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1.00mue moJsioKeHust

1, [Tonoxenue o Tabene yuera MCIOIB30BaHHUs pabodero BpeMeHH (Jasee 1o
tekcty — [lonmoxenue) PecrmyOaukaHCKOrO rocyAapCTBEHHOIO —YYpPEKIACHUS
«Kazaxckass HauuoHanbHass axagemuss HckycctB wumeHu T.K.Kyprenosa»
MunucrepctBa KynbTypsl U crnopta Pecnybnuxu Kasaxcran (nanee mo tekcry —
Axanemusi) SBISI€TCS JIOKAJbHBIM HOPMAaTUBHBIM aKTOM, PEryJIUPYIOLIUM MOPSI0K
BelleHUsl ydyeTa pabouero BpeMeHH, (aKTUYECKH OTpabOTaHHOIro pabOTHUKAMU
Axkanemuu (nanee — PaGoTHUKH).

2. Hacrosiee I[lonoxxenue pazpaboraHo B COOTBETCTBUM C IIYHKTOM 3 CTaThbH
79 TpymoBoro xozaekca Pecmybnuxku Kazaxcran ot 23 nHosibps 2015 roxa,
[TpaBunaMu BejeHUs OyXraiaTepcKoro y4eTra B rOCYNapCTBEHHBIX YUPEXKICHHSIX,
YTBEP)KICHHBIMU NpukazoM Munucrpa ¢unancoB Pecrybnuku Kazaxcran ot 3
asrycra 2010 roma Ne 393, Ilpunoxenuem Ne 59 k npukasy u.0. MuHuctpa
¢unancoB PecrmyOmuku Kazaxcran or 2 aBrycra 2011 roma Ne 390 «O6
yTBepkaeHun  Anbboma  ¢gopm  Oyxrantepckod — JOKyMEHTaUMH  JUIs
roCcy1apCTBEHHBIX YUPEKACHUID.

3 Hacrosimee IlonoskeHue BBOAWTCS C LENBIO CHCTEMAaTHU3alMU IIpolecca
cbopa u 06paboTku MHGMOpMAIHH O 3aTpaTax pabouyero BpeMeHU pabOTHUKAMHU
Axanemuu.

4. Hacrosinee TlonoxxeHue omnpenenseT NMOpsAAOK ydeTra paboyero BpeMEHHU
pabOTHUKOB AKageMHH M pacupocTpaHsercs Ha BceX pabOTHHKOB AKaJeMHH
HEe3aBUCHUMO OT YCJIOBHH 3aKJIIOYEHHUS TPYLOBOIO JOr0OBOpA.

i F Yyer pabouero BpeMeHH paOOTHHKOB, OCYILECTBISIOLMX paboTy Ha
YCJIOBHUSX IIOYAaCOBOM OIUIAaThl TpyJa, MPOU3BOJUTCS HA OCHOBAaHMU BEJOMOCTH
yuyeTa BBINOJIHeHHs yueOHo-nenaroruyeckoit Harpysku [1T1C.

6. Tabenp yuera HCHONB30BaHUS paboyero BpeMeHH (Hajiee Mo TEKCTY —
TaGenb) mnpuMeHsieTCs Ui OCYIIECTBIEGHHS KOHTPOJIS 3a COOIIOJeHHEM
paboTHUKaMH pexuma pabodero BpPEMEHHM B COOTBETCTBMHM C IIpPaBUIIaMH



BHYTPEHHEr0 TPYJAOBOIO pacrnops/ika M YCIOBHSMH TpPYIOBOTO JOroBOpa,
PEeruCTpalii pa3JIMYHBIX CIy4YaeB OTKJIOHEHUN OT HOPMAJIBHOI'O MCIIOJIBE30BaAHMS
pabouero BpeMeHH.

7.  BeneHue y4era HCIIONB30BaHUS pabo4yero BpeMeHU pabOTHUKAMU BEJIETCS B
Ka)kZIOM CTPYKTYPHOM IOAPa3eIeHHH OTAEIIBHO.
8.  Bosnoxenue o0s3aHHOCTEH MO BeACHUIO Talens yd4eTa HCIOJb30BaHMs

paboyero BpeMEHM BO3JIaraeTcs Ha OTBETCTBEHHbIE JIMLA (Jlanee 10 TEeKCTy —
OTBETCTBEHHOE JIMLO 3a BeaeHue Tabens), U3 4ucia paDOTHUKOB CTPYKTYPHBIX
nojapasneneHuil AKaneMHM, W 3aKpeIUIseTcs BHYTPEHHHMH [IOKyMEHTaMH
AxaneMuu (MpHKa3, JOJDKHOCTHASI HHCTPYKIMS U T. . JOKYMEHTBI).

9. B 10mKHOCTHBIE 00S3aHHOCTH PabOTHUKOB, OTBETCTBEHHBIX 3a TaOelbHBIH
y4eT, BBOJATCS (PyHKIUU:

1)  BeumeHue TabeJILHOIO y4eTa C OTBETCTBEHHOCTHIO 32 IPAaBUIIBHOE OTPaXKEHHE
B Tabene paGOTHHKOB M CBOEBpeMEHHOe TIpefocTaBieHHe Tabens B ciayxOy
JOKYMEHTHPOBAHHS M y4eTa [epcoHaa;

2)  BeneHuWe ydeTa BpeMeHH NpeObIBaHMA Ha paboueM MecTe pPabOTHHUKOB B
COOTBETCTBHHM C LUTATHBIM PACIUCAHUEM CTPYKTYPHOIO MOAPA3/EICHHUS,

3)  ocyllecTBIEHHE YydeTa CBOEBPEMEHHOCTH $BKM Ha pabory u yxoxa ¢
paboThl, HaxXOXIeHUS Ha pabouyeM MecTe pabOTHUKOB C M3BELICHHEM
PYKOBOOUTENS TMOApA3feNieHUss O HesiBKaX, OIIO3JaHMsX, NpPexXIeBPEMEHHBIX
yXo/ax ¥ NpUYHHAaX, X BbI3BaBIIHUX;

4)  BHeceHHe B Tabenb COOTBETCTBYIOIMX H3MEHEHHUH, CBA3aHHBIX C IIPHEMOM,
YBOJIbHEHHEM, [€peBOJIOM, IlepeMelieHHeM, H3MeHeHHeM rpaduka paboThl,
MpeIOCTaBJICHHEM OTIYCKOB W T.[., HA OCHOBAaHWH [OKYMEHTOB (IIPHKa30B IIO
JTUYHOMY COCTaBY U Ap.);

5)  KOHTpOJIb CBOEBPEMEHHOCTH NPEACTaBIECHUS W MPABUIBHOCTH O()OPMIIEHHS
JIOKYMEHTOB, MOATBEP)KIAIONIHX MpaBo pabOTHHKOB Ha OTCYTCTBHE Ha pabouem
MecTe: JIMCTKOB O BPEMEHHOW HeTpyAOCHOCOOHOCTH, CIIy>KEOHBIX 3alHCOK O
KOMaHIUPOBaHWH, NPEJOCTABICHUH OTIIycKa 0e3 coXpaHeHHUs 3apabOTHON IIaThl
U IpyTHX;

6)  IOArOTOBKA CIMCKOB COTPYAHHMKOB ISl M3[aHHS IPHKa3oB O pabore B
BBIXOJHBIE IHM W JPYIMX JOKYMEHTOB, CBSI3aHHBIX C TaOelbHBIM Y4YETOM
KCII0JIb30BaHUs paboyero BpeMeHH.

10. OTBETCTBEHHOCTH 3a JOCTOBEPHOCTh MH(GOpMaLMH, OTpaxkeHHOW B Tabere,
HeCeT PYKOBOIMTENb CTPYKTYPHOIO IOApAa3JelieHHs W OTBETCTBEHHOE JIMLIO 32
BenieHue Tabens.

11. Ha mnepuox BpeMeHHOro OTCYTCTBHSI pabOTHMKa (OTIyCK, BpeMeHHas
HETPYJAOCIOCOOGHOCTE W T.I.), OTBETCTBEHHOro 3a BeleHue Tabenss,  ero
o0sg3aHHOCTH 10 BeAeHUI0 Talens, BPEMEHHO MCIIOJHSAET PYKOBOJIUTEIND
CTPYKTYpHOTO Mojipa3zieneHus. B ciay4ae OTCYTCTBUS OTBETCTBEHHOrO JIMIa 3a
Benienre Tabels W PpPYKOBOAWMTENS CTPYKTYpHOro mojpasjieneHust (OTIyCK,
BpeMeHHas HETPYAOCIOCOOHOCTs M T.J1.) obOs3aHHOcTM no BeAeHuto Tabens
BO3NIAraloTcs Ha CIyxO0y NOKyMEHTHpOBaHHsS M ydeTa IepcoHala, a Tabelb
[O/NUCHIBAETCS TIPOPEKTOPOM AKaZeMHUH.
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12. Bce paboTHHKH, B 00S3aHHOCTH KOTOpPHIX BMEHEHO Be/leHHE TabelbHOro
y4deTa, B 00s3aTeNbHOM MOps/Ke 3HAaKOMATCS ¢ HactosmuM [lonoxkenuem mnon
POCITHUCB.

13. B cnyyae cucremMaTtudeckux Uid rpyObIX HapylIeHUH YCIOBHH HACTOSLLErO
ITonoxeHns: K PYKOBOJAMUTEIO CTPYKTYPHOTO MOJpa3feleHus H OTBETCTBEHHOMY
3a BeJieHue Tabenst MOryT ObITh IPUMEHEHBI MEPhl JUCLUITIIMHAPHOTO B3bICKAHUSI.

2. [TpaBnaa 3anonHenus Tabessi ydera pabo4yero BpeMeHH

14. Tabenp mpencrasisier co0OW MMEHHON CIUCOK paOOTHHUKOB AKaJeMUU U
BezleTcs B alipaBUTHOM IOpPSIZIKE.

15. Tabensp yyera ucronb3oBaHUs pabodyero BpeMEHU BeAETCS €KEIHEBHO B
3JIEKTPOHHOM ¥ OyMaKHOM BapuaHTe. OJEeKTPOHHBIM BapuaHT Tabeuns
cocraBnsercsi B ¢Gopmare Excel m pacneuarsiBaercsi Ha Oymare B OJIHOM
3K3EMILIIAPE.

16. Tabenbp OTKpHIBaeTCS €XKEMECSIYHO 3a 2-3 [HS [0 Hayaja pacyeTHOIo
nepuoja Ha OCHOBaHMM Tabens 3a NPONUIBIM Mecsl M 3alOiHAETCS METOIOM
CIUIOIIHOW PETUCTPALMH SBOK U OTKJIOHEHHUH (HESBOK, ONO3/aHui, CBEPXYPOYHBIX
4acoB U T.H.).

17. 3anucu B Tabenp U UCKIIOYEHHE U3 HETO paOOTHUKOB IPOU3BOJSATCS TOIBKO
HAa OCHOBAaHMM JOKYMEHTOB IO Y4YETYy JMYHOIO0 COCTaBa: IIPHKa30B O IpHEME,
NepeBoie, yBOJBHEHHUH H JIp.

18. JlanHple O ciy4asX ONO3JaHHMM, CaMOBOJBHBIX YXOJOB ¢ paboThl,
OTCYTCTBMS Ha paboyemM MecTe U T.O. HANpaBIAIOTCS PYKOBOIUTEIIO
CTPYKTYpHOIO TIOZpa3ielieH|si OTBETCTBEHHBIM JIMIIOM 3a BeaeHue Tabens.
PyKoBOIUTENb CTPYKTYPHOI'O MOJpPA3JeNeHusl B CllydasiX OTCYTCTBHs Ha paboyeM
Mecte paboTHHKA 0e3 YBaKMTENbHBIX MPUYHMH COCTaBIIseT akT (00 OTCYTCTBHHU Ha
paboueM MecTe, OMO3JNAaHMM M T.[.) M AOKJIAAHYIO 3allMCKy Ha HMMs peKTopa
AKaJIeMUH O HapyIIeHUsIX pabOTHUKaMH pekuMa pabodero BpeMeHH .

19. Ha ocHoBaHMM pemieHuss pekTopa AKaJeMUH O  HAJIOKEHHH
JUCLIMIUIMHAPHOIO B3BICKaHUs, O(OpPMIIEHHOE B COOTBETCTBUU C TpyJOBEIM
KonekcoM PecmybGmuku KazaxcraH, Bce Omo3jaHusi, NPeXIAEBPEMEHHBIE YXO/bI C
paboTel U OTCYTCTBHE Ha paboueM MmecTe paboTHHKA 0e3 yBaKHUTEJIbHBIX NPUYHH
(UKCHPYIOTCST OTBETCTBEHHBIM JIMIIOM 3a BeAeHue Tabenss M BBIYMTAIOTCS W3
Oananca pabo4ero BpeMeHH.

20. B wmensx cBOEBpeMEHHOTO pacdera U BBIILIATHI 3apab0THOM IJIAThl, a TAKKE
B CBS3M C TEM, YTO B TOCYJapCTBEHHBIX YUYPEKIEHHSAX OCBOECHHE [IE€HEKHBIX
CPEe/ICTB 3a ONpeleleHHBIH Mecsll OmpeAeleHo B coorBeTcTBUM ¢ I[lnmanom
(hUHAHCUPOBaHMUS OpPraHU3alMi ¥ HE MOXKET OBITH OCBOEHO IO3J[HEE IOCIEIHETO
JHS OTYETHOro Mecsia, To Tabenb 3aKpbIBaeTCs AOCPOYHO HE mosfHee 15 umcia
OTYETHOIo MecsIa.

21. B koHue Mecsma paOOTHUKOM, OTBETCTBEHHBIM 33  BEJICHHE
TaGens, onpenensiercsi o0IIee KOJMYECTBO AHEH (4acoB) HEBOK U OTPabOTaHHBIX
nHel (SBOK), a TakXe KOJMYECTBO YacoB IO BHaaM nepepaborok (pabora B



npa3JHUYHbIe [HU, paboTa B HOYHOE BpeMs W ApPYTHe BHIBI) C 3aNHUCHIO MX B
COOTBETCTBYIOIIME Ipadbl.

22. 3anonHeHHbld Tabenp MNOANMCHIBAETCS JIMIIOM, OTBETCTBEHHBIM 34 €ro
BeneHue (TabenbIIMKOM), PYKOBOJAUTENEM CTPYKTYPHOIro rnozapasjieieHus (oTaena
(xadenpsr) w/unu ciyx0bl ((axynpreTa), KypUpyoOIIUM IMpopeKkTopoM. Tabeins
COJIEP)KUT BH3Yy: HauMeHOBaHHe JoJbKHOCTH, ©.N.O., noanucs.

23. ITloanmucanHublii Tabens He mo3aHee 15 Yucna OTYETHOrO Mecsla rnepeaaeTcs
B CiIyx0y JOKYMEHTUPOBaHHS MW YydeTra IepcoHana mius nposepku. [lpu
o0OHapy)KeHUH JIUIIOM, OTBETCTBEHHBIM 3a MpoBepky Tabenst (akra He OTpaKeHUs
OTKJIOHEHMI WJIM HEIMOJIHOTHl NpEeNCTAaBIEHHBIX CBEeIeHUHM 00 ydere pabouero
BpeMeHH (TpelcTaBlIeHHe PabOTHUKOM JIMCTKA HETPYJOCIIOCOOHOCTH, W3[aHUH
npukasa (pacropsHkeHus) O HanpaBlieHMH pa0OTHHKA B KOMAaHIMPOBKY, MpHKa3a
(pacniopsbkeHus1) O NpPeJOCTaBIEHUH OTIyCKa pabOTHHMKY M T.[., B TOM YHCIE B
CBSI3U C MMO3IHHUM IIPEJCTaBIeHHEM NOKYMEHTOB), a TaKXKe BBISBICHHBIX OIIMOOK,
JIMLIO, OTBETCTBEHHOE 3a cocTaBieHHWe Tabeins, 00s3aHO y4ecTb HEOOXOAUMbIE
W3MEHEHHUsI W TPEeACTaBUTh KoppeKTupyroomuid Tabenb, COCTaBIEHHBIA C y4ETOM
M3MEHEHMI, B TeYEHHH OIHOTO KaJIeHJapHOro JHS CO JHs Bo3BpaumieHus Tabens
Ha KOPPEKTHPOBKY B CIIy0y JOKyMEHTHPOBAHHS U yyeTa [lepcoHala.

24. Tlocne mpoBepku Ciayk00i HOKYMEHTHMPOBAHMS M YydeTa I[epcoHala
3aI0JIHEHHBIN ¥ MTOAIMCAHHEBIN OTBETCTBEHHBIMHU JODKHOCTHBIMHU JIMLIAMHU Tabelb
He mo3gHee 20 Yucaa OTYETHOTO Mecsla NepejaeTcss B OTAeN OyXraaTepckoro
ydeTa U OTYETHOCTH Il HAuMCIIeHUs 3apaboTHOM M1aThl paOOTHUKAM.

25. TaGensb ucnions3yercs Ayl COCTaBleHHs PacyeTHO-IIAaTEHON BEIOMOCTH.
26. K comeprkanuio Taberns NpeIbsBISIOTCS ClEAyIOLIHe TpeOOBaHuUA:

1) nmanHele o  paboTHHMKax  (JOJDKHOCTb, Ha3BaHHWE  CTPYKTYPHOIO
nmoapasesieHusi) BHOCATCS B Tabelb B CTPOrOM COOTBETCTBHHM CO INTATHBIM
pacnucaHueM CTPYKTYPHOTI'O NOJpa3ieleHus;

2)  coucok pabOTHHKOB COCTaBiIsieTcss B al(aBUTHOM MHopsiake (IO MEpBBIM
oyksam ¢amunuu), O.M.O. pabOTHUKOB 3aroONHAETCS B COOTBETCTBHH C
yIOCTOBEPEHHEM JIMYHOCTH;

3) B TaGens BxiIOYarOTCsA BCe paOOTHUKU CTPYKTYPHOIO MOJpa3/IeNIeHus, B T.4.
HAXOJSIIMecs B OTIyCKe Mo OepeMeHHOCTH M pojaMm, B OTIIyCKe 10 yXOay 3a
peGeHKOM U Ap.;

4) B ciyd4ae yBOJbHEHHs Ha pabOTHHKa COCTaBiIseTCS OTHAENbHBIA Tabeis,
onHoBpeMeHHO ¢ IIpMKa3oM Ha pacTOp)KeHHe TpyaoBoro norosopa. B Tabene
MPOCTABJISIFOTCS. Yachl paboThl MO MOCIHEAHMH pabouuii JEeHb BKIIOYUTEIBHO, a
1ocJie IHSL YBOJIBHEHUS NpoCTaBiseTcs «X»;

5) B cioyuyae mepeBoia paboTHHMKa B ApPYroe CTPYKTYpHOE€ IOJpasjieieHHe B
TeYEeHHUH TEKYIIEro MeCsIla Ha Hero COCTAaBIISIETCS OTAEIbHBIN Tabenb;

6) oOTImycka M BpeMeHHas HEeTPYAOCIHOCOOHOCTh IPOCTABIISIOTCS Ha BCe
KaJleHIapHbIe JHH, BKIIOUYas BEIXOHEIE,

7)  ecinu paboOTHHK paboTaeT 10 OCHOBHOM JOKHOCTH M 110 COBMECTHTENILCTBY
B OJJHOM M TOM JX€ CTPYKTypHOM mozpa3aeneHud, To ero ®.M.O. BHOCATCS B
Tabens 1Ba pasa;
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8)  ecnu paboOTHHK paboTaeT 1Mo OCHOBHOM JOIDKHOCTH B OJHOM CTPYKTYPHOM
MoApa3/ielIeH|H, a 10 COBMECTUTENBCTBY B APYTOM CTPYKTYPHOM IIO/pPa3/IEIEeHUH,
To ero ®.M.0O. BHOcaTCs B Tabenb B KaXKA0M CTPYKTYPHOM IOJpa3ZeIeHHH.

27. B Tabene Takxe PerucTpUpYIOTCS Cllydyad OTKIOHEHHH OT HOPMAaJbHOIO
KCIIOJIB30BaHUA pabodero BpeMEHH, yCTaHOBIEHHOIO MpaBUIaMH BHYTPEHHEro
TPYyOBOTrO pacnopsiaka. B BepxHeil MoioBUHE CTPOKH MO KaXXAOMy pabOTHHKY, Y
KOTOPOTrO HMEJIMCh OTKJIOHEHHsS OT HOPMAaJbHOrO MCHOJIb30BaHUs pabodero
BpeMEHH, 3aliCBHIBAIOTCS Yachl OTKJIOHEHWH, a B HWXHEH — YCIOBHBIE
0003HayeHus: OTKIIOHEHUH. B HIKHEN 4acTU CTPOKHM 3alMCBIBAIOTCS TaK)Ke 4achl
paboThl B HOYHOE BpeMs.

[Ipu perucTpanMy OTKJIOHEHHH B Cllydae HalU4Ms y OJHOro pabOTHHKa
AxanieMHH IBYX BUIOB OTKJIOHEHHH B OIMH JeHb (IEPUOJ), HYKHSASA 4aCTh CTPOKH
3alUCHIBAETCA B BHIE NPOOH, YUCIUTENh KOTOPOU — yCIOBHOE 0003HauUeHne BUAa
OTKJIIOHeHUH, a 3HaMeHarenb — dYachkl pabGorel. I[lpu Hanmuuuu Oonee ABYX
OTKJIOHEHW B OJIMH JIeHb (amuus paboTHuka B Tabene noBTopsiercs.

28. Ormerku B TabGene o mpuuuMHAaX HEsIBKM Ha paboTy, paboTe B pexume
HEMOJIHOro pabodero BpeMeHH, paboTe B CBEpXypO4YHOE BpeMs M O JpYrux
OTCTYIUICHHSIX OT HOPMAJIBHBIX YCIIOBHH pPabOThl NOJDKHBI OBITH CIENaHbl Ha
OCHOBAHUH TEPBUYHBIX JOKYMEHTOB (JINCTOK BpEMEHHOH HEeTpYH0CIOCOOHOCTH,
PUKa3 O NMPeIOoCTaBIEHHH OTIYCKa, 00 OT3bIBE M3 OTITYCKa U JIp.), OPOPMIIEHHBIX
HaJIekKaluM odbpa3zoMm.

29. B rpade 5 Tabens perucTtpupyrorcs SBKH, CIIlydad OTKJIOHEHHH OT
HOPMAaJIbHOTO  HCIIONIb30BaHHWs pabodero BpeMEHU (HESBKH, EKErOJIHBIE
oIIaYMBaeMble OTIyCKa, yueGHbIe OTIyCKa, OTIycKa 6e3 coxpaHeHus 3apaboTHOI
IJIaTHI, OTITyCKa 10 GepeMEeHHOCTH U pojaM, BpeMeHHasi HeTpyA0CHOCOOHOCTE H
Apyrde CiIy4au) YCTaHOBIEHHOTO IpaBUJaMH  BHYTPEHHEr0  TPYAOBOIO
pacniopsiika 1 (hakTUYEeCKHe 3aTpaThl paboyero BpeMeHHU.

30. B rpade 6 TabGens ykasbiBaeTcs oOlee KOJIMYECTBO JHEH (4acoB) HESBOK
pabOTHUKAM COOTBETCTBEHHO OyKBEHHBIM KOJaM.

31. B rpade 7 Tabens yxa3plBalOTCd COOTBETCTBEHHO  KOJHYECTBO
CBEPXYPOYHBIX YacOB, KOJTHYECTBO YacoB, OTpabOTaHHBIX PaOOTHUKOM B HOYHOE
BpeMsi (HOYHBIM BpeMEHeM cYHTaeTcst BpeMs, orpaboTtanHoe ¢ 22.00 xo 06.00) u
KOJMYECTBO 9acoB, OTPabOTaHHBIX pabOTHUKOM B MpasAHU4YHBIE W Hepabouue
BBIXO/JIHBIE JHH.

32. B rpadpe 8 Tabens mpocraBiseTcs oOmiee KOMMYECTBO JHEH (cMeH),
oTpaboTaHHBIX paOOTHUKOM B TCUEHUH MeECHIIA.

33. Ecnu paboTHHK B pacueTHBI mnepuop Oonen, HO JIMCTOK BPEMEHHOM
HETPYHOCIOCOOHOCTH He mpeabsBui, B Tabene mpocrapiseTcss OyKBEHHBIH KOJ
«HH». [Tocne npefocTaBleHUsi  pabOTHUKOM  JIMCTa BpPEMEHHOM
HerpyaocrnocobHoctd OTBETCTBEHHOE JIHIIO 3a BeAieHHe Tabens BHocUT B Tabeb
u3MeHeHus: (COCTaBisieTcss KOppeKTUpyroumui Tabenab), IOANMCHIBAET Y
PYKOBOIMTENS CTPYKTYpHOrO ToApa3fieneHuss M chaer Ttabens B CiyxOy
JIOKYMEHTHpPOBaHHWs M ydeTa mnepcoHana. OTBETCTBEHHOE JIMIO 3a TPOBEPKY
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TaGens nposepsieT Tabelib U B YCTaHOBJICHHbIE CPOKHM NepeziaeT Tabenb U JHCTOK
BPEMEHHOM HETPYHAOCIIOCOOHOCTHU B OTAEN OyXraiTepcKoro y4era u OTYeTHOCTH.
34, Ecnu paGoTHHK OTCYyTCTBOBaJ Ha pabouem mecte Gosee 3 4acoB moapsia, U
JNOKYMEHTBI, TOATBEPXKAAIOIIME €ro MpaBO Ha OTCYTCTBHE B YCTaHOBJICHHOM
nopsnke He ObUIM WM TpPeROCTaBiIeHbl, paboTHHKy B Tabene mnpocrasisercs
6yksennbii kox «HH» wu paGoumit neHs omnate He mnomnexur. [locne
ycraHoBleHHs (akTa Tmporyna, OGQOPMIEHHOTO COOTBETCTBEHHBIM aKTOM
paboTtozarens, B TOpsAKe, yCTaHOBIEHHOM myHKToM 19 m 20 Hacrosuero
[Tosio)KeHus] OTBETCTBEHHOE JIULIO 3a BeeHue Tabens BHOCHT B Tabellb H3MEHEHMUs!
(cocraBisieTcsi KOppeKTupyroumii Tabens) npocrapiss OyksenHsit kox «ID» 3a
JHA TPOryJia, MOJNHCHIBAET Yy PYKOBOAMTENS CTPYKTYPHOTO IOApa3feieHus |
cnaer Tabemb B chayx0y JAOKyMEHTHpOBaHMS M Yydera mnepcoHana. Ciyx06a
JIOKYMEHTUPOBaHMsI M ydyera MepcoHala B TEYeHHHM OJHOro pabouero s
nepenaer Tabenb B OTAEN OyXraJaTepcKoro y4era u OTYETHOCTH.

35. B cnywae, ecnu 10 KOHIA Mecsla paboTHUK Oojen, WM Bbiexal B
KOMaHMPOBKY, K eMy OyJeT MpelocTaBlIeH OTIYCK 110 GepeMEHHOCTH U poJam,
oTnyck 6e3 coxpaHeHHs 3apa0OTHOM IUIaThl, MM pabOTHHUK OyneT mepeBeleH Ha
NPYryl0 MOJKHOCTh MW TPUHAT HOBBIA PabOTHMK M T.I., TO OTBETCTBEHHBLIM
nunoMm 3a BegeHue Tabens cocrasisieTcs Koppektupyommii Tabens u chaercs, B
TEYeHHU OJHOTO JHA C MOMEHTA U3JaHus PUKa3a 110 JUIHOMY COCTaBy, B CIykKOy
NOKYMEHTHPOBaHUsI M Yydera IlepcoHaja Jjs TNpOBEPKH, a 3aTeM B OTAe]
OyXraJTepckoro y4era i OTYETHOCTH.

36. B crpoke «Bup Tabens» yKashlBaeTCs 3HAYEHHE «IIEPBUYHBIN», IIpH
npenacraBieHud Tabenss ¢ BHECEHHBIMH B HEro H3MEHEHHSAMHM, YyKa3bIBaeTCs
3HAueHHE «KOPPEKTUPYIOLIMI», IPH 3TOM IPH 3anoiHeHuu nokasarens «Homep
KOPPEKTUPOBKH» YKa3bIBACTCH:

1) uudpa «0» 1mpocraBisgercs B Cllydae NPEJACTABICHHs  JIALIOM,
OTBETCTBEHHEIM 3a BeneHue Tabens, mepsuuHoro Tabens;

2)  uubpbl, HaYuHAs C «1», MPOCTaBIAIOTCS COTJIACHO MOPSAAKOBOMY HOMEDY
koppektupyromero Tabenst (KOPPEeKTHPOBKH) 32 COOTBETCTBYIOIIMH pPacYETHBIH
MIEpUO/I.

37. JlanHble koppekTupyroulero Tabens ciry>xaT OCHOBaHHMEM JUls Ilepepacuera
3apabOTHOM TIUIaTHl 32 KaJeHJAapHble MECSIBI, NpPEeANIeCTBYIOIINE TEKyIIEeMy
Mecsiily Ha4lCIeHHs 3apab0THOM TIATHL.

38. Tabenp 3amojiHseTCs 3a NEPUOA, 3a KOTOpBIM MPENyCMOTpPEHa BbIILIATa
3apa0OTHOM IUIATEL.

39. JlauHble O 3aTpaTax pa6oyero BpeMeHH, BHOCHMBIE B 3JIEKTPOHHYIO 0a3y,
JI0JIKHBI COOTBETCTBOBATH JaHHBIM TabeJei.

40. B tabene He pa3peliaeTcs BHOCHTh HUKAKHe HUCIPABICHUS U MMPOCTaBICHHUE
JIOTIOJTHUTEJBHBIX ITOMETOK.

3. YcaoBusi onJaTel TpyAa




41. Ha Bpems y4yacTus B KOMHCCHSX, IIPOXOXAEHHUSI KypCOB IIOBBILICHHS
KBaJIM(DUKALMK, BBIMIOJHEHUS! TI'OCYJAapCTBEHHBIX O0S3aHHOCTEH, HAXOXKIEHHUS B
Cly)keOHOM KOMaHOUPOBKE 3a pabOTHUKOM COXpaHSieTCsl MecTo paboThl
(10/DKHOCTB) M 3apaboTHas MaTa 3a pabo4ue JHU, IPUXOIAIINECS Ha 3TH JHH.

42, Ha nepuon ydeGHOro OTIyCKa, OTIycKa MO OEpeMEHHOCTH M poJam,
OTIIyCKa IO yXOAy 3a peOeHKOM, OTImycka 0e3 coxpaHeHHs 3apabOTHOM IUIaThHI 3a
pabOTHUKOM coxpaHsieTcs MecTo paboTsl (JODKHOCTB), 0e3 coxXpaHeHHs
3apabOTHOM IJIATHI.

43, Bpems npocTos IO TPUYMHAM, He 3aBHCAIIAM OT paboOTHHKA W
paboToparens, OIUIAYMBAETCS B pa3Mepe MUHUMAJIBHOTO pa3Mepa 3apaboTHOMH
MJaThl B MeCSll, YCTaHOBJIEHHOIO 3aKOHOM O pecIlyOnMKaHCKOM Oroxere H
NeicTByrolIero Ha 1 sSsHBapsi COOTBETCTBYIOMIEro (PMHAHCOBOI'O TO/Ia.

44, Bpemss mnpocToss 10 ‘BuUHe paborojaresis OIUIAYMBAETCS B pasMepe
ISTHIECATH MPOLEHTOB OT CpeHeH 3apaboTHOM MIaThl pabOTHHKA.

45. BpeMs npocTos, JOMyIIEHHOro 0 BUHe pab0THHKA, OIIaTe He MOIEKHT.
46. PaboTHUKY, BOCCTAaHOBJICHHOMY Ha TMpeXHed paboTe, BBIIJIAYMBAETCS
cpelHsis 3apa0OTHAs TUIaTa 33 BCe BpeMs BBIHYKIEHHOIO Iporyia (OTCTpaHeHHs
or paboTel) WIM pa3HuULa B 3apabOTHOHM IuUIaTe 3a BpeMs BBITOJHEHHS
HIDKEOIJIauuBaeMOi paboThI MPU HE3aKOHHOM IepeBOJie Ha APYyryto paboTy, HO He
Oonee 4yeM 3a IIeCTh MECSILIEB.

47. Bpems paGoTbl B Ipa3qHUYHBIE W BBIXOJAHBIE JHH IIPOM3BOJIUTCSI B
[IOBBIIIEHHOM IIOJYTOPHOM pa3Mepe HCXOIs M3 JHEBHOH (4acoBOi) CTaBKH
paboTHHKa.

48. Kaxapli yac paboThl B HOYHOE BpeMs OIIAYMBAETCs B IOBBIIIEHHOM
IOy TOPHOM pa3Mepe UCXOJsl U3 THeBHOM (4acoBOi) cTaBKH paboTHHKA.

49. Omnara pabovero BpeMeHH pPabOTHUKOB, OCYIIECTBIIAIOIMX paboTy Ha
YCIOBHAX II09acCOBOM oOmiaaTel TPyZAd, TMPOU3BOAMTCA B COOTBETCTBHH C
[Tpunoxenuem 19 ITocranosnenus IIpaBurenscrBa Pecry6nuku Kasaxcran ot 31
nexabps 2015 roma Ne 1193 (manee mo texcry IIIT PK Ne 1193) na ocHoBanuu
3asBJIEHHsS. M BEJOMOCTH y4YeTa BBINIOJHEHHUsS y4eOHO-TeNaroruyeckoi Harpysku
[TIC. 3asBieHHe ¥ BEAOMOCTb y4eTa BBINOJHEHHUS Y4eOHO-IEJaroruyecKoi
narpysku [1I1C 3anonssiercs npenogaBaTeIeM CaMOCTOSATENBHO H €KEMECIIHO, He
nozgHee 15 uyMcnaa OTYETHOro Mecsla, CHaeTcs B CIykOy OpraHm3aluMu |
MOHHMTOpHHra yd4eOGHOro mpolecca. 3aMecTHTeNb PYKOBOAUTENS  CIyXKObl
OpraHu3alid ¥ MOHHMTOpPHHIa ydeOHOro mpouecca MNOpOBEpsieT MNPaBHIbHOCTD
3a[I0JIHEHUS BEIOMOCTH, BBICUHMTBHIBAET KOJIMYECTBO YacOB B COOTBETCTBHH C
pacrucaHieM y4YeOHBIX 3aHATHH, omIpelenser CymMMmy omiatel 3a | 4ac B
coorserctBun III1 PK Ne 1193, cocrasnser peectp no nodacoroii omare I1TIC 3a
OTpe/IeNIeHHbI Mecsll M TOJ M CHaeT X B OTJAeN OyXraarepckoro ydera M
OTYETHOCTH.

4. YceaoBHbIE 0003HAYEHHS




50. TIlpm 3amonHenun Tabenst NpPUMEHSIOTCS — CIEAYIOIIME  YCJIOBHBIE
0003HaYeHHS:
Haumenosanue nokaszareas | Kon | HanmenoBanune nokasareas | Koa
Pa6ora B BBIXO/IHbIE H P Otmyck 6e3 coxpaHeHus!
Hepabouue npa3AHUYHbIE JHH 3apaboTHO# MIaTsl OBC
BrixoaHble 1 Hepabo4due B Ormyck no yxony 3a pebenkom | OYP
npa3AHUYHBIEe THH
H Otnyck no 6epeMeHHOCTH H
Paborta B HOUHOE BpeMsl P
pozam
Brimonnenue oy
rocy1apCTBEHHBIX I Y4eOHbIH OTITyCK
obs3aHHOCTEN
. ExeroniHb1ii OCHOBHOM
Yackl cBEpXypOUYHO# pabOThHI C i 7 O
OIlJIaYHUBaeMBbIN TPYI0BOH U
JOTIOJTHUTEIBHBIN OTIYCK
Bpewmst 601e3uu (BpeMeHHas b dakTudecku oTpaboTaHHbIE o
HETPYA0CIOCOOHOCTH) 4achl
OrcytcTBHe Ha pabore 6e3 0
YBaXKUTEJIbHOU IIPUYHHEI CnyxeOHble KOMaHIMPOBKH K
(ITporynsr)
HesiBky 110 HEBBISICHEHHBIM
[ToBbilIeHUE KBATU(PUKALUH C
npu4YuHaM (0 BBISICHEHHS HH [TK
: OTPBIBOM OT paboThI
00CTOSATENHCTB)
[ToBbllIeHNe KBaTH(QUKALIMY C
Bpewms npoctost 1o BUHE s
PI1 oTpeIBOM OT paboTsl B apyron | IIM
paboronarens
MECTHOCTHU
Bpewms mpocTos 1o npu4rHaMm,
He 3aBUcAIIMM OT paboTHuka u | HII OrcTtpaneHue ot paboThI OP
paboronaTens
3abacToBKa (TIpU YCIOBUSIX U B
BpexsETpOCIGH IDiie BII MOPSAAKE, TPEeAyCMOTPEHHBIM 3b
paboTHHUKA P e B 3
3aKOHOIaTeJIbCTBOM )
VY4actue B cocTaBax KOMUCCHH
HenonHoe pabodee Bpems HPB B Tpezenax ropoga AnMarsl CK
(aTTeCTallMOHHBIX H T.II.)
O6o3HaueHue AHel 10
BCTYIUIEHUS! B IOJDKHOCTD MJIH
Y % X | Bpems BeIHYXAeHHOTrO nporyna | BBII

rnocJyie 0CBOO0XKIEHHS C Hee
(yBOJIbHEHHUSI, IEpeBOIbI U T.I1.)

5. 3akJ049HTeIbHbIC MOJIOKEeHHUA

)

Hacrosiniee IlonmoxeHue, a TakXe€ BHOCHMBIE B HEro H3MEHCHHUs U

JOIIOJIHEHHUA YTBEPIKAAIOTCA PEKTOPOM PI'Y «Ka3zaxckas HallMOHaJIbHAsI aKaaeMusl
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uckyccrs uMenn T.K.Kyprewosa» MKC PK wu BeTymaror B cuily Imocie HX

YTBEPXKIACHUS.
PykoBoauTe b ¢J1y’KObl JOKYMEHTHPOBAHHS ,
I'. KaiipanoBa

H y4yeTa nepcoHajaa

CorsiacoBaHo:
C IJIaBHBIM OyXTaaTepoM ﬁ /
A.A.AcplI0EKOBOM . /zj/ « ﬂ? » o4 20 /f? o

C PYKOBOJUTEIIEM

IOPHINYECKOro OT/IeNa |
I".J1.Cent6exoBoii PM «/D» W 20/ ﬂ’)r.
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