[okyMmeHT npepoctasneH KoHcynbTaHTINt0C

3apeructpuposaHo B MuHtocte Poccum 2 niona 2015 r. N 37509

MMWHUCTEPCTBO TPYAA U COLMANbHOM 3ALLIUTbBI POCCUMCKON ®EQEPALIUU

NPUKA3
oT 6 masa 2015 r. N 276H

OB YTBEPXAEHWUU NPOPECCUOHANIBHOIO CTAHAOAPTA
"CNELLMANNCT NO OPTAHU3ALMOHHOMY U AOKYMEHTALUMOHHOMY
OBECMNEYEHUIO YNPAB/IEHUA OPTAHU3ALIMEN"

B cooTtBeTctBMM ¢ nyHKTOM 16 [lpasun pa3paboTkM, YTBEPKAEHMA U MPUMEHEHUSA
npodeccMoHanbHbiX CTaHAAPTOB, YTBEP)KAEHHbIX MnocTaHosaeHnem [lpasutenbctBa Poccuiickol
depepaunm ot 22 aHBapa 2013 r. N 23 (CobpaHue 3akoHoaaTenbcTBa Poccuitckoit depepaumn, 2013, N
4, cT. 293; 2014, N 39, cT. 5266), npMKa3sbiBato:

YTBEpAMTb Npuaaraembli npodeccnoHanbHbin cTaHaapT "Cneuyanuct nNo opraHU3auMoOHHOMY U
OOKYMeHTaLMOHHOMY obecneyeHunto ynpasaeHus opraHnsaumei”.

MwuHuctp
M.A.TONWUNNH

YTBepKaeH

npuvkasom MuHUCTepCTBa Tpyaa
N COLMANBbHOWM 3aLLUTDI
Poccuitckoit ®epepaumm

oT 6 mana 2015 r. N 276H

NPO®ECCUOHA/IbHBIA CTAHOAPT
CNEUNANUCT

no OPTAHU3ALMOHHOMY U AOKYMEHTALUMOHHOMY OBECNEYEHUIO
YNPABJ/IEHUA OPTAHU3ALIMEN

447

PerncrpaumoHHbIi
Homep

|. ObwMme cBeaeHMUA

OpraHM3auMOoHHOE U AOKYMEHTaLMOHHOe obecrneyeHne ynpaBieHUsa OpraHn3aLmamm 07.002
NtobbIX OpraHM3aUMOHHO-NPaBOBbLIX Gopm

(HaumeHoBaHMe B1AA NPOdEeCcCUOHANbHON AeATeNbHOCTH) Koa
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OcHoBHas Leb Buaa npodeccMoHabHOW AeATebHOCTH:

Peanunsauna obecneymatowmx GyHKLMI YNIPaBAEHUA OpraHn3aumneit; BHeApeH e NyYLlnX TEXHUYECKUX
pa3paboToK M HOBEWMLINX TEXHONOMNI B 0becrneyeHme ynpaBaeHns opraHMsaumen

lpynna 3aHATUM:

2432 bubnnotekapu, bubnmorpadsol, 3431 ALMWHUCTPATUBHO-
OOKYMeHTOoBeAbl M CNeunanmcTbl ynpaBAeHYeCKUn nepcoHan
pPOACTBEHHbIX Npodeccuit

4222 Cnyxawme, 3aHATbIE NPUEMOM U - -

MHPOPMMPOBaAHMEM NOCETUTENEN
(kop OK3 (HaumeHoBaHue) (kop OK3) (HanmeHoBaHMe)
<1>)

OTHeceHMe K BUAaM S3KOHOMMNYECKOMN AeATeIbHOCTH:

82.1 [eatenbHOCTb aAMUHUCTPATUBHO-XO3AMCTBEHHAA M BCMOMOraTesibHaa AeATeNbHOCTb MO
obecneyeHnto GyHKLUMOHMPOBAHMA OpraHM3aLmm
82.3 [eAaTenbHOCTb NO OpraHM3aunm KOHGEPEHLMI 1 BbICTAaBOK
(kop OKB3/, (HaumeHoBaHWe BUAa SKOHOMUYECKOW AeATeNbHOCTH)
<2>)
[l. OnucaHue TpyaoBbIX GYHKLMIA, BXOAALLMUX
B NpodeccroHanbHbIi cTaHAapT (GyHKUMOHaNbHAA KapTa BUAA
npodeccnoHanbHOM AeATeNbHOCTH)
0606LeHHble TpyaoBble GYHKLUK Tpynosble GyHKLUM
KoA, HaMMeHOBaHue YPOBEHb HavMmeHOBaHue KoA4, YPOBEHb
KBanudu (nogypoBeHb)
Kauuu KBanmMduKaumm
A OpraHusaumoHHoe 3 Mpuem un pacnpegeneHue A/01.3 3
obecneyeHune TenedoHHbIX 3BOHKOB
[eATeNnbHOCTU OpraHuM3auum
opraHusauuu
OpraHusaumsa paboTbl C A/02.3 3
NoceTUTENAMM OPraHn3aLmm
BbinonHeHue KoopauHupyowmx n | A/03.3 3
obecneumnBatowmx GyHKUMIMA
B JoKymeHTauMoHHOE 5 OpraHuszauma paboTbl C B/01.4 5
obecneyeHune OOKYMEHTaMum
[EeATeNbHOCTH
opraHvsaumm OpraHu3auma TekyLiero xpaHenua | B/02.4 5
OOKYMEHTOB
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OpraHusaumsa o6paboTku gen ana
nocneaytoLLero xpaHeHus

B/03.4

OpraHunsauunoHHoe,
OOKYMEHTaUuMOHHOE U
MHGOpPMaUMOHHOE
obecneyeHune
AeaTenbHOCTU
pykoBoauTens
opraHusauum

OKasaHune nomoLum
PYKOBOAMTE/IO B NJIAHMPOBAHUN
paboyero BpemeHun

C/01.6

MnaHvpoBaHue paboyero aHA
ceKkpeTaps

C/02.6

OpraHusauma TenedoHHbIX
neperoBopoB PyKOBOAUTENSA

C/03.6

OpraHu13aums KOMaHAMPOBOK
pyKoBoAUTENS

C/04.6

OpraHusaums paboTbl €
NOCeTUTENAMM B NPUEMHON
pyKkoBoauTena

C/05.6

OpraHusaumsa noaroToBKM,
npoBeaeHuA 1 06CNyKUBAHUA
KOHpEPEHTHbIX MEPONPUATUIA

C/06.6

OpraHmsaumna MCnoaHeHuA
peLLeHNN, OCYLLLEeCTBAEHNE
KOHTPO/1A UCNONHEHMA NOPYYEHUN
pyKoBoauTens

C/07.6

OpraHusauma n nogaepKaHue
byHKUMOHanbHoro paboyero
NPOCTPaHCTBA NPUEMHON U
KabuHeTa pykoBoanTens

C/08.6

Pa3paboTKa noKanbHbIX
HOPMaTMBHbIX aKTOB,
pernameHTUpYoLWnX paboTy
ceKpeTaps

C/09.6

CocrtasneHue n opopmneHune
yrnpaB/ieHYeCKON JOKYMEHTaL MU

C/10.6

OpraHusauus paboTbl ¢
AOKYMeHTaMM B MpUemHom
pyKkoBoauTens

C/11.6

OpraHu3aums xpaHeHus
[OKYMEHTOB B NPUEeMHOM
pyKoBoOAUTENS

C/12.6

ObecnevyeHune pykoBoguTens
nHbopmaumei

C/13.6

OpraHusauus MHGOPMaLMOHHOTO
B3aMMOAENCTBUA PYKOBOAUTENA C
noapasaeneHnamm n

C/14.6




[AOIKHOCTHBIMU IULLAMM
opraHusauum
D NHdopMmaumoHHO- 6 dopmuposaHue D/01.6 6
aHaNUTUYeCKana n nHPopMaUNOHHOIo
OpraHM3aLUnOHHO- B3aMMOAENCTBMA PYKOBOAUTENA C
AaAMUHUCTPATUBHAA OopraHusauuamm
noaaeprKka
NeATeNbHOCTH AHanus nHdopmaumm 1 D/02.6 6
PYKOBOAUTENS NnoAroToBKka MHPOPMaALMOHHO-
opraHu1saumm aHAINTUYECKUX MaTepnanos
OpraHu3auma aenosbix KoHTaktos | D/03.6 6
N NPOTOKOJIbHbIX MEPOMNPUATUIN
OpraHusauma ucnonHenua| D/04.6 6
peLLeHnn pykoBoguTena

[ll. XapakTepucTnKa 0606LEeHHbIX TPYAO0BbIX GYHKLUUIM

3.1. O606ueHHas TpygoBasa GyHKUMA

OpraHu3aumMoHHOe obecrneyeHne AeATeNbHOCTH YpoBeHb
HanmeHoBaHue Koa A

opraHusauum KBaNMPUKaumm
MpouncxoxgeHune

o o 3anmcTBOBaHO U3
0606LEeHHON TPYyA0BOWN OpwurunHan X
opurMHana
bYHKLMM
Kog, PerncrpaumnoHHbIn
opuUrnHana HOMep
npodeccnoHanbHOro
CTaHAapTa

Bo3morKHble HaMMeHOBaHUA

OOMKHOCTEN, npodeccuii

CekpeTapb-aAMUHUCTPATOP

TpeboBaHMA K
obpasoBaHUto U
obyuyeHuno

CpeaHee obuiee obpasoBaHue
MpodeccnoHanbHoe obyyeHMe - Nporpammbl NPodecCMoHaNbHOM
NOAroTOBKM No npodeccnam pabounx, AONKHOCTAM CAYKaLMX, NPOrpaMMbl
nepenoaroToBKM paboumx, CyKaLMX, NPOrpammMbl NOBbILLIEHNA
KBanMobMKaLmm paboumx, CayKawmx

TpeboBaHMWsA K ONbITy
npakTUYeckol paboTsbl

Ocobble ycnosums gonycKa
K pabote

[pyrve xapakTepmncTuku




[ononHUTeNbHbIe XapaKTEPUCTUKN

HanmeHoBaHWe JOKYMeHTa Kog HanmeHoBaHuWe 6a30B0oM rpynnbl, 4OMKHOCTU (Mpodeccum)

nnn cneunmanbHoOCTu

OK3 4222 Cnyxawme, 3aHATblE NPUEMOM U MHGOPMUPOBAHMEM
nocetutenemn
OKCO <3> 032001 JoKymeHToBeAeHMe N AOKYMEHTaLUMOHHOe obecrneyeHme
ynpasneHua
3.1.1. TpypoBaa pyHKLMA
Mpuem u pacnpegeneHne TenedoHHbIX YpoBeHb
HanmeHoBaHMe |3BOHKOB OpraHusaLmm Kog | A/01.3 |(noaypoBeHb) 3
KBanmMduKaumm
I‘Ipomcxozkp,eHme Opurian X 3aMmcTBOBaHO M3
TPYA0BOM QYHKLNK opurMHana
Kog, PernctpaunoHHbIit
opuruHana HOMmep
npodeccnoHanbHOro
CTaHpapTa

Tpyaosble AencTema

MepeHanpasneHve TenepoHHbIX 3BOHKOB PYKOBOACTBY M  COTPYAHMKaM
opraHu3aLmm

Perncrpauua nocrtynatowmx Tel'le(bOHHbIX 3BOHKOB

MonyyeHne Heobxogumol uHPoOpMauMM U nepegada CaHKLMOHMPOBAHHOM
nHbopmaumnun no TenedoHy

Heobxoanmble ymeHUs

Mcnonb3oBaTb TexXHWUYECKMe W nNporpammHble cpeactsa gn1a nposeneHusA
roN0COBOM MU BMAEO-KOH(bepeHLI,-CBFBM

Ncnonb3oBaTb cpeacTtBa KOMMYHWMKALMOHHOM OPFTEXHUKU ANA MNOJAYyYEeHUA W
nepegayv nHbopmaLmm

Bectn  yuyeTHble  pernctpauMoHHble  GOopmbl, WUCMNOAbL30BATb WX  AJA
MHbOPMaLNOHHOM paboThbl

YCcTaHaBMBaTb KOHTAKT C cobeceHNKOM, NOAAEPKMBATb M Pa3BUBATL 4e/I0BYHO
beceay B npouecce TenePpOoHHbIX MeperoBopos

Crna)kueaTtb KOHd)ﬂMKTHbIe n C/IOXKHble CUTyauumn MeXNTNMYHOCTHOIo
B3a VIMO,CI,el\;ICTBMH

Cobntopatb cnyKebHbl STUKET

Heobxoanmble 3HaHUA

dyHKUMK, 32434, CTPYKTYpPa OpraHn3aumm, ee cBsasu

I'Ipanma B3aMMOAEﬁCTBMH C nMapTHepamun, KnneHtamm, cpencresamu MaccoBoW
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nHbopmaumnn

3TWKa Aenosoro obLieHus

n paBuaa pevyeBoro 3sTUKeTa

TpeboBaHMA oxpaHbl TPyAa

MpaBuna 3alWmTbl KOHOUAEHLMANBHOM Cny»KebHOW nHGopMaLUn

Apyrue
XapaKTePUCTUKM

3.1.2. TpypoBaa pyHKLMA

OpraHusauus paboTbl ¢ noceTUTeNns Mn YpoBeHb
HavmeHoBaHMe |opraHusauum Kog | A/02.3 |(noaypoBeHb) 3
KBanpMKaunm

MpoucxoxaeHue
TPYAOBOM GYHKUMUM

3anmCcTBOBAHO M3

OpuruHan X
opurnHana
Kog, PernctpaunoHHbIi
opuruHana Homep
npodeccnoHanbHOro
CTaHZapTa

TpynoBble aencTema

BcTpeua nocetuteneit, nosyvyeHue nepBUYHON MHPOPMaLMKM O NOCETUTENAX U
NMOMOLLb B OpraHM3aLmMmM Ux NpMuema pyKkoBoauTenem u coTpyaHuKamm

BepeHue »ypHana 3anmcum nocetTutenem

YyeT nocetutenen n odopmaeHne NponycKkos

CopeiicTBre onepaTMBHOMY PacCMOTPEHMIO MPOCLE U NPeaNoKeHN noceTuTenei

Mprvem ¥ nepegaya AOKYMEHTOB MOCETUTENEW PYKOBOACTBY M COTPYAHMKAM
opraHusaumm

OpraHusauma n 6poHMpoBaHME NEPErOBOPHbLIX KOMHAT

CepBupoBKa YaitHoro (KogeliHoro) ctona B odpuce

MpurotToBaeHME HANUTKOB (Y4aid, Kode, NPOoXNaamTesbHble HANUTKK)

Heobxoaumbie
yMeHUs

O6I.Ll,aTbCF| C noceTutenamm

Mcnonb3oBaTb yCTaHOBAEHHbIE NpaBuaa U nNpoueaypbl KOMMYHUKAUUU BHYTPU
OopraHunsauuun

Bectu yyeTHble dopMbl, UCNONb30BaTb UX A8 PaboTbl

Co3paBatb NONOXUTENbHbIN MMNOX opraHn3aunum




MPMHMMATb Mepbl NO paspeLLeHnto KOHPIMKTHBIX CUTYyaUMi

MpuMmeHATb MHPOPMALLUOHHO-KOMMYHUKALNOHHbIE TEXHOOMMN

ObecneuynBaTb KOHPUAEHLMANBHOCTL MHOOPMALMM

Heobxoammble 3HaHUA

MpaBuna opraHM3aumMy NpUema noceTutenem

MpaBuna AenoBoro obLieHns

CTpyKTypa opraHuMsauumM W pacnpegeneHve QGyHKUMA MeXay CTPYKTYPHbIMU
noapasgeneHnaAMmn u cneymanncTtamm

MpaBuia opraHn3aumm NpMemos B oduce

MpaBuna cepBUPOBKM YalHOTro (KodeliHoro) ctona

I'Ipanma NPUroTos/sieHNA U Nnoaa4ym ropaA4YnX HaNUTKOB U 3aKYCOK K HUM

3TuUKa AeN0Boro obLeHNnn

MpaBuaa peuyesoro sTMKeTa

TpeboBaHMWA oxpaHbl Tpyaa

Mpasuaa 3awmTbl KOHOUAEHUMANBHON CNyKebHON MHPOoPMaLUK

Apyrve
XapaKTePUCTUKHN

3.1.3. TpypoBaa pyHKLMA

BbINONHEHVE KOOPAMHUPYIOLLMX U YpoBeHb

HavmeHoBaHMe |obecneynBatolLmX GyHKLMINA Koa | A/03.3 |(noayposeHb) 3

KBanndmkaumm

MpouncxoxaeHue
TPY[0BOM QYHKLUK

3anmcTBOBaHO U3

OpuruHan X
opurnHana

Kog, PernctpaumnoHHbIit
opurnHana HOoMep
npodeccnoHanbHoOro
CTaHaapTa

TpyaoBble AencTeus

BeZeHue KypHana pasbesfos paboTHUKOB OpraHu3aumm

KoopauHaumsa paboTbl KypbepoB 1 BOAMTENEN OpraHn3aumm

BeseHue KypHana pasbes3foB KypbepoB OpraHM3aLmMm U MapLwpyToB BoauTeNel

CoctaBneHve CcrpaBkM O pasbesgax pPaboTHUKOB, KypbepoB M MapLUpyTax
BOAMUTENEN OPraHMN3aLMm

Heobxogumbie

CocTaBnAtb U BeCTH y4Yye€THbl€ JOKYMEHTbI




yMeHUs

MpUMEHATb cpeacTBa KOMMYHUKALLMM 1A Nepeaayn NopyyeHuin pykosoauTens u
COTPYAHWKOB OpraHn3aumm

MprumeHATb coBpemeHHble cpeacTsa cbopa, 06paboTku 1 nepegadm MHbGopmaLmUm

OueHuBaTtb PEe3ynbTaTbl B PaMKaX NOCTAaB/IEHHbIX 3a4a4

OcyLwecTBNATb KOHTPOJIb UCMOIHEHUA NOPYYEHUI PYKOBOAUTENA COTPYAHUKAMM

Heobxoanmble 3HaHUA

n paBnaa pevyeBoro 3sTUKeTa

3TWKa Aenosoro obLieHus

TpeboBaHMA oxpaHbl TpyAa

MpaBuna 3alWmTbl KOHOUAEHLMANBHOM Cny»KebHOW nHGopMaLnn

CTpyKTypa opraHmMsaumMm u pacnpegeneHve OGyHKUMI MexXay CTPYKTYPHbIMU
noAapasgeneHnsamMmmn n cnewmanmnctamm

Apyrve
XapPaKTepnUCTuKn

3.2. O606ueHHas Tpyao

BasA GyHKUMA

OKYMEHTaLMOHHOoe obecneyeHne AeaTenbHOCTU YpoBeHb
HanmeHoBaHue Hoky 4 A Koa B P
opraHusauum KBanPUKaumm
MpoucxoxaeHue
o o 3anmcTBOBaHO U3
0606wweHHOM Tpyaoso | OpuriHan X
opurMHana
dYHKLMH
Kog, PerncrpaumnoHHbIn
opuUrnHana HOMep
npodeccnoHanbHOro
CTaHAapTa
BO3MOKHble HAUMEHOBAHUA Jenonpounssogurtens

OOMKHOCTEN, npodeccuia

TpeboBaHusA K obpasosaHuio | CpeaHee npodeccroHanbHoe 06pa3oBaHMe - NPOrpammbl NOATOTOBKM

N 0byyeHuto

KBaNMOUUMPOBAHHbIX PaboUmx, CyKaLLMX

TpeboBaHMWsA K ONbITy
NpaKTMYecKom paboThbl

Ocobble ycnoBma gonycKa K

pabote

[pyrve xapakTepncTukm

JononHutensHole XapPaKTEPUCTUKN




HanmeHoBaHWe JOKYMeHTa Kog HanmeHoBaHue 6a30B0oM rpynnbl, 4OMKHOCTU (Npodeccnn) nnm

CneuynanbHOCTU
OK3 3431 AZLMUHUCTPATMBHO-YNPaBAEHYECKNI NepCcoHan
EKC <4> - Jdenonpoussogutens
OKNATP <5> 21299 Jenonpoussogutens
OKCO 032002 |[okymeHTaumoHHoe obecneyeHme ynpaBaeHa n
apxuBoBegeHue
3.2.1. Tpyposasa ¢pyHKUMA
OpraHu3auusa paboTbl C 4OKYMEHTAMM YpoBeHb
HavmeHoBaHMe Kog | B/01.5 |(noaypoBeHb) 5
KBanmMduKaumm
I‘Ipomcxozkp,eHme Opurian X 3aMmCTBOBAHO U3
TPYAOBOM GYHKUUM opurnHana
Kog, PernctpaumnoHHbIit
opuruHana HOMmep
npo¢deccnoHanbHoOro
CTaHpapTa

TpyaoBble AencTeun

Mprem 1 nepernyHan 06paboTKa BXOAALLMX AOKYMEHTOB

MpeaBapuTeIbHOE PACCMOTPEHUE U COPTUPOBKA AOKYMEHTOB Ha PerncTpupyemoie
N HE perncTpupyemble

MoaroToBKa BXOAAWMX LOKYMEHTOB ANA PAaCCMOTPEHUA PYKOBOAUTEIEM

Pervctpauma BXxoaalmx LOKYMEHTOB

OpFaHM3aLI,Mﬂ AO0CTaBKMN AOKYMEHTOB UCMNOJTHUTENAM

BeaeHue 6a3bl AaHHbIX 4OKYMEHTOB OpraHM3aumum

BeaeHune nHGoOpMaLMOHHO-CNPABOYHOW paboThl

O6paboTKa 1 OTNpPaBKa UCXOAALLMX LOKYMEHTOB

OpraHusauusa paboTbl MO perncTpaumu, ydeTy, XpaHeHWo W nepegadye B
COOTBETCTBYIOWME  CTPYKTYpHble MNoApasfeneHns  OOKYMEHTOB  TeKyLlero
AenonponsBoacTea

HOHTpO/’Ib MCNOJZIHEHUA AOKYMEHTOB B OPraHM3auunm

Heobxoanmble
yMeHus

PabotaTb CO BCel COBOKYMHOCTbIO MHPOPMALNOHHO-AO0KYMEHTALMOHHbIX
pecypcoB opraHM3aumnm

MNMonb3oBaTbca 6azamu AadHHbIX, B TOM Yncie yaaneHHbIMU
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MNonb3osaTbCA CNpPaBoOYHO-NPaBOBbIMU CUCTEMAMMU

Monb30BaTbCA aBTOMATU3NPOBAHHBIMM CUCTEMAMM YYeTa, PErMCTPaLMn, KOHTPOAA
M MHOOPMAUMOHHO-CNPABOYHBIMK CUCTEMaMKM Npu paboTe C [OKYMEHTamu
OpraHM3auum

MpumeHsaTb coBpemeHHble MHPOPMALMOHHO-KOMMYHMKALNOHHbIE TEXHOIOMMU
ANnA paboTbl C JOKYMEHTaMW, B TOM YUCAe ANA ee ONTUMM3ALUM U NOBbIWEHMUA
apPeKTUBHOCTH

Heobxoammble 3HaHUA

HopmaTuBHble npaBoBble aKTbl WU HOPMAaTUBHO-METOAMYECKUE AOKYMEHTHI,
onpeaensiolmMe NopPAA0oK AOKYMEHTaLMOHHOro obecneyeHns ynpasaeHus

CTpyKTypa opraHu3aLmm, PyKOBOACTBO CTPYKTYPHbIX NOAPa3AeeHNiI

CoBpemeHHble UHPOPMALMNOHHbIE TEXHONOIMK PaboTbl C AOKYMEHTAMM

MopsaaoK paboTbl C LOKYMeHTaMu

Cxembl JOKyMeHToobopoTa

MNpasuna pa6OTbI C BXo4AWNMU, ncxogawmmm n BHYTPEHHUMU AOKYMEHTaMU

MpaBuna opraHusaumnm u GOpPMbl KOHTPONA WCMOAHEHUA [OKYMEHTOB B
OpraHuM3auum

Tunosble CPOKN UCNOTHEHUA AOKYMEHTOB

MpUHUMNbI PAabOTbl CO CPOKOBOW KapTOTEKOM

Ha3HayeHue 1 TexHONOorMA TeKyLwero v npeaynpeautenbHOro KOHTPoIA

I'Ipanma COCTaB/ieHNA aHaIUMTUYECKUX CMNPaBOK MO OpraHuv3aumm pa6OTbI c
OOKYMEHTaMM N KOHTPOJTKO MCNONTHEHUA AOKYMEHTOB

MpaBuna AOKYMEHTALUOHHOIO obecnevyeHuns AeATENbHOCTU OpPraHn3aunmn

BuAbl 4OKYMEHTOB, X Ha3HAYeHUe

TpeboBaHusA, NpeabaBaseMble K JOKYMEHTaM B COOTBETCTBUM C HOPMATUBHbLIMM
aKTaMM 1 rocyAapcTBEHHbIMM CTaHAAPTAMM

Mpasuna cocTasneHMs u  odpopmaeHna  MHGOPMALMOHHO-CNPABOYHBIX,
OpraHn3aLUMOHHbIX YNPaBAEHYECKMX AOKYMEHTOB

Mpasuna co3gaHnA n BedeHuA 6a3 AaHHbIX C}'Iy)KF_‘6HbIX AOKYMEHTOB B
OopraHunsauunun

Cucrtemel 3/1IEKTPOHHOTO AOKVMEHTOOGO poTa

Mpasuna 1 CPoOKM OTNPABKU UCXOAALMX AOKYMEHTOB

TpeboBaHMA oxpaHbl TpyAa

Apyrve
XapaKTePUCTUKHN




3.2.2. TpynoBan pyHKLUA

OpraHu13ayma TEKYLLLEro XpaHeHuA YpoBeHb
HavmeHoBaHMe |AOKYyMeHTOB Koa B/02.5 |(noaypoBeHb) 5
KBa/IMpUKaumnm

MpouncxoxgeHue
TPYAOBOM GYHKUMM

3anmMcTBOBAHO M3

OpuruHan X
opurMHana
Koa PernctpaumnoHHbIit
opurnHana HOMep
npodeccnoHanbHOro
CTaHAapTa

Tpyaosble AencTemA

Pa3paboTka HOMEHKAATYpbl 4eN OpraHM3aLmm

MpoBepKka nNpPaBUAbHOCTM OQPOPMIEHUA [OOKYMEHTOB M OTMETKM 06 ux
ncnofHeHun nepeg, ux GoOPMmMPOBAHMEM B AE10 AR NOCNeAYIOLLero XpaHeHus

dopMynnpoBaHMe 3aro/IOBKOB e/ U onpeaeneHne CPOKOB UX XpaHeHMs

dopmupoBaHue aen

KOHTpPONb MpaBMABbHOrO M CBOEBPEMEHHOTO pacnpedeneHus u MOALWUBKY
[OKYMEHTOB B Aena

Heobxoanmble ymeHUs

OpraHu130BbIBaTb PaboTy MO yYETY, XPAaHEHUIO U Nepeaaye B COOTBETCTBYHOLLEE
CTPYKTYpPHOE noAapasaeneHne AOKYMEHTOB TEKYLLEro A4eN0NPOM3BOACTBA

OcyllecTBNATb  METOAMYECKOE  PYKOBOACTBO  [e/10MNpoM3BOACTBOM B
OpraHn3aLmm, KOHTPOANPOBATb NPaBUAbHOE GOPMUPOBAHUNE, XPaHEHWNE U caaqy
[Oen B apxus

Pa3pabaTbiBaTb HOMEHKAATYPY Ae/ CTPYKTYPHOro noapasseneHus

Mcnonb3oBaTb HOMEHKNATYpy Aen NpW M3YYeHUW CTPYKTYpPbl OpraHvsauuu,
COCTaBNEHUW ONUCEN Aen

OpraHu3oBbiBaTb paboTy no ¢GOpPMUPOBAHUIO Aen B COOTBETCTBUM  C
YTBEPXAEHHON HOMEHKNATYpPOM Ae/ opraHM3aLmm

MpaBunbHO M CBOEBPEMEHHO GOPMMPOBATb AOKYMEHTbl B Aena C YyYETOM WX
cneundpurKkm

CVICTeMaTM3MpOBaTb AOKYMEHTbI BHYTPU OeNna

ObecneunBatb COXPaHHOCTb U 3alUNTY AOKYMEHTOB OpPraHn3auunm

MpumeHATb MHd)OpMaLI,MOHHO-KOMMyHMKaLI,MOHHbIe TexXHonormn gna pa6OTbI C
AOKYMEHTaMU

Heobxoanmble 3HaHUA

HOpMaTMBHbIe npasoBbleé aKTbl, HOPMaTUBHO-MeTOAUNYECKUE OOKYMEHTHI,
rocygapcCTtBeHHblIe CTaHAAPTbl, onpegenatouwme nopaaok AOKYMEHTALMOHHOIoO
obecneyeHuns ynpasaeHnA




Buabl HomeHKnaTyp, obuwue TpeboBaHWA K HOMEHKNAType, METOAMKa ee
COCTaB/NEHUA N 0POpPMIIEHUA

MpaBuaa corsacoBaHUA HOMEHKAATYypbl Ae/ C BeAOMCTBEHHbIMU apXMBamMun U
3KCNepTHOM Komuccuen

Mopagok d¢opmupoBaHMa M odopmneHua gen, cneunduka GopmMMpPOBaHUA
OTAENbHbIX KaTeropui aen

MpaBuaa xpaHeHUA Aen, B TOM YUC/e C JOKYMEHTaMM OrpaHMYeHHOro AocTyna

I'Ipanma Bbl4a4yn N NCNOJZIb30BaAHNUA AOKYMEHTOB U3 C(I)OpMMpOBaHHbIX aen

TpeboBaHuMA oxpaHbl Tpyaa

Apyrve
XapaKTePUCTUKHN

3.2.3. TpygoBsasa ¢pyHKUMA

OpraHusauma obpaboTkM aen ans YpoBeHb
HanmeHoBaHMe |nocneaylowero XxpaHeHus Kog | B/03.5 |(noaypoBeHb) 5
KBanmMdumKaumm

MpouncxoxgeHne
TPYA0BOM QYHKLUM

3anmcTBOBaHO U3

OpuruHan X
opurMHana
Kog, PernctpaumnoHHbIit
opurnMHana HOoMep
npodeccnoHanbHoOro
CTaHaapTa

TpyaoBble AencTeun

lNMpoBepKa CPOKOB XpaHEHUA [OOKYMEHTOB, COCTaB/eHMe NpPOTOKo/a pa6OTbI
3I-(Cl'lepTHOl71 KOMUCCMKM NO NoArotoBke AOOKYMEHTOB K XpPaHEHWUKO, aKTa O
BblAENEHUUN K YHUUTOXKEHUIO AOKYMEHTOB, HE NogNeXalWwmnx XpaHeHUo

CocraBneHue BHyTpeHHEﬁ onucu aen anAa ocobo LUEeHHbIX JOKYMEHTOB

Od)oprvmeHme Aen NoCToAHHOro, 4oONroBpeMeHHOro CPOKOB XpaHeHUA

OdopmneHne 06N0XKKMN AeN NOCTOAHHOrO, A0/TOBPEMEHHOMO CPOKOB XPaHEeHUS

CoctaBneHue onucu gen NoCTOAHHOrO, AONTroBpeMeHHOro CPoKoB XpaHeHUA

I'Iepep,aqa AeN B apXmB opraHn3daymnm

Heobxoaumble
yMeHus

Nonb3oBaTbCA MNepeyHAMM [OKYMEHTOB M aHaAAM3MPOBaTb d)aKTVI‘-IeCKOG
coaepxXaHne mmeruwmnxca B Aene AOKYMEHTOB Npu onpegeneHnMn CpoKoB UX
XpaHeHunA

OdopMNATbL LOKYMEHTbI IKCMEPTHOWM KOMUCCUM

Od)OpM/'IHTb 06.10KKHM Aen noCtoAHHOINo M BpPeMeHHOro CpPOKOB XpaHeHMA B
COOTBETCTBUN C Tp86OBaHVIHMM rocyaapcCTBEHHbIX CTaHOAPTOB




npOM3BOAMTb XPOHO/TIOTNYECKN-CTPYKTYPHYHO CUCTEMATU3ALUIO OEN

OcyuwecTBasATb TEXHNUYECKYIO 06paboTKy 1 nosiHoe opopmaeHue aen NoCTOAHHOTO
W BPEMEHHOTO CPOKOB XpaHeHUA

CocTtaBnATb OMUCb Aen MNOCTOAHHOMo M BPEMEHHOIo CpPOKOB XpaHeEHUA B
COOTBETCTBUN C ,CI,EVICTBVI'OLLI,MMVI HOPMaTnBHO-MeTogNYECKMMU OOKYMEHTAMU

MpumeHATb MHGOPMALNOHHO-KOMMYHUKALMOHHbIE TEXHONOMMK AnA paboTbl ¢
OOKYMEHTaMM

Heobxoanmble 3HaHUA

HOpMaTMBHbIe npaBoBbleé aKTbl, HOPMATUBHO-MeTOOAUNYECKNE  OOKYMEHTHI,
rocygapcCrtBeHHble CTaHAOAPTbl, onpegenawloume nopAgoK AOKYMEHTAUMOHHOIO
obecneyeHus ynpasaeHnA

Kputepun pasgeneHva OOKYMEHTOB Ha rpynnbl B COOTBETCTBUM C LEHHOCTbIO
MHbOPMaUMK, coaeprKaLLenca B HUX

MNMopAdoK UCNo/Ib30BaHMA TUMNOBbLIX UAN BELOMCTBEHHbIX nepeHHeﬁ AOKYMEHTOB,
onpegeneHnA CPOKOB XpaHeHUA B nNpoLecce aKCnepTu3sbl LEHHOCTU AOKYMEHTOB

MopAaoK cOo34aHWA, OpraHu3auMm M AOKYMEHTUPOBaHUA pPaboTbl 3KCMEPTHOM
KOMMCCUU

MpaBnna cocTaBNeHUA U YTBEPHKAEHUA NPOTOKONA pa6OTbI SKCI'IepTHOﬁ KOMUcCCcnun

MpaBuaa COCTaBAEHUA W YTBEPXKAEHWA aKTa O BblAE/NEHUN AOKYMEHTOB, He
noa/iexalmnx XxpaHeHuo

MpaBuna TeXHUYECKo 06paboTKM U NOAHOrO 0POPMIEHUA AeNl NOCTOAHHOIO U
BPEMEHHOIO CPOKOB XpaHeHUA

I'Ipanma COCTaB/iIeHNA onnucn aen NOCToOAHHOIoO U BpeMeHHOIo CPOKOB XPaHeHUA B
CoOoTBETCTBUMN C ,El,el‘/JICTByPOLLI,MMM HOPMaTUBHO-MeTOANYHECKUMU OKYMEHTaMU

MpaBuna nepenaym gen B apxms opraHmsaumnm

TpeboBaHMA O0XpaHbl TPyAa

dpyrue
XapaKTepUCTMKM

3.3. O606uieHHas TpygoBasa GyHKUMA

MpouncxoxgeHue
0606U1eHHO Tpya0BOW

dYyHKUMM

OpraH13auMoHHOE, 4OKYMEHTALMOHHOE U VboBEHb
HanmeHoBaHne |uMHdopMauMoHHOe obecneyeHne AeATeNbHOCTU Kog, C Ksanmdmr(au,wm
PYKOBOAMTENA OpraHM3aLmm
3aMMcTBOBaHO 13
OpuruHan X
opurMHana
Koa PernctpaumnoHHbIit

OpUrnHana HOMep



npo¢deccuoHanbHOro
cTaHAapTa

Bo3moOXHble HaMMeHOBaHUA
OOMKHOCTEN, npodeccuii

CekpeTapb pyKkoBoaUTeNA

TpeboBaHuA K 06pa3oBaHUIO
N obyyeHuto

Bbicwee obpasoBaHue - bakanaspuaT uam

CpeaHee npodeccroHanbHoe 06pasoBaHMe - MPOrpammbl NOATOTOBKM
CNeunanncToB CpeaHero 3BeHa

JononHutenbHoe npogeccroHanbHoe obpasoBaHMe

TpeboBaHMA K ONbITY
npakTn4eckom paboTbl

He meHee gByx neT BbINOAHEHUA PabOT NO OPraHNU3aLNOHHOMY U
AOKYMEeHTaLUMOHHOMY obecnevyeHuto AeaTelbHOCTU PYKOBOAUTENS
opraHuMsauuu Npu cpeaHem npodpeccnoHanbHoOM obpasoBaHMmn

Ocobble ycnoBumsa gonycKa K
pabote

[pyrve xapaktepuctnku

[lononHuTeNbHblE XapaKTepUCTUKK

HavmeHoBaHMe foKymeHTa Kop, HanmeHoBaHMe 6a30BOW rpynnbl, 4OAXKHOCTK (Npodeccun)
WK CNeLmanbHOCTU
OK3 2432 Bubnnotekapun, bubamorpadsl, JOKYMEHTOBEAbI U
CNeuunanmncTbl POACTBEHHbBIX Npodeccuii
EKC - CekpeTapb pyKkoBoauTena
oKnAaTpe 26341 CekpeTapb pyKkoBoauTena
OKCO 032001 JoKymeHTOBeAeHMe N JOKYMEHTaALUMOHHOe obecneyeHme
ynpaBieHua
032002 JoKymeHTaLMOHHOe obecrneyeHne ynpasieHua u
apxuBoBeaeHue
3.3.1. TpypoBsasa ¢pyHKUMA
OkasaHue NomMOoLY PyKOBOAMUTENIO B YpoBeHb
HanmeHoBaHMe |nnaHMpoBaHUKM paboyero BpemeHu Kog C/01.6 |(noayposeHb)
KBanmMduKaumm
ﬂpomcxoikp,eHme Opurian X 3aMmCTBOBAHO U3
TPYAOBOM GYHKUMM opurnHana
Koa PernctpaumnoHHbIit
opurMHana HOoMep
npodeccnoHanbHoOro

CTaHAapPTa
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TpyaoBble AencTBus

Bbibop Popmbl NNaHMPOBaHUA UM odopmieHMe NIaHMPOBLUMKA (opraHaisepa)
pyKkoBoauTens

BHeceHMe nHbopmauum B NN1aHUPOBLLKK (OpraHalisep)

CornacoBaHue ¢ pykoBoauTesiIeM BpeMeHHbIX NJ1aHOB

CornacoBaHue Tene@oHHbIX NeperoBopoB, BCTPEY U MepPonpUATUIA C NapTHeEpPamM,
KNMEeHTaMK, pyKoBOAUTENSMM NoApasaeNeHNn U COTPYAHMKaMU

NHdopMMpoBaHME PYKOBOAMUTENA O PErTAMEHTE HAMEYEHHbIX MEPONPUATUIA

MpeaynpexaeHue o NpUBANKEHUM BPEMEHN HAMEYEHHbIX MEPONPUATUIA

dopmunpoBaHUe pe3epBa BPEMEHM A8 HENPEABUAEHHbIX CUTYaUMiA

Heobxogmmble ymeHUs

YcTaHaBAMBaATDL LLe/IM, ONpeaenaTb Mepapxuio Lenei

Onpeaenatb NPUOPUTETHOCTb M OYEPEAHOCTb BbINOAHEHUA PAaboT U 3PPEKTUBHO
pacnpeaenatb paboyee Bpems

OKa3bIBaTb NOMOLLb PYKOBOAUTENIO B pacnpeaeneHun ero paboyero BpemeHm

BblbupaTb oNTUMasnbHble CNocobbl MHPOPMUPOBAHUA NAPTHEPOB, K/AMEHTOB,
nocetTutenen, pykosogutenen noapasgeneHnii U CoTpyAHWKOB O NAaHUPYeMbIX
MEepPONpPUATUAX

ObecneumBatb MHGOPMALIMOHHYIO 6€30MacHOCTb AEATE/IbHOCTU OpraHnu3auum

Heobxoanmble 3HaHUA

Cneunduka oCHOBHOMN AeATENbHOCTU OpraHM3aumm

OCHOBbI aAMMHUCTPATMBHOrO NpaBa U TPYAOBOroO 3aKoHOAaTeNbCcTBa Poccuitckoi
depepaunu

PyKkoBoAaALWMiIA cOCTaB opraHn3aUmumn 1 ee noapasaeneHuni

PYHKUMM CaMOMEHeAKMEHTA

MocTaHoBKa uenei

MNpaBnna nposegeHUA AeN0BbIX Neperosopos

TpeboBaHuMA OxpaHbl TPyAa

Apyrve
XapaKTePUCTUKHN

3.3.2. TpypoBaa pyHKLMUA

HammeHoBaHue

MnaHupoBaHue pabouero gHA cekpeTaps YpoBeHb

Kog | C/02.6 |(noaypoBeHb)
KBasnduMKaumnm

MpoucxoxaeHue

OpurnHan X |3ammcTBOBaHO 13




TPYAoBOM GYHKUUM

opurnHana
Kog PerncrpaumoHHbIn
opurnuHana HOoMep
npo¢deccnoHanbHoOro
CTaHAapTa

TpyaoBble AencTeus

Bbibop 1 opopmaeHne NAaHUPOBLLMKA CEKpeTaps

BeaeHue AHEBHMKA (Ha 3N1EKTPOHHOM U/mUnmn BymaskHOM HocuTene)

CornacoBaHue NAaHOB C N1aHaMU U CpOoKamum pa60TbI pyrkoBoauUTeNA

PacnpeaeneHue paboyero BpemeHu (Ha AeHb, HeAE 0, NePCneKkTUBY)

NepeHeceHne HEBbINOJIHEHHbIX 3aN1aHNPOBAHHbIX 33434

BbinoNHEHWE TUNUYHBIX exxeagHeBHbIX aen

Heobxoanmble ymeHUs

BblbMpaTb M 0GOPMNATL NNAHNPOBLLMK

BHOCUTL M OTCnekmMBaTb MHOOPMALMIO HA 3MEKTPOHHOM U/ Man BymarkHOM
HocuTene

PacctaBnAatb npuopuTeThl, BblAENATb BAaXKHOE N CPOYHOE

BbibMpaTb ONTUMAasIbHbINA PUTM PaboThI

AHa!'IM3MpOBaTb NPUYNHBbI HEBbLINO/IHEHWA 33434

MpumeHATL MHd)OpMaLI,MOHHO-KOMMYHMKaLI,MOHHbIe TEXHO/NI0TUN

Heobxogumbie 3HaHUSA

OcobeHHOCTM 0dOPMIEHUA MNNAHUPOBLLUMKA (HA 3/1EKTPOHHOM M BymMarkKHOM
HocuTensx)

OCHOBbI yNpaBaeHUs BpeMeHem

Apyrve
XapaKTEPUCTUKM

3.3.3. TpygoBsas ¢yHKUMA

OpraHusaumsa TenedoHHbIX NeperoBopos YpoBeHb
HanmeHoBaHue | pyKoBoauTena Kog C/03.6 |(noayposeHb)
KBanmMduKaumm
MpouncxoxaeHne 3aMMcTBOBaHO 13
P o A OpuruHan X
TPYA0BOM GYHKLUM opurMHana
Koa PernctpaumnoHHbIit
opuUrnHana HOMmep
npo¢deccnoHanbHOro

CTaHAapPTa



TpyaoBble AencTeus

BepeHune 6a3bl Te}'IEd)OHHbIX KOHTaKTOB pyKoBOAUTENA

CoeauMHeHWe pyKoBOAUTENA C KOHKPETHbIMM aboHeHTammn

MoarotoBKka maTepunanos gnAa Teﬂed)OHHbIX neperoBopos pykoBoaUTeENA

Pervctpauma noctynatowmx B NpuemMHyto TenepoHHbIX 3BOHKOB

MepeHanpaBneHWe  OTAENbHbIX  TenepOHHbIX  3BOHKOB  3amecTUTEeNAM
pPYKOBOAUTENS, APYTMM COTPYAHMKAM

MonyyeHne Heobxoammon uHbOpMaUMM UM MNepedada CaHKLMOHWUPOBAHHOM
nHbopmaunun no TenedoHy

YcTaHOB/EHME KOHTAKTa ¢ cobecefHUKOM, NogaepraHue U pasBuTue AenoBoW
6eceapl B npouecce TenepOHHbIX NepPeroBopos

OKaszaHuMe NOMOLLM PYKOBOAUTENIO NPY OPraHnsaLmm u npoBegeHnmn tenedoHHbIX
neperosBopoB 1 BUAeOKoHdpepeHL Ui

Heobxoanmble ymeHUs

Bectu M ucnonb3oBaTb B paboTe 6a3y A[aHHbIX TeNedOHHbIX KOHTAKTOB
pyKoBoAauTeNs

Mcnonb3oBaTb cpeactBa KOMMYHMKALMOHHON OPITEXHUKU AN MONYYEeHUs U
nepegayv nipopmaymm

BecTM  yuyeTHble  perncTpaumoHHble  GOpMbl,  MCNONbL30BaTb WX  ANA
MHPOpMaUMOHHOM pPaboTbl M PaboTbl MO KOHTPOJIO MWCMOJHEHUA pPeLleHUN
pyKoBoAuTeNs

Crnaxkmeatb KOHPSIMKTHbBIE U CNOXKHbIE CUTYaLLUMN MEXKANYHOCTHOTO 0bLeHNA

Mcnonb3oBaTb TexHWYeCKMe W nporpammHble CpeacTsa AnAa nposefeHuA
ron0COBOM UK BMp,eO-KOH(bepeHLI,-CBFBM

ObecneunBatb MHPOPMALMOHHYIO 6HE30MNACHOCTb AeATEe/IbHOCTU OPraHM3aLmUn

Cobntonatb cnyKebHbl STUKET

Heobxogumbie 3HaHUSA

TenedpoHHble KOHTaKTbl pyKoBOAMTENA

CDYHKLI,MM, 3a4a4n, CTPYKTypa OpraHn3aumm, ee CBA3N NO BEPTUKaAN U
rOPU30OHTaNU

MpaBuna B3aMMOLENCTBUA C NMapTHEPAMU, KAMEHTAMW, CpeAcTBaMM MACCOBOM
nHbopmaumnn

Mpasunna nogaepaHuAa U pasBUTUA MEKINYHOCTHbIX OTHOLWEHUI

I'Ipanma nposeaeHUA enoBbiX NEPEroBopoB

MpaBuna 3awmTbl KOHPUAEHUMANbHOM MHPOPMaLUM

TpeboBaHuWs OxpaHbl TPyAa

Apyrve
XapaKTePUCTUKHN




3.3.4. TpynoBan ¢pyHKUMUA

HanmeHoBaHMe

OpraHusauma KOMaHAMPOBOK PyKOBOAMUTENA YpoBeHb

Kog | C/04.6 |(noaypoBeHb)
KBa/IMpUKaumnm

MpouncxoxgeHue
TPYAOBOM GYHKUMM

3aMmcTBOBaHO M3

OpuruHan X
opurnHana

Koa PernctpaumnoHHbIit
opurnMHana HOMmep
npodeccnoHanbHOro
CTaHpapTa

TpyaoBble AencTeus

MoaroToBKa NpoekKTa C/'IYH-(E6HOI'O 3a4aHnA pykosoagutena

MoaroToBKa NpOEKTa NpuMKasa O CAyXKebHOM KoOMaHANPOBKE

BbinMcKka KOMaHAMPOBOYHOIO YAOCTOBEPEHUs U ero perucrpauusa npwm
HeobxoaMmocTn

NMoaroToBKa AOKYMEHTOB Ha NOJly4eHue BM3bl, 3arpaHMYHOro nacrnopTa

3aKa3  KeNesHOAOPOMKHbIX W aBMabunetos, T[OCTUHWUL, TPAHCMNOPTHOrO
obecneyeHuns pykosoauTens

OdopmneHve nporpammbl MOE34KM, YTOUYHEHWEe ocobeHHOCTel npoToKoAa
NAaHMPYEMbIX MEPOMNPUATUI

MoaroToBKa AOKYMEHTOB K Noe3Ke pykoBoAUTeNA

YTOYHeHue AaTbl, LOMKHOCTEN, GaMUaniA B NpOorpamme KOMaHANPOBKK

MpopaboTka MmapLIpyTa PYKOBOAMTENSA, YBA3KA €r0 C pacnuncaHnem TpaHcnopTa

O6paboTka MmaTepranoB KOMaHAMPOBKM, 0GOPMIEHME OTYETA O KOMAHANPOBKE

Heobxogumbie
yMeHuA

OdopmnATb aBaHCOBbIE OTYETbI PYKOBOAUTENA

OpraH130BbIBaTb BCTPEYM PYKOBOAUTENA C MPUHUMAIOLLEN CTOPOHOW

OdopMnATb KOMaHAMPOBOYHbIE AOKYMEHTbI

O6pabatbiBaTb AOKYMEHTbI U MaTepmabl N0 pesyabTaTaM Noe34KMU PyKoBoAUTENA

Ob6ecneunsatb paboTy odurca Bo Bpems OTCYTCTBUS PYKOBOAUTENS

MpumeHATb cnocobbl A4en0Boro obLeHNns

Ucnonb3oBaTtb cpencrtea KOMMYHUKaUUn ona obecneyeHus BBaMMO,ﬂ,eﬁCTBMH C
pykoBoauUTENNIEM BO BPpEMA €TI0 p,enosoﬁ noesaxku

Heobxoanmble 3HaHUA

MopAaaoK NOAFOTOBKKU M NpOBeAEeHMA KOMaHAMPOBOK




nOpﬂ,ﬂ,OK Od)OpMJ'IEHVIFI AOKYMEHTOB A1A KOMAHOUPOBKU N OTYHETHbLIX AOKYMEHTOB
Nno KOMaHAOMPOBKE pyKoBOAUTENA

Jenosoii npoTokon

3TUKa AenoBoro obLieHns

Apyrue
XapaKTePUCTUKM

3.3.5. TpypoBaa pyHKLMA

OpraHusauus paboTbl ¢ NOCETUTENAMM B YpoBeHb
HanmeHoBaHME | nNpMemMHOM pyKoBoAMUTENA Kog C/05.6 |(noaypoBeHb)
KBaMdMKaunm

MpouncxoxgeHue
TPYAOBOM GYHKUMM

3anMCcTBOBAHO M3

OpuruHan X
opurnHana
Kog, PernctpaunoHHbIin
opuruHana Homep
npodeccnoHanbHOro
CTaHpapTa

Tpyaosble AencTemA

OpraHun3auma IMYHOTo Npuema noceTuTeien pykosoauTenem

YcTaHoBAeHMWe nopAaaKa npuema ANA pPasanyHbIX KaTEFOpMﬁ nocetTutenemn

BegeHue KypHana npessapuTe/ibHOM 3aNMcK Ha npuem

Perncrtpauus nocetTutenemn

CopevictBMe onepaTMBHOMY PAaCCMOTPEHMIO NPOCLO M NpeasioXKeHU noceTuTenem
M COTPYAHUKOB OpraHmM3auum

OpraHusauus npMema 4enoBbix NapTHEPOB B opuce

OpraHu3auma 0b6CcayKMBaHUA PYKOBOAWUTENA U €r0 Ae/10BbIX NapTHEPOB B oduce

CepBupoBKa YaHoro (KodeliHoro) ctona B opuce

MpUHATME Mep MO COXPAaHEHUI0O KOMMEPYECKOM TaliHbl B XoAe npuema
noceTUTenen n Ux HaxoX4eH s B NPUEMHON U KabuHeTe pyKoBoauTeNs

Heobxoanmble
yMeHus

OpFaHVI3OBbIBaTb n obecneymBaTb NNYHbIE KOHTAKTbI pyrkosoauUTena

YnpaBasaTb KOHGAMKTaMM

YuynTbiBaTb MCUMXOOTMYECKME OCOBEHHOCTM /IMYHOCTM NPU Pas3/NYHbLIX BMAAX
npodeccnoHanbHoro obuLeHnn

Ncnonb3osaTb YCTaHOBJ/IEHHbIE NpaBuaa U npouenypbl KOMMYHUKaUnM BHYTPU
OopraHunsauunun




BectT  yuyeTHble  perucTpaumoHHble  GOPMbl,  WCNOAbL30BAaTb WX  A/A
MHPOpMaUMOHHOM paboTbl M pPaboTbl MO KOHTPOMO WCMOJHEHUA pPeleHuit
pyKkoBoauTens

Co3aaBaTb NOMOKUTENBHbIA UMUAXK OpraHM3aumm

MPMHMMATb Mepbl NO PaspeLLeHN0 KOHPAMKTHBIX CUTYaLUIA

MpuMmeHATb MHPOPMALLUOHHO-KOMMYHUKALNOHHbIE TEXHOOMMN

ObecneunBaTb KOHOMAEHLMANBHOCTL B NPUEMHON M KabuHeTe pyKoBOAMUTENS,
COXPaHATb KOHOUAEHUMANbHYO MHPOPMaALMIO B TaliHe

Heobxoammble 3HaHUA

MpaBuna opraHM3aLmMy NPUema noceTutenem

MpasBuna aenoBoro obulieHns

MpaBuaa peuyesoro sTMKeTa

MpaBuna yCTaHOBNEHWUS KOHTaKTa, NOAAEP!KaHUA WU PA3BUTUA MENKIUYHOCTHbIX
OTHOLLEHUN

CTpyKTypa oOpraHuMsaumu u pacnpegeneHve OyHKUMA Mexay CTPYKTYPHbIMU
nogpasgeneHusmMmm u cneumanmncTamm

MpaBuia opraHn3aumMm NnpMemos B oduce

3TUKET M OCHOBbI MeXAyHapOoAHOro NPOTOKoa

MpaBuna cepBUPOBKM YalHOTOo (KodeliHoro) ctona

MpaBnna NpUroToBAEHUA U NOJAYN TOPAYNX HAMUTKOB U 3aKYCOK K HUM

Mpasuna 3aWmTbl KOHOUAEHUMANBHOM cayKebHoN nHbopmaLmm

dpyrue
XapaKTepUCTMKM

3.3.6. TpygoBaa pyHKLMA

MpoucxoxaeHue
TPYAOBOM GYHKUUM

OpraHu13auma NoAroToBKK, MPOBeAEHUA U YpoBeHb
HavmeHoBaHue | 06cny»KmnBaHMA KOHdEPEHTHbIX Meponpuatuii | Kog C/06.6 |(noaypoBeHb)
KBandMKaumnm
3aMMCTBOBaHO 13
OpurnHan X
opuruHana
Koa PerncrpaumoHHbIn
opuruHana Homep
npodeccnmoHanbHOro
CTaHaapTa

TpyaoBble AencTaus

MNoarotoBKka NOBECTKU AHA MeponpuAaTmnAa




OdopmneHune cnmncka y4acTHUKOB MeponpuaTus

NHPOpMMPOBAHME YUYACTHMKOB O HaMe4aloWeMCs MeponpuATUM U YCAOBMUAX
yyactua

Bbibop mecTa 1 BpemeHW NpoBegeHUA MePOoNpPUATUA

MoaroTtoBKa NpeaBapuTeIbHON CMETbI Pacxoa08

Paccobinka I'IpMI'l'IaLIJEHMﬁ noarsepanBLIMM y4aCTue B MeponpmnAaTnun

C60p TEKCTOB AOKAAA0B M MPOEKTOB UTOTOBbIX AOKYMEHTOB Y AOK/IaA4MKOB

Paccbinka  MHOOPMALMOHHBIX ~ MaTepManoB  Y4acTHMKAM  KOHQpEPEHTHOro
MeponpuATUA

CocTaBneHue ABOYHbIX IMCTOB M CMIUCKA PErnCTPaLLMmM YyH4aCTHUKOB MEpPOoNpUATUA

3aKynKa KaHUeNApCcKMX TOBapoB U NPOAYKTOB Ans obecneyeHuns Kode-nays

PeweHne BONPOCOB TEXHNYECKOTO OCHALWLEHNA MeponpuATUA

Momollpb B NOArOTOBKE AOK/AaAa PYKOBOAUTENSA, MPE3EHTALMOHHbIX MaTepranos

OpraHmsauMﬂ noAroToBKM nNpesnanyma u pa6o*mx MeCT Y4aCTHUKOB

OpraHusauma BCTPeYM M PErncTpaLLms y4acTHMKOB MepPONpUATUA

BepeHue NpoTOKONa MEPONPUATHUA

OpraHu13auma cepBUCHOTO 06C/YKMBaHMA BO BpemMs Kode-nays

OpraHvsauus  KyAbTYpPHO-MAcCOBbIX  MEPOMNPUATUIA,  TPAHCMOPTHOTO U
rOCTMHUYHOro obecneyeHus

Heobxoanmble ymeHus

OpraHu3oBbIBaTb MpOLLECC MOAFOTOBKM K  MpoOBeAeHuto  KoHbepeHTHOoro
MepOonpUATUA UHAMBUAYANLHO W B COCTaBe paboyei rpynnbl

[JOKyMeHTUpPOBaTb pasHble 3Tanbl npoueaypbl MOATOTOBKM WM NpoBeAeHun
KOHdEepeHTHOro MeponpuaTUA

MepenaBaTb  WHPOpPMaUMIO,  AOKYMEHTbl M MaTepuanbl  YY4aCTHUKAM
KOHbEPEHTHOro MeponpuATUA

MoaroTaeameaTb M 060pyA0BaTb CTOAN Npe3nguyma n paboume mecrta y4aCTHUKOB
coBellaHun (3acepaHmsa)

CepBMpoBaTh YaliHbll (KOodenHbIlA) CTON BO Bpems NpoBeaeHUs Kode-nays

C06}1P0p,aTb npasuaa 4enosBoro aTMkKkeTa 1 NPoOTOKO1a

Moaaep*mMBaTb UMUAXK OpraHn3aLum

Co3paBatb UMMAK ceKpeTapA, COOTBeTCTByIOLLI,Mﬁ MMNOXKY OpraHmn3aumu

Pabotatb Cc uWHbOpmauMen, aHaNM3MPOBaATb W  MNpeacTaBiATb  ee B
CUCTEMATM3NPOBAHHOM BUE




ObecneunBaTtb 6e30MacHOCTb AeATENDbHOCTU OPraHM3auun

MpUMeHATb MHGOPMALLMOHHO-KOMMYHUKALMOHHbIE TEXHONOTUN

ObecneunBaTb KOMPOPT YY4AaCTHUKOB KOHPEPEHTHOrO MEPONPUATUA, MOMOTraTb B
BOMPOCax NPOXKMBAHWA, TPAHCNOPTHOro obecneyeHun

HeobxoamMmble 3HaHUA

Komnnekc oOpraHM3aumMoHHO-TEXHUYECKUX MeponpuUATUiA Mo  MNOArOTOBKE U
NpoBeAEHMIO COBELAHWI U MEPEroBOPOB, B TOM YMC/Ie MEKAYHAPOAHbIX

I'IpaBWla BeaAeHUnA, NOAroToBKU U Od)OpMﬂEHMﬂ NPOTOKO/1a U APYTUX OOKYMEHTOB,
Co34aBaembliX B npouecce noarotoBku KOHd)GpEHTHOFO meponpunAaTmnAa

CocTaBneHune cmeTbl pacxoaoB

OcHoBbI HanNUcaHma peqeﬁ 1N AOKNaA0B pykoBoauUTenAa

MpaBuna yCTaHOBNEHMUA KOHTaKTa, NOAAEpPKaHUA M PasBUTUA MEKINYHOCTHBbIX
OTHOLLEHUH

MNpasuna genosoro 06LLI,EHMF|, AeNnoBoro aTKeTa

3TUKET N OCHOBbI MEXAyHAapPOAHOro NPOTOKO/1a

MNpasuna nposegeHUA LeN0OBbIX Neperosopos

MpaBuna 3awWwmTbl KOHPUAEHUMANBHOM CAyXKebHON MHbopMaLUK

TpeboBaHMA oxpaHbl TPyAa

dpyrue
XapaKTepUCTMKM

3.3.7. TpypoBaa pyHKLMA

OpraHu13auma UCNOJIHEHUA PELLEHWN, YpoBeHb
HanmeHoBaHWe | OCyLEeCTBAEHNE KOHTPOASA UCNOHEHUA Koa | C/07.6 |(nogypoBeHb)
nopy4YeHuii pykosoautens KBaNMOUKALMM

MpoucxoxaeHue
TPyAoBoOW GyHKLMM

3anMCcTBOBAHO M3

OpwurunHan X
opurnHana
Kog, PerncrpaumoHHbIn
OopuUrnHana HOMep
npodeccnoHanbHOro
CTaHAapTa

TpyaoBble AencTeus

JoKymeHTanbHOe 0popMIEHUE PELLIEHNIA PyKOBOAUTENS

[osefseHne [0 cBedeHMA  PabOTHMKOB — OpraHM3auuM  PacrnopaXKeHWui
pyKkoBoauTens

KOOp,CI,MHaLI,MFI AEATE/IbHOCTU NO UCMOJTHEHUIO DELIJEHMI‘;i pyroBoguTenaA




BeaeHune CPOKOBOrIo TeKkyLiero n npeaynpeanTesibHOro KOHTponA

MpoBepKa UCNONHEHUA NOPYYEHUI PYKOBOAMTENA B YCTAHOB/IEHHbIN CPOK

MpeaynpexaeHne COTPYAHUKOB 06 UCTEYEHUM CPOKA UCMOJHEHWUA NOPYYEHWUN
pyKkoBoauTens

®PurKcauma NCNOSHEHMA NOPYYEHW

CocTaBneHue OTYETOB M aHA/IMTUYECKMX CMPABOK O BbINOJIHEHUWU NOPYYEHUN U
peleHnii pykoBoauTens

Heobxognmble
yMeHunA

BecTn cpOKOBYIO KapTOTEKY

BecTtu Y4YyeTHblEe pPerncTpaynoHHbIE (I)OprI, Mcnonb3oBaTtb UX ON1A pa6OTbI no
KOHTPOJ1HO UCNONTHEHUA ﬂOpy‘-IGHMVI pyroBoauTenA

PaboTtatb ¢ MHPOPMaLMEN NO KOHTPOJIIO, CUCTEMATU3NPOBATL ee U NpeacTaBAsTb
B BM/E CBOAHbIX OKYMEHTOB

Ncnonb3oBaTb cpeancrtBa KOMMYHUKaUuunM ana nepegadu I'IOpV‘-IEHMVI pyroBoauUTenNA

Mcnonb3oBaTb COBpPeEMEHHble cpeactBa cbopa M 06paboTKM  KOHTPOJIbHOM
nHbopmauum

MpumeHATb MH(I)OpMaLI,MOHHO-KOMMVHMKaLI,MOHHbIe TEXHO/I0TNN

OueHunBaTb pe3y/bTaTbl B paMKax NOCTaBAEHHbIX 3a4au

OcyLLecTBAATb KOHTPOb UCNOJIHEHWA NOPYYEHNI PYKOBOAMUTENA COTPYAHUKAMM

Heobxoanmble 3HaHUA

Obwme TpeboBaHMA K CPOKAM MWCMOAHEHUA [AOKYMEHTOB W KOHTPO/bHbIM
bYHKUMAM cnyKObl LOKYMEHTAUMOHHOro obecneyeHums

MpUHLMNbI, CNOocobbl MHGOPMMPOBAHMA COTPYAHMKOB

3TuUKa AeN0Boro obLeHNnn

YnpaBneH4yecKkas CTPyKTypa OpraHv3aLumu, PyKOBOACTBO OpPraHu3aumu, obpasupbl
noanucelt pyKoBOAALWMX COTPYAHUKOB, KPYr UX MOJHOMOUYMUIN U OrPaHUYEHUS UX
30H OTBETCTBEHHOCTM

MHCTPYKUMM MO Ae10MNPON3BOACTBY U APYrMM /IOKa/IbHbIM HOPMAaTUBHbIM aKTam,
YCTaHABAMBAIOWMM NOPAAOK peanmsaumm ynpaBaeHYeckux npouesyp

Apyrve
XapaKTePUCTUKHN

3.3.8. TpypoBsbie GpyHKLUM

OpraHu3auua 1 nogaeprkaHue YpoBeHb
HanmeHoBaHMe |¢yHKUMOHaNbHOrO paboyero NnpocTpaHCcTBa Kog C/08.6 |(noayposeHb)

npuemHon 1 KabuHeTa pykosoamTens KBanndukaumm
Mpouncxoxaexue OpwuruHan X |3aumcTBOBaHO M3 ‘




TPYAoBOM GYHKUUM

opurnHana
Kog PerncrpaumoHHbIn
opurnuHana HOoMep
npo¢deccnoHanbHoOro
CTaHAapTa

TpyaoBble AencTeus

ObecneyeHue pa60qero MeCTa pyRoBOAOUTENA HeO6X0,CI,MMbIMM cpeacrsamum
0pFaHM3aLI,MOHHOﬁ TEXHUKU, KAHUENAPCKUMUN NPUHAONENKHOCTAMU

OpraHu3auma npMemHon odumca B COOTBETCTBUU C TPEOOBAHUAMM IPrOHOMUKN U
KY/NbTYpbl TPYAa

OpraHusaums opopMNeHUs HTEPbepa NPUEMHOM pyKoBoANUTENS

ObopyaoBaHue paboyero mecta OPIrTEXHUKOM, MEPCOHasIbHbIM KOMMbIOTEPOM,
BCMOMOraTe/IbHON TeXHUKOM

OpFaHM3aLI,Mﬂ O60pyAOBaHMﬂ I'IpVIEMHOﬁ CnucTtemMamm XpaHeHwuA, HEO6XO,£1,MMbIMM
I'IpVICI'IOCO6!1€HMFIMM, obecneyeHusn KaHUEeNAPCKMMU TOBapamu

ObecneyeHne XxpaHEHUA M 3aMEHbl PAaCXOLHbIX MAaTEPUANOB, MOBCEAHEBHbIN YXOL,
32 OPITEXHUKOM

3akKas KaHUENAPCKNUX TOBAPOB, TMMTMEHNYECKNX TOBAPOB, NPOAYKTOB NNUTAHUA

Heobxogumbie
ymeHuna

Co3pgaBaTb yciosus, obecneumnsarolme apdeKTMBHYIO paboTy pyKkosBoguTens

MpumeHATb B COOTBETCTBUM C HAa3HAYeHMeM cpeCcTBa OpFaHM3aLI,MOHHOﬁ TEXHUKN,
KaHUenNnApCcKkne NnpnHaanexXHoCTu1

OcHawaTb paboyee mMecTo pyKoBogMTeNA U cBOoe paboyee MecTo HeobXoAMMbIM
obopygoBaHMem

OCVLLI,ECTB/'IFITb 3aMeHY pacXodHbIX maTepnanos, yxon 3a Opl’TEXHMKOﬁ

OcyluecTBNATL NMOBCEAHEBHBIN YXO4 33 KOMMPOBAJIbHLIM anmnapaTom, 3aMeHy U
XpaHeHMe KapTpuaxemn, ToHepa

KOHTpoAMpoBaTb COCTOAHME M NOMOAHATL 3anachbl KAHUENAPCKUX TOBAPOB, CPeACTB
FTMrMeHbl, NPOAYKTOB NUTAHUA

Heobxogumbie 3HaHUSA

TpeboBaHMA OxpaHbl TPyAa, NPOU3BOACTBEHHOW CaHWUTAapUK, NPOTUBOMOMKAPHOW
EETZ )

OCHOBbl MpPaBWAbHOM OpraHM3auMmM Tpyda W  MeToAbl MOBbIWEHUS ero
3pdeKTMBHOCTH

OCHOBbI 3PrOHOMMUKM 0duCca U GIOPUCTUKM

CTaHaapTbl M pekomeHAaaumm no o6opyaoBaHMIO OPUCHbBIX MOMELLEHMIA

CocTaB OpraH13aLMOHHOM TEXHUKM, ee YCTPOMCTBO U NOPAAOK PaboTbl C Hell

Apyrve
XapaKTePUCTUKHN




3.3.9. TpynoBan ¢pyHKLMUA

Pa3paboTKa NOKaNbHbIX HOPMATUBHbIX AaKTOB, YpoBeHb
HanmeHoBaHMe | pernameHTUpYOWMX paboTy cekpeTtapn Kog C/09.6 |(noaypoBeHb)
KBa/IMpUKaumnm

MpouncxoxgeHue
TPYAOBOM GYHKUMM

3aMmcTBOBaHO M3

OpuruHan X
opurMHana
Koa PernctpaumnoHHbIit
opurnHana HOMep
npodeccnoHanbHOro
CTaHpapTa

TpyaoBble AencTeus

Pa3paboTKa 40MKHOCTHOWM MHCTPYKUMK CeKpeTapa

PaspaboTKa NONOXKEHUA O ceKpeTapuarTe

PaspaboTKa MHCTPYKLUMK NO Ae/10NPON3BOACTBY

Heobxoaumble
yMeHus

CoctaBnAtb U Od)OpMnﬂTb OpraHn3aunoHHble U meToan4YeCKne JOKYMEHTbI

PenakTnpoBaTh TEKCTbI CIYHKEBHbIX JOKYMEHTOB

PabotaTb CcO Bcel COBOKYMHOCTbIO WMHGPOPMALMOHHO-AOKYMEHTALUMOHHbIX
pecypcoB opraHvsaumuu

Monb3oBaTbcsA 6azamu AaHHbIX, B TOM YMCAe YAaNeHHbIMM 6a3amu AaHHbIX

Mcnonb3oBaTb CpaBoyHble NPaBoBble CUCTEMbI

PaboTaTb C KOMNbIOTEPOM, KaTasioramu (Mankamu) u danamm, CKaHepom

Monb3oBaTbCA OPUCHBLIM NAKETOM (TEKCTOBbIV peaaKkTop, TabauLbl)

Monb3oBaTbcA NepndepuitHbIMK YCTPOMCTBAMM U OPITEXHUKOM

Monb3oBaTbCA 3NEKTPOH HOM NoYTOM

MoNb30BaTLCA CUCTEMAMM 3/1IEKTPOHHOTO AOKYMeHTo0bopoTa

Heobxoanmble 3HaHUA

MpaBoBble OCHOBbI ynpaB/ieHUAa (OCHOBbI aAMMHUCTPATMBHOrO, TPYAOBOrO M
rpa*kaaHcKoro npasa)

ﬂ,eﬁCTBYIOLLI,Me npasoBbleé  aKTbl, HOPMAaTUBHO-METOAUYECKMUE  OOKYMEHTDI,
rocygapcCrtBeHHble CTaHOApPTbl, onpeaendawwme nopAgoK AOKYMEHTAULMOHHOIO
obecneyeHus ynpassieHnAa

CTpyKTypa, PyKOBOACTBO CTPYKTYPHbIX NogpasaeneHunii, obpasubl nognucei auu,
MMEIoLWMX NPaBo NOANNCAHUA U YTBEPKAEHUA AOKYMEHTOB, M OrpaHNYeHMA UX 30H
OTBETCTBEHHOCTH

I'Ipanma AOKYMEHTALMOHHOIO obecneyeHus AeATENbHOCTU OPraHn3auunmn




MopsaAoK paboTbl C JOKYMeHTaMu

TpeboBaHuA, NpeabsaBasieMble K AOKYMEHTAM B COOTBETCTBMU C HOPMATUBHbIMM
aKTaMM 1 rocyaapCTBEHHbIMM CTaHAAPTaMM

MpaBuaa cocTaBNEHMUSA OPraHM3aLMOHHBIX OKYMEHTOB (NOOKEHWNIN, MHCTPYKLUNA,
persaMeHToB)

BuAbl AOKYMEHTOB, UX Ha3HaYeHue

OcHosBbl lD,OKyMeHTHOI‘;‘I JNIMHIBUCTUKHN

TpeboBaHMA oxpaHbl TPyAa

Apyrve
XapPaKTePUCTUKHN

3.3.10. TpynoBsas ¢oyHKUUA

CoctaBneHue n opopmaeHune YpoBeHb
HanmeHoBaHWe |ynpaBJeHYECKON AOKYMEHTALMK Kog C/10.6 |(nomypoBeHb)
KBanmMdumKaumm

MpouncxoxgeHne
TPYA0BOM QYHKLUM

3anmcTBOBaHO U3

OpuruHan X
opurMHana
Kog, PernctpaunoHHbIit
opurnuHana HOoMep
npodeccnoHanbHoOro
CTaHaapTa

TpyaoBble AencTeus

CocTaBneHvMe MPOEKTOB pacnopAagmMTenbHbIX (MPUKasbl, PacnopaXKeHus) U
NHPOPMALMOHHO-CNPABOYHbIX [AOKYMEHTOB (CNyXebHble nucbma, CnpaBKM,
AOKNagHble 1 cnyKebHble 3anncKn)

MeyaTb cAyKeBHbIX LOKYMEHTOB U APYrMX MaTepuanos

PasmHoXeHune CI'Iy>KE6HbIX AOKYMEHTOB

KOHTpONb MpOXOXKAEHUA  OOKYMEHTOB B  OpraHv3auuu  (cornacosaHue,
nognucaHue v yTBepKaeHne SOKYMeHTa)

Heobxoanmbie ymeHUn

PepakTnpoBaTb TEKCTbI C}'Iy)Ke6HbIX AOKYMEHTOB

Monb30BaTbCA YHUPULMPOBAHHBIMU GOPMAMMN LOKYMEHTOB

OdopmnaTb KaccoBble (UHAHCOBbIE AOKYMEHTbl WM [AOKYMEHTbl MO y4eTy
HaKNaAHbIX PacxoaoB

MNeyaTtatb cny>+<e6H ble AOKYMEHTbI

Monb3oBaTbcsa NepudpepuitHbIMM YCTPOMCTBAMU U OPITEXHUKOM

PaboTaTb C KOMMbOTEPOM, CKaHEPOM




Monb3oBaTbCA OPUCHBIM NAKETOM (TEKCTOBbIN peaakTop, Tabauubl)

Monb3oBaTbCA 3N1EKTPOHHOM NOYTOMN

MNMonb3oBaTbCA CUCTEMAMMU 31EKTPOHHOIO lCI,OK\/MEHTOO6OpOTa

ObecneumBaTb 6e30MNaCHOCTb AEATENBHOCTM OpraHM3aLmUm

Heobxoanmble 3HaHUA

MpaBoBble OCHOBbI ynpaBneHWsa (OCHOBbI agMWHUCTPATUBHOIO, TPYLOBOro U
XO3ANCTBEHHOrO NpaBa)

CTpyKTypa opraHusaumun, pyKOBOACTBO CTPYKTYPHbIX MoApasgeneHnin, obpasupl
nognucer Nvl, UMeOLWMX NPaBo NOANUCAHUA U YTBEPXKAEHUA OOKYMEHTOB, U
OrpaHMYEHMS UX 30H OTBETCTBEHHOCTU

I'Ipanma AOKYMEHTAULMOHHOTIO obecneyeHus AeATeNbHOCTU OpPraHn3aunmn

MopAaaok paboTbl C AOKYMEHTaMMU

Tp66OBaHMﬂ, npeabAsnaemble K JOKYMEHTam B COOTBETCTBUMU C HOPMATUBHbIMU
dKTaMU U rocyaapCrBeHHbIMU CTaHAAPTaMMN

Buabl 4OKYMEHTOB, MX HAa3HAYEHUE

MpaBnna cornacoBaHUA AOKYMEHTOB OpraHu3auum (BHyTDEHHeFO n BHeLLIHEFO)

MpaBuna NOANUCAHUA U YTBEPHKAEHUA LOKYMEHTOB

MpaBuna cocTaBieHns U odopmaeHus  MHPOPMALMOHHO-CNPABOYHDLIX,
yNnpaBAeHYECKUX SOKYMEHTOB U C/IYXKEBHbIX MMCEM

OcHosBbl AOKYME‘HTHOﬁ JNINHIBUCTUKU

IpammaTUUecKMe NpaBuaa PYCCKOro A3blKa

TpeboBaHMA oXpaHbl Tpyaa

Apyrve
XapaKTEPUCTUKM

3.3.11. TpypoBsas ¢oyHKUMA

OpraHusauma paboTbl C AOKYMEHTaMM B YpoBeHb
HavmeHoBaHMe | npuemHOl pyKoBOoAUTENSA Koa | C/11.6 |(noayposeHb)
KBanmMduKaumm

MpouncxoxgeHue
TPYA0BOM GYHKLUM

3anmcTBOBaHO U3

OpuruHan X
opurMHana
Koa PernctpaunoHHbIi
opuUrnHana HOMmep
npodeccnoHanbHOro

CTaHAapPTa



TpyaoBble AencTaus

MonyyeHve, nNpesBapuTENbHOE PACCMOTPEHME U COPTMPOBKA MOCTYNAOWMX B
NPUEeMHYI0 PYKOBOAMUTENSA LOKYMEHTOB

MoAroToBKa AOKYMEHTOB A4/19 PaCCMOTPEHMA pPyKOBOAUTENEM

Yyer AOKYMEHTOB, NOCTYyNnakWwmnx Ha UMAa pykosoaunTena

OpraHM3au,vm AO0CTaBKN AOKYMEHTOB UCMNOJTHUTENAM

BeaeHne nHGOPMALMOHHO-CNPABOYHOM PaboThl

KOHTPO/Ib UCMOIHEHMA AOKYMEHTOB M NOPYYEHUI pyKOBOAMTENA

Heobxoaumble
yMeHUs

PaboTaTb C BXOAALLEN, UCXOAALLEN, BHYTPEHHEN AOKYMeHTaLmel

Monb30BaTbCA CUCTEMAMU INEKTPOHHOIO AOKYMEHTOO60pOTa ANA perncTpaumm,
KOHTPO/1A AOKYMEHTOB U MHPOPMALMOHHO-CNPABOYHOM PaboTbl C AOKYMEHTaMMU

MpumeHATb MH(I)OpMaLI,MOHHO-KOMMYHMKaLI,MOHHbIe TeXHONOrMN ONnA pa6OTbI C
AOKYMEHTaMU

CocTaBnatb 1 0GOPMAATL HOPMATUBHbIE aKTbl

Heobxogumbie 3HaHUSA

HopmatuBHbie nNpaBoBble aKTbl, HOPMATUBHO-METOAUYECKNE [AOKYMEHTbI,
rocygapcTBeHHbIe CTaHAAPTbl, onpedenstowme NopAAOK AOKYMEHTALMOHHOro
obecneyeHuns ynpasneHus

CTpyKTypa opraHM3aLmm, pyKoBOACTBO CTPYKTYPHbIX NoApa3aeieHni

COBpEMEHHbIe MH(I)OpMaLI,MOHHbIe TEXHO1I0TUN pa6OTbI C AOKYMEHTaMM

MopsaAoK paboTbl C AOKYMEHTaMU, CXeMbl OKYMeHToobopoTa

Mpasuna paboTbl C BXOAALLMMMU, UCXOAALLMMMU U BHYTPEHHUMMU LOKYMEHTAMM

MpaBuna opraHmM3aunMmM KOHTPOAA WUCMNOJIHEHUA AOKYMEHTOB M TUMNOBble CPOKMU
MCNOJIHEHNA OOKYMEHTOB

I'Ipasvma COCTaB/ieHNUA aHa/IMTUYECKMUX CNPaBOK NO OpraHusauuu pa60TbI C
AOKYMEHTAaMU N KOHTPOJIKO UCNONTHEHNA AOKYMEHTOB

MpaBuna co3paHua M BegeHWUA 6a3  AaHHBIX  CAYXKEOHbIX OOKYMEHTOB B
opraHusaumm

CucTeMbl 31€KTPOHHOTO AO0KYMeHTo060pOoTa

TpeboBaHWA oxpaHbl Tpyaa

Apyrve
XapPaKTePUCTUKHN

3.3.12. TpypoBas ¢oyHKUMA

OpraHusaums XxpaHeHus LOKYMEHTOB B YpoBeHb

HanmeHoBaHMe |nNpuemHol pyKoBoguTens Kog C/12.6 |(noayposeHb)

KBanmMduKaumm




MpoucxoxaeHue
TPYAO0BOW OYHKLMM

3anmcTBOBaHO U3

OpurnHan X
opurMHana
Kog PerncrpaumoHHbIn
opurMHana HOoMep
npo¢deccnoHanbHoOro
CTaHAapTa

TpyaoBble AencTBus

PaspaboTKa pa3genos HOMEHKNATYPbI A&/ OpraHM3aumm

dopmuposaHme 1 opopmneHune aen NOCTOAHHONo, A0ATOBPEMEHHOTO CPOKOB

MoarotosKka u nepeagada Aen B apxms opraHnsaumn

Heobxogumbie
ymeHuna

Pa3spabaTbiBaTb HOMEHKNATYpy AN OpraHuM3aumMmM C Yy4eTom AeNCTBYIOWMX
HOPMaTUBHO-METOAMNUYECKNX AOKYMEHTOB

Mcnonb3oBaTb HOMEHKAATypy A€ NpU M3YYEeHUM CTPYKTYpPbl OpraHusaumu,
COCTaBAEHMM ONUCEN Aen

®opmuposatb M odopMasTb dena B COOTBETCTBUM C  YTBEP)KAEHHOWM
HOMEHKNaTypoun Aen opraHmM3aumnm

Obecneunsatb COXPaHHOCTb AOKYMEHTOB OpraHn3auunm

Mpon3BoAUTb NOArOTOBKY AN A/1A Nepenaym B apxms

MpumeHATb MHd)OpMaLI,MOHHO-KOMMYHMKaLI,MOHHbIe TeEXHO/NOTMKN ANnA pa60Tb| C
AOKYMEHTaMU

Heobxogumbie 3HaHUSA

HopmaTmBHble npaBoBble aKTbl, HOPMAaTUBHO-METOAMYECKME  OOKYMEHTbI,
rocyapCTBeHHble CTaHAAPTbl, onpeaensiowme MNopagoK AOKYMEHTaLMOHHOro
obecneyeHuns ynpasneHua

Buabl HomeHKnaTyp, obwwue TpeboBaHMA K HOMEHKNAType, MeTOAMKa ee
COCTaBAEHUA N 0OPMIEHNA

Mopsagok ¢opmupoBaHMa U OOPMAEHUS LN C YyKasaHMeM chneunduKku
GOpMUpPOBaAHUSA OTAEbHbIX KaTeropuii gen

MpaBuna xpaHeHUA aen, B TOM YUC/ie C AOKYMEHTaMM OrpaHNYeHHOoro JocCTyna

I'Ipanma Bbla4yn N NCNoJib30BaHMA AOKYMEHTOB U3 Cd)OpMMpOBaHHbIX aen

TpeboBaHMA oxpaHbl TpyAa

I'Ipanma noAroToBKMN U nepenayvn en B apxXmB OpraHnM3sauunmn

Apyrve
XapaKTePUCTUKHN

3.3.13. Tpygosble GYHKLUM

HanmeHoBaHne |Ob6ecneyeHue pykoBoguTensa nHpopmaumen Kog C/13.6 |YposeHb B




(nogyposeHsb)

MpouncxoxgeHue
TPYAOBOM GYHKUMM

KBanpMKaumnm
3anmcTBOBaHO U3
OpuruHan X
opurMHana
Koa PernctpaumnoHHbIi
opurnHana HOMmep
npodeccnoHanbHOro
CTaHpapTa

TpynoBble aencTemA

C6op 1 nepepaboTtka nHGopmaLnm, HeobxoaMMON AN NPUHATUA 0OOCHOBAHHbIX
ynpaBAeHYeCKUX PeLLIEHUI

MpoBepKa AOOCTOBEPHOCTM, MOAHOTbI W  HENPOTMBOPEUYMBOCTM  AaHHbIX,
UCKNtoYeHne aybanposaHna MHGoOpMaLLmm

MpepocTaBneHne AaHHbIX B eMHOM M yao6HOM gns BocnpuAaTMa popmarte

BbiABneHMe Hanbonee 3HaYMMbIX KpUTEPUEB CUCTEMATU3ALMM MHDOPMALMM ANA
co3gaHuAa 6a3 AaHHbIX

dopmuposaHme 1 Ucnoab3osaHue 6as aHHbIX B OpraHM3aLmm

Heobxoanmble ymeHUs

OcywecTtBnatb cbop, 0bpaboTKy M aHanu3 MHOOPMaLMM B COOTBETCTBUU C
TpeboBaHMAMM  KPATKOCTU, YETKOCTU  (GOPMY/IMPOBOK, CBOEBPEMEHHOCTM
NOCTYN/AEHUA, TOYHOCTU W [OCTOBEPHOCTU, ONTUMANAbHOCTU CUCTEMATU3ALLUM,
HenpepbIBHOCTK cbopa 1 06paboTkM HbopmaLUK

OcyLecTBNATb perncTpaumio, HakonjieHMe 1 nepegady, CMCTEMaTU3MpPOBaHHOE
XpaHeHue u Bblgady MHpopmMaLmn B Tpebyemoit dopme

CoctaBnAtb U Od)OpM!'IFITb CBOAHbIE, OTYETHbIE, CTAaTUCTUHECKNE OOKYMEHTbI

OcywectBnatb 06paboTky W CTPYKTypupoBaHWe UHbopmauumn, obpasya
MHPOPMALMOHHbIE pecypchbl

BBOAUTb HOBblE AaHHblE B CI'IpaBOHHO-MH(I)OpMaLI,MOHHbIe CncTembl

BBOAWTb B NaMATb KOMMbIOTEPA 3N1EKTPOHHbIE 06Pa3bl AOKYMEHTOB

Mpon3BoguTb MNOUCK MHPOPMaLMKM B CylWecTBylowMx 6asax AaHHbIX, BECTM
MHGOPMALMOHHO-CNPABOYHYIO PaboTy Ha OCHOBE pPasNUYHbIX KOMBMHaUMA
MOMCKOBbIX MPU3HAKOB

anMEHﬂTb MHd)OpMaLI,VIOHHO-KOMMYHVIKaLI,VIOHHble TEXHO/IOTUN

Heobxoanmble 3HaHUA

OcobeHHOCT (GOPMMPOBAHMUA BHELWHUX W  BHYTPEHHMX WHPOPMALMOHHDBIX
NMOTOKOB

CocTaB BHELHMUX I/IHd)OpN\aLI,MOHHbIX NOTOKOB

CocTaB BHYTpeHHMX MHOPMALMOHHbIX MOTOKOB

CTpyKTypa opraHM3aLmm 1 NopaaoK B3aMMOAENCTBMA NOAPA3AENeHUI U CyKO




OcobeHHOCTN hopmMMpPOBaHUA 6a3 AaHHbIX B OpraHM3aumum

CoBpemMeHHble HayyHble MeToAbl M TexXHUYeckue cpeacTBa, CNocobCTBytowme
cbopy, 06paboTKe, coxpaHeHUto 1 nepeaade MHPOPMALMOHHbIX MOTOKOB

MeTtoabl O6pa6OTKM VIH(I)OpMaLI,VIM C NpUMeHeHNneM CoBpeMeEHHbIX TEXHUYECKUX
cpencrs KOMMYHMKaLI,MVI n CBA3N, BbIYUCNUTENIbHON TEXHUKM

TpeboBaHMA oxpaHbl TPyAa

Apyrve
XapPaKTePUCTUKHN

3.3.14. Tpyposas ¢yHKUMA

OpraHusauma MHGOpPMaLMOHHOIO
B3paMMOAGL;ICTBMﬂd)pyF:(OB(I;LAMTenH C Yposerb
HavmeHoBaHMe Kog | C/14.6 |(noaypoBeHb)
nogpasaeneHnaAMmn 1 AOKHOCTHBIMU IULLAMM
KBanmMduKaumm
OopraHusauum
MponcxoxaeHne 3anMmcTBOBAHO U3
P . A OpuruHan X
TPYyAO0BOM GYHKLMM opurMHana
Kog, PernctpaumnoHHbIit
opurMHana HoMep
npo¢deccnoHanbHoOro
CTaHAapTa

TpynoBble aencTemA

NHbopmmpoBaHmne paboTHMKOB OpraHn3aLLmMm O peLleHnaxX pyKoBoanTens

OpraHmsauma obmeHa  UWHbOpPMAUMEN  Mexay  nogpasgeneHuaMn  wm
AOJIKHOCTHBIMM INLL@MM OpraHM3aLnm

OnoseleHne pa6OTHMKOB O NPeacToAWnX MmeponpnaTnAax

OpraHusauua BCTpey TPYA0BOro KONEKTMBA C PYKOBOACTBOM

NHdopmmpoBaHme pykoBoguTena o6 obpalleHMaxX COTPYAHUKOB No pabounum u
NIMYHbIM BOMpPOCam

Heobxogumbie
yMeHUs

Mcnonb3oBaTb COBpeMEHHbIe TeXHOMOrMK cbopa 1 nepeayv MHPopmaLmm

Ocyuwectenatb cbop w nepepaboTky wuHOOpMauuMM, HeobxoaAMMON  ANs
AeATeNbHOCTH

OCYLIJ,eCTBI'I’r'ITb CncrtemaTtmn3ayumio nony4yaemoixX U nepegaBaembixX aHHbIX

OcyuiectBnATb MNPOBEPKY AOCTOBEPHOCTWU, MOAHOTbI M HEMPOTUBOPEYMBOCTM
[AaHHbIX, UCKAoYeHne aybamposaHua nHGopmaumnm

npep,OCTaBﬂﬂTb AaHHble B eEAUHOM U yp,OﬁHOM Ana BoCnpuAaTuA d)opmaTe

MHOroKpaTHO MCNONb30BaTb MONYYEHHYIO MHd)OpMaLI,MPO, NoCTOAHHO OBHOBAATL
AaHHble




ObecneunsaTb onepaTnuBHOCTb VIHd)OpMaLI,VIOHHbIX NOTOKOB

PaboTaTb C KOMMNbIOTEPOM, UCMNONb30BaTb OPUCHbLIN NaKeT (TEKCTOBbINA peaakTop,
Tabnaumubl)

Heobxoanmble 3HaHUA

HOpMaTMBHbIe npasoBbleé aKTbl, HOPMATUBHO-MeTOANYECKNE  OOKYMEHTDI,
rocyaapcCrtBeHHble CTaHOAPTbI B ccbepe AeATENbHOCTU OpPraHn3aunn

CTpyKTypa  oOpraHuMsauuMu,  pPYKOBOACTBO  CTPYKTYPHbIX  MoApasaeneHun,
HanpaBAeHMA [OeATe/IbHOCTU OpraHu3auMm W KOMMETEHUMW CTPYKTYPHbIX
noapasaeneHnii U 4oKHOCTHbBIX 1L,

Knaccudukauma  ynpaBneHYecko  MHPoOpmaumMu, BUAbI  ynpaBieHYECKOM
nHpopmauunm

dopmbl NpefocTaBAeHMA yNpPaBAeHYECKON MHDOPMaLLMK

MCTOYHMKM ynpaBaeH4YecKkol nHpopmaumnm

MeToauKa oT6opa NCTOYHMKOB MHPOPMaL MK

TpeboBaHusA, NpeabaABAAEMble K yNpaBAeHYeCcKon MHpopmaL MM

TpeboBaHMA oxpaHbl TPyAa

Apyrve
XapaKTePUCTUKHN

3.4. O606wWweHHas TpynoBasa GyHKLMA

NHbOopMaLMOHHO-aHaNUTUYECKan

OpraHM3aLMOHHO-aAMMHUCTPATUBHAA YpoBeHb
HavmeHoBaHue P 4 A P Kog D P

noanep Kka AeATeNlbHOCTU pyKoBOaUTENA KBanmMdumKaumm

opraHu3auum
MpouncxoxgeHue

- o 3aMmcTBOBAHO U3
0606uieHHOM Tpyaoso | OpuruHan X
opurMHana
$YHKUMM
Kog, PernctpaumnoHHbIit
opurnMHana HOoMep
npodeccnoHanbHoOro
CTaHAapTa

B03MOXHble HAUMEHOBaHUA MomoOLLHWK pyKoBoaUTENA

OOoMKHOCTeN, npodeccuii

TpeboBaHuMA K 06pasoBaHuto U | Bbiclwee obpasoBaHue - 6akanaspuat

obyuyeHuno

JononHutenbHoe npodeccroHanbHoe obpasoBaHue

TpeboBaHMsA K ONbITy
NpaKTMYecKon paboThbl

He meHee TpEexX nerT no I'IpO(bI/II'II-O AeATENbHOCTU OPraHn3auunmn




Ocobble ycnoBua fonycka K
paboTe

[pyrve xapaktepuctnkm -

JononHutenoHole XapPaKTEPUCTUKN

HanmeHoBaHWe JOKYMEHTa Kog HanmeHoBaHuWe 6a30B0oM rpynnbl, LOMKHOCTU (Npodeccum)
WM CNeumnanbHOCTK

OK3 2432 bubnnotekapu, bubnmorpadol, LOKyMeHTOBEAbI U
cneumasncTbl PoACTBEHHbIX Npodeccuii

OKCO 032001 JoKymeHToBeAeHMe N AOKYMEHTaLUMOHHOe obecneyeHme
ynpasneHua
032002 JoKymeHTaunoHHoe obecrneyeHne ynpasieHnUs 1
apxuBoBeeHue

3.4.1. Tpyposbie GpyHKLUM

®opmupoBaHme MHGOPMALMOHHOTO YpoBeHb
HanmeHoBaHWe |B3aMMOAENCTBMA PYKOBOAMUTENSA C Kog D/01.6 |(noaypoBeHb)

opraHmsaumnamm KBanmduKaumm
MpoucxoxaeHue 3anmcTBOBaHO U3

P . A OpwuruHan X
TPYAOBOM GYHKUMUM opurMHana
Koa PerncrpaumnoHHbIn
opuruHana Homep
npo¢deccnoHanbHOro
CTaHpapTa

Tpyaosble geinctena | OT6OP UCTOYHMKOB MHPOPMALIMM B COOTBETCTBUM C 3a4aHHbIMU KPUTEPUAMM

O6paboTKa 1 MHTepnpeTauma MHGoOPMaLUKM S8 NOAFOTOBKU MPOEKTOB peLleHni

MoAroToBKa 3anpoCcoB NO NOPYYEHUIO PYKOBOANUTENS HA NOAYYEHMUE JOKYMEHTOB M
MHpopMaLnMn B opraHax rocyaapcTBEHHOM BAACTM U ynpaBaeHus, 06LLecTBeHHbIX
OpraHn3aumax 1 NoayYyeHme COOTBETCTBYOWEN MHGOPMALUN U AOKYMEHTOB

NHPopmMmMpoBaHME pyKoBOAUTENS O pe3y/bTaTax PACcCMOTPEHMS 3anpocoB M
obpalueHnin

OpraHusauma pelleHns BOMPOCOB, He TPebylowmx HenocpeacTBEHHOro yyacTus
pyKkoBoauTens

MoAroTOBKa MaTepuanoB A/ y4acTMs PyKoBOAMUTENsa B paboTe pas/nyHbIX
CTPYKTYp B COCTaBe rocyapCTBEHHbIX U MYHULMNA/bHBIX OPraHOB, 06LLECTBEHHDbIX
OopraHuMsauui

MoaroToBKa AOKYMEHTOB A/1A 3aK/IH0YeHUA COrnaweHnn o coTpyaHun4yectee C
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AenoBbiMn NapTHEPaMM

NHbopMMpOBaHME OEN0BbIX MAPTHEPOB WM 3aMHTEPECOBAHHbLIX OpPraHW3auunii o
peLIeHUAX PYKOBOAUTENS B XO4€ BbINOJHEHUS COrNaweHni

Heobxoanmble
yMeHUs

AHanusnpoBatb W OTOMPATb WCTOYHWUKM MHOOPMALMU B COOTBETCTBUWU C
KPUTEPUAMMU MOSIHOTBI, [OCTOBEPHOCTH, CBOEBPEMEHHOCTU MNPEeAOCTaBAEHMUA
nHpopmauunm

Cobupatb, obpabatbiBaTb M aHanu3MpoBaTb WHPOPMAUMIO B COOTBETCTBUM C
3agaHHbiMK TpeboBaHUAMMU

I'Iepe,u,aBaTb Mchopmau,mo B CUCTEMATU3NPOBAHHOM BUAE

O6pabaTtbiBaTb U CTPYKTypUpoBaTb MHbOpMaumio, obpasys MHPOPMaALMOHHbIE
pecypcsbl

Mpou3BoguTb MNOWUCK WHPOPMaUMKM B cyllecTByloWwMX 6a3ax [aHHbIX, BECTM
MHPOPMALMOHHO-CNPABOYHYIO PaboTy Ha OCHOBE Pas/iMuHbIX KOMOMHALMNA
MOMCKOBbIX MPU3HAKOB

ObecneynsBaTtb MHGOPMALMOHHYIO 6€30MacHOCTb OpraHM3aLnK

PaboTaTb C KOMMNbIOTEPOM, UCNO/Ib30BaTb OGUCHDBIN NaKeT (TEKCTOBbIN pesakTop,
Tabnnubl)

Heobxogumbie 3HaHUSA

BHYTPEHHAA 1 BHELWHAA NONMUTUKA OpraHM3aumnm

MpuHUUNBI NpeaCcTaBUTENbCTBA B FOCYAAPCTBEHHbLIX OpraHax, opraHax MecTHOro
camoynpas/sieHnA, CTOPOHHUX OpPraHn3aumnax n nopAaaokK B3aMMOAer/‘1CTBMﬂ C HUMU

MpUHLMNbI U MeToAbl ALMUHUCTPUPOBAHUSA

OcobeHHOCTN GOPMMPOBAHUA BHELLHUX U BHYTPEHHUX MHGOPMALLMOHHbIX NOTOKOB

CTpyKTypa opraH13aumm 1 NopAaa0K B3aMMOAEACTBUA NoapasaeneHunin u cnyxo

Mpasuna GopMMPOBAHUA N UCNONb30BaHNA 6a3 AaHHbIX

CoBpemeHHble HayyHble MEeTOAbl M TEXHUYECKME CPeAacTBa, CNocobCTByloLiMe
cbopy, 06paboTKe, coxpaHeHUto 1 nepeaade MHGoOpPMaLnm

MpaBuna 3aWwuTbl KOHGUAEHUMANbHOM cNyXKebHON MHPOopMaLUn

CoBpemeHHble MHGOPMALMOHHbIE TEXHO0TUM

Apyrve
XapaKTePUCTUKHN

3.4.2. TpypoBsas ¢pyHKUMSA

AHann3 uHGopMaumMmn U NOAroTOBKA YpoBeHb

HanmeHoBaHMe | MHPOPMALMOHHO-aHAIUTUYECKMX Kog D/02.6 |(noaypoBeHb)

mMmaTepnanos KBaI'II/Id)I/IKaLI,I/IVI




MpoucxoxaeHue
TPYAO0BOW OYHKLMM

3anmcTBoBaHO U3

OpuruHan X
opurMHana
Kog PerncrpaumoHHbIn
opurMHana HOoMep
npo¢deccnoHanbHoOro
CTaHAapTa

TpyaoBble AencTeus

Cb6op, nepepaboTKa M aHaNU3 UHPOPMALMKN ANA PELEHUA 33434, NOCTaBEHHbIX
pyKoBoauTenem

MoarotoBKa MHPOPMALMOHHO-aHA/IUTUUYECKMX MATEPMANOB

Pa3pa60TKa TEMATUYECKOTO MNiaHa O630pHOI’O AOKYMEHTa, AOKNa4a

OnpegaeneHne Kpyra 6ubmorpapuyeckmx MCTOYHUKOB

Moabop UCTOYHWMKOB M UTepaTypbl Mo Teme 0630pa, AOKN3Aa, aHANUTUYECKOM
CNpaBKM

Hanucanue n odpopmneHne o63opa, A0KNaaa, aHAIMTUYECKOM CMPaBKU

Heobxoanmble ymeHUs

Pa3pa6aTbIBaTb TemMaTHUyeCcKui nnax o63opa, AOKnaaa, aHaNUTUYECKOoM cnpaBKku

O60CHOBbIBATb aKTya /IbHOCTb NPO6/1eMbI, KOTOPYIO NPEACTOUT OCBETUTL B 0630pE,
AOKNage, cnpaBKe

Monb3oBaTbCd  MHPOPMALMOHHBIMM  pPecypcamuM U CUCTEMATM3MPOBaATb
MHdOopMaLMto NO 3a4aHHbIM KpUTEPUAM

I'IpanmbHo MHTEPNPETUPOBATb MNOJIyd4eHHble AaHHble WU NPegocCTaB/IATbL UX B
CUCTEMATU3INPOBAHHOM BUaE

Ol'lpeLI,E'!'IFlTb KPpyr UCTOYHUKOB WU NnUTepaTypbl, HGO6XOAMMI:IX Aana noarotToBku
MHd)OpMaLl,MOHHO-aHal'IMTW-IeCKMX mMaTepmanos

U3naraTb matepuan 8 JIOrMYecKoi nocnenoBaTeIbHOCTU

Mpon3BoguTb aHa/IN3 U OLLEHKY U3N0XKEHHOIO MmaTepuana

OdopmAATb TEKCT B COOTBETCTBYHOLLEM CTUNE

PepaKktnpoBaTb TEKCT 4OKYMEHTOB

cDO[I)MYHMF)OBaTb BbIBOAbl U pEKOMEHOAALUNN

OcywecTenaTb aBTOMATM3aUMIO NpoLeccoB cbopa, XpaHeHWA W Bbl4ayM
nHpopmaumnm

Monb3oBaTbCA YCTPOMCTBAMW aBTOMATU3NMpPOBaHHOW 06pPaboOTKM TeKCToBOM
nHbopmaumnmn n GoToHabopHbLIMMK YCTPONCTBAMM

MpUMeHATb BbIYUCAUTENBHYIO TEXHUKY W MHd)OpMaLI,MOHHbIe TEXHONOTMKN ANA
3KOHOMMYHOMN W paLLMOHaﬂbHOVI OopraHunsaunun MHd)OpMaLI,MOHHbIX npoueccos,
NOBbILLIEHMA UX TMBKOCTU U ANHAMUYHOCTU




Mpon3BOgUTL UTEPATYPHO-CTUAUCTUYECKYID 06paboTKy TeKcTa, MpPOBEPKY
NIOTMYECKON MOCNef0BaTeNbHOCTU U3/0MKEHUA, aHaM3a M OLEHKM, HanucaHua
BbIBOZOB M peKomeHaauni

MpMMeHATb OCHOBbI NCUXO10TUN AEN0BOTO ObOLLLEHUA

Heobxoanmble 3HaHUA

HOpMaTMBHbIe npaBoBbleé aKTbl, HOPMATUBHO-METOAUYECKMNE  OOKYMEHTHI,
rocyaapcCrtBeHHble CTaHOAPTbI B ccbepe AeATENNbHOCTU OpPraHM3auunn

CTpyKTypa  oOpraHuMsauuu, pPYKOBOACTBO  CTPYKTYPHbIX  MNoApasfaeneHuni,
HanpaBneHMA OeATeNbHOCTM OpraHM3auMm U KOMMETEHUMU CTPYKTYPHbIX
noapasaeneHnmn 1 4oKHOCTHbBIX N,

Knaccudukauma  ynpasneHyeckon uHOpMaLMM, BUAbl  YNPaBAEHYECKOM
nHpopmauunm

dopmbl NpeaocTaBAeHns ynpasaeH4Yeckon nHpopmaumnm

NCTOYHMKM ynpasneHdyeckol uHPopmaumu, MeToauKa oTbopa WCTOYHMKOB
nHpopmaumnm

TpeboBaHMA, NpeabABAAEMble K YNPaBAEHYECKO MHOPMaLUK

OcobeHHoCcTM pedepupoBaHns MHbopmauun, cneunduka odopmaeHua U
COCTaB/AeHMA aHHOTaLMI, pedepaTos, 0630pOB, AOKNAA0B

Kateropun notpebuteneir, Ha KoTopble byaeT paccymTaH gaHHbI 0630p, AOoKNaL,

MeToabl 06pa6OTKM MH(I)OpMaLI,VIVI C NPpUMEHEHNEM COBPEMEHHbLIX TEXHUNYECKUX
cpencTs KOMMYHMKaLLMVI M CBA3U, BbIYNCAUTENBHOMN TEXHUKMU

CTpyKTypa WHOPOPMALMOHHBIX W34aHWMIA B 33aBUCMMOCTM OT  XapakKTepa
MHPOPMALNK U LLeNeBOro HasHa4YeHMA MHGOPMALMOHHbIX U3AaHUI

CoBpemeHHble cpeacTsa cbopa, 06paboTku, cucTemaTnsaumMm nHGopmaunm

NCTOYHUKM MHbOpMaUmmM: KaTanorn BubanoTeK, *KypHanos, MOUCKOBbIE CUCTEMbI
MHPOPMALNOHHO-TENIEKOMMYHUKALMOHHOM ceTh "UHTepHeT", 31eKTpoHHble 6a3bl
AaHHbIX

dyHKUMOHaNbHOEe HasHayeHWe o63opa (bubnmorpadpuyeckoro, pedepaTMBHOrO,
aHa/NIMTUYECKOro) KaK CpeacTBa OpPMEHTaLuKU ynuTaTeNns B AOKYMEHTaZIbHOM MK
MHGOPMALMOHHOM NOTOKE

OcobeHHOCTM 06LLeHay4YHOM 1 NparmaTMyeckoin GpyHKLMmn o630poBs

Mpaeuna paboTbl C BHEWUHUMW HOCUTENAMU UHPOPMaLNN

HOpMaTMBHbIe AOKYMEHTbI, rocygapcCrBeHHbIe CTaHAapPTbI B obnactu
AeATENDbHOCTU OPraHn3aunmn

MoHAaThe u cneundurKka bubnnorpaduyeckoro, pepepaTMBHOIO U aHANUTUUYECKOTO
MHPOPMALMOHHOTO M34aHUA

CnpaBoulele npaBoBbl€ CUCTEMDI

Apyrve




XapPaKTePUCTUKN

3.4.3. Tpyposasa ¢pyHKUMA

OpraHmsauma aenoBbiXx KOHTAKTOB U YpoBeHb

HanmeHoBaHMe | NPOTOKOAbHbLIX MEPONPUATUIA Kog | D/03.6 |(noaypoBeHb)

KBanmdumKaumm

MpoucxoxaeHue
TPYAO0BOW GYHKLMM

3anmcTBOBaHO U3

OpurnHan X
opurnHana

Kog PerncrpaumnoHHbIn
opurnuHana HOoMep
npo¢deccnoHanbHoro
CTaHAapTa

TpyaoBble AencTeus

OpraHvsauus M NAaHMPOBAHME [AENOBbIX KOHTAKTOB, BCTpeY M Noesnok
pyKoBoAuTeNs

OpraHusauma 3acefaHuWii, COBELAHUM W MeponpusaTUiA,  NPOBOAUMbIX
pyKoBogMTENEM

NoarotoBka matepuanos ana coseu.l,aHmZ, BeaeHune n Od)OpMJ'IEHVIe NPOTOKO/10B

MoAroToBKa Npe3eHTaLMii Mo yKasaHMIoO pyKoBoauTens

MoAroToBKa M NpoBeaeHMe Npecc-KoHdpepeHLMsa pyKoBoauTenn

BcTpeya y4yacTHMKOB neperoBopoB, obecrneyeHne wx MHPOPMALMOHHbLIMU
maTepuanamu, BeeHue 3anmcein neperosopos

Heobxoanmble ymeHUs

CocTaBnATb NAAH NOE34KM pyroBoauUTenA

OdopmnaTb [OKYMEHTbI, HEOBXOANMbIE A5 AEN0BOM NOE3AKM, KOMAHAMPOBKM
pyKkoBoAauTENS

CoctaBnatb M 0GOPMAATbL MNPOTOKO/IbI COBEWAHUK, 3acegaHuit u  gpyrux
KOH}EPEHTHbIX MEPONPUATUIA, FOTOBUTb CMUCOK YYAaCTHUKOB, MOBECTKY OHSA,
ABOYHbIE /INCTbI U MPOEKTbI UTOFOBbIX OKYMEHTOB

CocTaBnAatb npecc-penmssl

BecTu neperosopbl ¢ napTHepPamm

PaboTaTb B pexmme MHOro3aga4yHocCTun

PaboTaTb c 60/1bWINM 06bEMOM MHDOPMALIUK

Co3gaBaTtb M MNOAAEPKMBATL  MOJIOKUTENbHLIM  MMWOK  OpraHvMsauun U
pyKoBoOAUTENS

Mcnonb3osaTb BbIHNCNNUTENbHYIO TEXHUKY n MHd)OpMaLI,MOHHO-
KOMMYHUKaUNOHHbIEe TexHoNormn AanAa 6onee 3KOHOMMUYHOM U paLI,VIOHa/'IbHOVI
OopraHunsauunun MHd)OpMaLI,MOHHbIX npoueccos, nosbliWeHNA UX rmébkocTn w




ANHAMUYHOCTU

Ob6ecneynsaTtb MHGOPMALMOHHYO 6e30MacHOCTb OpraHM3aLmnK

Heobxoanmble 3HaHUA

HOpMaTMBHbIe npasoBble aKTbl, HOPMaTUBHO-MeTOAUNYECKNE [OOKYMEHTbI,
rocyaapcCrtBeHHble CTaHOAPTbI B ccbepe AeATENbHOCTU OpPraHn3aunmn

CTpyKTypa opraHu3saumm, pyKoBoAALNI COCTaB OpraHM3aumm 1 noapasgeneHuni,
HanpaBneHMA [OeATe/NIbHOCTM OpraHus3auMm U KOMMNETEHUUM CTPYKTYPHbIX
noapasaeneHnii U 4oKHOCTHbBIX 1L,

MNcmxonorna nenosoro 06LI.I,EHVIFI, OCHOBbI KOH(I)I]MKTO/'IOI'MM

MpaBuaa npoBeaeHNA Ae0BbIX NePeroBopPoB 1 NPOTOKO/bHbIX MEPOMNPUATUI

DTUKET U OCHOBbI MmeXxXayHapo4HOro npoToKoia

MpaBuna coctasieHnsa n oGopPMIEHNA JOKYMEHTOB

MpaBuna 3awuTbl KOHGUAEHUMANBHOM cNyKebHON NHPOopMaLUn

NHbOopMaLMOHHO-KOMMYHMKALMOHHbIE TEXHOI0TUK

Apyrue
XapaKTepUCTUKK

3.4.4. Tpyposasa GyHKUMA

HammeHoBaHue

OpraHunsaums UCMOTHEHNA PeLLeHNi
pykoBoauTens

YpoBeHb
Koa | D/04.6 |(noayposeHb)
KBanndmkaumm

MpouncxoxaeHue
TPY[0BOM QYHKLUK

3anmcTBoBaHO U3

OpuruHan X
opurnHana

Kog, PernctpaumnoHHbIit
opuUrnMHana HOoMep
npodeccnoHanbHoOro
CTaHAapTa

TpyaoBble AencTeus

[oKymeHTanbHoe odopmMaeHue pelleHuid pyKoBoauTeNsa, AoBedeHue Ao
cBeAeHMA paboTHMKOB OPraHM3aLMm YCTHbIX PacnopsaXKeHuii pyKkoBoanTens

HOOpﬂ,VIHaLI,VIﬂ AeATENDbHOCTU NO UCMOJIHEHUIO peLIJEHMﬁ pykosoauTena

KOHTPOAb MCNONHEHUA PELLEHNI pyKoBOAUTENSA

MNoaroToBKa OTYETOB O BbINOJIHEHUN I'IOpy‘-IEHMﬁ n peI.IJeHMﬁ pyrkoBoauUTeNnA

Heobxoaumble
yMeHus

CocTaBnaTb M 0POPMAATL AOKYMEHTbI, CoAepiKallme NOPYYEHUA U PACNOPANKEHNA
pyKkoBoauTens

BecTn yyeT nopyvyeHWn pyKoOBOOMTENS, TPEOYHOWMX KOHTPOIA MO CyLiecTBy
peLlleHus BONpoca




YeTKo 1 BbICTPO NPMHMMATL pelleHus B npoLecce paboTbl

Mpon3BoAUTb aHa/IN3 UCMOAHUTENBCKON AUCLUNNANHDI

CocTaBnATb aHAaNUTMYECKME OTYETbl M CMpPaBKM MO pe3yabTaTaM WMCMOSHEHUA
nopy4YyeHnn 1 pacnopsaKeHUn pyKkoBoanuTens

Monb30BaTbCA CUCTEMaMM 3/1IEKTPOHHOTO AOKYMeHTO060opoTa

anMeHFITb BbIHUCNUTENBHYKO TEXHUKY U MH(I)OpMaLI,MOHHO-KOMMyHMI-(aLI,VIOHHbIe
TEXHONOMN onAa 3KOHOMWYHOM U paLI,VIOHafIbHOﬁ opraHmnsauunu MHd)OpMaLI,MOHHbIX
npoueccos, noBblWeEHNA UX rmMbKocTn m ANHAMNYHOCTU

ObecneynBatb 6€30NaCHOCTb AEATENbHOCTM OpPraHM3aLmn

Heobxoanmble 3HaHUA

HOpMaTMBHbIe npasoBbleé aKTbl, HOPMATUBHO-MeTOAUYECKUE  OOKYMEHTHI,
rocyaapcCrtBeHHble CTaHOAPTbI B ccbepe AeATENbHOCTU OpPraHn3aunn

CTpyKTypa  oOpraHu3auuu, PYKOBOACTBO  CTPYKTYPHbIX  noApasaeneHui,
HanpaBneHWA AOeATe/IbHOCTU OpraHuU3aunum W KOMMETEHUUWN  CTPYKTYPHbIX
noApasaeneHnii u 4oKHOCTHbIX /L,

MpaBuaa NpoBeAeHNA KOHTPOAA UCNOHEHMA NOPYYEHUI pyKOBOAUTENSA

TexHoNOrnA BeAEHNA KOHTPOJIA UCNOIHEHMA NOPYYEHUI PYKOBOAUTENA

Cucremol 9/1EKTPOHHOTIO ,CI,OKYMEHTOO60pOTa, 6a3bl AaHHbIX

TpeboBaHMA oxpaHbl TPyAa

dpyrue
XapaKTepUCTMKM

IV. CBegeHuA 06 opraHusaumax - paspaboTymkax
npodeccnoHanbHOro CTaHaapTa

4.1. OTBeTcTBEHHAn OpraHn3auna-paspPaboTumK

HMN "HaumoHanbHas accoumauma oPUCHbIX CNELLMANMUCTOB U aAMUHUCTPATUBHbLIX paboTHMKOB", ropos,

MockBa

AunpekTop

XntocHesa Jllogmnna lNMeTposHa

4.2. HanmeHOBaHMA opraHn3aumii-paspaboTunkos

1 AHO "AreHTCTBO CTpaTErMYecKnX MHULMATMB NO NPOABUKEHMIO HOBbIX NPoeKkToB", ropos MockBa
2 AHO "YensbuHcKkoe permoHanbHOE areHTCTBO pa3BUTMA KBaanduKaumin', ropoa HensabuHck
3 AHO B0 "MexXpernoHanbHbli OTKPbITbIN COLManbHbIN MHCTUTYT", ropos, Mowkap-Ona,

Pecnyb6avka Mapuit 9n

4 Bonrorpagckaa Toproso-npombilieHHas nanata, ropos Bonrorpag

5 'Y "BcepocCcUMCcKMIA Hay4yHO-UCCAe0BaTeIbCKUM MHCTUTYT OKYMEHTOBEAEHMA U apXMBHOro gena”




(BHUWMAOAL), ropoa MockBa

6 HOY AHO "MNHcTtuTyT MHpopmaumoHHbIX TexHonornii "AinTu", ropos Mocksa

7 Obuwepoccuniicknin npodcotos paboTHUKOB rocyAapCTBEHHbIX yUYpeXKAeHMI U 06LLEeCTBEHHOTO
obcnyxkmBaHua Poccuiickon ®eaepauymm, ropos Mocksa

8 Obuwepoccuiickoe mexkoTpacaesoe obbeanHeHne paboTtoaaTtenei "Hukens", ropoa Mocksa

9 000 "MalikpocoodT Pyc", ropoa Mocksa

10 | 00O "UeHTp akcnepTusbl n ceptndmkaumm”, ropoa Mocksa

11 | OO0 "9neKTpoHHbIe odpucHble cuctemsl”, ropoa MockBa

12 MOBOIKCKUIN MHCTUTYT ynpasneHus nmenu MN.A. CtonbinuHa - punmnan ®reoy BNO "Poccuiickasn
aKagemma HapoAHOro X03sMCTBa U roCcy4apCcTBEHHOM Caybbl npu Mpe3naeHTe Poccuiickom
depepaunn, ropos Capatos

13 ®rA0Y AMNO0 "Akagemua cTaHAapTU3aUUKM, MeTposiorMn u ceptudukaumnn', ropos Mocksa

14 | ®reQY BIMO "MeH3eHCKUI rocyaapcTBeHHbI yHuBepcuteT", ropog MNeHsa

15 ®re0Y BI1O "PoccuincKMiA rocyaapCTBEHHbIM 'YMaHUTaPHbIN yHuBepcuteT", Kadeapa
OOKyMeHToBeaeHUsA, Kabeapa ACAOY, ropog Mocksa

16 | PIrbY "HayuyHo-uccneaoBaTe/IbCKMN MHCTUTYT TPyda U cOLManbHOro ctpaxoBaHusa" MuHucrtepcTsa
TpyAda v coumanbHom 3aWwmTbl Poccnitickon @egepauum, ropog Mocksa

17 | ApocnaBckas TOProBo-NpoMbIWIEeHHan NanaTa, ropos Apocnasnb

<1> O6LLepoCcCUnCKMn KnaccudmrKaTop 3aHATUN.

<2> 0O6LLEepOCCUNCKMI KnaccndMKaTop BULOB SKOHOMUYECKOM 4eATeIbHOCTY.

<3> O6LepoCcCUNCKMN KnaccudmrKaTop cneunanbHocTen no ob6pasoBaHuto.

<4> EpuHbIA KBanUPUKALMOHHbBIN CMPaBOYHUK AOMKHOCTEN pyKOBOAUTENEN, CNEeunasmctos U
APYTUX CNYXKaLMX.

<5> Obuwepoccnnckuini knaccudumkaTop npodeccnin paboumx, AONKHOCTEN CAYKALMNX U TaPUPHbIX
paspasos.
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