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06 yrBepxaennu Ilosoxenus o
nopsiike BeAeHHUS H TpeIcTaBIeHHSs
Tabe/isl yuyeTa HCIOJIb30BaHUs
paboyero BpeMeHH

B coorBercTBuM ¢ TpeboBanusMu cT. 91 «Tpynosoro xozekca Poccuiickoi
Denepanmm» ot 30.12.2001 Nel97-@3, m. 5 cr. 9 ®enepanbHOro 3akoHa OT
06.12.2011 Ne 402-®3 «O OyxrairepckoM ydere», II. 32 @enepanbHOro
cTaHgapra OyXraJTepcKOTO ydeTa ISl OpraHU3alUi IOCyAapCTBEHHOIO CEKTOpa
«KoHIenTyaabHble OCHOBBI OyXTaJITepCKOro ydeTa M OTYETHOCTH OpraHM3alli
roCyJapCTBEHHOTO CeKTopa», yTBepxkaeHHoro Ilpukasom Munduna Poccunm or
31.12.2016 Ne256H m B HelsIX 0OECIEYeHUs HAJIEKAIIEro KOHTPOJSA 34 y4eTOM
pabo4yero BpeMeHH U CBOEBPEMEHHOI'O HA4YWCIICHHUS JEHEKHOIO COAEPKAHHUS U
3apabOTHOM IIJIaTHl PaOOTHUKAM

[TPUKA3BIBATIO

1.V1eepauts IlosoxeHue O MOpsiIKEe BENCHUS U IIPeNOCTaBlIeHUs Tabeins
ydeTa WCIONB30BaHus pabodero BpeMeHH (kon @opmer 0504421) (manee -
[Tono)xeHue) COTIIACHO MPUIIOKEHHUIO.

2. O3HakOMHTH OTBETCTBEHHBIX 32 BeJeHHE Talensi C HacTOSALIUM
[TooxeHweM IO POCIHCH.

3.KOHTpOJIb 32 UCTIOTHEHUEM TIPHKa3a OCTaBIISIIO 332 COOOM.

JIAPEKTOp IIKOJIEI ~ T IOnn4esa




[TOJIOKEHUE

0 MOpSIAKe BeICHHUS! U TPEJOCTABICHHS Tabeisl ydeTa HCIoIb30BaHUsT paboero
BpeMeHH
(xox popmel 0504421)

1. O0umue MoJI0KEHUA

1.1. Hacrosimee [TososxeHne pa3paboTaHo B paMkax GOpMHUPOBaHUS Y YETHOM
nommtuky MBOY Bomuenckoit COIIl  m BBOAMTCS € LETBIO CHCTEMaTH3aLUU
mporiecca c6opa m 00pabOTKH MHGOpMAlMU O 3aTpaTax pabodero BpeMeHH
corpynarkamu MBOY Bomuenckoit COII (manee — yupexaeHue) (Ha OCHOBaHUH
ITpunoxenns Ne 5 k npukasy Mununa Poccun ot 30 mapra 2015 1. Ne 52H), ¢
yaetoM Tpebosarmit c. 91 «TK PO» or 30.12.2001 Nel197-@3, .5 ¢1.9 @3 or
06.12.2011 Ne402-®3 «O GyXranTepcKoM yuere» i peryampyer c6op u 06paboTky
pH(GOPMAIHE 00 KCIoNb30BaHul pabodero Bpemenu paborarkamu MBOY.

1.2. Tabenb ydeTa ucmonb3oBanus pabodero Bpemenn (¢. 0504421) (manee —
Tabeis (b. 0504421) mpuMeHsieTcst I ydeTa HCIONb30BaHUsA pabovero BpeMeHH
WIA DPEerucTpaldy pa3idYHBIX CIydaeB OTKJIOHCHHH OT  HOPMAlbHOTO
WCIIONB30BaHUsA pabodero BpeMeHu. BriGop crocoba 3amonmHenust Tabers
(. 0504421) ompemensieTcss aKTOM YUPEXIEHHS B paMKaX (HOpMUPOBAHHS
YUYETHOU TIOJIUTUKHA YUIPEIKIEHHU.

1.3. Jlna Bemenus Tabems (¢.0504421) pacmopspkeHHe PYKOBOAUTENA
yupexk[IeHds Ha3HAdaloTCs OTBETCTBEHHBIE JIMIA U3 YHCJIA  COTPYAHUKOB
YUPEXKICHUS.

1.4. B momKHOCTHBIE OOS3aHHOCTH pPaOOTHHUKOB, OTBETCTBEHHBIX 32
TaGebHBIM ydeT, BBOIATCS (YHKIHM: KOHTPOJh (DAKTHIECKOTO BPEMEHH
Npe6hIBAHMS COTPYIHUKOB yUPEX/CHHI Ha paboTe 1 BeJieHIe TabelbHOTO ydeTa ¢
OTBETCTBEHHOCTBIO 3a IPaBWJIbHOE OTpakeHHe B Tabene pabodyero BpeMeHU
COTPYIHMKOB U CBOEBPEMEHHOCTb IIPEJICTABIEHH)s Tabellst Ha pacyerT.

1.5. Tabens (¢. 0504421) oTKpbIBaeTCsA €XEMECAYHO 3a 2-3 [OHS 1O Havdaja
pacyeTHoro mepuoja Ha ocHoaHu# Tabens (¢. 0504421) 3a npoOILIBIN MECHI.

1.6. Jlna wucrnonHeHuws oOs3aHHOCTEH paOOTHMK, OTBETCTBEHHBIA 32
TaOeNbHBIN yUeT: _

e BeJIET YUeT IITaTHOIO COCTaBa COTPYIHUKOB;

e HA OCHOBAaHMHU [OKYMEHTOB (TIPHUKa30B IO JIMYHOMY COCTaBy H
OOLIMM BOIIPOCAM) BHOCHT B CIIHCOK M3MEHEHHs, CBSI3aHHBIC C IIPUEMOM,
YBOJLHEHHEM, [EpEMEIeHIeM, H3MeHeHneM rpaduka paboTsl, pa3psioB
KaTerOpHi, TpeI0CTaBIeHUEM OTITYCKOB U T. 1.

« OCYILECTBJISET KOHTPOJIb CBOEBPEMEHHOCTH SBKH Ha paboTy u yXona
c paboThl, HAXOXKICHUS Ha pabodeM MeCTe COTPYNHUKOB C M3BEIIEHUEM
PYKOBOIUTENST YUPESIKACHUS O HESABKAX, ONO3[aHMsX, MPEKAEBPEMEHHBIX
yXxoJlax U MpUYNHAaX, UX BBI3BABIINX;

« KOHTPOJIAPYET CBOEBPEMEHHOCThH IIPENOCTABICHUS W NPaBUIBHOCTD
oGopMIIeHHs TOKYMEHTOB, IOATBEPKIAOIIMNX TPABO COTPYAHUKOB Ha
OTCyICTBME  Ha  pabodeM  MecTe:  JIHCTKOB O  BPEMCHHOH



HeTPYJOCIIOCOOHOCTH, CIPAaBOK IO YXOAy 3a OONBHBIMH, MOMMMCAHHBIX
PYKOBOZIUTEJIEM YBOJIBHUTEIBHBIX U APYIHUX;

* TOTOBHUT CIIUCKH COTPYIHHKOB IJIi M3/aHHS IPUKA30B O pabote B
BBIXOJHBIE U HEpaOoUure Mpa3gHUYHEIE JHH.

1.7. B choydae HEBO3MOXKXHOCTH BpPEMEHHO WCIIOJHATh OOS3aHHOCTH IO
BEICHMIO TabeNbHOTO ydYeTa Ha3HAYEHHBIM COTPYIHHKOM, PYKOBOIUTEH
YAPSXKACHUS IMYyTEM U3JaHUsS PACIOPSDKEHMS Ha 3TOT IIEPHOJ Ha3HAYaeT
OTBETCTBEHHOI'O MCIIOJTHUTEJIS.

1.8. Bece cotpynHuKH, B 06513a8HHOCTH KOTOPBIX BMEHEHO BeleHHe TaBeIbHOTO
ydera, B 00s3aTeNbHOM MOPSIIKE 3HAKOMATCS C HACTOSIIAM IIONOKEHHeM IoJ
POCHIHCE.

2. IlpaBuaa 3anosiHenus Ta6esst

2.1. TaGenp yuera pabodero BpeMeHU BeLeTCS B 3JIEKTPOHHOM U OyMa)KHOM
BapHaHTe.

2.2. Jlanmee rtabemp B dopmare Excel pacmeuarsiBalor Ha Oymare.
IlonmucanHbit Tabenb nepenaeTcs B OyXraaTepHio Ha XpaHeHwe.

2.3. Tabenb CONEPKUT OTMETKY OYXTaNTEPHH O IIPUHATUA HACTOSIIETO
Tabesis: HaUMeHOBaHHUe JJOJDKHOCTH, momucs, O©.11.0., JaTy IOAUCAHHS.

2.4. K coneprkanmuro Tabens IpebsBISIOTCS ClIeIYIOLIHE TpebOBaHMS:

°  JlaHHBIC O COTPYIHUKAX BHOCSTCS B Tabelb B CTPOTOM COOTBETCTBHU
C UCTIOIHEHUEM IITATHOI'O PaCIUCAHUS YUPEKICHUS.

* B ciyyae yBoJIbHEHHUS Ha COTpYIOHHKA MOJAETCS OTAETBHBIN Tabeb,
OTHOBPEMEHHO C PACIOPsDKEHUEM Ha YBOJNBHEHME (C HOKJIATHOM 3alMCKON — B
CIydae yBOJIBHEHMA IO WHULUATHBE paboromaTend). B taGesne mpocrasnsiores
4acel paboThl IO TOCTemHH# paGoumii JeHb BKIIOYHTENBHO, a MOCTE IHS
YBOJIbHEHHS IIPOCTABIISIETCS (-».

¢  Cmucox paGOTHHKOB COCTaBISETCS B an(aBHTHOM nopsiike (Io
epBBIM OyKkBaM (GaMUInn).

2.5. B TaGene (¢.0504421) peructpupyrorcs ClIy4au OTKJIOHEHHH OT
HOPMANbHOTO HKCIOJIb30BaHUS pabovero BPEMEHH, YCTAHOBJIEHHOTO MIPABUIAMH
BHYTPCHHETO TPYZOBOTO pACMOpsifiKa, WIM (aKTHIECKHe 3aTpaThl paboduero
BpeMeHH. B BepxHeH IOJIOBMHE CTPOKH 10 KaxKIOMY PaboOTHHKY, ¥ KOTOPOTo
MMEIIACh  OTKJIIOHCHMS. OT HOPMAalbHOTO WCIONB30BAHUS pabO4ero BpeMeHH,
3allMCBIBAIOTCSA 9acChl OTKIOHEHHW, a B HIKHEH — YCIOBHBIE 0GO3HAUEHHMS
OTKJIOHCHUWH. B HMKHeH dYacTu CTpOKM 3aIlMCBHIBAIOTCS TAKKe Hach paboTel B
HOYHOE BpeMs.

2.6. Ilpw perucTpanuu OTKIOHEHMH B CIydyae HATHYHS y OnHOro paboTHHKa
YUPEXICHUS NBYX BHUIOB OTKIOHEHHW B ONUH NeHH (MIE€PHOJX), HIDKHSS 9acTh
CTPOKH 3aIIUCBIBAETCS B BUAC OpoOM, YHCIUTENb KOTOPOM — YCIOBHOE
0003HaueHHe BUA OTKIOHEHHH, a 3HAMEHATEeIb — Jachl pabotsl. [Ipn Hanuuun
Oosee AByX OTKIOHEHHMiI B OJUH NeHb haMunus paGoTauka B TaGerre (. 0504421)
IIOBTOPSIETCAL.



2.7. B cpoku, yCTaHOBJCHHBIE MOPSIIKOM JOKyMEHTO00O0pOTa YUpexACHUS
pabOTHUKOM, OTBETCTBeHHBIM 3a BeneHue Tabens (¢.0504421), orpaxaercs
KOJIMYECTBO AHEH (4acoB) HESIBOK (SIBOK), @ TaKXe KOJIMYECTBO YacOB IO BUAAM
nepepaboToK (3aMernenne, padoTa B Ipa3gHUYHBIE THU, paboTa B HOUHOE BpEMS U
Ipyr¥de BHUIBI) C 3alUCBI0 WX B COOTBETCTBYIOIIME TIpadbl. 3alloJHEHHBIA
TabGens (¢. 0504421) mommuceIBaeTCs JUILIOM, Ha KOTOPOE BO3JIOXKEHO BEICHHE
Tabemns (b. 0504421).

2.8. 3anonuennbid Tadens (¢. 0504421) u npyrue TOKyMEHTHI, IOAACAHHbIE
OTBETCTBEHHBIMHU JOKHOCTHBIMU JIMLIAMHU, B YCTAHOBJIEHHBIE CPOKHU CHAIOTCS B
OyxranTepuro s poBeaeHus pacuetoB. Tadens (¢. 0504421) ucnonssyercs A
cocrasiienns PacuetHo-miatexxHodt Bemomoctu (. 0504401) wmnm PacyetHoi
BesomocTH (¢. 0504402).

2.9. Ilpu oOHapy>XeHUM IJUIIOM, OTBETCTBEHHBIM 3a COCTABIEHUE W
npencraBienue TaGens (¢.0504421), dakra He OTpaKeHHS OTKIOHEHWN WIIH
HETIOJHOTBl ~ TIPEJICTaBICHHBIX CBeAeHW 00 ydere pabodero BpeMEHHU
(mpencraBieHrue  pabOOTHUKOM  JIUCTKA  HETPYHOCIOCOOHOCTH,  IpHKa3a
(pacriopsbkeHMs) O HampaBieHHM paboTHMKAa B KOMaHAWPOBKY, IIpHKa3a
(pactopsbKeHMs) O MPETOCTABICHUH OTITyCKa PabOTHUKY W T.HI., B TOM YHCIE B
CBSI3W C TIO3IHHM TIPEJCTaBICHUEM JOKYMEHTOB), 8 TAaK)K€ BBIIBICHHBIX OIINOOK,
JNUIO, OTBETCTBEHHOE 3a cocraBienme Tabems (¢.0504421), obs3aHO ydUecTh
HeOOXOOUMBIE  HM3MEHEHHsS W  MPeNCTaBUTh  KoppekTupyrommui  Tabenb
(¢. 0504421), cocTaBi€HHBIM C Yy4YeTOM U3MEHEHHU B IOPSAKE U CPOKH,
IpelyCMOTPEHHbIE TOKyMEHTO00O0POTOM yUpEXKICHHUS.

2.10. B cTpoke «Bwmm Tabens» yka3blBaeTCs 3HAUECHHUE «IIEPBUYHBIN», IIPH
npenctaBiennn Tabenms (¢.0504421) c BHECEHHBIMHM B HErO0 H3MEHEHUAMH,
YKa3bIBaeTCsl 3HAUeHUE «KOPPEKTUPYIOLIMW», IpH 3TOM IIPHA 3al0IHEHUU
nokazaresis «Homep KOppeKTUPOBKHY yKa3bIBaeTC:

—mudpa «0» mpocrapasercs B CIydae OPEACTABIECHHWS  JIAIIOM,
OTBETCTBEHHBIM 3a cocrtasienue Tabens (¢.0504421), nepBuuHoro Tabens
(. 0504421);

— nudpel, HaUMHASA ¢ «1», TPOCTABIISIOTCS COTIACHO IMOPSIKOBOMY HOMEPY
Koppektupytomiero Tademns (¢. 0504421) (KOPpEKTUPOBKH) 38 COOTBETCTBYIOLIMH
pacyYeTHBIN IEPUOLL.

2.11. Nannbie koppektupytomero Tabemns (. 0504421) ciyxaT ocHOBaHHEM
JUISL TIepepacyeTa 3apa00THOM MIaThl 32 KaJeHJapHbIE MECSUBI, IPEAIIECTBYIOIINE
TEKyIIeMy MeCsIly HauUCIIeHUs 3apa00THON IIJIaTHI.

2.12. Tabenp 3amoyiHsETCS 3a MIEPUOJ, 38 KOTOPBIM IIpelyCMOTpeHa BBIILIATa
3apa0OTHOM IIIATHI.

2.13. Ilepuoapl 3amOTHEHUS W CPOKH MpeAcTaBiaeHus B Oyxranteputo Tademns
(¢. 0504421) ompemenstoTcsi akTOM YUYPEKIEHUS B paMKax (QOPMHUPOBAHUS
YUETHOW MOJIUTUKY YUIPEXKISHUSI B YaCTH rpaduka TOKyMeHToobopoTa.

2.14. JlanHbpie o 3aTpaTax pabo4yero BpPEeMEHU, BHOCHUMBIE B JIIEKTPOHHYIO
0a3y, JOJIKHBI COOTBETCTBOBATH IAHHBIM TaOeleH.

2.15. B tabene He pa3peliaroTcsi HUKaKUe WCIPABIEHUS U JOIOIHUTEILHEIE
TTOMETKH.



3. Ilopsinox ¢popMupPOBaHUS U NpeACTaBJIeHUs Tabe el

3.1. He pexe omHOro pasza B HeIemro paOOTHHK, OTBETCTBEHHBIA 3a
TabesIbHBIA ydeT, coOupaeT AaHHbIe 00 HCIOIb30BaHUI PadOUero BpeMEHH.
ITpu BhIXOZe pabOTHHKOB B TedeHHe pabo4yed CMEHBI OTBETCTBEHHBIM 3a
BemeHre Tabens (QUKCHpyeTcs BpeMs BBIXOZa M Bo3BpalleHus. Ecim paboTHUK
BBIXOJMJI HE TI0 IPOU3BOJCTBEHHON HEOOXOIUMOCTH M PAOOTHUK HE OTHOCUTCS K
KaTeropuu A, BpeMs OTCYTCTBHS BBUMTaeTcs M3 OamaHca OTpabOTaHHOTO
BPEMEHH.
3.2. Bce omo3gaHus U IPEXIEBPEMEHHBIE YXOIBl C PabOTHl (QPUKCHUPYIOTCH
OTBETCTBEHHELIM 3a BeleHHe Talens ydeTa pabo4ero BPEMEHM W BBIYMTAIOTCS U3
Gananca pabodero BpeMenu. VICKIIFOUSHHE COCTABIAIOT PAOOTHUKH, IPUXOJISIIIE
Ha paboTy TMO3KE WIM PpaHBIIE YXONAIIME C COIJIachs aIMUHUCTPaIUu
YUPEXKIEHHNS, a TaKkKe PaOOTHUKH, OTHOCAIIUECS K KaTeropuu A.
3.3. JlaHBIe O cCjydYasX OIIO3MAHUIM, CAMOBOJBHBIX YXOJIOB C paboThI
HAIIPABJISIOTCS. PYKOBOAUTEIIO YUYPEXKIEHHUs OTBETCTBEHHBIM JIMIIOM 3a BEICHUE
ydeTa Tabesst pabodero BpeMeHH B (QOpMe aHATUTHYECKOW 3aIUCKH O HapyIICHUAX
pabOTHUKAMU peKUMa TpyJa U OTAbIXa.
3.4. JlagHele 00 WCIONB30BaHWUH PabO4Yero BPEMEHH  3aHOCHTCS
OTBETCTBEHHBIMH 3a TaOENILHBIN yUeT B 3JeKTPOHHYIO 06a3y 10 15 4ncia OTYETHOrO
MecsIa ¥ He mo3aHee 1 gmcia Mecsa, CIeIyoLEro 38 paCuYe€THBIM.
YupexxaeHne BIpaBe CaMOCTOSTEIBHO HOIONHATH MPUMEHsEMbIe YCIOBHbIC
0003HaYeHust B pamKax (GOpPMUPOBAHUSA CBOEH YUETHOM ITOJIUTHKH.
3.5. Ilpu 3amomuenun Tabems (¢.0504421) npuMeHSIOTCS CreTyIOLIe
yCIOBHBIE OOO3HA4YeHUs, B T.4. JONOJHHUTEIBHO MPUMEHSIEMbIe YCIOBHBIE
0003HaueHNs, CBEPX perTaMeHTUPOBaHHEIX, [Iprkasom 52H:
— Juwn noropa — JI/I;
— Jlucmancepusanus — /1;
— HOJI - mepaGoune qHU C COXpaHEHHEM 3apIUIaThl 0 ykazaMm IIpesunenta
WA PEeTUOHAIBHBIX BIACTEN;

— BB — BBIXOIHBIE 3a BaKIMHAIMIO C COXpaHeHUEM 3apa0OTHON IIJIaThl, €CIIH
IpeNoCTaBIsIOTCS TaKhue THHU COTpyIHHMKaM mocie npusuBkd or COVID-
19.

- U JIp.
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