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3apeructpupoaHo B MuHtocte Poccum 2 nionsa 2015 r. N 37509

MWHUCTEPCTBO TPYAA U COLUUATIBHOW 3ALLUTLI POCCUNCKOWN ®EOEPALUN

NMPUKA3
oT 6 mast 2015 . N 276H

OB YTBEPXAEHWUMN NPO®ECCUOHAIBHOIO CTAHOAPTA
"CNEUMAITUCT NO OPFAHU3ALIMOHHOMY U JOKYMEHTALIMOHHOMY
OBECTMEYEHMIO YINMPABJIEHUA OPTAHU3ALMEN"

B cootBetctBUM c pyHKTOM 16 [lpaBun paspaboTku, yTBEpXOEHUS W MNPUMEHEHUS NPOodEeCCMOHarnbHbIX
CTaHOapToB, YTBEPXAEHHbLIX NocTaHoBMNeHeM [NpaButensctBa Poccuiickon ®epepauumn ot 22 auBaps 2013 r. N 23
(CobpaHue 3akoHogaTenbcTBa Poccuinckon degepaunm, 2013, N 4, c1. 293; 2014, N 39, cT. 5266), npukasbiBato:

YTBepauTb  npunaraembln  npodeccuoHanbHbli  cTaHgapT  "CneunanucTt no  opraHM3auMoOHHOMY W
OOKYMeHTaLMOHHOMY obecrneyveHunto ynpaBneHus opraHmsaumen”.

MuHucTp
M.A. TOMUITNH

YTBEpXaeH

npukaszom MuHucTepcTBa Tpyaa
W coLmanbHOM 3aLuTbl
Poccuiickon depepatimm

oT 6 masa 2015 . N 276H

NMPO®ECCUOHAIIbHbLIW CTAHOAPT
CMNMEUMANUCT

Nno OPrAHM3ALUOHHOMY U AOKYMEHTALIMOHHOMY OBECMEYEHUIO
YNPABJIEHUA OPTAHU3ALIMEN

447
PerncrpaunoHHbIn
HoMep
|. Obwume cBegeHns
OpraHusaumnoHHoe 1 JOKYMEHTALMOHHOEe obecneyeHne ynpaBneHms opraHm3aumsimm 07.002
nobbIX OpraHn3aunoHHO-NpaBoBbIX opM
(HaumeHoBaHWe BMaa NpodeccUoHanbLHON AEATENBHOCTN) Koga

OcHoBHas uenb Buaa npoeccuoHansHon eaTeNnbHOCTY:

Peannsauusa obecneumsatowmx (*)yHKLI,I/IIZ ynpaBneHua opraHmsaumeVl; BHegpeHne nyvwnx TeXHM4YeCKnx
pa3pa60TOK N HOBEMLUMX TEXHOMNOMN B obecneveHne ynpasneHna opraHmsaumeVl

pynna 3aHATUNA:
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Mpukas MuHTpyaa Poccnn ot 06.05.2015 N 276H

"06 yTBepxaeHMn npodeccmoHanbHoro craHgapta "Cneumanumct
Mo OPraHU3aLUNOHHOMY ...

[okyMeHT npepoctasneH KoHncynbranTntoc
[aTta coxpaHeHus: 27.06.2016

2432 BubnuoTekapwu, bubnuvorpadsl, 3431 AOMUHUCTPATUBHO-YNpaBreHYeCcKn
OOKYMeHTOBeb! U CneunanmcThbl " nepcoHan
POLACTBEHHbIX Npodeccuin
4222 Cnyxalyue, 3aHsTbie NPUEMOM U - -
WHOpMMpOBaHUEM NoceTuTenemn
(ko OK3 (HaMmeHoBaHue) (kog OK3) (HaMmeHoBaHwue)
<1 >)

OTHeceHMe K Buaam 3KOHOMUYECKOWN OeATENbHOCTU:

82.1 [eaTenbHOCTb aAMUHUCTPATUBHO-XO3NCTBEHHAsA U BCrOMoOraTtenbHas OesATenbHOCTb Mo
obecneyeHmnio PYHKLNOHNPOBaHWUA OpraH13aLmm
82.3 [esaATenbHOCTb No opraHU3aLumn KOHMEPEHLMIA U BLICTABOK
(kog OKB3[1 (HaumeHoBaHVe BUaa SKOHOMUYECKON AEATENBHOCTN)

<2>)

Il. OnncaHne TpyaoBbIX YHKUUIA, BXOAALLMX
B NpodbeccroHanbHbli CTaHAapT (PYyHKUMOHabHasi KapTa Buga
npodeccnoHanbHon oeaTensHOCTH)

O606LLeHHble TpyAoBbIE PYHKLUMM TpyaoBble yHKUUK
ko4 HanMeHoBaHue YPOBEHb HanMeHoBaHue Koa YPOBEHb
KBanudgwu (nogypoBeHb)
Kaumu KBanudvkaumm
A OpraHusaunoHHoe 3 Mpuem n pacnpegenexve A/01.3 3
obecneyeHne TenegOHHbIX 3BOHKOB
OesTenbHOCTH opraHmsaumm
opraHusaumm
OpraHusaums paboTbl C A/02.3 3
noceTMTENsIMM OpraHn3aumm
BbInonHeHne KoopAMHUPYOLWNX U A/03.3 3
obecneunBarowmx QyHKLUUNA
B [okymeHTaunoHHoe 5 OpraHusauns paboTbl ¢ B/01.4 5
obecneyeHne OOKyMeHTaMu
OesTenbHoCTH
opraHusauum OpraHu3aumns TekyLero xpaHeHus B/02.4 5
OOKYMEHTOB
OpraHusaunsa obpaboTkun gen ons B/03.4 5
nocneayoLLero XxpaHeHms
C OpraHun3aunoHHoe, 6 OkasaHwue nomolum pykosogutento | C/01.6 6
OOKYMEHTaLMOHHOE U B MIIaHMpOBaHMKN pabo4ero
NHGOPMaLIMOHHOE BPEMEHMU
obecneyeHve
AesaTenbHoCTH lMnaHupoBaHue paboyero oHs C/02.6 6
pykoBoauTens cekpeTaps
KoHcynbTaHTINIOC
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[aTta coxpaHeHus: 27.06.2016

opraHusauum

OpraHusaums TenedoHHbIX
neperoBopoB PyKOBOAUTENS

C/03.6

OpraHusaumsa KomaHaupoBOK
pykoBoauTens

C/04.6

OpraHuzauust paboTbl ¢
NoceTUTENSIMU B NPUEMHOW
pYKOBOAUTENS

C/05.6

OpraHusauns nogroToBku,
npoBefeHns 1 06CnyXnBaHms
KOHDEPEHTHLIX MEPONPUATUI

C/06.6

OpraHusaums ncnonHeHus
peLLEeHWIA, OCYLLECTBIEHNE
KOHTPOSS UCMONHEHUSI NOPYYEHUI
pykoBoautens

C/07.6

OpraHusauus 1 noaaepxaHue
yHKUMOHanbHOro paboyero
NpOCTpaHCTBa NPUEMHOM 1
KabuHeTa pykoBoAMTEnNs

C/08.6

PaspaboTka nokanbHbIX
HOPMAaTUBHbIX aKTOB,
pernameHTupyroLmnx paboTy
cekpeTapsi

C/09.6

CoctaBneHune n odopmreHue
ynpaBrieH4YecKon JOKyMeHTaLmm

C/10.6

OpraHusaums paboTbl C
OOKyMeHTaMun B I'IpI/IeMHOI7I
pykoBoauTenda

C11.6

OpraHu3aunsi xpaHeHusl
OOKYMEHTOB B NMPUEMHON
pykoBoguTens

C/H12.6

O6GecneyeHne pykoBoauTens
MHGopMaLnen

C/13.6

OpraHu3auns UHHOPMaLMOHHOTO
B3aMMOOENCTBUSA PYKOBOAUTENS C
noapasfeneHnsamm n
AOIMKHOCTHBIMU MLaMu
opraHvsaumu

C14.6

D UHdopmaLMoHHO-aHan
nTMyeckas u
OpraH1M3aunoHHO-agMu
HUCTpaTUBHas
nogaepxka
OEeATenbHOCTU
pykoBoauTEns
opraHusaumm

dopmMmnpoBaHune
VMHPOPMaLMOHHOIO
B3aMMOOENCTBUS PYKOBOAUTENS C
opraHmsaumsamm

D/01.6

AHanuns nHgpopmarmmn u
noAaroToBka
WHPOPMALMOHHO-aHANUTUYECKNX
MaTepuvarnos

D/02.6

KoHcynbTaHTINIOC
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OpraHusauns 4enoBbIX KOHTaKToB D/03.6 6

1 NPOTOKOIbHBLIX MEPONpPUATHIA

OpraHusauusi ncnonHenus | D/04.6 6
peLleHnn pykosoauTens

Ill. XapakTepuctmka 0606LLEHHBIX TPYAOBBLIX OYHKLMIA

3.1. O606weHHas TpyaoBas pyHKUMS

HavmeHoBaHue OpraHu3aumnoHHoe obecneyeHne feaTenbHOCTY opraHu3aumm Kop A YpoBeHb kBanudukaumm E
I'Ipomcxomp,(?Hme . 3anmmcTBOBaHO 13
06006LLEeHHON TPyAOBOW OpwiruHan X
opurmHana
dyHKLUMN
Kop, PernctpaunoHHbIn
opuruHana Homep
npodeccuoHansHoOro
cTaHgapTa

Bo3MOXHble HaMMeHOBaHNS CekpeTapb-agMuHUCTpaTop
DOMKHOCTEN, npodeccui
TpeboBaHus K CpegHee o0Lyee obpa3oBaHue

obpasoBaHuto 1 06yyeHnto | MpodeccnoHanbHoe oby4veHme - nporpammMbl NPOdEeCCUOHaNbHOM NOArOTOBKM
no npodgeccmam paboumx, AOIMKHOCTAM CryXKallnx, NporpamMmmel
nepenoaroToBkM pabounx, cnyxalumx, NporpamMmmbl NOBbILLEHWS
KBanudumkauumn paboumx, crnyxawmnx

TpeboBaHus K ONbITy -
npakTuyeckon paboTol

Ocobble ycnoeus gonycka
K paboTe

Opyrue xapakTepucTukm

[ononHutenbHble XapaKTepucTtukumn

HanmeHoBaHue gokymeHTa Koa HanmeHoBaHne 6a3oBo rpynnbl, 4OMMKHOCTY (Mpodeccnn)
Unu cneumanbHoCcTu

OK3 4222 Cnyxaluue, 3aHsATble NPMEMOM U MHOPMUPOBaAHMEM
noceTutenen

OKCO <3> 032001 |HdokymeHTOBedeHMe 1 AOKYMEHTaLMOoHHoe obecneveHne
ynpaseneHus

3.1.1. TpynoBas pyHKUMS

HaumenosaHve | Mpuem 1 pacnpeneneHne TenedoHHbLIX 3BOHKOB OpraHun3aLum | Kon A/01.3 E
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YpoBeHb (noaypoBeHb)
KBanudukauum

I'Ipomcxoz«,qume OpurvHar X 3anmMcTBOBaHO 13
TPyAoBOn dhyHKLMN opuruHana
Kop, PernctpaunoHHbIn
opurnHana HoMeEp
npodeccuoHansHoOro
cTaHgapTa

prﬂ,OBbIe DencTBeums HGDEHaﬂpaBﬂeHMe TeJ'Ie(bOHHbIX 3BOHKOB pPYyKOBOACTBY n COTpyAHUKaM
opraHunsauunmn

Pernctpauna noctynatowmnx TenedoHHbIX 3BOHKOB

MonyyeHne HeobxoguMMonm wHdOpPMaUMM U nNepefada  CaHKLMOHMPOBaHHOM
MHdopMaunn No TenedoHy

Heobxoanmblie YMEeHUA VMcnonb3oBaTb TEXHUYECKME W nporpamMmMmHble cpenctBa AOnd  npoBeneHus
rosIoCoBOM UNK BVI,EI,eO-KOH(*)epeHLI,-CBFBVI

Mcnonb3oBaTb cpeactBa KOMMYHWUKALMOHHOW OPITEXHWUKW ANS  NOMyYeHus 1
nepegayn nHpopmaumm

Bectn y4eTHble perncTpauMoHHble  OpMbl, UCMOMb3oBaTb  MX  Ans
MHpopMaLMOHHONM paboTbl

YcTaHaBnMBaTh KOHTaKT ¢ cO6eceqHMKOM, NMOAAEPXKMBATL U pas3BuBaTb AEMOBYIO
Beceny B npoLecce TenemoHHbLIX NeperoBopoB

CrnaxuBatb  KOH(IIMKTHbIE M CMOXHbIE  CUTyauMuM  MEXITMYHOCTHOrO
B3aMMOAENCTBUSA

Cobnogatb cnyxebHbIn 3aTuKeT

Heobxognmble 3HaHusa | PyHKLMK, 3a4a4m, CTPYKTYpa opraHnsaumu, ee CBA3m

lMpaBuna B3aMMOA4EeNCTBMSA C NapTHeEpaMu, KIMeHTamMu, cpeacTBaMyM MacCOBOW
MHopMaLunn

3OTnka genoBoro obLieHus

ﬂpaana pe4yeBoro aTuKkeTa

TpeGoBaHuWs oxpaHbl Tpyaa

MpaBuna 3awmThbl KOHPUOEHUMANbHOW CnyxebHon nHopmaumnm

Iipyrve -
XapaKTepUCTukun

3.1.2. TpygoBasa yHKUMnA

HaumeHoBaHve OpraHmaauvm paGOTbI C noceTutTenaMn opraHmsaunuv KO,CI, A02.3 i/;;ﬁ:g;égzﬂapoﬂeHb) E|
KoHcynbTaHTINIOC
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[NpouncxoxaeHne 3anmMcTBOBaHO 13

p nrmHan X
TPYLOBOW OyHKLIMM Op a opuruHana
Kog PernctpauynoHHbIn
opuruHana Homep
npodeccuoHansHoOro
cTaHgapTa

Tpynosble oencTeus BcTtpeya noceTtutenen, nonydeHne nepBUYHOM MHoOpMaLMM O MoceTUTensx u
MOMOLLb B OpraHu3auum ux npyuema pykoBogutenemM n coTpyaHukamm

BegneHwne XypHana 3anumcu noceTuTenemn

YyeT nocetutenen n ogoopmMmneHne nponyckos

CogelicTBre onepaTMBHOMY PacCMOTPEHUIO NPOCLO 1 NpeanoXeHu noceTuTenemn

Mpvem 1 nepejava OOKYMEHTOB MOCETUTENER PYKOBOACTBY W COTPYAHUKAM
opraHmsaumm

OpraHu3zauus 1 6poHMpoBaHWE NePEroBOPHbIX KOMHAT

CepBupoBka YanHoro (kodenHoro) crtona B ocuce

MpuroToBneHne HaNMTKOB (4ai, kode, NPoXnaauTeNbHbIe HAMUTKK)

Heobxoanmble ymeHusa | Obwatbecs ¢ nocetTutensamm

Vicnonb3oBaTb YCTaHOBJIEHHbIE MNpaBuiia 1 npouenypbl KOMMYyHUKaUUM BHYTPU
opraHmnsauunm

BecTu yyeTHble hopMbl, UCMONB30BaThL UX ANS paGoThl

Cos3gaBatb NOMNOXNUTENBHBI UMUOK opraHmnsauunmn

MpuHMMaTL Mepbl MO Pa3peLLeHNo KOHMIUKTHBLIX CUTYaLui

rlpVIMeHFlTb VIH(*)OpMaLI,VIOH HO-KOMMYHUKAUNOHHbIE TEXHOJIOTUN

Ob6ecneyrBaTb KOH(UAEHLMANBHOCTE MHOPMaLIUK

Heobxoanmble 3HaHUSA I"Ipanu'la OopraHusauunm npunema noceTuTenemn

MpaBuna genoBoro obLeHus

CTpykTypa opraHusaumMu U pacnpegerneHne yHKUUA MeXay CTPYKTYPHbIMU
noapasfeneHnsiM1 1 cneumuanuctTamm

MpaBuna opraHn3aumm NpMemoB B oduce

MpaBuna cepBUpPOBKKN YarHOro (KodpenHoro) ctona

I'Ipanma NPUroToBIieHNA N nogavyn ropAvYnx HanMTKOB U 3aKyCOK K HUM

3OTuka genosoro obLeHns

KoHcynbTaHTINIOC
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MpaBuna peyeBoro aTukeTa

TpeboBaHusi oxpaHbl Tpyaa

MpaBuna 3awmnTbl KOHMUAEHLMaNLHON cnyxxebHon nHdopmaumum

Apyrve -
XapaKTePUCTUKM

3.1.3. TpypoBas dyHKUmMSA

BbinonHeHve KOOPANHUPYOLLUX N oﬁecneqmsammmx (byHKLlVIVI ypOBeHb (I'IO,C[ypOBeHb)
HaumeHoBaHue Koo A/03.3 KBanMbIKaLN E|
[NpouncxoxaeHune 3anmcTBOBaHO U3
P I OpurmHan X
TPYLOBOW OyHKLMK opuruHana
Kop, PermcrtpaunoHHbIn
opurnmHana HoMep
npodeccuoHarnbLHOro
CcTaHpapTa

prﬂ,OBbIe OencTems BeneHune XypHana pasdbe3anos paGOTHMKOB OopraHunsauunmun

KoopaunHaums paboTbl KypbepoB 1 BOAMTENEN opraHn3aumm

BeneHune XypHana pa3be3oB KypbepoB opraHn3aunn n mapipytoB BoOuTENEN

CocTaBneHue crnpaeBkM O pasbesgax paboTHUKOB, KypbepoB M MapLupyTax
BOAMTESIEN opraHu3auum

Heobxoanmble YMEeHUaA CocTaBnsTb 1 BECTU y4yeTHble JOKYMEHTbI

MpuMeHATbL cpeacTBa KOMMYHUKALMK ANSA Nepefayn NopyYyeHnin pykoBoguTens u
COTPYAHVKOB OpraHusauum

MpuMeHsTb coBpeMeHHble cpeacTBa cbopa, 06paboTkm n nepegaymn nHgpopmaumm

OueHuneatb pe3ynbTaTbl B paMKax NOCTaBJ1I€HHbIX 3adaud

OcyLLecTBNATb KOHTPOSb UCMOSTHEHUS MOPYYEHWUI PYKOBOAUTENS COTPYAHUKaMMU

Heobxoanmble 3HaHUSA I'IpaBMna pe4yeBoro aTuKkeTa

3OTuka genosoro obLeHns

TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHPUOEHUMANBHOW CNy>xebHOoN nHopmaumm

CTpyKkTypa opraHusaumMm W pacnpegeneHne QyHKUMA Mexay CTPYKTYPHbIMU
nogpasfaeneHnamMn 1 cneuuanuctTamm

Apyrve -
XapaKkTepucTukn
KoHcynbTaHTINIOC
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3.2. O600weHHasa TpygoBas pyHKUUSA

HaumeHoBaHune [okymeHTauMoHHOe obecneyeHne AesTenbHOCTU OpraHn3aumm Koa B YpoBeHb kBanudukauum %
ggggC);ﬁeﬂHre OBOW OpurunHan X 3aUMCTBOBAHO 13
L PyA P opurmHana
dyHKUMN
Kopg PernctpaunoHHbIn
opvrmHana HOMep
NpodeCcCcCUoHanbHOro
cTaHgapTa
Bo3MoxHble HaunMeHoBaHUS [enonponssogurens

DOMKHOCTEN, npodeccui

TpeboBaHus k obpasoBaHuio | CpefgHee npodeccnoHanbHoe o6pa3oBaHme - Nporpammbl NOArOTOBKM
1 06y4eHunto KBanMUUMPOBaHHbLIX paboymnx, CryaLimx

TpeboBaHWA K ONbITY -
npakTuyeckon paboTol

Ocobble ycrioBus gornycka K
paboTte

Lpyrve xapakTepucTuKu -

JononHutenbHble XapakTepUCTUKU

HanmeHoBaHve gokymeHTa Kog HanmeHoBaHve 6a30BoW rpynmbl, JOMKHOCTM (Mpodeccum) unm
cneumansHOCTU

OK3 3431 AOMUHUCTPaATUBHO-YNPaBNeHYeCKUin nepcoHarn

EKC <4> - [enonponssogutens

OKMOATP <5> 21299 HenonponssoanTtens

OKCO 032002 |[OokymeHTauuoHHOe obecneveHne ynpaBneHns n apxmuBoBeaeHne

3.2.1. TpypoBas pyHKUMS

HanveHoBaHMe OpraHnu3auus paboTbl ¢ AOKYMEHTammn Kon B/01.5 YpoBeHb (noaypoBeHb) E|
KBanudukauum
[NpouncxoxaeHne 3anmMcTBOBaHO 13
P KA OpwurunHan X
TpyaoBON OYHKLUMN opurmHana
Kog PervctpaunoHHbIn
opurmHana HOMep
npodecCcUoHanbHoro
KoHcynbTaHTINIOC
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cTaHpapTa

Tpynoosble gevictBus | Mprem 1 neperyHas o6paboTka BXOAALWMX JOKYMEHTOB

MpeaBapuTeribHOE PAaCCMOTPEHME U COPTUPOBKA AOKYMEHTOB Ha PErncTpupyemMble
N HEe perncTpupyemble

MogroToBKa BXogALMX LOOKYMEHTOB 114 paCCMOTPEHUA pyKoBOOUTENEM

Pervctpauns BXogsiwmx JOKYMEHTOB

Opransau,Mﬂ 00CTaBKN OOKYMEHTOB UCMOJTHUTENAM

BepneHune 6a3bl faHHbIX JOKYMEHTOB OpraHu3auum

BeneHne nHdbopmMaLMoOHHO-CNpaBoYHOW paboThl

O6paboTka 1 oTnpaBka UCXOAALLMX AOKYMEHTOB

OpraHusaumsi paboTbl MO perucTpauumn, y4yeTy, XpaHeHulo W nepegade B
COOTBETCTBYIOLLME  CTPYKTYPHblE  MOAPA3fEeneHus  [OKYMEHTOB  TeKyLLero
[1enonpoun3BoaCTBa

KOHTpOJ’Ib MCNnoJiHeHNA OOKYMEHTOB B OpraHu3aumm

Heobxognmble ymeHus | Pabotate €O  BCEMl  COBOKYMHOCTbO  MHOPMALMOHHO-OOKYMEHTALNOHHBIX
pecypcoB opraHn3aumm

Monb3oBaTbcs Gazamu gaHHbIX, B TOM YUCHe yoaneHHbIMn

Monb3oBaTtbeA CrnpaBo4HO-NpaBoOBbIMAU CUCTEMaAMU

Monb3oBaTtbcA aBTomMaTn3npoBaHHbIMU cucreMmamm y4yeTa, perncrtpauuu,
KOHTpONA MW" VIH(*)OpMaLI,VIOHHO-CFIpaBO‘-IHbIMVI cucreMmamm - npum pa60Te C
OOKYyMeHTaMun opraHmsauunm

MpuMeHsTbL coBpeMeHHbIe NHPOPMAaLMOHHO-KOMMYHUKaLMOHHbIE TEXHONOMMN A1S
paboTbl C OOKYMeHTamu, B TOM 4ucrie Ofis ee OnTMMu3aumm W MNOBbIEHWS
3hPEKTUBHOCTH

Heobxoanmble 3HaHUS HOpMaTMBHbIe npaBoBbleé aKTbl W HOpPMaATUBHO-MeTOAUYECKME  [OOKYMEHThI,
onpegenawmne nopAaAnok 4OKyMeHTalUnoOHHOIo obecneyeHus ynpasneHua

CTpyKTypa opraHusaumm, pykoBoACTBO CTPYKTYPHbIX NoApasaeneHui

COBpeMeHHbIe I/IHd)OpMaLI,VIOHHbIe TEXHONOrmn pa6OTbI C AOKYMEHTaMu

Mopsinok paboTbl C AOKYMEHTaMM

CxeMbl fOKyMeHTooOboOpoTa

MpaBuna paboTbl ¢ BXOOAALWMMMU, UCXOAALLMMU Y BHYTPEHHUMU JOKYMEHTaMm

I'Ipan'la opraHunsauumm w”n d)OprI KOHTPOINA UCNOJNIHEHUA OOKYMEHTOB B
opraHunsauunmn

Tunosble CPOKM UCNOJTHEHNA OOKYMEHTOB

KoHcynbTaHTINIOC
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MpuHUMNBI paboTbl CO CPOKOBOMN KapTOTEKOM

HasHauyeHune n TexHonorng TeKyLwero n npegynpeanternibHOro KOHTpona

MpaBuna cocTaBneHWs aHanMTUYeCKMX CMpaBOK MO oOpraHu3auuMu paboTbl C
AOKYMEHTaMM 1 KOHTPOI0 UCMNOSTHEHUS JOKYMEHTOB

MpaBuna goKyMeHTaLUOHHOro obecneyeHmnst AeATeNbHOCTU opraHu3auum

Buabl LOOKYMEHTOB, UX Ha3Ha4YeHne

Tpe6OBaHVIFI, npeabaBndeMble K JOKYyMEeHTaM B COOTBETCTBUM C HOPMATUBHbLIMU
akKTaMun n rocygapcrtBeHHbIM1 CTaHOapTamMmum

MpaBuna cocTaBreHuss U 0dOpMIeHUs  MHGOPMAaLMOHHO-CMPaBOYHBbIX,
OpraHn3aLMOHHbIX YPaBreHYeCcknX JOKYMEHTOB

MpaBuna cos3gaHma u BedeHws 6a3 AaHHbIX  CRYXeOHbIX OOKYMEHTOB B
opraHusaunm

CucTtembl 3reKTPOHHOIo OKyMeHToobopoTa

I'Ipanma M CPOKK OTNpaBKN NCXOOALLMX JOKYMEHTOB

TpeboBaHus oxpaHbl Tpyaa

Iipyrve :
XapaKTepUcTukun

3.2.2. TpypoBas pyHKUMS

HaumeHoBaHne Opraumaaum TeKyLlero xpaHeHnsa JOKYMEHTOB KO,CL B/02.5 ypOBeHb (no,qyposeHb) E|
kBanudvkaumm
[NpouncxoxaeHue 3anmcTBOBaHO U3
P KA OpwurunHan X
TPyAoBON OyHKLMN opurmHana
Kopg PernctpaunoHHbIn
opurnHana HoMep
npodeCcCcCUoHanbHOro
cTaHgapTa
TpyLoBble AenCTBUSA PaspaboTka HOMeHknaTypbl Aen opraHu3auum

MpoBepka NpaBUbLHOCTU OMOPMIIEHNS [OOKYMEHTOB W OTMETKM 06 ux
UCMorHeHUM nepen Ux popMUpoBaHMEM B AENO ANS NOCneayoLero XxpaHeHus

CbopmynMpOBaHme 3aroryioBkoB gen un onpegeneHne CpokoB X XpaHEHUA

dopmMmumpoBaHue gen

KOHTpOJ'Ib npaBuibHOro n CBOEBpPEMEHHOro pacnpepgeneHma wn noaLunBKU
OOKYMEHTOB B Aera

Heobxognmble ymeHusa | OpraHn3oBbiBaTh paboTy Mo y4YeTy, XpaHEHUIO U Nepefade B COOTBETCTBYyHOLLEE

KoHcynbTaHTINIOC
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CTPYKTYpHOE noapasaeneHne OOKYMEHTOB TeKyLLero 4enonpov3BoacTsa

OcyuiecTBnATb  MeToAMYecKoe  PYKOBOACTBO  [ENONPOV3BOACTBOM B
opraHu3aumu, KOHTPOJSIMPOBaTk NpaBuUiibHOE YOPMUPOBAHME, XpPaHEHNE U caady
Jen B apxue

Pa3pa6aTblBaTb HOMEHKINaTypy en CTPyKTypHOro nogpasaeneHus

Mcnonb3oBaTb HOMEHKNATypy [Aen npu M3YyYeHUW CTPYKTYpbl oOpraHusauumu,
CcOCTaBIieHun onucen aen

OpraHusoBbiBaTb paboTy no ¢opmupoBaHMIO el B COOTBETCTBUM C
YTBEPXKOEHHOW HOMEHKIATYpon Aen opraHmnsauum

[MpaBuUnNbHO U CBOEBPEMEHHO (POPMUPOBATbL AOKYMEHTbl B Jeria C y4eToM uX
cneundunkn

CuctemaTnsmpoBaTb OKYMEHTbI BHYTPU Aena

ObecneunBaTtb COXPaHHOCTb U 3alUNTy OOKYMEHTOB OpraHu3aunun

MpYMeHsAT MHPOPMALMOHHO-KOMMYHUKALUOHHbBIE TEXHOMOrMKM Anst paboTbl C
OOKyMeHTamu

Heobxogumble 3HaHus |HopMaTuBHble NpaBOBble akTbl, HOPMATUBHO-METOAWYECKME  LOKYMEHTHI,
rocyfapCTBEHHblE CTaHAapThl, onpefensiowmne nopsaok LOKYMEHTaLMOHHOro
obecneyeHns ynpasneHus

Buabl HomeHknaTtyp, obwue TpeGoBaHUA K HOMEHKNaType, MeToduka ee
cocTaBneHus 1 oPopMIeHus

lMpaBuna cornacoBaHnA HOMEHKNATypbl Aen C BEAOMCTBEHHbIMU apxmBamu U
3KCNepTHOW KOMUCCUEN

Mopsaok dopmupoBaHus U ocopmneHns gen, cneumduka GoOpMMpoBaHNA
OTAENbHbIX KaTeropun gen

I'IpaBVlna XpaHeHuda aen, B TOM 4Yncne ¢ A4oOKyMmeHTamMun orpaHn4eHHoOro 4octyna

MpaBuna Bblgayn 1 NCMNONb30BaHUSI JOKYMEHTOB U3 COOPMUPOBAHHBIX Aern

TpeboBaHus oxpaHbl Tpyaa

[pyrve xapakTepucTuku

3.2.3. Tpynosas yHKUMSA

OpraHu3auusi 06paboTkv fen Ans nocneayoLwero XxpaHeHus YpoBeHb (MoaypoBeHb)
HaumeHoBaH1e Kon B/03.5 KBanMdmKaLmmn E|
Mpouncx HK WMCTBOBAHO 1
powunc OzKJJ,e e OpI/IFVIHaJ'I X 3anmcTBOBaHO 13
TpyaoBou q’)yHKLI,I/IVI opuruHana
Kog PernctpauynoHHbIn
opurnHana HOMeEp
npodeccuoHansHoOro
CTaHAapTa
KoHcynbTaHTINIOC
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Tpynoosble gelictBus | MpoBepka CPOKOB XpaHEHUs [OOKYMEHTOB, COCTaBlieHMe npoTokona paboThl
3KCMEepPTHOM KOMWUCCMW MO TMOArOTOBKE [OKYMEHTOB K XpaHeHulo, akta o
BblAENEHNMN K YHUUTOXEHWNIO JOKYMEHTOB, HE NMOAMEXAaLUX XpaHEHUNIO

CocTaBneHve BHYTpPEHHeN onucu gen ansa ocobo LeHHbIX AOKYMEHTOB

Od)OpMJ'IeHVIe Aen nNoCcTtoAHHOro, 4oJfiroBpeMeHHOro CpokoB XpaHeHUA

OdbopmneHune 06noXxKn Aen NOCTOSAHHOTO, ONTOBPEMEHHOIO CPOKOB XpaHEeHNs

CocTaBneHve onucuy aen NoCTOsiIHHOrO, AOoJIroBpEMEHHOIo CpOKOB XpaHEeHU4A

Mepepaya gen B apxueB opraHu3auum

Heobxoaumble ymeHus |MNonb3oBaTbCA MNEpPeYHAMM [LOKYMEHTOB W aHanu3upoBaTb  hakTudeckoe
coepXaHvne UMeKLMXca B Aene AOKYMEHTOB MpU OnpefeneHun CpoKoB MX
XpaHeHus

OdopMnsATbL JOKYMEHTbI 9KCNEPTHON KOMUCCUM

OcbopmMnsATL 06MNOXKKM A€ MOCTOSIHHOTO M BPEMEHHOTO CPOKOB XpaHeHus B
COOTBETCTBUU C TPeBOBaHUAMM rOCYAapCTBEHHbLIX CTaHAapTOB

|_|pOl/I3BOD,VITb XPOHOJIOTNMYECKN-CTPYKTYPHYHO CUCTEMATU3AUUNIO aOeEr

OcyuwiectBnaATb  TeXHWYeckyto 06paboTky w  nonHoe odopmneHve  gen
NMOCTOSIHHOIO Y BPEMEHHOIO CPOKOB XpaHeHWs

CocTtaBnaATe onuMcb Aen MNOCTOSIHHOrO U BPEMEHHOINo CpOKOB XpaHeHuA B
COOTBETCTBUN C Il:l.eIZCTByI-OLI.I,I/IMI/I HOpMaTMBHO-MEeToOANYECKUMUN OOKYMEHTAMU

anIMeHFlTb I/IH(bOpMaLI,VIOHHO-KOMMyHMKaLI,VIOHHbIe TEXHONormn ans pa6OTbI C
OOKyMEeHTaMu

Heobxoanmble 3HaHUS HOpMaTI/IBHbIe npaesoBble aKThbl, HOpMaTMBHO-MeTOoOun4Yeckmne OOKYMEHThI,
rocyaapCrtBeHHble CTaHOapThbl, onpegendwowme nopaaok OOKYMEeHTauMOHHOro
obecneyeHust ynpasrieHuA

Kputepun pasgeneHvuss JOKYMEHTOB Ha rpynnbl B COOTBETCTBUM C LEHHOCTbHO
WHopmMaLmn, cogepxKaLlencs B HUX

Mopsiaok MCNoNb30BaHMS TUMOBLIX UMM BeOOMCTBEHHbIX MepeyvyHelr [OOKYMEHTOB,
onpeaerneHnst CPOKOB XpaHEHUs B MPOLIeCCe 3KCNePTU3bl LLEHHOCTU JOKYMEHTOB

nOpﬂﬂOK Cco3gaHuA, opraHunsaumm n  OOKYMEeHTUpoBaHUA pa6OTbI SKCI'IepTHOI7I
KOmMunccumm

MpaBuna cocTaBrneHus 1 yTBEPXKAEHNSI NPOToKoNa paboTbl 3KCNepPTHON KOMUCCHM

I'Ipanma COCTaBJieHUA N yTBEpXOeHUA aKkTa O BblAeNleHUN OOKYMEHTOB, He
noanexawmnx XxpaHeHuto

MpaBuna TexHn4yeckon obpaboTkm U NONHOro oOpPMNEHUS Aen MNOCTOAHHOIO U
BPEMEHHOIo CPOKOB XpaHeHus

I"Ipanu'la CoCTaBJieHna onncu aen NoCToAHHOro u BpeMeHHOro CpoOKOB XpaHeHuA
B COOTBETCTBUU C p,eI7ICTByIOLLLI/IMI/I HOpMAaTMBHO-MeTOoANYECKUMU NOKYMEHTaAMUN

KoHcynbTaHTINIOC
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[aTta coxpaHeHus: 27.06.2016

I'Ipanma nepenayun aen B apxme opraHnsaumm

TpeboBaHusi oxpaHbl Tpyaa

Lpyrve
XapaKTepUCcTukun

3.3. O606weHHas TpyaoBas pyHKUMS

HanmenoBaHune

OpraHu13aLroHHoe, AOKyMEHTaLMOHHOE 1 MHGOPMAaLIMOHHOE oGecneyeHne
[lesTenbLHOCTN PyKOBOANTENS OpraHn3aLmm

Kop,

YpoBeHb kBanudukauum %

I'IpomcxowJ,(%Hme N 3anmcTBOBaHO U3
0606LLeHHO TPYOOBON OpwurunHan X

opuruHana
dyHKUMN

Kopg PernctpaunoHHbIn
opurnHana HoMeEp
npogeCcCcCUoHanbHOro
cTaHgapTa

Bo3MokHble HaunMeHoBaHUs CekpeTapb pykoBoautens

DOMKHOCTEN, npodeccui

n oby4deHunto

TpeboBaHus kK 0bpasoBaHuIO

cneynanncToB cpeaHero 3BeHa

Bbiclee o6GpasoBaHue - 6akanaspuat unm
CpegaHee npodeccuoHanbHoe o6pasoBaHue - NporpamMmmbl NOArOTOBKM

[ononHunteneHoe npodeccnoHanbHoe obpasoBaHme

TpeboBaHus K OnbITY
npakTu4eckoit paboTbl

He mMeHee OByx NeT BbINOMHEeHMs paboT Mo opraH13aLoHHOMY W
[IOKYMEHTaLMOHHOMY 0BecrneyeHunto AeATeNbHOCTY PYKOBOANTENS
opraHusaumu nNpu cpegHeM npogeccmoHansHoM o6pasoBaHmnm

paboTte

Ocobble ycnosus gonycka K

Opyrvne xapakrepucTuku -

[ononHutenbHble XapaKTepucTtukumn

HavmeHoBaHWe JoKymeHTa Kopg HaunmeHoBaHve 6a30Bow rpynnbl, 4OMKHOCTU (Npodeccun)
Mnn cneumanbHOCTH

OK3 2432 BubnuoTekapwu, Bubnuorpadbl, JOKyMeHTOBEAbI U
crneumanucTbl poACTBEHHbIX Npodeccui

EKC - CekpeTapb pykoBoguTens

OKOATP 26341 CekpeTapb pykoBoauTens

OKCO 032001 [okymeHToBeAeHNe 1 AoKyMeHTaLuMoHHoe obecneyeHune
ynpaBneHust

KoHcynbTaHTINIOC
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032002 JlokymeHTaLMoHHoe obecnedeHre ynpaeneHus u
apx1BOBeaEHWE

3.3.1. TpyaoBasa yHKUMA

HanveHoBaHMe OkasaHvie NOMOLLM PyKOBOAMTENIO B NIaHMPOBaHUM paboyero BpeMeHu Kon Cl/01.6 YpoBeHb (noaypoBeHb) E|
KBanudukaumm
Mpowucxo eHune 3anmMcTBOBaHO U3
P KA OpwurunHan X
TpyaoBou prHKU,VIVI opurunHana
Kon PernctpaunoHHbIn
opurnHana HOMEpP
I'IpOd)eCCVIOHaJ'IbHOFO
cTaHpapTa

TpyaoBble AeNCTBMSA Bbibop ¢hopmbl nnaHupoBaHMs u oopMieHne nnaHMpoBLUMKa (OpraHansepa)
pyKkoBoANUTENS

BHeceHue nHhopmaumm B NNaHNPOBLLMK (OpraHansep)

CornacoBaHue ¢ pykoBoautenemMm BpeMeHHbIX niiaHoB

CornacoBaHne TenedoOHHbIX TMEepPeroBopoB, BCTPeY U MEpOnpusaTUin  C
napTHepamu, KIMeHTaMu, PyKOBOAMTENSMU NoApasaeneHuin U cCoTpyaHUKaMm

NHdopMrpoBaHme pykoBoaUTENSA O perfiameHTe HameydeHHbIX MeponpUATUiA

MpenynpexaeHne o NPUBAMKEHNU BPEMEHN HAMEYEHHbLIX MePONpPUSTUN

cDO[Z)MI/'I[Z)OBaHI/Ie pe3epBa BpeMeHU ANA HenpeaBUaeHHbIX CVITyaLI,I/IIZ

Heobxoanmble ymeHus | YcTaHaBnvBaTh LiEeNW, ONpeaensaTb Mepapxuio Lenen

OnpenensTb NPUOPUTETHOCTb U OYEPEAHOCTL BbINOSTHEHNUSA PaboT U 3hdeKTUBHO
pacnpenensitc paboyee Bpems

Oka3sblBaTb MOMOLLb PYKOBOAWTESO B pacnpefeneHn ero paboyero BpeMeHm

BblGvpaTh onTumarbHble Crnocobbl MHOPMUPOBAHUS MApPTHEPOB, KINEHTOB,
noceTuTenen, pykoBoauTenei nogpasneneHnini U CoTPYAHUKOB O MIaHUpyeMbIX
MEpPONPUATUSX

ObecneumBatb I/IHd)OpMaLI,VIOHHyIO 6e3onacHoCTb AeATENbHOCTH opraHusaummn

Heobxoanmble 3HaHusa | Cneumduka OCHOBHON OeATENBHOCTM OpraHn3aumm

OcHOBbI aMUHUCTPaATUBHOIO Npaea 1 TpyAoBOro 3akoHoaartenbctsa Poccuiickon
denepaummn

PykoBoasiLun coctas opraHmM3auumn n ee nogpasgeneHun

(DyH KUnn caMmomMeHe)KMeHTa

MocTaHoBKa uenen

KoHcynbTaHTINIOC
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MpaBuna npoBeaeHNs AeNoBbIX NEPErOBOPOB

TpeboBaHusi oxpaHbl TpyAa

Lpyrve -
XapaKTepUCcTukun

3.3.2. TpyaoBaa yHKUuA

HanveHoBaHMe MnaHnpoBaHune pabouero AHs cekpeTapsi Kon Cl02.6 YpoBeHb (noaypoBeHb) E|
KBanudukaumm
[NpouncxoxaeHune 3anmMcTBOBaHO 13
P KA OpwurunHan X
TPyaoBON OYHKLUMN opurmHana
Kon PernctpaunoHHbIn
opurmHana HOMep
npodecCUoHanbHOro
cTaHgapTa
TpynoBble gencrems Bbibop 1 ochopmneHne nnaHnpoBLLMKa cekpeTaps

BeneHne gHeBHWKA (Ha 3NEKTPOHHOM W/Mnn BymMakHOM HocuTere)

CornacoBaHvie NNaHoB € NnaHamu 1 cpokamu paboTbl pyKOBOAMTENS

PacnpeneneHune paboyero BpeMeHu (Ha AeHb, Hedento, NepcrnekTmBy)

I'IepeHeceHme HEeBbINOJIHEHHbIX 3anJjlaHNPOBaHHbIX 3adav

BbINONHEHME TUMWYHBIX EXeOHEBHbIX AEN

Heobxogumble ymeHuns | Boibupatb 1 opopmnaTe NnaHMpOBLLKK

BHocuntb 1 oTcnexusartb Mchopmau,mo Ha 3JIEKTPOHHOM n/nnu 6yMa)KHOM
HocuTtene

Paccraenatb npnopuTeThbl, BblOenATb BaXXHOE N CPOYHOE

BbiGvpaTb onTUMarnbHbIi pUTM paboThbl

AHa.I'IM3I/IpOBaTb NPUYNHBbI HEBbLINOJTHEHNA 3aau

anIMEHﬂTb VIH(bOpMaLI,VIOHHO-KOM MYHUKaUNOHHbIE TEXHOJIOTUN

Heobxoanmble 3HaHusa | OcoBeHHOCTU OOPMAEHNS NNAHMPOBLUMKA (HA SMNEKTPOHHOM U ByMaHOM
HOCUTENSAX)

OcCHOBbI yNpaBneHusi BpeMeHeMm

Opyrve xapakTepucTrKu

3.3.3. TpyaoBasa yHKUuA

HaumenosaHve | OpraHu3aus TeneoHHbIX NeperoBopoB pyKoBOAWUTENS | Kon C/03.6 E

KoHcynbTaHTINIOC
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YpoBeHb (noaypoBeHb)
KBanudukauum

I'Ipomcxoz«,qume OpurvHar X 3anmMcTBOBaHO 13
TPyAoBOn dhyHKLMN opurmHana
Kop, PernctpaunoHHbIn
opurnHana HoMeEp
npodeccuoHansHoOro
cTaHgapTa

prﬂ,OBbIe DencTBeums BeneHue 6a3bl Teﬂed)OHHbIX KOHTaKTOB pykoBOOAUTENA

CoefuHeHvie pyKOBOAMTENS C KOHKPETHBIMU aboHeHTamu

MogroToBka mMmaTtepuanoB aAnd Teﬂed)OHHbIX neperoBopoB pykosBoauUTena

Pervnctpauums noctynatoLwmx B NpUeMHyo TenedOoHHbIX 3BOHKOB

HGDEHaﬂpaBﬂeHMe OoTAENbHbIX Teﬂed)OHHbIX 3BOHKOB 3amMmecTutTenam
pykoBoauTend, ApyrmmMm COTpyaHMKam

MonyyeHne HeobxoouMMOM WHGOPMaUMM U nepedada CaHKUMOHMPOBAHHOM
WHpopmaLmm no TenedoHy

YcTaHoBreHne KOHTakTa ¢ cobeceHVKOM, noadepKaHue M passBuTVME OeroBou
6ecenbl B npoLiecce TeneMoHHbIX NeperoBopos

Oka3zaHvie NoOMOLL PYKOBOOWUTENO MPY OpraHn3aummn U NpoBeaeHUN TenedOHHbIX
NeperoBopoB 1 BUAEOKOHMDEPEHLNI

Heobxoanmbie ymeHns |Bectn u ucnonb3oBate B pabote 6a3y AaHHbIX TenedOHHbIX KOHTaKTOB
pykoBoaUTENS

Mcnonb3oBaTtb cpeacTBa KOMMYHUMKALWMOHHOW OPITEXHUKU ONA  MOSyYeHus WU
nepegayun nHgopmMauuu

BecT y4yeTHble perncTpaumoHHble opMbl, UCMoNb3oBaTb  MX  ONS
MHpopMaUMOHHON paboTbl M paboTbl MO KOHTPOMIO WCMOSHEHUS! pPeLleHUi
PYKOBOAUTENS

CrnaxmnBaTtb KOH(*)J'IMKTHbIe N CINOXHblEe CUTYyaUnUn Mexrnn4HOCTHOro obLweHns

Mcnonb3oBaTtb TEXHUYECKME W MNPOrpaMMHble CcpeacTBa Ansd  MNpoBeaeHus
rosI0COBOM NN BUAEO-KOHEepPEeHL-CBA3N

ObGecneuunBatb VIH(bOpMaLI,MOHHyPO 6Ge3onacHoOCTb OeATENbHOCTU opraHusaumn

CobntogaTb CnyXeOHbIN 3TUKET

Heobxoanmble 3HaHUSA Teﬂed)OHHble KOHTaKTbl pykoBoAUTENA

dyHKUMKM, 3a4auv, CTPyKTypa oOpraHvM3auuv, ee CBA3M M0  BepTukanum MU
ropu3oHTanu

lMpaBuna B3auMOZEWCTBUS C NapTHEpaMu, KNMeHTamu, cpeacTBaMyM MacCOBOW
NMHopMaLunn

KoHcynbTaHTINIOC
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I'Ipanma noanepXxaHma n pa3BUTUA MEXIMYHOCTHbIX OTHOLLEHWI

I'IpaBMna nposeaeHnAa OenoBbiX NeperoBopoB

MpaBuna 3awmnTbl KOHMUAEHLMaNLHON NHOPMaLMK

TpeboBaHusi oxpaHbl Tpyda

Opyrve -
XapaKTepUCcTukun

3.3.4. TpygoBaa yHKUMNA

HanveHoBaHMe OpraHu3auus KOMaHAMPOBOK pyKoBOAMTENS Kon Cl04.6 YpoBeHb (NoaypoBeHb) E|
KBanudukaumm
[Npouncxo eHune 3anmMcTBOBaHO 13
P KA OpwurunHan X
TpyaoBou prHKU,VIVI opurnHana
Kon PernctpaunoHHbIn
opurnHana HOMEDP
I'IpOd)eCCVIOHaJ'IbHOFO
cTaHpapTa

TpynoBble gencTems MoaroTtoBka npoekTa cnyxebHoro 3agaHus pykoBoauTens

MogroToBka NpoeKTa npukKkasa o CJ'Iy)K66HOl7I KOMaHOWMpoBKe

Bbinncka KOMaHOMPOBOYHOrO yOOCTOBEPEHUS W ero  perucrtpauns  npu
HeobxoaMMoCTH

MogroToBka OOKYMEHTOB Ha nony4yeHune Bu13bl, 3arpaHNM4HOro nacnopta

3aka3s Xene3HOO0POXKHbIX n aBnabuneTos, rocTnHunu, TpaHCNOPTHOIro
obecneyeHus pykoBoauTena

OcbopmneHne nporpammbl MOE3OKW, YTOYHEHWe OcobGeHHOCTel npoTokona
nnaHnpyeMbiX MEeponpuUSTUN

MogroToBka OOKYMEHTOB K noes3fke pykosogutens

YTOYHEHME JaThbl, JOSPKHOCTEN, (haMunuin B NporpammMme KOMaHOUPOBKM

MpopaGoTka MapLupyTa pyKoBOAMTENS, YBA3Ka €ro ¢ pacnucaHvemM TpaHcnopTa

O6paboTka maTepmanoB KOMaHOUPOBKU, 0hopMIneHne oTyeTa O KOMaHOUPOBKE

Heobxoanmble YMEeHUA O(bOpMJ'IﬂTb aBaHCOBble OTYETbl pyKOBOOUTENA

OpraHu3oBbIBaTb BCTPEYN PYKOBOAUTENS C NPUHUMAIOLLIEA CTOPOHOM

Od)OpMJ'IﬂTb KOMaHONPOBOYHbIE OOKYMEHTDI

Ob6pabaTtbiBaTb  OOKYMEHTbl W MaTepuanbl MO  pesynbTataMm  MOe3dKu
pykoBoauTens

KoHcynbTaHTINIOC
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ObecneunBaTb paboTy ochnca BO BpemMs OTCYTCTBUS pPyKOBOOUTENS

MpuUMeHsATL cnocobbl AenoBoro obLeHns

Mcnonb3oBaTtb cpeacTBa KOMMyHMKauumn ans obecnevyeHns B3aMMOAENCTBMUSA C
pyKkoBOAUTENEM BO BPEMS €ro AernoBON Noe3aku

Heobxogumble 3HaHus | [Mopsaok NOAroTOBKU U NpoBeaeHUs KOMaHaUPOBOK

nopﬂ,D,OK Od)OpMJ'IeHI/IFI OOKYMEHTOB 014 KOMaHOAUPOBKN U OTHETHbLIX JOKYMEHTOB
Nno KOMaHOMPOBKE pyKoBOOUTENA

[enosou npoTokon

3TuKa 4enoBoro obLLeHns

Lpyrve -
XapaKTepucTukn

3.3.5. Tpynoas pyHKUMS

HaumeHoBaHMe OpraHu3auusi paboTbl ¢ NOCETUTENAMU B MPUEMHON PYKOBOAUTENS Kon C/05.6 YpoBeHb (MoaypoBeHb) E|
KBanudukauum
MpoucxoxaeHue 3anmcTBOBaHO U3
P KA OpwurunHan X
TPpyaoBOU (byHKLI,VIVI opurnHana
Kon PernctpaunoHHbIn
opurmHana HOMeEP
ﬂpO(beCCI/IOHaJ'IbHOFO
CTaHgapTa

Tpynosble oencTeus OpraHusauus nM4yHoro NnpMemMa rnoceTmuTenen pykoBoanTeNnem

YcTaHoBneHue nopAaka npuemMa aAna pasinyHbixX KaTeropM|7| noceTuTenemn

BepneHwne xxypHana npegBapuTenbHOM 3anmMcn Ha npuem

Pernctpauusa nocetutenen

Copencrtaue onepaTMBHOMY PacCMOTPEHUIO NPOCLO 1 NpeanoXeHun noceTuTenem
M COTPYAHUKOB opraHuMsauum

OpraHu3zauus npvemMa OenoBbiX NapTHepoB B oduce

OpraHusauusa o6cnyxmBaHna pykoBogUTENS N ero AenoBbiX NapTHEPOB B oduce

CepBupoBka 4arHoro (kogperHoro) ctona B oguce

[MpuHATME Mep NO COXpaHeHW KOMMepYecKoWm TaWHbl B XO4e npuema
noceTuTenen n NX HaxoXaeHns: B MpUeMHON u kabuHeTe pykoBoauTens

Heobxoanmble YMEeHUaA Opl’aHVISOBbIBaTb n obecneyvmBaTb NIMYHbIE KOHTAKTbI pykoBoauTen4d

YnpaenATb KOHIMKTaMm

KoHcynbTaHTINIOC
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YunTtbiBaTh MNCUXONOrMYeckne OCOOEHHOCTU NUYHOCTU npn pasnnyHbiX Buaax
npodeccnoHanbHoro obLueHus

Mcnonb3oBaTk YCTaHOBMEHHbIE MpaBuiia U Mpoueaypbl KOMMYHUKaUMU BHYTPU

opraHmsaumm
BecT y4yeTHble perucTpauMoHHble OpMbl,  WUCMOMb30BaTb  WUX  ONS
MHpOPMaLMOHHON paGoTbl M paboTbl MO KOHTPOM WCMOSHEHUS PELLIEHWI
pykoBoauTens

CosgaBaTb NONOXUTENBHbLIA UMUK OopraHmnsauunmn

MpuHUMaTL Mepbl MO paspeLLeHno KOHMMNKTHBIX CUTYaLun

anMeHﬂTb MH(*)OpMaLI,I/IOH HO-KOMMYHUKALMNOHHbIE TEXHOJ10ITMKN

Ob6ecneunBatb KOHPUAEHUMANBHOCTL B MPUEMHOM M KabuHeTe pykoBoaAUTENS,
COXpaHsATb KOHUAEHUNansHy nHdopmMaLmio B TavHe

Heobxoanmble 3HaHUSA I'Ipanma opraHusauunm npunema noceTuTenemn

MpaBuna genoBoro obLeHus

M paBuIia pe4yeBoro 3aTukeTa

[MpaBuna ycTaHOBMEHUS KOHTaKTa, NOOAEPKAHUS U Pa3BUTUA MEXITUYHOCTHLIX
OTHOLLEHUN

CTpykTypa opraHusaumMu W pacnpegerneHne yHKUUA MeXay CTPYKTYPHbIMU
noapasfeneHnsM1 1 cneumuanucTamm

MpaBuna opraHn3aumm npMemoBs B oduce

OTUKET 1 OCHOBbLI MEXAYHapPOAHOro NPOTOKosa

MpaBuna cepBUpOBKKU YarHOro (KodperHoro) cTona

I"Ipanma NPUroToBIiIeHNA N Nnogayn ropAvYnx HanMTKoOB N 3aKyCOK K HUM

MpaBnna 3awmTbl KOHMUOEHLMANBHON cny>xebHon nHdopmaumum

Opyrve -
XapaKTepI/ICTI/IKI/I

3.3.6. Tpynosas pyHKUMS

Opl’aHVIBaLlVIﬂ noaroToBKU, I'IpOBe,CleHVIﬂVIOﬁCJ‘Iy)KVIBaHVIH KOHdI)epeHTHbIX YpoBeHb noaypoBeHb,
HaumeHosaHne MepONpUATHIA Koa C/06.6 Ké)anwcbméaumillp ) E|
[Npouncx HU MMCTBOBAHO U1
poncxoxaeHme OpuruHar X 3anmcTBOBaHO U3
TPyOoBoW hyHKLMM opuruHana
Kop, PermcrtpaunoHHbIn
opurnHana Homep
npodeccuoHarnbLHoro
cTaHgapTa
KoHcynbTaHTIN0C
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prﬂ,OBbIe DencTBeus MogroToBka NOBECTKN OHS MeponpunaTuna

OdcbopmrieHne cnmcka y4acTHUKOB MEPONpUSATUS

MHd)OpMMpOBaHI/Ie y4aCTHMKOB O HamMe4YawllemMmca Meponpuatun un YycnoBuax
y4vyactusa

Bbibop mecTa 1 BpeMeHn npoBeaeHNss MeponpuaTms

MogroToBka npep,BapMTeanon CMeTbl pacxogoB

Paccbinka npurnawieH1in nogTBepAMBLUMM y4acTue B MEPONpPUATUM

CGop TEKCTOB AOKNagoB U NMPOEKTOB UTOTOBbIX OKYMEHTOB Y OKNaa4MkoB

Paccbinka  MHMOPMAaLMOHHBLIX  MaTepuanoB  y4YacTHWMKaM  KOH(EepeHTHOro
MeponpusaTUA

CocTaBneHne siBOYHbIX JIMCTOB U Cnincka perncTtpaunm y4acTHMKOB MepOonpuAaATuA

3akynka KaHLenspckux ToBapoB 1 NpoayKToB Ansa obecneveHuns kode-nays

PeweHune BOMNMPOCOB TEXHNYECKOIro oCHalleHnA MeponpuaTnA

Momoub B NoAroToBKe Aoknaaa pykoBoauTend, npe3eHTauMOHHbIX MaTtepmnarnoB

OpFaHVISaLI,VIFI noAroToBKM npesngnyma un pa60q|/|x MeCT y4aCTHUKOB

OpraHusauumsa BCTpeUr U pernctpaums y4acTHUKOB MEpPONpUATUS

BeaeHwne NpoOTOKOa MeponpuAaTuA

OpraHu3auns cepBMCHOIo 06CnyXnBaHUa BO BpeMs kodbe-nays

OpFaHVISaLI,VIFI KyInbTYPHO-MaCCOBbIX MepOI'IpI/IFITI/IIZ, TPaHCNOPTHOIo n
rOCTUHUYHOro obecnevyeHus

Heobxoanmble yMeHUaA OpFaHI/I3OBbIBaTb npouecc noaroToBKU K npoBeaeHunto KOHd)epeHTHOFO
MeponpuAaTna nHonenayarnbHO U B COCTaBe pa6oqe|7| rpynnbl

JokymeHTMpoBaTb pasHble 3Tanbl MNpoueaypbl MOATOTOBKA W NPOBEAEHUS
KOH(PEepPEeHTHOro MeponpuaTUS

MepepaBaTb  MHQOPMaUMO,  OOKYMEHTbl UM MaTepuanbl  y4acTHUKam
KOH(EPEHTHOIrO MEpPONpPUATUS

MoprotaenueBaTh M 06opydoBaTh CTON Npe3nanyma n pabovme mecta y4acTHUKOB
coBellaHung (3acefaHus)

CepBupoBaTh YanHbI (KOEVHbIN) CTON BO BpeMs NpoBeaeHnst koge-nays

CobniogaTb npasuna gerioBoro 3TMKeTa n NnpoToKona

MopaepkunBaTb UMUOXK OpraHn3aLun

CospgaBaTtb UMMOX ceKkpeTaps, COOTBeTCTBy}OLLI,I/IIZ MMNOXY opraHun3aumm
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Pabotate ¢ wHdoOpmaumen, aHanusavMpoBaTb W MpeacTaBnATe e€e B
CMCTEMATU3MPOBAHHOM BUaE

Ob6ecneunBatb 6€30MaCHOCTb AEATENBHOCTM OpraHn3aumnm

an/IMeHFlTb I/IHCbOpMaLI,MOHHO-KOM MYHUKALWNOHHbIE TEXHOIIOINn

Ob6ecneumBaTb KOMGOPT Y4ACTHUKOB KOH(DEPEHTHOTO MEpOoNpUSTHS, NMomoratb B
BOMpocax NPOXMBaHWs, TpaHCMNOPTHOro obecneyvyeHus

Heobxoanmble 3HaHus | Komnnekc OpraHn3aunoHHO-TEXHNYECKNX MeporIpI/IFlTVIIZ no noaroToBke wu
npoeBegeHunto COBELLIaHNA K neperosopos, B TOM YUCIie MeXOYyHapO4HbIX

MpaBuna BefeHWs, NOArOTOBKM U 0OPOPMITEHMS MPOTOKONA U APYINX [AOKYMEHTOB,
co3aBaeMbIX B MpoLecce noaroToBkM KOHpepeHTHOro MeponpusATs

CocTaBneHne cMeTbl pacxodoB

OcHoBbI HanNMcaHus peqeﬁ M OOKNaaoB pykoBoauTena

lMpaBuna yCcTaHOBMEHUS KOHTaKTa, NOLAEPXKAHMS M PasBUTUS MEXINYHOCTHBLIX
OTHOLLEHUN

MpaBuna genoBoro o6lLLeHNs, AenNoBOro aTUKeTa

OTUKET M OCHOBbI MeXAyHapoaHOro npoTokora

I'Ipanma npoBeaeHnAa AenoBbIX NeperoBopoB

MpaBuna 3awwmTbl KOHPUOEHUMANBHOW CnyxebHon nHopmaumm

TpeboBaHusi oxpaHbl Tpyda

Lpyrve -
XapaKTepucTukn

3.3.7. TpynoBas pyHKUMS

OpraH13aLys UCTIONHEHNS PELLEHMH, OCYLLECTBEHNE KOHTPONS! YpoBeHb (noayposeHs
Haumenosakne VCMONHEHNSI MOPYYEHNIE PYKOBOAUTENS! Kon Cio7.6 Ké)anwdaméaum?/llp ) E|
[NpouncxoxaeHne 3anmcTBOBaHO 13
P KA OpwurunHan X
TPY0BOI OYHKLIMM opuruHana
Kog PernctpaunoHHbIn
opuruHana HOMep
npodeccuoHansHoOro
CTaHpapTa

Tpynosble gencteus | [lokymeHTanbHoe ohopMIieHNE peLleHnin pykoBogmTena

JoBeneHune [o cBeaeHVs paboTHUKOB OpraHv3aLmmn pacrnopsikeHUin pyKoBoAUTENS

KOOp,D,VIHaLI,VIFI OeATerIbHOCTU NO UCMNOJTHEHUIO peLueHvu7| pykoBoauTend
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BeneHne cpokoBoro TekyLLero u npeaynpeamTenbHOro KOHTPons

I'IpOBepKa NCNOJTHEHUA nopyquMVl pykoBoaAUTENA B YCTaHOBﬂeHHbIVI CpOK

MpenynpexaeHne COTPYAHMKOB OO MCTEYEHUWM cpoKa MWCMOSIHEHUSI MOPYYeHUi
pyKoBOAUTENS

duKcaums UCNOMHEHNS NOPYYEHMiA

CocTaBneHue OTYETOB U aHanNMUTUYECKMX CMPaBOK O BLIMNOMHEHWM MOPYYEHUI U
peLLeHWnii pyKOBOAMTENS

Heobxogumblie ymeHus | Bectn cpokoByto KapToTeky

Bectn y4YyeTHble perncTtpaunoHHbIe (bOprI, ncnonb3oBaTtb UX Ansd paGOTbI no
KOHTPOJTHO NUCNOJTHEHUA HOpy‘-lEHVIVI pykoBoauTensa

PaGoTatb ¢ MHopmaLmeit No KOHTPOIO, CUCTEMATU3NPOBATL ee U NPeacTaBnsaATh
B BME CBOOHbIX OKYMEHTOB

Mcnonb3oBaTb cpeAcTBa KOMMYHUKALUMK AN Nepeaayn nopyvyeHunii pykoBoaUTENs

Mcnonb3oBaTb COBPeEMEHHble cpeactBa cbopa M 0O6paboTKM  KOHTPOSbHOM
MHdopMaLmn

MpUMeHATb MHHOPMALMOHHO-KOMMYHMKaALMOHHBIE TEXHOMOMM

OueHuBaTtb pe3ynbTaTbl B paMKaX NocTaBJf1IeHHbIX 3aaud

OcyLecTBNsTb KOHTPOSb UCMONHEHNS MOPYYEHUI PYKOBOAMTENS COTPYAHMKAMM

Heobxoanmble 3HaHus | Obwme Tpe6OBaHMﬂ K CpOKaM WCNOJIHEHUA OOKYMEHTOB WU KOHTPOJIbHbIM
CbYHKLI,VIFIM CJ'Iy>K6bI LOOKYMEHTaUuMOHHOIo obecneyeHust

MpuHUMNBI, CNOCO6LI MHPOPMUPOBAHNS COTPYOHUKOB

3OTukKa genosoro obLeHns

YnpaBneHyeckas CTPyKTypa opraHu3auun, PyKOBOACTBO OpraHv3auuv, obpasiibl
noanucein pykoBoOSALIMX COTPYAHUKOB, KPYT UX NOMTHOMOYUMI U OrpaHUYeHmnst UX 30H
OTBETCTBEHHOCTU

VIHCTpyKUMM No 4enonpov3BoaCcTBY U APYrMM JloKarbHbIM HOPMaTUBHBIM aKTaM,
yCTaHaBNMBaLLMM NOPSLAOK peanu3auum ynpaBrneH4eckmx npoueayp

Apyrve -
XapaKTePUCTUKM

3.3.8. TpynoBble dhyHKLMU

OpraHu3auus 1 nogaepxanue yHKUMoHanbHoro paboyero VY
Hanmerosarne npocTpaHCTBa I'IpVIeMHOFI n KabuHeTa pykoBoauTens KOLL C/os.6 K;:J?V?(;‘)bmégﬁﬂ)wlPOBeHb) E|

[Mpouncx HU MMCTBOBAHO "

poncxoxaeHue OpurvHar X 3anmcTBOBaHO U3
TPYLOBOW hYyHKLIMK opurnHana
Kop, PernctpaunoHHbIn
KoHcynbTaHTIN0C
Yy www.consultant.ru Crpanuua 22 w3 39

HafeXxHasa npaBoBan noaAepXXkKa


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHTpyaa Poccnn ot 06.05.2015 N 276H

"06 yTBepxaeHMn npodeccmoHanbHoro craHgapta "Cneumanumct [JokyMeHT npepocTaBneH KoHcynbrauTlnroc
Mo OpraHn3auMoOHHOMY ... [aTta coxpaHeHus: 27.06.2016
opuruHana Homep
npodeccuoHarnbHOro
cTaHgapTta

Tpynooeble gevictBust | ObecneyeHne paboyero Mecta pykoBoAMTENs HeobxoAMMbIMU  CpeacTBaMu
OpraHn3auUMOHHON TEXHUKM, KaHLENSPCKUMU NPUHAANEXHOCTAMM

OpraHu3auust npuemMHol ogmca B COOTBETCTBUM C TPEGOBaHUSIMU 3PTOHOMUKA U
KynbTypbl TpyAa

OpraHusaunsi opopMeHnss UHTEpbepa NPUEMHON PyKOBOANTENS

ObopynoBaHue paboyero Mecta OpPITEXHWKOW, MNEPCOHANbHLIM KOMMbIOTEPOM,
BCNOMOraTenbHOW TEXHUKON

OpraHuzauna obopyaoBaHvs NpUEMHON CUCTEMaMU XpaHeHWUsi, HeoBXoaUMbIMU
npucnocobneHnsaMuM, obecneyeHns KaHLEenspckUmMm ToBapamm

ObecneyeHne xpaHeHVs 1 3aMeHbl PACXOAHbIX MaTepuarnos, NOBCEOHEBHbIN YXOA4
3a OPrTEXHUKOM

3akas KaHUEeNnApPCKMX ToBapoB, rTMrMeHn4YeCknx Tosapos, NPpoaYyKTOB NUTAHNA

Heobxognmbie CospgaBartb ycnosusi, obecneumsatoLimne aphekTnBHy0 paboTy pykoBoanTens
YMeHHS

anMeHﬂTb B COOTBETCTBUN C HA3Ha4YeHNEM CpeacTBa OpFaHI/I3aLI,VIOHHOIZ TEXHUKMN,
KaHUuenAapckmne npnHaanexHoctun

OcHallaTtb paboyee MeCTO pykoBOAUTENS U CBOE paboyee MeCTo HeobxoanMbIM
obopynoBaHuem

OcyLecTBNATbL 3aMeHy pacxoAHbIX MaTepuarnoB, yX04 3a OPrTeXHUKOW

OcylLLecTBNATbL NOBCEAHEBHLIN yX04 3a KOMMWPOBAarbHbIM annapaTtoM, 3ameHy WU
XpaHeHue KapTpUmKen, ToHepa

KOHTpOJ‘II/IpOBaTb COCTOAHME WU MNOMOJIHATL 3anacbl KaHUEenApCKuxX ToBapoB.,
cpencTB rMrmeHbl, NPpoOAyKTOB NUTaHNA

Heobxogumble 3HaHus | TpeboBaHUsi oxpaHbl Tpyaa, MPOM3BOACTBEHHOM CaHWTapuu, NPOTVMBOMOXapHOWA
3aLWmThI

OcHOBbI MpaBUIbHOW OpraHu3auum Tpyga W MeTodbl MOBbIWEHUA  ero
3 PEKTUBHOCTM

OcCHOBbI 3proHOMUKN ochmca U hOPUCTUKU

CtaHgapTbl M pekomeHOauuy no o6opyaoBaHnio 0UCHbLIX MOMELLLEHWA

CocTtaB opraHn3aunoHHON TEXHUKK, ee YCTPOMCTBO M NopsaoK paboTsl ¢ Hen

Iipyrve .
XapaKTepUcTukmn

3.3.9. TpypoBas dyHKUmMSA
| [ [
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Paapa60TKa JNOKanbHbIX HOPMATUBHbIX aKTOB, pernamMmeHTUpyrLwmnx Y
HanmenoBaHune paGoTy cekpetaps ‘ Koo C/09.6 K::ﬁ:;)bmgﬁ%poee%) %
[NpoucxoxaeHne 3anmMcTBOBaHO 13
P KA OpwurunHan X
TPYAOBOW OYyHKLIMK opurmHana
Kopg PernctpaunoHHbIn
opurnHana HoMep
NpodeCcCcCUoHanbHOro
cTaHgapTa

TpynoBble gencTeums PaspaboTka AOMKHOCTHOM MHCTPYKLMKU cekpeTaps

Pa3paboTka nonoxeHusi o cekpetapuare

Pa3paboTka MHCTPYKLMM MO AeNonpou3BOACTBY

Heobxoanmble YMEeHUaA CoctaBnstb u O(bOpMJ'IFITb opraHmn3aunoHHble N MeToAUN4YECKNE OOKYMEHTDI

Peﬂ,aKTMpOBaTb TEKCTbI CJ'Iy)KGGHbIX LOOKYMEHTOB

Pa6otaTb CO BCEA COBOKYMHOCTbIO  MHGOPMAaLMOHHO-A0KYMEHTALMOHHbIX
PecypcoB opraHusauum

Monb3oBaTbcs Gazamu OaHHbIX, B TOM YUCHe yoaneHHbIMn Gasamu gaHHbIX

Mcnonb3oBaTb CnpaBoYHbIE NPaBOBbIE CUCTEMBI

PaboTtaTb C kKOMNbOTEPOM, KaTanoramm (nankamu) u dannamm, ckaHepom

Monb3oBaTbCA OPUCHBIM NAaKeTOM (TEKCTOBbINA peaakTop, Tabnumubl)

Monk3oBaTbcsa NepudepUnHBIMN YCTPONCTBAMU N OPrTEXHUKOW

Monb3oBaTbCA ANEKTPOHHOM MOYTON

Monb3oBaTbCA CUCTEMaMM SNEKTPOHHOTO AOKYMEHToobopoTa

Heobxooumble 3HaHus |MpaBoBble OCHOBbLI YNpaBneHust (OCHOBbI agMWHWUCTPATUBHOIO, TPYAOBOIO WU
rpaXxgaHcKoro rnpaea)

[eicTByloWMe MpaBoOBble  aKTbl, HOPMAaTUBHO-METOAMYECKME  LOKYMEHTbI,
rocyfapcTBeHHble CTaHAapTbl, Onpeaensiiolwme nopsaok AOKYMEHTALUOHHOIO
obecneyeHns ynpaeneHusi

CTpyKTypa, pyKOBOACTBO CTPYKTYPHbIX NoapasaeneHunii, obpasubl noanucen nwu,
MMeloLLMX NpaBo NoANUCaHNUS U YTBEPXKOEHWUS JOKYMEHTOB, Y OrpaHUYeHUst UX 30H
OTBETCTBEHHOCTU

I'Ipasmna OOKYMEeHTaUuMOHHOIo obecneyeHns oeaTenbHOCTU opraHusauunun

Mopsiaok paboTbl C AOKYMEHTaMM

Tpe6OBaHMF|, npeabaBndaeMble K JOKYMEeHTaM B COOTBETCTBMM C HOPMaTUBHbIMU
akTaMun u rocygapcrBeHHbIMU CTaHOapTamMmun

MpaBuna cocTaBneHUsi OpraHN3aLMOHHbIX JOKYMEHTOB (MOOXEHWIA, UHCTPYKLIMWIA,

KoHcynbTaHTINIOC
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pernameHToB)

Buabl LOOKYMEHTOB, UX Ha3Ha4YeHune

OcHosBbl ,D,OKyMeHTHOVI JTIMHTBUCTUKU

TpeboBaHusi oxpaHbl Tpyaa

Opyrve -
XapaKTepUCcTukun

3.3.10. TpygoBasa yHKUusA

HanveHoBaHMe CocTaBneHne n oopMIeHne ynpaBneH4eckon AOKYMEHTaLmm Kon C/10.6 YpoBeHb (noaypoBeHb) E|
KBanudukaumm
MpoucxoxaoeHue 3ammcTBOBaHO 13
P KA OpwurunHan X
TpyaoBoun hyHKUMN opurmHana
Kog PernctpaunoHHbIn
opuruHana Homep
npodeccuoHansHoOro
cTaHgapTa
TpynoBble gencTems CocraBneHve npOeKTOB pacnopsavTenbHbIX (NpuKasbl, PacrnopsXeHus) wu

MHDOPMaLMOHHO-CNIPaBOYHbIX [OKYMEHTOB  (CrykebHble nucbMa, ChpaBku,
JoknaaHble 1 crnyeGHble 3anncku)

Meyatb cnyXeGHbIX JOKYMEHTOB U APYrMX MaTepuarnos

PasmHoxeHune Cﬂy)Ke6HbIX LOOKYMEHTOB

KOHTporb  MpoxoXaeHusi  OOKYMEHTOB B OpraHusaumMu  (corfacoBaHue,
noanucaHune v yTBepXKaeHne JOKyMeHTa)

Heobxoanmble YMEeHUA PeﬂaKTI/IpOBaTb TEKCThbI Cﬂy)Ke6HbIX OOKYMEHTOB

Monb3oBaTbcs yHUDULMPOBAHHBIMY (HOPMaMy JOKYMEHTOB

O(bOpMJ'IFITb KaccoBble (bI/IHaHCOBbIe OOKYMEHTbl W [OOKYMEeHTbl MO Yy4eTy
HaKnagHbIX pacxoaos

MNevartaTtb CJ'Iy)KGGHbIe OOKYMEHTbI

[Nonb3oBaTbca nepngepunHbIMM YCTPOMNCTBAMU U OPrTEXHNKON

PaboTtaTb C KOMMbLIOTEPOM, CKAHEPOM

Mornb3oBaTbcsl OPMCHLIM NAaKETOM (TEKCTOBbIV peaakTop, Tabnuupl)

Monb3oBaTbCA 9NEKTPOHHOW NOYTON

[Nonb3oBaTbca cuctemamm AJIEKTPOHHOIO ﬂ,OKyMGHTOOGOpOTa

ObecneumnBaTb 6e30MacHOCTb AEATENBLHOCTM OpraHn3aumm
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Heobxoanmble 3HaHusa | paBoBble OCHOBbI yMpaBneHUs (OCHOBbI aAMWHUCTPATUBHOIO, TPYAOBOrO U
XO3ANCTBEHHOrO Npasa)

CTpykTypa opraHusaumm, pyKOBOACTBO CTPYKTYPHbIX MoApasgeneHuin, obpasubl
noanucen nuL, UMEKLWMX MPaBo MOANUCAHWSA U YTBEPXOEHUA AOKYMEHTOB, U
orpaHn4YeHuns Nx 30H OTBETCTBEHHOCTU

I'Ipanma OOKYMEHTaUuMOHHOIo obecneyeHnst 4eaTenbHOCTH opraHunsauunmn

Mopsigok paboTbl C AOKYMEHTaMum

TpeGOBaHMﬂ, npeabv4dsridemMble K JOKYMEeHTaM B COOTBETCTBUM C HOPMaTUBHbIMU
aKTamMn n rocygapCrtBeHHbIMW CTaHOapTaMun

Buabl OOKYMEHTOB, NX Ha3Ha4YeHune

MpaBuna cornacoBaHns JOKYMEHTOB OpraHM3aummn (BHyTPEHHErO U BHELLHEr0)

I'Ipanma nognncaHna n yteepxageHmna JOKyMeHTOB

lMNpaBuna coctaBneHms w1 odopmneHns  MHOPMaLWNOHHO-CNPAaBOYHbIX,
yrnpaBneH4YeCckUX JOKYMEHTOB 1 CIYXXeOHbIX nucem

OcHosBbl ﬂOKyMeHTHOVI JINHTBUCTUKN

paMmaTuyecke npasumna Pycckoro Asblka

TpeboBaHus oxpaHbl Tpyaa

Lpyrve -
XapaKTepucTukn

3.3.11. TpynoBas pyHKUUs

HaumeHosakme OpraHu3auusi paboTbl C LJOKyMEHTaMWU B MPUEMHON PYKOBOAUTENS Ko Cc/11.6 YpoBeHb (MoaypoBeHb) E|
KBanudukauum
[NpoucxoxaeHne 3anmcTBOBaHO 13
P KA OpwurunHan X
TPpyaoBOU (byHKLI,VIVI opurnHana
Kon PernctpaunoHHbIn
opurmHana HOMeEpP
l'IpO(beCCI/IOHaJ'IbHOFO
CTaHgapTa

Tpynoeble gevictBus | [MonyyeHne, npegBapuTenbHOE PacCMOTPEHME M COPTMPOBKA MOCTYMaloWmMX B
NPUEMHYIO PYKOBOAUTENS OOKYMEHTOB

[MNogroToBka OOKYMEHTOB OJ14 paCCMOTPEHUA pykoBoauTenem

YuyeT 4OKYMEHTOB, NOCTYNALLMX HA UMS PYKOBOAMTENS

OpFaHVI3aLI,VIﬂ 00CTaBKM OOKYMEHTOB UCMOJTHUTENAM

BeneHune nHhopmMaLmMoHHO-CNpaBoYHOM paboTbl
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KOHTpOnb MCNOMHEHUS OKYMEHTOB U MOPYYEHWI PYKOBOAUTENS

Heobxoaumble ymeHus | PaboTaTb ¢ BXogsALEN, NCXOOSLEN, BHYTPEHHEN LOKYMEHTaUnen

Monb3oBaTbCcsl cMCTEMaMU 3NEKTPOHHOTO AOKYMeHToobopoTa Anst perucrpauum,
KOHTPONsi SOKYMEHTOB U MH(pOPMAaLIMOHHO-CNPaBOYHOM paboThbl C JOKYMEHTaMu

MpyUMeHsATb MHMOPMAaLMOHHO-KOMMYHUKALMOHHBIE TEXHOMorMn Ans paboTbl ¢
JOKYMEHTaMm

CocrtaBnatb 1 OCbOpMﬂﬂTb HOpMaTUBHbIE aKThbl

Heobxoaumble 3HaHus | HopmaTuBHble nNpaBoBble  akTbl, HOPMAaTUBHO-METOAMYECKME  AOKYMEHThI,
rocyapCTBeHHble CTaHAapTbl, Onpegensiowme nopsaok AOKYMEHTaLMOHHOro
obecneyeHnst ynpaerneHus

CTpyKTypa opraHu3aumm, pyKoBOACTBO CTPYKTYPHbIX NoApasaeneHui

COBpeMeHHbIe MH(bOpMaLI,I/IOHHbIe TEeXHOonormm paGOTbI C AOKYyMeHTaMun

Mopsigok paboTbl C AOKYMEHTaMM, CXeMbl OKyMeHToobopoTa

I'Ipanma pa6OTbI C BXogAwnmm, ncxogawimMmmn n BHyTpeHHMMM OOKyMeHTaMun

MpaBuna opraHnsaumMm KOHTPOSS WCMOSHEHUS OOKYMEHTOB M TWUMOBbIE CPOKU
NCMOMHEHNA JOKYMEHTOB

I'Ipanma COCTaBliEHNA aHarMMTU4EeCKMUX ChnpaBOK MO oOpraHn3aunn paGOTbI C
OOKYMEHTaMM N KOHTPOJ1HO NCMNOJTHEHUA JOKYMEHTOB

MpaBuna co3gaHMa u BedeHust 6a3 [aHHbIX  ChyXebHbIX JOKYMEHTOB B
opraHusauum

Cucrtembl 3NEKTPOHHOIo OKyMeHToobopoTa

TpeboBaHus oxpaHbl Tpyaa

Opyrve -
XapaKTepI/ICTI/IKI/I

3.3.12. TpynoBas dyHKUUA

HaumeHoBaHme OpraHu3auys XxpaHeHUs JOKyMEHTOB B MPUEMHOI pyKoBOAUTENS Kon Cc/H12.6 YpoBeHb (NoaypoBeHb) E|
KBanudukauum

I'IpomcxozK,qume OpurvHan X 3aumcTBOBaHO 13
TPYLOBOW OYyHKLIMM opurnHana
Koa PernctpauynoHHbIn
opurnHana Homep
npodeccuoHanbHoOro
cTaHpapTa

TpynooBble gevictBusi | PaspaboTka pasgenoB HOMEHKATYpbl Aef opraHM3auum
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dopmuposaHune 1 ohopmneHne aen nocToSAHHOIo, A0NTOBPEMEHHOMO CPOKOB

MogroToBKa n nepegada gen B apxmB opraHn3aunn

Heobxoanmble ymeHns | PaspabatbiBaTte HOMeHKNATypy Aen opraHusaumMm C y4eToM  OeNCTBYHOLLMX
HOPMaTUBHO-METOONYECKNX JOKYMEHTOB

Mcnonb3oBaTb HOMEHKNATYpy [AeNn Npyu M3YYeHUW CTPYKTYpbl OpraHusauumu,
COCTaBIEeHUM onmcen aen

dopmupoBatb M ocopMnATbL AeNnla B COOTBETCTBUM C  YTBEPXKOEHHOM
HOMEHKNaTypoW Aen opraHusaumm

ObecneunBaTb COXPaHHOCTb AOKYMEHTOB OpraHusaLmu

npOI/I3BOD,I/ITb NnoAroToBKYy Aen and nepegadun B apxme

MpyMeHATb MHOPMALMOHHO-KOMMYHMKALMOHHbIE TEXHOMormM Ans paboTbl C
AOKyMEeHTaMm

Heobxogumble 3HaHus | HopMaTuBHblE  NpaBOBble  aKTbl, HOPMAaTWBHO-METOAMYECKUE  OOKYMEHThI,
rocygapcCtBeHHble CTaHOapThl, onpegendwowme nopAaaok AOOKYyMeHTalUOHHOro
obecneyeHns ynpasneHus

Bugbl HomeHknatyp, obwue TpeboBaHMs K HOMEHKNaType, MeToguka ee
COCTaBreHns 1 ohopmneHns

Mopsagok dopmnpoBaHua n odopMnieHuMss [en € ykasaHuem  cneumdukm
dopMMpoBaHUst OTAENbHbLIX KaTeropu aen

I'Ipanma XpaHeHua aen, B TOM Yncrne ¢ AOKyMeHTaMn orpaHn4eHHoOro Aoctyna

I'Ipanu'la Bbl4a4vyn n ncnornb3oBaHUA JOKYMEHTOB U3 C(bOpMVIpOBaHHbIX aen

TpeboBaHus oxpaHbl Tpyaa

I'Ipanu'la noAaroToBKU U nepenaydn aen B apxmB opraHn3aunn

Lpyrve -
XapaKTepucTukn

3.3.13. TpynoBble pyHKLMM

HaumeHoBaHune Ob6ecneyeHne pykoBoauTens uHdopmaumen Kon C/13.6 z;:ﬁfc;;éggﬁ%pwe”b) E|
[NpouncxoxaeHune 3anMmcTBOBaHO 13
P KA OpwurunHan X
TPYZOBOW OyHKLMM opurmHana
Kon PernctpaunoHHbIn
opurmHana HOMep
npodeccruoHanbHoro
cTaHgapTa
TpyaoBble AeCTBUSA C6op n nepepaboTka MHGOpMaLMK, HeobxoaMMOon AN NPUHATUST 0OOCHOBAHHbIX
yrnpaBneH4YeCkUX peLleHnn
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MpoBepka [OOCTOBEPHOCTM, MOMHOTbI W HEMNPOTMBOPEYMBOCTM  AaHHbIX,
UCKNoYeHre AyGnuposaHnsa nHdopmaumm

MpenocTtaBneHne AaHHbIX B eAMHOM M yooBHOM Ans BOCNpUSATUS dhopmare

BbisiBneHne Hanbonee 3HauYMMbIX KpUTEPUEB CUCTEMATU3aLUMU MHDOPMaLUMKM Ans
co3faHunsa 6a3 aaHHbIX

¢0pMI/IpOBaHI/Ie M ucnonb3oBaHue 6as OaHHbIX B OpraHun3auum

Heobxogumble ymenusi | OcylecTBnatb cbop, obpaboTky u aHanm3 umHdopmauum B COOTBETCTBUM C
TpeboBaHNAMM  KpaTKOCTW,  YEeTKOCTU  hOPMYNMPOBOK, CBOEBPEMEHHOCTU
MOCTYNMEHNsi, TOYHOCTM WM OOCTOBEPHOCTWU, OMTUMAarnbHOCTM CUCTemaTm3auuu,
HenpepbIBHOCTM c6opa n 06paboTkm uHopmaumm

OcyLLecTBNATb PerMcTpaumio, HakKonfeHne u nepegadvy, CUCTEMaTU3NPOBAHHOE
XpaHeHue 1 Bbigayvy nHpopmauum B Tpebyemon opme

CocTtaBnatb 1 O(*)OpMJ'IFlTb CBOOHble, OTYETHbIE, CTaTUCTUYECKME OOKYMEHTDI

OcyuwectBnsate 06paboTKy W  CTPyKTypupoBaHMe WHgopMauun, obpasys
MHGOPMAaLNOHHbIE pecypchl

BBoauTb HOBblE AaHHbIE B CI'IpaBO‘-IHO-I/IHd)OpMaLI,I/IOHHbIe CUCTEMBbI

BBoauTb B NaMsATb KOMMblOTEPA 3MEKTPOHHbIE 06pa3bl AOKYMEHTOB

Mpoun3BoauTb MOUCK MHOPMALIMK B CYLLIECTBYIOLWIMX 0a3ax [OaHHbIX, BECTU
MHGOPMaLMOHHO-CMPaBoOYHyl0 paboTy Ha OCHOBE pasfNYHbIX  KOMOMHauui
MOWCKOBbIX MPV3HaAKOB

MpUMeHATb MHHOPMAaLMOHHO-KOMMYHMKALMOHHbIE TEXHOMOMM

Heobxogumble 3HaHuss | OCOBGEHHOCTU (POPMMPOBaHMS BHELUHUX W BHYTPEHHUX WUHPOPMaLMOHHbIX
MOTOKOB

CocTaB BHELUHUX MH(*)OpMaLI,I/IOHHbIX NOTOKOB

CocTaB BHYTPEHHMUX MHOPMAaLIMOHHBLIX MOTOKOB

CprKTypa opraHusauunm n nopAagok B3aUMOAENCTBUS nop,pas,qeneHMﬁ n CJ'Iy)K6

OcobeHHoCcTM hopmMmpoBaHUs 6a3 OaHHbIX B OpraHn3aumm

CoBpeMeHHble Hay4Hble MeTOAbl M TeXHWYeckue CpeacTBa, Crnocob6CTBylOLLME
cbopy, 06paboTke, CoXpaHeHWto 1 Nepeaaye NHPOPMaLIMOHHBIX MOTOKOB

MeTtoabl 06paboTkn MHpopMaumm ¢ NPUMEHEHMEM COBPEMEHHBIX TEXHUYECKMX
CpeacTB KOMMYHUKaLMIA U CBA3W, BbIMUCIUTENBHON TEXHUKM

TpeboBaHusi oxpaHbl Tpyaa

Lpyrve -
XapaKTepUCcTukun

3.3.14. TpygoBasa pyHKUusA

HavmeHoBaHune | | Kop C/14.6 E
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OpraHu3aums MHpopMaLMOHHOTO B3aMMOAENCTBUS PyKOBOAUTENS C ‘ YpoBeHb (noaypoBeHb)
noApasfeNneHNsIMU 1 JOMHKHOCTHLIMW NIMLAaMKU OpraH13aLmnmn KBanudmKaLmmn
MpoucxoxaeHne 3anmmcTBOBaHO 13
P KA OpwurunHan X
TpyAaoBoOu beHKLLI/II/I opurunHana
Kopg PernctpaunoHHbIn
opurnHana HOMeEDP
NpodeCcCcCUoHanbHOro
CTaHgapTa

pr,El,OBbIe DencTBus MHd)OpMMpOBaHMe paGOTHMKOB OopraHu3aumm o peLlleHnax pykosoamtens

OpraHusauua obmeHa MHopmMaLlmer Mexay noapasneneHnsMu 1 A0MKHOCTHBIMU
nMuamMmn opraHusaumm

OnoBeLlleHne paboTHMKOB O NPeACTOSLLMX MEPONPUATUSX

OpraHu3sauus BCTped TPyAOBOro KOJNEeKTBA C PYKOBOACTBOM

NHdbopmmpoBaHune pykosoautenss o6 obpallleHnsX COTpyOHMKOB Mo paboumm u
NIMYHBIM BOMpOCcam

Heobxoanmble ymeHus | icnonb3oBaTtb CoBpeMeHHble TexHonorun cbopa u nepegayun nHopmaumm

Ocyuwectenate cbop W nepepaboTky WHdopmauum, Heobxogumon  Ans
OEeATENbHOCTU

OcyLIJ,eCTBJ'IFlTb cuncrtemMaTtmsaumnio nonyvyaembixX U nepegaBaemMblX AaHHbIX

OcyLLecTBNATL MPOBEPKY [AOCTOBEPHOCTU, MOSIHOTbI M HEMPOTUBOPEYMBOCTM
AaHHbIX, UCKIToYeHne ayGnMpoBaHus MHopmauum

npeﬂ,OCTaBﬂﬂTb AaHHble B €JUHOM U y,D,06HOM Ana BOCNpUATUA d)opmaTe

MHOrokpaTHO MCMOSb30BaTb MOMYyYEHHY MHOPMALMIO, MOCTOSSHHO OBHOBNSTH
AaHHble

ObecneunBatb onepaTnBHOCTb VIH(bOpMaU,VIOHHbIX NOTOKOB

PaboTtaTb ¢ KOMMNbIOTEPOM, UCMOMb30BaTh OPUCHBLIV NakeT (TEKCTOBbIM pedakTop,
Tabnuubl)

HeoGxogumble 3HaHusl | HopMaTuBHbIe  MpaBOBble  aKTbl, HOPMAaTUBHO-METOOMYECKUE  OOKYMEHThI,
rocygapCTBEHHbIE CTaHA4apTbl B chepe AeATeNIbHOCTY opraHusaumm

CTpykTypa  opraHusauuu, PYKOBOACTBO  CTPYKTYPHbIX noapasaeneHui,
HanpaBneHns [OesATeNnbHOCTM OpraHusauMm U KOMMETEeHUMW  CTPYKTYPHbIX
noapasfeneHnin U OOMKHOCTHbLIX NNL

Knaccudmkaumss  ynpaBneH4Yeckon UHopmauuu, BuObl  ynNpaBneHYecKon
WHpopmaumm

dopMbl NpegocTaBneH1s ynpaeneH4yeckon nHbopmaumm

VCTOYHUKM ynpaBneH4yeckon nHgopmauum
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MeToguka otbopa NCTOYHMKOB MHPOPMaLMK

TpeboBaHusi, NpeabaABnsemMble K ypaBieHYeckon MHopMaLum

TpeboBaHusa oxpaHbl Tpyaa

Apyrve -
XapaKTePUCTUKM

3.4. O6obweHHasa TpyaoBas PyHKUUS

HaumeHoBaHve

nogaepXka AeaTenbHOCTU PYKOBOANUTESNS OopraHusauumn

MHbopMaLVoHHO-aHanMTM4eckas 1 opraHu3aLMoHHO-aAMUHUCTpaTUBHas
hopwmaL p u A p Kop D YpoBeHb kBanudukaumum

[NpoucxoxaeHne

0606LLEeHHON TPyaoBON OpurmHan

PyHKUUN

X 3anmcTBOBaHO U3

opurnHana
Kog PernctpaunoHHbIn
opurnHana Homep
npodeccuoHansHoOro
cTaHpapTa

Bo3moXHble HanmeHOBaHMS
JOrmKHOCTEeN, npodeccui

NomoLyHMK pykoBoauTend

TpeboBaHusa kK 06pasoBaHuio 1
0ByyeHuto

Bbicwee obpasoBaHue - 6Gakanaspuart
HononHutensHoe npodeccuoHansHoe obpasoBaHne

TpeboBaHus K ONbITy
npakTu4eckon paboTbl

He meHee Tpex net no I'IpO(pVIJ'II-O AeATeNbHOCTU opraHmn3aunmn

Ocobble ycnosus gonycka K
paboTte

Opyrvne xapakrepucTuku

[ononHutenbHble XapaKTepucTtukumn

HanmeHoBaHune LOOKyMeHTa

Kog HanmeHoBaHne 6a30BoW rpynnbl, JOMMKHOCTM (Mpodheccum)
nnu cneunanbHOCTH

OK3 2432 Bubnunotekapu, 6ubnuorpadbl, LOKyMEHTOBEAbI U
cneumanucTbl pOACTBEHHbIX Npodheccui
OKCO 032001 [okymeHToBeAeHNe 1 AoKyMeHTaLuMoHHoe obecneyeHune
ynpasneHusi
032002 [okymeHTauMoHHOe obecneyeHme ynpaBneHms u
apxvBoBedeHune
3.4.1. TpypoBble hyHKLMK
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HaumeHoBaHme ;Ogrr;n::ggsa:rj VH(OPMaLMOHHOIO B3aMMOAENCTBUSA PyKOBOAMTENS C Kon DI01.6 Z;:ﬁf;‘;égﬁ%pmmb) E|

[Mpouncx HU MMCTBOBAHO "

poncxoxaeHue OpurvHar X 3anmcTBOBaHO U3
TPyAoBOn dhyHKLMN opvrnHana
Kop, PernctpaunoHHbIn
opuruHana HOMep
npodeccuoHansHoOro
cTaHpapTa

prﬂ,OBbIe DencTBeums OT60p MCTOYHUNKOB MH(*)OpMaLI,I/II/I B COOTBETCTBUN C 3aaHHbIMN KpUTEPUAMU

O6paboTka 1 nHTepnpeTaumsi MHopMauumn 4ns NOAroTOBKM MPOEKTOB peLLeHUN

MoaroToBka 3anpocos Nno Nopy4eHuto pykoBoanUTENA Ha nojlyd4eHne JOKyMEeHTOB U
I/IHCbOpMaLI,VIVI B OpraHax rocynapCTBeHHon BIacTu n ynpasJieHuA, 00 EeCTBEHHbIX
opraHunsauunax n norfiy4deHmne COOTBGTCTByI-OUJ,GVI VIH(*)OpMaLI,VII/I N JOKYMEHTOB

WHdbopmmpoBaHMe pykoBoauTeNst O pesynbTatax pacCMOTPeHUst 3amnpocoB U
obpalleHui

OpraHusaumst peLleHnst BONpoCcoB, He TPebytoLMX HernmocpeacTBEHHOTO y4vacTust
pykoBoauTens

MoaroToBka MaTepuarnoB ONs yyYacTus pykoBoauTenss B paboTe pasfvuHbIX
CTPYKTYp B COCTaBe TrOCYAapCTBEHHbIX W  MYHMUMNaNbHbIX  OpraHos,
06LLEeCTBEHHbIX OpraHMU3aLmit

MogroToBka OOKYMEHTOB A51Ad 3aKIk4veHud cornaweHunm o coTpyaHun4yectee C
OenoBbIMU NapTHEpPaMun

NHdopmMmumpoBaHne [enoBbiX NMapTHEPOB M 3aMHTEPECOBaHHbIX OpraHu3aumm o
peLLeHnaX PyKoBOAUTENS B XOAE BbINOMHEHWUS CornalleHni

Heobxogumble ymeHus | AHanmanpoBatb M OTOMpaTb WCTOYHMKM MHDOpMauuM B COOTBETCTBMM C
KPUTEPUSMU  MONHOTLI, AOCTOBEPHOCTW, CBOEBPEMEHHOCTW NPeAoCTaBreHNs
WHopmaumm

CobupaTb, o6pabaTtbiBaTb M aHanMaupoBaTb WHOPMaUMI0O B COOTBETCTBUM C
3afaHHbIMU TpeboBaHNUAMM

I'Iepe/J,aBaTb MH(*)OpMaLI,I/I}O B cucremMaTtnuanpoBaHHoOM Bnae

O6pabaTtbiBaTb U CTPYKTYpUpOBaTb WMHopMaumio, obpasys WHDOpPMaLMOHHbIE
pecypchl

Mpou3BoanTb MOUCK WHGOPMaLUMM B CYLLECTBYIOLIMX Gasax [OaHHbIX, BEecTu
MH(OPMAaLMOHHO-CMPaBoOYHyl0 paboTy Ha OCHOBE pasfUYHbIX  KOMGMHaLWM
MOWUCKOBLIX MPU3HAKOB

Ob6ecneunBatb MHPOPMALIMOHHYO 6e30NacHOCTb OpraHu3auum

PaboTtaTb C KOMMbLIOTEPOM, UCMONb30BaTb OUCHLIN NakeT (TEKCTOBLIA peaakTop,
Tabnuubl)
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Heobxoaumble 3HaHUsA | BHYTpeHHASA 1 BHELLHASA NONUTUKA opraHusauum

MpYHUMNbI NpeacTaBUTENbCTBA B FOCYAapCTBEHHbLIX OpraHax, opraHax MECTHOro
CamOynpaBIieHUsi, CTOPOHHUX OpraHu3aumsix U NopsidoK B3aMMOAENCTBYS C HAMM

an/IHLLI/II'IbI n metTogbl agMUHNCTPUPOBAHUA

Oco6eHHOCTH hOPMMPOBaHMS BHELLHUX Y BHYTPEHHMX MHCPOPMAaLIMOHHBIX MOTOKOB

CprKTypa opraHusaunm n nopAagokK B3aUMOAENCTBUS I'IO,EI,pa3£l,eJ'IeHMl7I n CJ'Iy)K6

MpaBuna opmMmnpoBaHus N NCNosb3oBaHMA 6a3 gaHHbIX

CoBpeMeHHble Hay4yHble MeToAdbl M TeXHUYeckue CcpeacTsa, CrocobceTeyloLmne
c6opy, 06paboTke, COXpaHeHuto 1 Nepeaade UHopMaumm

MpaBuna 3awmTbl KOHPUOEHUMANBHOM Cny>xebHon nHopmaumm

COBpeMeHHbIe MHd)OpMaLI,VIOHHbIe TEXHONOrnMn

Lpyrve -
XapaKTepucTukn

3.4.2. TpypoBas pyHKUMS

AHanua MHGOPMaLNM 1 NOArOTOBKa MHAPOPMALIMOHHO-AHANNTUYECKNX
HaumeHoBaHne dbopmaly i chopmaly Kon D/02.6 YpoBeHb (noflypoBeHsb)
maTepuanos KBanMdukaumm

I'IpomcxozK,qume OpurvHan X 3aumcTBOBaHO 13
TPYLOBOW OyHKLIMM opurnHana
Koa PernctpaunoHHbIn
opurnHana Homep
npodeccuoHansHoOro
cTaHpapTa

Tpynoeble gevictBust | CGop, nepepaboTka U aHanu3 uHopmMaLuumn Ans peweHns 3agad, nocTaBrieHHbIX
pyKoBoauTenem

MogroToBka I/IH(bOpMaLI,VIOHHO-aHaJ'Il/ITI/I‘-IeCKI/IX mMaTtepuanos

Pa3spaboTka TemaTtuyeckoro nnaHa o630pHOro JOKyMeHTa, JAoknaaa

OnpepaeneHue kpyra 6mbnmorpadmyeckmx NCTOYHUKOB

Moabop UCTOYHMKOB M NUTepaTypbl No TeMe 0030pa, AoKnada, aHanUTUYecKoM
cnpaBsku

HanucaHue 1 opopmneHne o63opa, Aoknaaa, aHanuTUYeckon crnpasku

Heobxognmble ymeHuns | PaspabaTtbiBaTh TemaTnyeckmin nnaH ob3opa, Aoknaga, aHanuTnyeckomn cnpaBkm

O6ocHoBbIBaTL aKTyallbHOCTb I'IpO6.l'IeMbI, KOTOPYyKO npeactont OCBETUTb B
0630pe, AOoKrnage, cnpaBke
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Monb3oBaTbcsl  MHPOPMALIMOHHBIMKM ~ pecypcamm U CUCTeMaTU3MpoBaTb
MHpopMaLIMIO NO 3afaHHbIM KpUTEPUSIM

MpaBWnbHO WHTEPMNPETUPOBATL MOJyYEHHbIE AAHHbIE U MPeaoCTaBnsATb WX B
cMcTemaTusMpoBaHHOM Buae

Ol'lpeﬂeJ'IFlTb Kpyr UCTOYHUKOB N nNuTepartypbl, HeobXoaMMbIX AN MNOArOTOBKM
I/IHq)OpMaLI,VIOHHO-aHaJ'IVITVI‘-IeCKI/IX mMaTtepuanos

W3naratb maTepuan B IorM4eckon nocneaoBaTenbHOCTH

npOVI3BOD,VITb adHalnma3 " OUEeHKY U3NOoXeHHOro Mmartepuara

OdopMnsTb TEKCT B COOTBETCTBYIOLLIEM CTUNE

PeﬂaKTVIpOBaTb TEKCT AOKYMEHTOB

dopmynmpoBaTh BbIBOALI U pekoMeH4aumum

OcyuwiecTBnsaTe aBTOMaTM3aLMI0O MpoueccoB cbopa, XpaHeHUs U Bblgayu
MHopMaLunn

Monb3oBaTbCcsA YCTPOWCTBaAMW  aBTOMAaTM3UPOBaHHOM 0OpaboTKM  TEKCTOBOM
nHdopmaumm n poToHabopPHLIMU YCTPOKCTBAMMU

MpUMEHSATL BBIYUCIIUTENBHYIO TEXHUKY U MHAOPMALMOHHBIE TEXHONOorMM Aangd
3KOHOMUYHOW U pauMOHanbHOW oOpraHu3auum WMHEGOOPMAaLMOHHBIX MNPOLIECCOB,
MOBbILLEHMS X TMOKOCTM U AUHAMUYHOCTM

MpousBoauTb  NUTEPATYPHO-CTUIUCTUYECKYI0O 06paboTKy TekcTa, MpOBEPKY
NOrMYeckon MocneaoBaTeNnbHOCTU U3NOXKEHWUS, aHanmMsa W OLEHKWU, HanucaHus
BbIBOAOB U pekomMeHaaLuii

npl/lMeHFITb OCHOBbI MCUXOJIOMNKN OENOBOro 06LWEeHNs

Heobxoanmble 3HaHUS HOpMaTVIBHbIe npaBoBble aKThbl, HOpMaTMBHO-MeToan4YeCckmne OOKYMEHThI,
rocyaapCrtBeHHble CTaHO4apThbl B cd)epe AeATenbHOCTU opraHmn3aunn

CTpykTypa  opraHusaumu, PyKOBOACTBO  CTPYKTYPHbIX  MOApasdeneHui,
HanpaBneHua [OeATenbHOCTM OpraHusauMm U KOMMETEHLUMU  CTPYKTYPHbIX
noapasaeneHn 1 OOMKHOCTHBIX NL,

Knaccudpukauma  ynpaereH4Yeckon  MHgopmauun, BuAbl  yrnpaBrieHYecKomn
MHopMaLumn

(DoprI npepnoctaBiieHnsa ynpaBnqueCKon I/IH(bOpMaLI,I/IM

MCTOYHUKM ynpaBrieH4Yeckon uHGopmMauun, MeToamka oTbopa MCTOYHWKOB
NMHpopmaumm

TpeboBaHus, NpeabaABnsemble K yNpaBrneH4Yeckoin MHdopmaLumum

OcobeHHOCTM pedepupoBaHua MHbopMaumu, crneumdpuka odopMrieHns U
COCTaBreHWs aHHOTauui, pedepatos, 0630poB, 4OKTA40B

KaTeropun notpebuteneil, Ha koTopble OyaeT paccumTaH AaHHbI 0630p, Aoknag

MeTtoabl 06paboTkn uHpopMaunm ¢ NPUMEHEHWEM COBPEMEHHbBIX TEXHUYECKMX
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cpeacTte KOMMyHMKaLLMVI N CBSA3U, BbIYUCITUTENBHOW TEXHUKN

CTpykTypa WH(MOPMAUMOHHBIX U34aHMW B 3aBMCMMOCTM  OT  Xapakrepa
MHdopMaLMn N LEeNeBoro HasHavyeHns MHPOPMALIMOHHbBIX U34aHWI

CoBpeMeHHble cpeacTBa cbopa, 0bpaboTku, cuctemaTmsaLmm MHopmaLum

NcTouHrKkn nHdopmaumm: katanorn 6ubnuoTek, XypHanoB, MOUCKOBblE CUCTEMbI
NHEOPMALMOHHO-TENEKOMMYHUKaLNOHHON ceTn "VIHTepHeT", aneKTpoHHble 6as3bl
OaHHbIX

dPyHKUMOHanNbHOe HasHadeHune obsopa (6ubnuorpaduyeckoro, pedepaTUBHOIO,
aHanMTUYeCcKoro) Kak CpeAcTBa OpVEeHTauMM vuTatens B AOKYMEHTanbHOM Wiuv
NMHOPMaLIMOHHOM NOTOKE

OcobeHHoCTM 0bLLeHay4HOM 1 NnparMaTuyeckon dyHKLMN 0630poB

MpaBuna paboTbl C BHELUHUMUW HOCUTENSAMU UHGOPMaLIUK

HOpMaTVIBHbIe LOOKYMEHTbI, rocygapCrtBeHHble CTaHOapThbl B obnactn
OEeATEeNIbHOCTU opraHn3auunm

MoHaTue 1 cneundmka Gubnuorpaduyeckoro, ped)epaTMBHOrO U aHaNMTUYECKOro
WMHpOPMaLIMOHHOIO n3aaHus

CnpaBoYHble NPaBOBbLIE CUCTEMbI

Iipyrve -
XapaKTepUCcTukun

3.4.3. TpynoBas pyHKUMS

HaumeHoBaHne Opraumaaum AEN0BbIX KOHTAKTOB U NPOTOKOSIbHbIX MepOI‘IpMHTMI?I KO,CL D/03.6 YpoeeHb (no,qypoaeHb) E|
KBanudvkaumm
[NpoucxoxaeHne 3anmMcTBOBaHO 13
P KA OpwurunHan X
TPYAoBOM OyHKLMN opurmHana
Kopg PernctpaunoHHbIn
opurnHana HoMep
npogeCcCcUoHanbHOro
cTaHgapTa

prﬂ,OBbIeﬂeﬁCTBMﬂ OpFaHI/I3aLIMF| M nnaHupoBaHMe [OenoBblX KOHTAKTOB, BCTped W“ noe3nok
pykoBoguTens

OpraHuzaumsa  3acedaHuii, COBELWAHUA U MeponpuaTUi, NpPoBOAMMBIX
pyKoBOAMTENEM

MogroToBkKa mMmaTtepuanoB aAnd CoBeLLaHn, BeaeHne n O(*)OpMJ'IeHI/Ie NpPOTOKOJ10B

[MoaroToBka NpeseHTaLuin Mo yKasaHMo pykoBoauTens

MogroToBka n npoeseageHne I'IpeCC-KOH(bepeHLI,I/IFI pykoBoguTena

BcTpeya y4yacTHMKOB neperoBopoB, obecrnedeHne ux WHGOPMALNOHHBIMU
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maTepuvanaMmu, BeieH1e 3anucei neperoBopos

Heobxoanmble YMEeHUA CocTaBnaTtb NnaH noesnku pykoBoauTensa

OdopMnsaTb JOKYMEHTbI, HEOOXOAMMbIE ANA AEeNOoBOW NOe3akn, KOMaHAMPOBKM
pykoBoauTEnNS

CocTtaBnate u odopMIIATb MPOTOKOSbI COBELLaHWW, 3acefaHnui wn - Opyrux
KOHCpepeHTHbIX MepOI'IpI/IFITI/IVI, rOTOBUTbL CMUCOK YYaCTHUKOB, MNOBECTKY [OHA,
ABOYHbIE€ JNTUCTbI U NPOEKTbl NTOrOBbIX OOKYMEHTOB

CocTaBnartb n pecc-pennsabl

BecTu neperoBopbl ¢ NapTHepamu

PaboTtaTtb B pexnme mHorolaga4HocTun

Pa6otaTb ¢ 6onbwmnm 06bemMoM MHOpMaLIMK

Co3gaBaTb W nopdepXkvBaTb TMOMOXUTESbHBIA  MMUOXK — OpraHu3auum U
PYKOBOAUTENS

Mcnonb3oBaTtb BbIYUCITUTENBbHYIO TEXHUKY n
I/IH(bOpMaLI,VIOHHO-KOMMYHVIKaLI,I/IOHHbIe TexHonormm ansa 6onee 3KOHOMUYHOW W
paLI,VIOHaJ'IbHOVI opraHmsauunm VIHd)OpMaLI,VIOHHbIX npoueccoB, MOBbIUEHNA WX
rMMOKOCTUN N ANHAMUYHOCTU

O6ecneuvBaTh MHOPMAaLIMOHHYIO Ge30MacHOCTb OpraHM3aLum

Heobxoanmble 3HaHUSA HOpMaTVIBHbIe npaBoBble aKThbl, HOpMaTMBHO-MeToAn4YeCkKne  OOKYMEHThI,
rocyaapcCTtBeHHble CTaHO4apThbl B ccpepe OeATeNbHOCTN opraHnsaunm

CTpyKTypa opraHv3aLum, pyKoBOASLLMIA COCTaB opraHnsaumMn v noapasneneHuit,
HanpaBneHns [OesiTeNlbHOCTM OpraHusauuMm U KOMMETEHUMU  CTPYKTYPHbIX
noapasaeneHnii U AOMKHOCTHBIX NALL

Mcuxonorus A4enoBoro o6LeHNsl, OCHOBBbI KOH(*)J'II/IKTOJ'IOFMI/I

MpaBuna npoBeaeHVst 4eNOBbIX NEPErOBOPOB U NMPOTOKOSNbHBIX MEPONPUATUIA

OTUKET N OCHOBBI MeXayHapoaHOoro npoTokona

MpaBuna cocTaBneHns n oPopMIeHNs JOKYMEHTOB

MpaBuna 3awmuTbl KOHUAEHLMANBHOW cnyebHon nHdopmaumm

NHopMaLMOHHO-KOMMYHMKaLMOHHbLIE TEXHONOMN

Iipyrve -
XapaKTepUCTukun

3.4.4. TpygoBaa yHKUMNA

HavmeHoBaHue OpraHu3aumsi UICMONHEHNS PeLleHUi pyKOBOAUTENS Koa D/04.6 :;:;:(;Egz%poeeyqb) E|
MpouncxoxaeHue OpwurunHan X ‘
KoHcynbTaHTlNr0C
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TPyAoBoOn dhyHKLMN 3anmMcTBOBaHO 13
opurnHana
Kop, PermcrtpaunoHHbIn
opurnHana Homep
npodeCccUoHarnbLHOro
cTaHpapTa

Tpynooeble gevictBust | [lokyMeHTanbHOe ogoopMIieHVe peLleHnin pykoBoaUTENS, oBeAeHe [0 CBeAeHMs!
paboTHMKOB OpraHMn3aLMmn YCTHBIX pacriopshXeHWUin pykoBoauTens

KOOp,D,MHaLI,I/IFl AeATenbHOCTU NO UCMNOJTHEHUIO peLLIeHI/Iﬁ pykoBoguTens

KOHTpO/b MCMONHEHUS peLUeHuii pyKoBOAMTENS

MogroToBKa OTYETOB O BbIMNONHEHUM nopyquw?l n peLLIeHI/Iﬁ pykoBoguTensa

Heobxogumble ymeHusi | CocTaBnsiTb M 0POPMIATb AOKYMEHTbI, CoAepikallue NopyyeHusi u pacrnopsikeHust
pYKOBOAUTENS

Bectn yyeT nopyquMﬁ pykoBoauTens, Tpe6yrou.u/|x KOHTPOINA no CcCywecTBy
peLlleHnda sornpoca

YeTko 1 BbICTPO NpUHMMAaTL peLleHus B npoLecce paboThl

npOI/I3BO,D,I/ITb aHanms UCNonHUTENbCKON ANCLUUNIINHGI

CocTaensaTb aHanuTUYeckne OT4YeTbl M CMpaBku MO pesynbTaTam  WUCMOSHEHUS
NOPYYEHUM 1 PacropsKEHUN PYKOBOAUTENS

Monb3oBaTbCcs cuctemamm ANIEKTPOHHOIo ﬂOKYMeHTOO60p0Ta

an/IMeHFlTb BblYNCIIUTENBHYIO TEXHUKY U I/IHCt)OpMaLI,MOHHO-KOMMyHMKaLI,I/IOHHbIe
TEXHONOrMM Anst 3KOHOMUYHOM n paLLMOHaﬂbHOVI opraHunsauunmn I/IH(bOpMaLI,I/IOHHbIX
npoueccos, NoBbILLUEHUA X rMMOKOCTN N ANHAMNYHOCTHU

Ob6ecneunBatb 6€30MaCHOCTb OEATENBHOCTM OpraHn3aumm

Heobxoanmble 3HaHUSA HOpMaTI/IBHbIe npaBoBble aKThbl, HOpMaTMBHO-MeToOANYECKMEe  OOKYMEHThI,
rocyaapCTtBeHHble CTaHOapThl B cq)epe AeATeNIbHOCTU opraHmn3aunm

CTpykTypa  opraHusauuu, PyKOBOACTBO  CTPYKTYpHbIX  MNoapasgeneHui,
HanpaBneHns [esTeNlbHOCTU OpraHM3aumMum M KOMMETEHUMUM  CTPYKTYPHBIX
noapasfaeneHnin n JOMKHOCTHBIX ML,

MpaBuna npoBeaeHWs KOHTPOSA UCNOMHEHMWS NOPYYEHUIA PYKOBOAMUTENS

TexHonornsa BegeHus KOHTPOJA UCMOJTHEHNA I'IOpy‘-IeHI/IIZ pykoBoauTend

Cucrtembl aneKTPOHHOro OKyMeHToobopoTa, 6a3bl JaHHbIX

TpeboBaHusi oxpaHbl Tpyaa

Lpyrve -
XapaKTepucTukn
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IV. CBeneHust 06 opraHusaumsx - paspabotumkax
npodeccnoHansHoro cTaHgapTa

4.1. OTBeTCTBEHHAsA opraHM3aLmsa-pa3paboTymk

HIM "HaumoHanbHas accoumnaumsa 0UCHbIX CNeLmanmcToB U agMUHUCTPaTUBHBLIX paboTHUKOB", ropop,
Mockea

HwvpekTop XntocHeBa Jllogmuna MNeTpoBHa

4.2. HanmeHoBaHus opraHm3auun-paspaboTymkos

1 AHO "AreHTCTBO cTpaTermyecknx MHMLMaTMB No NPOABUKEHNIO HOBbIX NPOeKToB", ropos Mocksa

2 AHO "YensbuHckoe pernoHanbHOe areHTCTBO pas3BuUTUSA kBanudukaummn”, ropog YensadumHck

3 AHO BIMO "MexpernoHarnbHblit OTKPbITbIN coLmManbHbIi MHCTUTYT", ropoa Molukap-Ona, Pecny6nuka
Mapuin On

4 Bonrorpagckas ToproBo-npoMbllLfieHHasa nanaTa, ropog Bonrorpag

5 Y "Bcepoccuncknin Hay4yHo-mcernefoBaTenbCkMi MHCTUTYT JOKYMEHTOBEAEHNS U apXMBHOro gena"”

(BHUMOAL), ropoa MockBa

6 HOY OHO "HCTUTYT nHdopmaumMoHHbIX TexHonorun "AnTu", ropog Mocksa

7 O6Lwepoccuickuii Nnpodcotod paboTHUKOB rocy4apCTBEHHbLIX YYPEXAEHUA U OOLLIECTBEHHOTO
ob6cnyxmBaHusa Poccuiickon ®eagepaunn, ropog Mockea

8 O6wepoccuiickoe MmexoTpacnesoe obbeanHeHne pabotogatenen "Hukens", ropoa Mockea

9 000 "MarikpocodT Pyc", ropog Mocksa

10 | OO0 "UeHTp akcnepTusbl u ceptudmkanmmn”, ropog Mockea

11 OO0 "3nekTpoHHbIE 0hUCHBIE cucTembl”, ropog Mockea

12 [MoBOMKCKMN MHCTUTYT ynpasneHnus nmenun MN.A. CtoneinuHa - punman ®Ire0Y BIMO "Poccuickas
akageMusi HapoOHOro X035UCTBa M rocygapcTBeHHOM cnyx6bl npu Mpe3ngeHTte Poccuiickon
depnepaumn”, ropog Capartos

13 | ®rAOY A0 "Akagemunsa ctaHgapTMsauumn, metponorum n ceptudukauun”, ropog Mocksa

14 OIrBOY BIO "lMeH3eHckuin rocygapcTBeHHbIN yHUBepceuTeT", ropof NeHsa

15 | ®IrbOY BIMO "Poccunckuin rocygapCTBEHHbIM r'yMaHUTapHbIA yHUBepcUTeT", kadeapa
OOKymeHTOoBeaeHus, kadenpa ACOOY, ropoa Mockea

16 OI'BY "HayyHo-uccnegoBaTenbCKMM UHCTUTYT Tpyda M coumanbHOro crpaxosaHusa” MuHucTepcTea
Tpyaa v coumnanbHom 3awntbl Poccuinckon degepaunm, ropog Mocksa

17 | ApocnaBckasi TOProBo-nNpoMbILLNIEHHAsA Nanara, ropoa Spocnasnb

<1> OBLepoCCUNCKNA KNacCUdUKaTop 3aHATUN.
<2> O6Lwepoccmncknii KnaccuukaTop BUAOB IKOHOMUYECKON AEATENbHOCTY.
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<3> ObLwepoccuinckuii KnaccudrukaTop cnelmanbHocTe No o6pas3oBaHuio.
<4> EanHbIN KBanMUKaLMOHHbIN CNPaBOYHNK JOMKHOCTEN pyKOBOAUTENEN, CNELNanncToB U ApYrnxX CriyXallmx.
<5> O6wepoccuncknii Knaccudukatop npodeccuii paboumnx, JOMKHOCTEN CRyXXaLMX U TapudHbIX pa3psgos.
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