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MNOJOXKEHHUE
0 CYMMHPOBaHHOM Y4€Te pabo4yero BpeMeHH B MyHHIHIIAIbHOM
Or01:xeTHOM 001e00pa30BaTeIbHOM YUpeXKIeHHH CpeIHel
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I. O0mue nmosioxkeHun

1.1. Ucnionb3yembie TEPMUHBI:

1.1.1. CyMMupoBaHHbBIH yd4eT pabo4ero BpeMEHH — MPOJOKHMTEIBHOCTh
pabodero BpeMeHH, BBOAUMAs B CIIy4asix, KOIZia [0 YCIIOBHSIM BEHITIONIHEHHS pabOTHI
He MOXeT ObITh COONIOAEHA YCTaHOBJIEHHAs MJIS OIpeJelIeHHON KaTeropuu

pabOTHHKOB €XeJHEBHAas WM €XeHelelbHas IPOAOJDKUTENBHOCTh pabodero
BPEMEHH.

1.1.2. VYuerHeli nepuos — IMEpPHOJ, B TeUYEHHE KOTOPOro HEOOXOAMMO
obecnieynTh cobIII0IeHHEe HOPMBI paboYero BpeMeHH.
1.1.3. I'pabux paboTel (CMEHHOCTH) — pEXHUM pabOThl, B TEYEHHE

IPEACTOALLEr0 y4eTHOIO NEPHOIa.

1.2. CyMMHpOBaHHBIH y4YeT BBOIAMTCS NPU BBIMOJHEHHH OTAEIBHBIX BHUIOB
paboT, rae mo ycioBUsM paboThl HE MOXET OBITH COOJIOAEHA YCTAHOBIEHHAS s
JaHHOM KaTeropuu pabOTHUKOB exXeJHeBHas WIH eXXeHeJlelbHas
IPOJOJDKUTENBHOCTh pabodyero BpeMeHH. [lepedyeHb pabOTHHKOB, IO KOTOPBIM
yCTaHaBIMBAaeTCd CYMMHPOBAHHBIN y4€T, YKa3aH B PUIOKEeHUH Ne 1 K HacrosiemMy
[TonoxeHuto.

1.3. IIpoAOMKUTENBHOCTD YYETHOIO MEepUofa MYyHHIUIIAIBHOTO OFOIKETHOIO
00111e00pa30BaTENIbHOIO  YUYPEXKIEHUS MYHULMIAIBHOTO O0Opa3oBaHHS TOpOJI
Kpacnognap cpenneii o6meo6pasoBatenbHor mKkoiasl Ne 19 umenu ['eposs CoBeTckoro
Coro3a Mapunsl PackoBoii (manee - Illkona) nns Bcex kaTeropuii paGOTHUKOB, IO
KOTOPBIM IIPUMEHSIETCS CYMMMpPOBAHHBIM yuyeT, YCTaHaBJIMBAETCS JIOKAJIbHBIMH
aktamu lllkonbl. Y4eTHBIN Mepruoj OxBaThiBaeT paboyee BpeMsi, B TOM YHUCJE Yachl
paboThl B BEIXOJIHBIE U Hepabouue Mpa3qHUYHbIE THHU, U BPeMs OTIbIXA.

1.4. CyMmapHas poAOKUTENIBHOCTh paboyero BpeMeH! B TEYEHUE YYETHOIO
nepuofa He [OJDKHA MpEeBHINIaTh HOPMAJIBHOIO 4YHMCiIa paboymx YacoB 3a ITOT
nepuor. [Ipu 3TOM exenHeBHas U eXeHelelbHas IMPOJOJDKUTENBHOCTh pabodero
BpeMeHH 10 rpauKy CMEHHOCTH MOXET B OIpeJieJIeHHbIX MpeeaaX OTKIOHATHCS OT
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HOpMBI paboyero nHs U paboueit Henenu. Henmopa6oTka (mepepaGoTka) H0kHA OBITH
CKOPPEKTUPOBaHA B YCTAHOBJIEHHBIN YYETHBIN NEPHOA, YTOOBI CyMMa OTpaboTaHHBIX
4acoB He MpeBbILIaa HOpMy pabounX 4acoB YYETHOTO MEPHO/IA.

1.5. PaGo4ee BpemMsa ¥ BpeMs OTIbIXa B paMKax y4eTHOro IepHoja
pernamMeHTUpyercs rpad¥KOM CMEHHOCTH, KOTOPBIA YTBEPKIAETCS AUPEKTOPOM
IIIxonel ¥ 3aMeCTHTENEM JUpPEKTOpa [0 aJAMHHHCTPATHBHO-XO3AMCTBEHHOM
NEeATENbHOCTH.

1.6. Ilpu npueme Ha paboTy, rie NPUMEHSETCS CYMMHUPOBAHHBIN YYET, EPBBIM
JTHEM y4YETHOIO [IEpHUOJIa SBNIAETCS JeHb pHeMa Ha paboTy.

1.7. Ilpu yBonpHeHHMH C pabOTHI, Ile NPUMEHSETCS CyMMHpPOBAaHHBIN Y4eT,
IIOCJIEHUM JHEM YYETHOIO [IEPHUO/ia ABISETCS I€Hb YBOJIbHEHHS.

1.8. Ilpu BpemeHHOM IniepeBofie paboOTHHKa Ha JApPyryl paboty, rae
IIPUMEHSETCS CYMMMpOBAHHBIA ydYeT, Yy4YeTHbIH nepuon OymeT paBHATHCS
KaJIEHJapHOM IPOJOJDKUTEIBHOCTH IepeBoAa Ha JApyryio pabory (co OHS Hayaya
IIepeBoJia 110 J€Hb €r0 OKOHYaHUs BKIIIOUHUTEIIBHO).

1.9. Ilpu BpemeHHOM mnepeBofe pabOoTHHKa C paboOTHI, IAe NPUMEHSETCS
CYMMHPOBaHHBIM y4yeT, Ha Jpyryio paboTy, TIle CYMMHPOBaHHBIH YYeT He
IIpPUMEHSETCs, KaJeHAapHOe BpeMs TaKoro mepeBoia (Co AHS Hayajia NepeBoja Io
JI€Hb €10 OKOHYaHHs BKIIIOUUTEIBHO) UCKITIOYAETCSl U3 YYETHOTO IepUoa.

1.10. Hopma pabouero BpeMeHH OIpenenseTcss B COOTBETCTBHH C
IIPOU3BOACTBEHHbIM KalleHJapeM Ha KaXIbli KalleHOapHBIH TOJ, C YyYeToM
OrpaHHYEHHUH 10 NMPOJOJDKUTEIBHOCTH pabouero nHs, pabouyeit Hemenu U OPYrHx
OTrpaHUYEHUMN MPOJOKUTENBHOCTA paboyero BpeMeHH, YCTaHOBIIEHHBIX TpyI0oBBIM
xogekcom P®. HopmanbHoe uncino pabodynx YacoB 3a Y4YETHBIH IepHO.
ONpEeNEeNsAeTCs HCXOls W3 YCTAaHOBICHHOW MJii JAaHHOW KaTeropuu pabOTHUKOB
€XEHeeIbHON MPOJOJDKUTENBHOCTH pabodyero BpeMEHH B COOTBETCTBHH C
tpeboBanusiMu ctatb 104 TpymoBoro xoaekca P®. [lns paGoTaromux HEMOJHBIH
WU COKpallleHHbId pabouyuii JeHb (CMeHy, HeIe0) HOpMalbHOE YHMCIO pabouux
4acoB 3a YYETHBINA [IEPUOJ COOTBETCTBEHHO YMEHbIIIAETCSI.

Il. YyeTHbili nepuoa, rpagpuk CMEHHOCTH, MOPSJIOK y4eTa pabouero BpeMeHH

2.1. YueTHbIN epUo] yCTaHABIUBAETCS HAa TPU MecsIIa.

2.2. I'padux paboOTBl CMEHHOCTH COCTaBIISETCS 3aMECTUTeNIeM JUPEKTopa I
aJMUHUCTPATUBHO-XO3IMCTBEHHOW [eATeNbHOCTH A0 31 4Yucina Ha Cleayolun
KaJleHJapHBIi Mecsll W JOBOAMTCS [0 paboTHMKa mnonx pocnuchk. [paduk
yTBepxaaetcs nupekropom LIkosl.

2.3. B ciny4yae u3MeHeHus rpapuka CMEHHOCTH, pabOTHHK IpeIynpexaaeTcs
00 3TOM He mo3aHee, YeM 3a OAMH MeCSI] 0 BBeleHus rpaduka B AeiCTBUE.

2.1. OrpaboTraHHOe BpeMsi NpPH CYMMHPOBAaHHOM YYe€T€ OIPEAENSIOT C
MOMeHTa (PaKTHUeCKOro Hauaja BHIMIOJIHEHUs paOOTHUKOM TPYAOBBIX 00s3aHHOCTEH
Ha ONpeJIeIecHHOM eMy pabodeM MecTe U 1O MOMEHTa (paKTUYeCKOro OCBOOOXKIEHUS
OT paboTEI.

2.2. Yyer pabodero BpeMEHHM OCYIIECTBISETCS IOMECSYHO Ha OCHOBaHUHU
BeZleHHs Tabess ydeTa UCIoNIb30BaHUs pabodero BpeMeHH (nanee — Tabens).

2.3. O6s3aHHOCTH IO BeIEHUIO Tabess BO3JIAraloTcs Ha AeJIONpPOU3BONUTENS
[Txoubl.
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2.4. Yder ucnonp3oBaHUs pabodyero BpeMeHH OCYIIECTBISETCS B Tabene
METO/IOM PErMCTpallM¥ SBOK M HESBOK, KOJIMYECTBO (PaKTUYeCKH OTpabOTaHHBIX
4acoB, 3a KaxIbli paboumii JeHb (CMeHy) He3aBHCHMO OT BHJAa yueTa pabodero
BPEMEHHU.

2.5. Io kax0My CIIMCOYHOMY PabOTHHUKY, a TakXke pabOTHHKY, IPHHATOMY Ha
paboTy IO COBMECTUTENBCTBY W3 APYrOd OpraHu3aluu, B Tabeje IOKHBEI OBITH
3allOJIHEHBI CIIEAYIOLIME PEKBU3UTHL: TaOeNbHBIH HOMep, GaMHIIM, UMs, OTYECTBO,
npodeccus (JODKHOCTb), YUCIO OTPabOTAaHHBIX JTHEH, YUCIIO OTPAGOTaHHBIX YacOB, B
TOM 4YHCJIE HOYHBIX, CBEPXYPOYHBIX, 4acOB pabOTHl B BBIXOJHBIE M HepaboyHe
Npa3JHUYHBIE JHH, YUCIO JHEH HESBOK, B TOM YHCJIE IO MPHYHHE BPEMEHHOM
HETPYAOCIOCOOHOCTH, OTITyCKa H T. II.

2.6. OTmeTkH B Tabene o MpUYMHAX HESIBOK Ha paboTy, o paboTe B pexuMe
HEMoJHOro paboyero IHS, O CBEPXYPOYHOH paboTe M OPYIMX OTCTYILIEHHSX OT
HOPMaJIbHBIX YCIOBHM pabOTBl JOMKHBI OBITH CHEaHBl Ha OCHOBaHHH
NOJATBEPXKAAIOIUX JOKYMEHTOB, O(QOpPMIIEHHBIX HaajexamuM o6pa3oM (JIMCTOK
HETPYAOCIIOCOOHOCTH, CIOpaBKa O  BBINOJHEHHWH TOCYAapCTBEHHBIX  HIIH
o01LIeCTBEHHBIX 0053aHHOCTEH, IPUKa3 O MPEeJIOCTABIEHUH OTITyCKa | T. II.).

2.7. Tabenb cocTaBisA€TCSs B OJHOM JK3EMIUIAPE OTBETCTBEHHBIM JIHIIOM H
nepeaaeTcs Ha XpaHeHue B OyXralTepuio.

2.8. Bximoyenue B Tabenb pabOTHUKOB U UCKIIFOYEHHE U3 HEro MPOU3BOIUTCS
Ha OCHOBAaHMM CIEAYIOIIUX AOKYMEHTOB IO YYeTy KaJpOB: MpHUKa3 O IpHeMe
paboTHuKa Ha paboTy, mpUKa3 o nepeBoae paboTHHKA Ha APYryio paboTy; MpHKa3 o
IpeKpalleHUu! AUCTBUS TPYAOBOI0 IOroBopa ¢ pabOTHHKOM.

2.9. IlpuBneyeHne pabOTHUKOB K CBEpXypO4HOH pabore, paboTe B BBHIXOIHEIE
U Hepabouue mNpa3IHUYHBIE [JHHA NPOU3BOAUTCS B ClIy4yasx H TOPSIKe,
IIpeAyCMOTPEHHBIX TPYAOBBIM 3aKOHOJAATeNbCTBOM Poccuiickoii ®Penepanuu, Ha
OCHOBaHUU IpHKa3a aupekropa lIkomsl.

I1I. ITopsigok oniaThI

3.1 Hopma pa6Godero BpeMeHH 3a YYETHBIH IE€pUOJ IOJCYUTHIBAETCA B
cooTBeTCTBUHU ¢ TpynoBeiM koaekcoM Poccuiickoi @enepannu 1 ”HBIX HOPMAaTHBHO-
IIPaBOBBIX U JIOKAJBHBIX aKTOB.

3.2.1 B TedyeHHe y4eTHOro nepuoja NpH yCIOBUU OTpPabOTKH BCEX CMEH B
COOTBETCTBHU C Ipa)MKOM CMEHHOCTU pPabOTHHKY BBHIIUIAYMBAETCS HOJDKHOCTHOM
OKJIaJ.
3.2.2 ]Ins COTpyAHHMKOB, OTpaGOTaBIIMX HE BCE CMEHBI B COOTBETCTBUH C
rpaKOoM CMEHHOCTH B TE€YE€HHE YYETHOro Iepuoja, NpH pacuere 3apaboTHOMU
IIaTel NPUMEHSETCS [OBpEMEHHas oOIulaTa TpyZa, T.e. 3apaboTHas ruiata
Ha4YUCIISIETCs  NPONOPLMOHAIBHO  OTpabOTaHHOMY  BpEMEHH  HCXOAS U3
CpelHeHEeBHOM 3apabOTHOM IJIaTHI.

3.3 Ilo ucTeyeHUHM Y4YETHOrO IepuoAa 4Yachl MepepaboTKU OIIaYMBAIOTCS
UCXOJI U3 4acOBOM Tapu(HOI CTaBKU 3a MepBbIe 2 Yaca B MOJIYTOPHOM pa3Mepe, 3a
Kbl MOCIenyIoNui 4ac - B IBOHHOM pa3Mepe. CTOMMOCTh 4aca HCYMCISETCS
IyTeM JeJEeHHs JOJDKHOCTHOIO OKJIaJa Ha CpeJHEMECIYHYI0 HOpMY pabodmx 4acoB
110 MPOU3BOICTBEHHOMY KaJleHAapIo.
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IV. OnnaTta BbIXOAHBIX M NPa3AHHYHBIX JHEH

4.1. Ecnun pabouas cMeHa paboTHHKa MO rpaduKy CMEHHOCTH IIONajaeT Ha
IIpa3JIHUYHBIN JIE€HB, TO €ro TPy OILUIAYUBAETCSA B COOTBETCTBHH cO CT.153 TK P®.

4.2. Ilo xenaHuro paboTHUKA, pabOTaBLIEro B BRIXOJHON HIIM Mpa3IHHUYHBIN
JIeHb, €My MOXKET OBITh IIPEIOCTABIICH APYTo AeHb OTAbIXa. B 3TOM cilyyae paGoTa B
BBIXOJHOM MM HepabouyMi Npa3sgHUYHBIA J€Hb OIUIAUYHUBAETCS B OJWHAPHOM
pa3Mepe, a IeHb OTAbIXa OIIaTe HE MOAJIEXKHT.

4.3. Pa6ora B mpa3sgHUYHBIE JHU BKIIOYAETCS B MECAYHYIO HOpPMY pabodero
BpeMeHd. Ormnara Npou3BOAMTCA BceM pabOTHHKaM 3a 4Yachl, (aKTHYECKH
oTpaboTaHHbIE B Npa3JHUYHBIA JE€Hb, KOTAA Ha NPa3qHUYHBIA J€Hb MPUXOJUTCS
4acTb paboueidi CMEHBl, TO B JBOWHOM pa3Mepe OIUIaYMBAIOTCH 4Yachl, (haKTHYECKH
npopaboTaHHble B mpa3gHU4yHbBIA geHb (oT 00 dwacoB g0 24  4acos).
4.4. Ilpu mnoacuere CBepXypOYHBIX 4YacoB paboTra B Ipa3gHUYHBIE IHH,
NpOM3BE[EHHAs CBEPX HOPMBI pabo4yero BpeMeHH, He YUYUTHIBAETCS, IIOCKOIBKY OHa
y’Ke oIulaueHa B JBOMHOM pa3Mepe.

V. Onnara B HOYHOE BpeMs

6.1. HounbiMm cuntaercs Bpems ¢ 22.00 gacoB g0 6.00 yacos.

6.2. Kaxzpiii yac paboTel B HOYHOE BpeMs OIUIAYMBAETCS B IOBBHIIIEHHOM
pa3Mepe, ¢ NOBBILIEHHEM Tapu(HOK cTaBkH Ha 20 %o.

6.3. Pa3mep momnatel 3a CBEpXypO4HyIO paboTy U 3a paboTy B HOYHOE BpeMs
PaCCUUTHIBAIOTCS OTIENBHO.

VI. O653aHHOCTH JOIKHOCTHBIX JIMI IPH CyMMHPOBaHHOM
y4yere paGouyero BpeMeHH

8.1. CyMMHpOBaHHBIN y4YeT OCYIIECTBISETCS Ha OCHOBAaHWHU HAHHBIX Tabes
ydeTa HCIIONIb30BaHUs pabodyero BpeMEHH M BeJeTCs Ha Kaxaoro paboTHHKA
IIOMECSTYHO.

8.2. PykoBoauTens noapaszeneHus, rae NpuMeHseTcsl CyMMUPOBaHHBIN yYer,
Ha OCHOBaHUU JaHHBIX 06 0TpaboTaHHOM BpeMeHH 0OecreunBaeT:

- MPOJOJDKUTENBHOCTh paboyero BpeMeHH KaXAoro pabOTHHMKa 3a YYEeTHBIH
NIEpHUOJ, HE NIPEBBILIAIOIIYI0 HOPMBI paboYHX 4acoB;

- MpeoCTaBlieHHe B paMKaxX y4eTHOTO IepHoa JOMOJHUTENbHBIX BBIXOJHBIX
nHel nubo CoKpallleHHe BpeMEeHHM eXeIHEeBHOW paboThl (CMeHBl pabOTHHKaM, IO
KOTOpPBIM €CTh TpEeBBIIEHHE HOPMBI paboOYUX YacoB, IIyTEM COCTaBIICHHUS
WHIUBUIYJIBHOTO rpaduka paboTel (CMEHHOCTH)).

JlanHpie 006  OoTpabOTaHHOM  BpeMEHHM  MPENOCTABISIOTCS  JIULIOM,
OCYUIECTBIISIFOIIIMM KOHTPOJIb 32 HCIIOJIb30BaHHEM pabodero BpeMeHH €XKeMECSIYHO.

8.3. PykoBomuTens CTPYKTypHOIO MOApa3feNieHUs], OPYroe OTBETCTBEHHOE
JIUIIO B CTPYKTYPHOM MOJpa3/ieNIeHHH 00s3aHBbI:

- BECTH TOYHBIH y4YeT BpeMeHH, (akTUYecKd OTpabOTaHHOrO KaXKIbIM
pabOTHHUKOM,;

- BECTH TOYHBIA Y4eT CBEPXypPOYHBIX paboT 3a mpenenaMH yCTaHOBIEHHOU
IIPOJOJKHTENILHOCTH pabouero BpeMeHH, eXeJHeBHOH paboThl (CMeHbI), paboT B
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BBIXOJHBIE M Hepabouue NMpa3fHUYHbIE JHH Ha KaXA0ro pabOTHHKA, IPUBIEYEHHOTO
K JaHHBIM paboTaMm.

- NPUHUMATh Mephl, YTOOBI MPOJOJIKUTENBHOCTh CBEPXYpPOUHOM paboTEHI, He
IpeBbIIIaNa Ul KaXI0ro pabOTHHUKA YEThIPeX YacoB B TE€YEHHE ABYX JHEH MMOAPSI U
120 gacos B roz.

8.4. PaboTHUK, OoTpaboTaBIINii BCe NMpeayCMOTpeHHbIe I'pa)MKOM CMEHBI, MPH
CYMMHpPOBaHHOM yd4ere pabodyero BpeMeHH TNONy4YaeT IIOJHYI0 MECSYHYIO
3apaboTHyro miaty. [lpu HenonHo# oTpaboTke cMmeH 1o rpaduKy, oruiara
IIPOU3BOJUTCS PONOPLHOHATBHO (PaKTHYECKU OTpabOTaHHOMY BPEMEHH.




[Ipunoxenue 1
K [TomoxeHuro 0 CcyMMHpPOBaHHOM y4eTe
paboyero BpemMeHu

INEPEYEHb
pPab0OTHHKOB, 10 KOTOPLIM YCTAHOBJIEH
CYMMHPOBaHHbIH y4eT paboyero BpeMeHH

1. AuTunoB Anaronuii JIMUTpHEBUY — CTOPOIXK;
2. XKykosa JIronmuna FIBaHOBHa — CTOpPOIK;
3. lllapnakoBa Enena HukonaeBHa — cTOpOX.




