AJIMVHUCTPALINSA
MYHUIUTIAJIBHOI'O OBPA3OBAHNSA
KAHAJIEVICKOE CEJIbCKOE ITOCEJIEHUE
HUKOJIAEBCKOT'O PAMIOHA YJIbSTHOBCKOM OBJIACTU

ITOCTAHOBJIEHVE

c. Kanagei
07 vrons 2023 roga Ne 26

O Kopekce mpoeccroHabHOM 3TUKU
pabOTHUKOB AIMUHUCTPALIAN
MYHHULUMAIEHOTO 00pa30BaHus

KaHazielickoe cenbCKOe rocesieHue
HukosaeBckoro palioHa ¥/ibsiHOBCKOW 00/1aCTH

B uensix pasButvs MpodeccUOHaNbHOM Ky/AbTypbl B AJMUHHUCTpALUU
MYHULIATIATBHOTO oOpa3oBaHuUs Kanagetiickoe ceJIbCKoe rocesieHUe
HukosiaeBckoro palioHa YJ/IbSIHOBCKOM 00/acTu YCTaHOBJIEHUsI ~ e/IUHBIX
1IeHHOCTel, MUCCHH, TIPUHLIMIIOB U MIPaBW/I NPO(eCcCroHaTbHON STUKMU:

1. YTBepauTh ripunaraeMblii Koziekc ripodeccroHanibHON STUKHA pabOTHHUKOB
AZIMUHUCTpAIIUM  MYHUIMMNA/JLHOTO oOpa3oBaHusi KaHajelickoe cenbCcKoe
rocesieHre HukosiaeBCKOTO paiioHa Y/IbSTHOBCKOM 00J1acTH .

2.Crieliianucty  aAMUHUACTpariM (10 TIpaBOBOMY  obecIieueHwHro,
JIeJIOTIPOM3BO/ICTBY, MYHULIMIIAJBHOW  Cay)KOe ©  oOpaljeHWsIM  TPak[aH)
obecrieunTb O3HAKOM/IeHWe pabOTHWUKOB aZMUHUCTPAMM  MYHHUIUIIATBHOTO
obpa3zoBanusi KaHazelickoe cesibCckoe TioceneHue HwukosaeBckoro patioHa
YnbsiHOBCKON o0Osactu ¢ KogekcoM mnpodeccroHanbHOM 3TUKH pabOOTHHUKOB
AJMUHUCTpAlIUM  MYHULMMNa/JbHOTO oOpa3oBaHusi KaHajeiickoe —cenbCcKoe
rocesieHe HUKoaeBCKOTo paiioHa ¥Y/IbSIHOBCKOM 00/1aCTU O/ POCITUCH.

3. PabotHukamM  AJAMHHHCTpAlMM  MYHULMIAJIbHOTO  0Opa3oBaHUs
KaHazielickoe cenbcKoe Tmoce/ieHMe HUKo/IaeBCKOro paiioHa Y /IbSHOBCKOM
obs1acTu TIpUHATL BCce He0OX0AMMbIe Mephl /i COOMoieH s TooKeHni Kozekca
npodeCcCHOHALHOM 3TUKU pabOTHUKOB AJMHHUCTPAI[UM  MYHHUI[UTIATBHOTO
obpa3zoBanusi KaHazelickoe cesibCckoe TioceneHue HwukosaeBckoro patioHa
Y IbSTHOBCKOM 00/1aCTH .

4. Tlpu3HaTh yTpPaTUBIIUM CUIY MOCTaHOB/IEHWe A IMUHUCTpALUA
MYHULIMTIABHOTO ~ oOpa3oBanuss  KaHajelickoe ~— celbckoe — TIOCesieHHe
HukosaeBckoro paiioHa YibsiHOBCKOW obsact oT 17.11.2017 Ne 62 «OG06
YTBEP)KIACHUH Konekca npo(heCcCHOHATLHOM  ATHKHU COTPYJIHUKOB



AJMUHHCTpanuu MYHHIIMINIAJIBHOTO oOpa3zoBanusi Kananelickoe cenbckoe
nocenenne HukomaeBckoro paioHa YIbsHOBCKOM 00IaCTH».

5. Hacrosijee nocraHoB/ieHUe BCTyNaeT B CWIY MOC/Ie ero O(pULMaIbHOIO
oIy 0/TUKOBaHUSI.

['naBa AamuHUCTpaLUU
MYHUIUIIAIBHOTO 00pa30BaHus
KaHagelickoe cebCKoe mocejieHue E.A. MasibiiiieBa






YTBEPXXEH

MOCTaHOB/IeHWeM AJIMUHUCTpaLUU
MYHULUMAIBLHOTO 00pa3oBaHUs
KaHazielickoe cenbCcKoe TIocesieHue
HukosaeBCcKoro paioHa

Y ibsiHOBCKO 001acTu

ot 07 nrons 2023 roga Ne 26

KOJEKC
npodecCroHaNTbHON 3TUKA PAOOTHUKOB A IMUHUCTPALIN
MYHHULUMNaIEHOTO 00pa3oBaHusi KaHaielickoe ceslbCKoe rocesieHue
HukosiaeBcKoro paiioHa Y/IbSIHOBCKOM 00/1acTh

1. OO61Me TTo/I0XKeHHs

1.1. Kozekc npodeccroHanbHOM 3TUKU pabOTHUKOB AIMUHUCTpALUU
MYHULMIaIbHOTO oOpa3oBaHuUs Kanageiickoe cesbCKoe roceJjieHHe
HukonaeBcKoro paiioHa  Y/IbSHOBCKOW obmactu (ganee — AJAMHHUCTpALUS
TocesieHUsi) TpeZicTaBsieT coboii CBOA 1IeHHOCTe W MHUCCUM AJIMUHUCTpALUA
rocesieHusi, TIPUHLIUIIOB M TpaBW TMpPo(decCHOHa/NbHOM STHUKKM pabOTHHKOB
AJMVHHCTpalMM MOCeieHusl, KOTOPbIMU OHU J0J/DKHbI PYKOBOZCTBOBAThCSl MPHU
WICTIO/THEHUM [JIO/DKHOCTHBIX (Cy»KeOHBIX) 00s3aHHOCTEM W BO BHeC/Ty)kKeOHOM
JesiTe TbHOCTU.

Hacrosimmii Kogilekc HaripaB/ieH Ha TOBbIIIIeHWe UMMKa AJMUHUCTPALIUU
rocesieHusi, AoOpocoBecTHoe U 3hdEKTUBHOe WCIIOMHEHHEe — [[OJHKHOCTHBIX
(cmy>kebHBIX)  0Osi3aHHOCTeM  pabOTHWMKAM{ ~ AJMUHHCTpAI[UK  TIOCeJIeHUS,
(dhopMHUpOBaHUe y HUX YCTOMUKMBOIO aHTUKOPPYIILIMOHHOTO TIOBeZIeHUsI.

1.2. TTog, paboTHUKaMu AZMUHUCTPALUM TIOCeIeHUs /1Sl 1e/ieid HaCTOSIIero
Kopekca MoHMMarOTCs Jivlja, 3aMelllarolilye AO/DKHOCTU MYHULIMIAIBHOM CTyKObI
AJMVHUCTpPaLUM MOCeIeHus (mamee — MyHULUMNAaNAbHbIE CoyXKal(ue) W
JO/DKHOCTH, He  SIB/SIOUIMeCs]  JO/DKHOCTSIMM — MYHULIMIIAIBHOW  CITY’>KObI
AJMVHWCTpALK NOCeJIeHUSI.

1.3. Peanuzaiusa Hacrtosimero Kozekca ocHoBaHa Ha /100pOBOTBHOM
TIPUHSTAX U OCO3HAHHOM COOJTI0/IeHUM ero MoJyIoKeHu paboTHUKaMHU.

1.4. Hacrosmmii Kozekc pa3paboTaH B COOTBeTCTBUM C KOHCTUTYIMeM
Poccurickon ®epeparmu, PenepanbHbiM 3akOHOM OT 25.12.2008 Ne 273-P3
«O mnporuBogeicTBur Koppynumu», ®degepanbHbiM 3akoHoM oT 02.03.2007
Ne 25-®3 «O wMyHuIMNanbHOM cybe Poccuiickori depepaiyn» (manee —
denepasbHbIN 3aK0H «O MYHHULUTIATBHOMN CITy>»K0e»).

1.5. T'paxkpganvH Poccuiickor @epepanuu  (Jasee — TPakKJaHUH),
TOCTYTIAOIIMK  Ha MYHHUIUTANBHYIO Cayx0y (paboTy) B AJAMHUHHCTPALUIO
rocesieHusi, 06si3aH 03HAaKOMHUThCSI C ToyioKeHUssMU Kogiekca v cobmofath ux B
Tipoiiecce cBoei rpogeccuoHabHOMN CyKeOHOU (TPY/J0BOM) JieATeTbHOCTH.



2. EnyHas Mozienb
1[eHHOCTeM, MUCCUU B AZIMUHUCTPALIUU TToceieHusi, NpodeCcCrOHaIbHbIX U
JIMYHOCTHBIX KaueCTB (KOMMETeHLIUN ),
KOTOPBIMU He0OX0JUMO PYKOBOZICTBOBATbCS PaOOTHUKAM TMPY OCYITIeCTB/IEHUH
npodeccroHaILHOM CTyKeOHOM (TPYZ0BOM) AesTeTbHOCTU

PaboTHrukamM AJMUHMCTpAL[MM TIOCe/eHUs] TpPU OCYILIeCTBIeHUM CBoei
npoeccuoHa/bHON  Ciy)kKeOHOM  (TpyZilOBOM)  AesiTeIbHOCTU — He0O6X0AMMO
DPYKOBOZICTBOBAThCSl UAeSIMU U yOexaeHHsIMU, OTPaKEHHbIMU B EfuHON Mogenv
LleHHOCTeld U MHUCCUM AJMWHUCTpALUU TiocesieHus, TpodeCcCUOHaNbHBIX U
JTMYHOCTHBIX KauecTB (KOMTMeTeHIUM), KOTOPBIMU HeobxouMo
PYKOBOZICTBOBaTbCsI pabOTHWKAM AJMWHHCTPALIUUA TIOCeNIeHUs] TIPU UCITOTHEHU!
CBOUX JIO/DKHOCTHBIX 00si3aHHOCTeH, coryiacHo rpunoxkeHnto Ne 1 k Kogekcy.

3. [IpuHIMIEI MpodheCcCroHaIbHOTO B3aUMO/IeNCTBYS
pabOTHUKOB AIMUHHUCTPALIAN TIOCEIeHUST

3.1. PabotHrukamM AJMHHHCTPALIMM TIOCeJIeHUsI TIPU B3aUMOJENCTBUU C
rpakJaHaMy, OOIIeCTBOM U OpraHu3alysMU peKOMeHAyeTcs  CoO/oAaTh
ciefyrolye CTaHAapThl B3aUMO/|eHCTBUS:

1) c uUenplo TMpoOsIBlAeHUs yBaKeHUsi K cobecefHUKY (TpaKJaHUHY,
TIpe/ICTaBUTE/II0  OpraHu3aluv) paboTHUKY  AJMUHUCTpALUX  T1OCe/IeHus
HeobOxoauMo yTouHATh: «Kak s Mory Kk Bam oOparrjatbcsi?»;

2) TIPOSIBJISITH BEXKIMBOCTH U J0OP0OyKenaTeIbHOCTb;

3) MOUTHUTE/NILHO OTHOCUTBCSl K JIFO/IAIM CTapllero BO3pacTa, MeHCHOHepaMm
Y UHBA/IW/aM;

4) TposIB/ISATh YBaXkeHHWe K HPABCTBEHHBIM OObIUasiM U TPaAWLIMSIM HapO/OB
Poccurickon ®@efepaiuy;

5) NpOSIBJISATh 3aMHTEPECOBAHHOCThL K BOIMPOCY T'PaKJaHWHA, MpeACcTaBUTes
OpraHu3aliy U HeCTH MepCOHA/IbHYI0 OTBETCTBEHHOCTD 3a pe3y/ibTaT;

6) He mepebuBaThb rpak/jaHWHA, TMPeJCTaBUTe/IsI OpraHU3alMu B TMpoliecce
pasroBopa;

7) u3naratb CBOM MBIC/IM UETKO W B yOeauTenbHON ¢dopme, He AOIMyCKas
ocKopOneHu Win rpybocTy B 00ITIeHUH;

8) u3beraTb KOHGIMKTHBIX CUTYyaLUi, CIIOCOOHBIX HAaHECTH yliiepO pemyTaruu
WIA aBTOPUTETY AJMUHUCTPALUU MOCeIeHNs;

9) cobmofaTh yCTaHOB/AEHHble TIpaBUia MyOMUUHBIX BBLICTYIUIEHUM U
TIpeJIOCTaB/IeHuUs CTy>KeOHOUM HH(bOpMaIUH.

3.2. PaboTtHuKaM AJMUHHCTpAL[MU TIOCeIeHHs] TPU B3aUMO/IeHCTBUU JIPYT C
JPyTroM HeoOX0AUMO:

1) mposiBAsATE yBakeHUWe, UCK/IIOUasi oOpalljeHus Ha «Thl» 0e3 B3aWMHOTO
corjacusi;

2) cobJroiaTh Cyb0pAUHALINIO,



3) camocCTosITe/lbHO OCYIeCTBISTb CBOU JIO/DKHOCTHBIE OOSI3aHHOCTH,
WCKJTIOUasi riepeKia/ibiBaHre CBoeli paboThl Ha KOJLJIeT;

4) NpOSIB/ATE CAEP/KaHHOCTb U CTPeCCOyCTOMYUBOCTD;

5) He Jomyckatb OOCYXeHHsl JUUYHBIX W TIPOdeCcCUOHANBHBIX KauecTB
pPabOTHUKOB B KOJIIEKTHBE;

6) He AomyckaTh TMyOIMUHbIE BLICKA3bIBaHUS, CYXKIEHUSI U OLIEHKU, B TOM
yucie B CpeACcTBaXx MacCOBOW MWH(OPMAalLUM, B OTHOILIEHUM JesTeIbHOCTH
AJMVHWCTpPallUM  TOCeJIeHUsl, WX  pPYKOBOAWTEJNs, BK/IHOYas  pelleHust
BBILLIECTOSIILIET0 UCIO/HUTeTLHOTO0 OpraHa JiMbOo WCIIOIHATeIbHOIO OpraHa, B
KOTOPOM PabOTHHUK 3amelriaeT (3aHUMaeT) JI0/PKHOCTh;

7) oOKa3biBaThb  COJleliCTBMe B  (POPMHUPOBAHUM  B3aMMOMNOHUMAHUS,
B3aMMOIIOMOIIU U 100pOsKeIaTe/IbHOCTH B KOJUIEKTHBE.

3.3. AIMUHUCTpALUY TIOCe/IeHus1 TIPU B3aUMOZeiCTBUY C pabOTHUKaMHU:

1) cTposAT cBOM OTHOIIEHUSI C pabOTHUKaMM Ha TIPUHLUIAX [[0JITOCPOUHOTO
COTPYAHHUYECTBA, B3aUMOYBa)KeHUsI, B3aMMOTIOHUMAaHUs U CTabU/IbHOCTH;

2) TIOOMIpsIIOT TpodeccCOHabHOE M JIMYHOCTHOE pa3BUTHe pPabOTHUKOB,
CO3[]Al0T [Jisi 3TOrO YCJIOBUSI, TIO3BOJISIIOIIME PabOTHHMKAaM peasu30BaTbh CBOU
CrOCOOHOCTH, WMeTh TepCIeKTHBY  JIO/DKHOCTHOTO pOCTa B TIOpsJKe,
TpelyCMOTPEHHOM 3aKOHO/IaTe/TbCTBOM;

3) opoOpsitoT aKTHBHOE YyuacTHe pabOTHMKOB, HarlpaB/ieHHOe Ha Jiroboe
yjydllleHhe oOrnepalid W TIpoLieccoB, TIPOTeKarwluX B AJMUHUCTpaLUA
TIOCeJIeHus, [/1s1 TOBbILLIeHUs 3(D(PEKTUBHOCTH UX [1eATe/IbHOCTH;

4) TpYHUMAOT Mepbl M0 OXpaHe 3/0pOBbs PAOOTHUKOB TOCpPEACTBOM
TiporaraH/ibl 3[0pOBoro o0pasa KU3HH, BOBJIeUeHUsI B 3aHSTHSI CIIOPTOM.

3.4. B uensx TM0JIOKUTEILHOTO BOCTIPUSTHS OOIIeCTBOM [IeSiTe/IbHOCTH
pabOTHUKOB AIMUHUCTpALUM TOCcesieHHss U (JOPMUPOBAaHUU JIMUHOW peryTaruu
paboTHMKaM  TIpU  OCYIIeCTBAeHWA  mpodeccroHanmbHON  (cimy>keGHOM)
JesITe/IbHOCTH Heob6X0AUMO PYKOBO/ICTBOBaTbCS TpaBU/IaMH1
TOBe/ieHHsI BO BHeC/Ty)keOHOe (pabouee) BpeMms, B OH/IAiH CepBHCaX B
VMH(}OPMaLMOHHO—Te/IEKOMMYHHUKALIMOHHON ceTu «VIHTepHeT», B TOM 4YMCJ/ie B
COLIMAJIbHBIX CeTAX, ABJISAIOLAMUCA TIpUioxeHrueM Ne 2 K HacToseMmy Kozgekcy.

3.5. B AAMUHHUCTpALM TT0Ce/IeHUsT NCK/TIOUeHbI JitoOble (hOpMbI TIPOSIBIIEHUS
JVUCKPMMUHALIMA B 3aBUCMMOCTHM OT T10J1a, Pachl, [JB€Ta KOXXH, HALMOHATbHOCTH,
s3blKa, TIPOMCXOXKJEHHUsl, HMYILIEeCTBEHHOIO, CEMEeHWHOro, COLMAJbHOIO0 W
JOJDKHOCTHOTO TMOJIOXKEHUS, BO3pacTa, MecTa JKUTEeNbCTBA,
OTHOLLIEHUsI K pesurvy, yOexxaeHud, MpUHAa/IeXKHOCTU WK HelpUHA/IeXKHOCTH
K 0011leCTBeHHBIM 00beJUHEHUSIM U/TH KaKUM-/TH00 COLa/IbHBIM TPYIIaMm.

3.6. PaborHukam AJMUHUCTpPALMK TIOCeJIeHWsI TIpPU  OCYIeCTBIeHUN
B3aUMOJIEMCTBUSL  TOCPEJCTBOM  Tele)OHHOM  CBS3M C  TpakJaHaMH,
OpraHuzalUsiMM U JpPYTUMU  pabOTHUKaMU  AJIMUHUCTpALUd  TOCeeHus
HeoOX0IMMO TPU/IeP>KUBAThCS eIMHOW 3TUKU BefleHusl Tene(OHHBIX pa3roBOPOB,
V3/IO)KEHHOW B CTaHJapTe BefeHUs Teje()OHHBbIX pPAa3rOBOPOB, SBSHOLIEMCS
nipuioxxeHrueM Ne 3 K HacTosiemy Kozekcy.

4. OCHOBHbI€ TIPUHLIUITBI TTPOdeCCUOHA/TBLHOU 3TUKHU



pabOTHUKOB AIMUHUCTPALIAN TIOCeIeHUST

OCHOBHBIMM MPUHLIAIIAMU TPOGeCCUOHANbHONW 3TUKU, KOTOPbIMHU [I0/DKHbI
PYKOBOZICTBOBaThCsI PAOOTHUKY AIMUHHACTPALIMUATIOCE/IEHUS, SIBJITFOTCS:

1) 3aKOHHOCTb — HEYKOCHUTeJIbHOe COO/MIo/ieHre TIpyd  MCIIOTHEeHU!
JIOJDKHOCTHBIX ~ 00si3aHHOCTeM TpeOOBaHMM  3aKOHOZATe/NbCTBa  Poccuiickoit
depepalivy ¥ 3aKOHO/IaTebCTBA Y TbTHOBCKOM 00/1aCTH;

2) mipoeccroHa/mmM3M — ryboKoe oBjafieHre Tpodeccuei, CBoeBpeMeHHOe

W KaueCTBEHHOe  BBIMIOJIHEHWE  TOCTaBAeHHbIX  3afiau,  IOCTOSTHHOE
COBepIlIeHCTBOBaHHWe TIpo(heCCUOHA/IbHBIX 3HAHUM U YMEHUH;
3) decTHOCTb — wu30eraHue JDKW, yTauBaHUSI WIA [BYCMbICJIEHHOCTU

MH(pOPMaLMK TIPY UCTIO/THEHUU JI0/DKHOCTHBIX 00s13aHHOCTel;

4) ciy>KeHue roCyAapCcTBY U 0011leCTBeHHbIM UHTepecaM — IOHUMaHKe TOTo,
YTO TpU3HaHUe, cob/IoleHre U 3alliyTa TpaB U CBOOO/ uesioBeKa M TpakJaHUHA
OrpeJestOT OCHOBHOW CMBIC/ M COZep)KaHWe JesaTeIbHOCTA OPraHOB MeCTHOTO
camoyTIpaB/ieHUsI U paOOTHUKOB;

5) yBakeHHe JIMYHOCTH — yBa)KeHHEe UeCTU M JOCTOMHCTBA YeslOBeKa, ero
JleJIOBOM pemnyTaluy;

6) HenmoJKyNmHOCTb — MPOTUBOCTOSIHUE TPOSIBJIEHUIO KOPPYILIMKA BO BCEX
eé BHJAX, a TakkKe 00s3aTelbHOCTb TIPUHATUSL Mep [0 HeAOMyLeHHI0
BO3HMKHOBEHUS KOPPYMLIMOHHO ONAacHOM CUTYaLuy;

7) IpeeMCTBEHHOCTb — yBakeHHe K TPYAY Y ONbITY CTaplIUX IMOKOJIEHUH,
5((eKTHBHOE UCII0/Ib30BaHUE NHCTUTYTa HACTABHUUECTBa;

8) B3aumMHOe YyBaKeHMe — KOMaHAHbIM [JyX B pabore, [goBepue,
no0poskenaTelbHOCTb U COTPYJHUUECTBO B TIPOL[eCCe pellieHUs] TOCTaB/IeHHbIX
3a/ay;

9) WHULMATUBHOCTb — AKTUBHOCTb W CAMOCTOSTENbHOCTb DPAbOTHUKOB
B OINTUMU3ALUU UCTIOJTHEHHSI JO/DKHOCTHBIX 00s13aHHOCTel;

10) OTKpBITOCTH K AUATIOTy — OTKPBITHIN U UeCTHbIN 0O0MeH nHbopMalue,
TOTOBHOCTb COBMECTHO BbIpabOTaTh ONTHUMAJIbHOE pelleHuUe;

11) J/10IIBHOCTB — BEPHOCTb, IIPUBEP)KEHHOCTb 3aKOHO/ATe/bCTBY
Poccuiickoii @enepaiiny, Y/IbSTHOBCKOM 00/1aCTH, HOpMaTHBHBIM IMPAaBOBLIM aKTaM

VICTIOJIHUTEJIbHBIX OPraHOB, B KOTOPBIX OCYILECTBJISIOT CBOK MPO(eCcCHOHATbHYIO
c1y>keOHy10 (Tpy/IOBYIO) [esITe/IbHOCTb, W TIPUHATBHIM TpaBWIaM U HOpPMaMm
TIOBe/IeHUS B HUX;

12) matpuotusm — moboBb K PoguHe, mpefaHHOCTh cBoeMy OTeuecTBY
Y CBOEMY HapoJly, CTpeMJ/IeHHe CBOWMM JeUCTBUSIMU CJIY>)XKUTb €My, YKPEIUIATb,
pasBuBaTh U 3aluiaTe OTeyecTso.

5. OcHOBHbIe MpaBusia NPo(eccuoHaTLHON ITUKU
pabOTHUKOB AIMUHUCTPALIMN TIOCEIeHUST

5.1. B pgemsx  peamu3alid  OCHOBOIMOJIATAMOIMX  TIPUHLIUIIOB
ripocheCCUOHA/ILHOW 3THUKHU:
5.1.1. Bcem paboTHHKaM ciiefyeT:



1) WCro/HATH AO/DKHOCTHBIE O0O0S3aHHOCTH B TIpeJieiax TOJTHOMOYMM
COOTBETCTBYHOIL[ETO WCTIOTHUTEIbHOTO OpraHa 0e3 TMOJUTUYeCKUX TMpeArouTeHui
Y aQHT' @&)KMPOBAaHHOCTH, Z0OpPOCOBECTHO U Ha BICOKOM TMPO(eCcCOHa/IbHOM yPOBHE
B 11e/isiX obecrieuenust 3 peKTUBHOM pabOThI UCTIOTHUTETHLHOTO OpPraHa;

2) TIpU WCTIONHEHWU [JOJDKHOCTHBIX 0Osi3aHHOCTeH, a Takke BO
BHecy)kebHOe (BHepaOouee) BpeMsi pPYKOBO/CTBOBaTbCSi HPABCTBEHHBIMU
HOpMaMH,  OCHOBaHHbIMM  Ha  TIOCTyJaTax  TyMaHW3Ma,  COLMaIbHOMU
CripaBe/[/TMBOCTH U MpaBax uesjioBeKa U rpakAaHUHa;

3) 3HaThb MCTUHHOE TIOJIO’KeHHe e/l Ha BBEPEeHHOM YyuacTKe paboThl,
BOCTIPMHUMATh U pelllaTh MpobyieMbl Jitojell Kak CBOM COOCTBEHHBbIE;

4) TIpUJep)KYUBaTbCsA [eJIOBOTO CTW/SL TIOBeJleHUs, OCHOBAHHOTO Ha
CaMOJMCLIUIVIVHE M BbIPaXKaroLLlerocss B MpO(ecCHUOHATbHOM KOMIIETeHTHOCTH,
00s13aTe/TbHOCTH, aKKypPaTHOCTH, TOYHOCTH, BHMMATe/JbHOCTH, YMEHUU I1I€HUTh
CBOE U Uy’Koe Bpems;

5) BecTH ceOsi C UyBCTBOM COOCTBEHHOTO JOCTOWHCTBA, N0OpOXKe/IaTelbHO
1 OTKPBITO, BHUMATe/JLHO W TIpeyNpeJuTe/IbHO, BbI3bIBas yBa)keHUe JIoJeh
K WCTIOJTHUTE/IbHBIM OpraHaMm;

6) NpOsIBNSITH TEPIMMOCTb M YBa)KeHHe K 00bluasiM M TPaZULIUSIM Hapo/|0B
Poccuiickoii @epepaliuM, yUWUTHIBaTh KYJbTypHble W UWHble 0OCOOEHHOCTH
Pa3/IMUHBIX STHUYECKUX, COLIMAJbHBIX TPYII W KOH(eccui, crmocobcTBOBaTh
Me>KHALIMOHAIbHOMY U MeXXKOH(eCCOoHaTbHOMY COTJIaCHIo;

7) cobsojaTh HEWTPa/TbHOCTb, MCK/IHOYAIOIIYI0 BO3MOYKHOCTb BJIUSTHUS
Ha CIy>KeOHYI0 (TPYZOBYIO) AeSTe/IbHOCTD pPeIlieHu TOJTUTUYeCKUX TTapTHi, UHBIX
00I1[eCTBeHHBIX 00beIMHEHUIT;

8) MOCTOSSHHO KOHTPOJIMPOBaThb CBOE TMOBe/leHHWe, UyBCTBA U 3MOLIUH,
He TIO3BOJISIA JIMUHBIM CUMIATUAM WIH aHTUIATUSM, HETIPUsI3HH, HeJobpomy
HaCTPOEHWIO WM APY>XeCKMM UYBCTBAM BJIMSTH Ha WCIIOJIHEHHE [[OJHKHOCTHBIX
00s13aHHOCTel;

9) yBaXWTeNbHO OTHOCUTBCSI K [eATeSbHOCTH TIpe/CTaBUTe/eld CpefCTB
MaccoBoii uHGpopMalu 10 HMH(pOpMUPOBaHHIO 00IjecTBa 0 paboTe OpraHoB
rocy/lapCTBeHHOM BJ/IaCTH, a TakKe OKa3biBaTb COJENCTBUE B TOTyYeHUU
JIOCTOBEPHOM MH(MOpMaLuy;

10) B peuu npuep>XKUBaThCsi TPaMOTHOCTH, OCHOBAaHHOM Ha MCII0/Ib30BaHUHU
OOILIeNpUHATEIX TIPaBWI PYCCKOTO JIUTEPAaTypHOTO si3blKa, He JOMyCKaTh
CKBEPHOCJIOBUSI M BbIp@)KEHWM, TMOJUepPKUBAIOIIMX HeraTWBHOe, Tpe3pUTe/bHOe
OTHOIIIEHUE K JTFOJSIM;

11) wHpOpMUpPOBaTHL HEMOCPEACTBEHHOTO PYKOBOAWUTENS O TPUYMHAX
CBOEro OTCYTCTBUS;

12) Gepe)XHO OTHOCUTBCS K CIy»KeOHOMY YZOCTOBEpPeHHIO UM OCO3HABaTh,
YTO ero yTpara Bje4éT OTBEeTCTBEHHOCTb, YCTAHOB/IEHHYIO 3aKOHOZATe/TbCTBOM;

13) Gepeub MyHULIMIAJLHOE WMYILECTBO, B TOM UHWC/e TMpeA0CTaB/IeHHOe
JJ1sI UCTIOJIHEeHUSI IO/DKHOCTHBIX 00si3aHHOCTel;

14) B obmieHun c moOABMH oOpamiatbCss K HUM Ha «BbI», MO0 HWMeHHU
1 0TYeCTBY (MOC/ie/lHee B CyUyae ero HaJauuus);

15) mpuHUMaTh aKTUBHOE yyacThe B KOPITIOPAaTHMBHBIX 03/10POBUTE/bHBIX,



CTIOPTHBHBIX U KYJIbTYPHBIX MEPOIIPUSITUSIX;

16) mpuaepXKUBaTHCS OOIIETIPUHATOTO eJIOBOTO CTHJISI B OfleXK7e, KOTOPbIA
OT/IMYAOT O(UIMANBHOCTb, CAEP)KaHHOCTb, TPAJAULIMOHHOCTb W aKKypaTHOCTb,
cornacHo CTaHZApTy BHEIIHEro BHA pabOTHUKOB AIMUHHUCTpALAN TTOCE/IeHUS
yCTaHOBJ/IEHHOMY nipujio>keHUeM Ne 4 K HacTosiiiemy Kogekcy;

17) BcemMepHO cofeiicTBOBaTh (hOPMHMPOBAHUIO TIO3UTHUBHOTO OO/MKa
AZIMUHUCTpALUU TIOCeJIeHUsI U BO3/IeP’KUBAThCsl OT TOBe/IeHUsI, KOTOpOoe MOTJ/I0 Obl
HaHeCTH yiiepb Ux peryTalviy U aBTOPUTETY;

18) Bo3mepKuUBAaTbCS B MyOJWYHBIX BBICTYIIEHUSIX, B TOM UMUCJIe
B Cpe/ICTBaX MaccoBoM HMHGOpMalMM, OT 0003HaueHUsT B MHOCTPAHHOW BasroTe
(YC/IOBHBIX [IeHeXXHBIX eJWHMI[aX) CTOMMOCTHM Ha TeppuTOpuM Poccuiickomn
depepariii TOBapoB, paboT, YCIYT U MHBIX 00OBbEKTOB TPakJaHCKUX TIpaB, CyMM
CleJIOK MeXkay pesuzieHTamMu Poccuiickoii ®Defepaliyy, TokKasaresied OO/PKeTOB
BCeX ypoBHel OrompkeTHON cucteMbl Poccuiickoit @epeparui, pa3mepoB
rOCyZlapCTBEHHbIX W MYHHULIUAIMA/IBHBIX 3aUMCTBOBaHUM, TOCYJApCTBEHHOTO U
MYHULIATIAJIBHOTO /I0/ra, 3a UCK/II0UeHWeM CJlyuaeB, KOr/ia 3T0 HeobxXoqumMo ajis
TOYHOW Tepefiaud CBeJleHWM /MO0 TIPeAyCMOTPEeHO 3aKOHO/AaTeThCTBOM
Poccuiickoii ®epepaiiy, oOb14asiMu e/10BOT0 060poTa.

5.1.2. Bcem paboTHHMKaM HUKOT/Ia He Cle/IyerT:

1) pomyckaTh TOBeJieHUe, KOTOPOe SIBISIETCS WM MOXXeT ObITh paciieHeHO
KaK Mpe/iaTe/IbCTBO MO OTHOLLEHHIO K TOCy1apCTBY;

2) fomycKaTh BAWSHWE TOJUTUYECKUX YOeXIeHUM Ha CBOU [IeHCTBUS
TIPU UCIIOJIHEHUU JI0/KHOCTHBIX 00s13aHHOCTeH;

3) mposiBisATE To060CTpacTHe W TpeHeOpeXkeHWe K JTIO/SIM He3aBHCHUMO
OT UX C/Ty»KeOHOTO TI0J/I0’KeHHS ¥ COL[Ma/TbHOTO CTaTyCa;

4) TIPOSIBMATL TI0 OTHOIIEHWIO K JIIO/IAM BBICOKOMEpUe, TPyOOCTh,
HeyBa)KUTeTbHOe OTHOIIIeHHe, OCKOPOUTeTbHbIe BbICKA3bIBAaHUS U YTPO3bI;

5) WUCTOMB30BaTh CAy)KeOHOe TIO/IO)KeHWe i OKa3aHWs BIIUSHUS
Ha [eATebHOCTh WCIIOJIHUTE/bHBIX OpraHoB, OpraHu3aliuii, TrpakJaHCKUX
Cy>KaluX Y JO/DKHOCTHBIX JIULL TTPY PeLlleHWH BOMPOCOB JIMYHOTO XapakTepa WUiu
OKa3aHWs TMOMOLIM JIULIAM, COCTOSIIUM B POJCTBEHHBIX WA CBOWCTBEHHBIX
OTHOLIEHUSIX;

6) ucrnosb30BaTh CAykebHOe TOJIo)KeHHe Kak Crocob TosiydyeHust Harpaj,
TOYETHBIX 3BaHUM, TT0/IAPKOB;

7) mipuobpeTaThb W WCII0/Ib30BaTh HEONPAaBJaHHO J[0pOrve Cy>KeOHbIe
aBTOMOOW/N, OpPITeXHUKY, OGHUCHYIO Mebeslb, B C/Iy)KeOHBIX KOMaHJUPOBKaX
WCI0/Ib30BaTh HEOMpPAaBJAHHO [IOPOruMe TOCTHUHUIBI (OTenu) U [I0MycKaThb
ype3MepHbIe TIpe/ICTaBUTe/IbCKHEe PACXO/IbI;

8) KypuTb B 3[aHUSIX, 3aHMMaeMbIX AJMUHUCTpAlMA TOCeeHusi U Ha
TIpUIeKall[uX TePPUTOPUSIX, 3a UCKIIOUeHUeM Criel[iajbHO OTBeAEHHBIX MeCT /s
KypeHus;

9) Bectu cebss OCKOpOWTENLHO W arpecCMBHO B OTHOIIEHWW [IPYTHX
pabOTHUKOB HE3aBUCUMO OT UX [IO/HKHOCTHOTO TI0JI0’KEHUS.

5.1.3. He jomyckaercsi pasr/alieHve CBeJeHUW KOH(UAEeHI[MaTbHOIO
XapakTepa WM ciy>kebHol wuH(oOpMaliy, cTaBllleli W3BeCTHON pabOTHHKaM



IMpH UCIIO/IHEHKWH CBOUX OO/DKHOCTHBIX 00s13aHHOCTel.

6. Posb pabOTHUKOB, 3aMellaloIUX PYKOBOASILHE JODKHOCTU
B YKpeIIeHUH TMPUHIIUIIOB 1 TIPaBUJ/I TIOBeIeHUS TIOJUMHEHHBIX UM JIUL]

6.1. PaboTHUKY, 3aMelIrjatoli[ie PYKOBOZSAIIME [JO/DKHOCTH, CBOUM JIMUHBIM
rpuMepoM (POPMUPYIOT MPUHLIMITBI M MIPaBUJIa MOBeJEHUSI CBOMX MOJUYMHEHHBIX.

6.2. TloBeieHre pabOTHHKA, 3aMeIIAFOIIET0 PYKOBOSAIIYIO AO/HKHOCTD, €ro
yMeHWe yIpaB/sATh IOAUYMHEHHBIMU BO3IJ/IAB/ASIEMOI0 WM  IIOZpas3/eseHus
AZIMUHUCTpALIUM TIOCe/IeHUs], TIpPOBe/ieHre pa3bsCHUTEebHOM paboThl U CO3/aHre
MOpabHO-TICUX0JIOTUUeCKOT0 KMMaTa B KOJIJIEKTHBe, CIOCOOCTBYeT pa3BUTHIO
JIOBepHsl ¥ MHULMATHBBI PaOOTHHUKOB, WX COMPUUYACTHOCTH K JOCTH>KEHUSIM BCEro
KOJIIEKTHBA U, KakK CJie/ICTBUe, TIOBbIIeHNI0 3(h()eKTUBHOCTH U pe3y/IbTaTUBHOCTH
ux nipodeccoHaILHON CTy>KeOHOM (TPYZ0BOI) AesaTeTbHOCTH.

6.3. PaboOTHUKY, 3aMeIIjaioIeMy PyKOBO/SIIYIO TO/DKHOCTh, BaXKHO B CBOEU
JleATeIbHOCTU OCYIeCTBJIATh B3aUMOCBS3b C MOJUMHEHHBIMU, MPE/I0/Iaratoyo:

1) wHAWBUIYya/NbHBIM TIOAXOZ, K KaXKAOMy pabOTHHKY, HaxXOZSIIeMycs
B TIOJUMHEHWH, C YYéTOM 0COOeHHOCTell ero xapakTepa, KBaiuuKalyu
Yl OTHOLLIEHUS K ey,

2) CcOoxXpaHeHHWe SMOIMOHAJLHOTO CIOKOMCTBUSI TI0  OTHOILIEHUIO
C MOJUUHEHHBIMU;

3) oka3aHWe MOMOIIM TMOAYMHEHHBIM B DEILeHWU TOCTaBAEHHBIX 3ajad,
TI03BOJIAIOLMX €My CaMOCTOSITe/IbHO UX pPean30BaTh;

4) 6/1arojapHOCTh 3a XOPOIIyi0 PabOTy TTOJUMHEHHBIX;

5) TIOCTOSTHHOEe TIOAJep)KaHWe 3aMHTEePeCOBAHHOCTH MOJUMHEHHBIX
B pe3yJ/ibTaTaxX UX JesiTe/IbHOCTY;

6) BHUMaTe/IbHOe 00CYyKeHre 3aMeuaHui U TIpe/I/IoyKeHHH ToAUMHEHHBIX;

7) CAMOKPHUTHKY, TPU3HaHHE CBOWX OIIMOOK TIPU TPUHATUH PellleHunH;

8) COBMeCTHbBIM aHaIu3 pe3yJ/bTaTOB AesTe/TbHOCTH, B TOM YMC/e TIPUYUH
Hey/iay;

9) omnpeneneHve TepCrieKTUB KapbepHOTO pPa3BUTHSI PabOTHUKOB,
WX «CUJIbHBIX» U «ClabbIX» CTOPOH B MpodeccroHanbHOM Cy»KeOHOU (TpyZ0BOi)
JlesATe/IbHOCTH.

6.4. PaboTHUKY, 3aMellaioIieMy PYKOBOJSIIYIO AO/DKHOCTb, HEOOX0AUMO
TIOCTOSIHHO TPOBOJWTH OLIeHKY JOCTUIHYTBIX Pe3yJ/IbTaTOB ¥ BHOCUTb KOPPEKTUBbI
B CBOIO paboTy C MOJUMHEHHBIMHU.

7. IlpemoTBpaltieHre KOPPYNLIMOHHBIX [TPaBOHAPYLLIEHNUH

7.1. B AJMUHUCTpaLMd TIOCeJIeHUs nofiiep>kuBaeTcss  atMocdepa
HeTeprMMOCTU K KOPPYIILIUU.

7.2. B 1ensx cobmofleHUss aHTHUKOPPYIIMOHHOTO TIOBeJleHUsT B
AJIMUHUCTPALIMU TTOCeIeHNS:

7.2.1. JluilaMm, 3aMellaloliuM JO/DKHOCTH MYHULIMMIAJIBHON  CITYXKOBl,
paboTHUKaM crienyeT cobJiro/jaTh OrpaHUYeHUsI U 00s13aHHOCTH, HajaraeMble Ha



HUX @PepepanbHbIM 3aKOHOM OT 25.12.2008 Ne 273-®3 «O mnpoTHMBOENCTBUAA
KOpPPYIILKUW».

7.2.2. MYHULUMNAIBHBIM C/IYXKalllUM CefyeT coO/0aTh OrpaHUueHwUs,
HajlaraeMble Ha HUX PefepanbHbIM 3aKoHOM 0T 02.03.2007 Ne 25-®d3 «O
MYyHHULMMNaIBEHON city>k0e Poccuiickoit deaeparium».

7.3. PaboTHMK AJMUHHCTpaI[MM ToOcejieHus, 3aboTsich 0 CBoel
HE3aBHUCHUMOCTH, [JIO/DKeH wu30eratb JiHOObIX CHUTYyalldid, CIIOCOOHBIX TIOBJ/IeUb
KOH(JIMKT WMHTEPEeCcOoB, U WCK/IHYaTh JEUCTBUS, CBSI3aHHbIE C BJUSIHUEM KaKUX-
b0 JIMYHBIX, WMYIeCTBeHHbIX (TI0J]JapKH, BO3HAarpaX</eHus) W UHbIX
VIHTEePEeCOB, KOTOPbIe MOTYT OKa3aTh BJIMSHUE Ha X HEe3aBUCUMOCTb U YECTHOCTb.

7.4. B cjiyuae BO3HUKHOBEeHUSI KOH(DJIMKTAa MHTEPECOB WU/IM BO3MO>XHOCTH €ro
BO3HUKHOBeHUSI ~ pabOTHUK  [JIO/DKeH  yBeoMUTb 00  3TOM  CBOero
HeIOCPeICTBeHHOr0  pyKoBojuTesnsi (B COOTBETCTBUM C TOCTaHOBJIEHUEM
AZIMUHUCTpAI[UM  MYHUIMMNA/JLHOTO oOpa3oBaHusi KaHajelickoe cenbCcKoe
rocesieHre HuKomaeBCKOro paiioHa Y/bssHOBCKO#M ob6sacty oT 10.05.2012 Ne 28
«O mopsiike mojaund oOpailjeHW W 3asiBJIeHWH B KOMUCCHUIO TIO0 COOJIO/IeHUIO
TpebOBaHMM K  C/Iy>)keOHOMY  TIOBeZIEHUIO  MYHHIUTIATBbHBIX  CITy’Kall[ux
AJMUHUCTpAlIUM  MYHULMMNa/JbHOTO oOpa3oBaHusi KaHajeilickoe cenbCcKoe
nocesieHe HUKO/aeBCKOToO paiioHa Y/IbSHOBCKOW 00/1aCTM U yperyaupoBaHUIO
KOH(/IMKTa WHTepecoB» U pelneHuss CoBeTa JernyTaToOB  MYHHLMIIAJbLHOTO
obpa3oBanusi KaHajelickoe cenbckoe TiocesneHMe HuKomaeBCcKoro paiioHa
YnbsiHOBCKOM o6mactu ot 28.06.2019 Ne 43 «O06 yTBepkaeHuu ITosoxxkeHUs: 0O
ropsiike COO0OIlleHrsI ULIOM, 3aMelaloIIUM [JO/KHOCTh ['laBbl aJIMUHHCTpALIAA
MYHHULIUNAIbHOT O obpazoBaHus Kanaperickoe CesbCKoe rocejieHue
HukosaeBckoro paidioHa YJ/IbSHOBCKOW 00/1aCTW, O BO3HUKHOBEHUM JIMUHOU
3aMHTEepPeCOBAHHOCTU TIPU MCIIOJTHEHUM [JO/DKHOCTHBIX 00si3aHHOCTel, KoTopasi
TIPUBO/IUT WJTK MO>KET TIPUBECTU K KOHQIUKTY UHTEPECOB»).

7.5. PabOTHUK [10/KeH TIPUHUMATh TMpeAyCMOTPeHHbIe 3aKOHO/[aTe/IbCTBOM
Poccuiickoii ®defiepalju Mepbl 0 He/IOMYI[eHWI0 BO3HUKHOBEHHsI KOH(MJIMKTA
VHTEPECOB U yPeryJIMpoOBaHUI0 BO3HUKILWX C/Iy4aeB KOH(IMKTa UHTEPECOB.

7.6. PaboTHUK [O/DKeH yBeJOMJATH IpeJCTaBUTe/sI  HaHUMAaTess
(paboTojiaTesist), opraHbl MPOKypaTyphl WK ApPyrye rocyAapcTBeHHbIe OpraHbl 000
BCeX Ciyvasix oOpailieHuss K pabOTHUKY KaKUX-THOO JHI| B 1[e/IsTX CKIOHEHUs K
COBEPILLEHHI0 KOPPYMNLIMOHHBIX MPaBOHAPYILIEHHUH.

7.7. Bo B3aMMOOTHOIIIEHUSIX C MPOBEPSIeMBIMH OpraHuU3al[usiMi pPabOTHUK
He JIO/DKeH JOMYyCKaTh HapYLIeHUW 3aKOHHBIX TPaB U UHTEPECOB MPOBEPSEMbIX
opraHusaluii U 00si3aH CTPOTO PYKOBO/CTBOBATLCSI HOPMaMM 3aKOHOZATe/bCTBa,
CBOEW  JO/DKHOCTHOM  WHCTPYKLIMEM,  YCTaHOBJIEHHbIMM  MpaBWIaMU U
MEeTOJUYECKUMHU PEKOMeHIALUsIMU.

7.8. PaboTHMK 00si3aH OBbITHb HE3aBUCHMBIM OT ITIPOBEPSIEMBIX U JPYTHX
3aMHTEePeCOBAaHHBIX OPraHU3allui U JO/KHOCTHBIX UL, HUUTO He 10/DKHO BAUSITh
Ha He3aBUCHMMOCTb pabOTHWKA, B TOM UMC/e BHellHee JaBjieHHWe WU BJWsHUE
Ha paboTHUKa, TpeAB3saTOoe MHeHWe pPAOOTHUKA OTHOCHUTENIbHO JIMYHOCTH
MpOBEpPSIEMOr0, TPOBEPSIEMOM  OpraHv3aluM, TM[pOoeKTa WM MpOrpaMMel,
Tipe/IiecTBYOL[asi MpOBepKe paboTa B IpoBepsieMoi OpraHU3aluH.



7.9. PaboTHUKY He cjiefiyeT BCTYIaThb C PYKOBOJACTBOM M DPabOTHUKaMU
MpOBepPsIeMOM OpraHu3ald B TaKWe OTHOLLIEHWs, KOTOpble MOTYT €ro
CKOMIIPOMETUPOBATh WU TIOBJIUSATH Ha CITOCOOHOCTD JIeMCTBOBATh HE3aBUCUMO.

7.10. PaboTHHMK He BIIpaBe WCII0/Ib30BaTh CBOW OGUIMANBHBIA CTaTyC,
a TakkKe CBefieHUs KOH(MUJEHIMA/JLHOTO XapakTepa WIM  CIy>KeOHYIO
vH(OpMaLMIO, CTaBLIYKD  W3BECTHOM TPU  HWCIOMHEHWM  [TO/DKHOCTHBIX
00513aHHOCTeM, B TMUHBIX 1]eJisIX MO0 B MHTepecax TPeTheil CTOPOHBI.

7.11. PabOTHMKY PpEeKOMEHAYeTCs BO3/ep)KUBAaTbCSI OT OOCYKIEHUSI C
Tpe/ICTaBUTE/ISIMA OpraHW3alliid U Tpak[aH, 4Ybsl BbIFOJla 3aBUCUT OT peLleHuH
U JlelicTBUl pabOTHUKA, C/eAYIOLIUX TeM, KOTOpble MOTYT BOCIIPMHUMAThCS Kak
npockba 0 Jjaue B3ATKU, HarlpuMep: HU3KUN yYpOBEHb JIeHE)KHOTO CO/lepyKaHus
paboTHMKa ¥ HeXBaTKa /IeHe)KHBIX CPEZICTB Ha peayM3aliio TeX WM UHBIX HYX];
)KeJlaHre TIPUoOpecTH TO WIM WHOe WMYIIEeCTBO, IMOMYUYUTh Ty WIH UHYIO YCIYTY;
OTCYTCTBHe pabOThl Y PO/ICTBEHHUKOB pabOTHWKA; HEOOXOAUMOCTh TOCTYTIEHHUS
JeTeil paboTHUKA B 0Opa3oBaTe/ibHbIe OpraHW3al[iy U Ipouee.

7.12. PabOTHUWK, Hafle/NEHHBIA OpraHU3al[MOHHO-PACTIOPSAUTe/TbHBIMU
TI0JTHOMOYMSIMH TI0 OTHOIIIEHUIO K IPYTUM pabOTHUKAM, IO/DKeH TPUHUMATh Mephbl
M0 HEAOMNYIIEeHUI0 KOPPYILIMOHHO OMNacHOr0 TOBeJeHUs] TOJAUMHEHHBIMU
paboTHUKaMMU:

1) co3paBaTh YC/I0BUSI HeJONYIIEHUS W TMPeoOJieHUsT KOPPYMNLMOHHO
OMaCHBIX CUTYaLUM;

2) VHULMMPOBAThb WM TIPUHMMATh pellleHWe O TPOBeJeHUU CITy>KeOHBIX
TIPOBEPOK (B COOTBETCTBUM C KOMIIETeHI[Hel);

3) UHULMMPOBAaTb WM TIPUHHAMATh pelleHHe O NPUMEHEeHUH Mep
JVCLIUTVIMHAPHOTO B3bICKaHUS (B COOTBETCTBUU C KOMITETEHLIUEN);

4) o106psTH AHTUKOPPYIIL[MOHHOE TTOBe/ieHre paOOTHUKOB,;

5) CBOMM JIMUHBIM TIOBeJ€HWEeM [0[aBaTb T[pPUMeEpD YeCTHOCTH,
HETIOJIKYITHOCTH,  OecrnpuCTPacTHOCTM U CIpaBeJ/IMBOCTH;  ITPOBOJUTH
COOTBETCTBYIOIIYI0 BOCITUTATe/bHYI0 PabOTy TPOTHUB KOPPYIILHH, KOPPYITLIMOHHO
OMacHOro MOBe/IeHHsI.

8. Peaymzanus Kogekca

8.1. Cneuumanuct (10 mpaBOBOMY 00ecrieueHHIO, e/I0NPOU3BOZICTRY,
MYHULIATIAIbHOU Cy>k0e 1 obpallleHrsM rpaxjaH) AJMUHUCTpALUU M0CeIeHu s
00s13aH 03HAaKOMHUTh KaKZOTO BHOBb TIPUHATOrO pabOTHWKA C HACTOSIIUM
KomekcoM 107 JMYHYIO POCIHMCh W JaTh CCHUIKY €ro pasMellleHus Ha
KopriopaTiBHOM TOpTa/ie TOCYJapCTBEHHbIX W MYHHULIMMANbHBIX CAyXKaIlUX B
MHGbOPMaIOHHO-Te/IEKOMMYHUKAI[MOHHOM ceTH «VIHTepHeT».

8.2. PaboTHUK 00si3aH 3HaTh W COO/IOAATh TIPUHIIUIIBEI, HOPMBI U TIPaBUIA,
yctaHoBeHHble KoziekcoM, ¥ TIpUHAMAaTh HeobX0ouMble Mephl il BBITTOTHEHHS
ero TpeboBaHUM.

PaboTHUKY He ciefyeT TpeHeOpe)KUTelbHO OTHOCUTHCS K COOJIIOeHUIO
Kopekca camoMy, a TakKe TpeMNsTCTBOBATb JPYrMM pabOTHHWKAM MPHUMEHSITh
ero MoJI0XKeHUs.



8.3. PabOTHMK [OO/DKEH T[IOHMMAaTh, UTO SBHOE U CHCTeMaTHYeCKoe
HapyllleHre HOpM HacTosiiero Kosgekca HeCOBMeCTUMO C Aia/ibHeliel ciykebHoi
(TPyZIOBOM) eATe/IbHOCTBIO B A IMUHUCTPALMX TTOCEIeHUS.

8.4. 3a HapylleHWe TIPUHLIMIIOB W TMPaBWI, YCTaHOBJIeHHbIX Kozekcowm,
pabOTHUK HeCET MOpaATbHYIO OTBETCTBEHHOCTH Tiepe/] 00IIIeCTBOM U KOJITIEKTUBOM.

Hapsiny c Mopa/lbHOW OTBETCTBEHHOCTbIO DPAaOOTHUK, [IOIMYyCTUBLIWN
HapylleHWe HOpPM Hacrosijero Kogekca W COBepIIMBIIMM B CBSI3U C 3TUM
JUCLIMTITMHAPHBIM TIPOCTYTIOK, HECET NUCLIUIJIMHAPHYI0 OTBETCTBEHHOCTb.

8.5. PaccmoTpeHue BbIsIB/IeHHbIX (DakTOB HapyleHusi HopM Kogekca
OCYLLECTB/ISIETCSI Ha 3ace/laHUM COBeTa IO BOIpOcaM MNpodeCcCUOHaTbHOU STUKHU
AaMuHMCTpaluu riocesieHust  (ganee — CoBer).

8.6. 3acemanue CoBeTa TIIPOBOAMUTCS 10 peLIeHUI0 IIpefCTaBUTess
HaHWMaTe/isl MO0 Ha OCHOBAHWH TTMCHhMEHHOT0 3asiB/ieHHsI pabOTHHKa.

8.7. CoBeT sBJsIeTCS COBelATe/JbHbIM Y KOHCYJ/IbTAl[MOHHBIM OPraHOM,
JEeUCTBYIOIIMM Ha TIOCTOSHHOW OcHOBe. OpraHu3allioHHOe obecrieueHue
JesatenbHOCTU  CoBeTa  OCYLIECTBJsAeT  CHELUAJUCT  aJMUHUCTpaLuu (10
TIPAaBOBOMY 0O0ecCTieueHuto, [1e/IONPOM3BO/CTBY, MYHHUIMIANBHON Ciyxxbe u
oOpartrieHusIM TpakziaH).

CoBer cocroutr u3 mnpexacenatesnss CoBeTa, 3amMeCcTWTesis NpejceaaTesis
CoBeta, cekperaps CoBera u wieHOB (CoBeTa, KOTOpble Yy4yaCTBYHOT B
nesiteibHOCTU CoBeTa Ha 6e3B03Me3JHOM OCHOBE.

8.8. 3amauamu CoBeTa SIBJISIFOTCS:

1) MOHUTOpMHI  peajnu3allMM  Hacrosimiero  Kopekca, BbIpaboTKa
TpeJi/I0’KeHUM 10 ero U3MeHeHUIO;

2) KOHCY/JIbTHDOBaHWE pabOTHUKOB TI0O TIPUMEHEHHWIO  TI0JI0KEeHUM
HacTosLero Kozgekca;

3) pa3paboTka pekOMeHJAIWi TI0 MCII0/Ib30BaHUIO HacTtosirero Kogekca
B KOHKPETHBIX CUTYalUsIX;

4) paccMoTpeHWe WH(OpMAIUH, MOCTYIMBIIEH OT pabOTHUKOB, O (haKTax
HapyleHUs ApyruMU paboTHUKaMu HOpM Hactosiiero Kogekca;

5) BeIpaboTKa peKOMeH/jal[1ii pyKOBO/JUTE/I0 COOTBETCTBYIOIIET0 OpraHa 1o
TIDUBJIEUEHUIO K OTBETCTBEHHOCTH, MpeAyCMOTpeHHOW HactosiuMm Kogekcow,
paboTHUKa, JOMYCTUBIIIEr0 HapyllleHue HOpM HacTosiiero Kogekca.

8.9. Tlpencenatens CoBeTta obmazaer rpaBamMu uneHa CoBeTa, a Takxe
ocyllecTBJisieT 061llee PyKOBOACTBO AesTebHOCTBI0 CoBeTa.

8.10. 3amectutens [Ipencenatens CoBeta ob6aaeT paBamMu uieHa CoBeTa,

a Takke BeJéT 3acefaHvs (CoBeTa Ha OCHOBaHUM TOPYUYeHUs TipejcezaTe’is
Cosera.

8.11. Cekpetaps Coserta:

1) obmagaer nmpaBamu uieHa CoBeTa, a TakKe TMPHUIJIAIIIAET 0 PeIIeHUI0
[Ipencenarensa CoBeta Ha 3acesaHve CoBeTa 3aMHTepeCOBAHHBIX JINLI;

2) OCyIIeCTB/sIeT MOATOTOBKY MaTepuaioB, He0OXOAUMBIX [1JIs1 TIPOBeIeHHUs
3acenanus CoBera;

3) obecrieuriBaeT BejieHUe MPOTOKOJIOB 3ace/jaHuii CoBeTa.



8.12. Unens! CoBeTa OCYLLeCTBI/ISIOT CBOY [OJIHOMOYMSI HEIOCpeACTBEHHO,
Oe3 ripaBa Tepeziauy, B TOM YKCJIe ¥ Ha BPeMsi CBOeT0 OTCYTCTBUS, JPYTHM JIUL[aM.

8.13. OcHoBHOU ¢opmoi1 gesiteibHOCTY (CoBeTa SIBJISIETCSl  3ace/laHUe.
3acemanrie CoBeTa MPOBOJAUTCS TI0 PEIIeHHI0 MpeZCTaBUTe i HaHUMaTe s 0o
Ha OCHOBAHMHU TIMCbMEHHOTO 3asiB/ieHusi pabOTHUKA, HO He Yallle OJHOro pasa
B KBapTaJl.

Pemienne CoBeTa NPUHUMAETCS OTKPBITBIM T'OJIOCOBAHUEM TMPOCTHIM
OOMBLIMHCTBOM TOJIOCOB OT YMC/Ja TPHUCYTCTBYIOIIMX Ha 3acefaHud CoBeTa
yieHoB CoBera. Ilpu paBeHCTBe TOJ0COB peLIAOLIUM SIBJSIETCS  TOJI0C
ripe/ice/iaTeIbCTBYIOLero Ha 3acegannu CoBeTa.

3acenanve CoBeTa CUMTaeTCsi MPaBOMOYHBIM, €C/IM HA HEM MPUCYTCTBYET
He MeHee /IByX TpeTel OT 0011jero uuc/ia eé 4jieHoB.

8.14. Peiiennie CoBeTa oopmisieTcsi IPOTOKOJIOM B TeueHUe [IByX pabounx
AHen co paHa 3acemanus Coseta. [IpoTOKO/ moAnuvchIBaeTcsl Ipejcejaresem
Coseta, 3amectuTesieM npepcezaresns Cosera, cekperapém CoseTa U u4jieHaMH
CoBeTa, IPUCYTCTBYIOLLIMMU Ha 3aceaHUH.

8.15. CoBer mo wuToram 3acefaHus IPUHKMMaeT OJHO U3 CJIeLYHOLUX
peleHui:

1) mpusHath ¢dakT HapylleHUs PabOOTHUKOM TIOJIOXKEHHH HACTOSIIEro
Kopgekca, mozexammx MOpPaJbHOMY OCYXAEHUI0, C peKOMeHJalueld YETKOro
co0sroieHust TI0/IOXKeHUM HacTostiero Koziekca Bope/b;

2) Tipu3HaTh, YTO (paKTa HapyllleHUs ToJioKeHUU Hactosiero Kogekca
He BbISIBJIEHO;

3) B (lyuyae Ha/Wuyusi OCHOBAHWM [Jis1 TIPOBeJieHUs 3acefaHuii Komwmccum
Mo COOMIOCHUIO TpeOOBaHWM K CIIy’)K€OHOMY TOBEICHUIO MYHHUIMIAIbHBIX
CIy)XalluX B AJIMUHUCTpAllMM MYHHUIMNAIbHOTO oOpa3zoBanusi Kananelickoe
cenbckoe TmoceneHue HukomaeBckoro paiioHa YIIBIHOBCKOM 00JacTH 51
YPETyJIMPOBAaHUI0 KOH(JIMKTA WHTEPECOB PEKOMEH/I0BaTb COOTBETCTBYIOLLEN
KOMHUCCUA AJIMMHHCTPALMU TI0CeJIeHHsI TIPOBECTU eé 3ace/jlaHre T10 BbISIBJIEHHbIM
daktaMm ¥ Tpu  HEOOXOAWMOCTHM TIPUMEHUTb COOTBETCTBYIOLME  Mephbl
JVCLIATI/TMHAPHOTO B3bICKAHUS.

9. OTBeTCTBEHHOCTH 3a HapYILLIEeHUs M0JI0KeHU HacTosiero Kozgekca

9.1. HapyuieHue pabOTHHUKOM M0JI0)KeHU# HacTosero Kogekca mosexut
MOpaJIbLHOMY OCY>K/IeHHUIO Ha 3acefjanuu CoBeTa.

9.2. B cnyuasx, npefyCMOTpeHHbIX (he/lepaJbHBIMUA 3aKOHaMH, HapyllleHue
nosiokeHuit Hacrosimjero Kojekca BreuéT mnprMeHeHHWe K pabOTHHKY Mep,
NpeyCMOTPEHHBIX  3aKOHOZATEJbCTBOM, B TOM 4YHMCJIe  JUCLUIIIMHADHOW
OTBETCTBEHHOCTH.

9.3. CobsomeHre paboTHUKOM HacTosiiero Kogekca yuuTbIBaeTCs
MpyU  TIPOBEIEHUM aTTecTalud, (OpPMUDOBAaHUM KaJpOBOTO pe3epBa Jis
BBIZIBIDKEHUSI HA BBILIECTOSILME [JOJDKHOCTH, a Takke TIPU HaJIO0KeHUH
JUCLIUTJIMHAPHBIX B3bICKAHU.




[TPUJIOXKEHHME Ne 1

K Kogekcy

EJINHASI MOJIEJIb

LIleHHOCTel, MUCCHMY B AZIMUHUCTPALUM MOCe/ieHus1, TpodeCcCUOHaMbHBIX U
JTMYHOCTHBIX KauecTB (KOMMeTeHLN),
KOTOPBbIMU HEOOX0JUMO PYKOBO/ICTBOBATbCsI pabOTHUKAM MpPU OCYILeCTB/IeHUN
npodeccroHaILHOM CyKeOHOM (TPyZ0BOM) AesiTeTbHOCTU

PaboTtHukKamM ~ AJMHHUCTpAI[UM  TIOCeJIeHHs  TIPU  OCYII[eCTB/IEHUH
npodeccroHaibHOM  CykKebHOM  (TpyZOBOM)  ZIesTe/IbHOCTH  HeoOXOoAuMOo
DPYKOBOZICTBOBATbCS HAESIMH W YOEKIEeHUSIMU, OTPAKEHHBIMM B IIEHHOCTSIX U
MHUCCUH AJIMUHHUCTPAI[MU TIOCe/IeHUSI U pean3yeMbIMU uepe3 TpodeccroHabHbIe
JTMYHOCTHBIE KauecTBa (KOMTIETeHIIUN ), MpeZiCTaB/IeHHBIMU B JAHHOW MO/Ie/TH.

Muccuss AMUAHUCTPALIUA
roceJieHust

LeHHOCTH AMUHUCTpaLIAU
Toce/IeHus

[TpodeccroHanbHbIE
Y JIMUHOCTHBIE KaueCTBa
(KoMrTieTeHI M) pabOTHUKOB

NpU3HaHue, cOO/MIOfleHWe U 3allldTa IIpaB
1 cBO0O/1 uesioBeKa U rpakJaHruHa Poccuiickoit
deneparyy, dhopmupoBaHue BBICOKOTO
KauecTBa JKU3HU [/ >KUTe/leld W ToCTeM
rnoceneHus, KOM(MOPTHBIX  yCAOBUU  [JiA
JestembHOCTM B KaHafleliCKOM  CeTbCKOM
MOCeJIeHWA WHBECTOPOB UM UHCTUTYTOB

rpaXk/laHCKOT0 00IIecTBa.

ripodeCcCUOHA/IN3M u MOCTOSIHHOE
caMOpa3BUTHE;

YeCTHOCTb U ZI0OPOCOBECTHOCTR;
OTBETCTBEHHOCTh 3a pPe3y/IbTar;

obecrieueHre 3allUThl 3aKOHHBIX HMHTEPECOB
rpakgaH Poccuiickout ®enepariyy;

TBOPUYECKUI MO/[X0/] 1 UHHOBAI[MOHHOCTb;
B3aMMOYBa)KeHHe MPH B3auMO/IeCTBUM.

nipoceccroHabHas 5(QPeKTUBHOCT,
CHCTEMHOEe MbIIIIeHe, THOKOCTh ¥ TOTOBHOCTh
K U3MeHeHUsIM;

KOMaH/IHOe B3aHMMO/IelCTBUE.




[TPUJIOXKEHHME Ne 2

K Kozekcy

[TPABUJIA
roBe/ieHUs1 pabOTHUKOB AIMUHUCTpALMY TIOCe/IeHHsI BO BHec/Ty>kebHoe (pabouee)
BpeMsl U TPH M0/Ib30BaHUM OHJIaliH — CepBHUCaMH B MHGOPMAaIMOHHO-
TeJIEKOMMYHHUKAI[UOHHOU ceTu «VIHTepHeT»,
B TOM UHCJIe COLMATbHBIMU CETSIMU

1. O61re oIoXKeHHUs

1.1. Hacrosumie mpaBuia TOBeJeHUS PpPaOOTHUKOB AIMUHHUCTpALAN
MYHHULIUNAIbHOT O oOpa3oBaHUs Kanagerickoe cenbCKoe riocesieHue
HukoslaeBcKoro paiioHa Y/bTHOBCKOW 00slacTH  BO BHecC/Ty>keOHOoe (pabouee)
BpeMsi W TIpU TI0/b30BaHUM OHMAWH — cepBUCaMU B UH(MOPMAaIMOHHO-
Te/IeKOMMYHMKAILIMOHHOU ceTu «/HTepHeT» (Jajiee — ceTh «VIHTepHET»), B TOM
yKc/ie COLMA/IbHBIMU CeTsIMM, pa3paboTaHbl B 1ie/isIX BbIPAOOTKY eJUHBIX TPaBU/I
roBe/ieHUs1 pabOTHUKOB BO BHeCTyKeOHoe (pabouee) BpeMsi W TIpH T0/b30BaHUN
OHJIaliH — cepBUCAaMU B ceTH «VIHTepHeT», B TOM UMCJIe COI[UAIbHBIMU CETSMMU.

1.2. PaboTHMKYy B CBOEM TIOBeZileHMM HeoOX0JUMO HCXOJUTh U3
KOHCTUTYLIMOHHBIX TIOJIOKEHUM O TOM, UTO uesiOBeK, ero mpaBa W CBOOObI
SIBJISIFOTCSI BBICILIEM 1[EHHOCTBIO U KaXK[bld rpakfaHuH Poccurickon ®enepauyu
(mamee — rpakJaHWH) MMeeT MPaBO HAa HEMPUKOCHOBEHHOCTb UYAaCTHOW >KW3HU,
JIMUHYI0 CeMeWHYI0 TaifHy, 3all[UTy YeCTH, JOCTOMHCTBA, CBOEro 00poro NMeHH.

2. IlpaBusia moBe/ieHUs1 BO BHecC/Ty>keOHoe (pabouee) BpeMst

Bo BHecy>keOHOe (BHepabouee) BpeMst pabOOTHHKAM PEKOMEH/IYeTCs:

1) mpugep>XUBaTbCsl OOIIETIPUHATHIX MOPATBbHO-3TUUECKUX HOPM;

2) npu 006IIleHnH C TpakJaHaMH TIPOSIB/ISITh BEX/IUBOCTb M TaKTHUHOCTB,
BBI/[€P’KaHHOCTh Y 9MOI[MOHAbHYI0 YCTOWUUBOCT;

3) u3beraTh KOH(IMKTHBIX CUTYyal|MM, CIIOCOOHBIX HaHECTH yiiepd ero
peryTaliy U aBTOPUTETY WM aBTOPUTETY AIMUHUCTPALIMU ITOCe/IeHHUS;

4) TIpUHUMATb BCe TPeAyCMOTPeHHble 3aKOHOM Mephbl K TIpeCeUeHUIO
TIPOTUBOTPABHbLIX JIEMCTBUM, COBEpIIIaéMbIX B TPUCYTCTBUM pPabOTHUKa, U
TIPUBJIEUEHUIO BUHOBHBIX JIUI] K OTBETCTBEHHOCTH;

5) He [AOIyCKaTh HCIIO/b30BaHHs CBOETr0 CIy>KeOHOTro (J0/DKHOCTHOTO)
TIOJIOKEHUSI [iJiA  OKa3aHWs BJUSHUS Ha [IeATeNbHOCTh JIIOOBIX OpraHoOB,
opraHu3aruii, paboTHMKOB W Tpa)KJaH TP peIlleHHH BOTPOCOB, B TOM UHUCJIE
BHeC/Ty>keOHOTro (BHepabouero) xapakTepa, B KOTOPBIX OH IPSIMO WM KOCBEHHO
3aWHTepeCOBaH;

6) TpOSIBIATL TEPIUMOCTb, YBa)KaTb HAl[MOHATbHbIE W PEeIUTHO3HbIE
o0bIuan, KyJ/IbTYpHBIE TPAUIIMU HapoZoB Poccutickoit @esepaiiyu.



3. IIpaBusia mosib30BaHusl paOOTHUKAMH OH/TalH-CePBUCAMMU
B ceTu «/IHTEepHeT», B TOM UKCJIe COL[UaTbHBIMU CETSIMU

PaboTHUKaM TpuU T0/Ib30BaHUM OHJIaliH-CepBUCaMU B ceTd «VIHTepHeT»,
B TOM UMCJIe COLMaTbHBIMU CETSIMU PeKOMEeHyeTCs:

1) yBaKUTe/NIbHO OTHOCUTBCSI K TOCYJJapCTBEHHOMY W ADYTUM si3bIKaM,
a Tak)Ke TpaJIUIKsAM U 00bIuasiM Hapo10B Poccutickoii @enepaiiyu;

2) Tipufiep>KUBaThCsi KODPEKTHOTO TOHa B Oecefiax (Kak MyO/JMYHBIX, TakK
Y TIPYBATHBIX) C IPYTUMM T0/Ib30BaTessiMu ceTu «IHTepHeT»;

3) wusberatb ymoTpebsieHUsT HeL|eH3YpHOW JIeKCUKM B TiepervcKe B
COLIMAJIbHBIX CeTSIX;

4) wu3beraTb KOH(JIMKTOB, HEKOHCTPYKTUBHBIX CIIOPOB C [ADYTUMHU
TI0/Tb30BaTe/ISIMU OHJIaliH-CePBUCOB;

5) He my0/JMKOBaTb U He pa3MelllaTh Ha CBOel CTpaHUlle KpUTHUeCKHe
doto-, BUsie0-, ayANO- U TEKCTOBbIe MaTepuasbl B aJipec TOCyJapCTBa B Lie/ioM, a
TaKKe Jpyrux pabOTHUKOB OpraHOB MeCTHOT'O CaMOYIIpaBJieHUs un
yUpesK/IeHUl;

6) He myOAMKOBaTH CBeZileHUs KOH(UAEHLMATbHOTO XapakTepa WM
cny>xeOHyt0 MH(pOpPMaL[MIO, CTaBILIYO W3BECTHOM MPY MCTIOJHEHUM [IOKHOCTHBIX
00s13aHHOCTe;

7) He WCKaKaTh CJIOBa U MH(OPMaLUIO, Nepe/laHHy 0 TPeTbUMHU JIML|aMU;

8) He nybnmukoBaTb M He pa3MelllaTb MaTepuasbl, CIIOCOOHBIE
JUCKpeAUTHPOBaTh caMoro paboTHMKa, ub0 JApyrux pabOTHUKOB, JHOO
AZMUHUCTpALMIO paiioHa, MO0 rpe/iCTaBUTeTbHBIN OpraH;

9) He WCIOMBb30BaTb TeXHUUECKWEe CPeJCTBA [Jisi PACIpPOCTpaHeHUs
BpeIOHOCHBIX (halisioB /WK 3aBeIOMO JIOXKHBIX, HeJJOCTOBEPHBIX CBeJleHUI;

10) He nmybMKOBaTh, He pa3MelljaTh U He OTMeuaTh KaK «[1OHpaBUBIIIeeCs»
doro-, BUAEO-, ayAWO-, U TEKCTOBble MaTepuaabl  IKCTPEMHUCTCKOTO,
TepPpPOPUCTUUECKOr0, TIOPHOrpauueckoro U AUCKPUMUHUPYIOILIEr0 XapakTepa, a
TaK)Ke 3aBeJJOMO JIO)KHYI0 MH(OpMaL1Io, UMeIOIYI0 CBOel 1ie/iblo 0CcKopOieHue,
KJIeBeTY, TIPOBOKALIMI0, CO3/laHKe TITaHUKU.




[TPUJIOKEHUME Ne 3

K Kozekcy

CTAHIAPT
BeJleHus Tesie()OHHBIX Pa3rOBOPOB

1. Ob111e TI0/10KeHHUs

1.1. CraHgapT BeJeHUs Tejie)OHHBIX pa3rOBOPOB HallpaB/ieH Ha
yCTaHOBJ/IEHWe  eQWHOW OSTUKU  BelleHUs  TejieOHHBIX  pasrOBOPOB B
AZIMUHUCTpaAIiUM  MYHUIMMNA/JLHOTO  oOpa3oBaHusi KaHajelickoe cenbCcKoe
noceneHve  HuKomaeBCKoro paiioHa  Y/bSHOBCKOM — 00/7acTd,  pa3BUTHe
npodecCUOHA/NILHON  KYJbTYpbl UM  TIOBBbIIIEHWe CTaTyca AJMUHUCTpALUU
TI0CeJIeHus].

1.2. Hacrosmwmii CraHgapT pacnopoCTpaHsSeTcsl Ha JIWL, 3aMeLarolnx
JO/DKHOCTH MYHULMMANBHOM CTy>KObl Y/IbSIHOBCKOW 00/1aCTH, [O/DKHOCTH, He
SBJIAIOLMECS]  JO/DKHOCTSIMM  MYHULMMAJbHONW C/y>)kObl B AZIMUHHCTpPALIUA
rocesieHus (fanee — pabOTHUKM).

1.3. TlpaBusna Tene()OHHBIX Pa3rOBOPOB C 3asBUTE/IEM YTBEpP>K/eHbI
nipuioxxeHueM Ne 1 Kk CtaHgapry.

2. OcHOBHBIe MpaBU/Ia BefleHHs Tere()OHHBIX Pa3rOBOPOB

2.1. B xoge BefeHus TeneOHHBIX pPA3rOBOPOB pabOTHUKAaM CelyeT
TIPOSIBJIATE  TAKTUUHOCTb, [10OpPO’KeaTe/IbHOCTb, WCIOIb30BaTh CTaHAAPTHBIN
JIUTEPaTyPHbIA $3bIK, TOBOPUTb T'DAMMaTHUYeCKU MPAaBWIbHO, YETKO W BHATHO,
SICHO, KOHKpeTHO, 0e3 HaMEKOB W [BYCMbIC/IEHHOCTel, UTOObI He [OMyCKaTb
HeIpaBW/IbHOTO TOHMMAaHUSl WIA TIPeBPaTHOIO MUCTOJIKOBaHUSA CMbIcia c10B. Ha
BOMPOChl PabOTHUKM [IO/DKHBI OTBeYaThb [IOCTYITHO, CBeAs [0 MHUHUMYyMa
WCTIO/Tb30BaHKe y3KOIpodecCroHa/IbHBIX TEPMUHOB, C YIIOTpebsieHreM 3THUeCcKoi
JIeKCUKH (CJIOBa «CITacub0», «Oyarojapro», «ImoXKanaynucTa», «U3BUHUTE» U T.1.) U
VICII0/Ib30BaHKe COrJIaCUTe/IbHOTO HAaK/IOHEHUS I/1aroja, IMOCKOJIbKY 3TO CMsrvaeT
oOmii TOH pasroBopa. B To ke BpeMsi cjiefilyeT MMeTb BBUAY, UTO U3/IULLIHSIS
BE)K/IMBOCTh B Tesie)OHHBIX pa3roBopax HeymecTHa. «byabTe m06peI, mpocTuTe,
MoXKajayucTa, ec/ii BaM He TPYAHO...» — TaKhe LIePeMOHMA HU K 4emy. OTO
3aTArMBaeT Pa3roBOP, BbI3bIBAET pPa3JpakeHue.

Peuegoii 111a6/10H:

Vi3BuHUTE, He MOT/IU Obl BHI...(T1Iepe3BOHUTH, TIOBTOPUTH, TOBOPUTL TPOMUE
U T.0.)?

2.2. Tlpu BepeHuMn TenedOHHBIX pPa3rOBOPOB pabOTHHKAM HeOOXOAHUMO
TOBOPUTH JIAKOHWYHO, TPOJOJDKUATE/bHOCTh pPas3roBOpa, Kak IPaBWIIO, A0JDKHA
COCTaBJIATh OT 3 10 6 MUHYT.

2.3. PaboTHMK, OTBeuaroluii 1Mo TeaedOHY, AO/DKeH ObITb KOMIIETEHTEH



BO BCEX OCHOBHBIX 00JIacTsiX, KOTOPble MOTYT ObITh 3aTPOHYTHI B Tejie()OHHOM
pa3roBope, CTPEMUTBHCS OrepaTUBHO U 3(GGEKTUBHO peIuTh MpobieMy WIu
OKa3aThb IIOMOIL[b B €€ pelleHuH.

[Tpy HEBO3MO>KHOCTU pellleHUs] CUTyal[ud CaMOMy HaJ0 YETKO yKa3aTb
paboTHUKA, K KOTOPOMY MOXXHO 00paTUTLCS 3a TIOMOLIBIO.

PeueBoii 111a6/10H:

K coxanenwuto, g He Biajieto MHGOpMaLMen 1o JaHHOMY BOMPOCY B IMOTHOM
o0Bbéme. Bam criefyer obpaTUThCS...(YKa3aTh CTPYKTYpHOe MOApasjeneHre WIu
paboOTHHKA, KOTOpBIM CMOKET MOMOYh B peIlIeHWH BOIpoca) Mo TenedoHy....
(o cka3aTh HOMep Tesied)oHa).

2.4. Obpaijatbcs K cobece/HUKY crefyeT Ha «Bbl» 10 UMEHU M OTUECTBY
(rmocsieiHee B Cjlyuyae HaaUuusi) WIA TOJIKO TI0 WMeHH, ec/iu cobecelHUK 3TO
JIOTyCKaeT.

2.5. Bo Bpemsi Tene)OHHOrO pas3roBopa >KejlaTe/bHO Je/laTb TOMETKH,
yTOObI He YIyCTUTh BaKHbIe AeTanu. st 3TOro cjieflyeT WCMOIb30BaTh 3apaHee
MO/IrOTOBJIEHHBIE CPeJICTBA /IS 3alliCU JleTasied U JOCTUTHYTBIX JOTOBOPEHHOCTEN
(610KHOT, Oymary /151 3aMeTOK, (paiisl Ha KOMITbIOTepe).

2.6. He ponyckaeTcs Halonro OTXOJWUTb BO BpeMmsi Tesie)OHHOTO pa3roBopa
OT Tesle(pOHHOTO amrapaTa M 3aCTaB/sSTh cobecelHHKa >XJaTh Oosee uem 60
CeKyH[l, TIpU 3TOM cJjie[lyeT OOBSICHUTh TIPUUWHY, 10 KOTOPOW HY>XHO OTOUTHU
oT TenedoHa, U 00s3aTe/ILHO [IOXKJAThCSl OTBeTa, TOATBEP)KAAIOIIero, 4To
cobeceTHUK rOTOB >K/1ATh.

PeueBoii 111a6/10H:

MHe HyXHO... (yKa3aTb [eHCTBUs, KOTOpble HE0OXOJWMO COBEpIIUTh,
Haripumep, YTOYHUTh 3Ty UH(POPMALIUI0 y PYKOBOAUTEJs, HaWTHU KaKOW-TO
JOKYMEHT U T.I.), Ha 3TO yhAET npumepHo 60 cekyHz. Bel nogoxzaére i Bam
1epe3BOHUTH?

2.7. T1pu HeOOXOIUMOCTH TIOUCKA [IOTIOTHATEIbHOW UH(OPMALIK, KOTOPLIM
3alimMéT O6osee 60 cekyHZ, WM B C/iyuae, eCid HY)KHO CPOUHO OTOUTU TIO APYTHUM
Jenam (HarpuMep, Ha coBelllaHWe), pabOTHUK JO/DKEH 3arucaTh KOHTAKTHBIM
HoMep TesiehoHa cobeceJHMKA U TOMPOCUTH €ro pas3pellieHusi epe3BOHUTh eMy
yepe3 oripefieJiEHHOe KOJMUYeCTBO BpeMeHU. Uepe3 obelljaHHBbIM CPOK pabOTHUK
00s13aTe/TbHO JI0/KEH 1epe3BOHUTb.

PeueBoii 111a6/10H:

K coykanenus, s1 He TOTOB (@) ceiliyac OTBeTUTb Ha Baill Bompoc, Ajsi 3TOro
MHe TmoTpeOyetcs...(yKa3aTb [eWCTBUS, KOTOpble MOTpPeOyeTcs BBIMOJHUTD —
HarnpuMep, C KeM-TO MPOKOHCYJ/IbTHPOBAThCSA, IPOCMOTPETh KaKMe-TO MaTepHrasbl
U T.IL.).

K cokaneHuto, B HaCTOSIIIIMKA MOMEHT $I He CMOTY [JaTh WCUepIIbIBaOLUI
oTBeT Ha Bair Bompoc, Tak Kak MHe He00X0JMMO CPOUHO YWTH Ha COBelljaHUe.

Pa3perure, s mepe3BoHto Bam uepes...(yka3arb onpezie/EHHOe KOTMYeCTBO
BpeMeHH ).

2.8. He pornyckaeTcs BeCTU «ITiapajijiejibHble pasroBOpbI» C ABYMS JIFOAbBMU
O/IHOBpeMeHHO (TI0 BTOpPOMY HOMepy TejepoHa WIM C TIOCETUTEEeM),
Tipe/iriouTeHre OTJAAETCST TOMY, KTO 0OOpaTWICsS paHblle, a Oecelly CcO BTOPbIM



fydllie riepeHeCTy Ha bosiee T03jHee BpeMsi, TOUHO OTIpe/ie/iB ero.

Ecmi B kKabuHeTe pabOTHHUKAa HaXOAWUTCS TIOCETHUTENb, TO OOIIeHHe C HUM,
HECOMHEHHO, SIBJIIeTCS IPUOPUTETHBIM. PabOTHUKY Ciie[lyeT OTBETUTh Ha 3BOHOK,
HO TOJIBKO [IJISl TOTO, YTOOBbI BBISICHUTH, KTO 3BOHUT, U COOOIIUTh, KOT/Ia MOYKHO
Tepe3BOHUT.

Ecii Bo Bpemsi TesnehOHHOrO pasroBopa K pabOTHUKY TMpUIIUIA WU
MO3BOHW/IM TI0 JPYroMy HOMepy Tene()oHa, HY)KHO W3BHHUTbCS W TOIMPOCUTH
paspellieHust Ilepe3BOHUTh TOr0, KTO 00paTH/ICs 103yKe, Ha3BaB TOUHOEe BpeMs.

2.9. Bo Bpewms Tesie)OHHBIX Pa3rOBOPOB HEJOMYCTUMO OTBJIEKAaTbCS Ha
JpyTUe Jienia, yMbl U TIPOYMe TTOMeXH, >KeBaTb WU MPUX/IE0bIBATE.

[Tepes TeM, Kak YMXHYTb WK OTKAIIATHCS, peKOMeH1yeTcs yopaTb TpyOKy
OT JIM1]a, a TIoc/e 06s13aTe/lbHO U3BUHUTLCS Tiepesi cobeceTHUKOM.

He cnenyer roBoputb TrpoMue WIM KpUUYaTh, €CAU IUIOXO CJIBILIHO
cobecelHMKa, Be/lb OH MOJKET CJIbIIIIATh XOPOIIIO, JIyUllle Tepe3BOHUTh C APYroro
aririapara Wiy B [Ipyroe BpeMs.

Peuegoii 111a6/10H:

VI3BUHUTE, OU€Hb TIJIOXO CJIBIIIHO, He MOTJIM Obl BbI TIOBTOPUTH (TOBOPHUTH
rpoMue, repe3BOHUTB)?

2.10. VHuiuaTMBa  OKOHYAaHWS ~ pa3roBopa  MPUHAJIEKUT MO0
TI03BOHUBILIEMY, JTMOO CTapIilieMy U3 TOBOPSILMX T0 COLMaIbHOMY CTaTyCy WU M0
BO3pacTy B COOTBETCTBUU CO CJIeYIOLIUMU TpaBU/IaMMU:

1) My>KurHa /10/KeH TOJI0XKUTh TPYOKY T03Ke, UeM >KeHIINHa;

2) MOJIOAOW ue/ioBeK He MO)KeT IpeKpaTuTh pa3roBOp [0 TOro, Kak
3aKOHUYWT F'OBOPUTH YeJI0BEeK CTapliie ero o BO3pacTy;

3) TIOJUMHEHHOE /IO MOJKET OIyCTUTb TPYOKy TOCje TOro, Kak 3TO
cZiesiaeT JIULIO BbIlIeCTosLLIee;

4) eC/id pa3rOBapyBAlOT [IBa PAaBHBIX 0 BO3PACTY U TOJIOKEHUIO YeI0BeKa,
TO TIEPBBIM K/IAZIET TPYOKY TOT, KTO TIO3BOHMUII.

2.11. Ilpu Tene)OHHOM pasroBope HeJOMyCTUMO:

1) wucnonw3oBaTh cTOM-Gpa3bl, yKa3aHHble B TIpUIOKeHMHM Ne 2 K
HacToseMy CTtaHgapry;

2) UTHOPUPOBATh BOIIPOCKI COOeCceHUKA;

3) nipepbiBaTh TenedOHHBINM pa3roBop Oosiee yem Ha 60 CeKyH;

4) 6ecriepeMOHHO TlepebuBaTh cobeceTHUKa;

5) [Jojaro MosuaTh, He TIOATBepXKZas yuacTusi B Oecefle KpaTKUMHU
periMKamu;

6) oTBeuaTb BLI30BOM Ha arpeccui0 WM HEBEK/IUBOCTb cobecelHHKaA,
JlaBaThb BOJTKO SMOLUSIM;

7) UCT0JIb30BaTh /IBYCMbIC/IeHHbIe (Ppa3bl, HAMEKY;

8) 3aziep>kuBaTh cobeceIHVKA, €C/IA OH 3aHST WM CIIelluT;

9) 3aBepIIUTL Oece/ly He TOTPOIIABIIKCE;

10) He TIepe3BOHUTB, eC/u Moobelijany cienaTh 3TO.

3. [IpaBuna BejjeHus Te/ie()OHHBIX pa3rOBOPOB
TIPU BXOZSALLEM Teie()OHHOM 3BOHKE



3.1. IIpu BxogsieM TesiehOHHOM 3BOHKe TPYOKY cieflyeT MOJHSThL MOCe
2-3 3BOHKA (Ha TepBbIi 3BOHOK pPab0OTHUK [JO/DKEH OTJIOKUTh CBOU [lefa,
Ha BTOPOU — HACTPOUTHCS, Ha TPETUH — YJILIOHYTHCS U CHSITh TPYOKY).

3.2. PaboTHUK ZI0/DKeH UETKO TIPOM3HECTH Ha3BaHWe OT/esa, MpeiCTaBUThCS
(Ha3BaB CBOIO (pamMUIMIO, UMSI U OTYECTBO (MPU HAJWYWHK)) U TIONPHUBETCTBOBATH
cobecennuka «Zlobpoe yTtpo» (1o 12.00) unu «Jo6psiii gedb» (¢ 12.00 o 17.00).

PeueBoii 111a6/10H:

Otnen XKKX, VBanoB MiBan ViBaHOBUUY, AOODGIi JieHb!

3.3. Ecim cobecemHuk He Ha3Bal ce0si M TIPUUMHY CBOETr0 3BOHKA,
pabOTHUKY CrieflyeT BbISICHUTh 3TO.

Peuegoii 111a6/10H:

BynabTe 100pbl, Mpe/icTaBbTeCH TIOXKaIyicTa!

Kak 51 mory k Bam ob6pararbcsi?

Kak Bac npescraBUTh?

Yem s Mory Bam rnomoun?

3.4. PabOTHUK [10/KEH BHUMAaTe/bHO BBIC/IyIIaTh cOOeceiHUKA, UCTIOMb3Ys
TeXHUKY aKTUBHOT'O CJIyIlIaHUSI:

1) cocpemoTouMTBCSI HA TOM, UTO TOBOpUT cobecelHUK. ITOCKOJIBKY
COCpe/IOTOUeHHbIM BHUMaHUEM MOXXeT ObITb He[oJ/ro, CjyllaHde TpebyeT
CO3HAaTe/IbHOW KOHL|eHTPaLMy BHUMaHUS;

2) BO BpeMs 00ljeHusi 10 TeneOoHy OTMeuaTb BO3HUKIIIME BOIPOCHI
Ha Oymare, uToObI He TIepeOUBaTh cobeceTHUKA;

3) ofparatbcss K cobeceHUKY T0 WMeHH (TIPUMEPHO KaXK[j0e TpeTbe
obpaiijeHue). 3ByK uMeHM Baiilero cobecefiHMKa CO3/1aéT 3pUTE/bHBIM KOHTAKT
U olfylijeHue 6/IM30CTH.

Peuegoii 111a6/10H:

CgetnaHa [leTpoBHa, BbI TOBOPHUTE. ..

Bbi nonaraete, CetsiaHa [1eTpoBHa, uTo...

.., 1 Bac mpaBU/IbHO MOHs (a), CBeTsiaHa [leTpoBHa?;

4) JeMOHCTpPUpOBaTh OjaroXkesaTeslbHOCTb. BecTu pasroBop cieayer
BE)X/IBO, CTIOKOMHO, He BCTYIAaTh B CTOpP, He TOBBIIATh ['0JIOC BHE 3aBUCUMOCTH
OT TOHa cobece/lHVMKa, TAKTUUHO MpephIBaTh cobeceHUKA TP HEOOXOAUMOCTU
Y TIepeBOIUTb Pa3roBOP B KOHCTPYKTUBHOE PYCIIO.

PeueBoii 111a6/10H:

[Ipoctute, uyto npepsiBaro Bac...;

S monsin (a) cyTh Batero obparttienus (Bompoca)...;

5) IeMOHCTPUPOBaTh UHTEpPeC K TOMY, UTO TOBOPUT cobeceHUK. Bo BpeMms
pasroBopa HeOMyCTUMO XPaHUTh [J/IUTE/IbHOe MOJYaHUe, C/le[lyeT MPOU3HOCUTh
ofo0pstol[e 3BYKHU, MEXIOMETUs], TIOBTOPSITh K/OUeBble CJIOBA, KpaTKue
DeIUVIMKY,  KOTOpble  TIOKa3bIBalOT  3alMHTEPECOBAaHHOCTb  pabOTHUMKA U
BOBJ/ICUEHHOCTH €ro B pa3roBop.

PeueBoii 111a6/10H:

Tax...

Hapo xe...



AcHo...

A Bac nnoHnmaro. ..

KoneuHo...

OTO UHTEPECHO..;

6) obpaiaThcsi K cobeceIHUKY 3a YTOUHEHUSIMM — 3TO TIOMOraeT C/ienaThb
coobirieHre 6oiee MOHATHBIM.

PeueBoii 111a6/10H:

[ToxkanyiicTa, yTOUHHUTE 3TO.

A1 npaBuibHO Bac monsin (a), 4to po6emMa COCTOUT B ..."?

He noBTopuTe /1 BeI enjé pas?

UYTo BbI UMeeTe BBUAY?;

7) WCIoJyib30BaTh TIpUéM Tmepedpa3vpoBaHusi (chopMyaupOBaTh MbIC/b
cobecefHMKa WHaue, CBOMMM (JIOBaMM) /il TIPaBWIBHOTO TOHUMAaHUS
cobecennuka. IlepedpasrpoBaHue coobijeHUs AéT BO3MOYKHOCTb COOeceHUKY
YBUJIETb, YTO €ro C/AyLIAalT U MOHUMAIOT, a eC/Id MOHMMAalT HerpaBW/IbHO, TO
CBOEBpPEMEHHO BHECTH COOTBETCTBYIOIIMe KOPPEKTUBHI B COOODIIIeHNe.

Peuegoii 111a6/10H:

Hackonbko s nionsin (a) Bag,...

[To Bamemy mMHeHu10, ...

Kak s1 monrmaro, Bel roBopute (cuutaete)...

Hpyrumu cioBamu, Bel curraere...

3.5. B ciyuae, eciy 3BOHSIIMK CTIpalliiBaeT OTCYTCTBYIOIEro Ha paboueM
MecTe pabOTHUKA, He CJieflyeT OrpaHUUMBATLCS OTBETOM, UTO €ro HeT.
Heo6xoaumo yka3aTb BpeMsi, KOT/lJa MOYKHO TIepe3BOHHTh. B HEKOTOPBIX CTydasix
1jesiecoobpa3HO yKa3aTh y 3BOHSIIEro ero Homep TesedoHa, GhaMWINIO, UMS U
OTUeCTBO (B C/lyyae HalWuuWs), CyTb BOIPOCA, CKa3aTb, YTO OTCYTCTBYHOIUU
pabOTHUK TIepe3BOHUT caM U 00si3aTe/bHO TepejaTh HHGOPMALIUIO KOJliere.

Peuegoii 111a6/10H:

PaboTHUK B IaHHBII MOMEHT OTCYTCTBYyeT, He MOTJIK Obl Bbl 1epe3BOHUTH
yepe3 10 munyT (B 12.00)?

Uto emy nepenaTs?

MoeT 6bITb, 1 cMOTY Bam moMoun?

3.6. UToOBI 3aBepIIUThL Pa3roBOP, HY)KHO TPeANPUHSTE C/Ie[yIOII1e 1I1aru:

Pe3tomupoBaTh pa3roBop (COOOIIUTL, UTO KMEHHO Bbl COOMpaeTech JenaThb
B pe3yJsibTare Tene()OHHOTO 0OIeHUsT), UTOObI UCKIHOUUTh B3aMMOHEIIOHUMaHue
U MOKa3aTh cobeceJHUKY, UTO Pa3roBOp Mopa 3aKaHYMBATh;

repeckasaTh pasroBop, UToObl yOequTh cobeceHMKA, UTO BCE CKa3aHHOe
UM OBLJIO YCJIBIIIAHO;

CIPOCUTH MHeHHe cobeceZlHUKA O pa3rOBOPE;

3aBepLINTh pa3roBop (robsaro/japuTh 3a 3BOHOK, B COOTBETCTBUU C
nyHKToM 3.8 Hactosimero CraHjapTra) U MoJjiya A0XJaThCs, Korja cobeceiHUK
TIOJIOXKUT TPYOKY.

3.7. Ecmn cobeceHUK 3aTsAruMBaeT pa3roBOp, C/ie[yeT W3BUHUTHLCS W,
COC/IAaBIINCh Ha HEOT/IOKHBbIE [lefla, TOMpOoIaThCsi C HUM MO0 [JOTOBOPUTHCS
0 MOBTOPHOM Te/ie()OHHOM 3BOHKE WJIM O BCTpPeye.



Peuegoii 111a6/10H:

Y Bac erré octaiych KO MHe BOITPOCHI?

W3BUHUTE, KO MHe TIpUILIEN noceTuTeNb (y MeHs HaulMHaeTCsl COBelllaHue),
JlaBalTe MPOJOJ/DKUM Halll pa3roBop mnocse 17.00 (3aBTpa, Mpy JIMUHOU BCTpeye
v T.11.). CoxKasero, yTo BbIHY>K/IeH (a) TIpepBaTh Halll pa3roBop.

Hdymato, Mbl 00CyaW/IM BCe BOMPOCHI, TO3TOMY JaBaiiTe 3aBepIlKM Halll
pasroBop.

3.8. Ilpu 3aBepiiileHMy pa3roBopa cieayeT 1ob/arojapuTh YeioBeKa 3a To,
YTO OH MO3BOHWJI, Y TTONPOLIAThCS.

PeueBoii 111a6/10H:

Criacu00, 4TO TT03BOHUIIH.

Criacu60 3a 3BOHOK.

Cracu6o 3a nHbOpMaIuro.

o ceunanus!

Bcero gob6poro!

Bcero xoportuero!

3.9. Ecyiu TenedoHHBINM 3BOHOK MOCTYIWI B 00eJileHHOe BpeMsi, He CjefyeT
oTBeuaTh: «Y Hac 00e/leHHBI TMepepbhiB, MO3TOMY Tpolly Bac mnepe3BOHUTH
nocsie...yacoB). Eciiu Bbl yxxe B3 TenehoHHYIO TPyOKy, TO C/ieflyeT BeCTH
TesieOHHBIM pPa3roBOp C coOeceHUKOM B COOTBETCTBUM C HACTOSIIIAM
CraHpapToMm.

4. TlpaBuna BeieHUs Tesie()OHHBIX pa3rOBOPOB
TIPU UCXO/sIIeM TesiehOHHOM 3BOHKE

4.1. Tlpu wucxopgsiieM Tene)OHHOM 3BOHKe pabOTHUK  [I0JDKeH
TIOTIPUBETCTBOBATh cobeceqHrKa «/Jobpoe yTpo» (1o 12.00) wmm «JoOpbiii feHb»
(c 12.00 pmo 17.00), 4YéTKO NPOU3HECTA Ha3BaHWe OpraHa MeCTHOTO
caMOYyTIpaB/ieHus1 U TIPe/ICTaBUThCS (Ha3BaB CBOKO (haMU/IMIO, UM U OTUECTBO).

PeueBoii 11ab/10H:

Mobpeiii neds! Bam 3BOHAT 13 AaMuHHCTpal[uu KaHaZielicKoro ceyibCKoro
riocenieHus, [lerpoBa HuHa MiBaHOBHa.

Mobpoe yrtpo! 3Oto IlerpoBa HwunHa IBaHOBHa W3 AJMUHUCTpPALUU
KaHa1elicKoro ceyibCKOro noceieHust

4.2. Tlpn HeoOXOAUMOCTU Cre/lyeT BbIACHUTb UMS ((hamMHINIO, AO/HKHOCTD,
KOHTaKTHbBIe ZlaHHbIe) cobece/iHMKa, 3aMKcaTh ero U B Aa/JbHeHIIeM Ha3bIBaTh €ro
10 WMEHHU.

Peuegoii 111a6/10H:

[Tpocturte, Kak st Mory K Bam obpaiijatbcsi?

He morsu 661 Bel mozicka3ath MHe Bartie nms?

4.3. Eci Hy>)XKeH KOHKDETHbIM 4YeJIOBeK, CJie/lyeT MOMNPOCUTh TPUTJ/IaCUTh
ero kK tenedpony. Eciu HeoOXoAuMbIN ueioBeK OTCYTCTBYeT, TTOMHTePeCcOBaThCH,
KOr/ja Jiyulle emy I03BOHHWTb, WY TTONPOCUTH IepesaTb, KTO 3BOHWJI, U OCTaBUThb
vH(OopMaluto, Korjia 1 r/ie BaC MOKHO HaWTH.

PeueBoii 11ab/10H:



51 Mory nmoroBopurs C...

MoO>KHO MONPOCUTH K Tee(OHY ....

[Tpurnacure, noXxanyicra, K Tefeqony...

4.4. Ecyivi 3BOHOK Tpe/irioJiaraeT npock0y, 3arpoc uHpopmaiyu, a paboTHUK
He 3HaeT, B Ubell KOMIEeTeHLIMM HaXOJUTCSI UHTePeCyOIIUK ero Borpoc, He CTOUT
u3jaratb CyTh TOMY, KTO TepBbIM NOAHSI TpyOKy. CrieyeT BeX/IUBO YTOUHUTS,
KTO pelllaeT JaHHbIN BOIPOC.

PeueBoii 111a6/10H:

C KeM 1 MOT'y TIOrOBOPHUTB T10 TIOBOAY..."?

A1 3BOHIO 110 BOMIPOCY....

C KeM 1 MOT'y ero peLiuTb?

§1 xoren ObI y3HATk...

BbI He Mor/i ObI 1aTh UH(GOPMAIHIO. . .

4.5. B camoMm Hauasie pasroBopa HeoOXOZMMO yTOUHHThH y coOeceqHUKa,
eCTb JIU Y HETO BO3MOKHOCTh IPOBECTH Pa3roBOP MMEHHO Ceruac, a Takke B Kakoe
BpeMsi eMy OyzeT ynoOHO Tiepe3BOHUTH (B Cayyae, ecjii pabOTHUKY 3apaHee
He ObLJI0 Ha3HAUeHO BpeMs [jis Tesie)OHHOTO 3BOHKA).

PeueBoii 111a6/10H:

Bam yn06HO ceituac co MHOM pa3roBapHBaTh?

Y Bac eCTb BO3MOXXHOCTb BBIC/IYLIIATh MeHs?

Bbl MOXKeTe yae/iuTb MHE HEKOTOPOe BpemMs?

BbI cBOOOHEBI ceityac?

Y Bac ecTh ceiiuac 3 MMHYThI CO MHOM TIOTOBOPUTH ?

BbI celiuac MoskeTe TOBOPUThL CO MHOM W/ MHE Tepe3BOHUTh?

CKOJIBKO Y MeHs eCTb BpemMeHU Ha pasroBop? («CKOJBKO y MeHsl eCTb
BpeMeHN», a He «CKoJIbKO y Bac ecTb BpeMeHn»).

4.6. Bo Bpemsi zmenoBoii Gecesibl HEOOXOAMMO EMKO, KPaTKO M I'DaMOTHO
U3/I0KUTb CyTb Tipo0OsieMbl. Jlyuille 3apaHee TMOATOTOBUTHCS K pasroBOpY,
HaMeTUTh BOTIPOCHI U OTIPe/e/IUTh [10C/Ie0BaTe/IbHOCTb UX 00CYXK/IeHUSI.

PeueBoii 111a6/10H:

Mue HyxHO (Heobxoaumo) mpouHdbopMupoBaTh Bac (moctaBuTh B
W3BECTHOCTb, 00CYIUTh ¢ Bamn)...

S nomkeH (momkHa) coobiuTh Bam (00bSICHUTE BaM). ..

BbI He MoT/i1 ObI MeHsI IPOKOHCYJ/IbTUPOBATH T10 BOTIPOCY?...

A 3BoHIO Bam 1o Boripocy...

Y MeHs Takou BOIpOC...

51 Bam 3BOHIO 110 TIpOCKOe (110 peKOMeH/Ialvm). ..

MeHst npocuu cBsizaTbCs ¢ Bamu 1o Bompocy...

4.7. Ecmu pasroBop 3ardarvBaeTcs, HHOrja cjaefyeT KOPPeKTHO
TIOMHTEepecoBaThCsi y cobecefiHWKa, eCTb M y Hero BpeMsi AJisi TIPOJOJDKeHUs
pasrosopa.

PeueBoii 111a6/10H:

Y Bac ecTb Bpems [/ IPOJO/KeHUs pa3roBopa?

Br1 pacriosiaraete BpemeHeM [/ [IPOAO/IKeHUs pa3roBopa?

A Bac He 3agep>xuBaro?



4.8. Tlpu 3aBepilieHWH pasroBopa cieAyeT ToOmarofapuTh cobeceiHHKa
3a pa3roBOp U MOMPOIIATHCS.

Peuegoii 111a6/10H:

Crniacu60 3a nHdopmaiuio (KOHCY/IbTalU0)!

Criacu6o0 3a To, UTO y/ie/TUIu MHe BpeMsi!

Cracu60 3a ToMoIIfs!

o ceyuganus!

Bcero mo6poro!

Bcero xopoiuero!

4.9. B ciyuae omrbouHoro Habopa HoMepa He cjie[lyeT MoJida TpepbiBaTh
3BOHOK, He00X0/IMO U3BUHHUTHCSI.

Peuegoii 111a6/10H:

[Mpotity riportieHusi, s omMOCs (71acb) HOMEPOM.




[TPUJIOXKEHUE Ne 4

K Kozekcy

CTAHIOAPT
BHeIITHero B1/la pabOTHUKOB AMUHUCTpALMU MYHHULIMIIAIbHOTO 00pa3oBaHUst
Kanazierickoe cesibckoe moceneHrMe HrUKoaeBCKOro paiioHa Y TbsTHOBCKOM
obnactu

1. Ob111e TI0/10KeHHUs

1.1. Hacrosimuit CtaHgapT BHeITHETO BHa paOOTHUKOB AJMHUHHCTPALUU
MYHULIAIAIBHOTO obpazoBaHus Kanagelickoe CesbCKoe roceJsieHHe
HukosiaeBCcKoro paiioHa Y/bsSHOBCKOW obsactu  (masee — AJMUHHUCTpALUN
TocesieHUs1) HarpaBjieH Ha (OpMUpOBaHMe W MOJJep)KaHWe [Jel0BOro CTUIIS,
KOTOPbIM  BK/IHOUaeT B ceOsi Oe3ympeuHblii BHELIHWM BUJ pabOTHUKOB
AJIMUHUCTpAL[MU [IOCEJIEHUS.

1.2. Brewnuii B pabOTHUKOB AJMUHUCTpPALMU TIOCEJIeHUs TIpU
WCTIOJTHEHUM UMU [IOJDKHOCTHBIX (CTy>KeOHbIX) 0053aHHOCTe B 3aBUCMMOCTH OT
ycnoBui  cimy>kObl  (paboThl) ¥ dopmaTa Cay)KeOHOro MepOTIpUSTHS  [[OJDKeH
criocobcTBoBaTh (HOPMUPOBAHUIO YBAXKUTETHHOT'O OTHOLLIEHUS TPaXk/jaH K OpraHam
MeCTHOT'O0 CaMOYTIpaB/ieHusl, COOTBETCTBOBATh OOILIETIPUHATOMY [1eJIOBOMY CTUJIIO,
KOTOpPbIM  OTAMYAlOT  O(ULMANBHOCTb,  CAEP)KaHHOCTb,  TPAJMULMOHHOCTD,
aKKypaTHOCTb.

1.3. TpeboBaHusi K BHelllHeMy BHUAy pPabOTHHKOB He TIPUMeEHSIETCS TIpU
HOLIIeHWH MU (OPMBI YCTaHOBJIEHHOTO 00pasiia, a Tak)Ke MpU BbIOJHEHUH paboT
TI0 TepeMelLeHUI0, MOHTa)Ky U Hasazike 000py/10BaHus1, UHBIX PaboT, TpeOyroimx
HOLIIeHUsI CTieliiaIbHOM paboueli ofiexk/ibl, 00yBU, CHapsDKeHUsT U CPeJICTB 3all{UThl.

2. PekoMeHzaLIMK K BHEILLIHEMY BHY paOOTHUKOB

2.1. Ogmexxaa pabOTHUKOB /I0/DKHA OBITH BbiZiep)KaHa B JIeJIOBOM CTHIIE.
OcHoBHBIe TpeOOBaHUS K OfieXK/le — CTPOrOCTb, YUUCTOTA, YA00CTBO, MPaKTUYHOCTb.
BHelHuii BT paboTHHKA [JO/DKeH ObITh Oe3yTipedeH.

2.2. He momyckaeTcst HOIIIEHUs B C/Ty»keOHOe BpeMs:

1) omexxapl W 00YBM CIIOPTUBHOTO U TIUISDKHOTO CTWIS, B TOM UHCJIe
DKUHCOBOM W KOXXAHOW OJIeXKJbl, IIIOPT, OTKPBITHIX capadaHOB, TEHHHCOK,
CTIOPTUBHBIX CBUTEPOB, KPOCCOBOK, CaH/A/INH, 11I/IeraHiieB U cabo;

2) ofieXKAbl C TTyOOKUM /IeKOJIbTe, OTOJISIONel TI/Ieud U JKUBOT, MUHU-F000K
(o/MHOM BhILLIE cepeiuHBI Oejpa), 000K C BLICOKUM BBIPE30M;

3) OOBEMHBIX TPUKOTAKHBIX W3/E/UN CIIOPTUBHOTO CTHJISA, OZEXK/bI
13 O/IeCTSIIMX TKaHeH, HapsiIHOW O/1eK/IbI;

4) HeOpeXKHOM, HeT/Ia)KeHHOW U HEeOTIPATHOM OZIeXK/Ibl;



2.3. llBeroBble pelleHuMss B  OJeXZAe [OO/DKHbI  COOTBETCTBOBATH
KJIaCCUYeCKOMY, [eJI0BOMY CTW/IKO, WCK/IHYAKOTCS SIDKMe LiBeTa M upe3MepHast
IecTpora.

2.4. Tlpu BeIOOpe yKpallleHW pabOTHUKY HeoOXOAUMO TIPOSIBISTh
C/Iep’KaHHOCTh WM pa3yMHYI0 YMEPeHHOCTb, He [IOMyCKaTb HOIIeHHs 00bEMHOM,
SPKOM OMDKYTepHH.

2.5. PaboTHMKY He0oOXOAMMO HCK/IIOUUTh TAaTYWUPOBKU U THMPCUHT Ha
OTKDBITBIX y4acTKax TeJsia, a TAaKXXe LIeNIOYKU Ha HOTe.

2.6. Bosiockl paboTHHKA JO/DKHBI OBITh YMCTBIMU, TIPUYECAHHBIMUA U UMETh
aKKypaTHbIU BU/J,. He momyckaeTcs s3KcTpeMabHbIN 1IBET BOJIOC, (DOPMbI TPUYECOK
(Hanpumep, Ape/bl, abpUKaHCKUE KOCUYKU U T.[1.).

2.7. PaboTHMKY He cieflyeT TIONb30BaTbCS SIPKUM MaKUSDKEM U
nap@romepue, UMeroLell pe3KO BbIpakeHHbIN 3amax. llpegmouTteHuwe crefyet
OTJaBaTh JIETKMM, CBEXXUM, HEXXHBIM IyXaM U TyaJleTHOW BOJe.

2.8. B 3umMHuii mepuo/; BpeMeHr pabOTHUKaM HeoOXOJUMO T0J/ib30BaThCS
CMeHHOM 00yBBIO.

OO6yBb Jo/pKHA OBITH HauuilleHa, 0e3 CTONTaHHBIX KabmaykoB. BeicoTa
KabJsyKa >KeHCKOM 00yBH — He BbIIie 7 CM.

3. lonycTrMble UCK/IFOUeHUs1 BO BHellIHeM BHUZie pabOOTHUKOB

3.1. TpeboBaHUs K BHeIIHEMY BHAY PaOOTHHUKOB MOTYT OTIHYAThCs (Kpome
ciyuyaeB OQUI[Ma/IbHBIX MEPONIPUSITHI) B C/I@AYIOIIUX CAyYasX:

1) npuBneueHre pabOTHUKOB K ciayxbe (paboTe) B BbIXOJHBbIE WU
Hepabourie Tipa3AHAYHbBIE JHU;

2)  BbiosHeHWe — paboTHHMKaMu ~ oOsi3aHHOCTeW  3a  TIpefiesiaMu
a/IMUHUACTPATUBHOTO 3/IaHKs, HAa CTPOUTE/IbHBIX, CTIOPTUBHBIX UM UHBIX 00beKTax
(moryckaeTcsi CLIOPTHUBHAs WK Jito0asi yA00Hast ofiex/ia ONPSITHOTO BUJA);

3) MOHWKeHHUs1 TemIlepaTypbl B MOMeEIeHUsAX B XOJIOJHBIN Tepuoj Tofa
HWKe [uarna3oHa ONTUMa/lbHbIX BeIWYMH, YCTaHOBJEHHbIX CaHUTapHBIMU
npaBwiaMd U HopMamu Canllun 1.2.3685-21 «['urvueHuuyeckue HOpPMAaTHBBLI U
TpeboBaHUs K obecreueHnI0 6e30macHOCTH U (Win) 6e3BpeiHOCTU ISl UesloBeKa
dbakTopoB cpeAbpl OOWUTaHUs», YTBEePXKAEHHBIMM TIOCTaHOBJIeHUeM [ JlaBHOTO
roCcy/JapCTBeHHOr0 caHuTapHOro Bpada Poccuiickoli ®epeparym ot 28.01.2021 Ne
2 (nanee — IlpaBuna u HopMmbl CaHIIuRH);

4) TIOBBILLIEHUSI TeMIIepaTypbl C/Iy)KeOHBIX TIOMellleHUsX (06e3 yuérta
pe3y/ibTaTOB pabOThl OXJIaKIAIOIIe CUCTeMbI) B TEIUIBIM Tepuoj rojia BhIIIe
JMaria3oHa OINTHMAaJIbHBIX BeMYMH, YCTaHOBJIeHHBbIX [IpaBuiaMu ¥ HOpMaMu
Canllun;

5) HamMuusi COOTBETCTBYIOIIMX MEAULMHCKUX T[OKa3aHuM (Harpumep,
bepeMeHHOCTb, TpaBMa) W/WIM WHIWBUYa/TbHBIX OCOOEHHOCTEM BHEIIHOCTH,
a TaK)Xke B TIOC/IeJHUN fieHb CTy>keOHol (paboueit) Heemu.

3.2. Peiienrie 06 ocBoboXxaeHUM pabOTHHKA OT COO/IrO/IeHUs] TpeOOBaHUM,
yCTaHOBJIEHHbIX HacTosiiyM CTaHJapToOM, MNPUHMMAETCS HeNoCpe/CTBEHHbIM
pyKoBOoAUTe/eM pabOTHUMKA, B KOTOPOM PAaOOTHUK OCYILeCTB/sieT CBOIO



cny>xebHYI0 (TPY/IOBYIO) JeSITeTbHOCTD.
[MPUJIOXKEHUE Ne 1

K Cranzgapry

IIPABUJIA
Tee(OHHBIX PA3TOBOPOB C 3AABUTE/IAMU

3BOHKM 3asiBUTE/Iel B OpraHbl MECTHOI'O CaMOYIIPaB/IeHUsI 3a4acTy0 HOCST
xapakTep oOpallleHusi K Toc/aefHeld WHCTaHLUMM. 3asBUTENM 3BOHST C Liebio
BbICKa3aThb CBOMW >KajioObl U TpeTeH3WH, Korja Ux MpobsieMbl He CMOT/M (WU
He 3axX0TeM) PEeLlWTb JIMla U OpraHu3alliM, B Ubeld KOMIETEHLMU HaXOAATCS
pellieHHWe COOTBETCTBYIOIUMX TipobseM. Bcé 3To TpUBOAUT K TOMYy, UTO
BO3MYIIIEHHbIE U OOVPKEeHHBIe 3asiBUTE/TH, JOBe/IEHHbIe TIOPOU [0 OTUYASTHUS, BeAYT
pPasroBOpP 5MOLIMOHA/IBHO, Ha MOBBILLIEHHBIX TOHAX.

[TosTOMY MpU pa3roBOpe C pa3rHEBaHHBIMU 3asIBUTE/ISIMA Ba)KHO He TOJIBKO
orepaTUBHO U 3(h(dEKTUBHO PeIUTh WX MPOoOIeMy WK TIOMOUb B €€ pelleHHH,
HO U OKa3aTb UM HEKOTOPYK T[ICHMXO0JIOTUUeCKYI0 TOoMOoIlllb 1o TenedoHy. B
pelleHry 3TOro BOIpoca IMOMOTYT C/leAlyrolye peKOMeHAaluu IICUX0JI0r0B:

1) Hukorga He oOpaiiaiiTecb K pa3yMy pacCep)KeHHOTO 4YesioBeKa.
Pa3rHeBaHHbIN Ye/IOBEK IJIOXO MPUC/IYIIMBaeTCsl K aprymeHTam. U Baiiia nepBasi
3aJjaua — YCIIOKOUTDb uesioBeKa U BbISICHUTh, B UéM CyTh ero npobsiembl. HayurTtech
ObITH XOpOIIMM CJylllaTesieM, W MycTb Baiu cobecegHUK u30/béT Bam aymiy.
BHuMaTe/IbHBIN CylIaTelb BCerja KakeTcsi CKopee ApYyroM, YeM Bparom;

2) He TpUHUMaWTe >Kanobbl, aJpecoBaHHble KaKOW-TMOO OpraHU3aluy,
Ha cBou cuéTt. To, yTto mo3BoHWIM Bam, He 3HauuT, yTo Bbl BUHOBaTHI. [lo3TOMY
yCIIOKOWTeCh W He TIpUHMMailTe OOBMHeHMM Ha cBod cuéT. He TepsiiTe
camoobsiazianue. Jlpimure T/iyDOKO W TOBOPUTE POBHBIM TOJIOCOM. «TpygHBIE»
3BOHKH JTyullle BOCIPUHUMATh CTOSI WIW B [IBWXKEHUH, C XKECTUKYJISALUEN;

3) Uem arpeccuBHee Bar cobeceHUK, TeM 00Jibilie CIIOKONUCTBUS HO/DKHEI
nposiBasSTh Bbl camu. BecTu pa3yMHBIM pa3roBop C YeJI0BEKOM, KOTOPBIM BCE
BpeMsi KPUUMT U OcbiniaeT Bac pyraHeto, HeBO3MOKHO. CBeiUuTe B 3TOT MOMEHT
CBOM KOMMEHTapHH 10 COUYBCTBEHHBIX BOCK/IULIAHUM, MIOKA €ro THEeB HE UCCSKHET
cam coboil. TosbKO TMOCAe 3TOr0 MOXKHO TPUCTYNMUTh K KOHCTPYKTUBHOMY
pasroBopy C HUM;

4) BHemHe Baila peub [JO/DKHA 3By4aTh UyTb MeHee aKTMBHO, YeM peub
Baitiero cobecemnvika. Eciii Bl OyzieTe ¢ HUM Ha PaBHBIX, MOYKET BO3HUKHYTh
CTIOp WK AaKe KOHQIUKT;

5) coxpaHsiTe XJIaAHOKPOBHE W BBIJEP)KKY A0 KoHI[a. Kak O6b1 Bac Hu
Pa303/IWIK CJI0Ba Balllero cobecefHrka, Brl He IO/DKHBI JaTh TTOUYBCTBOBATh €MY
3TO HU C/I0BaMH, HU WHTOHaluel. Briigs u3 cebsi, Bel elé Oosee yCIoKHUTE
cutyarmto. [locrapaiteck BCTaTh HA MeCTO YeslOBeKa, KOTOpbIM Bam >kanmyercs.



Crywiaiite MoHUMaROLLE;

6) MyCcTb Ue/ioBeK BHITOBOPUTCS /10 KOHIIA, TIOKa He «BBIMYCTUT map». VIHble
JIFOJIU He CTOJILKO 3/Tbl, CKOJIbKO UM XOUeTCs TIPOCTO BBITOBOPUTHCS, U3/IUTh AYIITY.
Bort nycTe v czienaror 310;

7) ctapaiiTech, 4yTOOBI Ue/ioBeK pacckaszan Bam Bcé, uTo ero 0GecrioKouT.
ITocTOsHHO TpoCHTe YeoBeKa MoJe/nuTbcsa ¢ Bamu Bcemy coMHeHUsIMY, a Bel TeM
BpeMeHeM CyMeeTe TMOHSTh CyTh MPob/ieMbl;

8) nojqep>krMBaiTe KOHTAKT, TO €CTb He MOTUUTe JiuTenbHOe BpeMs. [laliTe
TIOHSATb, UTO Bbl OTKPBITHI A/ OOCY)KZeHUsl MH0ObIX BO3MOXKHBIX MpobemM u
3aMHTEepeCcoBaHbl B YJ/yUllleHWM KOHTaKTa M B3aMMOTIOHMMaHusl. Ba)kHO, UTOOBI
pasroBop BEJCSA B CIIOKOWHOM BEX/IMBOM TOHE W BbI3bIBal T0JIOXKUTE/IbHbIE
IMOLIUU, CO3/laBasi TeM CaMbiM aTMOC(hepy B3aMHOTI'O JIOBEpUS;

9) ucmosb3yiTe may3bl, UTOOBI IepeHarnpaBUTh Pa3roBOP B Hy)kKHoe Bam
pycno. Besikuit pa3, «BbIpy/IMBasi Ha OCHOBHYIO Tpaccy» Oecezibl, HauMHalTe Kak
ObI HOBBIM CMBICJIOBOM ab3al]: TOBOpHTE UeTKO, B Hauasie TIPe/jI0KeHHs] HeTljiIoXxo
o0patuThCsa K cobecefHUKY TI0 WMEHH W OTUeCTBY WU CJ/iejlaTh KaKoe-TO
obobirjarorriee 3aMedyaHre OTHOCHTENBHO Balllel TpeAblAyIeil Oecefibl, TIoABes
Tipe/IBapUTe/IbHbIN UTOT;

10) ecu BbI pelvig, 4To He CMOXKETe [OXKAATbCs A0 Ombkaiiield mays3bl,
BepOSITHO, Jiy4llle TAKTUYHO TpepBaTh cobeceiHrKa. [IpepbiBaiiTe He pafii CaMOro
(akTa, a 3a/1aliTe KOHKPETHbIN BOMPOC, KOTOPbIA NMeeT OTHOILLIeHUe K CyTH Ziela;

11) He mo3BoO/siiTe BTATMBaTh cebs B Oece/ly, He OTHOCSIIYIOCS K [ieny.
[Topnep>xuBaniTe TOMBKO Te TeMbl, KOTOpble HMEIOT TMpsIMOe OTHOLIeHHEe K
obcy»kgaemotii ipobieme;

12) moBTOpUTE 3asiBUTETIO TO, UTO OH CKa3al Bawm, ero >ke coOCTBeHHBIMHU
cnoBamu. [ToBTOpSsisSi CJIOBO B CJIOBO TO, UTO CKa3aa BaM uesioBek B TbUTy THEBa,
BbI Kak ObI TIepeBouTe pPa3roBop B 60/iee HEUTPa/IbHBIM TOH, TIOBTOPSIS €r0 C/IOBa
y>Ke 0e3 Tex 3MOI[1H, KOTOpbIe BK/Ia/IbIBajl B HUX OH CaM;

13) wu3beraiite Bo3pakeHuii! Takasi HeOMNMO3UIIMOHHOCTH TPEATIOIAraeT
OTKa3 OT KOHGIMKTHOM CUTYallui BO UMs pellieHus: 6o/iee cepbE3HOM 3a/iauu;

14) HUKOTZIa He TOBOPUTE UeJI0BEKY, UTO OH He TIpaB. ITO He yOeauT ero,
HO JIMIIb 33JieHeT ero camoJitobue, U OH 3alMET Mo3uLidi0 camooboponsl. ITocre
3TOr0 BPSifl, /i yacTcsi ero yoeauTs. Jlyuiie felicTBOBaTh AUTJIOMaThUYHee: «BbITh
MO>KET, 51 He TIpaB, HO /laBalTe ITOCMOTPUM...». DTO XOPOIIUM CIT0CO0 MpeI0KHUTh
cobecelHUKY CBOM aprymeHT. CBOM apryMeHTbl M3/araite KpaTko U sicHo. Barim
JOBOJBI TOJDKHBI OBITH TIPaBWIBHBIMU T10 CYIIeCTBY, yOeAUTeTbHbIMU U
rpaMOTHBIMU 10 (hopMme;

15) Bcerga cTpemutech K KoMrpomuccy. I1py BO3HUKHOBEHUM KaKUX-JTHO0
pasHOIJIaCKMK CTapanTech paspellarb UX TAKTUYHO;

B stom Bam nomoryT Tpu npasuna:

a) MpaBWIO TPEX TUIIOCOB: TOXBaIUTh cobecefHWKA WU CZe/aTb emy
KOMILUTUMEHT He MeHee Tpéx pa3 (B Hauane Oecenwl: «Cnacubo, CseTsaHa
[TeTpoBHa, 3a Baille HepaBHO/Iy1lIMe K JaHHOM MpobsieMe»; B cepeiiHe pa3roBopa:
«MHe wuMnonupyer Bama mnpoHULaTeBHOCTh (CKPYIY/JIE€3HOCTB)» U TPU
3aBepitieHnn Gecenpl: «[IpusitHo 6bLI0 ¢ Bamu moo6riaThcsi. Mbl 00s13aTe/TbHO



yuTéM Bce Baim noxxenanus»);

6) mnpaBwio o00BbeAWHEHUs: CTpeM/eHHe K [JOCTHXKeHHI0 O0O0O0KIHOTO
cornacust («Hac ¢ Bamu o0beivHsIeT >Ke/laHHe PEeIIUTh 3TOT BOIIPOC HAWIYUIITUM
obpazom»);

B) TIPaBU/IO COTJIallieHUs: 3ajJjaBaiiTe cobeceHUKY BOIPOCHI, TTIOCTPOEHHbIE
TaKUM 00pa3oM, uToObl TOT MOT OTBeuaTh Bcerza «/a». Uem Gosibiiie cobece fHUK
¢ Bamu cornaiiiaetcs, Tem 60sbliie 111aHCOB Y Bac npuiiT ¢ HUM K KOMIIPOMUCCY;

16) He obertaiiTe HeBbinosHUMOro. ObelljaTb MOYKHO JMIIIb TO, UTO Bam
JIeMICTBUTE/ILHO TIOJ CUIYy cAenaTb. HeBbIMOTHEHHbIE WX 3aBEJOMO JIOXKHbIE
obelljaHusl pa3zpaXkaloT M OOWKalOT YesioBeka eIfé Oosblile, ueM Barn oTKa3
noMoub eMy. He 6olitech cka3aTh cobeceHMKY, UYTO Bam Hajijo MOCOBETOBATHCS
elé ¢ keM-HUOyb. Bo BCSKOM cilydae, 3TO yKe CO3[acT y Hero BrieyaT/ieHue, UTo
BrI crapaetech momoub eMy. Ho eciv Bbl moobGelniany momMoub, TO YK 00si3aHbl
czenaTh 3T0;

17) HU TIpY KaKuX 0OCTOSITE/IbCTBaX He TOBOPUTE, UTO He MOXKeTe TMOMOYb
3asBUTE/TI0. BBISICHUB TMOAPOOHOCTH BO3HUKIIMX 3aTPyAHEHUN, He0ob6X0auMo
6e3 mpomejyieHUsT TIPeJIOKUTL 3asBUTE/IO TUIaH JelicTBuii. CrapaiiTech HalTH
peiieHre. CaMblii ONTUMasIbHBIN CIIOCOO 3aBepIUTL Pa3roBOp C 3asiBUTe/IeM — 3TO
HaliTu pellleHWe ero rpobsieMbl. Ec/ii He MoKeTe caMM — OTIIPaBbTe €ro K Tem
paboTHMKaM, KOTOpble MOTYT MOMOUYb. TOJILKO TpeABapUTeIbHO OObSICHUTE
KOJl/lere BCE, UTO KacaeTcsl »KasoObl 3asiBUTessl, UTOObI TOMY He TPUILLIOChH
n3jaratb eé BTOPUYHO. DJTO, KakK IpaBuU/O, ellé 0oJibllle BHIBOAUT uesioBeKa W3
cebs;

18) BbIsACHSIWTE AeTanu, [enanuTe MOMETKH, 3alMChbIBaiTeé OCHOBHbIE TTyHKThI
TIpeTeH3uit, coobiiast 06 3ToM cobeceHUKY («TTOJOXKIWTE, sI ceiluac 3aruIny»),
YTO CBUZETeNbCTBYeT O TOM, KakK BbI 1jeHUTe cBoero cobeceHUKa U CTapaeTech
eMy TOMOUYb;

19) OyabTe TaKTUUHBI, He HapyllaiTe rpaHul] JUUHOU cdeprl. He criemyeT
3aTparvBaTh  IOTEHI[MATbHO  KOH(JIMKTHble  TeMbl  (YaCTHYIO  >KU3Hb,
VH/JVBH/ya/IbHbIe TIPeINIOYTeHUs]);

20) He TyTaliTe TaKTUYHOCTb C MSTKOCTBIO. Be)/MBBIM pa3roBOpP BOBCE
He 03HayaeT, UTO CJe/lyeT BO BCEM COTJIallIaThCsl C coOeceIHUKOM, YCTYMaTb eMy
1o BCeM T[apamMeTpaM, J’Kejasi TIDOM3BeCTH XOpollee BreuvarieHuve. He
no/ijakrBaiiTe cobecelHUKY, UTOObI Y HErO He CJIOXKW/IOCh BlleuaT/ieHue, uTo Boi
COTJIaCHBI CO BCEMM €ero CaoBaMU. ['OBOpUTe «HeT», KOrja 3TO [1eHCTBUTE/IbHO
HY>KHO;

21) ecrm Bbl BHMHOBaThI, U3BUHUTECh KaK MOXKHO ObIcTpee. VckpeHHee
U3BHUHEHUe sBiisieTcsi 3(PeKTUBHbIM CrocoOoM paspellieHdsi KOHQIUKTHOM
CUTYaLUU.

He onpaBppbiBaiiTeCh, U3BUHEHUE C BBIIB)KEHUEM OIpaB/aHUN — 3TO yxKe
He u3BHMHeHUe. Bo3pMuTe Ha ce0si TIOHYIO OTBETCTBEHHOCTh 3a CBOKO OLIMOKY
(6o 3a ommbKy Bariero cTpyKTypHOTro Tmojpaszenenus). [IpusHaiiTe, 4TO
Bbl ObI/T HETIPaBbI — PEIIUTe/IbHO U 6e3 oroBopokK. M30eraiiTe B KOHIE U3BUHEHUS
WCII0/Tb30BaTh C/I0Ba «HO» WU «ecin» («MHe oueHb >Kajlb, HO...»). OTO caMoe
«HO» UMeeT UETKUH MOATEeKCT: «Ha caMoM Jiesie s1 He »KaJero».



He yHmxKaiiTech, TIpHM3HaBalTe OLMOKM C UYyBCTBOM COOCTBEHHOIO
pnocrouHcTBa. He mopcTpauBaiiteck mof, cobecefHuKa, He pacchblnaiitech B
KomrutuMeHTax. O6si3aTesTbHO TIPeIJIOKUTe CrIocob, KaK MOYKHO BCE UCTIPABUTD.



[TPJIOXKEHUE Ne 2

K Cranzgapry
CTOII-®PA3bI
Ne Crtaus 1ieperoBopoB CTOII-dpa3ssl PekomeHiyembie
n/n (dpasbl (JerCcTBUS)
1 2 3 4
1. | IIlpuBeTcTBUE Ha! HasBaHue
Anno! AaMUHUCTpaLIUK ,
Cnymato! @®.1.0 (nmocnenHee — rpu
HaJIMY1H)
3apactu! Mobpoe ytpo!
[TpuBeT! Io6poIit 1eHb!
Ko 510? Kak g mory K Bam
Kro y arrapara? obparratbcs?
C keM 4 Kak Kk Bam nyuie
pasroBapuBaro? obparratbcs?

Ot1o TaTbsiHa
[TetpoBHa? Het?
Mapus ITetpoBHa? A
KTO?

Kypna s nomnarn (a)?

Bbl He Mor/iu Ob1
NoZicKa3aTh (HallOMHUTB)
MHe Bartie ums?
CkaxkuTe, MOXKaayucTa,
Kak Bac 30ByT?

Kak g mory Bac
Ha3bIBaTb?

Ha3zoBwuTe, nmoxkanyucra,
Baitie uMs 1 0TYeCTBO.
[IpencraBbTeCh,
roxkanyucra!

Mory s y3HaThb, C Kem
TOBOpPHO?

ByabTe 100pHI,
TIpUIJIacUTe,
TIOXKayUuCTa,

K TesiehoHy
TarpsanylleTpoBHy.
Mory s ycapIaTs
Mapwto IleTpoBHY?

Bac Gecriokour...

IT0...
MeHs 30BYT...
Mos pamunusi...




1 2 3 4
He ynenure v Bel Bawm ya06Ho ceifuac
MHe HeCKOJIbKO MUHYT | Pa3roBapuBaTh?

BpPEMEHHU?

2. | Obpaiienue

1o nos10BbIM
MpY3HaKaM (PKeHIIMHa,
MY>KUWHa, JeBYILKa,
MOJIO/ION UesloBeK),

[Io uMeHU U OTUECTBY
(mocnieiHee Mpy

Ha/uun). [1o umenu,
ec/iM caM cobeceTHHUK

(damunbspHoe TrpeCTaBUIICS TaK
(MMIOUKa, AYIIeHbKa,
roy0urK)
3. | HenocpenctBeHHO N3BUHAIOCE. .. N3Bunure. ..
pasroBop [Ipory mpoieHus. . .
[Ipocture...
A xe Bam yxe ckasan | [ToBTroputh

(a).
[ToBTOpSIO Bac enjé
pas.

vH(OopMaIuio elllé pa3
yéTye, pacII(PPOBLIBas
eé pu MoMOILH

CMHOHWMOB
He cTour! Pazpl 6b1u (Oyzem) Bam
Het ripo6siem! TIOMOUYb.

Bcerpa noxasnyiicra!

byzem pazel 0oTBeTUTH
Ha Ballli BOIIPOCHL.
Eciu y Bac BO3HUKHYT
BOIIPOCHI, TOKAJTyHCTa,
3BOHUTE

4. | 3aBeplieHue [Toka! o cBupanus!
reperoBOpoB JlagHeHbKO! Bcero xoporuero!
Hasaii 1o cBsizu! Bcero fnobporo!
Oi1, 51 He Tyja nonan! | VI3BuHUTe, 51 OIMOCS
(J1ack) HOMepoM
[TomHuUTE:

B cnoBe «3BOHMTH» y/lapeHUe HeTo/IBUYKHO — BCer/ja MajlaeT Ha OKOHUaHHe:
Mpi1 3B0HVM (T103BOHVIM)
Bei 3BoHUTE (1103BOHVITE)
Onu 3BOHST (103BOHAT).

A 3BoHIO (1103BOHIO)

Tr1 3BoH/I1IB (MO3BOHUI1IB)
OH (oHa) 3BoHUT (1103BOHUT)







