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COI'JIACOBAHO

O6mum cobpanue paGOTHUKOB
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CLPP-ZIC «3omoToit kmounk»
O.I".Hanonosoii

ITosi0keHune
00 ydere pabouero BpeMeHH
B MYHHIHIAJIbHOM 2aBTOHOMHOM JOIIKOJbHOM 00pa30BaTeJbLHOM yUpesKIeHHH
«Cesepobaiikanbcknii Lientp pasBurus pebenka — qerckuii caa «3010Toii
KJII0YHK»

1. O6mue moJioKeHust

1.1. Hacrosimee nomoxeHue O TabelbHOM ydeTe paGodero BpeMeHH (namee —
ITonoxenue) paspaborano B coorBeTcTBHM ¢ TpynoseiM Komexkcom P® u sBusercs
JIOKaJIbHBIM HOPMATHBHEIM aKTOM MYHMULMNAJbHOM aBTOHOMHOM JOIIKOJIbHOM
o6pa3oBaTeJbHOM yupexiaeHuu «CeBepobaiiKaabCKUit lleHTp pa3BUTHUA
pebeHka - JeTckui cajy  «30/I0TOM  KIKOYHMK»  (gamee —MAJIOY),
perilaMeHTHPYIOLIKUM MTOPAIOK y4yeTa pabodero BpeMeHU paboTHHKOB LleHTpa.

1.2. Tlonoxenue BcTynmaeT B CHITy C MOMEHTa €r0 yTBEPIKACHHS IPHKA30M JUPEKTOPa
MAJIOYV u neficTByeT 10 BBEJIEHMs HOBOT'O ITOJIOXKEHUSI.

1.3. Buecenue u3menenuit B IlojioXeHHE NPOM3BOJUTCS HAa OCHOBAaHHH IIpUKa3a
nupekropa MAJIOVY.

2. OTBeTcTBEHHBIH 32 TabeAbHBIA yyeT paGouero BpeMeHn

2.1. Iins BeneHus TabGeNbHOro ydera pabodyero BPEMEHH B KaX[IOM CTPYKTYPHOM
noapasnenennn  MAJIOY  npukazom  gupexktopa MAJIOY  HasHauaetcs
OTBETCTBEHHOE JMIO (Jamee — OTBETCTBEHHBIM pabOTHHMK), KOTOPOE HeEceT
OTBETCTBEHHOCTh 33  JIOCTOBEPHOCTh CBEICHHI, OTpPaXeHHBIX B Tabeie,
H 32 CBOEBPEMEHHYIO c/lady Tabes B IIEHTPAIU30BaHHYIO OYXTaITEPHIO.

2.2. O6s3anHOCTH OTBETCTBEHHOTO0 pabOTHHKA IO BENEHHIO TaOENbHOTO ydeTa
pabouero Bpemenn. OGA3aHHOCTH 110 BeJIEHUIO TaGeNBHOTO yueTa pabouero BpeMeHH
MOTYT OBITH BO3JIOXEeHBI Ha OTBETCTBEHHOr0 PAabOTHHKA B IOPSIKE COBMEINEHHUS
JOJDKHOCTEM ¢ ydeToM ctareit 60.2, 151 TpynoBoro koxekca P®.

2.3. B nomxHoCTHBIE 00s13aHHOCTH OTBETCTBEHHOIO PaGOTHUKA BXOJIHT:

2.3.1. KoHTposb CBOEBPEMEHHOCTH SBKH PaGOTHUKOB CTPYKTYPHOTO MOJpa3eIeH s
Ha paboTy ¥ yxoja ¢ paboThl, UX (HaKTUYECKOro BpeMeHH MpeObiBaHMS Ha paboueM
MecTe B pabouee BpeMs C H3BEIEHHEM pPYKOBOAUTEJNsS IOIPAa3/eleHUs O HesBKax,
OTIO3/IaHUSX, IPENAEBPEMEHHBIX YXOIaX.

2.3.2. KoHTponb CBOEBPEMEHHOCTH IPEICTABIEHHs pPaOOTHUKAMH JJOKyMEHTOB,
MOATBEPKIAIOIINX YBaXUTEIbHbIE IMPUYMHBI MX OTCYTCTBHUS Ha pabodyeM MecTe
(IACTKOB HETPYOCIIOCOOHOCTH, 3asBJIEHHM Ha OTITyCK ¥ MHBIX JOKYMEHTOB).
2.3.3.Bezienue TabenbHOro yuera pabodero BpeMeHd pabOTHUKOB U CBOEBPEMEHHOCTh
Ipe/ICTaBIeHHUs TabeIsl B IIEHTPAIU30BAHHYIO OYXTalITEPHIO.



2.3.4. CBoeBpeMeHHOE BHeceHHe B Ta0elb y4eTa pabo4yero BpeMEHH H3MEHEHMH,
B TOM YHCIE CBS3aHHBIX C IPHEMOM, II€PeBOJOM, YBOJbHEHHEM pPaOOTHHUKOB
CTPYKTYPHOI'O IIOApa3iesIeHHS..

24Ilpu  ocymecrBienun TtabGempHOro ydera OTBETCTBEHHBIH  PaGOTHHK
pykoBojctByercss TpynoBeiM kozekcom P®, VkazaHusiMu 10 IPUMEHEHHIO
i 3al0JJHEHHMIO (DOPM IIEPBUYHON yYETHON NOKYMEHTAIMW IO Y4YEeTy TpPyAa U €ro
OILIaThI, YTBEPXKICHHBIMU nocTaHoBiIeHHEM [ ockomcrara Poccuu ot 05.01.2004 Ne 1,
[IpaBunamu BHyTpeHHero TpynoBoro pacmnopsaka MAJIOY, cMeHHbIME rpadukamu
pabotel, HacTosmuM IlonoxeHueM, HOHKHOCTHOM WHCTPYKLHMEH, a TaKKe IPyTUMH
JI0KYMEHTaMH, HEOOXOAMMBIMY JJIsi KOPPEKTHOTO M CBOEBPEMEHHOI'O yueTa paboyero
BPEMEHHU pabOTHHKOB.

2.5. B cmyuae BpemeHHOro oTcyTCTBUSI OTBETCTBEHHOTO pabOTHHMKA €r0 00SI3aHHOCTH
B03J1araloTcs Ha Jpyroro paboTHUKa npukazoMm aupekropa MAJIOVY.

2.6. PaboTHuKH, TpyHOBBIE OOS3aHHOCTH KOTOPBIX CBSI3aHBI C Y4eTOM pabouero
BpeMeHM paboTHUKOB lleHTpa, MO/DKHBEI OBITH O3HaKOMIIEHB!I ¢ I[looXkeHHeM mon
MOIHUCE.

3. Buael yyera paGoyero BpeMeHH

3.1. B MAJIOV mnpumeHsieTcss MOJECHHBIH WM CyMMHPOBAaHHBIA ydYeT pabouero
BPEMEHM — B 3aBHCHUMOCTHM OT YCTAHOBJIICHHOTO pPabOTHHUKY pexuma pabouyero
BPEMEHHU U BPEMEHU OT/bIXA.

3.2. IlpumeneHne CyMMHpPOBAaHHOIO y4yera pabOdvero BpeMeHH, pexuma pabodero
BDEMEHH U BpeMeHM oTasixa pabotHukoB MAJIOY onpepensercs IlpaBunamu
BHYTPeHHero TpyaoBoro pacnopsaka MAJIOVY, rpapukamu CMEHHOCTH, a s
pabOTHHMKOB, Yy  KOTOPBIX  pEXHM  pabodero  BpEeMEHH  OTJIHYAeTCs
ot obmeycranoBiaeHHOro B MAJIOY, — TpyI0OBBEIMHU JJOrOBOPAaMH.

3.3. Ilpu noneHHOM ydeTe pabouero BpeMeHH IOACYeT (PAKTHYECKH OTPabOTaHHBIX
pabOTHUKOM YacOB MPOU3BOIHUTCS €3KEIHEBHO.

34. Ilpu cyMMuUpOoBaHHOM yd4eTe pabouero BpeMeHH IMOACYET (AKTUUYECKH
0TpabOTaHHBIX PAaOOTHHKOM YacoOB 3a YYETHBIA MEPHOJ IIPOM3BOMUTCS €XEIHEBHO
# HapacTaloOIIMM UTOTOM CyMMApHO 32 YYeTHBIH MePHO/I.

3.5. CaepxypouHnas paboTa IOIUIEXUT perucrpaiuuu B Tabeine ydera pabodero
BPEMEHH B IIOpsJIKE, IPEAyCMOTPEHHOM ITyHKTOM 4.9.3 ITonoxeHus.

4. llopsinok 3anoiHeHus TabGessi yueTa paGovyero BpeMeHu

4.1. Tabemp yuera pabGouero BpemeHnu (Hmamee — Tabenb) BedeTcs
no  ynubpunupoBaHHoit dopme T-12, (OKYI 0504421) yTBepKaeHHOM
nocraHoBsienueM I'ockomcrara Poccuu ot 05.01.2004 Ne 1, Ha GyMakHOM HOCHTEIIE.
4.2.CeenieHuss B Tabenb BHOCSTCS TOJNBKO HA OCHOBAaHMU HAUIEXKAIIUM 00pazoM
0(hOpPMIIEHHBIX TOKYMEHTOB, B YaCTHOCTH: IIPUKa30B (0 MpreMe Ha paboTy, epeBoe,
XOMaHIMPOBKe, 00 OTIyCKe, O CBEpXypO4HO#l pabore, 06 HW3MeHeHMH (aMUIKK),
JHCTKOB HETPYJOCIIOCOOHOCTH, CIPAaBOK O BBINOJHEHHH TI'OCYAAPCTBEHHBIX MM
00ILIECTBEHHBIX 00SI3aHHOCTEIA.

4.3. OtBercTBeHHBINH paboTHUK (GopMHUpyeT Tabellb B [IBa pa3za B MECAIL: 3a IEPBYIO
MOJIOBUHY OTYETHOrO IIEPHOAAa M WTOTOBBIA Tabelnb 3a BECh OTYETHBIA IEPHOLI.
OTYeTHBIM TMepHONOM, 3a KOTOPBIA IIpejCTaBisieTcss Tabenb, SBISETCS OJMH
KaJIeHIapHBIA MECSAL C IEPBOTO 10 TOCIIEHEE YHCIIO BKIFOYHUTEIBHO.

44. B rpade «Homep mokymeHTa» Tabeis MpOCTaBIsETCs MOPSAKOBBIA HOMeD,
HaYMHas C IIEPBOrO, HCIIONB3YeTCs CKBO3HAS HyMepAaI|s.



4.5. B rpade «J/lara cocraBieHHs» yKa3plBaeTcs aata (OpMHpOBaHHs Tabes,
COOTBETCTBEHHO, 3a MEPBYIO MOJOBHHY OTYETHOIO NEpPHOJA WM 32 BECh OTYETHBIM
IIEPUO.

4.6. B rpage 1 «Homep mo mopsiaky» Tabels UCHOIB3YETCS CKBO3HAs HyMepauus,
IIPOCTABJIAIOTCS ITOPSIKOBbIE HOMepa, HaYMHasl ¢ IEPBOTO.

4.7. B rpade 2 «®amwuiius, WHALKAAIBI, JOJKHOCTh (CHEUATBHOCTD, MPOGECCHS)»
Tabellsl MOCTPOYHO TEePEeYHCISIIOTCS PabOTHUKY B ai)aBUTHOM Mopsike (0 IepBBIM
OykBam ¢ammnnmii). JIoDKHOCTh pabOTHHKA yKa3bIBAeTCS B CTPOI'OM COOTBETCTBUH
co mraTHeIM pacnucanueM MAJIOVY.

4.8. B rpade 4 «OTmeTkH 0 SBKaxX U HesIBKax Ha pabOTy IO YMCIaM Mecsuay Tabens
(manee — rpada Ne 4 tabest) OCYLIECTBIISETCS €XeTHEBHBIN yueT pabouero BpeMeHH
Ka)XZIoro pabOTHHKa C NMPUMEHEHUEM YCJIOBHBIX OyKBEHHBIX 0003Ha4YeHHI (KOJIOB),
IPUBEJEHHBIX B yHUbuUIpoBanHoi (opme T-12, yTBep)kIeHHOW TOCTaHOBJICHHEM
I'ockomcrara Poccuu ot 05.01.2004 Ne 1. Ecnu B yaudumpoBannoi Gopme T-12 mst
PErucTpupyeMBbIX B Tabele ciiydaeB He MPeayCMOTPEHbI KOABl — MPUMEHSIOTCS KOJIbI,
YTBEPXKIEHHbIE npuka3zoMm aupekropa MAJIOY.

4.9. Yuer pabouero BpemeHu B rpade Ne 4 tabeist MpOU3BOAMTCS METOIOM CILIOIIHOM
PETUCTpaliy IBOK U HESBOK:

49.1. B Bepxueit ctpoke rpader Ne 4 Ttabenss mpocraBiseTcs OYKBEHHBIM KO,
a B HW)KHEH CTpOKe — (PaKTUUeCKH OTpaboTaHHOEe PabOTHHKOM BpeMs B dacax
U MUHYTax.

4.9.2.0Tkn0OHeHNsT B BHIE HESABOK, y4eT KOTOPHIX BeAETCH B JHsAX (OTIYCK, IHH
BPEMEHHON HETPYIOCIIOCOOHOCTH, CIyKeOHble KOMaHAUPOBKH U UHBIE), OTPAXKAOTCS
IyTeM IIPOCTaBlieHUss B BepxHed cTpoke rpadbel Ne 4 Tabens OykBeHHOro Koja,
a HIDKHSSL CTPOKA Ha3BaHHOM rpadbl OCTaeTCs My CTOIA.

4.9.3. OTKIOHEeHUS B BHJIE CBEPXYPOUHBIX YacOB pabOTHI B Tabeje IO OTAEIbLHBIM
OyKBEHHBIM KOJOM HE PETHCTPUPYIOTCS, a YKa3bIBAIOTCS B paMKaX (DaKTHYECKH
0TpaboTaHHOT'O paGOTHUKOM BPEMEHH 3a JIEHb (CMEHY).

4.9.4. Ilpu Hanmu4uy y paGOTHHUKA OJHOTO HIIM HECKOJBKUX BHOB OTKIOHEHMH B OJMH
IeHb (HampuMep, CMeHa, YaCTHYHO IPUXOASIIAsCS Ha HOYHOE BpEMs, WIH
KOMaHJMPOBKa, B IEPHOJ KOTOpPOH pabOTHHMK 3a0ojen) B BepxXHel CTpoke rpadsl
No i Tabens IIPOCTABJISIOTCS yepes IpoOb B
HEOOXOZMMOM KOJNUYeCTBe OYKBEHHBIE KOIBI, @ B HH)KHEH CTPOKE YyKa3hIBaeTcs
(akTryeckn orpaboTaHHOE/HEOTPAOOTAHHOE BPEMS 110 KAXKIOMY KOy OTKJIOHEHHS.
4.9.5. B ciayuae HesiBKM paOOTHHKa Ha pabOTy O YCTAHOBJIEHHS TOYHOM IPUYKMHEI €10
OTCYTCTBHS B BepxHel cTpoke rpadsl Ne 4 Tabens npocrasisercs ko «HH», HuxKHSS
CTpoka ocraercst mycroi. Koz ucnpasnsercss Ha BepHBIN Iocie TOro, kKak paOoOTHHK
NPEICTaBUT JOKyMEHT O IIpAYMHAX OTCYTCTBUs Ha paborte. [lpu mnpencraBieHun
TaKOro JOKyMEHTa Iociie O(OpPMIIEHHS HMTOTOBOTO Talelis 3a OTYETHBIA IEPHOL
T10 TaHHOMY pabOTHUKY COCTaBIISIETCSI KOPPEKTUPYIOIIHIA Tabeb.

4.10. Cenenus o pabOTHUKAX — BHYTPEHHHX COBMECTHTEISAX OTPAXAIOTCS B Tabese
MO pa3sHBIMK TaOeIbHBIMU HOMEPaMH JABAX/IbI: OTAEIBHONU CTPOKON — IO OCHOBHOIMA
paboTe U OTAENBHOM CTPOKOM — I10 COBMECTUTENLCTBY.

4.11. PaGoTHMKHM, NPUHATHIE B OTYETHOM IIEPHOJE B CTPYKTYpPHOE MOApA3JElICHHUE,
HIO/IIEXAT 00s3aTeIbHOMY BKIIIOYEHUIO B Ta0esb C JaThl Hayajda paboThl. B suelikax
rpagel Ne 4 Tabensi, KOTOpble HE 3aMOJNHAIMCH IO NPHEMAa HOBOIO pabOTHHKA,
CTaBSITCS IPOYEPKH.

4.12. PabGoTHHKM, IepeBeleHHbIE B OTYETHOM I[IEPHOJE B JPYroe CTPYKTYPHOE
noapasfefieHHe, IOMUIeKaT 00sS3aTeIbHOMY BKIIOYEHHIO B Tabeiap  JTOro



CTPYKTYPHOrO NOZIpa3/ie/leHusi C AaTkl Hayaja paGoTel B HeM. Ilpu sTom U3 Tabeis
CTPYKTYPHOTrO MONpa3sjieNleHusi, M3 KOTOPOro paGOTHHUKH IePEBONMINCH, OHH
HCKIIIOYAIOTCA B MecAlle, CIEIyIOEeM 3a OTYETHBIM TIepHOmoM. CBeaeHuUs
0 pabOTHHKAX, [IEPEBEIEHHBIX B TEYEHHE OTUETHOTO NIepUOJa BHYTPU CTPYKTYPHOI'O
TMONPA3NIeNICHUA Ha JpYTyr0 JIOIDKHOCTH (B TOM 4HCIE BPEMEHHO), OTpaXkaroTcst
B Tabelte ABaXIbI — I10 [IEPBOHAYATLHON U 110 HOBOM TODKHOCTH. B s4yerKax rpadsr
Ne 4 Tabens crpykTypHOro mompasmenenus, KOTOpBIE HE 3allOJIHSINCh B CBS3U
C IEPEBOIOM PabOTHUKOB, CTABSTCS IPOYEPKH.
4.13. B sueiikax rpader Ne 4 TaGenst mocne just yBOJIbHEHHs paboTHuKa 3 MAJIOY
CTaBSTCS NPOYCPKH 10 OKOHYAHWSI OTYETHOTO Mepuoja. B Mecsue, ClIeIyIoueM
38 OTYCTHBIM IIEPHUOAOM, YBOJIEHHBIH PA0OTHHUK UCKITIOYAETCS U3 TabelIs.
4.14. Tloce OKOHYaHMS NEPBOM MOMOBMHBI OTYETHOIO IIeproJa, a 3aTeM IIocie
OKOHYaHUS BCEro OTYETHOIO IEpHOja IO Iepefadd Tabens B LEHTPATTU30BAHHYIO
Oyxranrepuio B rpadax 5 u 7 «OtpaboTaHo 3a MONOBMHY Mecsia/Mecsamy Tabels
B BCPXHHX CTPOKax MPOCTaBIACTCS KOIMYECTBO OTPaGOTAHHBIX PaGOTHUKOM IHeH,
B HIDKHMX CTPOKaX — KOJHYECTBO OTPAbOTaHHBIX PaGOTHHKOM YacoB. JlanHbIe
rpadsl  3aNONHAIOTCA @HPH  COCTABICHHH KOPPEKTUPYIOLIEro Tabeins, Tabeis
Ha YBOJIbHSIOILErOCst pabOTHHUKA.
4.15. BHeceHue WCIpaBNeHMi U IOMOMHEHMH B Tabenb He Aomyckaercsi. B ciygae
HEOOXOJIMMOCTH  BHECEHHSI HW3MEHEeHHi (momonHeHui#t) B cHaHHBIN  TaGenb
COCTAaBIIACTCS MHIAMBUIYalbHBIH KOppeKTHpylommii Tabeqp 1o KOHKPETHOMY
paboTHUKY.
4.16. Tabenb 3aBepsIOT CBOMMH MONIHCSIMH OrBeTcTBeHHBIH pPaGOTHUK, JUPEKTOP
MAJIOVY, cnenuanucr no Kaapam.
4.17. Tabens Ha GyMaXKHOM HocHTele nepenaercsi OTBETCTBEHHBIM PaGOTHHKOM B
LICHTPAIM30BAHHYIO OYXTaNTepHIO B CIIEAYIONIHE CPOKH:

* 34 IIEPBYIO MOJIOBMHY Mecsla — He nosxsee 10:00 mepBoro pabodero mHs

nocyie 15-ro umcia otyeTHOrO MEproa;
° 3a BECh KalleHIApHBIM Mecs — He mo3auee 10:00 IIEPBOro pabodvero mHs
TIOCJIE TIOCNIETHETO JHS OTYETHOTO [EPUOIA.

4.18. lns cBOeBpeMeHHOTO pacyera 3apabOTHON MIIATHI YBONBHSIOMIET0Cs paGOTHHKA
Ha HEro 3amoyiHfAeTCs OTHENbHBIA Tabenb ¢ 1-ro  4ucia TEKYLIero Mecsia
[0  IOoCHenHUN pabouuii neHb (BrounTensHo). Tabens Ha yBONBHSIOMErocs
paboTHUKa mepenaercss B LCHTPAJIM30BaHHYIO0 OyxranTepuro He mosgaee 15:00
paboyero IHs, MpeAIIeCTBYIOMIEro JHIO YBOJIbHEHHS.
4.19. Tlpu cocraBnenun KOPPEeKTUPYIOIEro Tabelss IpH YBOJBHEHUH pabGOTHHKA
OHUM JHEM Tabenb Ha pabOTHHKA MepenaeTcs B LEHTPAIIM30BaHHYIO OyXrajarepuio
B T€YCHHE OZHOT0 Yaca CIIENUAICTOM I10 KajpaMm.
4.20. O6mwmit cpok XxpaHenus: Tabeneii B MAJIOY — nsre ner. Tabenu no yuery
paboyero BpeMeHH paGOTHHKOB, 3aHATHIX BO BPEIHBIX W (UJIM) ONACHBIX YCJIOBHSX
TpyZa, XpaHarcs 75 jiet, eclii JeNonpou3BOACTBO 110 HHAM 3aKOHYEHO no 1 sHBaps
2003 roma, u 50 ;er, ecinu OHO 3aKOHYEHO nocine srod marel. Cpok XpaHeHHS
MCHHCIIAETCS ¢ | sIHBaps rofia, CIIe/IyrOIIero 3a rofoM, B KOTOpPOM o(opMIIsijics: Tabeb.
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