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TepMuHbI, CoKpalleHns n onpegeneHus
OPTAHU3ALIUA - AD «HTL| 3JTUHC».

PABOTHUK - duandeckoe nmuo, BCTyNuBLLEe B TPYAOBLle oTHOWeHUA ¢ AO «HTL
INMNHC>.

EANHASA TOPAYAA NIMHWUW- pecypc opraHu3aumu, CosfaHHbiin ans o6paboTku
COO6LLEHUI O BO3MOXHbIX HEA0CTaTKaX, HAPYLUEHUSX W YRyLWeHNaX B paboTe opraHu3aumm,
MOCTYNMBLUMX OT paboTHMKOB (BbIBWMX paGOTHUKOB), TPeTbMX NUL, BKAKOYas nuL,
COCTOAWMX (COCTORABLUMX) B [OrOBOPHLIX OTHOWEHWAX C OpraHM3aluMen, W CO3LALLUX
IKOHOMUYeCkue, KOPPYNUMOHHbIe, HAanoroBkIe, NPaBoBble, PpenyTaunoHHbIe, PeryaaTopHsie
PUCKK [NA OpraHu3aumm.

1 006wWme nonoXeHus

1.1. Lenamu HacTodALero NonoxkeHus ABNAKTCA NpoTUBOOENCTBUE
310ynoTpe6ieHnaM, KoppynuMoHHLIM NPaBOHapYLIEHWAM W [eNCTBUAM, MOLIEHHUYeCTBY,
HeAOCTaTKaM U ynylleHnaM B npoueccax, npouefypax OopraHu3aumu, HapyweHUaAM
3aKoHofdaTenbcTBa P®, NoKanbHbIX HOPMATWBHLIX aKTOB OpraHM3auuu, HOpPM [enosoro
NOBeIeHNA 1 3TUKK, a TaKkxKe POPMMPOBAHWUE UMUIXKA OTKPLITOrO PYKOBOACTBA, MOBLILEHUE
NOANBHOCTM PaBOTHUKOB K OpraHu3aumu, obecnedeHne 06paTHOR CBA3N C HUMMU.

1.2. MNonoxkeHune pernameHTUpyeT AeATeIbHOCTL BCex paboTHUKOB OpraH13auumu.

1.3. OTBeTCTBEHHbLIM NOLApPa3AeneH1em 3a npuMeHeHue MonoXKeHus SBNSETCH Cykba
cobcTBeHHOM Be3onacHoCTy.

1.4. YNONHOMOYeHHbIMX NULAMK OpraHu3auum 3a npuem u 06paboTky CooBLLeHUA,
nocTynatowmx Ha ElJ1, ABNSOTCA HavanbHWUK OTAena Kafdposon 6e30nacHoCTH, HayanbHUK
oT/ieNna MHhopMaLMoHHOM B6e30MacHoCTH CyKBbl COBCTBEHHO Be30MacHOCTH.

1.5. Bce paGoTHMKM opraHM3aumMu OOMKHbI OKa3biBaTh YNOAHOMOYEHHLIM NULAM
BCeCTOPOHHee COAeNcTBMe NpU NPOBEAEHUU NPOBEPOK M0 COOBLLEHUAM, NOCTYMUBLIMM Ha
ElJ1, npegocrasnate HeobxoauMble CBeA@HUS, AOKYMEHTI, MOSCHEHWS.

1.6. OToen ynpasneHus Kagpamu W TPYAOBLIMUA OTHOWEHMAMW ofecrneynsaeT
O3HakomneHue c [lofIOXKeHeM MOA POCmUch BCex pabOTHUKOB MPWU TPYAOYCTpOMACTBE
(Mpueme Ha pa6oTy) B OpraHu3aLwio.

1.7. Hactoswee [lonoxeHue, a Takke BCe W3MEHeHWA W [OOMONHEeHUs K HeMy
yTBepxAakTCA [eHepanbHbIM AUPEKTOPOM OpraHu3aumm.

2 Chepsbl leATeIbHOCTY OpraHM3aumu, Noanaaaloume nop gecTeme
MonoxxeHus

2.1.Yepe3 ElJ] BbIABNAKTCA BO3MOXHbIE HEAOCTATKM, HapylieHus u ynyuieHus B
cneaytoumx cpepax, HanpaeneHusx, 061acTaX AeATeNbHOCTY OpraHu3aLnu:

= 3aKynka v peanusauua (npofaka) TOBapoB, ycayr, paboT, norucTuyeckas,
CKNafckas neaTenbHoCTb, BHELWHSASA Koonepawuus;

= ucernenoBaTensCckan NeaTensLHocTh, paapaﬁoma W NPOW3BOACTBO TOBApPOB;
= AOrOBOPHLIE OTHOLLIEHUA, pacyeTkl C KOHTpareHTaMm u TPETEMMU NKLLaMMK;,

5



= BefeHne 6yxramepc+<oro. Hanoroeoro y4eta W NOArOTOBKa OTYETHOCTW,
BK/KOYaA ynpasneHYyeckyto, (huHaHCoBYHo;

~  ynpasnenve (B TOM 4uC/ie NPofaa, MoKynka) akTMBaMu, Nofb3oRaHue Unu
pacnopskeHne WUMYLIECTBOM, OCYLIECTBEHUE (DUHAHCOBLIX OnepaLuii, onepayuoHHOM
AEATeNbHOCTH, peanu3ayns UHBECTULMOHHBIX NPOeKTOB:

- cobnogenne opraHusauven, paboTHUKaMu TpeBoBaHWii 3aKoHOAATeNbCTBA
P®, Bkntoyas aHTUKOPPYNUMOHHOE, TPYAOBOE, a TaKXe NOKankHbIX HOPMaTUBHBLIX aKTOB
OpraHuzauuuy, HOpM [OEenoBOoro rnoBedeHua W 3ITUKK, MONWTUK B ccpepe obecrneyeHusn
MH(OPMALMOHHOA 6e30MacHOCTH, 3aluMThl rOCYAAPCTBEHHOM, KOMMEPYecKoW TaiiHbl,
NnepcoHanbHbIX AaHHBIX;

— B WHbIX 06nacTax AesTensHOCTU OpraHu3aumm.

3 Kateropuu coobuienunin, noanexalnx o6pabotku Ha ElJ]

3.1. HaEl/l obpabateiBaroTcs cooblleHnsa, oXBaThIBaKOLWME chepbl AeATeNLHOCTH
OpraHusauunu, NnpeaycMoTpeHHble pas3fenioM 2 Hactoslwero MonoXKeHus 1 Kacarolmecs:

— 310ynoTpebrieHnid A0/MKHOCTHLIMK NONHOMOYUAMU, KOMMEPYECKOro MoAKyna,
3KOHOMUYECKUX WU KOPPYMUUOHHbIX MNpaBOHapyLleHWn, MOLWEeHHUYeCKUX [enCTBUR,
NOAAENOK,  DanbCUUKaLWA, — UCKaXKEHWA  OTHETHBIX,  (UHAHCOBLIX  [OKYMEHTOB,
[OKYMEHTaNbHLIX OOPMIEHUA (DUKTUBHBIX 3aKYMNOK, @ TaKKe XULLEHWA, NPUCBOEHU,
pacTpaT WMyLLecTBa, COBeplIeHHbIX (coBepliaeMbix) PaboOTHUKaMU, B TOM 4MCAe npu
yHacTum TpeTkbux NuL, (NapTHepoB, KOHTPareHTos 1 T.1.);

— HaHeceHus yulepba opraHu3auuu, B TOM YUCME CBA3AHHOIO C 3aBbllUEHMEM
06bEMOB, CTOMMOCTM 3aKynaeMmbiX TOBAapOB, YCIyr, paboT, CTPOUTENbHBLIX U PEMOHTHbIX
pabor, a Takke B cchepe NpoAaXK MPoayKLMN OpraHu3aLmm;

— Hapywewun 3akoHofaTensctea  P®,  BKAYas  aHTUKOPPYMLMOHHOE,
NOKanbHbIX HOPMATUBHBIX aKTOB OpPraHU3aLmm;

—  KOH(D/IMKTOB MHTEpPeCoB.;

— HapyweHun npaBun [enoBoro NoBefjeH!s U 3TUKK, BHYTPEHHEro TPyAoBOro
pacnopAagKa;

— adduanposaHHoCTM PaBoTHUKOB OpraHU3auMM C MOCTaBLIMKaMU TOBApOB,
ycnyr, paboT, nokynatensMv npofyKLUMUK opraHu3aumu (KnMeHTaMu), KoHKYpeHTaMu:

— Ka4ecCTBa, MpOU3BOAMMOWA NPOAYKLUMM OpraHu3aumen, a TakXKe BO3MOXHbIX
MOCTABOK B OPraH13aumio KOHTPaMaKTHbIX, HECEPTUDULMPOBAHHBIX, C UCTEKLIMMI CPOKaMU
FOAHOCTU KOMMNEeKTYHLWMX;

— HenpaBOMepHOro [oCTynma, pasrfalledns, yTpatel  KOHUAEHLMa bHbIX
CBefleHWN (MepcoHanbHbIX AaHHbIX, KOMMepYecKoi 1 rocyaapcTBeHHOM TalHbl);

— Kagposon GesonacHocTW ((akTopbl, HEraTtMBHO BAMAIOWME Ha MOpankHo-
MCAXONOTUHECKNIA KNMMAT B KONIEKTUBAX OPraH13aLmm, y4acTve paboTHUKOB B MPECTYNHOM
AEATENBHOCTM, B TOM YWCAE 3KOHOMWYECKOro, KOPPYMUWMOHHOrO, 3KCTPEMUCTCKOro
Xapakrepa):

—  YCnoBu# Tpyfa, nonbopa, NepeBoaos, poTauMm paboTHUKOB, MX MOTUBALIUN,
0By4eHus;

= YNyleHUN B Mpoueccax, NpoeKTax, peanusyembix B OpraHu3aLnm:



— TNPeAnoXeHuid no  yNyylweHuio, OnTUMM3auMK,  COBepLUEeHCTBOBAHMIO,
peasn3yeMbiX B OpraHM3auuMu MpoOLeccoB, MPOEKTOB, CUCTEM M0 WUHGOPMaLWOHHON
nopfep»Ke, aHTUKOPPYNUWMOHHEIX NpoUenyp;

—  OpraHv3auloHHbIX W APYrMX BOMPOCOB, TPeBylowmX, N0 MHEHWK aBTOPOB
coobLleHnr, BMellaTenbCTBa KOHTPONMPYIOLLMX NOAPa3AENEeHNA, @ TaKXKe NPOYUX BONPOCOB,
B PEWEHNK KOTOPbIX paﬁoTHMKM WCTBITEIBAKOT 3aTPYAHEHWA.

4 Heplonyctumble wenu ucnosbloBanus ENl

4.1. He ponyckaetcs ucrnons3osanHue EMN gns:

— PacnpocTpaHeHus K/eBeTbl, 3aBeOMO JIOKHLIX, MNOPOYALMX YecTb U
NOCTOWMHCTBO CBEAEHWUIA U T.MN.;

— (Be[eHWA NWUYHBIX CYETOB, AOCTVIKEHMA MUYHLIX Lenei, npoTMBOpeYallnxX
WHTepecam opraHusaumu;

— OCKOpONeHWs, BbIpaXEHWA Yrpo3  >W3HW W 3[0pPOBLI0  PaBOTHUKOB
opraHvsauunu;

— pacnpocTpaHeHus WHGOPMauMM  peknamHoro xapakTepa, HanpasneHus
KOMMEpYeckux NpefoXKeHnin CTOPOHHUX OPUANYECKUX U (IU3UYECKNX NULL, NPEANOKEHNNA
KafopoBbIX areHTCTB;

— HanpaeneHua WHQOpPMaumMM, He OTHOCALEACA K KaTeropusaM coobLieHui,
npeaycMOTpeHHbIM pasfienom 3 Hactoawero MNonoxkeHuns.

4.2. YnonHoMo4eHHble nMUa OpraHW3aLMW  OCTaBAAOT 3a coBoi npaso no
pesynbTataM  NepBMYHON0  PAacCMOTPEHUA  OCTaBuTb 63  BHUMaHua  coobLlleHus,
npeaycMoTpeHHble N.4.1. HacToawero MonoxeHWs, a TakKe coaepyatime HEHOPMATUBHYID
NIEKCMKY, He COOTBETCTBYIOLIME HOpPMaM [efoBoro NoBefeHUs U 3TukW. OAHOBpPEMEHHo,
YNoNHOMO4YEeHHbIe  Mua opraHusauunm MOFYT  OCYWeCTBNATE  [I0MNYCTUMbIE
3aKoHoAaTensCTBOM PO OedcTBMA B OTHOLEHUM COOBLIEHMA, UMBIOLWMX KNEBETHUYECKoe,
MHOE NPOTUBO3aKOHHOE COAEPIKaHME.

5 KaHanbl cBA3m 1 cnocobbl Hanpasnexsus coobeHnii Ha EMN

5.1. B opraHusaumu npefycMoTpeHb! CNeaytoime KaHasnbl CBA3u AN HanpasfeHus
coobLleHuin Ha EM:

— [0 3NeKTPOHHOW NOYTE: Ha 3NEKTPOHHBIA MOYTOBLIA AWK report@elins.ru :
— nNo TenecoHy: +7 985 060 06 51 (BKI0Yan ronocosoe coobliieHue).
>.2. OTnpasuTent COOBLIEHNA CAMOCTOATENLHO BbIBUpaeT KaHan cas3u EM].
5.3. CoobueHne no »enaHno oTNpasuTens MoXeT GbiTh HanpaeneHo aHoOHUMHO
nUnu, ona oBpaTHOM CBA3U, C packpeitveM ceefleHu 06 aBTope coobuweHus (P.4.0.,

noApasfenequne, [0MKHOCTb, HOMep TenedoHa, aapec 3NeKTPOHHOW MoYThbl WAW WHO
Cnocob naeHTUUKaLmn oTnpasuTens).

6 MapaHTum 6es3onacHOCTM B cBA3M C o6paleHueM Ha ErJ]

6.1. PaBotHukam AO «HTLL 3/TMHC» Bcex KaTeropuit 3anpeuwaeTcs:
- npendATcTBOBaTh pabote EMN;



— YCTaHaBNMBaTb /IMYHOCTb a@HOHWMHBIX OTNpaBuTeNel, 33 WCKNHYEHWEM
Cy4aes, KOraa A 3Toro ectb 3aK0HHbLIe OCHOBaHUS;

— MPUMEHATL CaHKUMKX M Mepbl BO3AEWCTBUA K OTNPaBUTENAM COOBLLEeHUA 3a
akT packpbiTia Yepes ENJ1 cBefieHUid 0 HE[OCTATKaX, HAPYLIEHUAX, YNyLieHUAX B paboTe
OpraHuMsaumMn, ee KOHKPETHbIX  AO/KHOCTHBLIX NUL, 338  WCKMYEHWeM  Crydaes,
NPeaycMOTPEHHLIX AENCTBYOLWMM 3aKOHOAATENbCTBOM.

6.2. OpraHusaums, B pamMKax CBOWX MONHOMOYWA WM UMEKOLLMXCH BO3MOXKHOCTE,
o6ecneynBaeT KOH(MUAEHLMANLHOCTE WHOPMaUMM O AWYHOCTM aBTopa COOBLLeHUS,
npenocTasmeLUero Ha EMJ1 cyllecTBeHHYIO U [OCTOBEPHYIO WH(OPMAELUMIO 0 HapyLIeHusX,
HeLocTaTKax, ynyLleHusax B paboTe opraHu3aLuu.

6.3. OpraHv3auma He Hecet OTBETCTBEHHOCTh 33 COXpaHeHue
KOH(WUABHUMANLHOCTM  MH(OPMaLMM O  IMYHOCTM  aBTOpa  COOGLLEHWMS, eciu  OH
no6poBo/bHO, MBO MO HEOCTOPOXKHOCTW, packpbin akT ceoero obpalueHus Ha EMJ]
TPETLUM NuLiam,

/7 lNopsinok 06paboTku coobleHnid, noctynusLimx Ha ElJ]

7.1. YnonHomodeHHOe MU0  OpraHMlauMM  npu  obpaboTke  coobLieHU,
NoCTynmMBLIMX Ha EI1, BbINONHAGT CneayiolLe MeponpuaTus:

—  OCywlecTBaser npuéMm u sHecenne B 6Gazy El/1 cooBuieHW, OTBEYAKOLLMX
TpeboBaHnAM HacTosLero MoaoXKeHNs;

—  aHanusupyet coobuieHue, npu HeoBXoAUMOCTM U HaNUYMA BO3MOXKHOCTM
YTOYHART, 3anpalluBaeT y OTNpaBUTENA [ONONHWUTENbHbIE CBEAeHWs (ecnin HeobxoauMas
AONONHUTENbHAA MH(OPMALIMA aBTOPOM COOBLUEHMA He NpefoCTaBneHa, To ero 0bpaboTka
MOXET ObITb MPeKpalleHa), @ B cy4ae aHOHUMHOTO COOBLLEHUS OCYLLECTBNNET ero OLleHKyY
NCX0Os N3 UMEKLMXCA CBefeHUA;

— B 2aBUCMMOCTM 0T xapakTepa cooblieHus NPOBOAWUT €ro MNpPOBEpPKyY
CaMOCTOATe/NbHO, MO0 nepenaer B OTBETCTBEHHOE 3@ KOMKPETHLIA MPOLECcC CTPYKTYpHOe
noapasfeneHne opraHmMsaLnuy C NocneayoLUIMM 3anpocoM pesynsLTaTos;

- MO 3aBEpLIEHNIO NPOBEPKM AOKNAMbLIBAET Pe3ynbTaThbl HA4aNbHUKY Cy»6bl
COBCTBEHHOM 6@30MacHOCTU € MpeAsoXKeHueM Mep Mo YCTPaHEHWIO  HapylUeHW,
HeooCTaTkoB, ynyweHuid B paboTe OpraHW3auMW, M3NOXKEHHLIX B COOBLIEHUM W
NOATBEPXKAEHHbIX B X0[1e NPOBePKM;

— NpU HalM4UKU OCHOBAHWKW, WHWULMMPYeT B COOTBETCTBUM C IOKaNbHbIMYU
HOPMaTWBHBIMW aKTaMu OpraHv3auuu npoBefieHne cny>keBHOR NMPOBEPKM U NpUMeHeHKe
AONYCTUMBIX 3aKOHOAATENbCTBOM PD Mep OTBETCTBEHHOCTU K BMHOBHLIM NULIAM, BKAKOYas
NpUBIEYeHne K AUCLMNIMHAPHOR OTBETCTBEHHOCTY;

— B Clydae noctynneHuns Ha EMJ1 npeanoxeHuin nNo yayylweHuo, ontTuMmuaLmm,
COBEPLUEHCTBOBAHWIO, peanu3yeMbiX B OPraHM3aUMM rpoLeccoB, MPOEKTOB, CUCTEM Mo
MH(OPMAUMOHHOA  MofAepyKKe,  aHTUKOPPYNLIMOHHbIX Npoueayp  Hanpasnser  ux
3aUHTEPeCOBaHHbLIM [0/MKHOCTHLIM NMLEM OpraHu3auum;

- YBEAOMNAEGT  aBTOpa  COOOLWEeHWs, MPefoCTaBMBLUErO  KOHTAaKThl, 0
PE3yNbTaTax NpoBepkn CoOGLLEeHNA W NPUHATBIX Mepax no dopme U obbeMy, ucxons us
Xapaktepa uHdopmauum.

7.2. Cpok 06paboTkm coobLueHns He foMmKeH NpessIwaTh 30 fHeit.



8 ®opmMart coobuieHns 0 HeaoCTaTKax, HAPYLLEHUAX U yNyLIeHUsIX

8.1. OtnpaBuTenu coobLieHni 0 HefocTaTkax, HapyLWeHUAX 1 YIyLeHnax MoryT
W3naraTb U3BeCTHbIe MM aKTkl MNKM 0BOCHOBAHHbLIE NOAO3PEHUA B MPOM3BOILHON, NGO
yAobHon um dopme.

8.2. [lna MakcuManeHon 3thdekTUBHOCTW 06paboTKM CoO0BLEeHW UX asTopam
PEKOMEHAYeTCA NCNOMb30BaTh CeAyHOLWMA QOpMaT ONUCaHWNA HapYLUeHWA, COBLITURA:

— [aTty 1 Bpems HapyleHns, cobbITUs, 0 KOTOPOM WAET PeYb B COOBLLEHUN, UK
BPeMeHHO Nepuog, B Cly4ae eciv HapyLLeH1e UMeno NoBTOPSIOWMIACS XapaKTep;

— ®WNO, pomxkHoCT paboTHUKA, AONYCTUBLLEr0 HapyLUeHue;

— Of1CaHWe HapylweHWs, cobbiTus (B TOM YWUCNE, KOHKPETHBIE CYLIECTBEHHbIE
(aKTel U 0BCTOATENBCTBE, 3HAYMMBIE NOAPOGHOCTU, BO3IMOMKHbIE MPUYUHbLI, CBEAEHUA 0
PabOTHUKaX, KOTOPbLIM W3BECTHO O HAPYLUEHWM, COBLITIM);

— BO3MOXHble  NOCMeACTBUA  HapylweHus, cobblTUs,  BKAKYas  yulepb,
HaHeceHHbIW Opradn3aunm;

— coobwan su oTnpasuTens WHbOPMaUMIO © HapyLueHuM paboTHUKaM
OpraHusaulin, BKIKYaA pPyKOBOAWTENen, Uan TpeTenM nuuaM (ecnu ga, To Heobxoaumo
yKasatb ux PU0, A0/MKHOCTK, & TaKKE Pe3yNbTaT PaccMOTPeHUA/0BeyKaeHUs).

9 TloaroTtoBka oT4éToB 0 paboTe ElJ]

9.1. YnonHoMoveHHoe NWLO He MeHee 1 pasa B nonyroauve npegocTasnser
PYKOBOACTBY OpraHu3auuu oT4eT o pabote EMfl, nHnummpyet o3HakoMieHWe paboTHIUKOB
OpraHM3aumn C OTYETOM B HacTW KacaroLLencs.



