JokyMeHT npepoctaBneH KoHcynbTaHTI0C

3apeructpmposaHo B MuHtocte Poccum 2 nioHa 2015 r. N 37509

MWHUCTEPCTBO TPYAA U COLUUANBHOMN 3ALLUTbI POCCUACKON SEAEPALUN

NMPUKA3
oT 6 mas 2015 r. N 276H

OB YTBEPXKAEHNN NPOPECCMOHA/IbHOIO CTAHOAPTA
"CNELMANINCT NO OPTAHU3ALLUOHHOMY U JOKYMEHTALIMOHHOMY
OBECMNEYEHUIO YNPABNEHUA OPTAHU3ALIMENA"

B cooTtBeTcTBUM Cc NyHKTOM 16 [paBun pa3paboTKK, YyTBEPXKAEHUA U NPUMEHeHMA NPOodEeCcCUOHasbHbIX CTaHAAPTOB, YTBEPMKAEHHbIX MOCTaHOBNEHMEM
MpasutenbcTBa Poccuiickoit Pegepaunm ot 22 sHeapa 2013 r. N 23 (CobpaHue 3akoHoaaTenbcTBa Poccuitickoint ®eaepaumm, 2013, N 4, c1. 293; 2014, N 39, cT. 5266),
NpMKasbIBato:

YTBEpAUTb Npunaraembli nNpodeccMoHanbHbii cTaHAapT "CneunanucTt no OpPraHMsauMOHHOMY M AOKYMEHTAUMOHHOMY obecrneyeHuto ynpaBfeHus
opraHusaumein”.

MuHucTp
M.A.TONMUMNH

YTBEepKaeH

npuvkasom MuHuUcTepcTBa TpyLa
N COLMANbHOM 3aLLMUTDI
Poccuiickoit ®egepaumm

oT 6 maa 2015 r. N 276H

NPO®ECCUOHA/IbHBIA CTAHOAPT
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CNEUWMANUCT
no OPTAHU3AUMOHHOMY U AOKYMEHTALMOHHOMY OBECNEYEHUIO
YNPAB/IEHUA OPTAHU3ALIMEN

447

PerucrTpaLMoHHbI

HOomep
|. Oblwne ceepgeHnn
OpraHu3aunoHHOe N AOKYMEeHTaUMOHHOe obecrneyeHne ynpasaeHMa opraH13aumamm 07.002
NtobbIX OpraHM3aLMoHHO-NPaBOBbIX GOpPM
(HanmeHoBaHWe BUAA NPOdECCUOHANBHOM A,eATENbHOCTH) Kog,

OcHoBHasA Le/b BUAa NpodeccMoHanbHON AeATeIbHOCTH:

Peannsauma obecneumsatowmx GyHKUNI ynpaBaeHUs opraHMsaumeit; BHe4ApeHME NyYLINX TEXHUYECKNX
pa3paboToK M HOBEMLWKNX TEXHOIOTNIA B 0becneyeHme ynpasaeHns opraHmsaumen

lpynna 3aHATUM:

2432 Bubnnotekapu, bubnmorpadsl, 3431 AAMWHUCTPATUBHO-
AOKYMEHTOBeAbl U CNeLManmncTbl ynpaB/aeHYeCKNit nepcoHan
POACTBEHHbIX Npodeccuit

4222 Cnyxawume, 3aHATbIE NPUEMOM U - -
MHPOPMMPOBAHNEM NOCETUTENEN

(kog OK3 (HaumeHoBaHwMe) (kog, OK3) (HaumeHoBaHMe)
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<1>)

OTHeceHue K BUagam 3KOHOMMYECKOM AeATENbHOCTU!

82.1 [eaTenbHOCTb agMUHUCTPATUBHO-XO3ANCTBEHHANA M BCMOMOraTebHaa AeATeNbHOCTb MO
obecneyeHnto PYHKUMOHMPOBAHUA OpraHM3aLmm

82.3 [eaTenbHOCTb NO OpraHM3aLmMm KoHdepeHUMt U BbICTaBOK

(kopm OKB2A, (HaMmeHoOBaHMe BNAa SKOHOMUYECKOM AeATENIbHOCTH)
<2>)

II. OnncaHune TpyA0BbIX PYHKLMNA, BXOAALLMX
B NpodeccroHanbHbIl cTaHAAPT (GyHKLMOHAAbHAA KapTa BUAa
npodeccmoHanbHOM AeATeNbHOCTH)

O606LweHHble TpyAo0Bble GyHKUUM Tpyaosble GyHKLMU
Koa HaMMeHOoBaHue YPOBEHb HavMeHOoBaHue Koz, YPOBEHb
KBanuou (noaypoBeHb)
Kauum KBanmdumKauum
A OpraHunsaymoHHoe 3 Mpuem n pacnpeaeneHme A/01.3 3
obecneveHne TenedOoHHbIX 3BOHKOB
0eATeNbHOCTH opraHusaumm
opraHusaumm
OpraHusaums paboTbl ¢ A/02.3 3
noceTUTeNAMM OpraHM3aLLmnu
BbinosiHeHne KoopauHupyowmx n | A/03.3 3
obecneunsatowmx GyHKLMM
B JoKymeHTauMoHHOe 5 OpraHusauma paboTbl C B/01.4 5
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obecneveHue
[eAaTeIbHOCTU
opraHusaumm

OOKYMEHTaMu

OpraHu3aums TEKYLLEro XpaHeHus
OOKYMEHTOB

B/02.4

OpraHusauusa obpaboTkm aen ana
nocsieaytoLLLero XxpaHeHus

B/03.4

OpraHn3aunoHHoe,
AOKYMEHTaLMOHHOE 1
NHPOPMaLMOHHOE
obecneveHune
0eATeNbHOCTH
pykoBoauTens
opraHusaumm

OKasaHue nomoLum
PYKOBOANUTENIO B NIAHMPOBAHMM
paboyero BpemeHu

C/01.6

MnaHnposaHue paboyero aHA
ceKpetaps

C/02.6

OpraHusauusa TenepoHHbIX
NneperoBopoB pyKoBoAMTeNS

C/03.6

OpraHusauma KoMaHAMPOBOK
pyKkoBoauTtens

C/04.6

OpraHusaums paboTbl ¢
noceTUTeNAMM B MPUEMHOW
pyKkosoautens

C/05.6

OpraHusauma nogrotToBKu,
nposeAeHna n o6cyKmMBaHUA
KOH@EPEHTHbIX MEPONPUATUIA

C/06.6

OpraHu3aums NcnoaHeHua
peLleHnit, ocyLLecTBNeHne
KOHTPOA UCNOJHEHMA NOPYYEHNN
pyKkosoautens

C/07.6

OpraHu3aumsa u nogaeprkaHune
dyHKUMOHaNbHOro paboyero

C/08.6




NPOCTPaHCTBa NPUEMHON U
KabuHeTa pyKoBoautens

Pa3paboTKa /IoKabHbIX
HOPMAaTUBHbIX aKTOB,
pernameHTUpyoLmx paboTy
cekpetaps

C/09.6

CocTtaBneHune n opopmaeHune
yNpaBNeHYECKOW SOKYMEHTaL MM

C/10.6

OpraHusaumsa paboTbl C
OOKYMEHTaMW B MPUEMHOMN
pyKoBoauTena

C/11.6

OpraHusauma xpaHeHua
[OKYMEHTOB B MPUEMHOW
pyKoBoaUTeNS

C/12.6

ObecneyeHune pykoBoautens
nHbopmaumen

C/13.6

OpraHu3sauma MHPOopPMaLMOHHOTO
B3aMMOAENCTBUA PYKOBOAUTENSA C
noapasgeneHnamm um
AOJ/IKHOCTHBIMM ILLAMU
opraHusaumm

C/14.6

NHbopmaLMOHHO-
aHaNUTUYecKas u
OpraHM3aLMoHHO-
aAMUHUCTPATUBHAA
noAaAepkKa
AeATeNlbHOCTH

dopmunposaHme
NHPOPMALLMOHHOTO
B3aMMOZAENCTBMA PYKOBOAMUTENA C
opraHusaumamm

D/01.6

AHanus nHdopmaumm n
NoAroToBKa MHPOPMaLMOHHO-

D/02.6




pyKkosoautens aHaIMTMYECKNX MaTepPUanos
opraHusaumm

OpraHu3saums aenosbix KoHTaktos | D/03.6 6
N NPOTOKOJIbHbIX MEPONPUATUI

OpraHu3auus ucrnonHeHns | D/04.6 6
peLleHnin pykosoauTens

[ll. XapakTepucTnKa 0606LLeHHbIX TPYA0BbIX GYHKLNIMA

3.1. O6o6weHHas TpyaoBas GyHKUMA

OpraHu3aunoHHoe obecneyeHne AeATeNbHOCTU YpoBeHb
HanmeHoBaHue Kog, A

opraHusaumu KBanudukaumm
MpouncxoxaeHne

o o 3aMMCTBOBaHO U3
0606ueHHON TpyA0BOM OpurunHan X
opurMHana
dYHKUMM
Koga PervctpalMoHHbIN
opuruHana Homep
npodeccnoHanbHOro
CTaHAapTa
BO3MOKHble HAaMMeHOBaHWMA CeKpeTapb-agMUHUCTPATOP
OO/MKHOCTEN, npodeccuit
TpeboBaHusA K CpeaHee obuiee obpasoBaHue
o0b6pa3oBaHuio 1 MpodeccroHanbHoe 0byyeHme - Nporpammol NPopeccMoHabHOM
obyuyeHuto NoAroToBKM No npodeccuam pabounx, OMNKHOCTAM CAYKaLMX, MPOrpaMmmbl
nepenoaroToBKM paboumx, CayKalLmMx, NPOrpamMmmMbl NOBbIWEHUSA




KBaMPUKaLnmM paboumx, cayKawmx

TpeboBaHUA K ONbITy -
npakTU4eckomn paboTbl

Ocobble ycnosus gonycka
K pabote

[pyrve xapakTepucTuku

JononHntenbHble XapaKTEPUCTUKMU

HanmeHoBaHue AOKYMeHTa Kog HanumeHoBaHWe 633080 rpynnbl, 4OJXKHOCTU (Npodeccun)
WK cneumanbHOCTH
OK3 4222 CnyKawue, 3aHATbIEe NPMEMOM U MHOOPMUPOBAHUEM
nocetTutenemn
OKCO <3> 032001 JoKymeHTOBeAEHWNE N AOKYMEHTALMOHHOE obecneyeHme
ynpasneHus
3.1.1. Tpyposasa ¢pyHKUMA
Mpuem mn pacnpeaenerHne tenePoHHbIX YpoBeHb
HanmeHoOBaHMe |3BOHKOB OpraHu3aumm Kog A/01.3 |(noaypoBeHb) 3
KBanuduKaumnm
MpoucxoxaeHue 3anmcTBOBaHO U3
P . A OpwuruHan X
TpyAoBOM GyHKUMMU opuruHana
Kog, PerncrpaumoHHbIi

OpUrnHana HOMepP
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npodeccMoHanbHOro
cTaHAapTa

TpyanoBble AencTeuns

MepeHanpaBneHve TenedOHHbIX 3BOHKOB PYKOBOACTBY M  COTPYAHMKaM
OopraHu3saumm

Pernctpauma noctynatowmx Tened)OHHbIX 3BOHKOB

MonyyeHve HeobxoAMMON MWHPOpMALMM M Nepefaya CaHKLMOHWPOBAHHOM
MHbopMaLMK no TenepoHy

Heobxogumble ymeHus

Mcnonb3oBaTb TeXHWYECKMEe W MPOrpaMmHble CpeacTBa A/A MpoBeAeHus
roJ10COBOM MW BUAEO-KOHDEpeHLL-CBA3M

Mcnonb3oBaTb CPeacTBa KOMMYHWUKALMOHHOW OPITEXHUKU ANA MOJyYeHUs Wt
nepeaayv nHdbopmaumnm

BecTM  y4yeTHble  peructpaumoHHble  GOpmbl, WUCMOAL30BATb WX  AJA
NHbOpPMaLIMOHHOM paboTbl

YCTaHaBAMBaATb KOHTAKT C cobeceiHMKOM, NOALEPKMBATL U Pa3BKUBaTb A4EN0BYHO
beceny B npouecce TenedpoHHbIX NEPEroBOpPoB

CrnaxkmBatb  KOHOAMKTHbIE M C/IOXKHbIE  CUTYaUUMM  MEXJNYHOCTHOTO
B3aMMOAEeNCcTBuA

Cobntoaatb cnyKebHbl STUKET

Heobxoaumblie 3HaHMSA

dyHKLMK, 32434K, CTPYKTYpa OpraHn3aumu, ee cBssu

MpaBuna B3aMMOAEWUCTBUA C NAPTHEPAMMU, KAMEHTAMMU, CPeACcTBaMM MacCOBOW
nHdopmaumnm

3TuKa AenoBoro obuieHnn




MpaBnna peyeBoro sTUKeTa

TpeboBaHuA oxpaHbl Tpyaa

MpaBuna 3alWnTbl KOHGUAEHUNANBHON CNyKebHOM MHbOopMaLnm

dpyrue
XapaKTepPUCTUKM

3.1.2. TpyaoBaa pyHKUMA

HanmeHoBaHue

OpraHusauua paboTbl c noceTUTENAMM YpoBeHb
opraHusaumm Kog | A/02.3 |(noaypoBeHb) 3
KBanMdpuKaumnm

MpouncxoxaeHne

Tpyno0BoM GYHKUNM opurnMHana

3aMmcTBOBaAHO M3
OpwuruHan X

Kog, PerncrpaumoHHbIi
opurnHana HOomep
npodeccMoHanbHOro
CTaHaapTa

Tpyaosble geicTen

A |BcTpeya nocetutenei, NoaydyeHMe MepBUYHON MHPOPMALMM O NOCETUTENAX W
NOMOLLb B OPraHMN3aLLMm UX Npuema PyKoBoAMUTENEM U COTPYAHUKAMM

BegeHue XKypHana 3anmcu nocetTutenemn

YyeTt noceTuTenei U opopmaeHne NPonycKkos

CopelicTBMeE ONepaTMBHOMY PAaCCMOTPEHMIO NPOCLO M NPeANoKeHW noceTuTenen

Mpvem M nepepaya AOKYMEHTOB MoceTUTenell PyKoBOACTBY M COTPYAHMKAM




opraHusaumm

OpraHu3sauma n 6poHMpPOBaHNE NEPEroBopPHbIX KOMHAT

CepBupoBKa YaitHoro (KodeliHoro) ctona B oduce

MpurotoBneHne HaNUTKOB (4ali, Kode, NpoxnaauTenbHble HaNUTKK)

Heobxoaumble
ymeHua

ObuwaTbcA c noceTuTens imm

Mcnonb3oBaTh YCTaHOB/IEHHblE MpaBMaa M Npoueaypbl KOMMYHUKaUUU BHYTPU
opraHu3aumm

Bectu yueTHble GOpMbl, UICNONb30BaTb UX 418 PabOThI

Cos3paBaTtb NONOXUTENbHbIN MMNOX opraHn3aunm

MPUHUMaTbL Mepbl MO paspeLlleHnto KOHGANKTHBIX CUTYaLUi

MpumeHATb MHd)OpMaLI,MOHHO-KOMMyHMKaLI,MOHHbIe TEXHONOTUN

Ob6ecneumBaTtb KOHOUAEHLMANBHOCTb MHPOPMALUN

Heobxoaumble 3HaHMA

Mpaswna opraHMsaumMm npMema nocetutenem

MpaBuna AeNo0BOro obLeHns

CTpyKTypa oOpraHusaumm w pacnpegeneHne OyHKUMA MeXAy CTPYKTYPHbIMM
nogpasgeneHnammn 1 cneymanmctamm

MpaBuna opraHM3aLmm Nnpuemos B opuce

MpaBunna cepBUpPOBKK YaiiHoro (KodeliHoro) ctona

Mpasnna NpUroToBaAEHUA U NOAAYN TOPAYNX HAMUTKOB U 3aKYCOK K HUM

3Tuka genosoro obuweHna




MpaBuna peyeBoro sTUKeTa

TpeboBaHUA oxpaHbl TPyAa

Mpasunaa 3aWwmTbl KOHOUAEHUNANBHOW CNyKebHOM MHPOopMaLmn

dpyrue
XapaKTepPUCTUKM

3.1.3. TpyaoBaa ¢pyHKUMA

Bbino/IHEHWE KOOPANHUPYIOLLNX U YpoBeHb
HavmeHoBaHue |obecneumBatowmx GyHKLUN Kog, A/03.3 |(noaypoBeHb) 3
KBanMdpuKaumnm

MpouncxoxaeHne
Tpyno0BoM GYHKUNM

3aMmcTBOBaHO U3

OpwuruHan X
opurnHana
Kog, PerncrpaumoHHbIi
opurnHana HOomep
npodeccMoHanbHOro
CTaHAapTa

Tpyaosble geicTena

BeaeHue XypHana pasbe3gos paboTHUKOB OpraHmn3aLmm

KoopamnHaumsa paboTbl Kypbepos 1M BoAUTENEN OpraHMU3aL MK

BeaeHue KypHana pasbes3goB KypbepoB OpraHM3aumMmn U MapLIpyToB BoguUTeNEN

CocTaBneHne cnpaBkM O pasbesgax pPaboTHMKOB, KYPbEPOB M MapLipyTax
BOAMUTENEN OPraHM3aL MK

Heobxoaumble

CoctaBnATtb N BeCTH YYyeTHbl€ JOKYMEHTbI




yMeHuA

MprUMeHATb cpeacTBa KOMMYHUKaUMK ANA Nepenadym nopyvyeHnin pykoBoautens u
COTPYAHUKOB OpraHM3aumm

MprmeHATb coBpemeHHble cpeacTBa cbopa, 06paboTku 1 nepeaadun nHdopmaumnm

OueHunBaTb pe3y/ibTaTbl B paMKax NOCTaB/EHHbIX 33434

OcyLecTBAATb KOHTPO/Ib UCNONHEHMA NOPYYEHNIA PYKOBOAUTENS COTPYAHMKAMM

HeobxoamMmbie 3HaHMA

MpaBuaa peyeBoro sTMKeTa

3TuKa AenoBoro obuieHnn

TpeboBaHWA oxpaHbl TpyAa

MpaBuna 3alnTbl KOHGUAEHUNANBHON CNyKebHOoM MHbopMauum

CTpyKTypa opraHusaumm w pacnpegeneHme QyHKUWA MeXAy CTPYKTYPHbIMM
noApasaeneHUAMM 1 cneumnanmcTamm

dpyrue
XaPAKTEPUCTMKHU

3.2. O6obuLeHHas TpyaoBasa GyHKUMA

OKYMeHTaLMOHHOe obecneyeHne AeATeNbHOCTH YpoBeHb
HanmeHoBaHMe Aoky 1 A Kog B P
OopraHusaumnm KBanMpuKaumnm
MpoucxoxaeHue
. . 3aMmcTBOBaHO U3
0606LIeHHOM TpyaoBOMn OpwuruHan X
opurnHana
dYHKUMM
Kog, PerncrpaumoHHbIi

OpUrnHana HOMepP



npodeccMoHanbHOro
cTaHAapTa

Bo3MOKHble HAaMMeHOBaHWA
OONXKHOCTeN, npodeccum

Jenonpounssogutens

TpeboBaHUA K 06pa3oBaHMIO
n obyuyeHuto

CpeaHee npodeccnoHanbHoe obpa3oBaHue - Nporpammbl NOArOTOBKMU
KBaNPULMPOBAHHbIX PaBoUMX, CAYKaLLNX

TpeboBaHUA K ONbITY
npakTUYeckoi paboTbl

Ocobble ycnosua aonycka K
paboTte

Lpyrve xapaktepucTmkm

ﬂOHOﬂHMTEﬂbHHeXapaKTepMCTMKM

HanmeHoBaHue JoOKymeHTa Kog, HavmeHoBaHWe 633080 rpynnbl, f0MKHOCTU (Mpodeccum) nam
cneuunanbHOCTH

OK3 3431 AZMMWHUCTPATUBHO-YMPaBIEHYECKNI NepcoHan

EKC <4> - Jenonponssogutens

OKNATP <5> 21299 Jenonpounssoauntens

OKCO 032002 |[dokymeHTauMOHHOe obecneyeHne ynpasaeHus u

apxusosegeHmne

3.2.1. TpyanoBaa pyHKLMA
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OpraHusaums paboTbl ¢ JOKYMEHTaMMU YpoBeHb

HanmeHoBaHue Koga, B/01.5 |(noayposeHb) 5
KBanuduKaumm
MpoucxoxaeHue 3anmcTBOBaHO U3
P . A OpwuruHan X
TpyAoBOM GYHKUMMU opurnHana
Kog, PerncrpaumoHHbIi
opurnHana Homep
npodeccMoHanbHOro
CTaHaapTa

Tpynosble gencTamna

Mpuem n nepBMyHan 0bpaboTKa BXOAALLNX OKYMEHTOB

MpeaBapuTebHOE PacCMOTPEHME U COPTUPOBKA ALOKYMEHTOB Ha perMcTpupyemble
N He pernctpmpyemsbie

NoaroToBKa BXOAAWMX OKYMEHTOB 4J/1A PaCCMOTPEHUA pyKoBoguTenem

Pernctpauma BXoaalmMxX 4OKYMEHTOB

OpFaHVI3aLI,MFI AO0CTaBKU AOKYMEHTOB UCMNONTHUTENAM

BeneHue 6a3bl AaHHbIX OOKYMEHTOB OpraHmn3auumn

BeaeHve MHGOPMALMOHHO-CNPABOYHOM paboThl

O6paboTKka 1 OTNpaBKa UCXOAALLMX LOKYMEHTOB

OpraHusauma paboTbl NO perucTpauuu, Yy4yeTy, XpaHeHWlo W nepejaye B
COOTBETCTBYIOWME  CTPYKTYpHble MoApasgeneHua  AOKYMEHTOB  TEeKyLero
AenonponssoacTea




KOHTPO/1b UCNONIHEHMA OKYMEHTOB B OpraHu3aLmnm

Heobxoaumble
ymMeHunaA

PaboTtaTb cO BCeli COBOKYMHOCTbIO WHGOPMALNOHHO-AOKYMEHTALMOHHbIX
pecypcos opraHusauum

MNMonb3oBaTbcs 6azamm AaHHbIX, B TOM YMC/IE yAa/IeHHbIMMU

Monb3oBaTbCA CNPABOYHO-NPABOBbIMU CUCTEMAMM

NMonb3oBaTbCA aBTOMATU3MPOBAHHBIMU CUCTEMAaMM y4eTa, perncTpaummn, KOHTpoaA
n MHd)OpMaLI,VIOHHO-CI'IpaBOHHbIMM cnmctemamn npu pa60Te C [OOKYMEHTaMm
OopraHnsauuu

MpMMeHATb coBpemMeHHble MHPOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHONOTMUU
ANA paboTbl C AOKYMEHTaMM, B TOM Yyucae gas ee onTMMMU3auuu M NOBbIWEHMA
adpdeKTUBHOCTH

Heobxoaumblie 3HaHMSA

HOpMaTMBHbIe npasoBbleé aKTbl WM HOPMATUBHO-METOAUNYECKNE OOKYMEHTHI,
onpegenavouwme nopaaok A40KyMeHTaunMOHHOIo obecneyeHus ynpasaeHuna

CTpyKTypa opraH1saLmm, pyKoBOACTBO CTPYKTYPHbIX NoApa3aeneHuni

COBpEMeHHbIe MHd)OpMaLI,MOHHbIe TEXHONOTNK pa60TbI C JOKYMEHTaMM

MopsaAoK paboTbl C AOKYMEHTaMM

Cxembl fLOKyMeHTO0b0opOoTa

I'Ipanma paGOTbI C BXog4Awnmmn, ncxogawmmMmm ¥ BHYTPEHHMMU OOKYMEHTaMU

Mpasuna opraHusaumMm U GOPMbl  KOHTPOAA WCNOJHEHUA [OKYMEHTOB B
opraHusaumm

Tunosble CPOKWN UCnosiHeHnA AOKYMEHTOB

MpuHUMNbI PaboTbl CO CPOKOBOM KapTOTEKOM




HasHauyeHne 1 TexHO/I0rnsA TEKYLLETO U NPeaynpeaMTebHOro KOHTPOA

MNpaBuna cocTaBieHUA aHAUTUYECKUX CMPaBOK NO OpraHmM3auum pa60TbI C
AOOKYMEHTaMMN N KOHTPO/TIO UCNOJIHEHUA AOKYMEHTOB

MpaBuaa 4OKYMEHTaLUMOHHOro obecneyeHma 4eAaTenbHOCTU OpraHM3aunm

Bnabl AOKYMEHTOB, UX Ha3HayeHue

Tp66OBaHMﬂ, npeavbAasaaemble K AOKYMEHTamMm B COOTBETCTBUU C HOPMATUBHbIMU
AdKTaMU U roCyapCTBEHHbIMU CTaHAAPTaMU

Mpasuna coctaBneHns U odpopmneHns  MHGOPMALLMOHHO-CNPABOYHBIX,
OPraHM3aLMOHHbIX YNPaBAEHYECKUX JOKYMEHTOB

Mpasuna cosgaHus W BeaeHWa 6a3  AaHHbIX CAYKEBHbIX AOKYMEHTOB B
opraHmsaumm

CucTemMbl 3N1EKTPOHHOTO A0KYMeHToo6opoTa

MpaBunia 1 CPOKM OTNPABKU UCXOAALLMX AOKYMEHTOB

TpeboBaHWA oxpaHbl TpyAa

Opyrue
XapaKTepUCTUKM

3.2.2. TpypoBaa pyHKLMA

HanmeHoBaHue

MpouncxoxaeHne

OpraHu3auma TeKyLLEero XpaHeHus YpoBeHb
[OKYMEHTOB Kog, B/02.5 |(noaypoBeHb) 5
KBanuduKaumnm
OpwuruHan X | 3aMmcTBOBaHO U3 ‘




TPyAoBOM GYHKUMMU

opurnHana
Koga PervctpauMoHHbIN
opurnHana Homep
npodeccnoHanbHoOro
CTaHAapTa

Tpyaosble geicTena

PaspaboTKa HOMEHKIATYpbl AN opraHu3aLmm

MpoBepKa MpPaBWAbHOCTM OQOPMNEHUA [OKYMEHTOB W OTMETKM 06 ux
ncnosHeHUn nepes ux GopMMpoBaHNEM B 4e/10 ANA NOCAEAYHOLWEro XpaHeH s

dopmynnpoBaHune 3aroIOBKOB AN U onpeaenieHne CPOKOB UX XPaHeHMs

dopmunposaHue pen

KOHTpONb MpPaBWAbHOTO WM CBOEBPEMEHHOrO pacnpedeneHva M NOALMBKU
[OKYMEHTOB B Aena

Heob6xoaumble ymeHun

OpraHusoBbiBaTh paboTy Mo yyeTy, XpaHEeHWO0 M Nepesaye B COOTBETCTBYIOLLEE
CTPYKTYpHOE nogpasaeneHve OKYMEHTOB TEKYLLEro Ae/10MPOn3BOACTBA

OcywecTBiATb  METOAMYECKOE  PYKOBOACTBO  AE/I0NPOM3BOACTBOM B
OpraHM3aLmm, KOHTPONPOBATL NpPaBuIbHOE GOPMUPOBAHME, XPAaHEHUE U CaaYY
[.eN B apxuB

PaspabaTbiBaTb HOMEHKNATYPY AeN CTPYKTYPHOTro nogpasaeneHus

Mcnonb3oBaTb HOMEHKAATYpPY Aen Npu U3YYeHUU CTPYKTYpbl OpraHu3auum,
COCTaB/IEHUWN onucei aen

OpraHusosbiBaTb paboty no <¢GopmMpoOBaHUIO Aen B COOTBETCTBUM C
YTBEPKAEHHON HOMEHKIATYpOW 4en opraHMsaumm

MpaBunabHO U cBOEBpeMeHHO GpOPMMPOBATL AOKYMEHTbI B fe/sa C YYeTOM WX




cneunouKkm

CucTemaTM3npoBaTb AOKYMEHTbI BHYTPU Aena

Ob6ecneunBaTb COXPAaHHOCTb M 3aLUMUTY AOKYMEHTOB OpraH13aumnm

MNpumeHATb MHPOPMALMOHHO-KOMMYHUKALMOHHbIE TeXHONOrMKM ana paboTbl ¢
AOKYMEHTamM

HeobxoamMmbie 3HaHMA

HopmaTuBHble npaBoOBble aKTbl, HOPMATUBHO-METOLUYECKUE OOKYMEHTbI,
rocygapcCrtBeHHble CTaHOAPTbI, onpeaenAarouime nopaaok AOKYMEHTAUMOHHOIO
obecneyeHus ynpasaeHunAa

Bugbl HomeHKnaTyp, obwme TpeboBaHMA K HOMEHKNATYpe, MeTOAMKA ee
cocTaBneHusa u opopmaeHns

MpaBuna cornacoBaHMA HOMEHKANATYPbl AeN C BeAOMCTBEHHbLIMM apXMBaMU U
3KCNepTHOM Komuccuen

Mopagok d¢opmupoBaHua u odopmaeHua paen, cneumduka GopmmpoBaHMA
OTAENbHbIX KaTeropuii gen

Mpasuna xpaHeHWA e, B TOM YMcie ¢ JOKYMeHTaMKu OrpaHUYeHHOro A4ocTyna

MpaBuna Bbl4aYM N UCNOIb30BAHUA JOKYMEHTOB U3 Cd)OpMMpOBaHHbIX aen

TpeboBaHWs oxpaHbl TPYAA

Apyrvie
XapaKTepUCTnUKun

3.2.3. Tpyposas dyHKUUSA

HanmeHoBaHue

OpraHusauua obpaboTku gen ana
nocneAyroLLero xpaHeHua (noayposeHb)

Kos | B/03.5 | PoBeHb




KBanndumKaumm D

MpouncxoxaeHne
TpyAoBOM GyHKUMMU

3anmcTBOBaHO U3

OpwuruHan X
opurnuHana
Kog PervctpalMoHHbIN
opuruHana HoMep
npodeccMoHanbHOro
CTaHAapTa

Tpyaosble geiicTena

lNMpoBepKka CPOKOB XpaHEHUA [AOKYMEHTOB, COCTaBleHWe MPOTOKOANA paGOTbI
3KCI'IepTH0171 KOMUCCMMN NO NnoArotoBke AOOKYMEHTOB K XPaHEHUKO, aKTa O
BblAENEHUN K YHUHTOXKEHUIO AOKYMEHTOB, HE NoAs1eXalnux XpaHeHUto

CocTaBneHune BHyTPeHHe onucy aAen Aas 0cobo LEeHHbIX SOKYMEHTOB

OdopmneHune gen noCToOAHHOrO, AO/NTOBPEMEHHOTO CPOKOB XpaHeHun

OdopmieHmne 0610KKKN Aen NOCTOAHHOrO, A0/ITOBPEMEHHOIO CPOKOB XPaHeHMs

CocTtasneHue onucu gen NOCTOAHHOTO, A0ATOBPEMEHHOIO CPOKOB XpaHeHUA

Mepepaya Aen B apxuMe opraHM3aunm

Heobxoaumble
ymeHuA

Nonb3oBaTbCA NepeyHAMM OOKYMEHTOB UM aHAAM3MPOBaATb d)aKTVI‘-lECKOG
coaepxaHne MMeruwmnxca B gene OOKYMEHTOB NpuU onpeaeneHnn Cpokos MUX
XpPaHeHnA

OdopmNATb [OKYMEHTbI SKCNEPTHOM KOMUCCUU

OdopmnaTb 06/M0XKKM AeN NOCTOAHHOTO M BPEMEHHOr0 CPOKOB XpaHeHuA B
COOTBETCTBUM C TPEe6OBAHUAMM rOCYAapPCTBEHHbIX CTaHAaPTOB

MpOn3BOANTL XPOHOOTMHYECKM-CTPYKTYPHYIO CUCTEMATU3ALMIO Aen




OcyLLEecTBNATb TEXHUYECKYIO 06paboTKy 1 NoiHoe odopmIeHUE A& NOCTOAHHOIO
1 BPEMEHHOTIO CPOKOB XpaHeHUA

CoctaBnAatb ONMUCb Aen MNOCTOAHHONO WM BPEMEHHOr0 CPOKOB XPaHeHMA B
CoOoTBEeTCTBUA C AGVICTBVIOLLI,MMVI HOPMATUBHO-MeTOANYECKUMU OOKYMEHTaMMN

MpMMeHATb UHPOPMALNOHHO-KOMMYHUKALMOHHbIE TEXHONOTMK AAA PaboTbl C
AOKYMEHTaMM

Heobxogumbie 3HaHUA

HopmaTuBHble NpPaBOBble aKTbl, HOPMATUBHO-METOAMYECKME OOKYMEHTbI,
rocyfapCTBEHHblE CTaHAAPTbl, onpegensolme MNOPAAOK AOKYMEHTALMOHHOIo
obecneyeHua ynpasaeHua

Kputepun pasgeneHma AOKYMEHTOB Ha Fpynnbl B COOTBETCTBUM C LEHHOCTbIO
MHPopMaLNM, COAEPIKALLENCH B HUX

MNopAAOK UCNO/b30BaHUA TUMNOBbLIX NAN BEAOMCTBEHHbIX nepequﬁ AOKYMEHTOB,
onpeaeneHna CpPoKoB XpaHeHMA B npouecce saKCnepTmn3bl LEHHOCTU OOKYMEHTOB

MopAfoK co3gaHuA, opraHM3aunum M LOKYMEHTUPOBAHMA paGOTbI 3KCI'IepTHOl71
KOMUcCcnun

I'Ipanma COCTaB/1EHUNA U YTBEPHKAEHUNA NPOTOKO1a pa6OTb| 3KCI'IepTHOI7I KOMUCCcnun

MpaBuna CcoOCTaBNEHUA U YTBEPXAEHUA aKTa O BblAeNEHUM AOKYMEHTOB, He
noaiexaLimx XxpaHeHn o

MpaBnaa TeXHUYECKOM 06paboTKM M MOAHOro 0pOopM/IEHMA AeN NOCTOSHHOIo U
BPEMEHHOr0 CPOKOB XpaHeHMS

Mpasnna cocTtaBaeHMA onmcu Aen NOCTOAHHOIO U BPeMEHHOI0 CPOKOB XpPaHEHUA B
CoOoTBEeTCTBUU C AeﬁCTBVIOLLI,MMM HOPMATUBHO-MeTOANYECKUMU OOKYMEHTaMMN

MNpaBnna nepenayumn gen B apxms opraHnUsaumm

TpeboBaHWs oxpaHbl TPYAA




Opyrue -
XaPAKTEPUCTMKMU

3.3. O6obuLeHHas TpyaoBasa GyHKUMA

OpraHM3aunoHHOe, AOKYMEHTaLMOHHOE U VDOBEHb
HanmeHoBaHue |unHPopMaLMOHHOE obecreyeHne aesTebHOCTH Kog C KEaJ'IVId)MKa o
PYKOBOAUTENA OpraHM3aLUm 4
MpoucxoxaeHue
o . 3anMmcTBOBaAHO M3
0606uWeHHOM TpyaoBoOMn OpwuruHan X
opurnHana
dYHKUMM
Kopg, PervctpaumoHHbIN
opurnHana Homep
npodeccnoHanbHoOro
CTaHZapTa
BO3MOKHble HAaMMEHOBAHUA CekpeTtapb pykoBoguTens

O0NXKHOCTeNn, npodeccum

TpeboBaHuA K obpasoBaHuMio | Boicliee obpasoBaHue - bakanaBpuaTt uam

N obyyeHuto CpeaHee npodeccnoHanbHoe 0bpasoBaHMe - MPorpammbl NOATOTOBKM
cneLmanncToB cpegHero 3seHa

JononHutenoHoe npodpeccmoHanbHoe obpasoBaHue

TpeboBaHMA K OnbITy He meHee AByX /1eT BbINONHEHNA paboT MO OpraHM3aLMOHHOMY M
npaKTU4YecKol paboTbl AOKYMEHTaLNOHHOMY obecnedyeHuIo AeaTebHOCTM PyKOBOAUTENS
opraHM3aumun nNpu cpegHem npodeccnoHaibHoM 0bpa3oBaHUM

Ocobble ycnosua fonycka K




pabote

[pyrue xapakTepuctnkm

[lononHuTe IbHbIE XapaKTepUCTUKK

HanmeHoBaHMe JOKYMEHTa Kog, HaumeHoBaHWe 633080 rpynnbl, AOJKHOCTU (Npodeccun)
WK CneumanbHOCTH
OK3 2432 bubnuotekapu, bubnmorpadsl, LOKYMeEHTOBEAbI U
CNeunanmcTbl POACTBEHHbIX Npodeccuin
EKC - CeKkpeTapb pykosogutensa
OKNATP 26341 CeKkpeTapb pykoBogutena
OKCO 032001 [JoKymeHTOBeAEHMNE U AOKYMEHTALMOHHOe obecneyeHne
ynpasnieHusa
032002 [JoKymeHTaunoHHoe obecrneyeHme ynpaBaeHus n
apxuBoBeAeHUe
3.3.1. Tpyposasa ¢pyHKUMA
OKasaHue NomoLM PYKOBOAUTENIO B YpoBeHb
HanmeHoBaHMe | nNnaHWMpOBaHWKM paboyero BpeMeHu Kog C/01.6 |(noaypoBseHb)
KBanuduKaumm
I'Ipomcxoz«,u,en—me OpuriHan X 3aMmcTBOBaHO 13
TpyAoBOM GyHKUMMU opurnHana

Kop, PerncrpauMoHHbIi
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opurmMHana HOoMep
npodeccMoHanbHOro
cTaHaapTa

Tpyaosble geicTena

Bbibop ¢opmbl NnaHMpoBaHua M odopmaeHMe NAaHMPOBLLMKA (opraHaiisepa)
pyKkoBoauTtens

BHeceHMe nHbopMmaLMKM B NAaHMPOBLUMK (OpraHaisep)

CornacosaHue c pyroBoauTenem BpeMeHHbIX NJ1aHOB

CornacoBaHue TeflepOHHbIX NEePEeroBopoB, BCTPEY U MEPONPUATUI C MapTHEPaMM,
KAMEHTaMW, PYKOBOAUTENAMM NOAPA3LENEHUI U COTPYAHUKAMM

NHbopmMmnpoBaHME PyKOBOAUTENA O PEr/laMeHTe HaMeUYeHHbIX MePOoNpPUATUIA

MpeaynpexaeHve o NpUbAMNKEHUN BPEMEHM HAMEYEHHBIX MEPONPUATUIA

dopmnpoBaHue pesepsa BpeMeHN AN HenpeaBUAEeHHbIX CUTyaL Ui

Heob6xoanmble ymeHuA

YcTaHaBAMBaTb Len, onpeaensaTb Mepapxuio Lenen

Onpefenatb NPUOPUTETHOCTb U OYEPEAHOCTb BbINOHEHUA PaboT U 3pPpeKTUBHO
pacnpegnenatb pabouyee Bpems

OKa3blBaTb NOMOLLb PyKOBOAUTENIO B pacnpeaeneHnn ero pa6oqero BpeEMEHU

Bblbupatb onTMManbHble cnocobbl MHPOPMMPOBAHUA MAPTHEPOB, K/WEHTOB,
nocetutenen, pykosoautenei nogpasaeneHmii U COTpPYAHMKOB O MAaHMPyeMblX
MeponpUATUAX

ObecneunBaTb MHGOPMALMOHHYIO 6E€30MaCHOCTb AeATEeNbHOCTU OpraHM3aLmnn

Heobxoaumblie 3HaHMSA

Cneundmrka 0OCHOBHOM AeATeNbHOCTU OpraHM3aLmm




OCHOBbI aAMMHUCTPATMBHOIO NpPaBa W TPYAOBOro 3aKOHOAAaTeIbcTBa Poccuiickom
depepaymu

PykoBoaALmit cocTas opraHu3aLmnmn U ee noapasaeneHni

DyHKUNM camomeHeaKMeHTa

MNMocTaHOBKa Uenen

Mpasuna npoBeaeHMA AeN0BbIX NePeroBopos

TpeboBaHWA oxpaHbl TPyAA

Opyrue -
XapaKTepUCTUKM

3.3.2. TpyanoBaa pyHKLMA

MnaHupoBaHMe paboyero AHA cekpeTaps YpoBeHb
HanmeHoBaHue Kog, C/02.6 |(noayposeHb)
KBanndmKaumm
MpoucxoxaeHune 3anmcTBOBaHO U3
P . A OpurunHan X
TpyAoBoM GyHKUMMU opuruHana
Kogn PeructpauMoHHbIN
opuruHana HoMep
npodeccMoHanbHOro
CTaHAapTa
TpyaoBble geicTausA Bbibop 1 odopmaeHne N1aHNPOBLLNKA CeKpeTaps

BeseHue gHeBHMKa (Ha 31EKTPOHHOM U/unn BymaxkHOM HocuTene)




CornacoBaHuWe NAaHOB C NaHaMK U CpoKamm paboTbl pykoBoauTeNns

PacnpeaeneHue pabouyero BpemeHm (Ha AeHb, HeAeto, NEPCreKTUBY)

I'IepeHeceHme HeBbINO/IHEHHbIX 3aM/1aHUPOBAHHbIX 3a4a4

BbinosHEHNE TUNUYHBIX exxeaHeBHbIX aen

Heobxoaumble ymeHus

BbibupaTb 1 0dopmMAATL NAAHUPOBLLUK

BHOCUTb M oOTCneKMBaTb MHGOOPMALMIO Ha 3MEKTPOHHOM M/UAn BymaskHOM
Hocutene

PaccTaBnAaTb NpUOPUTETDI, BblAENATL BaXKHOE N CPOYHOE

Bbi6MpaTb ONTMManbHbIN pUTM PaboTbl

AHa}'IM3MpOBaTb NPUYNHDbI HEBbLINO/IHEHNA 3a4a4

MpumeHATb MHd)OpMaLI,MOHHO-KOMMyHVIKaLI,MOHHbIe TEXHONO0TUN

Heobxogumbie 3HaHMA

OcobeHHoCcTM 0POPMAEHMA MNAHMPOBLUMKA (HA 3N1EKTPOHHOM U BymaxkHOM
HocuTensx)

OcHoOBbI yripaB/ieHUA BpemeHem

Opyrue
XapaKTepUCTUKM

3.3.3. TpyaoBaa pyHKLUMA

OpraHusauua TenedpoHHbIX NeperoBopos YpoBeHb

HanmeHoBaHWe |pykoBoguTens Kog, C/03.6 |(noaypoBeHb)

KBanudpuKaumnm




MpoucxoxaeHue
TPyAoBOM GYHKUMMU

3aMMCTBOBAHO U3

OpwuruHan X
opurnHana
Kog PerncrpaumoHHbI
opuruHana HoMep
npodeccMoHanbHOro
CTaHAapTa

TpyaoBble gevicTeua

BeneHue 6a3bl TEI'IEd)OHHbIX KOHTaKTOB pyKOBOAOAUTENA

CoenHeHMEe PYKOBOAMUTENA C KOHKPETHbIMM aboHEeHTaMM

MoaroToBKa maTepranos 4/1a TesiedOHHbIX MEPEroBOPOB PyKOBOAMUTENA

Perncrpaums noctynawoLwmx B NpUemMHyo TesiepOHHbIX 3BOHKOB

MepeHanpaBneHne  OTAENbHbIX  TenedOHHbIX  3BOHKOB  3aMeCcTUTeNAM
PYKOBOAUTENS, APYTUM COTPYAHUKAM

MonyyeHne Heobxoaumon uHOpMaALMM M nepesadya CaHKLMOHMPOBAHHOM
nHdopmaunm no tenepoHy

YCcTaHOBNEHME KOHTaKTa ¢ cobecegHWKOM, NogaeprKaHue v pasBuTUE AEe10BOW
6eceabl B npouecce TesiepOHHbIX NeperoBopos

OKasaHu1e NoOMOLLM PYKOBOANUTENIO NPW OPraHn3aLmm n nposeaeHnmn TenePoHHbIX
neperoBopoB U BUAEOKOHbepeHUNN

Heobxoaumble ymeHus

Bectv M wucnosnb3oBaTb B paboTe 6a3y AaHHbIX TenedOHHbIX KOHTAKTOB
pyKoBoAUTENSA

Mcnonb3oBath cpeacTBa KOMMYHWKAUMOHHOW OPFTEXHUKWU AN MNOAYYeHUA U
nepeaayn MHpopmauun

Bectn Y4YeTHbIE pPerncTpaLMoHHbIE d)OprI, MCcnoab30BaTb nx AanAa




nHdopMmaunMoHHON paboTbl M pPaboTbl MO KOHTPO/IKO MCMOJIHEHUA pPeLleHni
pyKkoBoauTens

Crnaxmsatb KOHd)}'IVIKTHbIe N CNOXHble CUTYaLLUN MEXTUYHOCTHOTIO 06LLI,€HVIH

Mcnonb3oBaTb TEXHUYECKME W MPOrpaMMHble CpeacTBa AAA NpOBeAeHUA
r0/10COBOM UM BUAEO-KOHDEPEHL-CBA3M

ObecneunBatb MHd)OpMaLI,MOHHyIO 6esonacHOCTb AeATeNbHOCTU OpraHn3aunun

Cobntoaath cny*KebHblli aTUKET

HeobxoguMmbie 3HaHMA

TenedoHHble KOHTAKTbI pyKoBOAMTENA

®YHKUMKM, 334auuv, CTPYKTypa OpraHv3auuu, ee CBA3M MO BepTUKaAM U
ropu3oHTaNm

MpaBuna B3aMMOAEWNCTBUA C MApTHEPAMM, KAMEHTaMM, CPeacTBaMM MACCOBOM
MHbOopMaLLUK

I'Ipanma noaaepXaHua n pa3snTUA MeXXITMYHOCTHbIX OTHOLIEHMUN

Mpasuna NnposeaeHNA AeN0BbIX NEPEeroBopoB

Mpasunaa 3aWwmTbl KOHOMAEHUNANBHON MHDOPMaLUK

TpeboBaHWa oxpaHbl TpyAa

Apyrvie
XapPaKTePUCTUKHU

3.3.4. TpyanoBaa pyHKLMA

HanmeHoBaHue

OpraHM3a UnAa KOMaHOUPOBOK pyKoBoAuUTena

YpoBeHb

Kog | C/04.6
(noayposeHb)




KBanndumKaumm D

MpouncxoxaeHne
TpyAoBOM GyHKUMMU

3anmcTBOBaHO U3

OpwuruHan X
opurnuHana
Kog PervctpalMoHHbIN
opuruHana HoMep
npodeccMoHanbHOro
CTaHAapTa

Tpyaosble geiicTena

NoarotoBKa NpoekKTa CJ'IY)KEGHOI'O 3a4aHunA pykosoautena

MoAroToBKa NPOEKTa NpMKasa o Cy*KebHo KoMaHAMPOBKe

BbiNMCKa KOMaHAMPOBOYHOTO YAOCTOBEPEHUS U ero perucrpaums npwm
HeobxoAnMMOCTH

MoAroToBKa AOKYMEHTOB Ha NOJIyYeHNe BU3bl, 3arpaHNYHOro nacnopra

3aKa3  KenesHoAOPOXHbIX U  aBMabuneToB, TrOCTUHMWL, TPAHCMOPTHOIO
obecneyeHna pykosogmTens

OdopmneHne nporpammbl Moe3aKku, yToyHeHMe O0cobeHHOCTeNn MPOTOKOoNaA
NAAHUPYEMBIX MEPONPUATUIA

NoaroToBKa OKYMEHTOB K Noe3aKe pykoBoauTena

YTouHeHWe AaTbl, A0IKHOCTEN, paMUIMIA B Nporpamme KOMaHAMPOBKK

MpopaboTKa mapLupyTa PyKOBOAUTENS, YBA3KA €r0 C pacnmncaHMem TpaHCnopTa

Ob6paboTka MaTepManosB KOMaHAMPOBKM, 0GOPMIEHNE OTYETA O KOMAHANPOBKE

Heobxoaumble

OdopmnaTb aBaHCOBbIE OTYETbI PYKOBOAMTENA




yMeHuA

OpraH130BbIBaTbh BCTPEUYM PYKOBOAMTENA C MPUHUMAIOLLEN CTOPOHOM

OdopmaATL KOMaHANPOBOYHbIE JOKYMEHTbI

O6pabaTbiBaTb AOKYMEHTbI M MaTepmMasbl NO pesysibTaTaM NMoe3AKu PyKoBoAUTENA

ObecneumBaTtb paboTy oduca Bo BpemMsi OTCYTCTBUS PYKOBOAUTENSA

MpumeHATb cnocobbl Aenosoro obuieHus

Mcnonb3oBaTtb cpencTBa KOMMYHUKAUMK gNA obecneyeHus BBaMMOAeVICTBMﬂ C
pykoBoauTesieM BO BpemMA ero AEI'IOBOVI noe3saku

HeobxogmMmbie 3HaHUA

NopAAoK NOAFOTOBKU M NpOBeAEeHUA KOMaHANUPOBOK

NopAagok OCbOpMJ'IEHMFI AOKYMEHTOB A1 KOMaHAONPOBKU N OTHETHbIX AOKYMEHTOB
Nno KOMaHAMPOBKE pyKOoBOAUNTENA

[enosoi NnpoTokon

3TMKa AenioBoro obueHns

Opyrue
XaPAKTEPUCTUKMU

3.3.5. TpyaoBaa ¢pyHKUMA

OpraHusauua paboTbl c noceTUTENAMU B YpoBeHb
HavmeHoBaHWe |npuemHon pykosBoauTens Kog C/05.6 |(noayposeHb)
KBanuduKaumnm

MpoucxoxaeHue
TpynoBoM GYHKUNM

3anmcTBOBaHO U3

OpwuruHan
opurnHana



Koga PervctpauMoHHbIN
opurnHana Homep
npodeccnoHanbHoOro
CTaHAapTa

Tpyaosble geicTena

OpI'aHM3aLI,VIF| INYHOTO Npnema nocetutenemn pyroBOAUTENEM

YcTaHOBNEHME nopAagka npuema gna pasinyHbIX KaTeI'OpMﬁ nocetTuteneu

BepeHue xKypHana npeaBapuTesibHOM 3anmncK Ha npuem

Perunctpauma nocetutenem

CopeicTBMe onepaTMBHOMY PaCCMOTPEHUIO NPOCLD U NPeasoXKeHUN NnoceTuTenel
N COTPYAHWMKOB OpraHun3aumm

OpraHusauma npuema AesnoBbix NapTHEpPOB B oduce

OpraHusauma o6cnyRnBaHMA PyKoBOAUTENA W €r0 Ae10BbIX NapTHepoB B oduce

CepBupoBKa YaliHoro (KodeliHoro) ctona B opuce

MpUHATME Mep MO COXPaHEeHWUID KOMMEPYECKON TallHbl B Xo4e npuema
noceTUTenel U X HaxXoXKAEHMA B NPUEMHOW U KabUHeTe pyKoBoguUTeNA

Heobxoaumble
ymeHusa

OpI'aHM3OBbIBaTb 1 obecneymBaTb MYHbIE KOHTAKTbI pyrkoBoauTena

YnpaBnsaTb KOHPAUKTaMM

YunTbiBaTb MCUXONOTMYECKUE OCOBEHHOCTU JIMYHOCTU MPU Pas3UYHbIX BUAAX
npodeccMoHanbHOro obueHun

Mcnonb3oBaTb YCTAHOBAEHHbIE MpaBua M Mpoueaypbl KOMMYHUKaLMKU BHYTPU
opraHusaumm




Bectv  yuyeTHble  perucTpaumoHHble  ¢GOpPMbI,  MCNOAb30BaTb UX  ANA
MHGOPMALMOHHOM paboTbl M pPaboTbl MO KOHTPONKD WCMONHEHUA pPeLleHW
pykoBoauTens

Co3aaBaTbh NOMOMKUTENBHBIN MMUAX OpraHU3aLmnm

MPMHUMaTbL Mepbl MO paspeLlleHnto KOHGANKTHBIX CUTYaLMid

MpumeHATb MHd)OpMaLI,MOHHO-KOMMyHMKaLI,MOHHbIe TEXHONOTNN

Ob6ecneynBaTb KOHOUAEHLMANBHOCTL B NPUEMHON U KabuHeTe pyKoBoauTens,
COXPaHATb KOHOUAEHLMANbHYIO MHOOPMALMIO B TallHe

Heobxogumbie 3HaHUA

I'Ipanma OopraHusauunun npnema nocetutenemn

Mpasuna 4enosoro obueHms

MNpasuna pevyeBoro aTnKeTa

MpaBWia YCTAaHOBJ/IEHNA KOHTAKTa, MOAAEPXKAHUA U PA3BUTUA MEXKIUYHOCTHbIX
OTHOLLEeHUN

CTpyKTypa opraHusaumm u pacnpegeneHve OyHKUMIN MeKay CTPYKTYPHbIMU
noApasaeneHnammn 1 cneumnanmcTamm

MpaBuna opraHM3aLlmm Npuemos B opuce

DTUKET N OCHOBBI MeXa4yHapoaHOro npoToKkoa

MpaBuna cepBUPOBKK YaiHoro (KodeliHoro) ctona

I'Ipanma NPUTroTOBNAEHNA N NOAAYU TOPAYNX HANMUTKOB U 3aKYCOK K HUM

MpaBuaa 3aWwuTbl KOHPUAEHLMANLHON CYKEBHON MHPOPMAL MM

Apyrve
XapaKTepUCTUKn




3.3.6. TpyaoBaa pyHKLMA

OpraHu13aunsa NoAroToBKM, NPOBEAEHNA U YpoBeHb
HavmeHoBaHue |06CNYKMBaHUA KOHPEPEHTHbIX MEPONPUATINIA Kog, C/06.6 |(noaypoBseHb)
KBanuduKaumnm
MpoucxoxaeHune 3aMmcTBOBaAHO M3
P N A OpurnHan X
TpyAoBOM GyHKUMMU opurnHana
Kopg, PervctpaumoHHbIN
opurnHana Homep
npodeccMoHanbHOro
CTaHZapTa

Tpyaosble geicTena MoAroToBKa NOBECTKU AHA MEPONPUATUSA

OdopmneHune CnMcKa y4aCTHUKOB MeponpuaTUs

NHPOpMMpOBaHME YYACTHUKOB O HAMEYaloWemcs MepPOonpUATUM U YCIOBUAX
yyactua

Bblbop MecTa M BpEMEHU MPOBEAEHUSA MEPOMNPUATUSA

MNogrotoska npep,BapMTeanoﬁ CMETbI pacxonos

PaccbinKka npurnaweHnii NOATBEPAUBLLMM Yy4acTUe B MEPONPUATUN

C6op TEKCTOB A0KMAA0B M NPOEKTOB UTOrOBbIX AO0KYMEHTOB Y AOKIA4UYNKOB

Paccbinka  MHOOPMALMOHHBIX  MATEPUANOB  YY4ACTHUKAM  KOHpEepeHTHOro
MeponpuaTUa

CoctaBneHme ABOYHbIX IMCTOB U CNMCKA perncTpaunm y4aCtTHMKOB MmeponpuAaTnA




3aKynKa KaHLLenAPCKMX TOBApOB M NMPOAYKTOB Ans obecneyeHns Kode-nays

PewweHne BONPOCOB TEXHUYECKOIO OCHALLLEHNA MEPONpPUATUA

MomolLlpb B NOAroTOBKE A0K/AaAa PYKOBOAUTENSA, NPE3eHTALMOHHbIX MaTePUanos

OpraHusauusa NnoAroToBKM nNpesmamyma n pabouymx MecT y4acTHUKOB

OpraHusauma BCTPeUM U perncTpauma y4acTHMKOB MeponpuaTmna

BeaeHue NpoToKoa MeponpuATUA

OpraHusauma cepBrUcHOro obcay»KnsaHuna Bo Bpemsa Kode-nays

OpraHusauma  KyAbTYpHO-MacCOBbIX  MEPOMNPUATUI,  TPaAHCMNOPTHOrO MU
rOCTMHUYHOro obecneyeHus

Heobxoaumble ymeHun

OpraHu30BbIBaTb MpoOLECC MNOArOTOBKM K MNpoBeAeHWUo  KoHdepeHTHOro
MEeponpuUATUA NHANBMAYAIbHO U B COCTaBe paboyen rpynnbl

JOKyMeHTMpPOBaTb pasHble 3Tanbl MNpoLeaypbl MOAFOTOBKM W MpOBeLeHUA
KOHbEepeHTHOro MeponpuaATUA

MepepaBaTb  MHbOPMaALMIO,  OOKYMEHTbl UM MaTepuanbl  y4acTHUKaM
KOHbEepeHTHOro MeponpuaTma

MoarotasnmeaTh 1 060pYyA0BaTh CTON Npe3namMyma u paboumre mecra y4acTHUKOB
coBellaHuA (3acegaHua)

CepBurpoBaTb YaiHbIiN (KodeliHblii) cToN BO Bpemsa npoBeaeHus kode-nays

CO6I]I’O,CI,aTb npasunaa geN0BOro aTUKeETa U NPOTOKO/1a

Moaaep*nBaTb MMUAX OpraHU3aLnn

Co3paBaTb UMUK CEKPETapsA, COOTBETCTBYIOLWMIA UMUANKY OpraHM3aLmnm




Pabotatb ¢ wuHPoOpmauuer, aHanM3npoBaTb U MNpPeAcTaBNATb €e B
CMCTEeMaTU3NPOBaHHOM BUae

ObecneuymBaTb 6e30MacHOCTb AeATe/IbHOCTU OpraHu3aumm

MpumeHATb MHPOPMALMOHHO-KOMMYHUKALNOHHbIE TEXHONOTUMU

Ob6ecneunBaTb KOMGOPT Y4AaCTHMKOB KOHDEPEHTHOrO MepPOnpPUATMA, MOMOraTh B
BOMpOCax NPOXKMBaHMSA, TPAHCNOPTHOro obecneyeHms

Heobxogumbie 3HaHMA

Komnnekc opraHn3aunoHHO-TEXHUYECKUX MepOI'IpMFITMﬁ no noAroToBke wu
nposeneHuo COBELLI,aHMﬁ M NeperoBopos, B TOM 4ncne mexXayHapoaHbix

Mpasuna BeaeHUsA, NOATOTOBKM M 0POPMIEHMA NPOTOKOA U APYTNX SOKYMEHTOB,
CO34aBaemblx B MpoLiecce No4roToBKM KoOHGEPEeHTHOro MeponpuATUA

CocraB/ieHMe CMeTbl Pacxog08

OCHOBbI HanMcaHUA peyein 1 A0K1a[40B PyKOBOAUTENSA

MpaBuia yCTAHOB/AEHUA KOHTAKTa, MNOAAEPXKAHUA U PA3BUTUA MEXNKIMUYHOCTHbIX
OTHOLWEHUN

MNpasuna genosoro O6LU,€HVIFI, AenoBoro aTnKeTa

DTUKET N OCHOBBbI MeXAYHapoaAHOro NpPpoToKoa

MNpasnna nposeaeHNA 4eN0BbIX Neperosopos

Mpasuna 3awmTbl KOHPUAEHLMANLHON CNyKebHOo MHopMaLUn

TpeboBaHUA oxpaHbl TpyAa

Apyrve
XapPaKTeEPUCTUKU




3.3.7. TpyaoBaa ¢pyHKLMA

OpraHusauma UCNONHEHUA PeLLEHNH, YpoBeHb
HanmeHoBaHWe | OCyW,eCTBNEHME KOHTPOAA UCTIONHEHUA Kog | C/07.6 |(noaypoBeHb)
Nopy4YeHuit pykoBoauTens KBaAnPMKaLmm

MpoucxoxaeHne
TpynoBoi GyHKUNM

3anmcTBOBaHO U3

OpwuruHan X
opurnHana
Kog, PerncrpaumoHHbIi
opurnHana HOomep
npodeccMoHaNbHOro
CTaHaapTa

TpyanoBble aencTeuns

JoKymeHTanbHoe opopmaeHme pelleHnin pyKkoBoamTens

[osegeHve [0 cBegeHuMA  pabOTHMKOB — OpraHM3auUMM  PacnopPANKEeHWi
pyKkoBoauTtens

KOOpAMHaLI,MH AeATENbHOCTU NO NCNOJTHEHUIO peLIJeHMVI pykoBoauTena

BepeHue cpoKOBOro TeKywero v npeaynpegutesibHOro KOHTPoA

MpoBepKa UCNONHEHMA NOPYYEHUA PYKOBOAMUTENS B YCTAaHOB/IEHHBIN CPOK

MpepynpexaeHne COTPYAHUKOB 06 MUCTEYEHMM CPOKA MCMOJHEHWUS MOPYYEHWUI
pyKkosoauTtens

®duKcayma UCNoNHEHUA NOPYYEHNI

CocTaBneHne OTYETOB M aHANUTUYECKMX CMNPABOK O BbIMNOJIHEHUM MOPYYEHU U
pelleHnn pyKkosoauTens

Heobxoaumble

BecTn cpoKoBYO KapToTeKy




yMeHuA

Bectn yuyeTHble perucTpaumoHHble ¢GOpMbl, UCMOAb30BaTb UX A/A paboTbl no
KOHTPOJ110 UCNOSIHEHUSA NOPYYEHUIA PyKOBOAUTENA

PaboTtatb ¢ MHbOPMaLMeEN NO KOHTPOJIIO, CUCTEMATU3NPOBATL €e U NPeacTaBAsaTb
B BUAE CBOAHbIX JOKYMEHTOB

Mcnonb3oBaTh CPpeacTBa KOMMYHMKaLUN ANA Nepeaayn nopyyeHuii pykosoaurens

Mcnonb3oBaTb COBpeMeHHble cpeactBa cbopa M 0b6paboTKM KOHTPOJSIbHOM
nHpopmauunm

MpumeHATb MHd)OpMaLI,MOHHO-KOMMYHVIKaLI,MOHHbIe TEXHONOTUN

OueHunsaTtb Pe3ynbTaTbl B PaMKaX NMNOCTAaBJ/IEHHbLIX 3a4a4

OcyLLecTB/IATb KOHTPO/Ib UCMIONHEHUA NOPYYEHU PYKOBOAUTENSA COTPYAHUKAMMU

Heobxoaumble 3HaHMA

Obuwme TpeboBaHUA K CPOKAM MCMONHEHUA [OOKYMEHTOB M KOHTPOJ/IbHbIM
YHKUMAM CNyKObl JOKYMEHTALMOHHOIO obecrneyeHuns

MpuHLuMnbl, cnocobbl UHGOPMUPOBAHMA COTPYAHUKOB

3TuKa genosoro obuieHUA

YnpaBneHyeckan CTPYKTypa OpraHusaumm, PyKoBOACTBO OpraHusauuun, obpasubl
noAnuceit PyKoBOAALLMX COTPYAHMKOB, KPYr UX MONHOMOYMI U OrpaHUYEHUs UX
30H OTBETCTBEHHOCTU

WHCTPYKLMM NO 4eN0NPOU3BOACTBY U APYTMM JIOKabHbIM HOPMATUBHbBIM aKTaMm,
YCTaHaB/IMBAOLWMM NOPSAAOK peannsaLmmn ynpaBaeHYecknx npoueayp

Apyrve
XapaKTepPUCTUKn

3.3.8. Tpyaosble dyHKUUMK




OpraHusayma n nogaepxaHue YpoBeHb

HanmeHoBaHue |dyHKUMOHaNbHOro paboyero NpocTpaHcTBa Kog | C/08.6 |(noayposeHb)
npuemHon 1 kKabuHeTa pyKosoauTens KBanuduKaumm
MpoucxoxaeHue 3anmcTBOBaHO U3
P . A OpwuruHan X
TPYA0BOM GYHKLUNMU opurnHana
Kog PerncrpaumoHHbIi
opurnHana Homep
npodeccMoHanbHOro
CTaHgapTa

TpyaoBble AencTeus

O6ecneyeHne paboyero mecta pyKoBOAMTENA HEOBXOAMMbIMM CPeaCcTBaMM
OPraHM3aLMOHHON TEXHUKK, KaHLLENAPCKMMM MPUHAONERHOCTAMMN

OpraHusauua npuemHoln odpuca B COOTBETCTBMU C TpebOBaHUAMM IPTOHOMUKMU U
KyAbTypbl TPYA3

OpraHusauna obopmaeHUs MHTEPbepPa NPUEMHOMN pyKoBoAUTENA

O6opyaoBaHMe paboyero Mecta OPITEXHUMKOM, NEepPCOoHasIbHbIM KOMMbIOTEPOM,
BCNOMOraTe/IbHOMN TEXHUKOM

OpI'aHM3aLl,l/1‘r'| 060pYAOBaHMﬂ HpMeMHOVI Cncremamm XpaHeHus, HEO6XOAMMbIMM
I'IpVICI'IOCO6I'I€HVIF|MVI, obecneyeHusn KaHLENAPCKUMU TOBapamMu

ObecneyeHune xpaHeEHMA U 3aMeHbl PAacXO4HbIX MaTePManoB, NOBCEAHEBHbIN yXOL,
32 OpPrTexXHUKOM

3aKas KaHLUeNApCKUX TOBApPOB, TMIMeHUYeCcKMX TOBApOB, NPOAYKTOB NUTAHMA

Heobxoaumbie
yMeHuA

CospaBarthb ycsoBua, obecnedmsatowme addeKkTnBHY paboTy pykoBoantens

MpumeHATb B COOTBETCTBUM C HAa3HaYeHUeMm cpeacTsa OpI'aHM3aLJ,MOHHOV1 TEXHUKMN,




KaHUEeNAPCKME NPUHAANEXHOCTH

OcHauwaTtb paboyee MecTo pyKoBOAUTENSA U CBOE paboyee mMecTo Heob6XoAMMbIM
obopynoBaHMem

OcyLecTBNATb 3aMeHY PacXoAHbIX MaTePUAsIOB, yXO/, 32 OPIrTEXHUKOWN

OcywecTBNATb MOBCEAHEBHbIN YXO4 33 KOMMPOBa/bHbIM annapaTom, 3aMmeHy U
XpaHeHWe KapTpuaKei, ToHepa

KOHTpOAMpoBaTb COCTOAHME M MNOMNOJHATbL 3aMachl KAHLLENAPCKMX TOBApPOB, CPesCcTB
FTMr1UeHbl, NPOAYKTOB NUTAHUA

Heobxogumbie 3HaHUA

TpeboBaHWA OxpaHbl TPYAA, NPOU3BOACTBEHHOW CAaHUTApPUM, NPOTUBOMOXKAPHOW
3aLWUTh

OcHOBbl NPaBUAbHOW OpraHW3auMn Tpyaa W  MeToAbl MOBbLIWEHUA ero
appeKkTUBHOCTH

OCHOBbI 3proHOMMKMN oduca 1 GAOPUCTUKN

CTraHaapTbl M pekomeH4aLumMm no 060pya0BaHNI0 0GUCHBIX MOMELLEHWI

CocTaB opraHM3aUMOHHOM TEXHUKK, ee YCTPOMCTBO M NOPAAOK PaboThl C Hel

Apyrvie
XapPaKTePUCTUKHU

3.3.9. TpyanoBaa pyHKLMA

Pa3pa60TKa NNOKa/IbHbIX HOPMATUBHbIX aKTOB, ypOBEHb

HavmeHoBaHue | pernameHTUpyowmx paboTy cekpeTaps Kog, C/09.6 |(noaypoBeHb)

KBanndumKaumm




MpoucxoxaeHne 3aMmcTBOBaHO U3

. OpwuruHan X
TPyAoBOM GYHKUMMU opurnHana
Kog PerncrpaumoHHbI
opuruHana HoMep
npodeccMoHanbHOro
CTaHAapTa

Tpyaosbie gevicteua | Pa3paboTKa J0MKHOCTHOM MHCTPYKLUMK CeKpeTaps

Pa3paboTKa NoONOMEHUA O CeKpeTapumaTe

Pa3paboTKa MHCTPYKLMM MO AEN0MNPOMU3BOACTBY

Heobxoammble CocTaBnatb 1 0GOPMAATL OPraHM3aLMOHHbIE N METOAMYECKUE AOKYMEHTbI

yMeHusa
PenaKkTMpOoBaTb TEKCTbI CYKEOHbIX LOKYMEHTOB

PabotaTb CcO BCel COBOKYMHOCTbIO WMHGOPMALMOHHO-AOKYMEHTALLMOHHbIX
PecypcoB opraHusaumm

Monb3zoBaTbca 6azamu AaHHbIX, B TOM Ynucne yganeHHbiMmun 6asamu AaHHbIX

Ucnonb3osaTb cnpaBoYHble NpaBoBble CUCTEMbI

PaboTaTb C KOMNbIOTEPOM, KaTasioramu (Nankamm) n ¢annamm, CKaHepom

Monb3oBaTbcA OPUCHBIM NAaKETOM (TEKCTOBbIN pegakTop, Tabanubl)

Monb3oBaTbca nepudepuitHbIMM YCTPOMCTBAMM N OPITEXHUKOM

Monb30BaTbCA 3N1EKTPOHHOMN NOYTOM

MNonb3oBaTbCcA CUCTEMAaMM INEKTPOHHOTO AOKyMEHTOOGOpOTa

Heobxoammbie 3HaHMA | [paBoBble OCHOBbI ynpas/ieHnsa (OCHOBbI aAMMHUCTPATUBHOIO, TPYAOBOTO M




rpagaHcKoro npasa)

[JelicTBylollMe MpPaBoOBble aKTbl, HOPMATUBHO-METOAMYECKME [OKYMEHTbI,
rocyflapCcTBeHHble CTaHAapTbl, onpeaenAllmMe MNopAaA0oK AOKYMEHTALMOHHOTO
obecneyeHua ynpasaeHua

CTpyKTypa, pyKOBOACTBO CTPYKTYPHbIX NoApasaeneHnii, obpasupl nognucein auu,
MMEIOLLMX NPABO NOANUCAHUA U YTBEPKAEHUA LOKYMEHTOB, U OFPaHUYEHNA NX 30H
OTBETCTBEHHOCTM

I'Ipanma AOKYMEHTAUNOHHOIo obecneyeHuns AeATENDbHOCTU OpraHn3auunn

MopAaaok paboTbl C AOKYMEHTaMMU

TpeboBaHus, NpeabaABAsemMble K JOKYMEHTaM B COOTBETCTBMU C HOPMATUBHbLIMMU
aKTaMU U rocygapCTBEHHbIMM CTaHAAPTaMM

MpaBuaa cocTaBieHNA OPraHM3aLNOHHbIX AOKYMEHTOB (MOAOKEHUIA, MHCTPYKLMIA,
pernameHToB)

Bnabl AOKYMEHTOB, UX Ha3HayeHue

OcHoBblI AOKVMEHTHO% JTMHIBUCTUKU

TpeboBaHWA oxpaHbl TPyAa

Apyrvie
XapaKTePUCTUKH

3.3.10. TpygoBas yHKUUA

HanmeHoBaHue

CocTaBneHue u opopmaeHne
yNpaBAeHYECKON AOKYMEHTaLUK

Kog,

C/10.6

YpoBeHb
(noayposeHb)
KBannduKaumm



MpoucxoxaeHue
TPyAoBOM GYHKUMMU

3aMMCTBOBAHO U3

OpwuruHan X
opurnHana
Kog PerncrpaumoHHbI
opuruHana HoMep
npodeccMoHanbHOro
CTaHAapTa

TpyaoBble gevicTeua

CocTaBneHne MNPOEKTOB PaCnopsAauTEsbHbIX (NPWKasbl, pacnops:KeHusa) w
MHPOPMALLMOHHO-CMPABOYHbIX [OKYMEHTOB (CNy»KebHble MuUCbMa, CNpaBKy,
AOKNaAHble U CNyXKebHble 3annckin)

MeyaTb cNy*KeBHbIX LOKYMEHTOB M APYrMX MaTepManos

PasmHoKeHune CI'Iy>+(€6HbIX AOOKYMEHTOB

KOHTPO/Mb MNPOXOXAEeHUA [OOKYMEHTOB B OpraHusaumMm (cornacosaHue,
noanucaHune u yTeepKaeHue AoKyMeHTa)

Heob6xoaumble ymeHun

PefakTMpoBaTb TEKCTbI CI'Iy)-K66HbIX AOKYMEHTOB

Monb3oBaTbCA YHUOULMPOBAHHBIMU GOPMAMUN LOKYMEHTOB

Odopmnatb KaccoBble ¢UHAHCOBbIE [AOKYMEHTbI W [AOKYMEHTbl MO yyeTy
HaKNa4HbIX PaCX040B

MeyaTtaTb cnyKebHble OKYMEHTbI

Monb3oBaTbcs NnepudepninHbIMM YCTPOIMCTBAMM U OPITEXHUKOM

PaboTaTb C KOMNbIOTEPOM, CKAaHEPOM

Monb3oBaTbcA OPUCHBbIM NAKETOM (TEKCTOBbLIN peaakTop, TabauLbl)

Nonb3oBaTbCA 3/IEeKTPOH HOM noyTomn




Monb30BaTbCA CUCTEMAMM 3NIEKTPOHHOrO AOKYyMeHToobopoTa

ObecneumBaTtb 6€30MaCHOCTb AeATe/IbHOCTU OpraHM3aLnm

Heobxoaumblie 3HaHUSA

MpaBoBble OCHOBbLI ynpasieHnsa (OCHOBbI aAMWHUCTPATUBHOIO, TPYAOBOIO U
XO3ANCTBEHHOrO Npasa)

CTpyKTypa opraHusaumm, pyKoBOACTBO CTPYKTYPHbIX nogpasaeneHunii, obpasubl
noAnuceln NnL, MMeLWMX NPaBo MNOANUCAHNA U YTBEPKAEHUA OOKYMEHTOB, U
OrPaHMYEHUNSA UX 30H OTBETCTBEHHOCTU

MNpaBnna [OKYMEHTaUMOHHOTO obecneyeHuns AeATENbHOCTU OpPraHn3auunn

MopsAZoK paboTbl ¢ AOKYMEHTaMM

TpeboBaHus, NpeabaBAAeMble K JOKYMEHTaM B COOTBETCTBMM C HOPMATUBHbIMM
aKTaMU U rocygapCTBEHHbIMU CTaHAAPTaMM

Buabl 4OKYMEHTOB, UX Ha3HaYeHUe

MpaBunna cornacoBaHUsA AOKYMEHTOB OpraHn3aLmnmn (BHyTPEHHEro 1 BHELHero)

MpaBunna NOANUCAHUA U YTBEPNKAEHUA AOKYMEHTOB

Mpasuna coctaBneHMas U 0dOPMAEHUA  MHODOPMALMOHHO-CMPABOYHbIX,
yNpaBAEHYECKUX JOKYMEHTOB M CNYXKeBHbIX NUcem

OcHoBbl lD,OKyMEHTHOI"/i JNTMHIBUCTUKHN

I’paMN\aTqucme npasnsia pyCCKOro A3blKa

TpeboBaHUA oxpaHbl TPyAa

Apyrve
XapPaKTeEPUCTUKU




3.3.11. TpynoBana ¢pyHKUMA

OpraHu3auma paboTbl ¢ LOKYMeHTaMU B YpoBeHb
HanmeHoBaHMe |nNpuemHoOM pykoBoauTens Kog C/11.6 |(noaypoBeHb)
KBanMduKaumnm

MpoucxoxaeHne
TpynoBoi GyHKUNM

3anmcTBOBaHO U3

OpwuruHan X
opurnHana
Kog, PerncrpaumoHHbIi
opurnHana HOomep
npodeccMoHaNbHOro
CTaHaapTa

TpyanoBble aencTeuns

MonydyeHne, npegBapuTesbHOE PACCMOTPEHME W COPTMPOBKA MOCTYNalolWmMX B
NPUEMHYI0 PYKOBOAMTENA AOKYMEHTOB

MNoaroToBKa AOKYMEHTOB 4J1A PaCCMOTPEHMA pyKOBOAUTENEM

Yyer AOKYMEHTOB, NOCTYyNnakoWnXx Ha UMA PyKoBOAUTENA

OpI'aHM3aLI,MFI AO0CTaBKN AOKYMEHTOB UCMNOSTHUTENAM

BepeHve MHPOPMALMOHHO-CNPABOYHOM paboTsbl

KOHTPO/Ib UCMONHEHUSA AOKYMEHTOB M NMOPYyYeHUid pyKoBOAUTENS

Heobxoaumble
yMeHusA

PaboTtaTb c BXOAALLEN, UCXOAALLEN, BHYTPEHHEN AOKYMEHTauuen

Monb30BaTbCA CUCTEMAMM 3/IEKTPOHHOIO AOKYMeHToobopoTa Aas perncrpauuu,
KOHTPOJ1A AOKYMEHTOB U MHPOPMALMOHHO-CNPABOYHOM PaboTbl C 4OKYMEHTaMM

MpumeHATb MHGOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHO/IOrMKM Ansa paboTbl ¢
OOKYMeHTaMu




CocTaBnatb 1 0GOPMIATL HOPMATUBHbIE aKTbl

Heobxoaumble 3HaHMA

HopmaTuBHble MpaBoOBble aKTbl, HOPMAaTUBHO-METOAMUYECKME AOKYMEHTbI,
rocyaapcTBeHHble CTaHAapTbl, onpeAenaloliMe MOPAAOK AOKYMEHTaLMOHHOro
obecneyeHua ynpasaeHua

CTpyKTypa opraH13aLmm, pyKoBOACTBO CTPYKTYPHbIX NoApasaeeHunit

COBpeMEHHbIe VIHd)OpMaLI,VIOHHbIe TeEXHONOTNUN pa6OTbI C AOKYMEHTaMu

MopsaaoK paboTbl C AOKYMEHTaMM, CXEMbI AOKYMeHTO060opoTa

MNpasuna pa6OTbI C BXogAawnmm, ncxogawmmMmm 1 BHYTPEHHMMU OOKYMEHTaMU

I'Ipanma OopraHn3aunm KOHTPO/IA UCNOSIHEHUA OOKYMEHTOB U TUMOBbIE CPOKU
NUCNOJTHEHNA AOKYMEHTOB

MNpaBuna cocTaBneHWA aHaMTUYECKMX CAPABOK NO OpraHusauum pa60TbI C
AOKYMEeHTaMM U KOHTPOIHO UCNOJZIHEHNA AOKYMEHTOB

Mpasuia co3gaHua W BeAeHUs 0a3  AaHHbIX  CAYKEOHbIX [AOKYMEHTOB B
opraHusaumm

Cucrtembl 9/1EKTPOHHOTIO AOKyMEHTOO60pOTa

TpeboBaHWA oxpaHbl TPyAa

Apyrvie
XapPaKTePUCTUKHU

3.3.12. Tpygosas ¢yHKUUA

OpraHusauna xpaHeHusa LOKYMEHTOB B YpoBeHb

HaumeHoBaHWe | npuemHoi pykosoguTens Kog | C/12.6 |(noaypoBseHb)

KBanndumKaumm




MpouncxoxaeHne
TpynoBoi GyHKUNM

3anmcTBOBaHO U3

OpuruHan X
opurnHana
Kog, PerncrpaumoHHbIi
opurnHana HOmep
npodeccMoHaNbHOro
CTaHgapTa

Tpynosble geicTamnA

Pa3paboTKa pa3aesioB HOMEHKAATYpbl Aen opraHn3aumnm

dopmupoBaHMe U opopMaeHUE Aen NOCTOAHHOIO, AOATOBPEMEHHOIO CPOKOB

MoAarotoBKa v nepeaaya Aen B apXms opraHn3aumm

Heobxoaumble
ymeHuA

PaspabaTbiBaTb HOMEHKNATYpPYy A4E€N OpraHuM3aumMmM C Yy4eToM [AeNCTBYHOLLMX
HOPMaTUBHO-METOAMYECKUX JOKYMEHTOB

Mcnonb3oBaTb HOMEHKNATYpy AeN Npu U3YYEHUW CTPYKTYpPbl OpraHusauuu,
COCTaB/NIEHUN onucen aen

dopmupoBatb U odopmnATb Aena B COOTBETCTBUM C  YTBEPKAEHHOMN
HOMEHKATYpPOi1 Aies opraHn3aLmm

Ob6ecneynBaTb COXPAHHOCTb AOKYMEHTOB OpraHM3aLmm

MpounsBoaAnTb NOArOTOBKY A€ ANA nepeaayun B apxms

MprmeHATb MHPOPMALMOHHO-KOMMYHMKALMOHHbIE TEXHO/IOTMM ANnA paboTbl ¢
AOKYMeHTamm

HeobxoguMmbie 3HaHUA

HopmaTuBHble nNpaBOBble aKTbl, HOPMATUBHO-METOAMYECKUE  OOKYMEHTbI,
rocyaapcrtBeHHble CTaHAQAPTbl, onpegenawwme nopaaok AOKYMEHTAUMOHHOIO
obecneyeHus ynpasaeHuAa




Buabl HomeHKnatyp, obwue TpeboOBaHUA K HOMEHKNAType, MeTOAMKA ee
cocTaBneHnsa u opopmaeHuns

Mopagok ¢opmupoBaHna mn odopmMaeHna g[en ¢ YyKasaHuem crneundukm
dopMUPOBAHNA OTAENbHbBIX KAaTEroOpuUn aen

Mpasuna xpaHeHWA gen, B TOM YMcne ¢ LOKYMeHTaMu OrpaHUYEeHHOro A40CTyna

Mpasnna Bbl4aYM N UCNONb30BAHMUA JOKYMEHTOB U3 C(I)OpMMpOBaHHbIX aen

TpeboBaHWA oxpaHbl TPyAa

MNpaBnna NOArOTOBKKU M Nepegayvn Aen B apxms OpraHM3aumm

Apyrve
XapPaKTeEPUCTUKU

3.3.13. Tpygosble GpyHKLUM

YpoBeHb

HanmeHoBaHune |QObecneyeHne pykoBoauTena nHopmaumen Kog, C/13.6 |(noaypoBseHb)

KBanuduKaumm

MpoucxoxaeHue
TpyLoBOM GYHKUMMU

3anmcTBOBaHO U3

OpwuruHan X
opuruHana

Kopg PerncrpaumoHHbIi
opurnHana Homep
npodeccMoHanbHOro
CTaHgapTa

Tpyaosble AencTeus

C6op 1 nepepaboTKka MHOPMaLMKN, HEOOXOAMMOW ANsi NPUHATUA 0OOCHOBAHHbIX




ynpaB/ieHYECKMX peLleHni

MpoBepka [AOCTOBEPHOCTM, MNOJHOTbI M HEMNPOTUBOPEYMBOCTUM  [AHHbIX,
NCcKNtoYeHne aybanposaHnsa MHGopmaLum

MpepoctaBaeHne AaHHbIX B eAMHOM M yaA06HOM aaa BocnpuATMAa dopmare

BbiABneHMe Hanbosiee 3HaUMMbIX KpUTEPUEB CUCTEMATU3ALMM MHDOPMaLMK ANA
co3faHuA 6a3 AaHHbIX

CDOpMMpOBaHMe M Mcnonb3oBaHue 6a3 AadHHbIX B OpraHn3auunn

Heob6xoaumble ymeHun

OcyuwecTtBnate cbop, obpaboTky M aHanM3 MHbOPMaLMM B COOTBETCTBUM C
TpeboBaHUAMM  KPaATKOCTW, 4YeTKoCTM  GOpPMYIMPOBOK, CBOEBPEMEHHOCTM
noctynaeHnAa, TO4HOCTM U AO0CTOBEPHOCTUN, ONTUMANIbHOCTU CUCTEMATU3ALUN,
HenpepblBHOCTU cbopa n 06paboTkM MHbopmaumnm

OcyLLecTBAATL PErMCTPaLMIo, HAKoMJIeHNe U nepegady, CMCTeEMATU3NPOBaHHOE
XpaHeHue 1 Bblaavy MHPopmauum B Tpebyemon popme

CoctaBnatb n Od)OpM/'IﬂTb CBOAHbIE, OTYETHbIE, CTAaTUCTUYECKNE OOKYMEHTbI

OcywectBnAatTe 06paboTKy M CTPYKTypupoBaHue WHopmaumn, obpasys
MHPOPMaALMOHHbIE pecypchbl

BBOAUTbL HOBbIE AaHHbIE B CﬂpaBO‘-IHO-MHd)OpMaLI,MOHHbIe CNCTEMDI

BBoauTb B NamATb KOMNbKOTEPA 3/TIEKTPOHHbIE o6pa3b| AOKYMEHTOB

Mpoun3soanTb NOUCK WHGOPMALMM B CyllecTByloWMX 0asax AaHHbIX, BECTM
MHPOPMALMOHHO-CMIPABOYHY0 pPaboTy Ha OCHOBE pPa3/IMYHbIX KOMOMHaL Wi
NMOWMCKOBbIX MPU3HAKOB

MpmeHATb MHGOPMALNOHHO-KOMMYHUKALMOHHbIE TEXHOIOMUMU

HeobxogmMmbie 3HaHUA

OcobeHHOCTM (GOPMMPOBAHMA BHELWHUX W BHYTPEHHUX WMHOOPMALMOHHbIX




NOTOKOB

CocTaB BHELWHUX MHPOPMALMOHHbIX NOTOKOB

CocTaB BHYTPEHHUX MHPOPMALMOHHbLIX MOTOKOB

CTpyKTypa opraH13saumm 1 NopsaoK B3aMMOAeNCTBMA NOAPA3LENEHUN U CYKO

OcobeHHocTM dopmmnpoBaHuA 6a3 AaHHbIX B OpraHM3aLmm

CoBpemMeHHble HayyHble MeToAbl M TeXHM4Yeckue CpeacTBa, cnocobcTeylowme
cbopy, 06paboTKe, COXxpaHeHUIO U Nepeaade MHPOPMALMOHHbIX MOTOKOB

MeToapbl 06pa60TKM VIHd)OpMaLI,MM C NpUMeHeHneM CoBpeMEHHbIX TeEXHUYECKUX
cpeacrts KOMMYHMKaLI,Mﬁ n CBA3MN, BbIYMCUTENIbHON TEXHUKM

TpeboBaHWs oxpaHbl TPyAA

Apyrve
XapaKTepPUCTUKun

3.3.14. Tpygosas pyHKUUA

OpraHunsayma MHGOPMALMOHHOIO
Bspamw\o eL[/':ICTBVIﬂd) pKOBg uTena c YposeHb
HanmeHoBaHune A Py A Kog, C/14.6 |(noaypoBeHb)
nogpasaeneHnAMM N OMKHOCTHbIMWU INLLAMMU
KBanndmKaumm
opraHusaumnm
MpoucxoxaeHne 3aMmCTBOBAHO U3
P . OpwuruHan X
TpyAoBoi GyHKUNM opurnHana
Kog, PerncrpaumoHHbIi
opurnHana HOomep

npo¢deccnoHaNbLHOro



cTaHaapTa

Tpynosble geicTamna

NHbopmmnpoBaHMe pabOTHMKOB OpraHM3aLmnmM O pPeLleHmAX pyKoBoauTens

OpraHusauma obmeHa  uvHbopmaumen  mexagy  noAapasaeneHusmm U
OOMKHOCTHBIMW IMLLAMWN OpraHM3aLum

OnosewgeHune pa6OTHMKOB O nNpeacrtoAawmnx meponpnaTnax

OpI'aHM3aLI,MFI BCTpeY TPpyAO0BOIro KONI/1IEKTUBA C PyKOBOACTBOM

NHbopmmupoBaHMe pykoBoauTens o6 obpalleHuax COTPYAHWKOB No pabounm u
JIMYHbIM BOMpPOCaMm

Heobxoaumble
yMeHusA

Mcnonb3oBaTb COBpeMeEHHble TexHoA0rMmn cbopa 1 nepesadn MHGopmaLlmm

Ocyuwiectsiatb cbop w nepepaboTky MHPopmauum, Heobxogumon AOns
NeaTenbHOCTU

OcyLLecTBATb CUCTEMATU3ALMIO MOYYaeMbIX U NepeaBaemMblX AaHHbIX

OcywecTBNATb NPOBEPKY [O0CTOBEPHOCTM, MOAHOTHI U HENpPOTUBOPEYMBOCTU
AaHHbIX, UCKoYeHne aybanposaHua nHdopmaumm

MNpenocTaBnATb AaHHbIE B €4MHOM U yAO6HOM Ana BocnpnAaTmna d)opmaTe

MHOroKkpaTHO MCNO/b30BaTb NONYYEHHYIO MH(I)OpMaLI,VHO, NoCTOSAHHO 0B6HOBAATb
AaHHble

Ob6ecneunBatb onepaTtnBHOCTb VIHd)OpMaLI,VIOHHbIX NOTOKOB

PaboTaTb ¢ KOMMNbIOTEPOM, UCNO/b30BaTb OPUCHBIM NAKET (TEKCTOBbIN peaaKTop,
Tabaunybl)

Heobxoaumble 3HaHMA

HopmaTuBHble nNpaBoBble aAKTbl, HOPMATUBHO-METOAMYECKME  AOKYMEHTHI,




rocyAapCcTBeHHble CTaHA4apTbl B chepe AeATeIbHOCTM OpraHM3aLmm

noApasaeneHnin u AONMKHOCTHbIX L,

CTpyKTypa  OpraHusauuu, PyKOBOACTBO  CTPYKTYPHbIX  noapasgeneHui,
HanpaB/ieHUsa OeATEeNbHOCTU OpraHM3aumMm M KOMMETEHUUN  CTPYKTYPHbIX

nHpopmauunm

KnaccuduKkauma  ynpasneHyeckonm uHboOpmMauuu, Buabl  yrnpaB/ieHYEcKoM

dopmbl NpesocTaBneHns ynpaBaeH4Yeckoi MHpopmaumm

MCTOUYHMKM ynpaBieHYeckoi nHdopmaLmm

MeToanKa oTbopa UCTOUYHMKOB MHPOpMaLUK

TpeboBaHUsA, NpeabABAAEMbIE K yNpaBaeHYecKon nHbopmaLmm

TpeboBaHUA oxpaHbl TPyAa

dpyrue
XaPAKTEPUCTUKMU

3.4. O6ob6uLeHHas TpyaoBasa GyHKUMA

NHPpOpMaLMOHHO-aHAIUTUYECKas U
OpraHM3aLMOHHO-aa4MUHUCTPATUBHASA YpoBeHb
HanmeHoBaHue P 4 A P Kog D P
noaAepKKa AeATeNbHOCTU PYKOBOANUTENS KBanMdUKaLmm
opraHusaumm
MpouncxoxaeHne
N . 3aMmMCTBOBAHO M3
0606ueHHON TpyA0BOM OpurunnHan X
opurnHana
dYHKUMM

Kog PervctpauMoHHbIN



opurmMHana HOoMep
npodeccMoHanbHOro
cTaHaapTa

BO3MOHble HAUMEHOBAHUA
OO/MKHOCTEN, npodeccuit

NomoLwHUK pyKoBoguTens

TpeboBaHUA K 06pa3oBaHUIO U
0byuyeHuio

Bbicwee obpasoBaHue - bakanaspuat
[ononHuTenbHoe npodeccmoHanbHoe obpasoBaHue

TpeboBaHUsA K ONbITYy
NpaKTUYecKom paboTbl

He meHee Tpex net no npod)mmo AeATeNbHOCTU OpPraHn3auunn

Ocobble ycnoBua Aonycka K
pabote

Lpyrve xapakTepucTmkm

JononHuTenbHble XapaKTePUCTUKM

HanmeHoBaHMe fOKYMEHTa

Kog, HanumeHoBaHWe 6a30B0oM rpynnbl, 4OJKHOCTU (Npodeccun)
WM CNeumnanbHoOCTH

OK3 2432 Bubnunotekapu, bubnnorpadsl, LOKyMeHTOBEAbI U
CNewunanmcTbl POACTBEHHbIX Npodeccuit
OKCO 032001 JOoKyMmeHTOBeAEHMNE U AOKYMEHTALMOHHOEe obecneyeHne
yrnpaB/ieHna
032002 JOoKymeHTaunoHHoe obecrneyeHme ynpaBaeHus u

apxueoBegeHume
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3.4.1. Tpyaosble GyHKUUM

dopmupoBaHme NHGOPMALLMOHHOTO YpoBeHb
HanmeHoBaHMe |B3aMMOAENCTBMA PYKOBOAUTENA C Kog D/01.6 |(noaypoBseHb)
opraHusaumamm KBanndumKaumm

MpoucxoxaeHne
TpynoBoi GyHKUNM

3anmcTBOBaHO U3

OpwuruHan X
opurnHana
Kog, PerncrpaumoHHbIi
opurnHana HOomep
npodeccMoHaNbHOro
CTaHaapTa

TpyanoBble aencTeuns

OT60pP UCTOYHMKOB MHPOPMALMM B COOTBETCTBUM C 334aHHBIMM KPUTEPUAMM

O6paboTKa 1 nHTepnpeTauua MHGopMaLMKn 41° NOAFOTOBKU NPOEKTOB pPeLLeHU

MoAroToBKa 3anpocoB No NOPYyYEHUIO PYKOBOAUTENA HA NOYYEHNE AOKYMEHTOB U
MHGOPMaLLMM B OpraHax rocyapcTBEHHOM BNACTU U yNpaBieHUs, 0bLWeCcTBEHHbIX
OPraHM3aLMaAX U NoJlyYeHne COOTBETCTBYIOLLEN MHGOPMALMU U SOKYMEHTOB

NHopMMpOBaHME PYKOBOAWUTENS O pe3y/ibTaTax PacCMOTPEHWUS 3amnpocoB U
obpaleHui

OpraHu3aumsa pelleHns BOMpPOCoB, He Tpebylowmx HenocpeaCcTBEHHOro y4yacTus
pyKoBoauTena

MoarotoBKa MaTepuanoB pgas y4acTua pykoBoguTens B paboTe pas/ivyHbIX
CTPYKTYP B COCTaBe rocyAapCTBEHHbIX M MyHULMMAAbHbBIX OPraHOB, 06LEeCcTBEHHbIX
opraHmMsauni

MNoprotoska AOKYMEHTOB A4 3aK/4YeHuA cornaweHun o coTpygHmnyectee C




[.e/10BbIMU MapTHepamu

NHPopmMpoBaHME AEN0BbIX NAPTHEPOB M 3aMHTEPECOBAHHbIX OpPraHM3auuMn o
peLeHNaX PYKOBOAMUTENS B XOAE BbINOJIHEHUA COraleHuni

Heobxoaumble
ymeHua

AHanuMsnpoBatb M OTOMpPATb WCTOYHWKM MHPOPMALMM B COOTBETCTBUM C
KPUTEPUSIMU  MOJSIHOTbI, LOCTOBEPHOCTU, CBOEBPEMEHHOCTM MNpPEeAoCTaB/EHUA
nHdopmaumnm

Cobupatb, obpabaTbiBaTb M aHaNM3MPOBaTb MHGOPMALMIO B COOTBETCTBMM C
3a4aHHbIMKU TpeboBaHNAMM

MepeaasaTb MHPOPMALMIO B CUCTEMATU3UPOBAHHOM BMAE

ObpabaTtbiBaTb U CTPYKTypMpOBaTb MHPOpMaumio, obpasya MHPOPMALMOHHbIE
pecypchbl

Mpon3BoauTb NOUCK WHbOPMAUMKM B cywecTByloWwmMx 6asax AaHHbIX, BeCTM
MHOOPMaLMOHHO-CMPaBOYHYl0 paboTy Ha OCHOBE pPas/inYHbIX KOMOBWUHauui
MOWCKOBbIX MPU3HAKOB

ObecneynBaTb MHPOPMALMOHHYIO HE30MaCHOCTb OpraHn3auun

PaboTaTb C KOMMNbIOTEPOM, UCMO/Ib30BaTb OPUCHbIM NaKeT (TEKCTOBbIN pesakTop,
Tabaunubi)

Heobxogumbie 3HaHUA

BHyTpeHHFIFl M BHELWHAA NOJIMTUKA OpraHn3auunm

MpUHUMNBI NPeaCcTaBUTENbCTBA B FOCYAAPCTBEHHbIX OpraHax, opraHax MecTHOro
camoynpasneHnsa, CTOPOHHUX OpraHM3aLmMax U NOPAA0K B3aMMOAENCTBUA C HUMM

MpUHUMNBI U MeToAbl aAMUHUCTPUPOBAHMA

OcobeHHOoCTM POPMUPOBAHMA BHELLIHUX U BHYTPEHHMUX MHHOPMALIMOHHbIX MOTOKOB

CTpyKTypa opraH13auumn 1 NopsaAoK B3auMOAeNCTBUA NoAPa3AENEHUI U CNYKO




Mpasuna dpopmmnpoBaHna U NCNOb30BaHMUA 6a3 AaHHbIX

CoBpemMeHHble Hay4yHble MeToAbl M TeXHWYECKMe cpeactsa, CnocobeTeytolme
cbopy, 06paboTKe, cOXpaHeHUIO U Nepegayve MHGopmaLnm

MpaBuna 3almMTbl KOHGUAEHLNANBHON CNyKeBHOM MHbOopPMaLUK

CoBpemeHHble MHPOPMALMOHHbIE TEXHOIOMUM

Opyrue -
XapaKTepUCTUKM

3.4.2. Tpypoaa pyHKLMA

AHanu3 nHpopmaumnm 1 NoAroToBKa YpoBeHb
HanmeHoBaHune | MHGOPMALMOHHO-aHANNUTUYECKUX Kopg D/02.6 |(noaypoBeHb)

MaTepuanos KBanndmKaumm
MpouncxoxaeHne 3aMmcTBOBAHO U3

P o A OpwuruHan X
TpyAoBOM GYHKUMMU opurnuHana
Kog PervctpalMoHHbIN
opuruHana HoMep
npodeccMoHasbHOro
CTaHAapTa

Tpyaosble geicTena Cbop, nepepaboTka M aHann3 MHGOPMALMM AN peLleHna 3a4a4, NOCTaBAEHHbIX
pyKoBOAUTENEM

MNoprotoska MHq)OpMaLI,MOHHO-aHaﬂVITVI‘-IeCKl/IX maTepumanos

PaspaboTKa TemaTMyYecKoro naaHa 0630pHOro A4OKyMeHTa, A0KNaaa




OnpepeneHune Kpyra bubanorpadpmnyecknx MCTOYHMKOB

Moabop UCTOUYHMKOB U NiMTepaTypbl No Teme o630pa, A0KAaAa, aHAIMTUYECKOM
CnpaBKu

HanucaHue n opopmaeHme o063opa, A0KNaAa, aHATIUTUYECKOW CrPaBKu

Heob6xoanmble ymeHuA

PaspabaTbiBaTb TEMaTMUYeCKUIA NAaH 0630pa, 40KNAAaA, aHAIMTUYECKOMN CNPaBKM

O60cHOBbIBATb aKTyalbHOCTb NPo61emMbl, KOTOPYHO NPEeACTONT OCBETUTL B 0630pe,
[AOKNaae, cnpaeke

Monb3oBaTbCA  MHPOPMALMOHHLIMM  pecypcamm M CUCTEeMaTU3MpPOBATb
MHOOPMALLMIO MO 334aHHBIM KPUTEPUAM

MpaBMAbHO MHTEPNPETUPOBATb MOJYYEHHble AaHHble M MPeaoCTaBAATb UX B
cMCTeMaTU3MpoBaHHOM BuAae

Onpenenatb KPYr UCTOYHUKOB WU JINTEPATYPbl, HEOOXOAMMBIX AN NOATOTOBKM
MHDOPMALIMOHHO-aHAIUTUYECKUX MaTepNanos

M3naratb maTepuan B nornyeckom nocnenoBaTesIbHOCTH

Mpon3soanTb aHANN3 U OLUEHKY U310XKEHHOro maTtepurana

OCI)OpM}'IﬂTb TEKCT B COOTBETCTBYHOLWEM CTUNE

PefakTMpoOBaTb TEKCT OKYMEHTOB

<DopmynMpOBaTb BblBOAbl N pEKOMEHOAUNN

OcylecTBNATL  aBTOMaTM3aUMI0O MpoueccoB cbopa, XpaHeHMA U Bblgaun
MHbOopMaLLUK

Monb3oBaTbCcA YCTPOMCTBAMM aBTOMATU3MPOBAHHOM 06pPabOTKM TEKCTOBOM
nHdopmaunm u GoToHabOPHbLIMU YCTPOMUCTBAMM




MPUMEHATb BbIYUCAUTE/IbHYIO TEXHUKY U MHPOPMALMOHHbIE TEXHONOTUW AN
3KOHOMMYHOM W pPaLMOHANbHOW OpraHusauMm MHGOPMALMOHHBLIX MPOLLECCOB,
NOBbILLIEHUSA UX TMBKOCTU U ANHAMUYHOCTU

Mpou3BoanTb NUTEPATYPHO-CTUANCTMUECKYID 06paboTKy TeKcTa, NpPoBEpPKY
NOTMYECKON NOCNeA0BaTeNIbHOCTM M3/0MKEHMA, aHaNM3a U OLEHKM, HanucaHuA
BbIBOZOB W peKoMeHaaLui

NMpUmeHATb OCHOBbI NCMXOJI0TNK ,e/10BOr0 O6LI.I,€HMF|

Heobxogumbie 3HaHUA

HopmaTtuBHble nNpaBoOBble aKTbl, HOPMAaTUBHO-METOAUYECKME  OOKYMEHTHI,
rocyfapcreeHHble CTaHAapThbl B chepe AeaTesIbHOCTM opraHM3aumm

CTpyKTypa  OpraHuM3auuu, PYKOBOACTBO  CTPYKTYPHbIX  MOApPa3LeneHuit,
HanpaBNeHUA L[eATe/IbHOCTM OpraHM3auMM UM KOMMETEHUMU  CTPYKTYPHbIX
noAapasaeneHnn n AOoNKHOCTHBIX /UL

KnaccuduKkauma  ynpaBneHY4ecko  WMHPOPMaumu, BUAbl  yNpaBAeHYecKoMn
nHdopmaumnm

dopmbl NpesocTaBNeHNA yNpaBAeHYeCKon MHPopMaLmum

NCTOYHUKM  ynpaBaeHYyeckoi MHOOPMauuK, MeToaMKa oTbopa WMCTOYHUKOB
MHbopMaLLUK

TpeboBaHus, NpeabaABaseMble K yrpaBieHYeckon MHopmaLmm

OcobeHHocTM pedepupoBaHMa uHbopmauumn, cneunduka odopmaeHua u
COCTaB/IeHUs aHHOTauui, pedepatos, 0630p0OB, AOKNALOB

KaTeropuu notpebutenei, Ha KoTopble 6yaeT paccumTaH AaHHbI 0630p, AoKNa4,

MeToabl 06pa60TKM MH(I)OpMaLl,VIM C NpUMeHeHNEmM CoBpeMEHHbIX TEXHUYECKNX
cpeacts KOMMyHMKaLI,Mﬁ N CBA3MU, BbIYNCANTENIbHOM TEXHUKMN

CTpyKTypa MHOOPMALMOHHBIX M34aHWMM B  3aBUCMMOCTM OT  XapaKTepa




MHbOPMALUN U LLeNeBOro HazHaYeHUA MHPOPMALMOHHbIX U3LaHWNI

CoBpemeHHble cpeacTsa cbopa, 06paboTku, cuctematnsaumm nMHbopmaLlmm

NCcToYHMKM nHPOopMaLmnmM: KaTanorm 6ubanoTek, KypHasioB, MONUCKOBbIE CUCTEMbI
NHPOPMALLMOHHO-TENEKOMMYHUKALLMOHHOM ceTn "UIHTepHeT", 3n1eKTpOoHHbIe 6a3bl
AaHHbIX

dyHKUMOHaNbHOE HasHauyeHue ob3opa (6ubnunorpaduyeckoro, pedpepaTUBHOro,
aHAaNIMTMYECKOro) KaK cpeacTBa OpUEHTauuKu yuTaTens B AOKYMEHTa/lbHOM Wau
MHGOPMALLMOHHOM MOTOKE

OcobeHHOCTM 06LUeHay4YHOM M NparmaTuyeckoi GyHKLUnM 0630poB

Mpasuna paboTbl C BHEWWHUMMU HOCUTENAMU MHPOPMaLUMU

HopmaTuBHble  OOKYMEHTbl, FOCYAApPCTBEHHble  CTaHAapTol B obnactu
AeATeNbHOCTM OpraHu3aLmm

MoHAaTMe n cneundunka bubanorpadpuyeckoro, pepepaTMBHOIro MU aHaAIUTUYECKOTO
MHPOPMALLMOHHOTO U3AaHUA

Cl'lpaBOHHbIe npaBoBble CUCTEMDI

Apyrvie
XapaKTePUCTUKHU

3.4.3. Tpyposas dyHKUMSA

OpraHu13auua AenoBbiX KOHTAKTOB U YpoBeHb
HavmeHoBaHME | NPOTOKO/bHbIX MEPONPUATIIA Kog, D/03.6 |(noayposeHb)
KBanndumKaumm
MpoucxoxaeHune OpwuruHan X | 3ammcTBOBaHO 13 ’




TPyAoBOM GYHKUMMU

opurnHana
Koga PervctpauMoHHbIN
opurnHana Homep
npodeccnoHanbHoOro
CTaHAapTa

Tpyaosble geicTena

OpraHusauma M NNaHUMPOBaAHWE [AENOBbIX KOHTAKTOB, BCTPEY W Moe3nok
pyKoBoAUTeENS

OpraHusauua  3acefaHuii, COBEWAHUA U MeponpuATU, MNPOBOAMMbIX
pyKoBoguTenem

MoAroToBKa MaTepManos 414 COBELLAHNA, BeAeHUe N 0popMIEeHNE MPOTOKOI0B

NoarotoBka npe3eHTau,m71 MO YKa3aHWUIO pyKoBoAUTENA

MoAroToBKa M NpoBeaeHue npecc-KkoHdepeHLmMsa pykosoantens

BcTpeya y4aCTHMKOB neperoBopoB, obecneyeHne WX MHPOPMALNOHHBIMM
MaTepuanamu, BeleHue 3anucei NeperoBopos

Heobxoavmble ymeHus

CocTaBnATb NAaH NoOe3aKn pyroBoaunTenA

OdopmnATb AOKYMEHTbI, HeobXxoAuMble A1A AeN0BOM Noe3aKU, KOMaHANPOBKM
pykoBoAuUTens

CoctaBnatb M opoOpMAATb MPOTOKO/bI COBELAHWIM, 3acefaHuit U apyrux
KOHPEPEHTHbIX MEepPONpPUATUIA, TOTOBUTb CMUCOK YYAaCTHMKOB, MOBECTKY AHSA,
AIBOYHbIE JIUCTbI M NPOEKTbI UTOrOBbIX LOKYMEHTOB

CoctaBnAtb N pecc-pennsbl

BecTn neperoBopbl C NapTHEpPamu




PaboTaTtb B peXxMme MHOro3aga4yHocTu

PaboTtaTb ¢ 601blMM 06BEMOM MHPOPMaL MK

Co3pmaBaTb WM NOAAEPXKUBATb  MONOMKMUTENbHLIA  MMUAX OpraHM3auum MU
pyKoBoauTena

Ucnonb3osBaTtb BbIYNCNNTENbHYIO TEXHUKY n MHd)OpMaLI,MOHHO-
KOMMYHUKAUNOHHbIE TeEXHONOrMn AONnA bonee 3KOHOMWYHOW U paLI,VIOHaI'IbHOl\;I
opraHnsauuu VIHq)OpMaLI,VIOHHbIX npoueccos, nosbiWeHNA WUX rmbKkoctn
ANHAMUYHOCTUN

Ob6ecneunBaTb MHPOPMALMOHHYIO BE30MacHOCTb OpraHn3aLum

Heobxoaumble 3HaHMA

HopmaTuBHble NpaBoOBble aKTbl, HOPMaTUBHO-METOAMYECKNE AOKYMEHTbI,
rocyZiapCcTBeHHbIe CTaHZaPTbl B chepe geaTeslbHOCTU OpraHmn3aumnm

CTPYKTypa opraHuM3aumnmn, pyKoBoAALMIA COCTaB OpraHM3aLmm 1 nogpasgeneHui,
HanpaBNeHUA L[eATeNbHOCTM OpraHM3auMM W KOMMETEHUUM CTPYKTYPHbIX
noAapasfeneHnin u foNKHOCTHBIX /UL

MNcnxonorna genosBoro OGLLI,EHVIFI, OCHOBbI KOHd)I]MKTOJ'IOI'MM

I'Ipanma npoeseaeHUA AenoBbiX NeperoBoposB U NPOTOKOJIbHbIX MepoanHTMﬁ

DTUKET N OCHOBBbI MEeXOYHapOoAHOro NpPpoToKOoa

Mpasuaa coctasieHnn u odopMIEHUA SOKYMEHTOB

MpaBuaa 3aWuTbl KOHOUAEHUNANBHON CYKeObHOM MHPOopMaLmm

NHbOPMALLMOHHO-KOMMYHUKALMOHHbIE TEXHOI0MM

Opyrue
XapaKTepUCTUKM




3.4.4. Tpyaoaa pyHKLUMA

HanmeHoBaHue

OpraHu3aums NCNoaHeHUA peLleHnit
pyKkosoautens

YpoBeHb
Kog | D/04.6 |(noaypoBeHb)
KBanMduKaumnm

MpoucxoxaeHne
TpynoBoi GyHKUNM

3anmcTBOBaHO U3

OpwuruHan X
opurnHana

Kog, PerncrpaumoHHbIi
opurnHana HOomep
npodeccMoHaNbHOro
CTaHaapTa

TpyanoBble aencTeuns

[okymeHTanbHoe odOpMAEHME peleHnit pyKoBoAUTeNs, AOoBefAeHue A0
cBefeHnn paboTHMKOB OpraHM3aLMm YCTHbIX PAacnopPAXKEHNI pyKoBOAMTENA

KoopanHauma aeAateNbHOCTU NO NCMONHEHUIO pELLIEHVIﬁ pyroBoaAnTeENA

KOHTPO/Ib UCNONHEHMSA peLleHnid pyKoBoANUTENS

NoaroToBKa OTYETOB O BbIMNOJIHEHUN nopyquMﬁ n pELIJeHMﬁ pyrosoauTena

Heobxoaumble
ymeHusa

CocTaBnatb 1 0dOPMNATL LOKYMEHTbI, COAEPMKALLME NOPYYEHUA U PACTIOPANKEHMUSA
pyKoBoAUTeENS

BecTM y4yeT nopyyeHuWn pyKoBoAuUTENa, TPEOYIOWMX KOHTPONA MO CYLLeCTBY
pelleHua Bonpoca

YeTKO 1 BbICTPO NPUHMMATBL pelleHun B npouecce paboTbl

Mpoun3BoAUTb aHa/IU3 UCMONHUTENbCKON ANUCLMMNINHBI

CocTaBnATb aHANUTMYECKME OT4YeTbl U CnpaBKKn nNo pe3sysibTatTam MUCNOJIHEHUA




NMOPYYEHMMU U PACNOPSAKEHMM PYKOBOAUTENA

Monb30BaTbCA CUCTEMAMM 3NIEKTPOHHOrO AOKYyMeHToobopoTa

MPUMEHATb BbIYUCANTENBHYIO TEXHUKY M MHPOPMALLMOHHO-KOMMYHUKALMOHHbIE
TEXHOMIOTUWN AN SKOHOMUYHOMN M PaLMOHaNbHOM OPraHU3aLMn MHGOPMALMOHHbIX
NPOLLECCOB, NOBbIWEHMA UX TMOKOCTU U AUHAMUYHOCTU

ObecneuymBaTtb 6€30MacHOCTb AeATeNbHOCTU OpraHn3auunmn

Heobxogumbie 3HaHMA

HopmaTuBHble nNpaBoOBble aKTbl, HOPMATUBHO-METOAUYECKNE [AOKYMEHTbI,
rocyaapcrBeHHble CTaHO4apTbl B cd)epe AeATENbHOCTU OpraHn3auunmn

CTpyKTypa  OpraHusaumu, PyKOBOACTBO  CTPYKTYPHbIX  MoApasaeneHui,
HanpasieHna OeATeNbHOCTM OpraHM3auMM M KOMMETEHUMM  CTPYKTYPHbIX
noApasaeneHnii u AOMKHOCTHbIX KL,

Mpasuna NpoBeaeHUA KOHTPOIA UCMONHEHUA NMOPYYEHUIA PyKoBOAUTENSA

TexHoN0rnA BeAeHNA KOHTPOIA UCMONHEHMA NOPYYEHNI pyKoBOAMUTENA

CucTemMbl 3NEKTPOHHOTO A0oKyMeHToo60poTa, 6a3bl 4aHHbIX

TpeboBaHWA oxpaHbl TpyAa

Apyrvie
XapPaKTePUCTUKHU

IV. CBegeHusa 06 opraHusaumax - paspabotymkax
npodeccMoHanbHOro cTaHaapTa

4.1. OTBETCTBEHHAs OpraHM3aunsa-pas3paboTymk

HM "HaunoHanbHana accoumaumna oPpUCHbIX CNeumaancToB U agMUHUCTPATUBHBIX paboTHMKOB", ropos,

MocKsa




Ounpektop XntocHesa /lloagmuna MeTposHa

4.2. HammeHoBaHWs opraHM3auui-paspaboTynKkos

1 AHO "AreHTCTBO CTpaTerMyecknx MHMLMATMB MO NPOABUKEHNIO HOBbIX MPOeKToB", ropoa MocKBa

2 AHO "YensbuHCKoe permoHasbHOe areHTCTBO Pa3BMTUA KBanudukaumnin”, ropos YenabuHck

3 AHO BMNO "MeXpernoHanbHbli OTKPbITbIV COLManbHbIi MHCTUTYT", ropog, Molwkap-Ona,
Pecnybnvka Mapwuii 3n

4 Bonrorpagckasa Toproso-npomblLlieHHaa nanata, ropoq Boarorpag,

5 'Y "BcepoccuicKmii Hay4HO-UCCe,0BaTeNbCKUIA MHCTUTYT AOKYMEHTOBEAEHMA N apXMBHOTO gena”
(BHUMAOAL), ropoa Mockea

6 HOY AHO "UHCTUTYT MHOPMAUMOHHbBIX TexHonornii "AinTu", ropos Mocksa

7 Obuwepoccnincknin Npodcoto3 paboTHUKOB FOCYAAPCTBEHHbIX YYPEKAEHNI N OBLLECTBEHHOTO
obcnykunBaHua Poccuniickon depepaunu, roposg Mocksa

8 Obuiepoccuiickoe mexoTpacsiesoe obbeanHeHne paboTtogarteneit "Hukenb", ropog Mocksa

9 000 "MaiikpocodT Pyc", ropog Mocksa

10 | 00O "UeHTp akcnepTusnbl n ceptndmkaumm”, ropog Mocksa

11 | 00O "9nekTpoHHbIe odurcHble cucTembl”, ropos MocKBa

12 MOBOMKCKUIN MHCTUTYT ynpaBaeHuna nmenun MN.A. CtonbinmHa - duanan AreQy BrO "Poccuinckan
aKaZemMusa HapoLHOro X03AMCTBA U rocyAapcTBEHHOM cnyk6bl npu MNpesnaeHTe Poccuinckoi
depepaumn”, ropog Capatos

13 ®rAQY N0 "Akagemua cTaHAapTU3aLMNU, METPONOTUU U cepTudMKaumn", ropog Mocksa




14 | ®rbOY BMO "MNeH3eHCKNI rocyaapcTBEHHbIN yHMUBepcuTeT", ropos MeHsa

15 ®re0Y BMO "Poccuniicknii rocyaapCcTBeHHbIV r'yMmaHUTapHbIN yHUBepcuTeT", Kadeapa
AOoKymeHTOoBeaeHus, Kabeapa ACAQOY, ropog Mocksa

16 ®rBY "HayyHo-uccnenoBateibCKUiA MHCTUTYT TPYAA M COLMAIbHOIO cTpaxoBaHua" MuHucTepcTea
TpyZa u coumanbHoM 3awmuTbl Poccninickoit epepaumm, ropos Mocksa

17 | ApocnaBckasa TOproBo-NpoMsbilIeHHas NanaTa, ropos fpocnasnb

<1> O6wepoccncKMn KnaccudurKaTop 3aHATUN.

<2> 06LWepoCcCMUCKUA KnaccuduKaTop BUA0B IKOHOMUYECKOM AEATENBHOCTY.

<3> 0bWEepoCcCMNCKMM KnaccnpmKkaTop cneumanbHOCTEN Mo 06pa3oBaHMIO.

<4> EANHbBIN KBaIMDUKALMOHHDBIN CNPaBOYHUK A0NXKHOCTEN pyKOBOAUTENEN, CNELMANIUCTOB U APYTUX CAYXKALLMX.
<5> Obuwepoccninckmin KnaccudukaTop npodeccnin paboumx, 4ONKHOCTEN CAYKaLUX U TapUPHbIX Pa3paaoB.
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