MpunoxeHue Ne 4
K MonuTtuke No NpoTMBOAENCTBUIIO
Koppynuuu (Tunoeasa ¢opma)

UHCcTpyKumMA
06 opraHusauum pa6otbl «Fopsyen nuHum» NMNAO «4YMK»

1. OBLUNE MNONOXEHUA

1.1 WHcTpykums o6 opraHmsaumm pabotbl «lopsyen nuHum» MAO «UMK» (nanee —
UHCTpyKumMsA) ycTaHaBnuBaeT MOPSAOK npuema, perucrpauun nm paccmotpeHns B KomnaHuum
cooOLWeHnn paboTHUKOB, AOMMKHOCTHbLIX Nuu, KomMnaHuM n KOHTpareHToOB O MPOTUBOMPaBHOM
AeATenbHOCTU pabOTHUKOB U OOIMKHOCTHbIX Ny, KoMnaHum, a Takke 06 WMHbIX HapyLUeHUsX,
BO3HUKaOLWMX B AedatenbHocTn KomnaHuw.

1.2 B KomnaHun B Lenax NpoTMBOAENCTBUSA KOppYNUUW, Ans NonyvyeHus nHdopmMaummn o
NpaBoOHapYLUEHUAX KOPPYNUMOHHOrO xapaktepa, 06 MHbIX 3roynoTpebneHnsx n HapyLleHusx
AOIMKHOCTHBIX 0653aHHOCTEN CO CTOPOHbI PabOTHUKOB, AOMKHOCTHBIX Ny, KoMnaHun, cnydasx
BO3HUKHOBEHWSI KOHPIMKTA MHTEPEecoB, He40OBPOCOBECTHOM KOHKYPEHLMM N MHOW HeraTMBHOWN
MHopmaLmm o gesatensHocTn KomnaHum cosgaHa «lfopayas nmHus ».

1.3 B «l"opsidyto nuHuo» KomnaHuu BXogAT cneayroume KaHasbl CBS3N:

1.3.1 «[lMyHkTbl goBepusi» - Ansa obecnevyeHns BO3MOXHOCTU nepefavym NUMCbMEHHbIX
coobuweHnn B 3gaHmsx KomnaHnuu, B 30He cBOOOAHOro AocTyna pabOTHUKOB W rpaxpaH,
pasMeLLeHbl NOYTOBbIE ALK 6eno-cnHero uBeTa ¢ KoprnopaTMBHOW CUMBOJSIMKOM M HAOMUCHIO:
«[lMyHKT goBepus».

1.3.2 «OneKTPOHHbIN NYHKT 4OBEPUSA» - AN BO3MOXHOCTU Nepeaayn coodLeHns no cetu
UHTepHeT B KoMnaHun nmeeTcs agpec aneKTpOHHOM NoYyThbl: «Sos-chmk@mechel.ruy.

1.3.3 «TenedoH gosepusi» - OAns nepedadnm coobuweHnss no TenedoHy B KomnaHum
BbldeneH TenegoHHbIi Homep: +7-25-38-50 paboTatowmnin  KPyrinocyTOMHO, B pexume
aBTOOTBETYMKA U OCYLLECTBNSAIOLNIA 3annCb COOBLLEHUN.

1.3.4 «[lMNoyta gosepus» - Ans HanpaeneHus coobweHnn no novte: 454047, r. YenabuHck,
yn. 2-a [MaBeneukasi, gom 14, agpecaT: YnpaerneHue KopropaTuBHon 6e3onacHoctu MAO
«HMK».

1.4 OpraHunsauns paboTbl «["opsiyuen NMHNNY BO3NOXEHA Ha YMNpaBlieHMe KOpnopaTUBHOWN
6esonacHoctn KomnaHum (ganee — YKB), npoBepka MHpopmaumm ocyLlecTBNAETCS C y4eToM
KOH(bmAEeHUNansHOCTN 3aaBUTenNS.

1.5 KomnaHus nHgopmumpyeT o paboTe «lropaven nnHum» cregyowmnm nopsagKkom:

1.5.1 Tlpn TpyaoycTpouUCTBE rpaxdaH — MNyTeM O3HaKOMMEHUsT C JOKafbHbIMMK
HOPMaTMBHbIMUK akTamu KomnaHuu.

1.5.2 B xofe exekBapTanbHON paccbinkn MHopMaumm paboTHUKaM, AOSPKHOCTHLIM fiMLam
KomnaHum no anekTpoHHbIM KaHanam CBs3W Ha agpeca BHYTPEHHEN 3NEKTPOHHOW MOYThI.

1.5.3 lNpwu 3aknioueHnn JOroBOpoOB C KOHTpareHTamMmn — nHopmaumns BKkoYeHa B CUCTEMY
KOHTponsa paboTbl C KOHTpareHTamMym Mpu 3aKYEeHUKW, WUCMOMHEHUM W/UAN  PaCTOPXKEHUU
[0roBOPOB (MPUNOXEHUe K OroBopY).

1.5.4 MNytem pasmelleHns uHdopMaumm Ha oduumansHom canTe KomnaHuu, a Takke
nyénukaumm B CMW.

1.6 Tunbl coobLWeHn, NOCTYNUBLLNX Ha «["OpsYvyt0 NUHMION:

1.6.1 Koppynuus 1 MOLUIEHHMYECTBO — BOMPOCHI, NPeafioKeHus, xanobbl, CBA3aHHbIE C
npaBOHAPYLIEHUSIMN  KOPPYMNUMOHHOIO  XapakTtepa, MOLUEHHUYECKAMN  OENCTBUSIMN,
BO3HWKHOBEHNEM KOHNIMKTA WHTEPECOB UMW FIMYHOW 3aMHTEPECOBAHHOCTU PabOTHUKOB U
AOIMKHOCTHBIX Ny, KomnaHuu.

1.6.2 XuvweHne wvMmywlectBa — BOMPOCHI, MPEArioXeHus, Xanobbl, CBA3aHHble C
NPUroTOBMEHNEM, NMOKYLLEHUEM, XULLEHNEM MMYLLLECTBA, TOBAPOB, NPOAYKLUMN (32 UCKITIOYEHNEM
MOLLEHHNYeCTBA).

1.6.3 Hacunue v yrpo3sbl — BONpOoChl, NpeanoxeHns, xanobbl, CBA3aHHbIE C NPUYUHEHUEM
NCUXONOrMYECKOoro, oM3N4ECKOro HaCUNNS, a paBHO Yrpo30in ero NPUYMHEHUS.
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1.6.4 HepobpocoBecTHas KOHKYPEHLNS — BOMPOCHI, MPEeAIoXeHUs, xanobbl, CBA3aHHbIE C
AENCTBUAMM OpraHM3aunin, HanpasfeHHbIMU Ha NOoMy4YeHne NPENUMYLLECTB NPW OCYLLLECTBIIEHUN
npeanpuHUMATENbCKON  OeATEeNbHOCTW, MpOTMBOpEeYaT  3akoHopaTenbcTBy  Poccuickon
depgepauum, obblvasiM AenoBoro obopoTa, TpeboBaHMsaM OOOPONOPSAOYHOCTM, Pa3yMHOCTU U
CNpaBeannBOCTU U MPUYUHUIN MW MOTYT NPUYNHUTL YObITKN KOHKYpPEHTaM nnbo HaHecnun nnm
MOrYT HAHECTWU Bpe UX AENOBOW penyTauuu.

1.6.5 TpynoBble OTHOWEHUA — BOMPOCHI, NPEANnoXeHusi, Xanobbl, CBA3aHHblE C
HapyLleHnemM TPyoOBOM OUCLMMMWUHBI, HANOXEHWEM AUCUMMIMHAPHBIX B3bICKAHWA, OMnaTomn
Tpyga, couunanbHbiM  obecneyeHmeM, ObITOBBIMA  YCIOBUSIMKW,  B3aMMOOTHOLUEHNEM
pykoBoguTenen n pabotHukoB KomnaHum.

1.6.6 OxpaHa >u13Hu, 300pOBbS, OKpPYXKatoLen cpeabl — BOMPOCHI, NPeAnoXeHus, xanobsl,
CBsi3aHHble C obecrneyeHnemM OXpaHbl >XM3HW, 300POBbSA PAaOOTHWKOB WM OOSMKHOCTHBIX L,
KomnaHun npu oOCywlecTBNeHuM WMW TPYLOBOW [OEATENbHOCTM, a TakkKe HapylleHueM
TpeboBaHWI OXpaHbl OKPY>KaKOLLLEN Cpeabl.

1.6.7 O6ecneyeHne NPOMBbILLIIEHHOW, NOXapHOM 6e30NacHOCTM — BONPOCHI, MPEaroXeHUs,
Xanobbl, CBA3aHHbIE C HapyLUEHMEM MPOMbILIIEHHOW U MOXapHoW Ge3onacHOCTW, KOTOpble
MOryT MOBMeYb aBapum, Noxapbl U UHbIE HeraTMBHbIE NocneacTeusa ana KomnaHuw.

1.6.8 NHble BOMPOChI, NPeasIOXKEHNs, Xanobbl, He BKOYEHHbIE B NoANyHKTbl 1.6.1-1.6.7
MHCTpyKUMMK.

2. MPVEEM N PEFMCTPALNA COOBLLEHN

2.1 B KomnaHum ocyliectBnsieTcs npuemM u pernctpaumsi Bcex coobLueHnn, yKkasaHHbIX B
noanyHkTe 1.6, nocTynuBLUMX Ha «[fops4dyto NUHMIO» KomnaHuu.

B cnyyae noctynneHna no komneTeHuum u3  [logkoHTponbHOro  obuiectsa
COOTBETCTBYIOLLEro COOOLlEeHNsi, Takoe CcoobLleHne peructTpupyeTca u paccmaTpuBaeTcs
YyCTaHOBIIEHHbIM MOPSOKOM.

2.2 TloctynuBwee coobweHne peructpupyetca B XKypHan y4veta coobLieHun,
noctynmBwnx Ha «lopadyto nuHuio» MAO «YMK» (mnanee — >XypHan), ynoOmHOMOYEHHbIM
pabotHmkom YKB B TeyeHue Tpex pabounx aHen nocrie ero nonyveHus no kaHanam «lopsyen
NNHUNY.

2.3 B uenax yyeta M KOHTpPONSA AeATenbHOCTM B pamMkax paboTbl «lopsyen nuHum»
KomnaHun 3apernctpmpoBaHHble coobLLeHns, mocTynmBLLmMe Ha «l opadyto nuHuioy, XKypHarn, a
TaKkKe peLleHns no pesynbtataM pacCMOTPEHMS COOBLLEHMI XPaHATCA B NIEKTPOHHOM BMAE Ha
BHyTpeHHeM pecypce KomnaHum B oTAenbHOM BblAenNeHHoM nanke «fopsiyas nuHUsi», Npy aToM
XKypHanbl pazbuBatoTcsa no rogam, a NOCTyNMUBLUME COOBLLEHNST N MPUHATLIE PELLEHNs MO rogam
n Mecsauam.

®annbl XpaHATCA TpU roga C MOMEHTa MnocnegHero CoOXpaHeHHOro AOKyMeHTa, a 3aTteMm
yaansatotca. [Npy HeoBXoAMMOCTU CPOK XpaHeHUs hannioB MOXeT ObITb NpoasSieH.

Pernctpaums coobuweHnn ocywectBnsaetca 4Yepe3 Opobb (HOmep perucTpaumn/rog
pernctpaumm). Homep perncrpaumm exerogHo, ¢ NepBoro ssHBapsi, HA4MHaeTCsa C eOUHULLbI.

2.4 Tocne peructpauun coobLueHna nHdopmMaums OoKnagbiBaeTca HavanbHUKY oTaena
npoBeaeHns BHyTpeHHuX paccrnegoBaHuii YKB (ganee — OlNBP).

B cnyyae otcyTtctBMA Ha paboyem mecTe HavanbHuka OlNBP B cBS3u C 6onesHbio,
OTMNYCKOM, KOMaHANPOBKOW, ero 0683aHHOCTU OCyLLeCTBNAET YNOTHOMOYEHHOE NnLO.

2.5 B KomnaHuu He nognexar permctpauumn coobLueHus, B KOTOPbIX:

2.5.1 CogepxaTcsa ocKkopbuTeNnbHbIE BbIpaXXEHUS, HEHOPMATUBHAA NEKCKKa, Yrpo3bl.

2.5.2 CogepxaTcsa cBeeHNs pekriaMHOro Unu paserekaTenbHOro xapakrepa, pasnuyHble
KOMMepuyeckue npeanoxeHus, obpaweHns ob okasaHuyn 6naroTBOpPUTENbHOW, CMOHCOPCKOW
AEATENbHOCTW.

2.5.3 Cogepxuntca nHopmMaLms O rpaXkaaHCKO-NPaBOBbIX OTHOLEHUAX Mexay KomnaHuen
N KOHTpareHTamu, He CBs3aHHas C HapyLeHUsIMU AHTUKOPPYNUMOHHOM NONUTUKM KoMmnaHuu.

2.5.4 CoobLlleHne U3NOXeHO He Ha rocyaapcTBeHHOM A3blke Poccuickon ®egepauun,
Hepa3bop4ynBO, He NO3BONSAET ONPeaAenuUTb CyTb NPEANOXEHNs, 3asaBNeHUs, anobbi.
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2.5.5 OTcyTCTBYET KOHTaKTHas WHgopmauus o 3assuTene, unu gaHHas uHdopmaums
NCKa)keHa (aHOHMMHOE COOOLLEHNE) — HE YyKa3aHbl MMM YKa3aHbl HE BEPHO dhamMunngd, MMms,
OT4EeCTBO, MeCTO paboTbl M AOSMKHOCTb, Cnocobbl obGpaTHOWM CBA3M (TenedOoHHbIM HOoMep
3aaBUTENS, agpec 3NEKTPOHHON NOYThI).

AHOHMMHbIE COODOLLEHMS HE nognexaT PacCMOTPEHWM0 B yCTaHOBIEHHOM WHCTpykuunen
nopsgke, OAHaKo, NPW HanmMuYUM B HUX CBEAEHWUW, COAepXalumx MPU3HAKM HapyLleHWun
AHTUKOPPYMUMOHHON  NOSMUTUMKW,  aAMUHUCTPATMBHOIO, YrOSIOBHOIO  3aKoHo4aTenbCTBa
Poccuinickon ®depgepauuun, nocne COOTBETCTBYWOWEN pesonouun HadanbHuka OrFBP,
nepegatotcs B [lenaptameHT obecneyeHnsa 6esonacHocTh 1 npegoTBpalleHus notepb YKB ana
aHanmsa cogepxatuenca nHpopmauuu.

3. PACCMOTPEHME COOBLLEHN

3.1 PaccmoTtpeHne coobuweHus ocywectensder paboTHuk YKB, koTtopomy pgaHo
COOTBETCTBYlOLEEe MnopydeHne, o 4em B XypHan, B rpady: «damunusa, ums, OTYECTBO,
[AOMKHOCTb N, NPOBOAMBLLErO NMPOBEPKY», BHOCUTCA COOTBETCTBYIOLLASA MHpOpMaLUS.

3.2 PaboTHuk YKB:

3.2.1 ObGecne4ynBaeT OOBLEKTMBHOE, BCECTOPOHHEE M CBOEBPEMEHHOE PaCCMOTPEHue
coobLeHus.

3.2.2 BanpawuvBaeT HeobOxoguMMmble [Onsi PaCCMOTPEHUST COOBLIEHNA [OOKYMEHTHI,
mMaTepuansl, ayano-sngeodaninsl, NPoBOANT ONPoc paboTHMKOB U AOMKHOCTHbIX Nl KomnaHum,
IMOAKOHTPOMbHbIX 06LLECTB, NP HEOOXOANMMOCTN AONONTHUTENBHO NPOBOAUT OMPOC 3asiBUTENS,
Bble3XaeT B KOMaHOMPOBKKW, MPOBOAUT MHblE MEPONPUATUS, HeoBXoanMble ANsi PAaCCMOTPEHUS
coobLeHus.

3.2.3 MNpuHUMaeT peLueHne No 3aperncTpupoBaHHbIM 3asBNEHNsIM, BbipabaTbiBaeT Mepbl,
HanpaBneHHble Ha BOCCTAHOBMEHWE WNWN 3alUUTy HapyLEHHbIX MpaB, cBOOOO M 3aKOHHbIX
NHTEPECOB 3asdBUTENS (NOAroTaBMMBaET CNY>KEOHYO 3anuncKy).

3.2.4 [laeT NUCbMEHHbIA OTBET 3asBUTENO MO CYLIECTBY MOCTABIEHHbIX B COOOLLEHUN
BOMPOCOB.

3.3 lNo pesynbTatam pacCMOTPEHMST COOBLLEHNS NPUHMMAIOTCA CneayoLmne peLleHuns:

3.3.1 Indopmaums nogreepamnacs.

3.3.2 Hhbopmauusa noaresepaunack YacTU4HO.

3.3.3 MHpopmauusa He noaTBepamnacs.

3.3.4 'Hhopmauusa HanpasreHa no KOMNeTeHUMN.

3.3.5 NHuummpoBaHo npoBedeHne cry>kebHOoM NPoBEPKN.

3.4 CoobLieHne OOomKHO OblTb pacCMOTPEHO B Cpok He no3gHee 10 paboumx gHen ¢
MOMeHTa pernctpauum ero B XypHane. PaboTHuk YKB B MCKNHOUMTENBHBLIX Criyvasix, Mo
cornacoBaHuio ¢ Oupektopom YKB, MOXeT npoanuTb CPOK paccmoTpeHus coobuieHna go 30
pabo4mx gHen.

3.5 Ecnu 3aaBneHne He oTHocuTca Kk komneTeHumn YKB, Takne obpalleHnsa HanpaenaTcs
No KOMMNEeTEHUMN He no3gHee 3 paboynx gHeW ¢ MOMeHTa peructpaumu, B XKypHane, B rpady:
«Pe3ynbTaTbl NpoOBEPKM» BHOCUTCS COOTBETCTBYHOLAA MHOPMaLUS C ykasaHnem agpecara.

3.6 B cnyyae Hanuuna ocHoBaHMM AN nNpoBefeHus crnyxebHon npoBepkn paboTHUKOM
YKB vHuumupyeTca yCcTaHOBMNEHHbIM MOPSAKOM MpoBeAeHWe CnyXebHOM NpoBepkn, O Yem B
KypHan, B rpadpy: «Pe3ynbtatbl NPOBEPKN» BHOCUTCH COOTBETCTBYHOLAA MHOpMaLKS.

3.7 PaboTHMKK, NpMHABLUME peELLeHME MO COOBLLEHMIO, NOCne AOoKNnaga PYKOBOAMTEMO U
COrnacoBaHUA MNPUHSATOTO peLleHUsl, a Takke Mep pearMpoBaHus yBedOMNAlT 06 3ToMm
paboTHuka YKB, ocywecTtenswowero segeHne XXKypHana, M HanpaBnsdlT COOTBETCTBYHOLLYIO
nHopmaumio ¢ pesontoumen dupektopa YKB.

3.8 PabotHuk YKB, Begywmn >XypHan, BHocuT B rpadbl XypHana: «Pesynbrathbl
npoBepkn», «MprHATbIE MEPbI» COOTBETCTBYIOLLYIO MHADOPMALNIO.

3.9 PabotHuk YKB, Begywmi XKypHan, OCyLecTBASIET KOHTPOSlb 3a OKOHYaTeNbHbIM
NPUHATUEM peLueHMn U BbipaboTKON Mep pearMpoBaHus NO COOOLLEHUsIM, HanpaBneHHbIM MO
KOMMETEeHUUN N CoobLLEHNAM, MO KOTOPbIM NPoBeAEHbI CryXebHble NPOBEPKM, O YEM BHOCUTb
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COOTBETCTBYIOLLYIO MHpopmauuio B rpadbl XKypHana: «PesynbTaTbl npoBepkn», «lMpuHATbIE
MepbI».

HaHHbIn paboTHKK exxeMecsidHOo, He no3aHee 10 yicna mecsaua, crieayoLulero 3a OTYETHbIM,
YTOYHSIET Y COOTBETCTBYIOLMX PabOTHMKOB WHOpMauMio O pesynbTatax pPacCMOTPEHMS
coobueHnin, BbiIBOAax No pesyrnbTaTam NpoBeAeHHbIX Cy>XeBHbIX MPOBEPOK, a Takke NPUHATbIE
Mepbl pearmpoBaHus.

4. SAKINIOYUTETIbHBIE NMONOXEHUA

4.1 B KoMmnaHun ocCyLLeCTBRSeTCAa MOHUTOPUHT paboTbl «lopsaven nuHun», pesynbtathbl
koToporo poknagpieatotca Aupektopy YKB m mMoryT 6biTb MCNONb30BaHbl NpW NOArOTOBKE
Joknagos o geatenbHoctn YKB.
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