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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: C113795

Bup, 06yuenus: Kypc noBbilLeHus KBanudukaumm
dopmar obyyeHus: [IHeBHOW

Cpok obyueHus: 2 fHs

MpopomKkuTenbHOCTb 06yuyeHus: 164acos

MecTo npoBepeHusi: . CaHkT-MeTep6bypr, JIMroBckuii npocnekT, 266¢1, BusHec LieHTp Mpembep Jvra (3 ovepefb), 4 aTax, Us nudTa
HanpaBo. CTaHuun MeTpo «MOCKOBCKME BOPOTa», « TEXHONOrMYECKUA NHCTUTYT», «OBBOAHbIN KaHan».

CtoumocTb yyactus: 43 900 py6.
[Ans y4acTHMKOB NpelyCMOTpPEHO:

MeToanueckuin matepuman, kode-naysbl.

JI0OKyMeHT no oKoH4YaHuU obyyeHus: o nToram obyyeHus cnyliaTenu, yCnewHo nNpoLleaLlne UTOroByo aTTecTaLuto No NporpaMme
06y4eHUs, MoJlyyatoT Y 4OCTOBEPEHME O NOBbILWEHUN KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NpaBo
BefleHVsi o6pa3oBaTesibHON AesTeNbHOCTH, BblAaHHOM [enapTaMeHTOM 06pa3oBaHusi U Hayku ropoga Mocksbl).

Insa Koro npegHasHayeH

PykoBoguTenei otaena nepcoHana, HavyanbHWKOB OoTAeNa kaapo., HR-generalist, MeHea»kepoB No nepcoHasny, MeHeXepoB Mo
KaZpoBOMY aiMUHUCTPUPOBAHUIO, ByXranTepoB, OPUCTOB MO TPYAOBOMY Mpasy.

Lienb o6y4yeHus

M3yunTb 0CO6EHHOCTU PErYIMPOBaHUS PEXMUMOB TPyZa U OTAbIXa paGOTHUKOB, TUMbI rpaduKoB paboTbl (BULbI CMEHHbIX, TMBKMX
rpatuKoB); 0CO6EHHOCTV CYMMMPOBAHHOTIO yyeTa paboyero BpEMeHU 1 NPUMEHEHUS AiaHHOTO BUAa yyeTaaisonniaTbl Tpyaa
paBoTHUKOBB Pa3fINiHbIX KOMMAHUAX U AN OTAENbHbIX KaTeropuit nepcoHarna.

Oco6eHHOCTH NporpaMmsil

Cnywartenu Kypca HayyaTcs CONocTaB/siTb 3T NOTPEGHOCTU C TPE6OBaHUSIMU TPYAOBOr0 3aKOHOAaTeNIbCTBA, ONPeAenTb HOPMY
paboyero BpEMeHH, peXxuM YepeoBaHus paboumx U Hepabounx AHel, nepepbiBbl, M U3naraTb 3TV NpaBuia B TOKasbHbIX HOPMATUBHbIX
akTax (MBTP, TpyaoBbIx gorosopax, rpadukax paboTbl U CMEHHOCTM U Ap.) NpMOBPETYT NpaKTUYeCKNe HaBbIKW MO COCTaBNEHUIO
JIoKanbHbIX HOPMaTUBHbIX aKTOB, PEryMpytoLMx paboyee BpeMs U BpeMs OTAbIXa, KOTOPble He BbI30OBYT NPETEH3UIN Haf30PHbIX
opraHoB. HayyaTcsi BeCTM Haanexalluii y4eT paboyero BpEMeHH C LieNbio onnaThbl TPyAa U perynnpoBaHust ANCUMNIIUHBI PaBOTHMKA, Kak
CNefCTBUE CHU3AT PUCK NPUBEYeHNs paboToaaTensi K OTBETCTBEHHOCTM CO CTOPOHbI HAA30PHbIX OPraHoOB 3a NPeBbILLEHNe [O0MNYCTUMbIX
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HOpM paboyero BpeMeHU, HeobecneyeHne NoBbILLEHHO onaTbl paboTHUKA 3a TPYL B YCNOBUAX, OTKOHSIHOLLMXCA OT HOPMaJSIbHbIX.

PesynbTaT 06y4YeHus

B pe3ynbTaTe 06yuyeHus cnyliaTenu:

e 13yyaT 3aKoHOAaTe NbHble TPEGOBAHUS K PEryIMPOBaHNUIO Pa3INYHbIX PEXUMOB PaboTbl U HOPM paboyero BpEMEHN B
3aBWCUMOCTM OT BO3PACTa, YC/IOBUI TPYAa, COCTOAHMUSA 3A,0POBbS PAaGOTHUKA U UHbIX O6CTOATENBCTB;

e BbI6epYT ONTUMAaNbHbIA BapuaHT pexxnuMa paboTbl C Y4ETOM 0COBEHHOCTEN X03ANCTBEHHON AeSTENbHOCTY;

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

e 03HaKOMSITCS C CYAE6HOW NPAKTUKO 1 NPAKTUKOM Haf30PHbIX OPraHoB Mo TPYAOBbLIM CMOpaM Mo NoBofy Paboyero BpemMeHu;

e M0Jly4aT HaBbIKK pacyeTa paboyero BpEMEHU U AOKYMEHTUPOBAHUS OTKIIOHEHW OT rpaduKoB paboThbl;

e ronyyaT anropuTMbl pacyeTa U JOKYMEHTUPOBaHUSA paboTbl B NpasfHUYHbIe AHW, B BbIXOAHbIE IHW, CBEPXYPOUHOI paboThl;

e M0Jly4aT HaBbIKM pacyeTa YMCIEHHOCTM NepcoHana Ansi Pa3nnyHbIX rpapukoB paboTbl, NONPaBOK K YNCIEHHOCTU B 3aBUCUMOCTU
oT rpadukoB paboTbl, KO3hDULUEHTOB pacyeTa YNCIEHHOCTH NEPCOHana Npyu CyMMUpPOBaHHOM yJYeTe B 3aBUCMMOCTM OT
HEeBbIXOZ0B (OTMycKa, NPorybl, 60NbHUYHBIE);

e MOJly4aT CUCTEMATU3ALMIO 3HAHWI B 0611aCTU NMPUMEHEHUSI CYMMUPOBAHHOIO yyeTa paboyero BPEMEHU M 0CO6EHHOCTU rpatdnkos
paboTbl NP1 BaXxTOBOM METOAE U PEryIMpoBaHUm yueTa paboyero BpeMeHn BOAUTENEN.

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

[TporpamMmma oby4yeHus

AeHb 1.
Bupabl u peXxumbl pabouyero BpeMeHH, BpeMsl OTAbIXa, perysimpoBaH1e peXxuMoB paboTbl B pa3fiIMYHbIX OTPAciiX 3KOHOMUKM.

e 3akoHoaaTenbCcTBO P®, 0TpacneBble COrnalleHnst U NOKabHble HOPMATUBHbIE aKTbl O PeXXMMax TpyZa U oTAbixa paGoTHUKOB.
MpaBuibHOe GopMyMpoBaHMe NPaBOBbIX U SKOHOMUYECKMX MOHATUIM B JIOKANIbHbIX aKTax — 3as1or YCMeLHoro B3auMoaencTBus ¢
paboTHUKaMU U C KOHTPOIMPYIOLLMMUM OpraHamu. KagpoBsble JOKYMEHTbI MO PEXUMY U y4YeTy TpyAa M OTAbIXa.

o Kak BbI6paTb U YCTaHOBUTb PEXUM TPyAa U OTAblXa Pa6OTHUKOB.

o CMEHHbIN peXkuM paboTbl: Kak COCTaBUTb, BBECTU B AeiCTBME U U3MEHUTb rpadMK CMEHHOCTH C y4eTOM MOTPEeBHOCTEN OpraHn3aLmm 1
C Y4€TOM NPaBOBbIX OrpaHUYEHUI 1 3arnpeToB.

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

o CBepxypoyHas paboTa U HEHOPMUPOBaHHbIN PaGounit AeHb: YTO BbIGPaTh, Kak MPUMEHSITb.

CyMMuUpoOBaHHbIl yyeT pabouero Bpemenu (CYPB).

e CyMMMpOBaHHbII y4eT, 061acTu ero NpUMeHeHus.

o 3HayeHne NPoM3BOACTBEHHOIO KasnieHaaps nNpu nnaHuposaHum pexxuma Tpyaa CYPB.

o KaneHgapu CMEHHOCTW.

e Oco6eHHOCTM pa3paboTku rpaduxkos paboTbl U cMeHHOCTU Npu CYPB. Paznuuune rpa@unkoB CMEHHOCTU U FpacdMKOB paboTbl, oYyemMy
Heo6X0AMMbI NpaBusibHble GOPMYINPOBKY.

o MpopomKuTenbHOCTb paboyero aHaA (paboyeit CMeHbI) M NPOLOSIKUTENBHOCTb BPEMEHU OTAbIXa: y4eT NPaBoBbIX TpeGoBaHuii 0
MeXAYAHEBHbIX U MeXYCMEHHbIX NepepbiBax, NepepbiBax B TeYEHUE paboyero gHs.

e YTO Takoe «<HOPMbI paboyero BpeMeHMW», Af1st YEr0 OHW HYXXHbI, KaK UX NPaBUbHO NOACYUTbIBATb U MPUMEHSITb.

o CokpalleHue paboyero fHa (CMeHbI) Npy HOYHOW paboTe 1 B NpeAnpasgHUYHbIN LEeHb.

e lHamBMAayanbHaa HopMa pabounx YacoB st paboTHUKA: KaK y4ecTb Nepuofbl OTMYCKOB, HETPYAOCMOCOBHOCTH, MPOryno0B, 0No3AaHui,
NMPOCTOEB NpU pacyeTe MHAMBUAYANTbHON HOPMbI.

o Kak BusItOT NepepaboTku 1 HepgopaboTkuy npu CYPB Ha npaBa n 06493aHHOCTM paboTHUKOB U paboToaaTens.

MpakTuyeckune npumMepbl COCTaBNEHUSA rpa(bm(os pa6OTbI (CMeHHOCTM) MPU Pas/iInYHbIX peXXumMmax paﬁOTbl W pacyeToB No onnaTte TpyAaa.

e «[1ATb Yepes ABa/ LWeCTb Yepes OANH».
o «CyTKU yepes Tpoe».

e «[lBa yepes ABanr.

o «Tpu yepes Tpu».

o [M6KMiI1 rpacdmK paboTbl.

e Pas3apo6eHHbI pabounii feHb.
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e BaxToBbIll peXum paboTbl.
o Pexxum paboTbl BoAUTeNss aBTOMOGUNS.
o Pexxum paboTbl COBMECTUTENS.

MHdopmaumoHHble nucbMa PocTpyaa P® u apyrux rocyAapcTBEHHbIX OPraHOB Mo BONpocam paboyero BpeMeHu.
OTBEeTCTBEHHOCTb paboToAaTens 3a HeHagnexalliee peryimpoBaHne paéouyero BpeMeHu. 063op cyae6HON NpaKTUKMK.
OeHb 2.

Cuctema onsiaTbl TpyAa NP1 CMEHHOM peXxume paboTbl.

o Neprofbl CYMMUPOBAHHOIO yyeTa: MecsiL, KBapTa, rog,.

e PacueTt yacoBbIX CTaBOK — MNpu OKMIaAHOM CUCTeMe onnaTtbl TPyAa, MpM NoYyacoBon onnaTe Tpyaa.

o [lonnaTbl, Haa6aBKKU, KOMMEHCALMM U NMpoYMe BbiniaTbl — CUCTEMAaTM3aUmMs C TOYKW 3peHUs TPYAOBOro 3aKoHoAaTebCTBa U
OTHECeHWs BU0B BbIMAaT K KOMMEHCALUOHHBIM UM CTUMYNNPYIOLLUM.

e Onnata HepoOPaboTKMK.

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

TabenbHblii yyeT.

e Buabl Tabeneit yueta paboyero BpeEMeHN U 0CO6EHHOCTM UX 3aMONHEHMS.

e YyeT paboyero BpeMeHU: MeTOJ PerncTpaLum OTKIIOHEHWUI, METO/ CMJIOLIHOI0 3arnoiHeHus.

e OCO6eHHOCTYM yueTa paboyero BpeMeHM B BbIXOAHbIE U MPa3fHUYHbIE OHW.

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

e Oco6eHHOCTM NepeBofa PaboTHMKOB C OAHOr0 pexxuma paboTbl Ha ApYroM, ¢ oAHOro rpadmka CMEHHOCTU Ha ApYron —
[OKYMEHTUPOBaHWe B COOTBETCTBMM C TPYAOBbIM 3aKOHOAATEIbCTBOM.

e 3anonHeHue Tabens yyeta paboyero BpeMeHu Ha BoAMTENen aBToTpaHecnopTa.

e PacueT nonpaBoK K YACNEHHOCTM NEPCOHaNa ¢ y4eTOM KOIM4ecTBa pabounx MecT Ha OAHY TPYAOBYH QYHKLMIO U pa3Hble Mo
NPOAOMKUTENBHOCTU paboyero AHA CMeHbI.

e PacyeT HOpMaTWBHOW YNCNIEHHOCTM NEPCOHasa B 3aBUCMMOCTM OT NJIaHOB NPOU3BOACTBA (3arpy3Ky TEXHOMOTMYECKUX IUHWUIA) U
0COBEHHOCTEN yyeTa paboyero BpeMEHM.

e ANroput™m aHanu3a noTepb paboyero BpeMeHM B CBSI3U C HEBbIXOaMU nepcoHana (oTnycka, 60/1bHUYHbIE, NMPOryJibl).

e Pacyet nonpaBoYHbIX KO3QHULMEHTOB K HOPMATUBHOM YNCIEHHOCTH NepcoHana Ha OCHOBaHUWN AaHHbIX aHann3a HEBbIXOJO0B 3a
npeaLwwecTBYOWNA NEPUOA.

MpakTuyeckas 4yacTb:

e PacyeT YnCNeHHOCTM NepcoHana Ha OAHY AOHKHOCTb B 3aBUCUMOCTM OT peXxxrMma paboTbl KOMMaHum u rpaduka cMeHHocTu. PacyeT
NonpaBOK K YACSIEHHOCTU, UCXOAs U3 pexxuMa paboTbl U rpadka CMEHHOCTMW.

e Pacyet rpat1MkoB CMEHHOCTHU AN1A KPYrfOCYTOYHOro pexxnuma paboTbl KOMMaHUK.

o PacueTt cBepXypOUHbIX.

e Kelic «TabenbHblli y4eT paboyero BpeMeHm».

o Keiic «PacueT 3apaboTHOI NiaTbl C y4eTOM MpasAHUYHbIX AHEN Npy cucTemax onnaTbl TPyAa: OKnagHasi ¢ onnaTol No AHSM, oKnagHas
C onnaTow no Yyacam, noyacoeas».

o Kelic «PacyeT 3apaboTHOI NnaTtbl MO AOJHKHOCTU MPU CMEHHOM rpaduke paboTbi».

[lpenogaBaTenu

EJTMCTPATOBA NannHa BaneHTUMHOBHA

3KcnepT No TPyAOBOMY Mpasy, MPaKTUKYOLWNIA FOPUCT, Npeaceaartesb TpeTenckoro cyaa. OnbIT BeAeHUA rpaXxjaHCKUX Aen B cyaax
o6Lwen ropucamnkumm 6onee 20 net. ABTop MogenbHoro TpyAoBOro Kogekca rocyaapcts — yyacTHukoB CHI'. ABTop cTaTtei no TpyaoBoMy
npas.y.

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

KAHYHHUNKOBA CHexaHHa CTaHUC/1aBOBHA

JKcnepT B 06/1acTW TPYAOBOIo Npaea, onbiT NPaKTUYECKON paboTbl FOPUCTOM U FIaBHbIM ByXrafiTepoM B pas3fiMuHbIX OpraHM3auusax
CaHkT-lMeTepbypra 6onee 10 neT, B TOM YnC/ie B OpraHn3aumsx aBTOMO6GUIIbHOIO TpaHCMNopTa B KaYecTBe PYKOBOAMTENS U MaBHOIO
6yxranTtepa.
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