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O6 yrBepxkaenun [Iloaoxenus o
nopsiiKe BeJeHHS M TNPeACTABJICHUSA
Tabesisl y4yeTa HCNoab30BaHHsA padoyero
BpeMEHH

B coorBercTBuM ¢ TpeGopanusamu cT. 91 «TpynoBoro konekca Poccuiickoi Oexeparmim»
or 30.12.2001 Nel97-®3, m. 5 cr. 9 ®enmepansHoro 3akona or 06.12.2011 Ne 402-®3 «O
GyxraiTepckoMm yuere», m. 32 denepalbHOro craHaapra Oyxraarepckoro ydera i
opraHu3aluii rocy1apcTBeHHOro cexropa «KoHuenTyanbHble OCHOBBI OyXrajlTepckoro yvera
M OTYETHOCTH OPraHM3alMii TOCYJaPCTBEHHOrO CEKTOpa», YTBepXaeHHOro IIpukasom
Munduna Poccun o 31.12.2016 Ne256H 1 B 1enax 00ecnedeHrs HaUIeKaIIero KOHTPOJIA 3a
yuyeroM pabod4ero BPEMEHM M CBOECBPEMEHHOIO HAYHCICHUA JCHEXHONO COACPXKAHHA H
3apa0oTHOM MIaThl pabOTHUKAM,

[TPUKA3BIBAIO:

1.Y1Bepants Ilonokenue o MOpsAAKe BEACHHS M TpeaocTaBieHus Tabens ydera
uenonb3oBanms paGodero Bpemenu (koa popmsr 0504421)(nanee - IMonoxenue) cornacHo
MPUIIOKEHHIO.

2. O3HAaKOMHTH OTBETCTBEHHBIX 3a BeleHue Tabens ¢ HacrosmmM [lonokxeHuem nox
POCIIHCH.

3.KOoHTpOIb 32 HCIIOIHEHMEM [IPHKa3a OCTABJIAKO 3a COOOH,
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IMpunoxenue k mpukasy Ne 1VII/1 ot 30.12.2019

IMOJIO’KEHHUE
0 MOpsIKe BeJeHHs H NPeI0CTABJICHHS Tabess yueTa HCNoAb30BaHHs padoyuero BpeMeHH
(xox popmbi 0504421)

1. O0mue moJI0KeHHH

1.1. Hacrosmee Ilomoxenue paspaboTaHo B pamMkax (OpPMHpPOBaHHS Y4YETHOH NOJUTHKH
MBJIOY nmerckoro caxa Ne9 «ConHeunsIii» ¥ BBOAUTCS C LETBIO CHCTEMATH3aIuy npouecca cbopa u
06paGoTkn HHMOpMALHH O 3aTpaTax pabouero Bpemenu corpynnukamu MBJIOY nerckoro cana Ne9
«ConHeunblit» (1anee — yupexaenne) (6a ocHosanuu IIpunoxenns Ne 5 k npuxasy Mungpuna Poccun
ot 30 mapra 2015 1. Ne 52m), ¢ yuerom Tpebosanuii ct. 91 «TK P®» ot 30.12.2001 Nel97-®@3, m.5
cr.9 ®3 or 06.12.2011 Ned402-®3 «O OyxranrepckoM ydere» W perymupyer c¢Gop m o6paboTky
nrdopmanun 06 HCnonb30BaHkH pabodero BpeMenu paboTaikamu MBJIOY.

1.2. Tabemp yuera wucnons3oBanus pabouero Bpemenwm (¢. 0504421) (mamee — Tabems
(b. 0504421) mnpuMeHsieTcss Ui y4eTa HCNOJAb30BaHMA pabo¥ero BPEMCHH HIH PEruCTpallii
PasTHUHBIX CTy48eB OTKJIOHEHHH OT HOPMATBHOTO HCIIOJB30BAHMS paGouero BpeMeHH. BriGop
cnocoba 3amonHenus Tabems (¢.0504421) onpepensercs axkToM YUYPeXACHHs B paMKax
(bopMUpPOBAHHA YIETHOHN NMOJUTAKE YIPEKIACHHUS.

1.3. Jlna Benenus Tabens (. 0504421) pacniopsbkeHHEe pPYKOBOIMTENS Y4PeXICHHS
Ha3HAYAr0TCs OTBETCTBEHHBIE ML U3 YHC/IA COTPYAHHKOB YYPXKACHHA.

1.4, B DO/KHOCTHBIE 00S3aHHOCTH paGOTHHKOB, OTBETCTBEHHEIX 3a TaOENbHBIA y4eT, BBOJATCS
dyBKIEH: KOHTPONs (AKTHYECKOTO BpeMeHH NpeObiBaHHs COTPYAHHKOB YYpexJeHHs Ha paboTe H
BeJleHHe TaOeJIbHOTO ydeTa C OTBETCTBEHHOCTBIO 3a [PABHIBHOE OTpaxkeHue B Tabene pabodero
BPEMEHH COTPYAHHKOB H CBOSBPEMEHHOCTE NpeJIcTaB/eHus Tabesis Ha pacyer.

1.5. Ta6ens (. 0504421) oTKpBIBaeTCA €KEMECAIHO 3a 2-3 JiHs [0 Havajia pacueTHOro nepuoaa
Ha ocuosanuu Tabens (§. 0504421) 3a npomuisiii MecsLl,

1.6. Jlna ucnonHenus o0s3aHHOCTEN paOOTHUK, OTBETCTBEHHBIN 3a TA0C/ILHBIH yUeT:

e BEJET YYeT LITATHOIO COCTAaBa COTPYAHUKOB;

+ HA OCHOBAHHH JOKYMEHTOB (IPHKA30B IO JIHYHOMY COCTaBy M OOIIMM BONpOCAaM) BHOCHT B
CIHCOK M3MEHEeHHS, CBS3aHHBIE C MPHEMOM, YBOJLHEHHMEM, NEpEeMEIICHHEM, W3MEHEHHeM rpaduka
paboThl, pa3psAI0B KaTEropHi, NPeAOCTaBICHHEM OTIYCKOB H T. [

e OCYIIECTBISIET KOHTPO/IL CBOEBPEMEHHOCTH SBKH Ha paboTy H yXoza ¢ paboThl, HAXOXKICHHA
Ha paboyeM MeCTe COTPYAHMKOB C M3BEILICHHEM PYKOBOJMTE/Ns YUPEKACHHA O HEABKAX, ONO3AAHMAX,
[peXIEBPEMEHHBIX YXOaX ¥ NPHYHHAX, HX BBI3BABIIHX;

¢ KOHTPOJMPYET CBOEBPEMEHHOCTb NPEIOCTABICHHS M MPaBUIBHOCTE OQOPMIICHHS AOKYMEH-
TOB, OATBEPKAAIOLIMX [TPABO COTPYAHHKOB Ha OTCYTCTBHE HAa paboueM MecTe: JIMCTKOB O BpEMEHHOM
HETPY0CTIOCOOHOCTH, CIPABOK MO yXOxy 3a OONBHBIMH, MOAMHUCAHHBIX PYKOBOIMTENEM YBOJIBHH-
TEJBHBIX H JIPYTUX;

e TOTOBHT CIIHCKH COTPYAHHMKOB /i M3JQHHs NPHKA30oB O paboTe B BEIXOIHEIE U Hepaboume
npa3HAYHbIE THH.

1.7. B ciydae HEBO3MOXHOCTH BPEMEHHO HCIONHATH 00A3aHHOCTH IO BENEHHIO TaOEIBHOIO
yueTa Ha3sHAYEHHBIM COTPYIHHKOM, PYKOBOAMTENb YYPEKICHHS IyTeM H3JaHHsA PaclopsKeHHs Ha
STOT IEPHOJ] Ha3HAYAeT OTBETCTBEHHOT'O HCIIOJHUTEIA.

1.8. Bce cOTpyaHHKH, B OOS3aHHOCTH KOTOPHIX BMEHEHO BeleHHe TalelbHOro ydyera, B
00s3aTeTbHOM MOPSIKE 3HAKOMATCA ¢ HAcTOoAMM [lo10KeHHEM MO POCTIHCE.

2. lpasuaa 3anoiHeHHs Tades

2.1. Tabens yyera pabodero BpeMeHH BEAETCS B JJIEKTPOHHOM M OyMaXHOM BapHaHTe.
2.2. Jlanee tabenb B dopmare Excel pacneuarpiBaior Ha Oywmare. [loanmcanHsii Tabenb



nepenaercs B GyXrajarepurio Ha XpaHeHuUe.

2.3. TaGenb CONEPXUT OTMETKY GyXraTepH O IPHHATHH HACTOSIIETO Tabels: HAUMEHOBAHHE
AODKHOCTH, noanuce, ®.1.0., naty noanucanus.

2.4. K coneprkannio Tabess NpeabsBILIOTCS CleTyIONTne TpeGOBAHMS:

* JlanHbie O COTPYIHMKAX BHOCATCA B Tabellb B CTPOrOM COOTBETCTBHH C HCIOIHEHAEM IITATHO-
IO pacIHCaHHS YYpeKIACHHUS.

* B ciy4ae yBOIbHEHHS Ha COTPYAHHKA MONACTCS OTAENbHBI Tabelb, OTHOBPEMEHHO C Pacrio-
PAKCHHEM HA YBOJIBHCHHE (C JOKJIAJHOMN 3anmuCKOil — B Cily4ae yBOJIBHEHHS 110 HHHIHATHBE paGoTo-
narenisi). B Tabene npocTapnsiiorest 9ack! paGoTsI 1o NocneAHu paGoumii AeHs BKJIIOYHUTEJIBHO, a II0-
Cll€ IHS YBOJIbHEHHS MPOCTABIISAETCS «-».

* Crincok paGOTHHKOB COCTaBIIAETCS B allpaBUTHOM Topsike (IO MepBEIM GyKBaM tbamummn).

25. B Tabene (¢.0504421) perucrpupyioTcs ciaydad OTKIOHEHHH OT HOPMAaJILHOTO
HCNIONMB30BaHHsA PabOdYero BPEMEHH, YCTAHOBJIEHHOTO IPAaBWJIAMH BHYTPEHHETO TPYIOBOTO
pacriopsika, WM (QakTaueckHe 3aTpaThl pabouero BpeMeHH. B BepXHell MONOBHHE CTPOKH IO
KQKIOMY paGOTHHKY, y KOTOPOTO HMEITHCh OTKJIOHEHHS OT HOPMAJIBHOTO HCHONB30BAHMS pabouero
BPEMEHH, 3aIIACHIBAIOTCS Yachkl OTKJIOHEHHH, a B HUKHEH — YCIOBHBIE 0003HA4YEHHS OTKIOHEeHu. B
HIDKHEH YaCTH CTPOKH 3AITMCHIBAIOTCS TAKKe Yackl paboThl B HOYHOE BpeMs.

2.6. Ilpu perucrpanyyu OTKJIOHEHHH B CIIydae HAJIWYHS y OJHOTO pabOTHHKA YUPEXIEHUS ABYX
BUJIOB OTKJIOHEHHH B OJUH J€Hb (IEpHO), HHKHAS YacTh CTPOKH 3aIlHCHIBAETCA B BHIC APOGH,
HHCITHTEb KOTOPOH — yCIOBHOE 0003HAYEHHE BUla OTKIOHEHHH, a 3HaMeHaTeNb — Yyackl pabotsl. [Tpu
HamauK Oornee ABYX OTK/IOHEHM B OaMH JAeHb (amuius paGorauka B TaGerme (¢. 0504421)
MOBTOPSIETCS.

27. B cpoku, YCTaHOBIEHHEIE MOPAIKOM JOKYMEHTOOOOPOTA YdpeXIeHHS PaGOTHHKOM,
OTBETCTBEHHBIM 3a BeneHHe Talens (¢. 0504421), orpaxkaercs KOMMYECTBO AHEH (YacoB) HESBOK
(BOK), @ TAKIKE KOJHUIECTBO YacoB M0 BHAAM mepepaboTok (3amelnenue, paboTa B Ipa3aHWYHEIE JHH,
paboTa B HOYHOE BpeMsl M JAPYTHe BHJbI) C 3alUCHI0 UX B COOTBETCTBYIOIIHE rpadel. 3anomHEeHHbIH
TaGens (¢p. 0504421) noxnuceiBaeTcs IMIIOM, Ha KOTOpOe BO3/I0KeHO Benenue TaGens (¢. 0504421).

2.8. 3anonuenusiii Tabens (¢. 0504421) u Apyrue JOKYMEHTHI, MOIHCAHHEIE OTBETCTBEHHEIMH
ZIOJDKHOCTHBIMH  JTHIIAMH, B YCTAHOB/JICHHBIE CPOKH CHAlOTCS B OyXraiTepwio [yis INpPOBEACHHA
pacyeroB. Tabens (¢. 0504421) ucmomnb3yercs mis cocTaBleHHS PacueTHO-IUIATEXHON BEIOMOCTH
(¢. 0504401) unu Pacuetnoit Benomoctu (. 0504402).

29. Ilpu obHapyxeHHH HIIOM, OTBETCTBEHHBIM 3a COCTABICHHE M IpeAcTaBieHue Tabesis
(¢. 0504421), daxra He OTpaXKeHHS OTKIOHEHWH WIH HETONHOTH NPEJCTABIEHHBIX CBEJEHWH 06
ydere pabodero BpeMeHH (NpeacTaBleHHe PabOTHHKOM JIHCTKA HETPYAOCHOCOGHOCTH, MpHKA3a
(pacmopskenusi) O HampaBieHMHM paGOTHHKA B KOMAaHIMPOBKY, TNpHKasa (pPaclmopspKeHHS) O
MPEIOCTAaBICHUH OTIyCKa pabOTHHKY M T.X., B TOM 4YHCJIe B CBS3H C IO3JHHM MPENCTABICHHEM
AOKYMEHTOB), 4 TAaKXK€ BBIABICHHBIX OMHMOOK, JHIO, OTBETCTBEHHOE 3a cocTaBicHHe Tabens
(. 0504421), obs13aH0 yuecTh HEOOXONUMBIE H3MEHEHHs W MPEACTAaBUTH Koppektupyiomuii Tabers
(¢. 0504421), cocraBnieHHBI C y4eTOM H3MEHEHHH B MNOpPAAKE M CPOKM, NPEIyCMOTDEHHBIE
JOKYMEHTO000POTOM YUPEIKIACHHS.

2.10. B crpoke «Bun rtabens» ykaspiBaeTcs 3HAYEHHe (IEPBHYHBIHN», TPH MpPeNCTABICHHH
TaGenss (¢.0504421) ¢ BHeceHHBIMH B HEro W3MCHCHHMAMH, YKA3blBACTCH 3HAYEHHE
«KOPPEKTUPYIOIIKI», IPH 3TOM IIpH 3aNOIHEHHH Nokasatens «HoMep KOPpPeKTHPOBKHY YKA3bIBAESTCS:

—uupa «0» mpocTanseTcs B Cliydae IpeACTAB/ICHHs JMIIOM, OTBETCTBEHHBIM 33 COCTABJICHHE
TaGens (¢. 0504421), nepeuaroro Tabens (¢. 0504421);

— IAQPEI, HAYHHAA ¢ «1», MPOCTABMISIOTCS COTNIACHO IMOPSAKOBOMY HOMEPY KOPPEKTHPYIOMIETO
TaGens (¢. 0504421) (kOppeKTHPOBKH) 32 COOTBETCTBYIONIHNI PacyeTHBIH IEPHOL.

2.11. Jlannsie koppektupyiomero TaGens (¢p. 0504421) cnyxar ocHOBaHHeM IS mepepacyera
3apa0OTHOM IUIaTBl 33 KaJCHJAapHbIC MECALBI, MPEALIECTBYIOMHUE TEKYIIEMY MECSLY HAUMCICHHUS
3apabOTHOMU MIATHL.

2.12. TaGerp 3an0IHSETCS 32 IEPHOJI, 38 KOTOPBIH IIPELyCMOTPEHA BBIILIATA 3apaboTHOH MIaTHL.

2.13. Tlepuozs! 3anoiHeHHs W CPOKH NpeAcraBieHus B Oyxramrepuio TaGems (¢. 0504421)



OTPe/IENISIFOTCS AKTOM YUYPEXIeHHUs B paMKaX GOpPMUPOBAHHUS YISTHON MONUTHKH YIPEXKICHHUS B 4ACTH
rpaduka 10KyMeHTO000poTA.

2.14. [launble o 3aTpaTraXx pabouero BpeMEHH, BHOCHMEIE B 3/IEKTPOHHYIO 0a3sy, AOIDKHBI
COOTBETCTBOBATH JaHHBIM TaOENCH.

2.15. B tabene He pa3pelnaroTcs HUKAKHE UCTIPABICHHS H JOMOTHHTEIbHbIC TOMETKH.

3. Mopsaox popMuPOBAHHS U NpeAcTaBIeHHs Tabeei

3.1. He peske oIHOTO pasa B Helemo pabOTHHK, OTBETCTBEHHbIH 3a TaOeNbHBIH yueT, CoOHpaeT
JlaHHBIE 00 UCTIOJIB30BaHMH pabovero BpEMeHH.

[Ipu BeIXOZE pPabOTHHUKOB B TeueHHE paboyel CMEHbl OTBETCTBEHHBIM 34 BEJCHHC Tabens
uKcupyercs BpeMs BBIXOJa M Bo3BpamieHus. Ecii paGOTHMK BBIXOIMI HE HO IPOU3BOACTBEHHOM
Heo6XoquMOcTH B paGOTHHK HE OTHOCHTCA K KaTeropud A, BpeMs OTCYTCTBHS BBIYMTACTCHA M3
Dananca oTpabOTaHHOrO BPEMEHH.

3.2. Bce omo3jiaHys ¥ MpeXIeBpeMEHHBIE yXO/Ibl ¢ paboThl GUKCHPYIOTCS OTBETCTBEHHBIM 3d
Benende TaGens ydera paGodero BpeMeHM M BBUMTAIOTCS W3 Oamanca pabodero BpeMEHH.
WCKTIOYeHHEe COCTABISIIOT PabOTHHKH, MPHXOAflIHe Ha paboTy MO3)Ke WM paHbIIC YXOAAIIHE C
corJiacusi aIMUHHACTPAIAH YIPEKICHU, & TaKKe PaGOTHHKH, OTHOCAIIMECS K KaTeropuu A.

3.3. JlaHHBle O cCIIy4asx OIIO3/[aHW#, CAMOBOJIBHBIX YXOZOB € paloThl HAmpPaBILAIOTCA
DYKOBOJMTENIO YUPEeX/ICHHs OTBETCTBEHHBIM JIMLIOM 3a BEACHHE ydeTa Tabens paboduero BpeMEHH B
hopMe aHATHTHYECKON 3aIMCKH O HapylIeHUIX pabOTHUKAMH PeXuMa TPy/Ja H OT/BIXa.

3.4. JlanHsle 00 MCIOIB30BaHUK PabOYEro BPEMEHH 3aHOCATCS OTBETCTBEHHBIMH 32 TabenpHBI
y4eT B IICKTPOHHYI0 6asy 10 15 umcna OTYSTHOrO Mecila M HE IMO3/HEE 1 umcna Mecsnua,
CJIEIYIOIIEro 3a PACUETHBIM.

VupexeHAe BIpPaBe CAMOCTOSTENbHO JONONHSATH NPHMEHSEMbIE YCIOBHBIE O0O3HAUYCHHS B
pamMKax (OpMHPOBaHHS CBOEH YYETHOM MOJUTUKH.

3.5. lNpu 3anonsenun Tadens (¢. 0504421) npuMEHSIOTCS CISAYIOUINE YCIOBHBIC 0003Ha4eHHS,
B T.4. JONOJHUTEIbHO MPHMEHSEMBIE YCIOBHBIE O00O3HAYEHHs, CBEPX pEriIaMEHTHPOBAHHBIX,
[Tpukazom 52H:

Juu nonopa — /1,

Jucnancepusanus — J1;

HOJI - nepaGoune U ¢ COXpaHEHHEM 3apIulaThl MO ykasam lIpesu/ienTa Uil PerHOHaTbHBIX

BIIACTEMN,

— BB — BeIXOHBIE 32 BAKIMHALMIO C COXpaHeHHeM 3apab0THOM IIIaThl, eCIIH MPEJI0CTaBIISIOTCS
TaKk@e JHM coTpyaHuKamM nocie npusurBku ot COVID-19.

- M JIp.
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