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HOJIOKEHUE

00 yuere padoyero BpeMeHu

1. O01mme moJ10KeHUus

1.1. HacTosimiee mososkeHune pa3padoTaHO B COOTBETCTBUHU ¢ HOpMaMu TpynoBOro Kojekca,
nocranHoBieHreM I'ockomcTara oT 05.01.2004 Ne 1, noxansaeiMu akTamu MKOY «TanmoBckas
COMI » (nanee — IlIxona) ¥ KOJUIEKTUBHBIM JJOTOBOPOM ITKOJIBI.

1.2. Hacrosimiee nonoxxeHne periaMeHTUPYET MOPSIIOK yueTa pabouero BpeMeHU COTPYTHUKOB
MKOY «TangoBckass COLI » (nanee — Paboromarens nnu [llkomna), paboTaroniux Ha OCHOBaHUHN

TPYAOBBIX TOTOBOPOB.

1.3. Hactosmee ITonoxenue ssigercs nokaibHbIM akToM MKOY «TangpoBckas COIIy u
pacrmpocTpaHsieTcs Ha Bcex paboTHHUKOB [1IKOJTbI HE3aBUCUMO OT YCJIOBHH 3aKJIIFOUEHHOTO TPYI0BOTO

AO0TrOBOpa.

2. Buabl yyera pado4ero BpeMeHu

2.1. B lllkone npuMeHsieTcst Kax10{HEBHBIN YaCOBOM CyMMHMPOBAaHHBIA (PaKTHUYECKH OTPAOOTaHHBIN
y4eT pabouero BpeMeHH.



2.2. [lpumeHsieTcs B OTHOLIEHUH PAOOTHUKOB, KOTOPHIM YCTAHOBJIEHBI PEKMMBbI IIECTUIHEBHON WU
HETOJIHOH pabouell HeJenu ¢ paBHOH (0OIMHAKOBOM) MPOIOKUTENFHOCTBIO €KETHEBHOM PadOTHI.

2.3. Y4eTHBIH epro/1 Mpyu MOJACHHOM ydeTe pabouero BpeMEeHH COCTaBIISICT OJMH pad0OYnid JIEHb.
[Toxcuer pakTdeckn 0TpabOTaHHBIX PAOOTHHUKOM YacOB MPOU3BOIUTCS exKeAHEBHO. [Ipu aToM
paboTa no uHUIMAaTUBE paboToaaTeNs 3a MpeiejaMi YCTaHOBICHHOW KOHKPETHOMY paOOTHUKY
MIPOJOJKUTEILHOCTHA PA00Uero AHS MOJJICKUT YIETY U OIUIaTe, KaK CBepXypOUHasl.

2.6. Y4eTHBIN epro]] IPH CyMMHUPOBAHHOM y4eTe pabodyero BpeMeHHU cocTaBiisieT Mecall. [loacuer

(bakTHuecku oTpabOTaHHBIX PAOOTHUKOM YaCOB IPOU3BOJUTCS €KEAHEBHO U HAPACTAIOIUM UTOTOM
cymMMapHo 3a Mecsiil. O011asi poJoKUTENFHOCTh (PaKTHUECKONW pabOThl KOHKPETHOTO PAa0OTHHUKA B
LIEJIOM 3a MECSII] He JI0JIKHA IIPEBBIIATh HOPMAJIIBHOTO YKcia padounX 4acoB 3a YKa3aHHBIN IEpUO]
JUISL TaHHOW KaTeropuu pabOTHHUKOB.

2.7. HopmainbHOe 4uciio pabouux 4acoB 3a KBapTall HCUUCISIETCS 10 pacueTHOMY IpaduKy
IIECTUTHEBHOM paboveil HeJIe)Ii C OJTHUM BBIXO/HBIM JTHEM B BOCKPECEHBE, MCXO/S U3 CIEAYIOIICH
MPOJOJIKUTENLHOCTH €XKEIHEBHOM paObOoThI (CMEHBI):

— npu 40-4acoBoii paboueii Heene — UIsi My>KUuH,;

— nipu 36-4acoBoi paboyeli Henene- ISl XKEHIUH , IOJy4aeMOoe B PE3YJIbTaTe JICICHUS
YCTaHOBJICHHON MPOJAOJKUTENBHOCTH pabodeil HeJleNn Ha IIeCTh JHEH.

IIponomkuTenbHOCTh pabouero JIHs, HEMOCPEICTBEHHO MPEILIECTBYOIIEro Hepadouemy
IIpa3IHUYHOMY JHIO, YMEHBIIAETCS HA OJIMH Yac.

2.8. Ilpu moncuere HOPMBI PaboOYero BpeMeHH Uil KOHKPETHOTO pabOTHUKA 33 YYETHBIN MEeproT
Yachl, IPUXOSIINECS Ha TIEPUOBI, KOT/Ia paOOTHHUK HE padoTall, HO 32 HUIM COXPAHSIIOCh MECTO
paboThI (BpeMeHHasi HETPYL0CIIOCOOHOCTb, BCE BU/IbI OTITYCKOB, JOIOIHUTENIbHbIE BEIXOIHBIE THU U
T. 1), IOJIEKAT UCKIIOYEHHUIO.

2.9. Yacsl, oTpaboTaHHbIE paOOTHUKOM IO MHUIIUATHBE pabOTOIaTENsI CBEPX HOPMBI paboyero
BPEMEHHU 32 YUETHBIN MepHO/], 3a UCKIIOUEHHEM padOoThl, IPOU3BEAEHHON CBEPX HOPMBI paboyero
BPEMEHH B BBIXOJIHBIE U HEpPAOOUYHUE Mpa3THUYHbIE IHU U OIJIAYEHHO B MOBBIILIEHHOM pa3Mepe JInbo
KOMIIEHCUPOBAaHHOM MPEIOCTABIEHUEM APYTOT0 JIHS OTIBIXA, SIBJISIOTCS CBEPXYPOUHBIMU U
MOIeKaT oruiare o npasmwiaM cratbu 152 TK.

3. llopsanok BeneHust yuera pado4ero BpeMeHH!

3.1. B nensx yuera pabodero BpeMeHH B KaXXJ1I0M CTpyKTypHOM nozpazaenennn MKOY
«TanpoBckass COLL» Benercs (B 2IEKTPOHHOM U OyMa)XHOM BH1aX) Tabenb yyeTa paboyero
BpeMeHHu — pazzaen | yaudumupoanHoit popmbr Ne T-12 «Tabens ydera pabouero BpeMeHH U
pacuera oriaThl Tpyza», yIrBepkJ1eHHo! noctanoBieHueM ['ockomcerata ot 05.01.2004 Ne 1 (manee —
Tabenn).

3.2. TaGeabHbIii yueT padoyero BpeMeHH paG0OTHUKOB CTPYKTYPHBIX MOApa3/iesieHuii
NPOU3BOAUTCH:

—3aMecTHTeeM AupekTopa no YBP (yunrtens u yueOHO- BCoMorare/ibHbIi IIEPCOHAJ);
— 3aBX030M ( TeXHMYECKHMI MepPCOHA);

3.3. Ha3HaueHue OTBETCTBEHHOIO JUIA IPOU3BOANUTCS MPHUKA30M THPEKTOPA MIKOJIbI.
BosnoxeHnne 00s13aHHOCTEN 110 BEACHUIO TA0EIBHOIO yueTa OCYIIECTBIIAETCS B IOPAJIKE,
npenycMoTpeHHoM ctatbsimu 60.2 u 151 TK st cimyyaeB coBMenieHus JOIDKHOCTEH (TTpodeccii).

3.4. JIuio, OTBETCTBEHHOE 32 BEJCHUE Ta0EIBHOIO yYeTa B MOAPA3eIICHIH:

— BEJIET yUeT ITAaTHOTO COCTaBa paOOTHUKOB TOIpa3/ICIICHUS;



— KOHTPOJIUPYET CBOEBPEMEHHOCTD SIBKM Ha PabOTy M yXoJia ¢ paboThI, HAXOXKIeHHNE Ha pabodem
MecTe paOOTHUKOB MOJIpa3AeliCHUs] B COOTBETCTBHH ¢ Tpadukamu paboThl (CMEHHOCTH);

— perucTpupyeT U nepenaeT Ha corjacoBanue pykooautento LIIkomsl 3asBieHus
pabOTHUKOB Ha MPEAOCTABICHHUE OTITYCKOB, TOTIOJTHUTEILHBIX BRIXOIHBIX JHEH U T. 1. U
o0ecrnieunBaeT MOCIEAYIOUIYIO Mepeaady YKa3aHHbIX 3asBJICHUI B OTAEI KaJpoB,;

— KOHTPOJIUPYET HESIBKU, OIO34aHUS U IIPEXKAEBPEMEHHBIE YXO/Ibl PAOOTHUKOB 110 HEU3BECTHBIM
IIpUYUHAM;

— KOHTPOJIUPYET CBOEBPEMEHHOCTD MPEIOCTaBICHUSI PAOOTHUKAMH JOKYMEHTOB, MOATBEPKAAOIINX
YBOKUTEIbHBIC IPUYMHBI UX OTCYTCTBUS Ha paboyeM MecTe (JINCTKOB HETPYIOCTIOCOOHOCTH,
CIPABOK U T. [I.), C IOCTEAYIOUIeH UX perucTpalueil u nepenayeil TupeKTopy MIKOJIBI;

— o0ecrieuynBaeT 03HAKOMJICHHE PAa0OOTHUKOB C IIPUKA3aMH JUPEKTOPA MO JUIYHOMY COCTaBY H
OCHOBHOM JI€STCILHOCTH;

— Ha OCHOBAHMU IPUKA30B O IpUeMe, IepeBoJie, YBOJbHEHUN PAOOTHUKOB BHOCUT COOTBETCTBYIOLIHE
U3MEHEHUs B OJaHK Tabens ydera pabodero BpeMeHu;

— B YCTAHOBJICHHOM IIOpsIZIKE BeJleT Ta0enb yueTa pabouero BpeMEHH COOTBETCTBYIOLIETO
MO/Ipa3IelieHus U 00ECIIeUNBAET €r0 CBOEBPEMEHHYIO Mepeaady B IUPEKTOPY LIKOJIBI.

3.5. Benenue tabenst mpOU3BOIUTCS B COOTBETCTBUH ¢ HacTosIuM [lonokeHuem n YKa3zaHHSIMU IO
MPUMEHEHHIO U 3aII0JHEHUIO POPM MEePBUYHOM YUETHOW JOKYMEHTAIMH 110 YYETY TPY/Aa U €ro
omatsl (yTB. mocraHoBiieHneM ['ockomcrara ot 05.01.2004 Ne 1).

3.6. CBenenus o paboTHUKAX B TaOeIb BHOCATCS B ali)aBUTHOM TTOPSIKE.

3.7. BHeceHue B Tabenb CBEIEHUH O MPUHATHIX HA pabOTy UM MEPEBECHHBIX B JaHHOE
CTPYKTYpHOE Io/ipa3/iesieHne pabOTHUKAX MPOU3BOJUTCS HA OCHOBAHUHU MPUKA30B O IIpUeMe
pabOTHHKOB U 0 NepeBojie pabOTHUKOB Ha Apyryto padoty. [Ipu aTom cBeneHus o paboTHHUKAX —
BHYTPEHHUX COBMECTHUTENSAX OTPAXKAIOTCS B TaOeJe NBAXKIbI: OT/EIbHON MO3UIIMEN — IO OCHOBHOM
paboTe, OTAETBHOM MO3UIHENH — [0 COBMECTUTEILCTBY.

38.B CJIydac UBMCHCHU (baMI/IJ'II/II/I, HUMCHHU, OTUCCTBA pa60THI/IKa HOBBIC TAHHBIC BHOCATCS B Tadenn
Ha OCHOBAHUH IIPpHKa3a O BHCCCHUHN W3MCHCHHI B YUCTHBIC TOKYMCHTEI.

3.9. Ilpu nepeBojie pabOTHHMKA B APYroe CTPYKTYPHOE MO/Ipa3/ieiieHre WIN YBOJbHEHUN B TEUCHHE
OTYETHOI'0 MECSIIA CBEACHUS O JAHHOM PaOOTHUKE HCKIIIOYAIOTCS U3 Ta0es Mopa3/IeeHus Co
crneaytomiero mecsinia. OTMETKH O SIBKAaX U HEsIBKAaX Ha paboTy MepeBeIeHHOI0 MM YBOJIEHHOTO
paboTHUKA BHOCSTCS B Ta0elb MOIPAa3/IeNICHUs C IIEPBOTO MO MOCIEAHUN J€Hb pab0Thl B KOHKPETHOM
MIO/Ipa3JeJIEHNU B TEUEHNE OTYETHOI'O MECSIIA.

3.10. [Ina cBOEBpEMEHHOT0 pacyeTa 3apabOTHOM IUIaThl YBOJIBHSIOLIETOCS pa0OTHUKA Ha HETO
3aIOITHAETCS OTJENBHBINA Ta0ellb, B KOTOPOM MTPOCTABIISIOTCSI OTMETKH O SIBKaX M HEsSBKAaX Ha padoTy
JaHHOTO pabOTHHKA ¢ 1-T0 YyKcia TeKyIero Mecsua Mo NocieJHui padoumii JeHb (BKIIOUYUTEIBHO).
Tabens Ha yBONBHSAIOMIErOCSI pAOOTHHUKA IIEPEIaeTCsl B JUPEKTOPY MIKOJIBI HE MO3/IHEE MOCIEIHEr0
pabouero JIHs 1aHHOTO PaOOTHUKA.

3.11. Yuer pabodero BpemeHH paOOTHUKOB MOIPA3CICHHS OCYIIECTBISIETCS TyTEM €KETHEBHOM
pETUCTpalfK B SJIEKTPOHHOU (hopme Tabens sBKM paOOTHUKOB Ha paboTy, BCEX CIydaeB
OTI03/IaHUH, TOCPOYHOTO yX0Ja ¢ paboThl, HESIBOK, a TAK)KE 4aCOB MPOCTOS U CBEPXYPOUHOM pabOTHI.

3.12. ®akTuuecku oTpaboTaHHOE paOOTHUKAMU BpeMsl, a TAaKXKe HESIBKU OTPakaroTcsl B Tabele ¢
MCIOJIb30BAHUEM YCIOBHBIX 0003HAUCHH — OYKBEHHBIX KOJIOB, YTBEPKICHHBIX ITOCTAHOBICHUEM
I'ockomcrara ot 05.01.2004 Ne 1. JInst o603HaUEHHUS CITydaeB OTCYTCTBHUS paOOTHHKA Ha paboTe, HE
MpeyCMOTPEHHBIX TocTaHOBIIeHHEM ['ockomcTrara oT 05.01.2004 Ne 1, ucnosb3yrorcs
JIOTIOJTHUTEIbHBIE KO/, YTBEPKIECHHBIE IPUKA30M TUPEKTOPA.



3.13. JIuno, OTBETCTBEHHOE 3a BeJCHUE TAOEILHOTO YU€Ta B IMOAPA3ACICHIH, 08a paA3d 68 MeCsy
ac€T OTUCT 06 N3MCHCHUAX B TaGGJII/I: 3a HCpBYIO HOJIOBI/IHy KaHCHI[apHOI‘O MECHALlAa B 3a BTOpyIO
MTOJIOBHHY.

3.14.B xoHI1e Mecsla 1aeT OyMaXHbII BAPHAHT B OHOM SK3EMIUISIPE U MEPEIacTCs JIUIOM,
OTBETCTBEHHBIM 32 Be/IEHUE Ta0EIbHOI0 yyeTa AUPEKTOPY IIKOJbI:

—He no3aHee 30 (31) yncaa OTYETHOTO MeEcsIIa.

3.15. JIu1io, OTBETCTBEHHOE 32 BEJICHUE Ta0EJIBHOIO YUETa B [10APA3/IEICHUN, HECET
OTBETCTBEHHOCTh 3a JJOCTOBEPHOCTD CBEJICHNUH, OTPAKCHHBIX B Ta0ele, ¥ 32 CBOEBPEMEHHYIO Clady
Tabes.

3.16. JlupexTop MIKOJIBI B TEYCHHE OJHOTO PadOUero AHs MPOBEPSIOT COOTBETCTBUE
CBEIICHUI, OTPaKEHHBIX B Tabele, TaHHBIM KaJPOBOTO YYeTa.

3.17. Baecenue ucnpaBieHU U TOTIOJHEHHA B Tabenb Ha OyMa)XHOM HOCHTEJIE He JIoImycKaeTcs. B
cilyyae He0OXOAMMOCTH BHECEHUSI U3MEHEHUH B CTaHHBIHM Tabesb COCTABISAETCA MHAMBUAYaIbHBIN
KOPPEKTUPOBOYHBIN TabEb 10 KOHKPETHOMY PaOOTHUKY.

3.18. Opurunaiel Tabeneii B TSUCHHUE ABYX JIET XPAHATCS B y JUPEKTOPA, TIOCIIE YEro MepeIatoTCs
Ui JanbHelero xpanenust B apxus [1konbr. OGmuii cpok XpaHEeHUs OPUTHHAIIOB Ta0enel — MsTh
JIET, B CIy4ae €ciu B Tabese OTpaKeHbl CBEACHUS O pa0OTHUKAX C BPEAHBIMU WJIM OMAaCHBIMU
YCIIOBUSAMM TpyJa — 75 Jer.

4. 3akaI0YnTeNbHbIC MOJOKEHUA

4.1. Hacrosimiee [lonokeHue BCTyIaeT B CUITy C MOMEHTA €r0 YTBEPKACHUS U IEUCTBYET 6€CCPOUYHO
10 puHATH HOBOTO [looxkeHus.

O3HaKoMneHbl:
®UO paboTHHKA J0JI2KHOCTD Hoanuce
3usByninnosa M.M. 3am.qupextopa no YBP
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