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1. O0mume nmoroKeHus

1.1. Hacrosiee nonoxxexue o TabenbHOM ydere pabodero BpeMeHu (nainee — [lonoxenue)
paszpaboTaHo B cooTBeTcTBUY ¢ TpynoBsmM Konekcom PO u gBiseTcs TokaisHBIM
HopMmaTuBHBIM akToM MBOY «Myrapreiackas COILI um.A. AxmeioBay (gajiee — MIKOJQ),
pErIaMEHTUPYIOIIMM HOPSIOK y4deTa pabodyero BpeMeHH pabOTHUKOB ILIKOJIBI.

1.2. IlonoxeHue BCTymaeT B CHIIy C MOMEHTa €r0 yTBEP)KICHHS IIPHUKA30M JUPEKTOPA KO
¥ JICUCTBYET JI0 BBEJICHHUSI HOBOTO MOJIOKEHHUSI.

1.3. Buecenue nsmenenuii B IloosxeHue nmpou3BoguTcs Ha OCHOBAaHUY NIpHKa3a JIUPEKTOpa
IIKOJIBL.

2. OTBeTCTBEHHBIIH 32 Ta0eIbHBIH yueT padoyero BpeMeHu

2.1. [lns BeneHus TabeapbHOro y4yera pabo4ero BpeMEHH B KaX/IOM CTPYKTYPHOM
IOpa3IeICHUH HIKOJIbI IIPUKA30M JIMPEKTOPA LIKOJIbI HA3HAYAETCSl OTBETCTBEHHOE JIUIIO0
(manee — OTBeTCTBEHHBIN PaOOTHHK), KOTOPOE HECET OTBETCTBEHHOCTH 3a JOCTOBEPHOCTh
CBEJICHUH, OTPaKEHHBIX B Tabese, U 3a CRBOCBPEMEHHYIO cliady Tabess B IEHTPATH30BAHHYIO
OyxranTepuio.

2.2. O6s3anHOCTH OTBETCTBEHHOTO pabOTHHKA 10 BEJCHUIO TabeIbHOTo yyeTa pabouero
BPEMEHHU OIIPEJIENISIOTCS JODKHOCTHOW HHCTPYKIMEH, SIBJISIOLICHCS TPUTIOKEHHEM K €ro
TPYI0BOMY 10roBopy. OOS3aHHOCTH 0 BEJACHUIO TAOCIBLHOIO yyeTa pabouero BpeMeHu
MOTYT OBITh BO3JIOX€HBI Ha OTBETCTBEHHOTO PabOTHHKA B MOPSIKE COBMEIIICHUS
JIOJDKHOCTEH ¢ yuetoM crared 60.2, 151 Tpymosoro koaekca PO.

2.3. B nomxHocTHBIE 00s13aHHOCTH OTBETCTBEHHOTO pabOTHHKA BXOJIUT:

2.3.1. KoHTpOb CBOEBPEMEHHOCTH SIBKM PAOOTHUKOB CTPYKTYPHOTO MOIPa3/IeICHsI

Ha paboTy 1 yxo/a ¢ paboTsl, X (aKTHIECKOro BpeMeHH IpeObIBaHus Ha pabovyeM MecTe
B paboyee BpeMsl ¢ U3BEILEHUEM PYKOBOAUTENS MOAPA3ACICHNUS O HEsIBKAX, ONO3JaHHUsX,
NPEKIEBPEMEHHBIX YXO0/1aX.

2.3.2. KoHTpOJIb CBOEBPEMEHHOCTH NPEICTABICHUS PAOOTHIUKAMY JOKYMEHTOB,
MOATBEPKAAOIINX YBAKUTEIIbHbIC PUUMHBI KX OTCYTCTBUSI HA paboyeM mMecTe (JIMCTKOB
HETPYZ0CIIOCOOHOCTH, 3asIBJICHUI Ha OTIIYCK M MUHBIX IOKYMEHTOB).
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2.3.3. Beienue tabesibHOrO yueTa pabo4yero BpeMeH: pabOTHUKOB H CBOEBPEMEHHOCTD
TpeJICTaBIeHUs Tabels B IEHTPATN30BaHHYIO OYXTaJITEpHIO.

2.3.4. CBoeBpeMEHHOE BHECEHHE B Tabeb yyeTa paboyero BpeMEeHU H3MEHEHMH, B TOM
YUCJIe CBSA3aHHBIX C IPUEMOM, IEPEBOIOM, YBOJIbHEHHEM PAOOTHUKOB CTPYKTYPHOI'O
HOJIpa3IeIICHUSL.

2.4. Ilpu ocyuiectBiieHuH TabenbHOro yuera OTBETCTBEHHBIM paOOTHUK PYKOBOJACTBYETCS
TpynoBbim kosexcom P®, YkazaHus MU 110 IPUMEHEHHIO U 3aMI0JHEHUIO (OPM EpBUYHOH
YYETHOM JOKYMEHTAIIUH 110 YUYeTy TPyZAa U €ro OIUIaThl, yTBEPKACHHBIMHU

nocra”oieHueM 'ockomcrara Poccuu ot 05.01.2004 Ne 1, ITpaBriiaMmu BHYTPEHHETO
TpyaoBoro pacnopska Llentpa, cmeHHbIMU rpadukamu padoTel, HacTosuM Ilonoxenuem,
JIOJDKHOCTHOW MHCTPYKIMEH, a TaKKe JIPYTUMH TOKYMEHTaMH, HEOOXOAUMBIMH JUIs
KOPPEKTHOTO ¥ CBOEBPEMEHHOIO y4yeTa pabo4yero BpeMeH! pabOTHUKOB.

2.5. B ciyuae BpeMeHHOro OTCYTCTBUs OTBETCTBEHHOT0 pabOTHHKA €ro 00s13aHHOCTH
BO3JIArar0TCs Ha IPYroro pabOTHUKA MPUKA30M TUPEKTOPA IIKOJIBI.

2.6. PaboTHUKH, TPYIOBBIE 00S3aHHOCTH KOTOPBIX CBSI3aHBI C YUETOM pabodero BpeMeH!
PabOTHHKOB LIKOJIBI, JIOJDKHBI OBITH O3HaKOMJICHBI ¢ [looxkenueM o noAmnucs.

3. Buae! yyera pabo4ero BpeMeHH

3.1. B mKose mpuMeHseTCs OJICHHBIA 1M CYMMUPOBAHHBIN y4eT pabouyero BpeMeHH —
B 3aBHCHMOCTH OT YCTAHOBJICHHOTO paOOTHUKY peXHuMa pabodyero BpeMEHH U BPEMEHH
OT/IbIXa.

3.2. [IpumeHeHre CyMMHPOBAaHHOTO y4yeTa pabo4yero BpeMeHH, pexKuMa pabodero BpeMeHH
¥ BPEMEHH OTJbIXa paOOTHUKOB IIKOJIBI onpenenseTcs [IpaBuiaMu BHyTpEeHHEr O TPy 10BOTIO
pacropsiJika MKOJIbl, rpadhuKaMu CMEHHOCTH, a JUIsi pAOOTHHKOB, Y KOTOPBIX PEKUM
paboyero BpeMEHHU OTIMYAETCs OT 0OIIEYCTAaHOBICHHOTO B IIKOJIE, — TPY/OBBIMU
JIOTOBOPaMH.

3.3. IIpu nogeHHOM yueTe pabo4ero BpeMeHH MoACYET PaKTHIECKH OTpaboTaHHbIX
paGOTHHKOM YacCOB IMPOU3BOIMTCS €KEIHEBHO.

3.4. Ilpu cyMMHUpOBAaHHOM yueTe pabouero BpeMeHHU NoAcyYeT (akTUu4ecKu 0TpaboTaHHbIX
pabOTHUKOM YacoB 3a YUETHBIN MEPHO TPOU3BOIUTCS €XKEAHEBHO ¥ HAPACTAIOIIUM HTOTOM
CYMMAapHO 32 YYETHBIH NEPUOI.

3.5. CepxypouHas paboTa MOIJIEKUT PErUCTpaliy B Tabene yuera paboyero BpeMeHu
B TIOpsiIKe, TTpeaycMoTpeHHOM NyHKTOM 4.9.3 [lonoxenusi.

4. Ilopsok 3ano/HeHus Tabe/sa y4era pado4yero BpeMeHH

4.1. Tabens yuyera paboyero BpeMeHH (Jrayiee — Tabesb) BeASTCs 10 YHU(DHIIUPOBAHHOM
dopme T-13, yrBepkaenHoi nocranosiaeHueM ['ockomcrara Poccuu ot 05.01.2004 Ne 1,
Ha OyMa)XHOM HOCHUTEIE.

4.2. Cenenus B Ta0€)Ib BHOCATCS TOJBKO HAa OCHOBAHUHU HAUIeXKAIUM 00pazom
o(opMIIEHHBIX JIOKYMEHTOB, B YACTHOCTH: IIPHUKA30B (0 mpueMe Ha paboTy, IepeBo/ie,
KOMaHJIUpPOBKe, 00 OTIyCKe, O CBEPXYPOUHO#l paboTe, 00 M3MEeHEHUHN (haMUIINK ), INCTKOB



HETPYAOCHOCOOHOCTH, CIIPABOK O BBIIOJHEHUHU FOCYJAPCTBEHHBIX UM OOIECTBEHHBIX
00s13aHHOCTEH.

4.3. OTBeTCTBEHHBIH pabOTHHUK (POpPMUPYET Tabelb B JBa pa3a B MECSLL: 3a IIEPBYIO MOJIOBUHY
OTYETHOTO IePHO/ia U HTOrOBbIN TabeNb 3a BeCh OTYETHBIN nepuoa. OTYETHBIM EPHOIOM,

3a KOTOPBIH IpeacTaBiIsieTcs Tabelb, BISIETCS OJUH KaJeHIapHbIA MeCHI] C IIEpBOro

I10 TOCJICIHEE YUCIIO BKIIOUUTEIBHO.

4.4. B rpade «Homep nokymeHnrta» tabesi mpoCTaBisieTcs MOPsIKOBbIM HOMEp, HaunHas
C TIEPBOTO, UCTIOJIB3YETCS CKBO3HAS HyMepaIusl.

4.5. B rpade «/laTa coctaBieHus» yKaspiBaeTcs gata GopMupoBaHus Tabers,
COOTBETCTBEHHO, 32 MEPBYIO MOJOBUHY OTYETHOIO MIEPHUO/IA WM 32 BECh OTYETHBIHM IIEPHO/IL.

4.6. B rpade 1 «Homep no nopsaxy» tabesst UCIOIb3YETCsl CKBO3HAA HyMepalus,
MPOCTABIAIOTCS IMOPSIKOBBIE HOMEpa, HaYHHas! C IIEPBOTO.

4.7. B rpade 2 «Damuins, HHALKAJIBI, T0JDKHOCTH (CTIEHATIBHOCTD, podeccus)» Tades
[OCTPOYHO MEPEUUCIIAIOTCS PAOOTHUKHU B an)aBUTHOM IOpsi/Ke (10 nepBbIM OyKBam
bamummif). JIo;oKHOCTE pabOTHUKA YKA3bIBAETCS B CTPOTOM COOTBETCTBHH CO IITATHBIM
pacnucaHleM LIKOJIbI.

4.8. B rpade 4 «OT™MeTKH 0 SBKaX ¥ HEsBKaxX Ha paboTy M0 YHciaM Mecsia» Tadess
(manee — rpadga Ne 4 Tabens) OCyLIECTBISETCS €KEAHEBHBIN yUeT pabouero BpeMeHH
KaXI0ro pabOTHHUKA ¢ MPUMEHEHUEM YCIIOBHBIX OYKBEHHBIX 0003HaueHuH (KOI0B),
MPUBEICHHBIX B YHUUIMpoBaHHOH popme T-12, yTBEp)KACHHOM! TOCTaHOBICHUEM
['ockomcrara Poccuu ot 05.01.2004 Ne 1. Ecnu B yaudunuposannoit popme T-12 s
pErHCTPUpYEMBIX B Tabele cIydaeB He PelyCMOTPEHBI KOIBI — IIPHUMEHSIOTCS KOJIBI,
YTBEPXKACHHBIE IPUKA30M JAUPEKTOPA MIKOJIBI.

4.9. Yyet pabouero Bpemenu B rpade Ne 4 Tabesis NpOU3BOIUTCA METOIOM CILIOIIHOM
PEruCTpanuy SIBOK U HESIBOK:

4.9.1. B BepxHneii crpoke rpadni Ne 4 tabesist mpoctapisieTcst OyKBEHHBIN KOJI, @ B HY)KHEH
CTpoKe — (akTHUeCKH 0TpaboTaHHOE paOOTHUKOM BpeMs B 4acaxX U MHHYTaXx.

4.9.2. OTKIIOHEHHS B BUJIEC HESBOK, yYET KOTOPHIX BEAETCS B JHAX (OTILYCK, JJHU BPEMEHHOM
HETPYAOCIIOCOOHOCTH, CITykKeOHbIE KOMaHUPOBKU M MHBIE), OTPAXKAIOTCS ITyTEM
MPOCTaBJICHHUS B BEpXHeH cTpoke rpadsl Ne 4 Tabesiss OyKBEHHOIO KOJa, @ HUXKHsS CTPOKa
Ha3BaHHOM rpadbl 0OcTaeTCs MyCTOM.

4.9.3. OTKJIOHEHHUS B BUIE CBEPXYPOYHBIX 4aCcOB pabOTHI B Tabee MO/ OTAEIHHBIM
OYKBEHHBIM KOJIOM HE PETHCTPUPYIOTCS, a YKa3bIBAIOTCS B paMKaX (PaKTHUCCKH
oTpaboTaHHOrO paOOTHUKOM BPEMEHH 32 JIEHb (CMEHY).

4.9.4. Ilpu Hamm4uu y pabOTHUKA OJHOTO MJIM HECKOJIBKUX BU/IOB OTKJIOHEHUH B OJIMH JIEHb
(HarpuMep, CMeHa, YaCTUYHO MPUXOASINAsACS Ha HOYHOE BpeMs, HJIM KOMaHMPOBKa,

B MIEPUOJ] KOTOPOH paboTHHK 3a0osien) B BepxHe# ctpoke rpadsr Ne 4 taGestst npocTaBiisioTes
4epes 1po0b B HEOOXO0IMMOM KOJIHMYeCTBE OYKBEHHBIE KO/Ibl, @ B HUJKHEH CTPOKE
yKa3bpiBaeTcs (pakTHIeCKH 0TpaboTaHHOE/HeOTpaboTaHHOE BpeMs 110 KaXKIOMY KOy
OTKJIOHEHHS.




4.9.5. B ciydae HesiBKu paboTHHMKA Ha paboTy 10 YCTAHOBJICHUSI TOYHON IPUYUHBI €r0
OTCYTCTBHS B BepXHel crpoke rpadsr Ne 4 tabenst mpoctasinsercs koa « HHy», HuxkHss cTpoka
ocraercs myctoi. Kox ucnpapinsiercs Ha BEpHbIH MOC/IE TOTO, KaK PaOOTHUK MPEJACTABUT
JOKYMEHT O IPUYMHAX OTCYTCTBUs Ha padore. [Ipu mpeacraBaeHuu Takoro J0KyMeHTa
nocsie opopMIIEHHst UTOTOBOTO TabeJsl 3a OTUETHBIN MEPUOT TI0 JIAHHOMY pabOTHHUKY
COCTABJISICTCS KOPPEKTUPYIOIIU# Tabeb.

4.10. CenieHust 0 pabOTHUKAX — BHYTPEHHHX COBMECTHTEIISIX OTPAXKAIOTCS B Tabesie 1moj
pa3HbIMH TabeJIbHBIMI HOMEPaMHU JBaXIbI: OTAETEHON CTPOKOH — MO0 OCHOBHOU padoTe
¥ OTACTIBHOM CTPOKOM — [0 COBMECTUTEIIBCTRY.

4.11. PaboTHUKY, IPUHSATHIE B OTYETHOM IIEPUOJIC B CTPYKTYPHOE OApa3iecHHE, IO/IEKAT
o0s13aTeTIbHOMY BKITIFOYEHHIO B Tabenb ¢ 1aThl Havyaia paboTel. B sueiikax rpadsl
Ne 4 Tabens, kKoTOpbIe HE 3aNOJTHSIIUCH 0 IIPHEMa HOBOTO PabOTHUKA, CTABATCS MPOUYCPKH.

4.12. PaGoTHHKH, NIEpEBEICHHBIC B OTYETHOM NIEPUOJIE B IPYrO€ CTPYKTYPHOE
HoJpas/iesieHue, MoAIexar 00s3aTeIbHOMY BKIIOYECHHUIO B Tabelib 3TOr0 CTPYKTYPHOTO
NoJipa3/ielieHys ¢ AaThl Hadaia paboTel B HeM. [Ipu 3ToM U3 Tabestst CTpyKTypHOTO
NOJpa3e/ICHHs], U3 KOTOPOro pabOTHUKHU MEPEBOJUIUCH, OHU HCKIIIOYAIOTCS B MECSIIE,
CIIEYIOLIEM 3a OTYETHBIM NeprooM. CBeseHus 0 pabOTHUKAX, IEPEBE/IEHHBIX B TCUCHHE
OTYETHOIO TIEpHOJIa BHYTPH CTPYKTYPHOTO NOApA3AeICHUs Ha APYTYIO JOJDKHOCTE (B TOM
YHUCJIE BPEMEHHO), OTPAXAIOTCA B Tabesie ABaXIbl — I10 NEPBOHAYAIBHOM U 10 HOBOM
J0JDKHOCTH. B stueiikax rpadsr Ne 4 Tabens cTpyKTypHOro 1o apas/ie/ieHus, KOTOpbIe

HE 3aII0JIHSJIACH B CBSI3H C IIEPEBOIOM PAOOTHUKOB, CTABSTCS MPOYEPKH.

4.13. B aueiikax rpadsi Ne 4 taGenst mocie qHs yBOJIbHEHUS paOOTHHUKA U3 LIKOJIBI CTABATCS
IIPOYEPKHU JI0 OKOHYaHUs OTYETHOIO nepuoia. B mecsie, cienyronem 3a OTYETHBIM
HIEPUOIOM, YBOJIEHHBIM paOOTHUK UCKITIOYAeTCs U3 Tabers.

4.14. Tlocne oxoOHYaHUS NIEPBOH MOJOBUHBI OTYETHOTO MEPHOJA, A 3aTEM MOCTIE OKOHYAHMSI
BCEr0 OTYETHOIO NEPHUOAA A0 nepeaqyn Taberis B EHTPAIM30BaHHYIO OyXTralTeprio

B rpadax 5 u 7 «OTpaboTaHO 3a 0JIOBHHY Mecsiia/Mecsi» Tabessi B BEpXHHUX CTPOKaX
IIPOCTABJISETCS KOJIMYIECTBO OTPAabOTaHHBIX paOOTHUKOM JHEH, B HUKHHX CTPOKaX —
KOJMYECTBO OTPabOTaHHBIX PAOOTHUKOM 4acoB. JlaHHBIE rpadbl 3aMOIHSAIOTCS IPH
COCTaBJICHUM KOPpEKTUpYIoLero tadens, Tabessi Ha YBOJIBHSIOMIErocs paboTHUKA.

4.15. BHeceHue uCTIpaBlIeHUH U JOTIOIHEHUH B Tabesh He JlonycKaeTes. B ciyuae
HEOOXOAMMOCTH BHECEHHSI U3MEHEHHH (JIOTIOJTHEHHI) B CIaHHBIH Tabeslb COCTABIISETCS
WHJIUBU/yaJIbHBIH KOPPEKTUPYIOIIHi Tabelb 110 KOHKPETHOMY PabOTHHKY.

4.16. Tabennb 3aBepsgtoT CBOMMHU OMTUCIMUA OTBETCTBEHHBIN pabOTHUK, TUPEKTOD HEHTPA,
CHELMATIUCT 0 KaJpam.

4.17. TaGenb Ha OymakHOM HocuTelie nepenaetcss OTBETCTBEHHBIM paOOTHUKOM B
LIEHTPAJIN30BaHHYIO OyXTaITEPUIO B CICAYIOIINE CPOKH:

e 32 I[IepBYIO NOJOBUHY Mecsiiia — He no3anee 10:00 neporo padodvero aHs mocie
15-ro yucna oT4eTHOrO MEPUOIA;

e 3a BeCh KaJleHIapHbIi Mecsl — He no3aaee 10:00 nepBoro paboyero aHst nocie
MIOCJIETHETO JTHSI OTYETHOTO MTEPHOIA.

4.18. ]I CBOEBPEMEHHOTr0 pacueTa 3apabOTHON IIAaThl YBOJBHSIOLIETOCS pabOTHHKA
Ha HEro 3aroJIHAeTCs OTAeIbHbIN Tabens ¢ 1-ro yucia TeKyuero Mecsiia o mocaeHui



pabounii 1eHp (BKIIOUUTEIbHO). Tabenb Ha yBONbHSIOIErocs paboTHHKA IepeaaeTcs
B [IEHTPAIM30BaHHYI0 Oyxranrepuio He no3aHee 15:00 paGouero JiHs, MMpeecTBYIOMEro
JIHIO YBOJIbHEHHSI.

4.19. Ilpu cocTaBieHUU KOPPEKTHPYIOLIETro Tabesis P YBOJIbHEHUH paObOTHUKA OJIHUM
JHeM TabeJib Ha paOOTHHKA NEpeaeTcs B HEHTPATH30BAHHYIO OYXTaITEPHIO B TEUCHUE
OJIHOTO Yaca CIELUATUCTOM 10 KaJpaM.

4.20. O6mmii cpok xpaHeHus Tabeneil B mKoyie— sTh J1eT. Tabenu no yuery paGouero
BpPEeMEHH pabOTHHKOB, 3aHATBIX BO BPEHBIX W (MJIHM) OTIACHBIX YCIIOBUSX TPY/Id, XPaHATCS
75 net, eciy AeIO0NPOU3BOACTBO IO HUM 3aKoHYEHO 10 1 suBaps 2003 roja, u 50 ner, eciu
OHO 3aKOHYEHO I0cIe 3ToM AaThl. CpoK XpaHEHHs: HCHUCISeTCs ¢ | ssHBaps roja,
CJIEZYIOIIETO 3a TOJOM, B KOTOPOM ohopMIIsics TabeThb.



