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OCc06eHHOCTU CYMMUPOBAHHOIO y4eTa pabovero BpeMEHMU:
NpaBOBble acNeKTbl peryinpoBaHnsa u yyeta paboyero BpeEMeEHM!,
coCTaBfieHue rpamkoB CMEHHOCTU

Pexkum Tpypa n otabixa cornacHo TK PO, ssnseTtca ob6a3aTenbHbIM YCNOBMEM TPYAOBOro AoroBopa. FpaMoTHOE perynimpoBaHue
paboyero BpeMeHu IBNSIETCA HEO6XOANMbIM YCIIOBUEM OTHOLLEHUI MeX Ay paboTHUKaMu 1 paboTofaTesieM B paMKax pasfiMyHbIX
peXxvMoB paboyero BpemeHu. PaboTofaTesb, NpUHUMan Ha paboTy paboTHUMKOB PasfiMyHbIX LO/MKHOCTEW, AONXKEH, B NEPBYHO
ouyepefib, ONpefennTbCA CO CBOUMM NOTPEBGHOCTAMM MO UCMONTb30BaHUIO PABOTHUKOB € y4ETOM OCOBEHHOCTE CBOEeW
XO35INCTBEHHON AeATENbHOCTMU.

[ata nposegeHus: 25-26 masa 2026 ¢ 10:00 go 17:30
ApTtukyn: ClN13796

Bup ob6yuenus: Kypc noBblileHusi KBanudukaumm

dopmart obyueHus: OHNalH-TpaHCAAUMS

CpoK obyyeHus: 2 fHsl

MpogomkuTenbHocTb 06yyeHus: 16yacoB

CtoumocTb yyacTtus: 43 900 py6.

[ina yyacTHMKOB npefycMoTpeHo: MeToanyeckuii MmaTepuann.

[lOKyMeHT no oKoH4YaHuM obyuyeHus: o ntoram obyyeHus cnyLiaTenu, ycrnewHo npoLleaLne UTOroByo aTTecTaumio No nporpaMmme
o6y4yeHus, nosyyatoT Y/OCTOBEpPEHNE O NOBbILEHUUN KBanubukauum B o6beMe 16 Yacos (B COOTBETCTBUM C JIMLIEH3MEI Ha NpaBo
BefieHMsi o6pas3oBaTesibHOM AeATeIbHOCTY, BblAaHHON [lenapTameHTOM 06pa3oBaHus 1 Hayku ropoaa MocKBbl).

Ilns Koro npegHasHayeH

PykoBoguTenei oTaena nepcoHana, HayanbHUKOB oTAena kagpo., HR-generalist,MeHekepoB No nepcoHany, MeHeLXepoB Mo
KaapoBOMY afAMUHUCTPUPOBaHUIO, ByxranTepos, OpUCTOB MO TPYAOBOMY Mpasy.

Lienb o6y4yeHus

M3yunTb 0COBEHHOCTUN PETYIMPOBAHMUA PEXUMOB TPyZa U OTAbIXa paBOTHUKOB, TUMbI rpadukoB paboTbl (BUAbI CMEHHbIX, TMBKMX
rpaduKoB); 0CO6EHHOCTUM CYMMMUPOBAHHOIO y4eTa paboyero BpEMeHU U NPUMEHEHUs laHHOro BUAA ydeTaansonnaTel Tpyaa
paboTHUKOBB PasnMYHbIX KOMMAHWUSX U AN1A OTAENbHbIX KaTeropuii nepcoHana.

OCO6EHHOCTU NPOrpaMmbl
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CnywaTenu Kypca Hay4aTcsl CONoCcTaB/sATb 3T NOTPe6HOCTH C Tpe6oBaHUAMU TPYAOBOr0 3aKOHOAATENbCTBA, ONPefensiTb HOpMY
pa6oyero BpeMeHU, PeX1M YepefoBaHus pabounx U Hepaboumx AHEN, NepepbIiBbl, U U3naraTb 3TV NpaBuia B IOKaNIbHbIX HOPMaTUBHbIX
akTax (MBTP, TpyaoBbIx goroeopax, rpadukax paboTbl U CMEHHOCTU U Ap.) MpUOBPETYT NpaKTUYECKME HaBbIKM MO COCTaBMEHMIO
JTOKasIbHbIX HOPMAaTUBHbIX aKTOB, PerynmpytoLLmx paéoyee BpeMsi U BPEMS OTAbIXa, KOTOPble HE BbI3OBYT NPETEH3NUI Haf30PHbIX
opraHoB. HayyaTcs BECTV Haa/iexallmii yueT paboyero BpeMeHu C Liesibto onaThbl TpyAa W perynMpoBaHns AUCUMMAMHBI PabOTHUKA, Kak
CNeAcTBUE CHUSAT PUCK NpUBNeYeHUs paboToaaTens K OTBETCTBEHHOCTU CO CTOPOHbI HaA30PHbIX OPraHoOB 3a NpeBbILIEHNE JOMNYCTUMBIX
HOpM paoyero BpeMeHW, HeoBecneyeHune NMoBbILWEHHON OMIaTbl Pa6OTHUKA 3a TPYZ B YCIIOBUAX, OTK/TOHSIFOLLMXCA OT HOPMasibHbIX.

PesynbTaT 06y4YeHus

B pe3ynbTaTe 06yueHus cnyliaTenu:

e U3yyaT 3aKOHOAaTeNbHble TPEGOBaHMS K PErYIMPOBAHMIO Pa3/IMYHbIX PEXUMOB pa6oTbl U HOPM paboyero BPEMEHM B
3aBWCUMOCTM OT BO3PaCTa, YC/IOBUIM TPYAa, COCTOAHMUS 340POBbs PaBOTHUKA U MHbIX 06CTOATENBCTB;

e Bbl6epyT ONTUMarbHbI1 BapuMaHT pexxnMa paboTbl C y4ETOM OCOBEHHOCTEN XO3ANCTBEHHOMN AeATENbHOCTY;

e BbISICHAT, KAKUX PAaGOTHUKOB MOXHO (MM HeNb3s1) NPUBNEKATb K paBoTe C OTKIIOHEHUSIMU OT HOPMaJslbHbIX YCNOBWI TPYA3;

e 03HaAKOMSATCS C CyAe6HO NPaKTUKOM 1 NPaKTUKOM Hag30pHbIX OPraHoB Mo TPYAOBbLIM Cropam Mo NoBogy paboyero BpemMeHu;

e MoMyyaT HaBbIKU pacyeTa paboyero BpEMeHU U AOKYMEHTUPOBaHWS OTK/IOHEHWI OT rpamMKoB paboThbl;

e MOJIyyaT anropuTMbl pacyeTa U OKYMEeHTUPOBaHWUs paboTbl B MPa3gHUYHbIE AHW, B BbIXOAHbIE fHW, CBEPXYPOYHOM paboThl;

e MoJlydaT HaBbIKM pacyeTa YACNIEHHOCTM NepcoHana Ans pasnyHbIX rpagukos paboTbl, NONPaBOK K YNCIEHHOCTH B 3aBUCUMOCTM
oT rpadukoB paboTbl, KO3hDULMEHTOB pacyeTa YNCIEHHOCTY NEPCOHana npu CyMMUpPOBaHHOM y4YeTe B 3aBUCMMOCTM OT
HeBbIXx0A0B (0TnycKa, Nporysbl, 60JIbHUYHbIE);

e MoJlydYaT CUCTEMATM3aLMIO 3HAHWI B 0611aCTU NPUMEHEHUS CYMMUPOBAHHOIO y4eTa paboyero BpeMeHU 1 0CO6eHHOCTU rpaMKoB
pa6oTbl NpY BaXTOBOM METOAE U PErYIMPOBaHMK yYyeTa paboyero BpeMeHn BOAUTENEN.

9TO MeponpuaTUe MOXHO 3aKa3aTb B KOpnopaTuBHoOM opmaTe (06y4eHne COTPYAHUKOB OfHOM KOMMNaHuu).

[TporpamMmma oby4yeHus

OeHb 1.
Bupabl U peXxumbl pabouyero BpeMeHH, BpeMsl OTAbIXa, perysimpoBaH1e peXxuMoB paboTbl B pa3fiIMyHbIX OTPaAciiX 3KOHOMUKM.

e 3akoHoaaTenbcTBO P®, 0TpacneBble COralleHnst U NOKaibHble HOPMATUBHbIE aKTbl O PeXXMMax TpyZa U oTAbixa paGoTHUKOB.
MpaBunbHoe GpopMyNMpoBaHMe NPaBOBbIX U SKOHOMUYECKMX MOHATUIN B JIOKANIbHbIX aKTax — 3as1or YCMNeLHoro B3auMoaencTBus ¢
paboTHMKaMU U C KOHTPOSIMPYIOLLMMUM OpraHamu. KagpoBble JOKYMEHTbI MO PeXUMY U yUYeTy TpyAa M OTAbIXa.

o Kak BbI6paTb U YCTaHOBUTb PEXUM TpyAa U OTAblXa Pa6OTHUKOB.

o CMEHHbIN peXknM paboTbl: KakK COCTaBUTb, BBECTU B AeCTBME U U3MEHUTb rpaMK CMEHHOCTH C y4eTOM MOTPEe6GHOCTEN OpraHusaLmm 1
C YY4€TOM NpaBOBbIX OrPaHUYEHUI 1 3arnpeToB.

o MOXHO /1M 3aN0XMUTb B rpadk CMEHHOCTM CBEPXYPOYHbIe Yackl pa6oTbl 3apaHee (No3uLusa CyaoB).

¢ CBepxypoyHas pa6oTa Ui HEHOPMUPOBaHHbIN PaBoUYUit AeHb: YTO BbIGpPaTh, Kak MPUMEHSITb.

CyMMUpOBaHHbI yyeT pabouero Bpemenu (CYPB).

e CyMMMpOBaHHbII y4eT, 061acTu ero NpUMeHeHus.

o 3HayeHue NPonsBOACTBEHHOrO KasieHAaps nNpu nnaHnposaHumn pexxuma tpyaa CYPB.

e KaneHpapv CMEHHOCTM.

e OcobeHHOCTH pa3paboTku rpadmkos paboTbl n cMeHHoCTH Npu CYPB. Pasnunune rpadmkoB CMeHHOCTH U rpadMkoB paboTbl, Moyemy
Heo6x0AMMbI NpaBuUsbHble GOPMYSTUPOBKMU.

o popomKkuTenbHOCTL paboyero aHaA (paboyeit CMeHbI) M NPOLOIKUTENBHOCTb BPEMEHU OTAbIXa: y4eT NpaBoBbIX TpeGoBaHuii 0
MeXAYAHEBHbIX U MeXYCMEHHbIX NepepbiBax, NepepbiBax B TeYEHUE paboyero gHs.

e YTO TaKkoe «HOPMbl paboy4ero BpeMeHM», AN YEr0 OHU HYXXHbI, KaK UX MpaBWUIbHO MNOACHYUTLIBATb U NPUMEHSITD.

o CokpalleHve paboyero fHa (CMeHbI) NMpu HOYHOW paboTe U B NpeAnpasgHUYHbIN LEeHb.

e MlHamBMAayanbHaa HopMa pabounx YacoB st paboTHUKA: KaK y4ecTb NepuoAbl OTMYCKOB, HETPYAOCMOCOBHOCTH, MPOrynoB, 0No3AaHui,
NPOCTOEB NpW pacyeTe UHAUBULYATIbHON HOPMbI.

e Kak BusitOT NepepaboTku 1 HegopaboTku npu CYPB Ha npaBa n 0613aHHOCTM pabOTHUKOB U paboToaaTens.

MpakTuyeckne npuMepbl cocTaBneHus rpadukoB paboTbl (CMEHHOCTH) NP Pa3NIMYHbIX peXXUMax paboTbl U pacyeToB No onnare TpyAa.
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o «[1ATb Yepes ABa/ WECTb Yepes OANHY.
o «CyTKM yepes Tpoe».

o «[lBa yepes gBar.

o «Tpu yepes Tpu».

o MOKUI rpaduK paboThbl.

e Pasapo6sieHHbI pabounii aeHb.

o BaxToBblii peXXum paboTbl.

e PexxvM paboTbl BOAUTENS aBTOMOGUIIS.
o PexvM paboTbl COBMECTUTENS.

WHdopmaumoHHble nucbma PocTpyaa P® u Apyrux rocyiapcTBeHHbIX OPraHoB Mo Bonpocam pa6ouyero BpemMeHwu.
OTBeTCTBEHHOCTb paboToAaTens 3a HeHagnexX alllee peryimpoBaHne paéouyero BpeMeHu. 063op cyaeb6HON NpaKTUKMK.
JOeHb 2.

CucTtema onnatbl TpyAa NPU CMEHHOM peXxumMe paboThbl.

e [eprofbl CyMMUPOBaHHOIO yyeTa: MecsL, KBapTan, rog,.

e PacyeT YyacoBbIX CTAaBOK — MpW OKJIafHON cUCTEMe onnaThbl TpyAa, NPy NoYacoBoit onnaTte Tpyaa.

o [lonnaTbl, Haa6aBKKU, KOMMEHCALMM U NpoYMe BbinnaTbl — CUCTEMaTM3aUmMsA C TOYKW 3peHUs TPYA0BOro 3aKoHoAaTeNbCcTBa U
OTHECeHWs BUZ0B BbIMAAaT K KOMMEHCALUOHHBIM UM CTUMYNUPYIOLLUM.

e Onnata HepoOpPaboTKMK.

o puMepbl pacyeTa 3apaboTHOM NaThbl MO AOMKHOCTU NMPU CMEHHOM peXuMe paboTbl (40 BblYeTa HANoOroB).

Tab6enbHblil yyer.

e Buabl Tabeneit yueta paboyero BpEMeHN U 0OCO6EHHOCTU UX 3aMONHEHMS.

e YyeT paboyero BpeMeHU: METOJ PerncTpaLumn OTKIIOHEHWI, METOZ CMJIOLIHOrO 3arosiHeHus.

e Ocob6eHHOCTM yueTa paboyero BpeMeHM B BbIXOAHbIE U Mpa3fHUYHbIE OHW.

o [loKyMeHTMpPOBaHUe paboTbl B HOYHOE BPEMS], CBEPXYPOUHOI paboThbl.

e Ocob6eHHOCTM NepeBofa PabOTHNKOB C OAHOI0 pexunma paboTbl Ha APYroi, C OAHOro rpadmka CMEHHOCTU Ha ApYron —
JOKYMEHTUPOBaHWe B COOTBETCTBMM C TPYAOBbIM 3aKOHOAATEIbCTBOM.

e 3anonHeHue Tabens yyeta paboyero BpeMeHu Ha BoAMTeNen aBToTpaHcnopTa.

e PacyeT nonpaBoOK K YNCNIEHHOCTU NepcoHarna ¢ y4eToM KonmyecTsa pabounx MecT Ha OAHY TPyAOBYO BYHKLMIO U pasHble Nno
NPOAO/XUTENBHOCTU paboyero AHSA CMeHbI.

e PacyeT HOpMaTWBHOW YNCNIEHHOCTM NEpPCOoHasa B 3aBUCMMOCTM OT NJTaHOB NPOU3BOACTBA (3arpy3Ky TEXHONOTMYECKUX IUHUIA) U
OCOBEHHOCTEN yyeTa paboyero BpeMEHM.

e ANroput™m aHanv3a noTepb paboyero BpEMeHM B CBSI3U C HEBbIXOAaMU nepcoHana (oTrycka, 60/1bHUYHbIE, NPOryJibl).

e PacyeT nonpaBoYHbIX KO3QPULMEHTOB K HOPMATUBHOM YNCIIEHHOCTM NepcoHana Ha OCHOBaHUW AaHHbIX aHannsa HEBbIXOLO0B 3a
npeaLwwecTBYOWNA NEPUOA.

MpakTuyeckas 4yacTb:

e PacyeT UMCneHHOCTU NepcoHasna Ha OfHY AOJHKHOCTb B 3aBUCUMOCTH OT pexxuma paboTbl KOMNaHu1 U rpaduka cMeHHocTu. Pacuyet
nonpaBoK K YUCIEHHOCTH, UCXOAA U3 pexunma paboTbl U rpaduka CMEHHOCTM.

e Pacuet rpadukKoB CMEHHOCTU AN KPYrIOCYTOYHOIO pexxmuma paboTbl KOMMNaHUK.

e PacueTt cBEpPXYPOYUHbIX.

o Kelic «TabenbHblli y4eT paboyero BpeMeHm».

o Kelic «PacyeT 3apaboTHOM Nnatbl C y4ETOM NPa3gHUYHbIX AHEW NPy cCUCTEMaXx onnaTbl TpyAa: OKlagHas ¢ onnaTon no AHAM, oKnagHas
C onsiaTow No Yacam, noyacosas».

o Keiic «PacueT 3apaboTHOI nnaTbl N0 AOMKHOCTU NPU CMEHHOM rpaduke paboTbi».

[lpenogaBaTenu

EJTMCTPATOBA NannHa BaneHTUMHOBHA

3KcnepT No TPyAOBOMY Mpasy, MPaKTUKYIOLWWIA FOPUCT, Npeaceaatesb TpeTenckoro cyaa. OnbIT BeAeHUA rpaXkjaHCKUX Aen B cyaax
o6Lwen topucamnkumm 6onee 20 net. ABTop MogenbHoro TpyAoBOro Kogekca rocyaapcts — yyacTtHukos CHIC. ABTop cTaTtei no TpyaoBoMy
npas.y.

JoueHT kadeapbl rpaXkjaHCKOro 1 TpyAoBoro npaea topuauyeckoro dakynbteta PAHXuUl'C npu Mpesnaente PO.

KAHYHHUNKOBA CHe)aHHa CTaHUC1aBOBHA
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9KcnepT B 061acTW TPYAOBOIo NpaBa, ofbIT NPaKTUYECKON paboTbl FOPUCTOM U FIaBHbIM ByXranTepoM B passiMyHbIX OpraHWM3auusax
CaHkT-lNeTepbypra 6onee 10 net, B TOM YKC/e B OPraHn3aLusax aBTOMOGUIIbHOrO TpaHCMNOPTa B KayecTBe PYKOBOAUTENS U FNaBHOIO
6yxrantepa.

CtpaHuua: 4 us 4



