[TPUHATO
Ha OG6mmeM coOpaHuu paGOTHHKOB
[Tpotokon Nel ot «28» aBrycra 2019 r.

IToJsiokenne
0 CyMMHPOBAHHOM y4eTe pa0o4ero BpeMeHH
B MyHHIHMIIAJbHOM 0I0/UKETHOM JOIMIKOJIBLHOM 00Pa30BaTeIbHOM YUPEKICHHH
«/lerckuii cax kKoMOUHHpPOBAHHOro BHaa Ne26 «/(10iiMoBOYKa»
3e1eH0/10/16CKOr0 MYHHUHNAABHOIO paiiona Pecny6amkn Taraperan»

1. O6mue nosoKeHust

1.1. CyMMHpPOBaHHBIH y4eT BBOAMTCS IPHU BBINOIHEHUH OTHENBHBIX BHIOB paGoT, T MO YCIOBUIM
NpOM3BOACTBA (pabOTBI) HE MOXeT ObiTh COONIOZEHA YCTAHOBIEHHAs IS JAHHOW KaTeropuu
pabOTHHKOB €XEIHEBHAs WM €XKEeHeJeNbHas MPOJOIDKHTENbHOCTh pabodero BpemenH. [lepeueHs
JOJDKHOCTEM pabOTHHKOB, II0 KOTOPHIM YCTAHABIMBACTCS CYMMHPOBAHHBIM y4eT, yKasaH B
npunoxenuu Ne 1 k Hactosmemy ITonoxkeHuro.

..2. TIpONOIDKHTENBHOCTD YUETHOTO MEPHO/IA HA MPEANPUATHH U BCEX KATEropHi paGOTHHKOB, IO
KOTOPEIM IPUMEHSETCH CYMMHDPOBAHHBIM y4YeT, yCTaHaBJIMBAaeTCs JIOKATbHBIMH aktamu MBJIOY
«Jlerckuii cax komOuHmMpoBaHHOro BHaa Ne26 «JloiimoBoukay 3MP PT». VuerHwii nepuon
OXBaThIBaeT paboyee BpeMs, B TOM 4HCJIE Yachl pabOTHI B BEIXO/HBIE U Hepaboure npasIHUIHEBIE [HH,
U BpeMS OTIbIXa.

1.3. CymmapHas IpoJ0KATENIBHOCTh pabodero BpeMEeHH B TEYEHHE YYETHOTO MEPHOJA He J0JKHA
NPEBBIIATE HOPMAIBHOrO YHciaa pabodmx YacoB 3a 3TOT mepuod. [Ipu 3TOM exenHeBHAs u
eXeHelebHas IPOJOKUTENbHOCTE pabodyero BpeMeHH M0 rpaduKy CMEHHOCTH MOXET B
OIpEJIEICHHBIX IpeieNax OTKJIOHATbCS OT HOpMBI pabouero mHs u paboueit Hemenu. HemopaGoTka
(mepepabotka) JOKHA OBITH CKOPPEKTUPOBAHA B YCTAHOBJICHHBIM YYETHBIM MEPHOM, YTOOBI CymMMa
0TpabOTaHHBIX YacOB HE MpeBbILIana HOpMY pab0YiX YacoB YYETHOIO IEPHO/IA.

'.4. Pabouee BpeMs M BpeMs OT/AbIXa B paMKaX Y4YeTHOTO MEpPHOJA PEerIaMEHTHpYeTCs rpadukom
CMEHHOCTH, KOTOpBIX yTBepykaaercs 3aBeayromuit MBJIOV «Jletckuit caq KOMOMHHPOBAaHHOTO BHIA
Ne26 «JTroitmoBouka» 3MP PT».

1.5. Ipu mpueme Ha paboTy, rje NPUMEHSETCS CyMMMPOBAHHBIH y4eT, IEpBBIM IHEM YYETHOTO
Nepuo/a ABJSETCS IeHb IpUeMa Ha paboTy.

1.6. IIpu yBO/IBHEHHH C pabOTHI, IIe IPUMEHSETCSI CYMMUPOBAHHBIN YUeT, MOCIEIHUM )IHCM Yy4ETHOTO
IIEpHOA SBIISAETCS I€Hb YBOJIbHEHHUS.

1.7. Ilpu BpeMeHHOM mepeBoAe pabOTHHKA Ha APYrylo paboTy, r/e MPUMEHSeTCS CYMMHpPOBAHHBIN
y4eT, y4eTHBIH nepuoa OyneT paBHATHCS KaleHJApHOW MPOJOJDKUTENFHOCTH IepeBoja Ha APYIYIO
paboTy (co aHs Hadasa epeBo/ia 1o JAeHb €r0 OKOHYaHHsl BKJIFOUHTEIBHO).

1.8. Ilpu BpemeHHOM mepeBoae paboOTHHKA ¢ pabOThI, Ie MPHUMEHACTCS CYMMHPOBAHHBIM yueT, Ha
JpYTyro paboTy, rie CyMMHPOBAHHBIM y4eT He NPUMEHseTCs, KaJeHJapHOe BpeMs Takoro repeBoia
(CO OHS Hauvaja NepeBOAa IO JAEHb €ro OKOHYAHHS BKJIIOYHUTENIBHO) HCKIIOYAETCS W3 YYETHOTO
nepuoja.

1.9. Hopma paboyero BpeMeHH OIpeneNseTcs B COOTBETCTBHHU C MPOM3BOACTBEHHBIM KaleHIapeM Ha
KaX</IbIi KaJICHJApHBIM IO/, C y4eTOM OTpaHMYEHUH 10 MPOJODKUTENEHOCTH pabodero aus, paboueit
HEJIENIM ¥ IPYTUX OTPAaHUYEHUHN IIPOJOIDKUTEIBHOCTH paboyero BpeMeHH, YyCTaHOBICHHBIX 1 PyI10BBIM
xongexkcoMm P®. HopmanbHoe uucino pabovmX 9acoB 3a YUETHBIN MEPHOI OTpeNesseTcss MCXOIs H3
YCTaHOBJIEHHOM IS JaHHOM KaTeropuu pabOTHUKOB €XKEHEIENbHON MPONOIKUTEIBHOCTH paboyero
BPEMEHH B COOTBETCTBHHU ¢ TpeGopaHusmu crate 104 TpymoBoro xomekca P®. g paGorarommx
HEMOJIHBIA HIIM COKpALIeHHbIA pabounii JeHb (CMEHY, HeeIi0) HOpMaIbHOE YHUCIIO pabourx Yacos 3a
YYETHBIN IIEPHOJ] COOTBETCTBEHHO YMEHBIIACTCS.

/




2. llopsnok yyera pado4ero BpeMeHu

2.1. OrpaboTanHOE BpeMs IPU CyMMHUPOBAHHOM y4eTe ONPENENAIOT ¢ MOMEHTa (haKTHYECKOTO Havaia
BBITIOJTHEHUS! paOOTHHUKOM TPYIOBBIX OOS3aHHOCTEH Ha ONpPEICICHHOM eMy padoyeM MecTe U [0
MOMEHTA (PaKTHYECKOTO OCBOOOXKICHHS OT PabOTHI.

2.2. Yuer paboyero BpEeMEHH OCYIIECTBIIIETCS MOMECSIYHO HA OCHOBAHWHM BEICHHUS Talens ydera
WCIIOJIb30BaHUS paboyvero BpeMeHH (Janee — Tadess).

2.3. O0s3aHHOCTH 110 BEICHUIO TaOelIsi BO3JIAraroTcs Ha PYKOBOAMTENS CTPYKTYPHOTO TIOpa3IesICHHs,
JPYroro Juiia, OTBETCTBEHHOTO 3a BEJACHUE TaOels B NOIpa3AeieHUH.

2.4. Y4eT ucnoib30BaHus pabovyero BpeMEHU OCYIIECTBISICTCS B Ta0EIe METOJIOM PETHUCTPAIIUU SIBOK
U HESIBOK 3a KaXbli pabouunil 1eHb (CMEHY) HE3aBUCUMO OT BHJIa ydeTa pabo4ero BpeMeHU.

2.5. Tlo kaxaoMy CHHCOYHOMY pabOTHHKY, a Takke paOOTHHKY, NPHHATOMY Ha paboOTy IO
COBMECTUTEILCTBY M3 JPYyrol OpraHu3alnuy, B TaOenae TOJDKHBI ObITh 3alOJIHEHBI CJexylolne
PEKBUBHUTHI: TaOENbHBIA HOMEp, GaMuiusi, HMs, OTYECTBO, Mpodeccus (IOJDKHOCTH), YHUCIO
oTpabOTaHHBIX THEH, YHCIO OTPaOOTAHHBIX YacoB, B TOM YHWCIIE HOYHBIX, CBEPXYPOUYHBIX, YacOB
paboTHI B BBIXOJHBIE U HEPAOOUHE Mpa3qHUYHBIE JHU, YUCIO JHEH HESBOK, B TOM YHCIIE 10 IPUYHHE
BPEMEHHOW HETPYI0CIOCOOHOCTH, OTITYCKa U T. II.

2.6. OTmeTku B Tabelie 0 IpUYMHAX HEIBOK Ha paboTy, 0 paboTe B peKMME HEMOJHOTo paboyero JHs,
0 CBEpXYPOYHOH paboTe W JPYrHX OTCTYIUICHHUSX OT HOPMAJBHBIX YCIOBUH pabOTHI JOJDKHBI OBITH
clenaHbl Ha OCHOBAHMM MOATBEPXKAAIOLIUX JIOKYMEHTOB, O(OPMIIEHHBIX HAJUIeKAIIMM 00pa3oM
(JTMCTOK HETPYAOCTIOCOOHOCTH, CIpaBKa O BBHIMOJIHEHUH TOCYAapCTBEHHBIX WM OOIIECTBEHHBIX
00s13aHHOCTEH, IPUKA3 O MPEJOCTABICHUH OTIIYCKA U T. I1.).

2.7. Tabenb cocTaBisieTcs B OJHOM D3K3EMIUISIPE PYKOBOJIUTENEM MOJpPA3/IECNCHUs] WIH APYIrHUM
OTBETCTBEHHBIM JIHIIOM.

2.8. Bxmiouenue B Tabenb paOOTHUKOB M HMCKIIOYCHHE W3 HEro IMPOM3BOJIUTCS Ha OCHOBAaHUHU
CIIEIYIOIIUX JTOKYMEHTOB IO YYeTy KaJpoB: NpHKa3 o mHpueMe paboTHHKA Ha paboTy, IpUKa3 o
nepeBojie paboOTHHKA Ha JPYrylo paboTy; MpUKa3 O MPEeKpalleHuN ACUCTBUS TPYAOBOTO JAOrOBOpa C
pabOTHHUKOM.

2.9. Tabenp mociae TOANMUCAHHUS PYKOBOAWTENIEM TMOApPA3ACICHUs, PAOOTHUKOM OTIENa KaapoB
nepeaaeTcsi B OyXrajaTepuio.

2.10. TlpuBneueHue paOOTHUKOB K CBEPXYpPOUHOW paboTe, paboTe B BBHIXOAHBIC W Hepabouue
Mpa3gHUYHbIE JHU MPOU3BOJUTCS B CIIydasX M MOpPsSAKe, MPEeIyCMOTPEHHBIX TPYIOBBIM
3akoHoJiaTeNbecTBOM Poccuiickoit denepaimy, Ha OCHOBAaHMM TpuKa3za 3aBenytrouuid  MBJIOY
«/lerckuit cax komOuHUpOBaHHOTO BHIa No26 «/[rorimoBouka» 3MP PT».

3. O0s13aHHOCTH JOIKHOCTHBIX JINIY
NMPU CYMMHPOBAHHOM y4eTe pado4yero BpeMeHHn

3.1. CyMMuUpOBaHHBIH Y4eT OCYIIECTBIIIETCS HA OCHOBAHWHU JAHHBIX Tabess ydyeTa HCIOJIb30BAHHS
paboyero BpeMeHHU U BeIETCS Ha Ka)JI0r0 paOOTHUKA MOMECSYHO.

3.2. PykoBoauTenb mojapa3aeneHus, rie NpUMEHeTCs CYMMUPOBAHHBIN y4eT, Ha OCHOBaHHH JaHHBIX
00 oTpaboTaHHOM BpEMEHHU 00ECIICUYNBACT:

3.2.1. mpOOOMKUTENBHOCTh pabodyero BPEMEHU KaKJIOTOo pa0OTHHMKA 3a YYETHBIM MEpHoj, He
MIPEBBIIIAIONTYI0 HOPMBI pabOUYNX 4acoB;

3.2.2. mpepocTaBlieHME B paMKax YYETHOIO TNepHoJa JOTOJHUTENBHBIX BBIXOJHBIX JHEH 1160
COKpAIlleHHE BPEMEHH €KEIHEBHOM paboThl (CMeHbl pabOTHHKAaM, MO KOTOPBIM €CTh MPEBBILICHUE
HOPMBI pPabOYMX YaCOB, IIyTEM COCTABJIECHUS UHIUBUAYATIHHOTO Ipaduka paboThl (CMEHHOCTH)).

3.3. JlanHple 06 0TpaOOTaHHOM BPEMEHHU MPEJOCTABISAIOTCS JIUIIOM, OCYLIECTBISIOIIUM KOHTPOJb 32
UCIOJIb30BaHMeM pabodero Bpemenu B 1ienioM o MBJIOY «Jletckuii can KOMOMHHUPOBAHHOTO BUIA
No26 «/IrorimoBouka» 3MP PT» exxemecsuHo.

3.4. PykoBOIUTENb CTPYKTYPHOTO TMOJpPA3JECHUs, JPYroe OTBETCTBEHHOE JIUII0 B CTPYKTYpHOM
M0JIpa3/ielIeHuH 00sI3aHbI:

3.4.1. BecTH TOUHBIN y4eT BpeMeHH, (pakTHuecku oTpabOTaHHOTO KaXIbIM PaOOTHUKOM;



3.4.2. BeCTH TOYHBIH y4eT CBEpXYPOUHBIX paboT 3a MpeAersaMyu YCTAaHOBICHHOUW MPOJI0JIKUTEIBHOCTH
pabouero BpeMeHH, €KEAHEBHOW pabOThl (CMEHBI), padOT B BBIXOJHBIC M Hepabouue Mpa3aHUYHbIC
JTHU HA Ka)KJ0T0 pabOTHHKA, IPUBJICYEHHOTO K JaHHBIM paboTaMm.

3.4.3. mpuHUMAaTh MepbI, YTOOBI MPOJOJKUTEIBHOCTh CBEPXYpPOUHOH paboThl, HE MpeBbIIIANA IS
Ka)/10T0 pabOTHHKA YETHIPEX YaCOB B T€UEHHUE JIBYX JHEH moapsa u 120 yacoB B rof.

3.5. PaGotHuk, oTpaboTaBIMii Bce MPeLyCMOTPEHHbIE TPa(KOM CMEHBI, P CYMMHPOBAHHOM Y4eTe
paboyero BpeMEeHH MOIydaeT HOJIHYIO MECSIYHYI0 3apaboTHYO 1u1aty. [Ipu HenoixHo# oTpaboTKe cMEH
1o rpauKy, oriaTa mpoOU3BOIUTCS MPONOPIMOHATIHHO OTPAO0TAHHOMY BPEMEHH.

[Tpunoxxenue Ne 1
K [I0J105k€HNI0 O CYMMHUPOBAHHOM y4ETE
pabouero BpeMeHH!
I[NEPEUEHD

JOJIKHOCTEH, 110 KOTOPBIM YCTAaHOBJIEH CyMMUPOBAHHBIN y4eT pabo4yero BpeMeH!

1. Cropox



