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NOJIOXKEHNE

0 CYMMHPOBAHHOM y4eTe pabouero BpemMeHH
1. O0mMe noaoxeHun

1.1. CyMMHUpOBaHHbBIH Yy4eT BBOJIMTCS IPH BLIUIONHEHUM OTHEBHBIX BHAOB PadoT. rie 1o
yCJOBUAM paboThl HE MOXeT ObITb COONIONEHA YCTaHOBJIGHHAs AN JaHHOW KaTeropuu
pabOOTHUKOB €XEAHEBHAs HJIM €XEHEJeNbHast MPOJOKUTENBLHOCTE pabouero BpEMEHH.
[Tepeuenp nOMKHOCTEH PaOOTHUKOB, MO KOTOPbIM YCTAHABIMBACTCS CYMMHPOBAHHbBIH yuetr.
ykazaH B npusoxeHud No 1 k HacTosieMy [lonoxkeHuro.

1.2. IlpoaomKUTeNHOCTE YYCTHOIO NEPHOAa B YUPEXKACHUM [Jis BCeX KaTeropui paboTHUKOB.
N0 KOTOpPBIM [TPUMEHSIETC CYMMMPOBAHHBIM YYeT, YCTaHaBJMBACTCS JIOKATBHLIMH aKTamu
YHHUBEPCHUTETA. YUETHBIH [EpHOJ OXBAThIBAET pabouee BpeMs, B TOM YHCJIe 4achl paboThl B
BBIXOJIHBIC U Hepabouue NMpa3iHUYHbIE HU, U BpeMsi OTIBIXA.

1.3. CymmapHas NpOAOJDKHUTENBHOCTh pabouero BpEMEHH B TEYCHHE YYETHOrO Mepuona He
JIOJDKHA TIpEBBIIATH HOPMAJIBLHOrO 4Kcia paboyux 4acoB 3a 3TOoT nepuod. llpu >71oMm
€XEeJIHEBHAs U €XEHEAENIbHAs 11POACIKHTENLHOCTL padoyero BpeMeHHu no rpauky CMEHHOCTH
MOXET B OINpPEAENEHHBIX IIpe/e/lax OTKJIOHSITLCS OT HOpMbl paboyero AHs U padodci Helesiu.
Henopabotka (mepepaboTka) A0/KHA OBITH CKOPPEKTHPOBAHA B YCTAHOBJICHHBIH Y4YETHBIH
NeprojL, YToObl cymMMa OTpabOTaHHBIX YACOB HE MpeBbHlAa HOPMY pabOYMX YACOB YUETHOTrO
repuosa.

1.4. Pabouee BpeMsl ¥ BpeMs OT/bIXA B paMKax YUYETHOI'O NEpHOAA PerinaMeHTUpyercs 1paduKoM
CMEHHOCTH, KOTOPbIH YTBEPXKAACTCS PEKTOPOM YHUBEPCHTECTA.

1.5. Ilpu npueme Ha paboTy, rae NpPUMEHSETCs CYMMHUPOBAHHBIR ydeT, MMepBbIM JIHEM YUYETHOIO
NIEpUOa SIBJISIETCS JE€Hb NIpUeMa Ha paboTy.

1.6. Ilpn yBosnbHEHHH ¢ pabOThl, I'/le NMPUMEHSETCS CYMMHMPOBAHHBIH YUeT, MOC/IEIHHM JIHEM
YUYETHOrO NEPHO/Ia ABJISETCH AEHB YBOIBLHEHHS.

1.7. llpm BpemeHHoM nepeBoAe pabOTHHKA Ha JApyryr paboTy., Trie npuMeHsieTcs
CYMMHPOBAHHBIH y4Y€T, YYETHBIA Mepuoa OyleT PaBHITLCS KAICHIAPHOH MPOLOMKUTENBHOCTH
Neperoaa Ha Apyryro paboTy (Co AHS Hayana nepeBojaa ro JeHb €ro OKOHYaHHS BKJIFOYMTEIILHO).
1.8. Ilpu BpemMeHHOM repeBoje pabOTHUKA ¢ pabOThI, I'/Ie NPUMEHSETCSI CYMMHPOBAHHBIH ydeT.
Ha Jpyryro paboTry, rlle CyMMHPOBAHHbIH y4eT He NMPUMEHSIETCS, KajieHJIapHOoe BpeMs TaKoro
nepeBoja (Co JiHs Hayana IepeBoja No JeHb €ro OKOHYAHHWS BKJIKOUMTEIBHO) HCKAIYAETCS U3
YUYETHOTrO NepHoa.

1.9. Hopma pabouero BpemeHH OnpeaeNsercs B COOTBCTCTRHH ¢ [IPOM3BOCTBEHHbBIM
KaJ€H/IapeM Ha Kaxbld KaleH/Japtbli rof, ¢ VUCTOM OUpaHHUYCHHH 10 11POAOSIKUTENBHGU TH
paboyero JHs., paboyed Heue/NM W JAPYrHX OIpaHUYEeHUH NPOAOMKHTEILHOCTH pabdoyero



BPEMEHH., YCTAHOBAEHHBIX [pynoBbiM koaekcom PO, Hopmaisioe vieio padouuN vacos 3
YUYETHBIN NEPUOJ ONPEAEISAeTCs HCXO/Is H3 YCTAHOBJICHUON /s AaHHOH Kaleropiid pabuTHUKOR
€AEHENECTBHON [POJIO/DKUTEILHOCTH paboyvero BPEMEHM B COOTBETCTBMU ¢ TpeboBaHHSIMHU
crarb 104 Tpynosoro konexca Pd. Jlns paboTatolinx HenoaHbi UKW COKpallieHHbIH pabounii
JeHb (CMEHY. HEJ/IeJI0) HOpMallbHOE YMCII0 pabouMux HYacoB 3a )"’HGTHb]IZ 1IEPUOJL COOTBETCTBEHHO
YMEHBILAETCS.

2.-llopsaok yuera paboyero BpeMeHHU

2.1. OTpaboraHHoOe BpeMs NpPH CYMMHPOBAHHOM yueTe OIpeaeiIsior ¢ MOMEHTa (PaKkTHHeCKor s
Hayajla BBIIOJIHEHMS pabOTHUKOM TPYAOBbIX 00s3aHHOCTEH Ha onpeae/ieHHOM eMy pabodem
MecTe U 10 MOMeHTa GakTHUECKOro 0cBOOOKAEHNS 0T padOoThI.

2.2. Yyet paboyero BpeMEHU OCYILECTBISAETCS TOMECSYHO Ha OCIIOBAHHM BeAeHHs Tabens yuera
UCIION1b30BaHUs paboyero BpeMeHHu (jlajee — tabens).

2.3, OO6s13aHHOCTH MO BENEHWIO Tabesst BO3JArardTCss Ha PYKOBOJAMTENS CTPYKTYPHOIO
OJpa3iesieHus, Ipyroro jula, OTBETCTBEHHOIO 3a BelcHHE Tabens B MOAPa3ACIIeHUMU.

2.4. Yyer ucnosap30BaHus pabouero BpeMEHM OCYLIECTBIISIETCS B Tabesle METOJIOM PErHCcTpauuy
SIBOK W HESABOK 3@ KaxAblid pabouuil JeHb (CMEHY) HE3aBUCMMO OT BMUAa ydeTa pabouero
BPEMEHHU.

2.5. Tlo kaxaoMy CHHCOYHOMY pabOTHHUKY, a Takxe pabOTHHUKY, IIPHHATOMY Ha paboTy no
COBMECTHTENLCTBY M3 APYrod opranuzaluu, B tabesie A0HKHBI OBITH 3alI0JHEHBI Cle/YIOllHe
PEeKBU3UTHL: TabeIbHBIA HOMeEp, haMuiinsg, MMs, OTYECTBO, Mpodeccus (JIONKHOCTL), UHUCIIO
oTpabOTaHHbIX JHEH, YHUCI0 OTPabOTaHHbIX YAaCOB, B TOM UMCJIE HOYHBIX, CBEPXYPOUHBIX, YaCOB
paboThl B BBIXOJHbIE W Hepabouue Mpa3JiHUUHbIE JIHW., YHCIIO JHEH HESBOK, B TOM YMCAE MO
IIPUYMHE BPEMEHHOH HETPYA0CNOCOOHOCTH, OTITYCKA U T. 1.

2.6. OT™eTku B Tabesie 0 MpUUXHAX HESIBOK Ha paboTy. o paboTe B pexuMe HernojHoro pabouero
IHSI, O CBEPXYpPO4YHOH paboTe M JApYrux OTCTYMJIEHUSIX OT HOPMaJbHBIX YCIOBUH paboThI
JO/OKHBI OBITH CAeMaHbl Ha OCHOBAHUM MOATBEPXKAAOLIMX JOKYMEHTOB, O(GOpPMIEHHBIX
HaanexaluM  oOpa3oM  (JIMCTOK  HETPYAOCNOCOOHOCTH,  ClpaBKka O  BBINOMHEHHH
rOCY1apCTBEHHbBIX MJIM OOILECTBEHHbBIX 00S3aHHOCTEH, 1IpUKA3 O MPEeLOCTaBICHUH OTIYCKA U

T. 1L.).

2.7. Tabenb cocTaBAsAETCsS B OJHOM 3K3EMIUISIPE PYKOBOJMTENAEM [HOAPA3ACACHUS HIM APYTHM
OTBETCTBEHHBIM JTMLIOM M KOHTPOJIMpYyeTcs: pabOTHUKOM OT/iefa KaJpos.

2.8. Brmouenue B Tal0esb pabOTHUKOB M WCK/IIOUYEHHE W3 HEro NMpPOM3BOJIMTCS HA OCHOBAHMH
CIIEAYIOLUX JOKYMEHTOB 110 YUETYy KaJpOoB: MpHKa3 O npuemMe padoTHHUKA Ha paboTy, npukas o
nepesosie paboTHHMKA Ha Apyryro paboTy, IpuUKa3z O MpeKpalleHWH JEeHCTBHUS TPYILOBOIoO
JIOTOBOpA ¢ pabOTHUKOM.

2.9. Tabeny mnocne NOANUCAHWUA PYKOBOJAMTESEM [MO/PA3JCICHHUS W YTBEPHCHHS PEKTOPOM
nepeaaercsi B OyxraaTepHIoO yHHBEPCHUTETA.

2.10. llpuBneucHue pabOTHUKOB K CBEPXYypOouHOH pabore. paboTe B BbIXOMHbIE U Hepabouue
Npa3/IHHYHbIe [AHW [POU3BOJAMUTCS B Cayvasx W NOpsakKe, MpeJlyCMOTPEHHBIX TPYAOBbIM
3aKOHOATeNbeTBOM Poccuifckoit Menepauvi. Ha OCHOBAHMM MPHKA3a PEK1Opa YHHBEPCUTETA.
[ToaroToBka npoekra npukaza ocyulecTisietcs paboTHHKOM 0T Aena Kalpos.



3. O6a3aHHOCTH JOKHOCTHBIX JIHIL [IPU CYMMHPOBAHHOM Y4ueTe padodero BpeMeHH

3.1, CyMMUpOBaHHbI ydeT OCYLIECTBISETCS HAa OCHOBAHMM JTaHHLIX Tabens  yuera
MCIIOJIb30BaHKs pabouero BpeMEHH U BEJIETCS Ha KAXA010 pabOTHUKA 1TOMECAUHO.

3.2. Pyxkopoaurtens nojapaszfefieHus, rie NPUMEHSAeTCs CYMMHPOBAHHBIH yYUeT. Ha OCHOBaHW
JlaHHBIX 00 0TPabOTAaHHOM BPEMEHH 00eCIEeUHBALT:

3.2.1. mpoJIoNKHUTENBHOCTL PAadOUYEro BPEMEHH KaXKA0ro pabOoTHHUKA 3a yYETHBIH MEePHOM. HE
[PEBBILIAIOIIY 0 HOPMbI pabOYMX 4acoB;

3.2.2. npenocTaBieHUe B paMKax YUYETHOIO Hepuoaa AO0MOMAHMTEILHbBIX BBIXOJAHBIX AHEH OO
COKpallleHHe BPEMEHH eXeJAHEBHOH pabdoTbl (cMcHBLI  padOTHUKAM. 110 KOTOPBIM  €CTE
MpeBbILIEHUE HOPMbI pabOUMX HAaCcOB, YTEM COCTaBJIEHWs MHAMBUAYaNbHOrO rpadurika padoi:’
(CMEHHOCTH)).

3.3. Jlanasie 00 oTpaOOTaHHOM BPEMEHH NOPEAOCTABIAIOTCS JIMIOM, OCYIHECTBIAIOIINM
KOHTPOJIb 38 UCITOJIb30BaHKeM paboyero BpeMeHHU B 11€JIOM 110 YHUBEPCHTETY, €KEMECTUHO.

3.4. PykoBOAUTEb CTPYKTYPHOTO NOAPA3ACICHHUs], APYrOo€ OTBETCTBEHHOEC JHLO B CTPYKTYPHOM
Mo/ipa3ieieHuH 00A3aHbl:

3.4.1. BECTH TOYHBIH yueT BpeMeHH, PaKTHUECKH OTPabOTAHHOTO KaX/1biM PAOOTHUKOM;

34.2. BeCTH TOYHBIH ydeT CBEpPXYpPOuHbIXx paboT 3a TIpejernamMu  YCTAHOBJEHHOH
IPOJOIDKUTENIBHOCTH pabOUero BPEMEHH, €xeHEBHON paboThl (CMEHEI), pabOT B BLIXOAHBIE H
Hepaboyne Mpa3IHMYHbIE IHH Ha KaX/I0T0 PabOTHHKA, TPUBJEYEHHOIO K JIaHHBIM paboTaM.
3.4.3. npuHUMaTh MEpbl, YTOOb! MPOJOKUTENILHOCTL CBEPXYPOUHOH paboThl, He NpeBblllana
JUISL KaXI0ro paboTHHKA YeThIPEX 4acoB B TeUeHMe ABYX AHEH noapsa u 120 4acos B rof.

3.5. PaboTHuK, oTpaboTaBlIvii Bce IpelyCMOTPEHHbIE 'PAQHUKOM CMEHBI, MPU CYMMHUPOBAHHOM
yueTe pabouero BpeMEHM TMOJydaeT NONHYIO MeCsuyHyro 3apaboTHyro muaty. [lpu HenmonHoH
orpaborke cMeH 1no rpaduKy. omnyara [pPOU3BOAMTCS MPONOPUMOHANBHO OTPAOOTAaHHOMY

BPEMEHH.
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[Ipriowketine Noo|
L/ K [1010KEeHHIO O CYMMUPOBAHIIOM yyeTe

pabouero Bpemenn

NEPEYEHD
JOJDKHOCTEH. 110 KOTOPLIM YCTAHOBJIEN CYMMUPOBAHHEIR vueT pabouero epeneliy

1. BaxTep;

2. IeXYpHBIA 110 06LIEXKUTHIO;

3. CTOpOXK;

4. cOTpyAHHUK oTzena obecrneyeHus.



