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MOJIO’)KEHHUE
0 Tabe1bHOM y4eTe paboyero BpeMeHHu

I .OBIIUE IMOJIOKEHU S

1.1. Hacrosimee ITonoxeHnne BBOAUTCS € LesIbIO cHCTEMaTH3alllK rpoiiecca cbopa u
obpaboTku HHOpMaLMK 0 3aTpaTax pabouero Bpemenu paborHukamu MBY J10
«Hoxait-tOprosckuit JI1T» (nanee-J1J1T).

1.2. Jlns BeaeHus TabenbHOro yuera pabodero BpeMeHH MPUKa30M PYKOBOIUTEIIS
Ha3HA4YalOTCs OTBETCTBEHHBIE LA U3 uncia padotHukos JIJ/IT.

1.3. B 10JKHOCTHBIE 00513aHHOCTH pabOTHHKA, OTBETCTBEHHOIO 3a Tabe bHbIH yyer,
BBOJSTCS (DYHKLMH: KOHTPOJIb (haKTHUYECKOro BpeMeHH rpebbiBanust padoriukos 11T
Ha paboTe u BeJleHHe TabeIbHOro yueTa ¢ OTBETCTBEHHOCTBIO 3a MPaBUIILHOE OTPAKEHUE
B Tabesie paboyero BpeMeHu pabOTHUKOB U CBOEBPEMEHHOCTD IPe/ICTaB/IeHUs Tabelis Ha
pacuer.

1.4. Jlns ucnonnenus ob6s3aHHOCTeH paOOTHHK, OTBETCTBEHHBIH 3a TaOe bHbIN yueT:
1.4.1.Bener yuer wratHoro cocrana padorHukos JIJIT.

1.4.2.Ha ocHOBaHMHM 1OKYMEHTOB (IIPUKA30B 110 JUYHOMY COCTaBY U OOLIMM BOIIPOCAM)
BHOCHT B CITMCOK U3MEHEHHUS, CBA3AHHBIE C IPUEMOM, YBOJIbHEHHEM, MepeMeIICHHEM,
H3MeHeH1eM rpaduka paboTbl, pa3psi/ioB, PEJOCTABICHHEM OTIIYCKOB U T.J1.
1.4.3.OCy1LECTBIISET KOHTPOJIb CBOEBPEMEHHOCTH SIBKH Ha paboTy U yxo/ia ¢ paboThl,
HaxoX/JeHHs Ha paboyeM mMecTe pabOTHUKOB ¢ u3BelieHueM pykosoautens JIJIT o
HEsIBKaX, O03JIaHUsIX, [IPEKAEBPEMEHHBIX YX0aX U MPUYHMHAX, UX BbI3BABILIKX.

1.4.4. KOHTpOJIMPYET CBOEBPEMEHHOCTh MPEIOCTABIICHUSI H PABUIBHOCTH O(DOPMIIEHHUS
JIOKyMEHTOB, MOJATBEPKAAIOLIMX [TPaBO PAOOTHUKOB Ha OTCYTCTBUE Ha paboueM MmecTe:
JIUCTKOB O BPEMEHHON HETPYJ0CIIOCOOHOCTH, CIIPABOK 110 YXOJ1y 3a OOJbHBIMH,
MOoANKUCaHHbIX pykoBoauresneM JIJIT yBonbHUTENBHBIX U JIPYTHX.

1.4.5.1'0TOBUT crIMCKU paOOTHUKOB JUIsl U3AaHHsI TPUKA30B O paboTe B BLIXOAHbIE U
Hepaboune npa3aAHUYHbIE JIHH.

1.5.B ciyyae HEBO3MOXKHOCTH BPEMEHHO UCTIOJIHSATE 00S3aHHOCTH 10 BEIEHUIO
TabesIbHOro yyeTa Ha3HaueHHbIM paboTHUKOM pykoBoauTenb JIJIT cBoum
pacrnopsiKeHHEM Ha 3TOT [epPUOJ Ha3HAYaeT OTBETCTBEHHOIO MCIIOJHUTES U CTABUT B
M3BECTHOCTh PYKOBOJICTBO.

1.6. Bce paboTHHKH, B 00513aHHOCTH KOTOPBIM BMEHEHO BeJIeHHe TabelIbHOIO yyeTa, B
00s3aTe/IbHOM MOPsIIKE 3HAKOMSTCS ¢ HACTOsIILUKMM [1os107KeHHeM 1O pOCITUCE.



2.ITPABUJIA 3AIIOJTHEHUS TABEJIS

2.1. TabGenb y4era pabo4ero BpeMeHHU BeIETCS B JJIEKTPOHHOM U GyMaKHOM BapHAHTaXx B
yauumpoBaHHbIX popmax T-12, T-13, yreepsxaennsix IloctanoBaeHneM ['ockoMcTara
P® ot 05.01.2004 N1.

2.2. Yxa3aHHble GOPMBI COCTaBIISIOTCS B OJHOM 3K3EMILISPE YIIOJHOMOYEHHbIM I1a 3TO
JIMLOM, IOAIUCHIBAIOTCS PYKOBOAMTEIIEM CTPYKTYPHOTO HOApa3 iesieH s, paGOTHUKOM
KaJpoBO# Cityk0bl, mepenaroTcs B Oyxrantepro.OTMETKH B Tabelle 0 NPUYHHAX HESIBOK
Ha paboty, paboTe B peKUMe HETIOJIHOrO paboyero BpeMeH! MITM 3a IpefieIaMH
HOPMaJIbHOM TPOAODKUTEBHOCTH paboyero BpeMeHH [0 HHUIMATHBE PaGOTHUKA HITH
paboTozaTessi, COKpaIeHHOH MPOOIDKUTENLHOCTH PaGoYero BpeMeHH 1 JIp.
IPOM3BOJATCS HA OCHOBaHHMH JIOKYMEHTOB, O(OPMIIEHHBIX HAIJIEXKAIIMM 06pazoM
(TACTOK HETPYHOCIIOCOOHOCTH, CIIPABKa O BHINOJHEHHAH FOCYAaPCTBEHHbIX MK
O0IIEeCTBEHHBIX 00S3aHHOCTEH, MIMCbMEHHOE MPeayNIPEXIEHHE O IPOCTOE, 3aIBICHHE O
COBMECTHUTEIbCTBE, IIMCbMEHHOE COIache pabOTHUKA Ha CBEPXypPOUHYIO paboTy B
Clly4asx, yCTaHOBJIEHHBIX 3aKOHOJATEIbCTBOM, H TIp.).

JUist OTpakeHHs exeTHEBHBIX 3aTpaT pabovero BpeMeHH 3a MECSI] Ha KaXK0ro paboTHHKa
B TabeJie OTBEIEHO:

- B popme NT-12 (rpadsr 4, 6) - 1Be cTpOKH;

- B popme NT-13 (rpada 4) - yeTsIpe CTpOKH (110 [Be HA KAXKIYIO TIOJOBHHY MECSIA) U
COOTBETCTBYOLIEe yncio rpad (15 u 16).

B dopmax NT-12HNT-13(Brpadax 4, 6) BepxHsis cTpOKa IPHUMEHSETCS VISl OTMETKH
YCIOBHBIX 0003HaYeHHH (KOJOB) 3aTpaT pabovero BpeMEHH, a HIKHSS - [T 3aIIUCH
IPOJOJKUTENIBHOCTH OTPabOTaHHOTO MM HeOTpabOTaHHOTO BpeMeHH (B Yacax, MUHYTax)
TI0 COOTBETCTBYIOIINM KOJIaM 3aTpaT pabodero BpeMeHH Ha Kaxayio naty. Ilpu
HEOOXOIMMOCTH [I0ITyCKAeTCsl yBeIMUIeHNe KOIHIecTBa rpad i IPOCTABIEHAS
JOTIOJTHUTENIBHBIX PEKBU3UTOB I10 PEXXUMY pabodero BpeMeHH, HalpuMep BPEMEHH
HaYajga ¥ OKOHYaHHUs PabOThI B YCIOBHUSX, OTIIMYHBEIX OT HOPMAJIbHEIX.

I1pu 3anonuenuw rpad 5 u 7 tabens mo popme NT-12 B BEpXHHMX CTPOKaxX HPOCTABIAETCS
KOJIMYECTBO OTPabOTaHHBIX HEH, B HIDKHUX CTPOKAX - KOJIMYECTBO 9acOB, OTpaGOTaHHEIX
KaXIbIM paOOTHMKOM 3a y4eTHBIH ITepHo/1.3aTpaThl paboyero BpeMEHH YIUTHIBAIOTCS B
TabeJie UK METOIOM CILTOIIHOM PErHCTPALMH SBOK U HESIBOK Ha paboTy, Wild ITyTeM
PETHUCTPALK TOJILKO OTKIOHEHHH (HESIBOK, ONIO3JaHMI, CBEPXYPOYHBIX YaCOB H T.I1.).
Ipu oTpakeHnM HEsIBOK Ha paboTy, y4eT KOTOPBIX BeAETCS B JHSX (OTIYCK, JHU
BPEMEHHOM HETPYAOCIIOCOOHOCTH, CITyXeOHbIe KOMaHIHPOBKH, OTITYCK B CBSI3H C
oOyueHneM, BpeMsl BBIIIOIIHEHHUS FOCYAApPCTBEHHBIX MM OOIIECTBEHHBIX 00s3aHHOCTEH U
T.11.).B Tabene B BepxHell CTpoke B rpadax MpOCTABISIOTCS TOIBKO KOJbI YCIOBHBIX
0003HaueHNH, a B HIDKHEH CTpoKe rpadbl ocTaroTes mycThiMU. [Ipu cocTaBneHun Tabens
o ¢opme NT-12 B paznene 2 Ha Of¥H [Jis BceX paGOTHUKOB BHJ OILIATHI U
KOPPECTIOH-UPYIOLIMI CYET 3aI0NHA0TCS rpads! 18 - 22, u npu pacyere pa3HbIX 110
Ka)XOMy pabOTHHKY BHJIOB OILIAThI X KOPPECIIOHAUPYIOLINX CYETOB 3aIONHSIIOTCS rpadsl
18 - 34.®opma NT-13 "Tabens yyera pabodero BpeMeHH" IPUMEHSETCS IIPH ABTOMA -
THU3MPOBaHHOM 00paboTke yueTHBIX AaHHBIX. [Ipu cocraBnenuu Tadens no popme NT-13:
- IIPY 3aIMCH YYETHBIX JaHHBIX IS HAUUCIeHUS 3apaOb0THOM IUIaThl TOJBKO 110 OXHOMY
BU/Iy OILIATHI U KOPPECIIOHUPYIOIEMY CUETY, OOIIUM JIJIs BceX paGOTHHUKOB,
BKJIFOYEHHBIX B Ta0ellb, 3aII0IHSAIOTCS PEKBU3HUT KOJI BHIa OILIAThI",
"KoppecnoHaAupyIomuii cyet" Hax Tabnuueit ¢ rpadamu 7 - 9 u rpada 9 6e3 3anonHeHus

rpad 7 u §;



-TIPY 3aMUCH YYETHBIX JaHHBIX JJIs HAYHUCIIeHUs 3apabOTHOM IUIaThI 10 HECKOIBKUM (OT
ABYX [0 YETBIPEX) BHIaM OILIAThl X KOPPECIIOHIUPYIOLIAX CUETOB 3AMOIHSAOTCS rpadbl 7
- 9. lonotauTeNBHBIN 6710Ke HASHTHYHBIMA HOMEpaMK rpad IpeayCMOTpPEH s
3aII0JIHCHUS TAHHBIX 110 BU/IaM OILIATHI, €CIIH UX KOJIUYECTBO MPEBHIIIAET YeThIPE.
Branku tabens no popme NT-13 ¢ yacTHYHO 3aI0NHEHHBIMHE PEKBU3UTAMH MOTYT OBITh
U3rOTOBJICHBI C IPUMEHEHHEM CPEJICTB BEIYUCIUTENbHON TeXHUKU. K TaKuM peKBH3MTaM
OTHOCSITCS: CTPYKTYpHOE ITofpa3ziesieHne, paMIIus, UMsi, OTYECTBO, JOJIKHOCTD
(cenuanbHOCTh, MpodeccHs ), TabeNIbHbIN HOMEP | T.IL - TO CTh JaHHBIE, COZlepKaIIecs
B CIIPaBOYHHUKAX YCIOBHO-IIOCTOSHHON HHGOPMaIUU OopraHu3auu. B atom ciydae
(bopma Tabens n3MEHAETCSA B COOTBETCTBHH C IIPUHATOM TEXHOJIOTHEN 06paboTKH
YUYETHBIX JTaHHBIX.

VYcnoBHbIe 0603HaUEHHS OTPaOOTAHHOTO U HEOTPAGOTAaHHOTO BPEMEHH, IIPEICTAaBICHHbIE
Ha TUTYJIBHOM JiMCTe popMbl NT-12, mpHMeHsIOTCS U IPH 3amoHeHnHd Tabess mo Gopme
NT-13.

3. TIOPSAJOK ®OPMHUPOBAHUS U ITIPEJCTABJIEHUS TABEJIEN

3.1. He pexe onHOro pasa B Hefielo pabOTHHUK, OTBETCTBEHHBIH 3a TaGebHBIN yUer,
cOOHpaeT 1o cBOeMy MOJpa3/IeNeHUI0 JaHHbIEe 00 UCIIOIB30BaHuK PaGOYEro BpEMEHH.
3.2. Bce omo3nanus U NpexIeBpeMeHHbIE YXOAbI C paboThl QUKCUPYIOTCS
OTBETCTBEHHBIMM BBIUUTAIOTCA U3 OanaHca pabodyero BpeMeHH .

3.3. [lanHeble 0 Cirydasx OIo3JaHuM, CAMOBOJBHBIX YXOIOB C PabOTHI HAIIPABJISIOTCS
OTBETCTBEHHEIM 3aMecTUTelo nupekropa J/T He mo3anee 20 yncia Mecsiia,
CIIEAYIOIIETO 32 OTYETHBIM. 3aMecTuTeNb qupekropa JJJIT cocTaBiuseT aHaTUTHIECKHE
3aIIUCKH O HapYIIEHUsX pabOTHUKAMH peXHMa Tpyaa U oTabIxa u 10 20 4ucia Mecsua,
CJIETYIOIIETO 32 OTYETHBIM, HalnpasiseT ux aupekropy JAT.

3.4. OrBeTcTBEHHBIH 3a TabeIbHBIH yueT, 10 18 yacos 22 uucia MecsIa, CIeAyIOIEro 3a
OTYETHBIM, 3alIOTHSIOT GopMy Tabens coriacHo IToctanoBnenuro I'ockomcrata PO ot
05.01.2004 N1, pacrieyaTsIBatOT €€ U MOCIIE IIPOBEPKH ¥ TIOAIKMCH COOTBETCTBYIOLIMMHU
JOJDKHOCTHBIMH JIMLIaMH NIEPEAAlOT Ha XpaHeHHe B OyXTalTeEPHIO.



