3apeructpuposaHo B MuHtocte Poccnm 2 nioHa 2015 r. N 37509

MWHUCTEPCTBO TPY/IA U COLIMAIbHOWM 3ALLUTbI POCCUMCKOM ®EAEPALUM

NMPUKA3
oT 6 mas 2015 r. N 276H

OB YTBEPXAEHUN NPOPECCUOHA/IbHOIO CTAHAAPTA
"CNELLMANNCT NO OPFTAHU3ALLMOHHOMY U AOKYMEHTALUMOHHOMY
OBECMNEYEHUIO YNPABJIEHUA OPTAHU3ALIUER"

B cootBeTctBMM € nyHKTOM 16 [paBun paspaboTKM, YTBEPKAEHUS U NPUMEHEHMUA
npodeccnoHanbHbIX CTaHAAPTOB, YTBEPXAEHHbIX MocTaHoBneHWem [lpaBuTenbctBa Poccuinckol
depepaunn ot 22 aHeapa 2013 r. N 23 (CobpaHue 3akoHogaTenbcTBa Poccuiickon ®egepaumm, 2013, N
4, cT. 293; 2014, N 39, cT1. 5266), nprKasbiBato:

YTBEPAUTD NpUaaraemblii NnpodeccnoHanbHbli cTaHaapT "Cneumannct No opraHM3aLMOHHOMY U
OOKYMeHTaLMOHHOMY obecneyeHunto ynpasaeHus opraHnsaumein”.

MuHucTp
M.A.TONWUNNH

YT1BEepKaeH

npmMkasom MuHUcTepcTBa Tpyaa
N COLMaNbHOM 3aLLUTbI
Poccuiickoin Pepepaumm

oT 6 maa 2015r. N 276H

NPO®ECCUOHA/bHbINA CTAHOAPT
CNEULMANUCT

no OPTAHU3ALMOHHOMY U AOKYMEHTALUMOHHOMY OBECNEYEHUIO
YNPABJ/IEHUA OPTAHU3ALIMEN
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PerncrpaumoHHbIn

Homep
|. Obwme cBeaeHUA
OpraHu3auMoHHOE M AOKYMEHTaLMOHHOEe obecnedyeHne ynpasaeHns opraHn3aumsamm 07.002
NobbIX opraHM3aLNMoHHO-NPaBOBbLIX GopMm
(HaumeHoBaHWe BuAaa npodeccMoHa bHOW AeATeNbHOCTH) Kopg,

OcHoBHa#sA uenb B1aa NnpodeccuoHanbHoM AeATeNbHOCTY:

Peanunsauma obecneumsarowmx GyHKLMI yNpaBneHUa opraHnsaLmen; BHegpeHne NyULmnx TEXHUYECKNX
pa3paboToOK M HOBEMNLINX TEXHOOrMIA B 0becneyeHune ynpaBaeHns opraHusaumen

lpynna 3aHATWIA:

2432 Bubnunotekapu, bubnmorpadsol, 3431 ALMUHUCTPATUBHO-
AOKYMeHTOBeAb! U CNEeLMANCTDI ynpaBaeHYeCKUI NnepcoHan
POACTBEHHbIX Npodeccuit

4222 CnyrKawme, 3aHATbIE NPUEMOM U - -
MHGOPMMPOBAHNEM NOCETUTENEN

(kop OK3 (HaMmeHoBaHMe) (kop OK3) (HaumeHoBaHue)
<1>)

OTHeceHue K Buaam 3KOHOMMYECKOM AeATENDbHOCTU!


consultantplus://offline/ref=12DACF862E957E638D439EB44300A283F618044673A92C4B6E737EF99491BEAAEB5566AB70BC7B39D0BF473CD9063C6CB0CB516680F8C12Di7ZCP
consultantplus://offline/ref=12DACF862E957E638D439EB44300A283F618044673A92C4B6E737EF99491BEAAEB5566AB70BC7E31DFBF473CD9063C6CB0CB516680F8C12Di7ZCP
consultantplus://offline/ref=12DACF862E957E638D439EB44300A283F618044673A92C4B6E737EF99491BEAAEB5566AB70BC7F32DABF473CD9063C6CB0CB516680F8C12Di7ZCP
consultantplus://offline/ref=12DACF862E957E638D439EB44300A283F618044673A92C4B6E737EF99491BEAAF9553EA772B46631DDAA116D9Fi5Z2P
consultantplus://offline/ref=12DACF862E957E638D439EB44300A283F618044673A92C4B6E737EF99491BEAAF9553EA772B46631DDAA116D9Fi5Z2P

82.1 [eATenbHoCTb aAMUHUCTPATUBHO-X03ANCTBEHHAA WU BCNOMOTaTe/IbHan AeATe/lbHOCTb Mo
obecneyeHnto GyHKLUMOHMPOBAHMSA OPraHMU3aLmm

82.3 [eAatenbHOCTb N0 opraHn3aunm KoHbepeHUnii U BbICTaBOK

(kop OKB3/ (HanmeHoBaHMe BMAA 3KOHOMMNYECKOWN AeATENbHOCTH)
<2>)

Il. OnncaHme TpyaoBbix GyHKLMIA, BXOSALLMX
B NpodeccnoHabHbIi cTaHaapT (pyHKLMOHANbHAA KapTa BUAa
npodeccnoHanbHON AeATENbHOCTH)

0O606LeHHbIe TpyAoBble GYHKLMMU Tpynosble GyHKLMMU
KOZ, HaMMeHoBaHMWe ypoOBeHb HaMMeHOBaHMe KoA, YpOBEHb
KBanudm (noayposeHb)
Kaumm KBannduKaLmm
A OpraHusaumoHHoe 3 Mpuem u pacnpegeneHue A/01.3 3
obecneyeHune TenepOHHbIX 3BOHKOB
heATenbHOCTH opraHu3auum
opraHu3auum
OpraHu3auma paboTbl ¢ A/02.3 3

noceTuTeNnAMM opraHmnsauunm

BbinosHeHue KoopauHupyowmx n | A/03.3 3
obecneunBatowmx GyHKUNUI

B JoKymeHTaumnmoHHOe 5 OpraHu3auma paboTbl ¢ B/01.4 5
obecneyeHune OOKYyMeHTamm
[eATeNbHOCTH
opraH13aLmm OpraHu3auma TekyLiero xpaHeHua | B/02.4 5
OOKYMEHTOB

OpraHu3auma 0bpaboTku gen ana B/03.4 5
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nocneayrowero XxpaHeHuaA

OpraHunsaunoHHoe,
AOKYMeHTaUMOHHOE U
nHOpPMaUMOHHOE
obecneyeHune
[eATeNbHOCTU
pyKkosoauTtens
OpraHuM3auuu

OkasaHne nomoLum
PYKOBOAMTENIO B MNJIAHMPOBAHUN
paboyero BpemeHmn

C/01.6

MnaHupoBaHue paboyero aHA
ceKpeTaps

C/02.6

OpraHusauma TenedoHHbIX
neperoBopoB PyKoBOAUTENA

C/03.6

OpraHu3aumsa KOMaHAMPOBOK
pyKkoBoauTens

C/04.6

OpraHusauyma paboTbl ¢
noceTUTeNns imMu B NPUEMHOM
pykosoauTens

C/05.6

OpraHusauus noaroToBKu,
npoBeaeHUA U 06CYKUBaAHUS
KOHpEpPEeHTHbIX MeEPONPUATUIN

C/06.6

OpraHusaums UcnosiHeHus
peleHuid, ocyLLecTBieHne
KOHTPOJISi UICMONTHEHWNA NOPYYEHMI
pyKkoBoauTens

C/07.6

OpraHusauma v noaaepKaHue
dyHKLUMOHanbHOro paboyero
NPOCTPaHCTBa NPUEMHOM U
KabuHeTa pyKoBoguTens

C/08.6

PaspaboTKa noKanbHbIX
HOPMaTMBHbIX aKTOB,

C/09.6




pernameHTUpyoWwmnx paboty
ceKpeTaps

CoctaBneHnue n opopmaeHume
ynpaBaeHYeCKON JOKYMEHTaL MK

C/10.6

OpraHusaums paboTbl ¢
AOKYMEHTaMM B MPUEMHOW
pyKkoBoauTens

C/11.6

OpraHunsauma xpaHeHuA
[OKYMEHTOB B NPUEMHOW
pyKkoBoauTtens

C/12.6

ObecneyeHune pykosoautens
nHpopmauuen

C/13.6

OpraHusauma MHGOPMALIMOHHOTO
B3aMMOZLENCTBUA PYKOBOAMUTENA C
noApasseneHuaMu u
AOJIKHOCTHBIMUW ANLAMU
opraHusauum

C/14.6

NHdopmaymoHHO-
aHa/INTMYECKan U
OpraHM3auMoHHO-
aAMUHUCTPATUBHAA
nopAepka
heATeNbHOCTH
pykoBoauTens
opraHu3auum

dopmmpoBaHme
MHGOPMALNOHHOIO
B3aMMOAENCTBUA PYKOBOAUTENA C
opraHusaumamm

D/01.6

AHanuns nHpopmauun
NoOAroToBKa MHGOPMALMOHHO-
aHaNUTUYECKUX MaTepmanos

D/02.6

OpraHusauma A4en0BbIX KOHTAaKTOB
M NPOTOKOJIbHbIX MePONpPUATUIA

D/03.6




OpraHusauma ucrnonHeHunsa | D/04.6 6
pelleHnit pykoBoauTensa

[Il. XapakTepncTuka 0606LWeHHbIX TPYAO0BbIX GYHKL MM

3.1. O606LwweHHas TpynoBasa GyHKLMA

OpraHu3aumoHHoe obecnevyeHne AesaTeIbHOCTU YpoBeHb
HavmeHoBaHue Kog A

OpraHuM3auuu KBanmduKkaumum
MpouncxoxaeHne

< . 3aMmCTBOBAHO U3
0bobueHHolM Tpygoson | OpurmHan X
opurnHana
OYHKUMM
Kog, PernctpaumnoHHbIin
opurMHana HoMep
nNpo¢deccnoHanbHOro
CTaHAapTa

Bo3MO»KHble HAMMEHOBAHMA
[ONKHOCTEM, npodeccuit

CeKpeTapb-agMUHUCTPATOP

TpeboBaHuA K
06pasoBaHuUIO 1
0byueHuto

CpepHee obuiee obpasoBaHue

MpodeccnoHanbHoe o0byyYeHMe - Nporpammbl NnpodeccuoHanbHoOM
noAroToBKM No npodeccmam paboymx, AOJKHOCTAM CAYKALLMX, NPOrPaMMbl
nepenoaroToBKM paboumx, CayKawmx, NPOrpaMmmbl NOBbILEHUSA
KBanbUKaLMm paboumx, CayxKaLmx

TpeboBaHMWSA K OMbITYy
NpPaKTUYecKon paboTsbl




Ocobble ycnoBus Aonycka
K paborte

Lpyrve xapakTepuctmkm

JononHuTtenbHble XapaKTepUCTUKN

HanmeHoBaHWe AOKYMeHTa Kog, HavmeHoBaHuMe 6a30B0W rpynmnbl, 4OAKHOCTM (Npodeccun)
WK cneumanbHOCTH
OK3 4222 CnyxKawme, 3aHATbIE NPUEMOM U MHGOPMUPOBAHMEM
nocetutenem
OKCO <3> 032001 [JoKymeHTOBeAeHMe N IOKYMEHTaALUUMOHHOe obecneyeHme
ynpasneHua
3.1.1. Tpyposasa GpyHKLMA
Mpuem u pacnpeneneHune TenedoHHbIX YpoBeHb
HanvmeHoBaHMe |3BOHKOB OpraHmM3aumu Kog A/01.3 |(nogyposeHb) 3
KBanuduKaumm
MpoucxoxaeHne 3aMMCTBOBAHO 13
P . A OpuruHan X
Tpy£oBoh GyHKLMMU opurMHana
Koa PernctpaumoHHbIn
opurnHana Homep
npodeccnoHanbHOro
CTaHZapTa

TpyaoBble aencrema NepeHanpasneHue

TenedoHHbIX 3BOHKOB PYKOBOACTBY M  COTPYAHWMKaM
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opraHunsauuun

Perncrpaums noctynarmouwmx TesiepOHHbIX 3BOHKOB

MonyyeHne Heobxoammon UHPoOpmaLMM W nepefava CaHKLUMOHMPOBAHHOWM
nHpopmaumm no Tenedony

Heobxoanmble ymeHUn

Mcnonb3oBaTb TEXHMYECKME W NPOrpamMmHble CpPeacTBa Ana NpoBedeHus
roN0COBOM MU BUAEO-KOHPEPEHL-CBA3K

Mcnonb3oBaTb cpeacTBa KOMMYHMKAUMOHHOM OPITEXHUKM ANA NOJYyYEeHUA U
nepeaayn nHbopmaLmm

Bect  yuyeTHble  peructpaumoHHble  ¢GOpMbl,  WMCMNOAb30BaTb WX  AAA
MHbOPMaLMOHHON paboTbl

YcTaHaBAMBaATb KOHTAKT ¢ cobecegHUKOM, NoAAEPKMBATb U Pa3BMBaTb AE/0BYIO
6eceay B npouecce TenedoHHbIX Neperosopos

Crna»kmsaTb KOHd)I'IVIKTHbIe n CNOXHble cUTyauum MeXTNYHOCTHOro
B3aMmodencTema

Cobnoaatb cnyKebHbl STUKET

Heobxoanmble 3HaHUA

dYHKUMK, 3a43a4M, CTPYKTYPA OPraHun3aLLmm, ee CBs3u

MpaBuna B3aMMOLEWNCTBMA C MAPTHEPAMM, KIMEHTaMM, CPeacTBaMM MaACCOBOWA
nHpopmaymm

3TuKa AenoBoro obLeHns

MpaBuna peyeBoro sTMkeTa

TpeboBaHMA oxpaHbl Tpyaa

MpaBuna 3awuTbl KOHOUAEHUMANBHOM cnyKebHON NHPopMaLMm




Apyrvie -
XapaKTePUCTUKU

3.1.2. Tpyposasa GpyHKUMA

OpraHunsauua paboTbl C OCeTUTENAMM YpoBeHb
HavmeHoBaHMe |opraHusauum Kog | A/02.3 |(nomypoBeHb) 3
KBanuduKaumm

MpoucxoxaeHune 3aMmCTBOBAHO U3
. OpuruHan X
Tpy#oson GyHKLMKU opurnHana

Kog, PernctpaumnoHHbIi
opurMHana HOoMep
nNpo¢deccnoHaNbHOro
CTaHAapTa

TpyaooBble geicteua | BcTpeuya nocetuTenel, NosyyeHne nepBUYHON MHPOPMAUMKM O NOCETUTENAX U
NMOMOLLb B OPraHU3aLMmM X NPUEMa PYKOBOAMTENEM U COTPYAHUKAMM

BeneHune KypPHana 3annmcu nocetutenemn

YyeT nocetuteneit n obopmaeHune Nponyckos

CopevicTBre onepaTMBHOMY PacCMOTPEHMIO MPOCLO M NpeaioKeHnin noceTuTenei

Mpvem ¥ nepefaya AOKYMEHTOB MOCETUTENEN PYKOBOACTBY M COTPYAHUKAM
opraHusauunm

OpraHusauus n 6poHMpPOBaHME NEPEroBOPHbIX KOMHAT

CepBupoBKa YaHoro (KodeliHoro) ctona B opuce




MpurotoBneHMeE HANUTKOB (Y4aii, Kode, NPOoXNaaUTebHbIE HANUTKK)

Heobxoaumble
yMeHUA

06buwaTbca ¢ NoceTUTEN MM

Ncnonb3oBaTb yCTaHOB/AEHHbIE MpPaBuaa M Npouenypbl KOMMYHUKaALMUN BHYTPU
opraHmMsauum

BecTu yyeTHble popMbl, MCMONL30BATb UX ANA paboTbl

Co34aBaTb NOMOKMTENbHbIN UMUK OpraHM3aLmnm

MpMHMMaTb Mepbl NO Pa3pPELLEHNI0 KOHPAMKTHBIX CUTYaL MU

MpuMmeHATb MHPOPMALLMOHHO-KOMMYHUKALMOHHbIE TEXHONOTUN

ObecneunBaTb KOHOUAEHLMANBHOCTb MHGOPMALMM

Heobxogumblie 3HaHWUA

MpaBuna opraHMsaumMm npuema nocetuTenei

Mpasuna aenosoro oblieHus

CTpyKTypa opraHuMsauumM W pacnpegeneHve QGyHKUMN mexay CTPYKTYPHbIMU
noApasgeneHnamm u cneumaanctamm

MpaBuaa opraHnsaumm npuemos B oduce

MpaBuna cepBUPOBKM YaiHoro (KodeiHoro) ctona

Mpasunna NpUroToBAEHUA U NOLAYN TOPAYNX HAMUTKOB U 3aKYCOK K HUM

3TuKa AenoBoro obLeHns

MpaBuna peyeBoro sTMkeTa

TpeboBaHWsA oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHPUAEHUMANBHON CAyXKebHON MHbOoPMaLUK




Apyrvie
XapaKTePUCTUKU

3.1.3. TpyaoBasa ¢yHKUMA

BbinosiHeHWEe KOOPAUHUPYIOLLMX U YpoBseHb
HanmeHoBaHMe |obecneunsatoimx GyHKLNN Kog | A/03.3 |(nomypoBeHb) 3
KBanuduKaumm

MpouncxoxaeHne
TpyAoBon GyHKUUM

3anmcTBOBaHO U3

OpuruHan X
opurMHana
Kog, PernctpaumnoHHbIi
opurMHana HOoMep
nNpo¢deccnoHaNbHOro
CTaHAapTa

TpyanoBble AencTeus

BeZieHue KypHana pasbe3foB paboTHUKOB OpraHu3aunm

KoopanHauma paboTbl KypbepoB v BOAUTEIE OpraHn3aumum

BefieHue KypHana pas3besfos KypbepoB OpraHmn3aLmMm U MapLipyToB BoauTenen

CocTaBneHue CMpaBKM O pasbesfax PaboOTHMKOB, KYpbepoB M MapLupyTax
BOAMTE/Ie OpraHn3aumm

Heobxogumble

CoctaBnATb U BECTH y4yeTHble JOKYMEHTbI

yMeHMA

MpUMeHATb cpeacTBa KOMMYHMKaLWUK 408 Nepeaayn NopyyYeHuin pykoBoauTensa v
COTPYAHWKOB OpraHnsaumm

MpumeHATb COBpeMeHHble cpeacTBa cbopa, 06paboTkM 1 nepegaun MHbopmaumn




OueHuBaTtb Pe3ynbTaTbl B paMKax NOCTAaB/IEHHbIX 3a4a4

OcyLLecTBAATb KOHTPOJIb UCMOTHEHMA NOPYYEHNI PYKOBOAMTENA COTPYLAHUKAMMU

Heobxoaumble 3HaHusA | [paBuaa peyeBoro sTUKeTa

3TuKa AeN0Boro obLeHNnn

TpeboBaHuMA oxpaHbl TpyAa

MpaBuna 3awmTbl KOHPUAEHLMANBHOW CNyXKebHOM MHbOoPMaLUK

CTpyKTypa opraHusaumu u pacnpegeneHve OyHKUMA MeXAy CTPYKTYPHbIMM
nogpasgeneHusamMmm n cnewmanmnctamm

dpyrue -
XapaKTepUCTMKM

3.2. O606LeHHas TpyaoBasa GyHKLMA

OKYMeHTaLMOHHOe obecneyeHne aeAaTesbHOCTH YpoBeHb
HavmeHoBaHue Aoky H A Kog B P
OpraHu3auuu KBanmdmKkaumum
MpouncxoxaeHne
- . 3aMmCTBOBAHO U3
06o6bueHHol Tpyaoson | OpurmHan X
opurnHana
bYHKLMU
Kogp, PerncrpaumoHHbIn
opurMHana HOoMep
NpodeccnoHaNbHOro
CTaHAapTa

Bo3MoOXKHble HaMeHOBaHMA ,ﬂ,enonpomssop,menb




[ONKHOCTEN, Npodeccuit

TpeboBaHuMA K 06pa3oBaHuUIO
n obyyeHuto

CpeaHee npodeccmoHanbHoe ob6pasoBaHMe - TPOrpammbl MOATOTOBKM
KBanMPUUMPOBaAHHbIX Ppaboumx, cayxaLmx

TpeboBaHuWA K ONbITY
NpaKTUYecKol paboTsbl

Ocobble ycnoBua gonycka K
paboTte

[pyrve xapakTepucTnkm

JononHuTenbHble XapakTepUCTUKK

HanmeHoBaHMe fOKYMeEHTA Kog HavmeHoBaHMe 6a30BOW rpynnbi, A4OMKHOCTM (Npodeccun) unm
CneuunasbHOCTU

OK3 3431 AAMWHUCTPATUBHO-YNPABAEHYECKUIA NepCoHan

EKC <4> - JDenonpoussogutens

oKnAgTp <5> 21299 Jenonpoussogutens

OKCO 032002 |[dokymeHTaumoHHoe obecneyeHune ynpaBaeHma n

apxuBoBegeHue
3.2.1. TpypoBana ¢yHKUMA
OpraHusaums paboTbl ¢ LOKYMEHTaMM YpoBeHb

HanmeHoBaHue

Kog | B/01.5 |(noaypoBeHb) 5
KBannpuKaumm
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MpoucxoxaeHune
TPYAOBOW GYHKLMMU

3anmcTBOBaHO U3

OpuruHan X
opurnHana
Kopg PerncrpaumoHHbIn
opurMHana HOoMep
npodeccnMoHanbHoro
CTaHAapTa

TpyanoBble AencTeus

Mprem 1 nepBrnYHan 06paboTKa BXOAALLMX AOKYMEHTOB

MpeaBapuTeIbHOE PACCMOTPEHUE M COPTUPOBKA AOKYMEHTOB Ha PErncTpmpyemble
N He permctTpupyemble

MoarotoBKa BXOJAWMX AOKYMEHTOB A1A PAaCCMOTPEHUA pyKOBogMUTeNeM

Perncrpauns BxoasaLmx 4OKYMEHTOB

OpFaHM3aLI,MFI AO0CTaBKMN AOKYMEHTOB UCMNOJTHUTENAM

BeaeHue 6a3bl AaHHbIX AOKYMEHTOB OpraHM3aLmum

BeaeHune MHGOPMaLMOHHO-CNPaBOYHON PaboTbl

O6paboTKa 1 OTNpaBKa UCXOAALMX LOKYMEHTOB

OpraHusauma paboTbl MO perncrpaumu, Yy4eTy, XpaHeHWo MW nepegade B
COOTBETCTBYIOWME  CTPYKTYpHble MOApa3geNeHna  AOKYMEHTOB  TEKyLLero
AenonponsBoacTea

KOHTpOJ’Ib MCNONTHEHNA AOKYMEHTOB B OpraHn3auunn

Heobxoammble
yMeHuA

PabotaTb CO BCel COBOKYMHOCTbIO MHPOPMALMUOHHO-A0KYMEHTALMOHHbIX
pecypcoB opraHM3auuu




MNMonb3oBaTbcs 6Hazamum AadHHbIX, B TOM YNCne ygaieHHbIMU

Monb3oBaTbCA CNPAaBOYHO-NPABOBbIMU CUCTEMAMM

Monb30BaTbCA aBTOMATU3UPOBAHHBIMW CUCTEMAMM YYeTa, PErUCTPaLMN, KOHTPOAA
M UHPOPMAUMOHHO-CNPABOYHBIMU CUCTEMAMM NpPU paboTe C AOKYMEHTaMU
opraHusauum

anMeHHTb coBpemMeHHble VIHd)OpMaLLVIOHHO-KOMMyHVIKaLI,VIOHHbIe TEXHONOTUN
Ans paboTbl C AOKYMEHTaMM, B TOM YMCAe ANS ee ONTMMM3ALUM U NOBbILLEHUS
apdeKTMBHOCTH

Heobxoanmble 3HaHUA

HOpMaTMBHbIe npasoBbleé aKTbl M HOPMATUBHO-METOAUYECKUNE OOKYMEHTHI,
onpegenaowime nopaaoK JOKYyMEHTAaUNOHHOIO obecneveHus ynpasaeHna

CTpyKTypa opraHM3aLmm, PyKOBOACTBO CTPYKTYPHbIX NOAPA3LeNeHNIA

COBpEMEHHbIe VIHd)OpMaLI,MOHHbIe TEXHO/I0TNN pa6OTbI C AOKYMEHTaMM

Mopsagok paboTbl ¢ LOKYMEHTaMMU

Cxembl AOKYyMmeHToo6opoTa

MNpasuna pa60TbI C BXxo4Aawnmmm, ncxogalwmmMmm M BHYTPEHHNMU AOKYMEHTaMU

I'Ipanma opraHnsaumm u d)OprI KOHTPO/A MUCNONHEHMA OOKYMEHTOB B
OopraHunsauuun

Tunosble CPOKN UCNOAHEHUA AOKYMEHTOB

MpuHLMNbI PaboTbl CO CPOKOBOM KapTOTEKOM

Ha3HayeHne 1 TeXHONOMMA TeKYLWEro 1 npeaynpeautesibHOro KOHTPoaA

I'Ipasmna COCTaB/1eHMA QaAHA/IMTUYHECKUX CMPaBOK MO OpraHusauunun pa6OTbI C
AOKYMEHTAMU U KOHTPOJIHO UCNONTHEHNA AOKYMEHTOB




I'Ipanma AOKYMEHTAUNOHHOIOo obecneyeHus AeATeNnbHOCTN OpraHn3auunmn

Buabl 4OKYMEHTOB, X Ha3HaYeHue

TpeboBaHuA, NpeabaBasieMble K JOKYMEHTaM B COOTBETCTBUM C HOPMATUBHbIMMU
aKTaMM U rocyapCTBEHHbIMM CTaHAAPTaMM

MpaBuna coctasneHna U opopmaeHua  MHOOPMALMOHHO-CNPABOYHBIX,
OPraHM3aLMOHHbBIX YPaBIEHYECKUX AOKYMEHTOB

MNpasuna co3gaHmA U BeaeHuA 6a3 AaHHbIX C}'IY)Ke6HbIX AOOKYMEHTOB B
opraHunsauunu

CucTeMbl 3N1EKTPOHHOMO A0KyMeHToo6opoTa

MpaBnaa M CPOKM OTNPABKM UCXOAALLMX OKYMEHTOB

TpeboBaHMA oXpaHbl TpyAa

Apyrve
XapaKTePUCTUKM

3.2.2. Tpyposasa GyHKUMA

OpraHu13auma TEKYLLLErO XpaHeHUsA YpoBeHb
HavmeHoBaHMe | AOKYMEHTOB Kog B/02.5 |(noayposeHb) 5
KBanuduKaumm
MpoucxoxaeHne 3aMMcTBOBaHO 13
P . A OpuruHan X mer
TpyAoBoi GyHKUNMK opurMHana
Koa PernctpaumoHHbIn
opuUrnHana HOMmep

npo¢deccuoHanbHOro



CTaHAapTa

TpyaoBble AencTemA

Pa3paboTka HOMeHKAATYpbl AeN OpraHM3auUK

MpoBepKa MNPaBUABbHOCTM OQPOPMAEHUA LOOKYMEHTOB WM OTMETKM 06 ux
ncnonHeHnn nepeg ux GopmMmMpoBaHMEM B €10 418 NOCNEAYIOWEro XpaHeHus

dopMynnpoBaHUe 3aro/IOBKOB ZieN U onpeaeneHne CPOKOB UX XpaHeHWs

dopmuposaHue aen

KOHTPONb NPaBUNbHOrO M CBOEBPEMEHHOrO pacnpefeneHna u NoAWUBKM
[OKYMEHTOB B Aena

HeobxoamMmble ymeHus

OpraHu30BbIBaTb PaboTy Mo y4eTy, XpaHEeHUIO M nepegade B COOTBETCTBYlOLLEE
CTPYKTYpHOE noAapasgeneHne AOKYMEHTOB TEKYLLEro A4eN0NPOM3BOACTBA

OcywectBnATb  METOAMYECKOE  PYKOBOACTBO  AE/I0NpPOM3BOACTBOM B
OpraHM3aLmm, KOHTPOANPOBATL NPaBuIbHOE GOPMUPOBAHME, XPAaHEHNE U Caady
[en B apxus

PaspabatbiBaTb HOMEHKNATYPY AN CTPYKTYPHOrO noApasaeneHns

Mcnonb3oBaTb HOMEHKAATYpy Aen MNPy U3yYeHUM CTPYKTYPbl OpraHusauum,
COCTaB/IEHUWN ONUcen aen

OpraHusoBbiBaTb pabory no ¢GopmMuMpoBaHMIO [Aen B COOTBETCTBUM C
YTBEPKAEHHON HOMEHKNATYPOM Aen opraHM3aLmm

MpaBuabHO M cBOEBPEMEHHO GOPMMPOBATb AOKYMEHTbI B A€/1a C YYETOM WX
cneundmkm

CucTeMaTM3npOBaTh AOKYMEHTbI BHYTPU Aena

Ob6ecneunBatb COXPaHHOCTb U 3alLNTY AOKYMEHTOB OpraHn3auunm




anMEHﬂTb MH(I)OpMaLI,MOHHO-KOMMYHMKaLI,MOHHbIe TeXHONOrMKN ONnA pa6OTbI C
AOKYMEHTaMU

Heobxoaumble 3HaHUA

HopmaTmBHble NpaBoOBble aKTbl, HOPMATUBHO-METOAMYECKME AOKYMEHTHI,
rocyapcTBeHHble CTaHAapTbl, onpeaenstolme nopAanoK OAOKYMEHTALMOHHOIO
obecneyeHns ynpasneHus

Buabl HOMeHKnaTyp, obuwme TpeboBaHMA K HOMEHKNAType, MeToAMKa ee
COCTaBNEHUA N opopMIeHUA

MpaBuna cornacoBaHUA HOMEHKAATYpbl A/l C BEAOMCTBEHHbIMU apXMBAMU U
3KCNEepTHOM Komuccuen

Mopagok ¢opmupoBaHma u odopmneHuna gen, cneunduka GopmupoBaHUA
OTAENbHbIX KaTeropui aen

Mpasuna xpaHeHUsA A, B TOM YMCE C AOKYMEHTaMM OrpaHNYeHHOro AocTyna

Mpasuna BblAa4Yn U NCNONb30BAHNA AOKYMEHTOB 13 Cd)OpMMpOBaHHbIX aen

TpeboBaHMA OXpaHbl TPyAa

Opyrue
XapaKTepPUCTMKM




3.2.3. TpypoBasa ¢pyHKLMA

OpraHuszauma 06paboTku gen ana YpoBeHb
HavmeHoBaHMe |nocnepyroLlero xpaHeHma Koa B/03.5 |(noaypoBeHb) 5
KBaIMpUKaLmnm

MpouncxoxaeHne
Tpy£oBoM GyHKLMMU

3anMmCcTBOBAHO M3

OpuruHan X
OopurMHana
Koa PerncrpaumoHHbIN
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

MpoBepKa CPOKOB XPaHEHUs [AOKYMEHTOB, COCTaB/ieHWE NPOTOKosa pPaboTbl
SKCMNEepTHOM KOMMCCUM MO MNOArOTOBKE [OOKYMEHTOB K XPaHEeHWIo, akTa o
BblAENEHMMN K YHUUTOXKEHUIO OKYMEHTOB, HE MOANEKALLMUX XPAHEHWNIO

CocraBneHue BHyTPEHHeVI onucun gen gnAa ocobo LEeHHbIX AOKYMEHTOB

Od)OpMﬂeHMG Aen NnoCToAHHOro, 40/roBpeMeHHOIro CpPOKOB XpaHeHUA

Od)OpMﬂeHMG 06.10KKH Aen NoCToAHHOro, 4o0NroBpeMeHHOro CpokoB XxpaHeHUA

CocTaBneHune onucu gen nocToaHHOrO, A0NToBpPEMEHHOIO CPOKOB XpaHeHUA

MNepenaya aen 8 apxms OpraHn3aumm

Heobxogumble
ymeHun

MNonb3osaTbeA nepeyHAMn  OOKYMEHTOB W aHa/IM3UPOBATb q)aKTM‘-IeCKOG
cogepraHnme mmerwnxca B Aene AOAOKYMEHTOB MNpu onpegeneHnMmn CpoKoB UX
XpPaHEeHUA




OdopMnATb LOKYMEHTbI SKCMEePTHOW KOMUCCUU

OdopmnaTb 0BA0XKKM AeN MOCTOAHHOTO M BPEMEHHOTO CPOKOB XpaHeHua B
COOTBETCTBUM C TPeBOBaHUAMM rOCYAaPCTBEHHbIX CTaHAAPTOB

Mpon3BoamTb XPOHONOMMYECKN-CTPYKTYPHYIO CUCTEMaTm3auumio aen

OcyLLecTBAATb TEXHUYECKYIO 06paboTKy 1 NosHoe opopmaeHne Aen NoCTOAHHOTO
N BPEMEHHOro CPOKOB XpaHeHMs

CocTtaBnATb ONUCb Aen MNOCTOAHHOroO W BPEMEHHOIO CPOKOB XpaHeHUA B
COOTBETCTBUMN C AEﬁCTByIOLLI,MMM HOPMAaTUBHO-MeTOAN4YECKUMU AOKYMEHTAMU

MNpumeHATb MHGOPMALNOHHO-KOMMYHUKALMOHHbIE TEXHONOrMKM ana pabotbl ¢
OOKYMEeHTaMum

Heobxoanmble 3HaHUA

HopmaTuBHble NpaBoOBble aKTbl, HOPMATUBHO-METOAUYECKUE  OOKYMEHThI,
rocygapcCrtBeHHble CTaHOaQpPTbl, onpeaenarowme nopAaoK AOKYMEHTALMOHHOIO
obecneveHus ynpasaeHna

Kputepun pasgeneHva JOKYMEHTOB Ha rpynnbl B COOTBETCTBUM C LE€HHOCTbIO
MHbOPMaLUK, coaepKaLLLEeNca B HUX

MopAaoK UCNONb30BaHMA TUNOBbLIX WU BEAOMCTBEHHbIX nepequﬁ OOKYMEHTOB,
onpeageneHnA CpPoKoB XpaHeEHNA B nNpouecce sKCnepTu3sbl LLEHHOCTU AOKYMEHTOB

I'Iopﬂ,u,or( CO34aHuA, OpraHn3aunn n OOKYMEHTUPOBAHUA pa60TbI 3KCFIepTHOl7I
KOMUCCnun

MpaBunna cocTaBneHUA N YTBEPHKAEHMA NPOTOKONA pa60Tb| 9KCI'IepTHOl‘;1 KoOmuccmum

MpaBuna COCTaBNEHUA W YTBEPNKAEHUA aKTa O BblAENEHUN [OOKYMEHTOB, He
nognexalwmx xpaHeHno

MpaBnna TexHnyeckon o0bpaboTkn n nonHoro odopmaeHUsa Aen NOCTOAHHOTO U
BPEMEHHOr0 CPOKOB XPaHEeHMs




npaBMﬂaCOCTaBHEHMHOHMCMAeﬂﬂOCTOﬂHHOK)MBPEMEHHOFOCPOKOBXpaHeHMﬂB
COOTBETCTBUU C ,D,EVICTBYIOU.LMMM HOPMAaTUBHO-MeTOANYECKUMU AOKYMEHTAMU

MpaBuna nepeaayn Aen B apxms opraHn3aLmm

TpeboBaHWA oxpaHbl Tpyaa

Apyrvie -
XapaKTepUCTUKn

3.3. O606LweHHas TpyaoBasa GyHKLMA

OpraHu3aunoHHOe, AOKYMEHTALMOHHOE 1 VDoBEHb
HanmeHoBaHMe |uHbOpMaUMOHHOE obecrnevyeHne AesTelbHOCTH Kog C Ksanmd)mxaumm

pyKOBOAMTENA OpraHU3aLmm
MpoucxoxaeHue

o o 3anmcTBOBaHO U3
0606weHHolM Tpygoson | OpurmHan X
opurMHana
bYHKLMK
Kogp, PerncrpaumoHHbIN
OopuUrnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

BO3MoOXHble HaMeHOBaHMA CeKkpeTapb pykosoautens

[ONMKHOCTEM, npodeccui

TpeboBaHuMA K 06pa3oBaHuio | Bbicluee obpa3oBaHue - bakanaBpuaTt uam
1 0byyeHuto CpeaHee npodeccrmoHanbHoe ob6pa3oBaHMe - TPOrpammbl NOAFOTOBKM
CNeLmanncToB cpegHero 3BeHa




JononHutenbHoe I'IpOd)eCCVIOHafIbHOE o6pa303aHme

TpeboBaHuA K ONbITY
npaKkTU4eckom paboTbl

He meHee aByx /IeT BbINOAHEHUA PabOT NO OpraHM3aUNMOHHOMY U
AOKYMeHTaLMOHHOMY obecneyeHunto AeaTe/lbHOCTU PYKOBOAUTENS
opraHmMsauuu npu cpeaHem npodeccnoHaibHOM obpas3oBaHMm

Ocobble ycnoBmA AoMNycKa K
pabote

Lpyrve xapakTepuctmkm

JononHuTtenbHble XapaKTepUCTUKK

HanmeHoBaHMe fOKyMeHTa Kog, HavmeHoBaHMe 6a30B0W rpynnbl, 4OJKHOCTM (Npodeccun)
WK CneLmanbHOCTH
OK3 2432 Bubnnotekapu, 6ubnmorpadnbl, LOKyMmeHTOBEAbI U
cneumanncTbl PoacTBEHHbIX Npodeccuit
EKC - CekpeTapb pyKkosoantens
oKnAaTp 26341 CekpeTapb pykosoautena
OKCO 032001 JoKymeHTOBeAeHME N NOKYMEHTaLMOHHOe obecrneyeHume
ynpasaeHua
032002 JoKymeHTaLMOHHOe obecneyeHne ynpasaeHua u
apxuBoBegeHue

3.3.1. TpyaoBasa ¢yHKUMA

HanmeHoBaHue

OKasaHue NOMOLLM PYKOBOAUTENIO B
naaHUpoBaHMM paboyero BpemeHu

YpoBeHb

Koa | C/01.6 (noayposeHb)
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KBa/IMPUKaLmnm D

MpoucxoxaeHune
Tpy£oBoh GyHKLMMU

3anmcTBOBaHO U3

OpuruHan X
opurnHana
Kog, PernctpaumoHHbIin
opurMHana HOoMep
npodeccnoHanbHOro
CTaHAapTa

TpyaoBble gencTemn

Bbibop ¢dopmbl nNaaHMpoBaHMA U odpopmaeHWe NAAHMPOBLLMKA (opraHalisepa)
pyKkoBoguTtens

BHeceHMe MHPOPMaLMM B NNAHNPOBLUMK (OpraHaiisep)

CornacoBaHue ¢ pykoBoautesiem BpemMeHHbIX NJ1aHOB

CornacoBaHue TenedpOHHbIX NEPEroBOPOB, BCTPEY M MEPONPUATUIA C NapTHEPaMMU,
KAMEHTaMM, PYKOBOAUTENAMM NOAPASAENEHUI U COTPYAHUKAMM

NHpOopMMpPOBaHME PYKOBOAMTENA O PeriameHTe HaMeUYeHHbIX MeponpUATUiA

MpegynpexaeHue o NPUBANKEHUN BPEMEHN HAMEYEHHbIX MEPONPUATUIA

dopmunpoBaHUe pesepBa BPEMEHU AJ1A HEMPEABULEHHbIX CUTYaLLMIA

Heobxoanmble ymeHUn

YcTaHaBAnBaTh Lenun, onpenenatb nepapxmio u,enel‘/i

Onpefenatb NPUOPUTETHOCTb U OYEPESHOCTb BbIMOJHEHUS PAbOT U 3dpPEKTUBHO
pacnpeaenatb paboyee Bpems

OKasblBaTb NOMOLLb PYKOBOAUTENIO B pacnpeneneHum ero paboyero BpemeHm

BblbMpaTh ONTMMasbHble cnocobbl MHOOPMMPOBAHUA NAPTHEPOB, KAMEHTOB,




nocetTutenen, pykosoguTenein nogpasgeneHnii U CoTpYAHUKOB O NAaHUPYEMbIX
MEepPONpPUATUAX

ObecneuymBaTb MHGOPMALIMOHHYIO 6€30MaCcHOCTb AeATENbHOCTU OpraHn3aunm

Heobxoaumble 3HaHuA | CneunduKa OCHOBHOM AeATENbHOCTN OpraHmu3aumnm

OCHOBbI aAMMHUCTPATUBHOIO NPaBa U TPYAOBOro 3aKoHOAaTeNbCcTBa Poccuitckoi
depepaunu

PykoBoaALLMIA cOCTaB OpraHu3aLmm 1 ee nogpasgeneHui

CDyHKLI,MVI CaMOMeHEOXMEHTA

MocTaHoBKa uenem

Mpasuna nposegeHUA AeN0BbIX Neperosopos

TpeboBaHMA OXpaHbl TpyAa

dpyrue -
XapaKTepUCTMKM

3.3.2. TpypoBana ¢yHKUMA

MnaHMpoBaHue paboyero gHA cekpeTapa YpoBeHb
HanmeHoBaHue Koa | C/02.6 |(nomyposeHb)
KBannpuKaumm
I‘Ipomcxoz«,u,eHme OpuryHan X 3aMMCTBOBaHO U3
TpyaoBon GyHKLMMU opurnHana
Koa PernctpaumoHHbIn

opurMHana Homep



npo¢deccnoHanbHOro
cTaHZapTa

TpyaoBble AencTBmA

Bbibop 1 obopmneHne nNaHNPOBLLMKA CEKpeTaps

BeaeHune AHEBHMKA (Ha 3NEKTPOHHOM U/nan BymaxkHOM HocuTene)

CornacoBaHuve NAaHOB C NJaHaMK U CPOKamMM PaboTbl pyKoBOAMTENS

PacnpeaeneHune paboyero BpemeHu (Ha AeHb, HeAeNto, NepcneKkTusay)

NepeHeceHMe HEBbINOJIHEHHbIX 3aN1aHNPOBAHHbIX 33434

BbinoAHEHWE TUNUYHbIX exxeaHeBHbIX aen

Heobxoanmble ymeHUn

BblbMpaTb N 0GOPMAATL MNAHNPOBLLMK

BHOCMTb M OTCNexMBaTb MHGOPMAaLMIO HA 3SNEKTPOHHOM W/UAN ByMarKHOM
HocuTene

PaccTaBnAatb npuopuTeThl, BblAENATb BaXKHOE N CPOYHOE

BbIbupaTb ONTUMANbHbIN PUTM PaboThbl

AHaNM3NpoBaTb NPUYNHbBI HEBbLIMNONHEHWUA 33434

anMEHﬂTb I/IH(bOpMaLI,VIOHHO-KOMMYHVIKaLI,MOHHbIe TEXHOI0TUN

Heobxoanmble 3HaHNA

OcobeHHOCTU O0POpPMAEHMA MNAAHUPOBLUMKA (Ha 3/MEKTPOHHOM U BymMarkHOM
HoCUTensx)

OcCHOBbI yNpaBieHUs BpeMeHem

Apyrue
XapaKTepuUCTUKK




3.3.3. TpyaoBasa ¢pyHKUMA

OpraHu3auma TenedoHHbIX MEPErOBOPOB YpoBeHb
HaumeHoBaHMe |pykoBoguTensa Koa C/03.6 |(noaypoBeHb)
KBa/IMPUKaLmnm

MpouncxoxaeHne 3aMMCTBOBAHO M3
o OpuruHan X
Tpy£oBoM GyHKLMMU opurMHana

Kog, PermcrpaumoHHbIi
opuruHana Homep
npodeccnoHanbHoOro
cTaHaapTa

TpyaoBble aencTena BepeHue 6a3bl TenedpoHHbIX KOHTAKTOB PyKOBOAMTENA

CoeanHeHue pyrkoBoaAUTENA C KOHKPETHbIMU aboHeHTamu

MoAroToBKa Matepuanos A4ns TenedoHHbIX NeperoBopoB pyKoBoAnUTeNs

Perncrpauua noctynatowmx B NPUEMHYIO Tene¢OHHbIX 3BOHKOB

MepeHanpaBneHWe  OTAENbHbIX  TenepOHHbIX  3BOHKOB  3aMeCTUTENAM
pyKOBOAMTENS, APYTMM COTPYAHMKAM

MonyyeHne HeobxogMmon uHPOpMALMM M Nepesaya CaHKLMOHMPOBAHHOWM
nHpopmaumm no Tenedony

YCTaHOBNEHME KOHTaKTa ¢ cobecefHUKOM, NogaeprKaHue u pasButue LenoBoi
6eceapl B npouecce TesiepOHHbIX NEPEroBOPOB

OKasaHMe NoOMOLLUY PYKOBOAUTENIO NPW OPraHU3aLmMm 1 NpoBeaeHUn TeniepoHHbIX
neperoBopoB N BUAEOKOHPePEHL U




Heobxoanmble ymeHUn

Bectu M wucnonb3oBatb B paboTe 6a3y f[aHHbIX TeNepOHHbIX KOHTAKTOB
pyKkoBoauTeNs

Mcnonb3oBaTb cpeactBa KOMMYHMKALMOHHON OPITEXHUMKU [N MNONYYEHUA U
nepeaadn nHpopmaumm

BecTM  yuyeTHble  perncTpaumMoHHble  GOpMbl,  UCMOAb30BaTb WX  ANA
MHPOPMaLMOHHOM paboTbl M pPaboTbl MO KOHTPOAKD WCMNONHEHWUA pPeLueHUi
pyKkoBoauTens

Crna»kmeatb KOHPAMKTHbBIE N CNOXKHbIE CUTYALLUMN MEXKANYHOCTHOTO 06LWEeHNA

Mcnonb3oBaTb TEXHUYECKME W nporpammHblie cpeactBa ANnA npoBeaeHuA
ro/10COBOM MAN BVI,CI,GO-KOHd)EpEHLI,-CBFBM

ObecneunBatb MHPOPMaALMOHHYIO 6E€30MNaCHOCTb AeATe/IbHOCTU OpPraHM3aLmnn

Cobnoaatb cny»KebHblii STUKET

Heobxogumble 3HaHUSA

TenedoHHbIe KOHTAKTbl pyKOBOAUTENA

CDYHKU,MM, 3a4a4u, CTPYKTypa OpraHun3aumm, ee CBA3N NO BEPTUKaAN U
roOpun3oHTaNn

MpaBuna B3aMMOZEMNCTBUA C MapPTHEPAMM, KAMEHTaMW, CpeAcTBaMM MacCOBOM
nHbopmaumm

Mpasunna nogaepaHua n pasBUTUA MEKANYHOCTHbIX OTHOLWEHUI

I'Ipanma npoeeaeHnA enoBbiX NEPEroBopos

MpaBuna 3awmTbl KOHPUAEHUMaANbHON MHPOPMaLUM

TpeboBaHMA oxpaHbl Tpyaa

Apyrvie




XapPaKTePUCTUKN

3.3.4. Tpyposasa GyHKLMA

HanmeHoBaHue

OpraHu13auma KomaHAMPOBOK PyKoBoOAMTENA YpoBeHb

Kog | C/04.6 |(nomypoBeHb)
KBanuduKaumm

MpouncxoxaeHne
TpyAoBon GyHKUUM

3anmcTBOBaHO U3

OpuruHan X
opurnHana

Kog, PernctpaumnoHHbIi
opurMHana HoMep
nNpo¢deccnoHabHOro
CTaHAapTa

TpyanoBble AencTeus

MoaroToBKa npoekKTa C!'IY)Ke6HOI'O 3a4aHnA pykoBoauTena

MoAroToBKa NPOEKTa NpPUKasa o CNyKebHOW KOMaHANPOBKe

BbinMCcKa KOMaHAMPOBOYHOTO YAOCTOBEPEHMA W €ero pernctpauus npu
HeobxoamMmocTun

Moarotoska AOKYMEHTOB Ha nosy4yeHune Bn3bl, 3arpaHN4YHOro nacnopTa

3akKas KenesHoAO0POXKHbIX n aBMa6VI}'IETOB, roCTnHUU, TPaHCNOPTHOTO
obecneveHus pyrkoBoauTenA

OdopmneHre nporpammbl MNOE3AKM, YTOUYHEHWe OocobeHHOCTe MNpPOTOKoNa
NAaHMPYEMbIX MEPONPUATUIA

MoArotoBKa AOKYMEHTOB K Noe3Ke pyKoBOAUTENSA




YTOYHEHUe AaThl, AOMKHOCTEN, bamMuaunii B TporpaMmme KOMaHAUPOBKU

MpopaboTKa maplupyTa PyKoBOAMTENS, YBA3KA €ro C pacnmucaHMem TpaHcnopTta

O6paboTka maTepnanos KOMaHAMPOBKKN, 0GOPMIEHNE OTYETE O KOMaHAMPOBKE

Heobxogumble
ymeHua

OdopmnaTb aBaHCOBbIE OTYETHI PYKOBOAMTENA

OpraHM30BbIBaTb BCTPEYM PYKOBOAMTENA C MPUHNMALOLLLEI CTOPOHOM

OdopMNATb KOMaHANPOBOYHbIE AOKYMEHTbI

O6pabatbiBaTbh AOKYMEHTbI M MaTepMabl N0 pe3y/bTaTamM Noe3aKM PyKoBoauTens

Ob6ecneunBaTb paboTy oduca BO Bpems OTCYTCTBUA PYKOBOAMUTENA

MpumeHsTb cnocobbl 4e10BOro 06LLeHMs

Mcnonb3oBaTb cpeacTBa KOMMYHUKaLUK ANA obecnevyeHuns B3aMMOAEI‘;1CTBMF| C
pyKoBoaAUTENEM BO BpeEMA €ro AeﬂOBOVI noesaxkun

Heobxogumble 3HaHUSA

MopsagoK NoAroTOBKM M NPOBEAEHMA KOMaHANPOBOK

Mopanok Od)OpMﬂeHMFI AOOKYMEHTOB AN1A KOMAaHAONPOBKU U OTYHETHbLIX JOKYMEHTOB
No KOMaHAOUPOBKE pykoBoauTena

[enoBoi npoToKon

3TUKa AeN0BOro 0bLeHNs

Apyrvie
XapPaKTePUCTUKU

3.3.5. TpygoBasa GpyHKUMA

HanmeHoBaHMe |OpraHu3saums paboTbl C NOCETUTENSMM B Kog C/05.6 |YposeHb B




npuemMHon pykosoguTens (noayposeHb)

MpoucxoxaeHue
Tpy£oBoM GyHKLMMU

KBa/IMPUKaLmnm
3anmcTBOBaHO U3
OpuruHan X
opurMHana
Kog, PerncrpaumoHHbIN
opurnHana HOMep
npodeccnMoHanbHOro
CTaHZapTa

TpyaoBble aencTens

OpraHu13aums IMYHOro npruema noceTmTesIen pykosoamTesem

YcTaHoBAeHWe nopagKa npuema Ana pasanyHbIX KaTeFOle‘a nocetTutenemn

BepeHue KypHana npeasapuTeibHOM 3anmMcK Ha npuem

Perncrpauusa nocetTutenemn

Cogaeincteme onepaTMBHOMY PAaCCMOTPEHMUIO NPOCLD M NpeasioKeHU NnoceTuTenem
W COTPYAHWKOB OpraHn3aumm

OpraHu13aums npMema 4enosbix NapTHEPOB B opuce

OpraHusauus obcayKMBaHWUA PYKOBOAMUTENA U €ro Ae/I0BbIX NapTHEPOB B oduce

CepBupoBKa YanHoro (KodeliHoro) ctona B opuce

MpUHATME Mep MO COXPAaHEHWI0O KOMMEPYECKOM TaliHbl B XoA4e npuvema
noceTUTeNnen N X HaxoXAeHWsA B NPUEeMHOMN U KabuHeTe pyKoBoauTeNs

Heobxoanmble
yMeHuA

OpFaHM3OBbIBaTb M obecneymBaTh IMYHbIE KOHTAKTbI pykoBoauTena

Ynpasnatb KOHPANKTaMun




YUnTbIBaTb MNCUXONOTMYECKME OCOBEHHOCTM NMYHOCTM NPU Pas3MYHBIX BUAAX
npodeccuoHanbHOro obLeHnn

Mcnonb3oBaTb YCTaHOB/EHHbIE MpaBuaa M Npouenypbl KOMMYHUKaLMUN BHYTPU
OpraHuM3auum

BecTM  y4yeTHble  perucTpauuoHHble  GopmMbl,  WMCNOAb30BaTb  MX  AAA
MHPOPMaLMOHHONM paboTbl M paboTbl MO KOHTPOMIO WUCMOJAHEHUA pPeLleHui
pyKkoBoauTens

Co34aBaTb NOMOKMUTENbHbIN UMUK OpraHM3aLmnm

MpMHMMaTb Mepbl NO Pa3PELLEHNI0 KOHPIMKTHBIX CUTYaLUIA

MprmeHATb MHGOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHO0TUK

ObecneunBaTb KOHOMAEHUMANBHOCTb B MPUEMHOM M KabuHeTe pyKoBOAMTENA,
COXPaHATb KOHOUAEHUMANbHYIO MHPOPMaLMIO B TaliHe

Heobxogumble 3HaHUSA

MpaBuna opraHMsaumMm npuema nocetuTenei

Mpasuna aenosoro oblieHUs

Mpasunna peyeBoro aTMKeTa

MpaBuna yCTaHOBNAEHWS KOHTaKTa, NOAAEP!KAHMA U PA3BUTUS MEKANYHOCTHbIX
OTHOLLEHUM

CTpyKTypa opraHusaumm u pacnpegeneHme ¢yHKUMIA Mexay CTPYKTYPHbIMM
noApasaeseHnaMu 1 cneLuanncTamm

MpaBuaa opraHnsaumm npuemos B oduce

DTUKET U OCHOBbI mMeXAyHapoaHOro NPoOTOKO/1a

MNpaBnna cepBMPOBKM YaitHOro (KodeliHoro) ctona




I'IpaBmla NpUroToBaeHNA N NoAa4Yn ropAYNX HANMUTKOB U 3aKYCOK K HUM

MpaBuna 3awWwmTbl KOHPUAEHUMANBHOMN CAyXKebHON MHbOoPMaLUK

Apyrve -
XapaKTepuUCTUKK

3.3.6. TpypoBasa GpyHKUMA

OpraHu3zauma NoAroToBKMW, NpoBeaeHuA U YpoBeHb
HanmeHoBaHMe |o06cnysKMBaHMA KOHbepeHTHbIX meponpuatin | Kog | C/06.6 |(noamyposeHsb)
KBanuduKaumm
MpoucxoxaeHue 3aMMCTBOBaHO U3
P . A OpuruHan X
TpyaoBoi GyHKUMK opurnHana
Kopg PernctpaumnoHHbIi
opuruHana HoMep
Npo¢deccnMoHabHOro
CTaHAapTa

Tpynosble ,CI,EVICTBVIH MoaroToBKa NOBECTKU AHA MeponpuATUA

OdopmneHre cnmncKa y4acTHUKOB MeponpuaTUs

NHPopMMpPOBaHME YYACTHMKOB O HaMEYaloWeMCa MeponpuATUM U YCNOBMAX
yyactua

Bbibop mecTa 1 BpemeHW NpoBeseHUs MeponpuaTms

MoAroToBKa NpeABapuTeNbHON CMETbl PacxoaoB

Paccoblnka I'IpVIFﬂaLUEHVIﬁ noarsepanBLIMM y4aCTtue B MeponpmuaTmumn




C6op TEKCTOB A0K/1aA0B N MPOEKTOB UTOTOBbIX AOKYMEHTOB Y 4OKN1aA4YNKOB

Paccolnika  MHOOPMAULMOHHBIX  MATEPUANIOB  YY4aCTHMKAM  KOHepeHTHOro
MeponpuATUsA

CocTaBneHmne ABOYHbIX IMCTOB M CMINCKA perncrpauymnm y4aCtTHMKOB MeEPONpPUATUA

3aKynKa KaHLeNApCKMX TOBapoOB U NPOAYKTOB Ans obecneyeHuns Kode-nays

PelleHne BONPOCOB TEXHUYECKOrO OCHALLEHUA MEePONpPUATUA

Momolb B NOArOTOBKe A0OK/Aa4a pyKoBoAUTeNA, Npe3eHTaLMOHHbIX MaTepuasios

OpraHusauma NoAroToBKU Npes3nanyma u paboumx MmecTt y4aCTHUKOB

OpraHu13auma BCTPEYM 1 PErMCcTPaLMa Y4aCTHUKOB MEPONPUATUA

BepeHune npoTokona meponpuatuA

OpraHu13aums cepBUCHOTO 06CNyKMBaHMA BO BpemMa Kode-nays

OpraHmsauma  KyabTypHO-MAcCOBbIX — MEPONpPUATUIA,  TPAHCMOPTHOMO W
roCTUHUYHOro obecneyeHus

Heobxoanmble ymeHUn

OpraHv3oBbIBaTb  MPOLECC MOAFOTOBKM K NPOBEAEHWI0  KOHdEepeHTHOoro
MeponpuATUA MHAMBKUAYANbHO U B COCTaBe paboyel rpynnbl

JOKyMeHTMpPOBaTb pasHble 3Tanbl MNpoueaypbl MOATOTOBKM WM NpOBeAeHus
KOHpEPEHTHOTro MeponpuUATUA

MepesaBaTb  WHPOpPMaUMIO,  AOKYMEHTbl M MaTepuanbl  y4acTHUKaMm
KOHdEepeHTHOro MeponpuaTmua

MoarotasnuneaTh U 060pyA0BaTb CTON Npe3nanyma U paboune mecta y4acTHUKOB
coBelllaHus (3acepaHunsn)

CepBupoBaThb YaliHbll (KOdelHbIi) CTON BO Bpema npoBeaeHus Kode-nays




CO6III-O,D,aTb npasuaa 4eN0OBOro aTMKeTa 1 NPOTOKO/1a

MopanepmMBaTb MMUANK OpraHU3aLnm

Co3paBaTbh MMUAXK CEKpPEeTaps, COOTBETCTBYIOLLMIA MUAMKY OpraHm3aumm

Pabotatb Cc uWHboOpmauMen, aHaNM3MpPOBaTb W NPEACTaBNATbL ee B
CMCTEMATM3NPOBAHHOM BUAE

ObecneunBaTtb 6€30MaCHOCTb AEATENBHOCTU OpraHM3aLum

MpumeHATb MHd)OpMaLI,VIOHHO-KOMMYHMKaLI,MOHHbIe TEXHO/IOTUN

ObecneunBaTb KOMPOPT Y4aCTHUKOB KOHPEPEHTHOrO MeponpUATUA, NOMOraTb B
BOMPOCAax MNPOXKMBaAHWUA, TPAHCNOPTHOrO obecneyeHms

Heobxoanmble 3HaHUA

KomnaeKkc opraHU3auMOHHO-TEXHUYECKNX MepOI'IpMFITMﬁ no noarotoske w
nposeaeHMto COBELLl,aHMVI M Neperosopos, B TOM HnUcne mexXayHapogHbix

MpaBuna BegeHUA, NOLMOTOBKU M 0GOPMAEHUA NPOTOKOIA U APYIMX SOKYMEHTOB,
co3/aBaeMbix B MPOLECCe NOATOTOBKM KOHPEPEeHTHOrO MeponpuATUs

CoctaBneHune cmeTbl pacxonos

OcHoBbI HanNUcaHuA peqeﬁ M AO0KNaa0B pykoBoauUTenAa

MpaBuna ycTaHOBNAEHUS KOHTaKTa, NOAAEP!KaHMA U Pas3BUTUSA MEXKANYHOCTHbIX
OTHOLLEHUM

I'Ipanma AenoBsoro O6LLI,€HI/I‘FI, AEeNoBOro aTMKeTa

DTUKET U OCHOBbI MeXayHapoaHOro NnpoToKoNa

I'Ipanma nposeaeHMA OenoBbiX NEPEroBopoB

MpaBuna 3awmTbl KOHPUAEHUMANBHOMN CAyXKebHON MHbOoPMaLUK




TpeboBaHMA oxpaHbl TPYAA

Apyrve
XapaKTepUCTUKM

3.3.7. TpypoBasa ¢pyHKLMA

OpraHu3auma NCNOJIHEHMA PeELIEHNN, YpoBeHb
HavmeHoBaHMe |oOcCyLLecTBAEHNE KOHTPOAA NCNONAHEHNA Kog C/07.6 |(noaypoBeHb)
nopy4YeHUn pykosBoauTens KBannduKaumm

MpoucxoxaeHue
TPYA0BOW GYyHKLMM

3anMmCcTBOBAHO M3

OpwuruHan X
opurnHana
Kog, PerncrpaumoHHbIn
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpypoBble fencrauns

JokymeHTasibHOe 0hOpPMIEHME PELIEHNIA PYKOBOAUTENSA

[doBeseHne [0 cBedeHMA  PabOTHMKOB  OpraHM3auuu  PacropPAXKeHWUM
pyKkoBoauTens

KOOpAMHaLI,MFl AeATENDbHOCTU NO UCMOJTHEHUIO DELLIEHMﬁ pyroBoguTenaA

BepeHue cCpoOKOBOro TeKyLero v npeaynpeamtesbHOro KOHTPoaA

MpoBepKa UCNOSIHEHWA NOPYYEHUI PYKOBOAMUTENA B YCTAHOB/IEHHbIN CPOK

MpeaynpexaeHne cCOTPyAHMKOB 06 MCTEYEHUM CPOKa MCMOJHEHMA MNOPYYEHUM
pyKkoBoauTens




duKcaumna UCNoNHEHUA NOPyYeHNiA

CocTaBfieHMe OTYETOB M aHANUTUYECKUX CMPABOK O BbIMOJIHEHUM NOPYYEHUA U
peLleHunit pykoBoanTens

Heobxogumble
ymeHua

BecTu cpoKOBYHO KapTOTEKY

BecTn yyeTHble perucTpaumoHHble Gopmbl, MCNOAb30BaTb UX AAA pPaboTbl no
KOHTPOIH0 UCMOAHEHUA NOPYYEHUI PYKOBOAUTENS

PaboTaTb C MH(I)OpMaLI,MEI\;I MO KOHTPOJ1HO, CUCTEMATU3NPOBATL €€ N NPeACTaBNATb
B BUAe CBOAHbIX 4OKYMEHTOB

Mcnonb3oBaTth CPeAcTBa KOMMYHWKALMK 408 Nnepesayn nopyyeHnin pykosogutens

Ncnonb3oBaTb COBpPeMeHHble cpeactBa cbopa M 06paboTKM KOHTPO/bHOM
nHpopmauyum

anMEHﬂTb VIHd)OpMaLI,VIOHHO-KOMMyHVIKaLI,MOHHbIe TexXHo/10rmum

OueHuBaTtb pe3ynbTaTbl B paMKaX NOCTaB/IEHHbIX 3a4a4

OcyLLecTBAATb KOHTPOb UCNOJIHEHWNA NOPYUYEHUI PYKOBOAMUTENA COTPYAHNKAMMU

Heobxoanmble 3HaHUA

Obuwwme TpeboBaHUA K CPOKAM MCMONHEHUSA [OOKYMEHTOB M  KOHTPOJIbHbIM
bYHKLMAM CyKObI LOKYMEHTAUMOHHOIO obecneyeHus

MprHLMNbI, cNocobbl MHGOPMMPOBAHMA COTPYAHUKOB

3TuKa AenoBoro obLeHns

YnpaBsneHyecKkas CTPYKTypa OpraHuM3aumu, pyKOBOACTBO OpraHusauun, obpasupi
noAanuceit pyKoBoAALLMX COTPYAHUKOB, KPYr MX NMOJIHOMOYMI WU OrpaHUYeHna mx
30H OTBETCTBEHHOCTM

MHCprKLI,VIVI no genonpon3ssoactey U ApyrMum J1OKaJibHbIM HOPMATUBHbIM aKTaM,




YCTaHaB/IMBAOWMM NMOPAAOK peannsalnm ynpasaeH4eCKuUx npoueayp

Apyrve
XapaKTepUCTUKM

3.3.8. Tpynosble GyHKUUM

OpraHu3auma n noaaepraHume YpoBeHb
HavmeHoBaHMe |dyHKUMOHaNbHOro paboyero NpocTpaHCTBa Kog C/08.6 |(noaypoBeHb)
npuemHon 1 KabuHeTa pykosoauTens KBannduKaumm

MpoucxoxaeHue
TPYA0BOW GYyHKLMM

3anMmCcTBOBAHO M3

OpwuruHan X
opurnHana
Kog, PerncrpaumoHHbIn
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpypoBble fencrauns

ObecneyeHune paﬁoqero MecCTa pyroBOOUTENA HeO6XOAMMbIMM cpeancrsamm
Opl'aHM3aLl,I/IOHHOI7I TEXHUKU, KAHUENAPCKUMU NPUHAONEHKHOCTAMU

OpraHusauma npMemHon opuca B COOTBETCTBUM C TPEBOBAHMAMM IPTOHOMUKN U
Ky/AbTypbl TpyAa

OpraHusaums odopMNEHUA UHTEPbEPA NPUEMHOI PYKOBOAUTENS

O6opynoBaHne paboyero mecta OPrTEXHUKOMW, MEepPCOHa/IbHbIM KOMMbIOTEPOM,
BCMOMOraTe/ibHOM TEXHUKOM

OpFaHM3aLI,VIFl OGOpy,CI,OBaHVIFI HpMeMHOﬁ CnuctemMamm XpaHeHwus, HGO6XOAMMbIMM
I'IpMCI'IOCO6I'IEHWr'IMVI, obecneyeHus KaHUEeNAPCKMMU TOBAPaMU




ObecneyeHune xpaHeHUs Y 3aMeHbl PACXOAHbIX MaTepManoB, NOBCEAHEBHbIN YXOA,
33 OpPIrTeXHUKOM

3aKas KaHUEeNAPCKNX TOBAPOB, TMIMeHNYEeCKUX TOBAPOB, NPOAYKTOB NUTAHUA

Heobxogumble
ymeHua

CosgaBaTtb ycnosusa, obecneunsatowme adpdeKkTMBHYIO paboTy pykoBoauTens

MpUMEHSTb B COOTBETCTBUU C Ha3HaYe€HUEM CpeaCcTBa OPraHM3aLMOHHON TEXHUKM,
KaHLeNApCKUe NPpUHAANIEeKHOCTU

OcHalwaTtb paboyee MecTo pyKoBoauTeNa U cBoe paboyee MeCTo HEOHXOAMMbIM
obopyaoBaHMem

OcyLLecTBAATb 3aMeHY PacXoAHbIX MaTepUasios, yXo 3a OPrTexHUKoM

OcyLiectBNATb NOBCEAHEBHbIN YXO4 33 KONWPOBA/bHbIM annapaTom, 3aMeHy M
XpaHeHWe KapTpuaKei, ToHepa

KOHTpOﬂMpOBaTbCOCTOHHMel4ﬂ0ﬂ0ﬂHﬂTb3aHaCblKaHMeﬂﬂpCKMXTOBapOB,CpeACTB
FMrneHbl, NPOAYKTOB NUTAaHUA

Heobxoanmble 3HaHNA

TpeboBaHMA OXpaHbl TpyAa, NPOU3BOACTBEHHON CaHUTApPMM, NPOTUBOMNOXKAPHOW
3almTbI

OcHOBbl MPaBWIbHOW OpraHMs3auMM Tpyga M MeToAbl MOBbIWEHUA €ero
adpPeKTMBHOCTHM

OCHOBbI 3prOHOMUKM 0durca U GIOPUCTUKM

CTaHZapTbl U peKoMeHAaLMK No 060pyA0BaHMIO OPUCHBIX MOMELLEHUI

CocTtaB OpraHM3aLMOHHOMN TEXHMKU, ee YCTPOMCTBO U NOPSAA0K PaboTbl C Hel

Apyrvie
XapPaKTePUCTUKU




3.3.9. TpypoBasa ¢pyHKUMA

Pa3paboTka NOoKaNbHbIX HOPMATUBHbIX aKTOB, YpoBeHb
HanmeHoBaHMe |pernameHTUpylowmx paboTty cekpeTtaps Kog C/09.6 |(noaypoBeHb)
KBaIMpUKaLmnm

MpouncxoxaeHne
Tpy£oBoM GyHKLMMU

3anMmCcTBOBAHO M3

OpuruHan X
OopurMHana
Koa PerncrpaumoHHbIN
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

Pa3paboTKa A0/KHOCTHON MHCTPYKLMN CEKpEeTapn

PaspaboTKa No/soXKeHUA O CEKpeTapuaTte

Pa3paboTKa MHCTPYKUMK NO Le/10NPON3BOACTBY

Heobxogumble

CoctaBnAtb n Od)OpM}'IFITb OpraHn3aunMoHHbIE N MeToAnYeCKMe AOKYMEHTDI

YMeHMA

Pepaktn POBaTb TEKCTbI C}'IY)Ke6HbIX AOKYMEHTOB

PabotaTb CO BCel COBOKYMHOCTbIO WHPOPMALMOHHO-A0KYMEHTALMOHHDBIX
pecypcoB opraHM3auum

Monb3oBaTbcs 6Hazamu AaHHbIX, B TOM YUCNE yaaNeHHbIMU 6asamu AadHHbIX

Mcnonb3oBaTb CNpaBoYHble NPaBOBble CUCTEMDbI

PaboTaTb C KOMNbOTEPOM, KaTanoramm (nankamm) n damnamm, CKaHepom




Monb3oBaTbCst 0GUCHLIM NAKETOM (TEKCTOBbIN peaakTop, Tabanupbl)

Monb3oBaTbca NepUPEPUNHbIMK YCTPONCTBAMM U OPITEXHUKOM

Mo/1b30BaTbCA 3/IEKTPOHHOM NOYTOM

Monb3oBaTbCA CUCTEMAMM 3/IEKTPOHHOIO ,D,OKyMEHTOO60pOTa

Heobxogumble 3HaHWUSA

MpaBoBble OCHOBbI YyMpasieHUs (OCHOBbl aAMMHWUCTPATMBHOrO, TPYAOBOrO U
rpakiaHCKoro npaea)

[elicTBylolWMe nNpaBoBble aKTbl, HOPMATMBHO-METOAMYECKME [OKYMEHTI,
rocyAapCTBEeHHble CTaHAAPTLI, onpedenstolme MOPAAOK AOKYMEHTALMOHHOMO
obecneyeHns ynpasneHus

CTPYKTypa, PYKOBOACTBO CTPYKTYPHbIX NoApasaeneHnii, obpasubl nognucei auu,
MMEIOLLMX MPaBO NOANUCAHUA U YTBEPKAEHUSA LOKYMEHTOB, M OFPaHUYEHUSA UX 30H
OTBETCTBEHHOCTU

MpaBuna SOKYMEHTaLMOHHOro obecneyeHnsa AeATeslbHOCTU OpraHM3aLmm

MopAAoK paboTbl C 4OKYMEHTaMM

TpeGOBava, npeabvAasnaemblie K JOKYMEHTAaM B COOTBETCTBMMN C HOPMATUBHbIMU
dKTaMU N rocyaapCrBeHHbIMU CTaHAAPTaMUN

MpaBuaa cocTaBAEHMA OPraHM3aLMOHHbIX AOKYMEHTOB (MOMOXKEHWNIN, MHCTPYKLUNIA,
persiameHToB)

Buabl AOKYMEHTOB, UX Ha3Ha4YeHne

OcHosBbl AOKyMeHTHOVI JINMHIBUCTUKHU

TpeboBaHMA oxpaHbl TpyAa

Apyrvie




XapPaKTePUCTUKN

3.3.10. TpygoBana ¢yHKUMA

CoctaBnieHne n opopmaeHue YpoBeHb
HanmeHoBaHWe |ynpaBieHYeCKON AOKYMEHTaLMN Kog C/10.6 |(noaypoBseHb)
KBanuduKaumm

MpouncxoxaeHne
TpyAoBon GyHKUUM

3anmcTBOBaHO U3

OpuruHan X
opurMHana
Kog, PernctpaumnoHHbIi
opurMHana HoMep
nNpo¢deccnoHabHOro
CTaHAapTa

TpyanoBble AencTeus

CocTaBneHMe MNPOEKTOB pacnopAanTeNbHbIX (NPWKasbl, PacnopsaMKeHua) wu
NHPOPMALMOHHO-CNPABOYHbIX [AOKYMEHTOB (CNyXKebHble nucbma, CrnpaBKu,
AOKNagHble U cnyebHble 3anucKu)

MeyaTb CAYKEeOHbIX LOKYMEHTOB U APYrMX MaTepranos

PasmHoXxeHne C.ﬂy)Ke6HbIX AOKYMEHTOB

KOHTpONb NpOXOMKAEHMA OOKYMEHTOB B  OpraHuMsaumu (cornacosaHue,
noanucaHue u yTBepxaeHne OKyMeHTa)

Heobxoanmble ymeHUn

PenaktTnpoBaTb TEKCTbI CYKEBHbIX 4OKYMEHTOB

Monb30BaTbCA YHUPULMPOBAHHBIMM pOpPMaMM JOKYMEHTOB

Odopmnatb KaccoBble (UHAHCOBbIE AOKYMEHTbl WM [AOKYMEHTbl MO y4eTy




HaK/1aaHbIX pacxo40B

MeyaTaTb CAyXKebHbIe JOKYMEHTbI

Monb3oBaTbca NepUPepPUNHbIMK YCTPONCTBAMM U OPITEXHUKOM

PaboTatb C KOMMbOTEPOM, CKaHEPOM

Monb3oBaTbCcA 0OPUCHbIM NAaKETOM (TEKCTOBbIV peaakTop, Tabumubl)

Monb3oBaTbCA SNEKTPOH HOM no4ToMn

Monb30BaTbCA CUCTEMaMM IIEKTPOHHOTO AOKYMEeHTO060poTa

ObecneunBaTtb 6e30nacHOCTb AeATeNbHOCTU OpraHn3auunmn

Heobxogumblie 3HaHUSA

MpaBoBble OCHOBbI ynpaBaeHUa (OCHOBblI aAMWHUCTPATUBHOIO, TPYLOBOrO W
X03ACTBEHHOTIO NpaBa)

CTpyKTypa opraHu3aummn, pyKOBOACTBO CTPYKTYPHbIX NogpasgeneHuii, obpasibl
noAanucel NnL, MMEILMX NPaBoO NOAMUCAHUA U YTBEPKAEHUA LOKYMEHTOB, U
OrPaHNYEHUA X 30H OTBETCTBEHHOCTU

I'Ipanma AOKYMEHTALUMOHHOIO obecneyeHus AEeATE/IbHOCTU OPraHn3auunm

MopAaAoK paboTbl C 4OKYMEHTaMM

Tpe6OBaHVIFI, npegbAasaaemble K 4JOKYMeEHTamM B COOTBETCTBUN C HOPMATUBHbIMUA
dKTaMU N rocyaapCrBeHHbIMU CTaHAAPTaMMN

Bunabl AOKYMEHTOB, UX Ha3HayYeHune

I'Ipanma CcornacoBaHuA JOKYMEHTOB OpraHn3aunn (BHYTPEHHeI'O n BHeLLIHEI'O)

Mpasuna nognucaHnAa U yTBePXKAEHUA JOKYMEHTOB

MpaBuna coctaBieHna u  odopmaeHna  MHOOPMALMOHHO-CNPABOYHbIX,




ynpaBsieHYeCKUX OOKYMEHTOB U C!'Iy)KE6HbIX nmcem

OCHOBbI 4OKYMEHTHOM IMHFBUCTUKM

pammaTUyecKkune npasuaa PyccKoro A3bika

TpeboBaHMA oXpaHbl TpyAa

Apyrve
XapaKTePUCTUKM

3.3.11. TpygoBsas ¢pyHKUMA

OpraHusauus paboTbl C AOKYMEHTaMU B YpoBeHb
HaumeHoBaHMe |npuemHol pykoBoaUTeENS Koa | C/11.6 |(nogyposeHb)
KBannduKaLmm

MpouncxoxaeHne
TpyAoBon GyHKUUM

3anmcTBOBaHO U3

OpuruHan X
opurMHana
Koa PernctpaumoHHbIi
opuUrnHana HOMmep
npo¢deccnoHasbHoOro
CTaHZapTa

TpyaoBble AencTeus

MonyyeHue, npeaBapuTeNbHOE PACCMOTPEHME M COPTMPOBKA MOCTYMAlOWMX B
NPUEMHYIO PYKOBOAUTENA AOKYMEHTOB

MoaroToBKa AOKYMEHTOB 414 PAaCCMOTPEHUA PYKOBOOAUTENEM

YyeT 4OKYMEHTOB, NOCTYNaloWMX Ha UMA PyKOBOAUTENA

Opl’aHMBaLI,VIFI A0CTaBKU AOKYMEHTOB UCMNOJTHUTENAM




BeaeHune nHGOPMaLMOHHO-CNPABOYHON paboThl

KOHTpO/Ib UCNOAHEHMA AOKYMEHTOB U MOPYYEHUI pyKOBOAMTENA

Heobxoaumble
ymeHua

PaboTaTtb Cc BXOoAALLEN, UCXOAALLEN, BHYTPEHHEN AOKYMEHTaumnen

Monb3oBaTbCA CUCTEMAMM 3N1EKTPOHHOIO AOKYMEHTO0bopoTa ANa perncrpaumu,
KOHTPO/I OKYMEHTOB Y MHPOPMALMOHHO-CNPABOYHOMN PaboTbl C LOKYMEHTAMM

MNpumeHATb MHGOPMALNMOHHO-KOMMYHUKALMOHHbIE TEXHOMOMMKU ANnA pPaboTbl C
AOKyMeHTaMu

CoctaBnAtb U Od)OpMnﬂTb HOPMaATWUBHbIE aKTbl

Heobxogumble 3HaHUA

HopmaTtuBHble MpaBoBble aKTbl, HOPMATUBHO-METOAMYECKME  OOKYMEHTHI,
rocy4apCTBEHHblE CTaHAAPTbl, onpeaensiolme nopAanoK AOKYMEHTaLMOHHOro
obecneyeHns ynpasneHua

CTpyKTypa opraHu3aLmmn, pyKoBOACTBO CTPYKTYPHbIX NOAPa3aeneHuni

CoBpemeHHble MHGOPMALMOHHbIE TEXHONOTMK PaboTbl C AOKYMEHTaMM

MopsaAoK paboTbl C 4OKYMEHTaMM, CXeMbl OKYMeHTOo060poTa

I'Ipanma pa6OTbI C BXo4AWNMU, NCXogAaWLMMN U BHYTPEHHUMU AOKYMEHTAMU

Mpasuna opraHU3aUUM KOHTPOAA MCNONHEHUA AOKYMEHTOB WM TUMOBbIE CPOKMU
NCNONIHEHNA OOKYMEHTOB

I'Ipanma COCTaB/1€HMA aHAJIMTUYECKUX CNpPaBOK MO OpraHuM3auun p360TbI C
AOKYMEHTAMU U KOHTPOJTKO UCNOJTHEHNA OOKYMEHTOB

MpaBuna co3gaHua U BedeHUA 6a3  [AaHHbIX CAYKeBHbIX [JOKYMEHTOB B
opraHusaumnm

Cucrtemsl 3/1EKTPOHHOIO AOKYyme HTO060 poTa




TpeboBaHMA oxpaHbl TPYAA

Apyrve
XapaKTepUCTUKM

3.3.12. TpygoBaa pyHKLMA

OpraHn3auma xpaHeHUA 4OKYMEHTOB B YpoBeHb
HanmeHoBaHMe | npuMemHOM pyKoBoauTena Kog C/12.6 |(noaypoBeHb)
KBaIMpUKaLmnm

MpoucxoxaeHue
TPYA0BOW GYyHKLMM

3anMmCcTBOBAHO M3

OpwuruHan X
opurnHana
Kog, PerncrpaumoHHbIn
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpypoBble fencrauns

Pa3paboTKa pa3fenoB HOMEHKNATYPbI A&/l OpraHM3aumm

CDOpMMpOBaHMe n O(I)OpM}'IEHVIe Aen NoCToAHHOro, 4oNroBpemMeHHOro Cpokos

MoarotoBKa n nepegada gen B apxmse opraHnsauummn

Heobxogumble
ymeHua

PaspabatbiBaTb HOMEHKNATypy AeN OpraHMsaumMm C y4eToM AeNCTBYHOLLMX
HOPMaTMBHO-METOANYECKMX AOKYMEHTOB

Mcnonb3oBaTb HOMEHKNATypy A4en Mnpu M3yyeHWUM CTPYKTYPbl OpraHusaumm,
COCTaB/IEHUWN ONUCen aen

dopmuposatb M odpopmaATb Oena B COOTBETCTBMM C  YTBEPNKAEHHOW




HOMEHKﬂaTypOﬁ Aen opraHnsauunun

Ob6ecneynBaTb COXPAHHOCTb OKYMEHTOB OpraH13aLmm

MponsBoanTb NOAroTOBKY AeN ANA Nepenayu B apxms

MpumeHATbL VIHd)OpMaLI,VIOHHO-KOMMyHMKaLI,MOHHble TeXHONOrMM AnA pa6OTbI C
AOKYMEHTaMU

Heobxogumble 3HaHWUSA

HopmaTuBHble MpPaBOBble aKTbl, HOPMATMBHO-METOAMYECKME [ OKYMEHTDI,
rocygapcTBeHHble CTaHAapTbl, onpegenatowme NopaaoK AOKYMEHTaUMOHHOro
obecneyeHuns ynpasneHus

Buapl HomeHKknatyp, obuwme TpeboBaHMA K HOMEHKAAType, MeTOAMKa ee
cocTaBneHus 1 opopmaeHna

MopAadoKk ¢opmupoBaHMA UM  OPOPMIEHUA Aen C YyKasaHuem chneunduku
$bOpPMMPOBAHMA OTAENbHbIX KaTeropuii aen

Mpasuaa xpaHeHUsA e, B TOM YMC/e C AOKYMEHTaMM OrpaHUYeHHOro 4ocTyna

Mpasuna BblAa4Yn U NCNONb30BAHNA AOKYMEHTOB 13 Cd)OpMMpOBaHHbIX aen

TpeboBaHMA oxpaHbl TpyAa

I'Ipanma noAroToBKM U nepenayvyn gen B apxme OpraHnM3aummn

Opyrue
XapaKTepPUCTMKM

3.3.13. TpygoBsble GyHKUUM

YpoBeHb

HanmeHoBaHne |ObecnevyeHune pykoBoamTens MHpopmaumen Kog C/13.6 |(noaypoBseHb)

KBannpUKaumm




MpoucxoxaeHune
TPYAOBOW GYHKLMMU

3anmcTBOBaHO U3

OpuruHan X
opurnHana
Kopg PerncrpaumoHHbIn
opurMHana HOoMep
npodeccnMoHanbHoro
CTaHAapTa

TpyanoBble AencTeus

C6op n nepepaboTka MHOPMaLMM, HeOBXOAMMOM ANA NPUHATUA 06OCHOBAHHbIX
yNpaB/ieHYECKUX peLleHnit

MpoBepka [AOCTOBEPHOCTM, MOMHOTBI W  HEMPOTMBOPEUMBOCTU  AAHHDIX,
UcKNtodeHne aybanposBaHusa nHpopmaumm

MNpepoctaBneHne JaHHbIX B €4AUHOM U y,EI,O6HOM AnAa BOCNpPUATUA ¢oplv\aTe

BblfaBfeHMe Hanbonee 3HaYMMbIX KPUTEPUEB CUCTEMATM3ALMM MHPOPMALMK oS
co34aHuA 6a3 AaHHbIX

CDOpMMpOBaHMe M Ucnonb3oBaHue 6as AaHHbIX B OpraHn3auunm

Heobxoavmbie ymeHUn

OcywwectBnatb cbop, 06paboTKy M aHanM3 MHPOpPMaUUKM B COOTBETCTBMMU C
TPeboBaHMAMM  KPATKOCTM, YETKOCTM  POPMYIMPOBOK, CBOEBPEMEHHOCTU
NOCTYN/JEHUs,, TOYHOCTU U [OCTOBEPHOCTU, ONTUMANLHOCTU CUCTEMATM3aLMK,
HenpepbIBHOCTU cbopa 1 06paboTkM MHGopMaLUm

OcyLwecTBnATb PerMcTpaumnio, HakomnaeHue 1 nepegady, CMCTEMaTU3NPOBaAHHOE
XpaHeHue 1 Bbiaady nHpopmaumm B Tpebyemoli bopme

CoctaBnAtb n Od)OpMJ'I‘r'ITb CBOAHbIE, OTYETHbIE, CTAaTUCTUHECKNE OOKYMEHTbI

OcyuwectBnsate 06paboTky W  CTPyKTypupoBaHue uHopmauum, obpasys
MHPOPMaALMOHHbIE pecypchbl




BBOAMTb HOBbIE AaHHbIE B CI'IpaBO‘-IHO-MHCI)OpMaLI,MOHHbIe cncrembl

BBOAUTL B MaMATb KOMMbIOTEPA 3/1EKTPOHHbIE 06pa3sbl JOKYMEHTOB

MponsBoguTb MOUCK WMHOOPMaUMKM B CyWEeCcTBYIOWMUX 0as3ax AaHHbIX, BECTU
MHPOPMAUMOHHO-CNPABOYHYIO PaboTy Ha OCHOBE pPas/MYHbIX KOMOMHALMM
MOWCKOBbIX MPU3HAKOB

MpUMeHATb UHGOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHO0MK

Heobxoanmble 3HaHUA

OcobeHHOCTM (GOPMUPOBAHMUA BHELWHMX W BHYTPEHHUX MWHPOPMALMOHHBIX
NOTOKOB

CocTaB BHELWHUX MHGOPMALMOHHbIX MOTOKOB

CocTaB BHYTPEHHUX MHOOPMALMOHHbIX MOTOKOB

CTpyKTypa opraHM3aLmmn 1 NopaA0K B3aMMOAENCTBMA NOAPA3AeNeHNIA U CyK6

OcobeHHocTN popmmnpoBaHmMA 6a3 AaHHbIX B OpraHM3aLmm

CoBpeMeHHble HayyHble MeTogbl M TeXHUYecKMe CpeacTBa, crnocobcTeytowme
cbopy, 06paboTKe, coXxpaHeHUIO K Nepeaade MHHOPMALMOHHbIX NOTOKOB

MeToapl 06pa6OTKVI MHd)OpMaLI,VIVI C NpyuMmeHeHnem CoBpeMEHHbDbIX TEXHUYECKUX
cpeacrte KOMMyHMKBLI,I/Iﬁ N CBA3MU, BbIYUC/IUTENIbHOM TEXHUKM

TpeboBaHMA oxpaHbl TpyAa

Apyrvie
XapPaKTePUCTUKHU

3.3.14. TpygoBsas ¢yHKUUS

HanmeHoBaHne |OpraHusaumna MHGOPMaLMOHHOIO Kog C/14.6 |YposeHb B




B3aMMOAENCTBUA PYKOBOANUTENS C (noayposeHb)
nogpasaeneHuAMM 1 A0NKHOCTHbIMU ML aMU KBannduKaLmm
opraHusauuu

MpouncxoxaeHne
Tpy£oBoM GyHKLMMU

3anmCcTBOBAHO M3

OpuruHan X
OopurMHana
Koa PerncrpaumoHHbIN
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

NHpopmmpoBaHMe pabOTHMKOB OpraHU3aLMm O peLleHUAX pyKoBoauTens

OpraHusauna obmeHa  uMHObOpmauMen  Mexay  noApasgeneHnamu U
AOKHOCTHLIMW INLLAMW OPraHM3aL MK

OnosgelyeHre PabOTHUKOB O NPEACTOALLMNX MEPOMPUATUAX

OpraHmsau,Mﬂ BCTpEeY TpyaoBOro KoONNeKTMBea C pykosoactBom

NHopmmpoBaHue pykoBogutens o6 obpalleHMsax COTPYLHUKOB MO pabounm u
JINYHbIM BOMPOCaM

Heobxogumble
ymeHua

Mcnonb3oBaTb coBpeMeHHbIe TEXHONA0MnKn c6opa n nepegavn MHd)OpMaLI,VIM

Ocywectenatb cb6bop u nepepaboTky WHboOpmauum, Heobxoaumon ans
AeATeNIbHOCTH

OCyLLI,eCTBﬂFlTb CNCTemaTmn3auunto noay4aemMbliX U nepegaBaembiX AaHHbIX

OcylLecTBNATb MPOBEPKY AOCTOBEPHOCTWU, MOAHOTbI W HEMPOTUBOPEYMBOCTM
[AaHHbBIX, UCK/toYeHne aybampoBaHusa MHGopmaumum




npe,ﬂ,OCTaB}'IFlTb AaHHble B eAUHOM U y,ﬂ,O6HOM Aana BocnpuAatTuna cboplv\aTe

MHOrOKpaTHO MCMNO/Ib30BaTb MOJYYEHHYO MHPOPMALMIO, NOCTOAHHO O0BHOBAATL
AaHHble

Obecneunsatb onepaTnuBHOCTb MHd)OpMaLI,MOHHbIX NOTOKOB

PaboTaTb C KOMNbLIOTEPOM, UCMOIb30BaTb OPUCHBIN MaKeT (TEKCTOBbLIN pesaKkTop,
Tabnumubl)

Heobxoanmble 3HaHUA

HOpMaTVIBHbIe NnpaBoBble  aKTbl, HOPMATUBHO-METOAUYECKMNE  OOKYMEHTHI,
rocygapcCrtBeHHblIe CTaHAapPTbl B cd)epe AeATENbHOCTU OpPraHn3aunn

CTpyKTypa  OpraHv3aumu, pPYyKOBOACTBO  CTPYKTYPHbIX  MoApasgeneHui,
HanpasieHnA AeATeNbHOCTU OpraHusauumn n KoMneTeHUunUn CTPYKTYPHbIX
noapasgeneHnin N AOAKHOCTHBIX L,

Knaccudukauma  ynpaBneHyecko  WMHPopmaumum, BuAbl  ynpaBieHYecKoMn
nHpopmauymm

dopmbl npeocTaBaeHMA ynpaBaeHYeCKon NHbopMmaLLmMm

MCTOUYHMKM ynpaBaeHyeckoi nHdopmaumnm

MeToauKka oT60pa UCTOYHUKOB MHPOPMALUK

TpeboBaHuWA, NpeabABAAEMbIE K YNpaBAeHYeCcKon MHbopmaLmm

TpeboBaHMA oxpaHbl Tpyaa

Apyrue
XapaKTepuUCTUKK

3.4. O606LwweHHas TpyaoBas GyHKLMA




NHPOpPMaUMOHHO-aHaAUTHUYECKAA U

OpraHM3auMOHHO-aAMUHUCTPATMBHAA YpoBeHb
HanmeHoBaHue P 4 A P Kog D P

nogAepKKka AeATeNlbHOCTU PYKOBOAMTENS KBannduKaLmm

opraHm3sauum
MpouncxoxaeHne

o o 3anMCTBOBaHO 13
0606L1EeHHON TPYA0BOW OpwuruHan X
opurMHana
dYHKUMM
Kog, PerncrpaumoHHbIit
opuUrnMHana HOMep
npodeccnoHanbHOro
CTaHAapTa

Bo3MOHble HAaMMEHOBaHUA MoMOLLHMK pyKoBoAUTENA
JOMKHOCTEN, npodeccuit
TpeboBaHuA K 06pasoBaHuio U | Bbicliee obpa3oBaHuMe - bakanaspuat
obyyeHuto JononHuTtenbHoe npodeccnoHanbHoe obpasoBaHue
TpeboBaHuWA K oNbITy He meHee Tpex neT no Npodunio AeATeNbHOCTU OpraHM3aumm

NpPaKTUYeCcKon paboThbl

Ocobble ycnoBmA gonycka K
paboTe

[pyrve xapakTepuctnkm -

JononHuTtenbHoble XapPaKTePUCTUKHN

HanmeHoBaHWe AOKYMEHTa Koa HanmeHoBaHKne 6a30B0M rpynnbl, 40AKHOCTU (Npodeccunm)




WU CNeunanbHoOCTH
OK3 2432 bubnnotekapu, bubnmorpadsl, LOKYMeHTOBEADI U
cneumanncTbl POACTBEHHbIX Npodeccuin
OKCO 032001 JoKymeHTOoBeAeHME N AOKYMEHTaLMOHHOE obecrneyeHne
ynpasneHua
032002 JoKymeHTaunoHHoe obecneyeHmne ynpasaeHus u
apxuBoBefeHue
3.4.1. Tpyposble GyHKUUM
dopmuposaHue MHGopMaLNMOHHOIO YpoBeHb
HanmeHoBaHWe |B3aMMOAOENCTBMA PYKOBOAUTENA C Kog D/01.6 |(noaypoBeHb)
opraHmMsaunamm KBaMpUKaumnm

MpoucxoxaeHue
TPYA0BOW GYyHKLMM

3anMCcTBOBAHO M3

OpwuruHan X
opurnHana
Kogp, PerncrpaumoHHbIN
OopuUrnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

TpypoBble fencTaus

OT60p MCTOYHMKOB VIHd)OpMaLI,I/IVI B COOTBETCTBUU C 3a4aHHbIMU KPpUTEPUAMU

O6paboTKa 1 MHTepnpeTaumsa MHGopMaLnn AN NOArOTOBKM MPOEKTOB peLleHNni

MoAroToBKa 3anpocoB Mo NOPYYEHUIO PYKOBOAUTENS HA NOJIyYeHNE LOKYMEHTOB U
MHpOPMaUMN B OpraHax rocyfapcTBeHHONM BAACTU U yNpaBieHus, 06LecTBeHHbIX
OpPraHM3aLMaAX U NoSyYeHNe COOTBETCTBYIOLEN MHGOPMALMU U LOKYMEHTOB
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NHPopMMpPOBaHME pPYKOBOAUTENSA O pe3y/ibTaTax PAcCMOTPEHMA 3anpocoB U
obpalLeHui

OpraHusauma pelleHns BOMPOCOB, He Tpebyrouwmx HenocpeacTBEHHOro y4acTusa
pykosoauTens

MoprotoBka MmaTepuanoB ANA yvyacTus pyKoBoAMTeNns B paboTe pas/MuHbIX
CTPYKTYP B COCTaBe rocyapCTBEHHbIX U MYHULMMANbHbIX OPraHOB, 06LLEeCTBEHHbIX
opraHuMsauui

MoAroToBKa AOKYMEHTOB [AAS 3aK/OYEHWA COrnalleHuid O CoTpyaHuyecTse C
AeN0BbIMW NapTHepPamu

NHpopMMpOBaHME OEN0BbIX MAPTHEPOB M 3aMHTEPECOBAHHbLIX OpPraHM3auuin o
pelleHnAX PyKoBOAUTENS B XOAE BbINOJAHEHUA COrNALLEHMN

Heobxogumble
YMeHUA

AHanu3npoBatb M OTOMpaTb WMCTOYHUMKM MHOOPMALMM B COOTBETCTBUM C
KPUTEPMAMMU MOAHOTbI, AOCTOBEPHOCTU, CBOEBPEMEHHOCTM MNpefocTaBAeHUA
MHPopmaLmn

Cobupatb, 0bpabaTbiBaTb M aHaAM3MPOBaTb WMHPOPMaLMIO B COOTBETCTBUM C
3aZaHHbIMM TpeboBaHMAMM

I'Iepe,u,aBaTb MHd)OpMaLI,VII-O B CUCTemMaTtnnpoBaHHOM Bnae

O6pabatbiBaTb U CTPYKTYpupoBaTb MHbOpMauMio, o6pasys MHOOPMALMOHHbIE
pecypcbl

Mpon3BoguTL MOWUCK WHPOPMaLMKM B CyllecTByrOWMX 6asax [aHHbIX, BECTM
MHPOPMALMOHHO-CNPABOYHYIO PaboTy Ha OCHOBE Pas/IMYHbIX KOMOWHaUWi
MOWCKOBbIX MPU3HAKOB

Ob6ecneunsaTb MHPOPMALMOHHYIO BE30MacHOCTb OpraHM3aumnm

PaboTaTb C KOMNbIOTEPOM, UCNONBL30BaTb OPUCHBIV NAaKeT (TEKCTOBbIN peaaKkTop,
Tabaunubl)




Heobxoaumble 3HaHUA

BHYTDEHHHH M BHELWHAA NONINTUKA OpraHn3aunm

MpUHUMNbI NPeACTaBUTENbCTBA B FOCYAAPCTBEHHbIX OpraHax, opraHax MecTHOro
camoynpasneHns, CTOPOHHMX OPraHn3aLmax 1 NOPAL0K B3aMMOAENCTBUA C HUMMN

MpuHUKMNBI U MeToAbl aAMUHUCTPUPOBAHUA

OcobeHHOoCTN GOPMUPOBAHMSA BHELLIHUX U BHYTPEHHUX MHPOPMALMOHHbIX NOTOKOB

CTpyKTypa opraHmMsaLmm 1 Nopsaok B3auMogencTBUA NOAPA3LENEHUIN U CNYKO

Mpasuna GopPMMPOBAHMA N UCNONb30BaHUA 633 AaHHbIX

CoBpeMeHHbIe HayyHble MeTOoAbl M TEXHUYECKME CpeacTBa, CrnocobcTeylolme
cbopy, 06paboTKe, coXpaHeHUto U Nepesave MHGopPMaLLUK

MpaBuna 3awmTbl KOHPUAEHUMANBHOW CyXKebHON MHPOpPMaLUK

CoBpemeHHble MHPOPMALMOHHbIE TEXHOOMMM

dpyrue
XapaKTepUCTMKM

3.4.2. Tpyposana ¢yHKUMA

AHanus nHpopmaLMm 1 NOAFOTOBKA YpoBeHb
HanmeHoBaHMe |UMHOPMALMOHHO-aHANUTUYECKMX Kog D/02.6 |(noaypoBeHb)
maTepuanos KBannpuKaumm

MpouncxoxaeHne
TpyaoBon GyHKLMMU

3aMMcTBOBaHO U3

OpuruHan X
opurnHana

Koa PernctpaumoHHbIn
opurnHana HOomep



npo¢deccnoHanbHOro
cTaHZapTa

TpyaoBble AencTBmA

C6op, nepepaboTka 1 aHann3 nHGopmMmaunm Ana peweHnsa 3aga4y, NoCTaBAEHHbIX
pyKoBoauTenem

NMoarotoBka VIH(I)OpMaLI,MOHHO-aHa}'IMTM‘-IECKMX mMaTepumanos

PaspaboTKa TeMaTMYeCcKoro niaaHa 0630pHOr0 AOKYMEHTa, A0K1aaa

OnpegaeneHune Kpyra 6ubanorpadryecknx MCTOYHUKOB

Moabop NUCTOYHMKOB M ANTEpPaTYpbl Mo Teme 0630pa, AOKNaAa, aHA/MTUUYECKOM
CrNpaBKu

HanucaHue 1 opopmneHme 0630pa, 40KAaAa, aHANUTUUYECKOWN CNPABKK

Heobxoammble ymeHus

Pa3pabaTbiBaTb TEMATUUYECKUI NAaH 0630pa, AOKNAAA, AHAIUTUYECKOM CNPaBKM

060CHOBbLIBaTb aKTyaIbHOCTb NPOBAEMbI, KOTOPYIO NPEACTOUT OCBETUTL B 0630pe,
[OKNage, cnpaeke

Monb3oBaTbcd  MHPOPMALMOHHBIMM  pecypcamuM U CUCTEMATM3MPOBaATb
MHPOPMaLMIO MO 3a4aHHbIM KpUTEPUAM

MpaBUnbHO MHTEPNPETMPOBATb MNOJIyYEHHble AaHHble U MPeaocTaBNAATb UX B
cncrematusnposaHHOM snae

OI'Ipep,eIlFITb KPpyr UCTOYHUKOB W nunTepatypbl, H806XOAI/IMbIX Aana noarotoBku
MHd)OpMaLI,MOHHO-aHa}'IMTW-IECKMX mMaTepumanos

M3naratb matepuan B NlornyecKom nocnenoBatTe/IbHOCTU

npOM3BO,CI,VITb dHaNn3 N OUEHKY U3JI0OXKEHHOTO MaTtepuana




Od)opM/lﬂTb TEKCT B COOTBETCTBYIOLWEM CTUNE

PenakTnpoBaTb TEKCT AOKYMEHTOB

dopmynunpoBaTh BbIBOAbI M PEKOMEHAALNK

OcywecTBnaTb aBTOMATM3auUMIO npoueccoB cbopa, XpaHeHWA W BblAauM
nHpopmaymm

Monb3oBaTbCA YCTPOMCTBAMW aBTOMATU3MPOBAHHOM 06pPaboTKM TeKCToBOM
nHdopmauum n GoToHabopHbIMK YCTPONCTBaAMMU

MPUMEHATb BbIYUCAUTENBbHYIO TEXHUKY U WMHPOPMALIMOHHbIE TEeXHO/orMKM AnA
3KOHOMMYHON W PaLMOHa/IbHOW OpraHu3aumMm MHPOPMALIMOHHBLIX MPOLECCOoB,
MOBbIWEHUA UX TMOKOCTU N AUHAMUYHOCTU

Mpon3BoaUTbL NUTEPATYPHO-CTUAUCTMYECKYIO 06paboTKy TeKcTa, NpPOBEPKY
NOTMYECKON NOCNef0BaTeNbHOCTU U30MKEHUA, aHaNM3a M OUEHKM, HanucaHua
BbIBOAOB M PeKOMeHAaLui

MpUMeHATb OCHOBbI MCUXOA0MMU AEN0BOro 06LLEHUA

Heobxoanmble 3HaHNA

HopmaTuBHble NpaBoBble aKTbl, HOPMATMBHO-METOAMYECKMEe [OKYMEHTHI,
rocygapcCrtBeHHble CTaHAapPTbl B chepe AeATENbHOCTU OpPraHn3auunn

CTpyKTypa  OpraHusauumu, PyKOBOACTBO  CTPYKTYPHbIX  NOApasAeneHui,
HanpaBieHUsA [eATe/NbHOCTU OpraHM3auum UM KOMMETEHLMU  CTPYKTYPHbIX
noApasaeneHnn U AOMKHOCTHBIX LY

Knaccudumkauma  ynpasneHyYecko  uHPopmauuu, BuAbl  yNpaB/ieHYECcKoMn
nHpopmaymm

dopmbl NpegocTaBAeHUs ypaBieHYeckon MHGopMaL MK

NcToYHMKKM  ynpaBneH4yeckol uHPOpmMaLuM, MeToamKa oTbopa WMCTOYHMKOB
nHpopmaymm




TpeboBaHuWsA, NpeabABAsSEMble K yNpaBaeHYecKon MHbopmaLmm

OcobeHHocTM pedepupoBaHna  MHPopmaumn, crneundmka odoOpMAEHUA U
COCTaB/eHMA aHHOTaUMi, pedepaTtos, 0630p0OB, AOKIAA0B

KaTeropuu notpebuteneii, Ha KoTopble ByaeT paccunTaH AaHHbIM 0630p, AOKNAA,

MeToabl 06paboTKn MHGOPMALUM C NPUMEHEHUEM COBPEMEHHbIX TEXHUYECKUX
CPeACcTB KOMMYHUKALUMIA U CBA3U, BbIYUCANTESIbBHOM TEXHUKN

CTpyKTypa WMHGOOPMAUMOHHbLIX W34aHMIA B 3aBUCMMOCTM OT  XapaKTepa
MHPOPMaLMK M LeNEeBOro HazHaYeHUA MHGOPMALMOHHbIX U34aHUIA

CoBpemeHHble cpeacTBa cbopa, 06paboTku, cucrtematmsaumm MHGopmaumnm

NCTOYHUKM MHbOpMaAUMK: KaTanorn BUBANOTEK, *KypHaNoB, MOUCKOBbLIE CUCTEMbI
MHOOPMaLUMOHHO-TENEKOMMYHUKALUMOHHOM ceTh "UHTepHeT", 3N1eKTPOoHHble 6a3bl
AaHHbIX

dyHKUMOHaNbHOE HasHayeHue ob3opa (bubnuorpaduyeckoro, pedepaTMBHOrO,
aHA/IMTUYECKOr0) KaK CPeAcTBa OpMEHTaLUKM YyuTaTeNs B AOKYMEHTA/IbHOM WAn
MHDOPMALMOHHOM NOTOKE

OcobeHHOCTH 06LLEeHayYHOM M NparmaTnyeckon GpyHKLuMn 0630pos

Mpasuna paboTbl C BHEWHUMW HOCUTENSIMU MHPOPMALUK

HopmaTunBHble AOKYMEHTbI, rocygapcCrtBeHHbIE CTaHAapPTbI B obnactu
A0eATENbHOCTU OpPraHn3auunn

MoHsATHe n cneunduKka ubnmorpadpuyeckoro, pedpepaTtMBHOrO M aHAANTUYECKOTO
MHPOPMaLMOHHOIO U3LaHMUSA

CnpaBoOYHble NpaBoOBble CUCTEMDI

Apyrvie




XapPaKTePUCTUKN

3.4.3. Tpyposasa GyHKUMA

OpraHu3auma feN0oBbIX KOHTAKTOB U YpoBeHb
HaumeHoBaHME | NPOTOKONbHbIX MEPONPUATUIA Koa | D/03.6 |(nogyposeHb)
KBanuduKaumm

MpouncxoxaeHne
TpyAoBon GyHKUUM

3anmcTBOBaHO U3

OpuruHan X
opurMHana
Kog, PernctpaumnoHHbIi
opurMHana HoMep
nNpo¢deccnoHabHOro
CTaHAapTa

TpyanoBble AencTeus

OpraHvsauMs M NAaHMPOBAHME [OEeNOBbIX KOHTAKTOB, BCTpeY M Noes3nok
pyKkoBoauTens

OpraHusauus  3acefaHuii, COBEWAHWM UM MeponpuaTMi, NPOBOAUMbIX
pyKkoBoguTenem

NMoaroToBKka matepunanos ana COBeLU,aHMVI, BeaeHune n od)opn/meHme NPOTOKO/10B

MNoarotoBKka ﬂp83€HTaLI,VII7I NO YKAa3aHUK pykoBoaAUTENA

MoAroToBKa M NpoBeAeHMe Npecc-KoHdpepeHLmMa pykoBoauTens

BcTpeya y4yacTHMKOB neperoBopoB, obecneyeHne uX WMHOGOPMALMOHHLIMU
MaTepuanamu, BegeHuve 3anuncein neperoBopos

Heobxoanmble ymeHUn

CocTtaBnATb NAaH Noe3aKkn pyKosoauTensa




OdopmnaTb AOKYMEHTbI, HeobxoaMMble ANA AeN0BOW NOoe3AKU, KOMaHAUPOBKU
pyKoBoauTens

CoctaBnatb M 0PoOpMAATb MNPOTOKO/IbI COBELLAHMNA, 3acedaHui U Apyrux
KOHOpEpPEHTHbIX MEepONpPUATUIA, TOTOBUTb CMMCOK Y4YaCTHMKOB, MOBECTKY AHS,
ABOYHbIE JINCTbI M MPOEKTbl NTOTOBbIX OKYMEHTOB

CoctaBnAtb n pecc-pennsbl

BecTtn neperoBopbl C NapTHeEpPammn

PaboTaTb B pexmnme MHOrosaga4yHocTu

PaboTaTb c 601bWIMM 06 BEMOM MHDOPMALIUK

CosgaBath M NOAAEPXKMBATb MNOMIOXKUTENbHBIA  UMMAXK OpraHM3auuMm U
pyKoBoauTens

Ncnonb3osaTtb BbIYUC/IUTENBHYIO TEXHUKY " MHPOPMaLMOHHO-
KOMMYHWKaUMOHHbIE TEXHOMOTUU A/1A 6osiee 3KOHOMWMYHOW U PaLMOHA/IbHOM
opraHusaumm WHGOPMALMOHHBIX MPOLECCOB, MOBbIWEHUSA WX TUOKOCTU U
AVHAMUYHOCTU

ObecneunBaTb MHHOPMALMOHHYIO 6E30MacHOCTb OpraHM3auum

Heobxoanmble 3HaHUA

HOpMaTVIBHbIe npaBoBbleé aAKTbl, HOPMATUBHO-METOAUYECKNE  OOKYMEHTDI,
rocygapcCrtBeHHbIe CTaHAapPTbl B cd)epe AeATENbHOCTU OPraHn3aunm

CTpyKTypa opraHv3aumnmn, pyKkoBoAALMIA COCTaB OpraHmn3aumMm 1 noapasaeneHui,
HanpaBiAeHMA OeATEeNbHOCTU OpraHM3aumMmM U KOMMETEeHUWMWU CTPYKTYPHbIX
noAapasaeneHnin u AoNKHOCTHbIX KL

MNcuxonorna genosoro O6LLI,€HVI‘r'I, OCHOBbI KOHq)ﬂMKTOJ'IOI'VIVI

MpaBuaa npoBeaeHNA AeN0BbIX NePeroBopoB 1 NPOTOKO/bHbIX MEPOMNPUATUI




DTUKET U OCHOBbI MeXyHapoaHOro NnpoToKoNa

MpaBuaa cocTaBaeHUA N OPOPMIEHNA AOKYMEHTOB

MpaBuna 3awWwmTbl KOHPUAEHUMANBHOMN CAyXKebHON MHbOoPMaLUK

MHd)OpMaLI,MOHHO-KOMMVHMKaLIMOHHbIe TEXHO/I0TNN

Apyrve
XapaKTePUCTUKM




3.4.4. TpypoBaa pyHKLMA

HanmeHoBaHue

OpraHu13aums UcnoiHeHNs pelweHuin
pyKkoBoauTens

YpoBeHb
Kog | D/04.6 |(noaypoBeHb)
KBaIMpUKaLmnm

MpouncxoxaeHne
Tpy£oBoM GyHKLMMU

3anMmCcTBOBAHO M3

OpuruHan X
OopurMHana

Kog, PermcrpaumoHHbIi
opuruHana Homep
npodeccnoHanbHoOro
cTaHaapTa

TpyaoBble aencTena

[lokymeHTanbHOe odopmIeHMe pelleHUid PYKOBOAMUTENs, [OBefAeHuWe A0
cBefeHun paboTHUKOB OpraHM3aLLMmM YCTHbIX PaCNOPAXKEHMIN pyKoBoAMUTeNA

KoopanHauma peatenbHOCTU MO UCNOJIHEHUIO pELLIE'HMﬁ pykoBoauTena

KOHTpPOAb MCNOJTHEHWA PELEHUI PYKOBOAMUTENA

MNoArotoBKka oT4ETOB O BbINOJAHEHUN nopyquMM n pELLIEHMﬁ pyrkoBoauTena

Heobxogumble
ymMeHun

CocTaBnatb M 0pOPMAATL LLOKYMEHTbI, COAEPIKALLME NOPYUYEHUA U PACNOPANKEHUS
pyKkoBoauTens

BecTM yyeT MNOpyyeHWn pyKoBOAMUTENA, TPEBYIOWMX KOHTPOAA NO CyllecTsy
pelleHuA Bonpoca

YeTKo 1 BbICTPO NPUHMMATL peLleHns B npoLecce paboTbl

Mpon3BoAnTb aHaN3 UCMONHUTENBCKOM ANCLUMUNANHDI




CocTaBnATb aHa/IMTUYECKME OTYeTbl M CMPABKM MO pesynbTaTaM WCMOJIHEeHUSA
NOpPYyYeHUN 1 PACNOPsANKEHNN PYKOBOAUTENS

Monb30BaTbCA CUCTEMaMM 3NIEKTPOHHOTO AOKYMEeHTO060poTa

MpUMeHATb BbIYUCAUTENBHYIO TEXHUKY U MHd)OpMaLI,MOHHO-KOMMVHMKaLI,MOHHbIe
TEXHONOIMKN ONA 3KOHOMWYHOM U paLI,MOHa/'IbHOﬁ OopraHunsauunun MHd)OpMaLI,MOHHbIX
npoueccos, noBblWEHNA UX rmbKoctn u ANHAMUYHOCTU

ObecneymBaTtb 6€30MaCHOCTb AEATE/IbHOCTN OpPraHM3aLum

Heobxoanmble 3HaHUA

HOpMaTMBHbIe npaBoBbleé  aKTbl, HOPMAaTUBHO-MeTOAUNYECKNE  OOKYMEHTHI,
rocygapcCrtBeHHble CTaHOAPTLI B cd)epe AeATENNbHOCTU OpPraHn3auunmn

CTpyKTypa  OpraHu3auMu, PYyKOBOACTBO  CTPYKTYPHbIX  MOApasaeneHui,
HanpassieHnA AeATe/IbHOCTU OpraHuM3aumnm n KomMmneTeHUnn CTPYKTYPHbIX
nogpasgeneHnn n AOAKHOCTHBIX UL,

MpaBuna NpoBeAeHUA KOHTPOAA UCNOHEHWUA NOPYYEHNI PYKOBOAMUTENA

TexHonorns sefeHNA KOHTPOAA UCMOJIHEHMA NOPYYEHUI pyKOBOAMTENA

Cncrtembl 3/1EKTPOHHOTO lCI,OKyMeHTOO6O|C)0Ta, 6a3bl AaHHbIX

TpeboBaHWA OXpaHbl TPyAa

Opyrue
XapaKTepUCTMKM

IV. CBepgeHuMA 06 opraHusaLmax - paspaboTymnkax
npodeccnoHanbHOro CTaHaapTa

4.1. OTBeTCTBEHHAA OpraHM3aUnsa-pas3pPadboTunK

HM "HaymoHanbHan accoymaums oPUCHbIX CNELMANUCTOB N agMUHUCTPATUBHBIX PabOTHUKOB", ropos,




MockBa

AunpekTop XntocHesa Jllogmuna lMetposHa

4.2. HaumeHoBaHMA OpraHn3aunin-paspaboTymkos

1 AHO "AreHTCcTBO CTpaTErMYeCcKNX MHNULMATMB MO NPOABUKEHUIO HOBbIX NPOeKToB", ropoa MockBa
2 AHO "YensabuHckoe perMoHasibHOE areHTCTBO Pa3BUTMA KBaanduKaymin", ropos YenabuHck
3 AHO BIMO "MesKpermoHanbHbli OTKPbITHIN coLManbHbI MHCTUTYT", ropog, Mowwkap-Ona,

Pecnyb6avka Mapuit 9n

4 Bonrorpagckaa Toproso-npombillieHHas nanaata, ropos Bonrorpag

5 'Y "BcepoCCUMCKMIA Hay4YHO-UCCNeA0BaTEIbCKUN MHCTUTYT AOKYMEHTOBELEHMA U apXMBHOro aena”
(BHUWMAOAL), ropoa MockBa

6 HOY AHO "NHcTUTYT MHpopMaLMOHHbIX TexHonorui "AinTu", ropoa Mocksa

7 Obuwepoccniickmnin npodcotos paboTHUKOB rocyLapCTBEHHbIX yYpeXKAeHUI U 06LLEeCTBEHHOTO
obcnyxmnsaHua Poccuiickon ®eaepaumn, ropos Mockea

8 ObLiepoccuiickoe mexoTpacnesoe obbeanHeHue pabotoaatenert "Hukens", ropoa Mocksa

9 000 "MalikpocoodT Pyc", ropoa Mocksa

10 | OO0 "UeHTp aKkcnepTm3bl n ceptudukaumumn”, ropoa Mocksa

11 | 00O "9neKTpoHHble oducHbIe cuctemsbl”, ropos Mocksa

12 MOBONKCKNIN MHCTUTYT ynpaBneHuma umenu MN.A. CtonbinmHa - punman ®re0y BMNO "Poccuitckas
aKaZemMua HapoAHOro X03AMCTBA U rocyAapCTBEHHOM cnyK6bl npu MpesngeHTe Poccuiickoit
depepaunn, ropos Capatos




13 ®rA0Y ANO0 "Akagemua cTaHOAapTU3aUMK, METPosIorMK U cepTudmkaumn", ropos Mocksa

14 | ®reQy BIO "MeH3eHCKUI rocyaapcTBeHHbI yHuBepcuteT", ropog, MNeHsa

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

16 | ®rbY "Hay4Ho-uccnenoBaTenbCKUii MHCTUTYT TPYAa W COLMANbHOTO CTpaxoBaHuaA" MUHUCTepCTBa
TpyAa v coumanbHom 3awmTbl Poccnitckon @egepauum, ropog Mocksa

17 |ApocnaBcKaa TOproBo-nNPOMbILW/IEHHAA NafaTa, ropo Apocnasib

<1> O6WepoccUiicknin kKnaccudurKaTop 3aHATUN.

<2> 06LEepOCCUNCKUIA KNacCMbUKATOP BUAOB SKOHOMUYECKOM AeATE/IbHOCTHU.

<3> 06uepoccuincknin knaccudmKkaTop cneuumanbHocTel No ob6pasoBaHuto.

<4> EAnHbIN KBaNMUKALMOHHbIN CNPaBOYHUK AOKHOCTEN PYKOBOAUTENEN, CNELNANNCTOB U APYIUX CAYMKALLMX.

<5> Obwepoccuiicknin knaccudurkaTop npodeccuii paboumnx, AOMKHOCTEN CAYKALLMX U TapUHbIX Pa3psa0B.
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