IIpuioxkenne 5 k npukaszy Ne§8 OJI ot
29.12.2019 r. «O6 yuérHoit nonmuruke [BOY
COIII Ne8 m.r.1T. AnexceeBka

r.o. Kunens na 2019 rom»

I[TOJIOXKEHUE
0 TOpAJIKE BeJeHUs Taldens yuera pabodero
BpeMmeHu (ko hopmbl 0504421)

1. OO0111€e MOJI0KEHUS

1.1. Hacrosiee ITonmoskeHre BBOAUTCS € IS0 CHCTEMATH3aIMU TIpo1iecca coopa u
00paboTku nHGOpMAIH O 3aTparax padouero Bpemenu corpyaaukamu ['bOY COLI
No8 m.r.1. AnekceeBka r.o. Kunens (Ha ocHoBanuu [Ipunosxenust Ne 5 k mpukasy
MunucrepctBa ¢punancoB Poccuiickoit @enepanuu ot 30 maprta 2015 1. Ne 52h).

1.2.TaGenp ydera ucnonap3oBanus padouero Bpemenn (¢. 0504421 ) (nanee — Tadens (.
0504421) npumensieTcs Ut yueTa UCIOIb30BaHUs Pa00YEeTro BPEMEHU M PETUCTPALIH
pa3IMYHBIX CITyYaeB OTKJIOHEHHH OT HOPMAJILHOTO MCIIOJIB30BaHMs pabovero BpeMeHH.
CrnomHoi crioco6 3anmonHenns Tabens (¢. 0504421) onpeneneH B pamkax (OpMUPOBAHHS
YUETHOH TONUTUKN YIPEKICHHSL.

1.3. JIns Benernst Tabens (. 0504421) npuka3zom TUPEKTOpa HA3HAYAFOTCS OTBETCTBEHHBIC
3a BelleHHEe Ta0es JIMIa U3 YMClia COTPYAHUKOB YUPEXKICHHS, KOTOPBIEC €KEMECSIIHO BEAYT
y4eT B pa3pe3e CTPYKTYPHBIX Opa3IeIICHU.

1.4. B 1omxHOCTHBIE 00513aHHOCTH PAaOOTHUKOB, OTBETCTBEHHBIX 32 TAOCIIbHBIN YUET,
BBOJATCS (YHKIIMH: KOHTPOJIb (PaKTUIECKOTO BpeMEHH npedbiBaHus coTpyaHukoB [ BOY
Ha paboTe U BeieHne TabeTbHOr0 y4eTa C OTBETCTBEHHOCTHIO 32 MPAaBUIILHOE OTPaKEHUE B
Tabese pabouero BpeMEeHH COTPYTHUKOB U CBOEBPEMEHHOCTh MPEICTABICHUS Ta0Es Ha
pacuer.

1.5. Tabenb (¢p. 0504421) oTkpbIBaeTCs €XEMECIUHO 3a 2-3 1HA 0 HaJasa
pacyeTHOro nepuoja Ha ocHoBanuu Tabens (¢. 0504421) 3a mpouuiblii Mecs.

1.6. lns ucnionHeHus 00s3aHHOCTEN paOOTHHUK, OTBETCTBEHHBIN 3a TaOENbHBIN yueT:

- BeJeT y4eT MITaTHOTO COCTaBa COTPYAHUKOB; HA OCHOBAHUHU JOKYMEHTOB (ITPUKA30B MO
JUYHOMY COCTaBY M OOIIMM BOMPOCaM) BHOCUT B CITUCOK U3MEHEHUS, CBSA3aHHBIE C
MIPUEMOM, YBOJIbHEHUEM, TIEPEMEIICHHEM, U3MEHEeHHEM rpaduka paboThl, pa3psaoB
KaTeropuii, MpeoCTaBICHUEM OTITYCKOB U T. 1.;

- OCYHICCTBJIACT KOHTPOJIb ABKH U HCABKU Ha pa60Ty; KOHTPOJIUPYCT CBOCBPECMCHHOCTD
mpeaoCTaBJICHUA U TPABUIIBHOCTD O(pOpMJ'ICHI/IH JAOKYMCHTOB, IMOATBCPIKAAIOIIUX ITPaBO
COTPYAHUKOB HAa OTCYTCTBUC Ha pa6oqu MCECTC: JIUCTKOB O BpCMCHHOﬁ
HCpr,Z[OCHOCO6HOCTI/I, CIIPaBOK 110 yXOay 3a 6OJ'ILHBIMI/I, MOANMUCAHHBIX PYKOBOJUTCIICM
YBOJIBHUTCIIBHBIX U APYTHUX;

- TOTOBUT CIIUCKH COTPYAHHUKOB JJIA U3AHUA IIPUKA30B O pa60Te B BBIXOJHBIC U Hepa60q1/1e
MMpasgHUYIHBbIC JTHU.



1.7.B cmyyae HEBO3MOXKHOCTH BPEMEHHO UCTIONHSATEH 00sI3aHHOCTH I10 BEICHUIO TaOeIHHOTO
y4eTa Ha3HAYe€HHbIM COTPYAHUKOM, pykoBoauTens ['bOY nyrem uznanus Ilpukasza Ha stor
NepUoJ Ha3HAYAET OTBETCTBEHHOT'O MCIIOIHUTEIS.

2. llpaBuia 3amonHeHHs Tabems

2.1. TaGenpb yueTa paboyero BpeMEHH BEAETCS B SJCKTPOHHOM U OyMa)KHOM BapHaHTeE.

2.2. lanee Tabenpb B popmare Excel pacnieuarsiBaroT Ha Oymare. [Toanucanubrit
Tabesnp nepesaeTcs B OyXraiTepuro Ha XpaHEeHHUE.

2.3. Tabenb compepKUT BU3Y JHUIA OTBETCTBEHHOTO 32 COCTABJICHUE Ta0CIIs:
HauMeHoBaHue opkHocTH, ©.M.0., moanucsk, 1aTy MOANUCaHUS.

2.4. B Ta6ene (¢. 0504421) peructpupyroTcst caydau OTKIOHCHH OT HOPMaJIbHOTO
UCIIOJIb30BaHUs pab0overo BpeMEHH, YCTAHOBJICHHOT'O MPaBUIIAMU BHYTPEHHETO
TPYIOBOTO pacmopsiaka v haKTHUECKUE 3aTPaThl pAOOYETro BPEMEHH.

2.5. B cpoxu, yCTaHOBJIEHHBIE TOPAIKOM JOKYMEHTO000POTA YUpexKAeHUS PAOOTHUKOM,
OTBETCTBEHHBIM 3a BeieHue Tabemns (¢. 0504421), oTparkaeTcsi KOIUYIESCTBO AHEH (4acOB)
SIBOK, a TAK)KE KOJMYECTBO YaCOB 110 BUaM 1epepaboTok (3aMerieHue, padboTa B
npa3IHUYHBIC JHU, pad0Ta B HOUHOE BPEMS M IPYTHE BUJIbI) C 3aIMCHIO UX B
cooTBeTcTBYMOIME rpadbl. 3amonHeHHbiil Tadens (¢. 0504421) noanuckBaeTCs JIULOM,
Ha KOTOpoe BO3JI0XkeHO BeaeHue Taoens (. 0504421)

2.6. 3anonHenHslil Tabesns (¢. 0504421) u npyrue JOKyMEHTHI, IOANUCAHHBIE OTBETCTBEHHBIMU
JOJDKHOCTHBIMU JIUIIAMH, B YCTAHOBJICHHBIE CPOKH CIAIOTCS B OYXTalITEPHIO IS POBEICHUS
pacueroB. Tabenb (¢. 0504421 ) ucnonb3yeTcst sl COCTaBJICHUsI PacueTHO-TIIaTe:KHOM
BegomoctH (¢. 0504401) (Pacuetnoii Bemomoct (. 0504402).

2.7. Ilpu oOHapyKEHUHU JUIIOM, OTBETCTBEHHBIM 3a COCTaBJIEHUE U NpejacTaBieHue Tadens
(. 0504421), hakta HE OTpaskeHUsI OTKIOHEHUH HJIM HETIOJHOTHI IIPECTaBICHHbIX
CBEJICHUN

00 ydere pabodero BpeMeHH (MpeIcTaBIeHHe paOOTHUKOM JMCTKA HETPYA0CIOCOOHOCTH,
npuKasa (pacnopsKeHHs) O HalpaBiIeHUH pabOTHHKA B KOMaHAUPOBKY, IPUKa3a
(pacmiopskeHHs) O IPEAOCTaBIEHUH OTITyCKa paOOTHUKY U T.JI., B TOM YHCJE B CBA3U C
MO3/THUM TIPEJICTaBIIEHUEM JOKYMEHTOB), @ TAKXKE BBISIBJICHHBIX OIIMOOK, JIUIIO,
OTBETCTBEHHOE 3a cocTaBienue Tabens (¢. 0504421), 06s3aH0 ydecTb HEOOXOIUMBIE
M3MEHEHUS U NPEJCTaBUTh KoppekTupyromuid Tadens (. 0504421), cocraBiieHHBIH ¢
Y4ETOM

U3MEHEHUH B MOPSIJIKE U CPOKHU, IPEAYCMOTPEHHBIE TOKYMEHTOO00POTOM YUPEKICHHUS.

2.8. lannsie koppektupyromero Tabemns (¢. 0504421) cnyxaT ocHOBaHUEM st
nepepacuera 3apad0THOM TIJIATHI 3a KaJeHIapHbBIE MECSIIBI, MPEIIIECTBYIONINE TEKYIIIEMY
MeCSIly HAaYMCJICHHS 3apaO0THOM TUIaTHI.

2.9. Tabenb 3an0THSETCS 3a MEPUO/I, 32 KOTOPBII MPeyCMOTPEHA BhITUIATa 3apab0THOM TUIaThI
U MPEIOCTABIISIETCS J1BA pa3a B MECSI] K CPOKY BBITUIATY 3apaOOTHOM TIaThI 3a 1 1Mol Mecsua u
3a 2 ToJI.MecHIIa.

2.10. B TaGerne He Pa3speIIaroTCA HUKAKUC UCITPABJICHUA U NOITOJHUTCIBbHBIC IIOMCTKH.

2.11. «YcnoBHble 0003HAUYEHUS», UCIIONIb3YEMbIE TIPH COCTABICHUHN TaOelIs: BEIXOIHBIE U
npa3AHUYHbIE THU — B; ouepeiHble U JOMOIHUTEIbHBIE OTITyCKa, — O; OTTYJIOB 3a paboTy B



Hepabouuii IeHb WK CBepXypouHyto paboty- HB; BpemeHHas HeTpyA0CIOCOOHOCTD,
HETPYAOCIOCOOHOCTh IO OEPEMEHHOCTH U

ponam— b; nporynel — II; HesBKU ¢ pa3pelnieHus aAMUHUCTpAK — A; GaKTUYECKU
orpaboTaHHble Yacsl — ® (st yunTesieii); komanaupoBku — K; yaeOHbIit oTmyck Y
OTITyCKa IO yX0.y 3a peOeHKoM-P

2.12. B Tabene no paboTe CTOPOXkKEM yUUThIBaeTCs BpeMsi, OTpabO0TaHHOE BCETO MO rpaduky,
BTOPOI CTPOUYKOI yKa3bIBaeTCs BpeMs 0TpabOTaHHOE B HOYHOE BpeMms ¢ 22 4acoB A0 6 4acoB.
B kon11e Mecsiia paboTHUKOM, OTBETCTBECHHBIM 32 BEJCHHUE TA0ECIIsI, ONPEACIIAETCS

o0Iee KOTU4IeCTBO OTPAOOTaHHBIX JTHEH (4acoB).

I'naBHbII Oyxrantep Nmkuna I'. /1.



