3apeructpupoaHo B MuHiocte Poccum 2 noHs 2015 r. N 37509

MWUHUCTEPCTBO TPYOA U COLIMATIbHOWM 3ALLIUTBI POCCUACKOW ®EOEPALIUK

NPUKA3
ot 6 masi 2015 . N 276H

OB YTBEPXXOEHUN NPO®ECCUOHAIIBHOIO CTAHOAPTA
"CNEUWANUCT NO OPrAHU3ALIMOHHOMY N OOKYMEHTALIMOHHOMY
OBECNEYEHMIO YNIPABNEHUA OPTAHU3ALIMEN"

B cootBetcTBMM ¢ nyHkToM 16 [lpaBun pas3paboTkn, YTBEPXKAEHMS U MPUMEHEHUsT NPodeCCMoHanbHbIX
CTaHOapToB, YTBEPXOEHHbIX nocTaHoBneHuem lpasutensctBa Poccuiickon ®epepaunmm ot 22 gusapsa 2013 r. N
23 (CobpaHue 3sakoHopaTenbctBa Poccuiickon ®depepaummn, 2013, N 4, crt. 293; 2014, N 39, c1. 5266),
npuKasbIBato:

YTBepauTb npunaraemMbll  nNpodeccuoHanbHbln  cTaHgapT  "CneywanucT N0 OpraHM3auuoHHOMY W
OOKYMEeHTaUMoHHOMY obecneyveHuio ynpaBsneHus opraHnsaumen”.

MwuHuncTp
M.A.TOMUINNH

YTBEpXKAEH

npukasom MuHucTepcTea Tpyaa
1 coumarnbHON 3awuTsl
Poccuickon ®egepauun

oT 6 masa 2015 . N 276H

MPO®ECCUOHANBHbLIA CTAHOAPT

CNEUMANNCT
Nno OPrAHU3ALIMOHHOMY U NOKYMEHTALIWOHHOMY OBECTEYEHMIO
YNPABINEHUA OPTAHU3ALUEN

447
PernctpaunoHHbIn
Homep
I. O6we cBegeHus
OpraHusaumnoHHoe 1 JOKYMeHTaLMOHHOe obecneyeHne ynpasneHus opraHusaLmsamm 07.002
NoObIX OpraHN3aLMOHHO-MPaBOBbLIX OPM
(HaMmeHoBaHwWe BMAa NpogeccuoHanbHOM 4eaTenbHOCTH) Kopg

OcHoBHas uenb Buga npodeccnoHansHom 4eaTenbHOCTY:

Peanusauns obecneunBaroimx yHKUUN ynpaBneHus opraHusaumen; BHeapeHne nyyqinx TeXHUYECKMX
pa3paboToK 1 HOBENLLMX TEXHONMOMMIA B obecneveHne ynpaeneHnsl opraHnsaumen

pynna 3aHaTun:

2432 Bubnuotekapu, bubnuorpadel, 3431 AOMUHUCTPaTUBHO-YNpaBreHYeCcKn
OOKYMEeHTOBebl U cneLlnanucTbl " nepcoHan
poACTBEHHbIX Npodeccun

4222 Cnyxaume, 3aHsiTble MPUEMOM U - -
MHOpPMMPOBaHNEM NOCETUTENEN

(kog OK3 (HanmeHoBaHuUe) (kog OKS3) (HanmeHoBaHuUe)
<1>)



OTHeceHMe K BUAaM 3KOHOMUYECKOW AeATeNbHOCTH:

82.1 [eatenbHOCTb aAMUHUCTPATUBHO-XO3SMCTBEHHAA M BCNOMOraTenbHas OesaTenbHOCTb Mo

obecrneyeHmnio PYHKLMOHNPOBAHUS OpraHM3aLum

82.3 [lesaTenbHOCTb No opraHn3auny KOHEPEHLWIA U BbICTABOK

(kog OKB3[ (HaMMmeHOBaHWe BMAa SKOHOMUYECKOW OEATENBbHOCTH)

<2>)

II. OnncaHne TpyaoBbIX PYHKLUA, BXOOALLMX

B NpodeccroHanbHbIi cTaHAapT (PyHKLUMOHanNbHas kapTa Buaa
npodeccuoHasnbHoON OeAaTenbHOCTM)

O6006LeHHble TPpyAoOBbIE PYHKLIMM

TpypoBsble hyHKLUK

Koq HanMeHoBaHue YpOBEHb HanMeHoBaHue Koq YPOBEHb
KBanundwm (nooypoBeHb)
Kauum KBanuMdukaumnm
A OpraHusaumnoHHoe 3 Mpuem u pacnpeneneHue A/01.3 3
obecneyveHne TenedOHHbIX 3BOHKOB
[esaTenbHOCTU opraHusauum
opraHusauum
OpraHusauus paboTbl ¢ A/02.3 3
noceTUTENSIMN OpraHM3auum
BbinonHeHne KOOpANHUPYIOLLMX U A/03.3 3
obecneunBatoLnx PyHKLUUN
B [lokymeHTaunoHHoe 5 OpraHusauus paboTbl ¢ B/01.4 5
obecnevyeHune [OKyMeHTamu
nesaTenbHOCTU
opraHusauuu OpraHusauus TekyLero XxpaHeHusi B/02.4 5
[OKYMEHTOB
OpraHunsauus obpaboTtkm gen ans B/03.4 5
nocreayoLero XxpaHeHns
C OpraHusaumnoHHoe, 6 OkasaHwue nomowym pykoogutento | C/01.6 6
[OKYMEHTaLNOHHOE U B MMaHMpoBaHMM pabo4yero
WHOPMaLIMOHHOE BpeMeHU
obecne4veHne
[OeATenbHOCTU MnaHnpoBaHne paboyero gHs C/02.6 6
pyKoBoAUTENS cekpeTapsi
opraHusaumm
OpraHusauus TenedoHHbIX C/03.6 6
NneperoBopoB PyKOBOAUTENS
OpraHusauusa KoMaHaAnPOBOK C/04.6 6
pyKoBOAUTENS
OpraHunsauus paboThl ¢ C/05.6 6
noceTUTENs M1 B NPUEMHON
pyKkoBoAUTENS
OpraHusauus NoAaroToBKM, C/06.6 6
npoBeAeHns U 00CIyXnBaHUSA
KOH(PEPEHTHBIX MEPOMNPUATUIA
OpraHunsauus UCnonHeHns C/07.6 6
peLLeHnn, ocyLLecTBeHne
KOHTPOJISI UCMOJTHEHUSA MOPYYEHNI
pyKoBOAUTENS
OpraHusauusa n nogaepxaHve C/08.6 6




yHKLMOHanbHoro paboyero
NpPOCTPaHCTBA NPUEMHOM U
kabvnHeTa pykoBoauTens

PaspaboTka nokanbHbIX
HOPMaTUBHbIX aKTOB,
pernaMmeHTupyowmnx paboty
cekpeTapsi

C/09.6 6

CocTaBneHue n opopmneHune
ynpaBneH4YecKkon JOKYMEHTaLNM

C/10.6 6

OpraHnsauus paboThl ¢
[OKYMEHTaMN B NMPUEeMHOW
pykoBoauTens

C/11.6 6

OpraHusaums XxpaHeHus
[OKYMEHTOB B NPUEMHO
pykoBoauTens

C/12.6 6

Ob6ecneyeHne pykoBoguTens
MHdopMaLnen

C/13.6 6

OpraHusauusa nHpopMaLMOHHOro
B3aMMOENCTBUS pyKOBOAUTENS C
nogpasgeneHvsamm u
OOIMKHOCTHBIMY ML aMM
opraHusaumm

C/14.6 6

D MHdopmaumoHHo-aHan 6
nTU4eckas u
OpraHmM3aumoHHO-agMu
HUCTpaTUBHas
noagepxka
[edaTenbHOCTU
pyKkoBOAUTENS
opraHusaumm

dopmumpoBaHue
WHOPMALIMOHHOIO
B3aMMOENCTBUS pyKOBOAUTENS C
opraHmsaumsamm

D/01.6 6

AHanns nigpopmaummn u
noaroToBka
WHOPMaLIMOHHO-aHaNUTUYECKNX
mMaTepuanos

D/02.6 6

OpraHusauus 4enoBbIX KOHTAKTOB
1 NPOTOKOSbHbLIX MEPOMNPUSATUIA

D/03.6 6

OpraHl/lsau,vm NUCNOoJIHEHNA
peLLIeHI/II7I pykoBoautensa

D/04.6 6

[ll. XapakTepuctunka 0606LeHHbIX TPYA0BbIX (YHKLUUNA

3.1. ObobLeHHas TpyaoBas pyHKUNS

OpraHusaunoHHoe obecneyeHne OesaTenbHOCTH YpoBeHb
HanmeHoBaHune Kon A

opraHumsaumm KBanudmkaumm
MpouncxoxgeHue

Z o 3anMCcTBOBaHO U3
0000LLEeHHON TPpya0BOM OpwurunHan X
opurnHana
dyHKUUK
Kopg PernctpaunoHHbIn
opurnHana Homep
npodeccnoHasnbLHOro
cTaHgapTa

Bo3MOXHble HanMeHoBaHUS CekpeTapb-agMUHMUCTpaTop

JOImKHOCTEen, npodeccum




TpeboBaHus K

CpenHee obuiee obpasoBaHue

obpasoBaHuio 1 06yyeHuto | MpodeccnoHansHoe obydeHme - nporpaMmmMbl NPOgEeCCMoHanNbLHOM NOATOTOBKU

no npodpeccusam paboyumx, JOSHKHOCTAM CryXKallUmX, NporpamMmmbl
nepenoaroToBKyN pabounx, CryXKallmx, NporpaMmmMbl MOBbILLEHUS
KBanugukauum paboumx, cryxawmx

TpeboBaHuA K onbITy
npakTu4eckomn paboTbl

K pabote

Ocobble ycnoeusi gonycka

Lpyrve xapaKkTepucTuKu

[ononHutenbHble XapaKTepuUcTtukun

HavmeHoBaHWe aokymeHTa Kog HaumeHoBaHne 6a30Bon rpynnbl, 4OMKHOCTY (Npodheccun)

nnn cneunanbHOCTU

OK3 4222 Cnyxauwue, 3aHsiTble NPUeEMOM N NHPOPMUPOBAHNEM
nocetuteneun
OKCO <3> 032001 |[okymeHTOBeAeHME N JOKYMEHTaUMOHHOE obecneyeHmne
yrpaBneHus
3.1.1. TpynoBas pyHKLMSA
Mpuem n pacnpegeneHme TenedoHHbIX YpoBeHb
HaumeHoBaHVWe | 3BOHKOB OpraHusauuun Koa A/01.3 |(noaypoBeHb) 3
KBanudumnkaumnm
MpoucxoxgeHve 3anMMcTBOBaHO 13
g OpwurunHan X
TPyOOBOW PYHKLMK opurMHana
Kon PernctpaunoHHbIn
opurMHana Homep
npodeccnoHasnbHOro
cTaHgapTa

TpyooBble AencTBuS

MepeHanpaBneHve TenemOHHbIX 3BOHKOB PYKOBOACTBY W COTPyOHMKaMm
opraHusaLmm

Peructpauunsa noctynaroLwwmx TeneoHHbIX 3BOHKOB

MonyyeHne HeobGxoaumon uvHGOPMaLMM U nepedadya CaHKLUMOHMPOBAHHOM
UHpopmMaLmm No TenedoHy

Heobxogumble ymeHus

Mcnonb3oBaTb TEXHMYECKME W MNporpamMHble CPeAcTBa Anis  NpoBeAeHust
rosI0COBOW UK BUOEO-KOHEPEHL|-CBA3N

Mcnonb3oBaTb cpeacTBa KOMMYHWKALMOHHOM OPITEXHUKM AN MOMy4eHus U
nepegayv nHgopmaumm

Bectn yyeTHble  peructpauuoHHble  OpPMbI,  WUCMOMNbL30BaTb  UX  ANS
WHpopMaLMoHHOM paboTbl

YcTaHaBnuBaTh KOHTAKT C cobeceaHNKOM, NoaaepXmMBaTh U pasBuBaTh OEnoByio
Geceny B npoLecce TenedoHHbIX Neperosopos

CrnaxuBaTb  KOH(IMUKTHbIE W  CMOXHble  CUTyauuu MEXJTMYHOCTHOroO
B3aMMOAEeNCcTBUSA

CobntogaTb Cny>XeOHbIN 3TUKET




Heobxoaumble 3HaHUSA

dyHKUMK, 3a4a41, CTPYKTYpa opraHnsaumm, ee cBssu

lMpaBuna B3aMMOAENCTBUA C MapTHEpPaMW, KNWeHTaMu, cpeacTtBamMum MacCOBOW
MHdopMaLnm

3OTuka genosoro obLeHns

MpaBuna peyeBoro aTuKeTa

TpeboBaHusa oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHUAEHUMANLHOW cny>xebHon nHopmaumm

Lpyrue
XapaKTepUCTUKN

3.1.2. Tpynosas dyHKUMSA

OpraHusaumns paboTbl ¢ noceTuTensamMmm YpoBeHb
HaumeHoBaHvne | opraHusaumm Koga A/02.3 | (noaypoBeHb) 3
KBanudmnkaumnm

MpoucxoxgeHue
TPYAOBOMN OYHKLUN

3aMmcTBOBaHO 13

OpwurunHan X
opuruHana
Kopg PernctpaunoHHbIN
opurnHana Homep
npodeccnoHasnbLHOro
cTaHgapTa

TpyooBble AencTBuS

BCTpeqa noceTuTenen, nony4yeHue I'IepBMLIHOVI I/IH(*)OpMaLI,I/II/I O nocetnTenax "
noOMOLLb B OpraHunsauunm nx npmema pykosogutenem n COTpygHuUKamum

BeneHne XypHana 3anucu noceTuTenemn

Y4yeT nocetutenen n oopmMmneHne nponyckos

CopewncTre onepaTMBHOMY pacCMOTPEHUIO MPOCO M NpeanoXeHun noceTutenemn

Mpvem ¥ nepedada [OKYMEHTOB MOCETUTENER PYKOBOACTBY W COTPYAHWKAM
opraHusaumm

OpFaHI/ISaLI,I/Iﬂ n 6p0HVIpOBaHI/Ie neperoBopHbLIX KOMHAT

CepBupoBka YanHoro (kogenHoro) ctona B ocuce

MpurotoBneHne HanNUTKOB (4an, kode, NPOXaauTerbHbIE HANUTKK)

Heobxogumble ymeHus

ObuwaTtbecsa ¢ noceTUTeENsaMm

Mcnonb3oBaTb yCTaHOBMEHHblE NpaBuiia W npoueaypbl KOMMYHUKaLUMW BHYTPU
opraHusaumm

BecTu yyeTHble hopMbl, UCTONb30BaTh UX AJ1st paboThl

CosgaBaTb NONOXUTENBHbLIA UMUK opraHunsauunmn

MpuHUMaTbL Mepbl MO paspeLleHnto KOHGMNKTHBIX CUTYaLnn

an/IMeHFlTb I/IH(*)OpMaLI,MOH HO-KOMMYHUKALNOHHbIEe TEXHOJ10IMN

Ob6ecneunBaTtb KOHPUOEHUMANBHOCTL UHCpOPMAaLUK

Heobxoanmble 3HaHUSA

I'IpaBVlna opraHusauunm npunema noceTuTenemn

MpaBuna genoBoro odLweHus




CTpykTypa opraHusauum u pacnpegeneHve GyHKUMN MexXOy CTPYKTYPHbIMU
nogpasgeneHusaMu 1 crieyuanuctTamm

lMpaBnna opraHMsaumm NnpnemoB B opuce

MpaBuna cepBUpOBKKN YarHoro (kocerrHoro) ctona

I'Ipasl/lna NPUroToBIrieHNA N nogadun ropavYnx HaNMTKOB N 3aKyCOK K HUM

3TuKa genosoro obueHns

MpaBuna pe4yeBoro aTuKeTa

TpeboBaHusa oxpaHbl Tpyaa

MpaBuna 3awwmTbl KOHPUAEHLMANbLHOW CNyxebHon uHopmaLnm

Lpyrue
XapaKTepUCTUKN

3.1.3. Tpynosas dyHKUMSA

BbinonHeHne KOOPpONHUPYOLWNX U ypOBeHb

HaumeHoBaHve |obBecneuynBaroLwmx YHKLMN Kona A/03.3 | (noaypoBeHb) 3

KBanudmnkaumnm

MpouncxoxgeHve
TPYAOBOMN OYHKLUN

3aMmcTBOBaHO 13

OpwurunHan X
opuruHana

Kopg PernctpaunoHHbIn
opuruHana Homep
npogeccnoHasnbLHOro
cTaHgapTa

TpyooBble AencTBus

BegneHve xypHana pa3besnoB paGoTHUKOB OpraHm3aumm

KoopauHaums paboTbl KypbepOB 1 BOOUTENEN OpraHM3aLmm

BeneHue xypHana pasbesaoB KypbepoB opraHnsaummn 1 MapLupyToB BoguTenen

CocTaBrieHne crnpaeku O pasbesgax paboTHUKOB, KypbepoB M MapLupyTax
BOAMTENEN opraHm3aLmm

Heobxogumble ymeHus

CocTaBnsitb 1 BECTU y4eTHble JOKYMEHTDI

an/IMeHFlTb cpencrtBa KOMMyHUKaUuuUn Ond nepenadun nopyquMVl pykoBoauTend un
COTPpYyAHMKOB OopraHmn3auunmn

MprMeHaTb coBpeMeHHble cpeacTea cbopa, 06paboTkm u nepegaym MHpopmaumm

OueHuBaTtb pe3ynbTaTbl B paMKaX NoCTaBlieHHbIX 3a4a4y

OcyLecTBNATbL KOHTPOSIb UCTIONHEHWS NMOPYYEHUIA PYKOBOAUTENS COTPYAHUKAMM

Heobxoaumble 3HaHUSA

MpaBuna peyeBoro aTuKeTa

3OTuka genosoro obueHns

TpeboBaHust oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHUOEHUMANBHOM Cny>xebHoN nHopmaumm

CTpykTypa opraHusauum W pacnpegeneHve ®QYHKUUA MexXay CTPYKTYPHbIMU
noapasaeneHnsamMm 1 cneumannuctTamm

Apyrve




XapaKTepUCTUKn

3.2. ObobLeHHas TpyaoBas pyHKUNs

[okymeHTaumnoHHoe obecneveHne eaTenbHOCTH YpoBeHb
HanmeHoBaHune Kon B

opraHusauum KBanudmkaumm
MpoucxoxgeHue

Z o 3amMMcTBOBaHO 13
0000LLEeHHON TPpya0BOM OpwurunHan X
opurMHana
OYHKLNK
Kop PernctpauunoHHbIn
opurMHana Homep
npodeccnoHasnbLHOro
cTaHgapTa

Bo3MoOXHble HanMeHoBaHUS HenonponsBoanTenb

DOIKHOCTENn, npodeccui

TpeboBaHusa K 0Opa3oBaHUIO
n oby4eHuno

CpenHee npodeccmoHansHoe oGpasoBaHune - NporpaMMbl MOATOTOBKM
KBaNMULMPOBaHHbIX paBounx, CryxaLumx

TpeboBaHusA K onbITy
npakTu4eckomn paboTbl

Ocobble ycnoBusi gornycka K
paboTe

[pyrvne xapakTepucTnkm

[ononHutenbHble XapaKTepUnUcTukun

HavnmeHoBaHMe gokymeHTa Kon HanmeHoBaHme 6a30Bon rpynnbl, 4OMKHOCTM (Npodeccun) nunu
crneumanbHOCTH

OK3 3431 AOMUHUCTPATUBHO-YNPaBrIEHYECKUA NepcoHan

EKC <4> - [enonponssogntens

OKNATP <5> 21299 [enonponssoguTens

OKCO 032002 |[OokymeHTauuoHHoOe obecneyeHmne ynpaBneHus n apxmBoBeaeHne

3.2.1. Tpynosas dyHKUMSA

HanmeHoBaHue

OpraHuzaumst paboTbl C JOKYMEHTaMU

Kon

B/01.5

YpoBeHb
(nooypoBeHb) 5
KBanudumnkaumnm

MpoucxoxgeHue
TPyaoBon OyHKLNN

OpwurunHan

3aMmcTBOBaHO 13
opurMHana

Koa

opurnHana

PernctpaumnoHHbIin
Homep
npodgeccnoHansHoro
cTaHgapTa

TpyooBble AencTBuS

Mprem 1 nepBrYHan 06paboTka BXOAALWMNX AOKYMEHTOB

MpenBaputensHoe

paccMoTpeHve 1

copTUpoBKa

OOKYMEHTOB Ha




perucTpvpyemble 1 He perucTpmpyemble

MoaroToBka BXOOSALMUX AOKYMEHTOB Arsl paCCMOTPEHNs pyKoBoaUTENEM

PeFI/ICTpaLI,I/IFl BXOOALWNX OOKYMEHTOB

OpFaHVI3aLI,VIFI 0OCTaBKN OOKYMEHTOB UCMOJTHUTENAM

BepneHne 6a3bl gaHHbIX OOKYMEHTOB opraHnsauunm

BeneHune nHgpopmaumoHHO-cnpaBoYHO paboTol

O6paboTka 1 oTnpaBka UCXOQALWNX JOKYMEHTOB

OpraHuzaums paboTbl MO perucTpaumu, ydeTy, XpaHEeHU U nepejade B
COOTBETCTBYIOLLME  CTPYKTYpHble  noapasgeneHns  OOKYMEHTOB  TEeKYyLLEero
JernonpoussoacTea

KOHTpOnb UCMOSNHEHUsI JOKYMEHTOB B OpraHusaLum

Heobxooumble ymeHus

PaGotaTb CO BCell COBOKYMHOCTbIO  MHPOPMAaLMOHHO-A0KYMEHTALMOHHBLIX
pecypcoB opraHusaumm

Monb3oBaTbcsa 6azamu JaHHbIX, B TOM Yuchne yoaneHHbIMn

Monb3oBaTtbes cn paBO4HO-NpPaBOBbIMU CUCTEMAMU

Monb3oBaTbCA  aBTOMaTU3NPOBAHHLIMKM  CUCTEMaMKu  y4eTa, pernctpauum,
KOHTPONS M MH(POPMALMOHHO-CMPaBOYHbIMK  cucTeMaMu npu  pabote C
OOKYMeHTaMu opraHusauum

MpuMeHATb coBpeMeEHHbIE MHOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHONOMMN OIS
paboTbl C OOKyMEeHTamu, B TOM 4uCNe Ans ee onTMMmM3aumMmM M NoBblLUEHUS
A PEKTUBHOCTH

Heobxoaumble 3HaHUSA

HOpMaTI/IBHbIe npaBoBble aKTbl U HOPMaTuUBHO-METOAUYECKUE [OOKYMEHThI,
onpegendaowimne nopAaaok JOKyMmeHTaunoHHOro obecneyeHuns ynpasrneHusa

CTpyKTypa opraHusaumu, pykoBoACTBO CTPYKTYPHbIX NoApasaeneHuni

COBpeMeHHbIe I/IH(*)OpMaLI,I/IOHHbIe TEXHOIOrnn pa6OTbI C AOKYMEHTaMu

Mopsigok paboTbl C AOKYMEeHTamu

Cxembl fokymeHToOBOpOTA

MpaBuna paGoTbl C BXOAALMMM, UCXOAALLMMU Y BHYTPEHHUMU OOKYMEHTaMM

MpaBuna opraHu3auum W QOPMbl KOHTPOMNS WCMOMHEHUS [OOKYMEHTOB B
opraHusaLmm

Tunosble CPOKKM UCNOJTHEHNA OOKYMEHTOB

MpuHUMNbI paboTbl CO CPOKOBOM KapTOTEKOM

HasHaueHne 1 TeXHOMOrNs TeKyLLLero 1 npeaynpeanTensHOro KOHTPOrs

I'Ipanma COCTaBleHnAaA aHaliMTU4eCKMX CrpaBoOK MO OpraHusauunn pa60TbI C
OOKYMEHTaMWN U KOHTPOJ1K0 UCNOJTHEHUA OOKYMEHTOB

MpaBuna OOKyMeHTaLWOHHOro obecnedyeHnst AeATeNbHOCTM opraHm3auum

Buabl O0OKYMEHTOB, UX Ha3Ha4YeHune

Tpe6OBaHVI9I, npeavaBndemMble K JOKYMEHTaM B COOTBETCTBUM C HOPMaTUBHbIMU
aKTamMn u rocygapCrtBeHHbIMU CTaHOAapTamMmun

MpaBuna cocTaBneHuss W OOPMIIEHNA  MHPOPMALIMOHHO-CNPaBOYHbIX,
OpraHn3auUMOHHBIX YPaBNeHYeCcKNX JOKYMEHTOB




MpaBuna cosgaHus U BedeHWa 6Ga3 [OaHHbIX  CHYXeGHbIX [OO0KYMEHTOB B
opraHusaLmm

CucTembl 3neKTPOHHOIo JOoKyMeHToobopoTa

MpaBuna n Cpokn OTNPaBKN UCXOASALLMX JOKYMEHTOB

TpeboBaHust oxpaHbl Tpyaa

Lpyrue
XapaKTepUCTUKK

3.2.2. TpypoBas dyHKLMSA

OpraHu3aumns TeKyLero xpaHeHus YpoBeHb
HaumeHoBaHVWe | AOKYMEHTOB Koa B/02.5 |(noaypoBeHb) 5
KBanudmnkaumnm

MpouncxoxgeHue
TPYAOBOMN OYHKLUN

3aMmcTBOBaHO 13

OpwurunHan X
opuruHana
Kopg PernctpaunoHHbIn
opurnHana Homep
npogeccnoHasnbLHOro
CcTaHgapTa

TpyooBble AencTBus

PaspaboTka HOMeHKNnaTypbl Aen opraHusauuu

MpoBepka MNpaBUILHOCTM OCOPMIEHUS [OOKYMEHTOB M OTMETKM 006 ux
UCNONHEHNW Nepen MX opMUPOBaHMEM B AENO ANs NOCreayoLLero XpaHeHus

CDopmynMpOBaHme 3arosfioBKoB e n onpegeneHne CpokoB UX XpaHEHUA

dopmupoBaHue gen

KOHTpOnb NpaBWIbHOTO M CBOEBPEMEHHOTO pacrnpefeneHuss W MnoawuBKu
JOKYMEHTOB B Jena

Heobxogumble ymeHus

OpraHu3oBbiBaTh paboTy Mo yyeTy, XpaHeHUo 1 Nepegaye B COOTBETCTBYHOLLEE
CTPYKTYpHOE noapasfeneHne JOKYMEHTOB TeKylLlero Aenonpon3BoacTBa

OcyllectBnATb  MeToAMYEeCcKoe  PYKOBOACTBO  [OEronpou3BoACTBOM B
opraHM3aLum1, KOHTPONMPOBAaTL MNpaBuUIibHOE POPMUPOBaHKE, XpaHEHUe U caady
[ern B apxvB

Pa3pa6aTblBaTb HOMEHKNaTypy Aen CTPYKTYpPHOro nogpasgeneHusa

VMcnonb3oBaTb HOMEHKMATYpPy [Oen Mpu U3YyYEeHUM CTPYKTYpbl OpraHusauum,
COCTaBMNEeHUN onucen gen

OpraHusoBbiBaTb paboTy no opMupoBaHUIO Aen B COOTBETCTBUM C
YTBEPXXOEHHOM HOMEHKIATYpOon Aen opraHusauum

MpaBunbHO U cBoeBpeMeHHO (OopMMPOBaATbL OOKYMEHTbl B Aena C y4eToM WX
crneumdukm

CuctematnsmpoBaTtb 4OKYMEHTbI BHYTPY Aena

ObecneunBatb COXPaHHOCTb 1 3allnUTy OOKYMEHTOB OpraHusaunun

MpuMeHsITL MHADOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHOMOrMn Anst paboTbl C
AOKYMEHTaMm

Heobxoaumble 3HaHUSA

HOpMaTI/IBHbIe npaBoBble aKTbl, HOPMATMBHO-MeTOOAUYECKME  OOKYMEHThI,
rocynoapCtBeHHble CTaHOapTbhl, onpeaendwuwune nopanok AOKYMeHTaLMOHHOro




obecneyeHus ynpasrneHua

Bugbl HomeHknaTyp, obwwue TpeboBaHWS K HOMeEHKNaTtype, MeToauka ee
COCTaBfieHMs 1 oopMIieHns

lMpaBuna cornacoBaHWs HOMEHKNaTypbl €Nl C BEAOMCTBEHHbIMM apxvBamu U
3KCNEepTHON KOMUCCHEN

Mopsagok dopmupoBaHua u odopmneHns aen, cneuudpmka opMUpoBaHUSA
OTAEeNbHbIX KaTeropun aen

MpaBuna xpaHeHus Aer, B TOM YWCHe C AOKYMEHTaMU OrpaHUYeHHOro 4ocTyna

I'Ipasl/lna Bbl4a4yn 1N NCNofib30BaHNA OOKYMEHTOB U3 C(*)OpMI/IpOBaHHbIX aen

TpeboBaHusa oxpaHbl Tpyaa

Ipyrve xapaKkTepucTuKu

3.2.3. TpynoBas dyHKUMSA

OpraHusaunsa obpaboTku gen gnsi YpoBeHb
HavmeHoBaHMe |nocreayoLero XxpaHeHus Kop B/03.5 |(nogypoBeHb) 5
KBanudmnkaumnm

MpoucxoxgeHue
TPyooBon oyHKLNN

3anMmcTBOBaHO 13

OpwurunHan X
opurMHana
Kon PernctpaunoHHbIn
opurMHana HomMep
npodgeccnoHansHoro
cTaHgapTa

TpyooBble AencTBuS

I'IposepKa CPOKOB XpaHeHuA [OOKYyMEeHTOB, COCTaBlieHMEe NnpOoTOKOoNa pa6OTbI
3KCI'IepTHOI7I KOMUCCMM nNo noarotoBke [OOKYMEHTOB K XpaHEeHWUK, aKTta o
BblAeNeHNN K YHUHTOXXEHNIO JOKYMEHTOB, HE noaneXalwnx XpaHeHuo

CocTaBneHue BHYTpeHHel onvcu aen ans ocobo LeHHbIX JOKYMEHTOB

O(*)OpMJ'IeHI/Ie aen NnoCToAHHOro, 4ofiroBpeMeHHOro CpokoB XpaHeHUA

OdcbopmneHne o06roxku Aen NOCTOSAHHOTO, AONTOBPEMEHHOTO CPOKOB XpaHeHwst

CocTaBneHve onucu gen NoCTOSIHHOrO, AOoNITroBpeMEHHOIro CpokoB XpaHeHu4a

Mepenava aen B apxve opraHusauum

Heobxogumble ymeHus

Monb3oBaTtbeA nepevyHaAMmnm  OOKYMEHTOB W aHann3nposaTb (*)aKTW—IeCKOG
cogepxaHne uMmerwmxca B gene OOKYMEHTOB Mpu onpenerieHnm CpoKoB KX
XpaHeHnA

OdopMnsaTb OKYMEHTbI 9KCNEPTHON KOMUCCUM

O(*)OpMJ'IFlTb oOnoXxkn gen MnoCTOAHHOIoO U BPEMEHHOIo CpPOKOB XpaHeHuda B
COOTBETCTBUN C Tpe6OBaHI/IF|MI/I rocynoapCrtBeHHbIX CTaHOApPTOB

Mpoun3BoOAUTL XPOHONOTMYECKU-CTPYKTYPHYIO CUCTEMAaTM3auUMIo Aen

OcyllecTBNATb  TexHuMyeckylo 06paboTky M nonHoe odopmreHue aen
MOCTOSIHHOIO Y BPEMEHHOIO CPOKOB XPaHEeHWs

CoctaBnatb onucb AeN MNOCTOSHHOIO U BPEMEHHOIO CpPOKOB XpaHEHUA B
COOTBETCTBUN C D,elzCTBy}OLLI,I/IMI/I HOPMaTMBHO-MEeTOANYECKUMUN OOKYMEHTaMN

MpUMeHsTL  MHOPMALMOHHO-KOMMYHMKALMOHHbIE TexHomnormM Ans paboTbl C
JOKYMEHTaMu




Heobxoaumble 3HaHUSA

HopmaTuBHble NpaBoBble  akTbl, HOPMaTMBHO-METOAMYECKUE  [OKYMEHTHI,
rocyfapCTBEHHbIE CTaHAApTbl, OnNpedensowmne nopsigok LOKYMEHTaLMOHHOMO
obecneyeHns ynpaBneHust

Kputepun pasgeneHnss OOKYMEHTOB Ha rpymnnbl B COOTBETCTBMM C LEHHOCTbIO
MHdopMaunn, cogepxallencs B HUX

Mopsigok UCMOMb30BaHUS TUMOBLIX MM BEAOMCTBEHHbIX MepeYHein OOKYMEHTOB,
onpeaesieHnsi CPOKOB XpaHeHUs B MPOoLIecce 3KCNepTU3bl LEHHOCTM JOKYMEHTOB

nOpﬂ,EI,OK co3faHu4a, opraHun3aumm n LOOKYMEeHTUpOBaHUA pa6OTbI 3KCI'IepTHOIZ
KOMUCCUn

MpaBuna cocTaBneHUs U yTBEPXKAEHUS MPOTOKOa paboThl IKCNEepTHON KOMUCCUN

I'Ipasl/lna COCTaBlieHMnA n yTBepXaeHuda akta O BblAeneHunm [OOKYMEHTOB, He
noanexalwmnx XxpaHeHuto

MpaBuna TexHu4eckor obpaboTKM M NONHOro oopMNeHnNst Aen MOCTOSHHOMO U
BPEMEHHOI0 CPOKOB XpPaHEHMS

lMpaBmna cocTaBneHns onucu gen noCTOAHHOIO U BPEMEHHOIO CPOKOB XpaHeHUst
B COOTBETCTBUM C OENCTBYIOLUMU HOPMATUBHO-METOANYECKUMUN SJOKYMEHTaMM

I'Ipasl/lna nepegadvun gen B apxmB opraHn3auunmn

TpeboBaHusa oxpaHbl Tpyaa

Opyrue
XapaKTepPUCTUKN

3.3. ObobLeHHas TpyaoBas pyHKUNS

OpraHusaunoHHoe, JOKYMEHTALMOHHOE U
YpoBeHb
HanmeHoBaHue nHpopmaumoHHoe obecneveHne OeaTeNbHOCTH Kop, C KBanMdMKaLMM
PYKOBOAUTENS OpraHusauum
MpoucxoxgeHue
Z . 3anMcTBOBaHO U3
0000LLeHHON Tpya0BOM Opwurunan X
opurnHana
OYHKLNK
Kon PernctpaunoHHbIn
opurmHana HOoMeEp
npodgeccuoHansHoro
cTaHgapTa
Bo3moXHble HaMMeHOBaHNS CekpeTapb pykoBoauTens

DOIKHOCTENn, npodeccui

TpeboBaHus kK 0bpasoBaHuio | Beicluee obpasoBaHue - 6akanaBpuaT uUnm

n oby4eHuo

CpegHee npodpeccroHanbHoe o6pa3oBaHme - NporpamMmMbl MOLTOTOBKM
cneumanvcToB CpefHero 3BeHa
[ononHuTenbHOe NpodeccmnoHanbHoe obpasoBaHne

TpeboBaHusA K onbITy
npakTu4eckon paboTbl

He meHee ABYyX MneT BbINONHeHUs paboT No opraHU3aLoHHOMY 1
[IOKYMEHTALMOHHOMY 0BECrneyeHnto AesATeNbHOCTM PYKOBOANTENS
opraHusaumu npy cpeaHemM npodeccroHarnbHoM o6pa3oBaHnn

Ocobble ycnosusa gonycka K

paboTe

[pyrvne xapakTepucTnkm

JlononHuTenbHble XapakTepucTUKn




HanmeHoBaHWe gokymeHTa Kop HanmeHoBaHue 6a3oBon rpynmbl, AOMKHOCTY (Npodheccun)
Unu cneynansHoCTH

OK3 2432 Bubnuotekapu, bubnuorpadsbl, AOKYMEHTOBEAbI U
crneumanucTbl poACTBEHHbIX Npodeccuii

EKC - CekpeTapb pykoBogutens

OKnAaTP 26341 CekpeTapb pykoBoautens

OKCO 032001 [lokymeHTOBEEHME U OKYMEHTALMOHHOE obecneyeHne
yrpasneHus

032002 [okymeHTaumMoHHoe obecneyeHmne ynpasneHus u

apxuBoBefeHune

3.3.1. Tpynosas dyHKUMSA

OkasaHune NomMoLLM PYKOBOAUTESIO B YpoBeHb
HaumeHoBaHve | nnaHvpoBaHuy paboyero BpeMeHu Koga C/01.6 |(noaypoBeHb) 6
KBanudmnkaumnm
MpoucxoxaeHve 3anmcTBOBaHO U3
g Opwurunan X
TPYAOBOW PyHKLIMK opurnHana
Kop PernctpaunoHHbIN
opurMHana Homep
npodgeccuoHansHoro
cTaHpapTa

TpyooBble AencTBus Bbibop dopmbl nnaHupoBaHus UM odopMneHne nnaHWpoBLUUKa (opraHansepa)
pykoBoauTens

BHeceHune nHdopmMaumm B NNaHNPOBLLKK (OpraHainsep)

CornacoBaHue ¢ pykoBoauTeNnemM BpeMEHHbIX Ni1aHOB

CornacoBaHne TenegoHHbIX TEeperoBopoB, BCTPEY U MepornpusTuii ¢
napTHepamu, KNMeHTamu, PyKoBOAMTENSIMU NoapasaerneHnin u cCoTpyaHUKaMm

NHbopmmpoBaHne pykoBoauTens o pernaMmeHTe HaMe4YeHHbIX MeponpuaTui

MpepynpexaeHue o NPUOIKEHNM BPEMEHN HAaMEeYeHHbIX MEPONPUATUIA

q)OpMI/IpOBaHVIe pe3epBa BpeMeHU Ona HenpeaBnaeHHbIX CI/ITyaLI,MIZ

Heobxogumble ymeHus | YcTaHaBnMBaTb LieNn, ONpeaensTb uepapxuio Lenen

OnpenenaTe NPUOPUTETHOCTb U OYEPEAHOCTL BbINONHEHMS paboT 1 3PPEKTUBHO
pacnpefensTb paboyee Bpems

OkasblBaTb MOMOLLb PYKOBOAWUTENIO B pacnpeaesieHn ero paboyero BpemMeHu

Bbibupatb onTumanbHble cnocobbl UMH(OPMUPOBAHUA MNAPTHEPOB, KIMEHTOB,
noceTuTenen, pykosogutenen nogpasgeneHnuin u COTPYOHUKOB O MiaHUpyeMblX
MepOonpUSTUSIX

ObecneunBatb MHq)OpMaLlMOHHyIO 6e30nacHOCTb AesATEeNbHOCTU OpraHM3auuu

Heobxogumble 3HaHusa | Cneundrka OCHOBHOM AEeATENbHOCTM OpraHu3aumnm

OcCHOBbLI af4MVHUCTPATMBHOIO Npaea M TPYLOBOro 3akoHopaTensctea Poccuiickon
depepauymm

PykoBogsLmii coctaB opraHmMsaumm n ee nogpasgeneHun




(DyH KU caMmoMeHe)KMeHTa

lNocTaHoBKa Uenen

I'Ipasl/lna npoBeaeHnAa AenoBbIX NeperoBopoB

TpeboBaHusa oxpaHbl Tpyaa

Opyrue
XapakTepUCTUKN

3.3.2. TpynoBas dyHKUMSA

HanmeHoBaHue

MnaHnpoBaHue paboyero aHA cekpeTaps YpoBeHb

Koa C/02.6 |(noaypoBeHb)
KBanudmnkaumnm

MpoucxoxgeHue
TPyaoBon OyHKLNN

3aMmcTBOBaHO 13

OpwurunHan X
opvrnHana

Kon PernctpaunoHHbIn
opuruHana Homep
npogeccnoHasnbLHOro
cTaHgapTa

TpyooBble AencTBus

Bbi6op 1 odhopmneHme nnaHUpoBLLUKa cekpeTaps

BepneHune gHeBHMKa (Ha SNEKTPOHHOM U/unun GymaxHOM HocuTene)

CornacoBsaHue nNnaHoB € NnaHamu u CpoKamMu pa6OTbI pykoBoautensa

PacnpegeneHune paboyero BpeMeHu (Ha AeHb, HEOENIO, NEePCNEKTUBY)

I'IepeHeceHvle HEBbINOJIHEHHbIX 3anj1laHNPOBaHHbIX 3a4a4

BbInonHeHne TUMWYHbIX eXegHEeBHbIX Aen

Heobxooumble ymeHus

Bbibupatb n opopMnATe NNaHNUPOBLLUK

BHocWTb M oTcnexuBaTb MH(OPMALMIO Ha 3MEKTPOHHOM W/unu GymakHoM
HocuTene

PaccTtaBnatb NPUoOpUTETLI, BblENATb Ba>XXHOE U CPOYHOE

BbibupaTtb onTumanbHbI putm paboThbl

AHaJ'II/I3I/IDOBaTb NPUYNHbI HEBLIMOJNTHEHUA 3aau

MpVMeHsTb MHPOPMAaLIMOHHO-KOMMYHUKALMOHHbIE TEXHONOMMI

Heobxoaumble 3HaHUSA

OcobeHHOCTM OCOopMIIEHNST MMaHUPOBLUMKA (Ha SMEKTPOHHOM U BymaKHOM
HOCUTEnNSX)

OcHosBbl ynpasleHna BpeMeHeM

[pyrvne xapakTepucTnkm

3.3.3. TpynoBas yHKLMSA

HanmeHoBaHue pykoB

OpraHnszauus TenedoHHbLIX NEPEroBOpoB YpoBeHb

oauntens Koa C/03.6 |(noaypoBeHb)
KBanudmnkaumnm

MpouncxoxgeHue

OpwurunHan X | 3aumcTBoBaHoO 13




TPYOOBON PYHKLMK

opurnHana
Kopg PernctpaunoHHbIn
opuruHana Homep
npodgeccuoHansHoro
cTaHgapTa

TpynoBble AencTems

BepgeHue 6asbl TenedoHHbIX KOHTAKTOB PYKOBOAUTENS

CoeagnHeHune pykoBoaAUTENA C KOHKPETHbIMU aboHeHTamu

MogroToBka MaTepuanoB Ans TenedoHHbIX MeperoBoOpoB PyKOBOAMTENS

PeFI/ICTpaLI,I/Iﬂ nocTtynarwwmnx B NPUEMHYHO Teﬂed)OHHbIX 3BOHKOB

MepeHanpaBrneHve  OTAENbHbIX  TenedOHHbIX  3BOHKOB  3aMECTUTENsM
PYKOBOAMTENS, APYTMM COTPYAHUKAM

MonyyeHne Heobxogumon wHdoOpMaLMM W nepefada CaHKUUOHUPOBAHHOWM
UHpopmaLmm No TenedoHy

YcTaHOBneHWe KOHTakTa ¢ cobecefHUKOM, MOAAepXaHne U pasBuTUE OenoBON
Becenbl B npouecce TenedoHHbIX NeperoBopoB

OkaszaHue nomoLu pyKkoBOAUTEMO MPU OpraHn3aumm 1 npoBeaeHun TenedoHHbIX
neperoBopoB N BUOEOKOH(EepPEHUMI

Heobxooumble ymeHus

Bectn wn wucnonb3oBatb B pa60Te 683y AaHHbIX TeJ'Ie(bOHHbIX KOHTaKTOB
pykoBoautensa

Wcnonb3oBaTb cpeAcTBa KOMMYHVMKAUWMOHHOW OPITEXHUKU AN MOSNyYeHus WU
nepegayv nHgopmaumm

Bectn  yyeTHble  perucTtpauuoHHble  OpPMbI,  UCNONb3OBaTb WX AN
MHOPMALNOHHON paboTbl M paboTbl MO KOHTPOMK WCNOSTHEHUS] pPELUEHUI
pykoBoauTens

CrnaxwuBaTb KOHC*)J'IVIKTHbIe N CINOXHble CUTyaUnUn MexXrnn4HOCTHOIro obLweHuns

Mcnonb3oBaTb TEXHWYECKME U MporpaMMHble cpeactBa  Afs NpoBedeHus
rosI0COBOW UK BUOEO-KOH(EPEHL|-CBA3N

Ob6ecneunBatb I/IH(*)OpMaLI,I/IOHHyI'O Be3onacHoOCTb AeATENbHOCTU OpraHM3aLmm

CobntogaTb Cny>keOHbIN 3TUKET

Heobxoaumble 3HaHUSA

TeJ'Ie(*)OHHbIe KOHTaKTbl pyKOBOOUTENA

dyHKUMKM, 3afjauyun, CTPYKTypa oOpraHM3auuM, €ee CBsi3W Mo BepTukanum u
ropu3oHTanu

[MpaBuna B3aMMOAeNCTBMA C NapTHepaMmu, KnMeHTamu, cCpeacTBaMy MaccOBOW
WUHpopmauum

I'Ipasmna nogaepXaHma n pa3BsuTnUa MeEXIMYHOCTHbIX OTHOLLEHUI

I'Ipanma npoBeaeHna AenoBbixX NneperoBopoB

MpaBuna 3awuTbl KOHpMAEeHUMansHOoM nHopmarmm

TpeboBaHus oxpaHbl Tpyaa

Lpyrue
XapaKTepUCTUKN

3.3.4. TpynoBas yHKUNA




OpFaHI/I3aL|,I/IF| KOMaHOMPOBOK pykoBOoAUTENA ypOBeHb

HaumeHoBaHve Koa C/04.6 |(noaypoBeHb)
KBanudmkaumm
MpoucxoxgeHve 3anMMCcTBOBaHO 13
P KA OpwurunHan X
TPYAOBOMN OYHKLUN opuruHana
Kopg PernctpaunoHHbIn
opurnHana Homep
npogeccnoHasnbLHOro
cTaHgapTa

TpynoBble AencTemns

MoaroToBka NpoekTa crykeGHOro 3agaHunsi PyKoBOAUTENS

MogroToBka npoeKTa npukKkasa o cny>|<e6H0|7| KOMaHOunpoBKe

Bbinucka KOMaHOMPOBOYHOrO  YAOCTOBEPEHWS W ero  perucrpauusi  npu
HeobxoaMmMocTH

MogroToBka LOOKYMEHTOB Ha nolfliydeHune B13bl, 3arpaHM4HOro nacnopra

3aka3  KenesHOOOPOXHbIX W  aBMaOWNETOB, TOCTMHWL, TPaHCMOPTHOIO
obecrneyeHunsi pykoBoguTens

OdbopmrnieHne nporpammbl  MNOE3AKW, YTOYHEHME O0cOoBGEeHHOCTel npoTokona
nnaHMpyeMmblX MepPONPUATUIA

MoaroToBka JOKYMEHTOB K Noesake pykoBoauUTens

YTouHeHWe aaThbl, AOMKHOCTEN, hamMmmnnuin B nporpammMe KOMaHOUPOBKU

Mpopa6oTka MapLupyTa pyKOBOAWTENS, YBSA3Ka ero C pacnucaHMeM TpaHcrnopTa

O6paboTka MmaTepnanoBs KOMaHAMPOBKK, OhOPMIIEHUE OTYETA O KOMaHANPOBKe

Heobxogumble ymeHus

OdopMrisiTb aBaHCOBLIE OTHYETHI PYKOBOAUTENS

OpraHI/I3OBbIBaTb BCTpe4n pykosoautena c I'IpI/IHMMGIOLLI,eIZ CTOpOHOl71

OdopMnsiTb KOMaHANPOBOYHbIE AOKYMEHTHI

O6pa6aTblBaTb OOKYMEHTbI n mMmaTtepuanbl no pesynbtTatamMm noe3gkun
pykoBoautensa

O6ecneunBatb paboTy ocmca BO BpeMs OTCYTCTBUSA PyKOBOOUTENS

MpnmeHaTb cnocobbl AenoBoro oo eHns

WNcnonb3oBaTb cpeacTBa KOMMYHUKaLUMK ONs obecneyeHuss B3aumMoaencTeus ¢
PYKOBOAMTENEM BO BPEMS €ro AesfoBoi Noesaku

Heobxoaumble 3HaHuS

Mopanok NoaroToBkK U NPOBEAEHUS KOMaHAMPOBOK

HODHD,OK Od)OpMJ'IeHMﬂ OOKYMEHTOB A1 KOMaHAUPOBKU N OTYETHbIX JOKYMEHTOB
Nno KOMaHOMPOBKE pyKoBOAUTENA

[enosown npoTokon

OTuka genosoro obLeHns

Lpyrue
XapaKTepUCTUKN

3.3.5. TpynoBas cyHKUnA

HanmeHoBaHme | OpraHusaunsa paboTbl C noceTuTensaMmm B Koa C/05.6 |YpoBeHb B




NpMemMHOW pykoBoauTens (nooypoBeHb)

MpoucxoxaeHne
TPYAOBOMN OYHKLUN

KBanudmnkaumnm
3anmMcTBOBaHO U3
OpwurunHan X
opurMHana
Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHasnbLHOro
cTaHgapTa

TpyooBble AencTBuS

OpFaHI/I3aL|,I/I$| JINYHOro npmnema noceTutenen pykoBoauTenem

YcTaHoBNeHne nopsgka npuema ans pasnnyHbiX KaTeropmin nocetutenemn

BeneHne XypHana npe,u,BapMTeanoﬁ 3anncun Ha npnem

Peructpauunsa nocetutenemn

CopewncTere onepaTMBHOMY pacCMOTPEHUIO NPOCLO 1 NpeanoXeHui noceTuTenen
N COTPYAHMKOB OpraHun3auuu

OpFaHI/I3aL|,I/I$| npunemMa aenoBbiX NapTHeEpPOB B ocbvlce

OpraHu3zaumst 06CnyxMBaHUsl PYKOBOAMUTENS U €ro AeNoBbIX NapTHEPOB B oduce

CepBupoBka YanHoro (kogenHoro) ctona B ocuce

MpuHATME Mep N0 COXPaHEHUD KOMMEpPYEeCKOW TaWHbl B XoAde mnpuema
noceTuTenemn u Nx HaxoXX4eHnsi B MPUEMHON 1 KabuHeTe pykoBoanUTeEns

Heobxooumble ymeHus

OpFaHI/ISOBbIBaTb n obecneymBaTb NIMYHbIE KOHTAKTbI pykoBoauTensa

YnpaBnsaTb KOHpAnKTamm

YuntbiBaTth MCUXONOrnyeckne OcoBEeHHOCTM NUYHOCTM MPU pasnUyHbIX BUgax
npPoeCccroHanbLHOro obLLeHNs

Wcnonb3oBaTb yCTaHOBMEHHbIE NMpaBuiia U Mpoueaypbl KOMMYHUKaUMU BHYTPU
opraHusaumm

Bectu  yyeTHble  peructpauuoHHble  POpPMbl,  UCMOMb3oBaTb WX  ANs
MHOPMaUNOHHON paboTbl M paboTbl MO KOHTPONKO MWCMOMHEHUSI peLUeHUN
pyKoBOAMTENS

CospgaBaTb NONOXUTENBHbLIA UMUK opraHusauunmn

MpuHUMaTbL Mepbl MO paspeLleHnto KOHMUKTHBLIX CUTYaLni

an/IMeHFlTb I/IH(*)OpMaLI,MOH HO-KOMMYHUKaALNOHHbIEe TEXHOJ10IMN

Ob6ecneunBatb KOHPUAEHUMANBHOCTL B MPUEMHOM M KabuHeTe pykoBoauTEnNs,
COXPaHATb KOHMAeHUManbHy0 MHOPMaLINIO B TaHe

Heobxoaumble 3HaHUSA

I'IpaBVlna opraHusauunm npunema noceTuTenemn

MpaBuna genoBoro odLweHus

MpaBuna pe4yeBoro aTuKeTa

MpaBuna yCcTaHOBIMEHUS KOHTaKTa, NOOAEPKAHUS U PA3BUTUSA MEXITMYHOCTHBIX
OTHOLLIEHUN

CTpykTypa opraHusauum u pacnpegeneHve GyHKUMN MexXOy CTPYKTYPHbIMU
nogpasaeneHnsaMm 1 cneumannucTamm

lMpaBnna opraHMsaumm NnpnemMoB B odpuce




OTUKET N OCHOBBI MeXAYyHapoa4HOro NnpoToKona

MpaBuna cepBUpOBKKN YarHOro (KoderHoro) ctona

I'Ipasl/lna NPUroToBIrieHNA N nogadun ropavYnx HaNnMTKOB N 3aKyCOK K HUM

MpaBuna 3awwmTbl KOHPUAEHLMATBHOW CNY>XeOHOM MHpopMaLnm

Apyrve
XapaKTepUCTUKU

3.3.6. TpynoBsas pyHKLMSA

MpoucxoxgeHue
TPyaoBon OyHKLNN

OpraHusauns NnoAroToBKM, NPOBEAEHUS U YpoBeHb
HavmeHoBaHne |ob6cnyxuBaHus KOHEPEHTHbIX MEpPONpPUATUIA Kop C/06.6 |(noaypoBeHb)
KBanudmnkaumnm
3anMMcTBOBaHO 13
OpwurunHan X
opurMHana
Kop PernctpauunoHHbIn
opurnHana Homep
npogeccnoHasnbLHOro
cTaHgapTa

TpyooBble AencTBus

MogroToBKa NOBECTKM OHSA mMeponpunAaTmna

OdpopmrieHne cnvcka y4acTHUKOB MEpPONpUATUS

NHpopMMpOBaHMEe YY4aCTHUKOB O HamMevarolwemcsl MepOMNpUATUN U YCIOBUSX
yyacTus

BrbiGop MecTa 1 BpeMeHV NpoBeAeHUsI MEPONPUSATUS

MogroToBka npe,u,BapMTeanon CMeTbl pacxogoB

Paccbinka npurnalueHmuin NogTBEpAVBLLMM y4acThe B MeporpusiTum

C60p TEeKCTOB [0KMNagoB U NMPOEKTOB UTOrFroBbIX OKYMEHTOB Yy OOKMaa4nKkoB

Paccbinka  MHOPMAaUMOHHBLIX ~ MaTepuanoB  yvyacTHUKaAM  KOH(EepPeHTHOro
MEepPONpUATUSA

CocTaBneHue SIBOYHbIX JIMCTOB U Cnncka permcrtpaunmn y4aCtTHMKOB MeponpunAaTua

3a|<yn|<a KaHUEenApCKMx ToBapoB U NPOAYKTOB A5A obecneyeHus Kod)e-nays

PelueHne BONPOCOB TEXHNYECKOTO OCHALLEHNUS MEePONpUSTUS

MomoLwb B NOAroToBKE AOKNaaa pykoBoaUTENA, Npe3eHTauMOHHbIX MaTepuanos

OpraHu3zaums NOAroTOBKM Npe3ngmyma u pabounx MecT y4acTHUKOB

OpraHl/lsau,vm BCTpe4un n perncrtpayna ydaCtHMKOB MeponpuaTmna

BeaeHue npoTokosia MeponpusiTus

OpraHl/lsau,m CepBUCHOro O6CJ'Iy)KMBaHMF| BO BpeMA Kocbe-nays

OpraHusaumsi  KynbTYpPHO-MaCCOBbIX  MEPOMNPUSTUIA,  TPaHCMOPTHOIO U
FOCTUHUYHOTO OoGecneYeHns

Heobxogumble ymeHus

OpFaHI/I3OBbIBaTb npouecc noaroToBKku K npoBegeHunto KOHd)epeHTHOFO
MeponpuaTna nHansuagyanbHO U B COCTaBe pa6o'-|e|7| rpynnbl

[okyMeHTUpoBaTb pasHble 3Tanbl Mpouedypbl MOAFOTOBKM U MPOBEOEHUs




KOH()EPEHTHOro MeponpuUATUS

MepenaBatb  MHOpMaUMO,  OOKYMEHTbl UM MaTepuasnibl  y4acTHMKam
KOH(hEPEHTHOrO MepOoNpUATHS

MogrotaBnueaTb 1 060pyaoBaTh CTON Npesvanyma u paboyme Mecta y4acTHUKOB
coBellaHus (3aceganuns)

CepBupoBaTb YalHbIi (KoherHbln) CTON BO BpeMA NpoBeAeHns kode-nay3

CobntogaTb NpaBuna 4enoBOro 3TMKeTa U NpoToKona

I'Io,u,p,epmvlsaTb MMNOX opraHm3auunm

CosfnaBaTtb UMUK CeKpeTaps, COOTBETCTBYHOLLMIA UMUOKY OpraHu3aumnm

Pabotatb ¢ I/IH(*)OpMaLl,I/IeIZ, aHanmsnpoBatb " npeacraBnAaATb ee B
cncreMmaTusnpoBaHHoOM Bmnae

Ob6ecneunBaTtb 6€30MaCHOCTb A4EATENBHOCTU OpraHn3auum

an/IMeHﬂTb I/IH(*)OpMaLI,I/IOH HO-KOMMYHUKALNOHHbIE TEXHOJ10TNN

ObGecneyvBaTb KOMOPT YYACTHUKOB KOH(PEPEHTHOTO MeponpusTusl, MoMoraTe B
BOMpPOCax NPOXUBAHUS, TPAHCMOPTHOIO obecneyeHus

Heobxoaumble 3HaHUSA

Komnnekc OpraHn3aunMoOHHO-TEXHNYECKUNX MepOI'IpI/IﬂTI/IIZ no noarotToBke U
nposefeHunto coBeLlaHun n neperosopos, B TOM YUCIe MeXayHapoaHbIX

MpaBuna BefeHus, NOATOTOBKM U OOPMIIEHMs] MPOTOKOMA U OPYruX JOKYMEHTOB,
CO3[aBaeMbiX B NMPOLecce NOATroTOBKM KOH(PEPEHTHOIO MEPONPUSATUS

CocTaBneHue cMeTbl pacxoaoB

OcHoBbI HanNMcaHus peyelt U I0KNagoB pyKoBOAUTENS

[MpaBuna ycTaHOBNEHUA KOHTAKTa, NOAAEPXKaHUA U PasBUTUA MEXITUYHOCTHbIX
OTHOLLEHUN

I'Ipaana 0enoBoro obLeHns, AenoBoro aTukeTa

OTUKET 1 OCHOBbLI MEXAYHapPOAHOTO NPOTOKOsa

I'Ipanma npoBeaeHnAa AenoBbixX neperoBopoB

MpaBuna 3awmTbl KOHGUOEHUMANBHOW cny>xebHon nHopmaumm

TpeboBaHust oxpaHbl Tpyaa

Lpyrue
XapaKTepUCTUKK

3.3.7. TpynoBas yHKUNA

OpraHusauns UCNOMHEHUS peLLeHuni, YpoBeHb
HaumeHoBaHVe |oOCyLLEeCTBEHNE KOHTPONSA UCMONHEHNS Koa C/07.6 |(noaypoBeHb)
NnopyyYeHun pykoBoanTenNs KBanudmkaumm

MpoucxoxaeHne
TPYAOBOMN OYHKLUN

3anmMmcTBOBaHO U3

OpwurunHan X
opuruHana
Kopg PernctpaunoHHbIn
opurnHana Homep
npodeccnoHasnbLHOro

cTaHgapTa



TpyooBble AencTBus

[lokymeHTanbHoe ogopMIeHne peLleHnin pykoBoauTens

[oBeneHve Ao cBefieHNs paboTHUKOB OpraHM3aLMmn pacropsikeHnit pykoBoauTens

KOOp,EI,I/IHaLI,I/Iﬂ neAaTenbHOCTU NO UCMNOJTHEHUIO peLLIeHMIZ pykoBoanTena

BepneHune cpokoBOro TEKYLLEro 1 npeaynpeamTenbHOro KOHTpors

I'IpOBepKa NUCNoJIHEHNA nopyquMﬁ pykoBoaAUTENA B yCTaHOBJ'IeHHbIIZ CpOK

MpepynpexaeHne COTPYAHUKOB OO MCTEYEHMM CpoKa WCMOMHEHWST MOpYYeHuit
pykoBoauTens

durKkcauus UCNONHEHNS NOPYYEHUA

CocTtaBrneHne OTYETOB U aHaNUTUYECKNX CrnpaBoOK O BbIMNOJIHEHUN I'IOpy‘-IeHI/IIZ 7
pel.uean7| pykoBoguTens

Heobxogumble ymeHus

BecTn cpokoBylo KapTOTeKy

Bectn y4eTHble perncrtpauyuoHHbIe (*)OprI, nmcnonb3oBatb MX Onsa pa6OTbI no
KOHTPOJIO UCNOJNMTHEeHUA nopyquMﬁ pykoBoauTensa

PaboTtaTtb ¢ MH(popMaLmen No KOHTPOI, CUCTEMATU3NPOBATL €€ 1 NPeacTaBnsaTb
B BuJe CBOOHbIX JOKYMEHTOB

VMcnonb3oBaTtb cpencrtea KOMMyHUKaunn anda nepenadu nopyquw?l pykoBoauTena

Mcnonb3oBaTb COBpPEMEHHble cpeactBa cbopa u  06paboTkM  KOHTPOSbHOW
MHopmMaumn

an/IMeHFlTb I/IH(*)OpMaLI,MOH HO-KOMMYHUKaALNOHHbIE TEXHOJ10IMN

OueHuBaTtb pes3ynbTaTbl B paMKaX NocTaBlieHHbIX 3aga4y

OcyLLl,eCTBJ'IFlTb KOHTPOJ1b UCMOJTHEHNA nopyquMﬁ pykoBoauTena coTpygHMkKamm

Heobxoaumble 3HaHuS

Obwme TpeboBaHMA K CpoOKaM WCMOINTHEHUS [OOKYMEHTOB W  KOHTPOJSIbHbIM
PYHKUMAM cnyxbbl JOKYMEHTaLMOHHOrO obecneyeHuns

MpuHUMNBI, cNocobbl MHPOPMUPOBAHNA COTPYAHUKOB

3TuKa genosoro obueHns

YnpaBneH4yeckas CTPyKTypa opraHu3auuu, PyKOBOACTBO OpraHu3auuu, obpasupl
noAnucen PyKOBOASLLMX COTPYAHMKOB, KPYr WX MOSTHOMOYMIA U OrpaHWYeHust KX
30H OTBETCTBEHHOCTU

MHCTDYKLI,I/II/I no genonpou3BoacTtey U OAPYrMM JnokalnbHbIM HOPMAaTUBHbLIM aKTaM,
yCTaHaBnMBarLWMM NMNOpAa0K peann3aunm ynpasrneH4YeCcKux npouenyp

Lpyrue
XapaKTepUCTUKN

3.3.8. Tpyaosble hyHKLUM

OpraHusauus n nogaepxaHve YpoBeHb
HanmeHoBaHne | hyHKUMOHANbHOro paboyero NpocTpaHCcTBa Kopg C/08.6 |(nogypoBeHb)
npueMHow 1 kabuHeTa pykoBoauTens KBanudukawmm

MpoucxoxaeHne
TPYAOBOMN OYHKLUN

3anmMmcTBOBaHO U3

OpwurunHan X
opuruHana
Kopg PernctpaunoHHbIn
opurnHana Homep
npodeccnoHasnbLHOro

CTaHOapTa



TpyooBble AencTBus

ObecneyeHne paboyero Mecrta pykoBoAUTENA HeEOOXOOAUMbIMU CcpeacTBaMu
OpraHM3aLMOHHON TEXHUKW, KaHLLENAPCKUMW NPUHAANEXHOCTAMMN

OpraHu3auumsi NpMeMHoii ocuca B COOTBETCTBUMU C TPEBGOBaAHUSAMU 3PrOHOMMUKN U
KynbTypbl TpyAa

OpraHuszaumst opopMIeHUsI UHTepbepa NPUEMHON PYKOBOAUTENS

O6opynoBaHue paboyero MecTa OPrTEXHUKOW, MNEpPCOHanbHbIM KOMMbIOTEPOM,
BCMOMOraTenbHON TEXHUKOM

OpraHusaunss 0bopyaoBaHMs MPUEMHOM CUCTEMaMM XPaHEHUs, HeobXoanMbIMU
npucnocobneHnsimu, obecneveHns kaHLenspckuMm ToBapamu

ObecneyeHne xpaHeHUsa 1 3aMeHbl pacxXOA4HbIX MaTepuanos, NOBCEAHEBHbIN yxon,
3a OpPrTEXHUKOMN

3akas KaHLEemnspCKnx TOBapoOB, MIMeHNYeckMx TOBapoB, MPOAYKTOB NMUTaHWS

Heobxoaumble
yMeHMs

CospaBaTtb ycnosus, obecneumBatoLLime acpekTnBHyo paboTy pykoBoauTens

anIMeHFlTb B COOTBETCTBMN C HA3Ha4YeHneM cpeactea OpFaHVI3aLI,VIOHHOl7I TEXHUKHN,
KaHUenAaApckmne npnHaanexHocTun

OcHawaTb paboyee MecTo pyKoBOAMTENSA M CBOe paboyee MecTo HeobGXoaAMMbIM
obopynoBaHvem

OcyLLl,eCTBJ'IFlTb 3aMeHy pacxoaHblX MaTepunarnos, yxoa 3a OpFTeXHI/IKOﬁ

OcylwecTBnsATb NMOBCEOHEBHBIA yX04 3a KOMMPOBalibHbIM anmnapaToM, 3ameHy U
XpaHeHue KapTpuaxen, ToHepa

KOHTpOJ'II/IpOBaTb COCTOAHME W NOoNoJHATb 3anacbl KaHUENAPCKUX TOBapoOB,
cpencTB rMrMeHbl, NPOAYKTOB NUTAHUA

Heobxoaumble 3HaHuS

TpeboBaHMsa oxpaHbl TpyAda, NPOM3BOACTBEHHOW CaHUTapuu, NPOTMBOMOXAapPHOM
3aLmTbI

OcCHOBbI  NpaBWMBHOW  OpraHu3auum Tpyda W MeToAdbl MOBbLIWEHUS  €ro
3 EKTUBHOCTH

OCHOBbI 3proHOMUKIN ochpuca 1 PNOPUCTUKN

CTaHgapTbl ¥ pekoMeHaaumm no o6opyaoBaHU0 OPUCHbLIX MOMELLEHUI

CocTaB opraHu3aLnoHHON TEXHUKN, ee YCTPOWCTBO M NOPSAA0K paboThkl C HeWN

Lpyrue
XapaKTepUCTUKN

3.3.9. TpynoBas yHKLMSA

PaspaboTka nokanbHbIX HOPMaTUBHbIX aKTOB, YpoBeHb
HavmeHoBaHWe |pernameHTUpyoLWnx paboTy cekpeTaps Kop C/09.6 |(noaypoBeHb)
KBanudmnkaumnm
MpoucxoxgeHve 3amMMcTBOBaHO 13
o OpwurunHan X
TPYAOBOMN OYHKLUN opuruHana
Kopg PernctpaunoHHbIn
opurnHana Homep
npodeccnoHasnbLHOro

cTaHgapTa



TpyooBble AencTBus

Pa3paboTka AOMKHOCTHOM MHCTPYKLIMK CekpeTaps

PaspaboTka NofoXeHnsi 0 cekpeTapuare

Paspa60TKa MHCTPYKUMK NO Oenonpon3soncTtey

Heobxogumble ymeHus

CocTaBnsiTb U 0pOPMIISITE OPraHN3aLMOHHbIE U METOANYECKNE [OKYMEHTHI

Pe,El,aKTI/IDOBaTb TEKCTbI CJ'Iy)Ke6HbIX OOKYMEHTOB

Pabotatb €O BCEM COBOKYMHOCTBIO  MHGOPMALMOHHO-LOKYMEHTALMOHHbBIX
pecypcoB opraHusaumm

Monb3oBaTtbcs 6asamy faHHbLIX, B TOM YUChe yaaneHHbIMY 6asammn aHHbIX

Mcnonb3oBaTtb cnpaBoO4HbI€ NMpaBOBble CUCTEMDbI

PaboTtaTtb ¢ KOMNBIOTEPOM, KaTanoramu (nankamm) u pannamm, ckaHepom

Monb3oBaTbCcs OUCHBIM NAKETOM (TEKCTOBLIN pefakTop, Tabnuubl)

Monb3oBaTtbecs nepuepunHbBIMKU YCTPONCTBAMU U OPrTEXHUKOM

Monb3oBaTbCs 3NIEKTPOHHOM NOYTON

Monb3oBaTbCsA CUCTEMaMU SIEKTPOHHOTO AOKYMeHToobopoTa

Heobxoaumble 3HaHUSA

MpaBoBble OCHOBbI YynpaBrieHnsi (OCHOBbI aAMWHUCTPATMBHOIO, TPYyAOBOIO WU
rpaxgaHckoro npasa)

OeicTByloliMe npaBoBble  aKTbl, HOPMATUBHO-METOAMYECKME  LOKYMEHTHI,
rocyaapcTBeHHble CTaHAapTbl, Onpegensiowme nopsaok AOKYMEHTaLMOHHOMO
obecneyveHns ynpaBneHusi

CTpyKTypa, PyKOBOACTBO CTPYKTYPHbIX nogpasaeneHunii, obpasubl nognucein nuu,
MMelLLMX NpaBo NoANUCaHNUsA U YTBEPXKOEHUA JOKYMEHTOB, U OrpaHUYeHns UX 30H
OTBETCTBEHHOCTU

MpaBuna OOKyMeHTaLWOHHOro obecneyeHnst AeATeNbHOCTM opraH13auum

Mopsiaok paboTbl C AOKYMEHTaMu

Tpe6OBaHVIFI, npegbvdaBndemMble K JOKYMEHTaM B COOTBETCTBUM C HOPMATUBHbIMU
akTamMu u rocygapCrtBeHHbIMU CTaHOapTamMun

MpaBuna cocTaBneHUsi opraHU3aLMOHHbIX AOKYMEHTOB (MOMOXEHWUNA, UHCTPYKLUA,
pernameHToB)

Buabl O0OKYMEHTOB, X Ha3Ha4YeHune

OcHoBBI ,D.OKyMeHTHOVI JIMHIBUCTUKN

TpeboBaHus oxpaHbl Tpyaa

Lpyrue
XapaKTepUCTUKN

3.3.10. TpynoBas cyHKLKNA

CoctaBneHne n opopmreHune YpoBeHb
HavmeHoBaHMe | ynpaBrneH4Yeckon JOKyMeHTauum Kopg C/10.6 |(nogypoBeHb)
KBanudmkaumm

MpoucxoxaeHne
TPYAOBOMN OYHKLUN

3anmcTBOBaHO U3

OpwurunHan X
opuruHana

Kopg PernctpaunoHHbIn



opurMHana Homep
npodgeccuoHansHoro
cTaHpapTa

TpyooBble AencTBus

CoctaBneHue NPOEKTOB pacnopAaanTernbHbIX (I'IpI/IKa3bI, pacnomeeHMﬂ) 7
I/IHd)OpMaLl,I/IOHHO-CI'IpaBO‘-IHbIX OOKYMEHTOB (cny>|<e6Hb|e nnMcbma, CnpaBKu,
AoKnagHble N CJ'Iy>K66HbIe 3aI'IMCKI/I)

MeyaTb cnyxebHbIX JOKYMEHTOB M APYIUX MaTepuanoB

PasmHoxeHune CJ'Iy)Ke6HbIX LOOKYMEHTOB

KoHTponb  MpOXOXAeHuss  OOKYMEHTOB B opraHusauumn  (corracoBaHue,
noanucaHve v yTeepxaeHne JOKyMeHTa)

Heobxooumble ymeHus

PeﬂaKTI/IpOBaTb TEKCThbI CJ'Iy)Ke6HbIX LOOKYMEHTOB

Monb3oBaTbCa YHUPULMPOBAHHLIMU (hopMaMmn JOKYMEHTOB

OcbopMmnATb  KaccoBble (OUHAHCOBbIE [OOKYMEHTbl W [OOKYMEHTbl MO  y4eTy
HaKnagHbIX pacxofoB

Mevatatb cny>|<e6Hb|e OOKYMEHTbI

MNonb3oBaTbca nepngepnnHbIMM YCTPOMNCTBAMU U OPITEXHUKOMN

PaboTaTb C KOMNBLIOTEPOM, CKAHEPOM

Monb3oBaTbCs OPUCHBIM NAKETOM (TEKCTOBBIV pefakTop, Tabnuubl)

Monb3oBaTbCA 3NIEKTPOHHOM NOYTON

Mornb3oBaTbCA CUCTEMaMM 3NEKTPOHHOIO AOKYMeHToo6opoTa

Ob6ecneunBatb 6e30MacHOCTb AeATENBHOCTM OpraHu3auum

Heobxoaumble 3HaHuS

MpaBoBble OCHOBbI YyMpaBreHusi (OCHOBbI aAMWHUCTPATUBHOMO, TPYAOBOMO U
XO35IACTBEHHOIO NMpaga)

CTpyKkTypa opraHu3auuM, pyKOBOACTBO CTPYKTYPHbIX NoapasgaeneHuii, obpasupi
noanucen nuu, UMeKLMX MPaBo MOANMUCAHWA U YTBEPXOEHUS OOKYMEHTOB, U
OrpaHUYeHns NX 30H OTBETCTBEHHOCTU

MpaBuna goKyMeHTaLUOHHOro obecneyvyeHns AeATenbHOCTM opraHmM3aumm

Mopsiaok paboTbl C AOKYMEHTaMM

Tpe6OBaHVIFI, npeavaBideMble K JOKYMEeHTaM B COOTBETCTBUUA C HOPMATUBHbIMU
akTaMun n rocygapctBeHHbIMU CTaHOapTamMu

Buabl LOOKYMEHTOB, UX Ha3Ha4dYeHune

MpaBuna cornacoBaHnsi JOKYMEHTOB OpraHn3aunmn (BHyTPEHHEro U BHELLHETO)

I'Ipasl/lna noanncaHna n yteepxXageHna JOKYMEeHTOB

MpaBnna coctaBneHna 1 odopMieHus  MHGOPMaLMOHHO-CNPaBOYHBbIX,
yrpaBneH4YeCcKUX JOKYMEHTOB U CMyXeBHbIX Ncem

OcHoBbI ﬂOKyMeHTHOVI JIMHIBUCTUKN

rpaMMaTI/ILIeCKVIe npaBuna pyccKoro A3blka

TpeboBaHusa oxpaHbl Tpyaa

Opyrue
XapaKTepPUCTUKN




3.3.11. TpynoBas yHKUMNA

OpraHusauunst paboTbl C JOKYMEHTaMu B YpoBeHb
HavmeHOBaHMe | NpMeMHOW pykoBoaUTENS Kopg C/11.6 |(nogypoBeHb)
KBanudmkaumm

MpoucxoxaeHne
TPYAOBOMN OYHKLUN

3anmMmcTBOBaHO U3

OpwurunHan X
opurnHana
Kopn PernctpaunoHHbIn
opurnHana Homep
npogeccuoHansHoro
cTaHpapTa

TpynoBble AencTeuns

MonyyeHve, NpenBapuUTenbHOE PAacCMOTPEHUE M COPTUPOBKA MOCTYMAalWMX B
MPUEMHYI0 PYKOBOAUTENS AOKYMEHTOB

MogroToBka OOKYMEHTOB AOJ14 paCCMOTPEHUA pykoBoauUTenem

YyeT JOKYMEHTOB, NOCTYMNalLWMX Ha UMS PYKOBOAUTENS

OpFaHI/ISaLl,I/Iﬂ 0OCTaBKMU AOKYMEHTOB UCMOJTHUTENAM

BeneHne nHbopmMaLMoOHHO-CNpaBoYHON paboTbl

KOHTpOJ'Ib MCNoNTHeHNnA JOKYMEHTOB U I'IOpyLIeHI/IIZ pykoBoguTens

Heobxogumble ymeHus

PaboTtaTtb c BxoAsiLen, UCXOAsiLen, BHYTPEHHEN OOKYMEHTaunen

Monb3oBaTbca cuctemammu ANEKTPOHHOIo ﬂ,OKyMeHTOO60pOTa ana perncrtpauuu,
KOHTPONA OOKYMEHTOB U VIH(*)OpMaLI,I/IOHHO-CI'IpaBOLIHOIZ pa60TbI C AOKyMEeHTaMun

MpUMEHSTL  MHPOPMALNOHHO-KOMMYHUKALMOHHbIE TexXHOMorMK ans paboTtbl ¢
JOKYMEHTaMu

CocTaBnsiTb U 0pOPMIIATL HOPMaTUBHbBIE aKTbl

Heobxoaumble 3HaHUSA

HOpMaTI/IBHbIe npaBoBbl€  aKThl, HOPMaTMBHO-MEeTOONYECKNE  OOKYMEHThI,
rocyfoapCtBeHHble CTaHOapTbl, onpegendwouwme nopAanok AOKYMEeHTauUOHHOro
obecneyeHuns ynpasreHua

CTpyKkTypa opraHu3aumm, pykoBoACTBO CTPYKTYPHbIX noapasaesnieHnii

COBpeMeHHbIe I/IH(*)OpMaLI,MOHHbIe TEXHOI0MMN pa6OTbI C AOKyMeHTaMun

Mopsapok paboTbl ¢ AOKYMEHTaMM, CXeMbl [OKYMEHToo6opoTa

I'Ipasl/lna pa60TbI C BXo4AWnMHn, ncxogawimMmm u BHyTpeHHMMN OOKyMEeHTaMun

MpaBuna opraHM3auuyM KOHTPOSS MCMOSIHEHUS OOKYMEHTOB W TUMOBbLIE CPOKU
UCMONTHEHNS JOKYMEHTOB

I'Ipanma COCTaBlieHnA aHallMTU4eCKnx cCnpaBoK MO oOpraHu3auunmn pa6OTbI C
OOKYMEHTaMM N KOHTPOJ1H0 NCNOJTHEHUA OOKYMEHTOB

MpaBuna cosgaHns W BedeHuss 6a3 [aHHbIX CHYXeOHbIX [OOKYMEHTOB B
opraHusaumm

CucTeMbI 3NEeKTPOHHOTO AOKYMeHTooBopoTa

TpeboBaHusa oxpaHbl Tpyaa

Opyrue
XapakTepUCTUKN

3.3.12. Tpynosas pyHkuus




OpFaHI/I3aL|,I/IF| XpaHeHNA OJOKYMEHTOB B ypOBeHb

HaumeHoBaHWe | NnpveMHOWN pykoBOAMTENS Koa C/12.6 |(nopypoBeHb)

KBanudmkaumm

MpoucxoxaeHne
TPYAOBOMN OYHKLUN

3anmMmcTBOBaHO U3

OpwurunHan X
opuruHana
Kopg PernctpaunoHHbIn
opurnHana Homep
npogeccnoHasnbLHOro
cTaHgapTa

TpynoBble AencTemns

Paspa6oTka pasgenos HOMEHKIATYpbl Aef opraHnsaumm

CDOpMI/IDOBaHI/Ie n Od)OpMJ'IeHI/Ie 0en noCTtoAHHOro, 4oNroBpeMeHHOro Cpokos

MoaroToBka 1 Nepenava Aen B apxXvB opraHusauum

Heobxooumble ymeHus

Pa3pa6aTblBaTb HOMEHKnaTypy ngen opraHmsaunum C Yy4eToM Ll,eIZCTByI'OLIJ,I/IX
HOPMAaTMBHO-MEeTOONYECKNX JOKYMEHTOB

Mcnonb3oBaTb HOMEHKNATypy [Aen Mpu M3YYEeHUU CTPYKTYPbl OpraHusauum,
COCTaBIEeHUM onucen gen

dopmupoBaTb M 0QOPMNATL [dena B COOTBETCTBUM C  YTBEPXOEHHOM
HOMEHKMaTYpoW Aen opraHusauum

Ob6ecneunBaTb COXPaHHOCTb JOKYMEHTOB OpraHu3aumm

np0I/I3BO,EI,I/ITb noAroToBKy Aen and nepenadun B apxme

MpVMeHsTb  MHPOPMALIMOHHO-KOMMYHMKaLUMOHHbIE TEXHOMorMn ans pabotbl ¢
JOKyMeHTamMm

Heobxoaumble 3HaHUSA

HopmaTtuBHble npaBoBble  akTbl, HOPMaTMBHO-METOAUYECKUE  [OKYMEHTbI,
rocyAapcTBeHHble CTaHAapTbl, onpegenstowme nopsaok AOKYMEHTALUOHHOro
obecrneyveHns ynpaBneHusi

Buabl HomeHknatyp, obwue TpeGoBaHWA K HOMEHKNaType, MeToAuKa ee
COCTaBreHUst U 0hopMIIeHUs

Mopsaok opmupoBaHua u  odopMneHus fen ¢ ykasaHuem crneumdukm
dopmMmnpoBaHNA OTAENbHbIX KaTeropuin aen

I'Ipanma XpaHeHuda aen, B TOM 4ucrne ¢ AJOKyMeHTaMn orpaHM4eHHoOro gocrtyna

MpaBuna Bbigavn 1 UCMONb30BAHUS [JOKYMEHTOB 13 CCDOPMUPOBAHHBIX Aen

TpeboBaHus oxpaHbl Tpyaa

MpaBuna NoAroToBKY 1 Nepeaaydn Oen B apxuB opraHvsaumm

Apyrve
XapaKTepUCTUKH

3.3.13. Tpynosble pyHKUNM

YpoBeHb

HaumeHoBaHue | ObecneveHne pykosogutens nHdopmaumnen Koa C/13.6 |(noaypoBeHb)

KBanudumnkaumnm

MpouncxoxgeHue
TPyaoBon OyHKLNN

3anMmcTBOBaHO 13

OpwurunHan X
opuvrnHana




Kon PernctpaunoHHbIn
opurnHana HoMeEp
npodeccnoHasnbLHOro
cTaHgapTa

TpyooBble AencTBuS

C6op n nepepaboTtka nHdopmaunmn, Heobxoanmon ons NPUHATUA 0OOCHOBaHHbIX
ynpaBreH4YeCKNX peLleHunn

MNpoBepka [OOCTOBEPHOCTM, TMOMHOTHI WM HEMPOTMBOPEYMBOCTUA  AaHHbIX,
UCKITtOYeHVe OyGnnpoBaHnus nHdopmaumm

npe,El,OCTaBJ'IeHI/Ie OaHHbIX B €AUHOM U yﬂ,O6HOM ana BoCNpuATUA d)opmaTe

BbisiBneHne Hanbornee 3Ha4YMMbIX KpUTEPMEB cUCTEMATM3ALUN MHDOPMaLUK ans
co3gaHust 6a3 gaHHbIX

dopmupoBaHue 1 Ucrosib3oBaHue 6a3 AaHHbIX B OpraHn3aumm

Heobxooumble ymeHus

Ocywectenate cbop, 0bpaboTky M aHanui uHdopmauum B COOTBETCTBUM C
TpeboBaHNAMM  KPaTKOCTWU, 4YETKOCTM  (DOPMYNIMPOBOK, CBOEBPEMEHHOCTM
NOCTYMMEHUs1, TOYHOCTU U [AOCTOBEPHOCTW, OMNTMMANbHOCTM CUCTEMaTU3aLUW,
HenpepbIBHOCTU cbopa n 06paboTku nHdpopmarmm

OcyLecTBNSATbL perncTpaumio, HakonmeHne 1 nepegady, cucTemMaTtM3nMpoBaHHOE
XpaHeHue 1 Bblaavy MHdopmauumn B Tpedyemon opme

CoctaBnsitb u O(bOpMJ'IFlTb CBOAHbIEe, OTYEeTHbIe, CTaTUCTUYEeCKNE OOKYMEHTDI

OcywectBnate 00paboTKy ©  CTPYKTYpMpOBaHWE MHopMauun, obpasys
MHOPMAaLIMOHHbIE pecypChl

BBoaMTbL HOBbIE OAHHbIE B CI'IpaBO'-IHO-I/IH(*)OpMaLI,I/IOHHbIe CUCTEMDI

BBOAMTb B NaMATb KOMMbOTEPA 3M1EKTPOHHbIE 06pa3bl JOKYMEHTOB

MpousBoanTb MOWUCK WHGOPMAaLMM B CYLIECTBYOLWMX 6a3ax [aHHbIX, BecTu
MH(POPMALIMOHHO-CMPaBOYHYl0 paboTy Ha OCHOBE pasfiMYHbiX KOMOWHaLMiA
MOWUCKOBLIX MPU3HAKOB

an/IMeHﬂTb I/IH(*)OpMaLI,I/IOH HO-KOMMYHUKALNOHHbIE TEXHOJI0MNMN

Heobxoaumble 3HaHuS

Ocob6eHHOCTN  (POPMUPOBAHWS BHELWHWX W BHYTPEHHUX MHMDOPMALMOHHBIX
MOTOKOB

CocTaB BHELUHNX I/IH(*)OpMaLI,I/IOHHbIX NOTOKOB

CocTaB BHYTPEHHMX MH(POPMALIMOHHBIX MOTOKOB

CprKTypa opraHunsauunm n nopAaaokK B3aUMOAENCTBUS nop,pa3p,eneH|/||7| 7 CJ'Iy)K6

OcobeHHOCTU hopMMpOBaHMst 6a3 JaHHbIX B OpraHu3auum

CoBpeMEeHHbIe Hay4Hble MeTOAbl U TEXHWYEecKMe cpeacTBa, CnocobCTByOLME
cbopy, obpaboTke, coxpaHeHUo 1 nepegaye NHPOPMALIMOHHBIX NOTOKOB

MeToabl 06paboTkM MHGOPMAaLMK C MPUMEHEHMEM COBPEMEHHbIX TEXHUYECKMX
CPEeACTB KOMMYHUKALMIA U CBSI3W, BbIMUCITUTESTBHON TEXHUKU

TpeboBaHus oxpaHbl Tpyaa

Apyrve
XapaKTepUCTUKn

3.3.14. TpynoBas yHKUKNA

HanmeHoBaHue

OpraHusaums UHOPMaLMOHHOIO
B3aMMOAENCTBUSA PYKOBOOUTENS C

YpoBeHb

Kon | C/46 | o ment)




noapasgeneHnaMmm n AOJMKHOCTHbIMU Nnbamun KBa.I'II/I(*)I/IKaLI,I/II/I

opraHusauum
MpoucxoxaeHue 3anmcTBOBaHO U3
P KA OpwurunHan X
TPYAOBOMN OYHKLUN opuruHana
Kopg PernctpaunoHHbIn
opurnHana Homep
npodeccnoHasnbLHOro
cTaHgapTa

TpyooBble AencTBuS

NHdopMrpoBaHe paboTHUKOB OpraHn3aLmnm o pelleHnsIX pykoBoauTens

OpraHusauusa obmeHa MHdopmMaLmein Mexay noapasaeneHnsMm U JOMKHOCTHBIMM
nMuamu opraHmsaLmm

OnoBelleHne paboOTHNKOB O NPEACTOSILLUX MEPONPUATUSIX

OpraHl/lsau,vm BCTped TpyagoBOro Kosiektmea C pykoBoACTBOM

MHdopmupoBaHme pykoBoauTens o6 obpalleHusXx COTPYyOHUKOB Mo pabounm un
NMYHBIM BONpOCam

Heobxogumble ymeHus

Mcnonb3oBaTtb COBpEMEHHbIE TEXHOIIOINN c6opa n nepegavun MH(bOpMaLI,MM

OcywectBnate cbop u nepepaboTky WHGopmauun, Heobxogumon Ans
0eaTenbHOCTU

OCYLIJ,GCTB.I'IHTI: cucrtematmsalumio nornydyaembiX U nepegaBaeMbiX AaHHbIX

OcylecTBNATL NPOBEPKY [OCTOBEPHOCTM, MOSIHOTbI M HENpPOTUBOPEYUBOCTYU
ZAaHHbIX, UCKITIoYeHVe AyGnnpoBaHns nHopmalmm

npe,El,OCTaBJ'IFlTb AaHHble B €JNHOM U yﬂ,O6HOM ana BOCNpUATUA d)opmaTe

MHOrokpaTHO MCMOSb30BaTb MONYYEHHY MHOPMALMIO, MOCTOSHHO OBHOBMSATH
JaHHble

Ob6ecneunBatb onepaTnuBHOCTb I/IH(*)OpMaLI,I/IOHHbIX NOTOKOB

PaboTaTb ¢ KOMNBIOTEPOM, MCMOSb30BaTb OUCHLIN NAKET (TEKCTOBbLIA pefakTop,
Tabnuubl)

Heobxoaumble 3HaHuSA

HopmaTuBHble MNpaBoBble  akTbl, HOPMATUBHO-METOAMYECKME  OOKYMEHTHI,
rocyoapcTBEHHbIE CTaHA4apThbl B chepe AeATeNbHOCTY opraHusaumm

CprKTypa opraHusauuu, pykoBOACTBO CTPYKTYPHbIX no,u,pasp,eneHMﬁ,
HanpaBneHua n0eAatenbHOCTU  opraHum3aununm u  KOMNeTeHuun  CTPYKTYPHbIX
I'IOD,pa3D,eJ'|eHI/IIZ N OOJMKXHOCTHbIX L

Knaccudmkaumss  ynpaBneH4yeckon  WHgopmaumn, BuAbl  ynpaBneH4YeCcKon
MHdopMaLnm

CDOprI npegoctaBiieHnsa ynpaBnqueCKoﬁ MHd)OpMaLI,I/II/I

M CTOYHMKM ynpaBneH4Yeckon MHGopMaLmnm

MeToavka oTbopa NCTOYHUKOB MHOpMaLnm

TpeboBaHus, NpeabsaBnsemMble K ynpaBneH4Yeckon nHpopmaumm

TpeboBaHust oxpaHbl Tpyaa

Lpyrue
XapaKTepUCTUKN

3.4. O606L1eHHas TpyaoBas pyHKLMSA




WHdopmaLMOHHO-aHanMTuyeckas u
OpraHM3aunoHHO-aAMUHUCTPaTUBHAS YpoBeHb
HanmeHoBaHue P H A P Kopn D P
nogaepka AesaTenbHOCTM PyKOBOOUTENS KBanudmkaumm
opraHmsaumm
MpoucxoxaeHue
b kne o 3anmcTBOBaHO U3
06006LLeHHoN TpyaoBOK OpwurunHan X
opurnHana
dyHKUUK
Kopg PernctpaunoHHbIn
opurMHana Homep
npodgeccuoHansHoro
cTaHgapTa

Bo3moxHble HanmeHoBaHUS
JOImKHOCTEen, npodeccum

MoMOoLLHMK pyKoBOAMTENS

TpeboBaHusa k 06pa3oBaHuUIO 1
obyyeHuio

Bbiclwee obpasoBaHue - bakanaspuar
[ononHuTenbHOe NpodeccrnoHansHoe obpasoBaHue

TpeboBaHus K ONbITY
npakTu4eckomn paboTbl

He meHee Tpex neT no npoduno gesaTenbHOCTU OpraHn3auum

Ocobble ycnoBusi gornycka K
paboTte

Ipyrve xapaKkTepucTuKu

[ononHutenbHble XapaKTepUnUcTtukun

HanmeHoBaHWe OoKyMeHTa Kopg HanmeHoBaHmne 6a30Bon rpynnel, 4OMKHOCTM (Npodeccun)
Unu cneumanbHoCcTu
OK3 2432 Bubnuotekapu, bubnuorpadsbl, AOKYMEHTOBEAbI U
cneumnanucTbl pOACTBEHHbIX Npodeccui
OKCO 032001 [okymeHTOBEeAEeHME N OOKYMEHTaUMOHHOe obecneyeHmne
yrpaBneHus
032002 [okymeHTaumnoHHoe obecneyeHne yrnpaBreHus n
apxumBoBedeHune
3.4.1. TpynoBble pyHKLUK
dopmupoBaHue MHHPOPMALMOHHOIO YpoBeHb
HaumeHoBaHvWe | B3aMMOAENCTBMSA PYKOBOAUTENS C Koa D/01.6 |(nogoypoBeHb)
opraHmsaumsamm KBanudmkaumm
I'IpomcxoZKp,eHme OpurvHan X 3anMMCTBOBaHO 13
TPYAOBOMN OYHKLUN opurMHana
Kopg PernctpaunoHHbIn
opurnHana Homep
npodeccnoHasnbLHOro
cTaHgapTa

TpynoBble gevictBust | OTOOP MCTOMHUKOB MHDOPMALMM B COOTBETCTBUW C 3aaHHBIMU KpUTEPUSIMU

O6paboTka 1 nHTepnpeTauus MHopMaummn AN NOArOTOBKN NPOEKTOB PELLEHMI




MoaroToBka 3anpocoB Mo NMOPYYEHUIO PYKOBOAMTENS Ha NoMyYyeHne AOKYMEHTOB U
MHpOPMaLIMM B OpraHax rocy4apCTBEHHOW BNacTu 1 ynpaeneHusl, 06LLEeCTBEHHbIX
opraHusaumsix 1 noslydeHne COOTBETCTBYIOLLEN MHOPMALUA U OKYMEHTOB

NHdopmumpoBaHne pyKkoBoaWUTENS O pes3ynbTaTax pPacCMOTPEHWUsI 3anpocoB W
obpalieHnin

OpraHuzauusi pelleHnst BOMpoCcoB, He TPEOYIOLWMX HEMOCPEACTBEHHOIO y4acTus
pykoBoauTens

MoarotoBka MaTepuanoB AN y4acTUa pykoBoaWUTens B paboTe pasnunyHbIX
CTPYKTYp B COCTaBe [OCYAApCTBEHHbIX W MyHMUMMANbHbIX  OPraHos.,
06LLEeCTBEHHbIX OpraHM3aLuii

MoaroToBka [OOKYMEHTOB AN 3aKMHOYEHUs CornalleHWin O COTPYAHUYECTBE C
OenoBbIMY NapTHepamm

MHopMupoBaHue AenoBbiX NapTHEPOB U 3auMHTEPEeCOBaHHbIX OpraHusauuni o
peLleHnaX PYKOBOANUTENS B XOA4E BbINOMHEHUS COrnalleHni

Heobxooumble ymeHus

AHanunsmpoBatb ” oTbUpaTe WCTOYHUKM MHGOPMaLUM B COOTBETCTBUN C
KpUTEPUSMM  MOMHOTbLI, [JOCTOBEPHOCTM, CBOEBPEMEHHOCTU NpPeAOoCTaBMEHMUS
WHpopmauum

Cobupatb, obpabaTtbiBaTb M aHanuanpoBaTb MHGOPMAaLUUIO B COOTBETCTBUM C
3afaHHbIMK TpeboBaHMAMY

I'Iepep,aBaTb I/IH(*)OpMaLI,MI'O B cucrematm3npoBaHHOM Bunae

O6pabatbiBaTb U CTPYKTYypMpoBaTh WMHOpMauumio, obpasys MHGPOPMAaLMOHHbIE
pecypcbl

MpousBoauTb MOUCK MHGOPMaUUM B CyLIeCTBYWOLWMUX 6asax [OaHHbIX, BecTu
MH(POPMALIMOHHO-CMPaBOYHY0  paboTy Ha OCHOBE PasfMYHbIX  KOMOWHaLMiA
MOWUCKOBLIX MPU3HAKOB

Ob6ecneunBaTtb UHOPMaLIMOHHYO 6e30nacHOCTbL opraHM3aumu

PaboTaTb ¢ KOMMNLIOTEPOM, UCMONBb30BaTh OUCHBIV NaKeT (TEKCTOBLIA pefakTop,
Tabnmubl)

Heobxoaumble 3HaHUSA

BHYTpeHHFlﬂ N BHELIHAA NOJIUTUKA opraHmn3aunm

MpVHLUMNbI NpeacTaBUTENbCTBA B FOCYAAPCTBEHHBIX OpraHax, opraHax MecTHOro
camoyrpaBIieHUsi, CTOPOHHUX OpraHn3aumsix U NopsiAoK B3aMMoAeNCcTBUS C HUMU

an/IHLI,I/II'IbI n Mmetoabl agMUHNCTPUPOBAHUA

Oco6eHHOCTN hOPMUPOBaHUS BHELLHUX Y BHYTPEHHUX MHPOPMAaLMOHHBLIX MOTOKOB

CprKTypa opraHunsauunm n nopAaaokK B3aUMOAENCTBUS nop,pa3p,eneH|/||7| 7 CJ'Iy)K6

MpaBuna popmMmnpoBaHUs 1 NCNonb3oBaHMsA 6a3 gaHHbIX

CoBpeMEHHbIE Hay4yHble MeTodbl U TEXHUYECKME CPEeACTBa, CNocoGCTByOLME
cbopy, obpaboTke, coxpaHeHuo 1 nepeagaye nHgopmalmnm

MpaBuna 3awmTbl KOHUOEHUMANBHOM cny>xebHon nHopmaumm

COBpeMeHHbIe I/IH(*)OpMaLI,I/IOHHbIe TEXHOIOrnn

Apyrve
XapaKTepUCTUKn

3.4.2. TpypoBas yHKUNA

HanmeHoBaHue

AHanus nHcopmaumm 1 NoAroToBka
WMHPOPMaLIMOHHO-aHaNUTUYECKNX MaTepuasnos

YpoBeHb

Kon | D/026 | ot )




KBanudmnkaumnm D

MpouncxoxgeHue
TPYAOBOMN OYHKLUN

3anMmcTBOBaHO 13

Opwurunan X
opuruHana
Kopn PernctpaunoHHbIn
opurnHana Homep
npogeccnoHasnbLHOro
cTaHgapTa

TpyooBble AencTBus

C6op, nepepaboTka u aHanM3 MHQOPMaUUKn ons peLleHns 3agad, NoCTaBEHHbIX
pyKkoBoauTenem

MoaroToBka MHAPOPMALMOHHO-aHaNUTUYECKNX MaTepranos

PaspaboTka TemaTnyeckoro nnaHa 0630pHOro AOKyMeHTa, Aoknajaa

OnpepeneHune kpyra 6ubnuorpadnyecknx NCTOYHMKOB

MoaGop MCTOYHMKOB U NUTepaTypbl Mo Teme oG3opa, Aoknada, aHanuMTUYecKoi
crnpaBku

HanncaHnue n odopmneHne o63opa, goknaga, aHanuMTUYeckon CrnpaBkm

Heobxogumble ymeHus

PaspabatbiBaTh TemMaTUieckmin nnaH o63opa, AoKnaza, aHanmMTUYEeCKON CripaBky

O6ocHoBbIBaTb aKTyalibHOCTb I'Ip06J'IeMbI, KOTOPYHO npeactonTt OCBETUTb B
0630pe, OoKnage, cnpaeke

Monb3oBaTbCs  MH(POPMAUMOHHBIMKW  pecypcamMM M CUCTeMaTU3UpOoBaTb
MHpOPMaLMIO MO 3a4aHHBIM KPUTEPUAM

I'IpanmbHo MHTEPNPEeTUpOBaTb MNOJIydeHHble OaHHble W NpefocTaBlidATb UX B
cncreMmaTusnpoBaHHoOM Bmnae

Onpefensite Kpyr WCTOYHMKOB W NWTepaTypbl, HEOGXOAMMbLIX AN MOATOTOBKM
MHPOPMAaLIMOHHO-aHANMUTUYECKUX MaTepraros

Wanaratb mMmaTtepuan B Normyeckon nocnenoBaTeflbHOCTH

MpousBoauTbL aHaNM3 1 OLEHKY M3NOXKEHHOro MaTepuana

Od)OpM.I'IFlTb TEeKCT B COOTBETCTBYHOLLEM CTUNE

PepaktupoBaTb TEKCT [OKYMEHTOB

CDOpMyJ'II/IDOBaTb BbIBOAbl U pekoMeHaauunmn

OcyuwiecTBnsATb  aBTOMaTU3auMio MpoueccoB cbopa, XpaHeHWs U1 Bblgauu
WUHpopmauum

Monb3oBaTbCs yCTPOMCTBAMM aBTOMaTM3MPOBaHHOM 0OpaboTkM TEKCTOBOW
nHopmaumm n GoToHabopHLIMK YCTPONCTBaMM

anIMeHFlTb BbIYNCINTUTENTBHYIO TEXHUKY WU VIH(*)OpMaLI,MOHHbIe TexXHonormn AOnsa
3KOHOMMWYHON W paLl,I/IOHaJ'IbHOIZ opraHmnsauumn MH(*)OpMaLI,I/IOHHbIX npoueccos,
NOBbILLEHNS UX TMOKOCTM N AUHAMUYHOCTH

MpousBoauTb  NUTEPATYPHO-CTUIUCTUYECKYI0 00paboTKy TeKcTa, MpOBEPKY
NOrMYeckoii MocrefoBaTeNbHOCT M3MOXKEHWsl, aHanM3a W OLEeHKW, HanvcaHus
BbIBOAOB ¥ peKoMeHAaL i

an/IMeHﬂTb OCHOBbI MCUXOMOrnM OenoBoro obLeHns

Heobxoaumble 3HaHuS

HOpMaTVIBHbIe npaBoBble  aKThl, HOpMaTMBHO-MeTOoONYECKNE  OOKYMEHTHI,
rocygapcCTtBeHHble CTaHO4apThbl B ccbepe AeATenbHOCTU opraHn3aunn




CTpykTypa  opraHusaumu,  pyKOBOACTBO  CTPYKTYPHbIX  MnoApasfeneHui,
HanpaBneHna [OeATEeNbHOCTM OpraHM3auMM U KOMMNETEHUMM  CTPYKTYPHbIX
noapasfaeneHnn 1 OMKHOCTHbIX Nl

Knaccucpukauusa  ynpaeneH4YeckoM  MHgopmauun, BuAbl  ynNpaBreHYecKomn
WUHpopmauum

dopMbl NpeaocTaBneHns yrnpaBneH4Yeckon nHpopmaumm

NcTouHukn ynpasneHdeckon wuHcpopmMauumm, MeTtoauvka oTbopa WUCTOYHUKOB
WUHpopmauum

TpeboBaHus, NpeabsBnsemMble K ynpaBneH4Yeckon nHgpopmaumm

OcobeHHoCcTn pedepupoBaHusa uHdopmaumum, cneuuduka odopMIeHusa u
COCTaBneHus aHHoTauumK, pecdepatos, 0630poB, 4OKNA40B

Kateropuu notpeburenen, Ha KoTopble OyaeT paccuMTaH gaHHbI 0030p, Aoknag

MeToabl o6pa60T|<|/| I/IHd)OpMaLI,I/II/I C NpMMeHeHnemM COBpPEMEHHbLIX TeXHU4YEeCKUX
cpencTte KOMMyHI/IKaLI,I/IIZ N CBS3U1, BbIYUCITUTENBHOW TEXHMKM

CTpykTypa WH(OPMaUMOHHBIX M3JaHW B 3aBMCUMOCTM OT  XapakTepa
MHpOPMAaLIMK 1 LIeNeBoro HasHauyeH st MHOPMAaLMOHHbBIX U3aaHWiA

CoBpeMeHHble cpencTtBa cbopa, 06paboTku, cucrtemaTnsaumm MHopmaumum

NcTouHukn uHdpopmaumn: katanorn 6ubnmoTek, KypHanoB, NOUCKOBbIE CUCTEMbI
WH(OPMALIMOHHO-TENEKOMMYHMKALIMOHHOM ceTu "VIHTepHeT", aneKkTpoHHble 6a3bl
OaHHbIX

dyHKLUMOHaNbLHOEe HasHaveHue ob3opa (6ubnumorpaduyeckoro, pedepaTMBHOrO,
aHanMTM4eCcKoro) Kak cpeactBa OpUeHTauum yuTatens B JOKYMEHTaNbHOM MIu
WHOPMALIMOHHOM MOTOKE

OcobeHHOCTN 0BLLeHay4YHOW 1 nparMaTU4eckon yHKLUN 0630poB

MpaBuna paboTbl C BHELHUMU HOCUTENSMM UHOPMaLUM

HOpMaTI/IBHbIe LOOKYMEHTbI, rocyfoapCTtBeHHbIe CTaHOapThbl B obnactun
OeATesIlbHOCTU opraHmnsaunm

MoHaTmne u cneuundurka Gubnuorpadumyeckoro, pedepaTUBHOrO U aHaANUTUYECKOro
MHAOPMALIMOHHOIO U3gaHns

CnpaBoyHble NpaBoOBblE CUCTEMBI

Opyrue
XapaKTepUCTUKN

3.4.3. Tpynosas pyHKLMSA

OpraHu3aumnst 4enoBbIX KOHTAKTOB U YpoBeHb
HavmeHoOBaHMEe | NPOTOKOJSIbHLIX MEPOMPUATUI Kopg D/03.6 |(nmomypoBeHb)
KBanudmnkaumnm

MpouncxoxgeHue
TPpyaoBon oyHKLNN

3aMmcTBOBaHO 13

OpwurunHan X
opurMHana
Kon PernctpaunoHHbIn
opurMHana HoMep
npodgeccnoHansHoro
cTaHpapTa

TpynoBble AencTems

OpraHmaau,vm N nrnaHunpoBaHMe [enoBbliX KOHTAKTOB, BCTped W Noe3gok




pykoBoautensa

OpraHusauusa  3acefdaHui, COBELLaHUM WU MepOonpusATUA,  NPOBOAMMBIX
pyKoBOAUTENEM

lMogroToBKka MaTepuanoB 4SS COBELaHWi, BeaeHne n ohopmMreHmne npoToKosos

MoaroToBka I'Ipe3eHTaLI,I/IIZ Nno yKa3aHuo pykoBoaAUTENA

MoaroToBka 1 NpoBeAeHue npecc-KoHMEPEHLMS pyKOBOAUTENS

BcTpeya y4yacTHMKOB MeperoBopoB, obGecrnedyeHne ux UHDOPMALMOHHBLIMM
maTtepuanamu, BeieH1e 3anuncei neperosopoB

Heobxogumble ymeHus

CocTaBnsiTb NnaH noesgku pykoBoautensa

Od)OpMJ'IFlTb OOKYMEHThI, HeobGxoguMble ONA OENOBOW MOE3aKw, KOMaHOUNPOBKN
pykoBoautensa

CocTtaBnsitb M 0oopMnNATL MNPOTOKONbI COBELLAHWA, 3acefaHuin u  Opyrux
KOH(PEPEHTHbIX MEepPONpUATUIA, FOTOBUTb CMMWCOK YYaCTHMKOB, MOBECTKY [OHS,
SIBOYHbIE MUCTbI Y MPOEKTbI MTOrOBbIX JOKYMEHTOB

CocTaBnsTb Npecc-penusbi

BecTv neperosopbl ¢ napTHepamu

PabGotath B pexnve MHoro3agavyHocTu

PaboTtaTtb ¢ 60nblwKM 06 beMOM MHdOpMaLmMm

Cos3paBatb M nogaepXxmBaTtb NONMOXUTENbHBLIN UMUK opraHunsauunm u
pykoBoautensa

WMcnonb3oBaTtb BbIYUCITUTETTBHYIO TEXHUKY n
I/IH(*)OpMaLI,I/IOHHO-KOMMYHI/IKaLI,I/IOHHbIe TexHonormm ana 6onee 3KOHOMWYHOW W
paLI,I/IOHaJ'IbHOI7I opraHunsauunn I/IH(*)OpMaLI,MOHHbIX npoueccosB, MOBbILLEHNA UX
MMBKOCTM N AUHAMUYHOCTH

Ob6ecneunBaTtb MHpOPMALIMOHHYO 6e30MacHOCTL OpraHM3aumm

Heobxoaumble 3HaHUSA

HOpMaTI/IBHbIe npaBoBbl€  aKThl, HOpMaTMBHO-MEeTOOANYECKNE  OOKYMEHTDI,
rocygapcCTtBeHHble CTaHO4apThbl B ccbepe AeATenbHOCTU opraHn3aunn

CTpyKTypa opraHu3auuu, pykOBOASLLMIA COCTaB OpraHusauuu 1 noapasgeneHuit,
HanpaBfieHNst [OeSTeNbHOCTM  OpraHu3auuMuM W KOMMETEHUUM  CTPYKTYPHbIX
noapasaeneHnit U OMKHOCTHBIX ML

Mcuxonorust 4enoBoro o6LLEHNS, OCHOBbI KOH(MKTONOrK

I'Ipanma npoBeaeHna AenoBbiX NeperoBopoB U NMPOTOKOJIbHbIX MepOI'IpI/IFlTI/IIZ

OTUKET 1 OCHOBbLI MEXAYHapPOAHOTO NPOTOKOsa

I'Ipanma COCTaBNneHNA n O(*)OpMJ'IeHI/Iﬂ LOOKYMEHTOB

MpaBuna 3awmTbl KOHGUOEHUMANBHOW Cny>ebHon nHopmaumm

MH(*)OpMaLI,I/IOH HO-KOMMYHUKaALUOHHbIE TEXHOJ10IMN

Lpyrue
XapaKTepUCTUKN

3.4.4. Tpynosas pyHKLMSA

HanmeHoBaHue

OpFaHI/I3aL|,I/I$| NUCnoJiHeHn4a peLueHvuZ
pykoBoguTens

YpoBeHb
Koa D/04.6 |(nooypoBeHb)
KBanudmnkaumnm




MpoucxoxaeHne
TPyaoBon oyHKLNN

3anmMmcTBOBaHO U3

Opwurunan X
opurMHana
Kon PernctpaunoHHbIn
opurMHana HoMep
npodgeccuoHansHoro
cTaHpapTa

TpynoBble AencTems

[okymeHTanbHoe ohopMieHne peLleHnin PpyKoBOANTENS, JOBeAeHME 00 CBeAeHNS
paboTHNKOB OpraHM3aLumn YCTHbIX pacrnopsKeHn pykoBoauTens

KoopavHaums oeaTensHOCTM NO UCMOSNTHEHUIO PELLEHWUIA pyKOBOAUTENS

KOHTpO.I'Ib ncnonHeHunsa peLIJeHI/II7I pykoBoauTensa

lMoaroToBKa OTYETOB O BbIMNOSIHEHUU NOPYYEHUI U PELLEHUIA PYKOBOAUTENS

Heobxooumble ymeHus

CoctaensTb 1 Od)OpMJ'IﬂTb LOOKYMEHTbI, cogepiKalline nopyyvyeHna n pacnopsaxeHnq
pykoBoautensa

BecT y4yeT nopyyYeHWid PYKOBOAMTENs, TPEOYWLMX KOHTPOMsS MO CYLIEeCTBY
pelueHus Bonpoca

YeTKo 1 BbICTPO NpUHMMATL peLLeHnst B npoLiecce paboThl

Mpon3BoanNTb aHanm3 UCNONHUTENBCKOW ANCLUNINHBI

CocTtaBnsiTb aHanNUTUYEeCKne OTYeTbl U cnpaBkyn Nno pe3ynbTtataM WUCNOJTHEHUA
nopyvYeHnn n pacnopsaxeHmmn pykosogntens

Monb3oBaTbCA CUCTEMaMU SNEKTPOHHOIO AOKYMeHToobopoTa

an/IMeHFlTb BbIYUCITUTENTbHYKO TEXHUKY WU I/IHd)OpMaLI,I/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe
TEXHOMOrMM Anst 3KOHOMUYHOM ” paLl,I/IOHaJ'IbHOIZ opraHunsauunmn MHd)OpMaLl,I/IOHHbIX
npoueccos, NoBbILLEHNA UX rMOBKOCTM N AUHAMUYHOCTU

Ob6ecneunBaTtb 6€30MaCHOCTb AEATENBHOCTUN OpraHn3auum

Heobxoaumble 3HaHuS

HopmaTuBHble MpaBoBble  akTbl, HOPMAaTUBHO-METOAMYECKUE  [JOKYMEHTHI,
rocyoapCTBEHHbIE CTaHA4apThbl B chepe AeATeNbHOCTY opraHusaumm

CprKTypa opraHunsauunu, pykoBOACTBO CTPYKTYPHbIX no,u,paa,u,eneHMﬁ,
HanpaBneHua n0edAtenbHOCTU  opraHusaunun K1 KOMNETEeHUMU  CTPYKTYPHbIX
I'IOD,pa3D,eJ'|eHI/IIZ N OOJTMXHOCTHbIX L

MpaBuna NpoBeaeHWst KOHTPOSS UCMOSTHEHWS NOPYYEHUIA PYKOBOAUTENS

TexHonorus BegeHust KOHTPONA UCMOJTHEHNA I'IOpy‘-IeHI/IIZ pykoBoguTens

CuncTembl 3neKTPOHHOIo OKYMeHToobopoTa, 6a3bl JaHHbIX

TpeboBaHust oxpaHbl Tpyaa

Lpyrue
XapaKTepUCTUKN

IV. CBegeHns 00 opraHusaumsx - paspabotumkax
npodeccuoHasnbHOro ctaHaapTa

4.1. OTBeTCTBEHHAs opraHusaumsi-pa3paboTynk

MockBa

HIM "HaumoHanbHasa accoumauuns 0pUCHbIX CNELnanmcToB U agMMHUCTPATMBHBIX paboTHMKOB", ropoa

OupekTop

XntocHesa Jliogmuna NeTpoBHa




4.2. HanmeHoBaHuWsa opraHmM3aumi-paspaboTynkos

1 AHO "AreHTCTBO CTpaTermyecknx MHMLMaTMUB Mo NPOABMKEHUIO HOBLIX NPOEKTOB", ropoa MockBa

2 AHO "YensbuHckoe pernoHanbHOe areHTCTBO pa3BuTUA kBanudmkaumin", ropoq YenabuHck

3 AHO BIMO "MexpernoHarnbHbIi OTKPLIThIA coLmarnbHbIn MHCTUTYT", ropoa Mowkap-Ona, Pecnybnvka
Mapwuin On

4 Bonrorpaackasa ToproBo-npombILLneHHas nanara, ropos Bonrorpag

5 Y "BCepoccumnckmin HaydHo-ncenegoBaTesibCkMm MHCTUTYT AOKYMEHTOBEAEHNS N apXMBHOro gena”

(BHUWIOAL), ropoa Mockea

6 HOY OHO "MHCTUTYT uHopmaumoHHbIX TexHonorun "AnTu", ropoa Mocksa

7 O6Lwepoccumcknii npodcoro3d paboTHMKOB rOCY4aPCTBEHHBLIX YYPEXAEHWI U 0OLLECTBEHHOTO
obcnyxmBaHust Poccuinckon ®enepaumm, ropog Mocksa

8 O6bLepoccuiickoe MmexoTpacnesoe o6beanHeHne pabotogatenen "Hukenb", ropoa Mocksa

9 000 "MawikpocodT Pyc", ropog Mocksa

10 OO0 "UeHTp akcnepTtussl 1 ceptudukaumn”, ropon Mocksa

11 | OOO "OneKTpoHHbIe oduncHbIE cuctembl”, ropog Mocksa

12 MoBOMKCKUN MHCTUTYT ynpasneHns nmenu N.A. CtoneinuHa - dpunman ®Ire0Y BI1O "Poccuinckas
akagemusa HapoAHOro X0391CTBa 1 rocygapcTBeHHom cnyx6bl npu MNpesngeHTe Poccuickon
depepauymmn”, ropoag Capatos

13 OrAQY OMNO "Akagemusi cTangapTmM3aummn, metponorum n ceptudpmkaumn”, ropog Mockea

14 | ®Ir'bOY BI10 "lMeH3eHCKUI rocyaapCTBEHHbIM yHUBEpCUTET", ropoA NeH3a

15 OIrBOY BIO "Poccuiicknii rocyaapCTBEHHbIV FyMaHUTapHbIN yHMBepcuteT", kadeapa
OokymeHTOoBeaeHus, kadenpa ACOOY, ropoa Mocksa

16 OIrbY "HayyHo-uccrnenoBaTenbCKkMi MHCTUTYT TPyAa M coumanbHOro ctpaxoBaHus" MuHmucrtepcTea
Tpyda u coumnanbHom 3awmtbl Poccuinckon denepaumm, ropog Mocksa

17 | SpocnaBckas TOproeBo-npoMbILINIeHHan nanarta, ropod Apocnasnb

<1> O6LLepocCUNCKNin KnaccugukaTop 3aHATUR.

<2> ObLwepoccuimcknin knaccudunkaTop BMOoB 3KOHOMUYECKON OEATENBHOCTH.

<3> ObLwepoccumcknin knaccudukaTop crneumanbHOCTEN No 06pa3oBaHuIo.

<4> EpuHbIN KBanMUKALMOHHBLIA CNPaBOYHMK AOMMKHOCTEN PYKOBOAWUTENEW, CneunanuctoB u Apyrux
cny>xatimx.

<5> O6wepoccuicknin knaccudpmkatop npodeccuii pabounmx, OOIMKHOCTEN ChnyXawmx W TapUdHbIX
pa3psiaos.
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