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[TOPAIOK
obMeHa uHMoOpMalel Mexxay paboTozaresieM U pabOTHUKAMU yUPeXKIeHHs
C UCII0/Tb30BaHUEM CPEJICTB CBSI3U B MYHHIIUIIATBHOM OFO/PKETHOM YUPEXKI€HUU JI0TIOJTHUTETbHOTO
obpa3oBanus «CrIOpPTUBHAS ILIKOJIA OJIMMITUHACKOTO pe3epBa «dDaken»

1. O0wHe Mo/1I0)KeHus

1.1. Hacrosmmii Ilopsimok  pernameHTHpyeT — oOMeH — WHGOpPMaLded — Mexay
MYHUIUTATBHBIM OFO/IPKETHBIM YUPEXI€HHEM JIOTIO/THUTE/ILHOT0 00pa3oBaHust «CIIOpTUBHAS LITIKOJIA
OJIUMIUIACKOTO pe3epBa «®aken» (manee — yupexkaeHue, aubo paborozartesr) U pabOTHUKaMU
YUpeX/eHHsI C UCTI0/Ib30BaHUEM CPE/ICTB CBSI3U.

1.2. OOmeH wmH(popMaLvelt Mexay paboToziaTesieM W PaOOTHUKOM C HCIIO/Ib30BaHUEM
CpPeZICTB CBSI3U OCYIIIECTBJISIETCS] B TeUeHHe BCEro CPOKa JIeMCTBUS TPYJOBOTO JOTOBOPA, B TOM UHC/Ie
TIPY BBITIOJTHEHUH PAaOOTHUKOM C/TY)KeOHOTO 3a/]JaHUs BHE 3JaHUN U COOPY)KEHHWH YUpeXKIeHus1, TIpy
HaXOX/eHUU B CTy)KeOHOW KOMaH/UPOBKe, B C/iydyae MOZO3peHHs Ha 3abosieBaHue, TpeOyroIero
COOUTIO/IeHNST pe’KMa CaMOU30JISILIAM, TIPH HaXOXK/[€HUH B OTITyCKe U IPYTUX C/TydasiX.

1.3. OcHOBHBIE TOHSITHS, HUCHOb3yeMble B Ilopsiike, yKa3aHbl B COOTBETCTBHUM C
®enepanbHbIM 3aKOHOM OT 7 rtoiig 2003 r. Ne 126-P3 «O cBsizu».

2. BzaumogpeiicrBue paborojarens u paboTHHKa

2.1. BsaumogeiictBue paborosaTenss ¥ pabOTHUKA OCYIIECTB/SIETCS OJHUM U3
CJIe[yIOIUX CIIOCOOO0B:

03HaKOMJ/IeHHe pabOTHHUKOB C JIOKaTbHBIMU HOPMAaTHBHBIMU aKTaM{ M UHBIMHU BHYTPEHHUMH
JOKYMEHTaMH, HeroCpeJCTBEHHO CBS3aHHBIMU C TPYZOBOW [eSTe/IbHOCTBbI0 pPabOTHUKA, TIOf
POCITCh — TIPH HETIOCPe/ICTBEHHOM TIPHUCYTCTBUM pabOTHHMKA B MecTe HaxoX/eHus paboTozaresis
(ZrpekTopa yupexx/ieHus);

HarpaB/ieHrHe OyMa)KHBIX BepCHil JOKyMeHTOB (pacropsbKeHUH, yBeloMIeHuH, TpeboBaHuUH,
3asiBJIEHUI 1 M3BeIlleHNH, TJIAHOB BBITIOTHEHHSI paboT, 0TYETOB Pa3/IMUHBIX (HOPM 1 BU/IOB, 3aTIPOCOB,
C/Ty>KeOHBIX U JIOKTaJHBIX 3alMCOK, OOBSICHUTENNbHBIX), ONepaTopaMy IMOUTOBOW CBsi3U (MOUTOM
Poccuu 3Kcripecc-moyToit u Ap.), MHBIMU criocobamMu J0CTaBKU OyMa)KHOM KOPPeCIiOH [eHIUH;

HarpaB/eHre UH(OpMaLU 1 I0OKyMEHTOB C MIOMOLLbIO CPe/ICTB CBSI3U — CTaLlMOHAPHOM,

MOOM/IbHOM, UHPOPMAL[MOHHO-TeJIeKOMMYHUKALIMOHHOM ceTH VIHTepHeT U T.J.

2.2.  [JOKyMeHTBI, HarpaB/ieHHble C IIOMOLIbIO CPeJCTB CBA3U, UMEKT OJUHAKOBYIO
FOPUJMUECKYIO CHTy HapaBHe ¢ OyMa)XKHBIMU BepCUSIMH [JOKYMEHTOB.

2.3. K 3/1eKTpPOHHBIM I0KyMEeHTaM OTHOCSTCSL:

CKaHMPOBaHHBIe 00pa3bl (hoTorpadum, 1jBeTHBIE U YePHO-0esTble KOMMU, CKPUHIIIOTHI);

3/IeKTPOHHasl TepenucKa CTOPOH, OTHOCsIIascsi K pabore paboTHuKa (MHGOPMalOHHbIE
TEKCTOBbIe COOODIIIeHNs);

JIOKYMEHTBI, TOATOTOB/IEHHbIe B DPAa3/IMUHBIX TEKCTOBBIX peAaKTOpax M 3JIeKTPOHHBIX
TabnuIiax.



24. O6meH wuHbopmalveli U  3/€KTPOHHBIMM  JJOKYMEHTaMH  OCYILeCTBJISIeTCS
C/1elYOLIMMY IPOrPaMMHBIMU CPeZiCTBaMU (B TOPsiZIKe CHYDKEeHHs [IPUOPUTETA):

MecceHKep WhatsApp (rpyrina yupexxieHus);

couyanbHas ceTb BKOHTaKTe (Tpyrmina yupexxeHus).

2.5. HanpaBneHnue paboTHHUKaM WH(OPMALIMU OCYIECTB/SETCS C Tee(OHHBIX HOMEPOB
JUpeKTopa YupeXJeHHusi, 3aMecTUTe/lell [OupeKTopa YupeXZeHWs, ChelUanrcTa Mo Kajpam Hu
opUIMaTEHOM 3/IeKTPOHHOM MOUTHI YUpeXKIeHMUs..

2.6. B cootBetcTBUM cO cTaThel 165.1 I'paxkaaHckoro Kopekca Poccuiickoit @efepaiiuun
coo0I1ieHre CUUTAeTCsl JOCTaBIeHHBIM U B TeX CIydasiX, eC/IM OHO MOCTYIIHUIIO JIUI]Y, KOTOPOMY OHO
HarpaB/ieHO (afpecary), HO 10 0OCTOSATe/bCTBAM, 3aBUCSIIMM OT HETO, He ObIZI0 eMy BPYUeHO Wir
azipecaT He 03HAKOMUJICS C HUM.

2.7.  Tlpu HaripaBjeHHUH WHPOPMAILUK C TIOMOIIBIO CPEJCTB CBSI3U COOOIIeHHe CUMTAeTCs
[,0CTaB/IeHHbIM:

B MecceH/pkepe WhatsApp — Mpy MOsIB/IeHHH ABYX CepbIX rajiouek C yKa3aHheM BpeMeHU
[0CTaBKW;

B COL[MA/IbHOM ceTh BKOHTaKTe — IMpH yKa3aHUM «IaiiKa», TIOCTaB/IeHHBIM PaOOTHUKOM.

2.8. Tlo 3ampocy paborozatesisi pabOTHUK 00si3aH TIOATBEPAUTH TO/yueHre COOOILeHUs
TeKcToM «Coo011eHue rnonyueHo» («JokymMeHT rosyueH», «C JOKyMEeHTOM 03HAKOMJIEH»).

2.9. [Ilpu orcyrcTBuM OTBeTa pabOTHWKA WM WH(POPMALMU O JOCTaBKe COOOLeHMUS
paboTofaTesib UCIO/MB3yeT HWHbIe MPOTrPaMMHbIE CpeZACTBa: Teaed)OHOTPaMMBbl; CMC-COOOIIEHMS;
3/IeKTPOHHA I10YTa.

2.10. OrtpenbHble 3/1EKTPOHHBIE AOKYMEHTBHI HArpaB/slOTCS pabOTHUKY Ha JIMUHYIO
YUeTHYIO 3anuch (MuHbIA TenedOHHbIN HOMep, WYHbIM ID B coumanbHOM ceTH, JIMUHBIA afipec
3/IeKTPOHHOM TMOYTHI U T.I1.) WM KOPIOPaTUBHYIO YUETHYIO 3alMCh, CO3[,@HHYIO TIePCOHA/IBHO [I/Is
pabotHuKa. Ha 3/1eKTpoHHbIe pecypchl (00/1auHble XpaHW/IHUIIEA, (PalijioBOe XpaHHU/THUIIE B JIOKA/TbHOM
CeTH, 37IeKTPOHHAs! TI0UTa CTPYKTYPHOTO TMO/[pa3/ie/ieH st U T.11.), SIBJISTFOILHeCs: 00IUMH pecypcaMu
[UIs1 HECKOJTbKMX PA0OOTHUKOB, ZIOKYMEHThI He HarlpaB/IsTFOTCS.

2.11. /[lns noATBepXAeHUs ToyueHusi UHQopMaluu U (UIM) 3/1eKTPOHHBIX JOKYMEHTOB
M0JIyuMBILIasi CTOpPOHA (Janee — ajpecaT) yBeJOMJIseT OTIIPaBUTENsI O IOJyUeHUU [JOKYMEHTOB B
TeyeHue 1 yaca. OTBeT /aeTcs, Kak MPaBU/IO, C TIOMOILbIO TOTO >Ke CPe/iCTBA CBSI3U, TI0 KOTOPOMY
OBbLTM TIO/TyUeHbI COOTBETCTBYIOIIME HHPOPMaIUs U (M1K) A0KyMeHT. [Ipy 0TCyTCTBUM TeXHUUeCKOH
BO3MO>KHOCTH OTBET MOXXeT ObITb JaH TpU TOMOIIM Tesle()OHHOTO 3BOHKA (C MOOW/IBHOTO WU
CTarjOHApHOTro TenedoHa), CMC-COOOIEeHUSIUIM B HMHOH ¢dopMe, TIO3BOJISIIOIIEH 00ecreunThb
¢ukcaiuio akra rnosiyueHUsi pabOTHUKOM U (M) paboToaTesieM JOKYMEHTOB B 3JIeKTPOHHOM
BU/E.

Ecu B JokymeHTe TpeOyeTcss COOCTBEHHOpPyUYHasi IIOAIMCh pabOTHWKa (Harmpumep,
JIOTIO/THATE/IbHOE COTJ/lallleHre K TPYJOBOMY JOrOBODPY), MOZIMCaHHbIe aZjpecaToOM 3/1eKTPOHHbIE
JOKYMEHTBI [TOJDKHBI OBbITh OTIpaB/eHbl He To3AHee 12 uwacoB fAHS (IO MECTHOMY BpeMEeHH),
C/e[lyto1ero 3a JHeM MOIy4YeHUs.

2.12. Tlpu monyyeHnrd OyMa)KHBIX BepCHM [OKYMEHTOB ajpecaT 00si3aH JaTb OTBET O
TOJIyUYeHHH He 103/iHee 3 Ka/leHAapHBIX AHel C MOMeHTa MOoTyYeHUsl.

[MognucaHHbIe agpecaToM OyMa)kKHble BepCHM JOKYMEHTOB JIOJDKHBI ObITh OTIIpaB/ieHbl He
ro3gHee 5 KajeHAAPHBIX AHel CO [AHs TosydeHus. [JOKyMeHThbl HaripaBJsSiFOTCSI OIMepaTopoM
TOUTOBOM CBSI3M 3aKa3HbIM MUCbMOM C YBeJOMJIEHMEM O BpPYYeHUU U C TPeK-HOMepOM [is
OTC/Ie)KUBaHUS cTaTyca mucbMa. [Toce oTnpaBKy HOBBIM afipecar [JO/DKeH ObITh yBeZJOM/IEH O TOM,
YTO MMCBMO OTIpaBieHO. CTaTyc mucbMa OTC/IeKUBAETCS B NPWIOXKeHUU noutsl Poccum (mipu
OTIIpaBKe 3aKa3HOT'0/1[eHHOr0 MKUCbMa).

2.13. PaboOTHMK 3HAaKOMHUTCS C JIOKaJbHBIMA HODMAaTUBHBIMH aKTaMH, TPUHSITHIMU
paboTozaresieM B TIepPUOJ; €T0 OTCYTCTBUS, ITyTeM 0OMeHa 3/IeKTPOHHBIMH JOKYMEHTaMH.



2.14. [ns nipefocTtaBieHusi 06s3aTelbHOTO CTPaXxoOBOro obecrieueHusi 1o 0Osi3aTesTbHOMY
COLIaTbBHOMY CTPaxOBaHMIO Ha C/Ty4yali BpeMeHHOU HeTPyZJ0CTIOCOOHOCTH M B CBSI3W C MAaTEPUHCTBOM
pabOTHUK TIpefioCcTaB/isieT pabOTO/aTe/0 OPUTHHAJBI JOKYMEHTOB (JIUCTHI HETPYZOCIIOCOOHOCTH,
CTpaBKW), TMpefycCMOTpeHHble (efiepaJbHbIMU 3aKOHaMU W MHBIMM HOPMAaTHBHBIMU TPaBOBbIMHU
aktamu Poccurickon ®Pefepalii HapOYHO, TNPUHOCUT HENOCPeJCTBEHHO B YupeXJeHue W/Iu
HarpaB/isieT Ux paboTozaTes 0 0repaTopoM MOUYTOBOM CBSI3U 3aKa3HBIM IMHMCHMOM C YBeJIOM/IEHHEM O
BpYYeHUH.

2.15. Tlpu nomaue pabOTHHUKOM 3asiBJIEHHSI O BbiZiaue 3aBePeHHBIX HaJIeXKallluM o0pa3oM
KOITHI JOKYyMEHTOB, CBSI3aHHBIX C PaboTol, paboToaTe/b He Mo3JHee TpexX pabouux AHeM co AHS
M0JjauM YKa3aHHOTO 3asiB/IeHHsI HarpaB/isieT pabOTHUKY 3T KOITUH T10 TI0UTe 3aKa3HbIM MHCbMOM C
yBeOM/IeHUeM W/, eC/IU 3TO YKa3aHO B 3asiBJIEHUH, B (JOPMe 3/IeKTPOHHOIO [JOKyMEeHTa.

2.16. Paborogaress B ciyuae He0OXOIUMOCTH TIPY TIPOBEZIEHUH 3acelaHu, COBEIIaHUA U
VHBIX MEPOTIPUATHI 00ecrieunBaeT JUCTAaHIIMOHHOE yyacTHe pabOTHHKA ITyTeM TPaHCISALUY JaHHOTO
MepOIIPHUATHUS.
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