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IHonoxenune

0 CyMMHPOBaHHOM y4eTe paGo4yero BpeMeHH

1. O6mmue nosioxenns

1.1. CyMMHpOBaHHEBIH ydeT BBOXUTCS NPU BBIONHEHHH OTHETBHBIX BAIOB pabor,
TA€ IO YyCIOBHMAM TPOM3BOACTBA (paboOThI) HE MOXKET OBITH COOJIIOIEHA
YCTQHOBJIICHHAss 1Jid JaHHOM KareropuM paGOTHHKOB €XEeIHEBHAs WM
CXCHE/IeNIbHAs MIPOJIODKUTENIBHOCTh pabodero BpeMeHu. IlepeueHb mOMKHOCTEM
PabOTHUKOB, MO KOTOPHIM YCTAaHABIMBAETCA CYMMHpPOBAHHBIMH y4eT, yKa3aH B
npunoxenuu Ne 1 x Hactosimemy ITonoxenuro.

1.2, IIponomKUTeNbHOCTh yYETHOTO Mepuoa Ha OPENNPUATHN  JUIS  BCEX
KaTeropu pabOTHUKOB, IO KOTOPHIM IPHMEHSETCS CyMMHUDPOBAHHBI yuer,
YCTaHaBIIMBACTCA JIOKAIbHBIMU akTaMu MBOVY «I'umnazus Ne5 3MP PTy.
YYeTHbIH Meprosi OXBaThIBaeT pabodee BpeMs, B TOM YHCIE HaChl paboTsl B
BBIXOJIHBIE ¥ Hepaboure NpasAHUYHbIE HH, H BpPEMsI OTABIXA.

1.3. CymmapHas mpoJOIKMTENBHOCTs Pabouero BpeMEHHM B TEYeHHe Yy4YETHOTO
[IEpHOJIa HE NOJDKHA INPEBBIIATE HOPMAJIBHOTO 4YKCIa pabodMX HYacoB 3a 3TOT
nepuon. IIpu >ToM exesHeBHas U exXeHeeNbHas IPOLOIIKATETBHOCTD pabouero
BPEMEHH TIO IPaHKy CMEHHOCTH MOXET B OIpe/IeNeHHbIX PeIeNiax OTKIOHIThCS

OT HOPMEI paboyero JHs u paboueit Henemu. HemopaGoTka (mepepaboTka) 1omKHA



ObITh CKOPPEKTUPOBaHA B YCTAHOBJIEHHBIA YUYETHBIA MEPHOJ, YTOOBI CyMmMMa
OTpabOTAHHBIX YACOB HE MPEBBIIIAIa HOPMY pabOYHUX YaCOB YUETHOTO MEepUO/a.

1.4. PaGouee Bpems U BpeMs OTIbIXa B paMKaxX y4e€THOTO MEPHOJa PErIaMEHTUPYETCS
rpaduKOM CMEHHOCTH, KOTOPBIN yTBepxknaaercs aupekropoM MBOVY «I'umnHazus NeS5
3MP PT».

1.5. Ilpu npueme Ha padOTy, r€ NPUMEHSAECTCI CYMMHPOBAHHBINA YYET, MIEPBBIM JTHEM
YUETHOTIO MepHo/ia SBIsIETCA JIEHb ITpreMa Ha paboTy.

1.6. Ilpu yBoJbHEHHUHU C pabOTHI, IJI€ MPUMEHSIETCS CYMMUPOBAHHBIN y4eT, OCIETHUM
JHEM YYETHOTO IIEpUOoJa SBIIAETCS AEHDb YBOJIbHEHUS.

1.7. Tlpu BpemeHHOM TmiepeBojie paOOTHHKAa Ha APYryr paboTy, e MpUMEHseTCs
CYMMHUpPOBAHHBIA  Y4YE€T, YY€THbIA Tmepuoa OyIdeT paBHATHCS  KaJleHJApHOU
MPOJIOJKUTEILHOCTH MEPEBO/Ia Ha APYTyr0 paboTy (Co JHSA Hayana MmepeBoja Mo JIEHb
€ro OKOHYAHMSI BKIIFOUUTEIBHO).

1.8. Ilpu BpemMeHHOM T1iepeBoje pabOTHHKA C pabOThl, TJ€ NPUMEHIETCS
CYMMHUPOBAaHHBIM y4yeT, Ha [Jpyrylo paboTy, I/l€ CYMMHUpPOBaHHBIM Yy4eT He
MIPUMEHSETCS, KAJICHIapHOE BPEMs TaKOIo MepeBoja (Co IHA Hadajia epeBoja Mo JeHb
€ro OKOHYAHHMSI BKJIFOUUTEIBHO) UCKIIFOYAETCS U3 YYETHOTO IEPHOA.

1.9. Hopma pabouero BpeMeHH OMNPEIENAETCS B COOTBETCTBUM C MPOU3BOJACTBEHHBIM
KaJ€HJapeM Ha KaXIbll KaJCHOApHBIA TOJ, C YYETOM OTPAHWUYEHHUN TIO
OPOAODKUTEIBHOCTH pabodero AHs, paboued Henenu | JAPYTUX OTpaHUYEHUM
IPOJOJDKUTEILHOCTH PabovYero BpEMEHH, YCTAHOBJICHHBIX TPYIOBBIM KoJeKcoM PD.
HopmanbHoe ymucino paboymx 4acoB 3a YYETHBIM NEpHOJ ONMpENeNsieTcss UCXOAs W3
YCTaHOBJIEHHOU IS JAHHOU KaTeropuu pabOTHUKOB €KEHEICIIbHOU
MPOJOJIKUTEITLHOCTH pabouero BpeMeH! B COOTBETCTBUU C TpeOOBaHUsIMU cTaThi 104
TpynoBoro konaekca P®. Jlns paGoTaromux HEMOJHBIA WIM COKpPAIICHHBIM padoumnii
IeHb (CMEHy, HeeN0) HOPMaJbHOE YUCIO padOyuX YacoB 3a YYETHBIH MEPHOJ

COOTBCTCTBCHHO YMCHBIIIACTCH.

2. ITopsaaok ydyera padouero BpeMeHn



2.1. OtpabGoTtanHOo€ BpeMsi MPU CYMMHPOBAHHOM Yy4Y€T€ OMPEICISIIOT C MOMEHTa
(akTMUEeCKOro Hayaia BBINOJHEHHUS pPaOOTHUKOM TPYIOBBIX OO0s3aHHOCTEW Ha
OTpe/ieieHHOM eMy pabodyeM MecTe U J0 MOMEHTa (paKTUYECKOTO OCBOOOKICHHS OT
paboTHI.

2.2. Yyer pabouero BpEMEHHM OCYIIECTBIISIETCS MOMECSYHO Ha OCHOBAaHUM BEICHUS
Talens y4eTa UCIOIb30BaHUs pabouero BpeMeHu (fanee — tadens).

2.3. O0sA3aHHOCTH TIO BEJEHUIO TalOelsi BO3JIAraloTCsl Ha PyKOBOAMUTEINS CTPYKTYPHOIO
noJipas/ieJIeHus, IPYroro Juia, OTBETCTBEHHOIO 3a BeJeHUE Ta0es B MOApa3/ieJICHUN.
2.4. Yder HCIONB30BaHHUA PabOYEro BPEMEHH OCYIIECTBISIETCS B Talele METOAOM
pPEruCTpallii SIBOK U HESIBOK 3a KaXKIblii pabounii JIeHb (CMEHY) HE3aBUCUMO OT BHUA
ydeTa pabouero BpeMEHH.

2.5. Tlo kaxa0My CIIUCOYHOMY Pa0OTHHKY, a TaKKe pabOTHHUKY, IPUHATOMY Ha padoTy
10 COBMECTHUTENILCTBY M3 JPYroil opraHuzanuu, B TaOeje JOJKHBI OBITh 3alOIHEHbI
CJIEIYIOIIME PEKBU3HUTHI: TAOEIbHBIM HOMEpP, (aMuius, UMs, OTYECTBO, Mpodeccus
(1OJIKHOCTD), YUCIIO OTPAOOTAaHHBIX THEH, YMCIO OTPaOOTaHHBIX YacOB, B TOM YHCIIE
HOYHBIX, CBEPXYPOUYHBIX, YACOB paOOTHI B BBIXOJHBIC M Hepaboune mpa3aHUYHBIC THH,
YHCIIO JHEW HEABOK, B TOM YHCJIE MO MPUYMHE BPEMEHHOW HETPYIOCIOCOOHOCTH,
OTIIyCKa U T. II.

2.6. OT™MeTkH B Tabesie 0 MpUYMHAX HESBOK Ha paboTy, 0 paboTe B peXUME HEMOJIHOTO
pabodero aHs, O CBEPXYpOUHOM paboTe M APYTUX OTCTYIUIEHHUSX OT HOPMAaJbHBIX
ycIoBUil pabOThl JOJKHBI OBITh CHENAaHbl HAa OCHOBAaHUHU MOATBEPKAAIOIINX
JTIOKYMEHTOB, O(OPMIJICHHBIX HaJJiexanmM o0pa3oM (JUCTOK HETPYAOCIOCOOHOCTH,
CIpaBKa O BBIIIOJIHEHUHU IOCYAAPCTBEHHBIX UM OOIIECTBEHHBIX 0053aHHOCTEN, MPUKa3
O MPEIOCTABJICHUH OTITYCKa U T. 11.).

2.7. Tabenb COCTaBISIETCS B OJTHOM DK3EMIUISAPE PYKOBOAUTENEM MOJIPa3ICICHUS WU
JIPYTHUM OTBETCTBEHHBIM JIUI[OM.

2.8. Bxitouenue B Tabenb paOOTHUKOB M MCKIIOYEHUE W3 HEro MPOU3BOJIUTCS Ha
OCHOBaHUU CJEIYIOMIMX JOKYMEHTOB IO y4YEeTy KaJpOB: MPHKaA3 O MpuemMe pabOTHHUKA
Ha paboTy, MpUKa3 o0 MepeBoie padOTHUKA HAa APYTYIO0 pabOTy; MPHUKA3 O MPEKPaICHUN

JNENUCTBUS TPYJIOBOTO JIOTOBOPA C PAOOTHUKOM.



2.9. Tabenp mocie MOAMUCAHUS PYKOBOJIUTENEM IMOApA3IeICHUs, paOOTHUKOM OTAeNa
KaJpoB NepeaeTcs B OyXrajiTepuio.

2.10. IlpuBneyeHne paOOTHHUKOB K CBEPXYypOUHOW paboTe, pabdoTe B BBIXOJHBIE H
Hepalbouure Mpa3gHUYHbIC THU MTPOU3BOIUTCS B CAyYasiX U MOPSIKE, MPEAYCMOTPEHHBIX
TPYAOBBIM 3aKOHOJaTenbcTBOM Poccuiickoii ®enepanuu, Ha OCHOBAHHMU IIpHUKa3a

nupektopa MBOY «I'umnazus Ne5 3MP PT».

3. O0513aHHOCTH JOJKHOCTHBIX JIHIL

NpU CYMMHPOBAHHOM Y4eTe padoyero BpeMeHn

3.1. CymMMupOBaHHBI YYET OCYHIECTBISIETCS Ha OCHOBAaHMM JAHHBIX Tadens yuera
HCIIOJIb30BaHUs pab0YEero BpEMEHHU U BEJETCS Ha KaXKA0ro pabOTHHKA TOMECSYHO.

3.2. PykoBoauTENnb NOAPA3ACICHUS, TI€ NPUMEHAETCS CYMMHpPOBAHHBIM YyYeT, Ha
OCHOBAaHHHM JIaHHBIX 00 0TpabOTaHHOM BPEMEHU 00ECIIEYMBAET:

3.2.1. HPONOKUTETHLHOCTh PabOYero BPEMEHH KaXJoro pabOTHHKA 3a YYETHBIN
Mepro/l, HE MPEBBIIIAOITYI0 HOPMbI pa00YUX YaCOB;

3.2.2. mpeaoCTaBIEHUE B PAMKAX YYETHOTO TIEPUOJA TOMOJHUTEIIBHBIX BEIXOJIHBIX THEU
00 COKpalleHUEe BPEMEHH €KETHEBHOW pabOThl (CMEHBI paOOTHUKaM, MO KOTOPHIM
€CTh TMPEBBIIIEHHE HOPMBI PabOYMX YacoB, MYTEM COCTABJICHUS WHIUBUAYAIBHOTO
rpaduka paboTsl (CMEHHOCTH)).

3.3. Jauubie 06 oTpabOTaHHOM BPEMEHH MPEIOCTABIISIOTCS JTUIIOM, OCYIIIECTBIISIONIAM
KOHTPOJIb 32 UCIOJb30BaHUEM pabouero BpeMeHnu B 1esioM o MBOVY «I'umnazust Ne5
3MP PT», exemecsiuHo.

3.4. PykoBomuTeNnb CTPYKTYPHOTO MOAPA3ACIICHUSA, JIPYrOo€ OTBETCTBEHHOE JMIO B
CTPYKTYPHOM MOJpa3ACICHUH 00S3aHBbI:

34.1. BecTH TOYHBIH Yy4YeT BpEMEHHU, (aKTUYECKH OTPAOOTAHHOTO KaXKIBIM
PabOTHUKOM;

3.4.2. BecTH TOYHBIA y4Ye€T CBEPXYPOUHBIX pabOT 3a MpeAesiaMH YCTAaHOBJICHHOU
MPOJIOJDKUTEITLHOCTH Pab0dyero BPEMEHM, €KETHEBHOW paboThl (CMEHbI), padoOT B
BBIXOJIHBIC U Hepabouue Mpa3IHUYHbIC JTHU HA KaKJIOro pabOTHUKA, MIPUBICUYEHHOTO K

JaHHBIM padoTam.



3.4.3. mpuHUMAaTh MeEpbl, YTOOBI MPOAOKUTEIBLHOCTH CBEPXYpPOUHOU pPaOOTHI, HE
OpeBblIIaa i1 KaKI0ro padOTHUKA YETHIPEX YACOB B TEUEHUE ABYX JHEW MOAPAI U
120 gacos B roa.

3.5. PaGoTHuk, oTpaboTaBmIMii BCE MNPEAYCMOTPEHHBIE TpadUKOM CMEHBI, TpU
CYMMHPOBAHHOM y4eTe pab04yero BpEMEHHU IMOJIyYaeT MOJHYI0 MECAYHYIO 3apabOTHYIO
wiary. Ilpu HemonHOW oTpaboTke cMeH 1o TpaduKy, oOIjata MPOU3BOIUTCS

IPOIMOPIIMOHATIEHO OTPAOOTaHHOMY BPEMEHH.

[Ipunoxenune Ne 1
K [loy10’keHNnI0 0 CYMMHUPOBAHHOM yYeTe
paboyero BpeMeHu

[MTEPEYEHb

JIOJKHOCTEM, 10 KOTOPHIM YCTAHOBIIEH CYMMHUPOBAHHbBIN y4eT pabouero BpeMeHu

1. Cropox



