3apeructpmnposaHo B MuHiocte Poccmu 2 nioHAa 2015 r. N 37509

MWHUCTEPCTBO TPYAA U COLIMA/IbHOM 3ALLMUTbLI POCCUIACKON ®EAEPALUN

NMPUKA3
ot 6 mana 2015 r. N 276H

OB YTBEPXAEHUWU NPO®ECCUOHANIBHOIO CTAHAAPTA
"CNELUANNCT NO OPTAHU3ALMOHHOMY U AOKYMEHTALUOHHOMY
OBECNEYEHUIO YNPABNEHUA OPTAHU3ALIMENR"

B cootBetctBMM C nyHKTOM 16 [lpaBun pa3paboTkM, YTBEPXKAEHUS U MPUMEHEHUA
npodeccnoHanbHbiX CTaHAAPTOB, YTBEP)KAEHHbIX mnocTaHoBaeHnem [lpasutenbctBa Poccuiickol
depepauun ot 22 sHBapa 2013 r. N 23 (CobpaHue 3akoHoaaTenbcTBa Poccuitckolt Pepepaumm, 2013, N
4, cT. 293; 2014, N 39, cT. 5266), npMKa3biBalo:

YTBEPAUTb Npuaaraembln npodeccrnoHanbHblM cTaHaapT "Cneumanmct no opraHM3aUMOHHOMY U
[OKYMEHTaLMOHHOMY obecneyeHuto ynpaBaeHusa opraHusaumein”.

MuHucTp
M.A.TONMUANH

YTBepxKaeH

npukasom MuHucTepcTBa Tpyaa
W COLMANBbHOM 3alUnTbI
Poccuinckoin epepaumm

oT 6 masa 2015 r. N 276H

NPO®ECCUOHA/IbHBIA CTAHOAPT
CNEUMANUCT

No OPTAHU3AUMOHHOMY U AOKYMEHTALUOHHOMY OBECNEYEHUIO
YNPABJ/IEHUA OPTAHU3ALMEN

447

PernctpaunoHHbIi
Homep

|. Obwne cBeaeHUA

OpraHn3auMoHHOE M AOKYMEHTaLMOHHOe obecneyeHne ynpaBieHmMa opraHmM3aumnsamm 07.002
NtobbIX OpraHM3aLNMOHHO-NPaBOBbLIX GopM

(HaMmeHoBaHMe BUAA NpodeccMoHaNbHON AeATeNbHOCTH) Koa
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OcHoBHas Uenb Buaa npodeccnoHanbHON AeaTeNbHOCTHU:

Peanunsauma obecneumsarowmx GyHKLUMI yNpaBneHUs opraHnsaLmMen; BHegpeHne NyYLnx TeEXHUYECKUX
pa3paboToK M HOBEMLLUX TEXHOIOMNIA B 0becrneyeHne ynpaBaeHns opraHnsaumen

lpynna 3aHATUN:

2432 bubnunotekapu, bubnmorpadeol, 3431 ALMUHUCTPATUBHO-
OOKYMEHTOBeAbl U CNELNANUCTDI ynpaB/ieHYeCKNn nepcoHan
POACTBEHHbIX Npodeccuia

4222 CnyrKawme, 3aHATbIE NPUEMOM U - -

MHPOpMMpPOBaHMEM NOCETUTENEN
(kop OK3 (HaMmeHoBaHMe) (kog, OK3) (HaumeHoBaHuUe)
<1>)

OTHeceHMe K BUAAaM 3KOHOMUYECKOIN AeATeIbHOCTH:

82.1 JeatenbHOCTb aAMUHUCTPATUBHO-XO3AMCTBEHHAA M BCMOMOraTesibHaa AeATeNbHOCTb Mo
obecneyeHunto pyHKLUMOHNPOBAHUA OpraHn3aLmum
82.3 JeAatenbHOCTb NO opraHM3aumm KOHPepeHLMIA 1 BbICTaBOK
(kop, OKB3A, (HaMmeHoBaHMe BUAA SKOHOMMYECKOWN AeATeNbHOCTH)
<2>)
[l. OnucaHune TpyaoBbIX GYHKLMMA, BXOAALLMX
B NpodeccroHanbHbli cTaHaapT (GyHKUMOHaNbHAA KapTa BUAA
npodeccnoHanbHOM AeATeNbHOCTH)
0O606weHHble TpyaoBble GYHKLMM Tpynosble GyHKLMMU
KOz, HanMeHOBaHue YPOBEHb HanMeHOoBaHue Koz, YPOBEHb
KBanuou (noaypoBeHb)
Kauum KBanduKaLumm
A OpraHusaumoHHoe 3 Mpnem un pacnpegenenme A/01.3 3
obecneyeHune TenedOHHbIX 3BOHKOB
OeATeNbHOCTH opraHusauuu
opraHusauum
OpraHusauua paboTbl ¢ A/02.3 3
noceTUTENAMM OpPraHn3aLLmm
BbinonHeHMe KoopanHupyowmx n | A/03.3 3
obecneunBatowmx GyHKUNIM
B JoKymeHTauuOHHOe 5 OpraHu3auma paboTbl ¢ B/01.4 5
obecneyeHune OOKYMeHTamMM
OEeATeNbHOCTH
opraHusaLmm OpraHu3auuA TekyLiero xpaHeHua | B/02.4 5
OOKYMEHTOB
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OpraHusauma 0bpaboTku gen ana
nocneayloLlLero xpaHeHus

B/03.4

OpraHmsaunoHHoe,
AOKYMeHTaLMOHHOE U
MHbOpMaUNOHHOE
obecneyeHue
AeATeNnbHOCTU
pykoBoauTens
opraHuMsauum

OkaszaHne nomoLum
PYKOBOAMTENIO B MJIAaHMPOBAHUN
paboyero BpemeHu

C/01.6

MnaHvMpoBaHue paboyero AHA
cekpeTaps

C/02.6

OpraHusauma TenedoHHbIX
neperoBopoB pyKoBoAUTENA

C/03.6

OpraHu3aumsa KOMaHAMPOBOK
pyKkoBoauTens

C/04.6

OpraHusauma paboTbi C
noceTUTENAMM B NPUEMHOIA
pyKkoBoauTtens

C/05.6

OpraHusaums noaroToBKu,
nposeaeHUA 1 06CNYKUBaAHUS
KOHpEPEHTHbIX MEPONPUATUMN

C/06.6

OpraHmsaumna NCnosHeHuA
peLLueHni, ocyLecTBieHne
KOHTPOA UCNONHEHNA NOPYYEHUN
pyKkoBoauTtens

C/07.6

OpraHusauma n nogaeprkaHue
dYHKLMOHanbHOro pabouero
NPOCTPAHCTBa NPUEMHOM U
KabuHeTa pykoBoautens

C/08.6

Pa3paboTKa NoKanbHbIX
HOPMaTMBHbIX aKTOB,
pernameHTUpyowmnx paboty
cekpeTaps

C/09.6

CocTaBneHue n obopmneHune
ynpaBneHYeCKoW JOKYMEHTaL MM

C/10.6

OpraHusaums paboTbl ¢
AOKYMEHTaMM B MPUEMHOW
pyKkoBoauTens

C/11.6

OpraHusauma xpaHeHus
AOKYMEHTOB B NMPUEMHOM
pyKkoBoauTens

C/12.6

ObecneyeHune pykosoautens
nHbopmaumei

C/13.6

OpraHusauma MHGOPMALLMOHHOIO
B3aMMOZENCTBUA PYKOBOAMUTENA C
noapasaeneHnamm u

C/14.6




AO0/TKHOCTHbIMU ILaMU

OopraHusauum
NHbopMaLMOHHO- dopmmpoBaHue D/01.6
aHANUTMYECKana U MHPOPMALMOHHOIO
OpraHM3auUnOHHO- B3aMMOAEeNCTBMA pyKoBOAUTENS C
a4MWUHUCTPATMBHAA OpraHmsaunamm
noaaeprka
NeATeNbHOCTH AHanus nudopmaumm un D/02.6
pyKoBoAMTENS noAroToBka MHPOPMaUNOHHO-
opraH1saLmm QHANUTUYECKUX MaTepuanos
OpraHmsaumna aenoBbiX KOHTAKTOB D/03.6
M NPOTOKOJIbHbIX MEPONPUATUI
OpraHusauma ucnonHenuna| D/04.6

peleHnii pykoBoautens




[ll. XapakTepucTnka 06006LWeHHbIX TPYAOBbIX PYHKLMMN

3.1. O606LwweHHas TpynoBasa GyHKLMA

OpraHu3aumMoHHoe obecneyeHne AesTeNbHOCTH YpoBeHb
HanmeHoBaHue Koa A

opraHusauuu KBanMdmKaumnm
MpoucxoxaeHue

o o 3anmcTBOBaHO U3
0606weHHoM Tpygoson | OpurmHan X
opurMHana
dYHKUMM
Koa PernctpaumnoHHbIit
opuUrnHana HoMep
npo¢deccnoHanbHoOro
CTaHAapTa

Bo3MOKHble HaMMeHOoBaHMA CEKPETapb-aAMMHMCTpaTop
[ONKHOCTEN, npodeccuin
TpeboBaHus K CpegHee obuiee obpasoBaHue
obpa3oBaHUio U MpodeccmoHanbHoe obyyeHume - nporpaMmmsbl NpodeccnoHaIbHOM
0byyeHuto NoAroTOBKM MO Npodeccuam paboumx, LOJKHOCTAM C/YKALLMX, NPOrpammbl

nepenoaroToBKM paboumnx, CAyKaLmMx, NPOrpammbl NOBbILLEHUA
KBanMdmKaunm paboumnx, cnyxaLmx

TpeboBaHMWSA K ONbITY -
NpPaKTUYecKol paboTbl

Ocobble ycnosua gonycka
K paborte

[pyrve xapakTepucTnku

JononHuTtenbHble XapaKTepUCTUKHN

HanmeHoBaHWe JOKYMeHTa Koz HanmeHoBaHWe 633080V rpynnbl, LOMKHOCTU (Mpodeccum)
WM CNeumnanbHOCTH

OK3 4222 Cnyxauwme, 3aHATble NPUEMOM U MHPOPMMPOBAHMEM
nocetutenemn

OKCO <3> 032001 JoKymeHToBegeHMe N AOKYMEHTaLUMOHHOe obecrneyeHme
ynpasneHusa

3.1.1. Tpyposasa GyHKUMA

Mpuem u pacnpeaeneHme TenedoHHbIX YpoBeHb
HanvmeHoBaHMe |3BOHKOB OpraHmM3aumn Kog A/01.3 |(noayposeHb) 3
KBanmMduKkaumm
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MNpoucxoxaeHue
TPYAOBOW GYHKLMMU

3anmcTBoBaHO U3

OpuruHan X
opurMHana
Kog PerncrpaumoHHbIn
opurnHana HOoMep
npo¢deccnoHanbHoOro
CTaHAapTa

TpyapoBble AencTaus

MepeHanpasneHne TenedpOHHbIX 3BOHKOB PYKOBOACTBY W  COTPYAHMUKAM
opraHusaumm

Perncrpauus noctynatowmx TeniepoHHbIX 3BOHKOB

MonyyeHne HeobxogmMmon uHPOpmauMM M nepefadya CaAHKLMOHMPOBAHHOM
nHpopmauum no TenedoHy

Heobxogumble ymeHus

Mcrnonb3oBaTb TEXHUYECKME W NPOrpammHble CPeacTBa /s NpoBefeHus
r0J10COBOM UM BUAEO-KOHPEPEHLL-CBA3K

Mcnonb3oBaTb CpeacTBa KOMMYHWKAUMOHHOM OPITEXHUKU AAA MOAYYEHUSA U
nepezayn MHoopmalmu

BecTM  yuyeTHble  perucTpaumoHHble  GOpMbl,  WCMNOAbL30BaTb WX  AJA
MHGOPMAUMOHHOM PaboThl

YcTaHaBAMBaTb KOHTAKT ¢ cobeceAHUKOM, NOAAEPKMBATb U Pa3BMBaTb AE/0BYIO
beceay B npouecce TefiePpOHHbIX NEPErOBOPOB

Crna»kmBaTb KOH¢}1VIKTHbIe n C/NIOXHble CUTyauumn MeXTNYHOCTHOro
B3aMMOAeNncTBumA

Cobnoaatb cny»KebHbil 3TUKET

Heobxogumble 3HaHUSA

®YHKLMK, 334341, CTPYKTYPa OpraHM3aumm, ee cBA3n

MpaBuia B3aMMOALENCTBMA C MAPTHEPAMMU, KAMEHTaMM, CPeAcTBAMM MACCOBOM
nHpopmauum

3TuKa 4,eN0Boro obLeHns

MNpaBuna peyeBoro aTMKeTa

TpeboBaHMA oxpaHbl TPyAa

MpaBuna 3awmTbl KOHPUAEHUMANBHOW CyXKebHON MHPOopMaLUK

Apyrvie
XapaKTePUCTUKHU

3.1.2. Tpyposasa GyHKUMA

OpraHunsauma paboTbl C NOCeTUTENAMM YpoBeHb

HavmeHoBaHMe |opraHu3auunm Kog | A/02.3 |(noaypoBeHb) 3

KBannpuMKaumnm




MNMpoucxoxaeHne
TPYAOBOW GYHKLMMU

3anmcTBoBaHO U3

OpuruHan X
opurMHana
Kog PerncrpaumoHHbIn
opurnHana HOoMep
npo¢deccnoHanbHoOro
CTaHAapTa

TpyapoBble AencTaus

BcTpeuya noceTutenel, nosyyeHne nepBUYHON MHPOPMALUKM O MOCETUTENAX W
NOMOLLb B OPraHU3aLmMmM X NPUema pyKoBOAMUTENIEM U COTPYAHUKAMM

BepeHue KypHana 3anucu nocetutenei

YyeT nocetutenei n opopmaeHue Nponyckos

CopeiicTBME  OMEPaTUBHOMY  PAacCMOTPEHUID MNpocbbd U npeasoxkeHun
nocetTutenem

Mpvem ¥ nepefaya AOKYMEHTOB MOCETUTENEN PYKOBOACTBY M COTPYAHMKAM
opraHusauum

OpraHu3saumsa n 6poHMpPOBaHNE NEPEroBOPHbIX KOMHAT

CepBupoBKa YanHoro (KkodeliHoro) ctona B opuce

MpurotoBaeHMe HANUTKOB (4ald, Kope, NPOoXNaaANUTENbHbIE HAMUTKK)

Heobxoaumble
ymeHua

O6U.I,aTbCFI C noceTutenamm

Mcnonb3oBaTb YCTaHOB/EHHbIE MpaBuaa U NpoLeaypbl KOMMYHUKALUMKU BHYTPU
opraH1saumm

BecTu yyeTHble popMbl, MCNONL30BATb UX ANA paboTbl

Co34aBaTb NOMIOKMTENbHBIN UMUK OpPraHM3aLmnm

MpUHMMaTb Mepbl NO Pa3pPeLLIEHNI0 KOHPAMKTHBIX CUTYaL MU

anMEHﬂTb I/IH(bOpMaLI,VIOHHO-KOMMYHVIKaLI,MOHHbIe TEXHO/I0TUN

ObecneunBaTb KOHOUAEHLMANBHOCTL MHDOPMaLUK

Heobxoanmble 3HaHUA

I'Ipanma OopraHunsaunun npmnema nocetTutenemn

Mpasuna aenosoro oblieHns

CTpyKTypa opraHusaumm u pacnpegeneHme ¢yHKUMIA Mexay CTPYKTYPHbIMM
noApasaeseHuaMn 1 cneLmanncTamm

MpaBuaa opraHnsaumm npuemos B oduce

MpaBuna cepBMPOBKM YaitHOro (KodpenHoro) ctona

I'Ipanma NPUroTos/1eHNA U NOA4a4YN TOpPAYNX HANMUTKOB N 3aKYCOK K HUM

3TnKa AenoBoro obLeHns




n paBuaa peveBoro 3TUKETa

TpeboBaHMA OxpaHbl Tpyaa

MpaBuna 3alWmTbl KOHOUAEHLMANBHOM CyKebHOW HGopMaLum

Apyrve
XapaKTepUCTUKM

3.1.3. TpypoBasa ¢pyHKUMA

BbinosiHEHME KOOPANHUPYIOWMX U YpoBeHb
HanmeHoBaHMe |obecneumnBatowmx GyHKUNUN Kog | A/03.3 |(noaypoBeHb) 3
KBandMKaunm

MpouncxoxaeHne
TpyAoBoi GYyHKUUM

3anmCcTBOBAHO M3

OpuruHan X
OopurMHana
Kog PerncrpaumnoHHbIn
opurnHana HOMep
npodeccnoHanbHOro
CTaHAapTa

TpyaoBble aencTena

BeaeHwe xypHana pasbes3nos paboTHMKOB OpraHM3aLmm

KoopamHauma paboTbl KypbepoB 1 BoAMTENEN OpraHM3aumm

BepeHue KypHaia pasbesfoB Kypbepos OpraHM3aumnm U MaplupyToB BoguTenem

CocTaBneHue CcnpaBkM O pasbesgax PaboTHUKOB, KypbePOB M MapLUpyTax
BOAMTENe OpraHn3aumm

Heobxogumble
YMeHUA

CoCTaBAATb U BECTU YUYETHbIE JOKYMEHTbI

MpUMeHATb cpeacTBa KOMMYHMKaUMK ANA Nepeaayn NopyyYeHUin pykoBoauTena u
COTPYAHWKOB OpraHnsaumnm

MpUMeHATb coBpeMEHHbIe cpeacTBa cbopa, 06paboTkM M nepesayun MHPopmaLum

OueHuBaTtb PE3yNbTaTbl B PaMKaX MOCTaB/IEHHbLIX 3a4a4

OcyLLecTBAATb KOHTPO/Ib UCTMOJIHEHWA NOPYYEHUIN PYKOBOAMUTENA COTPYAHUKAMM

Heobxoanmble 3HaHNA

MNpaBuna peyeBoro aTMKeTa

3TuKa 4,eN0Boro obLeHns

TpeboBaHMWA oXpaHbl TpyAa

MpaBuna 3awWwmTbl KOHPUAEHLMANBHOW CNyKebHOM MHbOPMaLUK

CTpyKTypa opraHusaumm u pacnpegeneHve ¢GyHKUMA MeKay CTPYKTYPHbIMM
noAapasfaeneHnaMn 1 cneLmannucTamm




3.2. O606LeHHan TpyaoBas GyHKUUA

OKYMEHTaLMOHHOe obecneyeHne aeAaTesbHOCTH YpoBeHb
HanmeHoBaHue Hoxy 4 A Koa B P
opraHusauum KBaMPUKauum
MpoucxoxaeHue
o o 3anmcTBOBaHO U3
0606weHHoM Tpygoson | OpurmHan X
opurMHana
dYHKUMM
Kog PernctpaumnoHHbIi
opurMHana HOMmep
npodeccnoHanbHOro
CTaHpapTa
Bo3MOXHble HAMMEeHOBaHMA ﬂ,enonpousao,qmenb
[ONIKHOCTEN, npodeccuit

TpeboBaHuMA K 06pa3oBaHuUIO
n obyyeHuto

CpeaHee npodeccroHanbHoe 06pasoBaHMe - MPOrpammbl NOATOTOBKM
KBaNMOULMPOBAHHBIX PaboUmnX, CAyKaLmx

TpeboBaHuWA K ONbITY
NpaKTUYecKol paboTsbl

Ocobble ycnoBua gonycka K
paboTe

[pyrve xapakTepuctnku

JononHuTenbHble XapakTepuUCTUKM

HanmeHoBaHMe JOKYMEHTA Kog, HaumeHoBaHUWe 6a30BoW rpynnbl, AOJXKHOCTU (Npodeccuun) unm
CneuunasbHOCTU
OK3 3431 AAMUHUCTPATUBHO-YNPaBAEHYECKUIA NepCcoHan
EKC <4> - JDenonpoussogutens
oKnA4grTp <5> 21299 Jenonpounssogutens
OKCO 032002 |/[dokymeHTauMOHHOEe obecrneyeHMe ynpaBaeHUs 1
apxuBoBegeHune
3.2.1. TpypoBana ¢yHKUMA
OpraHusauus paboTbl C LOKYMEHTaMM YpoBeHb
HanmeHoBaHue Kog | B/01.5 |(noaypoBeHb) 5
KBannpuMKaumnm
n 3
poucxoxageHue OpuriHan ANUMCTBOBAHO 13

TpyaoBoh GyHKLMMU

OopurnHana
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Kog PernctpaumnoHHbIi
opurMHana HOMmep
npodeccnoHanbHOro
CTaHpapTa

TpyaoBble AencTemA

Mpuem n nepsmyHan 06paboTKa BXOAALMX LOKYMEHTOB

MpepBapuTebHOE  PAacCMOTPEHME M COPTUPOBKA  AOKYMEHTOB  Ha
perncTpupyemble U He perncTpupyemble

MoaroToBKa BXOAALLMX JOKYMEHTOB A1 PACCMOTPEHMUA PYKOBOAUTENEM

Perncrpauma BXogawmx 4OKYMEHTOB

OpraHu3auma OCTaBKU AOKYMEHTOB UCMOTHUTENAM

BepeHune 6a3bl AaHHbIX JOKYMEHTOB OpraHn3aunun

BeneHune MHPOPMaLLMOHHO-CPABOYHOM paboTbl

O6paboTKa 1 OTNpPaBKa UCXOAALMX AOKYMEHTOB

OpraHusaumsa paboTbl MO perncTpauumn, ydety, XpaHeHuMio U nepejaye B
COOTBETCTBYIOWIME  CTPYKTYpHble MOApasfefieHna  [AOKYMEHTOB  TEKYLLEero
AenonponsBoacTea

KOHTPO/1Ib UCNOIHEHWA AOKYMEHTOB B OpraHM3aummu

Heobxogumble
YMeHUA

Pabotatb CcO BCEM COBOKYMHOCTbO WMHPOPMALMOHHO-A0KYMEHTALMOHHbIX
pecypcoB opraHv3aLuu

Monb3oBaTbcsa 6Gazamu AdHHbIX, B TOM YNcne yganeHHbimu

Monb3oBaTbCA CNpaBOYHO-NPaBOBbIMU CUCTEMAMU

Monb3oBaTbcA dBTOMATU3NPOBAHHbIMU cncremamum y4yera, perncrpauuu,
KOHTpONA M MHd)OpMaLI,MOHHO-CI'IpaBO‘-IHbIMM cnctemamum npu pa60Te C
AOKYMEHTaMU OpraHn3auunm

MpUMeHATb coBpemeHHble WHPOPMaLMOHHO-KOMMYHMKALMOHHbIE TEXHOJ/I0MMK
ANnA paboTbl C AOKYMEHTaMK, B TOM Yuc/ae ANS ee ONTUMMU3auUM U MOBbILEHUS
adpPeKTMBHOCTH

Heobxoanmble 3HaHWA

HopmaTmBHble MpaBoBble aKTbl M HOPMATUBHO-METOANYECKME [OOKYMEHTHI,
onpegenawouime nopaaoK JOKyMeHTaUNMOHHOIo obecneveHus ynpasaeHuna

CTpyKTYpa opraHM3aLmm, pyKOBOACTBO CTPYKTYPHbIX NOAPA3AeNeHNA

COBpEMEHHbIe VIHCI)OpMaLI,MOHHbIe TeXHoO/0ornm pa6OTbI C AOKYMEHTaMM

MopAaAoK paboTbl C JOKYMEHTaMM

Cxembl AOKYyMmeHToo6opoTa

I'Ipanma p360TbI C BXo4Aawnmmm, ncxogawmmMmm M BHYTPEHHUMU OOKYMEHTaMU




I'Ipasmna opraHnsaumm u d)OprI KOHTpPO/A MUCNONHEHMA OOKYMEHTOB B
opraHunsauunun

Tunosble CPOKM NCNOJIHEHNA NOKYMEHTOB

MpuHLMNbI PaboTbl CO CPOKOBOW KapTOTEKOM

HasHayeHuMe n TEXHONOMUA TEKYLLETO U NpeaynpeanTeIbHOr0 KOHTPOA

I'Ipanma COCTaB/1IeHMA QaAHA/IUTUYHECKUX CMPaBOK MO OpraHumsauuu pa6OTbI C
AOKYMEHTAMU U KOHTPOJIHO MCNONTHEHNA AOKYMEHTOB

MpaBunna AOKYMEHTALMOHHOIo obecneyeHns aeaTe/ibHOCTU OpraHM3aumm

Bunabl AOKYMEHTOB, UX Ha3HaYeHue

TpeboBaHuA, NpeabaABASEMble K AOKYMEHTaM B COOTBETCTBUM C HOPMATUBHbIMMU
aKTaMu U rocyAapCTBEHHbIMM CTaHAaPTaMM

MpaBuna coctasneHna U opopmaeHua  MHOOPMALMOHHO-CNPABOYHBIX,
OPraHM3aLMOHHbIX YNPABNEHYECKUX SOKYMEHTOB

Mpasuna co3gaHuAa W BedeHMs 6a3  AaHHbIX  CAYXKeBHbIX [JOKYMEHTOB B
opraHusaumm

Cncrtembl 3/1EKTPOHHOTIO AOKVMGHTOOGOpOTa

MpaBnaa M CPOKM OTNPABKM UCXOAALLMX OKYMEHTOB

TpeboBaHMA oXxpaHbl TpyAa

dpyrue
XapaKTepuCTUKM

3.2.2. TpypoBana ¢yHKUMA

OpraHu13auma TeKyLLero xpaHeHuns YpoBeHb
HanmeHoBaHMe | 40OKYMEHTOB Kog B/02.5 |(noayposeHb) 5
KBasnduMKaumnm

MpoucxoxaeHue
TpyaoBoh GyHKLMM

3anmcTBoBaHO U3

OpuruHan X
opurnHana
Kog, PerncrpaumnoHHbIn
opurnHana HOMep
npodeccnoHanbHOro
CTaHAapTa

TpypoBble fencTaus

Pa3paboTKka HOMEHKNATypbl AeN OpraHn3auum

MpoBepKa MNPaBUAbHOCTM OGOPMAEHUA AOKYMEHTOB W OTMETKM 06 ux
ncnosHeHnn nepeg nx GopmmMpoBaHMeM B Ae0 ANA NOCAeAYIOLLEro XpaHeHnn

d>opmynv|pOBaHV|e 3aroz1I0BKOB aen n onpegeneHme CPOKOB X XpaHeEHUA




dopmupoBaHue aen

KOHTPO/Ib NPaBWIbHOTO M CBOEBPEMEHHOro pacnpefeneHua u MNOALIMBKK
JOKYMEHTOB B Aena

Heobxoanmble ymeHUn

OpraHu130BbIBaTb PaboTy MO y4YeTy, XPaHEHUIO U Nepeaaye B COOTBETCTBYHOLLEE
CTPYKTYPHOE noApasgeneHne AOKYMEHTOB TEKYLLEro A4eN0Npon3BoaCcTBa

OcyliecTBNATb  METOAMYECKOe  PYKOBOACTBO  [Ae/0MpPOM3BOACTBOM B
opraH13aLmn, KOHTPOIMPOBaTb NpasuibHoe GOPMUPOBAHME, XPaHEHME U caauy
Oen B apxus

PaspabatbiBaTb HOMEHKNATYPY AN CTPYKTYPHOTO NoapasaefieHns

Mcnonb3oBaTb HOMEHKAATYpPy Aen Npu U3YyYeHUM CTPYKTYpbl OpraHusauumm,
COCTaB/I€HUM onucen aen

OpraHusoBbiBaTb paboty no ¢opmMMpoBaHMIO Jen B COOTBETCTBUM C
YTBEPKAEHHO HOMEHKNATYPOW AeN opraHM3aLmm

MpaBuabHO M cBoeBpeMeHHO GOPMMPOBATb AOKYMEHTbI B Aefla C yYeTOM MX
cneunomKm

CMCTEMaTM3MpOBaTb AOKYMEHTbI BHYTPW AeNna

Ob6ecneunBaTb COXPAHHOCTb M 3aLLMUTY AOKYMEHTOB OpraHn3aumnm

MpumeHATbL MHd)OpMaLI,MOHHO-KOMMYHMKaLI,MOHHbIe TeXHONOrMn Ona pa6OTbI C
AOKYMEHTaMU

Heobxogumblie 3HaHWUA

HopmaTmsHble nNpaBoBble aKTbl, HOPMATUBHO-METOAUYECKNE OOKYMEHTbI,
rocyapcTBeHHble CTaHAAPTbl, Oonpefensaolme MopAAoK AOKYMEHTALMOHHOIO
obecneyeHnn ynpasneHma

Buabl HOMeHKnaTyp, obuwme TpeboBaHMA K HOMEHKNAType, MeToAMKa ee
COCTaBAEHUA N 0PpOpMIEHHUA

MpaBuaa cornacoBaHUA HOMEHKNATYPbl Aen C BEAOMCTBEHHbIMU apXMBaMMU U
3KCMNepTHOM KoMUccuen

Mopagok dopmupoBaHma u odopmnaeHuna gen, cneunduka dopmupoBaHuUA
OTAENbHbIX KaTeropui aen

I'Ipanma XpPaHeHWA Aen, B TOM Ynucine ¢ 4OKyMeHTamMmu orpaHM4YeHHOro AocCtyna

Mpasuna Bblga4Yn U NCNONb30BAHUA AOKYMEHTOB M3 Cd)OpMMpOBaHHbIX aen

TpeboBaHWA OXpaHbl TPyAa

Opyrue
XapaKTepUCTMKM

3.2.3. TpyaoBana ¢yHKUMA

HanmeHoBaHue

OpraHuszauma 06paboTku gen ana
nocseayoLWero XxpaHeHusa (noaypoBeHb)

Kos | B/03.5 | POBeH®




KBanmduKaumm D

MpouncxoxgeHune
Tpy£oBoh GyHKLMMU

3anMmcTBOBaHO M3

OpuruHan X
opurMHana
Koa PernctpaumnoHHbIit
opurnHana HOMep
npodeccnoHanbHOro
CTaHAapTa

TpyaoBble AencTemA

MpoBepKka CPOKOB XPaHEHWA [AOKYMEHTOB, COCTaB/ieHMe NpoToKona paboTbl
3KCNEepTHON KOMMCCUM MO MNOArOTOBKE [OKYMEHTOB K XpaHeHWIo, aKta o
BbIAE/IEHMUMN K YHUUTOXEHMIO JIOKYMEHTOB, HE MOoAJ/1eXalimnX XpaHeHno

CocraBneHue BHyTpEHHEﬁ onucun gen gna ocobo LEHHbIX AOKYMEHTOB

OdopmneHune aen NoCToAHHONO, A0/ITOBPEMEHHOMO CPOKOB XpaHeHUs

Od)OpM}'IEHME 06.10KKHM Aen NoCToAHHOro, 4O0NroBpeMeHHOro CpPokoB XpaHeHunAa

CoctaBneHune onucu gen noCToOAHHOro, 4OArOBPeMEHHOro CPOKOB XpaHeHuA

MNepenaya aen B apxms OpraHn3aumm

Heobxogumble
YMeHUA

Monb3oBaTbCA MEpPeYHAMM [JOKYMEHTOB M aHanu3upoBaTb aKTMyecKoe
COAEpP)KaHNEe MMEILWUXCA B Aefle AOKYMEHTOB MpU OMNpeaeneHUn CPOKOB MX
XpaHeHus

OdopMnATb LOKYMEHTbI SKCMEepPTHOM KOMUCCUU

OdopmnaTb 0BNOKKM [en MOCTOAHHOTO W BPEMEHHOrO CPOKOB XPaHeHus B
COOTBETCTBUM C TPEBOBAHUAMM rOCYAaPCTBEHHbIX CTaHAAPTOB

Mpon3BoamTb XPOHONOMMYECKN-CTPYKTYPHYIO CUCTEMaTM3aumIo gen

OcywectBnsaTb TexHMYeckyto 06paboTky M nonHoe odopmneHne agen
NMOCTOAHHOTO Y BPEMEHHOTO CPOKOB XpaHeHun

CocTtaBnATb OMNUCb Aen MNOCTOAHHOrO WU BPpeEMEHHOIo CpPOKOB XpaHeHUA B
COOTBETCTBUUN C ,Cl,el\;lCTByIOUJ,MMM HOPMaTUBHO-MeTOANYECKUMUN JOKYMEHTAMMU

anMEHﬂTb I/IHd)OpMaLI,I/IOHHO-KOMMYHVIKaLI,VIOHHbIe TEXHONIOTUN ONA pa6OTbI C
AOKYMEHTaMU

Heobxoanmble 3HaHWA

HopmaTvBHble NpaBoBble aKTbl, HOPMATUBHO-METOAUYECKUE  OOKYMEHThI,
rocygapcCrtBeHHble CTaHAaQpPTbl, onpegendawouwme nopAaaoK AOKYyMeEHTauMOHHOro
obecneveHus ynpasaeHna

Kputepun pasgeneHvs SOKYMEHTOB Ha rpynmnbl B COOTBETCTBUM C LEHHOCTbIO
nHbopmMauum, cogepKaLLenca B HUX

MopAaaoK NCNONb30BaHMA TUNOBbLIX UAN BEAOMCTBEHHbIX nepequM OOKYMEHTOB,
onpeageneHnA CpPoOKoB XpaHeHMA B nNpoLlecce sKCnepTn3sbl LEHHOCTU AOKYMEHTOB

nOpﬂAOK CO34aHuA, OpraHuUsaunn n OOKYMEHTUPOBAHUA pa6OTbI 3KCI'IepTHOl7I




KOMUccnun

MpaBuaa CoCTaBAEHUA N YTBEPIKAEHUA NPOTOKOIa PaboTbl SKCMEPTHOW KOMMCCUM

MpaBuna COCTaBNEHUA W YTBEPNKAEHMA aKTa O BblAeNeHUN [AOKYMEHTOB, He
nognexalwmx xpaHeHno

MpaBuna TexHnyeckon obpaboTkn M NonHoro obopmIEHUs Aen MOCTOAHHOMO U
BPEMEHHOr0 CPOKOB XpaHeHMA

I'IpaBmla COCTaB/1eHMA onucn aen NoCToOAHHOINoO M BpEMEHHOIO CPOKOB XpaHeHUA
B COOTBETCTBUN C ,D,eﬁCTBYIOU.LMMM HOPMATUBHO-MeTOANYECKUMUN OOKYMEHTaMU

MpaBuna nepeaayn Aen B apxms opraHn3aLmm

TpeboBaHWA oxpaHbl Tpyaa

Apyrve
XapaKTepUCTUKM




3.3. O606LweHHan TpyaoBas GyHKUUA

MpoucxoxaeHue

0606weHHoM Tpygoson | OpurmHan

dYHKUMM

OpraH13aumMoHHOEe, LOKYMEHTALUNOHHOE U VDoBEHb
HanmeHoBaHMe |uHbOpMaUMOHHOE obecnevyeHme AesTelbHOCTH Kog C KEanVId)VIKaLI,MM
PYKOBOAMTENA OpraHU3aLmnm
X 3aMMCTBOBAHO M3
opurnHana
Koa PernctpaumnoHHbIi
opurMHana HOMmep
npodeccnoHanbHOro
CTaHAapTa

Bo3MOHble HAUMEHOBAHMA
[ONKHOCTEN, npodeccuin

CeKpeTapb pyKoBoautens

TpeboBaHuA K 06pa3oBaHUIO
n oby4yeHuto

Bbiclwee ob6pasoBaHume - 6akanaspmaTt Uau

CpegHee npodeccrmoHaibHoe 0bpa3oBaHMe - TPOrpamMmmbl NOATOTOBKU
CneumaancToB cpegHero 3BeHa

JononnutenbHoe npodeccnoHaibHoe obpa3oBaHue

TpeboBaHMWSA K ONbITY
NpaKTUYecKol paboTsbl

He meHee gByX NeT BbINOAHEHMA PaboT N0 OpPraHN3aLMOHHOMY U
AOKYMeHTauMoHHOMY obecrneyeHuto geATeNbHOCTU PYKOBOAMUTENA
opraHusauuu npu cpegHem npodeccmoHanbHOM 06pa3oBaHUK

Ocobble ycnoBua gonycka K
paboTe

[pyrve xapakTepucTnku

JononHuTtenbHble XapaKTepUCTUKN

HavmeHoBaHMe gOKyMmeHTa Kog HanmeHoBaHuWe 633080V rpynnbl, LOMKHOCTU (Mpodeccum)
WK cneumanbHOCTU
OK3 2432 Bubnnotekapu, bubnmorpadsl, JOKYMeEHTOBEADI U
cneunanncTbl pOACTBEHHbIX Npodeccuii
EKC - CekpeTapb pyKkosoautens
OoKnAaTp 26341 CekpeTapb pyKkosoautens
OKCO 032001 [JoKymeHTOBeAeHME N AOKYMEHTaLMOHHOe obecrneyeHme
ynpasaeHua
032002 JoKymeHTaunoHHoe obecrneyeHmne ynpaBaeHus u
apxuBoBegeHue

3.3.1. TpypoBana ¢yHKUMA
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OKaszaHune nomoLm pyKoBOAUTENIO B ypOBeHb

HavmeHoBaHMe |nnaHWpPOBaHUM paboyero BpemeHu Kog C/01.6 |(noaypoBeHb)
KBaIMpMKaumnm
MpoucxoxaeHue 3anmcTBOBaHO U3
P o A OpuruHan X
Tpy£oBoh GyHKLMMU opurMHana
Koa PernctpaumnoHHbIi
opurnHana HoMep
npodeccnmoHanbHOro
CTaHAapTa

TpyaoBble gencTema

Bbibop ¢opmbl MAaHMpPOBaHUA M OPOPMIEHWE MAAaHMPOBLIMKA (opraHaiisepa)
pyKkoBoauTens

BHeceHWe MHPopMaLmMK B NIAHUPOBLLMK (OpraHalisep)

CornacoBaHue C pyKoBoauTeIeM BPpEMEHHbIX M1aHOB

CornacoBaHve TenedoHHbIX MEepPeroBopoB, BCTPEY M MEPONPUATUIA  C
napTHepamu, KAMEHTaMM, PYKOBOAUTENAMMN NOAPA3LAENEHNIA U COTPYOHUKAMU

NHpopmMpoBaHME PYKOBOAUTENS O PernamMeHTe HamevyeHHbIX MEPONPUATUIA

MpeaynpexaeHne o NPUBAUNKEHUN BPEMEHN HaMEUYEHHbIX MEPONPUATUIA

dopmmrpoBaHMe pesepBa BpeMeHU A1A HenpeaBUAEHHbIX CUTYaLMiA

Heobxoanmble ymeHUn

YcTaHaBMBaTh Lenun, onpesenatb Mepapxuio u,ene17|

Onpenenatb NPUOPUTETHOCTb U 0YEPEAHOCTb BbINOSHEHUA PaboT N adpPeKTUBHO
pacnpegenatb paboyee Bpemsa

OKa3bIBaTb NOMOLLb PYKOBOAUTENIO B pacnpeaeneHnn ero pa6oqero BpeMeEHU

Bbibupatb onTMMasbHble cnocobbl MHPOPMMPOBAHMA NAPTHEPOB, K/ANEHTOB,
nocetTuTenen, pyKoBogutenen noapasfe/ieHnini U CoTPYAHUKOB O NaaHUpPyeMbIX
MepoNpUATUAX

Obecneunsatb MHCbOpMaLI,MOHHYPO 6e3onacHOCTb AeATENbHOCTU OpPraHn3auunmn

Heobxoanmble 3HaHUA

CneunduKa oCHOBHOM AeATeNbHOCTU OpraHM3aLmm

OCHOBbI aAMUHUCTPATUBHOIO NpaBa M TPYA0BOro 3aKoHoAaTenbcTBa Poccuiickoi
depepauunm

PykoBoAALWMIA COCTaB OpraHn3aummn 1 ee nogpasgeneHui

DYHKUMM CaMOMEHeAKMEHTa

MocTaHOBKa Uenei

MpaBuaa npoBeaeHNA AenoBbIX Neperosopos




TpeboBaHWsA oxpaHbl Tpyaa

Apyrve
XapaKTepUCTUKM

3.3.2. TpypoBasa pyHKUMA

HanmeHoBaHue

MnaHvpoBaHue pabouero AHA cekpeTaps YpoBeHb

Kog | C/02.6 |(noaypoBeHb)
KBaIMpMKaumnm

MpouncxoxaeHne
Tpy£oBoM GyHKLMMU

3anMmCcTBOBAHO M3

OpuruHan X
OopurMHana

Koa PermcrpaumoHHbIi
opurMHana HoMep
npodeccnoHanbHoro
cTaHaapTa

TpyaoBble gencTems

Bbibop 1 opopmaeHne nnaHNPOBLINKA CEKpeTaps

BeaeHune AHEBHMKA (Ha 3NEKTPOHHOM U/namn BymaxkHOM HocuTene)

CornacosaHue NAaHOB € NIaHaMM U CpOKaMu paboTbl pyKoBoaUTENA

PacnpeaeneHune paboyero BpemeHu (Ha AeHb, HeAEeN0, NepcneKkTuBay)

MNepeHeceHMe HeBbIMOAHEHHbIX 3aN1aHMPOBAHHbIX 33434

BbINO/IHEHWE TUMMYHbIX eXXeHeBHbIX aen

HeobxoamMmble ymeHus

BbIbupatb U opopmMaATb NAAHNPOBLUMK

BHOCUTb M oTCnexmsaTtb MHd)OpMaLJ,MPO Ha 3/1EKTPOHHOM VI/MJ'IM 6YMa)KHOM
HOoCcuTene

PaccrtaBnatb NPUOPUTETDI, BbIAENATb BaXXHOE N CPOYHOE

BblbMpaTb ONTUMaNbHbINA pUTM paboTbl

AHa}'IM3MpOBaTb NPUYNHDbI HEBbLINOJ/IHEHWUA 3a4a4

MpumeHATb MH(I)OpMaLI,VIOHHO-KOMMyHMKaLI,MOHHbIe TEXHONOTNN

Heobxoanmble 3HaHUA

OcobeHHOCTN OGOPMIEHUA MAAHUPOBLIMKA (Ha 3/N1EKTPOHHOM W ByMaskHOM
HoCUTensx)

OCHOBbI yNpaBieHUs BpeMeHem

Apyrvie
XapPaKTePUCTUKU

3.3.3. TpynoBana ¢yHKUMA




OpraHusauus TenedoHHbIX NeperoBopos YpoBeHb

HanmeHoBaHMe |pykoBoguTena Koa C/03.6 |(noaypoBeHb)
KBaIMpMKaumnm
MpoucxoxaeHue 3anmcTBOBaHO U3
P o A OpuruHan X
TpyAoBoi GyHKUUM opurnHana
Koa PernctpaumnoHHbIi
opurMHana HOMmep
npodeccnoHanbHOro
CTaHpapTa

TpyaoBble gencTema

BeaeHune 6a3bl TenedOHHbIX KOHTAKTOB PYKOBOAUTENS

CoeanHeHune pykoBoauUTeNA C KOHKPETHbIMWM aboHeHTammn

MoarotoBka MaTepuanos A1 TenedoHHbIX NeperoBopoB PYKOBOANTENSA

Perncrpauma noctynatmoLwmx B NpUEMHYIO Teneq)OHHbIX 3BOHKOB

MepeHanpaBneHMe  OTAENbHbIX  TeNePOHHbIX  3BOHKOB  3aMeCTUTeNsM
pyKoBOAUTENA, APYTUM COTPYAHUKAM

MonyyeHne HeobxoaMmon WHPopmauMM UM nepegaya CaHKLMOHMPOBAHHOWM
nHpopmauum no TenedoHy

YcTaHOB/EHME KOHTAKTa ¢ cobecelHMKOM, NoAAeprKaHue U pa3BuTME A,e/10BOM
6ecenpl B npouecce TenePpoHHbIX NeperoBopos

OKasaHMe nOMOLWM PYKOBOAMTEN0 NPW  OpraHM3aumMm W NpoBeAeHUn
TenepoHHbIX MEePEroBOPOB N BUAEOKOHDEPEHLNM

Heobxoammble ymeHus

Bectv u wucnonb3oBaTtb B paboTe 6a3y p[aHHbIX TenedoOHHbIX KOHTAKTOB
pyKkosoauTens

Mcnonb3oBaTb CpeacTBa KOMMYHWMKALMOHHOW OPrTEXHUKU AN MNOJyYeHUa U
nepegayn nHoopmaumu

BecTM  yuyeTHble  pernctpaumoHHble  GOpMbl,  MCNOAbL30BaTb WX  ANSA
MHOOPMAUMOHHOM paboTbl M pPaboTbl MO KOHTPOO WCMOJHEHUA pPeLIeHUN
pyKkoBoauTens

Crna)kusatb KOHd)ﬂMKTHbIe N CNOXKHble CUTYaUunUnN MeXTNYHOCTHOIo O6LLI,eHMFI

Mcnonb3oBaTtb TeXHUYECKUE un nporpammibbie cpencrtea 44 npoBeaeHuA
roJ10CoBOM UK BI/I,CI,eO-KOHd)epeHLI,-CBFBVI

ObecneunBatb MHd)OpMaLI,MOHHyIO 6e3onacHOCTb AeATENbHOCTU OpPraHM3auunm

Cobntogatb cny»KebHbil 3TUKET

Heobxoanmble 3HaHWA

TenedoHHbIe KOHTaKTbl pPyKoBOAUTENA

CDYHKLI,MVI, 3a4a4vn, CTPYKTypa OpraHusauunm, ee CBA3UM NO BEPTUKAIN U
FrOPU30OHTaNn




MpaBuaa B3aMMOAENCTBUA C NapTHEPaMW, KAMEHTaMW, CPeacTBaMM MacCOBOW
nHpopmauum

ﬂpasmna nogaepXaHna n passnTna MeXX1MYHOCTHbIX OTHOLLEHUN

I'Ipanma nposeaeHMA AenoBbiX Neperosopos

Mpasuna 3aWwmTbl KOHPUAEHUMANBHOM MHPOPMaL MK

TpeboBaHMA oxpaHbl TpyAa

Apyrve
XapaKTepUCTUKM

3.3.4. Tpyposaa ¢pyHKUMA

HanmeHoBaHue

OpraHu13aums KoMaHAMPOBOK pPyKoBOAMTENA YpoBeHb

Kog | C/04.6 |(noaypoBeHb)
KBaMpMKaunm

MpouncxoxaeHne
TPy£oBoM GyHKLMMU

3anmcTBOBAHO M3

OpuruHan X
OopurMHana

Koa PermcrTpaumoHHbIi
opurMHana HoMep
npodeccnoHanbHoro
cTaHaapTa

TpyaoBble aencTens

MoAroToBKa NpoeKTa cyXebHoro 3agaHna pykosoamTens

MoAroToBKa NPOEKTa NPUKasa O CNyKebHOWM KoMaHANPOBKe

Bbinncka KOMaHAMPOBOYHOrO YAOCTOBEPEHMA U ero perucrpauma npu
HeobxoamMmocTu

MoArotoBKa AOKYMEHTOB Ha NOyYeHue BM3bl, 3arpaHMYHOro nacnopTa

3aKas KenesHoAO0POXKHbIX n aBI/Ia6MﬂeTOB, roCTnHuu, TPAHCNOPTHOro
obecneyeHus pyroBoauTena

OdopmneHre nporpammbl NOE3AKM, YTOUYHEeHWe ocobeHHOCTei MnpoToKoNa
nAaHMpPYyeMbIX MEPONpPUATUIA

Moarotoska AOKYMEHTOB K noe3gKe pykosoautena

YTOYHeHue AaTbl, 4OMKHOCTEN, bamuanii B porpamme KOMaHAMPOBKK

MpopaboTKka MapLpyTa PyKOBOAMUTENA, YBA3KA €ro C pacnucaHnem TpaHCrnopTa

O6paboTKka MaTepranos KOMaHAMPOBKM, 0bOPMIEHUE OTYETA O KOMaHANPOBKE

Heobxogumble
ymeHun

O¢dopmMnaTb aBaHCOBbIE OTYETHI PYKOBOAMTENA

OpraH130BbIBaTb BCTPEUYM PYKOBOAMTENA C MPUHNMALOLLLE CTOPOHOM




OdopmMnaTb KOMAaHANPOBOYHbIE AOKYMEHTbI

Ob6pabaTtbiBaTb  OOKYMEHTbl M maTepuanbl MO pesyabTaTam  MOe3aKu
pyKkosoauTens

ObecneunBaTb paboTy opuca Bo Bpems OTCYTCTBUA PYKOBOAMUTENA

MpumeHATb cnocobbl AenoBoro obueHnn

Mcnonb3oBaTtb cpeacrtsa KOMMyHUKaunn ona obecneyeHus B3aMMO,ﬂ,6ﬁCTBMﬂ C
pyroBOAUTENEM BO BpEMA €0 ,u,enosoﬁ noesarku

Heobxoaumble 3HaHUA

MopAaoK NOArOTOBKM M NMPOBEAEHUA KOMaHANPOBOK

Mopagok Od)OpMI'IeHMFI AOOKYMEHTOB A1A KOMAaHAOUPOBKU N OTHETHbLIX AOKYMEHTOB
No KOMaHOUPOBKE pykoBoauTena

[enosoii NnpoToKon

3TUKa AeN0BOro obLeHNnn

Apyrve
XapaKTePUCTUKM

3.3.5. Tpyposasa ¢pyHKUMA

OpraHusauua paboTbl C NOCeTUTENAMM B YpoBeHb

HanmeHoBaHWe |NpUemHoW pyKoBoauTENA Koa | C/05.6 |(nogypoBeHb)

KBandMKaumnm

MpoucxoxaeHue
TPYAO0BOW GYyHKLMMU

3anMCTBOBAHO M3

OpuruHan X
opurnHana

Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnoHanbHOro
CTaHAapTa

TpypoBble fencraus

Opl’aHMSBLI,VI’r'I JIMYHOTO Npnema nocetutenemn pyrKoBoAUTENIEM

YcTaHoBAeHWe nopAgKa npMema Aaa pasanyHbIX KaTerOle\;l nocetutenem

BeseHwue KypHana npefBapuTeibHOM 3anucK Ha npuem

Perncrpauusa nocetTutenemn

CopevicTBe  onepaTMBHOMY  PacCMOTPEHMI0O  MPOCbOd U MPeaNoXKeHWi
noceTuTenei n COTPYAHUKOB OpraHM3aumum

OpraHu13aums npMema AeNoBbix NapTHEPOB B opuce

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

CepBsupoBKa YanHoro (KkodeliHoro) ctona B opuce




MpUHATME Mep MO COXPAaHEHWIO KOMMEPYECKON TalHbl B Xoge npuema
noceTUTeNnemn n Ux HaxoXKAeHMA B NPUEMHON U KabuHeTe pyKoBoauTenn

Heobxoaumble
yMeHuA

OpFaHVI3OBbIBaTb M obecneymBaTh IMYHbIE KOHTAKTbI pyrkoBoauTena

YnpaBnaTb KOHPAMKTaMM

YuuTtbiBaTb MNCUXONOTMYECKME OCOBEHHOCTU NUYHOCTU npn pasanyHbiX BUAAX
npodeccnoHanbHOro obLeHns

Ucnonb3oBaTtb YCTaHOBJ/IEHHbIE NpaBusia U npoueaypbl KOMMYHUKauun BHYTPU
opraHunsauuun

Bectn  y4yeTHble  perucTtpaumoHHble  ¢GOpmbl,  MCNOAb30BaTb WX  AAA
MHPOPMALMOHHOM pPaboTbl M paboTbl MO KOHTPOO WCMOJIHEHUA pPeLleHui
pyKkosoauTens

CospgaBsaTtb NONOXUTENbHbIN MMUNax opraHnsauumu

MpPUHMMATbL Mepbl MO paspeLleHnto KOHGMKTHbIX CUTyaLMiA

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

ObecneynBaTtb KOHOUAEHLMANBHOCTL B MPUEMHOM U KabuHeTe pyKoBoOAUTENS,
COXPaHATb KOHOMAEHUMANBbHYIO MHGOPMaUMIO B TaliHe

Heobxoanmble 3HaHUA

MNpasunna opraHmnsaunm npmema nocetTutenemn

MpaBuna genoBoro obueHmn

MNpaBunna peyeBoOro aTMKeTa

MpaBuna yCTaHOBNEHWS KOHTaKTa, NOAAEP!KAHMA U PA3BUTUS MEKANYHOCTHbIX
OTHOLLEeHUM

CTpyKTypa opraHusaumm u pacnpegeneHme ¢yHKUMIA Mexay CTPYKTYPHbIMM
noapasaeneHnaMm u cneyuannuctamm

MpaBuna opraHMsaumum NnpMemos B opuce

DTUKET U OCHOBbI MeXayHapoaHOro NnpoToKoa

MpaBuna cepBUPOBKM YaliHoro (KodeiHoro) ctona

I'Ipanma NPUroToB/1€HNA N NO4a4YUN TOPAYNX HANMUTKOB N 3aKYCOK K HUM

MpaBuna 3aWwuTbl KOHOUAEHLUMANBHOW CyXKebHON MHPopMaLUK

Apyrvie
XapPaKTePUCTUKU

3.3.6. TpygoBasa GyHKUMA

Opl’aHMBaLI,VIFI noAroToBKKU, NpoBegeHNA n ypOBeHb

HanmeHoBaHWe | 06CayXuBaHMA KOHPepeHTHbIX MeponpuaTtuii | Kog | C/06.6 |(noayposeHb)

KBanmduKkaumm




MpoucxoxaeHune
TPYAOBOW GYHKLMMU

3anmcTBOBaHO U3

OpuruHan X
opurMHana
Kog PerncrpaumoHHbIn
opurnHana HOoMep
npo¢deccnoHanbHoOro
CTaHAapTa

TpyapoBble AencTauns

MoarotoBKa NOBECTKU AHA meponpuAaTmnAa

OdopmneHme CNUCKa y4aCcTHUKOB MepPONpPUATUA

NHPOPMMPOBAHME YYACTHMKOB O HaMEYaloWeMCa MeponpuATUM U YCNOBUAX
yyactua

Bbibop mecTa v BpemeHU nNpoBeaeHUA MeponpUATUA

Moarotoska npep,BapMTeanoi/’l CMETbl pacxodoB

PaccblnKa npurnalleHuii NoATBEPAMBLINM YHacTUE B MEPONpPUATUN

C60p TEKCTOB A0K/1a40B N NMPOEKTOB UTOTOBbIX AOKYMEHTOB Y AOKN1a4YNKOB

Paccbinka  MHOOPMALMOHHBIX  MaTepuanoB  Y4YacTHMKaM  KOHGbEpPeHTHOro
MeponpuaTUA

CoctaBneHue ABOYHbIX IMCTOB U CNUCKA perncrpaunm y4aCtTHMKOB MEPONPUATUA

3aKynKa KaHLeNAapCKMX TOBApOB 1 NPOAYKTOB Ana obecneyeHuns kodpe-nays

PeleHre BONPOCOB TEXHNUYECKOrO OCHALLEeHNA MeponpuUATUA

Momollpb B NOAroTOBKE AOK/AaA4a PYKOBOAUTENSA, MPE3EHTALMOHHbIX MaTepranos

OpraHmsau,vm noAroToBKM nNpesnanyma m pa6oql4x MeCT Y4aCTHUKOB

OpraHu3aumsa BCTPEYM U PErUCTPaALLUA YYACTHUKOB MeponpumaTma

BefeHuWe NpoToKOa MEPONPUATUA

OpraHu3aums cepBUCHOTO 06CNYyKMBaHUA BO Bpems Kode-nay3

OpraHusaumsa  KynbTYpHO-MacCOBbIX  MEPOMNPUATUIA,  TPAHCMOPTHOIO U
rOCTMHMYHOro obecneyeHmn

Heobxoanmble ymeHUn

OpraHu3oBbIBaTb NPOLLECC MOArOTOBKM K MNpPOBeAeHU0  KOH(EpPeHTHOro
MeponpuUATUA MHAMBUAYANbHO U B COCTaBe paboyel rpynnbl

[OKymeHTMpOBaTb pasHble 3Tanbl MNpoueaypbl MNOATOTOBKM WM NpoBeaeHus
KOHdEpPeHTHOro MeponpuAaTUA

MepesaBatb  MHPOPMALMIO, OOKYMEHTbl M MaTepuasnbl  y4yacTHUKam
KOHdEPEHTHOTO MeponpuATUA

MoaroTaBaneaTb M 060pyA0BaTb CTON Npe3namMyma n pabouyre mecta y4acTHUKOB




coBellaHun (3acegaHun)

CepBUpPOBATL YaliHbINM (KOdelHbI) CTON BO Bpemsa nNpoBeaeHus Kodpe-nays

C06}1l0,£l,aTb npasuaa 4eN0OBOro 3STUKETA U NPOTOKO1a

MNopaepKMBaTb UMUK OpraHn3auum

Co3paBatb UMMANK ceKkpeTtaps, COOTBeTCTBYI-OLLI,MVI MMUOXKY OpraHmnsauumu

Pabotatb ¢ uWHPOpmauMen, aHaAM3MpPOBATb M MNpPeAcTaBaATb ee B
CUCTEeMATU3NPOBAHHOM BUaE

ObecneynBaTtb 6e30MaCcHOCTb AeATeNbHOCTU OpPraHn3auunmn

MpumeHATL VIHd)OpMaLI,MOHHO-KOMMyHMKaLI,MOHHble TEXHOI0TNN

O6ecneynsatb KOMGOPT YYaCTHUKOB KOHPEPEHTHOrO MEepPOonpUATUA, MOMOraTb B
BONpoOCax NPoXnBaHNA, TPAHCMOPTHOro obecneyeHna

Heobxoanmble 3HaHUA

KoMnnekc opraHM3auMOHHO-TEXHUUYECKUX MEPONPUATUIA N0 MNOATOTOBKE MU
NpoBeAeHUIO COBELLLEaHMI U NePeroBopoB, B TOM YNC/IE MEXKAYHAPOAHbIX

MpaBuna BedeHWsA, MNOATOTOBKM M 0POPMIEHMA NPOTOKONA WU APYrMX
OOKYMEHTOB, CO34aBaemblX B  Npoluecce MNOATOTOBKM  KOHdEpeHTHOoro
MeponpuaTma

CoctaBneHne cmeTbl pacxoaos

OcHoBbI HanMcaHmA peLIEVI 1 OO0KNaaAo0B pykoBoauUTeNA

MpaBuna yCTaHOBNEHUS KOHTaKTa, NOAAEP’KaHMUA U Pa3BUTUA MEXKINYHOCTHbIX
OTHOLLEeHUN

Mpasuna genosoro O6LLI,eHVIFI, AEeN0oBOro aTKeTa

DTUKET N OCHOBbI MeXxXayHapoaHOro NnpoToKoaa

MpaBuna NpoBeseHUs Ae0BbIX NeperoBopos

MpaBuna 3awmTbl KOHPUAEHUMANBHOW CyXKebHON MHPOopMaLUK

TpeboBaHWA OXpaHbl TPyAa

Opyrue
XapaKTepUCTMKM

3.3.7. TpypoBana ¢yHKUMA

OpraHu3auma NCNOJIHEHMA PELLEHNN, YpoBeHb
HavmeHoBaHMe |ocyliecTBAEHWE KOHTPOAA UCMOAHEHNA Kog C/07.6 |(noayposeHb)
nopy4YeHnin pykosoauTens KBannpuMKaumnm

MpouncxoxaeHne
TpyaoBoh GyHKLMMU

3aMMcTBOBaAHO 13

OpuruHan
opurnHana



Kog PernctpaumnoHHbIi
opurMHana HOMmep
npodeccnoHanbHOro
CTaHpapTa

TpyaoBble AencTemA

[JokymeHTanbHOe odbopmieHNe pelleHni pyKoBoaAnTeNA

[dosBegeHne po cBedgeHMAa  paboOTHMKOB  opraHM3auMM  pacnopsxeHui
pyKoBoauTens

KoopanHauma neateNbHOCTM N0 UCMOJIHEHUIO PELLEHUI pyKOBOANTENA

BeneHue CpoKOBOro TeKyLwero v npeaynpeamtesbHOro KOHTPoA

MpoBepKa NCNOIHEHNA NOPYUYEHMNIT PYKOBOAMTENA B YCTAHOB/EHHbIA CPOK

MpeaynpexaeHne cOTpyAHUMKOB 06 MCTEYEHUM CPOKA MCMOJHEHWMA MOPYYEHUM
pyKkoBoauTens

®urKcauma NCNONHEHMA NOPYYEHU

CocTaBneHve OTYETOB M aHA/IMTUYECKMX CMPABOK O BbINOJIHEHUM MOPYYEHUIN U
peleHnii pykosogutens

Heobxogumble
YMeHUA

BecTn cpOKOBYIO KapTOTEKY

BecTn y4yeTHble perncrpaumoHHble (bOprI, ncnonb3osatb UX ONA pa6OTbI no
KOHTPOJ10 UCNOJTHEHUNA nopyquMﬁ pyrkoBoauUTenNA

PaboTaTb ¢ MHPOPMaLMElN MO KOHTPOIIO, CUCTEMATU3NPOBATb €€ U NPELCTaBAATb
B BUAE CBOAHbLIX JOKYMEHTOB

Mcnonb3oBaTb  cpeacTBa  KOMMYHUMKaUMWM  Ans  nepefaydn  NopyyeHui
pyKkoBoauTens

Mcnonb3oBaTb COBpeMeHHble cpeactBa cbopa M 06paboTKM KOHTPO/bHOM
MHbOpPMauum

MpumeHATb MH(I)OpMaLI,VIOHHO-KOMMyHMKaLI,MOHHbIe TEXHO/I0TUN

OueHunBaTtb Pe3ynbTaTbl B PaMKaX NOCTaB/IEHHbIX 3a4a4

OcyLLecTBAATb KOHTPOb UCNOSIHEHNA NOPYUYEHUI PYKOBOAMTENA COTPYAHUKAMMU

Heobxoanmble 3HaHUA

Obuwwme TpeboBaHMA K CPOKAM MCMONHEHUSA [OOKYMEHTOB M  KOHTPOJIbHbIM
bYHKLMAM CyKObI LOKYMEHTAUMOHHOIO obecneyeHus

MprHLMNbI, cnocobbl UHGOPMUPOBAHUA COTPYAHNKOB

3TuKa AenoBoro obLeHns

YnpasneHyecKkas CTPYKTypa opraHvM3aumu, pyKoOBOACTBO OpraHusauuu, obpasupl
noAnuceit pyKoBOAALLMX COTPYAHUKOB, KPYr MX MOJIHOMOYMI MU OrpaHUYeHna mx
30H OTBETCTBEHHOCTH

MHCprKLI,VIVI no genonpon3ssoactey U ApyrMm J1OKaJlbHbIM HOPMATUBHbLIM aKTam,




YCTaHaB/IMBaOWMM NOPALOK peann3aunmn ynpasaeH4eCKnxX npoueanyp

Apyrve
XapaKTepUCTUKM

3.3.8. Tpyposble GyHKUUM

OpraHu3zauma n nogaepraHume YpoBeHb
HanmeHoBaHMe |dyHKUMOHaNbHOro paboyero NpocTpaHCTBa Kog C/08.6 |(noaypoBeHb)
npuemHon n kabuHeta pykosoauTens KBanMdumKkaumm

MpouncxoxaeHne
Tpy£oBoM GyHKLMMU

3anMmCcTBOBAHO M3

OpuruHan X
OopurMHana
Kog PerncrpaunoHHbIn
opurnHana HOMep
npodeccnoHanbHOro
CTaHAapTa

TpyaoBble gencrama

ObecneyeHne paboyero mecrta pyKkoBoauTeNs HeobxoAMMbIMKU CcpeacTBaMu
OpFaHVI3aLI,VIOHHOl‘;I TeXHUKU, KaHUEeNAPCKUMU NPpUHaJN1eXHOCTAMU

OpraHusauusa npuemHon oduca B COOTBETCTBMMU C TPEOOBAHUAMMU IPFOHOMMKMN U
KYNbTypbl TPYAQ

OpraHuzauma odopmaeHnsa MHTepbepa NPUEMHON pyKoBoaAUTENS

O6opynoBaHue paboyero mecta OPrTexXHUKOW, MepcoHasbHbIM KOMMbIOTEPOM,
BCMOMOraTe/IbHOM TeXHUKOMN

OpraHuszauma obopyaoBaHUA NPUEMHOM CUCTEMAMWU XPAHEHWA, HEOOXOAMMbIMU
npucnocobaeHnaMM, obecneyeHns KaHLEeNSPCKUMMM TOBapamM

ObecneyeHune xpaHeEHMA U 3aMeHbl PAaCXOA4HbIX MaTepPManoB, NOBCEAHEBHbIN yXon,
33 OPITeXHUKOM

3aKas KaHUENAPCKNUX TOBApPOB, TMMrMeHN4YeCKMX ToBapoB, NPOAYKTOB NNTaHUA

Heobxogumble
ymMeHun

CosgaBsatb ycnosua, obecneumsatowme spdeKkTMBHYO paboTy pykoBoautens

anMEHﬂTb B COOTBETCTBMM C Ha3Ha4vyeHMemM Cpeactea OpI'aHI/I3aLI,I/IOHHOl‘;1
TEXHUKWN, KaHUENAPCKNE NPUHAONEKHOCTU

OcHauaTtb paboyee MeCTo pyKoBoauTena u csoe paboyee mMecto HeoH6XoAMMbIM
obopygoBaHmem

OCYLIJ,eCTBJ'I’r'ITb 3aMeHY PaCcxXo4HbIX maTepunanos, yxos 3a Opl'l'eXHVIKOf/‘I

OcyLliectBaATb NOBCEAHEBHbIN YXO4 3a KOMWPOBAa/bHbIM anmnapaTom, 3aMeHy u
XpaHeHWe KapTpuarKen, ToHepa

KOHTpOI’IMpOBaTb COCTOAHME W MNOMNOJIHATb 3anacbl KaHUENAPCKUX TOBAPOB,
cpeacTs rmrmeHbl, NPOAYKTOB NUTaHUA




Heobxoanmble 3HaHUA

TpeboBaHWA OXpaHbl TpyZa, NPOM3BOACTBEHHOM CAHUTAPWUM, MPOTUBOMOMKAPHOM
3aLLMTbI

OcHOBbl MpPaBW/IbHOM OpraHM3aumMmM Tpyda W MeToAbl MOBbIWEHUA ero
3¢ PeKTUBHOCTH

OcCHOBbI 3proHOMMKM odurca U GAOPUCTUKM

CtaHAapTbl U peKoMeHAaLMMN MO 060pyA0BaAHUIO OPUCHBIX MOMELLLEHWI

CocTaB opraHM3aLMOHHOW TEXHUKM, ee YCTPOWUCTBO U NopAJ0oK paboTbl ¢ Hel

Apyrve
XapaKTepUCTUKM

3.3.9. TpygoBasa ¢pyHKUMA

Pa3paboTKa NoKaNbHbIX HOPMaTUBHbIX aKTOB, YpoBeHb
HanmeHoBaHMe |pernameHTUpylowmx paboTty cekpeTtapsa Kog C/09.6 |(noaypoBeHb)
KBaMpMKaunm

MpouncxoxaeHne
TPy£oBoM GyHKLMMU

3anmCcTBOBAHO M3

OpuruHan X
OopurMHana
Kog, PerncrpaumnoHHbIn
opurnHana HOMep
npodeccnoHanbHOro
CTaHAapTa

TpyaoBble aencTens

PaspaboTKa A0MKHOCTHOW MHCTPYKLMN CEKPETapA

PaspaboTKa No/soXeHUA 0 CEKpeTapuaTte

Pa3paboTKa MHCTPYKLMM NO AE10NPOU3BOACTBY

Heobxogumble
ymeHua

CoctaBnAtb n Od)OpM}'IFITb OpraHn3aunMoHHbIE N MeToANYeCKMe AOKYMEHTDI

Pepaktn POBaTb TEKCTbI C}'IY)Ke6H bIX AOKYMEHTOB

PabotaTb CcO BCell COBOKYMHOCTbIO WHPOPMALMOHHO-A0KYMEHTALMOHHDBIX
pecypcoB opraHM3auum

MNMonb3oBaTbcs 6Hazamu AaHHbIX, B TOM YNUCNE ygaleHHbIMU 6asamu AaHHbIX

Mcnonb3oBaTb CNpaBoYHble NPaBOBble CUCTEMbI

PaboTaTb C KOMMbIOTEPOM, KaTasioramm (Mankamm) u pannamm, cKaHepom

Monb3oBaTbCs 0GUCHBIM NaKeTOM (TEKCTOBbIN peaakTop, Tabanupl)

Monb3oBaTbcs NepUPepUnHbIMKU YCTPONCTBAMM N OPITEXHUKOM

Monb30BaTbCA 3/IEKTPOHHOM NOYTOM




Monb3oBaTbCA CUCTEMAMMU 31EKTPOHHOTIO AOKYMEHT0060pOTa

Heobxoaumble 3HaHUA

MpaBoBble OCHOBbLI ynpaBaeHUs (OCHOBbI aAMWHUCTPATUBHOIO, TPYAOBOIO M
rpaaHCKoro npaea)

,D,ED'ICTBVPOU.LMG npaBoBbleé  aKTbl, HOPMATUBHO-MeTOAUYECKUE  OOKYMEHTHI,
rocygapcCrtBeHHble CTaHAOAPTbl, onpeaenAarouwime nopAgoK AOKYMEHTAUMOHHOIo
obecneyeHus ynpasaeHuA

CTpYKTypa, PYKOBOACTBO CTPYKTYPHbIX noapasaeneHunii, obpasubl nognucei nu,
MMEIOLNX NPaBo MOAMUCAHUA U YTBEPKAEHNA [OKYMEHTOB, U OTPaHMYEHMA UX
30H OTBETCTBEHHOCTM

MpaBuia 4OKYMeHTaLNUOHHOro obecnevyeHus AeATENbHOCTU OpPraHn3aunmn

MNopaaok paboTbl C AOKYMEHTaMM

TpE6OBaHVI‘r'|, npegbAasnaemblie K JOKYMEHTaM B COOTBETCTBMKN C HOPMATUBHbIMU
dKTaMU N rocyaapCrBeHHbIMU CTaHAAPTaMMN

MpaBuna  COCTaBAEHMSA  OPraHM3aLMOHHbLIX  AOKYMEHTOB  (MONOMKEHWUN,
WHCTPYKLUMIA, pernameHToB)

Bunabl AOKYMEHTOB, UX Ha3HaYeHue

OCHOBbI AOKYMEHTHOW INHTBUCTUKM

TpeboBaHMA oXpaHbl Tpyaa

Apyrve
XapaKTePUCTUKM

3.3.10. TpygoBaa pyHKLMA

CocTaBneHue n opopmneHme YpoBeHb
HanmeHoBaHWe |ynpaBAeHYEeCKOM AOKYMEHTALMM Kog C/10.6 |(noaypoBeHb)
KBandMKaumnm

MpoucxoxaeHue
TpyaoBoh GyHKLMM

3anmcTBoBaHO U3

OpuruHan X
opurnHana
Kog, PerncrpaumnoHHbIn
opurnHana HOMep
npodeccnoHanbHOro
CTaHAapTa

TpypoBble fencTaus

CocTaBneHve MPOEKTOB pPACNopAAMTENbHbIX (MPWKasbl, PACMOPANKEHUA) WU
MHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTOB (CnyebHble nucbma, CnpaBkw,
AOKNagHble v cnyXebHble 3annckun)

MeyaTb Cy*KebHbIX JOKYMEHTOB U APYTMX MaTepManos

PasmHoKeHue CNyKebHbIX 4OKYMEHTOB




KOHTpoNb NpOXOoXKAeHUs [OOKYMEeHTOB B  OpraHM3aumm (cornacosaHue,
nognucaHue v yTeepxaeHne 4OKYMeHTa)

Heobxognmble ymeHUs

PenaKTMpoBaTb TEKCTbI CNYXKEOHbIX LOKYMEHTOB

Monb3oBaTbCA YHUPULMPOBAHHBIMU GOPMaMM JOKYMEHTOB

OdopmnaTte Kaccosble @UHAHCOBbIE AOKYMEHTbl M AOKYMEHTbl MO YYeTy
HaKMaAHbIX PAacxoaoB

MNeyaTtatb CJ'IY)KE6H ble AOKYMEHTbI

Monb3oBaTbcA NepndepnnHbIMU YCTPONCTBAMU M OPITEXHUKOM

PaboTaTb C KOMNbOTEPOM, CKaHEPOM

Monb30BaTbcA 0GUCHBIM NMAKETOM (TEKCTOBbLIN peaakTop, Tabauubl)

Nonb3oBaTbCA SNEKTPOH HOM NoYTOM

NMonb3oBaTbCA CUCTEMAMM INEKTPOHHOTO AOKyMEHTOO60pOTa

ObecneunBaTtb 6€30MaCHOCTb AEATENBHOCTU OPraHM3aLum

Heobxoanmble 3HaHUA

MpaBoBble OCHOBbLI ynpaBneHWA (OCHOBbI agMWHWUCTPATUBHOIO, TPYAOBOro W
X03ANCTBEHHOTIO Npaga)

CTpyKTypa opraHvsaLuun, pyKOBOACTBO CTPYKTYPHbIX MOApa3aenieHuin, obpasupbl
nognucei Nud, UMeKLWUX NPaBo NOAMUCAHUA U YTBEPXKAEHUA OOKYMEHTOB, U
OrpaHMYeHMUs UX 30H OTBETCTBEHHOCTHU

MpaBuna AOKYMEHTALMOHHOIO obecnevyeHus AeATENbHOCTU OpraHn3aunmn

Mopsaok paboTbl C AOKYMEHTaMM

TPE6OBaHMﬂ, npegbvAasnaemble K JOKYMeHTam B COOTBETCTBMMN C HOPMATUBHbIMU
dKTaMW N rocyaapCTBEHHbIMU CTaHAAPTaMU

Buabl 4OKYMEHTOB, X Ha3HAYeHUue

MpaBuaa cornacoBaHMA AOKYMEHTOB OpraHM3aumm (BHyTPEHHEro 1 BHELIHEro)

I'Ipanma noannCaHnAa n yTeepXXaeHna 4OKYMEHTOB

Mpasuna coctasneHna w  odopmneHMa  MHOGOPMALMOHHO-CNPABOYHBIX,
ynpaBAeHUYECKNX OKYMEHTOB U CYXKeBHbIX nMcem

OcHosBbl AOKyN\EHTHOVI JIMHIBUCTUKN

PammaTmnyecKkune npasmaa PyccKoro A3blKa

TpeboBaHWsA oxpaHbl Tpyaa

Apyrue
XapaKTepUCTUKK




3.3.11. TpygoBana ¢yHKLUMA

OpraHusauma paboTbl ¢ LOKYMEHTAMU B YpoBeHb
HavmeHoBaHMe |npuemHol pykoBoguTens Kog C/11.6 |(noaypoBeHb)
KBaIMpMKaumnm

MpouncxoxaeHne
Tpy£oBoh GyHKLMMU

3anMmcTBOBaHO M3

OpwuruHan X
opurMHana
Koa PerncrpaumnoHHbIit
opurnHana HOMep
npodeccnoHanbHOro
CTaHAapTa

TpyaoBble aencTema

MonyyeHue, npeasapuTeNbHOE PACcCMOTPEHME M COPTMPOBKA MOCTYNaloWMX B
NPUEMHYIO PYKOBOAUTENA JOKYMEHTOB

MoAroToBKa AOKYMEHTOB 4717 PAaCCMOTPEHMSA PyKoBOAUTENEM

YyeT fOKYMEHTOB, MOCTYNAOWMX HA UMA PYKOBOAUTENS

OpraHmsau,Mﬂ AO0CTaBKU AOKYMEHTOB UCMONTHUTENAM

BepeHne nHbopmMaLMOHHO-CNPaBOYHOMN paboThbl

KOHTPOAb MCNONIHEHWA OKYMEHTOB M NOPYYEHWNI pyKOBOAUTENSA

Heobxogumble
YMeHUA

PaboTaTb C BXOAALLEN, UCXOAALLEN, BHYTPEHHEN fOKYMeHTaumeln

Monb3oBaTbCA CUCTEMAMM 3N1EKTPOHHOTO AOKYMeHToo60poTa ANA peructpaumm,
KOHTPO/I1 LOKYMEHTOB Y MHPOPMaLMOHHO-CNPABOYHOMN PaboTbl C AOKYMEHTAMM

MpumeHATb MHPOPMALMOHHO-KOMMYHUKALNOHHbIE TeXHONOrMn ana pabotol
AOKyMeHTaMu

CoctaBnAtb U Od)OpMI'IﬂTb HOPMaATUBHbIE aKTbl

Heobxoanmble 3HaHUA

HOpMaTVIBHbIe npaBoBbleé aAKTbl, HOPMATUBHO-METOAUYECKUE  OOKYMEHTHI,
rocygapcCrtBeHHble CTaHAQpPTbl, onpeaenAaouwme nopAaaokK AOKYMEHTALMOHHOIO
obecneyeHus ynpassieHnAa

CTpyKTypa opraHu3aLmm, pyKOBOACTBO CTPYKTYPHbIX NoApa3aeneHnit

COBpeMeHHbIe I/IHd)OpMaLI,VIOHHbIe TEXHO/I0TNN pa60TbI C AOKYMEHTaMMn

MopsaAaoK paboTbl C 4OKYMEHTaMM, CXeMbl 4OKYMeHToo6opoTa

I'Ipanma pa6OTbI C BXo4AWNMU, nCXogAawmMmMmm M BHYTPEHHUMU AOKYMEHTAMU

Mpasuna opraHU3aUUM KOHTPOAA UCNONHEHUA AOKYMEHTOB M TUMOBble CPOKMU
NCNONTHEHNA OOKYMEHTOB

I'Ipanma COCTaB/1eHMA aHA/UTUYECKUX CNpPaBOK NO OpraHuM3sauuu paGOTbI C
AOKYMEHTAMU U KOHTPOJIKO UCNOJTHEHNA OOKYMEHTOB




I'Ipanma Co30aHMA W BedeHuA 6a3 AaHHbIX Cﬂy>K€6HbIX AOOKYMEHTOB B
opraHunsauuun

CucTeMbl 3N1EKTPOHHOIO AOKYMeHToo6opoTa

TpeboBaHWA oxpaHbl Tpyaa

Apyrve
XapaKTepUCTUKM

3.3.12. TpypoBaa pyHKLMA

OpraHu3auma xpaHeHUA JOKYMEHTOB B YpoBeHb
HanmeHoBaHWe |npuMemHOM pyKoBoauTena Kog C/12.6 |(noaypoBeHb)
KBandMKaunm

MpouncxoxaeHne
Tpy£oBoh GyHKLMMU

3anmMCcTBOBAHO M3

OpuruHan X
OopurMHana
Kog PerncrpaumnoHHbIn
opurnHana HOMep
npodeccnoHanbHOro
CTaHAapTa

TpyaoBble aencTena

Pa3paboTKa pa3fenioB HOMEHKNATYPb! Ae/ OpraH13aLmm

CDOpMMpOBaHMe n Od)OpM}'IEHVIe Aen NoCToAHHOro, 4oNroBpemMeHHOro Cpokos

MoaroToBKa M nepeaaya Aen B apXms opraHnsaumnm

Heobxoaumble
ymeHua

PaspabatbiBaTb HOMEHKAATYpy [A€N OpraHusaumm C y4eTom AeWCTBYIOWMX
HOPMaTMBHO-METOANYECKMX LOKYMEHTOB

Mcnonb3oBaTb HOMEHKNATYpy A4eN NpUM M3YYEeHUM CTPYKTypbl OpraHusaumm,
COCTaB/IEHUM ONUCcen aen

dopmuposatb M odpopmaATb gOena B COOTBETCTBMM C  YTBEPNKAEHHOW
HOMEHKNATYpPOI Aen opraHnsaumm

Ob6ecneunBatb COXPaHHOCTb 4OKYMEHTOB OpraHn3auunn

Mponssogntb NOArOTOBKY Aen ANA nepesayn B apxus

anMeHFITb VIHd)OpMaLI,VIOHHO-KOMMYHMKaLI,MOHHble TEXHO/MIOTMKN AnA pa6OTbI C
AOKYMEHTaMU

Heobxoanmble 3HaHWA

HopmaTuBHble MpaBOBble aKTbl, HOPMAaTUBHO-METOAMYECKME  AOKYMEHTbI,
rocyAapCTBeHHble CTaHAApTbl, onpedenstolimMe MOPAAOK AOKYMEHTALMOHHOro
obecneyeHna ynpasaeHus

Buabl HOMEHKNATYP, 06|.I.I,Vle Tpe6OBaHWr'I K HOMEHKNaTtype, MeTOoAuKa ee
CcoCTtaB/zieHnA U Od)OpMJ'IEHVI‘r'I

Mopadok ¢opmupoBaHna U odpopmaeHUa [en C YyKasaHuem cneumduKu




$GOPMMPOBAHUSA OTAENbHBIX KaTeropuii aen

MpaBunna xpaHeHua Aen, B TOM YNCe C AOKYMEHTAMM OFPaHUYEHHOro AocTyna

I'Ipanma BblAa4yn N NCNOJIb30BaHNA AOKYMEHTOB U3 Cd)OpMMpOBaHHbIX aen

TpeboBaHMA OXpaHbl TPyAa

I'Ipanma noAroToBKMU U nepeaayvyn gen B apxms opraHnM3aumnmn

Apyrve
XapaKTepUCTUKM

3.3.13. Tpygnosble GyHKUUM

YpoBeHb

HanmeHoBaHne |Ob6ecneyeHune pykoBoguTens nHpopmaumen Kog C/13.6 |(noaypoBeHb)

KBaMpMKaunm

MpouncxoxaeHne
TPy£oBoM GyHKLMMU

3anmCcTBOBAHO M3

OpuruHan X
OopurMHana

Koa PermcrpaumoHHbIi
opurMHana HomMep
npodeccnoHanbHoro
cTaHaapTa

TpyaoBble aencTena

Céop M nepepaboTka uMHPOpMauMM, HeobXoAMMOW  ANA  NPUHATUA
060CHOBAHHbIX YNPABJEHYECKMX PeLleHUi

MpoBepKa A[OCTOBEPHOCTM, MNOAHOTbI W HENPOTMBOPEYMBOCTM  AAHHbIX,
NCKNtoueHne aybamposaHua nHpopmaunm

MpepocTaBneHme faHHbIX B e4MHOM W yaobHOM gns Bocnpuatna popmaTte

BbiaBneHne Hanbonee 3HaYMMbIX KPUTEPUEB CMCTEMAaTM3aUMK nHpopmaLmm ana
co3aaHuA 6a3 gaHHbIX

(DOpMMpOBaHI/Ie M ncnonb3oBaHue 6as AaHHbIX B OpraHn3ayunm

Heobxoanmble ymeHUn

OcywecTtenatb cbop, 06paboTKy M aHann3 MHPOPMaLMM B COOTBETCTBUM C
TpeboBaHMAMM  KPATKOCTM, YETKOCTM  POPMY/IMPOBOK, CBOEBPEMEHHOCTU
NOCTYN/JeHNA, TOYHOCTM U AOCTOBEPHOCTM, OMTUMANAbHOCTU CUCTEeMAaTU3aLMUK,
HenpepbIBHOCTU cbopa 1 06paboTkM MHGOpMaLUM

OcyLLecTBNATL perncTpaumio, HakonaeHve 1 nepegady, cCMCTEMaTU3NPOBAHHOE
XpaHeHue 1 Bblaady MHpopmaumm B Tpebyemoi dopme

CocraBnAtb u O¢OpM}'IFITb CBOAHbIE, OTYETHbIE, CTAaTUCTUYECKNE OJOKYMEHTbI

OcywectBnatb 06paboTKy W  CTPyKTypupoBaHue uHPopmaumm, o6pasys
MH}OPMaLUMOHHbIE pecypcsl

BBOAUTb HOBbIE AaHHblIE B CI'IpaBOLIHO-VIHd)OpMaLI,VIOHHbIe Cncrembl




BBoguTb B NnamATb KOMMNbKOTEPA I/IEKTPOHHbIE o6pa3b| AOKYMEHTOB

MponsBognTb NOUCK MHPOPMaLUM B CcyllecTByloWMX 6a3ax AaHHbIX, BeCcTU
MHPOPMALMOHHO-CNPABOYHYIO pPabOTy Ha OCHOBE pPa3/IMYHbIX KOMOMHaLMi
NMOUCKOBbIX MPU3HAKOB

anMEHﬂTb VIHd)OpMaLI,MOHHO-KOMMYHMKaLI,MOHHbIe TEXHO/I0TNN

Heobxoaumble 3HaHUA

OcobeHHOCTM POPMMPOBAHUA BHELWHUX W BHYTPEHHUX WHPOPMALMOHHbBIX
NMOTOKOB

CocTtaB BHeLWHMX VIHd)OpMaLI,VIOHHbIX NOTOKOB

CocTaB BHYTPEHHUX MHOOPMALMOHHbIX MOTOKOB

CTpyKTypa opraHM3aLmm 1 Nopaa0K B3aMMOAENCTBUA NOAPa3AeNEHNI U CNYKO

OcobeHHocTN popmmnpoBaHmMA 6a3 AaHHbIX B OpraHM3aumm

CoBpeMeHHble HayyHble MeTogbl M TEXHUYECKMe CPeAacTBa, crnocobcTeytowme
cbopy, 06paboTKe, coXxpaHeHUIO U Nepeaade MHGOPMALMOHHbLIX NOTOKOB

MeTtoabl 06paboTkM MHPOPMALUKN C MPUMEHEHNEM COBPEMEHHbIX TEXHUYECKUX
CPeACTB KOMMYHUKALUMIA U CBA3U, BbIMUC/IUTEIbHOM TEXHUKMU

TpeboBaHMA oxpaHbl TpyAa

Apyrve
XapaKTePUCTUKM

3.3.14. TpypoBaa pyHKLUMA

OpraHu3zauma MHPOPMaLMOHHOTO
B3ZMMOA€L;ICTBVIFI¢ F:-(OB:D,MTGHFIC Yposetb
HanmeHoBaHue Py Kog | C/14.6 |(noaypoBeHb)
noApasaeneHnaAMM U OMKHOCTHBIMW IULLAMMU
KBandMKaumnm
OpraHu3auum
MpoucxoxaeHue 3anmcTBoBaHoO U3
P . A OpuruHan X
TPYAO0BOW GYyHKLMM opurnHana
Kog, PerncrpaumoHHbIn
opurnHana HOoMep
npodeccnMoHanbHOro
CTaHAapTa

TpypoBble fencTaus

NHdopmmpoBaHme paboTHMKOB OpraHM3aLMm O PeLleHUAX PyKOBOANUTENS

OpraHusaums obmeHa  uvHboOpmauMen  mexay  noApasgeneHuamu U
AOKHOCTHLIMW INLAMU OpraHMU3aLmm

OnoseleHune pa6OTHMKOB O NPeacToAWUnX MeponpnaTnAax

OpraHu13auma BCTpeY TPYA0BOro KOMNEKTUBA C PYKOBOACTBOM




NHdopmmpoBaHue pykoBoguTens o6 obpalieHUsax COTpyAHMKOB Mo paboumm m
JIMYHbIM BOMpPOCam

Heobxoaumble
yMeHuA

Ncnonb3oBaTb COBpeEMEHHbIE TeXHOI0rMK cbopa 1 nepeaayun nHbopmaumum

OcywectBnatb cb6bop u nepepaboTky uHboOpmauuu, Heobxoaumon Aans
AeATeNbHOCTH

OcyLwecTBAATb CMCTEMATU3ALMIO MOJTYYaEMbIX M NepeaaBaemMblX AaHHbIX

OcyliecTBNATb NPOBEPKY AOCTOBEPHOCTWU, MONHOTbI M HEMPOTUBOPEYUBOCTM
[AaHHbBIX, UCK/toYeHne aybampoBaHus nHGopmaumm

MNpenocTaBnATb AaHHble B e4MHOM U yaobHOM Ana Bocnpuatus popmate

MHOroKpaTHO MCMNONAb30BaTb MOJIYYEHHYIO Mchopmau,mo, NOCTOSAHHO OBHOBAATbL
AaHHble

ObecneunBaTtb onepaTUBHOCTb MHGOPMALMNOHHBIX MOTOKOB

PaboTaTb C KOMNbLIOTEPOM, UCMOb30BaTb OUCHBIN NAKeT (TEKCTOBLIN peaaKkTop,
Tabnnupl)

Heobxogumble 3HaHWUSA

HopmaTuBHble NpaBoBble aKTbl, HOPMATUBHO-METOANYECKME AOKYMEHTI,
rocy4apCTBEHHble CTaHAapPTbl B chepe AeATeNbHOCTU OpraHM3aumm

CTpyKTypa  OpraHuM3auMu, PYKOBOACTBO  CTPYKTYPHbIX  MNoApasgefneHui,
HanpaBAeHMsA [OeATeNbHOCTM OpraHM3auMm UM KOMMETEHLMU  CTPYKTYPHbIX
noAapasaeneHnin u AONKHOCTHBIX KLY

Knaccudukauma  ynpaBneHyecko  uMHPopmaumu, BUAbl  yNpaBAeHYECKOW
MHbOpPMauum

dopmbl NpegocTaBAeHUA yNpaBieHYeckon MHGopmaLmm

NCTOYHUKM ynpaBieHYecKkon nHpopmaumm

MeToauka oT6opa UCTOYHUKOB UHPOPMaLUN

TpeboBaHuWsA, NpeabaABAsSEMbIE K YNPaBAeHYeCcKon MHbOopMaLMK

TpeboBaHMA oxpaHbl Tpyaa

Apyrvie
XapaKTePUCTUKHU




3.4. O606LweHHan TpyaoBas GyHKUUA

NHPOopMaUMOHHO-aHaNUTMYECKanA U
OpraHM3aUNOHHO-aAMNUHUCTPATMBHAA YpoBeHb
HanmeHoBaHue P 4 A b Koa D P
noaAeprKKka AeATeNbHOCTU pyKoBOAUTENA KBaIMpMKaumnm
opraHusauum
MpoucxoxaeHue
o o 3anmcTBOBaHO U3
0606weHHoM Tpygoson | OpurmHan X
opurnHana
dYHKUMM
Kog PernctpaumnoHHbIi
opurMHana HOoMmep
npo¢deccnoHanbHoOro
CTaHpapTa

Bo3MOHble HAUMEHOBAHMA
[ONKHOCTEN, npodeccuin

MoMOLWHUK pyKoBOAUTENA

TpeboBaHuMA K 06pa3oBaHUIO U
obyyeHuo

Bbiclwee obpasoBaHue - 6akanaspuar
JononHuTtenbHoe npodeccmoHanbHoe obpa3oBaHue

TpeboBaHMWSA K ONbITY
NpPaKTUYecKol paboTbl

He meHee Tpex s1eT no I'IpOd)M}'IlO AeATeENbHOCTU OpPraHn3auunmn

Ocobble ycnoBua gonycka K
paboTe

[pyrve xapakTepucTnku

JononHutenbHble XapakTepuUCTUKK

HanmeHoBaHMe fOKYyMeHTa Koz, HanmeHoBaHMe 6a30B0OW rpynnbl, AOJXKHOCTU (Npodeccun)
WU CNeLmnanbHOCTH
OK3 2432 Bubnnotekapu, bubnmorpadsbl, JOKYMEHTOBEADI U
cneunanncTbl POACTBEHHbIX Npodeccuii
OKCO 032001 [JoKymeHTOoBeAeHME N AOKYMEHTaLMOHHOe obecrneyeHme
ynpasaeHua
032002 JoKymeHTauMOHHOEe obecneyeHne ynpasieHua u
apxuBoBegeHue
3.4.1. Tpyposble GyHKUNM
dopmunpoBaHme MHGOPMALMOHHOTO YpoBeHb
HavmeHoBaHMe |B3anMMOAENCTBUA PYKOBOAUTENS C Kog D/01.6 |(noaypoBeHb)
opraHusaumamm KBanndukaumm
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MNpoucxoxaeHune
TPYAOBOW GYHKLMMU

3anmcTBoBaHO U3

OpuruHan X
opurMHana
Kog PerncrpaumoHHbIn
opurnHana HOoMep
npo¢deccnoHanbHoOro
CTaHAapTa

TpyapoBble AencTaus

OT60p MUCTOYHUKOB MH(I)OpMaLI,VIM B COOTBETCTBUU C 3aaHHbIMU KpUTEPUAMU

O6paboTKa 1 nHTepnpeTauma nHbopMmaunm Ana NoOAroTOBKU NPOEKTOB peLIEHN

MoAroToBKa 3anpocoB Mo NOPYYEHMIO PYKOBOAUTENA HA MOAYyYEeHUEe JOKYMEHTOB
M WHPOpMaAuMM B OpraHax rocyfapCTBEHHOW BfAacTM W yNpaBAeHWs,
06LLECTBEHHbIX OPraHM3aLMAX M MoJlyYeHWe COOTBETCTBYIOLWLEN MHPOpMaUUKN n
OOKYMEHTOB

NHPopMHnpOBaHME pPYyKOBOAMTENSA O pesy/bTaTaX PACCMOTPEHWA 3anpocoB U
obpalLeHui

OpraHusauma pelleHns BOMPOCOB, He TPebylowmx HenocpeacTBEHHOrO y4acTus
pyKkoBoauTens

MoAroToBKa MaTepuanoB A4 ydacTusa pyKosBoauTens B paboTe pasiuyHbIX
CTPYKTYp B  COCTaBe [OCYAapCTBEHHbIX W  MYHWULUMNANbHbIX  OpPraHos,
061LlecTBEHHbIX OpraHM3aumii

MoAroToBKa AOKYMEHTOB A/1A 3aKNHOYEHMA COTNalWeHuid O COTpyAHuYecTse C
AeN0BbIMK NapTHepamu

NHpopMMpOBaHME OEN0BLIX MAPTHEPOB M 3aMHTEPECOBAHHbLIX OpPraHM3aumn o
pelleHnAX PyKoBOAUTENS B XOAE BbINOAHEHUA COrNaLLEHMN

Heobxogumble
YMeHUA

AHanu3npoBatb M OTOMpaATb WMCTOYHUKM MHOOPMALMM B COOTBETCTBUM C
KpUTEPUAMMU MOAHOTbI, AOCTOBEPHOCTM, CBOEBPEMEHHOCTU MpefoCcTaBAeHUsA
MHPopmaLmn

Cobupatb, 0bpabaTbiBaTb M aHaNAM3MPOBaTb WMHPOPMaLMIO B COOTBETCTBUM C
3aZaHHbIMM TpeboBaHMAMM

I'Iepe,u,aBaTb MH¢OpMaLI,VII-O B CUCTEMaTU3NpPOBaHHOM Buae

O6pabatbiBaTb U CTPYKTYpMpoBaTb MHbOpMaLMIo, 06pasys MHOOPMALMOHHbIE
pecypcbl

Mpon3BogUTL MOWUCK WHPOPMaLMKM B CyllecTByrOWMX 6a3ax [aHHbIX, BECTM
MHPOPMALMOHHO-CNPABOYHYO PaboTy Ha OCHOBE Pas/iMYHbIX KOMOWMHaUWi
MOMCKOBbIX MPU3HAKOB

Ob6ecneunBaTb MHPOPMALMOHHYIO 6E30MacHOCTb OpraHM3aumnm

PaboTaTb C KOMNbIOTEPOM, NCNO/Ib30BaTb OPUCHBIN NAKET (TEKCTOBLIN peaakTop,
Tabnuubl)

Heobxoanmble 3HaHWA

BHYTpeHHAA 1 BHELWHAA NOANUTMKA OpraHn3auum




anHLI,MI'IbI npeacrtaBuTeNIbCtBa B roCyapCTBeHHbIX OpraHax, opraHax mMectHOro
camoynpassieHnAa, CTOPOHHUX OpraHn3aumnax n nopaaok B3aVIMO,D,El7ICTBMF| C HUMU

MpUHLMNbI U METOAbI ALMUHUCTPUPOBAHUA

OcobeHHoCT GOPMMPOBAHMSA BHEWHUX W BHYTPEHHUX MHPOPMALMOHHBIX
NOTOKOB

CTpyKTypa opraHmMsaLmm 1 Nopsaaok B3aMMogenCcTBUA NOLPA3AENEHNN U CNYKO

Mpasuna GoPMMPOBAHMSA N UCNONb30BaHUA 633 AaHHbIX

CoBpeMeHHble Hay4yHble MeToAbl U TEeXHWYEecKue cpeacTsa, cnocobceTeylolime
cbopy, 0bpaboTKe, coxpaHeHUto 1 Nepeaade MHPopmaLmm

MpaBuna 3awmTbl KOHPUAEHUMANBHOW CyXKebHON MHPOopPMaLUK

CoBpemeHHble MHHOPMALIMOHHbIE TEXHOOTUM

Apyrvie
XapaKTepPUCTUKU

3.4.2. Tpyposasa GyHKUMA

AHanus nHpopmaLMm 1 NOLAFOTOBKA YpoBeHb
HaumeHoBaHMe | MHbOPMALMOHHO-aHANUTUYECKUX Koa | D/02.6 |(noayposeHb)
MaTepuanos KBanmduKaumm

MpouncxoxaeHne
TpyAoBon GyHKUUM

3anmcTBOBaHO U3

OpuruHan X
opurMHana
Kog PernctpaumnoHHbIit
opurMHana HOoMep
npodeccnoHanbHoOro
CTaHAapTa

TpyaoBble AencTeus

Cbop, nepepaboTka 1 aHaAn3 MHGOpPMaLUN ANA PeLIeHNA 3a4a4, NOCTaBAEHHbIX
pyKkoBoauTenem

Moarotoska I/IH(I)OpMaLI,I/IOHHO-aHaﬂMTVI‘-IeCKMX mMaTepmnanos

Pa3pa60TKa TeMATUYECKOro naaHa 0630pHOFO AOKYMEHTa, AO0KNaaa

OnpegeneHune Kpyra 6ubanorpadpnyeckmx UCTOYHMKOB

Moabop UCTOYHUKOB M AnUTepaTypbl Mo Teme 0630pa, AOKNaAa, aHANUTUYECKOM
CrnpaBKu

HanucaHue 1 opopmneHre 0630pa, AOKAaAA, aHANMTUYECKOW CNPaBKK

Heobxoanmble ymeHUn

PaspabaTbiBaTbh TeMaTUYECKMIA NaaH 0630pa, A0KAaAa, aHAIUTUYECKOW CrpaBKu

O60cHOBbIBaTb adKTYa/IbHOCTb I'IpO6l'I€MbI, KOTOpyO npeacrtont OCBETUTbL B
0630pe, AOKnage, cnpaske




Monb3oBaTbCA  MHPOPMALMOHHBIMM  pecypcamum UM CUCTEMATM3UPOBATb
MHPOPMaUMIO NO 3a4aHHbIM KPUTEPUAM

MpaBUAbHO MHTEPNPETUPOBATL MOJIYYEHHbIE AAHHbIE WU MNPEeAOoCTaBAATb UX B
CUCTEMATU3NPOBAHHOM BUAE

Oﬂpe,D,EIlﬂTb Kpyr UCTO4YHUKOB U NnTepaTtypsbl, HEO6XO,£I,VIMbIX AanAa noarotToBku
MHq)OpMaLI,MOHHO-aHaﬂMTM‘-IeCKMX maTtepnanos

M3naratb maTtepuman B NlornyecKom nocnenoBaTeIbHOCTU

np0M3BO,ﬂ,MTb dHaNN3 N OUEHKY U3/ZTOXKEHHOTO MmaTtepmnana

OdopMNATb TEKCT B COOTBETCTBYIOLWEM CTU/E

PepaKktnposaTtb TEKCT AOKYMEHTOB

dopmyMpoBaTh BbIBOAbI U pEKOMeHAaLNN

OcylwecTBnaTb aBTOMaTM3aUMIO MpoLeccoB cbopa, XpaHeHMA U Bblgauu
nHpopmauum

Mosb3oBaTbCA YCTPOMCTBAMM aBTOMATM3MPOBAHHOM 06pPaboTKM TeKCToBOM
nHbopmauumn n GoToHaboPHbIMMK YCTPONCTBAMMU

MpUMeHATb BbIYUCAUTENBHYIO TEXHUKY W MHCI)OpMaLI,VIOHHbIe TeEXHONOTMKN ANnA
3KOHOMUYHON W paLI,MOHa/'IbHOﬁ OopraHmnsauunun MHd)OpMaLl,MOHHbIX npoueccos,
NoBbILLIEHMA NX TMBKOCTU U ANHAMUNYHOCTU

Mpon3BoauTb NUTEPATYPHO-CTUAUCTMYECKYID 06paboTKy TekcTa, NpoBepKy
IOTMYECKON NoCnefoBaTeNIbHOCTU U3/OXKEHUA, aHaM3a U OLEHKM, HanucaHuA
BbIBOAOB M PEKOMEHALNIM

MpymeHATb OCHOBbI NCUXOA0MMN AEeN0BOro O6LLI,E'HVIFI

Heobxogumble 3HaHUSA

HopmaTuBHble NpaBoBble aKTbl, HOPMATUBHO-METOAMYECKME  OOKYMEHTHI,
rocyZapCTBEeHHble CTaHAAPTbI B chepe AeATeIbHOCTM OpraHm3aLmm

CTpyKTypa  OpraHusaumu, PYKOBOACTBO  CTPYKTYPHbIX  NOApPasAeneHui,
HanpaB/eHUA OeATEeNbHOCTU OpraHM3auMm UM KOMMETEHUMU CTPYKTYPHbIX
noApasaeneHnn 1 A0AKHOCTHbIX nL,

Knaccuomkaums  ynpaeneHyecko  uHGopmaumu, BuAbl  yNpaBAeHYECKOM
nHbopmaumnm

dopmbl NpeaoCcTaBaeHNA yNpaBAeHYecKon MHbopmaLmum

MCTOYHMKKM ynpaBieHYeckon WHOOPMALMM, METOAMKa OoTbopa WMCTOYHMKOB
nHbopmaumnn

TpeboBaHuWsA, NpeabaABAsEMble K ypaBieHYecKon nHbopmalmm

OcobeHHocT pedepupoBaHns WHbopmaumn, cneundurka odopmaeHua wu
COCTaB/IEHNS aHHOTauMi, pedepatos, 0630Pp0OB, AOKNALOB

Kateropuu notpebuteneir, Ha KoTopble ByaeT paccuynTaH AaHHbIK 0630p, AOKNa4




MeToapl O6pa6OTKM MH(I)OpMaLI,VIl/I C NPpUMEHEHNEM COBPEMEHHDbIX TEXHUYECKUX
cpeacte KOMMYHVIKaLI,Mﬁ n CBA3MU, BbIYUC/IUTENIbHO M TEXHUKMK

CTpyKTypa WHOOPMAUMOHHbBIX W3LAaHWUIA B 33aBMCMMOCTM OT  XapaKTepa
MHGOPMALMM U LENEBOTO HazHaYeHUA MHGOPMALMOHHbBIX U3AaHUNI

CoBpemeHHble cpeacTBa cbopa, 06paboTku, cucTemaTmsaumm nHdopmaumnm

NCTOYHUKN MHDOPMaLMN: KaTanornm BUBAMOTEK, *KYPHAN0B, MOUCKOBbLIE CUCTEMDI
MHPOPMALMOHHO-TENEKOMMYHUKALUNMOHHON ceTn  "UHTepHeT", 3/1eKTPOHHble
6a3bl AaHHbIX

®yHKUMOHaNbHOE HasHauyeHue ob3opa (bubnunorpaduyeckoro, pedepaTMBHOrO,
aHa/IMTMYECKOro) KaK cpeacTBa OpPUMEHTaLMKU YnuTaTeNsa B AOKYMEHTAZIbHOM WK
MHPOPMALMOHHOM NOTOKE

OcobeHHOCTM 0bLeHay4YHOM M nparmaTmuyeckoi GyHKunm 063o0pos

MpaBuna paboTbl C BHEWHNMMN HOCUTENAMW UHPOPMaLUK

HopmaTuBHble  OOKYMEHTbl, rOoCyAapcTBeHHble CTaHA4apThl B  06aacTu
OeATeNIbHOCTN OpraHmn3aumnm

MoHATHe 1 cneundurKka 6ubnnorpadmyeckoro, pedpepaTMBHOro U aHAUTUYECKOTO
MHPOPMALMOHHOTO M34aHUA

CnpaBouHble NPaBOBble CUCTEMDI

dpyrue
XapaKTepUCTMKM

3.4.3. TpypoBaa ¢yHKUMA

OpraHu3auma feN0BbIX KOHTAKTOB U YpoBeHb
HaumeHoOBaHME | NPOTOKONbHbIX MEPONPUATUIA Koa | D/03.6 |(noayposeHb)
KBanndukaumm

MpoucxoxaeHne
TpyAoBoi GyHKUUMK

3anmcTBOBaHO U3

OpuruHan X
opurMHana
Kog PernctpaumnoHHbIit
opuUrMHana HOMmep
npodeccnoHanbHOro
CTaHpapTa

TpypoBble fencTaus

OpraHusaums M MNaHMPOBaHME [OeNO0BbIX KOHTAKTOB, BCTPEY M MNOEe3noK
pyKkoBoauTens

OpraHusaumsa 3acefaHuid, CcoBelWaHuih U MEponpuUATUn,  NPOBOAUMbIX
pykoBoauTenem

Moarotoska mMaTepmanos onAa COBELLI,aHVIl\/II, BeaeHune n O¢OpMﬂ€HVIe NPOTOKO/10B




Moarotoska I'Ipe3EHTaLI,VIl7I MO YKa3aHUo pykoBOOUTENA

MoAroToBKa M NpoBeAeHMe NPecc-KoHpepeHLMA pyKoBoaAUTENA

BcTpeua y4yacTHMKOB neperoBopos, obecneyeHne WX WHGOPMALMOHHBIMU
mMmaTtepuanamu, BegeHue sanncen NeperoBopos

Heobxogumble ymeHUs

CocTaBAATb NAAH NOE34KN PYKOBOANTENA

OdopmnaTb AOKYMEHTbI, HeobxoauMble ANA AeN0BOW NOe3AKN, KOMaHANPOBKM
pykoBoauTens

CoctaBnatb M odpopmMasaTb MNPOTOKO/Ibl COBELLAHMNA, 3acedaHuin U Apyrux
KOHpEPEHTHbIX MEepOonpuSaTUIA, TOTOBUTb CMMCOK Y4YaCTHUKOB, MOBECTKY AHS,
ABOYHbIE /INCTbI U MPOEKTbl UTOFOBbIX AOKYMEHTOB

CocraBnAatb n pecc-pennsbl

Bectn neperoBopbl C NapTHEPaMMU

PaboTaTb B pexmme MHOro3aga4yHoCTn

PaboTaTb ¢ 60/bWIMM 06bEMOM MHbOPMALUK

Co3maBaTb M NOAAEPMMBATL MONOKUTENbHLIA  MMWOK OpraHMsauun U
pyKkoBoauTens

Ucnonb3oBaTthb BbIUMCANTENBbHYIO TEXHUKY n MHPOPMaLNOHHO-
KOMMYHMKaLUMOHHbIE TEXHONOTUM ana 6osiee S3KOHOMWYHON WM pauMOHaNbHOM
opraHM3aumMm MHGOOPMALMOHHbIX MPOLLECCOB, MOBBIWEHUA WX T[UOKOCTU U
OANHAMUWYHOCTH

ObecneunBaTb MHPOPMALMOHHYIO HE30MaCHOCTL OpraHM3aumun

Heobxogumble 3HaHUSA

HopmaTuBHble MpaBoBble aKTbl, HOPMAaTMBHO-METOANYECKME [OKYMEHTbI,
rocyZapCTBEeHHble CTaHAAPTbI B chepe AeATeNbHOCTN OpraHu3aumm

CTpyKTypa opraH1saummn, pyKkoBoAALWMI COCTaB OpraHmn3aumMm 1 noapasaeneHuni,
HanpaBAeHUA OEeATENbHOCTM OpraHM3auMM U KOMMETEHUMU CTPYKTYPHbIX
noApasgaeneHnin u A0NKHOCTHbIX L,

Mcnxonorua apenosoro O6LLI,€HI/IF|, OCHOBbI KOHd)I'IMKTOIIOI'VII/I

MpaBuna npoBeAeHNA AeN0BbIX NePEroBoOPOB MU NPOTOKO/bHbIX MEPONPUATHI

STUKET N OCHOBbI MeXOyHapoaHOro npoToKo1a

MpaBuna coctaBneHMA N 0GOPMAEHUA AOKYMEHTOB

MpaBuna 3awmTbl KOHPUAEHLUMANBHOM CyXKebHON MHbOopMaLLUN

MH¢OpMaLJ,MOHHO-KOMMYHMKaLI,MOHHbIe TEXHONI0TUN

Apyrvie
XapPaKTePUCTUKU

3.4.4. TpypoBana ¢yHKUMA




OpI'aHM3aLI,VIF| MCNONHEHNA peLUEHVIﬁ

YpoBeHb

HanmeHoBaHue Ko D/04.6 |(no OBEHb
pykoBoAMTENA A / (noayp )
KBaIMpMKaumnm
MpouncxoxaeHne 3aMMCTBOBAHO M3
P o A OpuruHan X
TpyAoBoi GyHKUUM opurnHana
Koa PernctpaumnoHHbIi
opurMHana HOMmep
npodeccnoHanbHOro
CTaHpapTa

TpyaoBble gencTems

[lokymeHTanbHOoe odopmMaeHMe pelleHnit pyKoBoAWUTENs, AOBeAeHMe [0
cBeAeHUA paboTHUKOB OpraHM3aLLMm YCTHbIX PacNopPAXKeEHUIN pyKoBoaMTeNs

KOOp[],MHaLI,MFI AeATeENbHOCTU NO NCNOJTHEHUIO FJELLIEHMﬁ pyrkoBoauUTeNA

KOHTPOJIb UCNONTHEHUS pPEeLLUEHN pyKoBOAUTENS

MoArotoBka OoT4ETOB O BbINOJIHEHUM nopyquMﬁ n peLueHmZ pykosBoauUTena

Heobxogumble
yMeHuA

CocTtasnatb 1 0POPMIATL AOKYMEHTbI, COAEPKALLME NOPYUEHUA N PACTIOPASNKEHUSA
pyKkosoauTens

BectM yyeT noOpyyeHWn pyKoBOAMTENA, TPEDBYIOWMX KOHTPOAA MO CyWecTBy
pelleHna Bonpoca

YeTKo u BbICTPO NPUHMMATL peLleHus B npoLecce paboTbl

Mponssogutb aHanun3 NCMNOJIHUTENbCKOM AnCcunnanHbl

CocTaBnATb aHaAUTMYECKME OTYeTbl M CMPaBKM NO pe3yabTaTaM WMCNOJHEHWA
NopyyYeHUM MU PacnopPANKEHUN PYKOBOAUTENSA

Monb3oBaTbCA CUCTEMAMM I/TIEKTPOHHOIO AOKyMEHTOO60pOTa

anMeHFITb BbIYUCTUTENIBHYIO TEXHUKY U MHd)OpMaLI,I/IOHHO-KOMMyHVIKaLI,MOHHbIe
TEXHONOTUKN ONA 3KOHOMWYHOM U paLI,MOHaﬂbHOﬁ OopraHunsauunun I/IH(I)OpMaLI,I/IOHHbIX
npoueccos, noBblWEHNA UX rmbKocTn m ANHAMUYHOCTU

ObecneuynBaTtb 6e30MacHOCTb AeATeNbHOCTU OpraHn3auunmn

Heobxoanmble 3HaHUA

HOpMaTI/IBHbIe npaBoBbleé  aAKTbl, HOPMAaTUBHO-MeTOOUNYECKNE  OOKYMEHTHI,
rocygapcCrtBeHHbIe CTaHAAPTbI B cd)epe AEeATE/IbHOCTU OpraHn3auunm

CTpyKTypa  oOpraHv3auuu, PYKOBOACTBO  CTPYKTYPHbIX  nogpasgeneHui,
HanpaBieHUA [OeATeNbHOCTM OpPraHusaumm W KOMNETEHUMU  CTPYKTYPHbIX
noApasaeneHnin u A0NKHOCTHbIX KL,

MpaBuaa NpoBeAeHUA KOHTPOAA UCNOJIHEHWUA NOPYYEHUI PYKOBOAMUTENA

TexHonorus BeAeHUA KOHTPOAA UCNOIHEHMA NOPYYEHNIA pyKoBOAUTENSA

Cuncrtemsl 3/1EKTPOHHOTO lCl,OKyMEHTOO6O|I)OTa, 6a3bl AaHHbIX




TpeboBaHMWA oxpaHbl TPyAa

IV. CBeageHuma 06 opraHMsaumax - paspaboTumkax
npodeccnMoHanbHOro cTaHaapTa

4.1. OTBeTCTBEHHAA OpraHM3aUnsa-pas3padboTunK

HMN "HauuoHanbHan accoumnauma oPpUCHbIX CNeLmanmcToB U aaMUHUCTPATUBHbBIX paboTHUKOB", ropos,
MockBsa

Onpektop XntocHesa Jliogmuna NeTposHa

4.2. HaumeHoBaHMA OpraHn3aunin-paspaboTunkos

1 AHO "AreHTCTBO CTPaTErMYECKNUX MHULMATUB MO NPOABUMKEHMUIO HOBbIX NPoeKToB", ropoa MocKsa

2 AHO "YensbuHcKoe perMoHasbHOE areHTCTBO pa3BUTMA KBannduKaymin", ropog YenabuHck

3 AHO BIMO "MesKpermoHanbHbIi OTKPbITHIN coLmManbHbIl MHCTUTYT", ropog, Mowkap-Ona,
Pecnybsavka Mapuit 9n

4 Bonrorpaackaa ToproBo-nNpomblIWAeHHasA nanata, ropos Bonrorpag,

5 Y "Bcepoccuitcknii HaydHo-UCcnea0BaTeNbCKUIA MHCTUTYT AOKYMEHTOBEAEHUA U apXMBHOro aena"
(BHUMNOAL), ropos MockBa

6 HOY AHO "NHCcTUTYT MHpOopMaLMOHHBIX TexHonornit "AnuTn", ropos Mocksa

7 Obuwepoccniickmnin npodcotos paboTHUKOB rocyLapCTBEHHbIX yYpPeXAeHMI U 06LLEeCTBEHHOTO
obcnyxkmBaHma Poccuiickon ®eaepauymm, ropos Mocksa

8 Obuepoccuiickoe mexoTpacneBsoe obbeanHeHne pabortoaaTeneit "Hukenb", ropoa Mocksa

9 000 "MalikpocodT Pyc", ropos Mocksa

10 | 00O "UeHTp aKkcnepTm3bl n ceptuduraumumn”, ropoa Mocksa

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

12 MOBOJIKCKUIN UHCTUTYT ynpasneHusa umenu M.A. CtonbinuHa - punnan GreQy BNO "Poccuiickan
aKaZemMmua HapogHOro X03AMCTBA U rOCYAaPCTBEHHOM cyK6bl Nnpu Mpe3ngeHTte Poccuiickoi
depnepaunn", ropos CapaTos

13 | ®rAQY ANO "AKkagemus CTaHAapTM3aLMKU, METPOIOTMKN K cepTudukaumm”, ropog Mockea

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

15 | ®re0y BMO "PoccuicKmii rocyAapCTBEHHbIN 'YMaHUTaPHbIN YHUBEpCUTET", Kadeapa
OOKyMmeHToBegeHus, Kabegpa ACAOY, ropoa Mockea

16 | PrbY "HayuyHo-uccneaoBaTelbCKMM MHCTUTYT TPyAa M coumanbHOro ctpaxoBaHms" MuHuctepcTea
TPyAa M coumanbHom 3awmTbl Poccunitickon depepaumn, ropos Mockea

17 | ApocnaBcKaa TOpProBo-npomMblWIeHHaA nanaTa, ropoa Apocnasnb




