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1. Ha3znauenue u 06J1aCTH NMPUMECHCHUSA

1.1. Hacrosimuit crangapt opranuzanuu (naigee — CTO) BBOOUTCA C IENBbIO CHCTEMaTU3AIlUU
mporecca cobopa u oOpaboTku WHpoOpManum o 3arpaTax pabodyero BpeMEeHH pabOTHHUKaMU
OIOPKETHOTO YUPEKIACHUS BBICHIETO 00pa3oBaHMsl XaHTbI-MaHCHIICKOTO aBTOHOMHOT'O OKpyTa —
Orpe1 «Cypryrckuit rocyaapcTBeHHBIN yHuBepcutrer» (nanee — Cypl'Y, VYuuBepcurer) u
ompeNensieT TOPSANOK 3amoJIHCHUsS, (OPMHUPOBAHMS M MPEJOCTaBICHUS Tabens ydera
MCIOJIb30BaHMsI pabouero BpeMeHu (nanee — Tabenb) B YHUBEPCHUTETE.

1.2. Hacrosmmit CTO npuaumaercs CoBETOM MO KadyecTBY YHHBEPCUTETA M YTBEPIKIAeTCs
pekTopoMm. M3MeHeHus u nonoiaHenus B HacTosmmui CTO BHOCATCSA B MOPSAKE, ONPEICIEHHOM B
HII-1.7.1 «YnupaBnenue nokymenrtamnueir CMK».

1.3. Hacrosimmit CTO o6s13aTeneH K MpUMEHEHUIO PYKOBOIUTESIMU U paOOTHUKAMU CTPYKTYPHBIX
MOAPA3ACIICHUN Y HUBEPCUTETA.

1.4. Bce paOOTHHKH, B (PYHKIIMOHAJIbHBIE OOSI3aHHOCTH KOTOPHIX BMEHEHO BeaeHue Tabens, B
o0s13aTennbHOM mopsiake 3HakoMsTcst ¢ HacTosimuM CTO moj moanuce.

2. HOpMaTHBHble MMpaBoOBbI€C OCHOBAHUS

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

— IIpuka3 MunucrepctBa punancoB Poccuiickoit ®eneparuu ot 30.03.2015 r. N 521 (pea. ot
16.11.2016) «O6 yrBepxaeHUU (OPM TMEPBUYHBIX YYETHBIX JOKYMEHTOB K PETHUCTPOB
OyXraJTepcKoro ydera, IpUMEHSEMbIX OpraHaMH TOCYJapCTBEHHON BJIACTH (TOCYAapCTBEHHBIMU
OpraHamH), opraHaMd MECTHOTO CaMOYINpaBJIEHUs, OpraHaAMH YIPaBJIEHUS TOCYJapCTBEHHBIMU
BHEOIOJDKETHBIMU ~ (POHIAMU, TOCYJAPCTBEHHBIMU (MYHHMIMMOAIBHBIMH) YUPEXKICHUAMH, U
Mertonnueckux yKazaHuH 10 UX TPUMEHEHUIOR;

— Ilpuka3 MunucTepcTBa 3paBOOXpPaHEHUS U CONMAIBHOTO pagzsurus Poccuiickoit denepannu
ot 13.08.2009 r. Ne588n «O0 yTBEep:KA€HUN MOPSAKA UCUNCICHHUS] HOPMbI pabodyero BpeMeHu Ha
olpezielieHHble KaJleHJapHble MEepUuo/bl BpPeMEHH (Mecsl], KBapTaj, roJl) B 3aBUCUMOCTH OT
YCTaHOBJIEHHOW MPOJOKUTEIBHOCTHA PpadoUuero BpeMeHU B HEJIEIIO»;

— Ilpuka3 MunuctepctBa KynbTypbl Poccuiickoit ®@enepanuu ot 25.08.2010 r. Ne558 «O6
yTBep)kaeHUU «llepeuHst TUIOBBIX YIIPABIEHUECKUX APXUBHBIX JTOKYMEHTOB, 00pa3yloIIUXcs B
npouecce J1eATeIbHOCTH TOCYyIapCTBEHHBIX OPraHoB, OPraHOB MECTHOTO CAaMOYMPAaBICHUS U
OpraHM3alui, ¢ yKa3aHUEM CPOKOB XpaHEHUsI»;

— YcraBom BY BO «CypryTckuii rocyapCTBEHHbI YHUBEPCUTETY;

— KonnexTusHslil 10roBop;

— IlIpaBuia BHyTpEeHHETO TPYAOBOIO pactopsKa.

3. O0mue moJoKeHus

3.1. TaGenp mnpumeHsieTcss id y4yeTa BpPEMEHH, (PAKTHUECKH OTpadOTaHHOrO H (WIN)
HEOTpaOOTaHHOTO KaXIBIM DPAOOTHUKOM YHHBEpPCHTETa, Ui KOHTPOJS 3a COOJII0AeHHEM
pabOTHUKaMHM YCTAaHOBJICHHOTO pEXHUMa pabdoyero BPEMEHHW, I MOJy4eHHUS JaHHBIX 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. Ina Benenusi Tabenst B CTPYKTYPHBIX HOJPA3NEICHUAX YHHUBEPCUTETA PACHOPSHKCHUSIMU
PYKOBOJAWTENEH MOApa3eIeHNH, HA3HAYaI0TCS OTBETCTBEHHBIE JIMIIA U3 YKCa Pa0OTHUKOB 3TUX
noapasaeneHuii  (mamee — OtBercTBeHHBINH). Kommm  pacnopspkeHwii 0 Ha3HAuYCHHH
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OTBETCTBEHHOIO 3a BEJCHHUE TaOels B CTPYKTYPHOM IOJPAa3JEICHUH MPELOCTABISIOTCA B OTIEN
KaJIpOB YHUBEpPCUTETA.

3.3. B ciyuyae BpemeHHOro orcyrcTBHsi OTBETCTBEHHOTO (OTIYCK, KOMaHIUPOBKA, BPEMEHHAs
HETPYAOCIOCOOHOCTh M T.I.), PYKOBOJWUTEIb CTPYKTYPHOTO  IOJAPA3JEICHUS  CBOUM
pacropsiKeHHEM Ha 3TOT MEepUo/1 Bo3naraeT PyHKIHOHAIbHbIE 00s13aHHOCTH OTBETCTBEHHOTO Ha
JIpyroro paboOTHUKA ATOTO MOAPA3IETIEHUS, O YEM CTaBUT B U3BECTHOCTH OTAEI KaJIPOB.

3.4. K ¢pyHkimoHanbHbIM 0053aHHOCTSIM OTBETCTBEHHOTO 32 BeJIeHUE Tabemsi OTHOCSATCS:

— KOHTpOJIb (PaKTHUYECKOTI'0 BpEMEHU NpeObIBaHUS paOOTHUKOB MOJIpa3ieieHHs Ha paboTe;

— BeJleHUE Ta0EIBbHOT0 YUYeTa C OTBETCTBEHHOCTHIO 33 IPABWIIBHOE OTpakeHHE JaHHBIX B Taberne;
— CBOEBPEMEHHOCTH INpeaocTaBieHus Tabemns B oT/ien KaapoB.

3.5. [lnsg ucnionHeHus CBOMX (PYHKIHMOHANBHBIX 00s3aHHOCTEH OTBETCTBEHHBIM 3a BEICHHE
Tabens:

— BEJIET y4eT IITAaTHOTO COCTaBa paOOTHUKOB MOAPA3/ICICHHUS;

— Ha OCHOBAaHMH JIOKAIBHBIX aKTOB (MPUKA30B IO JIMYHOMY COCTaBY, MOPYUCHHIA, pACTIOPSKEHUIN
U T.A.) BHOCUT B TaOenb M3MEHEHUs, CBA3aHHBIC C MPUEMOM, YBOJbHEHHEM, MEpEMEIICHUEM,
U3MEHEeHHEeM rpaduka paboTsl, pa3psioB, IPEIOCTABICHUEM OTHYCKOB U T. JI.;

— OCYIIECTBJISIET KOHTPOJb CBOEBPEMEHHOCTH SIBKH Ha pabOTy M yXxo0/1a ¢ paboThl, HAX0XK/IEHUS Ha
paboyeM wMecTe pPAOOTHUKOB C U3BEIICHHEM PpPYKOBOAMTENS MOApA3/ICICHUsl, 0 HesBKax,
OTIO3/IaHUSX, MPEKACBPEMEHHBIX YX0JaX U MPUUNHAX, UX BHI3BABIIIUX;

— KOHTPOJIUPYET CBOEBPEMEHHOCTh MPEOCTaBICHUS JOKYMEHTOB, MOATBEPKIAIOLIUX IPaBO
pabOTHUKOB Ha OTCYTCTBHE Ha pabodyeM MecTe: JIMCTKOB O BPEMEHHOM HETPYIOCHOCOOHOCTH,
CIPABOK I10 yX0/y 32 OOJbHBIMHU, IPUKA30B O HANPABJIECHUU B KOMAaHIUPOBKH U JPYTHX;

— TOTOBUT CIYy>KEOHBIC 3aMHMCKU IS M3JaHHS NMPHUKA30B O paboTe B BHIXOAHBIC W Hepabouue
Mpa3/IHUYHbIE JHHU;

— MOJIy4aeT M NepelaeT pacyeTHblE JUCTKUM PAOOTHUKAM CBOETO HOApAa3/eieHUs, BbLAABIINM
noBepeHHOCTh Ha ux mnonydeHue (IIpunoxenue 1). PaboTrHuxk B nr000€ BpeMsi MMEET MPaBO
OTKa3aTbCid OT TOJIYYEHHs] CBOEr0 PacyeTHOro JHCTKa uepe3 OTBETCTBEHHOTo, O()OpMHUB
3asBieHne 00 otkase (IIpunoxenue 2):

3.6. OTBETCTBEHHOCTh 3a JOCTOBEPHOCTH CBEICHHUH, OTPaXKCHHBIX B Tabese, HECeT AUPEKTOP
WHCTUTYTa (U1 TEeTarorMyecKuX W Hay4YHbIX pPaOOTHHKOB), PYKOBOIHUTENb CTPYKTYPHOTO
noApazzaenenus 1 OTBETCTBEHHBIN 3a Benienne Tabens.

3.7. B cnyyae cucTeMaTH4eCKOro MWW Ipy0oro HapylleHHUs perjiaMeHTa, COJEepKallerocs B
HacTosiieM CTO K pyKOBOIWTENIO CTPYKTYpPHOTO mojpazieneHus w/winn OTBETCTBEHHOMY 3a
BeJieHUE Tabelsi MOTYT ObITh IPUMEHEHBI MEPhI JUCITUTUIMHAPHOTO B3BICKAHUS B BUJIC 3aMEYaHUS
WJIU BBITOBOPA, a TAKXKE MHBIE MEPhI (OTMEHA HAa3HAYEHUS! CTUMYJIMPYIOIIEH BBIIUIATHI U T.J.).

3.8. Opurunansl Tabenell B TeYeHUE KalNeHIAPHOTO Toja HAXOJATCS B OT/AENC HAYUCICHUS
3apa0OTHOM TMJaThl W COUMANBHBIX IaTekei. [lo OKOHUAHWM KaJeHJapHOTO To/a OTIEN
HAYHCIICHUS 3apa00THOM IIAThI ¥ CONMANILHBIX TUIaTexel nepenaet Tabens Ha XpaHEHUE B apXUB
YHuBepcurera.

3.9. O6mmit cpok xpaHeHust opuruHaioB Tabenel — ATk JIET, B cirydae eciu B Tabene oTpakeHbI
CBe/IeHUs1 0 pabOTHHKAX C BPEJHBIMU WM OMACHBIMU YCIOBHSMH Tpyda — 75 net (ct. 586, 615
[lepeyHst THUIOBBIX YNPABICHYECKUX APXMBHBIX JOKYMEHTOB, OOpa3ylOIIMXCS B IMpoOIEcce
JeSITEIIbHOCTU FOCYAapCTBEHHBIX OPTraHOB, OPTaHOB MECTHOTO CAMOYIPABIICHUS M OPTraHU3alH, C
YKa3aHHEM CPOKOB XpaHEHMs, yTBep:KIeHHOro IIpukazom Mununcrepersa KynbTypsl Poccuiickoi
®eneparnuu ot 25.08.2010 r. Ne 558).

4. Ilopsinok BeeHUsI U TIPeCTABIEHUSA
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TaleJifl y4eTa HCNOJIb30BaHUSA Pabouero BpeMeHH
4.1. B VYauBepcurere wucnosnb3dyerca yHupuuupoanHas ¢opma Tabens Ne0504421,
yTBEpKJIEHHas npukazoM MunucrepcrBa punancoB Poccuiickoit @enepanun ot 30.03.2015 r.
Ne 521 «O0 yTBepx’AeHUHN POPM NEPBUUHBIX YUETHBIX JOKYMEHTOB U PETUCTPOB OyXraJTePCKOTrO
yuera, NPUMEHSIEMBIX OpraHaMH TOCYAapCTBEHHOW BiacTH (rOCYAapCTBEHHBIMU OpraHaMHu),
OpraHaMd  MECTHOTO  CaMOYINpABJICHHWS, OpPraHamMu  YIpPaBIEHUS  TOCYJapCTBEHHBIMU
BHEOIO/KETHBIMUA  (DOHJAMU, TOCYJApCTBEHHBIMH (MYHUIUNAIbHBIMU) YUPEKACHUIMH U
MeTtonuueckux ykazaHui o ux npumenenuto» (Ilpunoxenue 3).
[Ipumep 3amonHenuss Tabenst yuyeTra HCHONIB30BaHUA pabOYero BpPEeMEHH TMPEACTABICH B
[Ipunoxenun 4. [Ipumep sABIAETCS YCIOBHBIM.
4.2. OT4EeTHBIM TIEPHOJIOM I yueTa B Tabene yCTaHaBIMBACTCS OJMH KaJleHIApHBINH MecsIl (¢
MIEPBOTO IO MOCIEAHEE YNUCIIO BKIIIOUUTEIBHO).
4.3. Tabens 3anonusieTcs B popmare Excel u pacriewarsiBaetcs Ha OyMa)kHBIH HOCHTEIh B OJTHOM
sk3emIuisape. Tabens comepxuT nonanucu OTBETCTBEHHOTO 3a BelEHUE TaOelis, PyKOBOJIUTENS
CTPYKTYpHOTO TIOApa3aeieHusi, pabOTHHKA OTJeNa KaJpoB, TIPOBEPUBIIETO TPABUIBHOCTH
3aroHeHus Ta0essi, U OTMETKY OT/IeJIa HAaYMCJICHUS 3apa00THOM TIAThI M COITMAIBHBIX TIaTeXel
o mpuHsatuu Tabens c ykazanumem pomwkHoctd, O.UM.O., nmaTtel NPUHATHS W TOJIHUCHIO
COOTBETCTBYIOLIETO paOOTHHKA.
4.4. B TabGene He 1OMyCKAIOTCS HUKAKUE UCIPABICHUS M 1ONOJIHUTEIbHBIE TOMETKH.
4.5. B nensix coOnroieHrs CpOKOB BBITIATHI 3apa00THOM TJIAThI, YCTAHOBICHHBIX KOMIEKTHBHBIM
noroBopom Cypl'V, mnoamucanubiii OTBETCTBEHHBIM 3a BeleHHE TaOens, PyKOBOAUTEIEM
CTPYKTYPHOTO TMOJpPA3Jei€HUsl, TUPEKTOPOM HHCTUTyTa (s MEJAarorMYecKMX M Hay4YHBIX
pabotuukoB) Tabens nepenaercs A MPOBEPKH B OTIEN KaIPOB:
— 3a 1-yro monoBuHy Mecsna (¢ 1 mo 15 gucio) - B mepBoil MonoBUHE THS 12-TO Ynciia Ka)Xaoro
MecAl1a; |
— 3a Bech MecsIl (¢ 1 mo 31 uncmno) - B mepBoii MOJIOBUHE AHS 22-T0 YKCiIa KaXI0TO MeCsIa.
B cnyuae, ecnu nara npenoctaBienus Tabens NpUxXoAuTCs Ha BBIXOHOM WM TTPa3HUYHBIN JIEHb,
TO CPOK TIpetocTaBieHus Taberst mepeHOCUTCs Ha MOCIICAHUN pabounii IeHh HaKaHYHE.
4.6. PaGoTHUKM OTAENA KaJpOB OCYIIECTBISIOT POBEPKY Tabensi Ha COOTBETCTBUE CBEIACHUH,
OTpaXeHHBIX B Tabeine, (aKTUYECKUM JIAaHHBIM B YacTH MpUeMa, YBOJbHEHHUS, MepeBoja
pabOTHUKOB, NIEPUOAOB HETPYIOCTIOCOOHOCTH 10 JIMCTaM HETPYA0CTIOCOOHOCTH, MPEAOCTAaBICHUS
OTIYCKOB, KOMAHJAMPOBOK U T.NI. Ha JeHb cocTaBiicHus Tabens. Ecnu BbISIBJICHBI HApYIICHUS B
3anonHeHuu Tabenst, OTBETCTBEHHbIN UCIIPABIISET €r0 U CAAET HAa TOBTOPHYIO MPOBEPKY.
4.7. CrneumamucT oTHefia KaJapoB IMOINMUCHIBAET MpoBepeHHbI Tabenbp W mepemaer B OTIEN
HAYMCJICHUA 3apab0THOMN TUIAThI U COIMANIBHBIX TUIATEXKEH:
— 3a l-yro nonoBuHy mecsua (¢ 1 mo 15 uncno) - 15-ro uyncna Kaxa0ro Mecsua;
— 3a Bech Mecall (¢ 1 mo 31 uncno) - 25-To yncna Kaxa0ro MecsIa.
B cmyuae, ecnu nara nepenaun Tabemnst mpuXoAUTCsl HA BBIXOJHON WIIHM TMPA3IHUYHBINA JIEHb, TO
cpok mniepeaaun Tabemnst mepeHOCUTCs Ha MOCeHUA pabodnii IeHb HaKaHYHE.
B mensix cBOEBpeMEHHOTO pacueTa M BBIIUIATHL 3apaOOTHOM IUIaThl B OTHEIBHBIX CIIydasx
Joryckaercs 3anoiaHenue Tabenst 1ocpodHo.
4.8. B Tabene (komoHku 5-37) oTMeHaroTCsl BCE€ CIydyad OTKIOHEHHH OT YCTaHOBJICHHBIX
MpaBWIaMH BHYTPEHHEr0 TPYJOBOTO pacropsiika HOPM BpeMeHU (HEsBKH, €XKEroJHbIe
OIJITaYMBaeMble OTITYCKa, YUEHHYECKUE OTIIYCKa, OTIycKa 0e3 COXpaHEeHHUs 3apa0OTHOM IIATHI,
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OTIIyCKa M0 OEpEMEHHOCTH M pOJiaM, JHUCTKH HETPYAOCIOCOOHOCTH, KOMAaHJIUPOBKU U ApPyTHE
ciiydan). 3anucu 00 UMEIOIINX MECTO OTKIOHEHUAX OTPAKAIOTCS CIIETYIOIINM 00pa3oM:

8 8epxXHell NOI08UHE CIPOKU

— YCIOBHOE 0003HAUYE€HHE UMEBLIETO MECTO OTKJIOHEHHS;

— 4Yackl, OTpaOOTaHHBIE B HOUHOE BPEMsl, €CJIM OHM ObUIH (/11 paOOTHUKOB, C YCTaHOBJIEHHBIM
CYMMHPOBAHHBIM Y4ETOM pabOYEro BpEMEHH);

8 HUJICHEll NOJ0BUHE CIMPOKU

— CTaBUTCS KOJIMYECTBO YACOB OTKJIIOHEHUH;

IIPU OTCYTCTBUU COTPYJHHUKA B T€UEHHE BCETO AHS (KOMaHAMPOBKA, OOJIBHUYHBIN, OTIIYCK) Yachl
OTKJIOHEHHI HE YKAa3bIBAIOTCS.

4.9. YcnoHble 0003HaYeHNs (OyYKBEHHOE KOJAUPOBAaHUE HESIBOK PAOOTHUKOB), IPUMEHSIEMBIE TIPU
3anonHeHuu Tabens npuBeneHsl B [Ipunoxenun 5.

4.10. B cry4ae Hanmuuus y oqHOTO 1 TOTo e padotHuka Cypl'Y nByX BUIOB OTKIOHEHHA B OJWH
JeHb (TMepuoj), HIDKHsS YacTh CTPOKHM 3allUCHIBAETCS B BHJIE JOPOOH, YUCIHTENh KOTOPOH -
yCIIOBHOE 0003HAaUeHWE BUJA OTKIOHEHH, a 3HaMeHaTelb - 4achkl paboTel. [lpn Hanmuuu Gomnee
JIBYX OTKJIOHEHUH B OJIMH JIeHb (paMuinst paboTHUKa B Talese moBTopseTes..

4.11. Ecnu paOOTHHK SIBJII€TCS BHYTPEHHUM COBMecCTHUTENEM, TOo B Tabene ero damunus Oyner
yKa3zaHa JiBa pasa: Mo OJIHOM MO3UIUMU OyJeT y4TeHO BpPEeMsi OCHOBHOW pabOTHI, a MO BTOPOMl —
BpeMsi pabOThI IO COBMECTUTEIBCTRY.

4.12. B ctpoke «Bum Tabens» yka3plBaeTCs 3HAYCHHE «IIEPBUYHBIN» B ciiydae cmadu Taberns
BrepBble. Ecnu mocne cmaum  mepBuuHOrO Talenst HEOOXOAUMO BHECTH HW3MEHEHUS,
OTBeTCTBEHHBIN 3a BeJeHHE Ta0els MPEACTABISIECT B OTAEN KaJapoB Koppektupyromuii Tadens ¢
U3MEHEHUSIMH, TPHUKIAIbIBAET K HEMY JIOKYMEHTHI, MOJATBEP)KIAIOIINEe H3MEHEHHBIC JlaHHBIC
(JTMCTKM BPEMEHHOM HETPYIOCIOCOOHOCTH, MPUKa3bl O KOMaHAMPOBKAaX, CIPABKU-BBI3OBBI U
Apyrue TOKYMEHTBI), IPU 3TOM IPH 3aN0JIHEHUU eTpoKu «Homep KOpPeKTUPOBKN» YKa3bIBACTCS:
— nudpa «0» - B ciayyae npeacTaBieHus nepsndHoro Tadens;

— 1udpsl, HauMHasg ¢ «1» - B ciayyae NPEeACTaBICHUS KOppeKTupyromero Tabens coriacHo
MOPSAJIKOBOMY HOMEPY KOPPEKTHUPOBKH 32 COOTBETCTBYIOHIMM pacUeTHBIN EPUO.

JlanHble KoppekTupytouiero Tadens ciyxaT OCHOBaHUEM JJis IepepacueTa 3apaboTHOM MaThl 3a
KaJleHJapHble MECSIbl, MPEANICCTBYIOIINE TEKYIIEMY MECSAIy HayUCIeHUs 3apaOOTHOM IUIATHI.
4.13. Tlpu 3amonHenun KojgoHkU Nel Tabens pamunuu u MHUIMANBI PAOOTHUKOB BHOCSTCS B
anpaBUTHOM TIOPSIKE.

4.14. B xononke Ne2 yxka3piBaeTcsi TaOeiabHBIM HOMEp pPaOOTHHMKA, MPUCBOCHHBIA €My MpH
YCTPOWCTBE Ha padoTy.

4.15. B kononke Ned Tabens B BepXHEW YACTH 3aMOIHIETCS HAMMEHOBAHHE JOJKHOCTH, a B
HIDKHEW — pa3Mep 3aHMMaeMo# CTaBKH (Hampumep, J01eHT - 1,0 cT. wiu gomeHT - 0,75 ct.).

4.16. B ciyuyae ecnu NpoOU3BOJUTCS MEPEBO/I (TIEpeMeIIeHe) paOOTHUKA B APYroe CTPYKTYPHOE
NoJIpa3/ieJieHue B TeUCHUE KAICHapHOT0 Mecs1a (103Hee MEPBOTo YUCIIa), Ha HETr0 0(OopMIISIeTCs
otnenbHbI Tabenb 3a oTpaboTaHHOE BpeMSsi, KOTOPBII MOAAETCS OJJHOBPEMEHHO C 3asBJICHUEM O
nepeBojie. B Tabene mo mocneauuit pabounii 1eHb (BKIIOYUTEILHO) B JaHHOM I0pa3aeICHUH
MIPOCTABJISAIOTCA UMEBILUE MECTO OTKJIIOHEHUS, a C 1aThI IepeBoa (IIEPEMEILEHNUS) IPOCTABISAETCS
npouepk. B urorossiii Tabens Mecsina no noapasaeaeHuIo 1aHHbI paOOTHUK HE BKItOoyaeTcs. B
HOBOM MOJpa3zelieHnd pabOTHUK yKa3biBaeTcsi B Tabene co nHs (pakTHUeckoro mepeBoja Ha
OCHOBAaHHMU COOTBETCTBYIOIIETO MpHKa3a, a [HHU, MPEAIIESCTBYIOIIME MEepeBOAy paOOTHHKA B
CTPYKTYpPHOE MOJIpa3eIeHHe, OTMEYAIOTCS IPOUYEPKOM.
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4.17. B cinyyae yBOJbHEHMs Ha pabOOTHHMKA TOJAETCS OTACIBbHBIM KoppekTupytomuid Tabenb,
OJIHOBPEMEHHO C 3asBJICHHEM Ha YBOJbHEHUE (C JOKJIAIHOM 3alTUCKON — B cllydae yBOJIbHEHUS 110
WHULIMATHBE padotonarens). B Tabene mo mocneanwii pabounii JeHb (BKIFOYUTEIHHO)
MIPOCTABIISIOTCS UMEBIIIHE MECTO OTKJIIOHEHHUS, a TIOCIIE JHS YBOJBbHEHHS MPOCTABIISIETCS MPOYEPK.
B urtorossiit Tabens Mecsa o moapa3iejeHUIO TaHHbIA PAOOTHUK HE BKJIIOYAETCSI.

4.18. OTnycka (eXeroaHble U aIMUHUCTPATHBHBIC), OOJPHUYHBIC JTUCTHI MPOCTABIISIOTCS Ha BCE
KaJleHJapHbIe THU, BKIIIOUasl BEIXOAHBIC (32 UCKITIOUEHUEM TIPAa3AHUYHBIX THEH).

4.19. Ecnu y paGOTHHKA B TeUEHHE MeCsIa He OBLIO OTKIOHEHHH OT HOPMaJIbHOTO HCTIOIb30BaHUS
pabodero BpeMEHH, YCTAaHOBJICHHOTO MpaBUJIaMH BHYTPEHHETO TPYAOBOTO pacHopsika, TO B
CTPOKE HAIPOTUB (aMIIINU JTaHHOTO PAOOTHHKA HUYETO HE IPOCTABIISCTCS.

4.20. Ormetku B Tabene o mpu4MHE HESIBKA HA paboTy, 00 0cOO0M pexume paboThl U IPYTUX
OTCTYIUICHUSAX OT HOPMAJIbHBIX YCJIOBHH TpyJa IENaroTcs TOJBKO HAa OCHOBAHMM TEPBHYHBIX
JTOKYMEHTOB:

— JIUCTKa HETPYJAOCTIOCOOHOCTH;

— CIIPaBKH O BBIMOJIHEHUH TOCYJapPCTBEHHBIX HIIM OOIECTBEHHBIX 00S3aHHOCTEH;

— TPYIOBOTO JIOTOBOPA [0 COBMECTUTEIILCTRY;

— MPHUKA30B O HAMPABICHUU B KOMAaHIUPOBKY, IPEIOCTABICHUN OTITYCKA | JIp.

4.21. Ilpu oTcyTcTBHH Ha paboueM MECTe Ha OCHOBAaHUH MPUKA30B IO JIUIHOMY COCTaBY, B CBSI3U
C OTITYCKaMH, CITy’K€OHBIMU KOMaHIHNPOBKAaMH, CTA)KHPOBKAMH H T.JI. paOOTHUK 0053aH 0 CBOETO
yObITHA cOoOOmUT, OTBETCTBEHHBIN 32 BEJCHHE TaOes COOTBETCTBYIOIIME AAThl WM CPOKH
HaXOXJCHUS BHE Y HUBEPCUTETA.

4.22. Ecnu paOOTHUK HaXOIUIICS B CIYK€OHOM KOMaHIUPOBKE, B Tabese mpoCcTaBisioTCsS JTHU €To
KOMaHJUPOBKH (TaKk Kak 3TH JHU OYyOyT OIJIAYEHBI MO CpeIHEMY 3apaboTKy) U 00s3aTelIbHO
MIPUKJIAIBIBAETCS] KOMUS TIPUKa3a O HAMPaBJIECHUN paOOTHUKA B KOMaHAUPOBKY.

4.23. B cny4yae HesBKM pabOTHHKA Ha CBOE padoyee MECTO IO, HEBBISCHEHHBIM NMPUYHHAM, 0
BBISICHEHUS OOCTOSITENILCTB HESBKM pa0OTHUKa, B Tabeme mpoctaBmsercs kon «HH», B
COOTBETCTBUU C MPUHATHIMU YCIOBHBIMU 0003HaueHussMU ([Ipmiioskenue 6).

[Tocne BBISICHEHWS TPUYMHBI HESBKH PaOOTHUWKA Ha CBoe pabouee MeCTO U OGOpPMIICHUS
COOTBETCTBYIOIIMX JOKYMEHTOB, Ha pab0OTHWKA ITOJaeTCs Koppektupyromuii Tabens B
COOTBETCTBUU C MPEACTABICHHBIMHI TOKYMECHTAMH.

4.24. Ecniu paOOTHHUK B pacyeTHBIN Hepuo GoJieN, HO JIMCTOK BPEMEHHOM HETPYAO0CIOCOOHOCTH
He npenctaBuwi, B Tabene npoctasnsercs «HH». Ilocie npenocraBienus pabOTHUKOM JIMCTKA
HeTpynocnocoOHocTH OTBETCTBEHHBIN 3a BeaeHue Tabenst cmaer koppektupytommii TaGenb
BMECTE€ C JIMCTKOM HETPYIOCIOCOOHOCTH. B ciiydae HempencraBieHUss paOOTHHUKOM JIMCTKa
HETPYIOCTIOCOOHOCTH PYKOBOAUTENb CTPYKTYPHOTO TMOJpa3fesieHUs] COCTaBIsieT akT o0
OTCYTCTBUM DPAaOOTHUKA Ha paboyeM MecTe W NpuiaaraeT K HeMy OOBSCHUTEIbHYIO 3alHCKy
paboTHHKA.

4.25. Ecnu paGOTHUK OTCYTCTBOBaJ O0iee 4 4acoB MOAPS, U JOKYMEHTHI, IIOTBEPKIAIONINE ETO
MIPaBO Ha OTCYTCTBUE, B YCTAHOBJICHHOM TOPSIJIKE, HE TPEAOCTABICHBI, PA0OTHUKY MPOCTABIISICTCS
MIPOTYJ U pabouuii IeHb OIIaTe He MoAIeKHuT. [Iporym opopmiiseTcs B mopsike, yCTaHOBICHHOM
TPYJIOBBIM 3aKOHOJATEIbCTBOM.

4.26. He saBuBmuecs Ha paboOTy, OIMO3JaBIIME W TMPEKACBPEMEHHO VIIEANIMEe C paboThI
MIPEICTABISIOT PYKOBOJUTENIO CTPYKTYPHOTO MOJpa3iefieHusl ONpaBIaTeIbHbIE JOKYMEHThI WU
MMCbMEHHBIE 0OBSICHEHHS B TIEPBbIH JIEHb BHIX0JIa HA pabOTy MOCIIE COBEPUICHHOTO HAPYILIECHUS.
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4.27. O0pa31pl 3aMoTHCHHSI Tabesl ydeTa UCTIOIb30BaHus Pabovero BpeMeHH il COTPYTHUKOB
YHusepcurera npuseacHsl B [Ipunoxennsx 4, 5.

5. Oco0eHHOCTH y4eTa HCIOJIb30BaHUs padoyero BpeMeHH 1Jis1 pa0OTHUKOB,
3aHSATHIX HA padoTax ¢ BpeAHBIMH U (MJIM) ONACHBIMH YCJIOBUAMH TPYyAa

5.1. Jlnss paOGOTHUKOB YHHUBEpPCUTETA, 3aHATHIX Ha paboTax ¢ BpeAHBIMH U (WJIM) OMACHBIMU
yCJIOBUSIMU Tpyaa, B Taberne npenycMaTpuBaeTcs JOMOIHUTEIbHAS CTPOKA, B KOTOPOI OTpaXkaeTcst
KOJIMYECTBO YacOB (PAaKTUYECKOTO HAXOXKIACHUS paOOTHHUKAa BO BpEAHBIX U (HMJIM) OMACHBIX
YCIIOBUSX TPYZa, B CKOOKax yKa3bIBaeTcs yciaoBHOe 0b6o3HaueHue BP.

5.2. Ecu paOOTHHK TPYAMUTCS BO BPEIHBIX M (WJIM) OMACHBIX YCIOBHSX TPYJa HE KaKIbIA paOOUMid
JICHb, TO B JJHA C HOPMAJIbHBIMHU YCIIOBHSIMH TPYJ1a TPEThsI CTpoKa B Taberne ocTaeTcst myCTOu.

5.3. KonndecTtBo 4acoB (paKTUYECKOTO HAXOXKJEHUs paOOTHHKA BO BPEIHBIX U (MIJIHM) OIMACHBIX
YCIIOBUAX TpyJa, oTpaxkeHHoe B Tabene, JOMKHO YETKO COOTBETCTBOBAThH TAHHBIM, YKa3aHHBIM B
XKypHane yyeta BpeMeHH pabOThI BO BPEAHBIX YCIOBUIX TPY/a.

5.4. XKypHan ydyera BpeMeHH pabOThl COTPYAHUKOB BO BPEIHBIX U (MIJIM) OMACHBIX YCIOBUAX TPy
3aMoNHIETCSl MHIUWBUIYANBHO KaXKIbIM pAaOOTHHUKOM, KOTOPBIA (DaKTHUECKH HaxOIuiIcs BO
BPEIHBIX U (MJIK) OMACHBIX YCIOBUAX TPyAa B popMe HHIUBHIyaIbHOU KapThl ([Ipunoxenue 7).
5.5. B uHnuBuaAyansHON KapTe paOOTHHKA YKa3bIBAIOTCS CIENYIONINE TaHHbIC:

— HavMMEHOBaHUE CTPYKTYPHOTI'O MOJIpa3IeIeHHUS;

— (amunus u MHUIMANB! paOOTHHKA;

— JIOJDKHOCTH pabOTHUKA;

— TabeNbHbII HOMEp paOOTHHKA;

— (paxTrueckas gata pabOThl BO BPEAHBIX U (MJIM) ONACHBIX YCIOBUSAX TPY/a;

— BWH/I BBITIOJIHSAEMO paboThI;

— (¢akTuueckoe BpeMs pabOThl BO BpPEIHBIX U (WMIM) OMACHBIX YCIOBUSX TPyAa C YKa3aHUEM
BPEMEHHU Hayaja U OKOHYaHMS; :

— KOJIMYECTBO 4aCOB pabOTHI BO BPEAHBIX U (WJIN) ONACHBIX YCIOBHUSIX TPYAA B JCHbD;

— UTOrOBOE KOJMYECTBO YacOB PaOOTHI BO BPEIHBIX U (MJIM) OMACHBIX YCIOBUAX TPY/a 3a MECHILL.
5.6. UnnuBuayanbHble KapThl y4€Ta BpeMEHU paOOThl COTPYIHUKOB BO BPEIHBIX U (UJIN) OMACHBIX
YCIIOBUAX TpyJa 3alojHAITCS B ajlbOOMHOM pacnojloxkeHun auctoB B (opmarte Excel,
pacreyaTbIBalOTCsl B KOHIIE KaXXI0r0 MECALa, MOAMUCHIBAIOTCA paOOTHUKOM, OTBETCTBEHHBIM 32
BeJieHUE Ta0essl U PyKOBOJIUTENIEM CTPYKTYPHOTO MOAPA3IeTICHUs, CIIMBAIOTCS B €UHBIN KypHaT
ydeTra BpeMeHH paboThl BO BPEIHBIX M (MJIM) OMACHBIX YCIOBHUSAX TPYAa 33 COOTBETCTBYIOLIUMN
Mmecsn (IIpunoxenue 8).

5.7. Xypnan yuera BpeMeHHU paO0Thl COTPYAHUKOB BO BPEIHBIX U (UJIH) OMIACHBIX YCIOBHUX TPyAa
XPaHUTCS B CTPYKTYPHOM MOApa3fiesieHuu. PykoBoaUTENs CTPYKTYPHOTO TOJIpa3iesieHus 00s3aH
0 3aIpOCy NMPEAOCTABUTD KYpPHAI JIJIsl IPOBEPKHU B:

— ciyxO0y oxpaHbl TPya;

— OT/EJ KaJpoB;

— OT/IeNl OpraHu3aluu TPYyAa U 3apadOTHOM IIaThI;

— OT/IeN HauMCIIeHUs 3apabO0THOM MIaThl M COLMANIBHBIX IJIaTEeXEH.

OTBeTCTBEHHBIN 3a BefeHHe Taledass U PYKOBOAMTENb CTPYKTYPHOTO MOApA3lETICHUs HECET
OTBETCTBEHHOCTH 32 JIOCTOBEPHOCTHh MH(OPMALINH, IPEICTABICHHON B KypHAJIE.

5.8. B ciyyae oOHapyxeHHs (aKkTOB OTCYTCTBHS >KypHaja WM HECOOTBETCTBUS WMH(OpMaImH,
MpeICTaBIEHHON B *ypHajie (aKTUYECKUM JaHHBIM B OTHOIIEHWH OTBETCTBEHHBINH 3a BeJlEHUE
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Tabensd U (WIin) PpyKOBOJUTENS CTPYKTYPHOTO MOAPA3/EICHUS MOTYT OBITh NMPUMEHEHBI MEPHI
JUCLUIUIMHAPHOTO B3BICKAHUS B BUJE 3aMEUaHUsl WIM BBITOBOpA, a TAaKXKe MHbIE Mephbl (OTMEHA
Ha3HAYEHUsI CTUMYJIMPYIOLIEH BBIIUIATHI U T.JI.).
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crp. 10 u3 18

(I)opMa AOBEPECHHOCTH

MI)I, HWXKXCIIOAIINCABIIUCCA, ITIOPpYIaCM

Kadeapsl (ympaBieHHs, OTAeNa, IEHTpa W TI.)

JloBepeHHOCTh

IIpunoxenne 1

(®.1.0. OTBETCTBEHHOTO)

, IIoJIy4aTb OT

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

®.N.0. JIomKHOCTD

[Tonpaznenenue

Iloamuce

Jlara

C ®enepanbubiM 3akoHOM «O MEpCOHANBHBIX JaHHBIX» 0T 27.07.2006 Ne 152-03, CTO-5.4.1-16
«[Topsanox cbopa u 06pabOTKH MEPCOHATBHBIX JAHHBIX COTPYIHHKOB, OOYUYAIOUIMXCS M TPETHUX

JUI» O3HAKOMJICH(a).

OTBETCTBEHHOE JIUIO

(noonucy)

(@.11.0,)
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IIpunoxenue 2

(I)opMa 3asABJICHUA

Pextopy Cypl'yY
C.M. Kocenky

(pammnus, uMst, OTIECTBO)

(HaMMEHOBaHME JOJDKHOCTH)

(HaMMeHOBaHYE OPa3ACICHNU)

3asBieHue

[Ipomry Bac He BbaBaTh MOM pacuyeTHBIM JUCTOK OTBETCTBEHHOMY 3a BeleHUE Tabens
B CBSI3U C T€M, 4TO Oy/y 3a0MpaTh JIUYHO.

(®.1.0. OTBETCTBEHHOTO)

(nara) (momucs)
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CypryTekuii rocy1apcTBeHHbI CMK CypI'¥ CTO-5.14.2-18

HUBEPCUTET
y P Tabeanb yyera HCIOJIb30BAHUS Penaxims Nel

Cucrema MEHeKMEHTa KauecTBa pabouero BpeMenu ctp. 15 us 18

IIpunoxxenune 6
Ycii0BHBIE 0003HAYeHH 1JI51 Ta0esisl yueTa HCIO0JIb30BaHusl padoyero BpeMeHH

HanmeHoBaHue nmoxka3sareJs Kon
Brixoanbie u Hepaboume npa3JHUYHbIE THU B
Pabora B HOuHOE BpeMms
BrinonHeHHE TOCY1apCTBEHHBIX 00s3aHHOCTEH r
OuepenHble U JOMOIHUTEIbHBIE OTITYCKA O
Bpems npoxoxaeHus qucrnaHcepu3aluu OB
BpemenHast HeTpyA0CTIOCOOHOCTh, HETPYIOCTIOCOOHOCTH IO OEPEMEHHOCTH U poJiaM b
Otmyck no yxoay 3a pebeHKoM OP
Yacel cBEpXypO4YHOil paboThI C
[Iporyibr . I1
HesiBku 110 HEBBISICHEHHBIM MPUYHHAM (70 BBISICHEHHSI 00CTOSTEIHCTB) HH
HesiBku ¢ pa3pelieHust aAMMHUCTpaLUU ' A
BeixoHble 1o y4uebe BY
VY4eOHbIi TOMOTHUTEIBHBIN OTITYCK oy
3amenienue B 1-3 kinaccax 3H
3amernieHue B rpynmnax npoJIeHHOTO JTHS \ 311
3amenienue B 4-11 knaccax 3C
PaboTa B BbIXOHBIE U HEpAOOUHE TIPa3THUYHBIC THU PII
dakTuyeckn 0TpaboTaHHbIE YaCh
CnyxeOHble KOMaHIUPOBKHU K
Yachl Ha KOPMJICHHE KP
[IponomxuTenbHOCTh (paKTHUECKH OTPaOOTaHHOTO BPEMEHH BO BPEAHBIX U (WIIN) BP
OTaCHBIX YCIOBMAX TPyZa
Jlenb oT/bIXa 3a paHee 0TpaboTaHHOE BpeMs B BHIXOJHON WM HepaOouuii mpa3AHUYHBIN OT
JI€Hb
OtcTpanenus ot paboThl (HeqoMyIIeHne K paboTe) ¢ omnaToi (mocodbuemM) B HO
COOTBETCTBHUH C 3aKOHOJATEIHCTBOM
OTtcTpaneHust OT paboTHI (HEIOMYIIEHHE K paboTe) M0 MPUIMHAM, TPEAYCMOTPEHHBIM HE
3aKOHOJATEILCTBOM, 0€3 HAYMCICHHS 3apab0THOM MIaThl




CypryTekuii rocy1apcTBeHHbI CMK CypI'¥ CTO-5.14.2-18

HUBEPCUTET
y P Tabeanb yyera HCIOJIb30BAHUS Penaxims Nel

Cucrema MEHeKMEHTa KauecTBa paéouero BpeMeHH ctp. 16 u3 18

IIpunoxenne 7

dopmMa HHAUBHUAYAJIBHOU KAPTHI
yuyeTa BpeMeHHM padoThl BO BpeIHbIX U (HJIH) ONACHBIX YCJIOBHUAX TPYAA

NHAUBUAYAJIBHAS KAPTA
y4eTa BpeMeHHU padoThl BO BpeIHbIX U (MJIH) ONMMACHBIX YCJOBUSX TPyAa
3a 20 r.

(Mecsiin)

@®.1.0. paboTHHKa
J1OIDKHOCTD

TabGenbHBIN HOMED
CtpykTypHOE Mojpa3iefecHue

DakTHYeCKOe BpeMs
paboThl BO BpeIHBIX H
(nJIM) onacHbIX
YCJI0BHUSIX TPy/Ja ¢
yKa3aHueM BpeMeHH
HA4YAJIa U OKOHYAHMS

Jdara Buj BbinosiHseMoi padoThI KoandecTBOo 4acoB

HToro 3a mecsir:




CypryTekuii rocy1apcTBeHHbI CMK CypI'¥ CTO-5.14.2-18

HUBEPCUTET
y P Tabeanb yyera HCIOJIb30BAHUS Penaxims Nel

Cucrtema MCHCIP)KMCHTA Ka4ycCTBa paﬁoqero BpeMeHH ctp 17 w3 18

[Tpunoxenwue 8

®opmMa TUTYJBHOI'O JTUCTA )KYPHAJIA Y4eTa BpeMeHHU padoThl COTPYAHUKOB BO BPEIHbIX U
(1JIM) onacHBIX YCI0BHUSAX TPyaa

KYPHAJI
yuyeTa BpeMeHH padoThl COTPYAHHKOB

(HaHMeHOBaHHe CTPYKTYPHOTO MOAPA3/ieIeHH)

BO BPeIHbIX U (MJIH) ONACHBIX YCJIOBHSAX TPyaa
3a 20 T.

(Mecsiin)




CypryTekuii rocy1apcTBeHHbI CMK CypI'¥ CTO-5.14.2-18

HUBEPCUTET
y P Tabeanb yyera HCIOJIb30BAHUS Penaxims Nel
Cucrema MEHeKMEHTa KauecTBa pabouero BpeMeHH ctp. 18 u3 18
JIMCT perucTpanuu U3MeHeHH
Cpoxu
Ne Conepxanue usMeHEeHUs U Homep P
Hara IMoanucek BBeJIeHUA
HU3M. €ro KOOpJAMHATHI NnpuKasa

HU3MCHCHUSA




