
HNOJATBEPKIAIOUINX YBaXXUTEJIbHbIE MNPUYMHBI HUX OTCYTCTBHS Ha paboueM MecTe
(JIMCTKOB HETPYAOCIOCOOHOCTH, 3asIBJICHUN Ha OTITYCK M MHBIX JOKYMEHTOB).
2.3.3. Benmenue TabenpHOro yuera pabouero  BpeMEHH  paOOTHHKOB
Y CBOEBPEMEHHOCTh TpeacTaBieHuss Tadens B llIkombl B LEHTpaTu30BaHHYIO
OyXrajaTepuro.
2.3.4. CBoeBpeMEHHOE BHECEHHE B Tabenb yyera pabodyero BpEMEHU HU3MEHEHUH,
B TOM YHCJI€ CBSI3aHHBIX C IIPUEMOM, TEPEBOJOM, YBOJbHEHHEM pPAOOTHUKOB
CTPYKTYPHOT'O MOpa3eieHHUS.
2.4. Ilpu ocymectBienun TabenbHOro yyera OTBETCTBEHHBIH pPaOOTHHK
pykoBoacTByercss TpynoBeiM  KojekcoM P®, VkazaHusMu 10 IPUMEHEHUIO
U 3al0JIHEHUI0 (pOpM MEPBUYHOM YUYETHOW AOKYMEHTALMHM IO YYeTy TpyJla H ero
OIUIaThl, YTBEPKACHHBIMU MOcTaHoBieHHEeM ['ockomcraTta Poccum ot 05.01.2004
Ne 1, IlpaBuiiamu BHYTPEHHEro TpyAoBoro pacnopsigka I[lIkonbl, CMEHHBIMU
rpagukamMu paboThl, HacTosMM [lomoskeHuem, JOHKHOCTHONM WHCTPYKITUEH,
aTakkKe  JAPYTMMH  JIOKYMEHTaMH,  HEOOXOJUMBIMU I KOPPEKTHOTO
Y CBOEBPEMEHHOT0 y4eTa pabouero BpeMeHU pabOTHUKOB.
2.5. Bcaywae BpeMeHHOro otTcyTcTBUsS (OTBETCTBEHHOTO pPAaOOTHHKA €ro
00513aHHOCTH BO3JIaratoTCsi Ha Apyroro paboTHHUKA MpuKa3oM aupektopa LIkombl.



2.6. PaboTHUKHU, TPyAOBble OO0S3aHHOCTH KOTOPBIX CBSI3aHBI C y4eTOM pabouero
BpeMeH:u paboTHUKOB IIIKoJbI, MOKHBI OBITH O3HAKOMJIEHBI ¢ [lojokeHnem mon
MOJIITHUCH.
3. Buabl yyera pabouero BpeMeHH

3.1. BMOY «COI Ne 49y npumeHsieTcs MOACHHBIA WIM CYMMHPOBAHHBIA y4eT
paboyero BpeMEHH — B 3aBUCUMOCTU OT YCTAaHOBJIEHHOTO pabOTHUKY peKuMa
pabouero BpeMeHU U BpEMEHHU OT/IbIXa.
3.2. TlpumeHeHrEe CYMMHUPOBAHHOTO yuyeTa pabodero BpeMEeHH, pexuma padoydero
BpEMEHU U BpeMeHHM oTabixa paboTHukoB Illkonsl ompenenserca IlpaBunamu
BHYTPEHHET0 TpyJoBoro pacrnopsiaka Illkonbl, rpagukamMu CMEHHOCTH, a JIs
PabOTHUKOB, y KOTOPBIX peXKUM pabouero BpEMEHU OTJINYACTCS
oT ob61eycranoBiaeHHoro B [1Ikose, — TpyA0BBIMU JOTOBOPAMH.
3.3. IIpu nogeHHOM yueTe pabouero BpeMeHHU NMojAcueT (PakTHuecKu oTpabOTaHHbBIX
PaOOTHHUKOM YacOB POU3BOJIUTCS €KETHEBHO.
3.4. Ilpu cyMMUpPOBaHHOM Yy4YeTe pabouero BpeMeHU mojcueT (HaKTUYECKU
OTpa0OTaHHBIX PAOOTHUKOM YaCOB 3a YUETHBIA MEPUOJ MPOU3BOAUTCS €KETHEBHO
Y HapacTaroUMM UTOTOM CYMMAapHO 3a YYE€THBIN NEPHO/I.
3.5. CaepxypouHasi pa0oTa MOJJICKHUT pErucTpanuu B Tabene ydera padbouero
BPEMEHH B MOPsIIKE, TpeaycMOTpeHHOM TyHKTOM 4.9.3 [lonoxkeHus.

4. Ilopsaok 3anmotHeHUs Tadess yuera padouero BpeMeHn
4.1. Tabenp yuera pabodero BpeMeHH (majee —  Tabenb)  BeEJETCS
no yauduimpoBanHnoit popme T-13, yTBepxkaeHHON nocTaHoBIeHUEM ["ockomcTaTa
Poccun ot 05.01.2004 Ne 1, Ha 6ymMa>kHOM HOCHTEIIE.
4.2. CeneHusi B TaOellb BHOCSTCSA TOJBKO Ha OCHOBAaHMHM HAJJIeXKaIUM 00pa3oM
O(OPMJICHHBIX JIOKYMEHTOB, B YaCTHOCTH: TMPUKa30B (0 mpueMe Ha padory,
nepeBojie, KOMaHIUPOBKE, 00 OTIYCKE, O CBEpXYpOUHOM paboTe, 00 M3MEHEHHH
damunun), JMCTKOB HETPYJI0CIOCOOHOCTH, CIIPaBOK O BBIMOJHEHUU
rOCYJIapCTBEHHBIX UJIM OOIIECTBEHHBIX 00SI3aHHOCTEH.
4.3. OTBeTCTBEHHBIN pabOTHUK (opMHpyeT Tadenb B JIBa pa3a B MECSI: 3a NEPBYIO
MOJIOBUHY OTYETHOTO NEPHOJA M UTOTOBBIM TalOeab 3a BECb OTYETHBIA MEPHO/I.
OTYeTHBIM TEPHOJOM, 3a KOTOPBIA MpPEACTaBISEeTCS Talenb, SBIAETCS OJHMH
KaJICHJAPHBIA MECSIL C MIEPBOTO MO MOCIEAHEE YUCIO BKIFOUUTEIBHO.
4.4. B rpape «Homep mokymeHTa» Tabesnss MPOCTABISIETCS MOPSIKOBBIN HOMED,
Ha4YMHAas C IEPBOTO, UCTIOIB3YETCS CKBO3HASI HyMepaIlus.
4.5. Brpade «J/lata cocrtaBieHus» ykaszbiBaeTcs aara (GOpMHUpOBaHUs Tabes,
COOTBETCTBEHHO, 3a MEPBYIO MOJIOBUHY OTYETHOTO MEPUOJAA WM 32 BECh OTYETHBIN
nepuos.
4.6. B rpade 1 «Homep mo mopsiiky» Tabemnst UCIOJIb3YeTCsl CKBO3HAs Hymepauus,
MIPOCTABJISIFOTCS TOPSJIKOBBIE HOMEPA, HAYWHAS C TIEPBOTO.
4.7. B rpade 2 «PamMunusi, MHULIUAAIBI, JOHKHOCTD (CIEHAIBHOCTD, MPOodeccus)y
Tabesst MOCTPOUHO MEePEUUCTISIOTCS PAaOOTHUKU B aj(haBUTHOM TOPsAKE (11O MEPBBIM
OykBam (pamumnuit). J[oKHOCTh paOOTHHKA YKa3bIBAE€TCS B CTPOIOM COOTBETCTBUU
co mTaTHbIM pacniucanueM LlIkosnbr.
4.8. B rpade 4 «OTmMeTKH O sIBKaX M HESBKAxX Ha pabOTy MO YKcaM MeEcCsIa» Tadens
(manee — rpada Neo 4 Tabenst) OCYIIECTBISETCS €KEIHEBHBIM YyueT pabodero
BPEMEHH KaXI0ro pabOTHUKA C IPUMEHEHUEM YCIOBHBIX OyKBEHHBIX 0003HAYEHHI



(kooB), TpHUBEACHHBIX B yHUuIMpoBaHHOW ¢opme T-12, yTBepxkICHHOI
noctaHoBieHueM  ['ockomcrata  Poccum o1 05.01.2004  Ne 1. Ecnu
B yHHUpUIMpoBaHHOW (opme T-12 ams peructpupyembix B Tabene CciaydyacB
HE TPEyCMOTPEHbl KOABl — TMPUMEHSIOTCA KOJBI, YTBEPXKACHHBIC MPHUKA30M
nupekropa Lkonsr.

4.9. VYdyer pabouero BpemeHu BTpade No4 tabens TPOU3BOAUTCSI METOIOM
CIUIOLITHOM PErucTpaliiy SIBOK U HESBOK:

4.9.1. BBepxuer ctpoke rpadpl Ne 4 taGens mpocTaBisieTcss OYKBEHHBIM KOJI,
a B HUOKHEH CTpoke — (haKTHUYECKH OTpabOTaHHOE paOOTHUKOM BpeMsl B Hacax
U MUHYTaXx.

4.9.2. OTkIOHEHUS B BUJIE HESBOK, YYET KOTOPBIX BeNETCA B AHSIX (OTIYCK, THU
BPEMEHHOM  HETPYJIOCHOCOOHOCTH,  CIy>K€OHble  KOMaHIUPOBKH U UHBIE),
OTpaXaroTCsl IyTeM TMpOCTaBJIEHUS B BepxHeW cTpoke rpader  Ne 4 tabens
OYKBEHHOTO KOJa, 3 HUJKHASI CTPOKA HAa3BaHHOM rpadbl OCTAETCs MyCTOM.

4.9.3. OTKJIOHEHHUSI B BUJI€ CBEPXYPOUHBIX YaCOB PabOTHI B Tabene Mo OTIAEIbHBIM
OYKBEHHBIM KOJIOM HE PETHCTPHUPYIOTCS, a YKa3bIBaIOTCS B paMKax (HaKTUICCKU
0TpabOTaHHOTO paOOTHUKOM BPEMEHH 3a JICHb (CMEHY).

4.9.4. Ilpu Hamuuuu y paOOTHUKA OJIHOTO WJIM HECKOJIbKHUX BHJIOB OTKJIOHEHUH
B OJIVH JIeHb (HampuMep, CMEHa, YaCTUYHO MPUXOJAIIAsICs HAa HOYHOE BPEeMs, WU
KOMaH/IUPOBKA, B IEPUOJ KOTOPOH pabOTHHMK 3a0o0Jiel) B BEpXHEH CcTpoke rpadpl
Ne 4 tabens IPOCTABJISIOTCS 4yepe3 JpoOb B
HEOOXOAMMOM KOJIMUYECTBE OYKBEHHBIE KOJIbI, a B HIDKHEW CTPOKE YyKa3bIBaeTCs
dakTrueckn oTpaboTaHHOE/HEOTPAOOTAHHOE BPEMS 0 KaXKJIOMY KOy OTKIIOHEHHUSI.
4.9.5. B cinyuae HesaBKM paOOTHHMKA Ha pabOTy J0 yCTAHOBJICHUS TOYHOW MPUYUHBI
€ro OTCYTCTBUA B BepxHel cTtpoke rpadbr Ne 4 tabens npocrasisiercs koa «HHy,
HIDKHSSA CTpOKa ocraercs myctol. Kox mcnpasiseTcs Ha BEPHBIM MOCIE TOrO, Kak
pabOTHUK TPEACTaBUT JOKYMEHT O MPUYMHAX OTCYTCTBUS Ha pabote. Ilpum
MPEACTABICHUH TaKOro JOKYMEHTa Tociie O(QOpMJIEHUS MTOrOBOrO Tadess
32 OTUETHBI TEPUOJA TO JAHHOMY paOOTHUKY COCTABISIETCS KOPPEKTUPYIOIIUI
Tabenb.

4.10. Csegenust o0 paOOTHUKAX — BHYTPEHHHX COBMECTHUTENSAX OTPaKAKOTCS
B Tabene moJ pa3HbIMU TAaOETBbHBIMH HOMEPAMU JBAXIBI: OTIACIHHON CTPOKON —
10 OCHOBHOM paboTe U OTJEIBbHON CTPOKOW — MO COBMECTUTEILCTRY.

4.11. PaGoTHHKH, MIPUHATHIE B OTYCTHOM IEPUOJE B CTPYKTYpPHOE TMOJpa3/eICHUE,
NoJIIeXat 00s3aTeIbHOMY BKJIIOUEHHIO B Ta0elb ¢ AaThl Hauasda paboTel. B sueiikax
rpadgpr Ne 4 TaGensi, KOTOpbIE HE 3aMOJHSIIUCH JI0 IPUEMa HOBOTO pabOOTHHKA,
CTaBSITCS IPOYEPKHU.

4.12. PaGoTHuKH, TIEpEeBEJCHHBIE B OTYETHOM IIEPUOJIEC B JIPYTro€ CTPYKTypHOE
nojipa3fieyieHue, TMOoJyuIekaT 00sS3aTeIbHOMY  BKJIIOYEHHMIO B Tabenb  3TOro
CTPYKTYpPHOTO TIOJpa3/AeNeHus C 1aThl Hayana paboTsl B HeM. [Ipu 3Tom u3 Tabemns
CTPYKTYpHOTO TOpa3eieHHs, W3 KOTOPOrO pPaOOTHUKH TEPEBOAWIINCH, OHH
UCKJIIOYAIOTCSI B MECSIIle, CJEAYIOIEeM 3a OTYETHbIM mnepuoioM. CBeneHus
0 pa0OTHHUKAX, TMEPEeBENCHHbIX B TEYEHHWE  OTYETHOIO  Mepuoja  BHYTPH
CTPYKTYPHOTO TOJpa3[eieHusi Ha APYryl AODKHOCTh (B TOM YHCJIE BPEMEHHO),
OTpaxaroTcs B Tabele JBAXKIbI — M0 MepBOHAYAIbHON U 110 HOBOM



I0KHOCTH. B stueiikax  rpadpr  Ne 4 TaGenst  CTpyKTypHOrO — TOJpa3zesieHus,
KOTOpBIE HE 3aIIOJIHSJINCH B CBSI3U C TIEPEBOJAOM PAOOTHUKOB, CTaBATCS MPOUYEPKH.
4.13. B sueiikax rpadsr Ne 4 tabens nocne aHs yBoiabHeHHs paboTHHKA u3 [Ikombl
CTaBATCS NPOYEPKU JI0 OKOHYAHMSI OTYETHOrO nepuoja. B mecsue, cienyroniem
32 OTYETHBIM MEPHOOM, YBOJICHHBIN paOOTHUK UCKITIOYAETCS U3 TaOesl.
4.14. Tlocne OKOHYaHHWs IEPBOM NOJIOBUHBI OTYETHOTO IMEpPUOAA, a 3aTEM IOCIIE
OKOHYAHMSI BCETO OTYETHOTO Mepuojia /10 nepenayu tadens B LIkoabIn30BaHHYIO
Oyxranreputo Brpadax 5 u 7 «OTpaboTaHO 3a MOJOBUHY Mecsia/Mecsin Tades
B BEPXHUX CTPOKAX MPOCTABISAECTCA KOJIUYECTBO OTPAOOTAHHBIX paOOTHUKOM JHEH,
B HUKHUX CTPOKaxX — KOJUYECTBO OTPaOOTaHHBIX PAOOTHUKOM 4YacoB. JlaHHBIE
rpadpl 3amOJHAIOTCS TIPU COCTaBIICHUM KOPPEKTUpYIOIIero Tabens, Tabes
Ha YBOJIbHAIOIIETOCS! paOOTHUKA.
4.15. BHeceHre HMCHpaBJICHUM U JOMOJHEHU B Tabelb He JomyckaeTcs. B cioydae
HEOOXOJIUMOCTH BHECEHUS HW3MEHEHHMM (JOMOJIHeHMiI) B CAaHHBIM  Tabelb
COCTABJISIETCS HMHJMBHUYalbHBIM KOPPEKTUPYIOIMKA Ta0enp 10 KOHKPETHOMY
pabOTHUKY.
4.16. Tabenp 3aBepsAOT CBOMMH MoANUCIMU OTBETCTBEHHBIN paOOTHUK, TUPEKTOP
[[Ixomb1, CIEUATUCT MO KaJapaM.
4.17. Tabenr Ha OyMaxkHOM Hocutelne mnepenaercss OTBETCTBEHHBIM paOOTHUKOM
[IkobI B IEHTPAIU30BAHHYIO OYXTaJITEPHUIO B CIEAYIOLINE CPOKH:

e 3aTMEpPBYIO MOJOBUHY Mecsia — He no3anee 10:00 mepBoro pabouero s

nociie 15-ro yucia OT4ETHOTO NEPUOAA;
e 32 BeCh KaJeHIapHbIM Mecsi — He no3nHee 10:00 mepBoro padodero mHs
IIOCJIE MTOCJIETHETO JTHS OTYETHOIO MEPHOJIA.

4.18. Jlns CBOEBPEMEHHOTO pacuera 3apabOTHOW IJIAThl  YBOJIBHSIOIIETOCS
paboTHHMKA Ha HETO 3aMOJIHICTCS OTACNTbHBIN Tabenb ¢ 1-ro yncna Texymero Mecsma
0 MOCJeAHUN pabouuii JNeHb (BKIIOUMUTENIbHO). Tabenb Ha yBOJIBHSIOMIETOCS
pabotHuka mnepenaercs B lllkonpuin3oBanHyro Oyxrantepuro He mosaHee 15:00
paboyero JHs, NPEAIIECTBYIOLIETO THIO YBOJbHEHUS.

4.19. Ilpu cocTaBieHUU KOPPEKTUPYIOIIETO Taless MpU YBOJbHEHUH PabOTHHKA
OIHUM JHeM Talenb Ha paboTHHMKa mnepenaercs I[IIKoapl B IEHTPATIM30BAHHYIO
OyXrajTepuio B TEUEHHE OJTHOTO Yaca CIEeHUaIUCTOM O Kajapam.

4.20. Obmwuit cpokx xpanenus Tadeneil B Illkone — mare ner. TabGenu mo yuery
pabouero BpeMeHH paOOTHHKOB, 3aHITHIX BO BPEAHBIX M (HMJIM) OMACHBIX yCJIOBHSIX
TpyAa, XpaHsaTcs 75 JeT, eciau AeNONMpPON3BOACTBO 1O HUM 3aKOHYEHO N0 1 sHBaps
2003 roma, u 50 5er, eciu OHO 3aKOHYEHO Tmociie 3ToW AaTbl. Cpok XpaHeHus
ucuucisgercss ¢ 1 sHBaps ronaa, CJIEAYIOIIEro 3a rOJOM, B KOTOPOM oOdopMiIsiics
Tabenb.
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