


1. OBIIME HOJIOKEHUA
1.1.  Hacrosmee Ilonoxxenue BBoAUTCA Ha OocHOBaHUM CT. 91 Tpynosoro koxekca Poccuiickoii
QDenepaniil ¢ LETBIO CHCTEMATH3AIMHU Mpolecca coopa u obpaboTku MHPOPMAIMU O 3aTpaTax
pabouero  BpemMeHHm  paboTHHKaMH  [OCymapCTBEHHOro  OFOJUKETHOTO  JOUIKOJBHOTO
00pa30oBaTENBLHOTO yUpeKaeHHUs AeTCKOro cana Nel42 obmiepa3BuBaroiero Buaa ¢ MpHOPUTETHBIM
OCYILIECTBJIEHUEM [ESTeNbHOCTH NO (usndeckoMy pasButHio aereil Hesckoro paiiona CaHKT-
[Terepbypra (manee - I'BJI0Y)
1.2.  Jna Bemenus TabenapHOro ydera pabodero Bpemenm llpmkasom 3zaeenyromero [I'BJIOY
HA3HAYAIOTCsl OTBETCTBEHHBIE JINIA U3 YKcia pabOTHUKOB 00pa30BaTEIbHON OpraHU3aluH.
1.3. B nomKkHOCTHBIE O0SI3aHHOCTH PaOOTHUKOB, OTBETCTBEHHBIX 33 TAaOENbHBINA YUYET, BBOIATCS
byHKUMH:
KOHTPOJIb (hakTHdeckoro BpemMeHHn mnpeObiBanus cotpynHukoB I'BJIOY nHa pabote m BeneHue
TabEBPHOrO yueTa ¢ OTBETCTBEHHOCTBIO 3a MPABHJIBHOE OTpakeHHe B Tadene pabodero BpeMeHH
COTPYZIHUKOB U CBOEBPEMEHHOCTD MPECTaBICHUS Tabessl Ha Pacyer.
1.4.  JIna ucnoiHeHus 00s13aHHOCTEH paOOTHHUK, OTBETCTBEHHBIH 3a TaOEIbHBIN yUeT:
- BEJIET y4eT LITaTHOI'O COCTaBa COTPYIHUKOB;
- HA OCHOBaHMHU JOKYMEHTOB (TIPUKA30B IO JINYHOMY COCTaBY M OOIIMM BOMPOCaM) BHOCHUT B
CIHMCOK M3MEHEHUS], CBA3aHHBIC C IPUEMOM, YBOJBHEHHEM, MEpEeMEIeHneM, U3MEHEHNEM rpaduka
paboThI, pa3psimoB (KaTeropuii), MperoCTaBICHUEM OTITYCKOB U T. 1.;
- OCYIIECTBIISIET KOHTPOJIb CBOEBPEMEHHOCTH SIBKH Ha padoTy U yxoaa ¢ paboThl, HAXOXKICHUS
Ha pabodyeM MecTe COTPYAHUKOB C u3BemeHueM pykosoautens [ BJIOY o HesBkax, omo3maHusX,
MPEKIEBPEMEHHBIX YX0/1axX U IPUUYMHAX, UX BbI3BABLIMX;
- KOHTPOJIUPYET CBOEBPEMEHHOCTb MPENOCTABIEHUS] M  TMPAaBWIBHOCTE  OQOPMIICHUS
IOKYMEHTOB, IOATBEPKAAIOIINX MTPABO COTPYIHUKOB Ha OTCYTCTBHE Ha pabO4YeM MECTe: JINCTKOB O
BPEMEHHOH HETPYAOCTIOCOOHOCTH, CITPABOK MO YXOAY 32 OOJBHBIMH, MOJIMUCAHHBIX PYKOBOIUTENIEM
YBOJIbHUTEJBHBIX U IPYTHUX;
1.5. B cnyyae HEBO3MOXXHOCTH BPEMEHHO HCIOJHATH OOS3aHHOCTU IO BEACHUIO TaOEIbHOTO
yudeTa Ha3HaueHHBbIM coTpyAHUKOM, pykoBoauTenb ' BJIOY nyrem nznanus I[Ipukasa Ha 3TOT nepuon
Ha3Ha4yaeT OTBETCTBEHHOIO UCIIOJHUTEIS.
1.6. Bce corpynHuku, B OOSI3aHHOCTH KOTOPBIX BMEHEHO BeIeHHE TaOeNbHOro yd4era, B
00s13aTeIbHOM TOPSAKE 3HAKOMSTCS ¢ HacTosIuM [1otoskeHneM moJ pociuch.
2. JKYPHAJIBI YUETA OTCYTCTBHS COTPYJIHUKOB
2.1.  XKypnan y4dera OOJBHUYHBIX JIICTOB - JOKYMEHT, OTPAXKAtOIIUi (PaMUIIHIIO, UMS, OTYECTBO
COTPYZIHHUKA, €0 NOJUKHOCTD, MOAAPAa3ACICHNE, NaTy, TeKymee (¢ 10 ), MPUYHUHY OTCYTCTBHSI Ha
pabouem mecte, ocHOBaHHe. IlepcoHanmbHBIE CBENEHHs] O COTPYIHUKAX, a TaKKe Jata M BpeMs
OTCYTCTBUS COTPYAHHUKA (PUKCHPYIOTCS B JKYpPHAJaxX OTBETCTBEHHBIM 3a TaOeNnbHBIN yueT padouero
BPEMEHH HAa OCHOBAHMHU 3aBEPEHHBIX 3asIBJIICHUH, CIPABOK-BBI3OBOB M3 y4UeOHBIX 3aBENCHUN WU
OOJBHUYHBIX JIUCTOB.
2.2, B cinydae HenpencCTaBi€HUs B YCTAHOBJIEHHOM MOPSAJAKE MNOATBEPXKIAIOIIMX ITOKYMEHTOB
NPUYIMHON OTCYTCTBHUS CUUTAETCS CAMOBOJIbHBIN YXOI ¢ paboyero mMecra.
2.3.  Ecnu coTpyIHUK OTCYTCTBOBAJ OoJiee 4 4acOB MOAPSA U TOKYMEHTHI, IIOATBEPKAAIOLINE €r0
IIPaBO Ha OTCYTCTBHUE, B YCTAHOBJICHHOM NOpPSAKE HE MPEIACTAaBJIEHbI, COTPYAHUKY MPOCTABIAETCS
nporyn u pabouuii AeHb oriare He MomIekuT, B cooTBercTBum ¢ . 6 a ct. 81 TK P®. Iporyn
odopmisieTcs B MOPSAKE, YCTAHOBICHHOM TPYIOBBIM 3aKOHOAATEIBCTBOM.
24. IlpaBunma BemeHHWsI >KypHaja y4eTa OTCYTCTBYIOIIUX COTPYAHHUKOB pa3pabaThIBatOTCS
OTBETCTBEHHBIM 32 TaOEJbHBIN yueT padouero BpeMeHH U yTBepkaaroTes 3asenyromum [ 510V,
3. IMPABIJIA 3AITIOJTHEHUSA TABEJIA
3.1.  CoTpynmHuKH, OTBETCTBEHHbIC 3a TaOeNbHBIA yueT padodero BpEeMeHH, 3aIONHSIOT Tabeb
ydera pabouero Bpemenn B popmate Excel u pacnedarsiBarot ero Ha Oymare. [loanucannsiii Tadenb
yuera pabodyero BPEMEHH IepenaeTcsl B IEHTPAIM30BAHHYI OYyXTalTepPHIO Ui HAYUCIIECHUS
3apabOTHON MJIATHL



3.2, Tabenp yuera pabodero BpeMeHU COAEPKHUT MOANUCH COTPYIHUKA, OTBETCTBEHHOTO 3a €ro
BE/ICHHE, a TAK JK€, BU3Y HEMOCPEACTBEHHOTO pyKoBoauTesl. I1oanmch OTBETCTBEHHOTO COTPYAHHUKA
U BU3BI PYKOBOIHTEJIECH COAEpIKaT: HAaMMeHOoBaHMe nojukHoCcTH, @.M.0O., moanuck, naTy NOANUCaAHMSL.
3.3. ®opwma Tabens ydera pabouero BPEeMEHH M pacyera 3apadOTHOH TMAThI Ui Ka3€HHBIX
yupexxaenuit (Ne 0504421) ycranosnena npukasoM MunduHa Poccun ot 15.12.2010 r. Ne1731 "O6
yTBepKIeHNH (OPM TEPBUYHBIX YYETHBIX IOKYMEHTOB M PETUCTPOB OyXrajTepcKkoro yd4éra
NPUMEHSIEMBIX OpraHaMH TOCYAAapPCTBEHHOW BJAacTU (TOCYAapCTBEHHBIMH OpPTraHaMH), OpraHaMu
MECTHOTO CaMOYIPABJICHUS, OPraHaMH YIIPaBJIEHUs] TOCYJApCTBEHHBIMH BHEOHOIKETHBIMU
¢doHIaMH, TOCYHAPCTBEHHBIMHM aKaA€MHUSMH HayK, TOCYIapCTBEHHbIMU (MyHULIUTIAIBHBIMU )
YUPEKACHUAMH 1 METOINUECKUX YKa3aHUH M0 UX NpUMEHEeHUIo» (nanee - MHCTpyKuus).

3.4. llpu ucnonp3oBaHuu Tabens ydera padbodero BpemeHu ¢opmbl Ne 0504421 momyckaercs
BKJIFOUEHHE IOTIOJHUTEIbHBIX Ipad), OMHAKO HENb3s yAASITh CyllecTByromue rpadel. BrocnMble
U3MEHEHHsI JOJDKHBI ObITh OOPMIIEHBI COOTBETCTBYIOIIUM OPraHU3AIOHHO-PACTIOPSAUTEIBHBIM
JOKYMEHTOM yUpexaeHus (Hampumep, MpaBUiIaMH ydeTHOW mnoymtuku). OO 3TOM TrOBOpHUTCA B
Ilopsinke mnpuMeHeHWs YHUPUIUPOBAHHBIX (OPM MEPBUYHOH YYETHOH JOKYMEHTALWH,
yTBep:kaeHHOM [loctanoBnenuem ['ockomcrara Poccun ot 24.03.1999 Ne 20.

3.5. Tabenp ydyera pabouero BpeMEHU OTKPBIBAETCS €XKEMECSYHO 3a JBa-TPU IHS A0 Havasa
pPacYeTHOTO NepuoJa Ha OCHOBAHMHU Talens 3a MPOLUIbIA MECSALl W 3aIlOJIHAETCS Ha OCHOBAHWU
JOKYMEHTOB IO y4eTy JINYHOTO COCTaBa: NMPHUKA30B O pueMe Ha padoTy, nepesoze, yBoibHeHNH. K
CoIep KaHMIO Tadess yuera pabodero BpeMeHH MPEeAbsIBISIIOTCS Cieayromue TpedoBanust: JlaHHbIe O
COTPYZIHHUKAX BHOCATCS B Tabenb yuera pabodero BpEMEHH B CTPOTOM COOTBETCTBUH C UCTIOJTHEHNEM
IITATHOTO PACMUCAaHMA. 3anojiHeHne Tadesss OCYINECTBIATHCS METOJOM CIUIOIIHOW PerucTpanuu
SBOK M HEsIBOK Ha paboty. Bepxuss crpoka (dpopmer Ne 0504421) mpumensieTcst Uil OTMETKU
yCIOBHBIX O0OO3HaueHWi (KoAoB) 3arpaT padouero BpPEMEHHM, a HWKHAA - U1 3alucu
MPOAOJDKUTEIBPHOCTH OTPa0OTAaHHOTO BpeMEHH (B 4acax, MUHYTax) MO COOTBETCTBYIOIIUM KOIaM
3aTrpar pabodero BpeMeHH Ha Kaxnayro naty. [Ipu oTpaskeHHH HEsBOK Ha padoTy, y4eT KOTOpPBIX
BeAETCS B JHIX (€XKEerogHblii OCHOBHOW orutaunBaeMmblii otnyck (OT), mHM BpeMeHHOM
HeTpynocnocobHoctu (b), ormyck 0e3 coxpaHeHus: 3apadotHoit mwiatel (J{O), HEBbIXOH HA BpeMsi
UCTIOJIHEHUSI TOCyNapCcTBeHHBIX obOs3anHOCTEN (I7), €XKEeromHelli NOMONHUTENbHBIH OTHyCK Oe3
coxpaHenus 3apadotHoil miate ([1b)) B Tabene B BepxHel cTpoke B rpadax MpOCTABISIOTCS TOJBKO
KOJbI YCIOBHBIX 0003HAUEHUI, a B HIDKHEH CTpoke rpadsl ocrarorcs mycteiMu. [Ipu 3anonHeHun
rpad 5 u 6 Tabenst B BEPXHUX CTPOKAX MPOCTABIISIETCS KOJMYECTBO OTPAOOTAHHBIX THEH, B HUKHUX
CTPOKAxX - KOJMUYECTBO 4aCOB, OTPAOOTAHHBIX KaXKIbIM COTPYIHUKOM 3a YUeTHBIN nepuon. B Tabene
(¢. Ne0504421) peructpupyroTcs TOJBKO ClIydad OTKJIOHEHHH OT HOPMAJIbHOTO HCTOJb30BAHHS
pabouero BpeMeHH, YCTAaHOBJIEHHOTO MPABUIIAMHU BHYTPEHHETO TPYIOBOTO pacnopsinka. B BepxHei
MIOJIOBUHE CTPOKHU IO KaXXIOMYy COTPYAHHUKY, Y KOTOPOTO UMENHCH OTKJIOHEHHUs] OT HOPMAaJBbHOTO
UCITIOJIb30BaHUsT pabovero BpPEMEHH, 3aIMCHIBAIOTCS Yachl OTKJIOHEHWH, a B HIDKHEH - YCJIOBHBIC
0003HaueHMsI OTKJIIOHEHUH. B HIOKHEH CTpOUKe 3aIMChIBAIOTCS TAKXKE Yachl pa0OTHI B HOUHOE BPEMSI.
Ecnu y omHOTO ¥ TOTO K€ COTpYIHUKA B OJJUH U TOT K€ MEPUOJT B UCTIOJIb30BAHUH pabovero BpeMeHH
HUMEJIOCh JIBa BHZIA OTKJIOHEHMH, OJJHO M3 KOTOPBIX - paboTa B HOYHOE BPEMs, TO HWKHAA 4acTb
CTPOKHM 3arOJHSAETCS OPOObI0, YHCIHUTENb KOTOPOH - yCiIOBHOEe O0O3Hau€HHE OTKIOHEHHWH, a
3HAMEHaTeNlb - HOYHble Yachl. [lpum Hammuum Oojiee ABYX OTKJIOHEHWH B OIMH JACHb (paMuivs
coTpynHHUKa B Tabene mosTopsieTcs: 2 pa3a. Eciau B Teuenune rona B ['BJIOY npuHuManuch HOBbIE
COTPYZIHHUKH, OHU TMOJUIEXkKAT 00sI3aTEIbHOMY BKJIFOUEHHUIO B Tabenb ydera pabodero BpemeHu. Jlus
OCYILIECTBJICHHs BBIIUIAT B MEXKPACUETHBIN MepHoa (YBOJbHEHHE COTPYIHHKA, YXOI B OTIYCK) B
LEHTPAIN30BAHHYIO OyXTalNTepHIO MPEACTABISIETCS BPEMEHHBIH Tabenb yuera pabodero BpeMeHH,
MOKA3aTeN B KOTOPOM MPOCTABJISIFOTCS TOJIBKO MO KOHKPETHOMY cOoTpyaHuKY. Ilpu ¢popmupoBannu
Tabenst yuera pabodyero BpeMEHHM KaJeHOApHBbIE THH MeECsa PacdeTHOrO MEpPHOAa A0 NPUHSTHS
COTPYZIHHUKA U (MJIM) TIOCNIE €ro YBOJBHEHUS 3arONHAIOTCS npouepkoM. [lopsakoBas Hymepanus B
rpade 1 BemeTcst MO CTaBKaM COTPYAHMKOB, BHECEHHBIX B Ta0enb ydera pabodyero BpeMeHH, €CIH
COTPYZIHHUK B NaHHOM YupekaeHHH padoTaeT Ha pa3HbIX CTABKAaX, HA HErO BBIEISIETCS CTOJIBKO
MOPSIAKOBBIX HOMEPOB, CKOJIBKO CTaBOK OH 3aHUMaeT. @aMuius, UMsl, OTUECTBO 3aITUCHIBAIOTCS B



rpade mosHoCTHIO. IIpy 3TOM TIHAaTEIBHO BBIBEPSETCS HANMUCaHWE (HAMIUTUU, UMEHH U OTYECTBA B
cilydae PacxXOXKIEHHsI MPUHITOTO Ha3bIBAHUsS COTPYOHHMKA M €ro JOKYMEHTOB. B ciyuae cMeHBI
(dbaMuIK, UMEHU, OTYECTBA, HOBBIE JAHHBIC BHOCATCA B Tadeib ydera padodero BpEMEHHU TOJBKO
NocJie U3aHUs OTAEJIOM KaJPOB COOTBETCTBYIOLIETO MPHKA3a IO JJMYHOMY COCTaBy YupexaeHus. B
rpade «IOJDKHOCTEY YKa3bIBAETCS AOJDKHOCTh COTPYOHHMKA B CTPOTOM COOTBETCTBHH CO IITATHBIM
pacnmcanueM. B 3Toli ke rpade ykaspiBaeTcss konmmuectBo c¢taBok (1, 0,5, 0,25 u T.4.) wim HOpMa
4acoB B Henemo. Paboumne 4achl COTPYOHHMKAM, KOTOPBIM YCTAHOBJIEH OKJIAJ, MPOCTABIISIOTCS B
CTPOTOM COOTBETCTBUHU C rpaduxom padotsl (8 wacos, 4, 2, 24, 12, 1,5 u 1.1.). CoTpynHukam,
KOTOPBIM YCTaHOBJIEHA YacoBasi Tapu(Has CTaBKa, MPOCTABISIETCS (PAKTUIECKH OTPadOTaHHOE BpeMs
C TOYHOCTBIO JIO AECATHIX fnose yaca. COTpyIHUKH, HAXOISAIINECS B OTITYCKE IO YXOy 3a peOeHKOM
B Bo3pacTte 1o 1,5 unu 3 net, B Tabenpb yuera pabouero BpeMeHu He BHOCATCS. [Ipu HeoOxoauMocTu
OpraHu3aluy padOThl B BBIXOAHON MIIH HEPaOOUH Ipa3qHIYHBINA A€Hb U3A€TCSl COOTBETCTBYIOIIUN
npukas. OrpaboTraHHOe B HEpaOOUMH MPa3IHUYHBIA WM BBIXOJHOW IEHb BPEMs YKa3bIBAETCS B
TabeJie B CTPOrOM COOTBETCTBHH C Ipuka3oM. PaboTa B BeIXOAHOM (Hepabounii mpa3qHUYHbIN) AEHb
MPOM3BOJIUTCS B COOTBETCTBUHU C TOJOXKEHHEM 00 oriate Tpyna COTPYIHHUKOB VUPEKICHUS B
nBoiiHOM pasmepe. [lo skemaHWIO COTpPyAHMKA, pabOTaBIIEro B BBIXOAHOW WM Hepabouuii
NPa3IHUYHBIA A€Hb, EMYy MOKET OBITh MPENOCTABIICH APYroii AeHb OoTAbIXa. B 3TOM ciydae paboTa B
HepabouMii IeHb OTUIAYMBAETCS B OAMHAPHOM pa3Mepe, a IeHb OTAbIXA OIiaTe He moanexuT. Ilpu
COBMAJCHUH MPA3THIYHOTO 1 BBIXOJHOTO THEH BBIXOJHON A€Hb MEPEHOCHUTCS Ha CIEAYIOIUHN 1OCe
Npa3IHUYHOrO padouuil NeHb B COOTBETCTBHM ¢ TpynoBbIM kopekcoMm Poccuiickoit @enepauuu.
[IpuBnedeHue COTPYAHUKOB K CBEPXYPOUHOH padoTe, a Takke K paboTe B BbIXOAHOH (Hepaboumii
NPa3IHUYHBIA) A€Hb AOMYCKAETCS TOJIBKO C IHCBbMEHHOIO COTJIACHS COTPYOHHKOB B CIydasix,
npenycmotpernbix TK Poccuiickoii Penepanmeidi, u odopmsercss mnpuxkasoM. PaboTel, He
oopMJICHHBIE HaIIeKAIINM 00pa3oM, B Tabelie He OTpaskaroTCsa U orutate He nomiekar. OTmycka
(e>xeroiHbIE U AIMUHHUCTPATUBHBIE), OOJIbHUYHBIE JINCTHI IIPOCTABJISIFOTCS HA BCE KaJICHAPHbIE THH,
BKJIIOUAsl BBIXOJHBIE (32 UCKJIFOUYEHUEM Mpa3qHUYHbIX nHel). B Tabene ydera pabouero BpeMeHu
YKa3bIBAIOTCSA. - MPOAOJDKUTENBHOCTb PabOThI, BBIMOJNHSIEMOH COTPYIHUKOM B TEUEHHE
YCTAHOBJIGHHOW €My MpPOAOJDKUTENbHOCTH pabouero aHs (cMeHbl) B nopsiake cr. 60.2 TK P®; -
MPOAOIDKUTEIBHOCTD PAOOTHI, BBINOJIHAEMON COTPYIHIKOM C HEHOPMUPOBAHHBIM pabounM THEM 3a
npeaeaMu YCTAaHOBJICHHOH eMy POAOJLKUTETbHOCTH padodero Bpemenu B mopsinke cr. 101 TK PO.
Yuer BpeMeHH, OTPabOTAHHOTO COTPYOHHKOM C HEHOPMHPOBAaHHBIM pabodynM OHEM IO
pacropspKkeHHI0 padoToaaTess 3a NMpeAeIaMHu YCTAaHOBICHHOTO €My padouero BpeMEeHH, BENETCs B
Kypnane yyera padouero BpeMeHU COTPYAHHKOB ¢ HEHOPMHPOBAHHBIM padouuM nHeM. OT4EeTHBIM
nepruoIoM AJisl yueTa B Tabese pabouero BpeMeHH YCTAHABJIMBAETCS OIWMH KaJeHAApHBIA Mecsl (¢
NEPBOTO MO TOCJIEAHEeE YHCIO BKIIOYUTENBHO). Y CTAaHOBJEHHBIH pekuM padouero BpeMEHU
COTPYZIHUKA JOJDKEH COOTBETCTBOBATH (pakTHUECKOMY oTpadoTaHHOMY BpeMeHH. B Tabene yuera
pabouero BpeMeHHU He Pa3pelIaoTCs HUKAKUe UCTIPABIEHHs M IOTIOIHUTENIbHbIE IOMETKU. B koHIe
Mecsila COTPYIHHUK, OTBETCTBEHHBIH 3a BeAeHHE Talens yuera pabo4yero BPEMEHH, OINpenessieT
oflee KOJUYECTBO AHEH (4acoB) SIBOK, MHEH (4acOB) HESBOK, a TaK K€, APYroe KOJIMYECTBO 4acOB
1o BuAaM nepepaboTok (3amerneHue, padoTa B Mpa3gHUYHBIC JHH, HOYHBIC YaChl U APYTHE BHUIIbI
OTLIATBI) C 3aMUCHI0 UX B COOTBETCTBYIOMIME rpadbl. 3anoHeHHbIH Tabenb yueTa paboyero BpeMeHu
U JPyrue JOKYMEHTHI, O(QOPMIIEHHBIE COOTBETCTBYIOIIUMH IOJMUCIMH, B YCTAHOBJIEHHBIE CPOKH
CHAIOTCS B IEHTPAIM30BAHHYIO OYXTaNTepUIO AJIsl IPOBENEHHS] COOTBETCTBYIOIIUX PACUETOB.

4. MHOPAT0OK ®OPMUPOBAHUSA U IPEJOCTABJIEHUSA TABEJIENR

4.1. He pexe OTHOTO pa3a B HEJEIO COTPYOHHUK, OTBETCTBEHHBIN 3a TabepbHBIN yueT pabouero
Bpemenu, cobupaer no I'BJIOY namsbie 00 ucnonb3oBaHum padouero BpemeHu. Eciu ectb
OTCYTCTBYIOILIUE, IPHYUHBI OTCYTCTBHS COTPYIHUKOB.

4.2.  Bce HeBBIXOABI Ha padOTy (PUKCUPYIOTCA B XKypHajax u npukasax no I'bJIOV.

43. B mopsake HCKIIOUEHHs] OTHENbHBIM COTPYOHHKAM, IO 3asBJICHHIO COTPYIHUKA, MOXKET
CMeIaThbCst Bpemsi pabodero JHs.

4.4. CoTpynHUK, OTBETCTBEHHBIN 3a BeeHHe TabenpHOro ydera pabouero Bpemenu B I'b/I0VY,
7IBa pasza B MECSI COCTaBIIAET Tabenb yyera padouero BpeMeHn Ha OyMa)kHOM HOCHTEJIE: OTAEIbHO



3a TEPBYIO MOJIOBUHY KaJIEHIAPHOTO MECsIa B OAHOM 3K3EMIUIAIPE M OTAEIBHO HTOTOBBIH TaOeNb
yueTa pabouero BpeMeHH 3a BECh KaJeHAAPHBINA MeCSI] B OJJHOM 3K3eMILISpE.

45. Tabenp ydera pabouero BpeMeHH Ha OyMaKHOM HOCHUTENE TepenaeTcs COTPYIHUKOM,
OTBETCTBEHHbIM 3a BeleHHe TabenbHOTO yuera pabodero BPEMEHM B LEHTPAIU30BAHHYIO
OyxXranTepuro: - 3a MEPBYIO TOJOBHHY Mecsla - [0 15 4ucia OTYETHOro Mecsla;, - 3a BECh
KaJIEHOapHbIA MecsL - 10 30 4nucia OTYETHOTO MECALa,

4.6. Ilpm oOHapyxenmn ommOku B Tabene yuera paboyero BPEMEHU COTPYAHHKOM,
OTBETCTBEHHBIM 32 BeleHHe Tadens yuera pabodero BPEeMEHH, 3aIOJHAETCS YTOYHEHHBINH Tabeib
yueTa pabodero BpeMeHH, B KOTOPOM TOKa3aTeIH MPOCTABIISIOTCS TOJIBKO 110 TEM COTPYAHUKAM, 110
KOTOPBIM JIOMYIIEHbI OMUOKU. YTOYHEHHBIH Tabenb ydera pabo4yero BpEMEHU HAIpaBIIeTCS B
LEHTPATU30BAHHYIO OYXTaITepHIo CO CIIy:KeOHOM 3amucKoii, moanucanHoi 3apenyromum ['BJI0Y.
47  CoTpynHUK, OTBETCTBEHHBIH 3a BeleHHE TaOenpHOro yd4era pabodero BpEeMEHH B
00pa3oBaTeNbHON OPTaHU3aLIH, HECET OTBETCTBEHHOCTH 3a IOCTOBEPHOCTh CBEICHHI, OTPAKEHHBIX
B Tabeye yuera pabodero BpeMeHHU, U 3a CBOEBpEeMeHHYI cmady tabens. [lepenaua tabenst yuera
pabouero BpeMeHH MPOU3BOIUTCS MO/ MOIIHUCH B )KypHAJIE PErHCTPALIUN IBUKEHHUS JOKYMEHTOB.
5. XPAHEHUE TABEJIEA

5.1. Tabenp y4yera pabouero BpeMEHH SIBJIAETCS MEPBUYHBIM YUETHBIM HOKYMEHTOM Ha OIUIaTy
TPyZAa, TO3TOMY CPOK XpaHEHHsI €ro He MOKeT ObITh MEHee ISITH JIET, YTO yKa3aHo B CT. 17
DenepanbHoro 3akona ot 21.11.1996 N 129-@3 "O Oyxrantepckom yuetre" (pen. ot 23.11.2009).
Ecnu yumthiBaeTcsi paboTa COTPYAHHMKOB, MMEIOIIMX IPaBO HA JIBIOTHYIO MeHcuio (padora ¢
BPEIHBIMU YCJIOBUSMH TPYZa), CPOK XpaHEeHUs Tabensi He MOXKET ObITh MeHee 75 JieT.



