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1. O6ruueIIOJIO}KEHHfl
1.1. Hacro{ruee llonoxeur4e BBotrrrrc, c

o6pa6orxz an0optrarJlu o 3arparax pa6or{efo
flpunoxenH.s J\b 5 x npaxury M"rr.r.prr"u
Mapra 2015 r. J\b 52s).

rlenbro cncreMaru3arJtrv [poqecca c6opa u
BpeMeHH CorpyAHHKaMH Aoy (ua ocuonaHur4

$znaucon Poccnficxoft @elepar{r4rr or 30

r'2' Ta6em yrlera Izcrorlb3oBaHLrfl pa6overo BpeMeHr{ (S. 050442r) (garrce - Ta6enr(Q' 0504421) upan'reHterct Anq yr{era hcroJrb3oBaHr4r padovero BpeMeHr4 vnw perucrparl,rlpa3nHqHbIX cnyqaeB orxloueuzfi or HopManbHoro I4crroJrb3o BaHr4fl pa6overo BpeMeHg.Brr6op cnoco6a 3arIoJrHeHIrt Talets (b'.050442r) orpeAenrercr aKroM yqpex(AeHu, rlp aMr(ax s opvrzpo Ba'r4f yv erH ofr r oJrr4 rHKr4 yqp e)KA eHLrr.
r'3' f,ix ne4eHa't Ta6ets (0. 050442i7' npur(a3oM 3aBeAyrorqefr {oy Ha3Haqarorc,orBercrBeHHoe nauo v3 l-vrena corpyAHr4xon [OV.
1'4' B Aon)I(HocrHbIe o6q:aHHocrn pa6orHr4Ka, orBercrBeHHoro sa ra6e6urrfr yqer,BBor-srcq Syur<qaa: KorlTpoJll Saxrnu.ano.o BpeMeHr{ npe6rinaHgr corpyAHaKoB oV napa6ore n BeAeHLre ra6ennHoro yr{era c orBercrBeHHocrbro 3a npaBanbHoe orpaxeHae Bra6ele pa6ouero BpeMeHI4 corpyAHI4KoB w cBoeBpeMeHHocrb npeAcraB rre'r4fl ta1e,,s Hapacr{eT.

1'5' Ta6enb (S'0504421) orxpriBaerc.s exeMecflr{Ho 3a 2-3 auxAo Har{ana pacrrerHoroIIepI4oAa Ha oeHoBa.nuuTa6enq (S. 0504421):a nporu*rfr vecxu,
r '6' I.in ucnonHeHus'olnzaulrocrefi pa6otrzx, orBercrBeuurrft sa rade6nrrfi yuer:. BeAeT yr{eT IUTaTHOTO cOCTaBa COTpyAHHKOB;
r Ho ocHoBaHHI'I AoKyMeHTon (npara3oB rro nI4r{HoMy cocraBy a o6rqrau nonpocav)BHocHT B crlacoK H3MeHeHHq' cBq3aHHbIe c |IpaeMoM, yBorlbHeHaeM, 11epeMeu]eHL{eM,H3MeHeHuev rpaSaxa pa6oru, pa3ptAoB Kareropurz, npe4o"tu"n.rrreM orrrycKoB a r.. A.io ocYlqecrBJl{er KoHTponb cBoeBpeMeHHocrl4 flBKLr Ha pa6ory Lr yxo.qa c pa6org,HaxoxAeHr4fl Ha pa6oueu Mecre corpyAHI4KoB c r{3BerrleHaeM pyKoBoAr4Tenr Aoy o HeqBKax,o [o3AaHHtx' [p e xAeBp eM eH HbIX yxoAa x v npkr.9vrHax, ux 

"uB 
u u" -H,



' KoHTponupyer cBoeBpeMeHHocrb npeAocraBJ'IeHri-s w [paBanbHocrb o(ropnarrerrurAoKyMeHToB' noATBepxrarcqzx nplBo .oipy4rrnou Ha orcyrcrBr{e ua pa6ovena ,".r"1nr{crKoB o BpeMeHuor7 HerpyAocrroco6uocra,'c[paBoK no yxoAy ga 6oJrrurrMpr, rroArrr4caHHbrxpyKo B oAnTe,rr eM yB onbHr,rreribHbrx H npy tHX;
r fOTOBZ

Hepa6ova.;.;H:X,#;XtotI4KoB n'nn u3raHr4n np^Ka3oB o pa6ore B BbrxorHbre 14
| '7 ' B cnyr{ae HeBo3MoxHocTIz BpeMeHHo i{cronH-{Tb o6-s:aHHocra ro BeAeHLrrora6e^uor.o yr{era Ha3Har{eHHbrM coTpyAHr4KoM, pyKoBoraTenb AOy nyreM w3AaHHflllpaxa:a Ha oToT [epr4o^ Ha3HaqaeT orBercrBeHHoro ac',oJTHHTen.f,.1'8' Bce corpyrHaK,, B o6q:auHocT' KoTopbrx BMeHeHo BeAeHve ra6e*Horo yr{era, Bo6-ssare'TrHoM .,optAKe 3HaKoM-f,Tc-s c Hacro{rqau lIo,roNeHHeM rroA pocrrl4cb.

2. flpanuJra 3a [o,.rHerrns ra6e,rrr2'I ' Ta6e'[6 yrreTa paSovero BpeMeFIH BeAerc.s B 3neKTpoFrFroM a 6yvaNr-roM Bapaarrre.2'2' J]arce 'ra6e'rr e $opnaare Excel pacfleqar'rBaror ua 6yware. rlo4nucaunrrz ra6errlepeAaercn n 6yxranrepuro Ha xpaHeHr4e.

* ,3: J;:il:,;fitffi" ::X;:e4vro'1eft 
AercKoro eaAa: Har.rMeHoB aHr4e AorrxHocra,

2.4. K coAepxaHnro ra6er, rtpeA:b_sBn_srorc-q cneAyrcu]ze rpe6on aH6fl:

-rur#Jil:tJ.:HfiH$ax 
BHoctrct B ra6e* B crporoM coorBercr BL'H ewcronHeHr4eM

"n:,. "?" ii IlT ":,:ffi:? ? ffii l|}Tffi:ff 
'. "- o3., r u ri n r a 6 e*, o A H o Bp e M e H H o c

;:," # "#";: T:l; :;:x; "; ̂:::#.;ff :BK'rIrogHTe'TbHo' a [oc,rIe AHt yBonbHeHI,It [pocTaBnreTc.s ((-)).o cnzcox paSoruaxoB cocraBJl'qercr B arsanuruov nop-srKe (no [epBbrM 6yr<narrQauanraa).
2'5' B Ta6ene (b' 050442r) perucrp'pyrorcs cny,,aw orKrroHeH urt or HopManbHoroHcflonb3oBaHHfl pa6overo BpeMeHa' ycraIJoBJTeHHofo [paBanaMn BHyrpeHHero .r.pyAoBoropac[opsAKa' vrvr QaxrzvecKl're 3arparrr pa6overo BpeMenH. B eepxHefr [onoBrrHe crpoKa [oKaxAoMy pa6oruaxY, Y xoroporo r{Menacb orKJroHeH Hfl oT HopManbHofo Ac.,oJrb3oBaHa,pa6overo BpeMeHI4' 3ailIzcblBaroTc.f, rracbr oTKJroHeH vtit, au nt*"afr - ycnoBHrre o6osu aqeHr4florKJIoHeHwfi' B uaNuefi 'acru crpoKr{ 3a[acbrBarcTcr rap*e qacbr pa6orrr B HorrHoe BpeMq.2'6' t]'pw peracrpall'a orKnoseunti B cnyqae Hanr4trufly otrHoro pa6oruaxa yqpexn eHr4flAByx BAAOB OTKJTOHeHufr e oAUU AeHb (nepaoa), Lrr4x<rfflflrracrb crpoKH 3a[r4abrBaercq B BAAerpo6u, rrl4crure

**:,m ff;i#f* : T"f" x',xTJ""ffi :'g"n*t*#*,x,;x ;
2'7 ' B cpoKa' ycTaHoBneHHbIe [optAKoM /xoKyMeHToodopora yqpex(/f,eH wn pa6orr{aKoM,orBercrBeHHbIM ' 3a BeAeHHe 'la5enni6' 

oso,+2)-q, orpu^u.r.." 
'nor"uecrBo 

AHefi (vacon)He'sBoK (rnox)' a TaKlKe Kon'r{ecrBo qacoB no BHraM nepepa6orox (:averueHr{e, pa6or.a r;[pa3AHatrHble I\HH, pa6ora B Hor{Hoe BpeM_s 14 Apyrae na4rr) c 3aracbro r4x BcoorBercrByrou-rr4e rpasrr' 3anorueHsrrrT Ta6e,rr (Q. 05'0"4421) ,oan"rbrBaerc, Jrr4rIoM, HaKoropoe Bo3JroxeHo BetreFrae Ta6en_q ($. 0504421).



2'8' 3anolueuurtft Ta6enr (b.0504421) H .qpyrr4e AoKyMeHrbr, rroAnacaHHbre
orBercrBeHHbIMH AOn)KHOCTHbIMI{ JIrrUaMH, B yCTaHOBJreHHbre cpoKH cAarorc_s e 6yxra,rrepwrc
Anfl npoBeAeHut pacr{eroB' Ta6enr (S. 050442I) wcnonb3yerct An.{ cocraBrreHtrfl Pacqetuo-
Irnare)KHoff eeno\aocrra (S. 0504401) (pacveruofi BeAoMocrrz (0. 0504402).

2.9. llpz o6napyNeHvrv JII4II.M, orBercrBeHHbrM 3a cocraBneH,e v rrpeAcraBJieHr4e
Ta6ets (S. 0504421), Saxra He orpa)KeHn-f, orKrIoHeHuir utlr HenorrHorbr rpeAcraBJreHHbrx
ceeAeHHfr o6 yrlere pa6ouero BpeMeHH (npe4craureHue padoruuxou JrHcrKa
HerpyAocnoco6uocrz, npuKa3a (pacnoprxenvx) o HarrpaBneHr4r4 pa6oruzr<a B
KoMaHA[poBKy' [pHKa3a (pacloptNeHnx) o npeAocraBrreHr4r4 orrrycKa pa6oinuxy H r.A., B
TOM r{I4QJIe B CB-S3I4 C [O3IHI'rM rlpeAcraB.]leHr4eM AoKyMeHTOn), a raK)Ke BbrrBrreHHux ouruSox,
JtrI4I-lo, orBercrBeHHoe 3a cocraBJIeHHe Ta6ets (S. 050442I), oSxzaHo yqecrr Heo6xoAr4Mbre
H3MeHeHHt 14 rpeAcraBl4rb KoppeKrHPYrournfi TaSe,rr (0. 050442I), coc'raereFrHsrfi c yqe"r.oM
H3MeHeHr4fr n nopr4Ke a cpoKr,r, [petrycMorpeHHbre AoKyMeuroo60poroM yrrpexAeHr4r.

2'r0' B crpoKe <BnA ra6e[s) yKa3brBaercr 3HarreHr{e (([epBar{Hbrfi>>, ;1pn
rpercraBneHLr4 Ta6els (0. 0504421) c BHeceHHbrMrz B Hero r43MeHeHH flMH, yKa3brBaerct
3HaqeHae (KoppeKTHpyrcrqafr>, npu 3ToM rrpvr 3arroJrHeHar4 roKa3areJr.f, <Houeo
KOppeKT[pOBKr4)) yKa3brBaeTc_rr :

- I{HOpa (0)) npocraBn flercfl B cnyqae [peAcraB rreHr4fl JrHqoM, orBercrBeHHbrM 3a
cocraBJreHae Ta6enq (S. 0504421), nepeuqHoro Ta6erq ($.050aa2\;

- qaSpu, Hs9^trHafl c ((1)), npocraBnflrorc.s cofJracHo noprAKoBoMy HoMepy
KoppeKrHpyroqero Ta6ets (0. 0504421) (r<oppeKrnpoBKu) za coorBercreyrorqafi pacverHrrfi
Iep14oA.

2'II '  {auHlre KoppeKrrpyrcrlero Ta6ets (q.0504421) cry)r{ar ocHoBaHueM r,nfl
[epepacqera sapaSoruofr [JIarEI 3a KaJ'IeHAapHbIe Mec-srlbr, npeArxecrByroulr4e reKyrreMy
Mecsqy Haqr4cJreHux zap a6 orHofi [.]larbr.

2'r2' ra6enr 3a[orHsercfl 3a nepaoA, 3a Koropbrfi npe4ycMorpeHa BbrrJrara:apadoruofi
f lJ' laTbI.

2'r3. lleprao4rr 3aroJ'IHeHI4.s r.I cpoKt4 [peAcraB Jrelr4fl B 6yxranrepnro Ta6etn
(q' 0504421) orpeAen-{rorct aKroM yr{pe)KAeHr4r B paMKax Sopr,rapo Ba"ufl yuerHolz
[onr4rrrKr4 yr{pexA€Hr4s B r{acrz rpasuxa AoKyMeHrooS0pora.

2'14' lanurie o 3arparax pa6overo BpeMeHH, BHocnMbre B 3neKTpoHnyro dasy, AoJrxHbr
coorBercrBoBarb AaHHbrM ra6enefr ,

2'15 ' B ra6ene He pa3peuaro'tcr HaKaKr{e Hc[paBne .,Wfl v AorroJrH'TeJrbHbre r]oMerKH.

3. lropnaorc {op*r'poBaHr.rs u rpeAcraBJreHrrs ra6e.nefi
3 ' 1 ' He pexe oAHoro pa3a B HeAenro paSorHrax, orBercreeHurrff sa ra6emHufr yuer,

co6apaer AaHHbre o6 ucno,rb3oBaH'rr pa6overo BpeMeHr4.
llpn nltxo4e pa6orHuKoB B Ter{eHHe pa6ovefi cMeHbr orBercrBeHHbrM 3a BeaeHHe -ra6crq

$axcrapyercr BpeM-{' BbIXoAa v Bo3BpauleHrlq. Ec,rz pfi6orHnx BbrxoAan He rro
flpoH3BoAcreeuHoft ueoSxoAttMocra Lr paSorunx He orHocr4Tc.s K Kareropnr4 A, BpeM-s
orcyrcrBHr Bbrr{araercq H3 6alla]Hca orpaSoraHHofo BpeMeHr{.

3'2' Bce ono3AaHI'Iq v rpexAeBpeMeHHbre yxoAbr c pa6oru QzxcapyrorcxorBercrBeHHbIM 3a BeAeHue ta6et-s yr{era pa6ouero BpeMeHH Lr BbrqLrrarorcs uz 6al2p1ca
pa6overo BpQMeH[' HcxnureHl4e cocraBJTsror pa6orunxn, rrpnxoA.f,rrlue ua pa6ory [o3]r(e
r4nu paEblxe yxoA'tI[II4e c eoflracvfl al.MiZ^Hhcrpar\vv IOy, a raKxe pa6oruHxtr, orHocqqr4ec-s
K Kareropwt A.



3'3' lauuble o cnyqaf,x o[o3AaH'ff, cauonoJrbHbrx yxoAoB c padoru HanpaBrqrorct
PYKOBOAATEJIIO ACTOKO|O AAAA OTBCTCTBEHHbIM NI4IIOM 3A BEACHI4E YTIETA TA6EIL PA6OUCTOBpeMeHI'I n Sopue aHanr4Tvrrrecr<off 3a[HcKI4 o HapyueHr4flx pa6oruuraMur pexr4Ma Tpy*a H
oTAbrxa.

3'4' lauHrte o6 HcnoJlb3oBaHuLr pa6overo BpeMeHa 3aHocrrcq orBercrBeHHbrMur 3a
ra6e,rruufi yver B 3neKTpoHHyro 6a:y ao I0 w 25 qr4erraorrrerHoro Mecsua.

flp" 3aronHeHI4I4 Ta6en.q (q.050442I) npr.rMeH-srorcs cneAyroulr4e ycJroBHbre
o6osHa.{eHz.s:

Vupex4enile BnpaBe caMocTotTeJibHo AOIIOJIH'Tb

HaaNteuo eaHI4 e rro r(a3 areJrt HanrreHonaHkle rroKa3areJlt

BrtxoAHue r.r Hepa6ouue
[pa3AHkrqHbre AHr4

He-flexu c pa3perxeHat
aAM14Hr{CTpa\Lrr4

Pa6ora B HorrHoe BpeMt

Brrno,lueHue
focyAapcrBeHHbrx
o6qsanHocrefi

BuxoAsr,re no yve6e

Y.{e6Hrrfi AononHurelsurrfi
oTIIycK

Ouepe4riue u
AOrronHr4TeJlbHbre oTrry cKa

BpetreHHaa
HerpyAoctroco6Hocrs,
HerpyAocnoco6uocrl no
6epeueuuocrr4 t{ poAaM

Ornycx ro yxony 3a
pe6euxovr .

Hacu cnepxypouuori
pa6orrr

flporynu

HerercH no HeBbt rcHeHHbrM
lpurrr4HaM (4o nuxcHeuu.a
o6cro.srerrcrn)

3auerqeHue

3anaeua

Pa6ora B BbrxoAHbre LI
Hepa6ovue [pa3AHr4rrHbre AHr4

@axrzqecrrz orpa6oraHHbre
qacbl

CryNe6Hue KoNrauIVpoBKrr

o6osF{a'{eHr4fl B paMKax $oprraupoBaH.afl cBoeft yuerHofr [oJrr4THKH.
npr4MeH_rreMbre ycnoBHbre


