[Tpunoxenue No 7

K MTOJIOKEHHIO 00 YYETHOH IMOIUTHKE
JUTSL TIEJIe OyXTalaTepCcKoro

y4eTa, yTBEP:KICHHOU

npukazom ot 30.12.2021 r.

Ne 854-O1

ITOJIOXKEHUE
0 MOpAJIKE BeJIeHUs Ta0ens yueTra pabodero
BpeMeHH (ko ¢opmbl 0504421)

1.001mue noJ1oKeHus

1.1. Hacrosiee [lonosxenne BBOAUTCS C 1IENIbIO CHUCTEMATH3AIUH Ipoliecca coopa u 06paboTku
nHpopmanuu o 3aTparax padbodero Bpemenu cotpyaHukamu ' bOY COIL Ne7 r. Kunens (Ha oc-
HoBauuu [Ipunoxenust Ne 5 k nmpukazy MunucrepctBa GpunancoB Poccuiickoii @exneparuu ot 30
mapta 2015 r. Ne 52n).

1.2.Tabenp ydera ucrnonap3oBanus padouero Bpemenu (¢. 0504421 ) (manee — Tabensb
(.0504421) nmpumensieTcst 11 yaeTa UCIOIB30BaHUS pPab0Yero BpEMEHU M PETUCTPAIH pa3-
JIMYHBIX CIIy4aeB OTKJIOHEHUH OT HOPMaJIbHOI'O UCIIOJIb30BaHus pabouero BpeMeH!. CIUIOMIHON
cnoco6 3anonHenus Tadens (¢. 0504421) onpexnenex B pamkax GopMHUpPOBaHUS YIETHOM MOJTH-
TUKH YUPEKICHUS.

1.3. JInsa Benenus Ta6ens (¢. 0504421) nprka3zoM TupeKTOpa Ha3HAYAIOTCS OTBETCTBEHHBIC 32
BeJICHHE Tabells JIHIla U3 YUCIIa COTPYIHUKOB YUPEXKICHUS, KOTOPbIE €KEMECIYHO BEAYT YUET B
paspes3e CTPYKTYpPHBIX NOJIpa3eIeHUH.

1.4. B 1o/KHOCTHBIE 00SI3aHHOCTH PaOOTHUKOB, OTBETCTBEHHBIX 32 TAOCIBHBINA yUET, BBOISATCS
(GYHKIIMH: KOHTPOJIb (PaKTUYECKOTO BpeMeHH npedbiBanus coTpyaHukoB ' BOY nHa pabote u Be-
JIeHrEe TaOeJIbHOTO Y4YeTa C OTBETCTBEHHOCTHIO 32 MPABUIILHOE OTpaXEHUE B Tabese pabouero
BPEMEHH COTPYIHUKOB U CBOEBPEMEHHOCTh MPEJCTaBIEHHUs Tabems Ha pacyer.

1.5. Tabens (¢. 0504421) oTkpbIBaETCS €KEMECIUHO 3a 2 THS A0 Hadajaa pacueTHOTO Mepruo/ia
Ha ocHoBaHuM Tabens (¢. 0504421) 3a nponuibiil Mecsi.

1.6. [Inst ucrionHenus: 00s3aHHOCTEN paOOTHUK, OTBETCTBEHHBIH 32 TaOENbHBIN YUeT:

- BeJIeT y4eT IITAaTHOTO COCTaBa COTPYJHUKOB; HA OCHOBAHUHU JOKYMEHTOB (TIPUKA30B MO JINYHOMY
COCTaBY M OOIIMM BOIPOCaM) BHOCUT B CIIUCOK U3MEHEHMS], CBSI3aHHBIE C IPUEMOM, YBOJIbHEHHUEM,
nepeMenieHreM, U3MeHeHHeM Tpaduka paboThl, pa3psa0B KaTErOpHii, Mpe0CTaBICHUEM OTIIyC-
KOB U T. 1I.;

- OCYUIECTBJIIET KOHTPOJIb SIBKM M HESBKU Ha pabOTy; KOHTPOJIHUPYET CBOEBPEMEHHOCTh IIPEO-
CTaBJICHUS W MPABUILHOCTH OOPMIICHHS TOKYMEHTOB, MOATBEPKIAIOIINX MPAaBO COTPYIAHHKOB
Ha OTCYTCTBUE Ha pabodyeM MecTe: JIMCTKOB O BPEMEHHOW HEeTpPYyJI0CIOCOOHOCTH, CIIPABOK IO
yXoay 3a O0JIbHBIMHU, TIOJMTUCAHHBIX PYKOBOJUTENEM YBOJbHUTENIBHBIX U IPYTHX;

- TOTOBUT CIHCKH COTPYAHUKOB JUIS W3/IaHUS MPHKA30B O paboTe B BHIXOJHBIE M Hepabouwme
Mpa3IHAYHBIC THU.

1.7.B ciiy4ae HEBO3MOKHOCTH BPEMEHHO HCTIONHATH 00S3aHHOCTH IO BEJICHUIO TAOCIIBHOTO yueTa
Ha3HAYE€HHBIM COTPYAHUKOM, pykoBoautesb ['BOY myrem m3panus Ilpukasza Ha 3TOT mepuop
Ha3Ha4yaeT OTBETCTBEHHOI'O UCTIOJHUTEIS.

2. IlpaBuia 3anonHeHus Tadens



2.1. TaGenpb yueTa paboyero BpeMEeHH BEAETCS B SJICKTPOHHOM U OyMa)KHOM BapHaHTe.

2.2. Nanee Tabensb B popmate Excel pacnieuatsiBator Ha Oymare. [loanucannslii Tabens nepena-
eTcs B OyXTaJITepuIo Ha XpaHEHHE.

2.3. Tabenb coep:KUT BU3Y JIMLla OTBETCTBEHHOTO 32 COCTaBJICHHE Tabessi: HAaMMEHOBaHHE
nomkHocTH, @.1.0., moanuck, 1aTy NOANUCAHHUS.

2.4. Otpaxenue aktuuecku orpadboranHoro Bpemenu B Tadene (¢p. 0504421) ocymecTBusieTcs
OTpaXKeHHEM PETUCTPALIUU SBOK U HESIBOK COTPYJHUKOB B TEUEHUHU BPEMEHHU, 32 KOTopoe (op-
mupyercst Tabens.

2.5. B cpoku, ycTaHOBIIEHHBIE TTIOPSIKOM IOKYMEHTOO0OPOTa YUPEKICHUS PAOOTHUKOM, OTBET-
cTBeHHBIM 3a BefeHue Tadens (¢. 0504421), orpakaercs KOTHYECTBO JHEH (4aCOB) SBOK, a
TaKXe KOJIMYECTBO YacOB MO BUAAM NepepadoToK (3aMelieHue, padbora B Mpa3JHUYHBIC JIHU, pa-
00Ta B HOUHOE BpEMS U JIPYT'He BUJIbI) C 3aMIUCHIO0 UX B COOTBETCTBYIOLIUE Tpadbl. 3a0THEHHBII
Ta6enb (. 0504421) moanuceIBaeTCs JIUIIOM, Ha KOTOPOE BO3JIOKEHO BegeHue Tadens (.
0504421).

2.6. 3anonuennsiid Tabens (. 0504421) u qpyrue JOKYMEHTBI, OAMUCAaHHBIE OTBETCTBEHHBIMH
JOJIKHOCTHBIMHU JIMIIAMH, B YCTAHOBJICHHBIE CPOKH CIAIOTCA B OyXTalnTepuIo ISl IPOBEICHUS
pacueroB. Ta6enb (¢. 0504421 ) ucnonws3yeTcst I COCTaBICHHUS PacueTHO-TIIaTe)KHOM BEIOMO-
ctu (. 0504401) (Pacuernoit Begomoctu (¢. 0504402).

2.7. IIpu oOHapy>KEHUH JIMIIOM, OTBETCTBEHHBIM 3a COCTaBJICHUE U TipeacTaBienue Tademns (.
0504421), hakta HE OTpaskeHUS] OTKIOHEHUI MIJIM HETIOJIHOTHI MTPEICTABICHHBIX CBEACHUH 00
yueTre pabouyero BpeMeHHt (IpeIcTaBlIeHne PaOOTHIUKOM JTIUCTKA HETPYIOCIIOCOOHOCTH, MTPHKA3a
(pacnopsikeHusI) O HarpaBJIeHUH PaOOTHHKA B KOMAaHIMPOBKY, IpHUKa3a (pacrnopsHKeHus ) o
MPEIOCTABICHUH OTITyCKA paOOTHUKY U T.J., B TOM YHUCJIE B CBSA3H C MMO3/IHUM MPECTaBICHUEM
JIOKYMEHTOB), a TaKK€ BBISBICHHBIX OIIMOOK, JIMII0, OTBETCTBEHHOE 3a cocTtaBneHue Tadens (¢.
0504421), 06s13aHO yuecTh HEOOXOAMMbIE U3MEHEHUS U MPEACTaBUTh KOoppeKTupyoomuii Tadens
(¢. 0504421), cocTaBiEeHHBII ¢ yUeTOM U3MEHEHUH B MOPSAJIKE U CPOKU, IPEYCMOTPEHHBIE J10-
KYMEHTOOOOPOTOM YUpEKICHUS.

2.8. lannsie koppektupyrotiero Tademns (¢. 0504421) cnyxkaT ocHOBaHUEM I TIepepacyeTa
3apa0OTHOI M1aThl 32 KaJeHJapHble JHU, IPEALIECTBYIOIINE TEKYIIEMY MECSIly HauMCIIEHU 3a-
pabOTHOM TUIATHI.

2.9. Tabenp 3amoyHsAETCS 32 NEPUO]I, 32 KOTOPBIN MpeayCMOTpEHa BbIILIaTa 3apab0THOM MIaThl
U TIPEIOCTaBIISIETCS ABA pa3a B MECSI] K CPOKY BBIIUIATY 3apaOOTHOM miatThl 3a 1 mousi. Mecsua u
3a MOJIOBHHY MeECSIIa.

2.10. B Tabene He pa3pemaroTcsi HUKaKWe UCIIPABICHUS U JOTIOTHUTEIbHBIC TTOMETKH.
2.11. «YcnoBHble 0003HAUYEHUS», UCIIONIb3YEMbIE IPU COCTABICHUU TaOeIs:

-BBIXO/IHBIC W TIpa3THHYHbIE THU — B,;

-ouepeHbIe U JIONOTHUTEIbHbIE OTIycKa— O);

-OTTYJIOB 32 paboTy B HEpaOOUMii IeHb WM CBEPXYpOUHYto paboTy- HB;

-BpE€MEHHasi HeTPYJA0CIOCOOHOCTh, HETPYIOCIIOCOOHOCTH 110 OEpeMEHHOCTH U poaaM— b;
-niporyinsl — II;

-HESIBKM C pa3pelieHus aMUHUCTPALIH — A
-paxTudecku oTpaboTaHHble yachl — @ (/151 yuuTeeii);

- KoMaHIupoBKHU — K;;

-y4eOHBIH OTHyCK VY
-OTITyCKa 10 yxoay 3a pedenkom — OP;

- BBINOJIHEHUE rOCYJapCTBEHHBIX 00s3aHHOCTEH — I
- Hepabouuii orutaunBaemblil neas — HOJL;



- IONIOJIHUTEIIbHBIE BBIXOJHBIE IHU (OIutaunBaembie) — OB.

2.12. B tabene no paboTe CTOPOXKEH yUUTHIBACTCA BpeMsl, OTpabOTaHHOE BCETo MO rpaduky,
BTOPOM CTPOUYKOM yKa3bIBa€TCs BpeMsi, OTpabOTaHHOE B HOUHOE BpeMs ¢ 22 yacoB 110 6 yacoB. B
KOHIIE MecCsiIIa pa0OTHUKOM, OTBETCTBEHHBIM 32 BEICHUE Tabels1, onpeaenseTcs oomiee Koimde-
CTBO OTPAa0OTAHHBIX JHEH (YacOB).



