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

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
“CmandapmHoeo nakema 10” PERCo-WS, PERCo-WSE cucmembl KOHMPOJIsi U yrnpaesieHust
docmynom PERCo-Web». [lopagok npuobpeTteHns nuueH3MM Ha MOoAyNnb YykasaH B
«Pykoeodcmee admuHucmpamopa CKY[] PERCo-Web» B pasgene «YnpasneHue
JIUYEH3USIMU Y.

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

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

Obpaulaem BHMMaHue, Yto moayns PERCo-WMEOQ01 npegHa3HayYeH Ans ucnonb3oBaHus B
cocTtaBe cuctembl PERCo-Web, BcTpoeHHON B NamsTb KOHTponnepoB PERCo, n nveet
dyHKUMOHaNbHbIE  orpaHunydennsa  (cMm.  "PykoBoACTBO  agMuHUCTpatopa” — CUCTEMbI
PERCo-Web, pasgen "OcHo8HbIe mexHU4YeCKUe Xxapakmepucmuku").

lpumeyaHue:

OkcnnyaTtaumMoHHaa [OKyMmeHTaumss Ha obopygoBanve u 1O cuctembl PERCo-Web
[OCTyMHa B 9fIEKTPOHHOM BMAeE Ha caute komnaHun PERCo, no agpecy: www.perco.ru, B
pasgene MNMoppepxka> [JokymeHTauus.



http://www.perco.ru/support/dokumentaciya/
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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 CO30aHuUs HegenbHbIX rpadmkoB PaboThl;
€034aHNSA CMEHHbIX rpadunkoB paboThl;
co3aaHus rpacdrkoB paboThl 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;
HaCTPOMKN NSl Kakgoro rpadmka paboTbl NapaMeTpoB COCTaBMIEHNA OTYETOB O AUCLMNIIMHE
TPYyAa;
KonnpoBaHusi rpadonkoB padoThbl;
N3MEHEHWSA 1 yaaneHus co3aaHHbIX paHee rpadukoB paboThbl;
BbICTABNEHUSA PEXNUMA HOYHOTO BPEMEHUN paboThl;
novcka Tpebyembix rpadmkos paboThbl.

llpumeyaHue:

. CospgaHue rpadukoB paboThbl MO3BOMAET BECTU yHeT paboyero BpeMeHN COTPYAHNKOB U He
CBSI3aHO C NapameTpamu 4OoCTyna no BPEMEHMW.

UHmepsan pabombsi — NPOMEXYTOK BPEMEHW, B TEYEHME KOTOPOro COTPYAHMK JOIDKEH HAX0aUTbCS
Ha pabodem MmecTe. Pabounin JeHb MOXET COCTOATb M3 HECKOSbKUX MHTEPBANoB paboThl.

Bua ctpaHuubl nogpasgena:

=3 [lepcoHan PERCo-WEB (fowowe adgmin @ Buxon @

CotpyaHuem Ipacpuin pabote Moapaanenexua HomsHocTu MNpazgHuyHsle AHU [lononHuTensHEle faHHLIE

@ HouHoe BpeMac  22:00 no  06:00 Momck

Bes Bananca C HakonneHuem HapyLueHui

Ona UC Ne 59 Crmexnemn

[na cTaxépos Mo npucyTCTBMIO

MamaHeska HegensHein @
C Banancom C HakonneHwem HapyluieHWit Ha ocHoee BanaHca

1. MaHenb MHCTPYMEHTOB CTPaHULbI:

. HOo6aBuTb — co3gaHne HoBoro rpaduka paboTbl.
e . PepakTupoBaTb — M3MEHEHWE NapameTpoB rpacduka paboTbl, BblAENEHHOro B

paboyen obnacTn CTpaHuLbl.

e "2 KonupoBaTtb — CO3[aHMne HOBOro rpacmka paboTbl Ha OCHOBE rpaduka, Bbl4ENEHHOMO
B paboyen obnactu cTpaHubl.

o Ypanutb — yganeHue rpaduka paboThbl, BblaeneHHoro B paboyen obnactu ctpaHumubl.
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. Ho4yHoe Bpems c... no... — NoNs BBOAA ANSA YKa3aHUsi MPOMEXYTKa BPEMEHMU, KOTOPOe
OyaeT cunTaTbCA HOYHbIM MPU COCTaBIIEHUN OTHETOB A8 BCexX rpadmkoB paboTbl. [JaHHas
dyHKUMS MoxeT noTpeboBaTtbCcs, ecnv 3a paboTy B HOYHOE BpemMs MNpeaycMoTpeHa
ponnaTa.

e [lone Mowuck — kHoMKa = cnpaBa OT NMons NO3BOMSET NPON3BECTU MOUCK MO dNeMeHTaM
cTon6uoB B paboyeit obnactu ctpaHuLbl. KHonka X C6pocuTb ouunLLaeT none.

2. Paboyas obnacTtb CTpaHuubl nogpasgena COAEepXUT CMUCOK CO34aHHbIX paHee rpadukos
paboTbl C yka3aHMeM Tuna, OMUCaAHWEM W npuMedaHuem. B npumeyaHum otobpaxaeTcs
WMHpopMaumsi 0 BO3MOXHOW HEOBXOAUMOCTU KOPPEKTUPOBKM rpadomka nNpyv CUHXPOHMU3ALMKN C
1C (gocTynHo ToNbKo npu NnpuobpeTteHHon nuueHsnn UHTerpaumsa ¢ 1C).

lpumeyaHue:

& Pabouas 0brnactb CoaepXuT YHKLMU COPTUPOBKK MO 3rIeMeHTam OAHOro U3 CTONGLIOB 1
N3MEHEHUA LLUNPUHDbI CTOJ'I6L|,OB.
211. OkHo «[lo6aBneHue rpacdmka paboTbi»

OkHo [lo6aBneHue (PepgaktnpoBaHue, KonmpoBaHue) rpacdmka padboTbl BbI3bIBAETCHA HAXXaTUEM

KHOMKW [o6aBuTb (- PepaktupoBartb, = KonupoBaTb) 1 npegHa3HayYeHo ans co3gaHus
HoBOro rpadguka paboTbl (M3MEHEHUs!, KOMMPOBaHWUS NapamMeTPOB paHee CO3[4aHHOro rpaduka).
OkHO PepaktupoBaHue rpacpmka paboTbl Takke MOXHO Bbi3BaTb ABOMHbLIM HaaTuem feBou
KHOMKM MbILLW Ha CTPOKE C BbliOpaHHbIM rpacdonKkom.

Bua okHa:
OofasnTe rpagve padoTsl =
WE rpaiaa
P LA
: (>
Ofucas
Parn CIpe o ee NOWOLLE HaCTpoM oTueton
NoHEQERbHKME Ealoress Bpeud D0 00w
BTopaiiae [y W
Cpena Fatoaee peama: 004 Dl
@
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1. 3nemeHTbl NaHenn MHCTPYMEHTOB!

Nmsa rpachmka — none ang BBoaa (MU3MEHeHWs1) HaMMeHoBaHWA rpadmka paboTbl.

Tun rpacuka — B BoinagaroLLeM CnMcke MOXHO BblGpaTb OAMH U3 TUMOB rpadouka paboTbl:
— HepgenbHbIN;

CMEHHbIN;

Mo npucyTcTBUIO;

— C HakonneHMeM HapyLIeHUW;

C HakonneHnem HapyLeHUun Ha ocHoBe GanaHca.

OnucaHme — none ans Beoga (M3MEHeHUd) OONoSHUTENbHON MHOopMauun o rpaduke
paboThbl.

lpumeyaHue:

MapameTp Tun rpacmka coxpaHeHHOro paHee rpaguka paboTbl MU3MEHUTb Henb3sA. Ecnn
Heo6xoauMO NepeBecTy COTPYAHMKOB Ha ApYyron Tun rpaduka, co3gante HOBbIV rpadouk un
3ajanTe ero coTpyaHuKkam.

2. [lepekntoyaTtenb BKNagoK OKHa:

3. Pa

MHTepBanbl — BKNagka npegHasHayeHa AONs ykasaHust MHTepBanoB paboTbl (Bknagka
HegoCTynHa ansa Tuna rpaduka MNo npucyTcTBUIO).

Peructpupyrowme nomeweHUs — BKNagka npedHasHadyeHa Ons  ykasaHus
PErNCTPUPYIOLLIMX NMOMELLIEHWIA.
HacTpoikm oTuyeTOB — BKNagka npedHasHadeHa Ana  3agaHus  MakcumarnbHOW

ANUTENBbHOCTU HapylleHun, cukcMpyembix B noppasgene «XXKypHan ompabomaHHO20
epeMeHuU» W Npu COCTaBieHMM OTYEeTOB B noapasgene «Omyemsi no QucyunauHe»
pa3gena «Y4em pabo4ye20 epeMeHuU».

©ouasn obnacTb 3aBUCKT OT BblIOpaHHOW BKNaAKM OKHa:

Bxnapgka «MHTepBanbI»

Bua paboueit obnactu Bknagku (3aBMcuT oT BbibpaHHOro Tuna rpaduka paboThbl):

NoHegensHUK Pafouee Bpenn: 084 00M

BTopHHK

Cpena

PerveTpupyiowne NoMaieHms HacTpoias oTyieTon

Patcuee apema- 004 00mM

Pabouee apama: 004 0OM

B

pa6oqe|7| obnactu BKNagku 0T06pa>|<a|0Tc;| LWKanbl BpeMeHun, COOTBEeTCTByWLINEe LOHAM

rpadmka. Ha wkanax HacTpamBatoTcsa nHTepBanbl padoThbl:
o [Ina dobasneHus uHmMepeasa paboTbl BbIOENNTE Ha LWKane BPEeMEHM Y4acToK,

COOTBETCTBYIOLMIA TpebyeMoMy BpeMeHU paboTbl, yaepXunBas neByt KHOMKY MbILLW.
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llpumeyaHue:

7 — MNpopomk1TenbHOCTb OJHOTO MHTEpBana AoShKHA BbiTb He MeHee 3 MUHYT U He Gonee 24

Yacos.

— WHTepBanbl He MOryT nepecekaTbCs.

— CMeHa gomkHa HaumHaTtbCca ¢ Havasna cmeHbl nn cogepXXaTtb TONbKO [ofIHY0 CMEHY.

— B ogHOM gHe He MoXeT OblTb HECKONbKMX [1OSTHBIX CMEH.

— [na HegenbHOro rpacduka pabdoTtbl U rpacduka paboTbl ¢ HaKONJIeHUEM HapyLleHUMn
WHTepBan He MOXeT HaunHaTbcsa paHblle 00:30 u 3akaHuMBaTbCA nos3gHee 23:30.

— [Ona cMmeHHOro rpaduka paboTbl MHTEpPBaN MOXET HayMHaTbCs B OAWH AEHb U
3aKaH4MBaTbCA B APYrom, TO eCTb NEPEXOAUTb Ha CNeayLWNA AeHb.

— [Ina cMeHHoro rpaduka MHTEpPBan MOXET HayMHaTbCA B MOCMEAHUA OEHb CMEHbl U
3aKaH4YMBaTbLCS B NEPBbIN.

— [na gHen cMeHHOoro rpaduka, He coaepXalwux nepexosliero Ha criegylowmn (Mnm
npegbiaywmn) OeHb MHTepBana, BCe pacyeTbl MPOU3BOAATCA CTPOro B npegenax
KaneH4apHbIX CyTOK.

e [INA KaXOoro MHTepBana C MOMOLLbI PacKpbIBAOLLErocsi Cnvcka yCTaHOBUTE OOWMH W3
crnenyoLWwmnx NPU3HAKoB B BbiNaaaloLLeM MEHH0:

— MonHasa cmeHa — eQUHCTBEHHbIV MHTepBan paboTbl AHA UMK CMeHbl. [onHasa cmeHa He
nogpasymMeBaeT NepepbIBOB, BKMoYas obea.

— Hayvano cMmeHbI — NepBbIit UHTepBan paboTbl AHSA WU CMEHbI.

— MpomexyTo4YHbIN UHTepBan — UHTepBan paboTbl, PACMONIOXKEHHbIA MEXAY NepBbiM U
nocrneaHuM MHTepsanaMu paboTbl AHS UMM CMeHbl. Takux WUHTepBarioB MOXeT OblTb
HECKOIbKO.

— KoHel cMeHbI — NocrnegHuin HTepBan paboTbl OHSA WU CMEHbI.

e [Ins pedakmuposaHus uHmepearia BblAENnUTe ero Ha LLiKane BpeMeHM, Ha)kaB Ha Hero neBom

KHOMKOW MbILLMX, MOCINE Yero U3MeHUTE MOSOXKEHNE OrpaHMYMBalOLLMX ero NonayHkos. Mpu

gaiee W

Mondas cueda ¥

Heo6XxoOUMOCTN MOXHO BbIAENUTb Ha LUKane none BBOAa BpeMeHU , HaXaB
Ha Hero fieBOon KHOMKOW MbILLW, N BBECTU BPEMS BPYYHYIO NPY NOMOLLM KNaBmnaTypsl.

e [lna ydaneHus uHmepeana BbIAENUTE €ro Ha Lukarne BPEMEHW, HaXaB Ha Hero nesou
KHOMKOW MbILUM, NOCNE YEro HaxkmuTe kHornky M YaanuTb MHTepBan vunu kHornky Del Ha
KnasuaTtype.

e [Ina co3daHusi aHano2u4yHO20 UHMepeasa B APYrom AHe rpadwuka paboTbl Bblgenute
WHTepBar Ha LUKane BpeMeHu fieBOW KHOMKOW MbILLN W, YAEPX1Bas KHOMKY B BEPXHEN YacTn
WHTepBana, nepetawmte ero Ha HeobxoaAMMmylo CTPOKy (PyHKUMSA HedocTynHa Ans Tuna
rpacvka CMEeHHbIN):

MNoHegensHMK Paboyee spema: 074 15m
£ =l i

Hauano cmeHs *
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Bknagka «Permcrtpupyrowime noMmeleHna»

Bug pabouer obnactu Bknagku:

HrTepeanms PerucTp HWF Hactpossn oTueTos

MomeleHHe Y4eT paboNers BpeMeHn YY&T HEpABOYEero BpeMaHi

= I= HexoHTpONMpYEMas TeppUTOpKA
= [= Mpoxoaxan
~ = NoMeweHre 4Na NOCETHTENER
L= Kaburer 1
- = Kabuner 2
i = KatuHeT 3
- = KaluHer 4
= |® Cknag
= = Kage
= NomenEHne 1
L = NoMelweHis 2

e Yuem paboye2o e6pemMeHU — NpPU YyCTaHOBKe hniakka MoMelLleHne WCMNOosb3yeTcs Kak

peructpupytollee ans y4eta paboyero BpeMeHm.

e Yyem Hepaboyezco e8peMeHU — Mpu yCcTaHOBKe (hriaxkka MoMeLleHue UCMonb3yeTca Kak
peructpupytowiee ans ydeta Hepabouyero BpemeHu. Hepabounm dBndeTca Bpems

nepepbIBOB, BKNtovasi obea.
Mpn HeO6X0OMMOCTM MOXHO BbIOpaTb HECKOSTBKO PEMMCTPUPYIOLLMX MOMELLEHUN.
Bknagka «HacTponku oTtyeToB»

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

WuTepeans PervcTpupyiolite NoMeLLeHHA

He yJ4UTHIBATE NPA3AHHER

YYMTRIBATE TONBED I'.Epﬂ'n!“ EX00 W NOCNEOHWA BEIXOQ

HE CYHTATE HAPYLISHHEM, Pa3PEeLLnTL He CHHTaTE HAYLLIEHHEM, DE3PELUNTE YXoN
ORO30AHME HE BONee YeM Ha 00:00 paHblie He Gonee YeM Ha 00:00

He YYWTBIBATE HAPYILEHHA MEHEE YEl Ha:

00:00 He y4HTEIBaTE NepepafioTky MEHSE Hem Ha: 00:00
00:00
O6paTVITe BHMMaHMWe, YTO BpemMd onpegendeTca B cbopmaTe Y4:MM, TO eCTb, K
01:15
npumepy, 6y/:|,eT COOTBETCTBOBATbL OAHOMY Hacy nATHaAUaTn MUHyTaM.

OneMeHTbl BKNagku 3aBUCAT OT Bbl6paHHOFO Thna rpachKa pa6OTbI N OTpaxeHbl
COOTBETCTBYHOLWKUX rMmaBax gaHHOro pykoesoacTBea:

HacTponku oT4eTOoB Ans HegenbHoOro rpacduka paboTbl;

HacTponku oT4eTOB ANnsi CMEHHOro rpacdmka paboThl;

Hactpouku ot4yeToB Ans rpacdhuka paboTbl MO NPUCYTCTBULO;

HacTtpouku oT4yeToB AnA rpacdmka ¢ HaKONJAeHUEeM HapyLIeHUM;

HacTtponku oT4yeToB AN rpacduka ¢ HaKoNJaeHUeM HapyLeHU Ha OcCHoBe banaHca.

KHonka CoxpaHuUTb coxpaHseT gobaBnsiembln (M3MEHEHHbINA, CKOMMPOBAaHHbLIN) rpadouk.
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5. [nsa ycTaHOBRNEHUsi COTPYAHMKaM COOTBETCTBYHOLLMX rpadpnkoB paboThl C Lienbio AarnbHenLwero
y4yeTa mx paboyero BpeMeHu:
e OrtkponTe nogpasaen «CompyoHuku» pasgena «flepcoHany.
e OTKpoOMTE YYETHYH KapTouky coOTpyaHuka (cMm. «Pykoeodcmeo nosib3oeamernsi
“CmaHdapmHozo nakema 10” PERCo-WS, PERCo-WSE)»).

e Haxmute kHONnKy cnpasa ot nons Fpadmk pabotbl. OTkpoeTcss okHO BbiGpaTb rpacduk
paboTbil:

BeibpaTte rpacuk paboThkl X

CMEHHBIR N1
CMEHHBIA Ne2
CMEHHBIA Ne3

CTaHaapTHLIA

e B cnucke Bbibepute HeobxoaumbIn rpadmk n HaxxmmTte KHonky CoxpaHutb. OkHo BbiGpaTb
rpacduk paboTtbl 3akpoetca u B none Fpacgmk paboTbl y4eTHOW KapTOYKM COTPYAHUKA
nosiBUTCA 3HadyeHue BblbpaHHoOro rpaduka. Tawke B okHe BbiGpaTb rpaduk paboTbl
peanunsoBaHa (PyHKUMA noucka rpadmka paboTbl B CIMCKE NO ero Ha3BaHuo (C NOMOLLbIO

nona MoucK M KHOMKM “~X) U MPUCYTCTBYET BO3MOXHOCTb ObICTPOro nepexoda B OKHO
Ho6aBsuTb rpacduk padoTbl Ans gobasneHnsa HOBoro rpaduka paboTbl B 06LWMI CNNCOK (C

MOMOLLLbIO KHOMKM ).
e Haxmute kHonky CoxpaHuTb, ydeTHasi kapTouka COTpyAHMKa OyaeT 3akpbiTa, OAHHOMY
COTPYAHWKY ByaeT yCTaHOBIEH HOBbIN rpachuk paboTbl.

2.1.2. Co3paHue HepgenbHoOro rpacuka paboThbl

HepenbHbIn rpaduk paboTbl — TMN rpadmka ¢ pUKCUpoBaHHLIM BPEMEHEM MNepepbiBa, TO €CTb
COTPYAHMK UMEeeT MpaBO YWTU Ha MNepepbiB TOMbKO B CTPOro 3afaHHbli MPOMEXYTOK BPEMEHMU,
Hanpumep, Tonbko ¢ 12:00 go 12:45.

[lna co3gaHus HegenbHOro rpaduka paboTbi:

1. Wcnonb3ys naHenb HaBurauuu, nepenguTte B pasgen g «llepcoHan».
2. Ortkponte nogpasgen «paghuku pabombi».

3. Ha naHenu WMHCTPYMEHTOB CTpaHULbl HaXMUTE KHOMKY [Ho6aButb. OTKpOETCS OKHO
Ho6aBuTb rpacdhmk paboThbl.

4. B oTkpbiBLIEMCA OKHe B none Umsa rpacmka BBeguTe HaMMmeHoBaHWe HOBOro rpaduka, B none
OnucaHune npm HEO6XOAMMOCTUN YKXKMUTE AOMNONHUTENBHYIO MHAOpMaLUMo O rpaduke.

5. C nomowibio packpbiBatoeroca cnvucka Tun rpaduka Boibepute Tn HepenbHbIn. Bknagka
WHTepBanbl npumeT criegyowmn Bua;

PermcTpupyrwHe NoMeLLeHHn Hacrpowsn oTueTos

MoHegenoHMK Pabouee apemr: 00y 00m

BTopHHK Pabouee apemsn; 004 00wm
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6. Ha Bknagke oToGpaxatoTcsi CTPOKM, COOTBETCTBYKOLUME AHSM Hedenu. [ns Kaxgoro OHS
HeJenu yCTaHOBUTE Ha LUKane BpeMeHn HeobxoamMmoe KOnM4YecTBO MHTepBanoB paboThbl.

ParvcTpipyroLe NoMELLeHHA HacTpofikn oTueTos
MoHegensHHE Pabouee epema: 08y 00w
. -
BTOpHHK Pabouee spema: 08y 00w

CnpaBa OT wWKan BpeMeHuM OoTobpakaeTcs MOoNnyumMBLUAsACS MNPOAOSIKUTENBHOCTL paboyero
BPEMEHM KaXkaoro AHs.

7. Tepengute Ha BKNagky Peructpupylowme nomeweHus. B pabouenn obnactm Bknagku
yCTaHoBUTE (pnaxkny y rMOMeLLEHNA, B KOTOPbIX B COOTBETCTBUM C CO3daBaeMbiM rpacukom
OyneT BecTuChb y4eT paboyvero n Hepaboyero BpemMeHu.

8. Tlepengute Ha Bknagky HacTponkn oT4eTOB M HACTPONTE NapamMeTpbl COCTaBEHUS OTYETOB
0 QucumnnvHe Tpyaa no HoBoMy rpaduky.

Bua Bknagku:

WrHTepeans: ParcTpHpYHWHE NOMELLIEHIA

He YHUTBIBATE MPA3AHKEM

YYUTHIBATE TONLKG NEPELIA BXON ¥ NOCNEQHMA BbIX0A
He CYMTaTh HapyLUEHHEM, PAIPeLUnTL He CYMT2TE HapyLUSHHEM, PAIPewWMTh yXon
onoananue He Gonee 4em Ha 00:00 panbwe ne Jonee yem Ha 00:00
HE YYMTRIBATE HAPYIUEHUA MEHEE YEM Ha 00:00 He yYMTRIBaTL NepepadoTky MEHEE YEM HA 00:00

AnemMeHTbl BKNaaKu:

e He yuntbiBaTb NpasgHUKA — Npu yCTaHoBKe driakka OHW, OTMEYEHHble Ha BKnagke
MNpasgHunyHble aHKM (cM. «Pykoeodcmeo nosib3oeamersnsi “CmaHOapmHo20 nakema
MO” PERCo-WS, PERCo-WSE»), 6yayT cuntaTbcs pabounmu.

e YuyuTbiBaTb TONbLKO NEpPBbIA BXOA4 M MOCNEeAHUMA BbIXOA — MpU YCTaAHOBKE dpnaxka
BbIXObl N3 PErMCTPUPYIOLLMX NOMELLEHUI B Te4eHne paboyero aHs He ByayT yunTbiBaTbCA
npu pacyeTe paboyero BpeMeHu.

e He cuutatb HapyweHuem, pa3pewnTb ono3aaHue He Goriee YeM Ha — ecnv Bpems
OMNO34aHNsi MEHbLLE YKa3aHHOTO, ero He HY>KHO oTpabaTbiBaTb M OHO He ByaeT yunTbiBaThCS
B oTdeTe «Hapywumenu» nogpasgena «Omyembl _no QucuunnauHe». Ecnn Bpewms
onosgaHnss 6onblue yKa3aHHOro, €ero MOXHO MNoracuTb TOMbKO MpU  MOMOLLM
onpaBAaTenbHOro AOKyMEHTa.

¢ He cuutatb HapylweHueMm, paspelnTb yXoa paHblue He Gornee 4Yem Ha — ecnv Bpems
npexaeBpeMeHHOro yxoaa ¢ paboTbl MeHbLLUE YKa3aHHOro, ero He HY>XHO oTpabaTbiBaTb U
OHO He OygeT yunTbiBaTbCsi B oTyeTe «Hapywumenu» noppasgena «Omyemb! no
ducuunnauHe». Ecnv BpemMsa npexaeBpeMeHHOro yxoga ¢ pabotbl 60nbLue yka3aHHOro, ero
MOXHO NOracutb TOMbKO NPY NOMOLLY ONpaBAaTENbHOIO JOKYMEHTa.
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e He yuutbiBaTb HapylweHUs MeHee YeM Ha... — eCfivM CyMMapHOe BpeMsi HapyLUueHWW
(onosgaHue, yxo4 paHblLle OKOH4YaHMs paboyero gHs, yxoabl ¢ paboTbl B TedeHne pabodero
OHs1) B npegenax kKaneHaapHblX CYTOK MEHbLUE YKa3aHHOro, HapyleHus He Oyayt
y4MTbIBaTbCA Npu pacyeTe paboyero BpeMeHM.

e He yuntbiBaTb nepepaboTKy MeHee 4eM Ha... — eCflm CyMMapHoe Bpemsi nepepaboTku
(npuxoa paHbLUEe HaYana n yxo no3xe oKoH4YaHusa paboyero oHs) B npegenax KaneHgapHbix
CYTOK MeHbLUEe yKasaHHOro, nepepabotka He OyaeT yuuTbiBaTbCA Mpu pacyeTe pabodero
BpEMEHM.

lpumeyaHue:

7 TMpu ntoBbix HapyLLEHUAX 3a40MHKEHHOCTb YXOAMT B hOpMaT HerorallaemMoii B TOM criyJae,

€CJIn HapyweHuna BbIXOoOAT 3a npedesibl YCTaHOBJIEHHbLIX B HaCTPOVIKaX oT4yeTOoB
MHTEpPBAroB. Henorawaemble 3a40/MKEHHOCTU Henb3s OTpa6OTaTb M MOXHO noracutb
TOJIbKO onpasaaTesibHbIM JOKYMEHTOM.

9. Haxmute kHonky CoxpaHuTb. OkHO [lo6aBneHue rpacduka pabortbl 6yaeT 3akpbiTo. HoBbIV
rpacpuk 6yaet gobasneH B paboyyto obnacte BKNagku nogpasgena.
2.1.3. Co3paHue cMmeHHoOro rpacmka pabotbl

CMeHHbIN rpadmk paboTbl — TN rpaduka ¢ BO3MOXHOCTbIO YCTAHOBUTL Ha4yano M OKOHYaHue
paboyenn cMeHbl B pasHble KaneHgapHble OHW. Bpemsi nepepbiBa uMKCMpOBaHHOE, TO €CTb
COTPYAHMK UMEeT MpaBO YWTU Ha NepepbiB TOMbKO B CTPOro 3afaHHbli MPOMEXYTOK BPEMEHMU,
Hanpumep, Tonbko ¢ 12:00 go 12:45.

[lna co3gaHms cMeHHoro rpadvka paboTbi:

Mcnonb3ys naHenb HaBuraumum, nepenante B pasaen E «llepcoHan».
OTkpovite nogpasaen «Mpaguku pabombi».

Ha naHenu WHCTPYMEHTOB CTpaHULbl HaXXMUTE KHOMKY [fo6aButb. OTKpoOeTCs OKHO
Jo6aBuTb rpachmk paboThbl.

B oTkpbiBLLEMCA OKHE B none Ums rpacdumka BBeauTe HaMMmeHoBaHWE HOBOrO rpaduka, B none
OnucaHune npu HEOH6XOAMMOCTU YKXKMUTE AOMNONHUTENBHYIO MHAOpMaLUMio O rpaduke.

C nomolublo packpbiBatowierocsi cnucka Tun rpacgumka Boibepute Tn CMeHHbIW. Bknapgka
MHTepBanbl NnpumeT crieayowni BUA;

Pamic TSPy RIS NOMALERRA HacTpods oT4eToR

2020-05-25

fexb 1 Pabouee epesA: 00y 00w

fews 2 Paboues epesa; 00y 00u
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OneMeHTbI BKNnagKu:

. Ho6aBuTb AeHb — KHOMKa No3eonsieT 4obaBuThL B rpadhuk elle oanH aeHb. KonuyecTteo
OHen He JormkHo npeBbiwaTth 30.

o Ypanutb AeHb — KHOMKa MNO3BOMSIET yaanuTb BblOeneHHbln B paboyelrt obnactu
BKMaaKuW OeHb.
e [lone [laTa Ha4yana cMeHbl — Nnorse npeaHasHa4yeHo Ans BBoAa AaThbl NepBoro AHNA rpaduka.

[ns BBOOA AaTbl HAXXMUTE KHOMKY KaneHgapb cnpaBa oT nons.
6. Ha Bknagke oTtobpaxaloTcsa CTPOKW, COOTBETCTBYKOLME AHAM CMeHbl. 1o ymonyaHuio

cosfaeTcsa rpaduk us Tpex aHen. Micnonb3ysa KHOMKK [o6aBnUTb OeHb n Ypanutb
AEeHb YyCTaHOBUTE HEOBXOANUMOE KONMYECTBO AHEN CMEHbI.

7. [Ons Kaxgoro [OHS CMEHbl YCTaHOBWTE Ha LIKarne BPEMEHU HeobXooumoe KONUYecTBO
WHTepBarnos paboTbl.

PervcTpupyowme nomeeHua Hactpofiu oTueTos

2020-05-26

feus 1 PaGouee epema: 164 00m

MonHas cmera v

Oexe 2 Pabouee epems: 08y 00m

MonHas cmesHa ¥

CnpaBa OT wWKan BpeMeHuM OoTobpakaeTcsl MOoNnyYmMBLUAsACS MNPOAOSIKUTENBHOCTL paboyero
BPEMEHM KaXkaoro AHs.

8. YcraHoBWTE p[aTy nepBOro OHA CMeHHoro rpaduvka. [Ona 3TOro HaXmMuTe KHOMKY
KaneHpgapb cnpaea oT nond [Jata Hayana cMmeHbl. B OTKpbIBLLEMCA KaneHOape yKaxuTe
Heobxoaumyto aTy.

9. Tlepengute Ha BknNagky Peructpupyrowme nomeweHusi. B pabouen obnactu Bknagku
yCcTaHOBUTE hNaXKM y NMOMELLEHUI, B KOTOPbIX B COOTBETCTBMM C CO34aBaeMblM rpacuKom
OyneT BecTUCh yyeT paboyero n Hepabodero BpeMeHM.

10. lMNepengute Ha BkNagky HacTponku oT4eToB 1 HACTPONTE NapaMeTpbl COCTABEHMS OTYETOB
0 gucumnnvHe Tpyaa no HoBoMy rpaduky.

Bua Bknaaku:

WnTepeant PerucTpupyrowme NoMeweHua

YYWTHIBATE TONBKO NEPELIA BXON W NOCNEAHMA BLIXOA

HEe CYMTaTE HADYLIEHWEM, PA3PEeLLInTE HE CYMTATE HADYLLIEHWEM, PAIPELLMTE YXOn
ONO30AHKE HE DONEE YeMm Ha 00:00 PaHELWE HE GONEE YeM Ha, 00:00
He y4MTHIBATE HADYLIEHNA MEHEE YEM Ha 00:00 He y4WTbiBaTs NepepaloTky MEHEE YeMm Ha 00:00
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OnemeHTbl BKNagKu:

e YuntbiBaTb TOJNIbKO MepBbIA BXOA4 M MOCNEeAHUN BbIXOA — MNpu yCTaHOBKE (braxka
BbIXOAbl U3 PEMMCTPUPYIOLLMX MOMELLEHUI B Te4eHe pabodero aHa He ByayT yunTbiBaTbCA
npu pacyeTe paboyero BpeMeHu.

e He cuuTtaTb HapyweHueMm, paspewmnTb onosgaHue He Gonee 4em Ha — ecrnvm Bpems
OMNO34aHNsi MEHbLLE YKa3aHHOr0, ero He Hy>XHO oTpabaTbiBaTb, M OHO He ByAeT yunTbiBaThCA
B oTyeTe «Hapywumenu» noapasgena «Omyemsi _no ducuunauHe». Ecnu Bpewms
ono3gaHusi Gonblue yKka3aHHOro, €ero MOXHO MNoracuTb TOMbKO MpU  MOMOLLM
onpaBAaTenbHOro AOKyMEHTa.

e He cuutatb HapyweHueMm, paspelnTb yXoa paHblue He Gonee 4Yem Ha — ecnv Bpems
npexaeBpeMeHHOro yxoaa ¢ paboTbl MEHbLUE YKa3aHHOro, ero He Hy>kHO oTpabaTtbiBaTb, U
OHO He OygeT yuuTbiBaTbCA B OTYeTe «Hapywumenu» nogpasgena «Omyemsbl _no
ducuyunnauHe». Ecnv BpemMsa npexaeBpeMeHHOro yxoga ¢ pabotbl 60onbLue yka3aHHOro, ero
MO>HO MOracuTb TOMbKO NPU NOMOLLM ONpaBAaTENbHOro JOKYMEHTA.

e He yuuTbiBaTb HapylweHUs MeHee YeM Ha... — eCfM CyMMapHOe BpeMsi HapyLUueHWUW
(onospgaHue, yxon paHblUe OKOHYaHUA pabodero AHsA, yxoabl ¢ paboTbl B Te4eHne paboyero
OHs1) B npegenax kaneHaapHblX CYTOK MEHbLUE YKa3aHHOro, HapyleHus He Oyayt
yuYnTbIBaTbCA NpY pacyeTe paboyero BpeMeHu.

e He yunTtbiBaTb nepepaboTKy MeHee 4YeM Ha... — eCrnv CymmapHoe Bpemsi nepepaboTku
(Npuxoa paHbLUEe HaYana n yxoa nosxe oKoH4YaHusa paboyero aHs) B npegenax KaneHgapHbix
CYTOK MeHbLUe yKaszaHHoro, nepepaboTtka He OyaeT yunTbiBaThbCs Npu pacveTe paboyero
BPEMEHMN.

lpumeyaHue:

" [Mpwu nobbix HapyLLEHUSIX 3a00IMKEHHOCTb yXoaAUT B dhopmaT Henorallaemon B TOM crnyyae,
€CNM HapylleHUs BbIXOOSAT 3a npefernbl yCTaHOBMEHHbIX B HacTpokax oT4yeToB
WHTepBanoB. Henorawaemble 3ad0/MKEHHOCTM Henb3s oTpaboTaTb M MOXHO MoracuTb
TONbKO onpaBaaTernbHbIM JOKYMEHTOM.

11. Haxmute kHonky CoxpaHutb. OkHo [lob6aBneHue rpadmka padoTtbl OyaeT 3akpbiTo. HOBbIN
rpacuk 6yaet gobasneH B paboyyto obnacte BKNagku nogpasgena.

214. Co3paHue rpacuka paboTbl N0 NPUCYTCTBUIO

Mpacdmk paboTbl MO NPUCYTCTBUIO — TUM rpadounka, Npu KOTOPOM A1 COTPYAHMKA HE YKasblBaloTCs
NHTepBarnbl paboyero BpeMeHu, HO BeAeTcs NoACYET BPEMEHM HaxoXaeHUst Ha paboyem mecTe.

[nsa co3gaHus rpadmka paboTbl N0 NPUCYTCTBUIIO:

1. Wcnonb3ys naHenb HaBurauuu, nepengure B pasgen g «llepcoHan».
2. Ortkponite noapasaen «paghuku pabomni».

3. Ha naHenu WHCTPYMEHTOB CTPaHWULbl HaXMWUTE KHOMKY [Ao6aButb. OTKpoeTcss OKHO
Do6aBuTb rpacdhumk padboTbl.

4. B oTkpbiBLIEMCS OKHE B none Umsa rpacmka BeBeanTe HaMMeHOBaHWe HOBOToO rpaduka, B none
OnucaHue Npu HeOBXOANMOCTU YKaXXUTe AOMONMHUTENBHYIO MHOPMaLMIO O rpaduke.

5. C nomowblo packpbiBatolierocs crnucka Tun rpadmka BoiGepute Tvn Mo npucyTcTBUIO.
Mocne aToro oTo6pasuTcs Bknaaka PerncTpupyrowme nomeLLeHuUs:

= [ HEKOHTPONMPYEWAA TEDDNTODKA

6. B pa6oqe|7| obnactu BKINnaakun yctaHoBUTE (bﬂa)KKM Yy nomMeLleHnn, B KOTOPbIX B COOTBETCTBUN C
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co3gaBaembiM rpadmkom ByaoeT BecTuCh yyeT paboyero n Hepabovero BpeMeHu.

7. Tepengute Ha Bknagky HacTponkn oT4eTOB M HACTPONTE NapamMeTpbl COCTaBEHUS OTYETOB
O AucumnnvHe Tpyaa no HOBOMY rpagouky.

Bupg Bknagku:

PenacTpupyoLne NoMELEHIA

OneMeHT BKNagku:

e YuuTbiBaTb TONbLKO NEepBbIM BXOA M MOCMEeAHUN BbIXOA — MpU YCTaAHOBKE dpnaxka
BbIXOAbl U3 PEFUCTPUPYIOLLNX NMOMELLEHMI B TEYEHNE paboyero AHs He byayT yunuTbiBaTbCA
npu pacyeTe paboyero BpeMeHN.

8. Haxmute kHonky CoxpaHuTtb. OkHO [lo6aBneHue rpacpuka paboTbl OyaeT 3akpbiTo. HoBbIN
rpacouk 6yget nobasneH B pabouyto 06nacTb BKNagkn nogpasgena.

2.1.5. Cos3paHue rpacuka paboTbl C HaKONJIEHUEeM HapyLUeHUn

Mpadmk paboTbl ¢ HakONNIeHMEeM HapylWeHUW — B OTNMyMe OT TUNOB rpadmka HegenbHbIN ©
CMeHHbIN, rae BpeMs nepepbiBa ABNAETCAS PUKCUPOBAHHBIM, OaHHbIA TUM rpadurka nossonset
YCTaHOBUTb MMBKMe Havyano u OKOHYaHWe nepepbiBa, TO eCTb COTPYAHUK UMEET NpaBo yXoauTb Ha
nepepbiB B NGO MOMEHT B TedeHMe yka3aHHOro Ha Lwwkanax UHTepBana ansa nepepbiBa U
HaxoOUTbCA Ha MepepbiBe Takyl MPOAOIMKUTENbHOCTL BPEMEHM, Kakasd YyCTaHOBMeHa B
Hactpoikax oTyeToB.

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

Paboyee spems — oblias NpoOOOIPKUTENBHOCTL NPUCYTCTBUSA COTpyAHUKa Ha pabote. Pabouee
Bpems BKtovaeT B cebst IHmepearsibi 855 nepepbieos.

WHumepearb! Ornsi nepepbieo8 — NPOMEXYTKN BPEMEHW, B KOTOPbIE COTPYOHWK MOXET BbIMTW Ha
nepepbiB. [pogomKkMTENbHOCTL NepepbiBa yCTaHaBNMBaeTCs Ha Bknaake HacTponku otyeTos.

llpumeyaHue:

" TlpooonmxuUTenbHOCTb NepepbIBOB, BKM4YaA oben (Bknagka HacTtpowku otuyeToB)
AOSMKHA OblTb MeHblle NnMbo paBHa MHmMepeanam Osisi nepepbieo8, OTPAXKEHHbIM Ha
BKknagke UHTepBansbl.

[na co3gaHus rpaduka paboTbl C HAKOMMEHWEM HapYLUEHWIA:

1. Wcnonb3ys naHenb HaBurauuun, nepenguTe B pasgen E «llepcoHan».
2. Ortkponte nogpasagen «paghuku pabomni».

3. Ha naHenu WHCTPYMEHTOB CTpaHULbl HaXXMWUTE KHOMKY Ho6aButb. OTKpoOeTCs OKHO
Jo6aBuTb rpacmk paboThbl.

4. B oTkpbiBLIEMCA OKHe B none Umsa rpacmka BBeguTe HaMmeHoBaHWe HOBOro rpaduka, B none
OnucaHune npu HEO6XOAMMOCTUN YKXKMUTE AOMNONMHUTENBHYHO MHAOpMaLUMio O rpaduke.
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5. C nomowbio packpbiBatoweroca cnucka Tun rpadmka Bbibepute TMn C HakonneHuvem
HapyweHuin. Bknagka UHTepBanbl NpUMET cneayoLwmi BUA:

PemicTpupyoLMe NoMeLeHIA HacTpoii oTyeTos
MoHeaeNoHWK OfAzaTencHele MHTEpEant: 004 00w | WHTepeans! 4nA nepepoisoa: 04 Om
BropHuK OfazarencHsie uHTepeans: 00y 00m | WHTepeans 4na nepepsieoe: 0u Om

6. Ha Bknagke oToGpaxatoTcsi CTPOKM, COOTBETCTBYKOLUME AHSM Hedenu. [ns Kaxgoro OHs
He[enu yCTaHOBUTE Ha LuKane BpeMeH HeoOXoaMMOoe KONMYeCcTBO MHTepBarnoB paboThl.

PericTpupyrowme NoMeweHIA Hactpoiim oTuetos
MNoHegensHUK OBAzaTencHsle MHTepEans: 064 00m | PaBouse spema: 09u Om | MHTepeans: ANA nepepeieos: 034 00M
15:00
18
BTODHMWK ObAzaTencHsle MHTepEans: 064 00m | PaBouee spema: 094 Om | MHTEpEan ANA nepeprieos: 034 00m
1 18

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

7. TMNepengute Ha BknNagky Pernctpupyrowme nomeweHusi. B pabouyen obnactu Bknagku
yCTaHOBUTE (OIIaXKN Yy NOMELLEHUI, B KOTOPbIX B COOTBETCTBUM C CO34aBaeMbliM rpacuKom
OyneT BecTuCb y4eT paboyvero n Hepaboyero BpemMeHu.

8. [llepengute Ha Bknagky HacTponkn oT4eTOB M HACTPONTE NapamMeTpbl COCTaBEHMS OTYETOB
0 gucumnnvHe Tpyaa no HoBoMy rpaduky.

Bua Bknaaku:

WrTepsans PercTpupylowme noMeLeHns
MpogonxMTENEHOCTE NEPEPLIBOE, BKNDYaR ofen; 00:00
HE CYMTaTe HAPYLWEHHEM, Pa3PEWnTe He CYWTaTE HAPYLWEHHEM, PA3PEWHTE ¥X00
onozaaque He Gonee YyeM Ha: 00:00 paHkbLUe He Gonee YyeM Ha: 00:00
He y4YHTeIBaTe HAapYLLeHHA MEHEE YeM Ha 00:00 ! He yynTeisaTe NnepepaBoTry MEHee YeM Ha 00:00

OnemeHTbl BKNaaKu:

e He cuuTtaTb HapyweHueMm, paspewmnTb onos3gaHue He Gornee 4em Ha — ecrnvm Bpewms
0ono3gaHnst MeHbLLE YKa3aHHOT0, ero He HY)XHO oTpabaTbiBaTh, U OHO He ByaeT yunTbiBaTbCA
B oTyeTe «Hapywumenu» nogpasgena «Omyemsbl _no ducuyunauHey». Ecnu Bpewms
onosgaHuss Bonblle yKasaHHOro, €ero MOXHO noracuTb TOMbKO MpUM  MOMOLLM
onpaBaaTtesibHOro OoKyMeHTa.
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e He cuutatb HapylweHueMm, paspelnTb yXoa paHblue He Gornee 4Yem Ha — ecnv Bpems
npexaeBpeMeHHOro yxoaa ¢ paboTbl MEHbLLUE YKa3aHHOTO, ero He HY>XHO oTpabaTbiBaTb U
OHO He OygeT yuuTbiBaTbCA B OTYeTe «Hapywumenu» nogpasgena «Omyemsbl _no
ducyunnauHe». Ecnv BpemMs npexageBpeMeHHOro yxoga ¢ pabotbl 60nbLue yka3aHHOro, ero
MO>HO MOracuTb TOMbKO NPU MOMOLLM ONpaBAaTENbHOro JOKYMEHTA.

e He yuuTbiBaTb HapyleHUss MeHee YeM Ha... — €CfiM CyMMapHOe Bpems HapyLUeHWi
(onosgaHue, yxo4 paHblLle OKOH4YaHMs paboyero gHs, yxoabl ¢ paboTbl B TedeHne pabodero
OHs1) B npegenax kKaneHaapHblX CYTOK MEHbLUE YKa3aHHOro, HapyleHus He Oyayt
y4MTbIBaTbCA NpuU pacyeTe pabovero BpeMeHM.

e He yunTtbiBaTb nepepaboTKy MeHee 4YeM Ha... — eCrnv CymmapHoe BpeMsi nepepaboTku
(npuxoa paHbLUEe HaYana un yxoa no3xe oKoH4YaHusa paboyero oHS) B npegenax KaneHgapHbixX
CYTOK MeHbLUe yKaszaHHoOro, nepepaboTtka He OyaeT yunTbiBaThbCs Npu pacvete pabouyero
BPEMEHW.

e [popgomxuTenbHOCTL MNepepbIBOB, BKMO4YaA obed — B TedeHMe 3TOro 3adaHHoro
BPEMEHM COTPYAHWK MMeEET MNpaBO OTCYTCTBOBaTb Ha paboyem mecte. Ecnn coTpyaHuk
OTCYTCTBOBas1 MeHbLUE 3a[4aHHOrO0 BPEMEHW, OHO BCe paBHO OyaeT BblMTEHO M3 obuiero
paboyero BpemeHn. Ecnn 6onblue — npeBbllLEHHOE BpeMs NONAET B HapyweHus n byaet
OTpaxeHo B oTyeTe «Hapywumenu» noapasgena «Omyemsi o QUCUUNIIUHEY.

lpumeyaHue:

" [pu NobbIX HApYLLEHUSIX 3aA0MKEHHOCTb YXOAMT B (hOpMaT Henorallaemon B TOM criyyae,
€CNN  HapyLlLeHVs1 BbIXOAAT 3a npedenbl YCTaHOBMEHHbIX B HacTpomrkax oTyeToB
WMHTEepBanoB. HenorawaemMble 3aJ0MMKEHHOCTM HemNb3s OTpaboTaTb M MOXHO MOracuTb
TONbKO onpaeaaTenbHbIM JOKYMEHTOM.

9. Haxmute kHonky CoxpaHuTtb. OkHo [lo6aBneHue rpacduka pabortbl 6yaeT 3akpbiTo. HoBbIV
rpacouk 6yaoet nobasneH B pabouyto 06nacTb BKNagku nogpasgena.

Onsa nyywero NnOHMMaHUA paboTbl C AAHHbLIM TUNOM rpadMka peKOMeHAYEM O3HAaKOMUTLCS

C NpumMepom:

B Hacrtpowmkax otyetoB octasum [MpoaonkuTenbHOCTbL NepepbIiBOB HYNEBOMW, Kak MnokasaHo

HUXe.

WiTepeanes Permctpupyiowme nomeLeHins
MpoACN#MTENLHOCTE NEPEPLIBOS, BRNWYAR 0beq 0:00
He CYMTaTe HapyLWEeHHEM, PAIPeLUNTE He CYMTaTh HapyLWeHHeM, PA3PeLUMTe yXoq
onoznaHue He Gonee YeMm Ha ALY paHblle He Bonee YeMm Ha N
He yYuThIBaTh HAPYLUEHNA MEHee YeM Ha 00:00 He y4uTeiBate nepepaboTEy MeHee YyeMm Ha 00:00

Mpun aTom Ha Bknagke UHTepBanbl HacTpoum O6si3amesnbHble uHmepesasnbi ¢ 8:30 o 12:00 n c
15:00 po 17:30. lMNMpu atom Paboyee epemsi aBTOMaTU4eCKM onpegenunocb kak 9 4vacos, a
Unmepeanbi dns nepepbieoes kak 3 Yaca (¢ 12:00 go 15:00), kak BUAHO HA CKPUHLLOTE.

PemcTpupyrowme nomeLLeHma Hacrpoirn omyetos

P,

NoreaenoHuK OfAzatensHele nHTEpEant: 064 00m | PaGouee epema: 094 Om | MiHTepeans: AnA nepepeisoe: 034 00m

Tenepb B HacTponkax otyetoB nonpobyem caenatb MNpoaomkutenbsHOCTbL NepepbIBOB PaBHON
1 vacy.

MuTepeans PervcTpupyiowme nomeweHna
MpoaoNAMTENEHOCTE NEPEPLIBOB, BKNWYAR obel, 01:00
He C4MTaTe HapyLEHHEM, Pa3peLwnTs He CyuTaTh HAPYLLEHWEM, PA3PELWMT YX0og
ono3gadue He Gonee Yem Ha 00:00 paHblue He Gonee Yem Ha 00:00
He yynTbiBaTh HAPYIWEHHA MEHEE YEM Ha 00:00 He yynTeiBath nepepaloTky MEeHEe YeMm Ha 00:00
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B Ttakom cnyyae O6si3amesibHble uHmMepearsibl OCTaHyTCs 6 YyacoB, a Paboyee epemsi ctaHeT 8
YacoB, NOcKonbKy 1 4ac Tenepb onpeaeneH kak nepepbliB. COTPYAHMK MOXET Yac OTCYTCTBOBaTb Ha
paboyem mecTe B ntoboe Bpemsa ¢ 12:00 go 15:00. Jonyctum, oH BeIngeT Ha o6en B 12:30, BepHeTcA
Ha paboyee mecTo B 13:00, a noToMm eLle pa3 BbingeT oTAOXHYTb B 14:15 n BepHeTca B 14:45.

PerucTpupyiowyme nomeLyeHus Hacrpoism omuetoe

NoxeseneHUK O6azarensHule MHTEpEans:: 064 00m | PaBouee epama: 084 Om | MiuTepeans! AnA nepepuigos: 034 00m

2.1.6. Cos3paHue rpacdumka paboTbl C HaKonJsieHWeM HapylweHUM Ha OCHOBe
6anaHca
Mpachuk pabGoTbl € HaAKONNEeHWeM HapyweHUMW Ha OcCHoBe OGamnaHca — Tun rpadwuka,

MO3BONAOLLMIA 3a4aThb AMana3oH BPEMEHU Npuxoaa 1 yxoaa ¢ paboyeit CMeHbI.

Honycmumoe epemsi pabombl — WHTepBar BPEMEHW, B TeYEHWe KOTOPOro COTPYAHMK MOXET
oTpaboTaTb CBOW HOpMYy pabo4yero BpeMeHW, KOTopasi ycTaHaBnMBaETCs NPW MOMOLLUM pyHKLUM
KonuuecTBO 4YacoB B Hegento, BKIo4Yasi nepepbiBbl Ha Bknagke HacTpoiku oTyeToB.

Ob6s3amerbHble UHMepeasibl — NPOMEXYTKA BPEMEHMW, B T€YEHME KOTOPbIX COTPYAHWK OOSMKEH
HaxoguTbCsi Ha paboyem MmecTe. TakMe WHTepBanbl HacTpamBakwTCcs Ha Bknagke HacTtpowku
OTYEeTOB Npu NomoLLM pyHKLMI CunTaTh ono3gaHueM Npuxopn No3xe, 4em B 1 Cuntatb yxoaom
paHblue yxoa paHblue, Yem B. [pu HapyweHun Ob6si3ameribHbIX UHMepP8asos 3af0IPKEHHOCTb
yxoauT B popmy Henorawwaemon. OgHaKko 3TUX MHTEPBANoB MOXET He ObITb, €CN OCTaBUTb B Nosne
00:00

BBOJA BPEMEHMU Hynu , B TAKOM crniyyae 3aJOfKEHHOCTb He OyaeT yuuTbiBaTbCs, a
COTPYAHMK MOXET npuxoauTb Ha paboTy B nioboe Bpemsa B uMHTepBane, 3agaHHOM yHKUMen
Hdonyctumoe Bpemsi paboTbl.

[nsa co3ganua rpacdmka paboThbl C HAKONSIEHMEM HapYLLEHUA Ha OcHoBe HanaHca:

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

3. Ha naHenu WHCTPYMEHTOB CTpaHuWLbl HaXMWUTE KHOMKY [fo6aButb. OTKPOETCs OKHO
[NobaButb rpaduk padboTbl.

4. B oTkpbliBlWEMCS OKHe B none Umsa rpadmka BBegmMTe HauMeHoBaHWe HOBOro rpaduka, B none
OnucaHue npy HEOH6XOOMMOCTM YKaXKUTE AOMNOMHUTENBHYI0 MHGOPMaLMIO O rpadmKke.

16



PyKOBOﬂ,CTBO norib3oBatend

5. C nomowbio packpbiBatoweroca cnucka Tun rpadumka Bbibepute TMn C HakonneHuvem
HapylleHUn Ha OCHoBe GanaHca, nocsne 4ero cnpaea oT nosiss Tun rpacgpmka otTobpasmnTcs
naHens [1Hv Hepenu:

Oo6aBuTk rpacuk paboTel X
Mma rpadonka Onucaxue
Ha ocHose Bananca
Tun rpaduka NHW Hepenu
C HakonneHueMm HapylLeHWid Ha ocHoBe BanaHca MH BT CP urt nT Cb BC
HacTpoiku OT4ETOB
MomeweHne YyeT paboyero BpemMern YyeT Hepabo4yero BpeMedn
21 % HeKoHTPONUpyeMan TeppuTopHs
= ¢t Xonn
- M Momewexue 1 h

6. Ha naHenu pacnonaratoTCS KHOMKKW, COOTBETCTBYyKOLME [OHAM Heaenwu. BbiGepute aHw,
asnaowmecs padbounmum.

7. Tepengute Ha BKNagky Peructpupylowme nomeweHus. B pabouen obnactm Bknagku
yCTaHOBUTE PIAXKN Yy NOMELLEHWI, B KOTOPbIX B COOTBETCTBUM C CO34aBaeMbiM rpacomKom
OypeTt BecTuCb y4yeT paboyero n Hepabodero BpeMeHN.

8. [lepengute Ha Bknagky HacTponku oTyeToOB M HACTPONTE NapaMeTpbl COCTaBNEHNSI OTYETOB
0 AncumMnnvHe Tpyda no HOBOMY rpadouky.

Bwuao Bknagku:

Nono#UTENBHOrO Danadca 3a nepuog pacyeta 00:00 Cumtatb Ono3gaHWeM Npuxod nosxe, Hem B
(mecay)

PerncTpupyoLMe NoMeLLeHns

MpoAoM#UTENBHOCTL NEPepsIBOB, BKNtoyas obeq:  00:00 Konu4yecTeo 4acoB B HEAENH), BKNYaA nepepeieel | 40:00

Oonyctumoe Bpema pabotel ¢ 00:00 no 2359 CYMTaTh YXOA0OM PaHbLLUE YX00 PAHbLLE, YEM B 00:00

MaKkcrmManbHo JonycTUMasa BENWYUHE

00:00

OnemeHTbl BKNagku:

MpoponmkutTenbHOCTL NepepbiBOB, BKO4YaA oben — B TevyeHMe 3TOro 3agaHHOro
BPEMEHM COTPYAHWK MMEET MpaBO OTCYTCTBOBATb Ha paboyem mecTte. Ecnn coTpyaHuk
OTCYTCTBOBas1 MeHblLUEe 3a[4aHHOr0 BPEMEHWN, OHO BCe paBHO OyaeT BblMTEHO M3 obuiero
paboyero BpemeHun. Ecnu Gonblue — npeBbIleHHOe BpeMs nonaeT B HapyweHusa n byget
OTpaXeHo B oTyeTe «Hapywumenu» noapasgena «Omyemsi o QUCUUNIIUHEY.
KonuyectBo 4acoB B Hepgento, BKO4YasA nepepbiBbl — ob6Las NpoaomKUTENbHOCTb
BpemMeHn 06s13aTenbHOro NPUCYTCTBMSA COTPYAHWKA Ha paboTe, BkYas nepepbiBbl. Ecnu
COTPYAHWK MPUCYTCTBOBaN Ha paboyemM MeCcTe MeHblue yKa3aHHOro KonmMyecTBa 4acos,
HapyweHne oTpasuTca B oTyeTe «Hapywumenu» nogpasgena «Omyembl o
ducyunauHey.

e [lonycTumoe BpeMsi paboTbl C... NO... — B 3TOT NPOMEXYTOK BPEMEHU COTPYAHUK MMeeT

npaBO HaxoOMTbCA Ha TeppuTopuMM npednpusaTtus. [aHHaa HacTpolka sBnsdeTcs
obs3aTtensHomn.

CuutaTb yXO0AOM paHblle yXo4 paHblue, YeM B... — ECNN BpeMs yxoda COTpyAHWUKa C
paboTbl MeHbLUe YyKa3aHHOro, OHO OTpasuTCcsa B oT4yeTe «Hapywumenu» nogpasgena
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«Omyemsi no ducyunnuHey. aHHasa HacTponka HE aBnseTca ob6a3aTensHOMN.
MakcumanbHO gonycTumas BefiM4YnHa NonoXxuTenbHOro 6anaHca 3a nepuopa pac4yerta
(MecsAL) — C NOMOLLbIO 3TON HACTPOWMKM MOXKHO OTpabaThbiBaTh HApYyLUEHUSA Hanepesn, TO eCTb
39TO MaKCUManbHOE KONMMYECTBO BPEMEHWU, KOTOPOE COTPYAHMK MOXET HaKonuTb Ais
oTpaboTkM nocnenyLwmx HapyLweHuin. [lonyctum, COTPYOHUKY HYXXHO 6yaeT 20 mast yntu ¢
paboThl Ha Nonyaca paHbLUe, B TaKOM Cryvae OH MOXET NPUXoO4UTb Ha paboTy paHbLue (Mnu
yxoauTb ¢ paboTbl No3xe) B flonycTtumoe Bpemsi paboTbl B ntobble AHM Ao 20 mas, Hakonve
Taknm obpaszom Heobxoammble nonyaca Anga AOCTUXKEHUA HyneBoro 6anaHca.

CuutaTtb ono3gaHueMm NpUMxoAd Nosxe, Yem B... — €CNU BpeMsi Npuxoga COTpPyAHMKA Ha
paboTy Oornblue ykasaHHOro, OHO OTpas3uTCa B OT4eTe «Hapywumernu» nogpasgena
«Omyemsi no ducyunauHey. aHHasa HacTponka HE aBnseTca ob6a3atensHON.
llpumeyaHue:

Mpw NoObIX HAPYLLEHUSAX 3a40MKEHHOCTb YXOAMT B hopmaT HemnorallaemMoi B TOM Crnyvae,
€CNN  HapyLUeHWs BbIXOOAST 3a npefenbl ycTaHOBMNEHHbIX B HacTpokax oTyeToB
nHTepBanoB. Henorawaemble 3a40MKEHHOCTU Henb3s oTpaboTaTb M MOXHO MOracutb
TONbKO onpaBaaTenbHbIM JOKYMEHTOM.

9. Haxmute kHonky CoxpaHuTtb. OkHO [lo6aBneHune rpacpuka paboTbl OyaeT 3akpbiTo. HoBbIN
rpacouk 6yget nobasneH B pabouyto 06nacTb BKNagku nogpasgena.

Ona ny4vywero NOHMMaHUA paboTbl C AaHHLIM TUNOM rpacduka peKoMeHAYEeM O3HAKOMUTbLCS

Cc npuMmepom:

Honyctnm, y Hac ecTb COTpyaHWK, paboTawwmi natb AHEW B Headento. YcTaHaenvBaem
MpoaonmkuTenLHOCTbL NepepbLIBOB, BKMOYasa obea — 1 yac B cytkn, KonmyectBo 4YacoB B
Heeno, BKN4Yasa nepepbiBbl — 45 yacos (40 pabounx 4acoB 1 5 YacoB Ha NepepbiBbl).

PETMCTPUPYHOLIME NOMELIEHNS

MpoAOMKUTENEHOCTL NEPEPLIBOE, BKNOYAA 0fea:  01:00

Jonyctumoe Bpema paboTel ¢ | 00:00 no 23:59

MakcuMansHo JonycTMMan BenuyMHa
nonoxuTensHoro DanaHca 3a nepuod pacyera 00:00
(mecau)

KonuyecTeo 4yacos B Hegento, BkNioyas nepepbiesl | 45:00

CuMTaTh YXOOOM paHblUe yXO[ paHblue, Yem B 00:00

CyMTaTh ONO3OaHUMEM NPUXOL NOIKE, YEM B 00:00

Donyctumoe Bpemsa pab6oTtbl yctaHaenmaem ¢ 07:00 no 20:00. 1o 3HAYUT, YTO COTPYAHUK MOXKET
BbIXOAWTb Ha paboTy B ntoboe ygobHoe Ans Hero BpeMsi B 3TOM MPOMEXYTKe, Hanpumep, B
noHeaensHuk oH npuaet B 08:00 u yrnaet B 17:00, BO BTOPHUK npuaeT B 11:00 n ynaet B 18:00, B
cpeny npuget B 7:00 n ynget B 19:00 1 Tak ganee. [na coTpygHuka rnaBHoe — otpaboTaTh 3a
Hedento TO KONMMYecTBO YacoB, KOTOpPOEe yKkasaHo B HacTpovike KonmnuyecTtBo 4acoB B Hegernto,
BKIO4Yas nepepbIiBbl. B Hawem cny4vae aTo 45 4acos.

PeTMCTPUPYIOLLME NOMELIEHNA

MpOAOMAKUTENEHOCTE NEPEPEIBOE, BKMNYaA oben:  01:00

Nonyctumoe spems pabotel ¢ 07:00 no 20:00

MakcumanbHo 0onycTUMasA BENUYUHA
nonoxuTensHoroe danaxca 3a Nepuod pacyeTa 00:00
(mecsau)

KonuyecTeo 4acos B Hegento, BKMoYanA nepepeiebl  45:00

CYWTaTL YXOAOM PaHblUe yX04 PaHbLUE, YeM B 00:00

CunTaTe 0NO3gaHueM NpUXod Nosxe, Yem B 00:00

Mpegnonoxum, exegHesHo B 15:00 Ha npegnpusTUM NPOBOAATCA OYHbIE COBELLI@HMSA, HAa KOTOPbIX
HaLL COTPYOHUK OOSMKEH NPUCYTCTBOBATb. TOrAa Mbl yCTaHaBNMBaeM BpeMs B HAacTponkax Cuurtatb
yXOAOM paHblue yxoA paHblue, 4em B 1 CuuTaTb Oono3gaHMeM NMpuxod Mosxe, Yem B, U y
COTpYyAHMKa MOSABATCS ONpeferieHHble paMKu, KOTopble OH 06a3aH cobniogaTth. B Hawewm cnyyae
Tenepb COTPYOAHMK He MOXeT npuxoautb no3xe 14:30 n yxogutb paHble 16:30, 4TOoOblI He

nponyckaTb COBeLLaHNe.
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PerucTpupyiolMe NoMeLEHHS HacTpoiKu OTUETOB

MpoaonAMTENbHOCTE NEPEPLIBOB, BKNHYanA obel: 01:00 KonuyecTeo 4acoe B HeAenw, BKNYaa nepepeisel | 45:00

HonycTumoe Bpema pabotel ¢ | 07:00 no 20:00 CYWTETb YXOOOM pPaHblUe YyX04 PaHbLUe, YeM B 16:30

MakcumMansHo AoNYCTMMAR BENWYUHA
NONOXMTENLHOTO GANaHCa 33 Nepuoa PAcYeTa 00:00 Cuutate ONO3AAHUEM NPUXOA NO3KE, YEM B 14:30
(mecaw)

YctaHoBm MakcumanbHO A0NYyCTUMYHO BeNIMYUHY NONOXUTENbHOro 6anaHca pasHon 1 vacy.
Hawemy coTpygHuKy HyxXHO ByaeT B cepeamHe mecdua yntn Ha 40 MUHYT paHbLue, 4Tobbl yeneTsb K
Bpayy. B Takom criyyae oH MOXEeT B OA4MH AeHb NPUATU Ha paboTy Ha nonyaca paHbLue, a B ApYyron
AeHb YyNTM C paboTbl Ha nomyaca no3ke. Tak OH HaKOMWM CBOK MaKCUMMAIbHYK BENUYMHY
nonoxurtenbHoro 6anaHca — 1 4Yac. B cepegumHe mecsua oH yxoguT ¢ paboTbl Ha 40 MUHYT paHbLue,
B UTOre y Hero octaetcs eule 20 MUHYT, KOTOpble OH OTpaboTan 3apaHee, Tak YTO HaL COTPYAHUK
MMEET NPaBo HEMHOIO OTAOXHYTb U NPUATK Ha paboTy Ha 20 MUHYT No3xXe.

PerncTpupyollue noMeLleHna HacTpoiiku oTYeTOB
MpoACMKMTENEHOCTE NEPEPLIBOB, BKMouan oben:  01:00 Konu4ecTBo 4acoB B He[eno, BKNoYanA nepepbieal ~ 43:00

LonycTmoe Bpema pabotel ¢ 07:00 no  20:00 CuMTaTh YXOAOM PaHbLIE X0 PaHbLUE, YEM B 16:30

MaKkcuManbHo AonycTUMan BENWYMHA
nonoxUTENsHoro Danadca 3a nepuof pacyeta 01:00 CuuTaTh ONO3AaHNEM NPUXOZ, NOIKE, YEM B 14:30
(mecau)
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3. Paspgen «Y4yet paboyero BpemMeHn»

Paspen npegHasHaveH gns opraHusaumm APM cOTpyaHWMKOB, 3aHMMaloWMXCs BegeHnem Tabens
yyeTta paboyero BpeEMEHM W KOHTPONMEM AUCUMNIAUHBI Tpyaa COTPYOHUKOB NpeanpuaTus.
Mcnonb3oBaHue pasgena nos3BonsieT aBTOMATM3MPOBaTb MNPOLIECCHI COCTaBEHUs OT4yeToB 06
oTpaboTaHHOM BpeEMEHU, AUCUMNIIMHE Tpyaa u hopmmupoBaHmnsa Tabens ydeta paboyero BpemeHun
B opmate Ne T-13. B pasgene npeaycmMoTpeHa BO3MOXHOCTb [00aBfeHMs HOBbLIX TUMOB
onpaBaaTteribHbIX AOKYMEHTOB 1 AOKYMEHTOB Ha CBEPXYPOYHYO paboTy.

[nsa paboTbl pasgena Heobxoanmo, YTobbl KakgoMy COTPYAHMKY B nogpasgene «CompyOHUKuU»
pasgena «llepcoHasn» 6bIn ycTaHOBNEH rpadvk paboThbl, onpeaenstowmi ero pacnmcaHune paboTsl,
HOopMy paboyero BpemeHu, napamMeTpbl KOHTPOMS AUCUMNMAWHBLI Tpyda M MecTo paboTbl
(peructpupytoLime noMeLLeHns).

B npouecce paboTbl COTPyOHWK NpeabsBnsieT uaeHTUdUKaTop MNpu BXode M Bbixode W3
PErncTpupyoLLIMX NomelleHnin. Ha ocHoBaHMKM OaHHbIX O MPOXOAax WM YCTaHOBIEHHOro rpaduka
paboTbl aBTOMaTU4YeckM noAcYMTbiBaeTCcA pabodyee Bpemss coTpyaHuka. Bcnepgcrtsue
HEKOPPEKTHOro NpeabsBEHUS COTPYAHUKOM MOEHTUDUKATOPA BO3MOXEH HENPAaBWUIbHbIA NogcyeT
paboyero BpemeHW. KOHTpoNb M KOPPEeKTMpOBKa MOAOOHbLIX Cry4yaeB oOCyLlecTBnsieTcs B
noapasgene «XypHan ompabomaHHO20 8pPeMeHU».

[lNa KOHTpoOns TPYAOBOW AUCLMNIMHBLI COTPYAHMKOB MCMONb3yTCA noapasgens «Omyemsl no
ducuunnuHe», «Omyemsi» n «Bpems npucymcmeusi». K HapyLLeHWsSIM TPYLOBOW AUCLUMNIIVHBI
OTHOCSITCA HesIBKa, ono3gaHue, Bbixo B TeYeHNe paboyero AHsi, yXoa paHbLue.

B cny4yae HapyLeHnst TpyA0BOW AUCUMMIMHBI COTPYAHUKY AOMKHBI 0OPMNATHCS OnpaBAaTenbHble
OOKYMEHTbI, YyKasblBawolme p[aTy W NpOAOIKUTENbHOCTb HapyleHus. 3a nepepaboTky
0POPMIIAOTCA AOKYMEHTbI Ha CBEpXypouHyto paboTy. [okyMeHTbl MOryT ObiTb OOpMIMEHbI B
nogpasgene «XypHan ompabomaHHo20 epemeHu» wnn «CompyOHuku» pasgena
«lMepcoHan». [lpn HeobGXOQMMOCTM HOBble TWMbl [OKYMEHTOB CO34aloTCcas B nogpasgene
«OnpasdamenbHble QOKyMeHmMbI». B nogpasnene «BbidaHHbIe QOKYMeHmMbI» B BUAE Crncka
npeacTaBneHbl BCe AOKYMEHTbI, BblAaHHbIE COTPYAHMKaM BbIGpaHHOro nogpasaeneHus.

3.1. Nopapaspen «XXypHan oTpaboTaHHOro BpeMeHn»

Mogpasgen npegHasHadeH And cosgaHus otyeTa O paboyeM BpemMeHuM COTPYOHUKOB B
COOTBETCTBMM C YCTAHOBIEHHbIMU ANs HUX rpadmkammn pabotel. OTyeT hopmumpyeTcss Ha
OCHOBaHWM AaHHbIX O npoxogax coTpygHukoB 4Yeped KIM. Ona yyeta oTpaboTaHHOroO BpeMEHU
COTPYyOHMKa WCNOMb3YKTCA MNEepuoabl €ero HaxoxgeHus Ha paboTe, onpegensieMble napamu
nocrnegoBaTtesnbHblX  cobbITMA  "Bxog" — "Bbixog". B cnyyae  HapyweHuin — gaHHOR
nocnegoBaTtenbHOCTM COObITMM B OAWH W3 gHen paboyero rpadmka (Hanpumep, ABa
nocnegoBaTenbHbIX BXO4A B PEMMCTPUpPYIOLLEee NOMELLEHNE UMW BbIXOAA U3 HEro, TONbKO OAWH BXO4,
UM TONbKO OAMH BbIX04), 3TOT A€Hb OTMeYaeTcs B cTonbue otyeTa TpebyeTca KOppeKTupoBKa
npoxoaoB..

CTpaHuvua nogpasaena uMeeT CriefyoLuii Bua;

Yuér paboyero BpemeHn PERCo-WEB A Momows admin & Bexon @
ypnan otpaBoTanHore BpeMeHn OnpaegaTensHeIe QOKyMEHTE Qopmupoakue Tabena QOTueTsl No gUCUMNNHE
E Mepuon 2020-06-18/2020-06-25 CuMTate 33 YKa33HHBIA Nepuon Moopasgenexue rMouck

A CotpyaH TabenuHel HoMep Hon#HocTs

s e - g

AnefHurosa Eerenua 51 Annapatyuk SKOHOMUYECKMA 45:00

Anernepoe ApTyp 52 Annapatunk- nM-ny @ 45:00

Anekcanaposa Enena 53 Annapatuuk WcTopuyeckuit 45:00

Anexcangposwy Onua 54 Annapatuuk BLUM 45:00

1. TlaHernb UHCTPYMEHTOB CTpaHULbI:

. CoenaTtb nepepacuyeT — KHOMKa MO3BONSET MNPOM3BECTU NepepacyeT paboyero
BPEMEHW COTPYAHMKOB.
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o PaclwumMpeHHbIn MOUCK — TMO3BOMSET MNPUMEHUTb UIILTP K  SfieMeHTam,
oToOpaxkaembiM B paboyen 0b6nacTn CTpaHuLbl.

o [dononHuTenbHO — KHOMKa MO3BOMSET OTKPbITb MEH KomaHa pAns Bblbopa

JOMOSNTHNTENbHbIX OEeNCTBUN:

— Mevatb TaGnMubl — MNO3BONSET MPOM3BECTU MNeyaTb OaHHbIX U3 paboyen obnactu
CTpaHuLpbl.

— JKCnopT — MO3BONSIET COXPaHUTbL OaHHble paboyer obnactu B hann 3MEKTPOHHbIX
Tabnuy ¢ BbIGpaHHbIM paclUMpPeHNEM.

— Copocutb punbTpbI — No3BoNsieT cOpocuTb BCe hunbTpbl paboyen obnactu.

— MMapameTpbl 0TOGpaxXeHUs Tabnuubl — NO3BONSET OTKPbITb LONONIHUTENBHOE OKHO AnNst
BblOOpa cTonbuoB, oToOpaxaembix B pabo4den 0bractn cTpaHuLbl.

. HacTpoiiku oTyeTa C 3a40/MKEHHOCTAMM — KHOMKA MO3BOSISIET HACTPOUTb OTYET,
BblOpaB crneayoLlne oencTeums:
— Pac4yeT ¢ ypaneHMem cocTaBHbIX AOKYMEHTOB — MO3BOSISIET NPOMU3BECTM pacyeT,
yoanue OOKYMEHTbI, ChopMMpoBaHHbIe BCeacTBUE NoralleHnst 3a[0MmMKeHHOCTeN;
— MokasaTb TONbKO COTPYAHMKOB C 3aAO0JDKEHHOCTSIMM — TMO3BOMSIET 0TOOPas3nTb
CMMUCOK COTPYAHMKOB, 32 KOTOPbIMU YNUCHIATCS HapyLUEHUS.

o 3ap0MmKeHHOCTH — KHOMKa OydeT akTMBHa B TOM Criy4Yae, ecrniv y COTpyAHMKa umeeTcst
3adomkeHHocmb unn Hernozawaemasi 3adomkeHHocmbs. Na noraweHnst 3a40imMKEHHOCTH
HeobxoaumMo BbIGpaTb COTPyAHMKA W HaxaTb KHOMKY 3afofKeHHOCTW, 3aTeM B
OTKpbIBLLEMCS OKHe B cTonobue Moracutb 3aA0MKeHHOCTb OTMETUTL HeobxoauMble aaThl,
BblOpaTb TN AOKYMEHTA C NOMOLLbIO BbiMaZatoLero cnnucka B N€BOM YacTu OKHa U HaxaTtb
kHonky MoracuTb 3af0MKEHHOCTb.

o — KHOMKa MO3BONSAET OTKPbITb MaHenb KaneHaaps ANA BBOA4A AaTbl Havana u KoHua
nepuoga, 3a KoTopbi 6yayT oTtobpaxaTbcsa cobbiTusi B paboyen obnactu. YcraHoBreHHast
Aarta otobpaxkaeTcs B nore crieBa OT COOTBETCTBYHOLLEN KHOMKW.

e [lone NogpasaeneHune — KHomMka cnpasa OT Mons NO3BoNseT BbiOpaTh NoapasaeneHme,

COTPYAHUKM KOoToporo GyayT otobpaxatbcsa B paboyeit obnactu cTpaHuubl. KHomka
COpocuTtb ouuLLaeT none.

e [lone Mowuck — KHomMka crnpaea OT nons No3BOonsieT NPOU3BECTM MOWUCK MO 3NeMeHTam
cTon6buoB B paboyeit obnacTtu cTpaHuLbl. KHonka X C6pocuTh ouuLLaeT none.

Pabouasi o6nacTb CTpaHWLbl COAEPXKUT CMMCOK COTPYAHWUKOB NoapasaerneHnsi, BbiIopaHHoro Ha
NaHenu MHCTPYMEHTOB CTpaHuubl. [Ns Kaxaoro coTpyaHuka npeacTaBneHbl AaHHble yyeTa
paboyero BpeMeHU 3a ykasaHHbI Ha NaHenu MHCTPYMEHTOB nepuoA. [JaHHble oTobpaxaroTcs
Ansi cOTpygHMKa 3a Becb Mnepuog unu 3a BbiOpaHHbIN AeHb. [eTanbHas wvHdopmauus o
paGoyeM BpeMeHM No KaxkaoMy AHI0 AOCTYMNHA B BUAE pacKpbIBAOLLErocs Cnvcka npu HaxaTum
Ha BbIOPaAHHOro COTpyAHMKA.

lpumeyaHus:

—Mpn HaxaTuM Ha CTpoOKe C [OaHHbIMM 3a OeHb OTKpoeTcs OkHO [lepemelyeHus
COTpyAHMKa C MHopMauuen o npoxodax COTpyAHMKA 3a 3TOT OeHb C BO3MOXHOCTbIO
NCKIMIOYEHMA Kaxkaoro npoxoaa ns pacyeta paboyero BpeMeHu. B okHe Takke cogepxuTcs
KpaTkas WHgopMaumss O COTpyAHMKE M O(OPMIEHHBLIX €My Ha BblOpaHHbI OeHb
onpaBaateribHblX AOKYMEHTax, C BO3MOXHOCTbO A006aBfeHns HOBbIX LOKYMEHTOB M3
CrpaBOYHUKa M yaaneHus obaBneHHbIX paHee.

— Mpwn HaxxaTum Ha CTPOKe C AaHHbIMM 3a AeHb B cTonbue Mpadmk paboTbl OTKPOETCHA OKHO
C MHGOpMaUMEN 0 NnapameTpax yCTaHOBMEHHOIO COTPYAHUKY rpadouka paboTsl.

B pabouyen obnactn gocTynHbl cnegyowme ctondubl AaHHbIX:

e [pucytcTBMe — BpeMSA HaxXOXOEHUA COTpyaHUKa Ha paboyeM MecTe He3aBUCMMO OT
YCTaAHOBMEHHOro Ans Hero rpadguka pabotbl. Ecniv gna rpadumka paboTbl COTpyaHUKa
YyCTaHOBIIEH (PraXoK y napameTpa YuuTbiBaTb TOJNIbLKO NepBbiA BXOA WU MOCReaHun
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3.1.1.

BbiXxoA, TO B cTonbue OyaeT ykasaHo Bpemsi Mexady NepBbiM BXOAOM B peructpupyoliee
nomeLLeHre 1 NocrneaHUM BbIXOAOM U3 HEro 3a KaneHAapHbI AeHb.

Pa6ouee Bpems — 3aperncTpyupoBaHHOE BpeMsi, B TEH4EHNE KOTOPOro COTPYAHWUK HAXO4MICs
Ha paboyeM MecTe B COOTBETCTBUM C YCTAHOBMEHHbIM ANl Hero rpadmkomM paboTbl U
BbIMOJHAN CBOW TPYAOBble 06A3aHHOCTW.

lMpumeyaHue:

Mpn co3gaHun BpeMeHHOW 3amMeHbl MOXET BO3HUKHYTb CUTyauus, Korga COTPYAHMKY,
paboTatowemMy no HegenbHOMY rpadmky paboTbl, CO34aeTcs BpPEMEHHas 3aMeHa C
NCNonb3oBaHMEM CMEHHOro rpaduka. B atom cnyvyae Heob6xoaumMo, 4YTOObI KONMYECTBO
OHEeNn BPEMEHHON 3aMeHbl ObINI0 KpaTHO KONMMYECTBY AHEN CMEHHOro rpaduka, nHadve
nocrneaHas CMeHa okasblBaeTCs He3aBepLUEeHHOW, BCeACcTBUe Yero Angd Hee BO3HUKaeT
owmbka pacyeta paboyero BpemeHu. Takke Heobxoanmo, YToObl [laTa HaYana cMeHbl
CMEHHOro rpaduka, Ucrnonb3yeMoro Ans co3fgaHus BpeMEeHHOW 3aMeHbl, coBnagana c
JaTon Ha4Yana camon BpeMeHHOW 3aMeHbI.

OTcyTcTBME — BpeMsi OTCYTCTBUS COTPyAHMKA Ha paboyem MecTe B HapylueHue
YCTaAHOBMNEHHOrOo 41151 Hero rpaduka paboTbl.

3a[0MmKeHHOCTb — BPEMS BCEX HapyLUEHW COTPyAHMKa (HesiBKa, ono3gaHue un T.4.), He
BbixoAdulee 3a npefenbl UHTEPBanoB, HACTPOEHHbIX Ha Bkrnagke HacTpowku ot4veToB
YCTaHOBIIEHHOrO ANs COTpyAHWKa rpaduka paboTbl.

Henorawaemas 3aAoMmKeHHOCTb — BpPeEMS BCEX HapyleHun CcOoTpyaHuKa (HesiBKa,
onosgaHue u T.4.), Bbixodsulee 3a npedenbl WMHTEPBanoB, HACTPOEHHbIX Ha BKMaake
HacTpoWnkn oT4eTOB YCTaHOBMNEHHOrO AN1S COTPYAHUKa rpaduka paboTbl.

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

MNepepaboTka — Bpewms, MpeBbiaowee HopMmy paboyero BpeMeHW. TO eCTb Bpems,
NpoBeAEeHHOEe COTPYAHWKOM Ha pabovyem mMecTe BHE 00s3aTenbHOro BpeEMeEHU paboTbl n
BPEeMEHW 3anfnaHUpOBaHHbIX COrMacHoO rpaduky paboTbl NepepLIBOB.

BanaHc oTpaboTaHHOro BpeMeHu — pasHuua Mexagy BpeMeHeM NpUCyTCTBUSA U CYMMOW
obs3aTenbHOro BpemeHun paboTbl M BpEMEHW 3anfiaHNPOBaHHbIX COrnacHo rpaduky paboThbl
nepepbiBOB (T.e. BpPEMEHeM, onpeaerneHHoM B rpaduke paboTbl OT Hayana nepBoro
nHTepBana paboTbl 4O KOHLA NocnegHero HTepeana unv BpeMeHeM eQuHOro MHTepeana).
Hyneson wnu nonoxutenbHbli GanaHc oO3HavaeT, 4YTO COTPyAHMK oTpabotan Hopmy
BpemeHn 3a nepuog. OTpuuatenbHbin GanaHC nokasbiBaeT, YTO Yy COTpyAHWMKA €eCTb
HapyLeHnsa (ono3aaHnsa UnNu paHHe yxoabl).

OnpaBpaTtenbHble OOKYMEHTbl ¢ AobaBneHuem paboyero BpeMeHU — CyMMapHoOe
Bpemsi, yka3aHHOe B 0(DOPMIIEHHbIX OonpaBaaTenbHblX JOKYMEHTaX.

[oKkymeHTbI 6e3 fo6aBNeHUs BpeMEHMU.

Mpadumk paboTbl — HaumeHoBaHWe rpadouka paboTbl COTPYAHMKA.

Ownbkn — B cTonNbLE 3HAYKOM A otveuens! OHW, ONs1 KOTOPbIX TPEDyeTCa KOPPEKTMPOBKA
AaHHbIX O npoxodax. Bo3HWKHOBEHME TakoW CUTyauun BO3MOXHO, €CriM COTPYAHWK Mpu
BXO[€ USN BbIXOAE B NOMELLEHME, ABASIOLWMMCS ANA HEro PErMcTpupyoLnM, He NpeabaBun
noeHtTngukatop. To ecTb B 3TOT AeHb uMeeTcd xoTd Obl ogHa HenomHasi napa
nocnegoBaTterbHbIX coObITUNM "BXxoA"-"BbIX0oA".

OkHo «[MepemeLueHUst COTPYAHUKaA»

OkHo I'Iepemeu.l,eva COTPYAHUKA 3a ... OTKpbIBaeTCa And Bbl6paHHOFO COTpyOHUKa Npu HaXaTtun
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Ha CTPOKY C AIdHHbIMW 3a AEHb N UMEET CJ'IGLI,yIOUJ,I/IVI BUAO:

MepemelwweHnna coTpyaHUKa 3a 28 AaHBapa 2019 roga. X
Ocran Epems npoxoga Beixog M3 Bxog 8 YYaCTEYeT B pacyera
CepacdumoBHY
2018-10-01 09:29:00 HexouTponupyeman [lomewexwe ans
FpnGoegos
i
= 2018-10-01 18:00:00 Momewexne ana HexouTtponupyemas
MNoapasgenexnwe:

AOMUHUCTpALHA .@
f DomKHOCTE: TEXHUK @
Mpoxoasl:
Bce

PerucTpupyioLLne @

D @

1. MaHenb kpaTkon uHopmaumm o coTpygHuke. Cogepxnt PUNO coTpyaHuka, doTorpaduto,
nogpasgeneHne n SomKHOCTb.

2. Peructpupyowme / Bce — nepeknioyaTtens Bbibopa Tuna MOMELLEHUMIA, NPOXOAbl 4vepes
KOTOpble 0OTOBpaxaloTca B CNUCKe NPOXOA0B 3a A€Hb.

3. Cnuncok npoxogoB 3a BbibpaHHbIM AeHb. B ctonbue Y4yacTByeT B pacuyetax 3HA4okK
yKasblBaeT Ha TO, YTO MPOXo y4uTbiBaeTca npu pacyeTe paboyvero BpemeHu 3a feHb. [Ons
WCKITIOYEHMUS U3 pacYETOB HAXXMUTE Ha 3HAYOK JIEBOI KHOMKOW MbIlLK. B cnncke oTobpaxkaeTcs
1000 nocnegHMx Npoxonos.

BHumaHue!

* % YTob6bl [06aBUTL / NCKMNIOYMTL M3 pacyeTa npoxon, NpenBapuUTEnbHO NEPEKIYUTE TUM
nomeweHnn Ha Pernctpupyrowme B neson vactn okHa. Ecnm BeiGpaH Tvn Bee, pacuet
paboyero BpeMeHn MoXeT 6bITb NpOM3BEeAEH HEKOPPEKTHO.

4. KHonka OnpaBpaaTenbHble AOKYMEHTbl MO3BOMSIET OTKPbITb HOBOE OKHO ANnsi paboTbl C
onpaBgaTenbHbIMM OOKyMeHTamu. B paboyeii obnactm okHa oOTOGpaxkaeTcsi CrnMcoK
onpaBaaTenbHbIX JOKYMEHTOB, 0DOPMIIEeHHbIX COTPYAHUKY Ha BbIOPaHHbIA AeHb:

OnpaBgaTeneHele OKYMeHThI - Tpuboegos Octan CepacdhumoBMY N
14 OnpaegatensHeId nvs - 4 nHA 2019-02-04 2019-02-24 2019-02-28
12 OnpaegatensHedi BM/5 - 13 g4A 2019-02-04 2019-02-04 2019-02-17

OKHO coaepXXnUT creaytoLimne KHOMKK:

o [o6aButb — KHOMKa no3BonseT OPOPMUTL COTPYAHWUKY HOBLIN OnpaBhaTesibHbIN
OOKYMEHT UM AOKYMEHT Ha CBEPXYPOUHYHO paboTy.

e [0 PepaktupoBaTb — KHOMKa NO3BOSSIET U3MEHUTb AaHHble AOKYMEHTA, BblAeNEeHHOro B
Cnuncke JOKYMEHTOB.

° Ypanutb — KHOMKa No3BonseT yOannTb AOKYMEHT, BblOEMNEHHbIN B CNUCKE OOKYMEHTOB.

5. KHomku 3akpbiTb U 3aKkpbiTb M MepecyuTaTb MNpefHa3Ha4yeHbl A8 Bbixoda W3 OKHa
lNMepemelleHus coTpyaHUKA.
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3.2. MNoppaspen «OnpaBaaTenbHble AOKYMEHTbI»

Moppasgen npegHasHadeH ans:
e [lobaBneHuss HOBbIX TUMOB onpaBAaTefibHbIX [JOKYMEHTOB, AOKYMEHTOB Ha CBEPXYPOYHVYIO
paboTy 1 06 BbACHUTENbHbIX.
¢ /I3meHeHuss napamMeTpoB 1 yaaneHust TUNOB JOKYMEHTOB, OOGaBNEHHbIX paHee.

llpumeyaHue:

Y OnpaBpaternbHble AOKyMEHTbl MOryT ObiTb [Jo6aBreHbl COTPYAHWKY B nNoapasgene
«CompyOHuku» pasgena «llepcoHan» B none [OononHuTenbHble QYHKLUKU-
OnpaBpaTtenbHble OOKYMEHTbl Y4YeTHOMW KapToukum coTpyaHuka. Ha  Bknagke
oTobpaxatoTcs Bce onpaBaaTefibHble JOKYMEHTbI, OPOPMIEHHbIE COTPYOHUKY.

Moagpasgen cogepxuT Bknagku: OnpaBaaTenbHble, CBepxypouHble N OGBbACHUTENbHbIE,
npeaHasHavyeHHble Ans paboTbl C 4JOKYMEHTaMM COOTBETCTBYIOLLMX KAaTErOPUNA.

CTpaHVILI,bI BKNagoK MMEIOT CXOXMIA BUA U nopsaaokK paGOTbIZ

VueT pabouero BpeMeHi PERC

JHyp=an oTpatioTaHHOM BpemeHi ONPaEsIETENsHLIE J0KYMEHTS! TopaupoBanne Talens OT4eTs! N0 aucumAnvHE

CeepxypodHbie OOBACHUTENEHSIE

YUET paGoyero BpeMeHu : @ @

KowTpons focTyna

Bepuchuraima EpemA SuMHy#¥QeHHOM ne 22 Her

BPeMA npUoCTaHOSKH H2 < Her ‘@

Bpema NpocToA No BuHe BN 33 Her

Boema NPOCTOR NO ButHe A0 70 Her

S
- C
@
L]

BpemA NpOCTOR No HN 3

BoliOaHEe QHM B 26 Her B raneHgapHiix QHAx

42

=]
-

30 zaniced |20

1. TllepekntoyaTens BbiOOpa BKIaakM nogpasgena:

e OnpaBpaTtenbHble — BKNagka cCogepXXUT CMUCOK NCNONb3yeMblX TUMOB onpasaaTefibHbIX
OOKYMEHTOB.

e CBepxypouHble — BKNagka COOEPXWUT CMUCOK MCMNOMb3yeMblX TUMOB AOKYMEHTOB Ha
cBepxypouHyto paboTty. Bpemsi cBepxypouHOn paboTbl yYMTbIBAETCHA MpU COCTaBIIEHUMU
«Tabensa yyuema paboyezo epemeHu» B popme Ne T-13 B nogpasgene «PopmupogaHue
mabens».

e OGbBbACHUTENbHbIE — BKIaZAKa COOEPXNUT CMMCOK OO bACHMTENBbHbIX, KOTOPbIV NepeaaeTcs
B bBuometrpuyeckmun TepmumHan ydeta pab6o4yero BpemeHun PERCo-CR11. B
WHTepdence KOHTpomnmepa M3 CO34aHHOMO paHee cnucka OOBbACHUTENbHbLIX €eCTb
BO3MOXXHOCTb BblOpaTh NpUYMHY (06 bSACHUTENBHY) 0NO3AaHus, OTCYTCTBUS U T.4.

2. TlaHenb UHCTPYMEHTOB CTPaHULbI:
. [o6aBuTb — KHOMKa No3BonsdeT 406aBUTb HOBLIN TUM JOKYMEHTA.

e [ PepaktupoBaTb — KHOMKa MNO3BOMSE€T W3MEHUTb NapamMeTpbl Ans LOKYMEHTOB
BblAeneHHoro B paboyer o6nacty cTpaHuupbl Tuna.

o Yaanutb — KHOMKa NO3BONSAET yAanuTb TUM LOKYMEHTOB, BblAENEHHbIN B paboyen
obnacTtu cTpaHuubl.

3. Pabouvas 0bnacTb CTpaHuULbl COOEPXUT CNIMCOK AOKYMEHTOB. [1pu nepsom 3anycke B paboyen
obnactu Bknagok OnpaBpaTenbHble 1 CBEepXYyPOUHbIe COLEPKUTCA CNUCOK AOKYMEHTOB,
NO YMOMYaHWIO MCNonb3yemblX Npu cocTaBneHun «Tabens ydema paboyee2o epemeHu u
pacyema oririamsi mpyoay.
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llpumeyaHue:

¥ B pabouein obnact peanu3oBaHbl (OYHKLMM COPTVMPOBKM MO 3fIeMEHTaM OJHOro M3
CTONGLOB U MBMEHEHUS LUMPUHBI CTONOLIOB.

3.2.1. [No6GaBneHne HOBOro TMnNa AOKYMEHTOB
[na npobaBneHns HOBOro TUNa OKYMEHTOB:
1. Wcnonb3ys naHenb HaBurauuun, nepenguTte B pasgen @ «Yyem paboye20 epeMeHU».

2. OtkponTe nogpasgen «OnpaedamesibHblie QOKYMeHMbI».

3. lMepengute Ha BKknagky OnpaBpartenbHble NN CBepxypouHble (BblIOOp BKIAgKM 3aBUCUT
OT TMna gobaBnsiemMoro JoKyMeHTa).

4. Haxmute KHOMKY [Jo6aBuTb Ha nNaHenn UHCTPYMEHTOB cTpaHuubl. OTKPOETCH OKHO
[o6aBuTbL HOBLIN AOKYMEHT (BMO OTKPbIBLUErOCS OKHa 3aBMCUT OT Tuna gobaBnsiemoro
AOKYMeHTa):

OoGaBHTE HOBLIA OOKYMEHT X AoEaABMTE HOBBIA OOKYMEHT X
Hazeasme nocymenta Hazgamie goxymenTa

3abein NpomyC Faborta e npazgsnm
CopTuposxa Coptwpoaxa
Kog gorymenTa ByvpesHem Koa gonymenta ByvBeHHsm
Koa aoxyMeHTa YMCnoBson Kog goxymeHTa uncnoson
OoGapnTe & pabouyeny BpameHy CeepxypouHse B NPALAHHYHEE | BEOI0OHEE QHM
Cnocob noumcnexns

A UM OHAX

e CopTupoBKa — nosne no3BonseT yCTaHOBUTb NPUOPUTET AOKYMEHTa Mpu copTuposke. Yem
MeHbLUEe HOMep, TEM BblLLE JOKYMEHT B CNUCKE.

e [lo6aBuTb K pabouyemy BpeMeHU — PacKpbIBaIOLLMIACA CMMCOK NO3BONSET BbIGpaTh 04HO 13
cnegyoLwmx 3Ha4YeHu:

— Het - Bpems, ykasaHHOe B [OoKymeHTe, He pobaBnsieTcA K pabovemy BpemeHu
COTPYAHWKA, HO Npy 9TOM hamunms coTpygHMKa He nonagaeT B oTyeT «Hapywumernuy
nogpasgena «Omyemasi Mo QUcYUNIUHey;

— [Job6aBuTtb — BpeMms, ykasaHHOe B [OKymeHTe, fobasnsertca Kk paboyemMy BpemeHu
coTpyaHuka. B aToM cnyvae yuntbliBalOTCA TONbKO pabouyve AHu, T.e. Ans napameTpa
Cnoco6 ucuncneHus JOCTynHO 04HO 3HadYeHne B paboumnx gHAX.

e Cnocob ucuncneHusi — packpbiBaOLWUACA CMMUCOK NO3BOMSET yKa3aTb, Kakue OHU U3
nepuoga BpeEMEHW 3adaBaemMoro OoKymeHTom OyayT Bknwoyatca B «Tabenb ydema
paboyezo gpemeHu». [IoCTyNHbI cneayoLimne BapuaHThbI:

— B pabouunx gHax — B Tabene 6yayT yuTeHbl TOMNbKO paboyne aHu;

— B kaneHpapHbIX AHAX, BKNOYas npasgHUMYHble AHN — B Tabene 6yayT yuTeHbl BCe AHU
nepuoaa;

— B kaneHpapHbIX OHAX, UCKNOYaA Npa3aHUYHbIe AHU — B Tabene ByayT yyTeHbl BCe
AHW KpOMe yKa3aHHbIX Kak npasgHudHble Ha Bknagke Mpa3pgHuyHble AHWM noapasgena
«Mpaghuk pabomsbi».

e CBepxypo4Hble B Npa3gHUYHble U BbIXOAHble AOHM — PAaCKPbIBAIOLNACA CMMCOK
no3BonseT BblOpaTb OQHO U3 CrieayoLWwmnX 3HaYEHWIA:

— Her;

— CBepxypouHble — BpeMms, yka3aHHOe B JOKYMeHTe, ByaeT y4TeHo B criyyae, ecnv AeHb,
Ha KOTOPbIA COCTaBMEH AOKYMEHT, ABNSETCA NPa3AHUYHbIM UMK BbIXOOHbIM.
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5. B oTKpblBLLEMCS OKHE B COOTBETCTBYHOLLMX NOMAX YKaXUTE Ha3BaHUe HOBOro TuMa JOKYMEHTOB,
€ro YnCcroBon N ByKBEHHbLIN rof.

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

7. Haxmute kHonky CoxpaHuTb. HoBbI TN gokymeHTa byoet nobaeneH B paboyyo obnactb
CTpaHUUpbl.

3.2.2. Co3aaHue HOBOM OObLACHUTENIbHOMN
[ns co3gaHnsa o6 bACHUTENBHOMN:
1. Wcnonb3ys naHenb HaBurauuu, nepengurte B pasgen @ «Y4yem paboye20 epeMeHU».

2. OtkponTe nogpasgen «OnpaedamesibHblie QOKYyMeHMbI».
3. MNepengute Ha Bknagky O6bACHUTENbHbIE.

4. Haxmute KHOMKy [Jo6aBuTb Ha naHenn WHCTPYMEHTOB CTpaHuubl. OTKPOETCS OKHO
[o6aBUTb HOBbLIN JOKYMEHT:
Oo6aBNTE HOEBIA OQOKYMEHT X
HazeaHwe
COXPAHWUTL

5. B OTKpPbIBLLUEMCS OKHE YKaXUTe Ha3BaHWe HOBOro OKyMeHTa (06bACHUTENLHON).

6. Haxmute kHonky CoxpaHuTb. HoBbI AOKyMeHT (o6bscHuTenbHas) O6yneT gobasneH B
pabouyto 061acTb CTpaHULbI.

3.3. MNoppaspen «®opmupoBaHue Tabensi»

Moapasgen npegHasHadeH ansa popmupoBaHna « Tabens yyeta pabodero BpemeHn» oopmbl Ne T-
13. Tabenb hopmmnpyeTca No COTpyAHMKaAM OOHOrO nogpasgeneHns 3a Nnepuo, paBHbIA OQHOMY
Mecauy.

CTpaHuua noapasgena MMeeT crieayoLwnii Bua;:

YuaT pafioyero BpeMeHu PERCo-WEB Momowe admin & Boxon @

HypHan oTpabt BpEMEHHA O @ Tadena OTueTs! M0 AHCLMNNMHE

‘ m TMokazam munym  [logpasgenehme: [Mogpazaenenue | Fog: 2019 Cunrats 2a-  Becs mecay [ Mecaiy  HHeape

@ Vmpurmposamzas dopa X T-13
TlocTas: eme Tocsosscrara P9 or 3 ammaps 2004 £ Ne 1

(O yeaspiRSeE RO I R RRTT SO MEPRIEOM HeTHIE SONISRTAION 0 Y9y TRYTA X £ cmmane

Koz
Fopua mo OKV] 30100800
™ OKTIO

Howp | _ | Oreemsnuch nepmox |
e [ 2 [ w |
[ [ | ooiams | 29012019 |

OTMSTER 0 SB5AK I ESKESIR 12 PASOTY TID TN MECKIR Tpagorasn = S ‘Hegmsar 0o TerTEA

TABE]Ib
y4eTa pabodero BpeMenn

wemme] D[ 23|45 |6 7|89 |0 u|nfn]u|s]|x

Enep

i

6|17 | |n|a|n|s|x(s|6|v|s|e|n]|n

H‘H‘HH|X 0 | | | ‘ | ‘ =H 20{180)|

T
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1. TlaHenb MHCTPYMEHTOB CTPaHULbl COAEPKNT:
o MepecunTtarb — KHOMKa No3BoMnsieT 06HOBUTL AaHHbIE B pabo4yeit 06nacTu CTpaHuubl.

e 120 TleyaTb — KHOMKa NO3BONSAET pacnevaraTb COOPMUPOBaAHHLIN Tabenb.

26



PyKOBOﬂ,CTBO norib3oBatend

2.

JKCNOPT — KHOMKa No3BOSISIET aBTOMATUYECKN ckavyaTb CHOPMUPOBaHHLIN Tabenb.

e [MokasaTb MUHYTbI — NpU CHATOM hnaxke BpemMs B Tabene okpyrnseTca 4O 4acoB; npwu
yCTaHOBKe dhfiaxxka Bpems oTobOpaxaeTcd B 4yacax M MuHyTax (dopmat yvd:mm). lNocne
CHATUSI NN YCTaHOBKKN dhriaxkka HeobXxoaumMo 06HOBUTL gaHHbIe Tabensi, CNOoNb3ys KHOMKY

MepecumnTathb.

o [lone MNoapaspeneHue — KHoMKa chnpaBa OT NoJis NO3BoOSISET BbibpaTh NogpasgeneHue,
COTPYOHUKM KOToporo GyayT otobpaxaTbcsa B paboyeit obnactu cTpaHuubl. KHomka X
COpocuTtb ouuLLaeT none.

¢ [lone CunTaTb 3a COOEPXKUT BhbiNagaroLnA CrUCOK:

— Becb MecsL;
— TepBylo NONOBUHY MecsALa;
— BTopylo nonoBuHy mecsiua.

e [lone MecAly — kHONKa crpasBa OT MNONA MO3BONSET YyKa3aTb Mecsl, 3a KOTOpblv
dopmunpyeTcs Tabernb.

e [lone MNop — kHOMKa cnpaBa OT MONs NO3BOMSIET yKkas3aTb rod, 3a KOTOopbIi hopMupyeTca
Tabenb.

B pabouen obnactn ctpaHuubl oTobpa)kaeTcs chopMUPOBaHHbI Tabens.

3.3.1. PopmupoBaHue Tabensa yyeta paboyero BpeMeHu

[nsa doopmmpoBaHusa Tabens:

1.
2
3

6.

Mcnonb3ysa naHenb HaBurauun, nepenguTe B pasgen @ «Y4em paboye20 epemMeHu».
OTkponTe nogpasgen «PopmuposaHue mabess».
Bbibepute nogpasgenenuns, onsi COTPYAHNKOB KOTOPOro He0bxoamMmo chopmMmpoBaTh Taberb.

[nsi 3TOro HaXXMMTe Ha NaHenu WHCTPYMEHTOB CTPaHULbl KHOMKY BbiGpaTb M3 cnucka
cnpaBa ot nons NogpasaeneHue.

C nomowbio BbiMagalwowero Cnucka ykaxmte Mecsi M rog, 3a KoTopble Heobxoammo
cchopmupoBaTtb Tabernb.

Ans dopmupoBaHus Tabens HaxXMuTe Ha NaHenu WHCTPYMEHTOB CTPaHuLbl KHOMKY
MepecuunTtatb. B paboyen obnactu ctpaHuubl byaet chopmupoBaH Tabernb B oopme Ne T13
ANns BbIbpaHHOro noapasaeneHns 3a ykasaHHbI MecsiL.

Ana neyatn Tabens HaXMWMTe Ha MNaHenM WHCTPYMEHTOB CTPaHWULbl KHOMKY Mevatb.
OTkpoeTcs cTaHOApTHOE OKHO MacTepa neyaru.

3.4. MNoppaspen «OT4YeTbI NO AUCLUNIIUHEY
I‘Iop,pas,qen npegHasHaveH Ana cocrtaBrieHnd OoT4eTOB O AncUuuniinHe Tpyaa CoOTpyaHUKOB, TO €CTb
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0 COOTBETCTBUM OTPabOTaHHOro BPEMEHW YCTAHOBMEHHbIM rpadunkam paboTbi.
CTpaHuua nogpasgena umeeT creayowmin Bua;

Y4€T paboyero speMern PERCo-WEB lonows admin ) Bexon @

Wypran otpaboTanHoro BpeMerin OnpasnarencHeie JOKYMEHTE! PP TabenA OvueTki no gucUUnniHe

TpucyTeTByOUME Ha AaHHLIA OTeyTeTayouMe cerofHa Onoznaeume cerogHA YilgAume paHklle CerogHA MNepepaboTra
Y bitil 4 Y . A

@ YEA32HHEIA Nepuoa Mepuog, 2018-12-03/2019-01-28 TofpasaeneHue TMouck

56 lpuGoegoe Ocran  Nabopatopus TexHur 0000 00:00 00-:00 00-00 00:00 36
68 Katasea TateAda  Byxrantepus EECE 00:00 00:00 00:00 00:00 00:00 36
a7 KopThesa AkHa Orgen mapeseTvsra  MeHegwep 00:00 00:00 00:00 00:00 00:00 36
VUUU-T0L1B Mupoxkora OThen npogax MeHemwep (R0 4] (VXA T} 0UU0 uuu 0o:v0 £

57 Pazymoe Cepref AgMAHKCTPAUNA [Oupertop 00:00 00:00 08:40 -15:00 06:20 35

0000-00228 HOpues Banepuit O1gen paspaonen Menemxep 00:00 00:00 00:00 00:00 00:00 36

1. TlepekntoyaTens Boibopa TMna otyeTa:

Hapywutenu — COMCOK COTPYOHWUKOB, HapyLWMBLUMX AOUCLMNNWMHY TpyAa COrfnacHo
Ha3Ha4YyeHHbIM UM rpacpmkam paboThbl B TEYEHNE YCTAHOBIIEHHOMO HAa NaHEeNn NHCTPYMEHTOB
CTpaHuLbl Nepuoaa.

MpucyTtcTBylOWMEe Ha AaHHbIA MOMEHT — CMUCOK COTPYOHWKOB, MPUCYTCTBYIOLLUMX Ha
pabounx Mmectax B TEKYLLMN MOMEHT.

OTcyTcTBYlOWME CEroAHA — CMUCOK COTPYOHWUKOB, HE BbileAWMX Ha paboTy B TEKyLLMR
paboynin geHb 1 OTCYTCTBYHOLLMX HA MOMEHT COCTaBIIEHUS OoT4eTa.

OnosaaBLluMe CerogHs — CNMCOK COTPYAHMKOB, ONO34ABLUMX K Havarny Tekywero pabo4vero
OHs.

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

MepepaboTka — CNUCOK COTPYAHMKOB, MMeOLWMX nepepaboTky 3a BbiGpaHHbIA nepuog, ¢
yKa3aHneM ee BermyuHbl.

lpumeyaHue:

MapameTpbl KOHTPOMS Pas3nUYHbIX TUMOB HapyLLEHUI YCTaHaBNMBAKTCS HE3aBUCMMO ANS
Kaxxgoro rpacuka pa6oTbl B noapasnene «Mpagpuku pabomsi» pasnena «flepcoHany.

2. [aHenb MHCTPYMEHTOB CTPaHULbI:
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PacwmpeHHbIM MOUCK — KHOMKa MO3BOMSET MNPUMEHUTb (PULTP K 3neMeHTam,
oToOpaxkaemMbliM B paboyen o0b6nacTn CTpaHuLbl.

[JononHuTenbHO — KHOMKa MO3BOMSET OTKPbITb MEH KOMaHa Ans Bbibopa
AONOSHUTENBHbIX AEACTBUN:
MeyaTb TabnuuUbl — NO3BONSAET MPOM3BECTU MNeyaTb AaHHbIX M3 paboyen obnactu
CTpaHuULpbl.
— JKcnopT — No3BONSIET COXpaHUTb OaHHble pabouer obnactu B hann 3MEeKTPOHHbIX
Tabnuy ¢ BbIGpaHHbIM paclIMpeHneM.
— Copocutb punbTpbI — No3BoNSeT cOpocuTb BCe hunbTpbl paboyen obnactu.
— MNapameTpbl oTOGpaxeHUA TabnuLbl — NO3BOMSIET OTKPbITb AOMOSTHUTENIBHOE OKHO ANt
BblOopa cTonbLoB, OTOOpaxaembix B pabo4yen o0bnactn cTpaHuULbI.

YKaszaHHbIA nepuoa — pPacKpbIBAKOLWMWACA CAUCOK OOCTYNeH Ana  OT4YeToB
Hapywwutenu, MNepepaboTka 1 no3sonsieT BbibpaTth Nepmod oTyeTa:
— Mpeabiaywiun peHsb;

Tekywan Heaens;
Tekywmn mecsu;
YKasaHHbIN nepuoa.
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— KHOMKa No3BONSAET OTKPbITb NaHenb KaneHaaps ANnd BBoA4a AaTbl Havana U KoHua
nepuvoga, 3a Kotopbi 6yayT otobpaxaTbcs cobbiTusa B paboyer obnactn. YcTaHoOBNEHHas
Aarta otobpaxkaeTcs B norne crieBa OT COOTBETCTBYHOLLEN KHOMKW.

Mone NMoppasaeneHune — KHorka crnpasa OT Nons No3BonseT BblbpaTb NogpasgeneHme,

COTPYOHUKM KOTOporo GyayT oToGpaxaTbca B pabodeirt obnactu ctpaHuubl. KHonka X
CopocuTtb oumaeT nosne.

Mone Mounck — kHormka crnpaBa OT Nonsi NO3BONSET NPOU3BECTU MOUCK MO dNeMeHTaMm
cTon6uoB B paboyeit obnactu ctpaHuupbl. KHonka X C6pocuTh ouuniaeT nore.

3. PabGouyas obGnactb noapasgena COAEPXWUT CMMUCOK COTPYAHMKOB, ANS KOTOPbIX Obinu
3ahmKCUpoBaHbl COOTBETCTBYHOLLME BbIOpaAHHOMY TUMy OT4YeTa HapylleHus. [ns Kaxporo
COTPYAHUKA OOCTYNEH B BUAE PaCKPbIBAOLLErocsi Crcka noApoOHbIN OTYET O HapyLUEHUsX 3a
KaxKbl AeHb U3 YCTAHOBMEHHOrO Ha NaHen MHCTPYMEHTOB CTpaHuLbl nepuoga.

lpumeyaHue:

Mpy HaxaTUM Ha CTPOKE C AaHHbIMW 33 [deHb OTKpoeTca OKHO [lepeMelueHusi ¢
nHgopMaUMen O Mpoxodax COTPYAHMKA 3a 3TOT AeHb C BO3MOXXHOCTbIO WCKIOYEHUS
Ka)kaoro npoxoga u3 pac4yeta paboyero BpemeHW. B okHe Takke coOepXWUTcs KpaTkas
MHpopMaLMa O COTPYAHUKE U ODOPMIIEHHBLIX EMY Ha BbiOpaHHbIN AeHb OnpaBaaTenbHbIX
JOKYMEHTax, C BO3MOXHOCTbIO [O06aBfeHMsI HOBbIX [OOKYMEHTOB W3 CrpaBoYHMKA WU
yaoaneHus 4o6aBneHHbIX paHee.

Takke B paboyen obnactu AOCTyMHblI cnegywowime ctonbubl OaHHbIX, B 3aBUCUMOCTM OT
BbIOpaHHOro TMna otyeTa:

3.4.1.

ans oryeta Hapywwurenm:

— Ono3paHumn — COaEPXXNUT CyMMapHOe BpeMsi ONo3aaHumn K Havany paboyvero gHs.

— YX0[0B paHblue — COAepXUT CyMMapHOe BPeMsi yXOO0B paHbLle OKOHYaHus paboyero
OHS.

— HesiBOK — cOOepXuT KONMUYECTBO [HEW OTCYTCTBUSA COTPyOHWKA B TeYeHue BCEro
pabo4yero gHs.

— HapyweHnn gucumMnnuHbl B TeyeHuMe paboyero AHA — CymMMapHOe BpeMsi yXo4o0B
paHblUe Ha nepepbiBbl (06en) 1 3agepKek BO3BpaLLeHNs Nocrne nepepbiBOB B TedeHne
pabo4yero gHs.

— Wrtoro HapyweHu# AUCUUNIMHbI — CYMMapHOe BPEMS OMO34aHUN, YXOAOB paHblue,
yXo[0B Ha 06e paHblue, 3afepXXek Bo3BpaLleHuns nocre obena, Ho 6e3 yyeTta nNporyrnos.

— OnpaBpaTtefnbHble OOKYMEHTbl — CYMMapHOEe BpPEMsi, ykazaHHOe B O(OPMIIEHHbIX
onpaBaTterbHbIX JOKYMEHTaXx.

ans otyeta MNepepaboTka:

— TMpucyTtcTBMe fo Havana paboyero gHS;

— TMpucyTcTBMe Nnocne OKOH4YaHUA paboyero gHS;

— MepepaboTka.

lMpumeyaHue:
B pabouyen obnactn peanuaoBaHa PyHKUNA N3MEHEHUS LLIMPUHBI CTONBLOB.

CocTaBrneHue oTyeTa O AUCLMNIIUHE TpyAa

[ins cocTaBneHus oTyeTa 0 AUCUUNNMHE TpyAa COTPYAHMKOB:

ENE R N g

C

Mcnonb3ysa naHenb HaBurauum, nepenguTe B pasgen @ «Yyem paboye20 epeMeHU».
OTkpowvite nogpasgen «Omyemsbi Mo QUCUUMNIIUHE».
C nomoupbto nepekntoyaTens Ha NaHenn NHCTPYMEHTOB CTpaHuLbl BbIOepuTe Tun oTyeTa.

NOMOLLBIKD pacKpbiBawOWeErocA CrnmMcka Ha MnaHenn WHCTPYMEHTOB CTpaHuubl Bbl6epVITe

nepvog hopMMpyemMoro otyera.

5 TNpun HeobxoOMMOCTU YCTAHOBWTE Ha MaHENW MHCTPYMEHTOB CTpaHuubl AaTbl Havana u
OKOHYaHMWs Nepuoaa, 3a KOTOpPbIA COCTaBMAETCS OTYeT.
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6.

Ykaxkute nogpasaeneHue, no CoTpyaHMKkam KOTOPOro COCTaBnsieTcs OT4eT. [1ns 3Toro HaxmmTe
Ha MaHenu WHCTPYMEHTOB CTpaHuubl KHOMKY BblGpaTb M3 cnucka cnpaBa OT nons
MoppaspeneHus.

B pabouen obnactm crTpaHuubl OTOOPa3UTCs CMMCOK COTPYAHWKOB, ANA KOTOPbIX Obinu
3ahKCMpOBaHbl HapyLLIEHUS, COOTBETCTBYOLLME BbIOGpaHHOMY TUMNy oT4eTa.

3.5. Moppaspen «OT4YeTbI»

Moppasgen npegHasHayeH [nOnsi cocTaBneHus rrnobanbHoro ortdyeta o paboyem BpemeHu
COTPYAHMKOB B COOTBETCTBMM C YCTAHOBMEHHbIMM AN HUX rpadpukamu paboTbl. OCHOBHOM
0CcobeHHOCTLIO Nogpasaena saBnsieTcs ygobHoe oTobpaxeHne 3ag0rmKeHHOCTEN AN COTPYOAHMKOB
c mmbknumn rpadmkamm pabotbl. OT4ET OPMUMPYETCS Ha OCHOBaHWWM AaHHbIX O Npoxogax
COTPYAHMKOB MO naeHTndumkaTopam Npu BXOAE 1 BbIXOAE U3 PErMCTPUPYIOLLIMX MOMELLEHWNIA.

CTpaHuua nogpasgena uMeeT creayowmn Bua;

Y4&T paboyero BpemMmeHu PERCo-WEB Momows aomin @ Buixon

HypHan oTpaboTaHHero EpemMeHU OnpasnaTentHsie JOKYMEHTE! DopmupoeaHie Tabena OTueTel Ne AMCUMNNNHE OTuetsl Bpema npucyTeTEMA BrinaHHEIe JOKYMEHTEI

LRy ro e ropn e vy oY) RN TR T IS T TIr R PR e vy

E Mepuog 2020-11-01/2020-11-19 CyMTare 338 YKa3saHHbIA nepuog MoapasgeneHue MoK

Butkoeckas HarHa [naeHem 08:00 07:51 07:57 08:00 07:52 Byxrantepua 87.23 00:00 00:00 -15:45

Boukoe Esrenui 23105 [eHepansHLIf 08:00 07:53 07:54 03:00 07:44 ApmuHucTpaums  86:57 00:00 00:00 -16:40

Meplkosuy Menemwep no 07:52 07:59 03:00 07:50 07:54 Otpennpofax  87:06 00:00 00:00 -15:43

MMmagaupmx Menemwep B30 07:58 07:47 08:00 07:55 08:00 OTtgen a7 00:00 00:00 -15:19

ycapos MexHagui : MEHSmHKEp No

00:00 00:00 00:00 00:00 00:00 Otaen peknamer  00:00 00:00 00:00 -104:00

Nemngos Anekcent Mereprep no 07:56 07:55 07:59 07:59 07:58 Otgen npogax  87:00 00-00 00-00 -16:16

Koeanes Ezrenuit HauaneHuk 07:54 07:54 07:47 07:50 03:00 Kommepueckuit  87:12 00:00 00:00 -15:44
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Manenb MHCTPYMEHTOB CTPaHULbI:

. CoenaTtb nepepacyeT — KHOMKa MO3BOMSIET MPOM3BECTU MepepacyeT paGoyero
BPEMEHM COTPYAHUKOB.

° PaCLIJI/IpeHHbIﬁ NMOUCK — KHOMKa Mno3BOJIAET NPUMEHUTb CbI/IJ'Ipr K 3nemMeHTam,
OTO6pa)KaeMbIM B pa60t-|e|7| obnactu CTpaHuubl, TEM CaMbIM YNPOCTUB NMOUCK COTPYAOHUKA.

o [JononHuTenbHO — KHOMKA MO3BONSAET OTKPbITb MEHI0 KOMaHg Ansa Bblbopa

JOMNONMHUTENbHbIX JENCTBUN:

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

— JKcnopT — No3BONSieT COXpaHUTb OaHHble paboyer obnactu B hani 3MEKTPOHHbIX
Tabnuy, ¢ BbIGpaHHbLIM paclLUMPEHNEM;

— Co6pocutb hunbTpbl — N03BONAET COpOCUTL BCe hunbTpbl paboyen obnacTy;

— [MMapameTpbl 0TOOpaxXeHUs Tabnuubl — NO3BOSISAET OTKPbITb AOMNOSIHUTENBHOE OKHO ANd
BblOopa cTonbuoB, oToOpaxaembix B pabo4den 0b6riactn cTpaHuubl.

. HacTpoikn oTyeTa C 3aQ0MKEHHOCTAMM — KHOMKa MO3BOMSIET HAacTPOUTb OTYET,

BblOpaB crieytoLine napameTpbl:

— Pac4yeT ¢ ypaneHMem cocTaBHbIX AOKYMEHTOB — MO3BOSISIET NMPOU3BECTU pacyer,
yOoanue AOKYMEHTbI, chopMUpOBaHHbIe BCeaCcTBUE NoralleHust 3a40MmMKeHHOCTeN;

— MokasaTb TONMbLKO COTPYAHMKOB C 3a4O0JDKEHHOCTSIMU — TMO3BOMSIET 0TOOpasnTb
CMNCOK COTPYAHMKOB, 3a KOTOPLIMU YACNATCS HApYLLEHWUS;

— nybuHa y4yeTa 3a40/MKeHHOCTU 3a npeablayWwUi nepuoa — Nno3BoNsieT HAaCTPOUTb
ydeT 3a0IMKEHHOCTEN He TONbKO 3a TEKYLLMIA NEPUOA, HO 1 3a NpeablayLLmiA.
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3af0MmKeHHOCTH — KHOMKa OyaeT akTMBHa B TOM Criyyae, ecrniv y COTpyAHMKa umeeTcs
3adomkeHHocmb unn Hernozawaemas 3adomkeHHocmb. ONsa noraweHnst 3a0MmKeHHOCTH
HeoOxoAuMO BbIOpaTb COTPYAHWKA WM  HaxaTb KHOMKYy 3aAoJhKeHHOCTH, 3aTeM B
OTKpbIBLLEMCS OKHe B cTonbue Moracutb 3aA0MKeHHOCTb OTMETUTL HeobXxoauMble AaThl,
BblGpaTh TMN AOKYMEHTa C NMOMOLLbIO BbiNagatoLLEero Crmcka B eBON YacTh OKHA U HaXaTb
kHonky Moracutb 3af40MKEHHOCTb.

— KHOMKa MO3BOMNSIET OTKPbITb MaHemnb kaneHgaps AN BBoAa AaTbl Hayana u KoHua
nepuoaa, 3a Kotopbl 6yayT otobpaxaTbca cobbiTua B pabodeinn obrnactu. YcraHoBneHHas
Aarta otobpakaeTcs B Mone crieBa OT COOTBETCTBYHOLLEN KHOMKMN.

Mone Cumtatb 3a — KHOMKA cnpasa OT nosis No3BosisieT BoibpaTbh Nepnos, 3a KOTopbIi
OyneTt cchopmmpoBaH OTHeET.

Mone NMoapaspaeneHue — KHomnka cnpaea OT Nons NO3BONSAET BbiOpaTh NogpasgenexHme,
COTPYAHMKM KOTOoporo GyayT oTobpaxatbcs B paboyen obnactu crtpaHuubl. KHonka X
CopocuTb oumwaet none.

Mone Mounck — kHonka cnpasa OT rnons No3BonsieT NPOM3BECTU NOUCK MO dNeMeHTaM
ctonbuoBs B paboyeit obnacTtu ctpaHuLbl. KHornka X C6pocuTb ouuLLaeT norne.

Pabouasi 0b6nacTb CTpaHWLbl COAEPXKUT CMUCOK COTPYAHWUKOB noapasaerneHnsi, BbiIopaHHoro Ha
NaHenu MHCTPYMEHTOB CTpaHuubl. [N Kaxagoro coTpyaHuka npeacTaBreHbl AaHHble yyeTa
paboyero BpeMeHu 3a yka3aHHbI Ha NaHenn MHCTPYMEHTOB Nepuog.

B pabouen obnactu gocTynHbl cnegyrowmne ctonbupbl AaHHbIX:

CoTpyAHuUK;

TabenbHbIN HOMep;

[domkHoCTb;

IOHn Heaenwu, partbl;

MoppaspgeneHue;

Pabouyee Bpems — 3aperncTpupoBaHHOE BPEMS, B TEYEHNE KOTOPOro COTPYAHMK Haxoanncs
Ha pabo4em MecTe B COOTBETCTBUM C YCTAHOBMNEHHbBIM A51s1 HEro rpadoukom padoThl;
3a[0MmKeHHOCTb — BPEMS BCEX HApYLLEHWI COTPYAHUKA (HesiBKa, ono3gaHne u 1.4.):

— Tekywas,

— 3a npepablaywiun nepuoa — Anga Bolbopa NpoaomKUTENBHOCTM NpeabiayLlero nepmoga

NCNONb3yNTE KHOMKY Ha NaHenn WHCTPYMEHTOB, 3aTeM B OTKPbIBLUEMCSI OKHE

HacTponte napameTp MNybuHa yyeTa 3a40/MKeHHOCTU 3a NpeabiayLni nepuog;
BanaHc oTpaboTaHHOro BpeMeHu — pasHuLua Mexay BPEMEHEM MPUCYTCTBMSA U CYMMOWN
obsi3aTenbHOr0 BpeEMEHU paboTbl M BPEMEHW 3anflaHMpPOBaHHLIX MepepbiBoB  (T.e.
BpeMeHeM, onpeaeneHHom B rpadmke paboTbl OT Ha4ana nepeBoro uHTepeana paboTbl 4O
KOHUa nocrnegHero wHTepBana WNM BPeEMEHEM eOuHOro wuHTepBana). Hynesown wunu
NONOXMUTENbHbIN GanaHc 03Ha4YaeT, YTO COTPYAHUK OTpaboTan HOpPMYy BpEMEHM 3a Nepuoa.
OTpuuartenbHbii 6anaHc NokasbiBaeT, YTO Y COTPYAHUKA eCTb HapyleHns (ono3gaHus unm
paHHWe yxoabl);
1-15 — paboyee BpeMsa COTpyaHUKa 3a NEPBYIO MNOMOBUHY MecsLa:
— 0e3 yyeTa 3a0JKEHHOCTH,
— C y4YeTOM 3aA0JTKEHHOCTH;
16-30 (31) — paboyee BpeMsi COTPyLAHMKA 3@ BTOPYHO NOSMIOBMHY MecAaLa:
— 0e3 y4yeTa 3a40/MKEHHOCTH,
— C YYeTOM 3aJ0JIKEeHHOCTH;
1-30 (31) — paboyee Bpems COTpyagHUKa 3@ BECb MECSILL:
— 0e3 y4yeTa 3a40/MKEHHOCTH,
— C y4eTOM 3a[40JTKEHHOCTH;
PaGota B HO4YHOe BpeMsi — BpeMsi, OTpabOTaHHOE COTPYOHUKOM B HOYHYKO CMEHY,
MHTEepBan KOTOPOW YycCTaHaBnuBaeTca B noapasgene «lpadguku pabombi» pasgena
«llepcoHany,
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e Bpemsa no gokymeHTam, gnoGaBnsieMbiM K paboyeMy BpeMeHU — CyMMapHOe BpeMms,
OTMeYeHHOEe B O(OPMIIEHHbIX OnpaBAaTefibHbIX AOKYMEHTax Kak pabouee. YTobbl no
Kakomy-nmbo onpasgaTeNbHOMY [OOKYMEHTY Bpemsi fobasnsanoce K paboyemy, B
nogpasnene «OnpaedamenbHbie QOKYMeHMbI» pasfena «Y4yem paboye2o epeMeHuU»
OTKPOWTE HYXHbIN OnpaBgaTenbHbld OOKYMEHT u Bblbepute [o6aBnATb B napameTpe
Jo6aBuTb K paboyemMy BpeMeHMU;

e Bpema no onpaBaaTesfibHbIM AOKYMEeHTaM — CyMMapHOe Bpems, "norawleHHoe"
onpasgaTtenbHbIMN AOKYMEeHTaMu (BKroyasi 60NbHUYHbIE, KOMaHANPOBKN U Ap.);

e CBepxypouHble — CymMmapHOe Bpems nepepaboTok, KoTopble Obinu 3adUKCMPOBaHbI
AOKYMEHTaMn Ha CBepXypo4Hyto paborTy;

e PaboTta B npa3gHuyHbIe U BbIXOoAHbIe AHU — obLLee Bpems, 0oTpaboTaHHOEe COTPYAHUKOM
B BbIXOAHbIE AHW UK B OHW, OTMEYEHHbIE Kak Npa3gHuyHble B nogpasgene «fIpa3oHuYHble
OHu» pasgena «llepcoHan» (cMm. B «Pykoeodcmee nonb3oeamesisi “CmaHlapmHo20
nakema 10” PERCo-WS, PERCo-WSE)»).

llpumeyaHue:

B HwxHen yactn paboyen obnacTn pacnosioKeHbl MHCTPYMEHTbI OM1s1 NepeMeLLeHmst no
CTpaHuuam AaHHbIX.

B pabouen obnactu peanunsoBaHbl QYHKLMM COPTUPOBKM MO SfiEMEHTaM OAHOro U3
CTONGLOB U M3MEHEHUS LUMPUHBI CTONOLIOB.

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

1.
2.
3.
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Wcnonb3ys naHenb HaBurauuu, nepenaute B pasgen @ «Yyem paboye20 epemeHu».
OTkpovite nogpasgen «Omyemsi».

C nomMowblo pacKpbIBaOLWErocsi CrnMcka Ha NaHenn WMHCTPYMEHTOB CTpaHuubl BbibepuTe
nepvog hopMmMpyemoro otyera.

Ncnonb3ays kHoMky Ha NaHenn UHCTPYMEHTOB CTPaHWULbl, TPY HEOBXOAMMOCTM, YCTAHOBUTE
AaTbl HA4Yana n OKOHYaHMs Nepuoaa, 3a KOTOPbI COCTaBMNSIETCS OTYET.

Ykaxute nogpasgeneHue, no CoTpyaHMkam KOTOPOro CocTaBnsieTcsl oT4eT. [1ns 3Toro HaxmmTe
Ha MaHenn WMHCTPYMEHTOB CTpaHWUbl KHOMKY BbibpaTb M3 cnucka crnpaBa OT nons
MoppasgeneHune.

Bbibepute napameTpbl COCTaBfEHWA OTYeTa, BbiI3BaB OKHO HacTpomkm otyeta C

3aA0JIKeHHOCTAMM C NMOMOLLIbIO KHOMKA

B paboyen obGnactn cTpaHuubl OTOOPasnMTCA CMUCOK COTPYOHUKOB, COOTBETCTBYHOLLMNX
KpUTEpUsaM nomcka.
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3.6. lMoppaspen «Bpemsa npucyrcTBua»

MNMoapasaen npedHasHayeH AN COCTaBMEHWUst pasBepHYTOro oT4yeTa Mo BpeMeHU MPUCYTCTBUS
COTPYAHWKOB Ha paboymx MecTax B COOTBETCTBUM C YCTAHOBMEHHbIMY AN HUX rpadmkamm paboTol.
OTueT hopMMpyeTcsl Ha OCHOBaHWMM AaHHbIX O NMPOXOAaX COTPYAHMKOB MO UAeHTUdMKaTopam npu
BXOJ€E M BbIXOAE U3 PErUCTPUPYIOLLUX NOMELLIEHWIA.

CTpaHuua noapasaena UMeeT crieayoLwnii BUua;:

1.

YYET pabo4ero BpemMeHm PERCo-WEB Momows admin © Bexon @

ypHan oTpaBoTaHKoro BpemMeHn OnpaegaTensHele JOKYMEHTE! Dopuupoearue Tabena (OTuUeTE! NO OUCLMANKHE OTuetsl BpemA npucyTcTEuA BelgaHHsle A0KYMEHTEI

vriwu,

@ Mepuog,  2020-11-12/2020-11-19 CyuTath 38  YKasaHHbIA Nepuod MoapasfeneHue Mouck

Butkoeckas HaHka Inaexklil Gyxrantep ByxranTepua 2020-11-12 12.11.2020, 09:.00:15 12.11.2020, 17:46:50 08:46

BuTkoeckas Hanna naewsiit Byxrantep ByxranTepua 2020-11-13 13.11.2020, 09:02:49 13.11.2020, 17:37:02 08:35

Butkoeckan KaHHa ImaBHbli byxranTep Byxrantepus 2020-11-16 16.11.2020, 09:00:10 16.11.2020, 17:54:36 08-54

Wroro:

Bouroe Esrenui 23105 @ AfMUHACTPALMA 2020-11-12 12.11.2020, 09:06:43 12.11.2020, 17:50:14 08:44

Bouroe Esrenni 23105 AfMUHMCTPALMA 2020-11-13 13.11.2020, 09:04:30 13.11.2020, 17:42:28 08:38

Bouroe Esrenui 23105 AfMUHACTPALMA 2020-11-16 16.11.2020, 09:07:34 16.11.2020, 17:45:40 08:38

Wroro:

80 3anucei

Pa

|20 ~| i 2 3 4 >

MaHenb MHCTPYMEHTOB CTPaHULbI:

PaclumMpeHHbIN NMOUCK — KHOMKa MO3BOSIIET MPUMEHUTb OUNLTP K 3SfeMeHTaMm,
oTobpaxkaembiM B paboyern ob6nactu cTpaHuubl, TeEM CaMbiM YNPOCTMB NOUCK COTPYAHMKA.

[JononHuTenbHO — KHOMKA MO3BONSAET OTKPbITb MEHI0 KOMaHg Ansa Bblbopa

JOMOSNTHUTENbHbIX AEeNCTBUN:

— Mevatb Tabnuubl — NO3BONSET MPOU3BECTM MevaTb AaHHbIX M3 paboyven obnacTtu
CTpaHuupbl;

— OKCnopT — MNO3BONSIET COXPaHUTbL OaHHble paboyelr obnactu B hain 3MEKTPOHHbIX
Tabnuy ¢ BbIGpaHHbIM paclUMpeHnemM;

— Co6pocutb hunbTpbl — N03BONSAET COpOCUTL BCe hurbTpbl paboyen obnacTu;

— MNapameTpbl oTOGpaxXeHUA TabnuLbl — NO3BONSET OTKPbITb AONOSHUTENBHOE OKHO AN
BblOOpa cTonbuoB, oToOpaxaembix B pabo4den 0b6riactn cTpaHuubl.

— KHOMKa MO3BONSAET OTKPbITb MaHenb KaneHgaps Ans BBoAa AaTbl Ha4Yana M KoHua
nepuopaa, 3a kKoTopbin 6yayT oTobpaxaTbca cobbITuA B paboyen obnacTtu. YcTaHOBMEeHHas
Aata oTobpaxaeTcs B nore criesa OT COOTBETCTBYHOLLEN KHOMKM.

Mone CuntaTb 3a — KHOMKa cnpaBa OT noss No3BosisieT BbibpaTh Nepunos, 3a KOTopblI
OypeT cchopmmpoBaH OT4HeT.

Mone NoppasaeneHune — KHomMka cnpasa OT Nonsi N03BoNAeT BbibpaTb nogpasaeneHue,
COTPYAHWUKN KOTOpPOro GyayT oTobpaxaTbca B pabodeit obnactu cTpaHuubl. KHonka X
COpocuTb ouuLLaeT none.

Mone Mouck — KHomnka cnpasa OT Mot NO3BONISAET NPOU3BECTU NMOUCK MO 3NeMeHTaMm
cTonbuoBs B paboyein obnacTtu cTpaHuLbl. KHonka X C6pocuTh ouuLLaeT none.

6oyasi 06racTb CTPaHWLIbl COAEPXKUT CMMCOK COTPYAHWUKOB noapasaereHns, BbiIopaHHoro Ha

naHenanm WHCTPYMEHTOB CTpaHULUbI. ,D,J'IFI KaXgoro coTpyoHuKa npencrtaBrieHbl AdaHHble O
BpeMeHN NPpUCyTCTBUA Ha pa6oqu MecTe 3a yKa3aHHbIIZ Ha naHesnn MHCTPYMEHTOB nepunoa.
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B pabouen obnactu gocTynHbl cnegyrowmne ctonbupbl AaHHbIX:

e CoTpyAaHuK;

TaGenbHbIN HOMEp;

JdomxHocTb;

MoppasgeneHue;

Dara;

Bxogn;

Bbixon;

MpucyrcTBMe — cymmapHoe BpeMsi NPUCYTCTBUS COTPYAHUKA Ha paboyemM MecTe B TeHEHME
OHA.

lpumeyaHue:

& B HWxHen yactu pabouyelt obnacTu pacrnonoXxeHbl MHCTPYMEHTbI A NepemMeLleHuns no
CTpaHuULaM AaHHbIX.
B paboyelt obnactn peanusoBaHbl (PYHKUMM COPTUPOBKM MO 3feMeHTaM OQHOro u3
CTON6LOB N N3MEHEHUS LUMPUHBI CTONOLIOB.

3.7. Moppaspen «BblaaHHble AOKYMEHTbI»

Moopasgen npedHasHayeH [Ans COCTaBMEHMst oT4yeTa MO BCEM BblAaHHbIM  COTPYAHWUKaM
[AOKYMEHTaM.

CTpaHVILI,a nogpasgeria uMeet CJ'IeLI,yPOU.l,VIIZ BUA:
Y4éT paboyero BpeMeHn PERCo-WEB [omows admin O Bexon @

HypHan oTpaboTaHHero BpeMeHU OnpasnaTentHsie JOKYMEHTE DopmupoeaHie Tabena OTueTel Mo AMCLMANHHE OTueTHl Bpema npucyTeTEMA BhinarHEIe JOKYMEHTEI

@ CeepxypouHeie

@ Meprog 2020-11-12/2020-11-19 CuWTaTh 3a: ¥Ka3aHHbIA NepHoq MNoppasgeneHue Mouck

maeavgmx Otgen cHabwennAa  CUCTEMHBIA Oa B cuer otpaboTkn  2020-11-1

w

00:00 2020-11-17 2020-11-17

w

00:00 2020-11-14 2020-11-1

w

BouHoe Eerenuil AOMHUHKCTPALMA CucTemMHBIR Het EwerogHeli 2020-11-1

Metenbues Opwii  Otgen norvctmkn  CucTemuiii @ Oa 3abein 2020-11-1

Kyuep Bagum QTaen NorucTrEM CucTamMHBIA Oa Komaxgupoeka 2020-11-1

=}

00-00 2020-11-18 5020-11-18

w

00:00 2020-11-14 2020-11-1

o

43anMcH (20 v

1. [Mepekniovatens Bbibopa TMna otyeTa:
e OnpaBpaTtenbHble — COLEPXKUT CMNUCOK COTPYAHWKOB WM OMOPMIIEHHbIX AN  HUX
onpaBaatesibHbIX AOKYMEHTOB.
o CBepXxypouyHble — COAEPXKUT CMMUCOK COTPYOAHMKOB 1N OPOPMITEHHBIX ANS HUX LOKYMEHTOB
Ha CBEpPXypOuYHYyto paboTy. Bpems cBepxypoyHon paboTbl y4MTbIBAETCA MPU COCTaBMEHUN
«Tabens yyema paboyezo epemeHu» B bopme Ne T-13 B nogpasgene «PopmupoeaHue
maébesisi».

2. [Manenb MHCTPYMEHTOB CTPaHULbI:

o PacwmpeHHbIM MOUCK — KHOMKa MO3BONSAET MPUMEHUTb OUNBLTP K 3reMeHTaMm,
oTobpaxaembiM B paboyen obnactn cTpaHuubl.

o [JononHuTenbHO — KHOMKa MO3BOMSET OTKPbITb MEH KomaHng Ans Bblbopa

[JOMOSNTHUTENbHBLIX OEeNCTBUN:

— Mevatb Tabnuubl — NO3BONSET MPOM3BECTM MevaTb AaHHbIX M3 paboyven obnactu
CTpaHuupbl;

— OKCnopT — MNO3BONSIET COXPaHUTbL OaHHble paboyer obnactu B hann 3MEKTPOHHbIX
Tabnuy ¢ BbIGpaHHbIM paclUMpeHnemM;

— Co6pocutb hunbTpbl — N03BONAET COpOCUTL BCe hunbTpbl paboyen obnacTu;

— [MMapameTpbl 0TOOpaxXeHUs Tabnuubl — NO3BOSSAET OTKPbITb AOMOSIHUTENBHOE OKHO ANg
Bbl6opa cTonbuoB, oTobpaxaembix B pabodein obractn cTpaHuLbl.
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— KHOMKa MO3BONSIET OTKPbITb MaHenb KaneHaaps Ang BBo4a AaTthl Hadana u KoHua
nepuoaa, 3a Kotopbi 6yayT otobpaxaTtbcsa cobbiTusi B paboyen obnactu. YcTtaHoOBNeHHas
AaTta otobpakaeTcs B nosne crieBa OT COOTBETCTBYHOLLEN KHOMKW.

Mone CuntaTb 3a — KHOMKa crnpasa OT nonis No3BosisieT BbibpaTh Nepunosa, 3a KOTopblIv
Oypet cchopmupoBaH oTyeT.

Mone NMoapaspeneHue — kHornka cnpasa OT Nons No3BoNsAeT BbibpaTb NoapasgenexHuve,
COTPYOHUKM KOTOporo GyayT oTobpaxaTbcs B paboyert obnactu cTpaHuubl. KHomka X
COpocuTtb o4vnaeT none.

Mone Mouck — kHomka cnpaea OT Mons NO3BONSAET NPOM3BECTU MOUCK MO 3f1EMEHTaM
cTon6uoB B paboyeit obnactu ctpaHuLbl. KHonka XX C6pocuTb ouuniaeT none.

Pabouyas obnactb nogpasgena coaoepXuT CMUCOK COTPYOHWKOB UM OPOPMIEHHBbIX ASS HUX
[IOKYMEHTOB.

B pabouen obnactn gocTynHbl cnegyowme ctonodubl AaHHbIX:

DdUO;

MoppaspeneHue;

Onepartop — COTPYAHUK, OPOPMUBLLMIA JOKYMEHT;

Homep AoKymeHTa;

Hob6aBnsietca K paboyemy BpemMeHU — BpeMs, OTMeYeHHoe B O(OpMIEeHHOM
onpaBaaTenibHOM [OKyMeHTe Kak pabodee. YTobbl no kakomy-nnbo onpasaaTernbHOMY
AOKYyMEHTY Bpemsi pobaensnoce k paboyemy, B noppasgene «OnpaedamesibHbie
JOoKyMeHmbI» pa3fena «Yyem paboye20 epeMeHU» OTKPOWTE HY>XHbIV OnpaBAaTerbHbIf
AOKyMeHT 1 BblibepuTe [lobaBnATL B napameTpe lo6aBUTL K pabovyemy BpeMeHH;
HaumeHoBaHue,

[JaTta BBoaa AOKYMEHTa;

MpoAoMKUTENbHOCTD;

Hayano pencrtBusA;

OKoH4YaHue AencTBUA.

llpumeyaHue:

B HwxHen yactn paboyen obnacTn pacnosioKeHbl MHCTPYMEHTbI AM1s1 NepeMeLLeHmst no
CTpaHuuam OaHHbIX.

B pabouen obnactu peanunsoBaHbl QYHKLMM COPTUPOBKM MO SfEMEHTaM OAHOro U3
CTONBLOB N U3MEHEHMUS LUMPUHBI CTONGLOB.
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4,

Paspen «KoHTponb goctyna»

B paHHOM pykoBOOCTBE OMMCbIBAeTCs TONMbKO nogpasaen «MecmoHaxoxO0eHue», BXOLALNA B
Moaysfb, OMNMcaHuWe ocTanbHbIX NnogpasdenoB LaHHOro pasgena cMmotpu B «Pykoeodcmee
nonb3oeamens “CmaHdapmHoz0 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;

1.

p p yCTpO#A HypHan seprduaELM OTYeT N0 JOCTYNY B NOMBWeHUA MecToHaxomgeHne

MoceTuteny ‘@ Mepcoxan
: 2019-02-04 12:52 Mogpasgeneqwe [logpasgenexue

0000-00089 Mupoxxosa Pexara 2019-02-04 11:21:25 MpoxogHas HexoxTponupyeman

87 KaTtaesa TaTeAHa 2019-02-04 11:36:03 KabuHeT 1 Kabumet 2
: @
111 Kpwes Banepui 2019-02-04 11:41:11 MpoxoaHar HexonTponupyemas

68 Kopthesa AxHa 2019-02-04 12:32:04 Kabuxet 3 Kabunet 4

I'IepeKmol-laTenb Bbl60pa KaTteropmn Bliagenbues VID,eHTI/I(*)VIKaTOpOBZ

Bce;
MoceTutenu;
MepcoHan.

2. [laHenb MHCTPYMEHTOB CTPpaHULbl COOEPXNT:

PacwumpeHHbIM MOMUCK — KHOMKA MO3BONSAET HACTpoOUTb UNbTP  OaHHbIX,
oTobpaxaembix B paboden obnact CTpaHuubl.

[dononHuUTenbHO — KHOMKa MO3BOMSET OTKPbITb MEHK KOMaHa Ans Bblbopa
JOMNONMHUTENbHbIX JENCTBUN:
— [MevaTtb TabnuuUbl — NO3BOMSET pacrneyaTaTb AaHHble N3 paboyer obnactu cTpaHuubl.
— OKCnopT — NO3BOMSET COXPaHUTb CMMCOK AaHHbIX B paln 3MeKTPOHHbIX Tabnuy C
BblOpaHHLIM pacLUMPEHMEM.
— Co6pocutb hunbTpbl — N03BONAET COPOCUTL BCe PUmnbTPbl paboyen obnacTu.
— [MMapameTpbl 0OTOOpaxXeHUs Tabnuubl — NO3BONSAET OTKPbITb 4ONONHUTENBHOE OKHO ANs
Bbl6opa cTonbuoB, oTobpaxaembix B paboden obnactn cTpaHuLbI.

— KHOMKa no3BoJideT OTKPbITb MaHesnb KaneHgapAa OnAa BBoAda OaTbl U BpeMeHU, B
KOTOpble onpenendeTcd MmeCtoHaxoxaeHne COoTpyaHUKOB / nocetutenen. YCTraHoOBMEHHbIE
AaTta n BpemM4d OTO6pa)Ka}OTCFI B noJie crieBa KHOMKWU.

Mone I'Io,qpas,qeneHMe — KHOMKa cnpaBa OT MoJiAd No3BoJiAeT Bbl6paTb nogpasgerneHune,

COTPYOHUKM KOToporo GyayT oTobpaxaTbcsa B paboyeit obnactu cTpaHuubl. KHomka X
COpocuTtb ouuLaeT none.

Mone Mouck — kHomMka cnpaBa OT Mons NO3BONSET NPOM3BECTU NMOUCK NO 3reMeHTaMm
cTon6uoe B paboyen obnactu ctpaHnupbl. KHonka X C6pocuTb ounLiaeT nore.

3. Pabouas obnactb nogpasgena CoOepXXMT CMUCOK COTPYAHUKOB / noceTuTenen BblOpaHHOro
noapasfaeneHns C ykasaHMeM WX MECTOHAXOXOEHUS B YCTaHOBMEHHbIE Bpems M aarty.
CoTpyaHukn / noceTuTenu, CoBepLUMBLLUME BXOA B nomellieHne bonee 48 yacoB Hasag U He
COBEpLUMBLLME U3 HETO BbIXOAA, B CNNCKE He OTOoDpakatoTcs.
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llpumeyaHue:

& _ B pabouei obnact peanusoBaHbl PYHKLMM COPTUPOBKM MO SfieMEeHTam OOHOro M3
CTONGLOB U M3MEHEHUS LUMPUHBI CTONOLIOB,

— B HwxHeln yactn paboyen obnactn pacnonoxeHbl UHCTPYMEHTbI AN NepeMeLLeHmns no
CTpaHuuam OaHHbIX.

41.1. CocTaBneHue oTyeTa 0 MeCTOHaxXoXaeHumn

,D,J'IFI COCTaBJ1IEHNA OTHETA:

1. Wcnonb3ys naHenb HaBurauuu, nepenguTe B pasgen E «Konmponb docmynay.
2. OtkponTe nogpasaen «MecmoHaxoxoeHue».

3. C nowmoliblo nepeknoyaTenss Ha NaHenu WMHCTPYMEHTOB CTpaHWulbl Bblbepute KaTeropuio
BrnagenbLeB NaeHTUUKaTopoB.

4. Bbibepute nogpasgeneHve, AnNa  COTPYOHWUKOB / MOcCeTUTENEen KOToporo Heobxoommo
coCTaBUTb OTYeT. [AnA 3TOro HaXMuTe Ha MaHenn WHCTPYMEHTOB CTPaHMLbl KHOMKY
Bbi6paTtb 13 cnucka cnpaea ot nond NMoapasaenexHus.

5. [nsa BBoga gaTbl U BPEMEHU, HA KOTOPblE HEOOXOAMMO COCTaBUTb OTHET, HAXKMUTE Ha NaHenu
WHCTPYMEHTOB  CTPaHMWLbl  KHOMKY . YKkasaHHble pgata W BpemMs NnosABATCA B
COOTBETCTBYHOLLEM MNONeE.

6. B pabouen obnacTtu cTpaHuubl 0TOGpasnTCs OTYET C 3a4aHHLIMM NapameTpamu.
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5. Koabl nokymeHTOB Ana «Tabensa yyeta paboyero BpeMeHU»

YcnoBHble 0603HaYeHUsA (Koabl) AOKYMEHTOB, UCNOSIb3yeMble NPU 3anofIHeHUU
«Tabens yyeta paboyero BpemeHu» B popme Ne T-13

B Te4yeHne BpemMeHn, yCTaHOBJTIEHHOIO 3aKOHO,D,aTeJ'IbCTBOM)

HanmeHoBaHMe AOKyMeHTa ST AT,

KonA KonA

MpooomKknMTenbHOCTL paboThl B AHEBHOE BpeEMS A 01

MpoaomkMTeNbHOCTEL paboTbl B HOYHOE BPEMS H 02

MpogomknuTenbHOCTb  paboTbl B BbIXOAHble U Hepabouwue, PB 03

npasgHUYHbIE OHU

MpoAomMKMTENBHOCTL CBEPXYPOUYHOM paboThl C 04

MpoaomKkMTeNbHOCTL PpaboTbl BAXTOBBIM METOLOM BM 05

CnyxebHasa koMaHOMpOBKa K 06

MoBbiweHMe kBanudmrkaumm ¢ OTpbIBOM OT paboThbl MK 07

MoBbiWweHNe KBanudukauum ¢ OTpbIBOM OT paboTbl B Apyrow AM 08

MECTHOCTHU

E>xerogHbln OCHOBHOW OnsiaynBaemblin OTAYCK oT 09

E>xerogHbIn 4OMNOMHUTENBHLIN ONfadnBaemblin OTMYCK on 10

JononHuTenbHbIN OTNYCK B CBA3M C OOy4YEHWEM C COXpaHEeHUEM

cpegHero 3apaboTka paboTHMKam, coBMellawwmnm paboty ¢ Yy 11

obyyeHnem

CokpalleHHass  npoaoSmKUTENbHOCTL — pabovero  BpemMeHn  Ans

obyvarowmxcs 6e3 oTpbiBa OT MPOM3BOACTBA C  YaCTUYHbLIM YB 12

COXpaHeHnem 3apaboTHoW nNnaThbl

D,OI'IOJ'IHVITe{IbeIVI OTNyCK, B CBA3N C OOyyeHnem 6e3 coxpaHeHus i 13

3apaboTHon nnatbl

Otnyck no 6epemeHHOCTM 1 pogam (OTNYCK B CBSA3M C YCbIHOBSIEHNEM P 14

HOBOPOXAEHHOro pebeHka)

OTnyck no yxoay 3a pebeHKoM A0 OOCTMXKEHNS] UM Bo3pacTa Tpex neT OX 15

OTtnyck 6e3 coxpaHeHus 3apaboTHOM nnaTbl, NPegoCTaBMEHHbIN ile 16

paboTHMKY NoO paspelueHunio paboTogartens

Otnyck 6e3 coxpaHeHuss 3apaboTHOM nnatbl B criyyask, 03 17

NpeayCMOTPEHHbIX 3aKOHOAATENbCTBOM

ExxerogHbln JONOSTHUTENbHBIN OTMNYCK ©e3 coxpaHeHus 3apaboTHOM

nnarbl A 18

BpemeHHas HeTpyaocnocobHOCTb (kpome cny4aes,

npegycMoTpeHHbIX kogom "T") ¢ HasHadeHnem nocobusi cornacHo b 19

3aKoHOAaTENbCTBY

BpemeHHass HeTpygocnocobHocTb 6e3 HasHayeHusi nocobus B T 20

cny4yasx, NpeaycMOTPEHHbIX 3aKoHOA4ATEeNbCTBOM

CokpalleHHas npoaoSmMKUTENBHOCTL pabovyero BpeMeHW npoTUB

HOpMarnbHOMW MPOAOIKUTENBHOCTM paboyero AHA B cniyyask, iy 21

NpeayCMOTPEHHbIX 3aKOHOAATENbCTBOM

Bpems BbIHY>XOEHHOro nporyna B criydyae Mpu3HaHWs YBOJSIbHEHUS,

nepesoja Ha [Apyrylo paboTy wnuM oTcTpaHeHuss oT paboTbl B 22

HEe3aKOHHbIMM C BOCCTaHOBMNEHNEM Ha NpexHen paboTe

HeBbixogbl Ha Bpewms MCMOMHEHNA  rOCYAAPCTBEHHbLIX  UnK r 23

obLwecTBeHHbIX 0653aHHOCTEN COrnacHO 3aKkoHOA4ATENbCTBY

Mporynbl (oTcyTCcTBME Ha pabovem mecTe 6e3 yBaXXUTENbHOM NPUYMHbI np o4
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PyKOBOﬂ,CTBO norib3oBatend

HanmeHoBaHMe AOKyMeHTa ST AT,

KonA KonA

MpoOoomKMTENbHOCTE  paboTbl B pexmme HenonHoro paboyero

BPEMEHMU no MHUUmnaTnBe paboTtogarens B cnyvasx, HC 25

npeayCMOTPEHHbIX 3aKOHOAATENbCTBOM

BbIxogHble oHM (exeHedernbHbl OTNycK) U Hepabouune npasgHUYHbIE B 26

OHY

[ononHuTenbHble BbIXOAHbIE AHW (ONnavyMBaeMble) OB 27

[ononHutencHble BbixogHble AHW (6e3 coxpaHeHust 3apaboTHOW HB 28

nnatbl)

3abacToBka (Npu ycnoBusix 1 B nopsigke, NpeayCMoTPEHHbIX 3aKOHOM) 3b 29

HesBkM N0 HEBLIACHEHHBIM NPUYNHAaM (40 BbISICHEHUSA OBCTOATENBLCTB) HH 30

Bpemsi npocTosi no BuHe paboTtogartens P 31

Bpemsa npocTtost no npuyMHam, He 3aBUCALWMM OT paboTtogaTtens wm HIM 32

paboTHUKa

Bpems npoctos no BuHe paboTHUKa BIl 33

OtcTpaHeHne oT paboTbl (HegonyweHue K paboTte) ¢ onnatoun HO 34

(nocobuem) B COOTBETCTBMM C 3aKOHOAATENHLCTBOM

OtcTpaHeHne oT paboTbl (HedonywieHne kK paboTe) MO npuynHaM,

npeaycMoTpPeHHbIM 3aKoHOOaTEeNbCTBOM, bes HayuncneHus HB 35

3apaboTHon nnatbl

Bpemsa npuoctaHoBKM paboTbl B criydyae 3adepXKu  Bbinnathbl H3 36

3apaboTHon nnatbl

39



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
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