goKYMenTh! NAMATKA
SR OBMEHA OENOBbLIMX NOOAPKAMU
# MyHHLIMNANbHbIE YCIYTH 1 3HAKAMW OENOBOIMo roCTENPUMMCTBA

1.1. Jansan MamaTtka oBMeHa AernoBbiMWA NOAAPKAMW W 3HaKaMW [EernoBoro rocTenpuumcTea paspaboraHa Ha
ocHoee ®epepanbHoro sakoHa Poccuiickoii ®enepauun ot 25 aekabps 2008 r. Ne 273-03 «O npoTUBOAEWUCTBUN
KOPPYNUMWA» W ONpeaenseT eanHbie ANA Beex paGoTHUKOB yupexaeHns TpeGoBaHUA K AAPeHMIo U NPUHATUID AeNOBbIX
NOAAaPKOB.

1.2. PaGoTHUKaM, NPEACTABNAIOLUM UHTEPECH! YUPENKAESHNA UN ASNCTBYIOLLIMM OT €ro UMEHUW, BaXHO NOHUMATDL
rpaHWLIbI AONYCTUMOrO NOBEAEHUS Npu 0GMeHe AenoBbIMW NOAAPKaMK U OkasaHii AENOBOro rocTenpuMMCTBa.

1.3. YuypexaeHWe WCXOAUT W3 TOro, YTO [IONTOBPEMEHHbIE AENOBLIE OTHOLIEHWS, OCHOBLIBAIOTCA Ha AOBEPUM,
B3aWMHOM YBaXKEHWK, yCnexe YupexaeHus.

OTHOLUEHUS! NPYU KOTOPbIX HAPYLIAETCA 3aKOH W NPUHLMMLI AENOBOW ITUKW, BPEAAT penyTauun yupexeHus n
YECTHOMY UMeHMN ee paBoTHUKOB U He MoryT oBecneunTs YCTOAYMBOE AONTOBPEMEHHOE pasBuThe YupexgeHusn. Takoro
pofa OTHOLLEHUS He MOTYT GbiTb NPUEMNEMBI B NPaKTUKE PaboThbl yHpeXaeHUA.

1.4. LlenamMun HacToALEN NAMATKA ABNAIOTCA!

- oBecrneueHue eaMHOOBPasHOrO MOHWMAaHWA PONKM W MecTa AeroBbiX NOAAPKOB, AENOBOTO rocTenpuMMCTBa,
NPeACTaBUTENLCKUX MEPONPUATUN B AenoBOI npaktuke MOLL;

- MWHAMM3MDOBAHWE PpWCKOB, CBA3AHHLIX C BO3MOXHbIM 3noynotpeGnexvem B ofnactu noaapkos,
NpeAcTaBNTENbCKAX MEPONPUATUA,

- noaaepkaHue KynbTypbl, B KOTOPOW AENOBble MOAApPKW, AENoBOE roCTEnpuUUMCTBO, NpeAcTaBUTeNbCkue
MEPONPUATUA PACCMaTPUBAIOTCH TONLKO KaK MHCTPYMEHT ANsA YCTaHOBMNEHWA U NoAAEpPKaHUA NeNnOBbIX OTHOLLEHWUIA 1 KaK
nposeneHue oGLIENPUHATON BEXNMBOCTU B XOAE BeAeHUA AeATeNbHOCTU FAY HCO M®L.

NPABUNA OBEMEHA AENOBbLIMW NOQAPKAMU
W 3HAKAMW QENOBOIO MOCTENPUMMCTBA

2.1. PaBOTHWUKY YYpeXaeHWs MOryT nony4atb AenoBble NoAapki, 3Hakv AEnoBoro rocTenpuuMMcTBa TONbLKO Ha
0(hULMANbHLIX MEPOTNPUSATUSAX, ECNM 3TO HE NPOTUBOPEYMT TPEGOBAHMAM aHTUKOPPYNUIMOHHOTO 3aKoHOAaTenbCTea
Poccuiickoii deaepauunu, NOKanbHbLIM HOPMaTUBHBIM aKTaM Y4pexaeHus.

2.2. Mopapku W YCnyri, NPUHUMAEMBIE W NPEJOCTaBNAEMbIE YUPEXAEHWEM, NEPEAAITCA U NPUHUMAIOTCA TONLKO
OT UMEHU YupeKAeHWs B LIENOM, a He Kak NoAapok unu nepepaya oT OTAENbHOro pa6oTHUKa YupexaeHus.

2.3. MNpwv B3aMmopaeicTBAM C NULAMK, 3aHUMAKLLUMU AOMKHOCTU rOCyAapCTBEHHONM (MYHULMNANbHOA) cryxGbl,
cnepyeT pyKOBOACTBOBATLCA HOPMamu, PEerynupylolMmn STUYEcKMe HOpMbl W Npasuna cnyxebHoro noeeAeHWs
rocyAapCTREHHBIX (MYHULMNANLHBIX) CNyXalluuX.

2.4. [lenosble nopapku, NoAnexaliue AapeHWIo, W 3HaKW [enoBOoro rocTenpuMMCTBa, KOTOpbIe paboTHUKK
YupemaeHus 0T UMeHN YUpexaeHUs MOTYT nepesasaTb APYrUM SULEM U OpraHvsauvaM, Winu NpuHAMaTs ot UMEHU
YupekaeHus U ApYrvX N M OpraHu3aLMi B CBA3W CO CBOEW TPYAOBOW AEATENLHOCTLIO, @ TakKe NPeACcTaBUTenbekne
pacxo/ibl, B TOM YMCINE, Ha AENOBOE roCTENPUAMCTEO U NPOABMKEHUE YUPEXKAEHNS, KOTOPbIE paGoTHUKKU YupexaeHus oT
UMEeHMN YUpexaeHUs MOTyT HECTH, A0MKHBI OAHOBPEMEHHO COOTBETCTBOBATL CNEAYIOLIUM KpUTEPUAM:

- BbITb NPAMO CBA3aHbI C YCTABHBIMUA LIENAMU OEATENBHOCTM YUpeXaeHus, Hanpumep, ¢ obLeHaluMoHanbHbIMK
npasaHukamu (HoBLIN roa, 8 mapTa, 23 (eBpans, AeHb POXAEHUA NPEANPUATURA, AeHb POXAEHUA KOHTAKTHOTO NiLa co
CTOPOHbI KNUEHTA);

- BbITb pasyMHO 06OCHOBaHHLIMY, COPasMEPHLIMU U He ABMATLCA NPeAMETaMn POCKOLLK,

- CTOMMOCTb NoAapka He MoXeT npesbilwate 3000 (Tpex Thicad) pybneit;

- pacxo/bl AOMKHEI BbITb COTNaCcoBaHbI C PYKOBOAUTENEM YUPENAEHUA UM ANPEKTOPOM tunuana;

- He NpeacTaBnATL coBOI CKPbITOE BO3HArpaXaeHUe 3a ycnyry, AeHCTBUe N BGespeicTBMe, NONYCTUTENBLCTBO
WX NOKPOBUTENLCTBO, NPEAOCTaBNEHVe NPaB UMK NPUHATUE ONPeAENeHHbIX peLueHuii NGO NonbITKY OKas3aTb BNUAHWE
Ha nonyyaTens ¢ MHON HE3AKOHHOW UK HEITUYHOW LIENbIO;

- He co3AaeaTh ANA nony4atens 06s3aTenbCTBa, CBA3AHHbIE C €ro AOMKHOCTHBIM NONOXEHNEM UMK UCMONHEHNEM
UM cnyxeBHbIX (AOMKHOCTHBIX) 0BA3aHHOCTei;

- He cO30aBaTb PENyTALMOHHOrO pUCKa ANs y4YpexaeHus, paboTHWKOB W WHBIX MWL B Cry4ae packpbiTvA
MHhopMaLIMM O COBEPLUEHHBIX NOAAPKaX U NOHECEHHBIX NPeACTaBUTENLCKUX PACXoAaX;

- He nNpPOTUBOPEUUTb NPUHLUMNaM WU TpeGoBaHWAM AaHTUKOPPYNLIMOHHOIO 3aKOoHOAATENbCTEA Poccuiickon
denepaLui, aHTUKOPPYNLUMOHHOW MOMUTUKKA YupexaeHus, Koaekca aTvku v cnyxe6Horo noBefeHvs, a Takke OpyruM
NoKanbHLIM aKTaM yupexaeHus 1 o6LWenpuHATLEIM HOpMam Mopany 1 HpaBCTBEHHOCTU.

2.5. [enosble nojapku, B TOM 4YACNe B BUAE OKasaHWA YCnyr, 3HaKOB 0coBoro BHUMaHWA W y4yacTva B
pa3sBneKkaTenbHbIX 1 aHANOrMUHbIX MEPONPUATUAX HEe AOIKHbLI CTABUTL NPUHUMAIOLLYIO CTOPOHY B 3aBUCMMOE nonoXxeHue,
NPUBOAMTL K BO3HUKHOBEHMIO KakuX-n6o BCTpeuHbIx 06s3aTensCTe CO CTOPOHbI MoMny4aTens Wi okasbiearb BMUAHKE Ha
06BEKTUBHOCTL €ro AenoBbIX CYXAEHWA U PELUEHUA.
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2.6. AnA ycTaHoBNeHUs U NOAAEDXKAHWA NeNOBbIX OTHOLIEHUA W Kak NposBneHue obLenpuHaToi BeXNMBOCTY
PaBOoTHUKM YUPEXAEHWUA MOTYT NPE3eHTOBATh TPETLUM Nuuam K1 nony4atb OT HUX NpeAcTaBUTenbeckve noaapku. Mog
MPEeACTaBUTENbCKUMIW NOAAPKaMM MOHUMAIOTCS CyBEHWUPHAs NPOAYKLIUA (B TOM YHCNE C NOTOTUMNOM yJpexaeHws), LUBeThl,
KOHAMTEPCKWE W3AENWUA U aHANOTMYHASA NPOAYKLMS.

2.7. MNpu nony4eHun AenoBoro Nojapka UNK 3HaKOB Aenoeoro roctenpuumcTea paboTHUK yupexaeHus obasaH
NPUHATL MEPbI NO HEAONYLLEHWUIO BOZMOXHOCTH BO3HUKHOBEHUA KOHGNUKTA WHTEPECOB B COOTBETCTBUM C [onoxeHuem
O NPeAoTBPALLEHUNA U YPErynMpOBaHWUM KOHC(NUKTA MHTEPECOB, YTBEPXIOEHHbIM JOKanbHEIM HOPMaTUBHLIM AKTOM
yupexaeHus.

2.8. lNpaea 1 o6sa3aHHOCTM paBoTHUKOB yupexaeHus npu o6MeHe AenoBLIMU NOAAPKaMUA U 3HAKAMU [enoeoro
rocTenpuMmcTea.

2.8.1. PaboTHuku, npeacTaenss uHTepecsI YYPEXAEHUA NN AEHCTBYSA OT €10 UMEHM, AOMKHBI MOHUMATL rPaHULIbI
AONYCTUMOro noseAeHUs Npu obMeHe JenoBbIMW NoAaPKaMM U OKasaHWUM OenoBoro rocTeNnpUMMCTBA.

2.8.2. PaboTHUKN yupexaeHus Bnpase A8pWUTb TPETLUM fNMUAM M NOMy4aTb OT HUX [EnoBble NoAapKu,
OpraHU3OBbIBATL U y4acTBOBaTb B NPEACTABUTENLCKUX MEPONPUSTUSIX, €CNU 3T 33KOHHO, 3TUYHO W JenaeTcs
UCKNIOYUTENLHO B AGNOBBIX LENAX, ONpeaeneHHbIX HacTOALLEN NaMsITKON.

2.8.3. CTOMMOCTb M nNEpUOAUYHOCTL ABPEHUA U NONy4YeHUA [EroBblX NOJAPKOB W/MNM  yyacTUA B
NPEACTABUTENLCKUX MEPOMPUATUAX OAHOTO U TOTO e TPETLEro NULA AOMKHBI onpeaenATLCA AenoBoi HeoBXOAUMOCTbIO
U GbiTb pasyMHbIMU. [MpuHUMaeMble Aenosbie NOAAPKA U [OEnoBoe FOCTENPUUMCTBO HE AOMKHbI NPUBOOUTL K
BOSHWUKHOBEHWIO Kakux - NGO BCTPEYHbIX 06A3ATENLCTB CO CTOPOHbI nonyJyaTtena Wwnu okasblBaTh BNWAHUE Ha
06BEeKTUBHOCTL €ro JenoBbIX CyXKASHWI 1 peLueHuiA.

2.8.4. MNpu nobbIX COMHEHUsX B MPaBOMEPHOCT WNU 3TUMHOCTU CBOMX AeiCTBWMI paBoTHWUKW YupexaeHus
o6s13aHbl NOCTaBUTL B U3BECTHOCTL PYKOBOOUTENS/AUPEKTOPA YYpEXACHUA U NPOKOHCYNLTUPOBATLCA C HUMK, Npexae
HEM AapUTb NN NnonyyaTts NOAAPKMA UNW Y4aCTBOBATh B TEX UMM WUHBIX NPEACTABUTENLCKUX MEPONPUATUSX.

2.8.5. PaBoTHWKN yupexaeHus He BNpaBe UCNonb3oBaTb CnyxeGHOe NONOXKEHWe B NWMYHLIX LiensX, BKAKYas
Ucnonb3oBaHWe UMyLLECTBA YUPEXOeHUs, B TOM Y1che:

- ANA NONYYEHMA NOAAPKOB, BO3HArPaXAeHUA W MHLIX BbIrod ANs ce6s NU4YHO U Apyrux nuy B o6MeH Ha oKkasaHue
YHPEXKAEHMEM Kakux-nbo ycnyr, ocyllecTeBneHusi NnuBo HeOoCyLeCTBreHus onpegeneHHbIX AEWCTBUWA, Nepenayu
MHbopMaLMK, cocTaBnsaLLei NpoieCCHOHaNLHYIO TalHY;

- ANA NONYYeHNA NOAAPKOB, BOSHArPaXAEH!s U UHbIX BbIroA ANns ceBsa NUYHO U ApYruX nuy B npoLiecce BeaeHUa
AEN YYPEXKAEHUA, B T. Y. KaK 0, TaK U NOCne NPOBEAEHUS NEPErOBOPOR O 3aKMIOYEHUM rpaXaaHCcKo-NpaBoBbIX 4OTOBOPOB
W WHbIX COENOK.

2.8.6. PaboTHMKaM yupexaeHus He pekoMeHayeTcst NpUHUMATL UNKM NepeaaBatb noaapkk Nubo ycnyrm B nioGom
BWAE OT TPETbUX WL B kauecTe GnarofapHOCTH 3a COBEPLUEHHYIO YCNYTy UMM AAHHBIN COBET.

2.8.7. He ponyckaeTtcs nepesasats u npuHUMaThH noAapku oT yYpexaeHvn, ero paboTHUKOB W NpeACTaBUTENEN B
BUAEG AGHEXHBLIX CPEACTB, Kak HanW4HbIX, Tak W Ge3HanNUuYHbLIX, HE3ABUCMMO OT BamiOThl, a TakKe B thopme akumiA,
ONUVOHOB UNKN UHLIX NUKBUAHBIX LiEHHbIX Gymar.

2.8.8. PaBGoTHUKM yupexaeHWs AOMKHbI OTKA3LIBATLCA OT NPeAnoXeHWH, Nony4yeHUs NoJapKOB, ONNaThbi WX
Pacxo/oB U T.N0., koraa nofoGHbIe ASWCTBUA MOTYT NOBNMATL UNWU CO3AATHL BNEYATNEHWE O BIUSHUM Ha WCXon CAENKM,
PE3ynbTaT NPOBE/IEHNS TOProB, Ha NPUHUMaeMbIe YUpeXKaeHUEM PELLEHUS U T.4.

2.8.9. ADIMUHUCTPALMS YUPEXOEHUA He npuemneT koppynuuu. Moaapkn He AoNXHLI BbITh UCNONL30BAHBI ANS
Aa4n/nonyveHnA B3ATOK UMK KOPPYNLIMK BO BCEX ee NPOSBNEHUSAX.

2.8.10. B kavectBe nogapkoe paBGOTHWMKM yYPeXaeHWA OOMKHbI CTPEMUTLCA WCMONb30BaTh B MaKCUMAanbHO
AONYCTUMOM KONMYeCTBE Cry4aes CYBEHWUPLI, NPEAMETbI U M3AeNUs, UMEIoLLMe CUMBONUKY YupexaeHus.

2.8.11. MNopapku W yCnyru He JOMKHbI CTaBUTL noJ COMHEHWEe UMUK UMK AeNOBYIO PENYTAaLMI0 YYPEXAEHUs unu
ee pabotHuka. PaBoTHuk yupexaeHus, nonyuMBlLUMA  fenoBoid  nogapok, o6ssaH  coobWMTe 06 3TOM
PYKOBOAWUTENIO/AVPEKTOPY YYpexaeHuA/hunmana.

2.8.12. PaBoTHUK yupexaeHus He Bnpase npeanarate TPETbUM NMLIAM UMW NPUHUMATL OT TaKOBLIX NOAAPKM,
BbIMNaTL!, kOMNeHcauu M TOMy noAoGHOEe, HECOBMECTUMbIE C MPWHATON NPaKTUKONA AENOBbIX OTHOLUEHWUW, He
oTeevalolue TpeGoBaHUAM XOPOLLEro TOHa, CTOMMOCTLIO Bhiwe 3000 (Tpex TeicAy) pyGne unu He COOTBETCTBYIOLUME
3akoHy. Ecnu pabothuky Yupexaenus npegnaraiotcs nogo6Hsie NoAapK! UNK AeHbIW, OH 06A3aH HeMeIeHHO CooBLLUTL
06 aTom pykoBoauTento/aupekTopy Yupexgenus/chunuana.

2.8.13. PaBoTHUK yupexaeHusi, KOTOPOMY NpU BbINOMHEHUH AOIMXHOCTHBIX 06A3aHHOCTE NpeanaratoTCA Noaapku
UINU UHOE BO3HArpaXeHWe kak B NPSIMOM, Tak W B KOCBEHHOM BUAE, KOTOPbIE CNOCOBHbI NOBNMATL Ha noagroTaeBnuBaemeie
W/vnn NPUHUMAEMbIE UM PELLEHUA UMW OKA3aTh BNWAHUE Ha ero feiicteun (GespeiicTene), JOMKEH:

- OTKa3aTbCH OT HAX U HEMEAIEHHO YBENOMUTL CBOEIO HEMOCPECTBEHHOrO HayanbHUKa O thakTe npeanoxeHus
nogapka (Bo3HarpaxzaeHus);

- M0 BOSMOXHOCTW MCKNIOYUTL AanbHENLINE KOHTaKTLI C NTULIOM, NPEANOKVBLUMM NOAAPOK UK BO3HarpaxgeHve,
€CIN TONbLKO 3TO He CBA3aHO CO CNyXeBHON HeoBXOAUMOCTBIO;

- B Chy4ae, ecnv nofapok Unu BosHarpaxaeHue He NpeACTaBNAETCS BOIMOMHBLIM OTKNOHUTL MW BO3BPAaTUTL,
neépeaate ero C  cooTeeTCTBYIOWEHA  CnyxeGHOW  3anucKOl  ANA  NMPUHATUS COOTBETCTBYIOLLMX  Mep
PYKOBOAUTENIO/AVPEKTOPY YupexaeHus/(unmana n npoAcmKvTL paGoTy B yCTAHOBNEHHOM B YupexaeHUu nopsaKe Haj
BOMPOCOM, C KOTOPbIM Gbin CBA3aH NOAAPOK UNW BOSHarpaXaeHue.

2.9. B cnyyae BOSHWUKHOBEHUA KOHNUKTA MHTEPECOB UMW BO3MOXHOCTY BO3HUKHOBEHMS KOHhNUKTa UHTEpecoB
MpU Nony4eHui AeN0BOTo NoAapKka U 3HaKoB AEMOBOTO FrOCTENPUUMCTBA PaBOTHUK yupexaeHUs 0653aH B MUCbMEHHON
thopMe yBeAOMUTL JOMKHOCTHOE NULIO YYPEXAEHUS], OTBETCTBEHHOE 33 NPOTUBOAEHCTBME KOPPYNLMWK, B COOTBETCTBUMN C
npouenypoi packpeITMA KoHdnukTa uHTepecos (Mpunoxenue Ne 1 AHTUKOPPYNLMOHHOWA MONMUTUKE YTBEPWAEHHON
NokansHLIM HOPMATUBHLIM aKTOM YUDEKAEHUS).

2.10. PaBoTHUKaM yupexaeHus sanpeLlaeTcs:
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- NPUHUMATL NPEANOXEHUA OT OPraHW3aLMiA UMW TPETbUX MWL, O BPYYeHWUM AEnOBbIX NOAAPKOB M 06 OKasaHuu
3HaKOB [AES0BOro rocTENPUUMCTBA, JenoBble NoJapKky U 3Haku AenNOBOro rocTeNpPUUMCTBA B XO4€e NPoBeAeHUs AeNOBbIX
neperoBopoB, Npw 3aKMioYeHU AOrOBOPOB, a TAIOKE B WHBIX CNy4anx, koraa nogobHble AeWCTBUA MOTYT NOBMUATL UMK
co3faTtb BrnevaTtneHne o6 ux BNUAHWA Ha NPUHUMEEMbIE PELLEHUS;

- NPUHUMaTL AEnoBble NOJAPKM W T.A. B XOAE NPOBEAEHWA TOProB U BO BPeMs NPAMbIX NEperoecpoe npu
3aKnioYeHUn AOrOBOPOB (KOHTPAaKTOB);

- NpocuUTh, TpeBoBaTh, BbIHYXKAATL OPraH3aLMK UMK TPETLUX NUL AapuTe UM NGO UX POACTBEHHWKaM AenoBbie
noJapkv W/Wn1 OKa3blBaTh B UX NOMb3Y 3HAKW AEMOBOro rocTenpuUMCTEa,;

- NpUHUMAaTL noaapku B hopMe HanuuHbIX, GEe3HANUYHBLIX AEHEXHbIX CPEACTB, LeHHbIX Bymar, AparoLeHHbIX
MeTannoe.

2.11. B cnydyae OCYLIECTBNEHUA CMOHCOPCKMX, GNaroTBOPUTENbHBIX MPOTPaMM U MEpPONpUATUA YupexaeHue
JOIDKHO NpeABapuTeNbHO YAOCTOBEPUTLCA, YTO NPEAOCTAaBNAeMan yupexaeHuemM nomows He Gyaet nenonbsosaHa B
KOPPYNUUOHHBIX LIeNAX UMW WHLIM HE3aKOHHBIM MYTEM.

2.12. YupexaeHue MOXeT NpUHATL pelleHne ob y4actum B 6naroTBOPUTENLHLIX MEPONPUATUAX, HanpaBneHHbIX
Ha cosfaHve UMumKa YupexaeHus. Mpu 3Tom GloKeT M NNaH y4acTa B MEPONPUATUAX COrNacyloTcsA C pyKOBOAUTENEM
YupexaeHus.

2.13. HeucrnonHeHWe HacTOALEeA NaMsATKW MOXET CTaTb OCHOBaHWEM AnA NpuMeHeHus K paboTHWKy mep
OVCLMMNIIMHAPHOTO, aAMWHUCTPATMBHOTO, YrONMOBHOMO W rPa¥AaHCKO-NpPaBOBOrO Xxapaktepa B COOTBETCTBUM C
OEeACTBYIOLLNM 3aKOHOAATENLCTBOM.
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