006 yTBep>xaeHun npocdeccmoHanbHOro craHpaprta "Cneunanucr
Nno OpraHu3aLMOHHOMY U O,O0KYMEHTaLMOHHOMY obecnevyeHutio
ynpasJieHus opraHusauuen”

Mpukas - Ne 333H - 0T 15.06.2020 - MMHUCTEPCTBO TPYyAa M COLMANbHON 3aLuUTLl - [leNcTByeT 6e3 n3MeHeHui

MWHWUCTEPCTBO TPYJA N COLUNANBHOW 3ALLINTHI POCCUACKOW ®ELEPALIAN
MPNKA3
MOCKBA

15 noHa 2020 r. Ne 333H

06 yTBepXXAeHUN NpodeccnoHasbLHOro CTaHhapTa
"CneunanncT No OpraHn3aLnoHHOMY 1 OOKYMEHTaUMOHHOMY obecrneyeHnto yrnpassieHns opraHusaunen”

3aperncTtpupoBaH MuHtocTom Poccun 15 nons 2020 r.
PernctpaunoHHbin Ne 58957

B cooTBeTCTBUM C NyHKTOM 16 lNpaBun pa3paboTku 1 yTBEPXAEHNA NPODECCUOHANbHBIX CTaHAaPTOB,
YTBEPXAEHHbLIX NOCTaHoBNeHUeM NpaBuTenbcTBa Poccninckon ®egepaumm ot 22 sHaps 2013 . Ne 23
(CobpaHue 3akoHopaTenbcTBa Poccminckonm ®epepaunm, 2013, Ne 4, cT. 293; 2014, Ne 39, cT. 5266),
NpuKasblBalo:

1. YTBepAnTb NpunaraemMbiin NpoeccmoHanbHbIn cTaHfapT "Cneunannct No opraHM3aLnoHHOMY 1
NOKYMEHTaLNOHHOMY obecrneyeHunto ynpaBeHuns opraHusaunen”.

2. Mpu3HaTb YyTPaTMUBLUNM CUAY NPUKa3 MUHUCTEPCTBA TPYAA U COLMANbHOM 3aluTbl POCCUCKON
®epnepaumm ot 6 Mas 2015 r. Ne 276H "O6 yTBEpP)XAEHUM NPOECCMOHANbHOIO CTaHAapTa "Cneynannct no
OpraHn3auUnoHHOMY 1N OKYMEHTALMOHHOMY 06eCneqyeHnto yrpaBaeHns opraHm3aumnen” (3aperncTpmpoBaH
MuHucTepcTBOM tocTULUK Poccninckon @epepauun 2 nioHa 2015 r., pernctpaumnoHHbin Ne 37509).

MuHuncTp A.0.KoTsiKoB
YTBepxaeH

npmkasom MmMHUCTepCTBa
Tpy4a 1 counanbHON 3alnThl
Poccuiickon ®epepalimu

oT 15 mioHa 2020 r. Ne 333H

NMPODECCUOHANBbHbBIA CTAHIAPT
CMEeLMasNCT Mo OpraHM3aLNOHHOMY 1 LOKYMEHTALMOHHOMY 0becrneyeHunto ynpaBieHns opraHu3aumei

447
PerncTpaunoHHbI HoMep
Conoep>xaHue

|. ObLwime cBegeHns

II. OnncaHue TPYLAOBbIX (PYHKLMUIA, BXOAALLNX B MPOGECCUOHabHBIN CTaHAApPT ((hyHKLMOHaNbHAsA KapTa
BMAa NPOheCcCMOoHabHON AeATeNbHOCTH)

[ll. XapakTepncTuka 0606LeHHbIX TPYA0BbIX (YHKLNIA

3.1. O6obueHHas TpyaoBas pyHKUMA "OpraHm3aumoHHoe obecneyeHne fedaTeNbHOCTU opraHunsaumm”
3.2. O6obuieHHas TpyaoBas pyHKUMA "[oKyMeHTaLOHHOe obecneyeHne neaTenbHOCTM opraHu3auun”
3.3. 0606weHHas TpyaoBas GyHKUMS "OpraHnu3aLMoHHOE, LOKYMEHTALNOHHOE 1 MHDOPMaLMOHHOE
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obecneyeHne geaTenbHOCTU PYKOBOAUTENS OpraHmn3aumnm"

3.4. 0606LweHHas TpynoBas PyHKLNUS "MIHGOPMaLNOHHO-aHaANTYeCcKas N OpraHn3aLnoHHO-
agMUHUCTPaTUBHasA NOALEP)KKA OeATEeNbHOCTM PYKOBOAUTENSA OpraHm3aumnn”

IV. CBeneHus 06 opraHmsauunsx - paspaboTymkax npodecCMoHanbHOro cTaHgapTa

|. ObLime cBepgeHuUn

OpraHn3aluMoHHOE N OKYMEHTaLUMOHHOEe obecneyeHme ynpaBaeHns opraHn3aumnamm aobbix
OpraHn3aLUnoHHO-NPaBOBbLIX (hOPM

07.002

(HanMeHoBaHMe BUAa NPOdeCcCMoHaNbHON AeSTENbHOCTN)

Ko

OCHOBHas Lie/lb Bla NpodecCMoHaNbHOM AeaTenbHOCT: Peann3auns obecneqnBatowmnx gyHKLNN
yrnpaB/ieHnsi opraHn3auneit; BHeAPEHME NYHLINX TEXHUYECKMX pa3paboToK 1 HOBEWMLLIMX TEXHOIOM A B
obecneveHne ynpasaeHns opraHn3aLlmen

Ipynna 3aHATWN:3343AAMUHNCTPATUBHBIA U UHON UCAONHUTENbHBIA CPeAHEeTEXHNYECKUIA
nepcoHan4120CekpeTapu (obwero npoguns)
4226Cnyxalune B npremHon (obwero npoguns)--

(kog OK3 1)
(HanmeHoBaHue)
(kog OK3)
(HaumeHoBaHue)

OTHeceHue K BUgaM 3KOHOMUYECKON AedaTenbHoCcTn:82.110edaTenbHOCTb aAMUHUCTPATUBHO-
X03ANCTBEHHAsA KOMMJeKCHasa no obecneyeHnto paboTbl opraHm3auum
82.300eATenbHOCTb MO OpraHmn3aLnmn KOHMEPEHLNIA N BbICTAaBOK

(kog OKB2M 2 )
(HaMMeHoBaHMe BUIOA SKOHOMUYECKOW AesATe/IbHOCTHN)

II. OnNucaHue TpyaoBbIX PYHKLUMIA, BXOAALLMUX B MPORECCUOHaNbHbIN CTaHAapT (PyHKUMOHaNbHasa KapTa
BMAa NPOGeCCMOHasIbHON AeATeNbHOCTH)

0606LLeHHbIE TPYAOBblE QYHKUMUTPYOOBbIE YHKLN

KOAHaVMeHOBaHNeypoBEHb KBaN(UKaLNNHANMEHOBAHNEKOLYPOBEHD (MOAYPOBEHL) KBaN(UKaLMm

A
OpraHun3salmoHHoe obecneyvyeHne neaTenbHOCTM opraHu3aunmn3
Mpuem n pacnpeneneHne TenedOHHbIX 3BOHKOB opraHm3aunmnA/01.33

OpraHunsaumsa paboTsbl C noceTnTenamm opraHnsaummA/02.33
BbinonHeHe KOOPANHUPYOLLIMX U obecnednBaowmx hyHKLUMnA/03.33

B
[lokyMeHTauUnoHHoe obecneyeHne gesaTeIbHOCTY OpraHm3aumumns
OpraHun3saumsa paboTbl ¢ LoKymeHTaMnB/01.55

OpraHn3aumsa TekyLero xpaHeHns LoKkyMmeHTosB/02.55
OpraHunsaumsa obpaboTkn oen ona nocnegyowero xpaHeHnsB/03.55

C
OpraHun3aLmnoHHOoe, LOKYMEeHTaLNOHHOe 1 NHopMaLnoHHoe obecneyeHne AesTeNbHOCTM PyKOBOAUTENS
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opraHm3sauunmneé
Oka3aHune NoMOoLLW PYKOBOAMTENO B NnaHMpoBaHun paboyero spemeHnC/01.66

MnaHnpoBaHue paboyero aHs cekpeTapsC/02.66

OpraHusaums TenedoHHbIX neperosopos pykosoanTenaC/03.66

OpraHusaumsa koMmaHgmpoBok pykosoanTensaC/04.66

OpraHun3saumsa paboTbl C NOCETUTENAMU B NpueMHon pykoeoantensaC/05.66

OpraHn3saumsa NnoaroTOBKKU, NMPOBeAeHNs 1 06CNy)KNBaHNA KOHDEPEeHTHbIX MeponpuaTninC/06.66

OpraHun3aLums UCMOSIHEHNS PEeLLIEHNIA, OCYLLLECTBIEHNE KOHTPOJIA UCMOHEHNS MOPYYeHN
pykosoanTensaC/07.66

OpraHnsaumsa n nogaep)xaHme qyHKUnoHanbHoro paboyero NnpocTpaHcTBa NPUEMHON 1 KabnHeTa
pykosoanTenaC/08.66

Pa3paboTka NoKasibHbIX HOPMATUBHbIX aKTOB, perfnaMeHTupyoWmnx paboTy cekpeTapsC/09.66
CocTaBnieHune 1 ohopMeHne ynpaBneH4yeckon gokyMmeHTauuncC/10.66

OpraHusaums paboTel C LOKyMeHTaMu B NpueMHon pykoBoantensC/11.66

OpraHun3aumns xpaHeHns JOKYMEHTOB B NpueMHon pykosoamtensC/12.66

ObecneyeHune pykoBoantTens nHopmaumenC/13.66

OpraHn3saumsa nHGHOPMaLMOHHOIO B3aMMOAENCTBMS PYKOBOANTENS C NOAPA3AENEHNSAMMN U [OSKHOCTHBIMM
nnuamu opraHmsaummnC/14.66

D

WHhopMaumnoHHo-aHanMTUYecKas U opraHn3aLMoHHO-aAMUHUCTPaTUBHAs NOALEPKKA AeATENbHOCTH
PYKOBOAWTENS OpraHM3aumnmne

®opMupoBaHMe NHHOPMALMOHHOMO B3aUMOLENCTBUS PYKOBOAMTENS C opraHu3aumnamMmbD/01.66

AHasM3 nHMopMaL MM U NOAroToBKa MHMOPMaLIMOHHO-aHaIMTUYeCKMX MaTepuasiosD/02.66
OpraHun3aumns OefIoBbiX KOHTAaKTOB 1 MPOTOKOJbHbIX MeponpuaTuinD/03.66

OpraHun3aumsa UCnosHeHnsa pewennin pykosoantenaD/04.66

Ill. XapakTepncTrka 0606LLEHHBIX TPYLOBbLIX hYHKLMUIA

3.1. O606LLeHHas TpyaoBas hyHKLUS

HavmeHoBaHVe
OpraHusaumoHHoe obecneyeHne feATenbHOCTN OpraHn3aLmm
KonAYpoBeHb KBasdpukaunm3

MpouncxoxaeHne 060bLLEeHHON TPYA0BON YHKLUUNOPUrnHanX3anmMmcTBOBaHO 13 OpUrnHania

Kofn opurunHana
PernctpaunoHHbIn HoMep NpoecCcMoHaNbHOro CTaHaapTa

B03M0OXXHble HAVMEHOBaHNS O0JHKHOCTEN, npodeccunCekpeTapb-agMMHUCTPaTOP

TpeboBaHuna kK obpa3zoBaHuio 1 0byyeHntoCpenHee obliee obpasoBaHme
MpocheccnoHanbHoe oby4yeHne - NpPorpamMmmbl NPOGECCUOHANIbHON NOArOTOBKMN MO A0/KHOCTAM CYXKaLLKMX,
NporpamMmbl NEPENOArOTOBKM CAYXaLLWX, MPOrPaMMbl MOBLILLIEHWS KBAaNNPUKALIAN CITY>KALLNX
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TpeboBaHMA K OMNbITY NpakTU4eckon paboThbl-
Ocobble ycnosusi gonycka K pabote-
Lpyrue xapakTepucTuku-

[ononHNTENbHbIE XapaKTEPUCTUKK

HavmMeHoBaHVe fOKyMeHTa

Kon

HanmeHoBaHme 6a30B0M rpynnbl, 4OHKHOCTU (Npodeccnm) nam cneumanbHOCTM
0K34226Cnyxalune B npremMHon (obLiero npogpuns)

OKMNATP 3 26353CekpeTapb-MalLUMHNCTKA

3.1.1. TpynoBas (hyHKLNA

HavnmeHoBaHuellpnem n pacnpenenieHne TenedoHHbIX 3BOHKOB OpraHu3auum
KonA/01.3

YpoBeHb (MoaypoBeHb) KBanugurKaLlmm

3

MpouncxoxxaeHve Tpynoson hyHKUUMOpUrmHan
X3anMCTBOBaHO U3 OpuUrnHana

Kopn opuruHana
PerncTpaunoHHbIi HoMep NpodeccMoHaLHOro cCTaH4apTa

Tpyanosble gencrenslepeHanpaBneHme TenedoHHbIX 3BOHKOB PyKOBOACTBY M COTPYAHMKAM opraHu3aumnm
Pernctpaumsa noctynamwmnx Tesie)OHHbIX 3BOHKOB
MonyyeHne HeobxoanMon MHDOPMaLMKM U Nepefada CaHKLMOHUPOBAHHON MHGOPMaLUN No TenedoHy

Heobxoaunmble yMeHNANCNONb30BaTbh TEXHUYECKME U NPOrpaMMHbIe CPeACcTBa A5 NPOBeLEHUS FON0COBOW
NN BULEO-KOH(epeHL-CBA3N

Vicnonb3oBaTb CpeacTBa KOMMYHUKALMOHHON OPrTEXHUKNA N9 NOAYYEeHUS 1 nepefayy MHhopmaLmm
BecCTun yyeTHble perncTpaLmnoHHbie OpMbl, NCMOJIb30BaTh UX A5 MHDOPMALMOHHOW paboThl
YcTaHaBAMBaTb KOHTAKT ¢ cobecefHMKOM, MOAAEPXKMBATL U Pa3BuUBaTh AeNoBylo beceny B npouecce
TenePOHHbIX NeperoBopos

Crna)xmBaTb KOHCb}'IVIKTHbIe N CNOXHble CUTYyaU N MeXJIMYHOCTHOI O B3aVIMOJJ,eVICTBI/I$|

Cobnogath ciyxebHbln 3TUKET

Heobxogumbie 3HaHMADYHKLUMUK, 3a4a4n, CTPYKTYpa OpraHn3aumm, ee CBA3m

MpaBnia B3aUMOLEeNCTBMA C MapTHEPaMu, KIMeHTaMmn, cpecTBaMm MaccoBOM MH(opMaLmm
3Tuka genosoro obuieHms

lpaBuna pe4yeBoro sTuKeTa

TpeboBaHMA 0xpaHbl TpyAa

MpaBuna 3aWmnTbl KOHMUAEHLNANIBHON CNY>XebHON NHhopMaLUn

[pyrue xapakTepucTuku-

3.1.2. TpynoBas (hyHKLNA

HanmeHoBaHmeOpraHun3saumns paboTbl C NOCETUTENAMI OpraHn3aLmum
KonA/02.3

YpoBeHb (MoaypoBeHb) KBanuguKaLlmm

3

MpouncxoxxaeHre Tpynoson pyHKUUMOpUrmHan
X3anMCTBOBaHO 13 OpuUrnHana
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Kopn opuruHana
PerncTpaunoHHbIA HoMep NpoeccMoHaLHOro cCTaH4apTa

TpynoBble gencTensaBcTpeya noceTuTenen, noayyeHme NnepBnYHON MHGOPMaLMM 0 MOCETUTENAX U MOMOLLb
B OpraHm3aunm ux npnemMa pykoBOAMTENEM N COTPYAHNKAMU

BeneHune XypHana 3anucu nocetutenem

YyeT noceTutenen n ohopmieHne Nponyckos

Copencreue onepaTBHOMY PaCCMOTPEHMIO MPOCLD 1 NPeaIoKEHU NoCeTUTENEN

Mpuem 1 nepefaya LOKYMEHTOB NoceTUTENen PyKOBOACTBY M COTPYAHMKaM opraHu3auunm

OpraHusaums n 6poHNPOBaHNE NEPErOBOPHbIX KOMHAT

CepBupoBKa 4aliHOro (KogenHoro) cTona B opuce

MpuroToBseHNE HAaNUTKOB (Yal, Kkode, NpoxnagnTeNbHble HaMUTKN)

Heobxogumble yMeHNs06WWaTLCA C MOCETUTENAMU

Micnonb3oBaTb YCTaHOBJ/IEHHbIE NPaBKia U Npouenypbl KOMMYHUKALMUWU BHYTPU OpraHu3aumnm
BecTn y4eTHble hopMbl, MICMOb30BaTb NX 415 paboThbl

Co3paBaTb NOJIOXKUTENLHBIA UMUIX OPraHn3aunm

MpHMMaTb Mepbl MO pa3peLleHnto KOHPINKTHBIX CUTYyaLmMi

MpuMeHsATb NHHMOPMALIMOHHO-KOMMYHUKALIMOHHbBIE TEXHOI0M UK

Ob6ecneynBaTb KOHGUAEHUNABHOCTL UHOPMaLUK

Heobxoaunmble 3HaHMAMpaBUa OpraHM3aLnm NpuemMa noceTmTenen
Mpasuna fenoBoro obLieHns

CTpyKTypa opraHusaumm n pacnpegenerHne GyHKUMN Mexay CTPYKTYPHbIMU NO4Pa3aenNeHnaMn n
cneumanucTamm

MpaBuna opraHusauum NpuemMos B ouce

MNpaBunaa CEpPBMPOBKM YaHOro (KoenHoro) ctona

MpaBnna NPUrOTOBAEHNA 1 MOAAYN FOPSAYNX HAMUTKOB W 3aKYCOK K HUM
3TunKa genosoro obleHns

MpaBuna pe4yeBoro sTUKeTa

TpeboBaHuMs oxpaHbl Tpyaa

MpaBuna 3aWmnTbl KOHOUOEHLNASIbHON CNY>XebHON NHMopMaLUn

Opyrue xapakTepucTrkm-

3.1.3. TpyLnoBas (hyHKLNA

HavMeHoBaHMeBbINOIHEHNE KOOPAMHUPYOLWUX 1 0becneyvmBatomnx QyHKLUA
KonA/03.3

YpoBeHb (MoaypoOBEHb) KBaIUpUKaL UM

3

MpouncxoxxaeHne Tpynoson pyHKUMMOpUrmHan
X3auMCTBOBaHO U3 OpUrnHana

Kofn opurunHana
PerncTpaumnoHHbIn HoMep NpoeccMoHaNbHOro CTaHaapTa

TpynoBble AencTersBeneHre XypHana pa3be3noB paboTHUKOB OpraHM3aLmum

KoopaunHaums paboTbl KypbePOB 1 BOAWTENEN OpraHM3aLmm

BepneHue xypHana pa3be3foB KypbepoB OpraHM3aunm 1 MapLIpyTOB BOAUTENEN

CocTaBneHue CrnpaBkmn 0 pasbe3fax paboTHMKOB, KYpbEPOB U MapLIpyTax BOAWTENEN OpraHM3aLmm

Heobxogunmbie yMeHI/IﬂCOCTaBJ'IﬂTb N BECTU YHETHbIE OJOKYMEHTbI
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MpuMeHsTbL CpefcTBa KOMMYHMKaUUM ANS nepefayu nopyyeHuin pykoBoaMTeNs n COTPYLHUKOB
opraHu3auunm

MprMeHATb CoBpeMeHHble cpeacTBa cbopa, 06paboTku n Nnepeaayn nHhopmaLmm

OLI,eHI/IBaTb pe3ynbTaTbl B PaMKaXx NMOCTaBJIeHHbIX 3a4au4

OCyLweCTBASTb KOHTPOJIb UCMOSIHEHUS NMOPYYEHU PYKOBOAUTENS COTPYAHUKaMU

Heobxogumble 3HaHualpaBMIa pe4eBoOro 3TKeTa

3Tuka genoBoro obuieHmns

TpeboBaHuMs oxpaHbl Tpyaa

MpaBuna 3aWmnTbl KOHOUAEHLNASIbHON CNY>XebHON NHMopMaLnn

CTpyKTypa opraHunsauum n pacnpegenerHne GyHKUMN Mexay CTPYKTYPHbIMU NO4Pa3aeeHnaMn n
cneynanucTamu

Lpyrmne xapakTepuctunku-
3.2. 0606LeHHas TpyaoBas hyHKUUS

HavmeHoBaHVe
[okyMeHTaunoHHOoe obecneyeHre OeaTebHOCT OpraHm3aLnum
KonBYpoBeHb kKBanndrkaumms

MpouncxoxxaeHne 06obLieHHON TpyaoBon yHKUUNOPUrnHanX3anmcTBOBaHO 13 OpUrnHaia

Kopn opuruHana
PerncTpauunoHHbIn HoMep NpodecCnoHa LHOr0 CTaH4apTa

B03MO)KHble HAaUMEHOBaHUS LOJHKHOCTEN, ﬂpOCpECCI/II7I,D,EJ'IOI'IpOVI3BO}J,I/ITeﬂb

TpeboBaHua kK obpa3zoBaHuto 1 0byyeHntoCpenHee npodeccrnoHanbHoe 0bpa3oBaHme - MPOrpaMMmbl
NOArOTOBKM CNeLMannCcToB CPeHero 3BeHa

nnm

CpegnHee npodeccnoHanbHoe obpasoBaHne (HeNpPonIbLHOE) - MPOrpaMMbl MOATOTOBKM CMELNANNCTOB
CpefHero 3BeHa 1 4onosHMTebHOoe NpodeccuoHanbHoe obpa3oBaHMe No LONOSHUTENbHbLIM
nNpoteCccnoHabHLIM MporpaMMaM NpPodecCMoHanbHOM NEPENOAroTOBKIM MO NPOMUID AeSTENbHOCTY
TpeboBaHMA K ONbITY NpakTU4eckon paboThi-

Ocobble ycnoBusa gonycka K pabote-

[pyrve xapakTepucTuku-

[ononHUTENbHbIE XapaKTEPUCTUKU

HanmMeHOBaHMe OOKYMEHTa

Koga

HavmeHoBaHme 6a30BoM rpynnbl, 4O/HKHOCTKU (Mpodeccnn) uam cneunanbHoOCTH
OK34120CekpeTapu (obuiero npoguns)

EKC 4 -[lenonpoussoantens

OKMNATP21299lenonponssogunTtens

OKCO 5 7.46.02.01JokyMeHTaLmMOHHOEe obecneyeHmne ynpaBneHns N apxnBoBefeHne

3.2.1. TpynoBas (hyHKLNA
HanmeHoBaHneOpraHunsaumsa paboTbl C OKYMEHTaMM
KonB/01.5

YpoBeHb (MoAypoBeHb) KBaanukaLum

5

MpoucxoxaeHve TpyAoBon yHKLMNOpUrnHan
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X3auMCTBOBaHO U3 OpUrnHania

Ko opurunHana
PernctpaunoHHbIn HoMep NpoeccMoHanbHOro CTaHaapTa

Tpynosble gencteualpuemM n nepeuyHas 06paboTka BXOASALLNX JOKYMEHTOB

MNpenBapuTesibHOE pacCMOTPEHNE N COPTUPOBKA SOKYMEHTOB Ha PerucTpupyemMblie n HeperncTpmpyemsle
MoAroToBKa BXOAALWMX 4OKYMEHTOB A8 PAaCCMOTPEHNS PYKOBOAUTENEM

Pernctpauus Bxogswmx JOKYMEHTOB

OpraHn3aumsa goCTaBKWN LOKYMEHTOB UCMONHUTENSM

BepneHue 6a3bl AaHHbIX JOKYMEHTOB OpraHu3aLmum

BepeHne nHdopMaLMoOHHO-CNPaBoYHON paboThbl

ObpaboTka 1 0TNPaBKa UCXOAALLNX AOKYMEHTOB

OpraHu3saumsa paboTbl N0 perncTpaunn, y4eTy, XpaHeHWIo 1 Nepeaaye B COOTBETCTBYIOLINE CTPYKTYPHbIE
noapasfaeneHns LOKyMeHTOB TEKYLLEro Aeslonpon3BoACTBa

KOHTpPOJ/Ib UCNONIHEHUS NOKYMEHTOB B OpraHu3aLmm

HeobxoavMble ymeHnsiPaboTaTb CO BCEN COBOKYMHOCTbIO MHPOPMALIMOHHO-A0KYMEHTALMOHHBIX PECypCoB
opraHusauum

Mosnb3oBaTbCs 6a3aMmn AaHHbIX, B TOM YACIE YOaJEHHO

MoNb30BaTbCsA CNPaBOYHO-MPABOBLIMU CUCTEMAMU

Mo/sb30BaTbCS aBTOMATU3MPOBAHHBLIMI CUCTEMAMU YYETA, PEFMCTPALUN, KOHTPOIA N MH(POPMALMOHHO-
CNpaBOYHbIMK CUCTEMaMK Npn paboTe C AOKYMEHTaMU OpraHu3auum

MPUMEHSTb COBPEMEHHbIE MH(OPMALIMOHHO-KOMMYHWKALMOHHbIE TEXHOM0TW A5 paboThl C JOKYMEHTAMM,
B TOM YMcsie ANs ee ONTUMM3aLMM 1 NoBbIWEHNS 3h(PEKTUBHOCTN

MpYMeHSTL NpaBuIa PYCCKOro f3blka

MPUMEHSTb HaBbIK CKOPOCTHOIO MCbMa

Heobxoamnmele 3HaHMAHOPMaTMBHbIE MPaBOBbLIE aKThbl 1 HOPMATUBHO-METOANYECKNE LOKYMEHTHI,
onpegensoLine NopsaLok LOKYMeHTaunoHHoro obecneyeHmns ynpasneHus

CTpyKTypa opraHusaLmm, pyKoBoACTBO CTPYKTYPHbIX MOAPa3AeNeHNN

CoBpeMeHHble MHOPMALMOHHbIE TEXHONOr MU paboTbl C AOKYMEHTaMM

Mopsifok paboThl C LOKYMEHTaMu

CxeMbl fOKyMeHTO060pOoTa

CnCTeMbl CKOPOCTHOI0 NMcbMa

Mpasuna paboTbl C BXOAAWMMM, NUCXOAALLMMUN 1 BHYTPEHHUMU OOKYMEHTaMW

Mpasuna opraHm3auny n OpPMbl KOHTPOS UCMONHEHUS LOKYMEHTOB B OpraHM3aLmm

TunoBble CPOKU NCMONHEHNS OKYMEHTOB

MpuHUMNbl paboTbl CO CPOKOBOW KapTOTEKOM

Ha3HayeHune 1 TeXHONIOrMA TEKYLLLEro n NpeaynpeanTeNbHOro KOHTPOIS

MpaBuna COCTaBNEHNS aHANNTUHECKMX CMPABOK MO OpraHm3aumm paboThl C LOKYMEHTAMU U KOHTPOJIO
NCMONHEHUS LOKYMEHTOB

MpaBuna LOKYMEHTaUMOHHOro obecneyeHuns LeATENbHOCTI OpraHn3aumm

Buabl LOKYMEHTOB, UX Ha3HavyeHue

TpeboBaHus, NpeabsBASEMbIe K JOKYMEHTaM B COOTBETCTBUN C HOPMATUBHBLIMW MPaBOBLIMY aKTaMi 1
rocyZLapCTBEHHbIMY CTaHAapTaMu

MpaBuna cocTaBieHNs 1 0HOPMIEHNS UHEGOPMALMOHHO-CNPABOYHbIX, OPraHW3aLUMOHHBIX, YNPaBJIeHYEeCKUX
LOKYMEHTOB

Mpasuna co3faHus n BegeHns 6a3 faHHbIX CyXebHbIX LOKYMEHTOB B OpraHm3aLmm

CnCTeMbl 3N1EKTPOHHOI0 fOKYMeHToobopoTa
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MpaBuia U CPOKM OTNPABKU UCXOASLLMX AOKYMEHTOB
TpeboBaHWs oxpaHbl Tpyaa

Opyrue xapakTepucTmkm-

3.2.2. TpynoBasa pyHKUUSA

HanmeHoBaHneOpraHnsaumsa TEKYLLEro XpaHEHUS OOKYMEHTOB
KonB/02.5

YpoBeHb (MoAypoBeHb) KBaanpukaumnm

5

MpouncxoxxaeHne Tpyaoson pyHKUMMOpUrmHan
X3anMCTBOBaHO U3 OpUrMHana

Kopn opurvHana
PerncrtpauunoHHbIi HoMep NpodeCcCMOHalbHOro CTaHaapTa

Tpynosble gencTemaPa3paboTka HOMEHKNATYPbl Aef OpraHu3aunm

MpoBepKa NPaBWIbLHOCTU OPOPMIEHUS LOKYMEHTOB 1 OTMETKM 06 X NCNOSHEHUN Nepes nx
hopMmpoBaHMeM B e 419 NoCnefyoLWero XxpaHeHums

®opMynnpoBaHue 3aroJIoBKOB Aief 1 onpenesieHne CpoKOB X XpaHeHUs

dopmMupoBaHue gen

KOHTpOJ‘Ib NpPaBUJIbHOro0 N CBOEBPEMEHHOI 0 pacnpenesneHna n nogwnMBKn JOKYMEHTOB B feNa

Heobxonnmble ymeHnsOpraHn3oBbiBaTh paboTy Mo y4eTy, XpaHeHWIo 1 Nepeaaye B COOTBETCTBYOLLME
CTPYKTYPHbIE NOAPa3aeNeHNs NOKYMEHTOB TEKYLLEro [es0npon3BoACTBa

OcyLecTBAATb METOANYECKOE PYKOBOACTBO [€/10MPOM3BOACTBOM B OpraHM3aLnm, KOHTPOJMPOBaTh
npaBuSibHOE (YOPMUPOBAHUNE, XPAHEHUE U caYvy &N B apXuB

Pa3pabaTbiBaTb HOMEHKATYPY AeN CTPYKTYPHOro noApa3aeneHns

Mcnonb3oBaTb HOMEHKNATYPY €N NPU N3yYeHUN CTPYKTYPbI OPraHn3aLumg, COCTaBAEHUN ONMCen aen
OpraHun30BbIBaTb paboTy Mo GOPMUPOBAHNIO AeNl B COOTBETCTBUN C YTBEPXKAEHHOW HOMEHKIATYpOol Aen
opraHusauum

®opMIpPOBaTb JOKYMEHTbI B Aea C Y4ETOM UX CreunduKkm

CMCTEMATU3NPOBATL JOKYMEHThI BHYTPU Aena

ObecneymBaTb COXPAaHHOCTb W 3aLLNTY JOKYMEHTOB OpraHu3aLum

MPUMEHSATb UHHDOPMALIMOHHO-KOMMYHUKALIMOHHbIE TEXHOIOr UM NpU paboTe C LOKYMEeHTaMu

Heobxogumble 3HaHUAHOpMaTUBHbIE MPaBOBbIE aKThbl, HOPMAaTUBHO-METOANYECKNE OKYMEHTHI,
rocyflapCTBeHHble CTaH4apTbl, onpeaensoLe nopsaoK JOKYyMeHTaLMoHHOro obecneyeHns ynpasnaeHms
Bupabl HOMeHKNaTyp, 0bwne TpeboBaHMA K HOMEHKIATYPE, METOAMNKA €€ COCTaBAEHUS N OPOPMAEHMNS
MpaBuna cornacoBaHna HOMEHKIATYpPbl Aef C BEeAOMCTBEHHbIMW apX1BaMU 1 3KCNEpPTHOW KOMUCCHER
Mopsiaok hopMmupoBaHus 1 ohopMaeHmnsa gen, cneundrka GopMnpPoBaHns 0TAENbHbLIX KAaTEropun gen
MpaBuia xpaHeHWa Aen, B TOM Yucse C JOKYMEeHTaMu orpaHUYeHHOro AocTyna

MpaBnaa BblAa4M U NCNOJIb30BaHNA OKYMEHTOB M3 CPOPMMPOBAHHLIX Ae

TpeboBaHms oxpaHbl Tpyaa

Opyrue xapakTepucTukm-

3.2.3. TpyLnoBas (hyHKLNA

HanmeHoBaHneOpraHnzauns 06paboTku aen ang nocnepyowero XxpaHeHns
KoaB/03.5

YpoBeHb (MoAypoBeHb) KBaanukaLum

5
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MponcxoxxaeHue TpyaoBon PyHKLUMMOprUrnHan
X3anMCTBOBaHO 13 OpuUrMHana

Kopn opurvHana
PerncTpauunoHHbI HoMep NpodecCMoHasibHOro CTaHaapTa

TpyZLoBble feicTBUsANpPoBEPKa CPOKOB XPaHEHNS OKYMEHTOB, COCTaBIEHNE NPOTOKOMa paboThbl
3KCMEePTHON KOMMCCMM NO NOAFOTOBKE AOKYMEHTOB K XPaHEHMIO, akTa O nepefaye Ha YHUYTOXEHNE
LOKYMEHTOB, He MOoAJIeXALLMNX XPAHEHWIO

CocTaBfieHMe BHYTPEHHEN onnucy aen Ans ocobo LeHHbIX JOKYMEHTOB

OdopmneHune gen noCTOAHHOr0, AOJITOBPEMEHHOIO CPOKOB XPaHeHA

OdopmneHmne 0610)KKN Aen NOCTOAHHOrO, A0JIFOBPEMEHHOI0 CPOKOB XPaHEHUS

CocTaBnieHne onmcK gen NoCTOAHHOro, A40/IFOBPEMEHHOI0 CPOKOB XPaHEHUS

MNepepnaya nen B apxmB opraHmsaunm

Heobxoaunmble yMeHUATN0Nb30BaTLCA NEPEYHAMN JOKYMEHTOB 1 aHaNU3MpPoBaTh (hakTUYecKoe coaepxaHue
MMeLWnXCa B Aefie JOKYMEHTOB Npu onpeaesieHnn CPOKOB NX XPaHeHns

OdopmMNATb LOKYMEHTbI 3KCNEePTHOW KOMUCCUN

OcopMnaTb 06710XKKKM AeN1 MOCTOSAHHOIO U BPEMEHHOI0 XpaHeHUs B COOTBETCTBUM C TpeboBaHUAMY
rocyflapCTBEHHbIX CTaHAapTOB

Mpon3BOANTL XPOHOJIOTNYECKO-CTPYKTYPHYIO CMCTEMaTM3auunio e

OcyLecTBAATb TEXHUYECKYI0 06paboTKy 1 NosHoe oopMeHne Aen NOCTOAHHOIO U BDEMEHHOI0 XpaHeHUs
CocTaB/ATb ONUCb AeJ1 MOCTOSAHHOIO Y BPEMEHHOr0 XpaHeHMs B COOTBETCTBUN C HOPMATUBHO-
MEeTOANYECKUMU LOKYMEHTaMu

MpUMeHATb MHHOPMALMOHHO-KOMMYHWKALMOHHbLIE TEXHONOr MK Npu paboTe C LOKYMEHTaMM

Heobxoanmble 3HaHUAHOPMaTMBHbIE NPABOBbLIE aKThbl, HOPMATUBHO-METOANYECKME IOKYMEHTHI,
rocyapCTBEHHbIe CTaHAAPTbI, ONpeaensoLmne Nopsaaok AOKYyMeHTaLMOHHOro obecrneyeHns ynpassieHns
Kputepun pasgesnieHnsa LOKYMEHTOB Ha rpynnbl B COOTBETCTBUM C LEHHOCTbLIO MHGopMaumu,
COAEpXKaLLencs B HNX

MopsAOK MCNOJIb30BaHNSA TUMOBbIX UM BEAOMCTBEHHbIX NEPEYHEN LOKYMEHTOB, ONpeeneHns CPOKOB
XPaHeHUs B MPOLIECCE IKCMEePTU3bl LLEHHOCTU 1OKYMEHTOB

MopsfoK Co3AaHNs, opraHM3aunyi n 4OKYMEeHTUPOBAHNA PaboTbl SKCMEPTHON KOMUCCUM

MpaBuna COCTaBNEHNA U YTBEPXKAEHNS MPOTOKONA PaboThl IKCNEPTHON KOMUCCUN

MpaBuna COCTaBNIEHNSA N YTBEPXKAEHMSA aKTa O BblAENIEHNN LOKYMEHTOB, HE NOANIEXALUUX XPaHEHNIO
MpaBuna TexHu4eckon 0bpaboTKM 1 MOAHOro 0hOPMIIEHNS AeN NOCTOAHHOIO U BPEMEHHOMO XPaHEHNA
MpaBuna CoCTaBNIEHNS ONUCK AeNl NOCTOAHHOIO U BPEMEHHOM0 XPaHEHNS B COOTBETCTBUM C HOPMAaTUBHO-
METOANYECKMMN LOKYMEHTaMU

MpaBuna nepenayn noen B apxvuB opraHusauum

TpeboBaHMA oxpaHbl Tpyaa

[pyrve xapakTepucTukun-
3.3. 0606LeHHas TpyaoBas hyHKUUS

HanmeHoBaHue

OpraHn3aLnoHHOe, [OKYMEHTALMOHHOE 1 MH(OoPMaLMOHHOe obecneyeHne NeaTeNbHOCTN PYKOBOAUTENS
opraHusauum

KoaCYpoBeHb KBangunkaumme

MpouncxoxxaeHne 060bLLeHHON TPyA0BON (YHKLUUNOPUrnHanX3anmcTBOBaHO 13 OpUrnHaia

Kopn opurvHana
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PerncTpaunoHHbI HoMep NpodeccMoHabHOro CTaHaapTa

BO3MOXHble HAaUMEHOBaHUSA OOJHKHOCTeN, npodeccunCekpeTapb pykoBoauTeNs
CekpeTapb-CTeHOrpaumcTka
CTteHorpagucTka

TpeboBaHma kK 0bpa3zoBaHuMio U 06yyYeHntoBbICLLIee 0bpa3oBaHue - bakanaBpuaT

nnn

Bbiclee obpasoBaHue (HenpoduabHoe) - bakanaBpuaT 1 AOMNOAHUTENBHOE NPOdECCUOHaIbHOE
obpa3oBaHMe No AOMOAHUTENbHBLIM NPOGECCMOHASIbHEIM NPOrpaMMam nNpodeccnoHaabHON NepenoaroToBKM
no Npouo AeaTeNbHOCTK

nnn

CpepnHee npodeccnoHansHoe obpa3oBaHme - MporpaMmbl NOATOTOBKM CMELMaANCTOB CpeaHero 3BeHa

nnn

CpenHee npodeccnoHansHoe obpasoBaHme (HenpouabHOE) - NPOrpamMMbl MOATOTOBKM CELNannucToB
CpefHEero 3BeHa 1 AOMOSHUTENbHOE NPotheccuoHanbHoe 06pa3oBaHmMe No LOMNOJIHUTENbHbLIM
npogeccnoHanbHbIM NporpaMmMam NpodecCcnoHa IbHOM NepenoaroToBKM No NPodulo 4eaTeNbHOCTH
TpeboBaHMA K ONbITY NpakTU4yeckon paboTbiHe MeHee OBYX JIET BbINOJHEHNS paboT No opraHn3auuoHHOMY
N OOKYMEeHTaLMOHHOMY obecneyeHnto eaTeNbHOCTM PYKOBOAUTENS OpPraHn3aLmMm npy cpesHeM
npoeccuoHabHOM obpa3oBaHuMK

Ocobble ycnosusi monycka kK pabote-

[pyrvne xapakTepucTuku-

JlononHNTENbHbIE XapaKTEPUCTUKM

HanmeHOBaHMe OOKYMeHTa

Kon

HanmeHoBaHme 6a30B0OM rpynnbl, 4OHKHOCTKU (Mpodeccnn) uiam cneunanbHoOCTH
OK33343ALMWHUCTPATUBHBIA N MHOWN UCMIONHUTENbHBIA CPEAHETEXHUYECKMI NepcoHan
EKC-CekpeTapb pykoBoauTens

OKNATP26341CekpeTapb PyKOBOAUTENS

26405CeKkpeTapb-CTeHOrpancTKa

OKCO07.46.03.02[lokyMeHTOBEAEHME 1 apXMBOBEEHME

7.46.02.01JokyMeHTaumnoHHoe obecneyeHne ynpaBieHNs N apXUBOBEAEHNE

3.3.1. TpyLoBas pyHKUUA

HanmeHoBaHneOKa3aHMe NOMOLLM PYKOBOAUTENIO B MIaHUPOBaHNM paboyero BpemMeHu
KonC/01.6

YpoBeHb (MoaypoBEHb) KBaUpUKaLmn

6

MpoucxoxxaeHne TpyaoBoN yHKLMMOPUrMHan
X3auMCTBOBaHO U3 OpuUrnHana

Kopn opurvHana
PerncTpauunoHHbIn HoMep NpodecCcnoHaNbHOro CTaH4apTa

TpynoBble aencTBNSBLIOOP hopMbl NAaHNPOBaAHUS 1 0DOPMAEHNE NNAaHNPOBLLMKA (opraHan3epa)
pykoBoautens

BHeceHune nHgopMaLmm B NI1aHNPOBLUVK (OpraHansep)

CornacoBaHue C pyKoOBOAMTESIEM BPEMEHWN NIAHUPYEMbIX AeACTBUN

CornacoBaHue TenedoHHbIX MeperoBopoB, BCTPEY U MeponpuUATH C NapTHepaMu, KINeHTaMmu,
PyKOBOAUTENAMU NoApa3feneHnin U COTPYLAHUKaMN
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WHopMrpoBaHUE PYKOBOAMTENS O PErlaMeHTe HaMe4YeHHbIX MEPONpPUSATUiA
MpepynpexneHne o NPUBAKEHUN BPEMEHN HAMEYEHHbIX MEPONPUATUN
dopMIpoBaHME pe3epBa BPEMEHW A5 HEMPeaBUAEHHbIX CUTYaLNN

HeobxoavMble yMeHUsYCTaHaBAUBATb LiEV, ONPenensTh Nepapxuto Lenei

OnpenensiTb NPUOPUTETHOCTbL U 04EPEAHOCTb BhINMOAHEHUS PaboT 1 3hdEKTUBHO pacnpenensTsh paboyee
BpeMs

Oka3blBaTb NMOMOLLb PYKOBOAMTENIO B pacnpeneseHnmn ero paboyero BpemMeHm

BblbnpaTb onTMMasbHbIE CNOCOOLI MHOPMUPOBAHMS NAPTHEPOB, KJIMEHTOB, NOCETUTENEN, PYKOBOAUTENEN
noApa3aeneHnii u COTPYAHVNKOB O MAHNPYEMbIX MEPONPUATUSAX

ObecneymBaTb MHPOPMALIMOHHYO 6€30MacHOCTb AesATEeNbHOCTY OpraHn3aLmnm

Heobxogumble 3HaHMACneunduka 0CHOBHON LeATeNbHOCTU OpraHn3aunm

OCHOBbI aAMWUHUCTPATUBHOIO NPaBa W TPYAO0BOro 3aKoHoA4aTeNbCTBa Poccuinckon ®egepaummn
PykoBoasALLMIA COCTaB OpraHmM3aLunm n ee nogpasaeneHni

DYHKLUN CaMOMEHeKMEHTa

MpyHUMAbLI U NpaBuaa NAaHUPOBaHUS paboyero BpeMeHn

MeToabl NOCTAHOBKM Lenen

MNpaBunia NpoBeeHNS LEeSI0BbIX MEeperoBopoB

TpeboBaHuMs oxpaHbl Tpyaa

[pyrve xapakTepucTuku-
3.3.2. TpynoBas hyHKLNA

HanmeHoBaHune
MnaHupoBaHue paboyero aHs cekpeTapsKoaC/02.6YpoBeHb (MoaypoBeHb) KBaanuKaumnmno

MponcxoxaeHue TpygoBon PyHKUUMOprUrnHan
X3anMCTBOBaHO 13 OpuUrnHana

KoL opurunHana
PerncTpaunoHHbIi HoMep NpodeccMoHabHOro cTaHdapTa

Tpynosble aencTensaBbIbop 1 ohopMaeHne NIaHNPOBLLMKA CEKpeTaps
BeneHne OHEBHMKa (Ha 3JIEKTPOHHOM U (nan) bymaxHOM HocuTene)
CornacoBaHue NAaHOB C NJIaHaMU 1 CPOKaMmn paboThbl PYKOBOLUTENS
PacnpeneneHune paboyero BpemMeHun (Ha AeHb, HEAEN0, MEPCNEKTUBY)
MepeHOC HEBLIMOJHEHHBIX 3anaaHMPOBaHHbIX 3a4ay

BbIMOMHEHNE TUMWNYHBIX €XeAHEBHbIX A

Heobxogumbie ymeHUABbIOMpaTh 1 0DOPMAATL MNAAHNPOBLLMK

BHOCWTb 1 0TCNEXMBAaTb MHDOPMALMIO HAa INIEKTPOHHOM U/unm ByMa>kHOM HoCUTene
PaccTaBniaTb NprMopuTEThI, BbIAENATDL BaXKHOE U CPOYHOE

BbibupaTh ONTUMaNbHbIA PUTM PaboThl

AHanM3MpoBaTb NPUYMHBI HEBbLINOJIHEHUS 3a4au

MprMeHATb MHPOPMALMOHHO-KOMMYHMKALNOHHbIE TEXHOI0T

Heobxogumble 3HaHMAOCOBEHHOCTU OhOPMAEHNSA MNIAHNPOBLLMKA (Ha 3N1EKTPOHHOM U ByMa>kKHOM
HoCKTensx)
OCHOBbI yNpaB/ieHNs BpEMEHEM

[pyrue xapakTepucTuku-

3.3.3. TpyLoBas (hyHKLNA
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HanmeHoBaHue
OpraHusaumns TenedoHHbIX NeperoBopos pykosoantTenskKonC/03.6YposeHb (NoaypoBeHsb) KBaanpukaLumnmno

MpouncxoxxaeHne Tpynoson pyHKUMMOpUrmHan
X3auMCTBOBaHO U3 OpuUrnHana

Kofn opuruHana
PernctpaunoHHbIn HoMep NpoecCcMoHaNbHOro CTaHaapTa

Tpynosble aencTensBeneHne 6asbl TeNeOHHbIX KOHTAKTOB PYKOBOAUTENS

CoeaunHeHNE pYKOBOAUTENS C KOHKPETHbIMU aboHeHTaMm

MoAroToBKa MaTepuanos 415 TenedOoHHbIX MePeroBOPOB PyKOBOANTENA

Pernctpaumsa nocTynamwmnx B NpUemMHyto TeneOHHbIX 3BOHKOB

MNepeHanpaB/ieHe OTAe/bHbIX TeNlePOHHbIX 3BOHKOB 3aMeCTUTENsAM PYKOBOAMTENS U COTPYLHNKAM
MonyyeHne HeobxoaAnMon MHADOPMaLMK U Nepeaada CaHKLMOHNUPOBAHHOM UHGOPMaLIUK No TenedoHy
YcTaHoBNEHNE KOHTaKTa ¢ cobecelHMKOM, MOALEpXKaHMe 1 pa3BuUTHe Aenoson beceabl B npoLecce
TeneoHHbIX NeperoBopoB

Oka3aHune NMOMOLLN PYKOBOAUTESIIO MPWN OpraHn3aunn n nposeneHnin TeJ'IerOHHbIX neperoBopoB n
BMOEOKOHMDEPEHLMI

Heobxonmmele ymeHusBecTn n ncnonb3oBaTh B paboTe 6a3y AaHHbIX TenedOHHbIX KOHTaKTOB
pykoBoautens

Vicnonb3oBaTb CpefcTBa KOMMYHUKALMOHHON OPrTEXHUKN A9 NOAyYeHUs 1 nepefaym nHhopmaLmm
BecTu y4eTHble perncTpaunoHHble (PopMbl, CMOAb30BaTb UX AN UHPOPMALMOHHON paboTsl 1 paboTel No
KOHTPOJO MCNOJIHEHNS PeLLeHNin PyKOBOAUTENS

CrnaxunBaTb KOH(MUKTHBIE U CJIOXKHbIE CUTYaLUN MEXIMYHOCTHOrO 0bLeHuns

icnonb30BaTb TEXHMYECKME 1 MPOrpaMMHble CpeacTBa A5 NPOBEeAEHNS FO/10COBOM MW BUAEO-
KOHhepeHL-CBSA3N

ObecneynBaTb UHGOPMaLMOHHYIO 6€30NacHOCTb AeATeNbHOCTU OpraHn3aLmm

Cobnogath ciyxebHbln 3TUKeT

Heobxogumble 3HaHUATeneoHHbIE KOHTaKTbl PYKOBOAUTENS

®OyHKLNUK, 334341, CTPYKTYpa opraHu3aunn, ee CBA3M No BEPTUKAAN N FTOPU30HTaNN
MpaBnia B3aUMOLeNCTBMA C MapTHEPaMU, KINeHTaMm, cpeacTBaMm MacCoBOM MH(opMaLmm
I'Ipanma nogaep>XXaHma n passuTna MeXJINYHOCTHbIX OTHOLLEHUN

MNpaBunna npoBefeHUA LeSI0BbIX Meperosopos

MpaBunna 3aWmnTbl KOHOUAEHUNANBHON HOPMaLUK

TpeboBaHMA 0xpaHbl TpyAaa

[pyrue xapakTepucTuku-
3.3.4. TpynoBasa pyHKUUSA

HavmeHoBaHMe
OpraHunsaumsa komaHanpoBok pykosoanTensaKoaC/04.6YpoBeHb (MOAYpPOBEHb) KBaIUdmKaumnme

MponcxoxxaeHne TpyaoBon pyHKLUUMOprUrnHan
X3anMCTBOBAHO 13 OpuUrnHana

Kopn opurvHana
PerncTpauunoHHbI HoMep NpodeCcCMoHabHOro CTaHaapTa

TpynoBble AencTeusloaroToBKa NpoekTa ciyxebHoro 3ajaHus pykoBoauTens
MoAroToBKa NPOeKTa NpuKasa o C1y>kKebHon KoMaHANPOBKe

CkavaHo Ha canTe «3akoHbl PO» — https://actrf.ru Ctp. 12 n3 27



OdopMieHne KOMaHANPOBOYHOIO YAOCTOBEPEHUS U €ro perncTpauns npm HeobxoanMocTu
MogroToBKa LOKYMEHTOB Ha NOJyYeHMe BU3bl, 3arpaHUYHOro nacrnopTa

3aKas XeNle3HOAOPOXHbIX 1 aBnabuneTos, rOCTUHNWL, TPaHCMOPTHOrO obecnevyeHns pykoBoanTens
OdopmneHmne nporpaMmbl NOe3AKM, YTOYHEHNE 0COBEHHOCTEN NPOTOKOMA MJIAHUPYEMBIX MEPOMPUATUN
MogroToBka LOKYMEHTOB K MOe3Ke PyKOBOAUTENS

YTO4HeHne fatbl, [O/DKHOCTEN, haMunni B NporpaMMme KOMaHANPOBKM

MpopaboTka MapLUpyTa pyKOBOAUTENS, YBSA3Ka €ro C pacnucaHneM TpaHCnopTa

ObpaboTka MaTeprnanoB KOMaHANPOBKK, OhOpMaEHNE OTHETa O KOMaHANPOBKe

Heobxogumble yMeHUSOGOPMAATbL aBaHCOBbIE OTYEThLI PYKOBOAUTENS

OpraHn30BbIBaTb BCTPEYN PYKOBOANTENS C NPUHNMALOLLIEN CTOPOHOM

OthopMNATb KOMAHANPOBOYHbIE LOKYMEHThI

ObpabaTbiBaTbh AOKYMEHTHI U MaTepurasbl NO pe3ysibTaTaM Noe3aKn PyKoBOAUTENS

Ob6ecneynBaTb paboTy ohmca BO BpeMS OTCYTCTBUS PYKOBOAUTENS

MpuMeHATL cnocobbl AenoBoro obueHns

icnonb3oBaTb CpeacTBa KOMMYHUKaLUn gnsa obecnevyeHuns B3aMMo4eNnCcTBINS C PYKOBOAUTENEM BO BpEMS
ero LenoBov Noe3gKku

Heobxoaunmele 3HaHMAMOPSAAOK NOAFOTOBKW U NPOBEAEHNS KOMAaHANPOBOK

MopsifioK 0hOpPMIEHNS AOKYMEHTOB /11 KOMAaHAUPOBKN M OTHETHBIX JOKYMEHTOB M0 KOMaHAMPOBKeE
pykoBoauTens

[lenoBow NpoTOKON

3TWKa OenoBoro obLeHmns

[pyrue xapakTepucTuku-

3.3.5. TpynoBas (hyHKLNA

HanmeHoBaHneOpraHun3saums paboTbl C MOCETUTENAMU B MPUEMHON PYKOBOAUTENS
KonC/05.6

YpoBeHb (MoaypoBeHb) KBanuguKaLlmm

6

MpouncxoxxaeHre Tpynoson pyHKUUMOpUrmHan
X3anMCTBOBaHO U3 OpuUrnHana

Kopn opuruHana
PerncTpauunoHHbIn HoMep NPodeCcCnoHaNLHOr0 CTaH4apTa

Tpyanosble genctensaOpraHn3aumsa JMYHOro NpreMa NoceTuTeNen pyKoBOLUTENEM

YcTaHoBMIEHME NOPSALKa NMPUeMa ANa pa3nyHbIX KaTEropuin NnoceTuTenen

BepeHue XypHasia npeaBapuTeSIbHOM 3anncu Ha npuem

Pernctpauusa noceTutenen

Copencreue onepaTMBHOMY PaCCMOTPEHMIO NPOCkD 1 NPeasioXeHNA MOCETUTENEN N COTPYAHNKOB
opraHu3auunmn

OpraHusaumsa npmema AenoBbIX NapTHEPOB B oduce

OpraHunsaumsa obcnyXnBaHns pyKoOBOAUTENS M ero AeN0BbiX MAapTHEPOB B odmce

CepBupoBKa YaliHOro (KogenHoro) ctona B ouce

MpUHATME Mep MO COXPAaHEHUIO KOMMEPYECKON TallHbl B X04e NpUeMa NoceTUTENEN N X HAaX0XKOEHNS B
NPUeMHON 1 KabuHeTe pykoBoaUTENS

Heobxonmmble ymeHnsOpraHn3oBbiBaTb U 06ecneymBaTh IMYHbIE KOHTAKTbl PYKOBOAUTENS
YnpaBsiaTb KOHMINKTaMK
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Y4nTbIBaTb NCUXO0rMYecKmne ocob6eHHOCTU IMYHOCTMN NMPY Pa3INYHbIX BUaxX NPodpeccroHa bHOro
obLieHns

Mcnonb3oBaTh YCTAHOB/IEHHbIE MPABWUIa U NPOLIEAYPbl KOMMYHUKALIMU BHYTPW OpraHn3aumm

BecTu y4eTHble perncTpaunoHHble (POpMbl, NCMOb30BaTb UX AN UHPOPMALMOHHON paboTsl 1 paboTel No
KOHTPOJIO MCMOJIHEHNSA PELLeHNA PyKOBOANTENS

Co3faBaTb MOM0XKMNTEbHBIN MMUOK OPraHu3aLun

MPUHUMaTb Mepbl MO Pa3peLLeHNo KOHMIMKTHBIX CUTYaLNiA

MpUMeHATb MHHOPMALMOHHO-KOMMYHUKALIMOHHbIE TEXHOIOT U

ObecneynBaTh KOHGOMAEHLNANIBHOCTb B MPUEMHON U KabnHeTe pyKOBOAMTENS, COXPaHATb
KOH(hMAEHUNANbHYIO UHGOPMALNIO B TallHe

Heobxoamnmble 3HaHMAMpaBUa OpraHM3aLnm NpuemMa NnoceTmTenen

Mpasuna fenoBoro obLieHns

MNpaBunia pe4yeBOro sTUKeTa

MpaBnnia yCTaHOBJIEHUS KOHTAKTa, NOAAEpXXaHNUA U Pa3BUTUS MEXINUYHOCTHbIX OTHOLLEHWI
CTpyKTypa opraHusaLmm n pacnpegenenne GyHKLMN Mexay CTPYKTYPHbIMW NoApa3aefieHnaMu 1
cneynanucTamm

MpaBunia opraHusauuy npmemMos B oguce

STUKET 1 OCHOBbI MEXAYHapOA4HOr0 NPOTOKOA

MpaBnia cepBUPOBKM YalHOro (KohernHoro) cTona

MpaBuiia NPUrOTOBJIEHUA 1 MOL4AYM FOPSAYNX HAMUTKOB M 3aKYCOK K HUM

MpaBuna 3aWmnTbl KOHOUAEHLNASIBHON CNY>XebHON NHMopMaLnn

Opyrue xapakTepucTrkm-

3.3.6. TpyLnoBas (hyHKLNA

HanmeHoBaHneOpraHn3auus NoaroTOBKW, NPOBEAEHNS 1 0BCY)KMBaHUSA KOHDEPEHTHBLIX MEPOMPUATIIA
KoanC/06.6

YpoBeHb (MoaypoOBEHb) KBaUpMKaL U

6

MpouncxoxxaeHne Tpynoson pyHKUMMOpUrmHan
X3auMCTBOBaHO U3 OpUrnHania

Ko opurvnHana
PernctpaunoHHbIn HoMep NpoecCcMoHanbHOro CTaHaapTa

TpynoBble AencTerslNoAroToBKa NOBECTKMN IHS MePONpuaTus

OchopMJIEHNE CMIUCKA YYAaCTHUKOB MepOonpusaTrs

NHhopMrpoBaHUue npeanonaraemMblix Y4acTHUKOB O HAMEYaeMoM MeponpusTM N YCIOBUSX YYacThs
Bbibop MecTa 1 BpEMEHU NPOBEAEHUS MEPONPUATUS

MoAroToBKa NpefBapuTeNbHON CMEeThl PacXoLoB

Paccbiika NpurialeHnin NoaATBEPAMBLLNM y4acTUE B MEPONPUSATUN

Cbop TEKCTOB [LOK/IAZLO0B U NPOEKTOB MTOrOBbIX AOKYMEHTOB Y AOK/IaA4/KOB
Paccblika MHOPMALIVOHHBIX MAaTEePMasoB y4aCTHKaM KOH(DEPEHTHOro MeponpuaTus
CocCTaBfieHNe ABOYHbIX JIMCTOB 1 CMWCKA PErnCTPaLM YyHaCTHUKOB MEPONPUSATUS
3aKynka KaHUEeNspCcKx TOBapoB 1 NPOAYKTOB AN obecnevyeHuns koge-nays

PellieHMe BONPOCOB TEXHNYECKOr0 OCHALLEHNS MEPONPUATUS

MomoLLb B NOArOTOBKE A0KNaAa PyKOBOAUTENS, MPe3eHTaLUMOHHbIX MaTepranoB
OpraHu3aums noAroToBKM Npe3nanyma v paboymx MecT y4acTHUKOB

OpraHu3aumns BCTPeYr U perncTpauns y4acTHMKOB MeponpusaTus
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BeneHue npoToKosa MeEpPONpUSATUS
OpraHu3aums cepBncHOro 06cy)KMBaHUS BO BpeMs Koge-nay3
OpraHun3aLms KyabTypHO-MaCCOBbIX MEPOMPUSATIIA, TPAHCMOPTHOMO U FOCTUHMYHOIO obecneyeHuns

Heobxoanmble yMeHNSOpraHnM30BbIBaTb NPOLECC MOATOTOBKY K MPOBEAEHMNIO KOH(PEPEHTHOIO
MeponpusaTUa UHAMBUAYANLHO 1 B COCTaBe paboyen rpynnbl

[lOKYMeHTUPOBaTb pa3Hble 3Tamnbl NPoLeaypbl MOATOTOBKM U NPOBEeAEHNS KOH(PEPEHTHOr0 MEPONPUATUS
MNepenaBaTb NHMOPMaLNIO, LOKYMEHTHI U MaTepuabl y4aCTHUKAM KOH(PEePEeHTHOro MeponpuaTuma
MoarotasnmeaTth U 0bopyaoBaTb CTON Npe3nanyMa n paboyme MecTa y4aCTHUKOB COBELLLaHMA (3aceaaHns)
CepBupoBaTb YalHbI (KODENHbIN) CTOJ1 BO BpEMS NPOBeAEHUA Kode-nay3

CobntopaTtb NpaBuia 4EeN0BOr0 3TUKETa U MPOTOKOA

MoanepXnBaTb UMUK OpPraHU3aLmm

Co3paBaTb UMUOX CEKpPETaps, COOTBETCTBYOLLNA MMUIXKY OpraHU3aLnn

PaboTaTb C MHGOPMaLMen, aHaNM3MpPoBaTb U NPEACTaBNATL €€ B CUCTEMATM3NPOBAHHOM BUae
ObecneynBaTb 6€30MNaCHOCTb AEATENBHOCTN OpraHn3aunm

MpyMeHATb MHPOPMALMOHHO-KOMMYHMKALNOHHbIE TEXHOI0M

MpuMeHATbL NpaBuia PYCCKOro A3biKa

MpYMeHATb HaBbIKWN CKOPOCTHOIO NUCbMa

[MpMMEHSATb HaBbIKX 3aMUCU U PacCLLINGPOBKM TEKCTA

icnosib30BaTb COBPEMEHHbIE TEXHMYECKUE CPpeaCcTBa B 061aCTU CKOPOCTHOMO NUCbMa

ObecneynBaTb KOMGOPT Y4aCTHUKOB KOH(hEPEHTHOIO MEPONPUSATIS, MOMOraTh B BOMPOCaX NPOXXUBAHNS,
TpaHCnopTHOro obecneyeHns

Heobxoamnmble 3HaHMAKOMMNEKC OpraHn3aLMOHHO-TEXHNYECKMX MEePOMNPUATUA MO MOATOTOBKE 1
NPOBeLEHNIO COBELLaHNI 1 MeperoBopoB, B TOM YNCIe MEXAYHAPOLHbIX

MpaBuna BefeHns, NOAroTOBKN U ohopMSIeHNS NPOTOKOMA U LOKYMEHTOB, CO3[aBaeMbIX B npoLecce
NOLArOTOBKMN KOH(hEPEHTHOrO MEPONPUATUS

MeToLrKa COCTaB/IEHNS CMETbI PACX0A0B KOH(PEPEHTHOrO MEPONPUATUS

OCHOBbI HanNUCcaHMs peyen U AOKIaL0B PyKOBOAUTENS

MpaBuna yCTaHOBNEHUS KOHTaKTa, MOAAEPXXaHNA 1 Pa3BUTUS MEXNYHOCTHbLIX OTHOLLEHWN
MpaBuna fenoBoro obLieHns, 4eN0BOr0 3TUKETa

STUKET 1 OCHOBbI MEXAYHAaPOAHOro NPoTOKONa

MpaBuna nposefeHNs AeN0BbIX MEPeroBopoB

MpaBuna 3aWwnTbl KOHGQUAEHUNANBHON CY>XeOHON nHpopMaLun

CucTeMbl CKOPOCTHOrO NUCbMa

OcCHOBbI NporpamMMHOro obecneyveHns n 0ncHOro obopynoBaHMs B 061aCT CKOPOCTHOIO NMUCHMA
TpeboBaHmMA oxpaHbl TpyAa

[pyrve xapakTepucTukun-
3.3.7. TpynoBas (hyHKLNA

HanmeHoBaHue
OpraHusaLms UCNOJIHEHNSA PELLEeHWIA, OCYLLLECTBIEHNE KOHTPONS UCMONHEHNS MOPYYeHN
pykosoantenaKonC/07.6YpoBeHb (NoaypoBeHb) KBandpuKaunme

MpouncxoxxaeHne Tpynoson pyHKUUMOpUrmHan
X3anuMCTBOBaHO U3 OpuUrnHana

KoL opurunHana
PernctpaunoHHbIn HoMep NpoeccMoHanbHOro CTaHaapTa
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TpynoBble 4encTBUAOKYMeHTa bHOe 0hOPMIIEHNE PELLEHNIA PYKOBOAUTENS

[loBeneHmne go ceeaeHns paboTHMKOB OpraHmn3aLmm pacnopsXXeHnin pyKoBOAMTENS

KoopAnHaums AedaTenbHOCTU N0 UCMOJIHEHWIO PeLLEHNA PYKOBOAMTENS

BelileHMe CPOKOBOro TeKyLLEero u npeaynpeanTesibHOro KOHTpoNs

MpoBepKa MCMOSIHEHWSA MOPYYEHWIA PYKOBOAMTENS B YCTAaHOBJIEHHLIN CPOK

MpepynpexneHne COTPYLHMKOB 06 NCTEYEHNW CPOKa UCMOIHEHMS MOPYYEHUIA PYKOBOAMTENS
duKcauma UCNOJTHEHUS MOPYYEHNI

CocTaBfieHMe 0THETOB U @aHANNTMYECKUX CMPABOK O BbIMOJHEHWW MOPYYEHNI N peLleHniA PYKOBOAMTENS

Heobxogumble yMeHUSBECTN CPOKOBYIO KapTOTEKY

BecTun y4eTHble perncTpaumnoHHsie hopMbl, MCMOJIb30BaTh UX 415 paboTbl MO KOHTPOJIO MCMOJIHEHNS
NOpYYeHNn pyKoBOAUTENA

PaboTaTb C MHGOpMaLIMEN MO KOHTPOJIO, CUCTEMATM3NPOBATL €e U NPeacTaB/ifaTb B BUAE CBOLHbIX
LOKYMEHTOB

Vicnonb3oBaTh CpefcTBa KOMMYHUKALUKU ANs nepenayun nopyvyeHnin pykosoauTens

icnonib30BaTb COBPEMEHHbIE cpeacTBa cbopa 1 06paboTKM KOHTPOJIbHOM MHOopMaL MK

MpyMeHATb MHPOPMALMOHHO-KOMMYHMKALNOHHbIE TEXHOIOM

OueHMBaTb pe3ybTaTbl B paMKax NOCTaBEHHbIX 3aay

OcCyLLecTBAATb KOHTPOIb MCMOJIHEHWSA MOPYYEHWUA PYKOBOAMTENSA COTPYAHMKAMM

Heobxoamnmble 3HaHMAOOLWMe TpeboBaHMA K CPOKaM NCMONHEHNS [OKYMEHTOB U KOHTPOJIbHLIM (DYHKLIUAM
cny>xbbl LOKYMEHTaLMOHHOro obecnevyeHuns

MpuHLMNbI, cnocobbl UHOOPMUPOBAHNA COTPYAHUKOB

3Tuka genosoro obuieHms

YnpaBieH4Yeckas CTPYKTypa opraHm3auumn, pykoBoACTBO opraHusaumm, obpasubl NoOANMCeNn pyKOBOAALLNX
COTPYOHUKOB, KPYT KX MOJIHOMOY M U orpaHn4yeHnsa 30H NX OTBETCTBEHHOCTU

JloKkasibHble HOPMATKBHbIE aKTbl OpraHn3aumnm

[pyrvne xapakTepucTuku-

3.3.8. Tpynosble hyHKLUMN

HanmeHoBaHneOpraHn3auus n nogaepxaHme hyHKLMoHanbHoro paboyero NpocTpaHCTBa NPUEMHON 1
KabunHeTa pykoBoAUTENS

KonC/08.6

YpoBeHb (MoAypOBeEHb) KBaANGMKaLum

6

MpouncxoxxaeHne Tpyaoson pyHKUUMOpUrmHan
X3auMCTBOBaHO U3 OpUrnuHana

Kop opuruHana
PerncTpauunoHHbIn HoMep NpodecCcnoHaNLHOr0 CTaH4apTa

Tpyaosble genctenaObecneyeHne paboyero mecta pykoBoauTens HeobxoaumeiMu cpeacTsamm
OpFaHVIBaLI,I/IOHHOVI TEeXHUKN, KaHUeNApCKUMN NpuHaaaeXXHoCTaMN

OpraHusaums npueMHon onca B COOTBETCTBUM C TPEOOBaHUAMMN 3PrOHOMUKIN U KYNbTYpbl TPYAA
OpraHusaums 0hopMSIEHNS MHTEPbEPA NPUEMHON PYKOBOANTENS

O6opyaoBaHue paboyero MecTa OprTexHNKON, MepCoHasIbHbIM KOMMbIOTEPOM, BCMOMOraTe/lbHON TEXHNKOM
OpraHunzaumns obopyaoBaHNS MPUEMHON CUCTEMAMKN XPaHEHUS, HeEOBX0AUMbIMK NpucnocobaeHmamu,
obecneyeHus KaHUENAPCKUMI NMPpUHaONEeXHOCTAMN

ObecneyeHne XxpaHeHWs 1 3aMeHbl PaCXOAHbIX MaTepuanos, MOBCEAHEBHbIM YXOL 338 OPrTEXHUKON

3aKa3 KaHUeNApCKNX TOBapOB, MMrmeHn4yeckmx ToBapoB, MPOAYKTOB NUTaHMS
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Heobxogumbie ymeHnsCo3naBaTb yC10BMS, obecneynBatowine achdekTuBHyto paboTy pykoBoauTens
MpMeHATb B COOTBETCTBUM C Ha3HAYEHNEM CPeACTBa OPraHM3aLNOHHON TEXHUKN, KaHLENSPCKNe
NpYHaLNEeXHOCTK

OcHawwaTb paboyee MecTo pykoBoaANTENS U CBOe paboyee MecTo HeobxoaAnMbIM 060pyA0BaHNEM
OcCyLLecTBAATL 3aMEHY PacX0oA4HbIX MAaTeEPMaAoB, YX0L4 3a OPrTEXHUKOW

KOHTpOMpoBaTb COCTOAHUE M MOMNOJIHATbL 3anackl KaHLENAPCKUX TOBApOB, CPEACTB FMrmeHbl, NPOayKTOB
NUTaHNUS

Heobxoaumble 3HaHMATpeboBaHUSA oxpaHbl Tpyaa, NPOU3BOLCTBEHHOW CaHUTapUKU, MPOTUBOMOXAPHOW
3aWunThl

OCHOBbI NpaBULHOM OpraHM3aLny Tpyaa U MeTOAbl NOBLILLEHNS ero 3PHeKTUBHOCTHY

OCHOBbI 3prOHOMUKN ohurca N HPAOPUCTUKN

CTaHpapThl 1 pekoMeHaaunm no 06opyaoBaHMI0 0OUCHBLIX MOMELLEHMN

CocTaB OpraHM3auoHHON TEXHUKK, ee YCTPOMNCTBO 1 MOPALOK paboTbl C HeWn

[pyrvne xapakTepucTuku-

3.3.9. TpynoBas hyHKLNA

HanmeHoBaHMePa3paboTka foKabHbIX HOPMATUBHbLIX aKTOB, perjiaMeHTUpYyoLLmMX paboTy cekpeTaps
KonC/09.6

YpoBeHb (MoaypoBeHb) KBanugrKaLmm

6

MpouncxoxxaeHne Tpynoson hyHKUUMOpUrmHan
X3aMMCTBOBaHO 13 OpuUruHasna

Kopn opuruHana
PerncTpaunoHHbI HoMep NpodeccMoHabHOro cCTaH4apTa

Tpynosble AencTBrsaPa3paboTKa AOIKHOCTHOW UHCTPYKLUN CEeKpeTaps
Pa3paboTka MOJIOXKEHUS O CeKpeTapuaTe
Pa3paboTka MHCTPYKLIMK MO AeN0Npon3BoACTBY

Heobxogumbie ymeHNACOCTaBAATb 1 OPOPMAIATL OPraHN3aLMOHHbIE N METOANYECKNE OOKYMEHTbI
PenakTMpoBaTb TEKCThI CYXKEBHbIX LOKYMEHTOB

PaboTaTb CO BCe COBOKYMHOCTbIO MH(POPMaLMOHHO-A0KYMEHTALMOHHbIX PECYPCOB OpraHm3auum
Monb3oBaTbCs 6a3aMmn AaHHbIX, B TOM YMCae yaaaeHHo

icnosib30BaTh CNpaBOYHbIE MPABOBbIE CUCTEMbI

PaboTaTb C KOMNbLIOTEPOM, KaTasloramm (Mankamm) u gannamMm, CKaHepom

Monb30BaTbCSA OPUCHBIM NAaKETOM (TEKCTOBLIN peaakTop, Tabnnubl)

Monb30BaTbCA NepUEpPMNHbLIMKN YCTPONCTBAMU N OPr TEXHMNKOM

Monb30BaTbLCA INEKTPOHHOM MOYTON

MoNb30BaTbCA CUCTEMAMU SNIEKTPOHHOI0 AOKYMeHToobopoTa

Heobxogumble 3HaHMAMNpaBOBbIE OCHOBbLI YNpaB/ieHUs (0CHOBLI aAMUHUCTPATUBHOMO, TPYLOBOrO U
rpa)4aHCKoOro npaga)

HopMaTuBHbIe MpaBOBbIE aKTbl, HOPMATUBHO-METOANYECKNE OOKYMEHTbI, FOCYAapCTBEHHbIE CTaHAAPThI,
onpenenswLne NopsaoK LoOKyMeHTaUUoHHOro obecneyeHms ynpasneHms

CTpyKTypa, PyKOBOACTBO CTPYKTYPHbIX MOApa3aeneHunin, obpasubl Nnognucen nnu, NMeLmnx npaso
NOAMNUCaHNA N YTBEPXXAEHNS LOKYMEHTOB, 1 OrpaHNYeHNs 30H X OTBETCTBEHHOCTU

MpaBuna LOKYMEHTaUMOHHOro obecneyeHuns LeATENbHOCTI OpraHn3aumm

Mopsapok paboTbl C LOKYMEHTaMu
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TpeboBaHus, NpeabsaBAsgeMble K JOKYMEHTaM B COOTBETCTBMM C HOPMATMBHbIMU MPaBOBLIMY aKTaMU 1
rocyLapCTBEHHbIMY CTaHAapTaMu

MpaBnia cocTaBNeHNS OPraHN3aLNOHHbIX JOKYMEHTOB (MOM0XKEHUIA, UHCTPYKLUMIA, periamMeHToB)
BVI)J,I:I OOKYMEHTOB, X Ha3Ha4YeHWne

OCHOBbI JOKYMEHTHOMN JINHIBUCTUKN

TpeboBaHMA 0XxpaHbl TpyAaa

[pyrve xapakTepucTuku-

3.3.10. Tpynosas pyHKLMA

HanmeHoBaHneCocTaBieHne 1 0PopMIEHNE YPaBIEHYECKON OOKYMEHTaLNN
KoaC/10.6

YpoBeHb (MoAypOBeEHb) KBaANGMKaLum

6

MpouncxoxxaeHne Tpyaoson hyHKUUMOpUrmHan
X3auMCTBOBaHO U3 OpuUrnuHania

Kopn opuruHana
PerncTpauunoHHbIn HoMep NpodecCcnoHaNLHOro CTaH4apTa

Tpygnosble aenctensaCocTaBfeHne NPOEKTOB PacnopaAanTesbHbIX (MPUKa3sbl, PacnopsXKeHuns) u
NHOPMaLIMOHHO-CMPABOYHbIX LOKYMEHTOB (C/y>XKebHble NMCbMa, CNPaBKK, fOKNaAHble N Cy)XebHble
3anncKu)

MeyaTb Cy>KeOHbIX JOKYMEHTOB U MaTepuanoB

Pa3MHoO)XeHne ciyKebHbIX JOKYMEHTOB

KOHTPOJIb NPOXOXXAEHNS LOKYMEHTOB B OpraHu3auum (CornacoBaHne, NnoanmcaHne n yTBepXXaeHme
LOKYMeHTa)

Heobxoaunmble yMeHUSPefakTUPOBaTh TEKCThI CIYXEBHbIX JOKYMEHTOB

Monb3oBaTbCA YHUPULMPOBAHHBIMU (hOpMaMK OOKYMEHTOB

OcopMNATb KacCoBble (PMHAHCOBLIE AOKYMEHThI U OKYMEHTbLI MO YYeTY HaKNafHbIX PpacXoLoB
MevyaTaTb Cny>KebHbIe [OKYMEHTHI

Monb30BaThbCsA NepUpEpPUnHbLIMU YCTPONCTBAMN Y OPr TEXHUKOM

PaboTaTb C KOMMbLIOTEPOM, CKAHEPOM

MoNb30BaTbCs OPUCHBIM NAaKETOM (TEKCTOBLIN peaakTop, Tabnnubl)

Monb30BaTbCSA 3NEKTPOHHOW NOYTOWN

Monb30BaTbCS CUCTEMAaMK 3/IEKTPOHHOIO AOKYMEHTO000pOTa

ObecneynBaTb 6€30MNaCHOCTb AEATENBHOCTN OpraHn3aunm

Heobxogumble 3HaHMAMNpPaBOBbIE OCHOBbLI YNpPaB/ieHUs (0CHOBLI aAMUHUCTPATUBHOIO, TPYLOBOIO U
X035MCTBEHHOI 0 NpaBa)

CTpyKTypa opraHmnsauum, pyKoBoACTBO CTPYKTYPHbIX NoApa3aeneHnii, obpasubl NOANMCEN NNL, UMEIOLLNX
NpaBo NOANUCAHNA N YTBEPXKIAEHUS JOKYMEHTOB, M OFPaHNYeHNs 30H UX OTBETCTBEHHOCTH

I'Ipanma OOKYMEHTalUWMOHHOIro obecneyeHuns neAaTesIbHOCTWN opraHn3auunn

Mopsapok paboTbl C JOKYMEHTaMu

TpeboBaHus, NpeabsABASEMbIe K JOKYMEHTAM B COOTBETCTBUMN C HOPMATUBHBLIMI MPABOBLIMY aKTaMi 1
roCcyapCTBEHHbIMW CTaHAapTaMu

Buabl LOKYMEHTOB, UX Ha3Ha4yeHue

MpaBnna corsacoBaHns LOKYMEHTOB OpraHusaumm (BHyTPEHHEro 1 BHELWHero)

MpaBnia NOANUCAHNA U YTBEPXKAEHNS LOKYMEHTOB

MpaBuna cocTaBNeHNS 1 0HOPMAEHNS UHOPMALMOHHO-CNPABOYHLIX, YIPABIEHYECKUX LOKYMEHTOB 1
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CNy>XebHbIX NNCeM

OCHOBbI fOKYMEHTHON JIMHIBUCTUKN
MpaBunia pycckoro fA3blka
TpeboBaHms oxpaHbl Tpyaa

Opyrue xapakTepucTukm-

3.3.11. Tpynosas yHKLMA

HanmeHoBaHmeOpraHmnzauns paboTbl C LOKYMEHTaMK B MPUEMHON PyKOBOAMUTENS
KoanC/11.6

YpoBeHb (MoAypoBeHb) KBaanukaLunm

6

MpouncxoxxaeHne Tpynoson pyHKUUMOpUrmHan
X3auMCTBOBaHO U3 OpUrnHasa

Kofn opuruHana
PernctpaunoHHbIn HoMep NpoecCcMoHaibHOro CTaHaapTa

TpyZnoBble gencTusflonyyeHme, npeaBapmMTebHOE PAaCCMOTPEHNE N COPTUPOBKA NOCTYMNAOLLMX B
NPUEMHYIO PYKOBOANTENS NOKYMEHTOB

MpoBepKa KOMMIEKTHOCTM NOCTYMNaOLWMX B MPUEMHYIO PYKOBOAUTENSA OOKYMEHTOB

MonroToBKa OOKYMEHTOB 4J1 PACCMOTPEHUS PYKOBOAUTENEM

Y4yeT DOKYMEHTOB, MOCTYMAlOLWMX Ha UMSA PYKOBOAUTENS

OpraHusaums LOCTaBKM LOKYMEHTOB UCMONHUTENSAM

Co3paHue n BegeHne 6a3bl AaHHbIX JOKYMEHTOB PyKOBOAUTENS

BeneHne nHghopMaLMoOHHO-CNPaBoYHON paboThl

Heobxogumble ymeHUsiPaboTaTb C BXOAALWLEN, UCXOAALLEN, BHYTPEHHEN OKYMEHTaLNEN

MoNb30BaTbCA CUCTEMAMU JIEKTPOHHOI0 AOKYMeHToob0opoTa A5 PerncTpaLmm, KOHTPOS LJOKYMEHTOB 1
MH(OPMALIMOHHO-CNPaBOYHON PaboTbl C LOKYMEHTaMu

MpMeHATb MHPOPMALIMOHHO-KOMMYHMKALIMOHHbIE TEXHONOMMK 415 paboTbl C LOKYMEHTaMU

MpuMeHATbL NpaBKia PYCCKOro A3blKa

MNpuMeHATL HaBbIKW CKOPOCTHOrO N1CbMa

CocTaBnATb 1 0POPMAATL JIOKasIbHbIE HOPMATUBHbIE aKTbl

Heobxonnmble 3HaHNAHOPMaTVBHbIE MPABOBbLIE aKTbl, HOPMATNBHO-METOANYECKNE AOKYMEHTHI,
rocygapCTtBeHHble CTaHOapPTbl, onpeaendtoumne nopanokKk JOKyMeHTaLMOHHOIo obecneyvyeHuns ynpaBneHns
CTpYKTYypa opraHusaLmm, pykoBoACTBO CTPYKTYPHbIX NoApa3aeneHunin

CoBpeMeHHble MHDOPMALIMOHHbIE TEXHOIOMMU PaboTbl C AOKYMEHTaMU

Mopsifok paboThbl C AOKYMEHTaAMM, CXEMbl OKYMeHTO0b0pOoTa

MpaBuna paboTbl C BXOAALMMY, UCXOAALWMUMMN 1 BHYTPEHHUMU [OKYMEHTAMM

MpaBuna opraHn3aLny KOHTPOJIA UCMOSHEHNS AOKYMEHTOB U TUMOBbLIE CPOKU UCMONHEHUS OKYMEHTOB
MpaBuaa COCTABAEHUS aHAIMTUYECKMX CMPABOK MO opraHm3auuy paboTsl C JOKYMEHTaMU U KOHTPOJTIO
NCNoNHeHNA NOKYMEHTOB

MpaBuna co3maHus 1 BefeHns 6a3 AaHHbIX Cy>XeOHbIX JOKYMEHTOB B OpraHM3aLmm

CncTeMbI 31EKTPOHHOI0 A0KyMeHToobopoTa

CnCTeMbl CKOPOCTHOI0 NMcbMa

TpeboBaHMA oxpaHbl Tpyaa

[pyrve xapakTepucTukun-

3.3.12. Tpynosas pyHKLMA
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HanmeHoBaHneOpraHn3aumsa XxpaHeHns LOKYMEHTOB B MPUEMHON PYKOBOAUTENS
KoanC/12.6

YpoBeHb (MoAypoOBeEHb) KBaANGMKaLum

6

MpouncxoxxaeHne Tpyaoson pyHKUMMOpUrmHan
X3auMCTBOBaHO U3 OpuUrnuHana

Kopn opuruHana
PerncTpauunoHHbIn HoMep NpodecCcnoHaNLHOro CTaH4apTa

Tpynosble aencteusPa3paboTka pa3fenoB HOMEHKNATYPbI AeNl OpraHM3aumm
dopMupoBaHME 1 0popMIEHNE feNl MOCTOSHHOMO, A0/ITOBPEMEHHOI0 XpPaHeHus
MoaroToBKa M Nepefaya Aen B apxuB OpraHu3aLmu

HeobxoanMble ymeHusiPazpabaTbiBaTb HOMEHKIATYPY A€ OpraHn3aLun ¢ y4eToM HOpMaTUBHO-
MeTOANYECKNX NOKYMEHTOB

Mcnonb3oBaTb HOMEHKNATYPY €N NPU N3YYEeHUN CTPYKTYPbI OpraHn3aLumn, COCTaBAEHUN ONMCEN Aen
®opMKpoBaTh N 0HOPMIATL fieNla B COOTBETCTBUM C YTBEPXKAEHHON HOMEHKIATYPOIA AeN opraHM3aumm
ObecrneymBaTh COXPAHHOCTb JOKYMEHTOB OpraHM3aLum

Mpou3BoAWTbL NMOATrOTOBKY &N AJs Nepeaayn B apxus

MPUMEHATL MH(POPMALIMOHHO-KOMMYHUKALMOHHBLIE TEXHONOMMN NS PaboThbl C JOKYMEHTaMU

Heobxogumble 3HaHMAHOpMaTUBHbIE MPaBOBbIE aKTbl, HOPMATUBHO-METOANYECKNE LOKYMEHTHI,
rocyapCTBEHHbIe CTaHAAPTbI, ONpeaensoLne Nopsaaok AOKYMeHTaLMOHHOM0 obecrneyeHns ynpasieHns
Bnabl HOMeHKNaTyp, 0bwme TpeboBaHUSA K HOMEHKTAaTYpe, METOAUKA ee COCTaBJIEHNS U 0hOPMIIEHNS
Mopanok hopMmUpoBaHMS 1 0hOPMIEHUA AeN C YKa3aHUeM creunduk hopMmnpoBaHns oTaeNbHbIX
KaTeropum gen

MNpaBuna xpaHeHna gen, B TOM Yucsie C JOKYMeHTaMuM OrpaHn4yeHHoro gocTyna

MpaBnna BblAA4YN U NCNOJIb30BAHNA JOKYMEHTOB M3 CPOPMMPOBAHHBIX Ae

TpeboBaHMA oxpaHbl TpyAa

MpaBnia NOArOTOBKMW M Nepefayn fes B apxvmB OpraHu3aumm

Lpyrmne xapakTepuctunku-
3.3.13. TpyLnosble pyHKLMM

HanmeHoBaHue
ObecneyeHmne pykooanTens nHpopmaumenKonC/13.6YpoBeHb (NOAYPOBEHL) KBaNUduKauumne

MpouncxoxxaeHre Tpynoson pyHKUUMOpUrmHan
X3anMCTBOBaHO 13 OpuUrnHana

Kopn opuruHana
PerncTpauunoHHbIn HoMep NpodecCnoHa bLHOro CTaH4apTa

Tpyanosble genctensaCbop n nepepaboTka nHpopmaumm, HeobxoanMon Aaa NPUHATMA 060CHOBAHHbIX
yNpaB/eHYECKNX PeLLEeHUN

MpoBepKka LOCTOBEPHOCTU, MOJIHOTbI M HEMPOTUBOPEYNBOCTUN AaHHbIX, NCKAOYEHe AybanpoBaHUs
nHpopmaummn

MpenocTaBneHne AaHHbIX B e4UHOM U yO0O6HOM ans BOCNpUATUS popmaTe

BbisiBNeHne Hanbosiee 3HaYNMbIX KPUTEPUEB CUCTEMATM3ALUN MHADOPMaLMK ANs co3aaHus 6a3 AaHHbIX
®opMMpoBaHMe 1 NCMOb30BaHNe 6a3 AaHHbIX B OpraHM3auum

Heobxoaumble yMeHUsOCyLLecTBAATL cbop, 06paboTKy 1 aHaNU3 MHGMOPMALIMKN B COOTBETCTBUN C
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TpeboBaHNAMN KPAaTKOCTMW, HETKOCTU (hOPMYJIMPOBOK, CBOEBPEMEHHOCTMN NOCTYMIEHNS, TOYHOCTM U
NOCTOBEPHOCTU, ONTUMaNbHOCTU CUCTEMATM3aLMUKN, HENPepPbLIBHOCTK cbopa 1 06paboTkn nHpopMaumnn
OcywecTBASTb PErNCTPaLNIO, HAKOMAEHNE 1 NepeaaYy, CMCTEMATM3NPOBAHHOE XPaHEHME 1 BblAavy
NHpopMaLuun B Tpebyemon dopme

CocCTaBAATb 1 0POPMAATL CBOAHbIE, OTHETHbIE, CTAaTUCTNYECKNE OOKYMEHTbI

OcywecTBnsTb 06paboTKy 1 CTPYKTYPMpPOBaHUe nHhopMaLmmn, 0bpasysa MHDOpMaLMOHHbIE PeCcypChl
BBOAWTH HOBbIE A@HHbIE B CMIPAaBOYHO-UHGOPMALMOHHbLIE CUCTEMbI

BBOAUTL B MaMATb KOMMblOTEPA 3NIEKTPOHHbIE 00pa3bl JOKYMEHTOB

MpUMeHATL HaBbIKW CKOPOCTHOrO N1CbMa

MpYMeHATb HaBbIKK 3aMUCK 1 PacLLUM(POBKN TEKCTa

icmonb30BaTb COBPEMEHHbIE TEXHUYECKME CPeacTBa B 061aCTM CKOPOCTHOrO NMCbMa

Mpon3BoANTb MNONCK MHOPMaLMK B CYLLECTBYIOLWNX 6a3ax AaHHbIX, BECTM MH(POPMALMOHHO-CNPaBOYHYIO
paboTy Ha OCHOBE pPa3/IMYHbIX KOMOMHALUMUA MONCKOBLIX MPU3HAKOB

MpMeHATb NHPOPMALMOHHO-KOMMYHUKALNOHHbIE TEXHOOM N

Heobxoaunmble 3HaHNAOCOH6EHHOCTY POPMUPOBAHNS BHELLUHWUX Y BHYTPEHHUX MH(OPMALMOHHbIX MOTOKOB
CocTaB BHeLHNX NHPOPMALIMOHHBIX MOTOKOB

CocTaB BHYTPEHHUX MH(OPMALIMOHHBIX MOTOKOB

CTpyKTypa opraHuM3aunmy 1 NopsaoK B3auMOOenCTBUSA Noapa3aeneHnin n cnyxo

OcobeHHOCTK hopMmpoBaHNs 6a3 faHHbIX B OpraHu3auunm

CoBpeMeHHble Hay4YHble MeToabl U TeEXHMYEeCKne cpeacTBa, cnocobcTrytowme cbopy, obpaboTke,
COXPaHEHMIO 1 Nepeaaye MHHOPMaALMOHHBLIX MOTOKOB

MeToabl 06paboTKN MHpOPMaLUK C NPUMEHEHNEM COBPEMEHHBIX TEXHUYECKUX CPEACTB KOMMYHMKALUA 1
CBSA3U, BbIYUCINTENBHON TEXHUKN

CnCTeMbl CKOPOCTHOrO NMCbMa

OcHoBbI NporpaMmMHoro obecneyeHns n ogucHoro obopynosaHns B 061acT CKOPOCTHOIO NMCbMa
TpeboBaHms oxpaHbl Tpyaa

Opyrue xapakTepucTukm-

3.3.14. Tpynosas yHKLMA

HanmeHoBaHneOpraHn3auns MHHMOPMaLMOHHOMO B3aUMOLENCTBUSA PYKOBOAUTENS C NoApasheNieHnaMu 1
LO/DKHOCTHBIMUY JIMLLaMK OpraHu3anmm

KonC/14.6

YpoBeHb (MoLypoBeHb) KBannpukauum

6

MponcxoxxaeHue TpygoBon PyHKLUMnOpurnHan
X3anMCTBOBAHO 13 OpuUrnHana

KoL opurunHana
PerncTpauunoHHbIi HoMep NpodeccMoHabHOro CTaHdapTa

Tpynosble aencteusiHpopMmpoBaHne paboTHNKOB OpraHmn3aL iy 0 PeLLIeHNSIX PyKOBOAUTENS
OpraHu3auus obMeHa nHhopMaLMein Mexay noapasaeeHUaMn v AOKHOCTHBIMUW IMLAMK OpraH13aLmm
OnoBelleHne paboTHUKOB 0 NPEACTOALMUX MEPONPUATUAX

OpraHu3aums BCTpey TPyAOBOro KOJINEKTMBA C PYKOBOACTBOM

WHopMrpoBaHue pykoBoamTens ob obpalleHnsx COTPYAHMKOB Mo paboynM v AMYHBIM BOMPOCam

HeobxoavMble ymMeHMsCNonb30BaTb COBPEMEHHbIE TeXHONOrnn cbopa 1 nepeaayn nHhopMauum
OcyuwecTBnaTb cbop n nepepaboTky UHMopMaL M, HeobXoAUMON AN [eATeNbHOCTN PYKOBOANTENS
OcCyLLecTBASATL CUCTEMATM3ALMIO NONYYAEMBIX U NepefaBaeMbIX AaHHbIX
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OCyLWwecTBASTL MPOBEPKY AOCTOBEPHOCTM, MOAHOThI M HEMPOTUBOPEYMBOCTU AaHHbIX, NCKITIOYEHNE
AybnnpoBaHus nHhopmaumm

MpeacTaBnsATb AaHHbIE B 4MHOM 1 yYI0OHOM A5 BOCMpMATUA hopMaTe

MHOroKpaTHO 1CMO0J1b30BaThb MOJIYYEHHY UHGOPMALINIO, MOCTOSHHO 0OHOBNATL AaHHbIe
ObecneynBaTb ONEPATUBHOCTb MH(POPMALMOHHbLIX MOTOKOB

PaboTaTb C KOMNbLIOTEPOM, UCMOb30BaTb OPUCHBINA NaKeT (TEKCTOBLIN pefakTop, Tabnauubl)

HeOGXOJJ,VIMbIe 3HaHVI$IHOpMaTVIBHbIe MpPaBOBbl€ aKTbl, HOPMaTNUBHO-MeTOANYEeCKNE NOKYMEHThI,
rocyfapCTBeHHble CTaHA4apThl B chepe AeAaTesIbHOCTM OpraHu3aunm

CTpyKTypa opraHu3aumm, pyKoBOACTBO CTPYKTYPHbIX NOApa3aeeHni, HanpaBieHnsa 0eaTenbHOCTH
OpraHM3auny N KOMAETEeHUUN CTPYKTYPHbIX NOAPa3AENeHUA N LO/HKHOCTHBIX JinL,

Knaccngpumkaums ynpaBaeH4YeCcKon nHopmaLuum, BUabl yrnpaBieHYeCKon nHpopMaumm

®opMbl NpeacTaBeHnsa ynpasiaeHYeckon nHpopmaLnm

NCcTOYHMKM ynpaBaeHYeCcKkon NHGopMaLmnm

MeToamnka oT6opa NCTOYHMKOB MHGOPMaLMK

TpeboBaHus, NpeabsABASEMbIe K yrIpaBAeHYeCKo MHopMaLmm

TpeboBaHMA 0XpaHbl TpyAaa

Lpyrmue xapakTepuctunku-
3.4. 0606LLeHHas TpyaoBas hyHKUUS

HanmeHoBaHue

|/|HCbOpMaLI,I/IOHHO-aHaJ'II/ITI/I‘-ieCKaﬂ N opraHn3aunNoOHHO-aAMUHUCTPATUBHAA Nogaep>XKa AeAaTe/IbHOCTHN
PYKOBOLUTENS OpraHn3auum

KogDYpoBeHb kBanmgunkaumnme

MpoucxoxxaeHme 0606LweHHON TPyA0BON DYHKLUMMOPUrMHaNnX3aumMcTBOBaHO N3 OpUruHana

Kopn opurvHana
PerncrtpauunoHHbI HoMep NpodeccMoHasbHOro CTaHaapTa

BO3MOXHble HAaUMEHOBaHUS OOJHKHOCTEN, NPOGeCCUNITOMOLLHNK PYKOBOAUTENS

TpeboBaHmsa kK 0bpa3zoBaHmMio U 0byyeHntoBbICLLIee obpa3oBaHue - bakanaspuaT

nnm

Bbiclee obpasoBaHue (HenpoduabHoe) - bakanaBpuaT 1 AOMNOAHUTENBHOE NPOECCUOHaNbHOE
obpa3oBaHMe No AOMOJHUTENbHBIM NPOECCMOHAbHEIM MPOrpaMMaM NpPodecCUoHaNbHOM NepenoaroToBKM
no Npoguo AeaTeNlbHOCTK

TpeboBaHMs K ONbITY NpakTM4eckon paboTbiHe MeHee Tpex NeT No opraHU3aLMoHHOMY,
NOKYMEHTALUMOHHOMY 1M MH(OPMaLMOHHOMY obecneyeHmnto AeaTeNbHOCTN PYKOBOAUTENSA OpraHn3aumm
Ocobble ycnosusi gonycka kK pabote-

[pyrue xapakTepucTuku-

[ononHNTENbHbIE XapaKTEPUCTUKK

HavMeHoBaHVe fOKyMeHTa

Kon

HanmeHoBaHme 6a30B0M rpynnbl, [OHKHOCTU (NPodeccnmn) nam cneumanbHOCTM
OK33343ALMWHUCTPATUBHBIA M MHOWN UCMONHUTENbHBIA CPEeAHETEXHUYECKMI NepcoHan
EKC-CekpeTapb pykoBoauTens

OKMATP26341CekpeTapb pyKoBOAMTENS

OKCQ07.46.03.02[lokyMeHTOBEAEHME U apXMBOBELEHME
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3.4.1. Tpynosble hyHKUMN

HanmeHoBaHne®opMnpoBaHne NHHOPMaLIMOHHOI0 B3aMMOLENCTBUS PYKOBOAUTENSA C OpraHmu3aunsaMm
KoaD/01.6

YpoBeHb (MoAYypOBeHb) KBaAnpuKaLmm

6

MponcxoxaeHne TpyaoBon PyHKLUUMOpUrnHan
X3anMCTBOBAHO 13 OpuUrnHana

Kopn opurvHana
PerncTpauunoHHbI HoMep NpodeccMoHasbHOro CTaHaapTa

Tpynosble AencTensOTOOP MCTOYHNKOB MHGOPMALIMM B COOTBETCTBMU C 3afaHHLIMU KPUTEPUSMY
ObpaboTka 1 MHTepnpeTauus NHhopMaLMn AN NOATOTOBKY NPOEKTOB PeLLeHNi

MoAroToBKa 3amMpocoB Mo MOPYYEHNIO PYKOBOAUTENS Ha NOJyYeHUe LOKYMEHTOB U MHOPMALIMK B OpraHax
roCyapCTBEHHON BNAaCTU 1 ynpaBieHUs, 0bLLeCTBEHHbIX OPraHU3aLmMsX U NoayYyeHne COOTBETCTBYOLMNX
VH(OPMaLUn 1 AOKYMEHTOB

WHhopMrpoBaHMe pyKOBOAMTENS O pe3y/ibTaTax pacCMOTPEHUS 3aMpocoB U 06paLleHnit

OpraHu3aLus peleHns Bonpocos, He Tpebyowmnx HeNoCPeACTBEHHOMO Y4acThsa PyKOBOAUTENS
MoAroToBKa MaTepuasnoB Ajs y4acTus pykoBoauTens B paboTe pasfnyHbiX CTPYKTYp B COCTaBe
rOCYLapCTBEHHbIX N MyHULMNAbHbLIX OPraHoB, 06LLECTBEHHbIX OpraHn3aLmnii

MoAroToBKa AOKYMEHTOB A/ 3aK/I0YEHNS COrNalleHii 0 COTPYAHNYECTBE C AEN0BLIMUA NapTHEPAMU
NHhopMrpoBaHMe AenoBbiX MAapTHEPOB 1 3aUHTEPECOBAHHbIX OPraHM3aLni O peLleHNsX PyKOBOANUTENS B
X0[€ BbIMOJIHEHWS COrIaLleHUIA

Heobxoanmble yMEHUSAHANN3MPOBaTb N 0TOMPATb NCTOYHMKN MHOPMALIMM B COOTBETCTBUN C KPUTEPUAMU
MOJIHOTbI, AOCTOBEPHOCTMW, CBOEBPEMEHHOCTMW NpPefoCcTaBAeHNS UHDOPMaLUK

CobupaTb, 0bpabaTbiBaTb 1 aHaNU3MPOBATbL NHGOPMALINIO B COOTBETCTBUN C 3aAaHHbIMU TpeboBaHUAMU
MNepenaBaTb MHMOPMALMIO B CUCTEMATU3NPOBAHHOM BUAE

ObpabaTbiBaTh U CTPYKTYpUPOBaTb MHGOpMaLMo, 0bpasya NHGopMaLMOHHbIE pecypChl

Mpon3BoANTb MOUCK MHGOPMaLMKN B CYLLLECTBYOWMX 6a3ax AaHHbIX, BECTN UH(OPMALMOHHO-CNPABOYHYHO
paboTy Ha OCHOBE Pa3/INyHbIX KOMBUHALIMIA MOMCKOBbLIX MPMU3HAKOB

ObecneynBaTb MHPOPMALIMOHHYO 6E30NaCHOCTbL OpraHu3aLun

PaboTaTb C KOMNbLIOTEPOM, NCMOb30BaTb OPUCHBIN NaKeT (TEKCTOBLIN pefakTop, Tabauubl)

Heobxogumble 3HaHWABHYTPEHHAS U BHELIHAA NOAUTMKA OpraHm3auum

MpyHUMMbI NpeacTaBMTEeNbCTBA B FOCYAAPCTBEHHbIX OPraHax, opraHax MecTHOro camoynpasieHus,
CTOPOHHMX OpraHu3aumax u NopsAoK B3auMOAENCTBUS C HAMK

MpHUMMABI U MeTOAbl aAMUHUCTPUPOBaHNSA

0cobeHHOCTN hOPMUPOBAHMNSA BHELLIHMNX U BHYTPEHHUX MH(OPMALIMOHHBIX MOTOKOB

CTpyKTypa opraHusaLmm 1 nopsaok B3anMoAenCTBUS nofpasfeneHuin n ciyxo

MpaBunna HopMMpoBaHNS U UCNOJSIb30BaHMS 6a3 AaHHbIX

CoBpeMeHHble Hay4Hble MeToabl U TeEXHMYeCKne cpeacTBa, cnocobeTrytowme cbopy, obpaboTke,
COXpaHeHWIo 1 nepefayve HhopMauum

MpaBuna 3aWwnTbl KOHGMUAEHUNANBHON CY>XeOHON nHpopMaLun

CoBpeMeHHble NHPOPMALMOHHbIE TEXHOIOM U

[pyrvne xapakTepucTuku-
3.4.2. TpypnoBas hyHKLNA

HanmeHoBaHMe
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AHanns nHgopMaLunm 1 NoAroToBKa MHHMOPMaLMOHHO-aHaNMTU4Yecknx maTtepuasosKonD/02.6YpoBeHb
(nooypoBeHb) KBannpukaLnmne

MpouncxoxxaeHne Tpynoson pyHKUMMOpUrmHan
X3auMCTBOBaHO U3 OpuUrnHana

Kofn opuruHana
PernctpaunoHHbIn HoMep NpoecCcMoHaNbHOro CTaHaapTa

TpynoBsble gencTBusCoop, nepepaboTka 1 aHaM3 NHGOPMaLNK 4N1A pelleHns 3aaad, MoCTaBAEHHbIX
pyKoBOLUTENEM

MoAroToBKa MHGMOPMALIMOHHO-aHAIMTUYECKMX MaTepuasos

Pa3spaboTka TemMaTM4eCKOro naaHa 0630pHOr0 AOKYMEHTa, A0KNaaa

OnpepeneHune kKpyra 6ubnamorpadnyeckmnx NCTOHYHNKOB

Moabop UCTOYHMKOB 1 IUTepaTypbl No TeMe 0630pa, AOKNaAa, aHAMTUYECKOW CrPaBKM

Hanucanue n ocopmneHne 0630pa, AoKNaja, aHaNUTUYECKON CNPaBKy

Heobxogumble ymeHuUsiPazpabaTbiBaTb TEMATMYECKUA NNaH 0630pa, A0KNada, aHAaIMTUYECKOW CNPaBKK
060CHOBEIBaTb aKTyanbHOCTb NPOBAEMBI, KOTOPYIO MPEeACTONT OCBETUTL B 0630pe, fOKNaje, CNpaBke
Mosib30BaTbCA MHPOPMALIMOHHBIMUN pecypcaMm U CMCTEMATU3NPOBATL UH(OPMaLMIO MO 3a4aHHbLIM
KpuTepusam

VIHTepnpeTupoBaTb NosyYeHHbIe JaHHble U NPeACcTaBAATb UX B CUCTEMaTU3NPOBAHHOM BUae
Onpenensitb KPyr UCTOYHMKOB W INTEPaTypPbl, HEOOXOAMMBIX 4SS NOATOTOBKM MHOPMALMOHHO-
aHaIMTNYeCKMX MaTepunasios

M3naraTb MaTepuan B IOFMYECKON NOC/IeA0BaTENbHOCTM

Mpon3BOANTL aHaIU3 U OLLEHKY MU310XXEeHHOro MaTepuana

OdopmMNIATL TEKCT B COOTBETCTBYIOLLEM CTUE

PepakTupoBaTb TEKCT 4OKYMEHTOB

®opMynnpoBaTh BbIBOAbI 1 pEKOMEHAALINN

OcyLecTBnATL aBTOMaTU3aLMIO NpoueccoB cbopa, XpaHeHNS 1 BbliAavnm MHOpMaLUm

MoNb30BaTbCSA YCTPONCTBAMM aBTOMATU3NPOBaAHHOM 06paboTKy TEKCTOBOWM MHGOpPMaLIUN ©
hoToHabopHbLIMU YCTPONCTBaMU

MPYMEHATb BbIYNCINTENBbHYIO TEXHUKY U MH(OPMALNMOHHBIE TEXHONOMMW A5 3KOHOMUYHON Y
paLMoHaNbHON OpraHn3aLnmM MHHOPMaLMOHHBLIX MPOLLECCOB, MOBbILLEHNS X TMOKOCTU U AUHAMUYHOCTU
MpoBOANTb pedakTUpOBaHWE TEKCTa, aHaNu3 1 OLLEHKY BbIBOAOB U PEKOMEHAaLmMin

MpUMeHATL OCHOBLI NCUXONOTMK AEeN0BOro 0bLLeHNs

Heobxogumble 3HaHMAHOpMaTUBHbIE MPABOBbIE aKTbl, HOPMATUBHO-METOANYECKNE LOKYMEHTDI,
roCyfapCTBEHHbIE CTaHAAPThl B Chepe AeaTeslbHOCTM opraHu3aunm

CTpyKTypa opraHusaLmm, pyKoBoACTBO CTPYKTYPHbIX NOAPA3AeeHUNA, HanpaBaeHUsa AeaTeNlbHOCTY
OopraHu3auny N KOMNETEHLMN CTPYKTYPHbIX NOAPa3AeneHnin N 4OMKHOCTHbIX AN

Knaccnukaums ynpaBneH4eckorn MHopMaLmm, BUAbl yripaBiaeH4eCcKon nHopmaLmm

dopmbl NpeacTaBAeHNS YNpaBaeHYeCKon nHopmaLmum

NCTOYHMKM yNpaBneH4YeCcKon nHgopmMaunm, Metoanka otbopa MCTOYHUKOB MHGOPMaLLUn
TpeboBaHus, NpeabsABAsSeMble K yripaBieHYeCcKon MHhopMaLmm

OcobeHHOCTK pedepupoBaHna MHGOPMaLUK, cneundrka oDOPMIEHNS U COCTABNEHNS aHHOTaLIWNA,
pedepaTos, 0630p0B, AOKIALO0B

OCHOBbI HanNMCcaHNs peyen N AOKNaL0B PyKOBOAUTENS

KaTeropum cnywaTenen (YyutaTenen), Ha KOTopeix ByaeT paccymTaH AaHHbIN 0630p, OOKNaL
MeToabl 06paboTku NHGOPMaLUK C MPUMEHEHNEM COBPEMEHHbBIX TEXHUYECKNX CPEACTB KOMMYHUKaLMI 1
CBSAI3U, BLIYUCANTENBHOWN TEXHUKN

CTpyKTYypa MHPOPMALMOHHBIX U34aHWUIA B 3aBUCMMOCTU OT XapakTepa MHMopMaLMm 1 Lenesoro
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Ha3Ha4YeHUs NHPOPMALMOHHbBIX N34aHWN

CoBpeMeHHble cpeacTBa cbopa, 06paboTkm, cuctemaTusaunm nHpopmaunm

NcTo4HMKN nHopMaunn: katanorn bubnnoTtek, XypHanoB, MOMCKOBbIE CUCTEMbI UHOPMALMOHHO-
TeNeKOMMYHUKaUNOHHOW ceTU "MIHTepHeT", 3N1eKTPOHHbIE 6a3bl AaHHbIX

®yHKLMOHaNbHOE Ha3Ha4veHne o63opa (bubnmorpadmyeckoro, peepaTMBHOro, aHaAUTUYECKOr0) Kak
CpefCTBa OpUeHTauun YutaTens B LOKYMEHTaJIbHOM UaN MH(POPMALMOHHOM NOTOKe

OcobeHHOCTK 0bLeHayYHOWM 1 NparMaTuyeckon yHkumum 063o0pos

MpaBuna paboTbl C BHELWHNMY HOCUTENAMMW MHOPMaL MK

MoHATMe 1 cneundrka bubnnorpagmryeckoro, pedepaTNBHONO U aHANUTNYECKOr0 MHGOPMaLIMOHHOIO
n3gaHns

CnpaBoYHbIe NpaBoOBble CUCTEMBI

Opyrve xapakTepucTuku-

3.4.3. TpyLoBas pyHKUUA

HanmeHoBaHneOpraHn3auus AenoBbiX KOHTAaKTOB U MPOTOKObHbIX MEPONPUATUIA
KoaD/03.6

YpoBeHb (MoaypoOBEHb) KBaINMKaLn

6

MpoucxoxxaeHne TpyaoBoN yHKLMMOPUrMHan
X3anuMCTBOBaHO U3 OpuUrnHana

Kopn opurvHana
PerncTpauunoHHbIn HoMep NpodecCnoHaNbHOro CTaH4apTa

TpyLosble geicTBusOpraHn3aLmsa u NiaHMpoBaHne 4es0BbiX KOHTAKTOB, BCTPEY M NOe3[0K PyKOBOAUTENS
OpraHusaums 3acefjaHuiA, COBELLAHNIA 1 MEPONPUATUIA, MPOBOANMbIX PYKOBOAUTENEM

MoAroToBKa MaTepuasioB ANs COBELLAHWIA, BeAeHne 1 0hopMeHe NPOTOKOJI0B

MogroToBKa Npe3eHTaumMm No yKa3aHuio pyKoBoANTENS

MoAroToBKa M NpoBeAeHue Npecc-koHMepeHLM PyKOBOAUTENS

OpraHun3aums neperosopos, obecneyeHne y4aCTHUKOB MHGOPMALIMOHHBIMI MaTepranamm, BejeHne
3anucei neperoBopos

Heobxonnmble ymeHnsCoCTaBAATb MAaH NOe34KWN PYKOBOAMTENS

OcdopMNATb LOKYMEHTbI, HE0OX0ANMbIE AN AEN10BON NOE34KUN, KOMaHOUPOBKM PYKOBOANTENS
CocTaBnsaTb U OPOPMAATH NPOTOKOJIbI COBELLAHUI, 3aCefaHNN N KOH(PEPEHTHLIX MEPONPUSATUIA, FOTOBUTb
CMWNCOK Y4aCTHWKOB, MOBECTKY OHA, ABOYHbIE JINCThI Y MPOEKThl UTOFOBbIX OKYMEHTOB

CocTaBnsaTb Npecc-penusbl

BecTun neperoBopbl C MapTHePaMm

PaboTaTb B pe)xnMe MHOr03a4avyHoCTH

PaboTaTb ¢ 60/bLLIMM 06bEMOM MHOPMALIAK

Co3paBaTh 1 NOALAEPXKMBATb MOJOXKUTENbHBIA UMUK OPraHU3aunn U pyKoBOAUTENS

icnonb30BaTb BbIYUCANTENBHYIO TEXHUKY U MHOPMALMOHHO-KOMMYHUKALMOHHbIE TexHooruy ana bonee
3KOHOMMWYHOW U paLMoHaIbHOWM OpraHM3auumy MHGMOPMALMOHHbIX MPOLLECCOB, MOBLILIEHNS NX TMOKOCTH 1
ANHAMUYHOCTU

Ob6ecneynBaTb MHPOPMaLIMOHHYO 6E30NacHOCTL OpraHu3aLnn

HeobxoavMble 3HaHUSAHOPMaTUBHbIE NMPABOBbLIE aKTbl, HOPMATUBHO-METOANYECKME AOKYMEHTI,
rocyaapcTBeHHbIE CTaHAapPThl B chepe AeaTeNIbHOCTY OpraHn3aLum

CTpYKTypa opraHu3aLun, pyKoBOAALWMUIA COCTaB OpraHM3aUmm 1 Noapa3ae/ieHunii, HanpasaeHus
NEeATeNbHOCTW OPraHn3aLnMmn U KOMNETEHLMN CTPYKTYPHLIX NOAPa3aeNeHniA U JOMKHOCTHBIX JIUL]
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Mcuxonormsa nenoBoro o6LeHns, OCHOBbI KOH(IMKTOIOM MK

MpaBnia NnpoBefeHNs Ae0BbIX MepPeroBopoB 1 NMPOTOKObHbLIX MEPONPUATUIA
DTUKET 1 OCHOBbl MEXAYHapOL4HOr 0 NPoKoJia

MNpaBuna cocTaBieHUs U OPOPMIEHNA LOKYMEHTOB

Mpasuna 3aWwnTbl KOHGQUAEHUNANBHON CNY>XeOHON nHpopMaLun
VHhopMaLMOHHO-KOMMYHMKALMOHHbIE TEXHOJIOTUN

[pyrve xapakTepucTuku-

3.4.4. TpypnoBas (hyHKLNA

HanmeHoBaHneOpraHn3auns UCNONHEHNS peLleHnin PyKOBOAUTENS
KonD/04.6

YpoBeHb (MoAypOBeEHb) KBaANGMKaLum

6

MpouncxoxxaeHne Tpyaoson hyHKUUMOpUrmHan
X3auMCTBOBaHO U3 OpuUrnuHania

Kopn opuruHana
PerncTpauunoHHbIn HoMep NpodecCcnoHaNLHOro CTaH4apTa

TpynoBble AeNCTBMAOKYMEHTaIbHOE 0DOPMIIEHNE PELLEHNI PYKOBOANUTENS, NOBELEHUE N0 CBEAEHUS
PabOTHMKOB OpPraHn3aLInM YCTHbBIX PAcNopsXKEHU pyKoBoauTeNs

KoopavHauus nesTenbHOCTY Mo UCMOSHEHNIO PELLEHNI PYyKOBOANTENS

KOHTPOJIb UCMOIHEHMUS PELLEHWIA PYKOBOAUTENS

MoAroToBKa OTYETOB O BhLIMOJIHEHUN MOPYYEHUI U PELLEHWUI PYKOBOAMTENS

Heobxoammble yMeHUSCOCTaBAATb M 0hOPMAATE OKYMEHTHI, COAEP KALLNE MOPYYEHUS N PACTIOPSIKEHUS
pyKoBOAUTENS

BecTu yyeT nopyyeHuin pykoBoauTens, TpebyloLimx KOHTPOIS N0 CYLLECTBY PeLIeHNs BONPOCa
MpuHMMaTb peLleHns B npouecce paboTbl

Mpoun3BoANTb aHaNN3 UCMOAHUTENbCKON ANCUUMINHBI

CoCTaBNsATb aHA/IMTNYECKNE OTYETLI U CMIPABKY MO pPe3ysibTaTaM UCMOSHEHNS MOPYYEHUIA N PACMOPSXKEHNIA
pyKoBoAUTENS

Monb30BaTbCs CUCTEMAMK 3/IEKTPOHHOIO AOKYMeHTo0b0pOoTa

MpUMEHNTb BLIYNCANTENbHYIO TEXHUKY 1 MH(OPMALMOHHO-KOMMYHWKALNOHHbIE TEXHOJIOMMU Ais
3KOHOMMWYHOW 1 paLMOHaNbHOW OpraHn3aLumy MHPOPMALIMOHHBIX NPOLECCOB, MOBLILLEHNS UX TMOKOCTY 1
ANHAMUYHOCT

ObecneynBaTb 6€30MNaCHOCTb AEATENBHOCTN OpraHn3aunm

HeobxonavMble 3HaHUSAHOPMaTUBHbIE NPABOBbLIE aKTbl, HOPMATUBHO-METOANYECKME AOKYMEHTI,
rOCYAapCTBEHHbIE CTAHAAPTbI B Chepe AeATeNbHOCTM OpraHm3aumm

CTpyKTypa opraHu3aLuu, PyKoBOLCTBO CTPYKTYPHbIX NOAPA3AeNeHNIA, HAanpaBAeHNs LesTeNbHOCTH
OpraHu3aunm N KOMNETEHUNN CTPYKTYPHbIX MOAPA3AENEHNA N LOSKHOCTHbIX JNL

MpaBuia NPOBEAEHNS KOHTPOJIS UCMOJIHEHNS NMOPYYEHUI PYKOBOANTENS

TexHonorvs BefeHns KOHTPOS UCMOSIHEHUS MOPYYEHWA PyKOBOANTENS

CUCTEMbBI 3IEKTPOHHOI0 LOKYMeHTO060p0Ta, 6a3bl AaHHbIX

TpeboBaHWs oxpaHbl Tpyaa

Opyrue xapakTepucTnkm-

IV. CBeneHus 06 opraHmnsaumax - paspabotymkax
npochecCcMoHaNbHOro CTaHaapTa
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4.1. OTBETCTBEHHAs OpraHu3aLns-pa3paboTImk

HM "HaunoHanbHas accoumaums oUCHbIX CNELNANNCTOB N aiMUHUCTPATUBHbIX paboTHMKOB", ropoa
MockBa

HOunpekTop

XnocHeBa Jliogmuna MeTpoBHa

4.2. HanmeHoBaHUS opraHm3aunii-pa3paboTymkos

1000 "UeHTp 3kcnepTun3bl U cepTudumkaumnmn”, ropog Mocksea

20I'bOY BO "PoCCMNCKIMIA rOCYAaPCTBEHHbIA F'YMaHUTapHbIM yHUBepCUTeT", ropod MockBea
3®Ibrnoy "Konnepgx MU Poccun", ropog Mocksa

4MNAO "MocKoBckas 0bbeamMHEeHHas aHepreTnyeckas komnaHus", ropon Mockea

1 O6LLepoCCUnCKUn KnaccurukaTop 3aHATURA.

2 06Lepoccninckuin KnaccuunkaTop BUAOB SIKOHOMUYECKON AeATENbHOCTH.

3 ObLiepoccninckmnin knaccudukaTop npodeccunin pabounx, 4OMKHOCTEN CRYXaLLKUX 1 Tapu@HbIX pa3psaoB.
4 EAMHBIN KBAaNNGUKALNOHHBIA CNPaBOYHUK AO/KHOCTEN PYKOBOAMTENEN, CNELNaNNCTOB 1 CAYXKaLlnX.

5 ObLiepoccniickmnin KnaccudukaTop cneunansHOCTEN No 0bpa3oBaHuLo.
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