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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneumanucT No OpraHU3aLMOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

3apeructpupoBaHo B Muntocte Poccun 15 urons 2020 r. N 58957

MWHUCTEPCTBO TPYA Y COLMATIbHON 3ALLUUTBI POCCUACKOWU ®EOEPALUA

NPUKA3
oT 15 nioHa 2020 r. N 333H

Ob YTBEPXAEHUU NMPOPECCUOHAIIbHOIO CTAHOAPTA
"CNEUMANIUCT NO OPTAHU3ALMOHHOMY N AOKYMEHTALIUOHHOMY
OBECMNEYEHUIO YINPABJIEHUA OPTrAHU3ALUMEN"

B cootBerctBuM ¢ nyHkToM 16 IlpaBun pa3paboTku M yTBEpXKICHHS MPOQECCHOHATBHBIX
CTaH/IapTOB, YTBEPKIACHHBIX mocTaHoBleHueM [IpaBurenscTBa Poccuiickoii denepanuu ot 22 ssHBaps
2013 r. N 23 (Cobpanue 3akonomarensctBa Poccuiickoit @enepanuu, 2013, N 4, ct. 293; 2014, N 39,
CcT. 5266), NpUKa3bIBAIO:

1. YTBepauTh nmpuiaraemMeiii npodeccnoHanbHbI cTanaapT "CrenuanaucT Mo OpraHu3aluOHHOMY
U JOKYMEHTAIIHOHHOMY 00€CIEUEeHUIO YIIPABICHUSI OpraHu3aie’ .

2. Ilpu3HaTh yTpaTUBIIUM CUITYy IpUKa3 MUHHUCTEPCTBA TPYIa U COLMANbHOM 3amuThl Poccuiickoit
@eneparun ot 6 Mast 2015 r. N 2761 "O0 yTBepxaeHUHN NpodeccnoHanbHOro cranaapra "Crnenuanuct
[0 OpraHu3alMOHHOMY ¥ JOKYMEHTAI[HOHHOMY OOCCIICYCHHIO YIpPaBICHHUS OpraHu3anuen”
(3apeructpupoBan  MuHuctepctBoM toctunuu  Poccuiickoir  ®eneparuu 2 uwions 2015 .,
peructpanronHsiii N 37509).

Munuctp
A.0.KOTAKOB

YT1BEpxKIeH

IIpuKa3oM MunucTepcTBa
TpyJa U COMAIbHON 3alIUThI
Poccuiickoit ®eneparn

ot 15 utonsa 2020 r. N 333

NMPO®ECCUOHAIBbHbIA CTAHOAPT
CNEUNANNCT

Nno OPrAHU3ALMOHHOMY U OOKYMEHTAUMOHHOMY OBECINEYEHUIO
YNPABNEHUA OPFAHUSALMEN
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa
"CneumanuncTt no opraH13aLUMoOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

PerucrpanmonHbii
HOMEp
l. O6wume cBeaeHnA
Opranu3zalilnoOHHOE U TIOKyMEHTAalMOHHOE 00eCIieYeHre YIpaBIeHUs 07.002
OpraHMU3aIMsIMH JTIOOBIX OPTaHU3AIIMOHHO-TIPABOBBIX POpPM ’
(HammMeHoBaHWe BHUIa TPO(PECCHOHAIBHON JEATETHHOCTH) Kon

OcHoBHas uyenb Buaa npocgeccnoHanbHOn AeATeNbHOCTH:

Peanuzanus obecnieunBaomux QyHKIMNA yIpaBIeHUs OpraHu3alyeil; BHEAPEHUE JIyUIIuX
TEXHUYECKUX pa3pabOTOK M HOBEHIINX TEXHOJIOTUH B 00ECTICUeHNE YIIPaBICHUS
OpraHu3anuein

Fpynna 3aHATUN:

\o8)
\oS)
I
OS]
I
—
[\®]
S

AJIMUHHCTPATUBHBIN U CexpeTtapu (obmero
WHOM MCIIOJIHUTEITbHBIN npoduIst)
CpeIHETEXHUYCCKUI
nepcoHa

I~

2

(o)

Cayxamue B IpueMHON - -
(obmrero mpodus)

(xom OK3 <1>) (HaMMeHOBaHUE) (xox OK3) (HaMeHOBaHUE)

OTHeceHue K BUAaM 3KOHOMMNYECKOWN AeATeNbHOCTH:

82.11 JlesATenbHOCTh aAMUHUCTPATUBHO-XO3MCTBEHHAs! KOMIIJIEKCHAS 110
obecrieyeHnI0 pabOThI OpraHU3aLUuU
82.30 JlesiTenbHOCTD 10 OpraHn3alui KOH(EPEHIUI U BBICTaBOK
(xonq OKBDJI <2> (HaMMEeHOBaHWE BHJIa PKOHOMUYECKOH JICSITCIIBHOCTH)
)
Il. OnucaHme TpyAoBbLIX PYHKLUK, BXOAALLMNX
B npod)eccuoHanbHbIi cTaHaapT (PyHKUMOHaNbLHas KapTa Buaa
npodeccuoHanbLHON AeATeNIbHOCTH)
O06001eHHbIe TPYAOBBIC (DYHKITMH TpynoBsie pyHKIINN

www.consultant.ru CrpaHuua 2 13 49
HafeXHasa npaBoBas noaaepXxka


https://login.consultant.ru/link/?req=doc&base=LAW&n=386337&date=08.04.2022&dst=100877&field=134
https://login.consultant.ru/link/?req=doc&base=LAW&n=386337&date=08.04.2022&dst=100990&field=134
https://login.consultant.ru/link/?req=doc&base=LAW&n=386337&date=08.04.2022&dst=101038&field=134
https://login.consultant.ru/link/?req=doc&base=LAW&n=386337&date=08.04.2022
https://login.consultant.ru/link/?req=doc&base=LAW&n=386337&date=08.04.2022
https://login.consultant.ru/link/?req=doc&base=LAW&n=412118&date=08.04.2022&dst=105190&field=134
https://login.consultant.ru/link/?req=doc&base=LAW&n=412118&date=08.04.2022&dst=105200&field=134
https://login.consultant.ru/link/?req=doc&base=LAW&n=412118&date=08.04.2022
https://www.consultant.ru
https://www.consultant.ru
https://www.consultant.ru
https://www.consultant.ru

Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H

"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa
"CneumanuncTt no opraH13aLUMoOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc

[ata coxpaHeHus: 08.04.2022

KOJI HAaUMEHOBAHHE YpOBEHb HAaUMEHOBaHUE KOJ | ypOBEHb
KBaJI (mony
¢duka POBEHbD)

02078 KBaJIU
bukanun

A OpranuzanuoHHoe 3 [Tpuem u pacnpenenenne | A/01.3 3

obecrnieueHue TeneOHHBIX 3BOHKOB
JeSTeIbHOCTH OpTraHu3aIu’
OpraHHU3aIiH
Opranuzanus pabotsi ¢ | A/02.3 3
MOCETUTEISIMH
OpraHu3aIuu
Brimonnenue A/03.3 3
KOOPJMHHUPYIOMINX U
o0ecreunBaroIux
byHKIMA
B JlokyMeHTaImoHHOE 5 Opranuzanus padorer ¢ | B/01.5 5
oOecrnieueHue JIOKYMEHTaMu
JeSITeNIbHOCTH
Opra"usanuu OpraHmaum[ TCKYIICTO B/02.5 5
XpaHEHUS JOKYMEHTOB
Opranmzanus o6padotku | B/03.5 5
JIeTT JITTIS1 TTIOCIIETYFOIIIETO
XpaHeHus
C Opraau3aioHHoe, 6 OxkasaHue MoMOIIHA C/01.6 6
JOKYMEHTAI[MOHHOE U PYKOBOJUTEIIIO B
nH(pOpMaLIMOHHOE IUTAHUPOBAHUH Pabovero
obecrieyeHne BpEMEHU
JeSTEIILHOCTH
PYKOBOJUTENS [Mnanuposanue padouero | C/02.6 6
OpTraHH3aINH JHsL ceKpeTapst
Opranuzanus C/03.6 6
TeneOHHBIX
IIEPErOBOPOB
PYKOBOTUTEIIS
Opranuzanus C/04.6 6
KOMaH/JIUPOBOK
PYKOBOTUTEIIS
Opranmzanus padotei ¢ | C/05.6 6
MTOCETHTEIISIMU B
MPUEMHOMN PyKOBOIUTEIS

HafeXHasa npaBoBas noaaepXxka
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa
"CneumanuncTt no opraH13aLUMoOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc

[ata coxpaHeHus: 08.04.2022

Opranuzanus
NIOJITOTOBKH, TIPOBEICHHS
1 00CITy)KHUBaHUS
KOH(EepeHTHBIX
MEpOIPUATHI

C/06.6

Opranuzanust
VCIIOJIHEHUS PEILICHUH,
OCYILECTBIICHUE
KOHTPOJISI UCTIOTHEHUS
OPY4YEHU N
PYKOBOAUTEIIS

C/07.6

Opranuzanus u
noJiepyKaHne
(YHKIIMOHATILHOTO
pabouero MpocTpaHcTBa
NpUEeMHON 1 KabuHeTa
PYKOBOIHTENSA

C/08.6

Pa3zpaboTka moKanbHBIX
HOPMAaTUBHBIX aKTOB,
peTiIaMEeHTUPYIOIINX
paboty cekperaps

C/09.6

CocraBieHue u
odpopmiieHre
yIpaBiIeHYCCKON
JOKYMEHTAIIUU

C/10.6

Opranuzanus paboTsl C
JIOKYMEHTaMH B
IIPUEMHOMN PyKOBOIUTEIS

C/11.6

Opranuzanus XxpaHeHUs
JIOKYMEHTOB B IIPUEMHOMU
PYKOBOJUTENS

C/12.6

O06ecnieuenue
PYKOBOJIUTEIIS
uHpOpMaImei

C/13.6

Opranuzanus
UH(POPMALIMOHHOTO
B3aNMOJICHCTBHS
PYKOBOJUTENS C
noJipa3AeieHus MU U
JOJKHOCTHBIMU JTUIIAMH
OpraHu3aluu

C/14.6

www.consultant.ru
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa

"CneumanuncTt no opraH13aLUMoOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

D WNudopmannonHo-ananu 6 dopmupoBaHue D/01.6 6
TUYeCKast U UH(POPMALIMOHHOTO
OpTaHU3aIOHHO-aIMUHH B3aUMOJICHCTBUS
CTpaTUBHAas MOJJEPIKKA PYKOBOJUTES C
JeSTeIbHOCTH OpraHu3aIUsIMU
PYKOBOUTES
OpTaHM3aIiH Ananmu3 uHpopmanmu 1 | D/02.6 6

MOJITOTOBKA
UH(POPMALMOHHO-aHAIIN
TUYECKUX MaTepHAIIOB
Opranuzanus Aem0BbIX D/03.6 6
KOHTaKTOB H
POTOKOJIEHBIX
MEpONPUITHI
Opraauzanus D/04.6 6
WCIIOJTHEHUS PEILICHUN
PYKOBOJIUTES
lll. XapakTepucTuka 0606LWeHHbIX TPYAOBbIX PYHKLUN
3.1. O606wweHHan TpyaoBasa PyHKUUA
HanMeHoBaHIe Opraau3anoHHOe o0ecrieyeHne Kon A YpoBeHb 3
NeSITeITbHOCTH OpPTaHU3aIIH KBaJTU(UKAIIH
[Ipoucxoxnenue 3
00001meHHoN Tpy10BOi | OpuruHan X AnMCTBOBAHO
U3 OpUruHala
GbyHKIAHA
Kon Peructpanmonuei
OpUTHHAala HOMEp
npodheccuoHaNbEHOTO
CTaHJapTa

Bo3MoxHEbIE
HaMMEHOBAaHUS
JOJDKHOCTEH,
npodeccuit

Cekperapb-aIMUHUCTPATOP

TpebGoBanus k
00pa3oBaHHIO U
00y4eHUI0

Cpennee obmiee oOpazoBaHue

[IpodeccrnonanpHOE 00yUeHHE - MPOrpaMMbl TPOPEeCCHOHATTEHON

MOJITOTOBKH TTO JIOJDKHOCTSIM CITY KAIlUX, IPOTPAMMBI
MEPETOArOTOBKH CIYKaIINX, TPOTPaMMBbI MTOBBIIICHUS
KBTH(DUKAIIMH CITYKAIIUX

HafeXHasa npaBoBas noaaepXxka
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

TpeboBanus K onpITy | -
MPAaKTUYECKON pabOTHI

Oco0sie ycioBus -
Jormycka K pabote

Apyrue -
XapaKTEPUCTUKU

AdononHutenbHble XapaKTepPUCTUKU

HanmenoBanue Kon HaumenoBanue 6a30B0i rpymiibl, J0HKHOCTH
JOKYMEHTa (mpodeccun) WK CHEUATBHOCTH
OK3 4226 Crnyxamue B mpueMHo# (o01iero mpoduis)
OKIIATP <3> 26353 CekpeTapb-MalIMHUCTKA

3.1.1. TpynoBasa ¢yHKUuMA

[Tpuem u pacnipenenenue TeneOHHBIX YpoBeHb
HaumenoBanue | 3B0HKOB OpraHHU3aIiH Kox | A/01.3 | (momypoBens) | 3
KB (DUKAITH

IIpoucxoxnenue 3aMMCTBOBaHO
. Opurunan X
TPYAOBOW (yHKIHU U3 OpUruHaa

Kon Perucrpanuonnsiii
OpUIMHajIa HOMEp
podeccnoHaTEHOTO
CTaHJapTa

TpynoBeie neiictBust | [lepenanpaBienue  TelneQOHHBIX  3BOHKOB  PYKOBOJACTBY U
COTPYHUKAaM OpraHU3aluu

Perucrpanus noctynarmumx TeiaedOHHBIX 3BOHKOB

[Tonyuenue HE0OXOAUMOM uHpOpMaIUU 51 nepegaya
CaHKIIMOHUPOBAHHOUN MH(POPMAINH TI0 TeJIehOoHY

Heo6xomumbie ymenus | Miconp30BaTh TEXHUYECKHME U IMPOTpaMMHBIE CpeACTBa s
MIPOBEACHUS TOJIO0COBON MM BUICO-KOH(PEPEHII-CBSI3H

Hcnonp3oBaTh cpeacTBa KOMMYHUKALIMOHHOW OPITEXHUKH IS
[IOJIy4€HUs U Tiepeaadn nHpopMauu

Bectn YUCTHBIC PCrUCTPAllMOHHBIC q)OprI, HUCIIOJIBb30BaTh UX IJI4A

www.consultant.ru CrpaHuua 6 13 49
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MNpuka3s MuHTpyaa
"06 yTBepxaeHuu

"CneumanuncTt no opraH13aLUMoOHHOMY ...

Poccum ot 15.06.2020 N 333H

KYMEHT N TaBneH KoHcynbTanTtn
npoceccMoHanbHOro CTaHaapTa flokymenT npepoctasnex Kouc 3 10c

[ata coxpaHeHus: 08.04.2022

UHGOPMALMOHHOH paboThI

VYcTraHaBiIMBaTh KOHTAaKT C COOECETHUKOM, MOAJEPKHUBATh U
pa3BUBaTh JICJIOBYIO Oecelly B mpoliecce Tene(oHHbIX IEpPeroBOpoB

CrnaxuBaThb KOH(bJ'II/IKTHBIe u CJIOKHBIC CUTyanuun
MEKJIMIYHOCTHOI'O B3aUMOACHCTBUS

CobmoiaTh CITy>KeOHBINH STUKET

HeoOxonumeie 3Hanus | OyHKIUY, 3a1a4u, CTPYKTYpa OpraHu3aliu, ee CBSI3U

[IpaBuia B3anMOJEHCTBHS C MAPTHEPAMU, KIMEHTAMH, CPEACTBAMU
MaccoBoi nHMOpMaIuu

DTHKA [EI0BOro OOIIEHUS

[IpaBuia peueBoro 3TuKeTa

TpeboBanust oXpaHsl TpyAa

[IpaBuna 3amuThl KOH(QUACHIMAIBEHON CITy>KeOHOH nH(popMauu

Hpyrue
XapaKTEPUCTUKHU

3.1.2. TpyaoBas pyHKUMA

HaunmenoBaunue

Opranuzanus paboThI C IOCETUTEIIMHU YpoBeHb
OpTraHu3aIuu Kox | A/02.3 | (momypoBens) | 3
KBaJIM(pUKALIMU

[Ipoucxoxnenue

TPYI0BOH QyHKIMHU U3 OpUrHHaIa

3aUMCTBOBAaHO
Opurnnan X

Kon PeructpanmonHbi
opurvHaja HOMED
PO eCCUOHAITBHOTO
cTaHaapra

TpynoBeie nefictBust | Bectpeua moceruteneid, modydeHHe MNEPBUYHON HHGOpPMALUUA O

MIOCETUTENIIX M IOMOINb B  OpraHu3allid UX  IIpUema
PYKOBOAMUTEIIEM U COTPYIHUKAMU

Benenue JKypHaja 3alinmcu MoCeTuTeNIeH

VYuer nocerureneit 1 0popMIICHHE IPOITYCKOB

CopeiicTBue  ONEpaTMBHOMY  PAacCMOTPEHHIO  MPOCKO U

HafeXHaa npaBoBas
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa
"CneumanuncTt no opraH13aLUMoOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

MPEJI0KEHUN ITOCETUTENEN

HpI/IeM u 1nepcaada IOOKYMCHTOB ToceTuTeIei PYKOBOACTBY H
COTPpYyAHUKAM OpraHUu3aluu

Opranu3zanus u OpOHUPOBAHKE MTEPETOBOPHBIX KOMHAT

CepBupoBka vaiiHOTO (KO(eiHOT0) cTOJIa B 0huce

[IpuroToBnenne HamuTKOB (4ad, kode, NpoXIaaUTEIHHBIC
HAITUTKH )

Heo6xomumbie ymenust | OOmaThCs ¢ MOCETUTEISIMU

Hcnons3oBaTh  yCTAaHOBJIEHHBIE  IIpaBWJIa W IIPOLEIYPHI
KOMMYHHKAIlMU BHYTPH OpPTaHHU3aLUU

Bectu yuetHble pOpMBI, HCIIOIB30BATH MX IS paOOTHI

CO3IlaBaTB MMOJI0KUTETbHBIN UMUK OpTraHHu3alnun

[IpuHUMAaTh MEpBI 10 pa3pelIeHUI0 KOHQINKTHBIX CUTYaluil

HpI/IMeHHTB I/IH(bOpMaI_II/IOHHO—KOMMYHI/IKaHI/IOHHBIC TCXHOJIOI'MH

O6ecneunBaTh KOH(PHUACHIIMAIBHOCTS HH(DOpMAITUN

HeoOxonumeie 3nanus | [IpaBuia opranuzanuu nprueMa noceTuTenen

[IpaBuna aenoBoro ooIIeHUs

CrpykTypa oOpraHu3anMd U pacupeiencHue (yHKIHA MexIy
CTPYKTYPHBIMH IOJIPA3JIEICHUSIMHU U CIIEHUAIUCTAMU

[IpaBuna opranu3zanuu NpuemMoB B ouce

[IpaBuna cepBUpOBKH YaifHOTO (KO(eiHOro) cToia

HpaBI/IJ'Ia MPUTOTOBJICHUS U TTOAAYU T'OPAYHUX HAITATKOB U 3aKYCOK K
HHUM

DTHKA JEIOBOr0 OOIIEHUS

[IpaBuna pedyeBoro 3TUKETa

TpeboBanust oxpaHsl Tpyaa

[TpaBwita 3amuThl KOHQUACHIIMATHLHON CITy)KeOHOH HHpOpMaIIH

Hpyrue -
XapaKTEePUCTUKHU
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa
"CneumanuncTt no opraH13aLUMoOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

3.1.3. TpynoBas pyHKUMA

BeImosTHeHIE KOOPIMHUPYIONTUX U YpoBeHb
HanmenoBanue | o0ecrnieunBaromux GpyHKIHMA Kox | A/03.3 | (momypoBenn) | 3
KBaTH(UKAITIT
[Ipoucxoxaenue o 3auMCTBOBAaHO
N purnHan X
TPYI0BOH QYHKINU U3 OpUrHHaa
Kon Peructparnmonnerit
OpHUTHHAIA HOMEp
npodecCHOHAIBLHOTO
cTaHjapra

Tpynossle neiictBus | Benenue sxypHana pa3be31oB pabOTHUKOB OpraHU3auu

KOOleI/IHaI_II/IH pa6OTI:I KYpbEpOB U BOAUTENECH OopraHu3anuun

Benenue kypHajma pa3be3oB  KyphepOB  OpraHM3allu U
MapuIpyTOB BOAUTENIEH

CocraBiieHne CHOpaBKH O pa3be3gax pabOTHUKOB, KyphEepOB U
MaplIpyTax BOAUTENECH OpraHUu3aiuu

H606XOI[I/IMBIG YMCEHUA CocTaBlIATh U BECTH YUCETHBIC NOKYMCHTEIL

[IpumeHsTh cpencTBa KOMMYHUKAIMM Ul MEpeladyd MOpydeHUn
PYKOBOJUTENS U COTPYIHUKOB OpraHU3allun

[IpuMeHATh COBpEeMEHHBIE CpeicTBa cOopa, 00pabOTKH U TIepenaun
nHpopmarun

OHGHI/IBaTB PE3YIbTATHI B paMKax IMOCTaBJICHHBIX 3a1a4

OcCy1ecTBISITh KOHTPOJIb HCIIOJIHEHUS! MOPYYEHUN PYKOBOIUTENS
COTpYAHUKAMHU

HeoOxonumeie 3nanus | [IpaBuia peueBoro aTukeTa

DTHKA JIEIOBOTO OOIEHMS

TpeboBanust oXpaHbl TpyAa

[IpaBuna 3amuThl KOH(QUACHIUATBEHON CITy>KeOHOH nH(popManuu

CTpykTypa oOpraHu3allud W pacrnpenesneHne (QyHKIUNR Mexay
CTPYKTYPHBIMH MOAPA3EICHUSIMU U CHICIIHATUCTAMH
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[ata coxpaHeHus: 08.04.2022

Jlpyrie
XapaKTepI/ICTI/IKI/I

3.2. O6006LWweHHan TpyaoBas pyHKUMA

JlokyMeHTaIlMOHHOE 00ECTICUCHHE YpoBeHb
HanmenoBanue Kon B 5
JeATEeTbHOCTH OpraHu3aluu KBaNU(UKAIMH
IIpoucxoxnenue
N . 3aMMCTBOBAHO
00001eHHoN TpyAoBo# | Opurunan X
U3 OpUTHHAJIA
byHKIUN
Kon PerucrpanmonHbiin
opUruHasa HOMED
npodeCcCHOHATBLHOTO
cTaHaapra

Bo3moxubIe
HAaUMEHOBAHUS
JIOJDKHOCTEH,
npodeccuit

Jlenonpou3BoIUTEIb

TpebGoBanus K
00pa30BaHUIO U
00y4eHUI0

Cpennee npodeccuoHaabHOEe 00pa30BaHUE - TPOTPAMMBI
MOATOTOBKHU CIIELIMAJIUCTOB CPEAHETO 3BEHA

HIJIN

Cpennee mpodeccnonansHoe 00pazoBanue (HepouILHOE) -
ImporpaMmabl IOATOTOBKU CIICHUAIIMCTOB CPCAHCTO 3BCHA U
JOTIOTHUTENBHOE PO eCcCHOHATBHOE 00pa30BaHUE TI0
JOTIOJTHUTEIBHBIM MPO(ECCHOHATLHBIM IIPOTrpaMMam
poeCCHOHAILHON MEPENOATOTOBKH 110 MPO(UITIO IEATEIILHOCTH

TpeboBaHMs K ONBITY
MIPAKTUYECKON pabOThI

OcoOsle ycroBus
JI0IycKa K pabore

Hpyrue
XapaKTEePUCTUKHU

JononHutenbHbIe XapaKTepuctTukun

HaumenoBaunue
JIOKyMEHTa

Kon

HaumenoBanue 6a30Boii rpymniibl, J0HKHOCTH
(mpodeccun) wiu cenualbHOCTH

HafeXHasa npaBoBas noaaepXxka
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OK3 4120 Cekperapu (o01ero mpoduis)

EKC <4> - Jlenonpon3BoAUTEIb

OKIIATP 21299 Jlenonpou3BoaUTENb

OKCO <5> 7.46.02.01 | JoxymMeHTAIIMOHHOE OOCCIICUCHHE YIIPaBICHUS U
apXUBOBEICHUE

3.2.1. TpyaoBas cpyHKUMA

Opranusanus padoThl ¢ JOKYMEHTaMH YpoBeHb
HaumenoBanwme Kox |B/01.5 | (momypoBens) | 5
KBaJIM(PUKALIMU

[Ipoucxoxnenue 3aMMCTBOBaHO
. Opurunan X
TPYI0BOH (QyHKUIUHU U3 OpUruHasa

Kon Perucrpanmonubii
opurvHaa HOMED
PO eCCUOHAIIBHOTO
CTaHJapTa

Tpynoseie neiictBust | [Ipuem u nepBuyHast 00pabOTKa BXOAAIIUX JOKYMEHTOB

[IpenBaputenbHOE pacCMOTpPEHHE M COPTHUPOBKA JOKYMEHTOB Ha
PETUCTPUPYEMBIE i HEPETUCTPUPYEMBIE

[TogroroBka  BXOASMMIMX  JOKYMEHTOB  JJII  PACCMOTPEHHS
PYKOBOJIUTEIIEM

Perucrpanus BXoAsmux JOKYMEHTOB

OpraHmauMs[ AO0CTaBKH JOKYMCHTOB UCIIOJTHUTCIIAM

Benenue 0a3bl JaHHBIX JJOKYMEHTOB OpraHu3allun

Benenne nHGpOpMaMmOHHO-CIIPABOYHOM PabOTHI

O6pa60T1<a " OTIIpaBKa UCXOIAIIUX NOKYMCHTOB

Opranuzanus paboOThl MO PETUCTPALUU, Y4YeTy, XPaHCHHUIO U
nepegaye B COOTBETCTBYIOIIME CTPYKTYPHBIE MOAPA3ACICHUS
JIOKYMEHTOB TEKYIIETO JeJIONPOU3BOICTBA

KOHTpOJ'IL HCIIOJIHCHUA JOKYMCHTOB B OpraHnU3allun
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Heo6xonumeie Paboratp co BCeii COBOKYITHOCTBIO
YMEHUSA MHPOPMAIIMOHHO-TOKYMEHTAIMOHHBIX PECYPCOB OPTaHU3AIIH

ITonb3oBaTbest Oazamu AaHHBIX, B TOM YHUCJIC YIAJICHHO

Ilonp30BaThCA CIIPaBOYHO-IIPABOBBIMH CUCTCMAMU

ITonp3oBaThes ABTOMATU3HUPOBAHHBIMU CUCTEMaMH yuera,
perucTpanunu, KOHTPOJIA n I/IH(I)OpMaLII/IOHHO-CHpaBOLIHLIMI/I
CUCTCMaMU IIpU pa60Te C JOKYMCHTaMU OpTraHHu3alnun

[IpumeHsTH CcOBpeMeHHbIE HH(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIE
TEXHOJIOTUH JUIsI paboThl C JOKYMEHTaMH, B TOM 4YHCIE IS €€
ONITUMH3AIMH U TIOBBIIICHUS YPPEKTHBHOCTH

[IpumeHsTH paBUiIa PyCCKOIo SA3bIKa

HpI/IMeH}ITB HAaBbIKM CKOPOCTHOTI'O IMHMCbMa

HeobxomimMbie HopmatuBHble TpaBOBbIE aKThl W HOPMATHBHO-METOIUYECKUEC
3HAHHS JOKYMEHTBI,  ONpPEICISIOIUEe  IMOPSIOK  JTIOKYMEHTAllMOHHOTO
o0ecrieyeHns ynpaBieHUs

Crpykrypa OpraHu3aluy, PYKOBOJICTBO CTPYKTYPHBIX
MOpa3IeJICHUI

CoBpemeHHBIE ~ MH(POPMAIIMOHHBIE  TEXHOJOTHU  pabOTHI  C
JIOKYMEHTaMHU

[Topsitok paboThI ¢ TOKyMEHTaMU

CxeMbl TOKyMeHTO000poTa

Cucremsl CKOPOCTHOI'O ITMCbMaA

HpaBI/IJ'Ia pa6OTLI C BXOOAOIUMH, HUCXOOAINIMMH W BHYTPCHHHMHU
JOKYMEHTaMHU

[IpaBuna opranmzanuu W QOPMBI  KOHTPOJIS  UCIHOJHEHHS
JOKYMEHTOB B OpraHU3aluu

Tumnossie CPOKH UCIIOJTHCHUA TOKYMCHTOB

[IpuHUMIBI pabOTHI CO CPOKOBOM KAPTOTEKOM

Ha3nauenue u TEXHOJIOTHSA TEKYIIEr0 M IPEAyIpEeIUTEIIbHOTO
KOHTPOJIS

HpaBI/IJIa COCTaBJICHUA AHAJIMTHYCCKUX CIIPABOK IO OpraHU3aluu
pa6OTI)I C JOKYMCHTaMH 1 KOHTPOJIIO UCITOJIHCHUA JOKYMCHTOB
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[IpaBuna  TOKYMEHTAlMOHHOTO  OOECHEYEeHHS  JEATEIbHOCTH
OpraHu3aIu

Buapl 1OKyMEHTOB, UX Ha3HAYEHUE

Tpe6OBaHI/IH, OpCABABIACMBIC K JOKYMCHTAM B COOTBCTCTBUHU C
HOPMAaTUBHBIMU  IIPaBOBbBIMU aKTaMH U TOCYyAapCTBCHHBIMU

CTaHJapTaMH
IIpaBuia COCTABJICHUS u oopmienus
WH(POPMAIIMOHHO-CITPABOYHBIX, OpraHU3allMOHHBIX,

YIPaBJICHUYCCKHUX JOKYMCHTOB

[IpaBuna co3ganus U BeleHHs 0a3 JaHHBIX CITYKEOHBIX JTOKYMEHTOB
B OpraHH3aluu

CucreMsl 31EKTPOHHOIO JOKYMEHTO000pOoTa

[IpaBuia 1 CPOKM OTIIPABKU UCXOIALINX JOKYMEHTOB

TpeboBaHust OXpaHbl TpyAa

Jpyrue :
XapaKTCPUCTUKU

3.2.2. TpynoBas cpbyHKUMA

Opranu3anus TeKyIero XpaHeHus YpoBeHb
HanmenoBanue | JOKkyMeHTOB Kon | B/02.5 | (momypoBens) | 5
KBaTHM(UKAITIHI

[Ipoucxoxnenue 3auMCTBOBAaHO
. Opurunan X
TPYyAOBOH QyHKIMH 13 OpUTMHAJIA

Kon Peructpanmonuei
opUrvHaja HOMED
npodeccnoHaIbHOTO
cTaHaapra

Tpynossie neiictBus | PazpaboTka HOMEHKIIATYPBI /1€ OpraHU3aLuU

[IpoBepka mpaBuiIbHOCTH OGOPMIICHHS JOKYMEHTOB M OTMETKH 00
WX UCHONHEHWH Tepen ux (opMHpOBaHHEM B JIEl0O UL
MOCJIEAYIOIIEr0 XpaHEHUS

DOopMyIMPOBAHKUE 3arojJOBKOB €I M OIPEAEICHUE CPOKOB HX
XpaHEeHUs
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dopMHUpOBaHUE JEI

KOHTpOJ'IL MMPaBUJIBHOTO W CBOCBPEMCHHOI'O pacClpCcACICHUA U
MIOAIIMBKHU JOKYMCHTOB B JCJIa

Heo6xonumeie OpraHu3oBbeiBaTh pabOTy MO YYeTy, XpaHEHHIO U Iepelrade B
YMEHMUS COOTBETCTBYIOIIUE CTPYKTYpHBIE IOAPA3JCICHUs JOKYMEHTOB
TEKYILIEro AeJIONPOU3BOCTBA

OcymiecTBIATh METOAMYECKOE PYKOBOJICTBO JEIOIPOU3BOJICTBOM B
OpraHu3alliy, KOHTPOJMPOBATH IMpaBHIbHOE (opMupoBaHHE,
XpaHEHHE U cllavdy JIe] B apXUB

Pa3pa0aTbiBaTh HOMEHKIIATYPY A€1 CTPYKTYPHOIO MOAPA3ACICHUS

Hcnonp30BaTh HOMEHKIATYPY J€1 IIPU U3YYEHHM CTPYKTYpPBI
OpraHU3alMM, COCTABICHUN OIUCEN el

Opranu3oBeiBaTh paboTy 10 GOPMUPOBAHUIO JET B COOTBETCTBUU C
YTBEPKI€HHON HOMEHKJIATypOU J€JI OpraHu3aluu

dopMUpOBaThH JOKYMEHTHI B IeJIa C YIETOM MX CHEIUPUKA

CI/ICTeMaTI/IBI/IpOBaTL JAOKYMCHTEI BHYTPH ACJ1a

O0ecrieunBaTh COXPAHHOCTD U 3allIUTY JOKYMCHTOB OpTraHU3allun

[IpumensaTh MH(POPMALMOHHO-KOMMYHHUKALIMOHHBIE TEXHOJOIMH
npu paboTe ¢ JOKyMEHTaMH

H606XOI[I/IMBIG HOpMaTI/IBHBIC ITPaBOBLIC aKThI, HOPMATUBHO-METOANYCCKUEC
3HaHUA JAOKYMCHTHI, TOCyJapCTBCHHBIC CTaHAAapThI, ONIPCACIIAOIINC
OpAIOK JOKYMCHTAIIUOHHOT'O obecreueHust YHpaBJICHUA

Bunsl HoMeHknaTyp, oOmme TpeOoBaHUS K HOMEHKIATYpe,
METOJIMKa €€ COCTaBJICHUs U opopMIIeHHUS

[IpaBuna coriacoBaHusi HOMEHKJIATYypbl A€l C BEJOMCTBEHHBIMH
apXMBaMU U 3KCIEPTHOM KOMHUCCUEN

IMopsimox  ¢dopmupoBanuss u  odopmieHHs Jen, creuuduka
(hopMHpOBaHUS OTACTBHBIX KATErOpUil 1€

HpaBI/ma XpaH€Husa Aeil, B TOM HYHCIE C HJOKYMCHTAMH
OrpaHUYCHHOI'O OOCTYyIIa

[IpaBunma  BbIAYM W WUCIOJIB30BAaHHUA  JOKYMEHTOB W3
c(hOpPMHUPOBAHHBIX AEI

TpeboBaHust 0XpaHbl TpyAa
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Jlpyrie -
XapaKTepI/ICTI/IKI/I

3.2.3. TpyaoBas ¢pyHKUMA

Opranusanys 00paboTKH eI IS YpoBeHb
HaumenoBanue | mocienyromnero XxpaHeHus Kox | B/03.5 | (momypoBens) | 5
KB (DUKALIMH
[Ipoucxoxaenue AUMCTBOBAHO
P A Opurunan X 3
TPYI0BOM (QYyHKIINK U3 OpUrHHAala
Kon PerucrpanmonHsbiin
OpUTHHAJA HOMEp
npo¢eCcCuOHATHLHOTO
CTaHIapTa

Tpynoseie nericteust | [IpoBepka cpokoB XpaHEHHUs JOKYMEHTOB, COCTaBIEHUE IIPOTOKOJIA
pa6OTI)I 3KCH€pTHOI>i KOMHCCHUH II0 IIOATOTOBKE OJOKYMCHTOB K
XPaHEHUIO, aKTa O IepeJadye Ha YHHUYTOKEHUE JOKYMEHTOB, HeE
HOJUIEKANINX XPAHEHUIO

CocraBneHre BHYTPEHHEM OMHCH Jel IS 0CO00 IIEHHBIX
JIOKYMEHTOB

Odopmnenre naea  MOCTOSHHOTO, JOJTOBPEMEHHOI'O  CPOKOB
XpaHeHus

Odopmienne OOJOXKKH A€ TOCTOSHHOTO, JIOJITOBPEMEHHOTO
CPOKOB XpaHECHHUSI

CocraBlieHHe ONUCH ACJI MOCTOAHHOI'0, JOJTOBPEMEHHOTO CPOKOB
XPaHCHUSA

[lepenava men B apXvB OpraHU3aIiin

HeobOxonumeie [lonb3oBaTbcs  MepedyHSIMH  JTOKYMEHTOB U AHAJIM3UPOBATh
YMEHHUS (akTHyeckoe cojaepKaHHE HMEIOUIUXCA B Jelie JOKYMEHTOB IpH
ONpEIETICHUU CPOKOB X XPAHEHHS

OdopmIsATh TOKYMEHTBHI DKCIIEPTHON KOMUCCHHU

OdopMsaTh 00JI05KKH J1€J1 TOCTOSIHHOI'O M BPEMEHHOTO XPaHEHUS B
COOTBETCTBHUH C TPEOOBAaHUSAMH rOCYJAPCTBEHHBIX CTAaH/IAPTOB

[Ipon3BOaUTE XPOHOJOTUYECKO-CTPYKTYPHYIO CHCTEMATH3AIHIO
nen
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OcymiecTBIATh TEXHUYECKYI0 O0pabOTKy M mojHOe odopmieHne
JIeTT TOCTOSIHHOTO M BPEMEHHOTO XPaHEHHS

CoCTaBIATh OIKUCH ACT MOCTOAHHOIO W BPCMCHHOI'O XpaHCHUSA B
COOTBETCTBUH C HOPMATUBHO-MCTOAUUICCKUMU JOKYMCHTaAMHA

[TpumensTy MHPOPMAITMOHHO-KOMMYHHUKALIMOHHBIE  TEXHOJOTHH
pH padboTe ¢ TOKyMEHTaMU

Heo6xonumeie HopmaTtuBHBIE  1paBOBBIE  aKThl, HOPMATUBHO-METOJIUYECKHE
3HaHUSA JOKYMEHTBI, TOCYJAapCTBEHHBbIE  CTAHAAPTHI,  OIPEACIAIOIINE
MOPSAZIOK TOKYMEHTAIIMOHHOTO 00ecTIeYeH sl yIIpaBJIeHUs

Kpurepun pasgenenuss TOKyMEHTOB Ha IPYNIBI B COOTBETCTBUU C
LIEHHOCTHIO UH(OpMaLMU, coJiepKalleiicss B HUX

HOpﬂI{OK HUCIIOJB30BaHHUA THIIOBBIX WM BCAOMCTBCHHBIX Hepequﬁ
JOKYMCHTOB, OIPECACICHUA CPOKOB XpaHCHHA B  IIPOLECCE
OKCIIEPTHU3BI HECHHOCTHU JOKYMCHTOB

[Topsimok co3maHus, OpraHW3allid W JOKYMEHTHPOBAHHS PabOThI
AKCTIEPTHONH KOMUCCHH

[IpaBuna cocraBiaeHHs] W YTBEPXKIEHHUS TMPOTOKOJIA PabOThI
9KCIIEPTHON KOMHUCCHUH

HpaBI/IJ'Ia COCTaBJICHHUA MW YTBCPXKIACHUA aKTa O BBIICICHUHA
JOKYMEHTOB, HE IIOAJICKAIINUX XPAHCHUTIO

[IpaBuna texHuueckoi 0OpaOOTKM M MOJHOTO OQOPMIICHHUS e
IIOCTOSTHHOTO ¥l BDEMEHHOTO XpaHEHUSI

HpaBI/IJ'Ia COCTaBJICHHA OIHMCH A€ IOCTOAHHOIO W BPEMCHHOI'O
XpaHCHUA B COOTBETCTBUU C HOPMAaTHUBHO-MCTOAUYCCKUMU
AOKYMCHTaMHU

HpaBI/ma nepeaadun A€ B apxXuB OpraHu3aliu

TpeGoBanust oxpaHsl Tpyaa

Hpyrue -
XapaKTePUCTUKHU

3.3. O6006LwWweHHan TpyaoBas pyHKUMA

OpraHu3anuoHHoe,
OKYMEHTALMOHHOE U
AOKY 5 YposeHb
HaumenoBanue | vHpopManimoHHOE obecrieueHne Kon C 6
KBaJH(PHUKAIUN
NeSITETbHOCTH PYKOBOIUTEIIS
OpraHu3aINH
www.consultant.ru Crpanvua 16 13 49
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[Ipoucxoxnenue
00001IEHHON TPYA0BOI
byHKIII

3anMCTBOBAHO

Opurunan X
U3 OpUruHala

Kon PerucrpanmonHsii
OpUTHHAaJa HOMED
po¢eCCUOHATLHOIO
CTaHJapTa

Bo3moxxHbie
HAaUMCHOBAHUS
JIOJDKHOCTEH,
npodeccuit

CexpeTapb pyKOBOAUTEIS
Cexkperapb-cTeHOrpaducTKa
Crenorpagucrka

TpebGoBanus k
00pa3oBaHMIO U
00y4eHHIO

Briciee oOpa3zoBaHue - bakanaBpuar

NN

Bricmiee o6paszoBanue (HenpoduibHOE) - OakagaBpuaT 1
JOTIOTHUTEIBHOE MPO(EeCcCHOHAIbEHOE 00pa30BaHUE 1O
JIOTIOJTHUTENBHBIM TPO(ECCHOHATBLHBIM IPOrpaMMamM
npodeccroHaNbHOM MePenoAroTOBKY MO MPOMUITIO ASSITETEHOCTH
NI

Cpennee npodeccronanbHoe 00pa30BaHUE - TPOTPAMMBI
MOJITOTOBKH CIEIIMAIMCTOB CPETHETO 3BEHA

WA

Cpennee npodeccuonansHoe 00pazoBanue (HepopuILHOE) -
nporpamMmal MOATOTOBKU CTICTTUAJIMCTOB CPCAHCTO 3BCHA U
JOTIOJTHUTENBHOE MPodecCHOHANTBHOE 00pa30BaHUE TI0
JIOTIOJIHUTENBHBIM PO(ECCHOHATIBHBIM IPOrpaMMaM
poheCCHOHATTLHON TIEPETIOATOTOBKH 110 TIPOQHITIO IEATEIIEHOCTH

TpeboBanust Kk OnBITY
MPaKTUYECKOU PabOThI

He menee nByX j€eT BHIIOJHEHUS paOOT IO OpraHU3aMOHHOMY U
JOKYMEHTAIlHOHHOMY 00€CIIEYeHHIO IeATEIHbHOCTH PyKOBOIUTEIS
OpraHM3alliy MPH CpeAHEM MpodeccrnoHaTbHOM 00pa30BaHUuU

Oco0Ople ycroBus
JI0TTycKa K pabore

Apyrue
XapaKTEPUCTUKHU

HdononHutenbHble XapaKTepPUCTUKU

HaunmenoBanue
JIOKYMEHTa

Kon HaunmenoBanue 6a30B0ii rpymIibl, JOKHOCTH

(mpodeccun) MM CIENUATIEHOCTH

HafeXHasa npaBoBas noaaepXxka
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AJIMUHHUCTPATUBHBIA U MHON UCTIOJIHUTEIbHBIN
CPEAHETEXHUYECKUI MTepCOHal

EKC - CekpeTapb pyKOBOJUTENS
OKIIITP 26341 CekpeTapb pyKOBOIUTENS
26405 Cekpertapb-cTeHOrpauCTKa
OKCO 7.46.03.02 | JIOKyMEHTOBEICHUE U apXUBOBEICHUE

7.46.02.01 | /loxyMeHTalMOHHOE O0ecrieueHue yIpaBiIeHus u

apXUBOBEJICHUE
3.3.1. TpynoBas chyHKuus
Oxka3aHue MoMOIIY PyKOBOJIUTEIIO B YpoBeHb
HaumMenoBanue | maHupoBaHUU pabouero BpeMeHU Kox |C/01.6 | (momypoBeHsb) | 6
KBaJH(PHUKAIUN
[Ipoucxoxnenun MMCTBOBAaH
poncxoxkenue Opuruman X 3auMCTBOBaHO
TPYAOBOH (QyHKIHH U3 OpUruHasa
Kon PerucrpanuonHsii
OpUTHHaja HOMEp
PO eCCUOHAITBHOTO
CTaHJapTa

Tpynossie netictBust | Beibop dopmbl 1utanupoBanuss W oQopmiIeHHE TIJIaHUPOBIIHUKA
(opranaiizepa) pyKOBOJIUTENS

Bnecenune nndopmaruu B IIIaHUPOBIIKK (OpraHai3ep)

CornacoBaHue ¢ pyKOBOJUTEIEM BPEMEHU IJIAHUPYEMBIX JA€UCTBUN

CornacoBanue Tene(OHHBIX IEPETOBOPOB, BCTPEY M MEPONPHITHN
C THapTHEpaMH, KIMEHTaMH, PYKOBOIUTEISMHU MOJpa3fesieHud u
COTPYAHUKAMU

NudopmupoBanre pyKoOBOIUTENS O perjaMeHTe HaMEYEHHBIX
MEpONPUITHI

[Ipenynpexaenne o0 NOPUOMIDKEHUH BPEMEHH  HAMEUYCHHBIX
MEpOINPUITHI

DopMUpOBaHUE PE3EPBA BPEMEHU V11 HENIPEIBUACHHBIX CUTYyallui
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Heo6xonumeie VYcTaHaBnMBaTh LEIH, OIPEIEIIATh HEPAPXUIO LIeTIEH
YMEHUS

OnpenensTh IPUOPUTETHOCTh U OUEPETHOCTh BBIMOJIHEHUS PadOT U
3¢ (HEeKTHBHO pacrpenensTh padouee BpeMs

Oxas3plBaTh TOMOIIb PYKOBOAMTEIIO B  pAaCIpEICICHUU €ro
pabouero BpeMeHH

Bri6upats ontuManbHble ciocoObl MH)OPMHUPOBAHUS MAPTHEPOB,
KJIMEHTOB, TIOCETUTENEH, PYKOBOJAUTENICH NOAPA3ACICHUNA U
COTPYAHHKOB O INIAHUPYEMBIX MEPOIIPUATUAX

ObecrieunBath HMH)OPMANMOHHYIO O€30MACHOCTh  JIEATEIBHOCTH
OpraHu3aIiu

Heo6xonumeie Crenduka OCHOBHOM JI€ATEIIEHOCTH OpraHU3aIuu
3HaHUSA

OcHoBBI aIMMHHUCTPATHUBHOIO npaBa u TPYZAOBOIO
3akoHonarenscTBa Poccuniickoit denepanuun

PykoBojsiuii coctaB opraHu3alvy U €€ MoApa3aesieHui

(DYHKI_[I/II/I CaMOMCHCIDKMCHTA

[IpuHIMIIBI ¥ TpaBUIIa JIAHUPOBAHUS paboYero BpeMeH!

MeToaBI TOCTAHOBKH ITeNIEH

HpaBHna MMPOBEACHUA ACTTOBBIX IIEPETOBOPOB

TpeboBanust OXpaHbl TpyAa

Hpyrue -
XapaKTEPUCTUKHU

3.3.2. TpynoBas cpyHKUMA

[TnanupoBanue pabodero THS YpoBeHb
HaumenoBanue | cexperaps Kox | C/02.6 | (mogypoBenb) | 6
KBaTH(pUKAITIH
Hponcxovmz[eHHe Opuruman X 3anMMCTBOBAaHO
TPYI0BOH QyHKINU U3 OpUrHHala
Kon Peructparnmonnbrit
OpUTHHAlA HOMEp
npodecCHOHaIBLHOTO
cTaHjapra
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Tpynossie neiictBus | Bei6op u opopmiienne miaHUpOBIIMKA CEKpETaps

Benenue nHeBHUKA (HA IEKTPOHHOM H (MJIH) OYMa)XHOM HOCHTETIE)

CornacoBanue I1IJTaHOB C IIJTaHaMH" n CpOKaMun pa6OTLI
PYKOBOOUTCIIA

Pactipenenenne  pabouero  BpemeHu (Ha  J€Hb,  HEJEIIO,
MIEPCIICKTUBY)

HepeHoc HEBLIITOJIHCHHBIX 3aIIJIAHUPOBAHHBIX 3a1a4

BrimonHeHne TUIIMYHBIX CXKCIHCBHBIX €I

HeobOxonumeie Br16upats 1 0hopMIISATh MIIaHUPOBIIUK
YMEHUs

BHocuTh ¥ OTCHEeXMBaTh MHPOPMALWIO HA DIIEKTPOHHOM H/WIH
OyMa)XxHOM HOCHUTEIE

PaccraBaaTs IMPHUOPUTETHI, BBIACIIATH BAXKHOC U CPOUHOC

BriOuparh onTUManbHbI pUTM paboThI

AHaHI/IBI/IpOBaTL IMPUYIKUHLBI HCBBITIOJITHCHUS 3a/1a4

HpI/IMeHHTB I/IH(I)OpMaI_II/IOHHO—KOMMYHI/IKaI_II/IOHHBIC TCXHOJIOI'MH

HeobOxonumsie OcoOenHocT OQOpMIICHHS IUIAHUPOBIIMKA (HA JJIEKTPOHHOM U
3HAHUS OyMaKHOM HOCHUTEJISIX)

OcCHOBBI yIpaBJeHHsI BpEMEHEM

Hpyrue -
XapaKTePUCTUKHU

3.3.3. TpynoBas cyHKUMA

Opranuzanus TeaepOHHBIX YpoBeHb
HaumMeHnoBanue | neperoBopoB pyKOBOAUTENS Kox | C/03.6 | (momypoBeHsb) | 6
KBaJTU(DUKAITAH
[Ipoucxoxnenu MMCTBOBAaH
poncxoxkenue Opuruman X 3auMCTBOBAaHO
TPYAOBOH (QyHKIHH U3 OpUruHaIa
Kon PerucrpanuonHsiii
OpHUrMHaa HOMEp
npodeccrnoHanIbHOTO
CTaHJapTa
www.consultant.ru CrpaHuua 20 u3 49
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Tpynossie neiictBus | Benenue 6a3bl TeneOHHBIX KOHTAKTOB PYKOBOIUTEIS

COCI[I/IHGHI/IG PYKOBOOUTEIIA C KOHKPCTHBIMU a0OHEHTAMH

IToaroroska MaTepruajIoB JJIA Teﬂeq)OHHBIX IeperoBopoB
PYKOBOOUTCIIA

PCFI/ICTpaI_II/ISI MMoCTynarommx B IpUEMHY IO TCHCQ)OHHLIX 3BOHKOB

IlepenanpasieHne oTAeNbHBIX T€IE(POHHBIX 3BOHKOB 3aMECTUTEISIM
PYKOBOJUTENS U COTPYJHUKAM

[onmyuenue HE00X0UMOMH uHpOpMaLUU u nepeaaua
CaHKIIMOHMPOBAHHOM MH(pOpPMALIUU 1O TeaePOoHy

VYcTaHOBIIEHHME KOHTAKTa C COOECEAHHMKOM, MOJJEpKAHUE U
pa3BUTHE AETI0BOI Gecebl B poliecce Telne(OHHbIX EPEroBOPOB

OxazaHue MOMOLIM PYKOBOAWUTENIO MpPH  OpraHu3alud U
NpOBeIeHUH TesIe()OHHBIX IEPErOBOPOB U BUICOKOH (EPEHIIHIH

Heob6xoaumbie Bectn u wucnonb3oBaTh B pabore 0a3y JaHHBIX Telle(OHHBIX
YMEHUS KOHTaKTOB PYKOBOJUTEIIS

Hcnonp3oBatek cpeacTBa KOMMYHHMKAIIMOHHOM OpPITEXHHUKH JUIs
HOJY4EHHUs U nepesadn HHpopMauu

Bectn yderHble perucrpanoHHble (OPMBI, MCIIOJIB30BaTh UX VIS
UH(POPMALMOHHON PaboThl W PpabOTHl MO KOHTPOJIO HCHOJIHEHUS
pELIeHN PYKOBOAUTENS

CrnaxuBaThb KOH(I)J'II/IKTHBIe u CJIOKHBIC CUTyalluun
MCKIIMYHOCTHOTI'O 06I_I_IGHI/ISI

Hcnonp30BaTh TEXHHYECKHUE U [nporpaMmMHbIC CpCACTBa  IAJIA
IPpOBCACHUA TOJIOCOBOM HJIH BI/I,Z[GO-KOH(i)CpeHLI-CBH3I/I

O0ecrieunBaTh I/IH(1)OpMaI_II/IOHHy1-O 0€30I1aCHOCTD ACATCIIBHOCTH
OopraHu3anun

CobmoaTh CITy>KeOHBI STUKET

HeobOxonumsie TenehoHHbIe KOHTAKTHI PYKOBOAUTENS
3HAHUS

DyHKINH, 3a/1a4, CTPYKTypa OpraHU3alMH, €€ CBS3H 110 BEPTUKAIN
Y TOPU30HTAIN

[IpaBuia B3auMOAEMCTBUS ¢ MAPTHEPAMH, KIMEHTaAMH, CPEICTBAMU
MaccoBOW MH(POpMALUU

HpaBI/ma noaaACPKaHUA 1 Pa3BUTHUA MCKITMIHOCTHBIX OTHOIIEHUH
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HpaBI/IJIa MMPOBCACHUA ACTIOBBIX IIEPETOBOPOB

[IpaBuna 3aumThl KOHUACHIUAIEHOW HHPOPMALIUU

TpeboBaHust 0XpaHbl TpyAa

HApyrue -
XapPaKTCPUCTUKU

3.3.4. TpynoBas cpyHKUMA

Opranuzanys KOMaHIHPOBOK YpoBeHb
HaunmeHoBaHME | pyKOBOIUTES Kox | C/04.6 | (mogypoBenb) | 6
KBaJIM(PUKALIMU

[Ipoucxoxnenue 3aMMCTBOBaHO
. Opurunan X
TPYI0BOH (QyHKUIUHU U3 OpUruHasa

Kon Perucrpanmonubii
opurvHaa HOMED
PO eCCUOHAIIBHOTO
CTaHJapTa

pr,I[OBBIe ﬂeﬁCTBHH IToaroroBka IMPOCKTa CJIy>KC6HOFO 3alaHus pPYKOBOJUTCIIA

[ToaroroBka nmpoekTa Mmpukasza o CiaykeOHOH KOMaHIUPOBKE

Odopmienne  KOMaHAMPOBOYHOTO  YIOCTOBEPEHUS W €ro
perucTparys mpu HeoOXO0IMMOCTH

HO]IFOTOBKa JOKYMCHTOB Ha IIOJIYYCHHC BH3bI, 3arpaHu4HOIoO
nacropra

3aka3 KEJIC3HOJAOPOXKHBIX | aBHaOWUJIETOB, TOCTHUHHII,
TPAHCIIOPTHOTO O0ECTIeUeHUsI PYKOBOAUTENS

Odopmienne mnporpaMMbl TOE3[IKH, YTOYHEHHE OCOOCHHOCTEH
MIPOTOKOJIA TUIAHUPYEMBIX MEPONPUITUN

HO]IFOTOBKa JOKYMCHTOB K IMO€3IK€ PYKOBOANTECIIA

YToyHeHHEe naThl, JOJDKHOCTEH, QaMuianii B  Iporpamme
KOMAaHJIUPOBKHU

[MpopaboTka MapiIpyTa pyKOBOIUTEINS, YBS3Ka €ro ¢ paclucaHueM
TpaHCIOPTa

OO6paboTka MaTepuanoB KOMAaHIHPOBKH, O(GOpPMIIEHHE OTYeTa O
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KOMaHIUPOBKE
Heo6xonumele OdopmIsATs aBaHCOBBIE OTYETHI PYKOBOIUTEIS
YMEHUS
OpraHu3oBbIBaTh  BCTPEYM PYKOBOIUTENS C IpUHUMAOIIEH
CTOPOHOM
OdopMIIATh KOMaHAUPOBOUHBIE JOKYMEHTBI
OO6pabaTbiBaTh JOKYMEHTBI U MAaTE€pHAJIbl 110 pe3yibTaTaM MOE3AKH
PYKOBOAUTES
Ob6ecneunBaTh paboTy odrca BO BpeMsi OTCYTCTBUS pyKOBOIUTEIS
[IpuMeHsTH cr1ocOOBI EI0BOr0 O0IIEHUS
Hcnonp3oBath CpeacTBa KOMMYHHMKALMU Al OOecreueHHs
B3aMMOJEMCTBHSI C PYKOBOAMUTEIIEM BO BPEMS €T0 JI€JI0BOM MOE3/IKH
Heo6xonumeie [Tops 1ok NOArOTOBKY M MPOBEAECHUS KOMAaHIUPOBOK
3HAHUS
Ilopsimoxk  odopmieHHsT JOKYMEHTOB JJIsi KOMAaHIMPOBKH H
OTUYETHBIX IOKyMEHTOB 10 KOMaHUPOBKE PYKOBOAUTENS
JlenoBou mpoToKoa
OTHKa J1e710BOro OOIIEHUs
Apyrue -
XapaKTepUCTUKH

3.3.5. TpynoBas cpyHKUMA

Opranuzanus paboThl C MOCETUTEISIMU YpoBeHb
HauMenoBanue | B mnpueMHON pyKOBOJUTEIIS Kox | C/05.6 | (momypoBeHsb) | 6
KBaJTM(DUKAITHH
[Ipoucxoxnaenue 3auMCTBOBAaHO
P i Opurunan X
TPYIOBOM (DYHKIINU U3 OpUruHasa
Kon Perucrpanmonnsii
OpHUrHHaJa HOMEp
po¢eCCUOHAITBHOTO
CTaHJapTa

Tpynoseie neiictBust | Opranuzaiys JUYHOTO IPUEMa MOCETUTENEH PYKOBOAUTENIEM

VYcraHoBneHHE TOpsAAKAa TIpUEMa JJIs  Pa3IMYHBIX  KaTeTOPHit
MMOCETUTEIIEN
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Benenue xxypHaiia npeaBapuTeIbHON 3aMCH Ha PUEM

Perucrpanus nocerureneit

CopnelicTBHe  ONEpPaTUBHOMY  pPAacCMOTPEHHMIO  MPOCO U
MIPEIOKEHUI IOCETUTENEN U COTPYAHUKOB OpraHu3aluu

Opranu3anus npuemMa Je0BbIX NapTHEPOB B oduce

Opranuzanuss oOCIIy)KMBaHUSI PYKOBOAMTENS U €ro JeJOBBbIX
napTHEpPOB B oduce

CepBupoBka daiiHOTO (KO(eiHOoro) cToyia B oduce

[IpuHATHE Mep MO COXpaHEHHI0 KOMMEpPYECKOM TaWHBI B XOJE
npuemMa MOCEeTUTENeH W MX HaxOXJIEHHUs B NPUEMHON M KaOMHeTe

PYKOBOJUTENS
Heo6xonumele Opranu3oBelBaTh M o0ecreyMBaTh  JIMYHBIE  KOHTAaKThI
YMEHUS PYKOBOJUTENS

YrpaBiare KOHGIUKTAMU

YUuTEIBaTE IICHXOJOTMYECKHE OCOOCHHOCTH JUYHOCTH npu
PA3JIMIHBIX BHUAAX HpO(beCCI/IOHaJ'IBHOFO O6H.[CHI/I${

Hcnonp30BaTh  yCTAaHOBJIIGHHBIE  NPaBWIA W NPOLEAYPHI
KOMMYHUKAIUU BHYTPU OpPraHU3aluu

Bectu yuerHble peructpanvoHHble (OPMBI, UCIOJIB30BATh UX JUIS
UHGOPMAIIMOHHON PabOThl U PabOThl MO KOHTPOJIO HCIOJHEHHS
peleHrui pyKOBOAUTENS

COS,Z[aBaTB IMOJIOKUTEIBHBIN UMUK OpraHru3aliun

[IpuHMMaTh Mephl O pa3pelieHn 0 KOH(INKTHBIX CUTYaIUil

[MpumensTh HHOPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH

ObecneunBaTh KOHOQUACHIMATBFHOCT, B MPUEMHOW M KaOMHETE
PYKOBOJIUTENS, COXpPaHATh KOH(PHICHIMATbHYI0 WH(POPMALHUIO B
TaliHe

HeoOxonumeie [IpaBuia opranu3anyu npreMa rnoceTuTenein
3HaHUSA

[IpaBuna aenoBoro ooIIEHUS

HpaBI/IJ'Ia PCYCBOro 3TUKETA

HpaBI/ma YCTAHOBJICHUSI KOHTAKTA, IIOAACPKAHUA W Pa3BUTUA
MEKIJIMYHOCTHBIX OTHOIICHUM
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CtpykTypa opraHu3aiuu © pacrnpeaeieHue (QyHKOUA MEXITy
CTPYKTYPHBIMH MTOAPA3ICTICHUSIMHA U CIICITHATACTAMHU

[IpaBuna opranu3zanuu NpuemMoB B ouce

OTHUKET U OCHOBEI MCKAYHApOIHOI'O MTPOTOKOJIa

[IpaBuna cepBUpoBKH YaitHOTO (KOQEiHOro0) cTona

HpaBI/ma IMPUT'OTOBJICHUSA U IMOAAa4YU I'OPAYNX HAIIMUTKOB U 3aKyCOK K
HUM

[IpaBuna 3amuThl KOHGUACHIIMATBLHON CITy)KeOHOH HHPOpMAIIH

Hpyrue -
XapaKTePUCTUKHU

3.3.6. TpynoBas cpyHKUMA

Opranu3zanys moAroToBKH, YpoBeHb
HaumenoBanwe | mpoBeAcHUS U 00CTYKUBAHUS Kox | C/06.6 | (momypoBenb) | 6
KOH()EPEHTHBIX MEPOITPHUSITHIHA KBaJTM(DUKAITHH
[Ipoucxoxnenue 3auMCTBOBaHO
P i Opurunan X
TPYIOBOM (DYHKIIUN U3 OpUTHHAJIA
Kon Perucrpanmonubii
OpHUTHHAJIA HOMED
npodeccrnoHaIbHOTO
CTaHIapTa

pr,I[OBBIe ﬂeﬁCTBHH IToaroroBka moBeCTKU JHS MCPOIIPpUATUSA

OdopmieHne crrucka y4aCTHUKOB MEPOIPUSITUS

WNudopmupoBanue mnpenanoiaraéMbplXx y4aCTHUKOB O HamMeuaeMOM
MEPOIPHUATHH U yCIOBUAX y4aCTHUS

Bo160op MecTa u BpeMeHU IPOBEICHUS MEPOTPUSATHUS

[ToaroroBka npeaBapuTENIbLHON CMETHI PACXO/I0B

Paccelnka npuriiameHuil NOATBEPAUBIINM Y4aCTHE B MEPOIIPUATHN

C60p TCKCTOB MNOKJIAOB M IIPOCKTOB HUTOI'OBBIX HOKYMCHTOB Y
JOKJIaT4YHNKOB

Pacchuika MH()OPMAIIMOHHBIX MaTepuaoB y4acTHHKaM
KOH(EPEHTHOTO MEPOIPUSATHUS
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CocraBiieHre SIBOYHBIX JIUCTOB M CIIMCKA PETUCTPALMU YYACTHUKOB
MEPONPUSITUS

3aKkynka KaHIEIIPCKUX TOBApPOB M MPOIYKTOB ISl OOECIedeHUs
Kode-nay3

Pemennie BOpocoB TEXHUYECKOTO OCHAILIEHUSI MEPOTPUSATHUS

HOMOIHI) B IIOATOTOBKE JOKJIaJa PYKOBOAUTEIIA, NPC3CHTAIITMOHHBIX
MaTepHaioB

Opranuzanus TOArOTOBKM  Mpe3ujuymMa U paboyux  MecT
YYaCTHHUKOB

Opranu3zanus BCTpEeUn U perucTpanus y4acCTHUKOB MEPOTIPUATHS

Benenne npoTokoiia MeponpusTHs

Opranuzanusi CEpBUCHOTO 00CITy>KUBaHHS BO BpeMs Kode-may3

Opr aHU3alrd KyJIbTYpPHO-MAaCCOBBIX MepOHpHﬂTHﬁ, TPAHCIIOPTHOT'O
Y TOCTUHUYHOI'O 00eCIIeueHHs

Heo6xonumsie OpraHu3oBbIBaTh ~ OpOIECC  HOATOTOBKM K  IPOBEACHUIO
YMEHUS KOH(EPEHTHOTO MEpPONPUATHS HWHIMBUAYAIBHO M B COCTaBe
paboyeil rpynmnsl

JIoKyMEeHTUpOBaTh pas3HbIE JTallbl MPOUEAYPHl MOATOTOBKH U
IPOBEJICHUS KOH(PEPEHTHOTO MEPOTIPUSITHS

[epenaBath MHpOPMAIHIO, TOKYMEHTHl U MaT€pPHUANbl YYaCTHUKAM
KOH(EPEHTHOTO MEPONPHUSATHUS

[MoaroraBnuBate M 00OpYyIOBaTH CTON MpEe3UIUyMa H pabouune
MeCTa Y4aCTHUKOB COBEILaHUs (3ace1aHus)

CepBupoBarh 4aiiHbI (KO(QEHHBIN) CTONX BO BpeMs MPOBEICHHS
Kode-nay3

CO6JIIOI[3.TB ImpaBujia JCJIOBOT'O 3TUKETA U IIPOTOKOJIA

[ToanepxuBaTh UMUK OPraHU3AIIH

COS,Z[aBaTB HMHIK  CCKpETaps, COOTBCTCTBYIOIHI/Iﬁ HMUIKY
OopraHu3anuun

PaGorare ¢ uH(popmaiuen, aHaIU3UPOBaTh U MPEACTaBIATH €€ B
CHUCTEMAaTU3UPOBAHHOM BH/IE

OOecrieunBaTh 0E€30aCHOCTE ACATCIIbBHOCTU OPraHru3aliin
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa
"CneumanuncTt no opraH13aLUMoOHHOMY ...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

[TpumensaTh HHOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH

[TpuMeHsTH MpaBHiia pycCKOTO S3bIKa

HpI/IMeHHTB HAaBbIKHU CKOPOCTHOTI'O IHMCbMa

[IpuMeHsTh HaBBIKU 3aMKUCU U PaCIIU(PPOBKH TEKCTa

Hcnonws3oBaTh COBpPEMECHHBIC TEXHUYCCKHUE CPEACTBA B obnact
CKOpPOCTHOI'O ITMCbMa

ObecneunBaTh KoMopT YYaCTHUKOB KOH(EpPEeHTHOTO
MEpOINpPUATHS, TIOMOTaTh B BONPOCAX MPOXKHUBAHUS, TPAHCIIOPTHOIO
obecneyeHus
Heo6xonumeie Kommiiekc  OpraHu3aliMOHHO-TEXHUYECKUX  MEpPONPHUSATHH IO
3HaHUS HOJTrOTOBKE M IPOBEACHUIO COBEIIAHUI U IMEpPeroBOpoB, B TOM

YUCJIC MCKIAYHAPOAHBIX

[lpaBuna BeaeHHs, MOATOTOBKH M O(GOPMICHHUS TMPOTOKONA U
JTOKYMEHTOB, CO3aBaeMbIX B nporecce HOJATOTOBKH
KOH(EPEHTHOTO MEPOIPUSATHUS

MeTtoauka  COCTaBJCHHS CMEThl  pacxoloB  KOH(EpPEeHTHOro
MEpOIPHUATHS

OCHOBBI HaITUCAHUS peqeﬁ " JOKJIaIOB PYKOBOIAUTCIIA

HpaBI/ma YCTAHOBJICHUSI KOHTAKTa, IIOAACPKAHUA W Pa3BUTUA
MEKJIMYHOCTHBIX OTHOIICHUM

HpaBI/ma JACJIO0BOIO O6H_ICHI/I$I, ACJIOBOI'O OTUKETA

OTHKET U OCHOBBI MCXKAYHapOOHOI'0 IIPOTOKOJIAa

HpaBI/ma IMMPOBEACHUA ACTTOBBIX IIEPETOBOPOB

[IpaBuna 3anThl KOHQUACHIIUAIEHON CITy>KeOHOH HH(pOopMaIHn

CucreMbl CKOPOCTHOTO MHUCHhMA

OCHOBBI IPOTPaMMHOT0 00eCTICUeHHS U O(UCHOTO 000PYIOBaHUS B
00JacTH CKOPOCTHOTO MUChMA

TpeboBaHust OXpaHbl TpyAa

Hpyrue -
XapaKTEePUCTUKHU

3.3.7. TpynoBas cpyHKUMA
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"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

Opranu3zanus UCTIOJTHEHUS PEIICHHH,
OCYIIIECTBIIEHNE KOHTPOJIS YpoBeH
Haumenosanue | 0 po. Kon | C/07.6 | (momypoBens) | 6
UCTIOJTHEHUS TIOPYUYCHHHA
KBaTHM(UKAITIHI
PYKOBOJHUTEIIS
[Ipoucxoxaenue 3auMCTBOBAaHO
. Opurunan X
TPYI0BOH QYHKINU U3 OpUTrHHAala
Kon Peructparnmonuerit
OpHUTHHAIA HOMEp
npodecCHOHAIBLHOTO
cTaHjapra

Tpynossie neiictBus | JlokymeHTanbHOe 0(OpMIIEHHE PEILICHHH PYKOBOIUTES

JloBezieHne 10 CBeJeHUs PAaOOTHUKOB OPraHU3ALUU PACTIOPSKEHHM
PYKOBOAUTEIIA

Koopaunanust ~ OeATENBHOCTM 1O WCIOJIHEHUIO  PELIEHUM
PYKOBOAUTEIIA

Benenue CPOKOBOI'0O TCKYLICTO U IMPEAYHUPCAUTCIIbBHOTO KOHTPOJIA

[IpoBepka UCTIONTHEHUS MOpy4eHUN PYKOBOJUTENS B
YCTaHOBJICHHBIA CPOK

[IpenynpexxaeHne COTpYJHUKOB 00 MCTEYEHHH CPOKa MCIIOJHEHMS
MOPYYEHUN PYKOBOAUTENS

OuKcanus UCTIOTHEHUS TOPYyYeHUN

CocTaBiieHHe OTYETOB M AHATUTUYECKUX CIPABOK O BHIOJHEHUH
MOpYUYEHUH U pEIICeHUN PyKOBOAUTENS

Heob6xoaumsie BecTtu cpokoByr0 KapTOTEKY
YMEHHUS

Bectu yuerHbie peructparioHHble (DOPMBI, UCTIOIB30BATh MX IS
paboThI 1O KOHTPOJIIO UCTIOTHEHUSI TOPYYEHHU PYKOBOAUTENS

PaGorate ¢ uHpopMmaiueil Mo KOHTPOIIIO, CUCTEMATU3UPOBATh €€ U
IIPEJCTABIATH B BUJIE CBOJHBIX IOKYMEHTOB

Hcnonp30Bath cpeAcTBa KOMMYHUKALMM JUIS TIEPEIady OPYUYECHUI
PYKOBOAMTEIIA

Hcnonb30BaTh COBpEMEHHbIE CpeacTBA cOopa U 00pabOTKH
KOHTPOJIbHOW WH(}OpMaIuu

[IpumensTs nHGOPMALIMOHHO-KOMMYHHUKAIIMOHHbIE TEXHOJIOTUU
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

OI_IGHI/IBaTB PE3YJIbTAThI B PAMKax IMOCTABJICHHBIX 3a/1a4

OCYU.[GCTBJBITB KOHTPOJIb HUCIIOJIHCHUA HOpy‘-IGHI/Iﬁ PYKOBOJAUTCIIA

COTpYyAHHUKAMU
HeoOxonuMmsie O6mue T1peboOBaHMS K CpPOKaM HCIIOJHEHUS JIOKYMEHTOB |
3HAHUS KOHTPOJIbHBIM byHKIMAM CITYKOBI JOKYMEHTAIlHOHHOI'O
obecrieueHus

[puniunel, ctocoo6b HHOOPMUPOBAHHS COTPYIHUKOB

OTHKa JCIJIIOBOTO O6H.[€HI/ISI

VYmpasrnenuyeckas CTpYKTypa OpraHu3aIui, PYKOBOJICTBO
OpraHM3aIyy, oO0paslbl MOJMUCEH PYKOBOASAIIUX COTPYIHHKOB,
KpPYT MX MTOJIHOMOYHM M OrpaHUYEHHUS 30H UX OTBETCTBEHHOCTH

JIokanbHBIE HOPMATUBHBIC aKThI OpTaHHU3allun

Hpyrue -
XapaKTEPUCTUKHU

3.3.8. TpynoBble thyHKLUMU

Opranuzanys 1 moaIep KaHue
q)pHKI_[I/IOI-?aHBHOFOI[Haé)OLICFO YpoBeHb
Haumenosanne | 2~ pabo? Kon | C/08.6 | (momypoBens) | 6
MIPOCTPAHCTBA MPUEMHON U KaOuHeTa
KBaTH(pUKAITIH
PYKOBOJIUTENS
IIpoucxoxaeHue 3anMCTBOBaHO
P A Opurunan X
TPYI0BOH (HYHKIIUK U3 OpUrHHala
Kon PerucrpanmonHsbiin
OpUTHHAJA HOMED
npo¢eCcCuOHATHLHOTO
cTaHjapTa

Tpynossie netictBust | ObecrnieueHne padboyero Mecra PyKOBOJIUTENS HEOOXOIUMBIMU
CpeACTBAaMU  OPraHW3allMOHHOW  TEXHUKH,  KaHIEIIPCKUMHU
MIPUHAIICKHOCTSIMU

Opranmsanus npueMHON oduca B COOTBETCTBUM C TPEOOBAHUSIMU
SPrOHOMUKH U KYJIbTYpPbI TPy

Opranu3zanus oQpopMIIEHHS HHTEpbepa NPUEMHON PYKOBOAUTENS

O6opynoBaHue paboyero Mecra OPITEXHUKOH, TEPCOHAIBHBIM
KOMIIBIOTEPOM, BCIIOMOTaTEIbHONW TEXHUKON
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

Opranuzanus 0O0OpYyIOBaHUS TMPUEMHOW CHUCTEeMaMH XpaHCHWUS,
HEOOXOIUMBIMH MIPUCTIOCOOJICHUSIMU, o0ecrieueHus
KaHIEISIPCKUMHU TTPUHAIICKHOCTSIMHU

ObecrieueHne XpaHEHUs] U 3aMEHbl PACXOJHBIX MaTepHaJIoB,
MTOBCETHEBHBIN yXOJ 32 OPITEXHUKOMN

3aka3 KaHIEIIPCKUX TOBAPOB, THTUEHUYECKUX TOBApOB, IPOTYKTOB

IIUTaHUS
Heob6xoaumeie CoznmaBath ycioBus, oOecnieunBamomue 3PPEKTUBHYIO padboTy
YMEHUSA PYKOBOIUTENA

HpI/IMCHﬂTI) B COOTBETCTBHH C Ha3HAa4YCHUEM cpeacTBa
OpFaHI/ISaHI/IOHHOﬁ TEXHUKHU, KaHICIIAPCKUE TPUHAIIICKHOCTHU

OcHamate pabodee MECTO PYKOBOAMTENS U CBOE pabouee MecTo
HE00XO0IMMBIM 000PYJOBaHHEM

OcyliecTBisITh  3aMEHY pacXOAHBIX MaTepHalioB, YXOJI 3a
OPIrTEXHUKOH

KOHTpOJ'H/IpOBaTB COCTOSIHMEC W IIOIOJHATH 3alacCbl KaHLCIAPCKUX
TOBApPOB, CPCACTB T'MTUCHBI, IPOAYKTOB IIUTAHHUA

HeoOxonumeie TpeGoBaHust OXpaHbl Tpyna, MPOU3BOJACTBEHHONH CaHUTAPHH,
3HaHUSA MIPOTUBOINOKAPHOM 3aIUTHI

OCHOBBI HpaBHHBHOﬁ oprannM3alv Tpyda U METOJbl IMOBBIIICHHA
ero 3 pexTuBHOCTH

OcHOBBI 3proHOMUKHU oduca U (PIOPUCTUKU

CranmapTel ¥ pEKOMEHJAIMU 1O OOOPYJOBAHUIO O(HUCHBIX
IIOMELICHU I

CocTtaB OpraHuM3allMOHHOM TEXHHMKH, €€ YCTPOMCTBO U NOPSAIOK
paboThI C HElt

Apyrue -
XapaKTEPUCTUKU

3.3.9. TpyaoBas ¢yHKUMA

Pa3paboTka J0KaIbHBIX HOPMAaTHBHBIX YpoBeHb
HaumeHoBaHME | aKTOB, perIaMEeHTHPYIOLIUX PaboTy Kon | C/09.6 | (mogypoBeHs) | 6
cekperaps KBaIM(UKALIIU
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

IIpoucxoxnenue 3auMCTBOBaHO
" Opurunan X
TPYAOBOH (QyHKIHH U3 OpUruHasa
Kon Perucrpanuonsslii
OpUTMHaja HOMED
npodeccrnoHanTbHOTO
CTaHJapTa

Tpynossie netictBust | PazpaboTka T0KHOCTHON MHCTPYKITUU CEKpETapsi

Pa3paboTka 1ojIokeHus 0 ceKpeTapuare

Pa3paboTka MHCTPYKIIUU TIO JICIIOTIPOU3BOJICTBY

Heo6xonumeie CoctaBisath W O(QOpPMIATH OpPraHU3ALMOHHBIE M METOJIUYECKUE
yMEHUs JIOKYMEHTBI

PegakTupoBaTh TEKCTHI CITYKEOHBIX JOKYMEHTOB

PaGorats co BCEM COBOKYITHOCTBIO
MH(POPMALMOHHO-TOKYMEHTALMOHHBIX PECYPCOB OpPTaHU3aIIH

ITonp3oBaTbes Oazamu AAaHHBIX, B TOM YHUCJIC YIAJICHHO

Hcnonbi3oBath CIIPABOYHBIC ITPABOBBIC CUCTCMBbI

PabGorate ¢ kommbiOTEpOM, KaTajoramu (mamkamu) W Qaitmamu,
CKaHEpOM

[Tonp30BaTbCst OQUCHBIM MAKETOM (TEKCTOBBIN PETAKTOP, TAOIHUIIBI)

[Tosnb30BaTbes nepuepuitHbIMU YCTPOMCTBAMH U OPITEXHUKON

[Tonbp30BaTbCs 2IEKTPOHHON ITOYTOU

[Tonb30BaThCs cUCTEMAMU SJEKTPOHHOTO IOKYMEHTO000pOTa

Heo6xonumsie IIpaBoBble OCHOBBI yHpaBi€HUS (OCHOBBI aJIMUHHCTPATUBHOIO,
3HAHUS TPYZOBOI'O U TPa’kJTAHCKOTO IpaBa)

HOpMaTI/IBHLIe IIPpaBOBLIC aKThI, HOPMAaTUBHO-MCTOAUYCCKHUC
AOKYMCHTHI, TOCYJapCTBCHHBIC CTaHAapThI, OMMPCACIIAIOIINC
MOPAA0OK JOKYMCHTAIMOHHOT'O o0ecIeYeHUs YpaBJICHUA

CrtpykTypa, pyKOBOJCTBO CTPYKTYPHBIX MOJpa3lelieHuii, oopasiisl
NOANKCEN JHL, HMMEKIOIMX NPABO IOANMCAHUS M YTBEPKICHUS
JIOKyMEHTOB, M OTPAHUYEHHUSI 30H UX OTBETCTBEHHOCTHU

[IpaBuna  TOKYMEHTAallUOHHOTO  OOECHEYEHHUS  JEATEIbHOCTH
OpraHu3aIu
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

[Topsimok paboThl ¢ AOKYMEHTaMU

TpeboBanust, NpeabsABIsIEMble K JOKYMEHTaM B COOTBETCTBUHU C
HOPMAaTUBHBIMM  IIPaBOBBIMM aKTaMHU M  TOCYJapCTBEHHBIMHU
CTaHIapTaMH

IIpaBuna COCTaBJICHUS OpraHU3allMOHHBIX JIOKYMEHTOB
(Mo0XKeHuH, UHCTPYKLIMNA, PETIIAMEHTOB)

Buapl 1OKyMEHTOB, UX Ha3HAYEHUE

OCHOBEHI ,Z[OKy'MeHTHOI\/'I JJUHI'BUCTHUKH

TpeboBaHust 0XpaHbl TpyAa

Hpyrue -
XapaKTePUCTHKHU

3.3.10. TpyaoBas cpyHKUMA

CocraBnenue u opopmiicHHE YpoBeHb
Haumenosanue | yripaBieHUECKOH TOKyMEHTAINN Kox | C/10.6 | (momypoBenb) | 6
KBTI (KA
[Ipoucxoxnaenue 3anMCTBOBaHO
P i Opurunan X
TPYIOBOM (DYHKIINN W3 OpUTHHAJIA
Kon Perucrpanmonueii
OpHUTHHAJIA HOMED
npodeccrnoHanIbHOTO
CTaHJapTa
Tpynoseie neiictBust | CoctaBneHue MIPOEKTOB pacmopsiAUTEIbHBIX (mpukassl,

pacropsbkeHus1) M MH(POPMALMOHHO-CIIPABOYHBIX  JIOKYMEHTOB
(cmy>xeOHbIe TICbMa, CTIPaBKH, TOKJIAJHbIE U CITy>KEOHbIE 3aIUCKH)

Ileuats CJ'Iy>KC6HBIX HAOKYMCHTOB U MaTCpUaJIOB

PasmHoxkeHMe CJ'Iy>KC6HLIX AOKYMCHTOB

KonTpons  mpoxokneHuss ~ JOKYMEHTOB B OpraHHU3aluu
(cornacoBaHue, MOANMCAHUE U YTBEPKICHHE TOKYMEHTA)

HeoOxonumbie PenakTupoBaTh TEKCTHI CITY>KEOHBIX JOKYMEHTOB
yMEHUS

[Tosnb30BaTbes yHUPUIIMPOBAHHBIMU (hOPMAMU JJOKYMEHTOB

OdopMsaTh KaccoBble (PMHAHCOBBIC TOKYMEHTHI M JOKYMEHTHI IO
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

YUCTY HaKJIaAHbIX pacXoJd0B

ITeuaraTh CIIYKC OHEBIE AOKYMCHTBI

[Tonp30BaTbest mepudepuitHpIMUA yCTPOHCTBAMH U OPTTEXHUKON

Pabotathk ¢ KOMIBIOTEPOM, CKAHEPOM

[Tonb30BaThbest OUCHBIM MTAKETOM (TEKCTOBBIA PEAKTOP, TAOIUIIHI)

[Tonb30BaTbCs 2IEKTPOHHOU ITOYTOU

ITonp30BaThCs CUCTEMaMHU SJICKTPOHHOT'O I[OKYMCHT0060pOTa

O0ecrieunBaTh 0€30aCHOCTE ACATCIIbBHOCTU OPraHru3aliiun

Heobxonumeie [IpaBoBble OCHOBBI ympaBieHUs (OCHOBBI aJIMHUHUCTPATHUBHOTO,
3HAHUS TPYZOBOTO U X034 CTBEHHOTO MpaBa)
Ctpykrypa OpraHu3alui, PYKOBOJCTBO CTPYKTYPHBIX

nojapasiefneHnuid, o0pasmpl TMOAMUCEH JIMI, WMEIONIUX IPaBO
MOAMMUCAHUS U YTBEPKICHUSI JOKYMEHTOB, U OTPaHUYEHHS 30H UX
OTBETCTBEHHOCTH

[IpaBuna  MOKYMEHTAallMOHHOTO  OOECMEYeHHsS  JIeATEIbHOCTH
OpraHu3aluu

[Topsitox paboThI ¢ TOKyMEHTaMU

TpeGoBaHusl, MpenbsABIsEeMble K JOKYMEHTaM B COOTBETCTBUHU C
HOPMATUBHBIMM  IPABOBBIMM aKTaMH UM  TOCYJapCTBEHHBIMH
CTaHJapTaMH

Bunpr JOKYMCHTOB, X HA3HAYCHHUC

[TpaBuiia coryiacoBaHMs JOKYMEHTOB OpraHHU3alluK (BHYTPCHHETO U
BHEIIIHETO)

HpaBI/IJ'Ia MMOoANUCAHUA U YTBCPKACHUA NOKYMEHTOB

[IpaBuna COCTaBJICHUS u oopmieHus
UHGOPMAIIMOHHO-CIIPABOYHBIX, YIPABICHYECKUX JOKYMEHTOB U
CITyKeOHBIX THCEM

OCHOBEI ,HOKYMGHTHOI;'I JJMHI'BUCTHUKH

[IpaBuna pycckoro s3bika

TpeboBanust oxpaHsl Tpyaa
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

Jlpyrie -
XapaKTepI/ICTI/IKI/I

3.3.11. TpynoBas cpyHKuuA

Opranuzanus paboTsl ¢ JOKYMEHTaMU VYpoBeHb
HaumMenoBanue | B mpreMHON pyKOBOJUTEINS Kon |C/11.6 | (momypoBens) | 6
KB (DUKALIMH
[Tpoucxoxaenue 0 3auMCTBOBaHO
o puruHan X
TPYAOBOH (QyHKIMH U3 OpUrMHaIa
Kon PerucrpanmonHsbiin
OpuUruHaa HOMEp
npo¢eCcCuOHATHLHOTO
cTaHzapra

Tpynoseie neiicteust | [lomydeHue, npenBapUTENbHOE pPAacCMOTPEHUE U COPTHPOBKA
NOCTyNaroImKrX B IPUCMHYIO PYKOBOAUTEIIA JOKYMCHTOB

[IpoBepka  KOMIUIEKTHOCTM  IOCTYNAKOIIMX B  IPUEMHYIO
PYKOBOAMTEISI TOKYMEHTOB

[ToaroToBka TOKYMEHTOB JJIsl PACCMOTPEHHUS PYKOBOAUTEIEM

Vuer AOKYMCHTOB, IMOCTYHAIOIINX HAa UM PYKOBOAUTCIIA

OpF aHn3alrg JOCTaBKU JOKYMCHTOB HCIIOJIHUTCIIAM

CO3,Z[8.HI/IG 1 BCIACHUC 0a3ml AAaHHBIX JOKYMCHTOB PYKOBOIUTCIIA

Benenne nHpOpMaIIMOHHO-CIIPABOYHON PAOOTHI

HeobOxonumeie PaGorats ¢ Bxozsie, ucxoasieil, BHyTpeHHEN JOKyMEeHTaIlel
yMEHUS

[Tonmp30BaThes cHCTEMaMH DJIEKTPOHHOTO TOKYMEHTOOOOpOTa IS
perucTpanmnu, KOHTPOJIA JOKYMCHTOB u
WH(POPMAITMOHHO-CIIPABOYHOMN pabOTHI C JOKYMEHTAMH

[IpumensaT UHPOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE  TEXHOJIOTUH
U1 pabOThI C TOKYMEHTaMHU

[IpumeHsTH NpaBUiIa PyCCKOIo S3bIKa

[IpuMeHATH HABBIKM CKOPOCTHOT'O ITUCHMA

CocTaBiaTh U Oq)OpMJISITB JIOKAJIbHBIC HOPMATHUBHBIC aKThI
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

Heo6xonumeie HopmaTtuBHbIE  1IpaBOBBIE  aKThl, HOPMATHUBHO-METOJUYECKHE
3HaHUSA JOKYMEHTBI, TOCYJAapCTBEHHBIE  CTAHAAPTHI,  OIPEACIAIOIINE
MOPAZIOK TOKYMEHTAIIMOHHOTO 00ecTIeYeH sl yIIpaBJIeHUs

Crpykrypa OopraHusaluu, PYKOBOICTBO CTPYKTYPHBIX
MOJIpa3IeICHUI

CoBpeMeHHBIE ~ MH(POPMAIIMOHHBIC  TEXHOJOTHU  pabOTHl  C
JTIOKyMEHTaMH

[Mopsimok paboThI ¢ TOKyMEHTaMH, CXEMBI JIOKyMEHT0000poTa

[IpaBuna paboOThl C BXOASIIUMHU, HUCXOISAINIMMH W BHYTPEHHUMH
JIOKYMEHTaMHU

HpaBI/IJIa OopraHu3alvii KOHTPOJIA HUCHOJIHCHHA OJOKYMCHTOB H
THUITIOBBIC CPOKHU HUCITIOJIHCHUA NTOKYMCHTOB

HpaBI/IJIa COCTAaBJICHUA AHAJIMTHYCCKUX CIIPABOK IO OpraHU3aluu
pa6OTI)I C JOKYMCHTaMH1 1 KOHTPOJIIO UCITOJTHCHUA JOKYMCHTOB

[IpaBuna co3ganus U BeleHHUs 0a3 JAHHBIX CIYKEOHBIX JTOKYMEHTOB
B OpraHH3aluu

CucTeMBbl 3IEKTPOHHOTO JOKYMEHTO000pOTa

CucreMbl CKOPOCTHOI'O MMCbMa

TpeboBaHust OXpaHbl TpyAa

Hpyrue -
XapaKTePUCTHKU

3.3.12. TpyaoBas cpyHKUMA

Opranuzanus XpaHeHus JOKYMEHTOB B YpoBeHb
HaumenoBanue | mpueMHOW PyKOBOIUTEIS Kon |C/12.6 | (momypoBenb) | 6
KBTI (KA
IIpoucxoxnenu HMCTBOBaH
p VKICHHE Opuruman X 3auMCTBOBAHO
TPYIOBOM (DYHKIIUN W3 OpUTHHAJIA
Kon Perucrpanmonubii
OpHUTHHAJIA HOMED
PO eCCUOHAIBHOTO
CTaHJapTa
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

Tpynoseie nefictBust | PazpaboTka pasienoB HOMEHKJIATYPHI 1€ OpraHu3aliu

dopmupoBaHue u odopmieHue pi(Sh) IIOCTOSTHHOT O,
JIOJITOBPEMEHHOIO XpaHEHUS

IloaroToBka u nepeaada aACiI B apXuB OpraHu3aluu

Heo6xonumeie PazpabaThiBaTh HOMEHKJIATypy [JeJI OpraHu3alud C Y4YEeTOM
YMEHUS HOPMAaTUBHO-METOJAMUYECKUX IOKYMEHTOB

Hcnonb3oBaTh HOMEHKIATypy M€l NpU H3yYEHUH CTPYKTYpBI
OpraHM3aliy, COCTABJIEHUH OIUCEN J1eT

®opmupoBaTh U OPOPMIIATH Jie1a B COOTBETCTBUH C YTBEPKIAESHHON
HOMEHKJIATypOH J1€] OpraHu3alun

O0ecrieunBaTh COXPAaHHOCTb JOKYMCHTOB OPraHU3aluu

[Ipon3BOAUTH TOATOTOBKY /€I JJIs IEpelavyH B apXUB

[IpumensaTr UHYOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE  TEXHOJOTHUHU
U1 pabOThI C TOKYMEHTaMHU

HeobOxonumeie HopmaTuBHbIE 1paBOBBIE  aKThl, HOPMATHUBHO-METOJINYECKHE
3HaHUA JOKYMEHTBI, TOCYJAapCTBEHHBIC  CTAHAAPTBI,  OIPEACIAIOIINE
HOPSIIOK TOKYMEHTAIlMOHHOTO 00ecIieYeH s yIpaBIeHUs

Bunel HOMeHkiaTyp, oOmue TpeOoBaHMS K HOMEHKIATYpe,
METOJIUKA €€ COCTaBJICHUS U 0POPMIICHUS

Ilopsimox ¢dopmupoBanust U opoOpMIIEHHS Jel1 C yKa3aHUEM
cneunpuky GOpMHUPOBAHNUS OTACIbHBIX KaTEropuil e

HpaBI/ma XpaH€HusA €1, B TOM YHCIE€ C JOKYMCHTaMH
OIpaHUYCHHOI'O NOCTYyIIa

IIpaBuna  BbIIau¥ M MCIOJIB30BAaHUS ~ JOKYMEHTOB U3
c(OPMHUPOBAHHBIX J1€JT

TpeGoBanust oxpaHsl Tpyaa

HpaBI/ma MMOATOTOBKH U I€pE€aavu ACJI B apXHUB OpraHHU3allun

Jlpyrie -
XapaKTepI/ICTI/IKI/I

3.3.13. TpyaoBbie hyHKLUN

ObecnieyeHue pyKoBOAUTENS Yposenb
Hamvenosauue | yudopmareii Kon | C/13.6 | (moxypoBeHs) | 6
KBaJIM(pUKaLMK
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I [I—
[TpoucxoxaeHue 3anMCTBOBAaHO
. Opurunan X
TPYI0BOM (GYHKINU U3 OpUrHHaa
Kon Peructparmonnbrit
OpUTHHAIA HOMED
npodecCuOHAIBLHOTO
cTaHjapra

Tpynossie neiictBus | Coop u mepepaboTka nHpOpMAIMK, HEOOXOIUMOU I MPUHATHS
00OCHOBAHHBIX YIPABICHUECKUX PEIICHUH

[IpoBepka [OOCTOBEPHOCTH, IIOJHOTBI M HEIPOTUBOPEYUBOCTHU
JAaHHBIX, UCKIIIOUEHHE TyOIupoBaHus HHPOpMALUU

HpeI[OCTaBJIeHI/Ie JaHHBbIX B €AWHOM H yIIOGHOM AJI1 BOCIIPUATHA
dhopmate

BrisiBnenne HaunOoliee 3HAYMMBIX KPUTEPHUEB CHUCTEMAaTH3AI[UU
nH(OpMALUY IJTs CO3AaHus 0a3 JaHHBIX

CDOpMI/IpOBaHI/Ie U UCIIOJIb30BaHKE 0a3 AAaHHBIX B OpraHu3alnuun

Heo6xonumeie OcymectBisATh cOop, 00paboTKy M aHanu3 HHGOpPMaUM B
YMEHUS COOTBETCTBUM  C  TpeOOBAHUSAMH  KpPAaTKOCTH,  YETKOCTHU
(OpMYIHPOBOK, CBOEBPEMEHHOCTH TIIOCTYIUICHHS, TOYHOCTH U
JOCTOBEPHOCTH, ONTHMAaJIbHOCTH CHCTEMATHU3AINH, HETIPEPHIBHOCTH
cbopa u 00paboTKH HHPOPMAITIH

OcymiecTBIsTh  PETHCTPAllMIO, HAKOIUIGHHE W Iepeaady,
CHCTEeMaTH3HPOBAaHHOE XpaHEHHE M BbAA4y HWHPOpPMAIMKA B
TpeOyemoii hopme

CocrTaBiaTe O(i)OpMJ'IfITB CBOJHBIC, OTYCTHBIC, CTATHCTHYCCKHC
JAOKYMCHTBIL

OcyiecTBisiTh  00pabOTKy M CTPYKTypUpOBaHHE HH(POpMAIH,
00pa3yst “UHQOPMAIIOHHBIE PECYPCHI

BBO,Z[I/ITB HOBBIC TaHHBIC B CHpaBOLIHO-I/IH(bopMaHI/IOHHLIC CHCTCMBI

BBoauTh B maMsATh KOMITbIOTEPA 3JIEKTPOHHBIE 00pa3bl TOKYMEHTOB

[IpuMeHATH HABBIKM CKOPOCTHOTO ITUCHMA

[TpuMeHsATh HaBBIKH 3aIUCH U PacIIN(PPOBKHU TEKCTa

Hcnons3oBaTh COBpPCMCHHBIC TCXHUYCCKHUEC CPCACTBA B obiactu
CKOPOCTHOI'O NMCbMa
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

[Mpous3BomuTh MOUCK WHPOPMAIMK B CYIIECTBYIOIIUX 0a3ax
JAHHBIX, BECTH HH(POPMAIIMOHHO-CIIPABOYHYIO pa0dOTy Ha OCHOBE
Pa3IMYHBIX KOM6I/IHaHI/II71 IMOUCKOBBIX ITPU3HAKOB

[TpumensTh HHHOPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH

Heo6xonumeie Ocobennoctn  (opMupoBaHHMS ~ BHEIIHUX WM BHYTPEHHHX
3HAHUS WH(POPMAIMOHHBIX TIOTOKOB

CoctaB BHEIIHUX UHPOPMALMOHHBIX IIOTOKOB

CocraB BHYTPCHHUX I/IH(I)OpMaLII/IOHHBIX IIOTOKOB

Ctpykrypa OpraHHu3aIiu u MOPSATOK B3aNMOIEHCTBUS
Mo/Ipa3/IeNIeHUuH U CITyK0

Ocob6ennoctu ¢popmMHupoBaHus 06a3 JaHHBIX B OpraHU3alMU

CoBpeMeHHbIE HAy4YHbIE METOABI W TEXHUYECKHE CPEJCTBA,
crocobcTBytolE cOOpy, 00paboTKe, COXpaHEHHIO M TMepenade
MH(POPMAIMOHHBIX TTOTOKOB

Metoabl 00paboTk HMH(pOpPMALMU C MPUMEHEHHEM COBPEMEHHBIX
TEXHUUYECKUX CPEJICTB KOMMYHUKALMH U CBSI3U, BBIYMCIUTEIBHOMN
TEXHUKU

Cucremsbl CKOPOCTHOI'O MMCbMa

OCHOBBI IPOrpaMMHOr0 o0ecreyeHus U 0pUCHOTO 000PYIOBaHUS B
00J1aCTH CKOPOCTHOTO NMUChMa

TpeboBaHust OXpaHbl TpyAa

Hpyrue -
XapaKTePUCTHKHU

3.3.14. TpynoBas cpyHKUMA

Opranuzanus nHHOPMAIMOHHOTO VpoBeHb
B3aUMOJEHCTBUS PYKOBOIUTEIS C
HaumenoBanue A Py A Kon | C/14.6 | (momypoBens) | 6
MOAPa3ICIICHUSIMH U IOJDKHOCTHBIMHU
KBaTH(UKAITII
JUIaMU OpTaHu3aIuu
[Ipoucxoxnenue 3auMCTBOBAaHO
. Opurunan X
TPYI0BOH QyHKINK U3 OpUTrHHala
Kon Peructpanmonnerit
OpUTHHAIA HOMEp
npodecCHOHaIBLHOTO
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craHzapra

Tpynossie neiicteus | MHpopMupoBanue paOOTHUKOB  OpraHM3allud O  PELICHHAX
PYKOBOIUTENS

Opranuzanus ooMeHa uHQOpMAIe MeXIy MOoApa3ieiCHUsIMH U
JOJKHOCTHBIMU JIMIIAMU OPTaHU3aI[UN

OHOBCH_IeHI/Ie pa6OTHI/IKOB O IPCACTOAIINX MEPOTIPUATUAX

OpraHmauI/m BCTPCY TPYAOBOI'O KOJUICKTUBA C PYKOBOACTBOM

WNudopmupoBanue pykoBoautesst 00 oOpaleHusiX COTPYIHUKOB 110
pabouuM U JIMYHBIM BOIIPOCAM

Heo6xonumsie Hcnons30BaTh COBPEMEHHBIE TEXHOJOTHH cOopa | Tepeaadyu
yMEHUs uHbopMauu

OcymiecTBisITE cOOp U mepepadoTKy HHGOpMAIH, HEOOXO MMON
IUTSL ICATEIBHOCTH PyKOBOIUTEIISI

OCYHIGCTBJ'I?ITI) CUCTCMATU3AUI0 TIOJYYAaC€MbIX W II€pEaaBaCMbIX

TAHHBIX
OcymiecTBisITh  TPOBEPKY  JOCTOBEPHOCTH,  TOJHOTHI U
HETIPOTHBOPEYMBOCTH  JAHHBIX, HCKJIIOUCHHE  JyOIMpOBaHUS
uHbopMaIuu

[lpencraBnsaTh OaHHBIE B €AMHOM M YJOOHOM ISl BOCIIPHSTHS
dbopmate

MHOroKpaTHO  HKCIOJIb30BaTh  IMOJYYEHHYIO  HH(pOpMAIHIO,
MOCTOSTHHO OOHOBJISTH JaHHBIE

OOecrieunBaTh OIIE€paTUBHOCTDH I/IH(l)OpMaHI/IOHHBIX IIOTOKOB

PaGotate ¢ KOMIBIOTEPOM, HCIIOJIB30BATh OQHUCHBIA MaKeT
(TEeKCTOBBIH pelakTOp, TAOIHUIIHI)

HeobOxonumeie HopmartuBHble  mpaBoBbIE  aKThl, HOPMAaTHUBHO-METOJUYECKUE
3HaHUsA JIOKYMEHTBI, TOCY/JAapCTBEHHbIE CTaHAApPThl B cepe NesTeIbHOCTH
OpraHu3alNH
Crpyxkrypa OpraHu3aluu, PYKOBOJICTBO CTPYKTYPHBIX

HO,[[paBI[eJ'IeHI/Iﬁ, HallpaBJICHUA ACATCIIBHOCTU OpraHu3allui U
KOMIICTCHI WU CTPYKTYPHBIX HO):[paBIleJ'IeHI/Iﬁ 1 JOJDKHOCTHBIX JIUIL

Knaccudukanus yHpaBIeHYECKON uHpopManuy, BUJIbI
ynpaBiieH4ecKoil nH(popMau
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

@DopMBI MIpeICTaBICHHS YIPaBICHYECKOH HH(DOpMaIH

HcTounuku ynpaBieH4eckoil nHpopMau

Metoauka 0T60pa HCTOYHUKOB HH(POPMALIUU

TpeGoBanusi, mpeabsABIsieMbIe K yIpaBIeHYECKONH HHPOpMAITUT

TpeGoBanust oxpaHsl Tpyaa

Jlpyrie
XapaKTepI/ICTI/IKI/I

3.4. O600LwWeHHan TpyaoBas pyHKUMA

HudopmaninoHHO-aHAIUTHYECKAS U
OpTraHU3aI[MOHHO-aIMUHUCTPATUBHAS YpoBeHb
Haumenosanue | OF H o p Kon D P 6
HNOJIEPKKA JAESITEIbHOCTU KBaJTU(DUKAITH
PYKOBOJUTEIS OpraHU3aluu
[Ipoucxoxnenue
o . 3auMCTBOBAaHO
00001meHHoN Tpy10BO# | OpuruHan X
U3 OpUruHaa
byHKIIN
Kon Perucrpanmonnsii
OpHUrHHaa HOMeEp
poheccuoHanbHOTO
CTaHJapTa

Bo3moxxHbie
HAaUMCHOBAHUS
JIOJDKHOCTEH,
npodeccuit

ITomomHukK PYKOBOAUTECIIA

TpebGoBanus k
00pa3oBaHMIO U
00y4eHHIO

Briciiee oOpa3oBanue - 6akanaBpuar

HJIN

Bricmiee o6pazoBanue (HenpoduibHOE) - OakagaBpuaT 1
JOTIOJTHUTEIIbHOE MPO(EeCcCHOHAIbHOE 00pa30BaHUE 1O
JIOTIOJTHUTENBHBIM TPO(ECCHOHATBLHBIM IPOrpaMMaM
npodeccroHaNBbHOM MePenoAroTOBKY MO MPOMUITIO ASSITETFHOCTH

TpeboBaHus K ONBITY
MPAKTUYECKON pabOTHI

He MeHee Tpex neT 110 OpraHu3aluOHHOMY, JOKYMEHTALUOHHOMY
1 MH()OPMAITMOHHOMY 00€CIICUEHUIO IeATEIbHOCTH PYKOBOAUTEIS

OpraHu3aIu

www.consultant.ru
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[okyMeHT npepoctasneH KoHcynbraHTlntoc

[ata coxpaHeHus: 08.04.2022

Oco0sie ycioBus
Jorycka K pabote

Jlpyrie
XapaKTepI/ICTI/IKI/I

AdononHutenbHble XapaKkTepPUCTUKU

HanmenoBanue Kon HaumenoBanue 6a30B0i rpymiibl, J0HKHOCTH
JOKYMEHTa (mpodeccun) WK CHEUATBHOCTH
OK3 3343 AJIMUHUCTPATUBHBIN U MHOW UCTIOJHUTEIIbHBIN
CpeIHETEXHUYECKUI MepCoHan
EKC - Cexkperapb pyKOBOJIUTEIS
OKIIJITP 26341 CexkpeTapb pyKOBOAMTEIA
OKCO 7.46.03.02 | JlokyMeHTOBEEHUE U apXHUBOBEICHNUE

3.4.1. TpynoBbie ¢pyHKLUMN

®dopmupoBanrue HHPOPMAITMOHHOTO YpoBeHb
HaumeHnoBanue | B3auMoeNCTBUSA PYKOBOAUTES C Kox |D/01.6 | (momypoBens) | 6
OpraHu3aIusIMu KB (DUKAIIH
IIpoucxoxxaeHue 3aMMCTBOBaHO
P A Opurunan X
TPYJAOBOH (HyHKITUN U3 OpUTHHAJIA
Kon Perucrpanuonnsiii
opurvHana HOMED
npoeCcCHOHATHLHOTO
cTaHAapTa

Tpynoseie nericTBUsA

OT60p HMCTOYHMKOB HMH(OPMAIUM B COOTBETCTBUHU C 3aJaHHBIMU
KpUTEPUSIMHU

O6pabotka u wuHTEepHpeTamus WHGOPMAIMK I  MOATOTOBKU
MPOEKTOB PEIICHUI

[ToaroroBka 3anpocoB 1O NOPYUEHHUIO PYKOBOJUTENS HA MOJyUYEHUE
JOKYMEHTOB U MH(pOpPMAIMN B OpraHax rocyJAapCTBEHHOM BIacTU U
yOpaBleHUs, OOIIECTBEHHBIX OpraHU3alUiX U  MOJyYeHHUe
COOTBETCTBYIOIIMX HHPOPMALIUU U JOKYMEHTOB

WNudopmupoBanue pyKOBOIUTENS O pe3yibTaTaX pPacCMOTPEHUS
3aIpocoB U OOparieHuit

HafeXHasa npaBoBas noaaepXxka
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 08.04.2022

Opranuzanus peuieHus BOIIPOCOB, HE TpeOyoLX
HEIIOCPEACTBEHHOI'0 YYacTUsl PYKOBOJIUTEIS

[TonroroBka MaTepualioB JUIs ydacTHs PYKOBOIUTENS B pabote
pa3INYHBIX  CTPYKTYp B  COCTaB€  TOCYJAapCTBEHHBIX U
MYHHIMITAIBHBIX OPTaHOB, OOIIECTBEHHBIX OpraHU3aINi

HOI[FOTOBKa AOKYMCHTOB IJId  3aKIOYCHUA COorjlameHuil o
COTPYAHHUYECTBE C ACJIOBBIMHU ITaPTHEPAMU

WudopmupoBanne AeNOBBIX MAapTHEPOB W 3aWHTEPECOBAHHBIX
OpraHW3alMil O pEHIEHUSAX PYKOBOAMUTENS B XOJ€ BBINOJHEHUS

COIIaIEHUu I
HeobOxonumeie AHanu3upoBaTh U OTOMpaThb MCTOYHUKM HHPOpMAIMU B
YMEHUS COOTBETCTBUM  C  KPUTEPUSAMHU  IOJHOTBI,  JOCTOBEPHOCTH,

CBOCBPCMCHHOCTH ITPCAOCTABJICHUA HH(bOpMaHHH

Cobupatp, oOpabaTeiBaTh W aHAIM3UPOBATh HWHMOpPMAIUIO B
COOTBETCTBUH C 33J]aHHBIMU TPEOOBAHHUSIMU

HepenaBaTb I/IH(bOpMaI_II/IIO B CUCTEMAaTU3UPOBAHHOM BH/IC

OOpabaTbiBaTh U CTPYKTypupoBaTh uH(poOpMaluioo, o0pa3ys
UH(QOPMALIMOHHBIE PECYPCHI

[IpousBoauTe mMOMCK HHPOpPMAIMK B CYLIECTBYIOIIUX 0a3zax
JAHHBIX, BECTH HH(POPMAIIMOHHO-CIIPABOYHYI0 pabOTy Ha OCHOBE
pa3IMYHBIX KOMOMHAIINN TOUCKOBBIX MTPU3HAKOB

Ob6ecneunBaTh HHPOPMAIIMOHHYIO 0€30M1aCHOCTh OpraHU3aIuN

PaGotrate ¢ KOMIBIOTEPOM, HCIIOJIB30BaTh OQHUCHBIA MaKeT
(TEeKCTOBBIN peakTop, TAOIUIIHI)

HeobOxonumeie BHyTpeHHss 1 BHEIIHSS NOJUTHUKA OPTaHU3alun
3HaHUA

HpI/IHIII/IHI)I MNpEaACTAaBUTCIILCTBA B TI'OCYJAPCTBCHHBIX OpraHax,
opraHax MECTHOI'0 CaMOYIIpaBJICHUA, CTOPOHHUX OpraHU3aluiaxX U
IOopsAa0K BSaHMOHCfICTBI/IH C HUMH

[IpuHOHAIIBEI M METOIBI AIMUHUCTPUPOBAHUS

OcoOenHoct  (GOPMHUPOBAHMA  BHEUIHMX M BHYTPEHHHUX
WH(POPMAIIMOHHBIX TIOTOKOB

Crpykrypa Opra’u3alnuu U MOPSIZIOK B3aUMOJICVCTBHUS
TOAPAa3ACIICHUNA U CITYKO

[IpaBwina hopmMupoBaHUS U UCIIOIE30BAHUS 0a3 JAHHBIX
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CoBpeMeHHbIE HAay4YHbIE METOJIbl W TEXHUYECKHE CPEICTBa,
crocoOcTBytomue cOopy, 00pabOTKe, COXpaHEHHI0 U Tepeaaye
nHpopManuu

[IpaBuna 3anThl KOHQUACHIIUAIEHON CITy>KeOHOH nH(pOopMan

CoBpemeHHbIe HH(OPMAIIMOHHBIE TEXHOJIOTUU

Hpyrue -
XapaKTEPUCTUKHU

3.4.2. TpynoBas pyHKUMA

AHanu3 nHpOpMaIH U MOATOTOBKA YpoBeHb
HaumenoBanwue | nvHQOpMaIMOHHO-aHATTUTUYECKUX Kon | D/02.6 | (momypoBens) | 6
MaTepUasoB KBaNU(UKAIMH
[Ipoucxoxaenue 0 3aMMCTBOBaHO
o puruHan X
TPYI0BOH (QYHKIINK U3 OpUrHHAala
Kon PerucrpanmonHsbiin
OpUTHHAJA HOMED
npo¢eCcCHOHATHLHOTO
CTaHJapTa

Tpynossie neiictBus | Coop, mepepaboTka M aHanW3 WHPOPMALWHU I pEeIICHHs 3aaad,
IIOCTABJIEHHBIX PYKOBOJIUTEIEM

[MonroroBka nHGOPMAIIMOHHO-AHATUTUIECKAX MAaTEPUAIOB

PazpaboTtka TemaTudyeckoro miaHa 0030pHOT0 JOKYMEHTa, T0KIaaa

Omnpenenenue kpyra 6udnrorpad@uyecKux UCTOUHUKOB

HOI[60p HCTOYHHUKOB H JIUTCPATYpPbI IIO TEMC 0630pa, JOKJIazaa,
aHaJIUTHYECKOHN CIIpaBKH

Hamucanme u odopmienune o0630pa, AOKIaga, aHaIUTHYECKOM

CIIPaBKHU
HeoOxonumbie PazpabarpiBath TEMATUYECKUH IUIaH 0030pa, JIOKJIaza,
YMEHHUS AHATUTUYECKOU CIIPaBKU

OO6OCHOBBIBaTh AKTYyaJIbHOCTh MPOOJIEMBI, KOTOPYIO MPEACTOUT
OCBETUTH B 0030pe, TOKIIAJE, CIIpaBKe

[Tonb3oBatbes MH(GOPMaIMOHHBIMU pecypcamu u
CUCTEeMATHU3UPOBATh HHPOPMAIIHIO 10 33JaHHBIM KPUTEPUIM
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HNHtepnpeTupoBaTh IOJIYYEHHBIE JAHHBIE U IIPEACTABIATH MX B
CHUCTEMAaTU3UPOBAHHOM BH/JIE

OHpGI[CJISITB Kpyr UCTOYHUKOB U JIUTCPATYPHI, HCO6XOI[I/IMBIX JJIsL
IIOATOTOBKH I/IHQ)OpMaHI/IOHHO-aHaHI/ITI/IqGCKI/IX MaTcpHraJioB

Wznarate Marcpual B JIOTHYECKOM MOCJIeA0BaTEeIbHOCTH

HpOI/I3BOIlI/ITB AHAJIN3 U OLCHKY U3JIOKCHHOI'O MaTCpuajia

OQ)OPMHHTL TEKCT B COOTBETCTBYIOIICM CTHIIC

P CAaKTHPOBATh TEKCT JOKYMECHTOB

®opmyJIHPOBaTh BBIBOJIBI U PEKOMEHIAIUN

OcymecTBIsITh aBTOMATHU3AIMIO TIPOLECCOB cOOpa, XpaHEHUS M
BbIIaYU MH(POpMAIIUU

[Tomp30BaThcs  yCTpOWCTBAMU aBTOMATHU3MPOBAHHOH 00pabOTKH
TEeKCTOBOM MH(pOopMaluu U GOTOHAOOPHBIMHU YCTPOHCTBAMU

HpI/IMCHHTB BBIYUCIIUTCIIBHYIO TCEXHUKY MU I/IH(i)OpMaIII/IOHHI)IG
TCXHOJOTHH JJIsA SKOHOMHUYHOU U paHHOHaHBHOﬁ OopraHu3aln
I/IH(I)O];)MaI_[I/IOHHBIX IIpoHECCOB, IIOBBIIICHUA HX THOKOCTH U
JUMHaAaMHUYHOCTH

[IpoBoUTh pegakTUpOBaHUE TEKCTA, aHAJIW3 U OLICHKY BBIBOJOB M
pPEKOMEH AN

HpI/IMCHHTB OCHOBBI IICUXOJIOT'MH ACJIOBOI'O 06HICHI/ISI

HeobOxonumeie HopmatuBHble  mpaBoBbIE€  aKThl, HOPMAaTHUBHO-METOJUYECKUE
3HaHUs JIOKYMEHTBI, TOCYy/JAapCTBEHHbIE CTaHAAPTHl B cepe NesATeIbHOCTH
OpraHu3alNH
Crpyxkrypa OopraHu3aluu, PYKOBOJICTBO CTPYKTYPHBIX

HO,[[paBI[eJ'IeHI/Iﬁ, HallpaBJICHUA ACATCIIBHOCTU OpraHu3allui U
KOMIICTCHI WU CTPYKTYPHBIX HO):[paBIleJ'IeHI/Iﬁ 1 JOJDKHOCTHBIX JIUIL

Knaccudukanus yIpaBIeHYECKON uHpopManuy, BUJIbI
ynpaBiieH4ecKoil nH(popMau

@dopMbI NpeIcTaBlIeHHs yIpaBiIeHYecKol HH(popMaIuu

Hcrounuku ynpaBieHueckod uHQOpMalK, METoauKa oTdopa
UCTOYHUKOB MH(POPMAITUU

TpeGoBanusi, mpeabsABIsieMbIe K yIpaBIeHYECKONH HHPOpMAITUT

OcoOenHoctu  pedepupoBanust ~ HHPOpMalMH,  creuuduka
oopmileHHST M COCTaBJICHHUS aHHOTaLuWi, pedepaToB, 0030pOB,
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JOKJIaa0B

OCHOBEI HaITMCaHUS peqeﬁ " JOKJIaIOB PYKOBOIAUTCIIA

Kareropuu ciymareneit (untaTeneii), Ha KOTOPBIX OyIeT pacCUuTaH
JIAHHBIA 0030p, JTOKIa]T

Metoasl 06paboTku WHDOpPMAIIUK ¢ TPUMEHEHHUEM COBPEMEHHBIX
TEXHUYECKUX CPEACTB KOMMYHHMKAIIMH W CBSI3H, BBIYUCIHUTEIBHOM
TEXHUKHU

CtpykTypa UWHGOPMALMOHHBIX W3JaHUH B 3aBHCHUMOCTH OT
Xapaxkrepa uHbOopMaIuu u LIEJIEBOTO Ha3HAUYCHUS
MH()OPMALIMOHHBIX U3IaHUN

CoBpemeHHbIE cpeAcTBa cOopa, 00pabOTKH, CHUCTEMaTH3AIUN
uHpopMauu

Hctounuku wHpOpMaLMU: KaTajJord OMOIMOTEK, JKYPHAJIOB,
MOUCKOBBIE CUCTEMBI HH(OPMAIIMOHHO-TEIEKOMMYHHUKALMOHHOM
cet "HMHTEpHET", 251eKTPOHHBIE 0a3bl JAHHBIX

OyHKIMOHATBHOE Ha3HaueHue o63opa (Obubnmorpaduyeckoro,
pedepaTuBHOTO, AaHAJIWTHYECKOTO) KaK CpEJICTBA OPHCHTAIUU
quTaTeisd B JOKYMCHTAJIBHOM HUJIN I/IH(l)OpMaIII/IOHHOM IIOTOKEC

OcobeHHocTH 00IIeHAYYHOH U IparMaTu4eckoi GpyHKIm 0030poB

[IpaBuna paboThI ¢ BHEIIHUMH HOCUTEISIMUA UHPOPMALIUU

Ilonarue u cnenuduka Oudbarorpaduueckoro, pegepaTuBHOrO H
aHAJTUTUYECKOT0 MHPOPMAITMOHHOTO U3JaHUS

CHpaBOLIHLIC IIpaBOBLIC CUCTCMbI

HApyrue -
XapaKTCPUCTUKU

3.4.3. TpynoBas cpyHKUMA

Opranu3anus J1eJI0BbIX KOHTAKTOB U YpoBeHb
HanmenoBanue | IpOTOKOIBHBIX MEPOTIPUSATHI Kox | D/03.6 | (momgypoBenb) | 6
KBaJIM(UKaALMU
IIpoucxoxaenne 3auMCTBOBaHO
P o Opurnran X
TPyAOBOH (QYHKIITHH 13 OpUTHHAJIA
Kon PeructpanmonHbii
opurvHaa HOMED
PO eCCUOHAIBHOTO
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craHzapra

TpynoBeie neiictBust | Opranuzanusi W IUIAHUPOBAaHUE [ENOBBIX KOHTAKTOB, BCTpEY U
MOE3/I0K PYKOBOJIUTENS

Opranuzanus 3ace/laHui, COBEIIaHuM " MEpOIPUATUH,
IPOBOJMMBIX PYKOBOIUTEIEM

IToaroroska MaTepHraJioB I COBCH_IaHI/II\/'I, BCACHHUC U O(l)OpMJ'ICHI/Ie
IIPOTOKOJIOB

IToaroroska Hpe3eHTaLIPII>i 10 YKA3aHUIO PYKOBOJUTCIIA

[ToaroroBka u mpoBeaeHue Mpecc-KoH(EePEHINI PyKOBOIUTENS

Opranuzanus MIepEroBOPOB, obecrieueHne YYaCTHHUKOB
nH(GOPMAIIMOHHBIMU MaTepualaMy, BEJCHHE 3al1ucell IeperoBopoB

HeobOxonumeie CoCTaBIATH IJIaH NOE3KH PYKOBOAMUTEIIS
yMeHUs

OdopMIIATE TOKYMEHTBI, HEOOXOIUMBIE MJISi JEIOBON ITOE3/KH,
KOMAaHJIUPOBKH PyKOBOJUTEIIS

CocTaBisath U OQOPMIISITH MPOTOKOJIBI COBEMIAHUH, 3acelaHuil U
KOH()EPCHTHBIX MEPOINPHUATHH, TOTOBHTH CIIMCOK YYaCTHUKOB,
TIOBECTKY JTHSI, SBOYHBIC JIUCTHI M IPOEKTHI HTOTOBBIX JIOKYMEHTOB

CocTaBiATh Mpecc-pennssl

Bectu neperoBopsl ¢ napTHepamMu

PaGorath B pesxrMe MHOT03a/1a4HOCTH

Paborats ¢ 6ospMM 00eMOM HH(OpMAITIH

C03)18.B3.TB " MMOoAACPIKUBATDH MOJ0XKUTEIbHBIM UMUK OopraHu3anuun
U PYKOBOIUTCIIA

Hcnonws3oBats BBIYHUCIIUTEIILHYIO TEXHUKY u
MH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHMH Juid  OoJjee
HSKOHOMHYHOW M PAlMOHAIBHOW OpraHu3aluyd HH(OPMAIIMOHHBIX
MIPOIIECCOB, MOBBIIICHUS X THOKOCTH M JHMHAMUYHOCTH

Ob6ecnieunBaTh HTHPOPMAITMOHHYIO 0€30MIaCHOCTH OpraHU3aIuN

Heobxonumeie HopmaTuBHble  TpaBOBBIE  aKThl, HOPMATHUBHO-METOJIUYECKHE
3HaHUS JIOKYMEHTBI, TOCY/JapCTBEHHBIC CTaHAAPTHI B chepe NesTeITbHOCTH
OpraHu3aIu

CrpykTypa Opranmszanuu, PyKOBOJSIIMN COCTaB OpraHU3allud U
MOJpa3/IeJICHUI, HaNpaBJICHUS JEITEIbHOCTH OpraHu3alud |
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KOMIICTCHI WU CTPYKTYPHBIX HO,Z[pBBI[CJ'IeHI/II\/'I 1 JOJDKHOCTHBIX JIMIL

IIcuxonorus aenoBoro O6H.I€HI/I$I, OCHOBBI KOH(bJ'II/IKTOJ'IOFI/II/I

[IpaBuna mnpoBeneHHs [ENOBBIX MEPErOBOPOB U MPOTOKOIBHBIX
MEpONPUATHI

OTUKET U OCHOBBI MEXAYHAPOIHOTO MTPOKOIa

[IpaBuna cocraBneHus 1 0popMICHHS TOKyMEHTOB

[IpaBuna 3anThl KOHUACHIIMAIEHON CITy>KeOHOH nH(pOopMau

HNudpopmannoHHO-KOMMYHUKAITMOHHBIE TEXHOIOTHU

Hpyrue -
XapaKTEPUCTUKHU

3.4.4. TpynoBas cpbyHKUMA

OpraHu3anys UCIIOTHEHUS PEIICHHA YpoBeHb
HanmenoBanue | pykoBoauTest Kon | D/04.6 | (momypoBens) | 6
KBaTH(UKALTII

[Ipoucxoxnaenue 3auMCTBOBaHO
N Opurunan X
TPYI0BOH HyHKINU W3 OpUTHHAJIA

Kon Peructpanmonneri
OpUTHHaja HOMED
npodecCHOHaIBLHOTO
CTaHIapTa

Tpynossle neiictBus | JlokymeHtanpbHoe ~ OQOpMIICHHE  pEHIEeHHH  PYKOBOJIUTEIS,
JIOBEJICHHE JI0 CBEACHHA pPAOOTHUKOB OpPraHM3allld  YCTHBIX
pacnopsKeHUH pyKOBOAUTENS

Koopaunanus NEATEIILHOCTH o HUCIIOJTHEHHUIO peLeHuit
PYKOBOJIMTEINS

KoHTpoub HCnIOIHEHUS PELLIEHUI PyKOBOAUTEIIS

IloaroToBka OTYETOB O BBIIOJHEHHUU HOpy‘-IeHI/Iﬁ u pCIJ_IeHI/Iﬁ

PYKOBOJUTENS
Heo6xonumeie CoctaBisate 1 0pOpMIIATE JOKYMEHTHI, COJIEpKallue NOPYUYEeHUs U
YMEHHUS pacnopsKeHUs pyKOBOAUTENS

Bectn yuer mopyueHHil pyKOBOIUTENS, TPEOYIOLUIMX KOHTPOJIS MO
CYLLECTBY pEIIECHUs BOIIpoca
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[IpuHuMaTh penieHus B mporecce padoTsl

HpOI/I3BOI[I/ITI) aHaJIN3 UCIIOTHUTEIHCKOM JAUCHUITIIMHBI

CocTaBiATh aHAJUTHUUECKUE OTYETHl M CIPAaBKHU IO pe3yJbTaTam
HCIIOJTHEHUS TOPYYEHUHN U paCIOPsHKEHUN pyKOBOIUTENS

[Monp30BaThCs CHCTEMaMH AJIEKTPOHHOTO IOKYMEHT0000pOoTa

IIpumeHATH BBIYUCIIUTEIIBHYIO TEXHUKY u
UH(POPMALMOHHO-KOMMYHHUKAITHOHHBIE TE€XHOJIOTUH JUTS
SKOHOMHUYHOW M palMOHAJIBHON OpraHu3alud HWH()OPMALMOHHBIX
MIPOLIECCOB, MOBBIIIEHUS MX THOKOCTH U JUHAMUYHOCTHU

O6ecneunBaTh 6€30MACHOCTH JACSITEIBHOCTH OpTraHU3AINI

HeobOxonumeie HopmaTtuBHbIE 1paBOBBIE  aKThl, HOPMATHUBHO-METOJIUYECKHE
3HaHUSA JIOKYMEHTBI, FOCY/JAapCTBEHHbIE CTaHAAPThl B cepe NesATeIbHOCTH
OpraHu3alnuu
Crtpykrypa OpraHu3aluy, PYKOBOJACTBO CTPYKTYPHBIX

MOApAa3ACICHUA, HaNpaBJICHUsS JEATCIbHOCTH OpraHU3aluk |
KOMIETEHIIMH CTPYKTYPHBIX MOAPA3EIICHU U TOJDKHOCTHBIX JIHII

[IpaBuna mpoBeneHHss  KOHTPOJS  UCHOJHEHHS  MOpY4YEHUit
PYKOBOJUTENS

TexHomorus  BeOeHHs  KOHTPOJS  WCIOJHEHUS  MOpY4YEHUil
PYKOBOIUTES

CucreMbl 31eKTPOHHOTO JOKYMEHTO000poTa, 6a3bl JAHHBIX

TpeboBanust oxpaHsl Tpyaa

Hpyrue -
XapaKTePUCTUKHU

IV. CBegeHus 06 opraHmsaumsax - paspadborumkax
npocgeccnoHanbLHOro craHgapTa

4.1. OTBeTCTBEHHasA opraHusauua-paspadoTymk

HIT "HanuonanbHas acconuanus OQUCHBIX CIICIIUATUCTOB ¥ aIMUHUCTPATUBHBIX
paboTHuKoB", ropo MockBa

Jupexrop XmocHesa Jlrogmuia [lerpoBHa

4.2. HanmeHoBaHUA opraHM3auun-paspadboTynKoB
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1 |OOO "UenTp sxcnepTussl u ceprudukanuu”, ropog Mocksa

2 | ®I'bOY BO "Poccuiickuii rocy1apCcTBEHHBIN T'yMaHUTaPHBIN YHUBEPCUTET", TOPOJT
Mocksa

3 | ®I'BIIOY "Komnemx MU/] Poccun", ropox Mocksa

4 |TTAO "MockoBckasi 00beIMHEHHAs YHepreThYecKas Komnanus'", ropoq Mocksa

<1> OO0mepoccuiickuii kJaaccu@uKaTop 3aHsATHI.

<2> Obmepoccuiickuii kaaccuGuKaTop BUAOB SKOHOMUYECKOU e TEIbHOCTH.

<3> Oobmepoccuiickuii kinaccudukatop mnpodeccuir pabouux, TOHKHOCTEH CIlyXKalluX H
Tapu(HBIX Pa3psIoB.

<4> EnuHbli KBaTHU(HUKAIMOHHBIN CIPAaBOYHHK JIOJDKHOCTEH PYKOBOAWTEINEH, CIICIUAIUCTOB U
CITy KalllnX.

<5> OO0mepoccuiickuii kiaccu@uKaTop CrenuagIbHOCTEH 0 00pa30BaHUIO.
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