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1. BBepeHue

HacTosiwiee «Pykoeodcmeo mnosib3ogamesisi modyns 10 PERCo-WMO01 (PERCo-WMEO01)
Yuyem paboyezco epemeHu» (oanee — pPyKoeooOCmMBO) COAEPXKUT onucaHume paboumx OKOH W
nocrnegoBaTenbHOCTUM  AeWcTBUA npu  paboTe C pasgenamy M nogpasgenamv  Moayns
PERCo-WMO01 (PERCo-WMEO01) «Yyem pabo4ye20 epemeHu» (aanee — Mooy/ib).

PykoBOACTBO [OMKHO UMCMNOMb30BaTbCA COBMECTHO C «Pykoeodcmeom mnonb3oeamers
“CmaHdapmHoco nakema [10” PERCo-WS, PERCo-WSE cucmembl KOHmMpossi u
ynpaeneHusi docmynom PERCo-Web». Nopsigok npnobpeTteHms NMUEH3NN Ha Moayrnb yka3aH B
«Pykosodcmee admuHucmpamopa CKY[ PERCo-Web» B pasgene «YnpaBneHue
NINLEH3UAMNY.

Mopgynb gaBnseTca OONOMHUTENbHBIM KOMMOHEHTOM Ans moayns PERCo-WS (PERCo-WSE)

«CmaHOapmHbil nakem [MO» v npegHa3HayeH ans opraHmsaumm APM coTpygoHukoB oTaena
nepcoHana nnu gpyrmx nuuy, Begymx TabeneHbin ydeT pabodero BpeMeHn Ha Npeanpusitum.

Obpauwaem BHMMaHue, 4yto Mmoayns PERCo-WMEQ1 npeaoHa3Ha4yeH Ans UCNonb30BaHUS
B cocTtaBe cuctembl PERCo-Web, BcTpoeHHOW B NamsaTb kKOHTponnepoB PERCo, n nveet
dYHKUMOHaNbHblEe orpaHnyeHns  (cMm. «PykoBOACTBO agMWHUCTPaTOpay»  CUCTEMBbI
PERCo-Web, pasnen «OCHOBHbIE TEXHUYECKNE XaPAKTEPUCTUKNY).

lpumeyaHue:

OkcnnyaTtaumMoHHaa OOoKymeHTauus Ha obopyaosaHue un 1O cuctembl PERCo-Web
[OCTyMHa B 3fIEKTPOHHOM BuAe Ha cante komnaHun PERCo, no agpecy: www.perco.ru, B
pasgene MNMoppepxka> [JokyMmeHTauus.
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2. Paspen «llepcoHan»

B paHHOM pyKOBOACTBE OMMCLIBAeTCs TONbkOo noapasgen «lpagpuku pabomsbi», BXOASLNA B
MoZayInb, ONMcaHWe ocTanbHbIX Noapasaenos pasgena «flepcoHan» cmoTpuTe B «Pykoeodcmee
nonb3oeamens “CmaHdapmHozo nakema [10” PERCo-WS, PERCo-WSE».

2.1. MNoppaspen «Ipacdhukm paboTbI»

Moapasgen npegHasHayeH gns:
e CO30aHUSA HeaenbHbIX rpadunkoB paboThbl;
C031aHNS CMEHHbIX rpadMKoOB paboThl;
co3aaHug rpadomnkoB paboTbl MO NPUCYTCTBUIO;
co3aaHue rpadmnkoB paboTbl C HAKOMJIEHWEM HaPYLLIEHWUN;
co3agaHune rpadmnkoB paboThl C HAKOMIIEHMEM HapYLLIEHUIA HA OCHOBe banaHca;
yKa3aHus Ons Kaxgoro rpaduka paboTbl permcTpupyrowmx nomMelleHun ydeta paboyero
BPEMEHMU;
e HACTPOVKM OM151 KaKAOro rpaduka paboTbl NapaMeTpoB COCTaBEHUSA OTYETOB O AUCLMNIIMHE
Tpyaa;
® MN3MEHEHMS N yaaneHusa co3aaHHbIX paHee rpadmkoB paboThi;
e BbICTaABINEHUS peXMMA HOYHOIO BPEMEHM PabOThI.

lpumeyaHue:

" CospaHue rpadukoB paboTbl NO3BOMSAET BECTU yYeT paboyero BpemMeHn COTPYAHMUKOB U He
CBSI3aHO C MapamMeTpamu 4OCTyrna Mo BPEMEHMN.

MHmepean pabomsl — NPOMEXYTOK BPEMEHU, B TEYEHNE KOTOPOro COTPYAHUK JOIMKEH HAXOAUTLCS
Ha paboyem mecTe. Pabounit eHb MOXET COCTOSITb M3 HECKONbKUX MHTEPBArioB paboTol.

Bua ctpaHuubl nogpasgena:

I'Iepco Han PERCo-WEB Nomouwls  admin & Buxog .

CoTpyaHukm Ipadmkm paboTel MoppazgensHus Nom«HocTi MpazaHuuHse JHI HononHUTENEHEIE JaHHEIE
@ Houtoe BpeMs . 22:00 o 06:00 Momck

Bez BanaHca C HakonneHWeM HapyLueHWii

Ona MC Ne 59 CMeHHBIA

AnA cTaxépos Mo npucyTcTEMIO

MATMAHEEKE HenensHeii

C Ganaxcom C HakonneHWeM HapylleHnid Ha ocHoee Banaxca

1. Manenb MHCTPYMEHTOB CTPaHULbI:

. Oo6aBuTb — co3gaHne HOBOro rpaduka paboThl.

PepaktupoBaTtb — U3MEHEHME NapameTpoB rpadmka paboThbl, BblAENEHHOrO B
paboyen obnacTn CTpaHuLbl.

e 2 KonupoBaTb — CO3[aHMe HOBOro rpadmka paboTbl Ha oOcHoBe rpaduka,
BblenieHHoro B paboyen obnactu cTpaHubl.

o Ypanutb — ypaneHne rpadwuka paboTbl, BbligeneHHoro B paboyen obnactu
CTpaHUUpbI.

o Hou4Hoe Bpems c... no... — Nons BBOAA A5 YKa3aHWs NPOMEXYTKa BpEMEHN, KOTOPOe

6y/:|,eT CHNTaTbCA HOYHbIM MNPU COCTaBJIEHUN OTHETOB AJ14 BCEX FpaCbVIKOB pa6OTbI. D,aHHaFI
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dyHKUMA MoxeT noTpeboBaTtbcs, ecrnv 3a paboTy B HOYHOE Bpemsi MpeaycMoTpeHa
gonnara.

¢ [lone Mowuck — kHomMka crnpasa OT Mnofsi NO3BONSeT NPOM3BECTM NMOWUCK MO 3reMeHTam
cTon6uoB B paboyeit obnactu ctpaHuLbl. KHonka X C6pocUuTb ouunLaeT none.

2. Pabouas obnacTtb CTpaHuubl nogpasgena CoA4epPXUT CNMCOK CO3[4aHHbIX paHee rpadumkos
paboTbl C yka3aHMeM Tuna, OMUCAHWEM W npuMedaHuem. B npumeyaHum otobpaxaeTcs
WMHpopMaums 0 BO3MOXHOW HEOBXOOUMOCTU KOPPEKTUPOBKM rpadomka npyv CUHXPOHMU3ALMKN C
1C: lpednpussmue 8 (QOCTYMHO TONbKO NPW NPUOBPETEHHOW nuueH3un Ha mogynb O
PERCo-WMO03 (PERCo-WMEO03) «MHmeepayusi ¢ 1C»).

llpumeyaHue:

7 Paboyasi 06nacTb COAePXUT YHKLMM COPTUPOBKM MO 3MEMEHTaM OAHOro M3 CTONGLOB U
N3MEeHEHNA LLUNPUHDbI CTOJ'I6LI,OB.

211. OkHo «[106aBuUTbL rpacdmk paboTbi»

OkHo [o6aButb (PepaktupoBatb, KonupoBartb) rpacdumk paboTbl BbI3bIBAETCA HaXaTuem

KHOMKM [Ho6aButb ( PepaktupoBatb, == KonupoBaTb) M npegHasHavyeHo Ans
co3faHusa HoBoro rpaduka paboTbl (MU3MEHEHMS, KOMMPOBAHWA NapamMeTpoB paHee CO34aHHOro
rpacdunka). OkHo PepakTupoBaTb rpacduk paboTbl Takke MOXHO Bbi3BaTb OBOWHBLIM HaXaTuem
NEBOM KHOMKM MbILIKN Ha CTPOKE C BbIOpaHHbIM rpadonkom.

Bwua okHa:

OoBGaeuTb rpacthuk pabotsl X
WMA rpadpmka Onucaxue
HoBkIi rpadmk

Tun rpaduka

HepenbHbii @
PervcTpupyryme NoMeLLeHHA @ HacTpoiikn otueTor

MoHeaensHUK Pabouee epema: 004 00m
BTOPHMK Pabouee epema: 004 00m

Cpena Pabouee epema: 004 00m

COXPAHWTL
1.  3OnemeHTbl NaHenu MHCTPYMEHTOB:
¢ Wmsa rpacdmka — none gnsi BBoga HaMMeHOBaHWs rpadmka paboThbl.
e Tun rpadumka — B BbiNnagaroLLeM CrNCKe MOXHO BbIGpaTb 0ANH U3 TUMNOB rpaduka paboThbl:
— HepgenbHbIN;
— CMEeHHbIN;
— Mo npucyrcTBUIO;
— C HakonfieHMeM HapyLUeHUW;
— C HakonneHveM HapyLlieHUA Ha OCHOoBe GanaHca.




PyKOBOﬂ,CTBO norib3oBatend

OnucaHue — norne ans BBoda AOMONHUTENBHON MHAOpMaLun o rpaduke paboThl.

lpumeyaHue:

MapameTp Tun rpacduka coxpaHeHHOro paHee rpaduka paboTbl U3MEHUTb HeNb3s. Ecnn
Heo6XxoauMO NepeBecTn COTPYAHWKOB Ha Apyron Tvn rpadmka, cosgante HOBbINM rpaduk u
3ajanTe ero coTpyagHuKkam.

MNepexrntovaTtens BKNagoK OKHa:

MHTepBanbl — BKNagka npegHasHayeHa Ons yka3aHust uHTepBanoB paboTbl (Bknagka
HegoCTynHa Ansa Tuna rpaduka MNo npucyTcTBUIO).

Peructpupyrowme nomeweHUs — BKNagka npedHasHadyeHa Ons  ykasaHus
PEerncTpUpYyoLLMX NoMeLLEeHNIA.
HacTpoikm oTuyeTOB — BKNagka npedHasHadeHa [Ana  3agaHus  MakcumarnbHOW

ANUTENBHOCTU HapylleHun, cukcMpyemblx B noppasgene «XXKypHan ompabomaHHO20
epeMeHU» 1 NP COCTaBEHUN OTYETOB B pasaene «Yyem paboye20 epeMeHU».

PaGouasi obnacTb 3aBUCUT OT BbIOpaHHOW BKNaaku OkHa:

Bknagka «MHTepBanbI»

Bug paboyen obnactu Bknagku (3aBucuT ot BbIOpaHHOro Tvna rpaguka paboTbl):

PerMcTpupyrLLMe NoMELLEHUA HacTpoiikn oTyeTos

MoHenenbHUK Pabouee epema: 08y 00m

BTOpHUK PaGouee pema: 004 00M

Cpena

Pabouee epema: 004 00m

B pabGouyen obnactu Bknagku oTobpakalTCsl LWKanbl BPEMEHW, COOTBETCTBYIOLLUME OHAM
rpaduka. Ha wkanax HacTtpamBatoTca MHTepBanbl padoThbi:

Ons OobaeneHuss uHmepeana paboTbl BblAENUWTE Ha LIKaNe BPEMEHW Y4acToKk,
COOTBETCTBYHOLLMI TpebyeMoMy BpeMeHu paboTbl, yaepKuBasi NEBYH KHOMKY MbILLN.

lpumeyaHus:

— lMpogomknTenbHOCTb OAHOrO MHTEpBana AofmkHa 6biTb HE MeHee 3 MUHYT 1 He Bonee 24

Yacos.

NHTepBanbl He MOryT nepecekaTbCsl.

CwmeHa pgormkHa HaunHaTbCsl ¢ Havana cMeHbl nu cogepXatb TONbKO [TOIHYH0 CMEHY.

B ogHOM gHe He MOXeT OblTb HECKONbKMX [TOTHbIX CMEH.

— [Ona HegenbHOro rpaduka paboTbl U rpacduka paboTbl C_HAKOMJIEHMEM HapyLUEeHUW
WHTepBan He MOXeT HaunHaTbcs paHblie 00:30 v 3akaHuMBaTbCA Nos3gHee 23:30.

— Ona cMmeHHoro rpaduka paboTbl MHTEPBaN MOXET HayMHaTbCA B OOUH [OEHb WU
3aKaH4YMBaTbCA B APYron, TO eCTb NEPEXOANTb Ha CrieayoWwmnn OeHb.

— [na OoHen cMeHHoro rpaduka, He coaepXawux Nepexoasero Ha criegylowmn (Mnu
npeabiaywmn) OeHb WHTepBana, BCE pacyeTbl MNPOM3BOAATCA CTPOro B npegenax
KaneHaapHbIX CYTOK.

[ns Kaxaoro MHTepBana C MOMOLLbI PaCKpPbIBAOLLErocs CNuMcka yCTaHOBWUTE OOUH U3
crneaywmnx Npru3HaKkoBs:
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— TMpomMexyTo4YHbIM UHTepBan — MHTepBan paboTbl, PaCNONOXEHHbI MeXay nepBbiM 1
nocnegHUM MHTepBanamu paboTbl AHA UM CMEHbl. Takux MHTEpBanoB MOXeT ObiTb
HECKOIbKO.

— Havano cmeHbl — nNepBLIN MHTEpBas PaboThbl AHA UM CMEHbI.

— KoHeu cMeHbl — nocneaHui nHTepsan paboTbl AHA UM CMEHBI.

— TlMonHaa cMeHa — eOUHCTBEHHbIN MHTEpBan paboTbl AHS UM cMeHbI. [onHaa cmeHa He
noApasymeBaeT nepepbIBOB, BKkovas obea.

Ona pedakmuposaHusi uHmMepsana BbIAENUTE €ro Ha LUKane BPEMEHU, HaXaB Ha Hero

NEeBON KHOMKOM MbIWK, MOCNe Yero W3MEeHUTE MOMOXEeHMe OrpaHuUYMBaloLWLMX €ero

nonayHkoB. [pn HeobXoAMMOCTM MOXHO BbIOENUTbL Ha LWKane nofie BBOAA BpPEMEHU

gg:08 W
.—\.
VOMAREEEET HakaB Ha Hero NeBOW KHOMKOM MbIlM, U BBECTU BPEMsi BPYYHYI Npu
MOMOLLIM KnaBuaTypbi.

Onsi ydaneHusi uHMepeana BblAENUTe €r0 Ha LuKane BPEMEHMW, HaxaB Ha Hero IeBoil

KHOMKOW MbILLM, NOCHE YEro HaxmuTe kHorky M YaanuTb MHTepBan wnu kHorky Del Ha
KnaBuaType.

e [Ina co3daHus aHanoc2u4yHO20 UHMepesasia B OPYroMm AHe rpaduka paboTbl Bbigenute

WHTepBan Ha LKane BpPeMeHW eBOW KHOMKOW MbIWW W, yOEPXKUBas KHOMKY B BepXHeu
YacTu WHTepBana, nepetawmuTe ero Ha HeobxoauMylo CTPOKy (DyHKLMA HedocTynHa Ans
Tmna rpadomka CMeHHbIN):

MoHENENEHUK : Pagouee BpeMa: 074 15M

Hayano cmexs ¥ 15:18

Bknagka «Peructpupyroime noMeLLeHuns»

Bug pabouelt obnacTtu Bknagku:

MuTepeans HacTtpoikm oTueTos

MomeLleHue YYeT paboyero BpeMeHH YYeT HepaDovero BpeMeHn

= " HeKoHTponupyemas TeppuTopua

B g% 33800
B ¢4 Mpoxoauas 1
i Liex Ne 43
- ¢ Liex Ne 58
it MC Ne 35
i 1IC Ne 59
¢ MMaeHbIiA Kopnyc
i M CTonosasn

- MpoxoaHan 2 -

Yuem paboye2o epemeHU — Npu yCTaHOBKe praxka NOMELLEeHNEe MCNoNnb3yeTcsa Kak
pervcTpupyroLlee Ans y4eta pabovero BpemMeHM.

Yuem Hepaboyez2o epemeHU — Npu YCTaHOBKE (braxkka MOMELLEHME WCMNOSb3yeTcsl Kak
perucTpupytowiee ana yyeta Hepabouyero BpemeHn. Hepabouum gdBnseTca Bpewms
nepepbIBOB, BKtovasi obea.

Mpy HEOBXOANMOCTN MOXHO BblGpaTh HECKONBKO PErMCTPUPYHOLLMX MOMELLEHMNA.
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Bknagka «HacTponku oT4eTOB»

Bug pabouert obnactu Bknagku (3aBucuT OT BbIbpaHHOMo Tuna rpaduka paboThl):

WHTepeans! PermcTpupyrowme nomMeLleHua
He yyuThIBATE NPa3aHuK1
YYWTLIBATL TONbKO NEPBbIA BXO4 M NOCNENHUA BbIXOS
He cuMTaTh HapyLeHWeM, paspeLlumTs He cuMTaTh HapyLWeHWeM, paspelumMTh yXog
ono3AaHue He Donee Yem Ha: 00:00 paHblue He Gonee YeMm Ha: 00:00
He y4YuTbiBaTh HApYLLEHWA MEHEE YeM Ha: 00:00 He yyuThisaTh NepepadoTky MEHEE YEM Ha: 00:00

00:00

Ob6paTtute BHUMaHWe, YTO BpeEMS onpegensieTca B opmate Y4:MM, TO eCTb, K

=
01-

01:15
npumMmepy, 6y,1:|,eT COOTBETCTBOBATb OAHOMY Yacy NATHaAUaTU MUHYTaM.

OneMeHTbl BKNagku 3aBUCAT OT Bbl6paHHOFO TUna rpachKa pa6OTbI N OTpaxXeHbl B
COOTBETCTBYHOLWKUX rMmaBax gaHHOro pykosoacTBa:

e HacTpouku oTyeTOB ANs HegenbLHOro rpaduka paboThl;

e HacTpouku oTyeTOB ANsi CMEHHOro rpaduka paboThbl;

o HacTtpoiku otyeToB ans rpacdmka paboTbl N0 NPUCYTCTBUIO;

o HacTtpouku otyeToB Ans rpadmka ¢ HaKONMeHNeM HapyLIeHUn;

o HacTtponku otyeToB Ans rpacdmka ¢ HaKONNeHneM HapyLweHuin Ha OcCHoBe GanaHca.

4. KHonka CoxpaHuTb COXpaHAeT AobaBNseMbln (M3MEHEHHbIN, CKOMMPOBAHHbLIN) rpaduk.

[na ycTtaHoBNeHWs COTPYAHMKAM COOTBETCTBYHOLMX rpadnkoB paboTbl C LiENbl AanbHEnWwero
y4yeTa ux pabovero BpeMeHu:

1. Otkponte nogpasgen «CompyoHuku» pasgena «flepcoHan».

2. OTkponTe Yy4eTHyl KapTouky coTpygHuka (cMm. «Pykoeodcmeo nosib3oeamernsi
“CmandapmnHozo nakema 10” PERCo-WS, PERCo-WSE»).

3. HaxmuTte KHomMky cnpasa ot nonga MNpadmk paboTbl. OTKpoeTca OkHO BbIGpaTb rpacduk
paborTbil:
BeiGpaTe rpaduk patoTel X
Q, Mowck
CMeHHBIA Ne1

CMEHHBIR Ne2
CIMEHHBIR Ne3

CTaHaapTHLIA

4. B cnucke Bblbepute HeobXxoanmbIn rpadnk 1 Haxxmute kHonky CoxpaHuTtb. OkHO BbiOpaTbh
rpachuk pabotbl Gyaet 3akpbiTo, B none Mpacdumk paboTbl y4eTHOM KapTOYKM COTPyOHUKA
nosiIBUTCH 3Ha4YeHue BblbpaHHOro rpaduka.

llpumeyaHue:

B okHe BbiGpaTb rpacduk paboTbl peanusoBaHa yHKUMS Noucka rpaduka B CAUCKE Mo

ero HassaHuo (c nomoupto nonsa Momck n kHonku ). Takke NPUCYTCTBYET BO3MOXHOCTb
ObicTporo nepexona B okHO [lo6aBuTb rpadmk padoTbl 4nd obOaBneHnst HOBOro rpadumka

B 0OLMIN CNNCOK (C NOMOLLIbKO KHOMKM ).
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5. Haxmute kHonky CoxpaHuTb, ydeTHas KapTouka coTpygHuka OyaeT 3akpbiTa, AaHHOMY
CcoTpyaHuKy OyaeT yCcTaHOBNEH HOBbIV rpadomk paboThl.

2.1.2. Co3paHue HepgenbHoOro rpacuka padboThbl

HepenbHbIN rpacduk paboTbl — TMN rpadmka ¢ pUKCMpoBaHHbIM BPEMEHEM NepepbiBa, TO €CTb
COTPYOHUK MMeeT MNpaBO YNUTU Ha rnepepbiB TOMbKO B CTPOro 3afaHHbIA MPOMEXYTOK BpPeMEHMU,
Hanpumep, Tonbko ¢ 12:00 go 12:45.

[ns co3ganunsa HegenbHoro rpaduka padboThbl:

1. Wcnonb3ys naHenb HaBurauuu, nepengurte B pasgen g «lepcoHan».
2. OrtkponTe noapasgen «Mpaghuku pabomsbi».

3. Ha naHenu WHCTPYMEHTOB CTpaHMWLbl HaXMUTE KHOMKY [fo6aButb. OTKPOETCS OKHO
[NobaButb rpaduk padoTbl.

4. B oTtkpbiBluEMCS OKHe B nosie Umsa rpacdmka BBeauTe HaMMeHoBaHME HOBOro rpaduka, B
none OnucaHue nNpy HEOGXOAMMOCTU YKaXUTE OOMNONHUTENBHYIO MHbOpPMaLMIO O rpadmke.

5. C nomoLlpbto packpbiBatowerocs cnucka Tun rpadmka soibepute Tn HegenbHbIN. Bknagka
MHTepBanbl npumeT crnegyowmmn Bua;

PerucTpupyiowme noMeLleHnA Hacrtpoiim oTueTos

MoHeaenbHUK Pabouee epema: 004 00M

BTOPHUK PaBouee epema: 00y 00M

6. Ha Bknagke oToGpaxatoTcsi CTPOKM, COOTBETCTBYKOLUME AHSM Hedenu. [ns Kaxgoro OHs
He[enu yCTaHOBUTE Ha LuKarne BpeMeHn HeoOX0AMMOoe KONMYecTBO MHTepBarnoB paboThbl.

PervcTpupytolme nomeLyeHna HacTpoiiku oTueTos

MoHEOENbHUWK Pabouee epema: 084 00m

BTOPHMK Pabouee epema: 084 00m

CnpaBa OT wWKan BpeMeHW oTobpakaeTCsa MNONYyYMBLUASCHA MNPOSOITIKUTENBHOCTL pabodvero
BPEMEHM KaXkaoro AHs.

7. Tepengute Ha BKkNagky Peructpupylowme nomeweHus. B pabouenn obnactm Bknagku
yCTaHoBUTE (pnaxkny y rMOMeLLEeHNA, B KOTOPbIX B COOTBETCTBUM C CO3daBaeMbiM rpacukom
OyneT BecTUCh yyeT paboyero n Hepabodero BpeMeHM.

8. Tlepengute Ha Bknagky HacTponkn oT4eTOB M HACTPONTE NapamMeTpbl COCTaBEHMS OTYETOB
0 gucumnnvHe Tpyaa no HoBoMy rpaduky.
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Bug Bknagku:

WMHTepBanel PerncTpupytolme nomeLLeHuA
He yYMTRIBATL NPA3AHWKM
YYMTLIBATb TONLKO MEPBbIA BXOA W NOCMEHWIA BbIXOA,
He CYMTaTh HapyLIEeHWEM, Pa3peLuTh He CYMTaTh HapYLIEHUEM, PA3PELLIMTL YXOL,
0Mo3aaHue He Gonee Yem Ha: 00:00 paHblUe He Gonee Yem Ha: 00:00

He yYMTRIBATL HAPYLLEHUA MEHEES YEM Ha: 00:00 He yunTeIBaTL NepepatoTky MEHEE YeM Ha: 00:00

AnemMeHTbl BKNaaKu:

He yuuTtbiBaTb NpasgHMKM — Mpu YCTaHOBKE doriaxkka OHW, OTMEYEHHble Ha BKragke
MpasgHu4yHble AoHU (cM. «Pykoeodcmeo nonb3oeamesisi “CmaHOapmHoO20 nakema
MO” PERCo-WS, PERCo-WSE»), 6yayT cuntaTbcs paboummu.

YuuTtbiBaTb TONLKO MEpPBbIA BXOA4 M MOCNEeAHUMW BbIXOoA — MpU YCTaAHOBKE dhnaxka
BbIXOAbl U3 PEMMCTPUPYIOLLMX MOMELLEHUI B TedeHne pabodero aHa He ByayT yunTbiBaTbCA
npu pacyeTe paboyero BpeMeHu.

He cuutatb HapyweHueMm, paspewnTb ono3faHue He bonee 4em Ha — ecnu Bpems
0ono3aaHnsi MeHbLUE YKa3aHHOro, oHoO He ByaeT yuuTbiBaTbCA B OoTyeTe «Hapywumenu»
nogpasgena «Omyemsi no ducuyunauHey. Ecnv Bpemsi ono3gaHus 6onblue ykasaHHOro,
€ro MOXXHO NoracuTb TOMbKO NPX NOMOLLM ONpaBaaTeNbHOro AOKYMEHTA.

He cuuTaTb HapyweHueMm, pa3pewnTb yxoh paHblue He 6onee 4eM Ha — ecnu Bpems
npexaeBpeMeHHOro yxoaa ¢ paboTbl MeHbLUe YKa3aHHOro, OHO He ByaeT ydunTbiBaTbCA B
otyete «Hapywumenu» nogpasgena «Omyemsbi _no ducyunauHe». Ecnn Bpems
npexaeBpeMEHHOro yxoga ¢ paboTbl Gonblue yka3aHHOro, ero MOXHO MOracuTb TOJSbKO
NPy NOMOLLM OnpaBAaTenbHOro AOKYMEHTA.

He yuuTbiBaTb HapyweHUsi MeHee 4YeM Ha... — eCfnvM CyMMapHOoe BpeMsi HapyLUueHWUW
(onosgaHune, yxon paHblle OKOHYaHusA paboyero OHS, yxodbl C paboTbl B TeyeHue
pabouero oHA) B Npefenax kaneHgapHblX CyTOK MEHbLUE YKa3aHHOro, HapyLlleHnsa He ByayT
yuMTbIBaTbCA Npu pacyeTe pabovero BpeMeHM.

He yunTbiBaTb nepepaboTKy MeHee 4eM Ha... — eCflm CyMMapHoe Bpemsi nepepaboTku
(Mpuxog, paHblle Havana W yxo4 TMO3XKe OKOHYaHus pabodero gHA) B npedenax
KaneHaapHbIX CYTOK MeHblUe YyKa3aHHoOro, nepepaboTka He OyadeT y4uTbiBaTbCA Mpu
pac4eTe paboyero BpeMeHu.

lMpumeyaHue:

I'Ipvl NObIX HapyLweHNAX 3a0J1)KeHHOCTb yXOo4UT B (bopmaT Henorawaemoun B TOM crny4yae,
€CJIn  HapyweHua BbIXOOAT 3a npepernbl YCTaHOBJIEHHbIX B HaCTpOVIKaX oT4yeTOoB
MHTEpPBAroB. Henorawaemble 3a40/MKEHHOCTN HenNb3s OTpa6OTaTb N MOXHO noracutb
TOJIbKO onpasaaTesibHbIM OKYMEHTOM.

9. Haxmute kHonky CoxpaHuTb. OkHO [lo6aBuTb rpacdumk paboTbl 6ygeT 3akpbiTo. HoBbIV
rpacuk 6ynet gobasneH B pabouyto obnacte nogpasgena.

2.1.3.

Co3paHue cMeHHoro rpaduka paboTbl

CMeHHbIN rpadmk paboTbl — TN rpaduka ¢ BO3MOXHOCTbI YCTAHOBUTb Ha4yano M OKOHYaHue
paboyenn cMeHbl B pasHble KaneHgapHble OHW. Bpemsi nepepbiBa MKCMpOBaHHOE, TO €CTb
COTPYAHMK UMEeeT MpaBO YWTU Ha MNepepbiB TOMbKO B CTPOro 3afaHHbli MPOMEXYTOK BPEMEHMU,
Hanpumep, Tonbko ¢ 12:00 go 12:45.

[lna co3gaHmsa cMeHHoro rpadvka paboTbi:

1. Wcnonb3ys naHenb HaBurauuu, nepengute B pasgen E «llepcoHan».

2. Ortkponte nogpasaen «paghuku pabomni».



Moaynb MO PERCo-WMO01, PERCo-WMEO1 «YueT paboyero BpeMeHn»

3. Ha naHenu WMHCTPYMEHTOB CTpaHULbl HaOXXMWUTE KHOMKY Ho6aButb. OTKpOeTCs OKHO
Ho6aBuTb rpacdmk paboThbl.

4. B oTtkpbiBluEMCS OKHe B nosie Umsa rpacdmka BBeauTe HaMMeHoBaHME HOBOro rpaduka, B
none OnucaHue Npy HEOGXOAMMOCTU YKaXUTE OOMNOMNHUTENBbHYIO MHCPOPMaLMIO O rpadmke.

5. C nomowbto packpbiBatoLierocd cnucka Tun rpacgpmka Boidepute Tun CMeHHbIN. Bknagka
MHTepBanbl npumeT cregyowmn Bua;:

PerucTpupyiowme noMeLLeHuA HacTpoiikm oTueTos
2021-05-20

Jexb 1 Pabouee epema: 00u 00mM

Jexb 2 Pabouee epema: 004 00M

DNexb 3 Pabouee epema: 004 00M

OneMeHTbI BKIagKu:

. [Jo6aButTb AeHb — KHoMka no3BonseTr [obaBuTb B rpaduk ele oOuH AEHb.
KonnyecTtBo gHen He gormkHo npesbiwaTh 30.

° Ypanutb AeHb — KHOMKA MNO3BONSAET yAanuTb BblAENeHHbIn B paboden obnacTtu
BKMagKku OeHb.
e [lone [ara Ha4yana cMeHbl — MNone npegHa3Ha4yeHO AN BBoAA AaTbl MEpPBOro OHS

rpadmka. [Ins BBoga Aatbl HAXKMUTE KHOMKY crnpaea OT nons.
6. Ha Bknagke oTtobpaxaloTcsi CTPOKW, COOTBETCTBYKOLLME AHSAM CMeHbl. [lo ymon4yaHuio

cosfaeTcsa rpaduk u3 Tpex gHen. Mcnonb3ysa KHOMKK [o6aBnTb AeHb n Ypanutb
AeHb, YCTaHOBUTE HeoBX04MMOe KONNMYECTBO AHEN CMEHbI.

7. [Ona Kkaxgoro OHA CMeHbl YCTaHOBUTE Ha LWKane BpeMeHW HeoOXOAMMOE KONMYeCcTBO
WHTepBanoe paboTbl.

PemcTpupytoLme noMeLLeHa HacTpoiiku oTuetos
2021-05-20

Nexb 1 Pabouee epema: 164 00m

Netb 2 Pabouee epema: 064 05m
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10.

CnpaBa OT LUKan BpeMeHU oTobpakaeTcs MonyyYmBLUAsSiCS MPOOOIHKUTENbHOCTL paboyero
BPEMEHU KaXkaoro AHs.

YcTaHoBUTE aTy NepBoro AHS CMEHHOro rpaduka. [ns aToro HaxXmMuTe KHOIMKY cnpasa
oT nonga [lata Hayana cMeHbI. B oTKpbIBLIEMCA KaneHaape ykaxute Heobxogumyto aary.

Mepengute Ha Bknagky Peructpupyrwowme nomeweHumsa. B pabouyen obnactu Bknagku
ycTaHoBUTE PraXxkn y noMeLLeHnn, B KOTOPbIX B COOTBETCTBMM C CO3aBaeMbiM rpacukom
OyneT BecTUCh y4eT paboyero n Hepabodero BpeMeEHMW.

Mepengute Ha Bknagky HacTponkn oT4eTOB 1 HACTPOMUTE NapameTpbl COCTaBEHNA OTYETOB
0 gucumnnvHe Tpyaa no HoBoMy rpaduky.

Bua Bknagku:

WHTepeans PerucTpupyroLLMe NoMeLLeHuA

YUMTBIBATE TONBKO NEPBLIA BXOL W NOCNEAHWA BbIX0L

He CYUTATE HapYLUEHUEM, PA3PELLNTL He CYMTATb HADYLEHWEM, PA3PELUNTE YX00
0Mno3AaHKe He Gonee YeM Ha: 00:00 paHbLue He Gonee YeM Ha: 00:00

He y4uTbIBaTL HapyLLEHNA MEHEE YEM Ha: 00:00 He yuuTbIBaTL NepepaboTky MEHEe Yem Ha: 00:00

11.

OnemMeHTbl BKIagku:

e YuntbiBaTb TOJNIbKO MepBbIA BXOA4 M MOCNEeAHUM BbIXOA — MNpu yCTaHOBKE (hraxka
BbIXOAbl U3 PEMMCTPUPYIOLLMX MOMELLEHUI B Te4eHne paboyero aHa He OyayT yunTbiBaTbCs
npu pacyeTe paboyero BpeMeHN.

e He cuuTtaTb HapyweHueMm, paspelwnTb onos3gaHue He Gornee 4YeM Ha — ecrnv Bpewms
0ono3gaHnsi MeHbllEe YKa3aHHOro, oHo He ByaeT yunTbiBaTbCA B oTyeTe «Hapywumenu»
nogpasgena «Omyemsi no ducuyunauHey. Ecnv Bpemsi ono3gaHus 6onblue ykasaHHOro,
€ro MOXHO NOracuTb TOMbKO NPW NOMOLLM onpaBaaTeNbHOro JOKyMeHTa.

e He cuutaTtb HapylweHueM, pa3pewnTb yXo4 paHblue He 6onee YeM Ha — ecnv Bpems
npexaeBpeMeHHOro yxoaa ¢ paboTbl MeHbLUe YKa3aHHOro, OHO He OyaeT ydYnTbiBaTbCA B
otyeTe «Hapywumenu» nogpasgena «Omyembi _no ducyunauHe». Ecnu Bpewms
npexaeBpeMeHHOro yxoaa ¢ pabotbl 6onblle yKka3aHHOro, ero MOXHO MOracuTb TOSMbKO
NPy NOMOLLM OnpaBAaTenbHOro AOKYMEHTA.

¢ He yuutbiBaTb HapylleHUA MeHee YeM Ha... — €CNM CyMMapHOe BpeMsl HapyLLeHWM
(onosgaHune, yxon paHblUue OKOH4YaHWA paboyero AHA, yxoabl C paboTbl B TeyeHue
pabouero oHA) B Npefenax kaneHgapHblX CyTOK MEHbLLE YKa3aHHOro, HapyLeHnsa He ByayT
Yy4YMTbIBaTbLCA NpU pacyeTe paboyero BpeMeHMu.

¢ He yuntbiBaTb NnepepaboTKy MeHee 4eM Ha... — ecilm CyMMapHOoe Bpemsi nepepaboTku
(Npuxon paHblle Havana W yxod TMO3Xe OKOHYaHus pabodero OHA) B npegenax
KaneHaapHbIX CYTOK MeHblUe YyKa3aHHoOro, nepepaboTka He OyadeT y4uTbiBaTbCA Mpu
pacyeTe paboyero BpeMEHN.

llpumeyaHue:

Mpwu NoGbIX HapyLLEHMSIX 3a00/MKEHHOCTb YXoaUT B hopMaT Henoraliaemon B TOM cryvae,
€CNN  HapylleHus BbIXOOST 3a npedenbl ycTaHOBMNEHHbIX B HacTpokax oT4yeToB
nMHTEepBanoB. Henorawaemble 3a00MKEHHOCTU Henb3si OTpaboTaTb U MOXHO MoracuTb
TONbKO onpaeaaTenbHbIM JOKYMEHTOM.

Haxmute kHonky CoxpaHuTb. OkHO [o6aBuTb rpacgpmk pabortbl Oyaer 3akpbiTo. HoBbIN
rpacouk 6yget nobasneH B pabouyto o6nactb nogpasgena.

21.4. Co3paHue rpadumka paboTbl N0 NPUCYTCTBUIO

Mpadmk paboTbl NMO npucyTcTBUKO — TUn rpaduka, Npyu KOTOPOM AN COTPyAHMKA He
yKa3blBalOTCA MHTepBarnbl paboyero BpeMeHW, HO BeAEeTCA NOoACYET BPEMEHW HAXOXAEHMS Ha
paboyem mecTe.

[lna co3gaHus rpaduka paboTbl NO NPUCYTCTBUIO:

11
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1. Wcnonb3ys naHenb HaBurauuun, nepenguTte B pasgen E «lepcoHan».
2. Ortkponite nogpasgen «paghuku pabomni».

3. Ha naHenu WHCTPYMEHTOB CTpaHULbl HaOXXMWUTE KHOMKY Ho6aButb. OTKpOETCH OKHO
Jo6aBuTb rpacmk paboThbl.

4. B oTtkpbiBluEMCA OKHe B nosie Umsa rpacdmka BBeauTe HaMMeHoBaHME HOBOro rpaduka, B
none OnucaHue nNpy HEOGXOAMMOCTU YKaXNUTE OOMNONHUTENBbHYIO MHCPOpMaLMIO O rpadmke.

5. C nowmowlbto packpbiBatowerocs cnucka Tun rpaduka Bobibepute Tmn Mo npucyTcTBUIO.
Mocne aToro otobpasntcs Bknagka Perncrtpupyrowme noMeLLeHus:

HacTpoiikm oTuetos

MoMelleHHe YYeT pafoyero BpeMeHH YYeT HepaBodero BpeMeHu

B % HeKoHTpONMpYyeMan TeppUTopHA
B % 3ason
EI % MpoxogHaa 1
- Llex Ne 43
- Llex Ne 58
- iy MC Me 35
- " MC Ne 59
- ¢ TMaBHBIA Kopnyc
- ¢ CTonoean

‘- MpoxoaHan 2 -

6. B pabouei obnactu BkNagky yctaHoBUTE dnaxkky y NOMELLEHUI, B KOTOPbIX B COOTBETCTBUM
C co3gaBaeMbiM rpadokomM ByaeT BeCTUCh yYeT paboyero n Hepaboyero BpeMeH!.

7. TNepengute Ha Bknagky HacTponku oTyeTOB 1 HACTPONTE NAapaMeTpbl COCTaBNEHNSI OTYETOB
0 ANCUMNnHE Tpyda no HOBOMY rpadouky.

Bup Bknagku:
PerucTpupytolyme nomeLleHus

YUMTBIBATE TONBKO NEPBLIA BXO0L W NOCNEAHWA BbIX0L

AnemMeHT BKNnaaku:

e YuntbiBaTb TONbLKO MEepBbIM BXOA4 M MOCNegHUM BbIXod — MNpu ycTaHoBKe dnaxka
BbIXOAbl U3 PEMMCTPUPYIOLLMX MOMELLEHUI B TedeHne pabodero aHa He ByayT yunTbiBaTbCA
npu pacyeTe paboyero BpeMeHN.

8. Haxmute kHomky CoxpaHutb. OkHO [Jo6aBuTb rpadmk pabotbl GyaeT 3akpbiTo. HoBbiv
rpacouk 6yget nobasneH B pabouyto o6nactb nogpasgena.

2.1.5. Co3paHue rpadmka paboTbl C HaKONIeHUeM HapyLIeHN!

Mpadmk paboTbl ¢ HakONNeHMEeM HapyLWeHUn — B OTNMyMe OT TUNOB rpadmka HegenbHbIN ©
CMeHHbIN, rae Bpems nepepbiBa ABRAsieTcs PUKCMPOBAHHbIM, OaHHbLIM TUMN rpadrka No3BonsieT
YyCTaHOBUTb rMBKMe Havano u OKOHYaHWe nepepbiBa, TO eCTb COTPYOAHUK UMEET NPaBO yXoaUTb Ha
nepepbiB B NOOON MOMEHT B TeYeHMEe YyKa3aHHOro Ha LWKanax uHmepeana Ors rnepepbiga W
HaxoOUTbCS Ha MepepbiBe Takyl MPOAOIPKUTENBHOCTL BPEMEHM, Kakasi yCTaHOBMEHa B
HacTtpoikax otuyeToB.

Ob6s3amerbHble UHMepeasibl — NPOMEXYTKA BPEMEHMW, B T€YEHME KOTOPbIX COTPYAHWK OOSMKEH
HaxoauTbCsl Ha pabodem mecte. B ObsizamernbHbie uHMepesarssl COTPYAHUK HE MOXET BbINTU Ha
nepepbIB.

12
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Paboyee spems — obliasi NPoOOOIPKUTENBHOCTL NPUCYTCTBUSA COTpyAHUKa Ha pabote. Pabouee
Bpems BKtovaeT B cebst MIHmepesarsibi 855 nepepnbieos.

WHmepearb! Ornsi nepepbieo8 — NPOMEXYTKN BPEMEHW, B KOTOPbIE COTPYOHWK MOXET BbIMTW Ha
nepepbiB. [pogomkMTENbLHOCTL NepepbiBa yCTaHaBNMBaeTCs Ha Bknaake HacTponku otyeToB.

lpumeyaHue:

7 MpoaomknTenbLHOCTb NepepbiBOB, BKM4Yaa oben (Bknagka HacTpowku otyeToB)
JOMKHa OblTb MeHblle nNubo paBHa UHMepsanam Ofid Mepepbi8o8, OTPAKEHHbIM Ha
BKknagke UHTepBansbl.

[na co3gaHus rpaduka paboTbl C HAKOMMEHWEM HapYLUEHWIA:

1. Wcnonb3ys naHenb HaBurauuu, nepengure B pasgen E «llepcoHan».
2. Ortkponite nogpasaen «pagpuku pabomoi».

3. Ha naHenu WMHCTPYMEHTOB CTpaHULbl HaXMUTE KHOMKY [fo6aButb. OTKpOETCs OKHO
Ho6aBuTb rpacdhmk paboThbl.

4. B oTkpbiBLLEMCS OKHe B none Uma rpacdmka BBeauTE HanMMeHOBaHME HOBOro rpaduka, B
none OnucaHme Npy HEOBEXOOMMOCTUM YKXKNUTE OOMNONHUTENBHYO MHAOPMaLUMIo O rpaduke.

5. C nomowbio packpbiBatoweroca cnucka Tun rpadmka Bbibepute TMn C HakonneHuvem
HapyweHun. Bknagka UHTepBanbl NpumeT crieqyrowmmn Bua;

PerucTpupyiolwme noMelleHuA Hacrpoiiki oTuetoe

MoHegenbHWK OBAzaTensHsle MHTepeans: 004 00m | MHTepeans! Ans nepepeigoe: 04 OM

BTOpHWK OBAzaTensHsle MHTepeans: 004 00m | MHTepeans! Ans nepepeigoe: 04 OM

6. Ha Bknagke oToGpaxatoTcsi CTPOKM, COOTBETCTBYKOLUME AHSM Hedenu. [ns Kaxgoro OHs
He[enu yCTaHOBUTE Ha LUKane BpeMeH HEOOX0AMMOe KONMYEeCTBO MHTepBarnoB paboThl.

PerucTpupyHoLLue NoMeLLeHHA HacTpoiiku oTueTos

MoHeaenbHUK ObAazaTencHele nHTepeanki: 064 00m | Pabouee Bpema: 094 Om | MHTepeank! AnA nepepeieos: 034 00M

BTOpHMK OBazaTensHele MHTepEans: 064 00m | Paboues Bpema: 094 Om | MHTepeansl ana nepepeigos: 034 00m

CnpaBa OT LKan BPEMEHU OTOOPaXKarTCA MOMy4MBLIASCA NPOOOIMKUTENBHOCTL paboyero
BPEMEHW Kakgoro AHs, nonyumBliMecs obsizaTeNnbHble WMHTEpBanbl W MHTepBanbl Ans
nepepbIBOB.

7. TMNepengute Ha BknNagky Peructpupyrowme nomeweHusi. B paboyen obnactu Bknagku
ycTaHoBUTE hNaXKM y NOMELLEHUI, B KOTOPbIX B COOTBETCTBMM C CO34aBaeMbliM rpacuKom
OyneT BecTUCh y4eT paboyero n Hepabodero BpeMeHM.
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8. MepengnTe Ha Bknagky HacTpoMku oT4eTOB 1 HACTPOWTE NapaMeTpbl COCTaBNEHNS OTYETOB
O OUCUMNNVHE TpyAa no HOBOMY rpaduky.

Bug Bknaoku:

WHTepeans PErMCTpUpYHOLLME NOMELLEHWUA

MponON#MTENEHOCTL NEPEPLIBOB, BKMIOYaR oben: 00:00

He CYMTaTE HapyLLEHUEM, paspeLlMTh He cunTaTh HapyLLeHUeM, Pa3pellMTh YXOn
0no3aaHue He Gonee Yem Ha: 00:00 paHblle He Gonee YeM Ha: 00:00

He yYUTRIBATL HADYLLEHUA MEHEE YEM Ha: 00:00 He yunTeIBaTE NepepalGoTky MEHEE YEM Ha: 00:00

AnemMeHTbl BKNaaKu:

He cuuTaTb HapyweHuem, pa3pelnTb onos3pgaHue He Gornee 4YemM Ha — ecrnv Bpewms
0ono3aaHnsi MeHbLUEe YKa3aHHOro, oHO He ByaeT yuuTbiBaTbCA B OTyeTe «Hapywumenu»
nogpasaena «Omyemsi no ducuunauHe». Ecnv Bpemsi ono3gaHms 6onblue ykasaHHOro,
€ro MOXHO MOracuTb TOMbKO NPU NOMOLLM onpaBaaTeNbHOro JOKyMeHTa.

He cuutaTtb HapylweHueMm, pa3pewnTb yxo paHblue He 6ornee 4eMm Ha — ecnv Bpems
npexaeBpeMeHHOro yxoaa ¢ paboTbl MeHbLUe YKa3aHHOro, OHO He OyaeT ydunTbiBaTbCA B
otyeTe «Hapywumenu» nogpasgena «Omyemsb! _no ducyunauHe». Ecnn Bpems
npexaeBpeMeHHOro yxoga ¢ paboTbl 6onblue yka3aHHOro, ero MOXHO MOracutb TOSbKO
npv NOMOLLM onpaBAaTenbHOro A0OKYMeHTa.

He yuuTbiBaTb HapyweHUsi MeHee YeM Ha... — eCnvM CyMMapHoe Bpemsi HapyLUueHWUW
(ono3gaHune, yxoA4 paHblue OKOH4YaHus pabodero AOHA, yxodbl € paboTbl B TeveHue
pabouero oHA) B Npefenax kaneHgapHblX CyTOK MEHbLUE YKa3aHHOro, HapyLleHusa He ByayT
yuMTbIBaTbCA Npu pacyeTe paboyero BpeMeHM.

He yuuTbiBaTb nepepaboTKy MeHee YeM Ha... — eCrl CyMMapHoe Bpemsi nepepaboTku
(Mpuxog, paHblle Havana W yxo4 TMO3XKe OKOHYaHus pabodero OHA) B npedenax
KaneHaapHbIX CYTOK MeHblUe YyKa3aHHOro, nepepaboTka He OyadeT y4uUTbiBATbLCA MpU
pac4yeTe paboyero BpeMeHu.

MpopomkutenbHOCTL MepepbIBOB, BKMO4Yaa obed — B TeyeHuMe 3ITOro 3adaHHOro
BPEMEHN COTPYAHWK MMeeT MpaBoO OTCYTCTBOBaTb Ha paboyeM mecte. Ecnn coTpyaHuK
OTCYTCTBOBasl MeHblUe 3a[aHHOr0 BpPeMEeHW, OHO BCe paBHO ByaeT BblMTEHO M3 obuiero
paboyero BpemeHn. Ecnn 6onblue — npeBbllLEHHOE BpeMS NONAET B HapyweHus n byaet
OTpaxeHo B oTyeTe «Hapywumenu» noapasgena «Omyemsi o QUCUUNIIUHEY.

llpumeyaHue:

Mpun ntobbIX HapyLIEHUAX 3a00MKEHHOCTb YXOAMT B (oopMaT Henoralaemon B TOM cry4ae,
€eCln  HapyuweHunda BbIXOOAT 3a npenersibl yCTaHOBJIEHHbIX B HaCTpOVIKaX oT4yeTOB
MHTEpPBAroB. Henorawlaemblie 3a40JPKeHHOCTU Helb34 OTpaGOTaTb M MOXHO MNoracutb
TOJIbKO onpasaaTesibHbIM JOKYMEHTOM.

9. Haxmute kHoMky CoxpaHutb. OkHO [Jo6aBuTb rpadmk pabotbl GyaeT 3akpbiTo. HoBbIM
rpacmk 6ynet gobasneH B pabouyyto obnacte nogpasagena.

Ona ny4vwero NOHMMaHUsA paboTbl C AaHHLIM TUNOM rpacduka peKoMeHAYEeM O3HAKOMUTbLCS

C npumepom:
B Hactpownkax ot4yeTtoB ocTaBum [poaonmknTenbHOCTb NepepbIBOB HYIEBOW, KakK MOKa3aHo

HWXe.
WuTepeans PervcTpupyHiLImMe NoMELLEHUA
MponoN#MTENEHOCTL NEPEPLIBOB, BEMOYan obeq; 00:00
He CYMTaTh HapYLLEHUEM, Pa3peLlMTh He cunuTaTh HapyLLEeHUeM, pa3pellnTh YXog,
0Mo3AaHue He Gonee Yem Ha: 00:00 paHblUe He Gonee YeM Ha: 00:00

He y4HTLIBATh HAPYLLEHWA MEHEE YEM Ha: 00:00 He y4HTbIBaTL NepepaboTky MEHEe YeM Ha: 00:00
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Ha Bknagke UHTepBanbl HacTpoum O6s13amenbHble uHmepeansi ¢ 8:30 no 12:00 n ¢ 15:00 go
17:30. MNpn aTom Paboyee epemsi aBToOMaTU4ECKM onpeaenunocb kak 9 Yacos, a MHmepeansbi
ons1 nepepbieoes kak 3 yaca (¢ 12:00 go 15:00), Kak BUAHO Ha CKPUHLLOTE.

PerucTpupyiowme noMmelleHuA Hacrpoiikm otuetos

MoHegenbHWK ObAzaTensHele MHTepeans: 064 00m | Pabouee spema: 09y Om | MuTepeant AnA nepepeigoe: 034 00m

83: 30 15: @

Tenepb B Hactpomkax otT4yeTtoB nonpobyem caenate [MpoaomKnTenbHOCTbL MNepepbIBOB
paBHown 1 yacy.

WMuTepeans! PerucTpupytolme nomeLLeHus
TMPONOMAMTENBHOCTL NEPEPLIBOB, BKMKOYAA 00eq: 01:00
He CYUTATE HapYLUEHUEM, PA3PELLINTL He CuuTaTh HapyLUEHUEM, PA3PELUNTE YXO[,

0no3aaHue He Gonee Yem Ha: 00:00 paHblle He Gonee YeM Ha: 00:00
He yYUTRIBATL HADYLLEHUA MEHEE YEM Ha: 00:00 He yunTeIBaTE NepepalGoTky MEHEE YEM Ha: 00:00

B Ttakom cnyyae O6si13amenbHbie uHMepeasbl OCTaHyTCcs 6 YacoB, a Paboyee epems cTaHeT 8
YyacoB, NOCKONbKYy 1 4Yac Tenepb onpeaeneH kak nepepbiB. COTPYAHUK MOXET Yac OTCyTCTBOBATb
Ha paboyem mecte B ntoboe Bpemsa ¢ 12:00 go 15:00. Jonyctum, oH BbingeT Ha oben B 12:30,
BepHeTcsa Ha pabodee mecto B 13:00, a noTOM elle pa3s BblMgeT OTAOXHYTb B 14:15 1 BepHeTCs B
14:45.

PervcTpupytoume nomerieHus HacTpoiiku oTueTos
MoHeaenbHUK OBAzaTencHele MHTepeantl: 064 00m | Pabouee Bpema: 08y Om | MHTepeant! aAnA nepepeigos: 034 00m
2.1.6. Cos3paHue rpacmka paboTbl C HaKOMNeHUWeM HapylweHMU Ha OCHOBe
6anaHca
pachuk paboTbl € HaKoNnNeHnem HapylweHUMW Ha OCHoBe OGanaHca — Tun rpadwuka,

NO3BONSOLWNN 3adaTb Anana3oH BpeMeHu npuxoaa n yxoga c pa60\-|e|7| CMEHHDbI.

Honycmumoe 8pemsi pabombl — WHTepBan BPEMEHW, B TeYEeHWe KOTOPOro COTPYAHUK MOXeT
oTpaboTaTb CBOK HOpMy paboyero BpeMeHW, koTopasi yCTaHaBnMBaeTcst NPy NOMOLLM PyHKLIMM
KonuuecTBO 4YacoB B Hegento, BKIo4Yas nepepbIBbl Ha Bknagke HacTpoiku oTyeToB.

Ob6siz3amerbHble UHMepsarsibl — NPOMEXYTKU BPEMEHWU, B TEYEHUE KOTOPbIX COTPYOHWUK OOSHKEH
HaxoauTbCsi Ha paboyem MecTe. Takme MHTepBarbl HacTpavMBalTCs Ha Bknagke HacTtpouku
OTYETOB NpV MOMOLLM PYHKUMIA CyuTaTb ono3gaHueM npuxop nosxe, Yem B 1M CuuTtatb
yXO4OM paHblue yxoA paHbwe, 4em B. [lpu HapyweHun O6s3ameribHbIX UHMeP8anos
3a[0MMKEHHOCTb yxoauT B chopmaT Henorawaemon. OOHaKO 3TUX MHTEpPBarioB MOXET He ObliTb,

00:00
€cn OoCTaBWTb B Morie BBOAA BPEMEHU HymM , B TAKOM cry4ae 3aJ0/MKEeHHOCTb He
OyneT yuuTbiBaTbCS, @ COTPYAHMK MOXET MpUXoauTb Ha paboTy B noboe Bpemsi B MHTepBarle,

3agaHHOM hyHKUMen [lonycTumoe BpeMs paboThbl.
[na cosgaHns rpacmka paboTbl ¢ HAKONMEHNEM HapyLLIEHUn Ha ocHoBe HGanaHca:

1. Wcnonb3ys naHenb HaBurauuu, nepenguTte B pasgen E «llepcoHany.
2. Ortkponite nogpasaen «lpaghuku pabomni».

3. Ha naHenu MHCTPYMEHTOB CTPaHULbl HAXKXMUTE KHOMKY [o6aBuTtb.
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OTkpoeTcs okHO [Jo6aBUTb rpachmk padoThl.

4. B oTtkpbiBluEMCS OKHe B nosie Umsa rpacdmka BBeauTe HaMMeHoBaHME HOBOro rpaduka, B
none OnucaHune npu HeO6XOD,I/IMOCTVI YKaXute OONOJTHUTESTbHYHO I/IH(*)OpMaLI,VIPO o rpa(bvu(e.

5. C nomouwlbto packpbiBatowerocss cnmcka Tun rpacgpmka Bbibepute TMn C HakonneHuem
HapymeHMﬁ Ha OCHOBe 6ancha, nocrne 4ero crnpasa OT MNoJsiA Tun rpacbvu(a 0TO6p83VITC$'-|
naHenb [1HM Hepenw:

OoGaBuTe rpacdmk paboThbl X
Mma rpadmka ™ Onucaxue
Ha ocHose Bananca
Tun rpadmka [HW Hegenu
C HakonneHWeMm HapyLUeHWI Ha ocHose DanaHca nMH BT CP yT nT Cb BC
HaCTDOIFIKH OTHETOB
[MNomelleHue YyeT paboyero BpeMeHu YyeT Hepaboyero BpeMeHu
5 % HexkoHTponupyeman TeppuTopHs
- ¢ Xonn
ﬁl'l;l-.qejﬂe—ue 1 T

6. Ha nanenu pacnonaraloTtCcA KHOMKK, COOTBETCTBYWLUME OHAM HeOenu. Bb|6epv|Te OHWN,
ABnsoLmMecs padbounmum.

7. TlNepengute Ha BknNagky Peructpupyrowme nomeweHusi. B pabouen obnactu Bknagku
yCTaHOBUTE (bﬂa)KKI/I Yy HOMeLLl,eHVII7I, B KOTOPbLIX B COOTBETCTBMUUN C CO3JaBaeMbliM Fpa(*)I/IKOM
OyaeT BecTUCh yyeT pabo4dero n Hepabovero BpeMeHMu.

8. [lepengute Ha Bknagky HacTponku oTyeTOB M HACTPONTE NapaMeTpbl COCTaBEHNSI OTYETOB
O AncuuninunHe Tpyaa no HoBomMy rpaq)vn(y.

Bupg Bknagku:
PerucTpupyoLMe NoMeLEeHHA
NpofoNHKUTENLHOCTE NEPEPBLIBOE, BKMOYad obeq:  00:00 KonuuecTBo 4acos B Hegent, Bknwoyas nepepeisel  40:00
Honyctumoe BpemaA pabotel ¢ | 00:00 no 23:59 CuynTaTh YX04OM paHblLUe YXO4 paHblue, YeMm B 00:00
MakcumMansHo 4oNYCTHMAaR BENUYWMHA
nono#uTENLHOro GanaHca 3a nepuon pacyeTa 00:00 CunTaTe ONO3AAHWEM NPUXOI NO3KE, YEM B 00:00

(mecay)
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OnemMeHTbl BKNagku:

e [MpopomkutenbHOCTL MepepbIBOB, BKMo4as oben — B TeyeHMe 3ITOro 3adaHHoro
BPEMEHU COTPYOHUK MMeeT MnpaBO OTCYTCTBOBATb Ha paboveM mecte. Ecnu coTpyaHUK
OTCYTCTBOBas MeHblUe 3a[aHHOro BPeMEHW, OHO BCe paBHO ByaeT Bbl4TEHO M3 obuiero
paboyero BpemeHn. Ecnu 6onblue — npeBbilleHHOe BPpeMs NonaeT B HapylleHusa n byaet
OTpaxeHo B oTyeTe «Hapywumenu» noapasgena «Omyemsi o QUCUUNIIUHEY.

e KonuuyectBo 4acoB B Hepento, BKlo4Yasi nepepbiBbl — 06LAs NpoOoOMKUTENBHOCTD
BpemeHu obsi3aTenbHOro NpUCyTCTBMA COTPYAHWKA Ha paboTe, BkoYasa nepepbiBbl. Ecnu
COTPYOHWK NpuUCyTCTBOBar Ha paboveM MecTe MeHblue yKa3aHHOro KornuvyecrtBa 4acos,
HapylleHne oTpasuTca B oOT4yeTe «Hapywumenu» noapasgena «Omyemsbl o
ducuyunauHe».

e [onyctumoe BpemMs paboThl C... MO... — B 3TOT NPOMEXYTOK BPEMEHWN COTPYAHWUK umeeT
NpaBo HaxoOAUTbCA Ha TeppuTopuwn npeanpuaTva. [aHHas HacTponka sBnseTtcs
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obsa3aTensHOM.

e CuumTtaTb yXO0O40OM paHblue yXoA paHblue, YeM B... — €CNN BPeEMS yxoda COTPYAHMKA C
paboTbl MeHbLUe YyKa3aHHOro, OHO OTpasuTCca B oTyeTe «Hapywumenu» nogpasgena
«Omyemsi no ducyunnuHey. JaHHasa HacTponka HE aBnseTca o6a3aTensHON.

¢ MakcumanbHO gonycTumas BefiMinHa NonoxuTenbHoro 6anaHca 3a nepuop pacuyerta
(MecsiL) — C MOMOLLBbI 3TOW HACTPOMKM MOXHO OTpabaTtbiBaTb HapylleHUs Hanepepn, TO
€CTb 3TO MakCUMmaribHOEe KOSIMYeCTBO BPeMEHU, KOTOpoe COTPYOHUK MOXET HaKonuTb And
oTpaboTkM nocnegyLwmx HapyweHui. lonycTnum, COTPYAHUKY HY>XHO ByaeT 20 mast yutu ¢
paboTbl Ha nNonyaca paHblue, B TaKOM Cly4Yae OH MOXET MPUXOAUTb Ha paboTy paHblue
(yxogntb ¢ paboTbl no3xe) B [lonyctumoe BpemMs paboTtbl B nobble gHM go 20 mas,
HakonuB Taknm obpa3omM HeobxoaMMble nonyaca ANns AOCTMXKEHMSA HyneBoro 6anaHca.

e CuuTtaTb onos3pgaHueM nNpuxon No3xe, Yem B... — €CNYN BpeMs Npuxoga COTpPyAHMKA Ha
paboTy Oornblue ykasaHHOro, OHO OTpa3uTCa B OT4eTe «Hapywumernu» nogpasgena
«Omyemsi no ducyunauHey. aHHasa HacTponka HE aBnseTca ob6a3atensHON.

lpumeyaHue:

7 TMpu nobbix HapyLLEHUAX 3a40MMKEHHOCTb YXOAMUT B (hopMaT HemnorallaeMon B TOM criyyae,
€Cnn  HapylleHus BbIXOOST 3a npedenbl ycTaHoBMNeHHbix B HacTpowkax oT4yeToB
nMHTEepBanoB. Henorawaemble 3a00MKEHHOCTU Henb3si OTpaboTaTb U MOXHO MoracuTb
TONbKO onpaeaaTenbHbIM JOKYMEHTOM.

9. Haxmute kHomMky CoxpaHutb. OkHO [Jo6aBuTb rpadmk pabotbl GyaeT 3akpbiTo. HoBbiv
rpacouk 6yget nobasneH B pabouyto o6nactb nogpasgena.

Ona nyywero noHUMaHUA pPaboThbl C AaHHbLIM TUNOM rpacduka peKoMeHOAYEM O3HAKOMMUTbLCA
Cc npuMmepom:

Honyctnm, y Hac ecTb COTpyaHWUK, paboTawwmi natb AHENW B Hedento. YcTaHaenvBaem
MpoponkutenbHOCTL NepepbIBOB, BKM4aa obea — 1 yac B cyTkn, KonunyecTtBo 4acoB B
Hegeno, BKN4Yasa nepepbiBbl — 45 yacos (40 pabounx 4acoB 1 5 YacoB Ha NepepbiBbl).

PErMCTPUPYHOLIME NOMELLEHNS

Mpogon#UTENBHOCTL NEPEPLIBOB, BKNOYaA oben: 01:00 Konu4ecTBo Yacoe B HEAENH, BKNNYAA Nepepeisel 45:00

Oonyctumoe epema padotel ¢ 00:00 no 23:59 CuMTaTb YXO4O0M PaHbLUE YX04 PAHLLLE, YEM B 00:00

MakcumanbHo gonycTuman BenuyuHa
NONOKUTENLHOMO Danaxca 3a nepuog pacyera 00:00 Cuntarte onosgaHuem NpUXog, No3Ke, Yem B 00:00
(mecay)

Donyctumoe Bpema pabotbl yctaHaBnueaem ¢ 07:00 no 20:00. BT10 3HAYMT, YTO COTPYOHMUK
MOXET BbIXoAUTb Ha paboTy B noboe yaobHoe Ansd Hero Bpemsi B 3TOM NPOMEXYTKE, Hanpuvep, B
noHegernsHUK oH npuaet B 08:00 n yinget B 17:00, Bo BTOpHUK npuaet B 11:00 1 ynget B 18:00, B
cpeay npuget B 7:00 n ynaoet B 19:00 1 Tak ganee. [na coTpyaHuka rnaBHoe — oTpaboTaTb 3a
HeOemn TO KOMMYECTBO YacoB, KOTOPOe ykaszaHO B HacTpoirke KonuuyecTBO 4acoB B Hepento,
BKNroYas nepepsbiBbl. B Hallem cnyyae 370 45 yacos.

PErMCTPUPYIDLIME NOMELLEHHUA
MpoAoMKUTENBHOCTL NEPEpLIBOB, BKNtovas obeq:  01:00 Konu4ecTBO YAcoB B HElEND, BKMDYAA Nepepbiebl | 45:00

Honyctumoe Bpema pabotel ¢ | 07:00 no 20:00 CuuTaTh yX040M paHblUe YXO4 paHblue, Yem B 00:00

MaKkcumanbHo gonycTMMan BenuYnHa
NONOMXMTENLHOTO BanaHca 3a nepuog pacyeTa 00:00 CyMTaTh ONO34aHMEM MPUXOL NOIKE, YEM B 00:00
(mecau)

Mpegnonoxum, exeaHesHo B 15:00 Ha NpeanpuATMM NPOBOASITCA OYHbIE COBELLAHNSA, HA KOTOPbIX
Haw COTPYAHMK OOSPKEH MPUCYTCTBOBATb. Torga Mbl yCTaHaBNMBAaeM BpEMS B HACTPOMKax
CunTaTb yXO0A0OM paHblUe yXxopA paHblue, 4eM B 1 CuutaTb onosgaHueM npuxop nosxe, Yem
B, M Yy COTPYAHMKA NOSABMAIOTCS ONpeaerneHHble paMKku, KoTopble oH 06s13aH cobntogats. B Hawem
cny4yae Tenepb COTPYOHUK HE MOXET npmuxoanTb nosxe 14:30 n yxoautb paHblie 16:30, 4tobbl He
nponyckaTb COBELLaHue.
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PErMCTPUPYIOLLME NOMELLEHNA HacTpoiiku 0T4ETOB

MNpofonKUTENBHOCTL NEPEPLIBOB, BkNto4asn obea: | 01:00 KonnyecTso 4acoB B Heflent, BKNoHYan nepepbiebl | 43:00

[Honyctumoe spems pabotel ¢ 07:00 no 20:00 CuMTaTb YXOA0M paHbLUE YXOL PaHbLUE, YEM B 16:30

MakcuManbHO 4ONYCTUMaA BENMYMHA
nonoxMTeNsHoro Hanadca 3a Nnepuoa pacyeTa 00:00 CyMTaTh ONO3AAHMEM NPUXO[ NO3KE, YEM B 14:30
(mecau)

YctaHoBm MakcumanbHO A0NYyCTUMYHO BeNIMYUHY NONOXUTENbHOro 6anaHca pasHon 1 vacy.
Haiuemy coTpyaHuKy HyXHO BydeT B cepegmHe mecsaua yutu Ha 40 MUHYT paHbLlue, 4Tobbl yeneTb
K Bpady. B Takom crnyyae oH MOXeT B OAWH O€Hb NPWUATK Ha paboTy Ha nonyaca paHblue, a B
APYron AeHb yNTu ¢ paboTbl Ha nonyaca nosxe. Tak OH HAKOMUT CBOK MaKCUMAaIlbHYK BENUYMHY
nonoxurtenbHoro GanaHca — 1 4yac. B cepeguHe Mecsua OH yxoauT C paboTbl Ha 40 MUHYT
paHbLUe, B UTore y Hero octaetcs ewe 20 MUHYT, KOTOopble OH oTpaboTan 3apaHee, Tak YTO Halu
COTPYAHVK MMEET NPaBO HEMHOIO OTAOXHYTb M NPUITK Ha paboTy Ha 20 MUHYT No3xe.

PErMCTpUPYIOLLME NOMELLEHHUA HacTpoiiku 0TYETOB

Mpoaom«MTENBHOCTE NEPEPLIBOE, BKNOYan oben: 01:00 Konw4yecTBo 4acoB B Heenk, BKNYana nepepeisel | 45:00

Lonyctimoe spemsa pabotel ¢ 07:00 no  20:00 CunTaTb yXO4oM paHbLUe yXoh paHblue, 4eMm B 16:30

MakcuMansHo gonycTuman BenuyMHa
nonoxnTensHoro Danadca 3a Nepuoa pacqeTa 01:00 CunTaTE OMO34aHWEM NPUXOA NOIKE, YEM B 14:30
(mecau)
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3. Paspgen «Y4yet paboyero BpemMeHn»

Paspen npegHasHaveH gns opraHnsaumm APM COTpyAHMKOB, 3aHMMalOWUXCs BegeHnem tabens
yyeTta paboyero BpeEMEHM W KOHTPONMEM AUCUMNIAUHBI Tpyaa COTPYOHUKOB NpeanpuaTus.
Wcnonb3oBaHue pasgena nos3BonsieT aBTOMAaTM3MpOBaTb MPOLIECCHI COCTaBIEHUA OT4eToB 06
oTpaboTaHHOM BpeMEeHM 1 gucumninHe Tpyda, a Takke copmmupoBatbe Tabenb ydeta pabodero
BpemeHn B cdopmate Ne T-13. B pasgene npegycmoTpeHa BO3MOXHOCTb [0OaBMEHMSI HOBbIX
TMNOB OnpaBAaTesibHbIX AOKYMEHTOB M AOKYMEHTOB Ha CBEPXYPOYHYIO paboTy.

Onsa paboTbl pasgena Heobxoanmo, YTobbl KakgoMy COTPYAHMKY B nogpasgene «CompyOHUKuU»
pasgena «[llepcoHasn» Obin ycTaHOBREH rpaduk paboTbl, ONpeadensowmn ero pacnucaHue
paboTbl, HOpMy paboyero BpemMeHu, napameTpbl KOHTPONSA OUCUMMAMHBI TPyAa U MecTo paboThbl
(peructpupytoLme noMeLLeHus).

B npouecce paboTbl COTPyOHWK MNpeabsiBRsieT uaeHTUdUKaTop MNpu BXode M Bbixode W3
PErncTpupyoLLIMX NomeleHnin. Ha ocHoBaHMKM OaHHbIX O MPOXOAax WM YCTaHOBMEHHOro rpaduka
paboTbl aBTOMaTU4Yecku noAcYMTbiBaeTCcA pabodyee Bpemss coTpydHuka. Bcnepgcrtsue
HEKOPPEKTHOrO MpeabsiBNEHUS COTPYAHWKOM  MAeHTUdUMKaTopa BO3MOXEH HernpaBUIIbHbIN
noac4yeT paboyero BpemeHu. KoHTpornb 1 KoppeKTUpoBKa NOAOGHbLIX Crly4aeB OCYyLLECTBsSIeTCS B
noapasgene «XypHan ompabomaHHO20 8pPeMeHU».

[na KoHTponsa TpyAoBOW AUCUUNIIMHBLI COTPYAHWKOB UCMONbL3YIOTCA nogpasnensl «Omyemsi no
ducuyunauHe», «Omyem YPB» w «Bpemsi _npucymcmeusiy. K HapyweHusMm TpyaoBoOu
ANCUUNINHBI OTHOCATCA HEsIBKA, ONO3[aHune, BbiXog B TeYeHne paboyero gHs, YXO4 paHbLue.

B cnyyae HapyweHus TpyooBOW  OUCUMNNAWHBI - COTPYOHWUKY — OOIDKHbI  OOPMNATHCA
onpaBaaTtenbHble OOKYMEHTbI, YyKasblBallne [aTy W NpoAoIKUTENbHOCTb HapylieHus. 3a
nepepaboTKy OOpMAAITCA OOKYMEHTbl Ha CBEPXYPOYHYH paboTy. [JOKyMeHTbl MOryT ObiTb
odopmnieHbl B nogpasgene «XypHan ompabomaHHO20 epeMmeHu» wnn «CompyOHUKU»
pasgena «llepcoHan». [Mpn HEOBGXOAMMOCTM HOBbIE TUMbI JOKYMEHTOB CO34al0Tcsa B noapasgene
«OnpasdamenbHble QOKyMeHmMbI». B nogpasnene «BbidaHHbIe QOKYMeHmMbI» B BUAE Crncka
npeacTaBneHbl BCe AOKYMEHTbI, BblAaHHbIE COTPYAHMKaM BbIGpaHHOro nogpasaeneHus.

3.1. Nopapaspen «XXypHan oTpaboTaHHOro BpeMeHn»

Mogpasgen npegHasHadyeH AN co3gaHuA oTyeTta O paboyeM BpeMeHW COTPYAHWKOB B
COOTBETCTBMM C YCTAHOBIEHHbIMU ANs HUX rpadmkammn pabotel. OTyeT hopmumpyeTcss Ha
OCHOBaHMM OaHHbIX O nNpoxoaax coTpyaHukoB 4epes KIM. Ona yyeta oTpaboTaHHOro BpeMeHu
COTpYyAHMKA WCMNOMb3yHTCA MNepuoabl ero HaxoxaeHuss Ha paboTe, onpegensemble napamu
nocnenoBaTerbHbIX cobbITUI "Bxoa"-"BbIxoq". B cnyvae HapyLleHUn JaHHOW
nocnegoBartenbHOCTM COObITUM B OAWH W3 gHen paboyero rpadmka (Hanpumep, ABa
nocnegoBaTenbHbIX BXO4a B PErMcTpupyloLlee NoMeLleHne unm BbiXoda M3 HEero, TONMbKO OAMH
BXO4 WNM TOMbKO OAWH BbIXO4), 3TOT [OeHb OTMevaeTca B cronbue otyeta Tpebyertcsa

KOPPEeKTMPOBKa NPOXOA0B.
CTpaHuua noapasaena umeeT crieayoLni BUA;
Y4ET pabouero BpemeHm PERCo-WEB mOomows admin O Buxoa @

ypHan otpadoTanHoro epemeny  OnpaBdaTensHbIe QoKyMeHTsl  DopuupoBaHke Tabena OTueTEl No AMCYMINKHHE Otuet ¥YPB Bpema npucyTCTEMA BrinaHHEle DOKyMEHTEI

E Mepwon 2020-06-18/2020-06-25 Cuntath 3a:  YKa3aHHbIil nepuon Moapasneneque Mouck

Anefinuxoza Eeredns 51 Annapatume SrOHOMUYSCKUI 45:00

Anexnepoe ApTyp 52 Annapatuue- nMm-ny @ 45:00

Anexcanaposa EnsHa 53 Annapatum WMcTopuueckuii 45:00

Anexcanapoeuy H0nua 54 Annapatume BLLIM 45:00

1. TlaHernb UHCTPYMEHTOB CTpaHULbI:

. CoenaTtb nepepacuyeT — KHOMKa MO3BONSET MPOM3BECTUM NepepacyeT paboyero
BPEMEHM COTPYAHUKOB.
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o PacwumpeHHbIn MOUCK — TMO3BOMSET MNPUMEHUTb UIILTP K  3SfieMeHTam,
oToOpaxkaembiM B paboyen 0b6nacTn CTpaHuLbl.

o HdononHuTenbHO — KHOMKa MO3BOMSET OTKPbITb MEH KomaHa pAns Bblbopa

JOMOSNTHUTENbHbIX OEeNCTBUN:

— MevaTb TA6GNMUbI — MNO3BONSET MPOM3BECTU MNeyaTb AaHHbIX U3 paboyen obnactu
CTpaHuLpbl.

— OKCnopT — MNO3BONSET COXPaHUTbL OaHHble paboyer obnactu B hann 3MEKTPOHHbIX
Tabnuy ¢ BbIGpaHHbLIM pacLUMpeHNEM.

— Copocutb puUnbTpbI — No3BoNsieT cOpocuTb BCe hunbTpbl paboyen obnactu.

— MMapameTpbl OoTOOpaxeHMsa Tabnuubl — NO3BONSET OTKPbITb [AOMOSNIHUTENBHOE OKHO
Aans Bbibopa cTonoduos, oToOpaxaembix B paboden obractn cTpaHulbl.

. HacTpoiku otyeta C 3af0/MKEHHOCTAMMU — KHOMKA MO3BOMSIET HACTPOUTbL OTYET,
BblbpaB crneayoLwmne oencTeums:
— Pac4yeT ¢ ypaneHMeMm coCTaBHbIX AOKYMEHTOB — MO3BOSISIET NPOMU3BECTM pacyeT,
yoanue OOKYMEHTbI, chopMMpoBaHHbIe BCeaCcTBUE NoralleHnst 3a40MmMKeHHOCTeN;
— MokasaTb TONbLKO COTPYAHMKOB C 3a4O0JDKEHHOCTSIMM — TMO3BOMSIET OTOOPa3nTb
CMMUCOK COTPYAHMKOB, 32 KOTOPbIMU YUCHIATCS HapyLUEHUS.

o 3agomkeHHOCTU — KkHomnka OygeT akTMBHA B TOM Crnyyae, €Cnu y COTpyAHMKa
umeeTtcsa 3adormkeHHocmb wnwn Henozawaemass 3adormkeHHocmb. [Ona  noraweHus
3a00JPKEHHOCTN HeobxoauMo BbIOpaTb COTPYAHMKA M HaxaTb KHOMKY 3aAO0SMKEeHHOCTH,
3aTeM B OTKpbIBLUEMCS OKHe B cTonbue [MMoracuTb 3afQ0MKEHHOCTb OTMEeTUTb
Heobxoaumble AaTbl, BbIOpaTb TN OKYMEHTa C NOMOLLBIO BbiNadaowero crnmcka B f1eBon
4YacTW OKHa M HaxaTb KHOMKY MoracuTb 3aA0MKeHHOCTb.

o — KHOMKa MO3BONSET OTKPbITb NaHenb KaneHgaps ANnd BBoAA AaTbl Hadana v KoHua
nepuoga, 3a KoTopbi 6yayT otobpaxkaTbcs cobbiTusi B paboyen obnactu. YcTaHoBeHHas
Aarta otobpaxkaeTcs B nore crieBa OT COOTBETCTBYHOLLEN KHOMKW.

e [lone CuurtaTtb 3a — KHOMkKa cnpasa OT NMons NO3BONISiET BblOpaTh Nepmosa, 3a KOTopblIii
OyneTt cchopmmpoBaH OTHeET.

e [lone [MMoppaspeneHne — KHOMKa cnpaBa OT nons Mo3BonseT BblOpaTb
nogpasgeneHve, COTPYAHUKM KoToporo 6yayt oTobpaxatbca B pabouven obnactu
cTpaHuubl. KHonka X CopocuTb ounLiaeT none.

e [lone Mouck — kKHonka crnpaBa OT MNossi No3BOMSIET NPOU3BECTU MOUCK MO INIEMEHTAM
cTon6uoB B paboyeit obnactu ctpaHuLbl. KHonka X C6pocuTb ouunLlaeT none.

PaGouasi 06nacTb CTpaHULbl COAEPXKUT CMMCOK COTPYAHWUKOB noapasaerneHnsi, BbiIopaHHoro Ha
NaHenu MHCTPYMEHTOB CTpaHuubl. [Ns Kaxaoro coTpygHuka npeacTaBrieHbl AaHHble yyeTa
paboyero BpeMeHM 3a ykasaHHbI Ha NaHeny MHCTPYMEHTOB nepuoA. [laHHble oTobpaxatroTes
ANS COTpyAHMKa 3a Becb nepuod Wnv 3a BblOpaHHbIN AeHb. [leTanbHas MHdopmauus o
paboyemM BpeMeHM MO KaXAOMy [HIO [OOCTYNHa B BMAE pPacKpbIBAKOLLErocsi crnvcka npu
HaXaTuUKN Ha CTPOKY C AaHHbIMU COTPYAHMKA.

lpumeyaHus:

—Mpn HaxaTMm Ha CTPOKY C [daHHbIMM 3a [OeHb OTKpoeTcs OkHO [lepemelueHus
COTpyAHUKA C MHGOPMaLMen O npoxodax COTpyAHUKA 3a 3TOT AeHb C BO3MOXHOCTbIO
UCKINIOYEHMA KaXaoro npoxoga M3 pacdeta paboyero BpemeHu. B okHe Takke
COAEPXUTCH KpaTkas MHAopMauusa o COTpyAHUKE M OOPMITEHHbIX €My Ha BblOpaHHbIV
AeHb onpaBaatesibHbIX AOKYMEHTaxX C BO3MOXHOCTbIO J06aBNeHNss HOBbIX JOKYMEHTOB U3
CMpaBOYHUKa M yaaneHus ob6aBneHHbIX paHee.

— Mpu HaxaTum Ha CTPOKy C AaHHbIMKM 3a AeHb B cTonbue Mpadmk paboTbl OoTKpoeTcA
OKHO C MHdopMaLUmnen o napameTpax yCTaHOBIEHHOIO COTPYAHUKY rpaduka paboTbl.

B pabouen obnactu gocTynHbl cnegyrowmne ctonbupbl AaHHbIX:
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MpucyTcTBMEe — BpeMsi HaxoXAEHWUs COTpydHWKa Ha paboyem MecTe He3aBUCUMO OT
YCTaAHOBMNEHHOro Ans Hero rpadwuka pabotel. Ecniv gna rpadumka paboTbl COTpyaHUKa
YCTaAHOBMNEH (hNnaxoK y napameTpa Y4uTbiBaTb TONbKO NepBbIA BXo4 U nocnegHumn
BbixoA, TO B cTonbue byaeT ykazaHO BpeMsi Mexay nepBbiM BXOAOM B pernctpupyiollee
NMoMeLLeHre 1 NoCNeaHNM BbIXO4OM M3 HEro 3a KaneHaapHbIN OeHb.

Paboyee BpemMss — 3aperncTtpMpoBaHHOE BpPEMS, B TEYEHWEe KOTOPOro COTPYAHUK
Haxoguncst Ha pabo4yeM MecTe B COOTBETCTBMM C YCTaHOBMEHHbIM ANsi HErO rpadukomM
paboTbl U BbINOMHSAMN CBOM TPyA4OBble 0653aHHOCTM.

lMpumeyaHue:

Mpn co3gaHMM BPEMEHHOW 3aMeHbl MOXET BO3HMKHYTb CUTyauusd, Korga COTPYOHUKY,
paboTatowemMy no HegenbHOMY rpadmky paboTbl, CO34aeTcs BpPEMEHHas 3aMeHa C
NCNoNb30BaHMEM CMEHHOro rpaduka. B atom cnyvyae Heob6xoaumo, 4YTOObI KONMYECTBO
OHEeNn BPEMEHHON 3aMeHbl ObINI0 KpaTHO KOMMYECTBY AHEN CMEHHOro rpaduka, nHadve
nocrneagHssi CMeHa okasblBaeTCsl He3aBepLUEHHOW, BCAEACTBUE Yero A Hee BO3HUKaeT
owmbka pacyeta paboyero BpemeHu. Takke Heobxoanmo, YToObl [laTa HaYana cMeHbl
CMEHHOro rpaduka, MCnonb3yemMoro Afs co3gaHusi BPEMEHHOM 3aMeHbl, coBrnagana c
[aTon Ha4yana caMmon BpeMEHHOW 3aMeHb!.

OTcyTcTBMEe — BpeMsi OTCYTCTBUS COTPyAHMKA Ha paboyem MecTe B HapylueHue
YCTaAHOBMNEHHOrO 41151 Hero rpaduka paboTbl.

3a[0MmKeHHOCTb — BPpEMS BCEX HapyLUEHW COTPyAHUKa (HesiBKa, onosgaHue u T.4.), He
BbixoAgdllee 3a npefenbl UHTEPBanoB, HACTPOEHHbIX Ha Bkrnagke HacTpowku ot4veToB
YyCTaHOBIIEHHOro AN COTpyaHuKa rpaduka paboTbl.

Henorawaemas 3aAoMmKeHHOCTb — BpeMs BCEX HapylleHWA COTpyAHMKa (HesBKa,
onosgaHve v T.4.), Bbixodsuiee 3a nNpedenbl MHTepBaroB, HAacTPOEHHbIX Ha BKragke
HacTpoWnkn oT4eTOB YCTAHOBMNEHHOrO AN1A COTPYAHUKa rpaduka paboTbl.

Pabota B HOYHOe Bpemsi — Bpems, OTpabOTaHHOEe COTPYAHWKOM B HOYHYIO CMEHY,
MHTEepBan KOTOPOW YycTaHaBnuBaeTcs B nogpasgene «lMpaguku pabomsbi» pasgena
«lepcoHan».

MNepepaboTka — Bpewms, MpeBbiwaowee HopMmy paboyero BpeMeHW. TO eCTb Bpems,
NpoBedeHHOEe COTPYAHWKOM Ha pabovyem mMecTe BHE 00s3aTenbHOro BpeMeHu paboTbl n
BPEMEHW 3anfaHNpOBaHHbIX COrMacHo rpadmky paboTbl NepepbIBOB.

BanaHc oTpaboTaHHOro BpeMeHU — pasHuua Mexay BpeMeHeM NPUCYTCTBUSA U CYMMOW
oba3aTtenbHOro BpeMeHn paboTbl M BpeMEHU 3anflaHMpPOBaHHbLIX COrfacHoO rpaduky
paboTbl nepepbiBOB (T.e. BpeMeHeM, onpegeneHHom B rpaduke paboTbl OT Hayana
nepBoro uHTepeana paboTbl 4O KOHUA NOCMNEeAHEro MHTepBana Unu BpeMEHEM eOMHOro
nHTepBana). Hyneson nnn nonoXxuTenbHbIN 6anaHc 03HavyaeT, YTO COTPYAHMK oTpaboTan
HOpMy BpemeHu 3a nepuoa. OTpuuaTenbHbln 6anaHc NokasbiBaeT, YTO y COTPyAHMKA eCTb
HapyLleHus (ono3gaHus Unu paHHue yxoabl).

OnpaBaaTenbHble OOKYMEHTbl C AobGaBneHMem paboyero BpeMEHM — CyMMapHoe
BpeEMs, yka3aHHOe B 0DOPMITEHHbIX OnpaBAaTenbHbIX JOKYMEHTax.

[okymMeHTbl 6e3 no6aBneHUs BpeMeHM!.

Fpadmk paboTbl — HaumeHoBaHWe rpadouka paboTbl COTPYAHMKA.

Owm6kM — B cTonbue aHaukom A oTMedeHb! aHK, Ans KOTOPbIX TPebyeTCcs KOPPEKTUPOBKA
[AaHHbIX O npoxoaax. Bo3HWMKHOBEHME TakoW cUTyauuu BO3MOXHO, €CIM COTPYAHUK Mpu
BXOAE MWNM BbiXoAe B MOMELLEHVe, SBMSIOLLEECs AN HEro PerncTpypylowmm, He
npeabaBun naeHtTudukatop. To ecTb B 3TOT A€Hb UMeeTCs XOTsi Gbl 0gHa HenonHas napa

nocrnegoBaTterbHbIX coObITUNM "BXoA"-"BbIXxoa".
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3.1.1. OkHo «[lepemelieHnsa coTpyaHuka»

OkHo ﬂepememeHMﬂ COTPYAHUKA 3a... OTKpbIBAeTCA ONA Bbl6paHHOFO COTPpyAOHUKa Npun HaXXaTtumn
Ha CTPOKY C AaHHbIMU 3a JEHb N UMeeT CJ'IGﬂ,yI-OLLI,VIVI BnA:

MepemelweHMa coTpyoHUKa 3a 28 AHBapA 2019 roga. X
OcTtan Epema npoxoga Erixon w2 Exon B ¥uacTByeT B pacyeTa
S bt 2018-10-01 09:29:00 HexoHTponupyemas [NomewleHme ana
PN ! FpnGoenoe
d ::\ ; 2018-10-01 18:00:00 Momewerme ana HexoHTponupyemas
- MopgpazgeneHue:
\V AJMWHWCTPALMA @
g ] OONKHOCTL: TEXHUK @
MNpoxodkl:

Bce

PerucTpupyowme @

> Y

1. MaHenb kpaTkon uHopmaumm o coTpygHuke. Copepxnt PUNO coTpyaHuka, doTorpaduto,
nogpasgeneHue n OSMKHOCTb.

2. Bce/Peructpupyrowme — nepeknioyaTens Bblbopa Tuna MOMELLEHWA, NPOXoAbl Yepes
KOTOpble OTOBpaXaloTCs B CNMCKE NPOXOA0B 33 AeHb.

3. Cnuncok npoxogoB 3a BbibpaHHbIM AeHb. B ctonbue Y4yacTByeT B pacuyetax 3HA4okK
yKasblBaeT Ha TO, YTO MPOXo y4uTbiBaeTca npu pacyeTe paboyvero BpemeHu 3a geHb. [Ons
WCKMIOYEHMST M3 pacyeToB HaXMWUTE Ha 3HA4YOK feBOW KHomkonm Mblwun. B cnmcke
oTobpaxaeTtca 1000 nocrneaHnx NPOXo40B..

BHumaHue!

* )\ Y706bl 0OBaBUTL / UCKMIOYUTE M3 pacyeTa npoxon, npeaBapuUTeribHO MepekniovnTe Tun
nomelleHnn Ha Pernctpupyrowme B neson vyactn okHa. Ecnm BeiGpaH Tvn Bee, pacuet
paboyero BpeMeHn MOXeT ObITb NPOM3BEAEH HEKOPPEKTHO.

4. KHonka OnpaBaaTenbHble AOKYMEHTbI MO3BOMSIET OTKPbITb HOBOE OKHO Ansi paboTbl C
onpaBgaTenbHbIMM OOKyMeHTamu. B paboyeii obnactm okHa oOTOGpaxaeTcsi CrnMCcoK
onpaBaaTenbHbIX JOKYMEHTOB, 0DOPMIIEeHHbIX COTPYAHUKY Ha BbIOPaHHbIA AeHb:

OnpasparensHbie AOKYMeHTEI - [puboegos Octan CepaduMmoBuy »
14 OnpasgaTtensHsin nW/s - 4 oHA 2019-02-04 2019-02-24 2019-02-28
12 Onpaegatensheiit BM/S - 13 gHA 2019-02-04 2019-02-04 2019-02-17

OKHO CofiepXXnT crneaytoLime KHOMKK:

. [do6aBuTb — kHOMkKa no3BonsieT oPOpMUTbL COTPYAHWKY HOBbLIA OnpaBaaTenbHbIN
OOKYMEHT WU AOKYMEHT Ha CBEPXYpPOUHYto paboTy.

° Pep,aKTVIpOBaTb — KHOMKa no3BonAaAeT USMEHUTb AaHHble AOKYMEHTAa, BblAENTIEHHOIO B
CruncKke.
L] YpanuTtb — KHOMKa no3sonsieT yaanntb AOKYMEHT, BblOEMNEeHHbIN B CNNCKe.

5. KHonku 3akpbiTb M 3akpbiTb W nNepecuyuTaTb npeaHasHayeHbl AN BbIXO4a M3 OKHA
MepemelleHust coTpyaHUKa.

22



PyKOBOﬂ,CTBO norib3oBatend

3.2.

Noppasaen «OnpaBaaTenbHble JOKYMEHTbI»

Moapasaen npegHasHadeH ans:
e [obaBneHnsd HOBbIX TUMOB onpaBAaTeflbHbIX AOKYMEHTOB, OOKYMEHTOB Ha CBEPXYPOYHYIO

paboTy 1 0O BACHUTENBHbIX;

e N3MEHeHUs NapameTPOB 1 yaaneHus TUNoB JOKYMEHTOB, 4OGaBMNEHHbIX paHee.

llpumeyaHue:

OnpaBaatenbHble OOKYMEHTbl MoryT ObiTb gobaBrneHbl COTPYAHMKY B noapasgene
«CompyOHuku» pasgena «[llepcoHan» B none [ononHUTenbHble (PYHKLUU-
OnpaBpaTtenbHble  OOKYMEHTbl Y4eTHOW KapTOuYkM coTpydHuka. Ha  Bknagke

0To6pa>|<a+0Tc;| BCe onpaBsaaTtesibHble OOKYMEHThI, Od)OpMJ'IeHHbIe COTPYOHUKY.

Moagpasgen cogepxuT Bknagku: OnpaBaaTenbHble, CBepxypouHble N OGBbACHUTENbHbIE,
npeaHasHavyeHHble Ans paboTbl C AOKYMEHTaMM COOTBETCTBYIOLLMX KAaTErOPUNA.

CTpaHVILI,bI BKNagoK MMEIOT CXOXMIA BUA U nopsaaokK pa6OTbIZ

Y4éT pabovero BpemeHu

Hypran cTpaboTanHero Bpemenn

PERCo-WEB Momowr admin ) Bexog .

OnpasaaTtensHele 0KyMEeHTEl DopmuposaHine Tabena OmueTsl No gucuwnnuHe OmueT ¥YPB Bpema npucyTCTEMA BriganHele 4okyMeHTE!

CaepxypouHbie OBbACHUTENBHEIR

Bpemn npocTon no suHe

Bpema NpocToR no npuduHam, He
BuixofHele AHU (&xeHeentHLIR
llononHuTENbHEIE BEIXOAHBIE AHM

DononHuTeneHeIe BeX0AHbIE AHU

HM

HB

OB

27

B paGounx gHax
B pabounx gHax
B kanesfapHeix JHAX BEAKUAA
B paGounx aHaAx

B paGounx gHax

33 3anMcKH (20 v | 1

MepekntovaTtenb Bblibopa BKNagku nogpasgena:

e OnpaBpaTtenbHble — BKagka COOEPXUT CMUCOK UCNOSb3yeMbIX TUMOB OnpaBAaTesibHbIX
OOKYMEHTOB.

e CBepxypouyHble — BKMagka COLEPXUT CMUCOK MCMONb3yeMblX TUMOB AOKYMEHTOB Ha
CcBepXypo4Hyto paboty. Bpemsi cBepxypodHOu paboTbl yuMTbIBaEeTCA Npy COCTaBEHUU
«Tabensa yyuema paboyezao spemeHu» B popme Ne T-13 B nogpasgene «PopmupogaHue
mabens».

o OObBACHUTENbHbIE — BKMagka COOEPXWUT CMMUCOK OOBACHUTENbHLIX, KOTOPbLIN
nepepaetcs B Buomerpuyeckum tepmuHan yyeta paboyero Bpemein PERCo-CR11.
B uHTepdelnice KoHTposmnepa M3 CO30aHHOMO paHee crnucka OOBbACHUTENbHLIX €CTb
BO3MOXHOCTb BblbpaTb NPUUNHY (OOBACHUTENBHYHO) ONO34aHUSA, OTCYTCTBUS U T.4.

MaHenb MHCTPYMEHTOB CTPaHULbI:
o D,O6aBVITb — KHOIMKa no3BoJideT ,D,O6aBI/ITb HOBbIA TUN OOKyMeHTa.

o PepaktupoBaTb — KHOMKa MO3BOMNSET U3MEHWUTb MapameTpbl ANd [OOKYMEHTOB
BblaeneHHoro B paboyer obnactu ctpaHumubl Tvna.

. Ypanutb — KHOMKa No3BONSAET yaanuTb TUMN LOKYMEHTOB, BblAENeHHbI B paboyen
obnactu cTpaHuupl.

Pabouass obnactb cTpaHuUbl COOEPXWUT CNUCOK AOKyMeHTOB. [lpu nepBoM 3arnycke B
paboyen obnactn Bknagok OnpaBaaTenbHble U CBepXypOUHble COOEPXKUTCA CMUCOK
[OKYMEHTOB, MO YMOJITYaHWIO MCMOMb3yeMbIX MpWU cocTaBneHun « Tabens yyema paboyezo
8peMeHuU u pacdema onnamabsi mpyoay.

llpumedaHue:

B pabGoueint obnactu peanusoBaHbl (YHKLWMM COPTUPOBKM MO 3MeMeHTaM OAHOro U3
CTON6L0B, N3MEHEHUSI LUMPUWHBI U NOCINeAoBaTENbHOCTM CTONOLO0B.
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3.21. Ho6aBneHne HOBOro TMna 4OKYMEeHTOB

,D,J'IFI LI,OGGBJ'IGHVIFI HOBOro Tna gOKYMEHTOB:

1. Wcnonb3ys naHenb HaBurauuun, nepenguTe B pasgen E «Yyem paboye20 epeMeHU».
2. OtkponTe nogpasagen «OnpaedamesibHblie QOKyMeHMbI».

3. TlMepengute Ha BKknagky OnpaBpartenbHble NN CBepxypouHble (BblI6Op BKIagKM 3aBUCUT
OT TMna fobaBnsiemMoro oKyMeHTa).

4., Haxmunte KHOrMKY bob6aButb Ha naHenu MHCTPYMEHTOB CTpaHWULbI. OTKpoeTCFI OKHO
[o6aBuTbL HOBLIN AOKYMEHT (BMO OTKPbIBLUErOCS OKHA 3aBMCUT OT Tuna gobaBnsiemoro
OOKYMeHTa):

OobGaBnTe HOBBIA OOKYMEHT b4 OoBaBuTe HOBRIN OOKYMEHT X
HazgaHue nokymenTa Ha3gsaHue qokymeHTa
3abbin nponyck PaboTa B NPasaHWKM
CopTupoBka CopTHpOBKa
1 1
Koa nokymeHTa GyKBEHHBIA Kopn AoKyMeHTa GyKBEHHbIA ™
3N PP
Koa noKymeHTa Yncnoson - Koa AOKyMEHTa YMCNOBOW -
40 50
HofaBnTb K padodemy BpeMeHu CBepxypoyHble B Npa3iHUYHbIE W BbIXOOHLIE JHH
HoBaenate CeepxypouHble

Cnocod WCHMCNeHuA

B pabounx QHAX

e CopTupoBKa — norne no3BosisieT YCTaHOBUTb MPUOPUTET JOKYMEHTA Npu COpTMpOoBKE. Yem
MeHbLUE HOMEp, TEM Bbllle AOKYMEHT B CMUCKE.

e [lo6aBuTb Kk pabo4yemMy BpeMeHM — PaCKpbIBAIOLLMACA CMMCOK NO3BONSET BbibpaTh 0QHO
U3 cnegyoLwmx sHa4YeHun:

— Her - Bpems, ykaszaHHOe B [JOKyMeHTe, He pgobaBngerca Kk paboyemMy BpeMEHU
COTPYOHMKa, HO Npu 3ToM hamMunns COTPyOHUKA He nonagaeT B OTYeT «Hapywumernuy
noapasaena «Omyemsi no ducyunauHey;

— [ob6aBnATb — BpeMsi, yKazaHHOe B OOKymeHTe, gobaBnsietca k paboyemy BpemeHu
COTpyAHMKa. B aTOM crniyyae yunTbiBalOTCA TONMbKO paboune gHu, T.e. Ans napameTtpa
Cnoco6 ncumcneHmsa JOCTyNHO o4HO 3HadeHne B paboumnx gHAX.

e Cnocob uMcunmcneHMa — packpbIBaOLWMACA CMUCOK MO3BONSAET yKa3aTb, Kakme OHU U3
nepvoga BpeEMEHM, 3aJaBaeMoro OOKyMeHToM, OyayT Bknwouyatbca B «Tabesb yvyema
paboyezo gpemeHu». JoCTyNHbl CreayoLme BapuaHTbI:

— B pabouunx gHax — B Tabene 6yayT y4TeHbl TONbKO paboune gHu;

— B kaneHpapHbIX OHAX, BKNOYasa npasgHu4Hble AHM — B Tabene OyayT ydTeHbl BCe
OHW nepuoaa;

— B KaneHpapHbIX OHAX, UCKNOYaa npa3gHUYHble AHU — B Tabene GyayT ydTeHbl Bce
OHW, KpOME YKa3aHHbIX Kak npa3gHuyHble Ha Bknagke MpasgHuyHbie AHM nogpasgena
«Mpachuku pabombi».

e CBepxypoyHble B npa3gHUYHble U BbIXOAHbIE AOHW — pPACKPbIBAKOLMIACA CMMCOK
Nno3BonseT BblOpaTb O4HO U3 CreayLWmX 3HaUYEHWI:

— Her;

— CBepxypo4Hble — BpeEMS], YKa3aHHOE B JOKYMEHTe, OyaeT ydTeHO B Criyyae, eCnu AeHb,
Ha KOTOpbI COCTaBIIEH LOKYMEHT, ABMASETCA NPa3gHNYHbLIM UM BbIXOOHbIM.
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5. B OTKpbIBWEMCH OKHE B COOTBETCTBYHOLIMX MONAX YKaXuTe HasBaHMe HOBOro Tuna
OOKYMEHTOB, €ro YMCroBon 1 ByKBEHHbIN rof,.

6. Ykaxute napameTpbl y4yeTa pa60t-|ero BpeMeHU No AOKyMEeHTaM.

7. Haxmute kHonky CoxpaHuTb. HoBbI TN gokymeHTa byoet nobaeneH B paboyyto obnacTb
CTpaHUUpbI.

3.2.2. Co3paHme HOBOM OO BACHUTENbLHOMN

[ns co3gaHnsa o6 bACHUTENBHOMN:

1. Wcnonb3ys naHenb HaBurauuu, nepengurte B pasgen @ «Y4yem paboye20 epemMeHU».

2. OtkponTe nogpasgen «OnpaedamesibHblie QOKYyMeHMbI».
3. MNepengute Ha Bknagky O6bACHUTENbHbIE.
4. Haxmute KHOMKY [Jo6aBuTb Ha naHenn WHCTPYMEHTOB CTpaHuubl. OTKPOETCS OKHO

[o6aBUTb HOBbLIN JOKYMEHT:

OobaBnTb HOBBIA OOKYMEHT b4

HasgaHue

COXPAHWUTDL

5. B OTKpbIBLUEMCS OKHE YKaXXUTE Ha3BaHWe OOBbSCHUTENBHON.

6. Haxmute kHOMKy CoxpaHuTb. HOBbI OOKYMeHT (06bsAcHUTenbHad) 6ynet pobaeneH B
pabouyyto o6nacTb CTpaHuLbl.

3.3. MNoapaspen «PopmupoBaHue Tadbensa»

Moppasgen npegHasHadeH ana dopmupoBaHusa «Tabens yyema paboye2o gpemeHu» HPOPMbI
Ne T-13. Tabenb dopmupyeTca NoO COTpygHMKaM OAHOro noppasgeneHus 3a Nepuo, pPaBHbIN
OOHOMY MecsiLly.

CTpaHuua nogpasgena uMeeT creayowmin Bua;

= Yuét pabo4yero BpeMeHu PERCo-WEB [Domowe admin @ Bexon @

JKypHan oTpaCoTaHHOro EpEMEHN OnpaegaTensHele DOKYMEHTE! DopMupoeanue Tabens OTYETHI N0 AUCUMNNUHE

® IoKa3aTe MUHYTE Mogpa3sfenenne:  OpraHu3auns X

Vemfsnmpozasmas dopaa MNe T-13
Tocrancenssne Tocromerara PE or § seeaps 2004 n N2l

08 yrespmaemns yordinmp popar mepmimsoit yusro Zoryn 0 yeTy Tpyma u ero ommaTar’

Kox
Foparamo OV 301008.00

o OFTIO

e

CTPYITYIHOS IO

Housep Oreersmnt mepsea
JaTa cocTasmasns |
TosyMERTa 2 o
01.052021 | 20.05.2021

TABE.Th
V4eTa pabodero BpeMeHn
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1.

2.

MaHenb MHCTPYMEHTOB CTPaHULbI:

o I'IepecquTaTb — KHOMKa No3BosisieT 06HOBUTb AaHHblE B pa60t-|e|7| obnactn CTpaHuubl.

MeyaTb — KHOMKa No3BonseT pacrne4yartaTtb CC*)OpMMpOBaHHbIVI Tabenb.

AKCNOPT — KHOMKa NO3BONSeT aBTOMaTUYECKM cKavyaTb CPOPMUPOBAHHbLIN Tabenb.

e [okazaTb MUHYTBbI — Npu CHATOM dhriaxkke Bpemsa B Tabene okpyrnseTcsa A0 4acos; npu
yCTaHOBKe pnaxka BpemMs oTobpaxaeTca B 4acax M MuHyTax (popmart yy:mm). lNocne
CHATUSA UNWN YCTAHOBKWU (pnaxka HeobxoamMMo 0BHOBUTL JaHHble Tabens, NCnonb3ys KHOMKY

MepecunTaTthb.

e [lone MMoppaspeneHne — KHonMka cnpaBa oOT nons no3BondeTr BblbpaTb
nogpasgeneHve, COTPyaHUKM KoToporo 6yayT otobpaxaTtbca B pabouyen obnactu
cTpaHuubl. KHonka X C6pocuThb ounLiaeT rnone.

¢ [lone CunTaTb 3a COOEPXKUT BbiNagaroLniA CUCOK:

— Becb mecsu;
— MMepBylo NONOBUHY MecALa;
— BTopylo nonoBuHy mecsiLa.

e [lorie MecsAiy — KkHOMKa crpaBa OT MNONA MO3BONSET YyKa3aTb Mecsl, 3a KOTOpblv
dopmnpyeTcs Tabenb.

e [lone MNop — kHoMKa crnpaBa OT NONS NO3BOSISIET yKasaTb rod, 3a KOTOpbIN hopMmupyeTcs
Tabene.

B paboyen obnactu ctpaHuubl oTobpaxaeTca ChopMMPOBaHHbIN Tabenb.

3.31. dopmupoBaHue Tabens yyeta paboyero BpeMeHu

[ns dopmmpoBaHus Tabens:

1.
2
3
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Mcnonb3ysa naHenb HaBurauun, nepenguTe B pasgen @ «Y4em paboye20 epemMeHU».
OTkponTe nogpasgen «PopmuposaHue mabess».
Bbibepute nogpasgenenune, ong cOTpyAaHUKOB KOTOpPOro Heobxoammo cdopmmnpoBath Taberb.

[Ona 3TOro HaXmMmMTe Ha NaHEenn MHCTPYMEHTOB CTPaHWULbl KHOMKY cnpaBa OT nons
MoppaspeneHue.

C nomouwpbio BbiNagalWmMX CMNUCKOB YKaXMTE Mecsil, U rod, 3a KoTopble Heobxoammo
cchopmupoBaTtb Tabenb.

Ana dopmunpoBaHnss Tabens HaXmMuTe Ha NaHenu WHCTPYMEHTOB CTpaHuLbl KHOMKY
MepecunTtarb. B paboyen obnactun ctpaHmubl 6ygeT cpopmmpoBaH Tabenb B oopme Ne T-13
Ans BbIbpaHHOro noapasfeneHns 3a ykasaHHbI MecsiL.

Ons neyatv Tabens HaXMUTE Ha MaHenu WHCTPYMEHTOB CTPaHULIbl KHOMKY Meuats.
OTKpoeTcs cTaHgapTHOE OKHO MacTepa nevaTu.
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3.4. NMoppaspen «OT4YeTbl NO AUCLUNIIUHEY

Mopapasgen npeaHasHayeH Ansi COCTaBNEeHUs OTYETOB O ANCLMMNVHE Tpyaa COTPYOAHWUKOB, TO €CTb
0 COOTBETCTBMM OTPaBOTaHHOIro BpEMEHM YCTaHOBIEHHbIM rpadmkamM paboThbl.

CTpaHuua nogpasgena umeeT cneayowmin Bua;

YYET paboyero BpemeHu PERCo-WEB  Mowowe admin @ Buxos @

Hypran oTpaGoTarHoro BpemeHn OnpaegaTensHele A0KyMEHTE Dopuupoeanue TabenA OTueTs! N0 AUCLMNNMHE Omuer ¥YPB Bpema npucyTcTEuA BrilaHHsIe JOKYMEHTHI

0000-10016

57

0000-00228

86

MpucyTCTaYIOWME Ha AaHHLI. .. OTcyTcTayiowme cerogHa Onosgaslme cerogHa Yiweawme paHblue CerogHa MepepaboTka

Yka3aHHbIA nep1og, Mepuoa 2018-12-03/2019-01-28 Moapasaenexue Monck

IprBoenoe Octan  JlaBopatopua TexHuk 00:00 00:00 00:00 00:00 00:00 36
Katasea TatemHa  Byxrantepus InasHsIi 00:00 00:00 00:00 00:00 00:00 36
KopTHesa AHHa Otgen mapketudra  Menemxep 00:00 00:00 00:00 00-:00 00:00 36
Mupoxxoea Ovgen npogax Menemxep 00:00 00:00 00:00 00:00 00:00 9

Pazymoe Cepreit AnMuHMCTpaLumA JunpexTop 00:00 00:00 08:40 -15:00 @0&:25 35
10peeg Banepui Otgen pazpabotsn Mexemwep 00:00 00:00 00:00 00:00 00:00 36

Arewesa NaGopatopur Ananuue 00:00 00:00 00:00 00:00 00:00 1

MepekntoyaTenb BbiGopa TMNa oTyeTa:

Hapywutenu — COMCOK COTPYOHWUKOB, HapyLWMBLUMX AOUCLMNNWHY TpyAa COrfnacHo
HasHayYeHHbIM UM rpadumkam paboTbl B TeYeHMe YCTAHOBMIEHHONO Ha nNaHenwu
MHCTPYMEHTOB CTpaHuLbl Nnepuoaa.

MpucyTtcTBylOWMEe Ha AaHHbIA MOMEHT — CMUCOK COTPYOHWKOB, MPUCYTCTBYIOLLUMX Ha
pabouymx MecTax B TEKYLLMA MOMEHT.

OTcyTCcTBYIOLWME CErOAHA — CNUCOK COTPYOHWMKOB, HE BbileAWMX Ha paboTy B TeKyLwui
paboynn geHb 1 OTCYTCTBYHOLLUMX HA MOMEHT COCTaBIeEHMA OoT4eTa.

OnospaBLUMe cerogHs — CNMCOK COTPYAHMKOB, ONO34ABLUMX K Havarny Tekywero pabo4vero
OHs.

Ywepwmne paHblue CerogHA — CNUCOK COTPYAHMKOB, YLIEAWMWX paHblle OKOHYaHWs
Tekyliero paboyero gHsi.

MNepepaboTka — CNUCOK COTPYAHMKOB, MMeOLWMX nepepaboTky 3a BbiGpaHHbIA nepuog, ¢
yKa3aHneM ee BermymHbl.

lMpumeyaHue:
I'Iapameprl KOHTPOJ1A pa3JyInvHbIX TUTMOB HapyLueHvu7| yCTaHaBJINBAOTCA HEe3aBUCUMO AJ1A
Kakgoro rpadmka paboTtbl B nogpasgene «paguku pabomsbi» pasgena «lepcoHan».

Manenb MHCTPYMEHTOB CTPaHULbI:

PacwmpeHHbIM MOUCK — KHOMKa MO3BOMSET MNPUMEHUTb (PUNLTP K 3neMeHTam,
oToOpaxkaembiM B paboyen o0bnacTn CTpaHuLbl.

[JononHuTenbHO — KHOMKa MO3BOMSET OTKPbITb MEHK KOMaHg Ans  Bbibopa

AOMNONHUTENbHbLIX OEACTBUN:

— MevyaTb TAbNMUbI — MO3BOMSET MPOM3BECTU MNe4vaTb AaHHbIX M3 paboden obnactu
CTpaHuLbl.

— JKcnopT — No3BONsSieT COXpaHUTb OaHHble pabouer obnactu B hann 3MEeKTPOHHbIX
Tabnuy, ¢ BbIGpaHHbLIM pacLUMPEHNEM.

— COopocutb hunbTpbl — No3BONsSeT cOpocuTb Bce hmnbTpbl paboyen obnactu.

— MapameTpbl oToOpakeHUs TabNUUbl — NO3BONSET OTKPbITb AOMOSIHUTENBHOE OKHO
ans Bblbopa ctonbduos, oTobpaxaembix B paboden obractn cTpaHuubl.

YKasaHHbIA Mnepuvoa — pPacKpblBAOLWMNCA CMWCOK [OOCTYrNeH Ans  OT4eTOoB
Hapywwutenu, NepepaboTka 1 no3sonseT BbibpaTb Nepuog otyeTa:
— YKasaHHbIN nepuog;
— Mpeabiaywinn aeHsb;
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— Tekywasn Hegens;
— TeKkywmn mecsu.

— KHOMKa Mo3BOMNSeT OTKPbITb NaHenb KaneHgaps ANnA BBoga AaTbl HA4Yana u KoHua
nepuoaa, 3a koTopbl 6yayT oTobGpaxaTbcs cobbiTua B pabodert obnactn. YcTtaHoBneHHasa
Aata otobpaxaeTcs B nore creBa OT COOTBETCTBYHOLLEN KHOMKW.

Mone TMoppasgeneHne — KHOMKa cnpaBa OT nons MO3BONSIET BbIOpaTh
nogpasgerneHne, COTPYyAHMKM KOToporo Oyaoyt oTtobpaxaTbca B paboyen obnactm
cTpaHuLbl. KHornka X C6poCcuUTb o4vuLLaeT norne.

Mone Mouck — kHonka cnpaea OT Mot NO3BONSET NPOU3BECTM MOUCK MO 3NEeMEHTaM
cTon6uoBs B paboyeit obnactu ctpaHuupbl. KHonka X C6pocuTh ouuniaeT nore.

3. Pabouas obnactb nogpasgena CoOoepKWUT CMNUCOK COTPYAHWUKOB, [AMs1 KOTOPbIX Obinun
3ahmMKCMpoBaHbl COOTBETCTBYOLME BbIOpaHHOMY TuMy OTYeTa HapyweHud. [Ona Kaxgoro
COTpYAHMKa OOCTYMNEH B BUAE PacKpbIBAKOLWErocs cnucka noapoOHbIN OTYET O HapyLLUEHMsX 3a
KaXxabl OeHb U3 YCTaHOBMIEHHOrO Ha NaHenM MHCTPYMEHTOB CTpaHuLbl nepuoaa.

B

llpumeyaHue:

Mpyn HaxaTum Ha CTPOKY C [OaHHbIMM 3a [JeHb OTKpoeTcs OkHO [lepemelueHus c
nHopMauMen O npoxodax COTpyaHWKa 3a 3TOT [AeHb C BO3MOXHOCTBI WCKIOYEHUS
Kaxgoro npoxoga M3 pacuyeta paboyero BpeMeHu. B okHe Takke coaepxuTcs kpaTkas
NH(OpMaLMA O COTPYAHMKE M OPOPMIIEHHBIX MYy Ha BblOpaHHbIA AeHb onpaBaaTenbHbIX
AOKYMEHTax C BO3MOXHOCTbIO [00aBneHuUs HOBbIX [OKYMEHTOB W3 CrpaBOYHUKA U
yoaneHus 0obaBneHHbIX paHee.

pabouyeit 06nacTy OOCTYyNHbI criegytoLme cTonbubl AaHHbIX, B 3aBUCUMOCTU OT BbIGpaHHOro

ThNa ot4yeTa:

3.4.1.

ans oryeta Hapywwurenu:

— Ono3paHun — COaEPXKNT CyMMapHOe BpeMsi ONo3aaHum K Havany paboyvero gHs.

— YxopoB paHblue — COAEPXUT CyMMapHOe BpeMs yXO40B paHblUle OKOHYaHus paboyero
OHS.

— HesABOK — coaepXuT KONMYECTBO OHEN OTCYTCTBUSA COTPYAHMKA 3a BblOpaHHbIN Nepuoa.

— HapyweHunn avcumnnuHbl B Te4yeHue paboyero AHA — CyMMapHOe BpeMs yxXo4oB
paHblUe Ha nepepbiBbl (06en) 1 3agepkek BO3BpaLLeHNs Nocrne nepepbiBOB B Te4YeHue
pabo4yero gHs.

— WToro HapyweHun gUCLUNIMHbI — CYMMapHOe BpPEeMsi Ono3daHui, YXO40B paHblue,
yxoOoB Ha ob6epn paHblue, 3adepXek Bo3BpaweHus nocne obepga, Ho 6e3 yyeTa
Nporynos.

— OnpaBpaTtenbHble AOKYMEHTbl — CyMMapHOe BpPEMsi, yKazaHHOe B OOPMIIEHHbIX
onpaBAaTteribHbIX AOKYMEHTaXx.

ans otyeta MNepepaboTka:

— TMpucyTtcTBMe Ao Havyana paboyero oHS;

— TMpucyTcTBME Nnocrne OKoOH4YaHUsA paboyero AHS;

— MepepaboTKa.

lpumeyaHue:

B pabouyenn obnactu peanusoBaHbl (YHKUUM COPTUPOBKM MO 3dfeMeHTaM O[HOro U3

CTON6LOB, U3MEHEHUS LUMPUHBI U NocneaoBaTeNbHOCTU CTONOLO0B.

CocTaBrneHue oTyeTa O AUCLMNIIUHE TpyAa

[lns cocTaBneHus oTyeTa 0 AUCUUNNMHE TpyAa COTPYAHMKOB:

C
C

A w N~

Mcnonb3ysa naHenb HaBurauum, nepenguTe B pasgen @ «Yyem paboye20 epeMeHU».
OTkpoviTe nogpasgen «Omyemsbi Mo QUCUUNIIUHE».

NOMOLLIO NepekrnYaTend Ha naHenm MHCTPYMEHTOB CTPaHUL bl Bbl6epI/ITe TN OT4eTAa.
NOMOLLBIKD pacKpbiBawOWeErocA CrnmMcka Ha MnaHenn WHCTPYMEHTOB CTpaHuubl Bbl6€pVITe

nepvog hopMmMpyemMoro otyera.
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5 TNpuv HeobxoOMMOCTU YCTAHOBWTE Ha MaHENW WHCTPYMEHTOB CTpaHuubl AaTbl Havana u
OKOHYaHMWs Nepuoaa, 3a KOTOPbIA COCTaBMAETCS OTYeT.
6. YkaxuTe noppasgeneHne, no COTPyAHMKaM KOTOPOro cocTaBnsieTcs oTtveT. [ns aToro

Ha)XMUTE Ha NaHenn UHCTPYMEHTOB CTPaHULIbl KHOMKY cnpaga ot nons MoapaspenexHue.

7 B

paboyelrt obnactu cTpaHuubl OTOBpasnTCs CNUCOK COTPYAHMKOB, ANSl KOTOPbIX Obinu

3a(bl/IKCVIpOBaHbI HapyLweHund, COoTBeTCTBYyHOLLInNEe Bbl6paHHOMy TNy oT4veTa.

3.5.

Moapaspen «Ot4yeT YPB»

Mogpasgen npegHasHadeH [Ans cocTaBneHus rnobanbHoro otyeta O paboyeM BpemeHu
COTPYOHWKOB B COOTBETCTBMM C YCTAHOBIEHHbIMU AN HUX rpadukamm paboTtbl. OCHOBHON
ocobeHHOCTbI0 Noapasaena sBnseTcs yaobHoe oTobpaxeHne 3a0MmMKEHHOCTEN Anst COTPYAHUKOB
C rMbkummn rpacdukamm pabotbl. OTyeT OpPMUPYETCS Ha OCHOBAHUM [aHHbIX O Mpoxogax
COTPYAHWKOB MO MAEHTUMKATOPaM NpU BXOAE U BbIXOAE U3 PETMCTPUPYHOLLMX NMOMELLEHWN.

CTpaHuua nogpasgena uMeeT creayowmn Bua;

YYET paﬁo-qero BPEMEHW PERCo-WEB Momoup admin @ Buixon ®

HypHan oTpaboTaHHoro EpeMeHi OnpasnaTenbHeIe AOKYMEHTE! Dopmupoeanne Tabena OTueTel no gucuunnnHe  OTuét YPB BpemA npucyTCTBHA BblnaHHEE QOKYMEHTEI

Lo v pe

BuTkoecran Hauna TnaeHelit 08:00 07:51 07:5

E Mepuoag  2020-11-01/2020-11-19 CunTath 2a:  YKasaHHeIl nepuog Mogpasnenetue Mouck

nopn v wou v vuuu vuuu B TS P Tr SRS i vy -~y v
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ByxranTepus 87:23 00:00 00:00 -15:45 79:23

Bowuxos Esrenuit 23105 MeHepankHbIA 08:00 07:53 07:54 08:00 07:44 ApmuHncTpauma  86:57 00:00 00:00 -16:40 79:04

Meplkoeny

Mnasawymx

Meremxep no 07:52 07:59 08:00 07:50 07:54 O7nen npogax 87:06 00:00 00:00 -15:43 79:14

@

Menemxep B3 07:58 07:47 08:00 07:55 08:00 Otgen 87:31 00:00 00:00 -16:19 79:31

1. TMaHenb MHCTPYMEHTOB CTPaHULIbI:

CoenaTb nepepacyeT — KHOMKa MNO3BONSAET MNPOU3BECTU MepepacyeT pa60l-|ero
BpemMeHn COTPpyAHUKOB.

PaclwmpeHHbIN MOUCK — KHOMKa MO3BOMSIET MPUMEHUTb (PUNBTP K 3NEMEHTaM,
oTobOpaxaembiM B paboyen 0b6ractn CTpaHuLbl, TEM CaMbiM YIPOCTUB MOMCK COTPYAHMKA.

HdononHuTenbHO — KHOMKa MO3BOMSET OTKPbITb MEH KomaHga pAns Bblbopa

[OMONHUTENbHbIX OENCTBUN:

— Mevatb TAGNMUbI — MNO3BONSET MPOM3BECTU MNeyaTb AaHHbIX U3 paboyen obnactu
CTpaHuLbl;

— JKCcnopT — MNo3BONSET COXpPaHUTb OaHHble paboyver obnactu B bani 3MEKTPOHHbIX
Tabnuy, ¢ BbIGpaHHbLIM paclUMPEHNEM;

— Copocntb hpnnbTpbI — N03BONSIET cCOpOCUTL BCe hmnbTpbl paboyen obnactu;

— MMapameTpbl OTOOpaxeHUss Tabnuubl — MO3BONSAET OTKPbITb OOMNOSMHUTENBHOE OKHO
Ans Bbibopa ctonbuos, oTobpaxkaemblx B paboyen ob6nactu cTpaHuLbl.

HacTpoiku oTtyeTa C 3afO0MKEHHOCTAMU — KHOMKa MO3BOMSIET HACTPOUTbL OTYET,

BblGpaB crieaytoLne napameTpbl:

— PacueT ¢ ypaneHMem cocCTaBHbIX AOKYMEHTOB — MO3BOJSIET NPOU3BECTU pacyer,
yOoanue AOKYMEHTbI, chopMUpoBaHHbIe BCNeacTBUE NoralleHns 3a00MmMKeHHOCTeN;

— MokasaTb TONMbKO COTPYAHMKOB C 3aAO0JDKEHHOCTSMM — MO3BOMsSieT oTobpasnTb
CNNCOK COTPYAHMKOB, 3@ KOTOPbIMU YACHATCS HapYyLLEHWS;

— nybuHa y4yeTa 3a40/mMKeHHOCTU 3a NpeablaylWwui nepuoa — Nno3BoMsieT HACTPOUTb
y4eT 3a[0/MKEHHOCTEN HE TONbKO 3a TEKYLLMIA NEPUOA, HO M 3a NpeablayLLmiA.

3apomKeHHOCTU — KHonka OyaeT akTMBHa B TOM Crnydae, ecnu y COTpyAHuMKa
umeetca 3adomkeHHocmb wnn Henozawaemasi 3adomkeHHocmb. [nsa  noraweHus
3a0/MKEHHOCTN HeobxoaMMOo BbiOpaTb COTPYAHMKA M HaXaTb KHOMKY 3aA0iMKeHHOCTM,
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30

3aTeM B OTKpbiBlIEMCA OkHe B cTonb6ue [MoracuTb 3adoONMKEHHOCTb OTMETUTb
HeoGxoauMmble AaThbl, BbIOpaTb TUM JOKYMEHTa C MOMOLLbIO BbiMadatoLLero cnucka B nesown
4acTW OKHa U HaxaTb KHomnky MoracuTb 3af0MKEeHHOCTD.

— KHOMKa Mo3BONsieT OTKPbITb NaHenb kaneHgaps 4ns BBOAA AaTbl Havana v KoHua
nepuona, 3a kotopbii 6yayT otobpaxaTtbca cobbiTus B paboyen obnactu. YcTtaHoBNeHHas
Aata otobpaxaeTcs B norne cresa OT COOTBETCTBYHOLLEN KHOMKK.

Mone CunutaTb 3a — KHOMKA crnpaBa OT nonis No3BosnisieT BoibpaTh Nepnosa, 3a KOTopbIv
OygeT cdhopMmnpoBaH OT4eET.

Mone TMoppa3peneHne — KHOMKa cnpaBa OT nonsa no3BonseT BblOpaTb
nogpasgeneHne, COTPYAHUKM KOToporo 6yayT oTobpaxaTtbca B pabodven obnactu
cTpaHuubl. KHonka X C6pocuTb ounlaeT none.

Mone Mounck — kHomka cnpaBa OT Mons NO3BONSAET NPOM3BECTU MOUCK MO 3feMeHTaMm
cTon6uoe B paboyen obnactu cTpaHuLpbl. KHonka X C6pocuTb ounLLaeT nore.

PaGouasi obnacTb CTpaHWLbl COAEPXKUT CMMCOK COTPYAHWUKOB noapasneneHnsi, BbIopaHHOro Ha
NaHenu MHCTPYMEHTOB CTpaHuLbl. [N KaXaoro coTpyaHuka npeacTaBleHbl AaHHble yyeTa
paboyero BpEMeHU 3a yka3aHHbI Ha NaHeNn MHCTPYMEHTOB Nepuoa.

B pabouen obnactu gocTynHbl cnegyrowmne ctonbupbl AaHHbIX:

CoTpyAaHuUK;

TabenbHbIN HOMEp;

JonxHocTb;

OHn Hepenwu, aatbl;

MoapaspgeneHue;

PaGoyee BpemMsA — 3aperncTtpMpoBaHHOE BpeMS, B TeYEeHMe KOTOPOro COTPYAHMUK
Haxoguncs Ha pabovyemM mMecTe B COOTBETCTBUM C YCTAHOBIIEHHbIM AN HEro rpadoukom
paboTbl;

3ap0MmKeHHOCTb — BPEMSA BCEX HApYLLEHMI COTPYAHMKA (HesiBKa, ono3gaHne u 1.4.):

— Tekywas,

— 3a npeablaylwmun nepuoa — Ans Bolbopa NpoaomKMTENbHOCTM NpeablayLero nepnoaa

NCNONb3yNTE KHOMKY Ha NaHenn WMHCTPYMEHTOB, 3aTeéM B OTKPbLIBLLEMCSI OKHE

HacTpovTe napameTp FNybuHa yyeTta 3aAomKeHHOCTH 3a NpeabIAyLWMA NEePUOA;
BanaHc oTpaGoTaHHOro BpeMeHu — pasHuLa Mexay BpeMeHeM MpUCyTCTBUS U CyMMOWN
oba3aTtenbHOro BpemMeHn paboTbl U BpPEeMEHW 3anfaHUpPOBaHHbIX MNepepbiBOB (T.e.
BpeMeHeM, onpeaeneHHom B rpadmke paboTbl OT Ha4ana nepeBoro uHTepeana paboTtbl 4O
KOHUa nocrnegHero wHTepBana WM BpeEMEHEM eOuHOro wuHTepBana). Hynesown wunu
NonoXutenbeHbI 6anaHc 03Ha4YaeT, YTO COTPYAHMK OTpaboTan HOpMy BpeMeEHM 3a nepuos.
OTpuuaTtenbHbii 6anaHc NokasbiBaeT, YTO y COTPYAHUKA eCTb HapyLleHust (ONo3gaHus unm
paHHue yxoabl);
1-15 — pabouee Bpems COTpyaHMKa 3a NepBY0 NONOBUHY MecsLa:
— 0e3 yyeTa 3a40JIKEHHOCTH,
— C YYeTOM 3aJ0JIKEeHHOCTH;
16-30 (31) — pabouee BpeMsi COTPyAHMKA 3@ BTOPYHO NOSMOBMHY MecAaLa:
— 0e3 y4yeTa 3a40/MKEHHOCTH,
— C Yy4eTOM 3aA0JTKEHHOCTH;
1-30 (31) — paboyee Bpems COTpyaHUKa 3@ BECb MECSILL:
— 0e3 yyeTa 3aj0JIKEHHOCTH,
— C Yy4eTOM 3aA40JTKEHHOCTH;
Pabota B HO4YHOe Bpemsi — Bpemsi, OTpaboTaHHOE COTPYOHUKOM B HOYHYK CMEHY,
WHTepBan KOTOPOW YycCTaHaBnuBaeTca B noapasgene «lpaguku pabombi» pasgena
«llepcoHany,
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e Bpemsa no pokymeHTam, no6aBnsieMbiM K paboyeMy BpeMeHU — CyMMapHOe BpeMms,
OTMeYeHHOe B O(OPMIIEHHbIX OnpaBAaTeflbHbIX AOKYMEHTax kak paboyee. YTobbl no
Kakomy-nmbo onpasgaTeNbHOMY [OOKYMEHTY Bpemsi fdobasnsanoce K paboyemy, B
nogpasgene «OnpasdamesibHble QOKyMeHmMbI» pa3fena «Y4em paboyez2o epemMeHuU»
OTKPOWTE HYXHbIN OnpaBgaTenbHbld OOKYMEHT u Bblbepute [o6aBnATb B napameTpe
Jo6aBuTb K paboyemMy BpeMeHMU;

e Bpemsa no onpaBaaTefibHbIM AOKYMEHTaM — CyMMapHOe Bpems, "noralleHHoe"
onpaBaateribHbIMV AOKYMeHTaMm (BktoYasi 60MbHUYHbBIE, KOMAHANPOBKA U Ap.);

e CBepxypouHble — CymMMapHoe BpeMs nepepaboTok, KoTopble Obinv 3adUKCUPOBAHbI
AOKYMEHTaMn Ha CBepXypo4Hyto paborTy;

e PabGota B npasgHMYHbIE U BbIXOAHble AHM — obuwee Bpems, oTpaboTaHHoe
COTPYAHMKOM B BbIXOOHbIE OAHW UMW B OHWU, OTMEYEHHbIE Kak NpasaHWYHble B noapasgene
«lMpa3dHu4Hble OHU» paspena «lepcoHan» (cM. B «Pykoeodcmee mnosib3oeamernsi
“CmandapmnHozo nakema [10” PERCo-WS, PERCo-WSE»).

llpumeyaHue:

B pabouyen obnactu peanusoBaHbl (PYHKUUW COPTUPOBKA MO 3N1€MEHTaM OAHOro Wu3
CTONGLOB U M3MEHEHUS LUMPUHBI CTONOLIOB.

3.5.1. CocTaBneHue oTyeTa
[lna coctaBneHus otyeTa 0 gUCUMNNHE Tpyaa COTPYAHUKOB:

1.
2.
3.

Ncnonb3ya naHenb HaBuraumm, nepenanTte B pasaen @ «Y4em paboye20 epemMeHU».
OTtkpovite nogpasaen «Omyem YPB».

C noMOLLbl pacKpbIBaOLLErocs Crnvcka Ha MNaHenu WMHCTPYMEHTOB CTpaHuubl Bblibepute
nepvon hopMmMpyemoro oTyeTa.

|/|CI'IOJ'Ib3yFI KHOIMKY Ha naHeln WHCTPYMEHTOB CTpaHuubl, MNpu HeobXxoaAnMOoCTH
yCTaHOoBUTE OaTbl HA4Yana n OKOH4YaHuA nepuona, 3a KOTOprVl COCTaBIIAETCA OTHeT.

Ykaxute nogpasgeneHne, no CcCoTpygHUKamMm KOTOPOro COCTaBriAeTCA OT4erT. D,J'IFI 3TOro

HaXXMUTE Ha NaHenn MHCTPYMEHTOB CTPaHMULIbl KHOMKY cnpasa ot nonda MogpasaeneHue.
Boibepute napameTpbl COCTaBfeHWa OT4YeTa, Bbi3BaB OKHO HacTtpomkm otyeta ¢

3aA40JTKeHHOCTAMM C NOMOLLBbIO KHOMKA

B paboyen obGnactun cTpaHuubl OTOOpPasnMTCA CMUCOK COTPYOHUKOB, COOTBETCTBYHOLLMNX
KpUTEPUSIM Moucka.
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3.6. lMoppaspen «Bpemsa npucyrcTBua»

MNMoapasaen npedHasHayeH AN COCTaBMEHWUst pasBepHYTOro oT4yeTa Mo BpeMeHU MPUCYTCTBUS
COTPYOHWKOB Ha paboumx MecTax B COOTBETCTBUM C YCTAHOBMEHHbIMWM Ans HUX rpadukamm
pabotbl. OT4yeT oOpMMPYETCA Ha OCHOBaHUM [AaHHbIX O MNpoxodax COTPYAHMKOB MO
naeHTUdMKaTopam Npu BXo4e U BbIXOAE U3 PErMCTPUPYHIOLLMX NMOMELLEHUA.

CTpaHuua noapasaena UMeeT crieayoLwnii BUua;:

YyéT pa‘@oqenj BpeMeHU PERCo-WEB Momowe admin O Brxog ‘

#ypHan oTpaboTaHHoro BpeMeHn OnpaegatentHeie JoKyMeHTs!l ©opmuposanue Tabena Omuetwl no gucyunnuie  Otuet YPB Bpensa npucytcTena BhigaHHkIE LOKYMEHTEI

@ Mepuoa  2020-11-12/2020-11-19 CuMTaTL 33:  YKa3aHHbIi Nepuog Moapasaenchve Monck

BuTkosckan KaHHa maskeii Byxrantep Byxrantepun 2020-11-12 12.11.2020, 09:00:15 12.11.2020, 17:46:50 08:46

Butkoackan HarHa InaeHeii Gyxrantep Byxrantepus 2020-11-13 13.11.2020, 09:02:49 13.11.2020, 17:37:02 08:35

Butroackan JaHHa InasHeii Gyxrantep Byxrantepun 2020-11-16 16.11.2020, 09:00:10 16.11.2020, 17:54:36 08:54

Wroro

26:15

Bowuros Esrexumil 23105 @ AnMUHUCTPALMA 2020-11-12 12.11 2020, 09:06:43 12.11.2020, 17:50:14 08:44

Bouxos Esresvni 23105 AgmuHnCTpauma 2020-11-13 13.11.2020, 09:04:30 13.11.2020, 17:42:28 08:38

Bowros Esrexmil 23105 AnMUHUCTPALMA 2020-11-16 16.11.2020, 09:07:34 16.11.2020, 17:45:40 08:38

Wroro

80 3anncen

1.
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26:00

[20 ~] 1 2 3 4 >

MaHenb MHCTPYMEHTOB CTPaHULbI:

PaclumpeHHbIn MOUCK — KHOMKa MO3BOMSIET MPUMEHUTb (PUNbTP K SremeHTam,
oTobpaxkaembiM B paboyern ob6nactu cTpaHuubl, TEM CaMbiM YNPOCTMB NOUCK COTPYAHMKA.

JononHuTenbHO — KHOMKa MO3BOSMSIET OTKPbITb MEHH KomaHga [Ans Bblbopa

[JOMOJTHUTESbHbIX OEeNCTBUN:

— MevyaTb TAbnNMUblI — MO3BONSIET MPOM3BECTU MNe4vaTb AaHHbIX M3 paboden obnacTtu
CTpaHuULbl;

— OKCNopT — MO3BOMSAET COXpaHUTb AaHHble paboyven obnactu B anin 3NeKTPOHHbIX
Tabnuy, ¢ BbIGpaHHbLIM pacLLUMPEHNEM;

— Copocntb hpnnbTpbI — NO3BONSET COPOCUTL BCe hmnbTpbl paboyen obnactu;

— MapameTpbl oTOOpaxeHUA Tabnuubl — NO3BOMSET OTKPbITb AOMOMHUTENBHOE OKHO
Aans Bblbopa cTonoduos, oTobpaxaembix B paboden obractu cTpaHulbl.

— KHOMKa MO3BONSET OTKPbITb NaHenb KaneHgaps ANnd BBoAA AaTbl Hadana v KoHua
nepvoaa, 3a Kotopbi 6yayT otobpaxaTtbcsa cobbiTus B paboyen obnactn. YcTtaHoOBNeHHas
Aarta otobpaxaeTcs B nore crieBa oT COOTBETCTBYHOLLEN KHOMKW.

MNMone CuutaTtb 3a — KHOMKA cnpaea OT Mons No3BornisieT BbibpaTh nepuopa, 3a KoTopblii
O6ynet cchopmmpoBaH OT4eET.

Mone TMoppaspeneHne — KHoOMKa cnpaBa oOT nons no3BonsieT BbIOpaTh
noapasgeneHve, COTPYyAHUKM KoToporo 6yayt oTobpaxatbca B pabodven obnactu
cTpaHuubl. KHonka XX C6pocuThb ouuLLaeT rnone.

Mone Mounck — kHomka cnpaea OT Mo NO3BONSAET NPOU3BECTUN NMOUCK MO dNEMEHTaM
cTon6uoB B paboyen obnactu cTpaHuLpbl. KHomnka X C6pocuTb ounLLaeT nore.

PaGouasi 06nacTb CTpaHWLIbl COAEPXKUT CMMCOK COTPYAHUKOB noapasaerneHnsi, BbiIopaHHoro Ha
naHenM WHCTPYMEHTOB CTpaHuubl. [N Kaxaoro coTpyaHWka npeacTaBneHbl fAaHHble O
BPEMEHU NPUCYTCTBMSA Ha paboyYeM MecTe 3a yKkasaHHbI Ha NaHenu MHCTPYMEHTOB Nnepuoa.

B pabouen obnactn gocTynHbl cnegyoLwme ctonoubl AaHHbIX:
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3.7.

CoTpyAHuK;
TabenbHbIN HOMep;
JdomxHocTb;
MoppasgeneHue;
Hara;

Bxogn;

Bbixoz;

MpucytcTBMe — cymmapHoe Bpemsi NPUCYTCTBUSI COTPyAHMKA Ha paboyeM MecTe B

TedyeHune OHA.
llpumeyaHue:

B paboden obnactu peanusoBaHbl (PYHKUUW COPTUPOBKA MO 3NEMEHTaM OAHOro Wu3
CcTONOLOB, U3MEHEHMUS LUMPUHBI 1 NOCNeAoBaTENBHOCTU CTONOLOB.

Moapaspen «BbiAaHHble AOKYMEHTbI»

Moopasgen npeaHasHadeH AN COCTaBMeHust oTdyeTa Mo
AOKYMEHTaM.

CTpaHuua nogpasgena uMeeT cneayowmin Bua;

Yyét paboyero BpeMeHK

HypHan otpaGoTasHoro Epemern

Mnasaupux

Bouxos Esresnit
MeTensues Hpui

Kyuep Bagum

4 3anncu

Otpen cHabwenua  CUCTEMHLINA
AnmunncTpauma Cucremuiii
Otgen norucTkM  CHUCTEMHBINA

OTaen NOrMCTHEM CucTemHeIi

[20 v|

o] npaegaTtentHele JOKYMEeHTE!

@ Mepuos  2020-11-12/2020-11-19

DopmupoBaxue Tabena

LD

CuWTaTh 33 VKA33HHLIA NEPHOA,

Ja B cuet otpabotim
Het ExerogHeii
3abkin

Oa Komasgrposka

1. TlepekntoyaTens Boibopa TMna otyeTa:

OnpaBpaTtenbHble

coaepXuT

onpaBAatesibHbIX AOKYMEHTOB.
CBepxypoyHble — COAEPXKUT CMMUCOK COTPYOHUKOB U OCPOPMAEHHbIX AS1S HUX OOKYMEHTOB
Ha CBEPXYpPOYHYyI0 paboTy. Bpems cBepxypo4yHon paboTbl y4MTbIBAETCHA MPU COCTaBMEHUN
«Tabensa yyema paboye2o spemeHu» B popme Ne T-13 B nogpasgene «PopmupoeaHue

mabens».

2. TMaHenb MHCTPYMEHTOB CTPaHULbI:

OTueTsl No AUCUKNNUHE

2020-1

2020-1

2020-1

2020-1

1-1

11

1-1

1-1

BCEM BblaHHbIM COTPYAHUKaM

PERCo-WEB Nomows  admin

Otuét ¥PB Bpema npucyTcTEMA

CeepxypouHsie

Moapasnenetue Mouck

00-00 2020-11-17

©

=)

00:00 2020-11-14

w

00:00 2020-11-18

w

00:00 2020-11-14

U Beixog .

2020-11-1
2020-11-1
2020-11-1

2020-11-1

CMWCOK COTPYOHWKOB W OGOPMIIEHHbIX ANs

BrigaHHzle AOKYMEHTHI

HUX

PaclumpeHHbIn MOUCK — KHOMKa MO3BOMSIET MPUMEHUTb (PUNbTP K SremMeHTam,
oToOpakaembiM B paboyen o0b6nacTn cTpaHuLbl.

OononHnTenbHO — KHOMKa MO3BOSISIET OTKPbITb MEHK0 KOoMaHa A5is Bbl60pa

JOMOSNTHUTENbHBIX OEeNCTBUN:

— Mevatb TAONUMUbLI — NoO3BONSET npon3sectn nevyaTtb AaHHbIX U3 pa6oqe|71 obnactn

CTpaHuLbl;

— OKCnopT — MNO3BONSIET COXPaHUTbL OaHHble paboyer obnactu B hann 3MEKTPOHHbIX
Tabnuy ¢ BbIGpaHHbLIM paclUMpPEHUEM;

— Co6pocutb hunbTpbl — N03BONAET COpOCUTL BCe hurnbTpbl paboven obnacTu;

— MMapameTpbl OoTOOpaxeHUss Tabnuubl — MO3BONSAET OTKPbITb OOMNOSMHUTENBHOE OKHO
Ans Bblbopa cTonoduos, oToOpaxkaembix B paboden obractn cTpaHulbl.

— KHOMKa MO3BONSAET OTKPbITb MaHenb KaneHgaps Ans BBOAA AaTbl Hayana v KoHua
nepvoaa, 3a Kotopbi 6yayT oTobpaxaTtbcsa cobbiTus B paboyen obnactu. YctaHoBneHHas
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34

garta 0T06pa>KaeTc9| B none creBa ot COOTBeTCTByPOLLleVI KHOMKW.

Mone CuntaTb 3a — KHOMKA crnpaBa OT nosis No3BonsieT BoibpaTh Nepnoa, 3a KOTopbI
Oypet cchopmmupoBaH oTyeT.

Mone [opgpa3peneHune — KHOrKa cnpaBa OT nong no3Bonsetr BblOpaTb
nogpasgenexHne, COTPYAHWKM KOToporo OyayT oTobpaxartbcsa B paboden obnactu
cTpaHuubl. KHonka X C6pocuTb ounlaeT none.

Mone Mouck — kHomMka cnpasa OT Mnofs NO3BONsieT NPOM3BECTU NMOUCK MO dreMeHTaM
cTon6uo. B paboyen obnactu ctpaHuLbl. KHonka X C6pocuTb ounLiaeT nore.

Paboyas obnactb nogpasgena coaoepXuT CMUCOK COTPYOHWKOB U OPOPMIMEHHBIX OS1S HUX
[OKYMEHTOB.

B pabouyen obnactun AoCTynHbl cnegyowme cTonbubl AaHHbIX:

dPUO;

MoppaspeneHue;

OnepaTop — COTPyAHUK, ODOPMUBLLNIN JOKYMEHT;

Homep AOKyMeHTa;

[Ho6GaBnsietcA K pabovyemy BpeMeHM — BpeMsi, OTMEYEHHOEe B OGOPMIIEHHOM
onpaBaaTeribHOM [OKyMeHTe Kak pabodee. UTobbl no kakomy-nnbo onpasaaTeribHOMY
OOKYMeHTYy Bpemsi pobaBnsanocb Kk paboyemy, B nogpasgene «OnpasdamesibHbie
JoKyMeHmbI» pasgena «Yyem  paboye2o 8peMeHU»  OTKPOWTE  HYXHbI
onpaBaatenbHbli  AOKYMEHT U Bblbepute [dobaBnatb B napametpe [dobaButb K
pabouyemy BpemMeHu;

HaumeHoBaHue,

[JaTta BBoga AOKYMEHTA;

MpoAoMKUTENbHOCTD;

Havyano penctBus;

OKoH4YaHue AencTBUA.

llpumeyaHue:

B paboden obnactu peanusoBaHbl (PYHKUUW COPTUPOBKA MO 3fIEMEHTaM OOHOro U3
CTONOLOB, U3MEHEHMUS LUMPUHBI 1 NOCNeAoBaTENBHOCTU CTONOL0B.
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4,

Paspen «KoHTponb goctyna»

B OoaHHOM pykoBOACTBE OMMCbIBAETCA TONMbKO noapasfen «MecmoHaxoxdeHuey», BXOOsALWMN B
MoAynb, OMMCaHWe OocCTanbHbIX NOAPAa3fenoB AaHHOro pasgena cMoTpute B «Pykoeodcmee
nonb3oeamens “CmaHdapmHozo nakema 10” PERCo-WS, PERCo-WSE».

41.

Nonpaspen «MecToHaxoxaeHue»

MNMoapasnen npegHasHadeH AN COCTABMEHUS OTYETOB O MECTOHAXOXOEHUU COTPYOHWMKOB W
noceTuTenen B ykasaHHble AaTy U BpeMsl Ha TEpPPUTOPUM NPeanpusitus (opraHmMsaumn).

CTpaHuua nogpasgena uMeeT creayowmin Bua;

KoHTponb focTyna PERCo-WEB fomowe  ©Bexon @

OTyeT 0 Npoxoaax Ynpaenexne ycTpoACTEAMK HypHan eepudmkalun OTueT Ne 4OCTYNY B NOMELLEHUA MecToHaxowgeHue BrIgaHHEle HAeHTHMEATOPE!

Moceturenn ® lMepcoxan
@ 2021-04-21 12:59 Moapasfenedue Moapasnenexne Mouck

BuTkoeckan HanHa 2021-04-21 08:50:11 Pabouan 3oHa HekoxTponupyeman Byxrantepus
Kozanes Esrenui 2021-04-21 09:30:35 Pafouan zoHa HerkoHTponupyeMan Kommepueckni oTgen
Komuccapoe Axgpeit 2021-04-21 09:29:52 PaBouan 3oHa HekouTponupyeman ACY

Kpweuosa Bepa 2021-04-21 08:59:37 PaBouan 3oHa @ HekoHTponupyeman Omaen cHabwenur

Muxaiinoe KoHcTaHTHH 2021-04-21 10:14:59 QOTgen npogax OBLMit kopugop Otaen npogax Makapos Bnagumup

1. Tlepekntoyatenb BbiObOpa kaTeropun BnagenbLes naeHTUUKaTopoB:

Bce;
MoceTutenu;
MepcoHan.

2. [laHenb MHCTPYMEHTOB CTPaHULbI:

PaclwmpeHHbIM MOUCK — KHOMKa MO3BONSAET HacTpouTb UNbTP  OaHHbIX,
oTobpaxaemblx B paboyern ob6nactu cTpaHuubl.

JononHuTenbHO — KHOMKa MO3BOSSIET OTKPbITb MEHH KomaHga [Ans Bblbopa
JOMNONMHUTENbHbIX JENCTBUN:
— [MevaTtb TabnuuUbI — NO3BOMSET pacrneyaTaTb AaHHble N3 paboyert obnacTu cTpaHuubl.
— OKCnopT — NO3BOMSET COXPaHUTb CMMCOK AaHHbIX B paln 3MeKTPOHHbIX Tabnuy c
BblGpPaHHbIM pacLUMPEHMEM.
— Copocutb hunbTpbl — N03BONAET COPOCUTL BCe PUnbTPbl paboyen obnacTu.
— [MMapameTpbl oTOOpaxeHMsa Tabnuubl — NO3BONSET OTKPbITb LOMOSIHUTENBbHOE OKHO
ans Bblbopa ctonbuos, oTobpaxaembix B paboden obractn cTpaHuubl.

OOHOBUTbL AaHHble — KHOMKa MO3BONsieT OOHOBWUTL AdaHHble B pabodyen obnactu
CTpaHu1LbI.

— KHOMKa MNO3BOMSIET OTKPbITb NaHenb kaneHgaps AOns BBoAa AaTbl U BpPeMeHW, B
KOTOpble OnpeaensieTcsl MEeCTOHAXOoXAeHWe COTPYAHUKOB / noceTutenen. YCTaHOBMEHHbIe
AaTa 1 Bpemsi oTobpaxatoTcs B Nosie crieBa OT KHOMKK.

Mone MoppaspeneHne — KHOMKa cnpaBa OT nons nossonseT BblOpaTb
nogpasgeneHne, COTPYAHUKM KOTOporo OyayT oTobpaxatbcs B pabodert oGnactu
cTpaHuubl. KHonka X C6pocuTb ounLlaeT rnone.

MNone Mounck — kHormka crnpasa OT Nonsi No3BOMsSeT NPOM3BECTM NOUCK MO 3NIEMEHTaM
cTonbuos B paboyelt obnacTu ctpaHuubl. KHornka . C6pocuTb ouniaeT norne.

3. Paboyasa obnactb nogpasgena coaoepXuT CNUCOK COTPYAHMKOB / noceTutenen BbibGpaHHOro
nogpasfeneHnsl C ykasaHMeM WX MEeCTOHAXOXOEeHUS B YCTaHOBMNEHHble Bpemsi U aarty.

35



Moaynb MO PERCo-WMO01, PERCo-WMEO1 «YueT paboyero BpeMeHn»

CoTpyaHuku / noceTutenu, coBepLunBLUME BXOA B nomelleHve 6onee 48 yacoB Hasag u He
COBEpLUMBLLME U3 HETO BbIXOAa, B CNUCKe He oTobpakatoTcs.

llpumeyaHue:

B pabouen obnactu peanusoBaHbl (PYHKUUN COPTMPOBKM MO 3fIEMEHTaM OLHOro wus
CTONOLOB, U3MEHEHMUS LUMPUHBI 1 NOCNeAoBaTENBHOCTU CTONOLO0B.

4.1.1. CocTaBneHue otTyeTa 0 MeCTOHaxoXaeHumn

,D,J'IFI COCTaBJ1IEHNA OTHETA!:

36

Mcnonb3ysa naHens HaBuraumm, nepenante B pasgen E «Konmposnb docmyna».
OTkpowite nogpasgen «MecmoHaxoxoeHuey.

C nomoLlblo nepekntoyaTenst Ha MaHenn WHCTPYMEHTOB CTpaHuubl BblGepuTe KaTeroputo
BrnagenbLeB naeHTUMKaTopoB.

Buibepute nogpasgeneHve, Ons  COTPYAHUKOB / NOCETUTENEN KOTOPOro HeobGxoaumo
CcoCTaBUTb OTYeT. [Ansd 3TOro HaXMuTe Ha MaHenun WHCTPYMEHTOB CTpaHuMLbl KHOMKY
cnpasa ot nonsa MNogpaspeneHue.

[ns BBOOA Aatbl 1 BPEMEHN, HA KOTOPble HEOO6XOAMMO COCTaABUTL OTYET, HAXKMUTE Ha NaHenu
WHCTPYMEHTOB  CTPaHMWLbl  KHOMKY . YKasaHHble QpJata W BpemMsi NosIBATCS B
COOTBETCTBYHOLLEM MNONeE.

B pabouyen obnactu cTpaHuLbl 0TOGpPa3nTCs OTYET C 3a4aHHbIMM NapaMeTpamu.



PyKOBOﬂ,CTBO norib3oBatend

5. Koabl nokymeHTOB Ana «Tabensa yyeta paboyero BpeMeHU»

YcnoBHble 0603HaYeHUsA (KoAbl) AOKYMEHTOB, UCNOJSIb3yeMble NPU 3anofIHeHUn
«Tabens yyeta paboyero BpemeHu» B popme Ne T-13

HanmeHoBaHMe AOKyMeHTa SR L e

Kon KonA

MpopomknTenbHOCTL paboTbl B AHEBHOE BPEMS A 01

MpoaomknTenbHOCTb PaboThbl B HOYHOE BPEMS H 02

MpogomxutenbHOCTb  paboTbl B BbIXOAHblE M Hepabouyue, PB 03

npasgHUYHbIE OHU

MpoaomKNTENBHOCTL CBEPXYPOUHOM paboThl C 04

MpoaomKknTenbHOCTb PaboThl BAXTOBBIM METOAOM BM 05

CnyxebHasa koMaHOMpoBKa K 06

MoBbIWeHNe kKBanudmkaLmm ¢ oTpbIBOM OT paboTbl MK 07

MoBbiweHne kBanudukaumm ¢ OTpbIBOM OT paboTbl B  Apyrown M 08

MECTHOCTH

E>xerogHbln OCHOBHOM OnfiaynBaemblin OTNYCK oT 09

E>xxerogHbi 4ONOMHUTENBHLIN ONfIaYnBaEMbIN OTMYCK on 10

JononHuTenbHbIM OTMYCK B CBA3M C OOy4YeHMEM C COXpaHEHWeM

cpegHero 3apaboTka paboTHuMkam, coBMeLlaowmm paboTy C Yy 11

obyyeHnem

CokpawieHHasi NpOAOSPKUTENbHOCTL  paboyero  BpemMeHn  Ons

obyvatowmxca 6e3 oOTpbiBa OT MPOM3BOACTBA C  YaCTUYHbIM YB 12

COXpaHeHuem 3apaboTHon nnathbl

D,OI'IOJ'IHVITe{IbeIVI OTNYyCK B CBA3W C ObyyeHnem 6e3 coxpaHeHus i 13

3apaboTHou nnaThbl

OTnyck no 6epeMeHHOCT 1 podam (OTMYCK B CBA3W C YCbIHOBNEHUEM P 14

HOBOPOXOEHHOro pebeHka)

OTnyck no yxoay 3a pebeHKoM A0 AOCTMXKEHUS] UM BO3pacTa Tpex NneT OX 15

OTtnyck 6e3 coxpaHeHus 3apaboTHOW nnaTtbl, MPeAOCTaBMEHHbIN ile 16

paboTHKKY No paspeLueHuto paboToaarens

OTtnyck 6e3 coxpaHeHus 3apaboTHOW nnaTbl B Ccriyyasx, 03 17

NpeayCMOTPEHHbIX 3aKOHOAATENbCTBOM

ExxerogHbli AOMONHUTENbHBIA OTNYCK 6e3 coxpaHeHus 3apaboTHON

nnarbl fb 18

BpemeHHas HEeTpya0CcnocobHOCTb (kpome cny4aes,

nNpenycMoTpeHHbIX kogoM "T") ¢ HasHavyeHMem nocobusi cornacHo b 19

3aKoHO4aTenbLCTBY

BpemeHHass HeTpygocnocobHocTb 6e3 HasHadeHus nocobuss B T 20

cny4vasx, NpegyCMOTPEHHbIX 3aKOHOA4ATENbCTBOM

CokpalleHHass NpOAOIMKUTENbHOCTb paboyero BpemMeHu npoTuB

HOpPMarnbHOM MNPOJOIMKUTENBHOCTU pabovero pgHA B cnyvasx, Jiy 21

NpeayCMOTPEHHbIX 3aKOHOAATENbCTBOM

Bpemsa BbIHYXOEHHOro nporyna B cfydae nNpuU3HaHUSA YBOSIbHEHUS,

nepesoga Ha Apyryto paboTy wunu oTcTpaHeHus OT paboTbl B 22

HEe3aKOHHbIMW C BOCCTAHOBMIEHMEM Ha NpexHen paboTte

HeBbixoabl Ha  Bpems MCMOMHEHNA  TOCYAAPCTBEHHbIX  Wiu r 23

o6LecTBeHHbIX 0693aHHOCTEN COrNacHO 3aKkoOHOAATENbCTBY

Mporynbl (oTcyTcTBME Ha paboyem mecTe ©0e3  yBaXMTENbHON np o4

NMPUYNHbI B TE4HEHNE BpEMEHN, YCTAHOBITIEHHOIO 3aKOHO,D,aTeJ'IbCTBOM)

37




Moaynb MO PERCo-WMO01, PERCo-WMEO1 «YueT paboyero BpeMeHn»

HanmeHoBaHMe AOKyMeHTa SR L e

Kon KonA

MpooomknTenbHOCTE  paboTbl B peXuMMe HenosnHoro pabouyero

BPEMEHMU no vHuumnaTmnBee paboTogatens B cny4yasx, HC 25

NpeayCMOTPEHHbIX 3aKOHOAATENbCTBOM

BbixogHble OHW (exeHepernbHbl OTNYCK) U Hepaboune npasgHUYHbIE B 26

OHn

[ononHuTenbHble BbIXOAHbIE AHW (ONnavyMBaeMble) OB 27

[ononHuTteneHble BbIXOAHble OHM (6e3 coxpaHeHus 3apaboTHOW HB 28

nnatbl)

3abacToBka (npu ycrioBusix U B nopsigke, NpeayCcMoTPEeHHbIX 3aKOHOM) 3b 29

HeaBKkM NO HEBBLISCHEHHBIM NPUYMHAM (40 BbISICHEHUSA 06CTOATENLCTB) HH 30

Bpems npocTos no BuHe paboTogarens Pr1 31

Bpema npoctoa no npudmHam, He 3aBucAWMM OT pabotogartens wu HI 32

paboTHMKa

Bpemsa npoctos no BuHe paboTHMKa Brl 33

OtcTpaHeHne o1 pabotbl (HegonyweHne K paboTte) ¢ onnatoun HO 34

(nocobuem) B COOTBETCTBMM C 3aKOHOAATENBLCTBOM

OTcTpaHeHne oT paboTbl (HegonyweHue K paboTe) No NpUYMHaMm,

npeaycMoTpPeHHbIM 3aKOHOOaTEeNbCTBOM, bes HavYucneHnsa HB 35

3apaboTHoM nnaThbl

Bpems MPMOCTaHOBKM paboTbl B crny4ae 3agepxKky BbinnaTtbl H3 36

3apaboTHoM nnaThbl
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000 «MN3PKo»

Call-ueHTp: 8-800-333-52-53 (6ecnnaTHo)
Ten.: (812) 247-04-57

[MoyTOBLIN agpec:
194021, Poccuga, Cankr-leTepbypr,
[MormTtexHundeckasa yrvua, oom 4, kopryc 2

TexHn4yeckas noggepxka:
Call-ueHtp: 8-800-775-37-05 (6ecnnaTHO)
Ten.: (812) 247-04-55

system@perco.ru - 0 BONpocam obCny>XMBaHUA 3NeKTPOHUKM
cuctem 6esonacHoCcTun

turnstile@perco.ru - Mo BoOnpocam o6CnyXmBaH!A TYPHUKETOB U
orpaxgeHum

locks@perco.ru - no Bonpocam o6CnyXMBaH1si 3aMKOB

soft@perco.ru - no Bonpocam TEXHUYECKON NOALEPIKKN
NporpamMmMHoOro obecneveHns

WWW.perco.ru

Kop. 16.06.2021
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