KOMXOJIOI»

[1. I'. dpysn
2044/ rona

IMoJio:xeHne 0 JUCTAHUMOHHOM padoTe
AO «JAJIBKOMXOJIO»

1. O6mue nooKeHHUs

1.1. TTonoxxenue o JMCTAHIMOHHOU (yaaneHHOW) pabore (mamee - IlomoxeHue)
ABsgercss JoKambHBIM HopMaTHBHBIM aktoM AO «JAJIBKOMXOJIOO» (mamee -
O6mecTBO, paboTomaTeNs), IPHHATEIM ¢ ydeToM TpeboBanuit Tpyosoro xonekca PO,
WHBIX HOPMAaTHUBHBIX IIPaBOBBIX aKTOB.

1.2. ITonoxeHue periiaMeHTHPyeT MOpsANoK B3auMoelicTBus OOmmiecTsa ¢ IUlaMH,
[OCTYIAIOIIAMH Ha [IMCTAHIMOHHYIO paboTy, ¥ ¢ OUCTAaHIUOHHBIMH PabOTHMKAMH,
YCTAHABIIMBAET TPaBWJA OPraHM3allii TpyJa AWCTAHIMOHHBIX PabOTHHKOB, DPEXMM
pabGoyero BpeMeHHU U BpEMEHH OT/BIXa ¥ Jp. BO BpeMs BBIIIOIHEHHS TPYA0BOU QyHKIIMHA
JUCTAHIIHOHHO.

1.3. B TTomoxxeHHN UCHONB3YIOTCS TEPMUHEL U OIIPejIelIEHUs B COOTBETCTBUH C HX
3Ha4YCHHSIMH, 3aKpeIICHHBIMA B TpynoBom Kojexce PO.

1.4. HopMmsl, Kacaroliecs MpaBmil, CPOKOB U YCIOBHH B3aUMOJIEHCTBHS CTOPOH, HE
yperyiupoBaHHble  IlonoxeHueM, perylaMEHTHPYIOTCS  TPYAOBBIM  JOTOBOPOM,
JIOTIONTHUTENILHBIM COTJIAIIEHHEM K TPYJOBOMY JOroBOpy (Haiiee - INOIOJNHHTEIBHOS
CoTIalIeHHre), TODKHOCTHON HHCTPYKIUEH, KOJIIIEKTHBHBIM JJOTOBOPOM.

2. Buabl AHCTAHIHOHHOH padoThl

2.1. lucrannuonHas padoTa OCyllIecTBISIETCsS HA OCHOBaHHWH TPYIOBOTO JIOrOBOpa
(momoNHUTENBHOrO corjaiienys). PaOoTHUK MOXET BBIONHATE €€ Ha ITOCTOSHHOM
OCHOBE (B T€YECHHE CPOKA AEHCTBHSA IOTOBOPA) MO0 BPEMEHHO.

2.2. BpeMeHHast AUCTaHLHOHHAS padoTa OCYIECTBIACTCA:

- HenpepbiBHO. Cpok oOIpeneiseTcs TPyZOBBIM IOroBOpOoM (IOMOTHHUTEIBHBIM
COIJIAIIEHHEM );

- neprofMYeckd (KOria BBIMOJIHEHHE TPYHAOBOH (YHKUMH NUCTAHIIMOHHO M Ha
cTalOHapHOM paboueM Mecte uepenyercs). [paduk Takoro dYepedOBaHHA
YCTaHABJIMBAETCS TPYIOBBIM JIOTOBOPOM ([IOTIOITHHATENBHEIM COTJIAIIEHUEM ).

3. Buapbl cBSI3M, HCNOJIL3yeMO# NPH B3aUMOAECHCTBHH
ANCTAHIIHOHHOrO padoTHUKA U paGoToaaTeJisi

3.1. Cea3p Mexnay paOOTHHKOM H paborojaTeneM (Jajiee TakKe - CTOPOHBI)
OCYIIECTBIISACTCA IOCPEICTBOM HCIIOIB30BaHMU:
3.1.1. MadhopMarimoHHO-TEIEKOMMYHUKALIMOHHOW ceTH MHTepHeT, BKIIOY9asi II0YTOBbIE
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TIPOTPaMMBI, PA3MYHbIC IPUIOKEHHS (B TOM HHCIE HTPOrPaMMbI-MECCEHIKEPEI),
CEPBUCHI, KOTOPBIE ITO3BOJITIOT COBEPLIATh BUEO- M TOJIOCOBBIE 3BOHKH, IIAHHPOBATh
3a7a44 M I0JydYaTh OTYETEI O IIpOIeNaHHOM paboTe, OOMEHHMBATHCS TEKCTOBBIMU
COOOIIEHHIMH, JOKYMEHTAMH U T.II.
[Tpuka3zoM reHepajbHOrO AUPEKTOPA Y TBEPIK/IAFOTCS:

- TepedyeHb ITIPOrPaMM, IPUIOKEHUI, CEPBHCOB M T.I., KOTOpBIE HEOOXOIUMO
YCTaHOBHUTh HA TEXHUYECKHE Cpe/icTBa (KOMITBIOTEp, ILIAHIIET, Tele(oH, cMapT(oH H
7Ip.), HCTIONB3yeMble PaGOTHHKOM IS BBIIOIHEHUS TPYA0BOH (QYHKIIMH TACTAaHIIHOHHO;

- [EJIH KCTIOIB30BaHMUs IIPOrpPaMM, IPUIIOKESHHH, CEPBUCOB U T.II.

3.1.2. TenedonHOl CBS3U ¢ MOMOIIBI MOOHIBHBIX H CTAlIMOHAPHBIX TenedOHOB (J1anee
- TenneOHHAS CBA3b).

3.1.3. BayTpeHnneii cetu paborogareins MurepHer.

3.1.4. KopriopaTHBHOM 3/1€KTPOHHOM HOYTEI.

3.1.5. TloyroBo#i cBszu. [Ipum 3TOM CTOPOHBI HAIpPAaBIAKOT IOYTOBBIE OTIIPABICHUA
3aKa3HLIMH ITHCbMaMU C YBEIOMIICHHEM O BPYUEHHH.

3.1.6. Cnyx0 KypbepCcKoH JOCTaBKH.

3.1.7. JIv4yHeIXx BCTpeY C MpPEACTABHTENSIMA paboTOaTeNs B MECTe HaXOXKIEHHUA
paboTonarens, ero Gpuiraia, NpeacTaBUTENbCTBA, MHOTO 000COOIEHHOTO CTPYKTYPHOTO
noJipasescHus (BKIIFOUasi PACIIONOXKeHHBIe B APYTOf MECTHOCTH), HA TEPPHTOPHHU HIIH
00beKTe, IPAMO HMJIM KOCBEHHO HAXOJAIIMXCS IO KOHTponeM padortoparens (Jaiee -
JIMYHBIC BCTPEYH B MECTE HAXOXICHUs paboTomaTens).

3.2. Aznpeca (B TOM 9HCIle DIIEKTPOHHOHM ITOYTHI), HOMEpa TelIe(OHOB, HHIEKCEL,
PEKBU3WUTHI W HWHBIE CBEACHWS, UCHOIb3yeMbIe [UI B3aUMOJEHCTBHSA CTOPOH,
YKa3bIBAIOTCS B TPYJOBOM JIOTOBOpE, [OTOJHUTEIBHOM COIJIALIEHHH, JIOKAJIBHOM
HOpMaTUBHOM akTe (nanee - JIHA).

3.2.1. CtopoHa, y KOTOpOI H3MeHUIACh HHpOpMaLus, ykazaHHasd B 11. 3.2 Ilonoxenus,
YBEOOMIIAECT 00 3TOM MOPYILYK CTOPOHY. JallOJIHEHHOE YBEJOMIICHHE IepefaeTrcs
croco0oM, MO3BOJISIOIIMM IPYToil CTOPOHE MOIYYUTHh HHGOPMAIIHIO.

3.3. PaGoromarens KOMIIGHCHpPYEeT pabOTHHKY pacXonmpl INPH HCIIONb30BAHHH
IIOYTOBOM CBSI3M MM KypbepcKOH pnocraBkd coriacHo Ilopanky BO3MeILeHHS
paboTHUKaM JIEHEe)KHBIX CPEJICTB, MOTPAaYeHHBIX B HHTepecax OdmecTsa.

4, Tlopsiaok 03HAKOMJIEHHS JINL, IOCTYNAIOIIMX HA AHCTAHIHOHHYIO
paboTy, H AucTAaHUHOHHBIX padoTHHKOB ¢ JIHA, a Takixe 3anpocami,
TpeOOBaHHSIMH, YBeIOMJIEHHSIMHA padoTogaTest
(ApyrumMu JOKyMeHTaMH)

4.1. PaGotonarens A0 MOAMHUCAHUS TPYIOBOTO AOTOBOpA 3HAKOMUT IOCTYyIArollee
Ha JUCTAHIIMOHHYIO paboTy JMIIO ¢ JOKYMEHTAaMH, IPeayCMOTpeHHBIMHU 4. 3 cT. 68 TK
P®, nox noanuchk OOHAM U3 CIETYIOIINX CIIOCO0O0B:

- B XO/le JIMYHOW BCTpEYM B MecTe HaxoxjeHusi paboromarens. B arom ciyyae
JIAL0, ITOCTYMAIoIIee Ha JUCTAaHUHOHHYIO paboTy, pacIUChIBA€TCSI HEIIOCPEICTBEHHO B
JIUCTE 03HAKOMIIEHHUS;

- TyTeM HampaBieHHs II0 DIEeKTPOHHOM Mo4yTe Ha IHYHBIA ajpec JIUIa,
MOCTYMAOIIEro Ha JAUCTAHIIMOHHYIO padoTy, MOKYMEHTOB BMecTe C JIUCTaMH
O3HaKOMJIEHUS B rpaduyeckom uzodpakenun B dopmarax PDF unu JPEG (ecnu
JIOKYMEHT COCTOUT U3 OJIHOTO - JIBYX JIUCTOB).
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4.1.1. JIuwo, mocTynarolee Ha IUCTAHIMOHHYIO paboTy U IOTy9IHBIIEE 10 JJIEKTPOHHOM
rmoure ykasaHueie B I. 5.1 ITomoxeHHs NOKYMEHTHI B TpadHUeCKOM H300paxkeHuy,
06s3aH0:

- IOATBEPUTH UX TTONyUeHHe ITyTeM HAIPaBICHHsA OTBETHOI'O ITHChMa;

- pacrieyaTaTh JIUCTHl O3HAKOMIIEHMS W 3allOJHHTH IPEIyCMOTPEHHBIE B HHX
rpadsr;

- TIepecnaTh B Te9eHHe O/IHOT0 KaJeHJAPHOIo IHsI OTH JIACTEI B OTCKAaHWPOBAHHOM
BHJIe WIH UX GOoTorpaduu ITyTeM HAINIPaBJIEHUS OTBETHOTO IIHCEMa,;

- HANpaBHUTh 3aIlOJHECHHBIE OPUTMHANBI JIUCTOB O3HAKOMIICHHSA ITOYTOBOH CBS3BIO
coryacHo 1. 3.1.5 TlomoxeHWs MM C HApOYHBIM B ajpec paboTojarens B TeUeHHE
OJHOM HeJIelH IOCTe UX Mepe/iad B JJIIEKTPOHHOM BHIE.

42. Paboromarens OO0  3aKIIOYEHMsS]  JOMNOJHUTEIIBHOIO  COIJIAaNIeHHs,
IpeNyCMaTpPUBAIOIIEr0 BBINOJIHEHHE TPYJOBOM (GYHKUMM [UCTAHIMOHHO, 3HAKOMHT
paborauka mox noxmuck ¢ JIHA, xoTopele ¢ y4eTOM H3MEHEHHUS OIpEJelIeHHBIX
CTOPOHAMH YCJIOBUI TPY/I0BOI'0 JOTOBOPA CTAHOBATCSA HEIIOCPEACTBEHHO CBA3AHHBIMU C
ero TPyAOBOH ACATEIBHOCTBIO.

4.2.1. Osnakomnenue pabornuxka ¢ JIHA nop moamuck OCYIIECTBISCTCS ONHUM W3
CIIeIYIOIIHNX CIIOCO0O0B:

- B XOJl¢ IMYHOM BCTpeuM B MecTe HaxoxaeHus paboromarens. B stoMm ciydae
pabOTHHK pacIiChIBACTCS HETIOCPSACTBEHHO B JIUCTE O3HAKOMIIEHHS,

- IyTeM HallpaBleHHs TIO0 OJJIEKTPOHHOH IIoYTe Ha KOPIOPAaTHBHBEIA ajpec
paGotuuka JIHA BMecTe C JMCTaM¥ O3HAKOMIICHHS B TpadHUecKOM H300paKeHHH B
dpopmaTax PDF umu JPEG (eciu JOKyMEHT COCTOUT U3 OJ[HOTO - IBYX JIUCTOB).

4.2.2. Paborauk, nonyuusmmii JIHA B rpadudeckoM H300pa)XKEHUH IO 3JICKTPOHHOM
ro4dre, 00s3aH:

- TIOATBEPAUTE UX NOTy4YeHHEe MyTeM HalpaBIeHHUs] OTBETHOIO ITHCHEMA,

- pacmeyaraTh JHCTHI O3HAKOMIJIGHUS M 3allOJIHHThL IPEAyCMOTPEHHbIE B HHX
rpadsl;

- TIepeciiaTh B TedeHre OJHOTo pabodero JHS 3TH JHUCTHI B OTCKAHUPOBAHHOM BHJIE
HIH BX (hoTorpaduy myTeM HalpaBlIeHHs] OTBETHOTO MMHChMa,

- HANPaBHUTh 3aMOJIHEHHBIE OPUIMHAIBI JINCTOB O3HAKOMJIEHHS ITOYTOBOW CBSI3BIO
comtacHo m. 3.1.5 ITonokeHMs WIM C HapoOYHBIM B anpec paboTomarerns B TEUCHHE
OJIHOM HEJIENH ITOCIIE WX TIepeadh B DICKTPOHHOM BHje ¢ npuMeHenuem OLILL.

4.3. OsnakomieHue pabOTHHKA C YBEOOMJICHMAMH, TpeOOBaHHAMHM H JPYTHMH
NOKyMeHTamMu paboTtoznaresis (KpoMe CIIydaeB, YKa3aHHBIX B I1. 1. 5.1 u 5.2 TTomoxenus)
IPOMCXOAUT OIHHUM M3 CIIELyIOIIHX CIIOCO00B!

- B XOJle JHYHOH BCTpEYM B MeCTe HaxoxjeHus paboromatend. B atom ciydae
paGOTHHK MOATBEPXKIAET O3HAKOMIICHHE C IOKYMEHTOM U €ro mnomyueHue (eciu
MpeyCMOTPEHO BpY4YeHHE IOKYMEHTa) B OTBEJeHHOH A1 3TOoro crpoke (Qopme,
XypHaje U T.I1.);

- myTeM oOMeHa 31IeKTPOHHBIMH JOKYMEHTaMHU;

- IIyTE€M IEPECHUIKH JOKYMEHTa B OTCKAaHHPOBAaHHOM BHIE UM B BHJE doTOorpapuu
O OJEKTPOHHOM I0YTe Ha KOPIIOPATHBHBIA anpec pabOTHHKAa HIH dYepes
npeHasHaAueHHYIO JUIsl ATOT0 MPOTrpaMMy - MecceHIKep. B TedeHue Toro xe padoyero
nHs paboTojaTeNb HampaBiseT pabOTHUKY OPUTIMHAN JOKYMEHTa IOYTOBOH CBA3BIO
cornacHo 1. 3.1.5 [TonoxeHust WK C UCTIONB30BaHUEM CITy)KOBI KypbepCcKOH JOCTABKH.
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4.3.1. PaGoTHHK IOATBEPXJAeT TOJNyYeHHe yBEJOMIEHHs, TPeOOBaHMsA, APYroro
nokymeHTa padoTtomarens (Kpome CIIydaeB, yKa3aHHBIX B IL. II. 4.1 u 4.2 TlonoxeHus)
CJIE/YIOIIMMH CIIOCODaMHU:

- B (opMe DSIEKTPOHHOTO JIOKYMEHTa - JUIi JIOKyMEHTOB, TIONYYCHHBIX B
aHAJIOTHIHOH (opMe;

- IIyTeM HaIpaBIEHHd OTBETHOTO IIHMCbMa HWIIH coOOIlIeHUSI B IIpOrpaMMme -
MeCCeHKepe - JUISL JOKyMEHTOB, NPHCIAHHBIX B OTCKaHMPOBAHHOM BHUAC MM B BHJIE

dororpaduu.

5. lopsiiok 3aKJIKYEHHs] TPYAI0OBOTO 10r0BOPA, MPeAyCcMaTpPHBAIOIIEro
BBINOJIHEHHE TPYAOBOH (PYyHKIHH THCTAHIHOHHO

5.1. CTOpOHBI 3aKITIOYAIOT TPYI0BOM HOrOBOP OJJHAM M3 CICIYIOIIHX CII0CO0O0B:

- [TOATNMCAaHHE TOKYMEeHTa Ha OyMaXKHOM HOCHTeNe - B X0/ JIMYHOW BCTPEYH B
MecTe HaxOXkIeHHsS paborozareins nubo IyTeM Iepenadu pabOTHUKY JUis TOATNHCAHUSA
SK3eMIUIIPOB TPYAOBOTO IOTOBOPA C HCIIONL30BAHHEM IIOYTOBOH CBS3M COITAcHO II.
3.1.5 TTonoXKeHUs WA ¢ MCIIONE30BaHIEM CITY)KOBI KyphepCKOM TOCTaBKH;

- 00OMeH DJIEKTPOHHBIMH [NOKyMEHTaMH, IOAMMCAHHBIMU COIJIACHO II. 4.1
TTonoxenus.

5.2. Eciam TpymoBOM [OTOBOp 3aK/FO4aeTcs ITyTeM OOMeHa OJIeKTPOHHBIMH
JOKYMEHTAMH, TO JOKYMEHTHI, KOTOPbIE JAOJDKHBI OBITh IPEIBABIEHB! COMNIACHO CT. 65
TK P®, nuio, mocTynamolnee Ha DUCTAHLIMOHHYIO paboTy, MPEACTaBIACT ONHUM W3
CIIeIyIOIIUX CIIOCODOB:

- B XOJle TMYHOM BCTPEYH B MecTe HaxXOoxAeHus paboroaarens;

- B (GopMe DIEKTPOHHBIX JOKYMeHTOB (¢ mpumenenwem OLIIID), ecmu HHOE He
YCTAHOBNIEHO 3aKOHOATENbCTBOM. PafoTozarens BIpaBe MOTpeGOBaTh IIPCACTABHIE
HOTApHATBHO 3aBEPEHHBIE KONWM YKa3aHHBIX JOKYMEHTOB Ha OyMaXHOM HOCHTEJIE.
PaGOTHHK HAmpaBgeT WX MOYTOBOW CBs3BIO coriacHo 1. 3.1.5 Tlonoxxenus B TEYCHHE
Tpex KaleHJapHbIX JHEH CO JHS MONYYeHHs] COOTBETCTBYIOLIETO TPeOOBaHMSI.

5.3. Eciau TpymoBOH [OroBOp 3aKiIIO4aeTcss ITyTeM OOMeHa 3JIEeKTPOHHBIMH
JIOKYMEHTaMH, TO TI0 IHCBMEHHOMY 3asBleHHI0 paboTHMKa paboromarens HalpaBIseT
eMy Hajuexame o(OPMICHHBIH OSK3EMIULIP TPYAOBOTO [0r0OBOpa Ha OyMaHOM
HocuTene. JJOKyMEHT HaIpaBIseTcs T09TOBOH ¢BA3BI0 cornacHo 1. 3.1.5 Tlonoxenus He
no3aHee TpexX pabouux AHEH co [HA NOTYICHHS 3asBICHH.

5.4. PaboTomaTens IO jKeJaHHio paboTHHKA BHOCHT 3allCh O IIpHeMe Ha paboTy B
TIPEe/ICTABIEHHYIO UM TPYIOBYIO KHIDKKY (B Cllydae ee BEICHH:).

6. Ilopsinok 3aKII0YEeHHS JIONIOJIHHTEIBHOI0 COrIalIeHus,
npelycMaTPHBAIOIIET0 BHINOIHEeHHEe TPYAOBOH QYHKIHHA JHCTAHIHOHHO

6.1. CTOpOHBI 3aKITIOYAIOT JOMOIHUTENIBHOE COTTAlIeHHe OJHUM H3 CIEXyIOIIHX
crroco6oR:

- MOATMCAaHKE JOKyMeHTa Ha OyMa)XHOM HOCHTENE - B XOJ€ JNWYHOW BCTPEYH B
MecTe HaxoeHus paboTojarelis WIH IIyTeM Iepelladd pabOTHHKY UTA IIOAIHCAHUA
3K3EMIUIAPOB JIOTIOJHUTENBHOIO COTVIAMICHUS C MCIOJB30BaHHEM TIOYTOBOH CBS3H
cornacHo 1. 3.1.5 ITonokenus Wik ¢ UCTIIOIB30BaHUEM CILy OBl KyphepCKOU JOCTABKH;

- 0OMeH DJJIEeKTPOHHBIMH JOKYMCHTAMH, IIONNHCAaHHBIMH cornacHo 1. 4.1
[Tonoxenus.
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6.2. Kaxmas M3 CTOPOH, TMONYyYMBIIMX JOTOJHUTEIBHOE COTNAIICHHE B
HIEKTPOHHOM BHJE, HAIPAaBNIAET [PYroil CTOPOHE B (GopMe 3MEKTPOHHOTO TOKYMEHTA
TIOATBEPIKICHUE [TOTyYEHHS JIOMOHUTEIIBHOTO COITAICHHU.

6.3. Eciom [ONONHUTENHFHOE CONVIAIIEHHWE 3aKIo4aeTcd  IyTeM oOMmeHa
3eKTPOHHBIMH  JOKYMEHTaMH, TO TIO TIHCBMEHHOMY  3a4BJICHHIO paboTHHKA
paboronaTenb HanpaBiIseT  eMy Hajuiexame — O(GOPMIIGHHBIM — OK3EMIUISP
JIOMOJIHATETIFHOTO COTUAMeHHs] Ha OyMa)KHOM HOCHTEJE. JIOKyMeHT HampaBIAeTCs
HOYTOBOM CBs3BIO cornacHo 1. 3.1.5 ITomoxxeHust HE MO3THEE TPEX pabouux MHEH CO qHA
[IOJIYYEHUS 3asIBIICHUS.

6.4. Ha OCHOBAHHM IOMOJHUTENHLHOIO COTIAIIeH s paboToaaTeNlb H3/jaeT PHUKas.

7. TopAaaoK Noja4H AHCTAHIHOHHLIM PabOTHHKOM 3asBJICHHSI
(yBenomuieHus, 00bsICHEHUS, JPYT'HX JOKYMEHTOB HJIH HHGOPMALUH)

7.1. Ecim cormacHo Tpymosomy Komekcy P® paGoTHHK BIpaBe MHIIH o0s3an
obparuThess K paboTofaTento ¢ 3asBJICHHEM, IPENOCTaBUTE CMY obpscHeHusT THO0
IPYTYI0 WH(pOPMALHIO, OH JIENAET 3TO OJHAM H3 CIIE/TyIONIHX cI10co00B:

- B XOjI€ JIAYHOH BCTPEYH B MeCTe HaXOXKIeHHA paboToaTens;

- IIyTeM HAIPABICHUS 2JIEKTPOHHOIO TOKYMCHTA,

- IIyTeM IepechlUTKH 3asBieHus (YBeIOMIIeHHUs, OOBICHEHNU, APYTHX NOKYMCHTOB
wiv wHGOPMALMK) B OTCKAHAPOBAHHOM BHIe MWIM B BHie ¢ororpadmuu depes
IpeHA3HAYEHHYI0 I 3TOT0 NPOTpaMMY-MECCeHDKep HIM Ha  JJIEeKTPOHHYIO
KOPIIOPATHBHYIO TIOYTY JIHI(A, 3aPOCHBINETO CBEACHNUs MO0 OTBEYAIOMIETO 38 KX coop.
B Teuenue Tpex paboyumx AHed mocie 3TOro pabOTHHK HanpaBisieT pabGoTomaremo
OpUTHHAI JIOKyMEHTa II0YTOBOH CBA3BIO cornacHo II. 3.1.5 IonoxeHus nim mepesaet co
crmy# 00 KypbepCKOH JOCTaBKH.

7.2. Jluno, B agpec KOTOPOTO HANPABIEHBI CBEJICHHS, MOINTBEPIKAAET NOIYICHHS
3asBleHMsA (YBEIOMIIEHUs, OOBACHCHHMS, HAPYTUX [OKYMEHTOB WM uH(pOpMaIHH)
CIEAYIOLIIMHE CIIOCO0aMHu:

- B GopMe 3JIEKTPOHHOrO JOKYMEHTa - JUii JIOKYMEHTOB, IIOJy4E€HHBIX B
aHaJIOTUIHOHN popMe;

- IyTeM HANpaBlIeHWs OTBETHOTO IIMChMA MM COOOIICHHWS B IPOrpamme-
MecCeHKepe - M JOKyMEHTOB, MPHCJIaHHBIX B OTCKaHWPOBAaHHOM BHIE HIH B BH/C
dotorpadum.

7.3. PaBoTHEK IpeACTaBISET CBEJEHHS O HOMEpE DJIEKTPOHHOrO JIMCTKA
HETPYHOCIIOCOOHOCTH, a TaKXKe Jare €ro OTKPLITHA M 3aKpHITHA IO KOPIIOPaTUBHON
5IEKTPOHHOM 1M0YTe PYKOBOAMTEIIO MOAPA3ICICHUS WK Yepe3 NpeJHasHAYCHHYIO LA
3TOr0 IIPOrpamMmMy-MeCCEHIKEP.

8. Mopsaok ohopmiIeHHst TIJIAHA BBINOJIHEHUH paboT, B3anMOoIeHCTBUS
CTOPOH NPH BHINMOJHEHHH TPYA0BO#H GYyHKIHH THCTAHIHOHHO
H NIPeICTABJIEHHS ANCTAHIHOHHBIM PA0OTHUKOM OTYETHOCTH

8.1. PabOTHMK OCYILIECTBISET TPYAOBYIO QYHKIHIO, PyKOBOJICTBYSICh, B TOM YHCIIE
[JIAHOM BBIIIOMHEHHUA paboT JMCTAHIMOHHO (majee - IUIaH), KOTOPBIA COCTABILACT
PYKOBOZHTENE TOApa3eienns. [ltansl GbIBalOT KPaTKOCPOYHBIMU (Ha [EHb, HEIEINo,
MeCsI1) ¥ JOJNTOCPOUHBIMU (Ha KBapTal, nosyroaue, rox). IlpuMephsie (hopmbl IIAHOB
110 T0Ipa3Ie/ICHAIM YTBEPXKIaeT TeHepallbHbIH UPEKTOP.



8.1.1. B myan BKIIFOYAOTC:

- HeoOXoauMble Ui TIOATOTOBKM CBEJEHHMS, NAHHEIC, MaTepuasbl, rpadukwy,
TaGIIHIIEL,

- I[epedYHM OHITaHH-MepOTpHATHN (COBEIaHMH, 3aHATHH 10 O00yYCHMIO H p.),
00s13aTeIbHBIX IJIs1 Y9aCTH,

- CpOK BEINOIHEHNS KaXI0Tr0 3a/1aHu;

- IPUOPHUTETHOCTD 3a/laHHUH;

- BHI B3aUMOJCHCTBHA pPabOTHMKA M PYKOBOZMTENS MOJAPA3NCICHUA B XOHIE
BBITTOJIHEHUS 3a/1aHHS;

- TIIOPSIOK IIPEICTABICHUS OTYETHOCTH;

- HHBIE CBEJICHHSI.

8.1.2. PykoBoauTeNs MOJpa3/eleHns] HalpaBseT Ha KOPIOPAaTHBHYIO J3JIEKTPOHHYIO
nouTy pabOTHHKA IUIaH B HAYale COOTBETCTBYIOIIEro Meproaa (pabodero JIHs, HeleNy,
Mecsra | T.J.). PaboTHHK 00513aH MOATBEPAMTH OJyueHre IUIaHa IIyTeM HalpaBlIeHUs
OTBETHOT'O ITHCHMA.

8.2. C meNBio BBIIONHEHUA TPYA0BOH QYHKIIMH JUCTAHIHOHHO paboTHHK o6s3aH:

- cobmronaTe MOPSHOK M CPOKH B3aUMOJAEHCTBHS CTOPOH, YCTaHOBJICHHBIC
[losoKeHneM, OPYTMMH JIOKAIbHBIMM HOPMATHBHBIMH aKTaMH, JIOJDKHOCTHOH
WUHCTPYKI[HEH, TPYIOBEIM JOTOBOPOM (IOMOJTHHTEIEHBIM COTJIAIIEHUEM );

- Jlep)aTh MHTEePHET-COeIMHEHNE BO BKIIFOYEHHOM COCTOSHUM B TedeHHe pabodero
BpEMEHHM COITacHO YyCTAHOBIEHHOMY TPY/OBEIM JIOTOBOPOM  (IOIOJHUTEIIBHBIM
corviallieHHeM) peXxumy pabodero BpeMEHH U BpEMEHH OT/IbIXa;

- JlepaTh OTKPBITOM IporpaMMmy KOPIIOPATMBHOM IIOYTHI U PETYNAPHO €€
NPOBEPSTH B TeUeHHe Pabodero BpeMeHH,;

- TIOTy4aTh, PACCMATPUBATE ¥ OTBeYaTh HA COOOIIEHHMs (IHMChbMA, TOKYMEHTBI M
T.IL.), TIOCTYIAIOMIHE MO KOPIOPATUBHOM 3IEKTPOHHOM M09YTe, Yepe3 MNpOorpaMMbl H
IPUNO’KEHHS, YCTAHOBICHHBIE HA KOMIbIOTEpe M (MIM) MOOHILHOM TeledoHe JUIs
BBITIOJIHEHHS TPYA0BOH QYHKIIUU JUCTAHI[MOHHO;

- OTBeuaTh B TedyeHHe pabodero AHs Ha TenedOHHbIE 3BOHKH (B TOM YHCIE
BHJICO3BOHKH) PyKOBOIMTEJIS TOAPA3ICICHNS, APYTUX COTpyAHrKOB OOIIecTBa i BECTH
¢ HEUMH Tene(OHHBIE NEPEroBOPbl B paMKax BBHIIONHEHHA TPYAOBOH (QYHKIWH, B TOM
YHCIIe TI0 BONPOCAM, KACAIOLIMMCH [UIAHOB ¥ 0TYETOB. B cydae mpormycka TeJe(poHHOTo
3BOHKA PYKOBOJHMTENS IIOAPAasieNeHrs, pabOTHHK 00s3aH caM Mepe3BOHHTh. Ecim
3BOHOK HEBO3MOXKEH M3-32 MONOMKH (Kpa)kd, IOTepd ¥ T.I.) anmapara, pabOTHHUK
06s3aH HaNpaBUTh COOOIEHHE PYKOBOJUTEIIO OAPA3/IENIEH s TI0 KOPIIOPATHBHOM MK
JTUYHOHN 2JIEKTPOHHOH I0YTE;

- OCYIIECTBIIATh NEPENHUCKY C PYKOBOJUTESIEM IIOpPA3/Ieenusl 0 KOPIIOPaTHBHOM
SNIEKTPOHHOHW TIodYTe, 4Yepe3 IpOrpamMMBl ¥ TIPWIOXKCHHA, YCTAHOBJIEHHBIE HA
KOMIIbIOTEpE M (MIH) MOGHIBHOM TenedoHe C LIelNbo BBITOIHEHUSA TPYAOBOH (QyHKIHH
JTACTAHI[MOHHO;

- yuacTBOBaTh B BHICOKOHQEpEeHIHSIX, oO0ydJarommx Iporpammax, Apyrux
MEpOIPHATHAX, KOTOpBIE TIPOBOIAT MM  Oprausyer paboromarens  (€ro
IIpeaCTaBUTEND);

- He3aMeJTUTETHhHO CO00aTh PYKOBOOUTENIO [IOAPa3/ielieH s B yCTHOH dopme mo
TenedoHy MM MO KOPIIOPATHBHON SJICKTPOHHOH mouTte 06 06CTOSTENbCTBaX, KOTOPEIE
IPETIATCTBYIOT BBINOIHEHHIO TPYA0BON (QYHKIMH JUCTAHIHOHHO (B ToM w4wucie 00
OTCYTCTBHHM D3JIEKTPHUECTBA, WHTEpHETa, TEXHHYECKUX COOAX M TIOJIOMKaX, IOTepe
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pabouero obopyznoBanus). EcIu 06CTOATENBCTBA KAacarOTes: 000PY/IOBAHUS U CPEJICTB,
ykazaHHBX B 1. 12.2 [onoxenus, paboTHAK 0043aH TaK)Ke COOOIIHUTH PYKOBOIUTEIIO
TEXHHYECKOTO IOpa3AeICHH S,

- co0mojaTh YCTaHOBJIEHHBIE TPYAOBBIM  JOTOBOPOM  (JIOTIOJIHHTEIBHBIM
cornmamieHmeM) YCIOBHMS M NOPSJOK  BBbI30Ba  pabOTHHKA,  BBIMOJNHSIOMICTO
NUCTAHI[MOHHYIO paboTy BPEMEHHO, Ul BBLIIOJNHEHHA MM TPYHOBOH (QYHKUIMH Ha
cTalMoHapHOM paboyeM MecTe WIH BBIXOJAa Ha paboTy Takoro pabOTHHKA IO CBOEH
MHALEATHBe (MCKTIOYeHWe - Cilydad, ycTaHoBmenweie cr. 312.9 TK P®) mns
BBINOJIHEHUS MM TPYI0BOM QYHKIIMM HA CTAlIMOHAPHOM pabodeM MecTe;

- OCYIIeCTBIATh HHBIE JeMCTBUS, HaIpaBleHHBIC Ha COOMIOACHHE IIOpAIKa
B3AMMOICHCTBHA CTOPOH NPH BBINOIHEHHU TPYI0BOH QYHKIMH UCTAHIIOHHO.

8.3. PaGoOTHUK IMpeACTaB/IseT OTYET O BBIIOIHEHHON pabote (nmanee - OT4eT) HE
Mo37HEe CpOKa, yKasaHHOro B IUIaHe. ExkejHeBHbIE OTYETHl IIPSACTABIAIOTCS HE
mo3gHee, 4eM 3a 1 gneHs mocime 3aBepnieHHs 3ajanua. OTdeT MPeICTaBIACTCA Ha
KOPIIOPATUBHYIO 3JIEKTPOHHYIO [I0YTy PYKOBOIHUTENS NOJpasneiieHus. PyKoBOIHTENb
nojpasaelieHus MOATBEPXK/AET IIOAydeHWe OTdYeTa IIyTeM HalpaBlIeHHs OTBETHOIO
MUCHMA.

9. Pesxum paGouero BpeMeHH H BpeMeHH OTAbIXa
AMCTAHIIHOHHOI0 paboTHHKA

9.1. Pexxum pabouero BpeMeHH ¥ BpeMEHH OTAbIXa pabOTHHKA, a TaKKe
IPOJOIDKATENBHOCT | (WIM) IIEPHOANYHOCT BBLIIONHEHHS MM TPYAOBOH (YHKI[HH
nUCTAaHIHOHHO (IIPM BPEMEHHOM OHCTAHUMOHHOW paboTe) yCTaHAaBIMBAIOTCA B
TPYZIOBOM JIOTOBOPE (IOMOTHATEIFHOM COTNIAIIEHHN).

9.1.1. Bpems B3auMoneiCTBHA IOHUCTAHLHOHHOrO paboTHHKAa ¢ paboTomarenem
BKJIFOYAETCsI B pabouee BpeMsl.

9.2. PaboTHUK yCTaHABIUBaeT pekUM pabodero BPEMEHH MW BpeMEeHH OT/bIXa IO
CBOEMY YCMOTPEHHIO, €CJIM COOTBETCTBYIOIIEE YCIOBHE BKIIOUEHO B TPY/IOBOM J0rOBOP
(ILOTIOTHUTETFHOE COTTIAIIICHHE ).

9.3. PaboTogarens NpeaoCcTaBisieT pabOTHHKY €/KeTr0IHBIN OIIaYUBACMBIH OTIYCK B
COOTBETCTBUHM C IPad¥KOM OTITYCKOB B IIOPSIKE, YCTAHOBIEHHOM TpyIOBBIM KOZCKCOM
P®, JIHA. Hubie Bujabl OTIIYCKOB IPEAOCTABILIIOTCA B IOPAAKE, YCTaHOBJICHHOM
TpynoseiM komekcom P®, JTHA.

9.3.1. 3asBieHHA, CBA3aHHBIE C IIPEJOCTABICHUEM OTIIyCKa, MPENCTABIAIOTCA B
nopsizike, ycraHoBieHHOM [lomoxenuem, apyrumu JIHA, TpyZoBEIM IOrOBOPOM
(JIOTIONTHUTEIIBHBIM COTJIAIIEHHEM ).

9.4. TpynoBeIM JIOroBOPOM (IONONHHUTETBHBIM COTVIAIIEHHEM) OINPENEIAFOTCS
yCIOBMS W TIOPS/IOK BbI30Ba padoTomaTeneM pabOTHHMKA, KOTOPBIM BBIIOJIHACT
IHACTAHIMOHHYI0 paboTy BpEMEHHO, IS BBIIONHEHHS MM TPYyJA0BoH (QyHKIHM Ha
CTaIMOHApHOM pabo4yeM MecTe WM BBIXOIAa Ha paboTy Takoro pabOTHHKA IO CBOEH
HHHNHATABE (MCKIIOYEHHME - Ciydan, ycraHoBieHHele cr. 3129 TK P®) s
BBITIOJTHCHUS UM TPYIOBOM QYHKIMA Ha CTAIIHOHAPHOM pabodyeM MecCTe.

10. YcaoBus omiaThbl TPyAa ANCTAHIHOHHOrO paboTHHKA

10.1. OmnaTa Tpyzna paboTHHKa IIpou3BoAuTCA coriacHo [IpaBunam BHYTpeHHETO
TPy 10BOTO pacriopsika u [Tonoxenuto 06 orurare Tpyaa padortaukos ObimecTsa.



11. Opranu3zanus Tpy/Aa AMCTAHIHOHHOIO pa0OTHHKA

11.1. Paboromarens obecreunBaer paboTHHKa HEOOXOMMMBIMH IS BBITOTHEHUA
TpyZOoBOM (YHKIME 00OpyZOBaHHEM, IPOTPAMMHO-TEXHUYCCKUMU  CPE/ICTBAMH,
CpeJCTBaMH 3allMTHl MHGOPMAIE W HHBIMH CpeiCcTBamMu (nanee - 06OpyHOBaHHE H
CpelcTBa).

11.2. K 060pyI0BaHUIO U CPEACTBAM OTHOCATCS:

- KOMIIBIOTED, B TOM YHKCIIe KOMIIBIOTEP-MOHOOIIOK;

- HOYTOYK;

- IUTHIIET;

- cMapTQoH;

- o(pUCHEIE ¥ WHBIE TIPOrPaMMBI;

- USB-Mozem;

- TIPUHTED;

- MDYV,

- pacxonHble Marepuaisl it MOV,

- KaHLEJSIPCKUE TPUHAIIEXHOCTH;

- HHOE.

11.2. TlepeueHs BblgaBaeMblx paboTHHUKY oOopynoBaHus M (MIH) CpPEICTB
OIpeleNsieT PYKOBOAMTENs mozpaszieneHus. OH I0JaeT MOKJIAIHYIO 3alHCcKy B
TeXHAYEeCKHH OTHAel B TedeHHe OAHOro pabodvero JHs Tocne npueMa paboTHHMKA Ha
NUCTAHI[MOHHYIO paboTy WM 3aKITIOYeHHS C HUM JOIOJHHUTEILHOTO COrJIAalleHHs O
BEIIIOJIHEHUH TPY/10BOM (PYHKIMH JUCTAHIHOHHO.
dopMa JOKJIAIHOM 3aMMCKN yTBEP)KAAeTCs IIPHKa30M I'€HePalbHOro JHPEKTOpa.

11.3. PaBoronarens 3HaKOMUT pabOTHWKa C TpeOOBaHMAMHU OXPaHBl Tpy/a IpH
pabote ¢ 06opynOBaHHEM H CPEJCTBAMM, KOTOPBIE PEKOMEHIOBAT HIH IPEOCTaBUII
paboTonaTes.

11.4. PaGoTHHK BIpaBe C COTVIACHS MJIM BeJloMa paboTojaTtells U B €ro HHTEpecax

UCIIONIG30BaTh Uil BBITIONHEHHS TPYOOBOM (QYHKIMU NpUHAJIEKAIIAE €My WIH
apeHJI0BaHHbIe UM 000pyaoBaHWe H (MIH) cpefcTsa. [0 Hayama WX HKCIIONB30BAHMA
paboTHUK 00sf3aH YBEJOMHUTH paboTozaTeNs, HAIpPaBHB yBEJAOMIIEHHE B MODSIKE,
yctaHoBineHHOM [lonioxernnem.
11.4.1. TTopsnok, CpOKH U pa3sMepPBLI KOMIIEHCAIWH 3a HCIIOJIB30BAHKE IIPHUHAUISKAIIUX
paboTHHMKY MM AapeHJOBaHHBIX WM o00Opy/oBaHWs M (MIM) CpPEeNCTB, a TakKe
BO3MEILEHMS PACXOIO0B, CBS3aHHBIX C UX WCIOIb30OBAHMEM, OINPENENSIOTCS TPYIOBBIM
JIOTOBOPOM (JIOTTOJTHUTENTEHEIM COTJIAIIIEHHEM).

12. TlopsiAoK BpeMEHHOT0 NepeBo/ia HA AHCTAHIHOHHYI0 padoTy
110 HHHOHATHBE paboTogaTe/isi B HCK/IIOYHTE/IbHBIX CIIy4asiX

12.1. PaGoTHUK MOXeET ObITH BPEMEHHO TICPEBEICH 10 MHHIMATUBE paboTopaTens
Ha JUCTAHIMOHHYIO paboTy Ha Ieprol HalWdHsi yKasaHHBIX B 4. 1 ct. 312.9 TK P®
00CTOSTENBCTB (CIIyUYaen).

12.2. Ilopsanok mepeBoaa, ykazanuoro B I. 14.1 Ilonoxenus, perimaMeHTHpYeTCH
IIOJIOXKEHHEM O BpPEMEHHOM IepeBojae PabOTHHKOB Ha IHCTAHIMOHHYIO paboTy IMmo
MHHIEaTHBe paboTomarens. Takoe MonmoKeHHE YTBEPXKIAETCS MPUKA30M T'eHepabHOro
IUpeKTopa.



13. OTBeTCcTBEHHOCTh IHCTAHIHOHHOTO Pa0OTHHKA

13.1. PaGoTHMK mpHBIeKaeTcs K  JAUCHUILUIMHADHOM M  MaTepHallbHOH
OTBETCTBEHHOCTH B 00IIEeM TopsnKe ¢ cobmoneHueM TpeboBanuil TpymoBoro xozpexca
PO.

14. Baxa0unTebHbIC MOJ0KEeHUS.

14.1. Hacrosimee Ilomoxkenuwe BeTyIlaeT B CHIIy C MOMEHTa €r0 YTBEPXKICHHUA
pykoBoauteneM ObmiecTsa.

14.2. AO «JAJIbBKOMXOJIO/I» obecreunBacT HEOIPaHWYEHHBIM JOCTYI K
HACTOAIIEMY JIOKYMEHTY.

14.3. Hacrosunee IlomoxxkeHwe HOBOAMTCA JIO CBeleHMs Bcex pabOTHHUKOB
TIePCOHAIIBHO MO POCIIHACH.

10.4. smeHenus ¥ JonoiaHeHus B Hactosmee [logoxeHne MOryT OBITH BHECEHBI
Ha OCHOBAHUH INpHKa3a pykoBoauteis ObinecTsa.

14.5. Ecnu B pe3ynbTare U3MeHeHHS 3akoHoparenbcTBa Poccuiickon Desepaivu
OTHETBHBIE CTATBH HAcTOAMETro [TomoKeHHS BCTYMHAKOT B MPOTUBOpedHEe ¢ 3aKOHOM,
yKa3aHHBIC CTAThH YTPAuMBAKOT CHJIy, H JO MOMEHTAa BHECEHHS WU3MEHEHUU W
IOTIOJHCHWK B Hacrosuee I[lomoXKeHHe NPHUMEHSIOTCS HOPMBEI 3aKOHOAATENIbCTBA
Poccuiickoit @enepanuu.

14.6. Ycnous Hactosiero ITonoxeHns 0 KOHQUACHIHAILHOCTH PacIpoCTPaHsaoOT
CBO€ JIEHCTBUE HA BCE JOKYMEHTHI, CO3/IaHHBIE O BCTYIICHHS €ro B 3aKOHHYIO CHILY, H
OTHeCeHHBle HacTosmuM [lojoxkeHWeM B 1mepedyeHb CBEISHWM, COCTABIIAFOIIMAX
KoMMepueckyro Taliny ObiecTsa.



