AIMUHUCTPALMS MYHUUIHMIIAJIBLHOTO 00pa30BaHMs
«MauHCKu#l paion»
PACHOPAXKXEHMUE
17 dpespans 2023 1. Ne 59-pn

OK3. Ne

p.n.Maiina

00 yrBep:xknenun Koaexca npodeccnoHaIbHON 3THKH COTPYAHNUKOB
AJIMHUHUCTPAUMHM MYHHIIUNIAJIBHOI0 00pa3oBaHus «MailHCKuUil paiion» u ee
(pyHKIHOHAILHBIX OPTAHOB

B coorBerctBun ¢ Koncrurynwmein Poccuiickoint @eneparuu, PenepanbHbIM
3akoHOM oT 25.12.2008 Ne 273-®3 «0O mnpOTUBOAEHUCTBUU  KOPPYILIUNY,
OenepanibHbiM 3ak0HOM 0T 02.03.2007 Ne 25-®3 «o0 MyHUIMTAIBHOM CiykK0€ B
Poccuiickoii ®eneparuny», 3akoHoM YnbsHoBckoi obiactu ot 07.11.2007 Ne 163-
30 «O MyHUIIMNAIBHOU Clly>)k0€ B YIIbSIHOBCKOW 00JIaCTH», B LENSIX MOAAEpKAHUS
BBICOKOI'O CTaTyca UM  YCTAHOBJIGHHUS OCHOBHBIX CTaHIAApTOB  IOBEJCHUS,
NPEeIOTBpAIlleHUs] KOPPYILUUA, OOECHEYeHUs] YCJIOBHM Uisi JOOPOCOBECTHOTO H
3 PEKTUBHOTO HCTOJHEHUS COTPYAHUKAMH aJMUHUCTPALMU MYHUIIUIIAIBHOTO
oOpazoBanust «MaHCKUN palioH» M €€ (PYHKIIMOHATBHBIX OPTaHOB JOKHOCTHBIX
00s13aHHOCTEM:

1. YTBepauth Konekc npodeccroHaIbHOM ATUKHU COTPYJIHUKOB
aAMUHUCTPALIMM MYHHUIUNAIbHOrO oOpa3oBaHus «MailHCKUl palioH» U ee
(yHKIMOHAJIBHBIX OPTaHOB (IIPUJIATaeTCs).

2. PykoBoguTensiM  CTPYKTYpPHBIX ToJpa3fieeHud U (YyHKIHOHAIBHBIX
OpraHoOB aJMUHUCTpPALIMM MYHUIMNAIBHOTO oOpa3zoBaHus «MailHCKuil paioH»
obecrieunTh U3y4eHue u coomoienrne nanHoro Komekca.

3. PexomennoBare [71aBaM  agMHHHCTpAlMii TOPOACKOIO M  CEIbCKHUX
MoCeJIeHUN palioHa IPUHATH AaHAJIOTUYHBIE PABOBBIE aKTHI.

4. PacniopsikeHue aAMUHUCTPALIUU MYHULUAIAJIBHOTO o0pa3oBaHMUs
«Maituckuit  paiion» ot 18.10.2018 Ne 53-p «O6 yrBepxnenun Kopgekca
npoecCHOHaNbHON  ATUKH  COTPYAHUKOB  QJIMHHHCTPAIlMA  MYHHIIUTAIBHOTO
oOpa3oBaHus «MaitHCkuil pailoH» U ee (YHKIMOHAJIBHBIX OpPraHOBY» MPHU3HATH
YTPaTUBILIUM CHITY.

5. Hacrosiiiee pacnopskeHUE BCTYINAEeT B CUJIYy CO JHSA €ro NOANHCAHUSA U
MO/IJISKUT OOHAPOI0BAHUIO.

6. KoHTpOoap 3a MCHOJIHEHUMEM HACTOSIIEr0 PacHOpsHKEHUsT BO3JIOXKUTh Ha
pykoBoauTtens annapara bammvakosy M.1.

['maBa agMuHHCTpaMu paioHa O.B.Illyenkos



YTBEPXXJIEH

pacropspKEHUEM aIMUHUCTPALN
MYHHULIMIIATBHOTO 00pa30BaHus
«MamnHCKul paton»

17 dbeBpans 2023 r. Ne 59-pn

KOJAEKC
npogeccuoHaNbHON ITUKN PA0OTHUKOB A/IMUHUCTPANUN MYHUIIMIIAJIBHOTO
oOpa3zoBanus «MailHCKHI pailoH» U ee PYHKIIMOHAIbHBIX OPraHOB

1. O0uIue moI0KeHUA

1.1. Kogekc mnpodeccHoHanbHOW ATHUKHM PaOOTHUKOB aJAMHHHCTPAIIH
MYHHIIMTIAIBHOTO 00pa3oBanus «MalHCKUI paiioH» U ee (QYHKIIMOHAJIbHBIX OPraHOB
(Tamee - aJAMUHUCTpallds) MOpEICTaBIseT COO0OM CBOJ ILIEHHOCTEH UM MHUCCHUU
aAMUHUCTPALIMKA, TPUHIMIIOB W TPaBWI NPOodhEeCCHUOHATBLHOM ATUKU PaOOTHUKOB
aIMUHUCTPAIIMM, KOTOPBIMH OHH JIOJDKHBI PYKOBOJICTBOBATHCS MPU HCIOJHEHUH
JOJKHOCTHBIX (CITY’KEOHBIX) 00sI3aHHOCTEHN M BO BHECITY)KEOHOU JEATEIHHOCTH.

Hacrosammii Kozmekc HampaBieH Ha NOBBIINIEHWE HMUKA AJIMUHUCTPALUU,
noopocoBecTHOe U A(D(PEKTUBHOE WCIOIHEHHE JIOJDKHOCTHBIX  (CITY)KEOHBIX)
00s13aHHOCTEW pabOTHUKAMU aMUHHUCTpaIuu, GOPMHUPOBAHNE Y HUX YCTONYHMBOIO
AHTUKOPPYIIIMOHHOTO MOBEICHMUSI.

1.2. Tlom pabGoTHMKaMu aAMUHHUCTpAIMM s 1eneil Hactosmero Kopekca
MOHUMAIOTCSL JIMI[A, 3aMENIAoIINe JOJDKHOCTH MYHULMMAIBHOM CIYyKObl U
JOJKHOCTH, HE SBJISIONINECS JOJKHOCTIMHU MYHUITUIIATBHOU CITYKOBI.

1.3. Peanuzauus Hacrosiuero Kojmekca ocHoBaHa Ha 100pOBOJIBHOM MPUHSTHH
Y OCO3HAHHOM COOJIIOJICHUM €T0 MOJIOKEHUN paObOTHUKAMHU.

1.4. Hacrosmuit Kogexkc paspaboran B coorBerctBuM ¢ KoHcturyruen
Poccuniickoit ®@enepannn, denepanpHbiM 3akoHOM OT 02.03.2007 Ne 25-®3 «O
MyHUIUTIATBHON cyk0e B Poccuiickort denepanuny» (nanee - denepaibHbIA 3aKOH
«O MyHUIUTIATBHOU cyx0e»), denaepanbHbIM 3aKOHOM OT 25.12.2008 No 273-03
«O TPOTHBONEUCTBUHM KOPPYMIMK», a TakkKe C Y4ETOM OOIIeUenoBeUYEeCKUX
HPaBCTBEHHO-3TUYECKUX MPUHLIUIIOB.

1.5. T'paxnanun  Poccuiickoit ~ ®enepaumu  (majgee -  TpaKJIaHUH),
MOCTYMAIONINKA Ha MYHHIMMNAIBHYIO CIyxk0y (paboTy) B aJIMUHUCTpAIUI0 U €&
(GyHKIIMOHAIbHBIE OpTaHbl, 0053aH O3HAKOMUTHCA C MOJIOKEHHUSIMU HACTOSIIETO
Konekca m coGmtomaTte uX B Tporecce CBOEH MpodecCHOHATBHOW CITy>KeOHOM
(TpyaoBOI1) 1ESITEIBHOCTH.

2. Enunas MoJesb IEHHOCTE U MUCCUM
aavmuaucTpannu MO «MaiiHckuii paiion»

PaGoTHrHKaM agMUHHUCTPAIIMM MPU OCYIIECTBIEHUU CBOEH MpodheCCUOHATBHOM
CITyeOHOU (TPYIOBOM) NMEATETLHOCTH HEOOXOIWMO PYKOBOJCTBOBATHCS HIICIMH H
yOSKICHUSIMH, OTPpaXKEHHBIMM B EnuHON Mojenu I[eHHOCTEH W MHCCHU



2

aJIMMHUCTPALMY, TPOPECCHOHATBHBIX M JHMYHOCTHBIX KayecTB (KOMIIETEHIUH),
KOTOPBIMU HEOOXOJUMO PYKOBOJCTBOBATHCS PAOOTHUKAM aJMHHHUCTPALMUA TPU
WCIIOJIHEHUH CBOMX JOJDKHOCTHBIX OOSI3aHHOCTEH, COrjacHo NpuiioxeHuto Ne 1 k
HacTosmeMmy Kozgekcy.
3. IIpuHOunbI NpopeccuoHAIbHOI0 B3aUMO/1eiiCTBHUA
padoTHukoB agMuHucTpanuu MO «MaiiHCKkui paiion»

3.1. PaGoTHMKaM aJMUHUCTPAIMK TPU B3aUMOJECUCTBUM C TpakIaHAMH,
O0IIIECTBOM M OpraHU3alUsSIMU PEKOMEHIYETCs COONIOAATh CJENYIOIIHe CTaHAApThI
B3aUMOJICHCTBHSL:

1) ¢ uenpro MpOsBIEHUS YBaXXEHUs K cOOECeTHUKY (Tpa)kIaHUHY, MPeCTaBuU-
TEJII0 OpraHu3alnuy) pabOTHUKY aJIMHUHUCTPALlMU HE0OXO0AMMO yTOUHATh: «Kak s
Mory k Bam oOpatmarbcsa?y;

2) MPOSIBIATH BEKIUBOCTH U TOOPOKEIATETEHOCTH;

3) MOYTUTENHHO OTHOCHUTHCS K JIIOJISIM CTapllIEro BO3pacTa, MEHCHOHEpaM U
WMHBaJIUAaM;

4) mposBIATh YBAXKEHHWE K HPABCTBEHHBIM OOBIYASIM W TPAIUIUSM HApPOIOB
Poccuiickon @enepanuu;

5) TpoSIBAATH 3aMHTEPECOBAHHOCTh K BOMNPOCY Tpa)kAaHWHA, MPEICTaBUTENS
OpraHu3allii U HECTU MEPCOHAIbHYIO OTBETCTBEHHOCTH 32 PE3YNbTarT;

6) He mepeOuBaTh TpakIaHUHA, IMPEACTABUTENSl OpPraHuU3aldd B IpoLEcce
pasroBopa;

7) u3naraTb CBOM MBICIM YETKO U B yOemuTenbHOU (opme, HE IomycKas
OCKOpOJICHUI WK TPpyOOCTH B OOIIICHNH;

8) u30eraTh KOHQJIMKTHBIX CUTyallMid, CIIOCOOHBIX HAHECTH YyILEepO permyTauuu
WIM aBTOPUTETY aIMUHHUCTPALIUN;

9) cobionath yCTaHOBJICHHBIE MpaBHIIa MyOJIUYHBIX BBICTYIUIEHUM W MpEno-
CTaBJICHUS CIIykeOHOM nHpopmamu.

3.2. PabGoTHHMKaM aJIMMHHCTpAllMd TpPU B3aUMOACHCTBUU APYr C APYroM
HEO0OXO0IUMO:

1) mposIBISITh yBa)K€HHME, HCKIIOYas OOpallleHHEe Ha «Thl» 0€3 B3aMMHOIO
corjacusi;

2) cobmonath CyOOpANHAIIHIO,

3) caMOCTOATENbHO OCYIIECTBISATh CBOM  JIOJDKHOCTHBIE — OOSI3aHHOCTH,
UCKJIIOYas MepeKIIaAblIBaHUE CBOEH pabOThI HA KOJUIET;

4) NposBIATH CIEPKAHHOCTD U CTPECCOYCTOMUNBOCTb;

5) He monyckaTh OOCYXJI€HUS JTUYHBIX U MPO(ECCHOHATBHBIX KaYeCTB padoT-
HUKOB B KOJUIEKTHUBE;

6) He JomycKaTh NMyOJIWYHbIE BBICKA3bIBAHUS, CYKIEHUS U OLEHKH, B TOM
gyucie B CpPeACTBaX MaccoBOW UWHGPOpMAIMU, B OTHOUICHHHM JESTEIbHOCTH
aIMUHHMCTpallUK, €€ PpyKOBOAWTENEH, BKJIIOYAs PpELIEHUS  BBIIIECTOSALIErO
UCIIOJIHUTEIBLHOIO OpraHa JUOO HCIOJHUTEbHOIO OpraHa, B KOTOPOM paOOTHHUK
3ameniaeT (3aHUMAaeT) JOJIKHOCTB;

7) oka3pIBaTh cojeiicTBUE B (OPMHUPOBAHMU B3aUMOIIOHUMAHUS, B3aWMOIIO-
MOILH U JOOPOKENATENHHOCTH B KOJIJIEKTHBE.

3.3. AaMuUHHCTpalus MPU B3aUMOJIEUCTBUM C pAOOTHUKAMMU:



3

1) cTpouT cBOM OTHOIIEHHUSA C PAaOOTHMKAMHU HA MPHUHIMIIAX JOJTOCPOYHOTO
COTPYIHUYECTBA, B3aUMOYBa)XKEHHUSI, B3AMMOIIOHUMAHUS U CTAa0UIBLHOCTH;

2) moompsieT NpohecCHOHATbHOE M JUYHOCTHOE pPAa3BUTHE PaOOTHUKOB,
co3daer JUisi 3TOrO YCJIOBHS, IMO3BOJSIONIME PAaOOTHUKAM pealiu30BaTh CBOU
CIOCOOHOCTH, HMMETh  MEpPCIEKTUBY  JIOJDKHOCTHOTO  pocTa B MOPSJIKE,
IPEAYCMOTPEHHOM 3aKOHOIATEIbCTBOM;

3) onoOpsieT aKTUBHOE ydacThe paOOTHUKOB, HAMPABIEHHOE Ha JII000€ yiIyd-
[IEHWE Ollepaluii U MPOILECCOB, MPOTEKAOIINX B aJMUHUCTPALUN, JJISl MOBBIILIECHUS
3¢ (HEKTUBHOCTHU UX JIEATETLHOCTH;

4) mpuHEMaeT Mepbl MO OXpaHe 3J0pOBbsl PAaOOTHUKOB MOCPEACTBOM
nporarasibl 3J10pOBOI0 00pasa >KM3HU, BOBJICUCHUS B 3aHSATHS CIIOPTOM.

3.4. B nemax NOJOXHUTEIbHOIO BOCHPUATHS OOILIECTBOM JESTEIbHOCTH
pPaOOTHUKOB aAMUHUCTPAIMH U (HOPMHUPOBAHUS JIMYHOUN PEImyTaluu pabOTHUKAM TIPU
OCYILECTBIICHUU MNPO(ECCHOHATBHON (CIy)KEOHOM) AesATEeIbHOCTH HE00XO0AUMO
PYKOBOJICTBOBAThCSl ITpaBUJIAMHM TOBEJEHUS BO BHECIykeOHoe (pabouee) Bpems, B
OHJIaliH-CEpBHUCAaX B MH(POPMALIMOHHO-TEIEKOMMYHUKAIIMOHHON ceTH «HTepHeT», B
TOM YHCIIE B COLMAJIbHBIX CETSAX, YCTAHOBJIEHHBIMU mpuioxkeHueM Ne 2 k
HactosimeMy Kogekcy.

3.5. B agMuHHCTpalMud  HCKIIOYEHBI  JII0Oble  (OpPMBI  TPOSBIICHHUS
JUCKPUMHUHALIMK B 3aBUCUMOCTH OT MOJa, pachl, LBETa KOXKHU, HAIMOHAJIbHOCTH,
A3bIKA, IPOUCXOXKACHUSA, HMYLIECTBEHHOIO, CEMEWHOro, COLUMAJIbHOIO U
JOJDKHOCTHOI'O TOJOKEHHUS, BO3PACTa, MECTA JKUTEIbCTBA, OTHOLIEHUS K PEJIUTUH,
yOeXKIeHUN, NPUHAMICKHOCTH WIM HENPUHAIJICKHOCTH K  OOIIECTBEHHBIM
00BEIUHEHUSIM WJIN KAKUM-JINOO COUMATIbHBIM IPYIIIAM.

3.6. PaboTHHKaM aAMHHHMCTpAlMM TPH OCYILIECTBIECHUH B3aUMOJECHCTBUS
NOCPEICTBOM TeNe(OHHOM CBA3M C TpaxaaHaMH, OpPraHU3alMSIMU U JAPYTUMH
pabOTHHKaMU aJIMHUHHUCTPALMM HEOOXOIMMO MPUIAEPKUBATBCA €IMHOM OSTHUKHU
BeJICHUS TeIeOHHBIX Pa3roBOPOB, U3J10KeHHON B CTaHAapTe BeJeHUs Telle(OHHbIX
pa3roBOpOB, YCTAHOBIEHHOM npuiiokeHrueM Ne 3 k Hactosmemy Konekcy.

4.  OcHOBHBbIC NPUHIHUNBI NPO(PECCHOHATBHON ITUKHU
padoTHuKOB agMuHHcTpauuu MO «MaiiHCKkHi paiion»

OCHOBHBIMH TIPUHITUTIAMHU NMPOGECCUOHATBHOM ITHKH, KOTOPBIMHU JIOJKHBI PY-
KOBOJICTBOBAThCSl paOOTHUKH aIMUHUCTPAIIUH, SBIISIOTCS:

1) 3aKOHHOCTH - HEYKOCHHUTEIbHOE COOIIOICHNE MPU UCIIOJIHEHUU JOKHOCT-
HBIX 00513aHHOCTEH TpeOoBaHMI 3akOoHOaTeNbCcTBA Poccuiickoit denepannn U 3aKo-
HOJATCILCTBA Y IbSIHOBCKOM 001aCTH;

2) mpodeccroHaIn3M - TIIyOOKOe OBJajeHue mpodeccueii, CBOeBpeMeHHOE U
KAUE€CTBEHHOE BBITIOJHEHNE MOCTABJIEHHBIX 33724, IOCTOSHHOE COBEPIIEHCTBOBAHUE
nmpoecCHOHaNBbHBIX 3HAHUN U YMCHHUI;

3) 4ecTHOCTH - U30eraHue JIKU, yTauBaHUSI WU JIBYCMBICJICHHOCTH HH(pOpMa-
[[UU TIPU UCTIOJTHEHUHU JIOJDKHOCTHBIX O0sI3aHHOCTEH;

4) cmyxeHue rocyapcTBy M OOILIECTBEHHBIM MHTEpPECaM - MOHHMaHHUE TOTO,
YTO MpU3HAHUE, COOJIIOJIEHHE W 3allluTa NpaB U CBOOOJ 4YellOBEKa M Tpa)JaaHHHA
OIPEAEIISIIOT OCHOBHOM CMBICII M COJIEpKAHUE JEATEIbHOCTH OPraHOB rOCYAapCTBEH-
HOM BJIaCTU U PaOOTHUKOB;
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5) yBaxKe€HHE JIMYHOCTH - YBa)KEHUE YECTHM W JOCTOMHCTBA YEJIOBEKA, €ro
JIEJI0BOY peIlyTaluu;

6) HEMOAKYNHOCTb - MPOTHUBOCTOSIHHE MPOSBICHUIO KOPPYILMHK BO BCEX. €€
BUJAX, a TaKkKe 005A3aTeIbHOCTh IPUHATUS MEp MO HEJOMYIIEHUI0 BOZHUKHOBEHHUS
KOPPYILMOHHO ONACHOM CUTYalluu;

7) NPEEMCTBEHHOCTh - YBaXXEHUE K TPYyLYy U OMNbBITY CTApIIMX IOKOJEHUH,
3¢ (heKTUBHOE UCTIOIb30BaHUE MHCTUTYTAa HACTABHUYECTBA,

8) B3aMMHOE yBa)XKCHHE - KOMaHAHBIM JyX B pabore, goBepue, T0Opoxesna-
TEIBHOCTb U COTPYJHUYECTBO B IPOLIECCE PEIICHUS IIOCTABICHHBIX 3a/1a4;

9) UHUUMATUBHOCTHh - AKTHUBHOCTH M CaMOCTOSATEIBHOCTh PAOOTHHKOB B
ONTUMU3ALIUN UCTIOTHEHUSI IOJKHOCTHBIX 00s3aHHOCTEH;

10) OTKpBITOCTh K JUANOry - OTKPBITHI M YECTHBIM OOMEH HH(pOpMALIMEN,
TOTOBHOCTh COBMECTHO BBIPAOOTaTh ONTUMAIBHOE PELICHHE;

11) nosnbHOCTH - BEPHOCTh, NPUBEPKEHHOCTH 3aKOHOIATENLCTBY Poccuiickoit
®enepanunu, YIbSIHOBCKON 00JIACTH, HOPMAaTUBHBIM IIPABOBBIM AKTaM HCIIOIHUTENb-
HBIX OPraHOB, B KOTOPBIX OCYILECTBIIIOT CBOK NPO(QECCHOHATIBHYIO CIYXEOHYIO
(TpyZIOBYIO) AESATEIBHOCTD, U MPUHATHIM MpPaBUJIaM U HOPMaM IOBEJICHUS B HUX;

12) matpuotusm - n060Bb Kk Pomune, mpemanHocTh cBoemy OTeuecTBY U
CBOEMY HApoOAy, CTPEMIICHHE CBOMMH JACHCTBUSIMU CIYKUTh €MY, YKPEIUISThb, pa3-
BUBATh U 3aMIIAaTh OTEYECTBO.

5. OcHoBHbIC TpaBWJIa PO ecCHOHAIBHON ITHKH
padoTHnkoB agMuHUCcTPauun MO «MailHCKH pailoH»
5.1.B HesIX peanusanuu OCHOBOIIOJIararomiux IIPUHILIUIIOB

npo¢eCCUOHANILHON ATUKHU:

5.1.1. BceM paboTHUKaM ClEAyeT:

1) WCHONHATH JOMKHOCTHBIE OOS3aHHOCTH B Tpelenax IOJHOMOYUH
COOTBETCTBYIOIIEIO HCIIOIHUTEIHLHOIO OpraHa 0e3 MONUTUYECKUX MPEANOouYTEeHUl U
aHraXUPOBAHHOCTH, JOOPOCOBECTHO M Ha BBICOKOM IPO(ECCHOHAIBHOM YPOBHE B
uensx ooecnevyeHust 3PPEeKTUBHON padOThl UCIIOJHUTEIBLHOIO OpraHa;

2) Mpu UCTIOJHEHUH JIOJKHOCTHBIX O0S3aHHOCTEH, a TaKKe BO BHECITYKeOHOe
(BHEpabouee) BpeMsi pyKOBOJICTBOBATHCS HPABCTBEHHBIMU HOPMaMHM, OCHOBAaHHBIMU
Ha MOCTyJIaTaX TyMaHU3Ma, COLMAJIbHOM CIPaBEJIMBOCTH M MpaBaxX YEJIOBEKA U
rpa)</1aHNHa;

3) 3HaTh HCTUHHOE TIOJIOKEHHWE [ Ha BBEPEHHOM Yy4yacTKe paloTHl,
BOCIIPUHUMATb U pelIaTh NpOoOJIeMbI JIt0Iell KaK CBOM COOCTBEHHBIE;

4) mpuaepKUBaTbCA  JIEJIOBOrO  CTWJISL  TOBEACHHWS, OCHOBAHHOTO  Ha
CaMOJUCIHUIUIMHE W BBIpaXKaloulerocss B MNpodecCHOHATbHON KOMIETEHTHOCTH,
00513aTeIbHOCTH, aKKYPaTHOCTH, TOUHOCTH, BHUMATEIIBHOCTH, YMEHUH LIEHUTh CBOE U
qy»)O0€ BpeMS;

5) BecTu cels C YyBCTBOM COOCTBEHHOTO JIOCTOMHCTBA, JOOPOXKEIATEIbHO U
OTKPBITO, BHUMATENHFHO H TMPEAYNPEIUTEIbHO, BBI3BIBAs YBAaXCHHE JIIOJACH K
UCTIOJTHUTENbHBIM OpraHaMm;

6) MPOSBIATH TEPIUMOCTh M YBOXKEHHE K OOBIYASM M TPATUIMSIM HapOJOB
Poccuiickoii @enepannu, yuuThIBaTh KyJIbTYPHbIE U MHBIE OCOOCHHOCTH Pa3JIMYHBIX



ATHUYECKUX, COIMATbHBIX rpynn u KoH(eccui, CrocoOCTBOBATH
MEKHAIIMOHAIBHOMY M MEXXKOH(PECCUOHAIbHOMY COIJIACHIO;

7) coOmonaTh HEUTPAIbHOCTh, MCKIIOYAIOLIYI0 BO3MOYKHOCTH BIUSHUS Ha
CIIyXeOHYI0 (TPYIOBYIO) IESATENbHOCTh PEIICHUA MOJUTUYECKUX MAPTUH, HHBIX
OOIIECTBEHHBIX 00HEIMHCHUIT;

8) TMOCTOSHHO KOHTPOJUPOBATH CBOE IMOBEJEHUE, YYBCTBA W IMOIIMH, HE
MO3BOJISASE JIMYHBIM ~CHMIATUSIM  WIM  aQHTUIIATHSAM, HENPUSI3HH, HeZo0poMy
HACTPOEHUIO WJIM JPYKECKUM YYBCTBAM BIIMATH HA KCIOJHEHHE JOJIKHOCTHBIX
00s3aHHOCTEI;

9) yBaXUTENbHO OTHOCUTHCA K JEATENbHOCTH NPEJICTABUTENEH CpPEICTB
MaccoBo wuHpopManuu 10 HHPOPMHUPOBAHUIO OOIIECTBa O paboTe OpraHoB
rOCyJapCTBEHHOW BJAacTH, a TaKKe OKa3blBaThb COJEWCTBUE B IOJYyYECHHUH
JI0OCTOBEPHON MH(POPMAIINH;

10) B peun mpuiepKUBaThCA IPaMOTHOCTH, OCHOBAaHHOW Ha HCIOJIb30BAaHUU
OOLIENPHUHATHIX MPABUI PYCCKOTO JIMTEPATYPHOrO SA3bIKA, HE JIOMYCKaTh CKBEPHO-
CJIOBMSI U BBIPQXKEHHM, TOJYEPKUBAIOIINX HETATUBHOE, NMPE3PUTEIHHOE OTHOIICHHUE K
THOISIM;

11) wuHbOpMHUPOBATH HETTOCPEICTBEHHOTO PYKOBOAUTEIS O MIPUUMHAX CBOETO
OTCYTCTBHUSI;

12) Gepe’kHO OTHOCHUTHCS K CIIY’)KEOHOMY yIOCTOBEPEHHIO U OCO3HABATh, YTO
€ro yrpara BJIe4ET OTBETCTBEHHOCTb, YCTAHOBIICHHYIO 3aKOHOIATEIHCTBOM;

13) Gepeub rocy1apcTBEHHOE UMYIIECTBO, B TOM UHUCIIE MPEIOCTABICHHOE IS
UCTIOJTHEHHUS JTIOJDKHOCTHBIX 00S3aHHOCTEH;

14) B 001IEHUH C JIFOABMHU 00palaThCs K HUM Ha «BbI», 10 KIMEHH U OTYECTBY
(mocnenHee - B clly4ae €ro Haju4us);

15) npuHUMAaTh AKTUBHOE YYacTHE€ B KOPIIOPATUBHBIX O310POBUTEILHBIX,
CIIOPTUBHBIX U KYJIbTYPHBIX MEPOIPUITHUSX;

16) mpuaepxkuBaThcsi OOLIECTPUHATOrO JEIOBOIO CTHIISA B OAEXKIE, KOTOPBIH
OTIMYaOT O(QUUUATIBHOCTb, CAEPKAHHOCTb, TPAJULUMOHHOCTb M aKKypaTHOCTb,
cormacHo  CraHmapTy  BHENIHErO0  BuAa  paOOTHUKOB  aJAMUHUCTPAIIMH,
yCTaHOBJIEHHOMY IpuinoxkeHueM Ne 4 k HacrosmeMmy Konekcy;

17) BcemepHO coaelcTBOBaTh (OPMHPOBAHUIO TMO3UTUBHOIO  OOJWKA
aAMUHUCTPALIMM U BO3JIEPKUBATHCA OT IOBENEHUS, KOTOPOE MOrJo Obl HAHECTH
yliepo X penyTainuy U aBTOPUTETY;

18) BO3mepkUBaTbCA B MYOJHMYHBIX BBICTYIUICHHSIX, B TOM 4YHCIE B
CpelcTBaX MaccoBOol uH(OpManuu, OT O0O3HAYEHUS B MHOCTPAHHON BaltOTE
(YCIOBHBIX JE€HEKHBIX €IUHHUIIAX) CTOMMOCTH Ha Teppuropun Poccuiickoii
@denepalu TOBapoB, pabOT, YCIAYr W UHBIX OOBEKTOB TPAXKIAHCKHUX IpaB, CyMM
CHENIOK MEeXy pesusienTamu Poccuiickoit deneparm, mokaszarenei Or0KeTOB BCEX
YPOBHEU OrOHKETHOM cucreMbl  Pocculickon ®enepanuu, pa3MepoB
FOCYJapCTBEHHBIX M MYHUUUNAIBHBIX 3aUMCTBOBAHMM, TOCYJApCTBEHHOTO U
MYHHUITUTIATBHOTO JIOJITA, 32 MCKIIOUYEHHEM CIydaeB, KOrja 3TO HEOOXOAUMO IS
TOYHOM IMepeauyn CBEICHUI MO0 MPEeAyCMOTPEHO 3aKOHOAATENhCTBOM Poccuiickoi
®deneparmu, 00bYasIMHU AETOBOTO 000pOTA.

5.1.2. BceM paboTHHUKaM HUKOT'/Ia HE CIEAYeT:
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1) momyckaTh MOBENIEHNE, KOTOPOE SIBIIAECTCS WM MOXKET OBITh PaCIEHEHO KaK
peaaTeIbCTBO MO OTHOIIEHUIO K TOCYIapCTRY;

2) JAomycKaTh BJIUSIHUE TMOJUTHYECKUX YOEKIICHHII HAa CBOU JACHUCTBUS MpPHU
UCTIOJIHEHUHU JTOJIKHOCTHBIX 00S3aHHOCTEH;

3) OposABIATH MOA00OCTPACTUE U MPEHEOPEKEHUE K JIIOJISIM HE3aBUCUMO OT
UX CIY’>KEOHOTO TOJIOKEHHS ¥ COLIMAIIBHOTO CTaTyCa;

4) mposIBIATh MO OTHOIIEHHUIO K JIIOJSIM BBICOKOMEpHUE, rpyOOCTh, HEYBaXKu-
TEJIbHOE OTHOIIIEHUE, OCKOPOUTENbHBIE BBICKA3bIBAHUS U YIPO3BI;

5) wucnonb3oBaTh CIYy)XEOHOE TMOJOKEHUE [IJIsi OKa3aHWs BIMSHUS Ha
JEATENbHOCTh UCTIOJHUTENIBHBIX OPTaHOB, OpraHU3alui, TPAKIAHCKUX CIYKalllUX U
JNOJKHOCTHBIX JIMI[ MPU PEHIEHUH BOIPOCOB JMYHOIO XapaKTepa WIM OKa3aHHS
MIOMOIIIH JIMI[AM, COCTOSIIIIUM B POJICTBEHHBIX WJIM CBOMCTBEHHBIX OTHOIICHUSIX;

6) WCIONB30BaTh CIYy)KEOHOE TMOJIOKEHUE KaK Crmoco0 MOIydeHus Harpaj,
MMOYETHBIX 3BAHUH, IOIAPKOB;

7) npuoOpeTaTh U MCIOIb30BaTh HEOIIPABIAHHO AOPOrUe CIyKEOHbIE aBTOMO-
OWIM, OPrTEXHUKY, O(DUCHYIO MeOEeNb, B CIYKEOHBIX KOMaHIUPOBKAX HCIOJIb30BAThH
HEOIPaBJaHHO JOPOrue TOCTUHHUIILI (OTENIM) U JOMYCKaTh Ype3MEpHbIEC MpPEICTaBU-
TEIbCKUE PACXO/IbI;

8) KypuTh B 3JaHUM AJMUHUCTpALMEH, U HAa MPWISKAIIUX TEPPUTOPHUSIX, 32
HCKJIFOYEHUEM CIIEIUATbHO OTBEAEHHBIX MECT JJIsI KYpEHUS;

9) Bectn cebs OCKOpPOUTEIBHO W AarpecCMBHO B OTHOIICHUHM JPYrUX
PabOTHHUKOB HE3aBUCHMO OT MX JOKHOCTHOT'O ITOJOKEHUS.

5.1.3. He pnomyckaercs pasriaiieHde CBeIEeHUH KOH(DHICHIIMAIBbHOTO
XapakTepa WIH CIyKeOHOW uH(OpMaluu, CTaBIIEH HM3BECTHOM pabOTHHUKAM IpHU
WCITOJIHEHUH CBOUX JOJDKHOCTHBIX 00SI3aHHOCTEH.

6. Posib pa00THUKOB, 3aMelIAI0NIUX PYKOBOASIIINE 10JIKHOCTH

B YKpeIUICHUH NPUHIIMIIOB M NMPABWJI MOBEACHUS MOAYUHEHHBIX UM JIHIL

6.1. PaboTHUKH, 3aMelIaloNIMEe PYKOBOMSIINE IOHKHOCTH, CBOMM JIMYHBIM
npumMepoM (GOPMUPYIOT MPUHIIUIIBI U MPABUIIA TIOBEACHUS CBOUX MOJYMHEHHBIX.

6.2. TloBenenune pabOTHUKA, 3aMEHIAIONIECTO PYKOBOISIIYIO JOJIKHOCTb, €0
YyMEHHUE  YIPaBIsATh MOJYMHEHHBIMM  BO3IVIABISIEMOI0 WM  MOJpa3/C/ICHUS
aIMUHUCTPAIIMHA, TPOBEACHUE PA3bSICHUTEIBHOW DPAOOTBI M CO3[aHUE MOPAILHO-
NICUXOJOTUYECKOTO KJIMMaTa B KOJUIEKTHUBE CIIOCOOCTBYIOT Pa3BUTHUIO JIOBEpUS U
WHUIIMATUBBI PAOOTHUKOB, MX COMPUYACTHOCTH K JIOCTMKCHHSIM BCETO KOJJICKTHBA U,
KaK  CIEACTBUE, TMOBBIMICHUIO OS(PPEKTUBHOCTH U  PE3YIbTATUBHOCTH  UX
npodeccuoHaIbHOM CilyKeOHOM (TPYA0BOI) AEATENbHOCTH.

6.3. PaboTHUKY, 3aMemaroneMy PyKOBOISIIYIO JOJDKHOCTh, BaKHO B CBOEH
NEATENbHOCTH OCYIIECTBISATh B3aUMOCBS3b C MOAYMHEHHBIMU, MTPEATIOIATAFOIYIO:

1) WHIMBUAYANTBHBIA TOAXOA K KaXIOMYy paOOTHUKY, HAXOISAIIEMYCsS B
NOTYMHEHUH, C YUETOM OCOOEHHOCTEN ero xapakrepa, KBaqu(UKaluu U OTHOLICHUS
K JIeny;

2) COXpaHEHHE HMOIMOHAIBLHOIO CIHOKOHCTBHMSI IO  OTHONIIEHUIO K
MOJYUHEHHBIM;

3) oOka3zaHue NOMOIIM MOAYMHEHHBIM B PEIICHUU TMOCTABJIEHHBIX 3ajady,
MO3BOJISIFOIIUX EMY CAMOCTOSITENIBHO UX PEaIN30BaTh;
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4) OmaromapHOCTH 32 XOPOIIIYI0 padOTy MOTYNHEHHBIX;

5) DocTOsHHOE TOAJEpKAHUE  3aUHTEPECOBAHHOCTH  MOJYMHEHHBIX B
pe3yabTarax ux JAesiTeIbHOCTH;

6) BHHUMaTEJIbHOE 00CYX AEHUE 3aMeUaHui 1 NPeI0KEHNUN MOAUNHEHHBIX;

7) CaMOKpPUTHUKY, IPU3HAHHE CBOUX OIIMOOK NPH MPUHATHU PELICHMI;

8) COBMECTHBI aHAIU3 PE3yJIbTATOB JIEATEIIbBHOCTH, B TOM YHUCJIE NMPUYUH
Heyay;

9) ompeneneHre TEPCIEKTUB KaphepHOrO pPa3BUTHUS PAOOTHUKOB, WX
«CWJIBHBIX» M «CJIa0BIX» CTOPOH B MNPOGECCHOHAIBHOW CIy>KEOHOU (TpyHOBOIN)
NEeSATENTbHOCTH.

6.4. PaboTHUKY, 3aMemlialonieMy pPYKOBOJSIIYIO JOJKHOCTh, HEO0OXOIUMO
MOCTOSIHHO MPOBOJUTH OIEHKY JOCTUTHYTHIX PE3YJIbTATOB U BHOCUTh KOPPEKTUBHI B
CBOIO pabOTy ¢ MOTYNHEHHBIMH.

7. KnaTBenHoe o0emanmne

7.1. B mensx moBBIIEHUSI OTBETCTBEHHOCTH JIWILI, 3aMEIIAIOINUX JOJKHOCTH
MYHUIIMTAIBHOW  CIOYKObl M JIOJDKHOCTH, HE  SIBISAIOIIHMECS  JOHKHOCTAMHU
MYHULIMOQIBHON  CIyXObI, BIEPBbIE MNPUCTYNUBIIUX K MCIOJHEHUIO CBOUX
JOJKHOCTHBIX 00S3aHHOCTEMH, MPENYCMOTPEHO IPUHECEHUE KIIITBEHHOT'O 00CIIaHus.

7.2. KnsaTBeHHOe oOeliaHue JIUI, 3aMEeNalomMnX JOPKHOCTH MYHUITUTIATLHON
CIIyObI, U JOKHOCTH, HE SIBJISIFONTUECS JOKHOCTSIMH MYHHITUTAIBHOU CITYKOBI,
(mamee - KJISATBEHHOE OOCIIAHHUE) MPUHOCHUTCS B TOPKECTBEHHOW OOCTAaHOBKE B
npucyrctBur  InmaBel  aamuHucTpammu MO «MaiHCKMH palloH» WM HMHOIO
YIOJIHOMOYEHHOT'0 UM JIMIIA.

7.3. dna ueneid Hacrosmiero paszaena Kopekca k Jnmiam, 3ameniaroniue
JOJKHOCTH MYHUIIMITAILHON CIIY>KOBI (7ajee - JuIa, MPUHOCAIINE KISITBEHHOE
oOelllanne) OTHOCATCS:

1) Ilepsslii 3amecTuTENb r1aBbl afMUHACTpauuu MO «MaitHCKui pailon»;

2) 3aMecTUTeNb riaaBbl aqxMUHUCTpaniu MO «MalHCKUN paiioH»;

3) PykoBoaurens anmnapara aaMuHUcTpauuu MO «MaltHCkuid pailoH;

4) HayanbHUK ynpaBJICHUS

5) HaganpHuK OoTHENA;

7.4.Jlata, BpeMsi U MECTO IEPEMOHHH TMPUHECEHUS KIATBEHHOTO OOCIIaHMs
YCTaHABJIMBAIOTCSA pacnopsbkeHrem [nmaBel  agMuHuctpauu MO  «MaitHCKuUi
panion».

7.5. B MecTte mpoBeneHUS LEPEMOHUM TMPUHECEHUS KISTBEHHOTO OOCIIaHMS
ycTaHaBnuBatotcsi ['ocynapctBennbiii (aar Poccutickoit ®enepaunu u ¢uar Yibs-
HOBCKOM o0nacTtu u ¢uiar MaiiHCKOTro paiioHa.

7.6. Ha uepeMOHHIO NPHUHECEHMs] KISTBEHHOI'O OOCIIaHMUs TaKXKe MOTYT
MpUrjamarbcs paboTHUKHN aaMuHUcTpau MO «MaltHCKHid palioH», pOACTBEHHUKH
JUI, TPUHOCIIIMX KISTBEHHOE OO0eIaHue, MPEeACTaBUTEIN CPEIACTB MaCCOBOM
uH(pOpMaINK, PEJCTABUTEIN OOIIECTBEHHOCTH.

7.77. OpraHuzanus [EPEMOHHM TMPUHECEHUS KIATBEHHOTO OOCIIaHus
BO3JIaraeTcsl Ha OTAENl MyHUIIMIAIBHON CIIyKObl, OpraHU3al[MOHHOT'0 00eCIIeYeHUs U
apXMBHOrO Jena arMuHucTpauuu MO «MaitHCKuiA paiioHy.



7.8. OTBeTCTBEHHBIE  JIMIIa  OTHAEJa  MYHUIMMIAIBHOW  CITYXOBI,
OpraHU3aIlMOHHOIO0 O00ECIeYeHUs] M apXUBHOrO JieJia aJMUHHUCTPAIMU 3a JE€Hb [0
MPOBEJCHUS LEPEMOHUM TPUHECEHHsS] KISTBEHHOrO OOENIaHWs BpydYaroT JHIaM,
NPUHOCAIIMM KJISITBEHHOE oOellaHue, OJaHKK ¢ TEKCTOM KIISITBEHHOTO OOCIaHus U
IPOBOMASIT MHCTPYKTX IO MPOBEACHUIO IepeMoHuU. Ha OsaHke KIS TBEHHOTO
oOelIaHusi CTABUTCS T1€YaTh.

7.9. llepemoHusl MpUHECEHUS KISTBEHHOI'O OOCIIAHMS HAYUHAETCS CO BCTY-
nuTenbHOM peun [maBel agmuHuctpauuun MO «MailHCKHT palioH» WM HHOTO
YIOJIHOMOYEHHOI'O UM JIMIIA.

7.10. Jlumo, mnpuHOCSIIEE KISITBEHHOE OOCIIaHWE, 3a4UTBIBACT IEpen
NPUCYTCTBYIOIIMMH TEKCT KIATBEHHOrO0 o0emiaHus 1o ¢opme, YCTaHOBJICHHOM
npunoxenueM Ne 5 k HacTosiemy KoJiekCy U MOJANUCHIBAET €TO.

7.11. TloanucaHHbi OJAHK C TEKCTOM KIISITBEHHOTO OOCMIaHUS OCTaércs y
JuIa, TPUHOCAILETO KIATBEHHOIo oOOelaHue, a Komusg mnepemaaércs B OTAeI
MYHUIIMOAIBHON CIIyObl, OPraHU3AIMOHHOTO OOECTEYEHUs] W apXUBHOIO Jeja
agMuHucTpanu MO «MalHCKU# palloH» IJ1sl XpaHEHUS B JIMYHOM JEJ€.

7.12. Ilocne npuHeceHus KiIsiTBEHHOro oodemanus ['nasa anmMuuuctpanun MO
«MaifHCKUi palloH» WIM WHOE YIMOJHOMOYEHHOE UM JIMIO U (UMW) TMpUTIaniéHHbIe
JIUIA TIPOU3HOCAT MO3APABUTEIBHBIC PEUH.

7.13. llepemoHHMs TpUHECEHUS KIATBEHHOro OOCIIAHUSA 3aBEPINACTCS
UCIIOJIHEHHEM THMHA YJbSHOBCKOM 00JIACTH, KOTOPBIM MNPUCYTCTBYIOIIUE TIOOT
(BBICTYILIUBAIOT) CTOS.

7.14. llepeMOHUs TIPUHECEHUS KIISITBEHHOTO OOCIIAHMS MPOBOJIUTCA MO Mepe
HE00XOIMMOCTH, HO HE Yallle OHOr0 pa3a B KBapTall.

8. IlpenoTBpamenne KOPPYNUMOHHBIX IPABOHAPYIICHU

8.1. B anMuHuCTpanuu mnojjepKuBaeTcsi arMochepa HETEPIUMOCTH K
KOPPYIILIHH.

8.2. B memsix  coOmoneHHs ~ AHTUKOPPYILMUOHHOTO  TOBEJIEHUA B
aJMUHUCTPALINH:

8.2.1. Jlumam, 3aMemIalOmMKMM  JIOJDKHOCTH  MYHHUITMIIAJBHOW  CIY>KOBI
JOJDKHOCTH, HE SIBJISIOMIMECS JOKHOCTSIMU MYHHUIIUIAIBHOW CIYXObI, ClenyeT
COOIOIaTh OTpaHWYEHUs] W OOS3aHHOCTH, HaymaraeMble Ha HuX DenepanrbHBIM
3akOHOM OT 25.12.2008 No 273-®3 «O npOoTUBOACUCTBUN KOPPYILIAM.

8.3. PaboTHHMK agMUHHCTpaIUu, 3a00TIACH O CBOEH HE3aBUCHUMOCTH, JOJKEH
n30eratb JIIOOBIX CHUTYallMd, CIOCOOHBIX TIOBJ€Yb KOHGIUKT HMHTEPECOB, W
UCKJIIOYaTh  JICUCTBUS, CBSA3aHHbIE C  BIUSHUEM  KAaKUX-TU0O  JIUYHBIX,
MMYIIECTBEHHBIX (MOAAPKH, BO3HATPAXKICHUS) U UHBIX HUHTEPECOB, KOTOPHIE MOTYT
OKa3aTh BIIMSIHHUE HA UX HE3aBUCUMOCTh U YECTHOCT.

8.4. B ciayyae BO3HMKHOBEHHS KOH(JIMKTA MHTEPECOB WU BO3MOKHOCTH €O
BO3HUKHOBEHUSI PAOOTHUK JIOJDKEH YBEOMHUTH 00 3TOM CBOETO HEMOCPEICTBEHHOTO
PYKOBOJIUTENS.

8.5. PaboTHUK MOMKEH TPUHUMATh MPETyCMOTPEHHBIE 3aKOHO/ATEIHCTBOM
Poccuiickoit ®denepanyii Mepbl MO HEAOMYIICHUIO BO3HUKHOBEHHUS KOH(IMKTA
MHTEPECOB U YPETryJIUPOBAHUIO BOZHUKIIUX CIy4aeB KOH(DIUKTA HUHTEPECOB.
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8.6. PabOTHUK AOMAKEH YBEIOMIISITh MpEICTaBUTENSI HAaHUMAaTeNs (paboToaarte-
JI51), OpraHbl MPOKYpaTyphl UK IPYTUe roCyJapCTBEHHbBIE OpraHbl 000 BCEX CIydasx
oOpaieHust K pabOTHUKY KaKUX-TM0O JUI B LENISIX CKIOHEHUS K COBEPIICHUIO KOp-
PYINIMOHHBIX MPaBOHAPYIIECHUH.

8.7. Bo B3aMMOOTHOLIEHUSIX C MPOBEPSEMBIMU OpPraHU3aLMsAMH PAOOTHUK HE
JOJKEH JOIMYCKAaTh HApYIICHUH 3aKOHHBIX TIPaB U HWHTEPECOB IMPOBEPSEMBIX
opraHuzauuii U 00si3aH CTPOTr0 PYKOBOJACTBOBATHCS HOPMaMHU 3aKOHOJATENbCTBA,
CBOUM JOJIKHOCTHBIM periiaMeHToM (ToMKHOCTHOM UHCTPYKIHEN),
YCTaHOBJIEHHBIMU MIPABUIIAMHU U METOJIUYECKUMH PEKOMEHIAllUSIMH.

8.8. PaboTHUK 00s513aH OBITh HE3aBUCUMBIM OT IIPOBEPSEMBIX U IPYTUX 3aUHTE-
PECOBaHHBIX OpraHu3alUi M JOJOKHOCTHBIX JiMI. HHUYTO HE JOJKHO BJIUATH HA
HE3aBUCUMOCTh pPAa0OTHHKA, B TOM YHCJIE€ BHEIIHEE AaBICHUE WJIM BIHUSIHHE HA
paboTHHKA, TPEAB3ITOE MHEHIE paOOTHUKA OTHOCUTEIBHO JUUYHOCTH IPOBEPSEMOTO,
MIPOBEPAEMON OpraHU3alMK, TPOEKTA WA IPOrpPaMMbl, TPEIIIECTBYIOIAs TPOBEPKE
paboTa B MPOBEPSIEMOM OpPTaHU3AIUH.

8.9. PaboTHUKY He creayeT BCTYNaTh C PYKOBOJACTBOM M paOOTHUKAMHU
MIPOBEPAEMON OpPraHU3alMy B TAKUE OTHOILLIECHUS, KOTOPbIE MOT'YT €r0 CKOMIIPOMETH-
pPOBaTh WX MOBJIUATH HA CITIOCOOHOCTH JICMCTBOBATH HE3ABUCHUMO.

8.10. PaboTHuUK He BIpaBe UCIONB30BaTh CBOW O(QUIMATBHBIN CTaTyc, a
TaKKe CBEACHUS KOH(PHICHIHMAIBHOIO XapaKTepa WIH CIyXeOHYH HH(OpMAaIHIO,
CTaBUIYI0 HM3BECTHOM NPU HCIOJHEHHHM JOJKHOCTHBIX OO0S3aHHOCTEH, B JIMYHBIX
LENSIX TMO0O0 B UHTEpEcax TPEThEN CTOPOHBI.

8.11. PaGoTHHKY peKOMEHAYETCS BO3EPKUBATHCS OT OOCYXKIICHUS C TIPE/ICTa-
BUTEJISIMU OpPTaHU3aLMN U TPa’KJaH, Ybsl BBITOJA 3aBUCUT OT PEIICHUN W JIEUCTBUM
paboTHHKA, CIAEAYIOIINX TeM, KOTOphle MOT'YT BOCIPUHUMATHCS Kak Ipockda o Jaue
B3SITKH, HAIPUMEP: HU3KUN YPOBEHB JIEHEKHOTO CoJiepKaHUs paOOTHHKA U HEXBATKA
JCHEeKHBIX CPEJICTB Ha pean3alliio T€X WJIM MHBIX HYX[; *KeJlaHue MPHOOpPEecTH TO
WIM WHOE HMYIIECTBO, MOJYYHUTh Ty WJIM HMHYIO YCIYTYy; OTCYTCTBHE DPabOThHI y
POJICTBEHHUKOB pPaOOTHUKA; HEOOXOJUMOCTh NOCTYIUIEHUS JeTeil paboTHUKa B
o0Opa3oBaTeIbHbIC OPraHU3aAIUU U TIPOYEe.

8.12.  PaGoTHuk, HaJIelNEHHBI  OpPraHU3alMOHHO-PACIIOPSAUTENbHBIMU
MOJTHOMOYMSIMHU IO OTHOIIECHHUIO K JPYrUM pabOTHHKAM, JOHKEH MPUHUMATh MEpHI
0 HEAOMYUICHUIO KOPPYHIMOHHO  OMACHOIO0  TOBEACHUS  MOAYMHEHHBIMU
paboOTHUKAMU:

1) co3gaBaTh yCIOBHMSI HEAONYIIEHUS W IPEOJOJIEHUS KOPPYILHUOHHO
OMACHBIX CUTYAIlUN;

2) UHUIUMPOBATh WIW TNPUHUMATH PEIICHHE O TPOBEICHUU CIYKEOHBIX
IPOBEPOK (B COOTBETCTBUU C KOMIIETEHIUEH);

3) MHULUMHUPOBATH WIM MPUHUMATH PEIICHHE O NPUMEHEHUH MEp AUCLUIUIH-
HApHOT'0 B3bICKAaHUA (B COOTBETCTBUU C KOMIIETEHIUEH);

4) on00psATh AHTUKOPPYIIIMOHHOE MOBEAECHUE PAOOTHUKOB;

5) cBOMM  JIMYHBIM  IIOBEJEHUMEM  [OAAaBaTh  NpPUMEpP  YECTHOCTH,
HEMOJIKYITHOCTH, OecnpucTpacTHOCTH u CIPaBEMJIMBOCTH; IPOBOJUTH
COOTBETCTBYIOILIYIO BOCHHMTATEIbHYIO pa0OTy MPOTHB KOPPYNLHUHU, KOPPYIMLHUOHHO
OIACHOT'0 MOBEICHUS.



10

9. Peamm3anua Koaekca

9.1. OTaen MyHULMIAIBHOW CIY>KObI, OPTaHU3allMOHHOIO OOecreyYeHus u
apxuBHOro Jena agMuHuctpaunu MO «MaliHckuii palioH» 00s3aH O3HAKOMUTH
KaXJJOTO0 BHOBb MPUHATOr0 paboTHUKA ¢ HacTosmuM KoaekcoM mon JHYHYIO
pocnuch U JIaTh CCBUIKY Ha ero pasMmenieHue Ha KopropaTtuBHoM mnoprane
rOCYIapCTBEHHBIX W MYHUIMNAIBHBIX  CIyXalMX B  WHGOPMAIIMOHHO-
TeJIEKOMMYHHUKAIIMOHHOU ceTu «HTepHeT».

9.2. PaGotHuk 00s3aH 3HATH W COOJIOJATH MPUHIIMIIBI, HOPMBI U TIpaBuUJA,
yCTaHOBJIEHHbIE HacTosAmuM Kojekcom, ¥ NpuHUMATh HEOOXOAUMBbIE MEphl IS
BBITIOJTHEHUS €T0 TPEOOBaHUH.

PaGotHuky He creayer NpeHEOPEKHUTENIbHO OTHOCHUTHCS K COOIIOJIEHUIO
Hactosiiero Kopekca caMomy, a Takke NpPEnsTCTBOBaTh JPYrUM pabOTHUKAM
MIPUMEHSITh €ro MOJI0KEHUS.

9.3. PaGoTHUK JO’KEH MOHUMATh, YTO SIBHOE U CUCTEMATUYECKOE HAPYIICHUE
HOpM Hacrosmero Koaekca HECOBMECTUMO C JajbHEHIIEH ciay:KeOHOH (TpyIOBOK)
NEATEIbHOCTBIO B aIMUHUCTPALUY.

9.4. 3a HapyllleHHME TNPHUHIMUIIOB W MPaBWI, YCTAHOBJIEHHBIX HACTOSIIUM
KonekcoMm, pabOTHUK HECET MOpPAIbHYIO OTBETCTBEHHOCTH Iepes OOIIECTBOM H
KOJUUICKTUBOM.

Hapsiny ¢ MoOpaJibHOW OTBETCTBEHHOCTHIO PpPAa0OTHHMK, JIOMYCTHUBIIHMA
HapylIeHne HopM Hacrosmero Kopekca © COBEpIIMBIIMA B CBSI3M C 3TUM
JTUCUUTUIMHAPHBINA MIPOCTYMNOK, HECET TUCIMUILUIMHAPHYIO OTBETCTBEHHOCTD.

9.5. PaccmoTrpenune BbISIBICHHBIX (DAaKTOB HAPYIIEHUS HOPM HACTOSIIETO
Konekca ocyiiecTBisieTcss Ha 3acelaHUU COBETa MO BompocaM MNpodeccuoHanbHOU
STUKU COTPYAHUKOB amMunauctpanmu MO «MaltHckuii paiioH 1 €€ QyHKITMOHATbHBIX
opranoB. (mainee - Coser). CocraBp CoBera ycTaHOBJIEH MpuioxkeHueM No 6 k
HacrosmeMy Koxpekcy.

9.6. 3acenanne CoBera NPOBOAUTCS IO PELICHUIO MPEICTABUTENS HAHUMATENS
7100 HAa OCHOBAHUU MUCHbMEHHOT0 3asBJICHUS] PAaOOTHHKA.

9.7. CoBer sBisieTCA COBEMIATENbHBIM M KOHCYJBTAIMOHHBIM OpPraHOM,
JNEUCTBYIOIIIUM  HA  TOCTOSIHHOM  ocHoBe. OpraHu3anMoHHOE oOecredeHue
nestenpbHocT  CoBeTa  OCYHIECTBISET  OTACN  MYHHIIMMAIBHOW  CITYKOBI,
OpPraHU3allMOHHOTO OO0ECIMeYeHUs] W apXUBHOrO jena aaMuHucTpammu MO
«MamnHCKul paion».

Cogert coctout u3 npeacenarens Cosera, 3amectutens npeacenarens Cosera,
cekperapsa Cosera u wieHoB CoBeTa, KOTOpbIE YYacTBYIOT B JestenbHocTu CoBera
Ha 0€3BO3ME3HOM OCHOBE.

9.8. 3amauamu CoBera SIBISIOTCA:

1) MoHUTOpUHT peanu3aruu HacTosmero Komekca, BbIpaOOTKa MpenioKeHHHA
10 €r0 U3MEHEHHIO;

2) KOHCYJIbTUPOBaHUE PAOOTHUKOB MO MPUMEHEHUIO MOJI0KEHUN HACTOSIIETO
Konekca;

3) pa3paboTka peKOMEHIAlMil IO MCIOJb30BaHUIO HacTosiiero Kopekca B
KOHKPETHBIX CUTYaIIUsIX;
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4) paccMoTpeHHe HH(pOpPMAIMU, IMOCTYIHUBIICH OT pPaOOTHUKOB, O (aKTax
HapyUIeHUs! ApYrUMu paboTHUKaMHU HOpM Hactosiero Konekca;

5) BBIpabOTKa pEKOMEHAALUN PYKOBOJIUTEII0 COOTBETCTBYIOIIEIO OpraHa
rOCyJapCTBEHHOM BJIACTH IO MPUBJIEYEHHUIO K OTBETCTBEHHOCTH, NPEAYCMOTPEHHON
HacTosamuM Kopmekcom, pabOTHUKA, TONYCTHUBILErO HapyUIEHUE HOPM HACTOSILErO
Konekca.

9.9. Ilpencenarens CoBera oOnagaer mpaBamu ujeHa CoBeTa, a TakKke
OCYILIECTBIISIET 0011Iee PYKOBOACTBO AesITeabHOCThIO CoBera.

9.10. 3amectutens npencenarens Copera obnamaer npaBamu uieHa Cosera, a
TaKke Bel€T 3acenanus CoBeTa Ha OCHOBaHHMHM MopyuyeHus npexacenarens Coera.

9.11. Cexkperapp Cosera:

1) obnamaer mpaBamu uneHa CoBeTa, a TaKKe MNPUIJIAILIAET O PELICHUIO
npencenarens Cosera Ha 3acenanne CoBeTa 3aMHTEPECOBAHHBIX JIMILL;

2) OCyIIECTBIAECT MOArOTOBKY MaTepUaoB, HEOOXOAMMBIX ISl MPOBEICHUS
3acemannsa Cosera;

3) obecneunBaer BeleHHE MPOTOKOOB 3acenanuil Copera.

9.12. Ynensl CoBeTa OCYHIECTBIISIIOT CBOM ITOJIHOMOYHS HEIMOCPEIACTBEHHO,
0e3 mpaBa nepeiaym, B TOM YUCIIE U Ha BPEMS CBOETO OTCYTCTBUS, APYTHUM JIULIAM.

9.13. OcHoBHoll Qopmoit nestenbHOcTH (CoBeTa SBISETCS 3acelaHHe.
3acenanue CoBeTa MPOBOAMUTCS MO PEUICHHUIO MPEICTABUTENSI HaHUMATENs JTuOOo Ha
OCHOBAaHMH MHUCbMEHHOTO 3asBJICHUs pa0OTHHKA, HO HE Yallle OJHOr0 pa3a B KBapTaJl.

Pemenne CoBera NpUHUMAETCS OTKPBITHIM TOJOCOBAHMEM MPOCTHIM OOJIb-
IIMHCTBOM TOJIOCOB OT 4YHMCJa MPUCYTCTBYIOIIMX Ha 3acenanuu CoBeTa 4YIJIEHOB
Cosera. IIpn PaBEHCTBE rOJIOCOB penarmum ABJISIETCS roJI0C
npeacenaTenbCTByonIero Ha 3acenqannn Cosera.

3acenanue CoBera cUMTaeTCsl MPABOMOYHBIM, €CJIM HA HEM NPHUCYTCTBYET HE
MEHee ABYX TPETEM OT 00LIEro Yucia e€ YICHOB.

9.14. Pemenne CoBera odopMIIsIETCS TPOTOKOJIOM B TE€UEHHE JABYX pabOumMx
nHeu co aHs 3acenanus Cosera. [IpoTokon noanuceiBaerca npenceaarenem Cosera,
3amectuteneM npeacenarenss Cosera, cekperapém Cosera u uneHamu CoBera,
MPUCYTCTBYIOIIUMHU HA 3aCETAHUH.

9.15. Coser no uroram 3acefaHusi IPUHUMAET OJHO U3 CIEIYIOLIIUX PELICHUN:

1) mpu3Hate ¢akT HapyuieHuss paOOTHUKOM IIOJIOKEHUH HACTOAIIEIO
Kopmekca, nommexamuii MOpaIbHOMY OCYXICHHIO, C PEKOMEHJAIUEW 4YETKOro
coOJTroIeHUS TTOT0KEeHHMM HacTosIero Kogekca Bipeip;

2) npu3Hath, 4yTo (paKTa HApyLIEHHs MONOKeHUH HacTosiero Koxekca He
BBISIBJICHO;

3) B ciyyae HanuM4Ms OCHOBAaHUU /I IpoBeneHus 3acenanuii Komuccun 1o
COOJIOICHNIO TPEOOBAHUN K CIYKEOHOMY MOBEIECHUI0 MYHUIIMIAIBHBIX CIY>KaIIUX
aAMUHUCTPAIIMM ~ MYHUIUTIATBHOTO  oOpa3oBaHusi  «MaliHCKUW  pailoH» u
YPETYJIIMPOBAaHUIO KOH(IIMKTAa HMHTEPECOB PEKOMEHAOBATH COOTBETCTBYIOUIEH
KOMUCCHH MPOBECTH €€ 3aceJaHue MO BbISBICHHBIM (paKTaM U IMPU HEOOXOIUMOCTH
NPUMEHUTH COOTBETCTBYIOLIME MEPHI TUCUUIIMHAPHOT'O B3bICKAHUA.

10. OTBEeTCTBEHHOCTH 3a HapyILIEHMs MOJ0KEeHUI HacTosuero Koagekca
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10.1. Hapymenue paGoTHUKOM MoOJIOKeHUH HacTtosmero Komekca momiexuT
MOpaJIbHOMY OCYXJIeHHUI0 Ha 3acenanun CoBera.

10.2. B caydasix, mpeayCMOTPEHHBIX (eaepaibHbIMU 3aKOHAMH, HAapyIIEHUE
noJiokeHu Hacrosmiero Komekca Bieuér nmpuMeHeHHE K PaOOTHHUKY Mep, Mpey-
CMOTPEHHBIX 3aKOHOJIATE€ILCTBOM, B TOM YKCJIE€ TUCIUIUIMHAPHOU OTBETCTBEHHOCTH.

10.3. Cobmonenne paboTHUKOM HacTtosmero Kojekca yduThIBaeTCs MpH
MPOBEJACHUU aTTeCcTaluii, (OpMUPOBAHUN KAJAPOBOI'O pe3epBa JJis BBIIBIKCHHUS Ha
BBIIIIECTOSIIINE JOJDKHOCTH, @ TAK)KE MPHU HATO0KEHUU TUCIUTUIMHAPHBIX B3bICKaHUM.




ITpunoxenune Ne 1 k Kogekcy

EJVUHAS MOJIEJIb

HeHHocTeH, Muccur aaMuHucTpauun MO «MaliHCKuH paiioH»,
Npo(ecCHOHAIBbHBIX H JHYHOCTHBIX Ka4eCTB (KOMIIETEHII), KOTOPbIMH
He00X0IMMO PYKOBOJCTBOBATHCSH PA0OTHUKAM IPH OCYyIeCTBJIECHUHU
npodeccuoHaNbHOM CIyKeOHOM (TPY/0BOii) JeITeJIbHOCTH

PaGoTHrkaM agMUHHCTpAIlUM MYHUIUNAIBHOTO oOpa3oBaHus «MalHCKHIMA

palioH» IIpH

OCYUIECTBJIECHUU
NEATEIbHOCTA HEO0OXOJUMO PYKOBOJCTBOBATHCS

npodeCcCUOHAIBLHONU  CITY)KEOHOM  (TPyIOBOIA)

UaesIMH W yOKICHHUSIMU,

OTpaXEHHBIMM B LEHHOCTAX M MHUCCHUM aJAMUHHUCTPAllMM MYHHUIHNAIBHOIO
obpazoBanusi «MallHCKuUN palloH» U peanu3yeMbIMH uepe3 NpodecCHOHaIbHbIC
JMYHOCTHBIE KauecTBa (KOMIETEHIIMN), IPEACTABICHHBIMU B JAHHOW MOJIEIH.

Muccus aiMUHUCTpALIAN
MYHUIIUTTAIBHOT O
oOpazoBanus «MalHCKHIA
paion» u eé

(G YHKIIMOHAIBHBIX OPTaHOB

[leHHOCTH aIMUHUCTPAIIAN
MYHHIIATIATHHOTO
oOpazoBanus «MalHCKUI
parion» u eé
(YHKIIMOHATBHBIX OPTaHOB

[Ipodeccuonanbubie U
JMYHOCTHBIE KauecTBa
(KOMIIETEHITNH)
pabOTHHUKOB

npu3HaHWe, COOIIOIEHNE . ¥ 3aluTa MPaB U CBOOOT
yenoBeka U rpaxaanuia Poccuiickon @enepanum,
(dhopMHUpOBaHKE BEICOKOTO KaueCTBA KU3HH JIJIS
xurenerd MalHCKOro paiioHa U TOCTEN PErmoHa,
KOM(OPTHBIX YCIOBUH JIsI I€SITEIHHOCTH B
MaitHCKOM paliOHE OpraHu3alli, UHBECTOPOB U
MHCTUTYTOB IPAKJIAHCKOr0 00IIEeCTBa.

npodeccuoHaIn3M U MOCTOSTHHOE CaMOPa3BUTHE;
YECTHOCTh U JJOOPOCOBECTHOCTE;

OTBETCTBEHHOCTb 3a PE3yJIbTaT;

o0OecrieueHne 3aluThl 3aKOHHBIX UHTEPECOB IPaAXK]IaH
Poccuiickon @enepanuuy;

TBOPYECKUM MOJIXO U HHHOBALIMOHHOCTb;
B3aMMOYBa)K€HHE MPU B3aUMOJICHCTBUMU.

npodeccuonanbHas 3(HEKTUBHOCTh, CUCTEMHOE
MBIIIIEHHE, THOKOCTh U TOTOBHOCTh K U3MEHEHUSIM;
KOMaHJIHOE B3aUMO/ICHCTBHE.




[Tpunoxenune Ne 2 k Kogekcy

ITPABUJIA
NnoBe/JeHUs1 PA0OTHHUKOB A IMUHUCTPAIMN MYHHIMNIAJIbHOT0 00pa30BaHus
«MaitHCKu# pailon» U eé (PYHKIIMOHAJBLHBIX OPTraHOB BO BHECJIY:KeOHOe
(pabouee) BpeMsi ¥ IPH NMOJIb30BAHNM OHJIAH-CepBUCAMHU B HH(OPMAIIMOHHO-
TeJIeKOMMYHUKAIIMOHHOI ceTH « UHTEepHET», B TOM 4YMCJ/Ie COMUAIBHBIMH
CeTAMU

1. O0mme moJi0KeHUs1

1.1. Hacrosimme mnpaBuwia moBeneHHss paOOTHUKOB — aJIMUHHMCTpAIlUU
MyHUIUNATBHOTO oOpa3zoBanus «MalHCKkui palloH» U €€ (PYHKIIMOHAIbHBIX
OpraHoB (jamee - aJMUHUCTpAIMHN) BO BHECIyXeOHOe (pabouee) BpeMs U MpuU
NOJL30BAHUM  OHJIAiH-cepBUCAaMU B MH(POPMAIIMOHHO-TEIEKOMMYHHUKAITMOHHON
cetu «MuTepHer» (nanee - cetb «HTEpHET»), B TOM YHUCJE COIMATBHBIMU CETIMH,
pa3paboTaHbl B IIENAX BBIPAOOTKM EAWHBIX MPABUI TOBEACHHUS PAOOTHUKOB BO
BHEC/Iy»)Ke0Hoe (pabouee) BpeMsl U MPHU MOJb30BAHUM OHJIANH-CEPBUCAMHU B CETH
«HTEpHET», B TOM YHCII€ COLUATIBHBIMU CETSIMHU.

1.2. PaGoTHHKY B CBOEM TOBEICHUH HEOOXOAUMO MCXOIUTh U3 KOHCTUTYIIU-
OHHBIX TMOJOXXEHUH O TOM, UTO YEJIOBEK, €Tr0 MpaBa U CBOOOABI SIBISIOTCS BBICIICH
IIEHHOCTBIO M KaXXIbli rpaxaanuH Poccuiickoit denepanuu (1ajiee - rpak/IaHH)
MMEET MPABO HA HEMPUKOCHOBEHHOCTh YACTHOW JKU3HU, JTUYHYIO CEMEWHYIO TalHY,
3aIUTy Y€CTH, JOCTOMHCTBA, CBOET0 J0OPOro UMEHH.

2. IlpaBujia noBeeHNs BO BHec/Jy:keOHoe (padouee) BpeMst

Bo BHecnyxxeOHOe (BHEpabodee) BpeMsi paOOTHUKAM PEKOMEHIYETCS:

1) mpunepKuBaThC OOIIETIPUHATHIX MOPAIBHO-3TUYECKUX HOPM;

2) mnpu OOUIEHWH C TPAXKITAHAMH TPOSBIATH BEXIJIMBOCTh U TAaKTHYHOCTD,
BBIJIEP’)KAHHOCTh U YMOIMOHAIBHYIO YCTOMYUBOCTb;

3) wusberaTh KOH(UIMKTHBIX CHUTYallMd, CHOCOOHBIX HAHECTH YIIEPO €ro
pernyTaluyy U aBTOPUTETY WJIM aBTOPUTETY aJMUHUCTPALINH;

4) mpuHUMaTh BCE TMPEAYCMOTPEHHBIE 3aKOHOM MEphl K MPECEUCHUIO
MPOTUBONPABHBIX JIEUCTBUHM, COBEpPIIAEMBIX B MPUCYTCTBUM paOOTHUKA, U
IIPUBJICYEHUIO BUHOBHBIX JIMI] K OTBETCTBEHHOCTH;

5) He J0omycKaTh UCIOJIB30BAHUS CBOEro CIIY>KEOHOro (JOJAKHOCTHOTIO)
NOJIOKEHUSI VIS OKa3aHWs BIUSHHUS Ha JCSITEIBHOCTh JIIOOBIX OPraHoB,
opraHu3aiuii, pabOTHUKOB M TPpakJIaH MPU PEUICHUH BOMPOCOB, B TOM YHUCIE
BHECITYy)KeOHOTO (BHEpabodero) xapakrepa, B KOTOPBIX OH MPSIMO WM KOCBEHHO
3aMHTEPECOBAH;

6) NOpOSABIATH TEPHUMOCTb, YBa)XKaTh HAIMOHAJIbHBIE U PEIUTHUO3HbBIC
oObI4au, KyJIbTypHbIE Tpaauiiuu Hapo 0B Poccuiickoit denepanuu.

3. IlpaBuia mojb30BaHus PA0OTHUKAMY OHJIANH-CEPBUCAMM
B ceTu «AHTEpHET», B TOM YHCJIE COUMATBLHBIMU CETAMH



PaborHrkaM mpH MONb30BAaHUU OHJIAWH-cepBUCAaMU B ceTu «MHTepHeT», B
TOM YHUCJIE COLIUATbHBIMU CETAMU PEKOMEH1YETCS

1) yBaXHUTENbHO OTHOCUTHCA K TOCYJIapCTBEHHOMY M JpYrUM s3bIKam, a
TaKXke TPAAUIUAM U 00bIdasiM HapoaoB Pocculickoit denepanuuy;

2) mpuaepKUBATbCS KOPPEKTHOrO TOHA B Oecefax (Kak MyOJWYHBIX, TaK H
MIPUBATHBIX) C APYTUMHU MOJIb30BaTEsIMU ceTu «THTepHETY;

3) uszberath ymoTpeOJICHWS HEIEH3YPHOW JIEKCMKM B TEpPENUCKe B
COITMAIBHBIX CETSX;

4) w30eratb KOH(DJIMKTOB, HEKOHCTPYKTHBHBIX CIOPOB C JPYTUMH
NOJIb30BaTENIIMU OHJIaliH-CEPBHCOB;

5) He myOJMKOBaTh U HE pa3MeliaTh Ha CBOEH CTpaHulle Kputuueckue Gporto-,
BUJIEO-, AyJIUO- U TEKCTOBbIE MaTepUalibl B aJpec rocynapcrBa B IEJIOM, a TaKkKe
JIpYrux pabOTHUKOB FOCYJAPCTBEHHBIX OPTAaHOB WM YUPEXKICHUN;

6) He TyOJIWMKOBAaTh CBENEHUA KOH(MUICHIIMATIHLHOTO XapakTepa WId
CIIyeOHYI0 MH(OPMAIMIO, CTABIIYI0 M3BECTHOM IMPHU WCIOJIHEHHH JOHKHOCTHBIX
00sI3aHHOCTEN;

7) He UCKaxkaThb cloBa M HHGOPMAIIHIO, TIEPEIAHHYIO TPETHUMU JIUIAMU;

8) He myOJIMKOBATh U HE pa3MeIllaTh MaTepUalibl, CIIOCOOHBIE TUCKPEIUTUPO-
BaTh camoro paboTHuka, MO0 npyrux paboTHukoB, naub0 I[IpaBuTenbcTBO, MO0
UCIIOJTHUTEIBHBIN OpraH;

9) He WUCHONB30BATH TEXHUYECKUE CPEACTBA JUIsl  PacHpOCTPaHECHUS
BPEIOHOCHBIX (haliyIOB M/WIIH 3aBEIOMO JIO’KHBIX, HEJJTOCTOBEPHBIX CBE/ICHMUIA;

10) He myOnIMKOBaTh, HE pa3MeElIaTh U HE OTMEUYATh KaK «IOHPABUBIIHECS
¢doTo-, BUACO-, ayIU0- U TEKCTOBBIE MAaTEepUaJIbl SKCTPEMHUCTCKOTO, TEPPOPUCTUYE-
CKOr'0, MOPHOIPAPUUECKOT0 U TUCKPUMHHHUPYIOLIEr0 XapakTepa, a TakKe 3aBeloMO
JOXKHYI0 HHGOPMAIIHIO, UMEIOIIYIO CBOCH IIENIbI0 OCKOPOJICHHE, KIIEBETY, MPOBOKa-
U0, CO37]aHuE TTAaHUKHU.




[Tpunoxenne Ne 3 k Kogekcy

CTAHJAPT
Be/leHHs TeJie()OHHBIX Pa3rOBOPOB

1. O0mme monoxKeHUs

1.1. Craamapt BemeHus Tene(OHHBIX  PA3rOBOPOB  HAIpaBJieH  Ha
YCTaHOBJICHUE €IUHON 3THKU BEJEHUS TeIe(POHHBIX Pa3rOBOPOB B aJMUHUCTPALIUU
MyHULMNAIBHOrO oOpa3zoBaHus «MalHCKUi palioH» M €€ (PYHKIIMOHAJIbHBIX
opraHoB (gajee — aJIMUHUCTpALUsl paiioHa), pa3BUTHE MNPOPECcCUOHAIBHON
KYJbTYpBI U MOBBIIIEHUE CTATYCa aIMUHUCTPAIIMHU paiiOHa.

1.2. Hacrossmmit CraHmapT pacnpocTpaHseTcss Ha JIML, 3aMEellarolnux
JOJKHOCTU MYHULIMITAJIbHOM CTY>KOBI M TIOJDKHOCTH, HE SIBIISIOIIMECS TOHKHOCTIAMHU
MYHHUITUTIATHGHON CTY>KOBI B Q/IMUHUCTPAIIUU paiioHa (fanee - pabOTHUKH).

2. OcHOBHbBIE NPaBUWJIa BeJleHUS Tee(OHHBIX Pa3roBOPOB

2.1. B xome BemeHumss Tene@OHHBIX pa3rOBOPOB pPAOOTHUKAM CIIETyET
NPOSIBIIATh TAKTHYHOCTh, JIOOPOXKETATENbHOCTh, HCIOJIb30BaTh CTAH/IAPTHBIN
JUTEPATYPHBINA SA3bIK, TOBOPUTH IPAMMATUUYECKH MPABUIIBHO, YETKO U BHATHO, SICHO,
KOHKpPETHO, 0e3 HaME€KOB U JBYCMBICICHHOCTEH, 4TOOBI HE JIOMYyCKaTb
HEMpPaBUIBHOTO MOHUMAaHUS WM TMPEBPATHOTO HUCTOJKOBAHUS cMbIcia cioB. Ha
BOIIPOCHI PaOOTHUKHM JIOJDKHBI OTB€YaTh JOCTYIIHO, CBEAS JO MHUHUMYyMa
UCIIOJIb30BaHUE Y3KOMPO(EeCCHOHANBHBIX TEPMHUHOB, C YHNOTPEOJICHHEM 3THYECKOU
JIEKCUKH (CJIOBa «crmacuboy», «0Jarofaproy, «oxKaiyucra», «M3BUHUTE» U T.JA.) U
UCIIOJIb30BAaHUE COTJIACUTEIILHOTO HAKJIOHEHMS TJIarojia, MOCKOJIBbKY 3TO CMSTYaer
oOumii ToH pasroBopa. B ToO ke Bpemsi cieAyeT MMeTb BBHJY, YTO H3JIMIIHSASA
BOXJIMBOCTh B TeNe(OHHBIX pa3roBopax HeyMmMecTHa (cloBa «OyabTe OOpHI,
OPOCTUTE, MOXATYWCTa, €CIIM BaM HE TPYAHO...»). DTO 3aTATUBAET pPas3roBop,
BBI3BIBAET pa3pakeHHUE.

PeueBoii mabmoH:

«3BuHMTE, HE MOIIH OBl BBI... (IEpEe3BOHUTH, MOBTOPUTH, TOBOPUTH I'POMUE
U T.IL)?».

2.2. Ilpu BeneHuun TeNePOHHBIX PA3rOBOPOB pAOOTHUKAM HEOOXOAUMO
TOBOPUTh JIAKOHWUYHO, MPOJOJIKATEIBHOCTh pPA3roBOpa, KakK NPaBWIO, JODKHA
COCTaBJISITh OT 3 10 6 MUHYT.

2.3. PaGoTHHK, OTBEYAOIIUNA MO Tele(POHY, NOKEH ObITh KOMIIETEHTEH BO
BCEX OCHOBHBIX O0OJIACTAX, KOTOpbIE MOTYT OBITH 3aTPOHYTHl B TEIEPOHHOM
pasroBope, CTPEMUTHCA OMEPATUBHO U 3PPEKTUBHO PELIUTh MPoOJIeMy UM OKa3aTh
MOMOIIb B €€ PEIICHUN.

[Ipy HEBO3MOXXHOCTH PpEIICHHUS CHUTyalldd caMoOMy HaJ0 4YETKO YKa3aTh
paboTHHKA, K KOTOPOMY MOXHO OOpPaTUTHCS 3a IIOMOLIBIO.

PeueBoii mabmoH:

«K coxanenuto, st He BiaJier0 HH(pOPMAIMEN 110 TaHHOMY BOIIPOCY B MOJHOM
oobéme. Bam cienyer oOpatuthbes... (yKa3zaTh CTPYKTYPHOE MOpa3eIeHUe Uiu pa-
OOTHHKA, KOTOPBIA CMOXET MTOMOYb B PEIICHUH BOMpoca) Mo Tenedony.... (mojacka-
3aTh HOMEp TenedoHa). .



2.4. O6pamarbes k cobeceHUKY cienyeT Ha «Bbl» M0 UMEHM U OTYECTBY
(mocnenHee - B cilydae HaJWYMs) WIM TOJIBKO MO MMEHH, €CIH COOECEIHHUK 3TO
JOMYCKAaeT.

2.5 Bo Bpems TenedoHHOTO pa3roBopa >KenaTeiabHO JeidaTh HOMETKH, YTOOBI
HE YIYCTUTh BaXkKHbIe JeTanu. JUIg 3TOro cieayer HCIOJIb30BaTh 3apaHee IOoJ-
TOTOBJIEHHBIE CpPENCTBA JUISl 3alMCH AETalled M JOCTUTHYTBIX JIOrOBOPEHHOCTEH
(6moxHOT, Oymary aJis 3aMeTOK, (aill Ha KOMITBIOTEPE).

2.6. He pomyckaercs HaJloIro OTXOAMTh BO BpeMsl Tele(OHHOro pa3roBopa
OT TeJe(OHHOTO amnmnapara 1 3aCTaBJsITh COOECETHUKA X IaTh Oonee yem 60 cekyH,
IPU 3TOM CIEAYET OOBSCHUTH MPUUUHY, 110 KOTOPOU HYKHO OTOMTH OT TenedoHa, u
00s13aTEeNIbHO JOKIAThCS OTBETA, MOJITBEPAKAAIOIIET0, YTO COOECEAHUK FOTOB KAATh.

Peuesoii mabmon:

«MHe HYXHO... (yKa3aTb JEHCTBUSA, KOTOpPblE HEOOXOAMMO COBEPILUTD,
HanpuMep, YTOYHUTH JTy HHPOPMAIUIO Yy PYKOBOAUTENS, HAWTH KaKOWU-TO
JOKYMEHT U T.IL.), Ha 3TO YHAET mpuMepHo 60 cexyHa. Bl momoxnaére miu Bam
MIEPE3BOHUTH 7).

2.7. Tlpu HEOOXOUMOCTHU MOWCKA JOMOJHUTENHHOU MH(MOPMAIUU, KOTOPHIN
3aiMET Gosee 60 CeKyH], WIM B ClIy4ae, €CIM HY>XKHO CPOYHO OTOMTHU MO APYTHM
nenam (HampuMmep, Ha COBEIIaHKE), pAOOTHUK JOJKEH 3alUCcaTh KOHTAKTHBIM HOMED
TenegoHa coOeceHUKAa M TOMPOCUTh €ro pa3pelleHus MNEePEe3BOHUTh €My 4Yepes
ONpEAEeIEHHOE KOJMYECTBO BpeMeHH. Yepe3 oOOCmaHHbIA CpPOK PabOTHUK
00s13aTENIbHO JOJIKEH MEPE3BOHUTD.

PeueBble 1m11a010HBI:

«K coxanenuto, s He ToTOB(a) ceifyac oTBETUTH Ha Bamr Bompoc, ais 3Toro
MHE mnoTrpelOyercs... (yka3aTb JAEUCTBUS, KOTOpble MOTPEOYeTCs BBIMNOIHUTH -
HaIlpUMeEp, ¢ KEM-TO MPOKOHCYJIBTUPOBATHCSA, IPOCMOTPETh KAKHE-TO MaTEpHUAIIbI U
T.IL.).

K coxanennro, B HacTOsAIMA MOMEHT sI HE CMOTY JaTh HMCYEPIIBIBAIOLINN
oTBeT Ha Bam Borpoc, Tak kak MHE HEOOXOAMMO CPOYHO YUTH Ha COBELLIAHUE.

Pa3pemure, g nepe3BoHio Bam uepes... (Yka3aTh onpenenéHHOE KOJIUYECTBO
BPEMEHH ).».

2.8. He pmomyckaercs BeCTH «IIapajulelIbHBIE Pa3rOBOPBI» C ABYMs JIFOJbMH
OJTHOBPEMEHHO (110 BTOPOMY HOMEpY TeiedOHa U C TIOCETUTENEM), IPEATIOYTEHHE
OTJIAaETCsl TOMY, KTO OOpaTHiics paHblie, a 6eceny cO BTOPbIM YEJIOBEKOM JIyUIlIe T1e-
peHecTH Ha Oosee 1Mo3/1Hee BpeMs, TOUHO ONPEEIHUB €ro.

Ecnu B xabuHere paOOTHHMKA HAXOJUTCS IMOCETUTENb, TO OOIICHHE C HUM,
HECOMHEHHO, SIBJIIETCS MPUOPUTETHBIM. PabOTHUKY clielyeT OTBETUTh Ha 3BOHOK,
HO TOJIBKO ISl TOTO, YTOOBI BBIICHUTBH, KTO 3BOHHUT, U COOOUIUTH, KOTJAa MOXHO
NIEPE3BOHUT.

Eciu Bo Bpemsi TtenedoHHOro pa3roBopa K paOOTHHUKY MPUIUIH WU
MO3BOHWJIIM MO JpyroMy HoOMepy TenedoHa, HYKHO H3BUHHUTHCS U MONPOCUTH
paspernieHus Nepe3BOHUTh TOT0, KTO OOpATUIICS MO3%K€E, HA3BaB TOYHOE BPEMSI.

2.9. Bo Bpems TeneOHHBIX pa3rOBOPOB HEIOMYCTUMO OTBIIEKAThCS Ha
IpYrHe Jiena, MIyMbl U IPOYUE TOMEXH, )KEBATh UM MPUXJIEOBIBATD.



[lepen Tem, Kak YMXHYTh WM OTKAIUIATHCS, PEKOMEHAYETCSl yOpaTh TpyOKy
OT JIMIIA, a TIOCJIe 00sI3aTENIbHO U3BUHUTHCS TIepe]] COOECETHUKOM.

He cneagyer roBoputb TrpomMue WIA KpHYaTh, €CIAU ILJIOXO CJIBILIIHO
cobecenHrKa, Beb OH MOXKET CJBIIIATh XOPOIIO, Jy4lle MEePEe3BOHUTH C IPYroro
anmapara Ui B Jpyroe BpeMs.

PeueBoii m1a0oH:

«VI3BUHUTE, OYEHb IUIOXO CJBIIIHO, HE MOIJIKM Obl Bbl MOBTOpPUTH (TOBOPUTH
rpoMye, Mepe3BOHUTH)?».

2.10. MuHunmatuBa  OKOHYAHMS  pa3roBOpa  MNPHHAIICKHUT  JIHOO
MO3BOHUBIIEMY, JIUOO CTapIIeMy K3 TOBOPSIIHUX MO COIUATBHOMY CTAaTyCy WIH IO
BO3pAacTy B COOTBETCTBHHU CO CJIEIYIOLIMMU MTPaBUIaMu:

1) MyXuuHa JOJKEH MOJOXKUTh TPYOKY MO3KE, YEM JKCHIINHA;

2) MOJIOA0M YEIOBEK HE MOXKET MPEKPATUTh Pa3roBOp A0 TOTroO, KaKk 3aKOHYMT
TOBOPUTH YEJIOBEK CTAPLIE €r0 MO BO3PACTY;

3) MOAYMHEHHOE JIMIIO MOXKET OMYCTUTh TPYOKY MOCIe TOT0, KaK 3TO C/IeNlaeT
JIMLO BBILLIECTOSIIIIEE;

4) ecnn pa3roBapuBarOT JBa PaBHBIX IO BO3PACTY U IMOJOKEHUIO YEJIOBEKA,
TO MEPBBIM KIAJET TPYOKY TOT, KTO IIO3BOHUIL.

2.11. Ilpu TenedoHHOM Pa3roBOpe HEAOMYCTUMO:

1) ucnonb3oBaTh cTOm-(Gpa3bl, yKa3aHHbIE B MPUJIOKEHUU K HACTOSIIEMY
Crannapry;

2) UTHOPUPOBATH BOMPOCHI COOECETHUKA;

3) npepsiBaTh TenedOHHBIN pa3roBop Oosee yeM Ha 60 ceKyH;

4) OecuepeMOHHO MepeduBaTh COOECETHUKA;

5) pgoaro MonyaTh, HE TOATBEpXkAas ywyacTusi B Oecele KpaTKUMU
peIIuKamus;

6) oTBeYaTh BHI30BOM Ha arpecCHIO WM HEBEKIMBOCTh COOECEAHHKA, JaBaTh
BOJIFO 3MOLIMSIM;

7) UCHOIB30BaTh ABYCMBICIEHHbIE (hpa3bl, HAMEKH;

8) 3azep:KkuBaTh COOECETHUKA, €CIIM OH 3aHST WIH CICIIINT;

9) 3aBepmmTh Oeceqy HE MOMPOIIABIIUCE;

10) He mepe3BOHUTH, €CIU MOOOEIANIN CAENATh 3TO.

3. TlpaBuja BeaeHus Tesie(pOHHBIX Pa3rOBOPOB
NpH BXOoAsIIEeM Tele(pOHHOM 3BOHKeE

3.1. Ilpu BxoasiieM TereOHHOM 3BOHKE TPYOKY CIIEyeT MOAHSTH Mocie 2-
3 3BOHKA (Ha MEPBBIM 3BOHOK PA0OTHHK JOJKEH OTJIOKHUTH CBOM JIeNia, HA BTOPOM -
HACTPOUTHCS, HA TPETUHN - YNBIOHYTHCS U CHATh TPYOKY).PaOOTHUK HOKEH 4ETKO
IIPOU3HECTH HA3BAaHHWE HCIIOJHUTEIBHOIO OpraHa, MNpPEICTAaBUTHCS (HAa3BaB CBOIO
dbaMuinio, UM U OTYECTBO (MPU HAJIWYWHK)) M TOMPHUBETCTBOBATH COOECEIHMKA:
«doopoe yrpo» (10 12.00) nnu «/{o6psiit news» (¢ 12.00 mo 18.00).

Peuesoii mabmoH:

«AJIMMHHMCTpAUMs MYHULHUIAIBHOTO oOpa3zoBanus «MalHCKUI pailon»,
NBanoB MBan MBaHOBUY, 1OOpHIi JE€HB ! ».

3.2. Ecnu cobecenHuK He Ha3Bal ce0s U MPUYMHY CBOETO 3BOHKA, PAOOTHUKY
CJIEYET BBIICHUTB 3TO.



PeueBoii mabmnoH:

«byabTe 100pHkI, IpecTaBbTECh MOXKaTyHcTa!

Kak st mory x Bam obpamarscs?

Kaxk Bac npeacraButh?

UYewm s Mory Bam nmomMous?».

3.3. PaOOTHUK JOJKE€H BHUMATEIBHO BBICIYIIATh COOECEIHHMKA, MCIOJb3YS
TEXHUKY aKTUBHOTO CITYIIIaHWSI:

1) cocpenoTouuThCsl Ha TOM, YTO rOBOpUT cobeceaHuk. [lockonbky cocpeno-
TOYCHHBIM BHUMAaHHEM MOXKET OBITh HEIOJIT0, CIyIIaHue TpeOyeT CO3HATEIhHOMN
KOHIIEHTPAIIMY BHUMAHUS;

2) BO BpeMs 0OIeHUs MO TenedoHy OTMEUaThb BO3HMKIIME BOMPOCHI Ha
Oymare, 4TOOBI HE IepeOuBaTh COOCCETHUKA;

3) oOpamarbcsi K cOOECETHUKY MO HMMEHH (NMPUMEPHO KaXA0€ TPEThe
oOpamenne). 3Byk MMeHH Barmrero cobecemnuka co3maér 3pUTEIbHBIA KOHTAKT M
OLIyIlIeHHE OJIU30CTH.

Peuesoii mabmoH:

«Csernana [lerpoBHa, BbI TOBOPHTE...

Br1 nonaraere, Ceernana IlerpoBHa, yTo...

.., 1 Bac mpaBuwiIbHO NoHsI (a), CBernana [lerpoBHa?»;

4) neMoHCTpUpOBaTh OJaroXKenaTenbHOCTb. BecTu pas3roBop cienyet
BEXKJIMBO, CIIOKOITHO, HE BCTyNaTh B CIIOpP, HE MOBBIIIATH TOJIOC BHE 3aBUCUMOCTH OT
TOHa coOeceAHHKa, TAaKTUYHO NpephiBaTh coOEceHHWKA MNpPU HEOOXOAUMOCTH H
NEePEBOUTH PA3TOBOP B KOHCTPYKTUBHOE PYCIIO.

Peuesoii mabinoH:

«IIpocture, uTo npepswiBaro Bac...

A nonsn(a) cyts Bamrero obpamenus (Borpoca)...»;

5) IeMOHCTpPHpPOBATH MHTEPEC K TOMY, YTO TOBOPUT cobecenHuK. Bo Bpems
pasroBopa HEJOMYCTUMO XPAaHWUTh JJIUTEIIBHOE MOJYaHUE, CIAEAYEeT MPOU3HOCUTH
0JI0OpSIONINE 3BYKH, MEKOMETHS, TOBTOPATH KIIIOUEBBIE CIIOBA, KPATKUE PETLTUKH,
KOTOPBbIE€ MOKA3bIBAIOT 3aMHTEPECOBAHHOCTh pa0OTHUKA U BOBJICUEHHOCTh €r0 B pas-
rOBOP.

PeueBoii mabioH:

«Taxk...

Hano xe...

ScHo...

51 Bac nonumaro...

Koneuno...

DTO UHTEPECHO..»;

6) oOpamarbcsi K COOECEAHUKY 3a YTOUHEHUSIMU - 3TO MOMOTaeT CIeNaTh
coobuieHne 0osee MOHATHBIM.

PeueBrbie ma0a0HbI:

«[Toxamy¥icTa, yTOUHHUTE 3TO.

A npasmibHO Bac monsin (a), 94to mpobiema cocTOuT B ...7

He noBropute nu Brl enié paz?

Yrto BBl UMEETE BBUAY 7Y,



7) wucnonb3oBaTh NpuéM nepedpazupoBaHusi (CHOpPMYIHPOBATH MBICIHb
co0eceTHUKA MHAYE, CBOMMH CJIIOBAMM) JIJIsi MPABUIBLHOTO MMOHUMAHUS COOECETHUKA.
[lepedpazupoBanue coodiIeHus JAET BO3MOKHOCTh COOECEAHUKY YBUIETh, UTO €T0
CIYIIAIOT Y MOHUMAIOT, a €CJIU MOHUMAIOT HENPABUIILHO, TO CBOEBPEMEHHO BHECTH
COOTBETCTBYIOIIIUE KOPPEKTUBHI B COOOIICHHE.

PeueBbie 111a070HBI:

«Hackonbko s oHsi(a) Bac,...

ITo Bamemy MHeHu1o,...

Kak s nonumato, Bel roBopute (cuuraere)...

Jpyrumu cioBamu, Bel cunraere...».

3.4. B ciydae, ecnu 3BOHSIIMI CIpalIMBaeT OTCYTCTBYIOUIErO Ha pabouem
MecTe pabOTHHKA, HE CIIEAYeT OrpaHMYUBATHCS OTBETOM, 4TO ero HeT. Heobxoanmo
yKa3aTh BpeMsi, KOTJa MOXHO MEepPEe3BOHUTh. B HEKOTOPBIX CllydasX LEIeco00pa3HO
YTOYHUTH Y 3BOHSIIETO €ro HoMmep TenedoHa, pamMmini, UM U 0TYECTBO (B CiIydae
HaJIM4UA), CyTh BOIIPOCA, CKa3aTh, YTO OTCYTCTBYIOIIUNA PaOOTHUK MEPE3BOHUT CaM
1 00s13aTEIIBHO TIepeaaTh HHPOPMAIIHIO KOJIJIETE.

PeueBbie mala0HbL:

«PabOTHUK B JTaHHBII MOMEHT OTCYTCTBYET, HE MOIJIM Obl BbI nepe3BOHUTH
yepe3 10 munyT (B 12.00)?

Uro emy nepenars?

Moxert ObITb, s1 cMory Bam momous?».

3.5. YUtoOBbI 3aBepIINTH PA3rOBOP, HYKHO MPEAIPHUHSITH CICIYIOUIUE Iaru:

PE3IOMHUPOBATH PA3roBOp (COOOIINUTH, YTO UMEHHO Bbl COOMpaETECh JieJaTh B
pe3ynbTare Tele(OHHOro OOIICHMS), YTOOBl MCKIIOYUTH B3aMMOHETIOHMMAHUE H
MOKa3aTh COOECEHUKY, UTO pa3roBOp MOpa 3aKaHYMBATD;

IepecKazaTh pa3roBop, YTOOBI YOEHIUTh COOCCENHNKA, YTO BCE CKa3aHHOE UM
OBLIO YCIIBIIIAHO;

CIPOCUTHh MHEHHE COOECETHUKA O Pa3rOBOPE;

3aBEPIIUThH Pa3roBop (MoOiarogapuTh 3a 3BOHOK B COOTBETCTBUHU C ITyHKTOM

3.8 mHacrosmero Crangapra) ¥ MoOJYa JOXKIATbCs, Korja coOeceaHUuK

MIOJIOXKUT TPYOKY.

3.6. Ecinm cobecenHHMK 3aTATUBAET pas3roBOp, CJIEAYET W3BHUHHUTHCS W,
COCTIABIIMCh Ha HEOTJIOXKHBIC J1ea, TOMPOMIATECS ¢ HUM JIMOO TOTOBOPHUTHCS O
MOBTOPHOM TeJIe(OHHOM 3BOHKE HJIU O BCTPEYE.

PeueBbie 111a0710HBI:

«Y Bac enié octanuch KO MHE BOIIPOCHI?

N3BuHMUTE, KO MHE TPUIIET MOCETUTENh (Y MEHS HAYMHAETCS COBEIAHHE),
JaBaiiTe Mpoao UM Hail pa3roBop nocie 17.00 (3aBTpa, mpu JIMYHOW BCTpeye U
T.11.). Co’kaJsero, 4YTo BEIHYK/IEH (@) mpepBaTh HaIll pa3roBop.

Jlymaro, MbI OOCYIWJIM BCE BOMPOCHI, MO3TOMY JJaBalTE 3aBEpITUM HaIl
paszroBop.».

3.7. Tlpu 3aBepuieHUH pa3roBopa CieAyeT MoOJaroJlapuTh 4yeaoBeKa 3a To,
YTO OH [MO3BOHWJI, U MOIMPOIIATHCA.

PeueBbie 111a0710HBI:

«Cmnacu00, YTO O3BOHUIIH.



Cnacu0o 3a 3BOHOK.

Cnacu60 3a nadopmarmuio.

Jlo cBunanus!

Bcero nooporo!

Bcero xopomiero!».

3.8. Ecau tenedoHHBIM 3BOHOK MOCTYNHI B 00€AEHHOE BpeMs, HE CIEAYeT
oTBeuatb: «Y Hac 0O€IeHHBIM TepephiB, MOITOMY Ipomy Bac mnepe3BOHUTH
nociie...qyacoB). Ecinu Bel yxe B3siin TenedoHHyr0 TpyOKy, TO CIEAYeT BECTH
TeneOHHBIA Pa3roBOp C€ COOECETHUKOM B COOTBETCTBUHU C  HACTOSIIIAM
Crangaprom.

4. TlpaBuja BeleHUs TeJie(pOHHBIX Pa3rOBOPOB
NPU UCXOAALIEM TeJIe(pOHHOM 3BOHKE

4.1. Ilpu  wucxopsmieM  TelepOHHOM  3BOHKE  paOOTHUK  JIOJDKEH
MTOIIPUBETCTBOBATh codecenanka «J{oopoe yrpo» (mo 12.00) mnm «/{oOpsiii AeHbB) (C
12.00 mo 18.00), uéTko MPOM3HECTH Ha3BaHHE OpraHa rocyJapCTBEHHOW BJIACTHU U
MPeICTaBUTHCS (Ha3BaB CBOIO (paMUIIMIO, UMS U OTYECTBO).

PeueBbie mala0HbL:

«/1oOpeiii  nens! Bam 3BOHAT W3 aAMUHHUCTPALMM  MYHHUIIUIAIBHOIO
oOpazoBanus «MaiHckuii paiiony, [lerpoa Huna MiBanoBHa.

Hobpoe ytpo! Dt1o IlerpoBa Huna MBaHOoBHa W3 oTaena MyHUIIUMAIBHOM
CIIyKOblI, OpraHU3alMOHHOI 0 00ECIIEYEHUS U apXUBHOIO JIENa.».

4.2. Tlpu HEOOXOAUMOCTH CIIEAyeT BBISICHUTH UMs ((haMHUIIHIO, TOJKHOCTD,
KOHTaKTHbIE JaHHbIE€) COOECEIHNKA, 3aIIMCaTh €ro U B JaJbHEMIlIEeM Ha3bIBaTh €ro 1o
UMEHH.

PeueBbie 111a010HBI:

«[Ipoctute, kak 1 mory k Bam obOparmarscs?

He morau 0n1 Bel moackasare MmHe Bartre ums?».

4.3. Ecnu Hy€H KOHKPETHBIN YEI0BEK, CIEAYET MONPOCUTH IIPUTIIACUTH €r0
Kk Tenedony. Ecnmu HeoOXOAMMBI Y4eTOBEK OTCYTCTBYET, IIOMHTEPECOBATHCS, KOTAa
Jydille eMy MO3BOHUTh, WIIM MOMPOCUTH NIepeaaTh, KTO 3BOHUII, U OCTaBUTb UH(POP-
Mallio, KOTa U /i€ BaC MO>KHO HAMNTH.

PeueBbie 111a0710HBI:

«51 Mory 1noroBopurs c...

MO0>XHO TONPOCUTH K TeNE(POHY ....

[Ipurnacure, noxanyicra, Kk TesieQoHy...».

4.4. Ecnu 3BOHOK MpeArnoaraeT npocb0y, 3anpoc HHGpopMaiuu, a paboTHUK
HE 3HAET, B Yb€H KOMIIETEHLIMH HAXOIUTCS MHTEPECYIOUIUH €ro BOIpPOC, HE CTOMT
u3JIaraTh CyTh TOMY, KTO IEPBBIM MOJHSI TPYOKy. ClieryeT BeXKJIMBO YTOUHUTDH, KTO
pemaeT JaHHbIN BOIIPOC.

PeueBbie mabaoHEL:

«C KeMm 51 MOT'y IOrOBOPHUTH 110 MOBOY...?

51 3BOHIO 110 BOIIPOCY....

C keM s MOry ero pemuTh?

S xoren ObI y3HAT...

Br1 He Mornu 661 JaTh HHGOPMAIIHIO. ...



4.5. B camom Havalie pa3roBopa HeOOXOAMMO YTOUHUTh Y cOOECETHUKA, €CTh
JU y HEr0 BO3MOXHOCTh IMPOBECTH Pa3roBOpP MMEHHO CeHyac, a TaKke B KaKoe
BpeMsi eMy OyleT yAoOHO Mepe3BOHUTH (B cilydae, eciii pabOTHUKY 3apaHee He
ObLIO HA3HAYEHO BPEeMs IS TeJIe(OHHOTO 3BOHKA).

PeueBrbie ma0aoHBbL:

«BaMm yn00HO ceifuac co MHOM pa3roBapuBaTh?

V¥ Bac ecTb BO3MOKHOCTh BBICIYIIATh MEHS?

Bbl MOXeTe yaenuTh MHE HEKOTOpPOE BpeMsi?

Brb1 cBOGOIHBI cefiyac?

VY Bac ecTh ceiuac 3 MUHYTBI CO MHOM ITOTOBOPUTH?

BeI ceiiuac MOKeTe TOBOPUTH CO MHOM WJIM MHE ITEPE3BOHUTH?

CkolbKO y MeHsI ecTb BpeMeHHM Ha pa3roBop? («CKOJIBKO Yy MEHS €CTh
BpeMeHn», a He «Ckonbko y Bac ecTb BpeMeHn»).».

4.6. Bo Bpems nenoBoi Oecefpl HEOOXOIUMO EMKO, KPaTKO U TPAMOTHO
U3JI0KUTH CYTh Mpo0sembl. Jlydlie 3apaHnee MOATOTOBUTHCS K Pa3rOBOPY, HAMETUTD
BOIIPOCHI U ONPEJEITUTH MOCIEA0BATEILHOCTh UX 00CYKICHHUS.

PeueBbie 1m1a0a0HBL:

«MHe HyX)HO (Heo0xonuMOo) npouHpopMHUpoBaTh Bac (octaBUTh B U3BECT-
HOCTb, 00CYIUTh ¢ Bamn)...

A nomxeH (gomxHa) cooOmUTh BaM (00BSACHUTH BaM)...

Bbl He Mornu 661 MEHST TPOKOHCYIILTUPOBATH IO BOMIPOCY?...

51 3B0HI0 Bam 1o Borpocy...

Y MeHst Takou BOMpocC...

51 BaM 3BOHIO 110 1Ipoch0€ (110 peKOMEHAIINH). ..

Memns nmpocunu cBsa3aTbesa ¢ Bamu o Bompocy...».

4.7. Ecam pa3roBop 3aTArUBaeTCsi, UHOTAA CIEAYEeT KOPPEKTHO MOUHTEPECO-
BaTbCs y cOOECeHUKA, €CTh JIM Y HEro BpeMs JUIsl MPOJAOKEHUS pa3roBopa.

PeueBbie mabaoHEL:

«Y Bac ecTb BpeMms 1Sl IPOJOJKEHUsT pa3roBopa?

Bbl pacnionaraere BpeMeHeM ISl IpOAOJIKEHUs pa3roBopa’?

A Bac He 3anepxxuBaro?».

4.8. Ilpu 3aBepuieHUM pas3roBopa CieayeT ModJarolapuTh coOecenHHuKa 3a
pa3roBop M NOMNPOIIATHCS.

PeueBble 1m11a0I0HBL:

«Cnacu60 3a uHpopmaIuo (KOHCYJIbTAIHIO)!

Cmacu0o0 3a TO, YTO yACIUIN MHE Bpemsi!

Cnacu60 3a nomouis!

Jlo cBumanus!

Bcero nobporo!

Bcero xopomiero!».

4.9. B cnyuyae ommOo4HOro Habopa HOMEpa HE CIIEIYEeT MOJ4a MPEphIBAThH
3BOHOK, HEOOXOUMO H3BUHUTHCS.

Peuesoii mabmon:

«[Ipomry mpotenus, s omuoCsI(Jiach) HOMEPOM. ).




[Tpunoxenue Ne 1 k Crangapry
BEJICHUSI T€IE(POHHBIX Pa3rOBOPOB

INPABUWJIA
TeJ1e()OHHBIX PA3rOBOPOB € 3aABUTEISAMHU

3BOHKM 3asIBUTEJICA B OpPraHbl MECTHOTO CAMOYIIPABIICHHS 3a4aCTyH0 HOCAT
XapakTep OOpalleHuss K TOocielHEed HWHCTaHIMU. 3asBUTENU 3BOHAT C IIEJBIO
BBICKA3aTh CBOM KaJIOOBI U MPETEH3HMH, KOrja UX MpoOJieMbl HE CMOTiU (WM He
3aXOTeNIN) PELIUTh JULA U OPTaHU3alUH, B Y€ KOMIIETEHLIMH HAXOAUTCS PEIICHHE
COOTBETCTBYIOIIUX MpoOieM. Bc€ 3To mpuBOAMT K TOMY, YTO BO3MYILEHHBIE U
OOMKEHHBIE 3asBUTENM, JOBEAEHHBbIE MOPOM 10 OTYasgHHS, BEIYyT pa3roBOp
OMOLMOHAIBHO, Ha NIOBBIIICHHBIX TOHAX.

[TosToMy mpu pa3roBope C pa3rHEBAaHHBIMU 3aSBUTENIIMH Ba)KHO HE TOJBKO
OrepaTuBHO U YP(HEKTUBHO PEIINTHh UX MPOOIEMY WM TIOMOYb B €€ pelleHUH, HO U
OKa3aTb MM HEKOTOPYIO TCUXOJOTMYECKYIO0 MOMOIIb Mo Tenedony. B pemienun
ATOr0 BOIIPOCA MOMOTYT CHEAYIOIIME PEKOMEHIAIMU TICUXOJIOTOB:

- HUKOrZa He oOpamjaiitecb K pa3ymMy pPacCepKEHHOTO YeJIoBeKa.
PasrueBaHHBI YE€NOBEK IUIOXO MpHUCIyIIMBaeTcs K aprymeHtam. M Bama mepas
3aja4ya - YCIIOKOUTh YEJIOBEKa U BBIICHUTDH, B YEM CyTh ero npobiemsl. Hayuurech
OBITh XOpOIIMM CIyIIaTeaeM, U TycThb Bam coOecegnuk u3onbér Bam mymy.
BHuMarenpHbIN CaylmIaTens BCEraa KaKeTcs: CKopee Apyrom, 4eM BparoM;

- He MPUHUMANTE Kano0bl, apeCOBaHHbIEC KAKON-TMOO OpraHU3aluy, Ha CBOM
cuér. To, uyro no3BoHwIM Bam, He 3Hauur, yro Bel BuHOBarel. Ilo3TOMY
YCIOKOMTECh, HE TepsiiiTe camoo0iafjaHue, ABIIINTE ITyOOKO M TOBOPUTE POBHBIM
rosocoM. «TpynHbI€» 3BOHKHM JIyYllle BOCIPUHMMATh CTOSI WJIA B JABWKEHHUH, C
KECTUKYIISALIUCH;

- yeMm arpeccuBHee Bai cobecenHUK, TeM OOJbIIE CIOKOMCTBUS IOJKHBI
posIBIATH Bel camu. Bectn pa3yMHBIN pa3roBop C 4EI0BEKOM, KOTOPBIM BCE BpeMsi
KpUYUT U ocbklllaeT Bac pyranpto, HeBO3MOXkHO. CBeauTe B 3TOT MOMEHT CBOM
KOMMEHTApUU [0 COYYBCTBEHHBIX BOCKJIMIAHUMN, IOKAa THEB COOECEAHUKAa HE
HCCSIKHET caM COOOM, TOJIBKO MOCJIE€ 3TOr0 MOKHO MPUCTYIMUTh K KOHCTPYKTUBHOMY
pPa3roBoOpy ¢ HUM;

-BHEIIHEe Bama peus 10KHA 3By4aTh YyTh MEHEE aKTUBHO, YeM pedb Bamero
cobecennuka. Ecnu Bel Oynere ¢ HUM Ha paBHBIX, MOKET BO3HMKHYTh CIOp HIIU
nake KOH(IIMKT;

- COXpaHsWTe XJIaJHOKpOBHME M BBLIEPKKY 10 KoHua. Kak Osl Bac Hu
Pa3037MIIM CJIOBa Ballero codeceqHuKka, Bbl He NOMKHBI 1aTh MOYYBCTBOBATH €MY
3TO HHM CJIOBaMH, HU HHTOHaluei. Borinsg u3 ceds, Bbl emé Ooiee ycioxHHUTE
curyaimto. Ilocrapaiitece BCTaTh Ha MECTO 4YEJNOBEKa, KOTOpbIM Bam xamyercs.
CiymanTe moHuMaronie;

- IYCTh YE€JIOBEK BBITOBOPUTCA 10 KOHILA, IOKA HE «BBITYCTUT Iap». VHble
JIIOIA HE CTOJIBKO 3JIbl, CKOJIBKO UM XOUYETCSI IIPOCTO BBITOBOPUTHCS, U3IUTH AYIILY.
Bor nycTs u cnenaror 3710;



- cTapaiitech, 4TOOBI YeNOBEK pacckazanl Bam BcE, 4TO ero OECIOKOWT.
[TocTogaHHO TIpOCUTE YENIOBEKA NOACIUTHCS ¢ Bamu BceMu coMHeHusiMU, a Brl Tem
BPEMEHEM CyMEETE MOHATh CYTh IPOOJIEMBI;

- NOJJIEP)KUBANTE KOHTAKT, TO €CTh HE MOJYHWTE JUIATENIbHOE Bpems. JlanTe
MOHSITh, YTO BbI OTKPBITHI JJIsI OOCYXIEHHs JIOOBIX BO3MOXHBIX NpOOJIeM U
3aMHTEPECOBAHbl B YJYYIIEHUM KOHTAaKTa M B3aWMMOINOHUMaHUsA. BaxxHo, 4TOOBI
Pa3roBOp BEJCA B CHOKOWHOM BEXXJIMBOM TOHE U BBI3bIBAJ MTOJIOKUTEIBHBIE SMOLUH,
co3/1aBasi TEM CaMbIM aTMoc(epy B3aUMHOTO JOBEPUS;

- UCTIONB3YHTE TIay3bl, 9TOOBI IEpEeHANPaBUTh PA3roBOp B HYykHOe Bawm pycro.
Besikuii pas, «BbIpyJiMBas Ha OCHOBHYIO Tpaccy» Oecesibl, HAaunHalWTe Kak Obl HOBBIM
CMBICJIOBOM a03all; TOBOPUTE YETKO, B HA4YaJI€ MPEAJIOAKEHUS HETJIOXO OOpaTUTHCS K
co0eceTHUKY 110 UMEHH M OTYECTBY WJIM CJIeJaTh KaKoe-TO 0000IIaroliee 3aMeuaHne
OTHOCHTEIIbHO Ballled mpeablayIiel 0eceanl, MoABe /sl MpeIBapUTEIbHBIN UTOT;

- ecnu Bel pemwin, 9TO HE CMOXETE JOXKIAThCA OJIDKaWIed Tmays3bl,
BEPOATHO, Jy4llle TAKTUYHO TMpepBaTh cobecennuka. [IpepriBaiiTe HE paau caMOro
daxTa, a 3a/1aiiTe KOHKPETHBII BOIIPOC, KOTOPBIA UMEET OTHOLIECHHUE K CYTH JIeNa;

- HE MO3BOJIANTE BTATHBATH ce0s B Oeceny, He oTHOcAIytocs K aeny. [lonnep-
KUBAUTE TOJIbKO T€ TEMbI, KOTOPbIE MMEIOT MPSMOE OTHOIIEHHE K 00CYXIaemMoit
npobieme;

- TIOBTOPUTE 3asBUTEIIO TO, YTO OH CKazaJl Bam, ero ke coOCTBEHHBIMU
cinoBamu. [1oBTOpsA CIIOBO B CIOBO TO, YTO CKa3ajl Bam 4denoBek B MbLTy THEBA, Bbl
Kak ObI MepeBOAUTE Pa3roBOp B OoJiee HEUTPANbHBIN TOH, MOBTOPSISL €r0 CIIOBA yKe
0€3 TeX HMOIUM, KOTOPhIE€ BKJIAbIBANI B HUX OH CaM;

- n30eraiite Bo3pakeHuit! Takass HEONTO3UITMOHHOCTD MPEAIOIaraeT OTKas oT
KOH(DJIMKTHOW CUTYyAIIMU BO UMsI pelieHus: 6ojee cepbE3HOM 3aauH;

- HUKOT/Ia HE TOBOPUTE YEJIOBEKY, YTO OH HE MpaB. ITO HE YOEAWT €ro, HO
JUIIb 33/ICHET €ro camoiitoOue, U OH 3aiMET nmo3uIuio camoo0opoHsl. [locie sToro
BpAJl JIU yAacTcs ero yoenuts. Jlyuine geiictBoBaTh quroMaTuyHee: «beITh MOXET,
g HE TMpaB, HO JaBalWTe IOCMOTPUM...». DTO XOPOIIMH CHOCOO MPEITIOKUTD
cobecenHUKY cBOM aprymeHT. CBOoM apryMeHThI U3jaraTe KpaTko U scHO. Bamwu
JIOBOJIbI ~ JTOJKHBI  OBITh TPABWIBHBIMH IO CYIIECTBY, YOCAUTEIbHBIMU W
IPaMOTHBIMH 1O (hopme;

- BCErja CTPEeMHUTECh K Kommpomuccy. [Ipy BO3HUKHOBEHMHM KaKUX-JIHOO
pa3HoOIrIacuil CTapalTech pa3pemiaTb MX TAKTUYHO, B 3TOM Bam momoryt Tpu
MpaBuia;

OpaBWIO TPEX IUIIOCOB - TMOXBAIMTH COOECEIHUKA WIM CHAENaTh €My
KOMIUTUMEHT He MeHee TpEX pa3 (B Hauasne Oecenpl: «Cnacubo, Ceernana [lerpoBHa,
3a Bare HepaBHOMyIIIME K JaHHOU MpoOieMey»; B cepearHe pa3roBopa: «MHe UMII0-
HUpyeT Bama nmpoHUIaTeNbHOCTh (CKPYMYJIE3HOCTh)» U MPU 3aBEPIICHUH OECe/bl:
«[IpusatHo ObUIO ¢ Bamu nmoobmarbes. Mbl 00s13aTennbHO yUTEM Bee Bamm noxena-
HUS);

NpaBUIO OOBEIUHEHUS - CTPEMJICHHE K JOCTHXKEHHUIO OOOIOJHOTO COIJIacHs
(«Hac ¢ Bamu 00benuHSIET JKeTaHUE PEIIUTh STOT BOIIPOC HAUITYUITUM 00pazoM»);



MPaBWJIO COIVIAIICHUS - 3ajJaBaiiTeé COOECENHHKY BOIPOCHI, MOCTPOCHHBIC
TakuM 00pa3oM, 4TOOBI TOT MOT OTBe4aTh Beeraa «Jla». Uem Gomnbiiie coOeceHuK ¢
Bamu cornamaercs, Tem 60Jbl11e maHcoB y Bac npuiiTu ¢ HUM K KOMIIPOMUCCY:

- He oOemaite HEBBITOIHHMOro. (OO0emarh MOXKHO JIMIIb TO, 4TO Bam
JCHUCTBUTENBHO TOJ CWIYy clenaTh. HeBBIOMHEHHbIE WM 3aBEIOMO JIOKHBIC
oOelllaHus pa3/ipaxaroT U 00MKaIOT yenoBeka emié 0omplie, yeM Bamn oTka3 momoub
emy. He GoiiTech ckazath cobeceHUKY, uTO BaMm Has0 TOCOBETOBATHCS €IIE C KEM-
HUOyAb. Bo BCSKOM ciydae, 3TO yXe€ CO3JacT y HEro BIeYaTIeHUE, 4TO Bbl
cTapaerech moModb eMy. Ho ecii Bel mooGemanu momMous, TO YK 00s3aHBI CACTATh
3TO;

- HU TPU KaKUX OOCTOSITENILCTBAX HE TOBOPUTE, YTO HE MOXKETE MOMOYb
3aBUTEN0. BBIACHMB MOIPOOHOCTH BO3HUKIIWX 3aTPyAHEHHH, HE0OXoaumo 0e3
MPOMEIJICHUSI TPEJIOKUTh 3asBUTENI0 IUIaH JeucTBuil. CrapailTech HalTH
pemerre. CaMplii ONTUMATBHBIM CIIOCOO 3aBEPIIUTH PA3rOBOpP C 3aSBUTEIEM - ITO
HaliTH pemeHue ero mnpoOsiembl. Ecinum He MoxeTe pemuTh MpoljeMy CaMu,
OTIpaBbTE €ro K TeM pabdOTHUKaM, KOTOpPble MOILYT TMOMOYb. TOJBKO
IpPEeABAPUTENHHO OOBICHUTE KOJUIETE BCE, UTO KACAETCs JKaJIOOBI 3asBUTEIISI, YTOOBI
€My HE€ NPUIILJIOCH U3jaraTh €€ BTOPUYHO. ITO, KaK MPABUIIO, €11¢ OOJbIIE BHIBOJIUT
yeJoBeKa 13 ceos;

- BBISICHSIMTE JIETAJIN, AETAUTE MIOMETKHU, 3aIIMCBIBAUTE OCHOBHBIEC ITYHKTHI Ipe-
TEeH3ul, coobmasi 00 3ToM coOeceqHUKY («IIOAOXKIUTE, S CeYac 3amuily»), 4To
CBUJIETENBCTBYET O TOM, Kak BbI IleHUTe CBOEro cobecelHHKa U CTapaeTech €My
MOMOYb;

- OyapTe TaKTH4YHBI, HE HapymaWte rpaHul] JudHou cdepel. He cnemyer
3aTparuBaTh  MOTEHIHAIbHO  KOH(DJIUKTHBIE  TeMbl  (YAaCTHYIO  KHU3Hb,
WHINBUYAJIbHBIC TIPEAIOYTCHUS);

- He MyTalTe TAaKTUYHOCTh C MSTKOCTbIO. BeXIMBBIN pa3roBop BOBce HE
O3HAYaeT, YTO CJIEMYET BO BCEM COTJIAMIATHCSA C COOCCETHHKOM, YCTYMaTh €My IO
BCEM IMapaMeTpaM, >Kenas MpOU3BECTH Xopollee BreuaTieHue. He mopmakuBaiite
co0eceIHUKY, YTOOBl y HEr0 HE CJIOXWJIOCH BIEYaTieHue, 4To Bbl coriacHsl co
BCEMHU €ro CII0BaMU. ['0BOpUTE «HET», KOTJa 3TO AEUCTBUTEIBHO HYKHO;

- eciu Bbl BHUHOBaThl, W3BUHUTECh Kak MOXHO ObicTpee. lckpeHHee
W3BUHEHUE sBIsEeTCA A(O(PEKTUBHBIM  CIIOCOOOM  pa3pemieHuss KOH(IUKTHOU
CUTYaINH;

- HE OIpaB/bIBalTECh, U3BUHECHUE C BBIJBIKCHUEM OIPaBJaHUM - YK€ He
u3BMHEHUE. Bo3bMuTe Ha ceOst MOTHYI0 OTBETCTBEHHOCTh 32 CBOIO OIIMOKY (10O 3a
omuOKy Bamiero cTpykTypHoro mnojpasnaeneHus). PemurenbsHo u 0€3 OroBOopok
npusHaiTe, uTo Bel ObuTn HempaBel. 30eraiite B KOHIIE U3BUHEHUS MCIIOIH30BAThH
CJIOBA «HO» WIH «ecian» («MHe 04eHb Kallb, HO...»). DTO CAMOE «HO» UMEET YETKUM
noatekct: «Ha camom pene s He Kanewoy;

- HE yHW)XaNTeCh, MPU3HABANTE OMIUOKHU C YyBCTBOM COOCTBEHHOTO JIOCTOUH-
ctBa. He moacTpauBaiitech 1oj; codeceqHrKa, He pacChlalTech B KOMIUIUMEHTAX.
O06s13aTeNbHO MPEIIOKUTE CITOCO0, KaK MOYKHO BCE UCTIPABUTD.




[Tpunoxenne Ne 2 k Cranaapty
BeJICHUS TeJIe(OHHBIX Pa3TOBOPOB

CTOII-®PA3BI

Ne i/l Cramus CTOII-¢pa3ssl Pexomennyemsle ppassl (1ecTBHA)
NeperoBopos
1 2 3 4
1. [IpuBercTBUE Ha! Anno! Cnymato! HasBanue otaena, ynpasinenust anMuHucTpanuu paiiona, ®.M.0 (nocnenuee - npu
HAJTUIHH )
3npactu! Ho6poe ytpo!
[Tpuser! Jo06pblit nens!
KTt0 310? Kaxk s mory k Bam obOpamatscs?
Kro y anmapara? Kak k Bam syume obpamatsces?
C keM 5 pa3roBapuBaro? Bb1 He Mornu OblI OJCKa3aTh (HAIOMHUTH) MHE Batie ums?
Oto Taresna MBanosua? Het? Mapus | Ckaxkute, noxainyicra, kak Bac 30ByT?
[letpoBHa? A kT0? Kax s mory Bac Ha3biBaTh?
Hazosure, noxainyiicra, Bame uMs 1 oT4ecTBo.
[IpencraBpreck, moxainyiicra!
Mory 4 y3HaTh, C KEM IOBOpIO?
Bbynbre noOpsl, npuriacure, noxainyicra, Kk Tenedony TaTbsiny VIBaHOBY.
Mory s ycabiuars Maputo IlerpoBny?
Kyna s monan(a)? Ot1o otaen (ynpasieHue)?
Bac 6ecrokour... 3T0...
MeHs 30BYT...
Mos dammiusi...
He ynenute nu Bel MHE HECKOJIBKO Bawm yno6Ho celiuac pazroBapuBaTh?
MHHYT BPEMEHU?
2. Oopartuenue ITo nonoBbIM mpu3HakaMm (keHiuHa, | Ilo uMeHu u oTyecTBY (MocaenHee - npu Hanuuuu). [lo uMenn, eciau cam

MY>KYHHA, JEBYIIKA, MOJIOAOU
YeJIoBeK), paMuiIbsipHOE (MUIIOUKA,
JyLUIEHbKA, TOJIYOUHK)

co0OeceTHUK TPEJICTABUIICS TaK




HenocpenctBeHHO
pasroBop

I'oBopuTe!
Uto BBI XOTHTE?
Uto BaM HY»KHO?

51 Bac caymaro.
[To xakomy Bonipocy Bsl no3BoHunu?

Mory nu 1 Bam nomoub?

UYem g mory Bam nomoun?

Knure!
He Bemaiite TpyOKy!
[TomoxxauTe CeKyHy, s CKOPO

Bynbre nr00e3Hbl, TOJOXKANTE, MTOKAIYHCTa, Y TenedoHa, 1 Bam oTBeuy uepes

MUHYTY!
YroObl HAiTU 3TU MaTepHalibl, MHE TOHAZO0UTCS MUHYTHI 3-4. BBl mogoxére uiu

BEpPHYCBH! nepe3Bonure (Bam nepe3BoHUTH?)
Her. DTO CJIOXKHBIN BOMPOC... MHE HYKHO YTOUHHTb...
51 He 3Har0. B nHacrosiee BpeMst 3TO JOBOJIBHO CJIOKHO, OAHAKO...

S He B Kypce.

51 5TUM HE 3aHUMAIOCH.
D10 HE MOS 0053aHHOCTb.
Huyem He MOTy MOMOUYB.
JT0 Balu NpoodIEMBI.

51 He cMOTYy 3TOTO0 clienaTh.

51 He yBepeH, 4TO 3TO BO3MOKHO.

SI Bam Huuero He o0elaro.

Bam Bonpoc neicTBUTENBHO CIIOKEH. Pa3pemnre, s yTOUHIO €T0 y I0pUcTa
(pyxoBoauTens) Mbl 00s13aTeNbHO ocTapaeMcsi BamM momMousb.
[TocTaparock cenaTh BCE BO3MOKHOE

[TepesBonnte! Bee obenator! Hukoro

Her!
Kto ero cnpammusaer?

Ero ceifuac HET Ha MecTe, IEpE3BOHUTE, NOXkKalyiicTa, yepe3 10 munyt (B 14.00).
Uto emy nepenats?
Kak Tospko paboTHUK BepHETCS, 51 00s3aTEIBHO MepeiaM, uTo Bel 3BoHIIN

Bl 1OJDKHBL..

Jlyume Bcero 6610 OBbI.. /i1 Bac nMeet cMbIcT...

Ara!

Ha.

Koneuno.
Xopomo

BbI HE npaBsl.
S1 He cornaceH ¢ Bamu.
BrbI ommmbaerecs

BeposiTHO, MpOU3011LI0 HENOPa3yMEHHUE.
Bo3moxHo, g ommnbarock, Ho...
Bo3MmorkHO, nHOpMaIus TpedyeT yTouHeHHsI

31 He oHAI.
Bbl Mens 3anyranu

[losicanTe, noxanyiicta. IIpaBWIIBHO 5 TOHUMALO, YTO...

BEI MeHs HE TIOHAIN

Paspemute, s nosicaro (00bscHI0) Bam emé pas




Bama npo6nema (xano6a) mpuHsaTa K
CBEJICHUIO

Mp1 npunsanu Bamm nokenanus 1 Oyaem paasl nomoub Bam B Bamem Bompoce!

OTO HE HaIlla BUHA.

MHue odeHb xajb, 4To Bac 3To
paccTpouo.

MEI coxkaneeM, eCIIA MBI YTO-TO
cJIIeNIalIv HE TaK.

MHe o4eHb Kajib, HO...

[TpuHOIY M3BMHEHHUS 32 ...(OIIHOKY, TIOCTABJICHHBIC HEY100CTBA, HEKOPPEKTHOE
noBejieHne pabOTHUKA | T.I1.).

MHe o4eHb Kallb, 4TO... (TaK MPOU3O0IIIO, CIOKUIACH TaKas CUTyalus U T.11.).
Mgl cokazeem, 4To... (C Hallel CTOPOHBI ObLIa AOMyIeHa OuIOKa, He CMOTIIN
BOBpEMsI MPOUH(DOPMHUPOBATH H T.I1.)

3BUHAIOCE...

HsBunuTE...
[Tpomry nmpoueHus...
[Ipocture...

S xe Bam yxke ckazan(a).
[TosTOpsro nst Bac emé pas

[oBToputh HHOpMaIHIO emE pa3 uérye, paciin(poBbIBast €€ IpU MOMOLIH
CUHOHUMOB

He cront!
Het npo6nem!
Bcerpa noxanyiicra!

Panpr 6putn (Oymem) Bam moMous.
Bynem paabl OTBETUTH Ha Balld BOIPOCHI.
Ecnu y Bac BO3HUKHYT BOIIPOCHI, MOKATYHCTA, 3BOHUTE

4. 3aBeplieHne
IIEPETOBOPOB

TToka!
JlagHeHbko!
Hagaii mo cBsi3u!

Jlo cBupanus!
Bcero xopomero!
Bcero no6poro!

O#i, s He Tyna nornain!

W3BunHuTE, 51 0oIMOCS (1aCh) HOMEPOM

HOMHI/ITC, YTO B CJIOBE «3BOHMTHY YAapCHUC HCIIOABUIKHO - BCCrAa 1aJgacT Ha OKOHYAaHHC!

st 3B0HIO (1m03BOHIO)
TbI 3BoHM 1L (T03BOHU111b)

oH (oHa) 3BoHUT (1103BOHMT)

MbI 3B0HMM (T103BOHNIM)
BbI 3BoHN TE (TI03BOHITE)
OoHM 3BOHAT (1M03BOHST).




[Tpunoxenune Ne 4 k Kogekcy

CTAHIAPT
BHEIIHEr0 BUa PA00THUKOB aIMUHUCTPALMN MYHUIUNIAJIBHOT0 00pa3oBaHusA
«MaitHCKu# pailoH» U ee PYHKIUOHAJIbHBIX OPraHOB

1. O0umue mo10KeHUA

1.1. Crangapt BHEIIIHETO BUA pabOTHUKOB aIMUHHUCTpALUA
MyHULUIAIBHOrO oOpa3zoBaHus «MalHCKUN palioH» M €€ (PYHKIIMOHAJIbHBIX
OpraHoB (najgee — aJMUHUCTpALMS paiioHa) HAmpaBlieH Ha (OPMHUPOBAHHE U
MOJIJIEP>KAHUE JIETTOBOrO CTUJISI, KOTOPBIA BKIIIOYAET B ce0s1 O€3yNpeyHblil BHEIIHUMA
BUJ] pa0OTHUKOB aIMUHUCTPAIIIHU paiiOHa.

1.2. BHemHuii BuA paOOTHUKOB aJIMUHHMCTpPALMUA paiioHa MPH UCIOJHEHUH
UMHU JTOJDKHOCTHBIX (CIY’K€OHBIX) OOSI3aHHOCTEH B 3aBUCHMOCTH OT YCJIOBHM
CIyO0bI (paboThl) U (popMara CiIy’KEOHOT0 MEPONPUITHS TOJHKEH CITOCOOCTBOBATH
(GOpPMHUPOBAHUIO YBAXHUTEIHHOTO OTHOIICHUS TPaXAaH K HCIOTHUTEIBHBIM
opraHam, COOTBETCTBOBATh OOIICIPHUHITOMY JI€IOBOMY CTHIIIO, KOTOPBIM OTJIMYAIOT
Oo(pUIIUATIBHOCTD, CIEPKAHHOCTD, TPAJUIIUOHHOCTD, AaKKYPAaTHOCTb.

1.3. TpeOoBanuss K BHEIMIHEMY BHUAY pPaOOTHUKOB HE NPHUMEHSETCS TpH
HOIIIEHUW UMM (POPMBI YCTAHOBJICHHOTO 00pasiia, a TAaKKe MPHU BBIMOJIHEHUH paboT
[0 MEPEMEIICHHUIO, MOHTaXy M HajaJke 00OpyIOBaHMs, UHBIX paboT, TpeOyrommx
HOIIIEHHUS CTIEMANIbHON pabodell 0fexX1bl, 00yBHU, CHAPSIKEHUS U CPEACTB 3aIlIUTHI.

2. PexoMeHIauMu K BHEIIHEMY BHY PA0OTHUKOB

2.1. Onmexna paOOTHUKOB JOMKHA OBITH BBIJIEpKaHA B JCIOBOM CTHIIC.
OcHoBHbIE TpeOOBaHUS K OJICK]IE - CTPOrOCTh, YUCTOTA, YIOOCTBO, MPAKTUYHOCTD.
Brenrauii Buj paboTHUKA JTOKEH OBITH O€3yIpeUeH.

2.2. He pomyckaercs HOIIEHUS B CIy>KeOHOE BpeMsi:

1) ogexnapl W OOYBU CHOPTHUBHOTO W IUISDKHOTO CTWIS, B TOM 4YHCIE
JUKMHCOBOM W KOXKaHOW OJEXKIbI, IIOPT, OTKPBITHIX capadaHOB, TEHHUCOK,
CIIOPTUBHBIX CBUTEPOB, KPOCCOBOK, CAHIAJIUN, IJIENAHIIEB U cado;

2) OIEXJIBI C TUIYOOKUM JICKOJIBTE, OTOJISIFOIICH IUICYN U KUBOT, MHHH-I000K
(nMHOM BBIIIIE CepeMHbI Oe/ipa), F0OOK C BEICOKUM BBIPE30M;

3) O0OBEMHBIX TPHUKOTAKHBIX W3JCIHN CHOPTUBHOTO CTHJISL, ONEKIBI M3
OJiecTALMX TKaHEH, HAPSTHON OJIeKIbL;

4) HeOpexHOU, HETJIAXKEHHOW 1 HEONPSITHOW OJ1CXK/IbI;

2.4. 1IBeToBbIE  pElUICHUS B OJIc)KIe  JOJKHBI  COOTBETCTBOBATH
KJIACCUUECKOMY, JEJI0BOMY CTWIIO, MCKJIIOYAIOTCS SPKUE IIBETa M 4Ype3MepHas
nectpota. [lpu BweIOOpe yKpamieHWd paOOTHHKY HEOOXOIMMO TIPOSBISATH
CACPXKAHHOCTh M Pa3yMHYI0 YMEPEHHOCTb, HE JIONMYyCKaTh HOIICHUS OOBEMHOM,
APKOU OMO>KYTEpHH.

2.5. PaGoTHUKY HEOOXOIWMO HCKIIOYUTh TATYUPOBKU ¢ THPCUHT Ha
OTKPBITBIX Y4aCTKax Teja, a TAKXKe LIEMOYKH Ha HOTE.

2.6. Bonocel paOOTHUKA AOJMAKHBI OBITh YHCTHIMH, MPUYECAHHBIMU U HUMETh
aKkKypaTHbI Bua. He momyckaercst sSKCTpeMasbHBIM IBET BOJOC, (POPMBI MIPUUECOK
(Hampumep, Apeabl, appUKaHCKUE KOCUYKHU U T.1I.).



2.7. PaboTHMKY HE cleayeT IO0Jb30BaThCAd  SPKUM  MAaKUSDKEM U
napdroMepure, UMEIOIEH pe3Ko BbIpaXeHHBbIM 3amax. [Ipeamourenue cremgyer
OTJIaBaTh JIETKUM, CBEKUM, HEKHBIM JIyXaM U TyaJIeTHOM BOJE.

2.8. B 3uMHU mepuoa BpeMEHHW paOOTHHKAM HEOOXOIUMO IOJIb30BATHCS
CMEHHOH 00YBBIO.

OO0yBb nokHA OBITH HAUMIIIEHA, 0€3 CTONTAaHHBIX Ka0ayKoB. BricoTa kabmyka
KEHCKON 00YBU - HE BBIIIE 7 CM.

3. JonmycTMble HCKJIIOYEHHS BO BHEIIHEM B¢ PAa00OTHUKOB

3.1. TpeboBaHHs K BHEIIHEMY BHAY PaOOTHHKOB MOTYT OTJIMYAThCA (KpoMe
ciiy4aeB OQUIIMATBHBIX MEPOIPHUATHIA) B CIACAYIOIIUX CIydasx:

1) mpuBnedeHust pabOTHUKOB K ci1yk0€ (paboTe) B BBIXOAHbBIE WM HEpaboune
npa3HUYHbIE JHU;

2) BBINIOJIHEHMSI paOOTHUKAMU O0S3aHHOCTEN 3a MpeaenaMu aJMUHUCTPATUB-
HOT'O 3/1aHHUS, HA CTPOMUTEIbHBIX, CIIOPTUBHBIX WM MHBIX OOBEKTax (JIOMyCKaercs
CIIOPTUBHAS UJIK J1100ast yI00Has 0Jiexk/1a ONPSTHOTO BUA);

3) NOHMXXEHHUS TeMIIepaTypbl B NOMEIICHUAX B XOJOIHBIM IMEPUOI rojaa
HWKE JIMana30Ha ONTUMAJIbHBIX BEJIMUMH, YCTAaHOBJIEHHbIX CaHUTapHBIMU MpaBuUia-
Mu 1 HopMmamu Canllun 1.2.3685-21 «I'urnennuyeckue HOpMaTUBbI U TPeOOBaHUA K
oOecrieyeHuto 6e3omacHoCTU U (W) OE3BPEAHOCTH /IJIs YeToBeKa (haKTOPOB CPeb
OOUTaHUsA», YTBEPKIEHHBIMU IIOCTAHOBJIEHHEM [JIABHOIO TOCYAapCTBEHHOIO
canutapHoro Bpaua Poccuiickoit ®enepanuu ot 28.01.2021 Ne 2 (manee - [IpaBuna
u HopMbl Canllun);

4) MOBBIIEHUS] TEMIIEPATYPhI B CIIY)KEOHBIX NOMEIIeHUsIX (0e3 yuéra pe3yJb-
TaTOB Pa0OTHI OXJIAXKAAIOIIEH CUCTEMbI) B TEIUIBIN MEPUO T'0Jia BBIIIE JTHAra30Ha
ONTUMAJIbHBIX BEIMYUH, ycTaHOBIEeHHbIX [IpaBunamu nu Hopmamu Canllun;

5) Hanmuuug COOTBETCTBYIOIIMX MEIHWIHMHCKUX IOKa3aHWil (Hampumep,
OEpeMEeHHOCTh, TpaBMa) W/WIW HHAMBUAYAJIbHBIX OCOOCHHOCTEW BHEIIHOCTH, a
TaK)Ke B MOCJICTHAN JIEHb CITYKeOHOM (paboyueii) Hememu.

3.2. Pemienne 00 ocBOOOXIEeHUM PAOOTHUKA OT COOJIOJCHHUS TpeOOBaHUM,
YCTAHOBJIEHHbIX HacTtosAwuM CTaHIapTOM, TPUHUMAETCA HENOCPEICTBEHHBIM
PYKOBOJIUTENEM PabOTHHKA MO COIVIACOBAHHUIO C PYKOBOJAMTENEM AJAMUHHUCTPALUH
palioHa, B KOTOpPOM paOOTHHUK OCYIIECTBISET CBOK CIYyXeOHYIO (TPYIOBYIO)
JEeSATENbHOCTb.




ITpunoxenune Ne 5 k Kogekcy

KIISTBEHHOE OBEIIIAHUE
JIMIA, 3aMelAKIIero J0/LKHOCTh MYHUMIMIIAILHOM CIYKObI A AMUHUCTPAIM A
MYHHUIHMIAJIBHOT0 00pa3oBanus «MailHCKH pailon» U ee (PYHKIIMOHAJIBHBIX
OPraHoB

A,

(®.N.0. (mocnegHee - B Cirydae HATHYIHUS)
rpaxaaHuH  Poccuiickorn @enepanuu, pacUEHUBAs 3aMENICHHUE JIOJKHOCTH
MYHHUIIUTAIBHOW  CIYXKOBl ~ aMUHUCTpPAIMU  MYHHUIIMIAIBHOTO  00pa3oBaHUs
«MaitHckull pailon» YJIbSHOBCKOW 00JIACTH KaK BBIPAXKEHHE 0COOOTO JOBEPUS CO
CTOPOHBI OOIIECTBA M TOCYAApCTBa, OCO3HABAsi CBOI BBICOKYIO OTBETCTBEHHOCTH
nepen xxutensiMu MaltHckoro paiioHa Y JIbSTHOBCKOM 00J1acTH, KIISIHYCh:

- yBaXKaTh W 3alUIIATh MpaBa U CBOOONBI YEIOBEKA M T'PAKIAHWHA, CBSITO
cO0II01aTh Koncturyumto Poccuiickon Oenepannu, benepanbHbIe
KOHCTUTYIIMOHHBIE 3aKOHBbI, (elnepanbHble 3aKOHbI, YKa3bl M PACHOPSIKEHUS
IIpesunenra Poccuiickori @enepanuu, MOCTAHOBIEHUS W PACHOPSIKEHUS
[IpaButennctBa Poccuiickoit denepanuun, YcraB YIbSIHOBCKOM o00JiacT U
MaitHCKOro paiioHa, 3aKOHbl U MHBIE HOPMAaTHMBHBIEC MPABOBBIE AKThI Y JIbIHOBCKOM
001acTH;

- OBITh YECTHBIM U HEMOAKYITHBIM;

- YyTKO U BHUMATEJIBHO OTHOCUTBHCS K IPEIJIOKCHUSAM, 3asBICHUSM U
xano0aM rpaxiaH;

- IOCTOMHO BBITIOJHATH BO3JIO’KEHHBIE Ha MEHS JIOJDKHOCTHBIE 00SI3aHHOCTH,
XPaHUTh TOCYJAPCTBEHHYIO U CIYyKEOHYIO TaifHy, 3aluIlaTh CBOOOAY U HE3aBHUCH-
MOCTb Y JIbSTHOBCKOM 00J1aCTH, BEPHO CIIYKUTh HApOAY;

BO BCEX CBOMX JICUCTBHUAX PYKOBOJCTBOBATHCS MPUHIMUIIAMH 3aKOHHOCTH,
paB/ibl, CIIPaBEJIMBOCTH, OECIPUCTPACTHOCTH U YECTHOCTHU, TPAXKIAHCKOTO U MEX-
HaAllMOHAJILHOI'O coriacus!

Oco3Hato, 4TO HapylleHHe MPUHECEHHOI0 MHOK KIIATBEHHOI'O OOeIIaHus
HECOBMECTUMO C 3aMENIeHHWEM JIOJDKHOCTH  MYHHUIIMMAIBHON  CIYy)KObI B
aAMUHUCTPALIMM MYHHMIMIAIbHOTO oOpa3oBaHus «MalHCKUN pailoH» U ee
(G YHKITMOHATHHBIX OPTaHOB.
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COCTAB

COBETAa M0 BONPOcaM NPoPecCHOHATBbHOM ITUKH
Pa0OTHUKOB aIMUHUCTPALIMHA MYHHIUNIAIBHOT0 00pa3oBanus «MalHCKuUil
paiion» ¥ ee (PYHKIUOHAJIbHbIX OPraHOB

[Ipencenarens coBera

bammmakosa U.H.

Cekperapb coBeTa
Camopypoga O.1O.

YieHbI COBETA:
bammakoBa E.A.

I'opbynosa M.IT'".

Jonouun A.A.

JlaBpentbena O.H.

Maiioposa JL.A.

PYKOBOJUTEID arrapara aIMUHUCTPALIUU
MYHHIIMTAIBHOTO 00pa3oBaHust «MaitHCKuii pailon»

HaYyaJbHUK orxaena MYHULUITAIBHON CITYKOBI,
OpPraHU3allMOHHOTO OOECMeYeHUsT W apXUBHOIO Jena
aIMHUHUCTPALIU MYHHUIUITATBHOTO o0Opa3oBaHus
«MalHCKUI paioH»

HaYaJIbHUK OTJENIa OOIIECTBEHHBIX KOMMYHUKAIIUI
aJMUHHUCTPAIIMY MYHUITUIIAILHOTO 00pa30BaHUs
«MalHCKUI paion»;

IIEPBBIM 3aMECTUTEND [ JTaBbl aIMUHUCTPALMH 110
COLMAIIBHBIM BOIIPOCAM;

npejcenaTenb NpodCco3HOr0 KOMUTETa EPBUUHON
podCOr03HOM OpraHu3aluy aIMUHUCTPAIUU
MYHHIIMTAIBHOTO 00pa3oBaHusi «MaitHCKuid pailon»
(1O COTrJIacOBaHUIO);

HavajgbHUK otnena 3AI'C aniMuHUCTpaIun
MYHUIIUTTAIBHOTO 00pa3oBaHus «MalHCKHI pailoHy;
HayaJbHUK OTJieia MPABOBOr0 00ecTIeueHUst
aIMUHHUCTPAIIMA MYHUIIMIIATILHOTO 00pa30BaHUS
«MamnHCKuI paitoH».




