[Npnka3s MuHTpyaa Poccumn ot 06.05.2015 N 276H
"Ob yTBEPXXAEHNN NMPOPECCUMOHANTBHOIO
ctaHaapTta "Cneunannct no opraHmM3aumoHHOMY U
[IOKYMEHTaLMOHHOMY obecrneyeHmnto ynpaseHns
opraHm3auuen”
(3aperncrpuposaHo B MunHiocte Poccum
02.06.2015 N 37509)

[ata coxpaHeHnus: 25.10.2017



3apeructpupoaHo B MuHiocte Poccum 2 nonst 2015 r. N 37509

MWHUCTEPCTBO TPYAA U COLUATNBHOW 3ALLUTLI POCCUNCKOWN ®EOEPALMN

NMPUKA3
oT 6 mas 2015 r. N 276H

OB YTBEPXXOEHUAU NPO®ECCUOHAIIbBHOIO CTAHOAPTA
"CNMEUMANNCT NO OPFAHN3ALIMOHHOMY U IOKYMEHTALMOHHOMY
OBECMNEYEHUIO YNPABITEHUA OPTAHU3ALIMEN"

B cootBetcTBUM Cc nyHkTOM 16 [MpaBun pa3paboTku, yTBEpXOEeHUA W MpUMEHEHUs NpodeCcCUOHanbHbIX
CTaHOapToB, YTBEPXKAEHHbIX NocTaHoBneHueM [pasutensctea Poccuickon denepaumm ot 22 aHBaps 2013 r. N
23 (CobpaHue 3akoHopaTenbctBa Poccumnckon depepaumm, 2013, N 4, ct. 293; 2014, N 39, c1. 5266),
npuKasbIBato:

YTBEpOAUTb Mpunaraembin  nNpodeccuoHanbHbIiM - cTaHgapT  "CneunanucT N0 OpraHM3auuoHHOMY U
OOKYMEHTaLMOHHOMY oDecneyveHnto ynpasneHnst opraHusaumen”.

MwuHucTp
M.ATOMUITNH

YTBEPXKAOEH

npukasom MuHucTepcTBa Tpyaa
N coumanbHOW 3aLLnTbl
Poccuiickon ®eaepaunn

ot 6 maa 2015 r. N 276H

NMPO®ECCUOHAIbHbIA CTAHOAPT
CNMEUMAIINCT

Nno OPrAHM3ALUWOHHOMY N NOKYMEHTALIMOHHOMY OBECMNEYEHUIO
YNPABJEHNA OPTAHU3ALMEN

447

PernctpaunoHHbIn

Homep
|. OBwume ceegeHus
OpraHn3auroHHOe 1 JOKYMEeHTaunoHHoe obecneveHre ynpaBnieHus opraHnsaumsamm 07.002
no6BbIX OpraHN3aLMoHHO-NPaBOBbIX hopMm
(HaumeHoBaHVe BMAa NPodEeCCUOHANBLHON AEATENBHOCTH) Kog

OcHoBHas Lernb BUaa npodeccnoHanbHoN AesATenbHOCTH:

Peanusauns obecneunBaomx yHKUMIA yNpaBneHns opraHusaumei; BHeapEeHUE NyYLlnX TEXHUYECKMX
pa3paboToK U HOBEMLLUX TEXHOMOMMIA B obecneyeHne ynpaBneHusi opraHusaumei
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pynna 3aHATUR:

2432 bubnuotekapu, bubnmorpadei, 3431 AOMUHUCTPATMBHO-YNpaBrieHYeCKn
OOKYMeHTOBe[bl U cneunanucTbl 1 nepcoHan
poaCTBEHHbIX Npodeccui
4222 Cnyxaliue, 3aHsTble MPUEMOM U - -
WHOpMUPOBaHNEM NoceTUTenemn
(kog OK3 (HaMmeHoBaHwue) (kog OK3) (HaMmeHoBaHue)
<1>)

OTHeceHue K BMaaM 3KOHOMUYECKOWN AeATENbHOCTHU:

82.1 [earenbHOCTb aAMUHUCTPATMBHO-XO3SIMCTBEHHAsI U BCMOMOratenbHasa AesaTeNbHOCTb Mo
obecneyeHnto PyHKLMOHNPOBAHMS OpraHM3aumm
82.3 HdeaTensHOCTb NO OpraHM3aumm KOHEepeHLUni 1 BbICTaBOK
(kog OKB3[ (HaumeHoBaHVe BMAA 9KOHOMUYECKOWN AeATENBHOCTHN)

<2>)

II. OnncaHne TpyaoBbIX MYHKLNIA, BXOASLMNX
B NpodeccroHanbHbI CTaHAapT (PYHKUMOHanbHasi kapta Buaa
npoceccuoHaneHon OeATensHoOCTM)

O606LeHHble TpyAoOBblE PYHKLMM TpyaoBble yHKLUN
Kog HanMeHoBaHue YPOBEHb HanMeHoBaHue Kog YPOBEHb
KBanMgu (nopypoBeHb)
Kaumu KBanudukaumm
A OpraHusaumoHHoe 3 Mprvem n pacnpegeneHve A/01.3 3
obecneyeHune TenegOoHHbIX 3BOHKOB
OeATenbHOCTH opraHusaumm
opraHusaumm
Opranusaums paboTbl ¢ A/02.3 3
noceTUTENsiIMM OpraHu3aLmm
BbinonHeHne KOOPAMHUPYIOLLUX U A/03.3 3
obecneunsaoLLmx PYHKLMNA
B [okymeHTaumnoHHoe 5 Opranunsaumst paboTbl ¢ B/01.4 5
obecneyeHne AOKYMeHTaMu
OeATenbHOCTH
opraHusauyuu OpraHunsaumns TekyLlero xpaHeHus B/02.4 5
OOKYMEHTOB
OpraHusaunst 0bpaboTku gen gns B/03.4 5
NnocreayLwero XxpaHeHnst
C OpraHn3aunoHHoe, 6 OkasaHne noMoLLn pyKoBOAUTEMIO C/01.6 6
AOKYMEHTaLMOHHOE U B NIiaHNpOBaHUKN pabo4ero
WMHOPMaLMOHHOE BPEMEHMU
obecneyeHne
MnaHnpoBaHne paboyero gHsi C/02.6 6
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AeATenbHOCTU
pykoBoauTens
opraHusaumm

cekpeTaps

OpraHuzaumst TenedoHHbIX
NneperoBopoB PYKOBOAMTENS

C/03.6

OpraHusaumsi KoMaHANPOBOK
pykoBoauTens

C/04.6

Opranusaums paboTsbl C
nocetTntTendMmm B I'IpVIGMHOVI
pykoBoautensa

C/05.6

OpraHusaums noaroToBKy,
npoBegeHns n 06CnyXMBaHms
KOH(EPEHTHBIX MEPOMNPUATUIA

C/06.6

OpraHnszaums ncnonHeHus
PELLEHWNIA, OCYLLIECTBIEHNE
KOHTPOMS UCTMONHEHUSI NOPYYEeHUIA
pykoBoauTens

C/07.6

OpraHusauus 1 nogaepxaHue
yHKLUMOHanbHOro paboyero
NPOCTPaHCTBa NPUEMHOM 1
kabuHeTa pykoBogutens

C/08.6

Pa3paboTka nokanbHbIX
HOpPMAaTMBHbIX aKTOB,
pernaMmeHTupyowmnx paboty
cekpeTaps

C/09.6

CocTaBrnieHune n opopMrieHne
yrnpaBneH4yeckor JOKyMeHTaumm

C/10.6

OpraHusaums paboTbl ¢
OOKYMEHTaMun B NpUeMHoON
pykoBoauTens

C/11.6

OpraHu3aums xpaHeHus
OOKYMEHTOB B MPUEMHOM
pykoBoauTens

C/12.6

O6GecneyeHne pykoBoauTens
MHdopMaLnen

C/13.6

OpraHusaums nHopMaLMOHHOro
B3aVMOAEWCTBUS PYKOBOAUTENS C
noapasfeneHnsaMum n
[AOIMKHOCTHBIMM NLLAMM
opraHusaumu

C/14.6

NHdopmaumnoHHo-aHan
nTnyeckada n
OopraHmn3aumoHHO-agMu
HUCTpaTuBHaA
noagdepxka
AeaTenbHOCTU
pykoBoAnUTEnNs

dopmupoBaHme
WHOpMaLNOHHOIo
B3aMMOJENCTBUS pPyKOBOAUTENS C
opraHmsaumsamm

D/01.6

AHanua nidopmauum n
noAaroToBKa
VMHOPMALIMOHHO-aHANUTUYECKNX

D/02.6




opraHusaumm

mMaTepuanos
OpraHunsaumnsi AenoBbIX KOHTAKTOB D/03.6 6
1 NPOTOKOJSTbHBIX MEPOMNPUATAIA

OpraHusauus ucnonHenusi | D/04.6 6

peLLeHunii pykoBOaMTENS

[ll. XapakTepuctunka 0606LLEHHbIX TPYAOBbLIX OYHKLNIA

3.1. O606LeHHas TpyaoBas pyHKUMS

OpraHnsaunoHHoe obecneveHne oesaTenbHOCTU YpoBeHb
HanmeHoBaHne P H A Kon A P
opraHusaumm KBanMdukaumm
MpouncxoxaeHne
9 o 3anmMcTBOBaHO U3
0606LLEeHHON TPyaoBON Opurunan X
opurMHana
dyHKUUK
Kopg PernctpaunoHHbIn
opurnHana Homep
npodeccunoHansHoro
cTaHgapTa

Bo3moXxHble HanmeHoBaHUS
DOIKHOCTEN, npodeccui

CekpeTapb-agMUHUCTPaTOP

TpeboBaHus K CpegHee obuee obpasoBaHue
obpasoBaHuto 1 06yyeHnto | MpodeccnoHanbHoe obyveHne - nporpaMmmbl NPOgECCMOHANBHOM NOATOTOBKU
no npodeccusam paboumx, AOIMKHOCTAM CryXKaLlmX, Nporpammebl
nepenoaroToBky pabouunx, cryxalumx, NporpaMMbl NOBbILLEHUS
KBanudmkauum paboumx, crnyxaiiux

TpeboBaHus K onbITy -
npakTuyeckon paboThbl

Ocobble ycrnous gonycka
K paboTe

[pyrne xapakrepucTumkm

JononHutenbHble XapaKkTepUCTUKU

ynpaBneHus

HanmeHoBaHWe gokymeHTa Kopn HaumeHoBaHWe 6a30Bow rpynnbl, 4OMKHOCTU (Npodeccum)
Mnn cneunanbHOCTH
OK3 4222 Cnyxalume, 3aHATbIE MPUEMOM U MHPOPMUPOBaHUEM
noceTutenen
OKCO <3> 032001 [lokymeHTOBeEHME U JOKYMEHTAUNOHHOE obecneyeHne

3.1.1. Tpynosasa pyHKLMA
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Mpuem 1 pacnpegeneHve TenegoHHbIX

YpoBeHb

HanmeHoBaHMe | 3BOHKOB OpraHuMsauuu Koa A/01.3 |(noaypoBeHb) 3
KBanudmkaumum
MpouncxoxaeHune 3anmcTBOBaHO U3
P A Opwurunan X
TPYAOBOMN OYHKLUM opuruHana
Kop, PernctpaunoHHbIn
opurnHana Homep
npodgeccuoHansHoro
cTaHgapTa
TpyooBble AencTBUA lMepeHanpasneHne TenedOHHbIX 3BOHKOB PYKOBOACTBY W COTPYyOHUKaM
opraHusaumu

Perncrpauwms noctynatomnx TenedoHHbIX 3BOHKOB

MonyyeHne HeobOxoaMMoW WHGOpMaUUM U nepegada CaHKLUMOHUPOBAHHOWM
MHdopMaLun no TenedoHy

Heobxogumble ymeHus

Wcnonb3oBaTb TexHUYeCkMe W MporpaMMHble cpeacTBa Ans  nNpoBedeHus
roriocoBOW U BUAEO-KOH(EPEHL-CBA3M

Mcnonb3oBaTb cpeactBa KOMMYHWKAUMOHHOW OPITEXHWKM AN MOMyYeHus U
nepegayv uHgopmaumm

Bectn Y4eTHbIE perncTtpaumoHHbIie Mncnosnb3oBaThb nx

WHGOPMaLMOHHOW paboThbl

dopmbl, ans

YcTaHaBnuBaTh KOHTaKT ¢ cobeceHUKOM, NoaaepXuBaTb U pa3BuBaTb AeNOoBYiO
Beceny B npouecce TenedOHHbIX MePeroBopoB

CrnaxuBaTb KOH(*)J'II/IKTHbIe n MEXIMMYHOCTHOIo

B3anMMOAENCTBUSA

CITOXHble cuTyauunmn

CobntogaTb cnyXebHbl aTuKeT

Heobxogumble 3HaHMSA

¢'YHKLI,I/II/I, 3ajadn, CTpykTypa opraHnsauum, ee CB4A3n

lMpaBuna B3aMMOAenCTBMA C NapTHepamu, KNWeHTamu, cpeacTtBamm MacCOBOW
WHopmauum

OTuKa genoBoro obLeHns

lMpaBuna peyeBoOro aTukeTa

TpeboBaHusi oxpaHbl Tpyaa

MpaBuna 3awuTbl KOHUAEHUMaNsHOW cnyxebHon nHdopmaumm

Opyrue
XapakTepucTukm

3.1.2. Tpynosas pyHKLMSA

HanmeHoBaHue

OpFaHVI3aLI,I/IF| paGOTbI C nocetutendamm

Kopg A/02.3 |YpoBeHb




opraHusauumu (nooypoBeHb)

MpouncxoxaeHne
TPYOOBOMN PYHKLUK

KBanudmkauum
3anmcTBOBaHO U3
Opwurunan X
opurmHana
Kop, PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

TpyooBble AenCTBUSA

BcTpeya nocetutenen, nonyvyeHve nepBUYHOM MHAOPMaLUM O MOCeTUTENsX u
MOMOLLb B OpraHv3auuny nx npuema pykoBoauTenemM u CoTpyaHMKamm

BeneHune xypHana 3anucu nocetutenen

YyeT nocetutenen n oopmMreHne npomnyckos

CopgencTtere onepaTyBHOMY paCCMOTPEHMIO NPOCEO 1 NpeanoXeHMn noceTuTenen

Mpvem ¥ nepefava OOKYMEHTOB MOCeTWUTENEe PyKOBOACTBY W COTPYAHMKaM
opraHusaumm

OpraHu3aums n 6poHMpoBaHMe NeperoBopHbIX KOMHAT

CepBupoBka 4anHoro (kocpenHoro) ctona B odmce

MpurotoBneHme HannTKoB (Yan, kode, NpoxnaanTenbHbIe HAaMMUTKKX)

Heobxogumble ymeHus

O6buwaTtbesa ¢ noceTUTeNnsaMm

Wcnonb3oBaTbh YCTAHOBMEHHbIE MpaBuia U Npoueaypbl KOMMYHUKaUUW BHYTPU
opraHu3aumu

Bectn Y4YE€THbIE CbOprI, ncnonb3oBaTb X Ana pa6OTbI

Co3pgaBatb NONOXUTENbHbIA UMUK OpraHn3aLmm

MpyHMMaTL Mepbl Mo pa3peLleHnto KOHQIUKTHBIX CUTYaLWi

MpUMeHATb MHPOPMALMOHHO-KOMMYHMWKALMOHHbIE TEXHOMOMM

ObecneunBatb KOHMUOEHUNANBHOCTL HOPMaLK

Heobxoaumble 3HaHUSA

lNpaBuna opraHnsaumm npmema noceTutenen

MpaBuna genoBoro o6LueHNns

CTpykTypa opraHmMsauum u pacnpegeneHve GyHKUMA Mexay CTPYKTYpPHbIMU
nogpasgeneHmsaMn 1 cneumanmctTamm

MpaBuna opraHMsauMn NpMemMoB B odnce

MpaBuna cepBMPOBKN YanHOro (KOGEeNHOro) ctona

I'Ipanma NPUroToBIrieHNA 1 nogadn ropAvYnx HanMTKOB N 3aKyCOK K HUM

3OTuKa genoBoro obLeHns




MpaBuna peyeBoro aTukeTa

TpeboBaHusi oxpaHbl Tpyaa

MpaBuna 3awwmTbl KOHPUAEHUMANbLHOW CNyxebHon nHopmaLnm

Opyrne
XapaKTepPUCTUKN

3.1.3. TpynoBas yHKUNA

BbInoriHeHne KoOpAVHUPYOLLMX U YpoBeHb

HanmeHoBaHne |obecneuvmBarolmx pyHKLMIA Kog A/03.3 |(noaypoBeHb) 3

KBanudukauum

MpouncxoxaeHne
TPYOOBOM PYHKLUK

3anmMcTBOBaHO U3

Opurunan X
opurMHana

Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTaHgapTa

TpynoBble AencTBuUs

BeneHue xypHana pasbe3foB paboTHMKOB opraHusauum

KoopaunHaumsa paboTbl KypbepoB 1 BOAMTENen opraHusaumm

BeneHue xypHana pasbesfoB KypbepoB OpraHvM3auuy U MapLUpyTOB BoauTesen

CoctaBneHne cnpaBku O pasbes3gax paboTHMKOB, KypbepoB M MapLupyTax
BOAMTENEN OpraHm3aumm

HeobGxoammble ymeHusi

CocTtaBnsiTb 1 BECTHU y4eTHbl€ JOKYMEHTDI

MpryMeHsTb cpeacTBa KOMMYHUKALMK ANs nepefaydq nopyvyeHvuin pykoBoauTensi u
COTPYOHWKOB OpraHusauum

MpumeHsTb COBpeEMEHHbIe cpedcTBa cbopa, 06paboTkm 1 nepegayvm uHdopmaumm

OuenunBaTtb pe3ynbTaThbl B paMKaX NnocTtaBlfieHHbIX 3aga4

OcyLUecTBNATb KOHTPOMb UCMNOMHEHMWS NOPYYEHUIA PYKOBOAUTENS COTPYAHMKAMU

Heobxogumble 3HaHMSA

I'Ipanma pe4yeBoro aTuKkeTa

3OTuka genoBoro obLeHus

TpeboBaHusi oxpaHbl Tpyaa

MpaBuna 3awwmTbl KOHPUOEHUNANbHOM cnyxebHon nHpopmaumnm

CTpykTypa opraHusauuum W pacnpegeneHve ®QYHKUUA MexXOy CTPYKTYPHbIMU
nogpasaeneHuaMu 1 cneuuanuctTamm

[pyrve
XapaKkTepucTukm




3.2. O606LleHHasn TpyaoBas PyHKUMSA

[lokymeHTaumnoHHoe obecneveHne OeaTeNnbHOCTH YpoBeHb
HanmeHoBaHue Kopn B

opraHusaumm KBanvdukaumm
MpouncxoxaeHne

b kne . 3anmcTBOBaHO U3
06006LeHHON TpyaoBoMn Opwurunan X
opurmHana
dyHKUUK
Kop, PernctpaunoHHbIn
opurMHana HOMeEp
npodeccuoHansHoro
cTaHgapTa

Bo3MoHble HanMeHoBaHUS HenonpounsBogutens

DOIKHOCTEN, npodeccui

TpeboBaHus k 06pasoBaHuio
n oby4eHuo

CpepgHee npodeccroHanbHoe obpasoBaHue - NporpaMmmbl MOAIOTOBKM
KBannuuupoBaHHbIX pabounx, cnyxaiimx

TpeboBaHus K onbITy
npakTuyeckon paboThbl

Ocobble ycnoeusi gonycka kK
paboTte

Opyrvue xapakrepucTukm

JononHutenbHble XxapaKTepUCTUKN

HaumeHoBaHWe OokymeHTa Kon HaumeHoBaHve 6a30BoW rpynnbl, 4OMKHOCTU (Npodbeccnm) unm
cneunanbHOCTH
OK3 3431 AOMUHUCTPATUBHO-YNPaBreHYeCcKnin nepcoHarn
EKC <4> - [enonpounssoantens
OKNATP <5> 21299 Henonpoussogntens
OKCO 032002 |[OokymeHTauMOHHOe obecneyeHre ynpaBreHns n apxmBoBegeHe

3.2.1. Tpynosas pyHKLMSA

OpraHu3auns paboTbl C JOKYMEHTaMu YpoBeHb
HanmeHoBaHue Kog B/01.5 |(nogypoBeHb) 5
KBanudukauum
MpoucxoxaeHue o 3amMmcTBOBaHO 13
o purnHan X
TPYAOBOM OYHKLUM opuruHana
Kopg PernctpaunoHHbIi

opurnHana HOMeEp
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npodgeCccuoHansHoro
cTaHgapTa

TpyooBble AeCTBUSA

Mprem n nepBrnyHasa obpaboTka BXOOALLNX JOKYMEHTOB

MpeoBaputencHoe  pacCMOTPEHME U COPTUPOBKA  JOKYMEHTOB  Ha
perucTpvpyemble 1 He permcTpupyemble

MogroToBka BXOOALLMX OOKYMEHTOB OJ14 paCCMOTPEHUA pykoBoaAnUTenem

Pernctpauus BxoasLmx 4OKYMEHTOB

OpFaHI/I3aLI,I/IF| 00CTaBKM JOKYMEHTOB UCMONTHUTENAM

BeneHne 6a3sbl gaHHbIX AOOKYMEHTOB OpraHmn3auunn

BeneHve nHdopmMaLMoHHO-CNpaBoYHON paboTbl

O6paboTka 1 oTnpaBka UCXOASALLMX AOKYMEHTOB

OpraHusaumsa paboTbl MO perucrTpaumu, Y4eTy, XpaHeHul W nepegadve B
COOTBETCTBYIOLLUME  CTPYKTYpHble  noapasfeneHuss  OOKYMEHTOB  TEKYLUEero
Aernonpon3BoacTea

KOHTpOJ'Ib NCNOoNMHeHnA JOKYMEeHTOB B opraHmn3auunmn

Heobxooumble ymeHus

Pabotatb CcO BCeW COBOKYMHOCTbIO  MH(POPMAaLNOHHO-AOKYMEHTALMOHHbLIX
pecypcoB opraHusaumu

Monb3oBaTbcs 6azamu gaHHbLIX, B TOM YUChe yaaneHHbIMA

Monb3oBaTtbes cn paBO4YHO-NMpPaBOBbIMK CUCTEMaMU

Monb3oBaTbCs  aBTOMATU3WPOBAHHLIMKM  CUCTEMaMW  yyeTa, perMcrpaumu,
KOHTpONsi M MH(OPMAaLMOHHO-CMpPaBOYHbBIMK  cucTeMamn npu  pabote ¢
[OKYMEHTaMM1 opraHusauum

MpuMeHSTb cCOBpEMEHHbIE MHAOPMALMOHHO-KOMMYHUKALMOHHbBIE TEXHOMNOMMN AN
paboTbl C OOKYMeHTamMu, B TOM 4YucNe Ans ee OnTUMM3auun U MNOBbILLEHUS
3 peKTUBHOCTH

Heobxoaumble 3HaHUSA

HopmaTuBHble NpaBoBble aKkTbl M HOPMaTMBHO-METOAMYECKUE [OOKYMEHTHI,
onpegenstoLme NopsaoK JOKYMEHTaLMOHHOro obecneyeHust ynpaBrneHus

CTpyKTypa opraHusaumm, pykoBoACTBO CTPYKTYPHbIX noapasaerneHuit

CoBpeMeHHble UHOPMaLIMOHHbIE TEXHOMOMUN PaboThl C 4OKYMEHTaMM

Mopsiaok paboTbl C AOKYMEeHTaMu

Cxembl fokymeHTOOBOpOTA

I'Ipanma pa60TbI C BXogAwWwnmMm, ncxogawimMmm n BHYyTpeHHMMN OOKyMeHTaMu

MpaBuna opraHusauum W OPMbl  KOHTPONS WUCMOSHEeHUss [LOKYMEHTOB B
opraHusaumu

TunoBble CPOKKM UCNOJTHEHNA OOKYMEHTOB




MpuHUMNbl paboTbl CO CPOKOBOM KapTOTEKOM

HasHa4yeHune n TexHonorms TeKywiero n npeaynpeanteribHoro KOHTponA

MpaBuna cocTaBneHWs aHanMTUYEeCKMX CrpaBOK MO opraHusaumnm paboTbl C
AOKYMEHTaMM 1 KOHTPOIH0 UCMOSTHEHWS AOKYMEHTOB

I'Ipanma OOKYMEeHTaUuMOHHOIro obecnevyennsa oeaTenbHOCTU opraHunsauunmn

Buabl OOKYMEHTOB, X Ha3Ha4YeHune

TpeﬁOBaHVIH, npeavaBnideMble K JOKYMEeHTaM B COOTBETCTBUM C HOPMATUBHbIMU
akKTamMn u rocygapCrtBeHHbIMU CTaHOapTaMu

MpaBuna cocTaBneHuss W 0OPMIIEHNA  MHPOPMALIMOHHO-CMPaBOYHbIX,
OpraHn3auUMOHHBIX YrpaBneHYeckX JOKYMEHTOB

MpaBuna cosgaHuMa K BefeHuss 6a3 AaHHbIX  CNYXEOHbIX [JOKYMEHTOB B
opraHusaumm

Cuctemsl ANEKTPOHHOIo ﬂ,OKyMGHTOOﬁOpOTa

MpaBuna 1 CpoKN OTNPABKM UCXOASALLMX JOKYMEHTOB

TpeboBaHusi oxpaHbl Tpyaa

Opyrve
XapaKkTepucTunkm

3.2.2. TpynoBas dyHKUMSA

OpraHusaums TekyLlero xpaHeHus YpoBeHb
HavmeHoBaHMe | 4OKYMEHTOB Kog B/02.5 |(nogypoBeHb) 5
KBanudmnkaumm

MpouncxoxaeHue
TPYAOBOMN OYHKLUN

3anmMcTBOBaHO 13

OpvirnHan X
opuvrnHana
Kon PerncrpaunoHHbIn
opurMHana HoMep
npodeccuoHanbHoro
cTaHgapTa

Tpynosble AencTBuA

Pa3spaboTka HOMeHKNaTypbl Aen opraHu3aLmm

MpoBepka NpaBUNBLHOCTM OMOPMIIEHUS] [OOKYMEHTOB M OTMeTKM 06 ux
UCNONHEHNM Nepe X hopMUpPOBaHMEM B AEN0 Ans NOCneayoLero XxpaHeHust

d>opmyn|/|pOBaH|/|e 3arosioBkoB gen u onpeaeneHne CpoKoB NUX XpaHeHUsA

dopmupoBaHue gen

KOHTpOMb npaBMMbHOTO M CBOEBPEMEHHOrO pacrnpedeneHns 1 MoAaLvBKA
[IOKYMEHTOB B aena

HeobGxoammble ymeHusi

OpFaHM3OBbIBaTb pa60Ty no y4yeTy, XpaHeHuto U nepegadvye B COOTBETCTBYHOLLEE




CTPYKTYpHOE MnoapasaerneHne OOKYMEHTOB TeKyLero 4enonpov3soacTsa

OcyulectBNATL  MeTOAMYECKOEe  PYKOBOACTBO  [ENONPOM3BOACTBOM B
opraHm3aunm, KOHTpONMpoBaThb NpaBUilbHOE (POPMUPOBAHUE, XPaHEHME U caady
O€en B apxvB

Pa3pabaTbiBaTb HOMEHKIATYPY AeN CTPYKTYPHOro noapasaeneHust

Mcnonb3oBaTte HOMEHKNATypy Qfen Mpu U3YYeHUM CTPYKTYpbl OpraHusaumm,
cocTaBneHuu onucen gen

OpraHuzoBbiBaTb  paboTy no (OpPMMPOBaHWIO [Oen B COOTBETCTBMU C
YyTBEPXXOEHHON HOMEHKNaTypoit Aen opraHnsaumm

MpaBunbHO U cBOEBpPEMEHHO POPMUPOBATbL AOKYMEHTbl B [ena C y4eTOM MX
cneundukn

CVICTEMaTVI3VIpOBaTb OOKYMEeHTbl BHYTPpU Aena

ObecneunBaTb COXPAHHOCTb U 3aLLMTY AOKYMEHTOB OpraHm3aumm

anIMeHFITb VIH(bOpMaLWIOHHO-KOMMyHl/IKaU,I/IOHHbIe TeXHonormn AOnsa pa6OTbI C
AOOKyMeHTaMun

Heobxoaumble 3HaHUSA

HOpMaTVIBHbIe npaBoBble  akKTbl, HOPMATMUBHO-MeTOAMYECKNE OOKYMEHThI,
rocygapCtBeHHble CTaHAapThbl, onpeagendrume nopAanaok AOKyMeHTauMoHHOro
obecneyeHus ynpasJieHnA

Bugbel HomeHknaTyp, obwwue TpeboBaHMS K HOMEHKnaTtype, MeToguka ee
cocTaBneHus n opopmneHns

MpaBuna cornacoBaHWs HOMEHKNATypbl €N C BEAOMCTBEHHbIMU apXvMBamun U
3KCNEepTHON KOMUCCUEN

Mopspok dopmupoBaHns u odopmneHns gden, crneuudumka opMmnpoBaHus
OTOEeNbHbIX KaTeropun aen

I'Ipanu'la XpaHeHuda aer, B TOM 4ucre ¢ JOKyMmeHTaMn orpaHNM4eHHOro Ooctyna

MpaBuna BblAauYm U NCNONb30BaHUSI [OKYMEHTOB U3 CDOPMUPOBAHHbIX Aen

TpeboBaHusi oxpaHbl Tpyaa

[pyrne xapakrepucTumkm

3.2.3. TpynoBas dyHKUuA

OpraHusauns obpaboTku gen ons YpoBeHb
HavmeHoBaHMe | nocnegyoLero XxpaHeHns Kog B/03.5 |(nogypoBeHb) 5
KBanudunkaumm
I'IpomcxoZKp,eHme OpurnHan X 3anmcTBOBaHO 13
TPYOOBOW OyHKLMUK opurnHana
Koa PernctpaunoHHbIn
opuruHana Homep

npodeccrmoHansHoro




CTaHOapTa

TpynoBble gencTeums

MpoBepka CPOKOB XpaHeHWs [OOKYMEHTOB, COCTaBreHue npoTokona paboThbl
SKCMEpPTHOM KOMWUCCMU MO TMOATOTOBKE [OOKYMEHTOB K XpaHeHuio, akTa o
BblAENEHNN K YHUUTOXEHWNIO JOKYMEHTOB, HE NOAMEXaLUMX XpaHEHUIO

CocraBneHue BHyTpeHHeVI onucu gen anst 0cobo LeHHbIX OOKYyMEHTOB

OdopmneHne gen NoCTOSHHOrO, AONrOBPEMEHHOIO CPOKOB XpaHEHUSI

O(*)OpMJ'IeHVIe 00noXKM Aen NOCTOSIHHOTO, AOJITTOBPEMEHHOIo CPOKOB XpaHEHUA

CocTaBneHune onnucu aen NocTosiHHOr o, AOoNroBpeMeHHOro CpokoB XxpaHeHunda

ﬂepe,qaqa Aen B apXuB opraHn3aunm

Heobxooumble ymeHus

Monb3oBaTbCc NEepedYHs MM OOKYMEHTOB UM aHanusuMpoBaTb  dakTuyeckoe
copepXaHve WMelWwmuxcs B Aene [OOKYMEHTOB Mpu OnpeaeneHun CPOKOB WX
XpaHeHus

OcbopMnsATE AOKYMEHTbI 9KCNEPTHOM KOMUCCHM

OdopmnaTe OBMNOXKM Aen MOCTOSSHHOIO UM BPEMEHHOrNO0 CPOKOB XpaHeHus B
COOTBETCTBMU C TPeBOBaHNAMN rOCyAapCTBEHHbIX CTaH4apTOB

npOI/I3BOD,I/ITb XPOHOJ10TrM4YECKN-CTPYKTYPHYIO CUCTEMATU3aUNIO aen

OcyuwectBnaTb  TexHuveckylo 0b6bpaboTky wn nonmHoe odopmrneHve Aaen
MOCTOSIHHOIO N BPEMEHHOIO CPOKOB XpPaHEeHMUs

CoctaBnsaTb onucb Aen MNOCTOSHHOrO U BPEMEHHOIro CpOKOB XpaHeHuAaA B
COOTBETCTBUN C ﬂGVICTByIOLIJ,I/IMI/I HOpMaTMBHO-MeTOONYEeCKUMUN OOKYMEeHTaMN

anIMeHFITb VIH(*)OpMaLI,I/IOHHO-KOMMyHVIKaLI,VIOHHbIe TEeXHONormn Aansd pa6OTbI Cc
OOKYyMeHTaMu

Heobxoanmble 3HaHUSA

HOpMaTVIBHbIe npaBoBble aKThbl, HOpMaTMBHO-MeTOoOn4YecKne OOKYMEHThI,
rocyaapCTtBeHHble CTaHOapTbl, onpegendwouwme nopaaok OOKYMEeHTauMOHHOro
obecneyeHns ynpasneHus

Kputepun pasgeneHuss JOKYMEHTOB Ha rpynnbl B COOTBETCTBUM C LIEHHOCTbIO
MHdopMaunn, cogepxallemncs B HUX

nOpH}J,OK NCNOJ1b30BaHNA TUMOBbLIX UMM BEOOMCTBEHHbIX nepequVl OOKYMEHTOB,
onpeneneHnsa CpokoB XpaHeHUA B npouecce 3KCnepTuabl LEHHOCTN OOKYMEHTOB

Mopsinok co3gaHusi, opraHuMsaumy U LOKYMEHTMPOBaHWS paboTbl 3KCMEepPTHOM
KomMumceuu

I'Ipanu'la COCTaBJiIeHUA N yTBEepXOeHUA NpoToKOo1a paGOTbI 3KCI'I€pTHOI7I KOmMunccum

MpaBuna cOCTaBMEHUS U YTBEPXOEHUA akTa O BblAENEHUM OOKYMEHTOB, He
noanexallumx XpaHeHuio

MpaBuna TexHu4yeckon obpaboTkM U NOMHOTO OPOPMIIEHNS Aen NMOCTOAHHOIo U
BPEMEHHOIO CPOKOB XpaHeHUs!

I'Ipanma COCTaBJieHna onnucu aern NnocCTtoAHHOro U BpeMeHHOro CpokoB XpaHeHuda




B COOTBETCTBUU C ,El,eIZCTByPOLLI,I/IMM HOPMaTMBHO-METOONYECKUMU OOKYMEHTAMU

ﬂpanma nepegadun gen B apxmB opraHn3aunmn

TpeboBaHusa oxpaHbl Tpyaa

Opyrne -
XapaKTepPUCTUKN

3.3. O606LleHHasn TpyaoBas hyHKUMS

MpouncxoxaeHne

0600LeHHON TpyaoBoKn Opwurunan

OYHKLMN

OpraHusaunoHHoe, LOKYMEHTALMOHHOE U
YpoBeHb
HanmeHoBaHue | MHpOpMaUnoHHOe obecneveHne OeaTeNbHOCTH Koa C KBANUCOUKALIM
pPYKOBOAMTENS OpraHu3aumm
X 3anmMcTBOBaHO U3
opurnHana
Kon PernctpauunoHHbii
opurMHana Homep
npodeccnoHanbHoro
cTangapTa

Bo3moXxHble HanmeHoBaHUs
DOIKHOCTEN, npodeccui

CekpeTapb pykoBoaMTEns

TpeboBaHus kK 0O0pa3oBaHUIO
n oby4deHuto

Bbiclee oGpa3oBaHuve - 6akanaspuaT unu

CpeqaHee npodeccuoHanbHoe o6pa3oBaHme - IPorpamMmbl MOArOTOBKM
crneumnanncToB cpeaHero 3BeHa

HononHutensHoe npodeccroHansHoe o6pa3oBaHne

TpeboBaHus K onbITy
npakTudeckon paboThbl

He meHee AByx neT BbINOMHEHNS1 paboT Mo opraHU3aLUMoOHHOMY U
[OKYMEHTaLMOHHOMY 06ecneyeHnto AesTENbHOCTU PYKOBOANUTENS
opraHusaumu npu cpegHem npodeccroHarnbHOM 0b6pa3oBaHum

Ocobble ycnous gonycka k
paboTte

Ipyrve xapaKTepucTuku

JononHutenbHble XapaKkTepUCTUKU

HanmeHoBaHWe gokymeHTa Kop HanmeHoBaHne 6a3oBown rpynnbl, JOMMKHOCTM (npodeccnm)
Unu cneyunanbHoOCTn
OK3 2432 BubnuoTekapwu, 6ubnuorpadbl, JOKYMEHTOBEAb! U
cneumnanucTbl POACTBEHHbIX Npodeccuii
EKC - CekpeTapb pykoBogutens
oKnaTP 26341 CekpeTapb pykoBoautens
OKCO 032001 [lokymeHTOBejEeHME U JOKYMEHTaUNOHHOE obecneyeHne
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ynpasneHua

032002 [lokymeHTaumnoHHOoe obecrneyeHne yrnpaBneHns u
apxvmBoBeaeHue
3.3.1. TpynoBas yHKUNA
OkasaHue NomMoLLM pyKOBOAUTENIO B YpoBeHb
HanmeHoBaHne | nnaHupoBaHUM paboyero BpeMeHu Kog C/01.6 |(noaypoBeHb)
KBanudukauum

MpouncxoxaeHne
TPYOOBOMN PYHKLUK

3anmMcTBOBaHO U3

Opwurunan X
opurmHana
Kop, PernctpaunoHHbIn
opurMHana HOMeEp
npodeccnoHanbHoro
cTaHgapTa

TpynoBble AencTBuUs

BbiGop chopmbl MnaHWpoBaHWA M OodopMIieHME NNaHWPOBLUMKA (OpraHai3sepa)
pyKoBoauTens

BHeceHune nHdopmMaLmm B NNaHMPOBLLKK (OpraHansep)

CornacoBaHue ¢ pykoBoauTesieM BpeEMEHHbIX MNMJ1aHOB

CornacoBaHne TenedOHHLIX NEperoBopoB, BCTPed W MEponpuATUA  C
napTHepamu, KnMeHTaMu, pyKoBoAUTENAMU NOAPa3aeneHnn n CoTpygHMKkamm

WHdopMrpoBaHue pykoBoAUTENS O perfiaMeHTe HamevyeHHbIX MEPONPUATUI

MpepynpexaeHue o NPUBAVKEHNN BPEMEHN HAMEYEHHbIX MEPONPUSATU

dopmupoBaHme pesepBa BpeMeHW st HenpeaBUAeHHbIX CUTyauuii

HeobGxoammble ymeHusi

YcTtaHaBnueaTth Lenu, onpenenaTb nepapxumro uenemn

OnpegenaTe NPUOPUTETHOCTb N OYEPEAHOCTb BbINOMHEHNST paboT u 3hdEKTUBHO
pacnpegensatb paboyee Bpems

OkasbiBaTb NOMOLLb pykoBOAUTENO B pacnpeneneHnm ero pa6oqero BpeMeH!N

Bbibupatb onTumanbHble cnocobbl MHMOPMUPOBAHWUS MNAPTHEPOB, KIMEHTOB,
noceTutenen, pykosoauTernen nogpasgerneHnn n CoTpyaHWKOB O MraHMpyeMblX
MeponpuUsATHAX

ObecneunBatb VIH(bOpMaLI,VIOHHy}O ©e30nacHOCTb AeATENbHOCTU opraHunsauunmn

Heobxoaumble 3HaHuSA

Cneuundvika OCHOBHOW AeATENbHOCTU OpraH13aLmm

OcCHOBbI afMVHUCTPATMBHOMO NpaBa M TPYAOBOro 3akoHopaTensctea Poccuinckon
degepaumm

PykoBogsLmii cocTaB opraHmsaumm 1 ee nogpasgeneHunn

CDyH KU camMmomMmeHeg)KMeHTa
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[NocTaHoBKa Lenen

ﬂpanma npoBeaeHnA AenoBbiX NneperoBopos

TpeboBaHusa oxpaHbl Tpyaa

Opyrne
XapaKTepPUCTUKN

3.3.2. TpypoBas yHKUnA

HanmeHoBaHue

MnaHnpoBaHue paboyero gHA cekpeTapsi YpoBeHb

Kog C/02.6 |(noaypoBeHb)
KBanudukauum

MpouncxoxaeHne
TPYOOBOM PYHKLUK

3anmMcTBOBaHO U3

Opurunan X
opurnHana

Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTaHgapTa

TpynoBble AencTems

BbiGop 1 odhopMrieHne NnaHMpoBLLMKa CeKpeTaps

BegeHuwe gHeBHMKa (Ha 3NEKTPOHHOM U/MnnM ByMakHOM HocuTene)

CornacoBaHue NnaHoB € NaHamu 1 CpoKamun pa6OTbI pykoBoauTensa

PacnpegeneHve paboyero BpemeHu (Ha AeHb, Hedeno, NePCneKkTmBY)

I'IepeHeceHl/le HEBbINOJIHEHHbIX 3anfaHNpoBaHHbIX 3aaa4

BbINONHEHME TUNWYHLIX eXXeOHEBHbIX Aen

HeobGxoammble ymeHusi

BbiGupaTb 1 0opMAATb NNaHUPOBLLUMK

BHocuTb 1 oTcnexuBaTb WMHOPMALMIO HA SMEKTPOHHOM W/Mnu GymMaxKHOM
HocuTene

PaccTtaBnatb NPUOPUTETLI, BblAENATb BaXXHOE N CPOYHOE

BbibupaTtb onTumanbeHbI pUTM paboThl

AHaJ'IVI3I/IpOBaTb NPUYNHBbI HEBbIMNOJTHEHNA 3a4au

MpYMeHsATb MHPOPMALIMOHHO-KOMMYHMWKALMOHHbIE TEXHOMOMM

Heobxogumble 3HaHMSA

OcobeHHOCTN 0hOpMIeHNs NnaHMpPOBLUMKA (HA 3NEKTPOHHOM W OyMaKHOM
HOCUTENSAX)

OcHosBbl ynpasneHna BpeMeHeM

[pyrne xapakrepucTumku

3.3.3. TpynoBas (pyHKLMSA




OpraHuzaumst TenedoHHbIX NEPEroBOPOB YpoBeHb

HanmeHoBaHMe | pykoBOAMTENS Kog C/03.6 |(noaypoBeHb)
KBanudukauum
MpouncxoxaeHune 3aMmcTBOBaHO U3
P A Opwurunan X
TPYOOBOM OYHKLMUK opurMHana
Kop, PernctpaunoHHbIn
opurMHana Homep
npodeccnoHanbHoro
cTaHgapTa

TpynoBble AenNcTBUS

BeneHwne 6asbl TeJ'IeCpOHHbIX KOHTaKTOB pyKoBOOUTEIA

CoepuMHeHMe pyKOBOAUTENS C KOHKPETHLIMU abOHEHTaMM

MogroToBka mMmaTtepuanoB anda Teﬂe(*)OHHbIX neperoBopoB pykoBoanTena

Peructpauumsa noctynawoLwmx B NpUeMHyLo TenedoHHbIX 3BOHKOB

MepeHanpaBneHue  OTAENbHbIX  TeNegOHHbIX  3BOHKOB  3aMECTUTENsM
PYKOBOAMTENS, APYIMM COTPYAHUKAM

MonyyeHne Heobxogumon wvHOpMaLMM W nepefada CaHKUMOHUPOBAHHOMN
nHdopmaumm no TenedoHy

YcTaHoBneHMe KoHTakTa ¢ cobGecegHVKoM, MoadepxaHue U passuTMe OeroBOM
Gecenpl B npoLecce TenedoHHbIX NEPeroBopoB

OkasaHue MOMOLLM PYKOBOAMTENNIO NPW OpraHn3aumm U NpoBeaeHUN TenedqOHHbIX
NeperoBOpoB 1 BUAEOKOH(DEPEHLNIA

Heobxogumble ymeHus

Bect un wncnonb3oBatb B pabote 6a3dy QAaHHbIX TenedOHHbIX KOHTaKTOB
pykoBoauTens

Mcnonb3oBaTb cpeactBa KOMMYHWKALMOHHOW OPITEXHVKM AOns MOofyyYeHus U
nepegadv uHgopmaumm

Bectn  yyeTHble  peructpaumoHHble  OopMbl,  MUCMOMbL3oBaTb  UX  ANs
UHOPMaUNOHHOW paboTbl M paboTbl MO KOHTPOMK WCMOMHEHUS peLueHuin
pykoBoauTens

CrnaxmBaTb KOH(*)J'IMKTHbIe M CITOXHbl€ CUTyaunn Mexrnn4yHOCTHOIro obuweHus

Mcnonb3oBaTb TexXHUYECKMe W nporpamMHble cpefcTBa [Anfis  MpoBefeHus
ronocoBOW NN BUAEO-KOHMEPEHL-CBA3N

ObecneunBaTb I/IH(bOpMaLJ,VIOHHyIO ©e30nacHOCTb AesATeNbHOCTH OopraHusauunmn

CobntogaTb Cny>xebHbI 3TUKET

Heobxogumble 3HaHMSA

Teﬂe(bOHHble KOHTaKTbl pyKOBOOAUTENA

®dyHkUMKM, 3adaun, CTpPYKTypa opraHusauuW, ee CBs3W MO BepTuKanu U
ropusoHTanmu




lMpaBuna B3aMMOAEWCTBMS C NapTHEpPaMuW, KrMeHTamu, cpeacTtBamu MacCoBOM
MHdopMaLnm

I'Ipanma nogaepXxXaHma n pas3Bnutma Mexxnm4HOCTHbIX OTHOLLEHWNI

I'IpaBl/lna npoBeaeHnA AenoBbiX Nneperosopos

MpaBuna 3awmTbl KOHUAEHUNANLHOM UHOpMaLLUK

TpeboBaHusi oxpaHbl Tpyaa

Opyrve
XapaKTepUcTukmn

3.3.4. TpynoBas oyHKUNA

HanmeHoBaHue

OpraHu3zaumst KOMaHAVPOBOK PYKOBOAUTENS YpoBeHb

Kon C/04.6 |(nogypoBeHb)
KBanudukaumum

MpouncxoxaeHune
TPyaoBon OyHKLNN

3anmMmcTBOBaHO U3

Opwurunan X
opvrnHana

Kon PeructpauunoHHbi
opurMHana Homep
npodeccnoHanbHoro
cTangapTa

TpynoBble AencTBuUs

MogroToBka npoeKTa cny>|<e6Horo 3agaHnAa pykoBoguTenA

MoaroTtoBka NpoekTa npukasa o cnyxebHor KoMaHAMPOBKe

BbinMcka KOMaHOMPOBOYHONO  YAOCTOBEPEHWS U €ro  perucTpaums  npu
HeobxoaMMocCTu

MogroToBka LOOKYMEHTOB Ha noly4YyeHune Bu3bl, 3arpaHnM4HoOro nacnopTa

3aka3  KenesHoOOpPOXHbIX U aBnabuneTtos, rOCTUHUL,  TPaHCMOPTHOro
obecneyeHus pykoBoauTens

OdbopmneHne nporpaMmbl MNOE3AKM, YTOYHEHME ocobeHHocTell MpoToKona
NraHMpyeMblX MepPONPUSATUI

MogroToBka OOKYMEHTOB K noe3ake pykoBoautena

YTOYHEeHMe gaTbl, AOSMKHOCTEN, haMUnnin B NporpaMmmMme KOMaHAMPOBKU

MpopaGoTka MapLupyTa pyKoBOAWTENS, YBA3Ka ero ¢ pacnucaHnuem TpaHcrnopTa

O6paboTka MaTepmanoB KOMaHAUPOBKU, 0DOpPMIIEHNE OTYETA O KOMAHAUPOBKE

Heobxogumblie ymeHus

OdpopmMnsiTb aBaHCOBbLIE OTHETbLI PYKOBOAUTENS

OpFaHI/I3OBbIBaTb BCTpe4n pykosoautensa c ﬂpMHMMa}OU.leVI CTOp0HOI7I

OdhopmMnsTe KOMaHAMPOBOYHbIE LOKYMEHTbI




O6pabaTtbiBaTb OOKYMEHTbI M MaTtepuanbl MNo  pesynbTatam  Moe3nku
pykoBoauTens

Ob6ecneunBatb paboTy ocumca BO BpeMS OTCYTCTBUSI pyKOBOAUTENS

MpYMeHsTb cnocobbl AeNoBoro obLleHNs

Wcnonb3oBaTth cpeacTBa KOMMyHMKauumn ans obecnevyeHns B3aMMO4EeNCTBIUS C
pyKoBOAUTENEM BO BpPEMS €ro AenoBON Noe3aku

Heobxoaumble 3HaHMSA

nopﬂ,D,OK noaroToBkn n npoBegeHnAa KoMmaHOnpoBOK

nOpHLI,OK O(*)OpMJ'IeHVIFl OOKYMEHTOB OJ194 KOMaHONPOBKN U OTHETHbLIX JOKYMEHTOB
Nno KOMaHAOMPOBKE pyKoBOAUTENA

[enoson npoTokon

OTuka genosoro obLeHns

Opyrne
XapakTepucTUKn

3.3.5. TpynoBas dyHKunA

OpraHusaums paboTbl ¢ noceTUTensaMn B YpoBeHb

HanmeHoBaHMe | npuemMHoOn pykoBoauTENs Koa C/05.6 |(nogypoBeHb)

KBanudukaumnm

MpouncxoxaeHune
TPYOOBOM PYHKLUK

3anmcTBOBaHO U3

Opurunan X
opurnHana

Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa

TpyooBble AecTBUSA

Opranaau,Mﬂ JINYHOro npnema noceTuTenemn pykoBoautTenem

YcTaHoBneHue nopsgka npuemMa asns pasnnyHbiX KaTeropum nocetutenemn

BeaeHune XypHana ﬂpeﬂBapMTeﬂbHOVl 3arnncun Ha npnem

Peructpauusa nocetutenen

CopelcTBrie onepaTMBHOMY PacCMOTPEHMI0 NPock6 ¥ NpeanoXeHnii noceTuTenen
N COTPYOHUKOB OpraHusauum

OpraHusauusa npuema AenoBbIX NapTHEPOB B oduce

OpFaHVI3aLI,I/IF| O6CJ'Iy>KMBaHMﬂ pykoBoAUTENA U ero 4eNnoBblX NapTHEPOB B ocbmce

CepBupoBka YanHoro (kogenHoro) crtona B ocuce

MpuHATME Mep MO COXpPaHEHUd KOMMEpPYEcKoW TalHbl B Xode npuema
noceTUTenen N Ux HaxoXaeHusl B NPMEMHON 1 KabUHeTe pyKoBOAMTENS




Heobxooumble ymeHus

OpFaHI/ISOBbIBaTb n obecneumBaTb NIMYHbIE KOHTAKTbI pykoBoauTensa

YnpaBnsaTtb KOHpAnKTamm

YuntbiBaTb MCMXONOrMYECKMe OCOBEHHOCTM NWMYHOCTU MPU PasnUYHbIX BUAaX
NpodeccnoHanbHOro ooLeHs

Mcnonb3oBaTb yCTaHOBIEHHblE MpaBumna U npoueaypbl KOMMYHUKAUUW BHYTPU
opraHusaumm

BecTn yyeTHble  pernctpauumoHHble  ¢opMbl, MCMonb3oBaTb WX  Ans
MHpOPMaLIMOHHON paboTbl M paboTbl MO KOHTPOSO WCMOSHEHUS peLleHuit
pyKoBoAUTENS

Co3naBaTb NOMOXUTENbHbBIV UMUOXK OpraHM3aLmm

MpyHMMaTL Mepbl Mo pa3peLleHnto KOHQIUKTHBIX CUTYaLWi

MpuMeHATb MHPOPMAaLMOHHO-KOMMYHMKaLMOHHbIE TEXHOMOMMM

Ob6ecneunBatb KOH(MAEHUMANBHOCTE B MPUEMHOW U KabWHeTe pyKOBOAMUTENS,
COXpaHATb KOHDUAEHLMANbHYI0 MHGOPMaLMIO B TalHe

Heobxoaumble 3HaHUSA

MpaBuna opraHusaumm npuema nocetTutenemn

MpaBuna genoBoro o6LueHNns

MpaBuna peyeBoro aTukeTa

lMpaBuna ycTaHOBNEHUSA KOHTAKTa, NOAAEPXaHUSA U PasBUTUS MEXITMYHOCTHbIX
OTHOLLIEHUN

CTpykTypa opraHusaummM u pacnpegerneHve QyHKUMA Mexay CTPYKTYPHbIMU
noapasfeneHusiM1 1 creymnannctTamm

MpaBuna opraHx3aumu NpuemMoB B ogmce

OTUKET N OCHOBHI MeXOyHapoaHOro npoToKona

MpaBuna cepBMPOBKN YanHOro (KOenHOro) ctona

I'Ipanu'la NPUroToBIiIeHUA 1 nogavyn ropA4vYnx HanMTKOB N 3aKyCOK K HUM

MpaBuna 3awuTbl KOHMUAEHLMaNsHOM cnyxebHon nHdopmaumm

Opyrue
XapakTepucTuKn

3.3.6. Tpynosas pyHKLMSA

OpraHu3aumnsi NoAroToBKW, MPOBeaeHNs U YpoBeHb

HanmeHoBaHve | ob6CnyxmBaHMsA KOHPEPEHTHBIX MEPONPUATUN Kog C/06.6 |(nogypoBeHb)

KBanudukauum

MpoucxoxaeHue
TPYAOBON OYHKLNN

3anmcTBOBaHO U3

OpwurunHan X
opuruHana




Kon PernctpaunoHHbin
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

TpyooBble AenCTBUSA

MogroToBKa NOBECTKM OHSA mMeponpunaTmna

OdcbopmrneHne cnmcka y4acTHUKOB MEPONPUSATUS

MHdopMMpoBaHNE y4aCcTHUMKOB O HaMe4valolemMcss MepornpusTMM U YCroBUSIX
yyactums

BbiGop mecTa 1 BpeMeHM NpoBeAeHNst MeponpusTms

MogroToBka NpeaBapuTENbHON CMETbl PacXxoaoB

Pacceblinka ﬂpVIFJ'IaLIJeHVIVI noarsepamBLUMM yqacTtune B MepOonpuaTumn

C6op TeKCTOB 4OKNAA0B 1 MPOEKTOB UTOrOBLIX JOKYMEHTOB Y AOKNaA4YMKOB

Paccbinka  MH(OPMALMOHHLIX ~ MaTepuanoB  y4acTHUMKAM  KOHJDEPEHTHOro
MeponpusATUs

CocTaBneHune sIBOYHbIX INCTOB U CrMcKa pernctpaumn y4aCTHMKOB MeponpunAaTua

3akyrka KaHLenspckMx ToBapoB 1 NPoAyKToB Ansi obecneyeHust koe-nays

PeweHne BOMPOCOB TEXHNYECKOro OCHaLleHNna MeponpuaTmna

MomoLwb B NOAroTOBKE AoKNnaga pykoBoauTend, npe3eHTauMoOHHbIX MmaTepumnanoB

OpraHmsaumq noaroToBku npesnanyma mn paﬁOLWIX MeCT y4aCTHUKOB

OpraHusaumsi BCTpeum 1 pernctpaums y4acTHMKOB MEPONpUSITUS

BepneHne npoTtokona meponpuatus

Opl’aHI/I3aLI,VIF| CepBUCHOIo OGCJ'Iy)KVIBaHVIﬂ BO BpeMA Kocbe-naya

OpraHu3aumsi  KynbTypHO-MacCOBbIX  MEpPOMNpUATWMA,  TPaHCMOPTHOTO U
roCTUHUYHOro obecneyeHus

Heobxogumble ymeHus

OpraHu3oBbIBaTb  MNPOLECC  MOAFOTOBKM K MPOBEOEHMIO  KOH(PEPEHTHOro
MEepONpPUATUSE UHAMBMAYANBHO U B COCTaBe paboyen rpynnebi

JlokyMeHTUpoBaTb pasHble 3Tanbl NpoLeaypbl MOArOTOBKM U NpoBedeHust
KOH(EPEHTHOIr0 MeponpuUATUS

MepepaBsatb  MHdOpMauMo,  AOKYMEHTbI M Matepuanbsl  y4yaCTHUKaMm
KOH()EePEHTHOro MeponpuATUA

MopgrotaBnueaTb M 000OpPynOBaTh CTON Npe3ugnyma u paboyne mecta y4acTHUKOB
coBellaHus (3acegaHus)

CepBupoBaTh YaviHbIv (KOhelHbIN) CTOM BO BpeMS NpoBeaeHns kode-nay3

CobntogaTtb npasuna gerioBoro 3TketTa n NpoToKosa

MopaepxuBaTh UMUOXK OpraHusauum




Cos3paBaTb Mnax CeKkpeTaps, COOTBeTCTBleLLI,MVI MMNOXY opraHnsaunm

PaGotatb ¢ WHcopMauweil, aHanusupoBaTb W NpeacTaBnsTb €e B
cMcTemaTusMpoBaHHOM Buae

ObecneunBaTtb 6€30MacHOCTL AEATENBHOCTU opraHmnsauunmn

an/IMeHFlTb VIHd)OpMaLI,I/IOHHO-KOMMyHVIKaLI,I/IOHHbIe TEXHOOMMn

Ob6ecneunBaTb KOMGOPT Y4aCTHUKOB KOH(DEPEHTHOTO MEpOonpUATUS,, MoMoraTb B
BOMpOCax NPOXUBAHUS, TPAHCMOPTHOIo obecneyeHus

Heobxoaumble 3HaHUSA

Komnnekc opraHn3auMOHHO-TEXHUYECKUX MEPONpUATUA N0  MOArOTOBKE U
NPOBELAEHUIO COBELLAHUIA 1 NEPErOBOPOB, B TOM YKCIe MEXAYHAapPOAHbIX

I'IpaBl/lna BeOdEeHNA, NoArotoBkKN U O(bOpMJ'IeHVIﬂ NpoTOKONa U Apyrnx OOKyMEeHTOB,
co3aaBaeMblX B npouecce noarotoBku KOH(*)epeHTHOFO MeponpuAaTuA

CocTtaBneHune cmeTbl pacxonoB

OcHoBbI HanucaHus peqe|7| 1 AOKNagoB pykoBOOUTENA

lMpaBuna ycTaHOBNEHWS KOHTAKTA, NOALEPXKaHWUS U Pa3BUTUS MEXITMYHOCTHbIX
OTHOLLEHUN

I'Ipanma AenoBoro obLeHns, AenoBOro 3TUKeTa

OTUKET M OCHOBbI MeXayHapoaHOro npoTokona

I'Ipanma npoBeaeHna aenoBbiX Nneperosopos

MpaBuna 3awuTbl KOHPUAEHUMaNsHOW cnyxebHon nHdopmaumm

TpeboBaHusi oxpaHbl Tpyaa

Opyrve
XapaKkTepucTukm

3.3.7. TpynoBas dyHKUMSA

OpraHusauus NCNOMHEHUS peLLIeHnn, YpoBeHb
HavmeHoBaHWe | OCyLLEeCTBIIEHNE KOHTPOIA UCMONHEHUS Kon C/07.6 |(nogypoBeHb)
nopyyYeHUn pykoBoanTens KBanudmkauuu

MpouncxoxaeHne
TPyAOBOMN OYHKLUN

3anmMcTBOBaHO 13

OpvirnHan X
opurnHana
Ko PernctpaunoHHbIn
opuruHana HOoMep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBUSA

[okymeHTansHoe oopMneHne peLleHnin pykosoguTens

[oBeneHne oo ceegeHns pa6OTHMKOB opraHmsauunmn pacnomeeHwﬁ pykoBoguTensa




KOOp/J,I/IHaLI,I/Iﬂ neAaTenbHOCTU NO UCNOJTHEHUIO peLIJeHVIVI pykoBoauTend

BeaeHune CPOKOBOro TeKkyuwiero n npegynpeanteribHoro KOHTpona

MpoBepka MCNONMHEHUSA NOPYYEHNI PYKOBOAUTENS B YCTAHOBMEHHbLIN CPOK

MpepynpexaeHne COTPYAHWKOB 06 WCTEYEHUM CpPOKa MCMONHEHWS MOpPYYEHUN
pykoBoauTens

durkcaumnsa UCNOMNHEHNSA NOPYyYEHUI

CocraBneHve OTY4ETOB M aHaNUTUYECKMUX CMPaBOK O BbIMOSIHEHWUM MOPYYEHUA U
peLleHnin pyKkoBoAUTENS

Heobxogumble ymeHus

BecTu cpokoByto kapToTeky

Bectn yyeTHble pervctpauuoHHble (POpMbl, UCMOMB30BaTh MX Ans paboTbl Mo
KOHTPOSIO MCMOSNTHEHUSA NOPYYEHNA pyKOBOAUTENS

PaboTtatb C MchopmaumeVl MO KOHTPOJ110, CUCTEMATU3NPOBATbL €€ N NpeacTaBiATb
B BUAe CBOAHbLIX JOKYMEHTOB

Wcnonb3oBaTb cpeacTBa KOMMYHUKALMK ANt Nnepefayy nopy4YeHnii pykoBoautens

VMcnonb3oBaTb COBpPEMEHHble cpeacTBa cbopa M 0O6paboTKM  KOHTPOSbHOWM
MHopmMaumn

MpUMeHATb MHPOPMAaLMOHHO-KOMMYHMKaLMOHHbIE TEXHOMOMMM

OueHuBaTtb pe3ynbTaTbl B paMKax NnoCTtaBJieHHbIX 3adaud

OcyLecTBNATL KOHTPOSb UCMOMHEHWS NOPYYEHUA PYKOBOAMTENS COTPYAHMKAMM

Heobxoaoumble 3HaHMSA

Obwue TpeGoBaHWA K CpOKaM WCMOSNHEHUSI [OKYMEHTOB U  KOHTPOJSIbHbIM
PYHKUMAM CcryKObl JOKYMEHTALMOHHOIo obecneyeHus

MpuHUMNbI, CNOCO6LI MHPOPMUPOBAHNS COTPYOHWUKOB

OTuKa AenoBoro obLeHns

YnpaBneHyeckasi CTpyKTypa opraHusauuu, pykoBOACTBO OpraHusaumu, obpasibl
noanuceil PyKoBOASLUMX COTPYOHMKOB, KPYr MX MOSTHOMOYMIA U OTPaHUYEHUs] UX
30H OTBETCTBEHHOCTU

WHCTpyKUMM MO Aenonpon3BOACTBY U APYrMM NOKarnbHbIM HOPMATMBHBLIM akTam,
yCTaHaBMNMBaLLMM NOPSAOK peanu3auumn ynpaBneH4eckmx npoueayp

Opyrue
XapakTepucTUKn

3.3.8. TpynoBble pyHKLMM

OpraHu3auusa u nogaepxaHve YpoBeHb
HaumeHoBaHve | yHKLMOHaNbLHOro paboyero NnpocTpaHcTea Koa C/08.6 |(noaypoBeHb)

nprvemMHowm 1 kabrHeTa pyKkoBoauTeNs KBanudmukaumm
MpoucxoxaeHue OpwurunHan X | 3aumcTBOBaHO 13




TPYAOBOMN OYHKLUM

opurmHana
Kop, PernctpaunoHHbIn
opurMHana HOMeEp
npodeccuoHansHoro
cTaHgapTa

TpynoBble AeNCTBUSA

Ob6ecneyeHne pa60qero MecCTa pyKoBOOUTENA HeobxoaUMbIMU cpencrteamu
OpI'aHVI3aU,I/IOHHOl7I TEXHUKU, KaHUENAPCKUMW NPUHaAANIEXHOCTAMU

OpraHnsauus npuemHon odguca B COOTBETCTBUN C TpeboBaHUSIMU 3PrOHOMUKA 1
KynbTypbl Tpyaa

OpraHuszaumst ochopMIeHUst HTepbepa NPUEMHOI pykoBoAUTENS

O6opynoBaHne paboyero MecTa OPrTEXHUKOW, MNEPCOHaNbHbIM KOMMLIOTEPOM,
BCromMoraTtesibHOM TEXHNKON

OpraHusaunss 060pyaoBaHUSA MPUEMHOM CUCTEMAMU XPaHEHUsi, HeobxoaMMbIMU
npucnocobneHmammn, obecneveHns KaHUenapCkumMmn ToBapamm

ObecneyeHne xpaHeHnst N 3aMeHbl PAaCXOAHbIX MaTepMarnoB, MOBCEOAHEBHLIN yXoa
3a OPrTEXHUKOM

3akas KaHUenAaApCcKmnx ToBapoB, rMrmeHn4eCcknx Toeapos, NpoayKTOB NUTaAHUA

Heobxoaumeble
yMeHus

CospgaBartb ycroBus, obecrneudmsatoLime aeKTUBHYIO paboTy pyKoBOAUTENS

rlpVIMeHFlTb B COOTBETCTBMWN C HA3Ha4YeHneM cpeacrtea OpFaHI/I3aLI,VIOHHOl7I TEeXHUKMN,
KaHUuendapckme npuHagnexHocTn

OcHawatb paboyee MecTo pyKOBOAMTENS U CBOe paboyee MeCTO HEOOXOAUMbIM
obopynoBaHmem

OcylecTBNATL 3aMeHY pacxodHbIX MaTepuarnoB, yXo[, 3a OPrTEXHUKON

OcyLecTBNATL MOBCEOHEBHBLIN YXO 3a KOMUpOBanbHbLIM annapaTtoM, 3aMeHy u
XpaHeHue KapTpuaxen, ToHepa

KOHTpOJ'II/IpOBaTb COCTOAHME W1 NONOJNMHATb 3anacbl KaHUENAPCKUX TOBapoOB,
cpencTB rmrMeHbl, NPpOAYKTOB NUTaHNA

Heobxoaumble 3HaHUSA

TpeboBaHusa oxpaHbl TpyAa, MNPOM3BOACTBEHHOMW CaHUMTapwuW, MPOTUBOMOXaPHON
3amThl

OcCHOBbI NpaBUNBHOW  OpraHuM3auun Tpyda W MeToAdbl MOBbIWEHUS  €ro
3hPEKTUBHOCTH

OcCHOBbI 3proHOMMKM ochmnca 1 hrnopucTUKA

CTaHOapTbl M pekomeHAauun no o6opyaoBaHnio OQUCHBLIX MOMELLEHWI

CocTtaB opraHvM3aunOHHON TEXHUKK, ee YCTPONCTBO M NOPSO0K paboThl C HEN

Opyrue
XapakTepucTukm

3.3.9. TpynoBas pyHKLMSA




Pa3pa60TKa JTOKal1bHbIX HOPMAaTUBHbIX aKTOB, ypOBeHb

HanmeHoBaHMe | pernameHTUpyoLWmnx paboTy cekpeTaps Kon C/09.6 |(noaypoBeHb)
KBanudukauum
I‘Ipomcxozkp,eHme OpurnHan X 3anmcTBOBaHO 13
TPYAOBOMN OYHKLUM opurmHana
Kop, PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

TpynoBble AenNcTBUS

Pa3paboTka fOMKHOCTHOM MHCTPYKLMK cekpeTapst

PaspaboTka nonoxeHus o cekpetapuare

Pa3paboTka MHCTPYKUMM NO AENONPOM3BOACTBY

Heobxooumble ymeHus

CocTaBnsitb U O(*)OpMJ'IFlTb OpraHn3aunoHHble N MeToAn4YeCKne OOKYMEHThI

Peﬂ,aKTI/IpOBaTb TEKCThbI Cﬂy)Ke6HbIX OOKYyMEHTOB

Pabotatb cO BCel COBOKYNMHOCTbIO  MHEOPMALMOHHO-OOKYMEHTALMOHHbIX
pecypcoB opraHusaumu

Monb3oBaTbcs 6azamu gaHHbLIX, B TOM YUChe yaaneHHbIMA 6asamMu gaHHbIX

Mcnonb3oBaTtb cnpaBoO4Hble NpaBOBble CUCTEMbI

PaGoTaTb C KOMNbIOTEPOM, KaTanoramu (nankamu) 1 darnnaMmm, ckaHepom

Monb3oBaTbCcsa OOUCHBIM NAKETOM (TEKCTOBLIN pegakTop, Tabnuubl)

Monb3oBaTbcsa NepudepUnHBIMN YCTPONCTBAMU N OPITEXHUKON

lMonb3oBaTbCA 3MEKTPOHHOM NOYTON

Monb3oBaTtbCcs cuctemMamm AJ1IEKTPOHHOIO /J,OKYMeHTOO60pOTa

Heobxoaumble 3HaHUSA

lMpaBoBble OCHOBLI YynpasneHus (OCHOBbI aAMWHUCTPATMBHOIO, TPYyZOBOIO M
rpakgaHcKoro npasa)

JevicTBylowne npaBoBble aKTbl, HOPMATUBHO-METOAMYECKME  [OKYMEHTHI,
rocygapcTBEHHblE CTaHZapThl, Onpefensiowme nopsaoK [AOKYMEHTALMOHHOIo
obecneyeHus ynpaBneHus

CTpyKTypa, PyKOBOACTBO CTPYKTYPHbIX nodpasfenieHuii, obpasubl nognucen nuu,
MMelLLMX NpaBo NoanncaHusl U yTBePXKOEHUS JOKYMEHTOB, Y OrpaHUYeHUst UX 30H
OTBETCTBEHHOCTU

I'Ipanu'la OOKYMEeHTaUuMOHHOIro obecneyeHus neAaTenbHOCTN opraHu3auunn

Mopsiaok paboTbl C AOKYMEHTaMu

TpeﬁOBaHI/Iﬂ, npeabvdaBndeMble K JOKYMeHTaM B COOTBETCTBUM C HOPMATUBHbIMU
akKTamMn u rocygapCrtBeHHbIMU CTaHOapTaMu




MpaBuna cocTaBneHUsi opraHM3aunOHHbBIX AOKYMEHTOB (MOMOXEHWUA, NHCTPYKLNNA,
pernameHToB)

Bvabl SOKYMEHTOB, MX Ha3Ha4YeHne

OcHoBbI ,ClOKyMeHTHOVI JINHTBUCTUKN

TpeboBaHusa oxpaHbl Tpyaa

Opyrne
XapakTepUCTUKN

3.3.10. Tpynosas pyHkuus

CocTaBneHne n opopmneHune YpoBeHb
HanmeHoBaHve |ynpaBreH4Yeckon AOKyMeHTauun Koa C/10.6 |(noagypoBeHb)
KBanudukaumm

MponcxoxaeHue
TPYOOBOM PYHKLUK

3anmcTBOBaHO U3

Opurunan X
opuruHana
Kopg PernctpaunoHHbIn
opuruHana HOoMmep
npodeccunoHansHoro
cTaHgapTa

TpyooBble AeCTBUSA

CocTaBneHve npoeKkToB pacnopsagutenbHbliX (MpuKasbl, pPacrnopskeHus) W
NH(OPMALIMOHHO-CNPABOYHbIX  OOKYMEHTOB  (CrykebHble nucbma, CrpaBku,
AOKNagHble u cryxebHble 3anuckm)

MevaTb cnyxebHbIX JOKYMEHTOB U ApYrux MatepuarnoB

PasmHoxeHune CJ'IY)Ke6HbIX OOKYMEHTOB

KoHTponb  MpoxoxaeHus OOKYMEHTOB B opraHusauum  (corfnacoBaHue,
noanucaHve 1 yTBepxXaeHne JOKyMeHTa)

HeobGxoammble ymeHusi

Peﬂ,aKTMpOBaTb TEKCTbI CJ'Iy)KGGHbIX OOKYMEHTOB

Monk3oBaTbCcs YHUPULIMPOBAHHBIMIN (POpMaMn JOKYMEHTOB

O(*)OpMJ'IﬂTb KaccoBble (bI/IHaHCOBbIe OOKYMEHTbl W [OOKYMEHTbl Mo Yy4eTy
HaKnagHbIX pacxoaos

MevataTb cry>kebHble JOKYMEHTbI

Monb3oBaTtbcsa NepuepUnHLBIMN YCTPONCTBAMU N OPITEXHUKOWN

PaboTtaTb C KOMMbLIOTEPOM, CKaHEPOM

Monb3oBaTbCcsA OPUCHBIM NAKETOM (TEKCTOBLIN pefakTop, Tabnumubl)

Monb3oBaTbCA ANEKTPOHHOW NOYTOMN

Monb3oBaTbcs cuctemamm ANEKTPOHHOIo ,D,OKyMeHTOO60p0Ta




Ob6ecneunBatb 6€30MacHOCTb AeATENBHOCTM OpraHn3aumum

Heobxoaumble 3HaHMSA

MpaBoBble OCHOBbLI YyMpaBreHusl (OCHOBbI aAMUMHUCTPATUBHOrO, TPYAOBOMO U
XO35IMCTBEHHOrO npasa)

CTpyKkTypa opraHv3auuv, pyKOBOACTBO CTPYKTYPHbIX moapasfenieHui, obpasubl
noanucen nuu, VMEKLMX MPaBO MOANWCAHWSA U YTBEPXKOEHWUS OOKYMEHTOB, U
OrpaHNYEHUst NX 30H OTBETCTBEHHOCTYU

I'Ipanma OOKYMEHTaUuMOHHOIro obecneyveHnsa geaTenbHOCTH OopraHmn3auunmn

Mopsinok paboTbl C AOKYMEHTaMu

Tpe6OBaHI/IF|, npeavaBndeMble K JOKYyMEeHTaM B COOTBETCTBUU C HOPMaTUBHbIMU
akTamMmun n rocygapCTtBeHHbIMMN CTaHO4apTamMu

Buabl AOOKYMEHTOB, X Ha3Ha4YeHune

MpaBuna cornacoBaHns JOKYMEHTOB OpraHn3aumm (BHyTPEHHErO U BHELLHErO)

I'Ipanu'la noanncaHuna n yTeepxxaeHunAa JOKyMeHTOB

MpaBuna coctaBneHus M odOpMMEeHNs  MH(OPMAaLMOHHO-CNPaABOYHbIX,
ynpaBrneH4YeCknX JOKYMEHTOB U CIyXeBHbIX nucem

OcHoBbI ,ElOKyMeHTHOVI JIMHITBUCTUKN

MpammaTuyeckme npasuna pycckoro s3bika

TpeboBaHusi oxpaHbl Tpyaa

Opyrve
XapaKkTepucTukm

3.3.11. Tpynosas pyHkuuns

OpraHusauuns paboTbl C JOKyMEHTaMu B YpoBeHb
HavmeHoBaHWe | npnemHon pykoBoauTens Koa C/11.6 |(noaypoBeHb)
KBanudunkaumm

MpouncxoxaeHue
TPyAoOBOMN OYHKLUN

3anmcTBOBaHO 13

OpvirnHan X
opurnHana
Ko PerncrtpaunoHHbIn
opurnHana HOoMep
npodeccunoHansHoro
cTaHgapTa

TpynoBble AencTBuA

Mony4yeHve, npenBapuTernbHOE PACCMOTPEHUE W COPTUPOBKA MOCTYNarowWux B
NPUEMHYI0 PYKOBOAUTENS JOKYMEHTOB

MogroToBka OOKYMEHTOB OJ14 paCCMOTPEHNA pykoBoAUTENEM

Yyer OOKYMEHTOB, NOCTynawLWwmnx Ha nMa pykosogutTens

OpFaHVI3aLI,I/IF| 00CTaBKM OOKYMEHTOB UCMNOJIHUTENAM




BeneHune nHpopmMaLMoOHHO-CNpaBoYHON paboTbl

KOHTpO/b MCNOSNTHEHUS] OKYMEHTOB U NMOPYYEHUIA PYKOBOAMUTENS

Heobxooumble ymeHus

PaboTaTb ¢ BXxogsiLwen, MCXOAsLWen, BHYTPEHHEN AOKYMEHTaumen

Monb3oBaTbCcA cUCTEMaMM INIEKTPOHHOIO AOKYMeHToobopoTa Afis perncrpaumu,
KOHTPOIS JOKYMEHTOB 1 MHGOPMALMOHHO-CNPaBOYHOM paboTbl C JOKYMEHTaMu

anIMeHFITb I/IHQ)OpMaLI,VIOHHO-KOMMyHVIKaU,VIOHHbIe TEXHONormn aOnsa pa60TbI C
AOOKyMeHTaMun

CocTaBnsitb 1 0OPMMSATL HOPMATUBHbIE aKTbl

Heobxoaumble 3HaHWSA

HOpMaTVIBHbIe npaBoBbl€  aKThl, HOpMaTUBHO-MeToOn4eCckne OOKYMEHThHI,
rocygapCrtBeHHble CTaHAapTbl, onpegendwwmne nopAaaokK AOOKYMEeHTauuMOHHOro
obecneyeHus ynpasJieHnA

CTpykTypa opraHusaumm, pykoBOACTBO CTPYKTYPHbIX NoApasaeneHuni

COBpeMeHHbIe I/IH(*)OpMaLI,VIOHHbIe TEXHOJI0MN pa6OTbI C OOKYyMeHTaMun

Mopsagok paboTbl ¢ AOKYMEHTaMu, cxeMbl JOKyMeHToobopoTa

I'Ipanu'la pa6OTbI C BXoagAwWnmMn, ncxogAawmmm 1 BHyTpeHHMMN OJOKYMEHTaMM

I'Ipanma opraHusauunn KOHTpONA WUCMNONTHEHUA [OOKYMEHTOB U TUMNOBbIE CPOKU
MCNnoJiIHeHNA OOKYMEeHTOB

I'Ipanu'la COCTaBlieHNA aHalMTU4eCKMnX CrnpaBoK MO OpraHusauunmn pa6OTbI C
OOKyMEeHTaMu N KOHTPOJTHO NCMOJTHEHNA OOKYMEHTOB

MpaBuna cosgaHuma u BegeHuss 6a3  AaHHbIX  CNYXEOHbIX [OOKYMEHTOB B
opraHusaumm

CucTeMbI 3NIEKTPOHHOTO JOKYMEHTOOGopOTa

TpeboBaHusi oxpaHbl Tpyaa

Opyrve
XapaKTepucTukm

3.3.12. TpynoBas pyHkuus

OpraHusaums XpaHeHus JOKYMEHTOB B YpoBeHb
HavmeHoBaHWe | npuemHoOW pykoBoauTens Kog C/12.6 |(noaypoBeHb)
KBanudunkaumm

MpouncxoxaeHue
TPYAOBOMN OYHKLUN

3anmMcTBOBaHO 13

OpvirnHan X
opurMHana
Koa PernctpaunoHHbIn
opuruHana HomMep
npodeccnoHansHoro

cTaHgapTa




TpyooBble AencTBuUSA

PaspaboTka pazgenoB HOMeHKNaTypbl AeN opraHM3aumu

qDOpMVIpOBaHI/Ie n OCbOpMJ'IeHVIe Aen NnoCTtoAHHOro, 4oJiIroBpeMeHHOro Cpokos

MogroToBka n nepegada gen B apxmB opraHmn3aumnm

Heobxogumble ymeHus

PaspabaTbiBaTb HOMEHKNaTypy AeNl opraHvM3auuvM C y4eToM [OeNCTBYHOLLMX
HOPMaTUBHO-METOANYECKUX [OKYMEHTOB

Mcnonb3oBaTb HOMEHKNAaTypy Aen npu WU3YYeHUW CTPYKTYpbl OpraHv3auuu,
COCTaBIieHUn onucen gen

dopmmpoBate U odopMnATb  gena B COOTBETCTBUM C  YTBEPXKAEHHON
HOMEHKNaTypow Aen opraHvMsauuu

ObecneunBaTb COXPaHHOCTb JOKYMEHTOB OpraHmn3aunmn

npOI/I3BO,EI,VITb noAroToBKy Aen anda nepenadun B apxume

anMeHﬂTb I/IH(bOpMaLI,VIOHHO-KOMMyHl/IKaU,I/IOHHbIe TeXHonormn On4a pa6OTbI C
OOKyMeHTamMmun

Heobxoaumble 3HaHUSA

HOpMaTI/IBHbIe npaesoBble aKThbl, HOpMaTMUBHO-MeTOoan4YeCcKne OOKYMEHThI,
rocygapCTtBeHHble CTaHOapThl, onpegendwlowme nopagok OOKYMEeHTaUuMOHHOro
obecneyeHus ynpasneHus

Buabl HomeHknaTyp, obwwme TpeboBaHMS K HOMEHKnaType, MeToguka ee
CoCTaBneHus u opopmMneHns

Mopsaok opmupoBaHus u  odOpMAEHUA gen C  yKkasaHueM cneunduku
OpMMpPOBaHUS OTAENBHbIX KAaTEropun aen

MpaBuna xpaHeHus aen, B TOM Y1Cre C AOKYMEHTaMu OrpaHU4eHHOro 4ocTyna

I'Ipanma BblAa4vyn 1N NCNoJib3oBaHNA JOKYMEHTOB U3 CCbOpMMpOBaHHbIX aen

TpeboBaHusa oxpaHbl Tpyaa

I'Ipanma noaroToBkK 1 nepeaadun aen B apxmB opraHn3aunm

Opyrve
XapaKTepucTunkm

3.3.13. Tpyaosble yHKUNM

YpoBeHb
HanmeHoBaHne | ObecneyeHne pykoBoauTensa nHgopmaumen Kog C/13.6 |(noaypoBeHb) 6

KBarnudunkaumm
ﬂpOI/ICXOZK,EI,eHVIe OpurvHan X 3aMmMcTBOBaHO U3
TPYOOBOW OyHKLMUK opurnHana

Koa PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro

cTaHgapTa




TpyooBble AencTBuUSA

C6op n nepepaboTka nHopmMaunmn, Heodbxogmmon Ans NPUHATUS 06OCHOBAHHBLIX
yrpaBreHYeCcKNX peLleHmnn

[MpoBepka OOCTOBEPHOCTM, TMOMHOTbI U HENPOTUBOPEYMBOCTU  AaHHbIX,
uckniodeHne aybnuposaHms uHopmavmm

rlpe}J,OCTaBJ'IeHVIe OaHHbIX B €0UHOM U y,ClO6HOM Anga BOCNpUATUA c*)opmaTe

BbisiBneHne Hanbonee 3Ha4YnMMbIX KpUTEPUEB CMCTEMATM3AL MM MHOpMaLmMK Ans
co3gaHus 6a3 gaHHbIX

q)OpMVIPOBaHI/Ie N Ucnonb3oBaHne 6a3 AaHHbIX B opraHunsauunmn

Heobxooumble ymeHus

OcyuwectBnatb cbop, obpaboTky M aHanm3 mHoOpMaLuMnM B COOTBETCTBMM C
TpeboBaHNAMM  KPaTKOCTWU, 4YETKOCTU  (DOPMYNUPOBOK, CBOEBPEMEHHOCTM
NOCTYMMEHUsi, TOYHOCTU W LOCTOBEPHOCTM, OMTMMANbHOCTM CUCTEMaTM3aLuK,
HenpepbIBHOCTU cbopa 1 06paboTkn nHdopmamm

OcyLecTBnATbL PerncTpauuio, HakonneHne n nepegavy, cMCTeMaTU3MpoBaHHOE
XpaHeHve u Bbigayy nHdopmauum B Tpebyemon opme

CoctaBnsitb 1 Od)OpMJ'IFITb CBOAHbIE, OTYETHbIE, CTAaTUCTUYECKMNE OOKYMEHTbI

OcywectBnsaTb 006paboTKy M CTPYKTypupoBaHue uHGopmauumum, obpasys
WMH(OPMALMOHHBIE pecypcbl

BBoauTb HOBbIE AaHHbIE B CI'IpaBOLlHO-VIH(bOpMaLI,VIOHHbIe CUCTEMDI

BeoauTb B NamsTb KOMMNbKOTEPA SNMEKTPOHHbIE o6pa3b| OOKYMEHTOB

MpousBoauTb MOWUCK WHGOPMaUMM B CYLLECTBYIOLWMX Gasax [OaHHbIX, BECTU
MH(POPMAaLIMOHHO-CMPaBoOYHYl0 paboTy Ha OCHOBE pasfiMyHbIX KOMOWUHaLWiA
MOWUCKOBBIX NPVU3HAKOB

MpyMeHsTE MHOPMALMOHHO-KOMMYHUKaLNOHHbIE TEXHOMOMMM

Heobxogumble 3HaHMSA

OcobeHHOCT (POPMMPOBaHMSA BHEWHMX W BHYTPEHHUX WH(OPMAaLMOHHbIX
MOTOKOB

CocTaB BHELUHUX MHOPMALMOHHbIX NOTOKOB

CoctaB BHYTPEHHUX VIHq)OpMaLI,VIOHHbIX NOTOKOB

CTpyKkTypa opraHm3aumm 1 nopsiaok B3aumMoaencTBus nogpasgeneHnii u cnyxo

OcobeHHoCTH hopMUpoBaHMs 6a3 AaHHbIX B opraH13aumm

CoBpeMeHHble HaydyHble MeTOoAbl U TeXHWYecKue CpPeacTBa, CrocobCTByoLLME
c6opy, 06paboTke, CoXpaHeHWo 1 Nepeaaye NHPOPMaLIMOHHBIX MOTOKOB

MeTtoabl 06paboTkn MHOpMaLMM C NPUMEHEHMEM COBPEMEHHBIX TEXHUYECKUX
CpPeACTB KOMMYHUKALMIA U CBA3N, BbIYMUCIUTENBHON TEXHUKN

TpeboBaHusi oxpaHbl Tpyaa

[pyrve
XapaKkTepucTukm

3.3.14. Tpynosas pyHKUMA




OpraHnzauust tHOPMaLIMOHHOTO
BSF;VIMO,CleLVEICTBVIFIq) F|><o|=.‘cL)l;|,V|Ter|;| c YpOBEHb
HanmeHoBaHue Py Kog C/14.6 |(noaypoBeHb)
noapasaeneHnsMmn 1 AoSMKHOCTHBIMI NLaMu
KBanudukauum
opraHusaumm
MpouncxoxaeHne 3anmcTBOBaHO 13
P A Opwurunan X
TPYOOBOM OyHKLMUK opurnHana
Kop, PernctpaunoHHbIn
opuruHana Homep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AeNCTBUSA

NHgpopmmpoBaHme paboTHUKOB OpraHM3aLum O peLleHusIX pyKoBoaMTENs

OpraHusaums obmeHa nHpopMauven Mexay nogpasgeneHmsamMmm n JomKHOCTHBIMU
nMuamMm opraHusaumm

OnoBelleHne pa6OTHVIKOB O NpeacTodalnxX MeponpuAaTnax

OpraHu3aums BCTpey TPyAOBOro KONfekTMBa ¢ pykoBOACTBOM

NHgopmupoBaHe pykoBoauTenss o6 obpalleHusx COTPYAHMKOB Mo pabouum u
NMYHBIM BOMpocamM

Heobxogumble ymeHus

Mcnonb3oBaTb COBpEMEHHBIE TEXHONOrMKN cbopa u nepegayun nHopmaumm

OcywectBnsatb cbop w nepepaboTky wuHdopMaumM, HeobxogMmon Ans
AesATeNbHOCTH

OCYLLI,eCTBﬂFITb cucreMaTtmn3aumnto nosftydaemolX U nepegaBaemMbiX AaHHbIX

OcyluecTBNATb MNPOBEPKY AOCTOBEPHOCTW, MOSMHOTHI U HENPOTUBOPEYMBOCTYU
AaHHbIX, UCKMNOYEHNe oy6nupoBaHus nHgopmalmm

npeD,OCTaBJ'IFITb AaHHble B €JUHOM U WJ,O6HOM Anda BoCNpuATuA cbopmaTe

MHoOrokpaTHO MCMnonb3oBaTb MOMYYEHHYH WMHAOPMaLUo, MOCTOSIHHO OOHOBNATH
AaHHble

ObecneunBatb onepaTtmnBHOCTb I/IH(*)OpMaLI,MOHHbIX NOTOKOB

PaboTtaTb C KOMNbIOTEPOM, MCMNONBb30BaTb OPUCHLIN NaKeT (TEKCTOBbLIN peaakTop,
Tabnuubl)

Heobxogumble 3HaHMSA

HOpMaTMBHbIe npaBoBble aKThl, HOpMaTuBHO-MeTogn4eckne OOKYMEHTHhI,
rocygapCrtBeHHble CTaHOapThbl B cq)epe OeATerIbHOCTU opraHn3auunmn

CTpykTypa  opraHuMsauuu,  PYKOBOACTBO  CTPYKTYPHbIX  MogpasgeneHuit,
HanpaBreHnss [OesATeNbHOCTM  OpraHusauMM U KOMMEeTEHUUU  CTPYKTYPHbIX
noapasaenerHunii U AOMKHOCTHbIX NUL

Knaccudpukauusa  ynpasneHdyeckon  uHdopmauuu, BuAbl  yrnpaBrieH4YecKon
WHopmauum

dopmbl NpegocTaBreHns ynpaBrieHYeckon nHdopmaumm




McTouHukM ynpaBneH4yeckon nHdopmauum

MeToarka oT6opa MCTOYHMKOB MHGOpMaLmm

TpeboBaHus, npeabsaBAseMble K ynpaBneH4Yeckon nHopmauum

TpeboBaHusi oxpaHbl Tpyaa

Apyrve -
XapaKTepPUCTUKN

3.4. ObobLeHHas Tpygoas pyHKUMS

MHdopMaLMOHHO-aHanMTmyeckas u

OpraHu3aunoHHO-agMUHUCTPaTUBHASA YpoBeHb
HavnmeHoBaHue P " A P Kog D P

nogaepxka AesiTenbHOCTU pyKOBOAMTENS KBanudmukaymm

opraHusauum
MponcxoxaeHue

Z . 3anmcTBOBaHoO U3
0606LLEeHHON TPyaoBON Opurunan X
opuruHana
dyHKUUK
Kopg PernctpaunoHHbIn
opvrMHana Homep
npodeccnoHanbHoro
cTanfgapTa
Bo3moXxHble HaMMEeHOBaHWS [MomoLLHMK pykoBOAMTENS
DOIKHOCTENn, npodeccui
TpeboBaHus k obpasoBaHuio U | Beicluee obpasoBaHue - bakanaspuaT
0By4yeHuno HononHutensHoe npodeccnoHansHoe obpasoBaHme
TpeboBaHUSA K OMbITY He MeHee Tpex neT no npodunto 4eaTenbHOCTU OpraHn3auum
npakTudeckon paboTsbl
Ocobble ycnosus gonycka K -
paboTte
Opyrve xapakTepucTuku -
JononHunTenbHblE XapaKTEPUCTUKK
HavmeHoBaHWe gokymeHTa Kon HaumeHoBaHWe 6a3oBow rpynnbl, 4OMKHOCTU (Npodeccun)

nnn cneunanbHOCTU

OK3 2432 Bubnnotekapwn, bubnuorpadbl, JOKyMeHTOBEAb! U
crneumanucTbl PoACTBEHHbIX Npodeccui
OKCO 032001 [okyMeHTOBeeHME N OOKYMEHTALUMOHHOE obecneyeHmne
yrnpasneHus
032002 [lokymeHTaumnoHHoe obecneyeHne yrnpaBneHns u

apxuBoBeaeHue
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3.4.1. TpynoBble yHKLUK

dopmupoBaHue MHHOPMaLMOHHOIO YpoBeHb
HanmeHoBaHMe |B3anMOAENCTBUS PYKOBOAUTENS C Koa D/01.6 |(nogoypoBeHb)
opraHusaumnsamm KBanudukaumm

MpouncxoxaeHne
TPYOOBOMN PYHKLUK

3anmMcTBOBaHO U3

Opwurunan X
opurmHana
Kop, PernctpaunoHHbIn
opurMHana HOMeEp
npodeccuoHansHoro
cTaHgapTa

TpynoBble AenNcTBUS

OT60p NCTOYHUKOB VIH(bOpMaLI,VIVI B COOTBETCTBUN C 3adaHHbIMUN KPpUTEPUAMU

O6paboTka n nHTepnpeTaums HopMaL UM Ana NOAroTOBKM NPOEKTOB pPeLLEHUN

MoaroToBka 3anpocoB Mo NMOPYYEHNIO PYKOBOAMTENS HA MOJyYeHNe AOKYMEHTOB U
MHpopMaLMN B OpraHax rocyapCTBEHHO BNacTu 1 yrnpaBrieHusl, O6LLECTBEHHbIX
opraHusaumsix 1 nosly4deHne CooTBETCTBYIOLLEN MHGOPMaLMK U JOKYMEHTOB

MHdopmumpoBaHne pykoBoaWUTENS O pe3ynbTaTax pPacCMOTPEHUSI 3arnpoCcoB U
obpalleHni

OpraHu3aums peLleHnst BOMpoCcoB, He TpebytoLlmx HenoCpPeACTBEHHOIO y4yacTus
pykoBoAUTens

MoaroToBka MaTtepuarnoB AnNs ydacTua pykoBoauTens B paGoTe pasnunyHbIX
CTPYKTYp B COCTaBe [OCYJApCTBEHHbIX W  MyHMUMNAmnbHbLIX  OPraHos,
06LLEeCTBEHHbIX OpraHM3aLmi

MoaroToBka [OOKYMEHTOB AN 3AKMHOYEHUST COrnalleHWn O COTPYAHUYECTBE C
[AernoBbIMY NapTHepamu

NHdopMupoBaHe AenoBbiX NapTHEPOB U 3aMHTEPECOBaHHLIX OpraHu3auuii o
peLLeHUsX PYKOBOAUTENS B XOAE BbINOMHEHUs CornalleHuni

HeobGxoammble ymeHusi

AHanuanpoBatb W O0OTOMpaTb WCTOYHUKM WMHOPMaUUM B COOTBETCTBUM C
KPUTEPUSMU  MOJSHOTLI, [JOCTOBEPHOCTW, CBOEBPEMEHHOCTU MNPELOCTABMEHUSA
MHdopMaLnm

CobupaTtb, obpabaTtbiBaTb M aHanuM3upoBaTb MHAOPMaLUO B COOTBETCTBUMM C
3aaHHbIMK TpeboBaHMAMYN

I'Iepe,u,aBaTb Vchbopmau,mo B CMctemMatn3anpoBaHHOM Buae

OGpabaTbiBaTb M CTPYKTYpUpOBaTb MHGOpMauuio, obpasyss MH(pOpMaLMOHHbIE
pecypcebl

MpousBoauTb MOUCK MHGOPMAaLMM B CYLIECTBYIOLIMX 0Gasax [daHHbIX, BecTu
MH(POPMALIMOHHO-CMPaBoOYHYl0 paboTy Ha OCHOBE pasfNYHbIX  KOMGUHaLMiA
MOUCKOBbIX MPU3HAKOB

ObecneunBaTb MHd)OpMaLI,I/IOHHyIO ©Ge3onacHoCcTb opraHmnsauunmn




Pabotatb ¢ KOMMbLIOTEPOM, UCNONBb30BaTb OPUCHBLIV NakeT (TEKCTOBLIA peaakTop,
Tabnmubl)

Heobxoaumble 3HaHUSA

BHyTpeHHFlFl N BHELIHAA NOJIUTUKa opraHn3aunn

rlpVIHLI,VIﬂbI npeacrtaBuUTENbCTBa B rOCyAapCTBEHHbLIX OpraHax, opraHax mMeCcTHOro
camMmoynpasJieHNA, CTOPOHHUX OpraHn3aunax n nopanok B3aMMOAENCTBUSA C HAMMU

MpuHUMNBI M MeTOAbI aAMUHUCTPUPOBaHNS

OcobeHHOCTV hOPMMPOBaHMS BHELLIHUX U BHYTPEHHMX MHCPOPMAaLMOHHBLIX MOTOKOB

CTpyKkTypa opraHusaumm 1 nopsaok B3anmMoaencTsusa nogpasgeneHn u crnyxo

MpaBuna opMMpoBaHMs U UCMOSb30BaHMS 6a3 AaHHbIX

CoBpeMeHHble HayyHble MeToAbl M TEeXHUYEecKue cpeacrtsa, CnocobeTByoLne
cbopy, obpaboTke, coxpaHeHuto 1 nepegade nHgopmaumnm

MpaBuna 3awwmTbl KOHGUAEHUMANBLHOM cnyxebHon nHopmaumnm

CoBpeMeHHble MH(POPMALIMOHHbBIE TEXHOMOMNM

Opyrne
XapakTepucTUKn

3.4.2. TpypoBas oyHKUNA

AHanu3 nigopmalmmn n nogroToBka YpoBeHb
HanmeHoBaHMe |uMHdOPMaLNOHHO-aHaNUTMYeckux matepmanos | Koa D/02.6 |(nogypoBeHb) 6
KBanudukaumum

MpouncxoxaeHune
TPYAOBON OYHKLNN

3anmcTBOBaHO U3

OpuruHan X
opuruHana
Kopg PernctpaunoHHbIn
opuruHana HOoMep
npodeccuoHansHoro
cTaHgapTa

TpyooBble AecTBUSA

C6op, nepepaboTka 1 aHanM3 UHopMaLmMmn ONs pelleHns 3anad, NocTaBeHHbIX
pykoBoauTenem

MogroToBka I/IHd.)OpMaLI,I/IOH HO-aHalnmMTu4eCcKnx matepunanoB

Pa3pa60TKa TemMaTun4eckoro niaHa 0630pHOFO OOKyMeHTa, AoKrnaaa

OnpepeneHue kpyra oubnunorpadunyeckmx NCTOHHUKOB

MoaGop MCTOYHMKOB U NUTepaTypbl Mo TemMe 06G30pa, AoKMada, aHanuMTUYecKoi
cnpasku

HanucaHnue n opopmneHne o63opa, goknaga, aHannTUYeCKon cnpasBku

HeobGxoammble ymeHusi

Pa3paGaTblBaTb TeMaTUYECKUI NnaH 063opa, Joknaga, aHanuTu4eckon cnpaBku




O6ocCHOBLIBaTb aKTyamnbHOCTb MPOGMEeMbl, KOTOPY MPEACTOMT OCBETUTL B
o63ope, goknage, crnpasBke

Monb3oBaTbCsd  MH(OPMAUMOHHBIMW  pecypcaMuM U CUCTEMATU3NPOBATb
MHOopMaLMIO NO 3aaHHLIM KpUTEPUSIM

rlpaBl/IJ'IbHO MHTEpnpeTnpoBaTb NOJiyd4eHHble [OaHHble W NpeanocTtaBsiATb UX B
cuncreMmaTuanposaHHoOM Bmnae

Onpep,enmb Kpyr UCTOYHUKOB W nutepaTypbl, HeobxoaMMbIX ANnst NOArOTOBKU
I/IH(*)OpMaLI,I/IOHHO-aHaJ'IVITI/I‘-IeCKI/IX mMaTtepuanoB

W3naratb maTtepuan B nornyeckon nocnegoBaTefibHOCTU

I'Ipomsso,qmb aHalnna3 " OUEeHKY U3INoXeHHOro Mmatepumana

OCpOpMJ'IFITb TEKCT B COOTBETCTBYOLWEM CTUITE

Pepaktu poBaTb TEKCT JOKYMEHTOB

dJopmynleOBaTb BbIBOAbl N peKOMeHadaunmn

OcywectBnaTe aBTOMaTM3auuMiO MpoueccoB cbopa, XpaHeHus W Bblgauu
nHdopmaumm

Monb3oBaTbCcsA YCTPOWCTBAMM aBTOMATU3MPOBaHHOMW 0OpaboTKM TEKCTOBOW
MHpopmaunm n goToHabopPHLIMK YCTPOMCTBAMM

an/IMeHﬂTb BbIYNCINTUTENBHYIO TEXHUKY W” I/IHd.)OpMaLI,I/IOHHbIe TeXHoNnormn Ang
3KOHOMMWYHON 1 paLl,MOHaJ'IbHOVI opraHunsauunmn I/IH(bOpMaLI,VIOHHbIX npoueccos,
MOBbLILLEHMS UX TMOKOCTN N ANHAMWUYHOCTU

Mpon3BoanTb NUTEPATYPHO-CTUNUCTMYECKYID 0OpaboTKy TekcTa, NpPOBEPKY
NOrnYecKon nocrnefoBaTenbHOCTM U3MOXEHWS, aHanu3a M OLEHKW, HanucaHusi
BbIBOJOB N pEKOMEHAaL MM

anMeHﬂTb OCHOBBbI MCUXONOrMN AENOBOro obLLEHNSsI

Heobxoaumble 3HaHUSA

HopmaTuBHble MNpaBoBble  akTbl, HOPMATUBHO-METOAUYECKNE  [LOKYMEHTbI,
rocygapcTBeHHble cTaHaapThl B cepe AesTenbHOCTM opraHu3anmm

CTpykTypa  opraHusaumu,  pyKOBOACTBO  CTPYKTYPHbIX  MoApasgerieHui,
HanpaBneHus [OeATEeNbHOCTM OpraHM3auuMM W KOMMETEeHUUU CTPYKTYPHbIX
noapasaeneHnn 1 OOMKHOCTHBIX N

Knaccudpukauua  ynpaBneH4yeckon  uWHdopmaumn, BuAbl  ynpaBreH4YecKomn
MHdopMaLnm

dopmbl NpegocTaBneHns ynpaeneH4Yeckon nHopmaumm

NcTouHuKkM  ynpaBneH4yeckonm wHdopMauuu, MeToguka oTbopa MWCTOYHUKOB
MHdopMaLnm

TpeboBaHus, npeabsABAsSeMble K ynpaBreH4Yeckon nHopmawmm

OcobeHHOCTM pedepupoBaHns  UHGopmauun, cneundurka odopMieHus W
COCTaBreHUs aHHoTaUuin, pedepaToB, 0630poB, AOKNAA0B

KaTeropuu notpebuTenen, Ha koTopble ByaeT paccuuTaH AaHHblii 0G30p, Aoknag




MeToabl 06p860TKI/I MH(bOpMaLI,I/II/I C npuMmeHeHnem COBpPEeMEHHbIX TeXHU4eCKnX
cpencrte KOMMyHMKaLlVIVI N CBSA3U, BbIYUCTIUTENBHOM TEXHUKN

CTpykTypa WH(MOPMALMOHHbLIX M30aHUW B 3aBMCUMOCTM OT  Xapakrepa
MHdOPMaLNKN 1 LENEBOro HasHa4YeHnst MHOOPMaLMOHHbIX U30aHWI

CoBpeMeHHble cpeacTBa cbopa, 06paboTku, cuctemaTusaumm MHopMaumum

NcTouHMKM uHpopmaumm: katanorn 6ubnuoTtek, KypHanoB, NoUCKOBbIE CUCTEMBbI
WH(POPMALIMOHHO-TENEKOMMYHUKALMOHHON ceTn "VIHTepHeT", aneKTpoHHble 6a3bl
OaHHbIX

dyHKUMOHaNbHOE HasHayeHue ob63opa (Gubnuorpadumyeckoro, pedepaTUBHOIO,
aHanNWTUYECKOro) Kak CpeacTBa OpveHTauuu yuTaTens B [OKYMEHTarlbHOM Wiu
MHOPMAaLIMOHHOM MOTOKE

OcobeHHOCTM 06LeHay4HOM U NnparmaTn4eckon yHKUMmM 0630poB

MpaBuna paboTbl C BHELLUHVMUW HOCUTENSIMU MHcpopMaLIK

HOpMaTI/I BHblE OOKYMEHThI, rocyaapCTBeHHbIe CTaHOapTbl B obnactu
OeATENbHOCTN OpraHm3auunn

MoHaTne n cneumduka Gubnuorpadumyeckoro, pecepaTUBHOIO U aHaNUTUYECKOrO
WHOPMALIMOHHOIO U3gaHns

Cn paBO4HblI€ NMpaBOBbl€ CUCTEMbI

Opyrve
XapaKkTepucTunkm

3.4.3. TpynoBas dyHKUMA

OpraHnsaums enoBbIX KOHTAKTOB U YpoBeHb
HavmeHoBaHWe | NPOTOKOJSIbHLIX MEPONPUATUIA Koa D/03.6 |(nogypoBeHb)
KBanudunkaumm

MpouncxoxaeHue
TPyAoOBOMN OYHKLUN

3anmcTBOBaHO 13

OpvirnHan X
opuvrnHana
Koa PerncrpaunoHHbIn
opurMHana HoMep
npodeccnoHansHoro
cTaHgapTa

Tpynosble AencTBuA

OpraHu3aums W nnaHWpoBaHWE [EenoBblX KOHTAKTOB, BCTPeY M NOe3noK
pykoBoauTens

OpraHmzauma  3acegaHuii, COBELAHMN U MEpPONpPUATUA,  MPOBOANMbIX
pyKoBoauTenem

Moarotoska MaTepuarnos Ans COBELLaHWin, BeaeHne 1 ohopMreHne NpoTOKONoB

MogroToBka npe3eHTau,m71 Nno yKa3aHuto pykoBoauTend

MoaroToBka 1 NpoBefeHMe Npecc-koHEPEHLNS PYKOBOAUTENS




BCTpeLIa y4aCTHMKOB NeperoBsopos, obecneyeHne unx I/IH(*)OpMaLl,I/IOHHI:IMI/I
mMmatepuanamm, segeHue 3anucen neperosopos

Heobxooumble ymeHus

CocTtaBnsiTb nnaH Noes3aku pykoBoguTena

OdpopMnaTb OOKYMEHThI, HeoBXoauMMble Ans OeNOoBOW Noesaku, KOMaHOUPOBKU
pykoBoauTens

CocTtaBnsiTb M 0ooOpMNATE MPOTOKOMbI COBELLAHMK, 3acedaHuii u  Opyrux
KOH(bepeHTHbIX MepOI'IpI/IﬂTI/IIZ, rOTOBUTb CMUCOK Y4YaCTHWKOB, MOBECTKY [OHA,
ABOYHbIE JNMUCTbI U NPOEKTbl UTOTOBbIX OKYMEHTOB

CoctaBnsitb npecc-pennsbl

BecTn neperoBopkl ¢ napTHepamu

PaboTtatb B pexunve MHorosaga4yHocTtu

PabotaTtb ¢ 60nbwKM 06BEMOM MHOPMaLMK

CosgaBaTb ¥ noadepXuBaTb  MOSNIOXUTENbHLIM  MMWIDK — OpraHu3aumm U
pykoBoauTens

Mcnonb3oBaTtb BbIYUCITUTENBHYIO TEeXHUKY 7
I/IHCbOpMaLI,I/IOHHO-KOMMyHVIKaLI,I/IOHHbIe TexHomnormm ana 6onee SKOHOMWYHOW U
paLl,VIOHaﬂbHOVI opraHmnsauunmn VIHd)OpMaLI,I/IOHHbIX npoueccoB, MOBbIWLIEHNA UX
rMMBKOCTU N ANHAMNYHOCTU

O6ecneunBaTb UHOPMALMOHHYIO 6e30NacHOCTb OpraHM3aunm

Heobxoaoumble 3HaHMSA

HOpMaTMBHbIe npaBoBbl€  aKThl, HOpMaTtunBHO-MeTogn4eCckne OOKYMEHThI,
rocyaapcCrtBeHHble CTaHOapThbl B ccbepe OeATEeNIbHOCTUN OpraHmn3auunn

CTpyKTypa opraHu3auuun, pykoBOASLLMI COCTaB OpraHM3auun 1 nogpasgeneHun,
HanpaBneHus OeATeNbHOCTM OpraHM3auunm U1 KOMMETEHUUN  CTPYKTYPHbIX
nogpasaeneHnin n SOMKHOCTHBIX Nny,

Mcuxonornsa aenoBoro obLLEHNS, OCHOBBI KOH(*)J'WIKTOJ']OFVII/I

MpaBuna npoBeaeHUs AeNOBbIX NEPErOBOPOB Y NPOTOKOSbHBLIX MEPONPUSITUIA

OTUKET U OCHOBBI MeXOyHapo4HOro npoToKoa

lMpaBuna coctaBneHns u 0PopPMIIEHUA JOKYMEHTOB

MpaBuna 3awuTbl KOHMAEHUMANbHOW cnyxebHo nHdopmaumm

NHopmaLMOHHO-KOMMYHMKALIMOHHbBIE TEXHOMOMMA

Opyrue
XapakTepuCTUKM

3.4.4. Tpynosas pyHKLMSA

HanmeHoBaHue

OpFaHVI3aLI,I/IF| NcnoJiHeHunda peLueHvuZ
pykosBoguTens

YpoBeHb
Koa D/04.6 |(nogoypoBeHb)
KBanudukaumnm




MpouncxoxaeHne
TPyaoBon oyHKLNN

3anmmcTBOBaHO U3

Opwurunan X
opurMHana
Kon PerncrpaunoHHbIn
opurMHana HoMmep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBUS

J[lokymeHTanbHoe ohopMIIeHVE peLLeHNIn pyKoBOOAUTENS, AOBEAEHME 4O CBEAEHMS
pabOoTHMKOB OpraHn3aLMn YCTHbIX PacropsiKEHUA PYKOBOAUTENS

KOOpLI,I/IHaLI,I/IFl neAaATenbHOCTU No UCNOJTHEHUIO pel.ueHvu7| pykoBoaunTena

KOHTpOmb UCMONHEHUST peLLeHWiA PYKOBOAMUTENS

[MoaroToBka OTYETOB O BbINOMHEHWUM NOPYYEHUIA U PELLEHMIN PYKOBOANTENS

Heobxogumble ymeHus

CocTaBnsiTb M 0POPMIATb AOKYMEHTbI, CoepKallue NnopyveHns U pacrnopsikeHust
pykoBoauTens

BecTn yuyeT nopyyeHwii pykoBoauTENs, TPEOYIOLIMX KOHTPOMS MO CYLWECTBY
pelLeHus Bonpoca

YeTKo 1 BbICTPO NpUHUMAaTL pelleHns B npouecce paboThbl

np0VI3BO,CI,VITb aHanu3 UCNOSHNTENbCKON AUCUUNIIHGI

CocTaBnsiTb aHanUTU4YeCKMEe OTYETbl M CrpaBKkM MO pe3ynbTaTaM WCMOSTHEHUS
Nopy4yeHnn 1 pacrnopsPKEHUN PYKOBOAMTENS

Monb3oBaTtbCcs cuctemamm SJ1IEKTPOHHOIo /J,OKyMeHTOO60pOTa

MPUMEHSITE BBLIYUCIIUTENBHYIO TEXHWKY WM MHEOPMAaLUOHHO-KOMMYHMKALNOHHbIE
TEXHOMNMOrMM AN 3KOHOMUYHOW M paLMoHanbHOW OpraHmnsaumMm UHPOPMaLMOHHBIX
NpoLLeccoB, NOBbILLIEHNS UX TMOKOCTU U AUHAMUYHOCTU

Ob6ecneunBaTtb 6e30MacHOCTL AeATENBHOCTU opraHmnsauunmn

Heobxoaumble 3HaHUSA

HOpMaTI/IBHbIe npaBoBble aKThbl, HOpMaTnUBHO-MeToAN4YeCKne OOKYMEHTbI,
rocygapCrtBeHHble CTaHO4apThbl B cq)epe OeATEeNIbHOCTU OpraHmn3auunm

CTpykTypa  oOpraHusaumy,  pyKkoOBOACTBO  CTPYKTYPHbIX  nogpasgaeneHui,
HanpaBneHuss [esATenbHOCTM OpraHuM3auum UM KOMNETEHUUW  CTPYKTYPHbIX
noapasgeneHuin n JOMKHOCTHBIX NnL,

I'Ipanma npoBeaeHna KOHTpPonA NCnofmiHeHnA I'IOpy‘-IGHVIVI pykoBoauTens

TexHonorns BegeHnst KOHTPONS UCNOMHEHUS NOPYYEHUA PYyKOBOAUTENS

Cucrtemsl ANEKTPOHHOIo D,OKyMeHTOO60p0Ta, 0asbl JaHHbIX

TpeboBaHusa oxpaHbl Tpyaa

Opyrue
XapakTepucTukm

IV. CBegeHuns 06 opraHusauusix - paspabdboTymkax
npodeccuoHanbHOro craHgapTa




4.1. OTBETCTBEHHAsA opraHM3aLmsa-pas3paboTymk

HIM "HaumoHanbHasa accouunaumnsa ooUCHbIX CNeumnanmcToB U agMMHUCTPATUBHBLIX pabOTHUKOB", ropos
MockBa

OunpekTop XntocHeBa Jltogmnna MNeTtpoBHa

4.2. HanmeHoBaHusa opraHmMsaumn-pa3paboTynkoB

1 AHO "AreHTCTBO CTpaTermyecknx MHMLMATMUB No NPOABWKEHUI0 HOBbIX NPOEKTOB", ropog Mocksa

2 AHO "YensbuHckoe pernoHanbHOE areHTCTBO pa3BuTUSA kBanudukaummn”, ropoa YenabumHck

3 AHO BIMO "MexpernoHasnbHbIi OTKPbIThIA coLmanbHbIi MHCTUMTYT", ropoa Mowkap-Ona, Pecnybnvka
Mapuin On

4 Bonrorpaackas ToproBo-npomebilunieHHas nanara, ropog Bonrorpag

5 'Y "Bcepoccuickmnin Hay4HO-UccneoBaTenbCknuii MHCTUTYT AOKYMEHTOBEAEHUS 1 apXuBHoro gena”
(BHUMOAL), ropoa Mocksa

6 HOY OHO "MIHCTUTYT nHopMaumoHHbIX TexHonorun "AnTu", ropog Mockea

7 O6wwepoccumnckunii Npodcor3 paboTHMKOB roCy4apCTBEHHbIX YYpexaeHni 1 obLecTBEHHOro
o6ecnyxumBaHusa Poccuiickon ®eaepauuun, ropog Mocksa

8 Obuwepoccuiickoe MexoTpacneBoe obbeanHeHne paboTtogarenen "Hukenb", ropoa Mockea

9 00O "MarikpocodT Pyc", ropoa Mockea

10 | OOO "UeHTp akcnepTusbl 1 ceptudukaumn”, ropog Mockea

11 | OO0 "3nekTpoHHbIE oduCHbIE cucTembl”, ropog Mocksa

12 [MoBOMKCKUN MHCTUTYT ynpasneHus umenu MNM.A. CtoneinuHa - ounuan ®reOY BI1O "Poccunckasa
akageMus HapogHOro X035MCTBa M rocygapcTBeHHOM cnyxobl npu MpeangeHTte Poccuiickon
denepaummn”, ropog Capartos

13 OrAQY AINO "Akagemus cTangapTusaumm, MeTponorum u ceptudpmkaummn”, ropog Mocksa

14 | ®I'BOY BI10 "lMeH3eHcKkuin rocygapcTBeHHbln yHuBepcuTeT", ropop NeHsa

15 | ®IrbOY BI1O "Poccuiicknin rocygapCTBeHHbIN r'yMmaHuTapHbIi yHuBepcuTeT", kadegpa
OOKyMmeHTOBeaeHus, kadeapa ACOOY, ropoa Mocksa

16 ®IBY "HayuHo-nccnegoBaTenbCkuin MIHCTUTYT TPyAa U coumanbHOro ctpaxosanus” MuHuctepctea
TpyAa u coumanbHom 3awmTel Poccunckon ®egepauun, ropoq Mocksa

17 | ApocnaBckas TOProBo-npoMmbiLLfiEHHas nanara, ropog Apocnaenb

<1> O6LLepoccUncKknii knaccudmkaTop 3aHSATUR.
<2> Ob6Lepoccuncknii KnaccurkaTop BUAOB SKOHOMUYECKOW AeATENbHOCTH.

<3> Ob6Lepoccuiicknii knaccudmkaTop cneumnanbHOCTen No o6pasoBaHmto.
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<4> EpuHbIN KBanMUKALMOHHLIA CMPaBOYHUK [OMKHOCTENW pYKOBOAMTENEW, CneumannuctoB U Apyrux
cnyxatumx.

<5> O6wepoccuiicknii knaccudpmkatop npodeccnn paboumx, LOMMKHOCTEN CRyXalWmux W TapudHbIX
pa3psaos..
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