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npukaszom MuHucTepcTBa Tpyaa
N coumanbHoOM 3awmThbl
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NMPO®ECCUOHANBHbLIA CTAHOAPT
CNEUMANNCT NO OPFAHU3ALUMOHHOMY 1 LOKYMEHTALIWOHHOMY OBECNEYEHUIO
YNPABJNEHUA OPTAHU3ALUEN
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PernctpaunoHHbIn Homep

|. Obwue cBegeHus

OpraHn3aumoHHOe 1 JOKYMEHTaLUMOHHOe obecneyeHre ynpaBneHns opraHmaaumsimm nobbix opraHu3aumoHHO- 07.002
npaeoBbIX opm

(HaumeHoBaHMe BMAa NPOdECCHOHANbHOM AeSTEeNbHOCTH) Kog

OcHoBHas uenb BMaa npodeccroHanbHON AeATeNbHOCTH:

Peanusauuns obecneunsaroLLmx d)yHKLWIVI ynpasrneHua opraHusauuen; BHegpeHne NYYLWNX TEXHUHECKNX pa3p860TOK 1 HOBEMWLLMX
TexHonorui B obecneveHme ynpasneHuna opraHusauuen

[pynna 3aHaTun:

2432 Bubnunotekapu, Gubnmorpadbl, 4OKyMEHTOBEAbI U 3431 AOMVHUCTpaTUBHO-yNpPaBeHYeCcKuii
cneuuanucTbl POACTBEHHBIX Npodheccuii nepcoHarn

4222 Cnyxalue, 3aHaTble NPUeMOM U MHAOPMUPOBaHNEM | - -
nocetutenen

(kog OK3 (HanmeHoBaHwe) (kog OK3) (HaumeHoBaHue)

<1>)

OTHeceHue K BUaaM 3KOHOMUYECKON AeATENbHOCTU:

82.1 [JesTensHOCTb aAMUHUCTPATUBHO-X031MCTBEHHAs M BCMIOMOraTerbHas AesaTernbHOCTb No o6ecneyeHmo
(PYHKLMOHMPOBAHMS OpraH13aumumn

82.3 [eaTenbHOCTb N0 OpraHn3aumnm KoHgEepeHLUA U BbICTABOK

(kog OKB3[ <2>) (HauMmeHoBaHWe BuAa 3KOHOMUYECKON AeSTENBLHOCTM)

II. Onucanue TpyaoBbIX (YHKLUMWIA, BXOASLLMX
B npodeccroHanbHbI CTaHaapT (PyHKUMOHanbHas kapTa Buaa
NpPoeCCUOHaNbLHON AeATENBHOCTH)

O600LLeHHbIe TpyAoBble PyHKLNM Tpynosble PyHKLMM
Kon HaMmeHoBaHune YpOBEHb HaMmeHoBaHue kon ypOBEHb
kBanuduka (noaypoBeHb)
unmn KBanuukaumm
A OpraHu3aunoHHoe 3 Mpuem n pacnpegeneHne TenedOHHbIX A/01.3 3
obecneyeHne aeATenbHOCTM 3BOHKOB OpraHm3auum
opraHusauumn
OpraHusauus paboTbl ¢ noceTuTensmm A/02.3 3
opraHusaumm
BbInonHeHve KOOPAVMHMPYIOLLMX U A/03.3 3
obecneumBatoLLmX PyHKLMIA
B [okyMeHTaumoHHoe 5 OpraHu3auus paboTbl ¢ JOKyMEHTaMu B/01.4 5
obecneyeHre AeATensHOCTM
opraHusauum OpraHu3aums TeKyLLero XxpaHeHus B/02.4 5
AOKYMEHTOB




OpraHu3auus obpaboTku aen ans B/03.4 5
nocrneayoLero XxpaHeHusi
C OpraHusaLmnoHHoe, 6 OkasaHue NoMOLLM PYKOBOAUTENIO B C/01.6 6
[OKYMeHTaLMOHHoe 1 nnaHMpoBaHuu paboyero BpeMeHn
MHOPMaLMOHHOE
obecneyeHvie AeATenLHOCTH MnaHupoBaHue paboyero aHa cekpeTaps C/02.6 6
pyKoBOAMTENS OpraHu3aumm
OpraHusauust TenedoHHbIX NEPeroBopoB C/03.6 6
pykoBoauTens
OpraHu3auus KoMaHaMpoBOK pykoBoauTens | C/04.6 6
OpraHusauust paboTbl ¢ NOCETUTENAMN B C/05.6 6
NpueMHoONn pykoBoAUTENS
OpraHu3auns noaroToBKW, MPOBEAEHNS U C/06.6 6
o6cnyxMBaHUs KOHPEPEHTHbIX
MeponpuaTAiA
OpraHu3auusi UICNOSHEHUS PeLLeHni, C/07.6 6
OCYLLECTBIIEHMNE KOHTPOMSI UCMOSNTHEHNSI
nopy4eHu pykoBoauTensi
OpraHusauus n nogaepxaHue C/08.6 6
yHKLMOHanbLHoro paboyero NpocTpaHcTBa
npuemMHon 1 kabrHeTa pykoBoaMTENS
Pa3paboTka nokanbHbIX HOPMaTUBHbIX C/09.6 6
aKTOB, pernameHTupyoLwnx paboTy
cekpeTaps
CocTtaBneHue n odopmreHue C/10.6 6
ynpaBreH4YecKon JOKyMeHTauum
OpraHusauus paboTbl C AOKyMEHTaMu B C/11.6 6
NpUeMHON pyKoBOAWUTENS
OpraHu3auns xpaHeHUst JOKYMEHTOB B C/12.6 6
NPUEMHON PyKOBOOUTENS
ObecneyeHne pykoBoauTens C/13.6 6
nHdopmaumen
OpraHusaums MHPOPMaLMOHHOIO C/14.6 6
B3aVMOZENCTBUS PyKOBOAUTENS C
noapasaeneHnsaImMmn u JOMKHOCTHLIMU
nvLamMu opraHusaum
D WHopmaLMoHHO- 6 dopmMupoBaHme MHHOPMaLMOHHOTO D/01.6 6
aHanuTuyeckasi n B3aVMOJENCTBUS PyKOBOAUTENS C
opraH13aumnoHHo- opraHusauusamm
afMUHUCTpaTMBHASA
noanepxka AenaTenbHoCTn AHanus nHopmaummn 1 NOAroToBKa D/02.6 6
pykoBOAMTENS OpraHu3aunm MHGOPMAaLMOHHO-aHANUTUYECKNX
martepuanos
OpraHu3aumst 4enoBbIX KOHTAKTOB U D/03.6 6
NPOTOKOIbHBLIX MEPONPUATUIA
OpraHu3aums UCNONMHEHNS peLLEHI D/04.6 6
pykoBoauTens
IIl. XapakTepuctuka 0600LLEeHHbIX TPYAOBbIX (YHKLMIA
3.1. O606LeHHasn TpyaoBas pyHKUMA
HavMeHoBaHMe OpraHu3aunoHHoe obecneyveHne AeaTenbHOCTU opraHu3aLmm Kop A YpoBeHb
KBanudukaumm

MpoucxoxaeHne 0606LLEHHON

TPy4OBON PyHKUMN Opururian

3anMCTBOBaHO 13
opuvruHana




Kog opurnHana PeructpaunoHHbIi HoMep
npodpeccrmoHansHoro
cTaHgapTa

Bo3moXxHble HaumeHOoBaHWst
OOSMKHOCTEN, Npodeccuin

CekpeTapb-agMUHUCTpaToOp

TpeboBaHusi kK 06pasoBaHnLo U
obyyeHuto

CpepnHee obLiee obpasoBaHme

MpodeccroHanbHoe oby4eHre - NporpaMmMbl NPOgeCccUoHanbHON NOArOTOBKM MO Npodeccusm
pabounx, JOMKHOCTSM CryXaLlux, NporpaMMbl NEPENOATrOTOBKU pabouux, criyxalumx, nporpamMmbl
NOBbILLEHUS KBanudvkaumm paboumx, cnyxatmx

TpeboBaHus k onbITy
npakTnyeckomn paboTbl

Ocobble ycnosust gornycka k
pabote

[pyrve xapakrepucTukm

JononHuTenbHble XapakTepucTUKM

HaunmeHoBaHne fgokymeHTa Koga HavnmeHoBaHve 6a30BoW rpynmbl, AOMKHOCTM (Npodyeccum) nnm
cneunanbHOCTH

OK3 4222 Cnyxalyue, 3aHaTble NPUEMOM 1 MHOPMUPOBaHNEM MoceTUTeNe

OKCO <3> 032001 [okymeHTOBeAeHME 1 AOKYMEHTaLUMOHHOe obecneyeHvie ynpaBneHus

3.1.1. TpynoBas dyHKUus

HanmeHoBaHne

Mpvem n pacnpegeneHne TenedOoHHbIX 3BOHKOB YpoBeHb
opraHusauum Kon A/01.3 (nooypoBeHb) 3
KBanudunkauum

MpouncxoxpeHne TpyaoBom
PyHKUMK

3anMCcTBOBaHO 13

OpuruHan
opurvHana

Kog opurnHana PeructpaunoHHbI HoMep
npodheccroHansHoro
cTaHgapTa

Tpynosble gencTens

MepeHanpaBneHne TenegoHHbIX 3BOHKOB PYKOBOACTBY U COTPYAHMKaM opraHusaumum

PerMCTpauvm nocTynarLwmnx TeJ'IerOHHI:IX 3BOHKOB

MonyyeHne Heobxoammol nHpopMaLmm 1 nepegada CaHKLMOHUPOBAHHOW MHAOPMaLumn no TenedoHy

HeobxoanmMble ymeHusi

Mcnonb3oBaTtb TEXHUYECKME 1 MPOrpamMMHble CPEeACTBa A MPOBEAEHUS rONOCOBOMN UM BUAEO-
KOH(hEpPEHLI-CBSI3M

Mcnonb3oBaTtb cpeactea KOMMyHI/IKaLlMOHHOVI OpPITEXHUKN OANA nony4vyeHua u nepenadvu MH(bOpMaLI,MVI

BecTu yyeTHble pernctpaumoHHble hopMbl, UCMONBL30BaThb UX AN MHPOPMaLMOHHOW paboThbl

YcTaHaBnuBaTb KOHTaKT ¢ COGeCeHMKOM, NOAAEpKMBaTbL 1 pa3BuBaTh AenoByio Geceay B npouecce
TenedgOoHHbIX Neperosopos

CrnaxuBaTtb KOHdI)J'IMKTHbIe N CINOXHble CUTyauun MexnmnMYHOCTHOro B3aMMOZeNCTBuS

Cobntopatb cryXe6Hbli 3TUKET

Heob6xoanmble 3HaHUs

®yHKUMK, 3aaa4m, CTPYKTypa opraHusauum, ee cessun

I'Ipanu'la B3aUMOZENCTBUSA C napTHepamMu, KnneHTamu, cpencresamu MaccoBOW VIHd’.)OpMaLWII/I

OTuka genosoro obLeHns




[MpaBuna peyveBoro aTukeTa

TpeboBaHusi oxpaHbl Tpyaa

MpaBuna 3awwmTbl KOHPUAEHUMaNbHOW cnyxebHow nHopmaumm

[pyrve xapakrepucTukm

3.1.2. Tpynosas dyHKUus

HanmeHoBaHne

OpraHusauus paboTbl C NOCETUTENSIMU OpraHM3aLmm YpoBeHb

Koa A/02.3 (noaypoBeHb) 3
KBanvgpukaummn

MpouncxoxaeHne TpyaoBom
PyHKUUM

3anMcTBOBaHO 13

urmHan X
Op a opuruHana

Koa opurmHana PernctpaumnoHHbIn Homep
npodpeccrmoHansHoro
cTaHgapTa

TpynoBble oencTens

BcTpeya nocetutenen, nonyvyeHve NepBUYHON MHOPMALMK O NOCETUTENSX U NOMOLLb B OpraHn3aummn
MX Npuema pyKoBOAUTENEM U COTPYAHUKAMM

BepeHue xypHana 3anucu nocetutenen

Y4eT nocetutenen n odopmneHve npornyckos

Copencraume onepaTMBHOMY PacCMOTPEHMIO MPOCLO 1 NPeanOoXeHW noceTuTenen

Mpuem v nepenaya AOKYMEHTOB NoceTUTENEN PYKOBOACTBY U COTPYAHUKAM OpraHn3aumm

OpraHu3aumsi 1 6poHNpOBaHME NEPErOBOPHbLIX KOMHAT

CepBupoBka yariHoro (koenHoro) ctona B oguce

MpuroToBneHve HaNUTKOB (Yal, kode, NpoxXNaauTenbHble HAaNUTKM)

Heo6xoanmble ymeHus

O6Lwwatbes ¢ noceTUTeNnsMm

Mcnonb3oBaTtb YCTaHOBJIEHHblE€ NpaBua KU npouenypbl KOMMYHUKaUUN BHYTPU opraHusaunm

BecTu yyeTHble (hopMbl, UCMONb30BaTh UX AN paGoTbl

Co3spgaBaTb NONOXUTENbHbIN UMUK opraHusaummn

MpyHUMAaTL MepPbI MO Pa3peLLEHNI0 KOHAIMKTHBIX CUTYaLMI

an/IMeHFITb I/IHq)OpMaLI,I/IOHHO-KOMMyHMKauMOHHbIe TEeXHOornn

Ob6ecneunBaTb KOHUAEHUMANBLHOCTL MHOPMaLn

Heobxoanmble 3HaHus

MpaBuna opraHusauum npvema nocetTuTenemn

MpaBuna genoBoro o6LeHns

CTpyKTypa opraHusauuv u pacnpegenenve yHKUNA MexXay CTPYKTYPHbIMU NoApa3aeneHnsmMu 1
cneunanuctamu

MpaBuna opraHv3aumm NpuemoB B oduce

MpaBnna cepBUpOBKM YaliHOro (kodbeinHoro) cTona

I'Ipanu'la NPpUroToBIeHnAa 1 nogadn ropavYnx HanUTKoOB U 3aKyCOK K HUM

OTuka genosoro obLieHns

I'Ipasmna pe4eBoro aTukeTa




TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3awwmTbl KOHPUAEHUMaNbHOW cnyxebHow nHopmaumm

[pyrve xapakrepucTukm

3.1.3. Tpyaosas dyHKuus

HanmeHoBaHne

BbinonHeHne KOOPAVHMPYOLWMX 1 06ecnevnBaoLLmMx YpoBeHb
DYHKLUMIA Koa A/03.3 (noaypoBeHb) 3
KBanvgukaumm

MpouncxoxaeHne TpyaoBom
PyHKUMM

3anMcTBOBaHO 13

urmHan X
Op a opuruHana

Koa opurmHana PernctpaumoHHbIn Homep
npogheccrmoHansHoro
cTaHgapTa

TpynoBble oencTens

BepneHue xypHana pa3besnos paGoTHUKOB OpraHusaumum

KoopanHauusa paboTbl KypbepoB v BOAWUTENEW OpraHn3aummn

BepeHue xypHana pasbesfoB KypbepoB OpraHv3aLmm 1 MapLIpyToB BoauTeneit

CocraeneHue crnpasku 0 pasbesaax paboTHUKOB, KypbepPOB M MapLUpyTax BOAMTESNE OpraHm3aLmm

Heo6xoanmble ymeHus

CocTaBnsiTb U BECTU YY€THbl€ OOKYMEHTbI

MpUMeHATL cpeacTBa KOMMYHUKALMK AN nepegaqy NopyYeHuin pyKoBOAUTENS U COTPYAHUKOB
opraHusaumm

MpumeHaTbL coBpemeHHble cpeacTBa cbopa, o6paboTkn 1 nepegayv nHgpopmaumm

OueHnBatb pe3ynbTaThbl B paMKax NoCTaBf1IEHHbIX 3a4ay

OcyLecTBNsATb KOHTPOSb UCMOMTHEHUS NOPYYEHUIA PYKOBOAUTENS! COTPYAHUKaMM

Heobxoanmble 3HaHUs

I'Ipanma peveBoro aTukeTa

OTuka genosoro o6LeHns

Tpe6oBaHus oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHDUAEHUMANBHON cnyxebHow nHopmMaLmm

CTpyKTypa opraHusauuv 1 pacnpegeneHve yHKUMA Mexay CTPYKTYpHbIMU noapasaeneHusmu u
cneumanucTamu

[Opyrve xapakTepucTuku

3.2. O606LeHHasn TpyaoBas pyHKUMSA

OKyMeHTaLuoHHoe obecneyeHne AesiTeNbHOCTU OpraHn3auum YpoBeHb
HaumeHoBaHue Roky u A p u Kon B P 5
KBanudukaumm
MpouncxoxaeHne 0606LLeHHON 3anmMcTBOBaHO 13
P KA t OpuruHan X
TPYAOBOWN OYHKLMN opurmHana
Kog opurnHana PeructpaunoHHbI HoMep
npodheccroHansHoro
cTaHpapTa
Bo3moxHble HavmeHoBaHUs [enonpoussoautens

OOMmKHocTen, npodeccuit




TpeboBaHus k 06pa3oBaHMo 1
obyyeHnto

CpegaHee npodeccroHarnsHoe obpasoBaHue - NporpaMMbl NOATOTOBKY KBANMPULIMPOBaHHbIX
pabounx, cnyxaLmx

TpeboBaHus K ONbITY NpaKTUYECKOW
paboTbl

Ocobble ycroBus gonycka Kk pabote

[Opyrve xapakTepucTuku

JononHuTenbHble XxapakTepuUCTUKN

HaumeHoBaHve fokymeHTa Koa HaumeHoBaHWe 6a30BoW rpynmbl, AOMKHOCTU (MPOECCHI) UNK CRELMAnbHOCTM
OK3 3431 AOMUHUCTPATUBHO-YNpPaBneHYeCckUn nepcoHan

EKC <4> - [enonpoun3soanTtens

OKIMATP <5> 21299 LenonpoussognTtens

OKCO 032002 [okymeHTaumoHHoe obecneyeHve ynpaBneHns n apxvBoBeAeHne

3.2.1. TpynoBas dyHKUus

HanmeHoBaHue

OpraHusauusi paboTbl ¢ JOKYMEHTaMmn

YpoBeHb
(nooypoBeHb) 5
KBanudunkauum

Kon B/01.5

MpovncxoxpeHne TpyaoBom
PYHKUMK

OpwuruHan X

3anMCcTBOBaHO 13
opuruHana

Kop opurnHana PernctpaumoHHbI HoMep
npodeccroHanbHoro
cTaHpapTa

Tpynosble genctens

Mpuem 1 nepeuyHas 06paboTka BXOAALLMX JOKYMEHTOB

MpenBapuTenbHOe pacCMOTPEHUE U COPTUPOBKA JOKYMEHTOB Ha PerucTpupyemble U He
perucTpupyemMbie

[MoproToBka BXoASALNX OOKYMEHTOB A1 paCcCMOTpeHUA pykoBoautenem

PerucTtpauys BXogaLwmx OKYMEHTOB

OpraHmsauMﬂ OO0CTaBKM AOKYMEHTOB UCMNONTHUTENAM

BeneHue 6a3bl aHHbIX OOKYMEHTOB OopraHusauuu

BepneHve nHdopmaLunoHHo-cnpaBoyHo paboTsl

O6paboTka 1 oTnpaBka NCXOOALLMX JOKYMEHTOB

OpraHu3auusi paboTbl Mo perncTpauum, yyueTy, XxpaHeHu o U nepefaye B COOTBETCTBYHOLLME
CTPYKTYpHblE NOAPa3AeneHns JOKYMEHTOB TEKYLLEro AENONPOM3BOACTBA

KOHTpOJ‘Ib NCNONMHEeHNA OOKYMEHTOB B OpraHusauum

Heobxoammble ymeHus

PaboTaTb Co Bcet COBOKYNMHOCTbLIO MHGOPMALMOHHO-A0KYMEHTALMOHHBIX PECYPCOB OpraHu3auum

Monb3oBaTbeca 6asamm faHHbIX, B TOM YMcre yAaneHHbIMn

Monb3oBaTbes CrnpaBoOYHO-NpaBoOBbIMKN CUCTEMAMU

Monb3oBaTbes aBTOMAaTU3NPOBAHHbIMU CUCTEMAMU yHeTa, perncTtpaunm, KOHTponA u
I/IHq)OpMaLl,I/IOHHO-CI'IpaBOLIHbIMI/I cucrtemamu npu pa60Te C AOKyMeHTaMun opraHusauum

an/IMeHFlTb COBpeMeHHble I/IHCbOpMaLI,I/IOHHO-KOMMyHVIKaLl,I/IOHHI:Ie TexXHonorum gnqa pa60TbI C
OOKyMeHTaMu, B TOM 4YuUcrne and ee ontmuMmmsaumm n NnoBbllLIEHUA SdeI)eKTVIBHOCTI/I




Heobxoanmble 3HaHusA

HOpMaTVIBHbIe npaBoOBble aKTbl ¥ HOPMaTUMBHO-MEeTOAN4YEeCKMe AOKYMEHTbI, onpeaensatowmne nopsaaok
OOKYyMEeHTaLUMOHHOro obecneyeHuns ynpasneHua

CTpyKTypa opraHu3auum, pyKoBOACTBO CTPYKTYPHbIX MOApasaeneHni

CoBpeMeHHble UHPOPMaLIMOHHBIE TEXHONOrMK paboTbl C JOKYMEHTaMu

Mopsinok paboTbl ¢ 4OKYMEHTaMu

CxeMbl AOKyMeHTOO6opoTa

MpaBuna paboTbl ¢ BXOASALLMMU, UCXOASLLMMUN U BHYTPEHHUMUN JAOKYMEHTaMM

MpaBuna opraHu3aumm n hopMbl KOHTPONS UCMOSNTHEHNS AOKYMEHTOB B OpraH13aLumm

TunoBble CPOK/ UCMNONTHEHNA OOKYMEHTOB

MpuHUMNEI paboTbl CO CPOKOBOW KapTOTEKOWN

HasHaveHue n TexHonorns TeKyLwero n npegynpegnteribHoro KOHTpona

[MpaBuna cocTaBneHnss aHanUTUYECKNX CNpaBoK Mo opraHusaumum paGOTbI C JOKYMEHTaMU U KOHTPOJIHO
NCNONHEHUA JOKYMEHTOB

I'Ipanma OOKyMEeHTaLMOHHOIro obecneyeHuss oeATENbHOCTU opraHunsaummn

Buabl OOKYMEHTOB, UX Ha3dHa4YeHne

TpeGOBaHMﬂ, npeabaBndaeMble K JOKyMeHTaM B COOTBETCTBUN C HOPMATUBHbIMU akTaMn U
rocyaapCTBeHHbIMWU CTaHOapTaMu

MpaBuna coctaBnexusi u opopmreHust UHOPMaLMOHHO-CNPABOYHBIX, OPraHN3aLMOHHBbIX
ynpaBrieHYeCckUX JOKYMEHTOB

I'Ipanma co3gaHusl U BeaeHus 6a3 AaHHbIX Cﬂy)KeGHbIX OOKYMEHTOB B OpraHusauum

CUCTEMBI 3MIEKTPOHHOIO JOKYyMeHTooGopoTa

I'Ipanma N CPOKM OTNpPaBKN UCXoOALLNX OOKYMEHTOB

TpeboBaHusa oxpaHbl Tpyaa

[Opyrve xapakTepucTuku

3.2.2. TpynoBas dyHKUus

HanmeHoBaHne

OpraHu3aums TeKyLero XxpaHeHus JOKYMEHTOB YpoBeHb

Koa B/02.5 (nopypoBeHb) 5
KBanudukaumm

[MpoucxoxaeHwe TpyaoBomn
PyHKUMM

3anmcTBOBaHO 13

urmHan X
Op a opuruHana

Kon opurvHana PernctpaumoHHbIn Homep
npodheccroHansHoro
cTaHgjapTa

TpynoBble AeNCTBUSA

PaspaboTka HOMeHKNaTypbl Aen opraH3aumm

I'IposepKa npaBuUNbHOCTU Od)OpMJ'IeHI/IH OOKYMEHTOB U OTMETKU 06 ux ucnonHeHnm nepen ux
q)OpMVIpOBaHI/IeM B AeNno Ana nocneayrouwlero XxpaHeHua

dopmynupoBaHu1e 3arofioBKOB Aen W ONpeAeneHne CPOKOB UX XpaHeHMs

dopmMupoBaHue fgen

KOHTpOJ‘Ib npaBUNIbHOIo 1 CBOEBPEMEHHOro pacnpeaeneHna U noAlnBkn JOKYMEHTOB B Aena

HeobxoanmMble ymeHusi

OpraHu3oBbIBaTb paboTy Mo yyeTy, XpaHeH o 1 Nepefaye B COOTBETCTBYHOLLEE CTPYKTYPHOE
noppasgenieHne JOKYMEHTOB TeKyLLero A4enonponsBoacTea




OcyLUecTBNATL METOAMYECKOE PYKOBOACTBO AEMNONPOU3BOACTBOM B OpraHv3aLmm, KOHTPoOnMpoBaTh
npasunbHoe PopMMPOBaHME, XPaHEHWe U caavy Aen B apxus

PaSpa6aTblBaTb HOMEHKNnaTypy Aen CTPYKTYpHOro nogpasgeneHna

Mcnonb3oBaTb HOMEHKNATYPY AN NpY U3y4eHUN CTPYKTYPbl OpraHn3aummn, CocTaBneHnn onucei gen

OpraHu3oBbiBaTb paboTy No hOpPMUPOBaHMIO Aen B COOTBETCTBUM C YTBEPXKAEHHOW HOMEHKNaTypom
Aen opraHusauum

[MpaBunbHO 1 cBOEBPEMEHHO hopMMpoBaTb AOKYMEHTbI B Aena C y4eToM ux crneundunkn

CMCTeMaTM3MpOBaTb AOKYMEHTbI BHYTPpW aena

ObecneyrBaTb COXPaHHOCTb W 3aLLUTY JOKYMEHTOB OpraHv3aLmm

MprMeHATb MHOPMALIMOHHO-KOMMYHUKALMOHHBIE TEXHONOMMW Anst paboTbl ¢ JOKYMEHTaMm

HeobxoanMble 3HaHUS

HOpMaTVIBHbIe npaBoOBbl€ aKTbl, HOPMATUBHO-MEeTOANYECKME OOKYMEHTbI, rocyaapCTBEHHbIE
CTaHOapThbl, onpegendrwne nopaaok JOKyMeHTaunoHHOro obecneyeHus ynpasneHua

Buabl HomeHknaTyp, oblime TpeboBaHNsa kK HOMEHKNAType, METOAUKA ee COCTaBMNeHUs 1
odopmneHns

[MpaBuna cornacoBaHus HOMEHKNaTypbl Aesf1 C BEAOMCTBEHHbIMU apxnsamMmu 1 9KCMepTHOM KOMUCCHen

MNopsipok hopmupoBaHmsa n ocdopmnenns gen, cneunduka opMmMpoBaHna OTAENbHbIX KaTeropun
aen

[MpaBuna xpaHeHus gen, B TOM Ynucne ¢ AOKYMEeHTaMu orpaHn4eHHoro 4octyna

[MpaBuna Bbigayn U UCNONb30BaHUSA OOKYMEHTOB U3 chopMMpPOBaHHbLIX Aern

TpebGoBaHus oxpaHbl Tpyaa

[Opyrve xapakTepucTuku

3.2.3. TpynooBas yHKUns

OpraHu3sauusa 06paboTku aen Ans nocnegyoLlero YpoBeHb
HaumeHoBaHue XpaHeHUst Koa B/03.5 (nopypoBeHb) 5
KBanudukauum

[MpoucxoxaeHwe TpyaoBomn
PyHKUMM

3anmcTBOBaHO 13

OpuruHan X
opuruHana

Kog opurnHana PeructpaunoHHbI HoMep
npodeccrMoHanbLHoro
cTaHgapTa

Tpynosble genctens

I'IpOBepKa CPOKOB XpaHeHNA JOKYMEeHTOB, COCTaBsieHMe nNpoTokona paﬁOTbI 3KCI'IepTHOI7I KOMuUccum no
NnoaroToBke AOKYMEHTOB K XpaHEeHUI0, akTa O BblAeNEeHNN K YHUHTOXEHNIO IOKYMEHTOB, He
noanexalwux XxpaHeHno

CocTaBreHune BHYTPEHHe onncu aen Ans 0cobo LieHHbIX JOKYMEHTOB

OdpopmrieHre aen NocTOsHHOTO, A0NTOBPEMEHHOTO CPOKOB XPaHEHMS

OdpopmrieHne 06noxkn Aen NoCTOSHHOro, AONTOBPEMEHHOIO CPOKOB XpPaHeHs

CocTaBneHne onucu aen NoCTosIHHOro, [onroBpeMeHHOro CpokoB XpaHeHusa

Mepenaya oen B apxuB opraHu3auum

Heo6xoanmble ymeHus

Monb3oBaTbCs nepeyHAMn JOKYMEHTOB U aHann3npoBaTb (baKTVI‘-IeCKOG coaepxaHne nMeroLmnxca B
nene OKyMEHTOB Npu onpefeneHnn CpokoB UX XpaHEeHUA

OdopMnATbL AOKYMEHTbI 3KCNEPTHON KOMUCCUN

OCbOpMJ'IﬂTb 06NOXKN Aen NOCTOSAHHOIO U BpPeMeHHOro CpoKoB XpaHeHusa B COOTBETCTBUM C




Tpe6oBaHNsSIMK rOCYAapCTBEHHbIX CTaHAAPTOB

Mpon3BOAUTL XPOHOMOTUYECKN-CTPYKTYPHYIO CUCTeMaTm3aumio gen

OcyLecTBNATL TEXHUYECKyto 06paboTky 1 nonHoe oopmneHne aen NoCTosiIHHOTO ¥ BPEMEHHOTO
CPOKOB XpaHEeHws!

CocTaBnsiTb ONUCb AeNn NOCTOSIHHOMO 1 BpeMeHHOro CpoKoB XpaHeHUA B COOTBETCTBUN C
,D,eVICTBy}OLIJ,VIMVI HOPMaTUBHO-METOANYECKUMMU OOKYMEHTaMU

MpumeHaTb VIHCbOpMaLl,VIOHHO-KOMMyHVIKaLlVIOHHbIe TexHonorun ansa paGOTbI C JOKYMEeHTaMu

Heobxoanmble 3HaHUs

HopmaTtunBHbIE NpaBoOBble aKTbl, HOPMaTUBHO-METOANYECKME HOOKYMEHTbI, roCyjapCTBEHHbIE
CTaHgapTbl, onpegenarlne nopaaok 4OKYyMEeHTaUuMoHHOro obecneyeHus ynpasrneHua

KpuTepumn pasgeneHns JOKYMEHTOB Ha rpynmbl B COOTBETCTBUW C LLEHHOCTbIO MHCpopMaLmu,
coaepXallencst B HUX

I'Iopﬂ,qm( MCcNoNb30BaHNA TUNOBbIX UMMM BEOOMCTBEHHbIX nepequPl OOKYMEHTOB, onpeferneHna CpokoB
XpaHeHnAa B npoLecce 3KCnepTmnabl LEHHOCTU OOKYMEHTOB

Mopsaok co3panns, opraHnsaunm n 4OKYMEHTUPOBaHNS paboTbl SKCNEPTHON KOMUCCUN

[MpaBuna cocTtaBneHns n yTBepX4eHUs NpoTokona paboTbl 3KCNEPTHON KOMMUCCUU

I'Ipanma COCTaBlieHUA U yTBepXaeHna akTa O BblAeneHUn OOKYMEHTOB, He noanexalinx XxpaHeHuto

MpaBnna TexHnyeckon o6paboTkM 1 NONHOro 0hOPMIIEHNS AeN NOCTOSHHOIO Y BPEMEHHOTO CPOKOB
XpaHeHus

I'Ipanma COCTaBlieHna onucun aen noCTosaHHOro U BpeEMeHHOro CpokKoB XpaHeHUA B COOTBETCTBUM C
,D,el;ICTByIOLIJ,VIMVI HOPMaTUBHO-METOANYECKMMU OOKYMEHTaMU

[MpaBuna nepepgaym gen B apxus opraHusaumm

TpeboBaHusa oxpaHbl Tpyaa

[pyrve xapakTepucTukm

3.3. O6o6LeHHas TpyaoBasa dyHKUMS

HanmeHoBaHue

OpraHu3aunoHHoe, AOKYMEHTaLUMOHHOe U UHGOpMaLMOHHOoe
obecneyeHvie OeATENBHOCTU PyKOBOAWUTENS OpraHn3aLmm

YpoBeHb

Koa c KBanudukaumm

MpoucxoxaeHne 0606LLEeHHON
TPYyAOBON OYHKLUMK

3anMCTBOBaHO 13

urmHan X
Op a opuruHana

Kon opurvHana PernctpaumoHHbIn Homep
npodheccroHansHoro
cTaHgapTa

Bo3MOXHble HauMeHOBaHNUS
AOIKHOCTEN, npodeccuii

CekpeTapb pykoBoauTens

0By4eHuno

TpeboBaHus k 06pa3oBaHMIO 1

Bhicwee obpa3oBaHue - Gakanaspuat unm

CpepHee npodeccrnoHanbHoe obpasoBaHme - MpPorpaMmmbl NOATOTOBKM CMELMAnUCTOB
cpefnHero 3BeHa

[LononHuTensHoe npodeccuoHanHoe obpasoBaHue

paboTbl

TpeGOBaHMH K onbITy I'IpaK'I'I/I‘-leCKOVI He meHee AOBYX NeT BbINONTHEHUA pa60T no opraHM3auMoHHOMY U AOKYMEeHTauUOHHOMY

obecneyeHuo AesTeNbHOCTU PYKOBOAMTENS OpraHn3aumm npu cpegHeM npoeccuoHanbHoOM
o6pasoBaHun

Ocobble ycrnoBus gonycka k pabote | -

[Opyrve xapakTepucTuku

ﬂ,OI'IOJ'IHVITeJ'IbeIe XapakTepucTtukmn




HanmeHoBaHue gokymeHTa Koa HaumeHoBaHWe 623080 rpynmbl, OMKHOCTY (Npodbeccum) nnm
cneunansHOCTn

OK3 2432 Bubnunotekapu, 6ubnuorpadbl, AOKYMEHTOBEAbI U CNELNANUCTbI
pPOACTBEHHBIX Npodeccui

EKC - CekpeTapb pykoBoauUTENS

oKnAaTP 26341 CekpeTapb pykoBoaUTENS

OKCO 032001 [okymeHTOBEAEHME 1 JOKYMEHTaLUMOHHOe obecneyeHve ynpaBneHusi
032002 [okymeHTaLmMoHHOe obecneyeHvie ynpaBneHus u apxvBoBegeHne

3.3.1. TpygoBas dyHKUusi

OkasaHune NoMOLLM PyKOBOAWUTENIO B MNAHMPOBaHUN YpoBeHb
HavnmeHoBaHune paboyero BpemeHn Kopa C/01.6 (nooypoBeHb)
KBanudunkauum

3anmcTBOBaHO 13
opurnHana

[MpoucxoxaeHve TpyaoBomn

DyHKLIN OpwuruHan X

Kop opurnHana PernctpaumoHHbI HoMep
npodeccroHanbHOro
cTaHpgapTa

TpyaoBble aencTens BbIGop hopMbl NaHUPOBaHUA U 0hOPMIIEHME NNaHMPOBLLMKA (OpraHanaepa) pykoBoaMTENS

BHeceHue nHgopmaumm B nnaHNpOBLLMK (OpraHamn3ep)

CornacoBaHue ¢ pykoBoguTenemM BpeMeHHbIX niaHoB

CornacoBaHue TenedOHHbIX NeperoBopoB, BCTPEY U MEPONPUATUIA C NapTHEPaMU, KNUeHTamu,
PYyKOBOAMTENSIMW NOAPA3AENEHNI U COTPYAHUKaMM

WHbopMmrpoBaHue pykOBOAWTENS O PernaMeHTe HaMeueHHbIX MeponpUATHi

MpenynpexaeHue o NPUBIKEHUN BPEMEHU HAMEUYEHHbBIX MEPONPUATUI

dopmMUpoBaHUe pe3epBa BpeMeHU A1l HeNpeaBUOEHHbIX CUTyaLuit

Heobxoanmble ymeHus YcTaHaBnvBaThb Lienu, onpeaensats uepapxuio Lenen

OnpepensaTb NPUOPUTETHOCTb Y O4EPEAHOCTL BbINOMHEHNS paboT 1 ahdeKTUBHO pacnpenensTb
paboyee Bpemsi

OkasblBaTb NOMOLLb pykoBoguUTento B pacnpeneneHnun ero pa60qero BpemMeHu

BbiGupatb onTuManbHble cnocobbl MHPOPMMPOBaHMSA NapTHEPOB, KNMMEHTOB, NOCETUTENEN,
pykoBoauTene noapasaeneHnii u COTPYAHNKOB O NaHUpyeMbIX MEpPONPUSATUSX

ObecneunBaTb I/IHCbOpMaLI,MOHHyIO 6e30MacHOCTb AeSTENBHOCTU opraHusauuun

Heobxoanmble 3HaHUs Creuudrka OCHOBHOM esiTeNnbHOCTY opraHm3aumum

OcHoBbl aAMUHNCTPATUBHOIO NpaBa 1 TpyAOBOro 3akoHodaTenbCTBa Poccuiickoi d)ep,epauwm

PykoBogsiLmii cocTaB opraHusaumy u ee nogpasgeneHunin

q)yHKLl,I/II/I CaMOMeHe)KMeHTa

[NocTaHoBKa Lenen

I'Ipanma npoeseaeHna enoBbiX NneperoBopos

TpeboBaHusi oxpaHbl Tpyaa

[Opyrve xapakTepucTuku -




3.3.2. TpynoBas dyHKUus

HanmeHoBaHne

MnaHnpoBaHue paGoyero gHsA cekpeTapsi YpoBeHb

Koa C/02.6 (noaypoBeHb)
KBanvgukaumm

[MpouncxoxaeHve TpyaoBomn
PyHKUUM

3anmcTBOBaHO 13

urmHan X
Op a opuruHana

Koa opurmHana PernctpaumoHHbIn Homep
npodheccrmoHansHoro
cTaHgapTa

TpynoBble oencTens

Bbi6op 1 ochopmneHre nnaHnpoBLLKa cekpeTapsi

BepneHune gHeBHMKa (Ha 3NEKTPOHHOM U/UNu GyMaxHOM HocUTere)

CornacoBaHue NnaHoB C nraHamu un CpoKamu pa6OTbI pykoBogutTensa

PacnpepneneHune paboyero BpemMeHu (Ha AeHb, HeAento, NepcrneKkTmay)

[MepeHeceHWe HeBbINONHEHHbIX 3annaHMPOBaHHbIX 3a4a4y

BbinonHeHve TUNNYHbIX eXXeAHEBHBIX Aen

Heo6xoanmble ymeHus

BbiGypath 1 0chopMAATE NAAHNPOBLUMK

BHoCUTb 1 oTCnexusaTtb MHOPMaLMIO HA ANEKTPOHHOM n/vnu 6yMa)KHOM Hocutene

PacctaBnsatb NPUOpUTETDLI, BblAENATL BaXXHOE N CPOYHOE

BbibypaTb onTMmanbHbIN puTM paboTsl

AHaI'IVI3I/IpOBaTb NPU4YNHbI HEBbLINONHEHNA 3a4a4

MpuMeHATb MHPOPMALIMOHHO-KOMMYHUKALIMOHHBIE TEXHOMNOTN

Heobxoanmble 3HaHMs

OcobeHHOCTN 0POPMIEHNS NMAHNPOBLLMKA (Ha SNIEKTPOHHOM N ByMaXHOM HOCUTENSIX)

OcHOBBbI ynpaBreHusi BpeMeHeM

[Opyrve xapakTepucTuku

3.3.3. TpygooBas yHKuns

HanmeHoBaHne

OpraHusauus TenedoHHbIX NEPEroBOPOB PYKOBOANUTENS YpoBeHb

Kon C/03.6 (moaypoBeHb)
KBanudukaumm

[MpoucxoxaeHwe TpyaoBomn
PyHKUMM

3anmcTBOBaHO 13

urmHan X
Op a opuruHana

Kon opurvHana PernctpaumoHHbI Homep
npogeccrmoHansHoro
cTaHgjapTa

TpynoBble AeNCTBUA

BeneHue 6a3bl TeJ'IerOHHbIX KOHTaKTOB pykoBOAUTENA

CoeaiMHeHve pykoBOAUTENA C KOHKPETHbIMU aboHeHTamu

MogroToBka MaTtepuanos ansa TeJ'IerOHHbIX neperoBopoB pykoBoauUTensa

PeFMCTpaLI,Mﬂ NoCcTynawwmnx B NpuemMHyto Teﬂe(t)OHHbIX 3BOHKOB

MepeHanpaBneHue oTAerbHbIX TENE(OHHbBIX 3BOHKOB 3aMECTUTENSIM PYKOBOAMTENS, APYTUM
COTpyAHMKaMm

MonyyeHne HeobxoanMmol MHpopMaLMK 1 nepeaada CaHKLMOHUPOBaHHOW MHAOpMaLmy No TenedoHy




YcTaHoBreHVe KoHTakTa ¢ cobeceqHKOM, NoaAepXXaHue U passuTHe aenosoii 6ecenbl B npoLecce
TenedOoHHbIX Neperosopos

OkasaHve NMoMOLLM pYKOBOAUTENIO MPY OpraHn3aummn 1 NpoBeaeHUn TenedOoHHbIX NEPEroBopoB U
BUOEOKOHepeHUuin

Heobxoammbie ymeHua Bectu n ncnone3osats B pa60Te 6a3y AaHHbIX TeNnedOHHbIX KOHTaKTOB pykoBogutena

Mcnonb3osatb cpeacTsa KOMMyHMKaLl,VIOHHOVI OPITEXHUKN ONA nony4vyeHua u nepenayu MHopMaLum

BecTu y4eTHble perncTpaumoHHble (hopMbl, UCMONb30BaTh UX At MHKDOPMALMOHHOM paBoThl 1
paboTbl MO KOHTPOSO UCMIONHEHUS PELLEHWIA PYKOBOAUTENS

CrnaxuBaTtb KOH(PIMKTHBIE N CIOXHbIE cUTyaunn Mexnn4HoCTHoOro obLweHust

Mcnonb3oBaTb TEXHUYECKME U NporpaMMHbIe CPEACTBa AN NPOBEAEeHUS roNoCcoBOV N BUAEO-
KOH(bepeHL-CBA3N

Ob6ecneunBaTb MHPOPMALIMOHHYO 6e30MacHOCTb AeATENbHOCTM OpraHM3aLum

Cobniogatb crnyXe6Hbli aTUKET

Heobxoanmble 3HaHWs TenedoHHbIe KOHTaKTbI pykoBogutensa

@yHKLlI/WI, 3ajavdun, CTpyKTypa opraHm3aumm, ee CBA3N No BepTukanm n ropusoHTanmn

[MpaBuna B3aMmogencTems ¢ napTHepamu, KNneHTamu, cpeacTesamy MaccoBon MHopMaumnm

[MpaBuna nogaepxaHusa 1 pasBUTUS MEXITMYHOCTHBIX OTHOLLEHWI

[MpaBuna nposegeHUs 4enoBbIX NEPEroBopoB

MpaBuna 3awuTbl KOHMOUAEHUMANBHON MHMOPMaLnn

TpeboBaHusa oxpaHbl Tpyaa

[pyrve xapakTepucTukm -

3.3.4. TpynoBas dyHKUus

OpraHun3aumsa KOMaHAMPOBOK PYKOBOAUTENS YpoBeHb
HavnmeHoBaHune Kopa C/04.6 (nooypoBeHb)
KBanudukaumm
Mpowucx Hue T BOM MMCTBOBaHO U1
poucxoxaeHve TpyaoBol OpuruHarn X 3anMmcTBOBaHO 13
byHKLMK opurmHana
Kog opurnHana PeructpaunoHHbI HoMep
npodheccrmoHansHoro
cTaHpapTa
TpynoBble AencTBUA MopgroTtoBka npoekTa cnyxebHoro 3agaHvsa pykoBoauTens

MogroTtoBka npoekTa nprkasa o Cry>KebHon KOMaHAMPOBKe

Bobinucka KOMaHAMpOBOYHOIO ya4OCTOBEPEHUA U €ro perncTpauma npm HeobXxoanmMocTu

MogroToBka OOKYMEHTOB Ha nony4yeHue Bu3bl, 3arpaHU4YHOro nacnoprta

3aka3 ene3HoaopoXKHbIX U aBMabuneTos, rOCTMHULL, TPAHCNOPTHOrO oGecneveHns pykoBoauTens

OdpbopmneHune nporpammbl NOE3AKN, YTOYHEHNE OCOBEHHOCTEN NPOTOKONA NNaHNPyeMbIX
MeponpuATUiA

MogroToBka OOKYMEHTOB K noesfKke pykosoautens

YTOYHEeHWe aaTbl, JOMKHOCTEN, hamunmii B NporpaMMe KOMaHAUPOBKM

MpopaboTka MapLipyTa pyKOBOAWUTENS, YBA3KA €ro C pacnmcaHmemM TpaHcnopTa




O6paboTka MaTepuanoB KOMaHAMPOBKM, OPOPMIIEHNE OTYETA O KOMAHANPOBKE

Heobxoanmble ymeHus

OdopmMnATb aBaHCOBbIE OTHETHI PYKOBOAUTENS

OpraHn3oBbiBaTb BCTPEYM PYKOBOAUTENS C NPUHMMALOLLIEN CTOPOHOM

OdopmnaTb KOMaHANPOBOYHbIE AOKYMEHTbI

O6pa6aTblBaTb OOKYMEHTbI U MaTepuarbl NO pedynbTaTaM Noe3akun pykoBoauTena

O6ecneuvBaTth paboTy odrica BO BpeMSi OTCYTCTBUSI PyKOBOAUTENS

MprMeHATb cnocobbl AeN0BOro o6LEeHNs

Mcnone3soBaTtb cpeacTea KOMMYHUKaunn ana obecneyeHns B3aumMogencTans ¢ pykoBogutenem Bo
Bpema ero 0enoBON Noe3aku

Heobxoanmble 3HaHUs

[Mopsaok NoAroToBKM M NPoBeAeHUs KOMaHONPOBOK

Mopsfok ohopMneHnst AOKYMEHTOB Afsl KOMaHAVPOBKN U OTYETHBIX [JOKYMEHTOB MO KOMaHAMPOBKE
pykoBoaMTens

[enoson npoTokon

OTuka genoBoro obLeHns

[Opyrve xapakTepucTuku

3.3.5. Tpynoosas yHKuns

OpraHu3aumst paboTbl C NOCETUTENAMU B NPUEMHON YpoBeHb
HavnmeHoBaHne pykosBoauTens Koa C/05.6 (moaypoBeHb)
KBanMpukaumm

[MpoucxoxaeHwe TpyaoBoun
PyHKUMM

3anmcTBOBaHO 13

urmHan X
Op a opurnHana

Kon opurvHana PernctpaumoHHbIn Homep
npodheccroHansHoro
cTaHgapTa

TpynoBble AencTBUA

OpraHn3aumsi NMYHOro NprMema noceTUTenen pykoBoauTenem

YcTaHoBNeHWe nopsigka npuema ons pasnmyHbIX KaTeropuin nocetTutenen

Bepnexue xypHana npeaBapuTENbHOiA 3an1cu Ha Npuem

Peructpaumns nocetutenen

CopeWicTBre onepaTUBHOMY PACCMOTPEHWIO NPOCLG 1 NPEANIOXEHUI NOCETUTENEN U COTPYAHUKOB
opraHusaumm

OpraHusauus npuemMa AenoBbIX NapTHEpPOB B oguce

OpraHusauus o6cnyxmBaHUs PyKOBOAMTENS 1 o AeNoBbIX NapTHEPOB B oduce

CepBupoBka YariHoro (koenHoro) ctona B oguce

MpuHSTUE Mep MO COXpaHEHMI0 KOMMEPYECKOW TaliHbl B X04e npuemMa noceTuTenen u ux HaxoxaeHus
B MPUEMHOW 1 KabUHeTe pyKoBOAMUTENS

Heo6xoanmble ymeHus

OpFaHM3OBbIBaTb 1 obecneumBaTb MUYHbIE KOHTAKTI pykoBoagutensa

YnpaBnsiTb KOHpAMKTamMu

YunutbiBaTh NCUXONOrMYECKME 0COBEHHOCTU NTMYHOCTY NPY PasNNYHbIX BuAax NpoeccnoHanbHoro
obuweHns

Mcnonb3oBaTtb yCTaHOBNE€HHbIe NpaBuna n npouenypbl KOMMYHUKaLUX BHYTPU opraHusaummn




BecTtu yuyeTHble permcTpaumoHHble hopMbl, UCMOMb30BaTb UX A MH(OPMaLMOHHOM paboThbl 1
paboTbl NO KOHTPOIO UCMOSTHEHNS PELLEHWIN pyKOBOANTENS

CosgaBaTb NONOXUTENBHbBIN UMUK opraHusauuu

MpyHMMaTL Mepbl NO paspeLLeHnto KOHMIMKTHBIX CUTyaLunn

MpuMeHATb UHEPOPMALIMOHHO-KOMMYHUKALIMOHHbIE TEXHONOTN

KOHMAEHUManNbHY0 NHdopMaumio B TaiHe

ObecneyrBaTtb KOHpUAEHUMANBHOCTL B NPUEMHON U kabuHeTe PyKOBOAUTENS, COXPaHSATb

Heobxoanmble 3HaHUs

[MpaBuna opraHusauuu npyema nocetTuTenemn

MpaBwuna genosoro obLieHus

lMpaBuna peyveBoro aTukeTa

I'Ipanma YCTaHOBIIEHUA KOHTAKTa, noaaep>XXaHns n passntnua MeXXnmMYHOCTHbIX OTHOLLEHUIA

cneynannctamm

CTpyKTypa opraHusaumnv n pacnpegenenve yHKUNA Mexay CTPYKTYPHbIMU NOAPa3aeneHnsMy 1

MpaBuna opraHv3auuu NnpuemoB B oduce

OTUKET U OCHOBbI MEXAYHAaPOAHOro NpoToKoNa

MpaBnna cepBnpoOBKM YariHOro (kodbenHoro) ctona

I'Ipanma NPUroToBrneHna U nogadun ropavynx HannTKoB N 3aKyCOK K HUM

MpaBuna sawuTbl KOHMOUAEHUMANLHONM cnyxebHol nHpopmaumn

[pyrve xapakTepucTukm

3.3.6. Tpynosas dyHKuus

HanmeHoBaHue

OpraHun3auns NoAroToBKM, NPOBeAEHNS 1 0BCIYyXNBaHNSA
KOH(EPEHTHBIX MEPONPUATUI

MpouncxoxpeHne TpyaoBom

PyHKUMM

Koa

C/06.6

YpoBeHb
(noaypoBeHb)
KBanudukaumm

3anMCTBOBaHO 13

urmHan X
Op a opuruHana

Kop opurnHana

PernctpaunonHbIn Homep
npodheccroHansHoro
cTaHgapTa

TpynoBble AencTBUA

[MoproToBka NOBECTKM OHSA MeponpuaTua

OdpopmrieHne cnycka y4acTHUKOB MEPONPUATUS

MHbopMUpoBaHUe Y4aCTHUKOB O HaMeYarLLEMCsl MEPONPUSATUM 1 YCIOBUSIX y4acTust

BbiGop MecTa 1 BpeMeHu NpoBeAeHUs MeponpusiTus

MogroToBka npe,qaapMTeanon CMeTbl pacxoaos

Paccebinka I'IpMFJ'IaLLIeHVIIZ noaresepAmBLUMM yHacTue B Meponpuatun

C60p TEKCTOB O0KNaaoB N NPOEKTOB UTOrMoBbIX 4OKYMEHTOB Yy OOKNaa4YMKoB

Paccbinka MH(OPMaLMOHHbLIX MaTepPUAarnoB y4acTHUKAaM KOH(EPEHTHOro MeponpuUsaTUs

CocTaBneHne SIBOYHbIX JIMCTOB M CNncKa perncTpaunm y4aCcTtHMKOB MeponpuaTna

3akynka KaHLEenspcknx ToBapoB M NPOAYKTOB Afst obecneyeHns kode-nay3

Pelwexne BOMNPOCOB TEXHUYECKOro OCHaLleHNna MeponpuaTmna




MomoLLb B NOAroTOBKE AoKNajda pykoBoAUTENS, NPe3eHTaUMOHHbIX MaTepuasnos

OpraHu3aumsi NoAroTOBKY nNpe3vanyma n pabounx MecT y4acTHUKOB

OpraHn3aumsi BCTPeYM 1 perucTpaumst yHacTHUKOB MEpPONpUaTUst

BepneHune npotokona meponpusatus

OpFaHVIZ'}aLI,VIH CepBUCHOro OGCJ'Iy)KVIBaHVIﬂ BO BpemA Koq)e-nays

OpFaHVIZ'}aLI,VIﬂ KynbTYPHO-MaCCOBbIX MeponpuaTUA, TPAHCNOPTHOIO U FOCTUHUYHOIO obecneyeHus

Heo6xoanmble ymeHus

OpraHu3oBbIBaTh NPOLLECC NMOATOTOBKM K NPOBEAEHUIO KOH(PEPEHTHOTO MEPONPUATUA MHAMBUAYATbHO
1 B coctaBe paboyelt rpynnbl

[lokymMeHTUpoBaTb pa3Hble 3Tanbl npoLedypbl NOATOTOBKM Y NPOBEAEHUS1 KOH(DEPEHTHOIO
MeponpuaTus

MepepaBaTb MHOPMaLWIO, JOKYMEHTbI U MaTepuarnbl y4acTHUKaM KOH(hEpPEeHTHOro MeponpuaTus

MoprotaBnueaTb M 060pyAOBaTL CTON Npe3nanyma n paboyme MecTa y4acTHUKOB COBELLAHUSI
(3acepaHus)

CepBupoBarthb YalHbln (KOheriHbI) CTON BO BpeMsi MPOBeAeHUs kode-nays

Cobnitogatb NpaBuna 4enoBoro 3Tuketa u NpoTokona

MopaepxmBaTb MWDK OpraHm3aumnm

Co3zfgaBaTb UMUIOX CEKpeTapsi, COOTBETCTBYIOLLMIA UMUIKY OpraHu3auum

PaboTaTtb ¢ nHpopmaumewn, aHanManpoBaTb U NPEACTaBMATL €€ B CUCTEMATU3MPOBAHHOM Buae

Ob6ecneunBaTb 6€30NacHOCTb AEATENBLHOCTM OpraHM3aunm

MpumeHaTb VIHd)OpMaLWIOHHO-KOMMyHVIKaLlVIOHHbIe TexHonorum

Ob6ecneunBaTtb KOMGOPT Y4aCTHUKOB KOH(PEPEHTHOTO MEPONPUATUSA, MOMOraTb B BOMpocax
NPOXVBAHUSA, TPAHCNIOPTHOTO oGecneyeHNst

Heobxoanmble 3HaHMS

Komnnekc OpraHn3aloOHHO-TEXHUYECKNX Meponpmmmﬁ no nogroTtoBke U nposegeHuto COBELLaHWN U
neperoBopos, B TOM Yucne MexayHapoaHbiX

MpaBuna BegeHWs, NOATOTOBKM M 0hOPMIEHUst NPOTOKOMNa U APYIX AOKYMEHTOB, CO34aBaeMbIX B
rpoLiecce NoAroToBKWN KOH(DEPEHTHOrO MeponpUsTUS

CocTaBneHue cMmeThbl pacxonos

OcHoBbI HanUcaHus peqelh 1 OOKNagoB pykoBoauTena

I'Ipanma YCTaHOBIIEHUA KOHTAKTa, noaaep>XaHns U passnutua MeXnMYHOCTHbIX OTHOLLEHUIA

MpaBuna genoBoro o6LLeHNs1, 4ENOBOro aTMKeTa

OTUKET U OCHOBbI MEXAYHAapPOA4HOro NpoToKona

I'Ipanu'la npoeseaeHua enoBbiX NneperoBopos

MpaBuna sawuTbl KOHMOUAEHLMANbHONM cnyxebHol nHpopmaumn

Tpe6oBaHusa oxpaHbl Tpyaa

[Opyrve xapakTepucTuku

3.3.7. TpygooBas dyHKuns

OpFaHVI3aLI,I/1$| ncnonHeHua peLuean?l, ocyulecterieHune ypOBeHb

HanmeHosaHnne KOHTPONS NCMOMHEHNS MOPYYEeHWI PyKoBOAMTENS Kon Cl/07.6 (nopypoBeHb)

KBanudukaumm




MpoucxoxaeHvne TpyaoBomn

dyHKLMN

3anMcTBOBaHO 13

OpuruHan X
opurmHana

Kop opurnHana PernctpaumoHHbI HOMep
npodeccroHanbHoro
cTaHpapTa

Tpynosble AencTens

HokymeHTanbHoe ohopMneHune peLLeHnii pykoBoaMTens

[Josenexve fo ceeaeHusi paboTHVKOB OpraHM3aLmy PacropsiKEHNIA PYKOBOAUTENS

Koop,quauvm 0eATeNbHOCTN NO UCMOJTHEHUIO pemeHvM pykosoagutensa

BeneHve cpokoBOro TekyLero 1 npeaynpeamTerisHoro KOHTpons

[MpoBepka NCNONHEHNS NOPYYEHUIA PYKOBOAUTENS B YCTAHOBIIEHHbIN CPOK

MpenynpexaeHe COTPYAHUKOB 06 NCTEYEHUM CPOKa UCTIONTHEHWS! NMOPYYEHWUI pyKOBOAWUTENS

®ukcauusi nIcnonHeHns I'IOpyLIeHVII7I

CocTaBrneHue 0THETOB M aHaNMUTUYECKUX CPABOK O BbIMOSTHEHUW NOPYYEHWIA U pELLEHWIA
pykoBoauTens

Heobxoammbie ymeHus

BecTu cpokoByto kapTOTEKY

BecTtn yyeTHble permcTpaumoHHble hopMbl, UCMONb30BaTh WX ANt paboTbl MO KOHTPOHO UCTIONTHEHMS!
Nopy4YeHUii PyKOBOAMTENS

Pa6oTaTtb ¢ MHpopmaumen No KOHTPOM, CUCTEMATU3NPOBATL €€ U NPEeACTaBNATb B BUAE CBOAHbIX
[OKYMEHTOB

Mcnonb3oBatb cpeacTtea KOMMYHUKauun ona nepegaqu nopyquvu?l pykoBoguTena

Mcnonb3oBaTtb coBpeMeHHbIe cpeacTBa cbopa n 06paboTkM KOHTPOSbHOWM MHOPMaLnm

MpuMeHATb HPOPMALIMOHHO-KOMMYHUKALIMOHHBIE TEXHOMNOTN

OueHunBaTtb pe3ynbTaThbl B paMKaX NOCTaBNEeHHbIX 3aaad

OcyLecTBNATL KOHTPOMb UCTIONTHEHWS! NMOPYYEHUIA PYKOBOAUTENS COTPYAHUKaMU

Heobxoanmble 3HaHus

ObLwme TpeboBaHWS K CPOKaM UCMOMHEHUSI JOKYMEHTOB U KOHTPOSbHBLIM (DYHKLMAM CryxObl
[OKyMEHTaLMOHHOro obecneveHnst

MpyHUMNBI, cnocobbl MHPOPMUPOBAHNA COTPYAHNKOB

OTuka genosoro obLieHms

YnpaeneHuyeckasi CTpyKTypa opraHv3auum, pykoBoACTBO opraHusaumm, obpasusl noanucen
PYKOBOZALLMX COTPYAHUKOB, KPYT MX MNOSTHOMOYUIA U OrPaHUYEHMS! UX 30H OTBETCTBEHHOCTM

WHCTPYKUMM MO AEMNONpPOM3BOACTBY M APYTMM JTOKaNbHbIM HOPMaTUBHBLIM akTam, YCTaHaBMMBaoLwMM
nopsfoK peanuaauuy ynpaBneH4Yeckux npoueayp

[Opyrve xapakTepucTuku

3.3.8. TpyooBble dyHKUM

HanmeHoBaHne

"

OpraHusaums 1 nogaepxaHve yHKLUMOHaNbLHOro YpoBeHb
pabouyero npocTpaHcTBa NPUEMHON U KabnHeTa Kon C/08.6 (noaypoBeHb)
pykoBoauTens KBanudukaumm

MpoucxoxaeHwe TpyaoBomn

PYHKUMM

3anmcTBOBaHO 13

OpuruHan X
opurvHana

Kog opurnHana PeructpaunoHHbI HoMep
npogpeccrmoHansHoro
cTaHgjapTa



TpynoBble oencTens

OGecneyeHne paboyero Mecta pykoBoaMTeNs HE06X0ANMbIMU CpeaCTBaMU OpraHU3aLMOHHOM
TEXHUKM, KaHLeNAPCKUMM NPUHAANEXHOCTAMU

Opl’aHVI3aLl,VIF| npmvemHon odnca B COOTBETCTBUN C Tpe6OBaHMHMVI 3ProHOMUKU U KyInbTypbl TpyAa

OpraHu3auns opopMneHns MHTepbepa NPUEMHON PyKoBOANTENS

O6GopynoBaHune paboyero MecTa OprTeXHUKON, NEPCOHaNbHbIM KOMMbIOTEPOM, BCMIOMOraTenbHOM
TEXHUKOWN

Opl’aHVI3aLl,VIF| O60pyﬂ,0BaHVIF| NPUEMHON CUCTEMaMU XpaHEHUs, HeobxoanMbIMK I'IpVICI'IOCOﬁJ'IeHVIﬂMVI,
obecneyeHus KaHUenapcKkuMmn ToBapamu

ObecneyeHne XpaHeHUs1 1 3aMeHbl PaCXOAHbIX MaTepuanos, NOBCEAHEBHbIV yXxopn 3a OPrTEXHUKOM

3akas KaHLUEeNAPCKNUX TOBapOB, NMrmeHn4eCkmMx TosapoBs, NPOAYKTOB NMUTaHUA

Heo6xoanmble ymeHus

Co3spgaBaTtb ycnoBusi, oGecneumBatome apdekTuBHyto paboTy pykoBoauTens

[MpUMeHATbL B COOTBETCTBUM C Ha3HAYeHMEM CPeACcTBa OpraHU3aLMOHHON TEXHUKW, KaHuenspckie
NpUHaONeXxXHoCcTn

OcHawatb pa6oqee MeCTO pykoBOOUTENA U CBOE pa60qee MEeCTO HeO6XOANMMbIM oGopy,u,osaHmeM

OcyIJ.l,eCTBJ'IﬂTb 3aMeHy pacxXo4HbIX MaTepuarnos, yxoa 3a OPrTexXHUKOn

OcCyLLeCTBNATL NOBCEAHEBHbIN YXOL, 3a KOMMPOBAsbHBIM annapaToM, 3aMeHy U XpaHeHWe KapTpumken,
ToHepa

KoHTponupoBaTb COCTOSIHME U MOMOSHATbL 3anachl KaHLENSPCKUX TOBApOB, CPEACTB TMr1eHsbl,
NpOAYKTOB NMUTaHUSA

Heobxoanmble 3HaHus

TpeboBaHusi oxpaHbl Tpyaa, NPOU3BOACTBEHHOW CaHUTaPWK, MPOTMBOMNOXAPHON 3aLUUTbI

OCHOBbI MPaBUNbHON OpraHn3aumn Tpyaa u MeToAbl MOBbILLEHWS ero 3 eKkTBHOCTN

OCHOBBI 3proHoMuKM odmca U PriopuUcTmKm

CTaHaapThl M pekoMeHaaumm no o6opyaoBaHMo OUCHBIX MOMELLEHUI

CocTaB opraHu3aLyoHHoO TEXHWKW, ee YCTPOMCTBO U Nopsiaok paboTsl ¢ Hel

[Opyrve xapakTepucTuku

3.3.9. Tpygosas yHKuns

PaspaboTka nokanbHbIX HOPMaTUBHbIX aKTOB, YpoBeHb
HavnmeHoBaHne pernaMmeHTupyoLwmnx paboTy cekpeTaps Kon C/09.6 (noaypoBeHb)
KBanudukauum

[MpoucxoxaeHwe TpyaoBomn
PyHKUMM

3anmcTBOBaHO 13

OpuruHan X
opuruHana

Kog opurnHana PeructpaunoHHbI HoMep
npogeccrmoHansHoro
cTaHgjapTa

Tpynosble genctens

Pa3spaboTka JOMKHOCTHOM MHCTPYKLMK cekpeTapst

PaspaboTka nonoxeHus o cekpetapuarte

Pa3spaboTka MHCTPYKLUUM MO AeNOonpOon3BOACTBY

Heo6xoanmble ymeHus

CocTaBnsitb u Od)OpMJ'IﬂTb opraHu3auuoHHble U MeToan4YeCKne JOKYMEHThI

Pe,ﬂ,aKTVIpOBaTb TEKCTbl CJ'Iy)KGGHbIX OOKYyMEeHTOB

PaboTaTb co Bcet COBOKYMHOCTbLIO MHGOPMALMOHHO-A0KYMEHTALMOHHBIX PECYPCOB OpraHu3auum

Monb3oBaTbecsa 6asamm faHHbIX, B TOM YMcre yAaneHHbIMn 6a3amu gaHHbIX




Vicnonb3oBatb cnpaBoO4Hble NpaBoOBble CUCTEMbI

PaboTaTb ¢ kKOMNbOTEPOM, KaTanoramu (nankamu) u gaiinamm, ckaHepom

Monb3oBaTbcs 0PUCHBIM NAKeTOM (TEKCTOBbLIN peaakTop, Tabnuubl)

Monb3oBaTbcs NepugeprinHbIMU YCTPONCTBAMU U OPITEXHUKON

[Nonb3oBaTbCA 3NEKTPOHHOWN MOYTON

[Monb3oBaTbCs cUCTEMaMU ANEKTPOHHOIO ,D,OKyMeHTOOGOpOTa

Heobxoanmble 3HaHUs

[MpaBoBble OCHOBbI ynpasneHua (OCHOBbI AAMUHNCTPATUBHOIO, TPYAO0BOIo U rpaXxgaHCKoro npaBa)

ﬂeVICTByIOLLWIe npaBOBbl€ aKkTbl, HOPMaTUBHO-METOANYECKME OOKYMEHTbI, rOCyJapCTBEHHbIE
CTaHOapThbl, onpeaensowmne nopAaaoK AOKYMEeHTaUunoHHOro obecneyeHus ynpasrneHua

CTpyKTypa, PyKOBOACTBO CTPYKTYPHbIX NoApasaeneHuii, o6pasLbl noanvceii Nuu, MMetoLwyx npaso
MOAMMCaHNUSA U YTBEPXKOEHUS IOKYMEHTOB, U OrPaHUYEHNs! UX 30H OTBETCTBEHHOCTU

I'Ipanma OOKyMeHTaLUMOHHOIro obecneyeHusi 0eATENbHOCTU opraHusauuum

Mopsigok paboTbl C AOKyMEHTaMM

TpeboBaHusi, NpeabsBNsSeMble K JOKYMEHTaM B COOTBETCTBUM C HOPMATUBHBIMW akTaMu 1
rocyaapCTBeHHbIMW CTaHAapTaMm

[MpaBuna coctaBneHns opraHN3auMOHHbIX JOKYMEHTOB (MONOXEHUA, UHCTPYKLMIA, pernameHToB)

Buabl OKYMEHTOB, UX HAa3Ha4YeHWe

OcHOBbI ﬂOKyMeHTHOI;I JIMHTBUCTUKAN

TpeboBaHusi oxpaHbl Tpyaa

[Opyrve xapakTepucTuku

3.3.10. Tpygosas dyHKuns

CocTaBneHuve 1 ohopmIieHre ynpaBrneH4Yeckom YpoBeHb
HavnmeHoBaHne [OKyMeHTaumm Kon C/10.6 (noaypoBeHb)
KBanudukaumm
[NpoucxoxaeHne TpyLoBom 3aumcT
p KA pyA OpwruHan % BOBaHO U3
PyHKUMM opuruHana

Kon opurvHana PernctpaumoHHbIn Homep
npodheccroHansbHoro
cTaHgapTa

TpynoBble AencTBUA

CocTaBneHvie NPOEKTOB pacnopsAnTENbHbIX (MPYKa3sbl, PacnopsXXeHUsi) 1 MHPOPMALIMOHHO-
CMpaBOYHbIX JOKYMEHTOB (Cry>kebHble NcbMa, CrpaBky, JOKAaAHbIE U Cry>KebHble 3annckm)

Mevatb CJ'Iy)Ke6HbIX OOKYMEHTOB U JpYyrnx Mmatepuanos

Pa3mHoxeHWe cnyxebHbIX JOKYMEHTOB

KoHTponb NpoxoxaeHnst AOKYMEHTOB B OpraHu3aumu (cornacoBaHune, NnognucaHne n yTBepaeHvne
[OKyMeHTa)

Heobxoammble ymeHus

Pep,aKTI/IpOBaTb TEKCTbI CJ'Iy)KeGHbIX [OOKYMEHTOB

Monb3oBaTbes YHUDULMPOBaAHHLIMM (hOpMaMU [OKYMEHTOB

Oq)OpMJ'IFlTb KaccoBble CbI/IHaHCOBbIe OOKYMEHTbI U AOKYMEHTbI NO YY4eTy HaknaaHbIX pacxoaoB

Mevatatb CJ'Iy)KeﬁHble AOKYMEHTbI

Monb3oBaTbcs NepudepunHBIMU YCTPONCTBAMU U OPITEXHUKOW




Pa6oTtaTb ¢ KOMMbIOTEPOM, CKAHEPOM

Monb3oBaTbca 0PUCHBIM NAKETOM (TEKCTOBbLIN peaakTop, Tabnuubl)

[Monb3oBaTbCs 3NEKTPOHHON NOYTOW

Monb3oBaTbCcsi CUCTEMaMM 3MEKTPOHHOTO OKyMeHTooGopoTa

ObecneunBaTtb 6e30nacHOCTb AeATENBHOCTN opraHusauuu

Heobxoanmble 3HaHUs

[MpaBoBble OCHOBbI ynpasneHua (OCHOBbI aAAMUHUCTPATUBHOrO, TPYA0OBOIO U XO3AWCTBEHHOIO npaBa)

CTpyKTypa opraHu3aumnm, pykoBOACTBO CTPYKTYPHbIX NoApasaenieHunin, obpasibl nognucen nuu,
VIMEIOLLIMX MPAaBO MOAMUCAHNS U YTBEPXAEHUA [OKYMEHTOB, U OrpaHNYeHUs X 30H OTBETCTBEHHOCTY

I'Ipanma OOKyMeHTaLMOHHOIro obecneyeHus 0eATeNbHOCTN opraHn3aunn

Mopagok paboTbl ¢ 4OKYMeHTaMm

Tpe6OBaHMF|, npegbaBndaeMble K JOKyMEeHTaM B COOTBETCTBUN C HOPMATUBHbIMU akTaMn U
rocyaapCTBeHHbIMWU CTaHOapTaMun

Buabl LOKYMEHTOB, UX HAa3Ha4YeHWe

[MpaBuna cornacoBaHns JOKYMEHTOB OpraHu3auuv (BHYTPEHHErO 1 BHELLIHErO)

[MpaBuna nognucaHns un yTBEPXAEHUA JOKYMEHTOB

MpaBuna coctaBneHnsi n oopmeHns MHOOPMaLMOHHO-CNPABOYHBIX, YNPaBNeHYeCKUX AOKYMEHTOB
1 cnyxebHbix nucem

OcHOBbI ﬂOKyMeHTHOI;I JIMHTBUCTUKAN

['pammaTnyeckue npaBuna pycckoro s3bika

TpebGoBaHus oxpaHbl Tpyaa

[Opyrve xapakTepucTuku

3.3.11. Tpygosas dyHKuns

OpraHu3aums paboTbl C JOKYMEHTaMu B NPUEMHOMN YpoBeHb
HavnmeHoBaHne pykoBoauTens Kon C/11.6 (moaypoBeHb)
KBanudukaumm

[MpoucxoxaeHwe TpyaoBomn
PyHKUMM

3anmcTBOBaHO 13

urmHan X
Op a opuruHana

Kon opurvHana PernctpaumoHHbIn Homep
npodeccrMoHanbLHoro
cTaHgapTa

Tpynosble genctens

MonyyeHve, NpeaBapuUTENbHOE PACCMOTPEHWE M COPTMPOBKA MOCTYNAOLWMX B NPUEMHYIO
PYKOBOAWTENS [OKYMEHTOB

MopgroToBka OOKYMEHTOB 514 paCcCMOTPEeHUA pykoBogUTENEM

Yyet OOKYMEHTOB, NOCTynarwnx Ha UMA pykoBoauUTenNA

OpraHmsau,vm [OCTaBKM JOKYMEHTOB UCMNOJNTHUTENAM

BeneHune nHdpopmaumnoHHo-cnpaBoYHol paboTbl

KOHTponb MCNoNHEeHUs JOKYMEHTOB U MOPYYeHUI pyKoBOAUTENS

Heo6xoanmble ymeHus

PabGoTaTtb ¢ BxoasiLLe, ucxoasiien, BHyTPEHHEN OOKyMeHTaumewn

[Monb3oBaTbCcs cucTemamm ONEKTPOHHOro ,D,OKyMeHTOO60pOTa ana peructpaunn, KOHTpona
AOKYMEHTOB U I/IHCbOpMaLlI/IOHHO-CI'IpaBOHHOVI pa60TbI C AOKyMeHTaMun




MpUMEHATL UHOPMALIMOHHO-KOMMYHUKALIMOHHBLIE TEXHOMNOMMK Ansi paGoTbl ¢ AOKYMEHTaMu

CocTaBnatb 1 0hOPMNATL HOPMATUBHbBIE AKTbI

HeobxoanMMble 3HaHUS

HOpMaTI/IBHbIe npaBOBbl€ aKTbl, HOPMaTUBHO-MeTOOANYECKME OOKYMEHTbI, roCyaapCTBEHHbIe
CTaHgapThbl, onpegenarouine nopaaok AOKYMeHTaUuMoOHHOro obecneyeHus ynpasrneHua

CTpyKTypa opraHvsaumu, pyKoBOACTBO CTPYKTYPHbIX NOApa3AeneHnin

CoBpeMeHHble MHPOPMALIMOHHbIE TEXHONOMK paboTbl C AOKYMEHTaMu

Mopsigok paboTbl ¢ 4OKYMEHTaMU, CXEMbI JOKYyMEHToo6opoTa

MpaBuna paboTbl ¢ BXOASALLMMU, UCXOAALLMMUN U BHYTPEHHUMU [OKYMEHTaMU

I'Ipanma opraHunsaumn KOHTPOnsA NCNOJTHEHNA OOKYMEHTOB U TUMNOBbIE CPOKU UCMONHEHUA OOKYMEHTOB

[MpaBuna cocTtaBneHns aHanUTU4EeCKNX CNpaBokK No opraHu3aummn paﬁOTbI C JOKYMEHTaMW U KOHTPOII0
NCNOJIHEHUA OOKYMEHTOB

I'Ipanma co3gaHusa 1 BeAeHns 6a3 AaHHbIX Cﬂy)Ke6HbIX OOKYMEHTOB B OpraHm3aumm

CuCTeMbI 3IEKTPOHHOIO JOKYMEHTooGopoTa

TpeboBaHusa oxpaHbl Tpyaa

[Opyrve xapakTepucTuku

3.3.12. Tpygosas dyHKuns

OpraHv3aums XxpaHeHns [OKYMEHTOB B MPYEMHON YpoBeHb
HavnmeHoBaHne pykosoauTens Koa Cl12.6 (moaypoBeHb)
KBanMpukaumm

[MpoucxoxaeHwe TpyaoBoun
PyHKUMM

3anmcTBOBaHO 13

urmHan X
Op a opuruHana

Kon opurvHana PernctpaumoHHbIn Homep
npodheccroHansHoro
cTaHgapTa

TpynoBble AencTBUA

PaspaboTka pa3nenoB HOMeHKNaTypbl Aen opraHu3aumm

dopmupoBaHmne 1 ohopMIieHne Aer NOCTOSHHOTO, AONITOBPEMEHHOIO CPOKOB

MoprotoBka n nepefava gen B apxme opraHnsaunm

Heo6xoanmble ymeHus

Pa3paGaTblBaTb HOMEeHKnaTypy aen opraHmsauum ¢ y4eTom ,D,eIZCTByI'OLLlVIX HOPMaTUBHO-MEeTOAUYECKUX
OOKYMEHTOB

Mcnonb3oBaTb HOMEHKNATYPY AEN NPY U3YYEHWUN CTPYKTYPbl OpraHn3aLmm, CoCcTaBneHnn onncei gen

dopmMUpoBaTh M 0hOPMIATL Aena B COOTBETCTBUM C YTBEPXKAEHHON HOMEHKNATYPOW Aen opraHu3aumm

ObecneunBaTb COXPaHHOCTb AOKYMEHTOB OpraHusauuu

npOVI3BO,CWITb NoAroToBKYy Aen Anda nepenadvuv B apxve

anMeHﬂTb MH(bOpMauMOHHO-KOMMyHMKaLWIOHHbIe TexHonoruu ansa paGOTbI C OOKyMeHTamMu

Heobxoanmble 3HaHWs

HOpMaTVIBHbIe npaBoBble aKTbl, HOPMaTUBHO-MEeTOANYECKME OOKYMEHTbI, rocyaapCTBEHHbIE
CTaHOapThbl, onpegensdowne nopaaok AOKyMeHTaunoHHOro obecneyeHus ynpasneHua

Buabl HOMeHKnatyp, obuue Tpe6OBaHI/I$| K HOMeHKnaTtype, MeToanKa ee CoCcTaBfieHna n Od)OpMJ'IeHVIH

Mopsipok chopMUpoBaHmus U 0hopMIIeHUs Aen C ykasaHueM crneundukn gopMUpoBaHus oTaeNbHbIX
KaTeropun gen

I'Ipanma XpaHeHuda gern, B TOM 4Yucre ¢ AOKyMeHTaMu orpaHn4eHHoro gocryna




MpaBvna BbiAa4n U UCNONb30BaHUs! AOKYMEHTOB 13 CCHOPMUPOBAHHBIX Aen

TpeboBaHus oxpaHbl TpyAa

I'Ipanma NoAroTOBKU U Nepeaayun aen B apxme opraHnsaunm

[pyrve xapakrepucTukm

3.3.13. Tpyanosble yHKLMM

HanmeHoBaHne

YpoBeHb
ObecneyeHune pykoBoanTens uHgopmaumen Koa C/13.6 (noaypoBeHb)
KBanvgpukaummn

MpouncxoxaeHne TpyaoBom

PyHKUUM

3anMcTBOBaHO 13

urmHan X
Op a opuruHana

Koa opurmHana PernctpaumnoHHbIn Homep
npodheccrmoHansHoro
cTaHgapTa

Tpynosble AencTeuns

C6op n nepepaboTka nHcopmaumm, HeobXoAMMOW ANS NPUHATUS 0OOCHOBAHHbLIX YNPaBEHYECKUX
peLueHmn

[MpoBepka 4OCTOBEPHOCTU, MOMHOTLI U HEMPOTUBOPEYMBOCTU AaHHbIX, UCKITIOYEHME AyOnnpoBaHns
MHopMaumm

lMpegoctaBneHne AaHHbIX B €AUHOM 1 y,E|06HOM ans socnpuaTtna popmare

BrisiBneHve Havbonee 3Ha4YMMbIX KpuUTepueB cuctemaTnsaumm nHopMauum Ans co3gaHus 6a3
OaHHbIX

@OpMMpOBaHVIe 1 ncnonb3oBaHve 6a3 gaHHbIX B opraHusauuun

Heo6xoanmble ymeHus

OcyuecTBnaTb cbop, 06paboTKy 1 aHann3 MHdopMaLMn B COOTBETCTBUM C TpeboBaHMSAMK KPaTKOCTH,
YeTKOCTM hOpMYNMPOBOK, CBOEBPEMEHHOCTU NOCTYMIEHUS, TOYHOCTU U [JOCTOBEPHOCTH,
ONTUMarnbHOCTU cMCTeMaTU3aumm, HenpepbIBHOCTM cbopa n 06paboTkn MHdopMaLmm

OcyLuUecTBNATb perucTpaumio, HakonneHme n nepegadvy, CUCTEMaTU3POBAHHOE XPaHeHNe v Bblaavy
MHopmauum B Tpebyemoli hopme

CocTaBnsTb 1 OCbOpMJ'IFITb CBOOHble, OTYETHbIe, CTaTUCTUYECKME OOKYMEHTbI

OcyLuecTBnsATb 06paboTKy 1 CTPYKTYpUpoBaHue nHdopmaumm, obpasys nHpopMaumoHHbIE pecypcbl

BBOaouTb HOBbIE AaHHbIE B CI'IpaBOLIHO-I/IHCbOpMaU,VIOHHbIe CUCTEMBbI

BBogutb B NnamMaATb KOMMNbIOTEPA 3NEKTPOHHbIE 06p83bl AOKYMEHTOB

Mpon3BoanTb NoMck MHOpMaLmmn B CyLLECTBYHOLLMX 6asax AaHHbIX, BECTU MHOPMALIMOHHO-
cnpaBoYyHyto paboTy Ha OCHOBE Pa3fMyHbIX KOMBMHALWI NONCKOBBIX MPU3HAKOB

an/IMeHFITb I/IHq)OpMaLI,I/IOHHO-KOMMyHMKauMOHHbIe TEeXHOornn

Heob6xoanmble 3HaHUSA

OcobeHHoCTH cbopMleosava BHELUHUX U BHYTPEHHUX VIHCbOpMaLl,I/IOHHI:IX NnoTOKOB

CocTaB BHELUHUX VIHCbOpMaLWIOHHbIX NOTOKOB

CoctaB BHYTPEHHUX I/IHq)OpMaLl,I/IOHHbIX NOTOKOB

CTpyKTypa opraHvsaumv 1 nopsifiok B3anMoAeiCcTBUS NoapasaeneHuii u cnyxo

OcobeHHOCTU hopMUpoBaHust 6a3 faHHbIX B OpraHvM3aumm

CoBpeMeHHble Hay4Hble MeTOAbl Y TEXHUYECKUe CPeacTBa, CrnocobeTaytowme coopy, obpaboTke,
COXpaHeHuIo 1 nepeaade UHPOPMALIMOHHBIX MOTOKOB

MeToabl 06paboTkn HopMaummn ¢ NPUMEHEHNEM COBPEMEHHbIX TEXHUYECKUX CPEACTB
KOMMYHMKaLIMA 1 CBA3WN, BLIYUCTIUTENBHON TEXHUKN




TpeboBaHus oxpaHbl Tpyaa

[pyrve xapakrepucTukm

3.3.14. Tpynosas pyHKUMA

OpraHunsaumsa MHOpPMaLMOHHOIO B3aMMOAENCTBUSA YpoBeHb
HanmeHoBaHune pyKoBoAMTENS C NOApasAeneHusaMy N JOMKHOCTHLIMU Koa C/14.6 (nooypoBeHb)
nuuamun opraHusauum KBanudukaumm

MpouncxoxaeHne TpyaoBom
PYHKUMU

3anMcTBOBaHO 13

OpwurnHan X
opurmHana

Koa opurmHana PernctpaumoHHbIn Homep
npodpeccrmoHansbHoro
cTaHgapTa

TpyQosble AencTeuns

WNHbopmupoBaHue paboTHUKOB OpraHn3aLmmn O peLleHusix pykoBoauTens

OpraHusauns o6meHa MHopmaumen Mexay noapasaeneHusiMm u JOSMKHOCTHBIMU uuamm
opraHusauum

OnoBelleHne paﬁOTHMKOB O NpeacToAmnX MeponpuaTnuax

OpraHu3sauus BCTpeY TPYAOBOrO KOMIEKTUBA C PYKOBOACTBOM

MHopmupoBaHue pykoBoamntens o6 obpalleHnsx COTPYAHWMKOB Mo paboymm v NINYHLIM BONpocam

Heobxoammbie ymeHus

Mcnonb3oBaTb coBpeMeHHble TexHonornm cbopa u nepegayun nHdopmauum

OcywectBnsATb cbop 1 nepepaboTky MHPopMaunm, Heo6XxoaMMON ANA AeATENbHOCTH

OcyLLl,eCTBJ'IﬂTb cuctemaTusaumio nonydaemMblX U nepegaBaemMblX JaHHbIX

OcyLuecTBNSATb MPOBEPKY AOCTOBEPHOCTM, MOMHOTHI U HENPOTMBOPEYMBOCTMN AAHHbIX, UCKIOYEHNE
AybnmposaHnsa nHgopmaumm

MpepocTaBnsTb AaHHbIE B €AMHOM M yA06HOM Ans BocnpusiTus chopmate

MHOFOKpaTHO ncnonb3oBaThb NOJTyHEHHYHO I/IHq)OpMaLlI/IIO, NOCTOSIHHO OBHOBNATL AAHHbIE

ObecneyvBaTb ONepaTMBHOCTb MHEOPMALIMOHHBIX MOTOKOB

PaboTtaTtb ¢ KOMNbIOTEPOM, NCNOMNBb30BaTh OUCHBIN NAKeT (TEKCTOBLIN peaakTop, Tabnuubl)

Heobxoanmble 3HaHUs

HopmaTunBHble NpaBoBble akTbl, HOPMATUBHO-METOANYECKUE AOKYMEHTbI, FOCyAapCTBEHHbIE CTaHAAPTbI
B cchepe AeATenbHOCTM opraHm3aumm

CTpyKTypa opraHu3aumm, pyKoBOACTBO CTPYKTYPHbIX NMoapasfaeneHunii, HanpaBreHns 4esTeNbHOCTU
opraHu3aumm 1 KOMNeTEeHLMN CTPYKTYPHbIX NOApPa3aeneHunii U JOMKHOCTHbIX L,

Knaccudukaums ynpasneHyeckon nHgopmaumu, BUabl ynpasneH4eckor nHgpopmamm

CDOpMI:I npegocraBneHna ynpaBnqueCKon I/IHCbOpMaLlI/IVI

McTouHuku ynpaBneHyeckon nHdopmaumnm

MeTtoauka oTbopa NCTOYHUKOB MHAOPMaLIMK

TpeboBaHus, NpeabaBNsSeMble K ynpaBrieHYeckor nHgopmaumm

Tpe6oBaHusa oxpaHbl Tpyaa

[Opyrve xapakTepucTuku

3.4. O606LeHHasn TpyaoBas pyHKUMSA

HavnmeHoBaHne

VlHCbOpMaLWIOHHO-aHaJ'IMTW-leCKaSI n opraHn3aunoHHO-
aOMUHUCTpaTUBHaA noggepXxka 4eATelbHOCTU KBaJ'II/Id)I/IKaLWII/I

Kon D YpoBeHb




pyKoBOAWTENS OpraHu3auum

MpoucxoxaeHne 0606LLEHHON
TPYAOBON (PyHKLUMN

3anmcTBOBaHO 13

OpwuruHan X
opuruHana

Kop opurnHana PeructpaumoHHbIn HOMep

npodeccrMoHanbHOro
cTaHgapTa

Bo3amoxHble HavmeHoBaHUA MomoLLHuK pykoBoanTENS

OOMmKHOCTen, npodeccui

TpeboBaHus kK 06pa3oBaHMIo 1 Beiclwee obpasoBaHue - 6akanaspuat

obyyeHuto [ononHuTensHoe npodeccnoHansHoe obpasosaHne

TpeboBaHWs K ONbITY NPaKTU4eCKon He meHee Tpex neT no npodunio A4eATenbHOCTY OpraHn3aLmmn

paboTbl

Ocobble ycroBus gonycka k pabote -

[pyrve xapakTepucTuku -
JlononHuTenbHble XapakTepUcTUKM

HanmeHoBaHue fokymeHTa Kon HanmeHoBaHue 6a3oBoW rpynnel, AOMKHOCTM (Npodheccun) unm

cneumanbHOCTK
OK3 2432 Bubnnotekapu, Gubnuorpadbl, LOKYMEHTOBEALI U CNELManucTbI
POACTBEHHbIX Mpodeccuii
OKCO 032001 [lokymeHTOBEAEHME 1 JOKYMEHTaLUMOHHOE obecneyeHne ynpaBneHms
032002 [okymeHTaumoHHoe obecneyeHve ynpaBneHus 1 apxvBoBefeHne
3.4.1. Tpynosble yHKLUUM
dopmmpoBaHne MHHOPMALMOHHOIO B3aMMOLENCTBUS YpoBeHb
HaumeHoBaHue pyKOBOAMUTENS C OpraHM3aumamm Koa D/01.6 (nooypoBeHb)
KBanudukaumm

MpouncxoxpeHne TpyaoBom
PyHKUMK

3anMCTBOBaHO 13

OpwuruHan X
opurmHana

Kon opurvHana PernctpaumoHHbIn Homep
npodheccrmoHansHoro
cTaHgapTa

TpynoBble AencTBUA

OT60p NCTO4YHNKOB I/IHCbOpMaLlI/II/I B COOTBETCTBUU C 3aAaHHbIMU KpUTEepuammn

O6paboTka 1 MHTepnpeTaumnsi UHchopMaLmmn Ans NOArOTOBKW NPOEKTOB PELLEHUI

MoAroToBKa 3anpoCoB Mo NOPYYEHUI0 PYKOBOAMTESS HA NOMyYeHMe [OKYMEHTOB M MHGOpMaLmMm B
opraHax rocyapCTBEHHOI BNacTu v ynpaBneHusl, 06LLEeCTBEHHbIX OpraHusauusix 1 nonyyeHue
COOTBETCTBYIOLLEN UHOPMALIMM 1 [OKYMEHTOB

WHbopMmrpoBaHue pykoBOAMTENS O pedynbTaTtax pacCMOTPEHWs 3anpocoB 1 oGpalleHuit

OpraHmaame pelleHna Bonpocos, He Tpe6y|ou.w|x HenocpeacTBeHHOro y4actma pykosoauTtens

MoaroToBka MaTepManos AMns y4acTusi pykoBoaMTens B paboTe pasfnuyHbIX CTPYKTYp B COCTaBe
rocyapCTBeHHbIX ¥ MyHUUMNanbHbIX OpraHoB, 06LLecTBeHHbIX OpraHu3auui

MogrotoBka OOKYMEHTOB A5 3aKNio4YeHUA cornatleHun o COTpyaAHM4eCcTBE C OefoBbiMM NapTHeEpamMu

WHbopmmrpoBaHue AenoBbiX NapTHEPOB Y 3aUHTEPECOBAHHbIX OPraHW3aLmii O PELLIEHUX
PYKOBOAMTENS B XOAE BbINONHEHWS COTTaLleHIni




Heobxoammble ymeHust

AHanuaupoBaTb U 0TBUPaTb UCTOYHWKM MHEDOPMALMK B COOTBETCTBUM C KPUTEPUSIMU MNOSTHOTbI,
[0CTOBEPHOCTU, CBOEBPEMEHHOCTY NPEAOCTaBEHNs UHOPMaLIMK

CobupaTb, o6pabaTtbiBaTb U aHaNU3NpoBaTb MHGOPMALMIO B COOTBETCTBUM C 3aAaHHbIMU
TpeboBaHMsAMK

Mepepasatb MHpOpMaLMIO B cUCTEMaTU3MPOBAHHOM BUaE

O6pabatbiBaTh U CTPYKTYPUPOBaTb MHOPMaLMio, 06pasysi MH(OPMALMOHHbIE pecypchbl

[MpounssoanTb Nomck nHdopmaumm B CyLleCTBYHOLNX 6a3ax AaHHbIX, BECTU MHOPMALIMOHHO-
cnpaBoOY4HYHO paﬁoTy Ha OCHOBE Pa3JI4HbIX KOMOMHaLMIA MOUCKOBbIX Npu3Hakos

ObecneunBatb MHCbOpMaLI,MOHHy}O 6e3onacHoCTb opraHusauuun

Pa6oTaTb ¢ KOMNbIOTEPOM, UCMOMB30BaTb OPUCHBIN NaKeT (TEKCTOBbIN peaakTop, Tabnuubl)

Heobxoanmble 3HaHUs

BHyTpeHHﬂﬂ 1 BHELLHAA NONNTUKa opraHm3aummn

[MpuHUMNBI NpeacTaBUTENBLCTBA B roCyAapCTBEHHbIX OpraHax, opraHax MeCTHOro camoynpaBJieHUA,
CTOPOHHWUX OpraHn3aumsx n NOpsiAOoK B3aMMOgEeNCTBUSA C HUMU

MpuHUMNBI 1 MeToAbl aMUHUCTPUPOBAHUSA

Oco6eHHOCTV (DOPMUPOBAHUSA BHELLHMX 1 BHYTPEHHWUX MH(OPMALMOHHbBIX NMOTOKOB

CprKTypa opraHusauum 1 nNopsiAoK B3aMMogencTensa nogpasgeneHni n CJ'Iy)K6

MpaBuna hopMMpoBaHUSA 1 UCTIONb30BaHNS 6a3 AaHHbIX

CoBpeMeHHble Hay4Hble METOAbI U TEXHUYEeCKMe cpeacTea, cnocobeTaytowme cbopy, obpaboTke,
COXpaHeHuIo 1 nepegaye MHopmMaumm

MpaBuna 3awmTbl KOHDUAESHUMANBHON cnyxebHow nHpopmMaumm

COBpeMeHHbIe MHOPMaLMOHHbIE TEXHOOrMn

[Opyrve xapakTepucTuku

3.4.2. TpynoBas yHKUNs

AHanu3 nHgopmaumm 1 noarotToka MHPOPMaLMOHHO- YpoBeHb
HaumeHoBaHue aHanuTU4ecknx MaTepuanos Koa D/02.6 (nooypoBeHb)
KBanudukauum

[MpouncxoxaeHwe TpyaoBomn
PyHKUMK

3anmcTBOBaHO 13

OpuruHan X
opurvHana

Kog opurnHana PeructpaunoHHbI HoMep
npodeccrMoHanbLHoro
cTaHgapTa

Tpynosble genctens

C6op, nepepaboTka 1 aHanu3 UHOPMaLIMM ANs peLleHnst 3aAad, MOCTaBNEHHbIX PyKoBogMTENEeM

MogroToBka MHqJOpMaLI,MOHHO-aHaJ'IVITVI‘-IeCKVIX mMaTtepuanos

Pa3pa60TKa TemMaTu4eckoro nnaHa 0630pHOF0 AOKyMeHTa, AoKnaga

OnpepgeneHne kpyra Gubnvorpaduyeckmx NCTOYHNKOB

MoaGop MCTOYHMKOB ¥ NUTEpaTypbl Mo TeMe 0630pa, AOKIaaa, aHaMMTUHECKON CrpaBKu

HanncaHnue n odopmneHne o63opa, foknana, aHanMTUYeCKon CrpaBkm

Heobxoammble ymeHus

PaspabatbiBaTb TemaTuyeckuii nnaH o63opa, Aoknaaa, aHanuTUYeCcKon CrnpaBKku

O60CHOBbLIBaTL aKTyasnibHOCTbL NPOGeMbl, KOTOPYIO NPEACTOUT OCBETUTL B 0630pe, AoKaae, cnpaske

Monb3oBaTbecs MHPOPMALMOHHBLIMU PecypcaMmn U CUCTEMATU3UPOBATb MHOPMAaLMIO MO 3aaHHbIM
KpUTEPUAM




MpaBuWIbHO MHTEPNPETUPOBATL NOMYYEHHbIE AaHHBIE U NPEAOCTaBNATbL UX B CUCTEMATU3MPOBAHHOM
Buae

OI'Ipe,D,eJ'IﬂTb KPpYr MICTOYHUKOB U NUTepatypbl, HeobxoaVMbIX NSt NOArOTOBKM MHOPMAaLMOHHO-
aHannTU4eCKnx martepuanos

Manaratb maTepuan B NIorm4eckon nocreaoBaTenbHoCTH

[MponssoanTb aHanus u OLEHKY U3NOXXEeHHOro matepuana

O(bOpMﬂﬂTb TEKCT B COOTBETCTBYHOLLEM CTUNE

PepaktupoBaTtb TekcT AOKYMEHTOB

dopmynupoBaTh BbIBOAbI U PpEKOMEHAALMM

OcyLecTBNATL aBTOMATU3ALMIO NPOLLECCOB cOopa, XpaHeHUs 1 BblAauu MHopMaLmm

Monb3oBaTbCcs yCTpoOMCTBAMM aBTOMaTU3MPOBaHHOW 06paboTKM TEKCTOBON MHGOPMaLMK 1
doToHabopHBIMU YCTPONCTBaMU

MpumeHaTb BbIYUCIIUTENbHYIO TEXHUKY U MHOPMaLMOHHbBIE TEXHOMNOMMU A5 9KOHOMUYHON U
paumMoHanbHON opraHu3auum MHPOPMAaLIMOHHbBIX NPOLECCOB, NOBbLILLEHNUS NX rmMbKocTH 1
ANHaMU4YHOCTU

[MponsBoanTb NUTEPATYPHO-CTUNMCTUYECKYO 06paboTKy TEKCTa, MPOBEPKY NOrMYECKom
NnocneaoBaTenlbHOCTM U3MOXEHUS, aHanm3a 1 OLEeHKMW, HanncaHunsi BbIBOOOB Y peKoOMeHaauum

[MpUMeEHATb OCHOBBI MCMXONIOrMK AENOBOro 06LLEeHNs

Heobxoanmble 3HaHus

HOpMaTVIBHbIe npaBOBble aKTbl, HOPMaTUBHO-MeTOOANYECKME OOKYMEHTbI, roCy4apCTBEHHbIe
cTaHgapTbl B cdepe AesATenbHOCTU opraHm3aumm

CprKTypa opraHusauun, pykoBoACTBO CTPYKTYPHbIX noapasgeneHuni, HanpasneHus A4eATenbHOCTU
opraHundaumn n kKomneTeHUUn CTPYKTYPHbIX nogpasaeneHnn n JOMKHOCTHbIX Nnl

Knaccudukauns ynpasneH4eckon nHdopmMaumm, BUabl ynpasneH4Yeckon nHdopmMaumnm

dopMbl NpefoCTaBnNeHUs! yNpaBneHYeckon UHopMaLmm

MCTOYHWKM ynpaBneH4Yeckon HchopMaLmm, MeToamka 0T6opa MCTOYHMKOB MHopMaLmm

Tpe6oBaHus, NpeabaBRsSieMblE K yNPaBNeHYeckon UHGopMaLmm

OcobeHHOoCTH pecbeprpoBaHnsa nHpopmaumu, cneunduka odopMeHns N COCTaBMEHNS aHHOTaLWN,
pedepatoB, 0630poB, AOKNaA0B

Kateropuu notpe6uteneii, Ha koTopble GyaeT paccuuTaH AaHHbIi 0630p, Aoknag

MeToabl OﬁpaﬁOTKVI I/IHCbOpMaLI,I/WI C NpuMeHeHnemM coBpeMeHHbIX TEXHUYECKUX CpeacTB
KOMMyHMKaLWIIZ 1 CBSI3U, BbIYUCIUTENBHON TEXHWUKN

CTpyKTypa MHpOPMALIMOHHBIX M34aHUIA B 3aBUCMMOCTI OT XapakTepa MHhopMaLumn 1 LieneBoro
HasHa4yeHVa MHOPMAaLMOHHbBIX N30aHNN

CoBpeMeHHble cpeacTBa cbopa, 06paboTku, cuctemaTmsaummn nHopmaumm

WcTouHnkmn nHcpopmaumm: katanorn 6GubnmoTek, xKypHanos, NOUCKOBbIE CUCTEMbI MHOPMAaLIMOHHO-
TenekoMMYHMKaLMOHHON ceTu "MIHTepHeT", anekTpoHHble 6a3sbl AaHHbIX

®yHKUMOHaNbHOE HasHaveHve ob63opa (bubnuorpaduyeckoro, pedepaTVBHOrO, aHaNMUTUYECKOro) Kak
CpeACTBa OpMEHTaUMM YNTaTENS B AOKYMEHTANbHOM UMM MH(OPMAaLMOHHOM NOToKe

OcobeHHOCTM 0BLLeHayYHOM 1 NparmaTnyeckon yHKumMmn o63opos

I'Ipanu'la pa60TbI C BHELUHUMWU HOCUTENAMN I/IH(bOpMaLlI/IVI

HOpMaTVIBHbIe [OOKYMEHTbI, roCyJapCTBEHHbIE CTaHOaPThl B obnactu nesaTensHoCcTm opraHunsauuun

MoHsiTWe 1 cneuudmka Gubnmorpadmyeckoro, pecepaTMBHOIO U aHANUTUYECKOTO MHGOPMALIMOHHOTO
n3aaHus

CI'IpaBOLIHbIe npaBoBble CUCTEMDbI




Opyrue xapakTrepucTuku

3.4.3. Tpynosas dyHKUus

OpraHu3aumsi 4enoBbIX KOHTaKTOB U NMPOTOKOSbHbBIX YpoBeHb
HavnmeHoBaHune MeponpuaTUii Kopa D/03.6 (nooypoBeHb)
KBanvgpukaummn

MpouncxoxaeHne TpyaoBom
dyHKUMK

3anMcTBOBaHO 13

OpwurnHan X
opurmHana

Kop opurnHana PernctpaumoHHbI HOMep
npodeccroHanbHoro
cTaHpapTa

Tpynosble AencTens

OpraHmsaumq 1 NnaHnpoBaHue OenioBbiX KOHTAKTOB, BCTPeY U NOe3a0K pykoBoauUTens

OpraHunsaums 3acefaHunii, CoBeLLaHn 1 MepPONpUSATUAIA, MPOBOAUMBIX PyKOBOAUTENEM

MoaroToBka maTepuanos Arns CoBelLaHuii, BeaeHne n odopmiieHne NpoToKonos

MoaroToBKa Npe3eHTaumii No yka3aHWio pyKoBOAMTENS

MoaroToBka v NpoBefAeHUe Npecc-koHPepPeHLMs pykoBoanUTeNst

BcTpeya yyacTHUKOB neperoBopos, obecneyeHne nx MHpopMauMoHHbIMU MaTepruanamn, BeeHne
3anucen NeperoBopos

Heobxoammbie ymeHus

CocTaBnsiTb NnaH Noe3gku pykoBogutena

OdopMnATL AOKYMEHTbI, HEOOXoAUMbIE NS A4EeNOBOV NOe3aKM, KOMaHAMPOBKM PYKOBOAMTENS

CocTaBnaTb 1 0hOpMAATL NPOTOKOSbI COBELLAHWN, 3acefaHnin u APYrMx KOHPEPEHTHbIX
MEepOnpUATUIA, FTOTOBUTbL CMIMCOK Y4aCTHWKOB, MOBECTKY AHHA, SBOYHbIE NIUCTbI U MPOEKTbI UTOroBbIX
[OKYMEHTOB

CocTaBnatb npecc-pennabl

BecTu neperoBopbl ¢ napTHepamm

PaboTatb B pexunme MHorosaga4yHocTun

Pa6otaTtb ¢ 6onbwmm 06bemMoM nHgopmaumm

CospaBaTb U nogaepxmeaTtb NONOXUTENbHbIA UMUIX opraHunsaummn u pykosogutens

Mcnonb3oBaTtb BbIYUCIUTENBHY TEXHUKY U VIHd,’)OpMaLl,VIOHHO-KOMMyHVIKaLlI/IOHHbIe TexHonoruu ans
6onee 3KOHOMUYHON 1 paLl,VIOHaJ'IbHOIZ opraHusauuu VIHCbOpMaLI,VIOHHbIX npoueccos, NoBbIlEeHNA nx
MOBKOCTU U AMHAMUYHOCTMN

O6ecneurBaTb MHMOPMaLMOHHYI0 Ge30MacHOCTb OpraHu3auum

Heobxoanmble 3HaHUs

HOpMaTMBHbIe npaBOBbl€ aKTbl, HOPMaTUBHO-MeTOANYECKME OOKYMEHTbI, rOCyJapCTBEHHbIe
CTaHOapThbl B cq)epe AeATENbHOCTU OpraHnsaummn

CTpykTypa opraHusauuu, pykoBOASLLMIA COCTaB OpraH13auum 1 nogpasgeneHuii, HanpasneHus
[AEATENILHOCTM OpraHn3aumm U KOMNeTEHLMM CTPYKTYPHBIX NOApasaeneHnin U JOMKHOCTHBIX ML

Mcuxonorusi 4enoBoro o6LLEeHVS!, OCHOBbI KOH(IMKTONOMN

I'IpaBVlna npoeseaeHuna AenoBbiX NeperoBopoB U NPOTOKOJIbHbIX MepOI'IpVIFITI/II?I

OTUKET U OCHOBbI MEXAYHAapPOA4HOro NpoToKona

MpaBwuna cocTasneHnsi U 0hOPMIIEHNS JOKYMEHTOB

MpaBuna 3awuTbl KOHPUAEHLMANBHON crnyxebHol nHpopmMaumm

V|HCbOpMaLWIOHHO-KOMMyHMKaLWIOHHble TexHonornm




Opyrue xapakTrepucTuku

3.4.4. TpynoBas dyHKUmUs

YpoBeHb

HanmeHoBaHune OpraHun3auns UCNONMHEHNS peLLeHNn pyKoBoaAUTENS Koa D/04.6 (nooypoBeHb)

KBanvgpukaummn

MpouncxoxaeHne TpyaoBom
dyHKUMK

3anMcTBOBaHO 13

OpwurnHan X
opurmHana

Kop opurnHana PernctpaumoHHbI HOMep
npodeccroHanbHoro
cTaHpapTa

TpynoBble oencTens

[okymeHTanbHoe oopMIIEHNE PELLEHUIA PYKOBOAUTENS!, OBEAEHNE A0 CBeeHNs1 paboTHUKOB
opraHv3aumn YCTHbIX PacrnopsikeHU pykoBoaUTENS

KoopanHauust 4essTenbHOCTU NO UCTIONTHEHMIO PeLLeHUn pykoBoauTena

KoHTporb UCMONHEHUsT peLleHni pykoBoauTena

[MoaroToBka OTHYETOB O BbINOMHEHWUN nopyquMVl N peLueHnn pykoBoauTena

Heobxoammbie ymeHus

CocTaBnsitb U 0POpMIIATL AOKYMEHTbI, coaepXallme NopyYeHnsi U pacrnopsiKeHUst pyKoBOAMTENS

BecTun yyeT nopy4yeHuii pykoBoauTens, TPeOYLWMX KOHTPONS MO CYLLECTBY peLLEeHMs Bonpoca

YeTko 1 ObICTPO NpUHMMAThL peLLeHns B npouecce paboTbl

npOI/ISBO,CI,I/ITb aHanm3 UCMOJTHUTENbCKOW OUCUMMITUHBI

CocTaBnsiTb aHanUTUYECKne oTYeTbI U CrnpaBKK Mo pe3ynbTaTtamM UCMONHEHNA NopyvyeHnn n
pacnopsiXeHnn pykosoguTens

Monb3oBaThCsi CUCTEMaMM 3MEKTPOHHOTO IOKyMeHToo6opoTa

an/IMeHﬂTb BbIYUCNTUTENBHYIO TEXHUKY U VIHCbOpMaLI,VIOHHO-KOMMyHI/IKaLlI/IOHHbIe TexHonoruu ans
9KOHOMMWYHOW 1 paLl,VIOHaJ'IbHOVI opraHusauun VIHCbOpMaLI,VIOHHbIX npoueccos, NoBbIlWeHnA nx rmbkocTn
N AUHaMUYHOCTU

ObecneunBaTb 6e30NacHOCTb AeATENBHOCTU opraHusauuun

Heobxoanmble 3HaHUs

HopmaTvBHble NpaBoBble aKTbl, HOPMaTUBHO-METOAMYECKNE AOKYMEHTbI, FOCYAapCTBEHHbIE CTaH4apThI
B cdhepe OesTenbHOCTY opraHmsaumm

CTpyKTypa opraHusauuu, pykoBOACTBO CTPYKTYPHbIX NoApa3aeneHuii, HanpaBneHus AesTensHOCTH
opraHM3aumm 1 KOMMNETEHLMN CTPYKTYPHbIX NOAPa3AENeHN U OOMKHOCTHBIX ML

MpaBuna npoBeAeHNs KOHTPOMS UCMOMHEHUS NOPYYEHWIA PYKOBOAMTENS

TexHONorusi BEAEHUS KOHTPOIS UCMONHEHWSI MOPYYEHWUI pyKoBOAUTENS

CurcTeMbl 3MeKTPOHHOIo AOKyMeHToobopoTa, 6a3bl AaHHbIX

TpeboBaHus oxpaHbl Tpyaa

[Opyrve xapakTepucTuku

IV. CBeneHus o6 opraHusauusix - paspaboTumnkax
npodpeccroHanbHOro ctaHgapTa

4.1. OTBETCTBEHHAsi OpraHuU3aLusi-paspaboTUmK

HIM "HaumoHanbHas accoumaums opUCHbIX CNeumnanucToB U agMUHUCTPaTMBHbBIX paboTHukoB", ropoa Mocksa

OupekTop

XntocHeBa JTiogmuna MNeTpoBHa

4.2. HaumeHoBaHuWs1 opraHusaumin-paspaboTynkos




1 AHO "AreHTCTBO CTpaTermMyecknx MHULMaTMB No NPOABUXKEHUIO HOBbIX NPOEKTOB", roposd Mockea

2 AHO "YensbuHckoe pernoHasnbHOe areHTCTBO pa3BuTUs kBanudmkaumin', ropos YensabuHck

3 AHO BIMO "MespernoHarnbHblii OTKPbITIN coumanbHbIi MHCTUTYT", ropoa Molukap-Ona, Pecny6nvka Mapuii On

4 Bonrorpagckas ToproBo-npombiLneHHas nanara, ropog Bonrorpan

5 'Y "Bcepoccumnckuii Hay4Ho-nccneaoBaTenbCkiin MHCTUTYT AOKYMEeHToBeaAeHus n apxusHoro gena" (BHWUWOAL), ropoa
Mocksa

6 HOY OHO "MHCcTUTYT MHdOopMaumoHHbIx TexHonorni "AnTu", ropog Mocksa

7 O6Lepoccuiickmin Npodcoto3 paboTHUKOB roCYAapCTBEHHBIX YYPEXAEHUIA U 06LLECTBEHHOTO OGCNyXMBaHUs Poccuinckomn
depepaunu, ropog Mocksa

8 ObLwepoccuitckoe MexxoTpacneBoe obbeauHeHne paboTtoaatenen "Hukens", ropog Mocksa

9 00O "MarkpocodT Pyc", ropog Mocksa

10 OO0O "LleHTp akcnepTusbl 1 ceptudmnkaumm”, ropoa Mockea

11 OO0 "OneKTpoHHble oducHble cuctemsl”, ropod Mocksa

12 [MoBomKCKMIN MHCTUTYT ynpaenenus umenn MN.A. CtoneinuHa - punuan PrbOY BINO "Poccuiickas akagemmns HapogHOro
XO035IMCTBa U rocyAapCcTBeHHOW cnyx6bl npu MNpeangeHte Poccuiickon Pepepaunmn”, ropog CapaTos

13 OrAQY OO "Akagemns ctaHgapTUsaumm, MeTporiornm n ceptudnkaummn”, ropog Mocksa

14 SIrbOY BIMNO "MeH3eHckuii rocyaapcTBeHHbIN yHuBepeuteT", ropog MeHsa

15 PreOY BIMO "Poccuincknin rocyaapCTBEHHbIV T'yMaHUTapHbIA YHUBEPCUTET", kadheapa 4OKyMeHToBeaAeHus, kadpegpa ACOOY,
ropoa Mocksa

16 ®IrbY "HayyHo-uccnegoBaTenbCkuii MUHCTUTYT TpyAa M coLmanbHOro ctpaxoBaHuna” MuHucTepcTBa Tpyaa U coumanbHOM
sawmTel Poccuiickon ®egepaunm, ropoa Mocksa

17 SApocnasckasi TOproBo-NpoMbILLIIEHHas nanata, ropo fpocnasnb

<1> O6LLEepOCCUACKNN KnaccmukaTop 3aHATUN.

<2> O6LLEePOCCUIACKMI KNnaccudukaTop BUOOB 3KOHOMUYECKOW OEATENBHOCTY.

<3> O6LLepoccUiickmin knaccudukaTop cneymansHoCcTen No obpasoBaHuto.

<4> EouHbIA KBAannUKaLMOHHBIN CMPaBOYHUK JOMKHOCTEN PYKOBOAUTENEN, CNELMANNCTOB U OPYIUX CIYXKALLMX.
<5> O6Lepoccuiickmin knaccudukatop npodeccuin pabounx, JOMKHOCTEN CRyXaLnX U TapuHbIX paspsigos.




