OEAEPAJIBHOE ATEHTCTBO HAYUYHBIX OPFAHI/BAIII/Iﬁ
denepajibHOE rOCY/IAPCTBEHHOE 010/GKEeTHOE HAYYHOE YUPeKICHHe
«Bcepoccuiicknii Hayqﬂo-nccnenonareﬂbcxnﬁ HHCTHTYT

CeJILCKOX0351HCTBEHHOH MHKPOOHOIOT I
(PI'bHY BHUUCXM)

IMPUKA3

01 ampens 2016 r. Ne 20

06 yTBEPXK/ICHHH U BBEJICHUH B ICHCTBHE
[ToJsioxkeHns: 0 TAbeIbHOM yueTe padovero BpeMeHH

C uenblo OpraHM3alld¥ KOHTPONS 3a COOIIOJEHHEM paGoTHHKaMH  YUPEKICHHA
YCTAHOBNEHHOTO PeXHMa pabouero BpeMeHH H yueTa BpEMEHH, I P M K a3 bl B & 10:

1. Vreepmuts [lonoxkenue o TabenbHOM Y4eTe paGouero BpeMeHH B (eaepaIbHOM
rocy/JapcTBEHHOM  OIO/DKETHOM — HAy4YHOM  YYPEHKJICHUH «BcepoccuiickoM — Hay4HO-
HCCIIEI0BATETLCKOM HHCTHTYTE CebCKOXO3SHCTBEHHOH MHKPOOHONIOTHH» M BBECTH C€rO B
NeiCTBHE CO JHs MOAMMCAHHs HACTOSMLICTO MPHKa3a.

2. PyKOBOMMTENSAM CTPYKTYPHBIX MOAPA3ACHCHHH TPEAOCTABHTE B OTIEN KajpoB HH(POPMALIKIO
0 pabOTHHKAX, OTBETCTBEHHBIX 32 BEJICHHC tabens yuera pabouero BPeMEHH B CTPYKTYPHBIX
nozpasaenenusx g0 «15» anpenst 2016 rona.

3. Otpeny xanpoB oOPMHTh NMPHKA3 HA OTBETCTBEHHBIX 32 BE/ICHHE tabenst ydera pabouero
BPEMEHH B CTPYKTYPHBIX OPa3/ICICHUIX.

4. PyKoBOMTENIAM CTPYKTYPHBIX TOZPAs/e/eHnii B Cilydae KaJpoBbIX HW3MECHEHHH B TeUeHHE
3 (Tpex) paboYMX JHEH HANpPABIATH B OT/EJ KAlpOB NPEJCTABICHHC O HASHAYCHHH paboTHHKa,
OTBETCTBEHHOTO 3a BeJieHHe Tabess ydera pabo4ero BpeMeHH.

5. OGecreunTth paszmenieHue Kornuu llonoxenus o TabeabHOM ydere pabouero BPEMEHH Ha
odumanbEOM caiite Yupesxienus B cetd Mnrepuer v Ha uH(bOPMALMOHHOM cTeHJe B (oiie
MHCTHTYTA B TeUeHHe Tpex paboumx JHel co THS M3/aHMs HACTOALICTO MPHKA3A.

6. HaganbHHUKY OTIena Kaapos Kopanesckoit M. A. J0OBECTH [aHHBIH IpHKa3 10 CBEICHHSA
PYKOBOJIMTENEH BCEX CTPYKTYPHBIX nopaszeNeHui Y upexaeHusl.

JlupexTop N. A. TuxoHoBH4
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MNOJIO’KEHHUE

0 TabebHOM yueTe paGouero BpeMeHd paboTHHKOB B ®I'GHY BHUUCXM

1. OBIIIUE MOJIOKEHUSA

1.1. Hacrosiutee TTo0KeHHe BBOJUTCA € LEJBIO CHCTEMATH3AlMK IpoLecca coopa u oOpaboTku
uH(pOpMAIEK O 3aTpaTax paboyero BpeMeHH pabOTHHKAMH YupexaeHus.

1.2. Jins Benenus TabelqbHOrO ydera pabo4yero BpEMEHHM B MOAPA3/ICICHHAX Yuapexnenus
mpuka3oM JIMpeKTOpa HA3HAYAIOTCS OTBETCTBEHHBIC JHIA M3 HMCIA pabOTHHKOB 93THX
1oIpa3/ie/IeHH.

1.3. PaBoTHHKH, OTBETCTBEHHBIE 3a TaOENbHBIH y4eT, OCYLIECTBIISAIOT CJICAYIOLIHE GyHKIHA:
KOHTPOJb (DAKTUYECKOrO BPEMEHH MpeObIBaHUS paGOTHUKOB TOJpa3JeieHus Ha padoTe H
pejieHre TabebHOro yyera ¢ OTBETCTBEHHOCTBIO 3a HPABHIIBHOC OTPAKCHHUE B tabene pabouero
BpeMeHH PabOTHHKOB H CBOEBPEMEHHOCTh NPE/ICTABICHHA tabens U1 HAauYHCIIeHHS 3apaboTHOM
TUIATHIL.

1.4. B o6s3aaHOCTH pabOTHHKA, OTBETCTBEHHOT'O 32 TabeIbHBIH y4eT, BXOIUT:

1.4.1. Ha OCHOBAHHMH JIOKYMEHTOB (IIPHKA30B MO JHYHOMY COCTaBY H 0OIIMM BOTIPOCAM) BHOCHTD
B Tabenh M3MCHEHHS, CBA3aHHBIE C IPHEMOM, YBOJLHEHHMEM, INEPEMEIICHHEM, W3MCHCHHEM
rpaduka paboThI, TPEAOCTABICHHEM OTIIYCKOB H T.JI;

1.4.2. OCYNIECTBIIATH KOHTPOJIb 3@ CBOCBPEMEHHOCTBIO ABKH HA pabory u yxona ¢ paboTsl,
HaXosKIeHHeM Ha pabodeM MecTe pabOTHMKOB C U3BEIICHHEM PYKOBOIHWTENA MOAPA3NIEICHHA O
HesBKAX, ONO03/IaHMAX, PEKICBPEMEHHBIX YX0/IaX H IPHIHHAX, UX BBI3BABIINX;

1.4.3. KOHTPOIMPOBATH CBOCBPEMEHHOCTH MPEJOCTABICHUA W IHPABHILHOCTD oopmiIeHHS
JOKYMEHTOB, TIO/TBEP)K/IAIONMMX 1PaBo pabOTHHKOB HA OTCYTCTBHE Ha paboueM MecTe: JIMCTKOB
BPEMEHHO# HETPYI0CTIOCOOHOCTH, CIIPABOK IO yXO/1y 38 GOJIBHBIMHA H JPYTHX;

1.5. Bce pabGoTHHKH, B OOS3aHHOCTH KOTOPBIX BMEHCHO BECICHME Ta0eJIbHOTO y4eTa, B
0643aTeILHOM MOPA/IKE 3HAKOMSATCS ¢ HACTOAIIHUM 10/I0KEHHEM TI0L POCIIHCE.

2. VUET U1 KOHTPOJIb SIBKM HA PABOTY U YXO/IA C PABOTBI

2.1. PaGoTHHKH 00S3aHBI BO BpeMs NpPHXOAUTh Ha paboTy, cOOMIOAATh yCTAHOBICHHYIO
TIPOJIOJKMTELHOCTh pabodero BPEMEHH B COOTBETCTBUM € I[IpaBuiaMu BHYTPEHHETO TPYI0BOIO
pacropsiika Y upesxIeHus.

2.2. Vuer sBKH Ha paboTy | yxo/1a ¢ pabOoThl OCYIIECTBIIACTCS 32 KaX1bli pabounit JICHb.



O6Go Bcex ciyyasx HEeSBOK, OIO3JaHHH, NpPEKICBPEMEHHBIX YXOIOB OTBETCTBEHHBIH 3a
BejieHHe TabenbHOro yuera paboTHMK —MHQOPMHpPYET — PYKOBOAWTEIA  CTPYKTYyPHOTO
nojpasie/ieHus He M03/iHee OJHOro 4aca Iociic Havajla paboThl, 0 IPHYMHAX HEABOK, MOCIIE MX
BBISBJICHHS, - B TEUEHHWH OJHOTO JHsA (B MCK/IOYHUTENBHBIX Ciy4asx — HE Oonee Tpex HHEH,
BKJIIOYAs JI€HB, B KOTOPBIH IIPOH30III0 HAPYIICHHE TPYAOBO# JUCIUILIMHBI).

2.3. He sBuBIIHEcs Ha paboTy, OMO3/1aBIIKE U NIPEXACBPEMEHHO YIICAIHE € pabGoTbl pabOTHHUKH
NMPE/ICTABISIOT ~ HENOCPENCTBEHHOMY ~ PYKOBOTHMTENO  ONPaBlaTCIbHBIC JIOKYMEHTBI WM
IMCEMEHHBIE 00BICHATEIBHBIE B IIEPBbIH ICHB BbIX0/1a HA padoTy.

[IpuusHbl HesBOK Ha paboTy MOKHBL OBbITH TONTBEPXNKACHBL  COOTBETCTBYIOIMUMH
JOKYMEHTaMH.

Ecnu paGoTHHK oTCyTCTBOBaN Oonee 4 4acoB MOJPAM, H JOKYMCHTBI, IOJATBEPKAAIONIHAC
ero npaBa Ha OTCYTCTBHE, B YCTAHOBICHHOM TMOps/IKE HE MpPe0CTABICHBI, pabOTHUKY
IIPOCTABJISIETCS IIPOTYIT M paboumii IeHb OIJIATE HE MOJUIeHKHT. [Iporyn ohopMIIseTcs B MOPSIKe,
YCTAHOBJICHHOM TPY/IOBBIM 3aKOHOJATE IbCTBOM.

2.4. HaGmiomeHHe 3a WCIOIB30BaHHEM pabodyero BpPeMEHH PabOTHHKAMH OCYIIECTBISIOT
HENOCPEICTBEHHO HAa PabOUHMX MECTaX PYKOBOJMTENH CTPYKTYPHBIX nojipasieieHli (JiMia ux
3aMeINaionue), KOTOpble B COOTBETCTBHH CO CBOMMH JIOJDKHOCTHBIMH 00513aHHOCTSAMH HECYT
OTBETCTBEHHOCTD 3a PAIIHOHAIBHOE HCIIOIb30BaHHe Paboyero BpeMEHH U AUCHHAIUIHHY TpYJad B
CBOMX I10/Ipa3/ie/ICHHSIX.

3. IPABUJIA 3ATIOJTHEHHS TABEJISA
3.1. TaGenb yuera pabodero BpeMeHH BeJIeTcs Ha GyMajKHOM HOCHTEIe (6yMa)KHOM BapHaHTe).
3.2. B tabene yueta pabouero BpeMEHH BBOJ JAHHBIX TIPOU3BOJUTCA € pa3OMBKOH 110 JTHAM.

TTpn opMupoBaHUHU TabesIst KaJeH/[apHble JHH MECANa pacueTHOro MepHoia /10 MpHHATHA
paGOTHHKA U (WIIH) TIOCIIE €70 YBOIBHEHHSA 3aN0HAIOTCS POICPKOM.

3.3. Bce Bumsl paGouero Bpemenu (obmee orpaboTaHHOE BpeMS, oTpaboTaHHBIE YacChl,
CBEPXYpOUHBIE YACHI) YKa3bIBAIOTCS B €IMHOM TabENE M1 KXKOr0 MO/PasACICHHL.

3.4. Tabeiap MOAMMCHIBAETCS PYKOBOJHUTENEM CTPYKTYPHOrO IOAPa3s/CICHHSA H paboTHHKOM
OTBETCTBEHHBIM 32 BeJIeHHEe TaOeIbHOro yuyeTa.

3.5. K conepkanuto Tabesst IpeAbsiBIsAIOTCA CICAYIOMHC TpeOOBaHUS:

3.5.1. Jlanuele o pabOTHHKAaX BHOCATCS B Tabenh B CTPOTOM COOTBETCTBHH € IITAaTHBIM
pacrucaHueM Y YperKaCHHUs.

3armich B Tabelb ¥ UCKIIoueHre 13 Tabelst pabOTHHKOB J0JDKHBI IPOU3BOJUTCA TOJIBKO Ha
OCHOBAHHHU JOKYMEHTOB [0 YUETY JIMYHOTO COCTaBa: MPUKa30B O IMPHEMC Ha paboTy, nepeBoJe,
YBOJIbHEHHH.

3.5.2. Cnucok pabOTHHKOB COCTaBISIETCA B andasuTHOM TIOpsike (MO TepBBIM  OykBam
(daMuum).

3.5.3. IopsinkoBas Hymepauus pabOTHHKOB, damMuiks W HMHHIMAIBI BHECEHHBIX B Tabenb,
pegercst B rpade 1. TIpu 9TOM TIIATEIBHO MPOBEPAETCS HANHCAHHC daMuIHY ¥ MHUIHAJIOB
pabOTHUKOB.

B ciryqae CMEHBI (baMPIHHI/I, HUMEHH, 0TYeCTBa, HOBBIC JIaHHBIC BHOCATCA B Tab€Ib TOJBKO
ocJie u3Jlaiusg COOTBETCTBYIOLICTO MMpHKasa I1o JIHYHOMY COCTaBY quem,ueHHn.



3.5.4.Brpade 2 u 3 ykasbiBaeTcs yd4eTHbIH (TabeIbHbIH) HOMEP paboTHHKA.

3.5.5. B rpade 4 ykasbiBaeTcs JODKHOCTh PaOOTHHKA B CTPOTOM COOTBETCTBHH CO INTATHBIM
pacmucaHueM.

3.5.6. B rpadax 5-19 u 21-36 npocrapmsroTCs paboumne Yackl pabOTHHKOB B COOTBETCTBUH C
rpapukomM pabOTBI, a Tak K€ PErHCTPUPYIOTCH Ciyydau OTKJIOHEHHH OT HOPMaJbHOIO
HCITOJIB30BaHMs paboYero BpeMeHH B rpapaX COOTBETCTBYIOUIMX JaTaM OTKIOHEHHH (oTmycka,
GOIBHHYHBIC JHCTH, KOMAHIMPOBKH, paboTa B BBIXOJAHBIC JHH). B rpagax 20 u 37
IIPOCTABJISIETCS HTOrOBOE KOMHYECTBO SBOK (HESBOK) B JIHAX U Yacax.

OTKIOHeHHs] 0603HAYAIOTCS KOJAMH COTJIACHO YCJIOBHBIM 0003nHaveHusm (lIpunoxenue K
Hactosimemy [lonoxeHHo).

3.5.7. Ilpu cyMMHPOBaHHOM y4deTe pabo4ero BPEMEHH B tabene pabOTHHKaM IPOCTABJIACTCS
KOJIHYECTBO YACOB B COOTBETCTBHMH C YTBEPIKICHHBIM rPaUKOM.

3.5.8. B cnydyae NpOW3BOACTBEHHONH HEOOXOIUMOCTH paGoTBl B BHIXOAHOH MO0 Mpa3HUYHbIH
JIeHb W3AeTCs PHUKA3, ¢ KOTOPbIM PalOTHUK JIOJIKEH OBITh 03HAKOMIICH.

B COOTBETCTBHH ¢ NpHKa3oM B Tabene yuera pabodero BPEMEHH OTPa)kaeTesi KOJIHYECTBO
oTpaboTaHHBIX 4aCOB.

[To senanuio paboTHHKA, PaGOTABIIEro B BBIXOJHOH HIIH HepaOouMii Mpa3 HHYHEINH JCHb,
eMy MOXeT OBITh TPEIOCTABICH APYTOH JeHb OTABIXA, KOTOPBIH TaK e OTpaxaeTcs B tabene
y4era paboyero BpeMeHH.

3.5.9. OTueTHBIM IEpHOJOM JUIs ydyera B Tabene pabouero BPEMEHH YCTAHABIMBACTCH OJMH
KaJleHIapHBIH Mecsll (C MEPBOTO MO MOCIEAHEE THCII0 BKJIIOUHTEJIBHO).

3.5.10. Haumcienue 3apaboTHOM mnaThkl pabOTHHKaM HPOH3BOIUTCH OyxranTepueil Ha
ocHoBaHMM Tabenedl yuera paGouero Bpemenu. Tabemn ydera pabo4yero BpeMEHH
IPeIOCTABNISIOTCS  PabOTHUKAMH  T10/IPa3/IeieHuH, OTBETCTBCHHEIX 3a tabenbHbIH y4eT, B
OyXranTepHIo.

B ciyuae BbIABIEHHS HNPOTHBOPEUMH MEKIY TabelbHBIM  YUETOM M IIPHKa3aMH,
MOCTYIHBIIMMH B OYXTalTepHIo, OT/EN KaJpoB, 3apiuiara HAYHCIETCs NOCIC HPOBCACHHA
pacciieIoBaHusl, KOMHCCHeH Ha3HAUEHHOH TPHKA30M JlupekTopa YupexaeHus.

3.5.11. B tabese He AONYCKAIOTCS HHKAKHE MCIPABJICHUS H JOMOJTHUTEIBHBIC TTOMETKH, Tabesnb
JIOJDKEH COJIEPIKATh YETKHE 3aIicH 0e3 IOMapoK, NOAYUCTOK H HETTOHATHBIX HCIIPABJICHHIA.

3.6. OrMeTKH B Tabene mudpyroTcs YCIOBHBIMH 0003HAYCHHAMH, YKa3aHHBIMH B [Tpunoxenun
K HacTosmemy [lonoxeHuto.

3.7. Tabenp COCTAB/SETCS IBA Pa3a B MECSIl M TiepeaaeTcs B OyXranTepHio 10 20 ymcna Mecsaua
(7u1s HAuYMCNIEHWs aBaHca) W 10 5 YHMCTa COEAYIOWero mecsna (s HayKMcneHus 3apaboTHOM
TJIaThl)

4. YUET U IOPSIIOK O®OPMJIEHUS OTITYCKOB

4.1. Ortmyck mnpejpocraBisieTcss pabOTHHKaM — COTJIACHO rpauKy OTHYCKOB, KOTOPBIH
COCTABIISETCA HA KAX/IbIH KaleHIapHbBIH 1o/l ¥ JOBOJIUTCS /IO CBE/ICHHS BCEX pabOTHHKOB.

4.2. JlocpouHslii OT3bIB PaGOTHHKA M3 OTIyCKa NOMYCKACTCS B MCKIIOYMTEIBHBIX CITyHaix ¢
[IMCHMEHHOTO COrNacks paGoTHHKa U paspeinerus Jupextopa. OQopMILETCs OT3BIB U3 OTIyCKA



npukazoMm JlMpekTopa ¢ 0053aTeIbHBIM YKa3aHHEM CPOKa IPEeOCTABICHHS HEHCIIONb30BAHHOTO
OTITyCKa.

ByxraJITepHﬂ Ha OCHOB3aHHH IIpHKa3a 00 OT3BIBE U3 OTIIyCKa NPOHU3BOJIUT TIEpepacueT
MPOMU3BEICHHBIX BBIIIAT 34 OTIIYCK (ynep}xaHHe CYMMBI 34 HCHCIIOJIB30BAHHBIE THH OTHYCKa) H
HaYUCIgeT COOTBETCTBYIOIIYIO OILIATY 3a HEHCIIOJIB30BAHHBIE THH OTIIYCKaA IIPH €0 IOBTOPHOM
npeaoCTaBJICHHH.

4.3. Ormycka Ge3 coxpaHenust 3apaboTHOH miaTel odopmisiroress nmpukasom Jlupekropa 1o
3agBJICHAIO PabOTHHKA, COTJIACOBAHHOMY C PYKOBOAMTEIEM CTPYKTYPHOIO IOJpa3/iesieHHs.
Pa6oTHuk, odopMuBIIHii OTHyCK 0e3 coxpaHeHus 3apaboTHOH maTel, HHGOpMHUpPYET 00 3TOM
paboTHHKA OTBETCTBEHHOIO 3a COCTaBJieHHe Tabels B CBOEM CTPYKTYPHOM IOIPA3/IEIeHHH JUIst
yueTa B Tabee.

5. VYET BPEMEHMU 110 JIUCTKAM HETPY/JJOCIIOCOBHOCTH

5.1. Pa6otHHK 00s13aH COOOIIMTH OTBETCTBEHHOMY 3a BeleHHWEe TabelnbHOIo ydeTa B CBOEM
CTPYKTYPHOM TO/Ipa3IeIeHHH O JaTe Hadaaa O0JIe3HH.

5.2. PaboTuukH, 0cBOOOXKIEHHEIE OT pabOoTHI Mo 00JIE3HH, AO/DKHBI B IIEPBBIH JIEHE BBIXOJA HA
paboty mocne Ooye3HH IPEJOCTABHTH B OTIEN KaJpOB 3aBEPEHHBI MeIHIMHCKHM
YUYPEKIECHHUEM JIMCTOK HETPYJOCIIOCOOHOCTH.

CrenuaiucT OT/eNa KaJpoB MPOBEPSET €ro 3aloHEeHNE, 3aHOCHT B KHUMTY y4eTa U CHaeT B
Oyxranrepuio Ui JaibHeHImero oQopMIICHHS M BBILIATHI  [OCOOHMS 1O BPEeMEHHOM
HETPYA0CTIOCOOHOCTH.

6. YYUET BPEMEHU KOMAH/IUPOBOK

6.1. Bonpockl pexuma pabovero BpeMEHH M BPEMEHH OTIbIXa pabOTHHKOB, HAXOMISAIIHXCS B
cirykeGHOM KOMaHIMpOBKe, peryimpyiores cratbsamu 91, 92, 94 u 137 Tpynosoro kozxekca
Poccuiickoit @enepanun.

6.2. PaGOTHHKH 1O OTHE3Ja B KOMAHIMPOBKY MpPEABABISIOT B OTAEN KaapoB CIyXKeOHYIO
3aMMCKY, KOTOpas SBISIETCS OCHOBAHMEM JUISl M3/laHUs IIPMKa3a O HalpasjicHHu paboTHHKa B
KOMaHIHPOBKY.

6.3. PaGoTHukH YupexIeHHs, IPUHATHIE HAa paboTy MO BHYTPEHHEMY COBMECTHUTENIBCTBY Ha
YCIOBHAX HOPMAJIBHOIO M COKpAlIeHHOro paouyero BpEMEHH, B IEPHOJ KOMAHIMPOBKH,
o(OpMIISIIOT OTITYCK 3a CBOM CUeT, U B Tabene ydyeTa pabo4ero BpeMeHH, MPOCTaB/IACTCs OTIYCK.

[Ipy KOMaH[MpOBaHHH pPAbOTHHKA, HA YCIOBUAX HEHOPMHPOBAHHOIO, COKPAIIEHHOIO
paGouero ams 160 B Cllyyae €ro BHYTPEHHErO COBMECTHMTENBCTBA, PabOTHHK opopmisier
OTIYCK 32 CBOH CYeT HA TOT IIEPHOA BPEMEHHM, B KOTOPOM OH OyJeT HaXOMUThCS B
KOMaH/IMPOBKE.

7. XPAHEHHUE JOKYMEHTOB

7.1. Bce TOKYMEHTBI, ABJISIONIMECH OCHOBAHHEM JUIsi COCTaBJICHHs Tabens (CBeIeHUs O HesBKaxX
M HapyIIEHMAX TPYAOBOM JMCUMIUIMHBL M JP.) XPaHATCH B CTPYKTYPHBIX MOAPa3ICICHAAX
VupeieHns B YCTAaHOBICHHOM 3aKOHOIATEI,CTBOM ITOPSJIKE.

7.2. Tabenp xpauutcs B Oyxraarepuu YUpekIeHHs HApaBHE C JPYTMMH (HHAHCOBBIMH
JIOKYMEHTaMH.



