enntllactcnm MNMPO®ECCUOHATNBHOE
COCTABJIEHUE JOrOBOPOB
NMPABUNA

BHYTpeHHero TpyaoBoro pacnopsaka ana pa6OTHMKOB 3aKpbITOro akyuuoHepHoro obwecTBa

HacTtosiwue MNMpaBuna onpeaensitoT BHYTPEHHUI TPYAOBOW pacnopsiaok B 3AO

« », MOPSAOK Mpuema 1 yBosibHeHWUsi pabOTHUKOB, OCHOBHbIE
0653aHHOCTM pabOTHUKOB M aAMUHUCTPAaLIMK, PeXMM paboyero BpeMeHn 1 ero UCNonb3oBaHue, a
Takke Mepbl NOOLLPEHNs 3a ycnexn B paboTe n OTBETCTBEHHOCTb 3a HapyLUeHne TPYLOBOWN
ONCUUNINHBI.

1. MPUEM HA PABOTY

1.1. Nprem Ha paboTty B OBLLECTBO NPOU3BOAUTCS HA OCHOBAHUM 3aKMOYEHHOIO TPYAOBOro JOroBopa
(koHTpakTa) o pabote B 3A0 « ».

1.2. Mpwu npueme Ha pa6oTty B O6LECTBO agMUHUCTPaLUs obsi3aHa NoTpeGoBaTh OT MOCTYNALWEro:
e npedocTaBreHust TPYAOBOW KHIKKM 0OPMIIEHHON, B YCTAHOBEHHOM MOPSAAKE;
e MpeabsBMeHus nacrnopTa, YA0CTOBEPSIOLLEro NUYHOCTb;

e unryiomMa Ui MHOro AOKymMeHTa O NoJyiy4eHHOM O6pa3OBaHVII/I nnn AoOKyMeHTa noareepXxaatoLlero
cneunanbHOCTb U KBaJ'II/Iq.)VIKaLI,I/IIO.

Mpuem Ha paboTy 6e3 ykasaHHbIX JOKYMEHTOB He npon3BoanTcs. B uensx 6onee nonHoOM OLeHKM
npodeccrmoHanbHbIX U AEeN0BbIX KAYECTB NPUHUMAEMOro Ha paboTy paboTHMKa agMUHUCTpaLns
Ob6LecTBa MOXET NPeAnoX Tb eMy NPeACTaBUTb KpaTKyH0 MUCbMEHHYI0 XapakTepUCTUKY (pestome)
BbIMOJHAEMOW paHee paboTbl, yMEHNE NONb30BaTbCA OPITEXHUKOMW, paboTaTb Ha KOMMNbIOTEPE U T.4.
Mpuem Ha paboTy B O6LLECTBO OCYLLECTBMASETCH, Kak NPaBuio, ¢ NPOXoX4eHNeM UCTbITaTeNbHOro
CpoKa NpoAoSKNTENbHOCTBLIO OT 1 A0 3-x MecsueB. [Mprem Ha paboTy ochopmnseTcs MpUKasom,
KOTOpbI 06bABNSETCSH paboTHMKY NoA pacnucky. PakTUYeckum AonyckoMm K paboTe cuntaeTcs
3aKnyeHne TPyAoBOro 4OroBopa, He3aBUCUMO OT TOro, Bbin v NpuemM Ha paboTy oopmneH
Hagnexawym obpasom.

1.3. Mpwu nocTynneHnn paboTHMKa Ha paboTy UMK NepeBoAe ero B yCTaHOBNEHHOM Mopsiake Ha
Apyryto paboTy agMUHUCTpaLnsa obsisaHa:

e O0O3HAKOMMUTb €ro C Nopy4eHHoN paboTon, yCrnoBMSAMU 1 ONnaTon Tpyaa, pa3baCHUTL paboTHKKY ero
npasa 1 0693aHHOCTY;

e 03HaKOMUTb C MpaBuUNaMu BHyTPEHHEro TPYAOBOro pacnopsaka;

e POBECTM MHCTPYKTaX MO TexHUKe Ge3onacHOCTU, MPOU3BOACTBEHHOW caHUTapuu,
NPOTMBOMOXAPHOW OXpaHe ¥ ApYrMM npasuiam oxpaHsl Tpyaa, 1 06 06S3aHHOCTU N0 COXPaHEHUIO
CBeieHUiA, COCTaBMSAOLLMX KOMMEPYECKYIO UK CrykebHyto TaiHy O6LLecTBa U OTBETCTBEHHOCTM 3a
ee pasrralleHune unu nepegavy apyruM nuuam.

1.4. lNpekpalyeHre Tpy4oBOro 4OroBopa MOXeT MMEeTb MECTO TOSMbKO MO OCHOBaHUSM,
npeaycMOTPEHHbIM TPYAOBbIM 3aKOHOA4ATENbCTBOM. PaboTHMK MMeeT NpaBo pacToOprHyTb TPYAOBOW
AOroBOP, 3aKIIOYEHHbIN, Ha HeonpedeneHHbI CPOK, Npedynpeams 06 9T0 aAMUHUCTPaLMIO 3a ABe
Hegenw. Mo ncTeveHnn ykasaHHOro cpoka npeaynpexaeHuns ob yBonbHeHUN, paboTHUK BNpaBe
npekpaTuTb paboTy, a agMUHUCTpaLns obsi3aHa BblAaTb My TPYLOBYO KHVXKKY M MPOU3BECTU C HAM
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pacyeT. 1o JOroBOPEHHOCTU MeXxay paboTHMKOM WU agMUHUCTPAaLMEN TPYAOBOW JOTOBOP, MOXET
ObITb, PACTOPrHYT B CPOK, O KOTOPOM MPOCUT PabOoTHUK. CPOYHbIN TPYOOBOW AOrOBOP NOASEXUT
pacTopXXeHMo AOCPOYHO No TpeboBaHuio paboTHMKa B cnyyae ero 60ne3Hn unm MHBanuaHoCcTw,
NPensATCTBYIOLLMX BbINOSIHEHNIO paboThl MO AOroBOPY, HAPYLUEHWUS aaMUHUCTpaLnei
3aKoHO4aTenNbCTBa O TPYAE, KONMMEKTUBHOIO UMM TPYAOBOro JOrOBOPA M MO APYrMM YBaXKUTENbHbIM
npuyvHam NpeaycMoTPeHHbIM AENCTBYOLWMM TPYAOBLIM 3aKkoHOA4ATENbLCTBOM. MpekpalleHune
TpygoBoro gorosopa ogopmnsieTcs npukasom no O6wecTtsy. B oeHb yBONbHEHUS agMUHUCTpaLmns
006s13aHa BblgaTb PabOTHUKY €ro TPYAOBYO KHUXKKY C BHECEHHOW B HEE 3amnucbio 06 YBONIbHEHMM U
NPOU3BECTU C HAM OKOHYaTESbHbI pacyeT. 3anncu 0 NpUUnHax yBONIbHEHUS B TPYAOBYH KHUXKKY
OOJDKHbI MPOU3BOANTCS B TOYHOM COOTBETCTBUM C (hOPMYITMPOBKON AENCTBYHOLLETO
3aKOHOAATENbCTBA U CO CChISTKON Ha COOTBETCTBYHOLLYHO CTaTbHO, MYHKT 3aKkoHa. [JHEM YBOSbHEHMS
cuMTaeTcs NocneaHun aeHb paboTbl.

2. OCHOBHbIE OBA3AHHOCTU PABOTHUKOB

2.1. PaboTHMKM 3aKpbITOro akLMOHEpHOro obLLecTBa « » JOIMKHbI:

e [00OpPOCOBECTHO BLIMNOMHATL CBOM TPYAOBble 06513aHHOCTH, cOBnoAaTh TPYAOBYHO AUCLMUMIIVHY,
CBOEBPEMEHHO N TOYHO UCTIONHATL PACNOPSKEHUS aAMUHUCTPALIMM U HEMOCPEACTBEHHOMO
pyKOBOOUTENS, UCMONb30BaTh BCce paboyee BpeMs A5 NPOU3BOAUTENBHOIO TpyAa;

e Ka4yeCTBEHHO M1 B CPOK BbIMOJIHATb MPOMU3BOACTBEHHbIE 3a4aHNA 1N NOPYyYHEeHUS, paﬁOTaTb Hag
NnoBbILLEHNEM CBOEIo ﬂpO(*)eCCVIOHaJ'IbHOI'O YPOBHA;

e oaaepXuBaTtb YACTOTY M MOPSSOK Ha CBOeM paboyem mecTe, B CryXebHbIX 1 Apyrnx
nomeLLleHnsx, cobniogaTe YCTAHOBMEHHbIN MOPSOOK XPaHEHUS OKYMEHTOB U MaTepuanbHbIX
LIeHHOCTEeW;

e 3(PEKTMBHO MCNONb30BaTb NEPCOHAbHbIE KOMMbIOTEPbLI, OPITEXHUKY M Apyroe o6opynoBaHue,
SKOHOMHO U paLMOHanbHO pacxoaoBaTb MaTepuarnbl U SHEPTUIO, ApyrMe MaTepuarbHble pecypchbl;

e cobntofaTe HOPMbI, MpaBUa Y UHCTPYKLMK MO OXpaHe Tpyaa, NPOU3BOACTBEHHYO CaHUTAPWIO,
npaBwuna NpoTUBOMNOXapHO Ge3onacHoCTy;

e He MCnonb3oBaTb AN BbICTYNNEHUN 1 NyGnmkaumin B CpeacTBax MaccoBon MHopMaLmm, Kak B
Poccun, Tak 1 3a pybexxom, CBeAEHUN, NONyYEHHbIX B CUITY CYXeBHOro NonoXeHus, onpeaeneHHbIX
crneunanbHbiMu okymeHTamu ObLLecTBa, kak Kommepyeckas (cnyxebHas) TaviHa, pacnpocTpaHeHve
KOTOpOM MOXET HaHecTu Bpea O6LLeCTBY nnn ero paboTHUKaM.

2.2. Kpyr 0653aHHOCTEN, KOTOPbIE BbIMOSHSAET KaXabl pabOTHMK NO CBOEW CNeLmanbHOCTH,
KBanMdukaumm, OOMKHOCTU, onpeaensieTcs TPyAOBbIM JOTOBOPOM U AOIHKHOCTHOW MHCTPYKLMEN.

3. OCHOBHbIE OBA3AHHOCT AOMUHNCTPALUUN
3.1. AoMuHuCTpaLms obsasaHa:
e cobntogaTtb 3aKkoHOOATeNbLCTBO O TPYAE;

e [paBUiibHO OpraHM3oBaTb TPya pa6OTHl/IKOB Ha 3aKpensieHHbIX 3a HUMUA pa6quM|/| MecTaMm,
obecneynB HeobXxoaANMbIMA NnpUHaAANeXHoCTAMnN n OpFTeXHMKOVI, co3aaBad 340poBbie U Oe3onacHble
ycnosuda Tpyaa, COOTBETCTBYHOLLME NpaBuiiam no oxpaHe Tpyana (TeXHI/IKe GesonacHocTy,
CaHUTapPHbIM HOpMaM, NMPOTUBONOXapPHbIM npanmaM);
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e obecneuymBaTb CTporoe cobrnoaeHne TpyaoBON AUCUUMNIIMHBI, MPUMEHSITE Mepbl BO3AENCTBUS K
HapyLwuTensam TPYAOBOW ANCLMUMIUHGI;

e cobnwogaTtb OroBOpEHHbIE B TPYAOBOM OOroBOpe yCrioBud onyiathbl Tpyaa, BblAaBaTb 3apa60THy}0
nnaTty B YCTAaHOBJIEHHbIE CPOKU;

e crnocobcTBoBaTb paGOTHVIKaM B MOBbILLEHWM MU CBOEN KBaJ'IVI(bVIKaLI,VIVI, coBepLueHCcTBOBaHUN
I'IpO(beCCVIOHaJ'IbeIX HaBbIKOB;

3.2. ALI,MVIHVICTpaLI,VIFI, OCyLlleCTBJ1AA CBOU 06s13aHHOCTH, CTPEMUTCA K CO30aHUNI0
BblCOKOI'IpO(*)eCCI/IOHaJ'IbHOFO paGOTOCI'IOCOGHOI'O KOJJieKkTuBa, pa3BUTUKO KOPNOPAaTUBHbIX OTHOLLEHWI
cpean pa6OTHVIKOB NX 3anHTEpPEeCOBaHHOCTU B Pa3BUTUN N YKPENNEHNUN OEATENIBHOCTU ObuecTra.

4. PABOYEE BPEMA U BPEMA OTAbIXA

4.1. B cooTBeTCTBUM C AENCTBYIOLMM 3aKOHOA4ATENbCTBOM AN paboTHmkoB ObLiecTBa
yCTaHaBnMBaeTcsa NAaTuaHeBHas paboyas Hegens NPOAOIPKUTENbHOCTLIO 40 YacoB ¢ ABYMS
BbIXOQHbIMU AHAMU ( ). Havyano
exefHeBHOM paboTbl, BpeMs 06eeHHOro nepepbiB U OKOHYaHUe pabovero AHSA ycTaHaBNMBaeTCs
Ansa paboTtHukos ObLLecTBa C y4E€TOM ero NpoM3BOACTBEHHOW AEATENbHOCTU M onpeaenseTcs
rpadgpmkamm paboThbl, yTBEpXAaembiMn agMuHncTpaumen Oblwectsa. HakaHyHe npasgHUYHbIX OHEN
NPOAOIMKMTENbHOCTL PaboTbl cokpaluaeTcs Ha 1 vac.

4.2. B cooTBeTCTBMM C 3aKOHO4ATENBCTBOM O Tpyoe pa60Ta HE Npon3BoanTCA B crnenywuime
npasgHn4YHble OHW:

Mpu coBnageHUn BbIXOAHOMO U NPa3AHUYHOIO AHE BbIXOAHOW AeHb
nepeHoCUTCS Ha criedytoLLmnii nocne npasgHUYHoro pabounii AeHb.

4.3. O4epeOHOCTb NPeaoCTaBeHNs OTMYCKOB YCTaHABMMBAETCA aAMUHUCTPALMEN C YYETOM
NPOV3BOACTBEHHOW HEOOXOANMOCTU U NoXenaHui paboTHUKOB. MpoaomMKUTENBHOCTb EXXKErogHoro
onfia4ynBaemMoro oTrnycka Ans Bcex paboTHMKOB COrnacHo AeNCTBYIOLEro 3akoHo4aTenbLCTBa
yCTaHOBIMeHa He MeHee 24 pabounx gHEN.

4.4. PaboTtHrkam OGLLecTBa Npu yxoae B o4epeHoii OTrNycK BblgaeTcs eAMHOBpeMeHHoe nocobue B
pasmepe Mecs4YHOoro oknaaa.

5. NOOLWPEHUA 3A YCINEXU B PABOTE

5.1. 3a BbIcOKONpOdeCcCnoHanbHoe BbIMOMTHEHNE TPYA0BbIX 06513aHHOCTEN, NOBLILLEHNE
NPON3BOAMTENBHOCTY TPyAa, NPOACIDKUTENBHYIO0 1 6e3ynpeyHyto paboTy 1 apyrue ycnexu B Tpyae
NPUMEHSTCA creaytolime Mepbl noolpeHns paboTHukos ObLecTBa:

e 00bsIBNEeHWe brnarogapHocTy;
e Bblaya npemuu;
e HarpaxieHue LeHHbIM NoA4apKOM.
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MooLpeHns 06bABNAIOTCS NPUKA30M, JOBOAATCHA A0 CBEOEHUS KOMMEKTUBa 1 3aHOCATCSA B TPYAOBYHO
KHWKKY paboTHuKa.

6. OTBETCTBEHHOCTb 3A HAPYLUEHUE TPYOOBOW AUCLUUNMNUHDI

6.1. 3a HapyLleHWe TPyaoBOW AUCLUNIUHBI aAMUHUCTPaLUS NPUMEHSET criedytoLime
AVCLMMIMHaPHbIE B3bICKAHUSA:

e 3aMeyvaHune;

BbIrOBOD;

e CTPOrni BbIrOBOP;

yBOJIbHEHUE.

YBONbHEHME MOXET ObITb NPUMEHEHO 3@ CUCTEMATUYECKOE HEUCTIONHEHNE PaboTHMKOM 6e3
YB@XMUTEbHbIX MPUYNH 00S3aHHOCTEN, BO3NOXEHHbBIX HA HEro TPYAOBBLIM JOTOBOPOM M NpaBunaMmm
BHYTPEHHEro TpyAOBOro pacrnopsigka, ecnu kK paboTHUKY paHee NPUMEHSANNCH Mepbl
AVCLUMNITMHAPHOTO B3bICKaHWS, 3@ Nporysn (B TOM yucrne 3a OTCyTCTBME Ha paboTe Bornee 3-x 4acos B
TeyeHne paboyero aHs) 6e3 yBaXknTenbHbIX NPUYUH, 3a NOSIBNIEHNE HA paboTe B HETPE3BOM
COCTOSIHVMM UNN B COCTOSTHUN HApPKOTUYECKOTO UITN TOKCUYECKOrO OMNbSHEHUS, @ TaKkKe 3a COBEPLUEHME
no MecTy paboTbl XULLIEHUS (B TOM YMCME MENKOro) rocyiapCTBEHHOrO U OOLLECTBEHHOTO,
MMYyLLIECTBA YCTAaHOBEHHOrO BCTYMMBLLMM B 3aKOHHYO CUIy MPUrOBOPOM Cya UM NOCTaHOBIIEHNEM
opraHa, B KOMMNETEHLMIO KOTOPOro BXOAMUT HaNOXeHNe agMUHUCTPATUBHOMO B3bICKAHWUS UMK
NPMMEHeHNs Mep 00LLECTBEHHOIO BO34ENCTBUSI.

6.2. ,D,VICLI,VIHJ'IVIHaprIe B3bICKaHUA NMPUMEHAKTCA PyKOBOOCTBOM O6uwecTBa. A,ElMVIHVICTpaLlMFI nMeeT
npaBo BMECTO HarnoXXeHnAa JUCUunniimHapHoOro B3bICKaHUA nepeaatb BOMNPOC O HapyLIeHnn prﬂ,OBOVI
OncumniinHbl Ha pacCMOTpeHUe TPpyaoBOro KoJueKkTmea.

6.3. [lo HanoXeHus B3bICKaHWSA OT HApyLLUMTENs TPYLOBOW OUCLUMIMHBI AOMMKHbI ObiTh 3aTpeboBaHbI
06bsicHeHnsi. OTka3 paboTHMKa AaTb OObACHEHUS HE MOXET CMYXXWUTb NPENATCTBMEM OIS
npuMeHeHus B3blCKaHUA. JucumnnnmHapHble B3bICKaHUSA MPUMEHSIOTCA HEMOCPEACTBEHHO 3a
OBHapyXeHnem MpocTyrnka, HO He MO34Hee OO4HOro Mecsila Co AHS ero obHapyXeHus, He cumTas
BpeMeHu 6onesHu unu npebbiBaHusa paboTHMKa B OTnycke. BabickaHe He MOXET ObITb HANOXEHO
no3gHee LWeCT MeCsLEeB CO AHSA COBEPLUEHNs NPOCTYyrKa, a no pesynbTataMm peBr3un nnm NpoBepKu
PUHAHCOBO-X03ANCTBEHHOMN AEATENBHOCTU — He No3Hee ABYX JeT CO [HA ero coBepLueHus. B
yKasaHHble CPOKM He BKIoYaeTCs BpeMsi NPOM3BOACTBA MO YrorloBHOMY Aeny.

6.4. 3a kaxaoe HapyLLeHne TPYAOBOW OUCLUMIIMHBI MOXET ObiTb HANOXeHO TONbKO OA4HO
AVcuMnNIMHapHoe B3bickaHue. Mpu HanoXxeHnn AUCUMNIMHAPHOTO B3blCKAaHUS OOMKHbI YYUTbIBATHCS
TSKECTb COBEPLUEHHOIO MNPOCTYMNKa, 06CTOSATENBCTBA, NPY KOTOPbIX OH COBEPLLEH, NPEALLIECTBYOLLAs
paboTa 1 noBeaeHne paboTHUKA.

6.5. Mprka3 o NPUMEHEHUM ANCUMMITMHAPHOIO B3bICKAHUSA C YKa3aHWeM MOTMBOB €ro NpUMeHeHus
o0b6baBnseTcs (coobliaeTcsi) paboTHUKY, NOABEPrHYTOMY B3bICKAHWIO MO PacrycKy B TPEXAHEBHbIN
CPOK.

6.6. Ecnn B TeyeHne roga co gHSA Co HSA NpUMEHEeHNA AncumMniIMHapHOro B3blCKaHUA paGOTHI/IK He
6y,u,eT noaBeprHyT HOBOMY AUCUUNTTIMHAPHOMY B3blICKaHUKO, TO OH CHMTAETCA He nogBeprinmcd
ancumniinHapHoOMY B3bICKaHUIO. ﬂI/ICLI,MI'IJ'II/IHapHOB B3bICKaHNE MOXET ObITb CHATO aLI,MMHVICTpaLI,I/IeVI
no cBoeun nHmumaTmee, no XOD,aTaVICTBy HenocpenCcTtBeHHOro pykoBoanTernd nnn Tpyagosoro
KonrnekTtuea, ecrm I'IOD,BepFHyTbIIZ ancumniinHapHoOMY B3bICKaHUKO HE COBEPLUMIT HOBOIo NpocCTynka n
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nposiBun cebsi kak 4OGPOCOBECTHBIN PabOTHUK. B TeueHne cpoka AeNCTBUS AUCLUNIIMHAPHOMO

B3bICKaHNA MepPbl NMNOOLWPEHUA, YKa3aHHblE B HACTOALLNX I"Ipanu'lax, K pa60THVIKy HE NMPUMEHAIOTCA.

6.7. C npaBmnaMm BHyTpPEeHHEro pacrnopsaka AoIkHbl ObiTb 03HAaKOMIEHbI Bce paboTHMkM O6LLecTBa,
KoTopble 06si3aHbl B CBOE NoBceaHeBHON paboTe cobrtoaaTe NOpsAoK YCTaHOBIIEHHbIV NpaBuiamm.
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