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(HaumeHoBaHwe BuAAa NMPo@dECCUOHaIbHON AESTEbHOCTU) Koa

OcHoBHas uenb B1UAa Npo@deccMoHaabHON AEATE/ILHOCTU:

Peanusauusa obecneumBaownx GyHKUNA ynpaBieHUs opraHusauneit; BHeApeHue
NYYLIMX TEXHUYECKMX pa3paboToK M HOBENLLMX TEXHONOrMi B obecrneyeHre ynpaBneHus
opraHusaumen

[pbynna 3aHATui:

2432 Bubnnotekapu, 3431 AOMWUHUCTPATUBHO-
éunbnuorpadesl, ynpaBfieH4YecKunii nepcoHan
[OKYMeHTOBeAbl U
crneumanucTbl
POACTBEHHbIX Npodeccuit

4222 Cnyxawue, 3aHaTble - -
npuemMoMm u
MH(pOPMUpPOBaHNEM
noceTutenen

(koA *(1)) (HaumeHoBaHwMe) (koa OK3) (HanmeHoBaHMe)

OTHeceHue K BuzAaM 3KOHOMUYECKOM AeATE/IbHOCTU

82.1 [eaTenbHOCTb aAMUHUCTPATUBHO-X03AMCTBEHHAs 1 BCNoMoraTenbHas
[eaTenbHOCTb Mo obecrneveHunto GyHKLMOHNMPOBAHNS opraHu3aumnm

82.3 [JeaTenbHOCTb MO opraHu3aunm KoHgepeHuuii U BbICTaBOK

(ko4 *(2)) (HaMMeHoBaHWe BMAA SKOHOMUYECKON AeATENbHOCTU)

II. OnucaHne TpyAoBbIX QYHKUMH, BXOASUMX B MPOGDECCUOHAlIbHBIN CTaHAapT (DYHKUNOHA/IbHas KapTa BuAa
npogeccruoHasrbHoM AeSTENLHOCTH)

0606LLeHHble TPyAOBblE DYHKLUN TpyanoBble GyHKLUMK
KoA | HauMeHoBaHue YpOBEHb HanMeHoBaHwue KopA, YpOBEHb
KBanubukaumum (nopypoBeHb)
KBanMdukaumm
A | OpraHusaumoHHoe 3 Mpuem n A/01.3 3
obecneyeHune pacnpepneneHuve
AeATeNbHOCTU TenedoHHbIX
opraHusauuu 3BOHKOB
opraHusauuu
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OpraHusauums
paboTbl C

noceTUTensaMu
opraHusauuu

A/02.3

BbinonHeHuve
KOOPAUHUPYOLWMX N
obecneunBaroLmx
bYyHKUMA

A/03.3

[lokyMeHTaunoHHoe
obecneyeHune
nesiTenbHoCTH
opraHusauumn

Opranusauus
paboThl C
[OKYMeHTaMu

B/01.4

OpraHusauums
TeKyLwero XxpaHeHus
JIOKYMEHTOB

B/02.4

OpraHusauums
obpaboTku gen ans
nocneayLero
XpaHeHus

B/03.4

OpraHun3aunoHHoe,
[OKYMEeHTaLUMOHHOoe
n
MHOpMaLMOHHOE
obecneyeHune
nesiTenbHoCTH
pykoBoauTens
opraHusauumu

Oka3saHue noMoLuy
pYKOBOAUTENIO B
naaHMpoBaHMM
pabouero BpeMeHu

C/01.6

MnaHnpoBaHne
pabouero gHs
cekpeTtaps

C/02.6

OpraHnusauus
Tene@oHHbIX
neperoBopos
pykoBoauTens

C/03.6

Opranusauus
KOMaHAMPOBOK
pykoBoauTens

C/04.6

Opranusaumus
paboTbl C
nocetTuTensiMm B
npuemMHon
pykoBoAuUTens

C/05.6

Opranusaumus
NoAroTOBKM,
nposeAeHuns U
obcnyxneanus
KOH(EepPEHTHbIX
MeponpusaTUi

C/06.6

Opranusauus
MNCMNOJTHEHUS
peLueHunit,
OCyLlecTBIEHME
KOHTpOS
MNCMNOJTHEHUS
nopy4eHui
pykoBoauTens

C/07.6

OpraHusaums n
noaaepxaHue
bYHKUMOHANBbHOIO
pabouero
NpocTpaHCcTBa
NMpUEeMHON n
kabuHeTa
pykoBoauTens

C/08.6

Pa3zpaboTka
NIOKasnbHbIX
HOPMaTUBHbIX
aKToB,
pernameHTUpYyLLnX
paboTy cekpeTaps

C/09.6

CocTtaBrnieHune un
ocopmneHve
ynpaBieH4yecKom
[OKYMeHTauum

C/10.6

Opranusauus

C/11.6




paboTbl C
[OKYyMeHTaMun B
npueMHon
pykoBoauTens

Opranusauus
XpaHeHus
[OKYMEHTOB B
npuemMHon
pykoBoAuUTeNs

C/12.6 6

ObecneyeHune
pykoBoauTens
nHbopMaLmen

C/13.6 6

OpraHusaums
MHPOPMaLMOHHOIO
B3aMMOAENCTBUS
pykoBoauTens c
noapasaeneHnsaMmn mn
LOJDKHOCTHBIMU
nmuamm
opraHusauuu

C/14.6 6

D |MHdOopMaLMOHHO-
aHanuTMyeckas u
opraHu3aumMoHHO-

noALepxKa
LesTenIbHOCTH
pyKoBoauTens
opraHusauum

AAMUHNCTPATUBHAA

dopMupoBaHme
MHMOPMaLMOHHOIO
B3auMoAencTBus
pyKkoBoOAUTENS C
opraHusaumsmMm

D/01.6 6

AHanus
nHdbopMaumn n
noAroToeka
MHMOPMaLMOHHO-
aHaNUTMYECKNX
MaTepuanos

D/02.6 6

Opranusauus
[EnNoBbIX KOHTAaKTOB
M MPOTOKOJbHbIX
MeponpuUsaTUA

D/03.6 6

Opranusauus
MNCMNOJTHEHUS
pelueHui
pykoBoauTens

D/04.6 6

II1. Xapakrtepuctmka 0606LUeHHbIX TPyAO0BbIX YHKUMI

3.1. 0606ueHHas TpyaoBas QyHKUUS

HanmeHoBaHue | OpraHmsaumoHHoe obecneyeHune Kon
[eaTenbHOCTU opraHusaumm

YpoBeHb 3
KBanudukaunm

MponcxoxaeHne OpurnHan |3auMCTBOBaAHO U3
0606LeHHoN X opurnHana
TPYAOBON DyHKLMM
Kon PerncrpaumoHHbIi
opuruHana Homep
npodeccmoHanbHoOro
cTaHaapTa
Bo3MOXHbIe CekpeTapb-aAMUHUCTPATOP
HauMeHoBaHus
LOJDKHOCTEN,
npodeccuii
TpeboBaHus K CpenHee obuee obpasoBaHue
obpasoBaHuio 1 MpodeccrmoHanbHoe 0byyeHune - nporpamMmmel NpodeccnoHanbHON
obyueHuo noAroToBKM No npodeccnsam paboumx, AOHKHOCTAM CyXalimx,

nporpaMMbl NepenoaroToBKM paboumnx, Ciyxalmux, nporpaMmMb
NoBbILWEHNS KBanudukaumm paboumx, cinyxatimx

TpeboBaHus K -
onbITy
npaKkTU4ecKomn
paboTbl




Ocobble ycnosus
ponycka k pabote

Apyrve -
XapaKTepPUCTUKA

LonoiHnTeIbHbIE XapaKTepUCTUKU

HavmeHoBaHWe foKyMeHTa Kop, HavnmeHoBaHWe 6a30BoOW rpynnbl, AOMXHOCTU
(npodeccuun) nnm cneumanbHoOCTH
OK3 4222 | Cnyxawme, 3aHATble NPUeEMOM U
nHboOpMUpOBaHMEM MoceTUTenemn
*(3) 032001 | JlokyMeHTOBeAEHME U AOKYMEHTALNOHHOE
obecrneyeHne ynpasneHus

:3’. 1.1. TpyaoBas ¢yHKUMS

HavmeHoBaHue |[lpueM un pacnpepenenue | Kog A/01.3 |YpoBeHb 3
TenedOoHHbIX 3BOHKOB (noaypoBeHb)
opraHusaumm KBanMdukaumm

MpowncxoxaeHue | OpurmnHan X 3anMCTBOBaHO

TpyZoBOW M3 opurmHana

dyHKLMN

Kon PerncrpaumoHHbIi
opuruHana HoMep
npogeccMoHanbHOro
cTaHfjapTa

TpyaoBble AencTeus

MepeHanpasreHve TenedoHHbIX 3BOHKOB PYKOBOACTBY U
COTPYAHMKAM OpraHusaumm

Pernctpaumsa noctynamowmx TenedoHHbIX 3BOHKOB

MonyyeHne HeobxoanMoW MHpopMaunm n nepepaya
CaHKLUMOHMPOBAHHOW MHMOpMaumm no TenedoHy

Heobxoanmbie
yMeHus

Mcnonb3oBaTb TEXHUYECKME U nporpaMMHble CpeacTBa A4
npoesegeHunda rosI0COBOW UK BVIAeO-KOH(bepeHLl-CBFBI/I

Mcnonb3oBaTb CpefcTBa KOMMYHMKALUMOHHON OPrTEXHUKK ANS
noflydeHus v nepegadn nHdopmaumm

BecTu yyeTHble pernctpaunoHHble hopMbl, UCMOJIb30BaTb UX ASS
MHMOPMaLMOHHONM paboTbl

YcTaHaBnMBaTbh KOHTaKT C cobeceHNKOM, noanepxXxmeaTtb U
pa3suBaTb 4E/I0OBYHO 6ecep.y B npouecce Te}'IerOHHbIX neperosopos

CrnaxuBaTb KOHMIMKTHbIE N C/TOXHbIE CUTYaLMN MEXTUYHOCTHOIO
B3aMMOAENCTBUS

Cobntopatb cnyxebHbl 3TUKET

Heobxoanmblie

®yHKUMM, 3a4a4n, CTPYKTypa OpraHu3aLummn, ee CBs3un

3HaHus -
MpaBuna B3auMOAENCTBUS C NapTHEPaMK, KINEHTaMu, cpeacTBamu
MaccoBOW MHbOpMaLmn
STuka AeNnoBoro obLeHus
MpaBuna peyeBoro sTuKeTa
TpeboBaHua oxpaHbl TpyAa
MpaBuna 3awmTbl KOHDUAEHUMANBHOW CnyXebHon nHdopMaumnn
AOpyrve -
XapaKTepuUcTnKu

3’. 1.2. TpyaoBas ¢yHKUMS

HanmeHoBaHue | OpraHmnsaums paboTbl C Kog | A/02.3 |YpoBeHb 3
noceTUTENsIMM opraHmsaumm (noaypoBeHb)
KBanudukaunm
MpoucxoxaeHue | OpurnHan X 3anMCTBOBaHO
TPYAOBOW 13 opurmHana
dyHKUMN




Kopg PerncrpaumoHHbIi
opurvHana HoMep
npodeccMoHanbHOro
cTaHzapTa

Tpynosble
nencTems

BcTpeya noceTuTeneit, nonyyeHve nepeMYHON MHbOPMaLUM o
NoCeTUTENSIX 1 MOMOLLb B OpraHM3aumm Ux npvema pyKoBOAUTENEM U
COTpyAHMKaMU

BepeHue xypHana 3anucu nocetutenemn

YueT nocetutenen n odpopMaeHne Nponyckos

CopencrTeme onepaTMBHOMY paCCMOTPEHUIO NPOCbO U NpeanoXxeHun
noceTutenen

MpueM 1 nepefaya LOKYMEHTOB MNOCETUTENEN PYKOBOACTBY U
COTPyAHUKaM opraHusaumm

OpraHusaums u 6poHMpoBaHME NePeroBOPHbLIX KOMHAT

CepBupoBka YaiHoro (koderHoro) ctona B ogpuce

MpurotoBneHne HanNUTKOB (4Yan, kode, NpoxnaguTeNbHble HAMUTKN)

Heobxoanmbie
yMeHus

Ob6uwaTbCs € NoceTUTensiMm

Mcnonb3oBaTtb YCTaHOBNEHHbIE NMpaBuia U npoueaypbl
KOMMYHUKaUWWN BHYTPU OpraHn3aumnm

BecTn yuyeTHble (OpMbl, MCMOMb30BaTh UX AN paboThbl

Co3paBaTb NONOXUTENbHbBIA UMUAX OpraHM3aLum

MpUHMMaTL Mepbl Mo paspeLlleHnto KOHMANKTHBIX CUTyaLmnit

an/IMeHﬂTb I/IHdJOpMaLI,VIOHHO-KOMMyHVIKa LUMNOHHbIE TEXHONOIMHU

ObecneynBaTb KOHPUAEHUNANBHOCTb MHPOPMaLK

Heobxoanmble
3HaHUs

MpaBuna opraHusaumm npuema nocetTutenen

Mpasuna aenosoro obweHns

CTpyKTypa opraHvsauunv u pacrnpegeneHme QyHKUnUin Mexay
CTPYKTYPHbIMU MOAPA3AENEHNAMN U CrieumanncTamMmm

MpaBuna opraHusauuv npMemoB B oduce

MNpaBuna cepBupoBkM YainHoro (KogernHoro) crona

I'Ipan'la NpuUroToBneHUA U nogaym ropa4ymx HanUTKoOB N 3aKyCOK K
HUM

OTuKa AenoBoro obueHms

[MpaBuna peyeBoro aTukeTa

TpeboBaHuUs oxpaHbl TpyAa

MpaBuna 3awmnTbl KOHPUAEHUMANBHON CcnyXebHon HdOopMaLun

Opyrue
XapaKTepucTukun

3.1.3. Tpynosas ¢yHkuus

HanmeHoBaHue BbinonHeHne Kop | A/03.3 |YpoBeHb 3
KOOPAMHUPYHOLMX U (noaypoBeHb)
obecneumBarowmx MyHKUMNA KBanudmkaunm

MpouncxoxaeHue | OpurnHan X 3anMCTBOBaHO

TPYAOBOW 13 opurmHana

dyHKUMN

Kon PerncrpaumoHHbIi
opurmvHana HoMep
npodeccmoHanbHOro
cTaHAdapTa
TpyZzoBble BeneHue xxypHana pasbe3zioB paboTHMKOB OpraHusauunm
AencTBus

KoopaunHauus paboTbl KypbepoB 1 BoAUTENEN opraHu3aunm

BeneHue xypHana pasbeszioB KypbepoB OpraHuM3aumm 1 MapLupyToB
BOAMUTENEN

CocTaB/ieHve CrpaBKy 0 pa3besaax paboTHWKOB, KYpbEPOB U
MapLipyTax BOAWTENEN opraHn3aumm




Heobxoanmbie

CocTaBnsATb U BECTU YYEeTHble AOKYMEHTbI

yMeHus

MpUMEHSATL CPeACTBa KOMMYHMKALMU AN Nepesayn nopydeHui
pYKOBOAMUTENSI U COTPYAHMKOB OpraHM3aumm

MNpuMeHsTbL coBpeMeHHble cpeacTBa cbopa, 0b6paboTkm 1 nepeaayn
MHdOopMaLunmn

OueHuBaTb pe3y/ibTaTbl B paMKax MOCTaB/EHHbIX 3a4a4

OCyLecTBNAATb KOHTPOJIb UCMOSIHEHMSI MOPYYEHUI PYKOBOAUTENS
COTpyAHUKaAMMU

Heobxoanmbie

[MpaBuna pe4yeBOro aTMkKeTa

3HaHuUs
3TWKa AenoBoro obweHuns
TpeboBaHuUsi oxpaHbl TpyAa
MpaBuna 3awmnTbl KOHbDUAEHUWANbHOM cnyxebHon nHbopmMaumm
CTpyKTypa opraHusaumm u pacnpegeneHne GyHKUnm Mexay
CTPYKTYPHbIMW MOoApa3aeneHnsiMm n cneumanmcTamm

Apyrue -

XapaKTepUCTUKUN

3.2. 0606ueHHas TpyaoBas QyHKUUS

HanMmeHoBaHue | [JlokyMeHTaLuoHHOe Kon B |YpoBeHb 5
obecneyeHne aesTenbHOCTU KBanumkaumm
opraHusauum

MpoucxoxaeHne OpuruHan X |3auMcTBOBaHO

0606LeHHON 13 opurmHana

TPYAOBON DYHKLMM

Koa PerncrpaunmoHHbIi
opuruHana HoMep
npogeccroHanbHOro
cTaHfjapTa

Bo3MOXHble
HauMeHOBaHUS
[ONXKHOCTEN,
npodeccui

[enonpou3ssoantensb

TpeboBaHus K
obpasoBaHuio 1
obyueHuto

CpeaHee npodeccrmoHanbHoe obpa3oBaHme - Nporpammel
NOAroTOBKM KBanudUUMPOBaHHbIX pabounx, cryxalimnx

TpeboBaHus K OMNbITY
npakTU4ecKomn
paboTbl

Ocobble ycnosus
fonycka k pabote

Opyrue
XapaKTepucTukun

Lono/iHnUTe/IbHbIE XapaKTepUCTUKMN

HavmeHoBaHWe foKyMeHTa Kog HanmeHoBaHWe 6a30B0W rpynnbl, AOSKHOCTK
(npodeccun) nnun cneumnanbHOCTH

OK3 3431 ALMWUHUCTPATUBHO-yNpPaBAeHYECKNiA nepcoHan

*(4) - [enonpoun3soantenb

*(5) 21299 [enonponssoanTtenb

OKCO 032002 |[okyMmeHTauMOHHOEe obecneyveHne yrnpasBieHus un

apxvBoBeAeHve
3.2.1. Tpynosas dyHkuus
HanmeHoBaHue | OpraHmsaunsi paboTbl C Koa | B/01.5 |YpoBeHb 5
[OKyMeHTaMu (nopypoBeHb)
KBanubukaumum




MpowncxoxaeHue | OpurnHan X 3anMCcTBOBAHO

TpyAoOBOW 13 opuruHana

dyHKUMM

Kop PerncrpaunoHHbIi
opuruHana HoMep
npogeccroHanbHOro
cTaHfjapTa

TpyAnosble MpueMm n nepBunyHas obpaboTka BXOAALLMX AOKYMEHTOB

AencTemsa

MpefBapuTeibHOE PAaCCMOTPEHME U COPTMPOBKA AOKYMEHTOB Ha
perucTpyvpyemMble U He perucTpupyemblie

MoaroToBKa BXOASLMX AOKYMEHTOB [/1 PAacCMOTPEHUs
pyKoBOAUTENEM

Perncrpaums Bxoaalmx AOKYMEHTOB

OpraHusauns AOCTaBKU AOKYMEHTOB UCMONHUTENSAM

BeneHune 6a3bl faHHbIX JOKYMEHTOB OpraHusauumn

BeneHve nHdopmMauMOHHO-CNpPaBoYHOM paboTbl

ObpaboTka 1 oTrnpaBka UCXOAALUNX AOKYMEHTOB

OpraHusaums paboTbl MO perucTpaumm, y4eTy, XpaHeHUO U
rnepepavye B COOTBETCTBYIOLLME CTPYKTYPHbIE NOAPA3AeeHus
[OKYMEHTOB TEKYLLEro Aes0npon3BoACcTBa

KOHTpO/Ib UCMONTHEHWS AOKYMEHTOB B OpraHusauum

Heobxoanmble PaboTaTb CO BCeN COBOKYMHOCTbIO MH(OPMaLNOHHO-
yMeHus [OKYMEHTaLWOHHbIX pecypcoB opraHu3aumm

Monb3oBaTbca 6a3amMmn AaHHbIX, B TOM YnCie yAaneHHbIMU

Monb3oBaTbcA CnpaBoO4YHO-NpaBOBbIMU CUCTEMAMU

Monb3oBaTbcA aBTOMaTU3npoBaHHbIMKN CUCTEMAMU y4eTa,
perncTpaunmn, KOHTpoaa 1 I/IHCbOpMaLI,VIOHHO-CI'IpaBOl-IHbIMVI
cucremamu npu pa60Te C AOKYMEHTaMu opraHmsauumun

MpuMeHATb coBpeMeHHble MHMOPMaLMOHHO-KOMMYHMKALMOHHbIE
TexHonornn Ansa pabotbl C AOKYMEHTaMu, B TOM Yncie Ans ee
onTUMU3aLMK 1 NOBbIWEHNA 3DHEKTUBHOCTH

Heobxoanmble HopMaTvBHble NpaBoBble aKTbl M HOPMATUBHO-METOAMYECKNE
3HaHus [OKYMEHTbI, onpeaensitoline nopsaok JOKYMeHTaLUoOHHOro
obecneyeHuns ynpasneHums

CTpyKTypa opraHusaumm, pyKoBOACTBO CTPYKTYPHbIX
noapasaeneHuni

COBpeMeHHbIe I/IH¢)O|:)MaL|,VIOHHbIe TEXHOJIOrNN pa60TbI C
AOKYMEHTaMU

Mopsaaok paboTbl C AOKYMEHTaMu

CxeMbl JOKYyMeHToo60poTa

MpaBuna paboTbl C BXOAALMMU, UCXOAAWMMUN U BHYTPEHHUMM
[OKYMEHTaMM

I'IpaBVlna opraHunsauunn un d)OprI KOHTPONA UCMOJTHEHUA
AOKYMEHTOB B OpraHun3aunmn

Tunosble CPOKWU UCNOJTHEHUA NOKYMEHTOB

MpuHUKUNBLI paboTbl CO CPOKOBOW KapTOTEKOM

HasHaueHve 1 TeXHOMOrMsl TeKYLLEro U NpeaynpeanTenbHoro
KOHTpOnA

MpaBuna cocTaBieHNs aHaNUTUYECKUX CMPaBOK Mo OpraHusaunm
paboTbl C LJOKYMEHTAaMW Y KOHTPOJTHO UCMONHEHUS JOKYMEHTOB

MpaBuna AOKYMEHTALMOHHOIo obecneyeHns AesTeNbHOCTM
opraHusaumm

Buabl AOKYMEHTOB, X HAa3Ha4YeHne

TpeGOBava, npegbsapndeMmble K JOKYMEHTAM B COOTBETCTBUU C
HOPMaTUBHbIMWN aKTaMN U roCyaapCTBEHHbIMW CTaHAaApTaMu

MpaBuna coctaBneHns n odpopmneHns nHpopMaLnoHHO-
CMpaBOYHbIX, OpraHU3aUMOHHbIX, YIpaBIeHYEeCKNX JOKYMEHTOB

MpaBuna cosfaHusa u BeaeHns 6a3 AaHHbIX CYXEBHbIX
[OKYMEHTOB B OpraHv3auum




CuUcTeMbl 3N1EKTPOHHOMO AOKYMEHTO060poTa

[MpaBuna n cCpokn OTNPaBKM UCXOAALMUX AOKYMEHTOB

TpeboBaHus oxpaHbl Tpyaa

Apyrve
XapaKTepUCTUKn

:3’.2. 2. TpbyaoBas ¢yHKUMS

HavmeHoBaHue |OpraHusauunsa TekyLlero Kop B/02.5 |YpoBeHb 5
XpaHeHUs LOKYMEHTOB (noaypoBeHb)
KBanudukaunm
MpoucxoxaeHue | OpuruHan X 3aMMCTBOBaHO
TpyAoBOW 13 opuruHana
dyHKUMM
Kop PerncrpaunoHHbIl
opurvHana HoMep
npodeccMoHanbHOro
CTaHpapTa
Tpynosble PaspaboTka HoOMeHKNaTypbl Aen OpraHusaunm
AencTeusa

MpoBepka NpaBuUIbHOCTM OPOPMIEHUS AOKYMEHTOB U OTMETKM 06
MX UCMOSTHEHUN Mepes ux GopMUpoBaHMEM B AeN0 ANs
Moc/eayoLWero XxpaHeHus

(DOpMYJ'IVIpOBaHVIe 3aroJioBKOB Aen u onpegeneHne Cpokos UX
XpaHeHua

dopMupoBaHue aen

KOHTpOﬂb NpaBuUJIbHOro 1 CBOEBPEMEHHOIO pacnpegeneHna n
noAawnBKM AOKYMEHTOB B AeNa

Heobxoanmble
yMeHust

OpraHu13oBbIBaTb paboTy MO yYeTy, XpaHeHuto 1 nepesade B
COOTBETCTBYIOLLEE CTPYKTYpPHOE nojpasaesieHme 40KYMEHTOB
TeKyLLero Aesionpovn3BoACTBa

OcyLecTBNSATbL METOANYECKOE PYKOBOACTBO AE/0NPOM3BOACTBOM B
opraHu3aumu, KOHTPOMPOBaTb NpaBubHoe hopMUpoBaHue,
XpaHeHWe u chavy Aen B apxus

PaspabaTbiBaTb HOMEHKIATYPY ZeN CTPYKTYPHOro noApasaesneHus

Mcnonb3oBaTb HOMEHKNATYPY A€N NPU U3yYeHUU CTPYKTYpbl
opraHu3auummn, CocTaBneHumn onucen aen

OpraHu3oBbiBaTb paboTy No OpMUPOBAHUIO e B COOTBETCTBUM C
YTBEPXAEHHOM HOMEHKNATYpPON Aen opraHusauunm

MpaBunbHO 1 cBOEBPEMEHHO OPMUPOBaThb AOKYMEHTbI B ieNna C
y4yeToM ux cneundunkmn

CucteMaTusanpoBaTh LOKYMEHTbI BHYTPU Aena

ObecneunBaTb COXPaAaHHOCTb U 3alNTy AOKYMEHTOB OpraHnsauyumn

MpuMeHATb NHPOPMALMOHHO-KOMMYHUKALIMOHHbIE TEXHONOMUU NSt
paboTbl C AOKYMeHTaMun

Heobxoanmbie
3HaHuUA

HopMaTvBHbIe NpaBOBblE aKTbl, HOPMATUBHO-METOAMYECKME
[OKYMEHTbI, rOCyAapCTBEHHbIE CTAHAAPTLI, onpeaenstowme
nopsiioK JOKYMEHTALMOHHOMO obecneyeHust yrnpasneHus

Buabl HoMeHkNaTyp, obwmne TpeboBaHUs K HOMEHKNaType,
MeToAMKa ee cocTaBfieHus U oopMeHUs

MpaBuna cornacoBaHWs HOMEHKATypbl Aef C BeAOMCTBEHHbIMU
apXxvMBaMu 1 3KCMNEePTHOM KOMUCCUEN

Mopsizok hopMmnpoBaHusa 1 oopMieHns gen, cneunduka
hopMMpoBaHUSA OTAENbHbIX KaTeropuin Aen

I'Ipanma XpaHeHna aen, B ToM 4yncne ¢ JOKyMeHTaMu
OorpaHM4eHHOro aocCrtyna

MpaBuna BblAAYM U UCMONb30BaHUS OKYMEHTOB U3
cchopMMpPOBaHHbIX Aen

TpeboBaHus oxpaHbl Tpyaa

Apyrue
XapaKTepucTmukm




3.2.3. TpyaoBas ¢yHKLUMS

HanmeHoBaHue |OpraHusaums o6paboTku Kop B/03.5 | YpoBeHb 5
Aen Ans nocneayoLero (noayposeHb)
XpaHeHus KBanMpmkaumm

MpoucxoxaeHue | OpuruHan X 3aMMCTBOBaHO

TPYyAOBOW M3 OpuruHana

dyHKUMH

Kop PerncrpaunoHHbIi
opuruHana HoMep
npogeccroHanbHOro
cTaHfjapTa

TpyaoBble AelcTBus

[MpoBepKa CPOKOB XpaHeHUs AOKYMEHTOB, COCTaB/IEHME NPOTOKOa
paboTbl 3KCNEPTHOM KOMUCCUM MO MOAFOTOBKE AOKYMEHTOB K
XPaHEHWUKD, aKTa O BblAENEHNN K YHUUTOXEHUNIO AOKYMEHTOB, HE
nognexawmnx XxpaHeHuo

CocTaBrieHne BHYTPEHHeN onucu aen ans 0cobo LEeHHbIX
[OKYMEHTOB

OdJOpMJ'IeHI/Ie AeNn NOCTOAHHOro, 40/NroBpEMEHHOIO CPOKOB
XpaHeHua

OdopmneHne 0610XKN Aen MOCTOSSHHOMO, A0/IFTOBPEMEHHOM0
CPOKOB XpaHeHUA

CocTaBrieHme onucKn Aen NoCTossHHOro, A0SITOBPEMEHHOIO CPOKOB
XpaHeHUA

lMepenava nen B apxus opraHusaumm

Heobxoanmbie
yMeHus

Monb3oBaTbcA nepeyHamMm JOKYMEHTOB U aHa/TM3MPOBaATb
dJaKTI/ILIeCKOE cofepXaHne MMernLnxca B gene 4OKYMEHTOB Mpu
onpeaeneHnn CpokKoB UX XpaHEHUA

OdJOpMJ'IﬂTb AOKYMEHTbI 3KCI'IepTHOIZ KOMUcCcumn

OdopmnsaTb 06710KKN AeN MOCTOAHHOIO U BPEMEHHOIO0 CPOKOB
XpaHeHUs B COOTBETCTBUN C TPebOBaHUSAMU rOCyAapCTBEHHbIX
CTaHAapToB

Mpon3BOANUTL XPOHOIOMMYECKU-CTPYKTYPHYIO CUCTEMATU3aUMIO Aen

OcyLwecTBNATb TeXHUYECKY 06paboTKy 1M nonHoe odopmieHne
Aen NOCTOSIHHOMO Y BPEMEHHOIO CPOKOB XPaHEeHUs!

CocTaBnisTb ONUCbL AesT NOCTOSHHOIO U BPEMEHHOI0 CPOKOB
XpPaHeHUda B COOTBETCTBUU C ﬂ,eIZCTByIOLLlI/IMVI HOpPMaATUBHO-
MeToAnYeCKUMU AOKYMEHTAMMU

MpuMeHATb NHPOPMALMOHHO-KOMMYHUKALIMOHHbIE TEXHONOMUU NS
paboTbl C AOKYMeHTaMun

Heobxoanmblie
3HaHUs

HopMaTuBHblE NpaBoOBble aKTbl, HOPMAaTUBHO-METOAMYECKME
[OKYMEHTbI, rOCyAapCTBEHHbIE CTAHAAPTLI, onpeaenstowme
nopsiioK OKYMEHTaLMOHHOMO obecneyeHust yrnpaBneHus

KpuTepun pasgeneHunst 4OKYMEHTOB Ha rpynrbl B COOTBETCTBUM C
LLeHHOCTbIO MH(OPMaLnKM, coaepxKallencs B HUX

I'Iopsmon( MCNoJib30BaHUA TUMOBbLIX UM BEAOMCTBEHHbIX nepequVl
AOKYMEHTOB, onpeaesieHna CpoKoB XpaHEHUA B npouecce
3KCNepTn3bl LEHHOCTN AOKYMEHTOB

HODFILI,OK co34aHuA, opraHnsaunm n JOKyMEHTUPOBAHUA pa60Tb|
3KCI'IepTHOl71 KOMUCCuUmn

MpaBuna cocTaBieHUss U yTBEPXKAEHUS NPOTOKoNa paboThbl
3KCMEepPTHON KOMUCCUU

lMpaBuna coctaBneHns 1 yTBEPXAEHUS aKTa O BblAeNeHnn
AOKYMEHTOB, HE noanexalwmnx XpaHeHno

MpaBuna TexHmn4yeckom 06paboTkm 1 NonHOro obopMneHus gen
NMOCTOSIHHOIO W BPEMEHHOIO CPOKOB XpaHeHUst

l‘lpaBMna COCTaB/1IEHMA ONUCKU AeN NMOCTOAHHOIO U BPEMEHHOIO
CPOKOB XpaHEHUA B COOTBETCTBUU C ,Cl,el?lCTBy}OLLl,VIMM HOpPMaTUBHO-
MeToANYECKUMU AOKYMEHTAMMU

l‘lpaBMna nepenayuv oen B apxme opraHmsaumnm

TpeboBaHust oxXpaHbl Tpyaa

Apyrve




XapaKTepucTmukm
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3.3. O6o6uieHHas TpyaoBasi QyHKUMS

HanmeHoBaHue | OpraHusaumnoHHoe, AokyMeHTaumoHHoe | Kog | C |YpoBeHb 6
1 nHdopmaLumoHHoe obecneyeHne KBanudukaumm
AesATeNbHOCTU PyKOBOAUTENS
opraHusauum
MpoucxoxaeHne |OpurnHan X 3anMCTBOBaHO U3
0606LeHHON opurnHana
TPYyAOBOW
dyHKUMH
Koa PerncrpaunoHHbIi
opuruHana HoMep
npogeccroHanbHOro
cTaHfjapTa
Bo3MOXxHble CekpeTapb pykosoauTens
HauMeHOoBaHus
OOJDKHOCTEN,
npodeccuii

TpeboBaHus K
obpasoBaHuio 1
obyueHuo

Bbiclwee o6pa3oBaHue - 6akanaspuat uam

CpefHee npodeccroHanbHoe 06pasoBaHme - MPorpaMmbi
MOArOTOBKM CMeLManncToB CpeaHero 3seHa

[ononHuTtenbHoe npodeccrMoHanbHoe obpa3oBaHue

TpeboBaHMs K onbITY
npakTU4eckon paboThbl

He mMeHee AByX neT BbINO/HEHWUS paboT MO OPraHU3aunoOHHOMY U
[OKYMEHTALMOHHOMY 06ecrneyeHmnto AesTeNIbHOCTU PyKOBOANUTENS
opraHusaunn npu cpefiHem npodeccruoHanbHOM o6pasoBaHUm

Ocobble ycnosus
ponycka k pabote

Apyrue
XapaKTepUCTnKun

LonosiHnTe/IbHbIE XapaKTeEPUCTUKU

HanmeHoBaHne AoKyMeHTa Koa HanmeHoBaHWe 6a30B0OW rpynnbl, 4OKHOCTN
(npodeccumn) nnmn cneumanbHoOCTH

OK3 2432 Bubnunotekapu, bubnuorpadsl,
[OKYMEHTOBEeAbl 1 CneunanuncTbl
POACTBEHHbIX Npodeccuii

EKC - CekpeTapb pykosoauTens

oKnAaTeP 26341 CekpeTapb pykosoauTens

OKCO 032001 [JoKyMeHTOBeAEeHNE N AOKYMEHTaLNOHHOe

obecneyeHune ynpasneHums

032002 [JokyMeHTauMoHHoe obecneyeHmne
yrpaBfeHusi 1 apxmBoBeaeHue

_3.3. 1. TpynoBasi pyHKUNS

HanmeHoBaHne |Oka3aHune nomoLumn Kopa C/01.6 |YpoBeHb 6
pyKoBOAMTESNO B (noaypoBeHb)
NaHMPOBaHUN KBanmdmkaumm
paboyero BpeMeHu

MpowncxoxaeHue | OpurnHan X 3anMCcTBOBaHO

TpyZoBOW
byHKLMN

13 opurnHana

Kon PerncrpaumoHHbIl
opurnHana Homep
npodeccrMoHanbHOro
cTaHaapTa

‘prAOBble fenicteusa | Boi6op popMbl nnaHMpoBaHus U ohopMIeHME MIaHUPOBLLMKA
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(opraHainsepa) pykosoautens

BHeceHne MHdopMaunmn B NaHUpOBLUKK (opraHarisep)

CornacoBaHue C pykoBOAUTENEM BPEMEHHbIX M1aHOB

CornacoBaHvie TenedoHHbIX NePeroBopoB, BCTPEY U MEPONPUSATUIA
C napTHepamu, KIMEHTaMM1, PyKOBOAUTENSIMU MOAPA3LAENEHWNA U
COTpyAHMKAMM

MHdOopMMpoBaHne pyKOBOAUTENS O pernaMeHTe HaMeUYeHHbIX
MeponpusaTuii

MpeaynpexaeHue o NpUbAMKEHUN BPEMEHN HAMEUYEHHbIX
MeponpusaTnii

dopMUpoBaHMe pesepBa BpeMeHW AMs1 HEeMpeABUAEHHbIX CUTYyaLMit

Heobxoanmbie
yMeHus

YcTtaHaBnuBaTb Lenun, onpeaensTb nepapxuio uenemn

OnpepensTe NPUOPUTETHOCTb M OYEPEAHOCTb BbIMOIHEHUS paboT n
3 deKTUBHO pacnpenenaTb paboyee BpeMs

Oka3blBaTb MOoMOLWb PyKOBOAUTENIO B pacripeaeneHnn ero
pabouero BpeMeHu

BbI6MpaTb onTMMasibHble Cnocobbl MHOPMUPOBAHUSI MapTHEPOB,
K/TMEHTOB, MoceTUTeNe, pyKoBoOAWUTENEW NoApPa3aeNeHnA n
COTPYAHUKOB O NMIaHMPYEMbIX MEPOMPUATUSX

ObecneunBatb MHGOPMaLMOHHYO 6€30NacHOCTb AesATEe/IbHOCTH
opraHusauum

Heobxoanmble
3HaHUs

Cneuundunka OCHOBHOWN AesTe/IbHOCTM OpraHmsaumnm

OCHOBbI aAMMHUCTPATUBHOMO NpaBa W TPyAOBOro
3aKkoHopaTenbcTBa Poccuiickon ®eaepaumm

PyKoBOASILLNI COCTaB OpraHM3auumn 1 ee noapasaeneHuni

(DyH KUUN CaMOMEHEeOXXMEHTa

MpUHUMMbLI U NpaBuaa NaaHMpoBaHUS paboyero BpeMeHu

MocTaHoBKa Lenen

lMpaBuna nposeAeHUa Ae0BbIX NEPEroBOpoB

TpeboBaHus oxpaHbl TPyAa

Opyrue
XapaKTepucTukun

3.3.2. TpyaoBas dyHKUMS

HaunmeHoBaHwue | [naHnpoBaHue paboyero AHA Kop | C/02.6 |YpoBeHb 6
cekpeTtaps (nopypoBeHb)
KBanMukaumm
MpouncxoxaeHune | OpurnHan X 3anMCcTBOBaHO
TPYAOBOW 13 opurmHana
dyHKUMHN
Kop PerncrpaunoHHbIn
opuruHana Homep
npoceccMoHanbHoOro
cTaHaapTa
Tpynosble Bbi6op 1 opopMneHne nnaHMpoBLLMKa cekpeTaps
AencTBusa

BeneHuve fHeBHUKA (Ha 3N1E€KTPOHHOM U /uUnu 6yMaxxHOM HocuTene)

CornacoBaHue MaaHoB C NJiaHaMu U CpoKaMu paboTbl
pyKoBoauUTens

PacnpepeneHune paboyero BpemeHun (Ha AeHb, Heaentwo,
nepcnexkTmuBy)

[MepeHeceHne HeBbINOSIHEHHbIX 3an/l@aHMPOBaHHbIX 3a4ay

BbINONHEHWE TUMUYHbBIX eXeAHEBHbIX Aes

Heobxoanmbie
yMeHus

Bbi6upaTe U 0pOpMAATL MIaHUPOBLUMK

BHOCUTb 1 oTCnexunsaTtb I/IHCbOpMaLl,MPO Ha 3/1EKTPOHHOM n/mnm
6yMa)KHOM HocuTene

PacctaBnatb NMPUOPUTETLI, BblAENATbL BaXHOE U CPOYHOE

BbibupaTb onTUManbHbIi pUTM paboTbl
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AHann3npoBaTb MPUYNHbI HEBbLINOSIHEHUS 3a4a4

MpuMeHATb MHDOPMALIMOHHO-KOMMYHUKALIMOHHbIE TEXHOI0rnKn

Heobxoanmbie

OcobeHHOCTM 0POpMIEHNS NAAHNPOBLUMKA (Ha 2N1EKTPOHOM U

3HaHuSA 6yMaxKHOM HocuTensax)

OCHOBbI yNpaBfeHns BpeMEHEM
Apyrue -
XapaKTepUCTUKKN

3.3.3. TpyaoBas @pyHKLUNS

HanmeHoBaHune

OpraHusaums TenedoHHbIX Kog
rNneperoBopoB pyKOBOAUTENS

C/03.6 |YpoBeHb 6
(noaypoBeHb)
KBanudukaunm

MponcxoxaeHue
TpyAoBOW
dyHKUMN

OpuruHan X

3aMMCTBOBaHO
M3 OpuruHana

Koa PerncrpaumoHHbIi
opuruHana HoMep
npogeccroHanbHOro
cTaHfjapTa

Tpyaosble
nencTems

BeneHune 6a3bl TenedoHHbIX KOHTaKTOB pyKOBOAUTENS

CoeAnHeHWe pyKoBoAUTENS C KOHKPETHbIMKU aboHeHTaMu

MoaroToBka mMaTepuanos Ans TenedOoHHbIX NeperoBopos
pykoBoauTens

PeI'I/ICTpaLlI/Iﬂ NoCTynakvLwmx B NpUEMHYHO Te}'IerOHHbIX 3BOHKOB

MNepeHanpaBneHne oTAeNbHbIX TeNedOHHbIX 3BOHKOB
3aMecTuTenam pykosoautend, ApyruMm CoTpyaHmMKam

Mony4yeHune HeobxoanMoON MHGpOPMaUnKM 1 Nepepayda
CaHKUMOHNPOBaHHON MHMOpMaunmn no TenedoHy

YcTaHoB/IeHME KOHTaKTa C cobecefjH1KOM, noaaepxaHue u
pa3BuTHe AenoBoi 6ecenpl B npoLecce TenehOoHHbIX NeperoBopos

Oka3zaHue nomowm pyKoOBOAUTENO NPU OpraHM3aunn 1
npoeegeHUn TeJ'Ie(.bOHHbIX neperosopos n BI/I,CI,eoKOHCbepeHLI,VIVI

Heobxoanmbie
yMeHus

BecTn u ncnonb3oBaTtb B paboTe 6a3y AaHHbIX TenedOoHHbIX
KOHT@KTOB pPyKOBOAUTENS

Mcnonb3oBaTb CpeficTBa KOMMYHMKALUMOHHON OPrTEXHUKK ANA
noflydeHus v nepegadn nHdopmaumm

BecTu yyeTHble pernctpaunoHHble hopMbl, UCMNOb30BaTb UX ANS
MHMOPMaLMOHHOM paboTbl M paboTbl MO KOHTPOJI UCMOSTHEHUS
peleHunii pykoBoanTens

CrnaxuvBaTtb KOH(MIMKTHbIE U CJTIOXHbIE CUTyaLUN MEXSTUYHOCTHOTO
obuweHns

Mcnonb3oBaTb TEXHUYECKME U nporpaMMHble CpeacTBa A4
npoeegeHunda rosI0COBOW UK BVILI,eo-KOHd)epeHLl-CBFBI/I

ObecneuyrBaTb MHHDOPMALIMOHHYO 6€30MacHOCTb AeATENBHOCTU
opraHusauuu

CobntoaaTb CNyXebHblli 3TUKET

Heobxoanmbie
3HaHUs

TenedoHHbIe KOHTAaKTbl PYKOBOAUTENS

®yHKUMM, 3a4a4n, CTPYKTypa opraHu3alummn, ee CBsi3u no
BEpTUKaNM 1 ropusoHTanu

MpaBuna B3aMMOAENCTBUS C MapTHeEpaMU, KIIMEHTaMu1, CpeiCcTBaMU
MaccoBol MHGpopMaLmm

l‘lpaBMna noaaepxXaHusa 1 pasBuUtnUa MEXJTMYHOCTHbIX OTHOLLEHUI

MpaBuna npoBeAeHNs AeN0BbIX NEPErOBOPOB

MpaBuna 3awmTbl KOHDUAEHUMANBHOW MHDOPMaLmn

TpeboBaHua oxpaHbl Tpyaa

Opyrue
XapaKTepucTukun
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3.3.4. TpyaoBasi ¢pyHkumns

HavmeHoBaHue |OpraHm3aums KOMaHAMPOBOK Kon | C/04.6 |YpoBeHb 6
pykoBoauTens (noaypoBeHb)
KBanudukaunm
MpoucxoxaeHue | OpuruHan X 3aMMCTBOBaHO
TpyAoBOW 13 opurmvHana
dyHKUMH
Kopn PerncrpaunoHHbIi
opurmnHana HoMep
npogeccroHanbHOro
cTaHfjapTa
TpyAnosble MoaroTtoBka nNpoekTa cny>ebHOoro 3afaHnsi pyKoBoAUTENS
AencTemsa

MoaroToBka NpoekTa npukasa o CNy>XebHon KoMaHANPOBKe

Bbinncka KOMaHAMPOBOYHOrO YAOCTOBEPEHUSI U €ro perncrpaums
npu Heo6xoAMMOCTH

MoaroToBka AOKYMEHTOB Ha nosny4dyeHune BU3bl, 3arpaHU4YHOro
nacnopTa

3aKa3 Xefne3HoA0POXHbIX N aBnabuneTos, rOCTUHUL,
TpaHCNopTHOro obecnevyeHns pykoBoauUTeNs

OdopmMneHne nporpamMMbl Noes3akun, yTouyHeHne ocobeHHocTen
NpoToKo/a NiaaHUpyeMbliX MepONPUSTUIA

MoaroToBka AOKYMEHTOB K noesake pykoBoauTensa

YTo4HeHWe AaTbl, AOMKHOCTEN, haMuiuii B mporpamMmme

KOMaHAMPOBKM
MpopaboTka MapLupyTa pyKOBOAUTENS, YBA3Ka €ro C pacnucaHuem
TpaHcnopTa
O6paboTka MaTepmanoB KOMaHAMPOBKU, odopMieHme oT4yeTa O
KOMaHAMpOBKe

Heobxoanmble OdopMAsATbL aBaHCOBblE OTYETbI PYKOBOAUTENS

yMeHus =
OpraHn30BbIBaTb BCTPEUYM PYKOBOAUTENS C MPUHMMAIOLLEN
CTOpPOHOM
OdopMnsaTb KOMaHAMPOBOYHbIE JOKYMEHTbI
ObpabaTbiBaTb AOKYMEHTbLI M MaTepuasbl No pe3dyfibTataM noe3aku
pykoBoauTens
Ob6ecneunsaTtb paboTy odurca BO BpeMs OTCYTCTBUS PYKOBOAUTENS
MpuMeHATb cnocobbl 4enoBoro obLeHns
Mcnonb3oBaTb cpeacTBa KOMMyHUKaLum ans obecnevyeHus
B3aMMOAENCTBUS C PYKOBOAMTENEM BO BPEMS €ro Aes0BOW
noesakm

Heobxoaumble Mopsaaok NOArOTOBKU M MPOBEAEHUS KOMaHANPOBOK

3HaHUs
Mopsagok odopmMieHns AOKYMEHTOB A1 KOMaHAMPOBKN U
OTYETHbIX AOKYMEHTOB MO KOMaHAWPOBKE PyKOBOAUTENS
[enoBo NpoToKon
STuka AenoBoro obeHus

Opyrue -

XapaKTepUCTUKU

3.3.5. TpyaoBas dyHKUMS

HanmeHoBaHue |OpraHusaumsa paboTbl C Koa |C/05.6 |YpoBeHb 6
noceTUTeNsMn B NpUEMHON (noaypoBeHb)
pykoBoAuTens KBanuMdmukaumm

MpowncxoxaeHue | OpurnHan X 3anMCcTBOBaHO

TpyAOBOWA 13 opuruHana

byHKLMN

Kon PerncrpaumoHHbIi
opurvHana HOoMep
npodeccnoHanbHOro

CcTaHgapTa
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Tpyaosble
AencTBus

OpraHusauus JIMYHOro NpreMa NnoceTuTenein pykoBoauTenem

YcTaHOBNEeHWe nopsiaka npueMa Ans passiMyHbiX KaTeropui
nocetTutenemn

BefeHuWe XypHana npeaBapuTesibHOM 3anmcu Ha npuem

Pernctpauua nocetutenem

CopeincTBme onepaTMBHOMY pacCMOTPEHMIO MPOCbO 1
NpeanoXeHnn noceTuTenen n CoTpyaHMKOB OpraHmsaunm

OpraHusaums npueMa AenoBbiX NapTHeEpPOB B oduce

OpraHusauns 06CyXMBaHUA PYKOBOAWUTENS U €ro AefoBbIX
napTHepoB B oduce

CepBupoBka 4aiHoro (kodeiHoro) ctona B oduce

MpUHSATME MEP MO COXPAHEHMIO KOMMEPYECKO TalHbl B Xo4e
npueMa noceTuTenein n UX HaxXoXAeHWs1 B MPUEMHON U KabuHeTe
pyKoBOAUTENS

Heobxoanmbie
yMeHus

OpraHusoBbIBaTb 1 06ecrneyvnBaTh IMUYHblE KOHTAKThbI
pykoBoAuTens

YnpaBnsaTb KOHbIMKTaMK

YunTbiBaTb NCUXONOrMYECKNE 0COHEHHOCTN IMYHOCTU NP
pa3nNnyHbIX BMAax NpodeccmoHanbHoro obleHms

Mcnonb3oBaTb YCTAHOB/IEHHbIE NpaBuia u npoueaypbl
KOMMYHUKauUUn BHYTpPU opraHnsaumnu

BecTu yyeTHble pernctpaunoHHble hopMbl, MCMOIb30BaTb UX ANS
MHMOPMaLMOHHOM paboTbl M paboTbl MO KOHTPO/I UCMONTHEHUS
pelueHuit pyKkoBoanTens

Co3paBaTb NMOMOXUTENbHbIA UMUAX opraHusauumn

MpyvHMMaTb Mepbl MO paspeLlleHnio KOHMINKTHBLIX CUTyauui

MpuMeHATb MHDOPMALIMOHHO-KOMMYHUKALIMOHHbIE TEXHOI0rnmn

TalHe

ObecneynBaTb KOHMUAEHUMANBHOCTb B MPUEMHON N KabuHeTe
PYKOBOAUTENS, COXPaHSATb KOHdUAeHUManbHyo nHbopMaumio B

Heobxoanmblie
3HaHuS

MpaBuna opraHusauny npuema noceTuTenei

MpaBuna genoBoro ob6LieHns

MpaBuna peyeBOro 3TMKeTa

MpaBuna yCTaHOBEHUSI KOHTaKTa, NOAAEPXAHUS U Pa3BUTUS
MEX/IMYHOCTHbIX OTHOLLEHWI

CTpyKTypa opraHmsauum un pacnpegenenuve dyHKUMn mexay
CTPYKTYPHbIMUW MoApa3aefieHns M1 1 cneumannuctamm

MpaBuna opraHusauun npvemoB B oduce

OTUKET N OCHOBBI MeXAyHapoAaHOro npoTokosia

MpaBuna cepBupoBKK YartHoro (KoderHoro) crona

HUM

lMpaBuna NpUroToBEHUS U MOAAYM FOPAYNX HANUTKOB U 3aKYCOK K

MpaBuna 3awmTbl KOHDUAEHUMANBHOW CnyXebHoW nHdopMaumm

Apyrue
XapaKTepucTukm

3.3.6. TpyaoBas dyHKUMS

HanmeHoBaHue

MponcxoxaeHne
TpyZoBOW
byHKLMN

OpraHusauus noarotosku, | Kop C/06.6 |YpoBeHb 6
nposeAeHns un (nopypoBeHb)
obcnyxunsaHus KBanMdukaumm
KOH(epeHTHbIX
MeponpusTUin
OpwurunnHan X 3anMCTBOBaHO

13 opurvHana

Kop PervctpaumoHHbI

opurnHana

Homep
npodgeccMoHanbHoro
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CTaHzapTa

Tpynosble
nencrems

[MoaroTtoBka MOBECTKU AHA MEPOMPUATUS

OdopmMeHne crmcka y4acTHUKOB MEPOMpUSTHS

NHdOopMUMpoBaHMeE YYaCTHUKOB O HaMeYatoLWeMCsi MeEPONPUSTAM 1
YCNOBUSAX y4acTus

Bbi6op MecTa 1 BpeMeHW NpoBeAeHUs MEPONpPUATUS

MoaroToBKa npeABapuUTENbHOW CMETbI pacXoaoB

Paccbinka npurnaweHuii NoATBEPAUBLLMM yyacTUe B MEPONPUSATUU

C60p TEKCTOB AOK/1AA0B M NMPOEKTOB UTOMOBbIX AOKYMEHTOB Y
AOKNaa4ynKkoB

Paccbinka MHMOPMaLMOHHbBIX MaTePUANoB y4acTHMKaM
KOH(EPEHTHOrO MEPOMPUATUS

CocTaBreHune SiBOYHbIX JIMCTOB U CMUCKa PerucTpaumm y4yacTHUKOB
MeponpusaTus

3akyrnka KaHUensapckMx TOBapoB U NMpoAyKTOB ANt obecrneyeHus
Kode-nays

PelleHne BONPOCOB TEXHUYECKOro OCHALLEHUA MEPONPUATUSA

[MomoLlb B NoAroTOoBKE AOKaAa PyKOBOAUTENS, MPe3eHTaLMOHHbIX
MaTepuasios

OpraHusauns NoAroToBkM npesnanyma n paboumx mect
y4acCTHUKOB

OpraHmaauvm BCTpeEYN n perncrtpauma y4aCtTHMKOB MeponpuaTua

BesneHwe npoTokona MeponpuaTus

OpraHu1saums cepBucHOro o6cyxnBaHuns Bo BpeMs Kode-nays

OpraHusaums KybTypHO-MacCOBbIX MEPOMPUATMIA, TPAHCMOPTHOroO
N FOCTUHUYHOrO obecneyeHus

Heobxoanmble
yMeHus

OpraHun3oBbIBaTb NPOLLECC MNOArOTOBKM K MPOBEAEHMUIO
KOH(EepeHTHOro MEPONPUATUS UHAMBUAYASIbHO U B COCTaBe
paboueli rpynnbl

D,OKyMeHTI/IpOBaTb pa3Hble 3Tanbl Npoueaypbl NOArOTOBKU U
npoeegeHunda KOHq)epeHTHOFO MeponpuaTua

I'Iepe,anaTb I/IH(t)OpMaLI,VI}O, AOKYMEHTbI U MaTtepuasibl y4aCTHUKaM
KOH(i)epeHTHOFO MeponpuaTua

MoaroTtaBnuBaTtb M 060pyAoBaTh CTON NMpesnavyMa u pabouve
MecTa y4aCTHUKOB coBelaHus (3aceaanmns)

CepBupoBaTb YanHbIl (KOdelHbIN) CTON BO BpeMS NpoBeAeHUs
kode-nays

CobntoaaTb NpaBuaa AenoBOro sTMKeTa W NpoTokona

nOﬂAep)KMBaTb UMUAXK OpraHunsauunn

Co3paBaTb UMUK ceKpeTapsi, COOTBETCTBYIOLLMIA UMUNAXKY
opraHusauuu

PaboTaTb ¢ MHdOpMaumen, aHann3MpoBaTb U NpeacTaBNsATL ee B
cMCTEMaTU3MPOBAHHOM BUAe

Ob6ecneynBaTb 6€30NaCHOCTb AeATENbHOCTN OpraHmn3aumm

MpuMeHATb NHGHOPMALMOHHO-KOMMYHMUKALMOHHbIE TEXHOMOMMK

ObecneynBaTb KOMMOPT YHACTHUKOB KOH(MEPEHTHOIO
MeponpusTUSl, MoMoraTb B BONPOCaX MPOXWUBAHWUS, TPAHCMOPTHOIO
obecneyeHus

Heobxoanmbie
3HaHUA

Komnnekc OpraHM3aunMOHHO-TEXHNUYECKUX MepOI‘IpMHTMﬁ no
noAroToBKe U NpoBeAEHUIO coBeLLaHui 1 neperosopos, B TOM
yncne MexayHapoaHbIxX

MpaBuna BeAeHWUs, MOATOTOBKM U 0DOPMJIEHNS MPOTOKONa U
APYTUX [OKYMEHTOB, CO3/laBaeMbIX B NMpoLEecce NnoaroToBKu
KOH(EpPEHTHOro MeponpuUaTUs

CocTaBriieHne CMeTbl pacxo4oB

OCHOBbI HanucaHus pet-le|7| W OOKNaaoB pyKoBoAUTENA

l‘lpaBMna YCTaHOBNEHNA KOHTaKTa, nogaepXaHusa n passutua
MEX/TUYHOCTHbIX OTHOLUEHWI
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lMpaBuna penosoro 06LIJ,EHVIH, AEN0OBOro 3TUKETa

STUKET N OCHOBbI MEXAYHapOAHOro NPOTOKONA

lMpaBnna npoBeAeHUa Ae0BbIX NeperoBopoB

MpaBuna 3awmTbl KOHDUAEHUMANBHOW CnyXebHoW nHdopMaumn

TpeboBaHus 0xpaHbl Tpyaa

Apyrue
XapaKTepuUCTUKK

3.3.7. TpyaoBas @yHKLNS

HanmeHoBaHune |OpraHm3auuns UCNOAHEHUS Kog | C/07.6 |YpoBeHb 6
peLUeHunii, oCyLlecTBeHne (nopypoBeHb)
KOHTPONSA UCMOSIHEHUS KBanudukaumm
nopy4eHunin pykosoauTens
MpoucxoxaeHue | OpurnHan X 3anMCTBOBaHO
TpyAoBOW 13 opurmuHana
dyHKUMN
Koa PerncrpaunoHHbIn
opuruHana HOoMep
npodeccMoHanbLHoOro
cTaHAapTa
Tpynosble JlokyMeHTanbHoe 0popMAEHME pELLEHNIN PYKOBOAUTENS
AencTBus

[oBeaeHve no ceeaeHns paboTHUKOB OpraHmn3aunmn pacnopsi>XeHni
pykoBoAuUTeNs

KoopauHauusi 4esiTeNbHOCTU MO UCMOJSTHEHUIO pPeLLeHUi
pykoBoauTens

BeneHve cpokoBOro TeKyLero v npeaynpeanTenibHOro KOHTpons

MpoBepKa UCMONIHEHWS MOPYYEHU PYKOBOAUTENS B
YCTaHOB/IEHHbIR CPOK

MpeaynpexaeHne CoTPYAHWKOB 06 MCTEUEHUMU CPOKa MCMOSHEHUS
nopy4YeHuin pyKoBoaAUTENS

dukcaumsa UCNONHEHUS MOPYYeHUI

CocTaBrieHMe OTYETOB U aHaIMTUYECKMUX CMPABOK O BbIMOIHEHUN
NMopyyYeHU N peLEHUI PyKOBOAUTENS

Heobxoanmble
yMeHus

BecTn CpoKOBYIO KapTOTEKY

BecTu yyeTHble perncTpaumnoHHbie hopMbl, MCNOMb30BaTh X ANS
paboTbl MO KOHTPOJIO UCTIOSTHEHUSI MOPYYEHUN PyKOBOAUTENS

Pa6oTtaTb C I/IH¢)OpMaL|,VIeIZ MO KOHTPOJIKD, CUCTEMATU3NPOBATb €€ U
npeacTtaBnidaTb B BUAE CBOAHbBIX AOKYMEHTOB

Mcnonb3oBaTbh CpeacTBa KOMMYHUKaLMKW AN nepefaydn nopyyeHuii
pyKoBoauUTens

Mcnonb3oBaTb coBpeMeHHble cpeacTsa cbopa n 06paboTku
KOHTPOJIbHOM MHpOpMaLmm

MpuMeHATb NHHOPMALNMOHHO-KOMMYHWUKALMOHHbIE TEXHOMOrMK

OueHuBaTb pe3ysibTaTbl B paMKaX MOCTaB/I€HHbIX 3a4a4

OcyLecTBNSATb KOHTPOSIb UCMOMHEHUSI MOPYYEHUI PyKOBOAUTENS
COTpYyAHMKaMM

Heobxoanmblie
3HaHUA

O6wue TpeboBaHMS K CpOKaM UCMOSTHEHUS JOKYMEHTOB U
KOHTPOJIbHBIM (DYHKUMSAAM CNY>6bl JOKYMEHTALMOHHOIO
obecneyenHus

MpuHLMNbI, cNocobbl MHHOPMUPOBAHUS COTPYAHUKOB

OTuKa AenoBoro obLlieHuns

YnpaBneH4yeckas CTpPyKTypa opraHu3aumm, pyKoBOACTBO
opraHu3aummu, o6pasubl NOANUCEN PYKOBOASLUMX COTPYAHUKOB,
KPYr UX MOSIHOMOYMIA U OrpaHUYEHUsI UX 30H OTBETCTBEHHOCTU

WHCTpYyKUMM MO AeNONPOU3BOACTBY U APYTMM JIOKaNbHbIM
HOpPMaTMBHbIM aKTaM, yCTaHaB/IMBAOLWMM MOPSAOK peannsalmum
ynpaBreHYyeckux npoueayp

Opyrue




XapaKTepucTmukm
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3.3.8. TpbyAoBble pyHKUMM

HanmeHoBaHue |OpraHusaums u Kop | C/08.6 |YpoBeHb 6
noaaep>xxaHue (noaypoBeHb)
dyHKUMOHanNbHoOro paboyero KBanudukaunm
NpOCTpPaHCTBa NPUEMHON U
kabuHeTa pykoBoauTeENs

MpoucxoxaeHue | OpurnHan X 3aMMCTBOBaHO

TpyAoBOW 13 opuruHana

dyHKUMH

Kopn PerncrpaunoHHbIi
opurmnHana HoMep
npogeccroHanbHOro
cTaHfjapTa

TpyZoBble AelCTBUSA

ObecneueHne paboyero mecta pykoBoAUTENS HEOH6XOANMbIMU
cpeacreamm 0praHVI33L|,VIOHHOl7l TEXHUKUN, KaHUENAPCKUMU
NMPUHAANEXHOCTAMU

OpraHusauusi npueMHoi ocdurca B COOTBETCTBMM C TPeHOBaHUSIMU
SProHOMUKM U KyNbTYpbl TpyZa

OpraHusaums ohopMIIEHUS MHTEPbEPA NMPUEMHOW PYKOBOAUTENS

O6opynoBaHune paboyero Mecta OprrexHMKON, nepcoHasnbHbIM
KOMMbIOTEPOM, BCMIOMOraTelbHOM TEXHUKOM

OpraHusauns 060pyAoBaHMs MPUEMHOI CUCTEMAaMM XpaHeHus,
HEo6X0AMMbIMU MPUCMOCO6IEHMSIMU, 06EeCneYeHns KaHUenspCKUMM
ToBapamu

ObecneueHune XPaHeHUA U 3aMeHbl paCcXoA4HbIX MaTepManos,
NoOBCEAHEBHbIN yxon 3a Opl—reXHMKOVI

3akas KaHUENAPCKNX TOBaApoOB, TMr*MeEHNYeCKnxX ToBapos,
NMpPOoAYKTOB NMUTAHUA

Heobxoanmble
yMeHus

CospaBaTb ycnosusi, obecnedmsatowme achdekTnBHYO paboTy
pykoBoAuUTens

MpYMeHATb B COOTBETCTBMM C Ha3HAYeHWEM CpeacTBa
OpraHM3aLMOHHON TEXHUKW, KaHLENspCKue NpuHaanexHocTm

OcHawaTtb paboyee MecTo pykoBoauTeNsa n ceoe paboyee mecTo
HeobxoamMbIM 060pyaoBaHNEM

OcyLLecTBNSATb 3aMeHY pacxoAHbIX MaTepuanoBs, YX0Z 3a
OprTexXHMKOWN

OCyLLI.eCTBJ'IﬂTb NOBCEAHEBHbIN yXoZ4 3a KOnMpoBa/sibHbIM
annapaTtoM, 3aMeHy U XpaHeHne KaprVID,)KeVI, TOHEpa

KOHTpO/IMpOoBaTh COCTOSIHME W MOMOHATEL 3anackl KaHLENPCKUX
TOBapOB, CPEACTB MMrMeHbl, MPOAYKTOB MUTaHUS

Heobxoanmblie
3HaHUs

TpeboBaHus 0XpaHbl Tpyaa, NPOU3BOACTBEHHOW CaHUTapuu,
MPOTMBOMOXaPHOM 3aLUNTbI

OCHOBbI NPaBU/IbHOW OpraHu3auun Tpyaa U MeToAbl MOBbILLEHUS
ero apdeKTuBHOCTU

OCHOBbI 3proHOMUKK odurca U hIOPUCTUKM

CraHaapTbl M peKoMeHAauMmn no 06opyaoBaHMO 0DUCHBIX
nomelleHnn

CocTaB opraHn3aumMoHHON TEXHUKU, ee YCTPOMCTBO U NOpsaoK
paboTbl C HeW

Apyrue
XapaKTepucTmukm

3’.3. 9. TpyaoBasi pyHKUNS

HanmeHoBaHue

cekpetaps

PaspaboTka fiokanbHbIX Kop C/09.6 |YpoBeHb 6
HOPMaTMUBHbIX aKTOB, (noaypoBeHb)
pernamMeHTMpyowmx paboty KBanudukaumm
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MpowncxoxaeHue | OpurnHan X 3anMCTBOBAHO

TpyAoOBOW M3 opurmHana

dyHKUMM

Kop opurnHana PeruvcrpaumoHHbIN
HoMep
npogeccroHanbHOro
cTaHfjapTa

TpyAnosble Pa3paboTka AO/HKHOCTHOM MHCTPYKLMKN CekpeTaps

AencTemsa

PaspaboTka MosioXKeHUs 0 cekpeTapuaTe

Pa3zpaboTka MHCTPYKLUN NO AEe/I0NPON3BOACTBY

Heobxoanmbie
yMeHus

CocTaBnaTb M 0pOpMIATbL OpraHM3aLMOHHbIE U MeToANYECKME
[OKYMEHTbI

PepakTnpoBaTb TEKCTbI CNYXEBHbIX AOKYMEHTOB

PaboTaTb CO BCeN COBOKYMHOCTbIO MH(OPMaLMOHHO-
[OKYMEHTaLMOHHbIX peCypcoB opraHu3aumm

Monb3oBaTbCa 6a3aMm AaHHbIX, B TOM YMCe yAaaneHHbIMU
6asamMn faHHbIX

Mcnonb3oBaTb CrnpaBoO4HblE€ NpaBOBbl€ CUCTEMDbI

PaboTaTb C KOMMbIOTEPOM, KaTanoramu (nankamu) n davinamm,
CKaHepomMm

Monb3oBaTbCst OPUCHBIM NaKeTOM (TEKCTOBbIN pefaKkTop,
Tabnmubl)

Monb3oBaTbCca NepudepunHbIMKU YCTPOMCTBAMM U OPIrTEXHUKOM

Monb30BaTbCA 3N1EKTPOHHOM MOYTON

Monb30BaTbCs CUCTEMaMM 3MEKTPOHHOIO AOKYMEeHToo60poTa

HeobxoanMbie 3HaHUS

MpaBoBble OCHOBbI yrpaBneHusi (OCHOBbI aAMUHUCTPATUBHOTO,
TPYZLOBOrO U rpaXkAaHCKOro npasa)

[encTeylowne npaBoBble aKTbl, HOPMaTUBHO-MEeTOANYECKME
AOKYMEHTbI, roCyAapCTBEHHbIE CTaHAAPTbI, onpeaendtouune
nopsiAoK AOKYMEHTauMOHHOro obecneyeHuns ynpasneHums

CTpyKTypa, pyKOBOACTBO CTPYKTYPHbIX Noapa3saeneHnin, obpasupbl
noAnucel nuL, UMeLMX NpaBo NoANUCcaHUsa U yTBEPXAEHUS
[OKYMEHTOB, U OrpaHUYeHUst UX 30H OTBETCTBEHHOCTU

MpaBuna AOKYMEHTALMOHHOIo obecrneyeHns 4esTelbHOCTH
opraHusaumm

Mopsaaok paboTbl C AOKYMEHTaMu

Tpe6OBaHI/IFI, npegbsapndeMmble K JOKYMEHTAM B COOTBETCTBUN C
HOPMaTUBHbIMMN aKTaMN U roCyaapCTBEHHbIMKW CTaHAApTaMu

MpaBuna cocTaBneHUs opraHM3aLMOHHbIX JOKYMEHTOB
(NONOXEeHUN, NHCTPYKLNIA, pernaMeHToB)

Buabl AOKYMEHTOB, X Ha3HauyeHue

OCHOBbI 4OKYMEHTHOW JIMHFBUCTUKMU

TpeboBaHus oxpaHbl TpyAa

Opyrue
XapaKTepucTukun

3.3.10. TpyaoBas yHKUMS

HanmeHoBaHue | CocTaBneHue n obopmieHme Koa | C/10.6 |YpoBeHb 6
ynpaBieH4YyecKkon fJoKyMeHTaumm (nopypoBeHb)
KBanudukaumm
MpouncxoxaeHue | OpurnHan X 3aMMCTBOBaHO
TPYAOBOW 13 opuruHana
dyHKUMN
Kop PerncrpaumoHHbIi
opurnHana HoMep
npodeccnoHanbHOro
cTaHaapTa

’prﬂ.OBble nAeicteua | CocTaBieHUe NpoeKToB pacrnopsanTenbHbiX (MpuKassl,
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pacnopsixeHus) 1 MHOOPMaLIMOHHO-CNPABOYHbIX JOKYMEHTOB
(cnyxebHble NncbMa, CNpaBKu, AOKNAAHbIE U CNyXebHble 3annckn)

MeyaTb CNyXe6HbIX AOKYMEHTOB U APYrUX MaTepuasnos

Pa3sMHoOXeHne cnyxebHbIX JOKYMEHTOB

KOHTPO/Ib MPOXOXAEHMS LOKYMEHTOB B OpraHu3auunm
(cornacoBaHue, NOAMMUCAHME U YTBEPXKAEHNE AOKYMEHTA)

Heobxoanmbie
yMeHus

PepakTnpoBaTb TEKCTbI CJ'Iy)KEGHbIX AOKYMEHTOB

Monb3oBaTbCs YHUPULMPOBAHHBIMU (POPMaMU JOKYMEHTOB

OdopmMNATb KaccoBble GUHAHCOBbIE AOKYMEHTbI M JOKYMEHTbI MO
y4eTy HaknagHbIX pacxonoB

MevaTaTb cnyxebHble JOKYMEHTbI

Monb3oBaTbCcsa NepudepunHbIMKU YyCTPOMNCTBAMU U OPIrTEXHUKOM

Pa6oTaTb C KOMMbIOTEPOM, CKAHEPOM

Monb3oBaTbCs OPUCHBIM NAKETOM (TEKCTOBbIV peAakTop, Tabnuubl)

Monb30BaTbCs 2N1EKTPOHHOM MOYTOMN

Monb30oBaTbCa CMCTEMAMW NIEKTPOHHOIO AOKYMeHToobopoTa

ObecneynBaTb 6€30MaCHOCTb AESATENbHOCTU OpraHM3aumm

Heobxoanmbie

npaBOBbIe OCHOBbI ynpaBiieHus (OCHOBbI AOMUHUCTPATUBHOIO,

3HaHuUs TPYZLOBOrO M XO35IMCTBEHHOrO npaBsa)
CTpyKTypa opraHusaLumm, pyKoBOACTBO CTPYKTYPHbIX
noapasaeneHuin, obpasubl NOANMCEN NUL, UMEILLMX NPaBo
noAnuCaHns N yTBEPXAEHUS JOKYMEHTOB, U OrpaHUYEeHUst NX 30H
OTBETCTBEHHOCTMU
MpaBuna 4OKYMEHTaUMOHHOIO obecneyeHns AesTeNbHOCTU
opraHusaumm
Mopsinok paboTbl ¢ AOKYMEHTaMu
TpeboBaHUsi, NpeabsBsieMble K JOKYMEHTaM B COOTBETCTBUM C
HOPMaTMBHbIMW aKTaMu U rOCyAapCTBEHHbIMW CTaHAapTaMu
Buabl 4LOKYMEHTOB, UX Ha3HayeHue
MpaBuna cornacoBaHus LOKYMEHTOB OpraHu3auunmu (BHYTPEHHEro m
BHELLUHEro)
MpaBuna noanucaHns n yTBEPXAEHUS JOKYMEHTOB
MpaBuna coctaBneHns n opopmneHns nHpopMaLnoHHO-
CMpaBOYHbIX, YNpaBieHYEeCKUX AOKYMEHTOB U CIy>XebHbIX nucem
OCHOBbI AOKYMEHTHOW NIMHIBUCTUKMU
[paMMaTuueckue npasuia pycckoro a3bika
TpeboBaHus oxpaHbl TpyAa

Opyrue -

XapaKTepUCTUKUN

3.3.11. TpynoBas @QyHKUMS

HanmeHoBaHwue | OpraHmnsaums paboTbl € Koap | C/11.6 |YpoBeHb 6
[OKYMEHTaMW B NPUEMHOWN (noaypoBeHb)
pykoBoauTens KBanmMdmkaumm

MpoucxoxaeHue | OpuruHan X 3aMMCTBOBaHO

TPYAOBOW 13 opurmHana

dyHKUMN

Kop PerncrpaumoHHbIi
opurnHana HoMep
npodeccmoHanbHOro
cTaHaapTa

TpyLoBble AelicTBUSI

l‘lonyquMe, npeagBaputenibHOE paCCMOTPEHNE U COPTUPOBKA
NoCTynawwmnx B NpMEMHYO pyKoBoAUTENA JOKYMEHTOB

MoaroToBka AOKYMEHTOB A4 paCCMOTPEHUA pyKOBOAUTENEM

Yyet AOKYMEHTOB, NMOCTYyNnawwmnx Ha nMa pykosoauTens

OpraHVI3aLI,VIﬂ AOCTaBKMN AOKYMEHTOB UCMNOJIHUTENIAM
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CosnaHue u BeaeHmne 6asbl AaHHbIX JOKYMEHTOB PYyKOBOAMTENS

BefeHune MHbOPMaLMOHHO-CMPaBOYHOM paboTbl

KOHTPO/Ib MCMOMHEHWS LOKYMEHTOB M MOPYYEHUI PYKOBOAMTENS

Heobxoanmbie
yMeHus

PaboTaTb C BXoAsLeN, ncxoaswen, BHYTPeHHEN AOKYMeHTaunen

Monb30BaTbCs CUCTEMAMM NIEKTPOHHOIO AOKYMeHTOoobopoTa ANns
perncrTpaumm, KOHTPONs AOKYMEHTOB U MHPOPMALMOHHO-
CrnpaBoOYHON paboTbl C JOKYMEHTaMU

MpuMeHATb MHHOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHOSIOTUW ANS
paboTbl C JOKYMEHTaMun

CocTaBnaTb U 0POPMAATL HOPMATUBHbIE aKThbl

Heobxoanmblie
3HaHUs

HopMaTnBHble MpaBoBble aKTbl, HOPMATUBHO-METOANYECKME
AOKYMEHTbI, rocyAapCTBeHHbIE CTaHAAPTbI, onpeaendtouune
nopsiAoOK AOKYMEHTaUMOHHOro obecneyeHuns ynpasneHums

CTpyKTypa opraHum3auum, pyKOBOACTBO CTPYKTYPHbIX
noapasaeneHui

CoBpeMeHHble UHPOPMALMOHHbIE TEXHONOMMK paboThl C
LOKYMEeHTaMu

Mopsifok paboTbl C AOKYMEHTaMU, CXeMbl OKYMEHTOO60poTa

MpaBuna paboTbl C BXOAALMMU, UCXOAALLMMU N BHYTPEHHUMU
AOKyMeHTaMun

[MpaBuna opraHmnsaumm KOHTPOSS UCNONIHEHNSA [OKYMEHTOB U
TUNOBblE CPOKN UCMOSTHEHUA OOKYMEHTOB

I'IpaBVlna COCTaBJIEHNA aHANUTUYECKUX CNMPaBOK MO opraHunsauun
pa60‘rb| C AOKYMEHTAaMUN U KOHTPOJIIO UCNOJTHEHUA AJOKYMEHTOB

I'IpaBMna co3faHus u BeaeHust 6a3 AaHHbIX CJ'Iy)Ke6HbIX
AOKYMEHTOB B OpraHun3aunmn

CuCTEMbI 3IEKTPOHHOIO JOKYMEHTO060poTa

TpeboBaHus oxpaHbl Tpyaa

Apyrue
XapaKTepUCTnKun

3.3.12. TpynoBas @QyHKUMS

HavmeHoBaHue |OpraHu3auns xpaHeHus Kon C/12.6 |YpoBeHb 6
[OKYMEHTOB B MPUEMHOM (noanypoBeHb)
pykosoautens KBanumkaumm

MpowncxoxaeHue | OpurnHan X 3anMCcTBOBaHO

TpyZoBOW 13 opuruHana

dyHKLMN

Kon PerncrpaumoHHbIl
opurvHana Homep
npodeccrMoHanbHOro
cTaHaapTa
TpynoBble PaspaboTka paszfenoB HOMEHKIATypbl eN OpraHu3auunm
nencTeus

®opMupoBaHve 1 odopMIeHUe Aen NOCTOSIHHOIO,
[O/ITOBPEMEHHOIO CPOKOB XpaHEHUs!

MoaroToBKa M nepefada e B apxXusB opraHusaumum

Heobxoanmbie
yMeHus

PaBpa6aTbIBaTb HOMEHKNAaTypy AeN OopraHunsauunm C y4eTom
LI,eIZCTByI'OLLl,MX HOPMaTUBHO-METOANYECKUX JOKYMEHTOB

Mcnonb3oBaTb HOMEHKNATYPY AN NPU U3yYeHUU CTPYKTYpbl
opraHu3aLmmn, CoCcTaBneHnUn onucen aen

dopMupoBaTb 1 0pOpMAIATL AeNla B COOTBETCTBUM C YTBEPXKAEHHOW
HOMEHKIaTypoil Aen opraHnsauum

ObecneunBaTb COXPaAHHOCTb AOKYMEHTOB OpraHu3aunm

MponsBoANTb NOArOTOBKY AEN A Nepenayn B apxme

MpuUMeHATb NHPOPMALMOHHO-KOMMYHUKALIMOHHbIE TEXHOMOMUU ANsi
paboTbl C AOKYMeHTaMun

Heobxoanmblie
3HaHUA

HOpMaTI/IBHbIe npaBoOBbl€ aKTbl, HOPpMAaTUBHO-METOAUNYECKHNE
AOKYMEHTbI, rOCyAapCTBEHHbIE CTaHAAPTbI, onpeaensdoumne
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nopsiioK OKYMEHTALMOHHOMO obecneyeHmnst yrnpaBneHus

Buabl HoMeHKNaTyp, obwue TpeboBaHWs K HOMEHKNaType,
METOAMKA ee COCTaBNeHUs U 0OpMIIeHNS

MopsiAoK opMUPOBaHUS M ODOPMIEHUS AeN C yKasaHueM
cneundukn hopMUpoBaHUS OTAESbHbIX KaTeropuit aen

MpaBuna xpaHeHWs fen, B TOM Ync/e C AOKYMEHTaMu
OrpaHUYeHHOro AocTyna

MpaBuna BblAa4M 1 UCMNOJSIb30BaHUS AOKYMEHTOB U3
cchopMUpPOBaHHbIX Aen

TpeboBaHus 0xpaHbl Tpyaa

[MpaBnna NoAroToBKU W nNepeaayn Aen B apxvs opraHusaumm

Apyrve
XapaKTePUCTUKA

3.3.13. TpyaoBbie pyHKUUMN

HanmeHoBaHue | ObecneyveHune pykosoautens |Kopa C/13.6 YpoBeHb 6
nHdopMaumen (noaypoBeHb)
KBanndukaunm
MpowncxoxaeHue | OpurnHan X 3anuMCTBOBAHO U3
TpyZoBOW opuruHana
dyHKLMN
Kong PerncrpaumoHHbIl
opuruHana Homep
npodeccrMoHanbHOro
cTaHaapTa

TpynoBble AencTBUS

C6op 1 nepepaboTka MHbDOPMaLMK, HEO6XOANMON ANSI MPUHATUS
060CHOBaHHbIX YMpaB/EHYECKUX PeLIEHUI

MpoBepka AOCTOBEPHOCTU, MOSHOTLI U HEMPOTUBOPEUMBOCTY
[aHHbIX, UCKlOYeHMe Ay6aMpoBaHus MHbopMaumm

MpenocTtaBneHve AaHHbIX B €4MHOM U YA0H6HOM Ans BOCMpUATUS
dopmaTe

BbisiBNeHWe Haubosiee 3HaUMMbIX KPUTEPUEB CUCTEMATU3ALMM
MHdopMauun ans cosgaHus 6as AaHHbIX

(DOpMI/IpOBaHVIe M ncnonb3oBaHune 6as AaHHbLIX B opraHunsauunum

Heobxoanmbie
yMeHus

OcyulecTtBnaTb c6op, 06paboTky 1 aHanus nHdopmaunm B
COOTBETCTBMM C TPeBOBaHUSIMMN KPATKOCTU, YETKOCTH
popMynnpoBOK, CBOEBPEMEHHOCTN MOCTYMNEHUS, TOYHOCTU U
[OCTOBEPHOCTW, ONTUMasIbHOCTU CUCTEMaTM3aUnmn, HeNpepbIBHOCTU
cbopa n 06paboTkn nHbopmaumm

OcyLlecTBNATb perucTpaumio, HakonJeHue u nepeaayvy,
cMCTEMaTU3MPOBaAHHOE XpaHeHMe U Bblgavy nHdopMaummn B
Tpebyemoi cdopme

CocTaBnaTb U 0pOpMAATb CBOAHbIE, OTYETHbIE, CTaTUCTUYECKMNE
[OKYMEHTbI

OcyulecTtBnaTb 06paboTKy n CTPYKTypupoBaHue nHdopMaumm,
06pa3yst HPOpPMaLMNOHHbIE pecypChbl

BBOAWTbL HOBbIE A@HHbIE B CI'IpaBO‘-IHO-VIHCbOpMaLI,MOHHbIe CUCTEMDI

BBOAUTb B MaMATb KOMMbIOTEPA 3NEKTPOHHbIE 06pa3sbl JOKYMEHTOB

Mpon3BoanTb NOUCK MHbOPMaLUK B CyLLeCcTBYyrOWMX 6azax
AaHHbIX, BECTU MH(OPMaLMOHHO-CMPaBOYHYO paboTy Ha ocHoBe
pPa3INYHbIX KOMBMHALMI MOUCKOBbLIX NMPU3HAKOB

MpuMeHATb NHHOPMALNMOHHO-KOMMYHMUKALMOHHbIE TEXHOMOMMK

Heobxoanmbie
3HaHUA

Oco6eHHOCT hOPMUPOBAHUSI BHELLUHUX U BHYTPEHHUX
MHbOPMaLIMOHHBLIX MOTOKOB

CocTaB BHeLHNX I/IH(bOpMaLl,MOHHbIX MOTOKOB

CocTaB BHYTPEHHUX MHMOPMALMOHHbLIX MOTOKOB

CTpyKTypa opraHusaumv 1 nopsifok B3auMoaencTens
noapasaeneHun n cnyxo

OcobeHHOCTU hopMmpoBaHusa 6a3 gaHHbIX B OpraHusaumm




MHMOPMaLMOHHBIX NMOTOKOB
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CoBpeMeHHble Hay4yHble MeTOAbl U TEXHUYECKME CPeacTBa,
cnocobcTytowme cbopy, 06paboTke, COXpaHeHUO U nepegayve

TEXHUKU

MeToabl 06paboTkn MHMOPMaLMK C MPUMEHEHUEM COBPEMEHHbIX
TEXHUYECKMX CPEACTB KOMMYHUKALMIA U CBSI3U, BbIYUCIUTENBHOM

TpeboBaHus oxpaHbl Tpyaa

Apyrve
XapaKTepuUCTUKK

3’.3.14. TpyAaoBa

9 DYHKUNA

HanmeHoBaHue | OpraHusauns Kog C/14.6 |YpoBeHb 6
NHbOPMaLMOHHOIO (noayposeHb)
B3anMMOAeNCTBuA KBanMpmkaumm
pykoBoauTens c
OO/DKHOCTHBIMKU NMLaMun
opraHusauum

MponcxoxaeHue OpuruHan X |3avMCTBOBaHO 13

TpyZoBOW opuruHana

dyHKLMN

Kon PerncrpaumoHHbIi
opuruHana HoMep
npogeccroHanbHOro
cTaHfjapTa
Tpynosble NHdopMmmpoBaHne paboTHMKOB opraHm3aummn O peLueHmnsax
AencTeusa pykoBoauTens

OpraHusauus obMeHa nHdopMaumen Mexay noapasaeneHnsamMm m
AOSHKHOCTHBIMU NML@MK OpraHm3aumnm

OnoBelleHre paboTHWKOB O NMPEACTOSALWMX MEPOMPUATUSIX

OpraHmaauvm BCTpEY TPyAOBOIro KO/IMEKTUBA C PyKOBOACTBOM

paboynM 1 IMYHBLIM BOMPOC

aM

MHdopMUpoBaHMe pyKoBoAMTENSA 06 06paLLeHnsIX COTPYAHUKOB Mo

Heobxoanmblie
yMeHus

nHdbopmMaumn

Mcnonb3oBaTb COBPEMEHHbIE TeXHOMorMn c6opa 1 nepeaauu

OcywecTtBnaTb c60p 1 nepepaboTky nHbopMaummn, HeobxoanMon
ANst AesiTeNlbHOCTM pyKOBOAMUTENS

NaHHbIX

OCyLLI.eCTBJ'IﬂTb CUCTEMATU3ALMIO NMOyHaeMbIX U NepefaBaeMblX

MHpopMaLuun

OCyLLI.eCTBJ'IﬂTb NMpoBEPKY AOCTOBEPHOCTU, MOJTHOTLI U
HEMNPOTUBOPEYNBOCTU AAHHbIX, UCKJTHOYEHUE Ll,y6J'IVIpOBaHVIﬂ

dopmaTe

MpenocTaensaTb AaHHbIE B €AMHOM M yA06HOM AN BOCMPUATUS

MHOroKpaTHO MCMOoMIb30BaTh MONyYeHHY MHdOpMauuto,
NMOCTOSAHHO O6HOBASATL AAHHbIE

ObecneunBaTb onepaTnBHOCTb I/IHd)OpMaLJ,VIOHHbIX MOTOKOB

Pa6oTaTb C KOMMbLIOTEPOM, UCMONb30BaTh OUCHbLIN NakeT
(TekcToBbIV pepnakTop, Tabnuubl)

Heobxoanmbie
3HaHUA

opraHusaumm

HOpMaTI/IBHbIe NnpaBoOBbl€ aKTbl, HOPpMAaTUBHO-METOAUNYECKHNE
AOKYMEHTbI, roCyAapCTBEHHbIE CTaHAAPTLI B ccbepe AEATENBHOCTU

CTpyKTypa opraHusaumm, pyKoBOACTBO CTPYKTYPHbIX
noApasaeneHnin, HanpasneHus AesTelbHOCTM OpraHnsaumm un
KOMMETEHUNN CTPYKTYPHbIX NMOAPa3AeNeHNA U AOKHOCTHBIX JINL

Knaccudurkaums ynpaBneH4eckon nHdopmaunm, smuabl
ynpaBneH4yeckon nHpopmauum

®opMbl NpeAoCTaBNeHNS YpaBieHYeckon nHdopMaLmm

McTouHMKM ynpaBneHyeckon nHdopmauum

MeToaunka oT6opa NCTOYHUKOB MHMOPMaLNn

TpeboBaHus, NpeabsBAseMble K yrpaBreH4Yeckon nHpopmaummn
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TpeboBaHus 0xpaHbl Tpyaa

Opyrve
XapaKTepucTukun

3.4. 0606LueHHas TpyaoBas dyHKUUS

HanmeHoBaHwue | IHpOpMaunoHHO-aHanuTnyeckas 1 Kop D |YpoBeHb 6
OpraHu3aunMoHHO-aAMUHUCTPaTUBHAs KBanuukaumm
noaAepXKa AeAaTeslbHOCTH
pyKoBOAUTENS OpraHu3aumm

MpoucxoxaeHne OpuruHan X |3anMMcTBOBaHO U3

0606LeHHON opurnHana

TPyAoBON DYHKUMM

Kop PerncrpaunoHHbIl
opuruHana HoMep
npodeccrMoHanbHOro
cTaHZapTa

Bo3MOXHble
HauMeHOoBaHus
OOJDKHOCTEN,
npodeccum

MomMowHnK pykoBoauUTeENA

TpeboBaHus K
obpasoBaHuio 1
obyueHuo

Bbiclwee o6pa3oBaHue - 6akanaspuat
[ononHuTenbHoe npodeccuoHanbHoe o6pasoBaHie

TpeboBaHus K
onbITy
npakTU4ecKom
paboTbl

He mMeHee TpeX neT no I'IpOdC)VI}'IlO AEATENIbHOCTUN OpraHM3aunn

Ocobble ycnosus
fonycka k pabote

Apyrve
XapaKTepucTmkm

LonosiHnTe/IbHbIE XapaKTePUCTUKU

HanmeHoBaHue Kon HanmeHoBaHue 6a30BOW rpynmnbl, AOKHOCTM
[OKYMeHTa (npodeccumn) nnu cneunanbHoOCTN
OK3 2432 Bubnunotekapu, 6ubnuorpadbl, LOKyMeHTOBEAbI U
cneumanucTbl poaACTBEHHbIX Npodeccunii
OKCO 032001 |[lokyMeHTOBeAEHME N NOKYMEHTALNOHHOE
obecneyeHne ynpaeneHus
032002 |[okyMeHTaLMOHHOe obecrneyeHne ynpaBneHms 1
apxvBoBeaeHue
3.4.1. Tpysosble pyHKUUN
HanmeHoBaHue | ®opMupoBaHue Koa D/01.6 |YpoBeHb 6
MHMbOPMaLMOHHOIO (nopypoBeHb)
B3anMMoOAeNCTBuUSA KBanmMdukaumm
pykoBoauTens c
opraHusaumamMm
MpouncxoxaeHue | OpurnHan X 3aMMCTBOBaHO U3
TPYAOBOW opurnHana
dyHKUMN
Kop PerncrpaumnoHHbIn
opuruHana Homep
npodeccmoHanbHOro
cTaHAapTa
Tpynosble OT60p UCTOYHMKOB MHDOPMaLMN B COOTBETCTBUN C 3aaHHbIMKN
nencTems KpUTEPUSMHN

O6paboTka 1 UHTepNpeTauns HbopMaLmm Ans NoAroToBKM
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MPOEKTOB peLLEHUN

MoAroTOBKa 3anpocoB Mo Mopy4YeHuto PpyKOBOAMTENS Ha
nosyyeHve LOKYMEHTOB U MHMOPMaLnUM B opraHax
roCyZAapCTBEHHOM BNACTM U ynpaBeHns, 06LeCcTBeHHbIX
opraHu3auusix v NosyyeHne COOTBETCTBYIOLEN MHMOPMaLNUK 1
[LOKYMEHTOB

NHdopMUpoBaHne pyKoBOAMTENS O pe3y/ibTaTaX pacCMOTPeHMs
3anpocoB W obpalleHni

OpraHunsaums pelleH1s BOMpOCOB, He TpebyroLmx
HEMNoCpeACTBEHHOI0 y4YacTusi pyKoBOAUTENS

MoaroToBka MaTepuanoB An8 y4acTus pyKkoBoauTens B paboTe
pasINYHbIX CTPYKTYP B COCTABE FOCYAAPCTBEHHbIX U
MYHULMNANbHbIX OPraHoB, O6LLECTBEHHbIX OpraHu3aumi

MoaroTtoBka AOKYMEHTOB A/ 3aK/IIOYEHUS COralleHnn O
COoTpyaHmM4yecTBe C A€10BbIMM NapTHEpPaMn

NHdopMUpoBaHMe AeM0BbIX MapTHEPOB M 3aMHTEPECOBAHHbIX
OpraHM3aLmnii 0 peLleHnsX PYKOBOAMTENS B XOA€E BbIMOSHEHUS

cornalweHummn
HeobxoanMble AHanusnpoBaTb M 0T6MPaTb UCTOYHUKN MHDOPMaLMK B
yMeHust COOTBETCTBUM C KPUTEPUSIMU MOJSTHOTbI, AOCTOBEPHOCTH,

CBOEBPEMEHHOCTU NMpenocCTaB/IEHUA VIHdC)OpMaLI,VIVI

CobupaTtb, obpabaTbiBaTb M aHann3nposaTb MHMOPMaLMIO B
COOTBETCTBMM C 3aZlaHHbIMU TpeboBaHUAMYU

I'Iepe,anaTb I/IHCbOpMaLI,VIIO B CMCTEMATU3NPOBAHHOM BUAE

O6pabaTbiBaTb U CTPYKTypmMpoBaTb MHGOpMauuto, obpasys
MHMOPMaLNOHHbIE pecypchbl

Mpov3BOAWTb MOUCK MHMOPMaLMK B CyLLECTBYHOLWMX 6a3ax
[aHHbIX, BECTU MH(DOPMALIMOHHO-CMPaBoOYHYO paboTy Ha OCHOBe
pasfiMyHbIX KOMBUHALMI MOUCKOBbLIX MPU3HAKOB

ObecneunBaTb MHHOPMALMOHHYO 6€30MacHOCTb OpraHnsauumn

PaboTaTb C KOMMbIOTEPOM, UCMONb30BaTb OPUCHbLIN NakeT
(TekcToBbIV pepakTop, Tabnuubl)

Heobxoaumble BHyTpeHHﬂﬂ M BHELWHAA NOIUTUKA OpraHn3auunn

3HaHUs
MpUHUMNbI NPeACTaBUTENBCTBA B FOCYAAapPCTBEHHbIX OpraHax,

opraHax MecTHOro caMoyrnpaBieHUsi, CTOPOHHUX OpraHM3auusx 1
nopsiioK B3aMMOAENCTBUS C HUMMU

MpUHUKUMNBI U METOAbI aAMUHUCTPUPOBAHMS

OcobeHHOCT HOPMUPOBAHUSI BHELLUHUX U BHYTPEHHUX
MHbOPMALIMOHHBIX MOTOKOB

CTpyKTypa opraHusaumv 1 nopsiaok B3anMoAencTBns
noapasaeneHnin u cnyx6

MpaBuna hopMUpoBaHUS U UCMONb30BaHWsS 6a3 AaHHbIX

CoBpeMeHHble Hay4Hble MeToAbl U TEXHUYECKUE CPeacTBa,
cnocobeTBytowme cbopy, 06paboTke, coxpaHeHUO U Nepeaade
nHdbopmMaumn

MpaBuna 3awmTbl KOHDUAEHUMANBHOW CnyXebHoW nHdopMaumm

COBpeMeHHbIe VIH¢)OpMaL|,VIOHHbIe TEXHOJIOrNN

Opyrue -
XapaKTepucTukun

3.4.2. TpyaoBas dyHKUMS

HanmeHoBaHue | AHanu3 nHdbopMaumm n Kon, D/02.6 |YpoBeHb 6
noAroToBka MHMOPMaLMOHHO- (noaypoBeHb)
aHaNUTMYeCcKMx MaTepuasnos KBanmMdukaumm

MponcxoxaeHne OpurnHan X |3auMCTBOBaHO U3

TpyAOBOWA opurnHana
byHKLMN
Kop PerncrpaumoHHbIi
opuruHana Homep
npodeccnoHanbHOro

CcTaHgapTa
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TpynoBble AeCTBUS

Cb6op, nepepaboTka 1 aHanu3 nHdopMaLmm ANs peleHns 3agad,
NMOCTaB/IEHHbIX PYKOBOAUTENEM

MoarotoBka MHMPOPMALMOHHO-aHANIMTUYECKMX MaTeEpPManoB

PaspaboTka TemMaTn4eckoro naaHa o630pHOro AOKyMeHTa, Aoknaja

OnpepeneHune kpyra 6ubnuorpaduyecknx NCTOYHMKOB

Monbop MCTOYHMKOB M NUTEpaTypbl Mo TeMe 0630pa, AokNaaa,
QHaNUTMYECKOW CrpaBku

HanucaHne n odpopmneHne o63opa, goknasa, aHaIUTUYECKON
crnpaBKu

Heobxoanmblie
yMeHus

PaspabaTbiBaTb TeMaTuyeckuit nnaH o63opa, Aoknaaa,
aHaNUTMYeCKOW cnpaBku

O60CHOBbIBaTb aKTyaslbHOCTb MPO6EeMbl, KOTOPYIO MPeACTOUT
ocBeTUTb B 0630pe, foKNake, cripaBke

Monb30BaTbCst MHMOOPMALMOHHBIMM pecypcammn 1
cMcTeEMaTM3NPOBaTh MHMOPMALMIO MO 3aZlaHHbIM KPUTEPUSM

MpaBuIbHO MHTEPNPETUPOBATL MOJTyYEHHbIE AAHHbIE U
npefocTaBNsTb UX B CUCTEMATU3MPOBAHHOM BUAE

Onpep,erme KPpYyr MCTOYHUKOB U NUTEPATYpPbI, HeobxoauMbIX ANns
noAroToBKM VIHCbOpMaLlI/IOHHO-aHaJ'IVITVIl-IeCKI/IX MaTepuanos

M3naraTb MaTtepuan B IOrMYeCKon NocnefoBaTelbHOCTH

[Mpon3BoaUTb aHann3 1 OLEHKY U3/10)XKEHHOro MaTepuana

OdopMAsATb TEKCT B COOTBETCTBYIOLLEM CTUE

Pepa KTUPOBATb TEKCT JOKYMEHTOB

(DOpMyJ'IVIpOBaTb BbIBOAblI N peKOMeHAauunuun

OcyLecTBAsSTb aBTOMaTM3aLUMIo NPoLeccoB c6opa, XpaHeHus v
BblAaun nHbopmMaumnm

[Monb3oBaTbCa YCTPONCTBAMN aBTOMATM3MPOBaHHOM 06paboTkun
TEeKCTOBOW MHGOopMaunm n hdoToHabopHbIMKU YCTPOKCTBaMMU

[MpUMEHATb BbIYNCAUTENBHYIO TEXHUKY U MH(MOPMALMOHHbIE
TEXHOMOMMN AN S3KOHOMUYHOW U paLnoHaabHON OpraHu3aumnm
MHGMOPMaLMOHHBIX MPOLECCOB, MOBbILWEHUS UX TMOKOCTU U
ANHAMUYHOCTU

Mpoun3BoAUTbL NUTEPaTypPHO-CTUINCTUYECKYIO 06paboTKy TeKkcTa,
NpoBepPKY JIOrMYeCcKoi NoCcnefoBaTeNbHOCTU U3/0XKEHUS, aHanm3a
N OLLEHKM, HanucaHusi BbIBOAOB U peKoMeHAauni

anMeHﬂTb OCHOBbI MCUXO0/I0rMK AEeNI0BOro 06LeHus

Heobxoanmble
3HaHUs

HopMaTuBHblE NpaBOBbIe aKTbl, HOPMATUBHO-METOAMYECKME
[OKYMEHTbI, rOCyAapCTBEHHbIE CTaHAapPThl B chepe AesTeNbHOCTH
opraHusauuu

CTpyKTypa opraHusaumm, pyKoBOACTBO CTPYKTYPHbIX
noApasaeneHnin, HanpasneHus AesTeNlbHOCTM OpraHnsaumm un
KOMMETEHUNN CTPYKTYPHbIX NMOApasAeneHnii N AOMKHOCTHBIX JInL

Knaccudukaumsa ynpasneH4yeckon nHbopmaumm, Buabl
ynpaBieH4yeckor nHpopmaumnm

dopMbl NpeAoCTaBAeHNS yrpaBieHYeckon HdopmMaLmm

McTouHMKK ynpaBneHyeckol nicdopMaunm, Metoamnka otbopa
WNCTOYHMKOB UH(OpMaLMm

TpeboBaHus, NpeabsBaseMble K yrpaBieH4Yeckon nHdopmaumnmn

OcobeHHOCTU pedepupoBaHna nHGopMauum, cneumdmrka
ohopMNIEHMS U COCTaBIEHUS aHHOTaUMi, pedepaToB, 0630poB,
[OKNaznoB

OCHOBbI HanucaHus pet-le|7| n OOKNaaoB pyKoBoAUTENA

KaTeropuu notpebutenei, Ha KoTopble 6yaeT paccunTaH AaHHbIN
0630p, goknag

MeToabl 06paboTku MHMOPMaLUN C MPUMEHEHNEM COBPEMEHHbIX
TEXHUYECKUX CPeaAcTB KOMMYHUKALUWN U CBSI3U, BbIYNCANTENTbHOM
TEXHUKU

CTpyKTypa MH(POPMaLMOHHbIX M34aHWI B 3aBUCUMOCTH OT
xapaktepa MHdbopMaLmm 1 LeneBoro HasHauyeHus
MHMOPMaLMOHHBIX N3a4aHUI

CoBpeMeHHble cpeacTBa cbopa, 06paboTku, cuctemaTnlaunm
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nHdbopmMaumn

NcTouHnkn nHdopmaunn: katanorn 6nubnmoTek, xypHanos,
NMONCKOBblE CUCTEMbI MHPOPMaLMOHHO-TENIEKOMMYHUKaLMOHHOW
ceTn "HTepHeT", a3N1eKTPOHHble 6a3bl AaHHbIX

DyHKLUMOHanbHoe Ha3HayeHne o63opa (bubnuorpaduyeckoro,
pedepaTMBHOro, aHaIMTUYECKOro) Kak cpefcTBa opueHTauum
yuTaTens B JOKYMEHTaslbHOM Uv MHMOPMaLMOHHOM MOTOKe

OcobeHHOCTH 0bLLeHayYHOW M NparMaTuyeckon @yHKumMm 0630poB

MpaBuna paboTbl C BHEWHUMU HOCUTENSMU MHDOPMaLnn

HopMaTuBHble JOKYMEHTbI, rOCYyAapCTBEHHbIE CTaHAApThI B
061acTn AesTeNnbHOCTM OpraHusaumm

MoHATHe n cneunduka 6ubnunorpaduryeckoro, pedepaTMBHOIO M
aHanUTUYeCcKoro MHMOPMaLNOHHOIO N3LaHUs

CrnpaBoYHble MpaBoBble CUCTEMbI

Apyrue
XapaKTepuUCTUKK

3.4.3. TpyaoBas dyHKUMS

HavnmeHoBaHue | OpraHusaumsa AenosbiX Kopa D/03.6 |YpoBeHb 6
KOHTaKTOB M MPOTOKOSbHbIX (nopypoBeHb)
MeponpusTUin KBanndbukaumnm

MponcxoxaeHue OpuruHan X |3anMMCTBOBaHO U3

TpyZoBOW opuruvHana
dyHKLUN
Kop, PerncrpaumoHHbIl
opuruHana HoMep
npodeccrmoHanbHoOro
cTaHZapTa
Tpy#osble OpraHusaumsi U NAaHUpoBaHUE AENO0BbIX KOHTAKTOB, BCTPEY U
OencTBus noesaoK pykoBoAUTeNs

OpraHusaums 3acefaHuin, CoBeLaHUn U MePONpUSTUNA,
NpoBOANMbIX pyKOBOAUTENEM

MoaroToBKa MaTepuanoB A/ COBELAHWUI, BEAEHUE U
o opMeHne NpoOTOKOIOB

MoaroToBka npe3eHTaLu/||7| Mo YKasaHuo pykoBoaAUTENA

MoaroToBka u nposeaeHue I'IDECC-KOHCbepeHLlI/IFI pykoBoAuUTENA

BcTpeya yyacTHUKOB neperoBopoB, obecrnevyeHne nx
MHMOPMaLMOHHBIMM MaTepuanamMn, BeaeHme 3anmcen
neperoBopos

Heobxoanmblie
yMeHus

CocTaBnsaTb NaH noesakun pykoBoauTensa

OcopMNsaTb AOKYMEHTbI, HEO6X0AUMbIE AN IENI0BOW NMOE3AKMH,
KOMaHAMPOBKU PYKOBOAMTENS

CocTaBnaTb U 0pOpMAATb NMPOTOKOSbI COBELLAHWIA, 3aCeaHUit 1
APYTNX KOH(MEPEHTHBLIX MEPOMPUSATUIA, FTOTOBUTb CMUCOK
YYaCTHMKOB, NMOBECTKY [HS, SBOYHbIE JIUCTbI U MPOEKTbl UTOFOBbIX
[OKYMEHTOB

CocTaBnsTb Npecc-penusbl

BecTv neperoBopbl C napTHepamu

PaboTaTb B pexuMe MHOro3aAauHoCTu

PaboTaTb c 6onblIMM 06bEMOM MHPOPMaLK

CoszzaBaTb W NOAAEPXKMBATL NONOXMUTENbHbIA UMUAX
opraHusaumMv u pykosoautens

Mcnonb3oBaTh BbIYNCAUTENBHYO TEXHUKY U MH(OPMaLMOHHO-
KOMMYHUWKaLMOHHbIE TEXHOIOrMK Ans 60/1ee SKOHOMUYHOWN 1
paunoHanbHOM opraHn3aunm MHGOpPMaLMOHHbBIX MPOLLECCOoB,
NOBbIWEHUS UX TMOKOCTU Y AUHAMUYHOCTU

ObecneunBaTb MHGOPMaLMOHHYO 6€30NacHOCTb OpraHu3aunmn

HeobxoanMbie 3HaHUS

HopMaTuBHblE NpaBOBble aKTbl, HOPMATUBHO-METOAMYECKME
[OKYMEHTbI, rOCyAapCTBEHHbIE CTaHAapThl B chepe AesTeNbHOCTH
opraHusaumu
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CTpyKTypa opraHusaumm, pyKoBOASALLMIA COCTaB OpraHnsaumm un
noApasaeneHnin, HanpasneHus AesTelbHOCTM OpraHusaumm un
KOMMETEHLUNN CTPYKTYPHbIX NMoApasAeneHnii n AOMKHOCTHBIX JInL

Mcuxonorns 4enosoro obLweHnsl, 0CHOBbI KOHMAMKTONOrnNn

MpaBuna npoBeAeHUs AeNOBbIX MEPErOBOPOB Y NMPOTOKOSbHbIX
MeponpuaTui

DTUKET U OCHOBbI MEXAYHapOAHOro npokosa

MpaBuna coctaBieHust 1 0boOpMSIEHUS AOKYMEHTOB

MpaBuna 3aWnTbl KOHPUAEHLUMANBHON CyXebHoM MHdopMaLnm

NHbOopMaLMOHHO-KOMMYHUKaLMOHHbIE TEXHOOMNN

Apyrve
XapaKTePUCTUKA

3.4.4. TpyaoBas yHKUMS

HanmeHoBaHwe | OpraHmsaumst ICNONHEHNS Kog | D/04.6 |YpoBeHb 6
peleHnin pykoBoauTens (noanypoBeHb)
KBanudukaumm
MpoucxoxaeHne OpwuruHan X |3auMcTBOBaHO
TpyZoBOW 13 opuruHana
dyHKLMN

Kon PerncrpauunoHHbIi
opurnHana HoMep
npodeccrMoHanbHOro
cTaHpapTa

TpynoBble AencTBUS

[okyMeHTanbHoe 0popMIeHNEe peLUeHNii pyKOBOAUTENS,
[oBeAeHne [0 CBeAeHNs paboTHUKOB OpraHM3aLmmn YCTHbIX
pacrnopsiXeHuii pykoBoauTens

KoopanHauus AesiTefIbHOCTU MO UCMOSTHEHUIO peLUeHNi
pyKoBoAUTENS

KOHTPO/Ib MCMOMHEHWS pELIeHWIt PYKOBOAUTENS

MoAroToBKa OTYETOB O BbINMOHEHWUUN NMOPYYEHUI U pELLEHNIA
pyKoBoauUTens

Heobxoanmbie
yMeHus

CocTaBnsTb n Od)OpM)'IFITb AOKYMEHTbI, coaepXalme nopyvyeHuna n
pacnopsXXeHna pykosoanTens

BecTu yyeT nopyyeHuit pyKoBoAUTENS, TPEBYIOLLMX KOHTPOS MO
CYLLECTBY peLlueHust Bonpoca

YeTKOo 1 6bICTPO NpUHMMATL pelleHuns B npouecce paboTbl

Mpon3BOANTb aHaNM3 UCMONHUTENBCKOW ANCUUMIIUHDI

CocCTaBnaTb aHaUTUYECKUE OTHETbLI U CIpaBKu Mo pesynbTaTam
WCMOMHEHUSI MOPYYEHUI U pacrnopsXKeHUn pyKoBoAUTENS

Monb30BaTbCs CUCTEMaMM 3MIEKTPOHHOIO AOKYMeHToo60poTa

MpUMEHSATb BbIYNCIIUTENIBHYHO TEXHWUKY U MHAOPMAaLIMOHHO-
KOMMYHMWKALNOHHbIE TEXHONOMUW AN SKOHOMUYHON 1
paLMoHanbHO opraHn3aumm MHOPMaLIMOHHBIX MPOLLECCOB,
MOBbILWEHUS UX TMEKOCTU U ANHAMUYHOCTU

Ob6ecneuynBaTb 6€30MaCHOCTb AEATENBHOCTU OpraHmn3aumm

Heobxoanmbie
3HaHUs

HopMaTuBHblE NpaBOBbIe aKTbl, HOPMATUBHO-METOAMYECKME
[OKYMEHTbI, rOCyAapCTBEHHbIE CTaHAapThl B chepe AesTeNbHOCTH
opraHusauuu

CTpyKTypa opraHusaumm, pyKoBOACTBO CTPYKTYPHbIX
nozpasaeneHnin, HanpasneHns AesTENbHOCTM OpraHM3aunm un
KOMMETEHUNN CTPYKTYPHbIX NoApasAeneHnii U AOKHOCTHBIX JINL

MpaBuna NnpoBeAeHUs1 KOHTPONSI UCMONTHEHUSI MOPYYEHWIA
pyKoBoauUTens

TexHonornsa BeA€HNsi KOHTPOS UCTMOSTHEHMUS! MOPYYEHUI
pykoBoauTens

CuUCTeMbI 3N1EKTPOHHOIO AOKYMEHTO060poTa, 6a3bl AaHHbIX

TpeboBaHust oxXpaHbl Tpyaa

Opyrue
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XapaKTepucTmukm

1V. CBeaeHusi 06 opraHmn3aumnsx - pazpaboTynKkax npopeccrmoHaabHoro craHagapra

4.1. OTBETCTBEHHAas opraHu3auuns-pazpaboTynk

HIM "HaumoHanbHas accoumnaums oUCHbBIX CNELNanUCToB U aAMUHUCTPATUBHbIX
paboTHukos", ropog Mockea

OnpekTop XntocHea Jlrogmuna MeTpoBHa

4.2. HanmeHoBaHus opraHu3aumnii-paspaboTymKoB

1 AHO "AreHTCTBO CTpaTernyecknx MHMLMATUB NO NMPOABMXKEHUIO HOBbIX MPOEKTOoB",
ropoa Mocksa

2 |AHO "YensabuHckoe permoHanbHOE areHTCTBO pa3BUTUS KBanudukaumn",
ropoa YensbuHck

3 AHO BI1O "MexpervoHanbHbIi OTKPbITbIA COLMANbHbIN MHCTUTYT",
ropoa Nowkap-Ona, Pecnybnunka Mapwuini On

4 Bonrorpauc&(aﬂ TOProBo-npoMbIlWLNEHHaaA nanata, ropoa Bonrorpap,

'Y "BcepoccMnckni Hay4yHo-nccnenoBaTebCKUn MHCTUTYT JOKYMEHTOBEAEHNS U
apxusHoro gena" (BHUWAAL), ropos MockBa

HOY AMNO "UHCTUTYT MHPOPMaLMOHHbIX TexHonormnn "AnTu", ropoa MockBa

Obwepoccnincknini Npodcoro3 paboTHNKOB roCyAapCTBEHHbIX YUPeXAEHU 1
obuiecTBeHHoro obcnyxunsanmsa Poccuiickon ®epepauunn, ropos Mocksa

8 | ObLwepoccuitickoe MexoTpacneBoe obbeanHeHne paboTtogatenel "Hukens",
ropoa MockBa

9 | 000 "MaikpocodT Pyc", ropoa MockBa

10 [OOO "UeHTp akcnepTu3sbl n ceptudunkaummn”, ropos Mockea

11 [OOO "2neKkTpoHHble oduUcHble cuctemol”, ropos Mockea

12 |MoBOMKCKUIN MHCTUTYT yrnpasnaeHus uMenu M.A. CtonbinuHa - punnan Oreoy
BIMO "Poccuitckas akaaeMuns HapoAHOro X035MCTBa U roCyAapCTBEHHON CryX6bl
npu MNpe3sunaeHTe Poccuiickon Gepepaumn”, ropos CapaToB

13 |®rAOQYy AnoO "Akagemusi cTaHAapTUM3aumMmn, MeTpoaorum n ceptudukaumnmn”,
roposa MockBa

14 | ®re0Oy BIO "lMNeH3eHCKMn rocyAapCTBEHHbIW YHUBepcuTeT", ropos lMNeHsa

15 |[®reOyY BIMO "POCCUICKMIA rOCYAapCTBEHHbIN MyMaHUTapHbIN yHUBEpCUTET",
kadenpa nokymeHToBeaeHus, kadbeapa ACLOY, ropos Mockea

16 |®rbY "Hay4yHo-uccnenoBaTenbCKUA MHCTUTYT TpyAa M COLManbHOro
cTpaxoBaHua" MMHUCTEpCTBa Tpyda M COLManbHOM 3almnTbl Poccuiickom
®depepaumn, ropog Mockea

17 |Slpocnaeckas TOproBo-MNpoMbILLIIEHHAs nanarta, ropoj spocnasib

*(1) ObuiepoccMiickmii KnaccugukaTop 3aHITUM.

*(2) Obuepoccniickuii KaaccugukaTop BUAOB S3KOHOMUYECKON AESTE/IbHOCTH.

*(3) Obuiepoccniickuii KnaccupukaTop crneLmnaibHOCTEN 10 06pa3zoBaHUo.

*(4) EanHbIi KBanpuKaLmMOoHHbIN CripaBOYHUK A0/IXXKHOCTEN PYKOBOANTE/IEHN, CNeUNaancToB 1 ApYrux CayxKalymx.

*(5) Obuepoccuiickuii Kaaccugukatop npogeccuri paboymx, A0/IKHOCTEN CAYXKaLUMX U TapUdHbIX pa3psioB.




