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npodgeccHoHaNBLHOM (1€710BOH, KOPMOPATHBHOM) dTHKH
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1. OBIIHME IMOJIO)KEHUSA

Koznexke npodeccuonanbHoil (1e10BOH, KOPIIOPAaTUBHOM) 3TUKK OCHOBaH Ha
nonoxenusx Konctutyuun Pocculickoih @enepaiu, @eepanbHOro 3aKkoHa ot 25
nexabpst 2008 r. N 273-03 «O nmpoTHBOAEHCTBHH KOppymuuu», MenepanibHOro
3akoHa or 27 wurons 2010 roga N 210-®@3 «O06 opraHu3aliu TpenocTaBICHUS
roCyIapCTBEHHBIX MU MYHMUUIANBHBIX yciayr», [locTtanoBinenue AIMHHMCTpalluU
Juneuxoit obnactu or 2 ampens 2018 r. N 264 «O06 yrtBepxnenun CraHpapra
oOcnyKMBaHHS  3asdBUTelied B 00/JaCTHOM  OMOMKETHOM  YUPEXKICHHH
« Y IOJTHOMOYEHHBIH MHOTO(YHKIHOHATbHBIH LUEHTP peaoCTaBlIeHHUs
rOCY/JapCTBEHHBIX W MYHULMIAIBHBIX yciyr Jlumenkod obOnactu», a Takke Ha
o0LIeNIPU3HAHHBIX HPABCTBEHHbIX MPUHIIMIIAX H HOPMaX POCCHICKOro o0IecTBa 1
rocy/1apcTaa.

Koneke npodeccronanbHoOl (/1e10BOH, KOPHNOPATHBHOH) STHKH (Hanee -
Konexc) OBY «YM®I] Jlumeuxoit obnactu» (masee — YM®DII) 3akpenser
KopriopaTuBHble LeHHOCTH YMODL, a Takke ompenenseT OCHOBaHHbIE Ha HUX
IPHHATBIE B 00LLeCcTBe Hanboee BaKHbIe MPaBHJIa AeJIOBOTO MOBEIEHHS.

Konexc npencrasiser coOol ¢BoJ 0OIMX MPUHLMIIOB NPo¢eccHoHaIbHON
CIIy)K€OHOH 3THKM W OCHOBHBIX INPaBWJI CIY)KeOHOro MNOBEJEHHS, KOTOPBIMH
HaJJIEXKUT PYKOBOJCTBOBaThCS padoTHMKaM YM®II, He3aBUCHMO OT 3aHUMaeMOH
JIONKHOCTH.



Heasimu Hacrosimero Koaekca siBasiiores:

- ompezeneHHe OOMMX MNPUHIMIIOB AJsi MPeIOTBPAlIEHHS BO3MOMXKHOTO
KOH(JIMKTa UHTEPECOB;

- YCTAaHOBJICHME CTaHAAPTOB MOBEAEHUS, ONPEAEIISIONINX B3aHMOOTHOLLEHHUS
BHYTPH KOJIJIEKTHBA C COTPY/IHUKAMH, C 3asIBUTENISIMH, MHBIMH OpraHaMH;

- (popMUpOBaHHE TOJTUTHKH KOPIOPATHBHOTO MOBEIEHUs, Oa3upyoleiics Ha
yuyeTe HHTEPECOB BCEX YYACTHUKOB ACSTEIbHOCTH;

- Pa3sBUTHE €IUHON KOPIIOPAaTHUBHOH KYJbTYpPBI, OCHOBAHHOM Ha BBICOKHX
DTHYECKHX CTaHAApTax, IIOJJIEP)KaHUM B KOJUIEKTHBE aTMoc(epbl I0BEpHS,
B3aHMHOT0 YBaXKE€HHUS U MOPSIIOYHOCTH.

Paboraukn YMO®I] ob6sa3anel cobmopars Koxekc B mpouecce coeit
TPY/IOBOH JAESTENIBHOCTH KakK MpU HAaXOXKJIEHHM Ha pabodyeM MecTe, TaKk U IpH
HAXO0/IEHUH B CITy’KeOHBIX KOMaHIMPOBKaAX.

Kaxnapiii corpynnuk YM®LI, craHOBsICh Y4IEHOM TPY/I0BOIO KOJUIEKTHBA,
JOJDKEH OMUPATHCS B CBOEH JEATENLHOCTH Ha KOPIIOPATHBHbIE HOPMBI M LIEHHOCTH,
sadukcupoBannble B Komekce. Jauusiii Komekc pacrpocrpansieTcss Ha Bcex
paboTHHKOB YM®LI, BKIItOUasi pyKOBOACTBO.

[lepeuuHoe 3HakoMcTBO ¢ Kojexcom BHOBB mNpuHHMMaeMblX B YMODI]
COTPYHHKOB BO3JIOXKEHO Ha PYKOBOJHUTENSI CTPYKTYPHOTO ojipasaesnenus YM®L],

Texyumii KOHTpOIb 3a BBIIOJHEHHEM HOPM, M3JI0KeHHBIX B Komekce,
BO3JIOKEH Ha HadaJbHHKa OTAela B3auMoneicTBus ¢ OUMB, BHeOHOIKETHBIMU
(onmamu, KOHTpons KayecTBa M paboOThl ¢ oOpalieHWsMH rpaxkaaH YM®I],
NEePHOJIMYECKUHA KOHTPOIIb - HA 3aMECTUTeNs AupekTopa YM®IL],

KopnoparusubiMu nenHocramu Y M®II sBasiioresi:

— YBKEHHE — 10OPOKENATeTbHOEC OTHOIICHHE K COTPYAHUKAM H 3asBUTEIISM:;

— 4ecTHoCTh — YM®IL[ He fomyckaeT KOH(DIMKTa MEXKIY JIMYHBIMU
MHTEpecaMu U TpO(EeCcCHOHANbHON JesATeNnbHOCThI0. OOMaH, yMmandyuBaHHE U
JIOXKHbIE 3as1BJIEHHS HECOBMECTHMBI CO CTaTycoM padotHuka YM®ILI;

— npogeccuoHanusM — riy0okoe 3HaHWe MpejMeTa CBOEH NesATelbHOCTH,
OTBETCTBEHHOE M JIOOPOCOBECTHOE OTHOLIEHHE K [OJKHOCTHBIM OOS3aHHOCTSIM,
KayeCTBEHHOE M CBOEBPEMEHHOE  BBINOJHEHHME  IIOCTaBIEHHBIX  3ajad,
COBEPIICHCTBOBAHHE NMPO(MECCHOHATBHOIO YPOBHSI, MPOQeccuoHanbHoe obyueHne
U HaCTaBHUYECTBO;

— OTBETCTBEHHOCTb — HCIIOJIHEHME CBOMX OOS3aTENBCTB I€pel] HMHBIMU
OpraHu3alMsIMH, COTPYJHHKaMH, OpraHaMHi IOCYJapCTBEHHOH BIACTH, APYTHMMH
3aHHTEPECOBAHHBIMU CTOPOHAMM;



— OepexkIIMBOCTh — OTBETCTBEHHBINH H OEpe)KHBIM MOAXO0M K HCIIOJIb30BAHUIO
pecypcoB u umymectsa Y MOL], k cobcTBeHHOMY paboueMy BpeMeHH U padodemy
BPEMEHH JApYTUX pabOTHHUKOB;

— OTKPBITOCTE K JHAJIOTY — OTKPBHITHIA M 4YecTHbIH oOMeH uHbOpMalue,
FOTOBHOCTH COBMECTHO BBIPa0OTaTh ONTHMAIBHOE PEIICHHE;

— HMHIDK — MCIOJb30BaHHE IIPHEMOB W CTpaTeruil, HampaBleHHbIX Ha
CO3[1aHHe TTO3UTHUBHOIO HMHUIKa 00 YMOLI;

— CHOpPaBeMJIMBOCTh — IMIpearosaraeT omary Tpyda B COOTBETCTBHH C
JAOCTUTHYTBIMH Pe3yNIbTaTaMU W paBHbIE YCIIOBHS AJ1s NIPOo(decCHOHAIBHOTO POCTa.

B coorBercTBMM ¢  yKa3zaHHBIMH  IIEHHOCTSMH  BBICTPAHBAIOTCA
B3auMoOTHoIIeHHss ~ YM®IL] ¢ coTpyaHMKamMd, TOCYyJIapCTBEHHBIMH |
MYHHULHIAJIbHBIMU OpraHaMH B 3asIBUTEIISIMH.

[Ipu ocyniecTBiaeHUU cBOCH nesTeTBHOCTH cOTpy aHuKH Y M®LI:

— COOMIONAIOT HOPMBI 3aKOHOAATENbCTBAa Poccuiickoi Menepauuu u
Jlunenkoii obnacry;

— obecrneynBaloT coOII0IEHNE U YBaXKEHHUE MPaB YeJI0BEKa;

— o00ecnevynBalOT CcoO3JaHHE W COONIIOJIEHWE PABHBIX TAPAHTHPOBAHHBIX
BO3MOJKHOCTEH TIPH  OpPraHM3aldM TPEeJOCTaBIEHUS TOCYAAapPCTBEHHBIX H
MYHUIMNANBHBIX YCIYTI TpaxKJlaHaM M IOpUAMHYECKUM JIMLAM Ha TepPUTOPHH
Jlunenkoi o0nacTy;

— MMPOTHBOICHCTBYIOT KOPPYIILIHH, HE NIOIYCTUTENILCTBYET B3I TOUHUYECTBY H
BBIMOTaTe/IbCTRY.

1.1. HopMBI KOPIIOPAaTHBHOIO NMOBeAeHHsI COTPYAHUKOB Y UpesKaeHHusl.

B cBoeli nesitenbHOCTH coTpyaHuKH YMO®L] HekmovaroT:

- 3JI0ynoTpedaeH’e CiyKeOHBIM IOJIO)KEHHEM, Jady B3SATKH, MOJTy4YeHHE
B3ATKH, 3J0ynoTpeOieHHe IOJTHOMOUYHSMH, HWHOE HE3aKOHHOE HCIIOIb30BAHUE
(U3UUECKUM JIMLOM CBOEro [OJUKHOCTHOTO TIIOJIOKEHHS BOIPEKH 3aKOHHBLIM
uHTepecaM YMOL] B nemnsix mosy4eHus: BbITOAbl B BUJE JE€HET, LIEHHOCTEH, HHOTO
MMYIIECTBA HIIH YCIYyI UMYILECTBEHHOIO XapaKTepa, HHBIX UMYIIECTBEHHBIX IIPaB
JUIs ceOst MUK JUI TPEThUX JIUL, JIMOO0 He3aKOHHOE MPeI0CTaBIeHHEe TAKOH BBITOIbI
YKa3aHHOMY JIMLY APYTUMHU GU3UIECKUMH JTUIAMU;

- y4yacTM€ B HE3aKOHHBIX aKUWAX, TMopovamux YM®DIL], by
NPOTHBOIIPABHYIO AEATEIBHOCTE (JIEJI0BYIO, MOJUTHYECKYIO, PEIUTHO3HYIO U Jp.),
KOTOpasi MOXKET [IPUHECTH yUIEpO yUpeXAEHHUIO;

- pacnpoCTpaHEHHUE WM YIpO3y paclpoCTpaHEHHs HEJOCTOBEPHBIX
CBEJIEHMH, NTopoyalux penyrauuio Y MOLI, ero pykoBoautesnei, pabOTHHUKOB,

- INpHMEHEHHE HJIH Yrpo3y IpPHMEHEHHs HEe3aKOHHBIX Croco0oB
OCYILIECTBJIEHHS NTPO(ECCHOHATIBHOM JIeITeIbHOCTH;



- (hopmMasIbHOE OTHOLIEHHE K BHIIOJIHEHUIO CBOMX (PYHKLIMIA;

- KpUTHKY Y M®L] B NpUCYTCTBHH MOCTOPOHHHX;

- yHoTpedJ/ieHHe alKOrONBHBIX HAITUTKOB HA paboueM MecTe, Ha TEpPUTOPUH
YUYPEKICHHUSA U IIPU UCTIOTHEHHH JIOJDKHOCTHBIX 0053aHHOCTEl BHE TEPPUTOPHH;

- KypeHHe Ha paboueM MecTe, B CIIy>KeOHBIX MOMEICHUSX ¥ Ha IIPUIIEratoIInX
TeppuTopHsix. Kypenre Bo3MOXKHO TOJIBKO B CIIELUANBLHO OTBEEHHBIX MECTaX;

- y4acCTHe B a3apTHBIX WUrpax Ha TeppuTopur YMDII ¥ npu HCHOIHEHUH
NIOJDKHOCTHBIX 0053aHHOCTEl BHe Tepputopun Y MOL];

- KOMIIBIOTEPHBIE U UHBIE UTPBI;

- IIPUHATHE MUK Ha pabodeM MecTe.

1.2.  OOs3anHOCTH paGOTHHKOB B CBSI3M € PpPACKpPbITHEM H
yperyJaiupoBaHHeM KOH(IHKTA HHTEpecoB.

- IPpU MPUHSATHH PEIICHUH IO JEJIOBBIM BONPOCAM M BBIIOJIHEHUH CBOMX
JOTDKHOCTHBIX 00A3aHHOCTEH PYKOBOJICTBOBATHCS MHTEPECAMHU YUPEXKICHUS - Oe3
ydeTa JUYHbIX HHTEPECOB, HHTEPECOB CBOUX POJCTBEHHHKOB H [PY3€EH;

- u30erath (110 BO3MOXKHOCTH) CHTYalMi U OOCTOSITENBCTB, KOTOPhIE MOTYT
IIPUBECTH K KOH(JIUKTY UHTEPECOB;

- PacKpbIBaTh BO3HHUKIUWK (peallbHbIH) MM HOTEHUMAIbHBIH KOHMDIMKT
HUHTEPECOB;

- COJICHCTBOBATh YPEryTMPOBAHUIO BO3HUKIIETO KOH(DIUKTA HHTEPECOB.

25 B3AUMOOTHOIIEHUS B YUPEXJIEHUU

PykoBozacteo YM®LI noaaepkuBaeT MOIUTHKY OTKPBITBIX ABEpPEH 1715 CBOHX
COTPYHUKOB. DTO O3Ha4aeT JUIsl JIH0OOro COTPYAHHKA, YTO €r0 HENMOCPeACTBEHHBII
PYKOBOAMTENb 00si3aH BBICAYLIATh CBOEr0 IOAYUHEHHOTO M OTPEarupoBaTh
COOTBETCTBYIOLIUM 00pa3oM.

PykoBoncteo YM®II nooupsier oOpaiiieHne COTPYJHUKOB C HIESIMH,
OT3bIBAMH, JIHOOBIMU NPEIJIOKESHUAMH U TIPOOIEMaMH.

2.1. OTHOIEHHS MekKAY PYKOBOAHTEEM H MOAYHHEHHbIM.

Cosmanne  KOHCTPYKTHBHBIX —TIPO(ECCHOHANBHBIX ~OTHOLIEHHEH  MeXLy
pPYKOBOAHUTENAMH M paboTHUkaMM YMO®DL] HeoOXomuMo [UIsl  eiKeTHEBHOM
>¢dextrBHON padboTel YM®LI 1 ai1st ero 6yay1iero pa3BuTHs.

B y4pexnaeHun pekomeHayeTcs coOM0OAaTh CAEMyIOIe HOPMBI U MPABUIIA
JI€JI0BOTO 3TUKETA!

- PYKOBOJHTEIO HEOOXOAUMO MOKA3bIBaTh IOAYUMHEHHBIM [IPUMEP XOPOIIEro
BJIaJICHUS. HOPMAaMH W IIPaBUJIAMU STUKH M IEJIOBOTO dTHKETA;



- BO u30eKkaHuWe KPMBOTOJIKOB W TMOJAPBIBA aBTOPUTETA, PYKOBOJMTENbL He
JIOJIKEH MOKPOBUTEIBCTBOBATh KOMY-THOO W3 COTPYAHHMKOB, JeNaTh MOOIaXKKH,
NPOSBIIATE OTKPOBEHHble cuMrartu. Ero otHoumenue B pabodee Bpems JOJIKHO
ObITh POBHBIM, OJIMHAKOBBIM KO BCeM. KpuUTepreM MOryT OBITh TOIBKO Pe3yIbTaThl
paboThI;

- PYKOBOJMTENb HE NODKEH KPUTHKOBATH MOAYMHEHHBIX B TMPUCYTCTBUHU
JIPYTHX COTPYAHHUKOB, 3TO CJIE/IyeT Jenarh KOH(UIeHIHaIbHO;

- PYKOBOJHUTENb JOJDKEH yMeTh MPU3HaBaTh Mepe]l MOJYMHEHHBIMH CBOM
OLIMOKU U HE TIPECIIeI0BATh UX 34 KOHCTPYKTHUBHYIO KPUTHKY B CBOM ajpec;

- PYKOBOJHUTENb JOJIKEH XBAJIUTh KOJIIET 32 XOPOIIIO BBITOTHEHHYIO paboTy;

- COTPpYOHHMKY HeoOXoaumMo  HMH(POPMHMpPOBATH  HEMNOCPEACTBEHHOTO
PYKOBOAMTENSA O MPUYMHAX OTCYTCTBHUS, €CIIM B TEYEHHUE JIMTEIILHOTO BPEMEHH
HEBO3MOKHO IPUCYTCTBOBATh Ha paboveM MecTe;

- COTPYAHUKY 3allPeLIEHO OTBEUYaTh B MPUCYTCTBHH KOJUIET HA HEKOPPEKTHOE
MOBEIEHHe pyKoBoAWUTENs (ecnu Bel yBepeHBI B CBOell NpaBOTe, MOMPOCHTE O
JTUYHOH BCTpeye);

- COTPYAHUKY 3alpeleHO KPUTUKOBATh MOCTYIIKH PYKOBOIUTEIIS;

- BXOJSIIMK B IOMelleHHe (B TOM 4YHCJIE PYyKOBOAMTEIb) IEPBBIM
3/10pOBaeTCs C MPUCYTCTBYIOLIHMHU.

2.2. OTHOLIEHHH ¢ KOJIEraMHu.

OTHolIEeHMsI B KOJUIEKTMBE BIMAIOT Ha HAcCTPOEHHE COTPYAHMKOB MU HX
KeslaHue padoTarh, BO MHOIOM ONPEIENSIOT pe3yibTaT Bceil pabotel YMODLI.
CoznaBas u nopnepknBas KOMQOPTHYHO pado4yio OOCTAHOBKY, COTPYJAHUKH
VYM®II goyxHbI cOOMIONATE CEAYIOUINEe HOPMBI U TIPaBUjIa IEJOBOTO STHKETA!

- YBaYKUTEJIbHO OTHOCUTBCS APYT K APYTY;

- He J€MOHCTPHPOBATh KOJIJIEraM CBOE IJIOX0€ HACTPOEHUE;

- B OTHOLLUEHUSIX C KOJJIETaMH MOAAeP)KUBATh KIUMAT JI0BEpHUsl, POSBIATh

KOHCTPYKTUBHOCTH H 3a00TYy;

- He MepEeHOCHUTh APY/KeCKHe OTHOLIEHHS B padouyro 0OCTaHOBKY;

- B KOHGJIMKTHOH CHTyallMd CTPEMHTBCS HAWTH B3aMMOIIOHMMaHHE H
corjlacue, II0Ka3blBaTh TOTOBHOCTH TMPOMODKATh 3(M(PEKTUBHYIO COBMECTHYIO
paboty, ucxos, IMpexKe BCero, U3 meei nesrensHoctd YMODL;

- B pabodee BpeMsl He 3aHUMAThCsI JIeTaMH, He CBS3aHHBIMHU C BBITIOJTHEHHEM
ciTyKeOHBIX 00s13aHHOCTEH;

- He 00Cy»XJaTh JIMYHble WIH MpodecCHOHATIbHbIE KayecTBa KOJUIET B KX
OTCYTCTBHE, IIpECEKaTh UHTPHUTH, CITyXH, CIUIETHU;

- cobnmoaTh HOPMbI OOILECTBEHHOW MOPaJIM BO B3aUMOOTHOILICHHSIX;



- HE [OMMyCKaThb JMCKPUMMHAIMM 10 MpH3HAKaM [I0jla, BO3pacTa,
HallHOHAJIBHOCTH, BEPOHMCIOBEJAHHUA, YOEKICHHH, COLMABHOIO I10J0KEHHS,
00pa3oBaHus, TPYAOBOTO CTaXa.

Corpyanuku YM®ILI 06s3aHb! NpH UCIIONHEHUH CYKeOHBIX 00s3aHHOCTEH
U B Hepabouee BpeMms, HaxXoIsACh KakK Ha pabodyeM MecTe, TaK U B HHBIX
OOLIECTBEHHBIX MeECTaX, BECTH ceOf MOCTOMHO M KOPPEKTHO, He JOIycKas
COBEPLICHHS MPOCTYIKOB, KOTOPbIE MOI'YT IPUYUHUTH yiepd YMDILI.

2.3. OTHOIIEHHS ¢ 3asiBHTEJISIMH.

OO1wenue ¢ 3assutensmMu YM®LI, 10mKHO CTPOUTBCS Ha 10OpOKeTaTeTbHOI
OCHOBE, C YBaXCHHEM K OKPYXAIOIIMM M COOTIOJIEHHEM OOILENPHUHATHIX HOPM
AenoBoro otukera. He nomyckaercs ymnoTpeGieHHe HEHOPMHMPOBAHHOH U
HEHOPMAaTHBHOM JIEKCHKH, NOBBILIEHHOTO TOHA, HEYBAXKMTEIBHBIX KECTOB.

ITp BO3HMKHOBEHMM KOHQUIMKTHBIX CHTYalldi COTPYJAHHKH JIOJKHBI
IIPUHATE MCYUEPINBIBAIOIIME MEPbl 110 HX YCTPAHEHHIO, MPH HEOOXOAUMOCTH
NPUBJIEYD K PA3PELICHUI0 KOH(DIUKTa HEIOCPEACTBEHHOIO W/WIIM BBILIECTOSILETO
pykoBoauresns. HeomyctumMo nenates kakoi 051 TO HH ObLIO KOHMDIUKT 1OCTOSHHEM
TPETHUX JIHILI.

C nmo6bIM nOCETHTENIEM COTPYIHUKH JOJDKHBI BECTH cebsl YBAKUTEIBHO
IIPUBETIIUBO.

3a 3a1epKKH B OOCITY)KMBAaHUHM KIHEHTOB, a TAKXKe 33 HEeKAYeCTBEHHOE HITH
HEJOCTaTOYHO INpOQeccHoHaNnbHOe 00CIyKHBAHHE OTBETCTBEHHOCTH HECET CaM
COTPYAHHK W HEMOCPEACTBEHHBIH PYKOBOAMTENb TOJpAa3JeleHus, KOTopoe
00CIyKHBaJIO KIHEHTA.

2.4. O6wmenne no resiedony.

YMeHHe COTPYIHUKOB T'OBOPHUTH MO TelehOHY ¢ KOJJIEraMH U 3asBUTEISIMU
CIIOCOOCTBYET CO3/JJaHUIO OIArONPHATHOrO BIIEYATIEHUS 00 YUPEKICHHU B LIETIOM.
IlooToMy KaX bl COTpYAHUK 00A3aH yMETh IPaMOTHO O0LIATHCS 110 TeedoHy.

HenmomnycTtumo urHopupoBanue Tesie()OHHBIX 3BOHKOB.

TenedoHHbIe MeperoBOpsI JOMKHBI BECTHCh YETKMM I'OJIOCOM, pedb J10JKHA
OBbITb BHATHOH, JOOpOKeIaTeNbHOM.

B mporecce TenedoHHOro oOuIEHHS COTPYAHHMKAM pPEKOMEHyeTcs
PYKOBOZICTBOBATBCS CIEAYIOLIMMH TIPaBHIIAMU JEJI0BOTO 3THKETA:

- OTBEYaTh Ha 3BOHOK He M03/1Hee 3-T0 3BYKOBOIO CUTHAIA,

- IIpu COOCTBEHHOM 3BOHKE K/1aTh OTBETa B T€UEHHWE OTPEe3Ka BPEMEHH, 110
IJTATEIEHOCTH HE MPEBBILIAIONIETO 4-X I'YAKOB;



- B Hayaje pasroBopa, B TOM 4uCIe MpPH OTBETEe Ha BXOMSIIMI 3BOHOK,
npeacrapnaTbes (HazBanue YM®L, nomkHOCTb, GpaMUINIO, UMS, OTYECTBO (IIpH
HaJTMYHH ),

- MOMPOCUTH [1O3BOHUBILEMY YeJIOBEKY MPENCTABUTHCS, YTOUHHUB 110 KAKOMY
BOIPOCY OH 0OpaTHIIcs, Ucrob3ys Gpasbl "Kak s mory k Bam oGpararsca?”, "Uem
s mory Bam nomoun?";

- B Hayajie pasroBopa (IIp1 UCX0/411eM 3BOHKE ) HHTEPECOBAThCS, YIOOHO JIH
cefiyac pa3roBapuBaTh,

- OCTaBJIAsAd COOOLIEHHE Ha aBTOOTBETUHKE, HA3bIBaTh [aTy, BpeMs 3BOHKA,
Ha3BaHue YMOILI, cBoe ums, a 3aTeM KpaTKO U3JiaraTh Lejlb 3BOHKA;

- Teped 3aBeplIeHMEM pas3roBopa - MOMHTEpPECcOBaThCs, €CTh JIH Yy
MTO3BOHHUBILEIO YE€JIOBEKA JPYyrHe BOIpOChl. B ciydae OTCYTCTBHS BOIPOCOB -
no0JIaroJapuTh U MOMPOIIAThCS;

- TpH 3aBepLIEHUH TeNe(OHHOIo pa3roBopa HEOOXOJUMO CJIedO0BaTh
MPaBUJly: KTO IIEPBLIM Hayall pa3roBop (MO3BOHMII), TOT U JOJDKEH €T0 3aKOHYHTE;

- B Clly4yae OTCYTCTBHS BO3MOKHOCTH CaMOCTOSITEIbHO OTBETHUTH Ha
MTOCTABJIEHHBIE BOIIPOCH] - MPEIVIOKHUTE 1TO3BOHUBILIEMY HeJIOBEKY OCTaBUTH CBOH
HoMep TenedoHa 1100 Mepe3BOHHTH uepe3 30 MHUHYT, B TEYEHHE KOTOPBIX
cotpyaHuk YM®DI] jomkeH BBISICHUTH OTBETHI Ha MOCTaBJICHHbBIE BOMPOCHL. Eciu
Opyd 5TOM OBIT OCTaBieH HoMmep TenedoHa, coTpyaHuk YM®DII, npunspLmii
Teae(OHHBIN 3BOHOK, 00s13aH B TedeHHH 30 MHHYT IOCJIE 3aBEPIEHHs] pa3roBOpa
NIEPE3BOHUTE U MPEIOCTABUTH MHPOPMAITHIO TIO CYIIECTBY OOpallleHuUs;

- B CJIy4ae, €ClId IIO3BOHHUBIIWN YeJIOBEK HACTaWBaeT Ha HEMEJICHHOM
MpenocTaBleHuu MH(popManuu, coTpyaHuk YMODIL], npuHsBmumil TenedOHHBINR
3BOHOK M HE UMEIOLIHMH BO3MOKHOCTH CAMOCTOSITEILHO OTBETUTh Ha MOCTAB/ICHHBIE
BONIPOCHI, MEPEKIIOYAET PA3rOBOP HA BBIIECTOSIIETO MO JOKHOCTH COTPY/IHHUKA
YM®DI];

- B Clyd4ae, €ClIM IIO3BOHHUBIIMI 4YeslloBeK oOpaTHIICS IO BONpOCaM, He
OTHOCAIMMCS K KomneTeHIuu YM®L], corpynuuk YM®I] B koppekTHO# hopme
coob1aer emy 00 3TOM, 110 BO3MOYKHOCTH, MPEIOCTABIIsIS HH(GOPMAIIHIO 00 opraHe
(opraHMsaluu, Y4pexkJeHHHM), B YbeHd KOMIIETEHIHWH HAXOJUTCS pelleHne
MOCTABJICHHBIX BOIIPOCOB, ITPEJOCTaBMB KOHTAKTHBIE [aHHbBIE (aapeca, HoMepa
TenedOHOB);

- TPH TOCTYIUIEHHH 3BOHKA KOJUIETe, KOTOPBIA OTCYTCTBYET Ha pabouyem
MeCTe, HEOOXOAUMO MPUHSATH JJIs HErO COODIIeHHE;

- IpU OOpbIBE CBSI3U NePe3BAHUBATH ClIeyET MO3BOHUBIIEMY;



- 10 OTHOLICHHUIO K [O3BOHMBLIEMY 4YEJIOBEKY CJIEyeT HpPOSBIATE
n00pozKeNnaTebHOCTh, BHUMAaHHE, BEXKIHBOCTL, TAKTHYHOCTb, TOTOBHOCTH TIOMOYb
COBETOM H JIeNIOM;

- iepeiaBas 3Ha4YuTeNIbHbIH 00beM HHpOpMaLH, HeOOXOIUMO [10Ib30BATHCS
DJIEKTPOHHOM MOYTOH MM haKkcoM;

2.5. IIpoBeneHue coOpaHHii M COBEIIAHMIA.

CoOpanus W COBEIIAHWS — BaXKHEHINas COCTaBISAIOMAS JeSTeIbHOCTH
YMO®ILI. Ilpy mNOArOTOBKE W NpPOBENEHHHM COOPAHMH M COBEAHMi Cleayer
MCII0JIb30BaTh OTBEACHHOE BPEMS ¢ MAKCHMAJIbHOU 3 (eKTUBHOCTHIO.

J1st 5TOro COTpYAHMKAM peKOMEHZIyeTCsi COOMI0IATh ClIeIyIoUHe HOPMBI 1
[IpaBUjia THKETa:

- IPUXOJUTHL Ha COOpPAHUS BOBPEMS;

- 3apaHee 3HAKOMMThCS € MIOBECTKOM JHS, MOATOTOBUTLCS U B3ATh C COOO0I BCe
He0OXOIMMBIE MaTepUaIbl, BOIPOCH! HIIH KOMMEHTAPUM;

- IIepel HauanoM CoOpaHHs MM COBELIaHHS OTKIIF0OYATh MOOHIIBHBIH TenehoH
b0 yCTaHABIUBATh O€33BYYHBIH PEIKHM;

- HE HCIIONB30BaTh COOpaHMs B KayeCTBe TPUOYHBI /Ul PELIEHMS JTHYHBIX
npobuem;

- 3apaHee BBIACHATH, CKOJBKO BpPEMEHM OTBOJHMTCS HA BBICTYIIJIEHUE, He
3aTArMBaTh CBOE BBICTYIJICHHE 32 CYET COKpALIeHUs BPEMEHH CJieIYIOIIX
OpaTopoOB.

. 3 ©®OPMHUPOBAHUE U MOJAEP)KAHHUE ITIO3UTUBHOI'O
UMUKA YMOII

3.1. KopnopaTHBHBIii cCTHAb H cHMBOJMKa YM®II.

Hnst  dopmupoBanus  ummmka  YMO®L[  ucmonesyercss  emuHblii
KOPIOPaTUBHBIA ((GUPMEHHBIH) CTHIIB LEHTPOB «Mou J[oKyMeHTbD».

HocuTensMu KOprnopaTMBHOIO CTHIIS BBICTYIAIOT: KOPIOPATUBHAs OJIe/K/a,
¢GupMenHbIi OnaHK, BH3UTHas KapTOuKa, Mamnka, OyKIeT, IUIaKar, CyBEHUpHas
NPOAYKLMS, MAKEThl U T.II., & TaKKe BCE (OPMbl PEKIAMHO-MH(POPMAIIMOHHBIX
MaTepuaioB, BKIIOYas peKIaMHble OaHHEpBI, BBIBECKH, TaOIMYKH. Jlpyrumu
DJICMEHTAMH KOPIIOPATHBHOIO CTHJIA SBJSIOTCS IPUHLMIBL  OCYILECTBICHHUS
KOMMYHHKAIUi (KOpHOpaTHUBHbIE CPeICTBA MAccOBOM HHpopMmanmu, web-caiir,
SJIEKTPOHHAS 110YTa U T. 11.).

3.2. KopnopaTusHasi oie:k1a H BHEIIHHIi BHI COTPYIHHKA.
BHelHu#i BUI SBISETCSA OHOM M3 COCTAaBISIOUIMX UMUIKA MPEAIPHSTHS U
JOIDKEH  CIOCOOCTBOBATH  CO3JAHHMIO JIe/I0BOH  arMocdepel. Ilpu paGore ¢



3asiBUTENIEM 00513aTe/bHBIM SBJSETCs cOONoIeHHe B ojlexk /e (PUPMEHHOTO CTHIIS.
PabotHukn YM®DI] 00s13aHbl HOCUTH (GUPMEHHYIO OJIEXKAy B TedeHHe pabdoyero
BpeMEHHU, JOMOIHSIS UM YMEHBbIIIasi €e KOMIUJIEKT B 3aBUCUMOCTH OT BPEMEHHU roaa
¥ TeMIIepaTypbl BHEILIHEH Cpeibl.

OcHoBO#1 BO BHelIHeM 00Jiuke coTpyaHukoB Y MO®L] sBIsitoTCS Clieyromune
TIPUHIUIIBL:

- CIEP’KaHHOCTb, OMPSATHOCTH, O(PUIIHATBHOCTb, 3JIETAHTHOCTS;

- 4yBCTBO MEpBHI, BKYC H I1eJIecO00pa3HOCTB;

- YUCTOTA, aKKYPaTHOCTb.

OcHoBHbIe npaBuia apecc-koga B YMO®LI:

1) Opexna:

- OJIeXKJ1a IOJI’KHA OBITh YHCTOM U BBITVIAXKEHHOM;

- OleXJa COTPYAHUKOB, paOOTAIOMMX C 3aABUTENISIMM, JOJIKHA
COOTBETCTBOBAaTH (PUPMEHHOMY CTHIIFO MJTH OBITH JENOBOTO CTHIIS: TSI MYKUHH -
Oenas pybamka M 4YepHble OPIOKH KJIACCHYECKOr0, HEYKOPOYEHHOI'O Kposi
(HECIIOPTUBHOTO CTHJIS); JUIS JKEHIIMH - Oenas pyOamika aubo 0Ouysa
(Hempo3payHasi, HEyKOpOueHHas, O0e3 CTpa3oB, OHCEpOB, SPKUX JEKOPOB,
OrOJIEHHBIX IUIeY M TIIyOOKHX BBIPE30B) M uepHas roOKa (ITHHHA — He Oojee 5
CaHTHMETPOB BbIllIE KOJE€Ha, KPOol — MOJyNpHJIerarmllini, KiaccuuecKui) nudo
YepHbIe OPIOKHU KJIACCHYECKOT0, HEYKOPOYEHHOTO Kposi (HECTIOPTUBHOTO CTHJIS ),

- HEOTBEMJIEMOM YaCThIO BHELIHETO BU/A SABISETCS JIUUHbIA OeiK;

- JUIsl COTPYAHHUKOB, HE padOoTalOUIMX C 3asBUTESIMU (paOOTHUKOB anmnapara
ynpasienuss YM®L], nupextopoB (uinaioB-Ha4aIbHUKOB oOTJen0B YMOIL],
Ha4aJbHUKOB OT/EJIOB, INaBHbIX CIICIIMAIMCTOB OTAEN0B U GpunuraioB YM®I] u ap.)
npuemiiemMa oJexaa nenoBoro ctuis. s MyxuuH: pybamka — HeOpockoro
CBETJIOr0 TOHA (I0JIyTOHA), C HEHaBS3UYMBBIM DPHCYHKOM (HeOpocKas IOJIOCKa,
KJIETKa, YyTh 3aMeTHasl KpaluHKa); rajJcTyK — OJHOTOHHBIM, OMYCTUM TKaHHBIN
PUCYHOK, JUaroHajJbHbIe MOJIOCH], MENKHE LITAMITHKH; HOCKU — TEMHBIE, IJIMHHBIE;
KOCTIOM — YEpHOro, Ceporo, CHHEro, KOPUHYHEBOTO LIBETOB (PUCYHOK — MOJIOCKA U
KJI€TKa; TKaHb M KpPOH — KIJIACCUYECKWM, HEeYKOPOYEHHBIH), JIETOM IOIIyCTHMO
HOCHUTE KOCTIOMBI CBETJIBIX TOHOB; BMECTO IHJ/KakKa JOMYCKaeTcsl MOJIyBep —
KJIAaCCHYECKOro Kpos, HeOpOCKOro ToHa M 0e3 pHCYHKa, a TakXkKe JOIycKaeTcs
HOCUTh Oproku ¢ pyOarkoi. [Uist xeHIIMH: OpPIOKH, NMHDKAKH, FOOKH, TUIAThs —
YEPHOIro, CEpOro, CHHEro, KOPHYHEBOTO LIBETOB (PUCYHOK — OTHOTOHHBIH, B KIETKY,
BEPTUKAIBHYIO IIOJOCKY, JlOMycKaeTcss HeOpOCKMM MeNKMH PHCYHOK Ha TKaHH,
MEJIKMI TOpoX, LBETOYHBIH MPHUHT; TKaHb — TKaHb XOPOLIO Jepxauias ¢hopmy, He
Npo3payHas; KpoH — MOJYNPHIIEraloIuii, KIacCHUEeCKUl), IETOM MOYXKHO HOCHTh
KOCTIOM Oesioro, 0exeBoro, OJIMBKOBOTO, KApaMeILHOIO LIBETOB; IOOKU — JATWHA —

He QoJiee 5 CAaHTUMETPOB BhIIIIE KOJIeHa, KPOH — MOTYTIPUIIET a0, KIaCCHUeCKHH;



Omysa — Oenoro, romyboro, po3oBOro — BCE MOCTENIbHbIE, TEMHO-CHHETO,
OaknaxaHoBOro, OypryHjd, KOPHIHEBOTO, GEKEBOro, OJHBKOBOIO, (huoneToBoro,
YepPHOro LBETOB (PHCYHOK — KJIETKa, IOJIOCKa, Ielc-yiel3 (Typeukuil oryper),
MeJIKHI TeOMEeTPHYECKHI PUCYHOK, 6€3 PUCYHKA, yMEPEHHbIE PIOILH, %kabo; Kpoii —
KJIACCHYECKHUH, MUHUMYM OTJIEJIKH U IEKOpPa), HeIPO3payuHble, HeyKOpOYeHHBbIe, Oe3
CTPa3oB, OMCEpOB, APKUX JIEKOPOB, OTONICHHBIX ILI€Y U MIYOOKHX BBIPE3OB;

- 3alpellaeTcsi HOCHTh HAa paboTy KMHCBI U (QyTOONKH, OAeKdy B
CIIOPTHBHOM CTHIIE, FAJICTYK-0a004Ky, 01eX/1y MMOIYO(PHUIIHATEHOTO CTHIIS;

- B 3UMHEEe BPEMs HEJONYCTHMO HAXOAMTCA Ha paboueM MecTe B BepxHeil
OJIeXk/1€e, a TAKXKe FOJIOBHBIX yOopax.

2) O0yBb:

- 00yBb [OIKHa OBITH KJIACCHYECKOTO CTWJIS, BCerga HAYMIIEHHOH WU
aKKypaTHOM. J{19 My 4MH: 4EPHOTr0, KOPHYHEBOTO [[BETOB, LIBETA CIIejias BHILHSL.
JIs JKEHILMH: UBET - 4EPHOT0, TEMHO-CHHET0, TEMHO-KOPHYHEBOTO, KOPHIHEBOTO,
Oopmosoro, OexeBoro (Ui Jera) IBETOB, JONYCKAeTCs COYeTaHHE 2-X
HEKOHTPACTHBIX [BETOB, KIIACCUYIECKOH (POPMBI € yCTOHUMBBIM KabilyKoM, B IeTHee
BPEMSA JIOMYCKAeTCsl YMEPEHHO OTKpbITas 00yBb (OTKPBITBIM HOCOK/NATKA), He
AOMYyCKaeTCs — M3TUIIHUN JeKop, IIsHKHAS 00yBb, MIOJIH, cabo;

- 3aMpeIaeTcs NpUXOAUTE Ha paboTy B CIOPTHBHOH 00yBU. B 3uMHee Bpemst
MIPEANIOYTUTEIbHA CMEHHAs 00YBb.

3) lIpnyecka, yKjaaaka:

- BOJIOCBI JIOJIKHBI OBITh YUCTO BBIMBITHI, PACYECAHbBI U aKKYPAaTHO YJIOKEHBI;

- JNONYCKAlOTCs PacIyIleHHbIE BOJOCHI IPH CpefHed juiMHe (0 mjiey),
BOJIOCBI HE JIOJDKHBI 3aKpPBIBaTh JIMLIO U JOMWUHHPOBAThH B BalleM oOmuke. Eciu
BOJIOCBI [VIMHHBIE, TO OHHM JOJKHBI OBITH COOpaHbl B XBOCT, IyYOK HJIM HHYFO
CTPOTYIO MPUYECKY;

- MY>KYHHBI JOJDKHBI ObITh BBIOPUTBI THOO HMETh aKKypPAaTHO MOACTPUIKEHHbIE
ycbl/0opoay.

4) Ykpamenus:

- He JIOIyCKaeTCsl M3JIMIIECTB B YKPALICHHUSIX U OMIKYTEPHH;

- HeJIb3sl HOCUTD IJIMHHBIE MaCCUBHBIE CEPbIH, KOJILE, MHOKECTBO KOJiel[ Ha
nanblax, a Tak)Ke MacCUBHbIE OOBEMHBIE YKpaLllEHUs;

- KaTeropHU4ecKu He JOMYyCKAeTCs MUPCUHT U TATYHPOBKM HA BUAHBIX MECTAX
Tena;

- YKpalleHHe [IO/DKHO OBITh CKPOMHBIM, HE IPUBIEKAIOLUIMM H3JIHIIHETO
BHUMaHHsI, KITACCHYECKOH, IAKOHUYHOH (DOPMEI.

5) Makusts: MakusoK 107KeH OBITh BBITIOJIHEH B CIEPXKaHHBIX TOHAX. SIPKHii
Y BEYEPHHUH MAKHKK HE JlonycKaroTes. ToH Makuska JIOKeH KAk MOKHO OIIHKe



COOTBETCTBOBATH TOHY KOXH JIMLIA, [V1a3 U BOJOC. MaKHUsK BOKPYT Ij1a3 He JOJKEH
UCIIONIB30BaTh sApKue 1Bera. Ornaercsd NpearnoyYTeHHe eCTeCTBEHHBIM OTTEHKAM —
CepoMy, KOpPHYHEBOMY U OekeBOMYy.

6) Manukiop: MaHHUKIOp HOJIKeH OBbITh ONPSTHBIM B NacTeNILHBIX TOHAX. He
AomycKaroTes: 6ab1-MaHHUKIOP, IOI-apT, arpeccuBHbIH Nail art, 1JMHHbIE HOTTH.

7) Henukiop: Ileaukop NOoMmKeH ObITh OMPSATHBIM, & JIAKH CIAEPIKAHHBIX
OTTEHKOB.

3.3. PaGouee mecTo cOTpyaHHKA.

[opsanok, 4uCTOTA, aKKYpaTHOCTh MOMELIEHHs U pabodyero MecTa Co3JaloT
OnaronpusiTHOe BrieyatiaeHue o6 yupexaeHud. COTpYAHUKM TOKHBI CTPEMUTBCS
co31aTh HaHOOIBIIMH KOMQOPT /uUls 3asBUTeNel, ceObsa U Kosser. Padoune Mecra
COTpYAHHKOB YM®DII 10/KHBI OBITH OPraHH30BaHBI [0 CHCTEME OEPEXkITHBOTO
npoussoactsa 5 C. Kaxaplil COTpYIHUK JOJKEH NOAAEPKUBATE YUCTOTY U IOPAIOK
Ha CBOEM paboveM MecTe U CIIeTUTH 3a IOPAIAKOM B IoMenieHrd. OTBETCTBEHHOCTh
38 YHCTOTY W MOPSAOK B MOMEIIEHUH HECET HENOCPEACTBEHHBIH PYKOBOIHTEID
CTPYKTYPHOI'O MOIpa3iesicHus.

JIOKYMEHTBI, COCTaBISIONIME KOMMePUECKYO TaliHy YM®LI, a Takxke UHbIE
BEIIH, JIOKYMEHTBI, NTPEAMETHl U MaTepHalbl, UCIIOJb30BaHUE WM pasTiallleHuHe
KOTOPBIX CTOPOHHHUMH JTHL[AMH (B T. 4. KOHTPOJIHPYIOIIUMH OPraHU3aLUAMH ) MOKET
npuBecTH K yuepOy ansa YMO®ILI, He NO/KHBI HAXOOWTHCA Ha paboueM MecTe
COTPYIHHUKOB U B JJOCTYIIHBIX [JIsl IOCTOPOHHMX JIFOJIEH MeCcTax.

Henonycrtumo nepxxath Ha paboyem Mecre:

- XY/MOXKCCTBEHHYIO JIMTEPATYPY, KYPHaIbl, Fa3eThl, HE UMEIOIIHE MPIMOTO
OTHOLLECHHUS K CITYK€OHOH NeSATENNbHOCTH;

- OJEeXAY, MOCYy, KOCMETHKY.

4.  OTBETCTBEHHOCTbD 3A UCITOJTHEHHUE HACTOSIIETO
KOJEKCA

3a HewcrnonHeHHe JHOO HEHaUIeKallee HCIOJHEHHE HOPM M IIPABHMII,
oTpak€HHBIX B HacTosleM Koznekce cotpyauux YM®IL] MoxkeT OBITh TPUBIIEYEH K
MepaM IUCLHUILIMHAPHON OTBETCTBEHHOCTH.






