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CAPATOB ¢
NMPABUJTIA BHYTPEHHEIO TPYOOBOI'O PACMNOPAOKA
OnA PABOTHUKOB OO0 «Akapgemus BrogxxeTHoro Yuyéta»

Hactoawue [lpaBuna onpegensawT BHYTPeHHUA TpydoBon pacnopsgok B OO0
«Akagemuna brogkeTHoro Ydyéta», nopsgok npuema Ha paboTy UM yBOSIbHEHUS
pabOTHMKOB, OCHOBHble 06A3aHHOCTU PaBOTHMKOB WU afMUHUCTPaLMK, pexum pabodero
BPEMEHW, a Takke Mepbl MOOLPEHUS U OTBETCTBEHHOCTb 3a HapyLleHwe TpyaoBOW
ONCLUUNIINHDI.

1. Mpuem Ha paboTty

1.1. Mpuem Ha paboty B OO0 «Akagemuna brogxeTHoro Yyéta» npousBoguTca Ha
OCHOBaHWUW 3aKMOYEHHOro TPYL4OBOIro OroBopa.

1.2. Tlpn npmeme Ha pabory B OO0 «Akagemuna brogkeTHoro Ydétay
agMunHUCTpaunsa obsasaHa notpeboBaTb OT NOCTyNatoLLEro:

e MpeabABIIEHNA NacnopTa, yagoctoBepAtoLwero JIM4YHOCTb;

e NpefoCTaBNeHns TPYLOBOM KHUXKKU, OCOOPMIIEHHOM B YCTaHOBNEHHOM nopsigke (B
cnyyae, ecnn paboTHWK Bblbpan BefeHVWE TPYOOBOW KHWXKKAM Ha OymakHOM
HocuTene);

e CTpaxoBoro cenaeTesribCTea rocygapCrBeHHOro nNeHCMOHHOIo CTpaxoBaHuA;
o VIHH;

e [JOKYMEHTOB BOMHCKOrO y4eTa - Ans BOEHHO00S3aHHbIX M Nul, noanexawmx
Npu3bIBY Ha BOEHHYO CryX0y;

e aAunsioMma Ui MHOro AOoKymMeHTa O NnoJsiy4YeHHOM o6pasoBaH|/||/| nnnm AOOKYMEHTa,
noarsepxgarwwero crneunarnbHOCTb U KBaJ'II/ICbI/IKaLl,I/II-O.

Mprem Ha paboTy 6e3 ykasaHHbIX JOKYMEHTOB HE NMPON3BOAUTCS.

Mpuem Ha paboTy odopMnsieTcs NpuKasoMm (pacrnopsikKeHeMm) agaMUHUCTPaLMM,
M34aHHbIM Ha OCHOBaHWUW 3aKMOYEHHOro TPyOoBOro AOroBopa, KOTOPbIM 0ObSBNSETCH
paboTHMKY NoA PacnucKy B TPEXAHEBHbIV CPOK CO AHS NoANMCaHUst TPYO0BOro 4OroBopa.

Mpn npueme Ha paboTy paboTHWKY MOXeT OblTb YCTAHOBMEHO MCMNbiTaHWE
NPOAOIHKUTENBHOCTLIO He Bornee 3 MecsiLeB.

1.3. MNpun noctynneHmn paboTHuka Ha paboTy unu nepeBode €ro B yCTaHOBNEHHOM
nopsagke Ha gpyryto paboty AgMnHUCTpaums obasaHa:

- O3HaKOMWUTb paboTHMKaA C MNopyyYyeHHoOM paboToun, yCcrnoBusMM K onnaTtou Tpyaa,
pasbACHUTbL PabOTHMKY ero npaesa n 06s83aHHOCTY;
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- 03HAaKOMWTb C MpaBUiamMn BHYTPEHHEro TPYAOBOIro pacnopsiaka;

- NPOBECTUN MHCTPYKTaX NO TexHUke 6e30nacHOCTW, NPOV3BOLACTBEHHOW CaHWUTapuw,
NPOTMBOMOXAPHOW OXpaHe U APYrM npaBunamM oxpaHbl Tpyaa, pasbsiCHUTL 0653aHHOCTb
MO COXPaHEHWIO CBEAEHW, COCTaBMSLIMX KOMMEPYECKYID WU ChyXebHylo TaiHy,
OTBETCTBEHHOCTb 3@ €€ pasrialleHue.

1.4. TpekpaweHne TPyAOBOro [OroBopa MNPOM3BOAUTCS TONbKO MO OCHOBaHUSIM,
npeaycMOTPEHHbIM TPYAOBbIM 3aKoHOA4ATENbCTBOM PO.

PaboTHUK uMeeT npaBO pacTOprHyTb TPyOOBOM [OOroBOp, npedynpeaves o6 3ToM
agMWHUCTPaUMIO B NUCbMEHHON dhopMe 3a ABe Hegenu. Mo ncrtevyeHmm ykasaHHoro cpoka
npegynpexneHmss o6 yBonbHeHUM paboTHMK BnpaBe npekpatutb paboty, a
agMunHUCTpaumnsa obsizaHa BbligaTb eMy TPYAOBYH KHUXKKY C BHECEHHOM B HEe 3anucbio 06
YBOJIbHEHUW, OpYyrne OOKYMEHTbI, CBSA3aHHble ¢ paboTon, MO NUCbLMEHHOMY 3asiBNEHUIO
paboTHMKA M MNPOM3BECTM C HUM OKOH4YaTemNbHbIN pacyeT. [MpekpallieHne TpyaoBOro
Aorosopa ohopMnAeTCsi NPUKA3oM Mo NPeANPUATHULO.

Mo cornaweHunto mexgy paboTHUKOM M agMUHUCTPauMen TPyLOBOW AOrOBOP MOXET
ObITb PaCTOPrHyT U 4O UCTEYEHUSA CpoKa NpeaynpexaeHns o6 yBONbHEHUN.

3anncu B TPy4OBYI KHUXKKY O MPUYMHAX NpekpaweHnst TpyA0BOro 4oroBopa AOSKHbI
NPOM3BOAUTLCA B TOYHOM COOTBETCTBMU C hopMyniMpoBkamu TpyaoBoro kogekca PP unum
MHOro defepanbHOro 3akoHa WM CO CChbIFIKOM Ha COOTBETCTBYKOLWIME CTaTblo, MYHKT
Tpynosoro kogekca P® unun nHoro dpegepanbHOro 3akoHa.

[HeMm yBONbHEHUSI cUMTaeTCs NnocneaHui AeHb paboTbl.
2. OcHOBHbIe 0613aHHOCTU PaGOTHUKOB
2.1. PabotHukn OO0 «Akagemus BrogxeTHoro Yuyéta» OOMmKHbI:

- 0oBpOCOBECTHO BbIMOMHSATL CBOM TPyAoBble 00s13aHHOCTM, coGnoaaTh TPYOOBYHO
ANCUMNINHY, CBOEBPEMEHHO M TOYHO WCMOSMHATL PacropsKeHUs agMUHUCTPauUMn |
HEemnocpeACTBEHHOrO  pyKoBOAUTENs, MWCMonb3oBaTb Bce paboyee BpemMs  Ans
NPOM3BOAMUTENBHOIO TpyAa, BO3AEpPXMBaATbCA OT  OENCTBUA, Mellalwmx Apyrum
paboTHMKaM BbINOMHATbL UX TPYAOBble 06S3aHHOCTY;

- Ka4eCTBEHHO N B CPOK BbIMOJTHATb NMPON3BOACTBEHHbIE 3adaHUA N NMOPYyHEeHUA;

- cobniogatb TpeboBaHMs MO oOxpaHe Tpyda, TexHuke GesonacHocTw,
NPON3BOACTBEHHOWN CaHUTapUK, rTMrMeHe Tpyaa U NPOTMBOMNOXAPHOWM OXpaHe;

- cogepxaTtb cBoe paboyee mecTo, obopyagoBaHue n npucnocobneHns n nepegasaTb
CMeHsaLwemMy paboTHMKY B MOpsAKe, YMCTOTE M WUCMPaBHOM COCTOSIHUKM, a Takke
cobnogatb 4MCTOTYy B OTAENe M Ha Tepputopun npeanpusaTtus; cobniogatb
YCTaHOBMEHHbIN NOPAA0K XPaHEHNS1 MaTepuarbHbIX LLEHHOCTEN U JOKYMEHTOB;

- 6epexXHO OTHOCUTBLCS K MMYLLIECTBY paboTogaTens U ApyrMx paboTHUKOB;

- He pasrnawaTtb OXpaHAeMyl 3aKOHOM TaWHy (rocyaapCTBEHHYI, KOMMEPYECKYHO,
CNYyXebHY0 U MHY0), CTaBLUYyD W3BECTHOM pPaAbOTHUKY B CBSA3N C WCMOSHEHWEM WM
TPyOoBbIX 0693aHHOCTEMN.

2.2. Kpyr o6s3aHHOCTEN, KOTOpblE BbIMNOMHAET paboTHUK MO CBOEW creumnasnibHOCTMH,
KBanugukauun, [OOSDKHOCTM, onpefenseTtca  TpyaoBbiM — JOMOBOPOM,  OSMKHOCTHOWM
NHCTPYKLUNEN.

3. OCHOBHbIe 06A3aHHOCTU aAMUHUCTpPaLUN
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3.1. AoMnHucTpaums obasana:
e cobnogaTb TPyAOBOE 3aKOHOAATENbCTBO;
e NpeaocTaBnUTb paboTHUKY paboTy, 06YCNOBNEHHYO TPYAOBLIM 4OrOBOPOM;

e obecneunTb B6e3oMacHOCTb Tpyda M yCnosusi, oTBevarolmne TpedboBaHMsIM OXpaHbl
N TUrMeHbl TpyAa;

e obecneuntb paboTHMKa oGOpyAOBaHMEM, WHCTPYMEHTaMW,  TEeXHUYECKOW
AOKYMEHTaAUMEN U MHBbIMW CpeacTBamMK, HEeoOXOoOUMbIMW ANsi UCMOMHEHUA UM
TPyOoBbIX 06A3aHHOCTEN;

e BbiNfaynBaTb B NMOSIHOM pasmMepe npuymTaoLLyocs paboTHUKY 3apaboTHyto nnarty

B CpPOKW, YCTaHOBIEHHble TPYAOBbIM 3aKOHOAATENbCTBOM,  KOMMEKTUBHbLIM
[AOroBOPOM, MpaBufamMu BHYTPEHHEro TPYAOBOrO pacrnopsiaka, TpyaoBbiMU
[OroBopamu;

e criocobcTBoBaTh pabOTHMKAM B MOBLILWLEHUM MMU CBOel  KBanudukaumu,
COBEpPLUEHCTBOBAHMM NPOdECCUOHATbHbIX HABBLIKOB.

3.2.  AOMUHMCTpauuMs  CTPEeMUTCH K  CO3L0aHUK  BbICOKOMPOMECCUOHaNbLHOro
paboToCNOCOBHOro  KOMNMEeKTMBa, pPasBUTUIO  KOPMOPaTMBHLIX  OTHOLIEHUW  BHYTPU
NpeanpuUsTUS, MOBLILWEHUIO 3aMHTEPECOBAHHOCTU cpeau pPabOoTHUKOB B PasBuUTMM U
YKpenneHun geaTenbHOCTN NpeanpuaTus.

4. Paboyee BpemMsA n BpemMs otabixa

4.1. B cooTBeTCTBMW C [OEWCTBYIOLWMM 3aKOHOOATENbCTBOM Ha npeanpustmm
yCTaHaBnNMBaeTcs NATUAHEBHas paboyvas Hegena ¢ AByMsi BbIXOOAHbIMU AHAMK - cy6b6oTa
N BOCKpeceHbe. [MpogormkutenbHocTb pabodero BpemeHu coctaBnseTr 40 yacoB B
Heaento.

Mpadhmk paboTbl, onpegensawwnin Havyano exegHeBHon paboTbl, Bpems 06eaeHHOoro
nepepbiBa 1 OKOHYaHWe paboyero gHs, ycTaHaBnmBaeTcsa Anst paboTHUKOB NpeanpuaTus
C y4eTOM MPOU3BOACTBEHHON AEATENBHOCTU, YTBEPXKAaeTCa agMUHUCTPaLnEN.

MpoAoMmKUTENBHOCTb paboyero  OHs nnm CMEHb, HEenocpeaCcTBEHHO
npeaLlwecTByOLWMX HepaboyeMy npasgHUYHOMY OHIO, YMeHbLUIaeTCcsl Ha OAMH vac.

4.2. PaboTta Ha npeanpusTUn He NPOU3BOAMTCS B NpasgHUYHbIE OHWN, YCTAHOBEHHbIE
TPYOOBbIM 3aKOHOAATENbCTBOM.

I'IpM coBnageHnn BbIXOOAHOIO W nMpa3gHN4YHOro AHen nepeHoCc BbIXOOHOINo AOHA
OCYyLLEeCTBIIAETCA B COOTBETCTBUN C TPyAOBbIM 3aKOHOOATEJ1IbCTBOM.

4.3. OyepeaHoCTb NpeaocTaBneHnsa OTNYCKOB YCTaHaBMMBAETCA aAMUHUCTpaAUVEN C
y4eTOM NPOU3BOACTBEHHON HEOBXOOMMOCTU U NoXenaHun paboTHUKOB.

MpoOoMmKNTENBHOCTL €XEerogHoro onfavyMBaemMoro oTnycka Ansi BceX pabOTHMKOB
COrnacHoO [OEeWCTBYKOLLEMY 3aKoHoAdaTenbCTBY YCTaHaBNMBaeTCsd He MeHee 28
KaneHgapHblx gHewn. 1o cornacoBaHui € agMUHUCTpaumen paboTHWKY MOXeT ObliTb
npeaocTaBneH AOMNONHUTENbHBIN OTNYCK 6e3 coxpaHeHust 3apaboTHON NnaTbl.

5. NMoowpeHus

5.1. 3a o6pa3yoBoe BbINOMHEHME TPYAOBbIX 00A3aHHOCTENW, MOBbILWEHME
NPOU3BOAMUTENBHOCTM Tpyda, YMydlleHWe KayecTBa NPOAYKUMM, NPOAOIHKUTENbHY W
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6e3ynpeyHyto paboTy W Apyrve ycnexu B Tpyde NPUMEHSIIOTCA cregylowmne Mepbl
noowpeHnst paboTHMKOB:

- 00bsiBNeHne 6narogapHoCTy;

- Bblga4ya npemuu;

- HarpaxaeHne LeHHbIM No4apPKOM;

- 3aHeceHue B KHury noyeTa, Ha [Jocky noyeTa.

MoowpeHns o6bABMATCA NPUKA30M, AOBOAATCSA OO0 CBEeAEHUS BCEro Konnektnea u
3aHOCATCS B TPYAOBYIO KHUKKY paboTHMKa.

6. OTBETCTBEHHOCTb 3a HapyLleHne TpyL0BOW OUCLMMIINHDI

6.1. HapyweHve TpyaoBOM AUCUMMNIUHBLI, T.€. HEUCMOJSIHEHME WUIM HeHagrexaliee
NCronHeHne no BUHe paboTHUKa BO3NOXEHHbIX HA HErO TPYAOBbIX 063aHHOCTEN, BrieveT
3a cobov npuMmeHeHue Mep AMCUMNIIMHAPHOIMO WNM OBLECTBEHHOro BO3AEWCTBUS, a
TaKke NpUMeHeHne UHbIX Mep, NPeayCMOTPEHHbIX AeNCTBYIOLWMM 3aKOHOAATENNbCTBOM.

6.2. 3a HapylleHMe TpyaoBOW AUCUUNINHBI aAMUHUCTPAUMS NPUMEHSIET crieayoLume
AVCUMNIMHaPHbIE B3bICKAHUS:

- 3aMevaHue;
- BbIFOBOP;
- YBONIbHEHME MO COOTBETCTBYHOLLMM OCHOBAHMSIM.

YBOmnbHEHNE B KayecTBe AMCLUMMNIMHAPHOIO B3biCKAHUS MOXET ObiTb NPUMEHEHO 3a
HEOOHOKpPaTHOEe HeucnosiHeHne paboTHMKOM 6e3 yBaXWUTEmNbHbIX MNPUYUH  TPYAOBbLIX
06513aHHOCTEN, €Cr OH UMEET AUCUUNIMHAPHOE B3biCKaHME.

6.3. ,Elmcu,mnnleaprle B3bICKaHUA TPUMEHAKTCA pyKOoBoOAUTENEM nNpeanpudaTuA.
AﬂMVIHI/ICTpaLI,VIFI MMeeT npaBoO BMECTO HalnoXeHna AOUCUUNIIMHApPHOro B3bICKaHUA
nepegartb BOMNpoC O HapyweHun prﬂ,OBOﬁ ancumniinHibl Ha paccMOoTpeHune TpyaoBoro
KOnnekKkTumaa.

6.4. [1o HanoXxeHus B3bICKaHWUS OT HapyLUIMTENSA TPYAOBOW AUCUUNIIMHBI AOITKHbI ObITh
3aTpeboBaHbl O6bSICHEHUS B NMUCbMeHHOW hopme. B cnydae oTkasa paboTHuka gatb
yKaszaHHOe 00bSACHEHNE COCTaBNAETCS COOTBETCTBYIOLLNIA aKT.

OTkasz paboTHMKa p[OaTb OOBSACHEHMS HE MOXET CNyXWUTb MNPensTCTBUEM AOns
NPUMEHEHNS B3bICKAHUS.

OucumnnuHapHoe B3biCKaHWE MNPUMEHSIETCA He Mno3gHee OAHOro Mecsila COo AHS
obOHapyXeHus1 MpPOCTynka, He cunTas BpemMeHun 6onesHu paboTHuka, npebbiBaHMs ero B
OTnycke, a Takke BpeMeHU, He0BXoANMMOro Ha y4eT MHEHUS NpefCcTaBUTENbHOIO opraHa
pabOTHMKOB.

AvicumnnuHapHoe B3bickaHWe He MOXET OblTb MPUMEHEHO MOo3OHee LEeCTU MecsiLeB
CO [OHS COBEpLUEHUs MPOCTynka, a Mo pesynbTataM pPeBu3nu, NpPoBepPKN (DUHAHCOBO-
XO3SIMCTBEHHOW OESATENbHOCTU UM ayaUTOPCKON NPOBEPKWU - MO3gHee ABYX NET CO AHS
€ero coBeplUeHusi. B ykasaHHble CpOKM He BKIYaeTcs BpPeMsl MNPOWM3BOACTBA MO
YronoBHOMY Aeny.

3a Kaxgbli OUCUMNNMHAPHbBIA MPOCTYNOK MOXET OblTb MPUMEHEHO TOSbKO OfAHO
AVCUMNININHApHOE B3bICKaHME.
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6.5. lpukas (pacnopsbkeHne) paboTogatenss O NPUMEHEHUN OUCLMNIMHAPHOIO
B3blCKaHNSA 06bABNsIETCS paboTHMKY NOA PaCnUCKy B TeYEHNe Tpex paboumnx gHen co aHS

ero nsganus. B cnyyae otkasa paboTHUKa nognucaTtb yKasaHHbIN Npukas (pacnopsikeHue)
COCTaBMsIETCHA COOTBETCTBYHOLLMI aKT.

6.6. Ecnn B TeyeHve roga coO AHA NPUMEHEHUSI AMCLMMNIIMHAPHOIO B3bICKaHUS
paboTHMK He ByaeT noaBeprHyT HOBOMY AUCUMNIIMHAPHOMY B3bICKAHMIO, TO OH CcYMTaeTcs
He VMewLlMM AMCUMNIMHAPHOINO  B3biCKaHWs. B TeyeHne cpoka [OencTBus

ANCUMNIIMHAPHOrO B3bICKAaHUS Mepbl MOOLLPEHUS, yKa3daHHble B HacToswmx lMpaBunax, K
pPaboTHMKY HE NMPUMEHSIIOTCSI.

PaboTtogatens [0 MWCTeYEeHUS roga CoO AHSA  NPUMEHEHUs  AUCLMNIIMHAPHOrO
B3bICKaHNA MUMEET NMpaBO CHATb €ro ¢ paboTHMKa No coOBCTBEHHOM MHUUMATMBE, Npocbbe

camoro paboTHMKa, XxopaTalcTBy €ro HEernoCPEACTBEHHOTO  PYKOBOAWUTENS MMM
npeacTaBUTENbHOIO opraHa paboTHMKOB.

6.7. C npaBunamum BHYTPEHHEro pacnopsgka OOSPKHbl ObiTb O3HAKOMIMEHbI Bce
paboTHMKM npeanpusatTusa. PaboTHUkM o065s3aHbl B CBOeW noBcegHeBHOM paboTte
cobntogaTtb NOPALOK, YCTAHOBIIEHHbIN NpaBunamu.

"eHepanbHbIN ANpEKTOpP

OO0 «Akapemus BrogxetHoro Yuéta» 7 depnocees A.N.
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