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1. OBLUME IOJOKEHUS

I.1. Incumnniumna rpyaa — 00s3aTellbHOE J1U151 BCEX COTPYAHUKOR MOBEEHHUE, ONPe/IeeHHOE B
COOTBETCTBUM C JeHCTBYIOUMM TpyaoBbiM Koaekcom, KOMIEKTHBHBIM J0rOBOPOM, TPY/AOBbIM
JIOFOBOPOM W HHLIMH TOKAJTbHBIMU HOPMATUBHBIMU aKTAMM MPETPUSITHS.

Tpynosas aucuunauna obecneunpaeTest MeToaMi YOEKIACHNSA, @ TAKIKE MOOLIPCHUAMU 32
nobpocosecthblii  Tpya. K HapymwurensM  TPYJOBONW  IMCUMNIAWMHBL  NPUMEHSIOTCS  MEPh
JINCLIMTIIMHAPHOTO W OOLUECTBEHHOIO BO3ACHCTBHA.

[.2. [lpaBnaa BHYTPEHHETO TPYAOBOrO pacrnopaaka — 10 JIOKaJAbHbIH HOPMATHBHbIN aKT.
PErnamMeHTUPYIOIKIA B cOOTBETCTBUM ¢ aeiicTRyownM Tpyaoreim Koaekcom. denepanbubiMu
3aKOHAMH TOPAA0K TpHEMA W YBOJIbHEHHMsS COTPYJIHUKOB, OCHOBHblE [paBa, 00S3aHHOCTH W
OTBETCTBEHHOCTh CTOPOH TPYAOBOTO JIOTOBOPA, PEKUM paldoThl, BpeMs OTAbIXA, MPUMEHAEMbIE K
pabOTHMKAM Mepbl MOOLIPEHHS U B3bICKAHMS, @ TAKIKE MHBIE BONPOCHI PETYJIMPOBAHUS TPYL0BbIX
OTHOUICHWH HA T1PEANpHATHH.

2. NOPA1IOK INPUEMA U YBOJIBHEHHS COTPY/IHUKOB

2.1. lpu 3akioueHUH TPYAOBOrO AOTOBOPA JIMLO, MOCTYNAIOWIEE HA paboTy, MPebiBIAcT
MHCIIEKTOPY I10 KaJpaMm (OTBETCTBEHHOMY 3a KaJpoBylo padoTy):
" [acrnopT WK UHOI JOKYMEHT, Y0CTOBEPSIIOLLMIA TUYHOCTD;
" TPYAOBYIO KHHMKKY, 3a MWCKIIOYEHHMEM Cly4qaeB, KOrJa TPYAOBOH JIOFOBOP 3aK/IKOUAETCH
BIEPBBIC WIIM COTPYAHHK NOCTYNAET HA PadoTy HA YCIOBHAX COBMECTHTENLCTRA:
" CTPaxoBOE CBMIETE/IBCTBO IOCYAAPCTBEHHOIO IEHCMOHHOTO CTPAXOBAHMS:
®  JIOKYMEHTBI BOMHCKOIO y4era - [/ BOEHHOOOS3aHHBIX W JMLL, MOAJEKALNX MPHU3bIBY Ha
BOCHHYIO CykOy:
*  Jl0KyMeHT 00 o0pa3zoBaHuu, O KBaAM(PUKALMKM WUAKW HATMUNK CMIEUMANbHBIX 3HAHWI — Npu
MOCTYNIEHMK Ha paboTy, TPeOYIOLLYIO CHEUHANbHBIX SHAHUN MK CHELMATBHON NOATOTOBKH.
[lpuem na paborty odopmasercs npukaszom aupekropa. [lpukas o npueme Ha paborty
OOBABIASETCA COTPYAHUKY MO pacnucky. TpH 3aKmOueHHH TPYAOBOrO J0roBOpa MOMKET ObiTh
YCTAHOBJIEHO HMCMbITAHHE COTp}',ﬂI]HKa B LEASAX MPOBEPKH €ro COOTBETCTBUA ['IO].')_’\-’"-laCMOF] pa60Te.
Cpok ucrbITaHUA HE MOKET MPEBbIIATL TPEX MECHLEB, /18 3aMeCTUTEIEH AMPEKTOPA. I1aBHOIO
Oyxrajtepa W ero 3aMecTuTeNs, PYKOBOAMTENCH (MUIHANOB W NPEACTABUTENLCTB - 10 LIECTH
Mecs1IeB.
2.2. Tlpu npueme Ha paboTy WM NEpeBOJE B YCTAHOBJICHHOM NOPSAKE Ha APYIyI0 paboTy
PYKOBOCTBO 00s13aHO:
# 03HAKOMHTL COTPY/IHMKA C JCHCTBYIOUMMU MpPaBWJIAMW BHYTPEHHEro pacropsjka.
NOKANBHBIMH HOPMATHUBHBIMM aKTAMH, UMEIOLIMMH OTHOLLECHHE K TPYAOBLIM (DYHKLMAM
COTPYAHHKA, KOJICKTHBHBIM JI0rOBOPOM:

# 03HAKOMMTb COTPY/IHHKA € MOPYHEHHOM paboTOM, YCIOBUAMU TPYa M Pa3bsICHUTL NPaBa
H 00SI3aHHOCTH,

2.3. TlpekpaiieHne TpyJ10BOro JOrOBOpa MOXET MMETb MECTO TOJILKO MO OCHOBAHMSIM,
MPeyCMOTPEHHBIM  3aKOHOATEbCTBOM.  VBOJbHEHHE ¢ paboTbl  O(OPMAAETCA  NPUKA3OM
anpektopa. COTpyaAHUKK NP YBOJILHEHHHM 110 COOCTBEHHOMY JKeJaHHI0 00s3aHbl NPEYNpeKIaTh
00 HTOM PYKOBOJCTBO 3a /IBE HEJIEINHN.

B acHb yBOALHEHWA COTPYAHMKY MOA POCTHCH BHIAACTCS TPYAOBAsS KHMIKKA, NPOW3BOAMTCH

OKOHYATEbHbIH pacHeT. an‘{HHa YBOJILHCHHA YKa3blBA€TCA B COOTBCTCTBHHU C J_leﬁCTB_VI-OIILHM
3aKOHOJATENBCTBOM M CO CChIJIKOW HA CTAThIO ﬂeﬁCTB)’[OLUGFO TPYAOBOIo KogeKca.

3. OCHOBHBIE OBSI3BAHHOCTHU COTPY/JIHUKOB

CoTpyAHUKH 00s13aHBbI:
®  100pOCOBECTHO HCMOHSATHL CBOM TPY/IOBBIE 00SA3aHHOCTH;
e cobmopars MpaBuna BHYTPEHHEID TPYJAOBOIo pacnopsaiakKa, MCroJjib30BaTh paﬁoqce BpCMsi
HMCKJIHOYHUTENBHO A4  BBINOJHEHUA C:])’}KGGHHX o0g3aHHOCTER M I'[pOH3BO,ElC-TBeI'[HOﬁ
JACATCNILHOCTH:



* codmoxarb TPYAOBYIO JIMCUMIUIMHY W CBOEBPEMEHHO WCTOJHATH  PacropskeHus
JOJIKHOCTHBIX JTMLL pa('}oTonaTenq, K()T()pblM OH NOAYHHEH:

® CBOCBPCMCHHO W KQUYCCTBCHHO BbLITOJIHATD YCTAHOBJICHHLIC 3a1aHUA U HOpMBI Tpyaa:

e cobmonath TpebOBaHMs MO OXpaHe Tpya U odecneyeHnio 6e30NacHOCTH Tpyaa:

e Oepeub MMYLIECTBO MPEANPUATHS M €0  COTPYAHHMKOB. JKOHOMHO Pacxo10BaTh
MAaTepHaILHBIE pecyplhl, 3061«1339% CHHWWKECHHS 3aTpar,
CHCTEMATHYCCKH MNOBLILLIATL CBOKO I'I[')O(hCCCI«‘IOHaJIbHyIO KBaJ’IHdJHI{aLlH}O:
HE3AME/TMTENLHO  cO00LaTh PYKOBOACTBY NpeAnpusTHs aub0  HENOCPEACTBEHHOMY
Ha4albHUKY O BO3HHKHOBEHWM CUTYALMH. NPEACTABIAIOUIEH YIPO3y KH3HU W 3/T0PORBIO
JHOICH,  UMYLIECTBY.  MHTENIEKTYAIbHOW  COOCTBEHHOCTH  MNPEANpPUSTUS M €ro
KOMMEPUYECKMM MHTEpPECaMm;

®  alMWATL  MHOOPMALMOHHBIE, KOMMEpPUECKHE, MAaTepHallbHble M JpP.  MHTEPECH
MPEANpPUATHS

* colmoaars yCnoBus KOH(MICHUMAILHOCTH B OTHOWEHUH WHPOPMALMKU U JTOKYMEHTOB.
HCIIOJIB3YCMBIX HM TTPH UCMOJTHCHHH JO0KHOCTHBIX obs3anHHoOCTEH ([)aGUT) HIIH K KOTOpPbIM
OH UMEET JIOCTYIN

®  PYKOBOACTBOBATLCHA, B nepuoa JEHCTBMA TpyAoOBOro  A0rosopa, 'l'pt"ﬁDBaHHHMH
HOPMATHBHBLIX AKTOB. MCK/IOHAIOWHX HECAHKIIHOHUPOBAHHOE MOJYUCHUE JICIOBBIMM
[IAPTHCPAMHK CBEACHUH, COCTABJIAIOLLMX FOCY1aPCTBEHHYIO U KOMMEPYECKYIO TaiHy.

4. OBSI3AHHOCTH PYKOBOACTBA IIPEAIIPUATHUSA

PykoBoacTBo 00s3aHO:

L COﬁﬂmnaTb 3AKOHEI U MHLIC HOpMaTHBH bIiC ]'[]JBBDBBIE AKThl. }’CJIOBHSI Tp}’ﬂOBbIX HOFOBOPOB:

" NPENOCTaBIATHL COTPYAHMKY paboTy, 00yCA0BICHHYIO TPYIAOBBIM J0TOBOPOM:;

= olecneynBath HE30MNACHOCTH TPY/1A W YCIIOBHS, OTBEUAIOLINE TpeDOBaHUSIM OXPaHbl H THTHEHDI
Tpyaa:

* o0ecneunBarh COTPYAHUKOB 060PYA0BAHHEM, HHCTPYMEHTAMM, TEXHUUECCKOI JIOKYMEHTalMe i
W UHBIMU CPE/ICTBAMM, HEOOXOAMMBIMHU /15 UCTIOJNHEHUS HMH TPYI0BbIX 00S3aHHOCTEH:

" BBINIAYHBATL MPHUYMTAIOLLYIOCA COTPYAHMKAM 3apabOTHYIO Marty;

®  YKpEIISiTh TPYAOBYIO U MPOW3BOACTBEHHYIO AUCLMIIIMHY:

"  CO3/1aBaThb YCJIOBHs, OOECrNeYMBAlOLME Y4YacTHE COTPYJHHUKOB R YIPaBICHUH HHCTHTYTOM
(crnocoOCTBOBATL CO3AaHHIO B KOJIJIEKTUBE JE10BOH, TBOPYECKOH OOCTAHORKH, MO/IIEPKUBATE

MHULIMATUBY W AKTMBHOCTh, CBOEBPEMEHHO PAcCMaTpUBAThL 3aMEYaHusi M MPEAJIOKEHHS
COTPYAHUKOB M cOODLLATL O MPUHATBIX MEpax);

* o0ecneumBarh ObITOBLIE HYKIbl COTPYJHHKOB, CBA3AHHBIC C WCTOJHCHMEM MMH TPYIOBbIX
oba3aHHOCTEi.

5. PABOYEE BPEMSI U EI'O UCITOJIB30BAHHUE

5.1 Bpemsi Hauana v oxoHuaHus padoTbl M 00ENEHHOrO MepepbiBa YCTaHABAMBACTCS

caenylouee:
- Hayaso pabotel — 09 wacos 00 muHyT;
- nepepbi — ¢ 13 yacos 00 MunyT 10 14 vacos 00 munyT:
- OKoHuaHHe padoTbl — 18 yacor 00 MUHYT;

MHaAnBH/1yaIbHOE M3MEHEHHE CPOKOB HAyala W OKOHYAHWA paboThl ONpeeseTcs MPUKazom
M0 NPeANPUATHIO WM YCTAHABIMBACTCA, A8 PaOOTHUKOB padoTatOLMX NO rpadMKy CMEHHOCTH,
rpaukom cmennocT. CoTpyaHUKH, paboTalolie Ha HENOJIHOW CTaBKe, NpedbIBalOT Ha pabouee
MECTO, €C/IH HHOE HE ONPEAC/ICHO PHKA30M, K YCTAHOBIEHHOMY BPEMEHH Havaa paboThl.

5.2. JIMuo OTBETCTBEHHOE 3a KaJApoBYK paboTy OCYIIECTBASCT €KeAHEBHbIH KOHTPOIb 3a
CODMIO/ICHHEM COTPY/IHMKAMM NPABKJ BHYTPEHHErO TPYA0BOro pacnops,ika. JIo Hauana paGoTsl
KaX /bl COTPYAHUK 00s3aH OTMETHTh CBOW Npuxoj Ha pabory B Tabene. KOTOpLIi BeaeTcs B
KaX/10M 1ojpasaeieHuu. PyKoBoaMTENb NoApas/ie/ieHusi WM COTPYJHMK €ro 3ameiiaroiinii
coobuaeT B 0T/ Kaapor 000 BCeX OMO3AaBIIMX MW HE SABUBILIMXCS HA paboTy uepes 30 MUHYT
nocsie Hayana padboThl.

5.3. ¥xon cotpyaHukor ¢ pabouux mecT B pabouee Bpems OCYLIECTBASETCS C pa3pelleHus
HEMOCPEACTBEHHOTO PYKOBOAUTEA.



5.4. [lpu BuImosHeHUH padoT OTAENLHBIMU OPUTaIaMK, TPYNNAMHU, HEMOCPEICTBEHHBIH yueT
sBKKM Ha paboty, yxoaa ¢ pabotsl u npeGbiBAHUE HA MPOTSKEHUM BCEH CMEHbI OCYLULECTRISIETCS
PYKOBOMTE/IAMM CO3/1aHHbBIX MOIPa3ACACHUH.

5.5. Ha HenpepbiBHBIX paboTax CMEHILUHKY 3anpeliaeTes ocTaeisTh paboTy A0 npHObITHA,
CMEHSIOLIero coTpyanuka. B ciyuae HesiBKM CMEHSIOUIETO CReUMaineTa, COTPYIHUK 3asBiser o0
9TOM  cTapuiemy 110 paboTe, KOTOPbIH NPUHUMAET Mepbl K 3aMEHE CMEHLUHKA APYrHM
COTPYJHHKOM.

5.6. 3anpeuwaercs B padoyee Bpemsi Oe3 pa3spelieHus pyKOBOACTBA CO3bIBATL COOpaHus,
33CC/IAHUS, OPraHW30BbLIBATH NHO0bIC OGLIECTBEHHO - COLMATBLHBIE MEPONPHATHSL.

5.7. [llponyck coTpyaAHMKOB Ha paOouMe MecTa OCYLIECTBASETCS 110  Mporyckam
yCTaHOBJIEHHOTO 0Opasua. [Tponyck mocerureneii ocyllecTBaAseTCs MO BPEMEHHLIM MPOIycKam,
BbIAABAEMbIM HA OCHOBAHUM JIOKYMEHTA, YI0CTOBEPSIOLLETO JIUYHOCTD.

5.8. Kypenue paspeinaerces T0AbKO B CNELHANbHO OTBEACHHBIX MCCTAX.

5.9. 3anpewaercs CKAaAUPOBATh OTXO/bl NPOM3BOACTBA, TOBAPHO-MaTePUa/bHbIE LIEHHOCTH
BHC YCTAHOBJIEHHbBIX MECT.

5.10. 3anpewaercs OCTaBAATH OTKPbITHIMH OKHA B MOMELLEHHUAX MOCE OKOHUaHUs padouero
JIHsA, B TOM HMCJIE MMEHOLLIME METAITMYECKHE PELLETKH.

5.11. 3anpeuiaercsi HaxokIAEHUE HA TEPPUTOPUH NPEANPUITUS JIHL, B COCTOAHMM
AJIKOTOJIBHOTO WITH HAPKOTHYCCKOTO ONBbAHCHHWA.
6. TIOOLLPEHUS 3A TPY /|

6.1 PykoBOACTBO NpEANpUATUS NOOLIPAET COTPYAHUKOB, JO0OPOCOBECTHO MCMOJHAIOLMX
TPYAOBbIE 00A3aHHOCTH:
- oOBsBAgeT 01aroaapHOCTD:
- BBIACT NPEMUKD;
- HarpakaaeT LEHHbIM M01apKoMm;
- 3aHOCHT Ha JIOCKY MoyeTa;

6.2 Jlpyrue Bubl MOOIIPEHHA MOTYT ObIThb YCTAHOBNEHBI KOMJIEKTUBHBIM JIOFOBOPOM, a
Takxke Ycrasom W [lonowennem o aucumnimue. 3a ocobble TPYA0BbIE 3aCiyry nepel 001ecTBOM
H rOCY1apcTBOM, COTPYAHHUKM MOTYT ObITh NPE/ICTAB/IEHbI K FOCYAaPCTBEHHBIM HAIPajaM.

6.3  TloowpeHuss nNpPOM3BOAATCS  AMPEKTOPOM  OPraHu3alkv 10 [PEACTABIEHHIO
pykoBoautesei noapasaeneHui. [loowperus oObsaBIAIOTCS NMPUKA30M  UPEKTOPA, IOBOAATCS /10
BCErO TPYJAOBOTO KOJIJIEKTHBA H 3aHOCSATCS B TPYAOBYIO KHIKKY.

7. IMCHUIIIIMHAPHBIE B3BICKAHHUS
3A COBEPUIHEHHE JUCHUIIJIMHAPHOT O ITPOCTYVYIIKA
7.1 CoBeplueHne AMCUMIIMHAPHOTO MPOCTYIKA, TO €CTh HEUCMONHEHWE WIIM HEHaJ|IekKalIlee

HCITOJHCHHWE COTPYAHHKOM MO €10 BHHE BO3JIOKEHHBIX HAa HECIO TPYJ/IOBbLIX oOsi3aHHOCTEH BICUET 3a
€000 TUCLMMINHAPHOE B3bICKAHKE.

7.2. 3a AMCUMNIUHAPHBIA NPOCTYMNOK PYKOBOACTBO MPEeANpPHUATHA HMEET TMPaBo MPUMCHHUTH
Cleayrouie NUCUHUIIIHHAPHBIC B3bICKAHHA !
¢ 3aMc4aHMe:
¢ BLIFOBOP;
¢  VBOJIbHEHHE B ciayvac:
L HCOJHOKPATHOIO HCHUCIOJIHCHHA COTPY/AHHKOM oe3 YBAMKHTCIILHBIX MPUYHH OGHBEIHI-IOCTCH,
CCJIK OH UMECT AUCLMHTINTHHAPHOC B3bICKAHME!
O/IHOKPAaTHOTrO rpyboro HapyLUeHHUst COTPYJAHUKOM TPYI0BbIX 00d3aHHOCTE:
nporyna (OTC}"TCTBHQ Ha paﬁoqem mecTe Oe3 YBANKHUTC/IbHBIX MPUYHUH Oonee HEThIPEX HacoB
NoApsiA B TeYeHue paboyero aHs);
L MOABICHHUSA Ha p360T€ B COCTOAHHH AJIKOrOJIbHOIMO, HAPKOTHYECKOI0 MKW TOKCHYCCKOro
OMNbAHCHMWA!
®  pasralCHUA OXPaHiICMOH 3aKOHOM TalHbl (FOCYAapCTBEHHONW, KOMMEPHYECKOH MIIM HHOM),
CTaBIICH W3BECTHON COTPYAHHKY B CBSI3W ¢ UCTIOJHEHHEM UM 0DA3aHHOCTEN;
®  COBEPIIEHUS N0 MeCTy paboThl XMILEHHUS (B TOM HMCIE MENKOro) 4y»Ooro MMVIIECTRa,
pacTpartel, YMBILJIEHHOrNO €ro  YHHYTOKEHHs HWJIH  TOBPEK/ACHUA, YCTAHOBJICHHBIX



BCTYMUBLIUM B 3aKOHHYHK) CHIY NPUIFOBOPOM  CyJla MWW TOCTAHORICHUEM  OpraHa.
VYHNOJHOMOYEHHOIO Ha MNpUMEHEHUE aAMHUHUCTPATHBHLIX BIBLICKAHUN;

® HapylleHWsa COTPYAHHKOM TpeboBaHuii no oxpare Tpyja, eciii ATO HapylIEHUE MOBACKIO
3a COOOM THKKME TMOCNeACTBUA (HECUACTHBIH Cciyyail Ha NPOM3ROJICTRE. AaRApMSI,
katactpoda). 1400 3aBeJOMO  CO3AABANO  PEallbHYK) yrpo3y HACTYIUIEHHIO TakKMX
NOCJACACTBHHN,

® COBEPLIEHUS BUHOBHBIX [ECHCTBWMH COTPYJIHUKOM, HEIOCPEACTBEHHO OO0C/IYKHBAIOLIUM
JICHEKHBIE WJIW TOBAapHbIE LEHHOCTH, €C/IM ITH AEHCTBHA al0T OCHOBAHWE LIS YTpaThl
J0BEpUS K HEMY CO CTOPOHBI PYKOBOICTBA:

7.3. JIna HalOKeHUS JMCLMINIMHAPHOIO B3bICKAHMA OT BMHOBHOIO JIMLA JOJKHBI ObITh
3aTpeboBaHbl 00bLsACHEeHUs B ycTaHoBAeHHOH dopme. ducumniunapHoe B3bICKaHHE NMPUMEHseTCs
HE MO03/HEE OAHOrO MecAlla €O AHA OOHApYKCHUS MPOCTYNKA, HE CuWTas BPEMEHM OONe3HM
COTpVAHHKA, ﬂpeﬁblBa]-lHﬂ €ro B OTOYCKE. ,}Iucuunnuﬂapﬁoe B3bICKAHHWE HE MOIKET ObITh
NPUMEHCHO Nno3aHee ECTH MeCHLUCB nocne COBCpLICHHUSA NpoCcTynKa. 3a Kam bl
ﬂHCllHﬂﬂHHaprlﬁ NPOCTYMOK MOYKET ObITh MPUMCHCHO TGJIBKO OHO JUCUMNIMHAPHOEC B3bICKAHHUE,

7.4. llpukaz 0 NpUMEHEHHH JMCLMINAMHAPHOrO B3bICKAHUs OOBABJIACTCS COTPYIAHUKY MO/
PacrnucKy B TPEXAHEBHbIH CPOK.

7.5. Ecu B TEUEHHE roJa co AHS NPUMEHEHHs JUCLMIIMHAPHOTO B3bICKAHUA COTPYAHUK HE
6)('}161", NOABCPrHYT HOBOMY JIMCHHIUIMHAPHOMY B3bICKAHWKO, TO OH CUMTACTCS HE MWMEIOLLUM
AHUCUHTIIIHHAPHOIO B3bICKaAHUA. P)’KOBOII,HTCIIB. HAJTOKHUBILIHH AHCLHITTIMHAPHOC  B3bICKAHHC J10
HCTCHCHHWA ToJda CO AHA NMPUMEHECHHWA JHUCUHILUTHHAPHOTO B3BICKAHHA, UMEET Nnpapo CHATL €ro ¢

COTPYJHMKA N0 cOOCTBEHHOW MHMUMATMBE, NPockOe €aMoro COTpyAHWKA., XOJaTalicTBY ero
HEMOCPEACTBCHHOTO PYKOBOACTBA.

8. ﬂpaBu.1a BHYTPEHHETO TPYAOBOr0 pacnopsjika BbIBCIIMBAKOTCA BO BCEX NoJApas1CieHUsAX
Ha BUIAHOM MeECTE.
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