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[IpaBuia BHyTPEHHETO TPYAOBOIO paclopsaKa
1151 pabotHrKkoB OO0

Hacrtosmmue IlpaBmia onpenensitoT BHYTPEHHUM TpyaoBod pacmnopspok B OOO
, TIOPSIIOK TIpreMa Ha paboTy W YBOJbHEHHsI pAOOTHUKOB, OCHOBHBIE 00SI3aHHOCTH
paOOTHUKOB M aIMHHHUCTPAIlUU, DPEXHM pabodyero BpEeMEHH, a TaKKe Mephl IMOOLIPEHHUs |
OTBETCTBEHHOCTD 32 HapyIICHUE TPYIOBOH JAUCIUTLTAHBI.

1. [Ipuem Ha padory

1.1. Ilpuem Ha paboty B IPOM3BOJIUTCS HA OCHOBAHUU 3aKJIIOYEHHOTO TPYIOBOTO
JOTOBODA.

1.2. Tlpu npueme Ha paboTy B aZIMUHUCTpalMs o00s3aHa TOTpeOdOBaTh OT
MOCTYTAOIIETO:

- IPEIBSIBIICHUS MTACHIOPTA, YAOCTOBEPSIOIIETO JINYHOCTD;

- IPEIOCTABJICHUS TPYJOBON KHIKKH, OPOPMIICHHOI B YCTAaHOBIIEHHOM IOPSJIKE,

- CTPaxOBOT'0 CBUETENHCTBA TOCYAAPCTBEHHOTO IEHCHOHHOTO CTPaxXOBaHUs,

- JOKYMEHTOB BOMHCKOTO Y4eTa - JJii BOCHHOOOS3aHHBIX U JIML, MOJJIeKAIIUX MPU3bIBY Ha
BOCHHYIO CITyX0y;

- JMIUIOMa WIA MHOTO JIOKYMEHTa O T[OJIY4eHHOM O0Opa3oBaHWU WM JOKYMEHTa,
MOJITBEPKIAIOUIETO CIEIMATBHOCTD WM KBATHU(PHUKAIIHIO.

[Tpuem Ha paboTy 0e3 yka3aHHBIX JOKYMEHTOB HE ITPOU3BOIUTCSI.

[Tpuem Ha paboTy odopmiseTcs MpUKa3oM (pacropsHKeHUEM) aAMUHUCTPAIMH, U31aHHBIM Ha
OCHOBAHUU 3aKJIIOYEHHOTO TPYAOBOIO JIOTOBOPA, KOTOPBI 00bsABIsSETCS paOOTHUKY O] PACIHCKY
B TPEXIHEBHBIN CPOK CO THS MOANMCAHHS TPYIOBOTO JOTOBOpA.

I[Ipy npwmeme Ha paboTy paOOTHUKY MOXKET OBITh  YCTAHOBJICHO  HCIIBITAaHUE
MPOJOIDKUTEILHOCTBIO HE Oosiee 3 MecsI1eB.

1.3. IIpu moctyrmieHnn pabOTHHKA Ha pabOTy MM TIEPEBOJIC €0 B YCTAHOBJICHHOM TOPSIIKE Ha
Apyryio paboty AIMUHHCTpanus o0s3aHa:

- O3HAKOMHUTH PAOOTHHMKA C TIOPYYCHHOU pabOTOH, YCIOBUSMH M OIJIATOW TPYyHa, Pa3bsICHUTH
paboOTHUKY ero MpaBa 1 00s13aHHOCTH;

- 03HaKOMUTb C MPaBUIIAMH BHYTPEHHETO TPYJOBOTO PaclopsiiKa;

- TPOBECTH MHCTPYKT@X IO TEXHUKE OE30MacHOCTH, MPOU3BOJICTBEHHON CaHUTapHH,
MIPOTUBOMOXKAPHON OXpaHe M JAPYrUM MpaBUJIaM OXpaHbl TPyAd, Pa3bICHUTH OOSI3aHHOCTH IIO
COXPAaHEHMIO CBEJICHUM, COCTABIISIONINX KOMMEPUYECKYIO MIIH CIY)KEOHYIO TaifHy, OTBETCTBEHHOCTb
3a ee pasrJjalieHue.

1.4. TIlpekpamieHue TpPyIOBOrO JOrOBOpa MNPOU3BOAUTCS TOJBKO IO OCHOBAHHSM,
MIPEelyCMOTPEHHBIM TPYIOBBIM 3aKOHOJATENLCTBOM PD.

PaboTHMK HMeeT TpaBO pacTOPrHYTh TPYJOBOM JOTOBOp, MpEeaymnpeauB o0 3SToM
aJMUHHCTpAIMIO B THCbMEHHOW Qopme 3a naBe Henenu. [lo HcTeyeHMM yKa3aHHOTO CpoOKa
IpeaynpexaeHuss o0 yBOJIbHEHHMH paOOTHHK BIpaBe NpPEKpaTUTh paldoTy, a aAMHHHUCTPAIUSL
o0si3aHa BBIAATh €My TPYIOBYIO KHIKKY C BHECEHHON B Hee 3alUChi0 00 yBOJbHEHHUH, IPYrHe
JOKYMEHTBI, CBSI3aHHbBIE C Pa0OTOM, 110 MUCHbMEHHOMY 3asIBJICHUIO Pa0OTHHUKA U MPOU3BECTH C HUM
OKOHUaTeNbHbI pacueT. I[lpekpamieHne TpyaoBoro mgorosopa o¢GoOpMISEeTCs MPHUKA30M [0
PEIIPUATHIO.



[To cornamenuio Mexay paOOTHHUKOM W aJMUHUCTpAIMENd TPYIOBOW JOTOBOP MOXKET OBITH
PacTOPrHYT U A0 UCTEUEHUS CPOKa MPEAYNPEXKICHHUS 00 YBOJIbHEHHUH.

3anMcu B TPYOOBYIO KHW)KKY O NpUYMHAX HPEKpaLIeHUs TPYIOBOTO JIOTOBOpPa JOJKHBI
IIPOU3BOIUTHECS. B TOUHOM COOTBETCTBUM € (hopMyiarpoBKamu TpyzmoBoro kogekca P® wmm uHoro
(benepambHOro 3aKOHA U CO CCBUIKON Ha COOTBETCTBYIOIIME CTAaThIO, MyHKT TpynoBoro koaekca PD
WU THOTO (heZIepalTbHOTO 3aKOHa.

JIHEM YBOJIbHEHUS CUMTACTCS MMOCIEAHNN IeHb paOOTHI.

2. OcHOBHBIE 0053aHHOCTH PaOOTHUKOB

2.1. PaborHuku IIOJIKHBL:

- J00OpOCOBECTHO BBIMOJHATH CBOM TPYHOBbIE OOS3aHHOCTH, COONIONATh TPYAOBYIO
IUCLUIUIMHY, CBOEBPEMEHHO M TOYHO HCIOJHATh pACHOPSKEHHMs — aJAMUHUCTpAlMM U
HETOCPEJICTBEHHOTO0 PYKOBOJUTENS, MCIIONB30BaTh BCe paboyee Bpems JUIsl MPOM3BOAUTEIBHOTO
TPYAa, BO3JEPKUBAThCA OT AECHCTBHM, MEIIAIOIIUX APYTrUM paOOTHUKAM BBINOJHATh UX TPYOBBIE
00s13aHHOCTH;

- KAUECTBEHHO U B CPOK BBINIOJIHSTH IPOU3BOJICTBEHHbIE 3aJaHHsI U TIOPYYEHUS;

- coOmogath TpeOOBaHUS IO OXpaHE TPyAa, TEXHHKE OE30IMacHOCTH, MPOU3BOACTBEHHON
CaHWUTApUU, TUTUEHE TPYAA U MPOTUBONOXKAPHON OXpaHE;

- colepkaTh CBoe pabouee MecTo, 00OpyAOBaHHME U MPHUCIOCOOICHHUS U TIepeaaBaTh
CMEHAIOLIEMY pPaOOTHHKY B TOpSJIKE, YUCTOTE M HCIPABHOM COCTOSHUH, a TaKKe COOJI0IaTh
YHUCTOTY B OT/I€JI€ U HA TEPPUTOPHH MPEIIPUATHS; COOMIOAATh YCTAaHOBICHHBIHN MOPSAIOK XPaHEHHS
MaTepHaIbHBIX LIEHHOCTEH U JOKYMEHTOB;

- OepeXKHO OTHOCUTHCSA K UMYIIECTBY paboTOAATENs U APYIUX paOOTHHUKOB,

- HE pa3miamarh OXPAaHAEMYIO 3aKOHOM TalHy (TOCYAapCTBEHHYI0, KOMMEPYECKYIO,
CIIy’)KeOHYI0 M MHYIO), CTaBIIyI0 M3BECTHOM PAaOOTHUKY B CBSI3U C HMCIIOJHEHHEM UM TPYIOBBIX
o0s13aHHOCTE.

2.2. Kpyr oOs3aHHOCTEl, KOTOpBIE BBIMONHAET PAaOOTHUK IO CBOEH CHEIHAIBHOCTH,
KBAJTM(UKALMH, TOJKHOCTH, ONIPENENIETCs] TPYJOBBIM JOTOBOPOM, JOKHOCTHOM MHCTPYKIIHEH.

3. OcHOBHBIE 00S13aHHOCTH aMUHUCTPAITUH

3.1. AnmMuHucTpanus o0s3aHa:

- cOOMIOIaTh TPYAOBOE 3aKOHOIATEIILCTBO;

- IPEIOCTaBUTh PaOOTHUKY paboTy, 00YCIIOBIEHHYIO TPYIOBBIM J1I0TOBOPOM;

- obecrieunTh 0€30MacHOCTh TPY/Ia U YCIOBHS, OTBEYAIOIINE TPEOOBAHUSIM OXPAHbBI H TUTUEHBI
Tpyna;

- obOecrieunTh pabOTHUKA 00OPYIOBaHHEM, HHCTPYMEHTAMH, TEXHUUECKOW JTOKYMEHTAIUeH U
MHBIMHU CPE/ICTBAMH, HEOOXOAUMBIMU JJIS1 HCTIOJIHEHUS UM TPYIOBBIX 0053aHHOCTEH;

- BBIIJIAYMBATH B TIOJTHOM pa3Mepe MPUUYUTAIONIYIOCS paOOTHHUKY 3apa0O0THYIO TUIATy B CPOKH,
YCTaHOBJICHHBIC TPYJOBBIM 3aKOHOJATEIbCTBOM, KOJUIGKTUBHBIM JOTOBOPOM, IpPaBUIAMHU
BHYTPEHHETO TPYJOBOTO PACTIOPSIIKA, TPYIOBBIMH IOTOBOPAMHU;

- cmocobcTBOBaTh  pabOTHMKaM B TOBBIIIGHWM WMH ~ CBOEH  KBaJH(HKAIMH,
COBEPIICHCTBOBAHHUH MPOPECCHOHATBLHBIX HABBIKOB.

3.2. AaiMuUHHCTpANHs CTPEMUTCS K CO3/IaHUIO BBICOKOTPOPECCHOHATHHOTO pabOTOCTIOCOOHOTO
KOJUICKTHBA, Pa3BUTHIO KOPIOPATHBHBIX OTHOINCHUH BHYTPU TPEINPUATHS, TTOBBIIICHHIO
3aWHTEPECOBAHHOCTH Cpeld paOOTHUKOB B PA3BUTUU U YKPEIIJICHUN ACATEIbHOCTU MPEATIPUSITHS.

4. Pabouee BpeMs U BpeMsl OT/bIXa

4.1. B COOTBETCTBHUU C ACHCTBYIOIIMM 3aKOHOJATEILCTBOM Ha MPEINPUITHN YCTAaHABIUBACTCS
MATUIHEBHAS pabouas HeAens C JABYMs BBIXOJHBIMH JHSMH - cy00OTa W BOCKpECEHBE.
[TponomkuTenbHOCTH paboyero BpeMeHu coctanisieT 40 4acoB B HEACIIO.



I'padux paboThl, ONpeneNAONi HauaIo eXXeTHeBHON paboThl, BpeMsi 00EICHHOTO MepephiBa
U OKOHYaHHE paboyero [IHs, yCTAaHABIMBAeTCS Il PAaOOTHUKOB MPEANPUATHS C Y4ETOM
IIPOU3BOJICTBEHHON NEATENBHOCTH, YTBEPKAAETCSA aAMUHUCTPALUEH.

ITpomomxkuTensHOCT pabouero JHsA WIM CMEHbI, HEMOCPEJACTBEHHO MPEIIIECTBYIOIUX
HepabovyeMy Mpa3AHUYHOMY JIHIO, YMEHBIIIAETCs Ha OJJH Yac.

4.2. Pabota Ha NpeaUpUATHM HE MPOU3BOAUTCS B IMpPa3JHUYHBbIC [IHH, YCTaHOBJICHHBIE
TPYZOBBIM 3aKOHO/IaTEIbCTBOM.

IIpy coBmajmeHMHM BBIXOJAHOTO M MPA3JIHUYHOIO JHEHW IEPEHOC BBIXOJAHOIO  JIHSA
OCYILIECTBIISIETCS. B COOTBETCTBUU C TPYAOBBIM 3aKOHO1ATEIbCTBOM.

4.3. OdepenHOCTh MPENOCTABICHHUS OTIYCKOB YCTAaHABIMBAETCA AJIMUHHUCTPAIIMEN C YYETOM
MIPOU3BOICTBEHHON HEOOXOMMOCTH U MOKETaHUH paOOTHHKOB.

ITpomomKUTENTPHOCTh €XKETOJHOIO OIUIAYMBAEMOr0 OTIIYCKa JJIsl BCeX PAOOTHUKOB COTJIACHO
JEMCTBYIOLIEMY 3aKOHOAATENbCTBY YCTAHABIMBAaETCS HE MeHee 28 KaleHaapHbIX naHeil. Ilo
COIJIACOBAHUIO C aJMHHHUCTpaluel pabOTHHKY MOXKET OBbITh IMpPEJOCTaBJIECH JONOJIHUTEIbHBIN
OTITyCK 0e3 coXpaHeHHUs 3apabOTHOM IUIATHI.

5. IloowmpeHnnus

5.1. 3a 00pa31oBOE BHITIOJIHEHHE TPYAOBBIX 00sS3aHHOCTEH, TOBBIIIEHNE TIPOU3BOIUTECITLHOCTH
Tpyna, yIydllleHHEe KadyecTBa MPOAYKIHUU, TMPOJODKUTENBHYIO U 0e3yNpeuHylo paboTy U Jpyrue
yCHEXH B TPYAE MPUMEHSIOTCS CIIEAYIONINE MEPHI TOOIIPEHUS paOOTHHUKOB:

- 00BsiBIICHKE OJaroJTapHOCTH;

- BblJJaua IPEMHUH;

- HarpakJieH"e LIEHHBIM MOJapKOM;

- 3aHecenue B Kuury noudera, Ha Jlocky nodera.

[Toompenus oOBABIAIOTCS MPUKA30M, TOBOJSTCS IO CBEJCHHS BCETO KOJUIEKTHUBA U 3aHOCSTCS
B TPYAOBYIO KHIKKY paOOTHHKA.

6. OTBETCTBEHHOCTb 32 HAPYIIEHNUE TPYAOBOU AUCHUTUIAHBI

6.1. Hapymienue Tpy10Boil AMCUUIIINHBL, T.€. HEUCIIOJHEHUE I HEHAJIeXKaIllee UCIIOJHEHUE
Mo BUHE pabOTHHWKA BO3JIOKEHHBIX HAa HErO0 TPYIOBBIX OO0S3aHHOCTEH, BIEYET 3a CoOOH
NPUMEHEHHE Mep AUCIUIUIMHAPHOTO MM OOIIECTBEHHOIO BO3ACUCTBUS, a TaKXKe NPHUMEHEHHE
MHBIX MEp, IPEIyCMOTPEHHBIX JEHCTBYIOLUIUM 3aKOHOIaTEIbCTBOM.

6.2. 3a HapylIEeHuE TPYIOBOM IUCLHUIUIMHBI AIMUHUCTPALIAS IPUMEHSIET

clIeyollre AUCIUITMHAPHBIE B3bICKaHMUS:

- 3aMEYaHue;

- BBITOBOD;

- YBOJIbHEHHUE 110 COOTBETCTBYIOIIMM OCHOBAHMSIM.

VYBo/IbHEHHE B KayecTBe AUCHMILUIMHAPHOTO B3BICKAHMS MOXET OBITh TNPUMEHEHO 3a
HEOJJHOKPATHOE HEUCIIOJIHEHUE paOOTHUKOM 0€3 YBaKUTENbHBIX IPUYMH TPYJOBBIX 00s3aHHOCTEH,
€CJIM OH UMEET AUCLUUIIIIMHAPHOE B3bICKaHHE.

6.3. JlucuMruiMHapHbIE  B3bICKAHHMS  NPUMEHSIOTCS  PYKOBOJMUTENIEM  MPEANPUSITHS.
AIMUHHUCTpAnUsi MMeEeT IpaBO BMECTO HAJOKEHUS AUCHUIIMHAPHOTO B3bICKAHUS TepenaTh
BOIIPOC O HApYIIEHUH TPYAOBOM AMCLUUILIMHBI HA pACCMOTPEHHUE TPYIOBOTO KOJUIEKTHBA.

6.4. Jlo HamOXEHUSI B3BICKAHUSA OT HAPYIIUTENS TPYAOBOH IJUCIUIUIMHBI JIODKHBI OBITH
3aTpeOoBaHbl OOBSICHEHUs B MUCbMEHHOW (opme. B ciydae oTkaza paOoTHHKa AaTh yKa3aHHOE
00BSICHEHHE COCTABIIAETCS COOTBETCTBYIOIIUMN aKT.

Otka3 paboTHUKA JaTh OOBSICHCHHS HE MOXKET CIYXUTh NPEMATCTBUEM IS TPUMEHEHUS
B3BICKAHMUS.



JlucuuIumHapHOE B3bICKaHUE MPUMEHSETCS He TI03/IHEe OJJTHOTO MEeCsIa CO JHS OOHapYKEeHUs
MPOCTYIIKA, HE CYHUTas BpeMEeHU Oo0je3HM pabOTHHKa, MPEOBIBAaHUS €ro B OTITYCKE, a TaKkKe
BpEeMEHH, HEOOXOMMOT0 Ha y4eT MHEHHS ITPEICTABUTEILHOTO OpraHa paOOTHUKOB.

JIMCUUMIUIMHAPHOE B3bICKAHME HE MOYKET OBbITh NMPHUMEHEHO MO3/HEee LIECTH MECALEB CO JHSA
COBEPLICHHUSI TPOCTYNKa, a MO pe3yJbTaTaM pEBU3UHU, MPOBEPKH (PHUHAHCOBO-XO3SHCTBEHHOM
NESITeNbHOCTH WM ayJUTOPCKOW NPOBEPKM - MO3JHEE IBYX JIET CO JAHA €ro cosepuieHus. B
yKa3aHHbIEC CPOKH HE BKJIIOYAETCS BPeMsl IPOM3BOACTBA MO YTOJIOBHOMY JIETY.

3a KaxAbl JUCHMIUIMHAPHBIM HPOCTYMOK MOXET OBITh NPUMEHEHO TOJBKO OJHO
JTUCLUUIUIMHAPHOE B3BICKaHHE.

6.5. Ilpuka3 (pacnopspkeHue) paboTomarenss 0 MPUMEHEHHH TUCIUTIMHAPHOTO B3BICKAHMS
00BsIBIIsIeTCSI PaOOTHUKY IO/ PACIUCKY B TEUEHHE TpeX paboumx IOHEW co AHSA ero u3naHus. B
clydae OTKaza paOOTHHMKA TOANKCATh YKa3aHHBIM TpHUKa3 (pacrlopspKEHHE) COCTaBIISICTCS
COOTBETCTBYIOIMN AKT.

6.6. Eciu B TedyeHue roja co JIHSA NPUMEHEHUs NUCLUIUIMHAPHOTO B3bICKAaHMS PaOOTHHUK HE
Oy/leT MOABEPTHYT HOBOMY AMCUUIUIMHAPHOMY B3BICKAHHIO, TO OH CYHMTAETCS HE HMMEIOUINM
JUCLUIUIMHAPHOTO B3bICKaHMs. B TedeHne cpoka AEHCTBHUS JUCLUIUIMHAPHOTO B3BICKAHHS MEPBI
MOOIIPEHHUs, YKa3aHHbIe B HacTosmux [IpaBunax, k pabOTHUKY HE IPUMEHSIOTCSL.

PaboTonarens 10 ucTeueHUs rojia co AHsS NPUMEHEHHs TUCLMIUIMHAPHOTO B3bICKAHUS UMEET
IPaBO CHATH €ro ¢ pabOTHUKA O COOCTBEHHOH HHHUIMATHBE, NpPOChOe camMoro pabOTHHKA,
XOJATalCTBY €ro HEMOCPEACTBEHHOIO PYKOBOAMTENS WIM IMPEACTaBUTEIBHOIO  OpraHa
pPabOTHHUKOB.

6.7. C mpaBuIaMH BHYTPEHHETO pPacHoOpsiiKa JOJDKHBI OBITh O3HAKOMJIEHBI BCe PaOOTHUKU
npennpusatus. PabGoTHMKM 00s3aHBI B CBOEH IOBCEIHEBHOW paboTe coOdr0AaTh MOPSIOK,
YCTAHOBJICHHBIHN NPaBUIIAMH.






