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[Ipuka3 MunHHCTEpCTBa TpyAa U coruanbHOM 3amuTel P ot 6 Masg 2015 r. N 276H "O06 yTBep)acHUN
npodeccuoHanbHOro cranaapra "CrnenuanucT 110 OpraHu3alMOHHOMY U JOKYMEHTAllMOHHOMY
o0ecIieueHnIo yrpaBaeHus opranu3amuei’

IIpuxa3 MuHucTepcTBa TpyAa M cOnMaabHOM 3amuThl P® ot 6 masi 2015 r. N 276n
"O0 yrBepxkaeHNH NPOPecCHOHATBLHOTr0 cTanaapTa "CrneunaaucTt o OpraHu3auMoOHHOMY U
AOKYMEHTAIlHOHHOMY O0eclleYeHHI0 YIIpaBJeHus opranu3anmeii"

B cootBerctBuM ¢ nynkrom 16 IlpaBunm  pa3paOOTKHM, YTBEpXKIACHUS MW  MPUMCHECHHS
npoeCCHOHATIBHBIX ~ CTaHIAPTOB, YTBEPXKAEHHBIX rocraHosieHneM llpaButenscTBa Poccuiickoii
Oenepannn ot 22 sHBaps 2013 r. N 23 (Cobpanne 3akoHomaTenbcTBa Poccuiickoit deaepanmu, 2013,
N 4, ct. 293; 2014, N 39, c1. 5266), npuka3bIBao:

YTBEpIUTh MpuiaraeMelii rpodeccuonansuelii ctanaapT "CrneuuaiucT Mo OpraHU3aluOHHOMY U
JIOKYMEHTAITMOHHOMY OOECIICUCHHIO YITPABJICHUS OpraHu3aiuei’.

Munuctp M.A. Tonunux

3apeructpupoBano B Muntocte PO 2 urons 2015 r.
Peructpanuonnsiii N 37509

IMpodeccnonanbHblii cTAHAAPT
Crnenmnanuct 1o OpraHu3aliiOHHOMY U IOKYMEHTAMOHHOMY 00ecne4eHHI0
ylpaBJ/ieHHs OpraHu3anueit
(yTB. npukazoM MHHHCTEPCTBA TPyAa U couuanbHOM 3ammThl PD ot 6 mas 2015 r. N 276H)

447

PermMcTpaluMOHHEM HOMED

I. O0mue cBexenus

OpI‘aHMSaLU/IOHHOG ¥ OOKYMEeHTAlLMOHHOEe obecrnedeHue

yIOpaBJIeHMS OpTaHM3aUMaMM JIOOBEIX OPITaHM3alMOHHO-IIPAaBOBEX
bopmMm 07.002
(HaMMeHOBaHMEe BUIa NPOoPeCCUOHAaJIbHOM HOesaTeJIbHOCTU) Konm

OcHoBHas OcJIb BUJa HpO(I)eCCHOHaHLHOﬁ ACATCIIBHOCTHU

Peanuzanus obecrieunBaronx GyHKIUN yIpaBIeHUs OpraHu3alueil; BHEAPEHHUE JTyULINX
TEXHUUYECKUX pa3pabOTOK M HOBEHUIINX TEXHOJIOTUI B 00ecriedeHre yIpaBIeHHs OpraHu3anuen

['pynina 3aHsTH:

2432 bubnuotexapu, budmuorpadsel, | 3431 AJIMUHHCTPATUBHO-YIPABICHUCCKUI
JOKYMCHTOBCABI U IepcoHal
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CIICUAIMCTBI POACTBCHHBIX

npodeccuit
4222 Crnyxarue, 3aHATbIE IPUEMOM | - -
U UTHOPMUPOBAHUEM
IIOCETUTENIEH
(xon (HaMMeHOBaHUE) (ko OK?3) (HauMeHOBaHUE)
OK3*(1))

OtHecenue K BuaamM 3KOHOMHUYECKOM ACATCIIBHOCTH

82.1 JeqarenbHOCTh aIMUHUCTPATUBHO-XO035IMCTBEHHAS U BCIIOMOTaTEIbHAS
JESATEILHOCTh M0 0OecrieueHnIo (PYHKIIMOHUPOBAHUS OpraHU3aII

82.3 JlesTeIbHOCTh IO OpraHu3auy KoH()EepeHIINid U BRICTABOK

(xon (HaMMEHOBaHUE BU/1a SKOHOMHUYECKOH 1€ATEIbHOCTH)

OKBD2/1*(2))

II. Onucanue TpyaA0BbIX QyHKUMI, BXOAAIIMX B NPOGeCcCHOHAIBHBIH CTAHAAPT ((PyHKIHOHAIBHAS

KapTa Bua npogecCMOHAIbHOMI 1eATeJILHOCTH)

O0600uIeHHBIE TPYIOBBIE QYHKIIUU TpynoBsie QyHKINU
KO/l HalMEHOBaHUE YpOBEH HalMEHOBaHHE KOJ YPOBEHb
b (moxypoBeHb)
:EN) KB (DUKAIH
MKaIIH "
A OpranuzannoHHoe 3 IIpuem u pacnpenencHue A/01.3 3
o0ecrnieueHue TelneQOHHBIX 3BOHKOB
JeSITebHOCTH OpraHu3aluu
OpraHu3aluu Opranuzanus paboTsl ¢ A/02.3 3
MOCETUTEISIMA OPTaHU3aLuU
Bremonnenue A/03.3 3
KOOPJAWHUPYIOIIUX U
o0ecrnieynBaroIuX QyHKIHMHA
B JlokymMeHTaImoHHOE 5 Opranu3anust paboTsl ¢ B/01.4 5
oOecrieueHue JIOKYMEHTaMHU
JIEATEIbHOCTH Opraau3zanys TeKynero B/02.4 5
OpraHu3aIu XpaHEeHHUsl JOKYMEHTOB
Opranuzanus o0paboTKu Aesn B/03.4 5
JUISL TIOCTIETYTOIIETO
XpaHEHHS
C OpranuzannoHHoe, 6 Oxkazanue nomouu C/01.6 6
JTOKYMEHTAITMOHHOE 1 PYKOBOJIUTEITIO B
UH(POPMALIMOHHOE IUIAaHUPOBAHUU PabOYero
obecrieueHne BpEMEHU
JESATEIIBHOCTH [TnanupoBanue paboyero THsS C/02.6 6
PYKOBOJTUTES ceKperaps
OpraHu3aIu Opranuzanus TenepoHHbIX C/03.6 6
IIEPErOBOPOB PYKOBOIUTENS
Opranuzanusi KOMaHJIUPOBOK C/04.6 6
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PYKOBOJHTEIS

Opranuzanus paboTsl ¢
MOCETUTENISIMU B IPUEMHOM
PYKOBOJUTEIS

C/05.6

Opranu3zanust moJaroToBKH,
MPOBEICHUS B 00CITY)KUBaHUS
KOH()EPEHTHBIX MEPOIIPHUITHIA

C/06.6

Opranu3zanus UCTIOTHEHUS
pEIICHHIA, OCYIIECTBICHHUE
KOHTPOJISI UCTIOJTHCHUSI

NOPYYCHUN PYKOBOIMTEIIS

C/07.6

Opranu3zanus u
NoJiIepIKaHue

(G yHKIIMOHAIBHOTO paboydero
POCTPAHCTBA MIPUEMHOHN U
KaOWHETa PyKOBOJIUTEIIS

C/08.6

Pa3paboTka moKkaibHbBIX
HOPMAaTUBHBIX aKTOB,
pEerIaMeHTHPYIOIIUX padoTy
ceKperaps

C/09.6

CocraBnenue 1 opopmiieHUE
YIIPABJICHYECKOU
JIOKYMEHTallUU

C/10.6

Opranuzanus padboTsl ¢
JIOKYMEHTaMH B IPUEMHOI
PYKOBOAUTEISA

C/11.6

Opranu3zanus XpaHeHUs
JIOKYMEHTOB B IPUEMHOMN
PYKOBOJUTEIIA

C/12.6

ObecnieueHne pyKoBOIUTEINS
uHpopmanuei

C/13.6

Opranuzanus
MH(OPMaLMOHHOTO
B3aMMO/ICHCTBUS
PYKOBOJHTEIIS C
MOApa3ACICHUSIMU 1
JOJKHOCTHEIMH JIMIIAMHU
OpraHu3aIu

C/14.6

D HNupopmannonHo-aHa
JUTHYECKAs U
OpraHU3aI[MOHHO-a]IM
WHUCTpPaTUBHAs
HOoJIepPIKKa
JESATEIIBHOCTH
PYKOBOJUTENS
OpraHusanuu

dopMupoBaHue
UH(HOPMAIIMOHHOTO
B3aNMOJICHCTBHSA
PYKOBOJIUTEIIS C
OpraHu3aIUsIMHU

D/01.6

Ananuz nHpopMaLuu 1
MOJITOTOBKA
MH(POPMALMOHHO-aHATUTHYEC
KX MaTepUaJIOB

D/02.6

Opranu3zanust 1e10BbIX
KOHTAKTOB M MPOTOKOJIbHBIX

D/03.6
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MEPONPUATHI
Opranuzanysi UICIIOJIHEHUS D/04.6 6
pEeLICHUN PYKOBOIUTEIS
II1. XapakTrepuctuka 00001eHHBIX TPYAOBBIX QyHKIIU
3.1. O6o6uienHas Tpya0Bast QyHKIHS
HaunmenoBan | OpranusanuoHHoe obecrieueHre Kon YpoBeHb 3
ue JESTEIbHOCTH OpraHu3alluu KBaJTU (DUKAITAH
IIpoucxoxnenue Opurunan X | 3auMCTBOBaHO U3
00001IeHHO TPYAOBOI OpUTHHaja
byHKIIUU
Kon Perucrparuon
OpUrMHaJIa HBII HOMEpP
npodeccruoHal
BHOTO
CTaHaapTa

Bo3MoxHEBIE
HAaMCHOBAaHUS
JIOJDKHOCTEH,
npodeccuit

Cekperapb-aIMUHUCTPATOP

TpeboBanus
00pa30BaHMIO U
00y4YEeHHIO

Cpennee o0miee oOpa3oBaHue
IIpodeccronanbHOe 00ydeHHE - MPOrpaMMbl MPO(hecCHOHANTBHOM MOITOTOBKH
1o npodeccusiM padboumx, T0JKHOCTIM CIyXKalllUX, IPOrpaMMbl
NEePenoAroTOBKH paboyuX, CIyXKalluX, IporpaMMbl MOBBIIIEHUS KBaTH(PUKALUU
paboumx, CIyKalmx

OIIBITY
MIPAaKTHUYECKON
paboThI

TpeboBanus k -

J0MycKa K pabore

Oco0Ople ycrmoBus -

XAPAKTCPUCTHUKHN

HApyrue -

I[OHOHHHTCJ'IBHBIG XapaKTCPUCTHUKU

HanmenoBanue 1okymeHTa Kon HaunmenoBanue 6a30B0ii TpyIIIbL, JOKHOCTH
(mpodeccun) niK crenuantbHOCTH
OK3 4222 | Cnyxarue, 3aHATbIE IPUEMOM U UH(POPMHUPOBAHUEM
IOCETUTENEH
OKCO*(3) 032001 | JloxkyMEHTOBEEHUE U JOKYMEHTAIMOHHOE
obecrieueHne yrnpaBiacHUs

3.1.1. TpynoBas pyHKIHSA
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Haumenosanue [Ipuem u pacnpeneneHue Kon A/01.3 | YpoBeHb
Tese()OHHBIX 3BOHKOB (mogypoBeHb)
OpraHu3aluu KBaJIM(pUKAITIH
[Ipoucxoxnenue Opurunan X 3auMCTBOBaH
TPyZIOBOH 0 u3
byHKIIUN OpUTHHAJA
Kon Peructparmonubrit
OopUruHasia HOMEp
poeCCHOHATBHO

ro cTaHaapTa

TpynoBble nericTBUA

[lepenanpasienue TeaeOHHBIX 3BOHKOB PYKOBOJICTBY U COTPYAHUKAM
OpraHu3alyuu

Perucrpanus noctynammux Tee()OHHBIX 3BOHKOB

[Monyyenue HeoOX0MMMON HHPOPMALIUH U ITepeiada CAaHKIHOHUPOBAHHOIM
nHpopManuy 1o TeaeGoHy

HeoOxonumelie ymeHust

Hcnonb30BaTh TEXHUUECKUE U IPOTPAMMHBIE CPEICTBA AJIS IPOBEICHHUS
r0JI0COBOM MJIU BUAE0-KOH(PEPEHII-CBSA3H

Hcnonp30Bathk cpeicTBa KOMMYHUKAIIMOHHOW OPTTEXHUKH JUTSI IOTYYEHHS U
nepeaadu nHGopMaIuu

BecTu yueTHble peructpaonHble GOpMbl, UCIIOIB30BaTh UX IS
nH(}OPMaLIMOHHON PabOThI

VYcTaHaBnMBaTh KOHTAKT C COOECETHUKOM, MOJIEP>)KUBATh U Pa3BUBATh
JET0BYI0 Oecelly B Ipolecce Telae(OHHBIX IEPEroBOPOB

CrnaxuBaThb KOH(i)J'II/IKTHI)IG " CJIOKHBIC CUTyaluu MCKIIMYHOCTHOT'O
B3aHMOﬂeﬁCTBHH

Col6mronaTh CITyKeOHBIN STUKET

Heo6xonumeie DyHKIMH, 33]]a41, CTPYKTypa OPTaHU3allH, €€ CBSI3U
3HAHUS [IpaBuia B3auMOIEUCTBUS C TAPTHEPAMU, KIIMEHTAMH, CPEACTBAMU MacCOBOMN
uH(popMalU
DTHKA OEJIOBOr0 OOIIEHUS
IIpaBuia peyeBoro 3TUKeTa
TpeboBanust oxpaHsl Tpyaa
[IpaBuia 3amuThl KOHQUACHIMAIBLHON C1y)eOHON HHpOopMauu
Apyrue -
XapaKTePUCTHKU

3.1.2. TpynoBas pyHKIHS

HaunmenoBanue | Opranmsanus paboThI C Kon | A/02.3 | YpoBeHn 3
MOCETUTENSIMU OpraHU3alUN (TTOMypOBEHB)
KBaJIM(pUKAITIH
[Ipoucxoxaenue | Opurunan X 3aMMCTBOBaHO U3
TPYAOBOI opuUrHHaia
byHKIIUU
Kon Peructpanmo
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OpUrHHaIa HHBII HOMEp
npodeccruona
JIBHOTO
CTaHJapTa

TpynoBsie necTBUs

Bcerpeua nocerureneii, mosyuyeHue nepBUYHON HH(OPMALIUU O MTOCETUTENSAX U
MOMOIIIb B OPraHU3alliy UX IpHeMa PYKOBOAUTEIIEM U COTPYIHUKAMHU

Bepaenue sxypHaia 3anucu oceTuTesiei

Yyer noceruresneit u oopmMiIeHHE TPOMYCKOB

CopeiicTBHE OTIEPATUBHOMY PaCCMOTPEHUIO MTPOCKO U MPETI0KEHU
OCETUTENIEN

[Ipuem u nepegavya JOKYMEHTOB OCETUTEEN PYKOBOJCTBY U COTPYAHUKAM
OpraHu3aluu

Opranu3zanys 1 OpOHUPOBAHHUE NTEPETOBOPHBIX KOMHAT

CepBupoBka yaitHoro (kogeiHoro) crona B oduce

[IpuroroBieHne HaNUTKOB (Yail, Koge, NPoXJIaIUTENbHbIE HAITUTKH)

Heo0xoaumbie
YMEHHSI

OO0LATHC ¢ NOCETUTEIAMA

Hcnonb30BaTh ycTaHOBJICHHBIE PaBUIIa U MIPOLEAYPHl KOMMYHUKAIIMHA BHYTPU
OpraHu3alnu

Bectu YUYCTHBIC (I)OpMBI, HCIIOJIB30BAaTh UX IJIA pa6OTbI

C03ILaBaTI> IMOJIOKUTCIBHBIN HMUJK OpraHru3alnun

[TpuHIMaTh MepBhI IO pa3penIeHUuI0 KOH(MIUKTHBIX CUTYaIHi

[TpumensTh HHYOPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU

ObecneunBaTh KOH(UACHINAIBHOCTh HH(OPMAITIH

Heo0Oxoaumsie
3HAHUA

HpaBI/IJ'Ia OopraHu3anuu 1nprucMa MOCETUTENIEH

[TpaBuna genoBoro oOmEeHUs

CrpykTypa opraHu3aluu 1 pacrpeesneHue pyHKIUi Mex 1y CTpYKTYpPHBIMU
M10/Ipa3/IJICHUSIMU U CIEIUATUCTAMU

ITpaBuia opraHu3anuu NpueMoB B ouce

[IpaBuiia cepBUpoOBKHU YaitHOTO (KOQeitHOro) crona

HpaBI/IHa IIPUT'OTOBJICHUA U ITOJAYU I'OPAINX HAIIMTKOB U 3aKYCOK K HUM

OTHKa ACJI0BOI'0 O6H.[6HI/I$I

IIpaBuia peyeBoro sTUKeTa

TpeboBanust 0XpaHbl TpyAa

[IpaBuia 3anuThl KOHGUACHINATBLHON Ci1ykeOHO0I HHpOpMaIu

Hpyrue
XapaKTEPUCTUKHI

3.1.3. TpynoBas QpyHKIMs

HanmenoBanue Bremmonuenue koopaunupytomux | Koxg | A/03.3 | Yposenb 3
1 o0ecreunBaIMUX (yHKITHHA (moypoBeHb)
KBaTMUKAITIT

[Mpoucxoxaenne | Opuruaan X 3auMCTBOBaHO

TPyAOBOI W3 OpUTHHAIa

byHKIIUU

Kon opurunana Perucrpanunon
HBII HOMEpP
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npodeccnonan
BHOTO
cCTaHgapTa

Tpynossie

Benenue xypHana pa3pe31oB pabOTHUKOB OpraHU3aIiu

JIEUCTBUS

Koopaunaius paboThl KypbepoB M BOJUTENICH OpraHU3aliu

Benenue xxypHaia pa3pe3/1oB KypbepOB OpraHU3allii 1 MapIIpyTOB BOAUTENCH

CocraBiieHue cpaBKH O pa3be3aax pabOTHUKOB, KypbepOB U MapLIpyTax
BOJIUTEJIEH OpraHu3alu

Heo0Oxoaumsie

CoCTaBNsATh U BECTU YUYCTHBIC NOKYMCHTEIL

YMEHHUS

[IpuMeHsTH cpecTBa KOMMYHHMKAIIUH JIJIS IepeAaun NOPyUEHUN pyKOBOIUTEIS
U COTPYJHUKOB OpraHU3alNH

[TpumeHsATh cOBpeMEHHBIE CpecTBa cOopa, 00padOTKU U Iepeiaun
uHbOpMaIu

OI_IGHI/IBaTB PE3YJIbTATHI B paMKaX IMOCTABJICHHBIX 3a/1a4

Ocy1ecTBIATh KOHTPOJIb UCIIOIHEHUS IOPYUYEHUN PYKOBOIUTEIIS
COTPYAHUKAMHU

Heo0xoaumsie

HpaBI/ma PCUCBOI'O OTHKCTA

3HaHUA

DTUKA AEJIOBOrO O0IIEHUS

TpeboBanust oxpaHsl Tpyaa

[TpaBuia 3anuThl KOH(UACHIIMAIBLHON CITY)K€OHOM nH(pOopMauu

CrpykTypa OpraHu3aluy U pacrpeeneHue GyHKIUi Mex 1y CTpyKTYPHBIMU
M10/Ipa3/IeJICHUIMU U CIIEIUATTUCTAMU

Apyrue

XaPaAKTCPUCTHKHU

3.2. O6o0uieHHas TpyaoBas GyHKIHS

HaumenoBan | JlokyMeHTallMOHHOE obecrieueHue Kon B | YposeHns 5
ue JeSITEIbHOCTH OpraHu3aIuu KBaJIM(hUKALIMU
[IpoucxoxaeHue Opurunan X 3alMCTBOBaHO U3
0000111eHHOH TPYI0BOM OpUTHHaia
byHKIMHA

Kon PerucrpanuonHslii

OpUTHHAaJa HOMED
npo¢eccuOHATBLHOT
0 cTaHgapra

BozmoxHbIe Jlenonpon3BoauTEIh
HauMEHOBaHMs

JOJDKHOCTEH, podeccuit

TpeboBanus k
00pa3oBaHHIO U
00y4YeHUIO

Cpennee mpogeccuoHanbHOE 00pa3oBaHKe - POrPaMMbl IOATOTOBKU
KBIN(UIIMPOBAHHBIX pab0OUMX, CIY>KAIINX

TpeboBanwus K OTBITY
MPAKTUYECKON pabOThI

Oco0Ople ycroBus
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JIOTTyCKa K paboTte

Jlpyrue xapakTepucTUKu

I[OHOJ'IHI/ITCJ'II)HI)IC XapaKTECPUCTHKU

HaumenoBanue nokymeHnra Kon HaumeHnoBanue 6a30B0ii IpyMIIb, JOJKHOCTH
(mpodeccun) UM CneUanbHOCTH
OK3 3431 A TMUHUCTPAaTUBHO-YIIPABJIEHYECKUI ITEPCOHAT
EKC*(4) - Jlenonpon3BoIUTEIb
OKIIATP*(5) 21299 Jlenonpon3BouTeIb
OKCO 032002 JIoKkyMeHTaIlmOHHOE 00CCIICUCHHE YIIPaBICHUS U
apXHUBOBEICHUE
3.2.1. TpynoBast pyHKIHSA
HaumenoBanu | Opranuzaiusi paboThl ¢ JOKyMEHTaMU Kon B/01.5 | YpoBenn 5
e (moaypoBEHb)
KBaTM(pUKAIH
u
[Ipoucxoxnaenune | Opurunnan X 3alMCTBOBaHO U3
TPyZIOBOH OopuruHazia
byHKIIIN
Kon Perucrpanuonnslii
OpUrvHaja HOMEp
pohecCHOHATBEHOTO
CTaHJapTa
TpynoBsie [Tpuem u nepBuyHas 00pabOTKa BXOJAIINX TOKYMEHTOB
NEeNCTBUA [IpenBapuTenbHOE paCCMOTPEHHE U COPTUPOBKA TOKYMEHTOB Ha

PErUCTPUPYEMBIE U HE PETUCTPUPYEMBIE

IToaroTroBka BXOOSAIIHUX JAOKYMCHTOB JJIsI paCCMOTPCHUS PYKOBOJAUTCIICM

PCFI/ICTpaI_II/I}I BXOOAINUX TOKYMCHTOB

OpFaHI/ISaHI/IH JO0CTAaBKH JOKYMCHTOB HUCHTOJTHUTCIIAM

Benenue 0a3bl JAaHHBIX JOKYMCHTOB OpraHu3alunu

Benenue napopmalmioHHo-cripaBOYHOM paboOThI

06pa60T1<a H OTIIPABKa UCXOOAININX NOKYMCHTOB

Opranu3zanus paboThl IO PETUCTPALIMH, YUETY, XPaHEHHIO U Nlepeiade B
COOTBETCTBYIOIIME CTPYKTYPHBIE NIOAPA3AEICHUs JOKYMEHTOB TEKYILIETO
JEJIONPOU3BOICTBA

KOHTpOHL HCIIOJIHCHUA JOKYMCHTOB B OpraHuU3aliun

Heo6xoauMelie ymeHUs

PaGoTathb co Bceit COBOKYITHOCThIO HH()OPMAITMOHHO-OKYMEHTAI[HOHHBIX
pecypcoB OpraHu3aIiu

[Tonk3oBaTbCs Oazamu JaHHBIX, B TOM YHUCJIC YIAJICHHBIMU

Ilons30BaThCA CITPaBOYHO-ITPABOBBIMH CUCTEMaMU

[Tonb30BaThCst aBTOMATH3UPOBAHHBIMEI CHCTEMaMU y4eTa, PETUCTPALIUH,
KOHTPOJISI U HHOOPMALIMOHHO-CIIPABOYHBIMU CUCTEMAaMHU ITPH padboTe ¢
JIOKYMEHTaMU OpraHu3alniu

[IpuMeHsTh cCOBpeMEeHHbIE HHPOPMAIIIOHHO-KOMMYHHKAIIMOHHBIE

09.02.2021
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TEXHOJIOTHH JIsl paOOTHI C JOKYMEHTaMH, B TOM YHUCJIC JJIS €€ ONTUMHU3AINN
Y TTOBBIICHHS 3P (HEKTUBHOCTH

Heo0Oxoaumbie 3HAHUS

HOpMaTI/IBHBIe IMPaBOBLIC AKTbI © HOPMATUBHO-MCTOUYCCKUC JOKYMCHTHI,
OIPCACIIIOIMNEC ITOPAAOK TOKYMEHTAIMOHHOI'O obecreyeHus YIIpaBJICHUA

CtpyKTypa opraHu3aluy, pyKOBOJICTBO CTPYKTYPHBIX ITOApA3EICHUN

CoBpeMeHHbIE HHPOPMAIIMOHHBIE TEXHOJIOTUU pa0OThI ¢ JOKYMEHTaMH

[Topsiiok paboThI C TOKyMEHTaMU

CxeMbl TOKyMEHTO000poTa

HpaBI/IJ'Ia pa6OTBI C BXOOAIUMHU, UCXOOAIUMHA 1 BHYTPCHHUMHU JOKYMCHTaAMU

[IpaBuna opranu3anuu u GOpMbI KOHTPOIIS HCIIOTHEHHS JJOKYMEHTOB B
OpraHu3alyuu

Tumnoswie CPOKH MCIIOJIHCHHA JOKYMCHTOB

[IpuHIMnIBI paboTHI CO CPOKOBOM KApTOTEKON

Haznadenue u TeXHOIOTUs TCKYHICTo U MPEAYIIPCAUTCIBHOI'O KOHTPOJIA

[IpaBuiia cocTaBieHUs aHATUTUYECKUX CIIPABOK 10 OPraHu3aluu paboThl C
JOKYMEHTaMU U KOHTPOJIIO HCIIOJIHEHUSI JOKYMEHTOB

HpaBI/IJIa JOKYMCHTAIIMOHHOTI'O obecreueHus ACATCIIBHOCTU OpraHrU3allun

Bupl JOKYMCHTOB, X HA3HAYCHHC

Tpe6OBaHI/I$I, MNpEaABABIACMBIC K JOKYMCHTAM B COOTBETCTBUU C
HOPMATUBHBIMU dKTAMHU U I'OCYAAPCTBCHHBIMU CTAHAAPTAMN

[IpaBuna cocraBienus U odpopmiieHUs HHHOPMAITMOHHO-CIIPABOYHBIX,
OpraHM3alMOHHBIX, YIIPABICHYECKUX TOKYMEHTOB

[IpaBuna co3ganus u BeJeHHs 0a3 JTaHHBIX CIY>KEOHBIX JIOKYMEHTOB B
OpraHu3aIfu

CucTeMsbl 3JIEKTPOHHOT0 JJOKYMEHT0000poTa

[IpaBuia 1 CPOKM OTHPABKHU UCXOIAIIMX JTOKYMEHTOB

TpeboBanust 0XpaHbl TpyAa

HApyrue
XAPAKTCPUCTHUKHU

3.2.2. TpynoBas pyHKIIS

HaumenoBanue Opranu3zanus Texyuero xpasenus | Kopg B/02.5 | YpoBeHns 5
JTIOKYMEHTOB (moaypoBeHb)
KBaTMUKAITIT

[Tpoucxoxaenne | OpurnHan X 3aMMCTBOBAHO U3
TPYAOBOM OpUTHHaNa
byHKIMHA

Kon PerucrpannoHHsl

OpUTHHAIa i
HOMED
npo¢eCCUOHAIBH

oro cra"naapTa

Tpynossie Pa3zpaboTka HOMEHKIIATYPbI JIeJ1 OpraHUu3aIUH
JNEUCTBUS IIpoBepka MpaBUIBLHOCTH OPOPMIICHHSI JOKYMEHTOB U OTMETKHU 00 UX
WCTIOJHEHUH Nepe]l X (OPMHUPOBAHUEM B JIEIIO IS OCIETYIONIETO
XpaHEHUs
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DopMyIMPOBAHUE 3aTOJIOBKOB JIEN U ONPEEIICHUE CPOKOB X XPaHEHUS

dopmMupoBaHUE JIE]T

KOHTpOJIB MMPaBUJIBHOI'O U CBOCBPEMCHHOT'O pacpCACICHUA U TOAIINMBKA
JOKYMCHTOB B JI€JIa

HeoOxomumbie ymeHMst

OpranuzoBbIBaTh paboTy M0 YUETy, XpaHEHHIO U Iepeiade B
COOTBETCTBYIOIIEE CTPYKTYPHOE ITO/Ipa3IeIEHNE JOKYMEHTOB TEKYILIETO
JICJIONPOU3BOJICTBA

Ocy1ecTBIATh METOIUYECKOE PYKOBOJCTBO JEJIONPOU3BOJCTBOM B
OpraHu3aly, KOHTPOJIUPOBATh NPaBUIbHOE (POPMUPOBAHUE, XPAaHEHHE U
chady el B apXuB

Pa3pabaTbiBaTh HOMEHKIIATYPY JI€J1 CTPYKTYPHOTO MOJIpa3iesieHus

Hcnons30BaTh HOMEHKIATYPY A€M NIPU U3YyYEHUN CTPYKTYPBI OpraHU3alnH,
COCTaBJICHUM OIIUCEN J1eT

Opranu3oBbIBaTh padboTy M0 GOPMUPOBAHUIO JIE]T B COOTBETCTBUU C
YTBEP>KJICHHOW HOMEHKJIATypOH J1eJl OpraHu3alun

[TpaBmwiIbHO ¥ CBOEBPEMEHHO (hOPMHUPOBATH JOKYMEHTHI B JIEJIa C YIETOM UX
cnenuduku

CI/ICTeMaTI/ISI/IpOBaTB JAOKYMCHTBI BHYTPH JCJIa

ObecneunBaTh COXPaHHOCTb U 3aIUTY JOKYMEHTOB OpraHu3aluu

[IpumensTh MHPOPMALTMOHHO-KOMMYHHKAITMOHHBIE TEXHOJIOTUU JJIs1 Pa0OTHI
C IOKyMEHTaMH1

HeoOxonuMble 3HaHUS

HOpMaTI/IBHLIe IMpaBOBLIC AKTbI, HOPMATHUBHO-MCTOANYCCKUC TOKYMCHTEI,
ToCydapCTBCHHBIC CTaHAAPTHI, OIIPCACTIAIOIIUC ITOPATOK
JAOKYMCHTAIIMOHHOT' O obOecricueHUs YIPpaBJICHUA

Bunel HomeHkatyp, o01iue TpedoBaHNs K HOMEHKIAType, METOUKa €€
COCTaBJICHUS] U OPOPMIICHHSI

[IpaBuna cormacoBaHuss HOMEHKJIATYPHI 1€ C BEJOMCTBEHHBIMU apXUBAMH U
JKCIIEPTHOM KOMHUCCHUEN

[Mopsinox popmupoBanus u oopmiIeHHs e, ceruduka GopMUPOBAHUS
OTJIEJIbHBIX KaTEeropui aein

[IpaBuna xpaneHus e, B TOM YUCIE C JOKYMEHTaMU OTPaHUYEHHOTO
JocTyna

HpaBHna BbIJJAYW U HUCITIOJIB30BAHUS JOKYMCHTOB U3 C(bOpMI/IpOBaHHLIX AcI

TpeboBanus oxpaHbl TpyJa

Apyrue
XapaKTEPUCTUKH

3.2.3. TpynoBas QpyHKIMs

HaumeHnoBanue Opranm3anus 00paboTKu Jet Kon B/03.5 | YpoBenb 5
JUTSL TIOCIIEYIOIIETO XPaHEHUS (moxypoBeHb)
KBaTMUKAITIT
[Tpoucxoxaenne | OpuruHan X 3auMCTBOBAHO U3
TPyZIOBOM opuUruHaia
byHKIIUU

09.02.2021
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npodeccuoHan
BHOTO
cTaHgapTa

TpynoBble elCTBUA

[TpoBepka CPOKOB XpaHEHUS TOKYMEHTOB, COCTABIICHHE IPOTOKOJIA paOOTHI
9KCIIEPTHON KOMHUCCHH IO MOATOTOBKE IOKYMEHTOB K XpaHEHHIO, aKTa O
BBIJICJICHUH K YHUUTOXCHUIO JOKYMEHTOB, HE MOJUICKAIUX XPAHECHHUIO

CocraBnenune BHYTpeHHeﬁ OITMCH ACJ OJIA 0co00 IECHHBIX JOKYMCHTOB

O(i)OpMJ'IeHI/Ie JCJI TOCTOAHHOT'O, JOJITOBPEMCHHOI'O CPOKOB XPAaHCHUA

Odopmienne 00JI05KKH J1eJ1 TOCTOSIHHOTO, 10JITOBPEMEHHOT'O CPOKOB
XpaHEHHUsI

CocTaBjicHHE OIIICHU ACJI HOCTOSAHHOT'O, JOJITOBPEMCHHOI'O CPOKOB XPAaHCHUA

Hepez[aqa JICJI B apXHB OpraHu3alnn

Heo6xoaumeie ymeHUs

[Tonmp30BaThbCs MEPEYHAMH JTOKYMEHTOB U aHAJTH3UPOBATH (PaKTHIECKOE
CoJiepKaHUE UMEIOILUXCSA B [IEJI€ TOKYMEHTOB IIPU ONPEAEICHUU CPOKOB UX
XpaHEeHUs

O opMIsATh JOKYMEHTBI SKCIEPTHON KOMUCCUU

O(I)OPMJ'IHTL 00710KKHU ACJ ITIOCTOAHHOTO U BPEMCHHOI'O CPOKOB XPaHCHUA B
COOTBCTCTBHUHU C TpC6OBaHI/IHMI/I TOCYAapCTBCHHbBIX CTAHAAPTOB

HpOI/ISBOHI/ITB XPOHOJIOTHUCCKU-CTPYKTYPHYKO CUCTEMATU3AIUIO OCJI

OcCyIIecTBIATh TEXHUYECKYIO0 00paboTKy U MOJIHOE 0(hOPMIICHHUE TS
MIOCTOSIHHOTO ¥ BPEMEHHOT'O CPOKOB XPaHCHHSI

CocTaBisATh OMUCH JIE] MOCTOSTHHOTO U BPEMEHHOTO CPOKOB XPaHEHUS B
COOTBETCTBHUU C JEHUCTBYIOIIMMHA HOPMATUBHO-METOIMUYECKUMU
JIOKYMEHTaMH

[IpumensTH MHPOPMAITMOHHO-KOMMYHHKAITMOHHBIE TEXHOJIOTUU JJIsi Pa0OThI
C IOKyMEHTaMH

HeO6XOI[I/IMI>Ie 3HaHUA

HopMmartuBHBIE ITpaBOBBIE AKTHI, HOPMATUBHO-METOAMYECKHUE IOKYMEHTHI,
rOCYJIapCTBEHHBIE CTAHIAPTHI, ONPEACIISIOIINE MOPSATIOK
JIOKYMEHTAI[MOHHOTO 00ECTIeUeHUs! yIIPaBICHHUS

Kpurepun paznenenus JOKyMEHTOB Ha IPYIIIBI B COOTBETCTBUH C LIEHHOCTHIO
uH(bOpMaINH, COAEpIKaIIENCs] B HUX

HOpﬂZ[OK HCIIOJB30BaHMA TUIIOBBIX MJIKM BEAOMCTBCHHBIX nepequﬁ
JAOKYMCHTOB, OMPECACIICHHA CPOKOB XpaHCHHA B IIPOLECCE DKCIIECPTU3BL
IEHHOCTHU JOKYMCHTOB

[Topsanok co3nanus, OpraHu3aly U JOKYMEHTHPOBAHUS pabOThI 3KCIIEPTHOM
KOMMCCHUH

[IpaBuia coctaBneHus 1 yTBEPKIEHHUS MPOTOKOIa pabOThl SKCIIEPTHON
KOMHUCCUH

HpaBI/IHa COCTAaBJICHHUA U YTBCPIKIACHHUA dKTa O BBIACIICHUU JOKYMCHTOB, HC
MOJIC)KAIUX XPAHCHUTIO

[IpaBuia TexHuueckoit 06pabOTKH U MOJHOTO 0(GOPMIICHHS J1e] TOCTOSTHHOTO
U BpEMEHHOI'O CPOKOB XpaHEHUSI

HpaBI/IHa COCTAaBJICHHA OIMUCHU ACIT ITOCTOSAHHOI'O 1 BPEMCHHOT'O CPOKOB
XpaHCHUA B COOTBCTCTBHU C I[CﬁCTByTOH.[HMPI HOPMAaTUBHO-METOJUYICCKUMU
JOKYMCHTaAMH

IIpaBuia nepenadu 1€l B apXuB OpraHu3auu

TpeboBanust oxXpaHsl Tpyaa

Apyrue

09.02.2021
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| xapakTepucTHKH |

3.3. O6o6uienHas Tpya0Bas QyHKIHS

HaumenoBa | OpranuzaiimoHHOE, JOKYMEHTAIIMOHHOE U Kon C | Yposenb 6
HUE nHPOPMAIIMOHHOE 00eCTICUeHHE ACITEITbHOCTH KBaJTH(HUKAIIN
PYKOBOJUTEIISI OpPTaHU3AIUU

[Ipoucxoxnenue Opurunan X

000011eHHOI
TPYA0BOM ()YHKIHH

3aMMCTBOBAHO U3
OpUruHaja

Kon Perucrpanuon
OpUruHaia HBIN
HOMED
npodeccuoHal
BHOTO
CTaHJapTa

Bo3MoxHbIe
HaUMEHOBaHUS
TOJDKHOCTEH, mpodeccuii

CereTapL PYKOBOAUTEIIA

TpeboBanus k
00pa3oBaHUIO U
00y4eHUI0

Briciiee oOpa3oBanue - 6akanaBpuaT WU

Cpennee npodeccronanbHoe 00pa30BaHKE - TPOTPaAMMBI IOJTOTOBKH
CHEIHAIMCTOB CPETHETO 3BeHA

JlononHurtenpHOE MpodeccHoHaabHOEe 00pa3oBaHUE

TpebGoBaHUs K OTBITY
MPAaKTUYECKON pabOThI

He menee nByx

JIOKYMEHTAIMOHHOMY 00€CIIEYeHHIO IeATEeIbHOCTH PYKOBOIUTEIS
OpraHu3aIyy MPU CpeaHeM npodeccuoHaTLHOM 00pa30BaHUN

JICT BBIITOJTHCHUA pa60T 10 OpraHu3aliuOHHOMY U

Oco0bble ycrnoBus
JoIycKa K pabote

Jlpyrue xapakTepuCTHKU

I[OHOHHI/ITCJIBHBIC XapPaKTCPUCTHUKHU

HaumenoBanue nokymeHnra Kon HaumenoBanue 6a30B0ii rpymiibl, JOKHOCTH
(mpodeccun) niM crenuaTbHOCTH
OK3 2432 bubnmorekapu, 6ubnuorpadsl, JOKYMEHTOBEAbI U
CHEINAIMCThl POJCTBEHHBIX MPOQeccHii
EKC - CekpeTapb pyKOBOAMTEIIS
OKIIATP 26341 Cekperapb pyKOBOIUTENS
OKCO 032001 JIOKyMEHTOBEIEHUE U IOKYMEHTALHOHHOE
o0ecreyeHne ynpaBieHHsI
032002 JlokyMeHTalMoHHOe oOecrieueHne yupaBlieHus u
apXUBOBEICHHE

3.3.1. TpynoBast pyHKIHSA

Hanmenosanue | Oxasanme momonm

| Kox Yposen L6 |

09.02.2021
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PYKOBOJMTEIIO B (mogypoBEHb)
IUTAaHUPOBAHUU paboyero KBAJTM(PUKALIMU
BpEMEHU

IIpoucxoxnaenune | Opurnnan X 3aMMCTBOBaHO

TPYAOBOM U3 OpUTHHAaJIa

byHKIIUU

Kon opurnnana  PerucrpannoHH
bl
HOMEp
npogeccuoHalb
HOT'O CTaHAapTa

TpynoBble nericTBUA

Bri6op dopmbl itanupoBanus U ohopMIIeHHE ITIAHUPOBIINKA (OpraHaiizepa)
PYKOBOAUTENS

Brecenune nHpopMaIuu B IIIaHUPOBIUK (OpraHaisep)

CornacoBaHue ¢ PYKOBOOUTCIICM BPEMCHHBLIX I1JIAHOB

CornacoBanue TenepOHHBIX TIEPETOBOPOB, BCTPEY M MEPOIIPUSATHIH C
napTHepaMu, KIMEHTaMH, PYKOBOJIUTEISIMU N10/Ipa3ielIeHUi U COTPYJHUKAMU

WudopmupoBanre pyKOBOAUTEINS O PETIIAMEHTE HAMEUEHHBIX MEPOTPUSTHIA

[Ipenynpexaenue o npubINKEHUH BpEMEHH HAMEYEHHBIX MEPOTIPUSATUI

dopmMupoBaHue pe3epBa BPEMEHH JIsl HETIPEABUICHHBIX CUTYaIIu

Heo0Oxoaumbie
yYMEHUS

Y cTaHaBIMBaTh LENIH, ONPEIEIATh HEPAPXHUIO LIEJIeH

OnpenensiTb MPUOPUTETHOCTH U OUEPEAHOCTH BBIIIOJIHEHUS PaboT U
2 PeKTUBHO pacnpenensiTh paboyuee Bpems

Oxa3pIBaTh NOMOILb PYKOBOAMTEIIO B paclpeIeIeHUH ero pabo4ero
BPEMEHHU

Bri6upats ontuManbHble clIocoObl HHPOPMUPOBAHHUS TAPTHEPOB, KIIMEHTOB,
MOCETUTENIEH, pYKOBOIUTENIECH MOAPA3AEIECHUNA U COTPYAHUKOB O
MIJIAHUPYEMBIX MEPONPUATHUSIX

O6ecneunBaTh HHYOPMAITMOHHYIO 0€30MACHOCTh JIEATEILHOCTH OpraHU3alUN

HeoOxoaumere
3HAHUSI

Crenngurka OCHOBHOM €ATEIbHOCTH OpraHU3alMH

OCHOBBI aIMUHHACTPATUBHOI'O IIPaBa U TPYAOBOIO 3aKOHOIATEILCTBA
Poccniickoit ®enepanuun

PYKOBO,Z[}IH_II/II‘;I COCTaB OpraHn3alu 1 ¢ HOIlpaB,Z[eJICHI/Iﬁ

DYHKIIMYM CAMOMEHEIH)KMEHTA

HpI/IHLII/IHBI U IpaBHJia INITAHUPOBAHU A pa6oqer0 BpPCMCHU

TlocTanoBka menei

HpaBI/IJ'Ia IPOBCACHUA NCIIOBLIX IEPCTOBOPOB

TpeboBanust oxpaHsl Tpyaa

HApyrue
XAPAKTCPUCTHUKHU

3.3.2. TpynoBas pyHKIHsS

HaumenoBa | [ImanupoBanue pabouero aHs cekperaps Kon C/02.6 | YpoBeHb 6
HUE (momypoBeH
b)
KBaTH(pUKAI
09.02.2021 Cuctema TAPAHT 13/34
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L ]

IIpoucxoxnaenune | Opurnnan X 3aMMCTBOBaHO U3
TPYAOBOM OpUruHasa
byHKIIUU
Kox opurunana  PerucrpannoHHbl
i
HOMEp
npodeCCHOHAIIBH
Oro craHjapra
Tpynossie Br160op 1 odopmiieHne MIaHUPOBIINKA CEKPETaps
necTBus Benenue nHeBHUKA (Ha 3JIEKTPOHHOM M /WM OYMa)kKHOM HOCHUTEIIE)
CornacoBaHue TUIaHOB C TUIAHAMH U CPOKaMH PabOTHI PYKOBOIUTEIS
Pacnpeznenenue pabodyero BpeMeHH (Ha JIeHb, HEJEIIO, IEPCIEKTUBY)
IlepeHeceHre HEBBITIOTHEHHBIX 3aIJIAHMPOBAHHBIX 3a/1a4
BrInonHeHne THIUYHBIX €KeTHEBHBIX Tl
HeoOxoaumbie Bri6upath 1 0pOpMIIATE TITAHUPOBIIUK
YMEHUS BHocuTh 1 OTCNEXHUBaTh HH(POPMAITUIO HA IIEKTPOHHOM H/HITH OyMa)KHOM

HOCHUTCIIC

PaccraBiare IMPHUOPUTETHI, BBIACIATL BAXKHOC U CPOYHOC

Bri6upats ontuMaibHbId pUTM pabOTHI

AHaJ'II/I3I/IpOBaTI> IMPUYMHBI HCBBITIOJTHCHUSA 3a/1a4

HpI/IMeHHTB I/IH(1)OpMaI_II/IOHHO—KOMMYHI/IKaI_II/IOHHI)Ie TCXHOJIOTNH

HeO6XOI[I/IMI>Ie 3HaHUA

Ocob6enHoctu 0ohopMIIeHNUS TUIAHUPOBILUKA (HA JIEKTPOHOM M OyMa)kHOM
HOCHTEJISX )

OCHOBBI yIIpaBJI€HHsI BDEMEHEM

HApyrue
XAPAKTCPUCTUKHU

3.3.3. TpynoBas pyHKIMSA

HaumenoBanue | Opranuzanus Tene(oHHbIX Kox | C/03.6 | YpoBeHb 6
IIEPErOBOPOB PYKOBOJIUTEINS (moxypoBeHb)
KB (DUKAITIH

IIpoucxoxaenne | Opurunan X 3aMMCTBOBAHO
TPyZIOBOH W3 OpUTHHAaIa
byHKIIUU

Kon opurnnana  PerucrpaniioHHBI

i
HOMEp
npodeCCHOHABH
Oro craHjapra

Tpynoseie Benenue 6a3bl TeeOHHBIX KOHTAKTOB PYKOBOAMTEIIS
necTBus CoennHeHHEe pyKOBOAMUTENSI ¢ KOHKPETHBIMU A0OHEHTAMHU

ITonroroBka MaTepuanoB Ui TeIe()OHHBIX IEPETOBOPOB PYKOBOIUTENS

Perucrpanus noctynammux B NpUEeMHYIO TeJIe(QOHHBIX 3BOHKOB

09.02.2021
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[TepenanpaBieHne OTICIBHBIX TeISHOHHBIX 3BOHKOB 3aMECTUTEIISIM
PYKOBOJUTEIS, IPYTUM COTPYIHUKAM

[Tonydenne HeoOX0qUMOM MH(GOPMALIUY U TIepeaada CAHKITMOHUPOBAHHON
nHopmanuu 1o tenedony

YcTaHoBIIeHHE KOHTAKTa ¢ COOECEHUKOM, MOIJIep)KaHUE U Pa3BUTHE
JIeJIOBOM Oeceibl B mpoliecce TeleQOHHbBIX TEPErOBOPOB

Oxa3zaHue MOMOIIM PYKOBOAMUTEIIO IIPH OPTaHU3alUHU U TIPOBEACHUH
TesIe()OHHBIX TIEPETOBOPOB U BUICOKOH(EpEeHIINI

Heo6xomumbie ymeHUst

Bectu 1 ucnonb3oBate B paboTe 6a3y JaHHBIX TeJIEPOHHBIX KOHTAKTOB
PYKOBOAMTEIIS

Hcnonp30Bathk cpecTBa KOMMYHUKAIIMOHHOW OPTTEXHUKH JUTS OTYYCHHS U
nepeaadu nHGopMauu

BecTu ydeTHble peructpaiuonHblie GOpMbl, UCIIOIB30BaTh UX IS
MH(GOPMAIIMOHHOHN paboThI U PabOTHI IO KOHTPOIIIO HCIIOIHEHHSI PEIICHHN
PYKOBOAMTEIIA

CriiaxxuBaTh KOHQIMKTHBIC ¥ CIIOKHBIC CUTYaIlHA MEXJIMYHOCTHOTO
0oO0LIeHUS

Hcnonn30BaTh TEXHUYCCKUE U IMporpaMMHBIC CPCACTBA JJIA ITPOBCACHU A
TOJIOCOBOM HJIH BI/I,I[GO—KOH(bepCHH—CBSI?»I/I

O6ecrieunBaTh HHPOPMAITMOHHYIO 0€30TACHOCTD JNESATCILHOCTH OpraHN3aIluu

CobmronaTh CIyKeOHBIM STUKET

Heo0xoaumeie
3HAHUS

TCJ'IC(bOHHLIC KOHTAKTBI PYKOBOAUTCIIA

@yHKINH, 33]1a4H, CTPYKTYpa OPraHU3al1H, €€ CBSA3H 10 BEPTUKAIIN U
TOPU30HTAIIN

[IpaBuina B3auMOIEUCTBUS C TAPTHEPAMHU, KIIMEHTAMH, CPEACTBAMU MaCcCOBOMN
uH(popMau

HpaBI/ma MOAACPIKAHUA U Pa3BUTUA MEKIIMYHOCTHBIX OTHOIIEHUH

HpaBI/IJ'Ia IPOBCACHUA ICIIOBLIX IIEPCTOBOPOB

[TpaBuna 3amuThl KOHGUACHINATBEHOM HH(OpPMALIUN

TpeboBanus oxpaHbl TpyJa

Tlpyrue

XAPAKTCPUCTHKHU

3.3.4. TpynoBas pyHKIMs

HanmenoBanue Opranusanys KOMaHIHPOBOK Kon C/04.6 | YpoBeHb 6
PYKOBOIMTENS (moxypoBeHb)
KBaJIM(pUKaALMU
[Ipoucxoxnenue | Opurunan X 3aMMCTBOBaHO
TPYZAOBOM U3 OpUTMHaJIa
byHKIMHA
Kon opurmnana  Perucrtpanuo
HHBIN
HOMED
npodeccuona
JIBHOTO
CTaHJapTa
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TpynoBsie [TonroToBka mpoekTa ciaykeOHOTro 3aaHus PYKOBOIUTEIS

neucTBus ITonroToBka mpoekTa NpHKa3a o ciy>keOHOM KOMaHIUPOBKE
Brinucka KOMaHIUPOBOYHOTO YAOCTOBEPEHHUS U €T0 PETHCTpaLus IpU
HEOOXOIUMOCTH
ITonroToBka JOKYMEHTOB Ha NOJIY4YE€HUE BU3bl, 3aTPAHUYHOIO ACIIOPTa
3aKas3 jKeNe3HOOPOKHBIX M aBUAOUJIETOB, TOCTUHHMII, TPAHCTIOPTHOTO
o0ecreyeHus pyKOBOJUTEIS
OdopmneHue mporpaMMmbl TOE3/IKH, YTOYHEHHE OCOOSHHOCTEH MPOTOKOIa
IUTAHUPYEMbIX MEPONPUATHH
ITonroToBKa JOKYMEHTOB K IOE3/IKE PYKOBOIUTEIS
YTOo4yHeHue 1aThl, TOJLKHOCTEH, (paMuinii B porpaMMe KOMaHAMPOBKH
[IpopaboTka MapmpyTa pyKOBOAUTEIS, YBA3KA €T0 C paCIUCaHUEM
TPaHCIOPTa
O06paboTka MaTepualoB KOMaHAUPOBKH, OhOpMIIEeHHE OTYETa O
KOMaHJINPOBKE

Heob6xonumeie OdopMIIsATh aBaHCOBBIE OTYETHI PYKOBOJUTEIS

YMEHUS OpraHu30BbIBaTh BCTPEYH PYKOBOIMTENS C IPUHUMAIONIEH CTOPOHOM
OdopMIIsITh KOMaHAMPOBOUHBIE JOKYMEHTBI
OO0pabarbIBaTh JOKYMEHTBI U MaT€pUaIIbI 110 PE3yJIbTaTaM MOE3KU
PYKOBOJUTENS
ObecneunBaTh paboTy orca BO BpeMsi OTCYTCTBHUSI pyKOBOIUTEIIS
ITpuMeHATH cr1ocoObl 1€JI0BOI0 OOIIEHUS
Hcnonp30Bath cpecTBa KOMMYHHMKAIIUU JJIs1 00€CTIeYeHUs] B3aUMOIeHCTBUS
C PYKOBOJIUTEIIEM BO BPEMs €T0 JISJIOBON TTOC3IKH

Heo6xonumeie ITopsi;0K NOArOTOBKU U MPOBECHHSI KOMaHIMPOBOK

3HaHUS [Mopsimox opopmieHHs JOKYMEHTOB TSI KOMaHIUPOBKU ¥ OTYETHBIX
JOKYMEHTOB 110 KOMaHAUPOBKE PYKOBOJIUTES
JlenoBo# mpoTOKOI
OTHKA J1e70BOro OOIIEHUS

HApyrue -

XapaKTePUCTHKH

3.3.5. TpynoBas pyHKuMs

HaumeHnoBanue Opranmsanus paboThl C Kox | C/05.6 YpoBeHn 6
MOCETUTENSIMU B TPUEMHOM (moypoBeHb)
PYKOBOIMTENS KBaTM(UKAITIN
[Tpoucxoxaenne | Opurnnan X 3aMMCTBOBaHO
TPYZAOBOM W3 OpUTHHANIA
byHKIMHA
Kon opurunana  Perucrpanmonn
npodeccuoHanp
HOTO CTaHAapTa
Tpynossie Opranuzanys JUYHOTO NMPUEMa MOCETUTENEH PYKOBOAUTEIIEM
NEeUCTBUSA VYcraHoBieHre MopsAIKa TpUeMa JJIsl pa3IMYHbIX KATErOpUA MOCETUTENCH
09.02.2021 Cucrema TAPAHT 16/34



ITpuka3 MunucTepcTBa Tpyaa u conuanbHou 3amuThl PO ot 6 mast 2015 r. N 2761 "O06 yTBepkIeHUN POPECCHOHATBHOTO. . .

Benenue xxypHana npeaBapuTeIbHON 3aMMCH Ha IPUEM

Peructpanus nocerureneit

CopeiicTBHE OTIEPATUBHOMY PaCCMOTPEHUIO MTPOCKO U MPEITI0KEHU N
MOCETUTENeH U COTPYTHUKOB OPraHU3allH

Opranu3zanys npreMa JeJIOBbIX TapTHEPOB B oduce

Opranu3zanys 00CTyKUBAaHUSI PYKOBOJIUTEINS U €ro JACIOBBIX MTAPTHEPOB B
oduce

CepBupoBka yaitHoro (kogeiiHoro) crona B oduce

[IpunsTHE MEp 1O COXPAHEHUIO KOMMEPUYECKOH TailfHbI B XOJ€ MpruemMa
MMOCETUTEJICH U UX HAXOXJICHUS B IPUEMHON U KAOMHETE PYKOBOJIUTEIS
HeoOxonumeie Opranu3oBbIBaTh U 00€CIIeYNBATh JUYHBIC KOHTAKTHI PYKOBOIUTEIS
YMCHHUS YrpaBiate KOHOIUKTAMU

YYHUTBIBATH TICUXOJIOTHYECKHUE OCOOCHHOCTH JIMYHOCTH MPH PA3ITUIHBIX
BHJIaX MPO(eCcCHOHATBHOTO OOIICHUS

Hcnonb30BaTh yCTaHOBJICHHBIE MPABUJIA U MTPOLIEAYPHI KOMMYyHHKAITUH
BHYTPHU OpraHHU3aIuN

Bectu yueTHbIe perucTpanioHabie (OPMBI, UCTIOIB30BATh UX IS
nH(pOpMaIMOHHON PabOTHI M paOOTHI 10 KOHTPOIIIO UCIIOTHEHUS PEIICHHMA
PYKOBOIHUTEIIS

Co3zfiaBaTh NOJOXKUTENIBHBIN UMUK OpraHu3aluu

[TpuHIMATH MEpBI IO Pa3pPEIICHUI0 KOH(MIMKTHBIX CHTYaIIHi
[TpumensTh MHGOPMALIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU
Ob6ecneuynBaTh KOHPUACHIIMAIBHOCTD B IPUEMHON U KaOWHETE
PYKOBOJUTENS, COXPAHATh KOH(UICHIMATBHYI0 HHPOPMAIIHUIO B TailHe
HeoOxonumeie [IpaBuna opranu3anuu npuemMa noceTuTenei

3HAHUS [TpaBwia gemoBoro oomeHus

[TpaBuia peueBoro 3TUKeTa

[TpaBwia ycTaHOBJICHHS] KOHTAKTA, TIOICPKAHMS U PA3BUTHUS
MEXJIMYHOCTHBIX OTHOIICHUH

CrtpykTypa opraHu3aliiy 1 pactupesesieHne GyHKIUH MeXTy CTPYKTYPHBIMH
MO/Ipa3JICICHUsIMU U CICIIMATUCTAMU

[TpaBwia oprau3auu NpueMoB B orce

DTHUKET U OCHOBBI MEXTYHAPOIHOTO TPOTOKOJIA

ITpaBuia cepBUpPOBKH YaifHOTO (KO(eitHOro) cTosa

[TpaBwra MpUroTOBICHUS | ITOJAYW TOPSIYUX HAIMUTKOB U 3aKYCOK K HUM
[TpaBua 3amuThl KOHOUACHIMATHEHOU CTykeOHOI HHpOpMaIiH

HApyrue -
XAPAKTCPUCTHUKHU

3.3.6. TpynoBas pyHKIHsS

HaumenoBanue Opranu3zanus NoaAroToBKH, Kon C/06.6 | YpoBeHb 6
MIPOBEJICHUS M 00CITYKUBAHUS (moaypoBEHb)
KOH(EPEHTHBIX MEPONIPHUITUN KBaJTM(PUKAILIMN
[Ipoucxoxaenue | Opurunan X 3auMCTBOBAHO U3
TPYAOBOI OpUTrMHaNa
byHKIAHA
Kog Perucrpanuonn
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OpUTrvHana 13171
HOMEp
npodeccuoHaib
HOTO CTaHIapTa

TpynoBsie [ToaroroBka NOBECTKH JAHS MEPONPUSTHS

NeNcTBUS OdopmiieHre cnucKa y4aCTHUKOB MEPOTIPUSATHS
WNudopmupoBanre y4aCTHUKOB O HAMEYAIOLIEMCS MEPOTIPUSTHH U YCIOBHUSX
y4JacTusi

Br160p MecTa 1 BpeMeHH IPOBEICHUSI MEPOIIPHUSITHUS

[TonroToBka nmpeaBapUTEIbHOM CMETHI pacX0J10B

Paccpuika npurnameHuii HOATBEPAMBIINM y4acTHE B MEPOIIPUSITHH

CO60p TEKCTOB JJOKJIA10B U IPOEKTOB UTOTOBBIX JOKYMEHTOB Y JJOKJIAJIYHKOB
Paccpuika nH(pOpMAIIMOHHBIX MAaTEPHAJIOB YYaCTHUKAM KOH(QEPEHTHOTO
MEpPONPUSITHS

CocraBiieHHE SIBOYHBIX JMCTOB U CIIMCKA PErMCTPallMi YYaCTHUKOB
MEpOIPUATHUS

3aKynKa KaHIEJISIPCKUX TOBAPOB U MPOAYKTOB AJisl o0ecnedeHus Kode-nays
Pemnienuie BOIIpocoB TEXHUYECKOTO OCHAILIEHUS! MEPOIPUSITHS

[Tomo11b B HOATOTOBKE 0KJIa1a PyKOBOAUTENS, IPE3EHTALIMOHHBIX
MaTepHUaJloB

Opranu3anys NOArOTOBKU Npe3nuyMa U paboyrX MECT Y4aCTHUKOB
Opranu3zaiys BCTpeUr U perucTpays y4acTHUKOB MEPOTIPUSTUS
Benenue npoTokona MEponpusTHs

OpraHu3anus CepBUCHOTO 00CITyXHBaHUs BO BpeMsi Koe-nay3
Opranu3zanus KyJlIbTypHO-MacCOBBIX MEPOIPHUATHH, TPAHCIIOPTHOTO U
TOCTHHUYHOT'O 00eceyeHus

HeoOxonumelie ymenust | OpraHu3oBbIBaTh MPOLIECC MOATOTOBKU K IPOBEACHUIO KOHPEPEHTHOTO
MEpPONPUSATHS HHAMBUIYAIbHO U B cOCTaBe pabouell rpymibl
JIOKyMEHTUPOBaTh pa3HbI€ 3TAIbI POLETYPhI TOATOTOBKH U MTPOBEICHUS
KOH(EPEHTHOTO MEPOIIPUITHUS

[lepenaBats nH(poOpMaLIKIO, JOKYMEHTHI U MaTepUalbl y4aCTHUKAM
KOH(EPEHTHOTO MEPOIIPUITHUS

IloxroraBnuBaTh 1 000PYOBATH CTOJ IPE3UIUyMa U paboune MecTa
YYaCTHHUKOB COBEIIAaHUs (3aceaaHus)

CepBupoBath 4aiiHbIl (Ko(elHbIil) cTOJ BO BpeMsl MPOBEIEHUS Kode-nay3
Co0maroath npaBuiia 1€JI0BOr0 STHKETA U MPOTOKOJIA

[lonepkuBaTh UMUK OpraHU3ALMH

CoznraBaTh UMHJIK CEKpeTapsi, COOTBETCTBYIONIUI UMHJIXKY OpraHU3alluu
Paborats ¢ nHpoOpMaluei, aHaTu3upoOBaTh U MPEACTABIATD €€ B
CHUCTEMAaTHU3HUPOBAaHHOM BUJIE

ObecneunBaTh 0€30MACHOCTH JIEATEILHOCTH OpPraHU3aluu

[TpumensTh HHYOPMALIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU
ObecneunBaTh KOMPOPT YIACTHUKOB KOH(PEPEHTHOI'O MEPOIIPUSITHS,
MIOMOTaTh B BONPOCAX MPOXKUBAHMS, TPAHCIIOPTHOI'O 00ECTIEYeHHUsI
Heo6xonuMmele 3Hanus | KoMiiekce opraHu3alilniOHHO-TEXHUYECKUX MEPOIIPUATUH 110 MOATOTOBKE U
IIPOBEJICHUIO COBEIIAHUI U IEPETOBOPOB, B TOM YHCIIE MEKIYHAPOIHBIX
IIpaBuna BeneHUsl, HOATOTOBKU U 0(OPMIIEHUS IPOTOKOJIA U APYTHX
JOKYMEHTOB, CO3/1aBaEMBIX B IPOLECCE NOATOTOBKH KOH(PEPEHTHOTO
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MEpONPHUITUS

CocraBlieHHE CMETHI Pacxo10B

OCHOBBI HaIMCAHUsI peuel U JOKJIaJ0B PYKOBOAUTENS

HpaBI/IJIa YCTAHOBJICHUSA KOHTAKTA, NOAACPKAHUA U pa3BUTUSA
MEKIIMYHOCTHBIX OTHOIICHUM

[TpaBuiia 1e0BOro o0IIEHHs], I€T0BOr0 STHKETA

OTHKET U OCHOBBI MCKAYHAPOJHOT'O ITPOTOKOJIA

HpaBI/IJIa IIPOBCACHUA NCJIOBLIX IEPCTOBOPOB

[IpaBuiia 3amuThl KOHGUACHIMATBLHON Ci1yeOHOI HHpOpMaIH

TpeboBanust oxpaHsl TpyJa

HApyrue
XApaKTCPHUCTUKHU

3.3.7. TpynoBas GpyHKIHs

HaumeHnoBanue Opranuzanuysi UICIIOJTHEHUS Kon C/07.6 | YpoBeHb 6
peLIeHuH, OCYIIECTBICHUE (mogypoBeHb)
KOHTPOJISI UCTIOJIHEHUSI TOPYYEHU I KBaJIM(pUKAITIH
PYKOBOJMTEIIS
[Ipoucxoxnaenune | Opurnnan X 3alMCTBOBAaHO
TPYIOBOH W3 OpUruHaJa
byHKIIUU
Kon Perucrpanuonusl
OpUTHHAJIA 51
HOMED
poQeCCHOHAIIbH
Oro CTaHjaapTa
Tpynossie JlokyMeHTanbHOe 0hopMIIeHHE PEeIICHHH PYKOBOAUTENs
JENCTBUS JloBeneHue 10 cBeleHrs paOOTHHUKOB OPTaHU3AlUN PACTIOPSKEHU N

PYKOBOJIUTEIS

KOOpI[I/IHaLII/I}I ACATCIIBHOCTHU 110 MCIIOJTHCHHIO peI_HeHI/Iﬁ PYKOBOAUTCIISA

Benenne cpokoBOTro TEKYIIEro U MPEeAYINPEAUTEIILHOTO KOHTPOJISI

IIpoBepka ncnosHeHUs! NOPYYEHU PYKOBOJAUTENS B YCTAHOBJIEHHBIN CPOK

[IpenynpexaeHue coTpyIHUKOB 00 UCTEUEHUU CPOKA UCTIOTHEHUS
MIOPYYEHUN PYKOBOIUTEIS

dukcanys NCHOJHEHUs TOPYYEHU N

CocraBiieHHE OTYETOB U AHAIUTUYECKUX CIIPABOK O BBINOJIHEHUH TOPYYEHUN
Y PEIICHUI PYKOBOJMTEIS

HeoOxonumelie ymeHust

Bectu cpokoByr0 KapTOTEKY

BecTu ydeTHble peructpaimonHblie GOopMbl, HCIIOIB30BaTh UX Ui PaOOTHI IO
KOHTPOJIFO MCIIOJIHEHUSI TIOPYYEHUN PYKOBOJIUTENS

PabGorats ¢ HH(I)OpMaHHeﬁ 10 KOHTPOJIKO, CUCTEMATHU3UPOBATH €€ U
MNPCACTABIATE B BUAC CBOJHBIX JOKYMCHTOB

Hcnons3oBarh cpefcTBa KOMMYHUKALMY IS IIEpeIadd OPYICHUN
PYKOBOAMTEIIA

Hcnonb30BaTh COBpeMEHHBIE cpeicTBA cOopa U 00pabOTKH KOHTPOJIBHOM
nH(popmauu
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[TpumensTh MHOOPMAITIOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU

OLIeHI/IBaTB PE3YIbTATEI B paMKaX IMOCTAaBJICHHBIX 3a1a4

Ocy1ecTBIATh KOHTPOJIb UCIIOIHEHNS IOPYUYEHUN PYKOBOIUTEIS
COTPYJHUKAMU

HeoOxonuMble 3HaHUS

OOmue TpeGoBaHMS K CPOKAM HCIIOJHEHUS JOKYMEHTOB i KOHTPOJIHBIM
(GYHKIUSAM CITY>KOBI IOKyMEHTAIIMOHHOTO 00ecrieueHus!

[Tpuniunel, cnocoObl HHOOPMHUPOBAHUS COTPYAHUKOB

DTHKA AEJIOBOrO O0ILEHUS

YnpasiieH4ecKasi CTpyKTypa OpraHU3alHiy, PYKOBOACTBO OPTaHU3ALNH,
00pa3ibl MOANUCEH PYKOBOISAIINUX COTPYIHUKOB, KPYT UX MTOJTHOMOYHUH U
OTrPaHUYEHUS UX 30H OTBETCTBEHHOCTH

I/IHCTPYKIII/II/I Mo ACJIOIPOU3BOACTBY U APYTHUM JIOKAJIbHBIM HOPMATHBHBIM
AKTaM, YCTAHABJIMBAIOIIHUM HOPAOOK peajin3alliu YIIPABJIICHYCCKUX MTPOLUCAYD

HApyrue
XapaKTCPHUCTUKHU

3.3.8. TpynoBbie pyHKIUU

HaumenoBanue Opranuzanus u nojepx aHue Kon | C/08.6 | YpoBeHb 6
(GYHKIIMOHATEHOTO pabovero (moaypOBEHb)
MIPOCTPAHCTBA MTPUEMHON U KBaJTM(DUKAITIH
KaOMHETa PYKOBOJIUTEIIS

IIpoucxoxnenune | OpurnHan X 3aMMCTBOBAHO U3
TPyZLOBOH opuruHaia
byHKIIUU
Kon Perucrpanuon
OpHUrMHaIa HBIN
HOMEp
npodeccuoHan
BHOT'O
CTaHJapTa

Tpynossie nencTBUs

Ob6ecneuenne pabodyero Mecta pykoOBOJAUTENSI HEOOXOAUMBIMU CPEACTBAMH
OpraHU3AIMOHHON TEXHUKHU, KAHIICIIIPCKUMU TPHUHAIICKHOCTSIMHU

Opranuzanus npueMHOl opuca B COOTBETCTBUH € TPEOOBAHUAMHU
SPrOHOMUKH M KYJIBTYpHI TPyAa

Opranuzanus opopMIIeHHs: HHTEpbepa NPUEMHON PYKOBOIUTENS

O6opynoBanne pabodero Mecta OPrTeXHUKOM, TEPCOHATBHBIM
KOMIBIOTEPOM, BCIIOMOTAaTEIbHOW TEXHUKON

Opranuszanus 000pyI0BaHUs TPUEMHON CHCTEMaMU XpaHEHUS,
HEOOXOIUMBIMH TIPHUCTIOCOOICHUSIMH, 00ECTICYCHHS KaHIICIIPCKIUMHU
TOBapamMu

ObecrnieueHne XpaHEHUs U 3aMEHbI PaCXOAHBIX MaTEPHAJIOB, TOBCEAHEBHBIN
YXOJ 38 OPITEXHUKOHN

3aka3 KaHUEISIPCKUX TOBAPOB, TMTHEHUYECKUX TOBAPOB, MPOAYKTOB MUTAHUS

Heo6xoanmelie ymeHust

Co3pnaBatk ycinoBusi, obecneunBaroniye 3pGeKTUBHYIO paboTy PYKOBOJUTEIS

[IpuMeHsTh B COOTBETCTBUU C HA3HAYEHHUEM CPEJICTBA OPTaHU3AlIMOHHOM
TEXHUKH, KaHIEJISIPCKUE MPUHAIICKHOCTH
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OcHamats pabouee MECTO pyKOBOJUTENSI U CBOE paboyee MeCTO
HEOOXOUMBIM 000pyA0BaHUEM

OcCyIecTBIATh 3aMEHY PaCXOJIHbIX MaTEpUAJIOB, YXOJI 32 OPI'TEXHUKOMN

Ocy1ecTBIATh MOBCEAHEBHBIN YXO/I 32 KONUPOBAIBHBIM alllIapaToM, 3aMEHY
U XpaHEHUE KapTpUJDKEN, TOHEpa

:KOHTpOHHpOBaTBCOCTOHHHGIIHOHOHHHTB3aHaCBIKaHHCHﬂpCKHXTOBapOB,
CpE€ACTB 'MT'MCHEI, IIPOAYKTOB ITUTAHUA

Heo0Oxoaumbie 3HAHUS

TpeOGoBanust 0xXpaHbl TPy/a, NPOU3BOJACTBEHHOM CAHUTAPUH,
MIPOTUBONOKAPHOM 3aIUTHI

OCHOBBI IPABHIILHOM OpraHU3aIliy TPYy/Ia U METOIbI TOBBIIICHHUS €T0
s dexTuBHOCTH

OCHOBBI HPrOHOMHKH 0rica U PIOPUCTHKH

CraHgapThl U PEKOMEHJIAIUH 110 000PYIOBAaHUIO O(HUCHBIX MOMEIIEHUN

CocTaB OpraHu3allMOHHON TEXHUKH, €€ YCTPOMCTBO U MOPSAIOK pabOThI ¢ HEH

HApyrue
XApaKTCPHUCTUKHU

3.3.9. TpynoBas GpyHKIHs

HaumenoBanue Pa3paboTka mokanbHbBIX Kon C/09.6 | YpoBeHb 6
HOPMAaTUBHBIX aKTOB, (moxypoBeHb)
pErIaMeHTHPYIOIUX paboTy KBaJTU(DUKALIMH
CeKpeTaps

[Ipoucxoxaenne | Opurunan X 3aMMCTBOBaHO U3

TPYAOBOM OpUruHaa

byHKIMHA

Kox opurunana Perucrpanuon
HBIN
HOMEp
npodeccruona
JBHOTO
CTaHaapTa
TpynoBsie Pa3zpaboTka 10KHOCTHOW HHCTPYKIIMH CEKpeTaps
NEeNCTBUS Pa3pa0oTka MoJI0KEHHs 0 CEKpeTapuaTe
Pa3paboTka HHCTPYKIIMHU N0 AETOMPOU3BOICTBY
HeoOxonumeie CocTaBisiTh 1 0QOPMIISITH OPraHU3AIMOHHBIE M METOIUYECKUE TOKYMEHTBI
YMEHHUS PegakTHpoBaTh TEKCTHI CIIYKEOHBIX JOKYMEHTOB

Pabotatk co Bcelt COBOKYIMHOCTHIO HH(POPMAIIMOHHO-TOKYMEHTAIIMOHHBIX
pECYPCOB OpraHu3aluu

ITonp3oBaTbcs 0a3amMu TaHHBIX, B TOM YUCIIE YAAUICHHBIMHA 0a3aMH JTAaHHBIX
Mcnosp30BaTh CIPaBOYHBIE IPABOBBIE CUCTEMBI

PaboTaTh ¢ KOMIIBIOTEPOM, KaTajloramu (mankamu) u (aiigamu, ckaHepoM
ITonb30BaThCs OPUCHBIM AKETOM (TEKCTOBBIN PeJAKTOP, TAOIHUIIHI)
[Tonp30BaTbest nepuepuitHBIMU YCTPOHCTBAMH U OPTTEXHUKOM
ITonp30BaThCs IEKTPOHHOMN MTOYTOM

[Tonp30BaThCsl CHCTEMaMH IEKTPOHHOTO JOKYMEHTO000pOoTa

Heo0OxonnMeie 3HaHUS

ITpaBoBbI€ OCHOBBI yrpaBieHUs (OCHOBBI aIMUHUCTPATUBHOTO, TPYIOBOTO
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Y TPaKJIAHCKOT'O IIpaBa)

JlelicTByromue NpaBoBbl€ aKThl, HOPMATUBHO-METOJMUECKUE TOKYMEHTHI,
roCy/1apCTBEHHBIE CTAHIaPThI, ONIPEAEISIOLINE TOPSIIO0K
JJOKYMEHTAIIMOHHOr0 00ecreyeH sl yIpaBJIeHUs

CrtpykTypa, pyKOBOJACTBO CTPYKTYPHBIX IOAPA3ACICHUNA, 00pa3LIbl
HOJNKCEN JINL, UMEIOIIMX NPaBO NOJANMCAHUS U YTBEP)KICHUS JJOKYMEHTOB,
Y OTPAHUYEHUS UX 30H OTBETCTBEHHOCTHU

[TpaBuia JOKYMEHTAIIMOHHOTO 00ECIEYeHHS JeSITETbHOCTH OPTaHU3aIiH
ITopsiiok paboThI € TIOKyMEHTaMU

TpeboBanusi, mpeabsBIseMbIe K TOKyMEHTaM B COOTBETCTBUU C
HOPMAaTHBHBIMU aKTaMH U TOCYIapCTBEHHBIMU CTaHIAPTaAMU

[IpaBuiia cocTaBieHUs! OPraHU3allMOHHBIX JOKYMEHTOB (TI0JI0KEHUH,
MHCTPYKLIUH, pErIaMeHTOB)

Buipl TOKyMEHTOB, UX Ha3HAYEHUE

OCHOBBI JOKYMEHTHOM JIMHTBUCTUKH

TpeboBaHus 0XpaHbl TpyJa

HApyrue
XApaKTCPHUCTUKHU

3.3.10. TpynoBas pyHKuHS

Haumenosanne | CoctaBienue u opopmiieHue Kon C/10.6 | YpoBenb 6
YIPaBJICHYECKOU TOKYMEHTALUH (moxypoBeHb)
KB (DUKAITIH
[Ipoucxoxnenne | Opurunan X 3aMMCTBOBaHO U3
TPyZIOBOH opuruHaia
byHKIIUU

Konx opurnnana Perucrpanuon
HBII
HOMED
npodeccuoHan
BHOTO
CTaHzapTa

TpynoBble nericTBUSA

CocraBieHne NPOEKTOB PaCHOPSAUTENBHBIX (IPUKA3b, PACTIOPSIKEHUS) U
MH(}OPMALIMOHHO-CITPABOYHBIX IOKYMEHTOB (CITy>KeOHbIE TUChbMa, CIIPaBKH,
JIOKJIA/IHBIE U CITy’KEOHBIE 3aIUCKN)

Ileuats CJ'IY)K66HBIX HJAOKYMCHTOB U IPYI'UX MaTCpHUaJIOB

Pa3smHOXkeHne cykeOHbIX TOKYMEHTOB

KoHTponb npoxox/1eHus: TOKYMEHTOB B OpraHu3aluy (CorjaacoBaHue,
MOJINKCAHUE U YTBEPXKICHUE TOKYMEHTA)

Heo0Oxoaumsie
YMEHUSA

Pe,[[aKTI/IpOBaTB TCKCTbI CJ'IY)KCGHBIX JOKYMCHTOB

[losip30BaTbes YHUPUIIMPOBAHHBIMU (POPMaMHU JOKYMEHTOB

O(I)OpMHSITL KaCCOBBIC (I)I/IHaHCOBLIC JOKYMCHTBI U TOKYMCHTHI 11O YUCTY
HaKJIaJHBIX pacxoa0B

[leyaratp ciyxeOHbIE TOKYMEHTHI

[Tonp30BaTbes nepupepuifHBIMU YCTPOWCTBAMH U OPTTEXHUKOM

PaboTath ¢ KOMITBIOTEPOM, CKAHEPOM
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ITonb30BaThbest 0UCHBIM TAKETOM (TEKCTOBBIN PEIAKTOP, TAOIUIIBI)

[Tonb30BaThCs ANEKTPOHHOM MTOYTOM

ITonmp30BaThCs CHCTEMaMH JIEKTPOHHOTO JOKYMEHT0000poTa

Ob6ecrieunBaTh 0€30MACHOCTD JCSATEIILHOCTH OpraHU3aIlluu

HeoOxonuMble 3HaHUS

[IpaBoBBIC OCHOBBI YIIpaBiieHHs (OCHOBBI 3 IMHHUCTPATUBHOTO, TPYJIOBOTO U
X03iCTBEHHOTO MPaBa)

CrpykTypa opranusanuu, pykOBOJACTBO CTPYKTYPHBIX IOJIpa3/I€ICHUH,
00pa3ibl MOANMCEH JIHILI, IMEIOLINX IPaBO MOAMUCAHUS U YTBEPIKICHUS
JIOKYMEHTOB, M OTPAHMYEHHUSI UX 30H OTBETCTBEHHOCTH

HpaBI/IJIa JOKYMCHTAIIMOHHOTI'O obecrieueHust ACATCIIbHOCTU OpraHru3allnn

[Topsiiok paboThI ¢ TOKyMEHTaMU

Tpe6OBaHI/I$I, NpEaABABIACMBIC K JOKYMCHTAM B COOTBETCTBUU C
HOPMATUBHBIMU dKTAMHU U I'OCYAAPCTBCHHBIMU CTAHAAPTAMU

Bubl JOKYMCHTOB, X HA3HAYCHHUC

[IpaBuiia cornacoBaHusi JOKYMEHTOB OpraHu3aluu (BHYTPEHHETO U
BHEIITHETO)

[IpaBuia noANKMCcaHus U yTBEPKACHUS JOKYMEHTOB

[IpaBuna cocraBnenus U ohopmieHuss THPOPMAITMOHHO-CIPABOYHBIX,
YIPABICHYCCKUX JOKYMEHTOB H CITY)KCOHBIX MTUCEM

OCHOBBEI HOKYMeHTHOﬁ JIMHI'BUCTHKHA

['paMmaTHyUECKHE ITpaBUIa PyCCKOTO SI3bIKa

TpeboBanus oxpaHsl Tpyaa

Tlpyrue

XAPAKTCPUCTHKHU

3.3.11. TpynoBas ¢pyHKUHS

HaumenoBanu | Opranuszanusi paboThl C JOKyMEHTaMU B Kon C/11.6 | YpoBeHb 6
e MIPUEMHON PYKOBOAMTEIS (moypoBeHb)
KBaTHUKAII
u
ITpoucxoxaenne | Opurunan X 3auMCTBOBAHO U3
TPyZLOBOH opuUruHaia
byHKIIUU
Kon Peructpanmonubit
OpUTHHAaNa HOMED
po¢eCCuOHAITBHOT

0 CTaHJAapTa

TpynoBble nericTBUSA

[Tonyuyenue, npeaBapUTEIBLHOE PACCMOTPEHUE U COPTUPOBKA ITOCTYIAIOIINX B
MIPUEMHYIO PYKOBOJIUTENS JOKYMEHTOB

[ToaroroBka TOKYMEHTOB ISl PACCMOTPEHHS PYKOBOIUTEIIEM

Yyer JAOKYMCHTOB, IIOCTYIIAOINX HA UM PYKOBOIUTCIIA

OpFaHI/ISaHI/ISI JO0CTAaBKH NOKYMCHTOB HCITOJTHUTCIIAM

Co3naHue u BefieHrne 6a3bl JaHHBIX JOKYMEHTOB PYKOBOJIUTEIIS

Benenne napopManimioHHO-CIIPaBOYHON PaOOTHI

KOHTpOIb HCTIONIHEHUST JOKYMEHTOB U IOPYYEHUIN PYKOBOIUTEISI

Heo0Oxoaumsie

PaGorats ¢ BXozsmiel, NCXoAsIIel, BHYTPEHHEH JOKYMEHTAIHeH
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yMeHUs

[Tonb30BaThCsl CHCTEMaMH AIIEKTPOHHOTO IOKYMEHTO000pOTa IS
PErHCTpaLUH, KOHTPOJIS JOKYMEHTOB M HH()OPMAIIHOHHO-CITPaBOYHON
paboThI ¢ JOKYMEHTaMHU

[IpumensaTs UHPOPMALTMOHHO-KOMMYHHKAITMOHHBIE TEXHOJIOTUU JJIsi Pa0OThI
C JOKYMEHTaMu

CocTaBnaTh 1 O(bOpMJ'I?[TB HOPMATUBHBIC aKThI

HeoOxonuMble 3HaHUS

HopmaTtuBHBIE IpaBOBBIE aKThl, HOPMATUBHO-METOUYECKUE JOKYMEHTHI,
rOCYJIapCTBEHHBIE CTAHIAPTHI, OIPEACIISIOIINE TOPSATIOK
JIOKYMEHTAI[MOHHOTO 00ECTIeUeHUs! yIpaBIeHUs

CtpyKTypa opraHu3aluy, pyKOBOJCTBO CTPYKTYPHBIX [1OApa3EICHUN

CoBpemeHHbIe HHPOPMAIIMOHHBIE TEXHOJIOTHH PpabOThI ¢ JOKYMEHTaMH

ITopsimok paboThI ¢ TOKYMEHTaMH, CXEMbI JOKYMEHTO000pOTa

HpaBI/ma pa6OTBI C BXOOAIIUMHU, UCXOOAIIUMHA U BHYTPCHHUMU JOKYMCHTAMU

HpaBI/ma oprannu3any KOHTPOJIA UCITOJIHCHUA TOKYMCHTOB U TUIIOBLIC CPOKU
HCIIOJIHCHUS TOKYMCHTOB

HpaBI/IJ'Ia COCTABJICHUA aHAJIMTUYCCKUX CIIPABOK 110 OpraHru3aliu pa6OTbI C
JOKYMCHTAMH 1 KOHTPOJIIO UCITOJTHCHHA JOKYMCHTOB

[IpaBuna co3ganus u BeJieHUs 0a3 JaHHBIX CIY>KEOHBIX JIOKYMEHTOB B
OpraHu3aIu

Cucremsl QJICKTPOHHOI'O ,Z[OKYMGHTOO60p0Ta

TpeboBanust oxpaHsl TpyJa

Jlpyrue
XapaKTepI/ICTI/IKI/I

3.3.12. TpynoBas pyHKUHS

HaumenoBanue Opranu3zanus XxpaHeHus Kon C/12.6 | YpoBeHb 6
JOKYMEHTOB B IPHEMHOM (moxypoBeHb)
PYKOBOJIUTEIISI KBTI (UKAITII

ITpoucxoxaenue | Opurnnan X 3auMCTBOBAHO U3

TPyZIOBOH opuruHaia

byHKIIUU

Kon opurmnana  Perucrpannon
HBIN
HOMED
npodeccruonan
BHOTO
CTaHzapTa

Tpynossie
NENUCTBUSA

Pa3pa60TKa Ppa3acsIOB HOMCHKJIATYPbBI ACJI OPraHu3allun

®opmupoBanue U 0popMIIEHHE JIE TOCTOSIHHOTO, IOJTOBPEMEHHOTO CPOKOB
XpaHEHUS

[TonroroBka u mepegayva JieJl B apXUB OpraHu3aliu

Heo6xoaumele ymeHUst

Pa3pa6aTBIBaTB HOMCHKIJIATYpPY ACJI OpraHu3alnuu ¢ ydeTOM HeﬁCTBYIOHIHX
HOPMAaTUBHO-MECTOJUYCCKHUX JOKYMCHTOB

Hcnonb30BaTh HOMEHKIATYPY A€M MPH U3YYEHUU CTPYKTYPhI OpraHu3allniH,
COCTaBJICHUU OIIUCEH Jel

dopmupoBaTh 1 0QOPMIISTH JIeJia B COOTBETCTBUHU C YTBEP)KIEHHOM

09.02.2021

Cucrema TAPAHT 24/34



ITpuka3 MunucTepcTBa Tpyaa u conuanbHou 3amuThl PO ot 6 mast 2015 r. N 2761 "O06 yTBepkIeHUN POPECCHOHATBHOTO. . .

HOMEHKJIATYpOH J€JI OpraHu3alun

OOecrneunBaTh COXPAaHHOCTH NOKYMCHTOB OpraHu3aluu

HpOI/IBBOIII/ITb IMOATOTOBKY ACJI Ui ICpeaavu B apXuB

[TpumensaTh HHOPMAITMOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJIOTUH JUISI paOOTHI
C JOKYMEHTaMH

Heo0Oxoaumbie 3HAHUS

HopmatuBHbIe TpaBOBbIE aKThl, HOPMAaTUBHO-METOANUECKHE JOKYMEHTHI,
rOCYJJapCTBEHHbIE CTaHIaPThl, ONPEEIAIONINE TOPAIOK
JOKYMEHTAIIMOHHOTO 00ECTIeYeHHs YIIPaBICHUS

Bunbl HoMeHKIaTyp, 0011HMe TpeOOBaHUI K HOMEHKIJIATYpe, METO/INKA €€
COCTaBJICHUS U OPOPMIICHHS

[Topsanox dopmupoBanus u opopmileHUs Jell C yKa3aHHeM Clienu (KU
(GhopMHUpPOBaHUS OTJEIBHBIX KATETOPUH JIe

[IpaBuna XxpaneHus Aei, B TOM YUCIe ¢ JOKYMEHTaMHU OIPaHUYSHHOTO
JocTyna

HpaBI/ma BbIJJA4Y1 U UCITIOJIb30BAHUS JOKYMCHTOB U3 C(bOpMI/IpOBaHHLIX ACII

TpeboBanust oxpaHsl Tpyaa

HpaBI/IJIa IMOATOTOBKHU U IICPCAavYM ACJI B APpXUB OPraHu3aluu

Hpyrue
XapaKTEPUCTUKU

3.3.13. TpyznoBsie GyHKIHA

HaumenoBanu | ObecrnieueHue pyKoBOIUTEINS Kon C/13.6 VYpoBeHb 6
e uHpopmanuen (TTOMypOBEHB)
KBTI (UKAITTU

IIpoucxoxaenue 3aMMCTBOBaHO U3
TpyZIOBOU Opurunan X OopUrvHana
byHKIMHA

Kon Perucrpanmonuei

OpUTHHAI HOMEp
a poQeCCHOHATBHOT

0 CTaHIapTa

Tpynossie nencTBUsA

CO6op u nepepaboTka HHPOpPMAITIH, HEOOXOIUMOU JJIsl TPUHATHS
000CHOBAHHBIX YIIPABICHUCCKUX PEIICHUMA

IIpoBepka JOCTOBEPHOCTH, ITOJIHOTHI ¥ HEIPOTUBOPEUNBOCTH JITAHHBIX,
HCKJIIOUeHNe TyOnrpoBaHus HHGOpMauu

HpCﬂOCTaBHCHI/IC JaHHBIX B €CIWMHOM U y,[IO6HOM JJIS1 BOCHIPUATUSA (I)OpMaTe

BrisiBnenue Hanbosee 3HaUMMbIX KPUTEPUEB CUCTEMATH3AUU HHPOPMAIH
JUIsL CO3JIaHMsl 0a3 TaHHBIX

q)OpMI/IPOBaHI/Ie M UCIIOJIb30Banue 0a3 JAHHBIX B OpraHu3alnun

Heo6xoaumele ymeHUst

OcymiecTBiATh c60p, 00pabOTKY U aHATN3 UHPOPMAIIUN B COOTBETCTBUU C
TpeOOBaHUSMH KPATKOCTH, YETKOCTH (POPMYITUPOBOK, CBOEBPEMEHHOCTH
MOCTYIJICHUS, TOYHOCTU U JIOCTOBEPHOCTH, ONTUMAIILHOCTH
CHUCTEMaTH3aIH, HEIPEPHIBHOCTH cOOpa 1 00pabOoTKH HHPOpMALTUN

OcCyIecTBIATh PETUCTPALNIO, HAKOIUICHHE U TIepeady,
CHCTEMaTU3HPOBAHHOE XpaHEHHE U BbIIady HHPOpPMALUU B TpeOyeMoit

hopme
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CocTaBniaTh U O(l)OpMJIHTB CBOAHBIC, OTUCTHBIC, CTATUCTUYCCKUC NOKYMCHTEI

OcymiecTBiIATh 00pabOTKY U CTPYKTYpUPOBaHUE HHGOPMAITIH, 00pa3yst
MH(OPMAIIMOHHBIC PECYPCHI

BBOI[I/ITB HOBBIC TaHHBIC B CHpaBO‘IHO-I/IH(bOpMaHI/IOHHBIe CHCTEMBI

BBOI[I/ITB B IIaMATH KOMIIBIOTEPA SJICKTPOHHEIC 06pa351 JOKYMCHTOB

[TpousBoauTh TOMCK HH(OPMALIUU B CYIIECTBYIOIUX 0a3ax JaHHBIX, BECTH
MH(OPMALIMOHHO-CIIPABOYHYIO Pa0OTy Ha OCHOBE Pa3IMYHBIX KOMOUHAIIHIA
MMOMCKOBBIX MPU3HAKOB

HpI/IMeHHTB I/IH(l)OpMaI_II/IOHHO-KOMMYHI/IKaHI/IOHHI)Ie TCXHOJIOTHH

Heo0Oxoaumbie
3HAHUSA

Ocobennoctu (OpMHUPOBAHUS BHEITHUX M BHYTPEHHUX UH()OPMAIIMOHHBIX
MIOTOKOB

CocTtaB BHEITHUX HHPOPMAIIMOHHBIX IIOTOKOB

Cocrasn BHYTPCHHUX I/IH(bOpMaI_II/IOHHLIX IIOTOKOB

CTpyKTypa OpraHu3aluy 1 MOPsAI0K B3aUMOJICHCTBUS TIOPa3ICIICHUI 1
CITy k0

OcoOennoctu hopMupoBanust 0a3 JaHHBIX B OpraHU3alluu

CoBpeMeHHBIE HayYHBIE METOJIBI U TEXHUUECKUE CPENICTBA, CIIOCOOCTBYIOIHE
cbopy, 06paboTKe, COXpaHEHHIO U Nepeaade MHPOPMAIIMOHHBIX TOTOKOB

MeTtoer 06paboTk HHOOPMALIUY C TIPUMEHEHUEM COBPEMEHHBIX
TEXHUUYECKUX CPEJCTB KOMMYHHUKAIIUHN U CBSI3U, BEIYUCIUTEIHLHONW TEXHUKH

TpeboBanust oxpaHsl TpyJa

Jlpyrue
XapaKTepI/ICTI/IKI/I

3.3.14. TpynoBas pyHKUHS

HaumenoBanu | Opranuszanus HH(GOPMAIMOHHOTO Kon C/14.6 | YpoBeHb 6
e B3aUMOJICVCTBUS PYKOBOJIUTENS C (moaypoBeHb)
JOJDKHOCTHBIMHU JIMLIAMH KBaJTM(HUKALMU
OpraHu3au
IIpoucxoxnenue Opurunan X 3alMCTBOBaHO U3
TPYAOBOH (hyHKIIMH OpUTMHaJIa
Kon Perucrpanmonuei
OpUTHHAI HOMEp
a npo¢eCcCuOHAITBHOT

0 CTaHaapTa

Tpynossie
NENUCTBUSA

WudopmupoBanre pabOTHUKOB OPTaHU3AIIUH O PEIICHUSIX PYKOBOIMTEIS

Opranm3anus ooMeHa nHGoOpMaIel MEX Iy T0oIpa3IeIeHUsIMH 1
JIOJDKHOCTHBIMHM JIMIIAMH OpPTraHu3aluu

OnogenieHne pabOTHUKOB O MPEACTOSIINX MEPOIPUSITUSIX

Opranuzanysi BCTpeY TPYJ0BOTI0 KOJUIEKTHBA C PYKOBOACTBOM

HNudopmuposanue pykoBoauTens 00 o0palieHusx COTPYIHUKOB M0 pabouum
Y JIMYHBIM BOIIPOCaM

Heo0Oxoaumsie
YMEHUS

Vcnonp30BaTh COBpEeMEHHBIE TEXHOJIOTHH cO0pa U nepeaadn HHPopMauu

OcymecTBiATh cOOp 1 nepepadboTky nHpopmMaIuu, He0OOXOAMMOM IS
ACATCIIbBHOCTHU PYKOBOAUTCIIA

OCYH_[CCTBJ'IHTI) CUCTEMATU3AIUIO IMTOJTYHYaCMbIX U MEPCAABACMbIX TaHHBIX
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Ocy1iecTBISTh NPOBEPKY JOCTOBEPHOCTH, MOJHOTHI U HEIPOTUBOPEUUBOCTH
JTAaHHBIX, UCKIIOUeHHe TyOaupoBanus nHGopMauu

[IpenocTaBiaTh JaHHBIC B €IMHOM M YIOOHOM i BOCHpUsaTUs hopmare

MHOTrOKpaTHO HCIIOJIB30BATh MOIYYEHHYIO HH()OPMAIIHIO, TOCTOSTHHO
OOHOBIISATH JAaHHBIE

ObecneunBaTh ONEPATUBHOCTh WH(OPMAIIMOHHBIX TOTOKOB

PaGoTath ¢ KOMITBIOTEPOM, UCTIOIB30BATh O(MUCHBIN MAKET (TEKCTOBBIN
pPEAAKTOP, TAOJIHIIBI)

HeoOxonuMble 3HaHUS

HOpMaTI/IBHBIe IIPpaBOBBIC aKThbl, HOPMATHUBHO-MECTOANYCCKUC NTOKYMCHTEI,
TOCyJdapCTBCHHBIC CTAHAAPTHI B C(pepe ACATCIIBHOCTH OpPraHu3allun

CtpyKkTypa opranuzaiuu, pyKoBOJCTBO CTPYKTYPHBIX MTOpa3ICIICHUH,
HaIpaBJIeHUs JEATEeIbHOCTH OPTaHU3AIMU U KOMIIETEHIIUHU CTPYKTYPHBIX
MO/Ipa3ICICHUH U TOJDKHOCTHBIX JIMII

Knaccugukanus ynpasieHueckoi HHGOpMaIUK, BUJIbI YIPABIEHYECKON
nHpopmanuu

@DopMbl IPEIOCTABIICHNUS YIIPABICHUECKON HHPOpMAIIUU

VicTouHuKH yripaBiieHYeCKOi HH(pOpMaIH

MeTtoauka 0T00pa UCTOYHHKOB HHPOPMAIHH

TpeboBaHusl, mpenbsBIseMble K yIpaBIeHYECKON HH(OpMaluu

TpeboBanust oxpaHsl Tpyaa

HApyrue
XApaKTCPHUCTUKHU

3.4. O6o0meHHas TpyaoBast QyHKIHS

HaumenoBan | MHpopmanMoHHO-aHaIUTHYECKAs U Kon D | Yposens 6
ue OpraHMU3alMOHHO-aIMUHUCTPATUBHAS KBaJIM(DUKALIMU
MOJEPIKKA JEATEIBHOCTH PYKOBOAUTENS
OpraHu3au
IIpoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
0000IIEHHOW TPYIOBOM OpUTrvHaja
byHKIIUU
Kon PeructpanmoHHbl
OpUTHMHAI 1 HoMep
a po¢eCCHOHAIIbH

oro cranzaapra

Bo3MoxHEIE
HauMEHOBaHUS
JIOJDKHOCTEH,
npodeccun

[TomoutHMK pyKOBOAUTENSA

TpeboBanus k
00pa30BaHUIO U
00y4CHHIO

Briciee oOpa3zoBanue - bakamaBpuat
JononaurtenbHOE TpohecCHoHaTbHOE 00pa3oBaHUE

TpeboBaHus K OIBITY
MPAKTUYECKOU PabOThI

He menee Tpex seT nmo npoduirio AesTeIbHOCTH OpraHu3auu

Oco0Ople ycroBus
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JIOTTyCKa K paboTte

HApyrue
XAPAKTCPUCTHUKHU

JlononHUTENbHBIE XapaKTEPUCTUKU

HaumenoBanue nokymeHnrta Konx HaumenoBanue 6a30B0i rpyImibl, J0HKHOCTH
(mpodeccun) WM CrIeNUATEHOCTH

OK3 2432 bubnuorexapu, budauorpadbl, TOKYMEHTOBEIbI U
CIEUAINCTHI POJACTBEHHBIX Mpodeccuit

OKCO 032001 JIoKyMEHTOBEICHUE M IOKYMEHTAIIMOHHOE 00ecIieueHne
yIpaBICHUS

032002 JlokyMeHTaIMOHHOE o0ecrieueHre yIpaBIeHus U
apXUBOBECHHE
3.4.1. TpynoBbie pyHKIUU
Haumenosanu | ®opmupoBanue Kon D/01.6 YpoBeHb 6
e HH(POPMAITMOHHOTO (moxypoBeHb)
B3aUMOJICHCTBUSL PYKOBOJUTENS C KBTI (DUKAITAH
OpraHu3aiusIMu

[Ipoucxoxnaenne | Opurunan X 3alMCTBOBAaHO nu3

TPYIAOBOM OpUTHHAJA

byHKIMH

Kon Perucrpanuonnsii
OpUTHHAJla HOMEDP
npo¢eccuOHATBLHOT
0 cTaHaapTa
TpynoBbie OT60p HUCTOUYHHMKOB MH(OPMAIIMU B COOTBETCTBHUHU C 33JaHHBIMU KPUTEPUIMU
neucTBus OO6pabGoTka M uHTepHnperauuss HHQOPMALUU JUIsL TMOATOTOBKH IPOEKTOB

peILIeHMI

ITogroroBka 3ampocoB IO TOPYYEHHUIO PYKOBOAUTENS Ha IOJYYEHUE
JOKYMEHTOB U UHGOpMalmuu B OpraHax TOCYJapCTBEHHON BIJIaCTH U
yIpaBJIeHUs], OOIECTBEHHBIX OPraHU3alusiX U MOJyYeHHE COOTBETCTBYIOIIEH
nH(OpMAaIIUU U IOKYMEHTOB

NudopmupoBanre pyKoBOIUTENS O pe3ylbTaTaX PACCMOTPEHHs 3allPpOCOB U
oOpareHui

Opranuzanys peueHus: BONPOCOB, HE TPEOYIOUIUX HENoCPEACTBEHHOTO
y4acTHUsl pyKOBOJIUTEIS

[ToaroroBka MaTepuasnoB JUIsl y4acTUsi PyKOBOJAUTENS B pabOTEe pazIU4HbBIX
CTPYKTYp B COCTaBe TOCYJAapCTBEHHBIX U MYHHIIMIAIbHBIX OPTaHOB,
0OIIIeCTBEHHBIX OpraHU3aIUN

[ToaroroBka JOKYMEHTOB JUIsl 3aKJIFOUYEHUS COTIAIIEHUH O COTPYIHUYECTBE C
JIJIOBBIMU MTapTHEpaMH

WNudopmupoBanre AeI0BBIX NAPTHEPOB M 3aMHTEPECOBAHHBIX OPTaHU3aINI O
PELICHUAX PYKOBOJIUTENS B XO1€ BBIIIOJIHEHHSI COTJIAILCHNN

Heo6xoauMble yMeHUs

AHanu3upoBaTh M OTOMpPATh MCTOYHMKM HH(OpPMAIMM B COOTBETCTBHU C
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KPUTEPHUSAMH IOJHOTHI, JTOCTOBEPHOCTH, CBOEBPEMEHHOCTH IPEIOCTABICHUS
nHpopmaIuu

Cobupatp, 06pabaTeiBaTh U aHATU3UPOBATH UH(POPMALIUIO B COOTBETCTBHUU C
3aJJaHHBIMH TPEOOBAHUSIMU

IlepenaBath HHPOPMALIUIO B CHCTEMATU3UPOBAHHOM BHUJIE

Oo6pabaTbIBaTh U CTPYKTYpUPOBAaTh uH(pOpMAIHIO, o0pazys
1H(pOpMaLIMOHHbIE PECYPCHI

[Ipou3BoauTh MOUCK MH(OPMAIIMHN B CYIIECTBYIOUIMX 0a3aX JaHHBIX, BECTH
MH(GOPMALIMOHHO-CIIPABOYHYI0 Pa0OTy Ha OCHOBE Pa3IMYHBIX KOMOMHAIMN
MTOMCKOBBIX MPU3HAKOB

ObecneunBaTh HHHOPMAIIMOHHYIO O€30I1aCHOCTh OpraHU3aALUU

PaboTtath ¢ KOMIBIOTEPOM, HCIOJIB30BaTh O(GUCHBINH IaKeT (TEKCTOBBIN
penaKkTop, TaOIHIIbI)

Heo0Oxoaumbie
3HAHUSA

BHyTpeHHSs 1 BHENTHSS TOJIMTHKA OpraHU3aIin

[IpuHLIMOBl TpPEACTaBUTENBCTBA B TOCYAApPCTBEHHBIX OpraHax, oOpraHax
MECTHOTO  CaMOYIpAaBJICHHS, CTOPOHHHX OpraHU3alMsaX W  HOPSI0K
B3aUMOJICHCTBHS C HUIMHU

[TpuHLIMIBI M METOIbI 3IMUHUCTPUPOBAHUS

OcobeHHocT (OPMHPOBAHUS BHEUIHMX W BHYTPEHHUX HH(DOPMAIIMOHHBIX
IIOTOKOB

CrpykTypa OpraHM3alid M TOPAJOK B3aMMOJCHCTBHS IOJAPA3/ICICHUN |
ciyx0

[TpaBuna popMupoBaHus ¥ UCTIONB30BaHUs 0a3 JaHHBIX

CoBpeMeHHbIE HayuyHbIe METObI M TEXHUUYECKHE CPEJICTBA, CIOCOOCTBYIOLIHE
cbopy, 00paboTKe, COXpaHEHHUIO U Nepeaaye MHPOopMaluu

ITpaBuia 3anUThl KOH(UACHIMAIBHON CIIy>KeOHOM HH(popManuu
CoBpeMeHHbIE HHPOPMAIIMOHHbIE TEXHOJIOTHH

HApyrue
XAPAKTCPUCTHUKHU

3.4.2. TpynoBas pyHKIMSA

HaumenoBanu | AHanu3 uH(pOpMAIMU U MOATOTOBKA Kon D/02.6 | YpoBeHb 6
e MH(OPMALIMOHHO-aHATUTUYECKIX (moxypoBeHb)
MaTEpUaJIOB KBaJTH(PHUKAIIUN
IIpoucxoxnenue Opurunan X 3aMMCTBOBAHO U3
TPYA0BOH (PyHKIIUU OpUTHHAaJIA
Kon PerucrpanuonHslii
OpUTHHaJa HOMED
npodeccuoHaIbLHO

ro CTaHjapTa

TpynoBeie nelcTBUS

COop, nepepaboTka 1 aHaIM3 HHPOPMAIUH JIJIs pElIeHUs 3a/1ad,
MIOCTaBJIEHHBIX PYKOBOJIUTENIEM

ITonroroBka HH(GOPMAIIMOHHO-AHATUTUIECKUX MAaTEPUAIOB
Pa3paboTka TeMaTn4ecKoro miaHa 0030pHOTO TOKYMEHTa, JOKJIana
Omnpenenenne kpyra 6ubnuorpad@uyecKux HCTOYHUKOB

[Toa6op MCTOYHUKOB | JIUTEPATYPHI 110 TeMe 0030pa, JOKIaIa,
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AQHAJIMTUYECKOM CIPABKU

Hanucanue u opopmierue 0630pa, 10KJIaAa, aHATUTUYECKON CIIPaBKU
HeoOxoaumeie Pa3pabarpiBaTh TEMaTHUECKUI TUTaH 0030pa, TOKIIAaa, aHATUTHIECKON
yYMEHUs CIPaBKU

OO0O0CHOBBIBATh aKTYaJIbHOCTh IPOOJIEMBI, KOTOPYIO IPEJCTOUT OCBETUThH B
0030pe, oKJIaze, ClipaBKe

ITonp30BaThcs HHPOPMALMOHHBIMU PECYPCAMU U CUCTEMATU3UPOBATh
MH(OPMAIIHIO MO 33JAHHBIM KPUTEPHUSIM

[IpaBUIBHO MHTEPIPETUPOBATH MOIYUYEHHBIE JAHHBIE U IPEJOCTABIIATh UX B
CUCTEMATHU3UPOBAHHOM BUJIE

OmnpenensaTs Kpyr UICTOYHUKOB U JINTEPATYpPbl, HEOOXOAUMBIX JJIs
MIOITOTOBKU MH()OPMALIMOHHO-aHAIUTUYECKUX MAaTEPHUAJIOB

W3naraTh MaTepuall B JIOTHYECKOH MOCIIEA0BATEILHOCTH

[Ipon3BoINTh aHAJIU3 U OLIEHKY U3JI0’KEHHOr0 Marepuasa

OdopMIIATh TEKCT B COOTBETCTBYIOIIEM CTHJIIE

PegakTupoBaTh TEKCT JOKYMEHTOB

@DopMyIMpPOBaTh BBIBOJIbI U PEKOMEHJAIIUU

Ocy1iecTBIATh aBTOMATH3ALMIO ITPOLECCOB cOOpa, XpaHEHHsI U BblJauu
nHpOpMaIU

ITonp30BaTbes ycTpoiicTBaMu aBTOMAaTU3UPOBAHHOM 00pabOTKH TEKCTOBOM
nHpopManmy 1 GoTOHAOOPHBIMU YCTPOHCTBAMU

[IpyMeHATh BBIYUCIUTENBHYIO TEXHUKY U HH(OPMALIMOHHbBIE TEXHOJIOTUU
JUIsL 5)KOHOMMYHOM U pallMOHAIIBHOM OpraHu3alyy HH(OPMallMOHHBIX
MIPOIIECCOB, MOBBINICHUS! UX THOKOCTH M JUHAMUYHOCTH

[Ipon3BOUTE TUTEPATYPHO-CTUIUCTHUECKYIO 00pabOTKY TEKCTA, IPOBEPKY
JIOTUYECKON MOCIIEA0BATEIBHOCTH U3JI0KEHHS, aHAIN3a U OLICHKH,
HaIMCaHMs BbIBOJIOB U PEKOMEH Al

[IprMeHSTh OCHOBBI ICUXOJIOTHH JIEJIOBOTO OOIIEHUS

Heo6xonumele 3Hanust | HopMaTuBHBIE TPaBOBbIE aKThl, HOPMATHBHO-METOIUUECKUE IOKYMEHTHI,
rOCy/IapCTBEHHbIE CTAHJIAPTHI B cpepe AeSITEIbHOCTH OpraHu3aluu
CtpykTypa opraHu3anuu, pyKoBOJICTBO CTPYKTYPHBIX MOJpa3esIeHUH,
HaIpaBJIEHUs JAESITENbHOCTA OpraHU3allii U KOMIIETEHIINH CTPYKTYPHBIX
10JIpa3/IelIeHui U JOJKHOCTHBIX JIHI

Knaccudukanus ynpasieHueckoi HH(GOpMalnu, BUAbI YIPaBIEHYECKOU
uH(pOopMaIU

@DopMBbI TPEIOCTABIICHNUS YIIPaBICHUECKON HHPOpMAIIN

HcTouHukM yrpaBiieHYeCKOi HH(pOpMAIMK, METOIMKA 0TOOpa HCTOYHHUKOB
nHdopManuu

TpeboBanusi, npeabsBiIsieMble K YIpaBIeHYeCKOH HHPOPMALIUU
Ocobennoctu pedepupoBanus nHGopmarum, cnenrdrka opopmiaeHus u
COCTABJICHHS aHHOTAIH, pedepaToB, 0030pOB, TOKIAT0B

OCHOBBI HaNMCaHUs pedei U JOKIIaI0B PYKOBOJUTEIS

Kareropuu norpebuteneii, Ha KOTOpbIe OyET pacCUUTaH JaHHBIN 0030p,
JIOKJIa]1

MeTtop1 06paboTKH HH(OPMALIUK C TPUMEHEHUEM COBPEMEHHBIX
TEXHUYECKUX CPEJICTB KOMMYHUKAIMI U CBS3U, BBIYMCIUTEIBHON TEXHUKU
CrpykTypa nH(OpPMAILIMOHHBIX W3JaHUH B 3aBUCMMOCTH OT XapakTepa
nH(pOpPMAIIMY U LIEIEBOTO Ha3HAYCHUs MHPOPMALMOHHBIX M3/1aHUH
CoBpeMeHHbIe cpenicTBa cOopa, 00padOTKH, CUCTEMAaTH3aIuH HHHOPMAITIH
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Hctounnku nHpOpMaLnuU: KaTaJorn OUOIHOTEK, XKYPHAJIOB, TOUCKOBBIE
cUCTeMbl HH(POPMAIIMOHHO-TEIICKOMMYHUKAIIMOHHOH ceTn "UHTepHeT",
AJIEKTPOHHBIC 0A3bI JAHHBIX

OyHKIIMOHATBHOE Ha3HAYeHHE 0030pa (Oubamorpaduyeckoro,
pedepaTUBHOTO, AaHATUTHYECKOTO0) KaK CPEACTBAa OPUEHTALMN YUTATENS B
JIOKYMEHTAJIbHOM WM WH(OPMAIIMOHHOM MOTOKE

OcobeHHOCTH 00IIeHAYYHOH M TparMaTu4eckoil pyHKImu 0630poB
IIpaBusa paboThI ¢ BHEIIHUMH HOCUTEISIMA HHPOPMALIUU
HopmaTtuBHbIe TOKYMEHTBI, FOCYIapCTBEHHbIE CTAaHAAPTHI B 001aCTH
JEeSITeTbHOCTH OPTaHU3aINH

[Tonsatue u cnenuduka 6mdbauorpaduaeckoro, pehepaTuBHOrO U
AQHAJMTHYECKOT0 MHPOPMAITMOHHOTO U3JaHUS

CripaBoUHBIE TPABOBBIE CUCTEMBI

HApyrue -
XApaKTCPHUCTUKHU

3.4.3. TpynoBas QpyHKIIHs

HaumenoBan | Opranu3anus A€JI0BbIX KOHTAKTOB U Kon D/03.6 YpoBeHb 6
ue IIPOTOKOJIBHBIX MEPOIPUATUI (moxypoBeHb)
KB (UKALTTH

[Ipoucxoxnenue Opurunan X 3alMMCTBOBaHO U3
TPYIOBOU (QYHKIIUU OpUrMHazia

Kon Perucrpanmonueri

OpUrvHaa HOMED
npoheccuoHaIbHOT

0 CTaHaapTa

Tpynossie Opranuzanys 1 IVIAaHUPOBAHUE JEJIOBBIX KOHTAKTOB, BCTPEY U TOE3/10K
NENUCTBUSA PYKOBOJUTEIIA
Opranuzanys 3acejaHuil, COBEIaHUN U MEPONPUATUH, IPOBOIUMBIX
PYKOBOIMTEIEM
[ToaroToBka MaTepuaaoB Ui COBELIAHUH, BeJleHHe U ohopMiIeHne
IIPOTOKOJIOB

[TonroroBKka mpe3eHTaIMid 10 YKa3aHUIO PYKOBOJIUTEIS

[TonroroBka U mpoBeJeHHE MPecC-KOH(EPEHITNS PYKOBOTUTEINS
Bcerpeua yuacTHUKOB meperoBopoB, odecreueHrne ux HHHOPMAITHOHHBIMA
MaTepuaiaMu, BeJIeHUE 3aIiCel MeperoBopoB

HeoOxonumeie CoCTaBIATH IUIAH MTOE3IKH PYKOBOIUTEIIS

YMEHUS OdopMIsATs JOKYMEHTBI, HEOOXOAMMBIE /JISl IETOBOU MOE3/KH,
KOMaHIMPOBKH PYKOBOJIUTEIIS

CocTaBmsTh 1 0POPMIISITh IPOTOKOJIBI COBEIIAHMMA, 3aCEaHUI U JPYTUX
KOH()EPEHTHBIX MEPOIPHUSITHIA, TOTOBUTH CITUCOK YYAaCTHUKOB, TTOBECTKY
JTHS1, SIBOYHBIC JIMCTHI M IPOEKTHI HTOTOBBIX TOKYMEHTOB

CocCTaBsATh NPECC-PeU3bl

Bectu neperoBopsl ¢ mapTHepaMu

PaboTtath B peskxMe MHOT03a/1a4HOCTH

PaboTath ¢ OonbImM 00beMOM HHGOPMAITIHT
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Co3iaBaTh ¥ NOIEPKUBATH TOJIOKUTEIIbHBIA UMUK OPraHU3alUU U
PYKOBOJUTES

Ncrnonb30BaTh BHIYUCIUTENIBHYIO TEXHUKY U
MH(OPMaLMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUH ISl oJiee
SKOHOMHUYHOU U PallMOHAIILHON OpraHu3aiuu HHPOPMAIIMOHHBIX
MIPOLIECCOB, MOBBIIEHUS NX THOKOCTH M TUHAMUYHOCTH

Ob6ecnieunBaTh HTHGOPMAITMOHHYIO 0€301IaCHOCTH OpraHU3aIluu
HeoOxomuMbie 3HAHUS HopmatuBHbIe npaBoBbI€ aKThl, HOPMAaTUBHO-METOJUYECKUE JOKYMEHTHI,
roCyJIapCTBEHHbIE CTAHJAPTHI B cpepe AesITeNbHOCTH OpraHu3aIuu
CtpyKTypa opranu3anuu, pyKOBOSIIUNA COCTaB OpraHUu3allu 1
noJipa3/ielieHui, HalpaBICHUs JESTEIIbHOCTH OpraHu3alui U KOMIIETEHIIUN
CTPYKTYPHBIX MOAPA3ACICHUN U JOJKHOCTHBIX JIMII

Ilcuxomnorus 1ei1oBoro oOIIeH s, OCHOBBI KOH(PIUKTOIOTHH

[IpaBuna npoBeieHUsI IETTOBBIX MTEPETOBOPOB M MPOTOKOJIBHBIX
MEpONPUATHI

DTHUKET U OCHOBBI MEXJIYHAPOJIHOTO IMPOKOJIA

[TpaBuia cocraBneHus 1 0hOpMIICHHS IOKYMEHTOB

[TpaBuiia 3anuThl KOHGUACHIUATHLHON CITyXkeOHO0M nHpopManu
NudopmManinoHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU

Jlpyrue :
XapaKTepI/ICTI/IKI/I

3.4.4. Tpynoast pyHKIHSA

HaumenoBanu | Opranuzanys HCIOJHEHUS pELIeHUN Kon D/04.6 | YpoBeHb 6
e PYKOBOAMTENSA (moxypoBeHb)
KBTI (UKAITTI

IIpoucxoxaenue Opurunan X 3alMCTBOBaHO U3
TPYAOBOH (hyHKIMH OpUTHHaJIa

Kox Perucrpanuonusiit

OpUTHHANA HOMED
npo¢eccuOHATBLHOT

0 CTaHaapTa

TpynoBsie nercTBUs JlokymeHTanpbHOE 0(hOPMIICHHE PEIIEHUH PYKOBOIUTEIS, JIOBEICHUE JI0
CBeJIeHUs] paOOTHUKOB OPTaHU3AIIMH YCTHBIX PAaCIOPSKEHUH PYKOBOIUTES
Koopannarms aesTelbHOCTH IO MCIIOJHEHUIO PENIEHUN PYKOBOJUTENS
KOHTpOJIb UCTIONHEHNS PELIEHUI PYKOBOIUTEIS

[ToaroTroBka OTYETOB O BHIIOJIHEHUH MIOPYYEHUN U PEIICHUIN PYKOBOJMTEIIS
Heo6xonumeie ymenust | CoctaBiath U 0OPMIIATE TOKYMEHTHI, COJIEpIKaIlie TOPYUYEHUS U
pacnopsKEHHs] pyKOBOIUTENS

Bectu yder nopydeHuil pykoBoauTeNsl, TPEOYIOIUX KOHTPOJIS MO CYIIECTBY
penieHus BoIpoca

UeTko 1 OBICTPO MPUHUMATH PEHICHUS B Ipoliecce paboThl

IIpon3BOAUTE aHAIU3 UCIIOJIHUTEIBCKOW TUCHUTIIINHBL

CocTaBiATh aHATUTUYECKUE OTYETHI U CIIPABKH 110 PE3YJIbTaTaM MCIIOTHECHHUS
NIOPYYEHUH U PACIIOPSIKEHUN PYKOBOIUTES

ITonp30BaThes cUCTEMaMU IEKTPOHHOTO JOKYMEHTO000poTa
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[TpuMeHATH BEIYUCIUTENBHYIO TEXHUKY U
MH(GOPMaLIMOHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTHH 11 SKOHOMUYHOH U
panroHaTbHON OpraHU3alMi HHPOPMALMOHHBIX MPOLIECCOB, MOBBIIICHUS UX
IrMOKOCTH U IMHAMUYHOCTH

ObecneunBaTh 0€30MACHOCTH IEATEILHOCTH OPraHU3aINN
Heo6xonumele 3Hanus | HopMaTuBHBIE IPaBOBbBIE aKThl, HOPMATUBHO-METOUYECKUE IOKYMEHTHI,
rOCYJJapCTBEHHBIE CTAHJIAPTHI B Cepe AEATEIbHOCTH OPTaHU3aIIH
CrtpykTypa opraHu3annu, pyKoBOJICTBO CTPYKTYPHBIX MOpa3aeIICHHH,
HaIpaBJICHUs AEATEIbHOCTH OPraHU3alMi U KOMIIETEHIIUU CTPYKTYPHBIX
NOAPA3ACIICHUNA U TOJDKHOCTHBIX JIUI]

IIpaBusa npoBeaeHUs: KOHTPOJISI UCIIOJHEHUs NOPYYEHUIN pYKOBOAUTEIIS
TexHonorus BeZIeHNs KOHTPOJISI HCIIOJTHEHUSI TOPYYEHUH PYKOBOJUTEIS
CucTeMbl 3J1€KTPOHHOI0 JOKYMEHTO000pOTa, 6a3bl JAHHBIX

TpeboBanust oxpaHsl TpyJa

Jlpyrue -
XapaKTepI/ICTI/IKI/I

IV. CBenenust 00 oprann3zanmsx - paspadoTynkax npogeccHoHaJIbHOI0 CTAHAAPTA

4.1. OTBeTCTBEHHAs OpraHU3alusA-pa3padoTUNK

HII "HaunoHnanpHas accouuarysi OpUCHbIX CIELUAINCTOB U aIMUHUCTPATUBHBIX paOOTHUKOB",
ropoa Mocksa
Jlupekrop XmrocHesa Jlrogmuia IlerpoBHa

4.2. HaumeHoBaHMsI OpraHu3aluii-pa3paboTUYMKOB

1 AHO "AreHTCcTBO CTpaT€rn4eCKMX MHUIMATUB I10 MPOJABHKEHUIO HOBBIX IIPOEKTOB",
ropoa Mocksa

2 AHO "Yens6MHCKOE pernoHaIbHOE areHTCTBO pa3BUTHs KBanupukanuil", ropon YensOnHck

3 AHO BIIO "MesxperioHanbHblil OTKPBITHIA COManbHblii HCTHTYT", Topo Momkap-Ona,
Pecniybsmka Mapuii 91

4 Bonrorpazckasi TOproBo-npoMsliIeHHas najgara, ropox Bonrorpan

5 I'V "Bcepoccuiickuii HaydHO-MCCIIEI0BATENbCKUI MHCTUTYT JOKYMEHTOBEAECHUS U aPXUBHOTO
nena" (BHUMJIANL), ropon Mocksa

6 HOVY JIIO "Uucturyt nuadopmannonHsix TexHonoruit "AiTu", ropon Mocksa

7 Oo6mepoccuiickuii nmpodcoro3 pabOTHUKOB TOCYAApCTBEHHBIX YUPEXKICHHH U 0OIECTBEHHOTO
obcmyxxkuBanust Poccutickoii denepamnyu, ropos Mocksa

8 Obuiepoccuiickoe MexxoTpacieBoe o0beTuHeHue padbotoaarenei "Hukens", roponq Mocksa

9 00O "MaiikpocodTt Pyc", roponx Mocksa

10 | OOO "LleHTp 3KcnepTu3bl U cepTuduramu”, ropoag Mocksa

11 OO0 "DnekTpoHHble oucHbIe cucTeMbl", Topoa MockBa

12 [ToBomxckuit uHCTUTYT yrpasieHus umenu [1.A. Cronpimuna - punuan GI'6OY BI1IO
"Poccuiickas akaieMusi HApOJHOTO XO035CTBA U roCy1apcTBEHHOM cityx0b!I nipu [Ipe3nnenre
Poccuiickoit ®eneparuun”, ropoa Caparon

13 OI'AOY ATIO "Akanemust CTaHIapTU3AIUHI, METPOJIOTHH U cepTudukanuu', ropox Mocksa
14 OI'bOY BIIO "llen3enckuii rocyiapcTBeHHbIM yHUBEpCUTET'", ropo [lensa

15 OI'OY BIIO "Poccuiickuii rocyapCTBEHHBIM T'yMaHUTAPHbIN yHUBEpcUTET", Kadeapa
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nokymenToBenenus, kadenpa ACJIOY, ropog Mocksa

16 OI'bY "HayuHo-uccnenoBareabCKUil MHCTUTYT TPYJa U COUAIBHOTO CTpaxoBaHUs "
MuHucTepeTBa Tpy/1a U COLMaIbHON 3amuThl Poccuiickon @enepannu, ropox Mocksa
17 SIpociaBckasi TOProBO-MpOMBIIIIIEHHAS Majiata, ropoa Spociasib

*(1) OGmmepoccuiickuii kiaaccuGuKaTop 3aHATHH.

*(2) O6mepoccuiicknii kaaccu(ukaTop BUIOB SKOHOMUYECKOH EATETbHOCTH.

*(3) O6mepoccuiickuii Kiaccu@UKaTop CeNHaTbHOCTEN TT0 00pa30BaHUIO.

*(4) Ennuelii KBaIM(UKAMOHHBIA CIIPABOYHUK JOJDKHOCTEH PYKOBOAMTENEH, CHEIHUAINCTOB U

JIPYTUX CITYKaIUX.

*(5) Oomepoccuiickuii  knaccudukatop mpodeccuii paboumx, MTOJDKHOCTEH CIyKalmux |

Tapu(PHBIX pa3psIoB.
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