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1. Ob0uxee moJ1o:keHHE

l.Hacrosmee Ilonoxxenwe o TtaGensHOM ydeTe pabodero BpeMeHH (maiee -
ITonoxeHue) sBISETCA JOKAJIBHBIM HOPMATUBHEIM akToM B IOCymapcTBenHOM
OX0KETHOM NPOGhECCHOHATIEHOM 00pa30BaTENLHOM YUPEKICHUH IOpoaa MoOCKBEI
«MocKkoBCKUH aBTOMOGHIIbHO-TOPOKHEIN KouteK uM. A.A. Hukomnaesay (mamee-
Komnemx) pa3paboTaHHOM ¥ TOPUHATOM B COOTBETCTBHH C TPYHOBBIM
3akoHojarenscTBoM (ri. 15, 16 TK P®), mpukazom Mundbmuaa Poccum ot
30.03.2015r. Ne52w, ITocranosienueM I"ockomcrara Poccuu ot 05.001.2004 N ot
1.

1.1. Hacrosmmee IlonoxkeHue ompenenser HOPSHOK ydera pabodyero BpeMeHH
pabotHukoB Konnemxka.

1.2. Hacrosimee llomoxxeHme BcTymaeT B CHIY C MOMEHTA €r0 YTBEPXKICHUS
mupexTopoM Koinemxka u neiictByer 10 BBeIeHNS HOBOT'O ITOJIOXKEHHA O TaOEIIEHOM
y4ere pabouero BpeMeHH.

1.3. BHecenne m3MeHeHu#t B Hacrosmee [loioxeHue MPOU3BOAUTCSH IIPHUKA30M
TUpeKTopa.

1.4. llns Bemenus TtabenbHOro ydera pabodero BpeMEHHM B IIOJPa3elIEHHAX
Komnemka mpuka3zoM AuMpeKTOpa Ha3HAYAIOTCS OTBETCTBEHHBIE JMIA M3 YHCIA
pabOTHUKOB 3THX MMOJIpa3AeIeHHMI.

1.5.B nomkHOCTHBIE 00sS3aHHOCTH PabOTHHKOB, OTBETCTBEHHBIX 3a TaOENLHBIN
Y4Y€T, BBOAATCA QYHKUIUU: BeleHHe TabelbHOTO ydeTa ¢ OTBETCTBEHHOCTLIO 33
IpaBUJBEHOE OTpakeHHe B Tabeme pabodero BpeMeHH pPabOTHMKOB U
CBOEBPEMEHHOCTS IIpeZICTaBIICHUS Tabels Ha oIIary.

1.6. B cirygae HEBO3MOXXHOCTH UCIIOJHEHHUS 00SI3aHHOCTEH 0 BEJIEHUIO TaA0EILHOr0
y4YeTa Ha3HaYEeHHBIM PabOTHHKOM, ITpHKa3oM aupekTopa Koemka Ha 3TOT mepron
Ha3HA4aeTCs BPEMEHHO MCTIOIHAIOMUN 0053aHHOCTH OTBETCTBEHHOTO II0 BEIEHUIO
TabeIbHOTO yJeTa.

1.7. Bece paboTHHKH, B 0053aHHOCTH KOTOPBIX BMEHEHO BeIEHHE TA0EILHOIO YUETa,

B 0053aTeILHOM IOPAAKE 3HAKOMATCA C HACTOAI UM Ilonoxenunem moJa POCIIHUCh.

2.I1IpaBuna 3anoJiHeHHs TabeJas

2.1. Tabenp yuera pabodero BpeMeHH BeIETCS B 3JEKTPOHHOM M OYMaKHOM
BapuanTax. Jling nene yuyera pabouero Bpemenu B Komnemke ucnoib3yercs popMa
Tabeis, yTRepKAeHHas npukazoM Munbuna Poccuu ot 30.03.2015r. Ne52H (nanee-
Tabenb).



2.2. DneKTpoHHBIN BapwaHT Tabens Bexercs pabGOTHMKAMH, OTBETCTBEHHBIMH 3a
TabenpHbIl yueT, B 6a3ze manHbix 1C ¢ yueToM cIeayIonX TPeOOBaHuii:

2.2.1. B Tabene y4era pabodero BpeMeHH BBOJ JAHHBIX IPOM3BOIMTCH C PA3OHBKOM
0 JHSM.

2.2.2. Bce Bugsl pabodero BpeMenu (obiee oTpaboTaHHOE BpeMsi, OTpaboTaHHEIE
HOYHBIE, CBEPXYPOYHBIC Yachl) YKa3bIBAIOTCI B €IUHOM Talelie IS Ka)KIOoro
IOpa3eNieHusl.

2.2.3. B rpade «mata» Tabens yueTa pabodero BpeMeHH yKa3BIBAETCA MOCIIEIHEE
YHUCIIO OTYETHOTO MECAIIa.

2.2.4. Tabens, BHECEHHBIH B 31eKTpoHHYIO 6a3y 1C, mpOBOMUTCS HEMOCPENCTBEHHO
pabOTHUKOM, BHOCHBIIUM JJaHHEIE.

2.3. PaboTHHKH, OTBETCTBEHHBIE 3a TaOEIBHBIH YUeT, 3a0NHSIIOT Tabelb B hopmare
Excel m pacnedaTslBajor ero B OyMakHOM BapHuanTe. lloamucaHdbiii Tabens
nepeaeTcs B OyXraiTepuro Ha XpaHeHHe.

2.4. Tabenb comepXUT MOANMUCH pabOTHUKA, OTBETCTBEHHOI'O 3a €ro BeAcHHe, (B
HIOKHEM JICBOM YIIy), H TOANUCh PYKOBOIWTENS 0OpPa30BaTENILHOTO
OJpa3AecHus (WM CT. clenuaiucTa mo Kagpam). [ToAmHuch OTBETCTBEHHOIrO
pabOTHHKA M NOANNCH PYKOBOIWTENEH COAepKaT: HauMEHOBAaHHE TOJDKHOCTH,
©.1.0., noanuce, [aTy NOAIKUCAHHUA, TeJe(OH MOAMMUCABIIETO.

2.5. K conepxanuro Tabemns NpeabsBIsSIOTCS CIeIyIOIIne TPeOOBaHMU:

2.5.1. JlanHBle O paboTHMKAX BHOCATCS B Tabellb B CTPOTOM COOTBETCTBHH C
HCIIOJIHEHUEM IITATHOI'O PaCIMCaHUs HOIpa3 IeIeHAS.

2.5.2. Cnucoxk pabOTHHKOB COCTaBIISETCS B al(aBUTHOM IMOpPSAKE (IO IEPBHIM
OykBaM (paMuIIHH).

2.5.3.B rpade 1 3anucsiBaeTcs MONHOCTBIO haMUIIKs, UMs, OTYECTBO. [Ipr 5TOM
TIIATEJILHO BEIBEPSAETCS HAlMCaHUe (GaMIINU, UMEHH B 0T9ecTBa. B cirydyae cMeHBI
(GaMHuIMK, IMEHH, OTYECTBA, HOBEIE JaHHbBIE BHOCATCS B Tabelb TOIBLKO MOCIe
H3JIaHUs OTAEIOM KaJpOB COOTBETCTBYIOIIETO MPHKAa3a 0 BHECEHUU N3MEHEHHH B
Y4ETHBIE JOKYMEHTHI.

2.5.4. B rpade 2 mpocraBnsercs TabenbHBINH HOMED.

2.5.5.B rpade 4 yxa3piBaeTcs JODKHOCTH PabOTHHKA B CTPOTOM COOTBETCTBHMH CO
IITATHBIM PaclCaHHEM.

2.5.6. SIBku (HesBKM) yka3bIBatoTcs B rpadax 5-19 m 21-36. B rpadax 5-19 u 21-36
BEIIENIAIOTCA 110 JIB€ CTPOKM Ha KaxAylo HOJOBHHY Mecsima. IlepBas cTpoka
IPUMEHSIOTCS U1 3alMCH  TPOXOJDKHUTENHHOCTH  OTPabOTaHHOTO WA



HeoTpaboTaHHOTO BpeMeHHM (B YacaX, C TOYHOCTHIO JIO JECATHIX JoNed 4yaca), a
BTOpas - MO0 COOTBETCTBYIOUIMM KOZaM 3aTpaT pabodvero BpEMEHHM Ha KaxXIyIo
JaTy OTMETKH.

2.5.7. B rpadax 20 u 37 yka3bIBaeTCsl COOTBETCTBEHHO 0OIIee KOIUUECTBO AHEH u
4acoB, OTpabOTaHHBIX PabOTHUKOM B IIEpPBYIO ITOJIOBHHY Mecsla H 3a Mecs. Jid
3TOr0 B YKa3aHHBIX rpadax BEIIEIAIOTCA ABE CTPOKH. B BepxHeil cTpoke (rpada
20,37) yka3bBaeTcss KOJIMYECTBO [OHeH B HIDKHEM CTPOKE KOJIMYECTBO YacoB
0TpaboTaHHBIX paboTHHKOM C 1 Mo 15 YKMCIO Mecsla BKIIOYMTENBHO H 33 MECSII
COOTBETCTBEHHO.

2.5.8.B rpadax ykazplBaeTCS KOJIMYECTBO JHEW ¥ YacoB, OTPabOTaHHBIX
pabOTHMKOM B BBIXOJHBEIE M HepaOouHe Ipa3MHUYHBIE THH COTJACHO IPHKa3aM
JUPEKTOpa B TEUEHHE MeCHIIa.

2.5.9.B rpadax ykassiBaeTcs KOJHUYECTBO AHEH OTpaboTaHHBIX pPabGOTHHUKOM B
KOMaHAUPOBKE B TEUCHUE MECSIIA.

2.5.10. B mpenmpa3fHWYHBIE ITHH HPOJOJDKUTENFHOCTE pabouero mHS It
pabOTHHUKOB C ITOJIHEIM pabodYrM JHEM COKpallaercs Ha | gac.

2.5.11. Ilpn HeOOXOMUMOCTH OpraHu3aIMu paboTel B BRIXOMHON WM Hepabouwit
IpasqHUYHBIA JEHh HM30AETCAd COOTBETCTBYIOIMI mnpuka3. OrpaboTaHHOE B
Hepaboduli mpa3THWYHBIA HIM BLIXOAHOW JE€HL BpeMs yKasbIBaeTcs B Tabele B
CTPOIOM COOTBETCTBHH C IIPHKA30M JUPEKTOPA.

2.5.12. Pabota B BBIXOJIHOM (Hepabounit Opa3JHUYHBINA)  JeHb
MPOM3BOJUTCSA B COOTBETCTBHH C NOJI0keHHeM «(O0 oriare Tpyzia pabOTHHKOB
KoJureka» B ABOMHOM pasMepe. 1o xenanuro paboTHHKa, paboTaBIIEro B
BBIXOJHOM MM Hepabounii Mpa3THUYHBIH AeHb, EMY MOXET OBITh IPEIOCTABIIEH
JIpyrou IeHb OTABIXA.

2.5.13. Ilpu coBnaseHWH NPa3sTHHYHOIO M BBEIXOJHOIO IHEH, BEIXOAHOMN [€Hb
MEPEHOCUTCH B COOTBETCTBHUHY C IOJI0XKeHUeM cTaTbu 1K PO.

2.5.14. IlpuBneyeHrue pabOTHHKOB K CBEPXypOUYHOi paboTe, a Takxe K paboTe B
BBIXOJIHOW (Hepabounii Mpa3THUYHEIN) A€Hb AOIMYCKAETCS TOJBKO C IUCHMEHHOIO
cornacus paboTHHKa B ciydasx, npeaycMorpeHHbiXx TK P®, m odopmusercs
npuka3oM. PaboTel, He odopmicHHBIE HajUIeXalmuM oOpa3oM, B Tabene He
OTpa)XaloTCs U OILIAaTe He MO IexKaT.

2.5.15. OrdueTHBIM mepHomOM And ydeTa B Tabeme pabodyero BpeMeHH
YCTaHABIIMBAETCS OJUH KaJICHAApHBIM Mecsn (C MEepBOro IO IOCIeIHee YHUCIIO

BKJIIOUYHUTENBHO).



2.5.16. Ormycka (exerofHble ¥ aJIMUHHCTPATHBHEIE), OONBHMYHBIE JIHCTHI
IPOCTaBJIAIOTCA Ha BCE KaJeHAapHBIE JHU, BKIIFOYAasi BEIXOAHEIE (32 HCKITIOYEHUEM
IIpa3JHAYHEIX JTHE ).

2.6. Hauncnenve 3apaGoTHO#M miaTsl pabOTHHKAaM IPOU3BOIUTCS GyXrasTepueit
KOJIIe/UKa Ha OCHOBaHMM Talbeleli ydera pabodyero BpeMeHH, BHECEHHBIX B
3nMeKTpoHHYI0 0a3y 1C pabGoTHukamm TmoOfpasieleHud, OTBETCTBEHHBIMH 3a
TabeIbHBIH yUerT.

2.7. lannsle o 3aTparax pabodero BpeMeHH, BHOCHMEBIE B 3JIEKTPOHHYIO Gazy 1C
Byxrantepus, HOWKHBI COOTBETCTBOBATh JaHHEIM  Tabened, CIAaHHBIX
OTBETCTBEHHBIMH pabOTHHKAMH B paclevyaTaHHOM BHIIE.

2.8. B Tabene He pa3peIlaroTcs UCIIPABICHUS U JOIMOIHUTEIBHEIE IOMETKH.

3.Jlopsagok ¢popmMupoBaHus U NpeACTABJICHNS Tabeeil

3.1. B obpasoBarensHbIx noppaszngeneHusx Nel, Ne6, No7, Ne9 ocymecTBisercs
AaBTOMATHYECKUH ydeT pabodero BpeMeHH. YUeT BeIeTCs Ha OCHOBAHHH JIaHHBIX
CHCTEMBI aBTOMATH3UPOBAHHOI'0 yyeTa pabouero BpeMenu «IIpoxom u mutanue». C
9TO¥ METBIO Ha IIPOXOE B KaXKIOM 3JIaHUK 00pa30BaTeNIbHBIX MoApasaeaeHusax Nel,
Ne6, Neo7, Ne9 ycraHaBIMBaeTcs KOHTPOJIEp MHOCTYIA, KOHTPOIUPYIOIIHIA
BXOJ\BEIXO] paboTHHKOB. [Ipu Bxozme B momemenne Komnemka B Hagane pabouero
JHS pabOTHHUK 00513aH IPUIIOKUTH JIEKTPOHHYIO KApTY K BXOAHOMY CUHMTBIBATEIIIO,
P4 yXOZ€ ¢ pabOTHI- BEIXOJHOMY CUHTHIBATENO. IIpyM KaXI0M BEIXOJE\ BXOJE B
3nanre PaboTHHMK 00f3aH IpPUKIAIBIBATh 3IEKTPOHHYIO KapTy — IPOIYCK K
cunThiBaTem0. Mubopmaius, momydenHas u3 cucTeMsl YPB, oGpa6areiBaercs
pabOTHUKAMH OTHelIa KaJpoB.

3.2 Hauyamo pabodero BpeMEHH YyCTaHaBiuMBaeTCs IIpaBWiiaMH BHYTPEHHETO
TpyaoBoro pacnopsaka Komnemxa. K Hauary pabouero Bpemenu PaboTHuk 06s3an
HaXONMTCA Ha pabodeM MecTe W NPHCTYIHTh K pabore. B ciayuae mpuxona
paboTHHKa Ha pabodee MECTO IO3KE YCTAHOBJIEHHOTO IIpaBMiaMH BHYTPEHHETO
TPYZOBOTO pacmopsiika BpeMeHH, paboTHHK 00s3aH B TOT XK€ pabouuii IeHb
IPEOCTAaBUTh HEIOCPEICTBEHHOMY PYKOBOIUTENO OOBSICHUTENBHYIO 3aIIHCKY C
NOSICHeHWEM MpHYMH omo3nanus. IIpuxon paboTHmka Ha paboyee MECTO IO3KE
yCTaHOBIIEHHOTO IIpaBriiaMu Tpy10BOI'O pacHopsaKa BpeMeHH, 6e3 YBaXKHUTEIBHBIX
NpUYMH, H/WIM HEONHOKpaTHbIE CIlydaW OIO3JAHHsS K Hadaly pabodero aus

SBJLIIOTCA HAPYIIICHUEM TPYI[OBOﬁ JAUCTHUIIIINHBL 1 MOTYT MOBJICYb TUCITUIIJIMHAPHOES



B3bICKaHue. OTCYTCTBHE pabOTHHKa Ha pabodeM MecTe 6e3 yBaXKUTENBHBIX NpHYHH
B Te4e€HWE BCETO BpeMeHH pabodero JHSI HE3aBUCHMO OT €r0 IPOJODKATEILHOCTH,
a Tak JKe B CIIy4ae OTCYTCTBHA Ha pabodeM MecTe 6e3 yBaXXUTEIBHBIX PUUNH Goliee
4eThIpEX 4acoB MOAPS/ B TeuyeHue paboyero maHs cuutaercs nporynoM. IIporyn —
rpyboe HapylieHHe PabOTHHKOM TPYIOBBIX OOA3aHHOCTEM M MOXET IIOBJIEYb
HAJIOXKEHHUE TUCIUIUIMHAPHOIO B3bICKaHUS, B TOM YHCIiEe yBOJIbHEHUE PaOOTHHKA B
cooTBeTCTBUH cO cTaTheit 81 TK PD.

3.3. IloMHMO aBTOMAaTH4eCKOro ydera pabodero BpEMEHH B  KaXIOM
obpa3oBaTenbHOM monpasneiennd Koimemka Bemercs (B 3IEKTPOHHOM W
OyMaXHOM BHJax) Tabenb yuera pabodero BpeMeHH IO (opMe, YTBEDKIEHHOI
npukasoM Mundraa Poccun ot 30.03.2015r. Ne52H.

3.4. JInmo, oTBETCTBEHHOE 32 BeJleHHe Ta0EeIbHOr0 yUeTa B [TOApa3IeIeHIH: - BEJeT
y4eT INTATHOI'O COCTaBa pPaOOTHUKOB MOApA3lelleHHs; - KOHTPOJIHMPYET
CBOEBPEMEHHOCTDL SBKHM Ha paboTy M yxoja ¢ paboThl, HAXOXAeHUS Ha pabouem
MecTe pPabOTHHKOB IIOApa3[eleHHs B COOTBETCTBHM C rpadukaMu pabGoTel
(CMEHHOCTH); - pPETHCTPHpPYeT M TepelaeT Ha COINIACOBAaHHME PYKOBOIMTEIIO
OJpa3IeJIcHdsl  3asBJICHUA pabOTHUKOB Ha IMPEIOCTaBICHHWE OTIIYCKOB,
JOMOJIHUTENHHBIX BEIXOHBIX JHEH U T.II. ¥ 00ecliednBaeT MOCIEAYIONIYIO TTepenayqy
YKa3aHHBIX 3asBJICHMA B OTHEN KaIpoB;, - YBEOOMIIET “PYKOBOIUTEILSA
moJpasJieieHus O HesBKaX, ONO03JaHusgX U IpeXAeBpeMEHHBIX yX0oHaaX paOOTHUKOB
110 HEM3BECTHBIM IIPUYMHAM; - KOHTPOJIMPYET CBOEBPEMEHHOCTH IPEIOCTABICHHUS
pabOTHMKaMH HOKYMEHTOB, MOATBEPXKIAIONIAX YBaKHUTENbHEIE IIPUYHHEl HX
OTCYTCTBHsI Ha pabodeM MecTe (JIMCTKOB BPEeMEHHOH HETPYIOCIOCOOHOCTH,
CIIPaBOK H T.Z.), C HOCIIEAYIOLIeli WX perucTpanueil u nepeaadeii B OTIeNI KaapoB; -
obecreunBacT 03HaKOMIIGHHE PabOTHHKOB C IPHKa3aMH TUPEKTOpA IO JTMYHOMY
COCTaBY U OCHOBHOM JI€ATEILHOCTH; - HA OCHOBAaHMH IIPUKA30B O MIpHEME, IEPEBOJIE,
YBOJIBHEHMH PaOOTHHKOB BHOCHUT COOTBETCTBYIOIIME M3MEHEHHS B OIaHK Tabess
ydeTa pabodero BpeMeHH; - B YCTAHOBIEHHOM IOpSAKE BedeT Tabellb ydeTa
pabodero BpeMeHH COOTBETCTBYIOLIETO IIOAPA3[eleHHuss M 00eCIHEeUrBaEeT €ro
CBOEBPEMEHHYIO liepelady B OTHeT KaapoB.

3.5. B cimy4ae n3meHeHus paMuiinym, UMEHH, OTYECTBA PAabOTHHKA HOBBIE JaHHEIE
BHOCATCA B Tabelb Ha OCHOBAHUM IIpHKa3a O BHECEHWH H3MEHEHHM B ydYeTHBIE
JOKyMEHTHI.

3.6. Ilpm mepeBoze paboTHHKa B Opyroe oOpasoBaTeNbHOE MOAPA3EICHUE HITH

YBOJIBHEHHHM B TCYCHHEC OTYCTHOTO Mecialla CBECACHHUA O OaHHOM pa6OTHI/IKe



HCKJIFOYAroTCA U3 Tabers moapasaesieHus co ciieayromiero Mecsana. OTMETKH o siBKax
U HesBKax Ha paboTy MepeBelNeHHOTO WJIM YBOJIEHHOro PaboTHHKAa BHOCSTCH B
Tabesib moapasieNneHus, ¢ IepBOr0 IO MOCIENHHM AeHb PabOThl B KOHKPETHOM
[oApa3AeieHHH B T€YEHHE OTYETHOTO MECHIIA.

3.77. Jlms CBOEBPEMEHHOTO pacyera 3apaboTHON IUIATEl  YBOJBHSIOIIETOCs
pabOTHHKA Ha HETO 3allOJHAETCS OTAENBHEIA Tabellb, B KOTOPOM IPOCTABIISIOTCS
OTMETKM O sIBKaX M HesBKax Ha paboTy nmamHOro pabOTHHKA ¢ TEPBOTO 4Hcia
TEKYIIEro Mecsina [0 NOCHeNHUN paboumii AeHb (BKIIOUMTENHHO). TaGens Ha
YBOJIbHSIOIIErocss paboTHHKa IepedaeTcs B OTHeNd KaapoB He mosgHee 10.00
ocjeIHero pabo4ero AHs JaHHOTO paboTHUKA.

3.8. PaboTHUKY NOApa3/ieNeHnii, OTBETCTBEHHBIE 3a TA0ENIBHEIN YUET, 3aIlOJHIIOT
¢Gopmy Tabems, pacmedaThIBAIOT €€ M [OCJE€ IPOBEPKH ¥  IIOAMHCH
HENOCPENCTBEHHBIX PyKOBOAUTENEH NepenaloT B OyxranTepuio 2 paza B Mecsil: 15
YKcja TEKYLIEro Mecsia, pyu 3TOM Tabelb 3al0IHEH 0 COCTOSHHIO Ha 15 uucio
TEKYIIEro MecdAna; 31 4ucna TeKyliero Mecsia Mpd 3TOM Talelb 3alloJIHEH IIO

COCTOSIHUIO Ha 31 9mciIo TeKyIero Mecsia.

4. Koabl siBka paGoTHHKOB

Beixon Ha paboTy B cTaHmapTHYIO cMeHy  SI
Brixoz Ha paboTy B BeIXOAHOU MiH nipa3gHuk  PB
IIponomxuTensHOCTS paboTh B HOYHOE Bpems H
Komanmupoka K

Exeronnslit onnaunBaeMeiii otnyck OT

OTtyck o 6epeMeHHOCTH ¥ pogaMm P

Otyck no yxofny 3a peGeHKOM 10 JOCTHXEHMS KM Bo3pacTta 3-x 1er QXK
Otnyck 3a 6e3 coxpanenus 3apaborHoii miatel O
Bonpanunetit b

Hessixon Ha paboty o BeisicHeHus npuunasl  HH

Brixonnsle u Hepaboure npa3qHUYHBIE THE B



IToBrimenne kBaMuUKayy ¢ OTPEIBOM OT pabotel  ITK
Ortmyck no yxoxy 3a pebeaxkom OP
JlonoIHuTENbHBIE BEIXOAHBIE AHH omiaunBacMeie OB

V4ebHBIN JONOMHUTENBHE oTIyck OY



