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HacTtosiwyto ¢oopmMy MOXHO pacnevaTatb M3 pegaktopa MS Word (B pexume pa3meTKkn CTpaHuu),
rae HacTpolika napameTpoB MPOCMOTPa W NnevyaTu ycTaHaBnMBaeTCs aBToMaTuyecku. [ina nepexoga B MS
LT

Word Haxmute kHonky &

PeKomeH,qyeM TakKe 03HAaKOMUTbCA C PyKOBOACTBOM MO BbIBOAY (POPM OTYETHOCTM Ha NeYaTb.

MpaBuna BHyTpeHHero TPyA0BOro pacnopsaaka

AnA paboTHMKOB

HacToswwe lNpaBuna onpenensioT BHYTPEHHUI TPYyAOBOW pacnopsaok

, NOPSIAOK Npuema Ha paboTy U yBONbHEHMWS

pa60THVIKOB, OCHOBHble 00513aHHOCTH pa60THVIKOB N agMUHUCTPpaUnn, pexmm pa6oqero BpeMeHN, a TakXke Mepbl
NOOLLPEHNS U OTBETCTBEHHOCTbL 3a HapyLUeHWe TPy40BOW ANCLMNIIMHDI.

1. Npuem Ha paboTy

1.1. Npuem Ha paboTy B NPOV3BOANTCS HA OCHOBAHUM 3aKITOYEHHOI0o

TPYLOBOrO [OroBopaA.

1.2. Mpun npneme Ha paboty agMUHMCTpaumsa obasaHa
B

I'IOTDEGOBaTb OT NocTynaruiero:

- npegbAaBneHna nacnopTa, yaoctoBepAaoLwero IMYHOCTb;

- NPefoCcTaBneHns TPYAOBOW KHUXKU, ODOPMITEHHON B YCTAHOBNEHHOM NOpsaKe,

- CTpaxoBOro ceuaetTenbCcTBa rocyaapCTBeHHOro NeHCUOHHOIo CTpaxoBaHUA,

- AOKYMEHTOB BOMHCKOTrO yyeTa - AN BOEHHOOGSA3aHHbIX U N, noafiexallyMx MnpusbiBy Ha BOEHHYHO
cnyxoy;

- aumnnoma WM MHOro AOoKymMeHTa O NoJlydYeHHOM 06pa3OBaHVIVI nnn AOKyMeHTa, noareepXXaatrollero
cneunanbHOCTb UK KBaJ'IVI(bMKaLWIIO.
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Mpviem Ha paboTy 6e3 ykasaHHbIX JOKYMEHTOB HE NMPOU3BOAUTCS.

Mpuem Ha paboTy odopmMnseTca NpUka3oM (pacrnopsbkeHMem) agMUHUCTPaunn, U34aHHbIM Ha OCHOBaHWK
3aKMNYEHHOro TPy40BOro A0roBopa, KOTopbii 06bsaBNsSeTcs paboTHUKY Nog pacnucky B TPEXAHEBHbIN CPOK CO OHS
noanvcaHusa TpyaoBoOro 4Oorosopa.

Mpu npueme Ha paboTy paboTHMKY MOXET OblTb YCTAHOBMEHO UCTbITaHNE NPOAOIKUTENBHOCTLIO He bonee
3 mecsaueB.

1.3. Mpu noctynneHun paboTHMka Ha paboTy unu nepeBoge e€ro B yCTAHOBMEHHOM Mopsiake Ha Apyryto
paboty AaMmmnHucTpauus oba3aHa:

- 03HAKOMUTbL PabOTHUKA C MOPYYEHHOW PaGOTOM, YCMOBUAMM U ONMaTol Tpyaa, pasbsCHUTL PaGOTHUKY
ero npaea 1 06A3aHHOCTY;

- 03HAKOMMWTb C NPaBUIaMn BHYTPEHHENO TPYAOBOrO Pacrnopsiaka;

- NMPOBECTU MHCTPYKTaX MO TexHuke 6e3onacHOCTW, MPOM3BOACTBEHHOW CaHUTapuu, NPOTUBOMOXaPHOMN
oxpaHe W ApyruM npaemnamM oxpaHbl TpyAa, pa3bscHUTbL 0683aHHOCTb MO COXPaAHEHMWI0 CBEAEHWUIA, COCTaBMSAOLLIMX
KOMMEPYECKYIO UK CNy>eBHyo TaliHy, OTBETCTBEHHOCTb 3a €€ pasrialleHue.

1.4. TlpekpalleHne TpydOBOrO A0roBopa MPOM3BOAMTCA TOMbKO MO OCHOBAHWAM, NPegyCMOTPEHHbIM
TPYyOOBbIM 3aKOHOAATENbLCTBOM PO,

PaboTHMK MMeeT npaBO pacToprHyTb TPYAOBOW AOroBop, npegynpeavB o6 3TOM aaMMHUCTpaUMO B
nMCbMeHHON ¢opme 3a ABe Hegenu. o MCTeYeHUM ykaszaHHOrO Cpoka npegynpexaeHuss o6 yBONbHEHUU
paboTHUK BnNpaBe npekpatuTb paboTy, a aaMuMHMUCTpaums obsisaHa BblgaTb €My TPYAOBYH KHWXKY C BHECEHHOM B
Hee 3anucbilo 00 yBONMbHEHUW, OpyrMe LOOKYMEHTbl, CBsi3aHHble C paboTol, MO MUCbMEHHOMY 3asiBIEHUIO
paboTHMKa U NPOM3BECTM C HMM OKOHYaTenbHbIA pacdeT. [NpekpalleHne TpyaoBOro AoroBopa odopMrsieTcs
NnprKasoM no nNpeanpusTuio.

Mo cornaweHnio mexay paboTHUKOM U agMUHUCTPaUMen TpyA0BOW A0roBop MOXeT ObiTb pacTOPrHyT U Ao
ncTeyveHns cpoka npeaynpexaeHns o6 yBoNbHEHUN.
3anmcu B TPYAOBYIO KHWXKY O NMPUYMHaxX npekpalleHns TPyAoBOro AOroBopa AOSMKHbI NMPOM3BOAMTLCS B

TOYHOM COOTBETCTBUM C chopmynupoBkamu TpypoBoro kogekca P® wnu mHoro depepanbHoro 3akoHa M co
CCbINKOWM Ha COOTBETCTBYIOLLME CTaTbio, MYHKT TpyaoBoro kogekca PO nnv nHoro dpeaepansHOro 3akoHa.

[HeM yBONbHEHUS cUMTaeTCs NocneaHun geHb paboThbl.

2. OcHOBHble 06A3aHHOCTM PaGOTHUKOB

2.1. [OJKHbI:
PaGoTtHukn

- 106pOCOBECTHO BLIMOMHATL CBOM TPYAOBble 06A3aHHOCTM, cobniogate TPYOOBY OUCLWMNIIMHY,
CBOEBPEMEHHO W TOYHO WCMOSMHATE PAaCMOPSKEHWUS agMUHUCTPaUMU U HEmMocpeACTBEHHOro PyKoBOAMTENS,
ucrnonb3oBaTth BCce paboyee BpeMs ANs NPOM3BOAUTENbLHOMO Tpyada, BO3AEPXMUBaTbLCA OT AEWCTBUM, MeLLatoLmnxX
APYTMM paBoTHUKaM BbINOSHATL UX TPYAOBble 06513aHHOCTY,

- Ka4eCTBEHHO U B CPOK BbIMNOJTHATb NPON3BOACTBEHHbIE 3a4aHNA N NOPYYEHUA,
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- cobnogatb TpeGOBaHVIH Nno OXpaHe Tpyaa, TeXHuUkKe 6e3onacHocTy, NPOW3BOACTBEHHON CaHUTapun,
rmrmeHe Tpyaa un NPOTUBOMNOXXapHOW OXpaHe;

- cogepxaTb cBoe pabouee MmecTo, obopymoBaHuMe W NpucnocobneHns u nepefaBaTb CMEHSAOLEMY
paboTHUKY B MOPSAAKE, YNCTOTE U UCMIPABHOM COCTOSIHUK, a Takke cobniogate YACTOTY B OTAENE 1 Ha Tepputopum
npeanpusiTus; cobnoaaTtb YCTaHOBMEHHbLIN NOPSA0K XPaHEHNA MaTepuanbHbIX LLEHHOCTEN U JOKYMEHTOB;

- BEpEXXHO OTHOCUTLCS K UMYLLLEECTBY paboTogaTtens u ApyrMx paGoTHUKOB;

- He pasrnawaTb OXpaHsAeMmylo 3aKOHOM TaunHy (FOCyAapCTBEHHYI0, KOMMEPYECKYIO, CrYyXeBHY0 U UHYI0),
CTaBLUY U3BECTHOW PabOTHUKY B CBA3W C UCMONTHEHNEM UM TPYAO0BbIX 06A3aHHOCTEN.

2.2. Kpyr o6si3aHHOCTEN, KOTOpble BbIMOMHSAET PabOTHMK MO CBOEW CcheuuanbHOCTU, KBanudukaumm,
OOMKHOCTU, onpeaensieTcs TpyaoBbIM OTOBOPOM, AOIKHOCTHON MHCTPYKLVEN.

3. OcHOBHble 06513aHHOCTU aAMUHUCTPaLUN

3.1. ADMuHMCTpaumsa obasaHa:

- cobnogatb TpyaoBOE 3aKOHOAATENBCTRO;

- NpeocTaBnTb PaboTHMKY paboTy, 06yCNOBEHHYO TPYAOBLIM AOrOBOPOM;

- obecneunTtb 6€30NacHOCTL TpyAa M yCroBus, oTBevaroLwmne TpeboBaHUAM OXpaHbl U TMrMeHbl TpyAa;

- obecneuynTb paGOTHVIKa 060py,D,OBaHVIEM, WHCTPYMEHTaMMU, TEXHUYEecKon ,D,OKyMEHTaLI,I/IeVI N UHbIMU
cpeacrtesamm, HeobxoanMbIMK ANst UCMOMNHEHUS UM TPYyAOBbIX obsi3aHHOCTEN;

- BbIMMauMBaTh NPUYNUTAIOLLYIOCA paboTHMKY 3apaboTHYHO NnaTy He pexe Yem Kaxable nonmecsiua:
yucra (3a nepByl MONOBUHY MecsaLa) 1 yucrna mecsiua, cneayowero 3a oTpaboTaHHbIM (OKOHYATESbHbIN
pacyeT 3a oTpaboTaHHbI Mecsl). B cnyyae coBnageHusi AHSA Bbinnatbl 3apaboTHOM nnaTbl C BbIXOAHLIM MIK
HepabouvM npas3gHUYHBIM OHEM 3apaboTHas nnarta BbiNfadvMBaeTCA HakaHyHe BbIXOAHOIO WM Hepabouero
NpasgHUYHOro OHS;

- cnocobctBOBaTh pabOTHWMKaM B MOBLILWEHWM UMM CBOEW KBanudUKaLMu, COBEPLUEHCTBOBAHUM
NpogeccrMoHanbHbIX HaBbIKOB.

3.2. ADMVHMCTpaUNsl CTPEMUTCS K CO34aHUI0 BbICOKOMPOGECCUNOHANBHOIo paGOTOCI'IOCO6HOFO Konnektuea,
pPasBUTUIO KOPMOPaTMBHBIX OTHOLLEHMWI BHYTPU npeanpuatmna, noBbllLEHUKD 3aMHTepeCOBaHHOCTU Ccpeau
pa6OTHVIKOB B Pa3BUTUN U YKpeNNeHUn AeAaTeNbHOCTU NpeanpuaTus.

4. Pabo4yee BpeMA 1 BpeMA oTAbIXa

41. B cooTBeTCTBMM C [OENCTBYIOLMM 3aKOHOAATENBbCTBOM Ha MpeanpusTuM  ycTaHaBnuBaeTcs
naTugHeBHaa paboyas Hedenst ¢ ABYMsSI BbIXOAHbIMM OHsMM - cy660Ta M BOCKpeceHbe. [MpOoaormKUTENBHOCTD
pabouyero BpemeHu coctaBnsieT 40 4acoB B Hegenio.
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paduk paboTbl, onpefensoWwmUin Hayano exedHeBHOM paboTbl, BpeMsi 00edeHHOro rnepepbiBa U
OKOHYaHWe paboyero [AHs, yCTaHaBnuBaeTcs ANs pabOTHUKOB MPeanpusiTUs C YYeTOM MpPOW3BOACTBEHHOM
OesTenbHOCTU, YTBEPXXAaeTCs aagMUHUCTPaLNE.

MpopgomkmTenbHOCTe pabovero OHA UMM CMEHbl, HENoCPeACTBEHHO NpeALlecTBYyOWMX Hepaboyemy
npasgHUYHOMY OHI0, YMEHbLUAeTCs Ha O4MH Yac.

4.2. Pabota Ha npeaonpunatmm He npoun3BoguTCA B Mpa3gHUYHbIE [OHW, YCTaHOBIEHHble TPy4OBbIM
3akoOHOOaTes1IbCTBOM.

I'Ipm coBnageHnn BbIXOOAHONoO W npasgHU4YHOro OHen nepeHoC BbIXOAHOINo0 AOHA OCyllecTBndAeTca B
COOTBETCTBUN C TPYAOBbIM 3aKOHO4ATENbCTBOM.

4.3. OHepe,lJ,HOCTb npenocrtaBieHna  OTNyCKOB  yCTaHaBIIMBaeTCA agMUHUCTpaumen ¢ y4yeToMm
NPOn3BOACTBEHHOMN HeOoOX0AMMOCTHU 1 NoXenaHuin pa60THVIKOB.

[MpogomKkMTensLHOCTE  €XerogHoro  OonnadyvBaemMoro  OoTnycka Ans  Bcex paboTHWKOB — cormacHo
OeNCTBYIOLEMY 3aKkoHOAATENbCTBY yCTaHaBnMBaeTCd He MeHee 28 kaneHaapHbix AHen. [lo cormacoBaHuio €
agMUHMCTpaumen paboTHMKY MOXeT ObiTb NpeaocTaBneH AOMNOMHUTENbHBIM OTNyCcK 6e3 coxpaHeHus 3apaboTHoun
nnaTtbl.

5. MNoowpeHunsa

5.1. 3a obpa3uoBoe BbINOMHEHWE TPYAOBbIX 00s13aHHOCTEW, MOBbILIEHWE MPOU3BOAWUTENBHOCTU Tpyaa,
ynyJylleHne KayecTBa NPOAYKUMM, MPOOOIKUTENbHYIO M GesynpeyHyio paboTy M Opyrue ycnexu B Tpyde
NPUMEHSIIOTCS crefytoLme Mepbl MOOLLpPeHUsi pabOTHUKOB:

- 0b6bsBNeHMe GnarogapHocTy;

- BblAa4va npemuu;

- HarpaxxgeHue LieHHbIM NoAapKoM;

- 3aHeceHne B KHMI’y no4yeTa, Ha ﬂOCKy noyera.

MoowpeHnsa 06bABNAIOTCA NPUKa3oM, JOBOASTCA 4O CBEAEHNSA BCEro KOMMEKTUBA 1 3aHOCATCS B TPYAOBYIO
KHWXKKY paboTHMKa.

6. OTBEeTCTBEHHOCTb 3a HapyLleHUe TPYyAOBOM ANCLUNIUHBbI

6.1. HapyLueHVle pr/J,OBOVI ONCUUNIIUHBI, T.€. HEeUCnonHeHne unn HeHaanexallee UCrnosiHeHne no BuHe
pa6OTHVIKa BO3JMTOXKEHHbIX Ha Hero TpyaoBbIX obsizaHHOCTEN, Bne4yeT 3a cobon npumMeHeHne wmep
ancuunnimHapHoro wmnmn 0o6OLLEeCTBEHHOIrO BO3OENCTBMSA, a Takke NpuMeHeHne WHbIX Mep, npenyCcMOTPEeHHbIX
ﬂeﬁCTBymLul/lM 3akoHOOaTeNIbCTBOM.

6.2. 3a HapyleHne TPyAOBOW OAUCLMMINHLI aAMUHUCTPAUMS MPUMEHSIET creayrolme AUCUMNIMHapHbIe
B3bICKaHUSA:
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- 3aMeYaHune;

- BbIFOBOP;

- YBOJIbHEHME NO COOTBETCTBYOLLUM OCHOBaHUAM.

YBOMbHEHNE B KayecTBe AUCUUMNIIMHAPHOIO B3bICKAHUS MOXET ObITb npuMMEeHeHO 3a HeOOHOKpaTHOoe
HeuncnosmnHeHme paﬁOTHVIKOM Oe3 YBaXUTEJbHbIX NPUYUH  TPYOOBbIX obs3aHHOCTEN, €ecnM  OH WUMeeT
ancunnnnHapHoe B3blCKaHUe.

6.3. OucumMnnuHapHble B3biCKaHUS MPUMEHSIIOTCA pyKoBOAMTENEM npeanpusatus. AOMUHUCTPaUUs nMeeT
NpaBo BMECTO HANOXEHWUs AUCLMNINHAPHOIO B3bICKaHWS NepefaTth BOMPOC O HApYLLUEHWW TPyAOBOW AUCLMNIINHDI
Ha paccMOTpPEeHWe TPYAOBOroO KOMNMEKTMBA.

6.4. [lo HanoxeHns B3bICKAHWA OT HapyLKUTENs TPYAOBOW AWCUMNMWHBI AOMKHbI ObiTb 3aTpeboBaHbI
06bscHeHus B nucbMeHHoM dopme. B cnyvae oTkada paboTHuka AaTb ykasaHHoe obbACHeHWe cocTaBrsieTcs
COOTBETCTBYIOLUWI aKT.

OTkas paGOTHI/IKa naTb 06bACHEHMS HE MOXET CNy>XUTb NpenaTcTBnemM Onsa npuMmeHeHnUsA B3blCKaHUA.

AvicumnnmMHapHoe B3biCKaHME NPUMEHSIETCS HE MO34HEeEe OOHOro Mecsila co AHSA oBHapyXXeHWUst MPOCTYKa,
He cuuTasi BpeMeHn bonesHu paboTHuka, npebbiBaHUSA ero B OTNycKke, a Takke BPeMeHU, HEOOXOAMMOro Ha y4eT
MHEHWS NPeACTaBUTENbHOIO opraHa paboTHUKOB.

OvcunnnuHapHoe B3bICKaHWE He MOXET ObiTb NPYMEHEHO MO3OHEE LUECTV MECSALEB CO AHS COBEpLUEHMS
MpocTynka, a no pesynbTataM PeBu3vK, NPOBEPKU (OMHAHCOBO-XO3AUCTBEHHON AEATENBHOCTV UMK ayauTOPCKON
MPOBEPKY - NO3OHEE ABYX NET CO [JHSA €ro COBEPLUEHNS. B ykasaHHble CpoKkM He BKMIOYAETCs BPeMsl MPOU3BOACTBA
Mo YrorfioBHOMY AEny.

3a Kaxabli AUCUMNIMHAPHBLIA NPOCTYNOK MOXET OblTb MPUMEHEHO TOMbKO OAHO AMCLMMIMHApHoe
B3bICKaHMe.

6.5. Mpukas (pacnopsikeHne) paboTogaTens O NPUMEHEHUN OUCLMMIIMHAPHOIO B3biCKaHWUS 00bsABRSETCA
paboTHUKY Mof, pacnucky B TedeHWe Tpex pabouvx OHen co OHst ero m3gaHus. B cnyyae oTkasa paboTHuka
noAanucaTb Yka3aHHbIA NPUKa3 (pacnopsikeHne) COCTaBNsAeTCA COOTBETCTBYHOLLNIA aKT.

6.6. Ecrnn B TeyeHue roga co OHA MPUMEHEHUST OUCUMMIMHAPHOIO B3bICKaHUA paboTHUMK He Oyaer
NOABEPrHYT HOBOMY [AWUCLMMNIMHAPHOMY B3bICKAHUIO, TO OH CYUTaeTCsl He MWMEKLWWUM AMCLMNIMHAPHOro
B3biCKaHus. B TeuyeHne cpoka [eWcTBMS OUCUMNIMHAPHOTO B3bICKAHWS Mepbl MOOLIPEHUs, yKa3aHHble B
HacToswwmx MNpaBunax, K paboTHUKY HE NPUMEHSIIOTCSI.

Pa60To,anenb A0 NnctevyeHnd roga co AHA NpUMeHeHna gUCUUnITIMHApHOro B3biICKAHUA MMEET NpaBO CHATb
ero c paboTHMka no CcoOOCTBEHHOW WHUUMaTMBE, Mpocbbe camoro paboTHMKa, XxogaTamcTBy €ro
HenocpeacTBEHHOMO PYKOBOAMTENS UMW NPEACTaBUTENbHOrO opraHa paboTHUKOB.

6.7. C npaBunamu BHYTPEHHEro pacrnopsaka A0MKHbI GbiTb 03HAKOMIIEHbl BCe PaBGOTHUKW NpeanpuaTus.
PaboTHMKM 06si3aHbI B CBOEW NoBCeaHeBHOWM paboTe cobnofaTh NOPSAOK, YCTaHOBIIEHHbIM NpaBunami.

NpaBuna BHYTPEHHEro TpyaoBOro pacnopgaaka (npumepHasa dopma) (MctouHuk: UCC
"TEXSKCIEPT")
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