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Mogynb MO PERCo-WMO01, PERCo-WMEO1 «YueT paboyero BpemeHn»

1. BBepeHue

HacTosiwee «Pykoeodcmeo mnosib3ogamesisi modyns 10 PERCo-WMO01 (PERCo-WMEO01)
Yuyem pabovyezo epemeHu» (panee — pPykosooOCmMEO) COAEPXKUT onucaHme paboumx OKOH
1 nocrnegoBaTenbHOCTM AencTBMW npu paboTe ¢ pasgenamm u nogpasgenamv  Moayns
PERCo-WMO01 (PERCo-WMEO01) «Yyem pabo4ye20 epemeHu» (nanee — Mooy/ib).

PykoBOACTBO [OMKHO UMCMNOMb30BaTbCA COBMECTHO C «Pykoeodcmeom nonb3oeameris
,»CmaHdapmHo2o nakema 10“ PERCo-WS, PERCo-WSE cucmembi KOHMPOisi U yripassieHusi
docmynom PERCo-Web». [lopsgok npuobpeTeHuss §nuUeH3MMm Ha  MOogyfb  yKasaH
B «Pykoeodcmee admuHucmpamopa CKY[] PERCo-Web» B pasgene «YnpaBneHue
NULIEH3UAMMY.

Mogynb gaBnseTca [ONOMHUTENbHBIM KOMMOHEHTOM Ana moayns PERCo-WS (PERCo-WSE)
«CmaHOapmHbil nakem [MO» v npegHasHayeH ans opraHmsaumm APM coTpyaHuKOB oTaena
nepcoHana unu Apyrux nuu, BegyLimx TabenbHbln y4eT paboyero BpeMeHn Ha NnpeanpusaTun.

Obpaulaem BHMMaHue, Yyto Moayns PERCo-WMEQ1 npeoHa3Ha4yeH Ans UCNonb30BaHUS
B cocTaBe cuctembl PERCo-Web, BCcTpoeHHOM B namMaTb kKoHTponnepos PERCo, n nmeet
dYHKUMOHaNbHble orpaHnyeHns  (cMm. «PykoBOACTBO agMWHUCTPaToOpay»  CUCTEMBbI
PERCo-Web, pasnen «OCHOBHbIE TEXHNYECKUE XaPAKTEPUCTUKNY).

lpumeyaHue:

OkcnnyaTaumMoHHaa [OKymeHTaumst Ha obopypoBaHve u 1O cuctembl PERCo-Web
[OCTYyMNHa B 3NEKTPOHHOM BUAE Ha canTe komnaHum PERCo no agpecy: www.perco.ru.
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2. Paspen «llepcoHan»

B paHHOM pykoBOoACTBE  ONUCbIBaeTCca  TOnbko nogpasgen «lpaguku pabombiy,
BXOASALWLMI B MOOYNb, OMNUCaHWEe ocTanbHbiX noapasgenoB pasgena «llepcoHan» cmoTpute
B «Pykoeodcmee nonb3oeamerisi ,,CmaHdapmHozo nakema lMO0“ PERCo-WS, PERCo-WSE».

21. Moppaspen «pachuku paboTbi»

Moapasaen npegHasHaveH Ans:
e CO3[aHUs HefeNbHbIX rpadrkoB paboThl;
CO3[1aHNS CMEHHbIX rpadmkoB pPaboThl;
co3faHuns rpacdmkoB paboThl MO NPUCYTCTBUID;
cosfaHue rpadmkoB paboThl C HAKONIEHWEM HAPYLLIEHWI;
co3faHue rpadmkoB paboThl C HAKONEHNEM HAPYLLIEHWUI Ha OcHOBe GanaHca;
yKasaHusi 4ns Kaxxaoro rpadpuka paboTbl perucTpypyoLLmMx NoMeLLeHUA y4eTa paboyero BpeMeHu;
HaCTPOWKW A5 Kaxkaoro rpadvka paboTbl TapaMeTPOB COCTaBIEHMSI OTYETOB O AMUCLMNIIVHE TPYAa;
N3MEHEHNs N yaaneHusl co3aaHHbIX paHee rpacgumkoB paboThl;
BbICTaBMNEHNS PeXnMa HOYHOTO BpeMeHU paboTbl.

lpumeyaHue:

& CospaHue rpadukoB paboTbl MO3BOMNSIET BECTU Y4eT paboyero BPEMEHU COTPYOHUKOB
M He CBSI3aHO C NapaMeTpamMm OOCTyrna no BPEMEHN.

UHmepsan pabomsi — NPOMEXYTOK BPEMEHW, B TEYEHME KOTOPOro COTPYAHMK JOIDKEH HAX0aUTbCA
Ha pabodem MmecTe. Pabounin JeHb MOXET COCTOATb M3 HECKOSbKUX MHTEPBANoB paboThl.

Bua ctpaHuubl nogpasgena:

Mpaduku pabotbi PERCo-Web AdmpRMCTRATOP ?

Beuephee gpema © 20:00 - ©® 22:00 Hounoe epems @ 2300 - (O 06:00

Hazeanue @ Tun rpaduxa Onucanme Mpumedanve

18.00-21.00 HeieneHell
9.00-17.45 - ece EXOaB! HegensHelR
9.30-18.15 HeaensHblR @
9.00-17.45 HezeneHeld
8.30-17.15 HezeneHelld

8.00-16.45 HezeneHelld

1. TlaHenb MHCTPYMEHTOB CTPaHULbI:

o [o6aBuTb — co3gaHne HOBOro rpaduka paboTsbi.

PepaktupoBaTb — U3MeHeHME napaMmeTpoB rpaduka paboTbl, Bbl4ENEHHOro
B paboyer obnactu cTpaHuubl.

o KonupoBaTtb — co3gaHne HoBOro rpadpmka paboThbl Ha OCHOBE rpaduka, BblAeNeHHOro
B pabo4er obnactu cTpaHuubl.

o Ypanutb — yaaneHue rpacdvka paboTbl, BblgeneHHoro B paboyven obnactu ctpaHumubl.

o MpocmoTtp rpacdmka paboTbl — MpPoOCMOTP B Kanengape rpaduka paboTol,
BblOENIEHHOro B pabo4yen obnactu cTpaHubl.

o BeuepHee BpemsA c... NO... — Nons BBoAa AN1S YKasaHuUsi MPOMEXYTKa BPEMEHU, KOTOpoe
OyneT cumMTaTbCa BEYEPHUM MPU COCTaBIIEHMM OTYETOB ANS BCeX rpadmkoB paboTbl.

¢ HouHoe Bpems c... no... — Nonga BBOAA ANS YKa3aHWs NPOMEXYTKa BpeMeHW, Kotopoe byaeT
cuMTaTtbCsl HOYHBIM MPU  COCTaBMEHUMM OTYETOB ANs  Bcex rpadukoB paboThbl.
[aHHasa yHKuna MoxeT noTpeboBaTbCH, ecniv 3a paboTy B HOYHOE BpeMS NpefyCcMOTpeHa
gonnara.

¢ [Mouck — none nNo3BonsgeT NPoOn3BeCcTM NOUCK NO drneMeHTam cTonbuos B paboyen obnactu

cTpaHuubl. KHomka Copocutb ouuLlaeT none.
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2. Pabouas obnacTtb CTpaHuubl nogpasgena CoO4epPXUT CNMCOK CO3[AaHHbIX paHee rpadumkos
paboTbl C ykasaHuem Tuna, OMUCaAHWEM W npuMedaHuem. B npumeyaHum otobpaxaeTcs
MHpopMaumsi O BO3MOXHOM HEOBXOOUMOCTM KOPPEKTMPOBKM rpadmka npu CUHXPOHM3aLUn
c 1C:Mpednpussmue 8 (OOCTYNHO TONMbKO NPW NpPUOBpPEeTeHHOW nuueHaun Ha mopynb 10
PERCo-WMO03 (PERCo-WMEO03) «MHmeepayusi ¢ 1C»).

lpumeyaHue:

& Paboyasi obnacTtb coaepXuT OyHKLUM COPTMPOBKM MO 3fieMEHTaM OOHOro M3 CTOonbLOoB
N N3MEHEHUS LUMPWHBI CTONBLOB.

211. OkHo «[106aBuUTbL rpacduk padboTbi»

OkHo flo6aBuTb (PepakTtnpoBaTth, KonupoBaTh) rpadmk paboThbl Bbi3bIBAaETCs HAXXaTUEM KHOMKM

[Ho6aBuTthb ( PepakTtupoBarb, KonupoBaTtb) 1 npegHasHayeHo ans co3gaHns HOBOro
rpacdomka paboTbl (M3MEHEHWsl, KOMUPOBAHWS MNapaMeTpPOB paHee CO34aHHOro rpaduka).
OkHo PepakTupoBatb rpacdmk paboTbl Takke MOXHO Bbl3BaTb ABOVHbLIM HAXXaTUEM F1EBOW KHOMKM
MbILLM Ha CTPOKE C BblGpaHHbIM rpadouKom.

Bug okHa:

[o6aButb rpaguk paborbl BepHYTHCA K CNUCKY FPatHKOB

Ca’

MoHeenbHAK PaBouee epemsa: 00u 00m

W rpatuka

Hossiii rpacpuk

Onwcanve rpagmka @

Tun rpaduka BIOpEME PaGouee apems: 00u 00m

HeaensHsiit

Cpena Patouce epema: 00u 00m
PerncrpupyHoLLMe noMelEHIA

Hactpoiiku oTueToe YeTsepr PaGouce spema: 00u 00m

1. OnemeHTbl NaHenn NHCTPYMEHTOB:

¢ Wwmsa rpacmka — none anga BBoga HaMMmeHoBaHusA rpaduka paboTbl.

e Twun rpaduka — B BbiNagarLeM CNMCKE MOXHO BblIbpaTb O4MH 13 TUMOB rpadmka paboThbi:
— HepenbHbIN;
— CMEHHbIN;
— Mo npucyrcTBUIO;
— C HakonfieHMeM HapyLUeHWUW;
— C HakonneHveM HapyuieHUh Ha OCHOoBe GanaHca.

e OnucaHue — none gna BBoAa AONONHUTENBHOW MHGOPMaLUKN O rpaduke paboTsl.

llpumeyaHue:

" TMapameTtp Tun rpadmka coxpaHeHHOro paHee rpaduka paboTbl U3MEHUTb HEnb3s.
Ecnn Heob6xoanmo nepeBecTn COTPYAHWKOB Ha OpYrov Tun rpaduka, cos3gamte HOBbIN
rpacovk n 3aganite ero COTpyaHNKaM.

2. [lepekntoyaTenb BKIagoK OKHA:

e WHTepBanbl — BKNagka npegHasHayeHa [Ans  ykasaHus uHTepBanoB paboThbl
(Bknagka HegocTynHa and tmna rpaduka Mo npucyTcTBUIO).

e Peructpupylowime nomeweHUss — BKNagka npegHasHadeHa Onsg  ykasaHug
PErMCTPUPYIOLLINX NOMELLEHWNNA.

e HacTpokum oT4eTOB — BKMagka npegHasHadeHa AnNg  3adaHud  MakcMManbHOWM
ANUTENbHOCTU HapyLlieHun, dukcupyembix B noapasgene «XKypHan ompabomaHHO20
epeMeHU» 1 Npu COCTaBEHMN OTYETOB B pasaene «Y4yem pabo4ye20 8peMeHUy».
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3.

Pabouas obnactb 3aBUCUT OT BbIOpaHHOW BKIIAAKM OKHa:
Bknagka «MHTepBanbI»

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

MoHeaenbHMK PaGouee epems: 08u 00m

BTOpPHUK PaGouee epems: 00u 00m

Cpena PaGouee epema: 00u 00m

B pabGouen obnactu Bknagku oTobpakaloTCsl LWKanbl BPEMEHW, COOTBETCTBYHOLLUME OHAM

rpaduka. Ha wkanax HacTpamBatoTca MHTepBanbl padoThbli:

o [Ina OdobasneHus uHmMepeasa paboTbl BbIOENNTE Ha LWKane BPEeMEHM Y4acToK,
COOTBETCTBYIOLWMIN Tpebyemomy BpeMeHn paboThbl, yaepKuBasi NIEBYHO KHOMKY MbILLIN.

lpumeyaHus:

— NpoOoomknTENLHOCTL OAHOIO MHTEPBana AomkHa ObiTb He MeHee 15 MUHYT 1 He Bonee
24 yacos.

— WHTepBanbl He MOryT NepeceKkaTbCA.

— CMeHa gomkHa HaunHaTbea ¢ Havana cmeHbl unn cogepyatb TONbKO [1ofIHYH0 CMEHY.

— B ogHOM AiHE HEe MOXET ObITb HECKONbKUX [TOSTHBIX CMEH.

— [na cMmeHHoro rpaduvka paboTbl MHTEpPBAN MOXET HauMHaTbCsl B OAWH [OEHb
N 3aKaH4YMBaTbCS B APYron, TO eCTb NepexoanTb Ha cneayrLwmii AeHb.

— Ansa OHen CMEHHOro rpaduka, He coAaepXalinx nepexogsulero Ha cneaylowmm
(vnun npegbloyLWLMiA) OeHb MHTEpBana, BCe pacyeTbl MPOU3BOASTCA CTPOro B npegenax
KaneHaapHbIX CYTOK.

e [Ina Kaxgoro uHTepBana C MNOMOLLbIO pPacKpblBAKOLWErocs Crvcka ycTaHoBUTE OAVH
13 crnenyoLwmx Nnpn3HaKoB:
— TMpomMexyTo4YHbIM MHTepBan — MHTepBan paboTbl, PACMONOXEHHbIN MeXay nepBbiM
W nocrnegHnuM nHTepBanammu paboTbl OHA UK CMEHbl. Taknmx MHTEpPBanoB MOXET ObiTb
HECKOMbKO.
— Ha4ano cmeHbl — NepBLI MHTEepBar paboThbl AHS WU CMEHDI.
— KoHel cMeHbI — nocnegHuin nHtepean paboTbl AHS MW CMEHbI.
— MonHaa cMeHa — eOVHCTBEHHbIA MHTepBan paboTbl OHA WK CMeHbl. onHaa cmeHa
He nogpa3yMeBaeT NepepbiBOB, BKoYas oben.
o [Ina pedakmuposaHusi UHMepesarsia BblAENUTE €ro Ha LLUKane BPEMEHU, HaXaB Ha HEro f1eBom
KHOMKOW MbILLX, MOCMe 4Yero WU3MEeHUTE MONOXEHWEe OrpaHU4YMBaloOLLIMX €ro MoN3yHKOB.
@s:08 | 7
- |
Mpy HEOBXOAMMOCTN MOXHO BbIAENUTL Ha LUKane none BBOAA BpPEMeEHU e
Ha)kaB Ha Hero fieBOW KHOMKOW MbILLMX, U BBECTM BPEMSI BPYHYHYIO MPY NOMOLLM KIaBmnaTypbl.
o [Ina ydaneHuss uHmMepeasa BblAeNnUTe €ro Ha LiKafne BpeMEHMW, MOCe Yero Haxmmte

NOSIBUBLUYHOCS KHOMKY 6 Yaanutb nntepsan unu kHonky Del Ha knaBuaType.

e [Ina co3daHusi aHano2u4yHO20 UHMepesasia B OPYroM AHe rpaduka paboTbl Bbligenute
WHTEepBan Ha LUKane BpeMeH NeBOW KHOMKOW MbILUW U, YOEPXKMBas KHOMKY B BEPXHEN YacTu
WHTEepBana, nepeTawimTe ero Ha HeobxoaMMy CTPOKY:

MNoHeaenbHUK PaBouee epema: 07u 15m
87:55 |
> 1 ]

Hauano cmens « 15:1@
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Bknagka «Perucrpupyroime noMeLeHus»

Bug pabouer obnactu Bknagku:

Yyet pabouero EpeMeHn YyeT Hepabouerc BpeMeHu

— {3} HexoHTpoavpyemas TeppUTOpusA
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e Yyem paboyeco epemeHU — nNpPU YCTaHOBKe dnaxka MOMeLLeHne uncnonb3yeTcs
Kak permctpupytowiee ons ydyeta paboyero BpeMeHu.

o Yyem Hepaboyezo epeMeHU — NpU YCTaHOBKE dfiaXkka MNOMELLEHNE WCNOoNb3yeTcs
Kak peructpupytowiee ans yyeta Hepabodero BpemeHun. Hepaboumm sBnsetca Bpems
nepepbIBOB, BKoYasa obep.

Mpy HEOHXOAMMOCTM MOXHO BblOpaTh HECKOSTLKO PErMMCTPUPYHIOLLMX MOMELLLEHNIA.
Bknagka «HacTpoWkun oTtyeTOB»

Bug paboyen obnactu Bknagku (3aBucuUT OT BblIGpaHHOro Tuna rpaduka paboTsl):

HacTpoliku oTuetoB

He YUYMTBIEATE NPAazZaHUKHN YUMTEIEATE TONBKO HEpBblﬁ EXOJ W NOCNS24HWK BbIXO4

He cumTaTe HapylweHWem, paspelumTs
ONOo3AsHKME He BONee Yem Ha:

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

He cumTate HapyWeHWeM, pa3pelunTs Yxos
paHblue He Gonee uem Ha:

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

00 : 00
O6paTl/ITe BHMMaHMe, 41O BpEMA onpegendeTcd B d)opmaTe Y4:MM, TO €CTb,

01 : 15
K npumepy, OyneT cooTBETCTBOBATbL OAHOMY Yacy NATHAALATM MUHYTaM.

OnemeHTbl BKNagkM 3aBUCAT OT BblIOpaHHOro Tuna rpaduka paboTbl M OTpaXeHbl
B COOTBETCTBYIOLLMX FNaBax 4aHHOro pyKOBOACTBA:

¢ HacTtpoiku oTyeToB Ans HegenbHOro rpacdumka paboThbl;

HacTpoinku oT4eTOB AN CMEHHOro rpadmka paboTbl;

Hactpouku ot4yeToB Ans rpacdhuka paboTbl MO NPUCYTCTBUIO;

Hactpounku ot4yeToB Ans rpacdhuka ¢ HakonaeHnemM HapyLueHUn;

HacTtponku oT4yeToB AN rpacduka ¢ HaKoNJeHUeM HapyLeHU Ha OCHoBe banaHca.

4. KHonka CoxpaHUTb U3MEHEHUA COXpaHdAeT AobaBnsemMbl (M3MEHEHHbIN, CKOMMPOBAHHbLIN)
rpacuk.
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[na ycTtaHoOBMNEeHWs COTPYAHMKaAM COOTBETCTBYHOLMX rpadmkoB paboTbl C LENbl AanbHEnLWero
yyeTa nx pabodero BpeEMeHU:

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

2. OTKpoWTe YYEeTHYK KapTOuKy CcOTpyAHuMka (cMm. «Pykoeodcmeo nosnb3oeamerisi
,CmaHdapmHozo nakema 10“ PERCo-WS, PERCo-WSE»).

3. HaxmuTe KHOMKy BHYTpu nonsa Mpaduk paboTtbl. OTKpoeTCa cnmcok ¢ rpadukamm paboThbl:

lpadwuk paboTtel

9.00-17.45

18.00-21.00

5.00-16.45

8.30-17.15

9.00-17.45 v
9.00-17.45 - Bce xOaLl

9.30-18.15

4. B cnucke Bbibepute HeobXxoauMbIN rpadduk U HaXXMUTE KHOMKY, nocne 4ero B none Mpadumk
paboTbl yYETHOW KapTOYKN COTPYAHMKA NOSABUTCS 3Ha4YeHne BblbpaHHOro rpaduka.

5. HaxmuTte kHonky CoxpaHUTb U3MEHEHUSA, JaHHOMY COTPYAHMKY OyaeT yCTaHOBMEH HOBbIV
rpaduk paboTbl.

2.1.2. Co3paHue HegenbHoOro rpacgmka paboTbl

HepenbHbi rpacpmk pabortbl — Tun rpadmka C (UKCUPOBaHHLIM BPEMEHEM MepepbIBa,
TO €CTb COTPYAHUK MMeeT MpaBO YWTU Ha NepepbiB TOMNbKO B CTPOro 3afaHHbI MPOMEXYTOK
BpeMeHU, Hanpumep, Tonbko ¢ 12:00 go 12:45.

[ns co3ganuna HegenbHoOro rpaduka padboThl:

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

3. Ha naHenun WHCTPYMEHTOB CTpaHuLUbl HaXMUTE KHOIMKY [Ho6aButb. OTKpoOeTCs OKHO
Jo6aBuTb rpacdhmk paboThbl.

4. B oTkpbiBleMcs okHe B none Uma rpacdmka BBeauTE HauMMeEHOBaHME HOBOro rpaduka,
B nonie OnucaHue npy HEOBXOOMMOCTU YKaXKMUTE LOMOMHUTENBbHYI0 MHpOpMaLMIO O rpadmke.

5. C nomowbio packpbiBatowerocs cnucka Tun rpadmka Bbibepute TN HepenbHbIN.
Bknagka UHTepBanbl npuMeT cnegyowmin BUa:

NoHeaenbHUK PaGouee epema: 00u 00m

BTOpHMK PaGouee epema: 00u 00m
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6.

Ha Bknagke oToGpaxatoTcsi CTPOKM, COOTBETCTBYKOLME AHSM Heaenu. [ns Kaxaoro OHs

Heaenn yCtaHoBuUTe Ha WkKane BpeMeHun Heobxoanmoe KoNM4ecTBo MHTEepBasnos pa6OTbI.

MoHegenbHUK PaGouee epema: 08u 00m

BTOPHKHK

PaGouee spema: 08u 00m

CnpaBa OT LIKan BpeMeHU oTobpaxkaeTcs MOofyuYMBLUASICS MPOOOIKMTENBbHOCTL paboyero
BPEMEHU KaXkaoro AHs.

Mepengute Ha Bknagky Peructpupyrowme nomeweHusa. B pabouen obnactu Bknagku

yCTaHOBUTE (praXkkn y MOMELLEHMIN, B KOTOPbIX B COOTBETCTBUM C CO3AaBaeMbIM rpadmkom
Oynet BecTUCh y4eT paboyero n Hepabodero BpeMeEHM.

Mepengute Ha Bknagky HacTpomnkn oT4eTOB 1 HAaCTPOMUTE NapameTpbl COCTaABEHNA OTHYETOB

0 gucumnnvHe Tpyga no HoBOMY rpaduky.
Bua Bknaaku:

HacTpoiku oTueToB

He y4nTeIBaTE NpasaHuKu YuuTeIBaTE TONBKO NEPBLIA BXOA W NOCNELHUA BbIXOA

He cumTate HapyWeHWeM, pa3pelunTs

0 - 00 He yusTEIEATE HAPYLWEHWA MEHES UM Ha! oo . 00

ONo3A3HKE He Bonee yeum Ha:

He cuMTate HapyWeHWEM, Pa3RELUNTE YX04

0 - o0 He yusTeiEaTe NepepaboTky MEHEE YEM Ha: 00 : 00

paHble He Bonee Yyem Ha:

AnemMeHTbl BKNaaKu:

He yuuTbiBaTb NpasgHUKM — Npu yCTaHOBKe dhniakka AHM, OTMEYEHHble B nogpasgene
«lMpa3dHu4HbIe OHU» (cM. «Pykoeodcmeo nonb3oeamerisi ,,CmaHOapmHO20 nakema
MoO“ PERCo-WS, PERCo-WSE»), 6yayT cuntaTtbcs paboummu.

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

He cuutaTb HapyweHueMm, paspewnTb onosfaHue He bonee 4em Ha — ecnu Bpems
0ono3aaHnsi MeHbLUEe YKa3aHHOro, oHo He ByaeT yunTbiBaTbCA B OTyeTe «Hapywumenu»
nogpasgena «Omyemsi no ucyunuHey. Ecnn Bpems onosgaHusa Gonblue yKazaHHOro,
€ro MOXXHO NoracuTb TOMbKO MPX NMOMOLLM ONpaBaaTeNbHOro AOKYMEHTa.

He cuuTaTb HapyweHueMm, pa3pewnTb yxo paHbllue He 6Goree YeM Ha — ecnu Bpewms
npexaeBpeMeHHOro yxoga ¢ paboTbl MeHbLUE yKa3aHHOro, OHO He OyaeT yyYnTbiBaTbCA
B otyeTe «Hapywumenu» nopgpasgena «Omyemsbl _no ducyunauHe». Ecnn Bpewms
npexaeBpeMEHHOro yxoga ¢ paboTbl Gonblue yka3aHHOro, ero MOXHO MOracuTb TOJSBbKO
Npv NOMOLLM OnpaBAaTenbHOro AOKYMEHTA.

He yuuMTbiBaTb HapyweHus MeHee YeM Ha... — eCnv CyMMapHOe BpeMsi HapyLUueHWUW
(onosgaHue, yxo4 paHbLle OKOH4YaHMs paboyero gHs, yxoabl ¢ paboTbl B TedeHne pabodero
OHA) B npegenax kKaneHaapHbiX CYTOK MeEHbLle YKa3aHHOro, HapylweHusi He OyayT
Yy4MTbIBaTLCA NpU pacyeTe paboyero BpeMeHM.

He yunTbiBaTb nepepaboTKy MeHee 4YeM Ha... — eCflm CyMMapHoe Bpemsi nepepaboTku
(npuxoa paHbLUEe HaYana n yxon no3xe OKoH4YaHusA paboyero oHs) B npegenax kaneHgapHbix
CYTOK MeHbLUe yKa3aHHOro, nepepabotka He OyaeT ydnTbiBaTbCA Mpu pacyeTe pabodero
BpEMEHM.




PYKOBOD,CTBO norib3oBatend

llpumeyaHue:

S Tpu noBbix HapyLLEHMAX 3a40MKEHHOCTL YXO0AUT B opMaT HenorawaemMon B TOM criyvae,
€CNnn HapylweHus BbIXOOAT 3a npedenbl yCTaHOBMEHHbIX B HacTpomkax oTyeToB
WHTepBanoB. Henorawaemble 3ag0/MKEHHOCTM Henb3s OTpaboTaTb M MOXHO MOracuTb
TONMbKO onpaBaaTteribHbIM AOKYMEHTOM.

9. Haxmute kHonky CoxpaHuTtb nameHeHus. OkHo [lo6aBuTb rpacmk paboTbl 6yaeT 3aKkpbITO.
HoBbin rpacuk 6yoet gobasneH B paboyyto obnacte nogpasgena.
2.1.3. Co3paHue cmeHHoro rpadmka paboTbl

CMeHHbIN rpadmk paboTbl — TN rpaduka ¢ BO3MOXHOCTbI YCTAHOBUTL Ha4yano M OKOHYaHue
paboyen cCcMeHbl B pasHble KaneHdapHble AHW. Bpemsi nepepbiBa  (OMKCMPOBAHHOE,
TO €CTb COTPYOHWK MMEET MNpaBO YWTM Ha MNepepbiB TOMbKO B CTPOro 3adaHHbI NPOMEXYTOK
BpeMeHU, Hanpumep, Tonbko ¢ 12:00 go 12:45.

[lna co3gaHms cMeHHoro rpaduka paboTbi:

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

3. Ha naHenn  WHCTPYMEHTOB  CTpaHuLUbl  HaXMWUTe  KHOMKY HNo6aBuThb.
OTkpoeTcs okHO [lo6aBuTb rpadmk padboThbl.

4. B oTkpbiBleMcs okHe B none Uma rpacdpmka BBeauTE HauMMeEHOBaHME HOBOro rpadmka,
B nonie OnucaHue npy HEOBXOOMMOCTU YKaXKMUTE LOMOMHUTENBbHYI0 MHpOpMaLMIO O rpadmke.

5. C nomouwpbio packpbiBatowerocss cnucka Tun rpacgwmka Bbibepute Tun CMEHHbIN.
Bknagka UHTepBanbl npuMeT cnegyowmin BUa:

08-11-2022

JOenb 1 PaGouee epema: 00u 00m

OeHb 2 PaGouee Bpema: 00u 00m

OeHb 3 PaGouee Bpema: 00u 00m

OneMeHTbI BKIagKu:

o [Jo6aButb AeHb — KHomMka no3sonsieT gobaBuTb B rpadvk ewe OAWH [OEHb.
KonunyectBo AHen He AormkHo npesbiwaTb 30.

. Ypanutb OeHb — KHOMKa Mno3BonsieT yaanuTb BblAeneHHbli B pabodent obnacTu
BKIaZKN JeHb.
e [lone [laTa Ha4yana cMeHbl — None npegHasHa4yeHo AA BBoAaA AaTkl NepBOro AHA rpaduka.

[ins BBoAa AaTbl HAXXMUTE KHOMKY BHYTPM Monsi.
6. Ha Bknagke oToGpaxalTcsi CTPOKM, COOTBETCTBYHOLUME AHAM CMeHbl. 1o ymMonyaHuto

cosgaetcs rpauk u3 Tpex aHen. Mcnonbayst KHOMKK Job6aBuTb AeHb un Ypanutb
AeHb, YCTaHOBUTE HEODX0OMMOE KONNYECTBO AHEN CMEHDI.

7. [Ona kaxgoro OHA CMeHbl YCTaHOBUTE Ha LWKane BpeMeHn HeobOXOAMMOe KOnMyecTBO
WHTepBanos paboTbl. CnpaBa OT WKan BpPeMeHU oTobpaxaeTcsa nonyyYnsBLUAsiCs
NPOAOCIHKNTENBHOCTb pabovero BpeMEHW KaXKaoro AHs.



Mogynb MO PERCo-WMO01, PERCo-WMEO1 «YueT paboyero BpemeHn»

10.

10

NeHb 1

[eHb 2

08-11-2022

PaGouee spema: 16u 00m

PaGouee spema: 06u 05m

YcTaHoBUTe OaTty NepBoro AHS CMEHHOro rpaduka. [ns 3Toro HaxmuTe KHOMKY BHYTpM
nons [lata Ha4yana cMeHbl. B oTKpbIBLLUEMCS KaneHaape ykaxute Heobxoaumyto gaty.

Mepengute Ha Bknagky Peructpupyrowme nomeweHusa. B pabouen obnactm Bknagku
ycTaHoBUTE hNaXKn y NOMELLEHUI, B KOTOPbIX B COOTBETCTBMM C CO34aBaeMbliM rpacukom
OyneT BeCcTUCh yyeT pabo4dero n Hepabovero BpeMeHM.

I'Iepe|7|,l:|,V|Te Ha BKnaaky HaCTpOﬁKM oT4yeToOB U HaCTpOIZTe napamMeTpbl COCTaBJ1IEHNA OTHETOB

O ANCuMNIMHe Tpyaa no HOBOMY rpadouky.
Bwupg Bknagku:

Hactpoliku oT4eToB

YUuTeIEaTE TOABKO NEPEEIA BXOA W NOCNEAHWA BEIXOA

He cunTaTe HapylWeHWEM, Pa3pellnTE

00 . 00 He yUWTEIZaTE H3PYLIEHUA MEHES USM Ha! 00 ;00

onosgaxve He Donee yem Ha:

He cunTaTe HapylweHneM, paspeinTe yxo,

00 - 00 He yunteizaTe NnepepaboTky MeHee Yem Ha: 00 . 00

paHblue He Bonee Yem Ha:

OnemeHTbl BKNagku:

YuntbiBaTb TONMbKO MEpPBbIM BXOA4 U MOCNEAHUN BbIXOA — MpPU YCTaHOBKE dhnaxka
BbIXOAbl U3 PErMCTPUPYIOLLMX MOMELLEHUA B TedeHe pabodero aHa He ByayT y4nTbliBaTbCA
npu pacyeTe paboyero BpemeHu.

He cuuTtaTb HapylwieHueMm, pa3peliuTb ono3faHue He Goree 4YeM Ha — ecrnv Bpewms
0ono3aaHnsi MeHbLUE YKa3aHHOro, oHo He ByaeT yunTblBaTbCA B OTyeTe «Hapywumenu»
nogpasgena «Omyemsl no ucyunuHey. Ecnn Bpems onosgaHusa Gonblue yKazaHHOro,
€ro MOXHO NOracuTb TOMbKO NPU MOMOLLM ONpaBaaTENbHOro JOKyMEHTa.

He cuutaTtb HapyweHueMm, pa3pewnTb yxon paHblue He 6ornee 4eM Ha — ecrnv Bpems
npexgeBpeMeHHOro yxoda ¢ paboTbl MeHblUe yKas3aHHOro, OHO He OyaeT yyYuTbiBaTbCA
B oTyeTe «Hapywumenu» nopgpasgena «Omyemsbl _no ducyunauHe». Ecnn Bpewms
npexxgeBpeMeHHOro yxoga ¢ paboTbl 6onblue ykasaHHOro, ero MOXHO NOracuTb TOJSbKO
npv NOMOLLM OnpaBAaTenbHOro AOKYMEHTA.

He yuuMTbiBaTb HapyweHuss MeHee YeM Ha... — eCnv CyMMapHOe Bpemsi HapyLUueHWUW
(onosgaHue, yxo4 paHblLle OKOH4YaHMs paboyero gHs, yxoabl ¢ paboTbl B TedeHne pabodero
OHA) B npegenax kKanenHaapHbiX CYTOK MeEHbLUe YKa3aHHOro, HapyweHus He OyayT
Yy4MTbIBaTLCA NpK pacyeTe paboyero BpeMeHMm.

He yuuTbiBaTb nepepaboTKy MeHee 4YeM Ha... — eCrl CyMMapHoe Bpemsi nepepaboTku
(Npuxoa paHbLUe Havyana n yxoa no3)e okoH4YaHus paboyero AHA) B npefenax kaneHgapHbIxX
CYTOK MeHbLUe yKa3aHHOro, nepepabotka He OyaeT ydnTbiBaTbCA Mpu pacyeTe pabodero
BpeEMeHM.




PYKOBOD,CTBO norib3oBatend

llpumeyaHue:

S Tpu noBbix HapyLLEHMAX 3a40MKEHHOCTL YXO0AUT B opMaT HenorawaemMon B TOM criyvae,
€CNnn HapylweHus BbIXOOAT 3a npedenbl yCTaHOBMEHHbIX B HacTpomkax oTyeToB
WHTepBanoB. Henorawaemble 3ag0/MKEHHOCTM Henb3s OTpaboTaTb M MOXHO MOracuTb
TONMbKO onpaBaaTteribHbIM AOKYMEHTOM.

11. Haxmute kHonky CoxpaHuUTb uM3MeHeHusi. HoBbii rpacdumk Oyaet gobasneH B pabouyto
obnactb nogpasgena.

21.4. Co3paHue rpadmka paboTbl MO NPUCYTCTBUIO

Mpacdmk paboTbl MO NPUCYTCTBUIO — TUM rpadounka, Npu KOTOPOM A1 COTPYAHMKA HE YKa3blBaloTCS
NHTepBarnbl paboyero BpeMeHu, HoO BeAeTcsl NoACYET BPEMEHM HaxoxXaeHUst Ha paboyem mecTe.

[ina co3gaHus rpaduka paboTbl NO NPUCYTCTBUIO:

1. Wcnonb3ys naHenb HaBurauuu, nepengurte B pasgen E «llepcoHany.
2. Ortkponte nogpasaen «paghuku pabomni».

3. Ha naHenu MHCTPYMEHTOB CTpaHULbl HXXMUTE KHOMKY [Ho6aButb. OTKpoeTCHa CTpaHuua
Jo6aBuTb rpacdmk paboThbl.

4. B oTkpbiBleMcs okHe B none Uma rpacdpmka BBeauTE HauMMeHOBaHME HOBOro rpaduka,
B nonie OnucaHue npy HEOBXOOMMOCTU YKaXKUTE LOMOMHUTENBbHYI0 MHpOpMaLMIO O rpadmke.

5. C nomowibio packpbiBatoweroca cnucka Tun rpaduka Bobibepute TMn Mo npucyTcTBUIO.
Mocne atoro otobpasntca Bknagka Pernctpupyrowme nomeweHus:

Yuet paouerc BpemMeHK Yuet Hepabouero EpeMeHn

— {a} HekoHTponupyeman Tepputopus

— | {3} Pabouan 3ona

6. B pabGouen obnactu Bknagkm yctaHoBute onaxkm y NoOMeELLEHWIA, B KOTOPbIX B COOTBETCTBUMU
C cosgaBaeMbiM rpacpmkom GyaeTt BeCTUCh y4eT paboyero n Hepabodero BpeMeHM.

7. Tlepengute Ha BkNagky HacTponkn oT4eTOB M HACTpPONTE NapaMeTpbl COCTABEHMS OTYETOB
0 AvcumnnuHe Tpyga no HOBOMY rpaduky.

Bua Bknagku:

HacTpoiiku oTyeToB

YUMTLIEATE TONLKO I'IepEblﬁ EXO04 W NOCAEAHWA BEIX0A

OnNeMeHT BKNaaKu:

e YuuTbiBaTb TONbLKO NEpBbIM BXOA M MOCMEeAHUN BbIXOA — MpU YCTaAHOBKE dhnaxka
BbIXObl U3 PEFUCTPUPYIOLLNX NMOMELLEHWI B TEYEHNE paboyero AHs He ByayT yunTbiBaTbCA
npu pacyeTe paboyero BpeMeHN.

8. Haxmute kHonKy CoxpaHUTb M3MEHeHus, HOBbI rpaduk Oygetr gobasneH B pabouyto
obnacTb nogpasgena.
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2.1.5. Co3paHue rpacuka paboTbl C HaKONJIEHUEeM HapyLUeHUn

Mpadmk paboTbl ¢ HakonNneHueM HapyweHun — B OTNn4Me OT TMNOB rpaduka HegenbHbin
n CMEeHHbIN, rae BpeMs nepepbiBa sBAsSETCs UKCMPOBAHHbIM, OaHHbIM TUM rpadumka No3sonsieT
YCTaHOBUTb rMOKME Hadano U OKOHYaHWe nepepbiBa, TO €CTb COTPYAHWMK MMEET MpaBo yXoauTb
Ha nepepbiB B NOGON MOMEHT B TEYEHWE YKa3aHHOro Ha LWkKanax uHmepeasna Ors repepbliea
W HaxXOOUTbCA Ha MepepbiBe Takyl MPOLAOIMKUTENbHOCTL BPEMEHU, Kakas YycTaHOBIieHa
B HacTtpomnkax otyeToB.

Ob6s3ameribHble UHMepe8asibl — NPOMEXYTKM BPEMEHMW, B T€YEHME KOTOPbIX COTPYOHWUK OOSDKEH
HaxoanTbCsl Ha paboyem mecte. B ObsisameribHbie uHmMepeasibl COTPYAHUK HE MOXET BbIATU
Ha nepepbIB.

Paboyee e6pemsa — obwas npoAOPKUTENBHOCTbL MPUCYTCTBUS COTpPyAHMKA Ha paborte.
Pabouyee Bpems BknovaeT B cebss MHmepesarisl 01151 nepepbigos.

UHmepesanbl O0nss nepepbieo8 — MNPOMEXYTKM BPEMEHW, B KOTOPblE COTPYAHWK MOXET BbIATK
Ha nepepbiB. [MpoooMKMTENBHOCTL NepepbiBa yCTaHaBNMBaeTCca Ha Bknagke HacTponku oTyeToB.

llpumeyaHue:

e MpoamomknTenbLHOCTb NepepbiBOB, Bkn4vaa oben (Bknagka HacTpomku oT4yeToB)
[OImKHa 6bITb MeHbLLE NMBOo paBHa UHMepesarnam Oris epepbI8o8, OTPAXKEHHbBIM Ha BKIagKe
MHTepBansl.

[lna co3gaHus rpaduka paboTbl ¢ HAKOMMEHWEM HapYLLEHWIA:

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

3. Ha naHenu MHCTPYMEHTOB CTpaHWLbl HaXXMWUTE KHOMKY [Ho6aButb. OTKpoOeTCs OKHO
NobaButb rpaduk padoTbl.

4. B oTkpbiBluemcs okHe B none Uma rpacdmka BBeauTE HauMMeHOBaHWE HOBOro rpadmka,
B nonie OnucaHme npm HeEO6XOAMMOCTM YKaXKUTE AOMOMHUTENBHYIO MHGOPMaLNIO O rpaduke.

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

MoHegensHUK OGnAzaTenkHbie MHTepBank:: 00u 00m | MHTepBantl ana nepeprigoe: Ou Om

BTOPHUK O6nszatensbHble nuTepsansi: 00u 00m | MHTepBans! ana nepepuigos: Ou Om

6. Ha Bknagke oToGpaxatoTcsi CTPOKM, COOTBETCTBYKOLME AHSM Hedenu. [ns Kaxgoro OHs
He[enu yCTaHOBUTE Ha LuKarne BpeMeHn HeoBX0aMMOoe KONMYeCcTBO MHTepPBanoB paboThl.

MoHeaenbHUK OBrzaTeneHele uHTepBans: 064 00m | Pabouee Bpema: 09y Om | MkTepsane! gna nepepeigos: 034 00M

u

o

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

29

u

oo

CnpaBa OT LwWKan BpeMeHn oTobpaxkarTCsa MNOfyYMBLUASCS MPOAOIKUTENBHOCTL paboyero
BPEMEHM KaXOOro [HA, nonyuvmBlmecs obs3aTenbHble WHTEpBanbl W WHTepBarnbl
ANs NepepbIBOB.
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7. TMepengute Ha Bknagky Pernctpupyrowme nomeweHusi. B paboyen obnactu Bknagku
ycTaHOBUTE hNaXKN y NOMELLEHUI, B KOTOPbIX B COOTBETCTBMM C CO34aBaeMbliM rpacomKom
OyneT BecTUCb y4eT paboyero n Hepabodero BpeMeHM.

8. MepengnTe Ha Bknaaky HacTpoMku oT4eTOB 1 HACTPOWTE NapaMeTpbl COCTaBNEHNS OTYETOB
O OUCUMNNVHe Tpyda no HOBOMY rpaduky.

Bug Bknagku:

MpoA0AKATENLHOCTE NEPEPELIBOE, BKAKYAA .
obea: . onozgaHue He Bones Yyem Ha:

He yumTHIEaTE HApyYLISHA MeHee Uen Ha: 0 : 00 He cunTaTh HapylLeHVey, pazpeuMTs yxoa

HacTpoliiku oTueToB

He cunTate HapylweHnem, paspelite 00 . 00

00 : 00
paHblUe He Boes Uem Ha:

He yunTeizaTe nepepaboTky MeHes uem Ha: 0w : 00

OneMeHTbI BKNnagKu:

He cuutaTb HapylweHueMm, paspewnTb ono3faHue He bonee 4em Ha — ecnu Bpems
0ono3aaHnsi MeHbLUE YKa3aHHOro, oHo He ByaeT yunTblBaTbCA B OoTyeTe «Hapywumenu»
nogpasgena «Omyemsi no ducuyunauHe». Ecnn Bpemsi onosgaHus 0onblue yka3aHHOro,
€ro MOXXHO NoracuTb TOMbKO NPX NMOMOLLM ONpaBaaTeNbHOro AOKYMEHTA.

He cuuTaTb HapyweHueMm, pa3pewnTb yxo paHblle He 6oree 4YeM Ha — ecnu Bpems
npexaeBpeMeHHOro yxoga ¢ paboTbl MeHbLUE yKa3aHHOro, OHO He OyaeT yyYnTbiBaTbCA
B oTyeTe «Hapywumenu» noppasgena «Omyemsbi _no ducuunauHey. Ecnn Bpems
npexaeBpeMeEHHOro yxoga ¢ paboTbl Gonblue yka3aHHOro, ero MOXHO NOracuTb TOSbKO
Npv NOMOLLM OnpaBAaTenbHOro AOKYMEHTA.

He yuuMTbiBaTb HapyweHuss MeHee YeM Ha... — eCnvM CyMMapHoe Bpemsi HapyLueHWUW
(onosgaHue, yxo4 paHblLle OKOH4YaHMs paboyero gHs, yxoabl ¢ paboTbl B TedeHne pabodero
OHs1) B npefgenax KaneHaapHbiX CYTOK MEHblLUe YKa3aHHOro, HapyleHus He OyayT
y4MTbIBaTbCA NpU pacyeTe paboyero BpeMeHM.

He yuunTbiBaTb nepepaboTKy MeHee 4YeM Ha... — eCflv CyMMapHoe Bpemsi nepepaboTku
(Npuxoa paHbLUEe HaYana n yxon no3xe OKoH4YaHusA paboyero aHs) B Nnpegenax kaneHgapHbix
CYTOK MEHbLUE yKa3aHHOro, nepepaboTtka He OyOeT yumTbiBaTbCs Npu pacveTe paboyero
BPEMEHM.

MpopomkutenbHOCTL MepepbIBOB, BKMO4YaA obed — B TedeHMe 3TOro 3adaHHOoro
BPEMEHM COTPYAHUK MMeeT npaBoO OTCYTCTBOBaTb Ha paboyem mecte. Ecnu coTpyaHuk
OTCYTCTBOBasl MeHbLUE 3a4aHHOrO0 BPEMEHW, OHO BCe paBHO OyaeT BblMTEHO M3 obuiero
paboyero BpemeHu. Ecnu Gonblue — npeBbILEHHOE BpeEMSA NonaeT B HapyweHusa n byget
OTpaxeHo B oTyeTe «Hapywumenu» noapasgena «Omyemsi o QUCUUNIIUHEY.

lpumeyaHue:

Mpw NoBbIX HAPYLLEHUSIX 3a40IMKEHHOCTb YXOAUT B hopMaT HemnorallaeMon B TOM criyyae,
€CNN  HapylleHVsi BbIXOAAT 3a npegenbl YCTaHOBMeEHHbIX B HacTpomkax oTyeToB
WHTepBanoB. HenorawaemMble 3aJ0MKEHHOCTM Hemnb3s OTpaboTaTb M MOXHO MOracuTb
TONbKO onpaeaaTenbHbIM JOKYMEHTOM.

9. Haxmute kHonKy CoxpaHUTb M3MEHeHus, HOBbl rpacduk Oyaetr gobasneH B pabouyto
obnacTb nogpasgena.

13



Mogynb MO PERCo-WMO01, PERCo-WMEO1 «YueT paboyero BpemeHn»

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

B HaCTpoﬁKax oT4yeTOB OCTaBMUM npO,CIOH)KVITeanOCTb nepepbiBOB HyJ'IeBOIZ, KaK Moka3aHoO
HWXe.

HacTpoiikn oTueToB

ﬂpO.‘J,Oﬂ)KPITEﬂhHOCTb nNepepeIe0B, BKNKOYEA He cuntate HapyweHWeM, pazpewnte

00 : 00 00 - 00
obea: onozaaHue He Sonee uem Ha:
v v w v
~ ~
~ ~
He yunTbiBaTh HAPYLWEHUA MEHEE UeM Ha: 00 : 00 He cunTaTe HapyleHWeM, PazpelnTe yXoa 00 : 00
paHele He Hones uem Ha: :
v v
w v
~ ~
He yunTbiEaTs NepepaboTky MEHES USM Ha: 00 : 00
v v

Ha Bknagke UHTepBanbl HacTpoum O6sizamenbHble uHmepeansi ¢ 8:30 no 12:00 n ¢ 15:00
8o 17:30. Mpu aTtom Pabo4ee epemMsi aBTOMaTUYECKM ONPEAENUITOCH Kak 9 Yacos, a MHmMepeasbi
dns nepepbieos kak 3 Yaca (¢ 12:00 go 15:00), kak BUAHO HA CKPUHLLOTE.

MoHeaenbHUK OBRzaTensHele MHTepBans: 064 00m | Pabouee spema: 09y Om | MkTepeanes! AnA nepepeisos: 034 00M

Tenepb B HacTpownkax otyeToB nonpobyem caenatb MNpoaomkuTenbHOCTb NepepbiBOB PaBHOM
1 vacy.

~ ~ ~ ~
MpOACMXKUTENEHOCTE NEPEREIBOE, BKNKUAR 01 0 He cunTaTe HapyLIEHKEM, PaZPELLnTE 00 00
odes: ! onozaaHue He Bonee Yem Ha: )
~ ~ ~ ~
~ ~
~ ~
He yuuTbiBaTh HApyLWEHMA MEHEE YEM Ha: 0 00 He cumrtath Hapywexrem, pazpelunTs yxog 0o - 00
pPaHbLle He Hones uem Ha: .
b v
v A
~ ~
He yunTbiEaTh NepepaBoTky MEHEE YEM Ha: 00 : 00
A4 v

B Takom cnyyae O6si3amenbHble uHMepeasibl OCTaHyTCcs 6 4YacoB, a Paboyee epemsi CTaHeT
8 yacos, nockonbky 1 Yac Tenepb onpeaeneH kak nepepbiB. COTPYOHUK MOXET Yac OTCyTCTBOBaTb
Ha paboyem mecte B ntoboe Bpemsa ¢ 12:00 go 15:00. Jonyctum, oH BbingeT Ha oben B 12:30,
BepHeTcs Ha pabodee mecto B 13:00, a NOTOM elle pa3 BblMAET OTAOXHYTb B 14:15 n BepHeTcA
B 14:45.

MoHeaenbHUK 0BAzaTensHele MHTepeank:: 064 00m | Pabouee epema: 084 Om | MHTepeans AnA nepepeigoe: 034 00M

@3:3a 15
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PYKOBOD,CTBO norib3oBatend

2.1.6. Co3paHue rpacdmka paboTbl C HaKonJsieHWeM HapyweHUA Ha OCHOBe
6anaHca
pachmk paboTbl € HaKoNNeHueMm HapyweHUMW Ha OcCHoBe OGanaHca — Tun rpadwuka,

NO3BONSOLWNN 3adaTb AnanasoH BpeMeHu npuxonga n yxoaga c pa60t-|e|7| CMEHDbI.

Lonycmumoe epemsi pabombl — WHTepBar BPEMEHW, B TEYEHWe KOTOPOro COTPYAHUK MOXET
oTpaboTaTb CBOK HOpPMY pabo4yero BPEMEHW, KOTopasi yCTaHaBnMBaeTCs NPV MOMOLLM pyHKLUM
KonuuecTBO 4YacoB B Hegento, BKIo4Yas nepepbIBbl Ha Bknagke HacTpoikn oTyeToB.

Ob6si3amernbHble UHMepsarsibl — NPOMEXYTKN BPEMEHWU, B T€YEHUE KOTOPbIX COTPYAHWK OOSHKEH
HaxoauTbCcsi Ha paboyem MecTe. Takme MHTepBarbl HacTpavMBalTCs Ha Bknagke HacTtpoiku
OTYEeTOB Mpu NoMoLLM pyHKLMIA CuMTaTb ono3aaHueM Npuxopn nosxe, 4em B 1 Cuntatb yxoaom
paHblue yxoa paHblue, YeM B. [pu HapylweHun Obs3ameribHbIX UHMep8asios 3af0iMKEHHOCTb
yxoguT B ¢popmat Henorawaemon. OgHaKo 3TUX UHTEPBANoOB MOXET He OblTb, €Crnv OCTaBUTb

0 . 00
B noJjie BBOAaA BpPEMEHU HYIJIN , B TaKOM cClny4yae 3adO0JDKEHHOCTb He 6y/:|,eT

yunTbiBaTbCH, a COTPYAHMK MOXeT npuxoauTb Ha paboty B nwoboe Bpems B WHTepBarne,
3agaHHoM dyHKumMen flonycTumoe BpeMsa paboTbil.

[lna co3gaHus rpadmka paboTbl ¢ HAKOMNEHMEM HapPYLIEHWUA HA OCHOBe GanaHca:

1. Wcnonb3ys naHenb HaBurauuu, nepengurte B pasgen E «llepcoHarn».
2. Ortkponite nogpasgen «paghuku pabombi».

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

4. B oTkpbiBluemcs okHe B none Uma rpacdmka BBeauTE HauMMeHOBaHWE HOBOro rpadmka,
B nonie OnucaHme npm HeEO6XOAMMOCTM YKaXKUTE AOMOMHUTENBHYIO MHGOPMaLNIO O rpaduke.

5. C nomouwlpblo packpbiBatowerocss cnmcka Tun rpacdpmka Bbibepute TMn C HakonneHuem
HapyweHUM Ha OCHoBe GanaHca, nocne 4ero cHmM3dy oT nons Tun rpacduka otobpasuTcs
naHens [1Hu Hepenu:

Mo6aBuTb rpadpuk pabotel BEPHYTBCA K CTIMCKY rPAQMKOB

Wwia rpadwika Yuer pabouero epevenn YueT Hepabouero epemenn

Hoawif adprk — | 43 Hexorponnpyeuas repputopys

— {At PaBouas zoHa

Onucanme rpaduka

Tun rpaguia
C HaKOMAEHMEM HAPYLIBKIIA H3 OCH...

Anu Henenm

NMH BT CP YT NOT CB BC

Perucrpupyrolse nomeleHms
— {2} O6wwii kopuaop

Hactpoiikn oTueTos B Kowrponep zamxa |

(B Kowtponnep zamka N3 4ep Aeepe Hoe

6. Ha naHenu pacnonaraloTCS KHOMKKW, COOTBETCTBYKOLWME [HAM Hedenwu. BbiGepute AaHw,
asnaowmecs padbounmum.

7. TMNepengute Ha BknNagky Pernctpupyrowme nomeweHusi. B pabouyen obnactu Bknagku
ycTaHoBUTE braxkn y NoMeLLeHn, B KOTOPbLIX B COOTBETCTBMM C CO3aBaemMbiM rpacukom
OyneT BecTUCh yyeT pabodero n Hepabovero BpeMeHu.

8. T[lepengute Ha Bknagky HacTponku oTyeTOB 1 HACTPONTE NapaMeTpbl COCTaBNEHNS OTYETOB
O ANcuMnnMHe Tpyaa no HOBOMY rpadouky.
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Mogynb MO PERCo-WMO01, PERCo-WMEO1 «YueT paboyero BpemeHn»

Bupa Bknaoku:

Hacrpoiiku oTyeToB

MpoACAXUTENEHOCTE MEPEpEIBOE, BKKOUEA o .0 Aonyctumoe Bpems paboTsl ¢ 00 : 00 - 23 |:| 59

obea:

KonvuecTeo yacoe e HEAEAHD, BK/KOYaRA
NepepEIeL:

CunTaTb ONO3A3HUEM MPUXOS NOSHE, YEM B2 0 - 00

CuMTaTs YXOAOM PAHELUE YXOA DAHELLE, USM B 00 : 00 MaKcHManeHO 40NYCTHMAER EENMUMKHE

nonoxuTensHore BanaHca 3a Nepuos pacJera 0o - 00
v v {mecaw):

OrneMeHTbl BKNaaKu:

MpopomkuTenbHOCTL MepepbIiBOB, BKMO4YaA obed — B TeyeHMe 3TOro 3afaHHoro
BPEMEHN COTPYAHMK MMEET MpaBo OTCYTCTBOBATb Ha paboyem mecte. Ecnn coTpygHuk
OTCYTCTBOBas1 MEHblLUE 3a[aHHOrO0 BPEMEHWN, OHO BCE paBHO OyaeT BblMTEHO M3 obuiero
paboyero BpemeHn. Ecnu 6onblue — npeBbillEHHOE BPEMSI NONAET B HapylieHusa n byaet
OoTpaxkeHo B oTyeTe «Hapywumenu» nogpasgena «Omyemsb! Mo QUCUUINIUHEY.
Konu4yecTtBOo 4acoB B Heaento, BKN4asa nepepbiBbl — ob6LWAad NPOAOIKUTENBHOCTb
BpeMeHn ob6ga3aTenbHOro npucyTCTBUS COTPYAHMKA Ha paboTte, BKMAYasd nepepbiBbl.
Ecnn coTpyaHuk npucyTcTBOBa& Ha paboyeM MecTe MeHbLUEe YyKas3aHHOro KonmyecTtBa
4YacoB, HapylleHue oTpasuTca B oT4vyeTe «Hapywumenu» nogpasgena «Omyemb
no QucyUunIuHe».

[donyctumoe Bpems paboThbl C... NO... — B 3TOT NPOMEXYTOK BPEMEHU COTPYAHUK UMeET
npaBO HaxoouTbCA Ha TeppuTopuM npeanpusatvs. [aHHasa HacTponka sBnsdeTtcs
obsi3aTenbHoN.

CuutaTb yXOAOM paHblue yxoa paHblle, YeM B... — €CNU BpPeMs yxoda COTpYyAHUKa
C paboTbl MeHbLUE YyKa3aHHOro, OHO OTpa3uTca B oTyeTe «Hapywumenu» nogpasgena
«Omyembi no ducuyunauHe». [laHHasa HacTporika HE siBnseTtcs ob6s3aTensHomn.
MakcumanbHO gonycTtumMas BenmyMHa NonoXuTenbHOro 6anaHca 3a nepuopg pacyera
(Mecsil) — C NOMOLLBID 3TOM HACTPOMKM MOXHO oOTpabaTbiBaTb HapylleHus Hanepea,
TO €CTb 3TO MaKCUMasibHOE KONIMYECTBO BPEMEHMW, KOTOPOE COTPYOHUK MOXET HaKOMUTb
Onst oTpaboTkM nocrneayrwmnx HapyweHuin. [JonycTum, CoOTpyaHuKY HyxHo O6yaet 20 mas
ynTn c paboTbl Ha nonyaca paHblue, B TAaKOM Criydae OH MOXET npuxoguTb Ha paboTty
paHblle (yxoouTb C paboTbl Mo3xe) B [lonycTtumoe BpeMA paboTbl B NOOble OHM
bo 20 masi, Hakonue Takum obpasom Heobxoaumble nonyvaca Anst SOCTUXKEHUS HyneBoro
GanaHca.

CuutaTtb onosgaHueM NpPUMXod MNO3Xe, YeM B... — €CNN Bpems Npuxoda COTpyAHMKa
Ha paboTy 6Gonblle ykasaHHOro, OHO OTpasuTca B OTvyeTe «Hapywumenu» noapasgena
«Omyembi no ducuyunauHe». [laHHasa HacTporika HE siBnseTtcs ob6s3aTenbHomn.

llpumeyaHue:

Mpw NoObIX HAPYLLEHUSIX 3a40MMKEHHOCTb YXOAUT B hopMaT HemnorallaeMon B TOM criyyae,
€CNN  HapylleHVsi BbIXOAAT 3a npegenbl YCTaHOBMeEHHbIX B HacTpomkax oTyeToB
WHTepBanoB. HenorawaemMble 3a40MMKEHHOCTM HeMb3s OTpaboTaTb M MOXHO MoracuTb
TONbKO onpaeaaTenbHbIM JOKYMEHTOM.

9. Haxmute kHONKy CoxpaHUTb M3MEHeHus, HOBbi rpacduk Oyaetr gobasneH B pabouyto
obnacTb nogpasgena.
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PYKOBOD,CTBO norib3oBatend

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

Honyctm, 'y Hac  eCcTb  COTPyAHWK, paboTawwunm nNsaTtb  AHEW B Hedento.
YctaHasnueaem MpopomkuTenbHOCTL MNepepbIBOB, BKYaA obes — 1 4yac B CyTku,
Konu4yecTtBO YacoB B Heaento, BKoYas nepepbiBbl — 45 yacoB (40 pabounx YacosB 1 5 yacoB
Ha nepepbIBbI).

~ ~ ~ ~
~ ~
MpoaomxUTENbHOCTE NEPEREIEOE, EKKUAR 01 .0 Jonyctimos epema paBoTel 00 : 00 - 23 |:| 59
oben: '
v v v v
v v
~ ~
~ ~
KonvuecTeo Yacoe B HeAeno, BKNKOYAA 45 W CunTaTe ONO3AAHWEM MPUXOS NOZKE, YEM B 00 00
nepepeIBLL
v v
v v
~ ~
~ ~
CUMTaTk yXOAOM P3HBLUE YXO4 PAHBELE, UeM B 00 : 00 MaKcHManEHO ACMYCTHMAR BEAMUMHS
NOAOKWTENBHOTO BanaHca 33 Nnepuos pacuera 0 . 00
v v {mecaw):
v v

Hdonyctumoe Bpems paboTbl yctaHasnmsaem ¢ 07:00 no 20:00. 3To 3HAUUT, YTO COTPYAHUK MOXKET
BbIXOOMTb Ha paboTy B nboe ynobHoe Anst HEro BpeMs B 3TOM MPOMEXYTKE, Hanpumep,
B noHedenbHuK oH npuaet B 08:00 n ynget B 17:00, BOo BTOpHUK npuaet B 11:00 1 yrnget B 18:00,
B cpeay npuget B 7:00 n ynget B 19:00 n Tak ganee. [ns coTpygHuKa rnasHoe — oTpaboTatb
3a HeJent TO KONMYeCTBO YacoB, KOTOPOE yka3aHo B HacTponke KonnyectBo YacoB B Heaento,
BKJ1HOYasi nepepbiBbl. B Hawem crnyyae 3710 45 yacos.

~ ~ ~ ~
~ ~
MpoACNXUTENLHOCTE NEPEPLIBOB, BKHOYARA o 00 Aonycrumoe Bpems paboTel ¢ 07 . 00 - 20 - 00
obep: ’
v v v ~
A v
~ ~
~ ~
KonwvuecTeo vacoe e HEAENHD, BKAHOYaA 45 00 CuuTats Ono34aHvemM Npruxoa Nosxe, 4em B: 0o H 0o
NepepeIssl !
v v
A v
~ ~
~ ~
CuMTaTe YXO4OM PEHELUE YXO4 PaHBLE, YeM B 00 . 00 MakcuManeHo AoNYCTUMER BENMUMHA
MONCKHUTENEHOMD BaNaHCa 33 NP PacUETa 00 - 00
v v {mecau):
w v

Mpegnonoxum, exegHesHo B 15:00 Ha npeanpusaTUM NPOBOAATCSA OYHblE COBELL@HMSA, HAa KOTOPbIX
HaLL COTPYOHWUK OOSMKEH NPUCYTCTBOBATb. TOrAa Mbl yCTaHaBNMBaeM BpeMS B HAacTpolkax Cuntatb
yX0AOM paHblue yxoh paHble, 4yeM B M CyutaTb onosgaHMeM npuxon Mnosxe, Yem B,
Ny COTpyAHMKA MOSABMSAIOTCHA OnNpefdeneHHble paMKku, KoTopble OH 006sa3aH  cobnwogatb.
B HaweM cnyyae Tenepb COTPYOHUK HE MOXeT npuxoanTb nosxe 14:30 n yxoautb paHblie 16:30,
4YTObbI HE MponyckaTb COBELLAHNE.

~ ~ ~ ~
~ ~
MpoacAXUTENEHOCTE NEPEPEIB0E, BKAKOYER 01 . 00 Aonyctmoe epeMA paboTel G o7 . 00 - 20 ;00
obea: '
v v v v
v v
~ ~
~ ~
KonuuecTeo 4acoe B HEeAEND, BKAYan 45 00 CuuTtate onosjaHyen NpUxXca Nosxe, 4em B 14 : 30
nepepIBLI:
v v
v v
~ ~
~ ~
CUMTaTe YXOAOM PaHELE YXO4 PaHBLIE, Uem B € 30 MaKCHManEHO ACNYCTHMER BEAHUMHE
noncxKWTENEHOTre Bananca 3a Nepyog pPacueTa 00 00
bl bl (Mecaw):
v v
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Mogynb MO PERCo-WMO01, PERCo-WMEO1 «YueT paboyero BpemeHn»

YctaHoBum MakcumanbHO A0ONYyCTUMYIO BeNIMYUHY NOSIOXUTENbHOro 6anaHca pasHon 1 vacy.
Hawemy coTpyaHuKy HyxxHO ByaeT B cepeauHe mecsita yutu Ha 40 MUHYT paHblue, 4Tobbl ycneTb
K Bpa4y. B Takom criyqyae oH MOXeT B O4MH AeHb NPUATK Ha paboTy Ha nonyaca paHbLue, a B 4pyron
AeHb yNTKU C¢ paboTbl Ha nonyaca no3xe. Tak OH HAKOMUT CBOK MaKCUMAIbHYIO BEMYUHY
nonoxurteneHoro 6anaHca — 1 Yac. B cepeanHe mecsua oH yxoauT ¢ paboTbl Ha 40 MUHYT paHbLLUE,
B UTOre y Hero octaetcs ewle 20 MUHYT, KOTOpblE OH OTpaboTan 3apaHee, Tak YTO Hall COTPYLHUK
UMeeT NpaBoO HEMHOIO OTAOXHYTb M NPUITK Ha paboTy Ha 20 MUHYT NO3Xe.

~ ~ ~ ~
~ ~
MpoacaxUTENbHOCTE NEPEPEIBOE, BKKUSRA 01 .00 fonycTumoe epems paboTel 07 . 00 - 20 00
obea: '

~ W v ~
~ ~

Konwuecteo uacoe HEAENHD, BKAOYAA CunTate 0onNo3JaHueM NPUXoL NO3XKe, YeM B 14 N 30

nepepLIgs:

CumTaTh YXOAOM PaHbLUE YXO[ PaHblUe, Yem B 16 30 MakcumansHO JONYCTUMAR BEAMYMHA
MONOXUTENLHOTO BanaHca 33 Nepuoy pacdera 01 - 00
hd b (Mecau):

21.7. OkHo «I'pachuk paboTbi»

OkHo Mpachuk paboTbl BbI3bLIBAETCS NpU BblAeNeHNM HeobxoaumMoro rpadmka paboTbl B paboyen

obnactM M HaxaTum KHOMKK MpocmoTtp rpacdmka pabotbl. OkHO nNpegHa3HavyeHO Ans
npocmoTpa rpadmka paboTbl B KaneHgape u ero nevaru.
Bug okHa:

Mpagmk paborbl

Anpens 2026 Maii 2026 <D7 < >

MH BT CP 4T naT Cb BC MNMH BT CP 4T nr CE BC

1 2 E] 4 5 1 2 E]

6 7 8 9 10 11 12 4 5 6 7 8 9 10

13 14 15 1*6 17 18 19 11 12 13 14 15 16 17

20 21 22 23 24 25 26 18 19 20 21 22 23 24

27 28 29 30 25 26 27 28 29 30 31
Pabouymx gHei: 22 Paboyux 4acos: 190 PaBounx gHel: 19 Paboyux yacoe: 164

@ G} Kon-eo kaneHaaped: 1 2
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PYKOBOD,CTBO norib3oBatend

MHCTpYyMEHTbI NnepemeLLeHna no KaneHaapo:

e < — kHoOMKa nepexoaa Kk NpeablayLleMy MecsiLly;

e ¥ — KHOMKa Nepexoa K criefytoLeMy MecsiLly.

Kanengapb mecsua. B kanengape BblgeneHbl AHW CneayoLwmx TUNoB:
e lony6biMm — pabouunn geHb cornacHo rpadumky paboTsbl;

BenbiM — BbIXOOHOWN OeHb cornacHo rpaduky paboThbl;

*

. — TeKyLWwmnin aeHb;

o KpacHbIM — npasgHuk;

e Po30BbIM — NpeanpasgHNYHbIN (COKPaLLEHHbIN) OEHb;

e 3eneHbIM — pabounin BbIXOOHOMN.

MHdopmauusa o konmdecTse pabounx aHEN 1 YacoB B MECSILLE COrnacHoO BblIOpaHHOMY rpadomky.

Kon-Bo kaneHgapen — yCTaHOBUTE KONMYECTBO Kanengapen, Kotopoe bynet oTobpaxaTtbes B
OKHe.

MeyvaTb — HaXXaTNe KHOMKN OTKPbIBAET CTaHAAPTHOE Ananorosoe okHo MevaTb 1CNonb3yeMoro
Gpaysepa.
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3. Paspen «Y4yeT paboyero BpemMeHu»

Pasgen npegHasHayveH ans opraHusdaumm APM coTpygHMKOB, 3aHMMalOWMXCS BegeHmeM tabens
yyeTa pabodero BpEMEHM W KOHTPONEM [OUCLUUMAUHBbI TpyAa COTPYOHMKOB NpeanpusaTus.
Mcnonb3oBaHne pasgena no3BOMsiET aBTOMaTM3MpoBaTb MPOLIECCHI COCTaBIEHMST OTYETOB
006 oTpaboTaHHOM BpeMEHU N AUCLMNIMHE TPyAa, a Takke chopMmpoBaTh Tabenb yvyeTta paboyero
BpeMeHu no popme Ne T-13. B pasgene npegycmMoTpeHa BO3MOXHOCTb A400aBneHns HOBbIX TUMOB
onpaBgaTtenbHbIX AOKYMEHTOB M JOKYMEHTOB Ha CBEPXYPOUHYIO paboTy.

Ansa paboTbl pasgena HeobxoamMmo, YTobbl KaXaoMy COTPYAHWKY B nogpasgene «CompyOHuKku»
pasgena «llepcoHas» 6bin ycTaHOBNEH rpadmk paboThbl, onpeaensowmi ero pacnmcaHne paboTsl,
HOpMy paboyero BpemeHu, napamMeTpbl KOHTPOMS AUCUMNMWHBLI Tpyda M MecTo paboTbl
(peructpupyroLme noMeLLeHus).

B npouecce paboTbl COTPYAHWK NpeabsBRsieT uaoeHTUdUKaTop npu Bxode W BbIxoae
13 PErMcTpUpYoLLMX NOMeLLeHUA. Ha ocHOBaHUM faHHbIX O NpoxoAax U YCTaHOBMNEHHOro rpaduka
paboThbl aBTOMaTUYeCKU noacyMTbIBaeTCS paboyee BpeMS COTPYAHUKA.
Bcnenctere HEKOPPEKTHOrO  MpeabsiBNeHust  COTPYAHMKOM  MAeHTUdUKaTopa  BO3MOXEH
HenpaBuIbHbIA nogcyeT paboyero BpemeHU. KOHTponb M KOppPeKTMpOBKa MNOOOOHbIX cry4vaes
ocylecTBnsieTcs B nogpasaene «XKypHan ompabomaHHO20 8PEMEHUY.

[na KoHTpona TpyaoBOW AMCUMMIAMHBLI COTPYOHWKOB WCNONb3YTCA nogpasgenst «Omyemsbi
no ducyunauHey, «Omyem YPB» n «Bpemsi _npucymcmeusi». K HapyweHusm TpygooBou
ANCUUNINHBI OTHOCATCA HEsIBKA, ONO3[aHune, BbiXof B TeYeHne paboyero gHs, yXO4 paHbLue.

B cnyyae HapyLueHuUsi Tpy40BOM AUCLUNINHBLI COTPYAHMKY OOIMKHBI 0pOpMIIATLCA onpaBAaTeNbHbIe
OOKYMEHTbI, yKasblBalolmne pn[aty W  nNpoaorKUTENbHOCTb HapylweHus. 3a nepepaboTky
ochbopMnAOTCS LOKYMEHTbI Ha CBEPXYPOYHY paboTty. [JokyMeHTbl MoryT ObiTb OGOPMMEHbI
B nogpasnene «XypHan ompabomaHHo2o0 epemeHu» wnu «CompyOHuUKu» pasgena
«lepcoHan». Tpn HeobXoOAMMOCTM HOBble TUMbl [OKYMEHTOB CO34al0TCs B Nogpasaene
«OnpaedamenibHble QoKymMeHmMbI». B nogpasgene «BbidaHHbIe OOKYMeHMbI» B BUOe cnucka
npeacTaBneHbl BCe AOKYMEHThI, BblaHHbIE COTPYAHMKAM BbiOpaHHOro nogpasaeneHus.

3.1. Nopapaspgen «XXypHan oTpaboTaHHOro BPpeMeHnN»

Mogopasgen npegHasHadyeH pf[ns cosgaHust OTdeTa O paboyeM BpeMeHu COTPYAHWKOB
B COOTBETCTBUM C YCTAHOBMEHHbIMA AN HMX rpadumkamum paboTtel. OT4yeT dopmMupyeTcs
Ha OCHOBaHWUWM JaHHbIX O Npoxoaax coTpyaHukos Yepe3 KII. Ona yyeta oTpaboTaHHOro BpeMeHu
COTpyaHMKa WCNONb3YKTCA Mepuoabl ero HaxoxaeHus Ha paboTe, onpegensieMble napamu
nocnegoBartenbHbIX cOObITUI "BX0A"-"BbIX0A". B crniyyae HapyLleHu JaHHOW NocneaoBaTenbHOCTU
cobbiTn B oauMH M3 gHen pabodero rpadwvka (Hanpumep, OBa MOCnedoBaTenbHbIX BXOoAa
B PErMCTPUPYIOLLLEE NOMELLLEHME UIN BbIXOA4A U3 HErO, TONbKO OAMH BXOA UK TOMbKO OA4MH BbIXOA),
3TOT AeHb OTMeYaeTcs B cTonbue otyeTa TpebyeTcs KOPpPEKTUPOBKA NPOXOAO0B.

CTpaHuua noapasgena uMeeT crieayowuii Bua;:

XypHan otpabotaHHOro BpeMeHn PERCo-Web Aaunrvcrpatop 2

: 04-11-2022 - 11-11-2022 Ykazaukelil nepuos Mogpasgenetue

A Ta6 [Jomkwocte Corp 1! Mpucyr Pabouee Orcyreremi  3agomxen Henorawae PaGota B Houoe Bpema  [epepabotka bananc otpabotattoro E  Onpaaatenshble gokym |

WCNOMHKTENbHBII ... Apediesa Mapus ... AIMAHUCTPAUNA 32:00 -32:00

MeHemXep no Nep...  Bensesa MomvHa J..  ADMUHUCTRALMA @ 3200 -32:00

topuct Boliko HOpHii Cepr..  AZMUHMCTPAUMA 32:00 -32:00

1. TMaHenb MHCTPYMEHTOB CTPaHULIbI:

. CoenaTb nepepacyeT — KHOMKa MO3BONSAET MPOM3BECTU MNepepacyeT paboyero
BPEMEHMN COTPYAHMKOB.

o PacwupeHHbIM MNOUCK — TMO3BONSIET MNPUMEHUTb UNBLTP K 3NemMeHTam,
oTobpaxaembiM B paboyen ob6nacTn CTpaHuubl.

. JononHuTenbHO — KHOMKa MO3BOMISIET OTKPbITb MEHK KOMaHg [nAna Bblbopa
[OMONTHUTENbHbIX EeUCTBUN:
— MevyaTb TAbNUUbI — MO3BONSIET MPOM3BECTU MNe4vaTb AaHHbIX U3 paboden obnacTtu
CTpaHuUbl.
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— OKCnopT — MNO3BONSAET COXpaHUTb AaHHble paboyen obnactu B dann 3NEeKTPOHHbIX
Tabnuy, ¢ BbIGpaHHbLIM pacLLUMPEHNEM.

— Copocutb hpUnNbTPbI — NO3BONSET COPOCUTb BCe hmnbTpbl paboyen obnactu.

— MNapameTpbl oToOpakeHUss TabNUUbl — NO3BONSET OTKPbITb AOMOSHUTENBHOE OKHO
Ansa Bbibopa ctonbuos, oTobpaxaembix B paboyen obnactn cTpaHuLbl.

HacTpoiiku oTuyeTa C 3a40MKEHHOCTAMU — KHOMKA MO3BOSISIET HACTPOUTb OTYeET,
BbIGpaB crieayloLme OenicTBUs:
— PacueT ¢ ypaneHuem cOCTaBHbIX AOKYMEHTOB — TMO3BOMSET MPOM3BECTU pacyer,
yaanve AOKYMEHTbI, ClOPMMPOBaHHbIE BCNEACTBUE MNoralleHust 3a40mKeHHOCTEN;
— TMokasaTb TONbKO COTPYAHUKOB C 3afOJDKEHHOCTAAMM — [O3BONSIET O0TOGpasnTb
CMMCOK COTPYAHUKOB, 3a KOTOPbIMU YACTIATCA HapYLLEHUS.

3apomKeHHOCTH — KHornKa OyaeT akTuBHa B TOM Criyyae, ecnv 'y CoTpyAaHuKa MMeeTcst
3adomkeHHocmb unn Henoeawaemasi 3ado/mkeHHocmb. [na norawleHnsa 3a0MmKeHHOCTU
HeobXxoaAnmMo BblOpaTb COTpyAHMKa 7] HaxaTb KHOMKY 3agomKkeHHoCTH,
3aTeM B OTKpbIBLWIEMCA OkHe B cTonbue [MMoracuTb 3aA4OMKEHHOCTb OTMETUTb
Heobxoaumble gaTbl, BbiOpaTh TMMN JOKYMEHTA C MOMOLLbIO BbINa[atoLWEro Cnnucka B IeBomn
4YacTW OKHa N HaxkaTb KHoMKy MoracuTb 3aA0MKEeHHOCTb.

— KHOMKa MO3BONSeT OTKPbITb MaHeNb Kanenaaps Anst BBOAA AaTbl HAavana M KoHua
nepuoga, 3a Kotopbli 6yayT oTtobpaxaTbcsa cobbiTusa B paboden obrnactu. YcTaHOBMNEHHas
Aata otobpaxaeTcs B norne cnpasa OT COOTBETCTBYIOLLEN KHOMKM.

Mone YkasaHHbIN nepuog No3BoNnsieT BoiOpaTb Nepuog, 3a KoTopbi 6yaet cdhopmmnpoBaH
oTYeT.

Mone MoppaspneneHne — KHorka BHYTPM Nonga no3BonsieT BbibpaTh nogpasgenexve,
COTPYOHMKM  KOTOporo OyayT oTobpaxatbcss B pabodyer obnactu  CcTpaHuupbl.

KHonka BHYTPM Mons no3BonsieT BblbpaTb nogpasgeneHne B OTAENbHOM  OKHe.

KHonka COpocuTtb ouunwlaeT none.
Mounck — none no3sonsieT NPON3BECTU NOUCK MO 3fiEMeHTam CTonbuoB B paboyen obnactu

cTpaHuubl. KHomka CopocuTtb oumwlaeT none.

Paboyasi obnactb CTpaHWLbl COAEPXUT CMUCOK COTPYAHWUKOB MoapasgeneHusi, BbiIbpaHHOro
Ha NaHeny MHCTPYMEHTOB CTpaHuLbl. [ KaKaoro CoTpyAHUKa npeacTaBneHbl AaHHble yyeTa
paboyero BpeMeHM 3a ykasaHHbI Ha NaHenyM MHCTPYMEeHTOB nepuoad. [aHHble oTobpaxatoTces
ANS COTpyOHWKa 3a Becb Nepvod WnM 3a BblOpaHHbIM AeHb. [eTanbHas uHgopMauums
0 paboyemM BpemMeHM MO KaxAoMy [JHI [OCTyNMHa B BMOE PacKpblBaloLLErocsi crvcka
NPpU HaXKaTUM Ha CTPOKY C AaHHbIMWU COTPYAHUKA.

lpumeyaHus:

—Mpn HaxaTm Ha CTPOKY C [JdaHHbIMW 32 [OeHb OTKpoeTcs OkHO [lepemMelyeHus
COTpyAHUKA C MHOPMaLUMen o Npoxodax COTpyAHMKA 3a 3TOT OeHb C BO3MOXHOCTbIO
UCKIMIOYEHWS Kaxkaoro npoxoaa ns pacyeta paboyero BpeMeHu. B okHe Takke cogepxuTcs
KpaTkass uHdopMaumsi O COTPYAHUKE M OGOPMIIEHHBIX €My Ha BblOpaHHbIA OEHb
onpaBAaTtesibHbiX [AOKYMEHTaX C BO3MOXHOCTbIO A00aBfeHUs HOBbIX [JOKYMEHTOB
13 cnpaBoYvHMKa 1 yaaneHus 4obaBneHHbIX paHee.

— [Mpun HaXxxaTun Ha CTPOKY C AaHHbIMK 3a AeHb B cTonbue Mpadmk paboTbl OTKPOETCH OKHO
C MH(popmaLmen o0 NnapaMmeTpax yCTaHOBNEHHOIO COTPYAHMKY rpadmka paboTbl.

B pabouen obnactn gocTynHbl cnegyoLwme ctondubl AaHHbIX:

MpucytcTBMe — BpeMSA HaXOXAEHUA COTpyAHMKa Ha paboyem MecTe He3aBMCKMMO
OT YCTaHOBJIEHHOro Ansi Hero rpadumka pabotbl. Ecnn ansa rpadumka paboTbl COTpyAHUKA
yCTaHOBIEH (bNaxoK y napameTpa YuuTbiBaTb TONbLKO MepBbiA BXOA4 WU NOCNeaHUn
BbIxoA, TO B cTonbue byaeT ykasaHO BpeMs Mexady nepBbiM BXOAOM B peructpupyoLlee
nomeLleHne u NocnegHUM BbIXOAOM C TEPPUTOPUM NPEanpUATUSA 3a KaneHapHbIN OeHb.
PaGoyee Bpems — 3aperncTpupoBaHHOE BpeMS, B TE4EHNE KOTOPOro COTPYAHMK HAaX0AMICs
Ha pabodyem MecTe B COOTBETCTBUW C YCTAHOBIIEHHbIM AN Hero rpadukoMm paboTbl
1 BbINOSHAN CBOM TPyAO0Bble 06A3aHHOCTM.
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3.1.1.

lpumeyaHue:

Mpn co3gaHun BpEMEHHOW 3aMeHbl MOXET BO3HUKHYTb CUTyauus, KOrga COTPYAHUKY,
paboTatoweMy Mo HegenbHOMYy rpaduky paboTbl, CO30aeTca BpPEMEHHAs 3aMeHa
C MCNonb3oBaHMEM CMEHHOrO rpaduka. B aTom cnyyae Heobxoammo, YToObl KOSIMYECTBO
OHEeNn BPEMEHHOWN 3aMeHbl ObINO KpaTHO KONMMYECTBY AHEW CMEHHOro rpaduka, nHadve
nocrneaHssi CMeHa okasblBaeTCsl He3aBepLUEHHOWN, BCEACTBUE Yero A Hee BO3HUKaeT
owmbka pacyeta paboyero BpemeHu. Takke Heobxoanmo, YToObl [laTa HaYana cMeHbl
CMEHHOro rpadpuka, MCNonb3yemMoro Ans co3fgaHuMs BPEMEHHOW 3aMeHbl, coBragana
C QaTon Havana caMmon BPEMEHHOW 3aMeEHbI.

OTcyTcTBME — BpeMsi OTCYTCTBUSI COTPyAHMKa Ha paboyem MecTe B HapyLlueHue
YCTaHOBIIEHHOrO ANs Hero rpaduka paboTbl.

3ap0MmKeHHOCTb — BpeMsi BCEX HapyLUEHUA COTPYAHWKa (HesiBKa, onosgaHue v T.4.),
He Bbixosllee 3a npefernbl MHTEPBarioB, HACTPOEHHbIX Ha BKknaake HacTponku oTtyeToB
YCTaHOBIEHHOro AN COTpyaHuUKa rpadmka paboThbl.

Henorawaemas  3agoOMmKeHHOCTb — BpeMs  BCEX  HaApyLWeHWA  COTpyaHWUKa
(HesiBka, ono3gaHMe W T.4.), BbIxodsdulee 3a npeaenbl WHTEPBANoB, HACTPOEHHbIX
Ha Bknagke HacTpomku oT4ETOB YCTAHOBIIEHHOMO Ansi COTPyAHMKa rpadhmka paboThbl.
Pabota B HO4YHOe BpeMA — Bpems, OTpabOTaHHOE COTPYAHWKOM B HOYHYH CMEHY,
MHTEepBan KOTOPOW YycTaHaBnuBaeTcss B nogpasgene «lMpaguku pabomsbi» pasgena
«lepcoHan».

MepepaboTka — Bpems, MpeBbiakoLee HOpMy paboyero BpeMeHW. TO eCcTb Bpems,
NpoOBeAEeHHOE COTPYOHWKOM Ha pabodeM MecTe BHe 00A3aTenbHOro BpeMeHu paboTbl
1 BPEMEHM 3ansiaHNPOBaHHbIX COrnacHo rpacduky paboTbl NepepbIBOB.

BanaHc oTpaboTaHHOro BpeMeHu — pasHuua Mexay BpeMeHeM NPUCYTCTBUSA U CyMMOW
065a3aTenbHOro BpemMeHu paboTbl U BpEMEHU 3anfaHUPOBaHHbIX COrNacHO rpadouky paboTsl
nepepbiBOB (T.e. BpeMeHeM, onpeaeneHHom B rpadumke paboTbl OT Hayana nepBoro
nHTepBana paboTbl 4O KOHLA NOCNeaHero nHTepeana UM BpeMeHeM e4MHOro HTepeana).
HyneBon wnu nonoxutenbHbli GanaHC O3Ha4aeT, 4YTO COTPYAHMK OTpaboTtan Hopmy
BpemeHn 3a nepuog. OTpuuatenbHbll GanaHc nokasbiBaeT, YTO Yy COTPyOHWKA €CTb
HapyLLUeHnsa (ono3aaHnsa UNu paHHe yxoabl).

OnpaBpgaTtenbHble OOKYMeHTbl ¢ AobaBneHnem pabo4vyero BpeMeHM — CyMMapHoe
BpeMmsi, ykasaHHOe B 0(DOPMIIEHHbIX OnpaBaaTenbHbIX JOKYMEHTaX.

[ okyMmeHTbl 6e3 no6aBneHus BpeMeHM!.

Mpacdhuk paboTbl — HaMmeHoBaHMe rpaduka paboTbl COTPYAHMKA.

OwunbKn — B cTonbdLie 3HAYKOM OTMeYeHbl OHW, NS KOTOPbIX TPebyeTcsl KOPPEKTMPOBKA
AaHHbIX O npoxoAdax. BO3HWKHOBEHME TakoM cuTyauuMum BO3MOXHO, €CNU COTPYAHWK
npu BXoAe WNM BbIXOOE B MOMELLEHME, SBNSIOLEECS ANs HEro pPerucTpupyroLmnm,
He npeabsaABun naeHTudukaTop. To ecTb B 3TOT AeHb MMeeTcsl XOTs Obl 0AHa HenonHas napa

nocnepoBaTenbHbIX COObITMIA "BX0A"-"BbIX0OA".

OkHo «[deTanbHasa nHdopmaums»

OkHo FlepememeHMﬂ COTPYAHMUKA 3a... OTKpbIBAETCA ONA Bbl6paHHOFO COTPYyOHUKa MNMPpU HaXXaTumn
Ha CTPOKY C AaHHbIMW 3a JEHb N UMeeT CJ'IGﬂ,yFOLLI,VIVI BUA:

ApedoeBa Mapwna ButanbesHa

Moapasaeneniue @ JletansbHas nHpopmaLms @

@

&

AAMUHUCTPALIA

HonxHocTe

Lata Mpucyrerame Pabouce opema Orcyrerame 3agomKentocTs He norawaewman 3aaoni  Paora @ Houroe spema  Mepepaborka Ban

2022-11-04 N7 08:00 -08

WcnonknTensHeIi AnpekTop

Tpaduk padoTe! 2022-11-05 C6

9.00-17.45

2022-11-06 Be

BanaHc oTPaGoTaHHOTO BpeMeHH

-40:00

Mporynsi

2022-11-07 MH 0g:00 -08

2022-11-08 BT 08:00 -08

2022-11-09 Cp 08:00 -08

2022-11-10 Yr 08:00 -08

[leTansHasn vHGOpMALIR

orpssenmmesommers S B
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1. MaHenb kpaTkon uHpopmaumm o coTpygHuke. Cogepxnt PUNO coTpyaHuka, doTorpaduto,
nogpasgeneHue n OSMKHOCTb.

2. KHonka MepemelieHusi coTpyaHUKA 3a BbIOPaHHbLIN [eHb OTKPbIBAeT ANs BblOpaHHOro
COTPYOHMKA OKHO, coaepkallee CnMCoK NPOXOA0B 3a BblOpaHHbIV AEHb.

3. Bknagka OnpaBpaTenbHble JOKYMEHTbI nNpeaHasHadeHa ons paboTbl ¢ onpaBaaTesibHbIMU
pokyMmeHTamu. B pabouenn obnactu otobpaxaercs CAMCOK onpaBAaTesibHbIX OOKYMEHTOB,
0POPMIEHHbIX COTPYAHWUKY Ha BbIOpaHHbINA OEHb.

4. KHonka 3aKprTb npegHa3Ha4vYeHbl AnA BbiXoga U3 OKHa nepememel-wm COTPYAHMUKA.
3.2. MNoppaspen «OnpaBpaTenbHble AOKYMEHTbI»

Moapasgen npeaHasHayeH ons:
e [00aBneHNs HOBbLIX TUMOB oOnpaBAaTeSibHbIX AOKYMEHTOB, OOKYMEHTOB Ha CBEPXYPOYHYIO
paboTy 1 06 bACHUTENbHbIX;
e 3MEHEHMs1 NapaMeTPOoB 1 yaaneHns TUNoB 4OKYMEHTOB, A00aBIEHHbIX paHee.

llpumeyaHue:

" OnpaBpgaTtenbHble OOKYMEHTbl MOryT ObiTb gobaBneHbl COTPYAHWKY B Noapasgene
«CompyOHUKuU» pasgena «llepcoHarsn» B nosne JononHuTenbHbIE
¢yHkunn-OnpaBpartenbHble OOKYMEHTbI y4eTHom KapTOuKu coTpyaHuKa.

Ha Bknagke oToGpakatoTcsl Bce onpaBaaTesibHble OKYMEHTbI, 0DOPMIIEHHbIE COTPYAHUKY.

Moagpasgen cogepxut Bknagku: OnpaBaaTenbHble, CBepxypoyHble N OGBbACHUTENbHbIE,
npeaHasHavyeHHble Ans paboTbl C AJOKYMEHTaMy COOTBETCTBYIOLLMX KaTErOPUNA.

CTpaHuLbl BKNaAoK UMEKOT CXOXUI BUAO U NOPSAOK paboThbl:

OnpaBpaatenibHble AOKYMEHTbI PERCo-Web AAMMHUCTPATOP ASMUHUCTRATOP

® Ceepxypoutsie OBackyTenshsie

Hazeanue Tuna goxymenta Mopagox copripoeku Kop, aokymenta Gyembiii Ko aoxyuenta uncnosoii [lobasnaerca x paBoueny epeverin Cnocos wcuncaenns
Chyxe6HER KOMBHAMPOEKE 3 6 fo6zensms 8 paBOUMX AHAX
mporynsi e 24 Her 8 padoumx AHAX
Onyck Gez Coxpamenns 33paBOTHON M. A0 16 [AoGaznsme 8 pabouux AAx
OBBRCHUTENSHER oa 38 [Ao6asnaTs B paBOUMK AHAX
3a6Lin nponyck @ Bl 37 AoSaenaTe 8 padoumx AHAX
336510 OTMETATBCA H3 EBIXOA oa M [Jo6aensme 8 pabouux Ax

33617 OTMETHTLCA Ha BXOA oa 0 [fobaesme B paGouix AHAX

1. TlepekntoyaTens Boibopa BKagku nogpasgena:

e OnpaBpaTtenbHble — BKagka COOEPXUT CMUCOK UCNOSNb3yeMbIX TUMOB OnpaBAaTesibHbIX
OOKYMEHTOB.

e CBepxypo4Hble — BKMagka COOEPXWT CMUCOK WCMNOMb3yeMbIX TWUMOB [OKYMEHTOB
Ha CBEPXYpPOUHYyto paboTy. Bpems cBepxypoyHon paboTbl yuMTbIBAETCA NpU COCTaBEHUN
«Tabensa yyema paboyezo epemeHu» popmbl Ne T-13 B nogpasgene «PopmupogaHue
mabens».

e OOBbsicHUTEeNbHbIE — BKNaAKa COOAEPXKMUT CMMCOK OO BbACHUTENBHBIX, KOTOPbIV NepefaeTcs
B Buometpuueckum TepmumHan yyeta paboyero BpemeHun PERCo-CR11.
B nHTepdence koHTponnepa M3 CO34aHHOrO paHee cnucka OOBACHUTENbHbLIX €CTb
BO3MOXHOCTb BblbpaTb NPUUNHY (OOBACHUTENBHYHO) ONO34aHUsA, OTCYTCTBMS U T.4.

2. [MaHenb MHCTPYMEHTOB CTPaHULbI:
o D,O6aBVITb — KHOIMKa no3BoJideT ﬂ,06aBI/ITb HOBbIA TUN OOKyMEeHTa.

° Pe,anTVIpOBaTb — KHOlMKa no3BondAeT U3MEeHUTb napamMeTpbl OnA OOKYMEeHTOB
BblOENNEHHOIo B pa60qe|7| obnactu CTpaHuubl TUNAa.

. YaanuTtb — KHOMKa NO3BOMSET yAanuTb TUN OOKYMEHTOB, BblAENEHHbIM B paboyen
obnacTtu cTpaHuubl.

3. Pabouvas obnacTtb CTpaHuLbl COAEPXUT CINMCOK AOKYMEHTOB. [1pn nepBomM 3anycke B paboyen
obnactn Bknagok OnpaBpaTenbHble 1 CBEepXypPOUYHbIe COLEPKUTCA CNUCOK AOKYMEHTOB,
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MO YMOMYaHMIO MCMONb3yeMblX MNpU  cocTaBneHun «Tabens yyema paboyez2o
epeMeHuU pacdema ornnamsi mpyoa.

llpumedaHue:

¥ B pabouen obnactv peanusoBaHbl (OYHKLUMM COPTUPOBKM MO 3MEMEHTaM OfHOro
13 cToNbuoB, USMEHEHUS LUIMPUHBI U NOCNe0BaTeNIbHOCTU CTONBLOB.

3.21. Ho6aBneHne HOBOro TMnNa AOKYMEHTOB

[ns no6aBneHns HOBOro TUNa 4OKYMEHTOB:

. s

1. Wcnonb3ys naHenb HaBuWrauun, nepergmTe B pasgen «Y4em pabo4ez20 epemMeHU».

2. OtkponTe nogpasgen «OnpasdamesibHblie QOKyMeHMbI».

3. lMepengute Ha BKknagky OnpaBpartenbHble NN CBepxypouHble (BbiIOOp BKIAgKM 3aBUCUT
OT Tuna 4obaBnNsAemMoro AOKyMeHTa).

4. Haxmnte  KHOMKY [Jo6aBuTb Ha NaHenM  UHCTPYMEHTOB  CTpaHuLb.
OTtkpoeTcst okHO [106aBUTb HOBbIA AOKYMEHT (BUA OTKPbIBLUEroCs OKHa 3aBUCUT OT Tuna
[o06aBnsemMoro JoKyMeHTa):

[o6aBUTb HOBbIA JOKYMEHT

HazeaHne AOKYMEHTa

[ J

Howmep ans coptmposku

100

Koa aokyMenTa ByKEeHHbINA Koa nokymeHTa yucnoeoi
[ J [0 J
[oBaenate k pabouemy BEpeMEHK Cnocob ucuucneHun
Her B pabouwx gHAx
OTMeHa
° Homep AnsA  COPTUPOBKM — TnoOJie MNo3BONdeT YCTaHOBUTb MPUOPUTET [OOKyMEeHTa

npu copTUpOBKE. YeM MeHbLLe HOMEp, TEM BbilLe JOKYMEHT B CCKeE.

e [lo6aBUTb K pabouyemy BpeMeHU — PacKpbIBAKOLUUACS CMUCOK NO3BONseT BbibpaTb 0QHO
13 crnegyowmx s3Ha4YeHun:

— Het - Bpems, ykaszaHHOe B [JOKyMeHTe, He pgobaBngerca K paboyemy BpemeHu
COTPYyAHMKA, HO NpX 3TOM haMunusa coTpyaHuKa He nonagaeT B OTYeT «Hapywumenu»
nogpasaena «Omyem no ducyunauHey;

— [ob6aBnATb — BpeMs, yka3aHHOe B JOKyMeHTe, gobasnsertca k pabovemy BpemeHu
COTpyadHuKa. B aToM crniyyae yuuTbiBalOTCA TONMbKO paboune gHu, T.e. ANna napameTtpa
Cnoco6 ucuncneHus JOCTynHO OAHO 3HadYeHne B paboumnx gHAX.

e Cnocob6 ucuYUCNeHUss — pacKpbIBAKOLWMUACA CMMCOK MO3BOMSET yKa3aTb, Kakne [HU
n3 nepvoga BpeMeHu, 3ajaBaemMoro AOKymeHToM, ByayT BknwouyaTbcs B «Tabesis yyema
paboyezo gpemeHu». [I0CTyNHbI CneayoLmne BapuaHThbI:

— B pabouunx gHax — B Tabene 6yayT y4TeHbl TONbKO paboyne aHu;

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

— B KaneHpapHbIX AHAX, UCKNOYasa npasgHUYHble AHU — B Tabene 6yayT yyTeHbl BCe
OHW, KPOME YKasaHHbIX Kak npasgHudHble B noapasgene «flpa3oHuYHble OHU»
(cm. «Pykoeodcmeo nonb3oeamernsi ,,CmaHlapmHo2o nakema [10“ PERCo-WS,
PERCo-WSEDp).
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e CBepxypouyHble B Mpa3gHUYHble U BbIXOAHbIE OHU — PaCKPbIBAKOLLUACA CNUCOK
no3BosisieT BbibpaTh OQHO U3 CrieayroLnX 3HAYEHNI:
— Her;
— CBepxypo4Hble — BpeMsi, yka3aHHOe B JOKyMeHTe, ByaeT y4TeHOo B criyvae, ecrnv AeHb,
Ha KOTOPbIA COCTaBIIEH JOKYMEHT, SIBNAETCA NPa3gHNUYHbIM UNN BbIXOL4HbIM.

5. B OTKpbIBLUEMCSI OKHE B COOTBETCTBYIOLLMX MONAX YKaXWUTe Ha3BaHWe HOBOro Tuna [JOKYMEHTOB,
€ro YncnoBon N ByKBEHHbIN rOA.

6. YKaxute napameTpbl ydeTa paboyero BpeMeHu no 4oKyMeHTaMm.

7. Haxmute kHonky CoxpaHuTb. HoBbIM TMN gokymeHTa 6yaeT gobasneH B pabouyto obnactb
CTpaHuLbl.

3.2.2. Co3paHne HOBOM OO BLACHUTENbHOM

Jnsa co3paHns 06 bACHUTENBHOWN:

- fe

1. Wcnonb3ys naHenb HaBurauumn, nepenguTe B pasgen «Y4yem pabo4yez20 epeMeHuU».
2. OtkponTe nogpasgen «OnpasdamesibHblie QOKyMeHMbI».

3. TlMepengute Ha BkNagky O6bACHUTENbHDbIE.

4. Haxmute  KHOMKy [Jo6GaBuTb Ha  NaHenNM  UHCTPYMEHTOB  CTpaHuLbl.
OTkpoeTcst okHO [l06aBUTL HOBbIA [OKYMEHT:

[Ao6aBWUTb HOBBIN AOKYMEHT

C |

OTMEHZ

5. B OTKpbIBLLEMCSH OKHE YKaXknuTte HasBaHne 0ObSACHUTENBHOMN.

6. Haxwmute kHOoMKy CoxpaHuTb. HoOBbIN O0KyMeHT (o6bsacHUTenbHas) OyaeT p[obasneH
B pabouyto 06racTb CTpaHuLbl.

3.3. MNoppaspen «®opmupoBaHue Tabensi»

Mogpasgen npegHasHadeH and dopmupoBaHus «Tabens ydema paboyez2o 8peMeHU»
dopmbl Ne T-13. Tabenb dopmupyeTca No COTpyaAHWKaM OAHOro MoApasgeneHusa 3a nepuvog,
paBHbLIM OAHOMY MecsLy.

CTpaHuua nogpasgena uMeeT creayowmin Bua;

dopmupoBaHme Tabensa PERCo-Web AZMVHACTPETOP AJMUHHCTpATOP ?

Vemgumposasaz popya Ne T-13
Tlocrasosenne [ocronerata P T 3 anmapz 20041 M 1

"00 yTBepAISEHH YHAPHUMPOEARHELX $opM NEPEHTHOM yHeTHON J0EyMERTAURH N0 YHeTY TPYAQ K ero OILTatel -
yrEep yanpp gopu nep : i THEIIEY Cdpopmmuposath Tadens

Cunrars 33

@ Koz

$opua mo OKV] 301008 00
mo OKTIO

Becs MecAy

Frrre————

CTpyRIypEos nompamETERHE

Houep Orsermmitt neproa
ara coctaser
hoxyuents < o

01.11.2022 | 11.11.2022

loa
TABEIb

yaeTa paﬁoqero BpEMEHH 2022

Mokasate MUHYTLI

Omseriar o sarax m memsyt 3 paiory Mo meTas e Orpsforam 1 [T S—
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1.

2.

MaHenb MHCTPYMEHTOB CTPaHULbI:

o Ckavatb B Excel — kHOMka no3BonsieT aBTOMATUYECKM CkavaTb CHOPMUPOBAHHbIN
Tabernb.

e CdopmupoBaTtb Tabenb — KHOMKa MO3BONSET OOHOBUTL AaHHble B paboden obnactu
CTpaHuLbI.

o [lokazaTb MWHYTbI — NPU CHATOM dniaxke BpeMsi B Tabene okKpyrnsetca 4O 4acos;
npv yCcTaHOBKe (pbnaxka Bpems oTobpaxaeTcsa B 4acax U MUHyTax (dpopmar yd:mm).
MMocne cHATMA WK yCTaHOBKM bnaxka Heobxoaumo oOOHOBUTH [aHHble Tabens,
ncnonb3ys KHorky CdropmupoBaTthb Tabenb.

e [lone MNoppaspeneHue — KHOMKa BHYTPM Nonga no3BonsieT BbibpaTe nogpasgenexve,
COTPYAHMKM  KOTOporo OyayT oTtobpaxaTtbca B paboyen obnactm  cTpaHuubl.

KHonka o COpocuTtb ounwlaeT none.

e [lone CuutaTb 3a COAEPXUT BbiNagaloLuin CUCOK:

— Becb mecsiL;
— [lMepBylo NONOBUHY MecsALa;
— BTopylo nonoBuHy mMecsiua.

e [lorne MecAy — KHOMKa cnpaBa OT NOMs  NO3BONSeT  ykasaTb  Mecsl,
3a KoTopbI hopmupyeTcs Tabens.

e [lone Mop — kHOMKa cnpasa OT MOMs NO3BOMSET yka3aTb rofd, 3a KOTopbin hopmupyeTcs
Tabenb.

e [lokaszaTb MMWHYTblI — MpU CHATOM (pnaxke BpemMs B Taberne OKpyrnseTca OO 4acos;
npv yCTaHOBKe (prnaxka Bpems oTobpaxaeTcss B 4acax U MuHyTax (dopmar y4y:Mmm).
lMocne cHATMA WK yCTaHOBKM (bnaxka Heobxoaumo oOO6HOBUTH [aHHble Tabens,
ncnonb3ys KHorky CdropmupoBaTth Tabenb.

B pabouen obnactu cTpaHuubl oTobpaxaeTca chopMMPOBaHHbIN Tabenb.

3.3.1. dopmupoBaHue Tabens yyeta paboyero BpeMeHu

[ns dopmmpoBaHus Tabens:

1.
2
3

. s

Mcnonb3ysa naHenb HaBuraumm, nepenante B pasgen «Y4yem paboye20 epeMeHuU».
OTkponTe nogpasgen «PopmuposaHue mabess».

BbibepuTe nogpasgenerHve, ana COTpygHUKOB KOTOPOro Heobxoammo cpopmmpoBaTth Tabenb.

Ana 3TOoro HaXMuUTe Ha nNaHenn WHCTPYMEHTOB CTpaHuubl  KHOMKY BHYTpU
nons NMoppasgeneHue.

C nomowpbio BbiNagaloWmUX CrUCKOB YKaXWUTE Mecsal, W rod, 3a KoTopble Heobxoammo
cchopmuposaTth Taberb.

Ona  dopmupoBaHua Tabena  HaxXMuMTe Ha NaHenM  UHCTPYMEHTOB  CTpaHuUbl
kHonky CchopmupoBaTthb Tabenb. B paboyen obnactu ctpaHuubl 6yaet chopmmupoaH Tabenb
no ¢oopme Ne T-13 gnsa BeiGpaHHOro nogpasaeneHns 3a ykasaHHbI MecsiL,.

3.4. MNoppaspen «OT4YeTbI NO AUCLUNIIUHEY

MNMoapasnen npegHasHayeH Ansi COCTABEHWS OTYETOB MO AUCUMNNMHE Tpyda COTPYOHUKOB,
TO €CTb O COOTBETCTBUM OTPABOTaHHOIrO BPEMEHW YCTaHOBIEHHbIM rpachmkam paboTbl.

CTpaHuua nogpasgena MMeeT creayowmin Bua;

OrtyeTbl N0 AUCUMNAUHE PERCo-Web AAMUHUCTPATOP AIMUHICTPATOP

MpucyTcTBylolIne Ha AaHHEIA MOMEHT OTeyTeTaykallme CeroaHs 0Onozaasiume cerogHs Yieaume pankle CeroaHs Mepepabotka

@ @ 04-11-2022 - 11-112022 Vicazamhbili nepioa Moapazaenenve

Tabenbioii Homep Corpyasmin Moapazgencie Llomiocts Onosganmii Yxoa08 paribue Hapyusenwii gucusnnnis:  Onpasgatensisie gokymer  Woro Hapywesnuis gucuan  Hemsok

23105
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Apedresa Mapus B... ADMMHUCTPALMA MCNONKNTENBHBI 4. 5
Benaesa MNonwnxa AM... AZMMHUCTRALMA Mereaxep no nepc... 5
Boiiko KOpuii Cepre... AZMUHUCTDALMA Hopuct 5
BuTKOBCKaA KaHHa ... Byxrantepua [naeHbid Byxrantep @ 5
BOWHOB EBreHIii An ARMMHACTDALLHA TeHepaisHelil AUpeK... 1

FepwkoBuy Bagauc... O14en npoaax Mewepxep no npog,.. 5
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I'IepeKmoanenb Bbl60pa TUMa oT4veTa:

HapywwuTtenu — COMCOK COTPYOHWKOB, HapyWMBLUMX AUCLMNNWHY Tpyda COrfacHo
Ha3Ha4YeHHbIM UM rpacpmkam paboThbl B TEYEHME YCTAHOBIEHHOMO HA NaHENN MHCTPYMEHTOB
CTpaHuubl Nnepuoaa.

MpucyTcTBylOWMe Ha [aHHbIA MOMEHT — CNWCOK COTPYAHMKOB, MPUCYTCTBYHOLLMX
Ha pabounx mMecTax B TEKYLLNIA MOMEHT.

OTcyTcTBYlOWME CEroAHA — CMUCOK COTPYAHWUKOB, HE BbilUeALMX Ha paboTy B TEKyLLUi
pabounii JeHb 1 OTCYTCTBYIOLLMX HA MOMEHT COCTaBlEHMS OTYETa.

OnospaBLUMe cerogHs — CNMCOK COTPYAHMKOB, ONO34aBLUMX K Havarny TekyLlero pabo4vero
OHS.

Ywepwmne paHblue CErogHA — CNUCOK COTPYAHMKOB, YLIEAWMWX paHblle OKOHYaHWsi
TekyLiero pabo4yero gHs.

MNepepaboTka — CNMCOK COTPYOHWKOB, MMelWuX nepepaboTky 3a BblOpaHHbI Nepuoa,
C yKasaHMeM ee BerMYUHbI.

llpumeyaHue:

MapameTpbl KOHTPONSA pasnMyHbIX TUMNOB HapyLEeHWA YCTaHaBNMBAKOTCA HEe3aBUCUMMO
ONs KaXKgoro rpacpmka paboThl B nogpasgnene «pachuku pabomsbi»
pasgena «llepcoHasn».

MaHenb MHCTPYMEHTOB CTPaHULbI:

PaclwmpeHHbI NMOUCK — KHOMKa MO3BONSAET MNPUMEHUTb (PUNbTP K 3NeMeHTam,
oTobpaxaembiM B paboyen ob6nactn CTpaHuubl.

JononHuTtenbHO — KHOMKa MO3BOJSIIET OTKPbITb MEHIO KOoMaHa pAns Bblbopa

JOMOJNTHUTENbHbIX 4EUCTBUN:

— MevyaTb TAbNMUbI — MO3BONMSET MPOM3BECTU MNedvaTb AaHHbIX U3 paboden obnactu
CTpaHuUbl.

— JKCnopT — NOo3BONSIeT COXPaHUTb OaHHble paboyel obnactu B hann 3MEeKTPOHHbIX
Tabnuy, ¢ BbIGPaHHbLIM pacLLUMPEHNEM.

— Copocutb puUnbTpbI — No3BonseT cOpocuTb Bce hmnbTpbl paboyen obnactu.

— MNapameTpbl oTOOpakeHUss TabGNULUbI — NO3BONSIET OTKPbITb AOMOSHUTENBHOE OKHO
ans Bblbopa ctonbduos, oTobpaxaembix B paboyen obractn cTpaHuubl.

YKa3aHHbIA nepuoa — pPackpbiBaKOLMACA CMMCOK OOCTyrneH Ans otyetoB HapywwuTenm,

MepepaboTka 1 NO3BONSET BbIOpaTb NEPMO OTHETA:!

— YKasaHHbI nepuog;

Mpeablaywmn AeHb;

Tekywas Hepens;

Tekywuin mecsu.

— KHOMKa MO3BOSSAET OTKPbITb MaHenb kanengaps Ans BBoAa AaTtbl Hayana v KoHua
nepvoaa, 3a KoTopbl 6yayT otobpaxaTtbcsa cobbiTus B paboyen obnactu. YcTaHoOBNEeHHas
Aarta otobpaxkaeTcs B none cnpaea OT COOTBETCTBYHOLLEN KHOMKM.

Mone MoppaspeneHune — KHomka BHYTPW NONsi NO3BONSIET BblOpaTh NogpasaeneHue,
COTPYAHVKM  KOTOporo OyayT oTobpaxaTtbcs B paboyen obnactm  CcTpaHuupbl.

KHonka BHYTPpW nona no3BondeT Bbl6paTb noapasgeneHne B OTAESIbHOM OKHe.

KHonka COpocuTtb o4vnLaeT nore.
Mounck — none no3eonsieT NPON3BECTN NOUCK MO 3neMeHTam cTonbuoe B pabo4yen obnacTtu

cTpaHuubl. KHomnka Co6pocutb oumLlaeT none.

Pabouyas obGnactb nogpasgena COOAEPXUT CMUCOK COTPYAHMKOB, ANS KOTOPbIX Obinu
3ahmMKcMpoBaHbl COOTBETCTBYIOLLME BbIOpaAHHOMY TUMy OTYeTa HapyleHus. [na kaxaoro
COTPyOHMKA AOCTYNEH B BUAE PACKPbIBAIOLLErOCsl CnmMcka nogpobHbLIN OTYET O HapyLUEHUSIX
3a KaXkabli AeHb U3 YCTaHOBMEHHOro Ha NaHenm MHCTPYMEHTOB CTpaHuULbl Nepuoaa.
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llpumeyaHue:

Mpyv HaxaTMM Ha CTPOKY C [AaHHbIMM 3a [eHb OTKpoeTcsl OkHOo [lepemelleHus
C UHpopMaLMeil 0 Npoxofax COTPyAHMKA 3a 3TOT AeHb C BO3MOXHOCTbI MCKIOYEHUS
Ka)xgoro rnpoxofa u3 pacdeTa paboyero BpeMeHW. B okHe Takke coOepXutcs KpaTkas
NHGOpMaLMA O COTPYAHUKE M OPOPMITEHHbIX EMY Ha BblOpaHHbIA AeHb onpaBAaTenbHbIX
JOKYMEHTax C BO3MOXHOCTbIO [J00aBfieHVWs1 HOBbIX [JOKYMEHTOB W3 ChpaBOYHMKA
N yaaneHus nobaeneHHbIX paHee.

B pabouen obnactv AocTynHbl cnegyrowme cTonbubl AaHHbIX, B 3aBUCUMOCTU OT BbIOpaHHOro
TMna otyeTa:
e ansa otyeta Hapywwurtenu:

— OnospaHum — COAEPXXMUT CyMMapHOe BpeMs ONo3faHui K Hadany paboyero gHs.

— Yxop[oB paHbLue — COAEPKUT CyMMapHOE BPEMS YXOA0B pPaHbLUe OKOHYaHWs paboyero gHS.

— HesABOK — cogepXuT KONMYECTBO AHEN OTCYTCTBUS COTPYAHMKA 3a BblOpaHHbIA Nepuoa.

— HapyweHun gucumnnuHbl B Te4yeHuMe paboyero AHA — CyMMapHOe BpeMsi YXOOO0B
paHblue Ha nepepbiBbl (06ea) 1 3agepXek BO3BPALLEHUSA NOCHE NepepbiBOB B TeYEHWEe
paboyero gHs.

— Wtoro HapyweHuh AUCUMNNUHBLI — CYMMapHOe BpeMs Ono3daHui, YXOAOB paHblue,
yxoOo0B Ha 06e paHblue, 3aepXek Bo3BpaLeHus nocne obena, Ho 6e3 yyeTta nporynos.

— OnpaBpaTenbHble AOKYMEHTbl — CYMMapHOE BpeMsi, yKaszaHHOe B O(OpPMMEHHbIX
onpaBaatesibHbIX AOKYMEHTaX.

e ans otyeTa MNMepepaboTka:

— MpucyTtcTBMe A0 Havyana paboyero gHs;

— MpucyTcTBME Nnocne OKOH4YaHUsi paboyero gHs;

— MepepaboTkKa.

lpumeyaHue:

B paGouyeii obnactu peanu3oBaHbl (YHKUUM COPTMPOBKM MO 3MeMeHTaM OfHOro
13 cTonbL 0B, N3MEHEHUSI LUMPWHbLI U NOCNefoBaTeNbHOCTY CTONOLIOB.

3.41. CocTaBneHue oT4yeTa 0 AUCLUUNIIMHE TpyAaa

,D,J'IF-I COCTaBlieHud oT4yeTa O AncuumnimHe Tpyaga CoTpyaHUKOB:

< fe
Mcnonb3ys naHenb HaBuraumu, nepenanTe B pasgen B «Yyem paboye20 epeMeHU».

1.

2 OtkponTe nogpasgen «Omyemsi No QucyunauHe».

3. C nomoLublo nepekroYaTens Ha naHenu MHCTPYMEHTOB CTpaHuubl BbibepuTe Tun oTyeTa.

4. C nomoLlbl pacKkpblBatoLLErocs cnucka Ha naHenyM MHCTPYMEHTOB CTpaHuubl Bblibepute
nepuog oopMnpyemMoro otyeTa.

5 Tpu HeobGXxoAMMOCTM YyCTaHOBMTE Ha NaHenuM WHCTPYMEHTOB CTpaHuubl gaTbl Hadvana

N OKOHYaHMA Nepuopa, 3a KOTOPbI COCTaBMAETCA OTYET.
6. Ykaxute nogpasgeneHve, no coTpyaHMKaMm KOTOPOro COCTaBMsIeTCs OTYET.

7. B pabouyenn obnactn cTpaHuubl OTOBPa3UTCA CMMCOK COTPYLHMKOB, OMS KOTOPbIX Oblnu
3ahMKCMpPOBaHbl HApyLLIEHUS, COOTBETCTBYOLLME BbIOGpaHHOMY TUMNy OT4eTa.

3.5. Mopgpaspen «Ot4yeT YPB»

Moppasgen npedHasHavyeH [Onsi cCOCTaBneHuUs rnobanbHoro otyeta O paboyeM BpeEMeEHU
COTPYAHWKOB B  COOTBETCTBMM C  YCTAHOBMEHHbIMM ANA  HWUX  rpadmkamn  paboThbl.
OcHoBHOM 0cOBEHHOCTLIO Moapasgena  sBnsetca  yaobHoe oTobpaxeHue 3afo0SMKeHHOCTEN
ANA COTPYOHUKOB C rMbkummn rpacpmkamm pabotbl. OTyeT hopMUpyeTCA Ha OCHOBaHUWM OAHHbIX
0 Npoxodax COTPYAHMKOB MO uAeHTudmkatopam nNpuv BXOA4E W BbIXOAE W3 PErnCTpUpyLmMX
nomMeLLeHunn.
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CTpaHuua nogpasgena umeeT creayowmin Bua;

Oryér YPB

CotpyaHmku

PERCo-Web AaMVHVCTDATOP AIMUHUCTPaTOD

CKpbiTh HyneBsie aHaeHuA @ 01-11-2022 - 11-11-2022 ViasanHsii nepHOA T —

TabenbHuIA Homep Jonxtocts Moapasaenetne Bropruk, 01-11-2022 Cpena, 02-11-2022 Yeeepr, 03-11-2022 Mamnua, 04-11-2022 Cy66ota, 05-11-2022 Bockpeceribe, 06-11-2022  Mokeaenshuk,

Apedeesa Mapus ... CNOAHNTERLHBII .. AAMUHACTPALAA 00:00 00:00 00:00 00:00 00:00 00:00 00:00

00:00 00:00 00:00 00:00 00:00 00:00 00:00

Benresa MonuHa J... M EHEKep NO Nep... AEl‘.‘I/IHHC'DaL\Hﬂ A 1 5 i 1 5 i
Bofiko IOpuii Cepr... @ 1opucr ABMUHUCTDALYA 00:00 00:00 00:00 00:00 00:00 00:00 00:00

BHTKOBCKEA XKaKHa... [naeHeii Gyxrammep Byxrantepua 00:00 00:00 00:00 00:00 00:00 00:00 00:00

BouHOB EBreHmi A... 23105 TeHepansHuii Avp... AIMUHUCTDELINA 00:00 00:00 00:00 00:00 00:00 00:00 00:00

epwkoBuy Bnagy... Mewepxep no npo.. Otaen npojax 00:00 00:00 00:00 00:00 00:00 00:00 00:00

T N3BALKHX BAAVM... MeHepwep B3/ Q12N cHabxeHuR 00:00 00:00 00:00 00:00 00:00 00:00 00:00

1. TMaHenb MHCTPYMEHTOB CTPaHULIbI:

CpoenaTb nepepacyeT — KHOMKa MO3BONSET MPOU3BECTU MNepepacyeT paboyero
BPEMEHM COTPYAHUKOB.

PacluMpeHHbIN MOMCK — KHOMKa MO3BONSET MPUMEHUTb OUILTP K 3fIEMEeHTaM,
oToGpaxaembiM B paboyeit 06nacTu cTpaHuubl, TEM cambiM YNPOCTUB MOUCK COTPYAHMKA.

[JononHuTenbHO — KHOMKa MO3BOMSET OTKPbITb MEHIO KOMaHg Ansa Bblibopa
OOMNONHUTENbHbBIX AEUCTBUN:
MevyaTb Tabnuubl — NO3BONSET MPOM3BECTM MevaTb AaHHbIX U3 paboyven obnactu
CTpaHuupbl;
— OKCnopT — MO3BOMSAET COXpaHUTb AaHHble pabodven obnactn B anin 3NeKTPOHHbIX
Tabnuy ¢ BbIGpaHHbIM paclIMpeHnEM;
— Copocutb punbTpbl — N03BONAET COpOCUTL BCe hunbTpbl paboyen obnacTy;
— MapameTpbl oTOOpakeHUsi Tabnuubl — NO3BONSAET OTKPbITb AOMOMHUTENBHOE OKHO
Ans Bblbopa cTonoduoB, oToOpaxaembix B paboden ob6ractu cTpaHubl.

HacTtponkun otuyeTa C 3aAO0MKeHHOCTAMMU — KHOMKA MO3BOMSIET HACTPOUTb OTYET,

BblGpaB cregyoLimne napameTpsbl:

— Pacuet ¢ yaaneHuem COCTaBHbIX OOKYMEHTOB — MO3BOSISIET NMPOU3BECTU pacuyeT,
yOanue AOKYMEHTbI, CHOPMUPOBaHHbIE BCrIeACTBUE NOralleHns 3a0/MKEHHOCTEN;

— TlMoka3aTb TONbLKO COTPYAHMKOB C 3aAOJMKEHHOCTAMM — Mo3BOnseT oTtobpasuTb
CMNCOK COTPYAHMKOB, 3@ KOTOPbIMWN YNCIIATCS HapyLLeHuns:,

— nybuHa yyeTa 3af0/mMKeHHOCTM 3a Npeabiaywmn nepmon — no3BonsieT HacTPOUTb
yyeT 3aJ0IPKEHHOCTEN He TOMbKO 3a TeKYLUUN nepuo, HO 1 3a npeablayLLmi.

3apomKeHHOCTU — KHomMka OyaeT akTMBHa B TOM Criyyae, ecrniv y COTpyAHUKa UMeeTC
3adomxeHHocmb unn Henozawaemas 3adormkeHHocmbs. [Na noraweHnst 3a40/MKeHHOCTH
HeobGxoaumMo  BbIOpaTb  COTpyOHMKa n HaxaTb  KHOMKY  3a[AONmKeHHOCTH,
3aTeM B OTKPbIBLLUEMCS OKHE B cToNnbue 3aAomkeHHOCTU OTMETUTb HeobXxoaumble AaThl,
BblOpaTb TN AOKYMEHTA C NOMOLLLIO BbIMaZatoLero cnnucka B NeBOM YacTn OKHa U HaxaTtb
kHonky MoracuTb 3af40MKEHHOCTD.

— KHOMKa MO3BOSISIET OTKPbITb MaHenb Kanewgaps Ans BBoAa AaTtbl Hadana v KoHua
nepuoga, 3a KoTopbi 6yayT oTtobpaxaTbcsa cobbiTusi B paboyen obnactu. YCcTaHOBMEHHas
Aarta otobpaxkaeTcs B none cnpaea OT COOTBETCTBYHOLLEN KHOMKM.

Mone YkKa3aHHbIA nepuop — KHOMKa BHYTPM nons nossonsieT BblbpaTb nepuoa,
3a KOTOpbIN ByaeT chOpMUPOBaAH OTYET.

Mone MoppasaeneHne — KHomMka BHYTPW NOnsi NO3BONsieT BblIOpaTh NoapasaeneHue,
COTPpyOHMKM  KOTOporo OyayT oTobpaxartbcss B pabodyern obnactu  cTpaHuubl.

KHonka BHYTpM nons no3sonsieT BblbpaTb nogpasgerieHne B OTAENIbHOM OKHeE.

KHonka COpocuTb oumaeT none.
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30

Mowuck — none no3ponser Nnpon3BecT NONCK No anemMeHTam cTonbuoB B pa6oqe|7| obnactu

CTpaHwuubl. KHonka C6pOCVITb o4yuaeTt rnone.

Paboyas obnacTtb CTpaHULbl COAEPXWUT CMUCOK COTPYOHWKOB noapasfenieHusi, BblopaHHOro
Ha NaHenu MHCTPYMEHTOB CTpaHuLbl. [N Kakaoro CoTpyaHUKa npeacTaBneHbl AaHHble yyeTa
paboyero BpEMeHU 3a ykasaHHbI Ha NaHenn MHCTPYMEHTOB Nepuos.

B pabouyen obnactun gocTynHbl cnegyoLwme ctonodubl AaHHbIX:

CoTpyAaHuUK;

TabenbHbIN HOMep;

[JomkHoCTb;

OHn Hepenwu, paTthbl,;

MoapaspeneHue;

Pabouyee Bpems — 3apernctTpupoBaHHOE BPEMS, B TEHEHNE KOTOPOro COTPYAHUK Haxoauncs
Ha pabodem MecTe B COOTBETCTBUM C YCTAHOBMEHHbLIM 45151 HEro rpadhukom paboThl;
3a[0MmKeHHOCTb — BpEMS BCEX HapYLLEHMI COTPYOHMKA (HesiBKa, ono3gaHune un 1.4.):

— Tekywas,

— 3a npeablaywinn nepuop — 4518 BbiGOpa NPOAOIMKUTENBHOCTM NpeabigyLLero nepmoga

NCNONb3ynTEe KHOMKY Ha nNaHenn WHCTPYMEHTOB, 3aTeM B OTKPbIBLUEMCSI OKHE

HacTpounTe napameTp MNybuHa y4yeTa 3aa0mkeHHOCTHU 3a NpeabIAyLMA Nepuos;
BanaHc oTpaboTaHHOro BpeMeHu — pasHuLa Mexay BpeMeHEM MPUCYTCTBUSA U CYMMOWN
oba3aTtenbHOro  BpemeHu paboTbl W BpPEMEHW  3anfnaHWpPOBaHHbLIX  NEpPEepbIBOB
(T.e. BpemeHewm, onpeneneHHom B rpadmke paboTbl OT HaYana NepBoro MHTepsana paboTbl
A0  KOHUa nocnegHero  WHTepBana WM BpPeMEHeM  €OMHOro  MHTepBana).
Hyneson nnu nonoxuteneHbin 6anaHc o3HadaeT, 4YTO COTPyAHWK oOTpaboTtan HopMmy
BpeMeHn 3a nepuog. OTpuuaTtenbHbli GanaHC nokasbiBaeT, YTO y COTpyOHUKa ecTb
HapyLeHus (ono3aaHus Unn paHHue yxoabl);
1-15 — pabouee Bpems cOTpyaHMKa 3a NEePBYIO NOMOBUHY MecsLa:
— 0e3 yyeTa 3a0JMKEHHOCTH,
— C YYeTOM 3aJ0JIKEeHHOCTH;
16-30 (31) — paboyee BpeMsi COTPyLAHMKA 3@ BTOPYH MOMOBMHY MecAaLa:
— 0e3 y4yeTa 3a40JIKEHHOCTH,
— € YYeTOM 3aJ0JIKEeHHOCTH;
1-30 (31) — paboyee Bpems COTpyaHUKa 3@ BECb MeCSILL:
— 0e3 yyeTa 3a0/MKEHHOCTH,
— € YYeTOM 3aJ0JTKEeHHOCTH;
Pabota B HO4YyHOe BpeMsi — BpeMs, OTpaboTaHHOE COTPYOHWKOM B HOYHYKO CMEHY,
MHTepBan KOTOPOW YycCTaHaBnuBaeTca B noapasgene «lpaguku pabombi» pasgena
«llepcoHany,
Bpemsa no gokymeHTam, Ao6GaBnsemMbiM K paboyemy BpeMeHUM — CyMMapHOE BpeMS,
OTMeYeHHOe B OMOPMIEHHbIX OrnpaBAaTenbHbIX OOKyMeHTax kKak pabodee. YToObI
no kakomy-nnbo onpaBgaTenbHOMY [OOKyMEHTYy Bpems pfgobaBnsnoce K pabouvemy,
B nogpasgene «OnpaedamesibHbie OOKYMEeHMbI» pasgena «Y4em paboye2o epeMeHu»
OTKPOMTE HYXHbI OnpaBAaTenbHbI OKYMEHT U Bblibepute [lo6aBnaTb B napameTtpe
[No6aBuTb Kk pabo4yemy BpeMeHH;
Bpemsi no onpaBaaTefnbHbIM OOKYMEHTaM — CyMMapHoe BpeMmd, "norawleHHoe"
onpasaateribHbIMY AOKYMeHTaMu (BKItoYasi 60bHUYHbIE, KOMAHANPOBKA U Ap.);
CBepxypo4Hble — CymMMapHOe Bpems nepepaboTok, KoTopble 6binn 3adnKCUMpOoBaHbI
OOKYMEHTaMn Ha CBEPXYpPOUHYt0 paborTy;
Pa6oTta B npa3gHuMyYHble U BbixogHble AHU — obLiee Bpemsd, oTpaboTaHHOE COTPYAHMKOM
B BbIXOAHbIE AHM UNW B OHWN, OTMEYEHHbIE Kak Npa3gHuydHble B noapa3aene «fpa3oHuYyHble
OHu» pasgena «llepcoHan» (cMm. B «Pykoeodcmee nonb3oeamerisi ,,CmaHlapmHo20
nakema 10“ PERCo-WS, PERCo-WSE)»).

lpumeyaHue:

B paGouyeii obnactu peanu3oBaHbl (YHKUUM COPTMPOBKM MO 3MeMeHTaM OfHOro
13 cTonNbLOB N N3MEHEHMS LUIMPUHBLI CTONGLIOB.




PYKOBOD,CTBO norib3oBatend

3.5.1. CocTaBneHue ot4yeTa
,D,J'IFI COCTaBliIeHUd oT4yeTa O AncuuninmHe Tpyaga CoTpyaHUKOB:

1.
2.

. s
Mcnonb3ysa naHenb HaBurauum, nepenaute B pasgen B3 «Yyem paboye2o epeMeHu».
OTtkpoviTe nogpasaen «Omyem YPB».

C nomMowbl0 pacKpbIBalOLWErocsi CrnuMcka Ha NaHenu WMHCTPYMEHTOB CTpaHuubl BbibepuTe
nepvog hopMmpyemoro otyeta.

Ncnonb3ys kHomky Ha NaHenu MHCTPYMEHTOB CTpaHuWLbl, TPU HEOBXOAUMOCTH YCTaHOBUTE
AaTbl HA4Yana n OKOHYaHMs! Neproaa, 3a KOTOPbI COCTaBMNSIETCS OTYET.

Ykaxute nogpasaeneHune, rno CoOTpyaHMkam KOTOpOro CoCtaBiiA€TCA OTHET.
Bbl6epl/ITe napamMmeTpbl COCTaBJ/ieHNA  OT4YEeTa, BbiI3BaB OKHO HaCTpOVIKM oT4yeTa

C 3a4O0JTKeHHOCTAMMU C NOMOLLBHO KHOMKKU

B paboueit obnactu cTpaHUubl OTOGPA3UTCS CMMCOK COTPYOHMKOB, COOTBETCTBYHOLLMX
KpUTEPUSIM Mouncka.

3.6. MNoppaspen «Bpemsa npucytcTtBusi»

Mogpasgen npegHasHayeH ONS COCTaBIEHWS pPa3BEpPHYTOro OoTyeTa O BPEMEHW MPUCYTCTBUSA
COTPYAHMKOB Ha paboymx mecTtax, B TOM YMChe COTPYAHMKOB, HE UMEIOLLMX KOHKPETHOro rpaduka
paboThl.

OTyeT chopmMpyeTcsi Ha OCHOBaHMM AaHHbIX O MPOXOA4AaxX COTPYAHMKOB MO MAeHTUdMKaTopam
M BKMoYaeT B cebs JaHHble O BpeMeHu MpUCYTCTBUS COTpyaHMKa Ha pabodyeM MmecTe,
a Takke BpeMsi NepBOro BXxoaa v nocrneaHero Bbixoda COTPYAHUKA C TEPPUTOPUM NpeanpusiTus.

CTpaHuua nogpasgena umeeT creayowmin Bua;

PERCo-Web* AZMMHACTRaTOP

CKpLITL HynESLIE SHANEHMR 2022-11-11 - 2022-11 YxasarHuifi nepuos

Corpyarmin TaGenuiviii Homep @ JAemxnocts Moapasaenenme Aara Bxoa Bowop Mpucyrcrane
Apsdresa Mapua VICNOAHHTENs Ml AaMUHHCTPaUNA 2022-11-17 2022-11-17 10:20:04

wroro:

fopaees Jawuun Tnaeweiit Orgen pexnamsl 2022-11-17 2022-11-17 10:16:35

Wroro:

Kpueuosa Bepa @ Oraen cuaGrenna 20221117 2022-11-17 10:16:38

Wroro:

Nesuenxo Aapen HauansHitk AgpmcTpauwa 2022-11-17 2022-11-17 10:20:08

Hroro:

Crenanos Cepreii MeTposiy AQMUHHCTPALMA

Crenavos Cepreil Metpoauy AQMUHHCTPAUMA

Wroro:

MaHenb MHCTPYMEHTOB CTPaHULbI:

° Coenatb nepepacyer — KHOMKa MNO3BOJIAET MNPOU3BECTU NepacyeT BpPeEMEHU
NPUCYTCTBUA COTPYAHUKA NOClne BHECEHUA N3MEHEHUN.

o PacwmpeHHbIM NOUCK — KHOMKa MNO3BOMSET NPUMEHUTb UNBbTP K 3NeMeHTam,
oTobpaxaembiM B paboyern ob6nacti cTpaHuubl, TeEM CaMbiM YNPOCTMB NOUCK COTPYAHMKA.

o [JononHuTenbHO — KHOMKa MO3BOMSET OTKPbITb MEHI0 KOMaHg Ansa Bblibopa

JOMOJSTHNUTESbHBIX OENCTBUN:

— MevyaTb TAbNMUbI — MO3BONSIET MPOM3BECTM MNe4vaTb AaHHbIX U3 paboden obnacTtu
CTpaHuupbl;

— OKCNopT — MO3BOMSAET COXpaHUTb AaHHble pabodven obnactu B avin 3NeKTPOHHbIX
Tabnuy, ¢ BbIGpaHHbLIM pacLLUMPEHNEM;

— Co6pocutb hunbTpbl — N03BONAET COPOCUTL BCe hUnbTpbl paboyen obnacTu;

— MapameTpbl oTOOpaxeHUA Tabnuubl — NO3BOMSET OTKPbITb AOMOMHUTENBLHOE OKHO
Ans Bblbopa cTonbuos, oTobpakaeMbix B paboden 06nactu cTpaHuubl, U A5st HACTPOMKK
OoTOBpaXKeHWs NarmHaLmmn 1 BKNOYEHNS aBTo3arpy3ku Tabnuubi.
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3.7.

CKpbITb HyneBble 3HaYeHUs1 — NpU YCTaHOBKe chraxka U3 crnucka 6yayT UCKIOYEHbI BCe
COTPYAHUKMN C HYNEBbIMW 3HAaYEHUSIMU BPEMEHW NPUCYTCTBUS.

— KHOMKa MO3BOMSAET OTKPbITb MaHenb kanenaaps Ans BBoAa AaTtbhl Hadyana v KoHua
nepuvoga, 3a Kotopbl 6yayT oTtobpaxaTbca cobbiTusa B paboden obrnactu. YcTaHOBNEHHas
Aata otobpaxaeTcs B nore cnpasa OT COOTBETCTBYIOLLEN KHOMKMU.

Mone YkasaHHbIA nepuod — KHOMKa BHYTpM Monsi no3eonsieT BblbpaTb nepwuop,
3a KoTophbI ByaeT chopMMPOBaH OTYET.

Mone MoppaspgeneHne — KHomMka BHYTPM Nons no3BonsieT BbibpaTb nogpasaenexve,
COTpPYAHMKM  KOoToporo ©OyayT oTobpaxatbca B paboyen obrnactm  cTpaHuubl.

KHonka BHYTPM Mons no3BonsieT BblbpaTb nogpasgeneHne B OTAENbHOM  OKHe.

KHonka COpocuTtb ounwlaeT none.
Mounck — none no3sonsieT NPON3BECTU NOUCK MO 3fIEMEHTamM CTonbLoB B paboyen obnactu

cTpaHuubl. KHomka CopocuTtb ouuwlaeT none.

PaGoyasi ob6nactb CTpaHWULbl COAEPXKUT CMUCOK COTPYAHWUKOB MoapasgereHusi, BblopaHHOro
Ha NaHenu WHCTPYMEHTOB CTpaHuubl. [ns Kaxgoro COTpyAHUKA npeacTaBneHbl AaHHble
0 BPEMEHW NPUCYTCTBUS HA paboyeM MecTe 3a ykasaHHbIA Ha NaHenM MHCTPYMEHTOB nepuos.

B pabouen obnactu gocTynHbl cnegytowmne ctonbupbl AaHHbIX:

CoTpyAaHuMK;

Fpacdmk paboTbl (Npu OTCYTCTBUM Y COTpyAaHMKa rpadmka pabotel B ctonbue Oyget
3Ha4YeHne «HeT»);

TabenbHbIN HOMep;

JdonxHocCTb;

MoppaspeneHue;

HaTa;

Bxopn — Bpemsi nepBOro 3a CyTKM Bxoda B MOMeLeHue, KoTtopoe B rpaduke paboThbl
onpegeneHo perucTpupyrowmm (T.e. ydyacTBywWMM B ydyeTe pabouvero spemenun). Ons
COTPYAHVWKOB, Y KOTOPbIX HeT rpaduka paboTbl, 3TO BpeMs NepBOro 3a CyTKM Bxoda Ha
KOHTPONUPYyEMYIO TEPPUTOPUIO;

Bbixoa — BpeMsi nocnegHero 3a CyTKM BbIXOod4a W3 PerucTpupyrtowero noMeLeHus, ans
coTpyaHukoB 6e3 rpadmka paboTbl — Bpemsi NocnegHero 3a CyTKM Bbixoga U3
KOHTPONMPYyeMOKn TePPUTOPUN;

MpucyTcTBME — CyMMapHOe BpeMsi MPUCYTCTBUSA COTPYAHUKA Ha pabovyem MecTe B TeHeHne
OHS.

lpumeyaHue:

B paGouyeit obnactu peanu3oBaHbl (YHKUUM COPTMPOBKM MO 3MeMeHTaM OfHOro
13 cTonbLoB, N3MEHEHUS! LLUMPUHbI U NOCNeaoBaTeNbHOCT CTONOLOB.

Moapaspen «BbiaaHHble AOKYMEHTbI»

Moopasgen npedHasHayeH [Ans COCTaBMEeHMst oT4yeTa MO BCEM BblAaHHbIM  COTPYOHMKaM
onpaBgaTenbHbIM JOKYMEHTaM U JOKYMEHTaM Ha CBEepPXYpOUHyt paboTy.

CTtpaHuua noapasaena UMeeT crieayoLwnii Bua:

10

Kpusuoea Bepa Orgen cHabxenua AgmuHncrpaTop

BblaaHHbIE JOKYMEHTbI PERCo-Web® AZMUHUCTPaTOR

@ 2022-11-10 - 2022-11 .. ¥kazaHHuid neprog

Noapasaenerine Oneparap Homep ackymetra foaennerca k paBoueny  Hanwerosanne [ata seosa pokymeHTa MpoAo/mHMTEnsHOCTS Hauano aciicrena Okohuarme AcicTans

Coeprypoutsie

Apspbesa Mapus ABMUHICTDAUNA AgmuHncTpaTop fa Komanaupogka 2022-11-17 2022-11-09 2022-11-17

Topages Janiin Orgen pexnansi AgmuHncrpaTop @ Her Orctpanesne ot pat. 2022-11-17 2022-11-09 2022-11-15

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

JleBueHKO AapbA AAMUHUCTPAUMA AAMUHICTPATOP fa 3a6bin 2022-11-17 2022-11-16 2022-11-17
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I'IepeKmoanenb Bbl60pa TUMa oT4veTa:

OnpaBaaTenbHble — COAEPXKWT CMUCOK COTPYAHWKOB UM OMOPMMEHHbIX ANA  HUX
onpasaaTtesibHbIX JOKYMEHTOB.

CBepXypOUHbIe — COAEPXMUT CMNCOK COTPYAHWUKOB 1 OCDOPMITEHHBIX ANS HUX JOKYMEHTOB
Ha CBEpXYpPOuHylo paboTy. Bpems cBepxypouHoi paboTbl YUNTLIBAETCA NPU COCTaBNEHUM
«Tabens yyuema paboyezo epemeHu» copmbl Ne T-13 B noapasgene «PopmuposaHue
mabens».

Manenb MHCTPYMEHTOB CTPaHULbI:

PacwmpeHHbIM MOUCK — KHOMKa MO3BONSET MPUMEHUTb PUNLTP K 3feMeHTam,
oTobpaxaembiM B paboyen 06nacTn CTpaHuubl.

JononHuTenbHO — KHOMKa MO3BOMSET OTKPbITb MEHK KOMaHg Ans Bblbopa

[OMNONHUTENbHbIX OENCTBUN:

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

— OKCnopT — MNO3BONSAET COXpaHUTb [aHHble paboyen obnactn B ann 3NEeKTPOHHbIX
Tabnuu, ¢ BbIGpaHHbLIM pacLLUMPEHNEM;

— Copocntb hpunbTpbI — No3BoNSieT cOpocuTb Bce hunbTpbl paboyen obnactu;

— MMapameTpbl oTOOpaxeHUss Tabnuubl — MO3BONSAET OTKPbITb OOMNOSHUTENBbHOE OKHO
Aans Bblbopa cTonoduoB, oToOpaxaembix B pabodent obnact cTpaHuLbl.

— KHOMKa MO3BOMSET OTKPbITb MaHenb KaneHaaps Ans BBoAa AaTbl Hadana v KoHua
nepuoga, 3a KoTopbi 6yayT oTtobpaxkaTbcs cobbiTusi B paboyen obnactu. YcTaHoBreHHas
Aarta otobpaxaeTcs B norne cnpasa OT COOTBETCTBYHOLLEN KHOMKK.

YKasaHHbI nepuoa — KHoMnka BHYTPW Mons No3BonsieT BbibpaTb Nnepuon, 3a KOTopbIn
OyneTt cchopmmpoBaH OTHeET.

Mone MoppaspneneHne — KHomMka BHYTPM Nonsa no3BonsieT BbiGpaTb nogpasaenexHue,
COTPpyOHMKM  KOTOporo OyayT oTobpaxatbcs B paboyerr obnactm  CTpaHUubI.

KHonka BHYTpM nons no3sonsieT BblbpaTb nogpasgerneHne B OTAENbHOM  OKHE.

KHonka CO6pocuTtb ounLlaeT none.
Mounck — none No3BonsieT NPOU3BECTU NOUCK MO 3NIEMEHTaM CTONOLOB B paboyen obnactu

cTpaHuubl. KHonka CopocuTtb ounLlaeT none.

Pabouasi obnacTtb nogpasgena coaepXWUT CrUCOK COTPYAHUKOB UM OCOPMIIEHHbIX ANSt HUX
[OKYMEHTOB.

B pabouen obnactn gocTynHbl cnegyoLwime ctonodubl AaHHbIX:

DdUO;

MoppasgeneHue;

OnepaTop — coTpyaHMK, OOOPMMUBLLNIA JOKYMEHT;

Homep AOKyMeHTa;

[No6GaBnsetrca K paboyemy BpeMeHUW — BpeMsi, OTMEYEHHOe B OOPMIIEHHOM
onpaBgaTtenibHOM OOKyMeHTe Kak pabouee. UTobObl no kakomMy-nmbo onpaBgaTeribHOMY
OOKYMeHTy BpeMsi pobaBnsanocb k paboyemy, B nogpasgene «OnpagdamesibHbie
JOoKyMeHmbI» pa3fena «Yyem paboye20 epeMeHU» OTKPOWTE HY>KHbIV OnpaBaaTerbHbIf
OOKYMEHT 1 BbibepuTe [lobaBnAaTb B napameTpe [lo6aBUTbL K paboyemy BpeMeHH;
HaumeHoBaHue,

[JaTta BBoAa AOKYMEHTA,;

MpoAoMKUTENbHOCTD;

Hauyano penctBus;

OKoH4YaHue AencTBUA.

llpumeyaHue:

B pabouenn obnactn peanusoBaHbl YHKUMM COPTUPOBKM MO 3fiEMEHTaM OLHOro
13 CToN6bUOB, NBMEHEHUS LUMPUHBI U NOCNEe0BaTENbHOCTUN CTONGLOB.
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4. Paspen «KoHTponb goctyna»

B pgaHHOM  pyKOBOACTBE  OMMCbIBAaeTCA  TONbKO  noppasgen  «MecmoHaxoxOdeHuey,
BXOASLUMIA B MOAYNb, OMNWCaHWE OCTanbHbIX MNOAPa3nenoB [aHHOro pasfena CMoTpute
B «Pykoeodcmee nonb3oeamerisi ,,CmaHdapmHozo nakema 10“ PERCo-WS, PERCo-WSE».

4.1. NMoppaspen «MecTtoHaxoxaeHune»

Moapasgen npedHasHayeH [Ansi COCTaBMNEHWs OTYETOB O MECTOHAXOXAEHUM COTPYAHMKOB
M noceTuTenei B ykazaHHbIe AaTy U BPEMS Ha TeppUTOpUM NpeanpuaTus (opraHusauum).

CTpaHuua nogpasgena uMeeT creayowmin Bua;

eHW PERCo-Web* ALMMHACTRATOD

Mocermrenn Cotpyanmkn

Konuuecreo ntoaeil 8 3panian: 0 2022-11-17 10:21

@

Ta6. N o0 Jara oo Haxopmrea B nomeweni Bxoa ws Mogpasaenesue Conposewaatouii

Kpueuosa Bepa 20: Paiouan 30Ha HeXOKTPOMPYEMaR TEpPHTOPUA Orgen chabxenmn

: Apsdeesa Mapis 2022-11-17 10:20:04 O1aen npoaax HEXOMTDOMDYEMER TEPRHTOPHA AQMAHRCTD SUNA

Topaees fannn Patouan 30Ha HeKOHTPO/MPYEMAR TEPPHIOPHA Orgen pexnamsi

Nesueno Aapesn 2022-11-17 10:20:08 Orgen npogax HexosTpowpyeman Teppitopia AgmsmcTpauma

1. Tlepekntoyatenb BbibOpa kaTeropun BnagenbLeB NOeHTUAUKATOPOB:
e Bce;
e [locetutenu;
e [epcoHan.

2. [laHenb MHCTPYMEHTOB CTPaHULUbI:

o OGHOBUTbL AaHHble — KHOMKa MNO3BONAeT C6pOCVITb 3aflaHHble OaTy U Bpemd
" OTO6p83VITb MeCTOnosrnoxXeHne cCoTpyaH1MKoB / noceTutenen Ha TeKyLLI,VII?I MOMEHT.

o PaclumpeHHbIN MNOUCK — KHOMKA TMO3BOMSIET HAcTpOUTb (UNbTP  AaHHbIX,
oToOpaxaembix B pabo4den obnact cTpaHubl.

o [JononHuTenbHO — KHOMKa MO3BOMSET OTKPbITb MEHI0 KOMaHg Ans Bbibopa
JOMONTHUTESbHbIX AEUCTBUN:
— [MevaTtb Tabnuubl — NO3BOMSET pacneyaTaTb AaHHble N3 paboyen obnactu cTpaHuLbl.
— OKCNopT — MO3BONSAET COXPaHUTb CMUCOK AaHHbIX B (hanfl SMNeKTPOHHbIX Tabnwuy
C BblIGpaHHbIM pacluMpeHnemMm.
— Co6pocutb hunbTpbl — N03BONAET COpOCUTL BCE hMnbTpbl paboyern obnacTu.
— [MMapameTpbl oTOOpaxeHMsa Tabnuubl — NO3BONSAET OTKPbITb LOMOSNIHUTENBHOE OKHO
ans Bblbopa cTonbuos, oTobpaxaeMbix B paboyen 06ractn CTpaHuubl.
e B none KonuyectBO niopgen B 34aHUM: BbIBOOAUTCA 0OLLEe KONMUYECTBO JOOEN,
Haxo4sALWmxcs B 30aHnn (BO BCEX KOHTPOMMPYEMbIX 30HaX).

o — KHOMKa MNO3BOMSIET OTKPbITb MaHenb KaneHaaps Ans BBoga AaTtbl U BPEMEHW,
B KOTOpbIe onpeaensieTcs MeCcTOHaXoXaeHe COTPYAHNKOB / MoceTuTenein. YcTaHoBMeHHbIe
AaTa 1 BpeMsi oTobpakatloTcsl B Norie cnpasa OT KHOMKW.

e [lone NoppasaeneHne — KHOMka BHYTPM Nons no3sonseT BblbpaTe nogpasgeneHuve,
COTPYOHMKM  KOTOporo OyayT oTobpaxatbcss B pabodyen obnactu  CTpaHuubl.

KHonka BHYTPM nona no3BOondeT Bbl6paTb nogpasgeneHne B OTAENIbHOM OKHe.

KHonka COpocuTtb oumnaeT none.
¢ [Mounck — none No3BonseT NPON3BECTU NOUCK MO 3NIEMEHTaM CTON6LOB B paboyen obnactu

cTpaHuubl. KHonka CopocuTtb oumLaeT none.

3. Pabouvas obnactb nogpasgena CoOepXUT CMUCOK COTPYAHMKOB / nocetuTenen BblOpaHHOro
NoApasdeneHnss C yka3aHMEM WX MECTOHAXOXAEHUS B YCTAHOBMEHHblE BpPeMsi M Aary.
CoTpyaHuku / noceTutenn, cOBepLUMBLLUME BXOA4 B MomelleHne 6Gonee 48 4vacoB Hasaj
N He COBEpLUMBLLME M3 HETO BbIXOAa, B CIMCKE HE OTOOpaXaroTCs.
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llpumeyaHue:

& B paboueit obnacTv peanu3oBaHbl (YHKLWM COPTMPOBKM MO 3fEeMeHTam OAHOro
13 cTonbLoB, N3MEHEHUSI LUMPWHbLI U NOCNefoBaTeNbHOCTH CTONOLIOB.

411. CocTaBneHue oTyeTa 0 MECTOHaXOXAeHUU

[lns coctaBneHust otyeTa:

1. Wcnonbk3ysa naHenb HaBurauuu, nepengute B pasgen :J «KoHmponb docmynay.
2. OtkpounTe nogpasgen «MecmoHaxoxoeHuey.

3. C nomowibio nepeknyvaTens Ha NaHenu WMHCTPYMEHTOB CTpaHulbl Bbibepute KaTeropuio
BrnagenbLeB UaeHTUMKaTopoB.

4. BblbepuTe nogpasgeneHve, pnnsi  COTPYAHWUKOB / MOCETUTENENn KOTOPOro HeobxoguMmo
COCTaBUTb OTYeT.

5. [Ons BBOAa AaTbl U BPEMEHM, HA KOTOPblE HEOOXOAMMO COCTaBUTb OTYET, HAXXMUTE HA NaHenu

WHCTPYMEHTOB  CTpaHWUbl  KHOMKY . YkasaHHble pata U Bpemsi  NOSIBATCH
B COOTBETCTBYHOLLEM MOSIE.

6. B pabouen obnacTtu cTpaHuubl 0TOGpasnTcs OTYET C 3a4aHHbLIMU NapameTpamu.
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Mogynb MO PERCo-WMO01, PERCo-WMEO1 «YueT paboyero BpemeHn»

5. Koabl ookymeHTOB Ana «Tabensa yyeta paboyero BpeMeHnU»

YcnoBHble 0603HaYeHUsA (KoAbl) AOKYMEHTOB, UCNOSIb3yeMble NPU 3anofIHeHUn
«Tabens y4yeta paboyero BpemeHn» no popme Ne T-13

HanmeHoBaHue AOKyMeHTa SRR |G EOEer:

KonA KonA

MpooomKknMTenbHOCTL paboThl B AHEBHOE BpeEMS A 01

MpoaomkMTeNbHOCTEL paboTbl B HOYHOE BPEMS H 02

MpogomknuTenbHOCTL  paboTbl B BbIXOAHblE U Hepabouwue, PB 03

npasgHUYHbIE OHU

MpoOomKUTENBHOCTE CBEPXYPOYHOM paboTbl C 04

MpoaomKkMTENbHOCTL PaboTbl BAXTOBBLIM METOLOM BM 05

CnyxebHasa koMaHOMpOBKa K 06

MoBbiweHMe kBanudmrkaumm ¢ OTpbIBOM OT paboThbl MK 07

MoBbiweHNe KBanudukauum ¢ OTpbIBOM OT paboTbl B Apyrow AM 08

MECTHOCTHU

E>xerogHbIn OCHOBHOW OnsiaynBaemblin OTAYCK oT 09

E>xerogHbIn 4ONOMHUTENBHLIN ONfadnBaemblii OTMYCK on 10

JononHuTenbHbIN OTNYCK B CBA3M C OOYYEHWEM C COXpaHEHUEM

cpegHero  3apaboTka paboTHMKam, coBmewlalwum  paboTty Yy 11

¢ obyyeHunem

CokpalleHHas NPOAOCIKNTENBHOCTb paboyero BpEMEHMU

ans obyvarowmxca 6e3 oTpbiBa OT MNPOU3BOACTBA C YaCTUYHbBIM YB 12

COXpaHeHnem 3apaboTHon nNnaThbl

D,OI'IOJ'IHVITe{IbeIVI OTNycK B CBA3UM C obyyeHnem 6e3 coxpaHeHus i 13

3apaboTHon nnatbl

OTtnyck no 6epemeHHOCTM 1 pogam (OTAYCK B CBSI3M C YCbIHOBIIEHNEM P 14

HOBOPOXAEHHOro pebeHka)

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

Otnyck 6e3 coxpaHeHus 3apaboTHOM nnaTbl, NPegoCTaBMEHHbIN ile 16

paboTHMKY NoO paspelueHunio paboTogartens

Otnyck ©6e3 coxpaHeHus 3apaboTHOM nnatbl B CnyYask, 03 17

NpeayCMOTPEHHbIX 3aKOHOAATENbCTBOM

E>xxerogHbln JONOSTHUTENbBHBIN OTMNYCK ©e3 coxpaHeHus 3apaboTHOM

nnarbl A 18

BpemeHHas HeTpyaocnocobHOCTb (kpome cny4aes,

npegycMOTPEHHbIX kogom "T") ¢ HasHadeHmem nocobusi cornacHo b 19

3aKoHOAaTENbCTBY

BpemeHHass HeTpydocnocobHocTb 6e3  HasHayeHusi nocobus T 20

B CNny4yasix, npefyCMOTPEHHbIX 3aKOoHOA4aTeNbLCTBOM

CokpalleHHas npoaoSmMKUTENBHOCTL pabovyero BpeMeHW npoTUB

HOpMarnbHOMW MPOAOIKUTENBHOCTM paboyero AHA B cniyyask, iy 21

NpeayCMOTPEHHbIX 3aKOHOAATENbCTBOM

Bpems BbIHY>XQEHHOro nporyna B criydyae Mpu3HaHWs YBOJSIbHEHUS,

nepesofja Ha [Apyryilo paboTy wnuM oTcTpaHeHuss oT paboTbl B 22

HEe3aKOHHbIMM C BOCCTaHOBMNEHNEM Ha NpexHen paboTe

HeBbIxoabl Ha Bpemsi _McnonHeHms rocyAapCTBEHHbIX r 23

nnun obLiecTBeHHbIX 0653aHHOCTEN COrnacHo 3aKOHOA4aTENbCTBY

Mporynkl (oTcyTcTBME Ha pabovem mecTe 6e3 yBaXXUTENbHOM NPUYMHbI np o4

B TeYeHVe BpeMeHW, YCTaHOBIIEHHOrO 3aKOHOAAaTENbCTBOM)

MpoOoomKMTENbHOCTE  paboTbl B pexmme HenonHoro paboyero HC 25
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PYKOBOD,CTBO norib3oBatend

BykBeHHbIN |LUundpoBon
HaunmeHoBaHue AOKYMeHTa y ke

KonA KonA
BpeEMeHU no NHUUMaTuBe pabotogarens B cnyyasx,
npeayCcMOTPEHHbIX 3aKOHOAATENbCTBOM
BbIxogHble OHM (exeHedernbHbl OTNycK) U Hepaboune npasgHUYHbIE B 26
OHN
[ononHuTenbHble BbIXOAHbIE OHN (ONNaynBaeMble) OB 27
[ononHutencHble BbixogHble AHW (6e3 coxpaHeHust 3apaboTHOW HB 8
nnathbl)
3abacTtoBka (Npu ycnoBusax 1 B Nopsiake, NpeayCMOTPEHHbIX 3aKOHOM) 3b 29
HesiBki N0 HEBLISICHEHHBLIM NPUYMHAM (40 BbISCHEHNSA OOCTOATENLCTB) HH 30
Bpemsi npocTtosi no BUHe paboTtogartens P 31
Bpemsa npoctosa no npuuvHam, He 3aBucsWMM OT pabortoparens HIM 32
n paboTHuKa
Bpemsi npocTosi no BUHe paboTHUKa Brl 33
OtcTpaHeHne ot paboTbl (HegonyweHue K paborte) ¢ onnaton HO 34
(mnocobuem) B COOTBETCTBUMN C 3aKOHOLATENLCTBOM
OTtcTpaHeHne oT paboTbl (HegonyweHne K paboTe) Mo npuynHamMm,
npeaycMOTPEHHbIM 3aKoHOOaTEeNbCTBOM, bes HayuncrneHus HB 35
3apaboTHon nnatbl
Bpemsa npuoctaHoBkn paboTbl B Criydyae 3a4epXXKu  Bbinnathbl H3 36

3apaboTHon nnatbl
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000 «[M3PKo»

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

[MouToBbLIN agpec:
194021, Poccus, CankT-lNeTepbypr,
[MonutexHuyeckas ynuua, gom 4, kopnyc 2

TexHuyeckas nogaepxka:
Call-ueHTp: 8-800-775-37-05 (6ecnnatHo)
Ten.: (812) 247-04-55

system@perco.ru - CICTEMbl KOHTPOMNS AoCTyna

turniket@perco.ru - TYypHUKETbI N OrpakaeHus

locks@perco.ru - 3NIeKTpoOMEXaHNYEeCKMUEe 3aMKU

barrier@perco.ru - wnarbaymbl, cuctema napkuHra

WWW.perco.ru

Kop. 06.05.2026
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