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1. OBmme nojgomenns

L1 Hacrommee nonoxenne o raGennnom yuere pabouero mspemenn  (Jaiee L lonoxenme)
Pa3paboTano B COOTRETCTRHN C© Ipynonpim Kojiekcom PO i snisierest TOKQILHLIM  HOPMATHEHLIM
aktom I'BOY «Menexunckas mkona Manrymexkoro m.o.» (e [llkosa), pernaMentupyionmm
HOPRAOK YueTa padouero spemenn paGornnkon koL,

1.2. Tlonoxenme Berynaer Bomry ¢ moMenta ero Yrsepagienus npukasoM Jjmpexropa Hixosn
HACHCTBYCT 10 BBCIACHHS HOBOI'O 1OJOKCHMS.

1.3. Buecenue mamenennii s 1 lonoxkenie IPOUIBOINTCH HA OCHOBAHMM 1IPHKA3H Jmpextopa ko,

2. OrBercrBenubiit 3a Tabeannbiii yaer pabouero spemenn

2.1, Jlas seaenus tabGenbnoro yuera pabouero spemenn
HA3HAYMACTCH  OTBCTCTBCHHOC JIMIO  (Jaiee Orsercreennpii  paGornuk). KOTOpOEe  Hecer

OTBETCTBCHHOCTL 34 JIOCTOBCPHOCTL CREICHMI. OTPOKCHHBIX B TabENC, M 33 CBOCBPEMCHHYIO cjlavy
Tadensl B UCHTPAIH3OBAHHYIO Oyxrainrepuio.

B LlIkone npukazom ampexropa ko)

2.2, Ob6s3annocTH OTBETCTBEHHOIO paboTHHKA 110 Bee
ONPEACIAIOTES IOJDKHOCTHON MHCTPYKIHEH, sBasiomeiics [IPHIIOKCHHEM K €TI0 TPYJI0BOMY JIOrOBOpY.
OOS3aHHOCTH 110 BEJICHHIO  TaBeNBLHOIO yuera pabouero Bpemeny MOI'YT ObITh  BO3JIONKCH]

Ha OTBETCTBEHHOrO paboTHMKa B TIOPSIJIKC COBMCHICHHS JIOKHOCTCI C y4eToM crareit 60.2. 151
I'pynosoro kojnekca PO,

HUIO TabeabHoro yuera paGouero BPEMCHH

2.3. B nomknoctanie o6s3annocTH OTBETCTBEHHOIO paBoTHMKa BXOJIUT:

2.3.1. KOHTPONb CBOEBPEMEHHOCTH sRKH padoruukos 1Ko
HX (DAKTHHECKOrO BpeMeHu npeObiBaiis  Ha paGoueM wmecTe
PYKOBOZLHTEIA, ONO3AAHMSIX, TIPEKACBPEMEHHBIX YXOJ1aX.

Ha pabory mu yxoma ¢ paboTi.
B pabouce BpeMs ¢ MiIBeLICHHEM

2.3.2. KOHTponb CBOEBpEeMEHHOCTH npeacrasienus paboTHukamu
YBOKHTCIIBHBIC TNPHYMHBI  MX OTCYTCTBMS Ha pabouem mecTe
3aSBJICHHN HA OTNYCK M MHBIX JNOKYMCHTOR).

AOKYMCHTOB, 1OTBEPKIAIONTHX
(JIMCTKOB  HETPY10CIOCOOHOCTH.

2.3.3. Benenune TabenbHOro yduera  pabouero Bpemenw PabOTHUKOB W CBOECBPEMEHHOCTE
HPEACTABICHUS TAOCJIS B IIEHTPAIH30BAHH VIO OyXrasrepuio.
2.3.4. CBOECBPEMEHHOE BHECCHHE B TAGETH yueTa pabovero BPEeMEHHM HM3MEHEHMIL. B TOM YHCJIE
CBASAHHBIX C NPHEMOM, IIEPEBOJIOM, YROILHEHHEM paboTuukos LIkosp,

2.4. llpu ocyecTBaeHUN TabEeIBbHOIO ydera OTBeTCTBEHHBIN paboTHUK PYKOBOACTBYETCS TPy 10BbIM
KOZCKCOM PD,  VkasaHHSIMH 110 NPUMCHEHHIO W SANOJIHCHHIO  (hOPM  NEpPBUYHON  yueTHO
AOKYMCHTAILIMH TI0 y4€TYy TpyJAa M €ro OmiarThl, YTBEPKICHHBIMH OCTaHOBJIEHUEM ['OockOMCTaTA
Poccun o1 05.01.2004 Neo 1. llpasunamu BHyTpennero TpyaoBoro pacnopsiaka kosbl. eMeHibIMY
rpadpukaMu  paborbl, HacTosmmM [loM0KEHHEM, TOIKHOCTHOIN MHCTPYKIIMCH, a TakkKe JIPYrumMi

AOKYMCHTAMH, HCOOXOJMMBIMH JUIS KOPPEKTHOIO W CBOCBPEMCHHOIO y4era paboudero Bpemenu
PabOTHUKOB.



2.5. B chyvae WO OTCYTCT
5 ?uu BPEMEHHOTO oTeyTeTrnns OTRETCTREHHOIO paboTHuKa ero ob3aHHOCTY BOIAT A0 TCH
HAJIPYTOTO paboTHHKA npukazom apexropa ko,

3 P
2.6. PaboTinkn. TPYJ0oBLIC 00301

KOTOPLIX CBA3AHLI C YyUeTOM paboyero BPpEMeH padboTHUKOR
LLIKOIBE, JIOIDKHBL OBITE 03HAKOM 1e Y pi D p

Hul ¢ Lolomenmem noj HOJTHUCT.,

3. B yaera padouero BpemMenmu

3.1. Blllxone npumensierces HOJICHI LI

HIIH - CYMMUpPOBAHHLIH  yuer pabouero ppeme
B 3ABHCHMOCTH OT YCTAHOBJICHHOTO pabo Ty 1 p BPEMCHH

KY PeKnMa pabouero BpeMeHu u BpeMenu o1/1Lixa.

2. llpumer - ' -3
;i H-;; i 152:::{ ;g:mlrﬁ)unauum 0 yyera paﬁﬂue_.ru BPEMCHH, pekumMa pabodero BpeMenu U BpeMeni
p UKOJIBI - onpesienseres  [lpasunamu BHYTPEHHEIO TPYAOBOrO pacnops/ika

[lIkosbl, rpapukamMu  cMEHHOCTH. a Juis PAOOTHHUKOB, Y KOTOPBIX pEKUM  pabouero BpEMEH U
OTAMHACTES OT o0EeycTanoBeHnoro B lkone, — TPYAOBBIMH JIOrOBOPAMHU

3.3. Ilpu noaennom yuere paGouero BPEMCHH MOACYET (AKTHYECKH OTPaGOTAHHBIX PAGOTHHUKOM
4acoB IMTPOU3BOJNTCS €IKEIHCBHO.

3.4. llpu  cymmmposannom yuere pabouero BpeMeHu nojcuer (hakTHICCKH OTPadOTAHHBIX

PabOTHUKOM  HACOB  3a yuyeTHbI [ICPHO/L  TTPOM3BOJMUTCH  €XKEIHEBHO M HAPACTAIOUIMM  MTOIOM
CYMMAapHO 32 YYCTHBIH nepuol.

3.5. CBepxypounasi pabota nojuieKut PErucTpalMn B Tabenie ydera pabouero BpeMEHH B Nopske.
MpELyCMOTPEHHOM nyHkTOoM 4.9.3 [lonoxenus.

4. Hopsok sanoanenns rabesas yuera pabouero Bpemenn

4.1. TaGenn yuera pabouero Bpemenn (janee — tabess) BeACTCS 110 yHH(pHULHpoBaHHO#H hopme T-13.
YTBEPHK/ICHHOH nocTanoBienneM ["'ockomcerara Poceun ot 05.01.2004 No 1. 5a OyMakHOM HOCHTEIIE.

4.2. Ceejenusi B tabellb BHOCATCS TONBKO HA OCHOBAHWM Ha/uiexkaimmum  obpazom odopmIiIeHHBIX
AOKYMCHTOB, B HaCTHOCTH: NpUKa30oB (0 npueme Ha paboTty, nepepojie. KOMaHJIMpOBKe, 00 OTIyckKe.
O CBCPXYpOouHOH pabote, 00 uaMeHennn QGaMuwinm), JIHCTKOB HCTPYA0CNOCOOHOCTH, {:n]_;unmc
O BBUTOJIHEHHH I'OCYIAPCTBEHHBIX HJIM OOLIECTBEHHBIX 0043aHHOCTEI] .

4.3. OrsercrBeHublit paboTHuk (GopMmupyer Tabenp B JBa pasa B MECsIl: 3a NEepBYIO TOJOBUHY
OTHYETHOIO TNEPHOJIA M MTOrOBbIH Tabeab 3a BeCh OTYETHBIM nepuoa. OT4eTHBIM MEPHO,JIOM,
3a KOTOPBIH TipeAcTaBisiercs: Tabeb, SABISETCS OJMH KaleHJIAPHbIH MeCsIl ¢ [IEPBOIoO 10 MOCIIE/IHEE
YHCII0 BKIIKOYHUTEILHO.

4.4. B rpape «Homep noxkymenTa» tabensi mpocTaBasieTcsi NMOPSIKOBBIA HOMED, HAYMHAS C [IEPBOTO.
o A et R Yo R SR

1)
L
. [

e
- - o ! '-.
. k v - i iy
_ b A L) i s ¥ b
i "'.'-.'-‘}:":'r:"':_'lv i [l gt 1 2 s hated TR e TR (o
I ey '\.-";..'\- R =L -_5| SR AR AL e, e 3 .._': . 5 .

.1“.1":;; P ; {,;‘._ﬁ";?_ itﬂiﬂ':h "f e ;',:Z:_.-_C_Iil_ e .- 5, Fi . i . _
" !5‘5???% S5 Bipaderi/laia co¢rapiennsy. ‘yikaipiBaeTes  Juta. GOPMHUPOBAHHS Tabeis. COOTBETCTBEHHO
ST R e e el SRS e e e s T MR e e IR e e : | 4
Y-OTYETHOIO HEPHO1a 1iIH 3a BECh OTYETHBIH TEepHOJL.

g S -
i
P L "I-'I'%l.{’-: 2

¥ e A e e o %l -‘.'.1"-'- 2
& s = S o & 7 =
4BA1EePBYIO 110JIOBUH
sl R Bl e e Wi 15 T R 1
A B R e e | i YT,
T - T -"_.:_-I.__ % g R o - o g < w0 g ‘.:-"-'- .i .I_'\--ill.-'\-_“T'.E'-..l: B r,_l:ll -l_..j""' R R - ] 1 e el i 3 - :
e 40! ' - E _.:-_.:._-__ ""-""«-\. ..'_-"'._-"f_.'-'-\.— T ?-"‘-_.-II... - -._._;":_‘ _'-!'-\. . oy :1. |.I :. ! -:._'_ .I-.. w L

CREE L L . - -"I"-' - I B I
e ardno) eyt g e e (T - e e .
i £ s g R R o I R e A ok E iR T e
e e i R R R A LR SO AL e T
- - - .
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47 Brpade 2 «Dammmms, wnmimanu, 104KHOC TS (CHCUHAILHOCTH, npotheccHst )n Tabens nocTporno
PEPCINCATIOTCR paGoTHikn B andannom nopsake (no nepawy Oyknam Qavsmht). Jloaxnocr,
m YKATMBACTCH B CTPOIOM COOTRETCTRHH CO IITaruss pacnucanues ko

mgw 4 «Ormerxkn o srkax n HEABKAX Ha paboTty no uncnaM Mecanar rabens (naee rpada
Ne 4 ra0eas) OCYWICCTBANCTCH  eXe e RH LI yuer  pabouero mspemend  Kaxaoro paboTHuka
¢ MPUMCHCHHEM  VCIOBHBLIX OYKBEHHBLIX 0603HAvCHNH (KOJI0B), 1pUBe/1eHHLIX B YHHQHUMPOBAHHON
popme 112, yrsepxiacnnoil ocTanonienmem ['ockomerara Poceun or 05.01.2004 No 1 Feim
g yvanduimposanioit  gopme T-12 iy PETHCTPHPYeMbIX 8 Tabesie caywaen me npeaycMorpes
KOAB! — NPUMERSIOTCH KOBI, YTBEPAKIICHHBIC PHKAZOM Jupexrtopa ko,

49. Yuer pabouero BpeMeHu s rpade No 4 trabens npounssomurcs METOJIOM CIUIOIIHON perucTpalmm
§BOK H HCABOK:

9.1. B Bepxueii crpoke rpadut Ne 4 tatens HPOCTABISACTCA OYKBEHHBIN KOJI, 4 B HUAKHEH CTPOKE
axTHiecKkn oTpaboTannoe paboTHUKOM BpeMs B yacax 1 MHHYTaX.

49.2. OTKIOHCHHS B BM/IE HESBOK, yuer KOTOPBIX BeAeTCs B AHAX (OTIYCK, JHHM BpPEMEHHOM
HETPYAOCHIOCOOHOCTH,  cily)KeGHBIE KOMaHAHPOBKH H HHBIC), OTPAXaloTcs MNYTEM [POCTABICHHUA
B BepXHEH cTpoke rpader No 4 tabGens OYKBEHHOTO KO/a, a HUKHSS CTPOKAa Ha3BaHHOW rpadw

OCTaeTCs MYCTOH.

4.9.3. OTKJIOHEHNS B BHJIE CBEPXYPOUHBIX 4ACOB paboTeI B Tabesnie nox oTAeAbHBIM GYKBEHHBIM KO10M
HE PETUCTPHPYIOTCS, a yKa3sbiBAIOTCH B paMKax (akTHYECKH oTpaBoTaHHOro pabOTHUKOM BpeMeHHM 3a

aeHb (CMCEHY ).

494. llpy Hammuuu y paGOTHHMKA OTHOIO MM HECCKOJIBKHX BH/IOB OTKJIOHEHHH B OJMH J1€HL
(HampUMep. CMEHA, YacTHYHO NPUXOAANascs HA HOYHOEe BPEMS. WM KOMaHIMPOBKA. B I1EPHOI
KOTOpOH paboTHHUK 3abosien) B BepxHeii ¢Tpoke rpader Ne 4 Tabens npocrasnsiores yepes apods B
HEOOXOAMMOM KOJIMYECTBE OYKBEHHBIC KOJIbl, A B HHKHEI CTPOKE  yKasbIBaeTcs  (akTHyecky
orpaboTanHoe/He0TpaboTaHHOE BpeMms 110 KaXIOMY KOAY OTKJIOHCHHS.

49.5. B ciyyae HesBkM paGoTHHKa Ha paboTy /10 YCTAaHOBNEHHSI TOYHOH MPHYMHBI €ro OTCYTCTBHS
B BepXHEH cTpoke rpadur Ne 4 taGens npocrasnseres kox «HHy. amskmss CTPOKa OCTaeTCH MyCTOil.
Kox mcnpasngercss Ha BepHbIi mociae TOro, Kak PabOTHHUK MPEACTABHT JOKYMEHT O NPHYHHAX
orcyTcTBMA Ha pabote. Ilpum npencraBirenuu Takoro JoKymeHTa mocie OQOPMIIEHUST MTOrOBOIO
14031 32 OTYETHBINH MEPHOJI 110 JJAHHOMY PabOTHHKY COCTABIISACTCS KOPPEKTHPYIOMMIT Tade b,

4.10. Ceeaenusi 0 paboTHHKAX — BHYTPEHHHX COBMECTUTEIISIX OTPaXaroTcs B Tabese 11071 pasHbiMH
TAOCJABHBIMM HOMEpaMH JIBAXK/BI: OTACTBHOW CTPOKOH — 110 OCHOBHOI paboTe M OTACNBLHOIN
CTPOKOH — 110 COBMECTHTEIILCTBY.

4.11. PaGotHuKH, NpHHATHIE B OTYETHOM MEPHOJE B CTPYKTYPHOE TOAPA3J/IC/ICHHE, MOJUICIKAT
0043aTeNbHOMY BKIIOYEHHIO B Tabeib ¢ 1aThl Hayala paboTel. B sueiikax rpade No 4 radens.
KOTOpBIC HE 3aN0JIHAIMCEH IO NPUEMa HOBOTO pabOTHHKA, CTABATCS TIPOUECPKH.

412, B sueiikax rpader No 4 tabens nocie JHA yBONbHEHHS paGoTHHKA M3 I1IKOMBI CTaBstcs
fPOYEpKH JI0 OKOHYAHUA OTYETHOrO nepuoja. B mecsue, CreayiomeM 3a OTYETHBIM NEPHOIOM,

YBOJEHHBIH paDOTHUK MCKIIIOYAETCs U3 Tabens.
4
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jcfie OKOHHAHMS TIEPBOH NMONOBHHBI OTYETHOrO NMEPHO/A, @ 3aTEM MOCIC OKOHYAHHS BCCro
o MEpUOAd AOTICpenatum  raGens B uenTpanmzosamnylo  Gyxraarepuio B rpagax
paboTatO 3a TIOJIOBHHY  Mecsiua/mecsiy  Tabens B BepXHHX CTPOKAX  IPOCTABIACTCH
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yrpabo PAOOTHHKOM JtHel, B HMKHHX CTPOKAX — KOMMYECTBO OTPAGOTAHHbIX

gkoM 9acOB. Hannbie rpader sanonusiores npu cocrasienun KOppeKTHpYIouiero tabens,
. yBOJBHAIOLIECIOCS paboTHHKA,
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violii Tabelb 1o KOHKPETHOMY paboTHHKY.

Tabellb  cocTaBaseTCs  MHJHBUYAILHBINA
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Tabenp  HA OyMaXHOM  HocHTene nepenaercss OrsercTBeHHBIM — palOTHMKOM B

;*.: HYyI0 OYXTalITepHIO B Clle/1yIOmmHe CPOKH:

ca OTIETHOIO NEPHO 1A,
3a BeCh KQICHAAPHbIH Mecill — we nosmnee 10:00 nepporo paGouero s NOCIE MOCIEHETO
qHS OTYETHOI'O NEepHO/Ia.

: ﬁ":_;;
*:F‘ pacucera 3apabOTHOM nuarhl yBONBHSIOWEIOCH palOTHUKA Ha HETo
gerca OTACNbHBIH Tabenab ¢ 1-ro wmena Tekymero mecsua nmo nocieHmMii pabounit JieHb

grenbio). Tabenb  Ha yBObHsIOWErocs paGoThHKa nepesaeTes B HEHTPAIH3OBAHHYIO
epuio He nosee 15:00 pabouero s, npeunectsyiomero AHI0 yBoIbHEHHS.

anee 10:00 nepsoro paGouero jus nociae 15-ro

H COCTABJICHHH KOPPEKTHPYIOMIETo Tabess npH yBoabHeHnn paboOTHHKA OAHNAM JHeM Tabes
fHKa NEPEAACTCH B LCHTPAIHIOBAHHYIO OYXIaiTepHIo B TCHEHHE OJIHOTO Yaca CrietMaincTom

.= .
e 1t

. ; cpok xpaHeHus tabened B lllkone — nare ger. TaGenm no yuery pabouero BpemMenu
(OB, 3aHATHIX BO BPCAHBIX H (WIH) ONACHBIX YCIOBHSX Tpyja, Xpausrces 75 jer, eciu
BBOACTBO IO HUM 3aKOHYCHO 10 | susaps 2003 roja, v 50 ner. ecnm OHO 3aKOHYCHO T10C/1¢
;i_"Cpox XPAHCHUS HMCHHCAACTCH C | gHBaps roja, CASAYIOUIEro 3a rojioM, B KOTOPOM
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