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0 CyMMMWPOBAHHOM y4yeTe paboyero BPeMeHU

r. Opén

1. O6une NoNoXKeHUs

1.1. CyMMWpPOBaHHbIA Yy4yeT BBOAMTCA NPU BbIMNOSIHEHWM OTAENbHBIX BWAOB paboT, rae Mo ycnoBusaM
npoussoacTea (paboTbl) HE MOXET ObiTb COOMKOAEHA YCTaHOBNEHHAA ANs AaHHOW KaTeropmm paboTHMKOB
eXeAHEBHAA WU eXeHefenbHas MPOAO/MKUTE/IbHOCTL paboyero BpemeHW. [lepeyeHb [O/MKHOCTEN
paboTHWMKOB, N0 KOTOPbIM YCTaHaB/MBaETCA CYMMMUPOBAHHbIN YUYeT, yKa3aH B NPUIOXKEHUN K HACTOALLEMY
MonoxeHuto.

1.2. MpojoMmKNTENbHOCTL YUYETHOro nepuofa Ha NPeanpuaTun Ans BCEX KaTeropuin paboTHUKOB, MO
KOTOPbIM MNPUMEHSETCS CYMMWUPOBAHHBIA YYeT, yCTaHaBMMBAETCH HacToAWMM [TON0XKEHNEM U UHBIMUK'
NnokasibHbIMK akTamu BIMOY OO «OpnoBCcKUin 061aCTHON KONNeL>K KynbTypbl U UCKYCCTB». YUeTHbIiA
nepuof, oxBaTbiBaeT pabouee Bpems, B TOM 4umc/ie Yacbl paboTbl B BbIXOAHbIE M HEpaboume npasgHUYHbIE
[HW, 1 BpPeMS OTAbIXa.

1.3. CymmapHas MpOAO/KUTENbHOCTL paboyero BpeMEHU B TeUeHMe Y4YeTHOro nepuoga He AOMKHA
MpeBbIllaTh HOPManbHOroO YMcia pabounx 4acoB 3a 3TOT Mepmog. Mpu 3TOM exefHeBHas U eXeHeaenbHas
MPOJO/MKNTENBHOCTL paboyero BpemMeHW MO rpadMKy CMEHHOCTM MOXET B OnpefeneHHbIX npegenax
OTKMNOHATLCA OT HOPMbl paboyero AHS W pabouein Hegenu. HepgopaboTka (nNepepaboTka) AO/MKHA ObITbh
CKOpPEKTNPOBaHa B YCTAHOB/IEHHbIA YUYETHbIA Nepuo, 4ToObl CyMMa 0TpPaboTaHHbIX YacOB He NpeBbllUana
HOpMY paboyurx YacoB y4YeTHOTO Mepmoga.

1.4. Paboyee BpeMs W BpeMs OTAbIXxa B paMkax YYETHOro nepmoja pernaMeHTUpyeTcs rpagukom
CMEHHOCTM, KOTOpbIA yTBepxaaeTcs Aupektopom BIMOY 00 «OpnoBckmii 06MacTHOM Konnemk
KyNbTYpbl N UCKYCCTB».

15. Mpu npueme Ha paboTy, rae NPUMEHAETCS CYMMMPOBaHHbLINA y4eT, NepBbIM AHEM YYETHOro nepuopa
ABNSETCA AeHb NpMema Ha paborTy.

1.6. Mpu yBONMbHEHUU C paboTbl, FAe NPUMEHSAETCA CYMMUPOBAHHbIA Yy4yeT, NocnegHWM AHEM YYeTHOro
nepuoja fBNSAeTCs feHb YBOSIbHEHUS.

1.7. Tpu BpemeHHOM MepeBofe paboTHMKa Ha Apyryto paboTy, rge NpYMEHSeTCs CYMMMPOBAHHbLIN YUeT,
YUETHbI Nepnog 6yaeT paBHATLCA KaneH4apHOl NPOLO/MKMNTENbHOCTM NepeBoja Ha Apyryto paboTy (co AHS
Hayana nepeBofa No AeHb €ro OKOHYaHWs BKIKUYNTELHO).

1.8. Tpun BpeMeHHOM MepeBoje paboTHMKA C paboThl, FAe MPUMEHAETCS CYMMUPOBAHHBIA YYeT, Ha Apyryto
paboTy, rae CyMMUPOBaHHbIW y4eT He MpPUMeHsEeTCs, KaneHaapHoe BPeMs Takoro nepeeoga (Co AHA Havana
nepeBofa no feHb ero OKOHYaHWs BKAKUNUTENbHO) UCKITIOUAETCA M3 YYeTHOTO nepuoga.

1.9. Hopma pabouyero BpemeHW ornpefensieTcd B COOTBETCTBUWM C MPOM3BOACTBEHHbIM KaleH4apeM Ha
KaXXAblii KaneHAapHblA rof, C Y4eTOM OrpaHWMYEHMI MO MNPOAOC/MKUTENbHOCTM paboyero AHs, pabodeid
HeJenn u ApYrux OrpaHuyeHWin MPOAOIKUTENbHOCTM paboyero BPEMEHM, YCTaHOB/EHHbIX TpyAoBbiM
Kogekcom P®. HopmanbHOoe u4ucno paboumx 4acoB 3a Y4YETHbIA Nepuoj onpefensieTcs WCXo4d U3
YyCTaHOBNEHHOW AN [AaHHON KaTeropuu pabOTHUKOB eXeHefeNbHOW NPOLO/MKUTENLHOCTU paboyero
BPEMeHW B COOTBETCTBUM C TpeboBaHuamKM cTaTbl 104 TpypoBoro kKogekca P®. [Ons paboTtarowmx
HEMOMHbIA MAW COKpaLLEeHHbI pabounii geHb (CMeHy, Hefento) HOpManbHOEe 4Yucno paboymx 4acoB 3a
YYeTHbI/i Nepnoj COOTBETCTBEHHO YMEHbLLAETCH.



2. MNopsigokK y4yeTa paboyero BPemMeHU

2.1. OTpaboTaHHOe Bpems MpU CYyMMWUPOBAHHOM Yy4yeTe OMPeAenstoT C MOMeHTa (haKTUYecKoro Havana
BbINO/IHEHNA PabOTHUKOM TPYAOBbLIX 0653aHHOCTe Ha onpefeneHHOM emy paboyeM MecTe U A0 MOMEHTa
(haKTNYECKOro ocBO60XAeHUS OT paboTsbl.

2.2. Y4eT paboyero BpemMeHW OCYLLECTB/SETCA MNOKBapTa/ibHO Ha OCHOBaHWMM BefeHUs Tabens yuera
MCrnonb30BaHUA paboyero BpemMeHu (fanee - Tabens).

2.3. O6si3aHHOCTM NO BefeHWO Tabens BO3NaraldTCA Ha PYKOBOAWUTENA CTPYKTYPHOro nogpasfeneHus,
[pyroro nuua, 0TBETCTBEHHOr0 3a BeAeHue Tabens B nofpassfeneHuu.

2.4. Y4eT nCnofib30BaHMA paboyero BPEMEHM OCYLLeCTB/seTcH B Tabene MeTOLOM perucrpaumm SiBOK U
HesBOK 3a KaXKAblii pabounii feHb (CMeHY) HE3aBMCUMO OT Bua yyeTa paboyero BpeMeHN.

25. Tlo Kaxgomy CAMCOMHOMY paboTHMKY, a Takxe paboTHWKY, MPUMHATOMY Ha paboTy no
COBMECTWUTENbCTBY U3 APYroi opraHusauum, B Tabene LOMKHbI ObiTb 3aMOAHEHbI CNefYHOLLNE PEKBUSUTDI:
TabenbHbIli HOMep, haMunus, UMs, 0TY4ecTBO, nNpodeccust (A0MKHOCTb), YNCNO OTPaBOTaHHbIX AHEW, Yncno
0TpaboTaHHbIX 4acoB, B TOM 4MC/le HOYHbIX, CBEPXYPOUHbIX, 4acoB paboTbl B BbIXOAHbLIE WM Hepabouue
npasgHUYHbIE [LHW, YUCNO AHE/ HesaBOK, B TOM 4uUCie MO MPUYMHE BPEMEHHON HETPYLOCMOCOGHOCTH,
oTnycKa u T. n.

2.6. OTMeTKM B Tabese O MPMUYMHAX HESIBOK Ha paboTy, 0 paboTe B peXXMMe HemnosHOro pabouyero AHs, o
CBEPXYPOUHOI paboTe U ApYrux OTCTYNNEHUSX OT HOPMaJibHbIX YCN0BUIA PaboThbl AO/MKHbLI BbITh CAeNaHbl
Ha OCHOBaHMM MNOATBEPXAAOWMNX [OKYMEHTOB, O(OPM/IEHHbIX Hajnexawmm o06pasom  (JIMCTOK
HeTpyZf0CNOCOGHOCTH, CMpaBKa O BbIMO/HEHUN TOCYAAPCTBEHHLIX WM O6LLECTBEHHbLIX 00513aHHOCTE,
npuKas o NpefocTaBieHMM OTNycKa 1 T. M.).

2.7. Tabenb cocTaBnsetTcd B OLHOM 3K3eMMNAspe pPYKOBOAWUTENIeM MNOApasfeNieHnus Wan  Apyrum
OTBETCTBEHHbIM J/INLLOM W KOHTPONMPYeTcs paboTHWKOM oTgena kKaapoB BIMOY 00 «OpnoBcKuii
061aCcTHON KoNnea>K KynbTYypbl Y UCKYCCTB».

2.8. BkoueHue B Tabenb pabOTHUKOB M UCK/IKOYEHWE U3 HEro NPOU3BOAUTCS Ha OCHOBaHUW CNefyHoLLUX
[LOKYMEHTOB N0 YYeTy KajpoB: Mpukas 0 npueme paboTHMKA Ha paboTy, NpukKas o nepesoje paboTHMKA Ha
JpYryto paboTy; npukKas 0 npekpalleHnmn aeiicTBua TPYLOBOro 4OroBopa ¢ paboTHUKOM.

2.9. Tabenb nocne nofgnucaHns pykoBoAMTeNeM nogpasgeneHns, paboTHUKOM 0TAena KafpoB nepefaeTcs B
oyxranteputo BIMOY OO «OpnoBcKuin 06nacTHO KoNnea>X KynbTYpbl U UCKYCCTB».

2.10. MpuBneyeHne pabOTHUKOB K CBEPXYPOUHOI paboTe, paboTe B BbIXOAHbLIE Y Hepaboumne npasfHUYHbLIE
OHV MPOU3BOAMUTCA B CAyYasx U MOPSAKE, MPefyCMOTPEHHbIX TPYLOBLIM 3aKOHOLATENbCTBOM POCCUMIACKON
deaepaumm, Ha 0OCHOBaHWUK NpurKasza anpektopa BMOY OO «OpnoBckuiA 061aCTHOW KONNeA>K KynbTypbl
N UCKyCcCTB». [0AroToBKa NPOeKTa NprKasa ocyLLecTBseTcA pabOTHUKOM OT/eNa Kafpos.

3. O6513aHHOCTM LO/HKHOCTHbBIX UL, MPU CYMMUPOBAHHOM y4deTe paboyero BpeMeHM

3.1. CyMMUpOBaHHbI y4eT OCYLLEeCTBAETCS Ha OCHOBaHUM AaHHbIX Tabens yyeTa 1Ucnosb30BaHNsA paboyero
BPEMEHU 1 BeAETCA Ha KaXXA0ro paboTHMKa NOKBAPTa/ILHO.

3.2. PykoBoauTenb NoApasfeneHuns, rae npuMeHsieTcd CyMMUPOBaHHbLIA yyeT, Ha OCHOBAHWW faHHbIX 06
0TpaboTaHHOM BpeMeHU 0becrneynBaert:

3.2.1. MpoOAO/MKUTENBHOCTL paboyero BpeMEHM KaXAOro paboTHMKA 3a Y4YETHbI nmepuojg, He
MPeBbILLALLYH0 HOPMbI paboymnx Yacos;

3.2.2. npefocTaB/eHe B paMKax YY4eTHOro nepvofa AonOSIHUTENbHbIX BbIXOAHbLIX AHEN MO0 COKpalleHue
BPEMEHN eXKeAHEBHOI paboTbl (CMeHbI paboTHMKaM, N0 KOTOPbIM €CTb MPEBbILLIEHNE HOPMbI PabOYNX YacoB,
nyTem COCTaBNeHWUA UHAMBUAYaNbHOrO rpadka paboTbl (CMEHHOCTN)).

3.3. [OaHHble 06 0TpaboTaHHOM BpEMEHW MpefoCTaBNAKTCA JIMLOM, OCYLLECTBASIOWMM KOHTPO/b 3a
ncnonb3oBaHMeM pabodero BpemMeHu B uUenom no BMOY OO «OpnoBckuit 06nacTHOW Konnea>k
KYNbTYPbl U UCKYCCTB», eXXeKBapTa/IbHO.

3.4. PykoBoauTenb CTPYKTYPHOro nofpa3feneHuns, [ApYroe OTBETCTBEHHOE /ULUO B CTPYKTYPHOM
nogpasgeneHnmn 06sa3aHbl:

3.4.1. BECTU TOUHBbIN y4eT BPeMEHM, (haKTUYECKN O0TPabOTaHHOTO KaX4bIM PabOTHUKOM;

3.4.2. BECTV TOYHbIA y4eT CBepXypOUHbIX paboT 3a npejenamy YCTaHOBMIEHHON MPOLOMKMUTENLHOCTM
paboyero BpeMeHU, exxeHEBHOI paboTbl (CMeHbI), paboT B BbIXOAHbIE W Hepaboumne MpasAHMYHbIE AHW Ha
KaXXoro paboTHUKa, MPMBEYEHHOTO0 K AaHHbIM paboTam.

3.4.3. NpMHUMaTb Mepbl, YTOObI NMPOAOMKUTENBHOCTL CBEPXYPOUHOW paboThl, He NpeBbillana AN Kaxaoro
paboTHMKA YeThIPEX YaCcOB B TeUeHMe ABYX AHei nogpsag n 120 uacos B rog.

3.5. PaboTHMK, 0TpaboTaBlUMil BCe NpPeAyCMOTPEHHblE FPaPUKOM CMeHbl, MPY CYMMMUPOBAHHOM Y4eTe
paboyero BpPeMeHW MOMy4YaeT MOSHYK MECAYHYI0 3apaboTHy0 nnaTy. [pu HenosHoW oTpaboTke CMeH Mo
rpadmky, onnara npoM3BOAUTCSA NPOMOPLMOHaNLHO 0TPaboTaHHOMY BPEMEHN.
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[MpunoxeHue
K IM0oNoXeHU 0 CyMMUPOBaAHHOM YyuyeTe
paboyero BpeMeHu

MEPEYEHb
[O/IKHOCTEN, N0 KOTOPbIM YCTAaHOB/IEH CYMMMPOBAaHHbI y4eT paboyero BpeMeHu

CTopoxK',
BaxTép.
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