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1. OGuine moI0sKeHusI
1.1. CyMMHpOBaHHBIH y4eT BBOAUTCS NP BLINONHEHUK OTIAEILHBIX BHIOB paboT, riae 1o yCaoBHsM
paBOThI HE MOYKET GbITh COONIONIEHA YCTAaHOBJIEHHAS ISl IAHHOM KaTeropiy pabOTHUKOB XKCAHEBHS
I eKeHe IeIbHAS TPOIOTKUTENBHOCTS paboyero BpeMenH. [lepeuers AOMKHOCTEH paboTHHUKOB, N0
KOTOPBIM YCTAHABIMBAETCA CYMMHPOBAHHBIM Y4YeT, yKazaH B TNPUIOKCHUH Ne 1 x HacTodIEMY
[Tonoxenuio.
1.2, YueTHblil MepUoNl OXBAaThIBAeT pabodee BPeMs, B TOM UHMCJE 4achl PabOThl B BBIXOAHBIC H
pepaloune Npa3IHUYHBIE THH, U BpeMs OTAbIXA.
1.3. Cymmapnas IPOJOIDKUTEIBHOCTE pabodero BPEMEHH B TEUCHHE YHETHOTO IEPHOJA HE AOJDKHU
[peBBIIIATE HOPMANBHOTO YMcia pabouMx 4acoB 3a 3TOT mepuod. Ilpu sTom exenHesHar W
eKeHeneNnbHas PONOKATENLHOCT, pabouero BpeMeHu 0 rpapuky CMEHHOCTH MOXKET E
ONIpe/IeIIeHHBIX TIPeJieNaX OTKIOHATHCS OT HOPMBI pabodero aHs M paboved Hene/H. HenopaboTke
(mepepaboTka) HODKHA OBITH CKOPPEKTHPOBAHA B YCTAHOBJIEHHBIM yYETHBIH NEPHOL. 4T00Bl CYMME
0TpabOTAHHBIX YaCOB HE MPeBBIIIaNa HopMy paboynX 4acoB yUeTHOro Nnepuoza.
1.4. PaBouee BpeMst W BpeMs OTJIbIXa B paMKax y4YETHOrO NEepuoja pernaMeHTHpYyeETCi rpaduKon
CMEHHOCTH, KOTOpBIH ytBepknaercs pykosomurernem ['AIIOY HHK. PaborHuKE JOJDKHEL ObIT!
03HAKOMJIEHBI C HUM HE MeHee ueM 3a 5 pabouMx JHeH A0 Hayana [eproja.
1.5. Tlpm npueme Ha padory, rae NMPUMEHSETCS CYMMUPOBAHHBIH Y4Y€T, MEPBBIM IHEM yICTHOIX
Mepuo/Ia SIBJsIeTCs ISHb IpUeMa Ha paboTy.
1.6. Tlpu yBonbHeHHH ¢ paboThl, IIe IPUMEHSETCS CYMMUPOBAHHBIH YUET, TIOCICAHUM JAHEM yIeTHO
rieproja ABIAETCs JCHb YBOIbHEHHUS.
1.7. Tlpu BpemenHom nepeBoje paboTHuka ¢ pabOTbI, € NPUMCHACTCA CYMMHPOBAHHBIH YUCT. i
Apyryio paboTy, Iie CyMMHPOBAHHBIM ydeT He MPUMEHSETCS, KaJIeHIapHOe BPEMA TaKOIo NEPCBOL
(co [HS HaJama IEpeBOja IO JCHb €ro OKOHYaHMs BKJIOYATENIBHO) HCKIIOYAETCA W3 YdeTHOI!
NEePHOJIA.
1.8. Hopma paGouero BpeMeBY OIpeeNsIeTCs B COOTBETCTBHHU C MTPOU3BOJICTBEHHBM KAJICHIIAPEM Ha
Kewk/bI KayleH JapHBIil TOJI, ¢ YUeTOM OrpaHMYeHn i [0 MPOJIOIDKUTENLHOCTH Paboyero s, paboueii
HeJleNd | APYTUX OrpaHHYeHHH MPOJOIDKUTE IHOCTH paboyero BpeMEeHH, YCTaHOBICHHAIX Tpyaosoim
xonexcoM P®. HopmansHoe 4iceno pabodrx 4acoB 3a YUETHbIEH [ePHO/L ONPEAETACTC HCXOA U3



YCTaHOBJIEHHOM JUIsl AAHHOH KaTeTOpHH paBOTHHKOB €KEHEENbHOH TPOMOTDKUTEILHOCTH pabouero
BPEMEHU B COOTBETCTBHH C tpebopanusmu craTeu 104 Tpynosoro xoaekea P®. [lns paboTaromux
HeITONHBI WIH COKpaLIeHHbIH paboyuit 1eHb (CMeny, HeJIe/I0) HOPMAbHOE UKC/I0 paboynx JacoBs 3a
YYETHBIH IePHOJI COOTBETCTBEHHO YMCHBIACTCA.

2. Hopsiiok yuera pabodero BpeMenn
2.1. OrpaboTanHoe BpeMst IPU CyMMHUPOBAHHOM yHETE OTPEACIIIOT ¢ MOMeHTa (paKTHIECKOIro Hayala
BBINOAHEHMST pAaOOTHUKOM TPYJOBBIX oGs3aHHOCTEH Ha ONpEeNleHHOM emy pabodem mecre H J0
MoMeHTa (PaKTUYecKoro 0CBOOOKICHHS OT paboThL.
2.2. Vuer pabouero BPEMEHM OCYIIECTBIETCS IOMECATHO Ha OCHOBAHMY BelIeHHs Tabenst ydera
Hcmosb30BaHus paboyero BpeMeHu (Janee — tabens).
2.3. OBs3aHHOCTH 110 BeAeHUI0 Tabesst BO3nararTcs Ha JIHia, OTBETCTBEHHOrO 3a BelcHHEe Tabess B
TOApa3ieeH H.
2.4. Yuer UCrnonp30BaHusg pabodero BpeMeH! OCYyIIECTBIACTCA B tabene METO/I0OM PerucTpalii IBOK
1 HesIBOK 32 KakIbli pabounii IeHb (CMEHY) HE3aBUCHMO OT BU/Id ydcTa pabouero BpeMeHH.
2.5. Tlo xeykmomy CIMCOYHOMY pPabOTHMKY, & TaKXKe pabOTHHKY, NPUHITOMY Ha paboTy 1O
COBMECTHTENBCTBY M3 JpPYrOf Oprammsaid, B Tabene JIOJDKHbI GBLITh 3AIMOJHEHBI CIICYIOLINE
peKBU3UTHL:  (aMuIMs, HMsl, OTYECTBO, npodeccust (AOIKHOCTD), YHCIIO oTpabOoTaHHBIX JHEH, UACIO
0TpabOTAHHEIX YAcoB, B TOM YHCIIE HOUHBIX, CBEPXYPOIHBIX, 9aCOB paGoTh! B BEIXOAHBIE B HEpabouue
[pas[HUYHBIE IHH, YHCIO JHEH HESBOK, B TOM {MCIE IO NPUHNHE BPEMEHHOH HETPYAOCIOCOOHOCTH,
OTITyCKa M T. IL.
2.6. OTMeTKE B Tabesie O IPHIMHAX HEsBOK Ha paboTy, 0 paboTe B peiKHME HEMOIHOTO pabouero Jifst.
0 CBEPXYpOUHO paboTe U JPYrHX OTCTYMICHHSIX OT HOPMAILHBIX yCIIOBUH pabOThl JOIKHE! OLITE
CHENaHbl HA OCHOBAHHM IIOATBEPXKIAIOIMX HOKYMCHTOB, o(OpMIICHHBIX HaIJIEKALIIM oOpaszom
(IWCTOK HETPY/A0CIOCOOHOCTH, CrpaBKa O BBINOMHCHHUH FOCYAPCTBEHHBIX MM OOIIECTBEHHBIX
0553aHHOCTEH, IPEKA3 O IIPEJOCTaBICHHM OTIYCKA | T. IL.).
2.7. Tabesb cocTaBNSETCs B OJHOM 3K3EMIUIIpEe OTBETCTBEHHBIM JIMLIOM.
78 BrmoueHne B Tabens pabOTHHKOB W MCKIIOYEHHE M3 HEro MPOM3BOLMTCA Ha OCHOBaHHUH
CeRYIOUMX JOKYMEHTOB MO y4eTy KaJpoB: NpHKa3 O IpHEME paboTHEKa Ha pabory, npuKas o
repeBosic paboTHEKA HA IPYryro paboTy; MpuKas O MpeKpallCHHT fefcTBUS TPYAOBOrO NOTOBOPA ¢
pabOTHHKOM.
29 TaGemp nocne NOANHCAHHS pPYKOBOJAMTENEM, pabOTHHKOM OTAEHA Kaapos mepegacTes B
Gyxranrepuio [ATIOY HHK.
2.10. Tlpusredyenue pabOTHHKOB K CBEPXYPOUHOH paborte, paboTe B BBIXOAHBIC H Hepabouwe
NpasqHMuHBIE [HH TPOM3BOMMTCA B Ciydasx H  TOPAAKS, MPEJIYCMOTPEHHBIX  TPYIOBBIM
saKononarebeTBoM Poccuifckoit Pejepaiiy, Ba OCHOBAHHH NPHKa3a PYKOBOAUTENA TATIOY HHK.
TToArOTOBKA POEKTa IPUKa3a OCYIIECTB/IAETCS PAOOTHHKOM OT/E/a KAlPOB.

3. 003 aHHO0CTH NOJKHOCTHBIX JINL NIPH CYMMHPOBAHHOM y4eTe paGouero BpevMeHy
3.1. CyMMHpOBaHHBIM yuyeT OCYIIECTBIIACTCS Ha OCHOBAHHH nauHBIX Tabens ydyera HCIIOIb30BaHHA
pabo4ero BpeMeH! i BEAETCS Ha KaXA0ro paboTHHUKA MOMECTIHO.
3.2. PykoBoauTelb NOApasieneHus, I1e MPUMEHACTCA CYMMMPOBAHHbIH y4eT, Ha OCHOBAHHH NAHHBIX
06 oTpaboTaHHOM BpeMEeHH 00ecIieunBact:
3.2.1. TPONOIDKUTEIBHOCTE pPaboyuero BPEMCHH KAXKIOTO paboTHHMKA 3a YYETHBIH NEPUOL. HE
NPEBBIIIAIONLYI0 HOPMEI pabOiUX YacoB;
3.2.2. OpenoCTaBieHMe B paMKaX yYeTHOrO MEPHOAA HOMOJIHHUTE/BHBIX BBIXOJHBIX AHEH smdo
COKpAIIEHYE BPEMEHH CIKEITHEBHOH PabOTEHI (cMeHBl pabOTHHKAM, TIO KOTOPBIM €CTh IPCBBILICHHC
HOPMBI PAGOYUX YACOB, TYTEM COCTABIECHHS HHIUBAIYATLHOTO rpaduka paGoTh! (CMEHHOCTH)).
3.3. JlanHbie 06 0TpabOTaHHOM BPEMEHHU IPENOCTABIIAIOTCH JIHIIOM, OCYIIECTBIISIOIIM KOHTPOJIE 32
MCIOTb30BaHAEM pabouero BpeMeHH , XEMECAIHO.
3.4, OTBETCTBEHHOE JUIO B CTPYKTYPHOM [0pa3IeNeHni 00s3aHb:
3.4.1. BecTM TOUHBIH YHeT BpeMeHH, (PaKTHIECKH OTPadOTAHHOTO KaXIbIM pabOTHHKOM;



3.4.2. BeCTH TOUHBIH yYeT CBepXYPOUHBIX padoT 3a TipesieaMy YCTaHOBIEHHOH NPOIOJKHTEILHOCTH
pabouero BpeMeHH, €)XeAHEBHOM paboTel (CMeHbl), paboT B BLIXOHBIE U Hepabouue pa3nHuIHbe
JIHW Ha KaXJ10T0 paboTHHKA, IPUBJIEYEHHOTO K JaHHBIM paboTaMm.

3.4.3. npuHEMATHL MEPBI, YTOOBI IPOAOIDKUTENEHOCTE CBEPXYPOYHOH paboTel, He NIPEBBIMIAA JUIs
KaKIOro paboTHHUKA YeThIPeX 4acoB B TeUeHUe ABYX AHeH moapan u 120 yacos B rof.

3.5. PaGorHuk, oTpaboTaBLIMH BCe MPeyCMOTPEHHbIE rpa@UKOM CMEHBL, IIPH CYMMUPOBAHHOM yUeTe
pabouero BpeMeHH IIOJIyYaeT HONHYIO MECSUHYIO 3apaboTHyo maty. [Ipi HemomHo# oTpaboTke CMEH
o rpaduky, oriara NPOU3BOAUTCS IPONOPIHOHANIBHO OTPAbOTAHHOMY BPEMEHH.
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