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06 yrneplr(AeHl{n floroxeuur o

rropflAKe BeAeHrIfl rI rIpeAcTaBIeHHq
Taoerfl yrrera I{crloJrb3oBaHlrfl
paooqero BpeMeHrr

B coornercrBvru c rpe6oeanvrflMu cr. 91 <Tpy.lonoro KoAeKca Poccuficxofi
@e4epaqvru>> or 30.12.200I Jtlb197-@3, n. 5 cr. 9 @e4epanruofo 3aKoHa or
06.12.2011 J\b 402-@3 (O 6yxrarrepcKoM ) rere), r. 32 (De4epalrHoro

craHAapra 6yxranrepcKoro yqera AJrf, opraHnsarJuil rocyAapcrBeHHoro ceKropa
<Konqeurya.rrbHbre ocHoBbr 6yxranrepcKoro yqera I4 orqerHocrl{ opfaHIa3aIILIfr

rocy.qapcrBeHHoro ceKTopa)), yrBepxAeHHoro llprar<a:orra Mzu@una Poccuu or
3I.12.2016 N256n Lr B rleJrrx o6ecnerreHlrf, HaAJrexauero xouqroJltr 3a yrleroM
pa6o.rero BpeMeHLr r{ cBoeBpeMeHHoro HarILIcJIeHut AeHe)KHoro coAepxaHufl. v

Irb5B

:apa6ornofi nnarrr pa6oruzrcau

IIPI,IKA3bIBAIO

LVrnep4rarr llolo)KeHr4e o noprAKe BeAeHI4q I4 npeAocraBJleHl4fl ra6enx
yqera HcrroJrb3oBaHvrfl. pa6ouero BpeMeHI{ (rcoa Sopvru 0504421) (aalee
Ilonoxenue) couacno npLIJIox{eH?Ia.

2. OsHaxoNdram orBercrBeHHbrx 3a BeAeHue ra6enfl. c HacroflIrII4M

llonoxeuueM roA pocnucb.
3.KourpoJrb 3a r4cnoJIHeHIleM npI4K€Ba ocraBJl.alo 3a co6ofi.

[uperrop IxKoJIbI .IOauqesa



NOJIOXEHI{E
o IIopqAKe BeAerrrrfl rr rlpeAocTaBileHus Tadeils yrreTa

BpeMeHI{
(rcos SopNru050442l)

1. O6ruue roroxeHus

rrcrr oJrb3oB autts p a6 ou ero

1 . 1 . Hacro-sqee lloloxen ue paspaloraHo B paMKax Sopnrrapo Ba:nvfi Yqersofi
rroJrrrrr,rKr,r MEOy Bor-reHcrofi COilI I4 BBoALIT;T. c Ilenbro clrcreMarprcawkr

rpoqecca c6opa kr o6pa6orr<z uHQopvraqurz o 3arparax pa6orrero BpeMeHI'l

corpyAHlrKaMr4 MEOy Bor{eHcrofi COIil (aalee - yqpe)KAenrae) (ua ocuonaHkrvr

flpunoxeuus }lb 5 r< nprar<a:y MuHQnHa Poccvrvr or 30 uapra 2015 r, J\b 52u), c

yrreroM rpe6onaHufi. cr.91 (TK P(D>> or 30.1,2.2001 N197-O3, n.5 cr'9 (D3 or
06.12.2011 J\b402-O3 (O 6yxralrepcKoM 1^{ere) r{ perynl4pyer c6op u o6pa6orxy

un$ opvr a ryuu o6 LrcrroJrb3 o Ba;nvrr4 p a6ouero BpeMeHI{ p a6 orHurarraz ME OY.

1.2, Ta6e.rb yrrera r{crroJrb3oBannfl, pa6oqero BpeMeHI4 (0. 0504421) (aalee -
Ta6enr (0. 050442I) npurvreHf,erof, A[.rr yrrera rlcrloJlb3oBaHvrs. paoor{ero BpeMeHI4

r4rrv pefl4crpalluu pa3nur{Hblx CnyqaeB omnoseHnft or HopManbHoro

cfloco6a 3a[oJIHeH?I.f, Ta6ensr4crroJrb3oBaHuA pa6o'rero BpeMeHH.

(q.0504421) orpeAerl-aercrl aKroM

Bu6op
yqpex(AeHns B paMKax $opurapoaanufl

yuerHofi rrorII4T?IKI4 yrlpe)KAeH?It.

1.3. Atts BeAeHr4fl Ta6em (6. 050442I) pacropsxteHl4e pyKoBo,ql4reJl.t

yqpex.qeHlIf, Ha3Har{aloTcr oTBeTcTBeHHbIe nI{IIa 143 TLI/AIIA - COTpyAHI{KOB

yrlpe)KAeHI,Itr.

1.4. B,qoJIXHocrHbIe
ra6emnuft yqer, BBoA.f,Tct

o6-sgaHHocru pa6orHzroe, orBercrBeHHbIX 3a

Syuxquu: KoHrponb $axrravecKoro BpeMeHI4

npe6uearua-f, corpylHr4KoB yrrpexAeHlrfl, Ha pa6ore I4 BeAeHI{e ra6elrHoro yr{era c

oTBercTBeHHocTbro 3a rrpaBllJibHoe orpaxeHl4e B ra6ele pa6ouero BpeMeHI'I

corpyAHI4KoB rr cBoeBpeMeHHocTb npeAcTaBlIeH:rrfl. ra6elg Ha pacqer.

1.5. Ta6errb (0.0504421) orxpuBaercr ex{eMec{qHo 3a 2-3 AHfl Ao Haqara

pacrrerHoro neprro [aHa ocHoBaHtluTa6ets. (0. 0504421) za npouurrfi MecflII.

1.6. .IIns r{crroJrHeHufl o6ssaHHocrefi pa6orunr, orBercrseHHrtft 3a

ra6emnltft yrer:
o B€A0T y'IeT IuTaTHorO cocTaBa coTpyAHIlKoB;
r H4 ocHoBaHr4t4 AoKyMeHToB ([pLIKa3oB rlo rI4qHoMy cocTaBy Lr

o6lliau BonpocaM) nuocur B crrr4coK I43MeHeHI4.fl, cB.f,3aHHble c [pLIeMoM,

yBonbHeHr4eM, rrepeMerrleHr4eM, u3MeHeHHeM rpaQuxa pa6orlt, pa3p{AoB

Karefopl4ft, npe4ocraBJIeHI,IeM ornycKoB I{ T. A.;
. ocyuIecTBJHeT KOHTpOJTb CBOeBpeMeHHOcTI4 .flBKI4 Ha pa60ry kr yxo[a

c pa6oru, Haxo)K.{enr4fl, Ha pa6oqeM Mecre corpyAHI{KoB c I43BeIrIeHI,IeM

pyKoBoAr,rTeJr.{ yqpexqeHr4fl. o HeflBKax, ofIo3AaHI4.flX, [pe)KAeBpeMeHHbIX

yxoAax v npvrlr4H.ax, I4x BbI3BaBIXUX;

. KOHTPOJII4PYCT CBOCBPEMEHHOCTb TIPEAOCTABNEHI4,f,

oSopvrnenux AoKyMeHToB, rloATBepxAaroqux ilpaBO

r4 rrpaBI4JIbHOCTb

corpyAHI4KoB Ha

o npeueuHofiOTCyTCTBLIe pa6oueu Mecre: JI?IcrKoB



HerpyAocnoco6Hocrla, cnpaBoK rlo yxoly 3a 6oltHrruu, noArrr4caHHbrx
pyKoB oAr4 Te JreM yBonbHrrTeJrbHbrx r4 Apyf r4x ;

o foToBI4T CIILICKLI coTpyAHI4KOB AIII HsAAIj,Zrfl IIpI4Ka3oB o pa6Ore n
Bbrxo.4Hbr e 14 Hepa6oqr4e IIpa3AHzqHbre AHr4.

1.7 . B cnyqae HeBo3Mo)KHocrH BpeMeHHo prcfroJlH.rrrb o6.ssaHHocrr4 rro
BeAeHIzIIo ra6elrnoro yqera Ha3HarIeHHbIM corpyAHr4KoM, pyKoBoArdreJrb
yqpe)KAeHLIt nyreM vI3AaHZlfl. pa0nopq)Ke[]/lfl. Ha 3TOT nepr4oA Ha3Har{aer
OTBCTCTBEHHO|O I4CIOJIHIITCJI'.

1.8. Bce corpyAHI{KIr, B o6.ssaHuocrrr Koropbrx BMeHeHo Be,{eHue ra6e6Horo
yrlera, n o6xgareJlbHoM nopslKe 3HaKoMrrrcfl c Hacro.f,rrlr4M lloloxenr{eM no.rl
pocrrr4cb.

2. flpavuJra 3arroJrHeHrrfl ra6erq

2.1. Ta6e.IIb flera pa6overo BpeMeHr4 BeAercr B 3neKTpoHHoM n 6yvraNHovr
Bapr{aHTe.

2.2. ,{anee ra6enr B Sopuare Excel pacleqarbrBaror
floruzcaHHrrfi ra6eru [epeAaercr n 6yxranrepr4ro Ha xpaHeHr4e.

Ha 6yrr,rare.

2.3' Ta6enr coAepx{I4T orMerKy 6yxranreprau o ilpvrlflTvrn Hacrorrqefo
ta6enx Har4MeHoBaHr4e AOJDKHOCTTa, rrorrrucr, @.1{.o ., Aary noArr6caHr4.rr.

2 . 4 . K co.qepxaHrzro ra6 ers rrp e4bsBfl.rrrorc.s cneAyrouue rp e6 on a1ufl :
o [aHHbIe o corpyAHlaKax BHoc.rrrc.rr B ra6enr B crporoM coorBercrBlrr4

c HcrroJrHeHrreM rrrTaTHof o pacnuealJ'r4fl rrpex ile]F,Llfl.
r B cnyqae yBonbHeHufl. Ha corpyAHr4Ka noAaerc.s orlenrsrrfi ra6ell,

oAHoBpeMeHHo c paclopffKeHl,reM Ha yBoJrbHeHLre (c Aor<laluofi sauucr<oft - e
cnfrae yBoJIbHeHLrfl rro HlJ'krr\Lrarune pa6oro4arenx). B ra6ene npocraBJrrrorc.f,
r{acbl pa6orrr ro uocle4nufi pa6ouuit AeHb BKrrorrl4TeJrbHo, a [ocJre nHs.
yBoJrbHeHI4r IrpocTaBJI.f, eTcr ( ->.

cnzcox pa6oruuxon cocraBJr{erc.fl B arsanuruou nop.rrAKe (uo
rrepBbrM 6yxnavr Savranurz).

2.5. B Ta6ene (b.0504421) perl4crpr{pyrorc.n any.rrau orrcnogeHufi or
HopM€LrIbHoro I4ctIoJIb3oBaHI4x pa6ovefo BpeMeHr4, ycraHoBJleHHoro rrpaBI,IJIaMr4
BHyrpeHHero rpyAoBoro pacroprAKa, urv @arruvecxze 3arparhr pa6overo
BpeMeHI'I. B nepxnefi [oJIoBI4He crpoKl4 rro Kax.qovry pa6orHr{Ky, y Koroporo
I4MeJII4cb orKnoHeHLIt or HopM€LJIbHoro r4crloJrb3oBaif'ufl pa6ouero BpeMeHlI,
3alluchlBalorct qacbl otxltoneuzfi, a B guxnefi ycJroBHbre o6osua.r eHr4s,
orxnoneurafi. B nzxnefi qacra crpoKl{ 3anklcbrBarorcr raKxe rracbr pa6orrr n
HOqHOe BpeMr.

2.6. flpu perl4crpallllI4 orKnosenzfi B cnyqae HaJTurr:afl y oAHoro pa6ornura
yqpex{AeHufl AByx BI,I.4OB orKJroHeHuit s o.4}rH .qeHb (nepuo4), :nknn1s.s. qacrb
crpoKH 3arlncblBaerct B BI4Ae Apo6u, qr4cJrr{TeJrb roropofi ycnoBHoe
o6osHa're[ue Bvrlla orKJIoHeHufi., a 3HaMeHareJrb - qacbl pa6omr. llpra Hanv.,,vu
6oree AByx orKJIoHeHuir s o$nn AeHb @a.vrunur pa6orrrzr<a e Ta6ere (0. 0504421)
noBTop_f,eTc.rr.



2.7. B cpoKr4, ycraHoBJreHHbre [oprAKoM AoKyMeHToo6opora yrlpex{AeHlt.f,

pa6orHrarou, orBercrBeHHbIM 3a Be.qeHHe Ta6en.a (@.0504421), orpamaerc.t
KoJrr{qecrso rHefi (uacon) He-rrBoK (xeox), a raKxe KorlaqecrBo rracoB no BI4AaM

nepepa6ororc (saueqeHLre, pa6ora B npa3AHlrr-rHbre gttu, pa6ora B HorrHoe BpeMfl r,I

Apyrne nra4u) c 3arrr4cbro Hx B coorBercrByrorll4e rpa$rr. 3auornenHufi
Ta6etr (0. 0504421) no4ulrcbrBaercfl nkrrloM, Ha Koropoe Bo3Jro)KeHo BeAeHr4e

Ta6eng (0. 0504421).
2.8. 3auolnensufi Ta6enr (0. 0504421) u Apyrl{e AoKyMeHrbI, rIoAIII4caHHbIe

oTBeTCTBeHHbrMr4 IOJIX{HOCTHbTMLT Jrr4rIaMII, B yCTaHOBJIeHHbIe CpOKI4 CAaIOTAf, B

6yxrarreplrro An-f, npoBe.qeHvrfl pasre^ton. Ta6enb (0. 0504421) r..rcnom3yercfl Ans
cocraBneHr,rtr Pac-rerHo-nnarexnofi Be,{oMocrl{ (0. 0504401) uru Pac.IerHofi
BeAoMocrLI (0. 0504402).

2.9. llp" o6napyxenurvr Jrr{rIoM, orBercrBenHbrM sa cocraBJIeHI4e u
npeAcraBJreHrre Ta6ets (b.0504421), Saxra He orpaxeHrlf, orxroseuafi uru
HerroJrHorbr rrpeAcraBJreHHbIX cne4enufi o6 yqere pa6ouero
(npe4craeJreHr4e pa6orHurou JII,IcrKa Herpy,qocnoco6Hoctll,
(pacuoprNenux) o HarrpaBneHrlr4 pa6orHlzra B KoMaHrI4poBKy,
(pacuopxxeHux) o [peAocraBrreHkrvr ornycKa pa6ourrar<y vt r.r., B ToM irr,rcJre B

eBflsr4 c no3AHLrM rrpeAcraBJrenl{eM AoKyMeHTon), a raKx{e BbI.aBJIeHHux otuu6oro
Jrrzrlo, orBercrBeHHoe 3a cocraBJIeHI4e Ta6ens (b.0504421), o6sgaHo yrlecrb
Heo6xo4uurre rr3MeHeHur.s v npeAcraBrrrb KoppeKTr4pyrorqufi Ta6enn
(b.0504421), cocraBJlenuufi c yr{eroM IaslaeHeHufr B nopf,AKe vr cpoKI,I,

[peAycMorpeHHbre AoKyMeHToo6oporoM yrlpe)K.{ eHus*

2.10. B crporce <<BraA ra6er-fl) yKa3brBaerc.f, 3HarreHr4e (nepBr4rrHrrfi>>, upu
npeAcraBJreHr{rl Ta6en.s (b.050442I) c BHeceHHbIMIr B Hero I{3MeHeHI{flMvr,

yKa3brBaerc{ 3HarreHze ((KoppeKTrapyroulufi>, npu oroM rlpu 3arIoJIHeHrrI4

rroKa3 aren-s (HoM ep Kopp e KTI{p o BKI4)) yKa3bIB aercf, :

- qu$pa (0) [pocraBnfle'rafl. B cnyqae npeAcraBrreHus. JIHIIoM,

orBercrBeHHbrM 3a cocraBJreHr4e Ta6erx (b.050442I), repBurrHofo Ta6ew,
($.0s0442\;

-qu$prr, :rranvrHafl, c ((1)), npocraBnflrorc.fi cofJracHo rrop.rrAKoBoMy HoMepy

KoppeKrr4pyroulero Ta6ens, (Q. 0504421) (rcoppeKrr4poBKu) sa coorBercrnyorqufi
pacqerHbrft uepno4.

2.lL [anuue KoppeKrrzrpyrcqero Ta6ens (S. 0504421) cnyNar ocHoBaHHeM

An.lt nepepacr{era aapa6orHofi uraru 3a KaneHAapHbre Mecflrlbr, npeArrrecrByroql4e
TeKyrrleMy M e crqy H arrl4c JIeH un zap a6 oruofi rrJlarhl.

2.I2. Ta6enr 3arroJrH.rrercfl 3a neplro.q, 3a Koropblfi upe4ycMorpeua BbItIJIara

3apaoorHoH rrJraTbr.

2.f3.llepr,ro4u 3arroJrHeHr4.rr u cpoKr4 npeAcraBJreHr4r n 6yxramepurc Ta6en.s

(0. 0504421) orpeAenqrorcf, aKroM yrrpexAeHr,rf, B paMKax SoplaupoBaHufl
yuerHofi rroJrkrrr4Kr4 yqpelKAeHuf, B rracru rpa$ura AoKyMeHroo6opora.

2.I4. faHHue o 3arparax pa6ouero BpeMeHH, BHocr4Mbre B 3neKTpoHHyro

6*y,.qoJixHbr coorBercrBoBarb AaHHbrM ra6enefi .

2.I5. B ra6ere He pa3peuarorc{ Hr{KaKue r4cnpaBJrenvrfl. vr AonoJIHI4TeJIbHbIe
IIOMETKH.

BpeMeHu

rrpr4Ka3a

npI,IKa3a



3. Ilopngorc QoprvutpoBaur{fl rr rrpeAcraBJreHl{q ra6e.ne[

3.1 . He pe)Ke oAHoro pa3a B HeAerrlo pa6orHzx, orBercreeHutrft 3a

ra6elrnrrfi yuer, co6upaer AaHHbre o6 ucuonb3oBaHl4l4 pa6overo BpeMeHI{.

llp, BbrxoAe pa6oruuron B Ter{eHue pa6oveft cMeHbI orBercrBeHHbIM 3a

BeAeHr4e ra6ens. Qzncrapyercr BpeM-rr BbIXo na v Bo3Bpalqenu.q. Ecrn pa6orHur
BbrxoAr{Jr He rro npor43BoAcrseHHofi ueo6xo.4IaMocrll z pa6orul4K He orHocnTct K

Kareropr4rr A, BpeM.rr orcyrcrBu{ BbltlzTaercf, rI3 6alawca orpa6oraHHoro
BpeMeHH.

3.2. Bce ono3.{aHr4q r4 npe)KAeBpeMeHHbre yxoAu c pa6orri $rar<cl4pylorct
orBercrBeHHbiM 3a BeAeHue ta6ex-f, yrlera pa6o.rero BpeMeHI4 I4 BblqllTalorct I43

lanauca pa6ouero BpeMeHrr. I4crcnro.reHlle cocraBJrtlor pa6ornuxl4, nplrxoA-atuue

Ha pa6ory rro3xe vrLr paHbrrre yxoArrrlr4e c coulacu.a aAMI4HI4crparJtlLr

yqpexAeHr4fl, a rarcKe pa6ornzrcH, orHocflIrl?Iect K Kareropuu A.
3.3. [auurre o cJryr{arx ono:4anufi, caMoBoJIbHbIX yxoAoB c pa6ornr

HarrpaBnrroTc.s pyKoBoAr4TeJrro yqpe)KAeHI,Lf, OTBeTCTBeHHbIM II4IIOM 3a BeAeHI4e

y{era ra6els pa6ouero BpeMeHr4 e Qopvre aHaJrvrrrqecrofr 3arII4cKI{ o HapymeHtrflx

pa6orHur<aMl4 pexLIMa rpyAa LI orAbIXa.

3.4. .{anuue o6 ucnorrb3oBaHuzr pa6ouero BpeMeHrI 3aHoc{Tcfl

orBercrBeHHbrMr4 ga ra6elrnrrfi yver B 3neKTpoHHyro 6asy ao 15 .Iplcrta orrlerHoro
Mecfiua 14 He no3Auee 1 qvcra Mecqqa, cneAyloqero 3a pacqerHblM.

YupeN4eHr{e BnpaBe caMocroqrerbHo AonoJIHf,Tb npHMeH[eMbIe ycnoBHble

o6osua.reHi4q B paMKax $opmnpoBankrfl ceoefi y.rerHofi IToJII4TI{KI4.

3.5. flpta 3arroJrHeHr,rr4 Ta6etx (b. 0504421) rlpkIMeHtlorc.x cneAyloutre
ycnoBHbre o6oaHaueHux, B T.rr. AononHVTeJIbHo rIpI{MeHf,eMbIe ycnoBHble

o6ogua.{eHrrfl , cBepx p ernaMeHTI4poBaHHbIX, llpzrasou 5 2u :

- iluu AoHopa - AA;
- !:ucnaHcepl43allus - il;
- HOA - Hepa6our4e [HLr c coxpaHeHueM 3apnnarbl no yKa3ana llpesu4eHra

vna p eruoHaJlbHblx uacrefr ;

- BB - BbrxoAHbre 3a BaKrdr{Harluro c coxpaHeHl{eM 3apa6orHofi rIJIarbI, ecJII{

npeAocraBJr.rrrorcx TaKHe AHrr corpyAHrIKaM nocJle IpI4BI{BKI4 or COVID-
19.

- 14 /J.p.
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