IMOJIOKEHUE

0 HOpsIiiKe BeaeHHUs Tabeist yueTa paGodero BpeMeHu
(ko hopmer 0504421)

MBOY «HoBocenkoBckHii qeTCKHii caa»

1. O6mue nonoxkenust

1.1. Hacrosmee TMonosxenue BBommres ¢ [IeJIblo crucTeMaTusanuu nponecca cbopa u
00paboTku nHbOpMAaIH O 3aTpatax paboyero BpeMeHU COTPYAHUKAMU HOV (Ha ocHoBanuu
Ipunoxenus Ne 5 g npukasy MuHucrepcTBa (GuHaHCOB Poccuiickoi ®enepauun ot 30
mapta 2015 r. Ne 52m).

1.2. Tabens yuera wucronssopanus pabouero Bpemenu (¢. 0504421) (nanmee — Taberp
(. 0504421) npumensiercs AL YHeTa UCTIONE30BaHus pabovyero BpeMeHH Wiy perucTpanmuu
PA3ITHIHEIX CIIyYaeB OTKIOHEHHH OT HOPMANBHOTO HCIIONb3OBAHMUS paboyero BpemeHH.
BriGop criocoba sarnonnenus TaGens (. 0504421) onpenenstercs axTom YUIPEXKAECHUs B
paMKax (GOPMHUPOBAHUS YUETHON MOTUTUKH YUPEXKACHHS.

1.3. Ins Bememus Tabens (b. 0504421) npukazom 3apenyromeit JIOY  HasHauaroTcs
OTBETCTBCHHOE JIMLO U3 YKCIIa COTPYAHUKOB JOY.

1.4, B nomxkHOCTHBIE 00s13aHHOCTHU paboOTHHKA, OTBETCTBEHHOTO 34 TabesbHBIN yyer,
BBOZATCA (QYHKUHU: KOHTPOJb (akTUYeCKOro BPEMEHH ITpeObIBaHus coTpynunkoB OV Ha
pabote W Bemenue TabenbHOrO YHeTa C OTBETCTBEHHOCTBIO 3a MPABUILHOE OTPAXKEHHE B
Tabene paGodero Bpemenu COTPYIHUKOB U CBOCBPEMEHHOCThH IIPENCTAaBIeHHUS Tabens Ha
pacuer.

1.5. TaGens (¢. 0504421) OTKPBLIBACTCA €XKEMECAYHO 3a 2-3 IHS 10 Hayara pacyeTHoro
Heprolia Ha ocnoBanuu Tabens (¢. 0504421) 3a NPONIIBIH Mecs,

1.6. Jlns ucrionwens 'o6s3annocreit pabOoTHUK, OTBETCTBEHHDIH 3a TabebHEI y4erT:

* BEJCT y4eT IITaTHOro COCTaBa COTPYAHUKOB;

* Ha OCHOBAaHHM JOKYMEHTOB (IIPHKa30B 110 JITYHOMY COCTaBy M OOIIMM BOMpocam)
BHOCUT B CIIMCOK M3MEHEHWSI, CBS3aHHBIE C IPUEMOM,  YBOJIBHEHHEM, TMepeMellleHHeM,
M3MEHEHUEM rpaduka paboThl, pa3psiaos KaTeropuu, NpeoCTaBIeHHeM OTIYCKOB U T. J1.;

* OCYIUECTBIIACT KOHTPOIIb CBOEBPEMEHHOCTH SBKH HA paboTy u yxoma c¢ paGoTsl,
HAXOKICHNA Ha paboueM MECTe COTPYAHUKOB ¢ U3BEIeHHEM pyxosonutens JIOY o nesBkax,
ONO3AAHUSAX, [PEXKAEBPEMEHHEIX YXOIaX ¥ MPHIUHAX, HX BBI3BABIIIUX;



PYKOBOIUTENEM YBOJILHUTEIBHDBIX 1 JIPYTHX;
* TOTOBHT CIIMCKH COTPYRHHKOB s H3lJaHusl NpUKa3oB o pabore B BBEIXOJHEIE U
Hepabouue npasgHuYHEIe 1Y,

TabebHoro  yyera HA3HAYCHHBIM  COTPYIHHKOM, pykoBomurens JIOY nyrem wuspanug
I'pukasa na sror [I€PHON HAa3HAYAET OTBETCTREHHOTO HCITOJTHUTEJIA.
1.8. Bee COTPYIHHUKH, B 00S3aHHOCTH KOTOPBIX BMEHEHO BefeHue TabeqbHoro ydeTa, B

fIepelaetcs B Oyxrairepuro ua XpaHeHue.
2.3. Tabenp CONCPIKUT BU3Y 3aBEIYIOUICH AETCKOro Ccala: HauMEHOBaHHUe JOJKHOCTH,
D.1.0., IOAMNHUCE, NaTy MOAMUCAHUY,

2.4. K conepxanuio taGens HPEIBABISIOTCS CIeayroLme TpeboBanms:

* latHbie 0 cotpymuukax BHOCATCS B Tadesb B CTPOroM COOTBETCTBHM C UCHOJHEHUEM
LrTaTHoro pacnucanus J[OY.,

KOTOpoe Bo3nokeHo Benetne Tabens (. 0504421).



2.8. 3anommennbli Tabens (. 0504421) wu Apyrde JOKYMEHTBI, MNOJAMHCAHHEIE
OTBCTCTEEHHBIMHU I0/DKHOCTHBIMH JIMLAMH, B YCTAHOBJIEHHbIE CPOKH CAAFOTCA B GYXralTepHio
AJld TipoBesieHus pacyeToB. Tabens (¢. 0504421) uenonesyercst aast coctapieHns: PacuerHo-
TIaTexxHoH BeoMoctH (. 0504401) (PacuyerHoil Be1OMOCTH (¢. 0504402).

2.9. Tlpu oOHapyKEHAM JHLOM, OTBETCTBEHHBIM 3a COCTABICHHE U NIpEeACTaBleHNE
Tabens (¢. 0504421), pakra He oTpakeHHs OTKIOHEHHH HITH HETIONHOTEL IIPEACTABICHHBIX
CBENEHMH 00 ywere palouero Bpemenu (mpeicTaBieHye pabOTHUKOM  JMCTKA
HETPYNOCMIOCOOHOCTH, — MpHKa3a  (PacropsKeHHs) o HampasJieHUn  paboTHHKA B
KOMaHAHUPOBKY, MpHKa3a (PaCHOPSIKEHHS) O MPEJOCTABIEHHH OTITyCKa pabOTHHUKY U T.I., B
TOM HGHCIIE B CBA3N C [IO3AHUM MPEJICTaBICHUEM JJOKYMEHTOB), 4 TAK)Ke BBISBICHHBIX OIIHGOK,
JIALO, OTBETCTBCHHOC 3a cocTasyeHue Tabens (¢. 0504421), o6s3aH0 yuecTs HEOGXOIUMBIE
USMCHEHHA M TIPENICTaBUTE KoppeKTrpyrommi Tabens (b. 0504421), cocrasieHnblii ¢ y4eTOM
M3MEHEHHH B MIOPSAJIKE U CPOKH, MPELYCMOTPEHHDIE JOKYMEHTOOOOPOTOM YUPEXICHUS.

2.10. B crpoke «Bum Tabens» ykaseiBaeTcs 3HAUCHHE «IEPBUYHBINY, Mpy
npeacrasineHuun Tabens (. 0504421) ¢ BHeCeHHBIMM B HeEro U3MEHEHUSIMHU, YKa3hIBAETCs
SHAYCHUE  «KOPPCKTUPYIOLIHMI», TIIpM 3TOM [pHM  3allONHEHWH I10KAa3aTess «Howmep
KOPPEKTHPOBKIY» YKA3LIBAETCS:

—n1udpa «0» mpocraBnsercs B ciydae NPE/ICTABNICHNs JIMIIOM, OTBETCTBEHHBIM 34
cocrapnenne Tabens (¢. 0504421), nepsuunoro Tabens (. 0504421);

—UAQPLI, HaumHas ¢ «l», TPOCTABAAIOTCA  COTNIACHO NOPSITKOBOMY ~ HOMEPY
Koppektupytouero Tabens (¢. 0504421) (koppekTrpoBKi) 3a COOTBETCTBYIOLIMN pacyeTHBIN
MIEPHUOI,

2.11. ]JlauHbple koppektupytomero Ta6ems (d. 0504421) cnykat ocHOBaHHeM I
nepepacueTa 3apabOTHON MIaThl 3a KaJeHAapHble MeCSIbI, MPEUIECTBYIOIUE TEKYIIEMY
MeCS1ly HaYUCIeHUs 3apabOTHON I1IJIaThl.

2.12. Tabenp 3aronHsieTcs 3a nepuo, 3a KOTOPBIA TPelyCMOTPEHa BhIILIATA 3apaboTHOM
T1aTHL.

2.13. Tlepuomsl 3arnoHEHHS U CPOKM TpeAcTaBiieHus B Oyxranrepuio Tabeis
(b. 0504421) onpenensrorcst akTom YIPEXJICHHA B paMKax (OPMUPOBAHUS YYETHOM
[TOJIUTHKH YYPEKNIeHNs B 4acTH rpaduka JOKyMeHTO000pOTa.

2.14. Jlannble o 3arparax paGouero BPEMCHH, BHOCHMBIC B 3JIEKTPOHHYIO 0a3y, JOJKHBI
COOTBETCTBOBATH JAaHHLIM Tabenei.

2.15. B Tabesie He paspelnaroTcst HUKaKue VCIIPABJICHUSA U JIOTIOJIHUTEIbHEBIE TIOMETKH.

3. Ilopsinok popmupoBanus U npeacTaBienus Tadeeii

3.1. He pexe omnoro pasa B Henenmo pabOTHWK, OTBETCTBEHHBIN 3a TaGebHbIN VYeT,
cobupaeT naHHbIe 00 UCIIONB3OBANNK pabodero BpemMeHH.

Ipn BbIXOME PAGOTHHKOB B TeueHHe paGoueil CMEHbI OTBETCTREHNLIM 34 BelleHHe Tabens
¢ukcupyercs Bpems: BeIxOma U BO3BpauleHust. Ecmu  phGoTHHK BeIXOAWJI He 110
IPOU3BOJICTBEHHOH HEOOXOAMMOCTH M paGOTHHK He OTHOCHTCS K KaTErOpuH A, BpeMms
OTCYTCTBHS BRIYMTACTCS U3 Oananca oTpaboTaHHOrO BPEMEHH.

3.2. Bce onosganus wu IPEXKACBPEMEHHBIE  YXOIbl ¢ paboThl  QUKCHPYIOTCS
OTBETCTBEHHBIM 3a BelleHMe Talesis ydera pabovero BpeMEeHHM M BBIYMTAIOTCS W3 Gaiamca
pabodero BpeMeHH. MCKIIoYeHMe COCTABRISIOT pabOTHUKH, NPUXOJSINKEe HA PabOTy TO3XKe
A patbIle yXoJsiue ¢ cornacust anmunuctpanuu IOV, a Takxe paGOTHUKH, OTHOCSIIIHECS
K KaTeropuu A.



TaOeNbHBIN YUET B 9JIeKTPOHHYIO 6a3y 10 10 u 25 YHciia OTYETHOTO Mecs1a.

3.3. JlaHHble O Ccilydyasx OMO3LAHHMH, CAMOBOIbHBIX YXOZI0B ¢ pabOTHl HaMpaBsSIOTCS
PYKOBOLHTENO NETCKOIO cajla OTBETCTBEHHBIM JIHIIOM 3a BeAeHHe ydeTa Tabels pabouero
BPEMEHH B (JOPME aHATUTHYECKOH 3alUCKH O HAPYIIEHUSX paboTHHMKAaMU pexHuMma Tpyna
OTHbIXA.

3.4. [lanuple 06 HCOB30BaHUM paGouero BPEMEHU 3aHOCATCS OTBETCTBEHHBIMMU 3a

Ilpu sanonnenmu TaGens (¢. 0504421) NPUMEHSIFOTCS  CIIEAYIOIIHE  YCJIOBHBIE
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0bo3HaueHHUs B paMKax GOPMUPOBAHHSA CROEH YYETHOH MOJUTHKH.



