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1. OBIIME IMTOJIO)KEHUA

1.1. Hacrosimee Ilonokenue BBomuTcsa Ha ocHoBaHuM cT. 91 TpymoBoro koaexca Poccuiickoii
denepanuy ¢ HENBI0 CUCTEMaTU3allUM Tpolecca coopa u obpaboTku MHPOpPMAIMK O 3aTpaTax
paboyero  BpemeHu  paboTHHUKaMu  ['OoCcymapcTBEHHOro  OIODKETHOTO  JIOIIKOJIBHOTO
o0OpasoBaTesbHOTO yupexaeHus nerckuit cax Ne 116 komOuHupoBanHoro Buaa HeBckoro paiioHa
Canxkr-IletepOypra (nanee — 'BJIOY netckuii cax Ne 116)

1.2. Jlnst BeneHus TabeIbHOTO ydeTa pabodero Bpemenu [Ipukazom 3aseayromero ['JIOY netckuit
can Ne 116 Ha3zHayaloTCs OTBETCTBEHHBIE JMIA M3 YHUCIa PabOTHUKOB 00pa3oBaTEeNbHON
OpraHu3aIiH.

1.3. B momkHOCTHBIE 00SI3aHHOCTH PAOOTHHUKOB, OTBETCTBEHHBIX 3a TaOENbHBINM y4YeT, BBOMSITCS
(GyHKIMU: KOHTPOJIb (GaKTHYECKOro BpeMeHH IpeObBanust cotpynuukoB I'BJIOY netckmii cag No
116 na paboTte W BelIeHHE TaOEIBHOTO y4eTa C OTBETCTBEHHOCTHIO 32 MPaBHIILHOE OTPaXCHHE B
Tabene pabodero BpeMEHU COTPYIHUKOB U CBOEBPEMEHHOCTbH MPEACTABICHUS Ta0els Ha pacuerT.
1.4, JIns ucriomtHEHUS 00s3aHHOCTEH paOOTHHUK, OTBETCTBEHHBIN 3a TAOCIIbHBIN yUeT:

e BEJIET yUeT IITATHOIO COCTaBa COTPYIHUKOB;

e HA OCHOBAaHUHU JIOKYMEHTOB (IIPUKA30B MO JIMYHOMY COCTaBy M OOIIMM BONPOCaM) BHOCHT B
CTIHMCOK M3MEHEHUS, CBA3aHHBIC C IPUEMOM, YBOJIbHEHUEM, TIepeMEIleHUeM, H3MEHEHUEM Tpaduka
paboThl, pa3psa0B (KaTeropuit), NpeaoCTaBICHUEM OTITYCKOB U T. [1.;

e OCYILECTBIISIET KOHTPOJIb CBOEBPEMEHHOCTHU SIBKM Ha pabOTy M yxoJa ¢ pabOoTbl, HAXOXKACHHS HA
paboyeM MecTe COTpyIHUKOB ¢ m3BemieHHMeM pykoBoautens ['BAOY nperckuit cag Ne 116 o
HEsIBKaX, OTO3JaHUAX, TIPEKICBPEMEHHBIX YX0/1aX U IPUYNHAX, UX BHI3BABIINX;

e KOHTPOJIUPYET CBOEBPEMEHHOCTH MPEAOCTABICHHUS M NPaBHIBHOCTh O()OPMIICHHS TOKYMEHTOB,
MOATBEPKIAIONINX [IPABO COTPYIHUKOB HA OTCYTCTBHE HA paboueM MeECTe: JIMCTKOB O BPEMEHHOM
HETPYAOCIMOCOOHOCTH, CIPAaBOK IO yXOAy 3a OOJbHBIMHU, MOJIMNUCAHHBIX PYKOBOAMUTEIEM
YBOJIGHUTEJIBHBIX U JAPYTUX;

e TOTOBHUT CITUCKM COTPYIHHUKOB JJISi M3JaHUS IMPHKAa30B O paboTe B BHIXOJHBIE W Hepaboume
Mpa3JHUYHbIE THU.

1.5. B cnyyae HEBO3MOXHOCTH BPEMEHHO HCIIONHATH 005S3aHHOCTH 10 BEJCHHUIO TaOEeIBHOTO ydeTa
Ha3Ha4YeHHBIM COTpyaHUKOM, pykoBoauTenb ' BJIOY nerckwmii cag Ne 116 mytem mzmanus [Ipukasa
Ha TOT MIEpUO]] Ha3HaYaeT OTBETCTBEHHOTO UCTIOTHUTEIIS.

1.6. Bce corpyaHukd, B OOS3aHHOCTH KOTOPBIX BMEHEHO BeJIEHHE TaOelbHOrO YdYeTa, B
00s13aTeIbHOM MOPSAKE 3HAKOMSATCS ¢ HacToAuuM [losokeHreM noj pocnuch.

2. ’KYPHAJIbI YUETA OTCYTCTBUS COTPYTHUKOB

2.1. KypHan yueta OOJIBHUYHBIX JIUCTOB, KypHall ydeTa OTIYCKOB (OYepe/IHbIe, 32 CBOHM CUeT,
y4eOHBIC) - JOKYMEHT, OTpa)Karolmii (haMHIIuio, UMs, OTYECTBO COTPYJHHUKA, €r0 JOKHOCTD,
noJpasjeieHue, naTy, Tekymee (C 70 ), IPUYMHY OTCYTCTBHS Ha paboueM MecTe,
ocHoBaHMe. [lepcoHanmbHBIE CBENEHHS O COTPYOHHMKAX, a TaKXKe JaTa M BpPeMsl OTCYTCTBUS
COTpYIHHKA (PUKCHPYIOTCS B )KypHaJaX OTBETCTBCHHBIM 3a TaOENbHBIN yd4eT pabodero BpeMeHH Ha
OCHOBAaHHMHU 3aBCPCHHBIX 3a$IBJ'ICHI/II\/JI, CIIPaBOK-BBI3OBOB U3 y‘-IGGHBIX SaBCI[CHI/Iﬁ 1 OOJILHUYHBIX
JIUCTOB.

2.2. B cinyuae HempeiCTaBiIeHHMS B YCTAHOBJICHHOM HOpsAKE MOJATBEPKIAIONIMX JOKYMEHTOB
MIPUYMNHON OTCYTCTBUSI CUUTAETCSI CAMOBOJIBHBIN YXO/1 C paboyero Mecra.

2.3. Eciiu coTpyaHUK OoTCyTCTBOBaN OoJiee 4 4acoB MOAPSAT M JOKYMEHTHI, OJTBEPKAAIOIINE €ro
MIpaBO Ha OTCYTCTBHUE, B YCTAHOBJIICHHOM IOPSAJKE HE IMPEICTaBICHbI, COTPYIHUKY MPOCTABIAETCS



Mporysl U pabouyuii JIeHb OIUIaTe HE MOMJIEKHUT, B cooTBeTCTBHM C 1. 6 a cT. §1 TK P®. Ilporyn
odopmisieTcs B OPSIKE, YCTAHOBIEHHOM TPYAOBBIM 3aKOHOIaTEIHCTBOM.
2.4. TlpaBuna BeneHUs >KypHalla ydeTa OTCYTCTBYIOIIMX COTPYIHHUKOB pa3padaThIBAIOTCS

OTBETCTBEHHBIM 32 Ta0eNbHBIH ydeT pabodero BpeMeHH W yTBepxknarorcs 3aBeaytommMm ['BJIOY
nerckuii can Ne 116.

3. TIPABWJIA 3AITOJIHEHUS TABEJIA

3.1. CoTpyaHMKH, OTBETCTBEHHbIE 3a TaOeNbHBII ydeT pabodero BpeMEHH, 3aloNHAIT Talenb
yueta pabodero BpemeHu B ¢opmate Excel u pacmeuatsiBator ero Ha Oymare. Ilogmmcannbrit
Tabenp yyeta paboyero BpeMeHH IepeaeTcs B OyXralTepHro s HauuCIeHHsI 3apadO0THOM MIaThl.
3.2. Tabenp ydera paboO4ero BPEMEHH COJCPKHUT MOJMUCH COTPYIHHKA, OTBETCTBEHHOTO 3a €Tr0
BEJCHHE, a TaK J>K€ BH3Y HEMOCPEJACTBEHHOro0 pyKoBoguTens. [loanmuce OTBETCTBEHHOTO
COTPY/JIHMKA W BU3bl PYKOBOJUTENEH cojepxaT: HauMmeHoBaHue AoikHocTH, D.M.O., moanuce,
JaTy MOAMICAHHUS.

3.3. ®opma Tabemst ydeta pabodero BpeMEHH W pacuera 3apabOTHOM IUIaThl JJIsi Ka3e€HHBIX
yupexaenuii (Ne 0504421) ycranosiena mnpukazomM Munduna Poccun ot 15.12.2010 r. Nel73n
"O6 yTtBepkaeHUU (HOPM MEPBUYHBIX YUETHBIX JOKYMEHTOB M PETHUCTPOB OyXTralTepCcKoro ydéra
NPUMEHSEMBIX OpraHaMy TOCYAApCTBEHHOM BIAcCTH (IOCYZapCTBEHHBIMH OpraHaMM), OpraHamu
MECTHOTO CaMOYIPABJICHUS, OpraHaMH YIpPaBIECHUS TOCYAAPCTBEHHBIMH BHEOIOKETHBIMU
dboHIaMU, TOCYJAapCTBEHHBIMH aKaJeMHsIMH HayK, TOCYAapCTBEHHbIMU (MYHHULUIATbHBIMH)
YUpEXKJIECHUAMU U MeTOAMUeCKUX yKa3aHHUH 1o UX NpUMeHEeHuIo» (nanee - MHCTpykuus).

3.4. Tlpu ucnoms3oBanuu Tabenst ydeta pabodero BpemeHu ¢opmbl Ne 0504421 momyckaercs
BKJIIOYEHHE JOTIOJIHUTEIbHBIX Ipad, OAHAKO HENb3sl yAANATh CyllecTBYyromue rpagsl. BHocuMbIe
W3MEHEHHUS JOJKHBI ObITh O(OPMIIEHBI COOTBETCTBYIOLIUM OPTraHU3AIIMOHHO-PACTIOPSAUTEIbHBIM
JOKYMEHTOM YUYpeXJeHUusl (Harpumep, MpaBUIaMH y4eTHOHW MOJIUTUKH). OO 3TOM TOBOpUTCS B
[lopsinke npuMeHeHHsT YHHU(DUIUPOBAHHBIX (QOPM TIEPBUYHOM  yUETHOW JIOKYMEHTAIIHH,
yrBepxkaeHHoM [loctanoBnennem I'ockomcrata Poccun ot 24.03.1999 Ne 20.

3.5. Tabenb ydera pabouero BpeMEHH OTKPBIBACTCS €KEMECSYHO 3a JBa-TpU JHS /0 Hayaua
pacyeTHOro mepuoja Ha OCHOBAHUHM Tabens 3a MPONUIbIA MeCSI] M 3allOJIHAETCS HAa OCHOBAaHUU
JOKYMEHTOB I10 YYeTy JJMYHOTO COCTaBa: MPUKA30B O MpUeMe Ha paboTy, MEpeBoIe, YBOJIbHEHHH.

K conepxxanuto Tabens yueta pabodero BpeMeHH MPEIbABISIIOTCS CIASAYIONUE TPeOOBaHUS:

o JlanHbIE O COTpYIHUKAX BHOCSATCS B TaOeNb yyeTa pabodyero BpeMEHU B CTPOTOM COOTBETCTBHUH C
WCTIOJTHEHUEM IITATHOTO PACTIUCAHUS.

o 3amonHeHue TabeNsl OCYIIECTBISATHCS METOJOM CIUIOUIHOW PETUCTpalMd SIBOK M HESBOK Ha
pabory.

« Bepxusis crpoka (popmbr Ne 0504421) mpumensiercsi JJisi OTMETKH YCIOBHBIX 00O3HAYCHHI
(k0Z10B) 3aTpar paboyero BpEMEHHM, a HIWKHSS - JUIS 3allUCU MPOJOJKUTEIBHOCTH OTPabOTaHHOIO
BpPEMEHH (B yacaxX, MUHYTaX) 10 COOTBETCTBYIOIIMM KOJlaM 3aTpaT paboyero BpeMEHHU Ha KaXKAYHO
naTy.

o [Ipy oTpakeHMM HESBOK Ha paboOTy, y4eT KOTOPBIX BeJeTCS B IHIX (€KErOIHBIH OCHOBHOM
orrauuBaemblii otiryck (OT), nuu BpemenHoi HeTpynocnocoonoctr (B), oTmyck 6e3 coxpaHeHus
3apabotHoil iatel ([1O), HEBBIXOJ Ha BpeMs HCIIOJIHEHHS TOCydapCTBeHHbIX obOs3aHHOCTEl (I),
€XKETOHBIN JOTOJHUTEIBHBIM OTITYCK O3 coxpaHeHus 3apabotHod miatel (/Ib)) B Tabene B
BEpXHEW cTpoke B rpadax HmpOCTaBISIIOTCS TOJBKO KOABI YCIOBHBIX OOO3HAUEHWH, a B HIDKHEH
CTpOKe Tpadbl OCTAFOTCS MYCTHIMHU.



o [Ipu 3amonnenuu rpadp S5 u 6 Tabens B BEpXHUX CTPOKaX IMPOCTABISETCS KOJUYECTBO
OoTpaOOTaHHBIX [HEH, B HIDKHHX CTPOKaxX - KOJIMYECTBO YacCOB, OTPAOOTAHHBIX KaXIbIM
COTPYJHHUKOM 32 YYETHBIN IIEPUOJ.

B Tabene (dp. Ne0504421) peructpupyrorcs TOJIBKO CIydau OTKJIOHEHHH OT HOPMAalIbHOTO
UCIOJb30BaHUSI pabodyero BpPEMEHM, YCTAHOBJIEHHOIO IIPAaBWJIAMU BHYTPEHHETO TPYAOBOTO
pacnopsaka. B BepxHell MOJOBMHE CTPOKH IO KaXJAOMy COTPYAHHUKY, Yy KOTOPOIO HMEIHChH
OTKJIOHEHHMSI OT HOPMAJbHOTO MHCIIOJIb30BaHUA pabO4Yero BpPEMEHH, 3alMChIBAIOTCS 4YacChl
OTKJIOHEHHH, a B HU)KHEH — yCIIOBHBIE 0003HAUEHHSI OTKJIIOHEHUH.

« B HuxHel cTpouke 3aMChIBAIOTCS TaKXKe Yachl pabOThl B HOYHOE BPEMs.

« Eciu y ogHOrO M TOro k€ COTpyJIHHUKA B OJMH M TOT K€ MEPHUOJ B HCIOJIB30BAaHUM PabOUero
BPEMEHHU UMENOCh J1Ba BU/1a OTKJIOHEHUH, OIHO U3 KOTOPBIX — paboTa B HOYHOE BpEMSI, TO HUXKHSA
94acTh CTPOKHU 3aMOJIHAETCS APOOBI0, YUCIUTEIh KOTOPOil — ycloBHOE 0003HaUE€HUE OTKIOHEHHH, a
3HaMeHaTelb — HOYHble Yachl. [Ipy Hammuuu Oosiee IBYX OTKJIOHEHWM B OAMH JeHb (haMumius
COTpYZIHUKa B TabeJe oBTOpsieTcs 2 pasa.

« Ecmu B Teuenme roga B 'BJAOY nerckmit cam Ne 116 mpuHMManuch HOBBIE COTPYIHHKH, OHH
MOJJIeXKAT 00513aTeIbHOMY BKJIIOUEHHUIO B TaOenb yuera pabodero BpemMeHH. [[1s1 ocyliecTBIeHUS
BBIIUIAT B MEXPAaCUETHBIN NIEpUOA (YBOJbHEHUE COTPYJHUKA, YXO/ B OTIYCK) B LIECHTPAIIN30BAHHYIO
OyXraJlTepuIo MpEICTaBIAeTCs BPEMEHHBbIH Tabenb ydyeTa pabodyero BpEMEHH, IMOKa3aTeld B
KOTOPOM IIPOCTABIISIOTCSA TOJIBKO IO KOHKPETHOMY COTPYIHHUKY.

o [Ipu dopmupoBanuu Tabens yuera pabodero BpeMEHM KaJIeHIApHbIE JHHM MecCsIa pacyeTHOIo
neproja 10 NPUHATHUS COTPYAHMUKA U (WJIN) TIOCIIE €70 YBOJIBHEHUS 3aMIOJIHSIOTCS IIPOYEPKOM.

« [lopsinxoBas Hymepanus B rpade 1 Benercs o craBKkaM COTPYIHUKOB, BHECEHHBIX B TaOeNb yuyera
pabouero BpeMeHH, €CJIi COTPYIHUK B JaHHOM YUpeKACHUU paboTaeT Ha pa3HbIX CTaBKax, Ha HETO
BBIJICIIIETCS CTOJIBKO IOPSAIKOBBIX HOMEPOB, CKOJIBKO CTaBOK OH 3aHUMACT.

o GaMunus, UMs, OTYECTBO 3aMUCHIBAIOTCS B Tpade MoNHOCThIO. [Ipy 3TOM TIIaTenbHO BhIBEpSETCS
Hanucanue (aMWwInM, UMEHH M OTYEeCTBA B CIIydae pPACXOXKACHUS TPHUHATOTO Ha3bIBAHUS
COTPY/IHUKA U €ro JIOKYMEHTOB. B ciiydyae cMeHbl (haMWINU, UMEHHU, OTYECTBA, HOBBIE JaHHbIC
BHOCATCA B Tabenb ydera paboyero BpEMEHM TOJIBKO IIOCJHE M3JaHUs OTAEJIOM KaJapoB
COOTBETCTBYIOILETO IPHUKa3a MO JUYHOMY COCTaBY YUpEKICHUS.

« B rpade «10mKHOCTB» yKa3bIBaeTCs JOKHOCTb COTPYAHHKAa B CTPOIOM COOTBETCTBUU CO
IITaTHBIM pacnucaHueM. B 3Toit ke rpade ykaspiBaercss konmdectBo craBok (1, 0,5, 0,25 u 1.71.)
WM HOPMa 4acoB B HEJEIIO.

« Paboune wuacel cOTpyJHHMKaM, KOTOpPBIM YCTAHOBJIEH OKJIaJ, NPOCTaBIAIOTCA B CTPOIOM
COOTBETCTBUH ¢ TpadukoM paboThl (8 wacos, 4, 2, 24, 12, 1,5 u 1.1.). CoTpyaHukam, KOTOPHIM
YCTaHOBJICHA 4YacoBasi Tapu(HAas CTaBKa, MPOCTaBIseTcs (PAKTUUYECKH OTPadOTAaHHOE BpEMS C
TOYHOCTBIO JI0 IECATHIX J0JIEH yaca.

« CoTpyiHUKH, HaxoJsIIMecs B OTIYCKE MO yXoay 3a peOeHKoM B Bo3pacte a0 1,5 wmu 3 ner, B
Tabesnp yuera pabodero BpeMeHU He BHOCATCS.

o [Ipy HEOOXOAMMOCTH OpraHMU3aIMu PadOTHl B BBIXOJHOW WM HEpaOOUYMi Mpa3IHUYHBIN JE€Hb
M3JIaeTCsl COOTBETCTBYIOMMK Tiprka3. OTpaboTaHHOE B HEpabOUMil MPa3THUYHBIA WU BBIXOIHOU
JIeHb BpeMsl yKa3bIBaeTCs B TaOeJe B CTPOrOM COOTBETCTBUU C ITPUKA3OM.

« Pabota B BbIXOAHON (HepaOoumil mpa3gHUYHBINA) [€Hb HPOM3BOJIUTCS B COOTBETCTBUH C
IIOJIOKEHUEM 00 OIulaTe TpyAa COTPYIHUKOB YYpEeXIeHHs B ABOMHOM pa3mepe. Ilo sxenanuro
COTpYIHHUKA, paOOTaBILIEr0 B BBIXOJHOW WM HepaOOuMi Mpa3JHUYHBIM J1€Hb, €My MOXET OBbITh
MIPEOCTABICH IPYroi JeHb OTIbIXa. B 3TOM ciydae paboTa B HEpaOOUMid JIEHb OIUIAYMBACTCS B
OJIMHApPHOM Pa3MeEpE, a IeHb OTJbIXa OIJIaTe HE MOJJIEKHUT.



o [Ipy coBmajgeHuu MPa3gTHUYHOIO U BBIXOJAHOIO JHEH BBIXOJHOM JEHb IEPEHOCUTCS Ha
CIEIyIOIIMN Mocie Npa3AHUYHOrO paboduili J1eHb B COOTBETCTBUU C TpydoBbIM KOJEKCOM
Poccuiickoit denepanun.

o [IpuBnedeHre COTPYIHUKOB K CBEpXYpPOUYHOIi paboTe, a Takke K paboTe B BHIXOAHOM (Hepabouuit
Mpa3HUYHBIN) J€Hb JOIMYCKAeTCs] TOJIBKO C MHUCHbMEHHOIO COTJacHsi COTPYAHHMKOB B CiIydasX,
npeaycMmotperHsix TK Poccuiickoii ®Denepanmeit, u odopmisiercs mnpukazoMm. PaboTsl, He
oopMIIeHHBIE HAATIEKAIIUM 00pa30M, B TabeJie He OTPaXKaroTCs U OIUIaTe HE TOJIeKAT.

« OTnycka (eXerojHble W aJIMUHUCTPATHUBHBIE), OOJLHUYHBIE JUCTBHI TMPOCTABISIOTCS Ha BCE
KaJIeHJapHbIe THU, BKJIIOYas BHIXOAHbIE (32 UCKIIIOUEHUEM MPa3IHUYHBIX THEH).

« B Tabene yuera pabodero BpeMeHH YKa3bIBAIOTCS:

-[IPOJIOJKUTENIBHOCTh PA0OThl, BBINOIHAEMOM COTPYJHUKOM B TEUEHUE YCTAHOBJIEHHOU €My
MIPOJIOKUTENLHOCTH paboyero aHs (cmeHsl) B opsjke cT. 60.2 TK P®;

- IPOJIOJIKUTEIBHOCTD paOOThI, BBIMOIHAEMOM COTPYIHUKOM C HEHOPMHPOBAHHBIM PabOYMM JHEM
3a TpeesiaMi YCTaHOBJIICHHON €My MPOAOIKUTEIBHOCTH pabodero BpeMeHu B mopsake cT. 101 TK
PO.

VYyer BpemMeHH, OTpaOOTAaHHOTO COTPYJHHKOM C HEHOPMHPOBAHHBIM pabOdYuM JHEM TIO
pacnopspKeHHIo paboToaaTens 3a mpeAesiaMi YCTaHOBICHHOTO eMy pabodero BpeMeHH, BEeJeTCs B
XKypnane ydera pabodero BpeMEeHU COTPYIHUKOB ¢ HCHOPMHUPOBAHHBIM pabO4YUM JHEM.

o OTueTHBIM TEpUOJOM M ydeTa B Tabeine pabodyero BpeMEHH YCTAHABIMBAETCS OJMH
KaJIeHJAapHbIM Mecsl (C MepBOro MO MOCIEAHEE YHMCIO BKIIIOUUTENBHO). YCTAaHOBIEHHBIH PEXKUM
pabodero BpeMEHH COTPYAHUKA JIOJDKEH COOTBETCTBOBATH (PAKTHUECKOMY OTpaOOTaHHOMY
BpPEMEHH.

B TaGene yuera pabouero BpeMeHH HE pa3peniaroTcsi HUKaKUE MCTPABICHUS M JOMOJTHUTEIbHbBIE
MTOMETKH.

« B kxoH1e mecsma cOTpyAHHMK, OTBETCTBEHHBIM 3a BeJeHHME Tabens ydera pabodyero BpeMEHH,
orpenenser olliee KOJIMYeCTBO JHEH (YacoB) SIBOK, THEH (4acoB) HESBOK, a TaK e JIpyroe
KOJIMYECTBO YacOB IO BUAaM NepepaboTok (3aMeleHne, paboTa B pa3JHUYHbIE THU, HOYHBIE Yachl
U Apyrue BUAbI OIJIaThl) C 3alMChI0 MX B COOTBETCTBYIOIINE Ipadbl.

o 3anonHeHHBIH Tabenp ydyera paboyero BpPEMEHW U Jpyrue JIOKyMEHTbI, O(GOpMIICHHbIE
COOTBETCTBYIOIIUMHU TMOJINHUCSMH, B YCTAaHOBJIEHHBIE CpPOKH CHAIOTCSI B OYyXTalnTepuio st
IIPOBEJICHUS] COOTBETCTBYIOLIUX PACUETOB.

4. IOPSIIOK ®OPMUPOBAHUSI Y ITPEJIOCTABJIEHUS TABEJIEN

4.1. He pexxe ogHOro pasa B HEAENIO COTPYAHHMK, OTBETCTBEHHBIN 3a TaOeNbHbIM ydeT pabouero
Bpemenwu, cooupaet o ['BJIOY nerckwuii cax Nell6 nanHble 00 UCTIOIB30BAaHUU padOUYETO BPSMCHH.
Eciu ecTh OTCYTCTBYIOIIHE, TPUYHUHBI OTCYTCTBUS COTPYIHUKOB.

4.2. Bce HEeBBIXOABI Ha pabOTy (PUKCHPYIOTCA B KypHanmax W npukazax mo ['BJIOY nmerckuii can
Nell6.

4.3. B mnopsake HUCKIOYEHHS OTAEIbHBIM COTPYJHUKaM, IO 3asBICHUIO COTPYIHUKA, MOKET
CMemaThest Bpemst pabodero JHs.

4.4. CotpynHUK, OTBETCTBEHHBIM 3a BeieHUE TabeibHOro ydera pabouero Bpemenu B I'BJIOY
nerckuii cax Ne 116, n1Ba pas3a B Mecsll cocTaBisieT Tabeab yueTra pabouero BpeMeH! Ha OyMasKHOM
HOCHTEJIE: OTACJIbHO 3a MEPBYIO MMOJIOBUHY KAJIEHJAPHOIO MECsLa B OJTHOM 3K3EMIUISIPE U OTIEIBHO
UTOTOBBIN Tabenb yyeTa pabo4yero BpeMEHH 3a BeCh KaJ€HIapHBIA MECSI] B OJJHOM SK3EMILISpE.

4.5. Tabenp ydera paboyero BpeMEHH Ha OyMa)KHOM HOCHUTENE TEPeNaeTCsi COTPYIHHUKOM,
OTBETCTBEHHBIM 32 BEJICHHE Ta0EIbHOTO yyeTa pabouero BpeMeHH B OyXraiaTepulio:

- 3a MEPBYIO MOJOBHUHY MecsIa - 70 15 yrcna oT4eTHOTO MecsIa;



- 32 BeCh KaJICHIAPHBIN MecIl - 10 30 Yncia OTYETHOTO MECsIIa;

4.6. ITpu oOHapyxeHUH OMIMOKHU B Tabene yyeta pabodero BpeMeH! COTPYIHUKOM, OTBETCTBEHHBIM
3a BeleHUe Tabelss ydyera pabouero BpeMeHH, 3alOJHAETCs YTOUHEHHbIH Tabenb ydera pabodero
BPEMEHH, B KOTOPOM TOKa3aTeJIW MPOCTABISIOTCS TOJBKO IO TEM COTPYIHHKaM, IO KOTOPBIM
JOTMYIIEHbl OMMOKK. YTOYHEHHBIH Tabenb ydeta pabodyero BpPEMEHHM HAIpaBISIETCS B
LEHTPATU30BaHHYIO OyXraJTepHIO CO CIy>KeOHOW 3amuckoi, nmoanucanHoi 3asenyromuM ['BJIOY
netckuit can Ne 116.

4.7. CoTpyIHUK, OTBETCTBEHHBIM 3a BeleHHE TabelbHOro Yy4yeTa pabodero BpeMEHH B
00pa30BaTeNIbHOW  OpraHW3allid, HECeT OTBETCTBEHHOCTh 3a JIOCTOBEPHOCTh  CBEICHHIA,
OTpa)XKEHHBIX B Tabesie yueTa pabodyero BpeMeHH, U 32 CBOEBPEMEHHYIO cllady TaOesl.

[lepenaua Tabens yuera pabodero BpeMEHH HPOU3BOIUTCS MO MOJIMUCH B KypHAJIE PETUCTPAINU
JBMKEHUS TOKYMEHTOB.

5. XPAHEHME TABEJIEA

5.1.Tabenr yueta pabouero BpeMEHH SIBISETCS MEPBUYHBIM YUETHBIM JTOKYMEHTOM Ha OIUIaTy
TpyZAa, TMO3TOMY CPOK XpaHEHHsI €ro He MOXET OBITh MEHee IISITH JIET, YTO yKa3aHo B CT. 17
®enepanbHoro 3akoHa ot 21.11.1996 N 129-®3 "O Gyxrantepckom yuere" (pen. ot 23.11.2009).
5.2. Ecnu yuuThIBaeTcst paboTa COTPYIHUKOB, MMEIOLIUX MPABO Ha JBIOTHYIO MEHCHUI0 (paboTa C
BPEIHBIMH YCIIOBHSMH TPY/Ia), CPOK XpaHEHHUS TaOelst He MOXKET OBITh MeHee 75 JieT.



