MWHUCTEPCTBO TPYJA U COLIMA/IBHOM 3ALLUTBI POCCUIACKOIN GEAEPALIUM

NMPUKA3
oT 6 maa 2015 r. N 276H

OB YTBEPXAEHUN NPOPECCUOHAJIbHOIO CTAHOAPTA
"CNELMANTNCT NO OPTAHU3ALUOHHOMY U AOKYMEHTALLUOHHOMY
OBECMEYEHUIO YMPAB/IEHUA OPTAHU3ALUEN"

B cooTBeTcTBMM C NyHKTOM 16 MpaBua pa3paboTKu, yTBEPKAEHUA U MPUMEHEeHUs NPodecCUOHasbHbIX CTaHAAPTOB, YTBEPKAEHHbLIX MOCTaHOBAEHUEM
MpasuTensctBa Poccuiickon Pepepaumnm ot 22 aHsapa 2013 r. N 23 (CobpaHue 3akoHoaaTenbcTsa Poccuinickont deaepaumu, 2013, N 4, ct. 293; 2014, N 39, cT.
5266), npuKasbiBato:

YTBEPAUTb Npuaaraemblin NpopeccuoHanbHbIM cTaHaapT "CneuyannucT No OpraHM3auMOHHOMY U AOKYMEHTAaLMOHHOMY obecrneyeHuio ynpaBieHus
opraHusaumen”.

MwuHucTp
M.A.TOMWUJINH

YT1BepxaeH

npukasom MuHucTepCTBa Tpyaa
M COLMANbHOM 3aLLnTbI
Poccuiickoit deaepauum

oT 6 maa 2015 r. N 276H

NPO®ECCUOHA/IbHBIA CTAHOAPT

CREUMANUCT
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no OPTAHU3ALMOHHOMY U AOKYMEHTALLMOHHOMY OBECMNEYEHUIO
YNPAB/IEHUA OPTAHU3ALIMEN

447

PerncrpaumoHHbI

Homep
|. Obuwme cBeAeHUA
OpraHu3auMoHHOe N AOKYMEHTALMOHHOE obecnevyeHne ynpaBaeHUa opraHnsaunamm 07.002
NtobbIX OpraHM3aLMOHHO-NPaBOBbIX GOpM
(HanmeHoBaHMe BUAA NPOPECCUOHANBHOMN AEATENBHOCTH) Kog,

OcHoBHas uenb Buaa npodeccMoHaibHOM AeAaTeIbHOCTHU:

Peanusaumnsa obecneumBatowmx GyHKUMIN yNpaBaeHUs OpraH1saumeit; BHeApeHe NyYllmx TeXHUYECKUX
pa3paboToK M HOBEMLUNX TEXHOMOTMIN B obecrneyeHme ynpaBaeHmUa opraHm3aumnen

[pynna 3aHATWI:

2432 Bubnnotekapu, bubamorpadol, 3431 ALMWHUCTPATUBHO-
[OKYMEHTOBebl U CNeLmanmncTbl ynpaB/ieHYeCcKUin nepcoHan
pPOACTBEHHbIX Npodeccuit

4222 CnyrKalwmne, 3aHATbIE MPUEMOM U - -
nHGopMUpPOBAHMEM NOCETUTENEN

(kon OK3 (HanmeHoBaHMe) (kop OK3) (HaMmeHoBaHMe)
<1>)
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OTHeceHWe K BUAaM 3KOHOMUYECKON AeATeIbHOCTH:

82.1 [eATenbHOCTb aAMUHUCTPATUBHO-XO3ANCTBEHHAA M BCMOMOraTe/ibHaA AeATeNbHOCTb Mo
obecneyeHno GYHKLMOHMPOBAHWUS OpraHU3aLmm
82.3 [eatenbHOCTb MO OpraHM3aunmn KoHPepeHLU Mt N BbICTAaBOK
(kog OKB3A (HaMmeHoOBaHMWe BUA S3KOHOMUYECKOW AeATeNbHOCTH)
<2>)
[I. OnucaHme TPpyAoBbIX PYHKLUMNA, BXOAALLMUX
B NpodeccMoHanbHbli cTaHaapT (GyHKUMOHAAbHAA KapTa BUAA
npodeccMoHanbHOM AeATeNbHOCTH)
0606ueHHble TpyaoBble GYHKUUN Tpyposble GyHKLMMU
KoA, HaMMeHOoBaHMe YpOBEHb HavmeHOoBaHMe KoZ, YpOBEHb
KBannowu (noayposeHb)
Kauuu KBanubuKaumm
A OpraHusaumoHHoe 3 Mpuem n pacnpegeneHme A/01.3 3
obecneyeHune TenedOHHbIX 3BOHKOB
OEeATEeNbHOCTH opraHusaumm
opraHusaumm
OpraHusaumsa paboTbl ¢ A/02.3 3
noceTUTeNAMM OpraHmn3aLmm
BbinonHeHMe KoopanHupyowmx n | A/03.3 3
obecneynBatowmnx GyHKLUN
B JoKymeHTaUWOHHOe 5 OpraHusaumsa paboTbl ¢ B/01.4 5
obecneyeHue OOKYMEHTaMM
OEeATeNbHOCTH
OpraHunsaums Tekylero xpaHeHus | B/02.4 5
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opraHusaumm

OOKYMEHTOB

OpraHusauma obpaboTku gen ana
nocneaytoLLero xpaHeHms

B/03.4

OpraHusaumoHHoe,
AOKYMEHTALNOHHOE U
nHdopMaLnoHHOEe
obecneyeHune
AeATeNbHOCTU
pykoBoauTens
opraHusaumm

OKasaHue nomoLm
PYKOBOAUTENIO B NIAHNMPOBAHMMU
paboyero BpemeHmn

C/01.6

MnaHuposaHue paboyero gHA
cekpeTaps

C/02.6

OpraHusauma TenePoHHbIX
neperoBopoB pyKoBoAMUTENA

C/03.6

OpraHu3auma KOMaHgMPOBOK
pyKkosoauTens

C/04.6

OpraHusauma paboTbl ¢
noceTUTeNs M1 B NpUemHoM
pyKkoBoauTens

C/05.6

OpraHusauma nogroToBKy,
npoBeaeHns n 06CNyKNBaHUA
KOH(bEPEHTHbIX MeponpuUATUIA

C/06.6

OpraHunsaums UCNoNHeHUA
peLleHnin, ocyLLecTBieHne
KOHTPOAS UCMONHEHWA NOPYYEHWNI
pyKoBoauTens

C/07.6

OpraHusauma 1 nogaep:aHve
dyHKUMOHanbHoro paboyero
NPOCTPAHCTBA NPUEMHON U
KabuHeTa pyKoBoguTens

C/08.6




Pa3paboTka NoKabHbIX
HOPMaTMBHbIX aKTOB,
pernameHTUpYyoWwmx paboty
cekpeTaps

C/09.6

CocTaBneHue un opopmneHme
yNpaB/AeHYECKON AOKYMEHTaLUN

C/10.6

OpraHusaums paboTbl ¢
OOKYMEHTaMW B NPUEMHOMN
pykoBoauTens

C/11.6

OpraHusauma xpaHeHus
[OKYMEHTOB B NPUEMHOW
pyKkoBoauTens

C/12.6

ObecneyeHune pykosoguTens
nHbopmauuen

C/13.6

OpraHusauma MHGOPMaLMOHHOro
B3aMMOAEeNCTBUA pYKOBOAUTENA C
noapasaeneHnamm un
AO/MKHOCTHBIMW NLAMU
opraHu3saumm

C/14.6

NHopmaumoHHO-
aHaUTMYeCcKan u
OpraHM3aLMoHHO-
aAMUHUCTPATMBHasA
noaaepKa
AeATeNbHOCTU
pykosoguTens
opraHusaumm

dopmmpoBaHme
MHbOPMaLNOHHOIO
B3aMMOAENCTBUA PYKOBOAMUTENA C
opraHusaumamm

D/01.6

AHanus nHdopmaumm un
NOAroTOBKa MHPOPMALMOHHO-
aHa/IMTUYECKNX MAaTEPUANOB

D/02.6

OpraHusauma AenoBbIX KOHTAaKTOB

D/03.6




M NPOTOKO/IbHbIX MEPONPUATHIA

OpraHusauuma ncrnonHeHunsa | D/04.6 6
peleHnin pykosoauTens

[ll. XapakTepucTnKa 0606LWeHHbIX TPYAO0BbIX GYHKLUMIMA

3.1. O606weHHas TpyaoBas GyHKUNS

OpraHun3aumnoHHoe obecneyeHne aeAaTeNbHOCTH YpoBeHb
HanmeHoBaHue P 4 A Kog, A P

opraHusaumm KBannduKaumm
MpouncxoxaeHune

- . 3aMMCcTBOBAHO U3
0606uWeHHON Tpyaosoli | OpuruHan X
opuUrMHana
$YHKUMM
Koa PervcTpauMoHHbIN
opuUrnMHana HoMep
npodeccnoHanbHOro
cTaHAapTa

BO3MOKHble HAMMEHOBAHMSA
OOMKHOCTeN, npodeccuia

CeKpeTapb-agMUHUCTPATOP

TpeboBaHuA K
obpasoBaHuio 1
oby4eHuto

CpeaHee obuiee obpasoBaHue

MpodeccnoHanbHoe 0byyeHme - Nporpammbl NPOPEeCccUoHabHOM
noAroToBKM No npodeccmam paboumx, JONKHOCTAM CAYKALWMX, MPOrPaMMbl
nepenoaroToBKN paboumnx, CayKalmx, MPOorpaMmbl NOBbILLEHWUS
KBannMdMKaLmMm paboumx, Cy»KaLumx

TpeboBaHMA K onbITy




NnpaKTM4YecKkomn paboTbl

Ocobble ycnoBua gonycka |-
K pabote

[pyrve xapakTepuctmkn | -

[lononHuTebHbIE XapaKTepPUCTUKN

HanmeHoBaHWe AoKymeHTa Kog HanmeHoBaHWe 6a30B0M rpynnbl, 4ONKHOCTU (Npodeccum)
WU cneumanbHOCTU
OK3 4222 CnyxKawme, 3aHATbIE NPUEMOM U MHPOPMUPOBAHMEM
nocetutenemn
OKCO <3> 032001 JoKymeHTOBeAEHNE N AOKYMEHTALMOHHOE obecneyeHne

ynpaBneHusa

3.1.1. TpyaoBas oyHKUMA

Mpuem n pacnpegeneHne TenePoHHbIX YposeHb
HanmeHoBaHMe |3BOHKOB OpraHusaummu Kog A/01.3 |(noaypoBeHb)
KBaMdpuUKaLumnm
MpoucxoxaeHne 3anmcTBoBaHO U3
P . A OpuruHan X
TPYAOBOM GYHKUUK opuruHana
Kog, PerncTpauMoHHbIN
opurnuHana Homep
npo¢deccMoHaibHOro

CTaHOapTa
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Tpynosble feicTBMSA

MNepeHanpasneHue Te.I'IEd)OHHbIX 3BOHKOB pyKoBOACTBY WU  COTPyAHUKam
OopraHunsauunun

Pernctpauma noctynatowmx TenedoHHbIX 3BOHKOB

MonyyeHne HeobxoauMoOW MUHPOPMAUMM U Nepefaya CaHKLMOHUPOBAHHOWM
nHpopmauunm no tenedoHy

Heobxogumble
yMeHus

Mcnonb3oBaTb TEXHWYECKME W MNPOrpaMMHble CpeacTBa ANA NPoBeAEHUs
roJ0COBOM MW BUAEO-KOHPEpPEHLL-CBA3M

Mcnonb3oBaTb CpeacTBa KOMMYHMKAUWMOHHOW OPIrTEXHWKU ANA MOAYyYeHUAa U
nepegaym nHpopmaymm

BecTn  y4yeTHble  pernctpaumoHHble  GOpMbl,  MCMOAb30BaTb  WMX  ANS
MHbOpPMaLMOHHOM paboTbl

YCcTaHaB/MBaTb KOHTAKT ¢ cobeceiHMKOM, NOALEPKMBATL U PAa3BMBaATbL AE/10BYIO
beceny B npouecce TenedOHHbIX NEPEroBOPOB

CrnaxkuBaTb  KOHQIMKTHbIE U CNOXHbIE  CUTYaUUM  MEXK/IMYHOCTHOIO
B3aMMOJeNCcTBUA

CobntoaaTh CNyKeOHbIN 3TUKET

Heobxogumble 3HaHUSA

®yHKUMM, 334a4K, CTPYKTYpa OpraHM3aumm, ee cBAsm

MpaBuna B3aMMOLENCTBMA C NAPTHEPAMM, KAMEHTaMM, CpencTBamM MACCOBOW
nHpopmauunm

3TuKa aenosoro obuweHuaA

MpaBuna peyeBoro sTMKeTa

TpeboBaHMA oxpaHbl Tpyaa




MpaBuna 3aWwmnTbl KOHOUAEHUNANBHON CNy*KebHOM MHbOopMaLUM

Apyrune
XapaKTePUCTUKM

3.1.2. TpyaoBas oyHKUMA

OpraHusaums paboTbl C NOCETUTENAMM YpoBeHb
HanmeHoBaHMe |opraHusaumm Kog | A/02.3 |(noaypoBeHb) 3
KBaMduKaLumm

MpouncxoxaeHune
TPYA0BOM QYHKLMK

3anmcTBOBaHO U3

OpuruHan X
OpUrnHana
Kopg, PernctpaumoHHbIN
opurnuHana Homep
npodpeccnoHanbHoro
cTaHAapTa

Tpynosble feicTBMSA

BcTpeuya noceTuTenel, nosyyeHne nepBUYHOW MHPOPMALMM O MOCETUTENAX U
MOMOLLLb B OPraHM3aLmu Ux NpMema PyKoBOAUTENIEM U COTPYAHMUKaMU

BeneHue KypHana 3anucu nocetutenei

Yuyet noceTtutenel n opopmsieHne nNponycKkos

CopeicteMe  OMepaTMBHOMY  PAcCMOTPEHUIO  MPOCbO M NpeanoXKeHun
nocetutenemn

Mprvem ¥ nepegaya AOKYMEHTOB MOCETUTENEW PYKOBOACTBY M COTPYAHWMKaAM
opraHv3auuu




OpraHusauma m 6p0HVIpOBaHMe neperoBopHbIX KOMHAT

CepBurpoBKa YaliHoro (KogeiHoro) ctona B oduce

MpurotoBneHMe HaNUTKOB (4ali, Kode, NPoXNagUTENbHbIE HAMUTKM)

Heobxogumble
yMeHua

06 WaTbCA C noceTnTenamm

Mcnonb3oBaTh YCTaHOBAEHHbIE Mpasuaa M npoueaypbl KOMMYHUKaUUU BHYTPU
opraHusaumm

BecTu yyeTHble GOpMbI, UICMOb30BaATL X A/ PaboTbl

Co34aBaTh NONOKUTENBHBIN UMUAMK OPraHU3aLmMm

MpPMHMMaTbL Mepbl NO paspeLLeHnto KOHGANKTHbBIX CUTYaLuiA

MpumeHATb MHd)OpMaLI,MOHHO-KOMMVHMKaLI,VIOHHbIe TEXHON0TNN

ObecneumBaTtb KOHOMAEHUNANBHOCTL MHPOPMALUM

Heobxoanmbie 3HaHUA

MNpasuna opraHnsaunm npnema nocetutenem

MpaBuna genoBoro obueHun

CTpyKTypa oOpraHu3auuu wu pacnpegeneHue ¢GyHKUMIA MeXAy CTPYKTYpPHbIMM
noAapasgeneHnsMn n cneymanmcTamm

MpaBuaa opraHn3aLmm NpMemos B opuce

MpaBWna cepBUPOBKM YaliHOro (KopenHoro) ctona

MpaBWna NPUrOTOBAEHMA Y NOLAYN TOPAYMUX HAMUTKOB M 3aKYCOK K HUM

3TuKa genosoro obuweHua

MpaBuna peyeBoro sTMKeTa




TpeboBaHMA oxpaHbl TPYAa

Mpasuna 3awmTbl KOHPUAEHUMANBHON CyKebHOM nHbopMaLUn

Apyrue
XapPaKTEPUCTUKHN

3.1.3. Tpygosana ¢pyHKUMA

BbinosHEHME KOOPANHUPYIOLWUX U YpoBeHb
HanmeHoBaHMe |obecneunBarowmx GyHKLUN Kog | A/03.3 |(noaypoBeHb) 3
KBaMdpuUKaLumnm

MpoucxoxaeHne
TPYA0BOM GYyHKLMMU

3anmcTBoBaHO U3

OpuruHan X
opurMHana
Kog, PerncTpauMoHHbIN
opurnMHana HoMep
npo¢deccMoHaibHOro
CTaHZapTa

Tpyaosble aencTenn

BeaeHwue KypHana pasbe3gos paboTHUKOB opraHM3aLmm

KoopamHaumsa paboTbl KypbepoB M BOAUTENEN OpraHn3aLLmm

BeaeHue ypHana pa3be3gos Kypbepos OpraHn3aumMmM u MapLupyTos BoauTenei

CoctaBneHue cnpaBkM O pasbe3gax pPaboTHMKOB, KypbepoB WM MapLlupyTax
BOAMTENIe OPraHn3aLLmm

Heobxogumble
yMeHus

CocTaBnATb U BECTU YYyeTHble JOKYMEHTbI

MpMMeHATb CPeacTBa KOMMYHUKALMK 414 Nepeaaydm nopyyeHunii pykosogutens u




COTPYAHWUKOB OpraHu3aLmu

MNpuMmeHATb CcOoBpPeMeHHble cpeactBa cbopa, o00paboTkKM W nepeaauu
nHpopmauum

OueHuBaTtb PEe3yNbTaTbl B pPaMKaX NOCTaB/IEHHbIX 3a4a4

OcyLWecTBAATL KOHTPO/1b UCMOTHEHWNA MOPYYEHMI PYKOBOAUTENA COTPYAHMKaMMU

Heobxoaumbie 3HaHUA

MpaBuna peyesoro sTMkerta

3Tuka genosoro obueHnn

TpeboBaHuWA oxpaHbl TpyAa

MpaBuna 3aWnTbl KOHOMAEHUNANBHOMN CNyKebHOM MHbopMaLuK

CTpyKTypa opraHusauum u pacnpegeneHne OyHKUMIA MeXay CTPYKTYPHbIMM
noApasfeneHnaMm 1 cneumaanctamm

Apyrne
XapaKTepPUCTUKM

3.2. O606weHHas TpyaoBas GyHKUNS

OKYMeHTaLMOHHOe obecneyeHne AeATeNbHOCTH YpoBeHb
HanmeHoBaHue Hoky 4 A Kog, B P
opraHmsaumm KBanuduKaLumum
MpouncxoxaeHune
. . 3aMMCTBOBAHO U3
0606ueHHON Tpyaosol | OpuruHan X
opurMHana
dYHKUMM
Koa PervcTpauMoHHbI

OpUrnHana HOMep



npodeccmoHanbHoro
CTaHpapTa

Bo3mo»KHble HAaMMEHOBaHMA Jdenonpoussoantenb
[onXKHocTel, npodeccui

TpeboBaHusA K obpasoBaHuto | CpeaHee npodeccuoHanbHoe 06pa3oBaHME - NPOrpamMmMbl NOATOTOBKM
n obyyeHuto KBanUPULMPOBAHHbIX PaboUMX, CAYMKALLUX

TpeboBaHMWsA K OnbITy -
npakTuyeckoi paboTbl

Ocobble ycnosus fonycka K | -
paborte

[pyrve xapakTepucTnku -

[lononHuTebHbIE XapaKTepPUCTUKN

HanmeHoBaHuMe goKymeHTa Kog, HanmeHoBaHWe 6a3080M rpynmnbl, 40AKHOCTH (Npodeccum) nnu
cneunanbHoOCTU
OK3 3431 AZLMUHUCTPATMBHO-YMPaB/E€HYECKMIA NePCOHaN
EKC <4> - Jenonpoussogutenn
OKNATP <5> 21299 JDenonpoussoautens
OKCO 032002 | [oKymeHTaLMOHHOE obecneyeHne ynpasaeHus u
apxuBoBeaeHMe

3.2.1. Tpyposaa pyHKUMA
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OpraHusauma paboTbl ¢ LOKYMEHTaMM YpoBseHb

HanmeHoBaHMe Kog, B/01.5 |(noaypoBeHb) 5
KBaMPUKaLmnm
MpoucxoxaeHne 3anmcTBoBaHO U3
P . A OpuruHan X
TPYA0BOM QYHKLUK opuruHana
Kopg PerncrtpaumoHHbI
opurnuHana HOoMmep
npo¢deccMoHasbHOro
CTaHAapTa

Tpyaosble aencTenn

Mprem v NnepBMYHan 06paboTKa BXOAALMX LOKYMEHTOB

MpepBapuTenbHOE  PacCMOTPEHMEe W COPTUPOBKA  OOKYMEHTOB  Ha
perncTpupyemblie u He peructTpupyemole

MoaroToBKa BXOAALLMX LOKYMEHTOB A1 PaCCMOTPEHUA PYKOBOAMUTENEM

Pernctpauma BXoaawmx 4OKYMEHTOB

Opl’aHM3aLl,Mﬂ AO0CTaBKMN AOKYMEHTOB UCNOJTHUTENIAM

BepeHue 6a3bl AaHHbIX JOKYMEHTOB OpraHn3auunun

BeaeHve MHGOPMALMOHHO-CNPABOYHOM paboTbl

O6paboTKa 1 oTNpaBKa UCXOAALWLMX AOKYMEHTOB

OpraHusauma paboTbl NO perucTpauuun, ydyety, XpaHeHUIo W nepegade B
COOTBETCTBYIOLWIME  CTPYKTYpHble  MNOApPasheNneHua  AOKYMEHTOB  TEKYLLEero
AenonpounsBoacTea




KOHTpOI’Ib MCNOJIHEHNA AOKYMEHTOB B OpPraHM3auunm

Heobxogumble
yMeHunA

PaboTaTb CcO Bceli COBOKYMHOCTbIO WMHGPOPMALUOHHO-A0KYMEHTALMOHHbIX
pecypcos opraHM3aumm

Monb3zoBaTbca 6azamm AaHHbIX, B TOM YnUcne yganeHHbiMmun

MNonb3oBaTbCcA CNPABOYHO-NPABOBbLIMU CUCTEMAMM

Monb3oBaTbCcA  aBTOMATM3MPOBAaHHbIMM  CUCTEMAMW  y4YeTa, pPeruMcrTpauuu,
KOHTPOAA M  MHPOPMALMOHHO-CMPABOYHLIMK  CUCTEMAMKW Mpu  paboTe C
[OKYMEHTaMM opraHm3aumm

MpUMeHATb cOBpPeMeHHble MHGOPMALNOHHO-KOMMYHUKALMOHHbIE TEXHO/OMMM
ANA paboTbl C AOKYMEHTaMM, B TOM YnUcae gaa ee ONTMMM3aLMM M NOBbIWEHMA
apPeKTUBHOCTH

Heobxoanmbie 3HaHUA

HOpMaTVIBHbIe npasoBbleé akKTbl WU HOPMaTUBHO-MeTOAUYECKUE LOOKYMEHTDI,
onpegenawume nopaaokK 4JOKYMEHTAUMOHHOIO obecneyeHus ynpaBaeHnA

CTpyKTypa opraH13aumm, pyKoBOACTBO CTPYKTYPHbIX NOApPa3ae/ieHNM

COBpEMEHHbIe MH(I)OpMaLI,MOHHbIe TEXHONOINN pa60TbI C OOKYMEHTaMM

MopsafoK paboTbl C AOKYMEHTaMM

Cxembl AOKymeHToo6opoTa

MNpasuna pa60TbI C BXo4AwWwnmmn, ncxogawmmm 1 BHYTPEHHMMU JOKYMEHTaMU

MpaBuna opraHusaumm wn GopMbl  KOHTPOAA WCNOJHEHUS [LOKYMEHTOB B
opraHusaumm

Tunosble CPOKN UCNONHEHUA AOKYMEHTOB

MpUHLMMbI PaboTbl CO CPOKOBOM KapTOTEKOM




HasHauveHue 1 TexHonormA TEKYLLEro n npeaynpeanTteibHOro KOHTPoOaA

MpaBuna COCTaBAEHUA aHaANUTUYECKMX CMNPaBOK MO OpraHusauum paboTbl C
AOKYMEHTaMM U KOHTPOIIO UCMONHEHUA AOKYMEHTOB

Mpasnna AOKYMEHTaLMOHHOIO obecneyeHus AeATeNbHOCTU OPraHM3auunn

Buabl 4OKYMEHTOB, UX Ha3HayeHne

TpeboBaHuA, NpeabaBaAsieMble K AOKYMEHTamM B COOTBETCTBUM C HOPMATUBHbIMM
aKTaMM U roCy1apCTBEHHbIMM CTaHAaPTaMM1

Mpasuna coctaBneHns U 0GOPMAEHUA  UMHPOPMALMOHHO-CNPABOYHBIX,
OPraHM3aLMOHHbIX YNPaBNEHYECKUX SOKYMEHTOB

Mpasuna co3gaHus M BejeHuAa 6a3  AaHHbIX  CAYXKEOHbIX [JOKYMEHTOB B
opraHusaumm

CucTeMbl 3N1€KTPOHHOTO A0KYyMeHToo6opoTa

I'Ipanma M CPOKU OTNPaBKU UCXOAALLNX AOKYMEHTOB

TpeboBaHuWA oxpaHbl TpyAa

Apyrune
XapaKTepPUCTUKM

3.2.2. TpyaoBas dyHKUMA

HanmmeHoBaHue

MpouncxoxaeHune

OpraHu3aums TeKyLLLEero XpaHeHus YpoBeHb
[OOKYMEHTOB Kog, B/02.5 |(noaypoBeHb) 5
KBaMduKaumm
OpuruHan X | 3ammcTBOBaHO U3




TPYA0BOM GyHKLUMMU

opurMHana
Kog, PerncTpauMoHHbIN
OopurnMHana HoMep
npo¢deccMoHaibHOro
CTaHZapTa

Tpyaosble aencTenn

PaspaboTka HOMEHKNATYpbl A&/l OpraHM3aLum

MpoBepKa MpaBMAbHOCTM OGOPMNEHMSA [OKYMEHTOB M OTMETKM 06 ux
ncnosHeHUN nepea ux GopMUpPoBaHUEM B Ae/10 A1 NOCeAYIOLLEro XPaHeHUs

dopmynMpoBaHMe 3aro/IOBKOB AeN v onpeaeneHne CPOKOB UX XPaHEHUS

dopmnpoBaHue aen

KOHTpOI’Ib npaBuibHOIO WM CBOEBPEMEHHOIO pacnpeaeneHna wn noawnBKU
AOKYMEHTOB B A€Nna

Heobxogumble ymeHus

OpraHu3oBbiBaTh pPaboTy Mo yyeTy, XpaHEeHUIO U fnepegaye B COOTBETCTBYlOLLEE
CTPYKTYPHOE noApasaenieHne JOKYMEHTOB TEKYLLEro Ae10Mnpon3BoAcTBa

OcylecTBNATb  METOAMYECKOE  PYKOBOACTBO  A€/0MNpOM3BOACTBOM B
OpraHu3aLmMm, KOHTPOANPOBaTb NpPaBuIbHOEe GOPMUPOBAHME, XPAHEHUE U CaaYy
Oen B apxus

Pa3pa6aTblBaTb HOMEHKANATYpy AeN CTPYKTYPHOIro noapasaeneHuna

Mcnonb3oBaTb HOMEHKIATYPY Aen MPU U3YYEHUM CTPYKTYPbl OpraHusauumu,
COCTaB/IEHUU onucen aen

OpraHusoBbiBaTb paboTy no ¢GOPMMPOBAHWIO OeN B COOTBETCTBMM C
YTBEPKAEHHON HOMEHKNATYPOI AeN opraHusaunm

MpaBuabHO U cBOeBpPEeMEHHO GOPMMPOBATL LOKYMEHTbI B Aefla C YYETOM UX




cneumoduKkm

CucTemaTn3nMpoBaTb AOKYMEHTbI BHYTPU Aena

ObecneuynBatb COXPaHHOCTb U 3aWNTYy AOKYMEHTOB OpraHn3auunun

MpumeHATb MHOOPMALMOHHO-KOMMYHUKALMOHHbBIE TEXHONOTMU ANA PaboTbl
LOKYMEHTaMu

Heobxoaumbie 3HaHUA

HopmaTuBHble nMpaBOBble aKTbl, HOPMATUBHO-METOOMYECKNE [OOKYMEHTbI,
rocyAapCcTBeHHble CTaHZ4ApTbl, onpeAenstowme nopaaok AOKYMEHTALMOHHOMo
obecneyeHus ynpasaeHus

Bunabl HOmeHKnaTtyp, 06LLI,M€ TpEGOBaHMﬂ K HOMEeHKNaType, METOAUKa ee
COoCTaB/ieHnA n O(I)OpM}'IeHMFI

MpaBuia cornacoBaHWA HOMEHKIATYpbl e/ C BeAOMCTBEHHbIMW apXMBamMU U
3KCNepTHOM Komumccume

Mopagok dopmupoBaHua u odopmaeHnsa gen, cneumduka GopmupoBaHUA
OTAEeNbHbIX KaTeropuii aen

MpaBuna xpaHeHWA e, B TOM YMcie ¢ LOKYMEHTaMKU OrpaHUYeHHOro A4ocTyna

I'Ipanma Bbl4a4n N NCNOJZIb30BaHUA AOKYMEHTOB U3 Cd)OpMVIpOBaHHbIX aen

TpeboBaHMA oxpaHbl TpyAa

Apyrve
XapPaKTEPUCTUKN




3.2.3. TpyaoBas ¢yHKUMA

OpraHusauus obpaboTku gen gns YpoBeHb
HanmeHoBaHMe |nocneayloWero XxpaHeHus Kog | B/03.5 |(noayposeHb) 5
KBaNMduKaumm

MpouncxoxaeHne
TPYA0BOM QYHKLMNK

3anmcTBOBaHO U3

OpuruHan X
opuruHana
Kopa PerncrpaumoHHbIi
opuruHana HOomep
npodeccMoHanbHoro
CTaHAapTa

TpyaoBble AencTemA

MpoBepKa CPOKOB XpaHEeHWA [AOKYMEHTOB, COCTaB/eHME MPOTOKOo/a pPaboThl
3KCNEPTHON KOMMCCUM MO MNOArOTOBKE [AOKYMEHTOB K XPaHEHWIO, aKTa o
BbIAE/IEHUN K YHUUTOMNKEHWNIO JOKYMEHTOB, HE NOA/IEKaLLUX XPAHEHMIO

CocrtaBneHune BHyTpEHHEﬁ onucwn gen gna ocobo UEHHbIX JOKYMEHTOB

Od)opmneHme Aen NnoCToOAHHOro, 40/roBpeMeHHOro CPOKOB XpaHeHUA

OdopmneHune 060K AeN NOCTOAHHOTO, A0NTOBPEMEHHOr0 CPOKOB XpaHeHUA

CoctaBneHue onucK gen NOCTOAHHOTO, AONTOBpPEMEHHOIO CPOKOB XpaHeEHUA

Mepenaya gen B apxme opraHmnsaLum

Heobxoaumbie
yMeHus

Monb3oBaTbCA MNEPEYHAMM [OKYMEHTOB W  aHanu3MpoBaTb (daKTudeckoe
coepXaHne UMeNLLMXCA B Aene AOKYMEHTOB Mpu onpeaeneHum CPOKOB MUX
XpaHeHus




OdopmNATb LOKYMEHTbI 3KCNEPTHOM KOMMUCCUM

Odopmnatb 0610KKM Oen MNOCTOAHHOMO M BPEMEHHOro CPOKOB XpaHeHua B
COOTBETCTBUM C TPEeBOBaHMAMM roCyAapCTBEHHbIX CTaHAaPTOB

MpoM3BOAUTL XPOHOIOTMYECKU-CTPYKTYPHYIO CUCTEMATMU3ALMIO AEN

OcywecTBNATb  TEXHUYECKYl0o 06paboTKy M nosHoe odopmaeHune aen
NOCTOSHHOIO W BPEMEHHOTO CPOKOB XPaHEHUS

CocTaBnATb OMUCb [AeN MNOCTOAHHOMO W BPEMEHHONO CPOKOB XpPaHeHUs B
COOTBETCTBUM C AENCTBYIOLUMM HOPMATUBHO-METOANYECKUMWN JOKYMEHTAMMU

MpumeHATb MHGOPMALNMOHHO-KOMMYHUKALUMOHHbIE TEXHOMOIMMU AnA PaboTbl C
OOKyMeHTaMu

Heobxoanmbie 3HaHUA

HopmaTuBHble NpaBoOBble aKTbl, HOPMATUBHO-METOAMYECKME [AOKYMEHTbI,
rocyaapcCrtBeHHbleE CTaHAAPTbl, onpegenAarowme nopaaok AOKYMEHTAUMOHHOro
obecneyeHus ynpaBaeHnA

KpuTepun pasgeneHvs OOKYMEHTOB Ha rpynnbl B COOTBETCTBMM C LIE@HHOCTbIO
MHPOPMaLNN, coaeprKaLenca B HUX

MopAaoK NCMOAb30BaHUA TUMOBbLIX UM BEAOMCTBEHHbIX NepeyHeil JOKYMEHTOB,
onpeaeneHua CPOKOB XpPaHEHUA B NPOoLEcce 3KCNepTUsbl LLIEHHOCTM AOKYMEHTOB

MopAadoK co3gaHunA, opraHU3auMm U OOKYMEHTUPOBaHMA pa6OTbI 3KCFIepTHOl7I
KOMuccmu

MpaBuia COCTaBAEHUA U YTBEPKAEHUA NPOTOKO/1a PaboTbl SKCNEPTHOM KOMUCCHM

MpaBuna cocTaBNEHUAs U YTBEPKAEHWA aAKTA O BblIAENEHUM AOKYMEHTOB, He
noasiexalimx XpaHeHuo

MpaBuna TexHuyeckoi 06paboTkM 1 nonHoro odopmneHUa Aen NOCTOSAHHOMO U
BPEMEHHOTO CPOKOB XpaHeHun




Mpasunna coctaBaeHUA ONUCK AeN NOCTOAHHOIO U BPEMEHHOro CPOKOB XpaHeHUA
B COOTBETCTBUU C ,D,EVICTBVPOU.LMMM HOPMATUBHO-METOANYECKMMU OOKYMEHTAMU

I'Ipanma nepegadn gen B apxme opraHmM3aumn

TpeboBaHMA oxpaHbl TpyAa

Apyrue -
XapPaKTEPUCTUKN

3.3. O6obuieHHan TpyagoBan yHKLUMA

OpraHun3aunoHHoe, AOKYMEHTALNOHHOE U VpoBeHb
HavmeHoBaHMe | MHbOPMaLMOHHOE obecneyeHne AeATeNbHOCTH Koa C KBaMOUKALIM

pyKOBOAMTENA OPraHU3aL MK
MpoucxoxaeHune

o o 3anmcTBOBaHO U3
0606weHHON Tpyaosok | OpurnHan X
OopUrnHana
dYHKLMM
Kog, PerncTpauMoHHbI
opurnMHana HoMep
npo¢deccMoHaibHOro
CTaHZapTa

B03MOHble HAUMEHOBAHMA CeKpeTapb pykoBoguTens

AoNKHOCTel, npodeccui

TpeboBaHMA K 0bpasoBaHuio | Bbicuee obpasoBaHue - bakanaBpuat uam
1 0byyeHuto CpeaHee npodeccroHanbHoe obpasoBaHMe - NPOrpaMmbl NOLMOTOBKM
CNeunanncToB CpeaHero 3seHa




[ononHuTtenbHoe npodeccmoHanbHoe obpasoBaHue

TpeboBaHMA K OnbITY
NpaKTUYecKon paboThbl

He meHee AByX NeT BbINOJAHEHMA PaboT NO OpPraHN3aLMOHHOMY U
OOKYMeHTaUuMoHHOMY obecnedyeHuio 4eaTeNbHOCTU PyKOBOAUTENSA
opraHusauuu npu cpegHem npodeccuoHasbHOM 06pa3oBaHNK

Ocobble ycnoBuA fAonycka Kk | -

pabote

[pyrve xapakTepucTnku -

[lononHuTebHbIE XapaKTepPUCTUKN

HanmeHoBaHWe AOKYMeHTa Kog HavmeHoBaHWe 6a30B0M rpynnbl, 4OAKHOCTU (Npodeccun)
WK CNeumanbHOCTH
OK3 2432 Bubnunotekapu, bubnnorpadsl, JOKyMmeHTOBEAbI U
cneumanmcTbl poaCcTBEHHbIX Npodeccuit
EKC - CekpeTapb pykosoautensa
oKknAarTe 26341 CekpeTapb pykoBoautena
OKCO 032001 JoKymeHTOBeZEeHNE N OKYMEHTALMOHHOE obecneyeHne
ynpasneHus
032002 JOoKyMeHTaLMOHHOe obecnevyeHne ynpaBaeHua n
apxusoBefeHue

3.3.1. TpyaoBas ¢yHKUMA

HanmeHoBaHue

OKaszaHne NnomoLm pyKoBOAUTENIO B Kog, C/01.6 |YpoBeHb
NnaaHMpPoBaHUN paboyero BpeMeHu (noaypoBeHb)
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KBaNnduKaumm D

MpouncxoxaeHne
TPYAOBOM GYHKUMNK

3anmcTBOBaHO U3

OpuruHan X
opuUruHana
Kopa PerncrpaumoHHbI
opurMHana HoMep
npodeccMoHanbHoro
CTaHZapTa

Tpyaosble aencTenn

Bbibop ¢dopmbl MnaHMpoBaHMA M odopmMaeHMe NAaHUPOBLLMKA (opraHaiisepa)
pyKkosoauTens

BHeceHMe MHbOpMaLUM B NNaHUPOBLLMK (OpraHalisep)

CornacoBaHue c pykosoautenem BPEMEHHDbIX NM/1aHOB

CornacoBaHne TenepoHHbIX NEpPeroBopoB, BCTPEY W MEPONPUATUIA  C
napTHepamm, KAMEeHTaMW, PYKOBOAUTENAMU NOAPa3AeeHNIA U COTPYAHUKAMM

NHopMMpoBaHMEe PYKOBOAMUTENA O PErTaMEHTE HAMEYEHHbIX MEPONPUATUIA

MpeaynpexaeHne o NPUBANKEHNN BPEMEHM HAMEUYEHHbIX MepPOoNpPUATUIA

dopmnpoBaHMe pesepBa BPEMEHWN AN HENPEABUAEHHbIX CUTYaLLMNA

Heobxoanmble ymeHUn

YcTaHaBAMBaTb Lenw, onpeaenATb nepapxuro u,enel7|

OnpeaenAtb NPUOPUTETHOCTb M O4ePeAHOCTb BbINOAHEHUA paboT U 3ddeKTUBHO
pacnpenensatb paboyee Bpemsa

OKa3sbIBaTb NOMOLLb PyrKOBOAUTENO B pacnpeaeneHnn ero pa60qero BpemeHu

BblbMpaTb oONTMMasbHble Cnocobbl MHPOPMMPOBAHWMA MAPTHEPOB, KJ/WEHTOB,




nocetTutenein, pykosoautenein noapasaeneHnin u COTPyAHUKOB O NaaHUPYeMbIX
MepOonpPUATHAX

ObecneuynBatb MHd)OpMaLI,VIOHHyI-O 6e3onacHoCTb AeATENbHOCTU OpraHU3aunm

Heobxoaumbie 3HaHuna | Cneunduka oCHOBHOM AeATeNbHOCTM OpraHu3aLmm

OcCHOBbI aiIMMHUCTPATUBHOIO NpaBa M TPYA0BOro 3aKoHoAaTenbcTBa Poccuinckoi
depepaumm

PykoBOAALMIA COCTaB OpraHn3auumn n ee nogpasaeneHui

chH KU CaMOMEHEOXKMEHTA

MocTaHOBKa Lenew

Mpasuna nposeaeHUA AeN10BbIX NePerosopos

TpeboBaHMA oxpaHbl TpyAa

Apyrue -
XapPaKTEPUCTUKN

3.3.2. Tpygosana ¢pyHKUMA

MnaHupoBaHWe paboyero AHA cekpeTaps YpoBeHb
HavmeHoBaHue Kog | C/02.6 |(nomypoBeHb)
KBa/IMPUKaLmnm
n
pomcxozKp,eHme OpurHan X 3aMMCTBOBAHO U3
TPYA0BOM QYHKLMK opurMHana
Kog, PerncrpaumoHHbIn

OpUrnHana HOMep



npodeccnmoHanbHOro
cTaHpapTa

Tpynosble feiCTBMSA

Bbibop 1 odopmaeHMe NNaHMPOBLLMKA CEKpeTaps

BeaeHue AHEBHMKA (Ha 3/1€KTPOHHOM M/mMAn BymaskHOM HocuTesne)

CornacoBaHue NNAHOB C N1AHAMM U CPpOKamu paGOTbI pyroBoauUTeENA

PacnpeseneHune paboyero BpemeHu (Ha AeHb, HeLento, NEPCNEKTUBY)

NepeHeceHMe HEBbINONHEHHbIX 3aM1aHMPOBAHHbIX 33434

BbINo/IHEHWE TUNWYHbIX eXXeaHEeBHbIX e

Heobxogumble ymeHUs

BbibMpaTb U 0bOpPMAATL NAAHUPOBLLUK

BHOCUTbL M OTCAEXMBaTb MHGOOPMALMIO Ha 3NEKTPOHHOM M/MAN BymarkHOM
HocuTene

PacctaBnAatb NnpuopuTeThl, BblAENATb BaXXHOE N CPOYHOoEe

BbibMpaTb ONTUMaJIbHbIN PUTM PaboTbl

AHaNM3MpoBaTb NPUYNHbLI HEBbINOJAHEHMA 33434

MpumeHATb MHPOPMALLMOHHO-KOMMYHMKALLMOHHbIE TEXHONOTMMU

Heobxoaumbie 3HaHUA

OcobeHHOCTN 0POpPMNEHUA MNAHMPOBLUMKA (HA INEKTPOHHOM M BymarkHOM
HoCUTensx)

OCHOBbI YIPaB/ieHNA BpeMeHeM

Apyrue
XapaKTepPUCTUKK




3.3.3. Tpygosaa pyHKUMA

OpraHu3auma TenepoHHbIX Neperosopos YpoBeHb
HanmeHoBaHMe | pykoBoguTensa Kog, C/03.6 |(noayposeHb)
KBa/IMpUKaLumnm

MpouncxoxaeHune
TPYL0BOM GYyHKLMU

3anmcTBOBaHO U3

OpuruHan X
opuruHana
Koa PervcTpauMoHHbIN
opuruHana HOMmep
npo¢$eccMoHaNbHOro
CTaHAapTa

TpyanoBble AencTemA

BeaeHue 6a3bl TenedpoHHbIX KOHTAKTOB PYKOBOAUTENSA

CoepguHeHune pyrkoBoAUTENA C KOHKPETHbIMU aboHeHTamu

MoaroToBKa maTepuanos 41 TesiedpOHHbIX MepPeroBopos PyKoBOAUTENA

Peructpauma noctynatowmx B npuemHyto TenepoHHbIX 3BOHKOB

MepeHanpaBneHue  OTAENbHbIX  TeNedOHHbIX  3BOHKOB  3aMeCcTUTENsM
pyKoBOAWUTENA, APYTMM COTPYAHMKAM

MonyyeHne Heobxogumoit uHOOPMAUMM M nNepefaya CaHKUUMOHMPOBAHHOWM
MHbopmauumn no TenedpoHy

YcTaHoBAEHME KOHTaKTa ¢ cobecegHMKOM, nogaepskaHue u passutue AenoBoM
6eceabl B npouecce TenedoHHbIX NEPEroBopoBs

OKasaHMe TMNOMOLM PYKOBOAWUTEND MNPUM  OPraHM3auMnm U NPOBELAEHMUM
TenePoHHbIX NEPEroBoOpPOB N BUAEOKOHpEPEHLU




Heobxogumble
ymeHua

Bectt M wucnonb3oBaTb B paborte 6asy AaHHbIX TenedoHHbIX KOHTAKTOB
pyKkoBoauTens

Mcnonb3oBaTb cpeactBa KOMMYHUKALMOHHOW OPITEXHUKU A1 NOAYYEHUA WU
nepegayv nHdopmauymm

Bect  y4yeTHble  perucTpauMoHHble  ¢GOpMbl,  MCMOAb30BaTb WX  AAA
nHdopmaunoHHoM paboTbl M pPaboTbl MO KOHTPOJIO WCMOJHEHUA PELLUEHUN
pykoBoauTens

CrnakusaTtb KOHq)}'IMKTHbIe N CNOXKHblE CUTYAUUN MEXKTUYHOCTHOTO O6LLI,EHVI‘r'|

Mcnonb3oBaTb TEXHUYECKME W NPOrpaMmHble CpPeacTsa 4/1d NpoBeAeHUs
roJ0COBOM MW BUAEO-KOHPEPEHLL-CBA3M

ObecneuymBaTtb MHPOPMALMOHHYIO 6E30MacHOCTb AEATENbHOCTM OpraHM3aLmm

CobntoaaTb CNyKeOHbIN 3TUKET

Heobxoaumbie 3HaHUA

TenedoHHblE KOHTAKTbI PYKOBOAMUTENA

®YHKLMM, 33[34n, CTPYKTypa OpraHuM3auum, ee CBA3M MO BEpPTUKAAU MU
rOpPU3oHTaNM

MpaBuna B3aMMOAENCTBUA C MAPTHEPAMM, KIMEHTAMM, CPeAcTBaMM MacCOBOWM
nHpopmauunm

MpaBuaa noaaepaHua 1 PasBUTUA MEXKNYHOCTHbIX OTHOLIEHWUI

MpaBuaa nposeaeHNa Ae0BbIX NEPeroBopos

MpaBuna 3aWwunTbl KOHOUAEHUMANBHON NHDOPMALIUN

TpeboBaHMA oxpaHbl Tpyaa

Apyrve




XapPaKTEPUCTUKHN

3.3.4. TpyaoBas ¢yHKUMA

HanmeHoBaHue

OpraHusauma KOMaHAMPOBOK PyKOBOAMUTENA YpoBseHb

Kog | C/04.6 |(noaypoBeHb)
KBaNMduKaLumnm

MpoucxoxaeHne
TPYA0BOM GyHKLUMMU

3anmcTBoBaHO U3

OpuruHan X
opuruHana

Kog, PerncTpauMoHHbI
OopurnMHana HoMep
npo¢deccMoHaibHOro
CTaHZapTa

Tpyaosble aencTenn

NMoaroToBKa NpoekKTa CJ'Iy)-KE6HOFO 3a4aHnNA pykosoantena

MoAroToBKa NPOEKTa NpMKasa o cy*KebHol KomaHAMPOBKe

BbinMCKa KOMaHAMPOBOYHOIO Y/[AOCTOBEPEHMA W ero perucrpauma npu
HeobxoaMmocTu

NoaroToBKa OKYMEHTOB Ha NoJlydeHWe BU3bl, 3arPaHUYHOro nacnopra

3akas KeNnesHo40pPOKHbIX n aBMa6VIerTOB, roCTnHUL, TPAHCNOPTHOro
obecneyeHus pyroBoauUTenA

OdopmneHve nporpammbl MOe3nKWU, YTOYHEHME OCObeHHOCTel MpPOTOKo/a
NaaHUPyembIX MEPONPUATUIA

NoaroToBKa OKYMEHTOB K Noe3aKe pykosoauTensa




YTOYHEHWe AaTbl, 4OMKHOCTEN, GaMUAMIA B NPOrpamMmme KOMaHANPOBKM

MpopaboTKa MapLIpyTa PyKOBOAUTENSA, YBA3KA €ro C pacnmcaHMem TpaHcnopTa

O6paboTka maTepranos KOMaHAMPOBKN, OPOPMIEHNE OTYETa O KOMaHANPOBKeE

Heobxogumble
yMeHun

OdopmMnaTb aBaHCOBbIE OTYETHI PYKOBOAMUTENA

OpFaHVI3OBbIBaTb BCTpe4Yn pykoBoauTena c FlpMHVIMaIOIJJ,EVI CTOpOHOl‘/JI

OdopmMnaTb KOMaHANPOBOYHbIE AOKYMEHTbI

O6bpabaTbiBaTb  AOKYMEHTbI M MaTepuanbl No  pesy/nbTaTam
pyKkoBoauTens

noesagrku

ObecneuymBaTtb paboTy odunca BO BpeMsi OTCYTCTBUS PyKOBOAUTENSA

MpumeHATb cnocobbl Aenosoro obLieHus

Ucnonb3osaTb cpeancrtea KOMMYHUKaUnn Ona obecneyeHus B3aMMOAEﬁCTBMﬂ C

pyroBoauTenem BO Bpema ero AEHOBOD‘I noesgrku

Heobxogumble 3HaHUSA

MopsfoK NoOArOTOBKM M NPOBELEHMA KOMaHANPOBOK

NopAagok OCI)OpMﬂeHMﬂ AOKYMEHTOB A1 KOMAaHAOAUPOBKU U OTYETHbIX AOKYMEHTOB

Nno KOMaHAOUPOBKE pyKkoBoAUTENA

JenoBsoli npoToKon

3TWUKa AenoBoro obuieHus

Apyrve
XapPaKTEPUCTUKN

3.3.5. Tpyaosas oyHKUMA




OpraHusauma paboTbl C NOCETUTENAMM B YpoBeHb

HanmeHoBaHMe |npuemHon pykoBoguTens Kog | C/05.6 |(noaypoBeHb)
KBaMduKaLumm
MpoucxoxaeHune 3aMMCTBOBAHO U3
P . A OpuruHan X
TPYyA0BOM GYyHKUUK opurMHana
Kog, PerncTpaLMoHHbI
opurMHana HoMep
npodeccnoHanbHOro
CTaHZapTa

TpynoBble AencTBMA

OpraHusauma MMYHOro NpMema nocetTuTenei pykosoautenem

YcTaHoBAeHMe nopAaKa npuema gna pas/indHbIX KaTEFOpMVI nocetTutenemn

BefeHue ypHana npeasapuTeibHOM 3anmncy Ha npuem

Perncrpaums nocetutenen

CogelicTBMe  OMepaTMBHOMY  PACCMOTPEHMIO  NPocbd M NpesanoXKeHwuit
noceTutenein n CoTPYAHWKOB OpraHmn3aLmm

OpraHusauma npuema AenoBbix NapTHepoB B oduce

OpraHusauma obcayKnBaHMA PYKOBOANUTENA M ero Ae/10BbiX NapTHepoB B oduce

CepBurpoBKa YaliHoro (KodeinHoro) ctona B odpuce

MpUHATME Mep NO COXPaHEHWID KOMMEpPYECKOW TaliHbl B Xo4e npuema
noceTUTeNem N Nx HaxoXKA4eHna B NpMEMHON N KabuHeTe pykoBoaUTENSA

Heobxogumble

OpFaHM3OBbIBaTb n obecneymnBaTb INYHbIE KOHTAKTbI pyrkoBoauUTenA




ymeHus

YnpaBaaTb KOHPAMKTaMM

YuynuTtbiBaTb MCUXONOTMYECKME OCOBEHHOCTU NIMYHOCTM MPWU PasIMYHBbIX BUAAX
npodeccnoHanbHOro obLLeHUs

Mcnonb3oBaTb YCTAaHOB/IEHHbIE MpPaBuaa M npoueaypbl KOMMYHUKaUUWU BHYTPU
opraHu3aumu

BectTM  yuyeTHble  perucTtpaumoHHble  GOpMbl,  MCNONbL30BaTb WX  A4NA
MHPopMauMoHHON paboTbl M PaboTbl MO KOHTPOJIIO WCMONHEHUA pPelueHu
pyKkoBoauTens

Cos3pasatb NOJIOKUTE/bHbIN MMNaX opraHnsauumm

MPMHMMATbL Mepbl NO paspeLLeHnto KOHGANKTHBIX CUTYauuii

MpumeHATb MHd)OpMaLI,MOHHO-KOMMyHMKaLI,VIOHHbIe TEXHONOTNN

ObecneumBaTb KOHPUAEHLMANLHOCTL B MPUEMHOW U KabuHeTe pyKoBoauTeNs,
COXPaHATb KOHPUAEHLMANbHYIO MHGOPMALMIO B TallHe

Heobxoanmbie 3HaHUA

MNpasuna opraHmnsaunm npnema nocetutenem

MpaBuna Aenosoro obuieHus

MpaBuna peyeBoro aTMKeTa

MpaBuna ycTaHOBNEHWUS KOHTAKTa, NOAAEPXaHUA U Pa3BUTUA MEMNKINUYHOCTHbIX
OTHOLWEHUM

CTpyKTypa oOpraHusaumMmM M pacnpegeneHvie QGyHKUAA MeXAY CTPYKTYPHbIMU
noZpasaeneHnammn u cneunaancTamm

MpaBuia opraHn3aumm NnpMemos B opuce

DTUKET N OCHOBBI MmexayHapoaHOoro npoToKkoia




MpaBuna cepBUpPOBKM YaMHOro (KodeliHoro) ctona

I'Ipanma NpUroTosaeHNA U Noaa4yun ropa4Ynx HanNTKOB N 3aKYCOK K HUM

MpaBuna 3aWwmnTbl KOHGUAEHUMANBHON CNy*KebHOM MHbOopPMaLUM

Apyrve
XapPaKTEPUCTUKHN

3.3.6. TpyaoBas ¢yHKUMA
OpraHunsaums NoaroToBKM, NPOBEAEHMUA U YpoBeHb
HaumeHoBaHWe | 06Cay»KuBaHMA KOHepeHTHbIX meponpuatuin | Koa | C/06.6 |(noayposeHb)
KBaMPUKaLmnm
MpouncxoxaeHne 3aMMCTBOBaHO 13
P . A OpuruHan X
TPYA0BOW GyHKLMU opurMHana
Kopg PerncrtpaumoHHbI
opurnMHana HoMep
npo¢deccMoHasbHOro
cTaHAapTa

TpyaoBble AencTen

A MoaroToBKa NOBECTKU AHA MEepPOonpuUATMA

OdopmaeHune CnmcKa y4aCTHUKOB MeponpUATUA

NHPopmMMpOBaHME YYACTHUKOB O HaMeYaloWwemMca MeponpuUaTUM U YCAOBMUAX
yyactua

Bbibop MecTa U BpEMEHU NPOBEAEHUSA MEPONPUATUSA

Moprotoska npe,a,BapMTeanoﬁ CMEeTbl pacxoaos




Paccbinka I'IpMI'/'IaLUGHMﬁ noarsepanBlLIMM y4acTtue B meponpmnaTmumn

C60p TEKCTOB A0K1AA0B M NMPOEKTOB UTOrOBbIX AOKYMEHTOB Y AOK/1aA4YMKOB

Paccbinika  MHPOPMALMOHHBIX  MaTepuanoB  YYaCTHMKAM  KOHQEepeHTHOoro
MeponpuaTUA

CocTaBneHume ABOYHbIX IMCTOB U CNMCKA perncTpaunm y4aCTHUMKOB MmeponpuAaTuAa

3aKynKa KaHLUEeAPCKMX TOBAapOB U NPOAYKTOB A/1a obecnevyeHns Kode-nays

PeweHune BOMPOCOB TEXHNYECKOIO OCHalleHNA MeponpuaTnA

Momoub B NOAroTOBKE A0OKAaAa pykoBoAUTENIA, NPE3EHTAUNOHHbBIX MaTepnanoB

OpraHu3auua NnoAaroToBKM npesmanyma n paboymx MecT y4acTHUKOB

OpraHusauma BCTPeUM 1M perncTpauma y4acTHMKOB MeponpUATUS

BeneHune NPOTOKO/1a MEPONPUATUA

OpraHusauma cepBUCHOro 06CayKMBaHNA BO Bpema Kode-nays

OpraHusauma  Ky/JbTypHO-MAcCoBbIX ~ MEPOMPUATUIA,  TPAHCMOPTHOrO MU
rOCTMHUYHOro obecneyeHus

Heobxogumble
yMeHun

OpraHn30BbIBaTb  MNPOLLECC MNOATOTOBKM K MPOBEAEHMIO  KOHPEpPeHTHOoro
MepPOonNpUATUA MHAMBUAYAILHO U B cOcTaBe paboyelt rpynnbi

[loKymeHTMpOBaTh pasHble 3Tanbl Npoueaypbl MOArOTOBKM W NpoBeAeHun
KOHPEPEHTHOro MeponpuATUSA

MepegaBaTb  MHPOpPMaUMIO,  AOKYMEHTbI W MaTepuanbl  y4aCTHMKaAM
KOH(}EpPEHTHOro MeponpPUATUS

MoarotaeameaTth M 060pyA0BaTb CTON Npe3nanyMma 1 paboyre mecta y4acTHUKOB
coBellaHuA (3acesaHus)




CepBurpoOBaTh YaiHbIN (KodeliHbIl) CTON BO Bpems NpoBeaeHUs Kode-nays

Cobntogath NpaBmaa Ae10BOr0 3TUKETA U MPOTOKOA

MoanepmMBaTb UMUAXK OpraHM3aLLUK

Co3paBatb UMUOXK ceKkpeTtapA, COOTBETCTBYI-OLLI,VIﬁ MMNOXKY OpraHn3sauummn

PabotaTb Cc wHOOpmMauuen, aHanMs3MpoBaTb W NPeACTaBAATb ee B
CMCTEeMaTM3NPOBaHHOM BUae

ObecneumBaTb 6e30MacHOCTb AeATE/IbHOCTU OpraHn3auum

anMEHFITb VIHd)OpMaLI,MOHHO-KOMMYHMKaLI,VIOHHbIe TEXHON0TUN

ObecneunBaTb KOMPOPT YH4aCTHNUKOB KOHPEPEHTHOrO MEepPONpPUATMA, MOMOraTh B
BOMPOCax NPOoMKMBaHUA, TpaHcnopTHOro obecneyeHmns

Heobxoaumbie 3HaHUA

Komnnekc oOpraHn3aunMoHHO-TEXHUYECKUX MEpOI‘IpVIﬂTMﬁ no noarotoske u
nposegeHuo COBELLI,aHVII‘;I M Neperosopos, B TOM Ynucne mexgyHapoaHbixX

MpaBuna BeAeHUs, NOATOTOBKM U odopmMaeHUA NpPOTOKONa W APYrux
JOKYMEHTOB, CO3J4aBaeMblXx B npouecce MOArOTOBKM  KOHPEPEHTHOro
MeponpuaTUA

CocTaBneHue cMeTbl pacxoaoB

OcHOBbI HanMcaHuA peqeﬁ 1 AOKNaao0B pykosoautena

MpaBWna yCcTaHOBAEHWUA KOHTAKTa, NOAAEPNKAHUSA U Pa3BUTUA MEMKIUYHOCTHbBIX
OTHOLLEHUN

Mpasuna Aenosoro obLieHns, 4eN0BOro 3TUKeTa

DTUKET N OCHOBDI meXaAyHapoaHOro NnpoToKo1a

MpaBuia nposeaeHNA Ae/0BbIX NEPEroBOpPoB




MpaBuna 3aWmnTbl KOHOUAEHUMNANBHOKN CNy*KebHOoW MHbopMaLUm

TpeboBaHMA oxpaHbl Tpyaa

Apyrue
XapaKTepuUCcTUKn

3.3.7. TpyaoBas oyHKUMA

OpraHu3auma UCNONHEHUA peLleHni, YposeHb
HanmeHoBaHMe |ocywecTBieHne KOHTPOAA NCMONHEHNA Kog C/07.6 |(noayposeHb)
nopy4eHui pykosoautens KBannduKaumm

MpouncxoxaeHne
TPYA0BOM QYHKLMNK

3anmcTBOBaHO U3

OpuruHan X
opuruHana
Kopa PerncrpaumoHHbI
opuruHana HOomep
npodeccMoHanbHoro
CTaHAapTa

TpyaoBble AencTeumA

JoKkymeHTanbHOe opopMaeHME peLleHnn pyKkoBoauTens

[oBegeHne [0 cBeAeHMA  PabOTHMKOB  OpraHUsaLMuM  PacrnopsXKeHWU
pykosoauTtens

KoopamHaumsa geAatTenbHOCTU MO UCMOIHEHUIO PELEHUI PYKOBOAMUTE A

BeaeHue CPOKOBOro TEKYLLErO U NpeaynpeauTe/ibHOro KOHTPoA

MpoBepKa UCNOMHEHMS NOPYYEHUA PYKOBOAUTENS B YCTAaHOB/IEHHbIN CPOK

MpegynpexaeHne COTPYAHUKOB 06 UCTEYEHUWM CPOKA WMCMOJIHEHWUA MOPYyYeHui




pyKkosoauTtens

®PurKcauma UCNONHEHMA NOPYYEHUN

CocTaBieHMe OTYETOB M aHANUTUYECKMX CMPaBOK O BbIMOJAHEHUU NOPYYEHUIN U
pelleHuWIt pykoBoauTena

Heobxogumble
ymeHua

BecTu cpoKoBYO KapTOTEKY

BecT ydyeTHble peruMcTpaumoHHble Gopmbl, MCNONL30BATb MX AnA PaboTbl MNo
KOHTPOIIO UCMOJIHEHMSA NMOPYYEHUn PYKOBOAUTENS

PaboTaTb ¢ MHPOpPMaLMelt MO KOHTPOJIID, CUCTEMATU3NPOBATbL €€ U NPeACcTaBAATb
B BUAE CBOAHbIX AOKYMEHTOB

Mcnonb3oBaTb  CpeacTBa  KOMMYHMKauMW  Aaa  nepejayv  MNopyyeHuit
pyKkoBoautens

Mcnonb3oBaTb COBPEMEHHbIe cpeacTBa cbopa M 06pPabOTKM  KOHTPOJIbHOM
MHbopmauum

MpumeHATb MHd)OpMaLI,VIOHHO-KOMMyHMKaU,VIOHHbIe TEXHONOTNN

OueHuBatb PEe3yNbTaTbl B PaMKaX MNOCTAB/IEHHbIX 3a4a4

OcyLwecTBAATb KOHTPOb UCNONHEHWA NOPYYEHUN PYKOBOAUTENSA COTPYAHUKAMM

Heobxoaumbie 3HaHUA

O6wme TpeboBaHMA K CpPOKaM WCMNOMHEHUA [AOKYMEHTOB W KOHTPOAbHbIM
DYHKLMAM CNYKObI AOKYMEHTALMOHHOIO obecneyeHuns

MpUHLMNbI, CNocobbl MHGOPMUPOBAHUA COTPYAHUKOB

3TMKa genoBoro obueHus

YnpaBaeHYeckan CTPyKTypa OpraHu3aumm, pyKOBOACTBO OpraHusauuun, obpasubl
noAnucelt pyKoBOAALMX COTPYAHUKOB, KPYr UX MOAHOMOYMUIA U OTPAHUYEHUN UX




30H OTBETCTBEHHOCTU

MHCTPYKLMM NO 4eNONPOUN3BOACTBY U APYrMM JIOKaNbHbIM HOPMATMBHbBIM aKTaMm,
YCTaHaB/AMBAOLWMM NOPALOK PeaNn3aLLnmN YNpaBaeHUYECKUX Npoueayp

dpyrve
XapaKTEPUCTMKMU

3.3.8. Tpygosble GyHKUUM

OpraHusauma n nogaepxaHue YpoBeHb
HavmeHoBaHMe | GyHKUMOHaNbHOIO paboyero NpoCTpaHCTBa Kog | C/08.6 |(noaypoBeHb)
npUemMHOM 1 KabuHeTa pykosoautens KBannduKaumm

MpouncxoxaeHune
TPYA0BOM QYHKLMNK

3anmcTBOBaHO U3

OpuruHan X
opuruHana
Koa PerncrTpaLMoHHbI
opuruHana HOMmep
npo¢$eccMoHaNbHOro
CTaHAapTa

TpyaoBble AencTamA

ObecneyeHne paboyero Mmecta pPYKOBOAUTENA HEOOXOAUMbIMK CpeacTBamMm
OpraHM3aLl,MOHHOVI TEXHUKU, KAHUENAPCKUMU NPUHAONEKHOCTAMMU

OpraHusaums npuemHon odumca B COOTBETCTBUMN C TpebOBAHMUAMM 3PTOHOMMUKMU U
KyAbTYpbl TPYAa

OpraHusauua opopmaeHUs UHTEPbEPA NPUEMHOM PYKOBOAMUTENA

ObopyaoBaHue paboyero mecta OPITEXHUKOW, MEPCOHa/IbHbIM KOMMbIOTEPOM,
BCMOMOraTeIbHOM TEXHUKOW




OpFaHM3aU,VIFI 060pY/.'l,OBaHVIFI I'IpMGMHOVI CnctemamMun XpaHeHwus, HeO6X0p,MMbIMM
I'IpMCI'IOCO6!'IeHVIFIMM, obecneyeHus KaHUEeNAPCKMMU TOBaApamMu

ObecneyeHune XpaHeHMA U 3aMeHbI PACXOAHbIX MaTepUanos, NOBCEAHEBHbIN yXon,
33 OpPITEXHUKOM

3aKa3s KaHLLeNApCKMX TOBAPOB, TMIIMEeHNYECKMX TOBAPOB, NPOAYKTOB NUTAHUSA

Heobxogumble
yMeHus

Co3gaBaTb ycioBuA, obecneumnsatolme appeKkTUBHy0 paboTy pykoBoauTens

anMEHﬂTb B COOTBETCTBMM C HaA3HavYeHunem cCpeacrsea OpI'aHM3aLI,I/IOHHOI7I
TEXHUKU, KaHLenApCcKkne NpnuHagneXHoCTtu

OcHawaTtb paboyee mecTo pykoBoauTens U ceoe paboyee mMecto HEObXoAMMbIM
obopynoBaHnem

OCYLI.I,ECTB!'IFlTb 3aMeHY pPacCXo4HbIX maTepnanos, yxos 3a OpFTEXHMKOVI

OcyLecTBNATb MOBCEAHEBHbIN yX04, 3a KONUPOBasibHbIM anmnapaTom, 3aMeHy u
XpaHeHue KapTpuaKei, ToHepa

KOHTpoaMpoBaTb COCTOAHME W TMOMOJIHATb 3anacbl KaHLUENAPCKMX TOBApPOB,
CpeAacTB rmrmeHbl, NPOoAYKTOB NMUTAaHUA

Heobxogumble
3HaHuA

TpeboBaHMA OXpaHbl TPyAa, NPOU3BOACTBEHHOW CaHWTapUK, NPOTMBOMOXKAPHOM
3alLMTbI

OCHOBbl NpPaBW/IbHOW OpraHW3auuuM Tpyaa W MeToAbl MOBbIWEHMA €ero
3¢ PeKTMBHOCTH

OCHOBbI 3prOHOMMUKM oduca U GAOPUCTUKM

CTaHZapThl M peKoMeHZaLMmn No 060pyA0BaHNI0 OPUCHBIX MOMELLLEHWIA

CocTtaB OpraHM3aLUMOHHOW TEXHUKM, ee YCTPOMCTBO M NopaaoK paboTsl ¢ Hel




Apyrue
XapaKTEPUCTUKM




3.3.9. TpyaoBas dyHKUMA

Pa3paboTKa NoKaNbHbIX HOPMATUBHbIX aKTOB, YposeHb
HanmeHoBaHWe | pernameHTUMpyoLWmMX paboTy cekpeTaps Kog C/09.6 |(noayposeHb)
KBaNMduKaumm

MpouncxoxaeHne
TPYA0BOM QYHKLMNK

3anmcTBOBaHO U3

OpuruHan X
opuruHana
Kopa PerncrpaumoHHbIi
opuruHana HOomep
npodeccMoHanbHoro
CTaHAapTa

TpyaoBble AencTemA

Pa3paboTKa 40/13KHOCTHOM MHCTPYKLUK CEKpeTaps

Pa3paboTKa NoNOXKEeHUA 0 CekpeTapuaTe

Pa3paboTKa MHCTPYKLMM NO 4eN0NPOU3BOACTBY

Heobxoammbie
YMeHuUA

CocTtaBnAtb n Od)OpMﬂﬂTb OpraHM3aunoOHHbIE U MeTOANYECKUNE NAOKYMEHTbI

PepaKkTnpoBaTb TEKCTbI cnyme6H bIX JJOKYMEHTOB

PaboTaTb CcO BCel COBOKYMHOCTbIO MHPOPMALMOHHO-AOKYMEHTALMOHHbIX
pecypcoB opraHMsaumm

Monb3zoBaTbca 6azamu AaHHbIX, B TOM YnUcne yganeHHbiMmun 6asamu AaHHbIX

Mcnonb3oBaTtb CripaBoOYHble MPABOBbIE CUCTEMDI

PaboTaTb C KOMMbIOTEPOM, KaTasioramu (nankamm) u paiinamm, CKaHepom




Monb3oBaTbCA OPUCHBIM NAKETOM (TEKCTOBbIM peaaKkTop, Tabamubl)

Monb3oBaTbcA NnepudepunHbIMM YCTPOMCTBAMU U OPITEXHUKOM

MNMonb30BaTbCA 3NEKTPOHHOM NOYTOM

MNMonb3oBaTbcA CUCTEMAMMU 3/1EKTPOHHOTO lCI,OKYMGHTOO6O|3OT3

Heobxogumble 3HaHUSA

MpaBoBble OCHOBbI YynpaBaeHusa (OCHOBbI aAMUHWUCTPATUBHOrO, TPYAOBOrO U
rpa*kaaHCcKoro npasa)

[elicTBylolWiMe nNpaBoBble aKTbl, HOPMATUBHO-METOAUYECKNE  OOKYMEHTHI,
rocy4apCTBEeHHble CTaHAAPTbI, onpeaenawowme NopagoK OOKYMEHTALMOHHOIo
obecneyeHns ynpasaeHus

CTpyKTYypa, pyKOBOACTBO CTPYKTYPHbIX NoApasaeneHnin, obpasupsl nognucen auu,
MMeLWUX NPaBo NOAMMUCAHUA U YTBEPKAEHMA OOKYMEHTOB, U OrPaHUYEHUA MX
30H OTBETCTBEHHOCTU

I'Ipanma AOKYMEHTALMOHHOIO obecneyeHus AEATE/IbHOCTU OpraHn3aunn

MopsaAoK paboTbl C AOKYMEHTaMM

TDEGOBaHMﬂ, npeavbAsadaemble K AOKYMEHTam B COOTBETCTBUMN C HOPMATUBHbIMMU
dKTaMU N roCyaapCTBEHHbIMU CTaHOAPTaMU

MpaBuMna  COCTaBNEHUA  OPraHU3aLMOHHbIX  [AOKYMEHTOB  (MONOMKEHUH,
WHCTPYKLMIA, pernameHToB)

Buabl 4OKYMEHTOB, UX Ha3HauyeHue

OcHosbl AOKyMEHTHOﬁ JTNMHIBUCTUKHN

TpeboBaHuMA oxpaHbl TPyAa

Apyrve




XapPaKTEPUCTUKHN

3.3.10. TpynoBasa pyHKLMA

CocTtaBneHue u opopmneHne YpoBeHb
HanmeHoBaHMe |ynpaBaeHYECKOM AOKYMEHTaLUn Kopg C/10.6 |(noaypoBeHb)
KBaNMduKaLumnm
MpoucxoxaeHne 3anmcTBoBaHO U3
P . A OpuruHan X
TPYLOBOM GYHKUMNK opuruHana
Kopg PerncrpaumoHHbIi
opurnHana HOoMmep
npodeccMoHanbHoro
CTaHaapTa
TpynoBble AencTema CocTaBnieHMe MNpPOEKTOB pacnopaauTeNibHbIX (MpUKasbl, pacrnopsxKeHus) u

MHPOPMALMOHHO-CNPABOYHBIX LOKYMEHTOB (CiyebHble nucbMa, CrpaBKMy,
OOKNagHble U cnyKebHble 3anuncku)

MeyaTb cNy*KeBHbIX LOKYMEHTOB M APYrMX MaTepuanos

PasmHoKeHUe cny»KebHbIX JOKYMEHTOB

KoHTponb  MpoXoxKaeHun
NOAMNUCaHWE N YTBEPNKAEHNE OOKYMEHTA)

OOKYMEHTOB

B

opraHunsauu1un (cornacosaHme,

Heobxoanmble ymeHUn

PepaktnpoBaTb TEKCTbI CJ’Iy)KEﬁHbIX AOKYMEHTOB

Monb3oBaTbcA YHUOUUMPOBAHHBIMU GOPMAMKN AOKYMEHTOB

OdopmnaTb KaccoBble (MHAHCOBbIE [AOKYMEHTbI U AOKYMEHTbl NO Yy4Yery




HaKNagHbIX pacxoaos

MeyaTaTb cNy:kebHble 4OKYMEHTbI

Monb3oBaTbca NepudepnnHbIMMU YCTPONCTBAMU N OPITEXHUKOM

PaboTaTb C KOMMNbHOTEPOM, CKAHEPOM

Monb3oBaTbCA OPUCHBIM NAKETOM (TEKCTOBbLIVN pegakTop, Tabaunubl)

NMonb3oBaTbcA 3ﬂeKTpOHHOﬁ noyTtom

MNonb3oBaTbCA CUCTEMAMM 3/IEKTPOHHOTO ,D,OKyMEHTOOGOpOTa

ObecneuymBaTb 6e30MacHOCTb AeATE/IbHOCTU OpraHn3auum

Heobxoanmbie 3HaHUA

MpaBoBble OCHOBbI ynpaBAeHMA (OCHOBbI aAMMHUCTPATUBHOIO, TPYAOBOrO M
X03ANCTBEHHOrO NpaBa)

CTpyKTypa OpraHusauum, pyKoBOACTBO CTPYKTYPHbIX NoApasseneHunin, obpasupl
noanucei NUL, UMeIWMX NPaBo NOAMMUCAHUA U YTBEPKAEHWUA LOKYMEHTOB, U
OrpaHWYEHUSA UX 30H OTBETCTBEHHOCTU

MpaBuna AOKYMeEHTaLMOHHOIo obecrneyeHma AeATeNbHOCTU OpraHM3aLum

MopsaAoK paboTbl C 4OKYMEHTaMU

TpeboBaHusa, NpeabABAAeMble K AOKYMEHTaM B COOTBETCTBUM C HOPMATUBHbIMMU
aKTaMW U rocy4apCTBEHHbIMM CTaHAAPTaMM

Bunabl LOKYMEHTOB, UX Ha3HayeHue

Mpasuna cornacoBaHUA 4OKYMEHTOB OpraHmM3aumnm (BHYTpeHHeI'O n BHeLLIHeI'O)

MpaBuna NOANMUCAHUA U YTBEPHKAEHUA LOKYMEHTOB

MpaBuna coctaBneHua U odopmaeHUa  UHPOPMaLMOHHO-CNPABOUHDIX,




ynpaBaeH4YeCKNX AOKYMEHTOB U C}'Iy)Ke6HbIX nncem

OCHOBbI IOKYMEHTHOW JIMHTBUCTUKM

paMmaTnyecKune npasBuaa PYcCcKoro A3blka

TpeboBaHMA oxpaHbl TPyAa

Apyrue
XapPaKTepPUCTUKH

3.3.11. Tpygosasa ¢pyHKUMA

HammeHoBaHue

OpraHusauma paboTbl ¢ AOKYMEHTaMU B YpoBeHb
npUemMHOM PyKoBOAUTENS Kog | C/11.6 |(noaypoBeHb)
KBannduKaumm

MpouncxoxaeHune

TPYLOBOM GYHKUMK opuruHana

3aMMCTBOBAHO U3
OpuruHan X

Koa PerucTpaLMoHHbI
opurnHana HOMmep
npo¢$eccMoHaNbHOro
CTaHAapTa

Tpyaosble fencTan

A | MNonyyeHue, npenaBapuTeNbHOE PACCMOTPEHME W COPTMPOBKA MOCTyMNatoWMX B
NPUEMHYIO PYKOBOAMTENSA AOKYMEHTOB

MoaroToBKa AOKYMEHTOB A/18 PAaCCMOTPEHMUA PyKoBOAMUTENEM

Yuer AOKYMEHTOB, MNOCTYyNnakwmnx Ha UMAa pyKoBoauTenA

Opl’aHVI3aLI,Wr'I A0CTaBKN AOKYMEHTOB UCMNOJIHUTENIAM




BeaeHue nHGOPMaLMOHHO-CNPaBOYHOM paboTbl

KOHTPO/Ib UCMONHEHMA AOKYMEHTOB M NOPYYEHUN pyKOBOAUTENSA

Heobxoaumbie
yMeHus

PaboTaTtb c BXxoAsalen, UCXOAALLEN, BHYTPEHHEN AOKYMEHTaLMeN

Monb30BaTbCA CUCTEMAMM 3/IEKTPOHHOTO AOKYMEHTO060opoTa A/1A perncTpaLmu,
KOHTPOAA AOKYMEHTOB U MHGOPMALLMOHHO-CNPABOYHOM PaboTbl C AOKYMEHTaMM

MpumeHATb MHPOPMALLMOHHO-KOMMYHUKALNOHHbIE TEXHOIOTMKU Ana paboTbl ¢
OOKyMeHTaMu

CoctaBnatb u Od)OprIFITb HOPMaATUBHbIE aKTbl

Heobxoanmbie 3HaHUA

HopmaTuBHble nMpaBoBble aKTbl, HOPMATUBHO-METOAMYECKNE OOKYMEHTbI,
rocyaapcCrtBeHHble CTaHAAPTbl, onpegenatowme nopAagok AOKYMEHTAUUOHHOro
obecneyeHus ynpaBaeHnA

CTpyKTypa opraHu13aumm, pyKoBOACTBO CTPYKTYPHbIX NoApasae/ieHnin

CoBpemeHHble MHGOPMALMOHHbIE TEXHOIOTUM PaboTbl C AOKYMEHTaMMU

MopsAoK paboTbl C AOKYMEHTaMM, CXeMbl AOKYMeHTOoobopoTa

MpaBuna paboTbl ¢ BXOAALLMMMU, UCXOAALLMMU U BHYTPEHHUMM SOKYMEHTAMM

MNpaBuna opraHmMs3aunm KOHTPONA WUCMONHEHUA LOKYMEHTOB U TUMOBbIE CPOKMU
MCNOJIHEHNA AOKYMEHTOB

MpaBuna cocTaBieHUA aHaIUTUYECKMX CNPaBOK Mo OopraHunsauunu p360TbI C
AOKYMEHTAMU U KOHTPOJIKO UCNOJTHEHNA AOKYMEHTOB

MpaBuna co3paHMa U BedeHMA 6as  AaHHbIX  CAYXKeBHbIX AOKYMEHTOB B
opraHusauum

Cncrembl 3/1EKTPOHHOIO AOKYyMe HTOO60pOTa




TpeboBaHMA oXpaHbl TpyAa

Apyrue
XapaKTepPUCTUKK

3.3.12. Tpygosasa pyHKUMA

OpraHusauma xpaHeHUsa JOKYMEHTOB B YpoBeHb
HanmeHoBaHMe |nNpuemMHoOI pyKkoBoauTeNs Kog | C/12.6 |(nomypoBeHb)
KBanudbuKaumm

MpoucxoxaeHne
TPYA0BOM QYHKLMK

3aMmMcTBOBaHO M3

OpuruHan X
OpUrnMHana
Kog, PerncrpaumoHHbIn
opurnHana HOMep
npo¢deccMoHanbHOro
CTaHgapTa

Tpyaosble gencreun

Pa3paboTKa pa3aenoB HOMEHKNATYPb! AeN OpraHu3aunm

dopmunposaHmne n opopmaeHne aen NoCTOAHHOro, A0r0BPEMEHHOIO CPOKOB

NoaroToBKa M nepegaya Aen B apxus opraHmMsaumm

Heobxogumble
yMeHun

PaspabaTtbiBaTb HOMEHKNATYpPy A4eN OpraHuM3auuMnm C Yy4eTom LelCTBYIOLMX
HOPMaTUBHO-METOANYECKNX AOKYMEHTOB

Mcnonb3oBaTb HOMEHKIATYPY Aen MNpu U3YYEHUW CTPYKTYPbl OpraHusauumu,
COCTaB/IEHUU onucen aen

dopmuposatb M odopmnaTb Aena B COOTBETCTBUM C  YTBEPXKAEHHOM




HOMEHKﬂaTypOVI aen opraHnsauumu

Ob6ecneunsaTb COXPaHHOCTb JIOKYMEHTOB OpraHM3aLmm

MNMpon3BoAnTb NOAFOTOBKY AN A5 Nepeaayn B apxms

anMeHﬂTb VIHq)OpMaLI,MOHHO-KOMMyHVIKaLI,MOHHbIe TEXHONOIMN ONA pa6OTbI C
AOOKYMEHTaMM

Heobxogumble 3HaHUSA

HopmaTtuBHble npaBoBble aKTbl, HOPMATUBHO-METOAUYECKME  AOKYMEHTbI,
rocyZLapCTBEHHble CTAaHAAPTLI, Onpeaenswme nNopagoK LOKYMEHTaLMOHHOIo
obecneyeHus ynpasaeHus

Buabpl HomeHKnaTyp, obuwme TpeboBaHMA K HOMEHKAaType, MeToAMKa ee
COCTaB/IeHUA U 0bOpPMAEHNS

Mopsagok ¢opmupoBaHMAa M OGOPMAEHMA €N C YyKasaHuem crneunduku
bGOPMUPOBAHUA OTAENbHbLIX KaTeropun aen

I'Ipanma XpaHeHuA aen, B TOM 4yucse C JOKYMEHTaMM OrpaHNYEHHOIo 40CTyna

Mpasuna Bbl4aym U UCNOb30BAHMNA OKYMEHTOB U3 Cd)OpMMpOBaHHbIX aen

TpeboBaHMWA OXpaHbl TPyAA

MpaBuia NOArOTOBKU U Nepeaadn Aen B apxXmB opraHmM3aLmm

dpyrve
XapaKTEPUCTUKM

3.3.13. Tpynosble GpyHKLUM

YpoBeHb

HanumeHoBaHue |ObecnedyeHne pyKoBoAMTENA MHPOPMaLMeEi Koa | C/13.6 |(noaypoBeHb)

KBaMPUKaLmnm




MpouncxoxaeHune
TPYA0BOM QYHKLMK

3anmcTBOBaHO U3

OpuruHan X
OpUrnHana
Kopg, PernctpaumoHHbIN
opurnuHana Homep
npodeccnoHanbHoro
cTaHAapTa

Tpynosble feicTBMSA

Cbop ¥ nepepaboTka uMHboOpmauuu, HeobxogMmoil  ANA  NPUHATUA
060CHOBAHHbIX YNPaBAEHYECKUX peLleHunit

MpoBepKka [AOOCTOBEPHOCTM, MOAHOTbI M  HENPOTUBOPEYMBOCTU  AAHHbIX,
NCKNtoYeHne aybanposaHua nHdopmaumm

MNpepocrasneHne AaHHbIX B €AUNHOM U y,£|,06HOM Ana BoCnpumAaTnAa d)oplv\aTe

BoiaBneHMe Hanbosee 3HAUNMMBbIX KpUTEPUEB CUCTEMATU3ALMN MHDOPMALLUN oNA
co3aaHuA 6a3 gaHHbIX

CDOpMMpOBaHMe M Ucnosib3oBaHue 6as AaHHbIX B OpraHn3auunm

Heobxoanmble ymeHUn

OcywecTtBnatb cbop, 06paboTKy M aHanM3 MHOGOPMALMM B COOTBETCTBUM C
TpeboBaHMAMM  KPATKOCTM, YETKOCTM  (GOPMY/IMPOBOK, CBOEBPEMEHHOCTU
NOCTYN/IeHNA, TOYHOCTU W [OCTOBEPHOCTW, ONTUMA/IbHOCTM CUCTEMATM3ALUMK,
HenpepbIBHOCTN cbopa 1 06paboTkn MHbopMmaLmUn

OcylLecTBNATb PerncTpaLmio, HakonmaeHe U nepesayvy, cMcTemaTU3MpoBaHHOe
XpaHeHue 1 Bblgavy MHdopmaumm B Tpebyemoit popme

CocTaBnATb U 0GOPMAATL CBOAHbIE, OTYETHbIE, CTaTUCTUYECKME AOKYMEHTbI

OcywectBnaTb 06paboTKy W CTPYyKTypupoBaHuMe UHbOpmauum, obpasya
MHOOPMaLLMOHHbIE pecypchbl




BBOoAUTb HOBblE AaHHble B CI'IpaBOLIHO-MH(I)OpMaLI,MOHHbIe CNCTEMbDI

BBOAUTbL B NamMATb KOMMbIOTEPA 3/1EKTPOHHbIE 06Pa3bl JOKYMEHTOB

MpounssoauTb NOMUCK WHGOPMALUKM B CyLLECTBYIOWMX 0asax AaHHbIX, BeCcTu
MHOOPMALMOHHO-CMPaBOYHY0 pPaboTy Ha OCHOBe pPas/iNYHbIX KOMOWHauUMI
NMOWUCKOBbIX NMPU3HAKOB

MNpumeHATb VIHd)OpMaLI,MOHHO-KOMMyHMKaLI,MOHHbIe TEXHONI0TUN

Heobxoanmbie 3HaHUA

OcobeHHOCT GOPMMPOBAHMA BHELIHUX W BHYTPEHHUX WHGOPMALMOHHbIX
NOTOKOB

CocTaB BHELWHUX MHPOPMALLMOHHBIX MOTOKOB

CocTaB BHYTPEHHUX MHPOPMALMOHHBIX NMOTOKOB

CTpyKTypa opraHM3aLmmn 1 NopsaaoK B3aMMOAeNCTBUA NoapasaeneHnii n ciyxo

OcobeHHoCcTN popmmnpoBaHUA 633 AaHHbIX B OPraHM3aLLmm

CoBpeMeHHble HayyHble MeTodbl M TEXHUYECKME CpeacTBa, CnocobeTylolwme
cbopy, 06paboTKe, coxpaHeHUIo U Nnepesaye MHGOPMALMOHHBIX NOTOKOB

MeToapbl 06paboTku MHPOPMALMM C MPUMEHEHUEM COBPEMEHHbIX TEXHUYECKUX
CPeACcTB KOMMYHMKALUUIA U CBA3MU, BbIMUCAUTENBHON TEXHUKM

TpeboBaHMA oXxpaHbl TpyAa

Apyrue
XapPaKTEPUCTUKN

3.3.14. TpygoBsasa pyHKUMA

HanmeHoBaHue |OpraHu3auusa MHGOPMALMOHHOTO Kog, C/14.6 |YposeHb B




B3aMMOLENCTBMA PYKOBOANUTENA C
(noaypoBeHb)
noAapasaeneHnsMmn 1 A0MKHOCTHBIMMU ANLAMU
KBa/MPUKaLumnm
opraHusaumm
MponcxoxaeHne 3aMMcTBOBAHO U3
P . A OpuruHan X
TPYA0BOM GYyHKLMU OpUrMHana
Kopg, PernctpaumoHHbIN
opurnuHana Homep
npodeccnoHanbHOro
cTaHAapTa

TpynoBble AencTBMA

NHdopmupoBaHMe pabOTHMKOB OpraHM3aumMmn O pelleHmnsax pyKkosoamTens

OpraHusauya  obmeHa  MHPOpMmauMen  mexagy  noapasgeneHusmn  u
AO/MKHOCTHBIMWU INLLAMM OPraHM3aL UK

OnoseweHune pa60THMKOB O NPeACTOALWLUNX MeponpnATUAX

OpFaHM3aLJ,MFI BCTpeY TPpyA0BOIro KON/NIEKTUBA C PyKOBOACTBOM

NHdopmupoBaHMe pyKkoBoauTens ob obpalleHUax COTPYAHMKOB Mo paboumm u
JIMYHBIM BONPOCaMm

Heobxogumble
yMeHus

Ucnonb3osaTb COBpPEMEHHDbIE TEXHO/10ITMN c6opa nnepegayun VIHd)OpMaLI,VIVI

Ocywectenate cbop U nepepaboTky MHPopmauuKn, Heobxogumon Ana
AeATesIbHOCTH

OCVLLI,ECTBJ'IHTb CUCTEMATU3AUUNIO NOJIYyHaEMbIX U NepefaBaembiX JaHHbIX

OcyLiecTBnATb NPOBEPKY [AOCTOBEPHOCTM, MNOJHOTBI W HEMNPOTUBOPEUYMBOCTU
OaHHbIX, UCKAoYeHMe aybampoBaHna nHopmauum




MNpenocTasnATb AaHHble B €UHOM U yAO6HOM Ana BocnpmnAaTnA d)opN\aTe

MHOroKpaTHO MCMo/ib30BaTb MOAYyYEeHHYO MHGOPMALMIO, NOCTOAHHO OBHOBAATHL
AaHHble

Ob6ecneunsaTb ONepaTMBHOCTb MHPOPMALLMOHHBIX MOTOKOB

PaboTaTb C KOMMbIOTEPOM, UCNO/Ib30BaTh OGMUCHbIM NaKeT (TEKCTOBbIN peaakTop,
Tabnuubi)

Heobxogumble
3HaHUA

HopmaTtuBHble nNpaBOBble aKTbl, HOPMAaTUMBHO-METOAMUYECKUE  [OOKYMEHTHI,
rocy4apcTBeHHble CTaHAapTbl B chepe AeaTesIbHOCTM OpraHM3anmm

CTpyKTypa  OpraHusauuu, PYKOBOACTBO  CTPYKTYPHbIX  MOApPa3aeNeHui,
HanpaB/ieHUa OeATENbHOCTU OpraHM3aumMmM U KOMMETEHUUU  CTPYKTYPHbIX
noapasaesieHnn U AO0IKHOCTHbIX UL,

Knaccudukauma  ynpasneHdeckol  uMHbOpMauuK, BuAbl  YNPABAEHYECKON
nHdopmauum

dopmbl NpenocTaBAeHUA ynpasaeHYeckon nHdopmaumm

NCTOYHUKM ynpaBaeHYecKo nHopmaumnm

MeToauka oTbopa UCTOYHMKOB MHPOPMaLUn

TpeboBaHua, NpeabasaaemMble K ynpaBaeHYecKol nHbopmaumm

TpeboBaHMA oXpaHbl TPyAa

Apyrve
XapPaKTEPUCTUKN

3.4. O606LeHHan TpyaoBas GyHKUNS




NHPOPMaALLMOHHO-aHANTMYECKaA U

OpraHn3aLMOHHO-a4MUHUCTPATUBHAA YpoBeHb
HanmeHoBaHue P 4 A P Kog, D P

nogfeprKKa AeaTeNbHOCTU pyKOBOAMUTENA KBanuduKaumm

opraHusaumm
MpoucxoxaeHne

. . 3aMMCTBOBAHO U3
0606uWeHHON Tpyaosoli | OpuruHan
opurMHana
$YyHKUMM
Kog, PernctpauMoHHbIN
opuruHana HOMmep
npodeccMoHanbLHOro
CTaHAapTa

Bo3morKHble HAMMEHOBAHMUA
OOMKHOCTeN, npodeccuia

MomoLWHMK pykoBoanTensa

TpeboBaHMA K 06pa3oBaHMIO U
oby4eHuto

Bbicwee obpasoBaHue - bakanaspumaT
JononHutenoHoe npodeccmoHanbHoe 0bpasoBaHue

TpeboBaHMsA K ONbITY
NpaKTUYecKon paboThbl

He meHee Tpex net no npod)mmo AeATENbHOCTU OpPraHM3auunn

Ocobble ycnoBua AonycKa K
pabote

Lpyrne xapaktepmcTtuku

JononHutensHble XapPaKTEPUCTUKN

HanmeHoBaHWe AOKyMeHTa

Kog,

HanmeHoBaHWe 6a30Boli rpynnbl, 4OAKHOCTU (Npodeccunm)




WX CNeumanbHOCTH
OK3 2432 Bubnnotekapu, bubnmorpadbl, JOKYMEHTOBEAbI U
cneunanmcTbl POACTBEHHbIX Npodeccuit
OKCO 032001 [JOoKyMeHTOBeAeHNE N AOKYMEHTALMOHHOE obecneyeHne
ynpasneHusa
032002 [JOoKymeHTauMoHHOe obecneyeHne ynpaBaeHus u
apxuBoBeAeHMe
3.4.1. Tpyaosble GyHKLUM
dopmunposaHmne MHGOPMALMOHHOIO YpoBeHb
HanmeHoBaHMe |B3aMMOAENCTBUA PYKOBOAUTENS C Kopg D/01.6 |(noaypoBeHb)
opraHuM3aumnsmm KBaMdpuUKaLumnm
MpoucxoxaeHne 3anmcTBoBaHO U3
P . A OpuruHan X
TPYLOBOM GYHKUMNK opuUruHana
Kog, PerncTpauMoHHbI
opurnHana Homep
npo¢deccMoHaibHOro
CTaHAapTa

Tpyaosble aencTenn

OT60p NUCTOYHUKOB MHd)OpMaLI,MM B COOTBETCTBUU C 3a4aHHbIMU KpUTEPUAMU

O6paboTKa 1 MHTepnpeTauus MHGOPMaLMK ANA NOLTOTOBKM MPOEKTOB peLLeHni

MoAroToBKa 3amnpoCcoB MO NMOPYYEHUIO PYKOBOAUTENS HA NOJyYEeHWE AOKYMEHTOB
M  uHOOpMaLMM B OpraHax rocyJapCTBEHHOW BAacTM W yNpaB/eHMs,
ObLLLECTBEHHbIX OpraHM3auMaX U MNoJlyyeHue COOoTBeTCTByoWeN MHdopmaumm 1
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OOKYMEHTOB

NHopmMpoBaHME pYKOBOAWTENA O pes3ynbTaTaXx PacCMOTPEHWs 3anpocoB U
obpalLeHui

OpraHusauma pelleHns BOMPOCOB, He TPebyloWmX HenmocpeaCcTBEHHOro yyactua
pyKkosoauTtens

MoAroToBKa MaTepuanoB AN y4acTua pykosBoauTena B paboTe pas/MuHbIX
CTPYKTYp B COCTaBe [rOCyAapCTBEHHbIX WM MYHULMMNaAbHbIX  OPraHos,
061LecTBEHHbIX OpraHu3aL it

Moprotoska AOKYMEHTOB [A/14 3aK/1H4YeHUA cornaweHun o coTpygHmnyecrtee C
A4ENOBbIMU NMaPTHEPAMU

NHPopmMpOBaHME [eN0BbIX NAPTHEPOB M 3aUMHTEPECOBAHHbLIX OpPraHusauuii o
peleHnax PyKoBoAUTENA B XOAE BbIMOJHEHUA COralleHui

Heobxogumble
ymeHua

AHanusupoBatb W OTOMPATb WCTOYHWKM WMHPOPMALMM B COOTBETCTBMM C
KPUTEPUAMM MOSIHOTbI, [OCTOBEPHOCTH, CBOEBPEMEHHOCTU MNpPEAOCTaBAEHUS
nHpopmauum

CO6VIpaTb, 06pa6aTblBaTb N aHaIN3npPOBaTb MHd)OpMaLI,MI'O B COOTBETCTBUKN C
3a4aHHbIMU Tpe6OBaHMFIMVI

MepeaasaTb MHPOPMALMIO B CUCTEMATU3UPOBAHHOM BMAE

O6bpabatbiBaTb U CTPYKTYpMpOBaTb MHOOpmauMio, obpasys WUHPOPMaUMNOHHbIE
pecypcbl

MpousBoauTb NOUCK MHOOPMALMM B CYLECTBYIOLWMX 6asax JaHHbIX, BeCTU
MHGOPMALMOHHO-CNPaBOYHYD pPaboTy Ha OCHOBE pPa3/IMYHbIX KOMBMHauuii
NOMCKOBbIX MPU3HAKOB

ObecneuymBatb MHGOPMALMOHHYIO 6€30NaCHOCTb OpraHn3auum




PaboTaTb C KOMNbIOTEPOM, UCMONb30BaTb OPUCHBIN NaKeT (TEKCTOBbIN peaakTop,
Tabnunubi)

Heobxoanmbie 3HaHUA

BHYTpeHHﬂH M BHELWHAA NONNTUKA OpraHn3auummu

MpuHUMNbI NpeacTaBUTeNbCTBA B FOCYAAPCTBEHHbIX OpraHax, opraHax MeCcTHOro
camoynpasaieHnAa, CTOPOHHUX OpraHn3aumnAaxX U NopAaOoK BSaMMO,ﬂ,eVICTBMﬂ C HUMU

MpuHUMNbI 1 MeToAbl AAMUHUCTPUPOBAHNA

OcobeHHOCTM (HOPMUPOBAHUS BHEWHWUX W BHYTPEHHUX WHGOOPMALLMOHHbIX
NOTOKOB

CTpyKTypa opraHmMsaumm 1 NopsaaoK B3aMMoAeNCTBUA NOAPA3AENEHUI U CNyKO

Mpasuia GopmMMpPOBaHUA N UCMONb30BaHNUA 6a3 AaHHbIX

CoBpeMeHHble Hay4yHble MeToAbl M TexXHWYecKue cpeactsa, crnocobeTeylowme
cbopy, 06paboTke, coxpaHeHMIO U Nepegaye MHGopmMaLnm

MpaBuna 3awmTbl KOHONAEHUNANBHON CAyKebHOoM MHbOopmaLmn

COBpEN\EHHble MHd)OpMaLI,I/IOHHbIe TEXHONOTNN

Apyrne
XapaKTePUCTUKM

3.4.2. Tpyposaa pyHKUMA

AHanus nHdopmaumnm 1 NOAroToBKa YpoBeHb
HaumeHoBaHWe | MHPOPMALMOHHO-AHA/IUTUYECKMX Kog D/02.6 |(noayposeHb)

MaTepuanos KBa/IMpUKaLumnm
MpouncxoxaeHne OpwuruHan X |3aumcTBoBaHoO 13




TPYA0BOM QYHKLMK

opurMHana
Kopg PerncrpaumoHHbI
opurnHana Homep
npodeccMoHanbHoro
CTaHgapTa

TpyaoBble AencTemA

Cbop, nepepaboTKka M aHaM3 MHPOPMALMN ANA PelleHna 3a[a4, NOCTaBAEeHHbIX
pykosoauTenem

MoarotoBka VIHd)OpMaLI,VIOHHO-aHaﬂMTVI‘-IECKVIX maTepnanos

PaspaboTKa TemaTn4yecKoro naaHa 0630pHOro AOKYMEHTa, AoKNaaa

OnpeaeneHune Kpyra 6ubanorpadpmyeckmx MCTOYHUKOB

Mosbop UCTOYHMKOB U NMTepaTypbl No Teme 0630pa, AOKNAAa, aHANUTUYECKOW
CnpaBKu

HanucaHue n opopmneHme o0b63opa, 4OKNAAA, aHATUTUYECKOWN CNPABKMU

Heobxoaumbie
yMeHus

Pa3pabaTbiBaTb TEMaTMYECKUIN NNaH 0630pa, A0KNaAa, aHANUTUUYECKOM CPaBKM

O6ocHOBbIBaTb dKTYya/IbHOCTb I'Ip06ﬂeMbI, KOTOpyO npeacrtront OCBETUTb B
o63ope, AOKnage, cnpaBke

Monb3oBaTbCA  MHPOPMALMOHHBIMM  pecypcamm M CUCTEeMaTU3MpPOBaTb
MHPOPMaLMIO NO 334aHHBIM KPUTEPUAM

MpaBunbHO MHTepnpeTUpoBaTb MNOJiyYEeHHble AaHHble W NPeaocTaBAATb UX B
cnucrematmnsnpoBaHHoOm snae

Oﬂpe,ﬂ,eﬂﬂTb Kpyr UCTOYHUKOB W nntepatypbl, HeO6XO,D,MMbIX Aana noarotToBku
MHd)OpMaLI,VIOHHO-aHa/'IMTVILIECKMX mMaTepunanos




M3naratb maTepman B Nlornyeckom nocnenoBaTesIbHOCTU

Mpon3BoOAUTb aHAN3 N OLEHKY U3/103KEHHOro maTepuana

ObopmAATb TEKCT B COOTBETCTBYIOLLLEM CTU/IE

Pepaktun POBaTb TEKCT AOKYMEHTOB

dopmynMpoBaTh BbIBOAI M PEKOMeHAaUNN

OcyulecTBiATb aBTOMaTM3aUMIO npoueccoB cbopa, XpaHeHUs W Bblgauum
nHpopmauunm

Monb3oBaTbCA YCTPOWCTBAMW aBTOMATU3MPOBAHHOM 06pPaAbOTKM TEKCTOBOW
MHbopmaunn n GotToHabopHbIMM YCTPONCTBAMM

MPUMEHATb BbIMUCAUTENBHYIO TEXHUKY U MHOOPMAUMOHHbIE TEXHO/OrMKM AN
SKOHOMWYHOM W pPaLMOHANbHOW OpraHusauunm MHOGOPMALMOHHBIX MPOLLECCOB,
NOBbIWEHMUA UX TMBKOCTU U AUHAMUYHOCTM

Mpou3BoAUTb NNTEPATYPHO-CTUAMUCTUYECKYID 06paboTKy TeKcTa, MpOBEPKY
JIOTMYECKON NocCnenoBaTelbHOCTU U3NOXKEHWUS, aHaM3a U OLEHKWU, HanMcaHus
BbIBOAOB U peKOMeHAauuni

anMEHﬂTb OCHOBbI nNcuxosornn genosoro 06|.I.|,eHVIF|

Heobxogumble 3HaHUSA

HopmaTuBHble MpPaBoOBble aKTbl, HOPMaTUBHO-METOAMYECKUE OOKYMEHTbI,
rocyAapcTBeHHble CTaHAapThbl B chepe AeATesIbHOCTM opraHM3aumum

CTpyKTypa  OpraHuM3auuMu, PYKOBOACTBO  CTPYKTYPHbIX  MOApasaeneHui,
HanpaBieHUs AesTeNbHOCTM OpraHM3auMM UM KOMMETEHLMU  CTPYKTYPHbIX
nogpasaeneHum U SOoNXKHOCTHbIX N,

Knaccndukauma  ynpaBneHYecko  WHPopmauuu, BuAbl  ynpaBieHYECKON
nHpopmauunm




dopmbl NpeaocTaBieHna ynpasaeH4Yecko nHdopmaumm

UCTOYHMKM ynpaBAeHYecKon WHPopmaummn, MeToauka oTbopa MUCTOYHUKOB
nHpopmauunm

TpeboBaHuA, NpeabABAAEMbIE K YIPaBAeHYeCKon MHbopmaLmm

OcobeHHoCcTU pedepupoBaHMA UHbOpmauuKM, cneunduka odopmaeHua U
COCTaB/IeHUs aHHOTaumM, pedepatos, 0630p0oB, AOKNAA0B

KaTteropun notpebutenei, Ha Kotopble byaeT paccuMTaH gaHHbIN 0630p, AOKAA4,

MeToabl 06paboTKM MHDOPMALMK C NPUMEHEHMEM COBPEMEHHbBIX TEXHUYECKNX
CPeACcTB KOMMYHUKALUMIA U CBA3U, BbIMUCIUTENIbHON TEXHUKM

CTpyKTypa MHOOPMALMOHHbBIX W34aHWA B  3aBMCMMOCTM OT  XapakTepa
MHGOpPMaLMU U LLeNIeBOro Ha3HaYeHUA MHPOPMALMOHHDBIX U3AAHWNIA

CoBpemeHHble cpeacTBa cbopa, 06paboTKM, cucTemaTnsaunm MHGopmaumm

NCcTOYHUKM MHPOpMaUUMK: KaTanorm 6MbanoTek, KypHasioB, MOUCKOBbIE CUCTEMDbI
MHGOPMALUNOHHO-TENEKOMMYHUKALMOHHON ceTu "UHTepHeT", 3/1eKTPOHHble
6a3bl JaHHbIX

®yYHKUMOHANbHOE Ha3sHauyeHue 063opa (bubanorpapuyeckoro, pedpepaTMBHOrO,
aHAa/NIMTMYECKOro) KaK CpeacTBa OPMEHTALUMM YMTATENA B AOKYMEHTA/NbHOM WM
MHGOPMaALMOHHOM NOTOKE

OcobeHHoCTH 0bLeHay4YHOoM M nparmaTuyeckon ¢pyHKUMM 0630poB

Mpasuna paboTbl C BHEWHUMW HOCUTENAMU UHPOPMALLUN

HopmaTuBHble AOKYMEHTDI, rocyaapcCrtBeHHbIE CTaHAOapTbl B obnactu
AeATENbHOCTU OpraHn3auunmn

MoHsaTHe n cneumdmra bubamnorpaduyeckoro, pedepaTMBHOIro U aHaJIMTUYECKOTO




MHd)OpMaU,VIOHHOFO n3gaHnA

CrnpaBoyHble NpaBoBble CUCTEMDI

Apyrue
XapaKTepuUCcTUKn

3.4.3. TpyaoBas oyHKUMA

OpraHu3aums genoBblX KOHTAKTOB U YpoBeHb
HanmeHoBaHMe | NPOTOKO/bHbIX MEePONPUATUIA Kog | D/03.6 |(nomypoBseHb)
KBaNnduKaumm

MpouncxoxaeHne
TPYA0BOM QYHKLMNK

3anmcTBOBaHO U3

OpuruHan X
opuruHana
Kopa PerncrpaumoHHbI
opuruHana HOomep
npodeccMoHanbHoro
CTaHAapTa

TpyaoBble AencTeumA

OpraHusauma v nNaaHUMPOBaHWE [e/I0BblX KOHTAKTOB, BCTPeY W Moes3doK
pykosoauTtens

OpraHusauma 3acefaHuii, COBelWaHui U MeponpuAaTUA, MNPOBOAUMbIX
pyKoBoauTenem

NoaroTtoBka matepuanos 418 COBeLLI,aHMﬁ, BeaeHune n Od)OpMﬂEHMe NPOTOKO/10B

MoAroToBKa Npe3eHTaLMii No yKa3aHMIo pyKoBoaMTeNA

MoAroToBKa M NpoBeAeHUe npecc-KoHbepeHuna pykosogutens




BcTpeya y4aCTHMKOB MeperoBopoB, obecrneyeHne WX MHPOPMALMOHHbBIMM
maTtepuanamu, BeAeHue 3anuncei NeperoBopos

Heobxogumble
yMeHus

CocTaBnATb NAaH Noes3akm pyrosBoauTena

OdopmMAATb AOKYMEHTbI, HeobXxoAnMmble ANA AeN0BON MOe3AKM, KOMaHAMPOBKN
pyKkosoautens

CocTaBnaTb M OPOPMAATL MNPOTOKO/blI COBELAHWIA, 3acedaHuii U [pyrux
KOHDEPEHTHbIX MEepPONpPUATUIA, TOTOBUTb CMUCOK YYAaCTHMKOB, MOBECTKY AHSA,
ABOYHbIE JIUCTbI U MPOEKTbI UTOFOBbIX JOKYMEHTOB

CoctasnAatb n pecc-pennsbl

BecTu neperosopbl C NapTHepamu

PaboTaTb B pexmme MHOro3aga4yHocTu

PaboTaTb ¢ 60nbWIMM 06BEMOM MHPOPMaL MK

Co3paBaTb M NOAAEPMKMBATb MNONOXKUTENbHbIA  UMWAX OpraHusauuMmM U
pykosoauTens

Mcnonb3osaTtb BbIHUCNUTENBHYIO TEXHURY n MH(I)OpMaLI,MOHHO-
KOMMYHUKaUUOHHbIE TeXHONOorMn OnAa 6onee 3KOHOMMUYHOM U paLI,MOHal'IbHOﬁ
OopraHunsauunun MHd)OpMaLI,MOHHbIX npoueccos, nosblWeHNA UX rmbkocTn u
ANHAMUNYHOCTHU

Ob6ecneynBaTb MHPOPMALMOHHYIO 6€30MaCHOCTb OPraHMN3aLLUm

Heobxoanmbie 3HaHUA

HopmaTtuBHble npaBoBble aKTbl, HOPMATUBHO-METOAMYECKME [AOKYMEHTbI,
rocyAapcTBeHHble CTaHAapTbl B chepe AeaTesIbHOCTM OpraHM3aumum

CTpyKTypa OpraHusauum, pyKoBogALLMIA COCTaB OpraHM3aunm 1 noapasaenieHni,
HanpaBieHUA [OeATeNbHOCTM OpraHM3auuMM U KOMNETEHUMM  CTPYKTYPHbIX
noApasaeneHnii U AONKHOCTHbIX /UL,




Mcuxonorua genosoro O6LLI,eHMﬂ, OCHOBbI KOH(I)}'IVIKTO}'IOFVIM

Mpasuia nposeaeHNA Ae/10BbIX NEPErOBOPOB M MPOTOKO/IbHbIX MEPONPUATUIA

ITUKET M OCHOBbI MEXKAYHapPOAHOro NPOTOKoa

Mpasuna cocTaBneHnn u opopmaeHnsa JOKYMEHTOB

MpaBuna 3aWwmnTbl KOHOUAEHUNANBHON CNy*KebHOM MHbOopMaLUM

MHd)OpMaLI,MOHHO-KOMMyHVIKaLI,MOHHbIe TeXHONOrnnM

Apyrue
XapPaKTEPUCTUKN




3.4.4. TpypoBas dyHKUMA

HammeHoBaHue

OpraHu3auma UCNONHEHUA PeLLIeHN
pyKkosoautens

YpoBeHb
Kog | D/04.6 |(noaypoBseHb)
KBaNMduKaumm

MpouncxoxaeHne
TPYA0BOM QYHKLMNK

3anmcTBOBaHO U3

OpuruHan X
opurMHana

Kopa PerncrpaumoHHbIi
opurnHana Homep
npodeccMoHanbHoro
CTaHaapTa

TpyaoBble AencTemA

[JokymeHTanbHoe o0GdOpM/IEHUE pPEeLUeHUt pPyKoBOAWUTENA, [JOoBedeHWe A0
cBeAeHMNn PaboTHUKOB OPraHM3aLMy YCTHbIX PAaCNopaXKeHUI pyKoBOAUTENS

KoopanHauma geAtenbHOCTU NO NCMONHEHUIO peLIJEHVIi;I pyrkosoauUTena

KOHTPO/b UCNONHEHMA PELLIEHUIA PYKOBOAUTENSA

MoaroToBKa OTYETOB O BbIMNOJIHEHMM NOPYYEHUN U PELLEHUI PYKOBOAMUTENA

Heobxogumble
yMeHus

CocTaBnatb M 0dOPMAATL LOKYMEHTbI, COAEPNKALLME NOPYYEHUA U PACTIOPAKEHMUSA
pyKkoBoauTtens

Bectn y4yerT nopyyeHun pPyKOBOAUTENA, TPEDBYIOLWMX KOHTPONSA MO CYLLEeCTBY
peleHuns Bonpoca

YeTKo 1 6bICTPO NPUMHUMATL pelleHus B npolecce paboTbl

NponssoaunTb aHaNM3 NCNOJIHUTENbCKOM ANCUNNNNHDI




CocTaBnaTb aHaAUTUYECKME OTYETbl M CMPaBKM MO pesynbTaTaM WCMOAHEHUA
Nopy4YeHnn 1 pacnopaKeHUn pyKkosoanTens

MNMonb3oBaTbcA CUCTEMAMMU 3/1EKTPOHHOTO lCI,OKYMGHTOO6O|3OT3

MPUMEHATb BbIYUCAUTENbHYIO TEXHUKY U MHPOPMALMOHHO-KOMMYHUKALMOHHbIE
TEXHONOMUM ans 3KOHOMMYHOIM n paLMOHaNbHOM opraHusaumum
MHGOPMALMOHHbBIX MPOLLECCOB, NOBbILLIEHUA UX TMBKOCTU U AUHAMUUYHOCTHU

ObecneuynBaTtb 6€30MacHOCTb AeATENbHOCTU OpraHn3aunm

Heobxogumble 3HaHUSA

HopmaTtmBHbie npaBoBble aKTbl, HOPMAaTUBHO-METOAUYECKNE  AOKYMEHTbI,
rocyfapcTBeHHbIe CTaHAaPTbl B chepe AesTelbHOCTM opraHu3aumm

CTpyKTypa  oOpraHusauuu,  PYKOBOACTBO  CTPYKTYPHbIX  MnogpasgeneHui,
HanpaB/fieHUs OeATeNbHOCTU OpraHM3auMmM W KOMMETEHLMU  CTPYKTYPHbIX
noapasgeneHuii u AONXKHOCTHbIX NNLY

MpaBuna NpoBeaeHNA KOHTPOIA UCMIOHEHUA NOPYYEHMIN PyKOBOAMUTENA

TexHoNornsA BeAEHNA KOHTPOIA UCMOJIHEHMA MOPYYEHUI pyKOBOAMUTENA

Cuctembl 3/IEKTPOHHOIO AOKYMeHToobopoTa, 6a3bl AaHHbIX

TpeboBaHMA OXpaHbl TPyAA

Apyrue
XapPaKTepPUCTUKH

IV. CBegeHus 06 opraHmMsaumax - paspaboTumKax
npodeccMoHanbHOro CTaHaapTa

4.1. OTBeTcTBEHHAA OpraHn3auma-paspaboTunK

HIM "HaumoHanbHasA accoumaumsa oPpUCHbIX CNELLMANNUCTOB U aAMUHUCTPATUBHBLIX PpaboTHMKOB", ropog,




MockBa

OupekTtop XntocHesa J/lioamunna lNeTpoBHa

4.2. HanmeHoBaHWA OpraHn3aLMii-pa3paboTymKoB

1 AHO "AreHTCTBO CTpaTErM4YeCcKUX MHULMATUB NO NPOABUMKEHMIO HOBbIX NpoeKkToB", ropoa MockBa
p 0 poa, p , Fopoa

2 AHO "YensbuHcKoe perMoHasbHOE areHTCTBO pa3BUTUA KBanndukaumin', ropog HensbuHck

3 AHO BIMO "MepermoHanbHblii OTKPbITbIN COLManbHbI MHCTUTYT", ropoa, Mowkap-Ona,
Pecnybnvka Mapwuii 3n

4 Boarorpaackasa Toproso-npombllAeHHAA nanaTta, ropos Boarorpag

5 'Y "BcepoccuMiicKunin HaydHO-UcCcnen0BaTeIbCKUI MHCTUTYT AOKYMEHTOBEAEHMA N apXMBHOro Aena”

p Yy 4, YT OOKY a p A

(BHUMAOAL), ropog Mockea

6 HOY HO "UHCTUTYT MHDOPMALIMOHHbIX TexHonorui "AinTu", ropoa Mocksa

7 Obuwepoccuiicknii npodcoro3 paboTHNUKOB roCyAapPCTBEHHbIX YYPEXAEHUM M 06LWEeCTBEHHOrO
obcnyxunBaHma Poccuiickon Pepepaunn, ropos Mocksa

8 Obuwepoccuiickoe mexoTtpacneBoe obbeanHeHne pabotogatenen "Hukenb", ropog Mockea

9 000 "MatikpocoodT Pyc", ropog MockBsa

p yc, ropoj

10 | OO0O "UeHTp akcnepTnsbl u ceptndmkaumnmn”, ropoa Mocksa

11 | 00O "2neKTpoHHble oducHble cucTembl”, ropog MocKkea

12 MOBONKCKUI MHCTUTYT ynpaBaeHma nmenu MN.A. CtonbinuHa - puamnan ®re0Y BMO "Poccuitckan

aKaZemMusa HapoAHOro X03ANCTBA M rocyAapcTBEHHOM cny»k6bl npu MNpesnaeHTe Poccuinckom
depepaunn", roposn Capatos




13 | PrAQYy ANO0 "AKagemua cTaHAapPTM3aUMU, METPONOTMK U cepTudmkaumnmn”, ropos Mocksa

14 | ®re0Y BMO "MNeH3eHCKM rocyaapcTBEHHbIN YHUBepcuTeT", ropog, MNeHsa

15 ®re0Y BMO "Poccuiicknia rocyaapcTBeHHbIM r'yMmaHUTapHbIN yHUBepcUTeT", Kadbeapa
[OKymeHTOoBeaeHus, Kadeapa ACAOY, ropog Mocksa

16 ®rBY "HayyHo-MccnenoBaTenbCKUi MHCTUTYT TPYAa M COLMaNbHOro cTpaxoBaHua" MuUHUCTepcTBa
TPYAA U coumanbHOM 3awmTbl Poccuiickoli ®epepaumm, ropos Mocksa

17 ApocnaBcKaa TOproBo-npoMblWIeHHAA nanaTa, ropoa Apocnassib

<1> O6LWepoCcCUMCcKMii K1accuduKaTop 3aHATUN.

<2> 0O6LLepOCCUNCKUIA KNaccUdUKATOP BUA0B IKOHOMUYECKOW AeATeNIbHOCTH.

<3> 06uepocCcMnNCcKMin KnaccndurkaTop cneumanbHOCTEN NO 06pa3oBaHMIo.

<4> EAMHBIN KBaNUOUKALMOHHBIM CPaBOYHUK AOIKHOCTEN PyKOBOAMTENEN, CNELMANUCTOB U APYTUX CAYMKALLMX.

<5> 0buwepoccrinckmin knaccndpurkaTop npodeccmin paboumx, 4OMKHOCTEN CNYKALWMX U TapUPHbBIX pa3paaoB.
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