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MynuunaisHoe OFKETHOE JOMKOILHOE 00pa30BaTEIbHOE YUPEIKICHNE
«erckuit cag Ne5 «Tantomay r.deonocun Pecrydnuku Kpbimy»

[TPUKA3
01 ampens 2020 T Ne 96

O BHECCHUH W3MCHEHUI B YYETHYIO TIOJIUTUKY
IS 11eTieil OI0PKEeTHOTO yJeTa

B cBs3u ¢ BerymuienueM B cuity Ykasa llpesunenta Poccuiickoit @enepaunu ot 25.03.2020 r. Ne
206 «O6 oOmwsBieHun B Poccuiickoit denepanun HepabOUYUX JTHEH

ITPUKA3BIBAIO:

1. Baectn m3menenus ¢ 30.03.2020r B y4eTHYIO MOJIMTHKY, YTBEPKACHHYIO TPHUKA30M MYHHUIIATIAILHOTO
OFOPKETHOTO JIOIIKOJIBHOTO 00pa3zoBaTesibHOTO yupexacaus «Jlerckuii can Ne 5 «Tanromray r.deogocun
PecriyOmuku Kpeim» o1 28.12.2018r. Ne 186 «O06 yTBep>kIeHUN YYETHON OTUTHKY AJIs LeNen
OyXrajTepcKoro y4eray :

1.1. Ilpunoxenue 19 k nmpuxazy ot 28.12.2018r Ne 186 IlonoxeHue o mopsiake BeJeHUsT Tabens ydera
pabodero Bpemenu (ko hopmbl 05404421) yrBepAUTH B HOBOU PEIIAKIIHU.

2.KoHTpomb 32 UCTIOTHEHHEM MTPHKa3a OCTABIISIO 32 COOOi.

3aBeyroLIHi
«ercknii cag Ne 5 «TaHroma» H.A.MoBuan



MMPUJIO’)KHEHME 19
K NpUKa3y OT
01.04.2020 r. Ne 96

HOJIO)KEHUE
0 MOopsAKe BeeHus Ta0ess1 yueTa pabodyero BpeMeHH
(xox popmbr 0504421)

1. O01Me MoJI0KEeHu s

1.1. Hacrosimee IlonoskeHue BBOAMTCS C LENBIO CHCTEMAaTH3aIMH Ipolecca coopa U 00pabOTKU
nHpopManuu o 3aTparax padouero BpemeHu corpyanukamu MBJIOY Jlerckuit cag Ne 5 «Tanroma
r.®eonocun Pecybnuku Kpeim (Ha ocHoBanuu [Ipunoxenus Ne 5 k npukazy MuHuctepcTBa (pMHaHCOB
Poccutickoit ®eneparuu ot 30 mapta 2015 1. Ne 52H).

1.2. TabGenp ydera wucmosib3oBaHus padouero Bpemeru (¢. 0504421) (nanee — Tabdens (¢. 0504421)
MpUMEHsIeTCS JUIsl y4eTa HCIOJIb30BaHUS pabovyero BPEMEHU WM PErucTpalid pa3ludHbIX CIy4acB
OTKJIOHEHHI OT HOPMAJILHOTO MCIOJIB30BaHUs pabodero BpeMeHu. Beibop crmocoba 3amonnenus: Tabemns
(¢. 0504421) onpenmensieTcss aKTOM YUYPEKICHHSA B paMkKax (OPMHUPOBAHHS YYCTHOW MOJUTHKH
YUpEXKIECHUS.

1.3. Ins Benenust Tabens (¢. 0504421) mpuxazom 3aBeaytromiero Jlerckoro cama Ne 5 «Tanroma»
HA3HAYalOTCsl OTBETCTBEHHBIE JIMI[A U3 YNCIIA COTPYIHUKOB Y UPEXKACHHUS.

1.4. B nomkHOCTHBIE O0S3aHHOCTH PaOOTHMKOB, OTBETCTBEHHBIX 32 TaOENbHBIM y4yeT, BBOAATCA
(GyHKIMU: KOHTPOJIb (PAKTUYECKOTO BpPEMEHHM TpeObIBaHHUA COTPYIHUKOB Ha paboTe M BeIeHHE
Ta0EeNbHOTO y4yeTa C OTBETCTBEHHOCTHIO 3a MpaBWJIBHOE OTpakeHHe B Tabene paboyero BpeMEHH
COTPYZIHUKOB M CBOCBPEMEHHOCTb ITPECTABICHHS Tabes Ha pacyer.

1.5. Ta6enb (¢p. 0504421) oTKpBIBaETCS €KEMECIUHO 3a 2-3 JTHS 10 Hayayla pacyeTHOTO Iepruoaa Ha
ocHoBanuu Tabens (. 0504421) 3a mponuIBIi MeCsII.

1.6. [Inst ucrionnenus o0s3aHHOCTEN paOOTHUK, OTBETCTBEHHBIH 32 TaOEIbHBIN YUeT:

e BEJET y4YeT IITaTHOTO COCTaBa COTPYJHUKOB;

e HAa OCHOBAaHHUU JIOKYMEHTOB (TMPUKA30B MO JIMYHOMY COCTaBy M OOIIMM BONpPOCaM) BHOCHUT B
CIHCOK W3MEHEHMs], CBS3aHHbIE C IPUEMOM, YBOJBHEHHUEM, IMEpEMEIICHUEM, HU3MEHEHUEM Trpaduka
paboThl, pa3psAI0B KaTErOpUid, TPEIOCTABIEHUEM OTIYCKOB U T. [I.;

e OCYILECTBISIET KOHTPOJIb CBOEBPEMEHHOCTH SIBKM Ha padOTy U yxojia ¢ padOThl, HAXOXKIACHUS Ha
pabouem MecTe COTPYAHMKOB C U3BELICHUEM PYKOBOJIUTENS O HESBKAX, OMO3/AaHUSAX, IPEXKIEBPEMEHHBIX
yX0JaX ¥ MPUYNHAX, UX BbI3BABIIINX;

e KOHTPOJIUPYET CBOEBPEMEHHOCTH IMPEIOCTABICHUS U MPABUIBHOCTH O(POpPMIIEHUS TOKYMEHTOB,
MOATBEPKIAIOIIUX IPABO COTPYAHMKOB Ha OTCYTCTBHME Ha paboyeM MecTe: JIMCTKOB O BpPEMEHHOU
HETPYJOCIOCOOHOCTH, CIPaBOK IO  yYXOAy 3a OOJNIbHBIMH, TOANHUCAHHBIX  PYKOBOJIUTEIEM
YBOJIGHUTEIBHBIX U JPYTHX;

e TOTOBUT CHHCKU COTPYIHUKOB JUIS HM3JaHUS TMPUKA30B O paboTe B BHIXOAHBIE U Hepabouue
Mpa3IHAYHBIC THHU.

1.7. B ciiy4ae HEBO3MOKHOCTH BPEMEHHO HCIIOJIHATh 00S3aHHOCTH O BEACHUIO TaOEeIbHOTO yyeTra
Ha3HAYEHHBIM COTPYIHUKOM, DPYKOBOAWUTENb MyTeM uznaHus [Ipukaza Ha 3TOT mepuoj Ha3zHA4aeT
OTBETCTBEHHOI'O UCIIOTHUTEIS.

1.8. Bce coTpynHuKH, B 00S3aHHOCTH KOTOPBIX BMEHEHO BeJEHHE Ta0elbHOIO Yyd4era, B
00513aTeIbHOM MOPS/IKE 3HAKOMSATCS ¢ HacTosuuM [lososkeHrneM moJ1 pociuch.

2. IIpaBuia 3anoHeHus Tadesst

2.1. Tabenp yuera pabouero BpeMeHH BEJIETCS B JIEKTPOHHOM M OyMa)KHOM BapUaHTE.



2.2. lanee Tabenpb B popmare Excel pacneuarsiBaror Ha Oymare. [loanucanHbiii Tabenb nepegacTcs
B OyXTraJITepuIO Ha XpaHEHHE.

2.3. TabGenp comepXKUT BHU3Y 3aBEIYIONIETO YUYPESKIACHHSA: HaUMEHOBaHWE A0KHOCTH, D.M.O.,
MOJIIHCh, 1aTy NOJITHCAHUSI.

2.4. K conepxanuto Tabemns NpeabsBISIIOTCS CIEAYIOLUe TpeOOBAHUS:

e J[aHHBIE O COTPYAHUKAX BHOCSTCS B TaOellb B CTPOIOM COOTBETCTBHH C MCHOJHEHHEM IITATHOTO
pacrnucaHus.

e B ciyuyae yBOJIbHEHUSI Ha COTPYIHHUKA MOJAeTCa OTJENbHBIN Tabelb, oqHoBpeMeHHO ¢ [Ipukazom
Ha yBOJIbHEHHE (C JTOKJIQAHOM 3amUCKOW — B cllydae YBOJIbHEHHs 10 WHHUIMaTUBE paboroxareins). B
Tabelie MPOCTABIAIOTCS Yachl pabOThl MO MOCIHEAHHM pabouuii J€Hb BKIIOYUTENBHO, a IOCHE JHS
YBOJIBHEHUS IPOCTABIISIETCS «-».

2.5. B Tab6ene (. 0504421) peructpupyrorcs ciaydan OTKIOHEHUH OT HOPMAJIBHOT'O MCIIOIb30BAHMS
pabouero BpeMeHH, YCTAHOBJICHHOTO IpaBHJIaMH BHYTPEHHETO TPYIOBOTO paclopsika, WIN
dakTuyeckue 3arpaThl pabouero BpeMeHU. B BepxHel IMOJIOBUHE CTPOKU MO KaKIOMY PaOOTHHKY, Y
KOTOPOTO MMEIMCh OTKJIOHEHHUS OT HOPMAJIbHOTO HCIOJb30BaHMUA pabouero BpPEMEHH, 3alHCHIBAIOTCS
Yyachl OTKJIOHEHWH, a B HUXXHEH — YCIOBHble O0O3HAUYEHHS OTKJIOHEHUH. B HIKHEN dYacTu CTpOKH
3aMMCHIBAIOTCS TaKXkKe Yyachl padOThl B HOUHOE BPEMSI.

2.6. Ilpu peructpanuu OTKJIOHEHUH B CIIy4yae HaJU4Us Y OJHOTO pabOTHUKA YYPEXKICHUS IBYX
BUJIOB OTKJIOHEHHH B OJMH JACHb (IIEPHOM), HWKHSASA YacTh CTPOKM 3alHChIBA€TCS B BUIE ApoOw,
YHUCIUTENb KOTOPOH — yCIOBHOE 0003HAYEHHE BHa OTKJIOHEHUH, a 3HaMeHaTellb — 4achl paboTsl. [Ipu
Hamuuk OoJjiee JBYX OTKIOHCHHMH B OJMH JeHb (amwius pabothHuka B Tabene (¢. 0504421)
MTOBTOPSIETCSL.

2.7. B cpoku, yCTaHOBIIEHHBIE TIOPSJIKOM JIOKYMEHTOOOOpOTa YUpEeKACHUS pPaOOTHUKOM,
OTBETCTBEHHBIM 3a BeneHue Tabens (§. 0504421), orpaxkaeTcss KOJUYECTBO JHEH (4acCOB) HESABOK (SBOK),
a TaKKe KOJIMYECTBO YacOB IO BUAAM IepepaboTok (3aMelieHue, padoTa B Mpa3gHUYHbIC JHH, padoTa B
HOYHOE BpeMs W Jpyrue BHUIbI) C 3aMUChI0 HMX B COOTBETCTBYIOIIME Tpadbl. 3anoJHEHHBIN
Ta6ens (¢p. 0504421) moanuceIBaeTCs JTUIIOM, Ha KOTOpOE BO3JI0keHO BeaeHue Tabens (¢. 0504421).

2.8. 3anonnenusiit Tabenb (¢. 0504421) u apyrue AOKYMEHTBI, MOAMKUCAHHBIE OTBETCTBEHHBIMH
JOJDKHOCTHBIMU JIMLIAMHU, B YCTAHOBJIEHHBIE CPOKU CHAIOTCS B OyXTaJNTEpUIO JUIsl IPOBEICHUS PACUETOB.
Tab6ens (¢. 0504421) ucnonb3yercs Uis cocTtaBieHus PacuerHo-rutateskHoi Bemomoctu (¢. 0504401)
(Pacuernoii Begomoctu (. 0504402).

2.9. Ilpu oOHapy)XeHUHU JMIIOM, OTBETCTBEHHBIM 3a COCTaBJI€HHME WU TMpencTaBieHue Tabens
(d. 0504421), dakra HE OTpakeHUsI OTKIOHEHUH WJIM HETIOJHOTHI MPEACTABICHHBIX CBEICHUN 00 ydeTe
paGouero  BpeMeHM (IpeicTaBlieHHME paOOTHUKOM  JIMCTKAa  HETPYAOCHOCOOHOCTH,  IpHKa3a
(pacniopsikeHHsI) O HalpaBlIeHMM pa0OTHHKA B KOMaHAMPOBKY, TIpuHKa3a (pacrnopsukeHHs)) o
NPEJOCTaBIEHUN OTIyCKa pabOTHUKY M T.JA., B TOM 4YHCI€ B CBS3M C IO3JHUM IpEACTaBICHUEM
JOKYMEHTOB), a Tak)Ke BBIABICHHBIX OIIMOOK, JIMIIO, OTBETCTBEHHOE 3a cocTaBleHue Tabens
(. 0504421), o6s3aHO y4yecTb HEOOXOAMMBbIE M3MEHEHHS U MPEACTaBUTh KoppekTtupyroummui Tabensb
(¢. 0504421), cocraBieHHBI € Yy4yeTOM M3MEHEHUH B TIOPSJKE W CPOKH, IPEIyCMOTPEHHBIE
JOKYMEHTOOOOPOTOM YUPEKACHHUS.

2.10. B ctpoke «Bup Tabens» yka3plBaeTcs 3HaUCHUE «TIEPBUYHBINY, IPU MpeacTaBiIeHUH Tadens
(¢. 0504421) c BHECEHHBIMH B HETO0 W3MEHEHHSIMH, YKa3bIBACTCA 3HAYCHUE «KOPPEKTHPYIOUIHIT», MPH
9TOM TIpH 3aMoJHEHUH Mokazarens «Homep KOppeKTUPOBKU» YKa3bIBACTCS:

—1udpa «0» mpocTaBisieTcs B cllydyae MPEACTaBIECHUS JHUIIOM, OTBETCTBEHHBIM 3a COCTaBJICHHE
Tab6ens (¢p. 0504421), nepsuunoro Tabens (¢p. 0504421);

—1udpsbl, HaYMHAs ¢ «l», TPOCTABJISIOTCS COIJIACHO MOPSJIKOBOMY HOMEPY KOPPEKTHPYIOIIETO
Tabens (§. 0504421) (koppeKTUPOBKH) 32 COOTBETCTBYIOIINI pACUETHBIN MEPHO/T.

2.11. Jlannable koppektupyromero Tabens (¢. 0504421) cmyxaT ocHOBaHWEM ISl TIepepacyeTa
3apa0OTHOM IUIaTBl 3a KaJEHAApPHBIE MECSIbl, MPEALISCTBYIOIINE TEKYIIEMY MeECsSIy HauyUCIIeHUs
3apabOTHOM TIJIATHI.

2.12. Tabenb 3amonHAETCS 3a EPUOJ, 32 KOTOPBINA MPeAyCMOTpEHa BhIILIAaTa 3apaOOTHOM IIIaThI.

2.13. Tlepuoasl 3amoJjHEHWs] W CPOKM TpejacTaBicHUs B Oyxranreputo Tabens (¢. 0504421)
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ONPENEIISIOTCS. aKTOM YUPEKICHUS B paMKax ()OPMUPOBAHMS YUETHOW MONUTHKU YYPEKICHUS B YaCTH
rpaduka 10KyMeHTo000poTa.

2.14. JlanHple o 3arpaTax pabodero BPEMEHH, BHOCHMBIC B OJIICKTPOHHYKO 0a3y, JIOJDKHBI
COOTBCTCTBOBATh JaHHBIM Tabenel.

2.15. B tabene He pa3pelialoTcsi HUKAKHE HUCIPABICHUS U TONOJIHUTEIIbHBIC TTOMETKH.

3. llopsinok ¢popMuUpPOBAHUS U NPEACTABJIEHUA Tadesei

3.1. He pexxe ogHOTO pasa B HeIEI0 paOOTHHK, OTBETCTBEHHBIN 3a TaOEIbHBIM Y4eT, COOMpacT
JaHHBIC 00 MCMOIB30BAaHUH PA00YETO BPEMEHHU.

[lpu BBIXOJAE paOOTHUKOB B Te4eHHUE pabodell CMEHBI OTBETCTBCHHBIM 3a BEICHUE TaOems
¢bukcupyercss BpeMs BBIXOZa M Bo3BpamieHus. Eciu paOOTHHK BBIXOJMJ HE IO IMPOU3BOACTBEHHOMN
HEOOXOJMMOCTH M PabOTHUK HE OTHOCHUTCS K KaTeropuu A, Bpemsi OTCYTCTBHUs BbIUYUTAETCS M3 OanaHca
0TpabOTaHHOT'O BPEMEHH.

3.2. Bce omo3nmaHus U TPEXIECBPEMEHHBIE YXOABI ¢ PadOThl (YUKCHUPYIOTCS OTBETCTBEHHBIM 3a
BeZIcHHE Tabens ydera pabodero BpeMEHU M BBIYMTAIOTCS W3 OanlaHca pabodero BpemeHu. Mckitouenue
COCTABIIIIOT PA0OTHUKH, MPHUXOIANIME Ha pabOTy IMO03XKEe WM paHbIIC YXOUAIIME C COTJIACHS
aJIMUHUCTPAIINH, a TAKXKE PAOOTHUKHU, OTHOCSIINECS K KaTeropuu A.

3.3. JlaHHBIC O CITyYasx OMO3/aHuil, CAMOBOJIHBIX YXOJOB C pa0OThI HATIPABIISIFOTCS PYKOBOIUTEITIO
JIETCKOTO caja OTBETCTBEHHBIM JIMIIOM 3a BEACHUE ydera Talens pabouero BpeMeHH B (opme
AHAJTMTHYECKON 3aIIMCKH O HapYIICHUSIX Pa0OTHUKAMH PEKUMa TPY/a U OTAbIXA.

3.4. lanHpie 00 HCIIONB30BaHMM PabOuero BPEMEHH 3aHOCATCS OTBETCTBEHHBIMH 32 TaOEIbHBIN
y4eT B AIEKTPOHHYI0 0a3y 70 10 1 25 yuciia 0T4eTHOro MecsIIa.

[Tpu 3anonnenun Ta6ens (¢. 0504421) npuMeHsIOTCS CIEAYIOIUE YCIOBHBIE 0003HAYCHUS:

HaumenoBanue Kon HaumenoBanue Kon
MoKazaress MoKazaTess
Brixonnrsie n HesaBkn ¢
Hepabouune mpa3THUYHbIC B pasperieHus A
TTHU aJIMUHUCTPAINH
Pabota B HOuHOE Bpems H
BhIIOIHEH e r BeixonHbie o yue6e BY
rOCy/1apCTBEHHBIX .
obs13aHHOCTEH Yuebublit
JTIOTIOJTHUTETBHBIN OTITYCK oy
OuepenHbie 1 O
JIOTIOJTHUTENBHBIE OTITyCKA 3amMenieHue 3H
Bpemennas b 3ameHa 3
HETPYI0CITIOCOOHOCTH,
HETPYAOCIIOCOOHOCTD IO Pabota B BEIXOHBIE
OEpEeMEHHOCTH U POJIaM U Hepabouue PII
Mpa3AHAYHBIC THU
Otnyck 1o yxonay 3a OX
pebeHkoM
DaKTUYECKH o
Yachl CBepXyPOUHOi 0TpaboOTaHHBIC YaChI
paboThl C




IIporyiibt

Hessku o
HEBBIICHCHHBIM ITPUYMHAM
(10 BBISICHEHUS HH
00CTOSITEILCTB)

CnyxeOHbIe
KomanaupoBku

Hepabounit HO/L
OIUIAYNBAEMEIN IEHD
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