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CyMMMPOBaHHbIN y4eT paboyero BpeMeHU: npaeuna
NpUMEHeHUs1, cCoOCTaBNneHne rpapmkoB, onnaTa Tpyaa

B nporpamme o6y4yeHnsi HopMaTUBHbIe TPE6OBaHMS, HIOAHCbI BeleHUs U 0POPMIIEHUSI CYMMUPOBAHHOIO yYeTa paboyero BpeMeHH,
npakTVKa YCTaHOBJIEHWS! PEXXMMOB paboyero BpPEMEHH, aniropuTM NpoBepku rpaukos paboT, pacyeT CIIOXHbIX C/lyYaeB onnaThbl
TPyAa, olWn6BKM paboTogaTenien, KoTopble MOryT NPUBECTU K WTpadam. Crywarteny noayyat npakTUYecKme peKoMeHaaLmum no
nopaaKy NpUMeHeHUst CYMMUPOBAHHOIO y4eTa paboyero BpeMeHM.

Dara npoBepgenus: 5 -8 Hosi6ps 2026 ¢ 10:00 go 17:30
ApTukyn: C113798

Bup, 06yyenus: Kypc nobilueHns KBanudukaumm
®dopmart obyueHuss: OHNalH-TpaHCAUMS

Cpok obyyeHus: 2 fHsA

MpopomkuTenbHocTb obyyeHus: 164acos

CtoumocTb yuacTus: 43 900 py6.

[ins y4acTHUKOB NpeyCMOTPEHO:

MeToanueckuin matepnan.

J[IOKYMEHT No OKOHYaHuM 06yyeHuns: o nToram obyyeHus cnyliaTenu, yCnewHo npoLeaLline UTOroByo aTTeCTaLUIo Mo NporpaMme
06y4eHus, NoslyyatoT Y 40CTOBEpPEHME O NOBbILWEHUN KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBo
BefeHVs 06pa3oBaTeNibHON AeATeNbHOCTH, BblAaHHOM [enapTaMeHToM 06pa3oBaHus U HayKu ropoaa Mocksbl).

Ina koro npegHasHayeH

PykoBoguTeneii oTaeNa nepcoHana, HayanbHUKOB oTAena kagpo., HR — generalist, MeHea)xepoB Mo nepcoHany, MeHeaKepos no
KaZlpOBOMY aiMUHUCTPUPOBAHMIO, ByXranTepoB., OpUCTOB Mo TPYA0BOMY MpaBy.

Llenb o6y4yeHus

MonyunTb NpaKTUYEeCKMe peKoMeH4aLumn No BeAeHno CYMMUPOBaHHOMO YYéTa paboyero BpeMeHM, paCCMOTPETL CIOXHbIE CUTYaLMK U
NMPUHLMMbI UCYMCTIEHNS 3apaBOTHOMN NnaThbl NPU MPUMEHEHUN CYMMMUPOBAHHOIO yyeTa.

PesynbTaT 06y4yeHus

B pe3ynbTaTte 06y4YeHus cnywiaTenyu CMOryT:

e BHeZpsiTb CYMMMPOBaHHbI y4eT paboyero BpeMeH!.

e PaccunTbiBaTb HEO6XOAMMYIO YUCTIEHHOCTb PaBOTHUKOB.

e OnpegenaTb HOpMy paboyero BpeMeHu A8 OTAeNIbHbIX KaTeropuit paboTHUKOB.

e CocTaBnsiTb NpaBuIibHble rpadmkm A5t CMeHHOW paboTbl, TMEKOro rpaduka v Apyrux peXxMMoB paboyero BpeMeHu

o Cokpawiatb nepepaboTky, ONTUMU3UPOBaTL paboyee BpeMsi 6e3 HapyLueHui TK.

e CHuxaTb pacxogbl Ha ®OT 3a cueT rpamMoOTHOrO NJIAHMPOBaHUSA U yyeTa.

e PaccunTbiBaTh CNMOXHbIE C/lyYyan onnatbl TPyAa: CBEPXYPOUHbIe, BbIXOAHbIE U NPa3AHUYHbIE IHU, OTMYCKA, HOYHbIE CMEHbI.
e /136exaTb NPeTEH3UIN KOHTPOIMPYIOLLMX OPraHoB U WTpadoB.

9TO MeponpuaTMe MOXHO 3aKa3aTb B KOpNopaTMBHOM opmaTe (06y4eHne COTPYAHUKOB OAHOM KOMMNaHuK).
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[TporpamMmma oby4yeHus

AeHb 1
MoHATHe 1 BUADbI pabouero BpeMeHn. OTnnuYMe paboyero BpeMeHu OT pe)XXxuma pabouyero BpeMeHu.

¢ paBunia ycTaHOBEHWS 1 OpraHn3aLuy paboyero BpeMeHMU.

e Buabl paboyero BpeMeHMU.

e OTNMYMe NoSIHOro paboyero BpeMeHW OT COKPALLLEHHOIO U HEMOJTHOrO.

o Mpo6neMbl yCTaHOB/IEHUS HEMOJTHOTO paboyero BpEMEHM AN IbFOTHBIX KaTeropuii.

o paBuna usmMeHeHUs paboyero BpEMEHM.

e Oco6eHHOCTU paboyero BpeMeHU OTAENbHbIX KaTeropuii paoTHUKOB.

e 3akoHoaaTenbcTBO PD, oTpacneBble cornalleHus, KOnneKTUBHbIE fOrOBOPbI U IOKallbHbl HOPMATUBHbIE aKTbl O PeXMMax Tpyaa u
oTAblIXa paboOTHUKOB.

¢ paBunbHOe hopMyNMpoBaHUE NPABOBbIX U SKOHOMUYECKUX MOHATUI B JIOKa/IbHbIX HOPMAaTUBHbIX aKTax — 3asior YCnewHoro
B3aUMOJeiCTBUSI C pabOTHUKAMM U C KOHTPOMUPYOLWUMU OpraHamu.

o [paBuna yyeTta paboyero BpeMeHu, BeaeHMe Tabens paboyero BpeMeH!.

MoHsITME U BUADI peXX1UMOB pa60qero BPeMeHuU.

o JlokanbHble HOPMATUBHbIE aKTbl MO PEXUMY TpyAa U OTAbIXa-BMAbI U UX COAEPXKAHME.

e Kak BblI6paTh 1 YyCTAHOBUTb PEXUM TpyZa M OTAbiXxa pabOTHUKOB.

o PexvM paboyero BpeMeHu, Kak NpaBoBasi KaTeropusi.

e ONeMeHTbI peXxxMma paboyero BpeMEHM.

o [paBunia U3SMEHEHUS pexxuMa paboyero BpeMeHM.

o XapakTepucTuka pexxuMoB paboyero BpEMEHHU, X OTIINYMS.

o [paBuna oopMeHNa peXxxMMoB paboyero BpEMEHU B OpraHunsaLmu.

o PeXXMM NATUAHEBHOW U LUECTUAHEBHOW paboyei Heaenu.

o [OHATUE N NpaBuIa MPUMEHEHNA «CKOJb3ALLErO rpadukan.

o Pexkum ruékoro paéoyero BpeMeHu. MNpobnembl opraHM3aunm pexmnma rmékoro paboyero BpEMeHM.
e PasgeneHune paboyero AHs Ha YacTu.

o Pe)XMM HEHOPMUPOBAHHOIO pabo4yero BpEMEHM.

o CBepxypoyHasi paboTa UM HEHOPMUPOBAHHbIV Paboymnii fleHb —NpPaBoOBOe PeryMpoBaHue, OTNYUS.
o CMEHHbIV peXXUM paboTbl: KaK COCTaBUTb, BBECTU B AENCTBUE U UBMEHUTb rpahMk CMEHHOCTM C y4eTOM NOTPeBHOCTEN OpraHM3aLuu.
e OCO6eHHOCTM pexxMumMma paboyero BpEMEHM AS1 COBMECTUTENEN, ANCTAHLMOHLLMKOB.

e OCO6eHHOCTM peXxuma paboyero BpeMeHN B KOMaHANPOBKaX.

o OCO6EHHOCTM OpraHM3aLun pexxmma paboyero BpeMeHU Ast IbFOTHbIX KaTeropuit paboTHUKOB.

CyMMUpOBaHHbIN yyeT paboyero epemenu (CYPB).

o MoHATME M NpaBuUna NPUMEHEHUA CYMMMUPOBAHHOMO y4eTa paboyero BpeMenn (CYPB).

e CyMMMPOBaHHbI Y4eT Npu pa3nyHbiX peXxumax paboyero BpeMeHMU.

o [paBuna onpefeneHnst HopMbl paboyero BpeMeHu npu CYPB.

o MOXHO /1M 3aN0XMUTb B rpadk CMEHHOCTM CBEPXYPOYHbIe Yacbl pa6oTbl UMK HEAOPA6OTKY 3apaHee (NMoO3uULUs CYAOB).

o [lpaBuna onpegeneHns KonnyecTsa CBEPXyPOUHbIX YacoB v ux onnata npu CYPB.

o OnpepeneHne CBepXypoUHbIX paboT Npu yBOSIbHEHWUU paboTHUKa ¢ CYPB

e lHamBMAayanbHaa HopMa pabounx 4acoB Ansi paboTHMKA: KaK y4ecTb NepuoAbl OTMYCKOB, HETPYAOCMOCOBHOCTH, MPOrynoB, ONo3AaHun,
NpOCTOEB MNpKW pacyeTe UHAMBUAYASIbHON HOPMBbI.

o [paBuna onnatbl HefopaboTok npu CYPB.

e OCco6eHHOCTM pa3paboTku rpadukos paboTbl U cMeHHOCTU npu CYPB.

e Pasnunune rpadmkoB CMeHHOCTU U rpacdMkoB paboTbl, MoYeMy HEOHXOAUMbI NPaBuibHble HOPMYTIMPOBKM.

e OCO6eHHOCTM OCBOGOXAEHMS OT paboTbl M COXpaHEHWs cpefiHero 3apaboTka Npu CyMMUPOBaHHOM y4eTe paboyero BpeMeHM.

e CocTaBneHue rpadukoB cMeHHOCTU. Kak paccuntaTb HEO6XOANMMOE KONMYECTBO PabOTHUKOB NPY COCTaBNEHUN rPaMKOB CMEHHOCTMW.

e Cnepyet nv cobntogaTb Tpe60BaHUSI O MPOAOMKUTENBHOCTM MEXAYCMEHHOI0 OTAbIXa NPU COCTaBNEHUN FTPAadUKOB CMEHHOCTM.

e Oco6eHHocTM CYPB npu BaxToBOM MeTofe paboTbl.

MoHAITMe U BUAbI BpeMeHU oTAblxa.

o MpoAoMKUTENbHOCTbL paboyero AHSA (paboyeit CMeHbI) U NPOAOIKUTENBHOCTL BPEMEHM OTAbIXa: YYeT NpaBoBbIX Tpe6oBaHMit 0
MeXAYyCMEeHHOM oTabixe. EcTb nin Takne Tpe6oBaHus?

o [MepepblIBbl B TeYEHNE paboyero AHs.

o CokpalleHue paboyero fHa (CMeHbl) NMpu HOYHOW paboTe 1 B NpeAnpasaHUYHbIN AeHb.

e BbixofHble 1 Npa3AHUYHbIE HU NPU Pa3/IMYHbIX PEXMMax paboTbl.

e OpraHusauus pa6oTbl B BbIXOAHbIE U Npa3fHUYHbIE AHW.

e AKTyasibHble BONPOCHI MPeA0CTaBEHUs] OTNYCKOB 1 pacyeToB NpU CYMMUPOBAHHOM peXxume paboyero BpeMeHMu.

e OCO6EeHHOCTU BpEMEHU OTAbIXa B KOMaHANPOBKaX.

o UHdopmaumoHHble nucbma PocTtpyaa P® u MuHTpyaa no Bonpocam pa6oyero BpeMeHU U BpeMeHU oTAblXa.
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o OTBETCTBEHHOCTb paboToAaTens 3a HeHagne)XXallee peryiMpoBaHue pabouyero BpeMeHu U BpeMeHu oTAbixa. 0630p cyae6HoiA
NpaKTUKM.
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o Bbi6op oNTUManbHO CUCTEMBbI ONaThbl TPyAa NPU CyMMUPOBaHHOM yyeTe paboyero BpeMeHu.

e OCO6eHHOCTM OKNafHON CUCTEMbI OMnaThbl TPyAa, ONnaThl Mo YacoBbIM CTaBKaM M CAEMbHOM CUCTEMbI onnaThbl Tpyaa.

e Onnata pa6oTbl B BbIXOAHbIEe U Hepaboune NpasfHuYHble AHU. Pa6oTa B npefenax HOpMbI U 3a MpefienamMu HOPMbI U ee YYeT.

e Onnata cBepxypoyHoi pa6oTbl. OCO6EHHOCTM ONNaThbl CBEPXYPOYHOI paboThbl NPU HANMYMK BbINIAT B NOBbILEHHOM pa3Mepe B
npegenax y4eTHOro nepmoaa.

o VHble BbINMaThl: gonnaTa 3a paboTy HOYbHO, AonnaTa 3a paboTy BO BpefiHbIX YCOBUSIX Tpyaa U np.

o ANIFOPUTM MCYUCTIEHUS CpefiHeit 3apaboTHO NNaThbl, P CYMMUPOBaHHOM ydeTe paboyero BpEMEHU.

e OCO6eHHOCTY oMnaTbl OKOHYATENbHOrO pacyeTa paboTHUKOM, YBONMBLUMMCSA A0 KOHLLA YYE€THOro nepuoga.
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o Buabl Tabenei yueta paboyero BpeMeHu 1 0CO6EHHOCTM UX 3aNOIHEHUS.

e YueT paboyero BpeMeHU: METOA PErMcTpaLMm OTKIOHEHUIA, METOZ, CTJTOLLIHOTO 3aMOJTHEHUS.

e 3anonHeHue Tabens yyeta paboyero BpeMeHn Ha BOAUTENE aBToTpaHcnopTa.

e PacyeT NonpaBoK K YACNEHHOCTM NepcoHana ¢ y4eToM KomyecTBa paboumnx MecT Ha OAHY TPYAOBYH GYHKLMIO U pasHble Mo
NPOAOCIHKUTENBHOCTU paboyero AHA CMeHbI.

e PacuyeT HOPMAaTUBHOWM YUCSIEHHOCTU NepcoHana B 3aBUCUMOCTM OT NJIaHOB NMPOU3BOACTBA (3arpy3ku TEXHOOMMYECKUX IUHUI) U
0CO6EHHOCTEN yyeTa paboyero BpeMeHMU.

e ANropuT™M aHanu3a noTepb pa6oyero BpEMEHM B CBA3M C HEBbIXOAaMM NepcoHana (oTnycka, 60fIbHUYHbIE, NPOrysbl).

e PacueT nonpaBoYHbIX KOIDOULUEHTOB K HOPMATUBHON YNCTIEHHOCTY NEepcoHana Ha OCHOBaHMM JaHHbIX aHann3a HeBbIXO4O0B 3a
npeALecTBYOLLMIA Nepuroga,.

MpaKTuKyMblI: MpaKTUYeckne NpuMepbl cocTaBneHus rpadrkos paboTbl (CMEHHOCTM) NPU PasINYHbIX peXxMMax paboTbl U pacyeToB Nno
onnare Tpyaa.

[lpenogaBaTenu

EJTIMCTPATOBA NannHa BaneHTUMHOBHA

3KcnepT No TPyAOBOMY MpaBy, MPakTUKYOLWWIA FOPUCT, Npeaceaatesnb TpeTenckoro cyaa. OnbIT BeAeHUA rpaXkjaHCKUX Aen B cyaax
obLen topucankumm 6onee 20 neT. ABTop MogenbHoro TpyAaoBoro kogekca rocyaapcte — yyacTHukoB CHIT. ABTop cTaTeli no TpyAoBOMYy
npasy.

[JoueHT kadenpbl rpaXaaHcKoro n TpyAoBoro npasa topuanyeckoro dakynoteta PAHXuIC npu MNpe3sngerTte PO.

KAHYHHUNKOBA CHe)aHHa CTaHuUC/1aBOBHA

3KcnepT B 061aCTM TPYLOBOro NpaBa, OnbIT NPaKTUYecKoih paboTbl FOPUCTOM U FNaBHbIM ByXranTepoM B pa3finyHbIX OpraHUu3aumusx
CaHkT-TeTepbypra 6onee 10 neTt, B TOM YAC/E B OPraHM3aLusix aBTOMOGWUIbHOIO TPaHCTNopTa B KaYeCTBE PYKOBOAUTENS U FNTaBHOMO
6yxranTtepa.
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