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INOJIOKEHUE
0 TabeIbHOM yyere pabouero Bpemenny

1.OBLIIUE IHOJIOKEHU ST

Qenepauuu ¢ nessio CHCTeMaTH3alnK Nponecca cOopa u 06padoriy HHpOpMaruu o 3aTparax
paboyero BPEMCHH  paGoTHHkamu T OCynapCTBeHHOrO OromKkeTHOrO AOUIKOJIEHOTO
obpasoBarensHoro YUPEXNEHHUs netckwmit cag No 6 Mockosckoro paiioHa CaHKT-HeTep6ypra
(manee - TBIOY ACTCKH can Ne 6)

1.2, Ina Benenus TabelbHOro yyera paboyero Bpemeny TIpHKa3oM 3aBenyromero [ 191(0)%
ZETCKHit cax No 6 Ha3HA4Yar0TCs OTBETCTBEHHEE JIHIa U3 YHCTa paGOTHHKORB o0pa3oBarensHoif
OpraHuzanumu,

1.3. B nomxrocTHEe o0s3aHHOCTH paboTHHKOB, OTBETCTBEHHEIX 3a TaGelbHbI} Y4erT, BBosTCs
byHKIHN: KOHTPOJIb (hakTHYecKOro BPEMEHH IpeObIBaHusg COTpyanukoB I'BJIOY nerckui can
Ne 6 Ha paGore u BE/ICHHE TabenbHOrO yyera ¢ OTBETCTBEHHOCTHIO 3a PABHIbHOE OTpa’keHue B
Tabee paboyero BPEMEHH COTPYIHHKOB 1 CBOCBPEMEHHOCTH IIpe/ICTaB e Hus Tabens Ha pacyer.,
1.4. Tns ucnonuenus o0s3aHHOCTE] paboTHHUK, OTBETCTBEHHBIH 3a TaGe T Hbif y4er:

® BCICT y4YeT WTaTHOro cocrapa COTPYIHHKOB, Ha OCHOBaHHK AIOKYMEHTOB (IpuKa3oB Ho

TIPHEMOM,  yBONBHEHHEM, [I€pEeMEICHHEM, HU3MeHeHHeM rpaduka paGoti, paspsiios
(kateropui), TIPEN0CTaBICHHEM OTITyCKOB K r.m;

HAaXOoXIeHus Ha paGouem mecre COTPYAHHMKOB ¢ wu3BeleHmeM PykoBomutens I'BJ[OV
NETCKuii cag No 6 o HEsABKaX, onosnanmsx, [IPEXACBPEMEHHBIX yXOmax u IIPHYHHAX, UX
BBI3BABIIIHX;

® KOHTPOJHpYeT CcBoeBpemeHHOCTE IPCNIOCTAaBIICHUS. W TpaBUIBbHOCTE opopmieHns

HIOANHUCAHHBIX PYKOBOHTEIEM YBOJIBHUTENBHBIX H APYTrHX
® TOTOBHT CIHCKH COTPYNHMKOB s HM3MAHNs NIPUKA30B O paGoTe B BBIXONHEE K
Hepabouue mpasnumyHbIe 1Y,
1.5. B cayuqae HEBO3MOXHOCTH BPEMEHHO HCIOIHSTE 00513aHHOCTH 1O BereHHIO TabeNbHOro
y4Y€Ta Ha3HaYEeHHBIM COTPYIHHKOM, pyKOBOAHTENs I BIIOY nmerckuii can Ne 6 IIyTEM H3TaHUS
Ilpukasa na stor IIEPHO HA3HAYAET OTBETCTBEHHOrO HCIIOJIHUTEIS.
1.6. Bee corpynnukm, B o0s3aHHOCTH KOTOPEIX BMEHEHO BexeHHe TaGelbHOroO ydera, B
00s13aTeIBHOM MOpsiTKe 3HaKoMsTCs ¢ HactosimM ITosoke e IO ITOAITHCE.

Ha OCHOBaHHMH 3aBepeHHBIX 3ajBJICHUH, CIPAaBOK-BBI30BOB W3 YYeOHBIX 3aBemeHHii u
OONBHHYHBIX THCTOB,

2.2. B cnyyae HEIPCNCTABICHUS B yCTAHOBICHHOM IIOpSIKE MOATBEPK IAIOIIHX JIOKYMEHTOB
IPHYHHON OTCYTCTBUS CUMTaeTCy CaMOBOJIBHBIA yX0J1 ¢ pabouero mecra,

2.3. Eciu coTpynuux OTCYTCTBOBan GoJiee 4 yacos IIOJPAN ¥ TOKYMEHTBHL, IIOATBEPIKAAIOIIIHE
€0 TpaBO Ha OTCYTCTBHe, B YCTaHOBIICHHOM TMOpsiiKe He TIPENICTABIIEHE], COTPYLHUKY
IPOCTABIIAETCSI IPOTYT ¥ paGoymit ACHD OIJIaTe HE MOUIEKHUT, B COOTBETCTBHH cm 6 acr. 81



2.4. TlpaBuna BENICHUS IKypHama yuera OTCYTCTBYIOLUX COTPYIHHKOB pa3pabareiBaroTcs
OTBCTCTBEHHBIM 3a TaGepHpyj YHeT pabodero Bpemenu YTBEPXKAAIOTCS  3aBeyromumm
I'BIOY nerckuii can No 6.

BEICHHE, a Tak ke BU3Yy Hemocpencreennoro PykoBomurens. IToamucy OTBETCTBEHHOI0O
COTPYAHHMKA U BH3b] PYyKoBonuteneii conepyar:

® HaMMEHOBaHHe JOJIKHOCTH,

e ®.H.O.

® [OJIHCH

® JIaTy noanucaHus
3.3. ®opma Tabeng ydera paboyero Bpemenu u pacuera 3apa6oTHOl maTk AT Ka3eHHBIX
ydpexuaenunii (No 0504421) YCTaHOBJIEHa NpHKa3oM Munduna Poccun or 15.12.2010 r. No173
"O6 yTBepxnenuu dbopM nepBuynpx YYCTHBIX JOKYMEHTOB W PETHCTPOB Gyxrantepckoro
Y4€Ta NpHMeHseMbIx OPraHaMu rocynapcreeHHOkH BIACTH (rocynapcTBeHHBIMU OpraHamuy),
OpranaMu  MecTHOro CaMOYIIpaBIIeHHs,  opranamy YIPABICHHA  IOCyHapCTBEHHBIMK
BHEOIOKETHEIMU boHxamu, TOCYnapcTBeHHEIMU  akaneMusMy HayK, rocynapcTBeHHBIMY
(MyHnananLHmMH) YIpeKAeHHusIME 1 MeTomuueckux YKa3aHHH [0 UX IpHMeHeHHO) (nanee -
Hncrpykims).
3.4. Tlpu HCIIOJIb30BaHUHM Tabers ydera paboyero Bpemenu dopmbr Ne 0504421 J0IycKaeTcs

¢ TPHKa30B O npHeMe Ha paboty

® [epeBoje

®  YBOJBbHEHHH,

K conepxanuio tagens ydeTa pabovero Bpemenu TPENBABIAIOTCS CIEyIOIIHIe TpeGoBaHus:

* [lanuele o corpynmukax BHOCATCA B Tabenb yuera pabouero Bpemenn g CTpPOrom
COOTBETCTBHH C HCTIOJHEHHEM IITATHOrO pacmnucanus.

* 3anonHeHue Tabeny OCYIIECTBIIATECS METOAOM CITOMIHO] PETHCTPalluK SBOK M HESBOK Ha

* Bepxuss ctpoka (dopmer No 0504421) npumensercs AV OTMETKH YCIIOBHBIX 0603HAYCHMi]
(xonoB) 3atpar paboyero Bpemenu, a HIWOKHASL - JUIS  3amucu TPOJIOIKUTETIEHOCTH
OTpabOTaHHOrO BpemeHH (B yacax, MHHYTaX) 110 COOTBETCTBYIOIIUM Ko1am 3aTpar paboyero
BPEMCHHU Ha KaX1yIo aary.

* Ilpu otpakennn mespox ma paboty, yyer KOTOPRIX BeneTCs B IHAX (exeronHbrif OCHOBHOMM
OITAYMBAEMBIH  OTITyCK (OT), nuu Bpemennoii HETpynocnoco6noctu (B), OTHyck 6e3
COXpaHEHHUs 3apaboOTHON maTw (10), HeBbIXOX Ha BPEMS HCIIOJTHEHHS roCcynapCcT BEHHBIX
obs3anHOCTElH (I )s €XKeromHbIi AOTOJIHUTENBHBIR OTIyCK Ge3 COXpaHeHHs 3apaboTHOMH



* Ilpu 3anonuenuy rpadp 5 u 6 Tabens g BCPXHHX CTpokax TIpoCTaBsercs konmyecrso
OTpaboTaHHBIX JHEH, B HmxHuX CTPOKax - KoimyecTBo 1acoB, oTpaboTaHHbIX KaXT5IM
COTPYIHHKOM 3a y4eTHprif HEepHOI.

B Tta6ene (. Ne0504421) PEruCTpupyrores tonpko CIIy4au OTKJIOHEeHHi o HOpMaitbHOrO

KOHKpeTHOMy COTpYIHHKY.

* Ilpu bopmupoBanmy Tabens ygera paboyero Bpemenyu KaleHnapHble nHH Mecsna
pacueTHoro mepuonma o UPHHATHA COTpynHWKa y (um1) mocne ero YBOJIBHEHHS
3alOHAIOTCS IpoYepKoMm.

® Ilopsakosas HyMepauus B rpage 1 Benercs mo CTaBKaM COTPYIHHKOB, BHeCEHHEIX B Tabep
Y4eTa pabodero Bpemenu, eciy COTPYIHHK B NaHHOM Yupesxnenun paboTaer Ha pasmpix
CTaBKax, Ha HETO BhIeNgeTCs CTOJIBKO MOPSAKOBBIX HOMEPOB, CKOIBKO cTaBOK oK 3aHHMaeT.

* Qamumus, mumg, OTHECTBO 3amuCHIBalOTCY g rpade momHOCTEIO. Hpu stom Tmarensno
BBIBEPSICTCS Hanmucanue bamummn, umeny y OTHECTBA B CllyYae pacXosmeHus IPHHSATOro
Ha3BIBaHUA COTPyNHHKA M ero AOKYMEHTOB. B ciyyae cmenp; bamunum, uvenn, OTYecTBa,
HOBBIC IaHHBIE BHOCATCS B TaGe, yHeTa pabo4ero BpeMenu ToJsko [T0CIIe U3jaHus OTHETOM

IITATHEIM pacniucanueM. B a1oif e rpade ykaswsBaercs Komudectso crasok (1, 0.5, 0,25 1
T.1.) HIIH HOPMa YacoB B HeZleo.

® PaGoune wacp COTPYXHHUKAM, KOTOPEIM ycTaHOBeH OKJIaN, TIPOCTAaBMSIOTCS B cTporom
COOTBETCTBHM C rpadurom paboTsr (8 wacos, 4, 2,24, 12, 15 u T.1.). Cotpynuukam,
KOTOPbIM  ycraHoBnena wacopag TapudHas  crapka, [pOCTaBIsieTCss  (akTHYecKku
OTPabOTaHHOE BpeMst ¢ TOYHOCTEIO AO IECATBIX noeii yaca.

* Cotpynuuxu, Haxomsmmecs g OTIyCKe 10 yXony 3a peGeHkoM B Bo3pacte 1o 1.5 wim 3 rer,
B Ta0esb yyera paGoyero BPEMEHH He BHOCSTCS.

CICOYIOIHMI MOoCIe mpa3gHuYHOro pabounit eHb B cooTBeTCTRHK ¢ Tpynosemm konmexcom
Poccuiickoit Deneparumu.



* B raGerne yyera paboyero Bpemeny YKa3bIBaKOTCH:
“IIPOJOJKUTEILHOCTE, PaboTEI, BEmMOMHIEMO COTPYTHHKOM B Teyenpe YCTaHOBIIEHHO}H

= NPONOIKUTENBHOCTE PaboThl, BEMONHIEMO] COTPYIHHKOM ¢ HCHOPMHPOBaHHEBIM
pabounm nHem 3a Npe€aenamu ycranossennoi; EMY TPOIOKHTENBHOCTH pabouero
BPEMCHM B mopsinke cr. 10] TK Po.

Yuer Bpemenm, 0TpaboTa”HHoOro COTPYIAHHKOM ¢ HCHOPMHUPOBaHHBIM  paGoumny JHEM 110

B XypHare yyera paboyero Bpemenyu COTPYIHHKOB ¢ HCHOPMHPOBAHHEIM paGouny JTHEM.

*  OryetHBIM HE€PHONOM 1S yyera B Tabene pabouero BPEMEHH ycTaHaBmHBaeTcy OZIHH
KaleHnapueii mecsr (c TI€pBOTO 10 mocnennee uneo BKIIFOYHTENTBHO), Ycranopnenngii
PEXHM  paGoyero Bpemeny COTpYyIHHKA fomkeH COOTBETCTBOBATH (baKTPI‘ICCKOMy
OTpaboTaHHOMY BPEMEHH.

* B rabene YI€Ta paboyero Bpemenn me Paspemarorcst  Hukakue HCIIPABIIEHUs y
/IOIOIHUTEIIbHEIE IOMETKH,

* B xoHue mecsna COTPYIHHUK, OTBETCTBEHHEI] 33 BCIICHHE Tabens yyera pa6ouero BpEMeHH,
Ofpenesnser obmee kommyectgo AHEH (YacoB) ABOK, nHeit (4acos) HEABOK, a Tak e apyroe

® 3anonHeHHbIH TaGes ydera pabouero Bpemenu u APYTHE IOKYMEHTHI, opopmieHHBIE
COOTBETCTBYIOIIUMH TIOINMUCAMH, B yCTaHOBJIEHHEE CPOKH cHaloTcs B LEHTPAIM30BaHHYIO
Oyxranrepuio Mockogckoro pationa CaHKT-HeTep6ypra JUIS IIPOBEICHUS
COOTBETCTBYIOIHUX pacyeTos,

4. IIOPSAJIOK ©®OPMHUPOBAHUS U IIPENOCTABJIEHUSI TABEJIEN
4.1. He pexe omxoro pasa B Hezemo cotpyanuk, OTBETCTBEHHBIH 3a TaGe IbHEII y4er paboyero
BpEMEHH, cobupaer mo [ BJIOY  nerckuii can Ne 6 namuple 06 HCII0JIb30BaHUH paboyero
BpeMeHu. Eciy ectp OTCYTCTBYIOIIHE, IIPHYHHBL OTCYTCTBHUS COTPYTHHKOB.
4.2. Bce HeBBIXOBI Ha pabdoty ¢ukcupyrorcs s KypHanax u npukasax no I'BJ[OY JeTCKHI caf
Ne 6.

CMEINATLCS BpeMst pabovero mus.

4.4. Corpynnux, OTBETCTBEHHEIi 3a BelieHHe TabelbHOro y4era pabodero Bpemenn B I 191(0)%
AeTCkuii can Ne 6, nBa pasa » MECAL cocTaBiseT Tabens yuera paboyero Bpemenu na OymaxcHom
HocHTene: ornensHo 3a mepsyro [IOJIOBHHY KaJleHIapHOTO Mecsma B OIHOM B3K3eMILIsIpe u
OTHENBHO HTOrOBEIH Tabess yyera pabovero Bpemenu 3a Beck KaJleHIapHbIi Mecsn B oqHOM
SK3eMILTIsIpe.

4.5. Tabens yuera paboyero Bpemenu na OyMaXkHOM HocHTejte [I€PENacTCs COTpyAHHMKOM,
OTBETCTBCHHBIM 3a Bel€HHE TabelLHoro yuera pabodero Bpemenu B UEHTPAIU30BaAHHYIO
Oyxrantepuro Mockosckoro paiioHa CaHKT-HeTep6ypra:

- 38 TIEPBYIO MOJIOBHHY Mecsina - 10 15 uncna OTYETHOrO Mecsna;

- 38 BECh KalCHNApHBIH Meca - 10 30 gmcna OTYETHOIO MecIa;



4.6. Ilpu oOHapyxeHun omuGKke B TaGele yueTa pabo4ero BpeMEHH COTPYIHHKOM,
OTBETCTBCHHBIM 3a BeICHHE Tabelis yueTa pabo4ero BpeMeHH, 3amoTHIETCs YTOYHEHHBIH Tabelp
ydeta paboyero BpeMeHH, B KOTOPOM I10Ka3aTe/H IPOCTABIIAIOTCS TOJBKO 110 TEM COTPYAHHUKAM,
110 KOTOPBIM JIOMYIIEHBI OIMOKH. Y TOYHEHHBIH Tabenb yueta paGodero BPEMEHH HallpaBJIsieTcs
B IICHTPAIM30BaHHYIO OyXrantepuio MOCKOBCKOTO paiioHa Cankr-TlerepGypra co cmyxeGHOI
3alMCKOH, oAnucanHo# 3apenyrommum I'BJIOY nerckuii cax No 6 KOMIIEHCHPYIOIIEro BU1a

4.7. COTpyIHHK, OTBETCTBEHHBI 3a BeJeHHE TaGeILHOrO ydeta pabodero BpeMeHH B
00pa30BATeNbHOM OpraHM3alMM, HECeT OTBETCTBEHHOCTH 34 JIOCTOBEPHOCTh  CBEJEHHIA,
OTPaXEHHBIX B Talesle yyeTa pabo4ero BpeMeHH, U 3a CBOEBPEMEHHYIO cavy tabens. Ilepenaya
Tabesnst ydyera paGodero BpeMEHH POU3BOIHTCH MO TOINMHCh B JKypHale pEerucTpalHy
JBHKEHHS JOKYMEHTOB.

5. XPAHEHHME TABEJIEN
5.1. TaGens yuyera paGouero BpeMeHH sBISETCS IEPBUYHBIM YYETHBIM JJOKYMEHTOM Ha OILIaTy
TpyZa, MO3TOMY CPOK XPAaHEHHs €ro He MOXET ObIThb MeHee MSTH JIeT, Y4TO YKa3aHo B cT. 17
OenepatbHOro 3akona or 21.11.1996 N 129-d3 "O Oyxrantepckom yuere" (pca. ot
23.11.2009).
5.2. Eciu yunTeIBaeTcst paboTa COTPYIHHUKOB, HMEIOIIHX [IpaBO Ha JIBFOTHYIO NeHcuio (paboTa
C BPCIHBIMH YCJIOBHSAMH TPY/ia), CPOK XpaHeHHs Tabels He MOXKeT ObITh MeHee 75 Jier.
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