Pepaxkmus ot 27 uiojisa 2020

[Ipukaz Muntpyaa Poccuu ot 15.06.2020 N2 333H

006 yTBepxkaeHuU NpodecCuoOHATILHOTO CTaHAapTa
"CrnenuajIucT 10 OPraHu3amuoOHHOMY U
JAOKYMEHTAITMOHHOMY 00€eCIIedeHUI0 yIIpaBJIeHU

AL
opraHnsam/Ien
B coorBerctBUM ¢ nmOyHKTOM 16 IlpaBuyi  pa3pabOTKM U VTBEDKIECHUS
I HOHAJIBHBIX CTAHIADTOB, YTBEP:KJAEHHBIX IIOCTaHOBJIeHWeM IIpaBuTenncTBa

Poccuiickoit @eneparnun ot 22 guBaps 2013 r. NO 23 (CobpaHue 3aKOHOJATEIbCTBA
Poccuiickout ®enepanuu, 2013, NQ 4, cT.293; 2014, N2 39, cT.5266),

IIpUKa3bIBAIO:
1. YTBepAuTh mnpuaaraemMbli npodeccHOHANBHBIN _craHzapT "CHenuaanucT 1o
OpPraHU3aIIMOHHOM u OKYMEHTAlIMOHHOM obecrieueHUI0 IIpaBJIeHUSA

opranusanuen’.

2. [Ipu3HaTh yTPATHUBIINM CHJIy OpPHUKAa3 MUWHHCTEDCTBA TPY/IA Y COIMAJIBHOU 3aIUThI
Poccurickori  ®enepammu oT 6 mag 2015 1. NO 276H "OO VTBEepKIEHUU

npodeccuoHaNbHOrO  crapzapTa  "ChoenmuajaucrT 1O OPraHU3allMOHHOMY U
OKYMEHTAIIMOHHOMY 00ecleyeHHI0 yIpaBjeHus opraHusanuei” (3aperucTpupoBaH
MunucrepctBoM octunnu Poccuiickont Pesepaninu 2 u0HA 2015 T., pETUCTPALIUOHHBIN

N¢ 37509).

Munuctp
A.O.KotsakosB

3aperncTpnposaHo

B MuHncTepcTBe tocTULmMmn
Poccuinckon ®egepauynmn

15 nrona 2020 ropa,
perncTpaunoHHbii Ne 58957

YTBEP>XKJEH

npvkasom MuHuctepcTea
TpyAa u coumanbHOM 3awnThbl
Poccuiickon ®epepaunn

oT 15 mnoHs 2020 roga Ne 333H

[MpodeccroHansHbIn cTaHgapT "CneunanncT no opraHn3auyioHHOMY U
OOKYMEHTaLMOHHOMY 06€eCneyeHunto ynpasneHus opraHmaaumen”

447

Perucrpanmonnsiit
HOMEP

CopeprxaHune
1. O01IKe cBegeHusd
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II. Onucauvie TPVAOBBIX GOVHKIUHA, BXOAAMUX B HOPOMECCHOHAIBHBIN CTaHAADT

(byHKIIMOHAIPHASA KapTa BU/Ia TPOdheCcCHOHATIBHOU JIeTETEHOCTH )
I11. XapakTepucTrka 0000IIeHHBIX TPYAOBBIX QYHKIINN

3.1. Obo61eHHasa TpyaoBasg dvHKIMA "OpragusaioHHoe o0ecrneueHne 1esaTeJIbHOCTU
OpraHu3anuu’

3.2. OO06oOmenHas  TpyzaoBad  dyHkiua  "JIOKyMeHTAIlMOHHOE obecmeveHue
IeATEeTbHOCTH OPTaHU3AIUN

3.3. O6oO6iieHHas TpyaoBasd GyHKIHA "OpraHu3alliOHHOE, JOKYMEHTAIIMOHHOE U
nHdopMaNnoHHOE obeclieueHre AeATeIbHOCTH PYKOBOIUTEIS OPTaHU3aIUuN "

3.4. OO6oOmeHHasa TpyzaoBad dyHkiua "MHOOPMAIIMOHHO-aHAJIUTHYECKASA |

OpPraHU3alMOHHO-aIMUHNUCTPATUBHAY  [OJJIEDKKA  JAeATEJILHOCTH  DYKOBOJIUTEIIS
OpraHu3anuu’

IV. CBeZ!eHI/IH 00 OPraHu3anuAgX - [2a3[236OT‘-II/IKaX H[!OgheCCI/IOHaIIbHOI‘O CTaHJaapTa

|. O6bwme ceegeHns

Opranu3anvoHHOE U JTIOKYMEHTAIIMOHHOE 00ecieueHre YIPaBICHUS 07.002
OpraHu3alUsIMM JHOOBIX OPraHU3aLIOHHO-TIPAaBOBLIX (hOpM '
(HaumMeHOBaHME BUA MPO(HECCHOHANBHON eI TeIbHOCTH) Kon

OcHoBHas 11es1b BUia Tpo¢eCCUOHATILHOU JIEATETbHOCTH:

Peammzanmst obecrieumBaromnX (QYHKIUH YIpaBIeHUS OpTaHU3aIMel; BHEIPEHUE IyUIINX
TEXHUYECKHUX pa3pabOTOK U HOBEHIIMX TEXHOJIOTHUI B oOecrieueHue yrnpaBieHus opranu3anuei

I'pynmna 3aHATHHA:

AJIMUHHUCTPATUBHBIN " HHOU CekpeTani (061mtero
3343 UCIOJHUTENbHBIN cpeanerexnuyeckud | 4120 petap m
npoduIst)
nepcoHat
Cnyxamue B mpueMHOW  (00miero
4226 - -
npoduis)
(1on (HaMMEHOBaHUE) (1on (HaMMEHOBaHUE)
OK3) OK3)

O6Lwepoccuiickuii knaccurnkaTop 3aHATUN.

OTHeceHHte K BUIaM 9KOHOMUYECKOU JIeATeJIbHOCTHU:
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8211 JlesiTenbHOCTD aIMUHUCTPATUBHO-XO035CTBEHHAS KOMILJIEKCHAs o
' o0ecrieyeHnIo paboThl OpraHU3aLUuU
82.30 JlesTenbHOCT IO OpraHU3ali KOHQEPEHIIUN U BBICTaBOK
(xom OKB3/) (HamMeHOBaHWE BHJIa YKOHOMUYECKOM JESITCIIBHOCTH )

Obuepoccuiicknin knaccubnkarop BMAOB SKOHOMUYECKON AEATENEHOCTY.
Il. Onucanne TpyaoBbIX MYHKLUUN, BXOAALLMX B NPOeCCMOHaNbHbIN

cTaHaapT (pyHKUMOHaNbHasa KapTta Buga npodeccrnoHanbHON OeATENbHOCTI)

O060011eHHbBIE TPYAOBbIE (DYHKIIUN TpynoBble pyHKIIMM
YpPOBEHB
YpOBEHB (momypo-
KOJI HAaUMEHOBaHHE KBaJTU(H- HAaUMEHOBaHHE KOJI BEHb)
Kanuu KBanuu-
KaI[iu
OprasHu3aluoHHOE [Tpuem "
obecrieueHne acmpesielieHue
A 3 pactipes A/01.3 3
JCSATCIIBHOCTH TeIe(POHHBIX 3BOHKOB
OpraHHU3aIiH OpraHu3aIuH
Opranmsanus padoThI
c MMOCETUTEIISIMH A/02.3 3
OpTraHHU3aIu’
Breinonnenue
KOODIMHHPYIOIIMX M | 03 3 3
o0ecreynBaroImx '
byHKUIMNA
OKYMEHTAITMOHHOE Opranuzanus padoThI
g | Hoxy 1 5 P it p B/01.5 5
obecrieueHne C IOKYMEHTaMHU
Opranuzanus
JESTSIIBHOCTH
Tekymero  xpaHenus | B/02.5 5
OpraHH3aIiH
JOKYMEHTOB
Opranuzanus
0o0paboTku nen s B/03.5 5
MOCJIEYIOIIEro '
XpaHCHHS
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OpraHu3annuoHHOE,
JOKYMEHTAI[HOHHOE U
HHPOPMAIIHOHHOE
obecreueHme

JEATEIIbHOCTH
PYKOBOJIUTEIS
OpraHu3aluu

Oxa3zanue TIOMOIIA
PYKOBOJIUTEITIO B
TUTAHUPOBAHHUU
pabouero BpeMeHU

C/01.6

[LnanupoBanue
pabouero TTHS
cekpeTaps

C/02.6

Opranuzanus
TeneOHHBIX
MIEPEroBOPOB
PYKOBOAUTEIIS

C/03.6

Opranuzanus
KOMaHJHUPOBOK
PYKOBOAMTEIIS

C/04.6

Opranuzanust paboTHI
C IOCETUTEISIMU B
MIPUEMHOMN
PYKOBOIUTEIS

C/05.6

Opranuzanus
TOITOTOBKH,
MIPOBECHUS u
o0cITy)KMBaHUS
KOH()EPEHTHBIX
MEpONIPUITHI

C/06.6

Opranuzanus
HCIIOJIHEHUS PELICHUH,
OCYILIECTBIICHHE
KOHTPOJISl MCIOJHEHHUS
MOpy4YEeHU N
PYKOBOJUTENS

C/07.6

Opranm3anus u
noJiiep>KaHue
(YHKIIMOHATIBHOTO
pabouero
MPOCTPAHCTBA
pUEMHON U KabHHeTa
PYKOBOIUTEIS

C/08.6

Pa3zpabotka
JOKAJTbHBIX
HOPMATUBHBIX ~ AKTOB,

C/09.6




pEeTIaMEHTUPYIOIINX
paboty cekperaps

Cocrasnenue u
oopmienune
YIIPaBICHYECKOM
AOKYMCHTAaIUH

C/10.6

Opranuzauus paboTh
C  JIOKyMEHTaMH B
MIPUEMHOMN
PYKOBOJUTENS

C/11.6

Opranuzanus
XpaHEHUs1 JOKyMEHTOB
B MIPUEMHOMN
PYKOBOIUTEIS

C/12.6

Obecmieuenue
PYKOBOAMTEIS
uHpopmMauei

C/13.6

Opranuzanus
MH(OPMAITMOHHOTO
B3aNMOJICHCTBHS
PYKOBOAMTES C
MopaseICHUsIMU 1
JIOJLKHOCTHBIMH
JUIAMU OpraHU3aIuu

C/14.6

HNudopmarmonHo-
AHAJIUTNYCCKasd
OpTraHU3aIMOHHO-
AIMUHUCTpPATUBHAA
TOZIJIEPIKKA
ACATCIIbHOCTU

PYKOBOAUTES
OpraHu3aIu

dopMmupoBaHue
MH(OPMAITMOHHOTO
B3aUMOJICUCTBUS
PYKOBOIUTEIS c
OpraHu3alusIMU

D/01.6

AHanu3 uHbopMaun
u MIOJrOTOBKA
H(OPMaIMOHHO-
AHAJIUTUYECKUX
MaTepHaoB

D/02.6

Opranuzanus AeI0BbIX
KOHTaKTOB u
ITPOTOKOJIBHBIX
MEpONIPUITHI

D/03.6




Opranuzanust
ucnionHenus: pemenuit | D/04.6
PYKOBOAUTEIIA
[ll. XapakTepunctuka o606LeHHbIX TPYLOBbIX (YHKLNIA
3.1. O606LeHHasn Tpyaosasa (PyHKUNS
HauMeHOBaHHE OpFaHI/IBaHI/IOHHOC 06ecnequI/Ie KOI[ A ypOBeHL 3
ACATCIIBHOCTHU OpraHn3alnuu KBaJ’II/I(bI/IKaI_[I/II/I
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pT

Bo3MoxHbIE
HauMEHOBAHHUS
o Cekperapb-aIMUHUCTPATOP
JIOJDKHOCTEH,
npodeccuii
Cpennee obrmiee odpazoBaHue

TpeboBanus k | IIpodeccrnonanbHoe oOyueHHWe - MporpaMMbl TPOodEeCCHOHATBHON
00pa3oBaHMIO A | IOATOTOBKU o JOJDKHOCTSAM CIy’KalluX, IPOTrPaMMBbI
00y4eHUIO MEPENOATOTOBKH CITY)KaIlUX, TPOrPaMMBbI IOBBIIICHUS KBaTH(PHKAIUN

CITy KalluX

TpeboBaHus K ONbBITY
MIPAKTUYECKOM paboThI

OcoOsle yCIIOBUS
JI0IyCKa K paboTe

Hpyrue
XapaKTepUCTUKH

Z[OHO.HHI/ITeJIbHI)Ie XapaKTEepUCTHUKHU

HaunmenoBanue 6a30Boii TpyIIb, TOHKHOCTH
HaumeHnoBaHue 10KyMeHTa Kon
(mpodeccun) UM CrienuagTbHOCTH
OK3 4226 Cay»xariue B mpueMHO# (0011ero npoduis)
OKIIATP 26353 CekpeTapb-MalIMHUCTKA

O6Lepoccnnckuin kKnaccudukatTop npodeccuin pabounx, AOMKHOCTEN CRy XKalUmX U TapudHbIX pa3psaos.

3.1.1. Tpynosasa yHKLUMS

HaunmenoBanue

IIpuem
TeneOHHBIX
OpraHu3anuu

U pacnpeneieHue
3BOHKOB

Kon

A/01.3

YpoBeHb
(moLypoBEHb)
KBUTH(DUKATTAH
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TpynoBsie nencTBUA

[lepenanpaBienue  Tene(OHHBIX  3BOHKOB  PYKOBOZACTBY

COTPYIHUKaM OpraHHU3aliH

n

PCFI/ICTpaL[I/ISI NOCTYyIAarOIInuX TeJ'IC(I)OHHBIX 3BOHKOB

[Tomyuenue HEo0XoAMMOM UHPOpMAITIH
CaHKLIIMOHUPOBAHHOI HHPOPMAIINH 110 TeNnePOoHy

u nepenada

Heo6xonumsble ymeHMs

Ucnonb3oBaTh TEXHUYECKHE U  MPOTPaMMHBIE
MIPOBEICHHSI TOJIOCOBOM MITM BHJI€0-KOH(EPEHII-CBSI3U

cpencTaa

JJIA

Hcnons3oBarh cpeacTBa KOMMYHHKaHHOHHOﬁ OPTTCXHUKU  JIA

MOJTy4eHUs U nepeaayu nHdopmanuu




Bectu ydeTHble perucrpanuoHHbIE (OPMBI, HCIIOIB30BaTh UX IS
MH(POPMAITMOHHON PabOTHI

VYcraHaBIMBaTh KOHTAKT ¢ COOCCEMHMKOM, MOJICPKUBATh U PAa3BUBATH
JIeIOBYI0 Oecely B mpoliecce TeneOHHBIX IEPETOBOPOB

CraxuBaTh KOH(i)J'II/IKTHI)Ie " CIOXKHBIC CUTyallUM MCEKIIMYHOCTHOT'O
B3aHMOHeﬁCTBHH

Cobmronath ciry»KeOHBII THKET

Heobxonnumele @OyHKIMH, 3a]a4¥, CTPYKTypa OpraHu3alum, ee CBI3H
SHAHMS [IpaBuia B3aMMOZEHCTBUS C NAapTHEpaMH, KIMEHTaMH, CPEICTBaMU
MaccoBOM MH(pOpMaIUH
OTHKa €JI0BOT0 OOLIECHHS
IIpaBuna peueBoro 3TUKETa
TpeOGoBanust oXpaHbl TpyAa
ITpaBuna 3amuThl KOHPUIECHIMAIBHOMN cIy)eOHONH HHpOpMaIIK
Apyrue
XapaKTEPUCTHKH )

3.1.2. Tpynosas pyHKLUUSA

HanmenoBanune

[Ipoucxoxnenue
TPYAOBOM
dbyHKIMH

Opranms3anus paboOTBl € VYpoBeHnb
MMOCETUTEISIMU Kon | A/02.3 (moxypoBeHb) 3
OpraHU3aIu KBaTu(UKAUN
3auMcT
BOBAHO
Opurunan X u3
OpHUTHH
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TpynoBsle neNCTBUA

Bcerpeua mocerutenedt, mnomydeHue TEpBUYHOM HHGPOPMALUU O
MOCETUTENSAX U TOMOLIb B OPraHU3alluy UX IpHeMa pyKOBOAUTENIEM U
COTpYIHUKAMHU

Be,I[eHI/IC JKypHaJjia 3aI1inucu MTOCETUTENCH

VYyer nocerureneit u ohpopmieHUE MPOIYCKOB

ConelicTBue OnepaTuBHOMY PAacCCMOTPEHHIO MPOCHO U MPeAoxKEHUM
MOCETUTENEN

IIppueM u mnepenaga TOKyMEHTOB IIOCETUTEIEH PYKOBOACTBY U
COTpPYZHHKAaM OpraHu3aluu

OpFaHI/I3aHI/I}I n 6p0HI/IpOBaHI/IC MEPCTOBOPHLIX KOMHAT

CepupoBka 4aitHOT0 (KodeitHoro) crona B opuce

[TpuroToBrneHue HaNUTKOB (Yaid, Kode, TPOXJIATUTETbHBIC HATUTKH)

Heo0xonnmele ymeHUst

O6IJ.I3.TBCH C IOCCTUTCIIAAMU




HMcnoap3oBars YCTaHOBJICHHBIC IIpaBuIa n npoucaypbl
KOMMYHHKAIIUU BHYTPHU OpPraHu3anuiu

Bectu yuetHbie popMbl, HCIIONB30BaTh UX AJIs1 PaOOThI

CO3,Z[aBaTI:> MOJIOXKUTEIIbHBIN UMUK OopraHu3anunu

[TpuHUMAaTH MepBI IO Pa3pEHICHUI0 KOHPIUKTHBIX CUTYaIHi

[TpumensTh HHOOPMALIMOHHO-KOMMYHHUKAIIIOHHBIE TEXHOJIOTHH

Ob6ecreunBarh KOH(MUACHINAIBHOCTh HHPOPMALIUU

Heo0Oxonumeie

3HaHUA

[TpaBuiia opranu3anuu npuema rnoceTuTesnen

[IpaBuna nenoBoro oOIIEeHUS

CrtpykTypa oOpraHuzalMd M pacrnpeneieHue QyHKUUH Mexay
CTPYKTYPHBIMU MOJPA3AEICHUSIMH U CIIEUAINCTaMU

[IpaBuia opranu3zauy npuemMoB B ouce

[TpaBuia cepBUpPOBKH YaitHOTO (KO(eitHOro) cTONa

HpaBI/ma IMPUTOTOBJICHUA W MOJAYU TOPpAYHNX HAIMUTKOB M 3aKYCOK K
HUM

DTHKa IeJI0BOro OOLIEeHUS

[IpaBuna peueBoro 3THKeTa

TpeOoBaHus OXpaHbl Tpyna

[TpaBwiia 3amuThl KOH(PHUISHITUATBHOHN CITy>kKeOHOU HH(pOpMAITUN

Jlpyrie
xap aKTCpI/ICTI/IKI/I

3.1.3. TpynoBasa dyHKLUUS

HaumenoBaunue

YpoBeHb

Boinonnenue Koxg | A/03.3 (momypoBeHb) 3
KOOPIMHUPYIOIINX u KBaM(UKAIAN




[Ipoucxoxnenune
TPYAOBOU
dbyHKUIMN

o0ecIeunBaroIINX
byHKIII

3aumcT
BOBaHO
Opurunain X u3
OpUTUH
ana

Kon opurnnana

Tpynossie

NEeNCTBUSA

Benenue xxypHana pa3pe310B paOOTHUKOB OpraHU3alun

Koopaunaius paboTel KypbepoB U BOAUTENCH OpraHu3alun

Benenne xypHaia pa3be3oB KypbepOB OpraHU3allMd U MaplIpyTOB
BOJUTENEH




CocraBneHue cOpaBKM O paszbe3aXx paOOTHUKOB, KypbepoB U
MapuipyTax BOAUTENICH OpraHu3auu

Heobxoanmsbie CoCTaBIATh U BECTH YUETHBIC JOKyMEHTBHI
MCHIS [TpuMeHsaTh CcpeAcTBa KOMMYHHMKAIMM Ui Iepefadyd HOpy4eHUi

Y PYKOBOZIUTEIIS M COTPYIHUKOB OPTaHU3AIIH
[IpuMeHsATh COBpEeMEHHBIE CpencTBa cOOpa, 00pabOTKM W mepenadyu
UHPOpMaITIH
OneHuBaTh pe3yabTaThl B paMKax IMOCTABICHHBIX 33134
OcymiecTBisATh KOHTPOJIb MCIOJHEHUS TOPYYEHUH PYyKOBOIUTENS
COTPYIHHKAMHU

Heobxoanmbie [IpaBuia peyeBOro ATUKETA

3HaHUS OTHKA J1eI0BOT0O OOIEHUs
TpeboBaHus oxpaHbl Tpyna
[TpaBuna 3ammTE KOHPHUICHINAIEHOHN CTy)keOHON HH(OpMALTUH
CTpykTypa oOpraHM3allud U pacrpenesieHue (QYyHKUUH — MExIy
CTPYKTYPHBIMH TTOJPA3ACICHUSIMH 1 CHEINAINCTAMHU

Jlpyrue

XapaKTePUCTUKA

3.2. O606LeHHasn Tpyaosasa (PyHKUNS

HaunmenoBanue

JlokyMeHTamoHHOE
obecrnieuenue nestensHocTu | Kox B
OpraHu3aLU

YpoBeHb
KBaU(UKAIUN

[Ipoucxoxnenue
000011IeHHOM

Opwurunan X BO
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Bo3MoxHbIe
HanMCHOBAaHUA
JOJDKHOCTEH, podeccuit

Jemonpou3BoauTeb

TpeboBanus K
00pa3oBaHNIO u

00y4YeHHIO

Cpennee mnpodeccuoHasibHOE O0pa3zoBaHHWE -  MPOTPaAMMBI
MOJITOTOBKH CIICIIUAIMCTOB CPEIHETO 3BEHA

HIJIN

Cpennee mpodeccronanpbHoe oOpa3oBaHue (HEMPOGUIBHOE) -
pOrpaMMbl  TTOJTOTOBKH  CIIEIHAJMCTOB CPEIHEro 3BCHA |
JIOTIOJTHUTETHHOE npodeccuoHaNIbHOE oOpa3oBaHUe 1o




JOTIOJTHUTEIbHBIM npodeccruoHaIbHBIM rporpamMmmam
npodeccruoHanbHON EPEroArOTOBKH 10 MPOPIUITIO IeATETHhHOCTH

TpeboBanuss K  OMNBITY
MIPAKTUYECKOH pabOoThI

OcoOble ycnoBus nomycka
K pabore

Jpyrue xapakTepuCcTUKH -

JlonosIHUTEIbHBIE XapAKTEPUCTUKU

HaunmenoBanue 6a30BOM TPYIIIbI, TOJDKHOCTH
HaumeHnoBanue qokymeHTa Kon
(mpodeccun) Unm CrenuaITbHOCTH
OK3 4120 Cexpetapu (0611ero mpoduis)
EKC - Jlenonpou3BoIUTENb
OKIIATP 21299 Jlenonpon3BoAUTEIb
OKCO 7 46.02.01 JoxymeHTanmoHHoe obecrieueHre yrpaBieHUs
EE— Y apXHUBOBE/ICHHE

EQvHbIi KBaNIMMKALMOHHBIN CNPaBOYHNK OOMKHOCTEN PYKOBOAWTESNEN, CMELMATIMCTOB U Cy>KaLLuX.

O6uiepoccuinckuii knaccudukaTop cneumanbHOCTEN Mo 06pa30BaHNI.
3.2.1. Tpyoosas yHKLUNA

Opraauzanus paboThl C YpoBeHE
HanmenoBanue p A p Kon | B/01.5 (momypoBeHb) 5
JIOKYMEHTaMH
KBaJH(PUKALUU
3aumct
[Ipoucxoxnenun
o BOBaHO
N Opurunain X u3
TPYIOBOU
P OpUTHH
ana
Per
Kon opurnnana HCT
pan

HOH
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Tpynossie

NEeNCTBUSA

[Tpuem u nepBuuHas oOpaboTKa BXOJSAIIUX TOKYMEHTOB

[IpenBapurenbHOE€ pPacCMOTPEHHE U COPTUPOBKA JIOKYMEHTOB Ha
perucTpupyemMble 1 HEpErucTpUpyeMble

IToaroroska BXOISAIINX JIOKyMEHTOB TSt paccMOTpEHUS
PYKOBOAUTENIEM

PCFI/ICTp anus BXOQAUX JOKYMCHTOB

OpFaHI/I?)aI_[I/IH JOCTaBKH JOKYMCHTOB HCIIOJIHUTCIIAAM

Benenue 6a3bl 1aHHBIX JOKYMEHTOB OpraHU3aLluN

Benenne nHpOpMamoHHO-CIIPaBOYHON paObOTHI

O06paboTka 1 OTIpaBKa UCXOIAIIUX TOKYMEHTOB

Opranuzanust paboThl [0 PETUCTPALNH, YUETY, XPAaHEHHUIO U Tepeaye B
COOTBETCTBYIOIIME  CTPYKTYpPHBIE  IOAPA3JEICHUS  JOKYMEHTOB
TEKYILLEro ACJIONPOU3BOICTBA

KOHTpOJ'II) HCIIOJIHCHUA JOKYMCHTOB B OpraHMU3aluu

HeobOxonnmeie
YMCHHUS

PaGotarp co BCEil COBOKYITHOCTBIO
WH(GOPMAITMOHHO-T0KyMEHTAIIMOHHBIX PECYPCOB OpPraHU3aluN

ITonmp3oBarbes Oazamu JAaHHBIX, B TOM YHCJIC YAAJICHHO

ITonap30Barbes CIIpaBOYHO-IIPABOBbBIMH CUCTECMAMH




[Tonb30BaThCs aBTOMAaTU3UPOBAaHHBIMU CUCTEMaMH yuera,
perucTpanum, KOHTPOJISI 1 HHPOPMAIIMOHHO-CIIPABOYHBIMU CUCTEMaMH
pu paboTe ¢ JOKyMEHTaMH OpraHu3aluu

[IpuMeHsATH  COBpeMEHHblE  HMH(OPMAIIMOHHO-KOMMYHHKAIIMOHHBIC
TEXHOJIOTUM Uil PabOTBl C JOKyMEHTaMH, B TOM YHCIIE Ui ee
ONTUMH3AIMH U TIOBBIICHUSA Y3PPEKTUBHOCTH

[TpuMeHsITh MpaBUIa PyCCKOTO S3bIKa

HpI/IMeHﬂTb HaBBIKU CKOPOCTHOT'O ITMCbMa

HeobOxonnmeie
3HAHUS

HOpMaTI/IBHLIC IMPpaBOBBIC AKThI n HOPMAaTHBHO-MCTOANYCCKHUC
JOKYMEHTBI, ONpENeNSIONIME  TOPSIOK  JTOKyMEHTAIlMOHHOTO
oOecrieyeHus ynpaBlieHUs

CrpyKkTypa opraHu3aiiu, pyKoBOACTBO CTPYKTYPHBIX MOAPA3EICHUN

COBpeMeHHBIC I/IH(l)OpMaL[I/IOHHBIe TCXHOJOTNHN paGOTLI C IOKYMCHTaMM1

[Topsiiox paboThI ¢ JOKYMEHTaMHU

CxeMbI TOKyMEeHTO000pOoTa

Cucremsbl CKOPOCTHOT'O ITMCbMa

[IpaBuna paboThl C BXOASIIMMH, HUCXOMSIIIMMH W BHYTPECHHUMH
JIOKYMEHTaMu

[TpaBuna opranuzanuu U GOpMbI KOHTPOJIS UCTIOTHEHUS TOKYMEHTOB B
OpraHu3aIu

TunoBsie CPOKH UCIIOJIHCHHA JOKYMCHTOB

[TpuHIUIBI pabOTHI CO CPOKOBOM KapTOTEKOM

Haznauenne u  TEXHOJIOTHS TCKyIEro MW MIpcaAynpeanuTCIbHOro
KOHTPOJIA

[IpaBuna cocrTaBieHUs AaHAJUTHYECKUX CHPABOK [0 OpraHHU3alUU
paboThI C TOKyMEHTaMU U KOHTPOJIIO UCIIOJIHEHUS JJOKYMEHTOB

[TpaBuna JOKYMEHTAIMOHHOTO obecrnieueHus JIeATETbHOCTH
OpraHu3aIu




Bungsl JAOKYMCHTOB, UX HA3HAYCHUC

TpeOoBaHusi, mpeabsBIsieMble K JIOKyMEHTAaM B COOTBETCTBHH C
HOPMATUBHBIMM  IIPAaBOBBIMM  aKTaMHU U TOCYAAPCTBEHHBIMU
CTaHJapTamMu

[TpaBmiia coctaBieHuss U 0GpopMIICHUS UHPOPMALIMOHHO-CIIPABOYHBIX,
OpraHU3al[MOHHBIX, YIIPABICHYECKUX 1I0KyMEHTOB

[IpaBuna coznanus U BeAeHUs 0a3 JaHHBIX CIYXEOHBIX JOKYMEHTOB B
OpraHHU3aLUH

CucTeMbl 3JIEKTPOHHOTO TOKYMEHTO000pOoTa

IIpaBuna u CpOKM OTIPABKH HUCXOASIINX JOKYMEHTOB

TpeboBanus oxpaHbl Tpyna

Hpyrue
XapaKTepUCTUKH

3.2.2. TpynoBasi pyHKLUSA

HanmeHnoBanune

IIpoucxoxnenue
TPYAOBOM
dbyHKIMH

Opranuzanus YpoBeHb
tekymero xpanenus | Kox B/02.5 (momypoBeHb) 5
JIOKYMEHTOB KBaJH(PUKALUU
3aumcT
BOBAHO
Opurunan X u3
OpUTHH
ana
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T
CT
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1
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TpynoBsie Pa3zpaboTka HOMEHKIIATYpbI €Nl OPraHU3aAINH

[TpoBepka npaBUIBHOCTH OGOPMIICHHS JTOKYMEHTOB U OTMETKH 00 WX
nefcTBUA UCIIOJTHCHUH Tiepe] MX (OPMHUPOBAHHEM B JIEJO JUIS IOCIIEIYIOIIETO

XpaHeHUs

dopMyITHpOBaHHE 3ar0JI0BKOB JIC M ONIPE/ICIICHUE CPOKOB UX XPAHCHHS

®dopmupoBaHUe 1€

KoHTponb TpaBHUIBLHOTO W CBOCBPEMEHHOTO pACHpEICIICHUS U

MOJIIIMBKY JIOKYMECHTOB B JIejia

Opranu3oBeIBaTh PA00Ty MO VYYETYy, XPaHEHUID U Iepeaade B
HeobOxoanmeie p p M yaety,  xp pel
yMeHuA COOTBETCTBYIOIIIUE  CTPYKTYpHBIC  TOAPA3JCICHUS  JOKYMEHTOB

TCKYLICTO ACJIONIPONU3BOACTBA

OcymiecTBIsATh METOAMYECKOE PYKOBOJCTBO JEJIONPOU3BOACTBOM B
OpraHu3aliK, KOHTPOJIUPOBATh MPABUIbLHOE (POPMUPOBAHHE, XPAaHEHUE
U c/iady /e B apXUB

Pa3pabarbiBaTh HOMEHKIIATYPY A€J CTPYKTYPHOTO MOpa3IeIeHUS

Hcnonp30BaTh  HOMEHKJIATypy J€J1 NPHU HU3YyYEHUU CTPYKTYphI
OpraHu3aliK, COCTaBICHNUHU OIUCEN Jel

Opranu3oBbiBaTh paboTy HO (OPMUPOBAHHUIO Il B COOTBETCTBUH C
YTBEPKICHHONW HOMEHKJIATYpO J1e]1 OpraHu3aluu

DopMHUpOBaTh JOKYMEHTHI B JIeJIa C YYETOM UX CeupUuKu




CI/ICTeMaTI/I3I/IpOBaTI> JAOKYMCHTBI BHYTPHU ICJia

ObecrieunBaTh COXpPAaHHOCTH U 3aIUTY JOKYMEHTOB OpTaHU3aLuU

[TpumensiTh MHGOPMALMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUU MPU
pabote ¢ JOKyMEHTaMHu

HopmaruBHBIE  TIpaBOBBIE  aKThl, = HOPMAaTHBHO-METOJMYECKUE
Heo0xonumeie
SHAHIS JIOKyMEHTBI, TOCYJapCTBEHHBIE CTaHIAPTHI, OMPEICISIOMNE MOPSIOK
JOKYMEHTAIIMOHHOTO 00€CTIeueHUs YIIPaBICHUS
Bunbl HoMeHknatyp, obmue TpeOoBaHMS K HOMEHKIIAType, METOJHKA
ee cocTaBleHUs U 0pOpMIICHHUS
[lpaBuna coracoBaHWs HOMEHKJIATYPBl eI C BEIOMCTBEHHBIMHU
apXMBaMHU U SKCIEPTHON KOMHUCCUEH
IMopsimok  dopmupoBanus u  odopmieHus  Jen, crnenupuka
(GOopMHUpPOBaHUSI OTAEITBHBIX KaTETOPHUil eI
[IpaBuna xpaHeHus A€, B TOM YHCJIE C JOKYMEHTAaMH OTPaHUYEHHOTO
JocTyna
[IpaBuna BBIAAYM M UCTIONB30BAHHS JTOKYMEHTOB U3 CHOPMHPOBAHHBIX
nen
TpeGoBanust oxpaHsl Tpyna
Jlpyrue
XapaKTePUCTUKA

3.2.3. Tpyoosas pyHKLUA

HanmenoBanue

[Ipoucxoxnenue
TPYAOBOH
byHKIMH

Opraauszanus o0paboTku men YpoBeHb
JUTS MOCJIEAYIOIIETO Kon B/03.5 (momypoBeHb)
XpaHeHus KBaJIM(HUKALIUN
3aumcT
BOBAaHO
Opurunan X u3
OpUTHH
ana
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TpynoBsle NeNCTBUA

HpOBepKa CPOKOB XpPAaHCHUSA HNOKYMCHTOB, COCTAaBJICHHUC IIPOTOKOJIA
pa60TI>I 3KCH€pTHOI>'I KOMHCCHH II0 TIOATIOTOBKEC JOKYMCHTOB K
XpaHCHUIO, aKTa O IHepcaadc Ha YHHUYTOXCHUC HTOKYMCHTOB, HC
MOAJICIKAIINX XPAaHCHHIO

CocrapieHre BHYTPEHHEH OMUCH Je JIJIs1 0CO00 IIEHHBIX JOKYMEHTOB

O(I)OpMJ'ICHI/IC ACJI HTOCTOSIHHOTO, JOJITOBPEMCHHOI'O CPOKOB XPAHCHUSA

Odopmienne OOIOKKH JeN MOCTOSHHOTO, TOJITOBPEMEHHOTO CPOKOB
XpaHEHUS

CocraBiieHle ONUCH JIeNT TOCTOSHHOTO, JOJIFTOBPEMEHHOIO CPOKOB
XpaHeHus

Hepez(aqa ACJI B apXUB OpraHu3anunu




HeobOxomnmeie
YMEHHUS

ITonap30BarbCs NEepCYHAMHA JOKYMCHTOB U aHAJIU3HUPOBATH (baKTI/I‘IeCKOG
COACPIKAHUC HMCIOIIHUXCA B [JCJIC IOOKYMCHTOB IIpU OHNPCACICHUN
CPOKOB UX XPaHCHUA

OdopMIIATh TOKYMEHTBI SKCIIEPTHON KOMHCCUHU

OdopmisaTe OONOXKKHU J€Jl TMOCTOSIHHOIO M BPEMEHHOI'O XpaHEHUs B
COOTBETCTBUM C TPEOOBAHUSMU IOCY/IapCTBEHHBIX CTaHIapTOB

[Ipon3BoANTE XPOHOJIOTUYECKO-CTPYKTYPHYIO CUCTEMATHU3AIIUIO JEIT

OcCymecTBIATh TEXHHUECKYI0 00pabOTKy M MONHOE O(OpPMIICHHE N1eT
MOCTOSAHHOT'O U BPEMCHHOI'O XpaHCHUA

CocCTaBiATh OIINCh ACJT TMOCTOAHHOIO W BPEMCHHOI'0O XpaHCHHA B
COOTBCTCTBUH C HOPMATHBHO-MCTOANYCCKUMU NOKYMCHTAMU

[IpumensaTh WHGOPMALMOHHO-KOMMYHHUKALIMOHHBIE TEXHOJIOTUU TIPU
paboTe ¢ JOKyMEHTaMHu

HeobOxonnmeie
3HAHUS

HopmaruBHbIe MPaBOBHIE aKTBlI, HOPMAaTHUBHO-METOJUYECKHE
JIOKYMEHTBI, TOCYJapCTBEHHbIE CTaHAAPThI, ONPEAECISIOLIUE IMOPSIOK
JIOKYMEHTAIMOHHOTO 00€CTIeYeHHs YIIPaBICHUS

Kpurepuu pazneneHusi JOKYMEHTOB Ha TPYMIBl B COOTBETCTBHH C
[EHHOCThIO MH(OPMALIUHU, COAEpKAIIEHCS B HUX

HOpSIIIOK HUCIIOJBb30BaHUsA THUIIOBBIX HJIIM BCIOMCTBCHHBIX nepequﬁ
JOKYMCHTOB, OIPCACICHHUA CPOKOB XpaHCHHA B IIPOLECCE SKCIICPTU3BI
HCHHOCTHU JOKYMCHTOB

[Topsimox co3maHusi, OpraHU3alUud U JOKYMEHTHPOBAHHS pabOThI
AKCIEPTHON KOMHCCHUU

[TpaBumiia cocTaBieHusl U YTBEPKIEHUS MPOTOKOIA pabOThl HIKCIIEPTHOM
KOMHCCUH

[IpaBuna cocTaBiaeHUs! U YTBEP>KICHUS aKTa O BBIACICHUH JJOKYMEHTOB,
HE TOJIJICKAIINX XPAaHCHUIO

[IpaBuna TexHudeckoil 00paOOTKM W TOIHOTO OQOPMIICHHUS el
MOCTOSTHHOTO ¥ BPEMEHHOT'O XpaHEHUS




HpaBHna COCTABJICHHA OIIMCHU €1 IIOCTOAHHOIO W BPCMCHHOIO
XpaHCHUA B COOTBCTCTBHUH C HOPMAaTHBHO-METOANYCCKUMU
JAOKYMCHTaAMH

IIpaBuna nepenadu e B apXUB OPraHU3aluu

TpeboBaHus oxpaHbl Tpyna

Hpyrue
XapaKTEPUCTUKHU

3.3. O606LeHHan Tpygosasa (PyHKUNS

Opraau3anuoHHoOE,
JIOKyMEHTAI[MOHHOE u VposeHb
HanmenoBanue uHpopmarmonnoe  obecreuenne | Kox | C 6
KBaJIU(pUKALIH
JeSITeTbHOCTH PYKOBOIUTES
OpraHu3aINH
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BozmoxHbIe CekpeTapb pyKOBOAHUTEIIS
HaMMEHOBAHUS Cekpetapb-cTeHOrpaducTKa
nowkHocTel, mpodeccuit | CreHorpaducTtka
TpeGoBanus Bricuiee o6pa3oBanue - 6akagaBpuar
00pa30BaHUIO U WA
Bricmee oOpaszoBanue (HempodmibHOE) - OakamaBpuar H
0OVUCHIIO JIONOJHUTENBHOE npogeccuoHaNbHOEe oOpa3oBaHue o
Y JOTIOTHUTETBHBIM po¢eCcCHOHATBHBIM porpaMmmam

HpO(beCCHOHaHLHOﬁ NepernoAroTOBKHU I1O l'[pO(bI/IJ'IIO ACATCIIbHOCTHU

NI

Cpennee mpodeccHoHabHOE 00pa3oBaHWE -  MPOTPAMMBI
MOATOTOBKH CICIUAIMCTOB CPEAHETO 3BeHA

NI

Cpennee mpodeccuonanbHoe oOpa3oBaHue (HEempoUIbHOE) -
MPOrpaMMbI  TIOJATOTOBKH  CIICIIMATIMCTOB CPEIHEr0 3BCHA W
JOTIOJTHUTEIBHOE po¢eCCHOHALHOE oOpa3zoBaHue o
JIOTIOJTHUTETHHBIM npodeccruoHaTbHBIM porpaMMam
po¢eCCUOHAIBHOM MEPENOATrOTOBKH MO MPOGUITIO NeITEIbHOCTH

TpeOoBaHuss K  ONBITY
IPAaKTUYECKON paboThI

He MeHee nByx JieT BBIMOMHEHUS pabOT MO OPraHU3AIMOHHOMY U
JOKYMEHTAI[HOHHOMY OOECIICUCHHIO JIEATEIIbHOCTH PYKOBOIUTEIS
OpTraHM3aIMH MPU CPETHEM MPO(DheCcCHOHATHHOM 00pa30BaHUN

Oco0blie ycmoBHst




JIOTycKa K pabore

Jlpyrue xapakTepUCTUKH -

JloIoJIHUTEIbHBbIE XapaKTEPUCTUKU

HaumeHnoBanue 6a30Boi Ipymiibl,
HaunmenoBanue nokymeHTa Kon JOJDKHOCTH (TIpoheccuu) uiu
CHEIHAIbHOCTU
AJIMUHUCTPATUBHBIN u UHOU
OK3 3343 VCIIOJTHUTEbHBIN CPEIHETEXHUYECKUI
NepCOoHAI
EKC - Cekperapb pyKOBOIUTEIS
OKIIATP 26341 Cekperapb pyKOBOIUTEIS
26405 CexkpeTapb-cTeHOrpaucTKa
OKCO 7.46.03.02 JIOKyMEHTOBEZICHUE U APXUBOBEICHNE
7 46.02.01 JIoKyMEeHTaIMOHHOE oOecrieuenne
yIpaBJIEHUs] U apXUBOBEICHUE

3.3.1. TpynoBasa yHKLUUS

Oxkazanue TTOMOIIIH
KOBOJIUTEJTIO B YpoBeth
Haumenosanue Py A Kon C/01.6 (moxypoBeHb) 6
IUTAHUPOBAaHUHU  pabodvero
KBaJM(PHUKALUU
BpPEMCHHU
3auMcTt
ITpoucxoxnenue BOBAaHO
TPYHAOBOI Opurunan X u3
dbyHKIMH OpUTUH
ana

Pe
'
CT
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izt

Kon opurunana
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TpynoBsle neNCTBUA

Beibop ¢opmbl nnaHupoBaHUS W OQOpPMIIEHHE IJIAaHMPOBIIMKA
(opranaiizepa) pyKOBOAMTEIS

Brecenue napopmanuy B IUIAHUPOBIIUK (OpraHaiizep)

CornacoBaHue ¢ pyKOBOJUTEIEM BPEMEHU TUIAHUPYEMBIX AEUCTBUI

CornacoBanue Tele()OHHBIX MEPErOBOPOB, BCTPEY M MEPONPUSATHH C
napTHEpaMH, KIHMEHTaMH, pYKOBOAUTENAMHU  MOJpa3feieHUuNl U
COTPYAHHUKAMHU

NudopMupoBaHne pyKOBOIUTENIS O  pErIaMEHTE HAMEUCHHBIX
MEpOIPHUATHI

[lpenynpexnenue 0  NPUOMMKEHUHM  BPEMEHHM  HAMEUYEHHBIX
MEpONPUATHI

dopmupoBaHUE pe3epBa BPEMEHHU I HEMPEABUICHHBIX CUTYyallul

Heo0Oxonumeie
YMEHHS

‘YcTaHaBiIuBaTh LCJIn, OMPEACIIATh UCPAPXUTIO eiaeu




OmnpenensaTh MPHUOPUTETHOCTh M OYEPEAHOCTh BBIMOIHCHUS PabOT U
3¢ dEKTUBHO pacnpeessaTh padbodee Bpemst

Oxka3blBaTh MOMOIIb PYKOBOAMUTEIIO B pacHpelesieHuu €ro paboyero
BpEMEHU

Boeibupars onTumanibHble criocoObl HMH()OPMHUpPOBAHMSI MApPTHEPOB,
KJIMEHTOB,  IIOCETUTEJIEHW,  PYKOBOAMTEIEH  MOIApA3AEICHUM U
COTPY/IHUKOB O IUIAHUPYEMBIX MEPOIPUATUAX

ObecnieunBarh  MHGOPMAIMOHHYIO  0€30MACHOCTh  JIEATEIbHOCTU
OpraHu3aIu

HeobOxonnmeie

3HaHHUA

Crnenudurka 0CHOBHOMN JEATEIHHOCTH OPraHU3aluN

OCHOBBI aIMUHHUCTPATUBHOIO IpaBa M TPYAOBOIO 3aKOHOAATEIHCTBA
Poccuiickoit @enepanuu

PykoBopsmuii cocTaB opraHu3aiiiy 1 €€ moapasaeaeHui

DyHKIIMK CAMOMEHEI)KMEHTA

[TpuHLIMIIBI ¥ TTpaBUIIA UTAHUPOBAHMS pabOUero BpeMeH!

MeToabl IIOCTAaHOBKH ILIEIei

IIpaBuiia mpoBeneHUs IEI0OBBIX IIEPETOBOPOB

TpeboBaHus oxpaHbl Tpyna

Hpyrue
XapaKTEPUCTUKU

3.3.2. Tpygoosas yHKLUNA

Haumenosanue

[Ipoucxoxnenue
TPYIAOBOI
GbyHKIIIN

IInanupoBanue paboyero gHsS YpoBeHb
ceK eTI; o P A Kon C/02.6 (moxypoBeHb) 6
i KBaNU(UKAUN
3auMcT
Opurunan X o
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TpynoBsie Br160p u odopmiieHre TIaHUPOBILIMKA CEKpeTaps

JEHCTBUS Benenue nHeBHUKA (Ha 3JIEKTPOHHOM U (MJTK) OyMaKHOM HOCHUTEJIE)

CornacoBaHue IJIAHOB C TUTAHAMH U CPOKaMH PabOThI PYyKOBOIUTEIS

Pacnipenenenne paboyero BpeMeHu (Ha JIeHb, HEJIEINIO, TICPCIICKTUBY )

HepeHoc HCBBLITTOJIHCHHBIX 3aIVNITAHUPOBAHHBIX 3a1a4

BrimmosrHeHNE THITMYHBIX CXKCOAHCBHBIX IECJI

Heob6xonumbie Br16upars 1 0hopMIIATh IJIAHUPOBIIHK




— BHocuth ¥ oTciexuBaTh MHQPOPMALMIO HAa 3JIEKTPOHHOM H/MIU
OyMa)KHOM HOCHUTEJIE
PaccTaBnsaTh IPUOPUTETHI, BBIAEIATH BaXKHOE U CPOUHOE
Br16upars onTUManbHbIN pUTM paboOTHI
AHanu3upoBaTh NPUYMHBI HEBBITTOJIHEHUS 3a7a4
[TpuMeHATh HH(POPMALMOHHO-KOMMYHUKALIMOHHBIE TEXHOIOTUN
Heob6xoaumblie OcobeHHOCTH O(QOpPMIICHHS IUIAHUPOBIIMKA (Ha 3JIEKTPOHOM U
3HAHUSA OyMa’KHOM HOCHUTEJISIX)
OCHOBBI ynpaBlIeHUs] BpEMEHEM
Jpyrue
XapaKTepUCTUKU

3.3.3. TpynoBasa pyHKLMS

YpoBeHb
(momypoBeHb) 6
KBaJM(pUKaLUU

Opranuzanus  TeneOoHHBIX Kox C/03.

HaunmenoBanue
MIEPErOBOPOB PYKOBOIMUTEIS 6

3aumc
[IpoucxoxaeHue TBOBa
TPYAOBOM Opurunan X HO U3
byHKIMH OopuUru
Haja
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Tpynossie Benenue 6a3bl TeeOHHBIX KOHTAKTOB PYKOBOJUTES

neicTBUs CoenuHeHne pyKOBOIMUTENS ¢ KOHKPETHBIMUA aOOHEHTaMuU
[ToaroroBka MarepuasoB AJis TEIE(POHHBIX IEPETOBOPOB PYKOBOIUTEIS
Perucrpanus noctynarommx B IpUEMHYIO Tele(OHHBIX 3BOHKOB
[lepenanpaBienue OTIENBHBIX TeIS(POHHBIX 3BOHKOB 3aMECTUTEISIM
PYKOBOJUTENS U COTPYIHUKAM
[lonyuenne HEoO0XoIuMOon uHpOpPMaLUU u nepenada
CaHKIIMOHUPOBAHHON WH(MOPMAINH 110 TelaehOoHYy
VYcraHOBNIEHHE KOHTAaKTa ¢ COOECETHHKOM, MOAJIEpKaHUE U pa3BUTHE
JIeJI0BOI Oecenbl B porecce Tene(OoHHBIX EPEroBOpoB
OxazaHue NOMOIIY PYKOBOJUTEIIO IMPHU OpPraHU3allM U MPOBEACHUU
TeneOHHBIX MIEPETOBOPOB U BUICOKOH(PEPEHIINH

Heobxomumbie Bectu u ucnons3oBath B pabote 06a3y JaHHBIX Tele(OHHBIX KOHTAKTOB

YMEHUS PYKOBOIUTEIIS

Hcnonp3oBaTh CcpeAcTBA KOMMYHHMKAIIMOHHOM  OPITEXHHUKH  JUIS
HOJTYy4EHUs U nepeaadu nHPOopMauu

Bectn yderHble perucTpanuoHHBIE (OPMBI, HCIONB30BaTh UX IS
MHPOPMALMOHHOW pPaboThl M paboThl HO KOHTPOJIIO HCIIOJIHEHHS
peLIeHUN PyKOBOAUTEIS




CriaxuBarh KOH(DJIMKTHBIE M CIIOXHBIC CHTYalldd MEKIMYHOCTHOTO
oO01IIe NS

HUcnons3oBath
MIPOBEICHHSI TOJI0COBOM MITH BUACO-KOH(DEPEHII-CBSI3U

TEXHHUYCCKUC

u

porpaMMHbIe  CpeAcTBa  JUId

O0OecrieynBaThb
OpraHu3aIuu

MH(OPMAIIMOHHYI0 ~ 0€3011aCHOCTbh  JIeATEIbHOCTU

Cobmronath CITy>KeOHBIN ITHKET

HeobOxonnmeie
3HAHUA

TenegoHHBIE KOHTAKTHI PYKOBOIUTEIIS

DyHKINH, 337a4, CTPYKTypa OpraHu3aluy, €€ CBSI3U 110 BEPTUKAIN U
TOPU30HTAIIN

IIpaBuiia B3aMMONEWUCTBUS € MNApTHEPAMM, KIUEHTAaMH, CpPEACTBAMHU
MaccoBOH MH(POpMAIIH

IIpaBuiia nopaep:kanus U pasBUTUSA MEKINYHOCTHBIX OTHOILICHUI

HpaBHna MMPOBEACHHA NCTIOBBIX MEPETOBOPOB

[TpaBuna 3amuThl KOH(UICHIIUMATEHON HHOPMAITIT

TpeOoBaHust OXpaHbl Tpyza

Hpyrue
XapaKTEPUCTUKU

3.3.4. TpynoBasa yHKLMS

HaumenoBaunue

IIpoucxoxaenue
TPYAOBOH
GbyHKIIIN

Opranusais ~ KOMaHAWPOBOK Yposenb
u ) P Koxg | C/04.6 | (momypoBeHb) 6
PYKOBOIMTEIS
KBaJTM(UKALTIHI
3aumMcT
BOBaHO
Opurunan X -
OpPHUTUH

ajla




Pe
Y1
CT
pa
474
OH
HEBI

HO
MC

1p
Kom opurnnana  od
ec
cH
OH
an
bH
or

CT
aH
Ja
pT

Tpynossie

NEUCTBUA

IToaroroBka IIpOCKTa CJIy>KC6HOFO 3alaHuA PYKOBOAUTECIIA

[ToaroroBka mpoekTa npukasza o ciykeOHOW KOMaHIUPOBKE

OdopmieHre KOMaHAMPOBOYHOTIO YAOCTOBEPEHHS M €r0 PEerucTparus
pU HEOOXOTUMOCTH

HOI[FOTOBKa JAOKYMCHTOB Ha IOJIYUYCHHUEC BU3bI, 3arpaHUYHOTI0O IMaCriopTa

3aka3 JKEJIC3HOJOPOKHBIX W aBHAOWIICTOB, TOCTHHUI, TPAHCIIOPTHOTO
o0ecriedeHns: PyKOBOAUTEIIS

Odopmierre  mporpaMMmbl  TOE3IKH, YTOYHEHHE OCOOCHHOCTEH
MIPOTOKOJIA TUIAHUPYEMBIX MEPOTIPUATUIA

HOI[FOTOBKa AOKYMCHTOB K ITOC3IKC PYKOBOAUTECIIA

YTouHeHue AaThl, TOJDKHOCTEH, (DaMIIINiA B porpaMMe KOMaHIUPOBKHU




[TIpopaGoTka MapiipyTa PpyKOBOOUTEINS, YBS3Ka €ro C paclucaHueM
TpaHcrnopTa

O6paboTka MaTepuasioB KOMaHIUPOBKH, OQGOpMJIEHHE OTYeTa O
KOMaHIHPOBKE

Heo0Oxonumeie

yMEHUs

OdopMisaTh aBaHCOBBIE OTUETHI PYKOBOAUTENS

Opranu3oBbIBaTh BCTPEUU PYKOBOIUTEINS ¢ IPUHUMAIOIIEH CTOPOHOM

OdopMIIATh KOMaHIMPOBOUHBIE JOKYMEHTHI

OOpabarpiBaTh JOKYMEHTHl M MaTepuajbl IO pe3ylbTaTaM I[OE3]KU
PYKOBOAMTEISA

ObecrieunBarb paboTy odrca BO BpeMst OTCYTCTBUSL PYKOBOIUTEIIS

[IpuMeHATH CrIOCOOBI IETTOBOTO OOIIEHUS

Hcnonk3oBaTh  cpencTtBa  KOMMYHUKAalMM A oOecredeHus
B3aUMOJICHCTBHS C PyKOBOAUTEIIEM BO BPEMS €T0 JICTOBOU MOE3IKHI

HeobOxoanmeie

3HaHUA

HOpH,I[OK IMOATOTOBKHU H IIPOBCACHUA KOMaHAUPOBOK

[Mopsimox odopmileHHsT TOKYMEHTOB Ui KOMAHAUPOBKH U OTYETHBIX
JIOKYMEHTOB 0 KOMaHJIUPOBKE PYKOBOAUTENS

JlemoBoi mpoToKOn

DTHUKA [IEJI0BOr0 OOLICHUS

Hpyrue

XApPaKTCPUCTUKHU

3.3.5. TpynoBas pyHKLUUSA

HaunmenoBanue

Opranuzanus paboThl C YpoBeHb
MOCETUTENISIMU B IPUEMHOMN Kon (mogypoBeHB) 6
PYKOBOAMTES KBaJTM(DUKAIAN

C/0s.




[Ipoucxoxnenue
TPYAOBOM
dbyHKIMH

Opurunan X HO U3

3aumMc
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OpHTH
HaJla
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TpynoBsie NeNUCTBUA

OpI‘ aHn3alusd JIMYHOIO ITpUcMa IMOCETUTEICH PYKOBOAUTCIIEM

VYcraHoBIeHME TOpsAAKa OpHeMa  JUIA  pa3IMYHBIX  KaTeropuil
OCETUTEIEN

Benenue xxypHasia npeaBapuTeIbHON 3aMUCH HA TIPUEM

Perucrpanus nocerurenei

CopnelicTBUE ONEPAaTUBHOMY PACCMOTPEHHIO MPOCHO U MPEATIOKCHHIMA
MOCETUTENIEH U COTPYTHUKOB OPTaHU3AIUN

Opranu3zaius nprema JeI0BbIX TapTHEPOB B oduce




Opranusanus o0CITy>)KUBaHUSI PYKOBOAUTEIS U €T0 JEJIOBBIX TapTHEPOB
B ouce

CepBupoBKa 4yaifHOTO (KoeitHoro) crona B opuce

IIpunsATHE MEp MO COXPAaHEHHI0 KOMMEPYECKON TaWHBI B XOJE IpUeMa
MOCETUTENEN U UX HAXOXK/IEHUSI B IPUEMHOI U KaOMHETe pyKOBOJUTES

HeobOxonnmeie
YMEHHUS

OpFaHI/ISOBBIBaTI) 1 00ecreynBaTh JIMYHbIE KOHTAKTEI PYKOBOJUTEIIA

VYpaBnarh KOHPIUKTAMU

Y4UTHIBaTh MCUXOIOTUYECKUE 0COOCHHOCTH JTMYHOCTH TIPU PA3TMYHBIX
BHJIaX MPO(HECCHOHAIIBHOTO OOIIIEHUS

Hcnonp30BaTh YCTaHOBIIEHHBIE MpPaBUjla U MPOLETYyPbl KOMMYHUKAUU
BHYTPH OpraHU3alluH

Bectn yderHple perucTpanMoHHbIE (OPMBI, HCIIOIB30BaTh HX IS
UHPOPMALIMOHHOW paboThl M pabOTHl MO KOHTPOJIO HCIOJHEHUS
pELIEHUI pyKOBOIMUTEIS

CO3I[aBaTL MOJIOKUTEIbHBIA UMUK OopraHu3anuun

[TpuHUMAaTE MepBI IO Pa3pEHICHUI0 KOHPIUKTHBIX CUTYaIHi

[TpumensiTh HHOOPMALIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHU

ObecnieunBarh KOH(MUIACHIMAILHOCT, B TMPUEMHOW H KaOUHETe
PYKOBOIUTEIIS, COXPaHATh KOH(DHUICHITHAITBHYIO HHPOPMAITUIO B TaitHE

HeobOxonnmeie

3HaHUA

[TpaBuiia opranu3aiyu npuema rnocerTuTesen

[TpaBuiia genoBoro oOIEeHUS

IIpaBuna peyeBoro 3THKETa

HpaBHna YCTAaHOBJICHHA  KOHTAKTa, IIOAACPKAHUA MW  Pa3BUTUA
MEKJIMIHOCTHBIX OTHOIIICHUI

CrpykTypa oOpraHusaldd U pachpeneieHue (QYHKIUH — Mexay
CTPYKTYPHBIMU IOAPA3ACICHUAMU U CIIELIMAITUCTAMHU




[TpaBuiia opranu3zaiuy npuemMoB B ouce

OTHUKET U OCHOBBI MEXAYHAPOJIHOTO POTOKOJIA

[TpaBuiia cepBUpOBKU YaitHOTO (KO(eHHOoro) crona

HpaBHna IMPUIOTOBJICHUA W IIOJA4YH TOpAYUX HAIIMUTKOB H 3dKYCOK K
HUM

[IpaBuna 3amuThl KOHOUICHIIMATIBHON CITy)XKeOHOM nHpOpMaIun

Hpyrue
XapaKTePUCTUKH

3.3.6. Tpyoosas pyHKLUA

Opranu3zanus MOJTOTOBKH, YpoBeHb
HaumenoBanue npoBeneHuss u obOcmyxkuBanus | Kox [ C/06.6 (momypoBeHBb) 6
KOH(EPEHTHBIX MEPOTIPUATHI KBaJM(pUKAIIH

3aumcT
IIpoucxoxnenue BOBaHO
TPYAOBOM Opurunan X u3
dbyHKIMH OpUTUH
ana
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Tpynossie

NEUCTBUA

IToaroroBka MOBECTKHU JHS MCPOIIPUATHA

OdopmieHue criucka yyaCTHUKOB MEPOTIPUATHS

NudopmupoBanrue MpeanojaraéMblXx YYacTHUKOB O HaMe4aeMOM
MEPONPUITHH U YCIOBUSIX YUaCTHUs

Br160op MecTa 1 BpeMeHH NPOBEIEHUS MEPOIIPUSITUS

HO,Z[FOTOBK& HpeHBapHTCHLHOﬁ CMCTHI pacxoa0B

Paccelnka nmpumameHuii NoATBEPAUBIINM y4aCTHE B MEPOIIPUATUN

COop TEKCTOB JIOKIaJ0B U IPOEKTOB HTOTOBBIX JIOKYMEHTOB Y
JIOKJIQTYUKOB

Paccpiika nHGOPMAITMOHHBIX MaTEepHAIIOB YYaCTHHUKaM KOH()EPEeHTHOTO
MEPOIPUSITHS

CocraBiieHle SBOYHBIX JIMUCTOB W CHHUCKAa PETUCTpAllMU YYaCTHUKOB
MEPOIPUITHS

3aKynka KaHIENSPCKUX TOBAapOB M TPOMYKTOB sl OOecredeHHs
Kode-may3

Pemrenne BOIIPOCOB TCXHUYCCKOI'O OCHAICHUA MCPOIIPHUATHA

HOMOH_HJ B TIOATOTOBKC JOKJIaJla PYKOBOAHUTCIA, MNPC3CHTAIIMOHHBIX
MarepuaioB

OpFaHI/ISaHI/IH MOATOTOBKH MpE3naANyMa U pa6oq1/1x MCCT YUYaCTHHUKOB

Opranu3zaniys BCTpEYU U perucTpanus y4acTHUKOB MEPOIPUATHUS

Benenne nporokosa MEpONPUATHS




OpFaHI/ISaI_[I/IH CCPBHUCHOIO O6CJ'Iy>I(I/IBaHI/I5I BO BpCM:1 Koq)e—nay3

Opranuzanys KyjJabTypHO-MacCOBBIX MEpOIPUATUI, TPAaHCIIOPTHOIO U
TOCTUHUYHOTO 00€ecreueHust

HeobOxonnumeie
YMEHHUS

OpraHu30BbIBaTh MPOLECC NOATOTOBKU K NMPOBEACHUIO KOH(PEPEHTHOTO
MEpPOIPUITHSI UHIUBUAYATIbHO U B COCTaBe paboueil Irpymibl

JlokyMeHTHpOBaTh  pa3Hble ATambl MOPOLEAYpPbl TMOATOTOBKM U
MIPOBEICHHSI KOHPEPEHTHOTO MEPOTIPUSITHS

[lepenaBare MHGMOPMAIHWIO, JOKYMEHTBl W MarepHalbl Y4aCTHHKAM
KOH()EPEHTHOTO MEPOIIPHUATHUS

[TonroraBnuBath U 000PYIOBATH CTOJN Mpe3UauyMa U pabouue mecTa
YY4aCTHUKOB COBEIIaHUs (3aceqaHus)

CepBupoBarh 4YaiiHbI (KO(EHHBII) CTOX BO BpeMs NPOBEICHHS
Kode-may3

CO6HIO,Z[3.TL IIpaBujia ACJI0OBOT0 3TUKETA U IIPOTOKOJIA

[TognepxuBaTh UMUK OpraHU3alUuN

CoznaBarb  MMHJK ~ CEKpeTapsi,  COOTBETCTBYIOLIUM  HMHIKY
OpraHu3aIu

PaGorate ¢ wuHpOpManMel, aHaIW3UpPOBATh U MPEACTABISATH €€ B
CHUCTEMATU3UPOBAHHOM BUJIE

ObecneunBarb 6€30MaCHOCTD AESTEILHOCTH OpraHU3aluu

HpI/IMeHﬂTb I/IH(l)OpMaI_[I/IOHHO-KOMMYHI/IKaI_[I/IOHHI)Ie TEXHOJIOI'NHU

[TpuMeHsTH MpaBUiIa PyCCKOTO S3bIKa

IIpuMeHATh HaBBIKM CKOPOCTHOTO MHChbMa

[TprMeHsTh HaBBIKU 3aIIUCH U paciIn(PpOBKU TEKCTa

Wcnonb30BaTh COBPEMEHHBIE TEXHUYECKHE CPEICTBA B 001acTH
CKOPOCTHOT'O MUChMa




ObecnieunBarh KOM(OPT YYACTHUKOB KOH(GEPEHTHOTO MEPONPUSATHUSA,
MOMOTaTh B BOMPOCAX MPOKUBAHHSI, TPAHCTIOPTHOTO 00CCTICUCHUS

Kommneke OPraHMU3alMOHHO-TEXHUYECKUX MEPOIPUATHH 1o
Heobxonumbie .
SHAMS NOJTOTOBKE U IPOBEACHUIO COBEIIAHMM U NEPErOBOPOB, B TOM YHCIIE
MEXyHapOIHBIX
[lpaBuna BemeHus, MOATOTOBKM U O(GOpPMIIEHUS MPOTOKOJIA U
JIOKYMEHTOB, CO3[]aBa€MbIX B IPOLECCE MOATOTOBKU KOH(PEPEHTHOTO
MEPOIPUSITHS
Mertoauka ~ COCTaBJI€HHS  CMETBI  PAacXoJoB  KOH()EPEHTHOTO
MEPOIPUSITHS
OcHOBBI HanMCcaHUsl peuei U T0KIa10B PyKOBOIUTEIS
[IpaBmiia ycTaHOBIIEHUSI KOHTAaKTa, IMONJEPKAaHUS M  Pa3BUTUA
MEXJINYHOCTHBIX OTHOIIEHUH
[TpaBuiia neno0BOro OOUIEHMS, JEIOBOTO STUKETA
OTHKET U OCHOBBI MEXKAYHAaPOAHOIO IPOTOKOIA
[TpaBuiia npoBeAEeHUS IENOBBIX IEPETOBOPOB
[TpaBuia 3amuThl KOHPUACHIMATIBHOHN cITy)KeOHOH HH(pOpMaIIH
CucreMbl CKOPOCTHOTO TUChMa
OcHOBBI MporpaMMHOro oOecrnedeHuss U o(pUCHOro 0OOpyHdOBaHHS B
00J1aCTH CKOPOCTHOTO MHUChMa
TpeOoBaHus oxpaHsl Tpyza
Jipyrue
XapaKTepPUCTUKH

3.3.7. TpyooBas pyHKLUA

HaumenoBanue

OpraHnsauH;{ HCIIOJIHECHUA

CIIEHUM, OCYIIECCTBICHHE YPOBCHb
p » 00y Kon | C/07.6 (momypoBeHb) 6
KOHTPOJISI HUCIIOJHEHHUS
KBTH(PUKALTUH

MIOPY4YECHUHN PyKOBOIUTEIS
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TpynoBsie NeNUCTBUA JlokymeHTanbHOE 0(OpMIICHHE PEILICHUN PYKOBOIUTEIIS

JoBenenne a0 cBeneHHUs PaOOTHUKOB OpTraHU3AIMH PACTIOPSKCHUI
PYKOBOIMTES

KOOpIII/IHaIII/IH ACATCIIBHOCTH IO MCITOJITHCHUIO pGHIGHI/Iﬁ PYKOBOAUTECIIA

Benenue cpokoBOro TEKyIero U NpeaynpeIuTeIbHOI0 KOHTPOIIS

[TpoBepka HCMOMHEHUS TOPYYCHUI PYKOBOIHUTENS B yCTAHOBJICHHBIM
CpOK




[TpenynpexneHue COTPYAHUKOB OO0 MCTEUEHHM CpOKa HCIOIHEHUS
MOPY4YEHUHN PyKOBOJUTEIS

duKcalys UICIIOJIHEHUS TOPYUECHHU I

CocraBineHre OTUETOB M AHAJUTUYECKUX CIPABOK O BBIITOJHEHUU
MOPY4YEHUHN U PEIIEHUI PYKOBOINUTESA

HeobOxonnmeie
YMEHHUS

BecTtu cpokoByrO KapTOTEKY

Bectu yuerHble perucTpanvoHHbIE (OPMBI, HCHOIb30BATH UX IS
paboThI 1O KOHTPOJIIO UCTIOTHEHUS TOPYyUYEHUH PYyKOBOIUTEIS

PaGorare ¢ mH(popManuel Mo KOHTPOJIO, CUCTEMAaTU3UpPOBATh €€ U
IIPEICTABIISATH B BUJIE CBOJHBIX IOKYMEHTOB

Hcnones3oBare cpencTBa KOMMYHUKALMM Ul NIEpEAadu NOPYy4ECHUI
PYKOBOAMTEISA

Hcnonb3oBaTh  COBpEeMEHHBIE  cpelIcTBa cObopa U 00paboTKH
KOHTPOJIBHOW HH(pOpMaIIUN

HpI/IMeHHTb I/IHq)OpMaI_[I/IOHHO—KOMMYHI/IKaI_II/IOHHHe TCXHOJIOI'NHA

OLIeHI/IBaTB PE3YJILTAThI B paMKax IOCTABJICHHBIX 3a1a4

OcCyIIecTBIATh KOHTPOJIb HCIIOJIHEHUS TOPYYEHHH PpPYKOBOAMTEIS
COTpYAHUKAMHU

Heo0Oxonumsie
3HAHUSA

OO6mme TpeOOBaHMS K CpOKaM HCHOJHEHUS JOKYMEHTOB |
KOHTPOJIbHBIM (DYHKIIUSIM CITYObI TJOKYMEHTAIHOHHOTO 00€CTIeUeHUS

[TpunIUneI, criocoOs HHPOPMUPOBAHHS COTPYIHHKOB

DTHKA [IEJI0BOro OOIIEHUS

VYipasneH4yeckas CTPyKTypa OpraHU3allly, PyKOBOJACTBO OpPraHMU3aLUU,
00pa3Lbpl NOANUCEN PYKOBOAAIIUX COTPYIHUKOB, KPYT UX ITOJIHOMOYUN
Y OTPaHUYCHUSA 30H UX OTBETCTBEHHOCTH

JlokansHEIC HOPMAaTHUBHLBIC aAKTbI OpTraHU3allunu




Hpyrue
XapaKTEPUCTUKU

3.3.8. TpynoBble pyHKLNN

HaunmenoBanue

[Ipoucxoxnenu
e

TPYIAOBOI
GbyHKIIIN

Opranuzanus u
TOJIJIEpYKAHHE
(YHKIIMOHATIBFHOTO pabodvero
NPOCTPAHCTBA TMPHUEMHON U
KaOWHETa PYKOBOIUTEIIS

Kon

C/08.

YpoBeHb
(momypoBeHb)
KBaJM(PHUKAUU

Opurunain

3anmmMc
TBOBa

HO U3
OpUTH"
Haja

Kon opurunana




TpynoBsle neicTBUA

Oo0ecmeuenue pa6oqero MECTa  PYKOBOAUTCIIA HeO6XOI[I/IMBIMI/I
cpeacrBaMu OpFaHHSaHHOHHOﬁ TCXHHKU, KaHOCIIAPCKUMU
MPUHAIIC)KHOCTAMUA

Opranu3anuss TpUEeMHON oduca B COOTBETCTBHH C TpPeOOBAaHUAMH
SPrOHOMMKH U KYJBTYPBI TPyJa

Opranuzanus opopMiIeHUsI HHTEpbepa MPUEMHOM PyKOBOIUTES

OOopynoBanue pabovyero Mecra OPITEXHHKOH, TepCOHAIBHBIM
KOMITBIOTEPOM, BCIIOMOTaTEIbHOM TEXHUKOM

Opranuzanus oOOpyHOBaHUS TMPUEMHOM CUCTEMaMH XpaHEHUS,
HEOOXOMMMBIMH TIPUCTIOCOOICHUSAMHU, OOCECIEYCHHUST KaHIEIIPCKUMHU
HpI/IHa,Z[.He)KHOCTHMI/I

ObecnieueHne XpaHeHHs M 3aMEHbl pPAcXOJHBIX MAaTepUaloB,
MIOBCEHEBHBIN yXO/1 32 OPTTEXHUKOMN

3aka3 KaHLEISIPCKMX TOBAapOB, T'MIMEHMYECKHX TOBApOB, IPOAYKTOB
MUTaHUA

HeobOxonnumeie

yMEHUsA

Co3maBath  ycnoBus, obOecrneunBaroniie 3(PQGEeKTUBHYIO paboTy
PYKOBOITUTEIIS

HpI/IMCHHTb B COOTBCTCTBHUH C Ha3HaA4YCHUECM cpeacrBa
OpFaHHSaHHOHHOﬁ TEXHUKH, KAHIOCIIAPCKUC MPHUHAIJICKHOCTH

OcHamare pabodyee MECTO PYKOBOAMTENSI M CBoe pabodee MecTo
HEOOXOIMMBIM 000pYI0BaHUEM

Ocy1ecTBIsATh 3aMEHY PACXOIHBIX MaTepUAIOB, YXO/ 3a OPTTEXHUKOM

KOHTpOJ'II/IpOBaTB COCTOAHHC M TIIOIIOJHATH 3allaCbl KaHICIIAPCKUX
TOBApOB, CPCACTB T'MI'MCHBI, IPOAYKTOB ITUTAHUA

Heo0Oxonumeie
3HAHUA

TpeOoBaHuss  oxpaHbl  Tpyaa, IPOU3BOJACTBEHHOM  CaHUTapuw,
IIPOTHUBOIIOKAPHOH 3aIUTBHI

OCHOBBI MPAaBHJIBHON OpPTraHU3alMHd TPyAa W METOMABI MOBBIIICHHUS €r0
3¢ hEeKTUBHOCTH

OcHOBBI 3proHOMUKHN ouca u GropUCTUKH

CraHmapThl 1 PEKOMEHIAIUU 110 000PYI0BaHUIO0 O(DUCHBIX TTOMEIIEHUN




CocraB opraHu3aliOHHON TEXHUKH, €€ YCTPONUCTBO U MOPSAIOK pabOThI
Cc Hell

Hpyrue
XapaKTEPUCTUKU

3.3.9. Tpynosasa pyHKLUMS

Pa3pabotka JIOKAJIbHBIX
HOPMaTUBHBIX aKTOB YpOBeHE
HaunmenoBanue p > | Kog | C/09.6 (MoypOBEHB) 6
pETTaMEeHTHUPYIOLITUX paboty
KBaJI(pUKALIUU
cekpeTaps
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[IpoucxoxneHu
. BOBAHO
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TPYIOBOIA
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Tpynossie

NEeNCTBUSA

Pa3paboTka JOKHOCTHON HHCTPYKIUU CEKpeTaps

Pa3paboTka nojgoxkeHus o cekperapuare

Pa3paboTka HHCTPYKIIMU 1O AETONPOU3BOJICTBY

Heo0Oxonumeie

YMEHHUS

CocrTaBiars U O(i)OpMJ'ISITL OpraHru3allMOHHBIE W MCETOAUYCCKUC
AOKYMCHTEIL

PGI[aKTI/IpOBaTI) TEKCThI CJ'IY)KC6HI)IX JOKYMCHTOB

PaGotarp co BCEi COBOKYITHOCTBIO
UH(POPMALIMOHHO-OKYMEHTAI[HOHHBIX PECYPCOB OpraHU3aIuu

ITonmp3oBarbes Oazamu AAaHHBIX, B TOM YHCJIC YAAJICHHO

Hcnoap3oBars CIIPpaBOYHBIC ITPABOBBIC CHUCTCMbI

Paborarp Cc KOMIBIOTEpOM, Karajoramu (mankamu) U Qaiimamu,
CKaHEpOM

[Tonb30BaThCst OPUCHBIM MAKETOM (TEKCTOBBIN pelaKTOp, TAOIHIIbI)

[Tonp3oBaThbes nepuepuiHBIMU YCTPOHCTBAMHU M OPTTEXHUKOU

[Tonbp30BaThbCs ANEKTPOHHON MTOUTOM

ITons30BaThCs CUCTEMaMU SJICKTPOHHOTO ,HOKyMeHTOO60p0Ta

Heo0Oxonumeie
3HAHUSA

[IpaBoBble OCHOBBI  ympaBieHHUS (OCHOBBI aJIMUHHUCTPATHUBHOIO,
TPYZAOBOTO U IPa’KAAHCKOTO MpaBa)

HopmaruBHbIe MpaBOBbIE aKThl, HOPMAaTHUBHO-METOJUYECKHE
JIOKYMEHTBI, TOCYJapCTBEHHBbIE CTAHAAPTHI, ONPEAEISIONUIUE MOPSIOK
JIOKYMEHTAIMOHHOTO 00€CTICUeHUS YIIPaBICHUS

CrpykTypa, PpPYyKOBOJICTBO CTPYKTYPHBIX TOApA3JEICHUN, 00pa3Lbl
HNOJNUCEN JMIL, HMEILUX IIPpaBO MNOANUCAHUS M YTBEPKACHUS
JIOKYMEHTOB, U OTPAaHUYEHUS 30H UX OTBETCTBEHHOCTHU

[TpaBuna JOKYMEHTAI[IOHHOTO o0ecrieueHus JEeSITEIIbHOCTH
OpraHu3aIu




[Topsimok paboThI ¢ AOKYMEHTaMH

TpeOoBaHusi, mpeabsBIsieMble K JIOKyMEHTAaM B COOTBETCTBHH C
HOPMATUBHBIMH  IIPAaBOBbIMH  aKTaMU U TOCYAAPCTBEHHBIMU
CTaHJapTamMu

[IpaBmiia cocTaBieHHs] OpPraHU3AIMOHHBIX JIOKYMEHTOB (ITOJIOKEHHI,
MHCTPYKLUH, pErIaMEHTOB)

Buabl 10OKyMEHTOB, UX Ha3HAYCHHE

OCHOBBI IOKYMEHTHOM JIMHTBUCTUKH

TpeOoBaHus oxpaHbl Tpyza

Hpyrue
XapaKTepUCTUKU

3.3.10. TpyooBasa (pyHKUMSA

HaumenoBaunue

[Ipoucxoxnenune
TPYAOBOU
byHKIMN

CocraBneHue
odopmireHne
yIpaBIeHYECKON
JIOKYMEHTAITU!

Konx

C/10.6

YpoBeHb

(momypoBeHb)
KBaNU(UKAUN

Opurunan
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BOBAaHO
3
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TpynoBsle neNCTBUA

CocrapieHue IpOEeKTOB PacopsIUTENbHBIX (TIPUKAa3bl, PACIIOPSIKEHUS)
U MH(POPMALMOHHO-CIIPABOYHBIX JJOKYMEHTOB (CiyXeOHble MHChbMa,
CIIPABKH, IOKJIa/IHbIE U CITYKEOHBIE 3aIUCKH)

ITeuaTs CJ'Iy>K€6HBIX JAOKYMCHTOB U MAaTCpPHUaJIOB

PasMHoxeHne ciy’eOHbIX TOKYMEHTOB

KoHTponpe npoxoxieHus JOKYMEHTOB B OpraHu3aluu (corviacoBaHue,
HOANKCAHUE U YTBEP)KACHUE IOKYMEHTA)

Heo0Oxonumeie
YMEHHS

P CHaKTUPOBATb TCKCThI CJ'Iy>KC6HLIX JAOKYMCHTOB

[Tonp3oBaTbCst yHUPHUUIUPOBAHHBIMH (pOPMaMH JOKYMEHTOB

OdopmisiTh KaccoBble (PUHAHCOBBIE JTOKYMEHTHI M JOKYMEHTBHI TIO
y4eTy HaKJIaHBIX PACXO/I0B

[Teuarath ciay)eOHBIE TOKYMEHTHI

[Tonb3oBaTbest nepudepUHBIMU YCTPOUCTBAMU M OPTTEXHUKOM

PabGorats ¢ KOMITBIOTEPOM, CKAHEPOM

[Tons30BaThCst O(UCHBIM MAKETOM (TEKCTOBBIM PENaKTOP, TAOIHIIHI)

ITop30BaThCs IEKTPOHHON IMOYTON

ITonp30BaThCs cuCcTEeMaMH QJICKTPOHHOTI'O ,Z[OKYMCHTOO6OPOT8.




O0ecmneunBaTh 0€30I1aCHOCTh ACATCIIbHOCTH OpraHu3alun

Heobxoaumeie
3HAHUSA

[IpaBoBbIE OCHOBBI yINpaBie€HHUA (OCHOBBI aJMUHHUCTPAaTHUBHOIO,
TPYZAOBOTO U XO3SIICTBEHHOTI'O N1paBa)

CrpyKkTypa opraHusanuu, pyKOBOACTBO CTPYKTYPHBIX IOIpPA3AEICHUM,
00pa31ipl MOANUCEH JINL, UMEIOIINX PaBO MOANMUCAHUS U YTBEPKACHUS
JIOKYMEHTOB, U OTPAHUYEHUS 30H UX OTBETCTBEHHOCTHU

HpaBHna AOKYMCHTAIIMOHHOI'O obecrnieueHus JACATCIIbHOCTHU
OpraHu3anunu

[Topsiiox paboThI ¢ MOKYMEHTaMHU

TpeboBanusi, mnpeabsaBIsieMble K JOKYMEHTaM B COOTBETCTBHHM C
HOPMATHBHBIMM  TPaBOBBIMM  aKTaMH W TOCYJapCTBECHHBIMU
CTaHAapTaMu

BI/II[LI JOKYMCHTOB, UX HA3HAYCHUC

[IpaBuna comiacoBaHusi JAOKyMEHTOB OpraHM3alud (BHYTPEHHETO U
BHEIIIHETO)

HpaBHna MOANMMNCAHUA U YTBCPIKACHUA NOKYMCHTOB

[IpaBuna cocraBneHus U oQopMIeHHUS WH(OPMALMOHHO-CIIPABOYHBIX,
yIPaBICHYECKUX JOKYMEHTOB U CITYKEOHBIX IHUCEM

OCHOBBI HOKYMGHTHOﬁ JJUHI'BUCTUKHU

IIpaBuna pycckoro si3pika

TpeboBanus oxpaHsl Tpyna

Hpyrue
XapaKTepUCTUKH

3.3.11. Tpyoosasa pyHKUMSA

HaumenoBaunue

Opraamzanus  paboTel € YpoBeHnb
nokymentamu B mupuemHoit | Koxm | C/11.6 (momypoBEHB)
PYKOBOIUTEIIS KBaU(UKAIUN
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[Tonmy4yenne, mpenBapUTEIBLHOE  PACCMOTPEHHE UM COPTHPOBKA

TpynoBble nercTBUsA
MOCTYIMAKIIUX B IPUEMHYIO PYKOBOJIUTENS JOKYMEHTOB

IIpoBepka KOMIIJIEKTHOCTH MOCTYNAKOIIKUX B MPUEMHYIO PYKOBOAUTENS
JIOKYMEHTOB

ITogroroBka AOKYMCHTOB UIA paCCMOTPCHHA PYKOBOAUTCIICM

Yuer JOKYMCHTOB, NOCTYMNAOIIUX HAa UM PYKOBOAUTCIIA

OpFaHI/ISaHI/Iﬂ JOCTAaBKH JOKYMCHTOB HUCIIOJTHHUTCIIAM

COSI[aHI/IC Hn BCACHUC 0asbl AAaHHBIX JOKYMCHTOB PYKOBOAUTECIIA




Benenue nudpopmannoHHO-CIIPaBOYHON pabOTHI

Heobxoaumeie

yMEHUS

PaGorath ¢ BXoasiei, ucxonsuiei, BHyTpeHHEH TOKyMeHTanuei

[Tonp30BaTbCcs CHCTEMaMH 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa  JuIs
perucTpanuy, KOHTPOJs JOKYMEHTOB U MH()OPMAIMOHHO-CIPABOYHOMN
paboThI ¢ JOKYyMEHTAMH

[TprMeHATh MHPOPMAIMOHHO-KOMMYHHKAIIHOHHBIC TEXHOJOTHH JUIS
paboThI ¢ JOKyMEHTaMH

[TprMeHsTh paBuiIa PyCCKOTO SI3bIKa

HpI/IMeHHTL HaBbIKU CKOPOCTHOT'O MMCbMa

CocraBnsaTh 1 0hOPMITSIT TOKAIBHBIE HOPMAaTUBHBIC AKThI

Heo0Oxonumeie
3HAHUSA

HopmaruBHbie IIPaBOBbIE aKThl, HOPMaTUBHO-METOANYECKHE
JIOKyMEHTBI, TOCYIAPCTBEHHbIE CTAHAAPTHI, OMPEACISIOUIUE MOPSI0K
JIOKYMEHTAIIHOHHOTO 00ecreyeH sl yIpaBIeHus

CrpyKTypa opraHu3aiiu, pyKoBOACTBO CTPYKTYPHBIX MOAPA3AEICHUN

CoBpeMeHHbBIE HTHPOPMAIIMOHHBIC TEXHOJIOTHH PAOOTHI C TOKYyMEHTaMHU

[Topsimox paboThl ¢ JOKYMEHTaMH, CXEMbI JIOKyMEHTO000pOoTa

[IpaBuia paboOTBl € BXOASIIMMH, HCXOASIIMMU W BHYTPEHHUMU
JIOKYMEHTaMu

HpaBI/IJ'Ia oprannu3allviii KOHTPOJIA UCIIOJHCHHA JOKYMCHTOB W THUIIOBBIC
CPOKH UCIIOJITHCHHA JOKYMCHTOB

HpaBHna COCTaBJICHUA AaHAJIMTHUYCCKUX CIpPaBOK II0 OpraHu3alnuu
paGOTBI C JOKYMCHTAMU U KOHTPOJIIO UCIIOJTHCHUSA JOKYMCHTOB

[TpaBuiia co3ganust U BeAeHUs 0a3 JaHHBIX CIYKEOHBIX JTOKyMEHTOB B
OpraHu3aIu

CucTeMbl 3JIEKTPOHHOTO JTOKyMEHTO000pOoTa

CucreMsbl CKOPOCTHOI'O IMMCbMa

TpeboBanus oxpaHbl Tpynaa




Hpyrue
XapaKTEPUCTUKU

3.3.12. Tpyoosas pyHKUMSA

HaumenoBaunue

[Ipoucxoxnenu
e

TPYIAOBOI
GbyHKIIIN

Opranuzanus XpaHeHus
JOKyMEHTOB B  NPUEMHOMU
PYKOBOZIUTEIS

Kon

C/12.

YpoBeHb

(monypoBeHb)
KBaJTM(UKALIH

Opurunan
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TpynoBble nencTBUsA

P a3pa60TI<a pa3aciioB HOMCHKIIATypPbI ACJI OpraHru3allun




®opmupoBaHre U OQOpPMIIEHHE JIeJl MOCTOSIHHOTO, J0JrOBPEMEHHOIO
XpaHeHUus

[TonroroBka u mepemaya ei B apXuB OpraHU3aIUH

HeobOxonnumeie
YMEHHUS

P aBpa6aTBIBaTL HOMCHKIJIATYpY p1(SA) | OopraHu3anuun C yueToOM
HOPMAaTUBHO-MCTOANYCCKHUX JOKYMCHTOB

Hcnonp30BaTh HOMEHKJIATypy J€Jl1 TpU HU3YyYEHUU CTPYKTYphI
OpraHM3aliu, COCTaBIECHUN ONHUCEN Jel

®opmupoBarb U 0GOPMIISATH Jiela B COOTBETCTBHH C YTBEPXKIACHHOM
HOMEHKJIaTypOH €]l OpraHu3aluu

ObecneunBaTh COXPaHHOCTh JOKYMEHTOB OpraHU3alui

HpOI/IBBOHI/ITL MMOATOTOBKY ACJ AJIA I€PCAavir B apXHB

[IpumeHsaTh MHPOPMATMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTHH IS
paboThI C TOKyMEHTaMHU

Heo0Oxonumeie
3HAHUA

HOpMaTI/IBHLIe IMPaBOBBIC AaKThI, HOPMAaTHBHO-MCTOAUYCCKUC
JOKYMCHTBI, TOCYAApPCTBCHHBIC CTAaHAAPTHI, OMNPCACIAIOMMUC TMOPAI0K
AOKYMCHTAIIMOHHOT'O obOecrieueHuUs YHpaBJICHUA

Bunsl HOMeHKmaTyp, oOmue TpeOOBaHMS K HOMEHKIAType, METOAMKA
€€ COCTaBJICHHUS U OPOPMIICHHS

[Topsimox GpopMupoBaHus U OPOPMIICHHS JIe] C yKa3aHUEM CIICUPUKI
(dbopMupOBaHUs OTACIBHBIX KaTETOpUH 1€

[TpaBuia xpaHeHus J1ed, B TOM YUCIE C JOKYMEHTAaMU OIPaHUYEHHOTO
JOCTyTIa

HpaBI/ma BbIJa4YU W HMCIIOJIB30BaHUA JOKYMCHTOB U3 C(bOpMI/IpOBaHHBIX
A€

TpeboBaHus oxpaHbl Tpyna

HpaBHna IMOATOTOBKHU U IICpCAadn ACII B ApXUB OpraHU3aliu

Hpyrue
XapaKTepUCTUKU

3.3.13. Tpyoosble pyHKLUM




ObecneueHue YpoBeHb
HaumeHnoBanue | pykoBomuTens Kon C/13.6 (o poBeHSb) 6
UHpOpMaIue KB (pUKaIH

3auMcT
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Opurunan X u3
OpUTUH
ana
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TpynoBeie C6op wu mepepaboTka wuH(pOpMAIMK, HEOOXOAMMOM i TPUHSITHSA
JEUCTBUSA 000CHOBaHHBIX YIIPaBICHUYECKUX PEIICHUN

IIpoBepka OOCTOBEPHOCTH, MOJHOTHI U HENPOTUBOPEYMBOCTU JIAHHBIX,
UCKJIIOYEHUE AyOIUpoBaHUs HHPOpMALUU

HpeIIOCTaBJ'IeHI/Ie JaHHBIX B CIMHOM U y,I[O6HOM JJIA BOCIIPpUATHUA (bopMaTe




BoisiBnenne ~— Hambosiee  3HAQYUMBIX ~ KPUTEPUEB  CHCTEMaTH3al[UU
uH(popmaIuu A co3nanus 6a3 JaHHbBIX

dopmupoBaHHUe U UCIIOIB30BaHUE 0a3 JTaHHBIX B OpraHU3alun

Heo0Oxonumeie
YMEHHUS

OcymectBisATh cO0p, 00paboTKy M aHANINU3 HH(POPMALIUU B COOTBETCTBUU C
TpeOOBaHUSIMH KPAaTKOCTH, YETKOCTH (OPMYIUPOBOK, CBOEBPEMEHHOCTHU
NOCTYIUICHUsS, ~ TOYHOCTH M JOCTOBEPHOCTH,  ONTHUMAaJbHOCTH
CUCTEMAaTHU3allu1, HEPEPBIBHOCTH cO0pa n 00paboTKu HHPOpMaLUU

OcymecTBisTh pEerucTpaLuio, HAaKOIUICHHE u nepenagy,
CHCTEMaTH3UPOBAaHHOE XpaHEHHE W BblIady WHGPOpPMALUU B TpeOyeMoii

dhopme

CocTaBiuare | O(I)OpMJISITB CBOAHBIC, OTYCTHBLIC, CTAaTUCTUYCCKHC
JOKYMCHTBI

OcymecTBisATh 00pabOTKy M CTPYKTypupoBaHHE HH(popMaiuu, oopasys
HH(pOpMAIITMOHHBIE PECYPCHI

BBO,Z[I/ITB HOBBIC JaHHBIC B CHpaBOLIHO-I/IH(bOpMaHI/IOHHBIC CHCTCMbI

BBOI[I/ITB B [IaMsATh KOMIIBKOTCPA SJICKTPOHHLIC 06p213]:1 JAOKYMCHTOB

[IpuMeHATH HABBIKM CKOPOCTHOTO MHChbMa

HpI/IMeHHTB HaBBIKHU 3aIlMCHU U paCH_II/I(prBKI/I TCKCTa

Hcnonb3oBaTh  COBpEMEHHBIC TEXHMYCCKHE CpEICTBA B 001acTH
CKOPOCTHOT'O MTUChMa

[IpousBoauTh MOMCK HHPOPMAIMM B CYIIECTBYIOIIMX 0a3ax aHHBIX,
BeCTH WH()OPMAIMOHHO-CIIPABOUHYI0 pPabOTy Ha OCHOBE pPa3IMIHBIX
KOMOHMHAITMI TTOMCKOBBIX MPU3HAKOB

[TpumensaTh HHOPMALTMOHHO-KOMMYHHUKALIMOHHBIE TEXHOJIOTHU

Heo0Oxonumeie

3HaHHUA

OcobenHoctu opMHUPOBaHNS BHEITHUX U BHYTPEHHUX HH()OPMALIMOHHBIX
IIOTOKOB

CocTtaB BHEITHUX HH()OPMAIIMOHHBIX TTOTOKOB

CocraB BHyTpeHHUX UH()OPMALIMOHHBIX TOTOKOB




CTpyKTypa OpraHu3alii U TOPSJIOK B3aUMOICUCTBUS IMOIPA3ICICHUIN U
CITY X0

Ocob6ennoctu popmupoBaHus 6a3 JAaHHBIX B OpraHU3aIIN

CoBpeMeHHbIE ~ Hay4YHblE  METOAbl M  TEXHHYECKHE  CpEJCTBa,
crocobcTByromue cOopy, 00pabOTKe, COXpaHCHMI0 U TIepenade
MH(OPMAIIMOHHBIX TOTOKOB

Metonel  00paboTku uWHGOpPMAIMU C TPUMEHEHHEM COBPEMEHHBIX
TEXHUYECKUX CPEJICTB KOMMYHHUKALUN U CBSA3H, BBIUUCIUTEIBHON TEXHUKH

CucreMbl CKOPOCTHOI'O IMUCbMa

OcHOBBI TNporpaMMHOro obecredeHuss U o¢puCHOro o0OpyIdOBaHHS B
00JIaCTH CKOPOCTHOTO MHUChMa

TpeOGoBanus oxpaHsl Tpyza

Hpyrue
XapaKTEPUCTUKHU

3.3.14. TpynoBas pyHKLMSA

HaumenoBaunue

[IpoucxoxaeHu
e

TPYAOBOU
dbyHKIMH

Opranuzanus
MH(GOPMAITMOHHOTO
op o YpoBeHb
B3aUMOJICHCTBUS PYKOBOJIUTEIS C/14.
Kon (momypoBeHb) 6
c MOIpa3ACICHUSIMU u 6
KBaJTM(UKALTHI
JTOTKHO CTHBIMH TUIIAMHI
OpraHu3aluu
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T
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TpynoBsie HNubopmupoBanre paOOTHHKOB OPTAHU3AIMH O PEIICHUSX PYyKOBOIUTEIIS
R p— Opranuzanus oOMeHa HHpOpMAIMe Mexay MOApa3AeICHUsIMH |
JOTDKHOCTHBIMHE JTUIIAMH OpPTraHU3alun
OnogenieHre pabOTHUKOB O MPEACTOSIINX MEPOIPUATUAX
Opranu3zaiiys BCTped TPYIOBOTO KOJJIEKTHBA C PYKOBOJCTBOM
NudopmupoBanue pykoBoguTelss 00 OOpaIICHUSX COTPYAHHKOB TIO
pabouuM U JIMYHBIM BOIPOCaM
Hcnonb30BaTh  COBPEMEHHBIE TEXHOJOTHM cOopa ©  mepenadu
HeobOxonnmeie
uHbopMauu
T OcymecTBiaTh cOop u mepepaboTKy HH(MOpMaIMU, HEOOXOAUMOM NS

ACATCIIBHOCTHU PYKOBOAUTCIIA

OCYH.[CCTBJ'ISITI) CUCTEMATU3alHIO IMOJTyYaCMBbIX U IIEPEAABACMbBIX JaHHBIX

OcymecTBIsTh MIPOBEPKY JI0OCTOBEPHOCTH, HOJTHOTHI u
HETIPOTUBOPEUYNUBOCTH JTAHHBIX, UCKITFOYCHUE TyOITMpOBaHUS
UHpOpMaIIH

[IpencraBisaTh NaHHBIC B AMHOM M YIOOHOM JUTS BOCIIPHATHS popmare




MHOTOKpaTHO HCIIOJIB30BaTh TONYYCHHYIO HH(GOPMAINIO, TOCTOSHHO
OOHOBIIATH JAHHBIE

ObecnieynBaTh ONEPaTUBHOCTb HH()OPMALIMOHHBIX TOTOKOB

PaGorats ¢ KOMIIBIOTEPOM, UCIOIH30BaTh OGUCHBIA MAKET (TEKCTOBBIN
penakTop, TaOJIUIIbI)

HeobOxonnmeie
3HAHUS

HopmaruBHbI€ IPaBOBBIE aKThl, HOPMAaTUBHO-METOANYECKUE TOKYMEHTHI,
rOCyIapCTBEHHBIC CTAHAAPTHI B c(hepe NeSATeTbHOCTH OpTaHU3aIHH

CrpyKTypa OpraHu3anuy, pyKOBOIACTBO CTPYKTYPHBIX IOApa3ZcIICHUN,
HalpaBJIeHUs JEATEIBHOCTH OPraHU3allui U KOMIIETEHLIUN CTPYKTYPHBIX
NOJPA3AEICHUN U JOIKHOCTHBIX JIULL

Knaccudukarus ynpasneHueckoir MHGopMauy, BUIbl YIPaBICHYECKON
uH(bopMauu

®opmbl IPECTaBICHUS yIpaBIeHUECKOM nHpopManuu

HcTounuku ynpasieHYecKol nHpopMau

Metoauka oT00pa HCTOYHUKOB UH(POPMALUH

TpeboBanus, npeabABIsIEMbIe K YIIPaBICHYECKON HH(POpMAIIH

TpeOoBanust oxpaHbl Tpyza

Hpyrue
XapaKTEPUCTUKU

3.4. O606LeHHasn Tpyaosasa pyHKUNS

HaunmeHnoBanune

[Ipoucxoxnenu
e
00001eHHOI

HNudopmanimoHHO-aHATUTHYECKAsT U
OpraHU3aIMOHHO-aIMUHUACTPATUBHAS Kox | D VYpoBeHb
MOJIIEPIKKA NEeSATEIbHOCTH KBaTU(UKATIT
PYKOBOAMTEIIS OPTaHU3aIuN
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Bo3moxxHBIC
HaMMEHOBaHUS
JIOJDKHOCTEH,
npodeccuii

ITomomHUK PYKOBOAUTECIIA

TpeboBanus kK

00pazoBaHUIO U

00y4eHHIO

Beiciiiee oOpa3oBanue - OakanaBpuar

NI

Briciiee  oOpazoBanue

(aenpoduiibHOE)

JOTIOJIHUTEIBHOE npodeccuoHarbpHOE

- OakamaBpuar
oOpa3oBaHue

n
1o




JIOTIOJIHUTEIbHBIM npodeccruoHaNbHBIM porpaMMam
npodeccuoHaNbHON TEPENOArOTOBKH 10 MPOPIITIO IEATETHHOCTH

He menee Tpex neT no opraHM3allMOHHOMY, JTOKYMEHTAllHOHHOMY U
MH(POPMALMOHHOMY OOECHEUEHHIO JEeSITEIbHOCTH PYKOBOAUTEIS
OpraHu3alNH

TpeOoBaHuss K ONBITY
IPAKTUYECKOU pabOoThI

Ocobble yCIIOBUS
JIOITyCKa K pabote

Hpyrue xapakTepuCTUKH | -

Z[OHO.HHI/ITQJIBHI)IG XapaKTEepUCTHUKHU

HaunmenoBanue 6a30B0Oii TPYIIIBI, TOIKHOCTH
HaumenoBanue nokymeHTa Kon
(mpodeccun) uiu crenuagTbHOCTH

AJIMMUHHUCTPAaTUBHBIA UM MHOW HCIIOJIHUTEIbHBIN
OK3 3343 A P .

CPEIHETEXHUYECKUI MepCOHa
EKC - Cexkperapb pyKOBOAMUTEIS
OKIIATP 26341 Cekperapb pyKOBOJUTENS
OKCO 7.46.03.02 | JlokyMEHTOBEICHHUE U apXUBOBEICHUE

3.4.1. TpyooBble pyHKLUN

dopmupoBaHUe
I/IH(gO hl:a VOHHOT'O Yposetib
HaumenoBanue pMail Kox | D/01.6 (momypoBeHb) 6
B3aMMOJICUCTBUSA PYKOBOIUTEINS C
KBaTU(UKAITIT
OpraHu3aLUsIMU
3aumct
[Ipoucxoxnenun
o BOBaHO
N Opurunan X u3
TPYAOBOH
OpUTHH
GbyHKIIIN
ana
Pe
Kon opurnnana TH
CT

pa


https://vip.1obraz.ru/#/document/99/456069557/XA00M1S2LR/

TpynoBsle neNCTBUA

OT6op UWCTOYHWMKOB HWH(MOpPMAIIMM B COOTBETCTBUU C 3aJIaHHBIMU
KpUTEPUIMU

O6paboTka u wHTEpHpeTanuss HHGOPMAIMK Ui TOJTOTOBKH MPOECKTOB
peleHui

ITonroroBka 3ampocoB IO MOPYYEHUIO PYKOBOLUTENS Ha IIOIy4YEHUE
JOKYMEHTOB M HH(}OpMalnuu B oOpraHax TOCyJapCTBEHHOM BJIAacTU U
yIIpaBJICHMUS, 00I11eCTBEHHBIX OopraHu3anusax U  IOJIy4YeHue
COOTBETCTBYIOIUX HH(OPMALIUU U IOKyMEHTOB

WudopmupoBanre pyKOBOAHWTENS O pe3ylbraTax pacCMOTPEHHS
3arpocoB U oOpaleHuit

Opranu3zaiys pelieHus: BOPOCoB, He TPeOYyIOMUX HENOCPEACTBEHHOTO
y4acTusi pyKOBOAUTENS

[MogroroBka MartepuasioB JUIsl y4YacTHs pPYKOBOAWTEIsI B pabore
Pa3IUYHBIX CTPYKTYp B COCTaBE IOCYJapCTBEHHBIX M MYHHIIMIIAIbHBIX
OpraHoB, OOIIECTBEHHBIX OpPraHU3alNuN




ITogroroBka JAOKYMCEHTOB JJIA 3aKJIFOUYCHUA comnanieHuM (6]
COTPYAHUYCCTBE C ACJIIOBBIMU IMAPTHEPAMU

NudopmupoBanue  JeNOBBIX  MAapTHEPOB W 3aWHTEPECOBAHHBIX
opraHmauHﬁ (0] peHleHHHX pyKOBOI[I/ITC.HSI B Xone BBIITOJIHCHU A
CoIVIallICHUI

AHaJII/I3I/IpOBaTB n 0T6I/IpaTb HCTOYHHUKHU I/IH(bOpMaLII/II/I B COOTBCTCTBHH C

Heo0Oxonumeie
MeHI KPUTEPHUSIMHA TIOJTHOTHI, JIOCTOBEPHOCTH, CBOECBPEMEHHOCTH
Y npeaocTaBlIeHus MHGopMauu
CoOuparp, o0OpabaTbiBaTh ¥  aHATU3UpPOBaTh HHGOPMALMIO B
COOTBETCTBUH C 3a/JaHHBIMU TPEOOBaHUSIMU
[lepenaBats nHOpPMAIHIO B CUCTEMAaTU3UPOBAHHOM BHUJIE
OOpabarpiBaTb W CTPYKTypHpoBarb  uH(popManuio,  o0pasys
UH(POPMaIIMOHHBIE PECYPCHI
[Ipou3BoguTh MOMCK MH(POPMAIMK B CYHIECTBYIOIIMX 0a3ax TaHHBIX,
BECTH HH(POPMAIIMOHHO-CIIPABOYHYI0 paboTy Ha OCHOBE PAa3IMYHBIX
KOMOMHAIMH MOMCKOBBIX IPU3HAKOB
O6ecmneunBaTh HHGOPMAIIMOHHYIO O€30MACHOCTH OpTraHU3AINT
PaGoraTh ¢ KOMIBIOTEPOM, HCIOJIB30BAaTh O(PHCHBIN MaKeT (TEKCTOBBIH
pEeIaKTOp, TAOTUIIHI)
Heobxoaumsbie BHyTpeHHSS 1 BHEITHSAS OJIMTHKA OPTaHU3aIH
[IpuHIMOBI NPEeNCTaBUTENBCTBA B TOCYJAPCTBEHHBIX OpraHax, opraHax
3HaHUS MECTHOTO CaMOYIpAaBJICHUS, CTOPOHHUX OPTaHM3ALUSAX W TOPSI0K

B3aUMOJIECHCTBUS C HUMU

[TpuHIUITBI ¥ METOABI AIMUHUCTPUPOBAHUS

OcobenHoctu (dhopmupoBaHus BHEIIIHUX u BHYTPEHHUX
UH(POPMAITMOHHBIX TIOTOKOB

CrpyKTypa opraHu3zanyy U TOPSIAOK B3aUMOACHCTBUS MOAPA3ICICHUN U
CITy K0

[IpaBuna hopMupoBaHUs U UCTIONB30BAHUS 0a3 TaHHBIX




CoBpeMeHHbIC  Hay4HbIE  METOIbl W  TEXHHYECKHE  CpE/CTBa,
crocoOCTByrome cOopy, 0OOpabOTKe, COXpaHCHHI0 U Tepenade
uHbopMaIu

[IpaBuna 3amuThl KOHPHUISHIMATIBHON cIy)eOHON HHpOpMaIu

CoBpemeHHbIE HTHPOPMALIMOHHBIE TEXHOJIOTUU

Hpyrue
XapaKTepUCTUKH

3.4.2. Tpyoosas yHKLUNA

Anamu3  uHpOpMaUUU U
MOJrOTOBKA bopa Yposetib
HaumenoBanue A Koxn | D/02.6 (mogypoBeHb) 6
WH(POPMAITMOHHO-aHATTUTHYC
KBaJIM(pUKaALIUK
CKUX MaTepHasioB
3aumc
[IpoucxoxneHu
. TBOBa
N Opurunan X HO U3
TPYAOBOH
opuru
dhyHKIMH
Haja

Kon opurunana
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Tpynossie
JNEUCTBUSA

CO6op, mnepepaboTka M aHanu3 HHOpMAIMM Ui pPELICHUs 3ajad,
MOCTABJICHHBIX PYKOBOAUTEIEM

ITogroroska I/IH(1)OpMaHI/IOHHO-aHaHHTI/I‘IeCKI/IX MarcpuaioB

PazpaboTka TemaTHuecKoro miaHa 0030pHOTo JOKyMEHTA, JOKJIa1a

Omnpenenenue kpyra OuOIMorpaguIecKux UCTOUHUKOB

IlonGop WCTOUHMKOB U JIUTepaTypbl MO Teme o0030pa, JA0KIaja,
AQHAJIMTUYECKOU CIIPAaBKU

Harmucanne u ohopmiienne 0630pa, 10KIa/1a, aHATUTHYECKON CTIIPaBKU

Heo0Oxonumeie

YMEHHUS

PazpaOarbiBaTh TemaTHueCKuUd IUIaH 0030pa, JOKIaga, aHAIUTUYECKOM
CIPaBKHU

OO0OCHOBBIBATH AKTYAJILHOCTH MPOOJIEMBI, KOTOPYIO MPEICTOUT OCBETHTH B
o030pe, JOKIIaje, CripaBKe

[Tonb3oBaTbcsi MHGOPMALMOHHBIMU pECypcaMd U CHUCTEMaTU3UpPOBATh
MH(OPMAITHIO TIO 33/IaHHBIM KPUTEPHSIM

HNHrepnipeTupoBaTh IOJYYEHHBIE JAaHHBIE W MPEACTaBIATH HX B
CUCTEMaTU3UPOBAHHOM BHUJIE

OHpCI[GJISITB Kpyr HWCTOYHHUKOB H JIMTCPATYPHI, H€06XOIII/IMBIX JUIS
IIOATOTOBKH I/IH(1)OpMaI_II/IOHHO-aHaJ'II/ITI/ILIeCKI/IX MarcpuaioB

N3narars maTepuan B JOrHYE€CKON MOCIEN0BATEIIBHOCTH

HpOI/I3BOI[I/ITI) AHAJIN3 1 OLOCHKY HU3JIOKCHHOT'O Mar€puraia

O(i)OpMJ'IHTB TCKCT B COOTBCTCTBYIOIICM CTHUJIC

PC,[[aKTI/IPOBaTB TCKCT JOKYMCHTOB

®opMyIUpPOBaTh BEIBOABI U PEKOMEHIALINHU




Ocy1iecTBIATh aBTOMATU3ALMIO0 MPOLIECCOB cOOpa, XpaHEHUs M BbLAAYU
nH(popMauu

[Tonp30BaThCsl YCTPOMCTBAMHU aBTOMATU3HUPOBAHHON 00PaOOTKH TEKCTOBOM
nHpopManuu 1 (HOTOHAOOPHBIMH YCTPOMCTBAMHU

[IpyuMeHSTh BBIUMCIUTEIbHYIO TEXHUKY U MH(POPMALIMOHHBIE TEXHOJIOTUU
JUIE 3KOHOMMYHOW M PpalMOHAIbHON OpraHm3aluuu HHGOPMALMOHHBIX
MIPOLIECCOB, MOBBIIIEHUS UX THOKOCTU U TUHAMUYHOCTHU

[IpoBOoaUTE pegakTUpPOBaHME TEKCTA, AHAJIU3 M OLEHKY BBIBOJOB H
PEKOMEH 1Al i

[IpuMeHATh OCHOBBI TICUXOJIOTHH JICJIOBOTO OOIICHUS

HeobOxoanmeie
3HAHUA

HopmartuBHbIE TIpaBOBBIE aKThl, HOPMAaTUBHO-METOAUYECKHUE JOKYMEHTHI,
rOCyJIlapCTBEHHBIE CTaHAAPTHI B chepe ACSITEIILHOCTH OpPraHu3aIluu

CrpykTypa OpraHu3aluu, pPYyKOBOJICTBO CTPYKTYPHBIX MOJpa3ieicHH,
HarpaBJIeHUs JCATEIHLHOCTH OpPraHU3allMh M KOMIIETEHIIMU CTPYKTYPHBIX
MoJpa3ieICHUI U JOKHOCTHBIX JIUIL

Knaccudukamus ynpasieHueckoil MHPOpPMAIMK, BUbI YIPABICHYECKOM
nH(popMauu

@dopMBI ITPECTABICHNS yIIpaBIeHY€CKOW HHPOpMaLUU

Hcrounvku yripaBieH4Yeckol HH(GOPMAIUU, METOIUKA 0TOOPA HCTOUHUKOB
nHpopmaruu

TpeOoBanus, npebsBIseMbIe K YIIpaBIeHUECKOH HHPOPMAIIH

Ocobennoctu pedepupoBanus uHpopManuy, cnenudruka oQopMICHHS U
COCTaBIICHUSI aHHOTAIMH, pedepaToB, 0030pOB, TOKIIAIOB

OCHOBBI HaNMCaHUS peyei U TOKJIaI0B PyKOBOIUTEIS

Kareropun cnymareneit (uurareneil), Ha KOTOpbIX OyIeT paccuuTaH
JaHHBIA 0030p, TOKIa

Metonel  00paboTk WHGOpPMAIMU C TPUMEHCHHEM COBPEMEHHBIX
TEXHUYECKUX CPEJICTB KOMMYHHUKALUN U CBA3H, BBIUUCIUTEIbHON TEXHUKH

CrpykTypa WH(GOPMALMOHHBIX H3IAaHUH B 3aBHCHUMOCTH OT Xapakrepa
nH(pOpMaIUK U 1I€JIEBOT0 Ha3HaYeHUS NH()OPMAIIMOHHBIX U3/IaHUN




CoBpemeHHble  cpeacTBa  cOopa,  00pabOTKHM,  CHCTEeMAaTH3aLUU
nH(popMauu

Hcrounuku wHGOpMaMM: KaTalord OWOIMOTEK, XKYpPHAJIOB, TTOMCKOBBIC
cUCTeMbl HMH()OPMAIIMOHHO-TEICKOMMYHHKAIMOHHON cetn "WHTepHer",
ANIEKTPOHHbIE 0a3bl JAHHBIX

OYHKIHOHATBHOE Ha3HauYeHUe o030pa (6ubnuorpaduieckoro,
pedepaTuBHOTO, aHAIMTUIECKOTO) KaK CPEICTBA OPHECHTALMN YNTATEIIS B
JOKYMEHTAIbHOM WM UHPOPMAITHOHHOM MTOTOKE

OcobeHHocTH 00IIeHAYYHOU 1 TIparMaTudeckoil pyHKIH 0030poB

[IpaBuna paboThl C BHEIIHUMU HOCUTEISIMU UH(POPMAIUH

Ilonatne wu cneuuduka Oubnuorpaduueckoro, pedeparuBHOTO U
AHAJTUTHYECKOTO HH()OPMAITMOHHOTO U3JaHHS

CHpaBO‘lHHe IMpaBOBBIC CUCTCMbI

Jlpyrue
Xap aKTepI/ICTI/IKI/I

3.4.3. TpynoBasi pyHKLUSA

Opranuzanus JIETTOBBIX YpoBeHb
HaumenoBanue KOHTakTOB W mpoTokonbHBIX | Kox | D/03.6 (momypoBeHB) 6
MEPOTIPUATHIA KBaJIM(DUKAIIH
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OpraHH3auHs{ " TNIAHUPOBAHHUC JCJIIOBBIX KOHTAKTOB, BCTPEY MU IMOC3IO0K

Tpynosreie

pyA PYKOBOAMTEIIS

o S— Opranuzanys 3acelaHuii, COBEHIAaHUM W MEPONPUATHUNA, MPOBOAUMBIX
PYKOBOAUTENIEM
[TonroroBka wmarepuaioB [isi COBEIIAaHUM, BeleHHE U O(OpPMIICHHE
MIPOTOKOJIOB
[ToaroroBka npe3eHTanuii MO yKa3aHUIO PYKOBOAUTENS
[ToaroroBka u npoBeaeHMUE Mpecc-KOHGEPEHITUN PYKOBOIUTEIS
Opranuzanus MIEPEroBOPOB, obecreuenue YYaCTHUKOB
nH(OPMaIMOHHBIMU MaTepHallaMu, BeJIEHUE 3alicell IeperoBopoB

Heo0Oxoanmere CocTaBisTh MJIaH MOE3IKU PYKOBOJUTEIS

o OdopMasaTh JAOKYMEHTBI, HEOOXOAWMBIE JUIS JICJIOBOM  IMOE3/KH,

KOMaHIUPOBKH PYKOBOJIUTCIIA

CocraBnsath M O(OPMIATH MPOTOKOJBI COBELIAHWH, 3acelaHuil U
KOH(QEPEHTHBIX MEpONpPUATUH, TOTOBUTh CIHCOK YYaCTHHUKOB, IOBECTKY
JUHS1, IBOYHBIE JIUCTBI U IIPOECKTHI UTOTOBBIX JOKYMEHTOB

CocraBiiTh npecc-pean3sl

Bectu neperoBopsl ¢ mapTHepamu




Pa6oTtath B PEKUME MHOI'03a1a4HOCTHU

PaGorats ¢ GonpimM 00beMOoM HHGOPMAITUT

Co3nmaBate W TMOAAEPKUBATH TOJIOKHUTEIBHBI WMHUK OpTraHU3aIlluu U
PYKOBOIUTEIS

Hcnons3oBarh BBIYUCIIUTEIIBHYIO TEXHUKY 51
MH(POPMALMOHHO-KOMMYHUKAI[HOHHBIE TEXHOJIOTUH JUTS Ooiee
SKOHOMHUYHOM W  palMOHAIBHOM OpraHu3amud  WHQPOPMAIMOHHBIX
MIPOLIECCOB, MOBBIIEHNUS UX THOKOCTH U JUHAMUYHOCTH

ObecrneunBaTh HHPOPMALTMOHHYIO 0€30M1aCHOCTh OPTaHU3AINH

Heo0Oxonnmeie
3HAHUS

HOpMaTI/IBHI)IG IMPaBOBBIC AKTBI, HOPMATUBHO-MCTOJUYCCKUC NTOKYMCHTEI,
TOCYHAapCTBCHHBIC CTAHAAPTHI B cq)epe ACATCIBHOCTU OpraHru3alun

CrpykTypa oOpraHuzaluy, pYKOBOASAIIUNA COCTaB OpraHu3aluud U
MOpa3JeJCHU,  HalpaBlI€HUs  JIEATEIbHOCTH  OpraHu3aluu U
KOMITETEHIIMU CTPYKTYPHBIX MOAPAZAEIECHUN U TOT>KHOCTHBIX JIHI]

[Icuxomnorus nenoBoro 00meHust, 0CHOBBI KOH(PIUKTOIOTHH

IIpaBunma mpoBeAcHHS  JENOBBIX IIEPErOBOPOB U MPOTOKOJIBHBIX
MEpONPHUITHI

OTHKET U OCHOBBI MCKIAYHapPOAHOI'O ITPOKOJIa

HpaBI/ma COCTaBJICHUA 1 O(l)OpMJ'IeHI/IH JOKYMCHTOB

[IpaBuna 3amuTe KOHPHUIESHIMATHHON CITy)KeOHOUW HHPOPMAITUH

I/IH(bOpMaI_II/IOHHO-KOMMYHI/IKaHI/IOHHBIC TEXHOJIOTUHU

Hpyrue
XapaKTepUCTUKH

3.4.4. TpynoBas yHKLUSA

HaunmenoBanue

YpoBeHb
Kon | D/04.6 (TomypoBeHb) 6
KBaJIM(UKALIUU

Opranuzanys HCIOJIHEHUS
peLeHn PyKOBOIUTES
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Tpynossie
JEUCTBUSA

JlokyMeHTanbHOe O(POPMIICHHE PEIICHUH PYKOBOIMTENS, JOBEICHHE /0
CBelleHMs] ~ PAaOOTHUKOB  OpraHM3allud  YCTHBIX  paclopsKeHUH
PYKOBOAMTEIIA

KOOpI{I/IHaHI/Iﬂ JACATCIIbHOCTHU IO UCITOJTHCHHUIO peIHeHI/Iﬁ PYKOBOAUTEIIA

KOHTpOJ'IB HUCIIOJIHCHUA pCI_HeHI/Iﬁ PYKOBOOUTEIIA

IlonroroBka OTYETOB O  BBIIOJIHEHWM IOPYYEHUHM M PELICHHUU
PYKOBOIUTEIS

HeobOxoaumeie
YMEHHUS

CocraBiar, u O(bOpMJ'IHTB JOKYMCHTBI, COACpKAIIUC TIOPYUCHUSA U
PaCHIOPAKCHUA PYKOBOAUTEIIA




Bectn yder mopydeHWil pPyKOBOOUTENS, TPEOYIOIIMX KOHTPOJS IO
CYILIECTBY PEILICHHUS BOIPOCA

[IpuHUMaTh pemeHus B mporecce padoThl

HpOI/I3BOIII/ITB aHaJIU3 UCIOJHUTEIbCKON TUCIMILIMHEL

CocTaBisTh aHAaTUTUYECKHE OTYETHl M CIOpPaBKU 10 pe3yjibraraM
VCTIOTHEHUS IOPYYCHH U PACTIOPSKEHUN PyKOBOIUTENS

[Tonb30BaThCs cUCTEMaMU 3IIEKTPOHHOTO JOKYMEHTOO00pOTa

[IpumenaTh BBIYMCIIUTEIIBHYIO TEXHUKY u
MH(POPMALMOHHO-KOMMYHHUKAITUOHHBIE TEXHOJIOTUH U1 SKOHOMHUYHOM U
palMOHAIbHOW OpraHu3aluy UH()OPMALMOHHBIX MPOLECCOB, MOBBILICHUS
UX TMOKOCTH M TUHAMUYHOCTH

ObecnieunBarh O€30MACHOCTD JACITEILHOCTH OpraHU3aIluN

HeobOxonnmeie
3HAHUA

HopMmaTuBHBIE IIPABOBBIE AKTBI, HOPMaTUBHO-METOAUYECKHUE TOKYMEHTHI,
rOCy/IapCTBEHHBIE CTaHAAPTHI B cpepe AesITeTbHOCTH OpraHu3aiun

CrpykTypa OpraHusalii, pPyKOBOJICTBO CTPYKTYPHBIX IOApa3elieHuH,
HaIpaBJICHUA ACATEIbHOCTH OPraHU3alMu U KOMIIETEHIUU CTPYKTYPHBIX
MOZIpa3IEICHUH U TOJKHOCTHBIX JIULL

[IpaBuna mpoBeaeHMs] KOHTPOJIS UCTIOTHEHUS TOPYUYCHUH PYKOBOAUTENS

TexHomorus BeaeHus KOHTPOJIA UCIIOJTHCHU A HOpy‘-ICHI/Iﬁ PYKOBOAUTCIIA

CucTeMBI 2IeKTPOHHOTO JIOKYMEHTOO00POTa, Oa3bl JAHHBIX

TpeboBanus oxpaHsl Tpyna

Hpyrue
XapaKTepUCTUKH

IV. CBegeHna 06 opraHusayusix - paspabotymnkax npodhecCmoHanbHoro

cTaHgapTa

4.1. OTBeTCTBEHHAA opraHn3ayusi-paspaboTHmK

HII "HauumonaneHas acconuanusi o(pUCHBIX CIIEHUATNCTOB U aIMMHUCTPATUBHBIX PAOOTHUKOB",

ropoa MockBsl




Jupextop XmtocHena Jlrogmuiia [lerpoBHa

4.2. HanmeHoBaHus opraHn3aumin-paspaboTynkonB

1 00O "Lentp skcnepTu3sl U ceprudukanuun’, ropox Mocksa

®I'bOY BO "Poccuiickuil rocyJapCTBEHHBIM T'yMaHWTapHbIH YHUBEPCUTET", TOPOL
Mocksa

3 ®I'BIIOY "Komnemx MU/ Poccun", ropon Mocksa

4 | TIAO "MockoBckasi 00beIMHEHHAs YHepreTuyeckas koMmmnanus", ropog Mocksa
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