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O6paweHue NeHepanbHOro AMpeKkTopa

Yeaxaembie konneau u napmHepbl KomnaHuu OO0 « OMnurnic-yuHK»!

lMeped Bamu Kodekc kopriopamusHol smuku OOQO «3OMnusc-yuHK», 8 KOmopom
ymeepxx0eHbl rpasuria noeedeHus U npuHyuUrnsl eedeHus busHeca, npuHsimMble 8 Hawel KOM-
naHuu.

Mbi cqumaem, 4mo amu4yHocmb 6e0eHusi bu3dHeca sensemcs hyHOaMeHMOM
be3ynpeyHol penymauyuu Hawel KoMrnaHuu Kak pabomodamers u napmHépa.

Kodekc npedHasHa4vyeH Onsi ecex, kmo pabomaem e OOQO «3mnusnc-yuHK» u npeo-
cmaenisiem e2o uHmepech! 8 Poccuu u 3a pybexom. B e2o0 ocHog8e nexam Hawu mMuccusi u
UeHHocmu, 8bICOKUU rpogheccuoHanu3M, yeaxumesibHoe OMHOWEHUE K Kosreaam u rnapm-
Hepam, cmpozoe cobnodeHue mpebosaHuli 3akoHoOamesibecmea U 8HYMPEeHHUX rnoumuk
KomnaHuu, Hernpuemnemocms Koppynuuu u tobbix Opyaux He3aKkoHHbIX delcmeud.

Lna meHs, kak u 0ns Kkax0o20 compyOHUKa, crnedosaHue Kodekcy — amo Heombem-
niemoe ycriosue pabomesl, 0m Komopoz2o 3agucum dogepue nompebumened, pernymayusi Kom-
naHuu, a 3Ha4um, u ee ycriewHoe 005120CcpoYHoe passumue. Bmecme ¢ mem mol done u dorne
ecex pykosooumersiel — rnodasams rpumep 6e3yrnpedyHo20 rnosedeHusi u rnoddepxusams 8
Kosiriekmuge ammocghepy OmMKpPbIMO20 0bWEeHUs, 8 KOMOPOU MPUBEPXKEHHOCMb MpUHYUNam
3MuKu s:.81iemcs npuopumemom 8 irbol cumyauuu.

Hukoeda He npeHebpezalime npasunamu Kodekca u rnoMHume, 4YmMo ycriex
OOO «3mMnurnc-yuHk» 3agucum om Kax0020 U3 Hac. TOfIbKO COBMECMHbLIMU YCUMUSIMU Mbl
cMoxxem 0ocmuydb rnocmaerieHHbIx yesnet, obecriequms cmabuibHOCMb U pa3sumue Komra-
HuU.

C YeaxxeHuem
eHepanbHbil Oupekmop OO0 «3Amnunc-yuHK»
LbsyeHko [.A.
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1 BBegeHue

Kogoekc kopnopaTtuBHOW 3TUKkM (ganee — Kogekc) SBnseTcs BHYTPEHHUM OOKyMeEH-
TOM, obs3aTtenbHbIM Anda cobnogeHna scemmn coTpygHukamm Komnanmm OOO «3Omnunc-
UUHK» (Oanee no tekcty — KomnaHus).

Kogekc yctaHaBnvMBaeT NPUHLMMbLI U NpaBuna BeAeHUs Aes, BHELWHEro U BHYTPEH-
Hero obLeHns], a TaK XXe BHeLHero Buaa CoTpyaHuKoB, paspaboTaHHble Ha OCHOBaHUN 06-
LENPUHATBIX B LIUBUITM30BAHHOM MUPE MOParibHO-3TUYECKUX LIEHHOCTEN U CTaH4apTOB.

MpuBeneHHble B Kogekce npaBuna aenaTca 06s3aTtenbHbIMU ANs1 UCMOSNTHEHUS B NO-
BCceQHEBHOW »N3HU KomnaHun.

MpenoctaBneHue paboTbl B KOMNaHMM 1 BbINONHEHUE 3asBNEHHLIX NpU NpuemMe pa-
boTtogaTenem ob6s3aTeNbCTB SABMASETCA CBUAETENBLCTBOM JOBEPUS K KaKAoMY npuHsaTomy Co-
TpyAHuKY. COTpyAHMKN B CBOKO OYepeab Ha NPOTsKEHMM BCero nepmoaa padotbl B KomnaHmm
OepyT Ha cebsa OTBETCTBEHHOCTb 3a OCYLLECTBEHNE NpodeccnoHanbLHON AeAaTenbHOCTU Ta-
Knm obpasom, 4ToObl OHa cnyxuna Ha 6naro KomnaHuw.

LUenun n 3apaumn Kogekca

Llenbto Kogekca aBnsieTcsl ycTaHOBEHNE CTaHAAPTOB AEATENbHOCTU U NOBeAEHUS
CoTpyaHukoB KomMnaHum, HanpaBneHHbIX Ha yBenuyeHue npubbinn, coxpaHeHue penytaumm
KomnaHuun n ykpennenne nuaepckmx no3mumim Ha pbliHKe.

3agayn kogekca:

» [NpuHATME 1 oco3HaHne kaxabiM CoTpyaHukom KomnaHuu NMYHON OTBETCTBEHHO-
CTW nepep 3avHTEPECOBAHHLIMM CTOPOHaMK (Konsieramun, napTHepamMmu 1 akunoHepammn Kowm-
naHuM N T.4.) 3a Ka4eCTBEHHOE BbINOSTHEHNE CBOUX AOIMKHOCTHbIX 06s3aHHOCTEN.

» BbIiCTpauBaHue 1 nogaep)XaHue BHYTPEHHUX U BHELUHUX OTHOLUEHWW Ha OCHOBE
YBaXXEHUS U NOPAOOYHOCTW.

» [NoBblWeHne n coxpaHeHne goeepnda K KomnaHmm co CTOPOHbI 4enoBoro cooblue-
cTBa.

2 Muccusa n cTpatermyeckoe HanpaBneHue pa3sutusa KomnaHum

2.1 Muccua KomnaHuu

MponsBoacTBo BbicOkokayecTBeHHOro npoaykta OKCUOA LUMHKA ana pasnuyHbix
chep npMeHeHuUs.

Mbl NOCTOSIHHO COBEpPLUEHCTBYEM Hally NPOAYKLMIO U OTHOLLEHUS C NOTpebutensmu.
JlngepctBO — pe3ynbTaT HaWero passuTus U goBepus notpebutenen!

2.2 Ctparternyeckoe HanpasneHue pa3Butusa KomnaHumn

JInpgepctBO Ha POCCUMIMCKOM pblHKE OKCMAa LMHKa, 3aBoeBaHWe W nogaepxaHuve y
Halmx noTpebutenen cratyca 6e3ynpeyHoro NocTasLLUMKa BbICOKOKAYECTBEHHON MPOAYKUMA
N NONHOE yo0BNeTBOPEHME NX NOTPEOHOCTEN.

O6ecneyeHne 6e3aBapuiHON NPOU3BOACTBEHHOW OEATENbHOCTU, 300POBLIX U 6e3-
OnacHbIX YyCNOBUI TpyAa BCEX NUL, y4aCTBYIOLNX B 4eATENBHOCTU NPeanpUaTUS, a Takke Mu-
HUMU3aLMM BO3OENCTBUA HA OKPYXaloLLyto cpeqy.
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3 CtaHgapTbl AeNOBOro noBeaeHus

Bcem CoTtpyaHukam KomnaHuum, BHE 3aBUCUMOCTM OT YPOBHSI 3aHMMaeMOWN OOSKHO-
CTW, pekoMeHayeTCa NpUAepXKMBaTbCA Cneaywmnx cTaHg4apToB KOpNopaTMBHOro nose-
AEeHnS:

» crnepoBaTb OBLLENPUHATBIM 3TUYECKMM HOPMaM U NpaBuiaMm noBegeHus;

» [pencrtBoBaTtb B MHTepecax KomnaHun, gaxe ecrnm OHM pacxogsaTcsi C MIMYHbIMU UH-
Tepecamu;

» oTBeyaTb 3a CBOWM [JeNCTBUS, He nepeknagbiBas OTBETCTBEHHOCTb Ha
obcToaTenscTBa u/vnu gpyrnx CotpygHukos KomnaHuu;

» He HaHOCUTb CBOUMM AencteBusMn  wnn  6esgenctesnemM  (PUHAHCOBbLIN,
UMYLLIECTBEHHbIN, UMUIKEBbIA NN MHOK YyLLepb nHTepecam KomnaHum.

3.1 B3aumMooOTHOLWEHUs BHYTPU KOJNJieKTnuBa

» B obweHnn mexay CoTpyaHMKaMn MCMonb3yeTcs TONbKO YBaXUTENbHbLIN CTUSb,
T.K. Ana KomnaHum B paBHOW CTeneHn BaxeH Kaxabli COTpyAHMK BHE 3aBUCMMOCTU OT 3aHU-
MaeMOW OOIMKHOCTMW.

» Pa3BuTbIn KOMaHOHbLIN OyX SBASETCA APKON OTNIMYUTENBHOM YepTON Hallero Kos-
nektmea. Mbl paboTaem B atmocdepe B3anMOBbLIPYYKN U NOLAEPIKKN.

» MHeHune 1 npodeccrmoHanbHble MHTEPECH! KaXKA0ro MakCMMaribHO YYUTbIBaKTCH
npu NPUHATUM pelweHnin. B Hawen KomnaHum coBMeCTHO BbipaboTaHHOE pelueHne A0SMKHO
BbIMOMHATLCA KaXkKabIM.

» Kaxgomy CoTpyaHUKY NpegocTaBneHbl paBHblE BO3MOXHOCTM A5l KAYECTBEHHOMO
BbINOSTHEHUST CBOUX NPOdeCCUOHanbHbIX 06513aHHOCTEN U rapaHTMpOBaHa OANHAKOBO 0ObEK-
TMBHas OLEHKa ero paboTbl CO CTOPOHbLI PYKOBOACTBA.

» Kaxgbin COTpyaHWK UCNOSMb3yeT CBOU 3HAHWUA, YMEHUS, BHYTPEHHUE U BHELLUHWE
npodeccuoHanbHbIE U NNYHbIE CBA3M TONbKO BO 6naro KomnaHun.

3.2. BHelwWwHWe B3aMMOOTHOLLUEHMA C 3aunHTepecoBaHHbIMU CTOPOHaAMU

Halum oTHOLWEHMS € 3anHTEpPEeCOBaHHLIMW CTOPOHaMK CTPOSITCA Ha yBaXKEHUMU U YCIlo-
BUSIX B3aMMOBLIFOQHOMO COTPYAHMYECTBA U MaKCMMaribHOM BbINONIHEHUN 0693aTenbCTB.

B cny4ae HeBbINONMHEHUS YCNOBUW JOroBopa Kakon-rmbo 13 3auHTepecoBaHHbIX CTO-
POH, MpUOPUTET OTAaeTCs neperosopam nepen cynebHbiMu pasdbupaTtenscTsamu.

» B Hawen KomnaHum Mbl CTPEMUMCS K YCTAHOBEHUIO JOMNTOCPOYHbIX NapTHEPCKMUX
OTHOLLIEHMI C NOCNeayLWMM yryyLlleHNeM YCNoBUA COTPYAHMYECTBA.

» Kaxgbin CoTpygHuk KoMmnaHum opMeHTUpOBaH Ha YeCTHOe M nocreaoBaTesibHoe
BbINOSTHEHNE LOroBOPHbIX 06513aTenbCTB Nnepen 3akasdnkamu nnm icnonHutenamu.

» Mebl nocnegoBatenbHbl B MPUHUMAEMbIX HAMU PeLUEHUAX N OENCTBUAX N TOYHO
cobnogaem 3akoHogatenbcTBo Poccuiickon depepaumm, 3akoHOAATENBCTBO CTPaHbI-NapT-
Hepa, BHYTPEHHNE HOPMATMBHbIE AOKYMEHTbl KOMnaHum, HOpMbI U NpaBuia 4esioBON 3TUKN K
Kogoekc.

» YcTaHaBnmBasi OTHOLIEHNSA C HOBbIM NMOCTaBLUMKOM, Mbl MPOBOANM €ro NPOBEPKY,
4yTobbl Y6EeaNTLCA B €ro COOTBETCTBUN KpuTepuam KomnaHuw.
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3.3 Hopmbl noBegeHuns CotpyaHukoB KomnaHum

CTtabunbHOCTb pe3ynbTaTUBHOCTM paboTbl KomnaHum 3aBUCUT B paBHOW CTENEHU
OT Ka4yeCTBEHHOro MCNOMHEHUA KaxabiM COTpyoHMKOM CBOMX AOJIKHOCTHbIX 06s3aHHO-
CTeun.

Kaxgbin CoTpyaHuk KomnaHuu:

» [MoHMMaeT BnNusiHMe pesynbTaTa ero esTeNlbHOCTU Ha pe3ynbTaThl 4esATeNbHO-
cTn Bcen KomnaHum B LLeNOM, Ha OCHOBaHMUMN Yero MakCMManbHO OTBETCTBEHHO OTHOCUTCS
K BbINOJSTHEHUIO CBOEN paboThl.

» [obpocoBECTHO, CBOEBPEMEHHO N KQ4YECTBEHHO BbIMOSIHAET NOCTaBNEHHbIE EMY
3ajauun, He CHMXKaeT nnaHky TpeboBaHun k cebe n K KadecTBy cBoen paboThl.

» CobniogaeT KynbTypy NOBEAEHNSA U KyTNbTYpYy peyn BO BCex cutyaumsx (B T.4. B
KpavHe HeraTmBHbIX).

» fAsnaetca npeactasutenem KomnaHunm Besge wm Bcerga, noatomy obpawjaer
BHMMaHWe Ha CBOW BHELUHWI BUA U CTUIMb NOBEAEHUS.

» He nosBonsieT cebe kputukoBaTb KomnaHuio B NpUCYTCTBMM NOCTOPOHHUX ftO-
Aen, a Takke BO BHYTPEHHeEM obLeHnn ¢ Konneramu.

3.4 ObwecTBEeHHOoCTL, CMU

[octoBepHast n npeacTaBneHHass AOMKHbIM 06pa3om uHdopMauma o KomnaHun B
cpeAacTBax MaccoBoOW MHGOPMaUMK SBSIETCA 3anoroM co3gaHnst NpaBunbHOro mmnaka Kom-
naHUM Kak 0enoBoro napTHepa, pabotogartens u 1.4.

O6LweHne co cpeacTsaMm MaccoBOM MHOPMaUMKN AOMYyCKAaeTCA TOSMbKO YNOSTHOMO-
YeHHbIMY NpeAcTaBuTensaMm KomnaHum — coTpyaHukammn nogpasaenennsa YnpasneHue B cry-
Yyae, ecrnv Takas 3agada nocraBfieHa reHeparnbHbIM AUPEKTOPOM.

Ecnn B YacTHbIX B3anmooTHowweHusx ¢ CotpygHukamn npeactasutenm CMU obpa-
LaTCA 3a NonyYyeHneM gaxe He3HaunTenbHoM MHopmaLuumn, To ee cogepxaHune n gopma B
oba3aTenbHOM nopsiake AOMkHa BbITb cornacoBaHa ¢ reHeparnbHbIM UPEKTOPOM.

CoTtpygHukmn KomnaHum He gonyckatT pacnpocTpaHeHne HegoCToBepHon nHdopma-
LUK, UCKaXeHMs PaKkToB, NCNONb30BaHUSA CBEAEHWI NOMYyYEHHbIX B X04€ BbINOSIHEHNS CBOUX
cnyxebHbIXx 06513aHHOCTEN HE MO Ha3HAYEHUIO.

3.5 MNogapku 1 nHas BbIroaa

KomnaHusa gonyckaeT nonydeHne unu gapeHvue nogapkoB TOMbKO Mo criydato obuye-
CTBEHHbIX MPa3dHMKOB, NaMATHbIX AaT, bunees, AHen poxaeHus. CToMMOCTb nopapka
AomkHa ObITb onpaBaaHa NoBOAOM Y 0COOEHHOCTAMW AENOBbIX B3aMMOOTHOLLEHWIA.

B kauyecTtBe nogapka gernoBbiM napTHepam CoTpydHuku KomnaHuu OOMKHbI CTpe-
MUTbCS UCMONb30BaTb CYBEHUPLI, MpeaMeTbl U U3AENUsl, UMetoLLMe CUMBONNKY KomnaHuu.

CoTpyaHukam KomnaHum 3anpellaeTcs:

> NpUHUMAaTb NoOble BO3HArpaXaeHus B AeHeXHO dopme OT TPETbUX NNL;

> MPUHUMAaTb NOAAapPKN, KOTOPbLIE MOTYT ObiTb MHTEPNPETMPOBAaHbI KaK B3siTKa UM Noj-
Kyn;

> MPUHUMAaTb UNW 4apUTb AOPOrocTosLLME NOAAPKM N y4aCcTBOBATb B JOPOrOCTOSLLNX
npeacTaBUTENBLCKUX MEPONpUATUSX, 6e3 NpeaBapuTEeNbHOIO pas3peLleHnst PyKoBOAUTENS;

> paboTas ¢ rocyaapCTBeHHbIMU U MyHULMNANbHbIMM OpraHamMu 1 opraHu3auusmm, a
TaKKke C UX Cryxawmmm 1 paboTHMKaMu, HapyliaTb TpeboBaHMsa U 3anpeTbl HOPMaTUBHbIX
NpaBOBbIX aKTOB, KACAOLLMXCS OCHOBaHWI 1 NopsiaKa AapeHust NoaapkoB UMW OCYLLECTBIEHMUS
WHbIX BUOOB BO3Harpa)aeHus.
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HopmaTumeHas 6a3sa:

» [paxpgaHckun kogekc Poccuinckon epepauum (ct. 572, 575).

» ®epepanbHbin 3akoH oT 27.07.2004 Ne 79-903 «O rocygapCTBEHHOWM rpaXgaHCKOM
cnyx6e Poccunckon ®egepauymm» (n. 6 4. 1 cT. 17).

» ®epepanbHbi 3akoH 0T 02.03.2007 Ne 25-d3 «O myHuumnansHom cnyxbe B Poc-
curickon ®egepauuny (n. 54. 1 cT. 14).

» ®epepanbHbin 3akoH OT 25.12.2008 Ne 273-®3 «O npoTuBOAENCTBUMM KOpPpPYM-
unm» (N. 7 4. 3 cT. 12.1).

4 lenoBOU 3TUKET
4.1 BHelwHun BUA

Kaxxabin CoTpyaHuk Ha paboyem mecTte n BHe ero sisnsetca nuuom Komnanum. OT
nosegeHus kaxgoro CoTpyaHuka Ha pabovem MecTte, CTUNs B3aMMOLEWCTBUSA C AESOBbIMU
napTHepaMn 1 BHeLHero obnuka 3aBucuT penytauns KomnaHuu, a B KOHEYHOM uTore u pe-
3ynbTaTMBHOCTbL BM3Heca.

Ana nogaepxaHus obuwero umugxa KomnaHmm cotpygHukam pekoMmengyetcs cobnio-
AaTb HWXKE NepeyYncneHHble HOpMbl BHELLHEro Buaa:

- COTpyAHMKN OCHOBHOrO M BCMOMOraTenbHOro npovsBoAcTBa Ha paboyem mecTe
AOIMKHbI ObITb OAETHI B COOTBETCTBUMN C CYLLECTBYIOLUM 3aKOHO4ATENBCTBOM B 0611aCTK npo-
MbILLIEHHOM ©e30MacHOCTN, OXpaHbl Tpyaa WU BHYTPEHHUMU HOpMamu KomnaHum (cneuuwans-
Has ogexaa un obysb);

- OpUCHbIE COTPYAHUKN SOIMKHbI HOCUTb YUCTYIO U YXOXEHHYIO ofexay 1 obyBb 1 co-
onogaTth cnegyowme npasuna:

Ona MyX4mH Ons »eHLWwmnH
® KOCTIOMbI, Knaccuyeckne OplokM wunm o 10604YHbIE N BPHOYHbIE KOCTIOMBI, [PKUHCbI B
DPKMHCBI, pybaLuku; coyeTaHum ¢ brnyskamu, Xunetamu, Jxem-
e B fleTHee BpeMs roga [onyckaeTcs Ho- nepamu;
CUTb pybaLlUKM C KOPOTKUM PYKaBOM Mnun e nnaTtbe, capadaH CMNOKOMHbIX Kraccuye-
Nnono ¢ BOPOTHUKOM; CKNX TOHOB, AOSMKHbI NPUKPbIBATL NIieyn 1
e B XOrnoAHOE BpeMms roga ponyckaetcs CMUHY;
HOCUTb BOAOMNA3KN, XXUNeTbl, [KeMneps; e Tydnu, OOCOHOXKM (He p[JonyckaeTcs
e [10/MKHbl 6bITb BbIOPUTLI MMBO akKypaTHO 06yBb C HE3aKpenneHHbIMY 3agHNKamun);
noaCTpuXXeHHbIe ycbl/6opoaa. o  MaKUSXK He BPOCKUIA, COEePXKaHHbIN.
Ona Bcex
Henpuemnembim cuntaeTcs manuwek napgromepumm, 6pockne MacCuBHbIE YKpaLLEHUs!, CNOPTUBHAs
ogexnaa, HeonpsiTHasa npuyecka. BHewHun Bng cotpygHmka KomnaHum He JormkeH ObiTb Bbi3blBato-
LM U HEOPEXHbBIM.

YcTaHoBMEHHble TpeboBaHMsA K BHELLHEMY BMAY U hopMe oaexabl, peKOMEeHAOBaHbI
Ans cobniogeHus Bo Bce paboyme OHU 3a UCKMoYeHneM NATHMUBL. B naTHULY, a Takke B AeHb
oTbe3ga B KOMaHAMPOBKY, AOMYyCKaeTcs BbIXo4 Ha paboTy B oaexae cBoOOAHOro (Crnoptue-
HOro) cTunsa npw ycnoeun, 4to y CoTpyaHMKa He 3annaHMpoBaHbl AenoBble BCTpeun. Tpebo-
BaHUS K OTCYTCTBUIO OTKPbLITbIX NIieY, CNH 1 rNy0oKNX AeKosbTe OCTarTCs eauHbIMK NS BCEX
pabouunx gHen.
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4.2 NMncbMeHHasa KoppecnoHaeHUUA

®UPMEHHbIN CTUINb — OOUH U3 BaXKHENLUNX MHCTPYMEHTOB ANst POpPMUPOBAHUSA UMU-
Jxa KomnaHun.

Bcsa penosas gokymeHTauus KomnaHum CTpouTCH No eauMHbIM NpUHUMNam Ha OCHOBe
dupmeHHoro ctuna KomnaHmm, TpeboBaHMs K KOTOPOMY yKa3aHbl Ha CETEBOM pecypce 06-
wero goctyna U:\50-3 CMK-LBMAnL6om 6nankoB Npu cocTaBneHnn BHELWHENW U BHYTPEH-
Hen 4enoBon JOKYMEHTaUMN UCMONb3YHTCH ACHbIE U TOYHbIE BbICKa3blBAHWUSA, CUHTAKCUYECKN
N rpaMmaTUYECcKn NpaBuibHOE MPOCTOE U3FOXKEHNE.

O6Lwme pekomeHOauMm rno oYOPMIEHUIO OEMOBOro NUcbMa, Cry>KeOHOW 3anuckn u
T.0.:

» HaneyaTaHo Ha (pmpmeHHoM 6naHke Komnauuu, wpudT — Courier New, pasmep
wpudTa — 11 unm 12, He gonyckarTcst CBOOOAHBIN CTUSb U OLUNOKY;

» NMPOHYMEpPOBaHO, NpU HaNU4Yun AByx n bonee cTpaHul;

» TOH OOLLEHUST BEXITUBBIN, KOHKPETHbIN, KpaTKUM;

» CTUNnb TeKkcTa — opunumanbHO-4ENOBON CTUMb C MAKOHUYHbLIM, ACHBIM N TOYHbIM 13-
noXeHnem.

4.3 O6weHue no tenecoHy

YMeHne COTpyaHWKOB roBopuUTb MO TenedoHy ¢ Konneramv U OenoBbiMU napTHe-
pamMmn cnocobcTByeT co3gaHuo GnaronpuaTHoro BnevatneHms o Komnanum B uenom. B npo-
uecce TenedoHHoro obweHns CoTpyaHMKaMm pekoMeHOyeTCs PyKOBOLCTBOBATbCA Crenyto-
LMK NpaBunamMm 4enoBoro aTukeTa:

» OTBeYaTb Ha 3BOHOK He NO3JHee TpPeTbero 3ByKOBOro curHana.

» lNpexge yeMm HavyaTb HabupaTb HOMeEp, creayeT TOYHO onpeaennTb Lenb pasro-
BOpa, coctaBuTb NnaH 6eceabl. Mpu bopmynuposaHUM BOMNPOCOB UM OTBETOB HEOHBXOANMO
NCKMIOYUTb BO3MOXHOCTb HEOAHO3HAYHOIO UX TONKOBaHUA. Heobxoammo 3apaHee CnporHo3u-
poBaTb KOHTpaprymeHTbl cobeceHnKa 1 CBOU OTBETHI €MY, a Tak e BCe HeobxoauMble JOKy-
MEHTbI.

» [Nepen Havanom pasroBopa Heob6xoanMo obs3aTenbHO NPeacTaBUTLCS (NPU BHYT-
PEHHUX 3BOHKaxX — hamununsd, ums, nogpasgeneHne; Npyu BHELWHNX 3BOHKaX — hamunums, nms,
AOJDKHOCTb U Ha3BaHMe KOMMNaHun).

» B Hauane TtenedoHHOro pasrosopa HeobxoamMmo y3HaTb rOTOB N cobecefHuK K
pasroBopy.

» B cnyyae oTCyTCTBUS HY>KHOrO YenoBeka Heob6XxoaMmo y3HaTb, Korga criegyet ne-
PE3BOHNTb UM OCTaBUTb CBOU KOOPAUHATLI.

» Heobxoommo BHMMAaTENbHO crniywaTtb cobecegHuka n He OTBNeKaTbCa Ha gpyrue
TenedOoHHble 3BOHKM 1 BOMNPOCHI KOSner.

» BaxHO C yBaXXxeHMEM OTHOCUTLCH K BpeMEHM cobeceaHuka.

» Korga npuxogut BpeMs 3akaHumBaTb TeNedOHHbIN pa3roBop U NpowaTbcsi, Heo0-
XO4MMO NOABECTU KpaTKMN UTOM pasroBopa M crieqoBaTthb NpaBuiy: KTO NepBbIv Havar pasro-
BOP, TOT U AOJIKEH €ro 3aBepLunTb.

» Ecnu 3BOHAT BalLemy Konsiere, KOTOporo B JaHHbI MOMEHT HET Ha MecTe, NPUMUTe
Ansi Hero coodLleHue.

4.4 dneKTpoOHHaA noyTta

OcHoBHble NpaBusia ANEeKTPOHHOW NEPENUCKN:
» Heobxogmmo ob6a3atenbHO ykasbiBaTb TEMY MUCbMA;
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» BaxHO - BEXNNBO, KpaTKo M ACHO M3naraTb CyTb BONpoca/coobLueHns, pa3aensaTb
CyLLleCTBEHHbIE N BTOpOCTEeNeHHble aeTanu. O4HO NMCbMO — 0gHa TeMa;

» Heobxogmmo oTBevatb Ha NONy4YeHHOE NMCbMO B TedeHne paboyero gHs, B criyvae
OTCYTCTBUS Ha paboyem MecTe Mo NpUYMHE ANUTENBHOIrO COBELLaHWS, KpaTKOBPEMEHHOIO Bbl-
e3fna B ropof, He no3gHee 12:00 cnepytowero paboyero aHA. Ecnn CoTpyaHWK B HACTOSLWMI
MOMEHT He pacnosfiaraet Heobxoaumon MHdopmaumen, To B ykazaHHOE BPEMSA OH OOSTKEH
HanpaBWTb MMCbMO CO CPOKaMM NpeaoCTaBneHns MHOpMaLmK.

» [Npwu oTcyTcTBUN Ha paboyeM mecTe No npu4mnHe 6onesHn, KoMaHAMPOBKN, OTNYCKA,
HeobXxo4MMO MCNoNb30BaTb BO3MOXHOCTM NPOrpaMmMHOro obecneyeHns u ycTaHaBnMBaTb
«aBTOOTBET NPW OTCYTCTBMM Ha paboyeM MecTe» C ykasaHuem BpemeHu, koraa CoTpyaHuK
CMOXET pacCMOTPETb BXOASALLYIO 3NEKTPOHHYIO KOppeCcnoHAeHUno nmbo nHpopmauum o nuue
3amMeLLatoLem.

» Llenecoobpa3Ho coxpaHATb TEKCT NUCbMa, Ha KOTopoe criegyeTt OoTBeT, Y4Tobbl Co-
XPaHUTb CYTb NepPEnnCKN.

O6s3aTenbHO NCNONb30BaTb ANEKTPOHHYI0 NOAMNUCH B KOPNOPATUBHOM CTUME.

5 TpynoBas gestenbHOCTb BHe KomnaHuu

Komnanun npusHaet npaso COTPYAHWKOB 3aHMMAaTbLCA WHOW TPYAOBOW AeATeSbHO-
CTblo BHe KomnaHuu.

Mpw Hannyum TpygoBon gesatenbHoCcTU BHe KomnaHum CoTpyaHUK OOSMKEH:

» yBeAoOMUTb 06 3TOM HENOCPEACTBEHHOIO PYKOBOAUTENS;

» OCyLEeCTBNATb MHYI0 TPYOOBYIO AeATeNbHOCTb TOMbKO BO BHE paboyee BpeMms;

» ObITb YBEPEHHbBIM, YTO MHAsA TpyaoBasi AEATENbHOCTb HE BIIMSIET HA BbINOSIHEHME
UM OCHOBHbIX 06513aHHOCTEN, HE HAHOCUT yLLepb nMnaoxy n nHtepecam KomnaHuu;

» HE OCYLIECTBNATb OOMNOSHUTENBHYKO TPYAOBYHO OEATENbHOCTb B NMPOM3BOACTBEH-
HbIX, HAYYHbIX UJTM TOProBbIX KOMMNAHUSAX, UMELLUX OTHOLLEHWE K NPOU3BOACTBY, peanusaumm
LMHKOBbIX 6envn, unHKa, UMHKCOAEPKaLLEero Cbipbs M NPOAYKTOB Ha €ro OCHOBE wunv nobon
KOMMepPYECKOW, Hay4YHOM NN NPOEKTHOW AEATENbHOCTM B AaHHON cdepe.

» cobnogaTb NpaBuna KOHPUAEHUNANBHOCTU NHpOPMaLINW.

6 Ucnonb3oBaHue pecypcoB KomnaHuun
JTiobble pecypcbl KomnaHmm moryT 6bITb MCNOMb30BaHbI TONTbKO B pabounx Lensx.

CoTpyaHukam KomnaHum Heobxoammo:

» Wcnonb3oBatb obopyaoBaHue n pecypcbl KOMnaHuM TOMbKO ANS KayecTBEHHOro
BbIMOSIHEHUS CBOEro HEMNOCPEACTBEHHOIO dOyHKLMOHanNa.

» bepexHo obpaliaTtbca ¢ UMyLLEeCTBOM U TexHnkon KomnaHun.

» Wcnonb3oBaTtb Hagnexaiwmm o6pasom 1 3almiaTb KOMMEPYECKYH N TEXHUYECKYHO
MHGOpMaLNIo.

» CnepoBaTb UHCTPYKLUUAM, U3ITOXEHHBIM BO BHYTPEHHNX AOKYMEHTaX, KOTOpbIE MNO-
MoratoT npaBunbHO obpalatbes ¢ obopyaoBaHnem u pecypcamm KomnaHuu.

CoTpyaHukn KomnaHun He OOSMKHbI:

» KOHKypupoBaTtb ¢ KomnaHuen, HM caMOCTOATENbHO, HU B COTPYAHUYECTBE C TPETb-
UMK nuuamu;

» Hanpsimyto ansa cebs unu gnga TpeTbux NUL U3BrekaTb Kakyto-nmbo npubbinb, KOTo-
PYI MOXHO MONYYUTb C UCMNOSIb30BaHNEM pPecypcoB urnu nHgopmaumm KomnaHuu.

9
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Ncnonb3oBaHne pecypcoB KomnaHum He no npsiMoOMy HasHa4yeHuo MoXeT ObiTb pac-
CMOTPEHO KaK Kpaka 1 MOXeT NPUBECTU K YBOSIbHEHUIO UIN YrONOBHOMY npecreaoBanHuto Co-
TpyAOHuKa.

7 KoHnuKT nHTEepecos

KOHMANKT MHTEpecoB MOXET BO3HUKHYTb B CreAyloLnX crnyyasx:

» JlnyHbin nHtepec CoTpyaHuka npotnsopednt KomnaHmn.

» CoTtpygHuk KomnaHun npeanpvHMMaeT OeNCTBUSA NN MeeT MHTEepPEeChl, KoTopble
NpensaTcTBYOT ObiTb 0O BbEKTUBHBIMU, YECTHBIMU U 3PMEKTUBHBLIMM B BbINOSTHEHMN CBOUX MPO-
dreccrnoHarnbHbIX 0653aHHOCTEN.

» COTpPYOHUK UMW YfeHbl ero ceMbn NONYyYaroT HEMPaBOMEPHYHO NINYHYIO BbIroay 13-
3a nonoxeHus B KomnaHuu.

Mepbl no npegoTBpalleHuo KoHhNUKTa nHTtepecoB B KomnaHun

CoTpyaHuKM He BnpaBe coBepLuaTb AEUCTBUSA, BriekyLme 3a cobon BOZHUKHOBEHME
KOH(PNMKTa MHTEPECOB MNKN CO3AatoLme Yrpo3y BO3HUKHOBEHUS TAKOro KOHpNMKTa.

CoTpyaHunkn KomnaHumn obsi3aHbi:

» [encTBoBaTb TONbLKO B MHTEpecax KomnaHuu.

» WcknovaTtb BO3MOXHOCTb BO3HMKHOBEHUSI KOHGMMKTOB MeXay COOCTBEHHbIMU UH-
Tepecamu n nHTepecamm Komnanum.

» He ucnonb3oBatb cBoe CryXebHOe MONoXeHMe B NUYHbIX LENaxX (4ns nonyvyeHms
noAapKoB, BO3HArpaXgeHUsa uUnm nHblX Belrog ansa cedbst n4Ho nnun Apyrnx nuu, B TOM Yucne
B 06bMeH Ha nocTtaBky KomnaHuen npoaykuum, pabot unum ycnyr nmbo B obmeH Ha npegocTas-
neHve KoHpunaeHumnansHon nHgopmaumm m T..).

» Ecnuny CoTpyaHuka nnm ero 6rmMskmx cyLecTByeT Kakaa-nnmbo nmyLecTBeHHasa unm
bnHaHcoBas 3anHTEPECOBAHHOCTb B AEATENbHOCTM KOHKYPUPYIOLLE KOMNaHUN, (oUpMbI-Mo-
CTaBLUMKa UNKN 3akas4ymka, Heobxoammo coobuwaTtb 06 3TOM HENOCpeaCTBEHHOMY PYyKOBOAU-
Teno.

» [MpepoctaBnATb JOCTOBEPHYIO, MOSHYI0 N CBOEBPEMEHHYIO MHGOPMaLUIO AN one-
pPaTUBHOIO NPUHATUSI COOTBETCTBYHOLLNX PELLEHNN pyKoBOACTBOM KoMnaHuu.

Mepbl no yperynupoBaHuio KOH(NUKTa MHTepecoB B KomnaHuu

B KomnaHuu npuBeTcTBYeTCS yperynumpoBaHue KOHMIIMKTOB MPU MOMOLLM KOHCTPYK-
TUBHbIX NMEeperoBopoB. B crnyyae BO3HWKHOBEHMS KOH(NUKTA MHTepecoB Mexay CoTpyaHu-
kaMu 1 KomnaHuein, pacCcMoTpeHre CNopOB OCYLLECTBNSETCS BbILLECTOSLLMM PYKOBOAUTENEM.
Nuua, yyacTeytoLmMe B pacCCMOTPEHUN CMOPOB, AOIMKHbI ObiTb HE3ABMCUMbI OT NWL, y4acTBYHo-
LWMX B KOHGNMKTE. OHU He JOIKHbI BbITb NPSIMO UM KOCBEHHO 3aUHTEPECOBaHbI B pe3yrbTa-
Tax paspeLleHunst Cropos

8 Kommepueckasa TanHa u oxpaHa UHcpopmaumm

B KomnaHunm 3a60TaTCA 0 3almnTe KoHduaeHumanbHom nipopmanmm kak od ogHoOM 13
HeobXxoauMbIX YCNOBUIN NogaepXaHusi CTabMNbHOroO pasBUTUSE U KOHKYPEHTOCMOCOOHOCTH.
PasrnaweHue KoHuaeHUmMansHom nHopMaLnum MoXeT NPUBECTU K HAHECEHUIO CYLLEeCTBEH-
HOro MaTepuanbHOro U MoparbHoro yuiepba Komnanum.

CoTpyaHukn KomnaHun npuHmMmaroT Ha cebs oba3aTenbcTea:

» He pasrnawaTb CBeeHUd, COCTaBnsarLmMe KoMMmepyeckyto TanHy KomnaHum, KoTo-
pble eMy/en ByayT AOBEPEHbI UM CTaHYT U3BECTHbI NO paboTe;
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» He nepefasaTtb TPETbUM NMLAM M HE packpbiBaTb NyONMYHO CBEAEHWS, COCTaBNSA-
oLLmMe kKoMmepyeckyto TanHy KomnaHum, 6e3 cornacus BbILLECTOALLEro pyKkoBoaUTENS;

» BbIMOMHATbL OTHOCALIMECS K HEMY TpeboBaHMsS NPUKA30B, NHCTPYKLUUIN, MNONOXEHWI
no obecnevyeHnto COXpaHHOCTM KOMMepYeCKon TanHbl KomnaHuu;

» 000 BCcex crnyyasax HeCaHKLUMOHMPOBAHHOMO JOCTYyNa K MHopMaumm, SBnstoLencs
KOMMepYeCKon TanHOM UIN NOMbITOK MOCTOPOHHUX JIL, NOMYYUTb CBELEHNA O KOMMEpPYEeCKomn
TanHe KomnaHmm HemeaneHHo coobLaTth pyKoBOAUTESNO CBOEro nogpasaeneHms;

» COXpaHATb KOMMEPYECKYH0 TanHy TexX KOMMNaHUW, C KOTOPbIMU MMEKTCH LenoBble
OoTHoweHua KomnaHus;

» He UCnonb30BaTh 3HAHNE KOMMEPYECKOM TanHbl KomnaHum ons 3aHaTtna nwobon ge-
ATENbHOCTbIO, KOTOpPasi B KaYeCTBE KOHKYPEHTHOro AeNCTBUA MOXeT HaHecTu yuwepd Komna-
HWUW;

» obecneuynBaTb COXPAHHOCTb U HEAOCTYMNHOCTb AN TPETbUX NUL, ANEKTPOHHbIX, By-
Ma>KHbIX WU NPOYMX HOCUTENen NHopmaLunu,

» B Cflydae CBOEro yBOJSIbHEHMS, neped YXo4OM B OTMYCK, OTbe340M B ANUTESTbHYHO
KomaHampoBky (6onee 14 gHen) BCe HOCUTENW KOMMeEPYECKON TanHbl KomnaHum, KoTopble
HaxXOAWUSTUCb B €ro pacrnopsXXeHUU B CBA3M C BbINOSTHEHUEM UM CIyXeObHbIX 06593aHHOCTEN BO
Bpems paboTbl B KoMnaHuu, nepegaTb pyKOBOAUTENO CBOEro nogpasneneHus;

» 00 yTpaTe, HeoCcTaye HocuTenen KOMMep4YeCcKon TanHbl, yO4OCTOBEPEHUI, NPOonyc-
KOB, KIMOYEN OT PEXMMHbBIX NOMELLEHNI, XpaHUNuLL, cendoB (MeTannmyeckmx Wwkados), Nny-
HbIX neyaTen u 0 Apyrux aktax, KOTopble MOryT NPUBECTU K pasrfialleHn0 KOMMEpPYECKon
TanHbl KoMnaHuu, a Takke 0 NpuymHaXx 1 yCrnoBusX BO3MOXHOW yTEYKN CBEAEHUN HEMeLNEHHO
coobLaTb pyKoBOoAMTENO CBOEro noapasneneHns;

» [aBaTb NUCbMEHHblEe 06bACHEHMS agMUHUCTpaunn KomnaHum no BCeM BONpocam,
Kacatowmmcs obopoTa MHopmaumm, SBRASOLLIENCS KOMMEepPYeCKon TanHOW, Kak B nepuos pa-
60TbI, Tak U nocne yBonbHeHUs. COTpPYAHMK AaeT cornacue Ha npoBefeHne YCTaHOBMEHHbIX
B KomMnaHun meponpusaTnin no CObnioaeHnto pexxmma CoXpaHHOCTM KOMMEPYECKON TamHbI.

CoTtpygHukn KomnaHum gosmkHbl cobnogaTte KOHUAEHUMANbHOCTb MHAOpMaLumm o
Tex nop, Noka nHpopmaums, cTasllas eMy U3BECTHOWN, He nepecTaHeT ObiTb KOMMepPYECKON
TaNHOW.

PasrnaweHue koHpuageHumansHon nHpopmaumm MoxeT noBreYvb 3a cobon crneayto-
LLIYtO OTBETCTBEHHOCTb:

» YronoBHYI0;

» aQMUHUCTPATUBHYIO;

» rpakgaHCKO-MpaBoBYIO;

» WHYKO OTBETCTBEHHOCTb, NPeayCMOTPEHHYD HOPMAaTUBHLIMU NPAaBOBbLIMU aKkTamu
P®, B Buae nuweHunsa ceoboabl, AeHeXHoro wrpada, 06493aHHOCTM MO BO3MeLLeHUIO yulepba
KomnaHum (ybbITKOB, ynyLLEHHOW BbIroAbl M MOpPanbHOro yuiepba) n opyrnx HebnaronpusiTHbIX
nocneacTeun.

9 NpumeHeHne Kogekca

9.1 Co6noaeHue Kopgekca

Ctporoe cobniogeHvne gaHHoro Kopekca ob6szatenbHo gns Bcex COTpyOHMKOB,
HEe3aBMCUMO OT MOJIOXKEHMUSI N 3aHUMaEMOW JOSMKHOCTM B KoMmnaHuu.

Ecnn y CoTpyaHuka ecTb BONPOCHI MO NPUMEHEHMIO HOPM U NpaBun Hactosuwero Ko-
AeKca OH MOXeT 00paTUTBLCA 3a KOHCYNbTaLMen K CBOeMY HENOCPEACTBEHHOMY PYKOBOAUTENIO,
nmbo K 3aMeCTUTENNO reHepanbHOro AMpekTopa no nepcoHany. MNpu obpawernn kK 3amecTutento
reHeparibHOro aMpeKkTopa no nepcoHany B o6omx cnyyasx CoTpyaHUKY rapaHTUpyeTCs COXpaHe-
HMe KOH(MAEHUMANbLHOCTW.
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Jlvuo, nony4mBLlee obpalleHne, 06893aHO NPOBEPUTL €ro JOCTOBEPHOCTb CaAMOCTOS-
TenbHO NMBO C NpUBNEYEHNEM COOTBETCTBYHOLLMX CIYKD, HE HapyLlas nHTepecos CoTpyaHuka,
coobLumBLLErO O AaHHOM hakTe. Ecnm coobuieHHble dhakTbl NOATBEPXKAAKTCA, MaTepuanbsl 06
3TOM W pekoMeHAauMu Mo noeoay AanbHEMWMX OEeWCTBUMA NepenaroTcs COOTBETCTBYHOLLEMY
AOMMKHOCTHOMY nnuy Komnanuu.

Ecnu BbISIBNEHHbIN (hakT CBsI3aH C HapyLUEHWEM 3aKOHOOATENbCTBA, TO AOIMKHOCTHOE
nmuo obs13aHO nepegaTb MHGOPMaUUIO B COOTBETCTBYHOWME opraHbl KomnaHuu. B cnyyae go-
CTOBEPHOCTWN CBEAEHNN O COBEpPLUEHUN OENCTBUN (Mnn 6e30eNCTBUSA), UMEIOLLMX MPU3HAKK
YrOfIOBHOrO UNY agMUHUCTPATUBHOIO NpaBOHapyLweHud, nHgopmaums ob aTom nepepa-
eTCsa B NpaBOOXpPaHUTENbHbIE OpraHbi.

B cnyyae 4OCTOBEPHOCTYM 3asIBEHUS, KAXKA0OMY 3asiBUTESTIO rapaHTUPYHTCS KOHU-
AeHLManbHOCTb MHpOpMaLmKM O (hakTe ero 3asiBNieHUs U OTCYTCTBUE Kakoro 6bl To HY Bbino npe-
cnepoBaHus. Ecnn obpalleHue Gbino caenaHo ¢ Lenbio pacnpoCcTpaHeHMs NOXHbIX CBeAEHUN
nmbo 6yneT yctaHoBMeH hakT CcoBepLUEHMS NpaBOHapyLUeHUs1 caMUM 3asiBUTENEM, K HEMY
MOryT BbiTb MPUMEHEHbI COOTBETCTBYIOLLNE MEPLI OTBETCTBEHHOCTMU.

9.2 Cucrtema ucnorsriHeHus

OTBETCTBEHHOCTb 3a OpraHM3auuio U OCYLLEeCTBIIeHME KOHTPOMSA 3a BbINOSHEHUEM
TpeboBaHunm Kogekca, BHECEHME B HEFO LOMOMHEHUA U UBMEHEHNIN BO3NaraeTca Ha:

»  [eHepanbHoro aupekrtopa KomnaHuu;

»  3amMecTuTens reHepanbHOro AMpeKTopa no nepcoHany;

>  Bcex pykoBoauTtenen nogpasgeneHunn.

FeHepanbHbIN aMpeKkTop yTBepXaaeT Kogekc npukasom rno KomnaHuun, nameHeHus
N OOMOSHEHUSN K HEMY, a Takke onpeaenseT OCHOBHbIE HANpPaBiEHUs peann3aunm nonoxe-
HUM Kogekca n KOHTponupyeT obwme pesynbTaThl €ro BHeAPEHNSA U NPUMEHEHMUA.

3amecTuTtenb reHepanbHOro AUMpeKTopa no nepcoHany opraHu3yeTt geatenb-
HOCTb MO peanu3aumu nosioxeHnn Kogekca, paspabartbiBaeT pekomeHgaumm ans pykosognte-
nen n OOMKHOCTHBIX nNuy, KomnaHum B cdpepax, OTHOCALLMXCS K LeNOBOW 3TUKE, KOHTpONupyeT
BbINONHeHne TpeboBaHn Kogekca. PelueHnsa 3amectutens reHepanbHOro AMpekTopa no nep-
COHarny HOCAT pekoMeHAATENbHbIN XapakTep M npegHasHaveHbl Ans NpopaboTkM BO3MOXHbIX
peLleHn U UHbIX AEACTBUA PYKOBOAUTENSIMWN N OOSDKHOCTHBIMK nnuammn KomnaHuu.

10 3aknunTtenbHbIe NOJIOXEeHUSA
10.1 NMpuHaTue Kopekca

MpuHaTHe, nameHeHne nnu gononHeHne Kogekca HaxogaTcs B koMneTeHumn 'eHepanes-
Horo gupektopa Komnanun. MNepea npuHsatuem Kogekca ero Npoekt obcyxaaetcsa B nogpas-
aeneHunax KomnaHuu. Bce nocTynuBLIMe 3amedaHnsa n NpeanioxXeHnss paccmartpmBatotca 3a-
MeCTUTENeM reHeparbHOro gMpekropa no nepcoHarsy, KoTopbin NpeacTtaBnaeT COOTBETCTBY-
owmne pekomeHgaumm leHepansHoMy aupekTopy. Kogekc npuHumaeTcs ['eHeparbHbIM gnpek-
Topom KomnaHun, nocne 4ero paccolinaetca Bo Bce nogpasgeneHns Komnanmn. TekcT Ko-
Aekca pasmellaeTcda Ha cante www.empilszn.ru.

10.2 U3ameHeHUe u gononHeHune Kogekca
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Bce npeanoxeHus no nameHeHuto 1 gononHeHunto Kogekca HanpaBnsoTcs COTPYA-
HMkamu KoMnaHum pykoBOAMTENSIM CBOUX NoApa3AeneHunin unu 3amecTuTernto reHepanbHOro
AvpekTopa no nepcoHany. [laHHble NpeanoxeHns n3y4yatoTcsi, CUCTeMATU3UPYIOTCS, paccmaT-

puBalTCH M BMOCNEACTBUN NPEeOCTaBNATCS ANA pacCMOTPeHNUs 'eHepanbHOMY OUPEKTOpPY
KomnaHuu.
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