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CyMMMPOBaHHbIN y4eT paboyero BpeMeHU: NpakTuyeckme
peKoMeHgauum n pasoop 3agay no BBeAEHNIO YA06HbIX
rpadukoB. AHann3 n cygebHas npaktunka 2025 roga

B xoze 06yyeHus criylwaTtenu nosyyat nogpobHoe npeacTaBrieHne 06 0CO6EHHOCTAX KaApOBOro yyeTa, TabennpoBaHus, onnaTbl,
CNOXHbIX Bonpocax TpyaoBoro npaea npu CYPB, HayyaTcsi pa6oTe Mo COCTaBIEHUIO Pa3/IMYHbIX TUMOB rpaduKoB, y3HALOT O
NpaBOBbIX OrpaHNYEHUSIX U TUMUYHBIX OLIMOKaxX paboToaaTenei, pacCCMOTPSAT U3MeHeHUs1 TPYA0BOro 3akoHoAaTenbcTea 2026 roga
B pPerynnpoBaHumn paboyero BpEMEHN U BPEMEHU OTAblXa.

[arta npoBepenus: OTKpbiTasa garta

Bup o6yuenus: Kypc noBblilleHusi KBanudukaumm
®dopmart obyuyeHus: [JHeBHOW

Cpok obyueHusi: 2 fHA

MpopomkuTenbHocTb o6yyeHus: 164acoB

MecTo npoeefeHus: r. MockBa, yn. 3onoTas, 4. 11, 6u3Hec-LeHTp «30110TO», 5 aTax. BceM yyacTHMKaM BbicbliaeTcsl NoApo6Has cxema
npoesga Ha cemMuHap.

[ins y4acTHUKOB NpefyCMOTPEHO:

MeToaunyeckuii MaTepuarn, Kobe-naysbl.

JIOKYMEeHT Nno oKOHYaHuM o6yyeHuns: o nToram obydyeHus cnyliaTenu, yCnewHo npoLeaLine UTOroByo aTTeCTaLuIo No NporpaMmme
06y4eHus, MoslyyatoT Y 4,0CTOBEepEHME O NOBbIWEHUM KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBo
BefeHVs 06pa3oBaTeNibHON AeATeNbHOCTH, BblAaHHOM [enapTaMeHToM 06pasoBaHus U Hayku ropoaa Mocksbl).

Ina Koro npegHasHayeH
PyKOBOp,VITeJ'IeI?I oTAena nepcoHana, HavyaabHUKOB OoTAeN1a Kagpos, HR - generalist,MeHep,)KepOBno nepcoHany. 6yXFaﬂTepOB, HOPUCTOB No

TPYAOBOMY MpaBy. MEHEKEPOB MO KaApPOBOMY aAMUHUCTPUPOBAHUIO, HA KOTOPbIX BO3JIOXEHbI GYHKLMUM MO NIaHUpoBaHuto rpadmkoB
CMEHHOCTH, ODOPMITIEHNIO Y HAYNUCNIEHWIO OTMYCKHbIX M KOMMEHCaLmMii paboTHWKaM NPeanpuAaTUn M OpraHnsaumii.

Lienb o6y4yeHus

PaccMoTpeTb akTyanbHble MU3MEHeHUs TPYLOBOro 3aKOHOAATeNIbCTBa KacaTeNbHO yyeTa paboyero BpeMeHu Npu rmékoM rpaduke,
CMEHHOM peXnme paboTbl, K KOTOPbIM NPUMEHSIETCA CYMMUPOBaHHbIN y4eT paboyero BpeMeHW, CII0XHbIE CUTYaL WK Npy BBEAEHUN
CYMMMPOBaHHOI0 yyeTa paboyero BpeMeHMU.

CtpaHuua: 1us 4
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PesynbTaTt 06y4YeHus

B pe3ynbTaTe 06y4YeHUs YHaCTHUKU:

e 13yyaT HOPMbl 3aKOHOAATENbCTBA, MPUMEHUMbIE K CYMMUPOBaHHOMY y4YeTy paboyero BpeMeHu;

e pa3bepyT BONPOCHI TabENbHOro yyeTa 1 nopsiaKa HauncneHms 3apaboTHOM nnaTbl paboTHUKOB, NepeBefeHHbIX Ha CYPB;
e pPaccMOTPAT 0COB6eHHOCTH 0HOPMEHNS KOMaHAMPOBOK, NIaHUPOBaHUSI OTMYCKOB;

e NMPOBeAYT aHaNu3 TUNMYHbIX HapyLleHWil paboToaaTenen, cyae6HoN NPpakTUKMN U CaHKLUMIA MHCNEKLMOHHbIX OpraHoB.

9TO MeponpuaTUe MOXHO 3aKa3aTb B KOpnopaTuBHoM opmaTe (06y4eHne COTPYAHUKOB OHOM KOMMaHuK).

[TlporpamMmma oby4yeHus

OeHb 1

MoHATHe cyMMUMpOBaHHOIO yyeTa pabouero BpemeHu (CYPB). Heo6xoaumocTb u-enb BeegeHns CYPB. OCHOBHbIe OLUMGKU
TONKOBaHUA.

o Pexxumbl TpyZia, Npy KOTOpbIX 06513aTeNbHO BBEAEHMEe CyMMUPOBAHHOIO yyeTa paoyero BpeMeHH

o MOXHO-NM cocTaBuTb rpadmk c-nepepaboTKoin?

¢ MakcumanbHas NpPOAO/DKUTENNIbHOCTb YY4ETHOIo nepuoaa ana passinyHbix KaTeFOpVIf/'I pa6OTHVIKOB.

e MOXHO yCTaHOBUTb BOAMTESIO YUYETHbIV Nepuoa-— roa?

e [paBoBble NOCNEACTBUA NPEBbILLEHUS MaKCMMasibHOM NPOAOMKUTENBHOCTY YYETHOTO Neproaa.

e Y4yeTHbI Nepuof Ans paboTHWKOB, YBONEHHbIX B CEpefiMHe rofia, NpUHATLIX Ha paboTy B cepefivHe rofia, NepeBefeHHbIX B cepefuHe
rofa Ha Apyroi pexum Tpyga

o Hy>XHO-NU UM MOXHO N N3-CBEPXYPOYHOM PaboTbl BblYMTaTb PaboTy B-NPasaHUKN?

e 060CHOBaHME CYMMMPOBAHHOIO yyeTa paboyero BpeMeHu.

MpopomkuTenbHOCTb paboyero BpeMeHu (HopMasnbHasi, COKpaLLeHHas, HernonHas).

o [TpaBuna pacyeTa NPOAOHKUTENBHOCTM paboyero BpeMeHU Ha-y4eTHbIn nepuog, (Mprkas MuHsgpaecoupassuTua Poccum
07-13.08.2009 N2-588H).

o CobntofieHne HopMbl paboyero BpeMeHW Npyv CYMMUPOBaHHOM yyeTe.

e OnpegeneHvie HOPMbl paboyero BpeMeHU 3a-y4eTHbIl NEPUOA,.

o OnpepeneHve HOPMbI YBOMbHSOLLErocst paboTHUKaA.

o OnpepeneHve HOPMbI A1t HOBEHbKOIO paboTHMKaA.

o OnpefeneHne HOpMbI XEHLLMH, paboTatoLmx B-CENbCKON MeCTHOCTM unun-PKC.

e YTOYHEHWE NPOAOHKUTENIbHOCTM paboyero BpeMeHU B-Cllyyae npuemMa unn yBosibHeHUs1 paboTHUKOB B-TeYEHWNE YYETHOrO nepuoaa.
BO3MOXHOCTM YyCTaHOBEHUS AJ1 HOBEHbKUX PeXMMa TPYAa, OT/IMYHOIO OT peXnma ocTanbHON 6puragbl Ans co6n0aeHUst HOPMb
paboyero BpEMEHM!.

o KoppekTnpoBka HOpMbl paboyero BpeMeHu Ha-NepruoAbl 0OCBOGOXAEeHUS paboTHUKA OT-paboTbl: OTMNYCK, OTMYCK 63 CoOXpaHeHus
3apaboTHOW NnaTbl, 60/IbHUYHBIN.

e Hopma paboyero BpeMeHu NoApOCTKOB.

e Hopma paboyero BpeMeHu MHBaNUAoB.

e YTO fenaTb, ecnu Npu CyLLEeCTBYIOLLEM pPeXnUMe Tpyaa rpamk MoXeT 6biTb COCTaB/EH TOJIbKO C NepepaboTKon?

Onpep,eneHMe HOPMbI YUCNIEHHOCTHU paGOTHI/IKOB.

o CKOJNbKO paBboTHUKOB TPeByeTCs Npu pexnmme «CyTKU Tpoe»?

e CKONbKO paBOTHUKOB TpebyeTcsa Npu pexume «4eHb HOYb OTCbIMHOM BbIXOLHON»?

e HOpMbI UNCIEHHOCTU XEHLLUMH U-MYXXUUH B-ONpeAesieHHbIX paloHax.

e PacyeT yncneHHoCcTv paBoTHUKOB B 3aBUCUMOCTU OT NPOAO/HKUTENIBHOCTU MPOU3BOACTBEHHONO NMPOLLECCA, NEPEPLIBOB Ha OTAbIX.
e BimsHue umcneHHocT! pa6oTHUKOB Ha POT KoMMaHuu.

Co6niogeHne HOpM 3aKOHOAATeNbCTBa O-BPEMEHM OTAbIXa.

o [pepocTaBnieHne BHYTPUCMEHHbIX NepepbiBOB As MUTAHUS U-OTAbIXa C-y4eTOM TpebGoBaHUiA OXpaHbl TPYAA; ClyYaun BKITHOUYEHUs
nepepbIBOB B-paboyee Bpems.

o MOXXHO-NN CYTOYHMKY YCTAHOBUTb 2-4aca obef U-2-4aca Ha-CoH?

o MeXAayCMeHHble nepepbiBbl: CO6NIOAEHNE MUHUMASTBHOW NPOAoXUTEeNbHOCTU Npu CYPB.

o BbIXOAHbIE LHU U-eXXEHEeAENbHbIN OTAbIX: TUMWYHbIE OLLUMOKM.

CTpaHuua: 2 us 4



Pe)xxnm pa6oTbl uTrpaduk paboTbi: obLiee n-pasnuums.

o [TopsiAoK YTBEPXAEHNS. DNEKTPOHHbBIN Uy 6yMaXKHbI rpaduk?

o [opsiaoK M3MeHeHus rpacmka CMeHHOCTU UM paboTbl. OCHOBHbIE OLUMOKU KOMMaHMA.

o MHOIrOCMEHHbI pexXum paboTbl.
e Pabouunit rpaduK CO-CKONMb3SALLMMU BbIXOAHBIMMU.

e 'M6Koe paboyee Bpemsi (KaKUMWU HOPMATUBHbIMU aKTaMU PyKOBOACTBOBaTbCSA). MpumMep obopmIieHus.

o Tpe6oBaHus TK-P®-k-cocTaBNeHnto rpadKoB CMEHHOCTU U-03HAKOMJIEHWIO PAaBOTHUKOB C-HUMW. NpuMepbl 0hOpPMIIEHNS.
e BuAabl OTK/IOHEHMS OT-Fpatnka CMEHHOCTU U-TMBKUX rpaduKoB, 0CO6EHHOCTU MX-A0KYMEHTUPOBaHNUA (60/IbHUYHBIN, OTMYCK, Ono3aaHue,

NporyJs, paHHWI YX04 CO-CMeHbl, MPOCTON Mo-BUHe paboTHUKA U-NPOCTO No-BuHe paboToaaTens).

e Oco6eHHOCTM Nepexofa C-04HOro Tuna rpaduka paboTbl Ha-gpyrou.
e Bbixof Ha-paboTy 3a-0TCYTCTBYOLLEro paboTHUKA.

o «CyTKM Tpoe».

o «[1Ba yepes gBa».

o «[leHb HOYb OTCbIMHON BbIXOAHONY.

o «[padvK c-NoAMEHHbIM PabOTHUKOM».

o «TPEXCMEHHbIN PEXUMD.

YyeT Tpe6oBaHMii 3aKOHOAATENbCTBA O-TPyAe NpN cocTaBneHun rpaduka.

o CokpalleHune paboTbl B-HOUHOE BpeMsi U-B-NpeanpasgHUYHble AHW.

o [lonycTumasi NpoAOC/IXUTENBbHOCTb paboyero BpeMeHM.

e YepenoBaHue CMeH.

e OCO6eHHOCTU yyeTa paboyero BpeMeHM B-BbIXOHble U-Mpa3fHUYHbIE OHW.
o [10KyMeHTMpOBaHUe paboTbl B-HOYHOE BPEMsi, CBEPXYPOUYHOIi paboThbl.

Ta6enbHbli1 yueT pabouero BpeMeHu: NpaBuia, TUMUYHbIE OLINGKMN N-UXTI0CIeACTBUS.
AeHb-2
CnojkHble Bonpocbl onnaTbl TpyAa paboTHUKOB, NnepeBeAeHHbIx Ha-CYPB.

e Kakyto cuctemy onnatbl TpyZa NPUMEHATb NPY CyMMUPOBaHHOM yyeTe?
o Oknap, yacoBas TapudHas cTaBKa, ciefibHble pacLEeHKM.
e Kak npoussecTu onnaty paboTbl B-Npa3gHuku npu CYPB n-oknage?

o Hy)XHO-NU onnaymBaTb HeopaboTKy M-NepepaboTKy B-KaXLOM MecsiLie Npu OKMagHoM cucTemMe onnatbl Tpyaa?

e Kak onpefenutb CTOMMOCTb HOYHOIO Yaca nNpu oKNagHon cucteme onnatbl Tpyaa?
e Onnarta nNpocTos.
e Onnata HeOpPaboTOK.

o OnnaTa cBepXypoOYHOW paboTbl. BOBMOXHOCTb YBENNYEHUS YNCIa CBEPXYPOUHbIX YACOB: 060CHOBaHME U onsiaTa JOMNoNHUTENbHbIX
yacoB. Pasmepbl onnaTbl, CpoKM BbinnaTtbl. OnpegeneHne KoNMYeCcTBa YacoB CBEPXYPOYHOM paboTbl. HOBbIV NopsgoK onnatbl

CBEpXypPOYHOW paboTbl C y4ETOM KOMMEHCALMOHHbIX U CTUMYNupytoLwmx Bbinnat ¢ 01.09.2024.

e OnnaTbl paboTbl B BbIXOAHbIE U NpasfHUYHbIE HU B Npefenax rpaduka u ceepx rpaduka. TpeboBaHUsa K paamepy onnatbl B
cooTBeTCcTBUM C MNocTaHoBNeHneM KC P® ot 28.06.2018 N2 26-IN.KoMneHcaLmsa HENCNONb30BaHHbIX AHEN OTAbIXa 3a paboTy B

BbIXOAHbIE AHW NMPW YBOJIbHEHUW NO Npasuiam npumeHsembim ¢ 01.03.2025 .
e [1ononHUTENbHbIE BbIXOAHbIE AHU POAUTENAM AeTEN-MHBANNAOB.
e 3apaboTHas nnaTa 3a nepByto NOOBUHY MecsLa.
e HecTaHgapTHble cuTyauum B CBA3N ¢ npuMmeHeHnem CYPB.

HanpaeneHue pa6oTHukoB c-CYPB B-kOMaHAUPOBKY.

o OdopmneHue Tabens.
o [MopsAgoK NpefocTaBNeHUs rapaHTUi.
e PexxvMm TpyAaa B-pUHMMAaIOLLEN KOMMaHWUK.

Oco6eHHOCTU peXxuma Tpyaa BoauTenei.

¢ YT0 BK/ItOYaeTcs B-paboyee Bpemsi BoanTensa?

o MakcumasnbHasi IPOAOIXXUTENbHOCTb PaBOYEro AHS.

e MakcumarnbHasi IPOAOMKUTENIbBHOCTb BPEMEHM YNpaB/ieHUsi aBTOMOGUIEM.
o MyHMManbHasa NPoAOIXUTENBHOCTb EXKEAHEBHOIO OTAbIXA.

o MUHUManbHasi NPOLOIKUTENBHOCTb eXXEHeeNbHOro OTAbIXa.

e Bo3MoOXHble rpaduku paboTbl BOAUTENEN.

Oco6eHHocTH CYPB npu BaxToBOM MeToze paboThbl.

o YyeTHbIV Nepuoga.

o CocTaBHble 3/1IEMEHTbI rpatuka npu BaxToBOM MeTofe (BaxTa, AHW B-MYTU, AHU MEXAYBaXTOBOI0 OTAbIXA, BbIXOAHbIE).

e Onnarta MeXAyBaxTOBOro otabixa.

CtpaHuuya: 3us 4



e PekoMeHAyeMble peXxuMbl TpyAa Npy BaxTOBOM METOAE.
e BaxToBble LWKIIbI.
o ['apaHTWM n-KoMMeHcaumn paboTHUKaM-BaxTOBUKaM: MOPSALOK YCTaHOBNIEHWS, pacyeTa U-Hanoroo610KeHNS.

MpakTuyeckas YacTb:

o PacyeT yMcneHHOCTY NepcoHana Ha-0fiHy AOMKHOCTb B-3aBUCMMOCTU OT-pPEXMMA PaboTbl KOMMNaHWU U-rpacduka cMeHHOCTU. PacueT
NonpaBOK K-Y4NCNEHHOCTH, UCXOASA U3-pexknma paboThbl U-rpatmka CMEHHOCTM.

PacueT rpadgukoB CMEHHOCTM ANt KPYFIOCYTOUYHOMO PeXmMmMa paboTbl KOMMaHUN.

PacyeT «CKpbITbIX» CBEPXYPOUHBIX.

o Keiic «PacuyeT 3apaboTHOM NnaThbl C-y4eTOM NPas3LHUYHBIX».

o Keiic «Pacuet 3apaboTHOI NnaTbl NO-A0/MKHOCTY NPYU CMEHHOM rpaduke paboTbli».

o]

[e]

[lpenogaBaTenu

LUHAWEP CeeTnaHa AHaToNbeBHA

MpaKTUKYOLLMIA FOPUCT, PYKOBOAMTENb OTAeNa Tpyaa u Metogonoruu "MpegnpuaTne No NnocTaBkam NpoayKLMK YnpaBneHus genamu
Mpe3sngeHTa Poccuitckon depepaumm’.

Mpenopasatens PAHXuIC npu Mpe3sungeHTte PO.

CtpaHuua: 4 us 4
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