[Ipuxa3 MunmCcTepcTBa Tpyaa 1 cormansHoi 3amuTsl PO ot 6 Mas 2015 1. N 2761 "O0 yTBep)IeHUH TPOPECCHOHATIBHOTO. ..

[Tpuka3z MunucrepcTBa TpyJa ¥ conuanbHoi 3amuThl PO ot 6 mas 2015 r. N 2761 "O0 yTBep)KaeHUN
npogdeccuoHanbHOro cragaapra "CrnenuaaucT 110 OpraHu3alliOHHOMY U JOKYMEHTAallMOHHOMY
o0ecrneueHunIo yIpaBieHus: opranuzamnuein”

IIpuxa3 MuHucTepcTBa TPyAa M cONMaNbHOM 3amuThl P® oT 6 masi 2015 r. N 276H
"O0 yrBepxkaeHNH NPO(PecCHOHATBLHOT0 cTanaapTa " CneuuajancT no OpraHu3auoHHOMY U
AOKYMEHTAIlHOHHOMY o0eclleYeHHI0 YIIpaBJIeHus opranu3anueii"

B cootBerctBuM ¢ myHkroMm 16 IlpaBunm  pa3paOOTKHM, YTBEPXKICHUS MW  IPUMCHECHHS
npoeCCHOHATBHBIX ~ CTaHAAPTOB, YTBEPXKIEHHBIX I1ocTtaHoBineHnneM IlpaBurensctBa Poccuiickoit
Oenepannn ot 22 saBaps 2013 r. N 23 (Cobpanne 3akoHopatenbcTBa Poccuiickoit denepamnuu, 2013,
N 4, ct. 293; 2014, N 39, c1. 5266), npuka3bIBao:

YTBEpIUTh MpuiaraeMelid rpodeccuonansuelii ctanaapT "CrneuuaiucT Mo OpraHU3alMOHHOMY U
JIOKYMEHTAI[MOHHOMY OOECIICUCHHIO YITPABJICHUS OpraHu3aiuei’.

Munuctp M.A. Tonunux

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

TAPAHT:
CwM. cripaBKy 0 Tpo(heCCHOHANIBHBIX CTaHIapTax

CwMm.:

JOJHKHOCTHYIO MHCTPYKIIMIO TIOMOIIHAKA PYKOBOAUTENS
JOJKHOCTHYIO MHCTPYKIIMIO CEKpeTapsa-aAMUHUCTpAaTOpa
JOJDKHOCTHYIO HHCTPYKIIHIO CEKpeTapsi pyKOBOIUTES

AOJDKHOCTHYIO HHCTPYKIUIO JCTIOIIPOU3BOANUTECIIA

IIpodeccnonaibHbIil cTaHAAPT
Crnenmnajauct no OpraHu3aliiOHHOMY U IOKYMEHTALMOHHOMY o0ecle4eHH 10
yIpaBJIeHHs OPraHU3aLHen
(yTB. nnprkazom MUHHCTepCTBA TPyAa U couuanbHoi 3ammThl PD ot 6 mas 2015 r. N 276H)

447

PePMCTpaHMOHHHﬁ HOMEP

I. O0mue cBexenus

OpPaHMBaHMOHHOG ¥ IOOKYMEHTAlLlMOHHOEe obecrnedueHue

YIIPAaBJIEHMA OPIaHM3alUMAMU JIIOOBIX OPTaHM3alMOHHO~IIPaBOBEX
bopm 07.002
(HaMMeHOBaHVEe BUIa NPOGEeCCUMOHAJILHOUW NesSTEeJIbLHOCTU) Kon

OcHoBHas 11€7b BHJ1a TPOPECCHOHATBHON eATETHLHOCTH:
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Peannzanus obecrnieunBaromux GyHKIMN yIPaBIeHUs OpraHU3alue; BHEAPEHHUE JTyqLINX
TEXHUYECKHUX pa3pabOTOK M HOBEHIINX TEXHOJIOTHH B 00ECTIeYeHNE YIPABICHHUS OpraHnu3aIluei

I'pynna 3anarwmii:

2432

bubmuorekapu, bubmmorpadsr,
JOKYMEHTOBE/IbI 1
CIIELUATMCTBI POJICTBEHHBIX
npodeccuit

3431

AJMUHUCTPAaTUBHO-YIIPABIEHUYECKUM
IIEpCOHAI

4222

Cayxaiue, 3aHSITbIe IPUEMOM
U HH()OPMUPOBAHHEM
IIOCETUTENEH

(xon
OK3*(1))

(HauMEeHOBaHUE)

(ko OK3)

OTHeceHHE K BUaaM SKOHOMHYECKOH ACATCIIbHOCTH

(HaMeHOBaHUE)

82.1 JlesTenbHOCTh aIMUHUCTPATUBHO-XO03HCTBEHHAS I BCIIOMOTaTE/IbHAS
JESITENIbHOCTD 110 00ecreueHUI0 (PYHKIIMOHUPOBAHMS OpraHu3aluu

82.3 JlesTeIbHOCTh IO OpraHu3auu KoH(EepeHIIU U BRICTABOK

(xon (HaMEeHOBaHUE BUJIa YKOHOMHUYECKOM JESITEIIbHOCTH )

OKB31*(2))

II. Onucanue Tpya0BbIX GyHKUMH, BXOAAIIMX B NPOGeCcCHOHANBHBIH CTAHAAPT ((PyHKIHOHAIBHAS
KapTa BHAa Npo(heccuoHaIbLHOM 1esITeJIbHOCTH)

O0600111eHHbIE TPY0BbIE QYHKIUI TpynoBble QyHKIIMH
KO/l HalMEHOBaHUE YpOBEH HalMEHOBaHHE KOJ YPOBEHb
b (moxypoBeHb)
KB KB (DUKAIH
WKaIIH "
A Opranu3anuoHHOe 3 [Ipuem u pacnpeneneHue A/01.3 3
o0ecrieueHue Tese()OHHBIX 3BOHKOB
JeSITebHOCTH OpraHu3auu
OpraHu3aluu Opranuzanus paboTsl ¢ A/02.3 3
MOCETUTEISIMA OPTaHU3aIuT
Beinonnenue A/03.3 3
KOOPJAWHUPYIOIIUX U
oOecnieynBaromuX QyHKIHHA
B JlokymMeHTaImoHHOE 5 Opranu3zanusi paboTsl ¢ B/01.4 5
oOecrieueHue JIOKYMEHTaMHU
JEATEIbHOCTH Opranu3zanys TeKynero B/02.4 5
OpraHu3aIu XpaHEeHHUsl JOKYMEHTOB
Opranuzanus 00paboTKu Aen B/03.4 5
JUISL TIOCTIETYTOIIETO
XpaHEeHHsI
C OpranuzannoHHoe, 6 Oxkazanue nomouu C/01.6 6
JOKYMEHTAITMOHHOE 1 PYKOBOJIUTEITIO B
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UH(POPMALIMOHHOE
obecneyeHne
JIeITEIIbHOCTH
PYKOBOIUTEIIS
OpTraHu3aIuu

TUTAHUPOBAHUU PabOYero
BpPEMCHHU

IInanupoBanue padbouero gHs
cekperaps

C/02.6

Opranuzanus TenepOHHBIX
IIepErOBOPOB PYKOBOAUTEIS

C/03.6

Opranuzanus KOMaHAMPOBOK
PYKOBOJHUTEIS

C/04.6

Opranuzanus paboTsl ¢
MOCETUTEJISIMU B IPUEMHOM
PYKOBOJUTEIS

C/05.6

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

C/06.6

Opranuzanys UCIOJHEHUS
pELIeHUH, OCYIIECTBICHUE
KOHTPOJISI UCITOJIHEHUS

IIOPYYEHUN PYKOBOJUTENS

C/07.6

Opranuzanus u
MO//ICpKAHUE

b yHKIIMOHAIBHOTO paboydero
MPOCTPAHCTBA NPUEMHOM U
KaOWHEeTa PyKOBOJUTENs

C/08.6

Pa3zpaboTka mokaabHbIX
HOPMAaTHBHBIX aKTOB,
perJaMeHTUPYIOIIUX padoTy
cekperaps

C/09.6

CocraBnenue u opopmiieHue
YIIPABJIEHYECKOU
JTIOKYMEHTAIIUU

C/10.6

Opranuzanus padboTsl ¢
JIOKYMEHTaMH B IPUEMHOI
PYKOBOAUTESA

C/11.6

Opranu3zanus XxpaHeHUs
JIOKYMEHTOB B IPUEMHOMN
PYKOBOJUTEIIA

C/12.6

ObecnieueHne pyKoBOIUTEINS
uHpopmanuei

C/13.6

Opranuzanus
UH(OPMAITMOHHOTO
B3aNMOIEHCTBUSA
PYKOBOJIUTEIIS C
MOJpa3IeICHUSIMU U
JOJKHOCTHBEIMH JIMIIAMH
Opra"u3aluu

C/14.6

D HNudopmannonHo-ana
JIUTUYECKAS U
OpraHU3alMOHHO-aIM
VHHCTPAaTUBHAs

®opMupoBaHue
MH(OPMaLIMOHHOTO
B3aMMOJEICTBUSA
PYKOBOIMTEIIS C

D/01.6
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HOAJEPIKKA OpTraHu3aIsIMI
JeATEITbHOCTH AHanu3 uHpopMaum u D/02.6 6
PYKOBOIUTENS IIOJITOTOBKA
OpraHu3aIuu nH(OPMaLMOHHO-aHAIUTHYEC

KHX MaTepuajoB
Opranuzanusi 1eJI0BbIX D/03.6 6
KOHTAaKTOB U ITPOTOKOJIbHBIX
MEpONPHUATHI
Opranuzanusi UICIIOJIHEHUS D/04.6 6
pEeLICHUN PYKOBOIUTEIS
II1. XapakTrepuctuka 00001eHHBIX TPYAOBBIX QyHKIIUI

3.1. O6obuieHHas Tpya0Bast HyHKIHS

Haumenosan | OpranuzannoHHoe o0ecrieueHue Kon A | YpoBenb 3

ue JeSITeIbHOCTH OpraHu3aIuu KBaJTU (DUKALINH

[Ipoucxoxaenue Opurunan X | 3auMCTBOBAHO U3

0000IIEHHOW TPYIOBOK OpHUTHHAJIA

byHKIIUN

Konx Perucrpanuon
OpUTHHAlla  HBIA HOMEpP
npodeccuonan
BHOTO
CTaHaapTa

BozmoxHbie Cekperapb-aIMUHUCTPATOP

HAaUMEHOBaHHUS

JIOJDKHOCTEH,

npodeccuit

TpeboBanus
00pa30BaHUIO U
00y4EeHHIO

Cpennee o0miee oOpazoBaHue
IIpodeccuonanbHoe 00ydeHUe - MpOrpamMmbl MPo(ecCUOHANTBHOM MOATOTOBKH
1o npodeccusiM padboumx, TOJKHOCTSIM CIYXKaIIUX, IPOTpaMMbl
NEePenoAroTOBKH pabouuX, CIyXKalluX, IporpaMMbl MOBBIIIEHUS KBaTH(PUKALUU
paboumx, CIyKalmx

TpeboBanus k -
OTIBITY
[IPaKTUYECKOU
paboThI

Oco0bble ycrnoBHs -
JoIycKa K pabote

Hpyrue -
XapaKTEePUCTUKHI

JlononHuTENBHBIE XapaKTEPUCTUKH

| HanmeHnoBanmne qokymMeHTa

Kon

HanmenoBanne 6a30B0ii TPYIIHI, TOHKHOCTH
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(mpodeccun) wim cenuagTbHOCTH
OK3 4222 | Cnyxarmue, 3aHsAThIe IPUEMOM U HH(POPMUPOBAHUEM
IIOCETUTENIEH
OKCO*(3) 032001 | JIokymMeHTOBEIEHHE U JOKYMEHTAIIMOHHOE
o0ecrieueHre yrpaBIeHUs
3.1.1. TpynoBas pyHKIHS
Haunmenosanue [Ipuem u pacnpeneneHue Kon A/01.3 | YpoBeHb 3
Tene(pOHHBIX 3BOHKOB (moTypoBEHb)
OpraHu3aluu KBaJIM(pUKAIIIH
[Ipoucxoxnenue Opurunan X 3auMCTBOBaH
TPyZILOBOH 0 u3
byHKIIUN OpUTHHAJA
Kon Perucrpanuonnslii
OpUTHHAJA HOMEp
npodeccnoHaIbHO

ro CtaHgapTa

TpynoBble neicTBUs

[lepenamnpanienue TenepOHHBIX 3BOHKOB PYKOBOJICTBY M COTPYAHUKAM
OpraHu3alnH

PeFI/ICTpaHI/IH MOCTYHAIHNX Teﬂe(bOHHBIX 3BOHKOB

[MTonyuenune HeoOXoauMON HH(GOPMALIUH U TIepeada CAaHKIIMOHUPOBAHHOU
nHpOopMaIKy 1o TenePoHy

Heo6xoanMele ymeHUst

Hcnonb30BaTh TEXHUYECKUE U IPOTPAMMHBIE CPEACTBA JUIsl IPOBEIECHUS
r0JI0COBOM MJIN BUAE0-KOH(EPEHII-CBSA3H

Hcnonb30Bath cpeicTBAa KOMMYHUKAIIMOHHOW OPITEXHUKH JUIS ITOJIyYEHUS U
nepeiayl HHGopmalmu

BecTu yueTHble peructpaonHblie GOpMbl, UCIIOIB30BaTh UX IS
H(OPMaIMOHHON pabOThI

YcTaHaBnuBaTh KOHTAKT C COOECETHUKOM, TOICP)KUBATh U Pa3BUBAThH
JIEJIOBYIO Oecey B mpoliecce TeaeOHHBIX TEPETOBOPOB

CrnaxuBaTh KOHQIUKTHBIE U CIIOKHBIE CUTYallUH MEXINYHOCTHOTO
B3aUMOIEHCTBUSA

Co0aroath ciyeOHBIH ATUKET

Heo6xonumeie DyHKIMH, 33Ja41, CTPYKTypa OPraHU3alliH, €€ CBSI3U
3HAHUS [IpaBuina B3auMOIEUCTBUS C NApTHEPAMH, KIIMEHTaMH, CPEICTBAMU MacCOBOMN
uHpopMauu
OTHKa J1e10BOro 00IIEHUs
IIpaBuiia peueBOro 3TUKETA
TpebGoBaHust OXpaHbl TPy
ITpaBuia 3anThl KOH(UASHIIMAILHON CITy>KeOHOM nH(popMauu
Tpyrue -
XapaKTePUCTHKHU

3.1.2. TpynoBas pyHKIHS

HaumenoBanue ‘ Opranm3anus paboThl C

Kon Yposer
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ITOCETUTENISIMU OpraHU3aLuN (mogypoBEHb)
KBaTMUKAITUH
[Ipoucxoxaenue | Opurunan X 3auMCTBOBAHO U3
TpyZIOBOH opuruHaia
byHKIHHA
Kon Perucrpanmo
opuruHaia HHBII HOMEpP
npodeccruona
JIBHOTO
CTaHJapTa

TpynoBsie nercTBUs

Berpeua nocerureneii, mosyuyeHue nepBUYHON HH(OPMALIUN O MTOCETUTENSAX U
MIOMOIIIb B OPraHU3alUY UX TIPHEeMa PYKOBOAUTEIIEM U COTPYIHUKAMHU

Benenue JKypHaJia 3a1rcu MOCETUTENCH

Y4er nocerureneit 1 0popMIEHHE TPOMYCKOB

CopeiicTBHE OMIEpaTUBHOMY PaCCMOTPEHUIO MTPOCHO U MPEATIOKEHU N
HOCETUTENEN

[Ipuem u nepenavya JOKyMEHTOB OCETUTENIEH PYKOBOJACTBY M COTPYAHUKAM
OpraHu3aINH

Opranu3zaiivsg u OpOHUPOBAHKE MTEPETOBOPHBIX KOMHAT

CepBupoBka yaitHoro (kodeitHoro) crona B oduce

[TpuroroBieHre HaNUTKOB (4aii, Kode, MPOXJIAAUTEIbHBIC HAITUTKN)

Heo0Oxoaumsie
YMCHHUS

O6H_IaTLCH C ITIOCCTUTCIISIMHA

Hcnons30BaTh yCTaHOBIIEHHBIE ITPAaBUJIA U IIPOLEAYPbl KOMMYHUKALUA BHYTPH
OpraHu3aluu

Bectu yuetHble (OpMBI, HCIIOJIB30BATH UX JIJISI paOOTHI

C03I[aBaTB MOJIOKUTEIBHBIN UMUK OopraHu3aniun

ITpuHUMAaTh MEpBI 110 pa3pelIeHnI0 KOHPJIMKTHBIX CUTYaINi

[TpumensTh HHYOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU

ObecneunBaTh KOH(UACHINAIBHOCTS HH(OPMAITIH

HeoOxoaumeie
3HAHUS

[IpaBuiia opranu3anuy npuema rnoceTuTenei

ITpaBuna genoBoro oOueHUs

CrpykTypa opranu3aluu 1 pacnpesesienne GQyHKIU MeXIy CTPYKTYPHBIMU
MOAPA3ACIICHUSIMU U CIELUAINCTAMU

[IpaBuia opranu3zanuu npuemMoB B opuce

[IpaBuiia cepBUpoOBKHU YaitHOTO (KOQeitHoro) crona

HpaBI/ma IPUT'OTOBJICHUA U IMOJAYU I'OPAINX HAIIUTKOB U 3dKYCOK K HUM

OTHKA AEIOBOr0 OOIIEHUS

HpaBI/ma PECUYCBOT'O STUKCTA

TpebGoBaHust OXpaHbl TPy

ITpaBuia 3anuThl KOH(UASHIIMAIBLHON CITy>K€OHOM nH(popMauu

Hpyrue
XapaKTEPUCTUKHI

3.1.3. TpynoBas pyHKIHs

HaunmenoBaunue

24.01.2020

Breimmonnenue koopaunupytouux | Koxg | A/03.3 | Ypoenb 3
1 o0ecneunBaOMUX QYHKITHHA (moypoBEHb)
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| KBaJTM(pUKAIHH I:l

IIpoucxoxaenne | Opurunan X 3aMMCTBOBAaHO
TPYIAOBOM U3 OpUTMHAaIA
byHKIIUU
Kon opurnnana  Perucrpanuon
HBI HOMEp
npodeccuonan
BHOT'O
CTaHaapTa
TpynoBeie Benenue xypHana pa3pe31oB pabOTHUKOB OpraHU3aIuu
JEUCTBUS KoopauHnanust paboTbl KypbepOoB U BOJUTEEH OpraHu3aluu
Benenue xxypHaia pa3pe3/10B KypbepOB OpraHU3allii U MapIIpyTOB BOAUTENEH
CocraBieHue ClipaBKy O pa3be3ax padOTHUKOB, KYpEpOB M MapLIpyTax
BOJIUTEJICN OpraHU3alun
Heo6xonumeie CocCTaBJIATh U BECTH YYETHBIE JOKYMEHTHI
YMEHHUS [IpuMmensTH cpencTBa KOMMYHHMKALUY IS IEPEAAYN IOPYUEHUN PYKOBOUTEIS
Y COTPYJHUKOB OpraHHU3ALMH
[IpuMeHsATH COBpeMEHHbIE CpeCTBa cOOpa, 00padOTKU U Meperadn
nHbOpMau
OneHuBaTh pe3ysbTaThl B paAMKax MOCTaBICHHbIX 3a/1a4
OcyiecTBIATh KOHTPOJIb UCTIOIHEHNS IOPYUYEHUN PYKOBOIUTEIS
COTPYJHUKAMHU
Heo6xonumeie IIpaBuia peyeBoro dTUKeTa
3HAHHUS OTHKA J1eI0BOro OOIIEHUS
TpebGoBaHust OXpaHbl TPy
[IpaBuiia 3auThl KOHQUACHIUATBLHON C1yXKe0HOI HHpOpMaIiK
CTpyKTypa opraHu3aluu 1 pacrpeeneHue pyHKIUi Mex 1y CTpYKTYpPHBIMU
M10/Ipa3/JIJICHUIMU U CIIEIUATUCTAMU
Jipyrue -
XapaKTePUCTHKHU

3.2. O600m1eHHas TpyaoBast pyHKIHS

HaumenoBan | [lokymeHTanimoHHoe o0ecredeHne Kon B | YpoBenn 5
ue JESTEIbHOCTH OpraHu3aluu KBaTU(DUKAITIH
IIpoucxoxnenue Opurunan X 3aMMCTBOBAHO U3
0000IIIEHHON TPYIOBOM OopUTrHHaja
byHKIIUU

Kon PerucrpanuonHslii

OpUTHHAaJa HOMeEp
npo¢eccuOHaTBLHOT
0 cTaHjapTa

BozmoxHbIe Jlenonpon3BoauTEIHh
HauMEHOBaHMs

JOJLKHOCTEH, podeccuit
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TpeboBanus k
00pa30BaHMIO U
00y4EeHHIO

Cpennee npogeccnoHabHOE 00pa30BaHKE - MPOTPAMMBI IO OTOBKH
KBaJIM(UIIMPOBAHHBIX pabOUNX, CIIy>KAIIUX

TpeboBanus K ONBITY
IPaKTHYECKOI paboThI

Oco0sie ycrnoBus
JoIycKa K pabore

Jlpyrue xapakTepucTUKU

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

HanmeHnoBanue qoKkymeHTa Kox HanmenoBanue 6a30BOii TPYIIIIHI, TOKHOCTH
(mpodeccun) niK crenuantbHOCTH
OK3 3431 AJIMUHHCTPATUBHO-YIPABICHYECKHUI EPCOHA
EKC*(4) - Jlenonpon3BouTesib
OKIIATP*(5) 21299 Jlenonpou3BoIUTENb
OKCO 032002 JlokyMeHTaIMoOHHOE o0ecrieueHne yIpaBlIeHus U
apXUBOBECHHE
3.2.1. TpynoBast pyHKIHIS
HaumenoBanu | Opranuszanusi paboTbl ¢ JOKyMEHTaMHU Kon B/01.5 | YpoBens 5
e (oaypOBEHB)
KBaJTM (DUKAIIH
u
IIpoucxoxaenne | OpurnHan X 3aMMCTBOBAHO U3
TPyZIOBOH opuUruHaia
byHKIIUU
Kon Perucrpanuonnslii
OpUTMHaja HOMEp
1po(hecCuOHATILHOTO
CTaHJapTa
Tpynoseie ITpuem u nepBuyHast 00pabOTKa BXOJSAIINUX JOKYMEHTOB
nercTBUS [IpenBapuTenbHOE pacCCMOTPEHUE U COPTUPOBKA TOKYMEHTOB Ha

PETUCTPUPYEMBIE U HE PETUCTPUPYEMBIE

IloaroTroBka BXOOSIINX JAOKYMCHTOB JJId paCCMOTPCHUS PYKOBOJAUTCIICM

PerucTpanus BXOaAmMKUX JOKYMEHTOB

OpFaHI/ISaHHSI AOCTAaBKH NJOKYMCHTOB UCITIOJIHHUTCIIAM

Benenne 60a3pl JaHHBIX JOKYMEHTOB OPTaHHU3AIIUN

Benenue nHGpOpMamoHHO-CIPaBOYHOM pabOTHI

O6paboTKka 1 OTIPaBKa UCXOMSAIINX JOKYMEHTOB

Opranu3zanus paboTsl IO PETUCTPALIMU, YUETY, XPAaHEHHIO U Nlepeiade B
COOTBETCTBYIOILME CTPYKTYPHBIE NIOAPA3IEICHUs JOKYMEHTOB TEKYILETO
JEIIONPOU3BOACTBA

KOHTpOJIL HCITIOJIHCHUA JOKYMCHTOB B OpraHu3allun

HeoOxonumele ymeHust

PaGotatk co Bcell COBOKYITHOCTHIO HH(POPMAIIMOHHO-TOKYMEHTAIIMOHHBIX
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pPECYpCOB OpraHHU3aIuu

ITonp30BaThbCs OazaMu JAaHHBIX, B TOM YHCJIC YIAJICHHBIMHU

Ilons30BaThCA CIIPaBOYHO-IIPABOBBIMH CUCTCMaMU

[Tonp30BaTbCst aBTOMATU3MPOBAHHBIMU CUCTEMaMU y4ueTa, perucTpal,
KOHTPOJIS U HH(OPMALIMOHHO-CIIPABOYHBIMU CUCTEMAaMU MIPH paboTe ¢
JIOKYMEHTaMUu OpraHu3aluu

[TpumMeHsTH COBpeMEHHBIE HH(OPMAIIHOHHO-KOMMYHHUKAIIMOHHBIC
TEXHOJIOTHH JUIsl paOOTHI C JOKYMEHTaMH, B TOM YHUCJIC IS €€ ONTHUMU3AIH
Y TTOBBIICHUS 2 (HEKTUBHOCTH

Heo0Oxoaumbie 3HAHUS

HOpMaTI/IBHBIG IMPaBOBLIC AKTbI © HOPMATUBHO-MCTOANYCCKUC NOKYMCHTEI,
OIPCACIIOIMNE ITOPAAOK JTOKYMCHTAIMOHHOI'O obecrieyeHus YIIPpABJIICHUA

CTpyKTypa opraHu3aluy, pyKOBOJACTBO CTPYKTYPHBIX [TOApa3I€ICHUN

CoBpemeHHbIe HHPOPMAIIMOHHBIE TEXHOJIOTHH pabOThI ¢ JOKYMEHTaAMH

[Topsimok paboThl ¢ JOKYMEHTaMHU

CxeMbl JOKYyMEHT0000poTa

HpaBI/IHa pa6OTBI C BXOIAIUMHU, UCXOJSAIUMHA U BHYTPCHHUMHU JOKYMCHTAMU

[TpaBwita opraam3anuu u GOPMBI KOHTPOJIS UCIIOJHEHUS JIOKYMCHTOB B
OpraHu3alnuu

Tumnosnie CPOKH UCIIOJIHCHHUA NOKYMCHTOB

[TpuHIMIIBI pabOTHI CO CPOKOBOM KAPTOTEKON

Ha3naueHne u TeXHOJIOTHS TCKYHICTro U NMPEAYNPCAUTCIIBHOIO KOHTPOJIA

HpaBI/ma COCTAaBJICHUA aHAJIMTUYCCKUX CIIPABOK IIO0 OpraHHU3alliu pa6OTBI C
JOKYMCHTAMH 1 KOHTPOJIIO UCITOJHCHUS JOKYMCHTOB

HpaBI/IHa AOKYMCHTAIIMOHHOI'O obecreucHus ACATCIIbHOCTU OpraHru3allnun

Bubl JAOKYMCHTOB, UX HA3HAYCHHC

TpC6OBaHI/I$[, NPpEABABIACMBIC K JOKYMCHTAM B COOTBETCTBUU C
HOPMATUBHBIMHU dKTAMHU U I'OCYAAPCTBCHHBIMU CTAHAApTAMU

[IpaBuia cocraBneHus 1 ohopmieHUsI THPOPMAITMOHHO-CIIPABOYHBIX,
OpPTraHMU3alMOHHBIX, YIPABIECHYECKUX JOKYMEHTOB

[IpaBuiia co3nanus u BeJieHUs 0a3 JaHHBIX CIY>KEOHBIX IOKYMEHTOB B
OpraHM3alyu

CucreMbl AIEKTPOHHOTO JOKYMEHT0000poTa

[IpaBuia 1 CpOKM OTIPABKU UCXOISAUIMX JOKYMEHTOB

TpeboBaHust 0XpaHbl TpyAa

HApyrue
XAPAKTCPUCTHUKHU

3.2.2. TpynoBas pyHKIIsS

HanmenoBanue Opranunzanus Texymero xpasenus | Kog B/02.5 | YpoBenb 5
JTOKYMEHTOB (moxypoBeHb)
KBaJTU(DUKAITH
IIpoucxoxnenune | Opurnnan X 3aMMCTBOBAHO U3
TPyZIOBOM opuruHaia
byHKIIUU
Kon PerucrpanmoHHbl
OpUTHHANIa u
HOMEp
24.01.2020 Cucrema TAPAHT 9/34
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npodeccuoHanbH
Oro craHmapra

Tpynossie Pa3paboTka HOMEHKIATYpHI 1e] OpraHu3aluu

NecTBUS [TpoBepka MpaBUIBLHOCTH OPOPMIICHHS JOKYMEHTOB M OTMETKU 00 UX
WCIIOJIHEHUH Tiepel UX GOPMHUPOBAHUEM B JIEJI0 IS MTOCIEAYIOLIETO
XpaHEHUus

DopMyIMpPOBAaHUE 3aT0JIOBKOB /1€ U ONPEJCIIEHUE CPOKOB UX XPaHEHUs
dopmupoBaHUE JIe]

KonTtposb npaBUIbHOTO U CBOEBPEMEHHOI'O pacipeiesIiCHUs U MOAIIUBKU
JIOKYMEHTOB B JI€JIa

HeobOxomumeie ymennst | OpraHu3oBBIBaThH paboTy 10 Y4ETYy, XpAaHCHHUIO U Tiepeade B
COOTBETCTBYIOIIIEE CTPYKTYPHOE MTOAPA3/ACIIEHUE JOKYMEHTOB TEKYILETO
JIEJIONPOU3BOJICTBA

Ocyl1ecTBIATh METOJUYECKOE PYKOBOJICTBO AEJIONPOU3BOIACTBOM B
OpraHH3aIfK, KOHTPOJIMPOBATH NMPaBUIIBHOE (POPMUPOBAHUE, XPAaHCHHE U
cAady el B apXuB

PazpabaTpiBaTh HOMEHKIIATYPY JI€JI CTPYKTYPHOTO MOAPa3ACICHHS
Hcnonbs30BaTh HOMEHKIIATYPY A€ IPU U3YYEHUU CTPYKTYPhl OpraHu3aluu,
COCTABJICHUM OIHUCEH Jel

Oprann3oBbIBaTh PabOTy M0 (HOPMUPOBAHUIO JEJT B COOTBETCTBUHU C
YTBEPKJICHHOW HOMEHKJIATypOH JieJl OpraHu3aiun

[IpaBunBbHO ¥ CBOEBPEMEHHO (POPMUPOBATH JOKYMEHTHI B JIejia C YIETOM HX
cnenuduku

CucremMaTu3upoBaTh JOKYMEHTHI BHYTPH Jie€Jia

Ob6ecneunBaTh COXPAHHOCTD U 3aIUTY JOKYMEHTOB OpraHu3alliu
[TpuMenaTs HHPOPMATMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUHU ISl pa0OTHI
C IOKyMEHTaMH

Heo6xonumele 3nanus | HopmaTtuBHBIE MpaBOBbIE aKThl, HOPMATUBHO-METOIUYECKUE TOKYMEHTHI,
rocyJapCTBEHHBIE CTAHIapPThI, ONPEAEISAIOIINE TOPSI0K
JIOKYMEHTAIIMOHHOTO 00ECTIeYEHUs YIIPABJICHHS

Bunel HomeHkatyp, o01ue TpedoBaHus K HOMEHKIATYpe, METONKA €€
cocTaBJIeHHS B 0(OPMIICHUS

[IpaBuna coriacoBaHusi HOMEHKJIATYPHI JIeJT C BEIOMCTBEHHBIMU apXUBaMHu U
JKCIIEPTHOM KOMHUCCUEN

[Topsimox popmupoBanus u ohopmiieHHs e, crenuduka GopMUPOBAHUS
OTJIEJIbHBIX KaTEropuil aein

[IpaBuna xpaneHus e, B TOM YUCIIE C JOKYMEHTAMU OTPAaHUYEHHOTO
JocTyna

[TpaBusna Bb1aUM U UCTIONH30BAHUSI IOKYMEHTOB U3 CHOPMUPOBAHHBIX JEI
TpeboBanust 0XpaHsl Tpyaa

HApyrue -
XAPAKTCPUCTHUKHU

3.2.3. TpynoBas pyHKIHs

HaumeHnoBanue Opranmzanys 00paboTKu Jet Kon B/03.5 | YpoBenb 5
JUTSL TIOCIIEYIOIIETO XPaHEHUS (moxypoBeHb)
KBaTH(UKAITIT
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[Ipoucxoxaenue | Opurunan X 3auMCTBOBAHO U3
TpyZIOBOH opuruHaia
byHKIHHA

Kon opurnnana  Perucrtpannon
HBII
HOMEp
npodeccuoHat
BHOTO
cTaHaapra

TpynoBsie nercTBUs

[IpoBepka CpOKOB XpaHEHUS JOKYMEHTOB, COCTAaBIIEHUE MPOTOKOIA PabOThI
AKCIEPTHON KOMHUCCHH IO TOJIFOTOBKE JOKYMEHTOB K XPaHEHHUIO, aKTa O
BBIICJICHUH K YHUYTOKEHHIO JOKYMEHTOB, HE MOJIeKAINUX XPAHEHHIO

CocraBnenune BHYTpeHHCﬁ OIMUCH ACJI 1A 0c000 HCHHBIX TOKYMCHTOB

OdopmiieHne aea NoCTOSHHOTO, JOJITOBPEMEHHOIO CPOKOB XPAaHEHHUS

OdopmiieHre 000KKH J1eJ1 HOCTOSIHHOTO, JOJITOBPEMEHHOT'O CPOKOB
XpaHEHUs

CocraBiieHHE OITMCH JCJI ITOCTOAHHOT'O, JOJITOBPCMCHHOI'O CPOKOB XPAaHCHUA

[lepenaua nen B apxuB OpraHu3anuu

HeoOxonumelie ymeHust

ITonp3oBaThes NepeUHsAMU JOKYMCHTOB U aHAJIM3UPOBATH (baKTI/I‘lCCKOG
COACPIKAHUC UMCIOINUXCA B ACJIC JOKYMCHTOB IIPpH OMPEACIICHUN CPOKOB UX
XPaHCHUS

ObopMIISTh TOKYMEHTBI SKCIIEPTHON KOMHUCCHU

OdopmItATs 00JIOKKH A€ ITOCTOSTHHOTO M BDEMEHHOTO CPOKOB XPAHEHUS B
COOTBETCTBHUH C TPEOOBAHUSIMH IOCYJApPCTBEHHBIX CTAHJAPTOB

[Tpon3BOINTE XPOHOJIOTHYECKU-CTPYKTYPHYIO CUCTEMATU3AINIO JE

Ocy1ecTBIATh TEXHUYECKYIO 00paboTKy U MOIHOE 0POpPMIICHHE AET
MTOCTOSIHHOTO ¥ BPEMEHHOT'0 CPOKOB XpaHEHUs

CocTaBnsTh ONUCH ACJI TOCTOSIHHOT'O 1 BPDEMEHHOI'O CPOKOB XPAHCHUS B
COOTBECTCTBHH C JleﬁCTBYIOHIHMH HOPMAaTUBHO-METOAUYCCKUMHU
JAOKYMCHTaMH

[IpumensTh HHPOPMALIMOHHO-KOMMYHHKAIIMOHHbBIE TEXHOJIOTUU JJIs1 pa0OThI
C JOKYMEHTaMH

HeoOxoaumeble 3HaHUSA

HopMmaTtuBHbIe 1paBoBbI€ aKThl, HOPMAaTUBHO-METOANYECKHE JOKYMEHTHI,
rOCylapCTBEHHbBIE CTAHAPTHI, ONIPEIEISIIOIINE TOPAI0K
JIOKYMEHTAI[MOHHOTO 00ECTIeUeHUs yIIpaBICHUs

Kpurepun pasaeneHus JOKyMEHTOB Ha TPYIIIbI B COOTBETCTBUHU C LIEHHOCTBIO
nH(pOpMalnH, cofiepKallencs B HUX

[Topsiiok uCnoIb30BaHUs TUTIOBBIX WM BEIOMCTBEHHBIX MTEPEUHEN
JIOKYMEHTOB, ONPEICIICHUSI CPOKOB XPAHEHUS B IPOLECCE IKCIIEPTU3BI
[IEHHOCTHU JJOKYMEHTOB

HOpHZ[OI( CO3AaHus, Oprain3anuu U [OKYMCHTUPOBAHU A paGOTLI BKCHCpTHOﬁ
KOMUCCHH

HpaBI/ma COCTAaBJICHHUA U YTBCPIKIACHUA ITPOTOKOJIA pa6OTBI 3KCI’IepTHOI71
KOMUCCHH

HpaBI/ma COCTAaBJICHHUA U YTBCPIKIACHUA dKTA O BBIACICHUN JOKYMCHTOB, HC
MOJIC)KAIIUX XPAHCHUTIO

HpaBI/ma TEXHUYECKOM 06pa6OTKI/I " IOJIHOT'O O(i)OpMJICHI/IH A€ ITOCTOAHHOT O
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1 BpEMEHHOT'O CPOKOB XpaHEHMsI

HpaBI/IJ'Ia COCTAaBJICHHU:A OIMMCHU ACII IIOCTOAHHOI'O 1 BPEMEHHOI'O CPOKOB
XpaHCHUA B COOTBCTCTBHU C ,[[GI\/JICTBYIOH_II/IMI/I HOPMAaTUBHO-MCTOJUYICCKUMU
JOKYMCHTAMH

IIpaBwiia nepenaun 1es1 B apXyUB OpraHu3aluu

TpeboBaHus oXpaHbl Tpyaa

HApyrue
XAPAKTCPUCTHUKHU

3.3. O6o6uienHas TpyaoBas QyHKIHS

HaumenoBa | OpranuzaiimoHHoe, JOKyMEHTAIMOHHOE U Kon C | YpoBenb 6
HUE MHPOPMAIIMOHHOE 00eCIICUeHHE ACITEITbHOCTH KBaJTH(HUKAIIA
PYKOBOJUTEIISI OPTaHU3AIUU

IIpoucxoxneHue Opurunan X 3aMMCTBOBaHO U3
0000111eHHOI OpHUTHHaJa
TPYAOBOH (hYHKITHH
Kon Perucrpanuon
OpUTrHHana HBIN
HOMED
npodeccruoHan
BHOTO
CTaHzapTa

Bo3MoxHbIE
HAaMEHOBAHHS
JOJDKHOCTEH, mpodeccuit

Cekperapb pyKOBOIUTENS

TpeboBanus k
00pa3oBaHUIO U
00y4eHUIO0

Briciiee oOpa3oBanue - 6akajaBpuaT UIU

Cpennee npodeccronanbHOe 00pa30BaHKE - TPOTPAMMBI OJTOTOBKH
CIELIMAINCTOB CPETHETO 3BEHA

JlonomuuTenpHOE MpodecCHoHaATbHOE 00pa3oBaHNe

TpeboBaHus K ONBITY
MPaKTUYECKON pabOThI

He menee ABYX JICT BBIIIOJIHCHU pa60T 10 OPraHU3allMOHHOMY U
JAOKYMCHTAIIUOHHOMY 0o0ecreUeHUIO ACATCIIBHOCTH PYKOBOJAUTCIIA
OpraHu3aluvu Ipu CpCaAHEM HpO(I)eCCI/IOHaJ'IBHOM O6pa3OBaHI/II/I

Oco0Oble ycrmoBus
J0MycKa K pabore

Jlpyrue xapakTepuCTHKH

I[OHOHHHTCJ'IBHBIG XapaKTCPUCTHKU

HanmenoBanue JOKYMCHTA KOI[ HaumenoBanue 6a30Boit T'pYyIIibl, JOJKHOCTH

(mpodeccun) niM crenuaIbHOCTH

OK3 2432 bubnmorekapu, 6ubnuorpadsl, JOKYMEHTOBEIbI U
CHEIHAJIMCThl POJCTBEHHBIX MPOQeccHii
EKC - CekpeTapb pyKOBOAUTEIS
OKIIATP 26341 CekpeTapb pyKOBOAMTEIIS
OKCO 032001 JIOKyMEHTOBEIEHUE U IOKYMEHTAlHOHHOE
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o0ecrieyeHne yrnpaBIeHHs
032002 JloKkyMeHTaImOHHOE 00CCIICUCHHE YITPaBICHUS 1
apXUBOBECHHE
3.3.1. TpynoBas pyHKIISA
HaumenoBanue Oka3zaHue NOMOIIHA Kon C/01.6 YpoBeHb 6
PYKOBOJIMTEIIO B (motypoBeHb)
IUTAaHUPOBAHUH pabovero KBaJIM(pUKAIIIH
BpEMEHU
IIpoucxoxnaenue | Opurnnan X 3aMMCTBOBaHO
TPYIOBOMH U3 OpUTrMHAaJIa
byHKIIUU

Kon opurunana  Perucrpanuons
13171
HOMEp
npodeccuoHaIb
HOTO CTaHJIapTa

TpynoBble nencTBUs

Br160op hopmbl mmanupoBanus 1 oopMIIeHHE TTIAHUPOBINKKA (OpTraHaii3epa)
PYKOBOIHUTEIIS

Brecenune nHbopmaruy B INTAHUPOBIIKK (OpraHaisep)

CornacoBaHue ¢ pyKOBOJUTEIEM BPEMEHHBIX TJIAHOB

CornacoBanue TeneOHHBIX TIEPETOBOPOB, BCTPEY M MEPOIIPUSATHI C
napTHEpaMu, KIMEHTaMH, PYKOBOJIUTEIISIMH 110/Ipa3/ieJIeHU U COTpYIHUKAMHU

WNHupopmupoBaHre pyKOBOIAUTENS O PErJaMeHTe HaME@UEeHHbBIX MEPOTIPUSATHH

HpezlynpexczleHHe 0 HpI/I6J'II/I)KeHI/II/I BPEMCHH HAMCYCHHBIX MGPOHpI/IHTI/II‘;I

DopMUpPOBaHHE PE3EPBA BPEMEHU U1l HENIPEIBUACHHBIX CUTYyaIlUl

Heo0Oxoaumsie
YMEHUSA

YcTaHaBiIMBaTh LECJIN, ONIPCACIIATE NUCPAPXUTO neiaeu

OmnpenensTe MPHOPUTETHOCTD U OYEPEITHOCTH BBIITOJHEHHS PadOT U
3¢ dEeKTUBHO pacnpeensiTh padouee BpeMsi

Oxa3pIBaTh NOMOIIb PYKOBOAMTEINIO B paclpeIeIeHUH ero pabo4ero
BPEMEHHU

Bri6upath ontuManbHble ciocoObl HHPOPMUPOBAHUS TAPTHEPOB, KIMEHTOB,
MOCETUTEINICH, pYKOBOJIUTENIEH NOAPA3AEICHUN U COTPYIHUKOB O
MJIAHUPYEMBIX MEPOIPUATHUSIX

O6ecneunBaTh HHOOPMAITMOHHYIO 0€30MACHOCTh JIEATEILHOCTH OpraHU3aIUN

Heo0Oxoaumsie
3HAaHUA

CHCI_II/I(I)I/IKB. OCHOBHOM JIeITEILHOCTH OpraHru3anuun

OcCHOBBI aIMUHUCTPATUBHOIO MIPaBa U TPYJAOBOI0 3aKOHOIATEILCTBA
Poccutickoit denepanuun

PykoBoasumii cocTaB OpraHu3aliy 1 €€ noapa3aeeHuin

cDyHKI_II/II/I CaMOMCHCIPKMCHTA

HpI/IHI_II/IHBI U IpaBUJia INITAHUPOBAHU A pa6oqero BpPCMCHU

ITocTtanoBka niesei

HpaBI/IHa IPOBCACHU A ICIIOBLIX IEPCTOBOPOB

TpebGoBaHust OXpaHbl TPy

Jlpyrue
XapaKTepI/ICTI/IKI/I
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3.3.2. TpynoBas pyHKIUS

HaunmenoBa | [InanupoBanue pabodero IHs CEKpeTaps Kon C/02.6 | YpoBeHb 6
HHUE (moxypoBeH

b)

KBTI (hUKAIL

uu
[Ipoucxoxaenue | Opurunan X 3auMCTBOBAHO U3
TPyZIOBOH opuruHaia
byHKIHHA

Kon opurunana  PeructpaiimoHHbI
51
HOMED
npohecCuoHaTbH
Oro CTaHaapTa

TpynoBbie Br100op 1 odopmiieHrE IITaHUPOBIIMKA CEKPETapsI

EHCTBUS Benenue nueBHUKa (Ha 3JIEKTPOHHOM M /WM OYMa)KHOM HOCHTEIIC)
CornacoBaHue IUJIAHOB C TJIAHAMU M CPOKaMU pabOThl PyKOBOJIUTES
Pacripenenenne pabodero BpeMeHM (Ha JICHb, HEACIIO, IEPCIICKTHUBY)
IlepeHeceHre HEBBITIOJIHEHHBIX 3aIIAHMPOBAHHBIX 3a/1a4
BrITosTHEHNE THITMYHBIX ©KEIHEBHBIX JICTT

Heo6xonumeie Br10upats 11 0opMIIATh IIIAHUPOBITUK

YMEHUS BHocuTh 1 oTCIIeKUBaTh HHPOPMAITUIO HA SJIEKTPOHHOM U/WIH OyMa)KHOM

HOCHUTCIIC

PaccraBnsars IMPUOPUTETHI, BBIACIISITH BA2JKHOC U CPOIHOC

Br16upaTh onTuManbHbIA pUTM pabOTHI

AHaJ'II/I3I/IpOBaTB ITPUYIMUHBI HCBBITIOJIHCHUS 3a/1a4

[TpumensTh HHYOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU

HeoOxoaumeble 3HaHUSA

OcobenHoctr opopMIIeHUS TUTAHUPOBILKKA (HA 3JIEKTPOHOM U OyMa)KHOM
HOCHTETISIX)

OCHOBBI yIIpaBJI€HUsI BDEMEHEM

Tlpyrue

XAPAKTCPUCTHKHU

3.3.3. TpynoBas pyHKIHs

HaumenoBanue | Opranuzaius TenedOHHBIX Kon | C/03.6 | YporeHs 6
IIEPETOBOPOB PYKOBOIUTEIS (MoypoBEHb)
KBaTMUKAITII

[Tpoucxoxnenue | OpurnHan X 3auMCTBOBaHO

TPYIAOBOM W3 OpUruHaa

byHKIIHA

Konx opurnnana  PermcrpannoHHBI
i
HOMeEp
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npodeccuoHanbH
Oro craHmapra

Tpynosbie
JNEUCTBUSA

Benenue 0a3bl Tene()OHHBIX KOHTAKTOB PYKOBOJUTENS

CoeMHEHNE PYKOBOJUTENS ¢ KOHKPETHBIMH a0OHEHTaMU

[ToaroroBka MaTepuanoB s TeeOHHBIX IEPETOBOPOB PYKOBOIUTEIS

PeFI/ICTpaHI/IH IOCTYITAOUX B IIPUCMHYIO TGJ'IC(l)OHHBIX 3BOHKOB

[lepenanpaBieHue OTICIBHBIX TeICHOHHBIX 3BOHKOB 3aMECTUTEIISIM
PYKOBOJUTEIISA, APYTUM COTPYTHUKAM

[Tonydenne HeoOX0qMMOM MH(GOPMAIIUY U TIepeaada CAHKITMOHUPOBAHHON
nHpopmanuu 1o renedony

YcraHoBiieHHE KOHTAKTa ¢ COOECEAHUKOM, MOJEPKAHNE U Pa3BUTHE
JIeJI0BOM Oecebl B mpoliecce TelneQOHHBIX TEPEroOBOPOB

Oxa3aHue MoMOIIY PYKOBOJUTEIIO NIPU OPTaHU3ALUU U TIPOBEACHUU
TejeOHHBIX IEPETOBOPOB U BUJCOKOH(EpEHITHI

HeoOxonumelie ymeHust

Bectu n ucnons3oBath B pabote 6a3y 1aHHBIX Tele()OHHBIX KOHTAKTOB
PYKOBOAMTEIS

Hcnonp30BaThk cpecTBa KOMMYHHKAIIMOHHON OPITEXHUKH JUTS OITYUSHHS U
nepeaadn HHGoOpMaIuu

BecTu yueTHble peructpaonHblie GOpMbl, UCIIOIB30BaTh UX IS
MHGOPMAIIMOHHOHN pabOThI U PaOOTHI 1O KOHTPOJIIIO MCIIOIHEHHS PEIICHUN
PYKOBOAMTEIIA

CrimaxxuBaTh KOHQIMKTHBIC M CJIOKHBIC CUTYAINHA MEKINIHOCTHOTO
oO0LIeHUS

Hcmonn30BaTh TEXHUYCCKUE U IMpOorpaMMHBIC CPCACTBA JJIA ITPOBCACHUA
TrOJI0COBOM HJIU BI/I)ICO—KOH(l)epeHL[—CBSISI/I

O6ecneunBaTh HH)OPMAITMOHHYIO 0€30MaCHOCTh JIEATETLHOCTH OpraHN3alluN

Co0aroath ciryeOHBIH ATUKET

Heo0Oxoaumsie
3HAHUA

TenegoHHbIE KOHTAKTHI PYKOBOIUTES

@yHKINH, 33]1a4H, CTPYKTYpa OPraHU3al1H, €€ CBSA3H 10 BEPTUKAIIN U
TOPU30HTAIN

[IpaBuia B3aMMOIEUCTBUS C NAPTHEPAMHU, KIIMEHTaMH, CPEICTBAMU MacCOBOMN
uHpopMauu

HpaBI/IHa MOAACPIKAHUSA U Pa3BUTUSA MCKITMIHOCTHBIX OTHOIIIEHUH

HpaBI/IHa IMPOBCACHU A NCIIOBLIX IIEPCTOBOPOB

[IpaBuiia 3anuThl KOHQUACHINAIBLHON HH(OpMaLIUN

TpeboBaHust OXpaHbl TpyAa

Jlpyrue
XapaKTepI/ICTI/IKI/I

3.3.4. TpynoBas pyHKIHS

HaumenoBanue Opranuzanysi KOMaHJIHPOBOK Konx C/04.6 | YpoBeHb 6
PYKOBOAMTENA (moypoBeHb)
KBaTM(UKAITIT
[Ipoucxoxnenue | Opurunan X 3auMCTBOBAaHO
TPYyZIOBOM W3 OpUTHHAIA
byHKIMHA
24.01.2020 Cucrema 'APAHT 15/34
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Kon opurunana  Peructpaimo

HHBIN
HOMEp
npodeccruona
JIBHOTO
CTaHJapTa
TpynoBbie IlonroroBka npoekTa ciayeOHOT0 3aJjaHKsl PyKOBOJUTEIIS
JNEUCTBUSA [TonroToBka mpoeKTa MprKasza o CiIyKeOHOM KOMaHIUPOBKE
Brinucka KoMaHAMPOBOYHOTO YIOCTOBEPEHUS U €0 PETUCTPALIUS ITPU
HE00XO0IUMOCTH

IToaroroBka JOKYMEHTOB Ha MOJY4YEHHE BU3bl, 3arPAaHUYHOIO I1ACIIOPTa
3aKas3 jKeJNe3HOJ0POKHBIX M aBUAOUJIETOB, TOCTUHMIL, TPAHCIIOPTHOTO
00ecTeYeHUs] PyKOBOUTEIIS

Odopmiienre mporpamMmbl MOE3/KH, YTOUHEHHE OCOOCHHOCTEH MPOTOKOIa
IJIAHUPYEMBIX MEPOTIPUSTHI

IlonroroBka JOKYMEHTOB K IIO€3/IKE PYKOBOIUTEIS

YTO4YHEHUE aThl, TOJHKHOCTEH, (paMminnii B mporpaMMe KOMaHIHPOBKH
IIpopaboTka MapiipyTa pyKOBOAUTEINS, YBA3KA €0 C paclUCaHUEM

TpaHCIIOPTa
O0paboTka MaTepuaaIoB KOMaHIUPOBKH, OOPMIICHHE OTYETA O
KOMAaHJIUPOBKE

Heo6xonumeie OdopmIIATh aBaHCOBBIE OTYETHI PYKOBOIUTEIS

yMEHUS OpraHu30BbIBaTh BCTPEYH PYKOBOIMTEINSI C IPUHUMAIOIICH CTOPOHOM

OdopmIIATh KOMaHAUPOBOYHBIE JOKYMEHTBI

OO6pabaTbIBaTh TOKYMEHTBI M MaTepUaJIbI 10 pe3yJIbTaTaM IMOE3KU
PYKOBOIMTENS

ObecneunBaTh paboTy ohuca BO BpeMsi OTCYTCTBHS pyKOBOJIUTENS
ITpuMeHATH crtocoObl 1EI0BOI0 OOIIEHUS

Hcnons3oBath cpecTBa KOMMYHUKAIMH I 00€CTICUSHUS B3aUMO,IEHCTBUS
C PYKOBOJUTENIEM BO BPEMs €0 JAEJIOBON MOE3IKU

HeoOxonumeie ITopsiA0K MOATOTOBKY M MPOBEIEHNS KOMaHAUPOBOK

3HaHUS ITopsimok oopmieHHs JOKYMEHTOB Ul KOMaHIUPOBKU M OTUYETHBIX
JOKYMCHTOB ITO KOMAaHAHWPOBKE PYKOBOJUTECIIA

J1enoBoM IPOTOKOI

DTHKa J€JI0BOro O0IIEHUs

Apyrue -

XapPaKTCPUCTHKHU

3.3.5. TpynoBas pyHKIHsS

HaumenoBanue Opranuzanus paboTsl ¢ Kox | C/05.6 YpoBeHb 6
ITOCETUTENSIMU B IPUEMHOU (moaypOoBEHb)
PYKOBOJIUTES KBaJTM(PUKALMN

[Tpoucxoxaenue | Opurnnan X 3auMCTBOBaHO

TPyZIOBOM W3 OpUTHHAaJIa

byHKIIUU

Kon opurunana  Peructpannons
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13171
HOMEp
npodeccuoHaib
HOTO CTaHJapTa

Tpynossie Opranu3anus JJMYHOTO IpHEeMa MOCETUTENEN PyKOBOAUTEIEM

JNEUCTBUSA YcTaHOBIEHUE NOPsAIKa IPUEMA U1 PA3IMYHbIX KATETOPUI IOCETUTEIIEH
Benenue xxypHaia npeaBapuTeIbHON 3alMCU Ha IPUEM

Peructpanus nocerureneit

CopnelicTBHE ONEPaTUBHOMY PACCMOTPEHHIO MPOCHO U MPEATIOKEHUN
IIOCETUTEIIEH U COTPYIHUKOB OpraHu3aluu

Opranu3anys npuema JeJ0BbIX MapTHEPOB B odrce

Opranuzanus o0CIyKUBaHHUsI PYKOBOJIUTENS U €r0 JI€JI0BbIX TAPTHEPOB B
oduce

CepBupoBka yaitHoro (kodeitHoro) crona B oduce

[IpunsATHE MEp IO COXPaHEHUIO KOMMEPYECKOH TalfHbI B X0/1€ IpuemMa
IIOCETUTENEH U UX HAXOXJACHUS B IPUEMHON U KAOMHETE PYKOBOJUTENS
Heo6xonnmeie OpraHu3oBbIBaTh U 00€CNEUYNBATh JIMYHbIE KOHTAKThl PYKOBOUTES
YMEHHUS YrpaBiasTe KOHQIUKTAMH

VY4UTBIBaTh ICUXOJIOTMYECKHE OCOOCHHOCTH JINYHOCTH IIPU Pa3IUUHBIX
BHJIaX MPO(ECCHOHATEHOTO OOIICHUS

Vcnonb30BaTh yCTaHOBJIEHHBIE IIPAaBUIIA U MPOLIEAYPbl KOMMYHUKAILIUU
BHYTPU OpraHHU3aIlu1

BecTu yueTHble peructpaonHbie GOpMbl, UCIIOIB30BaTh UX IS
MHGOPMAIIMOHHOH pabOThI U PaOOTHI 1O KOHTPOIIIO MCIIOIHEHHS PEIICHUN
PYKOBOIMTENS

Co3zaBaTh NOJOKUTENBHBIN UMUK OpraHu3alun

[IpuHMMaTh Mephl O pa3penIeHNuI0 KOH(QINKTHBIX CUTYalUi

[TpuMeHsATh HH(OPMAIIMOHHO-KOMMYHHMKAIIMOHHbBIE TEXHOJIOTUU
ObecneunBaTh KOHPUACHINATBHOCTH B IPUEMHON U KaOUHETE
PYKOBOJIUTENS, COXPAHATh KOH(PUISHINATbHYIO HH(OpMAIIO B TaiiHe
HeoOxonumeie [IpaBuia opranu3anyy npueMa MoCeTUTENeH

3HAHHUS ITpaBuia nenoBoro o0IeHus

IIpaBuia peyeBoro dTUKeTa

[IpaBuiia ycTaHOBJIEHHS KOHTAKTa, MOJACPKAHUS U Pa3BUTHUS
MEXJINYHOCTHBIX OTHOIIEHUH

CrpykTypa opranu3aluu 1 pacnpesesienne GQyHKIUNH MeXIy CTPYKTYPHBIMU
10/Ipa3JIEJIEHUSIMU U CIIELIUATIUCTAMHU

[IpaBuia opranu3zauu npuemMoB B ouce

OTUKET U OCHOBBI MEXTYHApPOAHOIO TPOTOKOJIA

[IpaBuiia cepBrpoBKHU YaitHOTO (KOdeitHoro) crona

[IpaBuiia NpUroTOBIEHUS U NTOAAYU TOPSIYUX HAUTKOB U 3aKYCOK K HUM
[IpaBwiia 3anuThl KOHQUACHINATBLHON Ci1ykeOHO0I HHpOopMaIu

HApyrue -
XAPAKTCPUCTHUKHU

3.3.6. TpynoBas pyHKIHsS

HaumeHnoBanue ‘ Opranuzanys noAaroToBKH, ‘ Kon C/06.6 VYpoBeHn IIl
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MIPOBE/ICHUS M 00CITYKUBAaHUS (mogypoBEHb)
KOH(EPEHTHBIX MEPONPHUITUI KBAJTM(PHUKALUU
[Ipoucxoxaenue | Opurunan X 3auMCTBOBAHO U3
TpyZIOBOH opuruHaia
byHKIHHA
Kon Peructparmonn
OpUTrHHana 13171
HOMED
npodeccuoHaib
HOTO CTaHJapTa
Tpynosbie ITonroToBKa NOBECTKU JAHS MEPONPUSITHS
NecTBUS OdopmiieHre cnucKa y9aCTHUKOB MEPOTIPUSITHSI

y4acTust

I/IH(bOpMI/IpOBaHI/Ie Y9aCTHUKOB O HAMCYAOIEMCA MECPOIIPUATHH U YCIIOBUAX

Br160op MecTa 1 BpeMeHU MPOBEICHUS] MEPONPUSATHUS

IToaroroBka npeaBapuTENIbHON CMETHI PACXOJ0B

Pacceinka HpI/Il"J'IaI_HeHI/Iﬁ NIOATBCPANBIINM Y4ACTUC B MCPOIIPUATUHN

C60p TCKCTOB JOKJIAAOB U IPOCKTOB UTOT'OBBLIX JOKYMCHTOB Y NOKJIAAYNKOB

MEPOTPUATHUS

Paccpuika nH(pOpMAIIMOHHBIX MAaTEPHAJIOB YYaCTHUKAM KOH(EPEHTHOTO

MEPOTPUATHUS

CocraBjicHHE SBOYHBIX JINCTOB U CIIMCKA peructpaiiu y4aCTHUKOB

3aKyrKa KaHIEIIPCKUX TOBAPOB U MPOAYKTOB Jisi oOecrieueHus Kode-may3

Pemenue BOIIPOCOB TCXHUYCCKOI'0 OCHAICHUS MCPOIIPUATUA

MaTCpHaJIOB

HOMOHII) B IIOATOTOBKE JOKJIaZla pYKOBOJAUTEIIA, ITPE3CHTAIMOHHBIX

OpraHI/ISaHI/IH IMOATOTOBKH NPE3NJHUYyMa U pa60q1/1x MCCT YUaCTHHUKOB

Opranu3zanys BCTpeUr U perucTpanus y4aCTHUKOB MEPOIIPUSATHS

Benenue IMPOTOKOJIa MCPOTIPHUATUA

Opranu3zanys cepBUCHOT0 00CITYKHBaHHs BO BpeMs Kode-nay3

TOCTHHUYHOI'O 00CCIICUCHUS

Opranu3zanus KyJIbTypHO-MacCOBBIX MEPOIPHUATHI, TPAHCIIOPTHOTO U

Heo6xoanMele ymeHUs

OpraHu30BbIBaTh NPOIECC MOATOTOBKU K MPOBEICHHIO KOH(EPEHTHOTO
MEpPOIPUITHS UHIUBUIYaIbHO U B COCTaBE pabouel Tpymibl

KOH()EPEHTHOTO MEPONPUSITHS

Z[OKYMGHTI/IpOBaTB Pa3HbIC STAIlbI MPOUCAYPHI HOATOTOBKHU U IMMPOBCACHUA

KOH(I)CpeHTHOF 0 MCPOIIPUATHUA

[lepenaBate uH(pOpMaIKIO, JOKYMEHTHI U MaT€pUaIbl YHaCTHUKAM

y4aCTHUKOB COBEIIaHUS (3aceaHus)

[ToaroraBnuBaTe U 000PYIOBATh CTOJ MPE3UANYMa U pabodre MecTa

CepBupoBath 4aiiHbIl (Ko(elHbIiT) CTOJ BO BpeMsl IPOBEEHUS Kode-nay3

CO6J'IIOI[E[TL IpaBHJjia JCJIOBOT'O 3TUKCTA U ITPOTOKOJIA

[TonnepkuBaTh UMUK OPraHU3AIUN

COSILaBaTB HMUJK CCKpETaps, COOTBCTCTByIOIJ_II/II\/'I HUMUJKY OpraHUu3alun

CUCTCMATU3UPOBAHHOM BHUIC

Paborats ¢ nuHdopmaruei, aHaTu3upoBaTh U MPEACTABIATh €€ B

OO0ecneunBaTh 0€30IaCHOCTD ACATCIIbHOCTU OpraHru3allun

24.01.2020

Cuctema 'APAHT

18/34



ITpuka3 MuHucTepcTBa TPYAA U CONMANbHOM 3amuThl PO ot 6 Masg 2015 1. N 276H "O0 yTBepKAeHUH MPO(PECCHOHATLHOTO. ..

[TpumensTh MHOOPMAIIMOHHO-KOMMYHHKAITMOHHBIE TEXHOJIOTUU
ObecneunBaTh KOMPOPT YHACTHUKOB KOH(PEPEHTHOTO MEPOIIPUSITHSI,
MIOMOTaTh B BOIIPOCAX MPOKUBAHUS, TPAHCIIOPTHOTO 00ECTICUCHUS
HeoOxonumeie 3Hanus | Komruiekc opraHn3alimoOHHO-TEXHUYECKUX MEPOIPUSITHIA IO MMOATOTOBKE U
MIPOBEACHUIO COBEIIAHUHN U IIEPETOBOPOB, B TOM YHCIIC MEXIYHAPOIHBIX
[TpaBwiia BefeHMS, MOATOTOBKH U OPOPMIICHHS IIPOTOKOJIA U IPYTHUX
JOKYMEHTOB, CO3/JaBa€MbIX B IPOIlecCce MOATOTOBKH KOH()EPEHTHOTO
MEpONPUSITHS

CocTaBiieHHE CMETHI pacXxoJI0B

OcCHOBBI HaNMCaHUs peuel U JOKJIaI0B PYKOBOIUTEIS

[IpaBuia ycTaHOBIEHUS KOHTAKTa, MOJACPKAHUS U Pa3BUTHUS
MEXJIMYHOCTHBIX OTHOIICHUM

[IpaBuiia genoBoro o61IeHus, IET0BOr0 ITHKETA

DTHUKET ¥ OCHOBBI MEXIYHAPOIHOTO ITPOTOKOJIA

[IpaBusna nmpoBeieHNsI 1€TOBBIX MTEPETOBOPOB

[TpaBuiia 3amuThl KOHOUACHIMATBLHOM CTyXeOHOM HHpOopMauu
TpeOoBaHust OXpaHbl TPyaa

Jlpyrue .
XapaKTepI/ICTI/IKI/I

3.3.7. TpynoBast pyHKIHIS

HaumenoBanue Opranu3zanys UCIIOJTHEHUS Kox | C/07.6 | YpoBeHb 6
pelLLeHH, OCyILIECTBICHHUE (monypoBeHb)
KOHTPOJISI HCTIOJTHEHHS TOPYYCHHUN KB (PUKAITAN
PYKOBOJIUTENS
[Ipoucxoxnaenue | Opurnnan X 3alMCTBOBAaHO
TPYAOBOM U3 OpUTHHANIA
byHKIMHA
Kon PerucrpannoHHsl
OpUTHHAJIA 51
HOMEp
poQeCCHOHAIIbH

oro cra"naapTa

Tpynossie JlokyMeHTaJIbHOE 0pOpMIICHHE PELIEHUH PYKOBOAMTEIS
NENUCTBUSA JloBeneHue 10 cBeieHns pabOTHUKOB OPraHU3alUK PACTIOPSKEHUN
PYKOBOAMTEIIS

Koopannarms nesTelbHOCTH 10 NCIIOJHEHUIO PENIEHUN PYKOBOJUTEINS
BeneHne cpoKOBOro TEKYIIETO U IPEAYIPEAUTEIILHOIO KOHTPOJISL

[IpoBepka NCIONHEHNS! TOPYYEHHUI PYKOBOAMTEIS B YCTAHOBJIEHHBIN CPOK
[IpenynpexaeHue COTpyTHUKOB 00 UCTEYEHUN CPOKA UCTIOTHEHUS
MIOPYYEHUN PYKOBOJIUTES

Pukcanys UCIOJHEHUS TOPYYEHUN

CocraBiieHHE OTYETOB U AHAIUTUYECKUX CIIPABOK O BBHINOJIHEHUH TOPYUEHUN
Y PEIICHUI PYKOBOJMTEIS

Heo6xonumele ymenust | Bectu cpokoByI0 KapTOTEKy

Bectu yueTHble peructpannoHable GOpMBbl, HCIOJIB30BATh UX JUIsl paOOTHI IO
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KOHTPOJIIO UCIIOJHEHUs TOPYYECHUN PYKOBOIUTENS

PaGorats ¢ uHdopmalmeit o KOHTPOII0, CUCTEMAaTU3UPOBATh €€ U
MIPEACTABIISITH B BUJIE CBOAHBIX JOKYMEHTOB

Hcnonb30Bath CpecTBA KOMMYHUKALMK JUI IEPEJa4Yy TOPYYECHUN
PYKOBOAMTEIIS

Hcnonp30BaTh COBpeMEHHBIE CpeicTBA cOopa U 00pabOTKH KOHTPOIBHOM
nHpopmauu

[TpumeHsTh HH(OPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU

OHGHI/IBaTB PE3YIbTATEI B paMKaX IMOCTAaBJICHHBIX 3aa4

OcyiecTBIATh KOHTPOJIb UCIIOJIHEHUS IOPYUYEHUN PYKOBOIUTEIS
COTPYJHUKAMHU

Heo0Oxoaumbie 3HAHUS

OOm1re TpeboBaHUS K CPOKAM MCIIOIHEHUS TOKYMEHTOB U KOHTPOJIbHBIM
(GYHKIHSIM CITyKOBI JOKYMEHTAIIHOHHOTO 00eCTIeUeHHS

[TpuHIIMTIBL, C1TOCOOBI HHYOPMUPOBAHHS COTPYAHUKOB

DTUKA AEJIOBOrO OOIIEHUS

VYpasneH4ecKkas CTpyKTypa OpraHu3aluu, pyKOBOACTBO OPraHU3alUH,
00pa3ibl MOANUCEH PYKOBOISAIINX COTPYIHUKOB, KPYT UX MOTHOMOYHUH U
OrpaHUYCHUS UX 30H OTBETCTBEHHOCTH

I/IHCTPYKIII/II/I 1o ACJIOIIPOU3BOJACTBY U APYTHUM JIOKAJIbHBIM HOPMATHBHBIM
AKTaM, YCTAHABJIMBAOIHUM HOPAAOK pCain3allii YIIPABJIICHYCCKUX MTPOLUCAYD

HApyrue
XapaKTCPHUCTUKHU

3.3.8. TpynoBsie hyHKIIUU

HanmenoBanue Opranuzanus u nojiep:KaHue Kox | C/08.6 | YpoBeHb 6
(G yHKIIMOHAJIBLHOTO paboyvero (moaypoBEHb)
IIPOCTPAHCTBA IPUEMHOHN U KBaJTU(HUKALMN
KaOuHeTa pyKOBOJUTENs

IIpoucxoxnaenune | OpurnHan X 3aMMCTBOBAHO U3
TPyZIOBOM opuruHaia
byHKIIUU
Kon Perucrpanuon
OpUIrvHana HBIN
HOMEp
npodeccuoHan
BHOTO
CTaHJapTa

Tpynossie nencTBUs

Obecnieuenne pabodyero Mecta pyKoOBOJAUTENS HEOOXOAUMBIMU CPEACTBAMH
OpraHU3AIMOHHON TEXHUKHU, KAHIICIIPCKUMHU PUHAIICKHOCTSIMHU

Opranuzanus npueMHOI opuca B COOTBETCTBUH € TPEOOBAaHUAMHU
SPrOHOMUKH U KYJIBTYpHI TpyAa

Opranuzanus oopMIIeHUsI HHTEpbepa MPUEMHON PYKOBOUTES

O6opynoBanue pabodero MecTa OPrTeXHUKON, TEPCOHATLHBIM
KOMITBIOTEPOM, BCIIOMOTaTeIbHON TEXHUKOM

Opranmzanys 000py1I0BaHMs PUEMHONU CHCTEMaMH XpaHEHUS,
HEO0OXOIMMBIMH MTPUCTIOCOOTCHUSIME, 00€CTICUeHHSI KAHIIeNSIPCKUMU

24.01.2020
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TOBapamMu

ObecrieyeHre XpaHEHUs U 3aMEHBI PACXO/IHBIX MAaTEPUAJIOB, TOBCEIHEBHbBIN
YXOJI 3@ OPITEXHUKOMN

3aka3 KaHICIAPCKUX TOBAPOB, TMT'MCHUYCCKUX TOBAPOB, IIPOJAYKTOB IIMTAHHWA

Heo6xomumbie ymeHUst

CosznaBath ycious, obecneuynBaronye 3 GekTuBHy0 paboTy pyKOBOAUTENS

HpI/IMeHSITB B COOTBCTCTBUU C HA3BHAUCHUCM CPCACTBA OpI‘aHI/ISaHI/IOHHOf/'I
TEXHUKH, KAHICIIAPCKNUEC IPUHAIJICKHOCTU

OcHaiates pabouee MECTO pyKOBOJIUTEISI U CBOE paboyee MeCTo
HEOOXOMMBIM 000pyA0BaHUEM

OCyIEeCTBIIATh 3aMEHY PaCXOJIHBbIX MaTEpUAJIOB, YXOJI 32 OPI'TEXHUKOMN

OcyIecTBIATh MOBCEAHEBHBIN YXO/ 32 KOUPOBAIBHBIM allapaToM, 3aMEHY
U XpaHEHME KapTpUJKEN, TOHEpa

KOHTpOJ'IPIpOBaTB COCTOSAHHUEC U ITOIIOJIHATH 3aI1aCbl KAHICIIAPCKHUX TOBAPOB,
CpCACTB T'MTUCHLI, IPOAYKTOB ITUTAHU A

Heo0xoaumbie 3HAHUS

TpeOGoBanust OXpaHbl TPY/a, MPOU3BOJACTBEHHOM CAHUTAPUH,
MIPOTUBOINOKAPHOM 3aIIUTHI

OCHOBBI IPABHIILHOW OpraHU3aIluU TPYIa U METObI TIOBBIIIICHHSI €T0
a¢ddexTuBHOCTH

OCHOBBI HPrOHOMHUKH 0rica U PIOPUCTHKH

CrangapThl 1 PEKOMEHJIAINH 110 000PYIOBaHUIO O(HCHBIX MOMEIIEHUN

CocTaB OpraHu3allMOHHON TEXHUKH, €€ YCTPONUCTBO U MOPSJIOK pabOThI C HEN

Hpyrue
XapaKTEPUCTUKU

3.3.9. TpynoBast pyHKIHSI

HaumenoBanue PazpaboTka J0KaIbHBIX Kon C/09.6 | YpoBeHb 6
HOPMAaTUBHBIX aKTOB, (moxypoBeHb)
periIaMeHTHPYIOLX padoTy KBaJTH(pHUKAIUN
CeKpeTaps

[Ipoucxoxaenne | Opurunan X 3aMMCTBOBaHO U3

TPYIAOBOM OpUTMHaja

byHKIMHA

Kox opurunana Perucrpanuon
HBIN
HOMEp
npodeccruona
JBHOTO
CTaHaapTa
TpynoBsie Pa3paboTka 10JKHOCTHOW HHCTPYKIIMH CEKpeTaps
JEeNCTBUS Pa3pa0oTka Moyio’KeHHst 0 CeKpeTapuare
Pa3paboTka HHCTPYKIMHU N0 JEJIONPOU3BOICTBY
HeoOxonumeie CocTaBisiTh 1 0QOPMIISITH OPraHU3aIMOHHBIE M METOIUYECKUE TOKYMEHTHI
YMEHHUS PegakTupoBaTh TEKCTHI CIIYKEOHBIX JOKYMEHTOB
Pabotath co Bcelt COBOKYIMHOCTHIO HH(POPMAIIMOHHO-TOKYMEHTAIIMOHHBIX
pECYPCOB OpraHu3aluu
ITonp3oBaTbest 0a3amMu TaHHBIX, B TOM YHUCIIE YAAUICHHBIMUA 0a3aMH JTAHHBIX
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Vcnonb30BaTh CIpaBOYHbBIE MPABOBLIC CHCTEMBI

PaboTaTh ¢ KOMIIBIOTEpOM, KaTajgoraMu (mankamu) u (airamu, CkaHepoM
[Tonb30BaTbCss OUCHBIM TAKETOM (TEKCTOBBIN PEIAKTOP, TAOIHUIIHI)
[Tonp30BaTbest nepuepuitHBIMU YCTPOUCTBAMH U OPTTEXHUKOM
ITonb30BaThCs 3IEKTPOHHOM MOYTOM

ITosib30BaThCs CUCTEMAMU JIEKTPOHHOTO JOKYMEHTOO00pOTa

HeoOxonuMble 3HaHUS

[TpaBoBBIE OCHOBBI YIIpaBiIeHUs (OCHOBBI aIMUHUCTPATUBHOIO, TPYAOBOTO
Y TPaKJIAHCKOT'O IIpaBa)

JlelicTByromue NpaBoBbl€ aKThl, HOPMATUBHO-METOMUECKUE TOKYMEHTHI,
roCy/IapCTBEHHBIE CTAHIAPThl, ONIPENEISAIOLINE TOPSII0K
JJOKYMEHTAIIMOHHOr0 00€eCIeyeH s yIpaBJIeHUs

CtpyKTypa, pyKOBOJACTBO CTPYKTYPHBIX MOApA3AeICHUNA, 00pa3LIbl
HOJIKCEH JINL, UMEIOIIUX NPaBO NOAMUCAHUS U YTBEPXKICHUS JOKYMEHTOB,
Y OTPAHUYEHUS UX 30H OTBETCTBEHHOCTHU

ITpaBuiia JOKYMEHTAI[MOHHOTO O0eCeueHus AESITEIbHOCTH OpraHU3aliu
ITopsiiok paboThI € TOKyMEHTaMU

TpeboBanusl, peAbsBISIEMbIE K JOKYMEHTaM B COOTBETCTBUU C
HOPMAaTHBHBIMU aKTaMM U FOCY/IapCTBEHHBIMU CTaHAApTaMU

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

Buibl TOKyMEHTOB, UX Ha3HAYEHUE

OCHOBBI JOKYMEHTHOM JIMHTBUCTUKH

TpebGoBaHus OXpaHbl TpyJa

HApyrue
XapaKTCPHUCTUKHU

3.3.10. TpynoBas ¢pyHKLUSA

HaumenoBanne | CoctaBinenue u opopmieHue Kon C/10.6 | YpoBenb 6
YIPaBJICHYECKON TOKYMEHTALUH (moxypoBeHb)
KBaJTU(DUKAITIH
IIpoucxoxnenne | Opurunan X 3aMMCTBOBaHO U3
TPyZIOBOH opuruHaia
byHKIIUU

Konx opurunana Perucrpanuon
HBIN
HOMED
npodeccuoHan
BHOTO
CTaHzapTa

Tpynossie nencTBUs

CocraBiieHrEe IPOEKTOB PaCIOPAIUTENBHBIX (IIPUKA3bl, PACIIOPSIKEHUS) U
MH(OPMALIMOHHO-CITPABOYHBIX IOKYMEHTOB (CITy>KeOHbIE TUChMa, CIIPaBKH,
JIOKJIa/IHBIE U CITy»KeOHBIE 3aITUCKH)

Ileuats CJ'Iy>KC6HBIX JOKYMCHTOB U IPYT'UX MATCPHUAJIOB

Pa3smHOXkeHne ciyKeOHbIX TOKYMEHTOB

KoHTponb npoxox1eHus: JOKYMEHTOB B OpraHu3aluy (CoraacoBaHue,
MO/INMCAHUE U YTBEPKACHHE TOKYMEHTA)
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Heo0Oxoaumsie
YMEHUS

PegakTupoBaTh TEKCTHI CIIYKEOHBIX JOKYMEHTOB

ITonp30BaTbes yHUPHUIIMPOBAHHBIMU (POPMaMHU JOKYMEHTOB

OdopmitsaTs KaccoBble (PUHAHCOBBIC TOKYMEHTHI M TOKYMEHTEHI 110 Y4ETy
HAaKJIaIHBIX pacXoJ0B

Ileyaratp ciyxeOHbIE TOKYMEHTHI

[Tonp30Batbest nepupepuitHBIMU YCTPOUCTBAMH U OPTTEXHUKOM

PaboTtarh ¢ KOMIBIOTEPOM, CKAHEPOM

ITonb30BaTbest OUCHBIM TAKETOM (TEKCTOBBIN PEIAKTOP, TAOIUIIBI)

[Tonb30BaThCs NEKTPOHHOM MTOYTOM

ITonp30BaThCs CHCTEMaMH JIEKTPOHHOTO JJOKYMEHTO000pOTa

Ob6ecrieunBaTh 6€30MACHOCTD JNEATEIILHOCTH OpraHU3aIlluu

HeoOxonuMble 3HaHUS

[IpaBoBBIC OCHOBBI YIIpaBieHHs (OCHOBBI 3 IMHHHUCTPATUBHOTO, TPYJAOBOTO U
X035MCTBEHHOTO MPaBa)

CrpykTypa opranuszanuu, pykKOBOJACTBO CTPYKTYPHBIX IOJIpa3/IeJICHUH,
00pa3ibl MOAMMCEH JIHII, HIMEIOLINX MPaBO MOAMUCAHUS M YTBEPIKICHHSI
JIOKYMEHTOB, M OTPAHHYEHHUSI UX 30H OTBETCTBEHHOCTH

HpaBI/IHa AOKYMCHTAIIMOHHOI'O obecreucHus ACATCIIbHOCTU OpraHru3allnin

ITopsiiok paboThI C TOKyMEHTaMU

Tp€6OBaHI/IH, NpEaABABIACMBIC K JOKYMCHTAM B COOTBETCTBUU C
HOPMATUBHBIMHU dKTaAMHU U I'OCYAAPCTBCHHBIMU CTAHAAPpTAMU

Buapl 10KyMEHTOB, UX Ha3HAYEHUE

[IpaBuiia cornacoBaHusi JOKYMEHTOB OpraHu3aluu (BHYTPEHHETO U
BHEIITHETO)

[IpaBuia noAnKMCcanys U yTBEPXKACHUS JOKYMEHTOB

[IpaBuna cocraBneHus: 1 ohopmieHUs: HHPOPMAITMOHHO-CIPABOYHBIX,
YIPaBICHYECKUX JJOKYMEHTOB U CIY)KEOHBIX MHUCEM

OcHOBEI ,I[OKyMCHTHOfI JJMHTBUCTHKH

I'paMmaTHyUECKHE MTpaBUIIa PYCCKOTO SI3bIKa

TpeboBaHust OXpaHbl TpyAa

Jlpyrue

XAPAKTCPUCTHKHU

3.3.11. TpynoBas pyHKUHS

HaumenoBanu | Opranuszanusi paboThl ¢ JOKyMEHTaMH B Kon C/11.6 | YpoBeHb 6
e NPUEMHON PYKOBOAMTEIS (moypoBeHb)
KBaTHUKAIN
"
[Tpoucxoxaenune | Opurunan X 3auMCTBOBAHO U3
TPyZIOBOM opuruHaia
byHKIIUU
Kon Perucrpanmonubit
OpUTHHAaNa HOMED
po¢eCCHOHAITBHOT

0 CTaHJAapTa

TpynoBble nercTBUSA

[Tonyyenue, npeIBapUTEILHOE PACCMOTPEHUE U COPTUPOBKA ITOCTYIAOIIUX B
MIPUEMHYIO PYKOBOJIUTENS JOKYMEHTOB
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IToaroroBka TOKYMEHTOB JJIsI pACCMOTPEHMS PYKOBOJUTEIEM

Vyer JOKYMCHTOB, IIOCTYIIAIOINX HAa UM PYKOBOAUTEIIA

OpFaHI/I3aI_II/I$I AOCTAaBKH NOKYMCHTOB HCITIOJHHUTCIIAM

Co3pnanue u BefieHrne 6a3bl TaHHBIX JOKYMEHTOB PYKOBOJIUTEIIS

Benenue nudopmaliionHo-cripaBouHoOi paboThI

KoHTpoub HCIOIHEHUS JOKYMEHTOB U IIOPYYEHUN PYKOBOIUTEIS

Heo0Oxonnmeie
YMEHHUS

PaboTaTh ¢ BXOsIIEH, HCXOAIIECH, BHYTPEHHEH TOKYMEHTAIMEH

[Tonp30BaThCsl CHCTEMAaMH AIIEKTPOHHOTO IOKYMEHTO000pOTa JUIs
PEruCTpaLyy, KOHTPOJIS JOKYMEHTOB M HH()OPMAIIMOHHO-CITPaBOYHON
paboThI ¢ JOKYMEHTaMH

[IpumensTh UHPOPMALTMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU JJIsi PA0OThI
C JOKYMEHTaMH

CoctaBisTh U 0)OPMIISITH HOPMATUBHBIE AKTHI

HeoOxonuMble 3HaHUS

HopmartuBHbIE ITpaBOBBIE AKTHI, HOPMAaTUBHO-METOAUYECKHUE TOKYMEHTHI,
rOCYJIapCTBEHHBIE CTAHIAPTHI, ONPEACIIAIOIINE MOPSTIOK
JIOKYMEHTAI[MOHHOTO 00ECTIeUeHUSs! YIIPaBICHUS

CTpyKTypa opraHu3aluy, pyKOBOJCTBO CTPYKTYPHBIX MTOApa3IeIeHUN

COBpeMeHHHe I/IH(I)OpMaLII/IOHHBIe TCXHOJIOI'MH pa6OTH C JOKYMCHTAMU

[Topsimok paboThI C TOKYMEHTaMH, CXEMBI JIOKYMEHT0000poTa

HpaBI/IHa pa6OTBI C BXOOAIIUMHU, UCXOJAIUMHA 1 BHYTPCHHUMHU JOKYMCHTAMU

HpaBI/IJIa oprann3aly KOHTPOJIA UCITOJIHCHUA JOKYMCHTOB U TUIIOBBIC CPOKHU
HCIIOJIHCHUS JOKYMCHTOB

HpaBI/ma COCTAaBJICHUA aHAJIMTUYCCKUX CIIPABOK IIO OpraHrU3aliu pa6OTBI C
JOKYMCHTAMH 1 KOHTPOJIIO UCITOJIHCHUS JOKYMCHTOB

[IpaBuna co3ganus u BeJeHus 0a3 JaHHBIX CIY>KEOHBIX IOKYMEHTOB B
OpraHu3aIu

CucTeMBbl AIEKTPOHHOTO TOKYMEHT0000poTa

TpebGoBaHust OXpaHbl TPyaa

Tlpyrue

XaPAKTCPUCTHKHU

3.3.12. TpynoBas pyHKUHS

HanmenoBanue Opranuzanus XxpaHeHUs Kon C/12.6 | YpoBeHb 6
JOKYMEHTOB B IIPUEMHOU (moxypoBeHb)
PYKOBOJIUTEIISI KBTI (UKAITTT
IIpoucxoxnaenune | OpurnHan X 3aMMCTBOBAHO U3
TPyZIOBOM opuruHaia
byHKIIUU
Kon opurnnana  Peructparnmon
HBIN
HOMeEp
npodeccruoHan
BHOTO
CTaHzapTa
Tpynoseie Pa3paboTka pa3aenoB HOMEHKJIATYPHI Jiell OpraHu3aliu
NercTBUS dopmupoBanue 1 0hopMIICHHE JIEJ MOCTOSHHOTO, JOJTOBPEMEHHOI'O CPOKOB
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XpaHEeHUs

HOI[FOTOBKa H riepcaavda AcCJI B apXuB OpraHru3alinun

Heo6xoanmeie ymeHUs

Pa3pabatpiBaTh HOMEHKIIATYPY JIEJI OpTraHU3aIMU C YIETOM JICHCTBYIOIINX
HOPMAaTUBHO-METOAUYECKUX JTOKYMEHTOB

Hcnonps30BaTh HOMEHKIIATYPY JEI NPU U3YUSHUU CTPYKTYPBI OpraHu3alu,
COCTaBJIEHUH OIHUCEN JIET

®opmupoBaTh 1 0QOPMIISLTH JieJia B COOTBETCTBUHU C YTBEPXKICHHOM
HOMEHKJIATYPOU JI€J1 OpraHu3aluu

OOecneunBaTh COXPAaHHOCTH NOKYMCHTOB OpraHu3anuu

HpOI/I3BOI[I/ITB MMOATOTOBKY JCJI IJIA NI€peaavu B apXrB

[IpumensTh UHPOPMALIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU JJIsi PA0OThI
C JOKYMEHTaMU

HeoOxonuMble 3HaHUS

HopmaTtuBHBIE paBOBBIE aKThl, HOPMATUBHO-METOUYECKUE JOKYMEHTHI,
rOCYJIapCTBEHHBIE CTAHIAPTHI, ONPEACIIAIOLINE MOPSATI0OK
JOKYMEHTAI[MOHHOTO 00ECTIeUeHUs! YyIIPaBICHUS

Bunbpl HoMeHKnaTyp, 001IHMEe TpeOOBaHUS K HOMEHKIIATYpe, METOIUKA €€
COCTaBJICHUS U O(POPMIICHHS

[Topsanox dopmupoBanus u opopmiieHus Aell C yKa3aHHeM CIeu(UKH
(dbopMHpOBaHUS OTICIBHBIX KATErOpUH e

[IpaBuna XxpaneHus A€, B TOM YUCJE ¢ JOKYMEHTaMU OTPaHUYEHHOTO
JocTyna

HpaBI/IHa BbLJIAYW U UCIIOJIB30BAHUS JOKYMCHTOB U3 C(bOpMHpOBaHHLIX ACI1

TpeOGoBanust OXpaHbl TpyJaa

HpaBI/IHa IIOJATOTOBKH U IICpCaadn ACJI B apXUB OpraHu3aliu

HApyrue
XAPAKTCPUCTHUKHU

3.3.13. TpyznoBbie pyHKIMH

HaumenoBanu | ObecrieueHue pyKoBOIUTENS Kon C/13.6 VYpoBeHb 6
e uHpopmanuen (TOMypOBEHB)
KBTI (UKAITUH

[Ipoucxoxaenne | Opurunan X 3aMMCTBOBaHO U3
TPYIAOBOM OpUTHHAaNa
byHKIMHA

Kon Perucrpanuonnslii

OpUTHHAI HOMED
a npogeccuoHaIBLHOT

0 CTaHapTa

TpynoBeie nencTBUS

Co6op u nmepepaboTka HHPOPMAIUHA, HEOOXOIUMOM JIJIsT TPUHSATHUS
000CHOBAHHBIX YIPaBICHUECKUX PEUICHHUM

[IpoBepka OCTOBEPHOCTH, MOJHOTHI U HEIPOTUBOPEUNBOCTH JTAHHBIX,
UCKJIIOUEHHEe TyOIupoBaHus HH(OpMaIuu

HpC,Z[OCTaBJ'IeHI/IC JaHHBIX B €IWMHOM H YI[O6HOM JJIs1 BOCIIpUATUA (I)OpMaTC

BrisiBnenue Hanbosee 3HaUMMbIX KPUTEPUEB CUCTEMATH3AIUN HHPOpMAIH
JUIsL cO3JIaHMsl 0a3 TaHHBIX

(DopMI/IpOBaHI/Ie M UCIIOJIb30Banue 0a3 JAHHBIX B OpraHu3alun

24.01.2020

Cucrema 'APAHT 25/34



ITpuka3 MuHucTepcTBa TPYAA U CONMANbHOM 3amuThl PO ot 6 Masg 2015 1. N 276H "O0 yTBepKAeHUH MPO(PECCHOHATLHOTO. ..

Heo6xonumeie ymenust | OcyiecTBisTs cO0op, 00paboTKy U aHaiau3 MH(YOPMAIIMH B COOTBETCTBUH C
TpeOOBAaHUSAMU KPATKOCTH, YETKOCTH OPMYIIUPOBOK, CBOCBPEMEHHOCTH
MOCTYIUICHHUS, TOYHOCTU U IOCTOBEPHOCTH, ONITUMAIILHOCTH
CUCTEMaTHU3aIMH, HEIPEPHIBHOCTH cOOpa 1 00paboTKH HHPOpMALTUN
OcCymecTBIATh PErHCTPALNIO, HAKOIJICHUE | MIepeaavy,
CHCTEMaTH3MPOBAHHOE XpaHCHUE U BbIIady HH(pOpMaIuu B TpeOyemMoit
dbopme

CoctaBisiTh U 0QOPMIISITH CBOJTHBIC, OTUETHBIC, CTATUCTHYCCKUE IOKYMEHTHI
OcymiecTBiATh 00PabOTKY U CTPYKTYpUpOBaHUE HHGOPMAITUH, 00pa3yst
MH(OPMAIIMOHHBIE PECYPCHI

BBoaHTh HOBBIE JAaHHBIC B CIIPABOYHO-UH(POPMAIIMOHHBIE CUCTEMBI
BBoaMTh B MaMATh KOMIIBIOTEPA AJIEKTPOHHBIE 00pa3bl JOKYMEHTOB
[Tpou3BoauTh MOMCK HHMOPMAIIMH B CYIIECTBYIOIINX 0a3aX JaHHBIX, BECTH
MH(POPMAIIMOHHO-CIIPABOYHYIO pab0OTy Ha OCHOBE Pa3IMYHBIX KOMOMHAITHIA
MOMCKOBBIX MPHU3HAKOB

[TpumeHsTh HH(OPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU
Heobxonumbie OcobeHHOCTH (POPMHUPOBAHUS BHEITHUX U BHYTPEHHUX HH()OPMAITHOHHBIX
3HAHUS MTOTOKOB

CocrtaB BHEITHUX HHPOPMAIMOHHBIX IIOTOKOB

CocTaB BHYTPEHHUX WH(POPMAIIMOHHBIX TIOTOKOB

CTtpykTypa OpraHu3anuy 1 MOpsSA0K B3aUMOJICHCTBUS IOpa3ICICHUN 1
ciryx0

Ocobennoctr (hopMupoBaHUs 0a3 JAHHBIX B OpraHU3aIuu

CoBpeMEeHHBIC HayYHBIE METOJIbI U TEXHHUECKUE CPEIICTBA, CIIOCOOCTBYIONIHE
cbopy, 00paboTKe, COXpaHCHHIO U IepeIade HHPOPMAIIMOHHBIX TTOTOKOB
Mertoab! 06paboTKu MH(DOPMAIMK ¢ TPUMEHEHHUEM COBPEMEHHBIX
TEXHUYECKHUX CPEJICTB KOMMYHHUKAIIUN M CBSI3H, BEIYUCIUTEILHON TEXHUKH
TpeboBanust oxpaHsl Tpyaa

Jlpyrue -

XAPAKTCPUCTHKHU

3.3.14. TpynoBas pyHKUHS

HaumenoBanu | Opranuzanus nHGOPMamOHHOTO Kon C/14.6 | YpoBeHb 6
e B3aUMOJICHCTBUS PYKOBOJUTEIIS C (moypoBeHb)
JOJDKHOCTHBIMH JINIIAMH KBTI (PUKAITAN
OpraHu3alu
[Tpoucxoxaenue Opurunan X 3auMCTBOBaHO U3
TPYAOBOH (DYHKITHH OpUTHHAJIA
Kog Perucrpanuonnsiii
OpHUTHHAT HOMEp
a npodeccuoHaIbLHOT

0 CTaHapTa

TpynoBbie WNudopmupoBanre pabOTHUKOB OPraHU3allMK O PEIICHUSX PYKOBOJIUTEIS
JNENCTBUSA Opranu3zanus oOMeHa HHpopMaIe Mexay noapa3aeeHusIMU U
JOJKHOCTHBIMHU JIMIIAMU OpTaHU3alu1

OnogenieHue pabOTHUKOB O NMPEACTOSIINX MEPONPUITUIX
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Opranu3anys BCTped TPYI0BOTO KOJUIEKTHBA C PYKOBOJICTBOM
NudopmupoBanue pykoBoauTesst 00 00palieHusx COTPYIHUKOB 0 pabounM
Y JINYHBIM BOIPOCAM

HeoOxonumele Vcnonb30BaTh COBpeMEHHBIE TEXHOJIOTHH cOopa U nepeaadyu HHPopMaIiu
yMEHUs OcymiecTBiATh cOOp U nepepadboTKy uHpopmaIuu, He0OXOAMMON JIs
JESITeTbHOCTH PYKOBOIAMTEIIS

OcCyIIeCcTBIATh CUCTEMATH3AIMIO IOJyYaeMbIX U Mepe/laBaeMbIX JaHHBIX
Ocy1ecTBIATh IPOBEPKY TOCTOBEPHOCTH, MTOJTHOTHI M HEIPOTHBOPEUYUBOCTH
JAHHBIX, UCKIIIOUeHHEe TyOaupoBanus nHGopMauu

[IpenocTaBiATh JaHHBIC B €TMHOM M YIOOHOM JUIsS BOCIPUATHS (hopMaTe
MHOTOKpaTHO HCIIOIb30BATh MOJIYYEHHYI0 HHPOPMAIUIO, TOCTOSTHHO
OOHOBIIATH JAHHBIE

ObecnieynBaTh ONEPATUBHOCTH MHPOPMAIIMOHHBIX TOTOKOB

PaGoTtath ¢ KOMIBIOTEPOM, UCIIOJIB30BATh OPUCHBIN MaKeT (TEKCTOBBII
PEIAKTOP, TAOJIHIIBI)

HeoOxonumeie 3Hanus | HopmaTuBHBIE IPaBOBBIE aKThl, HOPMATUBHO-METOINYECKUE IOKYMEHTHI,
rOCYJapCTBEHHBIE CTAHJIAPTHI B cepe AEATEIbHOCTH OPTaHU3aINH
CtpykTypa opraHu3aiuu, pyKoBOJCTBO CTPYKTYPHBIX MOAPa3ICICHUH,
HaIPaBJICHUS JACATEIEHOCTH OPraHU3aMH U KOMIIETEHIIUU CTPYKTYPHBIX
MO/Ipa3JIeICHUH U TIOJDKHOCTHBIX JIMII

Knaccudukanus ynpaBieHueckord HHPOPMALIUH, BUBI YIIPABICHUECKON
nHpopmauu

@DOopMEBI ITPeIOCTABICHHUS YIIPABICHYECKOW HHPOPMALIUU

VcTounuku ynpasieHueckoil nHbopManuu

Metoanka 0T00pa HCTOYHUKOB HHPOPMALIUU

TpeboBanwus, npeapsSBIsieMble K YIPaBICHUECKOW HHPOPMAIIUN
TpeboBanust oxpaHsl Tpyaa

HApyrue -
XAPAKTCPUCTHUKHU

3.4. O600uieHHas Tpya0Bas QYyHKIMS

HaumenoBan | HpopManlMoHHO-aHAIUTHYECKAs U Kon D | Yposens 6
ue OpraHU3alMOHHO-aIMUHUCTPaTUBHAS KBaJIM(DUKALIMU
MOAIEPKKA NEATEIbHOCTH PYKOBOAUTEIIS
OpraHu3alyu
[Ipoucxoxaenue Opurunan X 3aMMCTBOBaHO U3
00001IIeHHOM TPYAOBOH OpUTHHAIA
byHKIIHA
Konx PeructpanmoHHbl
OpHUTMHAaI 1 HOMED
a po¢eCCHOHAIIbH

oro cranaapra

Bo3MoxHbIe [ToMomHUK pyKOBOIUTENS
HanMMEHOBAHUS
JIOJDKHOCTEH,
npodeccun
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TpeboBanus k
00pa30BaHMIO U
00y4CeHHIO

Briciiee oOpa3zoBanue - OakanaBpuaT
JlonoHUTETPHOE TIPO(hEeCCHOHATBFHOE 00pa3oBaHUE

TpeboBaHus K ONBITY
IPaKTHYECKOI paboThI

He menee Tpex seT o npouiito AesTeIbHOCTH OpraHnu3aluu

Oco0Opble ycroBus
JIOTTyCKa K paboTte

HApyrue
XAPAKTCPUCTHUKHU

JlononHUTENbHBIE XapaKTEPUCTUKU

HaumenoBanue nokymenra Kon HaumenoBanue 6a30Boii rpyIibl, JOHKHOCTH
(mpodeccun) WU CIEUATBHOCTH

OK3 2432 bubmmorekapu, bubmmorpadsl, JOKYMEHTOBEABI U
CHEIMAIMCThI POJCTBEHHBIX MPOQeccHii

OKCO 032001 JlokymMeHTOBEICHUE U TOKYMEHTAIIMOHHOE 00ecrieueHne
yIpaBICHUS

032002 JIoKyMeHTallMOHHOE 00ecrieueHre yIpaBiIeHus U
apXUBOBECHHE
3.4.1. TpynoBbie pyHKIUU
Haumenosanu | ®opmupoBanue Kon D/01.6 YpoBeHb 6
e MH(OPMALIMOHHOTO (moxypoBeHb)
B3alMOJICHCTBUS PYKOBOJUTENS C KBaJIM(DUKALIMH
OpraHu3alUsIMU

IIpoucxoxnaenne | Opurunan X 3aMMCTBOBAHO u3

TPyZIOBOH opuruHaia

byHKIIUU

Kon Perucrpanuonnsii
OpUTMHAJIa HOMED
npodeccuoHaIbHOT
0 cTaHaapTa
Tpynoseie OT100p MCTOUHUKOB MH(OPMAIIMK B COOTBETCTBHH C 33JaHHBIMU KPUTEPUIMHU
JEeACTBUSA OO6paboTtka M wuHTepHnperauuss HHQOPMALUHU JUIS TOATOTOBKH IPOEKTOB

peleHmi

IlogroroBka 3ampocoB IO TMOPYYEHUIO PYKOBOIAUTENS Ha IOJy4YEHUE
JOKYMEHTOB U UHGOpMalMud B OpraHax TOCYJapCTBEHHOH BIAcTH U
yIIpaBJieHUs], OOIECTBEHHBIX OpPraHU3alusiX U NOJyYeHHE COOTBETCTBYIOIIEH
nH(OpMaIlUU U IOKYMEHTOB

NudopmupoBanre pyKoBOIUTENS O pe3yabTaTaX PACCMOTPEHHs 3allPOCOB U
oOparneHui

Opranu3anusi pemeHus BONPOCOB, HE TPeOYIOUIMX HEMOCPEICTBEHHOTO
Y4acTHs] pyKOBOJUTEINS

IlogroroBka MaTCpraJIOB JId Y4aCTUSA PYKOBOIHWTCIIA B pa60Te Pa3JINYHbIX
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CTPYKTYP B COCTaB€ TIOCYJapCTBEHHbIX M MYHHULIUIAIbHBIX OpPraHOB,
0O0I1IECTBEHHbBIX OpraHu3alMii

IToaroroBka JOKYMEHTOB JUIsl 3aKJIKOYEHUS COIVIALIEHUH O COTPYIHHYECTBE C
JICJIOBBIMU ITAPTHEPAMU

WudopmupoBanne AeI0BBIX NAPTHEPOB M 3aMHTEPECOBAHHBIX OPTaHU3ANI O
PELICHUAX PYKOBOJIUTEINS B X0/1€ BBIIIOJIHEHHS COTJIAILICHUN

HeoOxomumbie ymeHUst

AHanmu3upoBaTh W OTOMpPaTh WCTOYHHUKH HH(OpMAIMM B COOTBETCTBUHU C
KPUTEPHUSIMH TOJIHOTHI, JTOCTOBEPHOCTH, CBOEBPEMEHHOCTH IPEIOCTABICHUS
nHpopmauu

Cobuparp, 06pabaThiBaTh U aHATU3UPOBATh UH(POPMALIUIO B COOTBETCTBUU C
3aJJaHHBIMH TPEOOBAHUSIMHU

IlepenaBath HHPOPMALIUIO B CHCTEMATU3UPOBAHHOM BHUJIE

OO6pabatbeIBaTh u CTPYKTYpHUPOBaTh uHdopmaruto, oOpa3zys
MH(OPMAIIMOHHBIE PECYPCHI

[Tpou3BoauTh MOKUCK MH(DOPMAIMK B CYIIECTBYIONIMX 0a3axX JaHHBIX, BECTH
MH(POPMAIIMOHHO-CIIPABOYHYIO Pa0OTy Ha OCHOBE Pa3IMYHBIX KOMOWHAIMN
MOMCKOBBIX MPU3HAKOB

ObecneunBaTh HHOOPMAIIMOHHYIO 0€30MAaCHOCTh OPTaHU3aALUT

PaGotath ¢ KOMIIBIOTEPOM, HCIIOJIb30BaTh OQGHUCHBIN IMaKeT (TEKCTOBBIN
pEIAKTOP, TAOJIHIIBI)

Heo0Oxoaumbie
3HAHUSA

BHyTpeHHS 1 BHENTHSS TTOJIMTUKA OpraHU3aIin

[IpyHIMOBI TpEACTaBUTENBCTBA B TOCYAApPCTBEHHBIX OpraHax, oOpraHax
MECTHOTO  CAaMOYINpPAaBICHUS, CTOPOHHUX OpraHM3alMsIX U  IMOPSA0K
B3aUMOJICHCTBHS C HUMHU

[TpuHIMTIBI 1 METOIBI AIMUHUCTPHPOBAHUS

OcobeHHocTH (OPMHUPOBAHUS BHEUIHMX W BHYTPEHHUX HH()OPMAIIMOHHBIX
ITOTOKOB

CrpykTypa OpraHuM3allid M TOPSAJOK B3aMMOJEHCTBMS IOJpa3/eieHul |
CITy k0

ITpaBuna popMupoBaHMsl ¥ UCTIONB30BaHUs 0a3 JaHHBIX

CoBpeMeHHbIE HayuyHbIE METO/BI M TEXHUYECKHE CPEJICTBA, CIOCOOCTBYIOIIHE
cbopy, 00padoTKe, COXpaHEHHUIO U Mepeaye HHPOopMaIuu

ITpaBuia 3anuThl KOHQUACHIMAIBHON CiIy>KeOHOH nHpopMaIu
CoBpeMeHHbIE HHPOPMAIIMOHHBIE TEXHOJIOTHH

Tlpyrue

XAPAKTCPUCTHKHU

3.4.2. TpynoBas pyHKIMS

HaumenoBanu | Ananu3 uH(OpMalMK U IOArOTOBKA Kon D/02.6 | YpoBenb 6
e MH(POPMAIIMOHHO-aHATUTUIECKUX (moxypoBeHb)
MAaTepHaIOB KBaTM(UKAITIT
IIpoucxoxnenue Opurunan X 3aMMCTBOBAHO U3
TPYA0BOU (QYHKIIUU OpUTHHAaJA
Kon PerucrpanuonHslii
OpUTHHAaJa HOMeEp
npodeccuoHaIbLHO

24.01.2020
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Cucrema 'APAHT 29/34



ITpuka3 MuHucTepcTBa TPYAA U CONMANbHOM 3amuThl PO ot 6 Masg 2015 1. N 276H "O0 yTBepKAeHUH MPO(PECCHOHATLHOTO. ..

TpynoBbsle 1eHCTBUS C6op, nepepaboTka U aHanu3 UHGOPMALMHK IS PELIeHUs 3a1a4,
IIOCTABJIEHHBIX PYKOBOJIUTEIEM

ITonroroBka nH(pOpMaLMOHHO-AHATUTUYECKUX MAaTEPUAIOB

Pa3paboTka TeMaTnyeckoro miaHa 0030pHOTO TOKYMEHTa, TOKJIaaa
Onpenenenue kpyra OubnuorpaduIecKux HCTOYHUKOB

ITon6op NCTOYHUKOB U JIUTEPATYPHI IO TeMe 0030pa, A0KIa1a,
AHAJIMTUYECKOM CIIPAaBKU

Hanucanue u opopmienue 0630pa, 10KJIaAa, aHATUTUYECKON CIIPaBKU
HeoOxomumeie Pa3pabarpiBaTh TEMaTHUECKUH TUTaH 0030pa, TOKIIAIa, aHATUTHIECKON
yMEHUs CIPaBKU

OOO0CHOBBIBATH aKTYAIbHOCTh IPOOJIEMBI, KOTOPYIO IPEICTOUT OCBETUThH B
o030pe, 10KJIazie, CIpaBKe

[Tonmp30BaTbcss MHPOPMALIMOHHBIMH PECYPCAMH U CHCTEMATHU3HPOBATH
MH(OPMALIHIO N0 33JJAHHBIM KPUTEPUSIM

[IpaBUIBHO MHTEPIPETUPOBATH MOJIYUYEHHBIE JAHHBIE U [IPEJOCTABIIAT UX B
CUCTEMATHU3UPOBAHHOM BUJIE

OmnpenensaTs Kpyr UCTOYHUKOB U JINTEPATYpPbl, HEOOXOAUMBIX JIJIsI
MOJITOTOBKH WH(POPMAIIMOHHO-aHATUTHIECKUX MAaTEPHAIIOB

W3naraTh MaTepuall B JIOTHYECKOH 1OCIIEA0BATEIbHOCTH

[Ipon3BoINTh aHAIN3 U OLIEHKY M3JI0KEHHOT0 MaTepuasia

OdopMIIsATh TEKCT B COOTBETCTBYIOLIEM CTHJIE

PenaktupoBarh TEKCT TOKYMEHTOB

@®opMyIupoBaTh BHIBOJIbI U PEKOMEHJAIIUU

Ocy1iecTBIATh aBTOMATH3ALMIO ITPOLECCOB cOOpa, XpaHEHUsI U BblJauu
nH(popManun

ITonp30BaTbes ycTpoiicTBaMU aBTOMAaTU3MPOBAHHOW 00pabOTKH TEKCTOBOM
nHpopManuu U GoToHAOOPHBIMHU YCTPONHCTBAMH

[TprMeHATh BHIYUCIUTENBHYIO TEXHUKY U MH(POPMALIMOHHbIE TEXHOJIOTHH
JUIsL 5KOHOMMYHOM U PallMOHAIILHOM OpraHu3anuy HHGOPMallMOHHbBIX
IIPOIIECCOB, MOBBINIEHUS] X THOKOCTU M TUHAMUYHOCTH

[Ipon3BOIUTE IUTEPATYPHO-CTUIIUCTHUECKYIO 00pabOTKY TEKCTA, IPOBEPKY
JIOTUYECKON MOCIIEA0BATEIBHOCTH U3JI0KEHHS, aHAJIN3a U OLICHKH,
HaIMCaHMs BBIBOJIOB U PEKOMEH AU

ITpuMeHATh OCHOBBI ICUXOJIOTUH JIEJIOBOI'O OOIIEHUS

HeoOxonumele 3Hanus | HopmaTuBHBIE IPaBOBbBIE aKThl, HOPMAaTUBHO-METOINYECKUE IOKYMEHTHI,
rOCYJJapCTBEHHbIE CTaHJIAPThl B cepe AeATeIbHOCTH OPraHU3aliu
CtpykTypa opranu3aiuu, pyKoBOJCTBO CTPYKTYPHBIX MTO/Ipa3/IelIeHUH,
HaIpaBJICHUs ACSITEIbHOCTA OpPraHU3allui U KOMIIETEHIIMHM CTPYKTYPHBIX
MO/Ipa3JIeIeHUH U TOJPKHOCTHBIX JIMII

Krnaccudukanus ynpasieHueckoi HHGOpMaIUu, BUIbI YIPaBIEHYECKOU
uHpopMaIuu

@DopMbI IPEIOCTABIICHHUS YIIPaBICHYECKON HHPOpMAIII

VicTouHMKHM yripaBlieHYeCKOM HH(pOpMAIMK, METOIMKA 0TOOpa HCTOYHHUKOB
nHpopManuu

TpeboBanusi, npeabsBiIsieMble K YIpaBJIeHYeCKOH HHPOPMALIUU
OcobenHoctu pedepupoBanus nHpopmaluu, crnennduxa ohopmiIeHUS 1
COCTaBJICHUs aHHOTaIM, pedepaTroB, 0030pOB, TOKIAOB

OcCHOBBI HaNMCaHUsI peue U JTO0KJIaJ0B PYKOBOJAUTENS
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Kareropuu notpedureneit, Ha KOTOpble OyAET paccuuTaH JaHHBIH 0030p,
JIOKJIaJ

MeTtosr 06paboTku HHDOPMALIUY C IPUMEHEHUEM COBPEMEHHBIX
TEXHUUYECKUX CPEJCTB KOMMYHUKAIIMN U CBSI3U, BEIYUCIUTEILHONW TEXHUKH
CrpykTypa nH(OpMAIIMOHHBIX U3JaHUN B 3aBUCIMOCTH OT XapakTepa
nH(OPMAaIIUY U 11eJIEBOT0 Ha3HAUYCHUS WH(OPMALIMOHHBIX U3IaHUN
CoBpeMeHHbIe cpenicTBa cOopa, 00padOTKH, CHCTEMaTH3aIuu HHHOpMAITUH
HcTtounuku nHpopManuu: KaTaaord OUOINOTEK, )KYpPHAJIOB, TOUCKOBBIC
CUCTEMBI HHPOPMAIIMOHHO-TEIICKOMMYHUKAIIMOHHOM ceTH "UHTepHeT",
AJIEKTPOHHBIC 0A3bI JAHHBIX

OyHKIIMOHATBHOE Ha3HAYeHHE 0030pa (Oubarorpaduyeckoro,
pedepaTuBHOTO, AaHATUTHYECKOTO0) KaK CPEACTBAa OPHUEHTAIIMH YUTATEIs B
JIOKYMEHTAJIbHOM WM WH(OPMAIlMOHHOM OTOKE

OcobeHHocTH 00IeHaYYHOH U IparMaTuieckoi GpyHkm 0030poB
ITpaBuia paboTHI C BHEIIHUMHU HOCUTEISIMU HHQOPMALIHH

HopmartuBHBIE JOKYMEHTBI, TOCYIapCTBEHHBIE CTAaHAAPTHI B 001aCTH
JeSITeIbHOCTH OpraHu3aIuu

[Tonstue u cnenuduka 6mdbauorpadudeckoro, peepaTuBHOTO U
AHAJIMTUYECKOTO MH()OPMALIMOHHOTO WU3/IaHuUs

CripaBouHBI€ TPABOBBIE CUCTEMBI

HApyrue -
XapaKTCPHUCTUKHU

3.4.3. TpynoBas GpyHKIHs

HaumenoBan | Opranusanusi J€I0BBIX KOHTAaKTOB U Kon D/03.6 YpoBeHb 6
ue IIPOTOKOJIBHBIX MEPOIIPHUITHI (moxypoBeHb)
KBaJTU(DUKAIIH

[Ipoucxoxaenune Opurunan X 3aMCTBOBAHO M3
TPyIOBOM (HYHKIIHH OpUTrHHasa

Kon Perucrpanuonnsii

OpUruHaa HOMED
npoheccuoHaTbHOT

0 CTaHIapTa

Tpynossie Opranuzanys 1 INIaHUPOBAHUE AEJIOBBIX KOHTAKTOB, BCTPEY U MOE30K
NENUCTBUSA PYKOBOJUTEIIA
Opranuzanys 3acejaHuil, COBEIaHUN U MEPONPUATUH, IPOBOIUMBIX
PYKOBOIMTEIEM
[ToaroToBka MaTepHaoB Ui COBEUIAHUHN, BeJleHHE U 0hopMiIeHHe
IIPOTOKOJIOB

IToaroroBka Nnpe3eHTalyi 10 YKa3aHUK PYKOBOIUTENS

ITonroroBka u npoBeJieHNE Mpecc-KOH(EPEHITNS pyKOBOIUTEINS

BceTpeua yuacTHUKOB IeperoBopoB, obecredeHrne uX HHPOpMaluOHHBIMU
MaTepHalaMH, BEICHUE 3alINCEN TEPErOBOPOB

HeoOxonumeie CoCTaBIIATH IUIAH MTOE3]IKH PYKOBOJMTEIS

YMEHUS OdopMIATh TOKyMEHTHI, HEOOXOJUMBbIE JUIs AETOBOM MOE3KH,
KOMAaHJINPOBKH PYKOBOJMTEIIS
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CoctaBnsaTh U 0pOPMIIATH TPOTOKOJIBI COBEIIAHUM, 3aCeTaHIH U IPYTUX
KOH()EPEHTHBIX MEPOIPUITHIA, TOTOBUTH CIIUCOK YYACTHUKOB, TIOBECTKY
JTHSI, IBOYHBIE JIUCTHI ¥ IPOEKTHI HTOTOBBIX JIOKYMEHTOB

CocTaBysTh pecc-pein3bl

BecTu neperoBopsl ¢ napTHepamu

PaboTath B pexrMe MHOT033JJauHOCTH

PaboTaTh ¢ OonbIM 00beMOM HHGOPMAITIT

Co3naBath U MOAACPKUBATH TOJIOKHUTEIBHBIN UMUK OpraHU3aluu |
PYKOBOJUTES

Mcronp30BaTh BEIYUCIUTEIBHYIO TEXHUKY U
MH(OPMaLMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH ISl oJiee
HKOHOMHYHOU M pallMOHAIbHON OpraHU3alMyi HHPOPMAITMOHHBIX
MIPOLIECCOB, MOBBIIEHUS MX THOKOCTH M TUHAMUYHOCTH

ObecneunBaTh HHOOPMAITMOHHYIO O€30MTACHOCTh OPTaHU3aAlUN
HeoOxonuMmebie 3HaHUS HopMmaTtuBHbIe 11paBOBbIE aKThl, HOPMAaTUBHO-METOANUECKHUE JOKYMEHTHI,
rOCYJapCTBEHHBIE CTAHAPTHI B cepe NeATEIbHOCTH OpraHu3aluu
CtpyKkTypa opraHu3anuu, pyKOBOISIINA COCTAB OPTaHU3AINH U
Moipa3/ielieHni, HalpaBICHUs JESTEIIbHOCTH OpraHN3allui U KOMIIETEHIIUN
CTPYKTYPHBIX NOJIpa3eIeHui 1 TOJKHOCTHBIX JIUIL

Ilcuxomnorus 1e10Boro oOIIeH s, OCHOBBI KOH(IUKTOIOTHH

[TpaBuia mpoBeAEeHUS IETOBBIX IIEPETOBOPOB U MPOTOKOIBHBIX
MEpONPUATHI

OTUKET U OCHOBBI MEXKAYHAPOIHOTO MTPOKOJIA

[TpaBuia cocraBneHus 1 0(hOpMIICHHS IOKYMEHTOB

[TpaBuia 3anmThl KOHQUACHIMATBEHON CITy)KeOHOM nHpOopManuu
HHpopMannOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU

Jlpyrue :

XAPAKTCPUCTHKHU

3.4.4. TpynoBas pyHKIMs

HaumenoBanu | Opranuzanys UCIOJHEHUS pELICHUN Kon D/04.6 | YpoBenb 6
e PYKOBOAMTENSA (moxypoBeHb)
KBTI (UKAITTI

IIpoucxoxaeHue Opurunan X 3alMCTBOBaHO U3
TPYAOBOH (hyHKIMH OpUTHHaJIa

Konx Peructpanmonublit

OpUTHHAaNAa HOMEDP
npodeccuoHanIbHOT

0 CTaHJAapTa

Tpynossie nencTBUs JlokyMeHTaJIbHOE OOPMIICHHE PELICHUN PYKOBOAMUTEINSI, JOBEACHHUE JI0
CBEICHHsI paOOTHUKOB OPTaHM3allMH YCTHBIX PacTOPsDKEHUN PYKOBOJUTENS
Koopannarys nesTelbHOCTH 10 NCTIOJHEHUIO PENIEHUN PYKOBOJUTENS
KOHTpOIb HCTIONHEHNS PElIEHUI PYKOBOUTEIS

IToaroToBka OTYETOB O BHIIOJIHEHUH MIOPYYEHUN U PEIICHUN PYKOBOJMTEIS
Heo6xonnmeie ymenust | CoctaBiath U 0(OPMIIATE TOKYMEHTHI, COJIEpIKalllie OPYUYEeHUs U
pacnopsKEHHs] pyKOBOIUTEIS
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Bectu yuer nopydeHuit pykoBoauTens, TpeOyromuX KOHTPOJIS 10 CYIIECTBY
peleHus Bonpoca

YeTko 1 OBICTPO MPUHUMATH PELICHHS B IpoIiecce paboTh

ITpon3BoANTH aHANN3 UCHOTHUTENBCKON TMCIIMIIIIMHBI

CocTaBiiATh aHAIMTHUECKUE OTUETHI M CIIPABKH 10 Pe3ysibTaTaM UCIOIHEHUS
IIOPYYEHUH U PACIIOPSKEHUN PYKOBOIUTEIS

ITonp30BaThes cUCTEMaMHM IEKTPOHHOIO JOKYMEHTO000poTa

[TpuMeHATH BEIYUCIUTENBHYIO TEXHUKY U
MH(GOPMaLMOHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTHH 11 SKOHOMUYHOH U
panroHaTbHON OpraHU3alMyi HHPOPMALMOHHBIX MPOLIECCOB, MOBBIIICHUS UX
rMOKOCTH U IMHAMUYHOCTH

ObecnieunBaTh 0€30MACHOCTH IEATEILHOCTH OpPraHU3aluu

Heo6xonumele 3Hanust | HopMaTuBHBIE IPaBOBbIE aKThl, HOPMATHBHO-METOUYECKUE TOKYMEHTBHI,
rOCYJapCTBEHHBIE CTAHJIAPTHI B cepe AEATEIbHOCTH OPTaHU3aINH
CTpykTypa opraHu3anuu, pyKoBOJICTBO CTPYKTYPHBIX MOJpa3esIeHHH,
HaIPaBJICHUS JACATEIBHOCTH OPraHU3aMH U KOMIIETEHIIUU CTPYKTYPHBIX
10JIpa3/IelIeHUui U JOPKHOCTHBIX JIMI

ITpaBuia npoBeeHUs: KOHTPOJISI UCIIOJHEHUsl OPYYEHUN pYKOBOAUTEIIS
TexHonorus BeZIeHNs KOHTPOJISI HUCTIOJTHEHUSI TOPYYEHUH PYKOBOAUTEIIS
CucTeMbl 3JIeKTPOHHOI0 JOKYMEHTO000pOTa, 6a3bl JaHHBIX

TpebGoBaHust OXpaHbl TPy

Jlpyrue .
XapaKTepI/ICTI/IKI/I

IV. CBenenusi 00 opranusanusx - pa3padoTyukax npogecCuoHaIbLHOI0 CTAHIAPTA

4.1. OTBeTCTBEHHAs OpraHU3alUsA-pa3padOTUNK

HII "HaunonanbHas accounanus opUCHBIX CIIEHUATNCTOB U aIMUHUCTPATUBHBIX PAOOTHUKOB",
ropoa Mocksa
Jupexrop XirocHeBa JIrogmuita [letpoBHa

4.2. HaumeHoBaHMsI OpraHU3aluii-pa3paboTIMKOB

1 AHO "AreHTCcTBO CTpaT€rM4eCcKMX MHUIMATUB I10 MPOJABHKEHUIO HOBBIX IPOEKTOB",
ropoa Mocksa

2 AHO "Yensg6MHCKOE pernoHaIbHOE areHTCTBO pa3BUTHs KBauukamii', ropoy YensOuHck

3 AHO BIIO "MesxperioHanbHblil OTKPBITHIA COIManbHblii HHCTHTYT", Topo Momkap-Ona,
Pecniybnuka Mapuii D1

4 Bousrorpajickas ToproBo-npoMsIlIeHHAs najgaTa, ropoa Boarorpan

5 I'Y "Bcepoccuiickuii Hay4YHO-UCCIIE0BATENbCKUA HHCTUTYT TIOKYMEHTOBEIEHUS M ApXUBHOIO
nena" (BHUMUJA), ropox Mocksa

6 HOVY JI1O "Uucturyt nadopmannonHsix TexHongoruit "AiTu", roponq Mocksa

7 Oo6mepoccuiickuii nmpohcor3 pabOTHUKOB TOCYAApCTBEHHBIX YUPEXICHHH U 00IECTBEHHOTO
obcmyxxkuBanust Poccutickoii denepamnmu, ropos Mocksa

8 Obuepoccuiickoe MexxoTpacieBoe o0beTuHeHne padbotoaarenei "Hukens", roponq Mocksa

9 00O "MaiikpocodTt Pyc", roponx Mocksa

10 | OOO "LleHTp 3KcnepTu3bl U cepTuduranmu”, ropog Mocksa
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11 00O "DnektponHsle oucHbIe cucTeMbl", Topoa MockBa

12 [ToBomkckuit mHCTUTYT ynpasieHus umenu [1.A. Cronemuna - prman GPI'bBOY BITO
"Poccuiickas akageMusi HApOIHOTO XO3SHCTBA M TOCYAapCTBEHHOU ci1y»0bI ipu [Ipe3uaenre
Poccuiickoit ®eneparuu”, ropoa Caparon

13 OI'AOY JIITO "Axagemus cTaHIapTU3AINMN, METPOJIOTHH U cepTudukanuu”, ropox Mocksa

14 OI'BOY BIIO "llen3enckuii rocynapcTBeHHbii yauBepcutet', ropon Ilensa

15 OI'BOY BIIO "Poccuiickuii Tocy1apCcTBEHHBI TYMaHUTAPHBINH YHUBEpPCHUTET", Kadeapa
nokymenrtoBenenus, kahenpa ACJIOY, ropog Mocksa

16 OI'bY "HayuHo-uccnenoBaTebCKUil HHCTUTYT TPY/Ja U COUUAIBHOTO CTpaxoBaHUs"
MuHucTepcTBa Tpy/1a U coMalbHOM 3amuThl Poccuiickon @enepannu, ropox Mocksa

17 SIpociiaBckasi TOProBO-MpoOMBINIUIEHHAS Majiata, ropoa Spociasib

*(1) O6mepoccuiickuii kaaccuuKaTop 3aHATHH.

*(2) O6mepoccuiicknii kaaccu(ukaTop BUIOB SIKOHOMUYECKOH IESTETbHOCTH.

*(3) O6mepoccuiickuii kiaccu@UKaTop CIeHaTbHOCTEH TT0 00pa30BaHUIO.

*(4) Enuuenii KBaIM(UKAMOHHBIA CIIPABOYHUK JOJDKHOCTEH PYKOBOAMTENEH, CIEIHAINCTOB
JIPYTUX CITYKaIUX.

*(5) Oomepoccuiickuii  knaccuduratop mpodeccuii paboUMx, TOMKHOCTEH —CITy)Kalux
Tapu(PHBIX pa3psAIoB.
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