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CyMMMPOBaHHbIN y4eT paboyero BpeMeHU: npaeuna
NpUMEHeHUs1, cCoOCTaBNneHne rpapmkoB, onnaTa Tpyaa

B nporpamme o6y4yeHnsi HopMaTUBHbIe TPE6OBaHMS, HIOAHCbI BeleHUs U 0POPMIIEHUSI CYMMUPOBAHHOIO yYeTa paboyero BpeMeHH,
npakTVKa YCTaHOBJIEHWS! PEXXMMOB paboyero BpPEMEHH, aniropuTM NpoBepku rpaukos paboT, pacyeT CIIOXHbIX C/lyYaeB onnaThbl
TPyAa, olWn6BKM paboTogaTenien, KoTopble MOryT NPUBECTU K WTpadam. Crywarteny noayyat npakTUYecKme peKoMeHaaLmum no
nopaaKy NpUMeHeHUst CYMMUPOBAHHOIO y4eTa paboyero BpeMeHM.

[ata nposepeHusn: 25-27 mas 2026 ¢ 10:00 no 17:30
ApTukyn: Cr113795

Bup, 06yyenus: Kypc nobilueHns KBanudukaumm
®dopmart obyyeHus: [IHeBHOM

Cpok obyyeHus: 3 fHsA

MpopomkuTenbHocTb obyyeHus: 244aca

MecTo npoBepeHus: r. CaHkT-MeTep6bypr, JIuroBckuii npocnekT, 266¢1, busHec LieHTp Mpembep Jlvra (3 oyepefb), 4 aTax, Us nudTa
Hanpago. CTaHLMn MeTpo «MOCKOBCKME BOPOTa», «TE€XHONOMMYECKUI MHCTUTYT», «O6BOAHBIN KaHan».

CtoumocTb yuyacTus: 52 800 pyo6.
[AnA y4acTHMKOB NpeyCMOTPEHO:

MeToaunyeckuit MaTepmarn, Kobe-naysbl.

JIOKyMeHT no oKOH4YaHuM o6y4eHuns: CnyliaTtenu, ycnewHo nNpoLejLine UToOroByto aTTecTaumio no nporpaMmmMe o6y4eHus, nonyyaroTt
YpocToBepeHue 0 NoBbIWEeHUU KBanubukaumm B o6beme 24 yacoB (B COOTBETCTBUU C NIMLIEH3NEN Ha NPaBO BeAeHUsi 06pa3oBaTesibHOM
[leATeNIbHOCTY, BblfaHHOW [lenapTaMeHTOM 06pa3oBaHus U HayKu ropofa MockBbl).

Ilna Koro npegHasHa4veH

PykoBoguTenei otaena nepcoHana, HauyanbHWKOB OTAeNa Kaapos, HR — generalist, MeHeg»kepoB Mo nepcoHarsny, MeHeaXepoB Mo
KaZlpOBOMY aiMUHUCTPUPOBaHMIO, ByXranTepoB, OPUCTOB MO TPYA0BOMY MpaBy.

Llenb o6y4yeHus

nOJ'Iy‘-WITb npakTnyeckue pekoMeHgauuum no seaeHno CyMMnUpoBaHHOIo yqéTa pa6oqero BpeMeHU, paCCMOTPETb C/I0XKHbIe CUTyauuu u
npuHUMUNbl UCHUCNeHna 3apa60TH0|7| nnaTtbl Npy npuMeHeHNn CyMMUPOBAHHOIO y4yeTa.

PesynbTaT 06y4yeHus

B pe3ynbTaTte oﬁyquuﬂ cnywartenu cMoryT:

e BHefpsiTb CYMMMPOBaHHbI y4eT paboyero BpeMeH!.

e PaccunTbiBaTb HEO6XOAMMYIO YUCSIEHHOCTb PaBOTHUKOB.

e OnpefenaTb HOpMY paboyero BpeMeHu A8 OTAeNbHbIX KaTeropuit paboTHUKOB.

e CocTaBnsiTb NpaBusibHble rpadmkm A5 CMeHHOW paboTbl, TMEKOro rpaduka v Apyrux peXxMMoB paboyero BpeMeHu

o CokpallaTb nepepaboTkuy, ONTUMU3MPOBaTb paboyee Bpems 6e3 HapyLleHuin TK.

e CHuxaTb pacxogbl Ha ®OT 3a cueT rpamMoOTHOrO NJIAHMPOBAHUA 1 yyeTa.

e PaccuuTbiBaTb CIOXHbIE ClyYaun onnaTtbl TpyAa: CBEPXYPOUHbIe, BbIXOAHbIE U MPasgHUYHbIE AHU, OTMYCKA, HOYHbIE CMEHbI.
e N36exaTb NPETEH3NIN KOHTPOMPYHOLLMX OPraHoB U LWTpactoB.

CtpaHuua: 1us 4
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9TO MeponpuaTUe MOXHO 3aKa3aTb B KOpNopaTuBHOM opmaTe (06y4eHne COTPYAHUKOB OLHOM KOMMNaHuu).

[TporpamMmma oby4yeHus

AeHb 1

MoHaTHe 1 BuAbI paboyero BpemeHn. OTAMYMe paboyero BpeMeHn oT peXXMMa paboyero BpeMeHm.

MpaBuna ycTaHOBEHUS M OpraHM3aumm paboyero BpeMeHu.

Pa6oyee BpeMms, Kak 06a3aTeslbHOe yCI0BUE TPYLOBOro AOrOBOpA.

Buabl pa6oyero BpeMeHu 1 UX XapakTepucTuka.

OTnMYMe NoNHOro paboyero BpemMeHn OT COKPALLLEHHOIO M HEMOJTHOrO.

Mpo6nemMbl yCTaHOBEHUS HEMOHOTO paboyero BpeMeHU ANs NbroTHbIX KaTeropuid.

MepeBof Ha HemosHoe paboyee BpeMs NMpu yrpo3e MacCoOBOro COKpaLLeHus.

MepeBof Ha HeMosHOe pa6oyee BpeMsi OAHOTO WU HECKOJTbKUX paBOTHUKOB

MpaBuna nsmeHeHusa paéouyero BpemeHun. OpopmMneHne AONONHUTENbHbBIX COrNalleHuii K TpyA0BOMY AOTOBOpY.

Oco6eHHOCTM paboyero BpeMEHU OTAENbHbIX KaTEropuii paboTHUKOB.

3akoHogaTenbcTBO PO, oTpacneBble cornalleHus,, KONNeKTUBHbIE AOrOBOPbI U SloKasbHble HOPMAaTKUBHbIE aKTbl O PEXMMaXx Tpyaa v
oTAbIXa Pa6OTHUKOB.

MpaBunbHoe hopMyIMpoBaHUE NPABOBbIX Y 3KOHOMUYECKUX MOHATUIA B IOKANbHbIX HOPMATUBHBIX aKTax — 3asior YCMeLwHoro
B3aMMOAENCTBUA C paBOTHUKAMU 1 C KOHTPOSIMPYIOLLMMI OpraHamu.

MpaBuna yyeta paboyero BpeMeHu, BefieHne Tabensi paboyero BpeMeHMu.

OcHoBHble oWwmnBKM paboToaaTens Npy BeaeHUn Tabenst paboyero BpemMeHMu.

lMoHsAITMeE U BUADbI peXXumoB pa6oqero BPeMeHu.

JlokanbHble HOPMaTUBHbIE aKTbl MO PeEXXNUMY TpyAa U OTAbiXa-BUAbl U UX coAepXXaHue.

Kak Bbl6paTb 1 yCTaHOBUTb PEXMM TPyAa U OTAbiXxa pabOTHUKOB.

Pexxum paboyero BpemMeHU, Kak NpaBoBas KaTeropusi u obsisaTesibHoe yCroBue TPyLOBOro oroBopa.
9nemeHTbl pexxuma paboyero BpeMeHMu.

MpaBnna n3aMeHeHUs pexrmMa paboyero BpeMeHM.

XapaKTepucTrKa pexnmMoB paboyero BpeMeHU, UX OT/IMYMS.

MpaBuna opopmNeHnss peXXxMMoB paboyero BpeMeHW B OpraHn3aumm.

PexxMM naTuaHeBHON 1 LWeCTUAHEBHON paboyen Hepenu.

MoHATME U NpaBuna NPUMEHEHNS «CKOMNb3sILLero rpaduka.

Pe>xxMm rubkoro paboyero BpemeHu. Mpobnembl opraHusaLmmn pexxmuma ruékoro paboyero BpeMeHM.
PaspeneHue paboyero AHs Ha YacTu.

PeXXUM HEHOPMUPOBAHHOIrO paboyero BpeMeHMU.

CBepxypoyHas paboTa 1M HEHOPMUPOBaHHbIN pabounii AeHb — NPaBOBOE PerynvpoBaHune, OTNYKUS.
Buabl nepepaboTok cBepx HOPMbl paboyero BpeMeHW-NpaBuia opraHusauum n onnartbl.

CMEHHbIN peXxXunM paboTbl: Kak COCTaBUTb, BBECTU B IeNCTBUE U U3MEHWUTb rpatMk CMEHHOCTM C Y4€TOM NOTPEBHOCTEN OpraHM3aLuu.
OcobeHHOCTM pexxuma paboyero BpeMeHu AN COBMECTUTENEN, AUCTAHLMOHLLMKOB.

OcobeHHOCTHM pexxuma paboyero BpeMeHu B KOMaHANPOBKaXx.

Oco6eHHOCTM OpraHu3aLun pexxumMa paboyero BpeMeHu AN NbroTHbIX KaTeropuit paboTHUKOB.

CyMMUpOBaHHbIN yyeT paboyero epemenu (CYPB).

MoHATUe U NpaBua NPUMEHEHNS CyMMIUPOBaHHOIO y4yeTa paboyero BpemeHu (CYPB).

CyMMUPOBaHHbIN YYET NpU pasnyHbIX peXXnmax paboyero BpeMeHMu.

MpaBuna onpegeneHns HopMbl paboyero BpemeHu npu CYPB.

MOXXHO N1 3aM0XMUTb B rpadyK CMEHHOCTM CBEPXYPOYHbIe Yacbl paBoTbl UK HEAOPABGOTKY 3apaHee (NMoO3uULUs CYAOB).

Buabl cBepxypouHbIx paboT Npy CyMMMPOBAHHOM Y4yeTe, MpaBuia ux yuyeta u onnatbl.

[MpaBuna onpegeneHna KonMyecTsa CBEPXYPOUHbIX YacoB U nx onnarta npu CYPB.

OnpepeneHne CBEPXYPOYHbIX paboT Npu yBONIbHEHUN paboTHMKa ¢ CYPB.

MHavBuayanbHasi Hopma paboymx 4acoB AJ1s paboTHUKA: KaK y4ecTb Nepuoibl OTNYCKOB, HETPYAOCMNOCOGHOCTH, NPOrysoB, ONO3[aHUNM,
NPOCTOEB MpMW pacyeTe UHAMBUAYASIbHON HOPMbI.

MpaBuna onnatbl HegopaboTok npu CYPB.

0Oco6eHHOCTH paspaboTKu rpadmMKoB paboTbl U cMeHHocTH npu CYPB.

Pasnuuune rpadmkoB CMEHHOCTM U rpaduKoB paboTbl, MOYEMY HEO6XOAMMbI NpaBUNIbHbIE GOPMYINPOBKY.

Oco6eHHOCTM 0CBOBOXAEHMS OT paboTbl M COXpaHEHUS CpefHero 3apaboTka Npu CYMMUPOBaAHHOM yyeTe paboyero BpeMeH!.
CocTaBneHue rpadmkoB cMeHHOCTU. Kak paccuntatb Heo6X0ANMOe KONMYecTBO paboTHUMKOB NMPU COCTaBNEHUM FPa@UKOB CMEHHOCTMU.
CnegnyeT nu cobntofaTb TPE6OBaHUSA O MPOLOMKUTENBHOCTU MEXAYCMEHHOIO OTAbIXa NPU COCTaBNEHUU FPAaUKOB CMEHHOCTMU.

CTpaHuua: 2 us 4



e OCO6EeHHOCTM BaxTOBOrO METOAA OpraHM3auum Tpyaa.

e PexxuMbl Tpyaa v oTabixa Npy paboTe BaxTOBbIM METOLOM.

e PacnipefeneHue paboyero BpeMeHU 1 BpeMeHM OTAblxa Npy BaXTOBOM METOAE OpraHu3auunm Tpyaa.
e OcobeHHocTM CYPB npu BaxToBOM MeToe paboTbl.

e [apaHTWM 1 KOMMeHcaLun muam, paboTaroLWwUM BaxTOBbIM METOLOM.

[eHb 2
MoHATHe M BUAbI BpeMeHM oTAbIXa.

o MpopomkuTenbHoCTb paboyero aHa (paboyeit CMeHbI) M NPOLOSIKUTENBHOCTb BPEMEHU OTAbIXa: y4eT NpaBoBbIX TpeGoBaHuii 0
MeXAyCMEHHOM oTabixe. EcTb nin Takme Tpe6oBaHus?

o lepepbIBbl B TeYeHWE paboyero AHS U UX NPOAOCKUTENIbHOCTb.

e Korpa nepepbiB Ha 06ef, MOXET He NPefoCTaBNATbCS.

o [loHATUE N NPOAOMKUTENIbHOCTb eXeHeAeNbHOro OTAbIXa.

o ExxeHeflefbHbIl OTAbBIX NMPU CMEHHOIN paboTe U CyMMUPOBAHHOM yyeTe.

o CokpalleHue paboyero fHa (CMeHbI) Npy HOYHOM paboTe U B NpeAnpasgHUYHbIN LeHb.

e BbixofHble 1 Npa3AHUYHbIE HU NPU Pa3SIMYHbIX PeXMMax paboTbl.

e OpraHusaums pa6oTbl B BbIXOAHbIE U NPAa3AHUYHBIE LHU.

e AKTyasibHble BOMPOCHI MPeA0CTaB/IEHUS] OTMYCKOB 1 pacyeToB NpU CYMMUPOBAHHOM peXxume paboyero BpeMeHMU.

e OCO6EeHHOCTU BPEMEHU OTAbIXa B KOMaHAUPOBKaX.

e Buabl 1 nopsfok npenocTassieHns OTNYCKOB.

e Tpe6oBaHus K rpadurKy OTNyCKOB, MpaBusia ero yTBepXXAEHUs.

o [TpaBuna BHeCeHUs1 USMeHeHWI B rpaduK OTMYyCKOB.

o pefocTaBneHnst OTrycka 3a NepBblii rog padoTbl.

o [lopagoK nepeHoca OTMycKa Ha CneayoLwnii roa,.

o [lepeHoc oTnycka B pamkax paboyero roga.

o [lpaBuna pasgeneHnsa oTnycka Ha yacTu.

o [lopagok npefocTaBieHNs AOMNOHUTENbHbIX OTMNYCKOB.

o bosiesHb BO BpeMs OTnycKa-npasuia NPoASiIeHNa UK nepeHoca.

o [paBuna npefocTaBfieHNs OTMYyCKa C Moc/ieAyoWmnM YBOSIbHEHNEM.

o OnpepgeneHune NPoOAOHKUTENbHOCTH OTMYCKa C NOCeAyIoLWMM YBOSIbHEHME.

¢ BbinnaTta KoMneHcaLmm 3a HEMCNOIb30BaHHbIN OTMYCK.

o AHanus cynebHoW NpaKTMKK Mo BOMpocaM npefocTaB/ieHNs OTMYyCKOB.

e UHdopmaumoHHble nucbma Poctpyaa P® n MuHTpyaa no Bonpocam pa6oyero BpeMeHU U BpeMeHU oTAblXa.

o OTBeTCTBEHHOCTb paboTofarTens 3a HeHap/eXallee perynupoBaHue pabouyero BpemeHu 1 BpemeHmn otabixa. 063op cypebHoit
NpaKTUKK.

OeHb 3
OcobeHHOCTM onnaThbl TPyAa NPU CYMMUPOBaHHOM y4yeTe paboyero BpeMeHu.

e BbI6Op ONTUMasbHOM CUCTEMbI ONaThl TpyZa Npy CyMMUPOBAHHOM yYeTe paboyero BpeMeHMU.

e OCo6eHHOCTM OKTaHOW CUCTEMbI OMnaThl TPYAA, OMNJIaThl MO YaCOBbIM CTaBKaM W CAAe/IbHOM CUCTEMbI OnJlaThbl TPYAa.

OnnaTa pa6oTbl B BbIXOAHbIE M Hepaboyne npasaHuYHble AHU. PaboTa B Npeaenax HOpPMbI 1 3a NpefienaMn HOpMbl U ee y4erT.
OnnaTa cBEPXYPOYHOI paboTbl. OCOBEHHOCTH OMNNaThl CBEPXYPOUHO paboTbl MPU HaNMYUK BbINAaT B NOBbILLIEHHOM pa3mepe B
npefenax y4eTHoro rnepuoja.

e MHble BbINnaTbl: AonsaTta 3a paboTy HOYbLO, flonnaTa 3a paboTy BO BPeAHbIX YCNOBUAX Tpyaa 1 np.

o ANropuT™M UCYUCNEHWS CPpefiHel 3apaboTHOM NnaTbl, NP CYMMUPOBAHHOM y4eTe paboyero BpeMeHMU.

e Oco6eHHOCTM onnaTbl OKOHYaTENIbHOro pacyeTa paboTHWKOM, YBOJIMBLUMMCS A0 KOHLI@ Y4ETHOro Nepuoaa.

TabenbHblil y4€T pabouero BpeMeHMu.

Bugabl Tabenei yueta pa6oyero BpEMeHM 1 0CO6EHHOCTU UX 3aMOSTHEHHUS.

e YyeT paboyero BpeMeHU: METOJ PerncTpaLum OTKIIOHEHWUI, METO/ CMJIOLLIHOIO 3arnoHeHus.

e 3anonHeHue Tabens yyeta paboyero BpeMeHN Ha BOAUTENEN aBTOTpaHCNopTa.

PacyeT nonpaBoK K YACNEHHOCTM NepcoHasna c y4eToM KoJiyecTsa pabounx MecT Ha OfiHY TPYAOBYH QYHKLMIO U pa3Hble Mo
NPOAOIIXUTENBHOCTU paboyero AHS CMeHbl.

PacueT HOpMaTUBHOM YUCIIEHHOCTU NEpPCOHana B 3aBUCHMOCTU OT NJIaHOB NMPOU3BOACTBA (3arpy3Ku TEXHOOTMYECKUX TUHUI) 1
0CO6eHHOCTEN yueTa paboyero BpeEMeHMU.

e ANroput™M aHanu3a notepb paboyero BpeMeHM B CBA3U C HEBbIXOAAaMM NepcoHasna (oTnycka, 60/1bHUYHbIE, NPOry/ibl).

PacyeT nonpaBoyHbix KO3 OULMEHTOB K HOPMATUMBHOMW YACNEHHOCTM NEpcoHasna Ha OCHOBaHUM laHHbIX aHaM3a HEeBbIXOJOB 3a
npeALecTBYOLLMIA Nepuoga,.

MpaKTuKyMblI: MpaKTUYeckne NpuMepbl COCTaBNeHUs rpadrkoB paboTbl (CMEHHOCTM) NPU pasnYHbIX peXxMmMax paboTbl U pacyeToB No
onnare TpyAa.

CtpaHuuya: 3us 4



[lpenogaBaTenu

EJINCTPATOBA N'annHa BaneHTUHOBHa

3KcnepT no TpyAOBOMY NpaBy, NPaKTUKYIOLLUIA OPUCT, NpeacefaTenb TpeTeiickoro cyaa. OnbIT BeieHUs rpaxxaaHCKuX aen B cyax
o6Len topucaunkumm 6onee 20 net. ABTop MogenbHoro TpyAoBOro Kogekca rocyaapcts — yyacTHukos CHIC. ABTop cTaTtei no TpyaoBoMy

npasy.

[JoueHT kadeapbl rpaaaHcKoro u TpyfoBoro npaea topuandeckoro dakynoteta PAHXuIC npu MNpe3aungerTte PO.

KAHYHHUKOBA CHe)>aHHa CTaHMCNnaBOBHa

9KcnepT B 061acTW TPYAOBOIo Npaea, onbIT NPaKTUYECKON paboTbl FOPUCTOM U FIaBHbIM ByXraniTepoM B pasfiMuHbIX OpraHM3auusx
CaHkT-lMeTepbypra 6onee 10 neT, B TOM YnChe B OpraHn3aunsx aBTOMO6GUIbHOIO TpaHCrnopTa B Ka4ecTBe PYKOBOAMTENS U FaBHOIO
6yxrantepa.

CtpaHuua: 4 us 4
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