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MOJOKEHUE
O MOPSIKE BEJEHUS TABEJISA YYETA PABOYETO BPEMEHH
(KOJI ®OPMBI 0504421)

1. O01mue MoJI0KeHu s

1.1. Hacrosimee IlonoskeHue BBOAMTCS C LENBIO CHCTEMAaTH3aIMM Ipolecca coopa U 00pabOTKU
uHbopMalMu O 3aTpaTax pabodyero BpPEMEHU COTPYAHUKaMH MyHHIMIIAIBHOTO  OOAKETHOIO
obmieoOpazoBarenpHOro yupexaeHus «CrnenumamusupoBannas mkona Ne 1 wmm. JI. KapOsmmesa c
yriIyOJeHHBIM u3yueHHeM (QpaHiy3ckoro ssbika r. ®eomocun Pecnybnuku Kpeim» (nanee — MBOY
crieran3upoBannas mkosa Ne 1) (Ha ocnoBanuu [Ipunoxenus Ne 5 k mpukasy MuHuctepcTBa GUHAHCOB
Poccutickoit ®eneparuu ot 30 mapta 2015 1. Ne 52H).

1.2. TabGenp yyera wucrosib3oBaHus padouero Bpemeru (¢. 0504421) (nanee — Tabens (¢. 0504421)
IpUMEHSIeTCA Ul ydyeTa HCIOJb30BaHUSA PAabOYEero BPEMEHU WM PErMCTPAallMU Pas3jIMYHbIX CIIydaeB
OTKJIOHEHHI OT HOPMAJILHOTO UCIOJIB30BaHUs pabodero BpemeHu. Beibop crocoba 3amonnenus: Tabens
(¢. 0504421) onpenmensieTcss aKTOM YYPEXKICHHS B paMKax (OPMHUPOBAHUSA YYETHOH TMOJUTHKH
YUpEXKICHUS.

1.3. lns Benenust Ta6ens (¢p. 0504421) mpukazom qupekropa MBOVY cnenunanusupoBaHHas mIKoia
Ne 1l HasHauaeTcsi OTBETCTBEHHBIN COTPYAHUK.

1.4. B nomkHOCTHBIE 0053aHHOCTH PAOOTHUKOB, OTBETCTBEHHBIX 3a TaOENbHBIM y4eT, BBOASTCA
(GyHKIUU: KOHTPOJb (PaKTUYECKOTO0 BpeMeHH IpedbiBaHus coTpyaHukoB MBOVY crnenunanuzupoBaHHast
mkosna Ne 1 Ha paboTe U BeieHHE TaOEIBHOTO yyeTa ¢ OTBETCTBEHHOCTBIO 3a MPABUIBLHOE OTPAXXKEHUE B
Tabene pabouero BpeMeHH COTPYAHUKOB U CBOEBPEMEHHOCTb MPEACTaBIEeHUS Ta0ess Ha pacuer.

1.5. Tabens (. 0504421) oTkpbiBaeTCs exxeMecayHO 3a 2-3 JHs 10 Hayajla pacyeTHOro Mnepuoja Ha
ocHoBanuu Tabens (¢. 0504421) 3a mponuIbIi MeCSII.

1.6. lns ucrionHeHus o0s3aHHOCTE paOOTHHK, OTBETCTBEHHBIN 32 TaOCIbHBINA yUeT:

e BEJIET YUET IITATHOI'O COCTaBa COTPYIHUKOB;

e HAa OCHOBaHMH JIOKYMEHTOB (IIPHUKAa30B 10 JIMYHOMY COCTaBY M OOLIMM BOIIPOCAM) BHOCHUT B CIIMCOK
U3MEHEHHUS, CBSI3aHHBIE C IPHUEMOM, YBOJbHEHHEM, NEpeMEIleHUEM, U3MEHEHHEeM Trpaduka padoThl,
pa3psaA0B KaTeropui, peaoCTaBICHUEM OTIIYCKOB U T. 11.;

e OCYIIECTBJIIET KOHTPOJIb CBOEBPEMEHHOCTH SIBKM Ha pabOTy U yxoJia ¢ pabOThl, HAXOXKACHUS Ha
pabouem MecTe COTPYIHHMKOB C U3BEIIEHHUEM PYKOBOJIUTENS O HESIBKAX, OMO3aHUAX, TPEKIEBPEMEHHbIX
yXoJax U NpUYMHax, X BbI3BaBIIUX;

e KOHTPOJHUPYET CBOEBPEMEHHOCTh MPEAOCTABICHHUS W NMPABHWIBHOCTH O(QOPMIIEHHUS JTOKYMEHTOB,
MOATBEPXKIAIOIIUX TPABO COTPYAHHKOB Ha OTCYTCTBHE Ha paboyeM MecTe: JIUCTKOB O BpPEMEHHOM
HETPYJI0CIIOCOOHOCTH, CITPABOK IO YXOAY 32 OOJIBHBIMH, OJMMCAHHBIX PYKOBOIUTEIEM YBOJIbHUTEIBHBIX
1 IpyTHX;

e TOTOBUT CIIMCKM COTPYAHUKOB Ui W3JaHUSA IPHUKA30B O paboTe B BBIXOJHBIE M Hepaboune
Mpa3gHUYHbIE THU.

1.7. B ciy4yae HEBO3MOXKHOCTH BPEMEHHO HCIIOJHATH 00S3aHHOCTH IO BEICHUIO TaOEIbHOIO yyeTra
Ha3HAYEHHBIM COTPYJIHUKOM, DPYKOBOAWUTEIb IyTeM u3naHus [lpukaza Ha S3TOT mepuoJ Ha3Ha4yaer
OTBETCTBEHHOT'O MCIIOJHUTETIS.
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1.8. Bce coTpyqHHKH, B 00513aHHOCTH KOTOPBIX BMEHEHO Be/IEHUE Ta0EIbHOTO yueTa, B 00513aTeIbHOM
MOpAJKE 3HAKOMATCSA ¢ HacTosmuM [lonoxkeHneM mox pocnuce.

2. IIpaBuia 3anmosiHeHus1 TadeJst

2.1. TaGenpb yueTra pabouero BpeMEHH BEAETCS B SJICKTPOHHOM U OyMa’kHOM BapHaHTe.

2.2. lanee Tabens B popmare Excel pacrieuaTsiBatorT Ha Oymare. [loanucannapiii Tabenb mepeaaeTes
B OyXTraJITepUIO Ha XpaHEHHE.

2.3. Tabenb comepxut Bu3y aupekrop MbOY cnenmanusupoBanHas mkoia Ne 1, @.11.0., moanuce,
JaTy MOAMUCAHUS.

2.4. K conepxaHuio Tabesst MpeIbsBIAIOTCS CIEAYIOIINe TPeOOBaHMSL:

e /lanHble O COTPYJHHMKAX BHOCSATCS B TaOelb B CTPOTOM COOTBETCTBUM C MCIIOJIHEHHEM IITATHOI'O
pacnucaHusl.

e B ciyuyae yBOJIbHEHUS HAa COTPYJHHUKA MOJAETCs OTIAENbHbBIN Tabeb, 0qHOBpeMEHHO ¢ IIpukazom
Ha YBOJIbHEHHE (C TOKJIQAHOM 3aMMCKOM — B ClTyyae yBOJIBHEHUS 110 MHUIMATUBE paboTonaarens). B Tabene
IIPOCTABJISIOTCS 4achl pabOThl 110 MOCIEIHUH pabouuii 1eHb BKIFOYUTENBHO, a MOCHE JHS YBOJIbHEHUS
MIPOCTABIISIETCS «-».

e CriCcOK paOOTHHUKOB COCTABIISICTCS B aJI(aBUTHOM IMOPsIKE (110 MepBbIM OyKBaM (paMuinn).

2.5. B TaGene (¢. 0504421) peructpupyroTcs cayyau OTKIOHEHUN OT HOPMaIbHOT'O UCIOJIb30BaHUS
pabouero BpeMeHH, YCTAaHOBJIIEHHOT'O TIPAaBUIIAMU BHYTPEHHETO TPYIOBOTO PACTIOPSIKA, WIH (PaKTHIECKUE
3arpatrhl pabouero BpeMeHH. B BepXxHeil mosoBUHE CTPOKU IO KaX10My PaOOTHHUKY, Y KOTOPOTO UMEIIUCh
OTKJIOHEHHSI OT HOPMaJIbHOT'O MCIIOJIb30BaHuUsl pabo4yero BpeMEHHU, 3alMChIBAlOTCS Yachl OTKJIIOHEHUH, a B
HIDKHEH — YCJIOBHBIE 0003HAU€HUsI OTKJIOHEHUH. B HIDKHEN 4acTH CTPOKM 3alMChIBAIOTCS TAK)KE YacChl
paboTHI B HOUHOE BPEMSI.

2.6. IIpu peructpaliuy OTKJIOHEHUH B Cilydae HAJINYMSL Y OTHOTO PAOOTHHUKA YUPEXKIECHUS ABYX BUI0B
OTKJIOHEHUH B OAMH ACHb (TIEPUOM), HIDKHSS YacTh CTPOKH 3aIlMCBIBACTCS B BHJE APOOH, YHCIUTEID
KOTOPOH — yCJIOBHOE 0003HAaYeHHE BU/Ia OTKJIOHEHUH, a 3HaMeHaTellb — yachl pa0oThl. [Ipu Hannuuu 6osee
IBYX OTKJIOHEHHWH B OJJMH ACHb (amuuus padoTHuka B Tabene (¢. 0504421) noBropsieTcs.

2.7. B cpokH, YyCTaHOBIIEHHbIE IIOPSJIKOM JIOKYMEHTOOOOpOTa YUpeKICHUs pPaOOTHUKOM,
OTBETCTBEHHBIM 3a Beaenue Tabens (¢. 0504421), orpaskaeTcs KOJMYECTBO JHEH (YacoB) HESIBOK (SIBOK),
a TakXKe KOJIMYECTBO YacOB IO BUIAM IepepaboTok (3ameleHue, paboTa B Mpa3JHUYHbIE THH, paboTa B
HOYHOE BpeMs H JPYrHe BHIBI) C 3alUChI0 WX B COOTBETCTBYIOIIME Tpadbl. 3arolHEHHBIH
Tab6ens (¢. 0504421) moanuchIBaeTCS JUIIOM, Ha KOTOPOE BO3I0xeHO BeneHue Tabemns (¢. 0504421).

2.8. 3anonnennblii Tabens (. 0504421) u apyrue JOKYMEHTHI, MOANHUCAHHBIE OTBETCTBEHHBIMU
JOJDKHOCTHBIMU JIUIIAMHU, B YCTQHOBJICHHBIE CPOKU CHAIOTCS B OyXTaJITepUIO Il MPOBEICHHS PacyeTOB.
Ta6ens (¢. 0504421) ucmonb3yercst s coctaBieHus PacuerHo-marexxnon Benomoctu (. 0504401)
(Pacuetnoit Bemomoctu (. 0504402).

2.9. Ilpu oOHapyX€HUM JUIIOM, OTBETCTBEHHBIM 3a COCTaBJICHME U IpejacTaBieHue Tabdemns
(¢. 0504421), daxra HE oTpaxkeHHUs OTKJIOHEHUI MM HEMOJHOTHI MPEJCTABICHHBIX CBEJIEHUI 00 yuete
pabouero BpeMeHH (IpeCTaBIeHNE pAOOTHUKOM JIMCTKA HETPYI0CTIOCOOHOCTH, MpUKa3a (pacrops>KeHus)
O HarpaBiIeHUM paOOTHHMKAa B KOMaHAMPOBKY, MpHKa3a (pacHoOpsDKEHUs) O MPEeAOCTaBICHHM OTITycKa
pabOTHHUKY M T.J., B TOM YHCIIE B CBSI3U C TIO3THUM IPEJICTABICHIEM JOKYMEHTOB), & TAKXKE BBISBICHHBIX
omKOOK, JIUI0, OTBETCTBEHHOE 3a cocraBieHue Tabens (¢. 0504421), o0s3aHO ydyecTh HEOOXOIUMBIE
W3MEHEHUS U TIPEACTaBUTh KoppekTupytomuii Tadens (§. 0504421), cocTaBneHHbIN C y4€TOM H3MEHECHHIA
B TIOPSI/IKE U CPOKH, IPEYCMOTPEHHBIE JOKYMEHTOOOOPOTOM YUPEKICHUS.

2.10. B crpoke «Bun Tabens» yka3blBaeTcsl 3HaAUCHHE «IIEPBUUHBINY», U HpeAcTaBieHun Tademns
(¢. 0504421) c BHECEHHBIMU B HETO U3MEHEHUSIMH, YKa3bIBACTCSI 3HAUEHHUE «KOPPEKTUPYIOIIUT», IPU 3TOM
IIpU 3aroJTHeHNH nokasarens «Homep KOppeKTUPOBKID YKa3bIBACTCS:

—1udpa «0» mpocTaBiseTcs B Cllydyae NPEACTaBICHUS JUIOM, OTBETCTBEHHBIM 32 COCTaBIICHUE
Tab6ens (¢. 0504421), nepsuunoro Tabens (¢p. 0504421);

—1udpbl, HaYMHAs ¢ «1», MPOCTABISIOTCS COIJIACHO IMOPSIKOBOMY HOMEPY KOPPEKTHPYIOIIETO
Tabens (¢. 0504421) (koppeKTUPOBKH) 32 COOTBETCTBYIOILIUI paCUETHBIN MEPHO/I.
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2.11. Hannble xoppektupytomero Tabens (¢. 0504421) cmyxkar ocHOBaHHMEM Ui TepepacyeTa
3apaboTHOM MyaThl 3a KaJeHAAapHbIE MECSIbl, MPEIIIECTBYIOLUIME TEKYIIEMY MeECAIly HAYUCIICHUS
3apabOTHOM TIIATHI.

2.12. TaGenb 3amoaHAETCS 3a MEPUO, 32 KOTOPBIH MPEyCMOTPEHA BhITLIATa 3apab0THOM IIATHI.

2.13. Ilepuoasl 3amoNHEHUS W CPOKU MpeAcTaBicHHs B Oyxranteputo Tabens (¢. 0504421)
OTIPECTISIOTCA aKTOM YUPEXKJIEHUSI B paMKax (OPMUPOBAHMS YYETHOW IMOJUTUKU YUPEKACHUS B YaCTU
rpaduka T0KyMeHTo00opoTa.

2.14. Jlannble o 3arpaTax pabodyero BpPEMEHH, BHOCHMBbIE B JJIEKTPOHHYIO 0a3y, OJIKHBI
COOTBETCTBOBATH JIaHHBIM Talelei.

2.15. B Tabene He pa3pelialoTcsi HUKaKue UCTIPABICHUS U JOTIOJIHUTEIbHbIC TOMETKH.

3. llopsinok ¢popMupoOBaAHUA U MPEACTABJIEHUS TadeJei

3.1. He pexxe omHOro pasa B Hemedr0 paOOTHHK, OTBETCTBEHHBIN 3a TaOENbHBINA ydeT, coOupaer
JaHHbIe 00 MCII0JIb30BaHUM PabOUYero BpEMEHH.

[Ipu BBIXOZE pPaOOTHUKOB B Te4YeHHWE pabouell CMEHBl OTBETCTBEHHBIM 3a BEACHUE Tadems
¢bukcupyercs Bpemsl BbIXOAAa M Bo3BpaleHus. Ecnu paOOTHHMK BBIXOJAMJI HE IO IMPOU3BOACTBEHHOMH
HEOO0XOIMMOCTH B PabOTHUK HE OTHOCHUTCSA K KaTeropuu A, BpeMs OTCYTCTBHUSI BBIYMTAETCS M3 OayiaHca
0TpabOTaHHOI'O BPEMEHH.

3.2. Bce omno3maHusa U IpexAEBPEMEHHBbIE yXOAbl C padOThl (PUKCUPYIOTCS OTBETCTBEHHBIM 3a
BeZIeHHe Tabelns ydyera pabodyero BpeMEHU M BbIUMTAIOTCS M3 OanlaHca pabodero BpeMmeHu. MckitoueHue
COCTABISIIOT PA0OTHUKH, MPHUXOIAINIME Ha paboTy TMO3Ke WM paHblle YXOAAIIHNE C COTJIACHS
aJIMUHHUCTpAIUH, a TAaKXKe PAOOTHUKHU, OTHOCSIIUECS K KaTeropuu A.

3.3. JlanHBIE O CITy4asx OMO3/1aHui, CAMOBOJIBHBIX YXOZOB C Pa0OTHI HAIIPABISIOTCS PYKOBOIUTEIIO
JEeTCKOTO cajja OTBETCTBEHHBIM JIMIIOM 3a BeAeHUE ydera Talens pabouero BpeMeHM B (opme
AHATTMTHYECKON 3aIIMCKH O HapyIICHUSX paOOTHUKAMH peXKUMa TPyAa U OTAbIXA.

3.4. JlanHbIe 00 MCII0JIB30BAaHUH PAbOYEro BPEMEHHU 3aHOCATCSI OTBETCTBEHHBIMU 33 Ta0CJIbHBINA yUeT
B JIEKTPOHHYO 6a3y 10 10 u 25 yncna oT4eTHOrO Mecsia.

[Tpu 3anonnennn Tadens (¢. 0504421) npuMeHsIOTCA CIeIyIOIIe YCIOBHBIE 0003HAYCHHUS:

HaumeHoBaHue nokasaress Kon HaumeHnoBaHue nokasarens Kon
BoixogHble u Hepabouune npa3IHUYHbIE THU B HesBxku ¢ paspemenus A
aZIMUHHUCTpaluu
PaboTa B HOuHOE BpeMs
BhINOIHEHKE TOCY JaPCTBEHHBIX r Brixonmbie 110 yuebe BY
o0s13aHHOCTEN . .
YueOHBIH TONMOJTHUTETBHBIN OTITYCK oy
OuepeHbIe U JOMOJHUTEIbHBIE OTITYCKa O
BpemenHas HeTpyA0CIOCOOHOCTD, b 3ameruenne 3H
HETPYI0CTIOCOOHOCTH IO OEPEMEHHOCTH U
poram 3ameHa 3
Otmyck 1o yxojy 3a peGeHKOM OP Pabota B BEIXO/IHBIC M HEpaOoUme PII

MnpasgHUYIHBbIC THU

Hacbt cBepXypouHOH paboTeI c dakTH4EeCKH OTpPabOTaHHBIE Yachl o




IIporymnsl

HesiBku 10 HEBBISICHEHHBIM MPUYHHAM (10
BBISICHEHUS OOCTOSITEIIbCTB)

HH

Crnyxe6nble KoMananpoBku

Hepabounii orutaunBaeMblii 1eHb

HOJT




