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1. O0mue mo/I0KeHus

1.1. CyMMHpOBaHHBIN yueT BBOAWTCS TPU BBITIOJIHEHWHU OTAEIbHBIX BUIOB PAa0OT, T/ie 10 YCIOBUSIM
npousBofcTBa (paboTel) He MoXKeT ObITb COO/MIO/leHAa yCTaHOB/IEHHAasl AJIsi JIaHHOM KaTeropuu
pPabOTHUKOB eXe/IHEBHAs WM eXeHeJe/bHas MPOJO/IKUTENLHOCTE pabouero BpemeHU. I[lepeueHb
JO/DKHOCTel pabOTHMKOB, TIO KOTOpPBIM YCTaHAaB/IMBAeTCS CYMMMPOBaHHBIM ydYeT, yKa3aH B
nipuioxkeHuu Ne 1 K Hactosiemy [lonoxeHuto.

1.2. TIpoI0/HKUTETLHOCTD YUETHOTO TePUOo/ia Ha TIPEATPUSATHN [Tl BCEX KaTeropvii pabOTHUKOB, 110
KOTOpPBbIM TIPMMEHSIeTCSI CyMMHPOBAHHBIM YYeT, yCTaHaB/IWBAeTCsl JIOKa/JbHbIMU akTamu HMBOY
«'mmHa3uss Nell»». YueTHbINM Tepuoj, OXBaTbiBaeT pabouee BpeMsi, B TOM UYMC/Ie Yachl PabOThI B
BBIXO/IHbIE U Hepaboure Tpa3JHUYUHbBIe IHU, U BPeMs OTAbIXa.

1.3. CymmapHasi TIpO/I0/DKUTE/IbHOCT pabouero BpeMeHU B TeueHHe YUeTHOTO Tieprofia He JJO/DKHA
MIpeBbIIIaTh HOPMAa/IbHOTO YKMC/Ia pabouuxX YacoB 3a 3TOT mepuoi. [Ipu 3TOM exemHEBHas M
e)XeHe/lellbHasi TIPO/IO/DKUTEIbHOCTh pabouero BpeMeHW TIO0 TrpaduKy CMEHHOCTH MOXeT B
OTpeZie/IeHHBIX TIpeZiesiax OTK/IOHATBCS OT HOPMbI pabouero nHs u paboueli Hegenmu. Hemopaborka
(mepepaboTka) mo/pkKHA OBITH CKOPPEKTUPOBaHA B YCTAHOBJIEHHBIMA yUETHBIM MepUoj], UToObl CymMMa
0TpaboTaHHBIX YaCOB He TPeBbIIIajia HOPMY PabOUMX YacOB YUeTHOTO Meproza.

1.4. Pabouee BpeMsi U BpeMsi OT/bIXa B paMKax YYeTHOTO MepHo/ia PernaMeHTHpYeTCs rpadyukom
CMEHHOCTH, KOTOPbIN yTBepxkAaeTcst pykoBoauteneM HMBOY «['mMHazus Nell».

1.5. Tlpu npueMe Ha paboTy, ryje TIPUMEHSIETCS CYMMUPOBaHHBIN yueT, TIepBbIM /IHEM YUYeTHOTO
nepyo/ia sIBJISIeTCs JieHb TIpreMa Ha padoTy.

1.6. HPI/I YBOJ/IbHEHUHN C pa6OTbI, rae IpUMeEHAeTCA CyMMI/IpOBaHHbe/‘I yueT, nocjiegHUM [OHEM
YUYeTHOro repuojad ABjIdeTCda JeHb YBO/IbHEHMSA.

1.7. Tlpu BpeMeHHOM TiepeBoZie pabOTHHKA Ha JIPYTYIO paboTy, T7e MpPUMeHsIeTCs] CYMMHUPOBaHHbIN
yueT, YUeTHBIM repuoj OyfeT paBHSThCS KajeHZApHOW TMPOAO/DKUTETbHOCTH TIepeBOfia Ha [IPYTYIO
paborty (co /Hs1 Hayasia repeBo/ia 1o /IeHb ero OKOHYaHUsI BKJTFOUHTE/TBHO).

1.8. IIpu BpemeHHOM IepeBozie paboOTHHKA C PabOTHI, I7je MPUMEeHsIeTCs CYMMHPOBAHHbBIN YUeT, Ha
Ipyryto paboty, re CyMMHUDOBAHHBIN yueT He TIPUMEHSIeTCsI, KajleHZapHoe BpeMsi TaKoro TiepeBoja
(co AHs Hayasna nepeBofia IO [leHb €r0 OKOHYaHUSI BK/IFOUMTEbHO) WCK/IKUAeTCs W3 yUeTHOIOo
nepuoza.

1.9. Hopma pabouero BpeMeHH Ompe/iesisieTCs B COOTBETCTBUM C MPOM3BOACTBEHHBIM KajleHapeM Ha
KaXX/IbI KajieHJapHBIN T0/J], C yUeTOM OrpaHUUeHHH 110 MPOAOIKUTETbHOCTH pabouero qHs, paboueit
Heleld W JPYTUX OrpaHUYeHU TIPOAO/DKUTENBHOCTH paboyero BpeMeHH, YCTaHOBIE€HHBIX
TpynoBbiM Koziekcom P®. HopmanbHoe umc/io pabouMx 4acoB 3a yUeTHBIM TepUO[| OTIpefesiseTcst
WCXO/Is1 U3 YCTAHOBJIEHHOM [IJisl IAHHOM KaTeropvy pabOTHUKOB eXXeHe/le/TbHOM MPO/I0/DKUTEeTbHOCTH
paboyero BpeMeHH B COOTBETCTBHM C TpebOoBaHusimu ctathi 104 TpymoBoro kopekca P®. [Ins
paboTarOLMX HEeTOMHBIA WK COKpAllleHHbIM pabounii /eHb (CMeHY, He/e/l0) HOpMaJbHOe UHC/I0
pabouMX yacoB 3a yUeTHBIH Mepro/ COOTBETCTBEHHO YMEeHbBIIIaeTCsl.

2. ITopsajok yuera pabouero BpeMeHU
2.1. OrpaboraHHOe BpeMs TNPU CYMMHUPOBAaHHOM YyueTe OTpee/sitoT C MOMeHTa (haKTUUeCcKoro

Hauasia BBIMO/IHEHHUsSI paOOTHUKOM TPYAOBBIX 00s13aHHOCTEH Ha Orpe/ie/IeHHOM eMy pabouemM mMecTe 1
[0 MOMeHTa (haKTHUeCKOro 0CBOOOXKJeHUS OT pabOTHI.



2.2. YueT pabouero BpeMeHH OCYIIECTBJISIETCS IMOMECSUYHO Ha OCHOBAaHWM BefieHUs1 Tabess yueta
HCTI0/Tb30BaHUs pabouero BpeMeHH (faee — Tabesns).

2.3. OG06si3aHHOCTH 110 BefieHHIO Tabesisi BO3/AralOTCsi Ha PYKOBOJAUTENS  CTPYKTYPHOTO
TnozipasziesieHus], pyroro juiia, OTBeTCTBEHHOTO 3a BefieHHe Tabesisi B OfpasziesieHrH.

2.4. Y4eT UCI0/Tb30BaHUsI pabouero BpeMeHH OCYIIeCTB/ISIeTCsl B Tabesie METO/JOM PerrCTpaliy IBOK
Y HesIBOK 3a KaXK/pli pabounii 1eHb (CMeHY) He3aBUCHMMO OT BH/la yueTa pabouero BpeMeHH.

2.5. Tlo KaXAoMy CIMCOYHOMY pabOTHHKY, a Takxke pabOTHUKY, TIPUHSITOMY Ha paboTy TIo
COBMECTUTENIbCTBY W3 JIDYrOM OpraHu3anud, B Tabesne [O/DKHBI OBITH 3arloHEHbI C/IeAYIOLIHe
PEKBU3UTHI: (haMUIHsI, UMsl, OTUeCTBO, Mpodeccust (I0/HKHOCTD), YUC/I0 OTPaOOTAHHBIX JHEH, UHUC/IO
0TpabOTaHHBIX YacOB, B TOM UHC/e HOUHBIX, CBEPXYPOUHBbIX, YacOB pPabOTbl B BBIXOAHBIE U
Hepabourie TMpa3fHUYHBIE [AHM, YKWC/IO J[Hel HesBOK, B TOM YHC/Ie TI0 TIPUYMHEe BpeMeHHOMU
HEeTPYZA0CIoCOOHOCTH, OTITyCKA U T. 1.

2.6. OT™MeTKHM B Tabesie 0 MPUUMHAX HESIBOK Ha paboTy, 0 paboTe B pexxuMe HENojHOro paboyero
[THSI, O CBEPXYPOUHOU paboTe U [PYTrHX OTCTYIUIEHUSIX OT HOPMa/IbHBIX yCJOBUW pabOThbI JO/KHBI
ObITb C/leflaHbl HAa OCHOBAHWM TIOATBEPXKIAIOIIUX [JOKYMEHTOB, OGMOPMJ/IEHHBIX Ha/|IeXKall[uM
obpa3oM (JIMCTOK HETPYAOCIOCOOHOCTH, CTpaBKa O BBLITIOJIHEHUM TOCYJapCTBEHHBIX WU
00111eCTBEHHBIX 00513aHHOCTEH, TIPHKa3 O MPej0CTaB/IeHUH OTIyCKa U T. T1.).

2.7. Tabenb cocTaBnsieTcsi B OJHOM 3K3eMIUIsipe PYKOBOAWTE/NeM I0fpa3fe/ieHus UIU JpPyrum
OTBETCTBEHHBIM JIUI]OM ¥ KOHTPO/IUPYeTCsi paboTHUKOM OT/esia KagpoB HMBOY «I'mmHa3sust Nell»

2.8. BrioueHre B Tabenb PabOTHUKOB M HWCK/IFOUEHHE K3 HEro TPOW3BOAWTCSA HAa OCHOBAHUU
C/IeAYIOLUX JOKYMEHTOB IO YueTy KaZpoB: TMPHKa3 O mnpueMme pabOTHHMKa Ha paboTy, MpHKa3 o
riepeBoZie paboTHHKA Ha ZPyryr0 paboTy; MpHKa3 O MpeKpamjeHuH JAeHCTBHs TPYZAOBOIO J0roBOpa C
pabOTHUKOM.

2.9. Tabenb TmOC/Ie TOANMCAHUS PYKOBOAMUTETEM II0/pa3[e/ieHus], TMepefaeTcss B OyXraaTepuro
HMBOY «I'imuaszusg Noll»

2.10. TIpuBreueHre pabOTHMKOB K CBEpXypOuHOM pabore, pabore B BLIXOAHBbIe U Hepabouue
rpasjHUYHble [HU I[IPOU3BOAUTCSA B CAydasgX U IIOps/iKe, [IPefyCMOTPEHHBIX TPYAOBbIM
3aKoHoZarenbCTBOM Poccuiickoli ®epepaluy, Ha OCHOBaHWMHM IpuKasa pykoBogutens HMBOY
«'mmHa3smst Nell».ITogroroBka mpoeKTa MprKasa OCyIeCcTBIsIeTCs PAOOTHUKOM OTZesa KaJipoB.

3. O0A3aHHOCTH AO/DKHOCTHBIX JIMI| MPY CyMMHPOBAHHOM yuyeTe padouero BpeMeHH

3.1. CyMMHpPOBaHHbIN yUeT OCYILeCTB/ISIeTCS Ha OCHOBAHWM JJaHHBIX Tabess yuyeTa WCIO/Ib30BaHMUS
pabouero BpeMeHH 1 Be/IeTCS Ha KaXK[0r0 pabOTHHKA [TOMECSTUHO.

3.2. PyKoBOAMTE/ b TTOZIPA3/ie/IeH s, T/ie TPUMEHSIETCS] CYMMHUPOBAHHBIN yUeT, Ha OCHOBAHWUH [JAHHBIX
06 oTpaboTaHHOM BpeMeHU 00ecrieurBaeT:

3.2.1. TpOJO/DKUTETBHOCTL pabouero BpeMeHM Ka)K[Joro pabOTHWKA 3a YYeTHbIA TepUoj, He
TIPEBBIILAIOIIYI0 HOPMbI pabounX Y4acos;

3.2.2. mipefocTaB/ieHWe B paMKaxX Y4YeTHOTO TIepUOofa AOTIOTHUTENbHBIX BBIXOAHBIX [AHeH b0
COKpallleHue BpPeMeHU eXXeJHEeBHOH paboThl (CMeHbI pabOTHHUKAM, IO KOTOPBIM €CTh IPEBBIIIEHHE
HOPMBI pabourX YacoB, IMyTeM COCTaB/IeHUs] MHUBHU/1yaIbHOTO rpadrika paboTel (CMEHHOCTH)).



3.3. lanHble 06 oTpaboTaHHOM BpeMeHH Mpej0CTaB/ISIOTCS JIMLIOM, OCYIIeCTBISIOUIMM KOHTPO/Ib 3a
Hcronb3oBaHueM pabodero BpeMeHH B 1jesioM 1o HMBOY «I'mmHa3usiNel1l» eykeMeCsTuHO.

3.4. PykoBoauTe/nb CTPYKTYpHOIO TOZpasfiesieHus, [pyroe OTBETCTBEHHOE JIMLI0 B CTPYKTYPHOM
Tiofipa3fesieHn 00s13aHbI:

3.4.1. BeCTH TOYHBIN yUeT BpeMeHH, (haKTUUeCKr 0TPabOTAHHOTO KaXK/[bIM PabOTHUKOM;

3.4.2. BeCTH TOUHBIH yUeT CBEpXypPOUHBIX PabOT 3a mpejie/iaMy yCTaHOBIEHHOM MPOI0JDKUTETbHOCTH
pabouero BpemMeHH, eKeJHEBHOM pabOTHI (CMeHbI), paboT B BLIXOHBIE U Hepabouue Tpa3fHAYHbIE
JTHM Ha Ka)kJI0ro pabOTHHKA, MPUBJ/IEUEHHOTO K JaHHBIM paboTaM.

3.4.3. IpUHUMATh Mepbl, UTOObI MPOAO/DKUTETBHOCTh CBEPXYPOUHOW pabOThl, He MpeBbIIIana Jjist
Kak/10oro pabOTHHMKA UeThIpeX YacoB B TeueHHue JBYX JHel nogpsia u 120 yacoB B rof.

3.5. PaboTtHMK, OTpaboTaBILIMi BCe MpefyCMOTPeHHble rpadMKoM CMeHbI, TP CYMMHDOBaHHOM
yuere paboyero BpeMeHU IIOJy4aeT TIONHYH0 MeCSYHyH0 3apaboTHyto tuiaty. [Ipu HemosiHOH
oTpaboTKe cMeH 10 rpaduKy, oriaTa IPOU3BOAUTCS TIPOTIOPLIMOHAIBHO OTPab0TaHHOMY BPEMEHH.



ITpunoxenue Ne 1
K [To/10’keHn0 0 CyMMHUPOBAHHOM y4yeTe
pabouero BpeMeHH

[MEPEYEHb
JIOJDKHOCTeH, 110 KOTOPhIM YCTaHOB/IeH CYMMHUPOBAHHBINA yueT pabouero BpeMeH!

1. Bopurenb aBTOOYCA
2. CTOpOX



