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OCO6eHHOCTU CYMMUNPOBAHHOIO y4eTa pabo4vero BpeMEHMU:
NpaBOBble acneKTbl perynpoBaHns u yyeta paboyero BpeMeHu,
COCTaBJfieHue rpamkoB CMEHHOCTU

Pexxum Tpyza u otabixa cornacHo TK PO, sBnsieTca o6a3aTenbHbIM YCNOBMEM TPYAOBOro AoroBopa. [paMoTHOE perynmpoBaHue
paboyero BpeMeHu IBASIETCS HEO6XOAUMbIM YCIIOBUEM OTHOLLEHUI MeX Ay paboTHUKaMu 1 paboTofaTesieM B paMKax pasfiyHbIX
pexxumMoB paboyero BpeMeHn. PaboTogatenb, NpuHMMan Ha paboTy pabOTHMKOB Pa3fiNyHbIX LOMKHOCTEN, [OMKEH, B MEPBYHO
ouepefib, ONpPeAennTbLCs CO CBOUMM NMOTPEBHOCTAMM MO UCNONIb30BaHUIO PABOTHUKOB C y4ETOM 0COBEHHOCTE CBOel
XO3ANCTBEHHOW AeATEeNbHOCTW.

[ata nposepeHusn: 25-26 mas 2026 ¢ 10:00 po 17:30
ApTukyn: C113796

Bup, 06yuenus: Kypc noBbilLeHus KBanudukaumm

dopmart obyyeHuss: OHNaiH-TpaHCsAUmMS

Cpok obyueHus: 2 fHs

MpopomKkuTenbHOCTb 06yuyeHus: 164acos

CtoumocTb yuacTtus: 43 900 py6.

[ins y4yacTHUKOB NpefycMOTPeHo: MeToAnYecKunii MaTepuarn.

[I0KyMeHT no oKOH4YaHUU obyyeHus: o nToram obyyeHus cnyliaTenu, yCnewHo npoLleaLine UTOroByo aTTecTaluto No nporpaMme
06y4eHus, MoJlyyatoT Y [OCTOBEPEHME O NOBbILWEHUU KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBO
BefleHVsi o6pa3oBaTesibHON AesTeNbHOCTH, BblAaHHOM [enapTaMeHTOM 06pa3oBaHusi U Hayku ropoga MockBbl).

Ina Koro npegHasHayeH

PykoBogutenen otTaena nepcoHana, Ha4yanbHUMKOB OTAena kagpos, HR-generalist,MeHegxepoB No nepcoHany, MeHeaXXepoB Mo
KafpoBOMY aAMUHUCTPUPOBaHUIO, ByXranTepos, OPUCTOB MO TPYAOBOMY MNpaBsy.

Lienb oby4yeHus

M3yunTb 0CO6EHHOCTU PErYIMPOBAHMSA PEXMMOB TPyZia U OTAbIXa paGOTHUKOB, TUMbI rpaduKoB paboTbl (BULbI CMEHHbIX, TMBKMX
rpaduKoB); 0CO6EHHOCTM CYMMMPOBAHHOIO yyeTa paboyero BpEMEHU U NMPUMEHEHUS laHHOTo BUAA ydYeTaansionnaTel Tpyaa
paboOTHUKOBB pasnMyHbIX KOMMAHUAX U AN1F OTAENbHbIX KaTeropuii nepcoHana.

Oco6eHHOCTH NporpaMmmsil

Cnywartenu Kypca HayyaTcs CONnocTaB/siTb 3T NOTPEGHOCTU € TPe6OBaHUSIMU TPYAOBOr0 3aKOHOAaTeNIbCTBA, ONPeAenTb HOPMY
paboyero BpEMeHH, peXxMM YepeoBaHus paboumx U Hepabounx AHei, nepepbiBbl, M U3naraTb 3TV NpaBuia B IOKaNbHbIX HOPMaTUBHbIX
aktax (MBTP, TpyaoBbix gorosopax, rpadukax paéoTbl U CMEHHOCTM 1 Ap.) Np1Mo6PeTYT NpaKTUYECKNe HaBbIKW MO COCTaBNEHUIO
JIoKanbHbIX HOPMaTUBHbIX aKTOB, PEryMpytoLLMX paboyee BpeMs M BpeMs OTAbIXa, KOTOPble He BbI30OBYT NPETEH3UIN Haf30PHbIX
opraHoB. HayyaTcsi BeCTM Hagnexaluii y4eT paboyero BpeMeHH C LieNbio onnaThl TPyZa U perynMpoBaHust ANCUMNIUHBI PabOTHMKA, Kak
CNefiCTBUE CHU3AT PUCK NPUBIEYeHNa paboTodaTensi K OTBETCTBEHHOCTM CO CTOPOHbI HAf,30PHbIX OPraHOB 3a NPeBbILLEHNE [ONYCTUMbIX
HOpM paboyero BpeMeHu, HeobecrneyeHne NoBbILLEHHON onlaTbl paboTHUKA 3a TPYA B YCNOBUSIX, OTK/TOHSAIOLLMXCS OT HOPMalibHbIX.
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PesynbTaTt 06y4YeHus

B pe3ynbTaTe 06yuYeHUs cnyliaTenu:

e M3yyaT 3aKoHoAaTesbHble TPEGOBaHMUS K PEry/IMPOBAHMUIO PasIMYHbIX PEXUMOB paboTbl U HOPM paboyero BpeMEHU B
3aBWCUMOCTM OT BO3PacTa, YC/IOBUM TPYLa, COCTOAHMUS 340POBbsl PaGOTHUKA U UHbIX 06CTOATENBCTB;

e BbI6epyT ONTUMaNbHbI BapuMaHT pexKnuMa paboTbl C y4eTOM 0COBEHHOCTEN X03ANCTBEHHON AeATENbHOCTH;

e BbISICHAT, KaKUX PaBOTHUKOB MOXHO (MM HENb3s1) NpUB/EKaTb K paboTe C OTKJIOHEHUAMMN OT HOPMarsbHbIX YCIOBUI TPYAS;

e 03HAKOMSATCS C CyAe6HOI NPaKTUKOM 1 NPaKTUKOM Haf30pHbIX OPraHoB Mo TPYAOBbLIM CMopaMm Mo NnoBofy paboyero BpeMeHu;

e MoJlydaT HaBbIKK pacyeTa paboyero BpeMeH! U AOKYMEHTUPOBaHUSA OTKIOHEHU OT rpaduKoB paboThbl;

e MoslyyaT anropuTMbl pacyeTa U JOKYMEHTUPOBaHWUA paboTbl B NpasgHUYHbIe AHW, B BbIXOAHbIE AHMW, CBEPXYPOUHOI paboThl;

e MOJIy4aT HaBbIKM pacyeTa YNCIEHHOCTM NepcoHana Ans pa3nyHbIX rpadukoB paboTbl, NONPaBOK K YNCIEHHOCTU B 3aBUCUMOCTU
oT rpaduKoB paboTbl, KOIDDULMEHTOB pacyeTa YNCIEHHOCTV NepcoHasna npu CyMMUpPOBaHHOM y4yeTe B 3aBUCMMOCTH OT
HeBbIXxoAoB (0TnycKa, Nporysbl, 60/IbHUYHbIE);

e MOJlyyYaT CUCTEMATM3aLMIO 3HAHWI B 0611aCTU NPUMEHEHUSI CYMMUPOBAHHOIO yYeTa pa6oyero BpeMeHU M 0CO6eHHOCTU rpankoB
pa6oTbl NP1 BaXTOBOM METOAE 1 PEryiMpoBaHun yueTa paboyero BpeMeHun BoOAUTENE.

3TO MeponpuATMEe MOXHO 3aKasaTb B KOpNopaTMBHOM thopmaTe (06yyeHne COTPYAHUKOB OAHOM KOMMaHuu).

[TporpamMmma oby4yeHus

AeHb 1.
Bugbi u peXkuMbl paboyero BpemMeHH, BpeMsl OTAbIXa, peryimpoBaHue peXxuMoB pa6oTbi B pa3/InyHbIX OTPACNAX 9KOHOMMKM.

e 3akoHoAaTeNnbCcTBO PO, oTpacneBble cornalleHnst U IokanbHble HOPMaTUBHbIE aKTbl O peXKuMax Tpya U 0TAbixa pabOTHUKOB.
MpaBunbHOe GopMynMpoBaHMe NPaBOBbIX U SKOHOMUYECKMX MOHATUIM B IOKANIbHbIX aKTax — 3asor YCreLHoro B3auMoaencTBus ¢
paboTHUKAMU U C KOHTPONUPYHOLLMMM opraHaMu. KagpoBble JOKYMEHTbI MO PEXMMY U yYeTy TpyZa U OTAbIXa.

¢ Kak BbI6paTb M YCTaHOBUTb PEXMM TPyAa U OTAbIXa paboTHUKOB.

o CMEHHbIN pexkuM paboTbl: KaK COCTaBUTb, BBECTU B AeCTBME U U3MEHUTb rpaMK CMEHHOCTH C y4eTOM NOTPEeBHOCTEN OpraHn3aLmm u
C YYETOM NPaBOBbIX OrpaHUYEHUI 1 3aMpeToB.

o MOXHO 1 3a/IOXUTb B rpadk CMEHHOCTM CBEPXYPOUHbIe Yacbl paboTbl 3apaHee (MO3uLUA CYAOB).

o CBepxypoyHasi paboTa UM HEHOPMUPOBAHHbIW PaboyMil AieHb: YTO BbIGPaThb, Kak MPUMEHSTD.

CyMMUpOBaHHbIN yyeT paboyero BpeMmenu (CYPB).

e CyMMUPOBaHHbIN yYeT, 061aCTH €ro NPUMEHEHWS.

e 3HayeHue NPoM3BOACTBEHHOIO KasleHAapsi Npy NiaHMpoBaHuK pexxuMa Tpyaa CYPB.

o KaneHpapu CMEHHOCTW.

e OCco6eHHOCTM pa3paboTku rpadukos paboTbl U cMeHHOCTU Npu CYPB. Paznuuune rpadunkoB CMEHHOCTU U rpadMKoB paboTbl, oYyemMy
Heo6x0AMMbI NpaBwUsbHble GOPMYSTMPOBKMU.

¢ MpoAo0MKUTENbHOCTbL paboyero AHSA (paboyeit CMeHbI) U NPOAOIKUTENBHOCTL BPEMEHM OTAbIXa: YYeT NpaBoBbIX Tpe6oBaHMit 0
MEXIYAHEBHbIX M MEXAYCMEHHbIX NepepbiBax, NepepbiBax B TeYeHUe paboyero AHs.

e YTO TaKoe «HOPMbl paboyero BpeMeHM», AN YEr0 OHM HYXXHbI, KaK UX NMPaBWUbHO NOACUYUTLIBATb U MPUMEHSITh.

o CokpalleHue paboyero fHa (CMeHbI) Npu HOYHOW paboTe 1 B NpeAnpasaHUYHbIN AeHb.

e NHaMBMAyanbHas Hopma paboumx 4acoB AfiA paboTHMKA: Kak y4ecTb Nepuofbl OTNYCKOB, HETPYAOCMOCOGHOCTH, MPOry0B, ONO3aHMWiA,
NMPOCTOEB MpuW pacyeTe UHAUBUAYAIbHON HOPMbI.

o Kak BnusoT nepepaboTku n HegopaboTku npu CYPB Ha npaBa u 06513aHHOCTM pabOTHMKOB M paboToaartens.

MpakTnuyeckue NnpuMepbl COCTaBNeHUA rpadmMKoB paboTbl (CMEHHOCTM) NPU Pa3SIMUHbIX PeXXUMaX paboTbl M pacyeToB Mo onnate TpyAa.

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

o «[lBa vepes ABa».

o «Tpw yepes Tpu».

o MOKUI rpaduK paboThbl.

e Pa3apo6sieHHbl paboynii AeHb.

o BaxToBblit peXXum paboTbl.

e PexuvM paboTbl BOAUTENS aBTOMOBUIIS.
o PexvM paboTbl COBMECTUTENIS.
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MHdopmaumoHHble nucbma PocTpyaa P® u Apyrux rocyapcTBeHHbIX OpraHOB M0 BONpocam pa6oyero BpemMeHwu.
OTBeTCTBEHHOCTb paboTofaTens 3a HeHag eXallee perynupoeaHme paéoyero BpemeHu. 063op cyae6HOM NPaKTUKK.
JeHb 2.

CucteMa onnatbl TpyAa NpU CMEHHOM peXxume paboTbl.

¢ [lep1olbl CyMMMPOBaHHOIO yyeTa: MecsL, KBapTan, rog,.

e PacyeT yacoBbIX CTaBOK — MpW OKJ1IafHON CUCTEMe onnaThl TpyAa, NPy NoYacoBoii onnate Tpyaa.

e [lonnaTbl, Hap6aBKKU, KOMMEHCALMM U NpoYMe BbinnaTbl — cUCTEMAaTM3aLmMs C TOYKM 3peHUsl TPYAO0BOro 3aKoHoAaTelbCTBa U
OTHECeHWs BUOB BbIMIAT K KOMMEHCALUOHHbIM UM CTUMYUPYIOLWUM.

e Onnata HegoOpPaboTKU.

o MNpuMepbl pacyeTa 3apaboTHOM NAaTbl N0 AO/HKHOCTU NMPU CMEHHOM peXXuMe paboTbl (40 BblYeTa HANoOroB.).

TabenbHbIii yyerT.

Buabl Tabenei yyueta paboyero BpeMeHu 1 0CO6EHHOCTH UX 3amnoJIHeHUs.

YueT pa6oyero BpeMeHn: METOA PErMCTPaLIMI OTK/TOHEHWIA, METOZ, CMIOLIHOMO 3aMoIHEHUS.

Oco6eHHOCTHM yyeTa paboyero BpeMeHU B BbIXOAHbIE U Npa3AHUYHbIE OHW.

[loKkyMeHTMpoBaHWe paboTbl B HOYHOE BPEMS], CBEPXYPOUHOM paboThI.

e Oco6eHHOCTY NepeBoja PaboOTHUKOB C OLHOIO peXuma paboTbl Ha APYroi, C 04HOro rpauka CMEHHOCTU Ha APYron —
AOKYMEeHTUpOoBaHue B COOTBETCTBUU C TPyAOBbIM 3aKOHO4ATE/IbCTBOM.

e 3anonHeHue Tabens yuyeta paboyero BpeMeHn Ha BOAUTENE aBToTpaHcnopTa.

PacyeT nonpaBoK K YACNEHHOCTM NepcoHasna c yYeToM KoJIMYecTBa pabounx MecT Ha OHY TPYAOBYH QYHKLMIO U pa3Hble Mo

NPOAOCHKUTENBHOCTU paboyero AHA CMEHbI.

PacueT HOpMaTUBHOM YUCIIEHHOCTU NepcoHana B 3aBUCUMOCTU OT NIaHOB NMPOU3BOACTBA (3arpy3Ku TEXHOOTMYECKUX IUHUI) 1

0COB6EHHOCTEN yYeTa paboyero BpeMeHMU.

e ANropuTM aHanu3a noTepb paboyero BpEMEHM B CBA3M C HEBbIXOAaMM NepcoHasna (oTnycka, 60/IbHUYHbIE, MPOrysibl).

PacueT nonpaBoYHbIX KO3GOULMEHTOB K HOPMATUBHON YNCTIEHHOCTM NEpCoHasna Ha OCHOBaHUM JaHHbIX aHann3a HeBbIXOLOB 3a

NpeALecTBYOLLMIA Nepuoga,.

MpakTuyeckas 4yacTtb:

e PacyeT yncneHHOCTU NepcoHana Ha OfHy AO/MKHOCTb B 3aBUCUMOCTHM OT pexxuma paboTbl KOMNaHuW 1 rpacduka cMeHHocTu. PacueT
NonpaBokK K YACNEHHOCTU, UICXOAS U3 peXxmMma paboTbl U rpadrka CMEHHOCTW.

e PacyeT rpadvKoB CMEHHOCTM A5 KPYTIOCYTOYHOIO pexxnma paboTbl KOMNaHWK.

e PacyeT cBepXypOYHbIX.

o Kelic «TabenbHbIi y4eT paboyero BpeMeHm».

o Kelic «PacyeT 3apaboTHOI NiaTbl C y4eTOM NPasfHUYHbIX AHEN NPU cUCTeMax onnaThl TpyAa: OKaAHas C onsaTow no AHAM, okiagHas
C onniaTow Mo Yyacam, noyacosas».

o Kelic «PacyeT 3apaboTHOI NiaTbl N0 JOMHKHOCTY MNP CMEHHOM rpaduke paboTbi».

[lpenogaBaTenu

EJINCTPATOBA N'annHa BaneHTUHOBHa

SKcnepT no TPYAOBOMY MpaBy, NPaKTUKYIOLLMIA OPUCT, NpeaceaaTenb TpeTenckoro cyaa. OnbIT BeleHUs rpaxjaHCcKux Aen B cyfax
obLuen topucankumm 6onee 20 neT. ABTop MogenbHoro TpyAoBoro kogekca rocyaapcts — yyacTHukoB CHIT. ABTop cTaTtel no TpyaoBOMy
npas.y.

[JoueHT kadeapbl rpaaaHcKoro u TpyfoBoro npaea opuandeckoro daxkynoteta PAHXuIC npu MNpe3aungexTte PO.

KAHYHHUKOBA CHe»aHHa CTaHuCcNnaBoOBHa

9KcnepT B 06/1acTW TPYAOBOIo Npaea, onbIT NPaKTUYeCKOoM paboTbl FOPUCTOM U FNIaBHbIM ByXranTepoM B pas3/iMuyHbIX OpraHM3auusx
CaHkT-leTepbypra 6onee 10 neT, B TOM YnChe B OpraHn3aumsax aBTOMO6GUIbHOIO TpaHCrnopTa B Ka4ecTBe PYKOBOAMTENS U FNaBHOIO
6yxrantepa.
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