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1. Obuue nonoKeHus

1.1. Mcnone3yeMble TepMHUHBI:

1.1.1. CymmupoBaHHbIH yueT paboyero BpeMeHH — NPOA0IKUTENEHOCT paboyero
BPEMEHH, BBOJIMMas B CIIy4asX, KOT/la 110 yCIOBHAM BBITIONHEHHS paboTsl He
MOZKeT OBITh CO0J1I0/IeHa YCTaHOBIEHHAs [UIs ONpeIeIeHHOl KaTeropuu
PabOTHHKOB eKe/HeBHasA HITH eXKeHe/ie/bHask IPOIOIIKHUTEILHOCTL paboyuero
BPEMEHH.

1.1.2. VueTHsIi nepro — nepuo, B Te4eHHe KOTOPOTO HEOOXOAUMO 06eCIeuHTE
cobr0aeHre HOpMBbI pabo4ero BpeMeHH.

1.1.3. I'pahuik paGoTeI (CMEHHOCTH) — PeXKUM PaboThl, B TEYEHHE NPEICTOSIIETO
Y4eTHOrO nepHoja.

1.2. CyMMUpOBaHHBI#H y4eT BBOIMTCS MPH BBINOJIHEHHH OTAENBHbIX BUI0B paboT,
TIe [0 YCJIOBHUAM paboTel HE MOKeT ObITh COOMIOAEHA YCTAHOBICHHAS IS JAHHO#M
KaTeropuy pabOTHHKOB eKe/IHEBHAs WK eKeHeAelbHas MPOA0KHTENbHOCTh
paboyero Bpemenu. [lepedeHs J0MKHOCTElH pabOTHHKOB, 110 KOTOPHIM
YCTaHaBNWBACTCA CYMMHPOBAHHBIN y4eT, YKa3aH B npuaoxeHun Ne |
Hactosuemy [TonoxeHuro.

1.3. IlponomkuTeabHOCTh yueTHOTO nieproaa MBY 10O «TFOLl» aas Beex
KaTeropuii pabOTHUKOB, 110 KOTOPBIM MPHMEHSAETCS CYyMMHPOBaHHbIN yyeT,
YCTaQHaBIHBACTCS JIOKAIbHBIMU aKTaMM YUpe1eHUus. YUeTHBIN Nepro
OXBAaThIBaeT pabouee BpeMs, B TOM 4HCTIe Yachl paboThl B BEIXO/HbIE W Hepabouue
npa3aHH4YHbIE JHHU, U BpeMs OTAbIXA.

1.4. CymmapHas npooKHTEIbHOCTh pabo4ero BpeMeHH B TeYEHHE YHETHOTO
nepuoJa He JOJUKHA NPEBbIIaTh HOPMAJIbHOIO YKcia pabodux 4acos 3a 3TOT
nepuoA. [1pu 3ToM exeiHeBHAs ¥ eKeHeJeabHas IPOAOIKHTENBHOCTE paboyero
BPEMEHH 110 rpa(uKy CMEHHOCTH MOXKET B OTpeelieHHbIX Npeaeaax OTKIOHSThCS
OT HOpMBI padouero aus v pabodeit Henenu. HenopaboTka (nepepaboTka) nomKHa
OBITh CKOPPEKTHPOBAHA B YCTAHOB/ICHHbIN YYETHBIN MEPHOL, YTOOBI CyMMa
0TpabOTaHHBIX 4aCOB He MpeBbIlIaNa HOPMY pabouHX YaCOB YYETHOIO MepPHOA.
1.5. Pabouee Bpems 1 BpeMs OT/IbIXa B paMKaX y4eTHOro MepHoa
peraaMeHTHPYeTCst rpaduKOM CMEHHOCTH, KOTOPbIH YTBEPKIAETCs AMPEKTOPOM
MBY J0 «/THOLL».

1.6. Ilpn npueme Ha paboTy, riie npUMeHseTCs CYMMHPOBAHHBIN YUeT, NepBbIM
AHEM yYeTHOr0 Nepuoa SBIseTCs AeHb puemMa Ha pabory.

1.7. Ilpu yBonbHeHHH ¢ paBoThl, I/le IPUMEHSETCS CYMMUPOBAHHBIH yUer,
MOCJICIHUM JIHEM YYETHOrO NepHoa SABISETCS JA€Hb YBOJIBHEHHS.

1.8. I'lpu BpeMeHHOM nepeBo/ie pabOTHHKA Ha JPYIyIO paboTy, riae NpHMeHseTcs
CYMMHPOBaHHBIH y4eT, y4CTHbIH Nepuo OyleT paBHATHCS KajleHIapHO#H
IPOJOJDKUTENILHOCTH MepeBo/ia Ha JApYIyro paboTy (co aHSA Havalla nepesojia rno
JIeHb €r0 OKOHYAHUS BKITIOYHTEIBHO).



1.9. Ilpu BpemeHHOM nepeBojie paboTHHKA ¢ pabOThl, I1e MPUMEHSAeTCS
CYMMMPOBAHHBIH Y4€ET, Ha JPYTYI0 padoTy, I/le¢ CyMMUPOBAaHHbIN y4eT He
MPUMEHSETCS, KaJeH1apHoe BpeMs TaKoro nepeBoja (Co JHs Hayaja nepeBoja mno
JeHb €r0 OKOHYaHHs BKIKOYHMTEIbHO) HCKITIOYAETCS U3 YYETHOIO nepuoa.

1.10. Hopma paGouero BpeMeHu onpeaensieTcs B COOTBETCTBHH C
[POU3BOACTBEHHBIM KaJIeH1apeM Ha KaKIblH KaJleHAapHbI| ro, ¢ yueToM
OrpaHHYeHHH 110 MPO/I0IKMTEILHOCTH pabodero JHs, paboyeil Heemu 1 APYrux
OrpaHWYeHHH MIPOAOIKUTEILHOCTH paboyero BpeMeHH, YCTaHOBIEHHBIX
Tpynosemm konekcom P®. HopManbHoe unciio pabouux 4acoB 3a yYeTHbIH nepHo
ONpeJe/IAeTCS UCXO0NS U3 YCTAHOBISGHHOM 1A JaHHOM Kareropun paboTHHKOB
eKeHe1eJIbHOH MPOJIOKUTEILHOCTH pabo4uero BpeMeHH B COOTBETCTBHHU C
TpedoBatusmu ctaThi 104 TpyaoBoro kogekca P®. [lns paboTaomux HenomHbli
WM COKpALUEHHbIH pabounii IeHb (CMeHy, HeZIelli0) HOpMaibHOE YHCI0 pabounx
YacoB 33 YYETHbIN NEPUO COOTBETCTBEHHO YMEHBIIIAET S,

2. V4eTHBIH nepro, rpaduK CMEHHOCTH, MOPSAOK y4eTa pabouero BpeMeHH

2.1. YueTHblit MepHO yCTaHABIMBACTCSA HA TPH MECHLIA.

2.2. I'papuk paboThl CMEHHOCTH COCTaBIISETCS 3aMeCTHTENeM aupekTopa no AXY
1 upexkTopoM Yupexaenus 10 30 (31) uncina Ha cieaylouuit KaneHaapHsIii
MecCsIl ¥ J0BOAMTCA 10 pabOTHHKA 1o pocnuck. [ paduk yTBepkaaercs
aupextopom OV.

2.3. B ciiyuae u3ameHeHHs rpaduka CMEHHOCTH, pabOTHHMK MpeayNpekIaeTcs 06
3TOM He MO3/HEee, YeM 3a OJMH MeCsLl 10 BBeAeHHs rpaduka B AeicTBHE.

2.1. OrpaboTanHoe BpeMs NP1 CyMMHPOBAHHOM Y4eTe OMpeelsioT ¢ MOMEHTa
¢akTHIECKOro Hauasa BLITOTHEHHS pabOTHUKOM TPYIOBbIX 00S3aHHOCTEH Ha
onpe/ieJieHHOM eMy pabouem MecTe H 10 MOMeHTa haKTHUECKOro 0CBOBOKICHHS
oT paboThl.

2.2. Vuet pabouero BpeMeH#! OCYIIECTBISETCS NOMECAYHO Ha OCHOBAHUH BelIeHHs
Tabess y4eTa UCOb30BaHUs pabouero BpeMeHH (nasee — Tabens).

2.3. OBs13aHHOCTH N0 BeIGHHMIO Tabelst BO3araloTes Ha cotpyanuka OV,
Ha3Ha4YeHHOTO NMPUKa30M IUPEKTOPa OTBETCTBEHHBIM 3a IeJIONPOH3BOICTBO,
ApYToe /U0, OTBETCTBEHHOE 3a BeIeHHE Tabens B YUpex 1eHHH.

2.4. V4er ucnionb30BaHHsS paboyero BpeMeHM OCYLIECTBIAETCS B Tabele MeTo10M
PETHCTPALMHK SBOK U HESBOK, KOJHYECTBO (DaKTHUECKH OTpabOTaHHbIX YaCOB, 3a
KaKZIbIH paboynii 1eHb (CMeHy) He3aBHCHMO OT BU/A yyeTa pabodero BpeMeHHU.
2.5. Ilo Kak10My CIIHCOYHOMY PabOTHHKY, a TaK/ke paGOTHHKY, IPHHATOMY Ha
paboTy MO COBMECTUTENBCTBY M3 APYTOil OpraHu3aluy, B Tabese JOKHBI ObITh
3alI0JTHEeHbI CIeYIOLINE PEKBU3HUTEL: Tabe/IbHbIH HOMEp, haMuius, UM, OTYECTBO,
npodeccust (J10KHOCTB), YHCI0 OTPABOTaHHbIX [AHEH, YHCI0 OTPaboTaHHbIX
4aCOB, B TOM YHCJI€ HOYHBIX, CBEPXYPOUHbBIX, HaCOB paboThi B BHIXOIHBIE U
Hepabouue Mpa3THAYHBIE AHH, YHCIO JHEH HEsBOK, B TOM YHCIE 110 PUUMHEe



BPEMEHHOH HEeTPYA0CNOCOOHOCTH, OTIYCKA H T. II.

2.6. OrMeTky B Tabesie 0 NPUYHHAX HESBOK HA pabory, o paboTe B pexkume
HETOJIHOrO pabo4ero /iHs, 0 CBEPXypO4YHOI paboTe U APyrHx OTCTYTUIEHUSX OT
HOPMa/1bHBIX YCJ10BUH paboThI JOJIKHBI OBIThH C/1€aHbl Ha OCHOBAHHH
MOATBEPKAAIOLUMX JOKYMEHTOB, OQOPMIEHHBIX HaUTe/KALIHMM 00pa3oM (JIMCTOK
HETPYIOCTIOCOOHOCTH, CIPaBKa O BBINOJIHEHHH TOCY1aPCTBEHHBIX HIIH
0011leCTBEHHBIX 00A3aHHOCTEH, NPHKA3 O NMPeIOCTABICHHH OTMyCKa U T. 1.).

2.7. Tabenb cocTapiseTcs B OTHOM IK3EMILISAPE OTBETCTBEHHBIM JIMIIOM H
KOHTPOJIHpYyeTCs aupekTopom OV,

2.8. Bxaoyenue B Tabesb pabOTHUKOB H HCKITIOYEHHE H3 HEro MPOU3BOAUTCA HA
OCHOBAHWH CIEAYIOUIHX NOKYMEHTOB MO Y4eTy KaApOB: IPUKA3 O TIpHeMe
paboTHHKa Ha paboTy, NIPHKa3 O nepeBojie paboTHHKa Ha Jpyryio paboTy; MpuKas
O NMpeKpalleHny AeHCTBHS TPY10BOTO JOroBOpa ¢ pabOTHHKOM.

2.9. TaGens, noc1e NOANKCAHAS PYKOBOIHTEIEM, nepeaaercs B Oyxranarepuio OV.
2.10. IlpusaedeHne paGOTHHKOB K CBEPXYPOYHO pabore, paboTe B BLIXOAHBIC U
HepabouMe Npa3IHHYHbIE THH NPOH3BOAUTCS B Clly4asx W nopsike,
NpeAyCMOTPEHHEIX TPYA0BBIM 3aKOHOAaTenbcTBOM Poccuiickoii Menepaiu, Ha
OCHOBaHHH rpuKasa pykosoauteas OV. [ToarotoBka npoekTta npmkasa
OCYLUECTBAACTCS pabOTHHKOM, OTBETCTBEHHBIM 3a 1eI0NPOM3BOICTBO.

3. Ilopsiiok onnarel

3.1 Hopma pabouero BpemeHy 3a yueTHbI MEPHOMA NOJACHYUTHIBACTCS B
COOTBETCTBHH ¢ TpynoBbIM Komekcom Poccuiickoit ®esepanmn u uHbIX
HOPMATHBHO-I1PABOBBIX M JTOKA/IbHBIX aKTOB.

3.2.1 B Te4eHHe yyeTHOro nepuoaa npu YCI0BHH OTPAadOTKH BCeX CMCH B
COOTBETCTBHH C rPaMKOM CMEHHOCTH PabOTHHKY BBIMIAYHBACTCS JOKHOCTHOIMN
OKJaJ.

3.2.2 JInst cOTPY AHMKOB, OTPaGOTABIIMX HE BCE CMEHBI B COOTBETCTBHH C
rpadHKOM CMEHHOCTH B TeYEHHE YYETHOro NepHoaa, Npu pacyeTe 3apaboTHOI!
[1aThl NPUMEHSACTCS OBPEMEHHas ONJlaTa Tpyaa, T.e. 3apaboTHas riara
HAYHUCIIACTCA NPONOPIMOHANIBHO OTPAOOTAaHHOMY BPEMeHH MCXOIs U3
CpeIHeAHEeBHOM 3apaboTHOM NIaThI.

3.3 Io ucTeyeHHH y4eTHOro IeprHoa Yachl nepepaboTKH OIIaYMBAKOTCH HCXO/15
3 4aCOBOH TapH(HOI cTaBKH 3a nepsbie 2 yaca B NOJyTOPHOM pa3mepe, 3a
KaK/Ibli MOC/IeAYIOLIMI Yac - B ABOMHHOM paszmepe. CTOMMOCTB Yaca ucuucseTcs
IYTEM A€EHHS NOMKHOCTHOrO OKJIa/la Ha CpeHEMECSYHYI0 HOpMY pabounx
4acosB 10 MPOU3BOACTBEHHOMY KalleH1apro.

4. OnsaTa BeIXOZHBIX U MPa3IHUYHBIX THEI

4.1. Ecin pabouast cmena paGoTHiKa 1o rpapuKy CMEHHOCTH MONajaeT Ha
NpasIHAYHbIH IeHb, TO €r0 TPY OIIAYMBAETCS B COOTBETCTBHH co cT.153 TK P®.
4.2. Ilo wenanuio paboTHyka, paboOTaBLIEro B BRIXOIHON WM Npa3AHHYHbIH JeHb,



EMY MOKeT ObITb PEI0CTABNEH APYroi AeHb 0TabIXa. B 3TOM ciyvae pabora B
BBIXOIHOH WJIH Hepabouuii NpasziHUYHBI TeHs OTIaYHBACTCS B OZMHAPHOM
PasMepe, a 1eHb OTABIXA OIIATE HE MOJUIC/KHT.

4.3. Pabota B npa3aHuYHbIe JHU BKTIOYaeTCs B MECAYHYIO HOpMY paboyero
BpeMeHH. OnnaTa Npou3BOaMTCS BceM pabOTHHKaM 3a 4Yackl, haKTHYECKH
0TpaboTaHHbIE B NIPA3AHUYHbIH eHb, KOrIa Ha NPa3sAHWYHBIN 1€Hb NIPUXOAUTCS
4acTh pabodel CMeHbI, TO B ABOHHOM pasMepe OMJIa4yuBaOTCA Yackl, (haKTHUECKH
NpopaboTaHHble B NPa3AHUYHbIH AeHb (o1 00 yacos 10 24 yacos).

4.4. TIpu noacyere CBEPXYPOUHBIX 4acoB paboTa B mpasAHHYHbBIE JHH,
NPOM3BE/ICHHAs CBEPX HOPMBI paboyero Bpemenu, He YYHUTBIBACTCS, MOCKOIBKY
OHA y’Ke OrnauyeHa B ABOHHOM pasMepe.

5. OrnyckHbie paGOTHUKOB Ty CYMMHPOBAHHOM y4yeTe pabouero BpeMeHu

3.1 Otmycka, npeaycMoTpeHHbie Tpynoseim koaekcom PO, BpEMEHHas
HETPYLOCMOCOOHOCTh PaBOTHHKA, MOATBEP K ACHHAS GONIbHHYHEIM JTHCTOM,
HCKIIOHAIOTCS M3 pacieTa HOPMAaTHBHBIX YacoB NpH CYMMHPOBaHHOM y4eTe
pabouero BpemeHH.

5.2. Cpennsis 3apaboTHas miata 418 Ha9AC/IeHHS OTIYCKHBIX PACCYUTHIBAETCS 110
npaBuiam ¢1.139 TK PO

6. Onnata B HOYHOE Bpems

6.1. Hounbm cuuTaetcs spems ¢ 22.00 yacos 10 6.00 gacop.

6.2. Kaxaplit 4ac paboTsl B HOYHOE BPEMS1 OTLIAYHBAETCA B MOBBILIEHHOM pa3mepe,
C MOBbILIEHHEM TapuDHO# cTaBkH Ha 20 %.

6.3. Pasmep nonnatsi 3a CBEPXYPO4HYIO paboTy u 3a paboTy B HOYHOE BpeMsi
PacCYHTBIBAIOTCS OTIENBHO.

7. Yyer u omnara nepepaGoTok u HeopaboTok

7.1. Iloa nepepaGoTKoii NPU3HAETCH KONHIECTBO 4acoB, 3aJI0)K€HHOE B y4eTHOM
NICpHOZIE NpeBbILIarOlIee HOpMAIIbHOE.

7.2. PaBorogarens o6s3an obecneynTs paboTHHKY OTpaboTKy CYMMapHOro
KOIHYeCTBa pabOYMX YacoB B TeYEHHE YUETHOTO neproaa. I'lpu HeBbInONHEHNUH
paboTHUKOM HOPM Tpy/ia (IOIKHOCTHBIX 00513aHHOCTeIH) 110 BUHe paboToxaTess
OIIaTa MPOH3BOAMTCA 3a haKTHHECKH OTpaboTaHHOe BpeMs, HO He HHXKE CpejiHel
3apaboTHOM 111aThl PaGOTHHKA, PACCYUTAHHbII 32 TOT Ke MEPHO/1 BpEMEHH.

7.3. Ilon HenopaboTKO# NoHUMAaeTCs OTCYTCTBHE PAbOTHHKA B yHETHOM HepHOIe
Ha pabore, M0 KaKUM-1H00 IPHYHHAM, He YKa3aHHbIM B 11, 5.1.

7.4. Bpewms, dakTuyecku oTpaboTaHHoOe B MEePHO1, 38 KOTOPbIH HAYUCASETCH
3apaboTHas naTta, MOXeT He COBMNaaaTh ¢ HOPMaJIbHBIM KOJTHYECTBOM paboymx
4acoB.

7.5. DaKThl IepepaboTKH UK HeIopabOTKHU BbISBIAKOTCS M0 OKOHYAHHH Y4E€THOro
fIEPHOAA HJlK NPH NIPEKPALICHHH CPOKa TPYIOBOIO A0r0Bopa.



8.003aHHOCTH I0JKHOCTHBIX JIMLL TIPH CYMMHMPOBAHHOM yyeTe paboydero
BpEMEeHHU

8.1. CyMMHpOBaHHBIi y4eT OCyLIeCTBISETCS Ha OCHOBAHUM JaHHbIX Tabers yuyera
HCIOJIB30BaHMsA Pabo4ero BpEMEHH 1 BeJeTCs Ha KakI0ro pabOTHHKA MOMEeCSYHO.
8.2. PykoBouTe b IOAPas3s/ie/IeHUs, 1€ NPHMEHSETCS CYMMMPOBAHHBIH y4YeT, Ha
OCHOBAHHHM JaHHBIX 00 OTPabOTaHHOM BpeMeHH obecrneynBaer:

8.2.1. NIpOAOIKMTEIBHOCTH Paboyuero BpeMeHH Kaa10ro paboTHHKA 33 y4eTHBIH
NEPHOI, HE MPEBILIAMILYIO0 HOPMBI pabo4HX YacoB;

8.2.2. mpe/loCTaBIeHHE B PaMKaX y4eTHOTO NePHOIA AOMOTHHTENBHbIX BBIXO/IHBIX
Hel U0 COKpaIlleHHe BPEMEHHU eXKeHeBHOM paBoThl (CMeHsI paboTHHKaAM, 110
KOTOPBIM €CThb NPEeBBIILIEHHE HOPMbI PaBOYHX YaCOB, MyTEM COCTABIECHHS
MHIMBUIYanbHOTO rpaduka paboTsl (CMEHHOCTH)).

8.3. JlaHbie 06 0TpaGOTAHHOM BPEMEHH MPEIOCTABISIOTCA JTHLIOM,
OCYILIECTB/ISIOLINM KOHTPOIIb 32 HCII0Ib30BAHHEM Paboyero BpeMEeHH B LIEIOM [10
OV, exxemecsiuHo.

8.4. PyxoBoautens OV, Apyroe 0TBETCTBEHHOE JIM1IO0, OOS3aHbI:

8.4.1. BecTH TOYHBIH y4eT BpeMeHH, (paKTHIECKH OTPaBOTAHHOTO KAk IbiM
pabOTHUKOM;

8.4.2. BeCTH TOUHBIl y4eT CBepXypOuHbIX paGoT 3a npeneiamMu yCTaHOBJIEHHOM
MPOAOIKUTENBHOCTH Paboyero BpeMeHH, eKeTHEBHOI paboThl (CMeHb!), pabor B
BBIXO/IHbIE H HepabouHe NpasIHHYHbIe IHH HA KakI0To paboTHHKA,
MPUBIIEYEHHOIO K JaHHbIM paboTam.

8.4.3. NpHHUMATH Mepbl, YTOOBI IIPOAOKHTENBHOCTD CBEPXYPOUHOIi paboTsl, He
NpeBBIllaia A Kax10ro pabOTHHKA YEThIPCX YacoB B TCUEHUE ABYX JIHEH 110APST
v 120 gacos B rop.

8.5. PadoTHuK, 0TpaboTaBIumii Bce IpeaycMOTpeHHbIe rpa)uKoM CMeHbI, IpH
CYMMHPOBaHHOM y4eTe paboyuero BpeMeHH MoTydaeT MOJHYK MeCIIHYIo
3apaboTHy0 naaty. Ipu HenonHoM 0TpaboTKe cMeH Mo rpaduky, omnnara
MTPOU3BOIHTCS MIPONOPLUHOHANIBHO QAaKTHYECKH OTPabOTaHHOMY BPEMEHH.

9. 3aKaI04HTE/IbHBIE TI0J0KEHHS

9.1. Tlops ok BBe/IeHHS CYMMHPOBAHHOIO yyeTa pabouero BpeMeHH BBOANTCS
npukasom aupexkropa MBY J10 «JHOL».



IMpunoxenue Ne |
Kk [oroxkenuro o CYMMHPOBaHHOM yuyeTe

pabouero Bpemenu
I[TEPEYEHB

AOKHOCTEH, paboTaroLIHX B pekuMe CYMMHPOBaHHOTO y4eTa pabouero Bpemenu

1. Cropox



