T'OCYIAPCTBEHHOE YUPEXJIEHUE TYJIBCKOUW OBJIACTU
«COLMAJIbBHO-PEABUJINTALIMMOHHBIN LIEHTP
0151 HECOBEPIIEHHOJJIETHUX Ne 3»

ITPUKAS3

«d+» ] 2024 r. Ne 1456 - oen

06 yreepskaenuu [lonoxkenuss 0 cyMMHpPOBaAaHHOM yuyeTe pabo4ero BpeMeHH B
rocynapcTBeHHoOM yupeskaeHuu Tyabsckoi odnactu «CounaabHo-
peadHINTANHOHHOM HEeHTpe AJIA HecoBepIIeHHOTeTHHX Ne3»

Ha ocHoBammm craten 104 Tpymosoro xomexca Poccuiickoir @enepaiiuy,
[lonoxenuss o cyMMHUpOBaHHOM ydere pabodero BpEeMEHW B TOCYJ1apCTBEHHOM
yupexueHun Tynbckol obOnactu  «ColManbHO-peadMIIMTAllMOHHOM  LEeHTpe  A7s
HeCOBepLIeHHONETHUX Ne3» MpUKa3bIBalo:

NPUKAa3bIBAIO:

1. VrBepauth Ilepeuenb HOMKHOCTEN IO KOTOPOMY YCTAaHOBJIEH CYMMVPOBAHHbBIM YUeT
pabouero Bpemenu (IIpunoxenue Nel k npukasy).

2. Vteepnuts IlomoxeHwe 0 CyMMHpPOBaHHOM yd4eTe pabouero BpeMEHHM B
yupexnennu (ITpunoxenue Ne2 k mpukasy)

3. YCTaHOBUTD NTPOAODKUTEIBHOCT YUETHOTO Mepro/ia OJuH TO/I.

4. Tlpukaz Ne 43-0CH M TOJIOKEHME O CYMMMPOBAHHOM yueTe pabovyero BpemMeHM OT
28.12.2021r. -cumMtath yTPaTUBILUMU CUTTY.

5. Jlenonpou3BOAUTEN O3HAKOMUTH IO POCIMCH C HACTOSIIIMM TIPUKa30M PabOTHMKOB
VUpPEeKIeHMs, 3aHMMAIOIIUX JO/KHOCTU, YKa3aHHble B [IpuIoyKeHUM K JaHHOMY IIPUKa3y.
6. KoHTpOob 38 MCITOTHEeHMEM HACTOSIIErO IIPMKa3a OCTABJIA0 3a COOOM.

Hupexrop A.A. Penuna




[Tpunoxenue k mpukazy Ne 1
roCy/JapCTBEHHOTrO yupexaeHus Tynbekol odnactu
«ConuanbHO-peabuIMTaAllMOHHBIA LIEHTP

TSl HECOBEPIIEHHOMETHHX No3»

oT £ 3. 03 04 No /56 ~0ew

NEPEYEHb
N0PKHOCTEH, M0 KOTOPBIM YCTAHOBJIEH CYMMHUPOBaHHbIH y4deT pado4yero BpeMeHu:

1. Bocnurarens CTallHOHapHOTO OTHEJICHUA

HECOBEPIIEHHOJIETHUX

2. Bonurenb conMagbHOro TaKCH

3. Mitagmui BOCITATATENE

4. Kyxonnblit pabouunii

5. ITomap

6.MenuiuHCcKas cecTpa CTALMOHAPHOIO
HECOBEPLICHHOIETHUX

OTHENIEHHUs

COLIMAILHON

COLIMaJIBHOM

peabuIUTaALINH

peabunuTanum



[Tpunoxenue x npukazy Ne 2
rocynapeTBeHHoro yupexaeHus Tynsckoi odnactu
«CouuanbHo-peaduuTaldOH HBIH LEHTP

JUTSL HeCOBEPLIEHHOMeTHUX No3»
o1 3. 03, 20AY No ASC~oew

ITOJIOKEHUE
O CYMMUPOBAHHOM VYETE PABOYEI'O BPEMEHMU

1. O6uIMe moJI0KeHMs

1.1. CyMMMPOBAHHBIN YUET BBOAMUTCS MPM BBITIOTHEHMM OTAEIbHBIX BUOB PaboT,
rae 10 YCJIOBMSM paboThl HE MOKET ObITh COOJIOZEeHa YCTAaHOBJIEHHAs AJ1 JAHHOM
KaTeropum paboTHUKOB €)KeIHEBHAas WM e)XeHellesbHas MPOJOJIKUTENbHOCTh pabouero
Bpemenu. Ilepeuenb po/mkHOCTEM pabOTHMKOB, IO KOTOPbIM  YCTAaHABJIMBAETCS
CYMMMPOBAHHbBIN YYET, YKa3aH B MPWIOKeHUM K HacTosemy [lonoskenn:o.

1.2. [1pomO/mKUTENPHOCTD YUETHOTO TIEPMOAA B YUPEXKIEHUM IJIST BCEX KaTEropmin
pabOTHMKOB, MO KOTOPBIM IIPMMEHSIETCS CYMMMPOBAHHbBIM YYeT, YCTaHaB/IMBAaeTCS Ha
OIMH TOH. YUeTHbIM IepuoJ, OXBaThiBaeT pabouee BpeMs, B TOM 4MC/Ie 4Yachl paboOThl B
BBIXOJIHbIE 1 Hepabouue mpas3gHMYHbIe THU, M BPeMSs OTIbIXa.

1.3. CymMmapHasi TIpOJOJDKUTEIbHOCTh paboyero BpeMEHM B TEUEHME YUETHOTO
nmepuoAa He [IO/KHA IPEeBbINIAaTh HOPMaJbHOTO uMcia pPaboumx yacoB 3a ITOT MEpPUOL.
[Ipy 3TOM exkemHeBHasl U eXeHe[leJbHasd MPOAO/DKUTETBHOCTh paboyero BpeMeHM 10
rpaduKy CMEHHOCTM MOXKET B OIIpefeIeHHbIX MpefenaxX OTKIOHATBLCS OT HOPMbI paboyero
oHs U pabouert Hemenu. HemopadboTrka (mmepepaboTka) mO/KHA ObITh CKOPPEKTUPOBAaHA B
YCTAHOBJIEHHBIM YUYETHBIM MEPUOM, YTOOBI CyMMa OTpabOTaHHBIX YacOB HE IpeBbIliasa
HOPMY paboumx 4acoB yYETHOTO IepHoa.

1.4. Pabouee Bpemss M BpeMs OTAbIXa B paMKax VYETHOIO Iepuoja
pernaMeHTUpyeTcss rpadMKOM CMEHHOCTHM, KOTOPbIM VTBEpP)KAAeTCs PYKOBOLUTEIEM
VUPEXKIEHMS.

1.5. Tlpn npueme Ha paboTy, TOe NMPUMEHSIETCS CYMMMPOBAHHbBIN YUET, [1ePBbIM
OHEM YUeTHOTO IlepMuoa SIBJSIETCS IeHb IIpyeMa Ha paboTy.

1.6. Ilpm yBOmbHeHMM C pabOThI, Ie NPUMEHSETCI CYMMMPOBAHHbBIM YuerT,
MOCJIeIHMM JHEM YYETHOTO Mepruoaa SIBISeTCs AeHb YBOJIbHEHMS.

1.7. Ilpy BpemeHHOM mepeBofe pabOTHMKA Ha OPYIryI0 paboTy, re NpUMEHSeTCs
CYMMMPOBAHHBI  y4yeT, VYeTHbIM Iepuon  OyJeT  paBHATBCY  KaJeHOapHOM
POAODKUTEIBHOCTHM TIepeBo/ia Ha APYryio paboTy (Co AHS Hauvasna mepeBoa Mo AeHb ero
OKOHYaHMSI BKIIKOUMUTEIIBHO).

1.8. ITlpm BpemenHoM 1mepeBofe paboTHMKA C paboOThl, THe IPUMEHSETCS
CYMMMPOBaHHBIM yYeT, Ha APYryio paboTy, rme CyMMMUPOBAHHBIN yUeT He NMPUMEeHSeTCs,
KaJleHJapHOe BpeMs TaKOoro repeBoga (Co AHS Hadasa MepeBofa 110 JeHb ero OKOHYaHMUA
BKJTIOUMUTEJIbHO) MICKITIOUAeTCs U3 YYETHOTO TIeproza.

1.9. Hopma pabouero BpemMeHM OIpeOensieTcs B  COOTBETCTBUM C
IIPOM3BOLCTBEHHBIM KaJjleHIapemM Ha Ka)KAbIM KaJleHAapHbIM rof, ¢ YUETOM OTPaHMUeHUN
MO MPOAOKUTENbHOCTM paboyero aHsA, paboden Hemenaum M OPYrux OrpaHMYEeHU
MPOOO/KUTEIBHOCTY paboyero BpemMeHM, YCTAHOBJEHHbIX TpymoBbIM Komekcom PO.



HopmanbsHoe umcio paboumx YacoB 3a YUETHBIM I1epPUO[ OIpefesseTcss MUCXONS U3
YCTAaHOBJIEHHOM [JIS1 JaHHOM KaTeropuu paboTHMKOB e3KeHenesIbHOM MPOAOIKUTENBHOCTU
paboyero BpeMeHM B COOTBETCTBUM C TpeboBaHusamu ctatby 104 Tpymosoro komekca PO.
s paboTalolIMX HENMOJHbIA MM COKpAalleHHBbIM paboumi [OeHb (CMeHyY, Heesio)
HOPMAJIBHOE YMCJIO PABOUYMX YaCOB 33 YUETHBIN NEPUOJ, COOTBETCTBEHHO YMEHbILAeTCsl.

2. ITopsapok yuera padbouero BpeMeHu

2.1. OTtpaboraHHoe BpeMs IPU CYMMMPOBAHHOM y4YeTe OIpemessioT ¢ MOMEHTa
dakTMueckoro Havajia BBLINIOJHEHMsT DPabOTHMKOM TPYAOBBIX OOSI3aHHOCTENM  Ha
ompenesieHHOM emMy paboueM MecTe M IO MOMEHTa (aKTMUECKOTO OCBOOOMKIEHMSI OT
PaboThI.

2.2. Yuer pabouero BpeMeHM OCYIIECTBJISIETCS ITIOMECSYHO Ha OCHOBAHUM BeJleHUs
Tabess yuera JMCIOJIb30BaHMsI paboyero BpeMeHu (anee — Tabenb).

2.3. O6sg3aHHOCTM 110 BeOeHMIO Tabens BO3JAralOTCs Ha PYKOBOIUTENS
CTPYKTYPHOIO TIOApasIe/ieHus, IPYroro JMiia, OTBETCTBEHHOTO 3a BefeHue Tadessl B
oA Pa3aeIeH UM,

2.4. Yyer ucnonb3oBaHus pabouero BpeMeHy OCYIIeCTBIsSeTCS B Tabejle MEeTOLOM
perucTpauuy SIBOK M HESIBOK 3a KaKIblM pabounit NeHb (CMeHy) He3aBUCMMO OT BuUIa
yuyera paboyero BpemMeHu.

2.5. Tlo kaxkmomy criMcouHOMY pPAabOTHMKY, a Takke pabOTHUKY, MPUHATOMY Ha
paboTy IO COBMECTUTENbCTBY M3 J[APYrOJ oOpraHusauuu, B Tabene OOJKHbI ObITh
3aII0JIHeHBbI CJIeVIOLIMe PEeKBU3UTHI: TabenbHbI HOMep, (pamMmuamus, umsl, OTUeCTBO,
npodeccust (IO/KHOCTD), YMCJIO OTPAOOTAHHBIX JTHEN, YMCI0 OTPabOTaHHbIX 4acOB, B TOM
yyc/ie HOYHBIX, CBEPXYPOUHBIX, YacOB pabOThI B BBIXOIHBIE 1 Hepabouue NpasiHUYHbIe
IHM, YMCJIO JHel HesBOK, B TOM 4YMCJIE II0 IpUYMHE BPEMEHHOM HeTPYIOCIOCOOHOCTH,
OTITyCKa " T. II.

2.6. Ormerky B Tabeje O MpMUMHAX HEABOK Ha paboTy, 0 paboTe B pexume
HEeIMOJHOro pabouero MOHS, O CBEPXYpOuYHOM paboTe ¥ IOPYrMX OTCTYIJIEHMSX OT
HOPMAaJIbHBIX YC/IOBUI PabOThl NO/DKHBI ObITH Ce/aHbl HA OCHOBAHMM MMOLTBEPIKIAIOIIMX
JOKYMEeHTOB, O(QOpPMJIeHHBIX Hamaexamym o6pa3om (JIMCTOK HETPYAOCHOCOOHOCTH,
CTIpaBKa O BBIMOJHEHMM TOCYAAPCTBEHHBIX WM OO1IECTBEHHBIX 00s3aHHOCTEN, NPUKas O
NIpegOCTaBIEHMM OTITYCKa M T. I1.).

2.7. Tabenb COCTaBISIETCS B OMHOM 3K3eMIUISIpe PYKOBOAMTENeM IOApasfie/ieHus
VAU APYTUM OTBETCTBEHHBIM JIMIIOM M KOHTPOJMPYETCS pPabOTHMKOM OTHesa KagpoB
VUpEeKIEeHNS.

2.8. Brymouenme B Tabenb pabOTHMKOB M MCKIIIOUEHME M3 HEro NMpOM3BOOMUTCS Ha
OCHOBAaHMM CJIEAYIOIMX JOKYMEHTOB IO YYeTy KaJpoB: NPKUKa3 O MpyueMe pabOTHMKA Ha
paboTy, TpuKas O repeBoje paboTHMKA Ha APYrylo paboTy; NpuKas O NpPeKpalleHuu
IeICTBUSI TPYIOBOTO AOTOBOpa C pabOTHMUKOM.

2.9. Tabenp mocsie MOANMCAHUST PYKOBOMMTENEM TOApasiaeneHys, pabOTHMKOM
OTJe/la KaJIpOB ITepelaeTcsl B OYXTaITEPUIO YUPEXKIEeHM.

2.10. IIpuBneyeHne pabBOTHUKOB K CBEPXYPOUYHON padoTe, paboTe B BBIXOJHbIE U
Hepabouue MpasgHUMYHbIe JHM MPOU3BOAMUTCS B CIydasx M NMOpPSAKe, NPenyCMOTPEHHbIX
TPYOOBBLIM 3aKOHOmATeabCTBOM Poccuitickonn @Denepauyy, Ha OCHOBaHMM IpMKa3a



PYKOBOAMUTENS yupeskaeHust. [IoaroToBka mpoeKkTa mpuKasa OCyIIeCTBISeTCS PabOTHUKOM
OT[eJ1a KaJpoB.

3. O06513aHHOCTY AO/IKHOCTHBIX JIUIL TIPY CYMMUPOBaAaHHOM
yudere paboyero BpeMeHNn

3.1. CyMMMPOBaHHBIN YUYET OCYLUECTB/ISIETCSI HA OCHOBAaHMM TaHHBIX Tabess yuyera
JMICIIO/Ib30BaHMA paboyero BpeMeHM M BefleTCsl Ha KKAOro paboTHMKA TOMECSYHO.

3.2. PykoBopurens moppasaesieHus, Tie IpUMMeHsIeTCcsl CYMMMPOBaHHBIM yUeT, Ha
OCHOBAHMM JaHHBIX 00 OTPabOTaHHOM BpeMeHU 0OeCreynBaeT:

3.2.1. IIpomomsKuTeIbHOCTL pabouero BpeMeHM KakKAoro pabOTHMKA 3a YUeTHBIN
TIEPUO/I, He TMPEBBIILIAIONLYIO HOPMbI pabouux 4acoB;

3.2.2. [TIlpepocraBnenue B paMKax YueTHOro Ilepuoja AOTIOTHUTEIbHbIX
BBIXOJHBIX JHEN 160 COKpallleHue BpeMeHM eXeIHeBHOM paboThl (CMeHbl pabOTHMUKAM,
M0 KOTOPBIM €CThb IIpeBbIIIEHME HOpMbI paboumx YacoB, IIyTeM COCTaBJIeHNS
MHAMBUIYANbHOrO rpaduka paboTel (CMEHHOCTH)).

3.3. anHbie 06 OTpabOTAaHHOM BpeMEeHM MPENOCTABAIOTCS  JIMIIOM,
OCYILIeCTBJSIOIIMM KOHTPOJIb 3a MCIOAb30BaHMeM pabouero BpeMeHM B LIeJIOM IO
VUPEXKIEHNIO, eXXeMeCsIIHO.

3.4. PykoBoguTenb CTPYKTYPHOTO NOAPa3AeNeHus], Ipyroe OTBETCTBEHHOE JIUII0 B
CTPYKTYPHOM I1OJIpasaeseHnu 00si3aHbl:

3.4.1. Bectu TOuHBIM yueT BpeMeHM, GaKTUMYeCKM OTPabOTAHHOTO KasKIbIM
PabOTHUKOM;

3.4.2. BecT TOYHBIM yUYeT CBEPXYPOUYHBIX PabOT 3a IpeaesaMy YCTaHOBIEHHOM
IIPOIOJIKUTENIBHOCTM pabouyero BpeMEHM, eKeIHEeBHOM paboThl (CMeHbI), paboT B
BbIXO[HbIE M Hepaboyue MpasgHMYHbIE OHM HAa KOKIOTrO pabOTHMKA, MPUBIEUYEHHOTO K
JaHHBIM paboTam.

3.4.3. [IpyHuMars Mepbl, YTOObI MPOAOIKUTEIBHOCTh CBEPXYPOUYHOI PaboThl, He
IIpeBBILLIaJIa I/ KaKOOro paboTHMKA YeThIpexX 4acoB B TeYeHMe ABYX aHen moapsa u 120
yacoB B TO/I.



