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1. Ha3znauenue u 06J1aCTH NMPUMECHCHUSA

1.1. Hactosimmii crangapt opranuzanuu (manee — CTO) BBoAMTCS ¢ 1ENbIO CUCTEMAaTHU3AIUU
mporecca cobopa u oOpaboTku WHpoOpManum o 3arpaTax pabodyero BpeMEeHH pabOTHHUKaMU
OIOPKETHOTO YUPEXKACHHS BBICIIETO 00pa3oBaHus XaHThI-MaHCHIICKOTO aBTOHOMHOT'O OKpyra —
Orpe1 «Cypryrckuit rocyaapcTBeHHBIN yHuBepcutrer» (nanee — Cypl'Y, VYuuBepcurer) u
ompenensieT TOPSANOK 3aroJHeHus, (OPMHUPOBAHUS M MPENOCTaBICHUS Talens yuera
MCIOJIb30BaHMsI pabouero BpeMeHu (nanee — Tabenb) B YHUBEPCHUTETE.

1.2. Hactostmuit CTO mnpunumaercss COBETOM IO KadecTBY YHHBEPCUTETAa W YTBEPIKIaeTCs
pekTopoM. M3MeHenus u nonoiaHenus B Hactosmui CTO BHOCATCA B MOPSIAKE, ONPEACIEHHOM B
HII-1.7.1 «YnupaBnenue nokymenrtamnueir CMK».

1.3. Hactostmuit CTO oO6s3aTesieH K NPUMEHEHHIO PYKOBOJIUTEISIMH U pabOTHUKaMU
CTPYKTYPHBIX HOAPA3ACICHUN Y HUBEPCUTETA.

1.4. Bce paboTHUKH, B (PYHKIMOHAIbHBIE O0SI3aHHOCTH KOTOPHIX BMEHEHO BelaeHue Tabens, B
o0s13aTennbHOM Topsiake 3HakoMsTcst ¢ HacTosimuM CTO moj moanuce.

2. HopmaTuBHbBIE CCHLIKH

Hacrosmmii CTO pa3paboTaH B COOTBETCTBUU CO CIAEAYIOUIMMHA HOPMAaTUBHBIMU JIOKYyMEHTAMU:
— Tpynosoii kogekc Poccuniickoit denepanuu;

— IIpuka3 MunucrepctBa ¢punancoB Poccuiickoit ®enepannu ot 30.03.2015 r. N 521 (pea. ot
16.11.2016) «O6 yrBepxkaeHUu (HOpM TMEPBUYHBIX = YYETHBIX JOKYMEHTOB U PETUCTPOB
OyXraJTepcKoro ydera, IpUMEHSEMbIX OpraHaMH TOCYJapCTBEHHON BJIACTH (TOCYAapCTBEHHBIMU
OpraHamH), opraHaMd MECTHOTO CaMOYIMpaBJIEHUs, OpraHaMH YIpaBJICHUS T'OCYAapCTBEHHBIMU
BHEOIOJKETHBIMU ~ (POHIAMU, TOCYNApPCTBEHHBIMH (MYHULMNAIBHBIMH) YUPEXKJICHUAMH, U
Mertonnueckux yKazaHuM 110 UX TPUMEHEHUIOR;

— Ilpuka3 MunucTepcTBa 31paBOOXpPaHEHUS U ColHaIbHOTO pazsurus Poccuiickoit denepannn
ot 13.08.2009 r. Ne588H «O0 yTBepkAeHUM MOPSAIKAa UCUUCIECHUS HOPMbI paboyero BpeMeHH Ha
olpezielieHHble KaJleHJapHble MEepUObl BPEMEHU (Mecsl], KBapTaj, roJl) B 3aBUCUMOCTH OT
YCTaHOBJIEHHOW MPOJOKUTEIBHOCTHA padoyuero BpeMeHU B HEJIEIIO»;

— Ilpuka3 MunuctepctBa KynbTypbl Poccuiickoit ®@enepanuu ot 25.08.2010 r. Ne558 «O6
yTBepxkaeHun «llepeuHst TUIIOBBIX YIIpaBIEHUECKUX apXUBHBIX JOKYMEHTOB, 00pa3yloIIUXcs B
npouecce J1eATeIbHOCTH TOCYyIapCTBEHHBIX OPraHoB, OPraHOB MECTHOTO CAaMOYMPAaBICHUS U
OpraHM3alui, ¢ yKa3aHUEM CPOKOB XpaHEHUs»;

— YcraBom BY BO «CypryTtckuii rocygapCTBEHHbI YHUBEPCUTETY |

— KonnexTusHslil 10roBop;

— IlpaBuia BHyTpEeHHETO TPYAOBOIO paclopsiaKa.

3. O0mue moJIoKeHus

3.1. TaGenp mpuUMEHsiETCS  JUId ydeTa BpeMeHH, (aKTUYeCKH OTpaboTaHHOTO U (WiIH)
HEOTpaOOTaHHOTO KaXIBIM DPAOOTHUKOM YHHBEpPCHTETa, Ui KOHTPOJS 3a COOJII0JeHHEM
pabOTHUKAMHM YCTAaHOBJICHHOTO pEXUMa padoyero BPEMEHHW, I TOJYYEHHUS JTaHHBIX 00
OoTpa0OTaHHOM BPEMEHHM, [UIsI PETUCTPALlMH JOMOJHUTENBHBIX CBEICHHH O BPEMEHH,
O0TpabOTaHHOM PAaOOTHUKOM BO BPEOHBIX M (MJIM) OMACHBIX YCIOBHSAX TPYAA, pacueTa OIJIaThI
TpYyJa, a TaKKe 751 COCTABJICHUS CTATHCTUYECKOH OTYETHOCTH 110 TPYAY.

3.2. lns Benenusi Tabens B CTPYKTYPHBIX NOJpPA3IEICHUAX YHUBEPCHTETA PACTOPSIKEHUSIMU
PYKOBOJAWTENEH MOApa3eIeHNH, HA3HAYaI0TCS OTBETCTBEHHBIE JIMIIA U3 YKCa Pa0OTHUKOB 3TUX
noapasaeneHuii  (mamee — OtBercTBeHHBINH). Kommm  pacnopspkeHwii 0 Ha3HAuYCHHH
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OTBETCTBEHHOTO 32 BEJICHHE Ta0eNsl B CTPYKTYPHOM MOAPA3ACICHUU MPEIOCTABISAIOTCS B OTAEI
KaJIpOB YHUBEpPCUTETA.

3.3. B cayuae BpeMeHHOTro OTCyTCTBUS OTBETCTBEHHOTO (OTMYCK, KOMaHAMPOBKA, BPEMEHHAs
HETPYIOCMOCOOHOCTh W T.A.), PYKOBOJAUTEIb CTPYKTYPHOTO TMOAPA3ACICHHUS  CBOUM
pacropsKeHHEM Ha 3TOT MEepUo/1 Bo3naraeT PyHKIMOHATbHBIE 00s13aHHOCTU OTBETCTBEHHOTO Ha
JIpyroro paboOTHUKA ATOTO MOAPA3IETIEHUS, O YEM CTaBUT B U3BECTHOCTH OTAEI KaJIPOB.

3.4. K pyHKIImoHansHbIM 00s13aHHOCTSAM OTBETCTBEHHOTO 32 BEJICHHE TaOEIsT OTHOCSTCS:

— KOHTpOJIb (PaKTUYECKOTI'0 BpEMEHU NpeObIBaHUS pA0OTHUKOB MOJAPA3EIICHNs Ha padoTe;

— BeJCHUE Ta0EeIbHOTO y4YeTa C OTBETCTBEHHOCTHIO 3a MPABWIBHOE OTPAXKEHUE [IaHHBIX B
Ta0erre;

— CBOEBPEMEHHOCTH NpeocTaBieHus: Tabemns B 0Ten KaapoB.

3.5. JInsg ucnomHeHUss cBOMX (YHKIHMOHATBHBIX OOs3aHHOCTe OTBETCTBEHHBIM 3a BEJCHUE
Tabemns:

— BEJIET yUeT ITaTHOTO COCTaBa pabOTHUKOB TMOAPa3ICICHHUS;

— Ha OCHOBAaHMH JIOKAIBHBIX aKTOB (MPUKA30B MO JINYHOMY COCTaBY, [IOPYUCHUMA, PaCTIOPSKEHUIN
¥ T.A.) BHOCUT B Tabenb M3MEHEHUs, CBA3aHHBIE C MPUEMOM, YBOJHHCHHEM, MEpEeMEIICHUEM,
n3MeHeHrueM rpaduka paboThl, pa3psaI0B, PEIOCTABICHUEM OTIYCKOB U T. [I.;

— OCYIIECTBIISIET KOHTPOJIb CBOEBPEMEHHOCTH SIBKM Ha PabOTy U yxoaa ¢ pabOThl, HAXOXKICHUS
Ha pabodyeM MecTe PabOTHUKOB C H3BEIICHHWEM PYKOBOJIUTENS TMOJpa3felieHHuss O HesBKax,
OTIO3AaHUSX, MPEKIECBPEMEHHBIX YXOJaX U MPUYMHAX, X BHI3BABIIIHX;

— KOHTPOJUPYET CBOEBPEMEHHOCTh MPEIOCTABICHUS TOKYMEHTOB, MOATBEPXKIAIONINX IPABO
pabOTHHKOB Ha OTCYTCTBHE Ha pabodyeM MecTe: JIUCTKOB O BPEMEHHOW HETPYAOCIOCOOHOCTH,
CIPABOK IO yXOy 3a OOJBLHBIMH, IPUKA30B O HANIPABIEHUN B KOMAaHIUPOBKH U JIPYTHUX;

— TOTOBUT CIY>KEOHBIC 3aMUCKH JJIA M3JaHUS MPUKA30B O pabOTE B BBIXOJHBIE U Hepabouue
Mpa3IHUYHBIE THHU;

— MOJIy4aeT M TepellaeT pacyeTHhIE JUCTKU ‘pA0OTHUKAM CBOETO MOApAa3/IeICHUs, BbIIABIINM
noBepeHHOCTh Ha ux mnonydenue ([Ipumoxenne 1). PaGoTHuk B mo0oe BpeMs UMeEET MpPaBo
OTKa3aThCA OT TOJNIYYCHHS] CBOETO PACUETHOTO JHCTKa dYepe3 OTBETCTBEHHOTO, O(GOPMHB
3asBieHue 06 otkase ([Ipunoxxenne 2). ?

3.6. OTBETCTBEHHOCTh 3a JOCTOBEPHOCTH CBEJICHHM, OTPaXCHHBIX B Tabeie, HECeT IUPEKTOP
WHCTUTYTa (VIS TETATOTUYECKUX W HAYIHBIX pPAOOTHHKOB), PYKOBOIHUTENb CTPYKTYPHOTO
noapazzaeneHuss 1 OTBETCTBEHHBIH 3a BeneHue Taberns.

3.7. B ciyyae cHUCTEMaTHMUECKOTO WJIM TPYyOOro HapyIIeHHs] perjiaMeHTa, COJEp)Kallerocs B
HactrosimeM CTO Kk pyKoOBOOUTENIO CTPYKTYpPHOTO moapaszaeieHus u/uiau OTBETCTBEHHOMY 3a
BeJieHUE TabeIst MOTYT ObITh IPUMEHEHBI MEPHI TUCITUTUIMHAPHOTO B3BICKAHUS B BUJIC 3aMEYAHUS
WJTU BBITOBOPA, a TAKXKE WHBIE MEPhI (OTMEHA HAa3HAYCHUS CTUMYJIMPYIOIICH BHITUIATHI U T.J.).

3.8. Opurunanbl. TaOeneli B TeYeHHE KaJICHJAPHOTO TOJa HAXOJATCS B OTHEIC HAYUCICHUS
3apa0OTHOM TMJIaThl- M COUMANBHBIX IUIaTexkei. [lo OKOHUAaHWM KaJeHJapHOTO Toja OTIEN
Ha4yuCJICHUs1 3apabOTHOM IUIaThl W COIMATBHBIX IUIaTeXked mepemaeT Tabens Ha XpaHEHHE B
apXuB YHUBEPCUTETA.

3.9. O6mmit cpox XpaHeHHMsS OpuUrHHaIOB Tabemeil — mATH JieT, B ciydae ecnu B Talene
OTPaXCHBI CBEJICHUS O PAaOOTHHKAX C BPEAHBIMH WJIH OMACHBIMU YCIOBHUSIMH Tpyaa — 75 net (CT.
586, 615 IlepeuHs THUIOBBIX YIPABIEHYECKUX ApPXUBHBIX JOKYMEHTOB, OOpa3yloOIIMXCA B
MpOLIECCE JIEATEIbHOCTU TOCYAApCTBEHHBIX OpPraHoOB, OPraHOB MECTHOTO CaMOYIpPAaBIICHUS U
OpraHu3alnui, C YKa3aHUEM CPOKOB XpaHEHMs, yTBepKIeHHOro IIpukasom MunHucTepcTBa
KynasTypbl Poccutickoit denepanuu ot 25.08.2010 1. Ne 558).
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4. Ilopsanok BeeHUA W NPeACTaABJICHUSA

Tadess y4eTa MCNOJb30BAHNS padoyero BpeMeHu
4.1.B VYHuBepcutere wucnonb3yercs yHupuuupoBanHas ¢opma Tabems Ne0504421,
yTBEpKJICHHas mpukazoM MunuctepcTBa ¢uHancoB Poccuiickoit ®enepanuu ot 30.03.2015 r.
Ne 521 "OO0 ytBepxkaeHuu GopM MEPBUUYHBIX YUETHBIX JOKYMEHTOB U PETUCTPOB OyXTaJITePCKOTO
ydera, MPUMEHSEMBIX OpraHaMu TOCYAApCTBEHHON BIAacTH (rOCYJapCTBEHHBIMH OpraHaMu),
OpraHaMM  MECTHOT'O  CAaMOYNpAaBJIEHHS, OpraHaMd  YOpPaBJICHUS  TOCYJAapCTBEHHBIMU
BHEOIO/KETHBIMUA  (DOHJAMU, TOCYIAapCTBEHHBIMH (MYHUIUIAIbHBIMU) YUPEXKICHUAMH U
MeTtonnueckux ykazanuil o ux npumenenuto" (Ilpunoxenue Ne 3),
[Ipumep 3amonHenuss Tabens y4yera MCHOIB30BaHUA pabOYero BPEMEHHM TMPEACTABIECH B
[Tpunoxennn 4. [IpumMep sABISETCS YCIOBHBIM.
4.2. OTUeTHBIM TIEPUOJOM /Jisi yueTa B Tabese yCcTaHABIMBAETCS OJWH KaJCHAAPHBIA MecsI (¢
MIEPBOTO T10 TOCIEAHEE YUCIIO BKIIIOUUTEIHHO).
4.3. Tabens 3anonasiercs B popmare Excel u pacrnedyarsiBaeTcst Ha OyMaXKHBIH HOCHTENb B OJTHOM
sk3emiugpe. Tabenb comepxkuT nonanucu OTBETCTBEHHOIO 3a BeJAEHUE Ta0els, pyKOBOJIMUTENSA
CTPYKTYpPHOTO TIOJIpa3fieieHusi, pabOTHUKAa OTHaela KaJApoB, MPOBEPHUBIIETO  MPABUIBLHOCTD
3aroHeHus! Tabensl, U OTMETKY OT/eJIa HAUUCJICHUS 3apa00THOM TUIAThI . COLMAIbHBIX TJIaTeXel
o mnpunstTuu Tabens c ykazanuem pgoikHOCTH, D.J.O.) marel TPUHATHAS M TOINHUCHIO
COOTBETCTBYIOIIETO pabOTHHKA.
4.4. B Tabene He TOMyCKAIOTCS HUKAKUE UCTIPABIICHUS U JIOMIOJIHUTEIbHBIC TOMETKH.
4.5. B nensix coOmo/IeHust CPOKOB BBITIIATHI 3apa0O0THOM MIIATHI, YCTaHOBIEHHBIX KOJUIEKTUBHBIM
noroopom Cypl'Y, mnoamucanubeiii OTBETCTBEHHBIM - 3a BeleHUE Talelns, pPyKOBOAUTEIEM
CTPYKTYPHOTO TOJpa3JieleHHs], JUPEKTOPOM HMHCTUTYTA (Il TEeJAarornyeckux M HayYHBIX
pabotHukoB) Tabenb nepenaercs A MPOBEPKH B OTJEIN KaIPOB:
— 3a 1-yro nonoBuny Mecsmna (¢ 1 mo 15 4ucio) - B HepBOU MOMOBUHE MHA 12-TO Yncia Kaxaoro
Mecs1a; .
— 3a Bech MecHll (¢ 1 mo 31 yucio) - B epBOil MONOBUHE IHS 22-TO YKCIIA KaXJA0T0 MECSIIA.
B cnyuae, ecau gara mpenocrabieHust TaOenst NPUXOAWUTCS HA BBIXOJHOM WM Mpa3IHUYHBIN
JIeHb, TO CPOK IpenocTanieHus Tabens mepeHocuTest Ha ocyieHUuN pabounii 1eHb HaKaHYHe.
4.6. PaboTHUKM OTJENa KaJpOB OCYIIECTBIISIOT MPOBEpKY. Tabens Ha COOTBETCTBUE CBEIEHUM,
oTpakeHHbIX B TaGene, (GakTMUECKMM JaHHBIM B 4YacTu IIpHEMa, YBOJLHEHHUs, IepeBoia
pabOTHHUKOB, = TMEPUOAOB  HETPYAOCHOCOOHOCTM MO  JIUCTaM  HETPYAOCIOCOOHOCTH,
MPEIOCTABICHHSI OTITYCKOB, KOMAaHAUPOBOK U T.JI. HA JIeHb cocTaBlieHus Tadens. Eciu BbIABIICHBI
HapylieHus: B 3anoiiHeHnu TaGensi, OTBETCTBEHHBIN UCHPABISAET €r0 U CHACT Ha MOBTOPHYIO
IIPOBEPKY.
4.7. CnenuanucT oOT[ena KaJpoB TMOJAMKCHIBAET MPOBEPECHHBIM Tabenb W mepemaaeT B OTIET
HAYKCIICHUs 3apa0O0THOM IIIaThl U COIIMANIbHBIX MIATEXKEH:
— 3a l-yro monoBuny mecsna (¢ 1 mo 15 uncmno) - 15-ro uyncna Kaxaoro Mecsia;
— 3a Bech MecHll (¢ 1 mo 31 yucno) - 25-ro yucia Kaxa0ro Mecsiia.
B cnyuae, ecnu nara nepenauu Tabenst mpUXOAUTCS Ha BBIXOJHOM WM MpPa3JIHUYHBIA JI€Hb, TO
cpok nepeaaun Tabemnst nepeHOCUTCs Ha MOCIeAHUI pabounii 1IeHb HaKaHyHeE.
B mensix cBOEBpEeMEHHOTO pacyeTa M BbBIILIATHl 3apabOTHOM MJaThl B OTAENBHBIX CIy4asx
nornyckaercs 3anoiaHeHnue Tabenst 1ocpodHo.
4.8.B Tabene (konoHKM 5-37) OTMEUAIOTCS BCE CIlydaW OTKIOHCHHWH OT YCTaHOBIICHHBIX
IpaBWJIaMM BHYTPEHHEr0 TPYJOBOIO paclopsiika HOpPM BpeMEHU (HESIBKH, €KEroJIHbIe
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OIJIAYMBAEMBbIE OTITYCKa, YUEHHYECKUE OTIIYCKa, OTIIyCKa 0€3 COXpaHEHHs 3apa0OTHOM IIATHI,
OTIIyCKa MO OEpEeMEHHOCTH U poJiaM, JHUCTKU HETPYAOCIOCOOHOCTH, KOMAHAUPOBKUA U JPYTHE
ciiydan). 3anucu 00 UMEIOIINX MECTO OTKIOHEHHUSIX OTPAXKAIOTCS CIEIYIOIINM 00pa3oM:

— B BEpXHEH IIOJOBUHE CTPOKH, B KOTOpOM BeeTcs ydeT HUH(POPMALHUU O KOHKPETHOM
pabOTHUKE, CTABUTCS KOJIMYECTBO YaCOB OTKJIOHEHU;

— B HIDKHEH MOJIOBUHE CTPOKH — YCIOBHOE 0003HAYEHUE UMEBIIIETO MECTO OTKJIOHEHHS, a TAKXKE
9achl, OTPA0OTAaHHBIC B HOYHOE BPEMsi, €CJIM OHHM ObUIM (Hampumep, Ui pabOTHHKOB, KOTOPHIM
YCTaHOBJICH CYMMHUPOBAHHBIN yueT pabouero BpeMeHN ).

4.9. YcnoBHble 0003HaueHHS (OYKBEHHOE KOJMPOBAHUE HESIBOK PAOOTHHKOB), TPUMEHSIEMBIC TTPH
3anonHeHnn Tabens npuBeneHsl B [Ipunoxenun S.

4.10. B cniydae Hanu4uus y OIHOTO U Toro ke pabotHuka Cypl'Y AByX BUIOB OTKJIIOHEHUH B OJIUH
JeHb (TMepuoa), HWKHSS 4acTb CTPOKHM 3allMCHIBAETCS B BHJE JAPOOM, YUCIHUTENb KOTOPOH -
yCJIOBHOE 0003HAUEHHE B OTKJIOHEHUI, a 3HAMEHATENb - Yyachl paboTel. Tlpn Hamuyum 6omee
JIBYX OTKJIOHEHUH B OJIMH JieHb amuinsi paboTHuka B Tabese moBTopsieTcs.

4.11. Ecnu paGOTHUK $IBJIIETCS BHYTPEHHUM COBMECTHTENIEM, TO B Tabene ero dpamunus Oyaet
yKa3aHa JiBa pas3a: [0 OJHOM Mo3uluu OyAeT YYTEHO BpeMs OCHOBHOI palboThl, a MO BTOPOW —
BpeMsi pabOThI IO COBMECTUTEIIHCTRY. -

4.12. B ctpoke «Bun tabens» yka3plBaeTCs 3HAUCHHE TIEPBUYHBIN» B ciydyae ciaud Tabens
BriepBble. Ecnm mocne cpaum  mepBuyHOro Ta0ens HEOOXOAMMO BHECTH H3MEHEHUS,
OTBETCTBEHHBIN 3a BeJCHHE Tabels MPECTaBIACT B OTIE] KaapoB KoppekTupyromuii Tadens ¢
M3MEHEHMSIMH, TPUKIAJbIBAET K HEMY JOKYMEHTBI, MOATBEPKIAOIIME H3MEHEHHbIE J1aHHbIE
(JIuCTKU BpEeMEHHOW HETPYAOCHOCOOHOCTH, MPHKa3bl O KOMaHAMPOBKAX, CIPAaBKU-BBI3OBBI U
Jpyrue JOKYMEHTHI), IPU 3TOM IIPH 3aN0JHEHUHU CTpoKu «HoMep KOppeKTUPOBKU» yKa3bIBACTCS:
— mudpa «0» - B cliydae IpeICcTaBICHUS IEPBUYHOTO Tadens;

— uudpsl, HauuHas ¢ «1» - B ciayyae MOpeACTaBieHHs] KOppeKTupyromero Tabens coriacHo
MOPSIIKOBOMY HOMEPY KOPPEKTHPOBKH 38 COOTBETCTBYIOUIMM PACYETHBIN TIEPHOI.

JlanHble KoppekTupytomero Tabens ciykaT OCHOBaHHEM [UIs Iepepacuera 3apad0THOM MaThl 3a
KaJICHJIapHbIE MECSIbl, MPEMIECTBYIOMUE TEKYIIEeMY MECSIy HAa4MCICHHUs 3apaOOTHON IUIATHI.
4.13. Ilpu 3anonnenun konoHKH Nol Tabenst pamuniu v MHUIMATB pAaOOTHUKOB BHOCSTCS B
an(aBUTHOM TMOPSIZIKE.

4.14. B xonouke N2 yKa3bIBaeTCs TaOENBHBI HOMEP PabOTHUKA, NPUCBOEHHBIH €My IpH
YCTpOICTBE Ha padoTy.

4.15. B kononke Ne4 TaGens B BepxHEl 4acTW 3amoHAETCS HAUMEHOBAaHUE IOJDKHOCTH, a B
HIDKHEW — pa3Mep 3aHMMaeMol CTaBKU (Hanpumep, 1o1eHT - 1,0 cT. uiu goueHt - 0,75 cr.).

4.16. B cnydae ecnu mpou3BOIUTCS TIEPEBO/I (TiepeMertieHre) paboTHUKA B APYroe CTPYKTYpHOE
nojipasfieliecHue. B TEUYEHHUE KalleHAapHOTro Mecsna (Mo3/1Hee TMEepBOr0 4YHCia), Ha HEero
oopmisieTcst oTaenbHbIN Tadens 3a oTpaboTaHHOE BpeMsi, KOTOPBI MMOIAaeTCsl OTHOBPEMEHHO C
3asBlieHHEM O repeBojie. B Tabene mo nociennuii paboumii JeHb (BKJIFOYUTEIBHO) B JaHHOM
MOJpa3JIe]IeHU MPOCTABISAIOTCS HUMEBIIME MECTO OTKJIOHEHMs, a C JaThl IepeBoja
(mepemernieHus) npocrtaBnsgerca mnpoyepk. B wutoroseiii Tabenp Mecsina Mo moJpa3esieHUIO
TaHHBIN paOOTHUK HE BKIIOYaeTcs. B HOBoM moapasneneHun paOOTHUK yKasbiBaeTcs B Tabene
co JOHSA (AaKTUYECKOTO IIEpPEeBOJla Ha OCHOBAaHMU COOTBETCTBYIOIIErO IIpUKas3a, a JHH,
MpeALIECTBYIONINE TepeBoly pabOTHUKA B CTPYKTYpPHOE MOJpA3JeieHUe, OTMEYaroTCs
IIPOYEPKOM.
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4.17. B cnydae yBOJbHEHHsS Ha paOOTHUKA MOJAETCS OTIEIBHBIN KOoppekTupyoomuii Tabenb,
OJTHOBPEMEHHO C 3asBJICHUEM Ha yBOJIbHEHHUE (C JOKJIATHOM 3alMCKON — B Cllydae YBOJIbHEHUS
mo wHUIMaTuBe paboromarens). B Tabeme mo mociaegHuit pabounii 1eHb (BKIIOUYHUTEIHHO)
MPOCTABIISIOTCS UMEBIIIME MECTO OTKJIOHEHUS, a TIOCJIE JHS YBOJBHEHHS MPOCTABISIETCS MPOYEPK.
B urtorossiit Tabens Mecsa o moapa3iejeHUIO TaHHbIA PAOOTHUK HE BKJIIOYAETCSI.

4.18. Otmycka (exKeroHble U aJIMUHUCTPATUBHBIC), OOJIBHUYHBIC JIUCTHI MMPOCTABISIOTCS Ha BCE
KaJIeHJapHbIE IHU, BKIIIOUasl BEIXOJHBIC (32 UCKIIIOUEHUEM TIPA3AHUYHBIX THEN).

419. Ecnu y paboTHHMKa B TeUeHHE Mecsla He ObUIO OTKIOHEHHH OT HOPMAaJbHOTO
UCTIONB30BaHUS pabovYero BpPEMEHH, YCTAHOBJICHHOTO TPABWJIAMHA BHYTPEHHETO TPYIOBOTO
pacrmopska, TO B CTPOKE HANPOTUB (aMUIINK JAHHOTO paOOTHHKA HIYETO HE MPOCTABISIETCS.
4.20. Ormetku B Tabene o nmpuyrHEe HESIBKH Ha paboTy, 00 0coboM pexume paboThl U APYTUX
OTCTYIUICHUSAX OT HOPMAJIbHBIX YCJIOBHM TpyJa NENaroTcs TOJBKO Ha OCHOBAHMM TEPBHYHBIX
JTOKYMEHTOB:

— JIUCTKa HETPYJAOCTIOCOOHOCTH;

— CIIPaBKH O BBIMOJIHEHUH T'OCYJaPCTBEHHBIX MM OOIIECTBEHHBIX 00S3aHHOCTEH;

— TPYIOBOTO JIOTOBOPA [0 COBMECTUTEIILCTRY;

— MPHUKA30B O HAMPABIEHUU B KOMAaHIUPOBKY, IPEIOCTABICHUH OTIYCKA H. JIP.

4.21. Ilpu otcyTcTBHM Ha pabodeM MecTe Ha OCHOBAaHUH MPUKA30B IO JIUYHOMY COCTABY, B CBS3H
C OTIyCKaMH, CIIy’)KEOHBIMH KOMaHAMPOBKAMH, CTAKMPOBKAMH M T.I. pabOTHHK 00s3aH 10
cBOero yObITHSI coOOmmUTs OTBETCTBEHHBIH 3a BEJACHHE TaOENs COOTBETCTBYIOIIME JAThl WU
CPOKH HaXOKJCHHS BHE Y HUBEPCHUTETA.

4.22. Ecniu paOOTHUK HaxoJuics B CIy:KeOHOM KOMaHIUpOBKe, B Tabese MpOCTaBISIOTCS THU
€ro KOMaHJIMPOBKH (TaK KaK 3THU JHHU OYIyT OTUIaYeHBI IO CpeTHEMY 3apalbOoTKy) U 00s13aTEIHHO
MIPUKJIA/IBIBAETCS KOIUS TIPUKa3a O HAMPaBJIECHUN paOOTHUKA B KOMaHAUPOBKY.

4.23. B cnyuae HesiBKM pa0OTHHKAa Ha CBOE pafdoyee MECTO MO, HEBBISICHEHHBIM IPHUYMHAM, /10
BBISICHEHUSI OOCTOSITENIbCTB HESIBKM pa0oTHUKa, B Tabenme mpoctaBmsercss kon «HH», B
COOTBETCTBUU C MPUHATHIMU YCIOBHBIMU 0003HaueHussMU ([Ipmiioskenue 4).

[Tocne BBISICHEHWS TPUYMHBI HESBKH PaOOTHUKA Ha CBoe pabouee MeCTO U OGOPMIICHHUS
COOTBETCTBYIOIIMX JOKYMEHTOB Ha pa0OTHWKa TQAAETCs Koppekrtupyroomuii Tabens B
COOTBETCTBUU C MPEACTABICHHBIMH JOKYMEHTaMH.

4.24. Ecnn paOOTHHK B pacuyeTHBIN IEepHOJ 60oJieN, HO JIMCTOK BPEMEHHON HETPYAOCIOCOOHOCTH
He npenctaBmwi, B Tabene mpocraBisiercs «HH». [locne mpemocraBineHuss pabOTHUKOM JIMCTKA
HeTpynocnocoOHocTH OTBETCTBEHHBIN 3a BelneHue Tabenst cmaet koppektupyrommii Tabenb
BMECTE C JIMCTKOM HETPYIOCIOCOOHOCTH. B ciiydae HempencraBieHuss paOOTHHUKOM JIMCTKA
HETPYIOCTIOCOOHOCTH PYKOBOJMTENb CTPYKTYPHOTO TMOJpa3fCiieHUs] COCTaBIseT akT o0
OTCYTCTBUM DPA0OTHMKAa Ha paboyeM MecTe W TpuiaracT K HeMy OOBSICHHTEIbHYIO 3aIlUCKY
paboTHHKA.

4.25. Ecnmu paGOTHUK OTCYTCTBOBan Oosee 4 4acoB MOIPSA, U JOKYMEHTHI, MOATBEPKIAIOIIHIE
€ero MmpaBO Ha OTCYTCTBHE, B YCTAaHOBJICHHOM IOpSIKE, HE IMPEIOCTaBICHBI, PaOOTHHUKY
MIPOCTABIISIETCS MIPOTYIN M pabOUMii IeHb OoruIaTe He Mo uIexuT. [Iporyn ogopmisercs B mopske,
YCTaHOBJIEHHOM TPYAOBBIM 3aKOHOAATEIHCTBOM.

4.26. He sBuBmmMecs Ha paloOTy, OMO3JaBIINE M TPEKAECBPEMEHHO YIIEAIHE C padOThI
MPEICTABISIOT PYKOBOJIUTENO CTPYKTYPHOTO TOAPA3IEICHUs ONpaBAaTeIbHBIE TOKYMEHTHI WIIN
MMCbMEHHBIE 0OBSICHEHHS B TIEPBbIH JIEHb BHIX0JIa HA pabOTy MOCIIE COBEPUICHHOTO HAPYILIECHUS.
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5. Oco0eHHOCTH y4eTa HCIOJIb30BaHUs padoyero BpeMeHH 1Jis1 pa0OTHUKOB,
3aHSATHIX HA padoTax ¢ BpeAHBIMH U (MJIM) ONACHBIMH YCJIOBUSMH TPYyaa

5.1. JIna pabOTHUKOB YHHMBEPCUTETA, 3aHIATHIX Ha paboTax ¢ BpPEAHBIMU U (WJIM) OMACHBIMU
yCIOBHSIMH Tpynda, B Tabene mpemycMaTpuBaeTcsl JONOJIHHUTEIbHAs CTPOKA, B KOTOPOM
OTpa)kaeTcs KOJUYECTBO YacOB (PAKTHUECKOTO HAXOXKJEHHUS paOOTHUKA BO BPEAHBIX U (WIIH)
OTIACHBIX YCJIOBUAX TPYy/a, B CKOOKaX yKa3bIBaeTcsl ycloBHOe 0bo3HaueHnue BP.

5.2. Ecnu paGOTHHUK TPYIAUTCS BO BPEIHBIX M (WJIM) OMACHBIX YCIOBHUSAX TPy/Aa HE KK paOoUmii
JIeHb, TO B JTHA C HOPMATLHBIMH YCIIOBUSIMU TPY/a TPEThs cTpoka B Tabere ocTaeTcst mmyCTOoM.

5.3. KonnmdecTBO 4acoB (pakTHUECKOr0 HAXOXKACHUS PabOTHHKA BO BPEIHBIX M (MJIM) OMACHBIX
YCIOBHSIX TPYAa, OTpaxkeHHOe B Tabene, TOMKHO YETKO COOTBETCTBOBATh IAHHBIM, YKa3aHHBIM B
XKypHane yueta BpeMeHH paOOThI BO BPEAHBIX YCIOBHIX TPY/A.

5.4. XKypnan ydera BpeMeHU pabOTHI COTPYAHHKOB BO BPEIHBIX U (WJIH)-OIMACHBIX YCIOBUSX
TpyZAa 3aNOTHACTCS MHANBUAIYaTbHO KaKIBIM paOOTHUKOM, KOTOPHIN (PaKTHIECKH HAXOAUJICS BO
BPEIHBIX U (WJIM) OMACHBIX YCIOBHSX TpyAa B (hopme nHANBUAYyansHOU KapThl ([Ipunoxenue 6).
5.5. B unauBHyansHOM KapTe pabOTHUKA YKa3bIBAlOTCS CJIECAYIONINE TaHHbIE:

— HAMMEHOBaHHUE CTPYKTYPHOTO MOAPA3/ICIICHUS;

— (amunus n MHUIMANIBI paOOTHHKA;

— JIOJDKHOCTH pa0OTHHKA;

TabeIbHBIN HOMEP paOOTHHUKA;

— (pbakTuyeckas aTa paboThl BO BPEAHBIX U (MJIM) OTIACHBIX YCIOBHSIX TPYAA;

BU/I BBIMIOJHSAEMOM paboOThI;

— (axTueckoe Bpemsi pabOTbl BO BpEAHBIX U (MJIM) OMACHBIX YCJIOBHMSX Tpyla C YKa3aHUEM
BPEMEHHU Hayvaja U OKOHYAHHS,

— KOJIMYECTBO 4aCOB pabOTHI BO BPEIHBIX U (MJIN) ONACHBIX YCIOBHUSX TPYAA B JCHbD;

— HTOTOBOE KOJIMYECTBO YACOB pabOTHI BO BPEMHBIX U (WJIM) OMACHBIX YCIOBUSIX TPYZAa 3a MECSII.
5.6. UnauButyanpHble KapThl y4eTa BPEMEHH PaOOThl. COTPYAHMKOB BO BpPEIHBIX M (WJIH)
OTACHBIX YCIIOBHSAX TPY/la 3aIllOJHSIIOTes B aIbOOMHOM PacHOJIOXKEeHUH JHCTOB B (hopmare Excel,
pacreyaTbIBalOTCsl B KOHIE KaXKA0r0 Mecslla, MOANNUCHIBAIOTCS paOOTHUKOM, OTBETCTBEHHBIM 32
BeZieHHE Tabenss MU PYKOBOIUTENEM CTPYKTYpHOT'O TOJpPAa3/eiCHUs, CIIMBAIOTCS B EIMHBIN
KYpHaJ ydeTa BpEMEHH paboThl BO BpPEAHBIX W (WJIM) OMACHBIX YCIOBUSAX Tpyda 3a
cootBeTcTBYIOIIME Mecsl ([Tpunoxenne. 7).

5.7. Xypnan ydera BpeMeHU paOOTHI COTPYIHUKOB BO BPEAHBIX M (WMJIM) OMACHBIX YCIOBHUSIX
TpyAa XpaHUTCS B CTPYKTYPHOM TOJpa3/eiIeHuU. PyKoBoAUTENh CTPYKTYPHOTO MOAPA3ICICHUS
00s13aH 10 3aIpocy NPeIOCTaBUTh KypHAJI AJis MPOBEPKH B:

— ciyx0y oXpaHbl Tpya;

— OTJIeJN KaJpoB;

— OTJeJ OpTaHMU3alMK TPYyAa U 3apa00THOM IJIaThI;

OTJIeNl HAYUCJICHUS 3apaO0THOM TUIaThl U COIMATLHBIX TJIATEKEH.

OTBETCTBEHHBIN 3a BeJACHHE TaOens M PYKOBOAHWTEIh CTPYKTYPHOTO TOApA3JEICHUS HECET
OTBETCTBEHHOCTb 32 JIOCTOBEPHOCTH MH(OPMALINH, IPEICTABICHHON B XKypHAJIe.

5.8. B ciiydae oGHapyskeHusi (akTOB OTCYTCTBHSA KypHaja WM HECOOTBETCTBHUA MH(OPMAIIHH,
IPEJICTABICHHON B JKypHajile (aKTUUECKUM JaHHBIM B OTHOIIEHUMU OTBETCTBEHHBIN 3a BEJCHHE
Tabens U (WIM) pyKOBOIUTENS CTPYKTYpPHOIO IOApAa3JeNIeHUs] MOTYT ObITh IMPUMEHEHBI MEphbl
JUCHUTUTMHAPHOTO B3BICKAHUS B BHJE 3aMEYaHUsI WM BBITOBOpA, a TAK)KE WHBIE MEPHI (OTMEHA
HA3HAYEHUS CTUMYJIHUPYIOMIEH BBITUIATHI U T.1I.).
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(®.1.0. OTBETCTBEHHOTO)

, IIoJIy4aTb OT

HAIller0 MMEHHU pacueTHbIEC JUCTKH B OT/EJEe HAYMCIIECHUs 3apa0OTHOM MJIaThl U COLUAJIBHBIX
IUTaTeXKEeW yNpaBleHUs OyXTalTepcKOoro ydera M JacM CBOE COIJIaCE€ Ha O3HAKOMJICHHE
OTBETCTBEHHOI'O JINLIA C HALTUMHU [IEPCOHAIILHBIMU JJAHHBIMH.

O.1.0.
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C ®enepanbubiM 3akoHOM «O MEPCOHANBHBIX TaHHBIX» 0T 27.07.2006 Ne 152-03, CTO-5.4.1-16
«[Topsmox cbopa 1 06pabOTKM MEPCOHATBHBIX JAaHHBIX COTPYJHUKOB, OOYYAIOIIMNXCSA U TPETHHX
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(HanMeHOBaHUE OPA3ACTICHU)

3asiBICHHC
[Ipomry Bac He BbaBaTh MOM pacueTHBIM JUCTOK OTBETCTBEHHOMY 3a BeleHUE Tabens

B CBSI3M C T€M, UTO Oyy 3a0upaTh JIUYHO.
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CypryTrckuii rocyiapcTBeHHbIH

CMK Cypl'Y CTO-5.14.2-18

i
YHHBEpPCHTET
Tabeanb YueTra uCnoJiLb30BaHusA

Cucrema MEHeKMEHTA KauecTBa paéouero BpeMeHH
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Pemakmusa Nel

ctp. 13 u3 16

IIpunoxenune 5

YcioBHbIE 0003HAYEHUS JJIA Tadeas yuera ucCnoJgab30BaHUsA paﬁoqero BpEMEHHA

HanmeHoBaHue nmoxka3sareJs Kon
Brixogusie u Hepaboure npa3IHUYHbIC THU B
PaGota B HOUHOE Bpems H
BrlnosiHeHrE Tocy1apCTBEHHBIX 00s13aHHOCTEN r
OuepeHbIe U AOMOJHUTETBHBIE OTITYCKA O
Bpemennas HeTpyn10cmocoOHOCTh, HETPYAOCIIOCOOHOCTH IO OEPEMEHHOCTH U B
poliam
OTtmyck 1o yxofy 3a peOeHKOM OP
Yacel cBepXypo4HO pabOThI C
[Iporymnet ]
HesiBku 10 HEBBISICHEHHBIM MMPUYHHAM (710 BBISICHEHHUSI OOCTOSTEIIHCTB) HH
HesiBku ¢ paspernieHust aIMUHUACTPAIHH A
Beixoambie mo yuebe BY
Y4eOHbIH TOMOJHUTEIBHBIA OTITYCK oy
3amenienue B 1-3 Kitaccax | 3H
3aMeleHue B rpynmax npoyieHHOTO JIHS 311
3amenienue B 4-11 kmaccax : 3C
Pabota B BBIXO/IHBIE U HEpaboOUre ITpa3IHUYHbBIC THU PI1
dakTU4YeCKH 0TPAOOTAHHBIE YaChI | o
CryxeOHbIe KOMaHIUPOBKH K
Yacel Ha KOpMIIEHHE KP
[IpoaomxuTeNbHOCTh (PaKTUYECKHU OTPaOOTAHHOTO BPEMEHH BO BPEIHBIX U (UJIN) BP
OTIACHBIX YCIIOBUSX TPYIa
JleHb OT/IbIXA 32 paHee oTpabOTaHHOE BpEMS B BBIXOTHOW WIJIM HEPAOOUMid OT
Tpa3HUYHBIN JICHb
OtcTpaHeHus oT paboThI (HemoMyIeHue k padorte) ¢ oriatoi (mocodbuem) B HO
COOTBETCTBUU C 3aKOHOAATEIHCTBOM
OtcTpaHeHus OT paboThI (HeAOMyIIeHHE K padoTe) 10 IPUIHHAM, HE
MPe1yCMOTPEHHBIM 3aKOHOIaTEIbCTBOM, 0€3 HAUMCIIEHUs 3apa00THOM TIaThI
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CypryTrckuii rocyiapcTBeHHbIH

CMK Cypl'Y CTO-5.14.2-18

YHHBEpPCHTET

Cucrema MCHC/IP)KMCHTA Ka4ycCTBa

Tabeanb yyera HCIOJIb30BAHUS Penaxuns Nel

paGodero BpeMeHH!

ctp. 14 u3 16

®opmMa HHAUBHUAYAJIBHOH KapPThI
yuyeTa BpeMeHHM padoThl BO BpeIHbIX U (HJIH) ONACHBIX YCJIOBHUAX TPYAA

NHAUBUAYAJIBHAS KAPTA
y4eTa BpeMeHHU padoThl BO BpeIHbIX U (MJIH) ONMMACHBIX YCJOBUSX TPyAa

3a

20 T.

(Mecsiin)

@®.1.0. paboTHHKA
J1OIDKHOCTD

TabGenbHBIN HOMED
CtpykTypHOE Mojpa3iefecHue

IIpunoxxenune 6

Jdara

Bup BbinosiHsgeMoi padoTsl

DakTHYECKOEe BpeMs
padoThl BO BpeIHbIX U
(nJ1M) OMacHBIX
YCJIOBHSAX TPy/Ja ¢
YKa3aHueM BpeMeHU
HA4aJ1a U OKOHYAHMS

KoanuyecTBO 4acos

HToro 3a mecsir:
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CypryTckuii rocy1apcTBeHHbIi CMK CypI'y CTO-5.14.2-18

YHHBEpPCHTET
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Tabeanb yyera HCIOJIb30BAHUS Penaxuns Nel

“y,

Cucrema MCHCIPDKMCHTA Ka4€CTBa

&

pa0o4ero BpeMeHH crp. 15u3 16

[Ipunoxenue 7

(I)opMa TUTYJBHOI'0 JIUCTA

KYPHAJ
yuyeTa BpeMeHH padoThl COTPYAHHKOB

(HaMMeHOBaHHe CTPYKTYPHOTO MOAPA3/IeIeHHS)

BO BPEJHBIX U (MJIH) ONMACHBIX YCJIOBHSAX TPYAA

3a 20 r.
(mMecsn)
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CypryTekHuii rocy1apcTBeHHbI CMK CypI'V CTO-5.14.2-18
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HUBEPCUTET

y P Tabeanb yyera HCIOJIb30BAHUS Penaxuns Nel
‘m’ﬁf’/" CucTema MEHEDKMEHTa KauecTBa paGouero BpeMeHU cTp. 16 u3 16

JIMCT perucTpanuu U3MeHeHH
Cpokn
Ne Conepma}me HU3MCHECHHUA U €10 HOMep P
Jara IMoanucek BBeJIeHUA
H3M. KOOPAUHATHI npuKasza

HU3MCHCHUSA




