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CyMMMPOBaHHbIN y4eT paboyero BpeMeHU: NpakTu4yeckme
peKkoMeHgaLuum n pa3oop 3agay no BBeAEHNIO YA0H6HbIX
rpadukoB. AHann3 u cyaebHas npaktmnka 2025 roga

B xofie 06yyeHus cnywatenu nonyyat noapobHoe npefcTaBsieHne 06 0CO6eHHOCTAX KapoBOro yyeTa, TabeimpoBaHus, onnaTbl,
CNOXHbIX Bonpocax TpyaoBoro npasa npu CYPB, HayyaTcst paboTe Mo COCTaBIEHUIO Pa3NINYHbIX TUMNOB rpaduKoB, y3HAOT O
NpaBoOBbIX OrPaHNYEHNAX U TUNUYHbIX OLIMBKax paboTofaTtenei, pacCMOTPAT U3MEHEHNA TPYAOBOro 3akoHoaaTenbecTea 2026 roaa
B perynnpoBaHumn paboyero BpeMeH 1 BpeMeHu oTAblxa.

[ata npoBepeHus: OTKpbiTas AaTa

Bup o6yuyeHus: Kypc noBbileHust KBanudukaumm
dopmart obyuyeHusn: OHNanH-TpaHCAALUSA

Cpok obyueHus: 2 fHs

MpopgomkuTenbHocTb 06yyeHus: 164acoB

[inA y4yacTHMKOB NpefyCcMOTpPEHO:

MeToaunueckuin matepuan.

[lOKyMeHT no oKoH4YaHuM obyuyeHus: o ntoram obyyeHus cnyLiaTenu, ycnewHo npoLleaLine UTOroByo aTTecTaumio No nporpaMme
o6yJyeHusi, nosyyaroT YLOCTOBEpEHNE O NOBbILIEHWUUN KBanupukauum B o6beMe 16 Yacos (B COOTBETCTBUM C JIMLIEH3MEl Ha NpaBo
BefieHMsi o6pa3oBaTesibHOM AeATeIbHOCTY, BblAaHHON [lenapTaMeHTOM 06pa3oBaHus 1 Hayku ropoaa MocKBbl).

Ilna koro npegHasHaveH

PykoBoguTenei otaena nepcoHana, HayanbHUKOB oTAeNa kagpos, HR — generalist,MeHe)kepoBno nepcoHany. 6yxranTepos, OPUCTOB Mo
TPYAOBOMY MpaBy. MEHEKEPOB MO KaApOBOMY aAMUHUCTPUPOBAHUIO, HA KOTOPbIX BO3JI0XEHbI GYHKLUM MO NIaHUPOBaHMIO rpadMkoB
CMEHHOCTU, 0(OPMJIEHMIO U HAUYUCIIEHWUIO OTNYCKHbIX U KOMMNeHcauuil paboTHUKaM NpeanpusTUi U opraHusaLui.

Lienb o6y4yeHus

PaccMOTpeTb aKkTyasnbHble U3MEHEHWS TPYAOBOIro 3aKOHOAaTe/IbCTBa KacaTeslbHO yyeTa paboyero BpeMeHM npu rmb6kom rpacuke,
CMEHHOM pexXume paboTbl, K KOTOPbIM NPUMEHSIETCA CYMMMUPOBaHHbIN y4eT paGoyero BpEMEHW, CIIOXHbIE CUTYaLMU NpY BBEAEHUN
CYMMMPOBAHHOTO yyeTa paboyero BpemMeHu.

PesynbTaT 06y4YeHus

B pe3ynbTaTe 06y4yeHUs yHaCTHUKM:

e 13y4yaT HOPMbl 3aKOHOAATENbCTBA, NPUMEHNUMbIE K CYMMUPOBAHHOMY yYeTy paboyero BpeMeHu;

e pas6epyT BOMPOCHI TabeNbHOMo yyeTa 1 NopsAaKa HauyucneHns 3apaboTHOI NaTbl paBOTHUKOB, NepeBefeHHbIX Ha CYPB;
e PaccMOTPAT 0CO6eHHOCTN 0OPMIIEHNUS KOMAHAMPOBOK, MIAHUPOBAHUS OTMYCKOB;

e MPOBEAYT aHaNW3 TUMWUYHbIX HapyLLEHW paboTogaTenen, cyfe6HON NPaKTUKM U CaHKLUIA MHCTNIEKLMOHHbIX OPraHoB.

3TO MeponpuATMe MOXHO 3aKasaTb B KOpNopaTMBHOM opmaTe (06yyeHne COTPYAHUKOB OGHOM KOMMaHuK).

CtpaHuua: 1us 4
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[TporpamMmma oby4yeHus

AeHb 1

MoHATUe cyMMUpOBaHHOIO yyeTa pabouero Bpemenu (CYPB). Heo6xoaumocTb u-ienb BeegeHuss CYPB. OCHOBHbIe OLUMGKU
TONKOBaHMS.

e PexxuMbl TpyAa, NpU KOTOpbiX 06813aTeNbHO BBEAeHUE CYMMUPOBAHHOIO yyeTa paboyero BpeMeH!

o MOXXHO-NN cOCTaBUTb FpadmK c-nepepaboTKon?

e MakcumanbHas NpofoMHKUTENIbHOCTb YYETHOTO Nepuosa st pasfMyHbIX KaTeropmin paboTHUKOB.

e MOXHO yCTaHOBUTb BOAMTENIO YY4ETHbIN nepnoa-— roa?

o [paBoBble NOCNEeACTBUA NPEBbIWEHUS MaKCUMaTbHOW NPOAOMKUTENbHOCTH YYeTHOIO Nepuoaa.

e YueTHbI nepuog ANna paboTHUKOB, YBONIEHHbIX B CEPeAUuHe rofa, MPUHATbIX Ha paboTy B cepeauHe roaa, NepeBefeHHbIX B cepeanHe
rofia Ha Apyromn pexum Tpyaa

o Hy>XHO-NTM NI MOXXHO 11 N3-CBEPXYPOYHOI paboTbl BblYMTATb paboTy B-NpasaHUKN?

e 060CHOBaHWE CYMMMPOBAHHOIO yyeTa paboyero BpeMeHu.

MpopomkuTenbHOCTb paboyero BpeMeHu (HopMasnbHasi, COKpaLLeHHasi, HernosHas).

o lNpaBuna pacyeTa NPOLOIKUTENBHOCTM paboyero BpeMeHU Ha-yuyeTHbIv nepuog (Mpukas MuHsgpascoupassutus Poccun
07-13.08.2009 N°-588H).

o CobntofieHne HopMbl paboyero BpeMeHu Npyv CYMMUPOBaHHOM yyeTe.

e OnpepeneHne HOpMbl paboyero BpeMeHW 3a-y4eTHbI NepUOA,.

o OnpepeneHne HOPMbI YBOJbHSAIOLWErocs paboTHMKaA.

o OnpepeneHne HOPMbI A1 HOBEHbKOIO paboTHMKA.

o OnpefeneHne HOpMbI XXEHLLMH, paboTatoLuX B-CENbCKON MeCTHOCTU unun-PKC.

¢ YTOYHEHWe NPoAOIKUTENBHOCTY paboyero BpeMeHun B-Criyyae npMemMa uim yBoJIbHEHUA PaBOTHUKOB B-TEYEHWE yYETHOro neproga.
BO3MOXHOCTM yCTaHOBNEHMS ASIA HOBEHbKMX PEXUMa TPYAa, OTIMYHOIO OT PeXrMa ocTanbHOW 6puragbl AN COGOAEHUA HOPMbI
paboyero BpeMeHu.

o KoppeKTpoBKa HOpMbl paboyero BpeMeHN Ha-Nepuobl 0CBOBOXAEHUS paboTHMKA OT-paboTbl: OTMYCK, OTMYCK 6e3 CoXxpaHeHns
3apaboTHOW NnaTbl, 60/1bHUYHbINA.

¢ Hopma paboyero BpemeHu NofpoCTKOB.

e Hopma paboyero BpemMeHu MHBaNMAaoB.

e YTO fenaTb, €CNU NpU CYLLLECTBYHIOLLEM PeXunMe Tpyaa rpamk MOXET 6biTb COCTaBNEH TONbKO C NepepaboTKoi?

OnpeAeneHMe HOPMbI YUCNTEHHOCTHU pasoTHVIKOB.

o CKOMbKO pabOTHUKOB TPEGYETCSH MPU PEXMME «CYTKU TPOe»?

o CKONbKO PaBOTHUKOB TPEBYETCSA NPU PEXUME «[ieHb HOYb OTCbIMHOM BbIXOLHON»?

o HOpMbI UNCIEHHOCTY XEHLLMH U-MYXXUMH B-ONPeAeNieHHbIX paitoHax.

e PacueT yncneHHoCT! paboTHUKOB B 3aBUCUMOCTU OT NPOAOMKUTENIbHOCTU NPOU3BOACTBEHHOMO NPOLLECCA, MEPEPLIBOB HA OTAbIX.
o BnusHune uncneHHocTn paboTHUKOB Ha POT KoMnaHuw.

Co6niogeHne HOpM 3aKOHOAATeNbCTBa O-BPEMEHM OTAbIXa.

e [lpepocTaBneHne BHYTPUCMEHHbIX NepepbIBOB ANs NMUTAHUS U-OTAbIXa C-y4eTOM TpebGoBaHWUi OXpaHbl TPYAA; ClyYaun BKITHOUYEHWUS
nepepbIBOB B-paboyee BpeMsl.

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

e MexaycMeHHble nepepbiBbl: CO6NIOAEHNE MUHUMASIBHOW NPOAOIXUTENbHOCTU Npu CYPB.

o BbixofHble AHW U-eXXeHefeNbHblIl OTAbIX: TUMUYHbIE OLLUMGKW.

Pe>xum pa6oTbl uTpapuk paboTbi: obLiee n-pasnuuums.

o [opagoK yTBEPXAEHMUSA. DNEKTPOHHBIN UM ByMaXxkHbI rpadmk?

e [TopsfoK M3MeHeHusl rpacmka CMEHHOCTU UM paboTbl. OCHOBHbIE OLUMGKU KOMMaHUA.

e MHOroCMeHHbI peXxxvM paboTbl.

e Pabouuit rpadmK CO-CKOMb3SALLUMUN BbIXOAHBIMMU.

¢ ['M6koe paboyee BpeMsi (KaKMMWU HOPMATUBHbIMY aKTaMU pyKoBoACTBOBaTbCS). MpuMep obopmeHus.

o Tpe6oBaHus TK-P®-k-cocTaBneHuto rpaMkoB CMEHHOCTU U-03HAKOMJIEHUIO pabOTHUKOB C-HUMMU. MprMepbl ohopMeHus.

e Buabl OTK/IOHEHUS OT-Fpadka CMEHHOCTU U-TUBKUX rpadrKoB, 0COBEHHOCTU UX-AOKYMEHTUPOBaHUA (60/IbHUYHBIN, OTMYCK, ONno3aaxHue,
Nporys, paHHWI YX0A4 CO-CMeHbl, MPOCTOW MOo-BMHe paboTHUKA U-NPOCTO No-BUHe paboToaaTens).

e OCO6EeHHOCTYM Nepexoaa c-0aHOro Tuna rpaduka paboTbl Ha-ApPYroi.

e Bbixop Ha-paboTy 3a-0TCYTCTBYHOLLEro paboTHUKA.

o «CyTKM Tpoe».

o «[lBa vepes ABa».

e «[1eHb HOYb OTCbINMHOWN BbIXOAHOMN».

o «[paduk c-nogMeHHbIM pabOTHUKOM».

o «TpexcCMeHHbIN PeXxnm».

CTpaHuua: 2 us 4



YyeT Tpe6oBaHMii 3aKOHOAATENIbCTBA O-TPyAE NpN cocTaBneHun rpaduka.

o CokpalleHune paboTbl B-HOUHOE BpeMsi U-B-Npeanpa3gHUYHble AHW.

o [lonycTumasi NpoAOC/IXUTENBHOCTb paboyero BpeMeHM.

e YepenoBaHue CMeH.

e OCO6eHHOCTM yyeTa paboyero BpeMeHM B-BbIXOHbIe U-Mpa3fHUYHbIE OHW.
o [10KyMeHTMpOBaHUe paboTbl B-HOYHOE BPeMsi, CBEPXYPOUYHOIi paboThbl.

Ta6enbHblit yueT pabouero BpeMeHu: NpaBuia, TUMUYHbIE OLNGKMN N-UX-10CIeACTBUS.
AeHb-2
CnojkHble Bonpocbl onnaTbl TpyAa paboTHUKOB, NnepeBeAeHHbIx Ha-CYPB.

o Kakyto cuctemy onnaTbl TpyAa NPUMEHSITb NPU CYMMUPOBAHHOM yyeTe?

o Oknap, yacoBas TapudHas CTaBKa, CAeNbHble PaCLEHKN.

e Kak npoussecTtu onnaty paboTbl B-Npa3gHuku npu CYPB n-oknage?

e HyXHO-n1 onnaunBaTb HeLOPabOTKY M-NepepaboTKy B-KaXA0M MecsiLie Npu OKNafHoW cucteme onnatbl Tpyaa?

o Kak onpefenutb CTOMMOCTb HOYHOIO Yaca Npu oKNagHon cucteme onnatbl Tpyaa?

e Onnarta nNpocTos.

e Onnata HeOpPaboTOK.

e OnnaTa cBepXypOYHOI paboTbl. BOBMOXHOCTb YBENUYEHUS YNCIa CBEPXYPOUHbIX YACOB: 060CHOBaHME U onsiaTa JOMNOoNHUTENbHbIX
yacoB. Pasmepbl onnaTbl, CpokuM BbinnaTtbl. OnpegeneHne KoNMYecTBa YacoB CBEPXYPOYHOM paboTbl. HOBbIVM NopsgoK onnatbl
CBEpXypPOYHOW paboTbl C y4ETOM KOMMEHCALMOHHbIX U CTUMYNupytoLwmx Bbinnat ¢ 01.09.2024.

e OnnaTbl paboTbl B BbIXOAHbIE U NMpasfHUYHbIe HU B Npefenax rpaduka v ceepx rpaduka. TpeboBaHUA K paamepy onnaTtbl B
cooTBeTCcTBUM C MNocTaHoBNeHneM KC P® ot 28.06.2018 N2 26-IN.KoMneHcaLma HENCNONb30BaHHbIX AHEN OTAbIXa 3a paboTy B
BbIXOAHbIE AHW NPWU YBOSIbHEHMM NO NpaBuaam npumeHsembim ¢ 01.03.2025 .

e [1onofHUTENbHbIE BbIXOAHbIE AHU POAUTENAM AeTeN-MHBaNNAOB.

e 3apaboTHas nnaTa 3a nepByto NOOBUHY MecsALa.

e HecTaHgapTHble cuTyauum B CBA3N ¢ npuMmeHeHnem CYPB.

HanpaeneHue pa6oTHukoB c-CYPB B-kOMaHAUPOBKY.

e OdopmneHue Tabens.
o [MopsAgoK NpefoCcTaBNeHUs rapaHTUi.
e PexxvMm TpyAa B-pUHMMAaIOLLEN KOMMaHWUK.

Oco6eHHOCTU peXxuma Tpyaa BoauTenei.

¢ YT0 BK/ItOYaeTcs B-paboyee Bpemsi BoanTensa?

o MakcumasnbHasi IPOAOSIXXUTENbHOCTb PaGOYEro AHS.

e MakcumanbHasi IPOAO/MKUTENIbBHOCTb BPEMEHW YNpaB/ieHUsi aBTOMOGUIEM.
o MyHMMasnbHasa NPOAOIKUTENBHOCTb EXKEAHEBHOIO OTAbIXA.

o MUHUManbHasi NPOLOSIKUTENBHOCTb eXXEHeeNbHOro OTAbIXa.

e Bo3MoXHble rpaduku paboTbl BOAUTENEN.

Oco6eHHocTu CYPB npu BaxToBOM MeToze paboTbl.

YueTHbI nepuog,.

CocTaBHble 3/1eMeHTbI rpaduka Npy BaxTOBOM MeToAe (BaxTa, AHU B-NYTH, LHU MEXYBaxTOBOr0O OTAbIXa, BbIXOAHbIE).
o Onnata MeXxAayBaxToBOro OTAbIxa.

PekomMeHayeMble pexXuMbl TpyAa npy BaXxToBOM MeToAe.

BaxToBble UnKnbI.

e [apaHTWUM U-KOMMNEeHcaLNn paboTHUKaM-BaxTOBUKaM: NOPSAOK YCTaHOB/IEHUS], pacyeTa U-Hanoroo610XKeHuUs.

I'IpaKTvmecxaﬂ YacTb:

o]

PacueT uncrneHHOCTV NepcoHana Ha-0A4HY AO/MKHOCTb B-3aBUCUMOCTU OT-peXnmMa paboTbl KOMMaHWUM U-Tpaduka cMeHHoCTU. PacueT
MonpaBoOK K-4MCNEHHOCTU, UCXOAA U3-pexnma paboTbl U-rpadrka CMEHHOCTH.

PacueT rpad@ukoB CMEHHOCTU ANsl KPYrIOCYTOUYHOMO PEXMMa paboTbl KOMMaHUU.

PacueT «CKpbITbIX» CBEPXYPOUHbIX.

o Kelic «PacyeT 3apaboTHOI NnaTbl C-y4eTOM NPa3gHUYHBIX».

o Keitc «PacueT 3apaboTHOI nnaTbl NO-AO/MKHOCTU NPU CMEHHOM rpaduke paboTbi».

[e]

o]

[lpenogaBaTenu

LUHAWOEP CeeTnaHa AHaTONbeBHa
CtpaHuuya: 3us 4
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MpaKTUKYOLWWIA FOPUCT, pYKOBOAUTENb OTAeNa Tpyaa u metogosioruu "TipeanpusitTue no noctaBkaM Npoaykuuv YnpaeneHus genamu
Mpe3unpeHTa Poccuiickoit depepaumm’.

Mpenogasatenb PAHXuIC npu MNpeaungeHTe PO.

CtpaHuua: 4 us 4



