Mpuka3 MuHuctepcTBa Tpyaa 1 coumnanbHom 3awmtbl PO o1 6 mas 2015 r. N 276H
"O6 yTBEpPXAEHUN NpodecCcnoHanbHoro ctaHgapTta "Cneumanuct no opraHn3auMoOHHOMY U
AOKYMEHTaUNOHHOMY obecneyeHunto ynpaBneHnsa opraHmsaymen”

B cooteetctBuM € nyHkTOM 16 [paBun paspaboTkn, yTBEPXKAEHUA U NPUMEHEHUS
npodeccrmoHanbHbIX  CTaHOApPTOB, YTBEPXAEHHbIX nocTaHoBneHnem  [lMpaBuTenbcTBa
Poccunckon depepaumm ot 22 gauBapsa 2013 r. N 23 (CobpaHue 3akoHogaTenbCcTBa
Poccunckon ®epepaunn, 2013, N 4, c1. 293; 2014, N 39, cT. 5266), nprkasbiBato:

yTBEPOUTL  MNpunaraemblin  npodeccuoHanbHbin - ctangapt  "Cneuuanuct  no
OpraHn3aunoHHOMY 1 LOKYMEHTALMOHHOMY obGecneyeHnto ynpasneHns opraHmsaumen”.

MuHucTp M.A. TonunuH

3apernctpupoBaHo B MuHiocte P® 2 nioHsa 2015 .
PernctpauyunoHHbin N 37509

FAPAHT:
Cwm. cripaBky 0 npodeccnoHanbHbIX cTaHaapTax

Cwm.:

OOIMKHOCTHYH MHCTPYKLMIO NMOMOLLHWKA pyKOBOAUTENS
OOIMKHOCTHYH MHCTPYKLMIO cekpeTapsi-agMUHMUCTpaTopa
OOIMKHOCTHYH MHCTPYKLNIO cekpeTaps pykoBoaMTens
AOIMKHOCTHYH MHCTPYKLMIO Aenonpon3Boantens

MpodeccuoHanbHbIN cTaHAAPT
CneunanucTt no opraHM3auMOHHOMY U AOKYMEHTaLMOHHOMY obGecneyeHunto
ynpaBrneHus opraHusauuen
(yTB. npukazom MuHuctepcTBa Tpyaa u counanbHou 3awmTtbl PO ot 6 mas 2015 .
N 276H)

447

PernMcTpaluMOHHEI HOMEP

. Obwme cBepeHuUs

OpI‘aHT/IBaLU/IOHHOG Y IOOKYMEHTALMOHHOEe obecrnedeHue

yIOpaBJIeHMS OPpTaHM3aUMAMU JIOOHX OPIaHM3alLMOHHO-IIPAaBOBEX
bopmMm 07.002
(HamMeHORBRaHMEe BUIOa NPOodeCCUOHAaJIbHOM INesaTeJIbHOCTH) Kon

OcHoBHas uenb Buaa npoeccnoHanbHON AeATeNbHOCTU:

Peanunsauusa obecneumBaowmx QyHKUMA yNpaBneHns opraHn3aunen; BHeApPEHNe NyYLmnx
TEXHUYECKMX pa3paboToK N HOBENLUNX TEXHONOrM B obecneyeHne ynpaBneHuns
opraHusauunen

pynna 3aHATUK:
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2432

BubnnoTtekapm,
onbnuorpadrbl,
AOKYMeHTOoBeAbl U

npodeccuni

cneynanuncTtbl poaCTBEHHbIX

3431

AOMWHUCTPATUBHO-YNPaBreH4YeCcKn
N nepcoHarn

4222

Cnyxaline, 3aHATbIE
npuemMom u
MHGOpMMpPOBaHMEM
nocetTuteneun

(kog

(HanmeHoBaHue)

OK3*(1))

(kog OK3)

OTHeceHue K Bugam 3KOHOMUYECKON OeATENbHOCTH:

(HanmeHoBaHue)

82.1 [eaTtenbHOCTb aAMUHUCTPATUBHO-XO3ANCTBEHHAA U BCNoMoraTesnbHas
AeATenbHOCTb N0 06ecnevYeHnto PYHKLUMOHNPOBAHNSA OpraHm3aumm

82.3 [lesatenbHOCTb N0 opraHmMsaumMm KOHPEPEHLMIA N BbICTABOK

(ko (HaMmeHoBaHMe BMAA 3KOHOMUYECKOWN OeATENbHOCTN)

OKB3[*(2))

Il. OnucaHme TpyAaoBbLIX PYHKLUK, BXOAALWMX B NpodpeccuoHarnbHbIN CTaHAapT
(dbyHKUMOHanNbHasA KapTa BuAa npodeccMoHanbHOn AeATeNIbHOCTH)

O606LeHHbIe TpyaoBble PYHKUUK

Tpynosble pyHKUMU

Koq HanMeHoBaHue YPOBEH HanMeHoBaHue Koq YPOBEHb
b (noayposeH
KBanm b)
dukay KBanudukay,
714 nn
A OpraHusaymoHHoe 3 Mpuem n pacnpeneneHne A/01.3 3
obecneyeHne TenedOoHHbIX 3BOHKOB
AeaTenbHOCTH opraHmsauum
opraHusauuu OpraHusauus paboTbl € A/02.3 3
noceTutTensamMm
opraHmMsauum
BbinonHeHne A/03.3 3
KOOPAMHUPYHOLMX U
obecneymBaroLLINX
dOYHKUMIN
B [lokyMeHTaunoHHoe 5 OpraHusauyus paboTbl ¢ B/01.4 5
obecneyeHune OOKYMEHTaMM
JEeATENbHOCTU OpraHnzauyus TekyLero B/02.4 5
opraHmsaumm XpaHEeHUs1 LOKYMEHTOB
OpraHunsauus obpaboTkm B/03.4 5
Aen ons nocneayroLero
XpaHeHus
C OpraHusaumoHHoe, 6 OkasaHune nomoLu C/01.6 6
AOKYMEHTaLNOHHOE PYKOBOOMUTENIO B
N MHOPMaLMOHHOE nnaHnpoBaHMM paboyero
obecneyeHne BPEMEHMU
AeAaTenbHOCTH [MnaHupoBaHue paboyero C/02.6 6
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pykoBoaUTENS
opraHusauum

[IHSA cekpeTaps

OpraHusauus
TenedOoHHbIX NePEroBOpoB
pykoBoguTens

C/03.6

OpraHunsauus
KOMaHONPOBOK
pykoBoaNTENS

C/04.6

OpraHunsauus paboTbl ¢
noceTUTeENsIMuU B
NpUEMHON PyKOBOAUTENS

C/05.6

OpraHusauusa NnoaroToBKw,
nposeneHus u
obcnyxusaHus
KOH(PEepPEHTHbIX
MepOonNpUATUn

C/06.6

OpraHM3au,vm MCMOJIHEeEHUA
peUJeHMVI, ocyulecTtBrieHune
KOHTPOJ14 NCMOJTHEHUA

I'IOpy‘-IeHI/II7I pyKkoBogutend

C/07.6

OpraHunzauus u
nogaepxaHve
JOYHKUMOHASbHOro
pabo4yero npocTpaHcTBa
npuemMHon n kabuHeta
pykoBoagnTENS

C/08.6

PaspaboTka nokanbHbIX
HOPMAaTUBHbIX aKTOB,
pernaMmeHTUpYyoLmX
paboTy cekpeTapsi

C/09.6

CocTaBneHune un
ocdopmneHne
ynpaBreH4YecKomn
OOKyMeHTauum

C/10.6

OpraHunsauus paboTbl €
AOKYMEeHTaMu B NPUEMHOWN
pyKoBoguTens

C/11.6

OpraHunsauus xpaHeHust
AOKYMEHTOB B NPUEMHOM
pykoBoguTens

C/12.6

Ob6ecne4yeHune
pykoBoanTens
nHdopmaumnen

C/13.6

OpraHunsauus
WHOPMaLNOHHOIo
B3aMMOENCTBUS
pykoBOOMTENS C
noapasgeneHnamMm un
OOMKHOCTHLIMM NLaMK
opraHusaumm

C/14.6

WNHdopmaLumoHHo-a
HannTuyeckas u
opraHv3aunmoHHo-ag,

dopmupoBaHme
WHOPMaLNOHHOIo
B3aMMOJENCTBUSA

D/01.6




MUHUCTPaTMUBHAaS
noaaepxka
AEeATenbHOCTU
pykoBoOUTENS
opraHusauum

pyKoBOOUTENS C
opraHmsaumnsammn

AHanus nHgopmauum un
nogrotoska
MHGOPMaLMOHHO-aHaNnTH
YeCKMX MaTepuanos

D/02.6 6

OpraHunsauus genosbIx
KOHTaKTOB "
NPOTOKOJSTbHbIX
MEepPONpPUATUN

D/03.6 6

Opl'aHVI3aLI,VIF| NCMOJIHEHUA
peUJeHMVI pykoBoaUTENA

D/04.6 6

lll. XapakTepuctuka o6006LWeEeHHbIX TPYAOBbIX (PYHKLUN

3.1. O6obLeHHasa Tpygosasa PyHKUUS

HanmeHoBa | OpraHusaumoHHoe obecneyeHme Kon A | YpoBeHb 3
Hue AeATenbHOCTN OpraHn3aumm KBanudukaum
n
MpouncxoxaeHne OpurnHan X | 3anmMmcTBoBaHoO u3
0606LLeHHON TPyaoBOWM opurmHana
dyHKUMM
Kon Peructpauuno
OpPUrMHaN  HHbIK HOMEpP
a npodeCccunoH
anbHoro
cTaHgapTa
Bo3moxHble CekpeTapb-agMMHUCTpaTOp
HanMeHoBaHUA
JOJIKHOCTEN,
npodeccunn

TpeboBaHus Kk
obpasoBaHuio 1
oby4eHunto

CpepHee obuiee obpasoBaHme

lMpodeccnonanbHoe oby4veHne - nporpamMmmMbl NPogeccnoHanibHON
NMOArOTOBKM NO Npodheccusam pabounx, JOSMKHOCTSIM CIy>KaLLWX,
nporpamMmmbl NEPENOAroTOBKN paboumx, Criyxalumx, NporpaMmmbl
NOBbILLEHNS KBanMdukaumm paboymx, cnyxawimx

TpeboBaHus Kk
onbITy
NpaKkTU4eCcKon
paboThl

Ocobeble ycnosus
gonycka K pabote

Opyrve
XapaKTepucTtmkmn

[lononHuTenbHble XapaKkTepucTtmkmn

HavnmeHoBaHve JoKyMeHTa \ Koa \

HanmeHoBaHne 6a3oBom rpynnbl, JOJKHOCTU




(mnpocpbeccun) nnmn cneumanbHOCTU
OKS3 4222 | Cnyxawme, 3aHATbIE MPUEMOM U
NHOPMUPOBAHNEM MOCETUTENEN
OKCO*(3) 032001 | JokymeHTOBeAEHME U JOKYMEHTaUMOHHOe
obecnevyeHne ynpasneHuns
3.1.1. TpynoBas pyHKUNA
HanmeHoBaHue | [Npuem u pacnpegenenne | Kopg A/01.3 | YpoBeHb 3
TenedOHHbIX 3BOHKOB (nopypoBeHb)
opraHusauuu KBanudukauum
MpoucxoxaeHune | OpurnHan X 3aumcTBOBa
TPy4oBOW HO 13
dyHKUMM opurnHana
Koa PerncrpauynoHHbl
opurnHana " Homep
npodgeccmnoHarnb

HOro ctaHgapTa

TpynoBble oencTBuS

MepeHanpasneHne TenedoHHbIX 3BOHKOB PYKOBOACTBY U
COTpyAHMKaM opraHmsaumm

PeFVICTpaLI,MFI noctynawwmnx Teﬂe(bOHHbIX 3BOHKOB

MonyyeHne Heobxoanmon nHpopmaumn n nepegaya
CaHKLMOHUPOBAHHOW MHGOpMaLmMK o TenegoHy

Heobxognmble Mcnonb3oBaTb TEXHUYECKME M NporpaMMHbIe cpeacTBa ans

yMeHMs npoBeAeHnst FofI0oCOBOW UK BUOEO-KOH(EPEHL-CBA3N
Mcnonb3oBaTb cpeacTBa KOMMYHUKALMOHHOM OPIrTEXHUKU ANS
nony4yeHnst n nepegayun nHgopmaumm
BecTn ydyeTHble pernctpaumoHHble opMbl, UCNONL30BaTh UX ANS
MHdOpMaLNOHHOM paboTbl
YcTaHaBnuBaTb KOHTAKT ¢ cobeceaHMKOM, NoaaepXXmueatb 1
pasBuBaTb AenoByo 6eceny B npouecce TenedOoHHbLIX NEPErOBOPOB
CrnaxuBaTtb KOHQIIMKTHbIE U CITIOXHbIE CUTYaLUN MEXITUYHOCTHOTO
B3aMmMogencTeus
CobnogaTb cnyXebHbI 3TUKET

Heobxognmble DyHKUMK, 3a4a4m, CTPYKTYpa opraHm3aumm, ee cBa3u

3HaHuA lMpaBuna B3anmogencTeumsi C napTHepPaMu, KNneHTaMmm, cpeacteamm
MaccoBou MHopmaLmm
3TuKa genoBoro ooLeHus
lMpaBuna peyeBoro aTMKeTa
TpeboBaHus OxpaHbl Tpyaa
[MpaBuna 3awunTbl KOHPUAEHUMANBLHON CnyXebHon nHgopmaumm

HApyrue -

XapaKTePUCTUKN

3.1.2. TpypooBas yHKUMSA

HaunmeHoBaHu

Opranusauus paboTbl ¢
e noceTUTENAMU OpraHu3aLunm

A/02.3 | YpoBeHb 3
(nooypoBeHb)

KBanudukaumm

Kog
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IMNpouncxoxaeHu
e TpyaoBou
dyHKUMM

OpurmHan X

3anmcTBOBaHO
13 opurmHana

Kon Pernctpauu
opurnHana OHHbIN
HOMep
npogreccno
HaslbHOro
cTaHgapTa

Tpynosble
JencTeuns

BcTpeya nocetutenen, nonydeHne nepBuyYHoOn MHoOpMaLnm o
noceTuTenax U NOMOLLb B OpraHn3auumn nx nppemMa pykosoguTtenem u
COTpYAHVKaMu

BegeHnue XypHalia 3anncu noceTuTenen

YyeTt nocetntenen n opopmsieHne nporyckos

CopenictBne onepaTtMBHOMY PacCMOTPEHUIO NPOCLO 1 NpeanoXeHnn
nocetutenen

Mpuem 1 nepegayva JOKYMEHTOB MOCeTUTENEN PyKOBOACTBY U
COTPYAHMKaM opraHmsaumm

OpraHnsauusa n 6poHnpoBaHne NeEPEroBOPHbLIX KOMHAT

CepBupoBka YanHoro (kogenHoro) crona B oguce

[MpuroToBneHne HaNnUTKOB (4aun, kode, NpoxnagnTerbHbIE HANUTKN)

Heobxognmble
YMEeHUs

Obwartbca ¢ noceTuTeNAaMmn

WMcnonb3oBaTb yCTAHOBMEHHbIE NMpaBuna U NpoLeaypbl KOMMYHUKaLUN
BHYTPY OpraHnsaumm

Bectu YY€THbIE (bOprI, MCNoJib30BaTb UX OJ14 pa6OTbI

CosgaBaTtb NOMNOXUTENbHbIN UMUK OpraHM3aunm

MpuHMMaTb Mepbl MO paspeLLeHNo KOHUKTHLIX CUTYaLMi

MpUMeHATb MHPOPMALMOHHO-KOMMYHUKALIMOHHbLIE TEXHOOMK

OGecneymBaTb KOHPUAEHLUMANBHOCTb MHpOPMaLIMK

Heobxognmble
3HaHuA

[MpaBuna opraHnsaunmn npuemMa noceTnTenen

lMpaBuna oenoBoro obLweHns

CTpyKTypa opraHusaumm u pacnpegeneHne QyHKUUn Mexay
CTPYKTYPHbIMUW NOApa3AeneHnsiM1 1 cneunanictamm

MpaBuna opraHvsaumm NpMemMoB B oduce

lMpaBuna cepBMpOBKM YanHoro (KogpenHoro) ctona

I'Ipaana npuroToBJiIEHNA U Nogayn ropa4mnx HannMTKoB U 3aKyCOK K HUM

OTuka genoBoro ooLeHus

[paBuna peyeBOro aTnKeTa

TpeboBaHWsa oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHOUAEHUMANBHOW CnyXebHon nHopmaumm

Opyrve
XapaKTepPUCTUKN

3.1.3. TpygoBasa pyHKUMS

HaunmeHoBaHue

lMpouncxoxaeHu
e TpyaoBou

BeinonHeHve Kog | A/03.3 | YpoBeHb 3

KOOPOMHUPYOLWUX U (nopypoBeHb)

obecneyvnBaroLLNX QYHKLNN KBanudukauum
OpuruHan X 3anmcTBOBaH

o ns3




DYHKLMM | opurmHana | \ |
Kon Pernctpauuo
opurnmHana HHbI HOMEP
NpodeCCmnoH
arnbHOro
cTaHgapTa
Tpyaosble BegeHue xypHana pasbes3goB paboTHMKOB OpraHm3aumm
nencTeus KoopanHauusa paboTbl KypbepOB 1 BOAUTENEN OpraHn3aumnm
BeneHue xxypHana pa3bes3qoB KypbepoB OpraHmM3anmm 1 MapLupyToB
BOOUTENEN
CocTaBneHue crnpaBku o0 pasbesgax paboTHMKOB, KYpbePOB U
MapLUpyTax BoguTenen opraHnsaumnm
Heobxogumble CocTaBndaATb U BECTU YYETHbIE JOKYMEHTHI
yMeHNs [MpMeHATbL cpeAcTBa KOMMYHUKaLMK AN nepeaayvy nopyyeHuni
PYKOBOAUTENSA N COTPYAHMKOB OpraHm3aLmm
MpumeHaTb coBpeMeHHble cpeacTBa cbopa, 06paboTkm n nepegayn
nHdopmaumm
OueHunBaTb pesynbTaTbl B paMKax NOCTaBMEHHbIX 3agau
OcyLecTBNATb KOHTPOSb UCMOMHEHUS NOPYYEHNA pyKOBOAUTENS
COTPYAHNKaMM
Heobxoanmble [MpaBuna peyeBoOro aTukeTa
3HaHusA ATnka genoBoro ooLleHns
TpeboBaHust OXpaHbl TpyAa
lMpaBuna 3awmnTbl KOHUAEHUMANBLHON cnyxebHon nHdopmaumm
CTpyKTypa opraHusaumm u pacnpegeneHme QyHKLMn mexay
CTPYKTYPHbIMY NOoApasaeneHnsaMmn n cneymanmctamm
Opyrve -
XapaKTepPUCTUKN

3.2. O600weHHas TpygoBas QyHKUNA

HanmeHoBa | [lokymeHTaunoHHoe obecneyeHune Koa B | YpoBeHb 5
Hue AEeATEenbHOCTN OpraHn3aumm KBanudukauymm
MpoucxoxaeHne Opurnnan X 3anmcTBOBaHO 13
o606LeHHON opurmHana
TPpyaoBon oyHKUMMK
Kog PerncrpaymoHHbl
opurnHana N HOMmep
npodeccnoHanbH
oro ctaHgapra
Bo3amoxHble [enonpounssoguterns
HanMeHoBaHNA
JOJKHOCTEN,
npodeccumn

TpeboBaHus K
obpasoBaHuio n
o0y4eHunto

CpenHee npodeccrnoHansHoe obpasoBaHue - NporpamMmbl
NoAroTOBKM KBaNMUUMPOBaHHbIX paboymx, Criyalmnx

TpeboBaHus K onbITy




npakTn4eckon paboThl

Ocobble ycrnosus -

gonycka K pabo

T

Apyrvie

XapaKTEePUCTUKM

[lononHuTenbHble XapakTepUCTUKN

HanmeHoBaHMe OOoKyMeHTa Koa HanmeHoBaHue 6a30BOW rpynnbl, JOSMKHOCTH
(npodheccuun) nnu cneumansHoCTU
OK3 3431 AOMWHUCTPATUBHO-YNpPaBeHYeCKUN NepcoHan
EKC*(4) - [enonponssogurens
OKIAOTP*(5) 21299 Jenonponssogutenos
OKCO 032002 [okymeHTaumoHHOe obecrneyeHmne ynpaBneHus u
apxmBoBegeHue
3.2.1. TpypoBas yHKLMSA
HanmeHoBaH | OpraHusauusa paboThbl ¢ Koa B/01.5 | YpoBeHb 5
ne AOKYMeHTamu (nooypoBeHb
)
KBanudumkad,
nn
Mpoucxoxaernn | OpurnHan X 3anmcTBoBaHO
e TpyaoBou N3 opurnHana
dyHKUMM
Koa PerncrpaunoHHbIn
opurmHana HOoMmep
npodeccnoHanbHo
ro cTaHgapTa
Tpynosble Mprem n nepsnyHas obpaboTka BXOALNX JOKYMEHTOB
AencTensg MpepBapuTenbHoOe pacCMOTPEHUE U COPTUPOBKA JOKYMEHTOB Ha
perncTpupyemMblie 1 He permcTpupyemMblie
lMogroToBKa BXOASLLMX JOKYMEHTOB ANA pacCMOTPEHUS
pyKoBOAUTENEM
Pernctpauus Bxogawmx JOKYMEHTOB
OpraHunsauyus JOCTaBKkM JOKYMEHTOB UCMNOMHUTENSM
BegeHuwe 6a3bl AaHHbIX JOKYMEHTOB OpraHvu3aumm
BegeHne nHdopmaLnoHHO-CNpaBoYHOM paboThl
O6paboTka 1 oTnpaBka NCXOOALMNX JOKYMEHTOB
OpraHunzauus paboTbl N0 perncTpaumm, ydeTy, XpaHeHuo 1 nepegade
B COOTBETCTBYIOLUNE CTPYKTYPHbIE NoapasaeneHna JOKYMEHTOB
TeKyLLEero 4enonpon3soacraea
KoHTpOnb 1cnosiHeHss AOKYMEHTOB B OpraHu3auuu
Heobxognmble PaboTtaTtb CO BCeN COBOKYMHOCTLIO
yMeHNs MHOPMALNOHHO-O0KYMEHTALUMOHHbBIX PECYPCOB OpraHnsauuu

lMonb3oBaTbca 6azaMmm gaHHbIX, B TOM YnChe yaaneHHbIMn

lNonb3oBaTbCs CrpaBoO4HO-NMpaBoOBbIM CUCTEMAMU

Monb3oBaTtbcs aBTOMAaTU3NPOBAHHLIMWN CUCTEMaMM YHETAQ,
perncTpaunn, KOHTpPOINA 1 I/IHd)OpMaLI,I/IOHHO-CI'IpaBO‘-IHbIMI/I CCTEMaMM
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npv paboTe ¢ JOKYMEHTaMK opraHm3aunm

MpUMeHATbL cCoOBpeMEHHbIE MHOPMALIMOHHO-KOMMYHUKALMOHHbIE
TexHonornm ans paboTbl ¢ LOKYMEHTaMK, B TOM YKCre Ans ee
ONTMMM3aLMKN 1 NOBbILLEHMS 3PPEKTUBHOCTY

Heobxognmble
3HaHuA

HopmaTuBHbIE NPaBOBbIE aKTbl 1 HOPMATUBHO-METOANYECKNE
AOKYMEHTbI, onpeaensaoLwme nopsagok JOKYyMeHTaunoHHOMO
obecnevyeHns ynpaBneHus

CTpyKTypa opraHusaumm, pyKOBOACTBO CTPYKTYPHbIX NoapasaeneHni

COBpeMeHHbIe I/IHCbOpMaLl,VIOHHbIe TEXHOJ10IMMN pa6OTbI C
OOKYMEHTaMu

Mopsigok paboTbl C JOKYMEHTaMuU

CxeMbl JOKYMeHToobopoTa

I'Ipanma pa6OTbI C BXogdawmmun, ncxogawmmMmm 1 BHyTpEHHUMU
OOKYMEHTaMu

I'Ipanma opraHn3auum 1 (bOprI KOHTPOJ14 NCNOJTHEHUNA JOKYMEHTOB
B opraHn3auunnm

TunoBble CPOKU UCNOJIHEHNA OOKYMEHTOB

MpunHUMNBI paboTbl CO CPOKOBOW KAPTOTEKON

HasHaueHue 1 TeXHONOrns TEKyLLLEro n npeaynpeanTenbHoro
KOHTpOns

I'Ipaana COCTaBJ1EHNA aHaITMTUYECKNX CNPaBOK No opraHn3aunn
paGOTbI C JOKYMEHTaMn N KOHTPOJTK UCMOJIHEHNA OOKYMEHTOB

MpaBuna AoKyMeHTaUMOHHOro obecneyeHms 0esTenbHOCTH
opraHvsauumn

Buabl OKYMEHTOB, UX Ha3HaYeHne

Tpe6OBaHI/IFI, npeabaBndemMble K JOKYMEeHTaM B COOTBETCTBUU C
HOPMAaTuMBHbIMW aKTaMWn N rocyaapCTBEHHbIMWN CTaHOapTaMM

MpaBuna cocTtaBneHus u opopmIeHns
NH(OPMAaLMOHHO-CMPABOYHbIX, OPraHN3aLMOHHbIX, YpaBNeHYeCcKnx
[JOKYMEHTOB

MpaBuna co3gaHus 1 BeaeHns 6a3 aaHHbIX CNyXebHbIX JOKYMEHTOB B
opraHusauumn

CuUCTeMbI 3NEKTPOHHOIO A0KYyMeHToo60opoTa

MpaBuna 1 CPoKM OTNPABKM MCXOASALLMX JOKYMEHTOB

TpeboBaHWsi oxpaHbl Tpyaa

Opyrve
XapaKTepucTmkun

3.2.2. TpypoBas yHKUMSA

HaumeHoBaHue

MpouncxoxaeHn
e TpyZoBou
dYHKUMM

OpraHunsauus Tekyuiero Kon B/02.5 | YpoBeHb 5
XpaHeHUs1 JOKYMEHTOB (noaypoBeHb)
KBanudukauum
OpwvrmnHan X 3anmcTBOBaHO 13
opurmHana
Koa PerncrpaunoHH
opurmHana bl
HOMep
npodeccmnoHan

bHOro




cTaHpapTa

Tpynosble
JencTeuns

Pa3paboTka HOMEHKNaTypbl Aen opraHn3aumm

MNMpoBepka NpaBUIbHOCTN OPOPMIEHUSI JOKYMEHTOB U OTMETKM 06 Mx
WCMNONHEHUUN Nepea Ux opMUPOBaHNEM B AEN0 AN NocneayLLero
XpaHeHus

dopmynnpoBaHue 3arofioBKOB AEN U onpeaeneHne CpoKkoB UX
XpaHeHUst

dopmnpoBaHue gen

KoHTponb npaBunbHOIO M CBOEBPEMEHHOIO pacnpeaeneHns u
MOALUMBKM JOKYMEHTOB B Aena

Heobxognmble
yMeHNs

OpraHnsoBbiBaTb paboTy MO y4eTy, XPaHEHUIO 1 Nepefade B
COOTBETCTBYIOLLIEE CTPYKTYPHOE nogpasaeneHve JOKyMeHTOB
TeKyLLero 4enonpon3BoAcTBa

OcyLLecTBNSATL METOANYECKOE PYKOBOACTBO AENoNpon3BoaCcTBOM B
opraHusauun, KOHTPONMpoBaTb NpaBuUibHOe hopMUpoBaHue,
XpaHeHWe 1 caady Aen B apxvs

PaspabatbiBaTb HOMEHKNaTypy Aen CTPYKTYPHOro nogpasgenexHms

Ncnonb3oBaTb HOMEHKNATYpY AeN NPU N3YYEHUN CTPYKTYpPbI
opraHvsauun, CocTaBNeHNN onucen gen

OpraHunsoBbiBaTb paboTy No hopMMPOBaHMIO AeN B COOTBETCTBUMU C
yTBEPXOEHHON HOMEHKNATYPOW Aen opraHmMsauum

MpaBUNbHO N CBOEBPEMEHHO (DOPMUPOBATL JOKYMEHTHI B Aena ¢
y4eTOM UX cneumdukm

CuctemaTManpoBaTtb AOKYMEHTbI BHYTPU Aena

Ob6ecneuvnBaTb COXpPaHHOCTb 1 3allnTy JOKYMEHTOB OpraHn3aunn

MpMeHSATb MHPOPMALIMOHHO-KOMMYHUKALMOHHBbIE TEXHONOrMK Ans
paboTbl C JOKYMEHTaMU

Heobxognmble
3HaHuA

HopmaTtunBHble NpaBoBble aKkTbl, HOPMAaTUBHO-METOANYECKME
AOKYMEHTbI, FOCYy4apCTBEHHbIE CTaHaapThl, onpeaensowme nopsaaok
AOKYMEHTaUMOHHOro obecneyeHnst ynpaBneHums

Buabl HomeHknaTyp, obwue TpeboBaHMs K HOMEHKNaType, MeToanka
€e COCTaBMeHUs 1 opopmIieHns

lMpaBuna cornacoBaHusi HOMEHKaTypbl AeN C BEOMCTBEHHbIMMU
apxuBaMu 1 3KCNEPTHON KOMUCCUEN

Mopsagok hopmupoBaHna n ocbopmneHus aen, cneunduka
dopMMPOBaHNSA OTAENbHbIX KaTeropun gen

MpaBuna xpaHeHus Aen, B TOM Yucre ¢ JOKYMEHTaMU OrpaHU4YeHHOro
pgocTyna

MpaBuna Bblgauy U UCMOMb30BaHUS JOKYMEHTOB 13
chOpMMPOBaHHbIX Aen

TpeboBaHus OxpaHbl Tpyaa

Apyrve
XapaKTepUCTUKY

3.2.3. TpygoBasa pyHKUMS

HaunmeHoBaHue

lMpouncxoxaeHu \ OpurmHan X

Opranunsaums 06paboTku Kog B/03.5 | YpoBeHb
Aen ansa nocnegyroLero (nooypoBeHb)
XpaHeHus KBanudmvkaumnm

| 3aumcTBOBAHO M3




e TpyZoBou
dyHKUMN

opurnHana

Kog Perncrpauuo
opurmHana HHbIN
HOMeEp
npodgeccmnoHa
NBHOIo
cTaHgapTa

Tpynosble oencreus

MpoBepka CPOKOB XpaHEHWUsI 4OKYMEHTOB, COCTaBIeHMe npoTokona
paboTbl 3KCNEPTHOM KOMUCCKM MO NOArOTOBKE LOKYMEHTOB K
XpaHEHWUIO, aKTa O BbIAENEHUN K YHUUTOXEHUIO JOKYMEHTOB, He
nognexalmx XpaHeHuto

CocraBneHue BHyTpeHHeIZ onucu gen anst 0cob0o LIEHHbIX OOKYMEHTOB

OdbopmnieHve gen NocTosiHHOro, A0NrOBPEMEHHOTO CPOKOB XpaHEHMS!

OdbopmneHne 0bnoxkn Aen NOCTOSAHHOrO, AONITOBPEMEHHOIO CPOKOB
XpaHeHUst

CocTtaBrneHune onmcu aen NoCTOAHHOrO, nonroepemMeHHOro CpokoB
XpaHeHunA

Mepenaya gen B apxve opraHusauum

Heobxognmble
YMEeHUs

Monb3oBaTbCs NEPEYHSIMU LOKYMEHTOB U aHanNn3npoBaTb
dakTuyeckoe cogepxaHue UMerLLNXCs B Aene 4OKYMEHTOB npu
onpeaeneHun CPOKOB NX XPaHEHMS

OdopmMnATb LOKYMEHTbI 9KCNEPTHON KOMUCCUM

OdpopmnaTb 06MOXKN AeN MOCTOSAHHOMO U BPEMEHHOIO CPOKOB
XpaHeHUs1 B COOTBETCTBMM C TpeboBaHUSIMU rocyapCTBEHHbIX
CTaHOapToB

Mpon3BOANTbL XPOHONOMMYECKU-CTPYKTYPHYIO CUCTeMaTU3aumio gen

OcywecTBnATb TEXHUYECKYO 06paboTKy 1 nonHoe ocopmneHne gen
NOCTOSAHHOIO M BPEMEHHOIO CPOKOB XPaHEHMS

CocTtaBnsTb ONUCb Aer MNOCTOSTHHOIO U BpEMEHHOIo CpoKoB XpaHEeHUA
B COOTBETCTBUA C ﬂeﬁCTByPOLuMMM HOpMAaTUBHO-MeTOANYECKNMUA
OOKYMEHTaMN

MpMeEHATb MHPOPMALMOHHO-KOMMYHUKALMOHHBbIE TEXHONOrMK Ans
paboTbl C JOKYMEHTaMM

Heobxognmble
3HaHUS

HopmaTuBHbIe NpaBoBbIe akTbl, HOPMaTUBHO-METOANYECKUE
AOKYMEHTbI, FOCyAapCTBEHHble CTaHaapThl, onpeaensoLmMe nNopsiaok
JOKYMEHTaLUMOHHOro obecneyeHnst ynpaeneHms

Kputepum pasgeneHms JOKYMEHTOB Ha rpynnbl B COOTBETCTBUM C
LIEHHOCTbI0 MHpopMaLMK, coaepKallencs B HUX

Mopsaok MCronb3oBaHMS TUMOBbLIX UM BEAOMCTBEHHbIX NepeyvHen
AOKYMEHTOB, ONnpeaeneHnst CPOKOB XpaHEeHUsi B NPOLIECCE SKCNePTU3bI
LLlEHHOCTU JOKYMEHTOB

Mopsagok co3gaHuns, opraHn3aumm n JOKYMeHTUpoBaHus paboTbl
AKCMEPTHOM KOMUCCUN

MpaBuna cocTaBneHns 1 yTBEPXAEHMS NPOTOKoNa paboThl
SKCMEepTHOWM KOMUCCUM

I'Ipanu'la COCTaBJ1IEHNA U YyTBEPXOEHNA aKTa O BblAeJ1IeEHNN
OOKYMEHTOB, HE noanexawmnx XpaHeHuUo

MpaBuna TexHmyeckon o6paboTkM 1 NONHOro ohopMnIeHns gen
NOCTOSAHHOIO M BPEMEHHOIO CPOKOB XPaHEHMS

I'Ipanma COCTaBJ1IE€EHNA onnucu eyt NOCTOAHHOIo 1 BpEMEHHOIo CpokKoB




XpaHeHnA B COOTBETCTBUA C ,D,GVICTByI-OLU,VIMVI
HOpMaTMBHO-METOOANYECKUMWN OOKYMEHTAMU

MpaBuna nepegayun gen B apxve opraHnsaumnm

TpeboBaHust OXpaHbl Tpyaa

Opyrve
XapaKkTepucTtmkun

3.3. O6obueHHas TpyaoBas yHKLUMS

HanmeHoB | OpraHuM3aumoHHoe, JOKYMEHTAUMOHHOE U Koa C | YpoBeHb 6
aHue MHopMaLUNoHHoe obecneyeHne KBanudukaum
AEeATENbHOCTM PYKOBOAUTENS OpraHn3aumm n
MpouncxoxaeHne OpurnHan X 3anmMcTBOBaHO 13
06006LeHHOMN opurmHana
TPy4oBOW OYHKUMMK
Kon Peructpauuno
opurnHana HHbIN
Homep
npodeCccmnoH
anbHOro
cTaHgapTa
BoamoxHble CekpeTapb pykoBoguTens
HanMeHoBaHNA
JOIMKHOCTEWN,
npodeccui

TpeboBaHus K
obpaszoBaHuio n
oby4eHunto

Bhiclwee obpasoBaHue - bakanaspuart unm

CpeaHee npodeccrmoHanbHoe obpasoBaHue - NporpaMmmbl
NoAroTOBKWU CneumanucToB CPedHero 3seHa

[lononHuTenbHoe I'IpOd)eCCI/IOHaJ'IbHOG o6pa30 BaHune

TpeboBaHus K OnbITy
npakTu4eckon padboThbl

He meHee OByx NneT BbINOMHEHUS paGoT Mo OpraHM3aLMOHHOMY U
[OKYMEHTaLMOHHOMY obBecneyeHunto esTeNbHOCTM PyKOBOAUTENS
opraHv3aummn Npy cpegHeM npodeccroHanbLHOM 06pa3oBaHUn

Ocobble ycnosus
gonycka Kk pabote

Opyrve
XapaKTepUCTUKN

[lononHuTenbHble XapakTepUCTUKN

HanmeHoBaHMe AOKyMeHTa Kog HanmeHoBaHne 6a30Bow rpynnbl, JOSMKHOCTH
(npodeccun) nnu cneumnansHoOCTU
OK3 2432 Bubnnotekapu, bubnuorpadsl,
AOKYMEHTOBe bl U cneunanmcTbl POACTBEHHbIX
npodeccunn
EKC - CekpeTtapb pykoBoauTens
OKMNAaTP 26341 CekpeTapb pykoBoguTens
032001 [lokymeHTOBEQEHME N JOKYMEHTALMOHHOE
obecneyeHune ynpasneHns
032002 JokymeHTaunoHHoe obecneyvyeHme ynpaBrieHus
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\ | n apxuBoBEaEHNE

3.3.1. TpygoBasa pyHKLMS

HanmeHoBaHune OkasaHue nomoLum Kon C/01.6 | YpoBeHb 6
pyKOBOAMTENIO B (nooypoBeHb)
nnaHMpoBaHum paboyero KBanudukaumm
BpeMEHU

MpoucxoxaeHn | OpurmHan X 3anmcTBOBaH

€ TpyZoBou ous

dyHKUMM opurnHana

Kon PeructpauunoH
opurmHana HbIN
HOMep
npodeccunoHan
bHOIO
cTaHgapTa

TpynoBble oencTeus

Bbi6op doopMbl NnaHmMpoBaHus 1 0oopMIIEHME NNAaHNPOBLLMKA
(opraHansepa) pykosogurtens

BHeceHne nHdopmauumn B NnaHMpOBLUMK (OpraHanaep)

CornacoBaHue c pykoBoguntenem BpeMeHHbIX MNMj1iaHoB

CornacoBaHue TenegOoHHbIX NEPEroBOPOB, BCTPEY U MEPONPUATUI C
napTHepamu, KnMeHTamu, pyKoBoaAUTENAMN NoapasaeneHun n
coTpyaHVKaMu

NHpopmmpoBaHme pykoBoauTENS O perflaMeHTe HaMeYeHHbIX
MepOonpUATUN

MpepynpexgeHue o NpUBAMXKEHUN BpeMEHN HaMeYeHHbIX
MEepOonNpUATUn

dopmrpoBaHne pe3epBa BpeMeHW Ans HenpeaBUAEHHbIX CUTyaUnii

Heobxognmble
yMeHUs

YcTaHaBnuBaTh LENu, onpegenaTtb nepapxuio uenen

Onpenensitb NPUOPUTETHOCTb N O4YEPEeAHOCTb BbIMOMHEHUS1 paboT K
3 PEKTMBHO pacnpeaensaTtb paboyee Bpems

OkasblBaTb MOMOLLb PYKOBOAUTENIO B pacnpegeneHum ero paboyero
BpEeMEHM

BbibmpaTb onTmankeHble cnocobbl MHPOPMUPOBAHNS] NAPTHEPOB,
KNWEeHTOoB, NoceTuTenen, pykosoauTtenen nogpasgeneHum m
COTPYLHUKOB O Mf1IaHMPYEMbIX MEPOMNPUATUSAX

O6ecneunBaTb MHPOPMALIMOHHYHO 6e30MacHOCTb AeATENTbHOCTU
opraHusauum

Heobxognmble
3HaHuA

Cneuundomka OCHOBHOW AeATENbHOCTN OpraHn3aumm

OCHOBbI agMVHUCTPATMBHOIO NpaBa M TPYA0BOro 3akoHoAaTeNbCTBa
Poccunckon ®egepaunm

PykoBogsuimMin coctaB opraHmMsauum 1 ee nogpasgesieHnn

PyHKUMM cCaMOMEHEIKMEHTa

MpUHUMNbI U NpaBuia NaHMPoBaHUS paboyero BpemeHm

NocTaHoBKa Lenen

I'IpaBl/lna npoBeaeHnAa aenoBbIiX NeperoBsopoB

TpeboBaHus OxpaHbl TpyAa

Opyrve
XapaKTepucTmkun
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3.3.2. TpynoBas yHKUMSA

HaumeHoB | lNMnaHnpoBaHue pabo4vero gHs Kog C/02.6 | YpoBeHb 6
aHue cekpeTtaps (noaypose
Hb)
KBanudumka
uun
Mpoucxoxaenn | OpurnHan X 3anMmMcTBOBaHO 13
€ TpyZoBow opurnHana
dyHKUMN
Koa PernctpauunoHH
opurmHana bl
HOoMep
npodeccunoHanb
HOro cTaHgapTa
TpynoBble Bbi6op 1 ohopmneHne nnaHMpoBLIMKa CEKpeTaps
AencTeus BeneHne gHeBHUKA (Ha 3NEKTPOHHOM M /N ByMa)kHOM HOCUTENE)
CornacoBaHue nnaHoB € NnaHaMm 1 cpokamm paboTbl pyKOBOAUTENS
Pacnpegenexne pabodero BpeMeHu (Ha AeHb, HEAENO, NEPCNEKTUBY)
[NepeHeceHne HEBbLINOMHEHHbIX 3anflaHNPOBaHHbIX 3a4au
BbINonHeHVe TUNUYHbIX eXeAHEBHbIX Aen
Heobxoanmble BbibupaTtb 1 0popMIAaTb NNIAaHUPOBLLMK
yMeHNs BHocuTb 1 oTcnexueatb MHGOPMAaLMIO HA SNEKTPOHHOM WU/Mnn
OymaKHOM HocuTene
PacctaBnsaTb NpuopuTeThI, BbIAENSATH BaXXHOE 1 CPOYHOE
BbibupaTtb onTuManbHbii pyutM paboTbl
AHann3anpoBaTb NPUYMHbI HEBLINONHEHNA 3a4ay
[MpUMEHSATb MHPOPMALMOHHO-KOMMYHUKALIMOHHbIE TEXHOIOTK
Heobxoanmblie OcobeHHOCTN OhOPMAEHUS NIIAHUPOBLUMKA (Ha 3NEKTPOHOM U
3HaHUSA OymMaXHOM HOCUTENSX)
OCHOBbI ynpaBneHnss BpeMeHeM
[pyrve -
XapaKTePUCTUKN

3.3.3. TpynoBas oyHKUMSA

HanmeHoBaH | OpraHusaums TenegoHHbIX Kog | C/03.6 | YpoBeHb 6
ne neperoBopoB PyKOBOAMUTESS (nopypoBeHb)
KBanudukaumm
MpowucxoxgerHn | OpurnHan X 3anmcTBOoBaH
e TpyZoBou ouns
dYHKUMM opuruHana
Koa PerncrpaunoHH
opurnHana bl
HOMeEp
npodeccunoHanb

HOro CtaHgapTa




Tpynosble
JencTeuns

BeneHve 6a3bl TenedOoHHbIX KOHTAKTOB PYKOBOAUTENS

CoeanHeHne pyKoBOAMTENS C KOHKPETHBbIMU abOHEHTaMm

MogrotoBka maTtepuanos ans TenedoHHbIX NeperoBopoB
pykoBoguTens

Pernctpaumsi noctynaroLmx B NPUEMHYH TenedOHHbIX 3BOHKOB

I'IepeHarlpaBneHme oTAeNIbHbIX TeJ'IGCbOHHbIX 3BOHKOB 3aMeCTUTENAM
pykoBoguTtend, aApyrum CoTpyaHnUKam

MonyyeHne Heobxoanmon nHopmaunn n nepegaya
CaHKLUMOHUPOBAHHOW MHJOpMaLumm rno TenedgoHy

YcTaHoBneHWe KoHTakTa ¢ cobeceqHMKOM, NogaepxaHve u passutmne
aenosou 6eceabl B npouecce TenedOHHbIX MEPEroBOPOB

OkasaHne NomoLM PYKOBOAUTESO NPU OpraHn3aumm 1 NpoBeaeHnn
TenedOHHbIX NEPEroBOPOB N BUAEOKOHGEPEHLMNI

Heobxognmble
yMeHNs

Bectu n ncnonb3oBaTb B paboTte 6a3y AaHHbIX TeNedOHHbIX
KOHTaKTOB pyKOBOAMTENS

Ncnonb3oBaTb cpeacTBa KOMMYHUKALMOHHOW OPITEXHUKN ONs
nonyyeHus 1 nepegadn nHopmalmm

BecTtun yyeTHble pernctpaumoHHble hOpMbl, UCNOMNBb30BaTb UX AN1S
MHOpPMaUNOHHOM paboTbl N paboTbl NO KOHTPOSTKO UCNOSTHEHUS
peLleHnn pyKkoBogMUTENS

CrnaxunBaTtb KOH(INKTHbIE N CIOXHbIE CUTYaLUN MEXTUYHOCTHOIO
obLieHns

Mcnonb3oBaTb TEXHUYECKME U nporpamMmmMHbie cpeacTBea anA
npoeegeHns rofiocoBOW Unun BI/I,D,eO-KOHCbepeHLI,-CBFBVI

O6ecneunBaTb MHPOPMALIMOHHYIO 6E30MaCHOCTb AEATENbHOCTU
opraHusaumm

CobnogaTtb cny>XebHbI 3TUKET

Heobxognmble
3HaHuA

Teﬂe(bOH Hbl€ KOHTAaKTbl PYKOBOOAUTEA

®yHKLMK, 3aa4K, CTPYKTypa OpraHM3aummn, ee CBs3n No BepTuKanu u
ropusoHTanm

MpaBuna B3anMogencTBus ¢ napTHepamu, KINMeHTaMm, CpeacTBamm
MaccoBou MHopmaLmm

I'IpaBVlna nogaepXxaHna n pa3BnuTnA MeXITMYHOCTHbIX OTHOLLEHWNN

MpaBuna npoBeaeHns 4enoBbiX NeperoBopos

[MpaBuna 3awuTbl KOHPUAEHUMANBHON MHOPMaLUK

TpeboBaHus OxpaHbl Tpyaa

Opyrve
XapaKTepUCTUKN

3.3.4. TpynoBasi oyHKLMSA

HaumeHoBaHue

lMpouncxoxaeHu
e TpyaoBou
dyHKUMM

OpraHuszaumst KoOMaHaUpPOBOK Kon C/04.6 | YpoBeHb 6
pykoBoauTens (nogypoBeHb)
KBanudnkaumm
Opurunnan X 3anmMcTBOBaHO
N3 opurmHana

Kon Pernctpauu
opurnHana OHHbIN
HOoMep

npodgeccnoH




anbHoro
cTaHgapTa

TpynoBble
JencrTeus

lMogroToBka NPoOEeKTa cny>|<e6Horo 3aaHnAa pykosogutend

[MogroToBKa NpoekTa npukasa o cny>xkebHon KoMmaHaANPoOBKe

Bbinucka koMaHAMPOBOYHOIO YAOCTOBEPEHUS U €ro pernctpaums npu
HeobxoaAnMocCTH

lMoaroToBka OOKYMEHTOB Ha nojtydyeHmne Bu3bl, 3arpaHnM4Horo
nacnopTa

3akas »ene3Ho40pPOoXKHbIX U aBMabuneToB, FOCTUHWL, TPAaHCNOPTHOIO
obecnevyeHnss pykoBoauTens

OdbopmneHne nporpammbl NOE3OKN, YTOYHEHME OCOBEHHOCTEN
NpOTOKONa NIaHMpyeMbIX MEPONPUATUIA

MoaroToBka JOKYMEHTOB K NOE3[Ke PyKOBOAUTENS

YTO4YHEHWE AaThl, AOSMKHOCTEN, (haMmunuin B Nnporpamme
KOMaHONPOBKM

MpopaboTka MapLlpyTa pyKOBOAMTENS, YBSI3Ka €ro ¢ pacnmcaHuem
TpaHcnopTa

Ob6paboTka MmaTepmanoB KOMaHANPOBKK, OPOpPMIIEHNE OTYETA O
KOMaHONPOBKE

Heobxognmble
YMEHNS

OdhopmnsTb aBaHCOBbLIE OTYETbI PYKOBOAMTENS

OpFaHI/I3OBbIBaTb BCTpe4n pykoBoanTeNA C HpMHMMaIOU_LeVI CTOpOHOI7I

OdhopmnaTb KOMaHAMPOBOYHbIE JOKYMEHTbI

O6pabaTbiBaTb AOKYMEHTbI U MaTepuranbl No pe3ynbTataM noesaku
pykoBOAMTENS

O6ecneynsBaTtb paboTy ohrca BO BpeMsi OTCYTCTBUS PyKOBOAUTENS

[MpnmeHaTb cnocobbl 4enoBoro obLeHus

Wcnonb3oBaTb cpeacTea KOMMYHUKaLMK Ans obecrneyvyeHuns
B3aMMOAENCTBUS C PYKOBOAMUTENEM BO BPEMS €r0 AeN0BOV Noe3aKu

Heobxognmble
3HaHuA

Mopsaok NOAroTOBKM M NPOBeAeHNsi KOMaHAMPOBOK

MopsiAok ohopMMeHNsi OKYMEHTOB AJ1S KOMAHAMPOBKM M OTYETHbIX
AOKYMEHTOB MO KOMaHAMPOBKE PYKOBOAUTENS

[lenoBown npoToKon

3TuKa genoBoro ooLeHus

Opyrve
XapaKTepUCTUKN

3.3.5. TpynoBas oyHKLMSA

HaumeHoBaHue

lMpouncxoxaeHu
e TpyaoBou
dyHKUMM

OpraHuzaums paboTbl ¢ Koo | C/05.6 YpoBEHb 6
NoceTUTENSMM B MPUEMHOM (noaypoBeHb)
pykoBoaANTENS KBanudukaumum
OpuruHan X 3aumcTBOBaH
o u3
opurnHana
Kog PeructpauvoH
opurMHana HbIN
HOMep
npodgeccunoHan
bHOIO

CTaHgapTa




TpynoBble
JencrTeus

OpFaHI/ISaLI,l/IFI JINYHOro npmnema noceTuTenen pyKkoBOOUTETIEM

YcTaHoBnNeHne nopsigka npuema Aans pasnmyHbiX KaTeropumn
noceTutenen

BepeHuve xXypHana npeaBapuTenbHOW 3anncu Ha npuem

Peructpauyus nocetutenemn

Cogewncrtaune onepaTtMBHOMY PacCMOTPEHUIO NPOCLO N NpeanoXeHnn
noceTuTenen n COTPyaHMKOB OpraHu3auum

OpFaHI/ISGLI,VIFI npmuemMa enoBbiX NapTHEPOB B ocbmce

OpraHusauus obcnyxnBaHusi pykoBoguTens u ero AernoBbIX
napTHepoB B ocuce

CepBupoBKa YanHoro (kogernHoro) crona B oguce

MpuHATME Mep NO COXpaHEHMIO KOMMEPYECKOM TalHbl B Xo4e npuema
noceTUTeNnen n X HaxoXxgeHus B NPUEMHON n kabuHeTe
pykoBoguTens

Heobxognmble
YMEHNS

Opl'aHVI3OBbIBaTb n obecneymBaTb NIMYHbIE KOHTAKTbI pykoBogutensa

YnpasnsTb KOHPSIMKTaMn

YunTbiBaTh NCUXONormyeckmne 0Co6eHHOCTM NMUYHOCTM NPU PasnmuyHbIX
BMaax npodeccnoHanbHoro ooLeHus

Ncnonb3oBaTb yCTaHOBMEHHbIE NpaBua 1 NpoLeaypbl KOMMYHUKaLUK
BHYTPY OpraHnsaumm

BecTu yyeTHble permcTpaumnoHHble hopMbl, MCNOb30BaTh UX AN
NHGOPMAaLMOHHON paboThl 1 paboThbl MO KOHTPOSKO UCMONTHEHMS
peLleHnn pykoBoauTens

Co3pgaBaTtb NOMNOXUTENbHbLIN UMUK OpraHM3aLmnm

MpuHMMaTb Mepbl MO paspeLLeHNo KOHIUKTHBIX CUTYaLUI

MNpUMeHATb NHPOPMALMOHHO-KOMMYHUKALIMOHHbLIE TEXHOOMMK

Ob6ecneunBaTb KOHOMAEHUNANBHOCTb B MPUEMHOMN U KabnHeTe
PYKOBOAUTENS, COXPaHATb KOHNAEHUNANbHYIO MHOPMaLMIO B
TanHe

Heobxognmble
3HaHUS

MpaBuna opraHnsaLmn npuema noceTuTenen

lMpaBuna genoBoro o6LeHus

[MpaBuna peyeBoro aTukKeTa

MpaBuna ycTaHOBMNEHWUsI KOHTaKTa, NoaaepaHns 1 pasBUTUS
MEXIMMYHOCTHbLIX OTHOLLIEHWIA

CTpyKkTypa opraHusaumm n pacnpegeneHme QyHKUnn mexay
CTPYKTYPHbIMW NogpasgeneHnsaMm n cneumanuctamm

[MpaBuna opraHnsaummn npuemos B ocuce

OTMKET U OCHOBbI MEXAYHapOAHOro NpoToKoa

[MpaBuna cepBMpPOBKM YanHOro (KodpenHoro) ctona

I'IpaBVlna NPUroToBI1IEHNA N NoAa4YN ropAaA4vYnXx HaNMNTKOB N 3aKyCOK K
HUM

[MpaBuna 3awnTbl KOHPUAEHUMANBLHOW cryXebHon nHpopmaumnm

Apyrve
XapaKTepPUCTUKY

3.3.6. TpygooBasa pyHKUMS

HaunmeHoBaHue

OpraHusaumnsa noaroToBku, Koa C/06.6 | YpoBeHb
npoBeaeHus u (nooypoBeHb)
obcnyxnBaHns KBanvdukauum
KOHQPEPEHTHbIX




[MpouncxoxaeHn
e Tpy4oBOu
dyHKUMM

[ MeponpusTui | [ ] [ ]

Opurunnan X 3anmcTBOBaHO

13 OpuUrnHasna

Kog PeructpauvoH
opurnHana HbIN
HOoMmep
npogeccmnoHa
NbHOro
cTaHgapTa

Tpynosble
JencTeuns

lNogroToBKka NOBECTKN OHA MepornpuaTnA

OdhbopmrieHne cnmncka y4acTHUKOB MepPONpUSITUS

NHdopMmupoBaHme y4acTHUKOB O HaMeYarLLeMcsl MEPONPUATUAM U
YCINOBWSIX y4acTus

BbiGop MecTa 1 BpeMeHn NpoBeaeHnst MeponpusaTms

[MogrotoBka npeaBapuUTenbHOM CMETbI PacXo0B

Pacchbinka I'IpI/IFJ'IaLLIeHVIIZ nogrsepaMeLlnM ydactnue B MeponpuaTumn

COop TEeKCTOB AOKMaA0B U MPOEKTOB UTOTOBbIX AOKYMEHTOB Y
AOKNaa4YnkoB

Paccbinka MHpopMaLMOHHBLIX MaTepuarnos y4acTHUKaM
KOH(pepEeHTHOro MeponpUaTHs

CocTaBneHune sIBOYHbIX IUCTOB M CNNCKa PerMcTpaumm y4acTHUKOB
MeponpuaTUS

3aKynka KaHUenspcKnx ToBapoB U NPOAYKTOB Af1s obecneveHuns
Kodhe-nays

PeweHne BOMNPOCOB TEXHNYECKOro OCHalleHNA MepOonpuaTnA

MomoLlpb B MOArOTOBKE AOKNaaa pyKOBOAUTENS, NPe3eHTaLMOHHbIX
maTepuanos

OpraHusauusi noaroToBkM Npe3vanyma n paboynx Mect y4acTHMKOB

OpFaHI/I3aLI,I/1$| BCTpe4n n perncrtpauna ydaCtHMKOB MepPOonpuAaATuA

BeaeHune npoTokona MeponpuaTus

OpraHunsauus cepBMCHOro 0bcnyXnBaHus Bo BpeMsi koge-nays

OpFaHI/I3aLI,I/1$I KyJnbTYPHO-MaCCOBbIX MepOI'IpI/IFITI/IIZ, TPaAHCMOPTHOIO N
rOCTUHMYHOro obecneyeHns

Heobxognmble
YMeHUs

OpraHun3oBbIBaTb NPOLIECC NOAFOTOBKN K MPOBEeAeHNI0 KOHPEPEHTHOrO
MeponpuaTUS MHAMBMAYAIbHO U B cocTaBe paboyel rpynnbl

[lokyMeHTMpoBaTh pasHble 3Tanbl NpoLeaypbl NOAFOTOBKA U
npoBefeHNst KOHEPEHTHOrO MEPONPUATUS

MNMepenaBaTtb MHpOPMALMIO, JOKYMEHTLI U MaTepuarbl y4acTHUKaM
KOH(pepEeHTHOro MeponpUaTUS

MoarotaBnueaTtb U o6opyaoBaTb CTON Npe3vavyma n pabodve mecta
Y4aCTHWKOB COBeLLaHus (3acedaHus)

CepBupoBaTh YanHbIv (KOOEerHbIN) CTON BO BpEMsI NPOBEAEHNS
Kodpe-nays

CobnogaTb NpaBunia AenoBoro 3TMKeTa n NpoTokona

HO,D,,D,ep)KI/IBaTb MMNOX opraHn3aumnnm

Co3faaBaTb UMUK CEKPETAPS, COOTBETCTBYIOLLMI UMUOXKY
opraHvsaumm

PaboTaTtb ¢ nHcopmaumen, aHannsnpoBaTb U NPEeACTaBnsATb €€ B
cUcTeEMaTU3MPOBaAHHOM BuAe




Ob6ecneyvnBaTb 0€30NACHOCTb AEATENBHOCTN OpraHn3aumm

an/IMeHFITb VIHCbOpMaLl,I/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe TEXHOJ10I'MN

Ob6ecneynBaTb KOMPOPT Y4aACTHUKOB KOH(PEPEHTHOrO MEPONPUSTHS,
rmomMoraTtb B BONpOcax NpoXMBaHUsl, TPAHCNOPTHOro obecneyveHuns

Heobxoanmblie Komnnekc opraHM3aumoHHO-TEXHUYECKUX MEPONPUATUI MO

3HaHus noaroToBKe 1 NPoBeAeHMI0 COBELaH 1 NeperoBopoB, B TOM Yncne
MeXAyHapOOHbIX
MpaBuna BegeHUs, NOArOTOBKN U OPOPMIIEHNSA NPOTOKONA U APYruX
AOKYMEHTOB, CO31aBaeMbIX B npoLecce NoaroToBKN KOH(PEPEHTHOrO
MEepPONpUATUS
CocTaBneHvne cMeTbl pacxoaoB
OCHOBbI HaNMcaHNA peYen 1 JoKNagoB PyKOBOAUTENS
[MpaBuna ycTaHOBIEHUS KOHTaKTa, NoAdepXKaHust U pasBUTUS
MEXIMTUYHOCTHbIX OTHOLLEHUI
[MpaBuna genoBoro o6LWeHns, 4eNOBOro aTUKeTa
OTUKET M OCHOBbI MEXAYHAPOAHOro NpoTOKOsa
[MpaBuna npoBefeHVsi AeNOBbIX NEPEroBopoB
[MpaBuna 3awuTbl KOHPUAEHUMANBLHON cnyXebHon nHdopmaLmm
TpeboBaHus oxpaHbl Tpyaa

[pyrve -

XapaKTepPUCTUKN

3.3.7. TpynoBasi oyHKLMSA

HanmeHoBaHune OpraHusaumsi ICNOSTHEHMS Kog | C/07.6 | YpoBeHb 6
peLLeHui, ocyLLleCTBNeHNe (nooypoBeHb)
KOHTPOMS UCMNOMNHEHWS KBanudukauum
nopyyYeHun pykosoautenst
Mpoucxoxaenn | OpurnHan X 3anmcTBOBaHO
€ TpyaoBou N3 opurMHana
YyHKLMN
Kog PernctpauyunoHH
opuruHana bl
HOMep
npodeccunoHan
bHOIO
cTaHgapTa
TpynoBble [lokymeHTanbHoe ohopMIIEHNE peLLEHNI pyKOBOAUTENSA
AencTeus [oBeneHve oo ceegeHnsa paboTHMKOB OpraHu3aumm pacrnopsiKeHnin

pykoBOAMTENS

pykoBoAMTENS

KOOp,D,I/IHaLI,I/IFI OeATesIbHOCTU NO UCMOJTHEHUIO peUJeHMVI

BeaeHne cpoKoBOro TeKyLLEero 1 npeaynpeanTenbHOro KOHTPONS

CPOK

[MpoBepka NCMONMHEHUS MOPYYEHNN PYKOBOAUTESS B YCTAHOBIIEHHbLIN

MpenynpexaeHne COTPYAHUKOB 06 NCTEYEHUN CPOKa UCTIONHEHUS
nopy4YeHuin pykosoamuTens

dukcaumns NCNOHEHUS nopyqumﬁ

CocTaBneHne oT4ETOB U aHaNUTUYECKNX CMPaBOK O BbIMOMHEHMM
NOPYYEHWUIA 1 PELLEHVIN PYKOBOAUTENS




Heobxoanmblie BecTu CpokoByO KapTOTEKY

yMeHuUs BecTun yyeTHble permcTpaumnoHHble hopMbl, MCNOb30BaTh UX AN
paboTbl N0 KOHTPOJIO UCNOMHEHNSI MOPYYEHUA PYKOBOAUTENS

PaboTtaTb ¢ MHdopmaumein No KOHTPOI, CUCTEMAaTM3NPOBaTL ee U
NpeacTaBnaTh B BUAE CBOAHbLIX JOKYMEHTOB

Ncnonb3oBaTb cpeacTBa KOMMYHUKaLMW AN nepeaadn nopyvyeHui
pykoBOAMTENS

Mcnonb3oBaTb COBpeEMEHHbIE cpeacTBa cbopa n 06paboTkm
KOHTPOJIbHOM MHGOpMaLMK

MNpUMeHATb NHPOPMALMOHHO-KOMMYHUKALIMOHHBLIE TEXHOOMMK

OueHuBaTtb pe3yrnbTaTbl B paMKaXx NMoCTaBJ1eHHbIX 3adau

OcyLLeCTBNATb KOHTPOSb UCTIONHEHMS MOPYYEHUIA PYKOBOAUTENS

COTPYAHUKaMM
Heobxognmble O6Lwme TpeboBaHMSA K CpOKaM UCMONHEHUS JOKYMEHTOB U
3HaHuA KOHTPOSbHbIM OYHKUMAM CY>XObl JOKYMEHTALUMOHHOIo obecneyeHns

MpuHUMNBLI, cnocobbl MIHPOPMNPOBAHUSA COTPYOHUKOB

3OTuka genoBoro odLeHns

YnpaBreH4yeckasi CTpyKTypa opraHvMsaumm, pyKoBOACTBO OpraHM3aumu,
o6pasupbl nognmcen pykoBoasLLMX COTPYAHMKOB, KPYT MX MOSTHOMOYMIA
N orpaHM4YeHnst X 30H OTBETCTBEHHOCTY

WNHCTpyKLUUK No Aenonpon3BOACTBY M APYTMM JTOKambHbIM
HOpMaTWBHbLIM aKkTaM, ycTaHaBMMBaOLLMM MOPSAOK peanusauum
ynpaBreH4Yeckmx npoueayp

Opyrve -
XapaKTepUCTUKN

3.3.8. TpynoBsble yHKLMN

HanmeHoBaHune OpraHnsauus u Kog | C/08.6 | YpoBeHb 6
nogaepxaHve (nooypoBeHb)
dyHKUMOHanbLHoro paboyero KBanudukaumm

NpOCTpaHCTBa NPUEMHOM U
KabuHeTa pykoBoaUTENS

Mpowucxoxaerun | OpurnHan X 3anmcTBoBaHO
e TpyaoBou N3 opuruHana
dyHKUMM
Kon Peructpauuno
opurMHana HHbIN
HOoMmep
npodgeccuoHa
NbHOrO
cTaHgapTa

Tpynosble gencteusa | ObecnedeHne paboyero mecta pykosoautenst Heob6xoanmbIMu
cpencTBaMu OpraHM3auMoOHHON TEXHUKU, KaHLENAPCKUMHU
NPUHaANEXHOCTAMM

OpraHusauusi npuemMHon oduca B COOTBETCTBUMN C TpeboBaHNSIMU
SProHOMUKM M KynbTypbl Tpyaa

OpraHusauunst ohopMIeHNst UHTepPbepa NPUEMHOW pyKoBOAUTENS

O6opynoBaHne paboyero Mecta OprTeXHUKON, NepcoHanbHbIM
KOMMbIOTEPOM, BCNIOMOraTenNbHOW TEXHUKOM




OpraHunsauus obopygoBaHUs NPUEMHON CUCTEMAMM XPaHEHUS,
HeobxoauMbIMK NpUcnocobneHnamMm, obecrneyeHns KaHUENAPCKUMN
TOBapamMmu

Ob6ecneyeHne xpaHeHUsa U 3aMeHbl pacxXodHbIX MaTepuaros,
NoBCEHEBHbIN YX0O[ 3a OPrTEXHUKON

3akas KaHUEeNApCcKnx ToBapoB, MrmeHNYeCcKMx TOBapoB, MPOAYKTOB
nuTaHusa

Heobxognmble
yMeHMS

CospgaBatb ycnosusi, obecneunsatoime ahpekTmBHyto paboTy
pykoBoaNTENS

[MpMMeHSTbL B COOTBETCTBUU C HAa3HAYeHNEM CpeaCcTBa
OpraHn3aunoHHON TEXHUKM, KaHUEeNAPCKUe NpUHaANeXHOCTH
OcHawaTb paboyee MECTO PyKOBOAUTENS U cBOe paboyee MecTo
Heob6xo4MMbIM 060pyLOBaHNEM

OcyLecTBNATL 3aMeHY pacxofHbIX MaTepuarnos, yxo[ 3a
OPIrTEXHUKOWN

OcyLecTBNATL NOBCEQHEBHbBIN YX0[ 3a KONMMPOBaribHbIM annapaToMm,
3aMeHy 1 XpaHeHNe KapTpuoKen, ToHepa

KoHTponupoBaTtb COCTOSIHUE U NOMOSHATL 3anachl KaHLENsPCKMX
TOBapOB, CPEACTB MrneHbl, NPOAYKTOB NUTAHWUS

Heobxognmble
3HaHuA

TpeboBaHust 0xpaHbl Tpyaa, NPON3BOLACTBEHHOW CaHUTapun,
NPOTUBOMNOXaPHOWN 3aLLUTbI

OcCHOBbI NpaBWbHON OpraHn3aunn Tpyaa u MeTobl NOBbILLEHNSA ero
APPEKTUBHOCTH

OCHOBbI 3proHOMUKN odprca n PIOPUCTUKN

CtangapTbl 1 pekoMmeHgaumm no obopyaoBaHn0 0UCHbBIX
nomMeLLeHnn

CocTaB opraHM3aLMOHHON TEXHUKN, ee YCTPONCTBO 1 NOPSAOK paboTbl
C Hen

Opyrue
XapaKTepucTmkun

3.3.9. TpygoBasa pyHKLMS

HanmeHoBaHue PaspaboTka nokanbHbIX Kon C/09.6 | YpoBeHb 6
HOPMAaTUBHbIX aKTOB, (noaypoBeHb)
pernameHTupyoLwmx paborty KBanudukaum
cekpeTtaps n

MpouncxoxaeHune | OpurnHan X 3anMmcTBOBaHO 13

TPy4oBOW opurnHana

dyHKLMN

Kog opurnHana Perucrtpauuno
HHbIN

HOMep

npodgeccnoH

anbHOro

cTaHgapTa

TpynoBble Pa3paboTka 4OmMKHOCTHOW MHCTPYKLMKN cekpeTaps

AencTeus Pa3paboTka nonoxeHus o cekpeTapuarte

Pa3paboTka MHCTPYKUMM N0 Aenonpon3BoaCTBY

Heobxognmble CocTtaBnatb U 0hOpMIIATb OPraHM3aLMOHHbIE N MeTOONYECKNE




YMEHWs

OOKYMEHTbDI

Peﬂ,aKTI/IpOBaTb TEKCTbI CJ'Iy)Ke6HbIX OOKYMEHTOB

PaboTtaTtb co BCEN COBOKYMHOCTLIO
MHOPMALNOHHO-LOKYMEHTAUMOHHbBIX PECYpCOB OpraHnsauum

Monb3oBaTbcst 6aszamu AaHHbIX, B TOM YUCne yaaneHHbIM1M 6asamm
JaHHbIX

Mcnonb3oBaTb ClripaBO4HbI€ MNMpaBOBbIE CUCTEMbI

PaboTtaTtb ¢ KOMNbIOTEPOM, KaTanoramu (nankamu) n dannamum,
CKkaHepoM

lMonb3oBaTbCA OPUCHLIM NAKETOM (TEKCTOBbIN pefakTop, Tabnuubl)

[Monb3oBaTbCca NepudepuUnHbLIMN YCTPONCTBAMU N OPIrTEXHUKOW

[Monb3oBaTbLCA SNEKTPOHHOM MOYTON

Monb3oBaTbCs CUCTEMaMM 3NEKTPOHHOIO A0KyMeHToobopoTa

Heobxognmble 3HaHUA

MpaBoBble OCHOBbI yNpaBrneHnsi (OCHOBbI aAMUHUCTPATUBHOIO,
TPYAOBOIO M rpaXkgaHCKoro npasa)

[elcTByloLWme NpaBoBble akTbl, HOPMATUBHO-METOANYECKNE
AOKYMEHTbI, FOCyAapCTBEHHble CTaHaapThl, onpeaensoLime
NopsA0K AOKYMEHTALUMOHHOIo o6ecrneyeHms ynpaBneHus

CTpyKTypa, pyKkOBOACTBO CTPYKTYPHbIX NoapasaeneHuin, obpasubl
noagnucen nuu, MMeLLMX NPaBo NoAMNUCaHUS U YTBEPXKOEHMS
AOKYMEHTOB, M OrpaHNYeHUsI UX 30H OTBETCTBEHHOCTU

MpaBuna AoKyMeHTaLUMoHHOro obecnevyeHnst 4esTeNbHOCTH
opraHmsauum

Mopsiaok paboThbl C JOKYMEHTaMu

TpeboBaHus, npeabsBnsieMble K JOKyMeHTaM B COOTBETCTBUN C
HOpPMaTUBHLIMM aKTaMW U roCyAapCTBEHHBIMY CTaHAapTaMu

MpaBnna cocTaBneHns opraHn3aunoHHbIX JOKYMEHTOB (MOTOXEHWN,
WHCTPYKLMI, perraMmeHToB)

Buabl OKYMEHTOB, UX Ha3HaYeHne

OcHoBbI ,D,OKyMeHTHOVI JINHFBUCTUKN

TpeboBaHWsi oxpaHbl Tpyaa

Opyrve
XapaKTepUCTUKnN

3.3.10. TpygoBasa pyHKLMS

HanmeHoBaHn | CoctaBneHue n ogoopmneHune Kog | C/10.6 | YpoBeHb 6
e ynpaBneH4Yeckon AOKyMeHTauum (noaypoBeHb)
KBanudukaum
n
MpouncxoxaeHune | OpurnHan X 3anMmcTBOBaHO 13
TpyOooBoOW opurnHana
dOyHKUMM

Koo opurnHana  Peructpaumo
HHbIN

HOMep

npodgeccnoH

anbHOro

cTaHgapTa

| Tpynosble genicteust | CocTaBneHve NpoeKToB pacnopaanTenbHbIX (Mprkasbl,




pacnopsikeHns1) 1 MHPOPMaLMOHHO-CMPABOYHbIX JOKYMEHTOB
(cnyxebHble NMcbMa, cnpaBky, AoKNaaHble 1 cnyxebHble 3anncku)

MeyaTb cnyxebHbIX JOKYMEHTOB U ApYrMx MaTepuasnoB

PasMHOXeHne CJ'Iy>Ke6HbIX OOKYMEHTOB

KoHTponb NpoxoxaeHus 4OKYMEHTOB B OpraHv3aumm (cornacoBaHue,
nognucaHue 1 yTBepxxaeHvne oKyMeHTa)

Heobxogumble
YMEHMS

Pe,D,aKTVIpOBaTb TEKCThblI CJ'Iy)Ke6HbIX OOKYMEHTOB

[Monb3oBaTbCa YHUPULMPOBAHHBIMU (hopMaMn JOKYMEHTOB

OdhopMnaTb KaccoBble PUHAHCOBbLIE AOKYMEHTbI U IOKYMEHTbI MO
yyeTy HaKnagHbIX pacxo4oB

[MeyaTaTb CJ'Iy)Ke6HbIe OOKYMEHTbDI

[Monb3oBaTbCa nepugepunHbIMmU YCTPOUCTBAMWN U OPITEXHUKON

PaboTaTb C KOMNLIOTEPOM, CKAHEPOM

[Monb3oBaTbCA OPUCHLIM NAKETOM (TEKCTOBbLIV pefakTop, Tabnuupbl)

[Monb3oBaTbCA SNEKTPOHHOW MOYTON

MNMonb3oBaTbCs CUCTEMaMM SNEKTPOHHOIO AOKYyMeHToo60opoTa

Ob6ecneunBaTb 6€30NacHOCTb AEATENBHOCTUN OpraHn3aumm

Heobxoagnmblie
3HaHuS

MNpaBoBble OCHOBbI YrpaBneHnsi (OCHOBbI aAMUHUCTPATUBHOIO,
TPYAOBOroO M X035MCTBEHHOIO NpaBa)

CTpyKTypa opraHusaumm, pyKOBOACTBO CTPYKTYPHbIX NoapasfaeneHuni,
ob6pasupbl nognvcen nyu, MeLwmux Npaso NoANUcaHus u
YTBEPXKOEHMS JOKYMEHTOB, Y OFPaHNYeHNst UX 30H OTBETCTBEHHOCTY

MpaBuna AoKyMeHTaUMOHHOro obecneyeHmns esTenbHOCTH
opraHvsauum

Mopsigok paboTbl C AOKYMEHTaMM

TpeboBaHus, NpeabaBnsSeMble K JOKYMEHTaM B COOTBETCTBUN C
HOpPMaTMBHbLIMW akTaMu 1 rocyAapCTBEHHbIMM CTaHA4apTaMu

Buabl JOKYMEHTOB, MX Ha3Ha4YeHune

MpaBuna cornacoBaHusa JOKYMEHTOB OpraHu3aumnm (BHyTPEHHErO U
BHELLHErO)

I'Ipanma nognuncaHna n yTteepxgeHnmda JOKyMeHTOB

[MpaBuna cocTasneHusi 1 opopmsieHna
MHPOPMALMOHHO-CMPaBOYHbIX, YpaBneHYeCKUX AOKYMEHTOB U
cnyebHbIX NUcem

OcHoBbI ﬂ,OKyMeHTHOIZ JIMHIBUCTUKHN

FpammaqueCKme npasuiia pycCKoro A3blka

TpeboBaHus OxpaHbl Tpyaa

Opyrue
XapaKTepPUCTUKN

3.3.11. TpypoBas pyHKUMSA

HaunmeHoBaH | OpraHusaums pabotsl ¢ gokymeHtammn | Kog | C/11.6 | YpoBeHb 6
ne B MPMEMHOW pyKOBOAMTENS (noaypoBeH

b)

KBanudomkav,

nn
MpouncxoxaeHne | OpurnHan X 3aMmcTBOBaHO 13
TpyZoBow opurnmHana
dyHKUMM

Kon PerncrpauynoHHbl




opurnHana N HoMep
npodeccnoHanbH
oro ctaHgapta

TpynoBble oencTeus

Mony4yeHune, NpeaBapuTenbHOE PACCMOTPEHNE N COPTUPOBKA
NOCTyNaLWNX B MPUEMHYIO PYKOBOAUTENS [OKYMEHTOB

MNMoaroToBka AOKYMEHTOB ANsi PACCMOTPEHUSI PYKOBOAMTENEM

Yyer OOKYMEHTOB, MNOCTynakwnwmnx Ha UMa pykosogutend

OpraHI/I3aLI,I/IFI OOCTaBKU OOKYMEHTOB UCIOJTHUTENAM

CosgaHue 1 BefeHne 6a3bl AaHHbIX JOKYMEHTOB pyKOBOAUTENS

BegeHne nHopmauMoHHO-CNpaBoOYHON paboThl

KOHTponb ncnonHeHus OKYMEHTOB M NMOPYYEHUA PYKOBOAUTENS

Heobxoaumble
YMeHUS

PaboTaTb C BxogsiLen, MCXOAsLEen, BHYTPEHHEN JOKYMEHTaumen

Monb3oBaTbCs cMCTEMaMM 3MIEKTPOHHOIO JOKYMEHTOO6opoTa Ans
perncTpauumn, KOHTPONs 4OKYMEHTOB U MHAOPMALMOHHO-CNPaBOYHOWN
paboThbl C JOKYMEHTaMM

MpMMeHsTb NHPOPMALIMOHHO-KOMMYHUKALMOHHBLIE TEXHONOMMK ANs
paboThbl C JOKYMEHTaMM

CocTaBnaTb U 0opMIsiTb HOPMAaTUBHbIE aKTbl

Heobxognmbie
3HaHuS

HopmaTuBHbIE NpaBoOBbIe akTbl, HOPMaTUBHO-MeToANYEeCcKue
[IOKYMEHTbI, FOCYyAapCTBEHHble CTaHAapThl, onpeaensoLlime nopsaok
[OKYMEHTaLMOHHOro obecneyeHns ynpaBneHus

CTpyKTypa opraHusaumm, pyKoBOACTBO CTPYKTYPHbIX NOApa3aeneHnii

COBpeMeHHbIe MHC*)OpMaLI,MOHHbIe TEXHOJ1I0TNN pa6OTbI C
JOKyMEHTaMun

Mopsigok paboTbl C AOKYMEHTaMM, CXEeMbl OKYMeHToobopoTa

MpaBuna paboTbl ¢ BXOAALLMMU, UCXOASLUMUN U BHYTPEHHUMU
[OKYMEHTaMM

I'Ipanma opraHnsauunm KOHTpOoJ1d UCMNOJIHEHNA OOKYMEHTOB U TUMNOBbLIE
CPOKU UCNOoJIHEHNA OOKYMEHTOB

MpaBuna cocTaBneHns aHanMTUYECKUX CnpaBoK No opraHM3aumm
paboTbl C JOKYMEHTAMM M KOHTPOJKO UCMOMHEHMS JOKYMEHTOB

MpaBuna co3gaHusa n BegeHus 6a3 aaHHbIX CryXeOHbIX AOKYMEHTOB B
opraHvsauum

Cu1CTeMbI 3NEKTPOHHOIO AOKYyMEeHToo6opoTa

TpeboBaHus OxpaHbl Tpyaa

Opyrue
XapaKTepPUCTUKN

3.3.12. TpypoBas pyHKUMSA

HanmeHoBaHve | OpraHusauunsa xpaHeHusi Koa C/12.6 | YpoBeHb 6
OOKYMEHTOB B MPYEMHON (nogypoBeHb)
pykoBoguTens KBanudgukauyum

MpoucxoxageHn | OpurmHan X 3anmMcTBOBaHO M3

e TpygoBon opurnHana

YHKUMM

Kon Peructpauuno
opurnHana HHbIN
Homep

npodeccunoHa




MbHOro
cTaHgapTa

TpynoBble
JencTBus

PaspaboTka pa3fgenoB HOMEHKNATYpbl Aen opraHn3auum

®opmmpoBaHme n ocbopmMmreHne aen NoCToAHHOro, AONTOBPEMEHHOMO
CPOKOB XpaHeHUs!

MoaroToBka 1 nepegaya Aen B apXxvMe opraHnsaumm

Heobxogumble
yMeHNs

Pa3spabaTbiBaTb HOMEHKNATYpy AeN OpraHn3aLumn ¢ y4eTom
AEeNCTBYIOLIMX HOPMATMBHO-METOANYECKNX AOKYMEHTOB

Mcnonb3oBaTb HOMEHKNaTypy Aen Npu U3y4eHUn CTPYKTYpbl
opraHu3auunmn, CoOCTaBneHUN onnucemn gen

dopmmpoBaTb U 0HOPMAATL AeNna B COOTBETCTBUM C YTBEPXKAEHHON
HOMEHKNaTypoW Aen opraHnsauum

Ob6ecneynBaTb COXPAHHOCTb JOKYMEHTOB OpraHmM3aunm

I'Ipomsso,u,mb noAroToBKYy Aen And nepegadn B apxme

MpMMeHSTb NHPOPMALIMOHHO-KOMMYHUKALMOHHbLIE TEXHONOrMK Ans
paboTbl C JOKYMEHTaMM

Heobxogumble
3HaHuA

HopmaTtunBHble NpaBoBble aKTbl, HOPMATUBHO-METOANYECKME
[OKYMEHTbI, roCy4apCTBEHHbIE CTaHAaPThl, onpeaenstoLme nopsaaok
[AOKYMEHTaUMOHHOro obecneveHnst ynpaBneHust

Buabl HomeHknaTyp, obwne TpeboBaHMs K HOMEHKNaType, MeToamka
ee COCTaBIieHNs N 0popMieHns

Mopsagok hopmmnpoBaHmsa N odopMIIeHUs Aen ¢ ykasaHuem
cneungukn opmMmpoBaHns OTAeNbHbIX KaTeropun gen

MpaBuna xpaHeHus gen, B TOM Yucre ¢ LOKYMEHTaMN OrpaHU4YeHHOro
gocTyna

MpaBuna BblAa4n 1 UCMOMb30BaHNS AOKYMEHTOB 13
CHOPMUPOBAHHBIX AE

TpeboBaHus OxpaHbl Tpyaa

I'Ipanma noaroToBkM U nepegayvun e B apxXxmsB opraHn3aunm

Opyrve
XapaKTepnUCTukn

3.3.13. Tpynosble yHKLMN

HanmeHoBaH | ObecneyeHne pykoBoauTensi Kog C/13.6 YpoBeHb 6
ne NMHopmavLmen (nopypoBeHb)
KBanudnkaumm

MpoucxoxaerHne | OpurnHan X 3anmcTBOBaHO 13
TpyooBon opurmHana
OYHKUMM

Kog PernctpaunoHHbl

opurnuHan N HomMep
a npodeccmnoHarnbH

Ooro craHgapTta

TpynoBble OenNCTBUS

C6op 1 nepepaboTka nHdopmauumn, HeobxogmMmon Ansa NPUHATUSA
060CHOBaHHbIX yNpaBneHYeCcKnx peLleHni

MpoBepka AOCTOBEPHOCTM, NMOMHOTLI U HEMPOTUBOPEYNBOCTU AaHHbIX,
UCKMoYeHne AybnmposaHms nHdopmMaLlmm

npeD,OCTaBﬂeHI/Ie OaHHbIX B €4MHOM U yﬂO6HOM AnAa BOCNPUATUA




dopmaTte

BbisiBneHne Hanbonee 3HauyMMbiX KPUTEPUEB CUCTEMATMIALUN
MHpopmauumn ans co3aaHns 6a3 aaHHbIX

(DOle/IpOBaHI/Ie 1 ncnonb3oBaHne 6a3 gaHHbIX B opraHn3aunm

Heobxogumble
yMeHNs

OcyuwecTtBnAaTb cbop, 06paboTKy 1 aHanmM3 nHpopmaumm B
COOTBETCTBUM C TPEBOBAHMSMU KPATKOCTU, YETKOCTM (DOPMYNMPOBOK,
CBOEBPEMEHHOCTU MOCTYNMEHNS,, TOYHOCTU N AOCTOBEPHOCTMH,
ONTUManbHOCTM CUCTEMATU3aLUKN, HENPEPbIBHOCTU cbopa U
06paboTkn MHGopmauum

OcyLecTBNATL peErncTpaLmio, HakonneHne u nepegady,
cMCTeMaTU3NPOBaHHOE XpaHeHWe U Bblaady nHdopmauum B
Tpebyemon hopme

CocTtaBnatb u OCbOpMJ'IFITb CcBOAHble, OTYETHbIE, CTAaTUCTUYECKNE
OOKYMEHThI

OcyuwectBnATb 06paboTKy U CTPYKTYpUpOBaHMe MHopmaumu,
o6pa3sys MHOpMaLIMOHHbIE pecypchl

BBoanTb HOBbIE AaHHbIE B CI'IpaBO‘-IHO-VIHd)OpMaU,I/IOHHbIe CUCTEMBbI

BBoauTb B NaMsiTb KOMMbOTEPA 3NEKTPOHHbIE 06pa3bl JOKYMEHTOB

Mpon3BoAMTb NOUCK MHGPOPMAaLMK B CYLLECTBYIOLLMX Ga3ax AaHHbIX,
BECTU MHCPOPMAaLMOHHO-CNPABOYHY0 paboTy Ha OCHOBE pasnmyHbIX
KOMOWHALMIN MONCKOBbIX NMPU3HAKOB

MNpUMeHATb NHPOPMAaLNOHHO-KOMMYHUKALIMOHHBLIE TEXHOOMK

Heobxogumble
3HaHuA

OcobeHHOCTN POPMUPOBAHNSA BHELLIHUX U BHYTPEHHMX
MHPOPMALMOHHBIX MOTOKOB

CocTaB BHeLIHMX MHOPMALIMOHHBLIX MOTOKOB

CocraB BHYTPEHHUX MHCbOpMaLI,VIOHHbIX NMOTOKOB

CTpykTypa opraHusaumm 1 nopsiaok B3aumMoaencTems nogpasgeneHun
n cnyxo

OcobeHHOCTN hopMmnpoBaHnsa 6a3 AaHHbIX B OpraHn3aumm

CoBpeMeHHbIe Hay4YHble MeToAbl U TEXHUYECKMe CpeacTBa,
cnocobeTByowme cbopy, 0bpaboTke, COXpaHEHMIO N Nepeaaye
MHPOPMALMOHHBIX MOTOKOB

MeToabl 06paboTkn MHOPMaLUN C NPUMEHEHNEM COBPEMEHHbIX
TEXHUYECKUX CPEACTB KOMMYHMKALMIN N CBSA3M, BbIYUCIIUTENBHOM
TEXHUKM

TpeboBaHus OxpaHbl Tpyda

Opyrue
XapaKTepPUCTUKN

3.3.14. TpypoBas pyHKUMSA

HanmeHoBaH | OpraHmsauus Kon C/14.6 | YpoBeHb 6
ne NHOPMAaLIMOHHOIO (nogypoBeHb)
B3aUMOOENCTBUA KBanudukaumm

pykoBoauTens ¢
[OOMKHOCTHBIMU NLAMMN
opraHvsauum

lNpouncxoxaeHue
TpyooBou oyHKUMN

OpurnHan X | 3aumcTBOBaHO u3

opvrMHana

Kog PernctpaunoHHsbl
opurnuHan N HoMep




a npodgeccmnoHarnbH

Ooro craHgapTa

TpynoBble
JencTBus

NHdbopmmnpoBaHue paboTHUMKOB opraHM3auUmmn O peLLleHnsix
PYKOBOAMTENS

OpraHusaums obMeHa nHdopmaumern mexay noapasaeneHnsMm n
[AOMKHOCTHBIMU NLIAMI OpraHn3aumm

OnogeLeHe paboTHUKOB O NPeACTOSLLINX MEPOMNPUATUAX

OpraHmsau,vm BCTpeY TpyaoBOro KosiekTtmea ¢ pykoBogaCcTBOM

NHdopmmnpoBaHue pykoBoautens o6 obpalleHmsix CoOTpyAHUKOB Mo
paboymM 1 NYHLIM BONpOcam

Heobxogumble
yMeHNs

Ncnonb3oBaTb coBpeMeHHbIe TeXHoormm cbopa v nepegaydm
MHopMaUmnn

OcyuwecTtBnAaTb c6op 1 nepepaboTky MHdopmaLmm, Heobxoanmom ans
AEATENbHOCTM PyKOBOAUTENS

OcyLiecTBNATL cCUCTEMATU3ALMIO NONyYaeMblX U NepeaaBaeMblx
AaHHbIX

OcyLecTBNATb NPOBEPKY AOCTOBEPHOCTU, NMOSHOThI U
HEeNPOTUBOPEYNBOCTU AAHHbIX, UCKOYeHne OybnvpoBaHus
nHdopmMauunm

MpenoctaBnATb AaHHbIE B €4UHOM N yOOOHOM 45151 BOCMPUATUS
dopmare

MHorokpaTHO 1cnonb3oBaTb NOMYYEHHYH NHGOPMALMIO, MOCTOSIHHO
0GHOBNSATL AaHHblEe

ObecneynBaTb ONepaTMBHOCTb MHPOPMALIMOHHBIX MOTOKOB

PaboTaTb ¢ KOMMbLIOTEPOM, UCNOSb30BaTb OPUCHBIV NakeT
(TEKCTOBbLIV pegakTop, Tabnunubl)

Heobxoagnmblie
3HaHuS

HopmaTtuBHble NpaBoBbIe aKTbl, HOPMATUBHO-METOANYECKME
[OKYMEHTbI, roCcyapCTBEHHble CTaHAapTbl B cchepe AeAaTenbHOCTH
opraHusaumm

CTpyKTypa opraHusaumm, pyKOBOACTBO CTPYKTYPHbIX NoapasfaeneHuni,
HanpaeneHus AeaTenbHOCTU OpraHn3aumnm U KOMNETEeHLUM
CTPYKTYPHbIX NoApasaeneHnin U JOMMKHOCTHbIX NnL,

Knaccudukaumsa ynpasneHyeckon nHpopmaumm, Buapl
ynpaBrieH4YeCKON MHGOPMaLINK

CDOprI npenocrtaBliEHNUA ynpaBnth-leCKoﬁ I/IH(*)OpMaLI,MM

NCTOYHMKM ynpaBreHYyeckon nHpopmaumm

MeToaumka otbopa NCTOYHMKOB MHGOPMaLK

TpeboBaHus, npeabsBnsieMble K ynpaBrieHYeCckon NHpopmMaunm

TpeboBaHus OxpaHbl Tpyaa

Opyrue
XapaKTepPUCTUKN

3.4. O606LweHHasn TpygoBas pyHKUMS

HanmeHoBa | MHdopMaLnoHHO-aHanMTn4eckas m Koa D | YpoBeHb 6
Hue OpraHn3aunoHHO-aAMUHUCTPaTUBHAS KBanudukaum
nogaepxka OesTensHOCTU n
PYKOBOAUTENS OpraHM3aumm
MpoucxoxaeHne OpwuruHan X 3anmcTBOBaHO 13

0606LLeHHON TPyaoBON

opurnHana




chyHKLMM | | |

Kon PernctpayunoHH
opurmHa bl HOMEP
na npodeccunoHanb

HOro craHgapTa

Bo3moXHble lMomMoLHUK pykoBoanUTENS
HanMeHoBaHUA
JOIMKHOCTEN,
npodeccuu

TpeboBaHus K Bobicwee obpasoBaHue - 6akanaspuat
obpasoBaHuio n HononHutensHoe npogeccrnoHanbHoe obpasoBaHne
00yYeHunto
TpeboBaHus K onbITy | He meHee Tpex neT no npoduno 4eATENbHOCTM OpraHM3aumm
npaKkTUYeCKon
paboTbl
Ocobble ycnoBusi -
gonycka kK paborte

Opyrve -
XapaKTepUCTUKN

D,OI'IOJ'IHI/ITeJ'IbeIe XapakTepucTtmkmn

HanmeHoBaHue Kog HanmeHoBaHue 6a3oBow rpynnbl, JOMKHOCTH
AOKYMEHTa (npodhbeccun) nnmn cneumanbHOCTH
OK3 2432 BubnnoTtekapun, bubnunorpadsbl, JOKYyMeHTOBeAbl U
cneumanucTbl POACTBEHHbLIX Npodeccum
OKCO 032001 [lokymeHTOBEeAEHNE N JOKYMEHTaUNOHHOE

obecneyeHne ynpasneHns
032002 [okyMeHTaunoHHoe obecneyeHune yrnpaBrneHns un

apxuBoBegeHne
3.4.1. Tpyposble yHKLMM
HanmeHoBa | dopmumpoBaHue Koa D/01.6 YpoBeHb 6
Hue MHPOPMALMOHHOIO (noaypoBeHb)
B3aMMOAENCTBUS KBanudukaumm
pykoBoauTens c
opraHu3auusimm
MpoucxoxaeHune | OpurnHan X 3anmcTBOBaHO n3
TPy4oBOW opurmHana
PYHKUMM
Kon PernctpaunoHHsbl
opurmHan n HOMep
a npodeccnoHarnbH
oro ctaHgapta
TpynoBble OTbop WCTOYHMKOB MHGOPMAaLMM B COOTBETCTBUM C 3aJaHHbIMU
AencTBus KpUTEpmsamMm
O6paboTka 1 nHTepnpeTaums nHdpopmMaumm ana NOAroTOBKN NPOEKTOB
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peLueHnmn

[MogroToBKa 3anpoCoB MO MOPYYEHUIO PYKOBOAUTENS Ha MnonyyeHue
AOKYMEHTOB U MHGOpMaumMm B OopraHax rocyfapCTBEHHOW BRacTn U
ynpaBrneHusi,  OOLEeCTBEHHbIX  OpraHuM3auuax W nonyyvyeHue
COOTBETCTBYHLLEN MHPOPpMALMN N JOKYMEHTOB

NHdopmmpoBaHne pykoBoaAUTENA O pesynbTatax pPacCMOTPEHUs
3anpocoB 1 obpalieHuin

OpraHusauusi peLleHus BOMPOCOB, He Tpebyowmx
HenocpeACTBEHHOIO y4acTusi pyKoBOAUTENS

MoarotoBka MaTepuarnioB Ans yyacTust pykoBoauTensi B pabote
PasnuYHbIX CTPYKTYP B COCTaBe rocy4apCTBEHHbIX M MyHULMMANbHbIX
opraHoB, 06LLECTBEHHbIX OpraHn3auuii

MoarotoBka  OOKYMEHTOB  Ansl  3aKMOYEHUs  COrnalleHui o
COTPYAHMYECTBE C AeNOBbIMWU NapTHEPaMM

NHdbopMmnpoBaHMe [enoBbiXx NApPTHEPOB W 3aUHTEPECOBAHHbIX
OpraHu3auuin O peLUeHUsX PYKOBOAUTENS B XO4Ee BbINOJHEHWUS

cornawieHumn
Heobxogumble AHanuampoBaTb 1 oTbnpaTb MCTOUYHUKM MHGOPMALMM B COOTBETCTBUM
yMeHUs C  KpUTEPUSIMM  MOSHOTbLI, [OOCTOBEPHOCTW, CBOEBPEMEHHOCTU

npegocTaBnexHvs nHdopmMauum

Cobupatb, obpabaTtbiBaTb M aHanuMsaMpoBaTb WH(OpMaumo B
COOTBETCTBUM C 3afaHHbIMW TpeboBaHUAMM

I'Iepe/J,aBaTb I/IH(bOpMaLI,VIIO B CUCTEMATU3NPOBAHHOM BUOE

O6pabaTtbiBaTb UM CTPyKTypupoBaTb  MHdoOpmaumio, obpasys
NHpOPMaLMOHHbBIE pecypchbl

Mpon3BoaMTb MOUCK MHOpPMaUUK B cyllecTByoWMX 6asax AaHHbIX,
BECTU MHOPMALIMOHHO-CNPaBOYHYD paboTy Ha OCHOBE pasfYHbIX
KOMOMHAaLMIN NOVCKOBBIX NPU3HAKOB

Ob6ecneynBaTb MHPOPMaLMOHHYO 6€30NacHOCTb OpraHn3aLumm

Pabotatb C KOMMbIOTEPOM, MCMNOMNb30BaTb OMUCHBIN  NakeT
(TEKCTOBBLIV pegakTop, Tabnuubl)

Heobxoanmbie BHyTpeHHFIFI N BHELWHAA NOJIMTUKa OpraHn3aumnn

3HaHuA MpuHUMNBI NpeaCTaBUTENLCTBA B rOCYAAPCTBEHHbLIX OpraHax, opraHax
MECTHOro CcamoynpaBfeHNsd, CTOPOHHUX OpraHu3auusax M nopsiaok
B3aMMOOENCTBUA C HUMM

|_|pI/IHLlI/II'IbI n MetToabl agMNHUCTPUPOBAHNA

OcobeHHoCcTH dopMmnpoBaHus BHELLIHUNX n BHYTPEHHUX
NHPOPMALMOHHBIX MOTOKOB

CTpyKTypa opraHusauumn 1 NopsiAok B3aMMOAENCTBUS NoApasaeneHni
n cnyxo6

MpaBnna opMUPOBaHNS U UCNONBb30BaHMA 6a3 AaHHbIX

CoBpeMeHHble  HaydHble MeToAbl W TEXHUMYECKMe CpeacTea,
crnocobeTByowne cbopy, o06paboTke, COXpaHEHUMIO W nepefade
MHopMauunn

[MpaBuna 3awmTbl KOHPUAEHUMANBLHON cnyxebHon nHgopmaumm

CoBpeMeHHble MHOPMaLUMNOHHbIE TEXHONOMUM

Tipyrve :
XapaKTEePUCTUKN

3.4.2. TpypnoBasa pyHKUMS

HanmeHosaH | AHanua nHdopmaumm u | Koo YpoBeHb [ 6 |




ne noarotoeka (noaypoBeHb)
MHPOPMaALNOHHO-aHaNUTUYECKNX KBanudukauum
MaTepuanos
MpoucxoxaeHune Opurnnan X 3anmMcTBOBaHO 13
TpyaooBoun oyHKUMN opuruHana
Koa PernctpauuoHH
opurnHana bIi HOMEp
npodgeccmnoHarnb

HOro craHgapTa

TpynoBble oencTBus

C6op, nepepaboTka n aHanu3 nHpopmMaunn ons peLieHns 3agad,
NOCTaBIEHHbIX PYKOBOAUTENEM

MNMoaroToBka MHOPMALMOHHO-aHaNMTUYECKMX MaTepranoB

Pa3pa60TKa TeéMaTU4YeCKOro niaHa O630pHOFO OOKYyMEHTa, AOoKNnaga

OnpepgeneHne kpyra 6ubnunorpadmyeckmx NCTOYHUKOB

Moabop MCTOYHMKOB U NuTepaTypbl N0 Teme 0b30pa, Aokaaa,
aHanuUTM4eCcKoun cnpasku

HanuncaHue n odpopmneHune o63opa, goknaga, aHannTuy4eckom
crnpaBKku

Heobxognmbie
YMeHNs

PaspabaTbiBaTb TeMaTnyeckui nnaH obsopa, goknaga,
aHanuUTM4YeCcKoun CnpaBku

O6ocHoBbLIBaTb akTyarbHOCTb NPOBGnemMbl, KOTOPYIO NPEACTOUT
ocBeTUTb B 0630pe, Aoknage, cnpaske

Monb3oBaTbCs MHPOPMALMOHHBIMK peCypcamMmn U CUCTEMATU3NPOBATL
NMHGOPMaLMIO MO 3afaHHbIM KpUTEPUSIM

MpaBUNbHO MHTEPNPETUPOBATL NOSy4YEHHbIE AaHHbIE U
npeaocTaBnsATb UX B CUCTEMATU3MPOBAHHOM BUae

Onpepensitb KpYr UCTOMHUKOB U NMTepaTypbl, HEO6X0ANMbIX A5S
NOArOTOBKM MHAOPMAaLMOHHO-aHANUTUYECKUX MaTepmnanos

M3naratb matepunan B Norm4yeckomn nocnegoBaTesibHOCTU

|_|pOI/I3BOJJ,I/1TI: aHaJin3 U OUEHKY N3N0XKXEeHHOIro martepunana

OdhopMnaTb TEKCT B COOTBETCTBYIOLLEM CTUIE

PepnaktupoBaTb TEKCT JOKYMEHTOB

CDOpMyJ'II/IpOBaTb BbIBOObl N peKoMeHadalnmn

OcyuwecTBnATb aBTOMaTM3aUMI0 NpoLeccoB cbopa, XpaHEHUS K
Bblaa4n nHopmMaumnm

Monb3oBaTbCA yCTPOMCTBAaMM aBTOMATM3MPOBaAHHOM 06paboTKu
TEKCTOBOW MHpopMaLumm n PoToHabOPHBIMW YCTPONCTBAMM

MpPUMEHNATb BbIYUCTIUTENbHYO TEXHUKY Y MHCPOPMaLMOHHbIE
TEXHOMOMM AN 9KOHOMUYHOW M paLMOHanbHOM opraHusauum
MH(OPMAaLMOHHbIX MPOLIECCOB, MOBLILLIEHNSI UX TMOKOCTU U
AVHAMWYHOCTM

[Mpon3BoauTb NNTEPATYPHO-CTUINCTUYECKYIO 06paboTKy TekcTa,
NPOBEPKY NOrM4ecKor NocrnegoBaTelbHOCTU U3NOXEHUS, aHanm3a u
OLEHKM, HanncaHus BbIBOAOB M pekoMeHraaunm

|_|pI/IMeHFITb OCHOBbI NNCUXONOrMM AEeNoBoro obueHns

Heobxognmbie
3HaHuS

HopmaTuBHbIe NpaBoOBble akTbl, HOPMaTUBHO-MeToANYECKne
[IOKYMEHTbI, FOCYyAapCTBEHHble CTaHaapThbl B cdhepe AeATenbHOCTU
opraHvsauum

CTpyKkTypa opraHusaumm, pykoBOACTBO CTPYKTYPHbIX NoapasaeneHui,
HanpaBneHusa AeATeNbHOCTU OpraHn3aLumn N KoMneTeHLMm




CTPYKTYPHbIX NoApasaeneHnin 1 JOMMKHOCTHbIX NnL,

Knaccudukaums ynpasneHyeckon nHpopmaumm, Buapl
ynpaBIieH4YeCKON MHGOpMaLInK

(DOprI npegocrtaBliEHUA ynpaBnqueCKoﬁ VIH(bOpMaLIMM

NCTOYHMKM ynpaBneH4Yyeckon nHpopmMaunmn, Metoauka otbopa
NCTOYHMKOB MHGOOpMaLnK

Tpe6OBaHVIFI, npegbaBndemMble K ynpaBnqueCKoM I/IHCbOpMaLI,VII/I

OcobeHHoCcTU pedepurpoBaHms nHpopmaumm, cneumdmka
0POpPMIEHNS U COCTaBNEHUS aHHOTaUun, pedepaTtos, 0630poB.,
AOKagoB

OCHOBbI HanucaHus peqe|7| M OOKNagoB pykoBOAUTESA

KaTeropum notpebutenen, Ha kotopble ByaeT paccumTaH AaHHbIN
00630p, goknaa

MeToabl 06paboTkn MHOPMaLUN C NPUMEHEHNEM COBPEMEHHbIX
TEXHMYECKNX CPEACTB KOMMYHMKALMI N CBSA3M, BbIYMCIIUTENBHOM
TEXHUKM

CTpyKkTYypa MHPOPMALMOHHLIX U3AAHUIN B 3aBUCMMOCTU OT Xapakrepa
NHdOpMaLUKM 1 LeneBoro HasHavdeHust MHPOPMaLMOHHbIX N30aHUN

CoBpemeHHble cpeacTtea cbopa, 06paboTkm, cuctemaTnsaumm
nHdopmMauunm

NCTOYHMKM MHpopMaumn: kaTanorn 6nbnmoTek, XXypHanos,
NONCKOBbIE CUCTEMbI MH(POPMALIMOHHO-TENEKOMMYHUKALMOHHOWN CEeTH
"IHTepHeT", aneKkTpoHHble 6a3bl AaHHbIX

dPyHKUMOHaNbHoe Ha3Ha4vyeHue ob3opa (bubnmorpaduyeckoro,
pedepaTMBHOro, aHanNMTNUYECKOro) Kak cpeacTBa opMeHTauum
yntTaTtensa B AOKYMEHTaNbHOM U MHOPMaLMOHHOM NOTOKE

OcobeHHOCTN 00LeHay4YHOM 1 NparMaTn4eckomn yHKLuMmM 0630poB

I'Ipanma pa6OTbI C BHELLUHNMW HOCUTEJTAMA I/IHCbOpMaLl,I/II/I

HopmaTtuBHble OKYMEHTbI, rOCyAapCTBEHHbIE CTaHA4apTbl B 06racTu
AeATeNbHOCTN opraHM3aLmm

MoHsTne n cneundmka Gubnuorpadumnyeckoro, pedepaTUBHOIO U
aHanMTMYecKoro MHOPMaLMOHHOIO U34aHus

CnpaBoYHble NpaBOBble CUCTEMbI

Opyrve -
XapaKTepUCTUKN

3.4.3. TpypooBas pyHKLMSA

HanmeHoBa | OpraHusauuns genoBbix Kon D/03.6 | YpoBeHb 6
Hue KOHTAKTOB M MPOTOKOSbHbIX (noaypoBeHb)
MEpPONPUATUI kBanudukaymm

MpouncxoxaeHune OpuruHan X 3anMmcTBOBaHO 13
TpyaooBou OyHKUMN opurnHana

Koa PerncrpaunoHHbIn

opurnHana HOMep
npodeccmnoHarnbH

Ooro craHgapTta

Tpynosble OpraHusauusi 1 NnaHMpoBaHWe AenoBbiX KOHTAKTOB, BCTPEY U
AencTBus noes3aoK PpyKoBOAMTENS

OpraHunsayus 3acegaHuin, COBELLLAHNN U MEPONPUATUIA, NPOBOAUMBIX




pyKoBOOUTEJIEM

[MogroToBKka MaTepmanos Ans coBellaHun, BeaeHne n oopmMmneHue
NPOTOKOMOB

lMogroToBka I'Ip63€HTaLI,Ml7I No YKa3aHUK pyKoBOOAUTENA

MoaroToBka 1 NPOBEAEHUE NPeCC-KOHEPEHUNSI PyKOBOAUTENS

BcTpeya y4acTHMKOB NeperoBopoB, obecneyeHne nx
MHGOPMAaLIMOHHBIMU MaTepuanamMu, BeleHe 3anncein neperoBopoB

Heobxogumble
yMeHNs

CocTaBnsaTtb NnaH noe3aku pykoBogutend

OdhopMnATb AOKYMEHTbI, He06XoaAMMble Ansi AeNOBOWN NOE3aKu,
KOMaHOMPOBKN PYKOBOAMTENS

CocTtaBnsatb 1 0popMIIATbL NPOTOKOSbI COBELLAHUI, 3aceaHui n
APYrMX KOHPEPEHTHBLIX MEPONPUATUIA, TOTOBUTL CMUCOK YY4aCTHUKOB,
NOBECTKY AHA, ABOYHbIE NTUCTbI U NPOEKTbl UTOTOBbLIX JOKYMEHTOB

CocTtaBnsTb Npecc-penumsbl

BecTn neperosopbl ¢ napTHepamm

PaboTtaTb B pexnme MHOro3aga4yHocTu

PaboTtatb ¢ 60nbwmnmM 06beMOM MHOPMaLINK

CospgaBaTb U NoaaepKmMBaTh NONOXUTENBHBIA UMUOXK OpraHM3auUmm
N pykoBoauTens

Ncnonb3oBaTb BbIYUCIIUTENBHYO TEXHUKY U
NHOPMaLMOHHO-KOMMYHUKaLMOHHBbIE TEXHOMOrMK Ans 6onee
SKOHOMUWYHOW N paLMOHanbHON opraHM3aLnum MHAPOPMALIMOHHBIX
NpPOLIeCCOB, NOBbILLIEHNS X TMOKOCTU U AMHAMUYHOCTM

Ob6ecneynBaTb MHPOPMALIMOHHYHO 6e30MaCHOCTb OpraHn3auum

Heobxognmble 3HaHUA

HopmaTuBHbIE NpaBOBbIE aKTbl, HOPMATUBHO-METOANYECKME
[AOKYMEHTbI, FoCy4apCTBEHHbIE CTaHaapTbl B chepe AeAaTenbHOCTU
opraHmsauum

CTpyKTypa opraHusaumm, pyKoOBOASILLMIA COCTaB OpraHn3auum 1
noapasaeneHuin, HanpasneHus AesTeNbHOCTM opraHM3auun
KOMMNETEHLUMM CTPYKTYPHbIX NogpasaeneHnin U A0MKHOCTHbIX NL

Mcuxonorvsa AenoBoro obLEeHUs!, OCHOBbI KOH(DNMKTOMNOMK

lMpaBuna npoBeaeHNa AeNOBbIX NEPEroBOPOB M NPOTOKONbHbIX
MEepPONpPUATUN

OTMKET M OCHOBbI MEXAYHapOo4HOro npokona

MpaBuna cocTaBneHus 1 opopMIEHNS JOKYMEHTOB

[MpaBuna 3awuTbl KOHUOEHUMANBLHON CnyXebHon nHopmaumm

|/|Hd)OpMaLI,I/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe TEXHOJ10TUN

Opyrve
XapaKTepnUCcTukn

3.4.4. TpynoBasi oyHKLMSA

HanmeHoBaH | OpraHusauuns NCnosiHeHns Kon D/04.6 | YpoBeHb 6
ne peLeHnin pykoBoaUTENS (noaypoBeHb)
KBanudukaumm
MpoucxoxaoeHne Opwurunan X 3anmcTBOBaHO 13
TPYSOBOW (PYHKLMN opurmHana
Kon PernctpaunoHHbIn
opurmHana HOoMeEp
npodeccnoHanbH

Ooro craHgapTta




TpynoBble oencTBus

[okyMeHTanbHoe oopMneHne peLLeHnn pykoBoguTtens, josegeHve
[0 cBefeHnsa paboTHMKOB OpraHmM3aLmm YCTHbIX pacnopsiXeHnin
pykoBoguTeNs

KoopavHauus oesatensHOCTM NO UCTNONTHEHWUIO peLleHni
pykoBoguTens

KOHTPOSIb MCNONHEHUS peLLEeHn pyKoBoanTeNA

MoaroToBka OTYETOB O BbINONHEHUW NOPYYEHUI U PELLEeHNIA
PYKOBOAMTENS

Heobxoaumble
YMeHUS

CocTaBnaTb U 0popMsTb AOKYMEHTbI, coaepKallme nopyyYeHuns u
pacnopsbkeHNs pyKOBOAMTENS

BecTu y4eT nopydeHuin pykoBoautens, TpebyroLmx KOHTpons no
CyLLIeCTBY peLleHNsi Bornpoca

YeTko 1 BbICTPO NpUHMMAaTL peLLeHns B npouecce paboTbl

npOI/I3BO,EI,l/ITb aHanus NUCNONHUTENbCKOWN OUCLUMUMINHGI

CocTaBnsaTtb aHanUTUYeCcKne oT4eTbl U cnpaBku No pesysibtTatamM
UCIMOJIHEHUA HOpyquMVI n pacnopﬂmeHMﬁ pykoBogutend

MNMonb3oBaTbCs CMCTEMaMM 3NEKTPOHHOIO AOKyMeHToobopoTa

|-|pI/IMeHFITb BbIHUCJTUTEIbHYH TEXHUKY U
VIH(*)OpMaLI,VIOHHO-KOMMyHVIKaLl,VIOHHbIe TEXHOMNOrMM Anst 3KOHOMUYHOMN
7 paLI,I/IOHaJ'IbHOIZ opraHnsauunm I/IHCbOpMaLI,I/IOHHbIX npoueccos,
NOBbILLEHUS NX TMOKOCTU U ANHAMUYHOCTH

Ob6ecneunBaTb 6€30NaCHOCTb AEATENBHOCTU OpraHn3aumm

Heobxoanmble
3HaHuS

HopmaTtuBHble NpaBoBbIe aKTbl, HOPMATUBHO-METOANYECKME
[OKYMEHTbI, roCcy4apCTBEHHbIE CTaHAapPThl B cdhepe AesaTenbHOCTH
opraHusaumm

CTpyKTypa opraHusaumm, pyKoBOACTBO CTPYKTYPHbIX NoapasfaeneHuni,
HanpaeneHus AeaTenbHOCTU OpraHn3aumnmM U KOMNETEeHLUM
CTPYKTYPHbIX NoApasaeneHnin u JOMMKHOCTHbIX NnL,

MpaBuna nposBeAeHWst KOHTPONS UCNONHEHNUSI MOPYYEHNIA
pyKOBOAMTENS

TexHonorvs BeaeHust KOHTPOIS UCMONHEHUS NOPYYEHUI
pyKOBOAMTENS

CucTeMbl 3NEKTPOHHOIO AOKYMeHTo06opoTa, 6a3bl JaHHbIX

TpeboBaHus oxpaHbl Tpyaa

Opyrve
XapaKTepUCTUKnN

IV. CBegeHus 06 opraHmsayumsax - paspadbotumkax npodeccmMoHanbLHOro craHgapra

4.1. OTBeTCTBEHHAs opraHn3aunsa-paspaboTyumnk

HIM "HauynoHanbHas accounauumst 0UCHbIX CneuuanmcToB U agMUHUCTPATUBHbIX
paboTHukoB", ropog Mocksa

Aunpektop

XnocHesa Jltogmuna lNeTpoBHa

4.2. HammeHoBaHUs opraHnsaunn-pa3paboTymnkon

1 AHO "AreHTCTBO CTpaTermyeckmx MHMLMATMB MO NPOABMKEHUIO HOBbIX MPOEKTOB",

ropog Mocksa

2 AHO "YenabuHckoe pernoHanbHoe areHTCTBO pasBUTUA KBanugukaumn®,




ropoa YenabuHck

3 AHO BI10O "MexpervoHanbHbIA OTKPbITbIM COUnarnbHbIN MHCTUTYT",
ropoa Mowkap-Ona, Pecny6nnka Mapun 9n

4 Bonrorpagckas ToproBo-npombllLneHHas nanata, ropog Bonrorpag,

5 'Y "Bcepoccuinckmin HayqHo-muccnegoBaTenbCkUmM MHCTUTYT JOKYMEHTOBELEHNSA U
apxmsHoro gena" (BHUWOAL), ropog Mocksa

6 HOY AOMNO "MHCTUTYT nHpopmaumoHHbIX TexHonornn "AnTu", ropog Mocksa

7 O6wepoccunckmin npodhcorod paboTHNKOB roCyAapCTBEHHbIX YYPEXAEHN 1
obecTBeHHOro obcnyxneaHma Poccunckon ®egepaumm, ropog Mocksa

8 O6Lwepoccunckoe mexoTtpacnesoe obbeanHeHne pabotogatenen "Hukens",
ropog Mocksa

9 000 "MawkpocodT Pyc", ropog Mockea

10 | OOO "UeHTp akcnepTusbl U cepTudunkauymm”, ropogq Mocksa

11 | OOO "OnekTpoHHbIe odnCHbIE cucTemsl”, ropod MockBa

12 | NoBomKcKUn MHCTUTYT ynpasneHunsa nmenn MN.A. CtoneinunHa - punnan reoy BI1O
"Poccuiickasa akageMmsi HapogHOro X034MCcTBa U rocy4apCTBEHHOM CIyX0bl npu
MpesngeHTe Poccuickon ®epgepaumn”, ropoq CapaTtoB

13 | ®rAQY A0 "Akagemus ctangapTMsaunm, MeTposiorMm n ceptudukaumm”,
ropog Mocksa

14 | ®I'BOY BI1O "lNeH3eHCcKMI rocyaapCTBEHHbIN yHBepcuTeT", ropoa lNeHsa

15 | ®I'bOY BIMO "Poccuiicknin rocyaapCTBEHHbBIV TyMaHUTaPHbIN yHUBepCcUTeT", Kadenpa
AoKyMeHToBeaeHus, kadegpa ACOOY, ropog Mocksa

16 | ®I'bY "Hay4Ho-nccnegoBaTenibCKUN MHCTUTYT TpyAa U coumnanbHOro cTtpaxoBaHus"
MwuHucTepcTBa TpyAa n coumanbHon 3awmnTbl Poccuckon ®epepauuu, ropog Mocksa

17 | ApocnaBckasi TOProBo-nNpoMbILLIIEHHAA nanaTa, ropof Apocnasnb

*(1) Ob6Liepoccninckmii knaccmnmkaTop 3aHATUR.

*(2) ObLepoccumnckmi knaccumkaTop BUOOB 9KOHOMUYECKON OeATENbHOCTH.

*(3) ObLiepoccunckmi knaccudmkaTop cneumanbHOCTEN No 06pas3oBaHmo.

*(4) EguHbIM  KBaNnUMUKaLMOHHBLIA  CPaBOYHUK  OOSMKHOCTENW  pyKOBOAUTENEWN,

cneunanmncTtoB U gpyrux cnyxatjux.

*(5) ObLepoccunckmi knaccugukaTop npogpeccui paboumnx, 4OMKHOCTEN CRyXalumx u

TapudHbIX paspaaos.
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