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[Ipuka3z MunucrtepcTBa Tpyzna u counanbHoi 3aumTsl PO ot 6 mas 2015 r. N 2761 "OO0 yrBepxkaeHun
npoeccruoHanbHOro cranapta "CrnenuaimucT Mo OpraHu3alHOHHOMY U IOKYMEHTAHOHHOMY
00ecreueHNIo yIpaBieHusl opraHusanueir”

IIpuka3 MuHucrepcTBa Tpyaa u couuaabHoii 3amuTel P® ot 6 mas 2015 r. N 276
"O0 yrBepxaeHun npogeccuoHaIbHOro cranaapra "CnenuaiancTt no OpraHu3aiuoHHOMY U
AOKYMEHTAIlHOHHOMY o0eclie4eH!I0 YIpaBJieHusl opranu3zanueii"

B coorBerctBum ¢ mnynkTom 16 IlpaBunm pa3paboTKu, YTBEpXKACHUS H  MPUMEHCHHS
npodeCCHOHANBHBIX CTAaHAAPTOB, YTBEPXKIACHHBIX mocTtanoBjenunem [IlpaButensctBa Poccuiickoii
Oenepaunu ot 22 auBaps 2013 r. N 23 (Cobpanue 3akoHonaTenberBa Poceuiickoit @enepanuu, 2013, N 4,
cT. 293; 2014, N 39, ct. 5266), npuKa3bIBaro:

YTBEPIUTH MpHilaraeMblil npogeccnonanbubiii ctanaapt "CrnenuanucT o OpraHu3allMoHHOMY U
JTOKYMEHTAIIMOHHOMY 00€CTICUEeHUIO YITPaBJICHUsI Opranu3anuei’.

Munuctp M.A. Tonwiux

3apeructpupoBaHo B Muntocte PO 2 urons 2015 r.
Peruncrpanmonnsiii N 37509

TAPAHT:
CM. cipaBKY 0 Tpo(heCCUOHANIBHBIX CTAHIAPTaX
CmMm.:
AOJKHOCTHYI0 HHCTPYKIIHIO TIOMOIIIHUKA PYKOBOIUTEIISA
MOJKHOCTHYI0 HHCTPYKIIHIO CEKPETapsa-aIMUHUCTPATOPA
MOJKHOCTHYI0 HHCTPYKITHIO CEKPETapsl PYKOBOIUTEIIS

AOJIKHOCTHYI0 MHCTPYKIHUIO JCTIOIIPOU3BOUTEIIA

IIpodeccnonanbHbIA CTAHAAPT
CrienMaJIuCT MO0 OPraHU3aAUMOHHOMY M IOKYMEHTAIIMOHHOMY 00ecnedyeHuIo
yIIpaBJIeHUS] OPraHU3anM e
(yTB. npukazom MUHHCTEPCTBA TPYAa M CONUAIBLHOM 3amMThI P® o1 6 mas 2015 r. N 276n)

447

PePMCTpaHMOHHHﬁ HOMEP

I. O6uIue cBeneHns

OpPaHMSaHMOHHOe ¥ IOOKYMEHTAalLMOHHOe obecleueHue

YHOPpaBJIEeHVA OPIaHM3allVMAMNM JIIOOBIX OPTaHM3allMM OHHO —IIPaBOBEIX
bopm 07.002
(HaMMeHOBaHME BMUIOa HpO@eCCMOHaHbHOﬁ O0esaTeJIbHOCTH) Kon

OcHoBHas Ociib BUaa HpO(I)eCCHOHaHBHOIZ ACATCIIbHOCTH!
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Peanuzanus oGecrieunBaromux GyHKIUN YIpaBICHUS OpraHu3alueii; BHEAPCHHUE JTyUIINX TEXHUYECKUX
pa3pabOTOK M HOBEHIIMX TEXHOJIOTUH B 00OeCIieueHUe YIPaBICHUs OpraHu3alen

I'pynna 3ansaTwmii:

2432 bubmmorekapu, oubmmorpadsr, | 3431 AJIMUHUCTPAaTUBHO-YIPaBIEHYECKUI
JOKYMEHTOBEbI U HepCOHAI
CHELMAIUCThI POJICTBEHHBIX
npodeccuit
4222 Cnyxaiuue, 3aHITbIE IPUEMOM | - -
1 UH(GOPMUPOBAHUEM
MIOCETUTEIEN

(xon (HaMeHOBaHUE) (xon OK3) (HaMMeHOBaHUE)
OK3*(1))

OTHeceHMe K BUIaM DKOHOMHYECKOHN NEITEILHOCTH:

82.1 JlesTenbHOCTh aIMUHUCTPATUBHO-X03AMCTBEHHAs M BCIIOMOTaTEIbHAs
JIeSITeNIbHOCTD 110 00ecreueHn 0 QYHKIIMOHUPOBAHUSI OpraHu3alluu

82.3 JlesiTenbHOCTh 110 OpraHu3aliy KOH(EPEeHIIN U BICTaBOK

(xox (HauMeHOBaHWE BHUJIa YdKOHOMUYECKOH eI TEIIbHOCTH )

OKB3/1*(2))

II. Onucanue Tpya0BbIX QyHKIMHA, BXOAAIIMX B NPO(QeCCHOHATbHBIN CTAHAAPT (PyHKUMOHAIBHAS
KapTa BUAa nNpogecCuoHAIbHOM eI TeJIbHOCTH)

O060011eHHbIE TPYAOBBIC (PYHKIIUH TpynoBbie GyHKITUU
KOJ[ HauMEHOBaHUE ypOBEH HAaUMEHOBaHHE KOJ[ YpOBEHb
b (mo1ypOBEHB)
KBaTH KBaTH(pUKALIH
MKalluu u
A Opraan3zauuoHHOE 3 [Ipuem u pacupenenenue A/01.3 3
obecrnieueHue Tene(OHHBIX 3BOHKOB
JeSITeNbHOCTH OpraHu3anun
OpraHu3aruu Opranu3zanusi padoThl ¢ A/02.3 3
MOCETUTEJISIMH OpPraHU3aluu
Brinonxenue A/03.3 3
KOOPJIMHUPYIOIIHUX U
obecrnieunBarouX GyHKIMH
B JIOKyMEHTAIlMOHHOE 5 Opranuzanus padoTsl ¢ B/01.4 5
oOecrieueHue JIOKYMEHTaMH
NEATENbHOCTH Opranuzanys TEKyIero B/02.4 5
OpraHu3aluu XpaHEeHHUsl JOKYMEHTOB
Opranuzanus o0paboTKU A€ B/03.4 5
JUIS TIOCJIEAYIOIIET0 XpaHEHHS
C Opranu3zanuoHHoe, 6 OkazaHue nomMoIu C/01.6 6
JOKYMEHTAI[HOHHOE U PYKOBOJIUTEIIO B
nH(pOpPMAIMOHHOE IUIAHUPOBAHHUU PabOyero
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obOecrieyenne
NEATEILHOCTH
PYKOBOIUTEIIS
OpraHu3aIuu

BPEMEHHU

[InanupoBanue padouero aHs
cekperaps

C/02.6

Opranuzanus TenepOHHBIX
IIEpETOBOPOB PYKOBOANUTEIS

C/03.6

Opranuzanys KOMaHAUPOBOK
PYKOBOJAUTEIIS

C/04.6

Opranuzanus padoTsI ¢
IIOCETUTCIISIMU B HpHeMHOﬁ
PYKOBOJHTEIIS

C/05.6

Opranu3zanusi moJaroToBKH,
MIPOBEJICHUS M 00CITY)KUBAHUS
KOH()EPEHTHBIX MEPOTIPUSATHIMA

C/06.6

Opranu3zanus UCTIOTHEHUS
peLIeHnH, OCYILIECTBICHUE
KOHTPOJISI UCTIOTHEHUS

MIOPYYEHUN PYKOBOJIUTENS

C/07.6

Opranuzanys u noajaepxxaHue
(GyHKIIMOHAIBHOTO paboyvero
MPOCTPAHCTBA TPUEMHOUN U
KaOMHEeTa pyKOBOIUTEIS

C/08.6

Pa3zpaboTka mokaabHBIX
HOPMATHBHBIX aKTOB,
perIaMeHTUPYIOITUX paboTy
ceKperaps

C/09.6

Cocrasiienne u 0(hopMIICHHE
yIpaBJICHYECKON
JOKYMEHTaI1

C/10.6

Opranuzanus paboTsl ¢
JOKYMEHTaMU B IIPUEMHOM
PYKOBOIUTEIS

C/11.6

Opranuzanus XxpaHeHHs
JOKYMEHTOB B IIPUEMHOM
PYKOBOIUTENS

C/12.6

ObecrieueHre pyKOBOIUTEINS
nHdopmarmen

C/13.6

Opranuzanus
nH()OPMAITMOHHOTO
B3aMMOJICHCTBHS
PYKOBOAMTEIIS C
NOApa3ACICHUSIMU 1
JIOJDKHOCTHBIMH JIMIIAMU
OpraHu3aIun

C/14.6

D WNudopmanroHHo-aHa
JIUTUYECKAs U
OpraHU3alMOHHO-aIM
MHUCTpPATUBHAs

MO IEPKKA
JEATEIbHOCTH

dopMHUpoBaHKE
UH(POPMALIMOHHOTO
B3aUMOJCUCTBUSA
PYKOBOIUTENS C
OpraHu3alusIMu

D/01.6

Ananu3 uHpopmMaluu 1

D/02.6
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PYKOBOIUTEIS HOJIrOTOBKA
OpraHu3anuu UH(POPMALMOHHO-aHAIUTHYEC
KHUX MaTepUaJIOB
Opranuzanus Ae10BbIX D/03.6 6
KOHTAKTOB U IMPOTOKOJIbHBIX
MEPOIPUITHI
Opranu3anys UCTIOTHEHUS D/04.6 6
peneHuii pyKoBOIUTENS
II1. XapakTepucTika 00001IEHHBIX TPYAOBbIX (PYHKIIUI
3.1. O0o0meHHas TpyaoBasi GyHKIUS
HaumenoBan | OpranuzannoHHoe o0ecrieueHue Kon YpoBeHb 3
ue JeSITeIbHOCTH OpraHU3aluu KBaJIM(pUKaALIMK
[Ipoucxoxnenue Opurnnan X | 3aMMCTBOBAHO U3
00001IIeHHOM TPYI0BOI OpHTrrHaja
byHKIIAN
Kon Peructpanuon
OopuruHasa HBI HOMEP
npodeccuoHan
BHOTO
CTaHJapTa
Bo3mokHbIe Cekperapb-aIMHUHUCTPATOP
HaUMEHOBAHU
JIOJDKHOCTEH,
npodeccuii

TpeboBanus k
00pazoBaHUIO U
00yueHuIo

Cpennee obmee odpazoBaHue
[IpodeccronansHOE 00YYEHHUE - TPOrPaMMBbI IPOPECCHOHATBHOM MOTOTOBKH
1o npodeccusiM padovmx, TOIDKHOCTSM CITYXKAIUX, TIPOTPAMMBI
HEPENOITOTOBKUA PA00YHX, CIYKAIIHMX, POTPaMMbI TIOBBIIICHHS KBATU(HUKAIIMN
pabouux, CIyxamux

TpeboBanus k -
OIIBITY
MIPAKTUYECKOU
paboTHI

Oco0ble ycnoBust -
JI0ITyCKa K paboTte

Jpyrue -
XapaKTCPUCTUKU

I[OHOJ]HI/ITCJILHBIC XapaKTCPpHUCTUKU

HaumenoBaHnue noxkymeHTa Kon HaumenoBanue 6a30B0ii rpyIiibl, JOHKHOCTH
(mpoeccun) mim cnenuanbHOCTH
OK3 4222 | Cnyxaiue, 3aHsTble IPUEMOM U HH(QOPMUPOBaHHEM
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IOCETUTENEN

OKCO*(3)

032001 | JJoKyMEHTOBEICHUE U JOKYMEHTALIMOHHOE

obecrieyeHne ynpaBiIeHHs

3.1.1. TpynoBas ¢pyHKIMSA

HaumenoBanue [Ipuem u pacnpenenenue Kon A/01.3 | YpoBeHb 3
Tes1e()OHHBIX 3BOHKOB (moypoBeHb)
OpraHu3aluu KB (PUKAINA
[Tpoucxoxnenue Opurunan X 3anMCTBOBaH
TPYIOBOU 0 u3
byHKIIUN OpHIrMHajIa
Kon Perucrpanmonublit
opuruHaa HOMeEp
npodeccuoHaIbHO

ro CTaHgapra

Tpynoseie nericTBus

[lepenanpasienue TeaePOHHBIX 3BOHKOB PYKOBOJACTBY U COTPYIHUKAM
OpraHu3anumn

Peructpanus nocrynarmomux teaeOoHHbIX 3BOHKOB

[Tonyyenue He0OX0AMMOM HHPOPMALIUK U TIepeaada CAaHKIIMOHUPOBAHHON
nHpopMaluu 1o Teneony

Heo6xomumbie ymeHust

Hcnonp30BaTh TEXHUYECKHE U TTPOTPAMMHBIE CPEICTBA TSI TIPOBEICHUS
TOJIOCOBOM MJIM BHJI€0-KOH(MEPEHIT-CBSI3H

Hcnonb3oBath cpeicTBa KOMMYHUKAIIMOHHOM OPTTEXHUKHU YIS TTOTY4YEHUS U
nepenadr nHdopmaluu

BecTu yueTHble peructpanmoHHbie (POPMBI, HCIIOIH30BATh UX JIJIS
nH()OpMaIMOHHON pabOTHI

YcTaHaBnuBaTh KOHTAKT ¢ COOECETHUKOM, TOIEP)KUBATh U Pa3BUBAThH
JIeJIOBYIO Oecey B mpoliecce Tesie(OHHBIX IEPEroBOPOB

CriaxxuBaTth KOH(bJ'II/IKTHI)IC H CJIOKHBIC CUTyallU MECKIMYHOCTHOI'O
BSaHMOﬂeﬁCTBHH

CobmonaTh CIy>KEOHBIH ATHKET

HeoOxoaumeie DyHKIMY, 3a]1a91, CTPYKTYpa OpraHu3allliu, ee CBsI3U
3HaHUS [IpaBuna B3aMMOACHCTBUS C TApTHEPAMH, KJIMEHTAMH, CPEICTBAMU MacCOBOM
nHbopmauu
DTHKA JIEJI0BOT0 OOIICHUS
[TpaBuia pedeBoro ATHKETa
TpeGoBaHust OXpaHbl TpyAa
[TpaBuna 3amuThl KOHGUICHIIMATHLHOU CTyXeOHOM HHpOpMaIu
Jlpyrue -
XapaKTEePUCTUKH

3.1.2. TpynoBast pyHKIHS

HaumenoBanue | Opranusanus paboTsl ¢ Kox | A/02.3 | YpoBenb 3
MOCETUTENSIMHU OpraHu3aluu (moypOBEHB)
KBaJTM (pUKAIIHH
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[Ipoucxoxnenune | Opurunan X 3aMMCTBOBAHO U3
TPYLOBOM opuruHana
byHKIIH
Kon Perucrpanmo
opuruHaia HHBIN HOMED
npogdeccuona
JIBHOTO
CTaHJapTa

TpynoBeie nelictBus | BeTpeua noceruteneit, noay4eHne NepBUYHON HHPOPMALIUU O IOCETUTENSIX U
MIOMOIIb B OPraHM3allMH UX NTPUEMA PYKOBOJUTENIEM U COTPYAHUKAMH
Benenue xypHaia 3anicH oceTuTenei

Y4er nocerureneil 1 opopMieHHE TPONYCKOB

CopeiicTBre ONIEPaTUBHOMY PACCMOTPEHHUIO MTPOCHO U MPEATIOKEHUI
MTOCETUTEIIEN

[Ipuem u nepenavya TOKyMEHTOB MOCETUTENEH PYKOBOJCTBY U COTPYAHUKAM
OpraHu3anun

Opranuzanys 1 6poHUpPOBaHHUE NIEPETOBOPHBIX KOMHAT

CepBupoBKa daifHOTO (KO(eitHOT0) cToIa B 0rice

[IpuroTtoBiieHne HANMUTKOB (Yaii, Ko(e, MPOXJIaIUTEIbHbIE HAITUTKH)

Heo0xoanMeie OO0I1aThCs ¢ IOCETUTEIIMA
YMCHHS Hcnonb30BaTh yCTaHOBJICHHBIE TIPABUJIA M PO YPhl KOMMYHHUKAIIMH BHYTPH
OpraHu3aIu’

Bectn ydeTHbie popMBl, HCTIOIB30BaTh UX ISl pAOOTHI

Co31aBaTh NOJIOKUTEIIbHBIN UMUK OpraHU3aluu

[TpuHUMATH MEpBHI 10 pa3penIeHUI0 KOHQJIMKTHBIX CUTYaIui
[TpumensTh HHGOPMAITMOHHO-KOMMYHUKAITMOHHBIC TEXHOJIOTUH
O6ecneunBaTh KOHPUACHIIMAIBHOCTh HH(DOpMaIIUN

HeoOxoaumebie [IpaBuna opranu3anuy npuemMa MnoceTUTeINeH

3HaHUS [IpaBuna nemnoBoro ooIeHus

CTpyKkTypa opraHu3aiuy 1 pacrpenesieHue QyHKIUH MeXITy CTPYKTYPHBIMH
TI0JIPa3JICJICHUSIMH U CTICIUATACTAMH

[IpaBuna opranu3anuu NpueMoB B oduce

[IpaBuina cepBUpoBKH YaliHOTO (KO(EHHOTO0) CTOJIA

[IpaBuia NPUrOTOBJICHUS M MOJIAYW TOPSYUX HAITUTKOB U 3aKYCOK K HUM
DTHKA JIEJI0BOTO OOIICHUS

[IpaBuia pedeBoro THKETa

TpeGoBaHus OXpaHbl TpyAa

[TpaBuna 3amuThl KOHGUICHIIMATHEHOU C1yXeOHOM HHpOpMaIH

Jlpyrue -
XapaKTCPUCTUKHU

3.1.3. TpynoBast pyHKIHS

HaumenoBanue Brimonnenue koopaunupytomux | Kox | A/03.3 | Yposenb 3
u obecrieunBaOIUX QyHKIUH (moypOBEHB)
KBaJTU (hUKALTHH
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[Ipoucxoxnenune | Opurunan X 3aMMCTBOBAaHO
TPYLOBOM U3 OpUrMHAaIa
GbyHKITIH
Konx opurnnana  Perucrpanmon
HBI HOMEp
npodeccroHal
BHOI'O
CTaHzapTa
Tpynoseie Benenue xypHaia pa3pe3/1oB paOOTHUKOB OpraHU3aluu
JNEeNCTBUSA Koopaunaius paboThl KypbepOB U BOJUTENIEH OpraHu3aluu

Benenue xypHaia pa3pe3/IoB KypbepOB OPraHM3alliK U MapUIpyTOB BOJUTENEH
CocraBieHue CIpaBKy O pa3be3ax pabOTHUKOB, KypbepOB M MapIIpyTax
BOJIMTEJIEN OpraHu3aluu

Heobxomumsie CocTaBIsITh ¥ BECTH YUETHBIE IOKYMEHTHI

YMEHHUS [IpumensTH cpeacTBa KOMMYHUKAIIMK JUTSI IEpEAavu HOPYUEHUH PyKOBOIUTENS
Y COTPYJHUKOB OpraHU3aINH

[IpumeHsTH COBpeMeHHbIE CpeicTBa cOopa, 00pabOTKH U Mepeiadun
nHdopmanuu

OneHuBaTh pe3yNbTaThl B paMKax MOCTABJICHHBIX 3a/1a4

OcymiecTBIATh KOHTPOJIb UCTIOTHEHUS TOPYYEHUIN PYyKOBOAUTENS

COTpYJHUKaAMU
Heob6xomumbre IIpaBuia peyeBoro 3TUKeETa
3HAHUA DTHKa JEJI0BOT0 OOIICHUS

TpeGoBanMs OXpaHbl TPyAA

[IpaBusa 3amuThl KOHGUIECHITMATBLHOM ClTy>)keOHON nHpOopmMaIuu
CTpykTypa opraHu3aiuy 1 pacrpenesieHue QyHKIUH MeXITy CTPYKTYPHBIMH
TI0JIPa3JICICHUSIMU U CTICIIUATTMCTAMH

HApyrue -
XapPaKTCPUCTUKHU

3.2. O600meHHas TpyaoBast PyHKIIH

HaumenoBan | JlokymMeHTallMOHHOE OOecrieueHue Kon B | Yposensn 5
ne JIEATEIIbHOCTH OpraHu3aliu KBaTM(UKALTTH
[Ipoucxoxnenue Opurunan X 3anMMCTBOBAHO U3
0000111eHHO TPYA0BOI OpHTrHHaja
GbyHKIIH

Kon Perucrpanuonnslii

OpHUruHaja HOMEp
npodeccrnoHaIbHOT

O CTaHJapTa

BosMmoxHbIEe JlenonpousBoauTeb
HauMEHOBaHU
JOJDKHOCTEH, mpodeccuit

| TpeGopauus K | Cpennee npodeccroHanbHOE 06pa30BAHHE - IPOrPAMMBI IOATOTOBKH
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00pa30BaHUIO U
00yUYeHUIO

KBaJTM(HUIIMPOBAHHBIX PabOUNX, CITyKAIUX

TpeboBanus K ONBITY
IIPaKTUYECKON pabOThI

OcoObie ycroBust
JIOTyCKa K paboTe

Jpyrue xapakTepucTuku

JIOTIOJTHUTEIbHBIE XapAKTEPUCTUKN

HaunmeHnoBanue nokymeHnrta Kon HaumenoBanue 6a30B0ii rpyIiibl, JOHKHOCTH
(mpodeccun) niM crenuanbHOCTH
OK3 3431 AJIMUHUCTPAaTUBHO-YNIPABICHUYECKUN MTEPCOHAT
EKC*4) - Jesionpou3BoanTe/ib
OKIILATP*(S5) 21299 Jenonpoun3Boaurennb
OKCO 032002 JlokymMeHTalMoHHOE o0ecrieueHue ypaBieHus u
apXUBOBEJICHHE
3.2.1. TpynoBas ¢pyHKIUS
HaumenoBanu | Opranu3zanusi paboThl C JOKYMEHTaMHU Kon B/01.5 | YpoBens 5
e (mo1ypoBEHB)
KBTI (UKALIH
u
[Ipoucxoxnenue | Opurunan X 3auMCTBOBAHO U3
TPYIOBOM OpHruHaja
byHKIIUN
Konopurunana  PeructpaninoHHBIN
HOMED
npodeccnoHaIbHOTO
cTaHjapTa
TpynoBeie [Tpuem u nepBuyHast 06paboTKa BXOIAIINX JOKYMEHTOB
NeicTBUA [IpenBaputenbHOE paCCMOTPEHHE U COPTHPOBKA JIOKYMEHTOB Ha

pPETUCTPUPYEMBIE B HE PETUCTPUPYEMBIE

IToaroroBka BXOAsIINX JAOKYMCHTOB JJII paCCMOTPCHUS PYKOBOJAUTCIICM

Peructpanus BXoaSMIKMX JOKYMEHTOB

OpFaHI/IBaHI/IH AOCTAaBKU JOKYMCHTOB HMCITIOJTHUTCIISIM

Benenue 0a3bl AAaHHBIX TOKYMCHTOB OpraHu3aliun

Benenne nHGpOpMalMOHHO-CIIPABOYHOM pabOThI

O6pa60TKa 1 OTIIPAaBKa UCXOJAIINX NOKYMCHTOB

OpFaHI/ISaHI/IH pa6OTI>I IO perucTpanuu, yuery, XpaHCHUIO U I€peaaic B
COOTBCTCTBYIOIIHUEC CTPYKTYPHBIC TOAPA3ACIICHUA JOKYMCHTOB TCKYIICTO
ACJIOIIPOU3BOJACTBA

KOHTpOJ'IL HCIIOJIHCHUA JOKYMCHTOB B OpTaHU3allun

HeoOxoanmelie ymeHUst

PaGoTtath co Bceil COBOKYITHOCTHIO HH(POPMAITHOHHO-T0KYMEHTAIIMOHHBIX
pecypcoB OpraHu3anuu

[Tonp3oBaTbes OazamMu JaHHBIX, B TOM YHUCJIC YIAJICHHBIMU
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Ilonp30BaThCs CIIPaBOYHO-ITPABOBBIMH CUCTCMAaMU

ITonp30BaTbCst aBTOMaTU3UPOBAHHBIMU CUCTEMAMU y4e€Ta, PErUCTpaLuHy,
KOHTPOJISL U HH(POPMAIIMOHHO-CIIPABOYHBIMH CUCTEMaMU MpH paboTe ¢
JOKYMEHTaMU OpraHu3auu

[TpumeHnsTh cCOBpeMeHHbIE HH(POPMAITOHHO-KOMMYHHKAIIMOHHBIE
TEXHOJIOTUH [T Pa0OTHI C TOKYMEHTaMH, B TOM YHCIIE JJIs €€ ONTUMH3AINHN H
nOBBIIIEHUS 3()(HEKTUBHOCTH

Heob6xonuMbie 3HaHUS

HOpMaTI/IBHI)Ie IMPaBOBLIC AKTbl © HOPMATUBHO-MCTOANYCCKNEC JOKYMCHTHI,
ONPCACIIAOIINEC MMOPAJOK JOKYMCHTAIMOHHOT'O oOecreueHus YIpaBJICHUSA

CTpyKTypa opraHuzalnu, pyKoBOJICTBO CTPYKTYPHBIX MOJpa3/IeIeHHM

CoBpemeHHbIe HH()OPMAITMOHHBIE TEXHOJOTHH PabOTHI C TOKYMEHTaMU

[Topsimok paboThI ¢ TOKyMEHTaMHU

Cxembl TOKyMEHT0000poTa

HpaBI/ma pa6OTI)I C BXOJAIWMHA, UCXOAAIIMMHU U BHYTPCHHUMHA JOKYMCHTAMU

[IpaBuna opranuzaiu 1 GopMbl KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB B
OpraHu3aIun

Tunossle CPOKH MCTIOJIHCHHA JOKYMCHTOB

[TpuHIMIBI pabOTHI CO CPOKOBOM KAPTOTEKOU

Hasnadenme u TeXHOIOTHS TCKYHICTO U MPEAYIIPECAUTCIILHOTO KOHTPOJIA

[IpaBuna cocraBiieHUs: aHATUTUYECKUX CIPABOK [0 OpPraHu3aluu paboThI C
JOKYMEHTaMU U KOHTPOJIIO UCIIOJHEHUS JOKYMEHTOB

[TpaBusa TOKyMEHTAIIMOHHOTO OOECTICYCHUS ACSITEIbHOCTH OpraHu3aIui

Buapl TOKyMEHTOB, NX Ha3HAUYCHHE

TpeGoBanusi, mpeabsBIsieMble K JOKyMEHTaM B COOTBETCTBHUH C
HOPMAaTUBHBIMH aKTaMH U TOCYJJapCTBEHHBIMU CTaHJapTaMu

[IpaBuna cocraBienus u opopmiieHus: UHPOPMAIIOHHO-CIPABOYHBIX,
OpraHU3aIMOHHBIX, YIPABIEHYECKHX JOKYMEHTOB

HpaBHna CO3aaHusA U BECICHUA 0a3 JaHHBIX CJ'IY)KG6HBIX JOKYMCHTOB B
OpraHnu3anun

Cucremsnl QJICKTPOHHOT'O I[OKYMGHTOO60p0Ta

HpaBHna " CPOKH OTIPAaBKH UCXOOAININUX JOKYMCHTOB

TpeGoBanus oxpaHsl Tpyaa

Jlpyrue
XaPaKTCPUCTUKHU

3.2.2. TpynoBas ¢pyHKIHUS

HanmenoBanue

IIpoucxoxaenue
TPyLOBOU

GbyHKIIH

22.01.2020

Opranuzauus tekymero xpaneuus | Koxg B/02.5 YpoBeHb 5
JIOKYMEHTOB (oypOBEHbD)
KB (DUKAIINH
Opurunan X 3aMMCTBOBAHO W3
OpHTruHaja
Kon Perucrpanuonusl
OopuruHaia u
HOMED
npodeccroHanbH
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Tpynoseie
JNEUCTBUSA

Pa3zpaboTka HOMEHKJIATYPHI JIeJl OpraHUu3aIlUuH

[IpoBepka npaBUIBLHOCTH 0(OPMIICHHS JOKYMEHTOB M OTMETKHU 00 UX
UCTIOJIHEHUH Niepe MX (OPMHUPOBAHUEM B JICJIO JUIs TIOCIIEIYIOMIET0 XPAaHEHUS

DopMyIMpPOBAaHUE 3ar0JOBKOB JIEJ U ONPEEIEHUE CPOKOB UX XPaHEHHS

PopmupoBaHue eIl

KoHTposis mpaBUIIBHOTO U CBOEBPEMEHHOTO PACIIPEICIICHUS U TTOAIIUBKU
JIOKYMEHTOB B JieJia

HeoOxoaumeie ymeHwMst

Oprann3oBbIBaTh padoOTy MO yUETY, XpaHEHHIO U Tiepeiade B
COOTBETCTBYIOIIEE CTPYKTYPHOE MOAPA3ACICHHE TOKYMEHTOB TEKYILETO
JIEJIONIPOU3BOJICTBA

OcymiecTBIATh METOIUYECKOE PYKOBOJICTBO JIEJIONPON3BOJCTBOM B
OpraHu3aliu, KOHTPOJIMPOBATh MPaBUIbHOE GOPMUPOBAHUE, XPAHEHUE U
chady Aell B apXyB

Pa3palaTbIBaTh HOMEHKJIATYPY JI€]1 CTPYKTYPHOTO IOIPA3AEIICHUS

Hcnonp30BaTh HOMEHKIATYPY A€JI IPU U3YYEHUH CTPYKTYpPhI OpraHH3aluHy,
COCTAaBJICHHUH OIIMCEN TN

Opraan3oBbIBaTh paboTy 1Mo HOPMUPOBAHHIO JE]I B COOTBETCTBUU C
YTBEPKJIECHHOW HOMEHKJIATYPOl JeJI OpraHu3aluu

[IpaBusIbHO ¥ CBOEBpEMEHHO (POPMUPOBATH JOKYMEHTHI B JIeJia C YIETOM HX
cnenuduku

CucreMaTH3UpOBaTh JOKYMEHTHI BHYTPH Jleia

Ob6ecrieunBaTh COXPaHHOCTD U 3alIUTY JOKYMEHTOB OpPTraHU3alluu

[IpumeHsaTh HHPOPMAITIOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJIOTUU JJIs1 Pa0OThI
C IOKYMEHTaMHU

Heo06xoanMele 3HaHUS

HopmartuBHble mpaBoBbI€ aKThl, HOPMATUBHO-METOANYECKHE JOKYMEHTHI,
rocyapCTBEHHbIE CTAHAAPTHI, OMPEIEISIIOIINE MOPAIOK JOKYMEHTAMOHHOTO
obecrieueHus yrpaBJIeHUs

Buner HomenknaTyp, ob1ue TpedoBaHra K HOMEHKIIATYpe, METOIUKA €€
cocTaBlieHUs! M 0(OPMIICHHS

[IpaBuna cormacoBaHus HOMEHKIJIATYPHI /1€ C BEIOMCTBEHHBIMU apXUBaMH U
SKCIEPTHON KOMHUCCUEH

[Topsnox hopmupoBanus u oopMIICHHS e, crienudpuka GopMUpOBaHUS
OTJICNIHBIX KATETOPHIA JeT

HpaBHna XpaHCHUA ACJI, B TOM YUCJIC C JOKYMCHTAMHU OI'PAHUYCHHOT'O
JAOCTYIIa

HpaBHna BbIJJA4YH1 U UCIIOJIb30BAHUA JOKYMCHTOB U3 Cq)OpMHpOBaHHBIX pI(A) ¢

TpeGoBaHust 0XpaHbl Tpyaa

Jpyrue
XapaKTCPUCTUKU

3.2.3. TpynoBast pyHKIHS

HaumenoBanue Opranuzanus o6paboTKu Aen Kon B/03.5 | YpoBeHnn 5
JUTSI TIOCJIETYIOIIETO XpaHEHUs (mo1ypoBeHb)
KBTI (pUKAITHH
[Ipoucxoxnenue | Opurunan X 3auMCTBOBAHO U3
TPYAOBOM OpHTrrMHaja
22.01.2020 Cucrema TAPAHT 10/34
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GbyHKITII

Konx opurnnana Perucrpannon
HBIA
HOMEp
npodeccroHal
BHOTO
CTaHjaapTa

TpynoBsie necTBUS

ITpoBepka cpoKOB XpaHEHHs JOKyMEHTOB, COCTABICHUE TPOTOKOJIA PAOOTHI
9KCIEPTHON KOMHUCCHH T10 MOJATOTOBKE TIOKYMEHTOB K XpaHEHUIO, aKTa O
BBIJIJIEHUU K YHUUYTOKEHUIO JOKYMEHTOB, HE TOUIeKAIINX XPAHEHUIO

CocraBiieHre BHYTPEHHEH OMHCH e 411 0c000 IIEHHBIX JOKYMEHTOB

OdopmiieHue J1en NOCTOSHHOTO, IOJITOBPEMEHHOTO CPOKOB XpaHEHUs

Odopmienue 06J105KKH /1€ OCTOSIHHOTO, JI0JITOBPEMEHHOTO CPOKOB
XpaHEHHUsI

CocraBieHHE OIMCH AL IMMOCTOAHHOTI'O, JOJTOBPEMCHHOT'O CPOKOB XPAHCHUSA

Ilepenaya nen B apXuB OpraHu3alyiu

Heobxonumblie ymeHust

[Tonb3oBaTbCst MEpeUHsIMU JOKYMEHTOB M aHAIM3UPOBATh (PaKTHUECKOE
COJIEpKaHNE NMEIOIINXCS B JIeJI€ JJOKYMEHTOB TP ONPEJEICHUN CPOKOB UX
XpaHEHUS

OdopmMIsTE JOKYMEHTHI SKCIIEPTHON KOMUCCUU

OdopmisaTh 00I0KKHU A€ TOCTOSTHHOTO U BPEMEHHOTO CPOKOB XPaHEHHUS B
COOTBETCTBUU C TPEOOBAHUSMU rOCYJAPCTBEHHBIX CTAHIapPTOB

[Tpou3BOINTE XPOHOIOTHYECKU-CTPYKTYPHYIO CUCTEMATU3AINIO IET

OcymiecTBIATh TEXHUUECKYI0 00pabOTKY M TTOJTHOE OhopMIICHUE eI
MTOCTOSTHHOTO M BPEMEHHOTO CPOKOB XpaHCHUS

CocCTaBiATh OIHCH A€ IIOCTOSIHHOI'O 1 BPEMEHHOT'O CPOKOB XpaHCHUS B
COOTBETCTBHU C HCﬁCTBYIOMHMH HOPMAaTUBHO-MCTOJUYCCKMMU JOKYMCHTaAMU

HpI/IMeHHTB I/IH(bOpMaI_[I/IOHHO-KOMMyHI/IKaLII/IOHHBIe TCXHOJIOTHH IJIsA pa6OTH
C JOKYMCHTaMH

Heo0xonuMble 3HaHUs

HOpMaTI/IBHBIe IIPpaBOBBIC AKTbl, HOPMATHUBHO-MCTOANYCCKNEC JOKYMCHTHI,
ToCydapCTBEHHBIC CTAHAAPTHI, ONMPCACIIAIONHE IMOPAA0OK TOKYMCHTAIITMOHHOTI'O
obecrneyeHus YIPAaBJICHUS

Kputepuu pa3nenenuss JOKyMEHTOB Ha TPYIIIbI B COOTBETCTBUU C IIEHHOCTHIO
nHbopMaInu, coaepKamieics B HUX

HOpHI[OK HCIIOJIBb30BaHMs THIIOBBIX NN BEAOMCTBCHHBIX nepeIIHeﬁ
JAOKYMCHTOB, OIIPCACIICHUA CPOKOB XpaHCHUA B ITPOLECCE SKCIICPTU3BI
IECHHOCTHU JOKYMCHTOB

HOpSII[OK CO3MaHus, OpraHnu3anu U JOKYMCHTUPOBAHUA pa6OTLI BKCHepTHOﬁ
KOMHUCCHH

HpaBI/ma COCTAaBJICHHUA U YTBEPKACHUA IIPOTOKOJIA pa6OTLI SKCHepTHOﬁ
KOMHUCCHH

HpaBI/ma COCTAaBJICHHUA U YTBEPKACHUA aKTa O BBIACICHUN JOKYMCHTOB, HC
IO UIC)KAIMUX XPaHCHHUIO

HpaBI/ma TEXHUYECKOM O6p3.60TKI/I " IMOJTHOT'O O(I)OpMJ'ICHI/ISI A€ IMTOCTOSAHHOT'O
1 BPpCMCHHOT'O CPOKOB XpPaHCHU A

HpaBI/ma COCTAaBJICHHUSA OIMUCHU A€JI MOCTOAHHOTO H BpEMCHHOT'O CPOKOB
XpaHCHH B COOTBCTCTBHUU C IICﬁCTByTOH.[HMH HOPMATUBHO-METOJJUYICCKUMU
JAOKYMCHTaMHU

22.01.2020
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IIpaBuna nepenauu €1 B apXuB OpraHu3aIuu
TpeboBanusi oxpaHbl TpyAa

Apyrue -
XaApPaAKTCPUCTUKHU

3.3. O606mennas TpyaoBast pyHKIus

HaumenoBa | OpranuzanmoHHOe, JOKYMEHTAIIMOHHOE U Kon C | Yposenn 6
HHE nH(OpMAIMOHHOE 0OeCTIeUeHNE A TeITLHOCTH KBTI (UKALTIT
PYKOBOJIUTEJISI OpraHU3aIluu

[Ipoucxoxnenue Opurunan X 3aMMCTBOBAHO U3
00001IeHHOM OpHTrHHaja
TPYAOBOM pyHKIIUU
Kon Perucrpanuon
OpHrAHaa HBIN
HOMeEp
npodeccuonan
BHOTO
CTaHjaapTa
Bo3mokHbie CexkpeTrapb pyKOBOJIUTEIS
HauMEHOBaHUS
TOJDKHOCTEH, mpodeccuid
TpebGoBanus k Bricmiee oOpazoBanue - OakaiaBpuat Uin
00pa30BaHUIO U Cpennee npodeccuoHaibHOE 00pa3oBaHUe - IPOTPAMMBI TIOATOTOBKU
00yueHuIo CHEIHAIMCTOB CPEAHEr0 3BEHa
JlononaurtensHOe npodeccuoHanbHoe 00pa3oBaHue
TpeGoBanus K ONBITY He menee 1ByX j1eT BbINIOJIHEHUS pa0OT MO0 OPraHU3aUOHHOMY U
MPaKTUYECKON paboThI JOKYMEHTAIlMOHHOMY 00€CIIEYeHHIO IeATEIbHOCTH PYKOBOAUTENS
OpraHu3aliy MpHu CpeaHeM NnpodeccnoHalIbHOM 00pa30BaHUN
OcoOslie ycinoBus JoIycka | -
K paboTe
Jlpyrue xapakTepucTuku | -

HOHOJ’IHI/ITCHBHHC XapPaKTCPUCTUKHU

HanmeHoBaHue 10KyMeHTa Kon HaumenoBanue 6a30B0ii rpymniibl, JOKHOCTH
(mpoeccun) mim cnenuantbHOCTH
OK3 2432 bubnuotekapu, 6udnuorpadsl, TOKYMEHTOBEAbI U

CIELMAINCTHI POACTBEHHBIX podeccuit

EKC - Cekperapb pyKOBOAUTEJIA
OKIIATP 26341 CekpeTrapb pyKOBOJIUTEIS
OKCO 032001 JIOKyMEHTOBECHUE U JOKYMEHTALMOHHOE
o0ecrieyeHne ynpaBiIeHHs
032002 JlokyMeHTalMoHHOe o0ecTedeHre YIpaBiIeHus U
apXUBOBEJICHHE
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3.3.1. TpynoBast pyHKIHS

HaumenoBanue Oxkazanue nmomoIu Kon C/01.6 | YpoBeHb 6
PYKOBOJMUTENIO B (mo1ypoBEHB)
TUTAHUPOBAHUH PabOUETo KB (PHKAINA
BpEMEHU
[Ipoucxoxnenue | Opurunan X 3aMMCTBOBAHO
TPyOBOM U3 OpUrHHaJIa
byHKIIUN
Kon opurnnana  Perucrpanuons
13171
HOMeEp
npodeccuoHalb

HOTO CTaHapTa

TpynoBeie nericTBUs

Br160op dopmbl mnanupoBaHus 1 odopMIIeHHE IIIaHUPOBIIMKA (OpraHaiizepa)
PYKOBOIUTENA

Brecenune nndopmarmu B IiIaHUPOBIIKK (OpraHansep)

CoriacoBaHue ¢ pyKOBOJAMUTEIEM BPEMEHHBIX IJIAHOB

CornacoBanue TeleQOHHBIX IEPETOBOPOB, BCTPEY U MEPOIPUSITUI C
MapTHEpaMu, KIMEHTaMH, PyKOBOJIUTENISIMU NOIpa3fAeNIeHUuil U COTPYIHUKAMU

NudopmupoBanne pyKoBOIUTENS O perilaMeHTe HAMEUEHHbBIX MEPOTIPUSITUI

[Ipenynpexaenue o npuOINKEHUH BpEMEHU HAMEYEHHBIX MEPONPUATUI

dopmMupoBaHuE pe3epBa BpEMEHH JUIsl HEMIPEABUIEHHBIX CUTYaINi

Heo0xoanMeie
YMCHHUS

YcranaBnuBaTh 1EJIU, ONPEAEIIATh UEPAPXUIO LIENICH

OnpenensiTh MPHOPUTETHOCT U OYESPEIHOCTD BBIIIOJHEHHS PadOT U
3¢ dexTUBHO pacnpenessiTh pabouee Bpems

Oxka3bIBaTh NOMOIIb PYKOBOJIUTENIO B pACHPEICIICHUN €ro paboyero BpeMeH!

Bri6upats ontuManbHbie cCIOCOObI HHPOPMUPOBAHUS MAPTHEPOB, KIHEHTOB,
MOCETUTENEH, PYKOBOJUTENEH MOpa3ieJICHUI U COTPYIHUKOB O
TUTAHUPYEMBIX MEPOTIPUSTHSIX

O0ecneynBaTh I/IH(bOpMaI_[I/IOHHYIO 0€e30I1aCHOCTD JACATCIIbHOCTH OPraHu3aliun

Heo6xoanmeie
3HAHUA

Crnenuduka 0OCHOBHOH JESITEIIBHOCTH OpraHU3aIiH

OCHOBBI aIMUHUCTPATUBHOTO MPaBa U TPY/A0BOI0 3aKOHOIATE/ILCTBA
Poccutickoit ®eaeparuu

PykoBoasiiuii coctaB opraHu3aliiy U ee mnopasieleHui

CDYHKLII/II/I CaMOMCHCI’KMCHTA

HpI/IHI_II/IHLI 1 ITpaBUJia IIJIAHUPOBAHU pa60qer0 BPEMCHHU

[locTanoBka nenei

HpaBI/ma IMPOBCACHU S NCJIOBBIX IIEPETOBOPOB

TpeboBanus oxpaHsl Tpyaa

Jpyrue
XapaKTCPUCTUKU

3.3.2. TpynoBast pyHKIIHS

HaumenoBa | [ImanupoBanue pabouero aHs cekpeTaps Kon C/02.6 | YpoBeHb 6
HHE (moypoBeH
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b)
KB (pUKar
uu
[Ipoucxoxnenue | Opurunan X 3aMMCTBOBAHO U3
TPyOBOM opuruHana
byHKIIH
Kopn opurunana  PerucrpaiiioHHBI
i
HOMeEp
npo¢eCCHOHAIIbH
Oro cTanjapra
Tpynoseie Br160p 1 oopMieHne niIaHNpoBIIMKa CEKpeTapst
eHCTBUS Benenne nueBHuKa (Ha HJIEKTPOHHOM U /UM OyMaXHOM HOCHUTEIIE)
CoriacoBaHue MJIAHOB € IUIAHAMU U CPOKaMHU pabOThI PYKOBOAUTENS
Pacnipenenenne pabodero BpemeHu (Ha I€Hb, HEJIENIO, IEPCTICKTHUBY)
[lepeHeceHnre HEBBIMOJIHEHHBIX 3aIlNIAHUPOBAHHBIX 3a]1au
BEINOTHEHNE THITUYHBIX €KETHEBHBIX JIEIT
Heobxonumsie Br16upate 1 0popMIIATH IITAHUPOBIIUK
YMEHUS BrocuTth u oTciaexxuBaTh HHOOPMAIUIO HA AIEKTPOHHOM W/MIIM OyMa)KHOM

HOCHTCIIC

PaccraBaars MPHUOPUTETEI, BEIACIISATE BAXKHOC X CPOYHOC

BriOupaTh onTUMaNbHBIA PUTM PAOOTHI

AHaJ'II/I3I/IpOBaTI> IMPUYMHBI HCBBITIOJIHCHUA 3a1a4

[TpumeHsTh HUHPOPMAITMIOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJOTUU

Heo0xonuMble 3HaHUs

Ocob6enHoctr ohopMIICHHS TUTAHUPOBIITUKA (HA JIEKTPOHOM U OYMaKHOM
HOCHUTEJISX)

OCHOBBI yIpaBJIeHHs] BpEMEHEM

HApyrue
XapPaKTCPUCTUKHU

3.3.3. TpynoBas ¢pyHKIHUS

HaumenoBanue | Opranuzanus TejaepOHHBIX Kon | C/03.6 | YpoBeHb 6
MIEPETOBOPOB PYKOBOIUTEIS (moypOBEHbD)
KBaTM(UKALTTH

[Ipoucxoxnaenue | Opurunan X 3aMMCTBOBAaHO
TPyIOBOM U3 OpUTHUHANIA
GbyHKIIH

Kon opurnnana PerucrpaiiioHHBI

i
HOMED
npodeccuoHanbH
Oro CTaHjapTa
TpynoBsie Benenue 6a3bl TeneOHHBIX KOHTAKTOB PYKOBOUTES
NneicTBUA CoeanHEeHNe PYKOBOJUTENS C KOHKPETHBIMH a00OHEHTaMU
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[MoaroroBka MarepuasioB ajsl Tele(HOHHBIX IEPETOBOPOB PYKOBOUTEISL

Perucrpanus nocTynammux B IPUEMHYIO TelIe()OHHBIX 3BOHKOB

[lepenanpasienne OTACTbHBIX TeNES(OHHBIX 3BOHKOB 3aMECTUTEISIM
PYKOBOJUTEIS], IPYTUM COTPYAHHUKAM

[Tonyuenue HeoOX0AMMOM HHPOPMAITUH | ITepeiada CAaHKIIMOHUPOBAHHOM
UHPOpPMALIUH 110 TeTePOoHY

VYcraHOBJIEHHE KOHTAKTa ¢ COOECEHUKOM, MOAAEPKaHNUE U Pa3BUTHUE IEIOBOM
Oece/ipl B mpolecce Tene()OHHBIX IEPErOBOPOB

Oxka3aHue oMo PyKOBOJUTEINIO IIPU OPraHu3ally U IPOBEACHUN
Tene(OHHBIX NEPETOBOPOB U BUJICOKOH(PEpEHITHH

Heobxonumblie ymeHust

Bectu u ucnonb3oBaTh B paboTe 6a3y JaHHBIX TEIEPOHHBIX KOHTAKTOB
PYKOBOAUTEIIS

Hcnonb3oBath cpeicTBa KOMMYHUKALIMOHHOW OPITEXHUKH JUIS [TOJTY4YEHUS U
neperayu “HGopmamu

Bectu ydyeTHbIe peructpaiioHabie (GOPMBbI, UCTIOJIb30BATh UX IS
WH(POPMAITMOHHOM pabOTHI U PAOOTHI O KOHTPOJIIO UCTIOTHEHUS PEIIICHHI
PYKOBOJIUTEIS

CrimaxuBarhb KOH(bJ'II/IKTHI)Ie H CJIOKHBIC CUTYyalluU MCKJIIMYHOCTHOT'O O6HIGHI/ISI

Hcnonn30BaTh TEXHUYUECKHE U MMporpaMMHEBIC CPEACTBA JI MMIPOBCACHUA
rOJIOCOBOM MJIN BUE0-KOH(EPEHII-CBA3H

O6ecnieunBaTh MHPOPMAITMOHHYIO O€30TIACHOCTH NIEATEILHOCTH OpraHU3aAINHI

CoOmronath CIIy)KeOHBIN ATHKET

Heo0xonnMeie
3HAHUA

TenedoHHbIe KOHTAKTHI PYKOBOJAUTENS

OyHKIMHU, 3a/1a41, CTPYKTypa OpraHU3aliH, €€ CBSI3U M0 BEPTUKAIHN U
TOPU30HTAIIN

[IpaBuna B3auMOIEHCTBUA C MApTHEPAMU, KIIMEHTAMU, CPEICTBAMU MAaCCOBOM
nHdopmauu

HpaBHna MOAACPKAHUSA W Pa3BUTUA MCKIIMYHOCTHBIX OTHOIICHUM

HpaBHna IIPOBCACHUA ACTTOBBIX IIEPETOBOPOB

[IpaBuna 3amuThl KOHGUICHINATLHON HHpOpMaLIUU

TpeGoBanust oxpaHsl TpyAa

HApyrue
XapPaKTCPUCTUKHU

3.3.4. TpynoBas pyHKIUS

HaumeHnoBanue Opranu3zanysi KOMaHJIUPOBOK Kon C/04.6 | YpoBeHb 6
PYKOBOJHUTENS (moypoBEHbD)
KB (pUKAIINH
[Tpoucxoxnenne | Opurunan X 3auMCTBOBaHO
TPyIOBOM U3 OpUTUHANIA
GbyHKIIH
Kon opurunana Peructpanuo
HHBIHN
HOMED
npodeccruona
JIEHOTO
CTaHaapTa
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Tpynoseie [ToaroToBka mpoekTa ciay>keO0HOTO 3aJaHHUs PYKOBOIUTEIS

JNEUCTBUSA [loaroroBka npoexTa npukKasa o ciaykeOHONH KOMaHAUPOBKE
Brinucka KOMaHAMPOBOYHOTO YJIOCTOBEPEHHS U €r0 PErUCTpalus mpu
HE00X0IMMOCTH

[ToaroToBka TOKyMEHTOB Ha MOJIyY€HUE BU3bl, 3aTPAHUYHOTO M1acIOpTa
3aka3 KeJIe3HOJOPOKHBIX U aBUaOUIIETOB, TOCTUHHULI, TPAHCIOPTHOTO
obecnieueHus pyKOBOJUTENS

OdopmiieHue mporpamMmbl TIOE3/IKH, YTOYHCHHE 0COOSHHOCTEH MPOTOKOIA
IJIAHUPYEMbIX MEPOTIPUATUI

[loaroToBka TOKyMEHTOB K MOE3/AKE PYKOBOIUTEIS

YTouHeHue AaThl, JOJHKHOCTEH, paMuinii B mporpaMMe KOMaHIUpPOBKU
[IpopaboTka MapiIpyTa pyKOBOAUTENS, YBSI3Ka €r0 C paclicaHueM

TpPaHCIIOPTA
O6paboTka MaTepragoB KOMaHIUPOBKH, OOPMIIEHUE OTUETA O
KOMaHJIWPOBKE

Heobxonumsie OdopMIIATh aBaHCOBBIE OTYETHl PYKOBOIUTENS

YMEHUA Oprasn30BbIBaTh BCTPEYU PYKOBOJUTEINSI C IPUHUMAKOIIEN CTOPOHOU

O opMITATH KOMaHIUPOBOYHBIE JIOKYMEHTHI

OO0pabaTeIBaTh JOKYMEHTHI U MaTepUAIIbI TI0 Pe3yIbTaTaM IMOE3IKU
PYKOBOIUTES

O6ecnieunBaTh paboTy orica BO BpeMsi OTCYTCTBUS PYKOBOAUTEIIS
[IpuMeHsITh CIOCOOBI IETTOBOTO OOIICHUS

Hcnonb3oBath cpecTBa KOMMYHHUKAIIUH JIJ1s1 0O€CTIeUeHHs B3aUMOJICHCTBUS C
PYKOBOJIUTENIEM BO BpPEMS €ro JeJ0BOM MOE3 KU

Heobxonumsie [Topsiiok NOrOTOBKU M MPOBEACHUSI KOMaHIHUPOBOK

3HAHUA [Topsinox opopmiieHrs JOKYMEHTOB JJ1s1 KOMaHIUPOBKU M OTYETHBIX
JOKYMEHTOB 0 KOMaHAUPOBKE PYKOBOAUTEIS

JlenoBoi MpOTOKOI

DTHKA JIJIOBOTO OOIICHUS

HApyrue -
XaPaKTCPUCTUKHU

3.3.5. TpynoBas ¢pyHKIHS

HaumenoBanue Opranuzanus paboTsl ¢ Kon | C/05.6 YpoBeHb 6
MOCETUTENSIMU B IPUEMHON (moypoBEHbD)
PYKOBOJIUTENS KBaJIM(pUKALINH
[Ipoucxoxnenue | Opurunan X 3aMMCTBOBAaHO
TPYHAOBOM 13 OpUTHHAaJIa
GbyHKIIH
Kon opurnnana  Perucrpanuonn
13171
HOMED
npogeccuoHaib

HOIr'0 CTaHAapTa

| TpymoBsie | Opranusarnus THYHOrO MpHUEMa OCETHTENel PYKOBOIUTENEM |
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JIENCTBUS

YcraHOBIIEHHE NIOPsIKA IPUEMa JUIs PA3JIMYHBIX KaTETOPUHI NIOCETUTENEH

Benenue xxypHaia npeaBapuTeIbHON 3alIMCH HA IPUEM

Perucrpanus nocerureneit

CopeiicTBrE ONIEPaTUBHOMY PACCMOTPEHHUIO TPOCHO U MPEATIOKEHUI
IOCETUTEJIEN U COTPYJTHUKOB OpraHU3aIMH

Opranuzanus npreMa JeJIOBbIX TapTHEPOB B odrice

Opranuzanus 00CTy)KUBAaHUSI PYKOBOJUTEIS U €0 JICJIOBBIX TAPTHEPOB B
oduce

CepBupoBka 4aitHoTo (K0(eitHOTO0) cTONa B 0drice

[IpuHATHE MEp IO COXPAHEHUIO KOMMEPYECKOH TalHbI B XOJ€ IpUeMa
MTOCETUTENEN U X HaXOXKJCHMsI B IPUEMHOM 1 KaOMHETE PYKOBOJUTENS

Heo0xonumeie
YMEHUS

OpFaHI/I3OBI)IBaTB H 00€eCIeYnBaTh JUYHbIE KOHTAKTEI PYKOBOJUTECIIA

YnpaBnate KOHQIMKTAMU

YYUTHIBATh IICUXOJOTHYECKHIE OCOOEHHOCTH JINYHOCTH ITpU Pa3JIMYHBIX BUAAX
1po(hecCUOHATBLHOTO OOIIECHUS

Hcnonp30BaTh yCTaHOBIEHHBIE MPABUIIA U IPOLIETypbl KOMMYHUKALIUH
BHYTPH OpraHU3alNH

Bectu yyeTHbIe peructpanronsbie (GOpPMBbI, UCTIOJIB30BATh UX TS
WH(POPMAITMOHHOM pabOTHI U PAOOTHI IO KOHTPOJIIO UCTIOTHEHUS PEIIICHHI
PYKOBOJIUTEIS

Co31aBaTh NOJIOKUTEIIbHBIN UMUK OpraHU3aluu

[IpyuHUMAaTh MEpBI M0 pa3penieHn0 KOHMINKTHBIX CUTYalul

[TpumensTh MHPOPMAITIOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJIOTUU

O6ecnieunBaTh KOHGUICHITNATLHOCTH B TPUEMHOM U KAOMHETE PYKOBOIUTEI,
COXpaHATh KOHPUACHITHATHHYIO HH(POPMAIIHIO B TaliHE

Heo0xoanMeie
3HAHUA

IIpaBuna opranu3anuu npueMa noceTuTenen

HpaBHna JE€JI0BOI'0 O6H.I€HI/IH

HpaBHna PEYCBOI'0 OTUKETA

HpaBHna YCTAHOBJICHUS KOHTAKTa, NOAACPKAHNA U pa3BUTUA
MEKJIMIHOCTHBIX OTHOIIICHUH

CrpykTypa opraHuzaluu U pacupeesienne GyHKIUH MEXIy CTPYKTYPHBIMU
10/Ipa3JIeJICHUsIMU U CIIEIUATNCTAMHU

[IpaBuia opranu3zanuu npueMoB B oduce

OTHKET U OCHOBEI MCKAYHAPOAHOI'O IIPOTOKOJIA

[IpaBuia cepBUpoBKH YaliHOTO (KO(EHHOTO0) CTOJIa

HpaBHna IIPUIOTOBJICHUS U IIOJAYU T'OPAYINX HAIUTKOB U 3aKYCOK K HUM

[TpaBuna 3amuThl KOHGUICHIMATBLHOU CTykeOHOM HHpOpMaIK

Jlpyrie
XapaKTCPUCTUKU

3.3.6. TpynoBast pyHKIHS

HanmenoBanue

IIpoucxoxaenue
TPYAOBOM
GbyHKITII

22.01.2020

Opranuzanys NoAroToBKH, Kon C/06.6 | YpoBeHb 6
MIPOBEACHUS U 00CTY)KUBaHUS (moaypoBEHb)
KOH(EPEHTHBIX MEPOTIPUSTUI KBaJM(HUKAIUN
Opurunan X 3aMMCTBOBAHO U3
OopurvHaza
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Kon Perucrpanuonn
OpUrrHana bIA
HOMEp
npodeccuoHalb

HOTO CTaHIapTa

Tpynoseie [ToaroroBka NOBECTKU JHS MEPOIIPHUSATHS

NeNcTBUS Odopmiienne crucka y4aCTHUKOB MEPOTIPUSTHSI
HNudpopmupoBanne y4acTHUKOB O HAMEYAIOLIEMCSI MEPOTIPUSTHH U YCIIOBUSX
y4acTust

Bb160op MecTa u BpeMeHH NIPOBEICHUSI MEPOIIPUSITHS

[ToaroToBka mpeaBapuTEIbHON CMETHI PACXO0B

Paccpuika npuriamennii IOATBEPANBIINM y4acTHE B MEPOTIPUSITHA

COop TEeKCTOB JI0KJIA/I0B ¥ MPOEKTOB UTOTOBBIX JIOKYMEHTOB Y TOKJIATUMKOB
Paccrpuika nH(DOpMAIIMOHHBIX MAaTEPHATIOB YYaCTHUKAM KOH(PEPEHTHOTO
MEPOTIPUATHS

CocraBneHre TBOYHBIX JIUCTOB M CITHCKA PETUCTPAIH YIaCTHUKOB
MEPOTIPUATHS

3aKyrKa KaHIEJSIPCKAX TOBAPOB M MIPOJIYKTOB ISl 00ecrieueHus: Kode-1mays3
Penrenne BOITpOCOB TEXHMYECKOTO OCHANICHUSI MEPOTIPHSITHS

[Tomo1ps B HOArOTOBKE AOKIAAa PYKOBOIUTEINS, MPE3EHTALIMOHHBIX
MaTepHasoB

Opranuzanys NoAroTOBKY Mpe3uanyMa U pabounx MECT YUaCTHUKOB
Opranuzanys BCTpeur U PEerucTpanusi yaaCTHUKOB MEPOTIPHUSITHS
Benenue npoTokosa MeponpusiTus

Opraau3zanusi CEpBUCHOTO 0OCITY>KMBaHHUS BO BpeMs Kode-Tay3
Opranuzanus KyJIbTypHO-MAaCCOBBIX MEPONIPUSATHIA, TPAHCIIOPTHOTO U
TOCTUHUYHOTO 00ecreveHus

Heob6xonumbie ymenust | OpraHu3oBbIBaTh MPOLIECC MOATOTOBKU K MPOBEACHUIO KOHPEPEHTHOTO
MEPOTPHUITHS UHIUBUAYAIBHO U B COCTaBe paboueil Ipymibl
JIOKyMEHTHPOBATh pa3HbIE ATAIbI MPOLEAYPHI IOATOTOBKHU U MIPOBEICHUS
KOH(EPEHTHOTO MEPONPUATHS

[lepenaBate nHMOpPMaLIKIO, JOKYMEHTBI U MaTepUaIbl y4aCTHUKAM
KOH(EPEHTHOTO MEPONPUATHUS

[ToaroraBnuBate U 000PYIOBATh CTOJ MPE3UANYMa U paboune MecTa
YYaCTHUKOB COBEIlaHus (3ace/iaHusl)

CepBupoBath yaiiHbl (KO(EHHbII) CTOJI BO BpeMs MPOBeIeHUs Kode-nay3
CobmoiaTh MpaBuiia AJI0BOT0 ATHKETA U MPOTOKOJIA

[Toanep>xuBaTh UMUK OpraHU3AIIH

Co3znlaBaTh UMUK CEKpeTapsi, COOTBETCTBYIONINI UMUJIKY OpTaHH3aIHH
PaGorate ¢ uHpOpMaIuel, aHanu3upoOBaTh U MPEACTABIATH €€ B
CHCTEMaTH3UPOBAHHOM BH/JIE

ObecneunBaTh 0€30MACHOCTD AEATENILHOCTH OpraHu3aluu

[TpumensaThr MHPOPMAITOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTUU
ObecneunBaTh KOM(POPT YIaCTHUKOB KOH(EPEHTHOTO MEPOIIPUATHS,
MIOMOTAaTh B BOIIPOCAX MPOKUBAHMSI, TPAHCIIOPTHOTO 00eCTIeYeHuUsI
HeoOxoaumele 3Hanus | Kommieke opraHu3almOHHO-TEXHUYECKUX MEPOTIPUATHH 110 TOATOTOBKE U
IIPOBEACHHUIO COBELIAHUH U NIEPErOBOPOB, B TOM YUCIIE MEKTYHAPOIHBIX
[IpaBuia BeneHus1, MOATOTOBKH M 0(OPMIICHHSI POTOKOJIA U APYTHX
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TOKYMEHTOB, CO3/1aBa€MBbIX B IIPOLIECCE OATOTOBKU KOH(EPEHTHOTO
MEpOTIPUSITUS

CocTraBiieHHE CMEThI PACX0J0B

OcHOBBI HaNIMCaHMsI pedyell U JOKJIaJA0B PYKOBOIUTENS

[IpaBuna ycTaHOBIEHHSI KOHTAKTa, OACPKaHUS U Pa3BUTHUS
MEKJINYHOCTHBIX OTHOILIEHUHN

ITpaBuiia 1e510BOT0 OOIIEHUS], IETOBOTO STHKETA

OTUKET U OCHOBBI MEKYHAPOJHOTO MPOTOKOJIA

[IpaBuna npoBeieHuUs AE€TOBBIX IEPETOBOPOB

[IpaBuna 3amuThl KOHGUIACHINAIBLHON Ci1ykeOHOM HHpopMaIu
TpebGoBaHus oxpaHsl Tpysaa

Apyrue -
XapaKTCPUCTUKU

3.3.7. TpynoBas ¢pyHKIUSA

HaumenoBanue Opranuzanus UICIIOJTHEHUS Kon C/07.6 | YpoBeHb 6
pelIeHuH, OCYIECTBICHUE (MoaypoBEHb)
KOHTPOJISI HCTIOJTHEHUS TTIOPYICHU I KBTI (UKAITIT
PYKOBOJIUTEIS
[Ipoucxoxnenue | Opurunan X 3auMCTBOBAHO
TPYAOBOM W3 OpUTrHHAJIA
byHKIIUN
Kon Peructparmonust
opuruHaia 51
HOMED
npoeCCUOHAIIbH

Oro Cra”naapra

TpynoBbie JlokymeHTalibHOE 0(pOpMIIEHUE PEIICHHI PYKOBOIUTES
NercTBUS JloBenenue 10 cBeeHUs paOOTHUKOB OPraHU3alUU PACTIOPSIKEHUI
PYKOBOJUTENS

KoopauHanus 1esTenbHOCTH 0 UCIIOJHEHHIO PEIIEHUH PYKOBOAUTENS
Benenue cpokoBOro TEKyIEro U NpeaynpeauTeabHOr0 KOHTPOJIS

IIpoBepka HCIOIHEHUS NOPYYEHUH PYKOBOJUTENS B YCTAHOBJIEHHBIN CPOK
[Ipenynpexaenue COTpyAHUKOB 00 HCTEUEHUH CPOKa UCTIOTHEHUS IOPYUYEHU I
PYKOBOJUTEIS

dukcauys UCHOJHEHU IOPYYESHUN

CocraBiieHHE OTUETOB U AHAIMTUYECKUX CIIPABOK O BBINOJIHEHUH OPYYEHUI
U PELIECHUN PYKOBOAMUTEIIA

HeoOxonumele ymenust | Bectu cpokoByro KapTOTEKY

BecTu yueTHble peructpalmoHHble (POPMBI, UCIIOIB30BATh UX AJIS paObOTHI IO
KOHTPOJIIO UCIIOJIHEHUs TOPYYEHUIN PYKOBOIUTENS

PaboTaTh ¢ uHpOpMaLKe 0 KOHTPOJIIIO, CUCTEMATU3UPOBATh €€ U
NIPEACTABIIATL B BUJIE CBOJHBIX JJOKYMEHTOB

Hcnonp30Bath cpefcTBa KOMMYHUKALIMK JUIS IIEPEaYu TOPYYCHUI
PYKOBOIUTEIIA

Vcnonp30BaTh COBpEeMEHHBIE CpeicTBA cOopa 1 06pabOTKHU KOHTPOJIBHOM
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nHbopManun

[TpumensTh HHOOPMAITMOHHO-KOMMYHHKAIIMOHHbIE TEXHOJOTUH

OHGHI/IBaTB PE3YJIbTATHI B PAMKaXx IMOCTABJICHHBIX 3a/1a4

OcymiecTBIATh KOHTPOJIb UCTIOHEHUS TOPYYEHUIN PYKOBOAUTENS
COTPYAHUKAMH

Heob6xonuMble 3HaHUS

OO61ue TpeboBaHMsI K CPOKaM MCIOIHEHHUS JOKYMEHTOB U KOHTPOJIbHBIM
(YHKIHSAM CITY>KOBI TOKYMEHTAITMOHHOTO 00eCIICYCHHUS

[TpuninnbI, crtocoOs HHGOPMUPOBAHHS COTPYAHUKOB

DTHUKA AEJI0BOro OOIIEHUS

VYrpaneHdeckasl CTpyKTypa OpraHn3aluy, pyKOBOJCTBO OPraHU3aluHY,
00pa31bl MOANHUCENH PYKOBOAAIIUX COTPYIHUKOB, KPYT' MX OJHOMOYMH U
OTPaHNYEHUS UX 30H OTBETCTBEHHOCTH

I/IHCTPYKIII/H/I 10 JCJIOIPOU3BOACTBY U APYTHUM JIOKAJIBHBIM HOPMATUBHBIM
aKTaM, YCTaHaBJIMBAIOIIHUM MOPAA0K pCain3allvi YITPABJICHUYCCKUX MPOLUCAYP

Apyrue
XaApPaKTCPUCTUKHU

3.3.8. Tpynossie pyHKIIUU

Haumenosanue Opranuzanus 1 NoaJIepKaHue Kon C/08.6 | YpoBeHb 6
(hyHKIIMOHATBEHOTO paboyero (o1ypOBEHB)
MIPOCTPAHCTBA MPUEMHON U KBaJIM(pUKaALINK
KaOMHETa PYKOBOIUTEISI

[Ipoucxoxaenue | Opurunan X 3auMCTBOBAHO U3
TPYAOBOM opurnHaia
byHKIIUN
Kon Perucrpanuon
opuruHasia HBIN
HOMeED
npodeccuoHat
BHOTO
CTaHjaapTa

TpynoBble neicTBUS

Obecneuenue pa6oqero MCCTa pPYKOBOJUTCIIA H606XOI[I/IMBIMI/I cpeacTBaMu
OpraHHSaHHOHHOﬁ TCXHUKH, KAHIHCILIPCKUMHA IIPUHAIJIC)KHOCTAMUA

Opranu3zanus npueMHoM orca B COOTBETCTBUH C TPeOOBaHUSAMH S)PTOHOMUKHU
U KyJIBTYpHI TpYyJa

Opranuzanus opopMieHHs HHTEpbepa MIPUEMHON PYKOBOIUTEIS

O6opynoBanue pabouero Mecta OprreXHUKOM, MepcoHaIbHBIM KOMITBIOTEPOM,
BCIIOMOTAaTEIbHON TEXHUKON

OpraHnsauI/m OGOpyI[OBaHI/IH HpI/IeMHOI>'I CUCTCMaMH XpaHCHUA,
HeO6XO,[[I/IMLIMI/I HpI/ICHOCO6J'IeHI/I$IMI/I, oOecreueHus KaHICIIIPCKUMU
TOBApaMU

ObecnieueHre XxpaHeHHs U 3aMEHbI PACXOJHBIX MAaTepUAJIOB, TOBCETHEBHBII
yXOJ 32 OPITEXHUKOU

3akas KaHICIAPCKUX TOBAPOB, THTUCHUYCCKUX TOBAPOB, ITPOAYKTOB IMATAHUA

HeoOxoaumelie ymeHUst

Co3naBatp ycnoBus, obecneunBaroniyie 3pGeKTUBHYI0 paboTy PYKOBOIUTEIS

HpI/IMeHHTL B COOTBCTCTBHHU C HA3BHAUCHUCM CpPCACTBA Opl"&HPB&LIPIOHHOﬁ

22.01.2020
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TCXHUKH, KAaHICIIIPCKUC NPUHAIJICIKHOCTH

OcHaniars pabodee MeCTO pyKOBOAUTENS M CBOE pabouee MeCTO
HE00X0AMMBIM 000pYJOBAHUEM

OcymiecTBIIATh 3aMEHY pacX0JHbIX MAaTEPHAJIOB, YXO/I 32 OPI'TEXHUKOM

OcyuiecTBIATh OBCEAHEBHBIN X0/ 32 KONUPOBAIBHBIM allapaToM, 3aMEHY
Y XpaHEHHE KapTpULKEH, TOHEepa

KOHTpOJII/IpOBaTI) COCTOSIHUE U IOIIOJHATDH 3allaChl KAHICIAPCKHUX TOBAPOB,
CpCACTB 'MI'MCHBI, IPOAYKTOB NUTAHUA

Heob6xonuMble 3HaHUS

TpeGoBanust OXpaHbl TpyAa, MPOU3BOICTBEHHOM CAHUTAPUH,
MIPOTUBONIOKAPHOM 3aIUTHI

OCHOBBI IPABWJIHOM OpPraHU3allMU TPYJIa ¥ METOBI OBBIICHUS €T0
s dexTuBHOCTH

OCHOBBI IprOHOMUKHU O0duca U (PIOPUCTUKU

CrangapThl U peKOMEHIalluu 10 000pyI0BaHUIO0 OPUCHBIX TOMEIICHUH

CocTaB opraHu3allMOHHON TEXHUKH, €€ YCTPONUCTBO U MOPSJIOK pabOThI ¢ HEN

HApyrue
XapaKTCPUCTUKHU

3.3.9. TpynoBas ¢pyHKIUSA

HaunmenoBanue Pa3zpaboTka mokaabHBIX Kon C/09.6 | YpoBeHb 6
HOPMaTUBHBIX aKTOB, (mo1ypoBEHB)
perIaMeHTHPYIOITUX paboTy KBTI (UKAITIH
cekperaps

[Ipoucxoxnenune | OpuruHan X 3auMCTBOBAHO U3

TPYIOBOM OpHruHaja

byHKIIUN

Kon opurunana Perucrpanuon
HBII
HOMED
npodeccuona
JILHOTO
cTaHjapra
TpynoBeie Pa3paboTka 10JKHOCTHOM MHCTPYKIIUU CEKpeTaps
JeicTBUA Pa3paboTka monoxxeHus 0 cekperapuare
Pa3paboTka MHCTPYKIIMU IO JIEIONPOU3BOJICTBY

Heobxomumsie CocTaBasTh U 0POPMIISITH OPraHU3AIMOHHBIE M METOIUYECKUE JOKYMEHTHI

yYMEHUS PenaktupoBath TEKCTHI CITYKEOHBIX TOKYMEHTOB
PaGotath co Bceil COBOKYIMTHOCTHIO HHPOPMAITMOHHO-T0KYMEHTAIIMOHHBIX
pECYpPCOB OpraHu3anu
[Tonp3oBathbest 6a3aMu JAHHBIX, B TOM YHCIIE YAaleHHBIMHU 0a3aMu JaHHBIX
Hcnonp30Bath cripaBOYHbIE PABOBbIE CUCTEMBI
PaboTtath ¢ KOMIBIOTEPOM, KaTasloraMu (mankamu) v ainamu, CKaHepoM
ITonp3oBaThbest 0(MCHBIM MAKETOM (TEKCTOBBIN PENAKTOP, TAOIHUIIBI)
[Tonp30BaThes nepupepuitHBIMU YCTPOWCTBAMH U OPTTEXHUKOM
[1oJ1b30BaTHCS ANEKTPOHHOM MTOYTOMN
[Tonp30BaThCs cUCTEMaMU DJIEKTPOHHOTO TOKYMEHTO000pOTa
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Heob6xoauMeble 3HaHUS

[IpaBoBBIE€ OCHOBBI yIIpaByieHUs (OCHOBBI AIMMHUCTPATUBHOIO, TPYJOBOTO U
PaKJIAHCKOTO MPaBa)

JlelicTByrolue NpaBoOBbIE aKThl, HOPMATUBHO-METOINYECKUE TIOKYMEHTHI,
roCy/lapCTBEHHbIE CTaHAAPThI, ONPENEISIONINE TOPAI0K
JOKYMEHTAIIMOHHOTO 00eCIIeUeHHs yIIpaBJICHHUS

CtpykTypa, pyKOBOJICTBO CTPYKTYPHBIX MOAPa3ACICHHA, 00pa3Iibl
HOJINKCEH JINL, UMEIOIIUX MPABO MOANUCAHNS U YTBEPKAECHUS JOKYMEHTOB,
Y OTPaHUYECHUS UX 30H OTBETCTBEHHOCTHU

[IpaBuia JOKyMEHTAIIMOHHOTO 00eCieueHusl AeSITEIbHOCTH OpraHU3aliu
[Topsiiok paboThI C TOKyMEHTaMu

TpeboBanus1, MpenbsABIsSiEMbIe K JOKyMEHTaM B COOTBETCTBHUHU C
HOPMAaTUBHBIMH aKTaMH U TOCYJJapCTBEHHBIMU CTaHJapTaMu

[IpaBuna cocraBiieHUs: OpraHU3allMOHHBIX TOKYMEHTOB (TI0JI0KEHUH,
WHCTPYKUUHN, PETIIAMEHTOB)

Buibl TOKyMEHTOB, X Ha3HAYCHHE

OCHOBBI JOKYMEHTHOW JIMHTBUCTUKU

TpeGoBanus oxpaHsbl Tpyaa

HApyrue
XapaKTCPUCTUKU

3.3.10. TpynoBas pyHKIIHS

HaunmenoBanue | CocrtaBnenue u opopMiieHue Kon C/10.6 | YpoBeHb 6
YIPABJICHUYECKOU IOKYMEHTAITUN (mo1ypOBEHB)
KBTI (UKAITIH
[Ipoucxoxnenue | OpuruHan X 3auMCTBOBAHO U3
TPYIOBOM opuruHana
byHKIIUN
Kon opurunana Peructpanuon
HBIN
HOMED
npodeccuoHan
BHOTO
CTaHjaapTa

TpynoBbie neicTBUS

CocraBieHre MPOEKTOB PACIIOPSIUTENbHBIX (PUKA3bl, PACTIOPSHKEHUS ) U
UH(GOPMAIMOHHO-CIPABOYHBIX TOKYMEHTOB (CIyKEOHbIE MIChbMa, CIIPABKH,
JOKJIAJTHBIE U CITY’KeOHBIE 3aIHCKH )

IIeuats CJ'Iy>K€6HLIX JAOKYMCHTOB U JPYI'UX MAaTCpHUaJIOB

Pa3zmHokeHHE CJ'Iy)Ke6HBIX JOKYMCHTOB

KOHTpOJ'IL MMPOXOKACHUA JOKYMCHTOB B OpraHu3alilin (COFHaCOBaHI/IC,
IMMOATIMCAHUC U YTBCPIKJACHUC ,I[OI(YMGHTa)

Heo0xoanmeie
yYMEHUS

Pe,[[aKTI/IpOBaTB TCKCThI CJ'Iy)Ke6HBIX JOKYMCHTOB

[Tonp30BaThes YHUGUIIMPOBAHHBIMU (hOpMaMH JOKYMEHTOB

O(I)OpMJ'IHTL KaCCOBBIC (I)I/IHaHCOBBIC JAOKYMCHTBI U IOKYMCHTEI 110 YUCTY
HAaKJIaJIHBIX PACXO0 0B

Ileuarath CJ'Iy>KC6HLIe HOKYMCHTEIL

[Tonp30oBaThes nepupepuitHBIMU YCTPOMCTBAMH U OPITEXHUKOHN
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PaboTaTh ¢ KOMIIBIOTEPOM, CKAaHEPOM

ITonp30BaThCst 0(MCHBIM MTAKETOM (TEKCTOBBINM PENAKTOP, TAOIHUIIHI)

I1onp30BaTHCS HIIEKTPOHHOM MOYTOU

[Tonb30BaThCsl cucTEMaMu 3JIEKTPOHHOIO IOKYMEHT0000poTa

ObecnieunBaTh 0€30MACHOCTD ACATEILHOCTH OPraHU3aIuN

Heob6xoauMble 3HaHUS

[TpaBoBBIC OCHOBHI yIIpaBiIeHUS (OCHOBBI aIMHHUCTPATHBHOTO, TPYJIOBOTO U
X035lCTBEHHOTO TIPaBa)

CrpykTypa opranuzaiuy, pyKOBOJICTBO CTPYKTYPHBIX [TOApA3IEIICHUH,
00pa31Lbl MOANKCEN JINLI, UMEIOIINX IPABO MOMUCAHUS U YTBEPKACHUS
JOKYMEHTOB, M OTPAHUYEHHMS] MX 30H OTBETCTBEHHOCTHU

HpaBI/IJ'Ia JOKYMCHTAIIMOHHOI'O oOecrneueHUs ACATCIIBHOCTHU OpraHru3alvn

[Topsimok paboThI ¢ TOKyMEHTaMHU

Tpe60BaHI/I5[, NpEABABIACMBIC K JOKYMCHTaAM B COOTBETCTBUU C
HOPMAaTUBHBIMHU aKTaMU U rOCYAapCTBCHHBIMU CTaHAApTaMM

Buapl TOKyMEHTOB, UX Ha3HAYEHUE

[IpaBuna cornacoBaHust JOKYMEHTOB OpraHu3alyy (BHYTPEHHETO U
BHEIITHETO)

[IpaBuiia moanvcaHusl ¥ YTBEPKACHUS JOKYMEHTOB

[IpaBuna cocraBiienus U 0popmiieHUsT UHPOPMAIIIOHHO-CIIPABOYHBIX,
yIPaBJICHUYECKUX JOKYMEHTOB U CIYKEOHBIX TUCEM

OCHOBBI JOKYMEHTHOM JIMHTBUCTUKH

['paMMaTuyeckuie npaBusia pyccKOro si3bIka

TpeboBanus OXpaHbl TPyAa

HApyrue
XapaKTePUCTUKH

3.3.11. TpynoBas pyHKIUS

HaumenoBanu | Opranu3zanusi paboThl C JOKYMEHTAaMHU B Kon C/11.6 | YpoBeHb 6
e MIPUEMHON PYKOBOIUTEIS (o1ypOBEHB)
KBaTH(pUKALIH
u
[Ipoucxoxnenne | Opurunan X 3aMMCTBOBAHO M3
TPYIOBOM OopuruHana
byHKIIH

Kona opurunana PeructpaninoHHbIH
HOMED
npodeccrnoHaIbHOT
0 cTaHJapTa

Tpynoseie nencTBUsA

[Tonyuenue, npeaBapUTEIbLHOE PACCMOTPEHUE U COPTUPOBKA MOCTYIAIOLINX B
IPUEMHYIO PYKOBOIMTENS TIOKYMEHTOB

IloaroroBka JOKYMCHTOB JJII paCCMOTPCHUA PYKOBOJUTCIICM

Yyer JAOKYMCHTOB, MOCTYITAIOININX Ha UM PYKOBOAUTCIIA

Opr aHM3alus JOCTABKU JOKYMCHTOB MCIIOJTHUTCIIAIM

CO3,Z[aHI/Ie 1 BCACHHUC 0a3bl JaHHBIX JOKYMCHTOB PYKOBOAUTCIIA

Benenue nHpopMalmoHHO-CIIPaBOYHOM paboThI

KOHTpOJ'IL HCIOJIHCHUA JJOKYMCHTOB U nopyquI/Iﬁ PYKOBOIUTCIIA
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Heob6xoaumeie
YMEHHUS

PaboTaTh ¢ BXOAAIIEH, HCXOAAIICH, BHYTPEHHEH JOKYMEHTaIMen

[Tonb30BaThCs CUCTEMaMH JIEKTPOHHOTO JOKYMEHTO000pOTa ISt
PEruCTpaIy, KOHTPOJIS TOKYMEHTOB U HH()OPMAIIMOHHO-CIIPAaBOYHON PabOTHI
C JIOKYMEHTaMHU

[TpumensTh HHGOPMAITIOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH [T PaOOTHI
C JOKYMEHTAMH

CoctaBnsiTh ¥ 0QOPMIISITH HOPMATUBHBIE AKTHI

Heob6xonuMble 3HaHUS

HOpMaTI/IBHI)IC IIPaBOBLIC AKTbI, HOPMATHBHO-MCTOJUYICCKHUEC JOKYMCHTHI,
TOCYyJdapCTBCHHBIC CTAHAAPTHI, ONMPCACIIAONINUEC MOPAAOK JOKYMCHTAIITMOHHOT'O
obecrieueHys yrpaBIeHUs

CTpyKTypa OpraHu3aiuu, pyKOBOJICTBO CTPYKTYPHBIX MOJpa3AeICHUN

CoBpeMeHHbIe HH()OPMAITMOHHBIE TEXHOJOTHH PabOTHI C TOKYMEHTaMU

[Topsiiok paboThI C TOKyMEHTaMH, CXEMbI IOKyMEHTO000poTa

HpaBI/ma pa6OTI)I C BXOJAIWMHA, UCXOAAIIMMHU U BHYTPCHHUMHA JOKYMCHTAMU

HpaBI/ma OopraHru3alv KOHTPOJIA UCIIOJTHCHUA TOKYMCHTOB U TUIIOBBIC CPOKH
HCITIOJIHCHHUA JOKYMCHTOB

[IpaBuna cocraBiieHUs: aHATUTUYECKUX CIPABOK [0 OpPraHu3aluu paboThI C
JOKYMEHTaMU U KOHTPOJIIO UCTIOJHEHUSI JOKYMEHTOB

[IpaBuna co3nanus u BeieHUs 0a3 TaHHBIX CIYKEOHBIX TOKYMEHTOB B
OpraHu3anun

CucTeMBbl 3JIeKTPOHHOTO TOKYMEHTO000pOoTa

TpeGoBanMs OXpaHbl TPyAA

HApyrue
XapaKTePUCTUKH

3.3.12. TpynoBas pyHKIUS

HaumenoBanue Opranuzanusi XxpaHeHUs Kon C/12.6 | YpoBeHb 6
JTOKYMEHTOB B IPUEMHOM (o1ypOBEHB)
PYKOBOIUTEIIS KBaJIM (DKLU
[Ipoucxoxnenue | Opurunan X 3auMCTBOBAHO U3
TPYIOBOM opuruHana
byHKIIH
Kon opurunana Perucrtparnuon
HBII
HOMEp
npodeccuoHan
BHOT'O
CTaHaapTa
TpynoBsie Pa3paboTka pa3nenioB HOMEHKIIATYPBI Je]l OpraHu3aluu
neicTBUA ®opmupoBanue U 0(hopMIIEHHE JIEN MOCTOSHHOTO, JJOITOBPEMEHHOTO CPOKOB

XpaHCHU

IloaroroBka u rnepcaadya aACJ B apXuB OpraHu3anuvn

HeoOxoanmelie ymeHUst

P33pa6aTLIBaTL HOMCHKIJIATYpY ACJI OpraHu3aiu ¢ y4dcToOM HeﬁCTByIOH_II/IX
HOPMATHUBHO-MCTOANYCCKHUX JOKYMCHTORB

Hcnonp30BaTh HOMEHKIATYPY JI€N IPU U3YYEHUH CTPYKTYpPbl OpraHU3aluy,
COCTAaBJICHUH OINUCEN €T
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®opmupoBaTh U OPOPMIISATH JIeNIa B COOTBETCTBHUHU C YTBEPIKICHHON
HOMEHKJIATYPOH J1eJ1 OpraHu3aluu

ObecnieunBaTh COXPAHHOCTh JOKYMEHTOB OpraHU3aluu

HpOI/ISBOILI/ITI) IMOATOTOBKY ACJI MJIA IEpCaadn B apXuB

[TpumensTh HHGOPMAITIOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUH [T PaOOTHI
C JOKYMEHTAMH

Heob6xomuMbie 3HaHUS

HOpMaTI/IBHI)IC IMPaBOBLIC AKTbl, HOPMATHUBHO-MCTOANYCCKNEC JOKYMCHTHI,
TOCYyAapCTBCHHBIC CTAHAAPTHI, OIIPCACIIAIOIINEC ITOPAAOK JOKYMCHTAIUOHHOT'O
o0ecrnieueHus ypaBIeHUs!

Bunel HomeHkIaTyp, 0011Me TpeOOBaHN K HOMEHKIIATYpe, METOIUKA €€
COCTaBJIeHUS! U 0(OPMIICHUS

[Topsimox hopmupoBanus u 0OpMIICHHUS 1] C YKa3aHUEM CIIeUPUKA
(hopMUpOBaHUS OTJIEIBHBIX KATETOPHUI JeI

[IpaBuna xpaneHust e, B TOM YKCIE C TOKYMEHTAMH OIPaHUUYE€HHOTO
JI0CTyTa

HpaBI/ma BbIJIAYM W UCIIOJIB30BAHUA JOKYMCHTOB U3 C(bOpMI/IpOBaHHI)IX pI(SA) |

TpebGoBaHus oxpaHbl Tpyaa

HpaBI/ma IMOATOTOBKH U I€PEAAYN ACTT B ApXHUB OpraHru3aliun

HApyrue
XaApPaKTCPUCTUKHU

3.3.13. TpynoBsie (pyHKIIHH

HaunmenoBanu | ObecrieueHrne pyKoOBOAUTEIIS Kon C/13.6 YpoBeHb 6
e nHpopManuen (o1ypOBEHB)
KBTI (UKAITIH

[Ipoucxoxnenue 3auMCTBOBAHO U3
TPYAOBOM Opurunan X opuruHaia
byHKIIUN

Kon Peructpanmonubii

OpUrHHal HOMeED
a npodeccrnoHalIbHOT

O CTaHJapTa

TpynoBble neicTBUS

CO6op u nepepaboTka HHGOPMAIIH, HEOOXOIUMOM IS IPUHATHS
000CHOBAHHBIX YIPABJICHYCCKHX PEHICHUH

IIpoBepka 10CTOBEPHOCTH, HOJTHOTHI U HEIPOTUBOPEUMBOCTH JTAaHHBIX,
UCKJIIOUCHHE AyOJUpOBaHUs HH(OpMAIMU

Hpe,Z[OCTaBJ'IeHI/Ie JaHHBIX B €IMHOM U y,[[O6HOM JJIs1 BOCIIPpUATH A (I)OpMaTe

BrisiBnenue Hanboliee 3HaUMMBIX KPUTEPHEB CUCTEMATH3AIIUU HHPOPMAIUH
JUTSL co31aHus 0a3 JaHHBIX

(DOpMI/IpOBaHI/Ie 1 HUCIIOJIb30BaHue 0a3 JAHHBIX B OpraHU3aIlun

HeoGxonumele ymeHus

OcymecTBiATh c60p, 00pabOTKY U aHATIN3 UH(YOPMAIIUN B COOTBETCTBUH C
TpeOOBAHUSAMH KPATKOCTH, YETKOCTH (POPMYIHUPOBOK, CBOEBPEMEHHOCTH
MOCTYIUJICHUS], TOYHOCTU M JOCTOBEPHOCTH, ONTUMAIBHOCTH CHCTEMaTH3alllH,
HENpPEepbIBHOCTH cOopa u 00paboTKU HHPOPMAITIH

OcymiecTBIATh perucTpanyio, HaKOIJIEHUE U Iiepeaady,
CHCTEMaTH3MPOBAHHOE XpaHEHHE U Bbl1auy HHpOopMaLuu B TpedyeMoil hopme
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CocraBiiarh U O(bOpMJISITB CBOJHBIC, OTYCTHBIC, CTATUCTUYICCKHUEC JOKYMCHTBI

OcymecTBiATh 00pabOTKY U CTPYKTYpUpOBaHUE HH(POpMAIMU, 00pa3ys
nH(GOPMAIIMOHHBIE PECYPCHI

BBOI[I/ITI) HOBBIC JaHHBIC B CHpaBOqHO-I/IH(l)OpMaIII/IOHHI)IC CHUCTEMBI

BBOI[I/ITI) B IIaMATb KOMIIBIOTCPA 3JICKTPOHHLIC 06pa31>1 JOKYMCHTOB

[Tpon3BoanTE MOUCK HHGOPMAINH B CYHIECTBYIOIUX 0a3aX JaHHBIX, BECTH
MH(POPMALMOHHO-CITPABOYHYIO padOTy Ha OCHOBE PAa3JIMYHBIX KOMOWHAIINN
IOMCKOBBIX IPU3HAKOB

[TpumensTh nHGOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUH

Heo0xonumeie
3HAHUA

OcoOenHocty (popMHUpPOBaHUS BHEIIHUX U BHYTPEHHUX MH()OPMALIMOHHBIX
ITIOTOKOB

CocTaB BHEIIHUX HHPOPMAITMOHHBIX TOTOKOB

CocTaB BHYTPEHHUX MH(POPMAIITMOHHBIX TIOTOKOB

CTpyKkTypa OpraHu3anuy 1 MopsI0K B3aUMOJICHCTBYS TIOIpa3IeIICHIIA U
CITy k0

OcobenHocTr GopMUpoOBaHUs 0a3 JTaHHBIX B OpPraHU3aIluu

CoBpeMeHHbIE HayYHbIE METO/Ibl U TEXHUUYECKHE CPENICTBA, CIIOCOOCTBYIOIINE
cOopy, 00paboTKe, COXpaHEHHUIO U nepeaaye HHPOPMaITMOHHBIX TOTOKOB

MeTtoapt 00paboTKu HHPOPMAITUU C TPUMEHEHHUEM COBPEMEHHBIX
TEXHUYECKUX CPEJICTB KOMMYHUKAITUHN U CBSI3U, BEIYUCIUTEILHON TEXHUKHI

TpeboBanus OXpaHbl TPyAa

HApyrue
XapaKTePUCTUKU

3.3.14. TpynoBas pyHKIUS

HaumenoBanu | Opranuzarus HHGOPMAIIMOHHOTO Kon C/14.6 | YpoBeHb 6
e B3aUMO/ICHCTBUS PYKOBOJIUTEIS C (moypoBeHb)
JOJIKHOCTHBIMU JIULIAMH KBaJIM(pUKALIH
OpraHu3aiuu
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYIAOBOM QyHKIIUU OpUrHHala
Kon Peructparnmonubit
OpUruHaI HOMeEp
a npodeccruoHalIbHOT

O CTaHJapTa

Tpynossie
JNEUCTBUSA

WNudpopmupoBanre pabOTHUKOB OPraHU3aLUH O PEIIEHUSIX PYKOBOIUTES

OpraHI/IBaHI/IH oOMeHa HH(I)OpMaHHeﬁ MCKAY IMOAPA3ACIICHUAMHA U
JAOJDKHOCTHBIMU JIMITAMU OPraHu3aluu

OHOBeH.IeHI/Ie pa6OTHI/IKOB O MPECACTOAIINX MEPOTIPUATUAX

OpraHI/IBaHI/IH BCTPCY TPYAOBOT'O KOJUICKTHBA C pPYKOBOJCTBOM

HNudopmupoBanue pykoBoauTest 006 0OpaleHnusx COTPYAHUKOB M0 paboyum
Y JIMYHBIM BOIIPOCAM

Heo0xoanumeie
yYMEHUS

Hcnonbs30BaTh COBPCMCHHBIC TCXHOJIOTUN c60pa 1 niepcaavdun I/IH(pOpMaL[I/II/I

OcymecTBiaTh cOop u nepepadboTKy HHPOPMAILIUU, HEOOXOAUMOM IS
JEeSITEILHOCTH PYKOBOIUTEIS

OCYH.[GCTBJ'IHTL CUCTCMATU3AIMIO ITOJTYYACMBIX U MICPCAABACMBIX JAHHBIX
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OcCyIecTBIATh TPOBEPKY IOCTOBEPHOCTH, MOJHOTHI U HEIPOTUBOPEUYUBOCTH
JAHHBIX, HCKITIOYEeHUE 1yOnupoBaHus HHPOPMALIUH

[IpenocTaByisiTh TaHHBIC B €MHOM ¥ YIOOHOM Il BOCIpUSTUS (hopMare

MHOTOKpaTHO UCTIOIK30BaTh MOTYICHHYIO HHPOPMAIIUIO, TOCTOSHHO
OOHOBJIATH JIAHHBIE

ObecrieunBaTh ONEPaTUBHOCTh MH(OPMAITMOHHBIX TOTOKOB

PaboTaTh ¢ KOMITBIOTEPOM, UCHOIB30BATH O(PUCHBIN MaKeT (TEKCTOBBII
penakTop, Ta0IUIbI)

Heob6xonuMble 3HaHUS

HopmaTuBHbI€ paBOBBIE aKThl, HOPMATUBHO-METOIMYECKUE IOKYMEHTHI,
rOCyJapCTBEHHBIE CTAaHAAPTHI B chepe NeaTeTbHOCTH OpraHNu3alin

CtpykTypa opranusaiiui, pykoBOJICTBO CTPYKTYPHBIX TOApa3/ieTICHUH,
HAMNpaBJIECHUS ACITEIBHOCTA OPTAHU3AMN U KOMIIETEHIIUH CTPYKTYPHBIX
M0JIpa3ICJICHUI U JOJKHOCTHBIX JIMI]

Knaccudukanus ynpasieHueckoi HH(GOpMaIUu, BU/IbI YIPaBIE€HYECKOU
nHpopmanuu

@DopMBbI IPEIOCTABJICHUS YIIpaBIeHUECKON HHGOpMaIUN

WcTounuku ynpaBieHuyeckoi nHGopMauu

Metoiuka 0T60pa UCTOYHUKOB HH(POPMAIUH

TpeGoBanusi, mpebsABIsSEMbIE K yIIpaBiIeHUYECKON HH(OpMaIUU

TpeGoBaHus oXpaHbl TpyAa

HApyrue
XapaKTePUCTUKH

3.4. O600meHHas TpyaoBas GyHKIUS

HaumenoBan | UadopmanimoHHO-aHAIUTHYECKAS U Kon D | YpoBenb 6
ue OpraHu3aIMOHHO-aIMUHUCTPATUBHAS KBaJIM (DKLU
MOJJIEPKKA IEATEIbHOCTH PYKOBOIUTENS
OpraHu3aiuu
[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
00001ICHHOM TPYTI0BOM OpHTrHHaja
byHKIIH
Kon PeructparnmoHHbl
OpUTHAHAT 1 HOMEp
a npodeccuoHanbH

Oro crangaprTa

Bo3MoxHbBIE
HAaUMCHOBAHHUS
JIOJDKHOCTEH,
npogeccun

[TomomHUK pyKOBOAUTENS

TpeboBanus k
00pa3oBaHUIO U
00yU4eHUIO

Bricuiee o6pa3oBaHue - GakanaBpuar
JlononHUTENBHOE MPO(heccCuoHaIbHOE 00pa3oBaHMe

TpeboBanus Kk ONbITY
MPAKTUYECKON pabOThI

He menee TPEX JICT I1I0 HpO(I)I/IJ'IIO ACATCIIbHOCTU OpraHu3alun

Oco0ble ycnoBust
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JOITycKa K paboTe

HApyrue
XapaKTCPUCTUKU

JIOTIOJTHUTEIbHBIE XapAKTEPUCTUKA

HaunmeHnoBanue nokymeHnrta Kon HanmenoBanue 6a30B0ii rpyMIibl, JOTHKHOCTH
(mpodeccun) WK CIIEIUATBHOCTH

OK3 2432 bubmuotekapu, 6ubimrorpadsl, JTOKyMEHTOBEIBI 1
CHEIMAJIMCTh] POJICTBEHHBIX NMpodeccuii

OKCO 032001 JoxymeHTOBeIeHUE U JOKYMEHTAIlMOHHOE 00ecriedeHre
yIpaBJICHUS

032002 JlokymMeHTaliMoHHOE o0ecrieueHue yIpaBieHus u

apXUBOBEJICHHE

3.4.1. TpynoBsie pyHKIIUU

HanmenoBanu | @opmupoBanue Kon D/01.6 YpoBeHb 6
e MH(}OPMAIIMOHHOTO (moypoBeHb)
B3aUMO/JICHCTBUSL PYKOBOJUTENS C KBaJIM(pUKaALIMH
OpraHu3alusIMu
[Ipoucxoxnaenue | Opurunan X 3auMCTBOBAHO u3
TPYAOBOM OopurnHaia
byHKIIMN
Kon Peructpanmonubrit
OpuUruHalia HOMEp
npodeccrnoHalIbHOT
0 cTaHjapTa

Tpynossie
JNIEUCTBUS

OT60p HMCTOYHHKOB I/IH(bOpMaI_II/II/I B COOTBCTCTBUH C 3aJJaHHBIMH KPUTCPHUAMU

OO6paboTka U uHTepHnpeTanus HHPOPMAIUU IS TOATOTOBKUA IPOEKTOB
pelIeHu

IToaroroBka 3aIlIpoCoOB 1O IOPYYCHUIO PYKOBOAUTCIIA HaA IOJYYCHHC
JOKYMCHTOB U I/IH(i)OpMaI_II/II/I B OpraHax rOCYﬂapCTBeHHOﬁ BJI1aCTU H
YIIpaBJICHUA, O6H_[CCTB€HHBIX opraHu3anuiax U MnoJIy4eHuc COOTBeTCTBy'IOH_Ieﬁ
I/IH(I)OpMaI_[I/II/I 1 JOKYMCHTOB

WudopMupoBanne pyKOBOIUTENS O Pe3yibTaTax paCCMOTPEHHUS 3alpOCOB U
oOpareHuit

Opranu3anus pemeHuss BOIPOCOB, HE TPEOYIOUIMX HENOCPeICTBEHHOTO
y4acTusi PyKOBOJUTENS

[ToaroToBka MarepwaioB JUIsl YyU4acTHS PYKOBOAUTENSI B pabOTE pazIUYHBIX
CTPYKTYp B COCTaB€ TOCYJapCTBEHHbIX M MYHHUIUIAIbHBIX OPraHoB,
OOIIECTBEHHBIX OpraHu3aui

IloaroroBka JAOKYMCHTOB IS 3aKJITOYCHUA COTJIaIlIeHUM O COTPYAHHUYCCTBE C
ACJIOBBIMHU MMAPTHCPAMU

I/IH(l)OpMI/IpOBaHI/IC ACJIOBLIX MAPTHEPOB U 3aMHTCPECOBAHHBIX Opl"aHI/I3aI_II/II71 )
PCHICHUAX PYKOBOJUTCIIA B XOJIC BBITIOJIHCHU S COrJameHun

HeoOxoauMmble ymeHUst

AHaJ'II/I3I/IpOBaTB n 0T6I/IpaTB HNCTOYHHUKHU I/IH(bOpMaI_II/II/I B COOTBCTCTBHUHU C
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KPUTEPHUSIMH TOJIHOTHI, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH IPEIOCTaBICHUS
uHpopMauu

Cobupatp, 06pabaThIBaTh M aHATU3UPOBATh HHPOPMALIUIO B COOTBETCTBUU C
3aJ]aHHBIMH TPEOOBAHUSIMHU

[TepenaBats HHGOPMAINIO B CHCTEMATH3UPOBAHHOM BHJIC

OO6pabatbIBaTh u CTPYKTYPHPOBATH uH(pOopMaLHIO, o0pa3ys
MH(POPMALIMOHHBIE PECYPCHI

[Ipon3BoauTs MOMCK MH(POPMALMHU B CYIIECTBYIOUINX 0a3axX NaHHBIX, BECTH
MH(POPMALMOHHO-CITPABOYHYIO pabOTy Ha OCHOBE PA3IMYHBIX KOMOHMHAIIWI
MTOMCKOBBIX MPU3HAKOB

O6ecnieunBaTh MHPOPMAITMOHHYIO 0€30MaCHOCTh OPraHU3aIluN

PabGorath ¢ KOMIBIOTEPOM, HCIIOJIB30BaTh O(QUCHBIM MaKeT (TEKCTOBBIN
penaKkTop, TaOIUIIbI)

Heo0xoaumeie
3HAHUA

BHyTpeHHsI M BHEIIHSIS NOJUTHUKA OPraHU3aluu

[IpuHIMIIBI NpEenCTaBUTENBCTBA B TOCYJAAPCTBEHHBIX OpraHax, OpraHax
MECTHOTO  CaMOYIpPaBJICHHS, CTOPOHHMX OpPraHu3alMsX ¢  TMOPAIOK
B3aUMOJEHUCTBUSA C HUMU

[IpyHIMNBI ¥ METOIBI AIMUHUCTPUPOBAHUS

OcoOenHocty (OpMHUPOBAHMSI BHEUIHMX U BHYTPEHHHUX HMH(DOPMAIIMOHHBIX
MTOTOKOB

CtpykTypa oOpraHM3ali W TOPSAIOK B3aUMOJEHCTBUSA MOJAPA3ACICHUN U
CITy k0

[TpaBuna hopmMupoBaHus ¥ UCHIOJIB30BaHUS 0a3 JAaHHBIX

CoBpeMeHHbIE HayYHBIC METOIB U TEXHHUYECKHE CPENICTBA, CIIOCOOCTBYIOIINE
cbopy, 00paboTKe, COXpaHEHHUIO U nepenaye HHPOpMaIuu

[IpaBusa 3amuThl KOHGUIECHITMATBLHOM ClTy>)keOHON nHpOopmMaIuu

CoBpemeHHbIe HHPOPMAITMOHHBIE TEXHOJIOTHH

HApyrue
XapPaKTCPUCTUKHU

3.4.2. TpynoBas pyHKIus

HaumenoBanu | AHanu3 uHGOPMAIIMH U ITOATOTOBKA Kon D/02.6 YpoBeHb 6
e HH(POPMAITMOHHO-AHATUTHYECKHIX (moypoBEHbD)
MaTepHasoB KBaJIM(pUKALINH
[Ipoucxoxaenue Opurunan X 3aMMCTBOBAHO M3
TPYIAOBOM QyHKIIUU OpUrHHaa
Kon Perucrpanuonnslii
opuUruHana HOMED
npo¢eccHOHAIBHO

ro craHaapra

TpynoBble neiCTBUS

C6op, nepepaboTka U aHAIM3 UHOOPMAIMH IS PELICHUs 3a/1a4,
MIOCTABJICHHBIX PYKOBOIUTENIEM

Iloaroroeka I/IH(bOpMaI_[I/IOHHO-aHaJII/ITI/I‘-ICCKI/IX MaTCpruajioB

Pa3pa60TKa TEMATHUYCCKOI'O IJIaHa 0630pHOFO JAOKYMCHTA, JOKJIaJa

Omnpenenenue kpyra Oubnmorpad@uyecKux HCTOYHUKOB

HO,Z[60p HCTOYHHKOB U JIUTCPATYPHI 11O TCMC 0630pa, JOKJiazaa,
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AQHAJIMTUYECKOM CIIPABKU

Hanucanue u odopmuenne 0630pa, T0KIa/1a, aHATUTHIECKON CIIPaBKU

Heob6xoaumeie
YMEHUSA

Pa3pabarbiBaTh TeMaTHUECKUH TUTaH 0030pa, TOKIAAa, aHATHTHYECKON
CIIPaBKHU

O060CHOBBIBaTh AKTYaJIbHOCTH IIPOOJIEMBI, KOTOPYIO MPEACTOUT OCBETUTH B
0030pe, JoKIaae, CripaBKe

[Tonp30BaThcs MHPOPMALMOHHBIMU PECYPCAMHU U CUCTEMATU3UPOBATH
UH(POPMALIMIO N0 33JAHHBIM KPUTEPHSIM

HpaBI/IJH)HO HHTCPHPCTUPOBATDH MMOJTYUCHHBIC TAHHBIC U ITPEAOCTABIATL UX B
CUCTCMATU3UPOBAHHOM BUIC

OHpeI[eJ'ISITI) KPpYr U”CTOYHUKOB U JIMTCPATYPHI, H€06XOI[I/IMI>IX JJIA IIOATOTOBKU
I/IH(bOpMaHHOHHO-aHaHHTquCKHX MaTCprajlIoB

Wznarate MaTcpuail B JIOTHYCCKOM noCICaA0BAaTCIIBHOCTH

[Tpou3BoIMTH aHAIN3 U OIIEHKY M3JI0’KEHHOTO MaTepuaia

OdopMISTH TEKCT B COOTBETCTBYIOIIEM CTHIIC

Pe)IaKTI/IpOBaTI) TEKCT TOKYMCHTOB

DopMyIUpPOBaTh BHIBOJIBI U PEKOMEH AN

OcymiecTBIATh aBTOMATH3AIUIO MTPOLIECCOB cOOpa, XpaHEHHUS U BbIIaYl
nHdopmanuu

[Tonb30BaTbCst ycTpoiicTBaMH aBTOMaTHU3UPOBAaHHOM 00pabOTKH TEKCTOBOM
nHpopManuu 1 GoToOHAOOPHBIMH YCTPOUCTBAMU

[IpuMeHSTh BHIYUCIUTENbHYIO TEXHUKY U HH(DOPMAIIMOHHBIE TEXHOJIOTHH IS
SKOHOMMYHOM U pallMOHANBHOM Opranu3auuy HHGOPMAIMOHHBIX IPOLECCOB,
MOBBIIIEHUS X THOKOCTH M TUHAMUYHOCTH

[Ipou3BOANTE TUTEPATYPHO-CTHIMCTUIECKYIO 00pabOTKY TEKCTa, TPOBEPKY
JIOTUYECKOH TOCIIeI0BAaTEIbHOCTH U3JI0KEHHUS, aHAJIN3a U OLIEHKH, HAITCAHUS
BBIBOJIOB M pEKOMEH AN

HpI/IMeHﬂTB OCHOBBI IICUXOJIOI'H ACJIOBOI'O O6H_ICHI/I$I

Heo0OxonuMble 3HaHUs

HOpMaTI/IBHBIe IIPpaBOBBIC AKTbl, HOPMATHUBHO-MCTOANYCCKNEC JOKYMCHTHI,
TOCYAApCTBCHHBIC CTAHAAPTHI B cq)epe JACATCIIBHOCTU OpraHru3allun

CrtpykTypa opraHuzaluu, pyKOBOJICTBO CTPYKTYPHBIX MOAPA3ICICHUH,
HaIpaBlIeHUs AESITeIbHOCTA OPraHU3alli U KOMIETEHIIUU CTPYKTYPHBIX
1o/ipa3JieIeHUui M TOJKHOCTHBIX JIUI

Knaccudukanus ynpasieHuecKol HHPOPMAIIAH, BUBI YIIPABICHUECKOM
uHbopmauu

@DopMBbI IPEIOCTABICHUS YIIPaBICHUECKON HH(OpMAITUU

HcTounuku yrpaBiieHUeCKOH HH(DOpPMAIMK, METOIMKa 0TOOpa HCTOYHUKOB
uHbopmauu

TpeboBanusi, npeabsaBsieMble K YIpaBIeHYeCKOH HHPOpMALIUU

Ocob6ennoctu pedepupoBanus nHGopMaluy, crnenupuka oGopMieHus 1
COCTaBJICHUs] aHHOTALUH, pedepaToB, 0030pOB, JOKIAI0B

OCHOBBI HaITMCAHUS peqeﬁ 1 JJOKJIAAOB PYKOBOOAUTCJIA

Kareropuun norpebureneii, Ha KOTopble OyJeT pacCUUTaH JaHHBIN 0030p,
JOKJIAJ

Metoasl O6pa6OTKI/I I/IH(I)OpMaI_[I/II/I C MIPUMCHCHHUEM COBPCMCHHBIX
TCXHUYCCKUX CPCACTB KOMMyHI/IKaI_II/Iﬁ " CB3H, BBIYHCIIMTEILHON TEXHUKU

CprKTypa I/IH(bOpMaI_[I/IOHHBIX HW3JaHU# B 3aBUCHUMOCTH OT XapakTepa
I/IH(pOpMaL[I/II/I " CJICBOT'O HA3HAYCHU A I/IH(I)OpMaLII/IOHHLIX U3daHui

CoBpeMeHHbIe cpesicTBa cOopa, 00paboTKH, ccTeMaTH3aluu HH(popMaIu
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Hctounnku nHpopManmu: KaTauord OMOINOTEK, )KYPHAIOB, IIOMCKOBbIE
CHCTEeMBI HH(POPMALIMOHHO-TEIEKOMMYHUKAIIMOHHOM cetn "MHTepHet",
AJIEKTPOHHBIC 0a3bl JTAHHBIX

OyHKIMOHATBHOE Ha3HaYeHHE 0030pa (Onbdbanorpaduyeckoro,
pedepaTuBHOTO, AaHATUTHIECKOTO) KaK CPEACTBA OPUECHTAIINH YUTATEIS B
JOKYMEHTaJIbHOM WM HH(OPMALIMOHHOM MOTOKE

Oco6eHHOCTH 00IIeHAYYHOH M parMaTn4eckoil pyHkuuu 0030poB
IIpaBuna paboThl C BHEIMIHUMH HOCUTEISIMA HHPOPMAITUU
HopmatuBHbIE TOKyMEHTBI, FOCY/IapCTBEHHbIE CTAaHIAPTHI B 001aCTH
JIeSITEIbHOCTH OpraHu3aluu

[Tonsarue u cnenuduka 6udbmuorpaduueckoro, pedhepaTUBHOTO U
AQHAIUTUYECKOT0 MHPOPMAIIMOHHOTO U3/IaHuUs

CripaBo4HbI€ IPABOBBIE CUCTEMBI

HApyrue
XaApPaKTCPUCTUKU

3.4.3. TpynoBas ¢pyHKIUSA

HanmenoBan | Opranu3anus A€JIOBbIX KOHTAKTOB U Kon D/03.6 YpoBeHb 6
ne IIPOTOKOJIBHBIX MEPOTIPUATHI (moaypoBeHb)
KBaJIM(pUKALIMH

[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYAOBOM QyHKIIUU OpuUrMHaa

Kon Peructpanmonusrit

opuruHasa HOMeEp
npodeccrnoHalIbHOT

O CTaHJapTa

Tpynossie
JNIEUCTBUS

Opranuzaiys 1 IIaHupOBaHUE JAETOBBIX KOHTAKTOB, BCTPEY U MOE30K
PYKOBOIUTEJIS

Opranuzanus 3acelanuii, COBEIAaHUI U MEPOTIPUATUI, TPOBOJIUMBIX
PYKOBOJUTENEM

[ToarotoBka MarepuaioB Ajsl COBELIAHU, BeleHUuEe U 0(OpMIICHHE
IPOTOKOJIOB

[ToaroTroBka npe3eHTaIuii Mo yKka3aHUI0 PyKOBOAUTEIS

[ToaroToBka u mpoBeeHNE MPEcC-KOH(PEPEHIUs PYKOBOAUTENS

Berpeda yuyacTHUKOB nieperoBopoB, obecreueHrne ux HHGpopMaMoHHbIMH
MaTepualamMu, BEACHHE 3alMCell TEPErOBOPOB

Heo0xoanmeie
yYMEHUS

CocTaBnsTh MJIaH NOE3]IKU PYKOBOJUTENS

OdopMIATh TOKyMEHTHI, HEOOXOJUMBIE JUIs JETTOBOM MOE3/KH,
KOMAaHJIUPOBKU PYKOBOJUTEIS

CoctaBnsaTh U 0OPMIIATH TPOTOKOJIBI COBELIAHHM, 3aCeJaHUN U IPYTUX
KOH(EPEHTHBIX MEPONIPUATUHN, FTOTOBUTh CIMCOK Y4aCTHUKOB, TOBECTKY
JIHSI, SBOYHBIE JIUCTHI U MPOEKTHI HTOTOBBIX IOKYMEHTOB

CoCTaBIATH MpeCcC-Penn3bl

BecTu neperoBopsl ¢ napTHepamu

PaboTaTh B pexuMe MHOT03a/Ja4HOCTH

PaboraTh ¢ 60sb1IMM 00BEMOM HH(POPMAITIH
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Co31aBath M MOAICPKUBATH OJIOKHUTEIBHBIM UMUK OpraHU3aLUuU 1
PYKOBOJUTEIS

Hcnonp30BaTh BEIYUCIUTEIBHYIO TEXHUKY U
MH(POPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHHU 1151 60Iee
HSKOHOMHUYHOW W pallMOHAIBHON OpraHu3aii HHQOPMaIIMOHHBIX
IPOIIECCOB, MOBBIICHUS MX THOKOCTH U JMHAMUYHOCTH
O6ecrieunBaTh HTHGOPMAITMOHHYIO 0€301TACHOCTh OpraHU3aIuu

Heob6xonuMbie 3HaHUS

HopmaruBHble paBoBbl€ aKTbl, HOPMATUBHO-METOANYECKNE JOKYMEHTHI,
roCy/IapCTBEHHbIE CTaHAAPTHI B cepe NesITEIbHOCTH OpraHu3aluu
CrpykTypa opranuzaluy, pyKoBOISIINI cOCTaB OpraHu3aluy u
MoApa3/IeIeHU i, HapaBJIEHUs I€ATEIbHOCTH OPTaHU3alUY U KOMIIETEHIIUN
CTPYKTYPHBIX NOJIpa3IeIeHUH U TOJKHOCTHBIX JIMI

[Icuxonorus Aea0Boro oOUIeHNs, OCHOBbI KOH(JIMKTOJIOTHH

[IpaBuna npoBeieHuUs A€TOBBIX IEPETOBOPOB U MPOTOKOIBHBIX
MEpONPUITUI

DTHUKET U OCHOBBI MEXIYHAPOTHOTO MPOKOJIA

[IpaBuia cocraBiieHus ¥ 0POpMIIEHUS] JOKYMEHTOB

[IpaBuna 3amuThl KOHGUACHINATBLHOU C1ykeOHOM HHpopMaIu
NHdopmanimioHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH

HApyrue
XapaKTePUCTUKU

3.4.4. TpynoBas pyHKIHs

HanmenoBanu | Opranu3anusi UCIIOJTHEHUS PEIICHHI Kon D/04.6 | YpoBeHb 6
e PYKOBOIUTEIS (mo1ypOBEHB)
KBaTM(UKAITIH

[Ipoucxoxnenue Opurunan X 3auMCTBOBAHO U3
TPYyAOBOM QyHKIIUU OpurMHaa

Konx opurunana  PerucrpauinoHHbIN

HOMeED
npodeccruoHaIbHOT

O CTaHJapTa

TpynoBble neicTBUS

HOKYMGHT&]’ILHOG O(bOpMJIeHI/IC peH_IeHI/Iﬁ PYKOBOOUTECIIA, JOBECACHUEC N0
CBCACHUA pa6OTHI/IKOB opranu3anuu YCTHBIX pacnomeeHm“I PYKOBOOAUTCIIA
KOOp,Z[I/IHaI_H/ISI ACATCIBHOCTH 110 UCIIOJTHCHUIO peH_IeHI/Iﬁ PYKOBOIOUTCIIA
KOHTpOJ'IL HCIIOJTHCHU A peI_HeHI/Iﬁ PYKOBOJAUTCIIA

IIoaroroBka OT4€TOB O BHINIOJHEHUU HOpy‘IeHI/Iﬁ 151 peH_IeHI/Iﬁ PYKOBOUTCIIA

HeoGxonumele ymeHus

CoctaBnsaTh ¥ 0QOPMIIATH JOKYMEHTBI, COJepKalie NOPYIEeHUs U
pacnopsHKEHNs PyKOBOIUTENS

Bectu yueT nopyueHuit pykoBoauTels, TpeOYIOIUX KOHTPOJIS IO CYIIECTBY
pelIeHus Bonpoca

YeTko 1 OBICTPO MPUHUMATh pelIeHHs B Ipoliecce paboThl

[Ipon3BOINTE aHAJIN3 NCHIOJHUTENBCKON AUCIUTIIIMHBI

CocTaBiTh aHATUTHYECKUE OTUETHI U CIIPABKU 110 pE3yIbTaTaM MCIIOIHEHUS
MIOPYYEHUH U pacOPsKEHUI PyKOBOIUTEIS

[Tosib30BaThCs CUCTEMAMH JIEKTPOHHOTO JOKYMEHT0000poTa
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[TpuMeHsATh BBIYMCIUTENBHYIO TEXHUKY U
MH(GOPMAIIMOHHO-KOMMYHUKAITMOHHBIE TEXHOJOTHHU 11 SKOHOMUYHOH H
panroHaIbHON OpraHu3ai HHPOPMALMOHHBIX MPOLIECCOB, TOBBIIICHUS UX
rUOKOCTH U TMHAMHYHOCTH

ObecneunBaTh 0€30aCHOCTD ACATEIHHOCTH OPraHU3aINN
HeoOxomumeie 3Hanust | HopmaTtuBHBIE TIPaBOBBIE aKThl, HOPMAaTUBHO-METOJMUECKHE TOKYMEHTHI,
roCy/IapCTBEHHbIE CTAHAAPTHI B chepe NesITEIbHOCTH OpraHu3alun
CrpykTypa opranuzaluu, pyKOBOJICTBO CTPYKTYPHBIX [TOApA3ICIECHUH,
HaIpaBJIEHUs JESITEIbHOCTH OPraHU3alii U KOMIIETEHIIMM CTPYKTYPHBIX
MOAPA3JICNIEHUH U TOJPKHOCTHBIX JIMI

[IpaBuna npoBeieHUs] KOHTPOJISE UCHIOJHEHUS OPYYEHUN PYKOBOIUTENS
TexHosorust BeieHust KOHTPOJIS UCIIOJHEHUS MOPYYEHUN PYKOBOJUTENS
CucreMbl 3J1€KTPOHHOTO TOKYMEHTO0000pOoTa, Oa3bl TaHHBIX

TpebGoBaHus oxpaHbl Tpyaa

HApyrue -
XaApPaKTCPUCTUKHU

IV. CBenenusi 00 opranusanmsx - pa3padoryukax npogecCHOHAJIbHOI0 CTAHAAPTA

4.1. OTBeTCTBEHHAs OpraHU3alUsA-pPa3pabOTUUK

HIT "HammonanpsHast accoruanus o(pUCHBIX CIISIUATUCTOB U aIMUHUCTPATUBHBIX PAOOTHUKOB'",
ropos MockBa
Hupektop XmocHea Jlrogmuiia [letpoBHa

4.2. HanMmeHOBaHMs OpraHu3anyi-pa3paboTinKoOB

1 AHO "AreHTcTBO CTpaTerM4eCKMX MHUIIMATUB MO MPOJBHKEHUIO HOBBIX IMPOEKTOB",
ropos1t MockBa
2 AHO "UYensOuHCKOE PErMOHAILHOE ar€HTCTBO Pa3BUTHS KBanudukanuii', ropoa YensOnHck
3 AHO BIIO "MeskxperioHaabHbIi OTKPBITHIHA coluanbHblii nHcTUTYT", ropox Momkap-Ona,
Pecniy6imka Mapuii D1
4 Bousrorpazackas ToproBo-npoMblllIeHHas najnaTa, ropoJ Boarorpan
5 I'Y "Bcepoccuiickuii Hay4HO-UCCIIEI0BATENbCKUI HHCTUTYT JOKYMEHTOBECHUS U ApPXUBHOTO

nema" (BHUMJIAJL), ropon MockBa
6 HOVY JITO "Uucturyr nundopmanmonssix TexHosoruid "ATu", ropon Mocksa

7 Oobwepoccuiickuii nmpohcoro3 pabOTHUKOB TOCYAAPCTBEHHBIX YUPEKICHUN U 0OLIECTBEHHOTO
oOciyxuBanus Poccuiickoit denepannu, ropog Mocksa
8 Oouepoccuiickoe MexxoTpacieBoe o0betnHeHue padbotoarenei "Hukens", ropox Mocksa

9 00O "Maiikpocodt Pyc", ropog Mocksa

10 00O "LlenTp sKcnepTu3sl U cepTudukanuun', ropoa Mocksa

11 00O "DnekTpoHHbIe 0ucHbIE cucTeMbl”, Topoa MockBa

12 IToBomkckuit uHCTUTYT ynpasienus umenu I1.A. Ctonsinuna - punuan @I'BOY BITO
"Poccuiickas akaieMusi HApOJHOTO XO35HCTBA U rocylapCTBEHHOMU city»0b! pu [Ipe3unente
Poccuiickoit ®eneparuun', ropoa Capatos

13 OI'AOY MIO "Akanemus cTaHIapTU3AIUN, METPOJIOTHH U cepTUudukanuu", ropoa Mocksa
14 @I'BOY BIIO "Ilen3eHckuii rocy1apcTBeHHbIN yHUBEpcUTeT", ropox Ilensa

15 ®I'bOY BIIO "Poccuiickuii rocy1apcTBEHHbIN T'yMaHUTApHBIN YHUBEpCUTET", Kadeapa
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nokymenrtoBeaenus, kapenpa ACJIOY, ropon Mocksa

16 OI'BY "Hay4Ho-uccnenoBaTelIbCKUi HHCTUTYT TPY/Ja U COLMAIBHOIO CTPaxOBaHUs"
MuHucrepeTBa Tpyia U conpanbHou 3ammTel Poccuiickon @enepannu, ropox Mocksa
17 SpocnaBckasi TOProBO-NpOMBINUIEHHAS NajaTa, ropoa Spociasib

*(1) Obmepoccuiickuii KJaaccu(pUKATOP 3aHATHH.

*(2) Obmepoccuiickuii kjaaccu@uraTop BUI0B SKOHOMUYECKOH JIESTETHHOCTH.

*(3) Obmepoccuiickuii kKaaccuGuraTop CIeNUATFHOCTEH 110 00pa30BaHUIO.

*(4) Exunbiii kBaau@uKaUOHHBIN CIIPABOYHMK JOJDKHOCTEH pyKOBOIUTENEH, CIIEIMATIUCTOB U

OPYIUX CIY/KaIlHX.

*(5) Oomepoccuiickuii  kiaaccudukarop mnpodeccuit pabouyux, AOHKHOCTEH CIyKallUX U

TapuU(pHBIX pa3psAIoB.
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