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INPABIUIA BHYTPEHHEI'O TPYJOBOI'O PACIIOPAIKA

1. O0naue MoI0KeHHS]

Hacrosmue IIpaBuina BHYTpEHHETO TPYIOBOTO paclopsika (nanee - IlpaBuia) onpenesor
BHYTPEHHHH TPYIOBOH pacmopsiiok B OOIIecTBe ¢ OrpaHIYEHHOMR OTBETCTBEHHOCTBIO «IIpakTiKa
IIpoextHOro VYmpapieHus» (mamee - O6mectso, Kommamms, Paboronarens), ycTaHaBIHBAIOT
B3aMMHbIE IIpaBa u 00sA3aHHOCTH anMurucTparyy KoMmannu u PaboTaukoB (rpaxkaan Poccuiickoi
denepanuy, 3akmrodnsmux ¢ Komnanweit Tpynosoit norosop). Hacrosume ITpasnita 06s13aTebHEL
IUIst BceX PaGOTHHKOB KOMIAHMH. Bce BOIPOCH W CIIOpPBI, CBSI3aHHBEIE C NpHMeHeHHeM [IpaBui
BHYTPEHHETO TpPYIOBOTO paclopsiika, pemaroTca PaboromareneM B Ipenenax —IIpas,
IpeNOCTaBIeHHBIX 3akoHonaTeabcTBOM PO u Verasom Kommanuw.

2. Iopsmok mpHuema, epeBoaa Ha APYIYIO JOKHOCTH M yBOJIbHeHHs PaGoTHUKOB

2.1. Ilpuem na pabomy

2.1.1. Bce PaboTHuKM DNpUHEMAOTCS Ha paboTy B COOTBETCTBHH C  TDYZOBBIM
3aKOHOIATEeNLCTBOM Poccuiickoit @enepanuy Ha OCHOBE TpyI0BOro JA0roBOpa, 3aKIH09acMoro C
Kommanueit B mune 'emepansroro mupekropa Kommannu. Bee nsmenenus Tpynosoro morosopa
cornmacyrorcs PaGotmukom u PaGoTomareneM Ha JOOPOBOJBHOH M DPABHONPAaBHOX OCHOBE, B
yCTaHOBJIEHHBIE TPYIOBBIM 3aKOHOJATENHCTBOM CPOKH. TpymoBoi moroBop ¢ PaborHrkoM
3aKIII0YACTCS B MUCHbMEHHOH dopMe.

2.1.2. Ilpu 3aKiIFOYEHHH TPYIOBOrO A0roBopa PabOTHUK MpenbsBILET NOKYMEHTBI MCXOId M3
cnenudukad paboTel (TpynoBod GyHKIHH), KOTOPYHO IPEAIONaracTcs MIOPYydYHTh JIMIY,
IIOCTYNAIOmEMy Ha paboTy B COOTBETCTBHH C TPYHOBBEIM 3aKOHOIATENbCTBOM Poccuiickon
Deneparuu.

2.1.3. Ilpuem ©Ha paboTy OGOpPMIAETCA NPUKA30M, H3IaHHBIM Ha OCHOBAHHM 3aKIIOYEHHOIO
Tpynosoro Jlorosopa. Ilpuka3 o6ssmitercs PaboTHEKY moJ pocmuch. B mpukase yKasbIBalOTCA
HAPMEHOBAHME JOJDKHOCTH B COOTBETCTBHH CO INTATHBIM PACIIACAHUEM M YCIIOBUS OIUIATEI TPYAA.
2.1.4. Ha Bcex PaGoTHHKOB, Ul KOTOPHIX paboTa B KOMIIAHHH SBISETCA OCHOBHBIM MECTOM
paboTEI, BeIyTCs TPYHOBBlE KHIDKKM B  TIOPSJKE, YCTAHOBJICHHOM  JEHCTBYIOIIMM
3aKOHOJATEIECTBOM.

2.1.5. C nMnmamu, HEIOCPEICTBEHHO OOCIYXKUBAIOUIMMH HJIM HCIOJB3YIOIIUMH JIE€HEKHEIE,
TOBAapHBIE IIEHHOCTH ¥ HMHOE HMYIIECTBO 3aKIIOYAIOTCA JOrOBOP O IIONHOM MaTepHalbHOM
otBeTcTBeHHOCTH PaboTHHKA.

2.1.6. C xaxmeiM PabormuxkoM KommaHmm 3aKkiIrogaeTcs COIJIAIICHHE O HEepasIJIallCHUuH
KOMMEDPYECKOM TaiHbl ¥ KOHGHACHIHANIBHOH HMHpOpManuy, KOTOpoe SBIICTCA HEOTHEMJIEMOH

YacThIO TPYIOOBOI'O AOTOBOPA.

2.2. HcnsimamensHblil CPOK RPU RpUeMe HA padomy

2.2.1. Ilpu npueme Ha paGoTy PaGOTHHKY MOXKET OBITh YCTAHOBIIEH HCIBITATSILHBIA CPOK B IEILIX

IIPOBEPKH €r0 COOTBETCTBHS IIOPYJaeMOH pabore.
2.2.2. VcnbITaTelbHEIA CPOK HE MOXKET IpeBbIuath 3 Mecsues. g samectureneit Jlupexropa,
[JIABHOTO OYXTalTepa M €ero 3aMECTHTENEH CPOK UCIIBITAHMS MOXKET COCTABIATE 0 6 MECSICB.



2.3. Ilepesood na opyzyto pabomy
2.3.1. Tlepeson PaboTHrka Ha IPYTyI0 pabOTy MOXKET OBITH CBA3aH C:

e kemaHmeM camoro PaboTHuka;

e IIpeJIOKEHHEM HEIOCPENCTBEHHOIO PyKOBOIHUTENA PaboTHHKa;

e IIPOM3BOACTBEHHOM HEOOXOIMMOCTBIO (IO IpHKasy PykoBomuTens B CIydasdx,
IpeNyCMOTPEHHBIX 3aKOHOAATeNCTBOM P®@).

2.3.2. TlepeBox Ha Ipyryio paboTy, HOIDKHOCTH H T.JA. 0QOPMIISETCS IPHUKA30M U 3aKIFOYCHHEM
JTOTIOJTHUTEIHLHOrO COTTaIleHus K TpyaoBOMY TOTOBOPY B COOTBETCTBUHU C 3aKOHOIATEIBCTBOM.

2.4. IIpexpawenue Tpyoosozo 0ozoeopa (yeonvHenue)

2.4.1. Tpymosoii JToroBOp MOXeT OBITH PACTOPTHYT B IH000€ BPEMSI 10 B3aUMHOMY COTJIAIICHHUIO
Komnannu u PabotHuKa.

2.4.2. PaBOTHHK WHMeeT IIpaBO pPacTOpPrHyTh 1pymoBodl JloroBop, HpeaympemuB 00 3TOM
AJIMUHHECTPAIMIO B MHCEMEHHON (OpMe 3a JBe HEeIeIH N0 YBOIBHEHHS, HANKCAB 3asiBIEHHE 00
YBOJHHEHUU.

2.4.3. PaboTomarens HMeeT IIPaBO PACTOPrHYTH 1pymoBoi J[oroBop IO CBOEH HWHHIMATHUBE B

CICOYIOIIHX CIIydasaXx:

1)
2)
3)

4)
5)

6)

7)
8)

9

JTUKBUIAINS;

COKpaIlleHHe YUCIICHHOCTH YJIH INTaTa pabOTHUKOB;

HECOOTBETCTBHE PabOTHHKA 3aHUMAEMOM JOJDKHOCTH MM BBIIOIHAEMOM pabote

BCIIE[ICTBHE:

® COCTOSIHUS 3JI0POBBS B COOTBETCTBHH C MEMUIIMHCKUM 3aKIIFOUCHUEM;

e HEJOCTATOYHOM KBATH(HUKAIUH, IOATBEPXKICHHON pe3yNbTaTaMu aTTeCTalluu;

e HEOJHOKDATHOTO HEHCIIOIHEHUS paOOTHHKOM 0€3 YBaXUTEIBHBIX IPHIUH TPYIOBBIX
00s3aHHOCTEH, €CIIM OH UMEET NUCIUIUIMHAPHOE B3BICKaHHE.

OIHOKPATHOTO Ipy0Oro HapyIIeHUs paOOTHHKOM TPYJOBBIX 00S3aHHOCTEH: IIporya.

[OSBJIEHHS Ha paboTe B COCTOSHUH AaJIKOTOJILHOrO, HApKOTHYECKOIO0 WM HHOIO

TOKCHYECKOI'O OIIbSHEHHS,

e pasralleHyds OXPAHAEeMOM 3aKOHOM TaiHBI (TOCYHapCTBEHHOM, KOMMEPYECKOH,
CIy>xeOHOM W WHOIT), CTaBIIEeH M3BECTHOH paOOTHHKY B CBSI3M C MCIIOJIHCHHEM UM
TPYIOBBIX 00513aHHOCTEM;

e COBEpIICHHMS II0 MeCTy paboThl XWIIEHHS (B TOM YHCIE MEIKOr0) YyXOIro
UMYINECTBa, PAacTpaThl, YMBIIUIEHHOTO €ro YHHYTOXKCHHS WM IIOBPEKICHHI,
YCTAHOBJCHHBIX BCTYIHBIIMM B 3aKOHHYKO CHJIY IIPHTOBOPOM CyJa HIHX
[IOCTAaHOBJIEHUEM OpraHa, YIOJIHOMOYEHHOIO Ha IPUMEHCHHE aJIMUHHCTPATUBHBIX
B3BICKaHHU;

e mHapymeHus paOOTHHKOM TpeOOBaHMM IO OXpaHe TpyJa, €CIH 3TO HApyIICHHE
MIOBJIEKJIO 34 COOOM TSDKKHME IOCIEeACTBUS (HECUacTHBIA CIlydad Ha IIPOM3BOJICTEBE,
aBapus, Karactpoga) Ju00 3aBEOMO CO3JaBaji0 PEATBHYIO YIpo3y HACTYIICHHA
TaKuX IMOCIEACTBUM.

COBEpINEHHS BHHOBHBIX IEHCTBHI pPabOTHHKOM, HETOCPEICTBEHHO OOCITY)KHBAFOIIMM

JIEHEXXHBIE WM TOBapHBIC IICHHOCTH, €CIH 3TH NEHCTBHS Hal0T OCHOBaHME I YyTPaThl

JOBEpHsI K HEMY CO CTOPOHBI PabOTOIaTENLs;

IpeCTaBICHUS PaOOTHUKOM DPabOTOAATENIO IIOUTOKHBIX NOKYMEHTOB MJIM 3aBEOMO

JIO’KHBIX CBEICHUH IPH 3aKIIIOYEHUU TPYJOBOI0O JOr0BOPa;

IIpeKpaIenys JOMycka K TOCYapCTBEHHO TaliHe, ecllH BBINOJHsAeMas pabora Tpedyer

JIOTIyCKa K TOCYIapCTBEHHOM TaiHe;

B JPYTHX CIIydYasx, IPeIyCMOTPEHHbBIX 3aKOHOAaTeIbcTBOM Poccutickoit Oeneparu.

2.4.4. Pacropxenue TpynoBoro morosopa (yBOJNbHEHHE) OQOPMIAETCS IPUKA30M, KOTOPBIA
00naBnsgeTcss PaOOTHHUKY IO pPOCIIHCE.



2.4.5. 3a2 mHA 10 JaThl yBONbHEHMs PabOTHUKY BEIIAETCS OOXONHOM JIUCT, KOTOPBIH JOTDKEH
OBITH M 0pOPMIIEH 10 JaThl YBOJHHEH.

PaGOTHHK IepelaéT CBOEMY PYKOBOAWTEeMO (W/Wid PyKOBOAHTETIO MOJPA3NENEHHUS, K
KOTOPOMY OH OTHOCHTCS) BCE JieNa, BKIIFOUas TEKCTHI, (ailiisl ¥ MaTepHalbl 0 MPOEKTaM,
II0JIy4YaeT ero BU3y Ha 0OXOIHOM IIHCTE.

Pa6OTHHK cIaéT KOMIIBIOTEp M JAPYroe 060pyAOBaHKUE, [IEPEJaHHOE eMy B MEPHO. pabOTEL B
KOMIIAHHUM, JIUTEPATYPY B OMOIMOTEKY, MATHUTHEIE KAPTHI K ITOJIHUCHL, IOy JEHHBIC UM 32 BPEMS
paboTHI B KOMITAHHH, TIOTy4aeT BU3bl Ha 0GXOIHOM JIHCTE B COOTBETCTBYIOIIKX CIIyK0ax.

B mocnensuit pabouwmii neHb PaGOTHHK IMOTydYaeT OQOPMIEHHYIO TPYHAOBYIO KHHDKKY H
He0OX0TUMBIE JOKYMEHTEL.

2.4.6. JlHeM yBOIBHEHHs CUATACTCS MOCIEIHUM pabouuii IeHb.

3. OcHoBHBIC 00s3aHHOCTH Pab0oTHHKOB

3.1. Bce PaboTHuku 00sI3aHEL:

e BRIIONHITE CBOM CIyXeOHBIE OOS3aHHOCTH, OIpeneleHHble TpynoBbmM JloroBopoM,
JPYTHMH TONOXKEHUAMH Y IIPaBHIaMHM, IPUHATHIME B KOMIIAHHH.

e Co0momars HACTOSIIHE IIPaBUiIa BEHYTPEHHETO PacIopsaKa.

o CBOGBPEMEHHO M TOYHO HCIOJHATH DPAacHOPSDKEHMS anMUHUCTpanud Kommanuw u
HEIOCPEICTBEHHBIX PYKOBOIUTENCH.

e lcmomp3oBaTh Bce pabodee BpeMs UL IIPOH3BOAUTEIHLHOIO TpyJa, BO3IAEPKHMBATHCA OT
JeWCTBHI, MEIAIOIHX IPyIUM PaGOTHHKAM BBIIONHATE HX TPYAOBEIE OOS3aHHOCTH.

e CobOmomats U o0eperaTb HHTEPECH! KOMIIAHWH.

e CobmromaTh MUCHHIUIAHY TpyJa: BOBpeMs [PHXOOUTH Ha paboTy, coOmonars
YCTAHOBJIEHHYIO MPOIODKUTEIFHOCTE Pab09ero IHs, MPOSBIATE JEIOBYI0 HHAIUATHBY U
T0OMBaTHCS BBICOKUX KaueCTBEHHBIX ITOKa3aTelel B pabore.

IToBEIIATh YPOBEHH PO eCcCHOHATM3MA H KOMIIETCHTHOCTH.
Co0IoiaTh YCTAHOBIEHHBIH MOPSIOK XPaHEHHUS MaTePHAIIbHBIX IICHHOCTEH U IOKYMEHTOB,
COZIEPKAaTh B MOPSIKE CITyKEOHYIO JOKYMEHTAIMIO U IEPETIUCKY.

e CogmepxaTh cBoe pabodee MECTO M 00OpyHOBaHHME B MOPSIKE, YHUCTOTE M HCIPABHOM
COCTOSIHUH.

e IlepemaBaTh BCIO BXOMALIYID KOPPECHOHACHIMIO (OyMaxHBIC ITOKYMEHTEI, IHCBMA,
ZIOTOBOPEI, (PUHAHCOBBIE JOKYMEHTEL, IIOCBUIKM H T.H.) HE HOCSIIYIO JTHYHOIO XapaKTepa,
odrc-MeHe[KepaM I PETMCTPALlME M CBOEBPEMEHHOTO WH(QOPMHPOBAHHA BCEX
3aMHTEPECOBAHHBIX JIHII.

e Bcro cayxeOHYIO KOppecHOHIEHIMIO (OyMakHble TOKYMEHTBI, IMCBMA, IOTOBOPBIL
(UHAHCOBBIE JOKYMEHTHL, OCHUIKA U T.J.) OTIPABISTH, IPEABAPUTEILHO 3apETUCTPUPOBaB
ee y ouc-MeHemKepa.

Co0IIro1aTh YMCTOTY B CIIY>KEOHBIX IIOMEIEHHAX.
Cobiroats TpeGoBaHus II0 OXpaHe TPyHa, TEXHUKE 6e30MacHOCTH,

e TPOM3BOJACTBEHHOW CAaHWTAPHM, THIMEHEe Tpyda M IPOTHBOIOXAPHOHM  OXpaHe,
IIPEIyCMOTPEHHBIE COOTBETCTBYIOIIUMHY IIPABHIAMU U HHCTPYKIUAMH.

o DBepeus COOCTBEHHOCTH KOMIAHHM. He3aMenmuTenpHO COOOIIATh aAMHHHCTPAUH
KoMImaHuy H HEIOCPEICTBEHHOMY pYKOBOJUTEIIO O BO3HHUKHOBCHHMH CHTYallMH,
IIPEACTABIISIONIEH YTPO3Y KHU3HH U 3I0POBEIO JIFOJEH, COXPaHHOCTH HMYIIECTBA KOMIIAHUH.

e PaGoTHHKH 003aHEI BO BCEX CUTYAIHSIX BECTH ce0s1 KOPPEKTHO U BEXXJIMBO 110 OTHOIICHHUIO
K KJIHeHTaM, mapTHepaM KoMIIaHuu B CBOMM KOJIIETaM.



4. OcuoBHbBIC 00s3aHH0cTH KOoMIanuu

4.1. Kommanus o0s3aHa:
e IlIpemocraButh PaboTHHKY padodee MeCTO, 00ECIETHTh pabOTOM COTIACHO 3aAKIIFOYCHHOMY

Tpynosomy Jlorosopy.

e (CBOEBPEMEHHO OIIauHBaTh TPyA  PabOTHUKOB B COOTBETCTBHH  CO INTATHBIM

e pACIICAHMEM M MPUHATHIMH [OJOXCHISIME 00 OILTaTe TPyZAa U IPEMHPOBaHMHA PabOTHHKOB
KOMITaHUH.

e CmocoOCTBOBAaTH CO3JAaHMIO B KOJUIEKTHBE JEIOBOM, TBOPYECKOH OOCTaHOBKH,
HOIEPXKUBATH JIETOBYIO HHHUITHATUBY U aKTUBHOCTh PaOOTHHKOB.

e (Obecneuutsb CBOEBPEMEHHOE cHabxerre PaboTHHKOB OpPITEXHHUKOH,

e JOKyMEHTAIWel, CIPaBOYHBIMA MaTepHaaMy II0 BBIIONHAEMOH paboTe, HEOOXOMMMBIMA
JUIS BHIITOJIHEHHUS BO3JIOXKECHHBIX Ha PaboTHMKOB 3a1a4.

e OCyIIecTBIATh OPraHM3aTOPCKYIO, OKOHOMHYECKY0 M 00pasoBaTeNbHyIO paboTy,
HAIpaBJIE€HHYI0 Ha palMOHAIBHOE HCIONB30BAaHUE TPYHOBBIX DECYpPCOB, YKPEIUICHHE
JUCTIUIIIMHEL

e CoOmoaTh 3aKOHOZATENLCTBO O Tpyde W NpaBWia OXpaHBl TpyZJa, OOeCIednBaTh
Ha[UIeXallee TEXHUIECKOe 000pyIoBaHre BceX pabounx MECT U CO3/1aBaTh Ha HUX YCIOBUS
paboThI, COOTBETCTBYIOIIUE IIPAaBHIIaM II0 OXPaHe Tpy/Ia.

e [IpuMeHSTH Mephl BO3ACUCTBUS K HAPYIIHTEIAM TPYAOBOX TUCIHIITTAHBL.

5. Pabouee BpeMs

5.1. JTna Pa6orruxos KoMmnanuu ycTaHOBIICHA IITUIHEBHAS pabodas HEJEN - C TIOHEeIeTbHIKA I10
narauny. Cy66oTa, BOCKpeceHbe - BEIXOAHBIE JHHA. KpoMe TOro, BEIXOTHBIME JHIMH CIUTAIOTCSA
BCE FOCYIapCTBEHHBIE IIPa3THUKH.

Hagamno paboyero nHs: 09.00 pm 10.00
Oxonyanue pabouero JHs: 18.00 mmm 19.00

5.2. MakcuMmanbHas OPOJOJUKHTEIBHOCTE 00EICHHOTO IepepriBa - 1 Yac, MpeAmoYTHTENBHO - C
14:00 mo 15:00. Bpems o6emeHHOr0 mepepsiBa He BXOIUT B pabodee Bpemsa Paboruuka. PaboTHuK
BIIpaBe CaMOCTOSTENHHO BHIOMPATh MHTEPBAI BpeMeHM I obena. Ho obs3arensHO CTaBUTH B
M3BECTHOCTh O IepephiBe Ha 00€I CBOEro HEMOCPEACTBEHHOTO M/WIK (YHKIHOHATIBHOIO
PYKOBOJUTEILS.

5.3. 3a HCKJIIOUCHHEM CIEIHAIbHO OTOBOPEHHBIX B TpYZOBOM JOrOBOpE CiIydaeB, PaboTHHK
ZIOJDKEH OTpabaThIBaTh COPOK paboumx YacoB B Hefemmo. OTAENBHBIM KaTeropusm pabOTHHKOB
MOKeT OBITh YCTAHOBJEHA COKpalleHHas 36-uacoBad paboyas Hemelss B COOTBETCTBHH C
TpeGOBaHUAMHE TPYIOBOTO 3aKOHOAaTeNsCcTBa Poccuiickoi Denepanuy.

PaGoTHHK 00S3aH HCIIOIb30BaTh KOMIBIOTED B paboTe He Goee MOJOBHHEL pabOYero BpeMeHH B
Teuenwue MHS U He 6olee 4 gacos moaps. OcTaabHoe BpeMst pabOTHHK JOIDKEH IOCBAMATh paboTe ¢
OyMaKHBIMH JOKYMEHTaMH, IPHHAMATH yJacTHe B padOYMX COBEIIaHHSX, IIEPEroBopax, APyrux
pabourx MEPOIPHUATHIX.

PaGouee BpeMs MOKET OBITh OIPENENCHO HHIMBUIYAIbHO B COOTBETCTBHH C YCIOBHAMH H
cuemuduKoi paboTHl TOJIBKO IIO COITACOBAaHMIO C PyKoBomuTeNeM M HEIOCPEICTBEHHBIM
pykoBoauTeneM PaboTHHKA.

5.4. PaboTHMKM MOT'YT IIPUBJIEKAThCS K pabOTe B BBIXOAHEIE U IPa3IHAIHBIC THU B COOTBETCTBHH C
3aKOHOIATEIECTBOM B CBS3H C IIPOM3BOJCTBEHHOW HEOOXOIMMOCTBIO, B TOM YHCIIE B CBA3H C
HaIlpaBIeHHEM B CIy)KeOHBIE KOMaHIUPOBKH. Omnara paboThl B BEIXOMHBIEC U IIPa3IHUIHBIC THH
IIPOM3BOJHUTCA B Pa3MEDE, IPEyCMOTPEHHBIM JIEHCTBYIONTHM 3aKOHOAATENBCTBOM P.



5.5. PaGora B BHIXOAHBIE JHHM M 3a MpejelaMd HOPMAIbHOHM IPOJOIDKHTENFHOCTH Pabodero
BpEMEHH [0 pEIICHHIO caMoro PaboTHuKa 0e€3 pacmopskeHds AJMAHUCTPAUMH WK

HEIIOCPENCTBEHHOTO PYKOBOAUTENST) HE pacCMaTPHBAETCsA KaK CBEpXypodHas pabora.
5.6. Kommanus NOIycKaeT pa3oBoe KPaTKOBPEMEHHOE OTCYyTCTBHE PaboTHMKA B T€YEHHUE IHSA 110

CeMeHHBIM 00CTOSTeNbCTBAM (IOCEIEHHE Bpaya, pPEUICHHE JMYHBIX BOIPOCOB H Jp.) IIPH

BBIIIOJIHEHUH CIIEIYOIIIX yCIOBUI:
+ oTcyrcTBHE PaboTHHKA HE OKa3bIBAeT HETAaTHBHOIO BIUSHUSA Ha pabOTy IPOEKTHOM

KOMaH/IBI HJIH TIOCTaBIICHHBIX Ilepe]] PaboTHIKOM 3a1a4;
» PaGoTHHK cOIrIIacoBal CBOE OTCYTCTBHE C HEMOCPEICTBEHHBIM PykoBomureneM(JIaMu), a
TaKXe OIMOBECTHI 00 3TOM o¢puc-MeHeKepoB KoMnanuw;
* BEIIONHEHHI IPaBuIIa KHGOPMHEpPOBaHUs 00 0TCYTCTBHH (cM. pasznel «OTCyTCTBHE B oduce.
HNudopmupoBarue 06 OTCYyTCTBHUY)
5.7. lna oTmenbHbx PaboTHHKOB PaboTomarens MMeeT NpaBO YCTAHOBHTH DPEXHM I'MOKOrO
pabouero BpeMeHH (CKONB3sIui rpadyk) ¢ BBEIEHHEM CYMMHPOBAHHOIO y4eTa pabodero
BPEMEHH C ONpPeIeTIeHHBIM YIeTHBIM ITepuofoM. [Ipy 3TOM B TpYZIOBOM JOrOBOPE C KaXKIIBIM
OTHENbHEIM PabOTHHKOM ompenenseTcs rpaduk ero padoTel, a TakXKe IIPOJOJDKHTEIHHOCTD
YYETHOTO IIEPHOJa, ONPEIEILIIOIEr0 KaJeHIapHOE BpeMs, B TE€YEHHE KOTOPOro OH JOJDKEH
0TpaboTaTh YCTAHOBICHHYIO UL HEr0 HOPMY pabodmx 4acoB (pabodero mHs, HENENd, Mecsla U

zp.)

6. OrcyrcTBHE B 0duce

6.1. NudopmupoBanue 00 0TCYyTCTBHH

Pa6oTHHEK 003aH COOOIIUTE O CBOEM OTCYTCTBHH B O(¥ce B YCTAaHOBIEHHOE pabodee BpeMs IO
moboii npuurHe (60€3Hb, OTIIYCK, OI03JaHAe Ha paboTy H IIp.) IO Tele(OHY MK JIEKTPOHHOHI
[ouTe B OTHEN IO paboTe C IIEPCOHATOM, KOTOPHIH IeperaeT mH(GOpMamuio Pykoomurensm
PaboTHuKa.
I[Tpu s3ToM PaboTHHK NOIDKEH 00s43aTeIbHO HHPOPMHUPOBATE O:

e IperoyiaraéMoM BPEMEHH BO3BpAINCHUS B ODHC;

*  KOHTAKTHYIO HH()OPMAITHIO JJIst CBSI3U B CIIydae, €CJIM 9TH JaHHBIE OTIMYalOTCs OT paHee

IpEIOCTaBICHHBIX B OTEI IO paboTe ¢ IEPCOHATIOM.

6.2. OdopmieHne OTCYTCTBHSA IO 00JIe3HH

B cinyuae Gomesnu PaboTHHUKY cienyeT oOpaTuTbCs B JIMIEH3UPOBAHHOC MEIHIIUHCKOE
yaIpexIeHre 3a MEIUIMHCKOM NOMONIBI0 B 0QOPMHTL OONBHMYHEINA JIMCT, IPOKOHTPOJIMPOBAB
NpaBUIBHOE HAMWCaHWe Ha3BaHWA KOMIIAaHMH COTpYJHHKAMH IIOJHMKIMHUKH, BBIIAOIIMMU
OOIBHUYHEIA JIUCT, ¥ CATh ero PaboTomaTelro B epBhIi IEHB BEIX0a Ha paboTy.

PacueT omIaThl JHCTOB HETPYIOCIOCOOHOCTH IIPOM3BOAMTCSA IIO HOPMam, IPeIyCMOTPEHHBIM
3akoHonareascTBOM PO.

PaGoTHHK JOIDKEH COOOIIUTH O CBOEH GOJIE3HH HEMOCPENCTBEHHOMY PYKOBOIMTENO B 1 -if JeHB
3ab0JIeBaHys, YKa3aB IPEIIOIOKATENFHYIO 1aTy OKOHYaHKA 3a00/I€BaHus.

7. Bpems oTamixa

7.1. Bpemsa oTapIXa - BpeMs, B TEUYCHHE KOTOPOrO pPabOTHHK CBOOOIEH OT WCIOTHEHHUS
ob6s3arHOCTEH B KOMIaHMM B KOTOPOE OH MOKET HCII0JIB30BaTh II0 CBoeMy ycMoTpenuio. K takomy
BPEMEHH OTHOCSTCS:
1. TlepephIBBI B T€UeHHE PAOOYEro JHS.
B teuenme pabodero JHSA MPEAyCMOTPEH KpaTKHH OTABIX. IIpu 5TOM IpemronaraeTcs, 4To
PaGOTHUKM Pa3yMHO OTHOCSATCS K IPOROJDKHTEIBHOCTH ITOJOOHOIO OTABIXA M HE TPATAT Ha
Hero Gosee 5 MuH. B yac. Kommerorepusle mrpsl B oduce Kommanum B pabodee Bpems



3allpeIeHBL.

2. OOeneHHBIN EPEPHIB.

Taxoii IIepepslB He BKIIOYAETCS B pabodce BpeMs M He OILUIAYMBAETCsA, CONIACHO TpynoBoMy

Konekcy PO.

3. BrIXomHbIE U Ipa3IHUYHBIE THH.

4. Ormycka PaboTHuKA (€XKETOMHBIE OIUIAYXBacMBble, 0€3 COXpaHeHHUs 3apabOTHOM IUIATEL,
y4ueOHBIE).

7.2. E:xeromHble oILIa4UBaeMble OTIyCKa

7.2.1. BceMm PaGoTHHKAM IPEeIOCTABIIAIOTCS €KETOIHBIE OTILYCKa ¢ COXPAHEHHEM MECTa paboThI
(IODKHOCTH) M OTLIATHI.

OTnyck B KOMIIaHMH cocTaBisieT 28 XalneHmapHbIX nAHeH. OTAenbHBIM KaTeropusM
pabOTHUKOB MOJKET IIPEJOCTABIATECS MHOE KOJMYECTBO €XKETOJHOr0 OIIAYMBAEMOI0 OTIYCKa B
cootsercTBuH ¢ TpymoBeiM Komekcom Poccumiickod @eznepanuy, 9TO HaXOOUT OTPAXKCHHE B
TPYAOBOM JOrOBOpE C paOOTHHUKOM.

B mepuon oTmycka, coriaacHo TpynoBoMy 3aKOHOJATENbCTBY, BKIFOYAIOTCS BEIXOAHBIC THU
(cy660Ta U BOCKpeceHBe). B meprox OTIycka He BKIIOYAIOTCS MpasJHUYHBIE Hepabodue IHH.
Hoeble PaGoTHHKM HMEIOT rapaHTHPOBAHHOE IPABO HA IIEPBBIA OTILYCK TONBKO IO HCTEYEHHH 6
MecsIeB HellpepeIBHON paboThl B KoMIIaHWH Ha IIOCTOSHHON OCHOBE (€CIM He OblLIa TOCTHIHYTa
MHAas JOTOBOPEHHOCTH ¢ PyKOBOACTBOM KoMIaHwH IIpH IIOCTYILIEHHY Ha paboTy).

B mepuos paboThl, TArONHi IPaBO Ha €XETOAHBIA OTIIYCK, HE BKIFOYAIOTC:

e BpeMs OTCYTCTBHsI pabOTHHKA Ha paboTe 0e3 yBaXKUTEIBbHBIX IPHYIHH, B TOM
yycle BCIEACTBUE €r0 OTCTPAaHEHUS OT paboThl AIMUHHUCTpAIMEN B CIyYasx,
IPeAyCMOTPEHHBIX 3aKOHOAATEIBCTBOM;

e BpeMs OTIYCKOB IO YXOXy 3a PEOEHKOM [0 AOCTHIKEHHS UM YCTaHOBIICHHOI'O
3aKOHOM BO3PacTa;

e BpeMs HPENOCTABILEMBIX IO IpOchkOe pabOTHHKA OTIyCKOB 0€3 COXpaHeHHS
3apabOTHOM IUIATHI TPOJODKUATEIFHOCTHIO 00JIEe CEMH KalIeHIAPHBIX THEH.

[To cornameHur0 MexXny PaGoTHHKOM ¥ AJMHUHHCTPAlMEd €XETOJHBIA  OTIIyCK
PEKOMEH/IyeTCs pas/eliuTh Ha YaCTH, IIPHYEM OJHA JACTh HE MOXKET OBITh MeHbIIIE 14 KalleHIapHBIX
JTHEH, a KaXIas U3 OCTABIINXCS He MOXeT OBITh MeHee 7 KaJCHIapHBIX JTHEH.

O4epemHOCTh YXOJa B OTICK ONPEAENSCTCS €XKErOJHO IyTeM COCTaBIeHHs rpapuka
OTIIyCKOB M He JOJDKHA HapyllaTh HOpMalbHOTO xona pabotsl Kommanuu. [Ipu coriacoBaHHH

BpPEMEHH OTIyCKa IPHHUMAIOTCS BO BHUMaHHE:
*MHTEHCHBHOCTE PabOTHI IO IIPOEKTaM - IPOEKTHAs paboTa ABIAETCA O€3yCIOBHBIM

MIPHOPUTETOM;
*[IOYKETAHHUS IPYTHX WIEHOB IIPOEKTHOM KOMaHBL IIpH BO3HUKHOBEHUM KOH(IMKTA
HHTEPECOB IPHOPUTET OTHaeTCsA PaboTHUKY, KOTOPBIiA:
- MCIIOJIH30BAJI MEHBIIIEE YUCIIO JHEH OTIIYCKa,;
- He OBLI B OTIIycKe 00Jiee JOJITHHA CPOK.

PaboTronarens uMeeT MpaBo 0T03BaTh PaOOTHHKA M3 OTIIYCKA 10 COTTIACHIO C HUM B CIIydasix
IPOU3BOJICTBEHHON HeobxomuMocTr. Hewconp3oBanHas B 3TOM Clydae 9YacTb OTIyCKa Oyner
npenocraBieHa PaboTHHKY B Ipyroe BpeMsl.

7.3. Otmycka 6e3 coxpaHeHHsI 3apadoTHOI IIATHI (32 CBOH c4YeT)

[Io ceMefHBIM OOCTOATENHCTBAM H IPYTHM YB&XHTEIGHBIM IIPHYMHAM DPabOTHHKY IO €ro
IHCBEMEHHOMY 3asBJICHHIO MOKET OBITh MPENOCTABIICH OTILyCK 6e3 COXpaHEHHA 3apabOTHOM ILIATHL,
IPONODKUTENBHOCTS KOTOPOrO OIpEACISeTcs IO COITIAEHHI0 MexAy PaboTHHKOM 1
Anvunuctparuet. Cornacao TpymoBomy 3axoHomaTenscTBy P®, PaGortomarens HMeeT IIpaBo



OTKa3aTh B INPEAOCTABIICHUM OTILyCKa 0e3 COXpaHCHUA 3apa60TH0171 IUIaThI, 3a HMCKIOYCHHEM
ClIy4acB, OTOBOPCHHBIX B 3aK0HOJATEILCTRE.

7.4. YaeOHBIH OTIYCK

Vue6HBIH OTIIYCK KaK OIIAYMBAeMBIH, TaK | 3a CBOM cdeT, PabOTHHKaM, COBMEMIAIOIIMM PaboTy ¢
o6yueHreM, HPEeIOCTaBIAeTcs MO IpaBWiaM, IMpUHATEM TpymoBem Konexcom Poccmiickoi
Qegepaliid Ha OCHOBAHWH CIIPABOK-BBGI30BOB H3 COOTBETCTBYIONIETO YYEeOHOTO 3aBENCHHA C
yKa3aHHEM CPOKOB CJIaud 9K3aMEHOB, 3aIUTHI TUILIOMHBIX paboT U T.II.

7.5. OdopmileHHE OTIIYCKOB
PaGOTHHKY, TIAHEPYIOIIEMY MONTH B OTILyCK, B JaTHl, HE COBIAJAIONIME C IPahUKOM OTIIYCKOB
Komnanuu, cienyer:
e COIJNacoBaTh IPEANONAraeMblii OTIYCK IIO 3JIEKTPOHHOH [OYTe C IIPOEKTHBIM
PykoBoauTenem(sSIMH) He TTO3HEE, YEM 3a 2 HEENH 10 IUTAHUPYEMOTo OTIIYCKa,
* [IONYYHMB IOIOXKHTEIBHBIA OTBET, COINACOBAaTh OTIYCK IO BIEKTPOHHOH IOYTE C
PykoBoauTeneM NOIpa3AeNeHus;
e IIOANHCATh CIYXEOHYIO 3aIlCKy Ha OTIYCK y HEIOCPEICTBEHHOTO M IIPOCKTHOI'O
PyxoBomurens(neit), y PykoBoauTens moapasaeneHus;
* IepenaTh 3aBU3MPOBAHHOE 3asBIICHUE ODHC-MEHEIDKEDY;
[Ipy 5TOM, B 3aBHCHMOCTH OT HHTEHCHBHOCTH pPabOTBI IO IPOEKTY, BO3MOXHO IIPUHSITHC
HOJIOKHUTENLHOTO perneHns 00 oTIycke PaboTHrKa HEOCPEICTBEHHO IEPE]L €r0 IPEAIIOIAaraeMbIM
HavajIoM.
Kommanus octaBigeT 3a coboil mpaBo mepeHecTH OTIycK PaboTnmKka. B ciydae, ecnu OTIyCK K
3TOMy MOMEHTY OBUT OQOpMIICH B HajIexammeM mopsake, KoMmanus BO3MEIIaeT NOHECEHHEBIE
JOTIOJHUTEIbHEIE PACXOIE, CBA3aHHEIE ¢ IIEPEHOCOM OTIIyCKa (M3MeHEeHHe IaT Ha OuyeTax, mrpad
3a BO3BpaT OMJIETOB W IIp.), ¥ KOMIEHCHPYET OIUIAYEHHBIE PAcXOABl IPH AOKYMEHTAIBHOM HX
IIOITBEPKICHHIH.
PaGOTHHUKY, HAXOAAUIEMYCsS B OTIYCKE, CIEAYeT 00ECIeUHnTs CBA3b ¢ opucoM (AMETH mpu cede
MOGHIBHEIA TeledOH, OCTABHTH HOMEp, €CIH Ha BPEMs OTIIYCKa IpUOOpeTaeTcs Apyras CHM-
KapTa).
KoMmmanus NpHBETCTBYET HCIONB30BaHHE PaboTHMKaMH €XETrOJHOTO OTIYCKa IIOIHOCTBIO B
TeyeHnue rona. HencIonp30BaHHbIE OTIIYCKHBIC THHU INEPEHOCITCA Ha CIEXYIOIIUMA IO B IOJHOM
o0BeMme.

8. 3apaGoTHas MIATa H HOOLIPEHHs 32 yclexu B pabore

8.1. 3apaborHas miuara PaboTHHKaM BBEIUIAYMBAETCS HE PEKE Y€M KaX[IbIe IIONIMECANa, IMyTeM
IIepedrciIeHns Ha GaHKOBCKHUI pacueTHEIH cuerT PaboTHIEKA, Ha OCHOBAHUH 3asBIIeHHS PaboTHHKA.
3apaboTHAS [UTATa BRILIAYMBAETCS 2 pasa B MECSI] B CPOKHM: 1 9acTh - 15 gncnia TeKymero Mecsina; 2
YacTb - B HOCIEeIHUN pabounit neHp Mecsna - 30/31 gucna Texymero Mecsa, B 3aBUCAMOCTH OT
KOJIYeCTBAa AHEH B TeKyleM Mecsie (28/29 uucna B deBpaie).

8.2. PaGoromaTens MMeeT IpPAaBO NPOU3BOIUTH 0OE3 COITACOBAHHS C PAOOTHHUKOM CIIEHYOIIHE
yIepKaHus U3 3apab0THOM IUIATH paOOTHHKA IS IIOTAIICH S €TI0 33/I0JDKEHHOCTH PabOTOAATEIIO:

e JUII BO3MEINEHHS HeoTpaGOTAaHHOTO aBaHCa, BEINAHHOIO PAOOTHHKY B CYET 3apabOTHOM
IUIaThI;

e JUIi DOTalleHMs HEeW3pPaCXOJOBAHHOIO H CBOEBPEMEHHO HE BO3BpAlLCHHOIO aBaHCa,
BBIIAHHOTO B CBSI3U CO CIIy)KeOHON KOMaHIMPOBKOM WM IEPEeBOIOM Ha APYTyIo paboTy B
IPYTYIO MECTHOCTD, a TAKKe B JPYTHX CIyJasx;

e JUIL BO3BpATA CyMM, H3JIMIIHE BHILUIAYCHHBIX PaGOTHUKY BCIEACTBUE CYETHBIX OIMIMOOK, a
TAaKKe CyMM, H3JIMINHE BBIUIAYCHHBIX DPAOOTHHKY, B Ciydae MpU3HAHUSI OPraHoM II0



PACCMOTPEHHUIO MHAMBHAYAIGHEIX TPYHOBBIX CIOPOB BHHBEI Pa0OTHHKA B HEBBLIIOTHCHHH
HOPM Tpyaa (dacTh TpeThs cratsu 155 TK PO) mma mpoctoe (dacTs Tpetsst cratbr 157 TK
PD);
IIpH YBONBHEHWH pabOTHMKA JO OKOHYAHHUS TOrO pabodyero rojia, B CYeT KOTOPOTro OH YKe
TOJIY4HJI €XKETOMHBIN OIIaYMBaEMbIi OTIIYCK, 332 HEOTPaOOTaHHbIE THH OTIIYCKa.
* 171 KOMIIEHCALUH PACXOOB, CBSI3aHHBIX C 00y4EHHEM COTPYAHIKA, IPY HEBBIIOTHCHNH UM
YCIOBHH TOMONHUTENHHOIO COMMIAIICHHS K TPYIOBOMY J0rOBOPY 00 0Oy9eHHUH.

8.3. 3a 0cobsle JOCTIKEHU B paboTe PabOTHHKY MOOIMIPAIOTCS B COOTBETCTBHH C IIPUHATEIMU B
KoMmanuy IpaBHjaMH U IHOJOXECHISIME O IIPEMHUPOBAHMH, MAT€pHAIbBHOM ¥ HEMATEpPHAIbHOM
CTUMYJIAPOBAHUH.

PaboTHHMKaM, YCIENIHO ¥ JOOPOCOBECTHO BBIIOJHSIOIIMM CBOM TPYJOBBIC 00s13aHHOCTH,
IIPENOCTABIAIOTCS B IEPBYIO OdYepeAb IPEHMyIIeCTBA K JIBIOTBL TakuM pabOoTHHKAM
IPENOCTABISIETCS TAKXKEe IPEUMYIIECTBO IIPY IOBLIIIEHHH B TOJDKHOCTH.

8.4. Ilpu BeIIaTe 3apaboTHOM IUIaThl B cooTBeTcTBHA ¢ D3 0T 23.04.2012 N 35-®3 Paboronarens
H3BEIIAET 10 KOPIIOPATHBHOMN 3JIEKTPOHHON IOYTE KaKI0ro pabOTHHKA O COCTABHBIX JaCcTIX €ro
3apabOTHOM IUIATHl ¥ APYTMX HAYHUCICHUSIX M YAEPKAHHUAX B BUIE PACCBUIKU PACYCTHBIX JIMCTKOB

[0 YTBEPKICHHOU opMe.

9. OTBETCTBEHHOCTH 32 HAPYHIeHUE TPYA0BOH U CHUILTHHEI

9.1 3a coBeplleHrE AUCIUIUIAHAPHOTO IIPOCTYIIKA, TO €CTh HEHCIIOJHEHHe WK HeHaJJIexalnee
HCIIONIHEHNEe pPabOTHUKOM II0 €ro BHHE BO3JTOXCHHBIX HAa HETO TPYAOBBIX OOS3aHHOCTCH,
paboToaTeNb UMEET IPaBo IPHMEHHUTH CIIEYIOIIME QUCIIUILTHHAPHBIC B3BICKAHIS:

1) 3ameuanue;

2) BBEITOBOD;

3) yBOJBHEHHE IO COOTBETCTBYIOLIAM OCHOBAHHMAM.
denepalbHEIME 3aKOHAMH, YCTABAMHI U TTOJIOKEHUSIMHA O TUCIHILIMHE JUIs OTACIBHBIX KaTerOpHi
pPabOTHHUKOB MOTYT OBITH IIPETyCMOTPEHBI TAKXKE U APYTHE NUCIUIUTMHAPHBIC B3bICKAaHUA.
9.2. Jlo mpuMeHEeHHS B3BICKaHWs OT HApYIIHTENS NOJDKHBI OBITH 3aTpe0OBaHbI OOBSCHCHHS B
nuceMeHHOH dopme. B ciyuae oTkasa PaboTHHKa NaTh NMHCBMEHHOE OOBSACHEHHE COCTaBIIICTCS
coorBeTcTByrommil axkT. Otka3 PaGoTHHWKAa JaTh IHMCEMEHHOE OOBSCHCHHWE HE SBILICTCA
HPETSTCTBAEM UL IPUMECHEHHUS MCIUIIAHAPHOTO B3BICKAHMS.
9.3. BrLicHeHHE OOCTOATENLCTB HAPYIISHHS BO3JIAracTCs Ha HEIOCPEICTBEHHOIO PYKOBOIUTEILA
PabotHuxka.
JuCHUIIMHAPHOE B3bICKaHMe Hanaraercs Paboromarenem, odopmisercs nmpukasoM J(Hpexropa 1
JoBOAMTCS 10 PaboTHHKA IO POCIHCE.
9.4. JTUCIMIUTMHAPHOE B3BICKAHUE TIPUMEHSETCS He MO3HEE OJTHOTO MeCsAIa CO JHA O0HAPYKEHH
TIPOCTYIIKA, HE CIMTAS BpeMEHH 60JIe3HM pabOTHHKA, MPEOBIBAHMS €r0 B OTIIYCKE, & TAKKe
BpEMEHH, HEOOXOIMMOr0 Ha y4eT MHEHHS IIPEICTABHTEIHHOTO Oprata pabOTHHKOB.
JTuCIMIIMHAPHOE B3bICKAHNE He MOXKET OBITh IPHIMEHEHO [O3/IHEe IMECTH MECALEB CO JTHS
COBEPIIEHISI IPOCTYIIKA.
9.5. Ecnu B TedeHHe rojia co Hs IPEMEHEeHHs JUCIUILIAHAPHOIO B3bICKaHNa PaboTHuK He OyzneT
IIOJIBEPTHYT HOBOMY [HCLHIUIAHADHOMY B3BICKAHHIO, TO OH CYMTACTCAd HE HMECIOIHM
JUCHUIUIMHAPHOTO B3BICKAHU.
9.6. AIMMHMCTpalMs IO HCTEYCHHS Iofa CO JHSA IPUMEHCHHs TUCIHIUIMHAPHOIO B3BICKAHUS
JYIMeeT IIpaBo CHATH ero ¢ PaGoTHMKA 110 COOCTBEHHON MHHUITMATHBE, IPOCBOE CaMOIo paboTHHKA

A XOI[aTaﬁCTBy €ro HEIMOCpEACTBEHHOI'O PyKOBOIII/ITCJIS{.

10. CTuiab ogexabl

10.1. VaauBuayadbHBIA HMHIK KaXIOTO Paboruuka SBISETCS HEOTHEMJIEMOM YacTBIO



KOPIIOPAaTHBHOTO CTHIIA U 061iero mmumia seeit Kommarmy. Kommanus mpunaer ocoboe 3Ha4eHHE
BHEIIHEMY Buly PaOOTHHKOB Ha J€JIOBBIX BCTPEYax M IIEperoBopax.

10.2. C moHezmenpHMKA IO YeTBEPT It PaboTHHKOB KOMITaHWH IPHHAT NET0BOM CTUIIL B ONEKIC.
10.3. Ha 1enoBBIX BCTpedyax HEOOXOAMMO HOCHTH KJIACCHYECKHME KOCTIOMBI CIIOKOWHBIX TOHOB,
CBETNIBIEe PyOalIKy, AeNoBble rancTykd i Tybnu (6ormakm). IIpu pabote B oduce momyckaercs
OoJee cBOOOIHBIN CTHIb OJIEKIEL.

10.4. CBoOOIHBIA CTHIb OHEXIBI IOIIYCKAETCS TaKKe B ciIydae, Korza PaOOTHHK ye3xkaeT B
KOMaHUPOBKY U3 o(rca, a TakXKe B IIITHHUILY, €CIIH HE IIIAHUPYIOTCS BCTPEYH € KIMEHTAMH.

11. Be3omacHocTh

11.1. NudopmanuonHas 6€30MacHOCTE

11.1.1. TIpu mocTymieHu: Ha paboTy PabOTHHKM JOIDKHEI M3YYHUTEH CHCIHANBHBIE HHCTPYKIIUHA O
paboTe €O CBENEHUSIMH, COCTABILIIOIIMMH KOMMEpYECKyIO TaiiHy KoMmIaHue U IOANHCaTh
Cornamenne 0 KOHGUIEHIHATEHOCTH.

11.1.2. PaGOTHHMKH IOJDKHBEI COXPaHATh KOH(HUICHIMAIPHOCTh BCEH NPOEKTHOH, KIHEHTCKOH U
BHyTpeHHEH HHOPMAIMH IPH KOHTAKTaX C IPEICTaBUTEIAMH Pa3uYHBIX OpraHu3alliy, a TAkKe B
HeOopMaITbHOM OOIIEeHnH, 9T0 puKcupyercs B Cornamenny 0 KOHQUICHIMATbHOCTH.

11.1.3. Bce obcyxIeHHs, KacalollUecs IPOEKTOB, KIMEHTOB M Ipodeld KOH(HIECHIMATbHOH
uHQOPMAIlWK, HE CIeAyeT BECTH B IPHUCYTCTBHM IIOCTOPOHHMX. 38 HCKIIOYECHHEM IEJI0BOIO
O6IIIeHNS ¢ KIMEHTaMH, He PEKOMEHYETCS BECTH HIUKaKUX PasTOBOPOB O paboTe B OOMIECTBEHHBIX
MecTax, 0COOEHHO B IIEPHO,] KOMaHIMPOBOK: B a9POIOPTaxX, CaMoJIeTax, TOCTHHHIAX, PECTOPaHaX U
op.

11.1.4. PaboraukaMm KoMnanuu cjienyeT BHUIMATEIbHO OTHOCHTHECA K JOKYMCHTaM M IPOEKTHBIM
MaTepHalaM: He OCTaBJIATh GyMard B OTKPBITOM JOCTYyIIe Ha pabodeM CTOJe, TIIATENbHO COOMpaTh
BCE MaTepHaIbI IIPH BBIXO/Ie (Iake Ha BpeMs IIepephIBa) U3 IIEPETOBOPHEIX KOMHAT H TIp.

11.1.5. PasriameHue NHYHOTO IApolls Ha BXOJ B KOPIOPATHBHYIO CETh 3alpemieHo. B ciydae,
eCTH IIapoih IO KAaKOW-TO NPHYMHE CTAl H3BECTHBIM KoMy-mbo eme, PaboTHHKY ciexyeT
He3aMeITHTEILHO COOOIUTE 00 3TOM B OT/Ie] HH(GOPMAIMOHHBIX TEXHOJIOTHE X CMCHUTE 11apOJIb.
11.1.6. PaboTHHMKM HECYT OTBETCTBEHHOCTH 3a JOCTYII K CETEBBIM pecypcaM IIOCTOPOHHHX JIMII.
Ipu ocTaBIeHHH pabodYero MecTa ClIeIyeT 3a0I0KMPOBATh (M BRIKIIOYATE) KOMIBIOTED, 9TOOBI
HCKIIFOYUTH BO3MOKHOCTh HECAaHKIMOHUPOBAHHOIO JOCTYIIA.

11.1.7. Bce PaGoTHMKH MODKHEI 3apaHee COIVIACOBBIBATH IIPEIIONAraeMble IyOIHYHBIE
BEICTYILIEHHUS ¢ PykoBonuTenem u PykoBonureneM otaena mapkerunra! 1.1.8. Hapymenue nmpaBui
pHGOpMamoHHO# Ge3omacHocTH paceMarpuBaercs Kommnanuel kak necobmonenne CornaureHus
0 KOH(pUIEHIMATFHOCTH U Ipy00€e HapyIIeHHe TPYIOBOX TUCIUIIIAHBL.

11.2. Be3omacHocTh oduca

11.2.1 Cucrema pmocTyma B O(Quc BKIOYaeT B cebs BHACOMAOMO(OH, 3aMOK C KapTOIHBIM
CUMTBIBATENIEM, & TAKXKE MEXaHUIECKUHN 3aMOK.
11.2.2. PaboTHHMK, MOKANAIOMMH OG(HC IOCTEIHHAM, IODKEH 3aKpHITh M IIOCTaBHTH OpuC Ha

CUTHATH3ALHIO.
11.2.3. PaboTHHKaM PEKOMEHIyeTCs BHUMATEILHO OTHOCUTECA K 6e30macHocTy oduca.

11.2.4. Kypure Ha TeppUTOPHH O(HCHOrO IEHTpa pa3pellacTcsa TONBKO B CICIHAIBHO
OTBEIEHHBIX MecTax. MecTa I KypeHHs pacronaraiorcs Ha ymane. KypeHue B 37aHUH CTPOTO

3anpenieHo!

12. IIpaBuia moBeneHus: PaGOTHHKOB IPH BO3HAKHOBEHHH YPE3BbIYANHBIX CHTY AU,
YIPOKAXOMIMX JKH3HH H 310pOBLI0 PaboTHHKOB

12.1. O BO3HHKHOBEHHH YpPE3BBIYAWHBIX CHTYyalldi, YIPOXKAIOMMX JXHM3HA H 3I0POBBIO, O



HECYaCTHOM ClIy4da€ Ha MIPOU3BOACTBC PaboTuux 00s3aH HEMEIICHHO COO6HIHTI> CBOEMY

HETIOCPEICTBEHHOMY HJIM BBIIECTOAIIEMY PYKOBOIUTEIIIO.
12.2 Oduc-MeHepKEp HWIX [APYroe OTBETCTBEHHOE JIHMIO0, Ha3HAYCHHOE pPYKOBOIHUTENIEM
OpraHH3alyH, JOKEH He3aMeTHTENBHO COOOIUTE B COOTBETCTBYIOIHE SKCTPEHHBIE CIIYKOBI O

BO3HUKIIEH CHTyaIUH 0 Teaedoram:

101 (01) - IToxxapHas oxpaHa ¥ cliacaTeNnu
102 (02) - Munumus
103 (03) - Cxopas moMoIIb

12.3. B cioyuae BO3HMKHOBEHHS Ype3BBIYAHON CHTyallMd PaOOTHHKH JOJDKHBEI IEHCTBOBAThH B
COOTBETICTBHH C IPAaBHIAMH M MHCTPYKIWSIMH [0 OXpaHe TPyJa M OCHOBaMH O€30NmacHOCTH

KUBHEOCATCIIBHOCTH.

13. IToceruTenu

13.1. PaGoTHHKY, INIaHHPYIOIIEMY IpPUIIACHTh mocerurened B opuc Kommanww, crenyer
IpenypeauTh 06 3ToM oduc-MeHeDKepoB (reception), COOOIIHE:

e (baMmIHIO, UMs, OTYECTBO IIOCETUTEIL,

e  KOMIIQHHIO, KOTOPYIO IPEICTaBIIIET IOCETUTEb;

e JIaTy U BpeMs BU3HTA;

e HOMep aBTOMOGHIA (TOJIBKO I KiueHToB Kommanun).
13.2. PaGoTHHKY HE CIIEAYET OCTABISITH IPHUIIIAIEHHOTO IOCETHTEN 6€3 BHUMAHUSA JI0 €0 yXo/a
u3 oduca.

14. Ucnonp3oBaHue 0pHCHON TEXHHKH

14.1. B pacmopsxeHur PaGOTHHUKOB HAaXOISTCS: IEPCOHATBHBIN KOMIBIOTEp, TenedoH, (axc,
IpPUHTEp, KOMMpPOBATbHAS MallMHA, CKAHEp, MPOEKTOp M ApPYroe O0OpyHOBaHHE U OBITOBBIC
pUOOPEL.

14.2. Kowmmanus TpeOyeT GepesxHOro 00paIneHus ¢ IMYIIECTBOM, BKIIIOYas OQUCHYIO TEXHHUKY U

pacxoIHbIe MaTePHANbL.
14.3. PaboTHHK MMeEeT MPaBO HCIIOJIH30BATH OQHCHYIO TEXHUKY B JIMYHBIX IEIIX B PasyMHBIX

npenenax. B mogo0HbIX cIydasix PaboTHuKaM ciieyeT yOemuThCs, 9T0 CBOMMU JCHCTBUAMY OHHU HE
3aTpyIHSIOT paboTy Kouler. KoMmaHms ocTaBifeT 3a coOOH IpaBo IOTpeOOBaTh BO3MECTHTH
KoMmaHuy IOHECEeHHBIE pacXompl (Oymara, MexXIyrOpOAHHE M MEeXTyHapOIHBIE Tene(pOHHBIE
pasroBOPHI U TIP.).

15. Cexperapuar

15.1. Oduc-MenemKepsl 0KA3BIBAIOT CJIEAYOIYI0 oMo Paboraukam Komnanuu:

e BelleHHE JEJONPOHM3BOICTBA (CO3MaHue IOKYMEHTOB, 00paboTKa BXOAAINEH M HCXOMAIICH
KOPPECIIOHIEHIMH, PETHCTPAINI JOKYMEHTOB, IPHCBOEHHE HOMEPOB JIOrOBOpaM, BEICHHUE
’XYPHAIIOB PETHCTPAIMY KOPPECIOHICHIME U BEIIAYM KIFOYeH, apXMBHPOBAHKE U T.IL.);

IIpHeM BXOIAIIMX 3BOHKOB ¥ COCIMHEHHE ¢ PaOOTHIKAaMH; B CIlydae OTCyTcTBUs PaboTHHKa Ha
MecTe - Ilepejada eMy HHGOPMAIIIU O 3BOHKE YCTHO, 3aIMCKOM M/MIIH 10 3IEKTPOHHOM [0YTe;
10 mpockbe PaboTHuka mepenada coobmeHus oT PaboTHrKa 3BoHsAmEMY (PaOOTHHK MOXET
OCTaBUTH COODIIEHHE YCTHO, 3aIIUCKOM HITH IT0 KOPIIOPATUBHOH’ IIOYTE);

e OTIpaBKa/IIpHeM KOPPECIIOHICHIIUH;

e 3aka3 OmieToB, 0pOpPMIICHHE BU3 UL KOMaHAUPOBOK;

e pabora C TOCTSIMH KOMIIaHHHM (3aKa3 IIPOIIYCKOB, BCTpEYa, PacChUIKA CXEMBI IIPOE3/Ia B oduc,
qaif, Kode 1 T.1.);

e HoAJepKaHHe MOpsKa Ha reception U B IIEPErOBOPHBIX KOMHATAX;



e IpHeM U Iepefada JOKyMEHTOB II0 (axcy;
e KONMpPOBAILHO-MHOXHTEIbHBIE U IIEPEILICTHBIE PAOOTEL,

e 3aKa3 BH3WTHBIX KapTouek PaboTHMKaM;
e odopMmieHHe 3aKa3za Ha KaHITOBAphl M NPOYHUE PACXOIHBIE MaTepHaibl OT PaGoTHUKOB,

KOHTPOJIb 3aKyIIKH,

¢ pacmpocTpaHeHHe JOKYMEHTOB, IPeIHA3HAYEHHBIX IS BCEX Pa6oTHukoB KoMmnanuu;
16. Ilomemenusi 00LIEro MoJIL30BaAHHS

16.1. Ilpuemuas (reception)

I[Ipremuas (reception) HaXOQUTCS IIPU BXOJE B OuC.
IIpuemuas (reception) KoMmaHHH - 3TO cHeNMaTbHOE IOMEIICHHE, B KOTOPOM HAXOIUTC 30HA

IULS TIpreMa roCTe.

16.2. IleperoBopHasi KOMHATa

IleperoBopHas KOMHATa IIpeHa3Ha49eHa I BCTpedr rocred KomnaHuy, 3aceflaHui MPOSKTHBIX
IPYIII ¥ KOMHCCHH, a TaKoKe UL IPOM3BOJACTBEHHBIX COBEIIAHHM.

17. [lesoBast KOppeCHOHIECHIIHS
OTmnpaBKy KOPPECIOHICHIUM, BEICHHE >XypHAlla DPETMCTPAldi KOPPECHOHICHIHMH, a TaKkKe
nomoIns B odopmierud mo Mockse, Poccuu u ctpanaM CHI' oCcyImecTBISIIOT 0(uc-MEHESIKEPEI

Komnanumn.
IIpu nepenade KOPPECIOHASHIIMA HEOOXOMMO yKa3bBaTh TOYHBIHA ITOYTOBEIN aapec, anpecar, BU

OTIIPaBJICHUS.
3aka3arh Kypbe€pa 11 JOCTaBKHA KOPPECIIOHACHIINHT PaboTHHK MOXET Ha KOPIIOpaTHBHOM IIOpTajIe

Kommanum.

18. 3akiarounTeIbHbIE N0J0KEeHUS

18.1.IIpaBuia BHyTPEHHETO TPYAOBOIO PACIOPSIKA BCTYIAIOT B CUIIy C MOMEHTA YTBEPIKICHUSI U
JIEWCTBYIOT IO BBEIEHISI HOBBIX IIpaBuil BHYTPEHHETO TPYJIOBOTO paclopsAaKa.

['enepasbHBINA JUPEKTOP A .B.IlInexos




