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1. OBILME TTOJIOAKEHUA

1.1. Hacrosimee ITonosxenue BBOAUTCS ¢ 1eJIbI0 CUCTEMATHU3AIIMH TIpoliecca coopa
¥ 00paborku HHpoOpManmMu o 3aTparax pabodero BpemeHM paboTHukamu [BY
«CnioptuBHas mkoia Ne 2 Haxrepednoro paiionay (nanee YdpexaeHue).

1.2. Jlns Benenus tabensHOro ydera pabo4ero BpeMeHH B YUpekIeHUH TIPUKa30M
PYKOBOIHMTENS HA3HAYAKOTCS OTBETCTBEHHbIE JIMLIA U3 YAcIa paDOTHUKOB Y YPEKICHHA.

1.3. B n0/mKHOCTHBIE 00S3aHHOCTH PaGOTHUKOB, OTBETCTBEHHBIX 34 TabelbHBIN
y4eT, BBOJATCS (DYyHKIMU: KOHTPOJIb (HAKTUYECKOrO BPEMEHH MpebbiBaHus paGOTHHKOB
nozipaszieneHus Ha pabore um BeneHHe TabENBHOTO ydeTra C OTBETCTBEHHOCTBIO 32
NpaBUIIbHOE OTpakeHue B Tabelie pabodero BpeMeHH pabOTHHUKOB U CBOEBPEMEHHOCTH
npejacTaBieHus Tabens Ha pacyer.

1.4. Jlna ucrnonHeHus: oOs3aHHOCTEH pabOTHUK, OTBETCTBEHHBIA 3a TabelbHBIH
y4eT:

1.4.1. Beaer y4er IITaTHOTO COCTaBa pabOTHUKOB MOJpa3AeICHHS.

1.4.2. Ha ocHOBaHMM JOKYMEHTOB (IIPMKa30B IIO JIMYHOMY COCTaBYy W OOIIMM
BOIIPOCAM) BHOCHUT B CIIMCOK HM3MEHEHHM:, CBA3aHHbIE C IIPHEMOM, YBOJIGHECHHEM,
nepeMeleHUeM, M3MeHeHHeM rpaduka paboTel, pa3psa/ioB, IPeIOCTABIEHHEM OTITYCKOB
U T.JI.

1.4.3. OcyiecTBigeT KOHTPOJIb CBOEBPEMEHHOCTH SBKH Ha paboTy M yxoxa ¢
paboTel, HaX0XKAeHUs Ha pabouyeM MecTe pabOTHUKOB C U3BEIIEHHEM PYKOBOJHUTEIS O
HesBKax, ONO3/1aHUAX, [IPEXKIEBPEMEHHBIX YX0/1aX U NPUYMHAX, UX BbI3BABIIKX.

1.4.4. KoHTponuMpyeT CBOEBPEMEHHOCTh IIPE/IOCTABICHHSI M IPaBHJIBHOCTH
o(opmIeHHS IOKYMEHTOB, NOATBEPIHIAIOMIUX IPaBO PabOTHUKOB HA OTCYTCTBHE Ha
paboyem MecTe: JIMCTKOB O BPEMEHHOH HETPYAOCIHOCOOHOCTH, CIIPABOK MO YXOLY 3a
6ONBLHBIMA, OANUCAHHBIX PYKOBOAHUTEIIEM ITOAPA3/IeIeHHs YBOJIbHATEIbHBIX H APYTHX.

1.4.5. T'oToBUT ciMCKH pabOTHUKOB ISl H3/IaHHs TIPUKA30B O paboTe B BHIXOHbIE
¥ Hepabo4He Npa3IHAYHBIC THH.



1.5. B ciydae HEBO3MOMKHOCTH BPEMEHHO HCIONHATL OOA3AHHOCTH 110 BEIEHMIO
TabeNbHOr0 yueTa HazHa4eHHbIM PabOTHUKOM PYKOBOJAUTENH CBOUM PACIIOPAKEHUEM

HA DTOT MEPUOJ Ha3HAYACT OTBETCTBEHHOIO HCTIOIIHUTEIS,
1.6. Bce paGOTHHKM, B 00S3aHHOCTH KOTOPLIM BMEHEHO BEIeHUE TAOENBLHOIO
yuera, B 0653aTeILHOM MOPsJIKE 3HAKOMsITCH ¢ nacTosumm Losoxkenuem 1ioj1 pocrice.

2. [TIPABUJIA 3ATIOJIHEHWA TABEJIA

2.1. TaGenp ydera paGouero BpEMEHHM BEAETCS B AJIEKTPOHHOM M OyMakHOM
BapuaHTax B yHH(HUHpoBanHbiXx (opmax N T-12, N T-13, yrBepAACHHBIX
[TocranosinenueM I'ockomcrara Poccun ot 05.01.2004 N 1.

2.2. Yxa3zaHHble GOpPMBI COCTABIISIIOTCS B OHOM 3K3EMILIAPE YIIOTHOMOYEHHBIM Ha
3TO JIMLIOM, IOATMCHIBAIOTCS PYKOBOJMTEEM YUpexaeHHs, pabOTHUKOM KaapOoBOH
CITy>KOBI, TIEpelatoTCsl B OyXTraiaTepuio.

2.3. Ormetku B Tabene O NpUYMHAX HESBOK Ha paboTy, pabore B peKUME
HEIOJHOTO pabo4ero BpeMeHH WM 3a IpeieiaMd HOPMAaJIbHOW IPOJIOJKHTEIBHOCTH
pabodero BpeMEHH I10 MHHUIMATHBE pabOTHHKA WM paboTojaress, COKpAIEHHOH
NIPOAOJDKUTENIBHOCTH paboyero BpeMeHH ¢ Jp. HPOM3BOJAATCS Ha OCHOBAaHWH
JIOKYMEHTOB, O(GOPMIEHHBIX HaIIekKalHM 06pa3oM (JIHCTOK HEeTPYAOCIIOCOOHOCTH,
crpaBKa O BBINOJHEHHH TOCYAapCTBEHHBIX MM OOIIECTBEHHBIX OOA3aHHOCTEH,
MACBMEHHOE IIpeaylpexJeHne O TMpPoCcToe, 3asiBJIeHUE O COBMECTHTENIbCTBE,
MUCBMEHHOe corylache pabOTHHKAa Ha CBEepXypOuYHyl0 paboTy B  cCiy4asx,
YCTaHOBJIEHHBIX 3aKOHOAATEILCTBOM, U IIP.).

2.4. Jlns oTpaXkeHus eXeJHEeBHbBIX 3aTpaT pabodyero BpeMeHH 3a Mecsl] Ha KaX0ro
paboTHHKa B Tabene OTBEAECHO:

- B hopme N T-12 (rpadsl 4, 6) - 1Be CTPOKH;

- B popme N T-13 (rpada 4) - deTblpe CTPOKH (IIO ABE Ha KaXAYHO IOJOBHHY
MecsIia) ¥ COOTBETCTRYoIIee yuciio rpad (15 u 16).

2.5. B dpopmax N T-12 u N T-13 (B rpacax 4, 6) BepxHsisl CTpOKa IPHUMEHSAETCS JJIS
OTMETKH YCJIOBHBIX 0003Ha4eHH# (KOJOB) 3aTpaT pabouero BPeMEHH, a HYDKHSSA - Ui
3aIIMCH IIPOOJDKUTEIBHOCTH OTPabOTaHHOTO MJIM HEOTPabOTaHHOTO BpeMeHH (B yacax,
MHHYTax) IO COOTBETCTBYIOIIMM KOJaM 3aTpaT pabodero BpeMEeHH Ha KaXIyH Jary.
Ilpy HEOOXOAUMOCTH JIOIyCKAeTCs yBEIMYEHHE KOIHYecTBa rpad IUisi MpOCTaBICHHS
JOTIOJIHUTENILHBIX PEKBU3MTOB 110 peXHMy pabodero BpeMeHH, HAlpUMEpP BpPEMEHH
Hayajla ¥ OKOHYaHUsl pabOTBI B YCIOBUAX, OTIIMYHBIX OT HOPMAJIBHBIX.

2.6. Ilpu 3anonHenun rpad 5 u 7 tabenst no ¢popme N T-12 B BepXHHX CTPOKax
NPOCTABsIETCs KOJNMYECTBO OTpPaOOTAHHBIX [JHEW, B HH)KHHX CTPOKAxX - KOJIHYECTBO
4acoB, 0TPabOTAHHBIX KaX/IBIM PaOOTHHKOM 3a YYETHBIH TIEPHO.



2.7. 3atparsl pabouero BpeMeHH yUUTBIBAIOTCS B Tabelie MM METOIOM CIUIOMIHOMN
PEeruCTpalMU SIBOK M HESBOK Ha paboTy, WM IyTeM pPerucTpauuu TOJbKO OTKIOHEHMH
(HesIBOK, OIO3JIaHHM, CBEPXYPOUHBIX 4acoB M T.11.). IIpu orpaxkenun HesBok Ha pabory,
y4eT KOTOpPBIX BeHETCS B JHAX (OTIYCK, JHH BPEMEHHON HETPYHAOCIIOCOOHOCTH,
cly)keOHble KOMaHIMPOBKH, OTIYCK B CBS3M ¢ OOyYEHHEM, BpeMs BBIIOJHEHUS
rOCYapCTBEHHBIX WIIM OOLIECTBEHHBIX O0sI3aHHOCTEH M T.1.), B Tabene B BepxHei
CTpOKe B rpagax mpocCTaBIsIOTCS TOJBKO KOJbI YCIOBHBIX 0D03HAYEHUH, a B HUKHEN
CTpOKe rpadbl OCTAXOTCS Iy CTBIMH.

2.8. Ilpu cocraBnenuu tabens no gopme N T-12 B pa3n. 2 Ha OAUH UId BCEX
pPabOTHUKOB BHJI OIUIATHI U KOPPECTIOHIUPYIOIIHA CUeT 3anogHsaoTcs rpadsl 18 - 22, u
IPH pacyeTe pasHbIX M0 KaXI0My paOOTHHMKY BHAOB OIUIATHI U KOPPECIIOHIMPYIOLIIMX
CYETOB 3aIoJHAIOTCS rpadul 18 - 34,

29. ®opma N T-13 "TabGenp yyera pabovero BpeMeHU" INPUMEHSETCS IpH

aBTOMATU3UPOBAHHONW 00paboTKe ydYeTHBIX JaHHBIX. [Ipyu cocTaBieHMM Tabens IO
dopme N T-13:

- IPH 3aIMCH YYETHBIX JAHHBIX ]IS HAYMCIIEHHs 3apaOO0THOM IUIaThl TOJIBKO TIO
OJIHOMY BHJly OILIAThl U KOPPECIOHIUPYIOIIEMY CYETY, OOLIUM ISl BCEX PaOOTHHUKOB,
BKJIIOYEHHBIX B  Tabellb, 3alONIHAKOTCS PEKBU3UTHI "KOX BHAAQ  OILIATHL',
"KoppecoHAUpyIonMid cuet" Hajx Tabnumed ¢ rpapamm 7 - 9 u rpada 9 0Oes

3anoyiHeHus rpad 7 u 8;

- TIPH 3alMCH YYETHBIX JaHHBIX JUI HA4yUCIEeHUs 3apabOTHOM IUIATHl IO
HECKOJIBKMM (OT ABYX /0 4YeThIpeX) BHJaM OIUIaThl ¥ KOPPECHOHIAMPYIOIIMX CYETOB
3anoMHSIOTCS rpadbr 7 - 9. JIONONHUTEIbHBIA OJIOK ¢ MIEHTUYHBIMH HOMepamu rpad
NpeIyCMOTPEH JUIs 3allOJIHEHUs JaHHBIX [0 BHJAAM OIUIaThl, €CIH HX KOJIHYECTBO
IPEBBIIIAET YETHIPE.

2.10. banku Tabens no gopme N T-13 ¢ 4acTUYHO 3aNOTHEHHBIMHA PEKBH3UTAMH
MOTryT OBITH HM3IOTOBJIEHBI C IIPMMEHEHHUEM CPEIACTB BBIYUCIHATEIBHOM TEeXHUKH. K
TAaKMM PEKBU3UTaM OTHOCSITCS: CTPYKTYPHOE NoJApa3/ieleHue, haMuins, UMsl, OTYECTBO,
JOJDKHOCTh (CIelMalbHOCTh, Npodeccus), TabenbHbIi HOMEP W T.II. - T.e. JaHHEIE,
coziepiKallyecs: B CIIPaBOYHHUKAX yCJIOBHO-TIOCTOSIHHOW WH(OpMAIMK OpraHu3aiud. B
3TOM ciiydae Gopma Tabenss MU3MEHSETCSI B COOTBETCTBHUH C IPUHSATONW TEXHOJIOTHEH
00pabOTKH YYETHBIX JaHHBIX.

2.11. VYcnoBHble 0003HaueHHss OTPAOOTAaHHOrO W HEOTPabOTAHHOINO BPEMEHH,
NpeJCTaBIIeHHbIE Ha TUTYJIbHOM JHcTe ¢opmbl N T-12, npumeHstoTcss H IpH
3aroyiHeHuu Tabens mo ¢popme N T-13.

3. TIOPSJIOK ®OPMUPOBAHWS U TTPEJICTABJIEHWUS TABEJIEX

3.1. He pexe omHoro pasa B Henesio paGOTHHK, OTBETCTBEHHBINH 3a TaOeNbHBIH
y4eT, COOUpaeT no YupexJIeHHIO JaHHbIe 00 UCIOIb30BAHUH Pab0Yero BpeMeHH.




3.2. Boe onomianms U NpexachpeMennuie yxouW ¢ paboru  durcnpyrorcs
OTBETCTBEHHLIM 3a weacHne Tabens yuera pabouero mpeseny w swwiaxrrcs wi
Gananca pabouero mpemenn. Mckmonuenne cocramisir pabotwmem, npurossmme wa
paboTy NOIKE WK PAHLINE YXOAAIIME C COTIACHS AJIMUHUCTPALIAN.

3.3, Jlanusie o cayuasx ono3ianuii, CcaMoOBONBHBIX YXOAOB ¢  pafori
HANPABASIOTCS PYKOBOAMTENIO ICTCKOIO CA/la OTBETCTBEHHMM HIIOM 33 BEACHME YieTa
tabens pabouero Bpemenn B QOpME AHATMTHYECKON JANWCKH O MAPYeHnsx

paboTHUKAMM PEKMMA TPY/IA U OT/IbIXA.

3.4. Jlaunbie 06 MCNONb30BaHUM PabOYEro BPEMEHH 3aHOCATCH OTBETCTBEHHMMK
3a TabenbHbiil yaer 15 u 30 uncna oTyeTHOrO MecsIa.




