3apeructpmpoBaHo B MuHiocte Poccnm 2 nioHa 2015 r. N 37509

MWHWUCTEPCTBO TPY/JA U COLIMAIbHOW 3ALLUTBI POCCUIMCKOM ®EAEPALIUN

NMPUKA3
oT 6 masa 2015 r. N 276H

OB YTBEPXAEHWU NPOPECCUOHANIBHOIO CTAHAOAPTA
"CNELLMANNCT NO OPFTAHU3ALIMOHHOMY U AOKYMEHTALUOHHOMY
OBECMNEYEHUIO YNPABJIEHUA OPTAHU3ALIMER"

B cooTtBeTcTBMM C NyHKTOM 16 MMpaBun pa3paboTKM, YTBEPKAEHWUA U NMPUMEHEHUA NPodEeCcCUOHaNbHbIX CTaHAAPTOB, YTBEPXKAEHHbIX NOCTaHOB/IEHWEM
MpaButenbctBa Poccuiickon dPegepaumm ot 22 AHBaps 2013 r. N 23 (CobpaHue 3akoHoaaTenbcTBa Poccuiickon deapepauymm, 2013, N 4, ct. 293; 2014, N 39, cT.
5266), npukasbiBato:

YTBEpPAUTbL Npunaraembit npodeccnoHanbHbin cTaHgapT "Cheumannct no OpraHM3auMOHHOMY W AOKYMEHTAaUMOHHOMY obecneyeHuto ynpaBaeHus
opraHusaumen”.

MuHucTp
M.A.TONWUNNH

YTBepKaeH

npukasom MuHUCTepcTBa Tpyaa
N COLMaNbHOM 3aLLUTbI
Poccuiickoin Pepepaumn

oT 6 maa 2015 r. N 276H

NPO®ECCUOHA/NBHbIA CTAHOAPT

CNELUNANUCT
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No OPTAHU3AUMOHHOMY U AOKYMEHTALMUOHHOMY OBECMEYEHUIO
YNPABJ/IEHUA OPTAHU3ALIMEN

447

PerncrpaumoHHbI

HOMep
|. Obwue cBegeHUA
OpraHu13auMoHHOE U AOKYMEHTAaUNOHHOe obecrneyeHmne yrnpaBaeHnsa opraHn3aunamm 07.002
NtobbIX OpraHN3aLLMOHHO-NPaBoOBbIX GOpm
(HaumeHoBaHUe Buaa npodeccMoHa bHOM AeATENbHOCTH) Kog

OcHoOBHas uenb BuAa I'IpOd)eCCMOHa!'IbHOIZ AeATeENbHOCTU!

Peanusauma obecneymBatowmx GyHKUMA YNpaBAeHMSA OpraHM3aLment; BHegpeHMEe NYYLNX TeXHUYECKUX
pa3paboToOK M HOBEMLLUX TEXHOIOMNIA B 0becneyeHne ynpaBaeHUsa opraHusaumen

lpynna 3aHATUI:

2432 Bubnuotekapu, bubnvorpadsl, 3431 AAMUHUCTPATUBHO-
OOKYMEHTOBEAbI U CNELMANINCTDI ynpaBaeHYeCKUI NnepcoHan
poACTBEHHbIX Npodeccuin

4222 Cnyxawme, 3aHATbIE NPUEMOM U - -
MHPOPMMpPOBAHMEM NOCETUTENEN

(kop OK3 (HaumeHoBaHue) (kop OK3) (HaumeHoBaHue)
<1>)
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OTHeceHue K BUaam 3KOHOMMYECKOM AeATeNbHOCTU:

82.1 [eATenbHoCTb aAMUHUCTPATUBHO-X03AMCTBEHHAA WU BCNOMOTaTe/IbHan AeATelbHOCTb Mo
obecneyeHnto GyHKLUMOHMPOBAHMSA OPraHMn3aLmm

82.3 [eAatenbHOCTb N0 opraHn3aunm KoHbepeHUnii U BbICTaBOK

(ko OKB34, (HaMmeHOBaHMe BUA SKOHOMMYECKOMN AeATeIbHOCTH)
<2>)

[I. OnncaHme TpyAOBbIX GYHKLMNA, BXOAALLMX
B NpodeccnoHanbHbIi cTaHAapT (GYHKUMOHaNbHAA KapTa BMAA
npodeccnoHanbHOM AeATENbHOCTH)

0O606wWeHHble TpyaoBble GYHKUMM Tpynosble GyHKUMMU
KoZ4, HaMMeHoBaHWe YPOBEHb HaMMeHoBaHue KoZ4, YPOBEHb
KBanudu (noayposeHb)
Kaumm KBanmduKkaumum
A OpraHusaumoHHoe 3 Mpnem u pacnpegeneHune A/01.3 3
obecneyeHune TenedOHHbIX 3BOHKOB
[eATeNbHOCTH opraHusauum
OopraHu3auuu
OpraHusaums paboTbl € A/02.3 3

noceTuTenaMmm opraHnsayunm

BbinonHeHue KoopauHupyowmx n | A/03.3 3
obecneunBatoWmUx GyHKUNI

B JOKyMmeHTauMoHHOe 5 OpraHusaymsa paboTbl ¢ B/01.4 5
obecneyeHune OOKYMeHTamu
LeATeNbHOCTH

OpraHunsaums Tekylllero xpaHeHus | B/02.4 5
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OopraHunsauun

AOKYMEHTOB

OpraHusauma obpaboTkM aen ans

nocneayloLLero xpaHeHmsa

B/03.4

OpraHusaumMoHHoe,
OOKYMEHTaLMOHHOE U
UHbOPMaLUOHHOE
obecneyeHune
[eATeNbHOCTU
pyKkoBoauTtens
opraHusauuu

OkKaszaHne nomoLum

PYKOBOAUTENIO B NJIaHNPOBAHUN

paboyero BpemeHu

C/01.6

MnaHnpoBaHue paboyero aHA
cekpetaps

C/02.6

OpraHusaums TenedoHHbIX
NneperoBopoB PyKoBOAUTENSA

C/03.6

OpraHunsauma KoMmaHaMPOBOK
pykosoauTensa

C/04.6

OpraHusaums paboTbl ¢
noceTUTeNs iMmn B NpUeMHOM
pyKkosoauTens

C/05.6

OpraHunsaums noaroToBKu,
npoBeaeHUA U 06CYKUBaHUS
KOHpEpPEeHTHbIX MePONPUATUIN

C/06.6

OpraHusauma UcnoaHeHun
peLleHnit, ocyLwecTBieHmne

KOHTPOA UCMONHEHNA NOPYYEHUI

pyKkoBoguTens

C/07.6

OpraHusauma n noagepKaHue
dyHKLUMOHanbHOro paboyero
NPOCTPaHCTBa NPUEMHOM U
KabuHeTa pyKoBoauTens

C/08.6




Pa3paboTKa noKanbHbIX
HOPMaTMBHbIX aKTOB,
pernameHTUpyoWwmnx paboty
ceKpeTaps

C/09.6

CoctaBneHue n obopmaeHune
yrnpaBaeHYeCKoN AOKYMEHTaumMmn

C/10.6

OpraHusaumsa paboTbl ¢
AOKYMEHTaMM1 B NPUEMHOM
pykoBoauTens

C/11.6

OpraHu3aums xpaHeHun
[OKYMEHTOB B NPUEeMHOM
pyKkoBoauTens

C/12.6

ObecneyeHue pykosoauTens
nHbopmaumei

C/13.6

OpraHusauma MHGOPMALLMOHHOro
B3aMMOZENCTBUA PYKOBOAUTENA C
noapasgaeneHnamm un
AONKHOCTHLIMUW ANLAMU
opraHusaumm

C/14.6

NHbopmMaumoHHo-
aHaINTMYeCKan 1
OpraHM3auMoHHO-
aAMUHUCTPATUBHAA
noaaepka
AeATenbHoOCTU
pyKkoBoauTens
opraHusauum

dopmupoBaHme
MHPOPMALNOHHOTO
B3aMMOZENCTBUA PYKOBOAUTENA C
opraHusaumamm

D/01.6

AHanuns nHGopmauun
NoOAroToBKa MHGOPMALMOHHO-
aHA/IMTUYECKUX MATEPMANOoB

D/02.6

OpFaHM3aLI,I/IFi AEeNoBbIX KOHTAKTOB

D/03.6




M NPOTOKOJIbHbIX MePONpPUATUIA

OpraHusauus ucnonHernna| D/04.6 6
pelleHnit pykoBoauTena

[Il. XapakTepuncTnka 0606LWeHHbIX TPYAO0BbIX GYHKL MK

3.1. O606LwweHHas Tpynosasa GyHKLMA

OpraHu3auMoHHoe obecneyeHne AeaTeNbHOCTH YpoBeHb
HavmeHoBaHue P 4 A Kopa A P

opraHusauum KBannduKaumm
MpouncxoxaeHne

o . 3anMMcTBOBAHO U3
0bobuweHHolM Tpyaoson | OpurmuHan X
opurMHana
OYHKUMM
Kog, PernctpaumnoHHbIin
opuruHana HoMep
nNpo¢deccnoHanbHOro
CTaHaapTa

Bo3MOHble HAUMEHOBAHMA
[ONKHOCTEN, npodeccuin

CeKpeTapb-agMUHUCTPATOP

TpeboBaHuA K
06pasoBaHuUIO 1
0byyeHuto

CpepHee obuiee obpasoBaHue

MpodeccnoHanbHoe o0byyYeHMe - Nporpammbl NpodeccuoHanbHOM
NoAroToBKM No npodeccusam pabounx, JOMKHOCTAM CAY¥KaLLMX, NPOrpaMmmbl
nepenoaroToBkM paboumx, CAyKaWwmx, MPOrpaMmbl MOBbILLEHUS
KBanMduKaumm paboumnx, cnyxKawmx

TpeboBaHMSA K ONbITy




NpPaKTUYecKon paboTsbl

Ocobble ycnoBus aonycKa
K pabote

[pyrve xapakTepucTnku

JononHuTtenbHble XapPaKTEPUCTUKU

HanmeHoBaHWe fOKYMEHTA Kog HavmeHoBaHMe 6a30BOW rpynnbl, A4OJKHOCTM (Npodeccun)
WK cneLmManbHOCTH
OK3 4222 CnyKawme, 3aHATbIE NPUEMOM U MUHPOPMUPOBAHMEM
nocetutenemn
OKCO <3> 032001 [JoKymeHToBeAEHME N AOKYMEHTALUMOHHOE obecneyeHme
ynpasaeHus
3.1.1. Tpyposasa GpyHKUMA
Mpuem u pacnpeaeneHne TenedoHHbIX YpoBeHb
HaumeHoBaHMe |3BOHKOB OpraHM3auuu Koa | A/01.3 |(nogyposeHb) 3
KBannduKaLmm
MpoucxoxaeHune 3aMmCTBOBAHO U3
P . A OpwuruHan X
Tpy£oBoh GyHKLMMU opurnHana
Kog, PernctpaumoHHbIi
opurMHana HOoMep
npodeccnoHanbHOro

CTaHAapTa
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TpypoBble fencTaus

MepeHanpaBneHne TenedOHHbIX 3BOHKOB PYKOBOACTBY W COTPYAHWKAM
opraHusauumu

Perncrpaums noctynarmouwmx TesiepOHHbIX 3BOHKOB

MonyyeHve Heobxogumon MHOpPMaLMM U nepefayvya CaHKUMOHWPOBAHHOM
nHpopmaumm no Tenedony

Heobxognmble ymeHUs

Mcnonb3oBaTb TEXHUYECKME W NPOrpaMMHble CpPeacTBa A8 NpoBeAeHuA
roN0COBOM MU BUAEO-KOHPEPEHL-CBA3K

Mcnonb3oBaTb cpeacTBa KOMMYHMKAUMOHHOM OPITEXHUKM ANA NOJYyYEeHUA U
nepeaayn nHbopmalmm

BecTm  yuyeTHble  perncrpaumoHHble  Gopmbl,  WUCNOAbL30BAaTb UX  ANA
MHGOPMaLMOHHON PaboTbl

YcTaHaBAMBaATb KOHTAKT ¢ cobecegHUKOM, NoALEPKMBATb U Pa3BMBaTbL AE/0BYIO
6eceay B npouecce TenedoHHbIX NeperoBopos

CrnaxuBaTtb  KOHQJIMKTHbIE U C/IOXKHbIE  CUTyaUUW  MEXJIMYHOCTHOrO
B3aMmodencTema

Cobnoaatb cny»KebHblii STUKET

Heobxogumblie 3HaHUSA

®yYHKLMK, 334341, CTPYKTYPa OpraHM3aLmn, ee cBA3m

MpaBuna B3aMMOLEWNCTBMA C MAPTHEPAMM, KIMEHTaMM, CPeacTBaMM MaACCOBOW
nHpopmauymm

3TWKa aenosoro obueHun

MpaBunna peyeBoro aTMKeTa

TpeboBaHuWsA oxpaHbl Tpyaa




MpaBuna 3awuTbl KOHOUAEHUMANBHOM cNyKebHON NHPopMaLmMm

Apyrve
XapaKTepUCTUKM

3.1.2. Tpyposasa GpyHKUMA

OpraHuszauma paboTbl c noceTuTenamm YpoBeHb
HavmeHoBaHMe |opraHusauum Koa A/02.3 |(noaypoBeHb) 3
KBa/IMPUKaLmnm

MpouncxoxaeHne
Tpy£oBoM GyHKLMMU

3anmcTBOBAHO M3

OpwuruHan X
opuruHana
Kog, PernctpaumoHHbIi
opurMHana HoMep
npodeccnMoHanbHoro
CTaHAapTa

TpyanoBble AencTeus

BcTpeuya noceTutenei, nonyyeHne nepBUYHON MHOOPMALMU O MOCETUTENAX U
NOMOLLb B OPraHU3aLMmM X NPUeMa PyKOBOAMTENEM U COTPYAHUKAMM

BeseHwe KypHana 3anucu nocetutenein

YyeT nocetuteneit n obpopmaeHume Nponyckos

Cogenctene onepaTMBHOMY  PAcCMOTPEHUIO NPOCbO U NpeasoXKeHui
nocetuTenen

Mpvem ¥ nepefadya AOKYMEHTOB MOCETUTENEN PYKOBOACTBY M COTPYAHUKAM
opraHusauum




OpraHusauus n 6poHMpPOBaHME NEPEroBOPHbIX KOMHAT

CepBMpoBKa YaliHoro (KodeliHoro) ctona B opuce

MpuroToBneHME HANUTKOB (Y4aii, Kode, NPOXNaAUTENbHbIE HANUTKK)

Heobxoaumble
yMeHuA

0O6buwaTbeca ¢ NoceTUTEN MM

Ucnonb3oBaTtb YCTaHOBJ/IEHHbIE NpaBusia U npoueaypbl KOMMYHUKaUuUU BHYTPU
opraHunsauuun

BecTu yyeTHble popMbl, UICNONB30BATb UX ANA PaboThbI

CospgaBsaTtb NONOXUTENbHbBIN MMNOX opraHn3aumnm

MPUHMMATbL Mepbl MO paspeLleHnto KOHGMKTHbIX CUTyaLMiA

MpumeHATb MHd)OpMaLI,VIOHHO-KOMMYHMKaLI,MOHHbIe TEXHOIOTUN

ObecneunBaTb KOHPUAEHLMANBHOCTb MHOOPMALUM

Heobxoanmble 3HaHUA

MNpaBuna opraHmnsaunm npmema nocetutenem

MpaBuna AenoBoro obueHun

CTpyKTypa opraHuMsauum W pacnpegeneHve QGpyHKUMN Mexay CTPYKTYPHbIMU
nogpasaeneHuamMm 1 cneumanmncTamm

MpaBuna opraHMsaumum Nnpmemos B opuce

MpaBWna cepBUPOBKM YaiHoro (KodeiHoro) ctona

Mpasunna NpUroToBAEHUA U NOLAYN TOPAYNX HAMUTKOB U 3aKYCOK K HUM

3TuKa AenoBoro obLeHns

MNpasunna peyeBoro aTMKeTa




TpeboBaHuWsA oxpaHbl Tpyaa

MpaBuna 3awWwmTbl KOHPUAEHUMANBHOMN CAyXKebHON MHbOoPMaLUK

Apyrvie
XapaKTePUCTUKU

3.1.3. TpypoBasa ¢pyHKLMA

BbinosHeHWe KOOPANHUPYIOLLMX U YpoBeHb
HanmeHoBaHMe |obecneunsatoimnx GyHKLNNA Kog | A/03.3 |(nomypoBeHb) 3
KBanuduKaumm

MpouncxoxaeHne
TpyAoBon GyHKUUM

3anmcTBOBaHO U3

OpuruHan X
opurnHana
Kog, PernctpaumnoHHbIin
opurMHana HoMep
npodeccnoHanbHOro
CTaHAapTa

TpyaoBble aencTena

BeaeHwe ypHana pasbes3nos paboTHMKOB OpraHM3aLmm

KoopamHauma paboTbl KypbepoB 1 BoAMTENEN OpraHM3aumm

BepeHue KypHaia pa3be3nos Kypbepos OpraHM3aumm u MapLupyToB BOAUTENEN

CocTaBneHue CnpaBkM O pasbe3gax PaboOTHUMKOB, KypbepoB M  MapLipyTax
BOAMTE/NIEN OpraHM3aLmm

Heobxogumble
ymMeHun

CoctaBnATb U BECTU y4yeTHbl€ JOKYMEHTbI

MpUMeHATb cpeacTBa KOMMYHMKALWUK 408 Nepesayn NopyyYeHuin pykoBoauTenn u




COTPYAHUKOB OpraHn3auunm

MpumeHATb cOBpeMeHHble cpeacTBa cbopa, 06paboTkM 1 nepegaun nHbopmaumn

OueHuBaTtb PE3yNbTaTbl B PaMKaX MNOCTAaB/IEHHbLIX 3a4a4

OcyLLecTBAATb KOHTPOJIb UCMOTHEHMA NOPYYEHNI PYKOBOAMTENA COTPYLAHMUKAMMU

Heobxoanmble 3HaHUA

N paBuia pevyeBoro aTUKeTa

3TMKa AenoBoro obLeHun

TpeboBaHMA oXpaHbl TpyAa

MpaBuna 3awWmTbl KOHPUAEHLUMANBbHOM CNyXKebHoM nHbopMaLum

CTpyKTypa opraHusaumm u pacnpegeneHve ¢GYyHKUMA MexKay CTPYKTYPHbIMM
noApasaeneHnaMn 1 cneLmannucTamm

Apyrve
XapaKTePUCTUKM

3.2. O606LeHHas TpyaoBasa GyHKLMA

OKYMeHTaUMOHHOoe obecneyeHne aeAaTenbHOCTH YpoBeHb
HanmeHoBaHue HAoxy 4 A Kog, B P
opraHusauum KBaMdMKaumnm
MpoucxoxaeHue
o o 3anmcTBOBaHO U3
0606weHHoM Tpygoson | OpurmHan X
opurnHana
bYHKLMK
Kog, PerncrpaumoHHbIN
OopuUrnHana HOMep

npodeccnoHanbHoro



CTaHAapTa

Bo3moKHble HaMMEHOBaHMA
[ONKHOCTEN, Npodeccui

Jenonpoussoautens

TpeboBaHuMA K 06pa3oBaHuUIO
N 0byyeHuto

CpeaHee npodeccnoHanbHoe 06pasoBaHMe - TPOrpammMbl NOLTOTOBKM
KBa/IMOUUMPOBAHHbIX Paboumx, CyHKaLLMX

TpeboBaHuA K ONbITY
npaKTU4eckom paboTbl

Ocobble ycnoBuA AoMNycKa K
pabote

Lpyrvue xapakTepuctmkm

[ononHnTeNbHbIE XapaKTepUCTUKK

HanmeHoBaHWe AOKyMeHTa Koga, HanmeHoBaHuWe 6a3o0BoW rpynnbl, 4ONKHOCTM (Npodeccun) nnu
cneuyanbHOCTU

OK3 3431 AZLMUHUCTPATMBHO-YNPaBAEHYECKNIN NepcoHan

EKC <4> - Jenonpoussoautens

OKMATP <5> 21299 Jenonpoussogutens

OKCO 032002 |[okymeHTaumoHHoe obecneyeHune ynpaBaeHma n

apxmusosegeHue

3.2.1. TpypoBana ¢yHKUMA



consultantplus://offline/ref=B53307072846AB4FD525ADA4D38F969E12359A385B8A0FB375C5CB540BxBXEL
consultantplus://offline/ref=B53307072846AB4FD525ADA4D38F969E12359A385B8A0FB375C5CB540BBE135C5C9508D1D9A911CCxEXBL
consultantplus://offline/ref=B53307072846AB4FD525ADA4D38F969E12379A36548B0FB375C5CB540BBE135C5C9508D1D9A917CDxEXCL
consultantplus://offline/ref=B53307072846AB4FD525ADA4D38F969E12379A36548B0FB375C5CB540BBE135C5C9508D1D9AC10CFxEXEL
consultantplus://offline/ref=B53307072846AB4FD525ADA4D38F969E12359A37598D0FB375C5CB540BxBXEL
consultantplus://offline/ref=B53307072846AB4FD525ADA4D38F969E12359A37598D0FB375C5CB540BBE135C5C9508D1D9A915CCxEX9L

OpraHusauus paboTbl ¢ JOKYMEHTaMu YpoBeHb

HanmeHoBaHMe Kop, B/01.5 |(noaypoBeHb) 5
KBa/IMPUKaLnm
MpoucxoxaeHue 3anmcTBOBaHO U3
P o A OpwuruHan X
TpyAoBoi GyHKUUM opurMHana
Koa PernctpaumoHHbIn
opuUrnHana HOMmep
npodeccMoHanbHOro
CTaHAapTa

TpyanoBble AencTeus

Mprem 1 nepBrnYHan 06paboTKa BXOAALLMX AOKYMEHTOB

MpeagapuTesibHOE  PacCMOTPEHME UM COPTUPOBKA  JOKYMEHTOB  Ha
perncTpupyemble u He pernctTpupyemble

MoarotoBka BXOoJ4AWMX AOKYMEHTOB AN1A PAaCCMOTPEHUA pyKOoBogUTENEM

Perncrpauns Bxoaalmx 4OKYMEHTOB

OpraHu3auma 40CTaBKM AOKYMEHTOB UCNONHUTENAM

BepeHune 6a3bl A3HHbIX JOKYMEHTOB OpraHn3auunn

BepeHune MHbOpPMaLLMOHHO-CPABOYHOM paboTbl

O6paboTKa 1 oTNpaBKa MCXOAALLMX LOKYMEHTOB

OpraHusaumsa paboTbl MO pPerncrpauMu, Yy4eTy, XpPaHeHWo U nepepaye B
COOTBETCTBYIOWME  CTPYKTYpHble  MOAPA3LeNeHns  LOKYMEHTOB  TEKYLLero
AenonpousBoACcTBa

KOHTPO/1Ib UCNOIHEHUA AOKYMEHTOB B OpraHm3aummn




Heobxogumble
ymeHua

PaboTaTb CcO BCell COBOKYMHOCTbIO MHPOPMALMOHHO-A0KYMEHTALMOHHBbIX
pecypcoB opraH1sauum

MNonb3oBaTbcA 6azamm AaHHbIX, B TOM YMCAE YAANEHHbIMU

Monb3oBaTbCA CNpPaBO4YHO-NPaBOBbIMU CUCTEMAMU

Monb3oBaTbCA  aBTOMATU3MPOBAHHbIMKM  CUCTEMAMM  y4yeTa, perncrpaumu,
KOHTPONS M WHPOPMALMOHHO-CNPABOYHBIMK  cUCTEMamMKM npu  pabote c
OOKYMeHTaMM opraHu3aumm

MpumeHATb coBpemeHHble MHGOPMALMOHHO-KOMMYHUKAUMOHHbIE TEXHOI0MUM
ana paboTbl C JOKYMEHTaMW, B TOM YMC/e A8 ee ONTUMM3AUMKM M NOBbIWEHUA
appeKTMBHOCTH

Heobxogumble 3HaHWUSA

HopmaTuBHble MpaBoBble aKTbl WU HOPMaTUBHO-METOAMYECKUE [OKYMEHTbI,
onpeaensowme nopagok 4OKYMeEHTaLMOHHOro obecneyeHus ynpasaeHus

CTpyKTypa opraHM3aLmm, pyKoBOACTBO CTPYKTYPHbIX NOAPa3ae/ieHni

CoBpemeHHble MHPOPMALIMOHHbIE TEXHOIOTMU PaboTbl C OKYMEHTaMM

MopAAoK paboTbl C 4OKYMEHTaMM

CxeMbl OKYMeHTOO60pOTa

MNpasuna pa6OTbI C BXxogAawnmmm, ncxogalwmmMmm M BHYTPEHHUMMU OOKYMEHTAMU

MpaBuna opraHu3aumnm u  GOpPMbl  KOHTPOSA WCMOAHEHUA [OKYMEHTOB B
OopraHusaumum

Tunosble CPOKN UCNOAHEHUA AOKYMEHTOB

MpuHLMNbI PaboTbl CO CPOKOBOM KapTOTEKOM

Ha3HayeHne 1 TeXHONOrMA TeKYLLLEro U npeaynpeamutTesibHOro KOHTPOoIA




I'Ipanma COCTaB/1eHMA QAHA/MUTUYHECKUX CMPaBOK MO OpraHuMsauun pa60TbI C
AOKYMEHTAMU U KOHTPOJIHO MCNONTHEHNA AOKYMEHTOB

MpaBunna AOKYMEHTALUMOHHOIro obecneyeHuns aeaTesibHOCTU OpraHM3aumm

Buabl AOKYMEHTOB, UX Ha3Ha4YeHne

TpeboBaHuA, NpeabaBaAsieMble K JOKYMEHTaM B COOTBETCTBUM C HOPMATUBHbIMM
aKTamMM 1 rocy4apCTBEHHbIMM CTaHAAPTAMMU

MpaBuna coctaBneHna U opopmaeHua  MHOOPMALMOHHO-CNPABOYHBIX,
OPraHM3aLMOHHbIX YNPABNEHYECKUX OKYMEHTOB

MpaBuna co3gaHvAa W BedeHMA 6a3  AaHHbIX  CAYXKEOHbIX [JOKYMEHTOB B
opraHusaumm

Cncrtembl 3/1EKTPOHHOTIO AOKyMeHTOOGOpOTa

MpaBuna M CPOKM OTNPABKU UCXOOALLNX OKYMEHTOB

TpeboBaHMA oXpaHbl TpyAa

Apyrve
XapaKTePUCTUKM

3.2.2. Tpyposasa GpyHKUMA

OpraHu13auma TeKyLLero xpaHeHus YpoBeHb
HanmeHoBaHWe | 40OKYMEHTOB Kog B/02.5 |(noaypoBeHb) 5
KBaMpUKaumnm

MpoucxoxaeHue
TpyaoBoh GyHKLMMU

3anmcTBOBaHO U3

OpwuruHan
opurnHana



Koa PernctpaumoHHbIN
opuUrnHana HOMmep
npodeccMoHanbHOro
CTaHZapTa

TpyapoBble AencTauns

Pa3paboTKka HOMEHKNATypbl AeN OpraHu3auum

MpoBepKa MNPaBUAbHOCTM OQPOPMIEHUA OOKYMEHTOB W OTMETKM 06 uX
NCNoJIHeHUK nepesa ux GopMUpPOBaAHNEM B AEN0 414 NOCNeAYIOWEro XpaHeHnn

dopMynnpoBaHUe 3aro/IOBKOB AieN U onpeaeneHne CPOKOB UX XpaHeHMs

dopmuposaHue aen

KOHTPO/Ib MPaBWAbHOIO M CBOEBPEMEHHOTO pacnpeaeneHus u MOALWUBKM
[OKYMEHTOB B Aena

Heobxoanmble ymeHUn

OpraHu130BbIBaTb PaboTy Mo yYeTy, XPaHEHUIO U Nepeaadye B COOTBETCTBYOLEE
CTPYKTYpHOE noAapasgeneHne AOKYMEHTOB TEKYLLEro AeN0NPOM3BOACTBA

OcyllecTBNATb  METOAMYECKOe  PYKOBOACTBO  Ae/0MpPOM3BOACTBOM B
OpraHM3aLmm, KOHTPOANPOBaATb NPaBMUAbHOE GOPMUPOBAHUNE, XPaHEHWNE U caavy
[Aen B apxus

Pa3pabaTtbiBaTb HOMEHKNATYPY AN CTPYKTYPHOTO noapasaeneHus

Mcnonb3oBaTb HOMEHKAATYpPYy Aen Mpu M3yd4eHUU CTPYKTYpbl OpraHusauumu,
COCTaBNEHUW onucel aen

OpraHu3oBbiBaTb paboTy no ¢GopmMMpoBaHUIO Aen B  COOTBETCTBUM C
YTBEPKAEHHOM HOMEHKIATYPOM AeNl opraHM3aLmm

MpaBWIbHO M CBOEBPEMEHHO GOPMMPOBATbL AOKYMEHTbI B AeNa C YYEeTOM MUX
cneumnpurKkm




CMCTEMaTM3MpOBaTb AOKYMEHTbI BHYTPW Oena

Ob6ecneunBaTb COXPAHHOCTb M 3aLLMUTY AOKYMEHTOB OpraHn3aumnm

anMEHﬂTb MH(I)OpMaLI,MOHHO-KOMMYHMKaLI,MOHHbIe TEXHONOTMK ONA pa6OTbI C
AOKYMEHTaMU

Heobxoaumble 3HaHUA

HopmaTmBHble NpaBoOBble aKTbl, HOPMATUBHO-METOAMYECKME AOKYMEHTHI,
rocyapcTBeHHble CTaHZapTbl, onpeaenstolme nopagoK LOKYMEHTALMOHHOIro
obecneyeHns ynpasaeHus

Buabl HOMeHKnaTyp, obuwme TpeboBaHMA K HOMEHKNAType, MeToAMKa ee
COCTaBNEeHUA N opopMIeHUA

MpaBuna cornacoBaHUA HOMEHKAATYpbl A/l C BEAOMCTBEHHbIMU apXMBaMU U
3KCNEepTHOM Komuccuen

Mopagok ¢opmupoBaHmMa U odopmneHuna gen, cneundPuka GopmupoBaHuUA
OTAENbHbIX KaTeropui aen

MpaBuia XpaHeHUs Ae, B TOM YMCe C JOKYMEHTaMM OrPaHUYeHHOro 40CTyna

Mpasuna Bblaa4Yn U NCNONb30BAHNA AOKYMEHTOB 13 Cd)OpMMpOBaHHbIX aen

TpeboBaHMA OXpaHbl TPyAa

dpyrue
XapaKTepUCTMKM

3.2.3. TpypoBaa ¢yHKLMA

OpraHusauus 0bpaboTku gen ans YpoBeHb

HauvmeHoBaHMe |nocneayloLlero xpaHeHMA Kog B/03.5 |(noayposeHb) 5

KBanuduKaumm




MNpoucxoxaeHue
TPYAOBOW GYHKLMM

3anmcTBOBaHO U3

OpuruHan X
opurMHana
Kopg PerncrpaumoHHbIN
opurMHana HOoMep
npo¢deccnoHanbHOro
CTaHAapTa

TpyaoBble AencTemA

MpoBepKa CPOKOB XpaHEHMA [AOKYMEHTOB, COCTaB/ieHMe MPOTOKoJsa pPaboThbl
3KCMepTHON KOMWCCUM MO MNOArOTOBKE [IOKYMEHTOB K XpaHeHWlo, aKTa o
BblAENEHUMN K YHUUTOXKEHUNIO OKYMEHTOB, HE NOAJIEXKALLMX XPaHEHUIO

CoctaBneHue BHyTpEHHEVI onucun gen onAa ocobo UEHHbIX JOKYMEHTOB

OdopmneHune aen NoCToAHHONO, A0/IFTOBPEMEHHOIO CPOKOB XpaHeHUs

Od)OpM}'IEHMe 06.10KKH Aen NnoCToAHHOro, 4O0NroBpeMeHHOro CpPoKoB XpaHeHUA

CocTaBneHune onmucu gen noCToAHHOrO, AONToBpPEMEHHOIO CPOKOB XpaHeHUA

MNepepava gen B apxus opraHmnsaumm

Heobxoaumble
ymeHua

Monb30BaTbCA MEPEYHSIMM  [AOKYMEHTOB UM aHAAM3MPOBATb  (aKTUYecKoe
COAEP!KaHNE MMEOWMXCA B Aefie AOKYMEHTOB MpU onpefeseHun CPOKOB WX
XpaHeHus

OdopmnaTb OKYMEHTbI SKCNEPTHOM KOMUCCUM

O¢OpM}1FITb 06./10KKHM Aen noctoAHHOro U BPEMEHHOINo CpPOKOB XpaHeHUA B
COOTBETCTBUMN C Tpe6OBaHVIFIMM rocygapcCrBeHHbIX CTaHAAPTOB

npOMSBO,CI,VITb XPOHO/TOMMYECKN-CTPYKTYPHYHKO CUCTEMATU3ALLUIO OEN

OcyliectBnaTb  TeXHUYeCKylo 06paboTky M nonHoe odopmneHve aen
NOCTOAHHOTO U BPEMEHHOr0 CPOKOB XpaHeHua




CocTtaBnATb ONUCb Aen MNOCTOAHHOro W BPEMEHHOTO CPOKOB XpaHeHUA B
COOTBETCTBUMN C ,D,EVICTBYIOLLI,MMM HOPMAaTUBHO-MeTOANYECKUMU AOKYMEHTAMU

MNpumeHATb MHGOPMALNOHHO-KOMMYHUKALMOHHbIE TeXHONOrMKM ana pabotbl ¢
OOKYMEHTaMu

Heobxoanmble 3HaHUA

HOpMaTVIBHbIe npaBoBbleé aKTbl, HOPMATUBHO-METOAUNYECKNE  OOKYMEHTHI,
rocygapcCrtBeHHble CTaHOaQpPTbl, onpegenawowme nopAgoK AOKYMEHTALMOHHOIO
obecneyeHus ynpassieHnAa

Kputepun paspeneHna OOKYMEHTOB Ha rpynnbl B COOTBETCTBUM C LEHHOCTbIO
MHGOPMaLMK, cogepKaLLenca B HUX

MopAaaoK UCNONb30BaHNUA TUMOBBIX UNN BEAOMCTBEHHbIX NepeyYHeit JOKYMEHTOB,
onpefeneHnsa CPOKOB XpPaHeHUs B MPOLLECCE IKCMEPTU3bI LLIEHHOCTU JIOKYMEHTOB

MopAagoK co34aHusA, opraHu3auMm M AOKYMEHTUPOBAHUA pPaboTbl dKCMEpPTHOM
KOMMUCCUM

MpaBunna cocTaBeHUA N YTBEPHKAEHMA MPOTOKONA pa60TbI 3KCI'IepTHOI7I KOMUCCUU

MpaBuaa COCTaBAEHUA U YTBEP)KAEHWA aKTa O BblAeNeHUN AOKYMEHTOB, He
nognexauwmx xpaHeHno

MpaBuna TexHMyeckolh 06paboTKM M NOAHOrO 0POPMIEHUA AeN NOCTOAHHOIO U
BPEMEHHOro CPOKOB XpaHeHUs

MpaBuna cocTtaBneHNA oNUcK Aen NOCTOAHHOIO U BPEMEHHOro CPOKOB XpaHeHUA
B COOTBETCTBUU C AeﬁCTByIOLLI,MMM HOPMaATUBHO-MeTOANYECKUMUN OOKYMEHTAMMU

Mpasuia nepegaym Aen B apxXms opraHM3aumm

TpeboBaHuWsA oxpaHbl Tpyaa

Opyrue
XapaKTepUCTMKM




3.3. O606LwweHHas Tpynosasa GyHKLMA

OpraHn3auMoHHOE, JOKYMEHTALMOHHOE U VposeHb
HanmeHoBaHne |unHPOpMaLMOHHOE obecrneyeHme AeAaTesIbHOCTH Kopg C KBaNMbUKaLMM

PYyKOBOAMTENA OPraHM3aLMK
MpoucxoxaeHune

o . 3aMMCTBOBaHO U3
0bobuweHHol Tpygoson | OpurmHan X
opurnHana
bYHKUMM
Kog, PernctpaumoHHbIi
opurMHana HoMep
Npo¢deccnoHaNbHOro
CTaHAapTa

Bo3MOKHble HaMMeHOoBaHMA CeKpeTapb pykoBoauTens

[ONIKHOCTEN, npodeccuin

TpeboBaHuA K 0bpasoBaHuto | Bbicliee obpasoBaHue - 6akanaBpmaT Uau

1 oby4yeHuto CpegHee npodeccrmoHanbHoe obpa3oBaHMe - NPOrpammbl NOATOTOBKM
CMeuunaancToB CpeaHero 3BeHa

JononHuTtenbHoe npodeccnoHanbHoe obpasoBaHue

TpeboBaHMWSA K ONbITY He meHee AByX NeT BbINONHEHMA PaboT N0 OpPraHN3aLUMOHHOMY U
NpaKTUYeckol paboTsbl AOKYMEHTaUMOHHOMY obecneyeHuto geATeNbHOCTU PYKOBOAUTENSA
opraHusaumm npu cpegHem npodeccmoHanbHOM 06pa3oBaHNK

Ocobble ycnoBuA A0MNycKa K
pabote

[pyrve xapakTepuctnku -




JononHuTenbHble XapaKTEPUCTUKM

HavmeHoBaHMe gOKyMmeHTa Kog, HanmeHoBaHuWe 6a30B0W rpynnbl, 4OJAKHOCTM (Npodeccun)
WK CNeumanbHOCTH
OK3 2432 Bubnunotekapu, bubnmorpadsbl, LOKYMEHTOBEADI U
crneumanncTbl PoaCTBEHHbIX Npodeccuit
EKC - CekpeTapb pyKkosoautens
oKnAaTpP 26341 CeKkpeTapb pykoBoautensa
OKCO 032001 JoKymeHTOBeaeHME N AOKYMEHTaLMOHHOE obecrneyeHne
ynpasneHua
032002 JoKymeHTaunoHHoe obecrneyeHmne ynpasaeHus u
apxuBoBegeHue
3.3.1. Tpyposasa GpyHKUMA
OKasaHune NomoLLM pyKoBOAUTENIO B YpoBeHb
HavmeHoBaHMe |nnaHMpoBaHUKU paboyero BpemeHu Kog C/01.6 |(noayposeHb)
KBannduKaLmm
I'Ipomcxo:K,a,eHme Opurian X 3aMmCTBOBAHO U3
Tpy£oBon GyHKLMMU opurnHana
Kog, PernctpaumoHHbIi
opurMHana HOoMep
npodeccnoHanbHOro

CTaHAapTa
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TpypoBble fencTaus

Bbibop ¢opmbl nnaHMpoBaHUs U odopmaeHWE NNAaHUPOBLUMKA (opraHalizepa)
pyKkoBoauTens

BHeceHne nHpopmaLmm B NNaHUPOBLUUK (OpraHansep)

CornacoBaHue ¢ pykoBoauTesiemM BpeMeEHHbIX NJ1aHOB

CornacoBaHne TenedOHHbIX MNEPEroBOopoB, BCTPEY U MEPONPUATUIA C
napTHepamu, KANEHTAMW, PYKOBOAUTENAMMN NOAPA3AENEHUIA U COTPYAHUKAMMU

NHpOopMMpPOBaHME PYKOBOAMTENA O PerameHTe HaMedYeHHbIX MeponpuUATUit

MpeaynpexaeHne o NPUBAUKEHUN BPEMEHN HaMEYEHHbIX MEPONPUATUI

dopmunpoBaHne pesepBa BPEMEHU 411 HENPEABUAEHHbIX CUTYaLUiA

Heobxogumble ymeHus

YcTaHaBAMBaATb LLe/IM, ONpeaenaTb Mepapxuio Lenei

Onpeaenatb NPUOPUTETHOCTb U OYEPEAHOCTb BbINOAHEHUA PAaboT U 3PPEKTUBHO
pacnpeaenatb paboyee Bpems

OKa3bIBaTb NOMOLLLb PYKOBOAUTENIO B pacnpeneneHnn ero paboyero BpemeHm

BbibMpaTb ONTMMasbHble cnocobbl MHGOPMMPOBAHUA NAPTHEPOB, KAMEHTOB,
nocetTutenein, pykosogutenen noapasfeneHnii U CoTPYAHWKOB O NAaHUPYeMbIX
MeponpUATUAX

Ob6ecneunBatb MHGOPMaALMOHHYIO 6E30MaCcCHOCTb AeATENbHOCTM OpraHn3aLmMm

Heobxoanmble 3HaHNA

Cneunduka oCHOBHON AeATEeNbHOCTU OpraHM3aumm

OcCHOBbI aAMWHUCTPATMBHOIO NPaBa U TPYAOBOro 3aKoHoAaTeNnbCTBa Poccuinckoit
depepaunu

PykoBoaALLMIA cOCTaB OpraHU3aL MM 1 ee nogpasaeneHui

(DyHKLI,MVI CaMOMEHEOXMEHTA




MocTaHOBKa Lenemn

MpaBuaa npoBeaeHNa AEN0BbIX NePeroBopos

TpeboBaHMA oxpaHbl TpyAa

Apyrve
XapaKTepUCTUKM

3.3.2. TpypoBsas ¢y

HKLUA

HanmeHoBaHue

MnaHmMpoBaHue paboyero AHA cekpeTaps

MpouncxoxaeHne
TPyAoBOM GYyHKUUM

Koa

YpoBeHb
C/02.6 |(noaypoBeHb)
KBaMpUKaumnm

3anmcTBOBAHO M3

OpwuruHan X
OopurMHana

Kog, PermcrpaumoHHbIi

OpUrnHana HOmMep

npodeccrnoHanbHOro
CTaHgapTa

TpyanoBble aencTan

A

Bbibop 1 obopmaeHne NNaHUPOBLLMKA CEKpeTaps

BeaeHue aHeBHMKa (Ha 3/1€KTPOHHOM U/nan BymaxHOM HocuTene)

CornacosaHue NAaHOB € NJIaHaMM U CpOKaMm paboTbl pyKoBoaUTENA

PacnpeaeneHune paboyero BpemeHu (Ha AeHb, HeAeNto, NepcneKkTusay)

HEDEHGCGHME HEBbLINOJ/IHEHHbIX 3aNJ1aHNPOBAHHbIX 3a4a4




BbIinosHEHWE TUNUYHBIX eXKeLHEeBHbIX Aen

Heobxogumble ymeHUs

BbIbupatb U 0popMAATL NNAHNPOBLLMK

BHOCMTb M OTCNeXKmBaTb MHd)OpMaLI,MI'O Ha 3/1IEKTPOHHOM VI/MIWI 6yMa)'KHOM
HOocuTtene

PacctaBnsATb NPUOPUTETHI, BbIAENATH BAXKHOE U CPOYHOE

BbIbupaTb oNTUMaNbHbIN PUTM PaboThl

AHal'IVISVIpOBaTb NPUYNHbI HEBbLINO/IHEHWA 33434

MpumeHATb MHd)OpMaLI,VIOHHO-KOMMYHMKaLI,MOHHbIe TEXHO/I0TUN

Heobxogumble 3HaHUSA

OcobeHHOCT 0dOPMIEHUA MIAHUPOBLUMKA (HA 3/IEKTPOHHOM M BymaskKHOM
HoCUTENAX)

OcCHOBbI yNpaBieHUn BpeMeHeM

Apyrve
XapaKTePUCTUKM

3.3.3. TpygoBana ¢pyHKUMA

OpraHu3zauma TenedoHHbIX NeperoBopoB YpoBeHb
HanmeHoBaHMe |pykoBoguTensa Kog C/03.6 |(noaypoBeHb)
KBaMpUKaumnm
n
pomcxozkp,eHme OpuriHan X 3anMMCTBOBaHO 13
TPYAO0BOW GYyHKLMM opuruHana
Kog, PerncrpaumoHHbIn

OpUrnHana HOMmep



npo¢deccnoHanbHOro
cTaHZapTa

TpyaoBble AencTemA

BeaeHwue 6a3bl TefiepOHHbIX KOHTAKTOB pyKOBOAUTENSA

CoeanHeHue pyroBoaAUTENA C KOHKPETHbIMU aboHeHTamu

MoaroToBKa MmaTepuanos Ana TenedoHHbIX NeperoBopoB pyKoBoaMTeNs

PEI'MCTpaLI,Mﬂ nocTynavuwnx B NPUEMHYHO Teﬂed)OHHbIX 3BOHKOB

MepeHanpaBieHne  OTAENbHbIX  TenedpoHHbIX  3BOHKOB  3aMecTUTeNaM
pyKoBOAUTENSA, APYTMM COTPYAHUKAM

MonyyeHne HeobxoguMmon uHPopmauMm U nepegada CaHKLMOHUPOBAHHOM
nHpopmaumm no Tenedony

YcTaHOBNEHME KOHTaKTa ¢ cobeceaHWKOM, noageprkaHue u pasBuTUe Le/10BOW
b6eceabl B npouecce TesiepOHHbIX NeperoBopos

OKasaHMe NOMOWM PYKOBOOMTEN0 MNPWU  OpraHM3aumMm U NpPOBeAeHUU
TenedoHHbIX MePerosBopoB U BUAEOKOHbEpPEHUNM

HeobxoamMmble ymeHus

Bect u wucnonb3oBaTtb B paboTte 6a3y AaHHbIX TenedOHHbIX KOHTAKTOB
pyKkoBoauTens

Mcnonb3oBaTb cpeacTBa KOMMYHWKAUMOHHOM OPITEXHWKW AN NONyYeHUA U
nepeaayn nHbopmaumm

BecTm  yuyeTHble  perncTpaumMoHHble  ¢GOpMbl,  UCMOAb30BaTb WX  ANS
MHOOPMAUMOHHON pPaboTbl M paboTbl MO KOHTPOO WCMNOSIHEHUA pPeLleHUi
pyKkoBoauTENS

Crna»kueaTtb KOHd)}'IVIKTHbIe N CNOXHblE CUTYALUUN MEXTNYHOCTHOIO o6u1,eva




Mcnonb3oBaTb TeXHUYECKME W nporpammHbie cpeactBa 4NnA npoBeaeHuA
roN0COBOM UK BMAEO-KOHq)epeHLI,-CBFBM

ObecneynsBatb MHGOPMALMOHHYIO 6€30MacHOCTb AeATE/IbHOCTU OpraHu3aumm

Cobntogatb cnyKebHbl STUKET

Heobxoaumble 3HaHUA

TenedpoHHble KOHTAKTbl PYKOBOANTENA

(DYHKLI,MM, 3a4a4un, CTPYKTypa OpraHun3aummn, ee CBA3N NO BEPTUKaAN U
ropun3oHTan

MpaBuna B3aMMOZENCTBUMA C MapTHEpPaMW, KAMEHTaMW, CPpeacTBaMM MacCOBOW
nHbopmaumm

Mpasunna nogaepxaHuA U pasBUTUA MEKANYHOCTHbIX OTHOLUEHMUM

MpaBuna NpoBeAeHUA [e/0BbIX NeperoBopos

MpaBnna 3awmTbl KOHPUAEHUMANbHON MHPOPMALUM

TpeboBaHMA oxpaHbl Tpyaa

dpyrue
XapaKTepUCTMKM

3.3.4. Tpyposasa GyHKLUMA

HanmeHoBaHue

OpraHu3auma KOMaHAMPOBOK pyKoBOAUTENA YpoBeHb

Koa | C/04.6 |(nogyposeHb)
KBanuduKaumm

MpoucxoxaeHne
TpyAaoBsoin GyHKUUM

3anmcTBOBaHO U3

OpuruHan
opurnHana



Koa PernctpaumoHHbIN
opuUrnHana HOMmep
npodeccMoHanbHOro
CTaHZapTa

TpyapoBble AencTauns

Moarotoska NPOEKTa CJ'Iy)'KE6HOI'O 3a4aHnA pykoBoauTena

MoAroToBKa NPOEKTa NPUKasa o CNyKebHOW KoOMaHANPOBKe

BbiNnMCKa KOMaHAMPOBOYHOIO Y/[OCTOBEPEHUS WU ero perucrpauua npwu
HeobxoamMmocTu

MoAroToBKa 4OKYMEHTOB Ha NOAyYeHUe BM3bl, 3arpaHMYHOro nacrnopTa

3aKa3  ’KeNe3HOLOPOXKHbIX M aBMabWNeToB, TOCTMHWUL, TPAHCMOPTHOrO
obecneyeHuns pykosoantens

OdopmneHne nporpammbl NOE3AKM, YTOUYHEHWe ocobeHHOCTe NpPOTOKONA
NAaHMpPYEMbIX MEPONPUATUIA

MoaroToBKa AOKYMEHTOB K NOE34Ke PyKOBOAMTENS

YTOYHEeHWe AaTbl, 4OMKHOCTEN, GamuaniA B NTporpamme KOMaHAMPOBKM

MpopaboTka mapLupyTa PyKOBOAMTENA, YBA3KA €ro C pacnucaHvem TpaHcnopTa

O6paboTKka MaTepranosB KOMaHAMPOBKM, 0GOPMIEHUE OTYETA O KOMAHAMPOBKE

Heobxogumble
YMeHUA

OdopmnATb aBaHCOBbIE OTYETbI PYKOBOAUTENSA

OpraH130BbIBaTb BCTPEUYM PYKOBOAMTENA C MPUHUMALOLLLEN CTOPOHOM

OdopmMnAaTb KOMAaHANPOBOYHbIE AOKYMEHTbI

O6bpabatbiBaTb AOKYMEHTbl M MmaTepuanbl MO  pe3ynbTaTam  NOe3AKu




pyKkoBoauTens

ObecneumBatb paboTy opurca BoO Bpema OTCYTCTBMA PYKOBOAUTENS

MpurMeHATb cnocobbl AeN0BOro 0bLeHNs

Mcnonb3oBaTh CpeacTBa KOMMYHUKaLMK ans obecneyeHmsa B3anMoaencTens ¢
pyKOBOAUTE/IeM BO BpeMs ero A4e/1080¢1 Noesaxu

HEO6XO,£I,VIMbIe 3HaHUA nOpﬂ,D,OK noAaroToBkM U nposeaeHNA KOMaHONPOBOK

MopaaoKk opopmneHns AOKYMEHTOB A1 KOMaHAMPOBKUN U OTYETHbIX AOKYMEHTOB
Nno KOMaHANPOBKE PyKoBOAMTENA

[enoBoi npoToKon

3TMKa AenioBoro obLeHns

Apyrne -
XapaKTepuUCTUKK

3.3.5. Tpyposasa GpyHKUMA

OpraHuszauma paboTbl C NOCETUTENAMUN B YpoBeHb
HaumeHoBaHMe |npuemHol pykoBoauTeNs Koa | C/05.6 |(nogyposeHb)
KBannduKaLmm
MpouncxoxaeHne 3aMMcTBOBAHO U3
P . A OpuruHan X
TPYAOBOM GYyHKLMM opurMHana
Koa PernctpaumoHHbIn
opurnMHana HoMep
npodeccnoHanbHOro

CTaHAapTa



TpypoBble AencTaus

OpI'aHM3aLI,VIF| JINYHOIO Npnema nocetTutenemu PpyroBOAUTENNIEM

YcTaHoBAEHWE NopALKa NpUema ANA pas3/IMYHbIX KaTeropuin noceTutenem

BeaeHwue KypHana npeaBapuTeibHOM 3anncK Ha npuem

Perncrpauns nocetutenen

CopevicTBe  onepaTMBHOMY  PacCMOTPEHMIO MNpPOCbd U NpeanorKeHui
nocetTuTenen u COTPyAHMKOB OpraHM3aLum

OpraHu3saums npuema Ae10BbIX NapTHEPOB B odpuce

OpraHusauus obcayKMBaHWUA PYKOBOAMUTENA U €70 Ae/I0BbIX NapTHEPOB B oduce

CepBsupoBKa YanHoro (KkodeliHoro) ctona B opuce

MpUHATME Mep N0 COXPaHEHWIO KOMMEPYECKOM TalHbl B Xo4e npuema
nocetTUTeNnen N X HaxoXAeHUA B NPMEeMHOMN U KabUHeTe pyKoBoauTens

Heobxogumble
YMeHUA

OpraHu3o0BbIBaTb M 06ecneyYnBaThb IMYHbIE KOHTAKTbl PyKOBOAWUTENA

YnpaBaaTb KOHGAMKTaMK

YuyutbiBaTb MCUXONOTMYECKUE OCOBEHHOCTU JIMYHOCTU MpPU Pas3ANYHbIX BUOAX
npo¢eccnoHasnbHoOro obLeHuns

Mcnonb3oBaTb yCTaHOBAEHHbIE NpaBuia U npoueaypbl KOMMYHUKAUUU BHYTPU
opraHunsauunun

BecTM  y4yeTHble  peructpauuoHHble  GOpMbl,  WUCMNOAbL30BATb  UX  AJA
MHOOPMAUMOHHON pPaboTbl M PaboTbl MO KOHTPOAKD WCMNONHEHWUS peLleHui
pyKkoBoauTeNs

Co3paBsaTtb NONOXUTENbHbIN MMNOX OopraHn3aunm




MPUHMMaTb Mepbl NO Pa3pPeLLEeHNI0 KOHPAMKTHBIX CUTYaL MU

MpuMeHATb MHPOPMALLMOHHO-KOMMYHUKALMOHHbIE TEXHONOTUN

ObecneunBaTb KOHOMAEHUMANBHOCTb B MPUEMHOW M KabuHeTe pyKoBoAMTeNs,
COXPaHATb KOHOUAEHUMANbHYIO MHPOPMaLMIO B TaliHe

Heobxogumble 3HaHMA | [paBuaa opraHM3aumnm npuema noceTutenem

MpasBuna genosoro obLieHus

MpaBuna peyeBoro 3TUKeTa

MpaBuna yCTaHOBNAEHWUS KOHTaKTa, NOAAEP!KAHMA U Pa3BUTUS MENKINYHOCTHbIX
OTHOLLEHUN

CTpyKTypa opraHusauum M pacnpegeneHve OyHKUMA MexXay CTPYKTYPHbIMU
nogpasaeneHuamMm u cneumanmnctamm

MpaBuaa opraHnsaumm npuemos B oduce

3TUKET 1 OCHOBbI MEXAYHAaPOAHOro NPOTOKO1a

MpaBuna cepBMPOBKM YaitHoro (KodeliHoro) ctona

I'Ipanma npuroToBaeHnAa n noaavyn ropAvYnX HaNnUTKOB U 3aKYCOK K HUM

MpaBuna 3aWwuTbl KOHOUAEHUMANBHOM CNyKebHON MHPOopMaLUn

Apyrve -
XapaKTePUCTUKM

3.3.6. TpygoBana ¢yHKUMA

HanmeHoBaHue | OpraHmsauma noaroToBKM, NpoBeaeHUa 1 Kopa C/06.6 |YposeHb B




0bcnyKMBaHUA KOHOEPEHTHbIX MEPONPUATUIA (nogyposeHb)

MpoucxoxaeHue
Tpy£oBoh GyHKLMMU

KBa/IMPUKaLnm
3anmcTBOBaHO U3
OpwuruHan X
opurMHana
Koa PernctpaumoHHbIn
opuUrnHana HOMmep
npodeccMoHanbHOro
CTaHZapTa

TpyaooBble AencTeus

NMoaroToBKa NOBECTKU AHA MeponpuATUA

OdopmneHne cnmncKa y4acTHUKOB MeponpuUATUSA

NHbopmMpoBaHME YYAaCTHUMKOB O HamMeuvalowemMca MeponpuATUN U YCOBUAX
yyactus

Bbibop mecTa 1 BpemeHW NpoBeseHUs MeponpUaTUA

MoAroToBKa NpeaBapuTebHON CMeTbl PacXo40B

Paccbinka I'IpVIFI'IaLLIEHVIﬁ noarsepanBlLIMM y4acTue B MeponpnaTnumn

C60p TEKCTOB [OKNAA0B M NPOEKTOB UTOTOBbIX AOKYMEHTOB Y AOK/NaAYMKOB

Paccbinka  MHOOPMALMOHHBIX ~ MaTepPManoB  Yy4yacTHMKAM  KOHQPEPEHTHOro
MeponpuAaTUA

CocTaBneHue ABOYHbIX IMCTOB M CMINCKA perncTtpaunm y4aCtTHMKOB MeEPONPUATUA

3aKynKa KaHLenapCcKMx TOBapoB 1 NpoAyKToB Ansa obecnevyeHns Kode-nays

PeweHune BOMPOCOB TEXHNYECKOIO OCHALWEHNA meponpnAaTmnAa




MNomoub B NOAroToBKe A0KAa4A pyroBoaAuUTENA, NPe3eHTAUNOHHbIX MaTepnasioB

OpraHusauma NnoAroToBKM Npes3ngmyma n paboumx MecT y4aCTHUKOB

OpraHu13aums BCTPEYM 1 PErMCcTPaLMA Y4aCTHUKOB MEPONPUATUA

BeaeHue NpoToKoaa MeponpuaTuna

OpraHu13aums cepBUCHOTO 06CyKMBaHUA BO BpeMsa Kode-nays

OpraHmsauma  KynbTypHO-MAcCoOBbIX  MEPOMNPUATUIA,  TPAHCMOPTHOIO W
roCTUHUYHOro obecneyeHus

Heobxoanmble ymeHUn

OpraHv3oBbIBaTb  MPOLECC MOAFOTOBKM K  MNPOBEAEHUI0  KOHdEpeHTHOro
MepPoNpUATUA MHAMBKUAYANbHO W B COCTaBe paboyel rpynnbl

JOKyMeHTMPOBaTb pasHble 3Tanbl MNpoLeaypbl MOATOTOBKM W NpPOBEAEHUs
KOH$EepPEeHTHOro meponpuaATnA

MepesaBaTb  WHPOpPMaUMIO,  OOKYMEHTbl M MaTepuanbl  y4acTHUKAM
KOHpEPEHTHOro MeponpuATUA

MoarotasanBath U 060pyA0BaTb CTON NPe3naMyma M paboume mecTa y4acTHUKOB
coBellaHuA (3aceaaHus)

CepBupoBaThb YaliHblli (KOdelHbI) cTON BO BpemMa NpoBeAeHus Kode-nays

Cobntoaatb NpaBMaa A4eNOBOro 3TUKETA M MPOTOKOAA

Moaaep»KMBaTb UMUAXK OpPraHn3aLmnm

Co3paBaTb MMUAXK CEKPETapsA, COOTBETCTBYIOLWMIA UMUANKY OpraHu3aLmm

PabotaTb Cc uWHbOpmauMei, aHaNM3MpPOBaTb W NPeACTaBAATbL ee B
CMCTEMATM3NPOBAHHOM BUAE

ObecneunBaTtb 6e30MacHOCTb AeATENbHOCTU OPraHn3auunmn




anMEHﬂTb MHd)OpMaLI,VIOHHO-KOMMYHVIKaLI,MOHHbIe TEXHOI0TUN

ObecneunBaTb KOMPOPT Y4aCTHUKOB KOHPEPEHTHOro MeponpuUATUA, NOMOraTb B
BOMPOCaX NPOXKMBaHWNA, TPAHCMOPTHOro obecneyeHnn

Heobxoanmble 3HaHUA

Komnnekc OPraHN3aUuMOHHO-TEXHUYECKNX MepOﬂpMﬂTMﬁ no noarotoske w
nposeaeHMto COBELLI,aHMVI M Neperosopos, B TOM HUCNE MeXAYyHAPOOHbIX

MpaBuna BeaeHWsi, MNOArOTOBKM U OQOpMAEHUA MNPOTOKONAa W ApYyrux
[OKYMEHTOB, CO3JaBaemblXx B Mpouecce MNOATOTOBKM  KOHbEepeHTHOro
MeponpuATUs

CoctaBneHune cmeTbl pacxoaos

OCHOBbI HanNMcaHUA peyei M LOKNAL0B PYKOBOAMTENS

MpaBuna yCTaHOBNAEHWS KOHTaKTa, NOAAEP!KAHMA U Pa3BUTUSA MEKANYHOCTHbIX
OTHOLLEHUN

MpaBuna [enosoro obleHns, 1eN10BOro 3TUKETa

DTUKET U OCHOBbI MeXayHapoaHOro NpoToKoNa

MpaBuna NpoBeAeHUA AeN0BbIX NEPEeroBopos

MpaBuna 3aWwuTbl KOHOUAEHUMANBHOM CNyKebHON MHPOopMaLUn

TpeboBaHMA OxpaHbl Tpyaa

dpyrue
XapaKTepUCTMKM

3.3.7. TpypoBana ¢yHKUMA

HavmeHoBaHMe |OpraHu3aumsa UCNONHEHUS peLleHui, Kog C/07.6 |YposeHb B




OCYLLECTB/IEHNE KOHTPOIA UCTIO/IHEHUSA (nogypoBeHb)
Nopy4YeHUn pykoBoauTens KBaNMpUKaLum

MpoucxoxaeHue
Tpy£oBoh GyHKLMMU

3anmcTBOBaHO M3

OpwuruHan X
opurMHana
Koa PernctpaumoHHbIn
opuUrnHana HOMep
npodeccMoHanbHOro
CTaHAapTa

TpyaooBble AencTeus

[oKkymeHTanbHOe 0pOPMAEHME PELLEHNIA PYKOBOAUTENSA

[doseageHne Oo cBedgeHMa  paboOTHMKOB  OpraHM3auMM  pacnopsxeHui
pyKkosoauTens

KoopanHauma geateNbHOCTM N0 MCMOJIHEHUIO PELLEHUI pyKOBOANTENA

BepeHue CpoKOBOro TeKyLwero v npeaynpeamtesibHoro KOHTpoaA

MpoBepKa UCNOAHEHNA NOPYYEHUI PYKOBOAMTENS B YCTAHOBNEHHbIA CPOK

MpeaynpexaeHne cOTPyAHMKOB 06 MCTEYEHUM CPOKA MCMOJHEHWUA MOPYYEHUN
pyKkoBoauTens

®PuKcauma NCNoHEHUA NOPYyYEHUI

CocTaBneHve OTYETOB M aHAMTUYECKMX CMPABOK O BbINOJHEHUWU NOPYYEHUN U
peleHnii pykosogutens

Heobxogumble
ymMeHun

BecTn cpoKOBYHO KapTOTEKY

BecTn y4yeTHble perMcTpauuoHHble $GOpMbl, UCMOAbL30BaTb MX AnA paboTbl no
KOHTPO/110 UCNOJTHEHWA NOPYYEHUI PYKOBOAMUTENA




PaboTaTb C VIHd)OpMaLI,VIel\/‘I NO KOHTPOJ1HO, CUCTEMATU3NPOBATL €€ U NPeacTaBaATb
B BuAeE CBOAHbIX 4OKYMEHTOB

Mcnonb3oBaTb  cpenctBa KOMMyHMKauMu — gas  nepefadn  nopyyvyeHui
pykoBoauTens

Mcnonb3oBaTb coBpemeHHble cpeactBa cbopa M 06paboTKM  KOHTPOJIbHOWM
nHpopmaymm

MpuMeHATb MHHGOPMALLMOHHO-KOMMYHUKALMOHHbIE TEXHONOTUN

OueHunBaTtb Pe3ynbTaTbl B pPaMKaX NOCTaB/IEHHbIX 3a4a4

OcyLLecTBAATb KOHTPOb UCMNOIHEHWNA NOPYUYEHUI PYKOBOAMUTENA COTPYAHNKAMMU

Heobxoanmble 3HaHUA

Obuwme TpeboBaHMA K CPOKAM MCMNONHEHUA [OOKYMEHTOB M KOHTPO/bHbIM
bYHKLMAM CNYKObI AOKYMEHTAUMOHHOIO obecneyeHums

MpuHLMnbl, cnocobbl UHGOPMMPOBAHMA COTPYAHUKOB

3T1Ka AeNnoBoro obLieHns

YnpaBneHYecKas CTPyKTypa OpraHv3aLuu, PyKoBOACTBO OpraHu3aLmu, obpasubl
NnoAnucei PyKoOBOAALLMX COTPYAHMKOB, KPYr UX MOJIHOMOYMI U OrpaHUYEHUs KX
30H OTBETCTBEHHOCTM

MHCTpYKUMU NO 4enonpoun3BOACTBY M APYIMM JIOKAZIbHbIM HOPMATUBHbBIM aKTaMm,
YCTaHaB/IMBaOWMM NOPALOK peainsalmmn ynpasaeH4eCKNX npoueayp

Apyrve
XapaKTePUCTUKM

3.3.8. Tpynosble yHKUUK

HauvmeHoBaHue |OpraHmsauma v nogaeprkaHume Kopa C/08.6 |YposeHb B




dYHKLMOHanbHOro paboyero NpocTpaHCTBa (nogyposeHb)
NpUeMHOI 1 KabuHeTa pyKoBoauTeNs KBaNMpUKaLum

MpoucxoxaeHue
Tpy£oBoh GyHKLMMU

3anmcTBOBaHO M3

OpwuruHan X
opurMHana
Koa PernctpaumoHHbIn
opuUrnHana HOMep
npodeccMoHanbHOro
CTaHAapTa

TpyaooBble AencTeus

ObecneyeHune pa6oqero MecCTa pyKoBOAUTENA H606XOAMMbIMM cpeacrsamum
OpI'aHM3aLI,MOHHOVI TEXHUKU, KAHUENAPCKUMUN NPUHAONEKHOCTAMU

OpraHunsauus npuemHon oduca B COOTBETCTBMM C TPEHOBAHUAMWN IPrOHOMUKN U
Ky/bTypbl TPYAa

OpraHusaums ohopMNEHMA UHTEPbEPA NPUEMHOI PYKOBOAUTENS

ObopynoBaHne paboyero mecta OPrTEXHWKOM, MEPCOHAJIbHbIM KOMMbIOTEPOM,
BCMOMOTaTeIbHOM TEXHUKOWM

OpFaHM3aLI,MFI O60pyAOBaHVIFI I'IpVIeMHOﬁ CncTeMamMmm XpaHeHwuAa, HEO6XOAMMbIMM
I'IpMCI'IOCO6!'IEHMFIMVI, obecnevyeHuns KaHUeNApPCKMMU ToBapamu

ObecneyeHune XxpaHeHMA U 3aMeHbl PACXOAHbIX MaTePMaoB, NOBCEAHEBHbIN yXoa,
33 OprTeXHUKOM

3akKas KaHLENAPCKNUX TOBApPOB, TMTMEHNUYECKNX TOBAPOB, NPOAYKTOB NNTAHUA

Heobxogumble
ymMeHun

CosfasaTb ycnoBus, obecneumnsatowme apdeKkTMBHYIO paboTy pykoBoanuTens

anMEHHTb B COOTBETCTBMM C Ha3HayeHMem Cpeacrtea Opl’BHVIBBLI,VIOHHOVI
TEXHUKU, KaHUENAPCKKNE NPUHAANEKHOCTUN




OcHalwaTtb paboyee MecTo pyKoBOAMTENA U CBOe paboyee MeCcTo HeobXoaMMbIM
obopyaoBaHMem

OcyLWecTBAATb 3aMeHY PaCXOAHbIX MaTepunanos, YX0 3a OPrTeEXHUKON

OcyLLecTBNATL NOBCEAHEBHbIN YX0Z4 33 KOMWPOBAJ/IbHbIM annapaTom, 3aMeHy U
XpaHeHWe KapTpuaKen, ToHepa

HOHTpOI’IVIpOBaTb COCTOAHME W MNONOJIHATb 3anacbl KaHUEeNAPCKUX TOBapoOB,
cpeAacTs rmrneHbl, NPOAYKTOB NUTAaHUA

Heobxoanmble 3HaHUA

TpeboBaHMA OXpaHbl TPyAa, NPOU3BOACTBEHHON CaHUTApPMM, NPOTUBOMNOXKAPHOW
3aLLmTbI

OCHOBbl MpPaBW/IbHOW OpraHM3auMM Tpyda W  MeToAbl MOBbIWEHUS ero
3ppeKTMBHOCTU

OCHOBbI 3prOHOMMUKM 0durCca U GIOPUCTUKM

CTaHAapTbl U peKoMeHAaLMN Mo 060pyA0BAHUID OPUCHBIX MOMELLLEHUIA

CocTaB OpraHM3aLMOHHOM TEXHUKM, ee YCTPOMCTBO M NOPAAOK PaboTbl C Hel

Apyrve
XapaKTePUCTUKM

3.3.9. Tpyposasa GpyHKLUMA

Pa3paboTKa NoKaNbHbIX HOPMATUBHbIX aKTOB, YpoBeHb
HaumeHoBaHMe | pernameHTUpyowmnx paboTy cekpeTaps Koa | C/09.6 |(nogypoBeHb)
KBannpuKaumm

MpoucxoxaeHue
TpyaoBoh GyHKLMMU

3anmcTBOBaHO U3

OpwuruHan
opurnHana



Koa PernctpaumoHHbIN
opuUrnHana HOMmep
npodeccMoHanbHOro
CTaHZapTa

TpyapoBble AencTauns

Pa3paboTKa fO0MKHOCTHOW MHCTPYKLUMKN CEKpETaps

Pa3paboTKa No/foXKeHUA O CEKpeTapuaTte

Pa3paboTka MHCTPYKLMK MO Ae/10NPOn3BOACTBY

Heobxogumble
ymeHua

CoctaBnAtb n Od)OpMJ'IHTb OpraHn3aunMoHHbIE N MeTogNYeCKMeE AOKYMEHTDI

PenaktnpoBaTtb TEKCTbI CYKeBHbIX OKYMEHTOB

PabotaTb CO BCell COBOKYMHOCTbIO WHPOPMALMOHHO-AOKYMEHTAUMOHHbIX
pecypcoB opraHMsauum

Monb3oBaTbcA 6azamu faHHbIX, B TOM YnCae yaaneHHbIMM 6azamu JaHHbIX

Mcnonb3oBaTb CNpaBoYHble NPaBOBble CUCTEMbI

PaboTaTb C KOMMNbIOTEPOM, KaTasioramu (Mankamu) u dannamm, CKaHepom

Monb3oBaTbCA OPUCHBIM MAKETOM (TEKCTOBbLIN peaakTop, Tabanubl)

Monb3oBaTbcA NepudepuitHbIMK YCTPOMCTBAMM U OPITEXHUKOM

Monb3oBaTbCA SNEKTPOH HOM nou4ToMn

Monb30BaTLCA CUCTEMAMM 3NEKTPOHHOTO AOKYMEHTO060opoTa

Heobxoanmble 3HaHNA

MpaBoBble OCHOBbI yMnpaBieHUA (OCHOBbl aAMMHUCTPATMBHOrO, TPYAOBOrO U
rpa*kaaHcKoro npasa)

,D,EIZCTBYI-OLIJ,VIG npaBoBbleé  aKTbl, HOPMAaTUBHO-MeTOAUYECKUE  OOKYMEHTHI,




obecneyeHus ynpasaeHuA

rocygapcCrtBeHHble CTaHOaAPTbl, onpeaenAaruime nopAgoK AOKYMEHTAUMOHHOro

30H OTBETCTBEHHOCTU

CTpyKTypa, PYKOBOACTBO CTPYKTYPHbIX noapasaesneHunii, obpasubl nognucei numu,
MMEIOLNX NPaBo MOAMUCAHUA U YTBEPKAEHNA [OKYMEHTOB, U OrPaHUYEHMA UX

I'Ipanma AOKYMEHTAULMOHHOIo obecneyeHus AeATENbHOCTU OPraHn3aunmn

Mopaaok paboTbl ¢ AOKYMEHTaMM

dKTaMU N rocyaapCrBeHHbIMU CTaHAAPTaMMN

TpE6OBaHVIFI, npeagbAasnaemblie K JOKYMEHTAaM B COOTBETCTBMMN C HOPMATUBHbIMU

WHCTPYKLUMIA, pernameHToB)

Mpasuna COCTaB/eHMUA OpraHM3aunOHHbIX

OOKYMEHTOB  (MO/IOXKEeHUH,

Bunabl AOKYMEHTOB, UX Ha3HayYeHue

OCHOBbI AOKYMEHTHOW INHTBUCTUKM

TpeboBaHMA oXpaHbl TpyAa

Apyrve
XapaKTePUCTUKM

3.3.10. TpygoBsas ¢yHKUMSA

HanmeHoBaHue

MpoucxoxaeHue

CoctaBneHue n obopmneHme
ynpaBAeHYeCcKon AOKYMEHTALLMM Koa

C/10.6

YpoBeHb
(noayposeHb)
KBannpuKaumm

3aMmCTBOBAHO U3
OpwuruHan

TpyaoBoh GyHKLMMU opurnHana




Koa PernctpaumoHHbIN
opuUrnHana HOMmep
npodeccMoHanbHOro
CTaHZapTa

TpyapoBble AencTauns

CocTaBneHMe MNPOEKTOB pacrnopaauTeNbHbIX (NPWKasbl, pacnops:KeHua) wu
MHPOPMAUMOHHO-CNPABOYHbIX [AOKYMEHTOB (CNyKebHble nucbma, CrnpaBKy,
AOKNaaHble n cny>KebHble 3anncKn)

MeyaTb cnyKebHbIX LOKYMEHTOB U APYIMX MaTepnanos

PasmHoXxeHne Cﬂy>+(€6HbIX AOKYMEHTOB

KOHTpONb NpPOXOMAEHMA OOKYMEHTOB B  OpraHuMsaumm (cornacoBaHue,
nognucaHue u yTBepKaeHne JOKYMeHTa)

Heobxoanmble ymeHUn

Pepaktnposatb TEKCTbI C!'Iy)Ke6HbIX AOKYMEHTOB

Monb3oBaTbCA YHUPULMPOBAHHBIMM GOPMaMM JOKYMEHTOB

Odopmnatb KaccoBble UHAHCOBbIE AOKYMEHTbl W AOKYMEHTbl MO Yy4yeTy
HaKNagHbIX Pacxoa0B

MeyaTaTtb CJ'Iy)KE6HbIe AOKYMEHTDI

Monb3oBaTbcA NepudepuitHbIMK YCTPOIMCTBAMM U OPITEXHUKOM

PaboTatb C KOMMNbOTEPOM, CKaHEPOM

Monb3oBaTbcA 0OPUCHbIM NAaKETOM (TEKCTOBbIV peaakTop, Tabmubl)

Monb30BaTbCA 3/IEKTPOHHOM NOYTOM

Monb3oBaTbCA cUCTEMAMM 31EKTPOHHOTIO ,EI,OKyMeHTOO60pOTa




Ob6ecneuynBaTtb 6€30MaCcHOCTb AeATeNbHOCTU OPraHn3aunmn

Heobxoaumble 3HaHUA

MpaBoBble OCHOBbI ynpasBaeHua (OCHOBbI aAMUHUCTPATMBHOTO, TPYAO0BOTO U
XO3ANCTBEHHOrO Npasa)

CTpyKTypa opraHu3aumn, pyKOBOACTBO CTPYKTYPHbIX NogpasgeneHuii, obpasiibl
noanucel NnL, MMELWMX NPaBo NOAMUCAHUA U YTBEPKAEHUA LOKYMEHTOB, U
OrPaHNYEHUS UX 30H OTBETCTBEHHOCTU

MpaBunna AOKYMEHTALUMOHHOIo obecneyeHns AeaTelbHOCTU OpraHM3aumm

MopAaAoK paboTbl C 4OKYMEHTaMM

TpeboBaHusA, NpeabaABaAsemble K JOKYMEHTaM B COOTBETCTBUM C HOPMATUBHbIMU
aKTaMu U rocyAapCTBEHHbIMM CTaHAAPTaMM

Bunabl AOKYMEHTOB, UX Ha3HaYeHue

Mpasuaa cornacoBaHUA 4OKYMEHTOB OpraHM3aLmmn (BHyTPEHHEro U BHELLHEro)

Mpasunia noaANMCaHNA N yTBEPKAEHNA LOKYMEHTOB

Mpasuna coctaBneHna W odpopmaeHUAa  MHPOPMALLMOHHO-CNPABOYHbIX,
yMpaB/iieHYeCKUX AOKYMEHTOB U CY»KebHbIX nnucem

OcHosBbl AOKYMeHTHOﬁ JNINHIBUCTUKHU

lpammaTHuyecKme nNpaBuaa PycCKOro A3blKa

TpeboBaHMA oXpaHbl TpyAa

Lpyruve
XapaKTepPUCTUKM

3.3.11. TpygoBana ¢pyHKLUMA




OpraHusauus paboTbl ¢ AOKYMEHTaMU B YpoBeHb

HavmeHoBaHMe |npuemHol pykoBoguTens Kog C/11.6 |(noaypoBeHb)
KBa/IMPUKaLnm
MpoucxoxaeHue 3anmcTBOBaHO U3
P o A OpwuruHan X
Tpy£oBoh GyHKLMMU opurMHana
Koa PernctpaumoHHbIn
opurMHana HoMmep
npodeccnoHanbHOro
CTaHZapTa

TpyanoBble AencTeus

MonyyeHue, nNpeaBapuTeNbHOE PACCMOTPEHME M COPTMPOBKA MOCTYNAIOWMX B
NPUEMHYIO PYKOBOAUTENA LOKYMEHTOB

MoAroToBKa AOKYMEHTOB 4717 PAaCCMOTPEHMSA PyKoBOAUTENEM

Yuer AOKYMEHTOB, NOCTYyNakoWnX Ha UMA pyKoBoAUTENA

OpraHusauma 4OCTaBKU LOKYMEHTOB UCMONHUTENAM

BepeHue MHPopMaLMOHHO-CNPABOYHOMN PaboThbl

KOHTPOAb MCNONHEHWA OKYMEHTOB M NOPYYEHNI pyKOBOAUTENSA

Heobxogumble
YMeHUA

PaboTaTb C BXOAALEN, UCXOAALLEN, BHYTPEHHEN AOKYMEHTaUNeEN

Monb3oBaTbCA CMCTEMAaMM 3/1EKTPOHHOMO AOKYMeHTO0bopoTa Ana perncrpaumu,
KOHTPO/11 LOKYMEHTOB Y MHPOPMaLMOHHO-CNPABOYHOMN PaboTbl C AOKYMEHTAMM

anMEHﬂTb VIHd)OpMaLI,VIOHHO-KOMMYHMKaLI,MOHHble TEXHONOTMN ONnA pa6OTbI C
AOKYMEHTaMU

CoctaBnAtb U Od)OpM/'IFITb HOPMaTUBHbIE aKTbl




Heobxoanmble 3HaHUA

HOpMaTVIBHbIe npaBoBbleé aAKTbl, HOPMATUBHO-METOAUYECKMUE  OOKYMEHTHI,
rocygapcCrtBeHHble CTaHAQPTbl, onpeaenAaouwme nopAaoK AOKYMEHTALMOHHOIO
obecnevyeHus ynpassieHnAa

CTpyKTypa opraHusaLmm, pyKoBoACTBO CTPYKTYPHbIX NOAPa3aeneHni

COBpEMEHHbIe MHd)OpMaLI,VIOHHbIe TEXHONOTNN pa60TbI C AOKYMEHTaMM

MopsAaoK paboTbl C AOKYMEHTaMM, CXeMbl OKYMeHToo60poTa

I'IpaBmla pa6OTbI C BXo4AWNMU, ncxogawmmm M BHYTPEHHUMU AOKYMEHTAMU

MpaBuaa opraHM3auMm KOHTPOJIA UCMOJIHEHMA AOKYMEHTOB U TUMOBbIE CPOKMU
WCMOJIHEHUA AOKYMEHTOB

MpaBuna cocTaBNeHUA aHANUTUYECKUX CNPaBOK MO OpraHusauum pa60Tb| C
AOOKYMEHTAMU U KOHTPOJ1KO UCNOJTHEHNA AOKYMEHTOB

Mpasuna cosgaHua W BedeHUAa 6a3 AaHHbIX CAYXKEOHbIX [AOKYMEHTOB B
opraHusauum

Cucrtemol 9/1EKTPOHHOTIO AOKyMEHTOO6O poTa

TpeboBaHMA OxpaHbl Tpyaa

dpyrue
XapaKTepUCTMKM

3.3.12. TpypoBaa pyHKLUMA

OpraHu3aums XpaHeHUs LOKYMEHTOB B YpoBeHb

HavmeHoBaHMe |npuemHoM pykoBoguTens Kog C/12.6 |(noayposeHb)

KBanuduKaumm




MNpoucxoxaeHue
TPYAOBOW GYHKLMM

3anmcTBOBaHO U3

OpuruHan X
opurMHana
Kopg PerncrpaumoHHbIN
opurMHana HOoMep
npo¢deccnoHanbHOro
CTaHAapTa

TpyaoBble AencTemA

PaspaboTKa pa3aenos HOMEHKNATYPbl AeN OpraHM3aumm

dopmuposaHme 1 obopmaeHne gen NOCTOAHHOTO, 40/TOBPEMEHHOIO CPOKOB

MoarotoBKa U nepegayva gen B apxms OpraHMsaumun

Heobxogumble
yMeHuA

PaspabaTtbiBaTb HOMEHKMATYPYy QAN OpraHu3auMM C Y4eTom AeNCTBYIOLWUX
HOPMaTUBHO-METOANYECKUX OOKYMEHTOB

Mcnonb3oBaTb HOMEHKAATypy AOen MNpu M3yYeHUM CTPYKTYPbl OpraHusaumm,
COCTaB/IEHUW ONUCEN aen

dopmupoBatb UM opopmMAATL Aena B COOTBETCTBUM C  YTBEPXKAEHHOM
HOMEHKNATYpOI Aen opraHn3aumm

ObecneunBatb COXPaHHOCTb OKYMEHTOB OpraHn3auunun

Mpon3BoaUTL NOATOTOBKY AeN A4 Nepesaym B apxms

MpumeHATb VIHd)OpMaLl,VIOHHO-KOMMyHMKaLI,MOHHble TeXHoNorMn AanA pa6OTbI C
AOKYMEHTaMU

Heobxoanmble 3HaHUA

HOpMaTI/IBHbIe npaBoBbleé  aKTbl, HOPMAaTUBHO-MeTOAUYECKUE  OOKYMEHTHI,
rocygapcCrtBeHHble CTaHOAPTbl, onpeaenAauwime nopAgoK AOKYMEHTAUMOHHOIo
obecneveHus ynpasaeHuA

Buabl HOMeHKnatyp, O6LLI,Me TpE6OBaHMF| K HOMeHKNnaTtype, MeToAUKa ee




CoCTaB/ieHnA U Od)OpMI'IEHMFI

Mopagok ¢opmupoBaHMA Kn odopmneHua [en € yKasaHuem cneundukm
dopmMUpoBaHMA OTAENbHbIX KaTeropuin aen

I'Ipanma XpPaHeHWA Aen, B TOM 4Ynucie ¢ AOKyMeHTaMu orpaHM4YeHHOro AocCtyna

MpaBuna BblAAYMN U UCNONB30BAHUA JOKYMEHTOB N3 CHOPMUPOBAHHBIX AeN

TpeboBaHMWA oxpaHbl TpyAa

MpaBuaa NOArOTOBKM U Nepeaayn Aes B apxms opraHnsaumm

Apyrvie -
XapaKTePUCTUKU

3.3.13. Tpyposble GyHKUUM

YpoBeHb
HanmeHoBaHne |ObecneuyeHune pykosoauTens MHpopmaumen Kog | C/13.6 |(nomypoBeHb)
KBannduKaLmm
MpouncxoxaeHne 3aMMcTBOBAHO U3
P ,'a' OpuruHan X
TPyAoBOM GYHKLMU opurMHana
Kog, PernctpaumnmoHHbIi
opuruHana HoMep
nNpo¢deccnoHanbHOro
CTaHgapTa
TpyaoBble AencTens Cbop u nepepabotka uMHPopmaumu, HeobxoAMMOW AN NPUHATUA

060CHOBAHHbIX ynpaBseH4YeCKnNX DEUJEHMﬁ




MpoBepKa [OCTOBEPHOCTM, MOAHOTbI W HENPOTMBOPEYMBOCTU  AAHHbIX,
NCKAloYeHne aybampoBaHusa MHGopMmaLum

MNpepocTaBneHne AaHHbIX B e4MHOM M yA06HOM ans BocnpuATMA dopmare

BbiABneHMe Hanbonee 3HaYMMbIX KpUTEPUEB CUCTEMATU3ALMM MHDOPMALMM ANS
co3gaHuA 6a3 AaHHbIX

dopmnpoBaHme 1 UCnosib3oBaHWe 6a3 AaHHbIX B OpraHM3aumm

Heobxoanmble ymeHUn

OcywecTtenatb cbop, o0bpaboTKy M aHanu3 MHPOPMaLMM B COOTBETCTBUM C
TpeboBaHMAMM  KPATKOCTU, YETKOCTM  GOPMY/IMPOBOK, CBOEBPEMEHHOCTM
NOCTYNAEHUA, TOYHOCTM M [OCTOBEPHOCTM, ONTUMANbHOCTU CUCTEMATU3ALUM,
HenpepbIBHOCTM cbopa U 06paboTkn MHPopmaumm

OcywecTBNATb perncTpaumio, HakonieHme 1 nepegady, cMcTtemaTusnmpoBaHHoe
XpaHeHune u Bblgady MHbopmaummn B Tpebyemoit popme

CoctaBnAtb U Od)Ole'IﬂTb CBOAHbIE, OTYETHbIE, CTAaTUCTUHECKNE OOKYMEHTbI

OcyuwecTBnATb 00pabOTKY U CTPYKTYpupoBaHWe uHPopmaumn, obpasys
MHOOPMaLMOHHbIE pecypcbl

BBOAUTb HOBblE AaHHbIE B Cl'lpaBOLIHO-MH(I)OpMaLI,MOHHbIe CncTembl

BBOAWTb B NaMATb KOMMbIOTEPA 3NEKTPOHHbIE 06Pa3bl AOKYMEHTOB

Mpou3BoguTb MNOUCK WMHPOPMaUMM B CyWecTBylOWMX 6asax AaHHbIX, BECTM
MHPOPMALMOHHO-CNPaBOYHY0 pPaboTy Ha OCHOBE pPas/NMYHbIX KOMBMHAUMNA
NOWCKOBbIX NPU3HAKOB

anMEHﬂTb I/IH(bOpMaLI,VIOHHO-KOMMYHVIKaLI,MOHHble TEXHOI0TUN

Heobxoammble 3HaHWA

OcobeHHOCT POPMMPOBAHMA BHELWHUX W  BHYTPEHHMX WHPOPMALMOHHDBIX
NOTOKOB




CocTaB BHELHKUX VIH(I)OpMaLI,VIOHHbIX NOTOKOB

CocTaB BHYTPEHHMX MHPOPMALMOHHbIX MOTOKOB

CTpyKTypa opraHu3aLmm 1 NopaaoK B3aMMOAENCTBMA NOAPA3AeNeHUI U CyKb

OcobeHHocTM popmMmmupoBaHUA a3 AaHHbIX B OpraHU3aLmnm

CoBpemeHHble Hay4Hble MeToAbl U TeXHUYecKue CpeacTBa, CnocobcTeylowme
cbopy, 0bpaboTKe, COXpaHEHMIO U Nepesaye MHGOPMALMOHHbIX MOTOKOB

MeToapl 06paboTkM MHPOPMALMKN C MPUMEHEHNEM COBPEMEHHbIX TEXHUYECKUX
CPeACcTB KOMMYHUKALUMIA U CBA3U, BbIYUCIUTENIbHOM TEXHUKN

TpeboBaHWA oxpaHbl Tpyaa

Apyrve -
XapaKTePUCTUKM

3.3.14. TpygoBsas ¢yHKUMA

OpraHu3auma MHPOPMaLMOHHOTO
B3ZMMOAELI;ICTBVIH¢ FI)-(OBI(-)l,D,MTenFIC YposeHb
HanmeHoBaHue Py Kog | C/14.6 |(noaypoBeHb)
noApasaeneHnaAMM U AOKHOCTHBIMW IULLAMMU
KBaMpUKaumnm
OopraHu3auuu
MpoucxoxaeHue 3anmcTBOBaHO U3
P . A OpwurunHan X
Tpy£oBoh GyHKLMMU opurnHana
Kog, PerncrpaumoHHbIN
opurMHana HOoMep
npodeccnoHanbHOro

CTaHAapTa



TpypoBble AencTaus

NHdopmmpoBaHMe paboTHMKOB OpraHM3aL M O peLLeHMAX PyKoBoanUTens

OpraHusauma obmeHa  MHboOpMaumer  mexkay  nogpasaeneHuamum  wu
AO/IKHOCTHBIMM NMLL@MU OpraHn3aumnm

OnoseleHune pa6OTHMKOB O NpeAcCToAWNX MeponpnATUAX

OpraHu13auma BCTpeY TPYA0BOro KOMNEKTUBA C PYKOBOACTBOM

NHopmmpoBaHue pykoBoguTens o6 obpalleHMAX COTPYAHUKOB No pabounm wu
JIMYHbIM BOMpPOCam

Heobxogumble
yMeHuA

Mcnonb3oBaTtb COBpemeHHble TexHonorMm cbopa u nepegayv nHdopmaumnm

Ocywectenatb cbop w nepepaboTky uHOOPMALMM, HeobXoAMMOWN  Ans
AeATeNbHOCTH

OcylLecTBAATb CUCTEMATU3ALIMIO MONYYAaEMbIX U NepeaaBaemMblX AaHHbIX

OcylLecTBNATb MPOBEPKY LOCTOBEPHOCTU, MNOAHOTbI U HEMNPOTUBOPEYMBOCTM
[AaHHbIX, UCKtoYeHne ay6anmposaHua nHGopmaumnm

MpenoctaBnaTb AaHHbIE B €ANMHOM M YA0BHOM Ans BOCNpUATMA popmaTe

MHOroKpaTHO MCNOAb30BaTb MOJIYYEHHYIO Mchopmau,mo, NOCTOSSHHO OBHOBAATH
AaHHble

ObecneunsaTtb onepaTMBHOCTb MHGOPMALLMOHHbIX MOTOKOB

PaboTaTb C KOMNbLIOTEPOM, UCMOIb30BaTb ODUCHbIN NAKET (TEKCTOBbLIN peaaKkTop,
Tabnnupl)

Heobxoanmble 3HaHUA

HOpMaTVIBHbIe npaBoBble  aAKTbl, HOPMATUBHO-METOAUYECKMNE  OOKYMEHTDI,
rocygapcCrtBeHHble CTaHAapPTbl B cd)epe AeATENDbHOCTU OPraHn3aunn




nogpasaeneHuii u AOMXKHOCTHbIX AN,

CTpyKTypa  OpraHvsauuu, pPyKOBOZACTBO
HanpaBNeHUsA [OeATeNbHOCTM OpraHM3auum U KOMMETEHLMU  CTPYKTYPHbIX

CTPYKTYPHbIX  NOApasaeneHui,

nHbopmaumm

Knaccudumkauma  ynpasneHdeckon  uHpopmauumm,

BMAbl  yNpaBAeHYECKOoMn

dopmbl NpegocTaBAeHUsA YPaBieHYecKkon MHopMaL MK

NCTOYHUKM ynpaBieHYecKon nHpopmaumm

MeToauKa oT6opa UCTOYHUKOB MHDOPMALMK

TpeboBaHuA, NpeabaABAAemMble K ypaBaeHYecKol MHopmauun

TpeboBaHWA oxpaHbl Tpyaa

Apyrve
XapaKTePUCTUKM

3.4. O606LweHHas Tpynosasa GyHKLMA

NHdOopMaUMOHHO-aHaNUTNYECKaA U

OpraHM3aunMoOHHO-aAMUHUCTPATUBHAA YpoBeHb
HanmeHoBaHue Kog, D

noaaeprKKa AeATenbHOCTU pyKoBoauTena KBaMpUKaumnm

opraHusauum
MpoucxoxaeHue

o o 3anmcTBOBaHO U3
0606weHHoM Tpygoson | OpurmHan X
opurnHana
bYHKUMM
Koa PernctpaumoHHbIn

OopurnHana

Homep




npo¢deccnoHanbHOro
cTaHZapTa

Bo3moKHble HaMMEHOBaHMA
[ONKHOCTEN, Npodeccui

NomowHmK pykosoguTtens

TpeboBaHuMA K 06pa3oBaHUIO U
0byyeHuto

Bbicwee obpasoBaHue - 6akanaspuar
[ononHutenbHoe npodeccroHanbHoe obpasoBaHme

TpeboBaHuWA K ONbITY
npaKTU4eckom paboTbl

He meHee Tpex /1eT no npoduto AeATeNbHOCTU OpraHn3aLmm

Ocobble ycnoBuA AoMNycKa K
pabote

Lpyrvue xapakTepuctmkm

[ononHnTeNbHbIE XapaKTepUCTUKK

HanmeHoBaHMe fOKyMeHTa Kog, HanmeHoBaHMe 6a30BoOW rpynnbl, 4OJXKHOCTM (Npodeccum)
WY CNeLmanbHOCTU
OK3 2432 Bubnnotekapu, bubnmorpadbl, LOKYyMeHTOBEAbI U
CcneunanncTbl poACTBEHHbIX Npodeccuii
OKCO 032001 JoKymeHToBeAEeHME N AOKYMEHTaLMOHHOe obecrneyeHme
ynpasaeHua
032002 JoKymeHTauMOHHOE obecneyeHne ynpasaeHua u

apxmusosegeHue

3.4.1. Tpynosble GyHKUUK
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dopmupoBaHne MHGOPMaLLMOHHOTO YpoBeHb

HavmeHoBaHMe |B3auMMOAENCTBUA PYKOBOAUTENS C Koa D/01.6 |(noaypoBeHb)
opraHmMsauuamm KBa/IMPUKaLnm
MpoucxoxaeHue 3anmcTBOBaHO U3
P o A OpwuruHan X
TpyAoBoi GyHKUUM opurnHana
Koa PernctpaumoHHbIn
opuUrnHana HOMmep
npodeccnMoHanbHOro
CTaHZapTa

TpyanoBble AencTeus

OT60p NUCTOYHMKOB MH(I)OpMaLI,MM B COOTBETCTBUU C 3aaHHbIMU KpUTEPUNAMU

O6paboTKa 1 nHTepnpeTauma nHbopmMmaunm 418 NoAroTOBKM NPOEKTOB PeLLIEHN

MoAroToBKa 3anNpoCcoB MO MNOPYYEHMIO PYKOBOAUTENA HA MOAYyYEeHUEe LOKYMEHTOB
M WHPOpMauMM B OpraHax rocyfapCTBEHHOW BfAacTM W yNpaBAeHWs,
06LLECTBEHHbIX OPraHM3aLMAX U MNOJyYeHWe COOTBETCTBYIOLWLEN MHPOpMaLUKN U
OOKYMEHTOB

NHPopMHUpOBaHME pPYKOBOAMTENSA O pe3y/bTaTaX PACCMOTPEHWA 3anpocoB U
obpalLeHui

OpraHusauma pelleHns BOMPOCOB, He TPebylowmx HenocpeacTBEHHOrO y4acTus
pyKkoBoauTens

MogrotoBka maTepuanoB ANA y4yacTUs pPyKoBOAUTENs B paboTe pas/M4YHbIX
CTPYKTYp B COCTaBe [OCyAapCTBEHHbIX W  MYHUUMNANAbHbIX  OPraHoB,
06L,ecTBEHHbIX OpraHM3auuit

MoaroToBKka AOKYMEHTOB AAA 3aKAHYeHUA corfaweHnn o coTpyaHun4yecrtee C




AeNnoBbiMU NapTHEPaMM

NHbopMMpOBaHME OeN0BbIX MAPTHEPOB W 3aMHTEPECOBAHHbLIX OpPraHU3auuii o
peLeHnAX PYKOBOANUTENSA B XO4€E BbINOJHEHUA COraleHni

Heobxoaumble
ymeHua

AHanM3MpoBatb M OTOMpPaATb WMCTOYHUKM MHOOPMALMM B COOTBETCTBUM C
KPUTEPUAMM MOAHOTLI, AO0CTOBEPHOCTM, CBOEBPEMEHHOCTU MpPesoCTaBAEHUA
nHpopmauum

CobupaTtb, obpabaTtbiBaTb M aHanAn3nposaTb MHOOPMALMIO B COOTBETCTBUM C
3aZaHHbIMM TpeboBaHNAMM

MNepenasatb Mchopmau,mo B CUCTematnsnpoBaHHOM Bnae

ObpabaTtbiBaTb U CTPYKTypMpoBaTb MHPOpmaumto, obpasys MHPOPMALMOHHbIE
pecypcbl

Mpon3BoguTb MNOWUCK WHPOPMaUMKM B cyllecTByloWMX 6a3ax AaHHbIX, BECTM
MHPOPMAUMOHHO-CNPABOYHYO PaboTy Ha OCHOBE Pas/iMYHbIX KOMBWMHaUMIA
NOWCKOBbIX NPMU3HAKOB

Ob6ecneuynBatb MHGOPMaALMOHHYIO Be30MacHOCTb OpraHusaLmm

PaboTaTb C KOMMNbIOTEPOM, MCNOJIb30BaTb OGUCHBIN NaKeT (TEKCTOBLIV peaaKkTop,
Tabnnupl)

Heobxogumble 3HaHUSA

BHyTpeHHFIFI M BHELWHAA NOINTUKa OPraHn3auyum

MpuHLUKXNBI NPeaCcTaBUTENbCTBA B rOCY[apCTBEHHbIX OpraHax, opraHax MecTHOro
CamoynpassieHnAa, CTOPOHHUX OpraHn3aumax n NopAaaokK B3aVIMO,CJ,EI7ICTBMﬂ C HUMU

anHLI,I/II'IbI M MeToabl agMUHUCTPUPOBAHNA

OcobeHHOCT GOPMUPOBAHMA BHEWHUX W BHYTPEHHUX MHPOPMALUOHHBIX
NOTOKOB




CTpyKTYpa opraHM3aLmmn v NopsaaoK B3aMMOAENCTBUS NOAPA3LEeNEHUN U CNYKO

Mpasunna GopMmnpOBaHUA U UCNONb30BaHUA 633 AaHHbIX

CoBpeMeHHble HayyHble MeToAbl M TEXHUYECKMEe cpeacTBa, CrnocobcTeylolme
cbopy, 06paboTKe, coXxpaHeHUIO U Nepeaade MHPOpPMaL MK

MpaBuna 3awmTbl KOHPUAEHLMANBHOM CyXKebHON MHPOPMaLLUK

COBpEMEHHbIe MHd)OpMaLI,MOHHbIe TEXHON10TUN

Apyrve -
XapaKTePUCTUKM

3.4.2. Tpyposasa GyHKUMA

AHanus nHdopmaLMm 1 NOAFOTOBKA YpoBeHb
HanmeHoBaHue | MHPOPMALMOHHO-AHAUTUYECKMX Kog D/02.6 |(noaypoBeHb)

maTtepuanos KBannduKaumm
MpoucxoxaeHue 3anMMCTBOBaHO 13

P . A OpwurunHan X
Tpy£oBoh GyHKLMMU opurMHana
Kog, PerncrpaumoHHbIn
opuruHana HOomep
npodeccnMoHaNbHOro
CTaHZapTa

TpyaoBble AencTaus Cb6op, nepepaboTka 1 aHaNU3 UHPOPMALMN ANA PeLeHNA 3a4a4d, NOCTaBAEHHbIX
pyKkoBogutenem

MNoarotoBKka VIH¢OpMaLI,VIOHHO-aHaﬂVITM‘-IECKVIX mMmaTepunanos




Pa3pa60TKa TEMATUYECKOTO MNaaHa O630pHOI’O AOKYMEHTa, AOK/Nada

OnpepaeneHne Kpyra bubamorpapuyeckmx MCTOYHUKOB

Moabop UCTOYHWMKOB M UTepaTypbl Mo Teme 0630pa, AOKAaAa, aHANMTUYECKOM
CNpaBKK

Hanuncanue n odopmneHmne o63opa, AoKNaAa, aHANUTUYECKOM CMPaBKK

Heobxoanmble ymeHUn

Pa3pa6aTbIBaTb TeMaTUYeCcKuit naax o63opa, AOKnaaa, aHaIUTUYECKOM cnpaBKku

O60CHOBbIBAaTb aKTyanbHOCTb Npo6aembl, KOTOPYH MPEeACcTOUT OCBETUTb B
o630pe, goKNage, cnpaske

Monb3oBaTbCd  MHPOPMALMOHHBIMM  pPecypcamum U CUCTEMATM3MPOBaATb
WMHpOPMaLMIo NO 3a4aHHbIM KpUTEPUAM

MpaBuAbHO WMHTEPMNPETMPOBaTb MOJYYEHHblE AaHHble M NPeaoCTaBAATb MX B
CMCTEMATM3NPOBaHHOM BUeE

OI'IpELI,EI'IﬂTb Kpyr UCTOYHUKOB W NnUTepaTypbl, HEO6XO,£1,MMbIX Aana noarotoBku
MH¢OpMaLI,MOHHO-aHa!'IMTW-IECKMX mMaTepmanos

U3naratb matepuan B JlornyecKkoi nocnenoBaTe/1IbHOCTU

Mpon3BogmTb aHa/IN3 U OLLEHKY U310XKEHHOro maTepuana

OdpopMNATb TEKCT B COOTBETCTBYIOLLEM CTU/IE

PepaKtnpoBaTb TEKCT 4OKYMEHTOB

dopmMynnpoBaTh BbIBOAbI U PEKOMEHAALMM

OcywecTBnaTb aBTOMATM3aUMIO NpoLeccoB cbopa, XpaHeHWA W Bblaauu
nHpopmaymm

Monb3oBaTbCA YCTPOMCTBAMW aBTOMATU3MPOBaHHOW 06paboTKM TeKCcToBOM




nHdopmauum n GoToHabopPHbIMK YCTPONCTBAMM

MpUMEHATb BbIYUCAUTESIBHYIO TEXHUKY U MHPOPMALMOHHbIE TEXHONOTMW ANs
3KOHOMWYHON W paLMOHasIbHOM OpraHu3aumMm MHGOPMALMOHHBLIX MPOLLECCOoB,
NOBbILEHMA UX TMOKOCTU N ANHAMUYHOCTH

Mpou3BOgUTL NTEPATYPHO-CTUAUCTUYECKYID 06paboTKy TeKcTa, NpPOBEPKY
NIOTVMYECKON NOCNef0BaTeIbHOCTU U3/0XKEHWA, aHaIM3a M OUEHKM, HanucaHus
BbIBOAOB M PpeKOMeHAaumi

MpMMeHATb OCHOBbI NCUXO0TMM AEN0BOrO 06LLEHNA

Heobxoanmble 3HaHUA

HOpMaTVIBHbIe npaBoBbleé aKTbl, HOPMATUBHO-METOAUYECKMNE  OOKYMEHTHI,
rocygapcCrtBeHHble CTaHAapPTbI B cd)epe AeATENbHOCTU OpPraHn3aunn

CTpyKTypa  OpraHuMsaumu, PYyKOBOACTBO  CTPYKTYPHbIX  NogpasgesneHui,
HanpaB/feHUA [OeATe/NbHOCTM OpraHusauuMuM U KOMMETEHUMU  CTPYKTYPHbIX
nogpasaeneHmum n AOJKHOCTHbBIX NL,

Knaccndukauma  ynpasneHyeckon uMHOpMaLMM, BUAbl  YNpaB/ieHYECKOW
nHbopmaumm

dopmbl NpegocTaBAeHUA ypaBieHYeckon MHbopmaLmm

NCTOYHMKM ynpaBneH4yecko uHbOPMALMKM, MeToAMKa OoTbopa WCTOYHMKOB
MHbOPMaLum

TpeboBaHuA, NpeabaBAAemble K ynpaBaeHYecKol nHopmauum

OcobeHHoCcTM pedepupoBaHns WMHbopmauun, cneunduka odopmaeHua U
COCTaB/IeHMA aHHOTaLMI, pedepaToB, 0630pOB, [OKIAL0B

Kateropuun notpebutenei, Ha Kotopble ByaeT paccymTaH AaHHbIM 0630p, AoKNaL4,

MeToabl O6pa6OTKM MH(I)OpMaLI,MVI C NPpUMEHEHNEM COBpPEMEHHbIX TEXHNYECKUX
cpeacts KOMMyHMKaLLMﬁ M CBA3U, BbIYNCAUTENBHOM TEXHUKM




CTpyKTypa WHOOPMAUMOHHbLIX M34aHMIKA B 33aBUCMMOCTM  OT  XapaKTepa
MHPOPMaLMK M LeNeBOro HazHaYeHUa MHGOPMALMOHHbIX U34aHUIA

CoBpemeHHble cpeacTBa cbopa, 06paboTku, cuctematmsaumm nHdopmaumnm

MNCcTOUYHMKM MHPOopMaumn: KaTanorn 6UMbANOTEK, KypHaN0oB, MOMCKOBbLIE CUCTEMBI
MHOOPMAUMOHHO-TENEKOMMYHUKALMOHHON ceTn  "MHTepHeT", 3neKTpOHHbIe
6a3bl AAHHbIX

dyHKUMOHaNbHOE Ha3HayeHue 063o0pa (bubnuorpadpuueckoro, pedpepaTMBHOrO,
aHa/IMTMYECKOrO) KaK CpeacTBa OpPUMEHTAUMKM YuTaTens B AOKYMEHTA/bHOM MU
MHGOPMALMOHHOM NOTOKe

OcobeHHOCTH 0b6LLEeHaYyYHOM M NparmMaTnyeckon GpyHKLMn 063opos

MpaBuna paboTbl ¢ BHEWHUMW HOCUTEAAMWN MHPOPMALMN

HOpMaTVIBHbIe AOKYMEHTDI, rocygapcCrtBeHHbIE CTaHAapPTbI B obnactu
AeATENbHOCTU OpPraHn3auunn

MoHAaTne n cneundpuka bubanorpaduyeckoro, pepepaTtMBHOro U aHaIMTUYECKOTO
MHDOPMALMOHHOTO U3aaHMUA

Cl'lpaBO‘-IHbIe npaBoBble CUCTEMbI

Apyrve
XapaKTePUCTUKM

3.4.3. Tpyposasa GpyHKUMA

HanmeHoBaHue

OpraHu13aums 4enoBbiX KOHTAKTOB U YpoBeHb
NPOTOKO/IbHbIX MEePONPUATNIA Koa | D/03.6 |(nogyposeHb)

KBanuduKaumm




MNpoucxoxaeHue
TPYAOBOW GYHKLMM

3anmcTBOBaHO U3

OpuruHan X
opurMHana
Kopg PerncrpaumoHHbIN
opurMHana HOoMep
npo¢deccnoHanbHOro
CTaHAapTa

TpyaoBble AencTemA

OpraHmsauma u NAAHUMPOBaHME [OEe0BblIX KOHTAKTOB, BCTPEY M NOE3[oK
pykoBoauTeNs

OpraHusauus  3acefaHuii, COBEWaHWM UM MeponpuaTMiA, NPOBOAUMbIX
pyKoBoguTenem

MoarotoBKka MaTepuasnos 418 COBELLaHWUI, BeaeHue 1 oGopmeHne NPOTOKOI0B

MoarotoBka I'Ipe3EHTaLI,VIﬁ MO YKa3aHUKO pyKoBOAUTENA

MoAroToBKa M NpoBeaeHMe Npecc-KoHdpepeHLMs pyKkoBoauTenn

BcTpeya y4yacTHMKOB neperoBopoB, obecneyeHne WX WHGOPMALNOHHBIMU
MmaTepuanamu, BeaeHue 3anmMcein neperoBopos

Heobxoanmble ymeHUn

CocTaBnATb NNAH NOE34KM pyrkoBoauUTeENA

OdopmnaTb [OKYMEHTbI, HEOBX0oANMbIE A5 AEN0BOM NOE34AKM, KOMAHAMPOBKM
pyKkoBoauTens

CoctaBnaTb M 0dOPMAATL NPOTOKO/IbI COBELWAHUI, 3acedaHuin u  Opyrux
KOHpEPEHTHbIX MEPOMPUATUIA, FOTOBUTb CMMUCOK YYaCTHMKOB, MOBECTKY AHSA,
ABOYHbIE JINCTbI U MPOEKTbI UTOTOBbIX JOKYMEHTOB

CoctaBnAtb n pecc-pennsbl

BecTu neperosopbl C NapTHepPamm




PaboTaTb B pexmnme MHOro3aga4yHocTun

PaboTaTb c 601bWIMM 06bEMOM MHDOPMALIUK

CosgaBaTtb M NOAAEPKMBATL  MNOJIOKUTENbHBIA  UMMOK OpraHuM3auuu U
pyKkoBoauTeNs

Ucnonb3oBaTb BbIYNCNTENIbHYIO TEXHUKY u MHPOPMALMOHHO-
KOMMYHUKaLUNOHHbIE TEXHONOTMW AnA 6onee 3KOHOMWYHOM M pPaLMOHaNbHOM
opraHmMsaunmM MHPOPMALMOHHBIX MPOLECCOB, MOBbLIWEHUA WX TUOKOCTU U
AVHAMMYHOCTU

ObecneunBaTb MHPOPMALMOHHYIO 6€30NacHOCTb OpraHM3aLum

Heobxogumble 3HaHUSA

HopmaTuBHble nNpaBoBble aKTbl, HOPMAaTUBHO-METOAMYECKME AOKYMEHTbI,
rocy4apCTBEHHbIE CTaHAAPTbI B chepe AeATeIbHOCTU OpraHM3aLmnm

CTpyKTypa opraHMsaumm, pyKoBoAALWMIN COCTaB OpraHM3aumMm 1 nogpasneneHun,
HanpaBAeHUA LOeATEeNbHOCTU OPraHM3auMmM U KOMMETEHUMWU CTPYKTYPHbIX
noAapasaeneHnin u AoNKHOCTHBIX LY

Mcmxonorus Aenosoro obLLeHUs, 0CHOBbI KOHGNKTONOM UK

MNpasunna nposegeHUA AeN0BbIX MeperoBopoB U NPOTOKO/bHbIX MepOI'IpMFITMﬁ

ITUKET U OCHOBbI MEKAYHAPOAHOrO NPOTOKONA

MpaBuaa cocTaBAeHUA U OPOPMIEHNA AOKYMEHTOB

MpaBwnna 3awmTbl KOHOUAEHLUMANBHOM CAyXKebHON NHPopMaLLUK

V|Hd)OpMaLI,MOHHO-KOMMVHMKaLI,MOHHbIe TEXHO/NIOTNN

Apyrvie
XapPaKTePUCTUKU




3.4.4. TpypoBana ¢yHKUMA

HanmeHoBaHue

OpraHu13aums UcnoiHeHs pewweHui
pyKkoBoauTens

YpoBeHb
Kog | D/04.6 |(noaypoBeHb)
KBanuduKaumm

MpoucxoxaeHue
TPYAOBOW GYHKLMM

3anmcTBOBaHO M3

OpwuruHan X
opuruHana

Koa PernctpaumoHHbIn
opurnHana HOMmep
npodeccnMoHanbHOro
CTaHZapTa

TpyanoBble AencTeus

[oKkymeHTanbHoe odopMaeHMe peleHUit pPyKoBoAWUTeNs, n[OBeAeHMe [0
cBeAeHUs paboTHUKOB OpraHM3aLLMmM YCTHBIX PAaCNoPAXKEHUI pyKoBoAMUTENA

KoopauHauusa aeatesibHOCTU NO UCMOJIHEHUIO PELLEHN PyKOBOAUTENS

KOHTPOAb MCNOIHEHNA PELEHNI PYKOBOAMUTENA

MoAaroToBKa OTYETOB O BbINOJIHEHUM MOPYHEHUIA U PeLIEHUIA PyKOBOAUTENSA

Heobxoaumble
ymeHua

CocTaBnatb M 0pOPMAATL LOKYMEHTbI, COAEPMKALLME NOPYUYEHUA N PACMOPAKEHNA
pyKkoBoauTens

BecTn yyeT nopyyeHWin pyKoBoaAmUTENs, TPEBYIOLWMX KOHTPOAA MO CyLLecTBy
pelweHua Bonpoca

YeTKo 1 BbICTPO NPUHMMATb peLleHna B npouecce paboTsl

np0M3BOAI/ITb aHaNn3 UCMNOIHUTEIbCKOM AncunnanHbl

CocTaBnATb aHANUTMUYECKME OT4YeTbl U CnpaBKM MO pe3ysibTaTaM UCNOJIHEHUA




NOPYyYeHUN 1 PACNOPSANKEHNN PYKOBOSUTENS

Monb30BaTLCA CUCTEMaMM 3NIEKTPOHHOTO AOKYMEeHTO060poTa

anMEHﬂTb BbIHUCNTUTENBbHYKO TEXHUKRY U MHd)OpMaLI,MOHHO-KOMMYHMKaLI,MOHHbIe
TEXHONOTNKN ONA 3KOHOMWYHOM U paLI,MOHa!'IbHOﬁ opraHmnsauu1un MHd)OpMaLI,MOHHbIX
npoueccos, noBblWEHNA UX rmbKocTn m ANHAMUNYHOCTU

ObecneuymBatb 6e30MaCHOCTb AEATENBHOCTM OpraHM3aLmUn

Heobxoanmble 3HaHUA

HOpMaTMBHbIe npaBoBbleé  aKTbl, HOPMAaTUBHO-MeTOAUNYECKNUE  OOKYMEHTHI,
rocygapcCrtBeHHble CTaHOAPTLI B ccbepe AeATENbHOCTU OpPraHn3aunn

CTpyKTypa  OpraHu3auuu, PYKOBOACTBO  CTPYKTYPHbIX  MoApasfeneHui,
HanpasneHWa AOeATeNIbHOCTU OpraHM3auum W KOMMAETEHUUW  CTPYKTYPHbIX
noapasaeneHnin U Ao IKHOCTHBIX L,

MpaBuna NpoBeAeHUA KOHTPOAA UCNOJHEHWUA NOPYYEHNI PYKOBOAMUTENA

TexHoNOrnA BeAEHUA KOHTPOA UCNONHEHNA NOPYYEHUI pyKOBOANTENA

Cncrtembl 3/1EKTPOHHOTIO AOKyMeHTOO60pOTa, 6a3bl AaHHbIX

TpeboBaHMA OXpaHbl TPyAa

dpyrue
XapaKTepUCTMKM

IV. CBeaeHus 06 opraHusaumsx - paspaboTumKkax
npodeccrMoHaNnbHOro CTaHAapTa

4.1. OTBeTCTBEHHan opraHM3aumna-paspaboTumk

HM "HaymoHanbHaa accoymaumsa oPUCHbIX CNELMANUCTOB M agMUHUCTPATUBHBIX PabOTHUKOB", ropos,

MockKsa




Onpektop XntocHesa /liogmuna NeTtposHa

4.2. HaumeHoBaHMA OpraHn3aunin-paspaboTumkos

1 AHO "AreHTCTBO CTpaTErMYeCKUX MHULMATMB MO NPOABUKEHMIO HOBbIX NPOeKTOB", ropos MockBa

2 AHO "YensbuHcKoe perMoHasbHOE areHTCTBO pa3BUTMA KBannduKauymin", ropos YenabuHck

3 AHO BIO "MexXpernoHanbHbli OTKPbITbIN COLManbHbIN MHCTUTYT", ropoa Mowkap-Ona,
Pecnybanka Mapuit 9n

4 Bonrorpaackas TOproBo-nNpomblWAEHHanA nanata, ropos Boarorpag,

5 Y "Bcepoccuiicknii HaydHo-nUccnegoBaTebCkUM MHCTUTYT OKYMEHTOBEAEHUA M apXMBHOro aena"
(BHMMOAL), ropoa Mocksa

6 HOY AHO "NHcTUTYyT MHpopMaLMOHHbIX TexHonoruii "AiTu", ropoa Mocksa

7 Obuepoccuiickuii Nnpodcotos paboTHMKOB rocy4apCTBEHHbIX YYPEKAEHUN U 0OLLLECTBEHHOTO
obcnyxumBaHua Poccuitckon ®egepaumm, ropog Mocksa

8 Obuepoccuiickoe mexoTpacneBsoe obbeanHeHue pabotoaateneit "Hukens", ropoa Mocksa

9 000 "MalikpocoodT Pyc", ropos Mocksa

10 | OO0 "UeHTp aKkcnepTm3bl 1 ceptudukaumumn”, ropoa Mocksa

11 | 00O "9neKTpoHHble odpucHble cuctembl”, ropos MockBa

12 MOBOIKCKUIN UHCTUTYT ynpasneHus umeHu M.A. CtonbinuHa - punmnan Greoy BNO "Poccuiickan
aKaZemMua HapoAHOro X03AMCTBA U roCcyAapCTBEHHOM cnyK6bl Nnpu MpesnaeHTe Poccuiickoit
depepaunn', roposa Capatos

13 | ®rAQYy AMNO "AKkagemus CTaHAapTM3aLMKU, METPOIOMMKN K cepTudukaumm”, ropog Mockea




14 | ®re0y BMNO "MeH3eHCKUI rocyaapcTBeHHbI yHMBepcuTeT", ropoa MeHsa

15 ®re0Y BINMO "PoccuincKkMiA rocyaapCTBEHHbIM 'YMaHUTaPHbIN yHUBepcuteT", Kadeapa
AOKymeHToBeaeHus, Kabeapa ACAOY, ropoa Mocksa

16 ®rBY "HayyHo-nccnenoBaTebCKUM MHCTUTYT TPYAa U COLManbHOro ctpaxoBaHus" MuHUCTepcTBa
TPYAa M coumanbHOM 3awmTbl Poccninckon ®epepaumm, ropos Mocksa

17 flpocnasckaa TOproBo-NpomblAEHHAA Nanarta, ropoa Apocaasnb

<1> O6WepoccUiicknin kKnaccudurKkaTop 3aHATUN.

<2> 06LWepocCUNCKMn KnaccudmkaTop BUAOB SIKOHOMUYECKOM AeATEe/IbHOCTH.

<3> 06LwepoccnncKmin KnaccudumkaTop cneumanbHoOCcTen No obpasoBaHMIo.

<4> EgUHbIA KBanMUKALMOHHbBIN CMPAaBOYHUK A0/IKHOCTEN PYKOBOAUTENEN, CNELNANIUCTOB U APYTUX CAYMKALLMX.
<5> Obwepoccuniicknin knaccudumkaTop npodeccunii paboumnx, AOMKHOCTEN CAYKALLMX U TapUPHbIX Pa3psL0B.
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