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1. O6mue nonoskenusi

1.1. Hacrosmee ITooxenwe BBOZIUTCS C LENIBIO CHCTEMAaTH3AIWH Ipoliecca cbopa u

obpaborkn wHMOpManmu o s3arparax pabodero BpemeHH COTpYIHUKAMU
YUPEIKIEHMUS.

1.2. Jinst Benenus TabebHOrO ydera pabodero BpeMeHU coryacHo Ilpunoxenuto 1, B
TIOAPAsACICHUSX yUPEXKICHUS MPUKA30M DPEKTOpPa HA3HAYAIOTCS OTBETCTBEHHBIE
U@ U3 9UCIIa COTPYTHUKOB 3THX MOAPa3IeIeHHil.

1.3. Ilpukaszom pexropa HHcTHTYTa Ha3HA4alOTCsl, OTBETCTBEHHBIE 34 BeEJCHHE
TabeNbHOTO ydeTa W KOHTPOMA (HaKTUIeCKOTo BPEMEHHU MPEOLIBaHUS COTPYIHUKOB
lolpasjenenus Ha paboveM MecTe, a TaKkke CBOEBPEMEHHOCTE IIpeACTaBIEHUS
TabeJIs Ha pacyer.

1.4. Jlns ucrionHenys o6s3aHHOCTEH PabOTHUK, OTBETCTBEHHEI 3a TaGelbHbIIH y4er:
1.4.1. BemeT y4er mraTHoro cocrasa COTPYIHHUKOB II0Apa3AeIeHUS;

1.42. Ha ocHOBaHMH NOKyMeHTOB (IIPUKAa30B IO JUYHOMY COCTaBy H OOIIUM
BOTIPOCAM) BHOCHUT B CIIUCOK M3MEHEHHS, CBA3AHHBIC C IPUEMOM, YBOJIbHEHHUEM,
[ICpeMEIICHACM, HU3MEHEHHEeM rIpaduka pabOTH, paspsoB, IMPEeIOCTABICHHEM
OTIIyCKOB H T. 1I.; '

1.4.3. ocyImecTBIAET KOHTPOIL CBOEBPEMEHHOCTH SIBKH HA paboTy u yxona ¢ paboTsl,
HAXOXKIEHUs HAa DabOYeM MecTe COTPYJAHHKOB C H3BENICHHEM pPYKOBOIUTENS
TIO/ipasIe/ICHHUsI O HEsIBKAX, ONO3AAaHMUsIX, MPEKAEBPEMEHHBIX yX0AaX M IPHYHHAX, UX
BbI3BABIIIHX;

1.4.4.  KOHTpONMpYeT CBOEBPEMEHHOCTh IPENOCTABICHHS U [IPaBUIIBHOCTD
0(hOPMIIEHHS IOKYMEHTOB, IIOATBEPKIAIOIIUX IIPABO COTPYJHHUKOB Ha OTCYTCTBUE Ha
pabodeM MecTe: IHMCTKOB O BPEMEHHOM HETPYLOCIOCOOHOCTH, ITOMIIHCAHHDIX
PYKOBOAMTEIEM YBOJILHUTENBHBIX JINCTKOB ¥ IPYTHX;

1.4.5. TOTOBUT CIIMCKH COTPYAHUKOB JUIS M31aHHS TIPHKA30B O PAGOTE B BHIXOTHBIE U
Hepabo4dure Npa3THUYHEIE THH.

1.5. B crnyyae HEBO3SMOXHOCTH BPEMEHHO HCIIONHSATH OGS3aHHOCTH IO BENEHHO
TabeJbHOr0 y4eTa Ha3HAYCHHBIM COTPYAHHUKOM, PYKOBOIHTEND I10 Ipa3IEIICHHUS
CBOMM PacIlOPsHKEHUEM Ha 3TOT IIEPUOJ Ha3HA4YaeT OTBETCTBEHHOI'O WCIIOTHUTENS U
CTaBUT B  M3BECTHOCTH OTHET  JOKYMEHTAJIbHO-KaJPOBOIO  CONPOBOXKICHHUS
OpraHU3alMOHHO-IIPABOBOT'O IIEHTPA.

1.6. Bce coTpyaHHKH, B 00S3aHHOCTH KOTOPBIX BMEHEHO BeIEHHE Ta0eIbHOr0 ydera,
B 00513aTEILHOM IOPSIKE 3HAKOMATCS ¢ HACTOAIMM [IONI0KEHEM MO POCIIHCE.



1.7. Croemwamucramu  otnen AOKYMEHTAJIBHO-KaJIPOBOTO  COMPOBOKIECHUS
OpratH3allAOHHO-IPABOBOIO [EHTPa IPOBOIMTCS BHEIUIAHOBAs IPOBEPKA ydeTa
OTCYTCTBYIOINX PaOOTHUKOB. B ciydae eciim 1o pesymnsraram IIPOBEPKH BBIABIISETCSI
OTCYTCTBHE PabOTHHKA HA paGodeM MecTe 5e3 YBaIKUTENbHBIX IIPUYHH Ooitee 4 yacoB
MONpPSZ, U 3TUM PabOTHUKOM HE IPECTABIEHE! JOKYMEHTEI, IIOATBEPKIAIOIIUE €r0
IIpaBO Ha OTCYTCTBUE, PaOOTHUKY HPOCTABIISETCS IPOTYIT U PaGouril IeHb omaTe He
nonnexut. Ilporym odopmiusercs B mopsake, ycTaHOBIEHHOM TPYJIOBBIM
3aKoHOAaTeNnsCTBOM Poccuiickoii @enepanun.

2.JIpaBuiia 3ano/iHeHus TaGess

2.1. Tabenp ydera pabGodyero BpeMEHH BemeTcs B 9JICKTPOHHOM M OyMa)XHOM
BapHaHTaXx.

2.2. byMmaxHBI BapuaHT Tabesss BemeTcs pabOTHUKAaMHU, OTBETCTBEHHBIMU 34
TabenbHbIN yueT, B popmate Excel coracuo Ipunoxennro 1 ¢ yuerom ciemyronux
TpeOOBaHHIA:

2.2.1. B Tabene yuera pabouero BpeMeHH BBOJ JAHHBIX IIPOM3BOJUTCS C Pa3OUBKOMI
no PO, y4€THOMY HOMEDY, JODKHOCTH, YHCIAM MECAIA, UTOTOBOIO KOIMYIECTBA
JHel (4acoB SIBOK (HesBOK) ¢ 1 1mo 15 wucio u 3a MeCHIII).

2.2.2. Bee Bupbl pabodero Bpemenu (ofImee 0TpaGOTAHHOE BpeMsl, OTpaOOTaHHEIE
HOUHbIE, CBEPXypOUHbIe 4achl (He Oostee 120 4acoB B rof)) yKasplBAIOTCS B €IUHOM
Tabene ISt KaXI0ro IMOApa3AesIeHus.

2.2.3. B rpade «mata» Tabens ydera paGodero BpeMeHH yKa3bIBaeTCs IMOCIeHIHEe
YHCJIO OTYETHOT'O MECSIIA.

2.3. Kpome 3TOro, pabOTHUKH, OTBETCTBEHHBIE 33 TabesbHbII yUerT, 3aroJHSIOT
Tabens B Qopmare Excel cornacho IMpumoxkenmio 1 u pacreuaThiBaloT ero Ha
Oymare. Ilonmucannsiii Tabenb mepemaercs B OTHEN JOKYMEHTAIBHO-KaIPOBOIO
CONPOBOXKACHUSI ~ OPTaHU3ALMOHHO-TIPABOBOIO IIEHTpa IS MpoBepkd. Jlanee,
CLHCLHUATIUCT OTHEI JOKYMEHTaJIbHO-KaIPOBOIO COIPOBOXKIEHUS OPraHU3aI[OHHO-
IIpaBOBOTO LIEHTPa BHOCHUT JaHHbIE OymMaxkHOro Tabeist B nmporpammy 1C u mepemaer
IONIMCAHHBIA 1 MPOBEPEHHbIH Tabesh B GyXTraiaTepuio Iyl HaYMCIIEHHs 3apaboTHOMN
IUTaTHl ¥ XpaHEHHS.

2.4. Tabenb COAEPKUT MOANKMCH PabOTHHKA, OTBETCTBEHHOIO 3a €r0 BeJeHHe, (B
HIDKHEM JIEBOM YIIIy), BU3Y HENOCPENICTBEHHOIO PyKOBOIHUTENS 9TOr0 pabOTHHKA (B
HIDKHEM IPaBOM YIJIY) M BU3Y PYKOBOIUTENS COOTBETCTBYIOINETO ITOApPA3eNeHus,
(HWKe TOMNUCH pabOTHHKA, OTBETCTBEHHOrO BeICHHE tabens). Ilommuce
OTBETCTBEHHOI'0 pabOTHMKA W BHU3Bl PYKOBOJUTEJEH CONEpKAT: HAUMEHOBAHUE
nomxroctH, ®.M.O., moamuce, naty moamucanus, cornacHo Iprmroxeno 2.

2.5. K conepxanuto taGest IpeabsBIsIOTCs clieyroye TpeOOBaHMUS

2.5.1. JlaHHble O COTPYTHHMKAx BHOCATCA B Tabelb B CTPOTOM COOTBETCTBHM C
HCIIOJTHEHUEM IUTATHOIO PACIIMCAHMSI TIOApa3Ie/IeHH sl



2.5.2. B ciy4ae, ecnu hakTHdecKoe MecTo PabOTEI COTPYHKMKA HAXOMUTCS B Ipyrom
TONPA3NCNICHNH, 3alUCh B Tabelle JMENaeTCsi OTBETCTBEHHBIM 3a BeIEHHE TaGes
[TO/Ipa3/ICIeHNs], B LITAT KOTOPOIO BKIFOYEH 3TOT COTPYIHHK. Henocpencreennsrit
PYKOBOZHTEIIb CBOCH IOANKMCHIO (HHKE IIOAIMCH OTBETCTBEHHOTO 3a BeeHHe Tabes
C paciu(pPOBKON M JaTOH) y[OCTOBEpSCT NPABHIBHOCTH 3aIONHEHIS Tabemns wa
CBOUX IMONYMHEHHBIX.

2.5.3. B ciydgae, eciu npousBoguTes epeBo] (IepeMeIeHIe) COTPYIHIUKA B Ipyroe
TONPasNeICHUe B TCYCHHUE KANCHIAPHOTO MecsIa (II03Hee IepBOro 9ucia), Ha Hero
oQopMIIAeTcsl OTHENbHBIH Tabens 3a OTPabOTaHHOE BpEMs, KOTODHIH MOIaeTCs
OZHOBPEMEHHO C 3asBICHHEM O mepeBojie. B Tabene mpocTaBisoTes gach! paboThl
[0 TOCTIeHNH pabounil IeHb (BKIIOYUTENEHO) B JAHHOM MIOAPAa3ACICHUH, a C JaThl
nepeBofa (mepemerneHus) mpocraBusercs "X". B HTOroBBIM TaGenn Mecsna IIo
[IOJPa3ICTICHAI0 TAHHBIM COTPYIHUK HE BKIIOYAETCS. B HOBOM [IOApa3 e IeHUI
Tabenb odopMIsieTcss co JHS (AKTHYECKOro Iepexona, HO Imocie OGOpPMIIEHUS
npukasa. B npemmecrsyromue quu npocrasisiercs "X

2.54. B cuyyae YBOJIPHCHUS Ha COTPyIHHUKA IONAETCS OTHENbHLIN Tabes,
OMHOBPEMECHHO C 3asBIICHUEM Ha YBOJBHEHHE (C JOKJIAJHOW 3aluiCKOi - B ciIyyae
YBOJLHEHHUS 10 MHULMATHBE paboTonarens). B Tabere mpocTaBisitoTes 9ackl paboThI
0 TOCIeAHUNA paboyuil IeHb (BKIIIOUUTENBHO), a Iociae JHA YBOJIbHEHUS
npocraBisiercss "X". B uroroseli Tabenp Mecsma 1o MIOApa3ae/IeHUI0 JTaHHBIN
COTPYIHUK HE BKIIFOYAETCH.

2.5.5. Coucok pabOTHHKOB COCTaBIAeTCsS B aihaBHTHOM nopsake (o TIepBBIM
OykBam hamuiun).

2.5.6. B mpaBoM BepxHeM yrily Tabells yKa3bIBAeTcs KO 10 dopme OKV I, nara, mo
OKTIO, HOMep KOPPEKTHPOBKH, a TAKXKE 1aTa (GopMHpOBaHHUs JOKYMEHTA.

2.5.7. TlopsnkoBas Hymepaumst B rpade 1 ykassiBaercs ®HO coTpynHuka. Ecnu
COTPYNHUK B HaHHOM IIOAPA3[CICHUH DPAa0OTaeT Ha pasHBIX CTAaBKaX, Ha HEro
BBIZICJISICTCSL  CTOJIBKO TIOPSIIKOBBIX HOMEPOB, CKOJBKO CTAaBOK OH 3aHHMAeT.
Damunus, UM, OTYECTBO 3AMUCHIBAIOTCS IOJHOCTHIO. IIpu 3TOM TINATENBEHO
BBIBCPSICTCS HANUCaHUe (QaMUIMK, MMEHM M OTYECTBA B CIIydae DAaCXOXKICHHS
IIPUHATOTO HAa3bIBAHWA COTPYAHHKA U €T0 JIOKYMEHTOB. B cityuae cmeHsl dhaMumm,
UMEHH, OTYECTBA, HOBBIC TAHHBIE BHOCATCS B TAOEIb TOJILKO I1OCIIE H3TAHUS OTIEIOM
MOKYMEHTAIbHO-KaJpOBOI0  CONPOBOXK/IEHUs OPraHU3alMOHHO-IIPAaBOBOrO IEHTpa
COOTBETCTBYIOIIEIO MIPUKa3a [0 TUYHOMY COCTABY YUPEXKICHHUS.

2.5.8. B rpacde 2 apabekumu mudpamu (1, 2, 3) mIpocTaBIseTcs yaeTHbIH HOMeP.

2.5.9. B rpade 4 (momxHOoCTE (mpodeccus)) yKaspBaeTes: TOKHOCTD COTpyAHHUKA B
CTPOroM COOTBETCTBMM CO IUTATHBIM paciucaHueM. B 5Toii xe rpade ykasblBaeTcs
Konu4ecTBo cTaBok (1, 0,5, 0,25 u t.11.).

2.5.10. SIBku (mesBkH) ykaspiBaroTcst B rpadax 5-36. B rpadax 5-36 Beuiensrorcs 4
CTPOKH - TIO JB€ Ha KaXJAYI0 MOJNOBMHY Mecsna. IlepBas W TpeThs CTPOKH
[IPUMEHSIOTCA IJI1 OTMETKH YCJIOBHBIX 0003Ha4eHHM (KOZOB) 3arpaT pabodero
BPEMEHH, a BTOpas U YeTBepTas - [JIs 3alHCH IPOJODKUTENEHOCTH OTPabOTaHHOTO



HIIH HEOTPabOTaHHOIO BPEMEHHU (B Yacax, ¢ TOYHOCTHIO [0 JECSTHIX Jl0JIeHl yaca) 1o
COOTBETCTBYIOIIUM KOZaM 3aTPAT paboyuero BpeMeHH Ha Kak/Iyo JarTy.

2.5.11. B rpadax 20 u 37 yka3bIBaeTCsi COOTBETCTBEHHO ob1Iee KOIMYECTBO AHEH 1
4acoB, OTPaOOTaHHBIX PAOOTHHKOM B TEPBYIO H BTOPYIO MIOJIOBUHY Mecsra. Jls
OTOr0 B YKa3aHHBIX Tpaax BBUIETSIOTCS [BE CTPOKH. B BepxHeil crpoke
YKa3pIBACTCs KOMMISCTBO JHel (rpada 20) m wacos (rpada 20), oTpaGOTaHHBIX
pabotaukoM ¢ 1 1o 15 umcio Mecsna BKIIOYMTENHHO. B HIDKHEH CTPOKE
YKa3bpIBACTCsl KOJIUYECTBO IHEH W 4acoB, OTPabOTAHHBIX PAOOTHHKOM ¢ 16 10
IIOCTIeTHEE YUCIIO MeCsIIa BKIFOYATEIHHO.

2.5.12. B rpade 37 ykaswBaeTrcss obIee KONMYECTBO 4acoB, OTpabOTaHHLIX
paboTHHKOM B TeueHne Mmecsua. KommdgectBo 4acos B rpade 37 MOMKHO paBHATHCS
CyMMe 3HAUCHUH BEpXHeH ¥ HIKHeH cTpok rpadsl 37.

2.5.13. B npeampasmHuYHBIE IHU IIPOAOJDKATEIFHOCTE  paboyero JHA  JUIs
pPabOTHHKOB C IOJHBIM PabOYUM ITHEM cokpammaercs Ha 1 gac. J[ns paGoTHHKOB,
KOTOPBIM yCTAaHOBJICH COKPAICHHBIA paOOuMil eHb MPOJOIKUTEIEHOCTBIO OOJIbIIE
CeMH HacoB, IPOJOJ/UKUTENBHOCTE pPabodYero MOHS B Tpeanpas HU4HBIA JIeHb
COKpallaeTcs 10 7 4acoB.

2.5.14. Ilpu Heo6x0muMOCTH PaGOTHL B IPEANPa3IHUYHEIA IeHb MOIHOTO paboyero
mHs (8 4acoB) usmaeTcs mpuKas 00 OpraHu3aldy PaGOTEL B CBEPXYPOUHOE Bpems. B
OTOM CJly4ae COTPYAHHMKaM IIPOCTaBisieTcs B Tabene Bpems, OTpabOTaHHOE IO
npukasy. Ilpukas o6 opranmsanum paGoTEl B CBEPXYPOYHOE BPEMS FOTOBHT OTJEIN
AOKYMEHTAIbHO-KaPOBOIO CONPOBOXKAEHU OpraHU3aIllHOHHO-IIPABOBOIO LIEHTPA 10
YKa3aHUIO ~ PEKTOpa  yYPSXKAEHHS MW  HAIpaBlIeTcs B  COOTBETCTBYIOIIHE
TOZpa3/IeNICHNs] He IO3/(Hee, YeM 3a OAUH pabouMil JeHb MO CMEHBI, YKa3aHHOH B
IpuKase.

2.5.15. Ilpu HeOOXOOMMOCTH OpraHW3aluy paboThl B BHIXOMAHON WM HepabOodHii
IPa3AHUYHBIA JeHh H3JaeTCsd COOTBETCTBYIOIIMU mpukas. OrpaboraHHoe B
Hepabouni TMpasIHWYHBIA WU BBIXOIHOM JEHB BpeMsl yKa3blBaeTcs B Tabeie B
CTPOTOM COOTBETCTBUU C IpuKa3zoM. [Ipuka3 o0 opranusanuu paboThl B BLEIXOIHBIE
(HepaGouWe IMpasgHUYHEIE) IHH TOTOBHUT OTHEN JOKYMEHTAIBHO-KaApPOBOIO
COIIPOBOXIEHHUA OPraHU3allMOHHO-NPABOBOTO IEHTpa II0 YKa3aHUIO pPEKTopa
YUPEKICHUSI.

2.5.16. Onnata paboThl B BEIXOTHOU (HepaGounii pas3(HIYHbIN) JeHb IPOU3BOJUTCS
B COOTBETCTBHH C IIOJIOXKEHUEM 00 oruiate Tpyaa padotaukos ['AY JIITO ITIK PO B
nsoiiHoM pasmepe. Ilo »xemaHuio paboTHUKA, pabOTaBHIEr0 B BLEIXOJHOW HIIH
Hepabouui INpa3qHUYHBIN JEHb, €My MOXET OBITh IPEeJOCTABIEH APYroil NeHb
oTaeixa. B sroM ciayuae pabora B Hepabouwii JIeHB OIUIAYMBAETCS B OJUHAPHOM
pasMepe, a JeHb OTAbIXa OIUIATE HE IOIIEIKHUT.

2.5.17. Ilpu cOBHAACHUU MPAa3THUYHOTO W BBIXOJHOTO IHEH, BBIXOJHOM MIEHB
IIEPEHOCHUTCS Ha CIIEAYIOLIUN I10CIIe IPa3AHUYHOTO pabouuid JeHb B COOTBETCTBHUH C
TpynoseM kogekcoMm Poccutickoit ®eneparuu.

2.5.18. IlpuBneyeHne paOOTHHKOB K CBEPXypOUHOM paboTe, a Takxke K pabore B
BBIXOJTHOU (Hepabouwnii Npa3IHUYHBIA) JEHb JOIYCKAeTCS TOJBKO C IMHUCHBMEHHOIO






