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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.

Jata npoBegeHus: 5 -6 Hosi6psi 2026 ¢ 10:00 o 17:30
ApTtukyn: ClM13797

Bup ob6yuenus: Kypc noBblileHusi KBanudukaumm
dopmart obyueHus: [1HeBHOM

CpoK obyyeHus: 2 fHsl

MpogomkuTenbHocTb 06yyeHus: 16yacoB

MecTo npoBepeHusi: r. CaHkT-leTep6bypr, JIuroBckuid npocnekT, 266¢1, BusHec LieHTp MNMpembep Jlvra (3 ouepefb), 4 aTax, us nudra
Hanpaso. CTaHLMu MeTpo «MOCKOBCKME BOPOTa», «TE€XHONOMMYECKUIA MHCTUTYT», «O6BOAHBIN KaHan».

CtoumocTb yyacTtus: 43 900 py6.
JnA y4acTHUKOB NpeayCMOTPEHO:

MeToaunuyeckuii MaTepumarn, Kode-naysbl.

J[lOKyMeHT no oKoH4aHuM obyuyeHus: o ntoram obyyeHus cnyLiaTenu, ycrnewHo npoLleaLine UTOroByo aTTecTaumio No nporpaMmme
o6yJyeHusi, nosyyatoT YOCTOBEpEHNE O NOBbILIEHUUN KBanudukauum B o6beMe 16 Yacos (B COOTBETCTBUM C JIMLIEH3UEI Ha NPpaBo
BefleHusi o6pa3oBaTesibHOM AeATeIbHOCTY, BblAaHHON [lenapTamMeHTOM 06pa3oBaHus 1 Hayku ropoaa MocKBbl).

Ilna koro npegHasHaveH

PykoBogutenei otTaena nepcoHana, HayanbHUKOB OTAena kagpos, HR-generalist, MeHeg)XepoB No nepcoHarny, MEHEAXKEPOB MO
KaApOBOMY afMUHUCTPUPOBaHWIO, ByxranTepos, OPUCTOB MO TPYAOBOMY Npasy.

Lienb o6yyeHus

M3yunTb 0COBEHHOCTU PETYIMPOBAHUSA PEXUMOB TPyZa U OTAbIXa paBOTHUKOB, TUMbI rpaduKoB paboTbl (BUAbI CMEHHbIX, TMBKUX
rpadmKoB); 0CO6€HHOCTU CYMMMPOBAHHOMO y4YeTa paboyero BpeMeHu 1 NpuMeHeHns AaHHOro Buaa ydetagnsonnaTbl Tpyaa
paboOTHUKOBB PasNYHbIX KOMMAHUAX U ANA OTAENbHbIX KaTeropuii nepcoHana.

CtpaHuua: 1us 4
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OCO6EHHOCTU NPOrpaMmbl

CnywaTenu Kypca Hay4aTcsl CONoCTaB/sATb 3T NOTPe6HOCTH C Tpe6oBaHMAMM TPYAOBOr0 3aKOHOAATENbCTBA, ONPefensiTb HOpMY
pa6oyero BpeMeHU, peX1M YepefoBaHus pabounx U Hepaboumx AHEN, NepepbIiBbl, M U3naraTb 3TV NpaBuia B JIOKaJIbHbIX HOPMaTUBHbIX
akTax (MBTP, TpyaoBbIx goroeopax, rpadukax paboTbl U CMEHHOCTU U Ap.) MpUo6peTYT NpaKTUYECKME HaBbIKM MO COCTaBMEHMIO
JTOKasIbHbIX HOPMAaTUBHbIX aKTOB, PerynmpytoLLmx paéoyee BpeMsi U BPEMS OTAbIXa, KOTOPble HE BbI3OBYT NPETEH3UI HaA30PHbIX
opraHoB. Hay4aTcs BECTV Haa/iexallmii yueT paboyero BpeMeHu C Liesibto onaThbl TpyAa v perynmpoBaHvs AUCUMMAMHBI PabOTHUKA, Kak
CNneAcTBUE CHUSAT PUCK NpUBNeYeHUs paboToaaTens K OTBETCTBEHHOCTU CO CTOPOHbI HaA30PHbIX OPraHOB 3a NpeBbILIEHNE JOMNYCTUMBIX
HOpM pa6oyero BpeMeHW, HeoBecneyeHune NMoBbILEHHONW OMIaTbl Pa6OTHUKA 3a TPYZ B YCIIOBUAX, OTK/TOHSIFOLLMXCA OT HOPMasibHbIX.

PesynbTaT 06y4YeHus

B pe3ynbTaTe 06yuyeHus cnyliaTenu:

e U3yyaT 3aKoHoAaTeNbHble TPEGOBaHMS K PErYIMPOBAHMIO Pa3/IMYHbIX PEXXMMOB pa6oTbl U HOPM paboyero BpEMEHM B
3aBWCUMOCTM OT BO3PacTa, YC/IOBUIM TPYAa, COCTOAHMUS 3A0POBbs PaBOTHUKA U UHbIX 06CTOATENBCTB;

e Bbl6epyT ONTUMarbHbIl BapuMaHT pexunmMa paboTbl C y4eTOM OCOBEHHOCTEN XO3ANCTBEHHOMN AeATENBHOCTY;

e BbISICHAT, KAKUX PAaGOTHUKOB MOXHO (MM HeNb3s1) NPUBNEKATb K pa6oTe C OTKIIOHEHUSIMU OT HOPMaJslbHbIX YCNOBWUI TPYA3;

e 03HAKOMSATCA C CyAe6HOI NPaKTUKOM 1 NPaKTUKOM Hag30pHbIX OPraHoB Mo TPYAOBbLIM Cropam Mo NoBogy paboyero BpemMeHu;

e MoMyyaT HaBbIKU pacyeTa paboyero BpEMeHU U AOKYMEHTUPOBaHMS OTK/IOHEHWI OT rpamKoB paboThbl;

e M0OJIyyaT anropuTMbl pacyeTa U OKYMEHTUPOBaHWUs pa6oTbl B MPa3gHUYHbIE AHW, B BbIXOAHbIE fHW, CBEPXYPOYHOM paboThl;

e MoJlydaT HaBbIKM pacyeTa YACNEHHOCTM NepcoHana Ans pasnyHbIX rpagukos paboTbl, NONPaBOK K YNCEHHOCTH B 3aBUCUMOCTM
oT rpadukoB paboTbl, KO3DULMEHTOB pacyeTa YNCIEHHOCTY NEPCOHana npu CyMMUpPOBaHHOM yJYeTe B 3aBUCMMOCTM OT
HeBbIXx0A0B (0TnycKa, Nporysbl, 60JIbHUYHbIE);

e MOJly4aT CUCTEMATM3ALMIO 3HAHWI B 0611aCTM NPUMEHEHUS CYMMUPOBAHHOIO y4eTa pa6oyero BpeMeHU M 0CO6EHHOCTU rpaMKoB
pa6oTbl NpY BaXTOBOM METOAE U PErYIMPOBaHMK yyeTa paboyero BpeMeHn BOAUTENEN.

9TO MeponpuaTMe MOXHO 3aKa3aTb B KOpnopaTuBHoM opmaTe (06y4eHne COTPYAHUKOB OJHOM KOMMaHuK).

[TporpamMmma oby4yeHus

OeHb 1.
Bupabl U peXxumbi pabouyero BpeMeHH, BpeMsl OTAbIXa, perysiMpoBaH1e peXxuMoB paboTbl B pa3fiMYHbIX OTPAciiX 3KOHOMUKM.

e 3akoHoaaTenbcTBO P®, 0TpacneBble COrnalleHnst U NOKanbHble HOPMATUBHbIE aKTbl O PeXXMMax TpyZa U oTAbixa paGOTHUKOB.
MpaBunbHoe GopMyMpoBaHMe NPaBOBbIX U SKOHOMUYECKMX MOHATUI B JIOKANIbHbIX aKTax — 3as1or YCMNeLwHoro B3auMoaencTBus ¢
paboTHUKaMU U C KOHTPOIMPYIOLLMMUM opraHamu. KagpoBble JOKYMEHTbI MO PeXUMY U yUYeTy TpyAa M OTAbIXa.

o Kak BbI6paTb U YCTaHOBUTb PEXUM TPyAa U OTAbIXa Pa6OTHUKOB.

o CMEHHbIN peXkuM paboTbl: KaK COCTaBUTb, BBECTU B AeCTBUE U U3MEHUTb rpaMK CMEHHOCTH C y4eTOM MOTPEBHOCTEN OpraHu3aLmm 1
C YY4€TOM NpaBOBbIX OrPaHUYEHUI 1 3arnpeTos.

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

e CBepxypoyHas pa6oTa U HEHOPMUPOBaHHbIN Pa6oUYnit AeHb: YTO BbIGPaTh, Kak MPUMEHSITh.

CyMMUpOBaHHbI yyeT paboyero Bpemenu (CYPB).

e CyMMMPOBaHHbII y4eT, 061acTu ero NpUMeHeHus.

e 3HayeHue NPoN3BOACTBEHHOrO KasieHaaps nNpu nnaHnposaHumn pexxuma tpyaa CYPB.

e KaneHpapv CMEHHOCTM.

e OcobeHHOCTH pa3paboTku rpacdmkos paboTbl n cMeHHoCTH Npu CYPB. Pasnunune rpadmkoB CMeHHOCTH U rpadMkoB paboTbl, MoYemMy
Heo6x0AVMMbI NpaBuUsbHble GOPMYSTUPOBKMU.

o popomKuTenbHOCTL paboyero aHaA (paboyeit CMeHbI) M NPOLOIKUTENBHOCTb BPEMEHU OTAbIXa: y4eT NpaBoBbIX Tpe6oBaHuii 0
MeXAYAHEBHbIX U MEXYCMEHHbIX NnepepbiBax, NepepbiBax B TeYEHUE paboyero gHs.

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

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

e lHamBMAayanbHaa HopMa pabounx YacoB st paboTHUKA: KaK yY4eCcTb NepuoAbl OTMYCKOB, HETPYAOCMOCOBHOCTH, MPOrynoB, 0No3AaHui,
NPOCTOEB NpW pacyeTe UHAUBUAYATIbHON HOPMbI.

o Kak BMsItOT NepepaboTku 1 HegopaboTku npu CYPB Ha npaBa n 064a3aHHOCTM paboTHUKOB U paboToaaTens.

CTpaHuua: 2 us 4



MpakTuyeckue npumMepbl cocTaBneHus rpadukoB pa6oTbl (CMEHHOCTH) NPYU Pa3NIMYHbIX peXXUMax paboTbl U pacyeToB No onnaTe Tpyaa.

o «[1ATb Yepes ABa/ WeCTb Yepes OANH».
o «CyTKM Yepes Tpoe».

e «/lBa yepes ABanr.

o «Tpu yepes Tpu».

o ['M6KMI rpacunk paboTbl.

e Pasgpo6sieHHbI pabounii feHb.

o BaxToBblit pexuM paboTbl.

o PexxvM paboTbl BOAUTENS aBTOMOGUIIS.
o PeXkuMm paboTbl COBMECTUTENS.

MHdopmaumoHHble nucbma PocTpyaa P® u Apyrux rocyapcTBeHHbIX OpraHoOB M0 BONpocam paboyero BpemMeHwu.
OTBeTCTBEHHOCTb paboToAaTens 3a HeHaaNeXallee perynupoBaHue paéoyero BpemeHun. 063op cyae6HOI NPaKTUKK.
JeHb 2.

CucTtema onnatbl TpyAia NP CMEHHOM peXxuMe paboThbl.

o [Nepuofbl CyMMMUPOBAHHOIO y4yeTa: MecsiL, KBapTaJi, rog.

e PacueT yacoBbIx CTaBOK — MpuW OKJIagHo cucTeme onsiathl TpyAa, Npy NoYacoBoi onnate TpyAaa.

o [lonnatbl, HaA6aBKM, KOMMEHCALUM U NPoYMe BbINiaTbl — CUCTEMATM3aLUA C TOYKM 3peHUst TPYAOBOro 3aKOHOAaTeNbCTBa U
OTHECEeHUs! BUAOB BbINIAT K KOMMEHCALMOHHbBIM NN CTUMYIUPYHOLLMM.

e Onnarta HeaopaboTKu.

e lNpuMepbl pacyeTa 3apaboTHOM NaTbl MO LOKHOCTY NPU CMEHHOM peXuMe paboTbl (40 BblYeTa HanoroB).

Ta6enbHblil yyer.

o Bugapl Tabenei yyeta paboyero BpeMeHU U 0CO6EHHOCTYH X 3anoJIHeHUs.

e YueT paboyero BpeMeHU: METOA PerucTpaLuy OTKIOHEeHMIA, METOZ CMJTOLIHOMO 3aMoIHEHUS.

e OCco6eHHOCTM yueTa paboyero BpEMEHU B BbIXOAHbIE U MPa3AHNYHbIE LHU.

o [JOKyMeHTUpoBaHUe paboTbl B HOYHOE BPEeMs, CBEPXYPOUHOM paboThl.

e Oco6eHHOCTY NepeBoa PabOTHUKOB C OLHOIO peXuma paboTbl Ha APYroi, C 04HOro rpauka CMEHHOCTU Ha APYron —
[LOKYMeHTUpOBaHNe B COOTBETCTBUM C TPYAOBbIM 3aKOHOAaTENbCTBOM.

e 3anonHeHue Tabens yyeTa paboyero BpeMeHn Ha BOAUTENE aBToTpaHcnopTa.

e PacueT nonpaBoK K YACMIEHHOCTM NepcoHasa C y4eToM KONMYecTBa paboUnx MecT Ha 04HY TPYAOBYO GYHKLMIO U pasHble Mo
NPOAOSIKUTENBHOCTU PABOYEro AHS CMEHbI.

o PacuyeT HOPMaTUBHOWM YUCSIEHHOCTU NepcoHana B 3aBUCUMOCTU OT NJIaHOB NMPOU3BOACTBA (3arpy3Ku TEXHOIOMMYECKUX TUHUI) U
0CO6eHHOCTel yueTa paboyero BpeMeHMu.

e ANropuTM aHanu3a noTepb paboyero BpEMEHM B CBA3M C HEBbIXOAAaMM NepcoHasna (0Trnycka, 60/IbHUYHbIE, MPOrysibl).

¢ PacueT nonpaBoYHbIX KO3DOULUEHTOB K HOPMATUBHON YNCTIEHHOCTM NEpcoHana Ha OCHOBaHMM JaHHbIX aHannN3a HeBbIXOLOB 3a
npeALecTBYOLLMIA Nepuoga,.

npaKTVI‘-IECKaﬂ YyacTb:

e PacyeT YMCNEHHOCTM NepPcoHasna Ha OfHY AOJHKHOCTb B 3aBUCUMOCTHM OT pexxuma paboTbl KOMMNaHuM 1 rpaduka cMeHHocTu. Pacyet
nonpaBoK K YUCIIEHHOCTH, UCXOAA U3 peXunma paboTbl U rpaduka CMEHHOCTM.

e Pacyet rpatmMkoB CMEHHOCTHU A5 KPYrAIOCYTOYHOro pexxnma paboTbl KOMMaHUK.

e PacyeT cBepXypOYHbIX.

o Kelic «TabenbHbIN y4eT paboyero BpEMEHM».

o Kelic «PacueT 3apaboTHOI NnaTbl C y4eTOM MpasAHUYHbIX AHEN NpY cucTemax onnaTbl TPyAa: OKNajHas ¢ onnaTou No AHSM, oknajHas
C onJsiaTow no Yyacam, noyacosas».

o Keic «PacueT 3apaboTHOI nnaTbl N0 AO/MKHOCTU NPU CMEHHOM rpaduke paboTbi».

[lpenogaBaTenu

EJINCTPATOBA N'annHa BaneHTUHOBHa

9KcnepT no TPYA0BOMY MpaBy, MPaKTUKYIOLLMIA OPUCT, NpeaceaaTenb TpeTeinckoro cyaa. OnbIT BeleHUsa rpaxjaHCcKuX Aen B cyfax
obLen topucankumm 6onee 20 net. ABTop MogenbHoro TpyAoBoro kogekca rocyaapcts — yyacTHukoB CHIT. ABTop cTaTtel no TpyaoBoMy
npas.y.

[JoueHT kadeapbl rpaxaaHcKoro u TpyfoBoro npaea opuandeckoro daxkynoteta PAHXuIC npu MNpe3aungerTte PO.

CtpaHuuya: 3us 4
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KAHYHHUNKOBA CHe)aHHa CTaHUCN1aBOBHA

JKcnepT B 06/1aCTW TPYAOBOIo NPaea, onbIT NPaKTUYECKON paboTbl FOPUCTOM U FTaBHbIM ByXraniTepoM B passinyHbIX OpraHM3auusax
CaHkT-lNeTepbypra 6onee 10 neT, B TOM YnC/e B OpraHn3aLusx aBTOMOGUIIbBHOrO TpaHCNopTa B KayecTBe PYKOBOAUTENS U FMaBHOIo

6yxrantepa.

CtpaHuua: 4 us 4
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