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1. Heat u o6uiue nonoskenus

l.1. Hacrosmme mnpasuna enuHOM CHCTEMEI BHYTPEHHHX KOMMYHUKAIMH
Mex Iy paboropatenem u paGotHukamu "KTM" (nanee — TlpaBuia) paspaboTans:
B lI€NIX YCTAHOBJIEHHS €NWHOM CHCTEMHONU 00paTHON ¢BA3H paboTomarens c
TPYROBBIM KOJUIEKTHBOM JUIS YIyHIIEHHS COLMUATBHO-TICHXOIOIHYECKOr0 KIMMATA
B TPYAOBBIX KOJUIEKTHBAX.

1.2. Hacrosmue Ilpasuna onpenensior NOPANOK CO3HaHHS U MOALSPIKAHUS
BHYTPEHHUX KOMMYHUKanwii B "KTM",

1.3, Hacrosmme IIpasuna pa3paboTaHBl B COOTBETCTBUU € TpPyLOBBIM
konexcom Pecrybnukn Kasaxceran, 3axonom Pecry6muxy Kasaxcran «O nopsjake
paccMoTperus obpalueHnit GUsMIEcKUX | IOPHIUYECKHX JIUIIY,

1.4. 3apauaMu BHEAPEHHA CHCTEMEL BHYTPCHHUX KOMMYHHKAI[HH SBJISIOTCS
CO3NaHUE M MOAACPKaHHE 3PQEKTHBHBIX MEXAHH3MOB MPAMBIX KOMMYHEKALUH
MeXAy  paboromateneM ©u  paGOTHHUKAMH "KTM",  cBoespeMenHOe
HHpOPMUPOBaHKEe PAGOTHHKOB O LEJAX M 347a9aX JeSTENbHOCTH B «KTM»,
AOBCJICHUE TeKyLeW cHTyauum 10 paGOTHHKOB, OTCIEKUBAHUE 1apaMeTpoB
COLMANBHO-TICUXOIOrHYECKOT0 KIMMATa B TPYZOBBIX KOJIJIEKTHBAX.

1.5. B «KTM» coaparorcs u NPUMEHAIOTCS TAKME BUJBI BHYTPEHHHUX
KOMMYHHUKALWH, KaKk OpraHM3alMOHHblE, MHQOPMAIMOHHLIS, AHATHTHYCCKHS U
KOMMYHUKATHBHEIE,

1.5.1. OpranusaiyorHsle BHYTpPEHHHE KOMMYHMKALAM BKIIQUYAIOT B Ce6s
clleyromye BH;LH:

1) nnanoBas oTHeTHAS BCTpeYa IEpBOTO DPYKOBOAMTEN C TPYJAOBBIM
KOJIEKTUBOM; |

2) Berpeda Jlumeitnoro pyxoBommTens ¢ PaGortHukamu CTPYKTYPHOTO
NOApa3feNeH s, yuacTKa, Opura/sl, nexa u ap,;

2) BHeNJIaHOBLIE BCTPEYH PYKOBOACTBA C TPYMOBEIM KOJLIEKTHBOM C IIENBIO
06Cy K IAEHAS BOIPOCOB, TPeSYIOLINX ONEPATUBHOTO IPHHATHS PELICHILS,;

3) npuem paGOTHUKOE TIEPBEIM PYKOBOAWUTEIIEM I10 JIAYHEIM BOIIPOCAM.

1.5.2. UndopmanuosHsIe BHYTPEHHHE KOMMYHUKALUM BKIIIOYAIOT B cebs
Cle/IYFOILHE BUIBL:

1) 610r IEPBOTO PYKOBOIUTES;

2) KOpIIOpaTHBHEIH UHPOPMAIMOHHEIA CaliT;

3) uHMOPMAHOHHBIA CTEHI.

1.5.3. AHanuTudeckHe BHYTPEHHHE KOMMYHHKALAHM BKIIOYAOT B cebs
CIIeAYIOLIME BUABI:

1) AMMK 11 npejyioxes i paboTHUKOB;
2) aHKETHpPOBAaHHE.
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1.5.4. BHyTpenH#e KOMMYHUKAIIUK (KOHCOIN AL KOJUIEKTHBA) BKIFOUAOT
B cebs npodeccuoHansHELl KOHKYpC, CHOPTUBHLIE MEPONPHUATHS, KOPIIOPATHRHEIE
NpasnHUKH, COBMECTHBIE KOPIIOPATUBHAIE MEPONPHATHS «team building» u ap.
1.6. Wudopmanus, nepenapaemas 4€pe3 BHYTPCHHHE KOMMYHUKALMY,
MPUMEHACMBIC B COOTBETCTBUY ¢ HacToAUMY [IpaBunaMy, NOKHA GBITH TOUHOL
U SICHOM, CBOEBPEMEHHOMU, HEOOXONMMOH 1 JOCTOBEPHOMH,

2. OGaacrh npumMeHeHHs

Hacrosume [pasuna pacnpoctpanstorces Ha PaGoToaatens u PaGoTHHKOB
HKTMH.
3. OnpeneseHns n cokpaieHns

3.1. OcHOBHEIE MOHSTHS, MCMIONB3YEMBIE B HACTOSIIMX IlpaBumax, umeror
CIeYIOLNE 3HAUCHHUA |
BHyTpenHue * | BCTpeuHn PYKOBOZCTBA c paboTHAKaMH,
KOMMYHHKaITHH COBOKYITHOCTER HH(I)OpM&LIHOHHBIX KaHamnoB,
IIO3BOJIAOIIHX nepenaBath CBEACHUA JACJI0BOrIO,
HHTEIVICKTYAIBHOTO colepikanus BHYTpu «KTM» |
1 MEXIly €ro paboTHHKaMu |

Byt BHYTPEHHHMX | = | KAHAJIBI CBA3M, IIOCPENCTBOM KOTOPBIX

KOMMYHUKAIIAN paboToaatens oOIlaeTcs M BIAMMOHENCTBYeT C
BHYTPCHHUMH LIENIEBEIMU IPYIINAMHU

| AO HK | - | akunoHepHoe 0611ecTBO HalHOHANBHAS KOMIIAHHS

«KasMymnaiil az» "KazMynail a3"

[lepssiii = | MO0, OCYIIECTBIAIONIEE TEKYINEE pPYKOBOJACTBO

PYKOBOIUTEID «KTM»

PykoBoncTBo - | 38MECTHTEIH I'eHEPATBHOTIO AUPEKTOpA

JunernsIi = | PYKOBOAUTENH CTPYKTYPHBIX ITOApa3AeneHu

PYKOBOJUTENb

Kypupyromuit - | PyKOBOOUTEND CTPYKIYPHOro IOIpasieieHus, B

PYKOBOIUTEINE KOMIICTCHIHIO KOTOPOTO BXOOUT OpraHH3allNs

paboTel M  OTBETCTBEHHOCTE  IIO BOTIpOCaM
peanusanun couuanbHod monutHkn < «KTM» B
COOTBCTCTBHH <C IIpUKa3oM o pacnpeneneHuu

o6s3aHHOCTEI
PaGoronarens - | OPHANYECKOE JIUIO, ¢ KOTOPBIM paboTHuk "KTM"
COCTOMT B TPYAOBBIX OTHOIICHUAX il
| PaGoTHuku - | QM3UYeCKHE JML@, COCTOSIUME B  TPYAOBBIX
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OTHOLIEHHAX ¢ paGoTomaTeneM M BBINOIHAIOUINE
paloTy [0 TPYIOBOMY HOTOBOPY

HudopmanuoHHsIHi - | MECTO JyId pasMeIleHUs OOBIBIEHHM U COOOIIEH NI
CTEH]
AnkeTupoBaHne - | ompoc pabOTHHKOB C IOMOINBK CIEHUANBEHOTO

Gnanka ¢ BOIpocaMH (aHKETHI)

Konconunanus - |IpOBOAMMEIE B OpraHM3allid KOPHOPATHBHBIE

KOJJIEKTUBA MEPOIPUATHS (xopnopaTuBHEIS [Ipa3aHUKY,
IpohecCHOHATRHBIE  KOHKYDCHI, CIIOPTUBHBIE
COPEBHOBAHUS U APYTHE)

- OTBETCTBEHHOE - | CTPYKTYPHOE  HojpasfeiicHue «KTM», B

CTPYKTYpHOE hyHKIMOHAIBHBIE 00A3aHHOCTH KOTOPOrO BXOIWT |

'no,z:[pasz[ene}me aIMHHHCTPUPOBAHKE M MOHHTOPUHT MpOIECCa |

pealld3aliui COIMANIBHOM IIOJUTHKH, T.e. OTIEN
YNpPABISHHS YeN0BEYSCKUMH PeCYPCaMu

IlpencraBurenu - | BhIDOpPHBIE IpeAcCTaBUTeNH, H30paHHEIe
pabOTHUKOB pabotHukamu «KTM»
TOO «KTM»

 «KazaxtypkmyHaii»

4. OTBeTCTBEHHOCTL

4.1. IlepBrifi pyKOBOJIHUTEIB/KYPHPYIOIUUI PYKOBOLUTENb B YCTAHOBICHHOM
[TOpAAKe HECeT OTBCTCTBEHHOCTHL 384 HECBOCBPEMEHHOC IIPOBC/ACHHUEC INIAHOBBIX
OTYETHBIX BCTPeH ¢ TPYAOBLIM KOJIIEKTHBOM.

4.2. OTBeTCTBEHHOE CTPYKTYpPHOE MOJpasfelleHHe HECET OTBETCTBEHHOCTD
3a:

1) MOHHTOPHHT B YCTAaHOBJICHHOM IOpSAIKe BHEAPEHUS CUCTEMBI BHYTPEHHUX
xoMmyHukanuii B «KTM» B cooTBeTcTBUM ¢ HacToAmmMu [Ipasriamu;

2) CBOZX ¥ aHAIK3 UH(OPMALIKHU ITO Pe3yJIETATAM YKa3aHHOT'O MOHWTOPUHTA,;

3) HecBOeBpeMeHHOE IpeacTaBieHre or9eTHOcTH B KM,

5. Onucanme npouecca
5.1. Ilopaaok co3pgannus H NONAEPKAHUH BHYTPEHHHX KOMMYHHKAIHH

5.1.1. IlnanoBasi 0T4eTHAA BCTPeYa NEPBOro pyKOBOJAUTEJS ¢ TPYAOBBLIM
KOJIJIEKTHBOM

B S
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OTueTHas BCTpeYa IIEPBOTO DPYKOBOAMTENS C TPYHZOBBIM KOMTEKTHBOM
MPOBOAWTCS OBa pasa B roA A0 [EPBOr0 Mapra MO WUTOraM ToAa M O MEPBOTo
CeHTAOpA MO WTOraM Jomyrogus. Ha BCTpede IO WTOTAM roma  JOMDKEeH
YHacTBOBAaThL HepBBIﬁ PYKOBOOHTEIE THO0 YIIOJITHOMOYEHHOS UM JIHIIO.

Tlepsrii pyKoBOAUTENS ONpPENENseT NOBECTKY AHs, HA3HAYAET JaTy U BpeMs
NPOBEJACHUS OTYETHOH BCTPEYM U NOPY4aeT OTBETCTBEHHOMY CTPYKTYPHOMY
MOJPa3JeNCHHAI0 HHGOPMHEPOBATD TPYIOBOM KOJJIEKTHE O IIPEACTOSLIEH OTYeTHO
BCTpede (#aTa, BpeMs, MeCTO [POBEJEHHA) He MeHee ueM 3a 15 gmeil 1o ee
IPOBEJCHHS.

Ha ums mpencraBuTens paGOTHHKOB, HAIIPaBIAETCs IUCHEMO 06 ywacTHy B
OTYETHOM BCTPEYEe € KOJUIEKTHEOM.

Berpeda cuuTtaeTcs mpaBoMOWHOM, ecnd Ha Hel NPHCYTICTBYIOT HE MeHee
ABYX Tpered CIHCOYHOTrO €OCTaBa PabOTHUKOB, €CIUM B TPYHNOBOM KOJNEKTHBE
yucnures MeHee 100 wenmosek. [lms ywacTHs Ha OTHETHBIX BCTpedax MEpPBOIO
PYKOBOZIUTENS TPYOBBIe KOMJIEKTHBLI, B KOTOPEIX yucantesa Oosee 100 yenosex,
OymyT nmenerupoBaTh KaHIUIATOB OT K&KAOTO CTPYKTYPHOTO IOJpPa3ieieHUs
(uexa ® Ip.) B KOJIWYECTBE He MEHee Tpex YeIOEeK,

B cayuae HeoO6XOIMMOCTH OTHETHBIE BCTPEYH MEPBOIO PYKOBOIMTENS
IPOBOMATCA B PA3IMYHBIX CTPYKTYPHBIX moapaszaenenuax KTM.

IIpu moAroToBke K OTYETHOH BCTpede IEPBOTO PYKOBOMHTENS ¢ TPY/IOBBIM
KOJUIEKTHBOM  CTpYKTypHHE mnoxpasigenchus KTM, B npepenax cBoux
KOMIIETEHL}, FOTOBAT HHGOPMALIHEO, KOTOpas NOIDKHA OTPAXKaTe B 0613aTeIbHOM
MOpAAKE CBEICHUs O BEIIONHEHWH [UIRHOB OTYETHOTO NEpHOAa H 3ajavax Ha
NPEACTOAIMH rojl IO CASAYIOLMM BOIpocam:

—  [OpOU3BOJCTBEHHO-5KOHOMHYECKUE ITOKA3ATENH, UHBECTUIIHOHHBIE [UIAHEL;
~  IPOM3BOACTBEHHBIE NPOONEMB! B OpraHM3alliy;
~  aHaJ¥M3 COCTOSIHHA TPYHOBOM IUCLUMIUIMHEL C YKa3aHHEM pa0OTHHKOB,

AMEIOIIMX  TIONOXUTENEHEIE — Pe3yNbTaThl  TPYAd, M CTPYKTYPHBIX

NOApAa3leIeHUH, OTIMYUBIINXCA MO [POU3BOACTBEHHBIM IIOKA3ATENsAM, a

TAaKXKe KOJIMYeCTBO palOTHUKOB, MNPUBIEYEHHBIX K JUCHMILIMHAPHBIM

B3BICKaHUAM;

—  aHauM3  [POU3BOACTBEHHOTO  TpaBMaTM3Ma H  [OpO(ecCHOHATBHBIX
3aboneeanuii B KTM;

—  BBILIATA IPEMUM 32 BEINOTHEHUE IPOUIBOLCTBEHHEIX [I0KA3ATENEH,;

- Bompockl 0OydeHHs, T[IOBBIIIGHUS KBATM(QHUKALHM, [OATOTOBKM H
nepenoAroTOBKY paboTHIKOB pabouux npodeccui;

—  aHallu3 MpeJoCTaBleH s COIMaNbHBIX BHIMJIAT, KOMIIEHCAUWH U rapaHTHH;

%x (/772/
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~  KazpoOBble (Pa3sBUTHE H OLEHKA NEPCOHANA, OpraHu3anus paboTe! ¢ KaApoBEIM
pesepsoM M 1p.),  COUMANBHO-GHITOBBIE  BONPOCEL IIpOBelIcHHE

KOpnopaTuBHEIX MeponpusTuii 8 KTM.

lepBsIii pykoBOAUTENS HEGOPMUPYET B CBOEM BBICTYILIEHHH O pesyabTaTax
mestensHoeTd KTM u Tpynosoro xomextiBa. PaGOTHUKM NOIKHEI BULETH
[OJIOKUTEIRHRIE W OTPHUATENIBHBIE PE3yNbTATEl CBOEH paboThi, mokazareny B
uudpax NOMKHB! OBITH MPEICTABIIOLINMH HMHTEpEeC AJIA TPYAOBOr0 KOJJIEKTHBA.

B BBICTYmIeHMM II¢PBOIO pPYKOBOAMTENS HOIUKHA  GBITD OTpakeHa
UHQOPMAIM TO MOCTYNHBIUAM BOIIPOCAM, MPOBEIEHHBIM BCTpeYaM, JTUYHBIM
NpueMaM M  pPeLICHHBIM BOIPOCEM 34 OTYETHBIH IEPUON ¢ yKazaHHeM
KOIMYECTBEHHBIX ITOKasaTesel U MH(OpMaUns O BOIPOcax, TpebyIOmIX pemenus,
# 3aIJIAHUPOBAHBBIX IS HCIIOJIHEHHS.

Betpeua mepBoro pykoBOAMTENS ¢ TPYHOBBIM KOJUIEKTHBOM oopmiieTes
IPOTOKOIOM, B KOTOPOM (UKCHPYIOTCS [@Ta BCTPEYH, KONHYECTECHHOE
NPUCYTCTBHE (OTCYTCTBHE) YNEHOB TPYLOBOrO KOJNEKTHBA, IOBECTKA [HA, XOI
00CYX/IeHHsS BOIPOCOB, INPENIIONEHHS, PEKOMEHIALMH W 3aMEYaHHs 4JeHOB
TPYIOBOTO KOJLIEKTHBA, PEINSHHUS ¢ YKa3aHHeM CPOKOB ¥ OTBETCTBEHHEIX JIMIL 3
BBIIIOJTHEHME Ha3HA4YECHHBIX 3adaHul,

VicmosHeHue  MpUHATBIX — pPEINGHHIl  JOMKHO  KOHTPOIHPOBATHCA W
MEPUONMYICCKH MIPOBEPATHCSH OTBETCTBEHHEIM CTPYKTYPHBIM IIOAPA3ENEHUEM.

OTuer mepBOro pyKOBOIWTENS M YTBEpXAEHHBIH Ilian MEPOIPUATHI [0
pe3ynmbTaTaM OTYETHOM BCTPEUM PasMelIaloTes Ha KOpIoparusHoM calite KTM, wa
UHGOPMaLlHOHHOM CTEHJE.

3.1.2. Berpeua Jiunelinoro pykosoanTes ¢ PaGoTHHKAMY CTPYKTYPHOIO
noapasaeaeH s,

Berpeua JInHeHHOro pyKOBOAUTENA C TPYAOBBIM KONIEKTHBOM IPOBOAUTCH
€JKEKBAPTAJIBHO.

Ha Bcrpewax JlumeiiHoro pykoBOAHTENS OGCYXZAIOTCA peryispHLIE MO
PErJiaMeHTy BONPOCHI, TEKYIIHe U [IePCIEeKTUBHEIE (BOSHUKIINE HAeH, PoGIeMbl,
YTO MEIaeT paboTaTh MM MOXET OIITHMU3APOBATE PaGoTy) BOIPOCEL.

HaHHasi BCTpeua OQOpPMIIAETCH COOTBETCTBYIOILIKM IIPOTOKONOM, KOTOPBIH
poBoautes 1o PykoBoxcTea KTM.

3.1.3. Buennanosasi ECTpe4a PYKOBOACTBA C TPYAOBBIM KOJLIEKTHBOM

B ciyyae noctynienys nocpeacTBOM OJHOTO U3 CPeICTB BHYTPEHHUX
KOMMYHHKaIMH, NPenycMOTPEHHBIX HacToslMMy [IpaBUimamu, BONPOCOB OT
Paboruukos mub0 TpymOBOrO KOIIEKTHBA, TPeOYIOLIMX CPOYHOIO OIEPATHBHOIO
NIPUHATHS PELICHHS!, IEPBBIM PYKOBOAMUTENEM MOXKET ObITh IPHHATO PEIICHHE O
MPOBEICHUA  BHENNAHOBOH BCTPEYM C TPYAOBEIM KOJNIEKTHBOM. Berpeun
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HPOBOIATCA HEMOCPENCTBEHHO Ha pafoumx MecTax, B LieXax, HA Y4acTKaxX WM B
aKTOBBIX 3allaX OAPA3AeNcHHUIL.

Ilo wmroram BHeriaHOBOM BeTpeud wuHbOpManus o pesynsrarax
UPCACTABIACTCS MEepBOMy pykoBorurendo KTM. B ciyyae HeofxomumocTu
cocramjisieTrca COOTBETCTBYHDHIHE[ HIPOTOKOJIL.

OTBETCTBEHHOE CTPYKTYPHOE MOAPA3LEICHHE TOCe NPOBEJACHUS KA 0H
BCTpeud B Te4YeHHe IATH palouux xHedl npegocraaser B (OTBeTCTBEHHOE
noapasaeneiue KMI' u IlpencraButensm paGotarkos KTM komiu [IPOTOKOJIA U
IIaHa MEPONPUATHR 10 Pe3ynbTaTaM BCTPeY, C YKa3aHHEM CPOKOB HCIIONHEHHS 1
OTBETCTBEHHBIX JIHII.

3.1.4. ITprem paGOTHHKOB IO JHYHBIM BOIPOCAM

Pyxosoncrso KTM Brnpase ocyluecTBIaTs MpieM pabOTHUKOB 110_JINYHEIM
BOIpOCAaM.

Peructpauus moxer GbITE OCylIeCTBICHA IO PENBAPUTENBHON 3aITUCH,
SNEKTPOHHOM IOYTE, NOYTOBOMY SIIUKY, Yepes OIOr MepBoro pykoBomutens. B
TeYCHHE MATH pabouux AHEH NOCie PErucTpanui oOpaTvBIeMycs paGOTHHKY
coodlIaercs [aTa U BpeMs MpHeMa.

PyxoBoauTesb o pesynsraTam BCTPeYM OPHHUMAET ONHO H3 CIeLyFOLIHX
peleHUH:

- YAOBNETBOPUTH mpochly, coobume PaboTHHKY moOpsgok u  cpox

HCTIOJIHEHHUA IIPUHATOTO PEILCHUS;

- OTKas3aTh B YHOBICTBOPEHMM IPOCHOBI, Pa3sbiCHHB MOTHBE OTK43a

HOPANOK 06XKATOBaHYS IPUHSTOrO PELUECHKS;

- DPHHATH [HCBMEHHOE 3asBICHME, €CIH [OCTABICHHBIE FaGoTHHKOM

BONPOCH! TPeOYIOT HONOIHUTENHHOTO U3Y4YEHMS WIM TIPOBEPKH, PasbICHUB

€My NPUYHHBI, 10 KOTOPBIM MPOCEOA HEe MOXKET GBITH paspelleHa B Ipouecce

IIpHueMa, IIOPANOK ¥ CPOK €€ PACCMOTPEHUS.

5.1.5. Kopnoparusaslii HHGOPMALHOKHBII AT

Ha roprniopatusnom cafite KTM coznarores cnemyromnue pasaeist:

1) Baor nepBoro pyxoBoauTes.

Braor nepeoro pykoBomurens IOMKEH NOANEPKHBATE KA3axCKuil U pyccKuit
A3BIKK W COAEPKATH NPaBUIIA [10JIb30BAHKA BJIOTOM.
PaboTHUKH JO/KHEI IMETE BO3MOXHOCTE OOPATHTECS K [IEPBOMY PYKOBOZUTEIIO
TIOCPEACTROM MaHHOoro 610ra.
CaMble BaxHEIC W3 IOCTYMUBLIMX BOIPOCOB OBGCYXAAIOTCA HA BHEIUIAHOBEIX
BCTpe4YaX PYKOBOJCTBA ¢ TPYAOBEIM KOIIEKTHBOM. T1epBrIi pykoBomuTens 06s13aH
OTBCTUTH Ha BCe 0OpalleHusa pabOTHUKOB, IOCTYNHUBIINX Ha GIIOr.

2) BHYTpHKOPIIOPATHBHEI HHGOPMALMOHHELII caiiT
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B KTM cospaerca 3akpeIThlii pasfen KOPHOPATHBHOTO cafiTa mox
HasBaHueM «BzauMonelicTere ¢ paboTHIKaMU», KOTOPEIH Oy IeT HOCTYIIEH TONEBKO
paborHukam KTM.

B paMkax BHYTpHKOPIIOPAaTHEHOTO HHGOPMAIMOHHOTO caiTa:

= HyﬁﬂI/I'KyI_OTCH BHYTPCHHHUC aKTYANBHBIC HOBOCTH, OIMMCAHHE COLMAJILHBIX
nporpamMm KTM; _

- ¢opmupyercs Gaza spaunuit KTM, koTopas MoxeT BkmodaTh B ce6s
PErNaMeHTHPYIOUINEe BHYTPEHHUE MNOKYMEHTBI, IIPHKa3bl, CTaThbd MAJ8 pA3BUTHA
pabOTHHKOB, SHAIUTHYECCKHE 0030PLI OTPACIH U T. [.;

- MPOBOAATCS ONPOCHI PaGOTHUKOB.

Wudopmarus Ha caitre KTM HOJKHa OOHOBIATBCS IO Mepe
HEe0OX0AMMOCTH.

OTBeTCTBEHHOCTH 38 CBOECBpEMEHHOE pasMeIICHUC 1 oOHOBIEHHE
MH()OPMALUU HECYT COOTBETCTBYIOIIME [10/Ipa3IeICHHSL.

5.1.6. UudropManuoHHbIHA cTeH

NudopMaumoHHBIN CTEH] MPUMEHAETCA LI KHQOPMUPOBaHUS PabOTHUKOB
OTIEPATUBHEIMU OOBSBIECHUSIMHA U COOOIIEHUSIMHU.,
HNudopMaunoHHEIH CTEHHA K pasMeraercs B oOIIEAOCTYNHOM i paboTHUKOB
MeCTe, B TOM YHCJIe ¥ B CHCTEME 3JIeKTPOHHOIO JokyMeHToo0opoTa KTM.
OTBETCTBEHHOCTh 34 CBOCBpPEMEHHOS pasMellleHue ¥ OOHOBIEeHUE HHQOpMaLHy
HECET COOTBETCTBYIOILEE CTIpyKTypHoe monpasneaeHue KTM, omnpenensemoe
PYKOBOICTBOM.

5.1.7. Slmuk ajs c6opa NpeuioKeHnii

SAmux s c6opa MpeAnoKeHHi NOMAKEH HMETh HaAJIKaL(yi0 MapKHPOBKY,
KaK «J{y1st mpeIoKeHHi» U yCTaHaBIUBAETCA B OOIEAOCTYITHOM MECTE.

PaccMoTpenre moOCTYyHmHMBIIKX oOpallleHuH: >kamo0, npemnoxeHud oT
paGOTHUKOB OCYIIECTBIAETCS CAEAYIOIIM 00pasom:

OtBeTcTBEHHOE CTPYKTYpHOe Toapazaenedre KTM pas B JBe HeleNH BCKPLIBAET
ALK PH MOCTYIUIEHAN obpalleHnit, HHpopmupyer pykoBoacTeo KTM.

Bee mocTynuBiune kano0bl, MPEINOKCHAS DETHCTPHUPYIOTCs B JKypHane
y4eTa M PACCMOTPEHHS Xal00, MNPeMIOKEHHH ¢ MPUCBOCHUEM TIIOPSAKOBOTO
HOMEpA KaX[IOM 3aIiCy ¥ KPaTKOro W3N0KEHUs CYTH IHCEMEHHOT0 0CparieHus.

PykoBOZCTBO paccMaTpUBacT OOpalleHHs, [0 MTOraM pPacCMOTPEHUS
obpauieHuif W OPUHUMAET COOTEETCTBYIOLIEE PEILCHME, KOTOpOe NOBOJIUTCH N0
CBEJSHUS 3asiBUTENS.
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5.1.8. AHkeTHpoBanue

B cioyuae Heo6XOOMMOCTH  BEIABICHHSA HnpobeMHBIX BompocoB B KTM
MPOBONUTCA aHKETHPOBaHUE. Bua aHKeTUPOBAHHS ONpPEENIeTCs OTBETCTBEHHBIM
CTPYKTYPHBIM NOApa3AeNeHneM (OTKPEITOE Mub0 aHOHUMHOE).

AHKeTa JO/DKHA COZEpXaTh obpalieHue K paGoTHUKY, ofBsicHeHHe Uenu
AHKCTHPOBAHMS 11 OMMCAHME TOTO, KaK OTBEYaTh Ha BOIPOCEH, NpEiaraeMble
BAapUaHTEI OTBETOB. BONpOCOB B aHKeTaX MOXKET ObITh O JeCATH.

Ilo pesynbraram anKeTHpOBaHIS ONpelENsIOTCS MHeHUe paboThukos KTM
MO TOW HIM HHOK mpobneme. Pesynsratel aHKeTHpOBaHHS AHANMZUPYIOTCS U
OpCOCTABIAIOTCS ~ HA  PAacCMOTPEHHE PYKOBOJCTBA, KOTOPOE INPHUHUMAET
COOTBETCTBYIOILIUE MEPHI.

3a OpoBeleHHE AHKSTUPOBAHMSA OTBETCTBEHHOCTb HECET OTBETCTBEHHOE
CTPYKTYpPHOE NoapasaenieHue,

5.1.9. Konconnaauus kojanekTHBa

KTM  obecneumBaeT ©XKErOJHOE NPOBEACHHWE  MPOU3BCICTBEHHOTO
npodeccHoHaNbHOrO KOHKYpCa 3a NpPUCBOSHHE 3BaHui, kak: «Jlydmmit mo
NpOMECCHm)

KTM yd4acTByeT B CHOPTUBHBIX COPEBHOBAHUAX B BUMAE JETHUX U 3UMHUX
ClapTakhaj, a Takke B TEYCHWEC roJa YYacTHsl B Pa3IMYHBLIX CIIOPTHUBHBIX
MEPOIIPHATHAX. ;

KopnoparusHele MeponpHATHA OpPraHU3YIOTCS K TOCYNapCTBEHHBIM U
Npo(heCCHOHANBHLIM INpasfAHUKaM, KOTOphIE NPeXyCMaTPHBAIOT TOP:KECTBEHHbIE
cobpaHus, KOPIOPAaTABHBIH OTABIX M ApPyrHe MEepONpHsTHS, HAIpasieHHbIEe Ha
CIIOYEHHE KOJUIEKTHBA.

5.1.10. KoncyibTanun ¢ NpefcTaByTeAaMU PAGOTHHKOB

B KTM oaua pa3 B KBapral [pOBOJUTCS BCTpeYa DPYKOBOJACTBA C
rpencTaBuTenaMu  pabotHukoB KTM mo Haubonee axTyanbHBIM BompocaM
(HanpuMep, O BBIMTOTHEHHIO KONIEKTHBHOTO JOr0BOPA, IO COCTOSHKIO TPYA0BOH
AMCHMILIMHEL, PACCMOTPEeHMIO o0pallieHuH TPYAOBOI'O KOJUIEKTHBA, [0 BOIPOCAM
0e30macHOCTH W OXpaHBl TPyAd, 110 NPENOCTABICHHIO COUMANBHBIX JIBFOT H
KOMIIEHCAIUH U 0 APYyTrUM COLMANbHO-3HAYUMBIM BorpocaM B KTM),

[To uroram BeTpedd OGhOPMILIOTCS COOTBETCTBYIOLUMH MPOTOKON ¥ I[UIAH
MEePONPUITUH.

5.2. OrdyeTHoCTE ¥ hopMHEpOBaAnNEe HHOOPMAIIHH
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B mensx komtpons wu MOHUTOPHHIa  NPUMEHEHUS  BHYTPEHHUX
KOMMYHHKAUMH, NPEeIyCMOTPEHHBIX HACTOSIMMH [IpaBHNaMu, HA NO/KHOM
YPOBHE OIIPEJICNSIOTCA HIDKECIISOYOUIME BUALI OTYETHOCTH:

5.2.1. OT4eTHOCTHL MepBOMY PYKOBOAHTENIO
[Io pesynbraTam npoBeneHHEIX MEpPOIPHATHA B COOTBETCTBHM C HACTOSIIUMHU
[lpaBunamu, OreeTcTBeHHOE CTPYKTYPHOE INOJpa3sfelleHie NpeNoCcTaBIseT
[IEPBOMY PYKOBOAUTENIO CIIEAYIOIINE BHLI OTYSTHOCTH:
— AaHalH3 II0 HCMOJHEHHWIO NMPHHATBIX PEIUCHHH Ha OTYETHBIX IUIAHOBBIX W
BHEITAHOBRIX BCTpEUaX IEPBOrO PyKOBOAUTENS C TPYJOBEIM KOJIIEKTHBOM,
— HH)OpMaLMIO, MaTepHansl X KOMHAM NPOTOKOJIOB BHETLIGHOBSIX BCTpeY
PYKOBOICTBa C TPYHAOBBIM KOJUIEKTHUBOM, NEPHOTUYHOCTL - B cliydae
[IPOBEICHUS TaKOH BCTPEYH.

5.2.2. Oruernocrs B OrBeTcTBeHHOE NOApasaenenue KMI
Ilo pesynbratam mpoBeseHHsIX MepompraTait B KTM B coorBeTcTBMU ¢
HacrosmuMu  [lpaBwiaMd, OTBETCTBEHHOE CTPYKTYpPHOE noapasziesieHue,
npenocrapnser B OrBeTcTBeHHOe mojpasgencHue KMID CIEAYIOUINEe BUABI
OTHETHOCTHU C NEPHONMYHOCTBIO [iBA pa3a B oA 4o 1 Mapra u 10 1 ceHrabps:
-~ Konuu OTHeTa OTYETHBIX BCTPEM IEPBOrO PYKOBOAMTENS C TPYHOBEIM
KOJITIEKTUBOM; |
- KOITHA ILIAHA Meponpnﬂmﬁ 1o pezsyanaTaM OTHETHRIX BCTREY II€PBOTO
PYKOBOZUTEIA C TPYXOBEIM KOJUIEKTHBOM;
C MEPUOANIHOCTBIO €XEKBAPTANbHO MO 5- YHCNa Mecslla, ClieVIOEro 3a
OTUETHBIM IICPHUOJOM:
-~ KOIIMK IIPOTOKOJIOB BCTPEY PYKOBOACTBA ¢ IPEACTABHTEIAMU pPabOTHHUKOB
KTM;
- KONHUS IJIaHa MEPOUPHATMH BCTPeYM PyKOBOZCTBA ¢ MNpeACTaBUTEISIMM
paborHuKoB KTM.

6. XpaHeHue H apXHBUPOBaHHUE

loamuuHuk HacTosaux IlpaBun XpaHUTCA B OTBETCTBEHHOM CTPYKTYPHOM
Noapa3/ieeHu .
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7. ARTyaamsauus

AKTyanuzanus — HacTosmmx [lpasun  mpoBomures  OreercrBenmamM
CTPYKTYPHBIM nIOApasnenenuem KTM mo Mepe akTyanmusanyu [pasun KM,

8. Paccuiika

8.1. Axrtyanbuas Bepcus [lpaBun B ycramomieHHOM TIOpANIKEe pasMelnaeTcs
OTBCTCTBCHHBIM OJPA3ACIEHHEM Ha SNEKTPOHHOM caifte K TM.

8.2. OTBeTCTBEHHOCTH 32 pasMeLleHue, NoJaepKaHne B aKTyalbHOM COCTOSHUH
PasMEINEHHbIX Ha 3JIEKTPOHHOM caiiTe H“palsnn U IOBEACHHE HHPOPMALIUU 10 BCEX
SAHHTEPECOBAHHBIX  CTPYKTYPHBIX nodpasgeneHut o mecre pa3MelleHus
AKTyaJIHBIX  BEpPCHM  yTBepMAEHHOro AOKyMenTa HeceT (OTBETCTBEHHOE
NoxpasieacHHe.

9. HopMmarususle cobliku

B HacTOALINX IpaBUlaxX HCIIONL30BAHEl CChLUIKH Ha Tunoseie npaBHIa
€AHMHOH CHCTEMB! BHYTPEHHHX KOMMYHHKallHH — Mexay paboTojarenamu u
pabOTHHKAMM B HOYEpHHX H SABHCHMAIX  opramMsamusx AO HK KM,
yTBepxIeHHbIe pererneM [Ipanenms KMI ot 26.05.2014roza (mpoToxon Ne50).
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10. Brok-cxema.

Bxoxn 8 npomece

[punstie 06uero perenus Paotorarens o

HEAPEHHUH HHCTDYMEHTOB BHYTPEHHMX

[ KOMMYHHKaLMM
Brok-cxema Jetictane | KTo Beimomsger 3anues
. 1. TMposencrue nnasosolt | Ilepsaii PYKOBOIKTEIH 1. Kormsa oryera
OTYETHOH BCTpeYH 2. Komns wI1aHa
HepBoro | MEpPONIPUATHI
e PYKOBOAMTE NS ¢ 3. Konua nporokona
= TPYROBEIM
‘ KOJLIEKTHBOM 17.5. 1.1,
4. Tlpowenenue sctpedu | JiuHeHRsIH Konws nporoxona N
Jluneiisoro PYKOBOAMTEND
PYKOBOAHTENA gl
TPYIOBBIM
KONIERTHBOM S.1.2.
3 3. Tlpoeenetye Hudopmauns (nporoxon
BHEIJIAHOBOH BCTpeuH B cryyae
HEOJX0IIMOCTH)
4. IlpueM 1o uuHLIM | lepserit  pykosonurens, Obpauenua pabotrikos,
<1 D BOMpOCaM || 3aMecTHTR M Hudopmauus Es
| TCHEPAJILHOrO AMPEKTOPa | paGoTHUKOS,
5. Ycranosmenue | OteercrBenmoe O6paboTka:  obparucHmii
E | BHYTPUKOPNIOPATHBHO- | CTPYKTYpHOE paGoTHUKOB.
ro caifta wu (SJlo,raE IOApaseaeHue Hadopmauusa kb
PYKOBOAUTEA Hg | paboTHuKOB
caiite KTM. il
6. Opranusanms | Orsercrrentoe Yeranosnesue
| 6 I obecneyenns TeneouHoro | CTPYKTYpHOE TeneQOKHON B3N  Ha
ofipatenns paboTHHKOR NOApasaencHme MeeTax
T Oprasmsanys | OtsercTBenHOe Hrpopmaiiun il
|7 [ HHOPMAUMOHHOTO CTeH A CTPYKTYpHOE paboTuykos
noapasnesexne
8. VeranoBka swmka nas | OrBercTsenHOe Ipeanoxenns,
I § ! cbopa npemioxennit CTDYKTYPHOE 3aaBIeHUSA, Wanobsl U ap.
noapasnenexHue
(s 9. [lposeaenue OrseTeTBetnoe AHKeTHI
K [ HKETHPOBAH IS CTPYKTYpHOS
nofpasfeneHue
15 10. TIposenenue OreTCTBEHHOE Pewenne paGoronatens
KOHKYpCOB, CTPYKTYpHOR
CTIOPTUBHEIX nonpasienenve
COPEBHOBAHUH
MeponpHaTiH
Bsixou u3 npouecea: Ofecnedgnue  oT4eTHOCTH | W (opMuposanue MHOOPMALMM  PYKOBOICTBY
opraum3atiuy, KMI®
14
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