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IMonoxenue

O nopsiake BegeHus Tabens yuéra paboyero BpeMeHH MyYHHIHNIAILHOI'O
610IKETHOT0 JOUIKO/IbHOT0 00pa30BaTe/IbHOIO YUpeKIeHHs JeTcKkuii cax Ne39
xyropa bapaHukoBcKOro MyHuunnajsHoro oépasopanusi CiiaBsinckuii paiion

I. OO0 He MmoJI0KEeHH .

1.1. Hacrosimee I[Tonoxenue BBOIUTCS C LENLIO CHCTEMAaTHU3allMM Ipoluecca cbopa u
06paboTku MH(MOpPMALMK O 3aTpaTax paGoyero BPeMEHH COTPYIHMKAMH JOLIKOIbHOH
opraHmsauuyd (Ha ocHoBaHMH Ilpunoxenust Ne5 K npukasy MunuctepctBa QUHAHCOB
Poccuiickoit @enepanuu ot 30 mapta 2015 r. Ne52n).

1.2. Tabenpb y4éra HCIOJb30BaHKs pabovero BpeMeHH (nanee — Tabenb) npuMeHseTes
118 yuéTa MCIIoIb30BaHMs pabo4dero BPEMEHH WJIM PETHCTPALUH pasiH4HBIX CIlydaes
OTKJIOHEHHMH OT HOPMAJIBHOTO HCIIOIb30BaHMs PabOYEro BpeMeHH.

1.3. Jlns BemeHus Tabeds IPUKA30M 3aBeAyIOINEro JOIUKOJIBHOW OpraHH3aluu
HA3HAYAIOTCS OTBETCTBEHHAIE JIMIA U3 YHC/IA COTPYIHMKOB JOIUKOIBHOM OpraHu3aliy.
1.4. B 10mKHOCTHBIE 00S3aHHOCTH PabOTHUKOB, OTBETCTBEHHBIX 32 TAaOENbHBIH y4ET,
BBOAATCA (DYHKIMHU: KOHTPONb (HaKTHYeCKOro BpeMeHH NpedbIBaHHs COTPYAHUKOB
JIOLIKOJIBHOM OpraHu3aluy Ha paboTe U BelleHre TabenbHOro yueéTa ¢ OTBETCTBEHHOCTBIO
3a MPaBUJIBHOE OTpaXKeHHe B Tabese pabodyero BpeMeHH COTPY JHUKOB U CBOEBPEMEHHOCTD
mpencTaBieHus Tabens Ha pacuér.

1.5. Tabenb OTKpPBIBAETCS €XKeMeCsIuHO 3a 2-3 JHS JI0 Hadaja pacy€THOro nepuoja Ha
ocHoBaHUHU Tabens 3a MpOLLIBIi MeCHII.

1.6. Jlns ucrionHeHus o0s3aHHOCTeH paOOTHUK, OTBETCTBEHHBIH 32 TaOeIbHBIN yUET:

- BeIET Y4€T WTATHOIO COCTaBa COTPY AHUKOB,

- Ha OCHOBAHMH JOKYMEHTOB ([IPHKAa30B I10 JIAYHOMY COCTaBy ¥ OOIIHMM BOIIPOCAM ) BHOCHT
B CIUCOK H3MEHEHHMs, CBs3aHHBIE C TIPUEMOM, YBOJIBHEHHEM, IEpeMelleHHEM,
M3MeHeHneM rpaduka paboThl, KaTeropui, MpeocTaBIeHHeM OTIIyCKOB U T./.

- OCYMIECTB/ISIET KOHTPONbL CBOEBPEMEHHOCTH SBKM Ha paboTy M yXxoaa C paboThl,
HaXOXKIeHHUs Ha paboueM MecTe COTPY THUKOB C U3BEIeHHeM PYKOBOAUTEIS JIOIIKOTbHOU
OpPraHM3alvy O HEesSBKaX, OIMO3JaHHSX, MPeXJIeBPEMEHHbIX yXOoJax U MNpUYMHaX, HX
BBI3BIBAIOILIUX;

- KOHTPOJNHMpPYET CBOEBPEMEHHOCTh IPEIOCTABIEHUS W MPABUIBHOCTh O(QOPMIICHHUS
JIOKYMEHTOB, MOATBEPKAAIOIIMAX [IPABO COTPYIHMKOB HAa OTCYTCTBUE Ha pabouem MecTe:
JHUCTOB O BPEMEHHO HEeTpyJ0CmOCOOHOCTH, CIPAaBOK IO yXody 3a OOJbHBIMH,
MOIITHCAHHBIX PYKOBOJMUTEIEM YBOJIBHUTEIBHBIX U APYIHX;

- TOTOBUT CIMCKHM COTPYJHHMKOB [ M3[aHUs TPUKa30B O paboTe B BBHIXOAHBIE H
Hepaboyue npas3iHUYHbIe HU.



1.7. B cinyyae HEBO3MOXHOCTH BPEMEHHO HCIOJHATh OOS3aHHOCTH I10 BEICHHIO
Tabe/bHOTO y4eTa Ha3HauYeHHbIM COTPYIAHHKOM, pykoBomutens JIOY mnyrem u3naHus
Ipyka3a Ha 3TOT MepUOJ Ha3HAYAET OTBETCTBEHHOT'O UCTIOIHUTEJIS.

1.8. Bce coTpyaHuKH, B 003aHHOCTH KOTOPBIX BMEHEHO BefleHHe TaGebHOro ydyeTa, B
00s13aTeNIbHOM MOPSIIKE 3HAKOMATCS C HACTOSIIUM [10/I0KEHHEM 11011 POCTIUC.

2. IIpaBuaa 3anojiHeHus: TaGesist

2.1. Tabensb yyera pabouero BpeMeHH BeJIETCS B JIEKTPOHHOM M OYMaXHOM BapHaHTe.

2.2. Jlanee tabens B hopmate Excel pacnevarsiBator Ha Gymare. [oanucaHHblil Tabemnb
nepenaercs B OyXraitepuio Ha XpaHeHHe.

2.3. Tabenp COAEPKUT BHU3Y 3aBEIyIOLIEr0 IETCKOrO Caja: HAaMMEHOBAHME JOJKHOCTH,
®.1.0., noanuce, naTy MOAIMHCAHNUS.

2.4. K cozeprxanuio Tabens MpexbsABISIOTCS CleAyIolHe TpeGOBaHuUs:

e JlaHHBIE O COTPYJHHMKAX BHOCSATCS B Tabellb B CTPOrOM COOTBETCTBHM C HCIIOJHEHUEM
wmraTHOro pacnucanus JOVY.

*B ciy4ae yBoNbHEHMs. Ha COTPYIHMKA IOJAETCsl OTAEIBHBIN Tabesb, OJHOBPEMEHHO C
[Ipuka3oM Ha yBOJbHEHHE (C JOKJIAJHOW 3alMCKOM — B Cllyyae YBOJIbHEHHMS [0 MHUIMATHBE
pabotonatens). B TabGene mpocraBnsioTcs 4ackl paGoThl MO TOCHENHME pabGounii neHb
BKJIFOUMTEIIBHO, a MOCJIE IHS YBOJIbHEHUS IPOCTABIISETCS «-».

¢ Cniucok paGOTHMKOB cOCTaBIseTCs B alhaBUTHOM MOpsiAKe (IO MepBbIM OyKBaM
bamunun).

2.5. B Tabene perucTpupyloTcsi CIydad OTKJIOHEHHH OT HOPMAJIbHOIO MCIONB30BAHHS
paboyero BpeMeHH, YCTaHOBIEHHOIO IPaBUIIAMH BHYTPEHHErO TPYAOBOTO PacropsiKa, HiH
(akTuyeckue 3atpathl paboyero BpeMeHH. B BepxHell MOJOBHHE CTPOKHM 1O KaKIOMY
paboTHHKY, Yy KOTOPOro MMEIHCh OTKJIOHEHHs OT HOPMAalbHOIO WCIOJb30BaHUS pabodero
BPEMEHHM, 3alMCBIBAIOTCS 4Yachl OTKJIOHEHUH, a B HIKHEW — YCIIOBHBIE 0003HAYEHHS
OTKJIOHeHH#. B HI)XHEN 4acTH CTPOKH 3alMCBIBAIOTCS TaKXKe 4achl paboThl B HOYHOE BpeMs.

2.6. Ilpu peructpauuy OTKIOHEHHH B Cllydyae HAJIHYKS y OLHOTO paGOTHHKA YUPEKICHHUS
ABYX BH/IOB OTKJIOHEHHH B OIMH JIeHb (TI€PHO), HIKHSASA YacTh CTPOKH 3aIIMCHIBAETCS B BUJIE
Apo0bu, YMCIUTENh KOTOPOi — YCIOBHOEe 00O3HAYeHHE BUJA OTKIOHEHWH, a 3HAMEHATellb —
dackl pabotsl. [lpu Hanuuuu Gosee NBYX OTKIOHEHHH B OIWH JeHb (amuiiks paGOTHHKA B
TaGene noBTopsieTcs.

2.7. B cpoKH, yCTaHOBJICHHBIE IIOPSIKOM JTOKYMEHT0000pOTa yupeskaeHUs paboTHHKOM,
OTBETCTBEHHBIM 32 BeJeHHe Tabeinst oTpakaeTcs KOMM4eCcTBO JAHeH (4acoB) HEABOK (SBOK), a
TaK)Ke KOJIMYEeCTBO YacoB IO BHIaM IepepaboTok (3amelleHue, paboTa B Mpa3JHAYHbIE THH,
pabota B HOYHOEe BpeMsi M JpyrMe BHbI) C 3alMChI0 HX B COOTBETCTBYIOUIME Tpadbl.
3anonHenHplit TabGesb MOANMMCHIBaeTCS JIMLIOM, HA KOTOPOE BO3JI0XKEHO BeeHue Tabers

2.8. 3anonHeHHblii Tabenb W Apyrue JOKYMEHTBI, MOANHCAHHBIE OTBETCTBEHHBIMHU
JOJDKHOCTHBIMH JIMLIaMH, B YCTAHOBJIEHHBIE CPOKH CAIOTCS B OyXTalTepuio IJis MPOBEIEHHS
pacuetoB. Tabenb ucronb3yeTcs [UIsi COCTaBieHWs PacyeTHO-IJIATEXXKHON BeIOMOCTH
(Pacuernoii BemomMocTH)

2.9. Ilpn oGHapy)KeHHH JMIIOM, OTBETCTBEHHBIM 3a COCTABICHHE U TMpeNCTaBICHHE
TaGens dakra He OTpakeHHS OTKIOHEHWH HJIM HENOJHOTHI MpEICTABICHHBIX CBEAEHHH 06
ydere paboyero BpeMeHH (TpejcTaBleHHEe PaGOTHHKOM JIHCTKA HETPYHIOCHOCOOHOCTH,
npukasza (pacmopsyKeHHs) O HampaBleHHH pabOTHHKA B KOMAHAMPOBKY, IpHKa3a



(pacmopsKeHHsl) O TMPEeIOCTaBIEHHM OTIyCKa pabOTHUKY M T.A., B TOM 4YHCJIE B CBS3U C
MO3JHMM MpEeICTaBJI€HHEM JOKYMEHTOB), @ TakKXe BBIABIEHHBIX OIIMOOK, JIMLO,
OTBETCTBEHHOE 3a cocTaBieHue Tabens 00s13aHO y4ecTb HEOOXOAUMbIE H3MEHEHHs U
NpeCTaBUTh KOoppeKTupyromuii Tabenb coCTaBIeHHbIH C y4eTOM M3MEHEHHH B NOpsIKe M
CPOKH, MPeyCMOTPEHHbIE JOKYMEHTOO00POTOM YUPEKIACHHUS.

2.10. B crpoke «Bua Tabens» yKa3bplBaeTCs 3HAYCHHE «IEPBHYHBIN», IIpU
npesctaBieHud Tabenst ¢ BHECEHHBIMH B HEro W3MEHEHHWsSMH, YKa3blBaeTCs 3HaYCHHE
«KOPPEKTUPYIOIMA», TIpH 3TOM NpH 3amoiHeHHH mNokasatens «Homep KOppeKTUPOBKM»
yKa3bIBaeTCs:

—uudpa «0» mpocTaBiIseTCss B Clyyae MNPENCTaBJIEHMS JIMLOM, OTBETCTBEHHBIM 3a
coctasyienne Tabens neppuyHoro Tabens

—uudpsl, HayuHas ¢ «l», TIPOCTaBIAIOTCA COMIACHO IOPSAKOBOMY — HOMeEpy
KoppekTupytoiuero Tadesnst (KOPPEeKTUPOBKH) 32 COOTBETCTBYIOLIUH pacyeTHBIH MEPUOA.

2.11. JlaHHble KoppekTupytoiiero Tabens ciy)kaT OCHOBaHMEM [UIs [epepacyera
3apabOTHON IUIATHl 3a KaJeHJApHble MeCsAlbl, MPEAIECTBYIOUIME TEKyLleMy Mecsiy
Ha4yKCIIeHNs 3apab0THOM IIaThI.

2.12. Tabenp 3anojHsAeTCs 3a MEPHOJ, 328 KOTOPBIH NpeyCMOTpeHa BhIIIaTa 3apaboTHOM
UIATHL.

2.13. Tlepuiombl 3amONHEHMs ¥ CPOKH NpeicTaBleHus B Oyxranrepuro TaGeis
ONpEeNsIoTC aKTOM Y4YpeXJeHHs B paMKaX (OPMHPOBaHHMs YYETHOH IOJUTHKH
yYpexXIeHHUs B 4aCTU rpaduka J0KyMeHToo0opoTa.

2.14. Jlannble 0 3aTparax pabo4ero BpeMeHH, BHOCHMBIE B 3JIEKTPOHHYIO a3y, MOJDKHBI
COOTBETCTBOBATH JAHHBIM Tabelnel.

2.15. B TaGere He pa3pellaroTcsi HUKAKUE UCIIPABJICHUS U IOTIOJIHUTENIbHbIE TOMETKH.

3. ITopsinok popmMupoOBaHHs H NpPeACTaBJIeHUs Tabelek.

3.1. He pexe omHOro pasa B HelemO pabOTHHK, OTBETCTBEHHBIH 3a TabeNbHBIH y4eT,
coOupaer JaHHbIe 00 UCTIONB30BaHUH PaboYero BpEMEHH.

ITpu BeIXOMIE paGOTHUKOB B TeueHHe paboyuell CMeHbl OTBETCTBEHHBIM 32 BeJleHHe Tabes
ukcupyeTcss BpeMs BbIXoJa M Bo3BpalleHMs. Ecau paGOTHMK BBIXOAWJI He IO
MPOU3BOJCTBEHHON HEOOXOAMMOCTH M PAabOTHHK HE OTHOCHTCS K Kareropud A, BpeMs
OTCYTCTBHS BbIYMTaeTCs U3 OanaHca 0TpabOTaHHOTO BPEMEHH.

3.2. Bce omnosmaHus W TpeXIeBpeMeHHble yXOAbl ¢ paboThl (QUKCHPYIOTCH
OTBETCTBEHHBIM 3a BesleHHMe Tabelst yyera pabodero BpeMeHHM M BBIYMTAIOTCS M3 OanaHca
paboyero BpemeHH. VICKITIOYEHHE COCTaBIAIOT PabOTHHKH, NMPUXOAALIME Ha paboTy Mmo3xe
WM paHblle yxosiuye ¢ cornacus anmuaucTpanuu JIOY, a takxke pabOTHHKH, OTHOCSLIMECS
K KaTteropuu A.

3.3. JlauHble O CiIy4asX ONO3JaHHM, CaMOBOJIBHBIX YXOIOB C PabOThl HampaBisIOTCA
PYKOBOJMTENIO JETCKOrO caja OTBETCTBEHHBIM JIMIIOM 3a BeJeHHe yuera Tabens pabouero
BpeMeHH B (OpMe aHATUTHYECKOM 3allMCKM O HapylIeHMsAX pPabOTHHUKAMH peXHMa Tpyaa U
OTHbIXA.

3.4. JlanHple 00 HMCIIOJIB30BAHUK paboyero BpeMEHH 3aHOCSATCS OTBETCTBEHHBIMHU 3a
TabeNbHbIM yYeT B AJIEKTPOHHYIO 0a3y 10 10 yuciIa OT4eTHOTO MecsLa.

IMpu 3anonsenunu Tabest IPUMEHSIOTCS CleAYIOIUe YCIOBHbIE 0003HaUeHHU:



HaumenoBanue Kon Haumenosanwue Kon
roKa3zarteJis ToKazareJis
Beixonusle u HepaGouue B HesBku ¢ pasperienus A
Npa3JHUYHbBIE THU aZIMUHUCTpALMU
Pa6ota B HOuHOE BpeMs H
T & r BeixonHsle o yuebe BY
rocy1apCTBEHHBIX . .
i Y4eOHblIi TOMONHUTENBHbIH oy
OTITyCK
OuepenHbie u (0]
JIOTIOJTHUTENIbHEIE 3 30
oTmycka aMelleHHe
Bpemennas b 3amena 3
HETPYA0CIIOCOOHOCTH,
HETPYI0CTIOCOBHOCTB 110 Pa6oga B BBIXOJIHBIE U PIT
GepeMeHHOCTH | poam Hepaboyue npa3JHUYHBIE THU
Otnyck no yxony 3a 0)3 DakTudecku oTpaboTaHHbIe )
pe6CHKOM Yyachkl
Yace! cBepXypouHOi €
paboTEI
Iporymer I1
HesiBku no HH
HEBBISICHEHHBIM
npu4uHam (1o
BBISICHEHHUS
06CTOATENBCTB)
Cryxebnbie Komanauposku K
YupekaeHHe  BIOpaBe  CaMOCTOSITENIBHO  JOMOJIHAT NIPUMEHSEMbIE  YCIIOBHEIE

0603Ha4eHus B paMKaX (OPMUPOBAHMS CBOEH y4ETHOMN MOJTUTHKH.



