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1 ObJsiacTh NpUMeEHEHM S

Hacrosimee monokeHNe yCcTaHABIUBACTCS C IENbI0 CHCTEMATHU3alMH TpoIiecca
coopa u o00paboTku HHPOpMALMH O 3aTparax pabodero BpeMeHU pPaOOTHUKAMU
YHHUBEPCUTETA, ONpPEACIISACT MOPSIOK 3alOTHeHUs, (OPMUPOBAHUS M TPEIOCTABICHHUS
Tabens ydera MCHOJb30BaHUS pabouero BpeMeHHu (najnee — Tabenb), 0OTpabOTaHHOIO
pabOTHUKOM B HOPMaJbHBIX U (MJIM) BO BPEAHBIX U (MJIM) OMACHBIX YCIOBUAX TPyAa, U
pacmpocTpaHseTcsl Ha Bce CTPYKTYPHBIC MOApPa3IeTICHIsI YHUBEPCUTETA.

2 HopmaTuBHBIE CCHLIIKH

B HacTOsI111EM NTOJIOKEHNH HCTIOJIb30BAHbI CCHUIKU Ha CIEAYIOIIME JOKYMEHTHI:

— Tpynosou koxekc Poccuiickon denepanuu;

— Ilpuka3z Munpuna Poccun ot 30.03.2015r. No52n «O6 yrBepxkaeHun Ghopm
NEPBUYHBIX YYETHBIX JOKYMEHTOB U PETHCTPOB OyXrajaTepCKOro yuera, MpUMEHsSIeMbIX
opraHamMu TOCyAapCTBEHHOW BJIacTU (rOCYJAapCTBEHHBIMH OpraHaMu), OpraHaMHu MEcCT-
HOTO CaMOYIIpaBJI€HUs, OpraHaMu YMPaBICHUsI TOCYJAPCTBEHHBIMU BHEOIOKETHBIMU
dboHmamMu, rocyJapCTBEHHBIMHU (MYHULIUNAIBHBIMU) YUPEXKICHUSIMHU, © METOAUYECKUX
yYKa3aHUU 110 UX TPUMEHECHHIOY;

— Ilpukaz MunucrepctBa KynbTypbl Poccuiickoii denepanuum oT 25 aBrycra
2010r. Ne558 «O06 ytBepxaeHuu «llepeyHsi THUNOBBIX YNPABICHYECKUX aAPXUBHBIX
JOKYMEHTOB, 0Opa3yIolIUXCcsl B MpoLecce AEATEIbHOCTU TOCYIapCTBEHHBIX OpPraHOB,
OpraHOB MECTHOT'O CaMOYNPABJIEHUS U OpraHU3alui, C YKa3aHUEM CPOKOB XPaHEHHUS»;

— YcTaB yHUBEPCUTETA;

— KoteKTuBHBIN 1OTOBOP;

— [IpaBuia BHYTpEHHETO TPYIOBOIO pactopsiika paOOTHUKOB.

3 O003HaYeHUA U COKPALIICHUA

TK P® — Tpynosoii kogekc Poccutickoit @eneparuu.

IBTP — [IpaBuia BHyTPEHHEr0 TPYAOBOTO pacnopsiika pabOTHUKOB.

PaGoyee Bpemst — Bpems, B TEUEHHE KOTOPOro paOOTHUK B COOTBETCTBUHU C
MIpaBUJIaMH BHYTPEHHErO0 TPYAOBOTO paclopsiika ¥ YCIOBUSMH TPYAOBOTO JOrOBOpA
JOJIKEH WCHOJHATh TPYNOBbIE OOS3aHHOCTH, a TaKKe HHbIE MEePUOJIbl BPEMEHHU,
KOTOpble B COOTBETCTBUMM ¢ HacrosmuMm Kogekcom, apyrumu QeaepanbHbIMU
3aKOHAMM W WHBIMM HOPMAaTUBHBIMU NpaBOBbIMH akTamu Poccuiickoit deneparuu
OTHOCSTCS K paboueMy BpemeHHu (c1. 91 TK PD).

CayxeOHasi KOMaHIMPOBKAa — T0e37Ka pPAOOTHUKA IO PaACIOPSHKEHUIO
paboroaarensi Ha ONPECICHHbIA CPOK Il BBIMOJIHEHUS CIY>KEOHOTO MOPYYEHUs] BHE
MecTa MOCTOSTHHOU paboThl (cT. 166 TK PD).

Iporyn — otcyrcTtBue paboTHHKa Ha pabodyeM MecTe 0e3 YBaKUTEIbHBIX
NpUYMH B TEYeHUE Bcero pabodero JHsA (CMEHBI), HE3aBUCUMO OT ero (ee)
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MPOJOJDKUTENBHOCTH, a Takke B cllydae  OTCYTCTBUSI Ha paboyem Mecte 0e3
YBOXKUTENbHBIX TNPUYUH Oojee 4YeThbIpeX YacoB MOApPsA B TeueHue paboyero aHsS
(cmensl) (1. 6 cT. 81 TK PO).

BpemenHnasi HeTpPyI0CIOCOOHOCTHL — BpPEMEHHAs HEBO3MOXKHOCTh pPaOOTHHKA
UCIIOJIHATH TPYJOBbIE OOSI3aHHOCTH, B YAaCTHOCTH, B CBSI3U C €ro OO0JIE3HBIO, TPABMOU
WIM HEOOXOJAMMOCTBIO yXoAa 3a OOJBHBIM YJIEHOM CEMbH, KOTOpas JOJKHA OBbITh
MOATBEpXKACHA MEAUIMHCKUM JIOKYMEHTOM (JIMCTKOM HETPYIOCIMOCOOHOCTH B
AIIEKTPOHHOM BHUJIE WM Ha OyMaKHOM HOCHUTEIIE).

[Ipu BpemMeHHOI HETPYAOCTOCOOHOCTH paboToAaTellb BBHIJIAYMBAET PAOOTHUKY
nocobue Mo BPEMEHHOM HETPYJOCHOCOOHOCTH B COOTBETCTBUM C (eAepaibHbIMU
3akoHamu (cT. 183 TK PD).

HesiBka 1m0 HeBBbIICHEHHbIM NPUYMHAM — JHA OTCYTCTBUS pabOTHUKA Ha
paboTe 70 BBISBICHUS YBAXKUTEIbHBIX TPUULH;

HNHH - unenTudukallioOHHBIN HOMEp HaJIOrOIIaTeIbIINKA.

4 TloaoxxeHus
4.1 O01ue mMoJI0KeHu s

4.1.1 Tabenb mpuUMeHsIETCS AJIs1 yyeTa BpeMeHH, (hakTHUeCKH OTpabOTaHHOTO U
(un) HEoTpabOTAaHHOIO KaXKIbIM pPAOOTHUKOM YHUBEpPCUTETa, [JIsI KOHTPOJS 3a
coOnoiIeHneM paOOTHUKAMHU YCTAHOBIIEHHOTO peXuMa padodyero BpPEMEHH, IS
MOJIYYeHHs TaHHBIX 00 OTpaOOTaHHOM BPEMEHH, JJI PErHUCTPalldd JOTOJHUTEIBHBIX
CBEJICHHM O BpEeMEHM, OTPaOOTaHHOM paOOTHUKOM BO BPEIHBIX MU (WJIU) OIMACHBIX
yCIOBUSX TpyJAa, pacyeTa OrulaTbl TpyAa, a TaKXkKe JJIs COCTABICHUS CTATUCTUYECKOM
OTYETHOCTH IO TPYAY.

4.1.2 ns BeneHuss talenss B CTPYKTYPHBIX TNOJpa3[eieHUSX YHUBEpPCUTETa
pacnopsbKEHUEM — PYKOBOJUTENSI  CTPYKTYPHOTO — MOJApa3/efieHUusT  Ha3HayaeTcs
OTBETCTBEHHOE JIMIIO M3 4YHUCiIa PAOOTHUKOB 3TOr0 CTPYKTYPHOI'O MOJpa3JeieHusl.
Komnus pacnopsbkeHust 0 Ha3HAYEHUHM OTBETCTBEHHOTO 32 BEJIEHHE Talessl B CTPYKTYp-
HOM [O/Ipa3/ieJIeHUy MPEJOCTABISIETCS B OTHIEN KaJApoB YyHUBepcutTera. B ciyuae
HEBO3MOXHOCTH BPEMEHHO MCIOIHATh O0S3aHHOCTU MO BEJACHUIO TaOENbHOIo yyera
HA3HAYEHHBIM PAa0OTHUKOM PYKOBOAUTENIb CTPYKTYpPHOTO TOJpa3JIeJICHUs CBOUM
pacnopsbKEHUEM Ha ATOT MEepPUOJ Ha3HAYAeT OTBETCTBEHHOTO MCIOJHUTENS U CTaBUT B
M3BECTHOCTb OT/AEJ KaJpOB YHUBEPCUTETA.

4.1.3 K uucny o0s3aHHOCTEN paOOTHUKOB, OTBETCTBEHHBIX 32 TAOCIbHBIA YYET,
OTHOCSITCS (DYHKIIMU:

— OCYUIECTBJICHUE €KEHEBHOIO MOHUTOPHMHIa C perucTpauue B Tabene
(dakTHuecKku OTpabOTaHHOIO PabOoYero BpeMEHH Ha KaXKJI0ro pabOTHHUKA CTPYKTYPHOTO
MO/Ipa3/ieNIeHus;

— BEJCHUE YyueTa BpEeMEHM, (AKTUUECKHM OTPaOOTAHHOTO pPaOOTHUKAMU BO
BpPEAHBIX U (UJIM) OMACHBIX YCIOBUSX TPYa;
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— BHECEHHE COOTBETCTBYIOIIMX OTMETOK B Taleine O sBKax Ha pabory,
OTIO3/IaHUAX U HEABKAX C YKa3aHUEM MX MPHUUYMH, BpeMEHH, (DaKTHUECKH OTpabOTaHHOM
pabOTHUKAMM, 3aHATBIMH Ha paboTax C BPEIHBIMU U (MJIM) OMACHBIMU YCJIOBHUSIMU
Tpyna,

— BEJICHHE y4eTa ITaTHOrO COCTaBa paOOTHUKOB CTPYKTYPHOI'O MOAPA3/IeIICHNUS;

— BHECEHHE HW3MEHEHHMI, B paHee MpeJOCTABICHHbIA Tabelb, CBS3aHHBIX C
opopmieHueM mnpuemMa pabOTHUKOB, TIEPEBOJOB, YBOJIBHEHUH, MPEIOCTABICHUS
OTIIYCKOB U JIp.;

— KOHTPOJIb 32 CBOEBPEMEHHBIM MPEJOCTABICHUEM PAOOTHUKAMH CTPYKTYPHOIO
MO/Ipa3/ieNIeHusl JTUCTKOB O BPEMEHHOW HETPYIOCHOCOOHOCTH, CHPAaBOK O BBIMOJHEHUU
rOCY/IapCTBEHHBIX WJM OOIIECTBEHHBIX OOSf3aHHOCTEW M JAPYTUX JIOKYMEHTOB,
MOATBEPKAAIOLIMX NMPABO HA UX OTCYTCTBUE Ha paldoOTe;

— TpelnocTaBieHHe Tabens, colaepXkKallero CcBeleHus O  (aKTUUEeCKH
O0TpaOOTaHHOM BpPEMEHH, CBEPXYPOUHBIX dYacax paboThl, HAPYUIEHUSAX TPYAOBOMH
JOUCUUIUIAHBI U T.J.

4.2 Tlopsanok ¢popMHUpPOBAHUSA U NPEIOCTABICHU Ta0e A

4.2.1 PabOTHHUK, OTBETCTBEHHBbIH 3a TaOeNbHBIA YYET, OCYIIECTBISECT
€XKEeHEBHBII MOHUTOPHHI C peructpamnueil B Ttabene (akTHUECKH OTpabOTaHHOIO
paboyero BpeMeH! Ha KaKJ0ro pabOTHUKA CTPYKTYPHOTO MOAPA3ACICHHUS.

4.2.2 OtMmeTkn B Talene O MpUYMHE HESABKM Ha padbory, 00 ocoOoM pexume
paboThl U APYTUX OTCTYIUICHUSX OT HOPMAaJbHBIX YCIOBUHM TpyAa JEJaloTCs TOJIbKO Ha
OCHOBAaHUHU MEPBUYHBIX TOKYMEHTOB:

— JIUCTKA HETPYJOCTOCOOHOCTH;

— CIpaBKM O  BBINOJHEHUM  TOCYJApPCTBEHHBIX  HWJIM  OOLIECTBEHHBIX
00s13aHHOCTEN;

— TPYJOBOTO JIOTOBOPA IO COBMECTUTEIBCTRY;

— MPUKA30B O HAIMIPaBJICHUU B KOMaHIUPOBKY, MPEJOCTABICHUH OTIIYCKa U AP.

[Ipumeuanue — mpocTaBiieHHE OTMETKH O BpEMEHHON HeTpynocnocodHoctu «by B Tabene pomyckaercs
C YCTHOI'O COO6HIeHI/I$I paGOTHI/IKOM O NPpUYNHE HEABKU B CBA3HU C 0OJIC3HBIO C IMOCJICAYIOIIUM IMPECAOCTABIICHUEM
JIUCTKA HETPYAOCIOCOOHOCTH.

4.2.3 CdopmMupoBaHHBII B COOTBETCTBUHM C TPEOOBAHUSIMU HACTOSIIETO
MOJIOKEHUsT Tabeab Ha OyMakHOM Hocutene (B OJHOM 3k3eMIuisipe) B (opmarte A3
C BHU3aMH OTBETCTBEHHOI'O 3a BeJeHUE TaOENbHOTO Yy4yeTa W PYKOBOIUTEIS
CTPYKTYPHOI'O TMOJpa3JeieHUs] MOAJNEKUT COTJacoBaHUI0O C  paOOTHUKOM OTHefa
KaJIpOB U Mepeaye B yIpaBieHUE OyXTaaTepcKOTo yueTa U OTYETHOCTH.

[lpumeyanue — ecad B CTPYKTYPHOM TMOApa3[cieHUHM padoTaeT OAWH pPaOOTHHK (SBIISIOIIMICS
OTBETCTBEHHBIM 3a TaOCIbHBIN y4eT), TIOAMUCH 32 PYKOBOJIUTENSI CTPYKTYPHOT'O MOJpa3IelIeHHs TPOU3BOANTCS
TEM PYKOBOAUTECIIEM, B HCINOCPECACTBCHHOM IOAYMHCHUMU KOTOPOro HAXOAUTCA HOAHHOC CTPYKTYPHOC

nojpaszaeiacHue (TaHHbIH PaOOTHHK).
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4.2.4 OtuerHbli mepuon st (popMHUpOBaHUA Talens 3a MEPBYIO TMOJOBUHY
Mecana — ¢ 1 mo 15 gucno tekyuiero nepuoga. OTdeTHbI nepuon st opMUpOBaHUS
Tabesns 3a BTOPYIO MOJOBUHY Mecsia — ¢ 1 Mo MmocieHee YUCIO TEKYIIEro OTYETHOTO
IIepUoJa.

4.2.5 Cpoku npenocTaBieHUs TaOesi B yIpaBICHHE OyXTraJTepCKOro ydyera |
OTYETHOCTH:

— 15 4ucno tekymero mecsiua (3a mepebie 15 nHeW Tekylero mecsiua) — IS
pacueTa aBaHca 3a TEKYIIHI MecCHLI;

— 25 yucno (peBpanb, UIOHb U AeKadpb — 20 4KCII0) TEKyIIero Mecsua (3a Bech
TEeKYUIUI Mecslr) — nng  pacyera 3apabOTHOM IuIaThl 3a TEKYIIMH MECSIL;

[Ipumeuanue:

1) Ilpu coBmajeHWH CpoKa CAadd TaOeNls ¢ BBIXOAHBIM HJIM HEpaOOYMM Mpa3JHUYHBIM JTHEM Clada
Tabens IIPOU3BOJUTCA HAKAHYHC 3TOI'O JIHA.

2) B cnyuae HeoOX0omuMocTH HHGOPMAIUIO O CPOKAX ClIayM Talels yrpaBieHHE OyXraaTepcKoro yuera

1 OTYETHOCTH JOBOJIUT JIO CTPYKTYPHBIX MOAPa3ACICHUI Yepe3 yrnpaBieHue AeIaMu.
4.3 IlpaBuiia 3anmoJiHeHU s TA0 RIS

4.3.1 Tabenp cocTaBisieTcs MyTeM 3aMoJHEHHUS (OPMBI, YCTAHOBJICHHOM
MPUIOKEHUEM A K HACTOSIIIEMY MOJOXKEHUIO.

4.3.2 3anonHeHue Tabeass MOXKET OCYIIECTBISITECS YACTUYHO WJIM TOJHOCTHIO B
AIIEKTPOHHOM Bepcuu Talbensl ¢ mocleyollell nevyaTbio J0KyMeHTa. 3anucu B Tabene Ha
OyMaxHOM HocuTele (B TOM 4YHMCI€ M C YaCTUYHO BHECEHHBIMU JAHHBIMH)
MPOCTABIISAIOTCS aKKypaTHO IIAPUKOBOM WIJIM TeJeBOW PYYKOW YEPHOro, CHHEro WU
(buroseToBOro 1BETA.

4.3.3 VcioBHble 0003HaueHus1 (OyKBEHHOE KOJIHMPOBAHUE HESBOK PaOOTHUKOB),
MpUMEHSIEMbIE TPU 3aMoTHEHUU Talensl (CO CChUIKAMU HAa HOPMBI 3aKOHOJIATEIhCTBA)
MIPUBEICHBI B MPHIIOKEeHUHA b.

4.3.4 Ha Gnanke Tabesnst oTpakaeTcs clieayromiasi HHpOopMalus:

— HOMEp Talessl 3amoJHSAETCS B COOTBETCTBUU C MOPSAKOBBIM HOMEPOM TOTO
Mecs11a, B KOTOPOM OH COCTaBIISI€TCS;

— MepHUO/JI yUeTa UCIIOJIb30BaHUs paboYero BpeMeHH, HAaMMEHOBAHUE YUPEKACHUS
U CTPYKTYPHOTO NoJIpa3aeseHus B coorBeTcTBuu co Ctpykrypoit FO3I'Y;

— BUJ Tabens («IIEepBUYHBINY - MpU TNpeAcTaBieHHH Tabens 0e3 KaKux-audo
n3menenuit. Ilpu stom B mone «Homep KOppeKTHpOBKU» mpocTaBisieTcss nudpa «0»,
«KOPPEKTUPYIOIIMI» - TMpU MPEACTaBICHUU Tabenst C BHECEHHbIMH B  HETO
n3MeHeHusiMu. B sToM cnydae B mone «Homep KOpPpEeKTUPOBKM» MPOCTABISIOTCS
uuppel (HaumHas c «l») corjzacHoO MOPSAKOBOMY HOMEPY KOPPEKTHUPOBKH 3a
COOTBETCTBYIOLIU MEPUOI;

[MpumMeuanre — KOPPEKTUPYIOMMKA Tabedb HEOOXOAUMO OPOPMHTH W MPEACTABUTH NMPH OOHAPYKECHHH

(dakTa HeoTpakeHHs (HEMOJHOTHI OTPaXKeHHUs) CBEACHUW 00 yuere pabodero BpemeHH. JlaHHBIC
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KOPPEKTUPYIOIIEro Talels CayKaT OCHOBaHMEM JUIS Iiepepacyera 3apabOTHOM IIaThl 33  MECALIBI,
MPEIIIECTBYIOIINE TEKYIIEMY MECSIY HAaUMCACHUS 3apa00THOM TUIATHL

— y4eT (aKTH4eCKH OTpabOTaHHOrO paboyero BpEMEHHM Ha KaKI0ro pabOTHHKA
CTPYKTYPHOI'O MOAPA3ACICHHUS;

— JaTa MpeOCTaBICHUS Ta0ersl.

4.3.5 Tlpu dopmupoBanuu tabens B ctojdie 1 mpocTaBiseTcsl MOPSIKOBBIN
HOMeED, (pamMuiIst U MHULIMAJBI pA0OTHHUKA CTPYKTYPHOTO MOJpa3ieieHus B al(paBUTHOM
nopsiike, B ctonone 2 «YuetHoli HOMep» ykasbiBaeTcsi UHH pabGorHuka, B cronbiie
3 — HaMMEHOBaHHME 3aHUMAEMbIX MM JOJKHOCTH(EH), KOJIMYECTBO 3aHUMaeMOM(bIX)
cTaBkU(0K) (B cimydae oriauums ot 1,0 ctaBkm).

4.3.6 lna orpakeHuss nHopMauu o coOIOJIEHUN pexuMa paboyero BpeMeHH
MO0 Ka)/10My pabOTHHUKY MPETyCMOTPEHO JIBE CTPOKH.

4.3.7 Ecnu paOOTHUK SIBISIETCS BHYTPEHHUM COBMECTHTENIEM, TO B Talele ero
dbamMunus U MHULOMANIBI OYyIyT YKa3aHbl JBa pa3a C pa3HbIMU HAMMEHOBAHHUSIMU
nomxHocTer. Ilo omHOM mo3unuu OyAeT yU4TeHO BpeMsi OCHOBHOW paboThl, a 10 BTOPOM
— Bpemsi pabOThl MO COBMECTUTEIBCTBY C COOTBETCTBYIOIIMMHU YCIOBHBIMHU
o0o3HaueHusiMu. B ciydae ecnu gakruyeckoe Mecto pabOThl pabOOTHHKA HAXOJIUTCS B
JIPYroM CTPYKTYPHOM MOJpa3feieHUH, 3aliCh B TaOene Jelaercs OTBETCTBEHHBIM 3a
BeJIcHUE Talessl CTPYKTYpHOTO TMOApPAa3AeNieHHs, B IITAT KOTOPOro BKJIIOYEH 3TOT
pabOTHHUK.

4.3.8 Tlpu otpaxkeHun (aKTHUECKUX 3aTpaT paboyero BPEMEHHU B COOTBETCT-
Bytouiel rpade nomns «Yucna mecsiia» B Tabese yka3plBaeTCs:

— B BEpXHEH CTPOKE — KOJMYECTBO pabOUMX YACOB;

— B HIDKHEH cTpoke — (haKTHYeCKHUE SIBKM U HESIBKM Ha padoOTy, UCHOJIb3Ysl COOT-
BETCTBYIOILIME YCIIOBHbIE 0003HAYEHUSI.

4.3.9 Pabouune yackl i pa3IMYHbIX KaTeropuil pabOTHUKOB YHUBEPCUTETA OI-
peAeNAoTCs B COOTBETCTBUU C MpaBMWJIaMU BHYTPEHHETO TPYAOBOTO pacropsiaka
pabOTHUKOB YHUBEPCUTETA.

4.3.10 B cronbuax 4-18 u 21-36 oTpaxkaioTcsi B BepXHEH CTPOKE KOJIUYECTBO
pabouyux 4acoB, B HUXKHEH CTPOKE — COOTBETCTBYIOIIME YCJIOBHBbIE 00O3HaueHus. B
ciydae ¢akTa sIBKM Ha paboTy IMpocTaBisieTcsl yciaoBHOe o0o3HaueHue «dy». B ciyuae
HESBKM Ha paboTy MPOCTABISIETCS COOTBETCTBYIOIIEE YCIOBHOE 000O3HAUEHUE, a BEPX-
Hsi CTPOKA HE 3aIOJIHSIETCS.

4.3.11 B cronbue 19 «Htoro nneit siBok ¢ 1 mo 15» ykasbiBaeTcs B BepXHE
CTPOKE HUTOrOBOE KOJMYECTBO JHEW SBOK 3a MepBble 15 mHel Tekymiero mecsma. B
ctonbie 20 «roro queit HesBok ¢ 1 mo 15» yka3pIBaeTcsi B BEpXHEH CTPOKE UTOTOBOE
KOJIMYECTBO JIHEW HESIBOK 3a MepBble 15 gHel Tekymiero mecsana. HukHss cTpoka B
crosionax 19,20 ne 3anoaHseTcs.

4.3.12 Cronbusl 37-41 3amonHSAIOTCS HAa KOHEI OTYETHOTO MEpuojia 3a BECh
tekyui mecsu. B cronbue 37 «Bcero gHeit sSIBOK 3a Mecsl» YKa3bIBaeTCs B BEpXHEU
CTPOKE UTOTOBOE KOJIMUECTBO JIHEH SIBOK 3a BeCh TeKyluid Mecsil. B cronbie 38 «Bcero
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JTHEN HEesBOK 3a MECSI)» YKa3bIBACTCS B BEPXHEW CTPOKE MTOrOBOE KOJIMYECTBO JHEU
HEsBOK 3a BeCh TeKyluil Mecsi. HuxHsis ctpoka B cronbuax 37,38 He 3amoiHseTcs.
CronOupbl 39-41 3amoNHSIOTCS 3a MOJTHBIA TEKYIIUH MECSI TOJIBKO 10 HUKHEH CTpOKe.

4.3.13 Ecnu B TeueHHE y4ETHOrO NEpUOa B CTPYKTYpHOE MOAPA3AECIECHUE TIPU-
HUMAJHUCh (MEPEeBOAWINCH) HOBbIE pA0OTHUKHU, OHU MOJIEKAT 00s3aTeIbHOMY BKJIIOYE-
HUIO B Tabellb U BHOCATCS B KOHIIE CIHCOYHOTO COCTaBa pPabOTHUKOB CTPYKTYpPHOTO
nojipa3/iefieHusl Ha TeKyluid mecsu. Jlo AaTel NpuHATUS paOOTHHKA WU MEpPEBOjAA Ha
IPYTYIO JTOJDKHOCTh, @ TaKXK€ IOCJIe €ro YBOJbHEHHS CTAaBUTCS MPOYEPK B HUKHEU
CTpOKE.

4.3.14 Tlpm Hanmuuu uHbopmanuu (0T pabOTHHKA) O NPUYMHE HESIBKM Ha
paboty B Tabene ydyeta paboyero BpeMEHH IPOCTABISAETCS KO, COOTBETCTBYIOLIUN
MPUYMHE HESIBKH, COTJIACHO MPUHITHIM YCIOBHBIM 0003HAYEHUSAM IO HUKHEH CTpOKe, a
BepxHsis He 3anonnsercs. ([Ipunoxenue b).

B cnyuyae HesBkM pabOTHHKa Ha CBOe pabodee MECTO IO HEBBISICHEHHBIM
NpUYMHAM, [0 BBIACHEHUS OOCTOSTENLCTB HEsABKM pabOTHUKA, B Tabene yuera
pabouero BpemeHu rmnpocTaBisercs kox «HH», cormacHo mNpUHATBHIM YCIOBHBIM
ob6o3naueHusiM (IIpunoxenue b).

[locne BbIsICHEHMsI TIPUYMHBI HESIBKM pabOTHHKA Ha cBoe pabouee MecTo H
opopMJIeHHS  COOTBETCTBYIOIIMX  JIOKYMEHTOB  Ha  pa0OTHHMKa  MOAAeTcs
KOppeKkTupyromud  T1abenb yderta pabouero BpeMEHM B  COOTBETCTBUU  C
MPEIOCTaBICHHBIMU JTOKYMEHTAMHU.

B cinyyae HesBKkM pabOTHMKAa Ha cBoe pabouee MECTO MOCie JaThl CHadH
OTBETCTBEHHBIM JIMIIOM Talesi ydeTra padodyero BPEMEHHW OTBETCTBEHHOE JIUIO
COOOIIAeT B yIpaBI€HUE OYXTaJTEPCKOTo y4eTa U OTUETHOCTH O OYIYIIUX U3MEHEHUIX
B CJJaHHBIN Tabesb yyeTa pabouero BpeMeHH.

Taxxke xon «HH» mpocrasnsiercs B ciydae HENPENOCTABICHUS JTOKYMEHTOB,
MOATBEPAKAAIOUIUX PUUUHY OTCYTCTBUS paOOTHUKA HA paboyee MECTO.

4.3.15 B cnydae ecnu uHpopmalis o HesiBKe pabOTHUKA Ha cBOe pabodee MecTo
CTajJla M3BECTHOW TIOCJE€ JaThl MPEJOCTaBICHHS Talelass U HE COOTBETCTBYET
MPOCTaBJIEHHON B Tabesje OTMETKE, OTBETCTBEHHBIN 3a TaOelbHBIA yyeT MHGOPMHUPYET
yIpaBiieHue OyXTraJITepCKOro y4eTa W OTYETHOCTH O HEOOXOAMMOCTH KOPPEKTUPOBKHU
JaHHBIX O (paKTUYECKU OTPabOTAaHHOM PabOUYero BpEMEHH.

4.3.16 Bpemennas HerpyaocnocoOHocTh (b) B Tabene oTmedaeTcs 1Mo HIDKHEH
CTpPOKE Ha OCHOBAHHMU JHUCTKAa BPEMEHHOW HETPYAOCIOCOOHOCTH, a TAKXKE B CIyyasx,
yKa3aHHBIX B NMpUMEUYaHUU IL.I. 4.2.2, KOTOPBIA MepeJaeTcss B yrnpapleHue Oyxranrep-
CKOTO y4€Ta M OTYETHOCTH B TOT K€ pabo4uil 1eHb, KOTJa OH ObLI MPEeJIOCTaBIEH pa-
OOTHUKOM MpH MOSIBIEHUU Ha paboyem mecte. B maHHOM ciiyyae HEOOXOIUMO MPOBEC-
TH KOPPEKTUPOBKY Tabess 3a MPOIIEIIINI OTYETHBIM NMEPHOJ ¢ OTMETKaMH JIHEW Bpe-

MEHHOW HETPYAOCTIOCOOHOCTH.

4.3.17 Otnyck no 6epemenHoctd u pojam (P), ormyck mo yxomay 3a pebeHKOM
(OXK), ornyck 0e3 coxpanenust 3apabotHoil wiarel (A, O3) B Tabene oTpa)karoTcs MO
HIDKHEW CTpPOKE B KAJCHIAPHBIX ITHSIX METOJOM CIUIOIIHON pEerucTpaiuu, TO €CTh,
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BKJIIOYAsl BBIXOJIHbIE M Hepabouue Mpa3JIHUYHBIE HHU, COIVIACHO NpUKa3zy peKTopa
YHUBEPCHUTETA, IPU ITOM BEPXHsISl CTPOKA HE 3aIOJIHIETCS.

4.3.18 B ciyuyae paOoTbl Ha YCIOBUSIX HETIOJIHOTO pabo4yero BpeMeH! BO BpeMsi Ha-
XOXKIACHUS B OTIYCKE M0 YXOJy 32 peOCHKOM B Tabesie MPOU3BOJATCS OTMETKHU ciie-
AYIOIHUM 00pa3oMm:

— B BEpXHEW CTPOKE KOJIMYECTBO pabOYUX YaCOB;

— B HWKHEH CTpOKE — yCcIOBHBIE 0003HaueHus B Bujie 1poou OXK/O.

4.3.19 JHenb (aun) OCBOOOXKJIEHUS OT paboThl s IIPOXO0KICHUS
JUcCnaHcepu3aluu pabOTHUKY B Tabene ydera pabodyero BpEMEHH OTMEYaeTcs
(otmeuarorcs) mo HUKHEH crpoke komoM «JIC» Ha OCHOBaHMM  NMHUCHMEHHOIO
3asBIeHUS paOOTHWKA, TpPH OTOM JIeHb (JHU) OCBOOOXKACHUS OT pPadOThHI
COTJIaCOBBIBAETCS (COTIACOBBIBAIOTCS) C PEKTOPOM YHUBEPCUTETA H/WIIM YIIOTHOMOYEH-
HBIM JIULIOM.

4.3.20. [1ns1 paOOTHUKOB, UMEIOIIUX PabOTy MO BHYTPEHHEMY COBMECTUTEILCTRY,
IIPU HAIMpaBJIECHUU UX B CIYKEOHYI0 KOMaHIUPOBKY MO OCHOBHOMY MECTy palOThl, B
Tabene ydera pabo4ero BPEMEHM MO COBMECTHUTEILCTBY MpocTaBiseTcs koa «K» unum
«A» 0e3 ykazaHus OTpaOOTaHHBIX YacoB HAa OCHOBaHUM TMpUKa3a peKTopa
YHUBEPCHUTETA.

4.3.21 [TponomKUTENBHOCTh pabouero TTHS, HETOCPEICTBEHHO
MPEAIIECTBYIONIEr0o HepaboyemMy Mpa3IHUYHOMY JHIO, YMEHbBIIAeTCsl HAa OAMH 4Yac.
HepaGoune npazgHuyHble HH, TPUXOASIINECS HA MEPUO €KErOJHOT0 OCHOBHOTO WITU
€XEeroHOro JOMOJIHUTEIBHOTO OIIaYUuBAEMOT0 OTIYCKa, B YMCIO KaJeHAApHBIX JHEH
OTITyCKa HE BKJIIOYAIOTCH.

4.3.22 Jlns paOOTHHUKOB, UMEIOIIMX KJAcC yCIOBUH Tpyda 3.2 mo pe3yibTaram
CHEIUaNIbHOW OIEHKM YCIOBUU TpyAa, yYeT UCHOJb30BaHUS pabodyero BpeMeHH

BEJIETCs B Tabele CIeyoIuM 00pa3oM:

— B BEpXHEW CTPOKE KOJIMUYECTBO PabOYMX YACOB B HOPMAJIbHBIX YCIOBHSIX;

— B HIJKHEH CTPOKE — YCJIOBHOE O0O3HAYEHHME C KOJIMYECTBOM OTPaOOTaHHBIX
4acoB BO BPEJHBIX YCIOBHUSAX B BHJEe Apoou BP/konamuectBo paboumnx vacoB, oTpado-
TaHHBIX BO BPEAHBIX YCIOBUSX.

Ecnmu paGoTHUK TpyAUTCS BO BPEAHBIX M (MJIM) OMACHBIX YCJIOBHUSAX TpyJda HE
KOKIbI pabounii JIeHb, TO B JHU C HOPMAJIBHBIMH YCJIOBHSIMH Tpyda B TaOene B
HUKHEH CTpOKe MpUMEHseTcs OykBeHHOe koaupoBaHue @, a B BEPXHEH KOJIMYECTBO
pabounx 4acos.

4.3.23 ]JIns BemeHus: yueta pabouero BpeMEHH B HOYHOE BpPEMsl 3alHCh JCNIaeTCs

CJIEYIOLIUM 00pa3oM:

— B BEpXHEHW CTpoKe KOJMWYECTBO pabouyux yacoB B gHeBHoe BpeMmsa (¢ 06:00 mo
22:00);

— B HIDKHEW CTPOKE — YCJIOBHOE O0O3HAUEHHUS C KOJIMYECTBOM OTPaOOTaHHBIX
4acoB B HOUHOE BpeMsl B Buje Apoou H/konnuecTBO pabounx 4acoB B HOUHOE BPEMSI.

4.3.24 ]Jlna BeaeHus ydyeta paboyero BpPEMEHU CBEPXYpOUYHOUW pabOThI 3amuch

J€JIAaeTCsl CIETYIOIUM 00pa3oM:

— B BEpXHEW CTPOKE KOJIMUYECTBO PabOYMX YACOB B HOPMAJIbHBIX YCIOBHSIX;
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— B HIDKHEH CTpOKe — YCIIOBHOE 00O3HAu€HHE C KOJIMYECTBOM OTPabOTaHHBIX
4acoB CBEPXYpPOUHOIl paboThl B Buje Apobu C/KonuyecTBO paboynX 4acoB CBEPXYpOU-
HOU paboTBHI.

4.3.25 Tlpu HEOOXOOUMOCTHM BHECEHHS HW3MEHEHUH B Tabenb JOMYyCTUMO
MPUMEHSTH OJIMH U3 CJIEIYIOIINX CIIOCOOO0B:

— HEKOPPEKTHO BHECEHHBIC JaHHbIC 3aY€PKUBAIOTCS, a HAJ HUMHU YKa3bIBAIOTCS
BepHbIE JaHHble. [Ipu OTCYTCTBMM BO3MOXKHOCTH (MECTa) yKa3aTh HOBBIE JIaHHbBIE
NpsIMO HaJl 3a4EPKHYTHIMU JaHHBIMH, BEpHbIC JaHHbIE MOKHO IIPOCTABUTH PSIAOM WITU
CHHU3Y Ha CBOOOJHOM TOJI€ JIUCTA. 3a4epKUBAHUE MPOU3ZBOJIUTCA OJHON YEpPTOM, YTOOBI
MOXXHO OBUIO TpOYECTh HCIHpaBiieHHOe. McnpaBieHue AOMKHO ObITh OroOBOPEHO
HAJIUCBIO «UcHIpaBieHoy», noarsepxaeHo ®.M.0O. u noanuceio auna, OTBETCTBEHHOTO
3a TabeNbHBIN y4YeT B CTPYKTYPHOM MOJpa3/ieJIeHUH, a TaK)Ke MIPOCTaBJIeHa /1aTa BHECE-
HUS UCTIPABJICHUS;

— BHECEHUE U3MEHEHUH B Tabesib 0OPMUTH B BUIE KOPPEKTUPYIOLIETO TaOesl.

4.3.26 llepeBon paboTHHMKA Ha JAPYTyI0 JOKHOCTH B TOM K€ CTPYKTYPHOM
MOJIpa3/ieJIeHuH, NEPEBOJI €r0 B APYroe CTPYKTYpHOE MOJpa3/eieHre OCYIIECTBISIETCS
TOJIbKO Ha OCHOBaHMU IpHUKa3a o mnepeBojie. B ciayuae ecian paObOTHUK ObUI MepeBesieH
Ha JPYTyl0 JTOJDKHOCTH B TOM JK€ CTPYKTYpPHOM TNOJpa3lelieHuu mnocie l-ro uucia
OTYETHOTO MECsIa, MPOCTABISIIOTCA YCIOBHOE 00O3HAYEHUE M KOJIMYECTBO paboumx
4acoB B COOTBETCTBYIOIIUX CTPOKAxX MO COOTBETCTBYIOIIEH MpPEKHEW JOHKHOCTU 10
MOMEHTa MEepeBO/ia, W JeNlaeTcsi 3aMeTKa O MEePEeBOJE «IEPEeBOJl Ha JOJKHOCTh ... C
aa.mMm.IT.». Huxe BHOcUTCs 3anuch ¢ ykazanuem @.1.0., HOBOM AOTKHOCTH, 1aThl Ha-
yasia paboThl B HOBOM JOKHOCTH, M MPOCTABIISIIOTCS YCIIOBHOE O0O3HAYEHHE U KOJIU-
4ecTBO paboyuX 4acoB B COOTBETCTBYIOIIMX CTPOKaxX ¢ MOMEHTa nepeBojaa. Ecnu  pa-
OOTHUK OBLT MEPEBE/IEH B APYroe CTPYKTYPHOE MOAPA3ACICHNUE IeaeTCsl MOMETKa «Iie-
peBelieH C JIJ.MM.IT. B «IIOApAa3AelIeHHe» Ha JOJDKHOCTD ...». B HOBOM CTpyKTypHOM
MO/Ipa3/ieNIeHuu y4eT pabodyero BpeMeH! Ha HOBOro pabOTHUKA BEAETCS CO JHS BBIXOJa
paboOTHHKA HA HOBOE MECTO COIJIACHO MPUKa3y O MEePEBOJIE.

4.3.27 Ilpu nepeBojse pabOTHUKA B JIPYroe CTPYKTYpHOE MOAPA3ACICHUE WU
YBOJIbBHEHUH B TEYEHHE OTYETHOT'O MECsIla CBEICHHS O TaHHOM PaOOTHUKE MUCKIIIOYAIOT-
sl U3 Tabens CTPYKTYPHOIO MOAPa3IesieHUs CO CIeAYIOLEro Mecsiia.

4.3.28 Jlis CBOEBPEMEHHOTO U TIIOJHOTO pacuera 3apa0OTHOM TUIaThl Ha
YBOJIBHAIOMIETOCS. pa0OTHHMKA  3alOJIHAETCS  OTAENbHBI  Tabenb, B  KOTOPOM
MPOCTABIISAIOTCS OTMETKU O  SIBKaX WMJIM HEIBKax Ha paboOTy ¢ yKa3aHHUEM KOJUYeCcTBa
paboyux 4acoB JJaHHOTO pa0OTHHKA C TIEPBOTO YKCIIA TEKYIIEro Mecsla Mo MOCIeIHUN
pabouuit nenp (BkirounTenbHO). Ilocnennuil neHb ero pa®oThl OyneT SBISATHCA JHEM
yBOJIbHEHHs. Tabellb Ha YBOJEHHOTO pa0OTHHKA MPEJOCTAaBISIETCS B YIpaBieHUE
OyXraaTepcKoro ydeTa W OTYETHOCTM HE TMOo3JHee Tpex padouMx JHEW J0 JaThbl
YBOJIbHEHHS.
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lgzpunomenne b (cnpaBouHoOe)
CJIOBHBIE 0003HAYEHHUS 115
TabeJsisl yueTa uCnoJib30BaHNsl pado4ero BpeMeHH

Kon
OYKBEHHBIH | 1M(pOBOH
[IpoomkuTenbHOCTh paboThI B JHEBHOE BPEMs A 01
[TponomxuTenbHOCTS pabOTHI B HOYHOE BpEMsI H 02
[Tpo1omKUTENbHOCT PabOTHI B BBIXOJHBIE U Hepabouue, Npa3aHUYHbIC PII 03
TTHU
City>xeOHast KOMaHIMPOBKa K 04
[ToBpItienne kBamM(pUKAIUK ¢ OTPHIBOM OT pabOThI K 05
[oBbIIeHNE KBATM(PUKALMN C OTPHIBOM OT PabOThI B IPYroil MECTHOCTH M 06
ExeromHplii OCHOBHOM OIJIAYMBAEMBIN OTITYCK (0] 07
E>xxeronsbnii JOTIOJTHATEIIbHBIN OITAYMBAEMBIN OTILYCK o 08
(cT. 117,118,119 TK PD) al
JIONOJTHUTEIIBHBIHN OTITYCK B CBSI3U C O0YUEHHUEM C COXPAaHEHHEM CPEIHETO oy 09
3apa0oTKa pabOTHUKAM, COBMEIIAIOIIM paboTy ¢ 00ydeHueM
CoxkparieHHast ~ MPOJOJDKUTEIBHOCT,  pabodero  BpeMEHH IS
oOyJarormmxcsi 6€3 OTphIBa OT MPOU3BOICTBA C YACTHYHBIM COXPAaHEHUEM YB 10
3apa0OTHOM IIJIaThI
JIOTIONTHUTENLHBIA OTIYCK, B CBSI3M C OOydeHHEeM 0e3 COXpaHeHHs VI 11
3apaOOTHOM IIJIaThI
Otnyck mo GepeMeHHOCTH M pojaM (OTIIYCK B CBSI3U C YCHIHOBJICHHEM P 12
HOBOPO’KJICHHOTO peOCHKa)
OTmyck 1o yXo/y 3a peOSHKOM JI0 JOCTHKEHHUS UM BO3pacTa TpeXx JieT OX 13
Otmyck 0e3 coxpaHeHHs1 3apa0OTHOM IUIAThl, MPEIOCTABICHHBIN A 14
PabOTHHKY I10 pa3peIIeHUI0 padoToIaTelIs
Otnyck  0e3  coxpaHeHuWss  3apabOTHOM  IUIaTBl B CIydYasX, 03 15
MIPETyCMOTPEHHBIX 3aKOHOIATeIILCTBOM (cT.128 TK PD)
JImuTeNbHbIN OTIyCK Negarornieckux padboTHukos (cr. 335 TK PD) A0 16
Bpemennas HeTpymocrnocoOHOCTh (KpoMe CiTydaeB, MPETyCMOTPEHHBIX B 17
ko7oM «T») c Ha3HaYeHHEM TTOCOOMS COTJIACHO 3aKOHOIATENILCTBY
Bpemennas HeTpynocnocoOHOCTh 0€3 Ha3HAYEHHs MMOCOOMsST B CITydasx, T 18
MIPEyCMOTPEHHBIX 3aKOHOIATETIECTBOM
Bpemsi BBIHYKIECHHOTO TIporyjia B cCiydae IpPU3HAHHUS YBOJILHECHHSI,
MepeBo/ia Ha IPYryro paboTy WM OTCTPAHEHHUS OT PadOThl HE3aKOHHBIMHU I1B 19
C BOCCTAHOBJICHHEM Ha MPEKHEN padboTe
HeBbIxo161 Ha BpeMst HCTIOJTHEHHS TOCYIAPCTBEHHBIX MIIM OOIIECTBEHHBIX r 20
00s13aHHOCTEH COTIIACHO 3aKOHOIATEIILCTBY
[Iporymnel (oTCcyTCTBHE Ha paboueM MecTe 0e3 YBaKUTEIbHON MPUUKHbI B n 71
TEUCHNE BPEMEHH, YCTAHOBJICHHOTO 3aKOHOIATENTHCTBOM)
[TponomKxuTebHOCTS PadOTHI B PEKUME HEIMOJHOTO pabouero BpeMEeHH
[0 WHUIMATHBE paboTojarens B  CIOydasX, HPEeTyCMOTPEHHBIX HC 22
3aKOHO/ATEIILCTBOM
BbixoHble 1o 11 HepaOoune pa3HUYHbIE JHU B 23
JIOTIONHUTENIFHBIA ~ OTIYCK € COXpaHEHHeM 3apabOTHOM  IUIaThl OB 24
(B COOTBETCTBUH C KOJUIEKTUBHBIM JIOTOBOPOM)
HesiBKM 110 HEBBISICHEHHBIM ITPUYMHAM HH 25
Otcrpanenus ot paboThl (HEIOIMYIIEHHE K paboTe) C OIIaToi (rmocoduem) HO 26
B COOTBETCTBUH C 3aKOHOJIATEIIECTBOM
Otcrpanenue ot padoThI (HemoIyIeHne K paboTe) 1Mo mpuauHaM, peay- HE 27
CMOTPECHHBIM 3aKOHOJATCIIECTBOM, 0€3 HAaUHCIICHHS 3apa00THOM TUIAThI
BbixoqHoil feHb pabOTHHKY, OCBAaMBAIOLIEMY HPOrpamMMy IOJIOTOBKU
HAYYHO-TIC/IATOTUYECKUX KaJpOB B acCMHUpaHType (AIBIOHKTYpE) TI0 BY 28
3a0uHoi popme ooyuernus (ct. 173.1 TK PD)
JleHb oTpIXa 3a paHee OTPabOTaHHOE BPEMS B BBIXOIHOM MM HEpaOoqmit OT 29
TIPa3HUYHBIN JCHb
Yacker cBepXypouHO# paboThI C 30
DaKTUYECKH OTPAOOTAHHBIC YAChI D 31
[IpoomKuTenbHOCTh (aKTUUECKH OTpaOOTaHHOIO BPEMEHU BO BPEIHBIX BP 39
1 (MJIH) OTIACHBIX YCIIOBHSIX TPy/a
Jlenp (1HM) OCBOOOXKAEHHS OT PabOThI sl MPOXOXKICHUS AUCIAHCEPH- JAC 33
3aiuu (1. 185.1 TK P®D)
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OcHoBanue s paspadorku: [lnaH pa3paOoTKM M aKTyalIM3alMy JOKYMEHTAIUU
cucTeMBI MeHeHKMEHTa kKadecTBa yHUBepcuTeTa Ha 2019 rog Ne ITJI1 02.01.00/15-2019

(HaI/IMCHOBaHI/IC, Jlata 1 HOMEp I[OKyMCHTa)
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JIMCT 03HAKOMJICHHUSA

C monokeHnueM 03HAKOMIJICH:

®dam nWinsg, NHUIHNAJbI

JlaTra o3HakoMIIEeHUS
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JIMCT perucrpanuu u3MeHEeHU

Homepa cTpanuig OcHoBanmue 151
Homep Bcero H3MEHEHHs ¥ TONChH
H3MEHeHUsT e James | Ay mpo- CTpaHuIl HAara JIMNa, MPOBONBLIETO
HEHHBIX HEHHBIX | BaHHBIX HOBBIX » P
H3MEHEHHUsI
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