Mpuka3 MuHuctepcTBa Tpyaa v coumansHon 3awmnTsbl PO ot 6 mas 2015 r. N 276H
"O6 yTBepXaeHUn npodeccuoHarnbHoro ctangapTa "Cneumanuct no opraHn3aynoHHOMY U
AOKYMEeHTauMOHHOMY obecneyveHunto ynpaBreHns opraHmsaumen”

B cooTtBeTcTBMM C rnyHkToMm 16 [MpaBun paspaboTku, yTBEpXOAEeHUA U NpUMEHEHUs
npodeccuoHanbHbIX  CTaHOApPTOB, YTBEPXAEHHbIX MocTaHosreHnem  [paBuTenbcTBa
Poccunckon ®epepaumm o1 22 gaHBapsa 2013 r. N 23 (CobpaHue 3akoHogaTenbCTBa
Poccunckon ®epepaunn, 2013, N 4, cT. 293; 2014, N 39, cT. 5266), npukasbiBato:

yTBEPOMTb  MNpunaraembln  npodeccnonansHeln  ctaHgapt  "Cneumanuct  no
OpraHM3aumoHHOMY U JOKYMEHTaUMOHHOMY obecrneyeHunto ynpasneHnst opraHmsaumnen”.

MuHUcTp M.A. TonunuH

3apeructpmnpoBaHo B MuHtocte P® 2 nioHs 2015 r.
PernctpauyunoHHbin N 37509

FAPAHT:

Cwm. cnpaBky 0 npodheccnoHarnbHbIX CTaHgapTax

Cwm.:

OOJMPKHOCTHY MHCTPYKLMIO cekpeTapsa-agMUHUCTpaTopa
OOJMKHOCTHYIO MHCTPYKLMIO CEKpeTaps pykoBoguTens

MpodeccuoHanbHbIN CTaHAAPT
CneunanucTt Nno opraHn3aunoHHOMY U AOKYMeHTaLuMOHHOMY ob6ecne4yeHuto
ynpaBrieHUs opraHu3auven
(yTB. npnkazom MuHuctepcTBa TpyAaa u coumnanbHou 3awmTtbl PP ot 6 masa 2015 r.
N 276H)

447

PerMCTPalMOHHEIM HOMEP

|. O6wme cBegeHUs

OpraHM3alMOHHOE UM IOOKYMEHTAlLIMOHHOE obecrnieueHue

YOPaBJIEHUS OPTaHM3aUMaMM JIIOOBIX OPTaHM3aLUMOHHO-IIPaBOBEIX
bopm 07.002
(HaMMeHOBaHME BUIa NPOYPEeCCUOHANIBHOM HOesATeJIbHOCTH) Kon

OcHoBHas uenb BMaa NnpodeccuoHanbHon AeATENbHOCTHU:

Peanusauus obecneumBaroLLmx PyHKLMA ynpaBrieHnss opraHnsaunen; BHeApeHNe Nyymnx
TEXHMYECKUX pa3paboToK N HOBENLUNX TEXHOSOMMIN B obecneveHne ynpaBneHus
opraHusauunen
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pynna 3aHATUN:

2432

Bubnnotekapwm,
6ubnuorpadel,
AOKYMeHTOBebI U1

npodeccui

cneunanncTbl poacTBeHHbIX

3431

AOMUHUCTPAaTMBHO-YNpPaBeH4YeCcKn
M nepcoHan

4222

Cnyxawme, 3aHATble
npuemMom u
NHOPMNPOBAHNEM
nocetTutenemn

(kon

(HanmeHoBaHue)

OK3*(1))

(kog OK3)

OTHeceHune K Bugam 3KOHOMUYECKON OEeATENbHOCTH:

(HaMmeHoBaHue)

82.1 [eAaTtenbHOCTb aAMUHUCTPaTUBHO-XO3ANCTBEHHAS U BCNOMOraTesbHas
AeaTenbHOCTb N0 obecneyeHnto OyHKLMOHMPOBAHUS opraHmM3aumnm

82.3 [earenbHoCTb No opraHn3aunm KoHPEpPEHLMN N BbICTABOK

(koa (HanmeHoBaHMe BMaa 9KOHOMUYECKON AEATENBHOCTI)

OKB3[*(2))

Il. OnucaHmne TpyaoBbIX PYHKUMK, BXOAALWMX B NpodeccuoHanbHbIN CTaHAapT
(dbyHKUMOHanNbHasA KapTa BuAa npodeccnoHanbLHOM AeATeNbHOCTH)

O6006ueHHbIE TPYAOBbIE PYHKLMK

TpynoBble pyHKUNN

ko4 HanmMeHoBaHue ypOBEH HanmeHoBaHWe ko4 YPOBEHb
b (noayposeH
KBanm b)
domkay, KBanudumkay,
nn nn
A OpraHunsaumoHHoe 3 Mpuem n pacnpeaeneHue A/01.3 3
obecneyeHune TeneOHHbIX 3BOHKOB
AeaTenbHOCTH opraHusauum
opraHusaumm OpraHusaumsa paboTbl C A/02.3 3
noceTuTeNAMM
opraHusauum
BbinonHexne A/03.3 3
KOOPANHNPYIOLLNX 1
obecneymBatoLmx
OyHKUMIN
B [lokymMmeHTauMoHHOEe 5 OpraHusaums pabotbl ¢ B/01.4 5
obecneyeHune OOKYMEHTamMu
[eATeNnbHOCTHU OpraHunsaums TekyLiero B/02.4 5
opraHusaumm XpaHeHWs1 AOKYMEHTOB
OpraHunsaums obpaboTku B/03.4 5
Aen ons nocneayroLwero
XpaHeHUs
C OpraHnsauymoHHoe, 6 OkasaHne nomoLu C/01.6 6
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AOKYMEHTaLUMOHHOEe
N MHdopMaLMOHHOe
obecneyeHune
AEeATeNbHOCTH
pykoBoauTens
opraHuMsauuu

pyKOBOOUTENIO B
nnaHnMpoBaHum pabo4yero
BPEMEHM

MnaHnpoBaHme paboyero
[OHs1 cekpeTaps

C/02.6

Opranuszauus
TenedOoHHbLIX NEPeroBopoB
pykoBoanTens

C/03.6

Opranuszauus
KOMaHAMPOBOK
pykoBoauTens

C/04.6

OpraHnusaums paboTbl ¢
nocetTuTensaMmn B
NPUEMHOWN PyKOBOAUTENS

C/05.6

OpraHusaumsi NOAroTOBKM,
npoBeaeHus u
obcnyxuBaHus
KOHQPEPEHTHbIX
MepOnNpUATUI

C/06.6

OpraHu3aumst UCMoNHEHUs!
peLUeHnin, OCyLLeCcTBNeHne
KOHTPOIS UCMOSNTHEHUS

NOPYYEHU PyKOBOANUTENS

C/07.6

OpraHusaums n
nogaepxaHue
YHKLMOHANBHOro
pabo4ero npocTpaHcTBa
NPUEMHON N KabmHeTa
pykoBoauTens

C/08.6

PaspaboTtka nokanbHbIX
HOPMaTMBHbIX aKTOB,
pernaMmeHTUpYHLLNX
paboTy cekpeTapsi

C/09.6

CocTaBneHue n
ohopmneHne
ynpaBreH4YecKomn
OOKYMeHTaumm

C/10.6

OpraHunsaums pabotbl €
OOKYMEHTaMu B NPUEMHON
pykoBoguTens

C/11.6

OpraHunsaums xpaHeHus
OOKYMEHTOB B NPUEMHOMN
pykoBoaguTens

C/12.6

Ob6ecneyeHne
pykoBoAMUTENS
NHdopmMaLunen

C/13.6

OpraHunsauyus
MHOPMALMOHHOIO
B3aUMOOENCTBUS

C/14.6




PYKOBOAUTENS C
noapasaeneHnsamn u
AOMKHOCTHLIMUY NULAMM
opraHusauum

D NHpopmaumoHHo-a
HanuMTn4yeckasa n
opraHu3aunoHHo-az
MUHUCTpaTUBHas
nogaepxka
AeaTernlbHOCTH
pyKkoBOAUTENS
opraHmsauuu

dopmupoBaHue
MHPOPMALIMOHHOIO
B3aMMOeNCTBUSA
PYKOBOAUTENS C
opraHmsauusamm

D/01.6 6

AHanus nHpopmaummn n
noaroToBka
MHPOPMaLIMOHHO-aHaNUTH
YeCcKMX MaTepuanos

D/02.6 6

OpraHusaums genosbIx
KOHTAKTOB U1
NPOTOKOSIbHbIX
MepPOnNpUATUI

D/03.6 6

OpFaHI/I3aL|,I/1$I MCnoJiHeHunA
peLueHI/IIZ pykoBoguUTeENA

D/04.6 6

lll. Xapaktepuctka o6006LIEeHHbIX TPYAOBbIX (PYHKLNN

3.1. O6o0LweHHas TpyaoBas yHKUNSA

HanmeHoBa | OpraHusaunoHHoe obecneveHne Kon A | YpoBeHb 3
Hue AEeATenbHOCTU OpraHu3auum KBanudukaum
n
MponcxoxpeHne OpuvrnHan X | 3anmMcTBOBaHO m3
0606LLEeHHON TPY4OBOM opurnHana
JyHKUMN
Kon Peructpauno
OpuUrMHan  HHbI HOMepP
a npodeCccunoH
arnbHOro
cTaHgapTa
Bo3moxHble CekpeTapb-agMUHUCTPATOP
HanmMeHoBaHUS
JOIMKHOCTEWN,
npodeccunn

TpeboBaHus Kk
obpasoBaHuo n
00y4eHunto

CpepHee obuiee obpasoBaHme
MpodeccnoHansHoe 0by4eHne - nporpamMmmbl NPodeccnoHanbHoON
NOArOTOBKKU NO Npodyeccnam paboumx, OSMKHOCTSM CryXallmx,
nporpaMmmbl NEPEnoAroToBkM paboumx, cnyxawmx, NnporpaMmbl
NOBbILWEHNS KBanuurkaumm pabodmx, cnyxatimx

TpeboBaHus k -
onbITy




NpakTn4ecKomn
paboThl

Ocobble ycnosus
gonycka K paborte

Opyrue
XapaKTEPUCTUKN

D,OI'IOJ'IHMTGJ'IbeIe XapaKkTepuctnkmn

HanmeHoBaHMe OOKyMeHTa Koa HanmeHoBaHue 6a3oBow rpynnbl, 4OMKHOCTH
(npocpbeccun) nnu cneumnanbHOCTU
OKS3 4222 | Cnyxawme, 3aHATbIE NPUEMOM U
NHOPMUPOBAHNEM NOCETUTENEN
OKCO*(3) 032001 | JokymeHTOBEAEHWNE N OOKYMEHTALMOHHOE
obecneyeHune ynpasneHus
3.1.1. TpypooBas pyHKUMS
HaunmeHoBaHne | lNpuem n pacnpegenerdne | Kog A/01.3 | YpoBeHb 3
TenedOHHbIX 3BOHKOB (noaypoBeHb)
opraHusaumm KBanudukawumm
MpoucxoxaeHne | OpurnHan X 3anmcTBOBa
TpyLoBoun HO 13
YHKLMN opurnHana
Kon PerncrtpaunoHHbl
opurnmHana N HoMep
npodgeccunoHanb

HOro craHgapTa

TpynoBble oencTems

lNepeHanpasneHne TenedOHHbIX 3BOHKOB PYKOBOACTBY U
COTPYAHUKaM opraHusaumm

PerucTtpauus noctynarowmx TenedoHHbIX 3BOHKOB

MonyyeHne Heobxoanmon nHpopmaumn n nepegada
CaHKLMOHNPOBAHHOW MH(OpMaLMn No TenedoHy

Heobxognmble
yMeHUs

Mcnonb3oBaTb TEXHMYECKME 1 NPOrpaMMHbIE CpeacTBa Ans
NpoBeAeHnst FoyI0COBON UMW BUAE0-KOHMEPEHL,-CBA3N

Mcnonb3oBaTb cpeacTBa KOMMYHUKALWMOHHOM OPITEXHUKN Ans
nony4YyeHns 1 nepegadyn nHdopmauum

BecTn yyeTHble perncrtpaumoHHble hopMbl, UICNOMB30BaTb UX ANd
NHOPMaLMOHHON paboTbl

YcTaHaBnMBaTb KOHTaKT ¢ cobeceqHNKOM, NOAAEPX1BaTb U
pa3BuBaTh AenoBy beceny B npoLiecce TenedOHHbIX NeperoBopoB

CrnaxmBaTtb KOHQIMKTHbIE U CITIOXHbIE CUTYaUNN MEXITUYHOCTHOIO
B3aMMO4encTBus

Cobnogatb CnyXebHbIn 3TUKET

Heobxognmble
3HaHuA

dyHKUMK, 3a4a4M, CTPYKTYpa opraHn3aunm, ee cBs3m

[MpaBuna B3anmMogencTBmS C NnapTHeEpPaMK, KNMEHTaMK, cpeacTsaMmm
MaccoBOU MHpopmaLmm
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3TuKa 0enoBoro ooLweHns

MpaBuna pe4yeBoro aTnKeTa

TpeboBaHWst OXpaHbl Tpyaa

[MpaBuna 3awmnTbl KOHOUAEHUMANBLHON cryXebHon nHopmaumnm

Opyrue
XapaKTEPUCTUKN

3.1.2. TpypooBas pyHKUMS

HaumeHoBaHu
e

OpraHnusauus paboTbl ¢ Kog | A/02.3 | YpoBeHb 3
noceTMTeNnsaMM opraHmnsauum (noaypoBeHb)

KBanudukaumm

MpouncxoxaeHun
e TpyaoBou
YHKLNK

OpurnHan X 3anmcTBOBaHO

N3 opurmHana

Koa Pernctpauu
opuruHana OHHbIN
HOMEp
npogoeccuno
HanbLHOro
cTaHpapTa

TpynoBble
JencTBus

BcTpeya nocetutenen, nonydeHme nepBrUYHOn nHopmaumm o
noceTUTeNaxX U NOMOLLb B OpraHmn3auumn nx npyuema pykoBoguTtenem u
COTPYAHNKaMM

BegeHuve xxypHana 3anvcu nocetutenemn

YyeTt nocetutenen n opopmneHmne nporyckos

Copencteue onepaTtMBHOMY PaCCMOTPEHUIO NPOCLO 1 NpeanoXeHUn
nocetutenen

Mpuem 1 Nnepegava JOKYMEHTOB NoceTUTENen pyKoBOACTBY U
COTpYyAHMKaM OpraHm3aumm

OpraHnsaums n 6poHMpoBaHNe NeEPEroBOPHbLIX KOMHAT

CepBupoBKa 4YanHoro (kogernHoro) crona B ocgpuce

[MpuroToBneHne HaNUTKOB (4aun, kKode, NPoXNaanTeribHbIE HANUTKN)

Heobxognmble
yMeHUs

Oobwartbca ¢ noceTMTenaMmn

Ncnonb3oBaTb yCTaHOBMNEHHbIE NpaBuia 1 Npoueaypbl KOMMYHUKaLUK
BHYTPW OpraHnsaumm

BecTtu y4yeTHble hopMbl, MICNONMb30BaThb MX AN paboThbl

Co3pgaBaTtb NOMNOXUTENbHbIN UMUK OpraHM3aunm

[MpuHMMaTbL Mepbl MO paspeLleHnto KOHMNUKTHLIX CUTYaLNn

MpuMeHATb MHHOPMALMOHHO-KOMMYHUKALIMOHHbBIE TEXHOSOMMM

Ob6ecneunBaTb KOHMAEHUMANBHOCTb NHOPMaLMK

Heobxognmble
3HaHUA

lMpaBuna opraHnsaumm npuemMa noceTuTenemn

lMpaBuna oenoBoro o6LeHns

CTpykTypa opraHusaumm n pacnpegeneHme yHKUNn mexay
CTPYKTYPHbIMW nogpasgerieHusiMmn n crneumnanucTamm

MpaBuna opraHvsaumm NnpMemMoB B ogunce

lMpaBuna cepBMpOBKM YarHOro (KodenHoro) ctona




I'Ipanma NnpuUroToBrieHnd 1 nogadn ropavnx HanMTKkoB U 3aKyCOK K HUM

3TuKa 0enoBoro ooLeHus

MpaBuna pe4yeBoro aTukeTa

TpeboBaHWst OxpaHbl Tpyaa

[MpaBuna 3awmTbl KOHPUAEHUNANBHON cnyxebHon nHdopmaumm

Opyrue
XapaKTepPUCTUKN

3.1.3. TpyooBas pyHKUMS

HanmeHoBaHue BbinonHeHnne Kog | A/03.3 | YpoBeHb 3
KOOPANHUPYIOLLNX U (noaypoBeHb)
obecnevnBaroLnX QYHKLUIA KBanuukaumm

MpoucxoxgeHn | OpurmHan X 3anmcTBoBaH

e TpyaoBou ous

JyHKUMN opuruHana

Koa Perncrtpauuo
opurnHana HHbIA HOMEpP
npodgeccnoH
anbHOro
cTaHgapTa
Tpynosble BefeHune xypHana pasbe3goB paboTHUKOB opraHusaumm
DencTeus KoopanHaums paboTbl KypbepPOB 1 BOAUTENEN OpraHn3aumnm
BeneHune xypHana pas3be3foB KypbepoB OpraHm3auum 1 MapLupyToB
BoaUTENEen
CocTaBneHue crnpasku 0 pasbesgax paboTHUKOB, KYpbePOB 1
MapLipyTax BoguMTenen opraHmsaumm

Heobxoanmblie CocTtaBnsaTb U BECTU Y4ETHbIE JOKYMEHThI

yMEeHUs MpumMeHaTb cpeacTea KOMMYHUKaLMKU ANs nepeaadn nopyyvyeHun
PYKOBOAUTENS U COTPYLAHMKOB OpraHmM3aumm
MpumeHsTb coBpeMeHHbIe cpeacTaa cbopa, 06paboTkm 1 nepegayn
MHdopMaLunm
OueHuBaTb pesynbTaTbl B paMKax NOCTaBEHHbIX 3a4a4
OcyLecTBNATbL KOHTPOSb UCMOMNHEHUS NOPYYEHUI PyKOBOAUTENS
COTPYyAHNKaMMU

Heobxoanmblie [MpaBuna peyeBoOro aTnkeTa

3HaHuA ATnka aenoBoro ooLeHns
TpeboBaHus oxpaHbl Tpyaa
[MpaBuna 3awmTbl KOHOUAEHUNANBHON cnyXebHon nHdopmaumm
CTpykTypa opraHusaumm n pacnpeaeneHme QyHKUNn mexagy
CTPYKTYPHbIMW NogpasgeneHmsiMm n cneumnanmcramm

Apyrne -

XapaKTepUCTUKN

3.2. O606LieHHasn TpyaoBas pyHKUNA

HanmeHoBa \ [okymeHTaumoHHOe obecrneyeHme |

YposeHs

Kog




Hue | AesTensbHOCTM opraHusaumm [ | keanudpukaumm | ]

MpoucxoxaeHune OpuruHan X 3anmMmcTBOBaHO U3
0600LeHHON opurmHana
TPYAOBOW (DYHKLMM
Koa PernctpaumnoHHsbl
opurmHana N HomMep
npodeccnoHanbH
Oro ctaHgapTa
BoamoXxHble [enonponssogutens
HanMeHoBaHNSA
OOJDKHOCTEMN,
npodeccuni

TpeboBaHus K

00y4eHUto

obpasoBaHuio 1

CpeaHee npodeccrnoHanbHoe obpasoBaHme - NporpamMmmbl
NOArOTOBKMN KBanMUUMPOBaHHbIX paboumx, criyxalmx

TpeboBaHus K onbITy -
npakTn4eckon paboTbl

Ocobble ycnosusi -
gonycka K paborte

Opyrue

XapaKTepuUCTUKM

[ononHuTenbHbIE XapakTePUCTUKN

HanmeHoBaHne OoKyMeHTa Koa HanmeHoBaHne 6a30Bon rpynnbl, 4OSMKHOCTH
(npodpbeccun) nnu cneumnanbHOCTU
OK3 3431 AOMVHUCTPaTMBHO-YNpaBNeHYECKUI NepcoHan
EKC*(4) - [enonpoussogurtens
OKIMATP*(5) 21299 [enonponssogntesnb
OKCO 032002 [okymeHTaumoHHOe obecneyeHme ynpaBneHms u
apxvBoBeeHune

3.2.1. TpygooBas pyHKUMSA

HanmeHoBaH | OpraHmsauus paboThl ¢ Koa B/01.5 | YpoBeHb 5
ne AOKyMeHTamMu (nooypoBeHb

)

KBanudmkay,

nn
MponcxoxgeHn | OpurnHan X 3anmcTtBoBaHO
€ TPy4oBOW n3 opurmHana
dyHKUMN

Kon PernctpauunoHHbIn
opurmHana HOMep

npodpeccnoHarnbHo
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ro CraHgapTa

Tpynosble
JEencTBus

Mpuem 1 nepenyHas obpaboTka BXOASLWMNX JOKYMEHTOB

MpenBapuTenbHOe paccMOTPEHME U COPTUPOBKA AOKYMEHTOB Ha
perncTpupyemMble 1 He PErMCTPUPyeEMbIE

MogroTtoBka BXOAALLMX OOKYMEHTOB 114 paCCMOTpPEHUA
pykoBoguTenem

PeFI/ICTpaLI,I/IFI BXOO4AWMNX OOKYMEHTOB

OpFaHI/I3aLI,I/IFI OOCTaBKU JOKYMEHTOB UCMNOJTHUTENTAM

BeneHue 6a3bl AaHHbIX OOKYMEHTOB OpraHn3auyunmn

BegeHne nHgopmMaunoHHO-CNpaBo4YHOM paboThbl

O6paboTka 1 oTnpaBka UCXOOALWMNX AOKYMEHTOB

OpFaHI/I3aLI,I/1$I p860TbI no perncrTpauuun, y4eTy, XpaHeHUo un nepegadve
B COOTBETCTBYHOLINE CTPYKTYPHbIE Noapa3aerieHna JOKYMEHTOB
TEeKylwlero genornpomn3sogcraea

KOHTpOJ’Ib NUCNOJIHEHNA OOKYMEHTOB B OpraHn3ayunmn

Heobxoanmbie
yMeHUs

PaboTtaTtb CO BCEN COBOKYMHOCTLIO
NHPOPMALIMOHHO-O0KYMEHTALMOHHbBIX PECYPCOB OpraHnsaumm

lMonb3oBaTbcs 6azamn JaHHbIX, B TOM YuChe yaaneHHbIMU

lNonb3oBaTtbCs CrnpaBO4HO-NMpaBOBbLIMN CUCTEMAMU

Monb3oBaTbCsl aBTOMATM3NPOBAHHLIMW CUCTEMaMM y4eTa,
perucTpauumn, KOHTPoNs U MHPOPMaLIMOHHO-CNPaBOYHbIMU CUCTEMaMM
npu paboTe ¢ AOKYMEHTaMW opraHm3aunm

MpnMeHATb coBpeMEHHbIE MHAOPMALIMOHHO-KOMMYHUKALMOHHbIE
TexHonormm ansa paboTbl C AOKYMEHTaMK, B TOM Yucne angd ee
onTUMM3aummn 1 NoBbILLEHNS 3 MOEKTUBHOCTH

Heobxognmble
3HaHusA

HopmaTuBHbIE NPaBOBbIE aKTbl 1 HOPMATUBHO-METOANYECKME
AOKYMEHTbI, onpegenstoLme nopsiaok JOKYMEHTaLMOHHOro
obecnevyeHnsa ynpaBneHusi

CTpyKTypa opraHusauum, pyKoBOACTBO CTPYKTYPHbIX NogpasfeneHuni

CoBpeMeHHbIe NH(POPMALIMOHHbBIE TEXHONOMMN paboThl C
OOKYMeHTaMu

Mopsigok paboThbl C JOKYMEHTaMM

CxeMbl OKyMeHTOObopoTa

MpaBuna paboTbl C BXOAALLMMU, UCXOASLNMU U BHYTPEHHUMMN
JOKYMEHTaMM

MpaBuna opraHm3aumm n opmbl KOHTPOMS UCMONTHEHMS AOKYMEHTOB
B OpraHusauum

Tunosble CPOKWM NCNOJIHEHNA OOKYMEHTOB

MpunHUMNbLI paboTbl CO CPOKOBOW KAPTOTEKOM

HasHayeHune 1 TexHonornst TEKyLLEro U npeaynpeamnTenbHoro
KOHTpOS

MpaBuna cocTaBneHUs aHanNUTUYeCKNX CNpaBoK NO opraHM3aumm
paboTbl C JOKYMEHTAMW M KOHTPOJK MCMOSTHEHMS AOKYMEHTOB

MpaBuna AokyMeHTaLNOHHOro obecrneyeHnst AesTenbHOCTU
opraHvsauum

Buabl OOKYMEHTOB, X Ha3Ha4YeHne

Tpe6OBaHVIFI, npeabsaBndemMble K AJOKYMEHTAaM B COOTBETCTBUU C
HOPMAaTUBHbIMU aKTaMWn N TOCyaapCTBEHHbIMU CTaHOAPTaMN




I'Ipanma COCTaBJIEHUA U O(bOpMJ'IeHVIFI
I/IH(bOpMaLI,VIOHHO-CI'IpaBO‘-IHbIX, OpraHn3auMnoHHbIX, ynpaBlieH4YeCKNX
OOKYMEHTOB

MpaBuna co3aaHuns u BeaeHus 6a3 gaHHbIX cnyebHbIX JOKYMEHTOB B
opraHusauum

CuCTeMbI 3NEKTPOHHOIO AOKYMEHTO06opoTa

I'Ipanma M CPOKKU OTNpaBKN NCXOOALLNX JOKYMEHTOB

TpeboBaHWsi oxpaHbl TpyAa

Opyrue
XapaKTepPUCTUKN

3.2.2. TpypoBas pyHKUMS

HanmeHoBaHne | OpraHusauus TekyLero Kon B/02.5 | YpoBeHb 5
XpaHeHUs1 JOKYMEHTOB (noaypoBeHb)
KBanudukawumm
Mpoucxoxgenn | OpurnHan X 3anmMcTBOBaHO 13
e TpyZoBou opuruHana
JyHKUMN
Koa PernctpaunoHH
opuruHana bl
HOMep
npodgpeccunoHan
bHOIO
cTaHgapTa
TpynoBble PaspaboTka HOMeHKnaTypbl Aen opraHnsaumm
nencTeuns lMpoBepka NpaBuNbHOCTM 0CPOPMIIEHMST AOKYMEHTOB N OTMETKM 06 nx
NCnonHeHun nepen nx PopMmMpoBaHNEM B AeNO A5 NocneayoLero
XpaHeHus
dopmynupoBaHuMe 3arofiloBKOB AeN U onpeaeneHne CpoKoB UX
XpaHeHus
dopmupoBaHme gen
KoHTponb NpaBumnbHOro N CBOEBPEMEHHOIO pacnpeaeneHms n
NOALIMBKN JOKYMEHTOB B Aena
Heobxoanmblie OpraHnsoBbiBaTb paboTy MO y4YeTy, XPaHEHUIO U Nepeaade B
yMEeHUs COOTBETCTBYHOLLEE CTPYKTYPHOE NoapasaenieHme OKyMEHTOB

TeKyLLIero Aenonpon3BoacTea

OcyLlecTBNATL METOANYECKOE PYKOBOACTBO AeNonpon3BoaCTBOM B
opraHu3auun, KOHTPONMPOBAaTbL NPaBuUIbHOe hopMUpoBaHWe,
XpaHeHWe 1 caady Aen B apxus

PaspabatbiBaTb HOMEHKNaTypy Aen CTPYKTYPHOro nogpasgeneHuns

Ncnonb3oBaTb HOMEHKNATYpY AeNn NpU N3y4eHUN CTPYKTYpbI
opraHu3auumn, CoOCTaBneHUn onucemn gen

OpraHusoBbiBaTb paboTy N0 OpMMPOBaHUIO AEN B COOTBETCTBUM C
yTBEPXXOEHHOW HOMEHKNAaTypou Aaen opraHmsauum

lMpaBunbHO 1 cBOEBpPEMEHHO hOPMMPOBATL AOKYMEHTLI B iena C
Yy4eTOM UX cneumukm




CVICTeMaTI/I3VIpOBaTb OOKYMEHTbl BHYTPW Oena

Ob6ecneymnBaTb COXPaHHOCTb U 3alWnTy JOKYMEHTOB OpraHn3aunn

MNpuMeHATb NHPOPMALNOHHO-KOMMYHUKALMOHHbBIE TEXHONOMMM AN
paboTbl C JOKYMEHTaMu

Heobxoanmbie HOpMaTI/IBHbIe npaBoBbl€ aKTbl, HOPpMAaTUBHO-METOANYECKNE
3HaHUA OOKYMEHTbI, rocyaapCTBEHHbIE CTaHOAPThI, onpeaendarume nopAaaok
OOKYMEHTAaLUMOHHOIo obecneveHus ynpasJiieHnA

Buabl HOMmeHknaTyp, obwme TpeboBaHNA K HOMEHKNaType, MeToauka
ee CocTaBneHnsa n oopMneHuns

I'Ipanma cornacoBaHnA HOMeHKnaTtypbl gern ¢ Be4AOMCTBEHHbIMU
apxmnBamn m SKCI'IepTHOIZ Komuccuemn

Mopsagok hopmmpoBaHna n ohopmneHnsa gen, cneymduka
dopMmnpoBaHUS OTAENbHbBIX KATErOPUN gen

MpaBuna xpaHeHus Aen, B TOM Y1cre ¢ AOKYMEHTaMU OrpaHnYeHHOro
gocTyna

MpaBuna BblAauy U UCMONb30BaHMS AOKYMEHTOB 13
COPMMPOBaAHHbLIX Aen

TpeboBaHust oxpaHbl Tpyaa

Apyrve -
XapaKTepUCTUKY

3.2.3. TpypoBas pyHKUMS

HanmeHoBaHne | OpraHusauus o6paboTku Koa B/03.5 | YpoBeHb 5
Aen ans nocnenyoLwero (noaypoBeHb)
XpaHeHus KBanudukaumm
MpoucxoxaeHn | OpurnHan X 3anmcTBoBaHO U3
e TPy4oBoU opuruHana
JyHKUMN
Kon Peructpauno
opuruHana HHbIN
HOMeEp
npodeccunoHa
NbHOTO
cTaHgapTa

Tpynosble genctems | [poBepka CPOKOB XpaHEeHUs1 JOKYMEHTOB, COCTaBfIeHMe NPOTOKoNa
paboTbl 3KCNEPTHOM KOMUCCUMN NO NOArOTOBKE AOKYMEHTOB K
XPaHEHUIO, aKTa O BblAENeHUN K YHUYTOXEHNIO JOKYMEHTOB, He
noanexawmx XxpaHeHuto

CocTtaBrneHne BHyTpPeHHeN onucy aen Anst o.cobo LeHHbIX JOKYMEHTOB

OdpopmneHne gen NnocTosHHOro, 4ONTOBPEMEHHOIO CPOKOB XpPaHEHWS

OdbopmneHne 06n0Xkn Aen NOCTOSIHHOTO, AONITOBPEMEHHOIO CPOKOB
XpaHeHUsi

CocTaBreHue onucy gern nocTosiHHOro, AONITOBPEMEHHOIO CPOKOB
XpaHeHUsi

lMepenada gen B apxue opraHn3aunm

Heobxoammble Monb3oBaTbCsl NEPEYHSIMM LOKYMEHTOB M aHann3mMpoBaTb




yMeHus

CbaKTI/I‘-IeCKOG coepxXxaHne MMerLnxcd B aene JOKyMeHTOB MNMpu
onpepeneHnmn CpokoB NX XpaHEeHNA

OdopmMnaTb JOKYMEHTbI 9KCNEePTHOM KOMUCCUN

OdpopMnATL 0BMNOXKM AeNn NOCTOAHHOIO U BPEMEHHOIO CPOKOB
XpaHeHus B COOTBETCTBUM C TPEOOBaHUSAMU rocyapCTBEHHbIX
cTaHOapToB

npOI/I3BO,D,I/ITb XPOHOJIOTMYECKN-CTPYKTYPHYHO CUCTEMaATU3aUNO Oerl

OcyuecTBNATbL TEXHMYECKY0 06paboTKy 1 nonHoe oopmneHne gen
NOCTOAHHOIO U BPEMEHHOIO CPOKOB XPaHEHUS

CocTtaBnsaTb onnch Aen NOCTOAHHOIo U BpeMEHHOIo CpoOKOB XpaHEeHUsA
B COOTBETCTBUA C ﬂeﬁCTBleLuMMM HOPpMaTUBHO-MEeTOONYECKNMIA
OOKYMEHTaMu

MprMeHATL MHOPMALMOHHO-KOMMYHUKALMOHHbBIE TEXHOMOMMK Ans
paboTbl C JOKYMEHTaMM

Heobxognmblie
3HaHUsA

HOpMaTMBHbIe npaBoBbl€ aKTbl, HOPMAaTUBHO-MeTOANYECKNE
OOKYMEHTbI, rocyaapCTBEHHbIE CTaHAAPThI, onpeaendarwme nopAaaok
OOKYMEHTaUMOHHOIo obecneyvyeHus ynpasneHunsa

KpI/lTepI/II/I pasaeneHna JOKYyMEeHTOB Ha rpynrnbl B COOTBETCTBUU C
LUEeHHOCTbIO I/IH(bOpMaLWII/I, couepmameﬂcq B HUX

|_|Op$I,EI,OK ncnosnb3oBaHNA TUMOBbLIX UM BEOOMCTBEHHbIX nepequﬁ
OOKYMEHTOB, onpeaerneHnda CpoKoB XpaHeHNA B npouecce SKCnepTu3bl
LUEHHOCTN OOKYMEHTOB

Mopsagok cosgaHusl, opraHM3aumm n JOKYMeHTUpoBaHUs paboThbl
9KCNEePTHOM KOMUCCUN

lMpaBuna cocTaBneHns 1 yTBEPXKOEHNS NPOTOKOMNa padboThl
9KCNEePTHOM KOMUCCUN

I'Ipanma COCTaBJ1e€HUA N YTBEPXKOEHUA aKTa O BblAEJIEHUN
OOKYMEHTOB, HE noanexalnx XxpaHeHuno

MpaBuna TexHn4eckon obpaboTkm N NONHOro oopMIIEHNs Aen
MOCTOSIHHOIO M BPEMEHHOIO CPOKOB XPaHEHWS

I'Ipanma COoCTaBJieHnd onucu aen noctoAHHOro n BpeMeHHOro CpokoB
XpaHeHnAa B COOTBETCTBUU C LI,GI?ICTByI-OLLl,VIMVI
HOPMAaTUMBHO-METOONYECKMMN NOKYMEHTaAMU

MNpaBuna nepegayv gen B apxuB opraHnsauum

TpeboBaHus oxpaHbl Tpyaa

Opyrve
XapaKTepUCTUKM

3.3. O600LweHHas TpyaoBas yHKUNSA

HanmeHoB | OpraHvM3aumoHHOe, LOKYMEHTALMOHHOE 1 Kon C | YpoBeHb 6

aHue MHdOpMaLMOHHOE obecneyeHne KBanudukaym
OEATENbHOCTU PYKOBOAUTENS OpraHn3aunm n

MpouncxoxpeHne OpurnHan X 3anmcTBOBaHO 13

06006LLEeHHOoN opurnHana

TPYy4oBOU (PyHKLMN

Kon PerucTtpauno
opurnmHana HHbI




HOMep

npodeCcCcmnoH
anbHOro
cTaHgapTa
BoamoxHble CekpeTapb pykoBoanTens
HaMMeHOBaHUS
JOJIKHOCTEN,
npodeccuni

TpeboBaHus K
obpasoBaHuio 1
00y4eHunto

Bobiclwiee obpasoBaHue - bakanaspuaTt unm

CpeaHee npodeccrnoHanbHoe obpasoBaHme - NporpamMmmbl
NOArOTOBKWU CNeunanMcToB CPeaHero 3BeHa

[lononHutensbHoe I'IpO(beCCVIOHaJ'IbHOG 06pasoBaH|/|e

TpeboBaHus K OnbITy
npakTuyeckon paboTbl

He meHee OByX NneT BbINOMHEHUs paGoT MO OpraHn3aLnoHHOMY 1
[I0KYMEHTaLMOHHOMY obecrneyeHno AeATeNbHOCTU PYKOBOAMTENS
opraHvsauumn npy cpeaHem npodeccroHanbLHoOM 06pa3oBaHun

Ocobble ycnosusi
gonycka kK pabote

Apyrve
XapaKTepPUCTUKY

[lononHUTEenNbHbIE XapakTePUCTUKN

HanmeHoBaHne OoKyMeHTa Koa HanmeHoBaHne 6a30Bon rpynnbl, 4OSMKHOCTH
(npocpbeccun) nnu cneumnanbHOCTH
OK3 2432 BubnuoTtekapu, bubnmnorpadeil,
OOKYMeHTOBe bl 1 CneunanucTbl pOACTBEHHbIX
npodeccunn
EKC - CekpeTapb pykoBoauTens
OKMAarTP 26341 CekpeTapb pykoBoauUTeENs
OKCO 032001 [lokymeHTOBELEHMNE N OOKYMEHTALMOHHOE
obecneyeHne ynpasneHuns
032002 [okymeHTaumoHHOe obecrneyeHmne ynpaBneHus
N apxnBoBeaeHve
3.3.1. TpypooBas pyHKUMSA
HanmeHoBaHue OkasaHune nomoLu Kon C/01.6 | YpoBeHb 6
PYKOBOAUTENIO B (noaypoBeHb)
nnaHnpoBaHum paboyero KBanudmkaumm
BPEMEHM
MpoucxoxgeHn | OpurnHan X 3anmcTBoBaH
€ TPy4oBOW ous
dyHKUMN opuruHana
Kon PerucTtpaunoH
opurnHana HbIW

HOMep
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npodeccunoHan
bHOTO
cTaHgapTa

TpynoBble oencTBuA

Bbi6op ¢hopmMbl NnaHMpoBaHUs U 0opMIIeHNe NaHUPOBLLMKA
(opraHansepa) pykoBoauTens

BHeceHune nHdopmauum B NiaHMPOBLUMK (OpraHamnsep)

CornacoBaHue ¢ pykoBogutesieM BPEMEHHbIX MJ1aHOB

CornacoBaHue TenegoHHbIX NEPEroBOPOB, BCTPEY U MEPONPUATUIA C
napTHepamu, KnneHTamu, pykoBoaAUTENSIMU NoApasaeneHunin u
COTpYAHMKaAMU

MHpopmmpoBaHme pykoBogMTENS O perflaMeHTe HaMeYeHHbIX
MEepPONpPUATUN

MpepynpexaeHue o NpUbMXKEHUN BpeMeHN HaMeYeHHbIX
MEepPONpUATUN

(DOpMI/IpOBaHI/Ie pe3epBa BpeMeHun and HenpeasnaeHHbIX cmyau,mﬁ

Heobxoanmbie
yMeHUs

YcTaHaBnueaTtb LUEenu, onpeaenstb nepapxuto uenemn

OnpenensATb NPUOPUTETHOCTb U 04epPeHOCTb BbINONIHEHUs paboT U
apheKTUBHO pacnpenensaTb paboyee Bpems

Oka3sblBaTb NOMOLLb PYKOBOAUTENIO B pacnpeaeneHumn ero paboyero
BPEMEHM

BbiOmpaTb onTumManbHble cnocobbl MTHGOOPMMPOBAHUS NAPTHEPOB,
KNWEeHTOB, NOCeTUTENEN, pyKOoBOAUTENEW nogpasgenieHnn u
COTPYAHWKOB O MiaHUPYyEMbIX MEPONPUATUAX

Ob6ecneunBaTb MHPOPMALIMOHHYO 6e30NacHOCTb AEATENBHOCTHU
opraHuMsauum

Heobxognmble
3HaHusA

Cneundurka OCHOBHOW OEATENTbHOCTU OpraHn3aunm

OCHOBbI agMVMHUCTPATMBHOIO NpaBa M TPYA0BOro 3akoHoAaTeNnbLCTBa
Poccunckon ®epepaunm

PykoBogsLmin coctaB opraHmsauum n ee nogpasgesieHnn

DyHKUMN caMOMEeHeIKMEHTa

MpuHUMNbI M NpaBuia NaHNPoBaHUs paboyero BpeMeHM

NocTaHoBKa Lenen

MpaBuna npoBefeHVs AeN0OBbIX NEPEroOBOPOB

TpeboBaHust oxpaHbl Tpyaa

Opyrve
XapaKTepUCTUKM

3.3.2. TpygooBas pyHKUMSA

HanmeHoB | NMnaHmpoBaHne paboyero gHs Koa C/02.6 | YpoBeHb 6
aHue cekpeTtaps (noaypose

Hb)

KBanudumka

uun
MpowucxoxgeHn | OpurnHan X 3anmcTBOBaHO 13
e TpyaooBou opuruHana
dYHKLMN
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Kon PernctpaunoHH
opurnHana bl
HOMep
npodeccnoHanb
HOro cTaHgapTa

Tpynosble Bbi6op 1 ohopmneHne nnaHMpoBLLMKa cekpeTaps
AencTeus BefeHne gHeBHMKA (Ha 3NEKTPOHHOM U1 /unn BymakHOM HocUTene)
CornacoBaHune NnaHoB C NMnaHamMmmn n cpokamm paboTbl pykoBoauTens
Pacnpegenenuve paboyero BpeMeHu (Ha AeHb, Heden, NepcrnekTuBy)
[NepeHeceHre HEBLINOMHEHHbIX 3anaHMPOBaHHbLIX 3a4a4
BbInonHeHe TUNNYHbIX eXegHEeBHbIX Aen
Heobxoanmblie BbIbupaTtb 1 0opMIISATb NSIAHUPOBLLMK
yMeHUs BHoOCUTL 1 oTcnexusaTb MHAOPMALMIO HA SNEKTPOHHOM W/Unu
DymaxkHoM HocuTene
PaccTtaBnsatb NpUopuUTEThHI, BbIAENATH BAXXHOE Y CPOYHOE
BbIbupatb onTuMansHbIn pyuTM paboTbl
AHannampoBaTb NPUYNHbI HEBLINOMNHEHWS 3a4au
[MpnMeHsaTb MHGHOPMALMOHHO-KOMMYHUKALMOHHbBIE TEXHOMOMNN
Heobxoanmblie OcobeHHOCTU 0dhopMNEHUS NIIAHNPOBLLMKA (Ha 3NIEKTPOHOM U
3HaHuA OyMa)KHOM HOCUTENSIX)
OcCHOBbI yripaBneHns BpeMeHEM
Apyrue -
XapaKkTepuUCcTUKK

3.3.3. TpygoBas pyHKUMA

HanmeHoBaH | OpraHusauus TenedOHHbIX Kog | C/03.6 | YpoBeHb 6
ne neperoBopoB PyKOBOAUTENS (noaypoBeHb)
KBanudukaymm
Mpowucxoxgenn | OpurnHan X 3anmcTtBoBaH
e TPy4oBoU o u3
JyHKUMN opuruHana
Kon PernctpaunoHH
opuruHana bl
HOMep
npodgeccunoHanb
HOro cTaHgapTa
TpynoBble BepneHne 6a3bl TenedOHHbIX KOHTAKTOB PYKOBOANUTENS
AencTensg CoeanHeHne pykoBoaMTeENst C KOHKPETHbIMY abOHEeHTaMu

MogrotoBka maTepuanos Asis TenedOHHbIX NeperoBopoB
pykoBoagnTeNs

Perncrtpaums nocTynarLimx B NpUEMHY0 TenedOoHHbIX 3BOHKOB

MepeHanpaBneHne oTAenbHbIX TeNedOHHbIX 3BOHKOB 3aMeCTUTENSAM
PYKOBOAMTENS, OPYTMM COTPYAHMKAM

Mony4eHne Heobxoanmon nHopmaLumm n nepegada
CaHKLUWOHUPOBaHHOW MHOpMaLmm rno TenegoHy




YcTaHOoBMNEHME KOHTakTa ¢ cobeceqHMKOM, NogAepXXaHue U pasBuTtue
aenosown 6ecefbl B npouecce TenedOHHbIX NEPeroBopoB

OkasaHne nomoLun pyKoBOAUTESTHO NpY OpraHn3aumm 1 NnpoBeaeHnn
TenedOoHHbIX NePeroBOpPOB 1 BUAEOKOH(EPEHLNN

Heobxognmbie
yMeHUs

BecTtu 1 ncnons3oBatb B pa60Te 6a3y OaHHbIX Teﬂe(*)OHHbIX
KOHTaKTOB pyKOBOAUTESA

Wcnonb3oBaTb cpeacTBa KOMMYHUKALMOHHOWM OPITEXHUKX NS
nonyyYeHusl 1 nepegavm nHPopmaLmm

BecTu ydyeTHble perncTpaunoHHble hopMbl, UCNONb30BaTb UX AN
NHOPMaLNOHHOM paboTbl M paboTbl NO KOHTPOSIKO UCMOSTHEHUS
peLlleHnn pykoBoanTens

CrnaxunBaTtb KOH(PNNKTHbIE N CNOXHbIE CUTYaLUN MEXITUMHOCTHOTO
obLeHus

Mcnonb3oBaTb TEXHUYECKME U nporpamMmmMHble cpeacTBa and
npoBegeHuns rofiocoBOW NN BI/ID,GO-KOHC*)epeHLI,-CBFBI/I

O6ecneynBaTb MHPOPMALMOHHYO 6e30NacHOCTb AeATENBHOCTH
opraHmsauum

Cobnogatb CnyXebHbIn aTUKET

Heobxoanmbie
3HaHusA

TeﬂerOHH bl€ KOHTaKTbl pyKoBOOAUTENA

®yHKUMKM, 3a4a4m, CTPYKTYpa opraHv3aumnm, ee CBS3n No BeEpTUKANn 1
ropu3oHTanu

lMpaBuna B3aMMo4eNCTBUSA C NapTHEpPaMU, KNMeHTamu, cpeacTBamm
MacCcoBOW MHGOpMaLumn

I'Ipanma nogaepxxaHma n pa3BnuTnNA MeXIMYHOCTHbIX OTHOLLEHUN

MpaBuna npoBeaeHUs1 AENOBbLIX NEPEroBOpPoB

lNpaBuna 3awmnTbl KOHOUAEHUMANBHOW NHOPMaLK

TpeboBaHust oxpaHbl Tpyaa

Opyrvie
XapaKTepUCTUKM

3.3.4. TpypooBas pyHKUMSA

HanmeHoBaHne | OpraHu3aumnsa KOMaHAMPOBOK Kon C/04.6 | YpoBeHb 6
pykoBoauTens (noaypoBeHb)
KBanudukaymm
Mpowucxoxgenn | OpurmHan X 3anmcTBoBaHO
€ TPy4oBou n3 opurmHana
dYHKLMN
Kon Peructpauu
opuruHana OHHbIN
HOoMeEp
npodeCccunoH
arnbHOro
cTaHgapTa
Tpyaosble lMoaroToBka nNpoekTa cny>kebHoro 3agaHnsa pykoBoauTens
AencTBus [MoarotoBka NpoekTa npukasa o crny>kebHoM KOMaHOMPOBKe

Bbinvcka koMaHAMPOBOYHOIO YAOCTOBEPEHMS M €r0 permcTpaumns npu




HeobxoaMMOCTH

MogroToBka OOKYMEHTOB Ha noJjiydeHune Bn3bl, 3arpaHn4Horo
nacnopTta

3aka3s XKeJne3HOOO0POXKHbIX U aBnabuneTos, rocTMHUL, TPaHCMOPTHOIO
obecneyveHus pykosogutena

OdpopmnieHne nporpaMmmbl Noe3ak1, yTOYHEHNE 0COBEHHOCTEN
NPOTOKONA NIlaHMpPyeMbIX MEPONPUATUI

lMogroToBka OOKYMEHTOB K Nnoe3aKke pykosogunTens

YTO4YHeHWe aaThbl, AOSMKHOCTEN, hammnuii B Nporpamme

KOMaHANPOBKM
MpopaboTka MapLipyTa pyKoBOAUTENS, YBA3KA €ro ¢ pacnmcaHnem
TpaHcnopTa
O6paboTka maTepmanoBs KOMaHANPOBKK, ohopMneHne otyeTa o
KOMaHAMPOBKe

Heobxoanmblie OdopMnsiTb aBaHCOBbIE OTYEThLI PYKOBOANTENS

yMeHUs OpraHun3oBbiBaTb BCTPEYN PYKOBOAUTENS C NPUHMMAIOLLLEN CTOPOHOM

OC*)OpMJ'IﬂTb KOMaHAMPOBOYHbIE OOKYMEHTDI

O6pa6aTblBaTb OOKYMEHTbI U MaTepuarbl NO pedylibTataM noe3nkun
pykoBogutend

O6ecneynBaTtb paboTy ohrca BO BpeMsi OTCYTCTBUSI PyKOBOAUTENS

MpUMeHATb cnocobbl Een0BOro 06LEeHNs

Wcnonb3oBaTb cpeacTea KOMMyHUKaLUK Ans obecneyeHus
B3aMMOAENCTBUS C PYKOBOAMUTENIEM BO BPEMS €ro AeJI0BOV NOEe3AKM

Heobxoanmble MopsiAoK NOAroTOBKM U NPOBEAEHNS KOMaHANPOBOK

3HaHUA |_|0p$I,EI,0K OCbopMJ'IeHVIFI OOKYMEHTOB AN1d KOMaHANPOBKN N OTHETHbIX
OOKYMEHTOB NO KOMaHAOMPOBKE PYKOBOOUTESA

[lenoBown NpoTOKOS

3OTuka genosoro ooLWweHns

Opyrue -
XapaKTepUCTUKM

3.3.5. TpypoBas pyHKUMA

HanmeHoBaHne | OpraHusaumsa paboThbl C Kog | C/05.6 YpoBeHb 6
noceTUTeENAMM B NPUEMHON (noaypoBeHb)
pykoBoagnTeENs KBanudmkaumm

MpoucxoxgeHn | OpurnHan X 3anmcTBoBaH

€ TPy4oBou ou3

dYHKLMN opuruHana

Kon PerucTtpaunoH
opuruHana HbIW
HOoMEp
npodeccmnoHan
bHOIO
cTaHgapTa
Tpyaosble OpraHusaums NMYHOro npruemMa noceTuTenemn pykoBoguTenem

AencTBus YcTaHoBneHve nopsaka npyuemMa ans pasnuyHbiX KaTeropum




noceTuTenen

BepeHue XypHala npe,u,BapvlTeanoM 3alfincu Ha rnpumem

Peructpauus nocetutenemn

Cogencrtaune onepaTtMBHOMY pacCMOTPEHMIO NPOCLO N NpeanoXeHnn
noceTuTenen n COTPyAHMKOB OpraHmM3aumnm

OpraHusaums npuema AenoBbiX NapTHEPOB B oduce

OpraHusaumsa obcnyxmBaHnst pyKOBOAMTENS U €ro AeNoBbIX
napTHEpPOB B odmce

CepBupoBKa 4anHoro (kogenHoro) crona B oguce

an/IHFITI/Ie Mep Nno COXpaHeHUo KOMMep‘-IeCKOIZ TaWHbl B X04e npmnema
noceTuTenen n Nx HaxoXxgeHus B I'IpI/IeMHOIZ n KabuHeTe
pykoBogutend

Heobxoanmble OpraHnsoBbiBaTb M 0becnevnBaTh NYHbIE KOHTaKTbl PyKOBOAUTENS
yMeHuUs Ynpaensatb KOHPIMKTaMn
YuuTbiBaTb NCUXONOrMYeckne oCOBEHHOCTUN NIMYHOCTU NMPU PasnnNYHbIX
BMaax npoeccmoHanbHOro ooweHns
Mcnonb3oBaTb yYCTAHOBMEHHbIE NpaBuia 1 npoueaypbl KOMMYHUKaLUK
BHYTPUW OpraHusaumnm
BecTn yd4eTHblEe perncTpaunoHHble hopMbl, UCNONb30BaTh UX AN
NHOPMaLNOHHOM PaboTbl M paboTbl NO KOHTPOSIKO UCMOSTHEHUS
peLUeHnn pykoBoanTens
CosgaBaTtb NONOXUTESTbHBIN UMUK OpraHn3auum
[MpuHMMaTL Mepbl MO paspeLleHnio KOHMPNUKTHBLIX CUTYaLNN
[MpUMEHSATb MHPOPMALNOHHO-KOMMYHUKALNMOHHbBIE TEXHOMNOMMU
Ob6ecneunBaTb KOHOMOEHUNANBHOCTL B MPUEMHON N KabnHeTe
PYKOBOANUTENSA, COXPaHATb KOH(pMAEHUNanbHy NHpopmauuio B
TanHe
Heobxoanmbie lNpaBuna opraHmsaunmn npuema noceTuTenen
3HaHuSA [MpaBuna genosoro obLweHns
[MpaBuna peyeBoro aTnkeTa
[MpaBuna ycTaHOBMNEHWS KOHTAKTa, NOAEPXaHUSA U pa3BUTUS
MEXITMYHOCTHbBIX OTHOLLEHWN
CTpykTypa opraHusaumm n pacnpegeneHme QyHKUUn mexay
CTPYKTYPHbIMW NoapasgeneHnammn n cneumanmcramm
[MpaBuna opraHnsaumm npMemMoB B opuce
OTUKET 1 OCHOBbI MEXAYHApPOAHOro NpoToKosia
[MpaBuna cepBMpoOBKM YarHOro (KodpenHoro) ctona
[MpaBuna NpuUroToBreH1s 1 NoLauYM ropssunX HaNUTKOB U 3aKyCOK K
HUM
lMpaBuna 3awmTbl KOHPUAEHUNANBHON cnyXebHon nHdopmaunm
Apyrne -
XapaKkTepUCTUKK

3.3.6. TpygooBas pyHKUMSA

HaunmeHoBaHue

OpraHunsaumsi NOAroTOBKM, Kon C/06.6 | YpoBeHb
NpoBeaeHUs 1 (nogypoBeHb)
obcnyxmBaHua KBanudmkaumm
KOH(PEPEHTHbIX




[ meponpusiTuia | ] [ ]

MpoucxoxgeHn | OpurnHan X 3anmMcTBOBaHO
e TpyaoBou n3 opuruHana
YHKLUN
Kon PerncTtpaunoH
opuruHana HbIN
HOoMep
npodpeccnoHa
NBHOTO
cTaHgapTa
Tpynosble [MogroToBKa NOBECTKU OHS MEPONPUATUS
AencTeus OdbopmrieHne cnmcka y4acTHMKOB MeEpPONpUATUS

NHdopMmpoBaHME y4aCcTHMKOB O HAMeYatoLeMCS MEPONPUATAN 1
YCNOBUSIX y4aCTus

Bbi6op MecTa 1 BpemMeHn NpoBeAeHNsI MEPONPUATUS

lMoaroToBka NpeaBapuTENbHON CMEThbI PAaCXO40B

Pacchbinka npurnaweHui NnoATBEPAMBLLUNM y4acTUe B MEPONPUSTUM
C60p TEKCTOB AOKNAA0OB M NPOEKTOB UTOTOBbLIX JJOKYMEHTOB Y
AO0KNag4mKoB

Pacchbinka tHopMaLMOHHbIX MaTeEpPManoB y4acTHMKaM
KOH(PEPEHTHOrO MepPONpUATUS

CocTaBneHune sBOYHbIX NMCTOB N CNUCKa perncTpauumn y4acTHUKOB
MeponpuUATUS

3akynka KaHLenapckux ToBapos M NPOAYKTOB ANns obecneyeHns
Kodpe-nays

PelueHre BONpocoB TEXHNYECKOIo OCHaLLEeHUA MepPONpUATUS
lMomoLb B NoAroToBKe JOKNaga pykoBoaUTENS, Npe3eHTaLMOHHbIX
mMaTepuanos

OpraHusaumsa noaroToBkU npesvanymMa n paboymx MecT y4acTHUKOB
OpraHusaumsa BCTpeYm 1 permctpaums y4acTHUKOB MeponpuaTus
BegeHune npoTokona meponpusaTus

OpraHnsaums CepBUCHOIoO 06CNyXnMBaHUSA BO BpeMs kode-nays
OpraHusaums KynbTypHO-MaCCOBbIX MEPONPUATUA, TPAHCNOPTHOIO U
rOCTUHWUYHOro obecneyeHns

Heobxooumble OpraHn3oBbiBaTb NPOLLECC NOArOTOBKN K NPOBEAEHNI0 KOH(PEPEHTHOIO
YMEHUs MepOonpUATUS MHONBMAYANBHO 1 B cOCTaBe paboyen rpynnebl
[okymMeHTMpoBaTb pa3Hble 3Tanbl Npoueaypbl NOArOTOBKA U
npoBeAeHNs1 KOHPEPEHTHOrO MEPONPUATUS

MepepaBaTtb MHGOPMALNIO, AOKYMEHTBI U MaTepuarbl y4acTHUKaM
KOH)EPEHTHOIO MEPONPUATUS

MoprotaBnmeaTh U ob6opyaoBaTh CTON Npesvavyma n pabodne mecra
Y4aCTHMKOB COBELLaHus (3acegaHuns)

CepBupoBaTb YaiHbl (KOENHLIN) CTOMN BO BPEMS NPOBEAEHMS
Kodpe-nays

Cobniogatb Nnpasmna AenoBoro 3TMKeTa 1 NPOToKona
MopaepxuBaTtb MMUOX OpraHnsaumm

CosgaBatb UMUK CeKpeTaps, COOTBETCTBYHOLLNA UMUOXKY




opraHusaumm

PabGotatb C MHd)OpMaLlMeVI, aHanm3npoBaTb U NpeacrtaBndaTb €€ B
cnucremaTnanposaHHOM Bnae

ObecneymBaTb 6€30MacHOCTb A4EATENBHOCTU OpraHn3aumm

an/IMeHFITb I/IHCbOpMaLl,MOHHO-KOMMyHI/IKaLI,I/IOHHbIe TEXHOJOIMMN

O6ecneynBaTb KOMOPT Y4ACTHUKOB KOHPEPEHTHOIO MEPONPUATHS,
noMoraTtb B BONpPOCax NpoXnBaHWUs, TpPaHCNOPTHOro obecneyeHns

Heobxognmbie Komnnekc opraHnM3aunoHHO-TEXHUYECKUX MEPOMNPUSTUIA NO

3HaHUA NoaroToBKe M NPOBEAEHMIO COBELLAHMA U NEPEroBOPOB, B TOM YuCrie
MeXOyHapoaHbIX
lMpaBuna BegeHWs, NOArOTOBKM N OPOPMIIEHNA NPOTOKONA U ApYrux
AOKYMEHTOB, co34aBaeMblX B npoLecce NoaroTOBKN KOH(EPEHTHOrO
MeponpuUaTUS
CocTaBneHne CMeTbl pacxodoB
OcCHOBbI HaNNcaHWs peYen 1 AoKNagoB PYKOBOAUTENS
lMpaBuna ycTaHOBNEHUS KOHTaKTa, NoOAAepXXaHUs U pasBUTUS
MEXITMYHOCTHbIX OTHOLLEHUI
MpaBuna genoBoro odLeHns, 4enoBOro aTukeTa
OTUKET M OCHOBbI MEXAYHAPOAHOro NPOTOKONa
lNpaBuna npoBeaeHnst 4ENOBbLIX NEPErOBOPOB
[MpaBuna 3awmTbl KOHUAEHUNANBHON cnyxebHon nHdopmaumm
TpeboBaHusi OxpaHbl Tpyaa

Apyrve -

XapaKkTePUCTUKN

3.3.7. TpypooBas pyHKUMSA

HanmeHoBaHue OpraHusaumsi UICNONHeHns Kog | C/07.6 | YpoBeHb 6
peLUEHNI, OCyLLECTBIEHNE (noaypoBeHb)
KOHTPOMS UCMOMHEHMS KBanudmkaumm
NOpyYeHUI pykoBoguTens
Mpoucxoxgenn | OpurnHan X 3anmcTBOBaHO
€ Tpy4oBou n3 opurnHana
dYHKLMN
Kon PernctpaunoHH
opuruHana bl
HOMep
npodeccunoHan
bHOIO
cTaHgapTa
TpynoBble [lokymeHTanbHoe ohopMIIeHNE PEeLLEHNI pyKoBOAUTENSA
JencTBus [oBeneHne oo ceeaeHns paboTHMKOB OpraHM3aunmn pacnopsiKeHNn

pykoBOoAMTENS

pykoBOAMTENS

KoopauHaumsa oesatenbHOCTU NO UCNOSHEHUIO peLleHnin

BefeHne cpoKOBOro TekyLLEero 1 npeaynpeamnTenbHoro KOHTPOors

[MpoBepka NCNOMHEHNA NOPYYEHUN PYKOBOAUTENS B YCTAHOBIIEHHbIN




CPOK

I'Ipenynpew:l,eHme COTpyAHUKOB 006 ncreyeHuu CpOKa UCIOJIHEHUA
nopyqul/l|7| pykoBogutend

dukcaumns NCNONHEHUs

nopy4eHun

NOPYYEHUN U peLleHni

pykoBogutend

CocTtaBreHne oT4ETOB N aHaNUTUYECKNX CrpaBoK O BbIMNOJIHEHNN

Heobxognmbie
yMeHUs

BecTu cpokoBYIO KapTo

Teky

Bectu y4eTHble perncTpaunoOHHbIE (*)OprI, ncnosib3oBaTb UX AnNA
pa6OTbI MO KOHTPOJIO UCMOJTIHEHUA HOpyHeHMVI pykoBoauTend

PaboTaTb ¢ MHGdOpMaLumnen No KOHTPOS, CUCTEMATU3NPOBATL €€ U
npeacTaBnATb B BUAE CBOAHbIX JOKYMEHTOB

pykoBogutend

Mcnonb3oBaTb cpencrtea KOMMyHUKaUnn Ond nepenayu I'IOpy‘-IeHI/II7I

Mcnonb3oBaTb COBPEMEHHbLIE cpeacTBa coopa n 06paboTku
KOHTPOJSIbHON MHGOpMaLuum

|_|pI/IMeH$|Tb MHd)OpMaLl,I/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe TEXHONOIMmn

OueHuBaTtb pe3ysibTaTbl B paMKaXx NoCTaBJ1I€HHbIX 3a4au

COTpyAHUKaMM

OcyLLl,eCTBJ'IFITb KOHTPOJ1b NCNOJTIHEHUA I'IOpy‘-IeHI/IIZ pykosBoauTtend

Heobxoanmbie
3HaHusA

O6wme TpeboBaHMs K CpOKaM UCMONHEHUS JOKYMEHTOB U
KOHTPOSbHbIM OYHKLMAM Cy>Obl JOKYMEHTaLMOHHOIro obecneyeHns

MpuHUMNbI, cNocobbl NHPOPMUPOBAHUS COTPYAHUKOB

3Tuka genoBoro ooLeHus

YnpaBneH4yeckasi CTPYKTypa opraHu3aunm, pykoBOACTBO OpraHM3aumm,
o6pasubl NoanMcen pyKoBOASLLNX COTPYOHUKOB, KPYT UX MONTHOMOYUIA
N OrpaHNYeHnss NX 30H OTBETCTBEHHOCTU

MHCTpyKuMKM No 4enonpounsBoacTBY U APYrMM fnoKanbHbIM
HOpPMaTMBHbLIM akTaMm, ycTaHaBMMBaOLWMM NOPSAOK peanvaauum
ynpaBneH4Yyeckunx npoueayp

Opyrue
XapaKTepUCTUKM

3.3.8. TpypoBble oyHKLMN

HaunmeHoBaHue

MpoucxoxgeHn
€ TPy4oBOW

dyHKLMN

OpraHnsauyus un Kog | C/08.6 | YpoBeHb 6
nogaepxaHue (noaypoBeHb)
dYHKUMOHanbLHoro paboyero KBanudukaymm
NpocTpaHCcTBa NPUEMHON U
kKabuHeTa pykoBOAUTENS
OpurnHan X 3anmcTtBoBaHO
13 opurmHana
Kon PerucTtpauno
opuruHana HHbIN
HOoMeEp
npodeccunoHa
nbHOro

cTaHgapTa




Tpynosble oencTBuA

ObecneyeHune paboyero mecTta pykoBoamnTenss Heo6XoanMbIMM
cpeAcTBamMu OpraHn3aunoHHOM TEXHUKM, KaHLENAPCKUMMU
NPUHAANEXHOCTSAMM

OpraHnusaums npyueMHon ocmuca B COOTBETCTBUM C TpeboBaHNAMMU
9ProHOMUKN U KyNbTypbl Tpyaa

OpFaHI/I3aLI,I/1$I O(bOpMJ'IeHI/IFI MHTEePpbepa I'IpI/IeMHOIZ pykoBogutend

O6opynoBaHne paboyero Mecta OprreXHUKOW, NepcoHarnbHbIM
KOMMNbIOTEPOM, BCMIOMOraTenibHON TEXHUKOW

OpraHu3saums 06opyaoBaHMs MPUEMHON CUCTEMaMUN XpaHeHWs,
HeobxoaMMbIMK NpuUcnocobneHnsamMu, obecnedyeHnss KaHUenspPCKUMm
TOBapamu

ObecneyeHne XpaHeHnA N 3aMeHbl paCxXxogHbIX MaTepunaros,
noBcegHEBHbIN yXxoA4 3a OpFTeXHI/IKOIZ

3aka3s KaHUEeNAPCKMX ToBapos, r’MrmeHn4eCKnx TtoBapos, NpoayKToB
NnATaHNA

Heobxoanmbie
yMeHUs

CospgaBathb ycnosusi, obecneuvnsatoime apdekTMBHYO paboTy
pykoBoguTens

anMeHFITb B COOTBETCTBUN C HA3HA4YEHUNEM CpeaCTBa
OpFaHI/I3aLl,I/IOHHOl7I TEXHUKU, KaHLeNnAPCKne npmnHagnexHocTtmn

OcHalaTb paboyee MeCTO pyKkoBoAUTENS U CBOe paboyee MecTo
HeobXxoanMbIM 060pyaOBaHNEM

OcyuiecTBnNATbL 3aMeHY pacxXogHbIX MaTepuanos, yxo[ 3a
OPrTEXHUKOW

OcyLLEeCTBNATbL NOBCEAHEBHbIN YXO/ 3a KONMPOBarnbHbLIM annapartom,
3aMeHy 1 XpaHeHue KapTpumken, ToHepa

KOHTpOﬂVIpOBaTb COCTOAHME N NONOJIHATbL 3anachbl KAHUENAPCKNX
TOBApoOB, CpencTB NMMrmMeHbl, NPoOAyKTOB NMUTaHNA

Heobxognmble
3HaHusA

TpeboBaHust oxpaHbl Tpyaa, NPON3BOLCTBEHHOW CaHUTapUMN,
NPOTMBOMNOXaPHOWN 3aLUNTHI

OcCHOBbI NpaBWbHON OpraHn3aunn Tpyaa u MeTobl NOBbILLEHNS €ro
3 PEKTUBHOCTHU

OCHOBbI 3proHOMMKM odpnca 1 pnopuUCTUKK

CtaHgapTbl 1 pekomeHZaumm no obopyaoBaHUIO OOUCHbIX
NoMeLLIEHUN

CocTaB opraHM3aunoHHON TEXHWUKN, ee YCTPONCTBO M NOPSA0K paboTbl
C Hen

Opyrve
XapaKTepUCTUKM

3.3.9. TpypoBas pyHKUMA

HaunmeHoBaHue

PaspaboTka nokanbHbIX Koa C/09.6 | YpoBeHb
HOPMAaTMBHbIX aKTOB, (mnoaypoBeHb)
pernaMmeHTupyrLwmx padbory KBanudukaum
cekpeTtaps "

MpouncxoxgeHue | OpurmHan X

TpyooBsou

opvrMHana

3anMCcTBOBaHO U3




dYHKLUN

Koa opurnHana PerucTtpauno

HHbI
HOMep
npodeCccunoH
anbHOro
cTaHgapTa
Tpynosble PaspaboTka JOIMKHOCTHOM MHCTPYKLMK cekpeTaps
AencTeus PaspaboTka NonoxeHusi 0 cekpetapuare
PaspaboTka MHCTPYKLMM NO 0enonpon3BoACTBY
Heobxoanmbie CocTtaBnsaTtb 1 0popMASATb OpraHM3aunoHHbIE N METOANYECKME
yMeHus OOKYMEHTBbI

Pe,D,aKTI/IpOBaTb TEKCThbI CJ'Iy)Ke6HbIX OOKYMEHTOB

PaboTtaTtb CO BCeN COBOKYMHOCTLIO
MHOPMALIMOHHO-AOKYMEHTALMOHHBIX PECYPCOB OpraHnsauum

Monb3oBaTbCst 6azaMu AaHHbIX, B TOM YMcre yaaneHHbIMn 6asamm
OaHHbIX

Vcnonb3oBaTb CrpaBO4HbIE MNMpaBOBbl€ CUCTEMbI

PaboTtaTtb ¢ KOMNbOTEPOM, KaTanoramu (nankamun) n dannamu,
CKaHepoM

Monb3oBaTbCsi 0PMCHBLIM NAKETOM (TEKCTOBbIV peaakTop, Tabnumubl)

[Monb3oBaTbCsa nepndepumnHLIMMU YCTPOMUCTBAMMN U OPITEXHUKON

lNonb3oBaTbCs 3NEKTPOHHOW MOYTON

Monb3oBaTbCsl CUCTEMAMU SNEKTPOHHOIO AOKYMEHTOOO0pOTa

Heobxognmble 3HaHMA

MpaBoBble OCHOBbI yNpaBneHus (OCHOBbI aAMUHUCTPATUBHOIO,
TPYAOBOIO U rpaXKgaHCKoro npasa)

[elcTByoLMe NpaBoBble akTbl, HOPMATUBHO-MEeTOANYECKME
AOKYMEHTbI, FoCyJapCTBEHHbIe CTaHaapThl, onpeaensioLime
nopsiAoK AOKYMEHTALMOHHOIO obecneyeHms ynpaBneHns

CTpyKkTypa, pyKOBOACTBO CTPYKTYPHbIX NOApasaeneHunin, obpasubi
noanucen nuu, UMeLLIMX NPaBo NoANUCaHUSA N YTBEPXKOEHUS
JOKYMEHTOB, U OrPaHNYeHNsi UX 30H OTBETCTBEHHOCTU

MpaBuna AokyMeHTaLMoHHOro obecneyeHns AesTenbHOCTU
opraHvsauum

Mopsigok paboThbl C JOKYMEHTaMM

TpeboBaHus, NpeabsaBNseMble K JOKYMEHTaM B COOTBETCTBUM C
HOPMAaTMBHbLIMU aKTaMu U rocyaapCTBEHHbIMU CTaHAapTaMm

MpaBuna cocTaBneHUs opraHM3aLUMOHHbIX JOKYMEHTOB (MOMOXEHUN,
MHCTPYKLWIA, pernameHToB)

Buabl OKYMEHTOB, MX Ha3Ha4YeHune

OcHoBbI ,D,OKyMeHTHOVI JIMHFBUCTUKAN

TpeboBaHus oxpaHbl Tpyaa

[pyrue
XapaKTepUCTUKM

3.3.10. TpygooBas dpyHKUNA

Haumerosanu | CoctaBneHue n ohopmneHue | Kog | C/10.6 | YposeHb [ 6 |




e yrnpaBreH4Yeckon JOKyMeHTaLumm (nopypoBeHb)

KBanudukaum
n
MpoucxoxgeHune | OpurnHan X 3anmcTBoBaHO U3
TpyaooBou opuruHana
YHKLUN

Koa opurnHana Peructpauno
HHbIN
HOMep
npodeCccunoH
anbHoOro
cTaHgapTa

TpynoBble oencTBUA

CocTaBreHne NpoeKkToB pacrnopsaanTenbHbIX (MpUKasbl,
pacnopspkeHns) 1 MHPOPMAaLMOHHO-CNPABOYHbIX AOKYMEHTOB
(cnyxebHble NcbMa, CrpaBKK, AOKNaAHbIe U CryXeOHble 3anmncku)

lMNevaTtb CJ'Iy)Ke6HbIX OOKYMEHTOB U ApYyrnx Mmatepuanos

PasMHOXeHne cnyXebHbIX JOKYMEHTOB

KOHTpOJ’Ib npoxoXxaeHnAa JOKYMEHTOB B OpraHmn3auunm (COFJ'IaCOBaHI/Ie,
nognmncaHne n yteepxgeHume ﬂOKyMeHTa)

Heobxoanmbie
yMeHUs

Pe,D,aKTI/IpOBaTb TEKCTbI CJ'Iy)Ke6HbIX OOKYMEHTOB

Monb3oBaTbCa YHUPULNMPOBAHHBIMU (hopMamMy JOKYMEHTOB

OdopmMnsATb kKaccoBble PMHAHCOBbLIE AOKYMEHTbI M OKYMEHTbI MO
y4yeTy HaKnagHbIX pacxoaoB

MeyaTatb CNy>ebHble JOKYMEHTbI

[Monb3oBaTbCsa nepndepumnHLIMN YCTPOMUCTBAMUN U OPITEXHUKOW

Pa6oTaTb C KOMMNbIOTEPOM, CKAHEPOM

lMonb3oBaTbCa OPUCHBIM NAKETOM (TEKCTOBbLIN pefakTop, Tabnuvubl)

[Monb30BaTbLCA SNIEKTPOHHOM MOYTON

MNMonb3oBaTbCsi CUCTEMAMM 3NEKTPOHHOIO AOKyMeHToobopoTa

O6ecneynBaTb 6€30NacCHOCTb AEATENTBHOCTN OpraHn3aumm

Heobxognmble
3HaHusA

MpaBoBblE OCHOBLI yNpaBreHnsi (OCHOBbI aAMUHUCTPATUBHOTO,
TPYOOBOrO U XO35IMCTBEHHOIO Npasa)

CTpyKTypa opraHusauum, pykoBoACTBO CTPYKTYPHbIX NoapasfaeneHuni,
ob6pasLbl nognucen nuu, MMeLWUX NpaBo NoagnucaHms u
YTBEPXKAEHWUSI JOKYMEHTOB, U OrpaHNYeHNst X 30H OTBETCTBEHHOCTU

MpaBuna AoKyMeHTaLNOHHOIo obecneyeHmns AesTenbHOCTH
opraHvsauum

Mopsigok paboThbl C JOKYMEHTaMM

TpeboBaHus, NpeabsBNseMble K IOKYMEHTaM B COOTBETCTBUM C
HOPMAaTMBHbIMW aKTaMu 1 rocyaapCTBEHHbIMU CTaHAapTaMm

Buabl OKYMEHTOB, MX Ha3Ha4YeHune

MNpaBuna cornacoBaHUs AOKYMEHTOB OpraHn3auun (BHyTPEHHErO U
BHELLUHEro)

MpaBuna nognucaHus 1 yTBepXXaeHus JOKYMEHTOB

[MpaBuna coctaBneHnst 1 0POPMMIEHNS
NHPOPMALMOHHO-CNPaBOYHbIX, YNIPaBNeHYeCKNX JOKYMEHTOB U
Ccny>XeBHbIX Nncem




OcHOBbI ,D,OKyMeHTHOVI JIMHIBUCTUKA

FpammaTquCKme npasujia PyCcCKOro A3blKa

TpeboBaHust oxpaHbl TpyAa

Apyrve
XapaKTepUCTUKY

3.3.11. TpypooBas yHKUMS

HanmeHoBaH | OpraHunsauus pabotbl ¢ gokymeHTamum | Kog | C/11.6 | YpoBeHb 6
ne B NPUEeMHON pyKkoBoaUTENA (noayposeH
b)
KBanudukay,
nm
MpoucxoxgeHne | OpurnHan X 3anmcTBoBaHO U3
TpygooBou opurnHana
JyHKUMN
Koa PernctpaumnoHHsbl
opuvrnHana " HoMep
npodgeccmnoHarnbH

Oro cCraHgapTa

TpynoBble oencTems

MonyyeHune, NnpeasapuTenbHOE pacCMOTPEHME U COPTUPOBKA
NOCTYNaloLWMX B MPUEMHYI0 PYKOBOAUTENSA [OKYMEHTOB

MoaroToBka JOKYMEHTOB AJ1 PACCMOTPEHUS PYKOBOAUTENEM

Yyet OOKYMEHTOB, NoCTynarLwmnx Ha UMA pykoBoOUTENA

OpFaHVI3aLI,VI$I AOCTaBKU OOKYMEHTOB UCNOJTHUTEIAM

Co3pgaHue 1 BegeHne 6a3sbl JaHHbIX JOKYMEHTOB pyKOBOAUTENS

BeneHne nHpopmMalnoHHO-CnpaBoYHON paboThl

KoHTpOsb NCnonHeHMst JOKYMEHTOB M NMOPYYEHUA pyKOBOAUTENS

Heobxognmble
yMeHUs

PaboTtaTtb C BXogswemn, UCXOASLLEN, BHYTPEHHEN JOKYMEHTaUMEN

Monb3oBaTbCs CUCTEMaMM ANEKTPOHHOIO JOKYMEHTOOOopoTa Ang
permcTpauumn, KOHTPONst LOKYMEHTOB U MHPOPMALIMOHHO-CNPaBOYHOM
paboThbl C JOKYMEHTAMM

MpuMeHATE NHPOPMALNOHHO-KOMMYHUKALMOHHbBIE TEXHONOMMW ANS
paboThbl C JOKYMEHTaAMM

CocTaBnaTb U 0OpMIsiTb HOPMaTUBHbIE aKTbl

Heobxognmble
3HaHUA

HopmaTuBHbIE NpaBOBbIE aKTbl, HOPMATUBHO-METOANYECKME
AOKYMEHTbI, FOCyJapCTBEHHbIE CTaHOapTbl, oNpeaensoLLImMe NopsaoK
AOKYMEHTaLMOHHOro obecrneyeHns ynpasneHus

CTpyKTypa opraHusauum, pykoBoACTBO CTPYKTYPHbIX NogpasgeneHuni

CoBpeMeHHbIe MH(OPMaLMOHHbIE TEXHONOrMM paboThbl C
OOKYMEHTaMM

Mopsagok paboThbl C 4OKYMEHTaMM, CXEMbl JOKYMEHTOObopoTa

MpaBuna paboTbl C BXOAALLUMMU, UCXOASALNUMU U BHYTPEHHUMMN
AOKYMEeHTaMu

Flpanma opraHu3aunn KOHTposd UCMOJTHEHUA JOKYMEHTOB U TUMOBLIE
CPOKN NCNOJIHEHNA OOKYMEHTOB

ﬂpanma COCTaBJ1€HNA aHaJITMTU4YECKNX CrNpaBOK MO opraHn3aunn




pa6OTbI C JOKYMEHTaMU 1N KOHTPOJKO UCNOJTHEHNA OOKYMEHTOB

MpaBuna co3aaHuns u BeaeHus 6a3 gaHHbIX CnyebHbIX JOKYMEHTOB B
opraHvsauum

CuUCTEMbI 3NEKTPOHHOIO AOKYMEHTO060opoTa

TpeboBaHWsi oxpaHbl Tpyaa

Opyrue
XapaKTepPUCTUKN

3.3.12. TpypnoBas yHKUMS

HanmeHoBaHne | OpraHmsauus xpaHeHus Koa C/12.6 | YpoBeHb 6
AOKYMEHTOB B MPUEMHOM (moaypoBeHb)
pykoBoguTens KBanudukawumm

MpoucxoxgeHn | OpurnHan X 3anmcTBoBaHO U3

e TpyaoBou opurnmHana

JyHKUMN

Kon Perncrtpauuvo
opuruHana HHbIN
HOMep
npodgeccunoHa
NBHOTO
cTaHgapTa
Tpyaosble Pa3paboTka pa3genoB HOMeHKNIaTypbl Aen opraHn3auum
AencTens dopmmpoBaHue n ohopmrieHne gen NOCTOSAHHOro, AONITOBPEMEHHOIO
CPOKOB XpaHeHus
[MoagroToBka n nepegaya gen B apxmB opraHusaumm

Heobxogumble PaspabaTbiBaTb HOMEHKNATYPY Aen OpraHn3auumn ¢ y4eTom

yMeHus OENCTBYHOLWNX HOPMATUBHO-METOONYECKNX JOKYMEHTOB
Mcnonb3oBaTb HOMEHKNATYpY Aen Npu U3yYeHUn CTPYKTYpbl
opraHusauuun, cocTaBrieHuu onucen gen
dopmmpoBaTb 1 0popMNATb Aena B COOTBETCTBUN C YTBEPXKAEHHON
HOMEHKNaTypon Aen opraHusaumm
Ob6ecneynBaTb COXPAHHOCTb JOKYMEHTOB OpraHM3aumnm
[MponsBoaMTb NOArOTOBKY Aen A8 nepejayv B apxus
MpUMeHATb MHPOPMALNOHHO-KOMMYHUKALMOHHbBIE TEXHONOMMN AN
paboThbl C JOKYMEHTaAMM

Heobxoaumble HopmaTtnBHble NpaBOBble aKTbl, HOPMATUBHO-METOAMNYECKNE

3HaHUA OOKYMEHTbI, FOCYyAapCTBEHHbIE CTaHOapThI, onpeaenstowme nopsagok

AOKYyMEHTaLMOHHOro obecneyeHnst ynpaBneHus

Buabl HomeHknaTtyp, obwune TpeboBaHMs K HOMEHKNaType, MeToanka
€ee COoCTaBneHus n opopMmIieHNS

Mopsagok popmupoBaHnsa 1 ooopMneHns gen ¢ ykasaHmem
cneumukn dopmMmpoBaHns OTAeNbHbIX KaTeropum gen

MpaBuna xpaHeHus Aen, B TOM YMche ¢ JOKYMEHTaMMN OrpaHU4YeHHOro
goctyna

MpaBuna Bblga4Yn 1 UCMNONb30BAHUA JOKYMEHTOB U3
ChOpMUPOBAHHbLIX Aen




TpeboBaHUA oxpaHbl Tpyaa

I'Ipanma noAaroToBkKM U repegadun e B apxmB opraHn3aunn

Apyrve
XapaKTepPUCTUKY

3.3.13. Tpynosble yHKLMM

HanmeHoBaH | ObecneyeHne pykoBoguTens Kon C/13.6 YpoBeHb 6
ne MHopmaumnen (nooypoBeHb)
KBanudukaumm

MpoucxoxgeHune | OpurnHan X 3anmcTBoBaHO U3
TpygooBou opurnHana
YHKLNK

Koa PernctpaunoHHbl

opurnHan " HoMep
a npodeccmnoHarnbeH

Oro craHgapTa

TpyooBble oencTems

C6op n nepepaboTka nHdopmaumnmn, HeobxoaMmon Ans NPUHATUS
060CHOBaHHbIX YNpaBNeHYECKNX PELLEHN

MpoBepka JOCTOBEPHOCTU, MONHOTLI U HEMPOTUBOPEYMBOCTU AaHHbIX,
NCKNoYeHne aybnupoBaHnsa MHpopmMaLumm

MpepoctaBneHne gaHHbIX B €MHOM U yAOB6HOM 4SS BOCNPUSATUS
dopmaTte

BbisiBneHne Hanbonee 3Ha4YNMbIX KPUTEPUEB CUCTEMATU3ALINN
MHpopmaLumn ans cos3gaHns 6as AaHHbIX

dopmmupoBaHne 1 UCMNONb3oBaHWe 6a3 AaHHbIX B OpraHn3aumm

Heobxognmble
yMeHUs

OcyuwecTtBnaTb cbop, 06paboTKy 1 aHanNM3 Hdopmauum B
COOTBETCTBUM C TpebOBaHMAMM KPATKOCTU, YETKOCTN (POPMYMPOBOK,
CBOEBPEMEHHOCTU MOCTYMNEHUSA, TOYHOCTU N AOCTOBEPHOCTH,
ONTMMarnbHOCTN CUCTEMaTU3aLMK, HEMPEPbIBHOCTK cbopa K
06paboTkn MHGopMaLum

OcyLecTBnATL pErncTpaLnmio, HakonneHe n nepegady,
CMCTEMAaTU3NPOBAHHOE XpaHEHME 1 Bbligady nHdopmauumn B
Tpebyemon goopme

CocTtaensaTb U 0popMnsTb CBOAHbIE, OTYETHbIE, CTaTUCTUYECKUNE
AOKYMEHTbI

OcyuwecTtBnaTb 06paboTKy N CTPYKTypUpoBaHue nHdopmawmu,
o6pa3syst MHOPMALIMOHHbIE pecypcbl

BBoauTb HOBbIE AAHHbIE B CI'IpaBO‘—IHO-I/IHCbOpMaLI,I/IOHHble CUCTEMbI

BBoanTb B NaMsiTb KOMMbIOTEPA 3M1EKTPOHHbIE 06pa3bl AOKYMEHTOB

Mpoun3BoanTb NoUck MHopPMaLUN B CYLLECTBYOLLMX 6a3ax AaHHbIX,
BECTM MHPOPMALMOHHO-CMNPaBOYHY0 paboTy Ha OCHOBE PasfnyYHbIX
KOMOMHaLMIN NOMCKOBbIX NPU3HAKOB

MpumeHATb MHHOPMALMOHHO-KOMMYHWUKALIMOHHbBIE TEXHOIOMMM

Heobxognmble
3HaHuA

OcobeHHOCTN OPMNPOBAHNA BHELLIHMUX N BHYTPEHHUX
NHPOPMALMOHHbBIX MOTOKOB

CocTaB BHeLHMX MHHOPMALIMOHHbIX MOTOKOB




CocraB BHYTPEHHUX I/IH(bOpMaLI,I/IOHHbIX NOTOKOB

CTpykTypa opraHusauum 1 NnopsiAok B3auMoaencTBms noapasaeneHuni
n cnyxo6

OcobeHHOoCTN hopmmnpoBaHnsa 6a3 AaHHbIX B OpraHn3aumm

CoBpeMeHHbIe Hay4YHble METOAbI N TEXHUYECKNE CPeACTBa,
cnocobcTBylowme cbopy, 0bpaboTke, coOXxpaHeHUO U Nnepenade
NHPOPMALIMOHHBIX MOTOKOB

MeToapbl O6pa6OTKI/I I/IHd)OpMaLI,VII/I C NpMMeHeHneM COBpPEMEHHbLIX
TeEXHNYECKMUX cpeancTs KOMMyHMKaLLMVI N CBS3U, BbIYUCIINTENBHON
TEXHUKN

TpeboBaHWst oxpaHbl Tpyaa

Opyrue
XapaKTEPUCTUKN

3.3.14. TpypoBas yHKUMS

HanmeHoBaH | OpraHusauus Kon C/14.6 | YpoBeHb 6
ve NHdOpMaLMOHHOIO (mnoaypoBeHb)
B3aMMoOOencTBuA KBanudukaumm

pyKOBOOUTENS C
AOMKHOCTHLIMU NULAMU
opraHusauum

IMpouncxoxgeHune
TPYy4oBOU (PyHKLUN

OpurvHan X | 3anmcTBoBaHoO n3

opurmHana
Kon PernctpaunoHHsbl

opurnHan N HoMep
a npodgeccmnoHarnbH

Ooro craHpgapTa

TpynoBble
JencTeus

NHpopmmpoBaHme paboTHUKOB OpraHu3aumm O peLLIEHNAxX
pykoBoagnTENS

OpraHusaumsa obmeHa MHpopMaLmen mexay noapasaeneHmsamMm n
AOIMKHOCTHLIMUW NLLAMUW OpraHm3aunm

OnoseLyeHne paboTHMKOB O NPEACTOALLMX MEPONPUATUAX

OpraHu3saums BCTpey TPYAOBOro KOJUIEKTUBA C PYKOBOACTBOM

NHdopmupoBaHme pykoBoamTens o6 obpalleHnsx COTPYAHMKOB MO
paboyrM 1 NNYHBIM BONPOCcaM

Heobxognmble
yMeHUs

Mcnonb3oBaTb cCOBpeMeHHbIe TexHonorum cbopa n nepegayn
MHdopmMauunm

OcyuwecTtBnaTtb cbop 1 nepepaboTky nHpopmaumm, Heobxoanmon ans
OEeATENbHOCTM PYKOBOAMTENS

OcyLiecTBNATb cMCTEMaTU3aUmMIo Nony4aeMbiX U nepegaBaemMbix
JaHHbIX

OcyLecTBnATb NPOBEPKY 4OCTOBEPHOCTU, NOMHOTHI U
HENPOTMBOPEYMBOCTM AaHHbIX, UCKITOYEeHWe oy6nnupoBaHus
nHdopMaLmnm

MpepocTtaBnATb AaHHbIE B €4MHOM M YAOOHOM ANst BOCNPUATUSA
dopmare




MHOFOKpaTHO MCnoJib30BaTb NMOJTyHYEHHYHO VIH(*)OpMaLI,I/IIO, MOCTOAHHO
0OHOBNATHL AaHHbIE

Ob6ecneyunBaTb onepaTtnBHOCTb I/IH(bOpMaLl,I/IOHHbIX NOTOKOB

PaboTaTb C KOMNBIOTEPOM, MCMOMBL30BaTh OYUCHbLIN NaKeT
(TekcToBbIV pefakTop, Tabnuubl)

Heobxognmblie
3HaHUsA

HopmaTuBHbIE NpaBoOBbIE aKTbl, HOPMaTUBHO-METOANYECKME
AOKYMEHTbI, FOCY1apCTBEHHbIE CTaHaapTbl B cchepe AeAaTenbHOCTH
opraHusauum

CprKTypa opraHusauunmn, pykoBoacCcTBO CTPYKTYPHbIX no,u,paa,u,eneHvlﬁ,
HanpaBneHna gedaTesibHOCTU opraHmn3aumm n KomnetTeHumn
CTPYKTYPHbIX nop,paap,eneHMVl N OOJTXHOCTHBbIX JTNLL

Knaccuduvkaumnsa ynpasneH4eckon nHgpopmMaumm, Buapl
ynpasfieH4yeckon nHgpopmaymm

dopmbl NpegocTaBneHns ynpaBneH4Yeckon MHopmaumm

M CTOYHUKM yrnpaBneH4yeckon HdopmMaumnm

MeTtoguka otbopa NCTOYHMKOB MHG OpMaL MK

Tpe6OBaHI/1$I, npegbsaBiideMble K ynpaBnqueCKon I/IH(*)OpMaLlI/II/I

TpeboBaHust oxpaHbl Tpyaa

Apyrve
XapaKTepUCTUKY

3.4. O6obLeHHasa TpyaoBas PyHKUNA

HaunmeHoBa | lHdopmMaumMoHHO-aHanuTn4eckas 1 Kog D | YpoBeHb 6
Hue OopraHu3aunoHHO-aAMUHUCTPaTUBHAS KBanudukaum
nogaepxka oesaTenbHOCTH n
pyKOBOAUTENSA OpraHM3aumm
MponcxoxpeHne OpurnHan X 3anmcTBOBaHO 13
0606LLEeHHON TPY4OBOM opurnHana
JyHKUMN
Kon PernctpaunoHH
opuruHa bl HOMEP
na npodgeccunoHanb
HOro cTaHgapTa
BoamoxHble lMomMoLLHKUK pyKoBOAUTENS
HanMeHoBaHWA
JOIMKHOCTEN,
npodeccunn

TpeboBaHus Kk
obpasoBaHuo n
00y4eHMto

Boicluee obpasoBaHue - 6akanaspuar
[ononHutensHoe npodeccnoHanbHoe obpasoBaHmne

TpeboBaHus K OnbITy
npakTn4ecKomn
paboThl

He meHee Tpex net no npodounto AesaTenbHOCTU opraHnsaumm

Ocobble ycnosus
gonycka K pabote




Apyrve

XapPakKTepPUCTUNKHN

[lononHuTenbHLbIE XapaKkTepuctnkmn

HanmeHoBaHue Kon HanmeHoBaHve 6a3oBon rpynnbl, 4OMKHOCTH
OOKYyMeHTa (npocpeccun) nnu cneumnanbHOCTU
OK3 2432 Bubnnotekapun, bubnunorpadbl, 4OKyMeHTOBeAbI U
cneynanncTbl POACTBEHHbLIX Npod)eccui
OKCO 032001 [okymeHTOBeAeHNe N JOKYyMEHTaLMOoHHOoe
obecneyeHne ynpasneHuns
032002 [okymeHTaumoHHOe obecneyeHmne ynpaBneHus un
apxmBoBegeHue
3.4.1. TpypooBble yHKLMM
HanmeHoBa | ®opmupoBaHue Koa D/01.6 YpoBeHb 6
Hue MHGOPMALMOHHOIO (noaypoBeHb)
B3aMMOOencTBus KBanudukaymm
pyKoBOAUTENS C
opraHmsaunsamm
MpoucxoxgeHne | OpurnHan X 3anmcTBOBaHO n3
TpyLoBoun opurnmHana
JyHKUMN
Kon PernctpaunoHHsbl
opurMHan W HOMEp
a npodgeccmnoHarnbH
oro ctaHgapTa
Tpyoosble OTbop WCTOYHMKOB MHGOPMaUMM B COOTBETCTBUW C 3afaHHbIMU
nencTeuns Kputepnamm
O6paboTka 1 nHTepnpeTaunsa MHopmaumm ansg nogroToBKU NPOEKTOB
peLeHnmn

[MoaroTtoBka 3anpocoB MO MOPYYEHUIO PYKOBOAUTENS Ha MOfydYeHue
AOKYMEHTOB M WMH(opMauum B opraHax rocyaapCTBEHHOW Bnactu u
ynpaBneHusi,  OBLLUEeCTBEHHbIX  OpraHuMsauuMsix W noryyvyeHue
COOTBETCTBYIOLWEN MHPOPMALMN N JOKYMEHTOB

MHdopMmupoBaHue pykoBoauTens O pesynbTatax pacCMOTpeHUd
3anpocoB 1 obpaleHnmn

OpraHnsauyus peLleHns BOMPOCOB, He Tpebyrowmx
HEenocpeaCTBEHHOMO y4acTus pyKoBoaMTENS

MogrotoBka MaTepuanoB Ans yvacTus pykoBoauTens B paboTe
PasnUYHbIX CTPYKTYP B COCTaBe rocy4apCTBEHHbIX YU MyHMUMNANbHbIX
opraHoB, 06LLEeCTBEHHbIX OpraHu3aLui

MogrotoBka  OOKYMEHTOB AN 3aKMNKOYEeHUMs  cornawleHum o
COTPYAHNYECTBE C AENTOBLIMM NAapTHEPAMMU

NHdopMupoBaHMe [OenoBbiX MNapTHEPOB U 3aMHTEPECOBaHHbIX
OpraHu3auuini 0 peLUeHUsX PYKOBOAUTENsS B XOAE€ BbINOSHEHUS



garantf1://79057.0/
garantf1://79057.22432/
garantf1://86755.0/
garantf1://86755.32001/
garantf1://86755.32002/

cornawieHumn

Heobxoaumble AHanunanpoBaTtb 1 0TOUpaTb UCTOYHMKM MHCPOPMALIMK B COOTBETCTBUMU

yMeHUsA C KpuTepusiMn  MNOMHOTbl, AOCTOBEPHOCTW, CBOEBPEMEHHOCTU
npeaocTaBneHnsa nHcopmaunm
Cobupatb, obpabaTtbiBaTb M aHanuaMpoBaTb WH(oOpMauMo B
COOTBETCTBUM C 3afaHHbIMK TpeboBaHMsIMU
lMepepaBatb MHOPMaLNO B CUCTEMATM3MPOBAHHOM BUAE
O6pabaTtbiBaTb U CTPYKTypupoBaTb  MHGoOpmMauuio, obpasys
NHpOPMaLMOHHbIE pecypchbl
MponsBogMTb NOMCK MHGOPMauMM B CyLLECTBYOLWMX Basax AaHHbIX,
BECTU MHGPOPMAaLMOHHO-CNPAaBOYHYD paboTy Ha OCHOBE Pa3fIMYHbIX
KOMOUHaLUMN NONCKOBbIX NPU3HAKOB
Ob6ecneynBaTb MHPOPMALIMOHHYO 6€30NacHOCTb OpraHn3auuu
Pabotatb C KOMMbIOTEPOM, WUCMNONb30BaTb OMWUCHbLIN  NakeT
(TekcToBbIV pefakTop, Tabnuubl)

Heobxoaumble BHYTpeHHSAS 1 BHELLHAA NONUTUKA OpraHm3aunm

3HaHus MprHUMNbI NpeacTaBUTENBCTBA B FOCYAApPCTBEHHbLIX OpraHax, opraHax
MECTHOro CaMOynpaBfeHnsi, CTOPOHHUX OpraHM3aumsix M nopsaokK
B3aMMOOENCTBUSA C HUMMU
MprHUMNbI 1 METOAbI aAMUHUCTPUPOBAHUS
OcobeHHoCTH dhopmmpoBaHns BHELLHNX n BHYTPEHHNX
MHOPMALIMOHHBIX MOTOKOB
CTpyKTypa opraHusauum 1 nopsiioKk B3auMOAENCTBUS NoapasaeneHni
n cnyxo
MpaBuna dopmMMpoBaHUs U NCNoNb3oBaHMA 6a3 AaHHbIX
CoBpeMeHHble HayyHble MeToAdbl UM TexXHW4Yeckue CcpeacTsa,
cnocobcTByowme cbopy, obpaboTke, COXpaHEHMIO W nepegadve
nHopmaLnm
MpaBuna 3awmTbl KOHUAEHUNANBHON cnyXebHon nHdopmaumm
CoBpeMeHHble MHOPMALMOHHbIE TEXHOMNOMMU

Apyrue -

XapaKkTepuUCcTMKK

3.4.2. TpypooBas pyHKUMA

HanmeHoBaH | AHanu3 nHgopmaumn n Koa D/02.6 | YpoBeHb 6
ne noaroToBeka (noaypoBeHb)
MHOPMaLMOHHO-aHaANNTUYECKMNX KBanudukaymm
mMaTepuanos
MpouncxoxpeHne OpurnHan X 3anmcTBOBaHO 13
TPYy4oBOU (PyHKLMN opuruHana
Kon PernctpaunoHH
opuruHana bl HOMEP
npodeccnoHanb

HOro craHgapTa

TpynoBble oencTemsa

C6op, nepepaboTka n aHann3 nHopmaunmn 4nsa pelweHns 3agad,
MOCTaBNEHHbLIX PYKOBOAUTENEM




lMogroToBka VIH(bOpMaLWIOHHO-aHaJ'II/ITVI‘-IeCKI/IX mMaTtepunasioB

Paspa60TKa TEMATUYECKOro rnjiaHa O630pHOFO OOKyMEHTa, AOKIaja

OnpepgeneHne kpyra 6ubnunorpadunyeckmnx NCTOYHNKOB

Monbop NCTOYHMKOB M NUTepaTypbl No TeMe 0630pa, Aoknaaa,
aHanUTU4YeCcKoW CnpaBKu

HanucaHnue n odopmneHune o63opa, goknaga, aHannTuyeckom
cnpaBku

Heobxognmbie
yMeHUs

PaspabaTtbiBaTb TeMaTudeckui nnaH ob3opa, goknaga,
aHanUTU4YeCKon CnpaBKu

O6ocHoBbIBaTb aKTyalibHOCTb I'IpO6J'IeMbI, KOTOPYH npenctont
OCBETUTb B o630pe, AokKnage, crnpaBke

Monb3oBaTtbes I/IHd)OpMaU,VIOHHbIMI/I pecypcamMn n cnctemaTtmn3npoBaTtb
l/chbopmau,mo Nno 3agaHHbIM KPUTEPUAM

I'IpanmbHo MHTEepnpeTnpoBaTb NMosy4eHHble JaHHbIE U
npegoctaBnATb X B CUCTEMATU3INPOBAHHOM BUOE

OI'Ipe,D,eJ'IFITb Kpyr UCTOYHUKOB U NnnTepaTtypbl, HeobxoanMbIX Ans
noaroToBKn I/IH(bOpMaLWIOHHO-aHaJ'II/ITI/I‘-IeCKI/IX mMaTepumasoB

MNanaratb maTtepmnan B NorM4eckon nocrnenoBaTenbHOCTH

[ponssoguTb aHanu3 n OLUEHKY U3JM0XXKeHHOro Mmartepuanna

OdopMnATbL TEKCT B COOTBETCTBYHOLLIEM CTUINE

Pepaktn poBaTb TEKCT AOKYMEHTOB

CDOpMyJ'II/IpOBaTb BbIBOAbl N peKoOMeHaaUnn

OcyuwiecTBnATbL aBTOMaTU3aLMIO NPOLECCOB cOopa, XpaHeHUs 1
BblAavn nHdopmMaymm

lMonb3oBaTbCA YCTPONCTBAMMN aBTOMaTM3MPOBaAHHOM 06paboTKK
TEKCTOBOW MHpopMauUmMmn N OTOHabOPHbBIMU YCTPONCTBAMMU

MpUMEHATb BbIYUCIIUTENBHYH TEXHWUKY U MHPOPMAaLMOHHbIE
TEXHOMOrMM Anst 3KOHOMUYHOW U paLMOoHanbHOW opraHusaunm
NHOPMALMOHHBIX NMPOLIECCOB, NOBLILLEHUS UX TMOKOCTY U
ANHAMUYHOCTHU

Mpon3BoanTb NUTEpPaTyPHO-CTUNUCTMYECKYI0 06paboTKy TekcTa,
MPOBEPKY JIOrM4ecKor NocreaoBaTeNbHOCTM U3NOXEHNs!, aHanmaa u
OLIEHKW, HanMCcaHWsl BbIBOAOB Y peKoOMeHAaL Wi

MpUMEHSATb OCHOBbI MCUXOOMMK AeN0oBOro 06LLEHMS

Heobxognmble
3HaHUA

HopmaTtuBHble NpaBoOBblE aKTbl, HOPMATUBHO-METOANYECKME
AOKYMEHTbI, FOCYy1apCTBEHHbIE CTaHaapTbl B cchepe AenaTenbHOCTH
opraHusauum

CTpyKTypa opraHusauum, pykoBOACTBO CTPYKTYPHbIX NOAPa3AeneHnit,
HanpaeneHus 0eaTenbHOCTU OpraHM3aunM U KOMNeTeHLMM
CTPYKTYPHbIX NoapasgeneHvin U 4OMMKHOCTHbIX MWL,

Knaccudmkauus ynpasneH4yeckon nHgopmMaummn, Buapl
ynpasneH4YecKon nHopmMaLmnm

dopMbl NpefocTaBneHns ynpasneHyeckon nHopmaumm

McTouHUKM ynpaBneH4yeckomn nHdopmMaunmn, Metoanka otbopa
MCTOYHMKOB MH(popMaLmnn

TpeboBaHus, NnpeabaBnaemMbie K ynpaBrieH4YeCKon NHGopMaumnm

OcobeHHOoCTU pedepurpoBaHms nHpopmaumm, cneymdmka
0dOpMIIEHMS 1 COCTaABIIEHNSA aHHOTauuM, pedepartoB, 0630poB,
AOKNagoB




OCHOBbI HanucaHusi peqe|7| M OOKNagoB pykOBOOUTENA

Kateropun notpebutenen, Ha koTopble OyAeT paccynTaH gaHHbIN
0630p, goknag

MeToapbl O6p860TKVI I/IHCbOpMaLI,VII/I C NpMeHeHneM COBpPEMEHHbLIX
TeXHUNYECKMUX cpeancTs KOMMyHMKaLLMVI N CBS3U, BbIYNCIINTENBHON
TEXHUKUN

CTpyKTypa UHOPMAaLMOHHbIX M3aaHWIA B 3aBUCMMOCTU OT XapakTepa
MHOPMaLMKN 1 LEeNEBOro Ha3Ha4YeHNst UHPOPMAaLMOHHBIX U34aHWUI

CoBpemeHHble cpeacTtBa cbopa, 0bpaboTku, cuctemaTnsaumm
NHopMaLnK

NCcTOYHUKM MHOopMaLuK: kaTanorn GubnmoTek, XXypHanos,
NOUCKOBbIE CUCTEMbI MH(POPMAaLIMOHHO-TENEKOMMYHUKALMOHHOWN CETU
"IHTepHeT", aNeKTpOoHHble 6a3bl JaHHbIX

dyHKUMOHanbHOe Ha3Ha4vyeHne ob3opa (bubnmorpaduyeckoro,
pedepaTMBHOro, aHaNMTUYECKOro) Kak cpeacTBa opueHTaumnm
yutarensa B AOKYMEHTanbHOM Unn MHopMaLMoHHOM NOTOKe

OcobeHHOCTUN 0bLeHay4YHON U NparMaTuy4eckon pyHKumMmM 0630poB

I'Ipaana pa6OTbI C BHELUHNMWU HOCUTETTAMN I/IH(*)OpMaLlI/II/I

HOpMaTI/IBHbIe OOKYMEHTbI, rocyaapCTBEHHbIE CTaHOAPThI B obnactu
OeAaTesibHOCTU opraHn3aunm

MoHnsTne n cneynduka bubnuorpaduyeckoro, pedepaTMBHOMO U
aHannTU4ecKoro MHPoOpPMaLMOHHOIro U3gaHus

CnpaBoYHble NPaBOBbIE CUCTEMbI

Opyrvie
XapaKTEePUCTUKM

3.4.3. TpypooBas pyHKUMA

HanmeHoBa | OpraHusaumsa genoBbix Kon D/03.6 | YpoBeHb 6
Hue KOHTaKTOB M NPOTOKOSIbHbIX (noaypoBeHb)

MepPONpUATUIN KBanuukaymm
MpouncxoxpeHue OpurnHan X 3anmcTBOBaHO 13

TPYySOBOU (PYyHKLUN

opurmHana
Kon PernctpaumnoHHbIn

opurnHana HOMeEp
npodeccnoHarnbH

Ooro craHpgapTa

TpynoBble
JencTBus

OpraHusaums 1 nnaHMpoBaHNe AeNOBbIX KOHTAKTOB, BCTPEY U
noe3nok pykoBOAUTENS

OpraHunsauus 3acegaHumn, COBELLLAHNA U MEPOMNPUSATUIA, MPOBOANMbIX
pyKkoBOAUTENEM

MogrotoBka maTepuanos Asis CoBeLaHnn, BeaeHne n ooopmreHne
NPOTOKOJIOB

lMogrotoBka npeseHTaLmii No ykasaHU pykoBoauTeNa

MoaroToBka 1 NpoBeAeHNe Npecc-koHEPEHUMs pyKOBOAUTENS

BcTpeya yyacTHUKOB neperoBopoB, obecneyeHne nx
MHOPMALIMOHHBIMU MaTepuanamMu, BeleHne 3anncein neperoBopoB




Heobxognmble
YMEHUS

CocTtaBnsaTtb NnaH noesgku pykoBOoOUTENA

O(bOpMJ'IFITb OOKYMEHTbI, HeobxoauMble Ans 4enoBON NOe3aKMu,
KOMaHONPOBKN PYKOBOAUTESA

CocTtaBnstb 1 0hopMAsATb NPOTOKOMbI COBELLAHUI, 3aceaHuni n
APYrMX KOH(PEPEHTHbLIX MEPONPUATUIN, TOTOBUTL CMUCOK YH4aCTHUKOB,
NOBECTKY AHSA, ABOYHbIE JIUCTbI U NPOEKTbl NTOTOBbIX JOKYMEHTOB

CocTaBnaTb Npecc-penmabl

BecTn neperoBopbl ¢ napTHepamm

PaboTaTb B pexnme MHOro3agav4yHoCcTu

Pabotatb ¢ 605nbwnmM 06 bemMoM MHpopmMaLnm

CospgaBaTb 1 nogaepxXmBatb NONOXUTENbHbLIA UMUAX opraHn3aunm
N pykoBoauTend

Mcnonb3oBaTb BbIYUCITUTESIbHYHO TEXHUKY U
I/IH(*)OpMaLI,I/IOHHO-KOMMyHI/IKaLlI/IOHHbIe TexHonoruu ans 6onee
9KOHOMWYHOM " paLl,VIOHaJ'IbHOIZ opraHnsauunnm I/IH(*)OpMaLI,I/IOHHbIX
npoueccos, NoBbILLUEHUA UX rMMOKOCTM N AMHAMUYHOCTM

Ob6ecneynBaTb MHPOPMALMOHHYO 6€30NacHOCTb OpraHn3aumm

Heobxognmble 3HaHMA

HopmaTuBHbIE NpaBoOBbIE aKTbl, HOPMaTUBHO-METOANYECKME
AOKYMEHTbI, FOCYy1apCTBEHHbIE CTaHOapThl B cchepe AeAaTenbHOCTH
opraHusauumn

CTpyKTypa opraHusauum, pykoBoAsILLMIA COCTaB OpraHn3auum um
noapasaeneHnin, HanpasneHnsa AeaTeNbHOCTU opraHM3aunn
KOMNEeTEHUNW CTPYKTYPHbIX nogpasaeneHnii U JOMMKHOCTHbLIX Nyl

Mcuxonornsa AenoBoro o6LLEHUS, OCHOBbI KOH(DMMKTONOMK

lMpaBuna npoBeaeHnst AeNOBbIX NEPErOBOPOB M MPOTOKONbHbIX
MEPONPUATUI

OTUKET N OCHOBBI MexXayHapoaHoro npokonia

[MpaBuna coctaBneHns n oopMIeHnUs JOKYMEHTOB

MpaBuna 3awmTbl KOHUAEHLNANBHON cnyXebHon nHdopmaumm

NHopMaLMOHHO-KOMMYHMKALMOHHbIE TEXHONOMNM

Opyrue
XapaKTepUCTUKM

3.4.4. TpypooBas pyHKUMA

HanmeHoBaH | OpraHu3aumsa NCNosIHEHUS Kon D/04.6 | YpoBeHb 6
ne peLleHnn pykoBoanTens (noaypoBeHb)
KBanudukauymm
MpouncxoxpeHne OpurnHan X 3anmcTBOBaHO 13
TPYy4oBOU (PyHKLMN opuruHana
Kon PernctpaunoHHbIn
opurmHana HOoMmep
npodgeccnoHarnbH

Ooro craHpgapTa

TpynoBble oencTemsa

[lokymeHTanbHOe 0hOpMIEHNE PEeLLEHNI PpyKOBOAUTENS, LOBEAEHNE
00 cBefeHus paboTHMKOB OpraHM3aLmmn YCTHbIX PacropsiXeHuin

pykoBoguTeEns




KOOpLI,I/IHaLI,VIFI OeATesIbHOCTU Mo UCMNOJTHEHNIO peLIJeHI/IIZ
pykoBogutend

KOHTpOJ'Ib NUCMOJIHEHUNA peLUGHMVI pykoBoguTens

lMogroToBka OTYETOB O BbINOSTHEHUN HOpyquMVI n peLIJeHI/IIZ
pykoBogutend

Heobxoanmble
yMeHUs

CocTtaBnatb u OCbOpMJ'IFITb OOKYMEHTbI, coepXaline nopyyvyeHna un
pacrnopaXxeHna pykosogutensd

Bectn ydyeT nopyquMﬁ pykosogutend, Tpe6yI-OUJ,I/IX KOHTPOJ14 No
CylweCTBY peLleHnda Bonpoca

YeTko 1 BbICTPO NPMHUMATb peLLeHnst B npouecce paboThbl

npOI/I3BOD,I/1Tb aHanus NCNOJTHUTENbCKOWN OUCUMUMINHbI

CocTtaBnsTb aHaNUTUYECKME OTYETDI U cnpaBK/ No pesysibTatamMm
MCMOJTHEeHUNA nopyquMﬁ n paCI'IOpFI)KeHI/IIZ pykoBogutend

lMonb3oBaTbCcs cuctemamm AJIEKTPOHHOIO ,EI,OKyMeHTOO60pOTa

anMeHFITb BbIYNCITUTESIbHYIO TEXHUKY U
I/IH(*)OpMaLI,I/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe TEXHONOMKN AS1si 3KOHOMUYHOMN
" paLLMOHaﬂbHOIZ opraHunsauunnm I/IH(*)OpMaLI,I/IOHHbIX npoueccos,
NOBbILLEHUS NX TMOKOCTN N ANHAMNYHOCTH

Ob6ecneunBaTtb 0€30NaCHOCTb AEATENBbHOCTN OpraHn3aumm

Heobxoanmbie
3HaHusA

HopmaTuBHbIE NpaBoOBbIE aKTbl, HOPMaTUBHO-METOANYECKME
AOKYMEHTbI, FOCYyAapCTBEHHbIE CTaHOapThl B cchepe AeAaTenbHOCTH
opraHusauumn

CTpyKkTypa opraHusauum, pykoBOACTBO CTPYKTYPHbIX Noapa3faeneHun,
HanpaBneHus OeATenbHOCTU OpraHM3aumm 1 KOMNeTEHL MM
CTPYKTYPHbIX nogpasaeneHnii  JOMMKHOCTHbLIX NnL,

MpaBuna npoBeAeHUs KOHTPOMSI UCMONHEHMS MOPYYEHNIA
pykoBoauTENs

TexHonorusa BefeHnst KOHTPOIS UCMOSTHEHUSI MOPYYEHUN
pykoBOAMTENS

Cunctembl 9NEKTPOHHOIO 4OKYMEHTO0b0opoTa, 6a3bl JaHHbIX

TpeboBaHus oxpaHbl Tpyaa

Opyrue
XapaKTepUCTUKM

IV. CBepgeHunsa 06 opraHmsaumsax - paspadbotumkax npoceccMoHanbHOro craHgapTa

4.1. OTBeTCTBEHHAs OpraHM3aunsa-paspaboTymk

LMmoHanbHas umnauusa WCHbIX cneunanmcToB N agMUHUCTPATUBHBIX
HIM "HauwnoHa as accouuna oduc cneymnannucto a cTpa
paboTHukoB", ropog Mockea

HOvpekTop

XntcHeBa Jliogmuna lNeTpoBHa

4.2. HanmeHoBaHuMs opraHmsaunin-paspaboTynkos

1 AHO "AreHTCTBO CTpaTermyecknx MHMLUMATUB MO NPOABMKEHMIO HOBLIX MPOEKTOB",

ropog Mocksa

2 AHO "YenabuHckoe pernoHanbHoe areHTCTBO pa3BUTUA KBanudukaumn®,

ropog YenabuHck




3 AHO BINO "MexpermnoHanbHbIA OTKPbITbIA COUnanbHbI UIHCTUTYT",
ropoa Mowkap-Ona, Pecny6nvka Mapun 9n

4 Bonrorpagckas Toproso-npomMelllnieHHasa nanata, ropog Bonrorpag

5 'Y "Bcepoccuinckuin Hay4yHo-nceneaoBaTenbCkUn UHCTUTYT AOKYMEHTOBEAEHUS U
apxvsHoro gena" (BHUWOAL), ropog Mocksa

6 HOY OO "MHCTUTYT nHdpopmMaunoHHbIX TexHonornn "AnTu", ropog Mockea

7 O6wepoccunckmin Npodpcorod paboTHUKOB roCyAapCTBEHHbIX YYpexXaeHun n
obLiecTBeHHoro obcnyxunsanna Poccuinckon ®egepauuu, ropog Mockea

8 Ob6wepoccurckoe mexoTtpacnesoe ob6beanHeHne pabotogartenen "Hukeno",
ropog Mocksa

9 000 "MawuikpocodT Pyc", ropog Mocksa

10 | OOO "LeHTp aKkcnepTusbl U ceptudmkaumn”, ropog Mocksa

11 | OO0 "OneKkTpoHHblIe 0dUCHbIE cucTemMbl”, ropoq Mocksa

12 | MoBomKcKNin HCTUTYT ynpasrieHnsa nmenu MN.A. CtoneinuHa - punnan ®reoy BI1O
"Poccuiickaa akageMmsa HapogHOro X03ancTea U rocyaapCTBEHHOM CnyXbbl npu
MpesngeHTe Poccuinckon ®epepaunn”, ropoq CapaTton

13 | ®Ir'AOY ANO "Akagemus ctaHgapTusaunm, METPONOMMK U cepTudmnkaummn”,
ropoa Mocksa

14 | ®I'BOY BI1O "lNeH3eHCKMI rocyaapCTBEHHbIN YHUBEpCcUTET", ropoA lNeHsa

15 ®IrbOY BIO "Poccumncknii rocyaapCTBEHHbIN r'yMaHUTapHbIM yHUBepcuTeT", kadeapa
AoKyMeHToBefeHus, kadegpa ACOOQY, ropog Mocksa

16 ®IbY "Hay4Ho-uccnegoBaTenbCKUi MHCTUTYT TpyAa U coumanbHOro ctpaxosaHmna”
MwnHucTepcTBa Tpyaa u coumanbHoun 3awmTbl Poccuiickon ®egepauyum, ropoq Mocksa

17 | ApocnaBckasi TOproBo-nNpombILLNIEHHAs nanara, ropog Apocnassb

*(1) O6LepocCUnCckMin knaccuukaTop 3aHATUN.

*(2) ObLepoccninckmi knaccnukaTop BUOOB 9KOHOMUYECKON AEATENBHOCTM.

*(3) ObLepoccninckmii knaccngukaTop cneumanbHoOCTen No obpasoBaHuto.

*(4) EpuHbIN KBanMMUKALMOHHLIN  CNPaBOYHMK  OOFMKHOCTEN  PYKOBOAUTENEMN,

cneunarnmcToB U gpyrnx ciyxawjux.

*(5) Obwepoccuicknin knaccudumkatop npodeccuin pabounx, JOMKHOCTEN CryXalimx

N TapudHbIX pa3psaos.
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