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0 NOpsiiKe BeeHUs Ta0e 1A yuera padouero

BpeMeHH

(kox popmpbl 0504421)




1. O0mue nooxkeHust

l.1. Hacrosmee ITosoxeHne BBOAUTCS C LEIBIO CUCTeMaTH3alIUu Mpo1ecca
cbopa u 06pabotku unbopmaLy o 3aTpaTax paboyero BpeMeHH COTpYIHHKAMU
MK IOV a/c «Tepemok» (Ha OcHOBaHUH Ipunoxenus Ne 5 x npukasy
Munucrepersa punancos Poccuiickoii Denepamun ot 30 mapra 2015 r. No 52H).

[.2. Tabeny ywera mcnons3oBanus pabogero BpeMeHH (. 0504421) (nanee
— Tabens (¢. 0504421) npumensiercst mwis y4€Ta UCIOIb30BaHus paboyero
BPEMCHH WM PETUCTPALIMY PA3JIMYHBIX CIy4YaeB OTKIOHEHHI Ot HOPMaJIBHOI'O
HCIIOJIb30BaHMsI pabouero BpeMeHHu.

1.3. B MKJIOV x/c «Tepemok» Beaercs n1Ba Taberrs y4era paboyero
BPEMEHH 10 NEaroruveckoMy u 00CIIy KHBarOIEMy [epcoHany,

l.4. Jlns Benenns TaGens (¢. 0504421) MpHKa3oM 3aseaytomero OV
HA3HA9AI0TCS OTBETCTBEHHBIE JIMLA U3 YHCIa COTPYAHMKOB JJOY .

1.5. B nomkHocTHbIe 0653aHHOCTH PabOTHHKOB, OTBETCTBEHHBIX 32
TaOCNIBHbIN yUeT, BBOAATCS (YHKLHUM: KOHTPOJIb (DaKTUYECKOrO BpeMeHH
rnpedbIBaHus COTPYAHUKOB OV Ha paboTe u BejieHHe TabeIbHOTO yyeTa ¢
OTBETCTBEHHOCTBIO 3a MPABUIIbHOE OTPakeHHe B Tabejle paboyero BPEMEHHU
COTPYAHHKOB H CBOCBPEMEHHOCTD IpeACTaBICHUS Tabess Ha pacyer B [1b VO.

1.6. Tabens (. 0504421) oTKpBIBAETCS E3KEMECIUHO 34 2-3 nHg 10 Hayana
PacticTHOTro nepuoaa Ha ocHoBaHuu Tabens (. 0504421) 3a MPOLLIBIA MECHLI.

1.7. Jlns ucriosinenus: o0s3annocTei pabOTHHUK, OTBETCTBEHHBII 3a
TaOEJbHBIH yUerT:

* BCICT y4eT IITAaTHOIO COCTaBa COTPY/IHHKOB;

* Hd OCHOBaHWHM JOKYMEHTOB (IIPHKA30B 110 JIUYHOMY COCTaBY H
OOIIMM BOMPOCaM) BHOCHT B CIHCOK H3MEHEHHUS, CBS3aHHBIE C IIPUEMOM.,
YBOJIILHCHHEM, NCPEMEIIECHUEM, H3MEHEHHeM rpaduka paGoTsl, paspsiioB
KaTeropui, Npe10cTaBIeHHEM OTITYCKOB M T. 1.

* OCYIICCTBIAET KOHTPOJIb CBOCBPEMEHHOCTH SIBKM Ha paboTy M yxoja
C paboTel, HaXOXk/JeHHs Ha pabodyeM MecTe COTPYIHUKOB C W3BEIIEHUEM
pykoBojutesns IOV o HesBKax, 0Ono3naHusx, MPeXIeBPEMEHHEBIX YX0aaX U
IPUYHHAX, UX BbI3BABILUX;

* KOHTPOJMPYET CBOCBPEMEHHOCTh MPENOCTABICHUS M MPABHIBHOCTD
O(OpMIICHUSI JOKYMEHTOB, MOATBCPKAAKOIUMX I1PaBO COTPYJAHMKOB HAa
OTCYTCTBHE€  Ha  pabodyeM  MecTe:  JUCTKOB O BPEMEHHO
HETPY/I0CTIOCOOHOCTH, CHPABOK 110 yXOMy 3a GOMBHBIMH, MONTHCAHHEIX
PYKOBOJHUTEJIEM YBOJBHUTEIIBHBIX H JAPYIHX;

* TOTOBHT CIIHCKH COTPYJHMKOB MAJisi M3[aHUS NPHKa30B O paboTe B
BBIXO/THBIE U HepaOo4He Mpa3 HHYHbIE THH.

1.8. B cityqae HEBO3MOKHOCTH BPEMEHHO HCIIONHATD OOS3aHHOCTH 1o
BEACHUIO TaOEIFHOTO y4eTa HA3HAYEHHBIM COTPYAHHKOM, pykosoautens JJOY
yTeM us3fianus [Ipukasa Ha 3TOT neproa HAa3HAYAET OTBETCTBEHHONO
HCIIOJTHUTEIA.




1.9. Bce coTpyIHUKH, B O0SI3aHHOCTH KOTOPbIX BMEHEHO BEICHHE
TabeNbHOro yueTa, B 0053aTeIbHOM ITOPAJAKE 3HAKOMSATCS ¢ HACTOSLIUM
[TonoxenueM o1 pOCIUCH.

2. [IpaBu.aia 3anoJiHeHust Tades s

2.1. Tabens yyeTa paboyero BpeMeHH BEAETCS B JMEKTPOHHOM U OyMaXXHOM
BapUaHTe.

2.2. Jlanee Tabens B hopmare Excel pacrieyarsiBator Ha Oymare.
[TonmucanHbli Tabenb nepenaeTcs B OyXrajaTepuio Ha XpaHEeHHeE.

2.3. TabGenb conepKUT BU3Y 3aBeAYIOLIEr0 AETCKOro caja: HaHMEHOBaHHE
nojxkHocTH, ©.M.O., moanuce, 1aTy NOAMKUCAHMS.

2.4. K conepxanuio Tabes npeabsaBIsSIOTCS ClAeayolye TpedoBaHus:

e [aHHBIE O COTPYAHHUKAxX BHOCATCS B Tabelb B CTPOrOM
COOTBETCTBHH C UCITOJIHEHUEM IITaTHOro pacrnucanusa JOVY;

®B Cjlyyae YBOJIbHEHHMS Ha COTPYAHHKA IIOAAETCH OTHEIbHBIN
Tabenp, ogHoBpeMeHHO ¢ [IpukasoM Ha yBOJIbHEHHE (C IOKIIQIHOMH
3alIUCKON — B ClIydae yBOJbHEHHS IO WHHUHaTuBe paboropareis). B
Tabesne NpOCTaBIAKOTCS 4Yachl pabOThl MO MOCHeAHUH pabouuil NeHb
BKJIFOUHMTEJIBHO, a MTOCJIe AHS YBOJIBHEHUS IPOCTABIISAETCS «-».

2.5. B Tabene (db. 0504421) perucTpupyroTcs ciay4an OTKIOHEHHH OT
HOPMAaJILHOT'O MCII0JIb30BaHMs pabo4yero BpeMeHH!, yCTaHOBACHHOIO [TpaBHIaMH
BHYTPEHHEr0 TPYAOBOIO pacropsiika, Win GakTHYeCKHe 3aTpaThl paboyero
BpeMeHH. B BepxHeil M0JI0BHHE CTPOKH 10 KaKIOMY PaDOTHHKY 3alHChIBAIOTCS
yCJIOBHBIE 0003HA4Y€HHUs, a B HUKHEH — Yachl.

B BepxHeil MOJOBHHE CTPOKH M0 KaKIOMY PaOOTHHKY, ¥ KOTODOTO HMEJHCH
OTKJIOHEHHS OT HOPMAJILHOIO UCIOIIB30BaHHs pabouero BPeMeHH, 3aMUChIBAIOTCA
yCJIOBHBIE 0003HAYCHUA OTKIOHEHHH, a B HHKHEH — 9achl OTKIOHeHUH. B HIXKHEH
4aCTH CTPOKH 3alMChIBAKOTCH TAK/Ke 9ackl paboThl B HOYHOS BPEMs H Yachl paboThI
B Npa3iHUYHbBIE THH.

2.6. Ilpu perucTpauiy OTKJIOHEHHH B CAYy4ae HATHYHS ¥ OQHOINO pabOTHHKA
yYpexIeHHs ABYX BHAOB OTKIIOHCHHH B OHH ISHL (ISPHOI), HIXHSAA 9aCTh
CTPOKH 3aIlUChIBAETCS B BHE JAPOOH, YHCIHTEIL KOTOPOH — ¥CI0BHOS
0003HaueHre BUAA OTKIOHEHHIH, @ 3HaMeHaTe s — 4acsl pabotsl. [IpH HAIHYUH
Goltee IBYX OTKJIOHEHHH B ONHH AeHb (amuaus pabotauka 8 Tadene (§. 0504421)
[IOBTOPAETCS.

2.7. CokpallleHHas Ha OWH Yac NPOJO/IKHTEABHOCTS NPEANPasAHUYHBIX
JIHEH OTKJIOHEHHUEM He SBJISETCH.

2.8. B cpoku, ycTaHOBIIEHHBIE [IOPSAAKOM IOKYMEHTO000POTa YUPeKICHHS
pabGOTHUKOM, OTBETCTBEHHBIM 3a BefeHHe Tabens (. 0504421), orpakaercs
KOJIMYECTBO JHEH (4acOB) HESABOK (ABOK), & TAK/KE KOJHYSCTBO Hacos N0 BHAAM
nepepaboTOK (3amenieHue, padboTa B Mpa3AHWYHbIE 1HH, paboTa B HOYHOE BpeMs U
JpyTHe BUJIbI) C 3aITCHIO UX B COOTBETCTBYIOIINE rpadbl. 3arnoiHeHHbIN
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Tabens (¢. 0504421) noanucsiBaeTcs JULIOM, Ha KOTOPOE BO3JI0KEHO BEICHHUE
Tabens (. 0504421).

2.9. 3anonuennbin Tabens (. 0504421) u gpyrue 10KyMEHTHI,
MOJAMNKUCAHHBIE OTBETCTBEHHBIMU JOKHOCTHBIMH JIMLIAMHU, B YCTAHOBJICHHbIE
CPOKHM CHArOTCs B OyXrajlTepuio i poBeaeHus pacyeToB. Tadens (. 0504421)
HCIIOJIB3YETCS 1S cocTaBieHus PacueTHo-nnaTexxHo# BeagomoctH (. 0504401)
(Pacuetnoit BegomocTH (. 0504402).

2.10. Ilpu oOHapy»KeHUM JUIIOM, OTBETCTBEHHBLIM 3a COCTAaBJIEHHE H
npeacrasienue Tadens (¢. 0504421), dbakra He oTpaKeHHs OTKIIOHEHUH WU
HEIIOJIHOTHI MIPEACTAaBICHHbBIX CBEIeHUH 00 ydyeTe paboyero BpeMeHu
(nmpeacrasiieHre paOOTHUKOM JIMCTKA HETPYAOCTIOCOOHOCTH, IPUKa3a
(pacriopsiKeHus1 ) 0 HanpaBeHuU paboTHUKa B KOMaHIUPOBKY, IIpHKa3a
(pacriopsiKeHus1) 0 IPeI0CTaBIeHHUH OTITYCKa pa0OTHUKY | T.[., B TOM YHCIIE B
CBSA3HM C [IO3HUM IIPEJICTABICHUEM JOKYMEHTOB), @ TAKXKe BbIABICHHBIX OLLIMOOK,
U110, OTBETCTBEHHOE 3a coctaBneHue Tabemns (¢. 0504421), o6s3aH0 yuyecThb
HEOOXOAUMBIE U3MEHEHUS U MTPeICTABUTh KOppeKTUpyroLuii Tadens
(. 0504421), cocTaBiieHHBIH C Y4€TOM U3MEHEHHUU B NOPSIIKE U CPOKH,
NpeyCMOTPEHHbIE JOKYMEHTOO00POTOM YUpEeXkAeHHUsl.

2.11. B crpoke «Bua tadens» yKa3bIBaeTCs 3HAYEHNE KIIEPBUYHBINY, IIPH
npexacrasienun ladens (¢. 0504421) ¢ BHECEHHBIMU B HEI'O U3MEHEHUSAMH,
YKa3bIBAETCS 3HAUYEHUE «KOPPEKTHPYIOLIUW», IIPH 3TOM IIpH 3ar0JHEHUH
nokazaressi «HoMmep KOppeKTUPOBKH» YKa3bIBACTCH:

—uuppa «0» nOpocraBnsercs B Cly4dae  MpPEeACTAaBIEHHUs  JIMLIOM,
OTBETCTBEHHBIM 3a cocrapieHue Tabens (¢.0504421), nepsuunoro Tabeis
(. 0504421);

— U(pBI, HAYUHAsA ¢ «1», NPOCTABIAKOTCSA COTJIACHO IOPAAKOBOMY HOMEpPY
Koppektupyomero Tadens (. 0504421) (KOppeKTUPOBKU) 3a COOTBETCTBYIOLIIMH
pacyeTHBIH MEPHO.

2.12. Jlanneie koppektupytowero Tabdens (¢. 0504421) coyx)ar ocHOBaHUEM
111 Tiepepacyera 3apaboTHOM TUIaThl 3a KaJleHIapHbie MECsLbl, NIPeAIIEeCTBYIOIINE
TEeKyLIeMYy MeCsIly HauuCJIeHUs 3apabOTHOM MJI1aThI.

2.13. Tabenp 3aronHseTcs 3a Nepuoi, 3a KOTOPbIM IpeayCMOTpPEeHa BhINIATa
3apa0OTHOM TLIATHI.

2.14. Jlanabele o 3arparax paboyero BpeMEHH, BHOCUMBIE B JJIEKTPOHHYIO
0a3y, JOJIKHBI COOTBETCTBOBAThH JAHHBIM TaleIeH.

2.15. B tabeie He paspelnaroTcsi HUKaKyMe UCIpaBIeHus U JONOJTHUTEIbHEIE
[TOMETKH.

3. [Topsiiok popMUPOBAHMSA H NpeACTAB/ICHHS Tade el

3.1. He pexe ogHOro pasa B HeAeO pabOTHUK, OTBETCTBEHHbIM 34
TabebHBIN yueT, coOupaeT naHHble 00 WCI0JIb30BaHUHU Paboyero BpeMeHH.

[Ipu BeIXOZE pPabOTHUKOB B Te4yeHHe pabdoyer CMeHbl OTBETCTBEHHBIM 3a
BeJleHNe Tabens (pUKCHUpyeTcs BpeMs BbIXoJa M Bo3BpauleHHsA. Eciu paboTHHK
BBIXOJIMJI HE 110 ITPOU3BOACTBEHHON HEOOXOAUMOCTH W pabOTHUK HE OTHOCHUTCH K



KaTeropuu A,
BPEMEHH.

BPCM3 - OTCYTCTBHs BBIYMTAeTCs M3 OamaHca OTPaGOTAHHO

3.2. Bce ono3nanus u HPEKAEBPEMEHHBIE yXO/Ibl ¢ paboThI HUKCUPYIOTCS
OTBCTCTBEHHBIM 3a BEIeHHE Talellsl yueTa paGouero BpeMeHH U BEIYHTAIOTCS U3
Oananca pabouero Bpemenn. Uckroyenne COCTABIISAIOT PadOTHUKH, IPUXOIAILIHE
Ha paboTy Mo3ke MM paHblle YXOUALIME C COrNACHS agMuHEHCTpauun JI0V, a
TaKXKe pabOTHUKH, OTHOCSIIHECS K KaTeropuu A (mpuioxesue 2).

3.3. JlaHHBIE O ciiyyasx OIO3/IaHNH, CAMOBOJILHBIX YXO/I0B ¢ paboThl
HAlIPABIIAIOTCA PYKOBOJMTEIIIO AETCKOTO Ca/la OTBETCTBEHHBIM JTHIIOM 34 BEJCHUE
ydera Tabeiis paboyero BpeMeny B (hopMe aHATUTHYECKOH 3aMTHCKH O HapylIeHHUs
padOTHUKAMH pesKuMa TPpyJa U OTAbIXa.

3.4. JlanHble 06 HCHONB30BAHUH paboyvero BpeMeHH 3aHOCATCH
OTBETCTBEHHBIMH 34 TAOCITBHBIN YUeT B 3JIEKTPOHHYIO 0asy no 14 4yucna otyetHOr

MECH11a.

[Ipu 3armonuenuu TaGens (. 0504421) npumensiores CHASAYIOUIHE YCIOBHBI

0003HaYeHHS:
Kon Yci0BHEIE 0003HaUYeHNS
A IponomkurensHoCTs paGoTsl B 1HEBHOE BpeMs
H [IpomomkuTenbHOCTE paboThl B HOYHOE BpeMmsi
PB [ [poio/KUTeIBHOCTE PabOTHI B BBIXOTHEIE B Hepaboyue qHH
K CayxeOHas KOMaHMpoBKa
[1K llosprmenne kpamidukaLmm ¢ OTpEIBOM OT padoThl
I[IM lloBbimienne kBammubukamu c OTPEIBOM OT paboTel B Apyroi
MECTHOCTH -
OT ExXeronHsIii 0CHOBHOM OITauHBaeMsiil OTITYCK
O/l EXero/tHpli I0MOIHUTe BHEIIT OMadHBaeMbIil OTITYCK d
¥ JloronmHuTe B HEIN OTIIYyCK B CBS3H C ODYHEHHEM C COXpaHEeHHeM
CpeaHero 3apaboTka pabOTHHKAM, COBMEIIAFOIIHM padory ¢
00y4eHHeM .
Y JlononHutensHeIM OTNYCK B CBA3M C oOyuenuem Ge3 coxpaneHus
3apaboTHOM nyIaThl
P Otnyck mo GepeMeHHOCTH M poaaM (OTIYCK B CBA3H C
YCbIHOB/ICHHEM HOBOPOXKIEHHOIO pebeHka)
OX OTIyck 1o yxoay 3a pe6eHKOM [0 A0CTHREHHS UM BO3pacTa Tpex
JeT )
10 Ornyck 6e3 coxpaneHms: 3apaGoTHOI I1aThl, MPENOCTaBIeHHbIH
_PpaboTHUKY 10 pa3penieHnio paboToaarens
03 Ornyck 6e3 coxpaHeHHs 3apaGOTHOH IUIaTHI [IPH  YCIIOBUSX,
[IPEAYCMOTPEHHBIX NEeHCTBYIOIIMM 3aKOHOAATEILCTBOM PD .
J1b Exeronusii  nononuuTenbHbI OTIycKk  0e3  coxpaHeHus

3apaboTHOM 11aTh




J— b Bpemennas nerpyaocrocoGHOCT, 63 Ha3zHAUEHHS MOCOOHS B |
ClIy4asx, IMpeayCMOTPEHHBIX 3aKOHO1aTeIbCTBOM
- T Bpemennas HeTpynocmocoOHOCT 6Ge3 Ha3zHAuYeHHS MNOCOOHS B |
™ ClIy4dasix, MpeayCMOTPEeHHBIX 3aKOHOAaTe/IbCTBOM |
TLITHe [TP [Iporynel ( orcyrctBHe Ha paGouem mecre 6e3 YBa)KHTEIBHBIX |
2 MPUYKH B TeYEeHHUe BPEMEHH, YCTAHOBJIEHHOTO
3aKOHOJIaTE/ILCTBOM )
B Brixoauele amu  (exeHenensHBIi  oTmyck) U Hepaboune |
[eHMe | IPa3HUYHbIE JHH
TeHISIX OB JIOTIOTHUTE I HBIE BEIXOAHBIE HU (ortaunBaemeie)
HB JlononuutesnbHble BBIXOAHBIE AHU (6€3 COXpaHeHHUs 3apaboTHOM
[1J1aThI)
ATHOTO HH HesiBka 10  HEBBISCHEHHBIM  MPHUYHHAM (10  BBISICHEHHS
O0OCTOSTENLCTB)
Hb Otcrpanenue oT paboTsl (HeZoOMyIeHNe K paboTe) Mo nmpuYHHaMm,
OBHBIE NpCAyCMOTPEHHBIM  33aKOHOIATE/IBCTBOM, 0€3  HAYHCIICHUS
3apabOTHOM I71aTEI

4. Yuer v nopsaox opopmM/IeHHs OTIIYCKOB

4.1. Ornyck npenocraisieTcss pabOTHUKAM COTIACHO rpauKky OTIyCKOB,
KOTOPBIA COCTABIISETCS HA KaXK/bIil KaJleHIApHBIH o] U JOBOANTCS 10 CBEIEHHS
' BCeX paOOTHUKOB. JIOCPOYHBIN OT3bIB U3 OTIMYCKA JOMYCKAETCS B
pyroit HCKIIFOYHTEIBHBIX ClIy9asX ¢ MUCbMEHHOTO corsacus padotHuka. Odopmsercs
'_ OT3BIB U3 OTITYCKa MPHUKa30M 3aBEAYIOLIEro YupexaeHue ¢ 0093aTeIbHbIM
L YKa3aHHEM CpOKa MpeaoCTaBlIeHUs OTIIYCKa 3a HEUCIIOIB30BAHHbBIE THH.
Opranusanus, ocyImecTBisiomas 6yXraarepeKkoe obciyxuBanue YupexaeHus, Ha
OCHOBAaHMH IPHKa3a 00 OT3bIBE U3 OTITyCKa IPOU3BOAUT Iepepacyer
IPOM3BEACHHBIX BBIIIAT 32 OTIIYCK (yAep:KaHHEe CYMMBI 3a HEHCIIOIb30BAHHBIE
EEHHH JHH OTIYCKAa) U HAYMCIISIET COOTBETCTBYIOLYIO OILIATY 332 HEHCIIOIB30BaHHbIE THH

2HUEM
Ty ¢

OTIIYCKa P €r0 MOBTOPHOM [TPEIOCTABICHHH.

31 C "
4.2. KpatkoBpemenHble oTiycka 6e3 coxpaneHust 3apaGoTHOM 11aThl
Tpex O(OPMIISFOTCS MPHKA30M 3aBeIyIOIIEro YupeKIeHus 110 3aBICHUIO paboTHUKA,

COTJIaCOBAHHOMY C 3aBEAYIOILUM YupekneHus. PaboTHuk, opopmusimmii otmyck
HHBIH Oe3 coxpaHeHus 3apaboTHOM IU1aThl, HHPOPMHUPYET 06 FTOM paboTHHKA,
| OTBETCTBEHHOIO 3a COCTaBJ/IeHUE TabeIst B TOT JKe JeHb, U1 yuera B Tabese yyera
BUSIX, HCIIO/Ib30BaHUs pabovyero BpeMeHH.
f
[eHUS 4.3. YueT BpemeHu paboThl B BBIXOHbBIE AHH OCYIIECTBIISETCS 3aBX030M IO

(pakTHYeCKOMY BBIXO/Y U OTpPaDOTAaHHOMY BpEMEHH.



S. YueT BpeMeHH 10 JHCTKAM HETPYA0CHOCO0HOCTH

>.1. PaboTHukH, 0cBOOOKIEHHBIE OT paboThI MO OOIE3HHU, JOIMKHEI B I1€
lieHb 00JIe3HU WJTM HaKaHyHe YBeJIOMHUTH 3aBeyIOILIEro ¥ OTBETCTBEHHOTO 34
BeJicHHE Tabesls ydera UCronb30BaHus paboyero BpeMeHU. B leHb BBIMTUCKH
[TOCTABUThH 3aBE€AYIOLIEI0 U OTBETCTBEHHOTO 3a BeJleHHUe Tabeist UCII0J1b30BaH
pabotero BpeMeHu O BbIXoze Ha paboTy. B 1eHb BbIx0/1a Ha paboTy mocie
Oose3Hu NpenocTaBUTh B KaOHHET 3aBe/IyIOLIEr0 IETCKMM CalOM 3aBEPEHHBI
MEIUIMHCKHAM YUYPEKIEHUEM JTUCTOK HETPYIOCIOCOOHOCTH.

5.2. PabOTHHK, OTBETCTBEHHBIH 3a JJaHHOE HallpaB/ieH#He paboThl, IPOBE
€ro 3aroJIHEHNE U CAAeT B OPraHu3alHio, OCYLECTBISIOUIYI0 OyXranTepcKoe
obcnyKuBaHue YupexJaeHus s JalbHeHIero opopMiIeH s U BBIILIATHI 110
[0 BPEMEHHOW HETPYA0CIIOCOOHOCTH.

6. ’KypHaJ/ibl yuera oTCyTCTBUSI pA00OTHHKOB.

6.1. 2)KypHai ydera OOIBHUYHBIX JIUCTOB, )YPHAJ y4eTa OTIIYCKOB
(04epenHbie, 3a CBOM cYeT, yueOHbIe) -NOKYMEHTHI, OTpaXarolue (GaMIIHio,
OTYECTBO paDOTHHKA, €ro JOIKHOCTB, TIEPHOL BPEMEHH, IPUYHHY OTCYTCTBH:
paboyeM mecTe, ocHoBaHMe. Jlata 1 Bpemsi OTCYTCTBHS paboTHUKA PUKCUPYK
KypHajaX OTBETCTBEHHBIM 3a TAOCIBHBIN YYeT HAa OCHOBAHUH 3aBEPEHHBIX
3asIBJICHUH, CIIPABOK - BHI3OBOB U3 YUEOHBIX 3aBeIeHHH 1 DOJIBHUYHBIX TUCTO

6.2. B ciiyqae HenpeacTaBieHUs B YCTAHOBICHHOM MOPsIIKe
[MOATBEPKAAIOIIUX JOKYMEHTOB TIPUYHHOM OTCYTCTBHUS CYUTAETCSH CAMOBOJIbE
yX0J ¢ pabodero mecra.

6.3. Ecin paboTHuK oTCyTCTBOBaN Ha pabouem mecte Oosiee 4 4acoB IOI
1 TOKYMEHTBI, [TIOATBEPXK/IAIOIIHeE ero IpaBo Ha OTCYTCTBUE, B YCTAHOBIEHHO
MOpsAKe, HE IPEI0CTaBIEHbI, PAOOTHUKY IIPOCTABISAETCS MNPOTYJ ¥ paboymii )
omiare He nouiexur. [lporyn opopmisiercs B nopsiike, yCTaHOBIEHHOM
TPYZAOBBIM 3aKOHO1aTEJILCTBOM.

6.4. DopMEI Be/IEHHS XKYPHAJIOB y4yeTa OTCYTCTBYIOIIMX PAaOOTHUKOB
pa3pabaThIBAIOTCS OTBETCTBEHHBIM 3a TalesibHbIN yueT (npuioxenue 1).
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7. Y4eT BpeMeHH KOMaHIMPOBOK.,

7.1. Bonpockl pexuMa pabo4ero BpeMeHH ¥ BpEMEHM OT/IbIXa PabOTHHKOB,
HaXOJSLUMXCs B CIIy)KeOHOH KOMaHIUPOBKe, PEryIUPYIOTCS AeHCTBYIOMINM
TPYZAOBBIM 3aKOHO/ATeNbCTBOM Poccuiickoit Menepanuu.

7.2. PaOOTHHKH 32 OJIMH-/BA THS 10 OThE31a B KOMAHAUPOBKY M B MEpBbIil
I€Hb BbIXO/a Ha paboTy 10 BO3BPALICHUIO U3 KOMAHAMPOBKH [IPEAbIBASIOT
3aBe/ytoliemMy YupexaeHHeM KOMaHuPOBOYHOE yI0CTOBEPEHHE, HA OCHOBAHHH
KOTOPOIo A€JIaeTCsl OTMETKa B Tabejie 0 BpeMeHH YOBITHS B KOMAHIHPOBKY H
BPEMEHH BO3BpAllleHHS U3 Hee.

8. Yuer pabouero BpeMeHH COBMECTHTEJISI 10 MECTY OCHOBHOI
padoThbI

/.1. Ecin paboTHHK sBNsieTCS BHYTPEHHHM COBMECTUTENEM, To B Tabene ero
(pamMHIIUS yKa3bIBaeTCS ABAXKIbI, HO ¢ PA3HBIMH HAUMEHOBAHUSIMH JOJIKHOCTEH.

7.2. Tlo opHo# no3uinu OyaeT y4TeHO BpeMs paboThl IO OCHOBHOM
JIOJDKHOCTH, @ IT0 BTOPO# - Bpemsi pabOoThI 110 COBMECTUTEILCTBY.

7.3. TlpoaomKuTeIbHOCTh OTPAOOTAHHOTO COBMECTHTENIEM BPEMEHH
YKa3bIBaeTCsl COIJIaCHO pacyeTy pado4dero BpeMeHHU B 3aBHCHMOCTH OT J0JI1
3aHUMAaeMOH CTABKH.

9. XpaHeHue J0KYMEHTOB.

8.1.Bce noxkyMeHTSI, SBISIOIIMECS OCHOBAHUEM [UIsl COCTaBIeHus Tabes

(CBeJIEHHS O HEABKAX M HapYILEHHUSIX TPYAOBOM TUCLHUIUIMHEL U [Ip.) XPaHATCS B
KaOHHeTe 3aBeyIOIIero B yCTAHOBICHHOM 3aKOHOATEIbCTBOM MOPSIIKE.



[Tpunoxenue -

}Kypﬂﬂﬂ yudera 00JIbHUYHBIX JIHCTOB COTPYAHHKOB

MKAOY a/e «Tepemox»
Ne ni/m OHO corpyaHuka Peructpauuonnsii | C Kakoro 1o KaKQ
HOMEpP JOKYMEHTa
(0OJIBHUYHBIN

JINCT, CIIPaBKa..)

KypHaa yyera OTyCKOB COTPYAHHKOB

MKJIOY n/c «Tepemox»

Ne /1 | ®UO corpynuuka | Peructpaunonnsiii | C kakoromno | KonnyecTs

HOMEp JAOKYMEHTa KaKoe KaJIeHIapHb
(npuKas) OHen
MOAJIeIKAL Y

orjiare




gxeHue 1.

10 KaKOC

MYECTBO
HIAPHBIX
THEeH
[eXKalux
IJiaTe

[Ipunoxenue 2

[lepeyenpb NOIKHOCTEW, OTHOCSIIMXCS K KaTEropuu A:

PYKOBOAUTEIb;
3aBEAYIOLIMHA X035IUCTBOM;
JIBOPHHK.

PaboTHukyn kareropuu A — paOOTHUKH, KOTOPBIM IO poay padOThl HEOOXOIUMO
4aule OJHOro pas3a B JIEHb BBIXOAUTH 3a IMpeaeiibl TEPPUTOPHUH YUPEKIEHHS.
Pa0oTHUKM KaTteropuu A MMEKT IpaBO CBOOOJHOIO BBIXOJA (BXO4a) 3a Mpelelibl
TEPPUTOPHH YUpexK/JeHHs B padouee BpeMsi.
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Kox YcnoBHble 0003HAYEHHUS
A [TpoaomxuTenbHOCTE pabOTEl B IHEBHOE BpEMS
H [TponomKuTeIbHOCTE padOThl B HOYHOE BpeMs
PB [TpogomkuTenbHOCTL padOTHI B BEIXOAHEIE U HEpabouue IHU
K Cny)xeOHasi KOMaHIHPOBKa
[TK IToBbllIeHHe KBaJM(PUKALMU C OTPBIBOM OT pabOTHI
IIM [ToBbllieHWe KBajdU(UKALKUK C OTPBIBOM OT paboOThl B ﬂpyF(
MECTHOCTH
OT EskeroHbl OCHOBHOH OIJIa4HBaEMBIH OTITYCK
O/1 E)KeroHsId JOMOJHUTEIbHBIN OIIJIa4WBAEMbIH OTITYCK
Y J1OTIOTHUTENIBHBIA OTIYCK B CBSI3M ¢ OOy4YeHHUEM C COKpaHEHHE
cpenHero 3apaboTka padOTHHKAM, COBMELIAOIMM padoTy
o0yueHueM
Y JloTIoTHUTETBHBIM OTIYCK B CBSA3M C oOydeHHeM Oe3 c0xpaHeHl
3apaOOTHOH IL1aThl
E Otnyck 1o OepeMEHHOCTH M poaaMm (OTIYyCK B CBs3HU
YChIHOBJIEHHEM HOBOPOXKIEHHOI0 peOeHKa)
OXK OTnyck 1o yxoay 3a peOeHKOM 10 JOCTHKEHHUSI UM BO3pacTa Tp!
JeT .
1O Otnyck 0e3 coxpaHeHWs 3apadOTHOM ILIAThI, MPEIOCTaBIEHHE
paOOTHHUKY IO paspelleHUI0 padboToaaTes
03 Otnyck 0e3 coxpaHeHHs 3apabOTHOW ILIaThl MpH ycmﬂﬂﬂ
[MPe1yCMOTPEHHBIX JIeHCTBYOIIMM 3aKOHOAATENbCTBOM PP
b ExeroaHelii  OOTMOJHUTENBHBIM  OTIYCK  ©0€3  COXpaHeH]
| 3apabOTHOM I11aThl
b BpemenHass HeTpyaocnocoOHOCTh 0Oe3 Ha3zHa4deHHs I[10COOus
clIydasiX, pe1yCMOTPEHHBIX 3aKOHOATEIbCTBOM
T BpemenHas HeTpya0CcnocoOHOCTh 0e3 Ha3zHauyeHHs I[0ocodus
ciydasx, NpelyCMOTPEHHBIX 3aKOHOAATEIbCTBOM
[1P [Mporynsl ( orcyrcTBHe Ha paboueM mecrte 0€3 yBaKUTEIbHE
[IpUYHH B TeYeHUE BPEMEHH, YCTAHOBJIEHHO
3aKOHOJATEeIbCTBOM )
B Beixognele [AHH (€KEHEAENbHBIM OTIYCK) H Hepabou
Npa3JHUYHBIE THH
OB JloroHUTeIbHBIE BBIXOAHbIE IHH (OIIauyuBaeMble)
F JlononHuTENBHBIE BBEIXOAHBIE AHU (0e3 coxpaneHus 3apaboTH
IJ1aThl) B
HH HesiBkKa N0 HEBBISICHEHHBIM MpUYMHAM (4O  BBISICHEH
00CTOATEIBCTB)
Hb OtcTpaHeHure ot paboThl (HEAOMyLIeHHe K padoTe) 110 NpUYHHA

NpeJyCMOTPEHHBIM  3aKOHOAATEeNbCTBOM, 0€3  HauducClieH
3apabOTHOH I1JIATH
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