PERCo

PYKOBOLCTBO NOJIb3OBATESIA

Cuctema KoHTpOna
YIPABAEHWUS JOCTYNOM

PERCo-Web

sepcua [10: 2.1.1.42

O

@ 2 [lp X0

PERCo-WMOI,
PERCo-WMEO]

Mogaynb «YueT pabouero Bpemern»



COOEPXAHUE

(I = 1= T L= 2
P = FcYa =Y IR I =Y o oTo 2= T o PR 3
2.1.MNoapasaen «MPaAUKM PABOTBIM ......ceeiierieeeeeiiiieeeeeeiiee e e et e e e e e e e e e e e e eeaaannns 3
2.1.1. OkHO «[106aBUTb rPAMUK PABOTBIN ....eeeeieeiiiiiieieeee e e 4

2.1.2. Co3gaHune HegenbHOro rpadunKa PABOTB .......ceveeeeeeeeiiieeeeeeiieee e e e e eeaaan 7

2.1.3. Co3gaHne CMEHHOIO rPaAdMKA PADOTDBI ........uueeeeiiiieeeeeiiiieeeeeeice e e e e e eeeeaan 9

2.1.4. Co3pgaHuve rpacumka paboTbl MO NPUCYTCTBUID ccceeeeeeeeeeeeeeeeeeeeeeeeeeeeaeeeaeeenns 11

2.1.5. Co3ganue rpadumka paboTbl C HAKOMNEHNEM HAPYLUEHUM ......evvuneeeeeeeenns 12
2.1.6.Co3gaHune rpacmka paboTbl C HaKOMMEHWEM HapYyLWEHUM Ha OCHOBE

(G721 =12 [or= R 15

3. Pazgen «YUeT PaBOUEIO BPEMEHM ........cccuvuueeeeeiiieeeeeeiiieeeeeetteeeeeeaaeeeeeeaaeeeeeeaanaaaeees 19
3.1.Moapasgen «XKypHan oTPaboTaHHOTO BPEMEHM .......ueeeeeeeeeeeiiniieeeeeeeeeeeennnnnnns 19
3.1.1. OKkHO «[leTanbHast MHDOPMALIMED ......uuuueeeeeeeeeeeeriiiieeeeeeeeeeeessasnaeeeeeeeeeeeens 22
3.2.TMoapasgen «OnpaBaaTeNbHBIE JOKYMEHTDBI ...cccvvvrvuiieeeeeeeeeeiinniieeeeeeeeeeeennnnnnns 23
3.2.1. Jo6aBneHne HOBOIO TUMNA JOKYMEHTOB .......uuuuurunrnunnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnns 24

3.2.2. Co30aHNE HOBOW OO BACHUTEIIBHOM ......ceveeeeeeeeeee e e e e e e e e e eeeean 25
3.3.Mogpasgen « POPMUPOBAHUE TABEIISIM .....ueeuruureeeeeereeeeeeeeeeeeeessessnssnsnsssnnsnsnnnnnnnns 25
3.3.1. dopmmpoBaHue Tabens yyeta paboyero BPEMEHM .......cccceeevvvvnneeeeeeeeennnns 26
3.4.MNogpasgen «OTYETbI MO OUCLMUIMIIUHED .....ceeeeiieeeeeiieeeeeeiteeeeeeaae e e e e enneeeeeennanns 26
3.4.1. CocTtaBneHune otyeTa O ANCLMUMINHE TPYAA «oeeeverrrueieeeeeeeeeeeernnnaaeeaeeeeeennns 28
3.5.Moapasaen «OTUET YPB» ... e 28
3.5.1. COCTABIIEHME OTUETA. .. cceeuuieeeeiiiieeeeeea e e e et e e e e e e e e e e eaaeeeeeaaaeaeeeennaaaaaees 30

3.6. Moapasnen «BpeMs MPUCYTCTBUSAIN ....ccvuvuuieeeeeeeeeeeiiie e e e e e e e e e e e e e e e e e eeeannaanes 31
3.7.TMoapasnen «BblOaHHBIE JOKYMEHTDBIM ....uuuiiieeeeeeeieiiiiieeeeeeeeeeeennnaeeeeeeeeeeeennnnnnns 32

4. Pasgen «KOHTPOSMBD JOCTYMA ..uuuuieeeeeeeeeeiiunnnaaaeeeeeeeeeeannnnaaaeeaeeeeeeennnnnaaaeeeeeeeeennnnnnns 34
4.1.Toapasaen «K MECTOHAXOMKAEHUE .........ueeeeeeriieeeeeeiieeeeeeeieeeeeeeaeeeeeeeaaeeeeeeanaanns 34
4.1.1. CocTaBneHme 0TYETA O MECTOHAXOKOAECHUM. .......ceuneeeeieeeeeeeeeeaeeaeeeaeenn 35

5. Koabl AokymeHTOB ans «Tabens yyeta paboyero BPEMEHMY ......ccceeveeeeeeeeeeeeeeeeeeennn. 36



Moayne MO PERCo-WMO01, PERCo-WMEO1 «Y4yeT paboyero sBpeMeHn»

1. BBepeHue

HacTosiwee «Pykoeodcmeo mnosib3ogamesisi moodyns 10 PERCo-WMO01 (PERCo-WMEO01)
Yyem paboyezo epemeHu» (panee — pykosooOCmMEO) COAEPXKUT onucaHme paboumx OKOH
“ nocnegoBaTenbHOCTM AeWcTBMA npu  paboTe C pasgenamum W nogpasgenaMmum  Moayns
PERCo-WMO01 (PERCo-WMEO01) «Y4yem pabo4e2o epemeHu» (nanee — MoOy/ib).

PykoBOACTBO [OMKHO UCMNOMb30BaTbCA COBMECTHO C «Pykoeodcmeom nonb3oeamers
,CmaHdapmHozo nakema lO0“ PERCo-WS, PERCo-WSE cucmembl KOHMpPOIsi U ynpaesieHus
docmynom PERCo-Web». [lopsgok npuobpeTeHus NUUEH3MM Ha  MoAdynb  yKasaH
B «Pykoeodcmee admuHucmpamopa CKY[] PERCo-Web» B pasgene «YnpaBneHue
NINLEH3UAMNY.

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

«CmaHndapmHbili nakem [MO» v npegHasHayeH ans opraHusauum APM coTpygHukoB otaena
nepcoHana unu gpyrux nuu, Beayux TabensHbln yyeT paboyero BpeMeHn Ha NpeanpusTum.

Obpauwlaem BHMMaHue, 4yto Mmoayns PERCo-WMEQ1 npeaoHa3Ha4yeH Ans UCNnonb3oBaHUs
B cocTaBe cuctembl PERCo-Web, BCcTpoeHHOM B namMaTb KoHTponnepos PERCo, n nmeet
dYHKUMOHaNbHble  orpaHnyeHns  (cMm. «PykoBOACTBO agMWHUCTPaTOpay»  CUCTEMBbI
PERCo-Web, pasnen «OCHOBHbIE TEXHUYECKNE XaPAKTEPUCTUKNY).

llpumeyaHue:

OkcnnyataunoHHaa [okyMeHTaums Ha obopygoBaHne u O cuctemol PERCo-Web
OOCTyNHa B 3MIEeKTPOHHOM BuAe Ha cawnTe komnaHunm PERCo, no agpecy: wWww.perco.ru,
B pa3sgene MNopaepxka> [lokymeHTauus.


http://www.perco.ru/support/dokumentaciya/

PyKOBO,EI,CTBO nonb3oBaTtensa

2. Paspen «llepcoHan»

B pgaHHOM  pykoBoACTBE  ONUCbIBAeTcsl  Tonbko noapasgen  «lpaguku pabombiy»,
BXOASALUMIA B MOAYNb, OMNMcaHMe ocTarbHblX noapasfaenoB pasgena «fllepcoHan» cmoTpute
B «Pykoeodcmee nosnb3oeamerisi ,,CmaHdapmHozo nakema l10“ PERCo-WS, PERCo-WSE».

2.1. MNoppaspen «Ipacdhukm paboTbI»

Moapasaen npegHasHaveH Ans:
e CO3[aHWsi HefenbHbIX rpadrkoB PaboThl;
CO3[aHWNS CMEHHbIX rpadmkoB pPaboThl;
co3faHns rpacdmkoB paboThl MO NPUCYTCTBUID;
cosfaHue rpadmkoB paboThl C HAKONIEHWMEM HAPYLLIEHWI;
cosfaHue rpadmkoB paboThl C HAKONIEHNMEM HAPYLLIEHWUI Ha OcHOBe GanaHca;
yKasaHusi Ons Kaxzgoro rpadgmka paboTbl perncTpupyrolwmx noMelleHnid yydeta pabouyero
BPEMEHY;
e HACTPOVKM ANst Kaaoro rpaduka paboTbl NapaMmeTpoB COCTaBIEHUS OTYETOB O AUCUMMNIIMHE
TPYAS;
e UN3MEHEHUs U yaaneHns co3naHHblX paHee rpacmkoB paboThbi;
e BbICTaBIEHUS PEXMMA HOYHOIO BpeMeHU paboThl.

llpumeyaHue:

& CospgaHue rpagukoB paboTbl MO3BONSIET BECTM y4eT paboyvyero BPEMEHW COTPYAHMKOB
N He CBSA3aHO C NapameTpaMu AOoCTyna no BpeMeHMu.

UHmepesan pabombi — NPOMEXYTOK BPEMEHW, B TEYEHME KOTOPOro COTPYAHMK AOSMKEH HAXOAUTLCA
Ha pabodem MmecTe. Pabounin JeHb MOXET COCTOATb M3 HECKOSbKUX MHTEPBAaoB paboThl.

Bua ctpaHuubl nogpasgena:

Tpadmkun paboTb PERCo-Web AamunmctpaTop ?

: BeuepHee epema (@ 20:00

Hassanue Tun rpaduxa Onucanue Mpumeyanne

- © 2200 Houvoeepema @ 2300 - (© 0600

18.00-21.00 HeaenbHbIr
9.00-17.45 - Bce BXOAbl HepensHbld
9.30-18.15 HezenkHeld @
9.00-17.45 HezeneHeld
8.30-17.15 HezenkHeld

8.00-16.45 HezeneHeld

1. MMaHenb MHCTPYMEHTOB CTPaHULbI:

. Ho6aBuTb — co3aaHmne HOBOro rpaduka paboTol.

PepaktupoBaTtb — MU3MEHEHNE NapaMeTpoB rpaduka paboTbl, BblAENEHHOTO
B paboueri obnacTtu cTpaHumubl.

. KonupoBaTtb — co3gaHve HOBOro rpacpmka paboTtbl Ha OCHOBE rpaduka, BblAENEHHOro
B pabo4er obnactu cTpaHuubl.

. Ypanutb — yaaneHue rpacduka paboTbl, BbiAeNeHHOro B paboyeit obnacTtu cTpaHuLbl.

e BeuepHee Bpems cC... MO... — MO BBOAA AN YKa3aHUs NMPOMEXYTka BPEMEHU, KOTOpoe
OyneT cunTaTbCsl BEYEPHMM MPU COCTaBMEHMN OTHETOB ANs BceX rpachmkos paboTol.

¢ Hou4Hoe Bpems c... No... — NONs BBOAA AN YKa3aHUsi MPOMEXyTka BpeMeHu, koTopoe byaeT
CYATATbCS HOYHbIM MNPUM  COCTaBMEHUM OTYETOB AN Bcex rpadukoB paboThbl.
HaHHasa dyHkunst MmoxeT noTpeboBaThbes, ecnu 3a paboTy B HOUHOE BpeMs NpeayCMoTpeHa
gonnara.

¢ [Mouck — none no3BonsieT NPON3BECTU MOUCK MO dNeMeHTaM cTonbLoB B paboyeit obnactu

CTpaHuubl. KHonka a C6pOCMTb o4yuaeTt none.
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2. Pabouas obnacTtb CTpaHuubl nogpasgena CoA4epPXUT CMMCOK CO3[AaHHbIX paHee rpadumkos
paboTbl C yKasaHMem Tuna, onucaHuem wn npumedvaHunem. B npumedaHum oTtobpaxaeTca
nHdopmMaunsa o0 BO3MOXHOW HEOoOXOOMMOCTU KOPPEKTUPOBKU rpaduka npu CUHXPOHU3ALMK
c 1C:Mpednpussmue 8 (OOCTYNHO TONMbKO NPW NpPUOBpPEeTEeHHON NuueHaunM Ha mopgynb 10
PERCo-WMO03 (PERCo-WMEO03) «MHmeapayusi ¢ 1C»).

llpumeyaHue:

e Pabouyasa obnactb coAepXKUT PYHKLUUK COPTMPOBKM MO 3fIEMEHTAM OOHOrO0 M3 CTonduoB
N N3MEHEHMS LUMPUHBI CTONBLOB.

211. OkHo «[106aBuUTbL rpacdmk paboTbi»

OkHo lo6aBuTL (PegakTupoBath, KonupoBarthk) rpacmk paboTbl Bbi3bIBAETCS HAXATUEM KHOMKM

[o6aBuTthb ( PepakTtupoBarhb, KonupoBaTtb) 1 npegHasHayeHo Ans co3gaHnst HOBOro
rpacdhuka paboTbl (M3MEHEHUsI, KOMMPOBaHMS MapamMeTpoB paHee Cco34aHHOro rpaduka).
OkHo PepgaktupoBathb rpacdmk paboTbl Takke MOXHO Bbl3BaTb ABOVHbLIM HaXXaTUEM FIEBOM KHOMKM
MbILLUX Ha CTPOKe C BblIbpaHHbIM rpacmnkom.

DNo6aeutb rpadpuk paboTsl BepHYTLCA K CTIMCKY rpadukos
VA rpadika
MoHefeNnbHUK PaGouee epema: 00u 00m
Hossiit rpachie
Onincatve rpaguka @
Tun rpaduka BropHmk PaBouece Bpema: 00u 00m
HeaenbHeid
Cpena PaGouee epema: 00u 00m
PervcTpUpyHOLLIME NOMEULEHMA
Hactpoiikn oTuetos Yeteepr PaGouee Bpema: 00u 00m

1. 3OnemeHTbl NaHen MHCTPYMEHTOB:

¢ Wm#A rpacdmka — none gnsi BBoga HaMMeHOBaHWA rpaduka paboThbl.

e Tun rpadmka — B BbiNagatoLLEM CNINCKE MOXHO BbIOpaTb 0anH U3 TUNOB rpadurka paboThbi:
— HepgenbHbiN;
— CMEeHHbIN;
— o npucyTcTBUIO;
— C HakonfieHMeM HapyLUeHUW;

C HakonneHMeM HapyLieHUA Ha OCHoBe banaHca.
o OnucaHue — none A4nsi BBOAA AONONHUTENBHON MHOpMaLumm o rpadumke paboTbl.

llpumeyaHue:

' [Napametp Tun rpadmka CoXpaHeHHoOro paHee rpaduka paboTbl U3MEHUTb HENb3S.
Ecnn Heobxoanmo nepeBecTn COTPYAHWKOB Ha Apyron Tun rpaduka, co3gante HOBLIN
rpacouvk n 3aganTe ero COTpyaHUKam.

2. [lepekntoyaTenb BKIagoK OKHA:

e WHTepBanbl — BKNagka npegHasHadyeHa [Ans  yka3aHuss WHTepBanoB paboThbl
(Bknagka HegocTynHa Ans Tuna rpaduka Mo NnpucyTcTBUID).

e Pernctpupyrowme nomeweHna — BKIagka npegHasHadyeHa Ons ykasaHus
PErnCTPMpPYOLLNX NOMELLLEHNIA.

e HacTpomkum oTuYeTOB — BKagka npegHasHadeHa ANsS  3adaHus  MakcuMManbHOM
ANUTENBbHOCTU HapyLlleHun, dukcupyemMbix B noapasgene «XKypHan ompabomaHHO20
epeMeHU» 1 Npu COCTaBMEHMN OTYETOB B pasaene «Y4yem pabo4ye20 8peMeHU».

3. Paboyasa obnactb 3aBMCUT OT BbIGPaAHHOW BKNagKu OKHa:

4
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Bknagka «MHTepBanbI»

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

NoHeAenbHUK PaGouee Bpema: 08u 00m

BTOPHKUK PaGouce epema: 00u 00m

Cpena PaGouee Bpema: 00u 00m

B pabouen obnactn BkNagku OTOOpaXKalTCA LIKanbl BPEMEHM, COOTBETCTBYHOLUME AHAM
rpacdmka. Ha wkanax HacTpanBatoTCs UHTepBasbl paboTbl:
Ona OJdobaeneHuss uHmepegana paboTbl BbIAENWTE HA LIKane BPEMEHW Y4acToK,
COOTBETCTBYIOLWMIN Tpebyemomy BpeMeHn paboThbl, yaepKuBasi NEBYHO KHOMKY MbILLIN.

lpumeyaHus:

e — [MpomomKMTENBHOCTL O4HOIO MHTEPBAna AoimkHa OblTb He MeHee 3 MUHYT M He Gonee

24 yacos.

— WHTepBanbl He MOryT NnepecekaTbCA.

— CMeHa gomxkHa HaunHaTbea ¢ Havana cmeHb! unn cogepyatb TONbKO [1ofIHYH0 CMEHY.

— B ogHoM gHe He MoxeT ObITb HeCKONbKUX [1O/IHbIX CMEH.

— [na HegenbHOro rpaduka pabdoTtbl U rpacduka paboTbl ¢ HaKONJIEHUEM HapyLIeHUMN
WMHTEepBan He MoXeT HaumHaTbes paHblue 00:30 n 3akaHuYnBaTbeca no3aHee 23:30.

— na cMmeHHoro rpadwvka paboTbl MHTEpPBAN MOXET HauMHaTbCs B OAWH AEHb
N 3aKaH4MBaTbCS B APYron, TO €CTb NEPEXOANTb Ha CrieayLWwmnii AeHb.

— [Ansa gHen CMEHHOro rpaduka, He coepXalimx nepexogsuiero Ha cneayrowmm
(vnun npegbloyWMIA) OeHb MHTEpBana, BCe pacyeTbl MPOU3BOAATCHA CTPOro B npegenax
KaneHgapHbIX CyTOK.

e [INA KaXOOro MWHTepBana C MOMOLLbI pacKpbiBalOLLErocs Cnucka YCTaHOBWUTE OOWH
N3 crieayoLwmnx NpU3HaKkoB:
— MpomexyTouYHbIN MHTepBan — MHTepBan paboTbl, PaCMONIOKEHHbIA Mexay nepBbiM
1 NocnegHUM UHTepBanamy paboTbl OHS MU CMEHbI. TakMX UHTEpPBaroB MOXeT OblTb
HECKONbKO.
— Ha4ano cmeHbI — nepBbIli UHTEPBAN PaboTbl AHS UMW CMEHDI.
— KoHeL cMeHbI — nocneaHuin nHTepsan paboTbl AHSA U CMEHBI.
— MonHasa cMeHa — eOMHCTBEHHbIN MHTepBan paboTbl AHA UNK cMeHbl. [MonHas cmeHa
He nogpasyMeBaeT NepepbIBOB, BKIOYasn obes.
e [1na pedakmuposaHusi UHmMepsasia BbIAENUTE ero Ha LKane BpeMeHM, HaXaB Ha Hero NeBou
KHOMKOW MBbILUK, MOCMe YEero WM3MEHUTE MOJIOXKEHNE OrpaHUYMBAIOLLMX €ro MON3YHKOB.

Ba:ed W

Monyan ceda ¥

Mpn HeO6XOAMMOCTM MOXHO BbIENUTb Ha LWIKane nofne BBOAA BPEMEHU ,
Ha)kaB Ha Hero NeBow KHONKOW MbILLIW, N BBECTU BPEMS BPYYHYIO MPY MOMOLLM KnaBmaTypbl.

e [Ina ydaneHus uHmepeasa BbiAENWTE €ro Ha LuKane BPEMEHW, HaXaB Ha Hero neBow
KHOMKOW MbILLK, NOce Yyero HaxxmuTe KHonky Del Ha knaBuatype.

e [Ina co3daHus aHano2u4HO20 UHMepeasia B OPYroMm AHe rpaduvka paboTbl Bbigenute
WHTepBan Ha LiKane BpeMeHn NeBon KHOMNKOW MbILLW W, YOEPXUBAsA KHOMKY B BEpXHEN YacTu
WHTEepBana, nepeTawiMTe ero Ha HeobXoAMMYI CTPOKY ((PYHKUMSA HedocTynHa Ans Tuna
rpacomka CMEeHHbIN):

MoHeAenbHMK : PaGoyee BpemaA: 074 15M

Hauyano cMeHs ¥ 15:18
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Bknagka «Permcrtpupyrowime noMmelleHna»

Bug pabouer obnactu Bknagku:

YyeT pabouero EpemMeHn YueT Hepaouero BpemMeHu

— {3} HexoHTpo/Mpyemas TeppuTOpuA

— {3 Pabouan zona
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e Yyem paboyeco e6pemMeHU — nNpPU YCTaHOBKE dnaxka MOMELLEHNEe UNCNONb3yeTcs
Kak pernctpupyowlee ans yyeta pabodero BpeMeHMU.

e Yyem Hepaboye2o 6peMeHU — Npu YCTaHOBKEe dnaxka MNOMELLEHNEe MCnonb3yeTca
KaK pernctpupyrowiee ans ydyeta Hepaboyero BpemeHu. Hepabounm sBnsieTcs Bpems
nepepbIBOB, BKNtovasi obea.

Mpy HEO6XOAMMOCTM MOXHO BblOpaTh HECKOSTLKO PEMMCTPUPYHOLLMX MOMELLLEHNIA.
Bknagka «HacTponku oTtyeToB»

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

HacTpoliku oTuetoB

He YUYMTBIEATE NPAazZaHUKHN YUMTEIEATE TONBKO HEpBblﬁ EXOA ¥ NOCNS4HWK BbIXO4

He cumnTaTk HapylweHWem, paspelumTs
ONOo3AsHKME He BOnge Yem Ha:

W - 00 He yusuTHIBATE HAPYLIEHWA MEHEE UEM Ha: oo . 00

He cumTate HapyWeHWeM, pazpelunTs Yxos
paHblue He Gonee uem Ha:

, ; : 00 : 00
0 ;oo He yuuTeiEaTE NepepaboTky MeHee UeM Ha: :

00 . 00
O6paTtute BHUMaHWe, 4TO Bpemsi onpefensieTcs B popmate Y4:MM, TO ECTb,

K Npumepy, o ] OyneT cooTBETCTBOBATbL OAHOMY Yacy NsATHaAgUATN MUHyTaM.
OneMeHTbl BKMagkM 3aBUCAT OT BblOpaHHOro Tuna rpaduka paboTbl M OTpPaXkeHbl
B COOTBETCTBYHLUMX MaBax JaHHOro pyKoBOACTBA:

e HacTpouku oT4yeTOB ANSA HegenbHoro rpacduka padoThbl;

e HacTpoWku oT4eTOB ANSi CMEHHOro rpaduka paboThbl;

e HacTtpoiku oT4yeToB ANns rpadmka paboThbl MO NPUCYTCTBUIO;

e HacTpownku otyeToB Ang rpacdhmka ¢ HakonJsiEHUWEM HapPYyLUEHUH;

e HacTpouku otyeTOB AN rpacduka ¢ HaKONJIeHUEeM HapyLleHU Ha ocHoBe GanaHca.

4. KHonka CoxpaHuTb U3MEHEeHUsi coxpaHsieT JobaBNsieMbl (M3BMEHEHHbIA, CKONMMUPOBAHHbIN)
rpadouk.
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[lna ycTaHoBneHus1 COTPYAHMKAM COOTBETCTBYHOLMX rpacdukoB paboTbl ¢ Uenbio AanbHenLero
yyeTa nx paboyero BpeMeHu:

1.

OTtkpovite nogpasaen «CompydHuku» pa3nena «llepcoHasn».

2. OTKpoWTe YYEeTHYH KapTOuKy CcOTpydHuKa (cMm. «Pykoeodcmeo nosnb3oeamerisi
,,CmaHdapmHoz2o nakema [10“ PERCo-WS, PERCo-WSE»).
3. HaxmuTte KHomMKy BHyTpu nons Mpadmk paboTbl. OTKpOEeTCA CNMCOK C rpadmkamm paboTbl:
Mpaduvk paboTel
9.00-17 .45
18.00-21.00
8.00-16.45
8.30-17.15
9.00-17.45 o
9.00-17.45 - Bce oAkl
9.30-18.15
4. B cnucke BbibepuTte HeobxoauMbIN rpadouk U HaXXMUTE KHOMKY, nocne 4ero B none Mpadumk
paboTbl y4ETHOM KapPTOYKM COTPYAHMKA NOSBUTCS 3HaYeHne BblIOpaHHOro rpaduka.
5. HaxmuTte kHonky CoxpaHUTb U3MEHEHUA, JaHHOMY COTPYyAHUKY OyaeT yCTaHOBIEH HOBbIV
rpadpuk paboTbl.
21.2. Co3paHue HepgenbHOro rpacgpuka paborbl
HepenbHbi rpacpmk pabortbl — Tun rpadmka C (UKCUPOBaHHLIM BPEMEHEM MepepbIBa,

TO €CTb COTPYAHWK MMEET MNpaBO YWTM Ha NepepbiB TOMbKO B CTPOro 3adaHHbI NMPOMEXYTOK
BpeMeHU, Hanpumep, Tonbko ¢ 12:00 go 12:45.

[lna co3gaHus HeaenbHOro rpaduka paboTbi:

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

Ha naHenu WHCTPYMEHTOB CTpaHuLbl HaXMUTE KHOMKY Ho6aButb. OTKpoeTCA OKHO
Jo6aBuTb rpacdmk paboThbl.

B oTkpbiBlemMca okHe B none Umsa rpadpmka BBeguMTe HaMMeHOBaHMe HOBOro rpaduika,
B nonie OnucaHume npm HeO6XOOUMOCTM YKaXXUTE AOMOMHUTENBHYIO0 MHAOPMALNIO O rpaduke.

C nomowblo packpbiBatowerocss cnucka Tun rpadmka Bbibepute TN HepenbHbIN.
Bknagka UHTepBanbl NpuMET cnegyowmn Bua;:

MNoHeaenbHUK PaGouee epema: 00u 00m

BTOpHKMK PaGouee epema: 00u 00m
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6.

Ha Bknagke oToGpaxatoTcsi CTPOKM, COOTBETCTBYKOLUME AHSM Hedenu. [ns Kaxgoro OHS

Heaesnn yCtaHoBuTe Ha WkKane BpeMeHun H806XOD,I/IMOG KONnmM4ecTBo NHTEpPBAJ1oB pa6OTbI.

MoHeaenbHUK PatGouee epema: 08u 00m

BTOPHKUK

PaGouee epema: 08u 00m

CnpaBa OT WKan BpeEMEHU 0To6pa>KaeTc;| nonyymBLladaca npoaosiKUTeI1IbHOCTb pa60l-|ero
BpEMEHN KaXaoro aHA.

Mepengute Ha Bknagky Peructpupyrwowme nomeweHumsa. B paboyen obnactu Bknagku

yCTaHOBUTE (PIaXKN Yy NMOMELLEHWIA, B KOTOPbIX B COOTBETCTBUM C CO34aBaeMbiM rpacomKom
OygeT BeCcTUCh yyeT pabo4dero n Hepabo4vero BpeMeHu.

Mepengute Ha Bknagky HacTponkn oT4eTOB 1 HACTPOMUTE NapameTpbl COCTaBEHNA OTYETOB

0 AVCUMNIMHE TpyAa Nno HOBOMY rpadhuky.

Bupg Bknaoku:

HacTpoiku oTueToB

He y4nTeIBaTE NpasaHuKu YuuTeIBaTE TONBKO NEPBLIA BXOA ¥ NOCNELHUA BbIXOA

He cumTate HapyWeHWeM, pazpelunTs

0 - 00 He yusTEIEaTE HAPYLWEHWA MEHES UEM Ha! oo . 00

ONo343HKE He Bonee Yeu Ha:

He cuMTate HapyWeHWEM, PaZREeLUMTE YX04

0 - o0 He yusTteiEaTE NepepaboTky MEHEE UEM Ha:! 00 : 00

paHble He Bonee Yyem Ha:

OneMeHTbI BKIagKu:

He yuntbiBaTb npasgHUKM — NpuU YCTaHOBKE (hraxka AHW, OTMEYEeHHble B nogpasgene
«lMpa3dHu4HbIe OHU» (cM. «Pykoeodcmeo nonb3oeamerisi ,,CmaHOapmHoO20 nakema
Mo“ PERCo-WS, PERCo-WSE»), 6yayT cuntatbca pabovmmu.

YuuTtbiBaTb TONLKO NEpBbIM BXOA4 M MOCNeAHUM BbIXO4 — MpU YCTaAHOBKE dpnaxka
BbIXObl N3 PEMCTPUPYIOLLUX NMOMELLEHUIN B TeYeHNe paboyero AHs He ByayT yunTbiBaThCA
npu pacyeTe paboyero BpeMEHW.

He cuutaTb HapylieHueM, pa3pelnTb ono3faHuMe He Gonee 4eMm Ha — ecnu Bpems
OMO3[aHWNsi MEHbLUE YyKa3aHHOro, OHO He OydeT yunTbiBaTbCsl B OTdeTe «Hapywumenuy
nogpasgena «Omyemsl no ducyunauHey. Ecnn Bpems onosaaHus 6onblue ykazaHHOro,
€ro MOXXHO MoracuTb TOMbKO NPW NMOMOLLM ONpaBAaTENbHOIO AOKYMEHTA.

He cuuTaTb HapyweHueMm, paspewnTb yxo  paHblue He Gonee YeM Ha — ecnu Bpewms
npexaeBpeMeHHOro yxoga ¢ paboTbl MEHbLUE YKa3aHHOro, OHO He OyaeT yyYuTbiBaTbCs
B oT4yeTe «Hapywumenu» noppasgena «Omyemsbi _no ducuunauHey. Ecnn Bpewms
NpexxaeBpeMEHHOrO yxoda C paboTbl Gonblle yKa3aHHOrO, ero MOXHO MOracuTb TOJSbKO
Np1 NOMOLLM OnpaBaaTenbHOro AOKYMEHTA.

He yuuTbiBaTb HapylweHWsi MeHee 4YeM Ha... — €CfM CyMMapHOe BpEeMsi HapyLueHUNn
(ono3agaHue, yxon paHblLe OKOHYaHWst pabo4dero AHs, yxoabl ¢ paboTbl B Te4eHne paboyero
OHs1) B npegenax kKaneHaapHblX CYTOK MEHbLUE YKa3aHHOro, HapyleHus He Oyayt
yuYnUTbIBaTbCA NpuY pacyeTe paboyero BpeMeHu.

He yuutbiBaTb NepepaboTKy MeHee YeM Ha... — ecnn CymMMapHoe BpeMmsi nepepaboTku
(Npuxoa paHbLUe HaYana un yxo no3xe oKoH4YaHus paboyero aHs) B npegenax KaneHgapHbix
CYTOK MeHbLUe yKaszaHHoOro, nepepaboTtka He OygeT yunTbiBaThbCs Npu pacvete pabodyero
BPEMEHW.
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lpumeyaHue:

I'IpV| NOBbIX HapyLweHNAX 3a40JPKEeHHOCTb YXO4UT B (bopmaT Henorawlaemon B TOM crny4yae,
€Clin  HapylweHNnA BbIXOOAT 3a npenesibl YCTaHOBJIEHHbIX B HaCTpOVIKaX oT4yeTOB
MHTEpPBAroB. Henorawaemble 3a40/MKEHHOCTU Henb3s OTpa6OTaTb N MOXHO noracutb
TOJIbKO ornpasaaTesfibHbIM JOKYMEHTOM.

9. Haxmute kHonky CoxpaHuTtb nuameHeHusi. OkHo [lo6aBuTb rpacmk paboTbl GyaeT 3aKpbITO.
HoBbIi rpachmk 6yaet nobasneH B paboyyto obnacTte nogpasaena.
2.1.3. Co3paHme cMmeHHoro rpadumka paboTbl

CMeHHbIN rpadmk paboTbl — TUM rpaduka ¢ BO3MOXHOCTbI YCTAaHOBUTL Hayaro U OKOHYaHue
paboyen CMeHbl B pasHble KaneHdapHble AdHW. Bpemsi nepepbiBa  MKCMPOBAHHOE,
TO €CTb COTPYAHWK MMeeT MpaBo YWTU Ha MepepbiB TOMbKO B CTPOro 3adaHHbI NMPOMEXYTOK
BpeMeHU, Hanpumep, Tonbko ¢ 12:00 go 12:45.

[na co3gaHunsa cmeHHoro rpaduka paboThbi:

1. Wcnonb3ys naHenb HaBurauuu, nepenaurte B pasgen E «llepcoHan».
2. OtkponTe nogpasgen «Mpaghuku pabomsbi».

3. Ha naHenn  WHCTPYMEHTOB  CTpaHuLUbl  HaXMWUTe  KHOMKY HNo6aBuThb.
OTkpoeTcs okHO Jo6aBuTb rpadmk padboThbl.

4. B oTkpbiBleEMcs okHe B none Uma rpacdmka BBeaUTE HauMMeEHOBaHME HOBOro rpaduka,
B nonie OnucaHue npy HEOBXOOUMOCTU YKaXKMUTE LOMOMHUTENBbHYI0 MHOpMaLMIO O rpadmke.

5. C nomowbio packpbiBatoweroca cnucka Tun rpacduka Bbibepute TN CMEHHbIN.
Bknagka UHTepBanbl NnpuMeT cnegyowmin BUa:

08-11-2022

OeHb 1 PaGouee Bpema: 00u 00m

JeHb 2 PaGouee Bpema: 00u 00m

OeHb 3 PaGouee Bpema: 00u 00m

OneMeHTbl BKIagKu:

o [Jo6aBuTb AOeHb — KHoMka no3eonsieT gobaBuTb B rpadMk ewe OAWH [AEHb.
KonnyectBo gHen He gomkHo npesbiwaTh 30.

. YpanuTb geHb — KHOMKa MNO3BONSET yAanuTb BblOeNeHHbli B paboyven obnactu
BKNaaKu OeHb.
¢ [lone [lata Hayana cMeHbIl — Nnosie npegHasHavyeHo 415 BBoAa AaTbl NEPBOro gHs rpaduka.

[nsa BBoAa AaTbl HAXKMUTE KHOMKY BHYTPM Nons.
6. Ha Bknagke oTvobpaxalTcsi CTPOKW, COOTBETCTBYKOLUME AHSAM CMeHbl. [lo ymon4yaHuio

cosgaeTcs rpaduk u3 Tpex gHen. Mcnonb3ysa KHOMKK JdobaButb geHb 1 Ypanutb
AeHb, YCTaHOBUTE He0bBX04MMOE KONMMYECTBO AHEN CMEHbI.

7. [Ons Kaxpgoro OHS CMeHbl YCTaHOBUTE Ha LuKane BpeMeHW HeobXoaMMOoe KOonuM4ecTBO
MHTepBanoB paboTbl. CnpaBa OT WKan BpemMeHM oTobpaxaeTcs  noryymBLLAsiCS
NPOOOIMKUTENBHOCTL PaboYero BpEMEHN Kaxaoro OHs.
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10.

10

Oerb 1

Jerb 2

08-11-2022

PaGouee Bpemn: 16u 00m

PaGouee Bpemn: 06u 05m

YcTaHoBuUTE narty nepsoro AgHA CMeHHOro Fpa(bI/IKa. ,D,J'IFI 3TOro HAXMUTE KHOIMKY BHYTPU
nonsi flata Ha4yana cMeHbl. B OTKPbIBLLEMCA KareHaape yKaxuTte He06x0/:|,mmy+o aarty.

Mepengute Ha Bknagky Peructpupyrwowme nomeweHusa. B paboyen obnactu Bknagku
yCTaHoBUTE (pnaxkny y rMOMeLLEeHNn, B KOTOPbIX B COOTBETCTBUM C CO3aBaeMbiM rpacukom
OygeT BeCcTUCh yyeT pabo4dero n Hepabovero BpeMeHM.

I'Iepeﬁ,qme Ha BKnaaky HaCTpOﬁKM oT4yeToOB U HaCTpOIZTe napamMeTpbl COCTaBJ1IEHNA OTHETOB

0 AVCLMNMMHE TpyAa Nno HOBOMY rpadhuky.

Bwupg Bknagku:

HacTtpoiikun oTueToB

YuuTbiBaTE TONEKO NEPBLIF BXOA V1 NOCNEAHWIA BbIXO]

He cumTaTk HapyWeHWEM, PaspeWwmTs

00 : 00 He yuuTbIBaTE HAPYLIEHWA MEHEE YEM Ha: 0w 00

0nozAaHune He Bonee uem Hat

He cuMTaTe HApYLWEHUEM, PA3PELMTE yX0a

0 . o0 He yumTeiRaTe NnepepaBoTky MEHEE UEM Ha: 0w . 00

paHblue He Bonee yem Ha:

OrnemMeHTbl BKNaaKu:

YuntbiBaTb TONbKO NEpPBbIM BXOA4 U MOCNEAHUN BbIXOA — MpPU YCTaHOBKE donaxka
BbIXO4bl U3 PErMCTPUPYIOLLNX MOMELLLEHN B TeveHne paboyero gHs He ByayT yunmTbiBaThCs
npu pacyeTte paboyero BpeEMeHN.

He cuuTtaTb HapyweHuem, paspewunTb onos3pgaHue He Gonee 4emM Ha — ecrnv Bpems
0ono3gaHnsl MeHbLUe YKasaHHOro, OHO He ByaeT yunTbiBaTbCA B oTyeTe «Hapywumesnuy
nogpasgena «Omyemsi no ducyunauHey. Ecnv Bpemsi ono3gaHmsa 6onblue ykasaHHOro,
€ro MOXHO NOracuTb TOMbKO NPU MOMOLLM ONpaBaaTENbHOro JOKYMEHTA.

He cuutaTb HapylueHuem, paspelunTb yxXoa paHblue He b6oriee YeM Ha — ecrnv Bpemsi
npexaeBpeMeHHOro yxoga ¢ paboTbl MeHbLUE YyKa3aHHOro, OHO He OyaeT yyYuTbiBaTbCS
B oTyeTe «Hapywumenu» nopgpasgena «Omyembl _no QducyunauHe». Ecnu Bpems
npexaeBpeMeHHOro yxoaa ¢ pabotbl 6onblle yka3aHHOro, ero MOXHO MOracuTb TOSbKO
npy NOMOLLM onpaBaaTeNnbHOro A4OKyMEHTa.

He yumTbiBaTb HapylleHUs1 MeHee 4YeM Ha... — €CNM CyMMapHoe BPEeMs HapyLLUeHWUN
(onosgaHue, yxoa paHblle OKOHYaHus padoyero AHsA, yxoabl ¢ padboTbl B Te4eHne paboyero
OHS) B npefenax kaneHdapHbIX CYTOK MEHbLUEe YKa3aHHOro, HapyleHus He 0yayT
yUYUTbIBATbLCS NPU pacyeTe paboyero BpeMeHM!.

He yuutbiBaTh nepepaboTKy MeHee 4eM Ha... — €CliM CyMMapHOe BpeMs nepepaboTku
(Npuxo paHbLLEe Havana n yxof nose okoH4YaHus paboyero aHs) B npedenax kaneHaapHbiX
CYTOK MeHbLUEe ykasaHHOro, nepepabotka He OyaeT yuuTbiBaTbCA Npu pacyeTe pabodero
BPEMEHM.
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llpumeyaHue:

7 Tpu noBbix HApYLLUEHNAX 3a00/MKEHHOCTb YXOAMT B (hopMaT HeMorallaemon B TOM crnyyae,
€CNN  HapylleHVs1 BbIXOAAT 3a npegenbl YCTaHOBMeHHbIXx B HacTpomkax oTyeToB
WHTepBanoB. HenorawaemMble 3aJ0MKEHHOCTM Hemnb3s OTpaboTaTb M MOXHO MOracuTb
TONbKO onpaBaaTesnibHbIM JOKYMEHTOM.

11. Haxmute kHonky CoxpaHUTb M3MeHeHuA. Hoebin rpadumk 6yget nobaeneH B pabouyto
obnacTb nogpasgena.

21.4. Co3paHue rpadmka paboTbl N0 NPUCYTCTBUIO

Mpacmk paboTbl MO NPUCYTCTBUIO — TUM rpaduka, Npu KOTOPOM A1 COTPYAHMKA He YKa3blBalOTCS
nHTepBanbl paboyero BpeMeHu, HO Be4eTcs MoACYET BPEMEHM HaxoXaeHUst Ha paboyem mecTe.

[lna co3gaHus rpaduka paboTbl NO NPUCYTCTBUIO:

1. Wcnonb3ysi naHenb HaBurauuu, nepenanTe B pasgen E «lMepcoHany.
2. OrtkponTe noagpasgen «Mpaghuku pabomsbi».

3. Ha naHenu MHCTPYMEHTOB CTpaHWULbl HAXXMUTE KHOMKY Ho6aBuTtb. OTKpoeTCcHa cTpaHuua
Do6aBuTb rpacdmk paboThbl.

4. B oTkpbiBleMcs okHe B none Uma rpacdpmka BBeaUTE HaMMeEHOBaHME HOBOro rpaduka,
B nonie OnucaHme npm HeO6XOOUMOCTM YKaXKUTE AOMOMHUTENBHY MHAOPMALNIO O rpaduke.

5. C nomowblo packpbiBatolierocs crnucka Tun rpadmka BoiGepute Tvn Mo npucyTcTBUIO.
Mocne aToro oTo6pasunTcs Bknagka PerncTpupyrowme nomeLLeHuUs:

Yuet pafiouerc EpemeHK Yuer Hepabouero EREMEHM

— | {a} HexoHTponupyeman TeppUTOpUA

— {2} PaBouan zoHa

6. B pabGouen obnactu Bknagkm yctaHoBute onaxkm y NOMeELLEHWIA, B KOTOPbIX B COOTBETCTBUMU
C co3gaBaeMbiM rpacpmkom GyaeTt BeCcTUCh yveT paboyero n Hepabodero BpeMeHMW.

7. TMepengute Ha Bknagky HacTponku oTyeTOB 1 HACTPOMTE NapaMeTpbl COCTaBNEHUS OTYETOB
O AucumnnuHe Tpyaa no HOBOMY rpagouky.

Bup Bknagku:

HacTpoiiku oTyeToB

YUUTHIBATE TONBKO I'IEpElbI;i BXOA W I'IDC,"IE‘,JJ,HMH BbIX00

OneMeHT BKNaaKu:

e YuntbiBaTb TOJNIbKO NepBbIA BXOA4 M MOCNEeAHUN BbIXOA — MNpy yCTaHOBKE (braxka
BbIXOAbl U3 PEMMCTPUPYIOLLMX MOMELLEHUI B TedeHne paboyero aHa He OyayT yunTbiBaTbCs
npu pacyeTe paboyero BpEMeHN.

8. Haxmute kHonKy CoxpaHUTb M3MEHeHus, HOBbl rpadumk Oyaetr gobasneH B pabouyto
obnacTb nogpasgena.

11
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2.1.5. Cos3paHue rpacuka paboTbl C HaKONJIEHUEeM HapyLUeHUn

Mpadmk paboTbl ¢ HakoMMeHneM HapyweHun — B OTNn4Me OT TMNoB rpaduka HegenbHbin
n CMEeHHbINW, rae BpeMs nepepbiBa sBAsSETCS UKCMPOBAHHbIM, OaHHbIM TUM rpadumka No3sonsieT
YCTaHOBUTb MMOKME Havano M OKOHYaHWe MnepepbiBa, TO €CTb COTPYOAHUK MMEET MpaBo yXoauTb
Ha nepepbiB B NOOOM MOMEHT B TEYEHWE YyKas3aHHOrO Ha LWKanax uHmepesana 05 nepepbisa
N HaXOOUTbCA Ha MNepepbiBe Takyld MPOLOSMKUTENbHOCTL BPEMEHK, Kakasi YCTaHOBIMEHa
B HacTtpomnkax otuyeToB.

Ob6sizameribHble UHMepearsibl — NPOMEXYTKU BPEMEHU, B TEYEHUE KOTOPbIX COTPYOHWUK OOSHKEH
HaxoauTbcsi Ha paboyeM mecte. B O6si3ameribHble UHMepeasibi COTPYAHUK HEe MOXET BbIATU
Ha nepepbIB.

Paboyee e6pema — obwas npoAOKUTENBHOCTbL MPUCYTCTBUS COTpyAHMKaA Ha paborte.
Pabouee Bpems BkntoyaeT B cebst MHmepesaribi O nepepbigos.

WHumepearnb! Onsi nepepbieo8 — MPOMEXYTKA BPEMEHW, B KOTOPblE COTPYAHMK MOXET BbINTU
Ha nepepbIB. [pogomKMTENbLHOCTL NepepbiBa yCTaHaBNMBAETCs Ha Bknagke HacTponku oTyeToB.

lpumeyaHue:

" MpomomknTenbLHOCTb NepepbiBOB, Bkno4vaa oben (Bknagka HacTponku oT4yeToB)
O0JPKHa ObITb MeHbLUE NGO paBHa UHMepeanam 0715 Nepepbieo8, OTPAKEHHBIM Ha BKIagKe
UHTepBansl.

[lna co3gaHus rpaduka paboTbl C HAKOMMEHWEM HapPYLLEHWIA:

1. Wcnonb3ys naHenb HaBurauuu, nepengurte B pasgen E «llepcoHan».
2. Ortkponite nogpasagen «paghuku pabomni».

3. Ha naHenn WHCTPYMEHTOB CTpaHuUbl HaXMUTE KHOIMKY Ho6aButb. OTKpoOeTCA OKHO
Ho6aBuTb rpacuk paboThbl.

4. B oTkpbiBluemcs okHe B none Uma rpacdpmka BBeauTE HauMMeHOBaHWE HOBOro rpadmka,
B nonie OnucaHme npm HeEO6XOOUMOCTU YKaXKXUTE AOMONHUTENBHYIO0 MHAOPMALNIO O rpaduke.

5. C nomouwlbtlo packpbiBatowerocss cnmcka Tun rpacgpmka Bbibepute TMn C HakKonneHuem
HapyweHun. Bknagka UHTepBanbl NpuMeT crieqyrowmmn Bua;

MNoHeaenbHMK O6azatencHbie nHTepsans:: 00u 00m | Untepeansl gna nepepoisoe: Ou Om

BTOPHHUK O6nzatencHbie nHTepsans:: 00u 00m | Untepeansl gna nepepoisoe: Ou Om

6. Ha Bknagke oToGpaxatoTcsi CTPOKM, COOTBETCTBYKOLUME AHSM Hedenu. [ns Kaxgoro OHs
HeOenu ycTaHoOBUTE Ha LKare BpeMeHn Heobxoanmoe KONMYecTBO MHTepBanoB paboTol.

MoHeaenbHUK OBAzaTensHele MHTepeans: 06y 00m | Pabouee Bpema: 094 Om | MuTepeank AnA nepeprigoe: 034y 00M

09

un

a 15:98

=

BTopHMK OBrzaTensHele MHTepEans: 06y 00m | Pabouee Bpema: 094 Om | MiHTepeans AnA nepepreigoe: 034 00M

09

un

a 15:98

=

CnpaBa OT LwWKan BpeMeHW oTobpaxkaloTCA MONyYMBLUAACS MPOAOIMKUTENBHOCTL paboyero
BPEMEHM KaXZoro [Hs, nonyymBlMecss obsA3aTenbHble WHTEpBanbl W MHTepBanbl
AN NepepbIBOB.

12
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7. Tepengute Ha BKNagky Peructpupylowme nomeweHus. B pabouenn obnactm Bknagku
yCTaHOBUTE (PIaXKN Yy NMOMELLEHWIA, B KOTOPbIX B COOTBETCTBUM C CO34aBaeMbiM rpacomKom
OyaeT BeCcTUCh yyeT pabo4dero n Hepabo4vero BpeMeHMu.

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

Bupg Bknagku:

MpoACAKMATENLHOCTE NEPEPLIBOR, BKAKYAA .
obea: . onozgaHue He Bones Yem Ha:

He yumTHIESTE HApyLIEH/A MeHee uen Ha: 00 : 00 He cunTaTh HapyleHVeay, pazpeiTs yXoa

Hactpoiiku oTueToB

He cunTate Hapywerrem, paspellnTs 00 . 00

0o = 00

paHblUe He Bones Uem Ha:

He yunTeizaTe nepepaboTky MeHes uem Ha: 0 : 00

OneMeHTbI BKNnagKu:

He cuuTtaTb HapyweHueMm, pa3pelnTb onospgaHue He Goree 4YeM Ha — ecrnv Bpewms
0ono3daHns MeHblle YKa3aHHOro, oHo He BygeT yunTblBaTbCA B oTyeTe «Hapywumenu»
nogpasgena «Omyemsi no ducyunauHe». Ecnv Bpemsi ono3gaHusa 6onblue ykasaHHOro,
€ro MOXXHO noracuTb TOMbKO NPU NOMOLLM onpaBaaTenbHOro JoKyMeHTa.

He cuutaTtb HapylweHueM, pa3peliMTb yXo paHblue He b6oriee YeM Ha — ecrnv Bpems
npexaeBpeMeHHOro yxoaa ¢ paboTbl MeHbLUE yKa3aHHOro, OHO He OyaeT yyYuTbiBaTbCA
B otyeTe «Hapywumenu» nopgpasgena «Omyemsbl _no ducyunauHe». Ecnu Bpems
npexaeBpeMeHHOro yxoga ¢ pabotbl 6onblle yKa3aHHOro, ero MOXHO MOracuTb TOSbKO
npv NOMOLLM onpaBAaTenbHOro A0OKYMeHTa.

He yuuTbiBaTb HapylleHUSI MeHee YeM Ha... — eCnu CyMMapHOe BpeMs HapyLllueHUi
(onospgaHue, yxon paHblUe OKOHYaHUA pabodero gHsA, yxoabl ¢ paboTbl B Te4eHne paboyero
OHA) B npegenax kKaneHOapHbiX CYTOK MeHbLle YKa3aHHOro, HapyleHus He OyayT
yunTbiBaTbHCH NPU pacyeTe paboyero BpemMeHu.

He yunTbiBaTb nepepaboTKy MeHee 4eM Ha... — eCcflim CyMMapHoe Bpems nepepaboTku
(Npuxopf paHbLUEe Havyana n yxoa no3)e okoH4YaHus paboyero AHA) B Npeaenax KaneHaapHbiX
CYTOK MeHbLUEe yKasaHHOro, nepepabotka He OyaeT yuuTbiBaTbCA NMpu pacyeTe pabodero
BpEMEHU.

MpopomkutenbHOCTL MepepbIBOB, BKMO4YaA obed — B TedeHMe 3TOro 3adaHHOro
BPEMEHM COTPYAHWK MMeeT MpaBO OTCYTCTBOBaTb Ha paboyeMm mecte. Ecnn coTpyaHuk
OTCYTCTBOBasl MeHblUe 3a[aHHOr0 BpPeMEeHW, OHO BCe paBHO ByaeT BblMTEHO M3 obuiero
pabouyero BpemeHu. Ecnu Gonblue — npeBbILEHHOE BpeEMSA NonaeT B HapyweHusa n byget
OTpaxeHo B oTyeTe «Hapywumenu» noapasgena «Omyemsi 1o QUCUUNIIUHEY.

lpumeyaHue:

I'Ipvl NOBbIX HapyLweHNAX 3a40JPKeHHOCTb YXOo4UT B cbopmaT Henorawaemon B TOM crny4yae,
€Clin  HapylweHNUA BbIXOOAT 3a npenesibl YCTaHOBJIEHHbIX B HaCTpOVIKaX oT4yeTOB
MHTEpPBAroB. Henorawaemble 3a40/MKEHHOCTU Henb3s OTpa6OTaTb N MOXHO noracutb
TOJIbKO onpasaaTesibHbIM OKYMEHTOM.

9. Haxmute kHONKy CoOxpaHUTb M3MEHEeHUA, HOBbIM rpacuk Oyaet gobasneH B pabouyto
obnacTb nogpasgena.
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Moayne MO PERCo-WMO01, PERCo-WMEO1 «Y4yeT paboyero sBpeMeHn»

Ona ny4vwero NOHMMaHUA pPaboTbl C AaHHLIM TUNOM rpacduka peKoMeHAYEeM O3HAKOMUTbLCSA
C NpUMepoOM:

B Hactpownkax ot4yeTtoB ocTaBum [poaonmknTenbHOCTb NepepbIBOB HYNIEBOW, Kak MOKa3aHo
HUXe.

Hactpoiikn oTuetoB

~ ~ ~ ~
MpoAOMXUTENEHOCTE NEPEDEIBOE, BKNKOUAA 0 00 He cunTate HapyleHWeM, paspelunTs 0 00
odes: ! OnozAaHUE He Bonee uem Ha: )
v v v ~
~ ~
~ ~
He yuuThbIEaTh HAPYLUEHUA MEHEE UM Ha: 0 . 00 He cuMTaTh HapyLWEHWEM, PAsPELINTE YXO4 00 - 00
paHELE He Bones uem Ha: )
v v
v w
~ ~
He yunTbiEaTh NepepaboTky MEHEE USM Ha! 00 : 00
v v

Ha Bknagke UHTepBanbl HacTpoum O6si3amenibHblie uHmepeansi ¢ 8:30 no 12:00 n ¢ 15:00
no 17:30. MNpn aTom Paboyee epemsi aBTOMATMYECKM onpegenunock kak 9 yacos, a MHmepearsnbi
ons1 nepepbieoe kak 3 yaca (¢ 12:00 go 15:00), Kak BUAHO Ha CKPUHLLOTE.

MoHeaenbHUK OBbAzaTensHele uHTepeans: 06y 00m | Pabouee Bpema: 094 Om | MHTepeany AnA nepeprigos: 03u 00mM

BE:38 15:8

Tenepb B HacTpomkax oTyeToB nonpodbyem caenatb MpoaomknTensHOCTL NepepbIBOB PAaBHON
1 yacy.

MpoAcn*MTeNEHOCTE NEPEPLIBOR, BKAKOYaRA He cuntaTe Hapylwexrem, paspewnts

01 00 oo 00
oben: onozaaHue He fones uem Ha:
~ A w v
~ ~
~ ~
He yunTbIEATE HARYLLEHKA MEHES UEM Ha: 00 : 00 He cuntaTh HapylIEHKEM, PAZPELINTE YXO4 00 - 00
paHeLe He GoNes UM Ha: :
v v
v v
-~ ~
He yuuTbiBaTh NepepaboTky MEHEE Yem Ha: 00 00
v v

B Takom cnyvyae O6si3amesibHble uHmMepesasibl OCTaHyTCsi 6 yacoB, a Paboyee epemsi cTaHeT
8 vacos, nockonbKy 1 Yac Tenepb onpegeneH kak nepepbiB. COTPYOHWK MOXET Yac OTCYyTCTBOBATb
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 nOoTOM elle pa3 BblMAET OTAOXHYTb B 14:15 n BepHeTCA
B 14:45.

MoHeaenbHUK OBrzaTensHele MHTepEansi: 064 00m | Pabouee Bpema: 084 Om | MiTepeans ana nepepeieos: 034 00m

P3:38 15:0
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PyKOBO,EI,CTBO nonb3oBaTtensa

2.1.6. Cos3paHue rpacdumka paboTbl C HaKonJsieHWeM HapylweHUM Ha OCHOBe
6anaHca
pachmk paboTbl € HaKoNneHnem HapyweHUMW Ha OCHoBe OGanaHca — Tun rpadwuka,

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

Lonycmumoe epemsi pabombl — WHTEpBan BPEMEHW, B TeYeHWe KOTOPOro COTPYAHUK MOXET
oTpaboTaTb CBOK HOpMy paboyero BpeMeHW, KoTopasi yCTaHaBnMBaeTCcsl NPy NMOMOLM PyHKLIMM
KonuuyecTBO 4acoB B Heaeno, BKNOYasa nepepbiBbl Ha BkNaake HacTponkn oTyeTos.

Ob6s3amerbHble UHMepeasbl — NPOMEXYTKA BPEMEHMU, B TeYEHME KOTOPbIX COTPYAHWUK OOIMKEH
HaxoauTbCcs Ha paboyem mecTe. TakMe WHTepBanbl HacTpamBalTca Ha Bknagke HacTpoWnku
OTYeTOB NpK NOMOLLM pyHKLMIA CUnTaTb ono3gaHUueM Npuxopn nosxe, 4em B 1 Cuntatb yxoaom
paHblue yxoa paHblue, Yem B. [pu HapyweHun O6si3ameribHbIX UHMEPB8aios 3af0iKeHHOCTb
yxoauT B ¢opmaT Henorawaemon. OgHako 3TUX MHTEPBANoOB MOXET He ObiTb, €CN OCTaBUTb

0 . 00
B none BBOAaA BpeMEeHWU HyInun , B TaKOM cClly4ae 3adOJPKeHHOCTb He 6y,u,eT

yunTbiBaTbCH, @ COTPYAHMK MOXET npuxoguTb Ha paboty B noboe Bpems B WHTepBane,
3agaHHoM dyHKumMen [lonyctumoe BpeMsa paboTbil.

[lna co3gaHus rpadmka paboTbl ¢ HAKOMNEHMEM HaPYLLUEHWUIA HAa OCHOBe GanaHca:

1. Wcnonb3ys naHenb HaBurauuu, nepenaurte B pasgern E «llepcoHarn».
2. OtkponTe nogpasgen «Mpaghuku pabomsbi».

3. Ha naHenu MHCTPYMEHTOB CTPaHULbl HAXKMUTE KHOMKY [o6aBuTb.
OTtkpoeTcs okHO Jo6aBuTb rpadmk padboThbl.

4. B oTkpbiBleMcs okHe B none Uma rpacdmka BBeauTE HauMMeHOBaHME HOBOro rpaduka,
B nonie OnucaHme npm HeO6XOOUMOCTM YKaXKUTE AOMOMHUTENBHY MHAOPMALNIO O rpaduke.

5. C nomouwlbto packpbiBatowerocss cnucka Tun rpacpmka Bbibepute TMn C HakonneHuem
HapyweHUn Ha OoCHoBe GanaHca, nocne 4ero cHu3dy oT nons Tun rpacduka otobpasuTcs
naHens [1Hu Hepenu:

Jobasutb rpadpuk pabotnl BepHYTBCA K CIMCKY rpatinKkos

Vs pacmka Yuer pabouero spemenn Yuer nepabouero epemeri

Hosuiii rpachuk — {2} HekouTpoaUpyeman TeppuTOpUa

— (A} Pabouas zoMa

Onvcanue rpaduika

Tun rpaduka
C HAKOMNEHMEM HADYLIEHNIA H3 OCH...

Anu Heaenm

M4 BT CP 4T nT Cb BC

Perucrpupyrole nomeleHis

— | { OBwwit kopuaep

Hactpoiikn oTuetos B Komrpoanep samka |

(& Kontponnep zamka N3 Aep aeeps Hoe

6. Ha naHenu pacnonararoTCA KHOMKK, COOTBETCTBYyWLIME OHAM HeOernu. Bb|6ep|/|Te OHN,
ABIAOLWNECA p360‘-II/IMI/I.

7. TMNepengute Ha BknNagky Pernctpupyrowme nomeweHusi. B pabouyen obnactu Bknagku
yCTaHOBUTE PIaXKN Yy NMOMELLEHWI, B KOTOPbIX B COOTBETCTBUM C CO34aBaeMbiM rpacomKom
OyneT BecTUCh y4eT paboyero n Hepabodero BpeMeEHMW.

8. Tlepengute Ha Bknagky HacTponkn oT4eTOB M HACTPONTE NapamMeTpbl COCTaBEHUS OTYETOB
0 QucumnnvHe Tpyaa no HoBOMy rpaduky.
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Moayne MO PERCo-WMO01, PERCo-WMEO1 «Y4yeT paboyero sBpeMeHn»

Bug Bknaoku:

Hacrpoiiku otyeToB

MpoacAXWTENEHOCTE NEpepEIBOE, BKAKOYaRA

obea:

KoAMUeCTED WACOE B HEASNKD, BKAKUARA
NepepeIeL:

01 .0 Aonycrvmoe Bpems paboTs! ¢ 00 . 00 - 23 . 5

CUMTaTL ONOZAAHWEM MPHXOA NOIKE, UM B2 00 B 00

CumTaTs ¥XOA0M PaHbLLUE YXOA PaHbILE, YeM B 00 : 00 MaKcHManbHO AOMYCTUMARA BEAWYMHE

NOAOKWTENEHOMD BAN3HCa 33 NEpUOS pacUeTa oo . 00
v v {mecaw):

OnemMeHTbl BKNaaKu:

MpoaonmkuTenbHOCTL MepepbIBOB, BKMO4Yasa obed — B TevyeHMe 3TOro 3agaHHoro
BPEMEHM COTPYAHWK MMEET MpaBO OTCYTCTBOBaTb Ha paboyem mecTte. Ecnn coTpygHuk
OTCYTCTBOBasi MeHblUe 3a[aHHOro0 BPEMEHW, OHO BCe paBHO ByaeT Bbl4TEHO M3 obuiero
paboyero BpemeHn. Ecnv 6onblue — npeBbilLEHHOE BpeMS MongeT B HapylleHus 1 dygert
OTpaxeHo B oTyeTe «Hapywumenu» noapasgena «Omyemsi 1o QUCUUNIIUHEY.
KonuyecTtBo 4acoB B Hepgento, BKO4YasA nepepbiBbl — ob6Las NpoaomKUTENbHOCTb
BpeMeHn obsa3aTenbHOro npucyTCTBUS COTPyAHMKA Ha paboTte, BKMYasd nepepbiBbl.
Ecnu coTpyaHuk npucyTcTBOBan Ha paboyemM MecTe MeHbLUe YKa3aHHOro KonmyecTtBa
4YacoB, HapylleHWe oTpasuTca B OT4yeTe «Hapywumenu» nogpasgena «Omyembl
no QucyunuHey.

Hdonyctumoe Bpems paboThbl C... NO... — B 3TOT MPOMEXYTOK BPEMEHU COTPYAHMK UMeeT
NpaBoO HaxoOAUTbCS Ha TeppuTopum npeanpuatva. [aHHas HacTponka sBnseTcd
obsa3aTensHOW.

CuutaTb yX0A4OM paHblue yXxoA paHblle, YeM B... — €CNN BpeMms yxoda COTpyAHMKa
C paboTbl MeHblUe YyKa3aHHOro, OHO OTpasuTca B oT4yeTe «Hapywumernu» nopapasgena
«Omyemsi no ducyunauHey. aHHasa HacTponka HE aBnseTca ob6a3aTensHOMN.
MakcumanbHO gonycTumas BefniMunHa NonoXxuTenbHOro 6anaHca 3a nepuopa pac4yerta
(Mecsil) — C NOMOLLBID 3TOM HACTPOMKM MOXHO oOTpabaTbiBaTb HapylleHus Hanepea,
TO €CTb 3TO MaKCuUMarbHOE KOMUYeCTBO BpeMeHU, KOTOpOe COTPYAHUK MOXET HaKoMUTb
ans otpaboTkM nocnegyowmx HapyweHun. [onyctum, COTpyaHUKY HyxHO Oyaet 20 mas
yiTU € paboTbl Ha Mnonyaca paHblue, B TaKOM Crlydyae OH MOXeT NpuxoauTb Ha paboTy
paHble (yxoauTb C paboTbl no3xe) B [lonycTumoe Bpemsi paboTbl B nobble OHM
0o 20 mas, Hakonue Taknm obpasoM HeobxoguMble nonyaca Ans OOCTUXKEHWUS HYNeBOro
6anaHca.

CuutaTtb onosgaHueM NpUMXod MNO3Xe, YeM B... — €CNN Bpems Npuxoda COTpyAHMKa
Ha paboTy 6Gonblle yka3aHHOro, OHO OTpa3uTCA B OT4yeTe «Hapywumenu» noapasgena
«Omyemsi no ducyunauHey. JaHHasa HacTponka HE aBnsetca ob6a3aTensHOMN.

llpumeyaHue:

Mpw NobbIX HAapYLLEHUSIX 3aJ0MMKEHHOCTb YXOAUT B hopMaT HemnorallaeMoi B TOM criyyae,
€CNN  HapyLlleHVsi BbIXOAAT 3a npegenbl YCTaHOBMeEHHbIX B HacTpomkax oTyeToB
WMHTepBanoB. HenorawaemMble 3a40MMKEHHOCTM HeMb3s OTpaboTaTb M MOXHO MoracuTb
TONbKO onpaeaaTenbHbIM JOKYMEHTOM.

9. Haxmute kHONKy CoxpaHUTb M3MEeHeHus, HOBbi rpaduk Oyaetr gobasneH B pabouyto
obnacTb nogpasgena.
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Ona nyywero noHUMaHusa paboTbl ¢ AaHHbLIM TUNOM rpacduka peKOMeHAYEM O3HAKOMUTbLCA
C NpUMepom:

Honyctm, 'y  Hac  eCTb  COTPyAHWK, paboTawwunm nNsaTb  AHEW B Hedento.
YctaHaBsnnBaem MpoaomkutensHOCTbL NepepbLIBOB, BKM4Yasa obea — 1 vyac B CyTKu,
KonunyecTtBO YacoB B Hegento, BKo4as nepepbiBbl — 45 yacos (40 pabo4ynx yacoB n 5 yacos
Ha nepepbIBbI).

~ ~ ~ ~
~ ~
MNpoAoAXATENLHOCTE NEPEPLIBOR, BKIKYaA 0o .00 Jonyctumoe epems pabatel © 0 . 00 - 23 . 59
oben: !
~ ~ ~ v
w v
~ ~
~ ~
KONWUecTso Yacos B Heqenio, BIIouan = m CunTaTs ONOZAaHMEM MPKXOA NO3KE, UeM B 0o 00
NEpepLIEL!:
v ~
w v
~ ~
~ ~
CUMTETE YXOAOM PaHBLLE YXOL PAHBILE, Uem B 00 : 00 MaKCHMaNEHO LONYCTUMER BEAMUMHE
NoAOKWTENEHOrC BanaHca 23 Nepros pacueta 00 : 00
v v {mecaw):
v ~

DonycTtumoe Bpema paboTbl yctaHaBnmBaem ¢ 07:00 no 20:00. 3To 3HAYUT, YTO COTPYOAHMK MOXKET
BbIXOOUTbL Ha paboTy B nwboe yaobHoe Anst HEro BpeMs B 3TOM MPOMEXYTKE, Hanpumep,
B noHeaenbHuK oH npuaet B 08:00 n yrnaget B 17:00, Bo BTOpHUK npuaeT B 11:00 n ynaget B 18:00,
B cpeay npuaet B 7:00 n ynget B 19:00 n Tak ganee. [ns coTpygHuKa rnasHoe — otpaboTatb
3a HeZent TO KONMYECTBO YacoB, KOTOPOE yka3aHo B HacTpoinke KonnyecTtBo 4YacoB B Hegento,
BKNroYas nepepsbiBbl. B Hallem cnyyae 370 45 yacos.

~ ~ ~ ~
~ ~
[NpeaonxMTensHOCTE NepepLIBOB, BKAKYEA 01 .00 Aeonycrimoe epema paboTel © 07 ;00 - 20 . 00
obea; '
v v v ~
4 v
~ ~
~ ~
KonwuecTeo vacoe e HEAENHD, BKAHOYanA 45 00 CuuTtate Ono3jaHvemM Npruxoa Nosxe, Yem B: 0o H oo
nepepsigbl !
v w
A v
~ ~
~ ~
CuMTaTe YXOLOM P3HELUE YXO4 PaHBLIE, YUeM B 00 . 00 MakcumaneHo AoNYCTUMaR BENMUMHE
NONCKWUTENEHOMD BanaHCa 33 NepMol PacueTa 00 00
v v {mecau):
w w

Mpegnonoxum, exegHesHo B 15:00 Ha npeanpusTUM NPOBOAATCA OYHblE COBELL@HMSA, HAa KOTOPbIX
HaLL COTPYOHWK OOSMKEH NPpUCyTCTBOBaTb. Torga Mbl ycTaHaBnMBaeM BpeMs B HacTponkax Cuurtatb
yXOAOM paHblle yxoa paHblue, 4eM B M CuuTaTb onosgaHMeM npuxon Mno3xe, Yem B,
Ny COTpyQHMKA MOSABMSAKOTCSA ONpeAdeneHHble paMKu, KoTopble OH 006sa3aH  cobnwogatb.
B HalweM cnyyae Tenepb COTPYOHUK HE MOXeT npuxoauTb nosxe 14:30 n yxoauTb paHblie 16:30,
4yTOObI HE NMpPONyCcKaTb COBELLaHME.

~ ~ ~ ~
~ ~
MNpoacAXITENLHOCTE NEPEPEIBOB, BKAMOYER 01 . 00 fAonyctvmoe speMa paboTel G 07 ;00 - 20 : 00
obea: '
~ ~ v v
v v
~ ~
~ ~
Konuuecteo yacoe B HEeAENHD, BKAHYan 45 00 CuuTtate onosjaHyven NpUxXca Nosxe, 4em e 14 H 30
nepepeIBLl
v v
v v
~ ~
~ ~
CuWTaTh yXOAOM PaHELIE YXO4 PaHbLE, UeM B 1€ : 30 MaKCHManEHO ACNYCTHMER BEAMUMHE
nNonCKWTENEHOTS Banalca 3a Nepyog pPacueTa 00 00
b b (mecau):
v v
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YcraHoBuM MakcumManbHO 4ONYCTUMYIO BeNIMUUHY NONOXUTEeNbHOro 6anaHca pasHon 1 yacy.
Hawemy coTpyaHuky HykHO ByaeT B cepeauHe Mecsiua yiuTu Ha 40 MUHYT paHblue, YTobbl ycneTb
K Bpayy. B TakoM crnyyae oH MOXeT B OAWH AeHb NPUATU Ha paboTy Ha nonyaca paHblue, a B Apyron
AeHb YyWTU ¢ paboTbl Ha nonyaca no3ke. Tak OH HAKOMWUT CBOK MaKCUMarbHYH BENUYMHY

nonoxurenbHoro 6anaHca — 1 Yac. B cepeanHe mecsiua oH yxoauT ¢ paboTbl Ha 40 MUHYT paHbLuUE,

B UTOre y Hero octaetcs elle 20 MUHYT, KOTOpble OH OTpaboTan 3apaHee, Tak YTO Hall COTPYAHUK

MMEET NPaBo HEMHOIO OTAOXHYTb U NPUATK Ha paboTy Ha 20 MUHYT NO3Xe.

~

MpoAcIKUTENLHOCTE NEPEPEIBOE, BKAKUAER 01
obea:

~

KonnuecTeo UacoE B HEAENKD, BKAKYARA
nepepLIes:

45

CumTaTk YXOAOM PaHbLUE YXO[ PaHbLUe, Y4em B: 16

18

~

00

~

30

~ ~

fonycTumoe EpemMs paboTel 07 : 00

~ W

CunTats 0ONOo3AaHueM NPUXCS NO3XE, YEM B

MakcumansHo AONYCTAMaA BEAUYMHS
nonoxmTensHoro BanaHca 3a nepwoa pacyeta
(mecau):

20

01

i)

ili]
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3. Paspen «Y4yeT paboyero BpemMeHu»

Paspen npegHasHaveH gns opraHnsaumm APM COTpyAHMKOB, 3aHMMalOWMXCs BegeHnem tabens
yyeTa paboyero BpeMEHW W KOHTPONEeM AUCUUNAWHBI Tpyda COTPYOAHWKOB NpeanpusiTus.
Wcnonb3oBaHue pasgena no3BonsieT asBToMaTM3MpoBaTb MPOLECChl COCTaBfEHUS OTYETOB
06 oTpaboTaHHOM BpeMeHU 1 AncumnnivHe Tpyaa, a Takke cpopmmpoBaTb Tabernb yyeTta pabodero
BpemeHu B popmaTte Ne T-13. B paszgene npegycmoTpeHa BO3MOXHOCTb 400aBeHNsa HOBbIX TUMOB
onpasgaTesbHbIX JOKYMEHTOB Y IOKYMEHTOB Ha CBEPXYPOUHYIO paborTy.

Ansa paboTbl pasgena HeobxoamMmo, YTOObl KaXaAoMy COTPYAHWKY B nogpasgene «CompyOHUKU»
pasgena «flepcoHasn» Obin ycTaHoBMEH rpacduk paboThl, OnpeaensaoLwmin ero pacnmcaHue padoThbl,
HOpMy paboyero BpemeHu, napamMeTpbl KOHTPOMS OUCUMNAWMHBI Tpyda M MecTo paboTbl
(peructpupytoLime noMeLLeHns).

B npouecce paboTbl COTPYOHWK NpeabsBnsieT uaeHTUUKATOP Npu BXOA4e W BbIXOAe
N3 PErMcTpUpYOLLMX NOMELLEHUIA. Ha oCHOBaHUM faHHbIX O Npoxodax U YCTaHOBMEHHOro rpaduka
paboThbl aBTOMaTUYeCKU noacyMTbIBaeTCS pabouee BpeMs COTPYAHUKA.
Bcnenctere HEKOPPEKTHOrO  MpeabsiBNeHUst  COTPYAHMKOM  uMaeHTudukatopa  BO3MOXEH
HenpaBunbHbIA NogcyeT paboyvero BpemeHW. KOHTponb M KOpPpPEeKTMpOBKa MOOOOHbIX Cry4yaes
ocyLecTBrnsieTcs B noapasaene «XKypHasa ompabomaHHO20 8pPEMEHUY.

[na KoHTponsa TpyAoBOW AMCUMMIIMHBLI COTPYOHWKOB WCMONb3YKTCHA nogpasgenst «Omyemsbi
no ducyunauHe»y, «Omyem YPB» n «Bpemsi _npucymcmeusi». K HapyweHusMm TpygooBou
AVCUMNINUHBI OTHOCATCS HEsIBKa, oro3aaHue, BbIXo B TedeHne paboyero AHs, yxon paHbLue.

B cny4yae HapyLeHnst TpyA0BOW AUCUMMIIMHBI COTPYAHUKY AOMKHbI 0OPMNATHCS OnpaBAaTenbHble
OOKYMEHTbI, yKasblBawlne p[aTy W  NpOAOSKUTENbHOCTb HapyweHus. 3a nepepaboTky
0hopMNATCA AOKYMEHTbl Ha CBEPXYPOUHYH paboTy. [JOoKyMeHTbl MOryT ObiTb OCQOpMIEHbI
B nogpasgene «XypHan ompabomaHHo20 epemeHu» wnn «CompyOHuUKu» pa3sgena
«lMepcoHan». [lpn HeobGXO4MMOCTM HOBble TWMbl [OKYMEHTOB CO34aloTCa B nogpasgene
«OnpaedamenibHble QoKyMeHmMbI». B nogpasgene «BblidaHHble OOKYMeHmMbI» B BUOE Cnucka
npeacTaBneHbl BCe AOKYMEHThI, BblAaHHbIE COTPYAHMKAM BbIGpaHHOro nogpasaeneHus.

3.1. Nopapaspen «XXypHan oTpaboTaHHOro BpeMeHn»

Mogpasgen npegHasHadyeH pf[ns cosgaHust oTdeTa O paboyeM BpeMeHu COTPYAHWKOB
B COOTBETCTBUM C YCTAHOBMEHHbIMA AN HUX rpadukamm paboTtbl. OT4yeT dopmumpyeTcs
Ha OCHOBaHWW AaHHbIX 0 Npoxodax coTpyaHunkoB Yepe3s KIM. [Ona yyeta otpaboTaHHOro BpeMeH!
COTPYAHMKA MCMNOMb3yKTCA MNepuoabl ero HaxoxaeHuss Ha paboTe, onpegensdemble napamu
nocnegoBartenbHbIX COObITUI "BX0A"-"BbIX0A". B criyyae HapyLleHui JaHHOW nocrneaoBaTenbHOCTU
cobbiTn B oguMH M3 gHen pabodero rpadmka (Hanpumep, gBa MOCnedoBaTenbHbIX BXoda
B PErMCTPUPYIOLLLEE NOMELLLEHME UIN BbIXOA4A U3 HErO, TONbKO OAMH BXOA UK TOMbKO OA4MH BbIXOA),

3TOT AeHb 0TMeyvaeTca B cTonbue otyeta TpebyeTcs KOPPEKTMPOBKa NPOXOA0B.
CTpaHuua nogpasaena umeeT criefyoLwuii Bua;

XXypHan oTpabotaHHOro BpemeHmn PERCo-Web AamukncTpaTop ?

: 04-11-2022 — 11-11-2022 Yka3anHbIii neprog Moapaznenenne

A TG fomwmocts Corp i Mpucy1 Pabouee Orcyrcrem  3agomken  Henorawae Paboras wounos epems  [lepepaborka  banawc orpaGotannoro e Onpasaarenshbie Aokym |/

VICNOAMTENbHLIR .. ApegbeBa Map..  AQMMHWCTPALMA 32:00 -32:00

Metegxep no nep. Bennesa Monuka .. AGMWHUETPALUA @ 32:00 -32:00

Hopuct Boiiko FOpwuii Cepr... AAMYHHCTPALWA 32:00 -32:00

1. MNaHernb MHCTPYMEHTOB CTpaHULibI:

. Cpenatb nepepacyeT — KHOMKa MO3BOMSiET NPOM3BECTU MepepacyeT paboyero
BPEMEHMN COTPYAHMKOB.

. PacwmpeHHbIM MNOUCK — TMO3BONSET MNPUMEHUTb UNBLTP K 3NemMeHTam,
oTobpaxaembiM B paboyen obrnacTtn cTpaHuubl.

. JononHuTenbHO — KHOMKa [MO3BONISIET OTKPbITb MEHK KOMaHa nOna Bbldopa
JOMNOMNHUTENbHbLIX AENCTBUN:
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— Mevatb TAGNMUbI — MNO3BONSET MPOM3BECTU MNeyaTb AaHHbIX U3 paboyen obnactu
CTpaHuLpbl.

— JKcnopT — No3BONsSieT COXpaHUTb OaHHble paboyer obnactu B hann 3MEKTPOHHbIX
Tabnuy, ¢ BbIGPaHHbLIM pacLLUMPEHNEM.

— COopocutb hpnUnbTPbI — NO3BONSET COPOCUTL BCe mnbTpbl paboyen obnactu.

— MapameTpbl oTOOpaxeHUsA Tabnuubl — NO3BONSAET OTKPbITb AOMONHUTENBHOE OKHO
Ansa Bbibopa ctonbuos, oTobpakaemblx B paboyern ob6nacti cTpaHuLbl.

HacTpoikn oTyeTta c 3af0/MKEHHOCTAMMU — KHOMKa MO3BOMSIET HACTPOUTb OTYeET,
BblOpaB creayoLwmne OencTeums:
— PacueT ¢ yaaneHueM cocCTaBHbIX AOKYMEHTOB — MO3BOMSieT MPOWM3BECTM pacuyeT,
yAanve OOKYMEeHTbl, cCopMUpPOBaHHbIE BCreACTBME MOralleHnsi 3a10MMKEHHOCTEN;
— MokasaTb TONMbKO COTPYAHMKOB C 3aAO0JDKEHHOCTSIMM — TMO3BOMSIET 0TOOPa3nTb
CMMNCOK COTPYAHMKOB, 3a KOTOPbIMU YNUCHIATCS HapyLUEHUS.

3aa0MmKeHHOCTU — KHOMKa 6yneT aKTBHa B TOM Clly4vae, eClin y COTpyaHUKa MMeeTCA
3adomkeHHocmb vnn Hernozawaemasi 3a00/MKEHHOCMb. [na noraweHnst 3a40/MKEHHOCTH
Heob6xoanmMo Bbl6paTb COTpyOHUKa n HaXaTb KHOMKY 3a40MmKeHHOCTH,
3aTem B OTKpbIBLLEMCA OKHE B ctonbue [oracute 3afOMKEHHOCTb OTMETUTb
Heobxoanmble aaThbl, Bbl6paTb TN AOKyMeHTa C NoMOoLbiOo BbliNMagawwero Criucka B nesou
4acCTu OKHa N HaXaTb KHOMKY MoracuTb 3aA40MKEHHOCTb.

— KHOMKa MO3BOMSAET OTKPbITb MaHenb kanenaaps Ans BBoAa AaTthl Hadyana v KoHua
nepuoga, 3a Kotopbli 6yayT otobpaxaTbca cobbiTusa B paboden obrnactu. YcTaHOBNEHHas
Aarta otobpaxaeTcs B none cnpaea OT COOTBETCTBYHOLLEN KHOMKM.

lMone Yka3aHHbIM nepuog No3BoNsET BbiOpaTh Nnepuon, 3a Kotopbii 6yaet cdopmmnpoBaH
oTYeT.

Mone MoppaspgeneHne — KHomMka BHYTPM Nons no3BonsieT BbibpaTb nogpasaenexue,
COTpPyAHVKM  KOTOporo ©Oyayt oTobpaxatbca B paboyen obnactm  cTpaHuubl.

KHonka BHYTPpM nonAa no3BoJideT Bbl6paTb nogpasperieHne B OTAEJNIbHOM OKHE.

o

KHonka COpocuTtb ounwlaeT none.
Mounck — none no3sonsieT NPON3BECTU NOUCK MO 3fIEMEHTam CTonbuoB B paboyen obnactu

CTpaHuubl. KHonka a CGpOCVITb o4yuaeT none.

Pabouasi obnactb CTpaHWLbl COAEPXXUT CMUCOK COTPYAHWUKOB MnoapasgeneHusi, BbiIbpaHHOro
Ha NaHenu UHCTPYMEHTOB CTpaHuLbl. [ns Kakaoro COTpyAHUKA NpeacTaBneHbl JaHHble yveTa
paboyero BpeMeHM 3a ykasaHHbI Ha NaHeny MHCTPYMEHTOB nepuoA. [laHHble oTobpaxaroTes
ANS COTpygHMKa 3a BeCcb Nepuod Wnu 3a BblOpaHHbIM AeHb. [eTanbHas uHdopMauums
0 paboyeM BpeMeHM Mo KaxkAoMy [JHI [OCTyNHa B BMOE pPacKpblBalOLLErocs Ccrvcka
NPpU HaXKaTUK Ha CTPOKY C AaHHLIMWU COTPYAHUKA.

lpumeyaHus:

—Mpn HaxaTm Ha CTPOKY C [aHHbIMWM 32 [OeHb OTKpoeTcs OkHO [lepemMelyeHus
COTpYyAHUKA C MHOpMaUMen 0 NPoxXodax COTpyOHMKa 3a 3TOT AeHb C BO3MOXHOCTbLIO
UCKIMIOYEHWS Kaxkaoro npoxoaa ns pacyeta paboyero BpeMeHu. B okHe Takke cogepxuTcs
KpaTkas WHgopMaumss O COTpyAHMKE M O(OPMIEHHBLIX €My Ha BblOpaHHbI OeHb
onpaBaatesibHblX [AOKYMEHTaX C BO3MOXHOCTbIO A006aBneHns HOBbIX [AOKYMEHTOB
13 cnpaBoYvHMKa 1 yaaneHus gobasneHHbIX paHee.

— Mpwn HaxaTm Ha CTPOKY C AaHHbIMK 3a AeHb B cTonbue MNpadmk paboTbl OTKPOETCHA OKHO
C MHGOpMaUMEN 0 NnapameTpax yCTaHOBMEHHOIO COTPYAHUKY rpadouka paboThbl.

B pabouen obnactu gocTynHbl cnegyrowmne ctonbupbl AaHHbIX:

MpucytcTBME — BpeMsA HaxXOXAeHUs COoTpydHuMKka Ha paboyem MecTe He3aBMCMMO
OT YCTaAHOBJIEHHOrO Ansi Hero rpadmka pabotbl. Ecnn ansa rpadumka paboTbl COTPYAHMKA
YyCTaHOBIIEH (PNaXoK y napameTpa YuuTbiBaTb TOJNIbLKO MepBbiA BXOA4 WU NOCNeaHun
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BbiXxoA, TO B cTonbue OyaeT ykasaHo Bpemsi Mexady nepBbiM BXOAOM B peructpupyoliee
nomeLLeHne 1 NocneaHUM BbIXOAOM C TEPPUTOPUN NPEANPUSATUS 3a KarneH4apHbI AeHb.
Pabouee Bpems — 3aperncTpupoBaHHOE BPEMS], B TEYEHNE KOTOPOro COTPYAHWUK HAXOAMICS
Ha paboyemM MecTe B COOTBETCTBMM C YCTaHOBIEHHbIM Ansi Hero rpacdukom paboTbl
1 BbINOSHSAN CBOM TPYAOBble 06513aHHOCTM.

lpumeyaHue:

Mpn co3gaHMM BPEMEHHOW 3aMeHbl MOXET BO3HMKHYTb CUTyauusd, Korga COTPYOHUKY,
paboTalowemMy Mo HegenbHoMy rpaduky paboTbl, CO30aeTcad BpPEMEHHaAs 3aMeHa
C MCMONb30BaHNEM CMEHHOrO rpaduka. B aTom cnyyae HeobxoamMmo, 4Tobbl KONMYECTBO
AHEN BPEMEHHOM 3aMeHbl ObINI0 KpaTHO KONMYECTBY AHEW CMEHHOro rpaduka, nHadve
nocrnegHssi CMeHa okasblBaeTCsl He3aBepLUEHHOWN, BCAEACTBUE Yero A Hee BO3HUKaeT
owmbka pacyeta paboyero BpemeHu. Takke Heobxoanmo, YToObl [laTa HaYana cMeHbl
CMEHHOro rpaduka, MCrnonb3yemMoro Ans co3aaHus BPEMEHHOW 3ameHbl, coBnaana
C JaTon Havana caMon BpEMEHHOW 3aMeHbI.

OTcyTcTBMEe — BpeMsi OTCYTCTBUSI COTPyAHMKa Ha paboyem MecTe B HapylleHue
YCTaHOBJIIEHHOrO ANs Hero rpaduka paboTbl.

3a40MmKeHHOCTb — BpPEMS BCEX HapyLlleHWW COTpyAdHuKa (HesBka, onosgaHuve u T.4.),
He Bbixodsllee 3a npefernbl MHTEPBarioB, HACTPOEHHbIX Ha BKknaake Hactponku otyeToB
YCTaHOBIIEHHOrO ANS COTpyAHMKa rpadumka paboTbl.

Henorawaemas 3agoOfMmXeHHOCTb — BpeMSA  BCEX  HapylweHWW  COTPyAHMUKa
(HesiBKa, ono3gaHve W T.4.), Bbixoddulee 3a nNpeaenbl MHTEpPBarioB, HACTPOEHHbIX
Ha Bknagke HacTponku oTYETOB YCTAHOBNEHHOrO ANsi COTPYAHMKA rpaduka paboTbl.
Pa6bota B HO4YHOe Bpemsi — BpeMsi, OTpabOTaHHOE COTPYAHWKOM B HOYHYI CMEHY,
MHTepBan KOTOpPOW YycTaHaBnuBaeTcs B nogpasgene «lMpaguku pabomsbi» pasgena
«lMepcoHan».

MepepaboTka — Bpems, MpeBbiakowee HopMmy pabouyero BpeMeHW. TO eCTb Bpewms,
NpoBeAEHHOE COTPYOHWKOM Ha paboveM MecTe BHe 006A3aTenbHOro BpeMeHu paboTbl
1 BPEMEHM 3aniaHMPOBaHHbIX COrnacHo rpacduky paboTbl NepepbIBOB.

BanaHc oTpaboTaHHOro BpeMeHu — pasHuua Mexay BpeMeHeM NPUCYTCTBUSA U CyMMOW
06a3aTenbHOro BpemeHn paboTbl 1 BpeMEHU 3anfiaHMpOBaHHbIX COrnacHo rpaduky paboThbl
nepepbiBOB (T.e. BpeMeHeM, onpedeneHHoMm B rpadumke paboTbl OT Hayana nepBoro
nHTepaana paboTbl 4O KOHLA NOCNeaHero nHTepeana unv BpeMeHeM e4MHOro uHTepeana).
Hyneson wnn nonoxuTenbHbli GanaHC O3HayaeT, 4TO COTPYAHWK oTpaboTan Hopmy
BpeMeHn 3a nepuog. OTpuuatenbHbii 6anaHC nokasbiBaeT, YTO y COTPyAHMKA €eCTb
HapyLleHns (ono3gaHnst Unn paHHne yxoabl).

OnpaBpaTtenbHble OOKYMEHTbl ¢ gobaBneHuem paboyero BpeMeHW — CyMMapHoOe
BpEMs, yka3aHHOe B ODOPMITEHHbIX OnpaBAaTenbHbIX JOKYMEHTax.

[lokymeHTbI 6e3 fo6aBneHns BpeMeHMU.

Mpadmk paboTbl — HaMMeHoBaHue rpaduka paboTbl COTPYAHMKA.

OwunbKM — B cTONGLIE 3HAYKOM A otmeuens! [AHW, AN KOTOPbIX TPebyeTcs KOPPEKTUPOBKA
AaHHbIX O npoxoAdax. Bo3HWKHOBEHME TakoM cuTyauuMum BO3MOXHO, €CNW COTPYAHWK
npu BXode WNM BbIxode B MOMELLEHME, SBNSIOLEECs Ans HEro pPerucTpupyrowmnm,
He npeabABUN naeHTudmkaTop. To ecTb B 3TOT eHb MMeeTcs XOTA Obl 0IHa HenonHas napa

nocnegoBaTernbHbIX cobbITUNM "BX0A"-"BbIX0A".
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3.1.1. OkHo «[leTanbHasa nHdopmMaLuma»

OkHo ﬂepememeHMﬂ COTPYAHUKA 3a... OTKpbIBAETCA ONA Bbl6paHHOFO COTPpyAOHUKa Npu HaXXaTtumn
Ha CTPOKY C AiIdHHbIMW 3a AEHb N UMEET CJ'IG,EI,yPOLLI,I/IVI BUAO:

ApedbeBa Mapua ButanbesHa

Moapazaenekme @ JAetanbHas MHbopMauusa @
3apo. HOCTB

@

AZMUHACTRALNA
fata MpucyTerome Pabouce opema Orcyrerone

HonxHocTs
o 2022-11-04 A7 08:00 -02
VicrosuTensksii aupekrop

Tpaguk padoTsi 2022-11-05 C6

9.00-17.45
2022-11-06 Bc

BanaHc oTPaBoTaHHOTO Bpemeny
2022-11-07 Mu 08:00 -08.
-40:00

Mporyns: 2022-11-08 BT 0800 -08
2022-11-09 Cp 0800 -08

2022-11-10 Ut 08:00 -08

Aetansnan nrdopmaLna

SR - 1))

1. TlaHenb kpaTtkon MHdopmaumm o coTpygHuke. Copepxut ®NO coTpydHuka, doTorpaduio,
nogpasaeneHne n OSMKHOCTb.

2. KHonka MepemelieHusi coTpyaHUKa 3a BbIOpPaHHbLIN [eHb OTKPbIBAeT ANs BblOpaHHOro
COTPYAOHMKA OKHO, coaepkallee CnMCoK NPOXOA0B 3a BblOpaHHbIV AEHb.

3. Bknagka OnpaBpaTenbHble JOKYMEHTbI nNpeaHasHadeHa ons paboTel ¢ onpaBaaTesibHbIMU
pokymeHTamun. B pabouenn obnactu otobpaxaercs CNMCOK onpaBAaTesibHbIX OOKYMEHTOB,
0hOPMIIEHHBIX COTPYAHMKY Ha BbIOpaHHbIV AEHb.

4. KHonka 3akpbITb NpegHasHayeHbl 4ns Bblxoga M3 okHa lNMepemelteHusa coTpyaHuka.
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3.2. MNoppaspen «OnpaBpaTenbHble AOKYMEHTbI»

Moppasgen npegHasHadeH ans:
e [fobaBreHusa HOBbLIX TUMOB oOmnpaBAaTenbHbIX AOKYMEHTOB, OOKYMEHTOB Ha CBEPXYPOYHYHO
paboTy 1 OOBACHUTENbHbIX;
e MN3MEHEHMS NapaMeTPOB M yaaneHus TUNoB 4OKYMEHTOB, A0OaBEHHbIX paHee.

lpumeyaHue:

" OnpaBgatenbHble OOKYMeHTbl MOryT ObiTb AgobaBneHbl COTPYAHWKY B noapasgerne
«CompyOHUKuU» pasgena «llepcoHarsn» B nosne JononHuTenbHbIE
¢dyHkunn-OnpaBpartenbHble DOKYMEHTbI y4yeTHOM KapTO4KM COTpYAHMKA.

Ha Bknagke oTobpaxkatoTcsi Bce onpaBaaTesibHble OKYMEHTbI, 0CDOPMIIEHHbIE COTPYAHUKY.

Moagpasgen cogepxut Bknagku: OnpaBaaTenbHble, CBepxypouHble N OGBbACHUTENbHbIE,
npeaHasHavyeHHble Ans paboTbl C 4OKYMEHTaMM COOTBETCTBYIOLLMX KAaTErOpPUNA.

CTpaHVILI,bI BKNagoK MMEIOT CXOXMIA BUA U nopsaaokK pa6OTbIZ

OnpaBaarte/ibHble AOKYMEHTbI PERCo-Web AQMMHUCTPATOP AZMUHNCTPETOP

® CeepxypouHsie OBbACHUTENLHEIR

Haseanwe TN AckyMeHTa Mopaok copTipoBkH Koa, AokymeHTa Gy BeHHbIi Ko AcKymeHTa uncnoBod [loGaBnserca k pabouemy BpemeHn Cnoeod ucumcassin
Cryxe6Han KoMaHAMPORKa 3 5 JoGaensme 8 paBoumx AAX
Mporynsi e 24 Her 8 pabouix aHAx
OTNYCK 663 COXPaHEHYA 32PaGOTHOM M. ao 16 [fotasnsTe 8 PABOUMX AHAX
OB AcHUTEARHER oA 38 [JoGasnsme 8 pabouux AAX
3a6bin nponycKk @ Bl 37 [Ao6asnsms 8 paBouix AHAX
336510 OTMETHTBCA Ha B5IX0A oa 1 AoSasnsTe 8 pagouMX AHAX

326610 OTMETHTBCA Ha EXOA oa 0 [JoGasnsme 8 pabouux AAX

1. TllepekntoyaTens BbiOOpa BKIaakM nogpasaena:

e OnpaBpaTtenbHble — BKagka cCogepXXUT CMUCOK UCNONb3yeMblX TUMOB onpasaaTefibHbIX
OOKYMEHTOB.

e CBepxypouHble — BKNagka COAEPXKUT CMNUCOK MUCMOMb3yEMbIX TUMNOB [LOKYMEHTOB
Ha CBEPXYPOUHYLO paboTy. Bpems cBepxypoyHom paboTbl yUMTbIBAETCA NpU COCTaBEHUN
«Tabensa yyuema paboyezao spemeHu» B popme Ne T-13 B nogpasgene «PopmupogaHue
mabens».

e OGbBbACHUTENbHbIE — BKINAZKa COOEPXNUT CMMCOK OO bACHUTENBHBIX, KOTOPbLIV NepeaaeTcs
B bBuometpuyeckun TepmumHan y4yeta paboyero BpemeHun PERCo-CR11.
B uHTepdence KoHTponnepa M3 CO34aHHOroO paHee cnmncka OObBbSCHUTENbHBIX €CTb
BO3MOXHOCTb BbIbpaTb NPUUNHY (OOBACHUTENBHYHO) ONO34aHNsA, OTCYTCTBMS U T.4.

2. [laHenb UHCTPYMEHTOB CTPaHULbI:

o D,O6aBVITb — KHOIMKa no3BoJideT ,D,OﬁaBI/ITb HOBbIA TUN OOKyMeHTa.

o PepaktupoBaTb — KHOMKa MNO3BOMSIET U3MEHWUTb MapameTpbl ANs OOKYMEHTOB
BblaeneHHoro B paboyer obnactu ctpaHumubl Tuna.

o YaanuTtb — KHOMKa No3BOMSIET y4anuTb TUN OOKYMEHTOB, BblAENEHHbIA B paboyen
obnacTtu cTpaHuubl.

3. Pabouas obnacTtb CTpaHMLbl COOEPXMUT CMCOK JOKYMeHTOB. [1py nepBoM 3anycke B paboyen
obnacTtn Bknagok OnpaBaaTtenbHble 1 CBepXypPOUHbIe COOEPXKUTCA CMUCOK AOKYMEHTOB,
MO  YMOMYaHWIO UCMNonb3yeMblX MNpu  cocTaeneHun «Tabenss ydema paboyez2o
8peMeHuU pacdyema oriamsi mpyoax.
lpumeyaHue:

& B pabouyeit obrnactv peanusoBaHbl (YHKLUM COPTUPOBKM MO 3MEMEHTaM OfHOro
13 CToN6UOB, NBMEHEHUS LUMPUHBI U NOCNEe0BaTENbHOCTU CTONGLOB.
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3.21.

HNo6aBneHne HOBOro TUNa AOKYMEHTOB

[ns no6aBneHns HOBOro TUNa AOKYMEHTOB:

1.
2.
3.

24

. o
Mcnonb3ys naHenb HaBuraumum, nepenante B pasaen «Yyem paboyezo epemMeHU».
OTkpowviTe nogpasaen «OnpaedamesibHbie OOKYMeHMbI.

Mepengute Ha Bknagky OnpaBaaTenbHble 1 CBepxypoyHblie (BbIOGOp BKNaaku 3aBuCUT
OT TMna gobaensemMoro JOKyMeHTa).

Haxmute  KHOMKy [Jo6aBuTb Ha nNaHenu  WHCTPYMEHTOB  CTpaHMUpbI.
OTkpoeTcst okHO [lo6aBUTL HOBbLIN JOKYMEHT (B4 OTKPbIBLLErOCsl OKHa 3aBMCUT OT Tuna
[ob6aBnNAemMoro AJOKyMeHTa):

[06aBUTb HOBbIA AOKYMEHT

Hazeakue AoKyMeHTa

[ J

Homep 4na copTUPOEKK

100

Koa aokymeHTa ByKEEHHEIRA Kog pokymeHTa umciceoi

[ J e ]

fobaenate k paboyemy BpeMeHn Cnoco6 ucumcieHws

Het B pabouux gHAx

OTMeHa

Homep pAns copTUpOBKM — none no3BonsieT YCTaHOBUTb MNPUOPUTET [OKyMEeHTa

npu COpTUpPOBKE. YeM MeHbLLE HOMEP, TEM BbILLE AOKYMEHT B CMMCKeE.

[Jo6aBuTb K paboyemMy BpeMeHU — pacKkpbiBalOLWMIACH CNUCOK NO3BONSET BbiOpaTb 04HO

M3 Creayowmx s3Ha4YeHnm:

— Het - Bpewms, ykasaHHOe B AOKyMeHTe, He pgobaBnserca k paboyemy BpemeHu
COTPYAHMKA, HO NpU 3TOM damMunusa COTPyAHMKA He nonagaeT B OoT4eT «Hapywumenu»
nogpasaena «Omyem no ducyunauHey;

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

Cnoco6 wucuMcneHusi — pacKpbiBalOLWMINCA CMMCOK MO3BOMSET YyKas3aTb, Kakme [OHU

13 nepmvoga BpPeEMEHW, 3a4aBaemMoro AOKyMeHTOM, OyayT BknwoyaTbcs B «Tabesib yvYema

paboyezo epemeHu». JoCTynHbl CneayoLme BapuaHTbl:

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

— B kaneHpapHbIX AHAX, BKOYas npa3aHUYHble AHW — B Tabene 6yayT yuTeHbl Bce AHK
nepvoaa;

— B KaneHpapHbIX AHAX, UCKNOYaa npa3gHnUYHble AHU — B Tabene GyayT ydTeHbl Bce
OHW, KpOMEe YyKa3aHHbIX Kak npasgHuyHble B nogpasgene «fllpa3dHuyHbie OHuU»
(cm. «Pykoeodcmeo nosnb3oeamernsi ,,CmaHdapmHo2o nakema [10“ PERCo-WS,
PERCo-WSEp).

CBepxypoyHble B Npa3gHU4YHble U BbIXOAHbIEe AOHM — PACKPbIBAKOLMNCA CMMCOK

no3BosisieT BbIbpaTb OQHO M3 CreayoLWnNX 3HAYEHNI:

— Her;

— CBepxypoUHble — BpeMs, yka3aHHOE B JOKyMeHTe, OyaeT y4TeHO B criyyae, ecrniv AeHb,
Ha KOTOPbIA COCTaBIIEH AOKYMEHT, SIBNSAETCH Npa3gHNUYHbIM UM BbIXOL4HbIM.

B OTKpbIBLLEMCS OKHE B COOTBETCTBYHOLLUX NONAX YKaXXUTe HazaBaHUe HOBOro Tuna JOKYMEHTOB,
€ro YNCroBOW N BYKBEHHLIN rof,.

Ykaxute napameTpbl y4eTa pa6oqero BpeMeHU No AOKyMeHTaM.

Haxmute kHonky CoxpaHuTb. HoBbIM Tun gokymeHta 6yaet gobasrneH B pabouyto obnactb
CTpaHuupbl.
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3.2.2. Co3paHme HOBOM OO BLACHUTENbLHOM

[ns co3gaHnsa o6 bACHUTENBHOMN:

- e

1. Wcnonb3ysa naHenb HaBurauumn, nepenguTe B pasgen «Y4yem paboyez20 epeMeHuU».
2. OtkponTe nogpasgen «OnpaedamesibHblie QOKYMeHMbI».

3. TlMepengute Ha BkNagky O6bACHUTENbHbIE.

4. Haxmute  KHOMKY Jo6aButb Ha  naHenu WHCTPYMEHTOB  CTpPaHuULbl.
OTkpoeTcst okHO [106aBUTb HOBbIN JOKYMEHT:

[obaBuTb HOBbIA LOKYMEHT

Mms

OTMeHA

5. B OTKpbIBLLEMCSH OKHE YKaXXnTe HasBaHne 0ObSACHUTENBHOMN.

6. Haxmute kHonky CoxpaHuTb. HoBbIM OoOKyMeHT (0ObsicHMTenbHas)) Oymetr pobaeneH
B pabouyto o6racTb CTpaHuLbl.

3.3. MNoapaspen «PopmupoBaHue Tadbensa»

Mogpasgen npegHasHadyeH Ans  dopmupoBaHus «Tabenss ydema paboyez2o 8peMeHU»
dopmbl Ne T-13. Tabenb copmupyeTcsi MO COTPYAHWKAM OAHOro nogpasferieHns 3a nepuog,
paBHbIN OAHOMY MecsLY.

CTpaHuua noapasgena MMeeT crieayoLwuii Bua;:

®opmupoBaHme Tabena PERCo-Web AAMUHUCTPETOP AgMnHICTPaTOP

Vemprmposanan popya Ne T-13
Tocrasosnenne ocsomerara P& o1 3 amsaps 2004 1. Ne 1

"0G yTBep#AeHHE YHRGHUNPOBAHHEX $opM NepEMTHONA yueTHOH AOKMERTAINH IO YUeTy TPYA H ero OIIaTH" -
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1. TMaHenb MHCTPYMEHTOB CTPaHULIbI:

Ckavatb B Excel — kHOoMka no3BonsieT aBTOMaTMYecKM ckadvaTb CCOOPMMPOBAHHbIN
Tabene.
o CdopmupoBaTb Tabenb — KHOMKa MO3BONSET OOHOBUTL AdaHHble B paboden obnactu

CTpaHuLbI.

e [MokaszaTb MMHYTbI — NpU CHATOM dnaxke BpemMsi B Tabene OKpyrnsieTcs A0 4acos;
npv ycTaHOBKe (pnaxka Bpems oTobpaxaeTcsa B 4acax U MUHyTax (dopmar y4y:mm).
Mocne cHATUSE wnn  ycTaHOBKM  donaxka Heobxoanmmo OOHOBUTL [JaHHble Tabens,
ncnonb3ysi kHonky CchopmupoBaTtb Tabenb.

e [lone MNMoppaspeneHue — KHoMka BHYTPW Nnons no3sonsieT BbibpaTh noapasgenexue,
COTPYOHUKM  KOTOporo OyayT oTobpaxatbcss B paboyen obnactu  CcTpaHuubl.
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2.

KHonka o COpocuTtb ounLlaeT none.

e [lone CuntaTb 3a COOEPXKUT BbiNaAatoLNN CrNCOK:

— Becb Mmecsy;
— [epBylo NONOBUHY MecsALa;
— BTopylo nonoBuHy MecsiLa.

e [lone MecAy — KHOMKa cnpaBa OT nNoOMs  NO3BONAET  yKkasaTb  Mecsl,
3a KoTopbIn hopmupyeTcsa Tabens.

o [lone Noag — KHOMKa cnpaBa OT MOMA NO3BONAET yKasaTb ro, 3a KOTOpbIM hOpMUpPYyeTCS
Tabernb.

e [MokasaTb MMHYTbl — NpU CHATOM (pnaxke Bpems B Tabene OKpyrnseTca [0 4acos;
npv ycTaHoBKe (pnaxka Bpems oTobpaxaeTcsa B 4acax U MuHyTax (dopmaTt 4y:MMm).
lMocne cHATMA WK yCTaHOBKM bnaxka Heobxoammo OOHOBUTH [JaHHble Tabens,
ncnonb3ys kHonky CpopmupoBaTtb Tabenb.

B pabouen obnactu ctpaHuubl oTobpaxaeTcsi CoOpMUMPOBaHHbIN Taberb.

3.3.1. dopmupoBaHue Tabens yyeta pabo4yero BpeMeHu

[ns dopmmpoBaHus Tabens:

1.
2

. e

Mcnonb3ys naHenb HaBuraumum, nepenante B pasaen «Y4em paboy4yez20 epeMeHU».
OTkponTe noapasgen «®@opmMuposaHue mabensi».

BbibepuTe nogpasgeneHue, Ans COTpyAHMKOB KOTOPOro Heo6xoammo ccopmMmpoBaTh Tabernsb.

Ona 9TOoro HaXmMuTe Ha nNaHenuM WHCTPYMEHTOB CTpPaHuubl  KHOMKY BHYTpU
nons MoapasaenexHue.

C nomowpbio BbiNagalWmUX CMNUCKOB YKaXMTE Mecsal, W rod, 3a KoTopble Heobxoammo
cchopmupoBaTth Tabenb.

Ona  dopmupoBaHua Tabena  HaXMuMTe Ha  MNaHenM  UHCTPYMEHTOB  CTpaHuUbl
kHonky CcpopmupoBaTthb Tabenb. B paboyen obnactu ctpaHuubl 6yaet chopmmupoaH Tabenb
B bopme Ne T-13 ans BbibpaHHOro nogpasgeneHms 3a YykasaHHbIn MecsL.

3.4. MNoppaspen «OT4YeTbI NO AUCLUNIIUHEY

MNMoapasnen npegHasHayeH Ansi COCTABMEHWs OTYETOB MO AUCUMNNMHE Tpyaa COTPYOHUKOB,
TO €CTb O COOTBETCTBUM OTPABOTAaHHOIrO BPEMEHM YCTaHOBIEHHbIM rpachmkam paboTbl.

CTtpaHuua noapasaena UMeeT crieayoLwnii Bua;:

OTuETbI MO ANCLMAANHE PERCo-Web ARMUHUCTPATOP AGMUHACTPATOR

TIPMCYTCTBYIOWME Ha AaHHEIA MOMEHT OrcyTeTeyiowne ceroans Onosgaswne ceroana YWeawme PaHLLE CRroAHA Mepepatorka

@ ® 04-112022 - 11112022 VazauHbIit nepuoa Mogpasgenerie

Tabensruiit Homep Cotpyarki Noapasaenerme Homxsoers Onoagaruii Yx0a08 patbue Hapywenwii gncuunnnse:  Onpasaatensisie aokymer  Wroro wapywenwii ancunn  Heasok

23105

1.
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Apegbeea MapuaB..  AAMHHUCTPAUMA VACMONHTENGHEI 4. 5

BenAesa Moimka M., AIMHHACTPALMA MeHeKep N0 nepe... 5
Baiiko HOpwii Cepre... AIMUHUCTPAUMA topuer 5
BUTKOBCKaRA JKaHHa .. Byxranmepua Fnaewsii Gyxrantep @ 5
BOUHOB EBreHuii An.. AZMMHUCTDALMA FerepansHsil anpex. 1

TepLIKoBUY BAAAMCN.. Orgen npojax MeHEIKED N0 MPOA... s

MepekntovaTtens Bblibopa TMNa oTyeTa:

e Hapywwumrtenn — cnvMcok COTPYOHWMKOB, HapyWMBLUMX AUCUMNIUHY Tpyda COrnacHo
Ha3Ha4YeHHbIM UM rpacmkam paboTbl B TEHEHME YCTAHOBIEHHOrO HAa NaHeNM MHCTPYMEHTOB
CTpaHuLbl Nepuoaa.

e MMpucyrtcTByowme Ha AaHHbIA MOMEHT — CMUCOK COTPYAHWKOB, MNPUCYTCTBYHOLLMX
Ha pabouynx MecTax B TEKYLLUUA MOMEHT.

e OTcyTcTBYyHOWME CerogHsA — CMMCOK COTPYAHWMKOB, HE BbileALNX Ha paboTy B TeKyLuuin
paboynn geHb 1 OTCYTCTBYHOLLMX HA MOMEHT COCTaBIfeHUs oT4eTa.

e OnospaBwme cerogHs — CNUCOK COTPYAHMKOB, ONO34aBLUMX K Havany TekyLiero paboyero
OHs.
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e Yweawwme paHblue CerogHA — CMMCOK COTPYAHWKOB, YLEeALWUX paHblue OKOHYaHUSA
TekyLiero pabo4yero gHs.

e [lepepaboTka — CMMCOK COTPYOHUKOB, MMeOLWMX nepepaboTKy 3a BbibpaHHbLIN nepuoa,
C yKa3aHUeM ee BENnYHbI.

lMpumeyaHue:
I'Iapameprl KOHTPOJIA pPa3finyHbIX TUMOB HaprJeHVIVI yCTaHaBJIMBaklOTCA HEe3aBUCUMO

AN Kaxkgoro rpadovka paboTbl B nogpasgerne «pachuku pabombi»
pasgena «llepcoHarn».

MaHenb MHCTPYMEHTOB CTPaHULbI:

o PacwmpeHHbIM NMOUCK — KHOMKa MO3BONSAET MPUMEHUTb OUNBLTP K 3MEeMEHTaMm,
oTobpaxaembiM B paboyen 0b6nactn CTpaHuubl.

o [JononHuTenbHO — KHOMKa MO3BOMSET OTKPbITb MEHK KoMaHg Ans Bblibopa
JOMNONHUTENbHbIX OENCTBUN:
— Mevyatb TAGNMUbI — MNO3BONSET MPOM3BECTU MNeyaTb AaHHbIX U3 paboyen obnactu
CTpaHuLpbl.
— OKCnopT — NO3BONSAET COXpaHUTb AaHHble paboyen obnactu B anin 3NEeKTPOHHbIX
Tabnuy ¢ BbIbpaHHbIM paclUMpeHnEM.
— Copocutb punbTpbI — No3BoNSeT cOpocuTb BCe hmnbTpbl paboyen obnactu.
— MMapameTpbl oTOOpaxeHUsa Tabnuubl — NO3BONSET OTKPbITb AOMOSIHUTENBbHOE OKHO
ans Bblbopa ctonbduos, oTobpaxaembix B paboden obractn cTpaHuubl.
e YKasaHHbIW nepuop — PacKpbIBAOLWMNCA CNUCOK AOCTYNeH Ans oTyeToB Hapywwurtenwm,
MNMepepaboTka 1 Nno3eBonseT BbibpaTbh Nepmog oTyeTa:
YKa3aHHbIN nepuog;
MpeAabiaywmn aeHb;
Tekywias Heaens;
— Tekywmn mecsu.

o — KHOMKa MO3BOMSAET OTKPbITb MaHenb kanengaps Ans BBoda AaTtbl Hayana v KoHua
nepvoaa, 3a KoTopbii 6yayT otobpaxaTbcsa cobbiTus B paboyen obnactn. YcTaHOBNEHHas
Aarta otobpaxaeTcs B none cnpaea OT COOTBETCTBYHOLLEN KHOMKM.

e [lone MNoppaspeneHune — KHomMka BHYTPW Nonsi No3BonsieT BbiOpaTbh nogpasaeneHue,
COTPYOHMKM  KOTOporo 6yayT oTobpaxatbcss B paboyenm obnactu  cTpaHuubl.

KHonka BHYTPM Mons no3BonsieT BbiOpaTb noapasfeneHne B OTAENbHOM OKHe.

KHonka ® CopocuTtb ouunlaeT none.
¢ [louck — none No3BonsieT NPOM3BECTM MOUCK MO 3rieMeHTaM CTonoLoB B paboyel obnactu

cTpaHuubl. KHonka ® C6pocuTb ounLLaeT nore.

Pabouyass obnacTb noapasaena COAEPXWUT CMUCOK COTPYAHMKOB, AN KOTOPbIX Oblnu
3aUKCUMPOBaHbl COOTBETCTBYIOLLME BbIOPAHHOMY TWUMy OTYETa HapyleHus. [Ons Kaxgoro
COTPYAHWUKA AOCTYNEH B BMAE PaCKPbIBAOLLErocsi cnucka NoApoObHbIN OTYET O HapyLUeHUsIX
3a Kaxablii eHb U3 YCTaHOBINEHHOIO Ha NaHenu MHCTPYMEHTOB CTpaHULbI Nepuoaa.

llpumeyaHue:

Mpyn HaxaTuM Ha CTPOKY C [OaHHbIMM 3a [eHb OTKpoeTcs OkHO [lepemelleHus
C MHdOpMaLMen o NMpoxodax COTPpyAHMKA 3a 3TOT AEHb C BO3MOXHOCTbI WCKIHOYEHUS
Ka)xgoro npoxofda u3 pacdeTa paboyero BpemeHW. B okHe Takke coOepXuTcs KpaTkas
NH(OpMaLMA O COTPYAHUKE M OPOPMITEHHbIX EMY Ha BblOpaHHbIA AeHb onpaBAaTenbHbIX
AOKYMEHTax C BO3MOXHOCTbIO [00aBfeHusi HOBbIX [JOKYMEHTOB W3 CNpaBOYHMKA
1 yaaneHus gobaBneHHbIX paHee.

B pabouen obnactu gocTtynHbl cnegyowme ctonbubl 4aHHbIX, B 3aBMCUMOCTM OT BblIOpaHHOro
TUNa oT4yeTa:
e ans otyeta Hapywwurtenu:
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— OnospaHum — COAEPXXUT CyMMapHOe BpeMs ONo3faHui K Havany paboyero aHs.

— YXx0[oB paHbLue — COAEPKUT CyMMapHOE BPEMS YXOA0B paHbLLe OKOHYaHWs paboyero gHS.

— HesBOK — cogepXuT KONMYECTBO AHEN OTCYTCTBUS COTPYAHMKA 3a BblIOpaHHbI Neproa.

— HapyweHuin aucumnnuHbl B TeyeHuMe paboyero AHA — CymMMapHoe BpeMs YXOAOB
paHblUe Ha nepepbiBbl (06ef) 1 3agepek BO3BpaLLEHMSI MOCIE NepepbiBOB B TedeHne
paboyero gHs.

— WToro HapyweHun AUCUMNIUHBLI — CYMMapHOEe BpeMSA Ono3aaHui, YXOAOB paHblue,
yXxo4oB Ha 06ep paHblue, 3a4epXeKk Bo3BpaleHus nocne obena, Ho 6e3 yyeTta nporynos.

— OnpaBpaTenbHble AOKYMEHTbl — CYMMapHOe BpeMs, yKka3aHHOe B O(OpPMMEHHbIX
onpasaatesibHbIX AOKYMEHTaXx.

e ans otyeTa MepepaboTka:

— MpucyTcTBHne fo Havana paboyero gHs;

— [MpucyTcTBMe Nnocne oKOH4YaHUs paboyero oHA;

— MepepaboTkKa.

llpumeyaHue:

7 B pabouyeit obrnactv peanusoBaHbl (YHKLUMM COPTUPOBKM MO 3MEMEHTaM OfHOro
13 cToNbuoB, USMEHEHUS LUIMPUHBI U NOCNe0BaTeNIbHOCTU CTONBLOB.

3.41. CocTtaBneHue oTyeTa 0 AUCLMNSIUHE TpyAa

[ins cocTaBneHus oT4yeTa 0 AUCUUNNMHE Tpyaa COTPYAHMKOB:

< o

Mcnonb3ysa naHenb HaBurauum, nepenguTe B pasgen «Yuyem paboyez20 epeMeHU».
OTkponTe nogpasgen «Omyembi Mo QUCUUMTUHEY.

C nomoupbto nepekntoyaTens Ha NaHenn NHCTPYMEHTOB CTpaHWLbl BbIoepuTe Tun oTveTa.

C noMOLLbl pacKpbIBaOLLErocs CrnvMcka Ha MNaHenuM WMHCTPYMEHTOB CTpaHuubl Bblibepute
nepvon hopMMpyemMoro oTyeTa.

5 TMNpun HeobXogMMOCTM YCTAHOBWUTE HA MaHEnU WHCTPYMEHTOB CTpaHuubl AaTbl Havana
M OKOHYaHMS Nepuoaa, 3a KOTOpbI COCTaBMSIeTCA OTYET.
6. YkaxuTe nogpasgeneHue, no CoTpyaHMKam KOTOPOro COCTaBMSIETCS OTYET.

7. B pabouenn obnactnm cTpaHuubl OTOBpPa3nTCA CMMCOK COTPYOHMKOB, OMs KOTOPbIX Obinu
3ahMKCMpOBaHbl HapyLLUEHUS, COOTBETCTBYOLME BbIOpaHHOMY TUMNy OoT4eTa.

A w N

3.5. Mopgpaspen «Ot4yeT YPB»

Moppasgen npedHasHavyeH [AOnsl cOCTaBneHust rnobanbHoro otyeta O paboyeM BpeEMeEHU
COTPYAHMKOB B  COOTBETCTBMM C  YCTAHOBMEHHbIMM ANA  HWUX  rpadmkamm  paboThbl.
OcHoBHOWM 0COBEHHOCTBIO MoApasfdena sBnsieTcss yaobHoe oTobpaxeHue 3ad0SPKEHHOCTEN
ANS COTPYOHUKOB C rMOKummn rpadpmkamm paboTbl. OTyeT hopMUpyeTcs Ha OCHOBaHUWM OaHHbLIX
0 Npoxodax COTPYAHMKOB MO uAeHTudmkatopam Npuv BXOA4E W BbIXOAE W3 PErUCTPUpPYHOLLUX
NOMeLLLEeHUN.

CTpaHuua noapasgena UMeeT crieayoLwuii Bua;:

Otuér YPB PERCo-Web AIMMHICTATOP AIMUHUCTPATOP

CKpBITb Hy/IeBbIE 3HAYEHMA @ 01-11-2022 - 11-11-2022 YkasaHHblii nepuos Monpasnenenme

Corpyasmxn Tabenshuii Homep Bonxrocts Moapasacnenie Bropri, 01-11-2022 Cpeaa, 02-11-2022 Yernepr, 03-11-2022 Msrmnua, 04-11-2022 CyB6ora, 05-11-2022 Bockpecerine, 06-11-2022  Morcacnshu,

Apedresa Mapws ... cnonHrTeALHBIF ... AZMMHRCTPaUMA 00:00 00:00 00:00 00:00 00:00 00:00 00:00
Benseea Monuua A... Meweaxep no nep... AIMWHKCTDAUMA 00:00 00:00 00:00 00:00 00:00 00:00 00:00
B0iiko KOpuii Cepr... @ opuer AIMAHMCTPALMA 00:00 00:00 00:00 00:00 00:00 00:00 00:00
BUTKOBCKAA XKaHHa... [nagkelii Byxrantep Byxrantepua 00:00 00:00 00:00 00:00 00:00 00:00 00:00
BOMHOB EBreHuii A.. 23105 TeHepanbHbIii Aup... AIMAHMCTPALMA 00:00 00:00 00:00 00:00 00:00 00:00 00:00
Fepuwkoswy Baagv. MeHexXep no npo... OT4en npojax 00:00 00:00 00:00 00:00 00:00 00:00 00:00

TA3BALKIK BAZAMM. MeHeaxep B3/ OTAen cHabxkeHUA 00:00 00:00 00:00 00:00 00:00 00:00 00:00

1. TMaHenb MHCTPYMEHTOB CTPaHULIbI:

. Cpenatb nepepacyeT — KHOMKa MO3BOMSAET MNPOM3BECTV nepepacyeT paboyero
BPEMEHMN COTPYAHMKOB.
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PacwuMpeHHbIN MOUCK — KHOMKa MO3BOMSET NPUMEHUTb (UILTP K 3dfeMeHTam,
oTobpaxaembiM B pabouyen 0b6racTtn CTpaHuLbl, TEM CaMbiM YIPOCTUB MOMCK COTPYAHMKA.

[JononHuTenbHO — KHOMKa MO3BOMSET OTKPbITb MEHK KoMaHg And Bblbopa

JOMNONHUTENbHbIX OENCTBUN:

— Mevatb TaGNMUbI — MNO3BONSET MPOM3BECTU MNeyaTb AaHHbIX U3 paboyen obnactu
CTpaHuLpbl;

— OKCnopT — MNO3BONSAET COXpaHUTb AaHHble paboyen obnactn B anin 3NEeKTPOHHbIX
Tabnuy, ¢ BbIGPaHHbLIM pacLLUMpPEHNEM;

— Copocutb punbTpbI — No3BONISIET cOpOCUTL BCe hmnbTpbl paboyen obnactu;

— MMapameTpbl OTOOpaxeHUss Tabnuubl — MO3BONSAET OTKPbITb OOMNOSMHUTENBbHOE OKHO
Ansa Bbibopa ctonbuos, oTobpakaemblx B paboyen ob6nactu cTpaHuLbl.

HacTpoikn oTtyeTa C 3a40/MKEHHOCTSIMU — KHOMKa MO3BOSISIET HACTPOUTb OTYET,
Bbl6paB cregytowe napameTpbl:
PacueT ¢ yaaneHuem cOCTaBHbIX AOKYMEHTOB — MO3BOSISIET MPOM3BECTM pPacyerT,
yOoanue JOKYMEHTbI, chopMUpOBaHHbIe BCNeacTBUE NoralleHnst 3a40MMKEeHHOCTeN;
— MokasaTb TONMbKO COTPYAHMKOB C 3a4O0JDKEHHOCTSIMU — TMO3BOMSieT 0TOoOpasnTb
CNNCOK COTPYAHMKOB, 3a KOTOPLIMW YACNATCS HApYLLEHWUS;
— nybuHa y4yeTa 3a40/mKeHHOCTM 3a NpeAablaylWwui nepuoa — Nno3BoNsieT HAacTPOUTb
ydeT 3a[0IHKEHHOCTEN He TONbKO 3a TEKYLLMIA NEPUOA, HO M 3a NpeablayLLmiA.

3apomKeHHOCTU — KHoMka OyaeT akTBHa B TOM Cryvae, ecrnn y COTpyAHUKa MMeeTcst
3adomkeHHocmb Unn Henoezawaemas 3adomkeHHocms. [Na noraweHns 3aa0rmkKeHHOCTH
Heob6XoaAnMo BbiOpaTb  COTpyaHMKa " HaxaTb  KHOMKYy  3aA0JDKeHHOCTMH,
3aTeM B OTKPbIBLLUEMCSI OKHE B CTONOLE 3aA0MmKEeHHOCTU OTMETUTb HeobXxoaumble AaThl,
BblOpaTb TUM AOKYMEHTA C MOMOLLIbIO BbiNafatoLLEero Cnncka B IEBON YacTu OKHa M HaxaTb
kHorMkKy MoracuTb 3a40MKeHHOCTb.

— KHOMKa MO3BONSET OTKPbITb MaHenb KaneHaaps Ans BBOAA AaTbl HAayana v KoHua
nepuoga, 3a KoTopbi 6yayT oTobpaxkaTbcs cobbiTusi B paboyen obnactu. YCcTaHoBeHHas
Aarta otobpaxaeTcs B norne cnpasa OT COOTBETCTBYHOLLEN KHOMKM.

lMone YkasaHHbIX nepuoa — KHoOMkKa BHYTPM nons nossonsieT BbiGpaTb nepuos,
3a KOTOpbIN GyaeT chopMMPOBaAH OTYET.

Mone MopapaspgeneHne — KHomMka BHYTPMX Nons no3BonsieT BbiOpaTb nogpasaenexHue,
COTPYAHMKM  KOTOporo ©Oyayt oTtobpaxatbca B paboyenm obnactm  cTpaHuubl.

KHonka BHYTPU nona no3BondeT Bbl6paTb nogpasgerniedHne B OTAEJNIbHOM OKHeE.

KHonka COpocuTtb ouuLlaeT none.
Mounck — none no3eonsieT NPON3BECTN NOUCK MO 3fIEMEHTaM CTONOLOB B paboyen obnacTtu

cTpaHuubl. KHonka © CopocuTtb ounLaeT none.

Paboyas obnactb CTpaHWULbl COAEPXWUT CMUCOK COTPYOHWKOB noapasgeneHusi, BbiopaHHOro
Ha NaHenu MHCTPYMEHTOB CTpaHuLbl. [N KaXkaoro coTpyaHMKa npeacTaBreHbl JaHHble yyeTa
paboyero BpeMeHu 3a yKasaHHbIi Ha NaHenn MHCTPYMEHTOB nepuoa.

B pabouen obnactn gocTynHbl cnegyowme ctonoubl AaHHbIX:

CoTpyaHMUK;

TabenbHbIN HOMEP;

JomkHoCTb;

OHn Hepenwu, patsl;

MoppasgeneHue;

Pabou4ee Bpems — 3apermcTpupoBaHHOE BPEMS, B TEYEHME KOTOPOro COTPYAHUK Haxoauncs
Ha pabo4yem MecTe B COOTBETCTBUM C YCTAHOBSIEHHbLIM AJ1151 HEro rpadyukom paboThl;
3aao0nkKeHHOCTb — BPEMS BCEX HAPYLUEHUW COTPYAHUKA (HesBKa, ono3gaHne u T.4.):

— Tekywas,
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— 3a npeablaywmin nepuopn — Ans Beibopa NpoaomKUTENbHOCTU NpeablayLero nepuoaa

NCNONb3yNTE KHOMKY Ha nNaHenn WHCTPYMEHTOB, 3aTeM B OTKPbIBLUEMCS OKHE
HacTpoviTe napameTp FNybuHa yyeTta 3aAo0MmKeHHOCTH 3a NpeabiayLwMi Nepuroa;

o BanaHc oTpabGoTaHHOro BpemMeHu — pasHuLa Mexay BpeMeHeM MPUCYTCTBUSA U CYMMOW
obasaTtenbHOro  BpemeHu paboTbl W BpeMeHW  3annaHWpOBaHHbIX  NepepbiBOB
(T.e. BpemeHeMm, onpegeneHHom B rpacmke paboTbl OT Ha4Yana nepBoro HTepeana paboThbl
00  KOHUa nocnegHero  uWHTepBana WNuM  BpeMeHeM  e4MHOro  MHTepBana).
HyneBon unu nonoxuteneHbin 6anaHc o3HadaeT, 4YTO COTPyAHWK oOTpaboTtan HopMy
BpeMeHun 3a nepuog. OTpuuartenbHbli GanaHC nokasbiBaeT, YTO Yy COTpyAHWKa ecCTb
HapyLleHnsa (ono3aaHnsa Unn paHHme yxoabl);

e 1-15 — paboyee Bpemsa COTpyaHUKa 3a NEPBYIO NOMOBUHY MecsLa:

— 0e3 y4yeTa 3a40JIKEHHOCTH,
— € YYeTOM 3aJ0JIKEeHHOCTH;
e 16-30 (31) — pabouee Bpemsi COTPYAHMKA 3a BTOPYIO NONOBMHY Mecsua:
— 0e3 y4yeTa 3a40/MKEHHOCTH,
— € YYeTOM 3aJ0JTKEeHHOCTHU;
e 1-30 (31) — pabo4ee Bpemsa coOTpyaHMKa 3a BECb MECSL;:
— 0e3 y4yeTa 3a40/MKEHHOCTH,
— C YYeTOM 3aJ0JIKEeHHOCTH;

e Pabota B HOYHOe BpemMs — BpeMs, OTpaboTaHHOE COTPYAHWKOM B HOYHYK CMEHY,
WHTepBan KOTOPOW YyCTaHaBnuBaeTca B noapasgene «/padguku pabombi» pasgena
«llepcoHany;

e Bpemsa no pokymeHTam, no6aBnsieMbiM K paboyeMy BpeMeHU — CyMMapHOe Bpems,
OTMeYeHHOe B OMOPMIEHHbIX oOrnpaBAaTenbHblX OOKyMeHTax Kak pabodee. YTOObI
no Kakomy-nnbo onpaBaaTtenbHOMY [OKYMEHTy BpeMsi fobaBnsanocb K pabodemy,
B nogpasgene «OnpaedamesibHbie QOKYMeHmMbI» pasgena «Y4em paboye2o epeMeHu»
OTKPOWTE HYXHbIN onpaBgaTenbHbli AOKYMEHT u Bblbepute [Jo6aBnATb B napameTpe
[No6aBuTb Kk pabo4yemy BpeMeHH;

e Bpema no onpaBaaTesfibHbIM AOKYMEHTaM — CyMMapHOe Bpems, "norallieHHoe"
onpasaateribHbIMV AOKYMeHTaMu (BKtoYas 605bHUYHbBIE, KOMAHANPOBKA U Ap.);

e CBepxypouyHble — CymMMapHOe BpeMs nepepaboTok, koTopble Obinn 3adukcnpoBaHbl
OOKYMEHTaMn Ha CBepXypo4Hyto paborTy;

e Pa6oTa B npa3gHMYHbIE U BbIXOAHbIE AHU — o0LLee BpeMs, oTpaboTaHHOE COTPYLHMUKOM
B BbIXOAHbIE AHW UMK B OHW, OTMEYEHHbIE Kak Npa3gHunyHble B nogpasaene «fIipa3oHuYHble
OHu» pasgena «llepcoHan» (cMm. B «Pykoeodcmee nosib3oeamersisi ,,CmaHdapmHo20
nakema 0“ PERCo-WS, PERCo-WSED»).

lpumeyaHue:

B pabouenn obnactn peanusoBaHbl YHKUMM COPTMPOBKW MO 3fIEMEHTaM OLHOro
13 CTONBUOB 1 UBMEHEHUS LUIMPUHBI CTONOLOB.

3.5.1. CocTaBneHue oTyeTa
,D,J'IFI COCTaBlieHud oT4yeTa O AncuumninmHe Tpyaga CoTpyaHUKOB:

1.
2.
3.
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Mcnonb3ya naHenb HaBuraumm, nepenanTte B pasgen «Y4em pabo4ez20 epemMeHU».
OTkpovite nogpasaen «Omyem YPB».

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

Ncnonb3ys kHomky Ha MaHenu MHCTPYMEHTOB CTpPaHuULbl, TPU HEOOBXOAMMOCTU YyCTaHOBUTE
AaTbl HA4Yana 1 OKOHYaHMs! Neproaa, 3a KOTOPbI COCTaBMNSIETCS OTYET.

Ykaxute nogpasgeneHve, no coTpyaHMkaM KOTOPOro COCTaBNSIeTCs OTYET.
Bbibepute napameTpbl COCTaBneHusi OT4YeTa, Bbi3BaB OkHO HacTponku oTyeTa

C 3aA40J1KeHHOCTAMMU C NMOMOLLIbIO KHOIMKKU

B pabouen obGnactn cTpaHuubl OTOOpPasnMTCA CMUCOK COTPYOHWUKOB, COOTBETCTBYHOLLMX
KpUTEPUSIM NOMCKa.
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3.6. MNoppaspen «Bpemsa npucyrcTtBus»

I'Iop,pas,qen npegHasHad4yeH Ona COoCTaBlieHUA pa3BEepHYTOro otdyeta O BpeMeHU MpUcyTcTtBuA
COTPYOHUKOB Ha pa60L||/|x mMecTax.

Otuet (*)OpMI/IpyeTCFl Ha OCHOBaHWM OaHHbIX O Mpoxogax COTPpyAHWKOB MO VI,EI,eHTVI(*)I/IKaTOpaM
M BKNOYaeT B cebs OaHHble O BpeMeHU TMNpuUCcyTCcTBuAa COTPpyAHMKA Ha pa6oqu MecCTe,
a TakKKe BpeMd nepBoro Bxoda v nocriegHero Bbixoga CoOTpyaHMka ¢ TeppuTtopun npeanpudaTtuna.

Bpemss Bxoga — nepBbli MPOXOA COTPyAHMKA MO MAEHTUMUKATOPY B peaucmpupyrouee
rnomeuwjeHue.

Bpems Bbixoga — nocneaHvn nNpoxon COTpyaHWKa No MAEHTUMUKATOpY M3 /1106020 NOMeLLEHUS
npeanpuaTus (opraHnsauum).

CTpaHuua nogpasgena umeeT cneayowmin Bua;

Bpema npucyTcTeua PERCo-Web*® AaMnHUCTpaTOR
2022-11-11 - 2022-11 ... YKasaHHbIf Nepuoa

Corpyapmean ® Tabenvrioii Homep Homeriocts Mogpasaencrine fera Broa Buxog Mpncyreraue
Apspeeea Mapis UcnonHuTensHsii AguiHICTpaLYA 2022-11-17 2022-11-17 10:20:04

uroro:

Topaces Aatumn Tnastsii Oraen pexnantsi 2022-11-17 2022-11-17 10:1635

Wroro:

KpueLoBa Bepa @ OTzen cHaBkeHNA 2022-11-17 2022-11-17 10:16:38

Wroro:

Nesuenko fapea HauafkHink AnMUHNCTRALNA 2022-11-17 2022-11-17 10:20:08

Wroro:

Crenavos Cepreii MeTpoauy AgMuHNCTPaLMA 2022-11-17 2022-11-17 16:44:19

Crenaros Cepreii Netposuy ABMHHICTDANA 2022-11-18 2022-11-16 09:09:15

Wroro:

1. TlaHenb MHCTPYMEHTOB CTPaHULbI:

o PacwmpeHHbIM NMOUCK — KHOMKa MO3BOMISIET MPUMEHUTb (PUMLTP K 3NemMeHTam,
oTobpaxaembiM B paboyen ob6ractn CTpaHuLbl, TEM CaMbiM YIPOCTUB MOMCK COTPYAHMKA.

o [JononHuTenbHO — KHOMKa MO3BOMSET OTKPbITb MEHI KOMaHg Ansa Bblibopa

[OMONHUTENbHbIX OENCTBUN:

— MNeyaTb TAbnNUUblI — MO3BOMSET MPOM3BECTM MNeyvaTb AaHHbIX M3 paboden obnacTtu
CTpaHuLpbl;

— OKCnopT — NO3BONSAET COXpaHUTb AaHHble paboyen obnactn B dhanin 3NEeKTPOHHbIX
Tabnuy, ¢ BbIGPaHHbLIM pacLLUMpPEHNEM;

— Copocutb hunbTpbl — N03BONSET cOpOCUTL BCe hunbTpbl paboyen obnactu;

— MapameTpbl oTOOpakeHUsi Tabnuubl — NO3BONSET OTKPbITb AOMOMHUTENBHOE OKHO
Ans Bblbopa ctonduos, oTobpaxaembix B paboden obnact CTpaHuubl.

. — KHOMKa MO3BOMSET OTKPbITb MaHenb KaneHaaps Ans BBoAa AaTtbl Hadana v KoHua
nepuoga, 3a KoTopbl 6yayT oTobpaxkaTbcsa cobbiTust B paboyen obnactu. YcTaHoBeHHas
Aarta otobpaxaeTcs B norne cnpasa OT COOTBETCTBYHOLLEN KHOMKK.

e [lone YkasaHHbIA nepuon — KHoMka BHYTPM Monisi No3BonsieT BblOpaTb nepuog,
3a KOTopbI ByaeT chopMMPOBaH OTYET.

e [lone MNMoapaspeneHue — KHOMka BHYTPMX Nonsa no3BonsieT BbiOpaTb nogpasaenexHve,
COTPYAHMKM  KOTOporo ©Oyaytr oTtobpaxatbca B paboyen obnactm  cTpaHuubl.

KHonka BHYTpM nons no3sonseT BblbpaTb nogpasgernieHne B OTAENbHOM  OKHE.

KHonka Co6pocuTb oumaeT none.
¢ [Mouck — none no3sonsieT NPON3BECTU NOUCK MO 3fIEMEHTaM CToN6LOB B paboyen obnacTtu

CTpaHuubl. KHonka a C6pOCMTb o4yunlaeT nore.
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2. Pabouasi obnactb CTpaHUUbl COAEPXUT CMUCOK COTPYAHUKOB MoApasaeneHusi, BbiIopaHHOro
Ha NMaHenu WHCTPYMEHTOB CTpaHuubl. [Ins KaXgoro COTPYAHMKA npencTaBneHbl AaHHble
O BPEMEHW NPUCYTCTBUS Ha paboyeM MecTe 3a ykasaHHbIA Ha NaHenM UHCTPYMEHTOB Nepuos.

B pabouen obnactu gocTynHbl cnegyrowmne ctonbupbl AaHHbIX:
o CoTpyAaHuK;

e TabenbHbIN HOMEP;

e JNlomkHoOCTb;

o [loapaspneneHue,

e [ara;

¢ Bxopg — Bpemsi nepBoro Bxoaa;

e Bbixog — BpeMs nocnegHero Bbixoaa;

o [MpucyrcTBne — cymmapHoe BpeMs NPUCYTCTBUSA COTPyAHMKa Ha paboyem MecTe B TedeHne
OHA.
llpumeyaHue:

" B pabouen ob6nactu peanu3oBaHbl (YHKUUW COPTUPOBKM MO 3feMeHTaM OAHOro
13 cTonbuoB, U3MEHEHUS LUNPUHBI U NOCNeoBaTENbHOCTU CTONOLOB.
3.7. Noppaspen «BbiaaHHblIe AOKYMEHTbI»

Mopopasgen npedHasHayeH [Ans COCTaBMEHMst oT4yeTa MO BCEM BblAaHHbIM  COTPYOHWUKaM
onpaBAaTenbHbIM JOKYMEHTaM M JOKYMEHTaM Ha CBEPXYPOUHYLo paboTy.

CTpaHuua noapasaena UMeeT crieayoLwnii Bua;:

BblAaHHbIE AOKYMEHTbI PERCo-Web* Agmumucrpatop

@ 2022-11-10 - 2022-11... YKasaHHbIA neprog

oo Noapasaenerne Gneparop Homep goxymera foGasnnerca k pabosen  Hanwerosanne [ata so0s powywera Mpoao/mxurensrocTs Haiano eiictons Okonvarme aciicTonn

CeepiypouHsie

Apugsesa Mapia AGMHHUCTRAUMA AaMuHACTRATOD fa KoMaranpoeka 2022-11-17 2022-11-09 2022-11-17
Fopages Aawuin Orgen pexnanei AgMuHicTpaTop @ Her Orctpanenne ot pab. 2022-11-17 2022-11-00 2022-11-15
Kpueuoea Bepa Orgen cHabxenua AgmuHncTpaTop

fa B cueT oTpaboTin 2022-11-17 00:00:00 2022-11-17 2022-11-17

Neguenxo Aapea AZMUHICTPAUMA AgmuHncrpaTop Aa 3aGun 2022-11-17 2022-11-16 2022-11-17

1. [Mepekntovatens Bbibopa Tvna oTyeTa:
e OnpaBpaTtenbHble — COLEPXKUT CMNUCOK COTPYAHWKOB WM  OMOPMIIEHHbIX AN  HUX
onpaBaatesibHbIX AOKYMEHTOB.
e CBepXxypouHble — COAEPXKMUT CMUCOK COTPYAHUKOB N OGPOPMITEHHbBIX ANSA HUX AOKYMEHTOB
Ha CBepXypo4Hyl paboTy. Bpems cBepxypouHom paboTbl y4MTbIBAETCS NpU COCTaBIEHUMN
«Tabensa yyema paboyezo spemeHu» B cpopme Ne T-13 B nogpasgene «PopmupoeaHue
maébesisi».

2. [MaHenb MHCTPYMEHTOB CTPaHULbI:

. PaclwmMpeHHbIN MOUCK — KHOMKa MO3BOMSET NPUMEHUTb UALTP K 3reMeHTam,
oTobpaxaembiM B paboyen 06nacTn CTpaHuubl.

o [JononHuTenbHO — KHOMKa MO3BOMSET OTKPbITb MEHID KOMaHg Ans Bblibopa

[OMNONMHUTENBbHbIX OENCTBUN:

— Meyatb TAbNMUbI — MO3BOMSET MPOM3BECTM MNedvaTb AaHHbIX M3 paboden obnactu
CTpaHuupbl;

— JKcnopT — No3BoNsieT COXpaHUTb OaHHble paboyer obnactu B hann 3MEKTPOHHbIX
Tabnuy ¢ BbIGpaHHbLIM paclIMpeHnEM;

— Copocutb hpUnbTPbI — NO3BONSET COPOCUTL BCe hmnbTpbl paboyen obnactu;

— MNapameTpbl oTOOpaxkeHUsi TabNMuUbl — NO3BONSAET OTKPbITb AOMOMHUTENIBHOE OKHO
Ansa Bbibopa ctonbuos, oTobpaxaemblx B paboyen ob6nactu cTpaHuubl.

o — KHOMKa MO3BOMSAET OTKPbITb MaHenb Kanewaaps Ans BBoAa AaTbl Hadana v KoHua
nepuoga, 3a KoTopbi ByayT otobpaxkaTbCca cobbiTusi B paboyen obnactu. YcTaHoBNeHHas
Aarta otobpaxaeTcs B nore cnpasa OT COOTBETCTBYHOLLEN KHOMKM.
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YKasaHHbIN nepuog — KHOMKa BHYTPM Nons no3songaeT BbibpaTb nepuoa, 3a KOTopbin
OoygeT chopMmnpoBaH OT4eET.

Mone MoppaspneneHue — KHorka BHYTPM Nonga no3BonsieT BbibpaTe nogpasgenexve,
COTpyAHMKM  KOTOoporo Oyayt oTobpaxatbca B pabodven obractm  cTpaHuubl.

KHonka BHYTPMU nNonAa no3BosideT Bbl6paTb nogpaspgerneHne B OTAEJ/IbHOM OKHeE.

KHonka COpocuTb ouuLlaeT none.
Mounck — none no3sonsieT NPON3BECTU MOUCK MO arieMeHTam cTonbuoB B paboyen obnactu

cTpaHuubl. KHomka © CopocuTtb oumnwlaeT none.

Pabouasi obnactb nogpasgena CoaepXWT CUCOK COTPYAHUKOB M OGOPMIIEHHbIX ANSt HUX
[IOKYMEHTOB.

B pabouen obnacTtn gocTynHbl cnegyowme ctonodubl AaHHbIX:

DdUO;

MoppaspeneHue;

Onepartop — COTPYOHUK, OPOPMUBLLMIA JOKYMEHT;

Homep AOKyMeHTa;

Hob6aBnsierca K paboyemy BpemMeHM — BpeMsi, OTMeYeHHoe B 0OpMIEHHOM
onpaBaaTenbHOM [OKyMeHTe Kak pabodee. UToObl nNo kakoMy-nnbo onpasaaTeribHOMY
AOKYMeHTY Bpems pobaBnanocb Kk paboyemy, B nogpasgene «OnpagdamesibHbie
JdoKyMeHmbI» pasgena «Y4em pabo4ye20 epemMeHU» OTKPOWTE HYXXHbIN onpaBaaTenbHbIN
OOKYMeHT 1 BblbepuTe [lo6baBnATb B napameTpe [lo6aBUTb K paboyeMy BpeMeHu;
HanmeHoBaHue;

[ata BBoAa JOKYMEHTa;

MpoaomKuUTenLHOCTD;

Havyano penctBus;

OKoHYaHue gencTBeus.

llpumeyaHue:

B paGouyeii obnactu peanu3oBaHbl (YHKUUM COPTMPOBKM MO 3MeMeHTaM OfHOro
13 cTonbLoB, N3MEHEHUSI LUMPVHbLI U NOCNefoBaTeNbHOCTY CTONOLIOB.
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4. Paspen «KoHTponb goctyna»

B paHHOM  pyKkOBOACTBE  OMMCbIBAaeTcA  Tonbko  noapasgen  «MecmoHaxoxdeHuey,
BXOASALLMI B MOOYNb, OMNUCaHME oOcTanbHbIX MNOApPa3f4enoB [AaHHOIO  pasgena  CMoTpuTe
B «Pykoeodcmee nonb3oeamersi ,,CmaHdapmHoz2o nakema l0“ PERCo-WS, PERCo-WSE».

4.1. NMoppaspen «MecTtoHaxoxaeHune»

Moapasgen npedHa3HayeH [Ansi COCTaBMEHWs OTYETOB O MECTOHAXOXOEHUU COTPYAHMKOB
1 noceTuTenei B ykazaHHble AaTy U BPEMS Ha TeppUTopun Npeanpusitus (opraHnusaumm).

CTpaHuua noapasgena MMeeT crieayoLwnii Bua;:

MecToHaxoxaeHmne PERCo-Web*® AamnHucTRaTop

[S2

Tab. he 1o Jara sxopa Haxogurcs & nomewyenn Broa uz Moapa:aenenne Conposoxaarouyyii

Moceturenn Compyanucu

2022-11-17 10:21

Kpueuoea Bepa 2022-11-17 10:16:38 PaGouan 0Ha HeKOHTD OAIHpYEMaA TeppyTOpHA OTaen cHadkeHiA
Apspsesa Mapus 2022-11-17 10:20:04 Orgen npogax HEKOHTPOAHpYeMaA TeppuTOpUA ABMUHICTALMA
@ Topaees JaHiin 2022-11-17 10:16:35 PaGouan 30Ha HEKOHTP OHpYEMaA TeppUTOpUA Oraen pexnamsl

Neeuenko Aapa 2022-11-17 10:20:08 OTaen nposax HeKOHTR OAIHpYEMaA TeppUTOPHA AGMUHUCTRALHA

1. Tlepekntoyatenb BbiGoOpa kaTeropun BnagenbLeB NOeHTUAUKATOPOB:
e Bce;
e [locetutenu;
o [lepcoHan.

2. [MaHenb MHCTPYMEHTOB CTPaHMLbI:

o PaclumMpeHHbIn NOMCK — KHOMKa MNO3BONSAET HaAcTpouTb UAbTP AaHHbIX,
oTobpaxaembix B paboden obnact cTpaHuubl.

o JononHuTenbHO — KHOMKa TMO3BONIIET OTKPbITb MEHK KOMaHa [Aand Bbldopa

AONONTHUTENbHbIX OENCTBUN:

— MevaTtb Tabnuubl — NO3BOMSET pacneyaTaTb AaHHble N3 paboyer obnactu cTpaHuLbl.

— OKCNoOpT — MO3BOMSIET COXPaHUTb CMMUCOK OaHHbIX B ansl 3MEKTPOHHbIX Tabnuy
C BblOpaHHbLIM pacLUMPEHNEM.

— Copocutb punbTPbI — No3BonsieT cOpocuTb Bce hunbTpbl paboyen obnactu.

— MNapameTpbl oToOpakeHUsa TabNUUbl — MO3BONSET OTKPbITb AOMOSIHUTENBHOE OKHO
ans Bblbopa ctonbuos, oTobpaxaembix B paboyen o0b6ractn cTpaHuubl.

. O6HOBUTbL AaHHble — KHOMKa MO3BONSAET COPOCUTL 3ajaHHble AaTty U Bpems
1 0T06Pa3nTb MECTOMONOXEHNE COTPYAHUKOB / NOCETUTENEN HA TEKYLLUMIA MOMEHT.

L4 — KHOMKa no3BosideT OTKPbITb NaHelNb KaneHaapda AnAa BBOAa AaTbl U BpPEMEHMW,
B KOTOpbIe onpeanendeTca MeCtoHaxoxgeHne CoTpyaHMUKOB / noceTuTenen. YCTtaHoBMneHHbIe
AaTta un Bpems OTO6pa)Kaf0TCF| B noJie cripaBa OT KHOMKW.

e [lone MNMoppasgeneHne — KHorMka BHYTPW MoNs NO3BOMSET BbibpaTb nogpasgenieHme,
COTPYOHUKM  KOTOpOro Oyayt oTobpaxatbcss B paboyen obnactu  CcTpaHuubl.

KHonka BHYTPM Mons no3sonsieT BblbpaTb nogpasgeneHne B OTAENbHOM  OKHeE.

KHonka COpocuTb ouunlaeT none.
¢ [lounck — none no3sonseT NPON3BECTN NOUCK MO 3NeMeHTam CTonbuos B paboyen obnactu

o

cTpaHuubl. KHomka COpocuTtb oumLlaeT none.

3. Pabouyasa obnactb nogpasgena cogoepXuT CNUCOK COTPYAHMKOB / noceTutenen BblbpaHHOro
noapasfaeneHns C ykasaHMEM WX MECTOHAXOXOEHUS B YCTaHOBMEHHble Bpemsi 1 aaTy.
CoTpygHuku / nocetutenn, coBepluMBLUME BXO4 B nomelleHne 6onee 48 4yacoB Hasapg
N HEe COBEPLUMBLLME M3 HErO BbIXOAa, B CMUCKE HE OTOOpaxaroTcs.
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llpumeyaHue:

" B pabouen obnactu peanusoBaHbl (OYHKLUMM COPTUPOBKM MO 3fEMEHTaM OAHOro
13 cToNbuoB, USMEHEHUS LUIMPUHBI U NOCNef0BaTeNIbHOCTU CTON6LOB.

4.1.1. CocTaBneHue oTyeTa 0 MeCTOHaxXoXaeHuun

[ns coctaBneHust otyeTa:

1. Wcnonb3ysa naHenb HaBurauum, nepengute B pasgen j «KoHmpornb docmyna».
2. OtkponTe nogpasgen «MecmoHaxoxoeHue».

3. C nowmolibto nepeknoyaTens Ha NaHenu WMHCTPYMEHTOB CTpaHWUlbl Bblibepute KaTeropuio
BrnagenbLeB NaeHTUUKaTopoB.

4. BblbepuTe nogpasgeneHne, ons  COTPYAHWUKOB / moceTuTenen KoToporo Heobxoaumo
COCTaBWUTb OTYET.

5. ,D,J'IFI BBOAaA AaTbl U BpEMEHU, HAa KOTOpPbIe H606XO,EI,VIMO COCTaBUTb OTHET, HAXXKMUTE Ha MaHeEJN

WHCTPYMEHTOB  CTpPaHWUbl  KHOMKY . YkasaHHble pata U Bpemsi  NOSIBATCH
B COOTBETCTBYHOLLEM MOSE.

6. B pabouen obnacTtu cTpaHuubl 0TOGpasnTcs OTYET C 3a4aHHLIMU NapameTpamu.
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5. Kopabl nokymeHTOB Ana «Tabens yyeta paboyero BpeMeHn»

YcnoBHble 0603Ha4YeHUs (KoAbl) LOKYMEHTOB, MUCMNOJSIb3yeMble NMpPU 3anoSfIHEHUN
«Tabens yyeta paboyero BpemeHn» B popme Ne T-13

B Te4yeHne BpemMeHn, yCTaHOBJTIEHHOIO 3aKOHOﬂ,aTeJ'IbCTBOM)

BykBeHHbIN |LlncdhpoBon
HaumeHoBaHWe AOKYMeHTa y ke

KoAa KoAa
MpogomknTenbHOCTL paboTbl B AHEBHOE BpPEMS A 01
MpooomKkMTenbHOCTL paboThl B HOYHOE BpeEMS H 02
MpogomknutenbHocTb  paboTbl B BbIXoAHble U Hepabouwue, PB 03
npasgHUYHbIE OHU
MpoAoMKUTENBHOCTL CBEPXYPOUHOM paboThl C 04
MpooomKMTENbHOCTE PaboThl BAXTOBLIM METOA0M BM 05
CnyxebHasa KomaHOMpoBKa K 06
MoBbiWweHMe kBanudmuKaumm ¢ OTpbIBOM OT paboTbl MK 07
MoBblWeHNe KBanUUKauMm C OTPLIBOM OT paboTbl B ApYyrom M 08
MECTHOCTU
E>xerogHbln OCHOBHOM OnfiaynBaembIin OTNYCK oT 09
E>xxerogHbIn 4OMOMHUTENBHBIN ONnayYnBaemMblin OTMYCK on 10
[ononHUTEnNbHbIN OTNYCK B CBA3WM C OBOy4YEeHMEM C COXpaHEHUEM
cpegHero  3apabotka  paboTHuMkaMm,  coBmewawwum  paboTy Y 11
¢ oby4eHnem
CokpalleHHas NPOAOCIHKNTENBHOCTb paboyero BPEMEHMU
ansa obyvatrowmxca 6e3 oTpbiBa OT NPOM3BOACTBA C Y4aCTUYHBIM YB 12
coxpaHeHuem 3apaboTHoN nnaTbl
JononHuTenbHbIN OTMNYCK B CBA3W C 00yyeHnem 6e3 coxpaHeHus i 13
3apaboTHon nnatbl
OTnyck no 6epeMeHHOCTN 1 pogam (OTNyCK B CBA3W C YCbIHOBIIEHNEM P 14
HOBOPOXAEHHOro pebeHka)
OT1nyck no yxoay 3a pebeHKkoM 40 JOCTMXKEHUS] UM BO3pacTa Tpex neT OX 15
OTtnyck 6e3 coxpaHeHusi 3apaboTHOW nnaTbl, NPegOoCTaBEHHbIN ile 16
paboTHKKY No paspeLleHnto paboTogaTens
OTtnyck ©6e3 coxpaHeHus 3apaboTHOM nnaTbl B  Criyyasx, 03 17
npegycMOTPEHHbIX 3aKOHOLATENLCTBOM
ExerogHbln gononHuTeNbHbIN OTNycKk 6e3 coxpaHeHus 3apaboTHOW

0B 18
nnarbl
BpemeHHasi HEeTPYAOCNOCOOHOCTb (kpome cny4yaes,
npegycMoTpeHHbIX kogoM "T") ¢ HasHayeHvem nocobusi cornacHo b 19
3aKkoHo4aTeNbCTBY
BpemeHHass HeTpymocnocobHocTb ©6e3  HasHaveHus nocobus T 20
B CNny4vasix, npefyCMOTPEHHbIX 3aKOHO4aTENbCTBOM
CokpalleHHasi NpogomKUTENbHOCTL pabodero BpeMEHUM NPOTUB
HOpManbHOM MNPOAOIHKUTENBHOCTN paboyero AHA B cnyyasx, JY 21
npegyCcMOTPEHHbIX 3aKOHOLATENLCTBOM
Bpems BbIHY>XOEHHOrO nporyna B criydyae Mpu3HaHWs YBOJSIbHEHMS,
nepeesoga Ha pfpyrylo paboTy wnu OTCTpaHeHuss OoT paboThbl rnB 22
He3aKOHHbIMW C BOCCTAHOBIIEHMEM Ha NpexHen paboTe
Hesbixoabl Ha BpeMsi NCNOSHEHNS rocyaapCTBEHHbIX r 23
nnm obLecTBeHHbIX 06513aHHOCTEN COrNacHO 3aKOHOA4ATENbCTBY
Mporynbl (0TCyTCTBMNE Ha pabovem mecTe 6e3 yBaXXNTENbHOW NPUYNHBI P o4
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PyKOBO,EI,CTBO nonb3oBaTtensa

BykBeHHbIN |LUundpoBon
HaumeHoBaHue AOKYMeHTa y ke

KonA KonA
MpogomknTenbHOCTE paboTbl B pexuMme HenosmHoro paboyero
BpeEMeHU no NHUUMaTuBe pabotogarens B cny4asx, HC 25
NpeayCMOTPEHHbIX 3aKOHOAATENbCTBOM
BbixogHble gHW (exeHedenbHbl OTNycK) U Hepaboune npasgHUYHbIE B 26
OHN
[lononHuTenbHble BbIXOAHbIE AHW (OnnavyMBaemMble) OB 27
HdononHuTtenbHble BbIXxoAHble AHW (6e3 coxpaHeHust 3apaboTHOM HB 28
nnathbl)
3abacTtoBka (Npu ycnoBusax 1 B Nopsiake, NpeayCMOTPEHHbIX 3aKOHOM) 3b 29
HesiBki N0 HEBLISICHEHHBLIM NPUYMHAM (40 BbISCHEHNSA OOCTOATENLCTB) HH 30
Bpems npoctos no BuHe paboTtogatens P 31
Bpemsa npoctos no npuuvHam, He 3aBucsaWwMM OT pabortopatens HI 32
n paboTHuKa
Bpemsi npocTosi no BUHe paboTHUKa BIl 33
OtctpaHeHne ot paboTtbl (HegonyweHue kK paboTte) ¢ onnaton HO 34
(mnocobuem) B COOTBETCTBUMN C 3aKOHOLATENLCTBOM
OTtcTpaHeHne oT paboTbl (HegonyweHne K paboTe) Mo npuynHamMm,
npeaycMoTpPeHHbIM 3aKoHO4aTEeNbLCTBOM, Ge3 HauucneHus HB 35
3apaboTHon nnatbl
Bpemsa npuoctaHoBkn paboTbl B Criydae 3a4epXXKu  Bbinnathbl H3 36

3apaboTHon nnatbl
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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. 12.10.2023
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