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1. Ha3znauenue u 06J1aCTH NMPUMECHCHUSA

1.1. Hactrosimmii crangapt opranmuzanuu (nanee — CTO) BBoaUTCS ¢ 1ENbIO CHUCTEMaTU3allUU
mporecca cobopa u oOpaboTku WHpoOpManum o 3arpaTax pabodyero BpeMEeHH pabOTHHUKaMU
OIOPKETHOTO YUPEKIACHUS BBICHIETO 00pa3oBaHMsl XaHTbI-MaHCHIICKOTO aBTOHOMHOT'O OKpyTa —
Orpe1 «Cypryrckuit rocyaapcTBeHHBIN yHuBepcutrer» (nanee — Cypl'Y, VYuuBepcurer) u
ompeNensieT TOPSANOK 3amoJIHCHUsS, (OPMHUPOBAHMS M MPEJOCTaBICHUS Tabens ydera
MCIOJIb30BaHMsI pabouero BpeMeHu (nanee — Tabenb) B YHUBEPCHUTETE.

1.2. Hactostmuit CTO mnpunumaercss COBETOM IO KadecTBY YHHBEPCHUTETAa W YTBEPIKIaeTCs
pexktopom. M3menenus u nononnenus B HacTosimuii CTO BHOcCATCS B OpAJZIKE, ONPEICTIEHHOM B
HII1-1.7.1 «YnupaBnenue nokymenrtamnueir CMK».

1.3. Hactostmuit CTO oO6s3aTesieH K NPUMEHEHHIO PYKOBOJUTEISIMH U pabOTHUKaMU
CTPYKTYPHBIX HOAPA3ACICHUN Y HUBEPCUTETA.

1.4. Bce paboTHUKH, B (PYHKIMOHAIbHBIE OOSI3aHHOCTH KOTOPHIX BMEHEHO BeleHue Tabens, B
o0s13aTennbHOM Topsiake 3HakoMsTcst ¢ HacTosiuM CTO moj moanuce.

2. HopmaTuBHbIE IPAaBOBbIE OCHOBAHUS

Hacrosmuit CTO pa3paboTan B COOTBETCTBUU CO CIICAYIOIIUMHA HOPMATUBHBIMHU JOKYMEHTAMU:
— Tpynosoii konekc Poccutickon denepanuuy;

— IIpuka3 MunucrepctBa ¢unancoB Poccuiickoit @eneparnuu ot 30.03.2015 r. N 521 (pea. ot
16.11.2016) «O6 yrBepxkaeHUu (OpM TMEPBUYHBIX YYETHBIX JOKYMEHTOB U DPETUCTPOB
OyXrajaTepcKoro y4yera, IpUMEHSEMBIX OpraHaMH T'OCYIapCTBEHHOM BIACTH (TOCYAapCTBEHHBIMU
OopraHaMu), OpraHamMl MECTHOTO CaMOYIpPaBJIEHUs, OpFaHaMH YIIPABIICHHUS TOCYAapCTBEHHBIMU
BHEOIO/KETHBIMU  (DOHIAMU, TOCYNAPCTBEHHBIMH (MYHHMIIMIIATBHBIMHU) YUPEKICHUSIMH, U
Meroandecknx yKa3aHUu# 10 UX IPUMEHECHHIO»;

— IIpuxa3 MuHHCTEPCTBA 3IpaBOOXPAHEHMS U COHMAIIBHOIO pa3Butusa Poccuiickont denepanyun
ot 13.08.2009 r. Ne588n «O0 yTBepKIACHUN TTOPSIKA UCUMCIICHHSI HOPMBI pabodyero BpeMeH! Ha
OIpE/ICNIEHHbIE KaJICHJapHbIE IEpUOJBl BPEMEHHU (Mecsl, KBapTaj, IoJ) B 3aBUCUMOCTH OT
YCTaHOBJIEHHOM MPOIOKUTEILHOCTH pabovyero BpeMeHH! B HEJIEITION;

— Ilpuka3 MunuctepctBa KynbTypbl Poccuiickoit @emepanuu ot 25.08.2010 r. Ne558 «O6
yTBep)kaeHun «llepeuHsi TUTIOBBIX YIIPABICHUECKUX ApPXUBHBIX JOKYMEHTOB, 00pa3yOIIUXCs B
npouecce J1eATeIbHOCTH  TOCYTapCTBEHHBIX OPraHoB, OPraHOB MECTHOTO CaMOYINPAaBICHUS W
OpraHu3alui, ¢ ykazaHueM CPOKOB XPAHEHUS»;

— YcraBom bY BO «Cypryrckuil rocy1apcTBEHHbIN YHUBEPCUTETY;

— KomnexkTuBHbIN 10r0BOpD;

— IlpaBuia BHyTPEHHETO TPYAOBOIO paclopsaKa.

3. O0mue moJoKeHus

3.1. TabGenp mpuMeHsieTCS Il ydyeTa BpeMeHH, (akTHUecku OTpabOTaHHOTO U (WJIN)
HEOTPaOOTAaHHOTO KaXJbIM pPAOOTHUKOM YHUBEpPCHUTETa, IS KOHTPOJIA 3a COOJIIOACHHUEM
pabOTHUKAMM YCTaHOBJICHHOTO pEXUMa pabdoyero BPEMEHHW, I MOJydyeHHUs JaHHBIX 00
0oTpaOOTaHHOM BPEMEHH, [UIsl PETUCTPAIlMM  JOMOJHUTEIBHBIX CBEICHHA O BPEMEHH,
0TpabOTaHHOM PaOOTHUKOM BO BpPEIHBIX M (WIJIM) OMACHBIX YCIOBHSX TPYJAd, pacyeTra OIIAThI
TpyZAa, a TAKXKE JJI1 COCTABJICHUS CTATUCTUYECKONW OTYETHOCTH IO TPYAY.

3.2. lns Benenusi Tabens B CTPYKTYPHBIX NOJpPA3/EICHUAX YHUBEPCHTETA PACIOPSIKEHUSIMU
PYKOBOJUTENEH MOApa3eieHNi, Ha3HAYal0TCsl OTBETCTBEHHBIC JIMIIA U3 YKcia pa0OTHUKOB 3THX
noapazaenenuii  (ganee — OtBercTBeHHBINM). Komuu pacnopsikeHU O  Ha3HAYCHUH
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OTBETCTBEHHOTO 32 BEJICHHE Ta0eNsl B CTPYKTYPHOM MOAPA3ACICHUU MPEIOCTABISAIOTCS B OTAEI
KaJIpOB YHUBEpPCUTETA.

3.3. B cayuae BpeMeHHOTro OTCyTCTBUS OTBETCTBEHHOTO (OTMYCK, KOMaHAMPOBKA, BPEMEHHAs
HETPYIOCMOCOOHOCTh W T.JA.), PYKOBOAUTEIh CTPYKTYPHOTO TOJAPA3/CIICHUS] CBOUM
pacropsKeHHEM Ha 3TOT MEepUo/1 Bo3naraeT PyHKIMOHATbHBIE 00s13aHHOCTU OTBETCTBEHHOTO Ha
JIpyroro paboOTHUKA ATOTO MOAPA3/IEICHUS, O YeM CTaBUT B M3BECTHOCTH OTEI KaJIPOB.

3.4. K ¢pyHkimoHanbHbIM 0053aHHOCTSIM OTBETCTBEHHOTO 32 BeJIeHUE Tabemsi OTHOCSATCS:

— KOHTpOJIb (PaKTHUYECKOTI'0 BpEMEHU NpeObIBaHUS pA0OTHUKOB MOJAPA3EIICHUs Ha padoTe;

— BeJeHue TabeIbHOTO Y4YeTa ¢ OTBETCTBEHHOCTHIO 3a NMPABHIILHOE OTpakeHHUE NaHHbIX B Tabere;
— CBOEBPEMEHHOCTH NpeaocTaBiaeHus Tabemns B oTen KaapoB.

3.5. Ins ucnonHeHusi cBoUX (YHKUIMOHAIBHBIX OO0s3aHHOCTEH OTBETCTBEHHBIA 3a BeJCHUE
Tabens:

— BeJET y4eT IMTaTHOrO COcTaBa paOOTHUKOB MOApa3ICIICHHUS;

— Ha OCHOBAaHMH JIOKAIBHBIX aKTOB (MPUKA30B MO TUYHOMY COCTaBY, IIOPYUECHUH, PACTIOPSHKCHHIA
U T.A1.) BHOCUT B Tabenb W3MEHEHUs, CBA3aHHBIC C MPUEMOM, YBOJbHEHHEM, MEpEeMEIICHUEM,
U3MEHEeHHEeM rpaduka paboTsl, pa3psioB, IPEIOCTABICHUEM OTHYCKOB U T. JI.;

— OCYIIECTBJISIET KOHTPOJIb CBOEBPEMEHHOCTH SIBKM Ha paObOTy M yX0Ja ¢ pabOThI, HAX0XKICHHS HA
paboueM wmecTe paOOTHHUKOB C U3BEIHICHUEM PYKOBOJIUTENSL TMOJpa3/eiCHUusi, O HEsBKax,
OTIO3/IaHUSIX, PEKAEBPEMEHHBIX YX0JaX U MPUUNHAX, UX BHI3BABIIIUX;

— KOHTPOJUPYET CBOEBPEMEHHOCTh MPEIOCTABICHUS [TOKYMEHTOB, IMOJTBEPKIAIOIINX TMPABO
paOOTHUKOB Ha OTCYTCTBHE Ha pabodyeM MecTe: JIMCTKOB O BPEMEHHOW HETPYAOCIOCOOHOCTH,
CIIPaBOK IO yXOAY 3a OOJBHBIMU, IPUKA30B O HAMPABICHUH B KOMaHIUPOBKH U IPYTHUX;

— TOTOBUT CIYy>KEOHBIC 3aMHMCKU IS W3JaHHUS MPUKA30B O pa0oTe B BHIXOAHBIE W Hepabouue
Mpa3IHUYHbIC THU;

— TMOJy4YaeT W MepeaeT pacueTHhIE JUCTKH PAOOTHHKAM CBOETO MOJpa3/IeNieHUs, BBIAABIIUM
noBepeHHOCTh Ha ux mnonydeHue (IIpunoxkenue 1). PaboTrHuxk B nr000€ Bpemsi MMEET MPaBO
OTKa3aThCA OT TIOJIYYCHHsS] CBOETO PAaCUeTHOro JHCTKa dYepe3 OTBETCTBEHHOTo, OQGOPMHB
3asBieHne 00 otkase (IIpunoxenue 2).

3.6. OTBETCTBEHHOCTh 3a JOCTOBEPHOCTH CBEJICHMI, OTPAKCHHBIX B Tabene, U CBOEBPEMEHHOE
MPEAOCTABICHUE HECeT JIUPEKTOP MHCTUTYTa, Koiemka (sl MeJarori4eckux M Hay4YHBIX
pabOTHUKOB), PYKOBOIUTEIIb CTPYKTYPHOTO moxapasfencHuss u OTBETCTBEHHBIM 3a BeJEHUE
Tabens.

3.7. B cinydae cucTteMaTH4ecKOro WM TpyOOro HapyuieHUs TpeOoBaHH, coaepX aluxcs B
HacrosimieM CTO, k naupekTopy HMHCTUTYTa, KOJulemka (AJis MeNaroruuyecKuXx M Hay4dHbIX
pabOTHUKOB), PYKOBOJUTEIIO CTPYKTYpHOTO Toapa3zaeneHus, OTBETCTBEHHOMY 3a BeJleHUE
Tabessi, MOTYT ObITh MPUMEHEHBl MEPhl JTUCHUILUIMHAPHOTO B3BICKAHMS B BUJE 3aMEUAHMS WM
BBITOBOPA, a TAaK:K€ UHBIE MEPhI (OTMEHA Ha3HAYEHUSI CTUMYJIUPYIONICH BBITUIATHI U T.1.).

3.8. Opurunaner Taleneli B TeUeHHE KaJIGHJAPHOTO TOAAa HAXOJSATCS B OTHENE HAYUCICHUS
3apa0OTHOM TIJIaThl M COIMANBHBIX IUIaTekel. [lo OKOHUaHMM KaJeHJAapHOTO ToJa OTHAeN
Ha4YUCJICHUS 3apa00THOM MIaThl ¥ COIMANIBHBIX TUTATeXeH nepenaet Tabens Ha XpaHEHUE B apXUB
YHuBepcurera.

3.9. O6mwmii cpok xpaHeHus: opuruHainoB Talenei — ATk J1eT, B ciydae eciau B Tabene oTpaskeHbl
CBeJIeHUs O PaOOTHHMKAX C BPEAHBIMHU WJIM OMACHBIMH YCIOBUAMH Tpyaa — 75 aet (ct. 586, 615
[lepedHss THUIOBBIX YNPaABICHUYECKMX APXHBHBIX JOKYMEHTOB, OOpa3yIOIIUXCS B MpoIlecce
NEeSATEIbHOCTU TOCYIAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYTIPABIICHHS U OpTraHUu3alui, C
yKa3aHUEeM CPOKOB XpaHEHUs, yTBepkaeHHOro [Ipukazom MunucrepcTsa KyasTypsl Poccuiickoi
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®eneparnun ot 25.08.2010 r. Ne 558).

4. HOpﬂI{OK BEJACHHUS U NIPEACTABJICHUSA
Tadeas Yu€eTa ucnojab30BaHUusA paﬁoqero BPEMEHUN

4.1.B VYHuBepcutere ucnonb3dyercs yHUpuUIupoBaHHas ¢opma Tabems Ne0504421,
yTBEpKJEHHas NpukazoM MunucrepctBa ¢puHaHcoB Poccuiickoilt @enepaunn ot 30.03.2015 1.
Ne 521 «OG0 yTBepx)aeHIN POPM MEPBUUHBIX YUETHBIX JOKYMEHTOB U PETUCTPOB OyXTaJITEPCKOTO
yuera, NPUMEHSIEMBIX OpraHaMH TOCYAapCTBEHHOHN BiacTH (TOCYJapCTBEHHBIMU OpraHaMu),
OpraHaMM  MECTHOIO  CaMOYIpPABJIEHHS, OpraHaMyd  YOPaBJIECHHS  T'OCYJIAapPCTBEHHBIMU
BHEOIOJDKETHBIMUA ~ (DOHJAMU, TOCYJApCTBEHHBIMH (MYHUIUMNAIbHBIMU) YUPEKACHUIMH U
MeTtonuyeckux ykazaHuit o ux npumenenuto» (Ilpunoxenue 3).

[Ipumep 3amonHenuss TabOenss ydyeTra HCHOJIB30BaHHUA pabOYEro BPEMEHM | MPEICTABIEH B
[Ipunoxxenuu 4. [Ipumep ABIAETCS YCIOBHBIM.

4.2. OT4eTHBIM TIEPUOJOM /ISl yueTa B Tabeie ycTaHAaBIUBAETCS OIMH KaJeHAApHBIN MecsI (¢
MIEPBOTO IO MOCJIETHEE YUCIIO BKIIOUUTEIBHO).

4.3. Tabens 3anonasiercs B popmate Excel u pacreyarsiBaeTcst Ha OyMa)KHBIH HOCHTENb B OJTHOM
sk3emIuisape. Tabens comepxuT nonanucu OTBETCTBEHHOTO 3a BeAEHUE TaOelsl,, pyKOBOIUTENS
CTPYKTYpPHOTO TIOJIpa3fiesieHusi, pabOTHUKa oOTle’a KaApoB, MPOBEPUBHICTO MPABUIBLHOCTD
3aroHeHus! Tabensl, U OTMETKY OT/eJIa HAaUUCJIEHUs 3apa00THOM TUIAThl U COLMAIbHBIX TIaTeXel
o mnpunstTuu Tabens ¢ ykazaHuem AOKHOCTH, PD.J.O., nmarel TPUHATHUS U  TOIMNHUCHIO
COOTBETCTBYIOIIETO pabOTHHKA.

4.4. B TabGene He TOMYyCKAIOTCS HUKAKUE UCTIPABICHUS U JIOTIOJIHUTEIbHBIC TOMETKH.

4.5. B nensx coOroeHus CPOKOB BBITIIATHI 3apa00THOM TIJIAThI, YCTAHOBICHHBIX KOIEKTHBHBIM
noroopom Cypl'Y, mnoamucansbeiii OTBETCTBEHHBIM 3a. BeleHHe Talens, pyKOBOJAUTEIEM
CTPYKTYPHOTO TOJpa3felieHusl, AUPEKTOPOM HHCTUTYTA, Koateddcd (Ui TEeAarornueckKux Hu
Hay4HbIX paboTHUKOB) Tabenb nepenaercs Ay TPOBEPKHU B OTACIH KaJpOB:

— 3a 1-10 monoBuHy Mecsana (¢ 1 mo 15 4mcio) - B nepBoii MOJOBUHE IHA 12-r0 YKciIa KaKaoro
MecAl1a;

— 3a Bech MecsIl (¢ 1 mo 31 uncno) - B iepBoi mosioBUHE JAHs 21-r0 yncia KaI0ro MecsIa.

B cnyuae, ecniu gara npenoctaBieHus Tabesss npuXoaUTCs Ha BHIXOJHOM WM MTpa3JHUYHbIHN JIEHb,
TO CPOK mpenocTaBieHus Tabesns nepeHoCUTCs Ha MOCIeTHUN pabouuii JeHb HAaKaHYyHE.

4.6. PaboTHUKM OT/eNa KaapoB OCYIIECTBISAIOT MpoBepKy Tabenss HA COOTBETCTBUE CBEICHUIA,
oTpakeHHBbIX B TalOene, (akTHUEeCKUM JAHHBIM B YACTH TpUEMa, YBOJbHEHUS, TMepeBoja
PabOTHUKOB, IEPUOAOB HETPYIOCIOCOOHOCTH MO JIMCTaM HETPYA0CTIOCOOHOCTH, MPEAOCTABIECHUS
OTIYCKOB, KOMAHJAUPOBOK U T.NI. Ha J€Hb cocTaBiieHus TaOens. Ecnu BbISIBJICHBI HApYIICHUS B
3anonHeHun Tabenst, OTBEeTCTBEHHBIN UCIIPABIISIET €T0 U CAAET Ha MMOBTOPHYIO IIPOBEPKY.

4.7. CnenmanucT OTIena KaJapoB TMOJMUCHIBACT MpOBEepeHHbIH Tabenb W mepenaer B OTAEH
HaAYKCIICHUs 3apa00THOM MIIAThI U COIIMANIBHBIX MIATEXKEH:

— 3a |-10 monoBuny Mecsma (¢ 1 mo 15 uucino) - 15-ro yncnia kaxaoro Mecsua;

— 3a Bech MecHll (¢ 1 mo 31 gucno) - 23-20 yuciia Kaxa0ro MecsIa.

B cmyuae, ecniu nara nepenaun Tabenst mpuXOAUTCsl HA BBIXOJHOW WIIHM TMPA3HUYHBINA JIEHb, TO
cpok nepeaaun Tabemnst nepeHOCUTCs Ha MOCIeAHUIM pabouHii 1IeHb HaKaHyHeE.

B mensx cBOEBpEMEHHOTO pacyeTa W BBILIATHl 3apa0OTHOM TUIATHI B OTHCNIBHBIX CIydasx
JomycKaeTcs 3anonHeHue Tabemns 10CpoydHo.

4.8. B Tabene (xomoHku 5-37) oTMeYarOTCsl BCE CIy4aW OTKJIOHEHUH OT YCTaHOBJICHHBIX
MpaBUJiaMd BHYTPEHHETO TPYAOBOTO paclopsika HOPM BpEeMEHH (HESBKH, €XKEroJIHbIe
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OIJIAYMBAEMBbI€ OTIYCKa, YUEHUUYECKHUE OTITYyCKa, OTIyCKa 0€3 COXpaHEHMs 3apaOOTHOM IUIATHI,
OTIIyCKa MO0 OEpEeMEHHOCTH U pOJiaM, JHUCTKU HETPYAOCIOCOOHOCTH, KOMAaHIUPOBKU U ApPyTHe
ciiydan). 3anucu 00 UMEIOIIMX MECTO OTKIOHEHUAX OTPAXKAIOTCS CIICTYIOIINM 00pa3oM:

8 6epxXHell NON08UHe CIPOKU

— YCIIOBHOE 0003HAUYE€HHE UMEBIIETO MECTO OTKJIOHEHHS;

— Yacel, 0TpabOTaHHBIE B HOYHOE BpEMs, €CJIM OHMU ObUIN (A1 paOOTHUKOB, C YCTAHOBICHHBIM
CYMMHPOBAHHBIM Y4€TOM pabO4ero BpeMEeHH);

8 HUDICHEll NON0BUHE CIMPOKU

— CTaBUTCS KOJIMYECTBO YACOB OTKJIIOHEHUH;

IIPU OTCYTCTBUU COTPYJHHUKA B TE€YEHUE BCETO JHS (KOMaHIUPOBKA, OOJbHUYHBIN, OTIYCK) YaChl
OTKJIOHEHU HE YKa3bIBAIOTCSI.

4.9. YcnoBHbie 0003HaueHHS (OYKBEHHOE KOJIMPOBAHUE HESIBOK PAOOTHHKOB), IPUMEHSIEMBIC TIPH
3anonHeHuu Tabens npuBeneHsl B [Ipunoxenun 5.

4.10. B ciydae Hanu4usi y OTHOTO U Toro ke pabotHuka Cypl'Y nByX BHIOB OTKJIOHEHUU B OJUH
JeHb (TMepuoj), HIDKHSS YacTh CTPOKHM 3allUCHIBAETCS B BHJIE OPOOH, YUCIHUTENb KOTOPOH -
YyCJIOBHOE 0003HAUEHWE BHUIA OTKIIOHEHUM, a 3HAMEHATeNb - Yyachl paOoTel. [Ipy Hamuumm 6omee
JIBYX OTKJIOHEHUH B OJIMH JeHb (pamuins paboTHrKa B Tabese moBTopsieTcs.

4.11. Ecnu paGOTHHK SIBIISIETCS BHYTPEHHHM COBMECTHTENIeM; TO B Tabeine ero-gamunus OyaeT
yKa3aHa JiBa pas3a: [0 OJHOM Mo3uluu OyIeT YYTEHO BpEMs OCHOBHOU palOThI, a MO BTOPOU —
BpeMsi pabOThI IO COBMECTUTEIBCTRY.

4.12. B ctpoke «Bun tabens» ykaspiBaeTcs 3HAUCHHE «IIEPBUYHBIIN» B ciydae caaun Tabens
BriepBble. Ecnm mocne cpaum  mepBuyHOro TaOens HEOOXOAMMO BHECTH W3MEHEHUS,
OTBeTCTBEHHBIN 3a BeleHHUE TaOels MPEACTaBISIET B OTJAEI KaApoB KOppekTupyoomuii Tabensb ¢
W3MEHEHMSIMH, TPUKIAJIBIBAET K HEMY JOKYMEHThL, MOJATBEPXKIAIOIINE H3MEHEHHBIE JTaHHbIE
(JTUCTKM BPEMEHHOH HETPYIOCIOCOOHOCTH, HPUKa3bl O KOMaHAMPOBKAaX, CIPABKU-BBI3OBBI U
Apyrue TOKyMEHTBI), IPU 3TOM IIPH 3al0IHEHUN CTpokU «HoMmep KOppeKTUPOBKNY yKa3bIBACTCA:
— uudpa «0» - B ciyyae npeacraBieHus nepsudHoro Tabens;

— 1udpsl, HauMHasg ¢ «1» - B ciay4ae INpeAcTaBiIeHHs KOppeKTupyromero Tabens coriiacHo
MOPSAJIKOBOMY HOMEPY KOPPEKTHUPOBKH 3@ COOTBETCTBYIOLIMI pacUETHBIN IIEPUOA.

JlanHEIe KoppekTHpylomero Tabels ciTykaT OCHOBAHHEM JUIA lepepacyera 3apaboTHOI IIaThl 3a
KaJICHIAPHBIE MECSUbI; IPEAIHECTBYIOMHUE TEKyIEMY MECALy HAYUCICHHUs 3apaOOTHOM IIIATHI.
4.13. Ilpu 3amomnennn konoHku Nol Tabenst pamunuu ¥ MHUIMATB pAaOOTHUKOB BHOCSTCS B
angaBUTHOM IOPSIKE.

4.14. B xononke Ne2 ykaspiBaeTcsi TaOeiabHBIM HOMEp pabOTHHKA, NMPUCBOEHHBIM €My MpH
YCTPOWCTBE Ha padoTy.

4.15. B xononke Ne4 Tabenst B BepXHEW YacTH 3alOJIHSICTCS HAaMMEHOBAaHHE JIOJDKHOCTH, a B
HWKHEN — pa3Mep 3aHUMaeMOM cTaBku (Harpumep, 1oueHT - 1,0 cT. niau noueHt - 0,75 cr.).

4.16. B ciyuyae eciau mpou3BOAUTCS MEpeBo (MepeMelieHrne) paboTHUKA B APYroe CTPYKTYPHOE
MoJIpa3/ieJieHue B TeUCHUE KAICHJapHOTO MecsIa (I03Hee MEPBOTro YUCIIa), Ha HET0 0(OopMIIsIeTCs
otaenpHbld Tabenp 3a orpaboTaHHOE BpeMsl, KOTOPBI MOJaeTCs OJJHOBPEMEHHO C 3asIBICHUEM O
nepeBoje. B Tabene mo mocneauuit pabounii 1eHb (BKIIOYUTEILHO) B JaHHOM I0pa3aeICHHH
MPOCTABJISAIOTCA UMEBILIME MECTO OTKJIOHEHUS, a C 1aThl IepeBoa (MepeMelleHus) TPOoCTaBIsSeTCs
npouepk. B urorossiii TaGenp Mecsiia 1mo nmoapasaeneHUIo TaHHbI paOOTHUK HE BKIOUYaeTcs. B
HOBOM TMOJIpa3/ielieHnH pabOTHHK yKa3bpiBaeTcs B Tabenme co aHS (aKTUUECKOrO MEepeBoia Ha
OCHOBAaHHMU COOTBETCTBYIOIIETO MpHKa3a, a [HHU, MPEAIIECTBYIOIIME MepeBOAy paOOTHHKA B
CTPYKTYpPHOE MOJpa3eJIeHHe, OTMEYAIOTCS IPOUYEPKOM.
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4.17. B cnydae yBOJbHEHHsS Ha paOOTHUKA MOJAETCS OTIEIBHBIN KOoppekTupyoomuii Tabenb,
OJIHOBPEMEHHO C 3asBJICHHEM Ha YBOJbHEHUE (C JOKIAIHOM 3alMCKON — B ClTydae yBOJIbHEHUS 110
WHULIMATHBE padotonarens). B Tabene mo mocneanwii pabounii JeHb (BKIFOYUTEIHHO)
MPOCTABIISIOTCS UMEBIIIME MECTO OTKJIOHEHUS, a TIOCJIE JHS YBOJBHEHHS MPOCTABISIETCS MPOYEPK.
B urtorossiit Tabenb Mecsia o mopa3ieJICHUIO TaHHBIA PAOOTHUK HE BKIIIOYAETCA.

4.18. Otmycka (exeroiHble U aIMUHUCTPATUBHBIC), OOJIBHUYHBIE JIUCTHI MPOCTABIISIOTCS Ha BCE
KaJIeHJapHbIE IHU, BKIIIOUasl BEIXOJHBIC (32 UCKIIIOUEHUEM TIPA3AHUYHBIX THEN).

4.19. Ecnun y paboTHHKA B TEUEHUE MECSIIa HE OBIJIO OTKIOHEHUH OT HOPMAJILHOTO MCTIOIb30BAHUS
paboyero BpeMEHH, YCTaHOBJIEHHOTO MpaBHJIaMU BHYTPEHHETO TPYJOBOTO pacropslika, TO B
CTpOKE HAMpoTUB (paMHIINK JAHHOTO PaOOTHUKA HUYETO HE MPOCTABIISIETCS.

4.20. Ormetku B Tabene o mpuyuHe HESIBKM Ha padoOTy, 00 0co0OOM pexume pabOThI U IPYTHX
OTCTYIUICHHAX OT HOPMAJIBHBIX YCIOBHH TpyHa MENar0TCS TOJNBKO HA OCHOBAHWU TEPBUYHBIX
JTIOKYMEHTOB:

— JIUCTKa HETPYAOCIOCOOHOCTH;

— CIIPaBKH O BBINOJIHEHUH FOCYJapPCTBEHHBIX MIIM OOLIECTBEHHBIX 00A3aHHOCTEH;

— TPYAOBOTO JIOTOBOpPA IO COBMECTUTEIHCTBY;

— TPHUKA30B O HAMIPABJICHUU B KOMAaHIUPOBKY, IPEIOCTABICHIH OTITYCKa U JIp.

4.21. Ilpu otcyTcTBUU Ha pabodyeM MecTe Ha OCHOBAaHUHU MPHUKA30B I10 JHYHOMY COCTaBY, B CBSA3HU
C OTITyCKaMH, CIy>KE€OHBIMU KOMAaHIUPOBKAMHU, CTAXKUPOBKAMHU U T.JI. paOOTHHUK 0053aH IO CBOETO
yObITHA cOo0OmUT, OTBETCTBEHHBIM 3a BEJACHHE TaOEIsl COOTBETCTBYIOIIWE AATHI WM CPOKH
HAXOXJCHHS BHE Y HUBEPCUTETA.

4.22. Ecnu pabOTHUK HaXOUIJICS B CIYy>KeOHOM KOMaHIupOBKe, B Taberne MpocTaBIistoTCs THU €ro
KOMaHJMPOBKHU (TaK KaK 3TU JHH OYIyT OIJIA4€HBI MO CPEIHEMY 3apabOTKy) U 0053aTeIbHO
MPUKIIAABIBAETCS KOIUS IPUKa3a O HAPaBJICHUN PaOOTHHKA B KOMAHIUPOBKY.

4.23. B cimy4yae HesBKM pa0OTHHKA Ha CBOE paboyee MECTO IO HEBBISCHEHHBIM MPUYHHAM, IO
BBISICHEHUS OOCTOSTENHCTB HesBKH paboTHMKa, B Tabene mpocrasnsercs kox «HH», B
COOTBETCTBHU C MPHUHATHIMU YCIOBHbIME 0003HaueHUsMU ([Tpunoxkenue 6).

[Tocrne BBISICHEHHMsSI TPUYMHBI HESBKH pabOTHUKAa Ha CBOe pabodee MecTo M OPOpPMIICHHS
COOTBETCTBYIOIIMX JOKYMEHTOB Ha paOOTHHKa MTOJacTcsi KoppekTupytommuii Tabenp B
COOTBETCTBUU C MPEJACTABICHHBIMHI TOKYMCHTAMH. >

4.24. Ecnu paOOTHHUK B-PACUCTHBIN TIEPHOJ OOJIEN, HO JIMCTOK BPEMEHHON HETPYIOCIOCOOHOCTH
He npenctaBuwi, B Tabene npoctasmsiercss «HH». [locie mpenocraBieHus paOOTHUKOM JIHCTKA
HeTpynocrnocoOHocTH OTBETCTBEHHBIN 3a BenaeHue Tabens cmaer koppektupyroomuii Tabenb
BMECTE€ C JIMCTKOM HETPYIOCIOCOOHOCTH. B' ciiydae HempencTaBieHHs pPaOOTHHUKOM JIMCTKa
HETPYIOCTIIOCOOHOCTH PYKOBOJAUTENb CTPYKTYPHOTO MOJpa3fesieHUs] COCTaBIseT akT o0
OTCYTCTBUU PaOOTHHKA Ha pabodyeM MecTe M mpuiaraeT K HeMy OOBSICHUTEIbHYIO 3allUCKY
paboTHHKA.

4.25. Eciiu pabOTHUK OTCYTCTBOBaJ Oosiee 4 4acoB MOAPSI, U JOKYMEHTHI, MOATBEPKAAIOIINE €T
MPaBO HA OTCYTCTBHUE, B YCTAHOBIEHHOM IOPSIIKE, HE TIPEIOCTABICHBI, pAOOTHUKY TIPOCTABIISETCS
MpOryJ ¥ pabouuii AeHb orIaTe He moaexuT. [Iporyn odopmMisieTcss B mOpsaIKe, yCTAHOBICHHOM
TPYAOBBIM 3aKOHOAATEIHCTBOM.

4.26. He sBuBmmMecs Ha paloTy, OMO3JaBIIME M TPEXKACBPEMEHHO YIIEAINWE C padoThI
MPENICTABISIOT PYKOBOIUTENIO CTPYKTYPHOTO MOAPA3ICICHUS ONpaBIaTeIbHbIE TOKYMEHThI WK
MUCHbMECHHBIC OOBSCHEHUS B TIEPBBIN JCHD BBIX0/1a HA paOOTYy MOCIIE COBEPIICHHOTO HAPYIICHUSI.
4.27. O6pa3ipl 3aMoTHEHUsT TaOesl yueTa UCIOIb30BaHUs pab0ovyero BpeMEHHU ISl COTPYAHUKOB
VYHuBepcurera npuseaeHsl B [Ipunoxenusx 4, 5.
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5. Oco0eHHOCTH YyueTa HCMO0JIb30BaHUs pa0oyero BpeMeHHU /1Jisi pA0OTHHKOB,
3aHATHIX Ha padoTax ¢ BpeIHbIMU U (MJIM) ONACHBIMHU YCJIOBUSMHU TPYy/Aa

5.1. JIna pabOTHUKOB YHHMBEPCUTETA, 3aHIATHIX Ha paboTax ¢ BpPEAHBIMU U (WJIM) OMACHBIMU
YCIIOBUSIMHU TPy/a, B Tabesne npeaycMaTpuBaeTcs JOMOIHUTENbHAs CTPOKA, B KOTOPOM OTpaKaeTcs
KOJMYECTBO 4YacoB (PAKTUUECKOTO HAaXOXJICHHUS pa0OTHHKAa BO BPEAHBIX U (WJIM) OMACHBIX
YCIIOBUSX TPY/a, B CKOOKax yKa3bIBaeTcs yciaoBHOe 0b6o3HaueHue BP.

5.2. Ecniu paOOTHHUK TPYIAUTCS BO BPEIHBIX M (FJIH) OMACHBIX YCIOBHUSAX TPy/Aa HE KaKIbIA paOoUmii
JIeHb, TO B JJHA C HOPMAJIbHBIMU YCIIOBUSIMH TpPYJla TPEThs CTpoka B Taberne ocraeTcs myCcTou.

5.3. KonnyecTBo 4yacoB (pakTHUECKOTO HaxOXIEHUS paOOTHHKA BO BPEAHBIX U (MIJIM) OMACHBIX
yCIOBUSX TpyAa, oTpaxkeHHoe B Tabere, T0KHO YETKO COOTBETCTBOBATH JaHHBIM, YKa3aHHBIM B
Kypnane yueta BpeMeHH paObOThI BO BPEIHBIX YCIOBHUAX TPY/A.

5.4. Xypnan ydyera BpeMeHH pabOThl COTPYAHUKOB BO BPEIHBIX U (MJIM) ONACHBIX YCIOBUSIX TPYyAad
3aMoNHIETCSl MHIWBUIYATbHO KaXKIbIM pAaOOTHHUKOM, KOTOPBIM (DaKTHUECKH HaxXOIWJICS BO
BPEIHBIX U (WJIM) ONACHBIX YCIIOBUSAX TpyAa B (popme nHauBHIyanbHOU KapThl ([Ipunoxenue 7).
5.5. B uHnuBuAyansHON KapTe paOOTHHKA YKa3bIBAIOTCS CJICIYIOIINE JaHHbIC:

HAaUMEHOBAHUE CTPYKTYPHOTO MOJIpa3/IeIICHNUS,;

(dhaMuIIAsS ¥ MHUITHATBI pAOOTHHKA;

JOJKHOCTh PabOTHUKA;

TabeNbHbII HOMEp paOOTHHKA;

(akTyeckas nata paboThl BO BPEAHBIX U (MJIM) OMACHBIX YCIOBUSIX TPY/A;

BU/I BBIMIOJIHSAEMOM paboOThI;

(dakTuueckoe BpeMsi pabOThl BO BPEIHBIX M (MJIM) OMACHBIX YCIOBHUSX TpyAa C yKa3zaHUEM
BpEMEHU Hayvaja ¥ OKOHYaHMUS;

— KOJIMYECTBO YacOB pabOThl BO BPEAHBIX U (MJIM) ONACHBIX YCIOBUSX TPY/a B JCHb;

— WTOTOBOE KOJMYECTBO YACOB pabOTHI BO BPE/THBIX 1 (MJIM) OTAaCHBIX YCIOBUAX TPyZAa 3a MECSL.
5.6. lnuBHya bHbIE KApThl ydeTa BpeMEHH PaboThl COTPYAHUKOB BO BPEHBIX M (MJIH) OMACHBIX
YCIIOBUSAX TpyJa 3arloiHSAIOTCS B albOOMHOM - pacmojiokeHuu JMcToB B ¢opmare Excel,
pacreyaTbIBalOTCsl B KOHIIE Ka)I0T0 MECALa, MOANUCHIBAIOTCS paOOTHUKOM, OTBETCTBEHHBIM 32
BeJieHue Talessl U pPyKOBOJIUTEIEM CTPYKTYPHOTO MOpa3iesieHus], CIIUBAIOTCS B €IMHBIHN KypHaJ
ydeTra BpeMeHH paboThl BO BPEIHBIX U (I/IJ‘II/I) OMACHBIX YCIOBUSAX TPyZa 32 COOTBETCTBYIOLIUI
Mmecsl (IIpunoxenue 8).

5.7. XKypnain yyeta BpeMeHHU pabOThl COTPYAHUKOB BO BPEAHBIX U (MJIM) OMACHBIX YCIOBUSIX TpyAa
XpaHUTCS B CTPYKTYPHOM MOJpa3zesieHnu. PyKoBoAUTENb CTPYKTYPHOTO Moipa3ieneHust o0s3aH
I10 3a1pOCy MPEAOCTABUTH KYpPHAI JUIsl IPOBEPKU B!

— CIyKOy OXpaHBI TPY/Ia;

— OT/EeN KaJpoB;

— OT/IeN OpraHu3aluu TPyAa U 3apadOTHOM IIaThI;

— OTJeJ] HAYUCIICHUsI 3apa00THOM TIJIAThl U COLUANIBHBIX TUIATEKEH.

OTBeTCTBEHHBINH 3a BeJeHHE Tabenss M PYKOBOAMTEIb CTPYKTYPHOTO TIOApA3JCICHUS HECET
OTBETCTBEHHOCTb 32 JIOCTOBEPHOCTH MH(OPMALINH, IPEICTABICHHON B KypHAJIE.

5.8. B cnyuae oOHapykeHusi ()akTOB OTCYTCTBUS KypHalla WJIM HECOOTBETCTBHS HMH(pOpMaIuy,
MPEICTABICHHOW B XypHajie (aKTHUYECKUM JaHHBIM B OTHOIICHUH OTBETCTBEHHBINH 32 BEJICHUE
Tabens U (WIM) PyKOBOIUTENS CTPYKTYPHOTO TOAPA3eNieHUs] MOTYT OBITh MPUMEHEHBI MEpHhI
JUCHUIUIMHAPHOTO B3bICKAHUS B BUJE 3aMEUaHUsl WM BBITOBOpA, a TaKXKe MHbIe Mephl (OTMEHa
Ha3HAYCHHS CTUMYJIUPYIOIICH BBITIATHI U T.1I.).
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IIpunoxenne 1
dopma 10BEPEHHOCTH

JloBepeHHOCTh

MI)I, HWXKXCIIOAIINCABIIUCCA, ITIOPpYIaCM

(®.1.0. OTBETCTBEHHOTO)

, IIoJIy4aTb OT

Kadeapsl (ympaBieHHs, OTAeNa, IEHTpa W TI.)
HAIlIETO MMEHU pacueTHBIC JUCTKH B OTJ/EJC HAYMCIICHUS 3apaOOTHOW TUIATBl M COIMAIBHBIX

IUTaTeXKEW yIpaBIeHUs OYyXTalTepCcKOro ydeTra M JAacM CBOE COINIaCMe Ha O3HAKOMJICHHE
OTBETCTBEHHOI'O JINLIA C HALTMMHU [I€PCOHAIBHBIMU JJAHHBIMH.

d.N.0. JIOJIDKHOCTD [Tonpaznenenue Iloamuce Jlara

C ®enepanbubiM 3akoHOM «O MepeoHaNbHBIX JaHHBIX» OT 27.07.2006 Ne 152-03, CTO-5.4.1-16
«ITopsimok cbopa u 06pabOTKK MEPCOHATBHBIX JAHHBIX COTPYAHHKOB, O0YYAIOUTUXCS U TPETHHX

JUI» O3HAKOMJICH(a).

OTBETCTBEHHOE JIUIO
(noonucy) (®.1.0.)
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IIpunoxenue 2

dopma 3asiBJICHUA

Pextopy Cypl'Y
C.M. Kocenky

(pammynst, UMs1, OTIECTBO)

(HaMMEHOBaHME JOJDKHOCTH)

(HaMEHOBaHME MTOJIPA3ICICHUS)

3agBienne

[Ipomry Bac He BbIaBaTh MOM pacyeTHBIM JUCTOK OTBETCTBEHHOMY 3a BeleHUE Tabens

(®.1.0. OTBETCTBEHHOTO)

(nara)

B CBSI3H C T€M, UTO Oyy 3a0uUpaTh JIUYHO.

(moanuce)
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[Tpunoxenue 4

06[)33611 3anoJIHeHUus Tadesas yYueTa uCnoJb30BaHusA paﬁoqero BPEMEHMU IJId COTPYAHUKOB

YHuBepcurera

| — 1 T 0l " __
: 1 0T, “ T
| 1 {ronunon exzoddnmoed) {Tenuron) LD
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Cypryrckuii rocyiapcTBeHHbIH

CMK CypI'Y CTO-5.14.2-18

.
YHHBEpPCHTET
Tabeanb YueTra uCnoJiLb30BaHusA

Cucrema MEHeKMEHTa KauecTBa pabouero BpeMeHu
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Pemakmusa Nel

crp. 14 u3 17

IIpunoxxenune 6

YcioBHbIE 0003HAYEHUS JJIA Tadeas yuera ucCnoJgab30BaHUsA paﬁoqero BpEMEHHA

HanmeHoBaHue nmoxka3sareJs Kon
Brixonneie 1 Hepabouue npa3AHUYHbIC THH B
Pabora B HOuHOE BpeMms H
BrinonHeHHE TOCY1apCTBEHHBIX 00S3aHHOCTEH r
OuepenHble U TOMOTHUTEIbHBIE OTITYCKA
Bpewms npoxoxieHust qucrnaHcepu3auu OB
[IprocraHnoBieHus: AEMCTBUS TPYAOBOIO JOTOBOPA B CBSI3U C BOCHHOH cIy>K001i 110 1
MOOWIM3AIUN
Bpemennas HeTpy10ciocOOHOCTH, HETPYAOCIOCOOHOCTh MO OEPEMEHHOCTH U POJaM b
OTmyck 1o yxony 3a peOeHKOM 0]
Yacel cBEepXypO4YHOil paboThI C
[Iporyibr I1
HesiBkM 110 HEBBISICHEHHBIM NPUYMHAM (10 BBISICHEHUS 00CTOSTEIILCTB) HH
HesiBku ¢ pa3penieHust aAIMUHUCTPAIUN A
Brixoansie o yuebe BY
VY4eOHbIi TOMOTHUTEIbHBIN OTITYCK oy
3amerrenne B 1-3 Kitaccax $ 3H
3amernieHue B rpynmnax npoJIeHHOTO JTHS 311
3amerenue B 4-11 xiaccax 3C
PaGora B BbIXOAHBIE M HepabouKe Mpa3AHIUYHbIC THI PII
dakTH4ecku 0TpabOTaHHBIEC Yachl o
CayxeOHble KOMaHAUPOBKH K
Yacel Ha KOPMJICHHE KP
[IpopomxuTensHOCTh (paKTHUECKH OTPAOOTaHHOTO BPEMEHHU BO BPEAHBIX U (WIIN) BP
OTIACHBIX YCJIOBHSX TpyAa
JleHb OT/BIXa 32 paHee 0TPabOTaHHOE BpeMs B BHIXOJAHOW WIIM HEPAOOUUi Mpa3IHUIHBIN OT
NIeHb
Otctpanenus ot paboThl (HeoMylIeHne K paboTe) ¢ omnatoi (mocobuem) B HO
COOTBETCTBHUH C 3aKOHOJATEIHCTBOM
OtctpaneHus ot paboThI (HeIOMyIIeHHEe K paboTe) Mo MPUIHHAM, TIPETyCMOTPEHHBIM HE
3aKOHOAATEIHCTBOM, O€3 HAuMCIeHUsI 3apa0OTHOM MaThl




CMK CypI'Y CTO-5.14.2-18

AMPOTESH, . .
<ms, | CypryTckmii rocyiapeTBeHHbiii
g 2
g g HHUBEPCHUTET
% W i yHHBep Tabesb yueTa HCNOJIL30BAHHS Penaxuus Nel
5
m,)g\).\g,/‘/ Cucrtema MCHCIPKMCHTA KauyeCTBa paﬁol[ero BpeMeHH CTp 15 u3 17

dopmMa HHAUBHUAYAJIBHOU KAPTHI

IIpunoxenne 7

yu€eTra BpEMEHHN paﬁoTBl BO BPCAHBIX U (I/IJ'II/I) OMMACHBIX YCJIOBUSX TPyAa

NHINBUAYAJIBHAS KAPTA

y4eTa BpeMeHHU padoThl BO BpeIHbIX U (MJIH) ONMACHBIX YCJIOBUSX TPyAa

3a 20 T.

(Mecsiir)

@®.1.0. paboTHHKA

J1OIDKHOCTD

TabGenbHBIN HOMED

CTPYKTypHOC ImoaApa3ICICHUC

DakTHYeCKOe BpeMs
paboThl BO BpeIHBIX H
. (WJIH) OMACHBIX
JlaTa Bua BeinosinsieMoii padoThl

yYCJI0BHUSIX TPy/Ja ¢
yKa3aHueM BpeMeHH
HAYAJI1a 1 OKOHYAHHSA

Koan4yecTBO 4acoB

HToro 3a mecsir:




CMK CypI'Y CTO-5.14.2-18

AMPOTEG, o <
S L3 Cypryrckuii rocyiapcTBeHHbIH
g 2
z 2 HUBEPCUTET
€ W H yrusep Ta6esib yueTa HCHOJIb30BAHUS Penaxuusi Nel
A 2/
" Y
,,Jg\x»\i// Cucrema MCHCPKMCHTa Ka4uC€CTBa paﬁoqero BpeMeHHU cTp. 16 w3 17
[Tpunoxenwue 8

®opmMa THTYJIBHOI'O JTMCTA )KYPHAJIA Y4eTa BpeMeHHU padoThl COTPYAHUKOB BO BPEIHbIX U
(1JIM) onacHBIX YCI0BHUSAX TPyaa

KYPHAJI
yueTa BpeMeHH padoThl COTPYAHNKOB

(HaHMeHOBaHHe CTPYKTYPHOTO MOAPA3/ieIeHH)

BO BPeIHBIX U (MJIH) ONACHBIX YCJIOBHUSAX TPyAa

3a 20 T.

(Mecsiin)




%

PO
Ungapa>

\l\

oTHG,
A iy,
Sty

Cypryrckuii rocyiapcTBeHHbIH
YHHBEPCUTET

CMK CypI'Y CTO-5.14.2-18

Tabeanb YueTra uCnoJiLb30BaHusA

Pemakmusa Nel

‘M}LV/ Cucrema MEHeKMEHTa KauecTBa paGouero BpeMeHHu crp. 17 u3 17
JIMCT perucTpanuu U3MeHeHU
Ne Conepxanne usMeHEeHUs U Homep Cpoxu
Jara IMoanucek BBeJIeHUS
H3M. €ro KOOpanmHaTbl ImpuKasa
N3MEHEeHU s
1 JIucTt BHECEHUS U COTIIAaCOBAHUSA Ne24 06.11.2018 | XBan E.JI. | 07.11.2018 r.
n3Menennii Ne 1 T.
2 JIucTt BHECEHUS U COTIIAaCOBAHUSA Ne26 04.04.2019 | XBan E.JI. | 05.04.2019 .
n3Menenuii Ne 2 T.
3 JIvcT BHECEHHS U COTJIaCOBAHUS Ne43 13.04.2023 Humko 14.04.2023 r.
n3MeHenuii Ne 3 T. M.C.




