YTBEPXKIEH
rpuKasoM MuHuCTepCcTBa
TPYZAa U COLMATIbHOM 3all[AThI
Poccutickor @efepaiyuu
ot 15 urons 2020 Ne 333H

[TPO®ECCHUOHAJIBHBIN CTAHIAPT

Cnenua/iMuCT MO0 OPraHM3al{HOHHOMY U JOKYMEHTAallHOHHOMY 00ecrneuyeHUI0
ynpaBJ/ieHUsl OpraHu3anuen

| 447

PervcTpaiiioHHbII HOMED
CopepxaHue
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I. O01Me cBeieHUsA

OpraHu3aLyoHHOe U JOKYMeHTal[MOHHOe 00ecrieueHre yIipaB/ieHust OpraHU3aLusiMUA 07.002
JIFOOBIX OpPraHK3allMOHHO-TIPABOBLIX (hopM
(HaMeHOBaHUe BU/ia MpodeccroHanbHON AesTeTbHOCTH) Ko,

OcHoBHas neJjb BUd l'IpOCbECCHOHElIIBHOﬁ AedaTe/IbHOCTHU:

Peanusanys obecrieunBaroiivx (GyHKLMM yIIpaBIeHUs] OpraHu3alivieli; BHe[peHue TyUIliX TeXHUYeCKUX
pa3paboTOK M HOBEMIIIMX TeXHOJIOTHM B 0becrieueHre yripaB/ieHusi OpraHu3alyei

I'pynna 3anaTui:

3343 AJJMUHUCTpPaTUBHBIA ¥ UHOU 4120 Cexkpetapu (061ero rpoduiis)
WICIIOJTHUTEJIbHBIN Cpe/IHeTeXHUYeCKUN
IepCcoHasn
4226 Cnyxatiye B ipueMHoOH (00111ero - -
ripocuJis)
(xop OK3) (HanMeHOBaHKe) (xom OK3) (HaumMeHOBaHMe)

OTHeceHMe K BU/IaM SKOHOMUUECKOU [1esiTeTbHOCTH:

|82.11 |,Z[e51TeJILHOCTb a/IMUHUCTPATUBHO-XO035IMCTBeHHAsi KOMITJIEKCHAs! 10 00eCrieueHrI0 paboThl




OpraHu3aluu

82.30 [esiTeTbHOCTB TI0 OPraHU3aliy KOHhepeHIMi U BEICTAaBOK

(xoz OKB3) (HaMeHOBaHHe BU/Ia SKOHOMHUUECKOM [1esiTeTbHOCTH)




I1. Onucanue TPyAOBBIX (PYHKIHI, BXOAAIIUX B MpodecCHOHA/TBHBIA cTaHAAPT ((PyHKIHOHA/IbHAsA KapTa BHAA
npodeccCHOHATLHOM JJeATe/IbHOCTH)

O600111eHHBIE TPYOBbIe QYHKLIUN TpyzoBble QyHKIIMU
YPOBeHb
Ko YPOBeHb (momypoBeHb
HavMeHOBaHUe KBa/iM(uUKaLll HavMeHOBaHUe KO[, )
A U KBa/(UKall
5051
A |OpranusarpioHHoe obecrieueHre 3 [TpueM 1 pacnipegeneHue Tejie)OHHbIX 3BOHKOB OpraHU3alvuu A/01.3 3
JleaTeJIbHOCTH OpraHu3aruu Opranu3aiiysi paboThl C TIOCETUTE/ISIMHA OPTaHU3aLU A/02.3 3
BbinosiHeHre KOOPAMHUPYIOIIMX U 00ecreunBaroumx GyHKLIUH A/03.3 3
B | dokymeHTallMOHHOe 0becrieueHue 5 Opranu3aiysi paboThl C JOKYMeHTaMH1 B/01.5 5
JleATeJIbHOCTH OpraHu3arun Opranusaiysi TeKyLero XxpaHeHusl JOKYMeHTOB B/02.5 5
OpraHu3aliysi 00pabOoTKU Jie1 iJist OC/eYIOLIero XpaHeHust B/03.5 5
C |Opranu3saluoHHoe, 6 Oka3zaHue TTOMOIIY PYKOBOAUTE/TIO B TUIAaHUPOBAHHUHU pabouero C/01.6 6
JIOKyMeHTaL[MOHHOEe U BpEMEHU
WH(OPMaIMOHHOe 0becrieueHre [TnanrpoBaHue pabouero /iHs ceKpeTaps C/02.6 6
JleaTe/IbHOCTH PyKOBOJUTeJIS Opranu3auusi Tese()OHHBIX 1EPErOBOPOB PYKOBOJUTEIS C/03.6 6
opraHusalu Opranusanys KOMaHAUPOBOK PYKOBOLUTE/IS C/04.6 6
Opranusauysi paboThl € TOCETUTENSIMU B IPUEMHOM PYKOBOAUTEJIS C/05.6 6
Opranu3anysi MoJroTOBKY, ITPOBeieHNsT M 00C/Ty)KBaHUS C/06.6 6
KOH()epeHTHbIX MepOTPUSITHI
Opranusanys UCNIOJIHeHNs] pellleHrH, OCYILleCTB/IeHue KOHTPOJIS C/07.6 6
VICTIOJTHEHUS] TOPYYEeHUN DYKOBOAUTETISI
Opranu3aiiys ¥ nogep)kanre GyHKIIMOHATBHOTO pabouero C/08.6 6
TIPOCTPAHCTBA MPUEeMHON U Kab1MHeTa PYKOBOJUTEIsI
Pa3paboTka oKaIbHBIX HOPMAaTHBHBIX aKTOB, Per/iaMeHTHPYIOIINX C/09.6 6
paboTy cekperapsi
CocTaB/ieHue ¥ oopmsieHre yTipaB/ieHYeCcKor JOKyMeHTaluu C/10.6 6
Opranusauysi paboTel ¢ JOKyMeHTaMH B TIPUEMHOUM PYKOBOJUTEJISI C/11.6 6
Opranusanys XxpaHeHus! IOKyMEeHTOB B [IPUEMHOU PYKOBOJMTEJIS C/12.6 6
Ob6ecrieueHrie pyKoBoUTe sl MHGMOpPMalei C/13.6 6




Opranusanysi *HGOPMaLJMOHHOTO B3aUMOZEUCTBUSI PYKOBOJUTEIS C C/14.6
T11oZipas/ie/ieHusIMU U [I0/DKHOCTHBIMU JIML[aMU OpraHy3aluu
WHdopmalioHHO-aHa/IMTHUe CKast 1 dopmMupoBaHre UHPOPMAL[MOHHOTO B3aUMOZENCTBUSI PYKOBOJUTEJIS C D/01.6
OpraHu3alMOHHO-aJIMUHUCTPaTUBHAs OpraHu3alysaIMu
MO/IleprKKa JesiTe/IbHOCTU AHanu3 uHdbopMalM U MoIroToBKa HH(GOPMaI[MOHHO-aHA/TUTHUe CKUX D/02.6
PYKOBOZHWTE/ISI OpraHu3aLiuu MaTepuasioB
Opranusanys fe/10BbIX KOHTAKTOB U ITPOTOKOJIBHBIX MEPONPUSTUN D/03.6
Opranusanys MCNIOJIHeH!s] pellleHUY PYKOBOAWUTe st D/04.6




IT1. XapakTepucTHKa 00001eHHBIX TPYAOBBIX (PyHKI[HI

3.1. O000meHHan TpyaoBas PpyHKUUsA «OpraHu3anoHHOe 00ecneyeHne /[eATe/TbHOCTH OPraHU3anun»

OpraHu3aiioHHoe 00ecrieueHre YpoBeHb
HaumeHoBaHMe p B Kog A P 3

JleITeJIbHOCTH OpraHu3aluu KBaMUKALHH
ITpoucxoxaeHre 0000IIeHHOM 3aMMCTBOBAHO U3

P U)K'a m OpuruHan X 447
TPYZOBOM (pyHKLIMH OpUTHHAJIA
Kog, PerucrpaijioHHbII HOMep
OpHUTHHAT MpodeCcCHOHATLHOTO
a CTaHAapTa

Bo3MoykHbIE HAaIMeHOBaHHS
JIOJDKHOCTeH, mpodeccuii

CexpeTapb-aIMUHUCTPATOP

TpeboBaHust K 00pa30BaHUIO
1 00yueHur0

Cpeganee o61iee obpa3oBaHue

ITpodeccroHanbHOe 0OydeHHe - IPOrpaMMmebI MpodeCccroHaNTBHOM TIOTOTOBKH
1O /IO/DKHOCTSIM CJTy’KaIl[X, TPOTPaMMBbl TIEPENOATOTOBKH CTy>KalluX,
MIPOTrPaMMBbI MTOBBIIIEHHS KBATA(MUKALIN CTY>KaIIAX

TpebGoBaHMS K OTIBITY
TIPaKTUYeCKOW paboThI

Oco0ble yc/ioBUS JIOTTyCKa K
pabore

Jpyrue xapakTepuCTUKU

[lononHrTenbHbIE XapaKTepUCTUKU

HaumeHoBaH e J0KyMeHTa Koz HanmeHoBaHve 6a30B0ii IpynIibl, AO/DKHOCTH (MTpodeccun)
WY CeldanbHOCTU
OK3 4226. Cnyxaue B mpreMHo# (o61ero mpodurs)
OKIIATP 26353 CekpeTapb-MallIUHUCTKA

3.1.1. TpyaoBas ¢pyHKIuUs

IIpuem u pacripeneneHue TeneMOHHbBIX YpoBeHb
HaumeHoBaHue p pacrpez b Kog A/01.3 P 3
3BOHKOB Opra”usanuu KBa/IMUKALH
[TpoucxoxaeHue 00001eHHOM 3aMMCTBOBaHO U3
P A m OpuruHan X 447
TPYZ0BOM (pyHKIUH OpUrMHasia
Kon PeructpaljvoHHbIN HOMeD
OpUTHHa rpodeccOHaIBLHOTO
a CTaHJapTa

TpyznoBble felCTBUS

[TepeHarnpaBnieHue Tese()OHHBIX 3BOHKOB PYKOBO/ZICTBY U COTPYZIHUKaM
OpraHu3saluu

PerucTparus nocTynarmyx TeneoHHbIX 3BOHKOB

[MTonyuyenre HeoOXoAMMOM MHGMOPMALIUK U TIepeZiada CaHKIMOHUPOBAHHOM
vH(dopmalu 1o tenedoHy

Heob6xomumbie ymeHust

Ncrosib30BaTh TeXHUUECKUE U MnporpaMMHbIe CpeacCTBa AJid MpoBeJeHNs
r0/I0COBOM U/H BI/I,ELEO-KOHq)epeHLI-CBFBI/I

Hcronb30BaTh cpesicTBa KOMMYHUKALIMOHHOW OPITeXHUKY [IJ1s1 TIO/TyUeHus U
nepefiayv “HGOpPMaLUu




Bectu yueTHble pervcTpalioHHbIe (hOPMBI, MCI0/Ib30BaTh UX /s
MH(OPMaLIMOHHOW paboThI

YcTaHaB/IMBaTh KOHTAKT C COOeCeTHUKOM, TIOZI€P)KUBATh U Pa3BUBATh JI€/IOBYHO
Geceny B mporjecce Tese)OHHBIX IIEPETOBOPOB

Crna)kvBaTh KOH(MIUKTHBIE U CJIOXKHBIE CUTYal[UM MEK/TMUHOCTHOTO
B3aUMO/IeHCTBHUS

Cobsroath CyKeOHbIN STHKET

Heobxoaumble 3HaHUS

@DyHKIMH, 331a4M, CTPYKTypa OpraHu3aliy, ee CBsi3u

I[TpaBusia B3aMOZENCTBYS C TapTHEPaMH, KITMeHTaMH, CPe/ICTBAMU MaCCOBOM
vHbopMalu

ITHKa [1eJI0BOTO O0LIeHMS

IIpaBusia peyeBOro 3TUKeTa

TpeboBaHusI OXpaHbl TPy

[TpaBusia 3auuThl KOHQUIEHI[MATBHOMN Cny>keOHOM MHbOpPMaLy

Oco0ble yc/ioBUs JOTTyCKa K
pabore

[lpyrve xapakTepuCTUKU

3.1.2. TpynoBas ¢yHKIus

HaumeHoBaHue

ITpoucxoxaeHve 0000IeHHON
TPYZ0BOM (pyHKLIMH

Opranu3auysi paboThbl € TOCETUTESIMU YpoBeHb
Kogn A/02.3 3
OpraHuv3alyu KBanupuKaLuu
3aMMCTBOBAHO U3
Opurunan X 447
OpHTrHHaza
Kog PerucTparinoHHbI HOMep
OpUTHHAIT rpodeCcCHOHATEHOTO
a CTaHzapTa

TpyznoBble felCTBUS

BcTpeua nocetuTesnieit, noayyeHye nepBUYHON MHPOPMAaLIMK O TIOCETUTE/ISIX U
TIOMOILIb B OpraHu3alMy UX IIpYeMa PYKOBOAUTEIEM U COTPYAHUKAMHU

Be,IIEHI/Ie JKYPHdJId 3dITMCH roceTuTesnen

Ydet noceturesneil U opopmIeHHEe TIPOYCKOB

CopeticTBHe OTE€PaTHBHOMY PACCMOTPEHHIO TTPOChO U TpeiyIosKeHUH
ToceTuTesnen

[Ipuem u mepesiaua JOKyMeHTOB IOCeTUTe el PYKOBO/ICTBY U COTPYIHUKaM
OpraHu3aluu

Opranu3auysi 1 OpoHUpPOBaHKe TIePErOBOPHBIX KOMHAT

CepBHpOBKa yaitHoro (KodeliHoro) ctona B oduce

[TpuroroBieHNe HaNMUTKOB (Uak, Kode, MpoX/1aguTeIbHble HATUTKH)

Heobxopymbie ymeHust

OO0LIAThCS C TOCETUTEIIMU

Vcnonp30BaTh yCTaHOB/IEHHBIE NIPaBU/Ia U MPOLeSypbl KOMMYHUKALUU BHYTPH
OpraHu3aLuu

BecTu yueTHbie OPMBI, MCTIO/Ib30BaTh WX JI/1s PA0OTHI

Co371aBaTh MOJIOKUTE/TbHBIN UMUK OPraHu3aliy

[TpyHUMAaTh Mephbl 10 pa3pelleHUu0 KOHQIMKTHBIX CUTYalui

[TpuMeHsTh MHGOPMAaLMOHHO-KOMMYHHUKAL[MOHHbIE TEXHOIOTUH

O6ecreurBaTh KOH(UAEHIMATBHOCTH HH(OPMALIUH

Heobxoaumble 3HaHUs

I[paBusia OpraHu3alyy MpreMa MoceTuTesnei

ITpaBu/a J1e/10BOTO OOLIEHMS

CTpyKTypa opraHusaly 1 pacrnpesiesieHde QyHKLUI MeX/y CTPYKTYPHBIMU




T10/ipas/ie/IeHUsIMU 1 CTielaTucTaMu

[TpaBusia opraHu3alu puemMoB B oduce

[TpaBu/ia cepBUPOBKH YaitHOro (KodelHOoro) crona

HpaBI/IJ'Ia MPUIOTOBJ/IEHHUS U ITOAAYX I'OPpAYNX HAIIMTKOB U 3dKYCOK K HUM

ITHKa JIeJIOBOTO OOITIeHMUS

IIpaBusia peueBOro 3TUKETA

TpeboBaHusI 0XpaHbI TPyZa

ITpaBwsia 3a1yThl KOHOUEHITMATLHOM C/Ty>KeOHON HH(pOpMaIiu

Oco0vble ycioBUs OTTyCKa K
pabore

[lpyrve xapakTepuCTHUKU

3.1.3. TpyaoBas ¢pyHKIus

HaumeHoBaHue

IMpoucxoxaeHue 06001IeHHON
TPYZ0BOM (pyHKLIUU

BrinosiHeHUe KOOPAVMHUPYIOLUX U Ko A/03.3 YpoBeHb 3
obecrieunBarOIMX QyHKLMIHI 4 ] KBa/IM(HKALIH
Opurusan X 3aMMCTBOBAHO U3 447
OpUrvHaja
Kog PerucrparoHHbIif HOMep
OpUTHHAI rpodeCcCOHAITEHOTO
a cra”zapra

TpyznoBble feiicTBuUs

BezeHue KypHasia pa3be3ioB paOOTHUKOB OpraHU3aliu

KoopauHaiiusi paboTbl KypbepoB U BOAMTEJIeH OpraHu3alui

BejeHue XypHasa pa3bes3/ioB KypbepoB OpraHM3aliiy ¥ MapLIPyTOB BOAWTENen

CocraBrieHHe CIIpaBKU O pa3be3zax paboTHUKOB, KypPhePOB U MaplIpyTax
BOZIUTEsIel OpraHu3aluu

Heobxonumbie ymeHuMst

CocCTaRisiTh U BeCTU YUeTHbIE€ TOKYMEHThGI

HpI/IMeHHTB CpeACTBa KOMMYHUKaIIUU OJId 11epeaqyn HOpyI—IEHI/Iﬁ PYKOBOOUTEJIA U
COTPYAHHWKOB OpraHr3dlinn

ITpuMeHsITh COBpEMEeHHBIe Ccpe/icTBa cOopa, 00pabOTKU U repeiauu MHPOPMaIUU

OL[E‘HI/IBaTb pe3yJ/IbTaThl B pAMKdX IMOCTaBJ/JI€HHBIX 3d0d4

OCYU.[@CTBJ'IHTL KOHTDOJIb MCITOJTHEHHS HOpyT—IEHI/Iﬁ PYKOBOAUWTEJIA COTDYAHUKAMU

HeobOxoaumbie 3HaHUS

[IpaBu/ia peueBOro 3TUKeTa

OTHKa e7I0BOro 00IIieHNs

TpeboBaHMsI OXpaHbI TPyAa

ITpaBua 3aIMThl KOHGUIEHIIMATBHOM Cy)KeOHOH nHbOopMaIy

CTpyKTypa opraHu3aliiu 1 pacripefiesieHre QyHKIHAN MeX/y CTPYKTYPHBIMU
1o/ipa3fie/ieHUsIMU U CTieliiaanucTaMu

Oco0ble yc/ioBHs JOTTyCKa K
pabore

[pyrre xapakTepucTUKU

3.2. O600meHHas TpyAoBasa GyHKIus «/JOKyMeHTallHOHHOE ofecrieueHHe JesATeTbHOCTH

OpraHus3anumn»

HanmeHoBaHue

[okymeHTaI[MIOHHOe 0becrieueHre
JesITeIbHOCTH OpraHu3alyiu

YpoBeHb

Koa B KBa/MPUKALIUH

ITpoucxoxaeHue 00001IeHHOM
TPYAOBOH (DyHKI[UM

3alMCTBOBaHO U3
OpUrMHana

OpuruHan X 447

Ko, PerucrpalioHHbIif HOMep




OpUTHHAI rpogecCcoHaNTBEHOTO
a cTaHzapra

Bo3Mo)xHbIe HaUMEeHOBaHMs
JO/DKHOCTeH, rpodeccuii

[enoripousBoguresib

TpebGoBaHus1 K 0Opa30BaHMIO
1 00yueHuro

CpezHee nipodeccroHanibHOe 0Opa3oBaHKe - TIPOrPaMMBbI TTOATOTOBKH
CrelanriCTOB Cpe/IHero 3BeHa

Wm

CpenHee mipodeccroHanibHOe oOpa3oBaHue (Helpo(uibHOe) - IPOTrpaMMBbl
TOJTOTOBKHU CIIeL{MaIMCTOB CpeJHero 3BeHa 1 J0TN0/IHUTEe/IbHOe
nipodeccroHabHOe 0O6pa3oBaHue T10 JIOTIOTHUTETBHBIM MPodeCCHOHATBHBIM
riporpaMMam 1npodeccroHaIbHOM MeperoroTOBKU M0 MPOQUII0 JesiTeIbHOCTH

TpeboBaHUS K OTIBITY
TpaKTHUeCKor paboThl

Oco0blie ycioBHs AOMyCKa K
pabore

[Ipyrue XxapakTepUCTUKU

[ononHuTenbHbIE XapaKTepUCTUKU

HauMeHOBaHHe JIOKyMeHTa Ko HaumeHoBaHue 6a30Boii TpyTIIibl, JO/DKHOCTU (TIpodeccun)
WIH CIIeLMaJbHOCTH
OK3 4120. Cekpetapu (o611ero npodussi)
ETKC nmu EKC [enonpousBoauTesns
OKIIATP 21299 [enonpoussoauTesns
OKCO 2016 7.46.02.01 okymeHTalMOHHOe o0ecriedeHre yIipaBieHus U
apX1BOBeJ/leH1e
3.2.1. TpynoBas ¢yHKIus
HaunmeHnoBaHne Opranuzauysi paboTel € JOKyMeHTaMHU Koz B/01.5 KBaZEZ;ZZHH 5
[TpoucxoxaeHue 00001IeHHOM 3aMCTBOBaHO U3
TPYZ0BOM (pyHKLIMH OpuriHan X OpUTHHAJIA 447
Kog, PerucrpaijioHHbII HOMep
OpUTHHa npodeCcCrOHaBHOTO
d CTaHJapTa

TpyznoBble felCTBUS

[Tpuem u nepBuyHasi 06pabOTKa BXOASIINX JOKYMEHTOB

[IpesBapuTebHOE PACCMOTPEHKE U COPTUPOBKA JOKYMEHTOB Ha
perucTpUpyeMble U HeperucTprupyemble

[ToaroToBKa BXOASAIIMX JOKYMEHTOB [ PACCMOTPEHHs] PyKOBOAUTEIEeM

PervcTpanus BXOAALMX JOKYMEHTOB

OpFaHI/Ba]_[I/IH AOCTaBKKU JOKYMEHTOB UCITO/THUTE/IAM

Beznenue 6a3bl JaHHBIX JOKYMEHTOB OPTraHU3al[|iH

Benenne nH(OpMaLOHHO-CITPABOYHOUM PabOThI

O6paboTKa ¥ OTTIPABKa UCXOASIINX JOKYMEHTOB

Opranu3aiusi paboThl 10 PeTUCTPALIH, YUeTY, XpPaHEHHIO U Tiepefiaue B
COOTBETCTBYIOLLME CTPYKTYPHbIE MOZipa3/ie/ieH s JOKYMEHTOB TeKYILlero
[leJI0NPOM3BO/ICTBA




KoHTpo/1ib MCTIOMHEHYsI JOKYMEHTOB B OpraHu3aluu

Heobxomumbie ymeHUs

PaboTark co Bceil COBOKYITHOCThIO MH(OPMALIMOHHO-JOKYMeHTAl[MOHHBIX

pecypcoB OpraHv3alu

ITonb3oBaThCa HOa3zamu AdHHBIX, B TOM YHCJIe yAd/JI€EHHO

ITonn3oBaTbCs CITPpaBOYHO-TIPABOBBIMU CUCTEMdAMU

ITonn3oBaTbCcs dBTOMATU3HUPOBAHHBIMU CUCTEMAMHU YUe€Td, peruCTpaliviu,
KOHTPOJIA U I/IHCl)OpMaL[I/IOHHO—CHpaBOHHbIMI/I CUCTEMAMHU I1pH pa60Te C

AOKYMEHTAMU OpPraHr3dliin

[TprumeHsTH cOBpeMeHHble HH(OPMaLMOHHO-KOMMYHHKAL[MOHHbIE TEXHOIOTUU
JU1s1 paboTHhI C JOKYMEHTaMH, B TOM YKCJIe /I/Is ee ONTUMU3ALMH 1 TIOBBIIIeHHS

3¢hdeKTUBHOCTH

[TpyMeHATH NpaBuUJIa PYCCKOTO sI3bIKa

HpI/IMEHHTb HdBBIKM CKOPOCTHOI'O ITMCbMd

HeobOxoaumbie 3HaHUS

HopwmarrBHbie 1ipaBOBbIe aKThl U HOPMAaTHBHO-MeTO/[iUe CK1e T0KYMEeHTHI,
orpeiesIsiolMe MOPSIIOK JOKYMEHTAI[JMOHHOTO 0becrieueH sl yIIpaB/IeHUs

CTpyKTypa opraHv3alyiy, pyKOBO/ACTBO CTPYKTYPHBIX M0Zipaszie/ieHui

COBpEMEHHLIe I/IH(bOpMaL[I/IOHHbIe TeXHOJ/I0T paGOTLI C JOKYMEHTaMHU

[Topsifok paboThl C AOKYMEHTaMU

CxeMbl IOKyMeHTO0O0pOTa

CucreMbl CKOPOCTHOI'O MMCbMd

HpaBHna pa60TbI C BXOOAIMMHA, UCXOAANMMHA U BHYTPEHHHUMU JOKYMEHTAMU

HpaBHna OpraHv3salilvii U ¢)0pr1 KOHTDOJIA UCITO/IHEHWA JOKYMEHTOB B

OpraHu3alyu

TurioBsle CPOKHU HMCIIO/THEHUA NTOKYMEHTOB

[puHLMTIBEL pabOThI CO CPOKOBOM KapPTOTEKOH

Ha3HaueHuve M TeXHOIOIMsI TEKYILEro U IpefynpeUTebHOr0 KOHTPOJIsS

HpaBI/IJ'Ia COCTaBJ/IeHUA aHA/IMTUUEeCKUX CIIPAaBOK 110 OpraHU3aliuu pa6OTI::I C

AOKYMEHTAMHU W KOHTPOJIFO MCITO/THEHUA JOKYMEHTOB

[TpaBu/a JOKYMEHTAIMOHHOTO 00€eCIieueHus IesITe/TbHOCTH OpPraHu3alvy

Buibl JOKYMEHTOB, UX Ha3HaueHHe

TPE6OBaHI/IH, npeabsB/isieMbie K IOKYMEHTaM B COOTBETCTBHM C HOPMAaTHBHBIMHA
IIPpaBOBBIMHU dKTdMHU U I'OCYAdpCTBEHHBIMU CTaHAdPTaMH

[TpaBuna cocraBneHusi ¥ 0hopM/IeHUs] UHPOPMALIMOHHO-CIIPABOYHBIX,
OpraHU3alMOHHBIX, YIIPaBJIeHYECKUX T0KYMEHTOB

[TpaBwsia co3manus ¥ BefieHHsT 0a3 JaHHBIX CTYy>KeOHBIX JOKyMEHTOB B

OpraHu3aluu

CucTeMbl 3IEKTPOHHOTO /JOKYMeHToobopoTa

HpaBHna W CPOKHU OTTIPABKH MCXOAAIINX JOKYMEHTOB

TpeboBaHMsI OXpaHbI TPyAa

Oco0ble yc/ioBUS OTTyCKa K
pabore

[lpyrve xapakTepuCTHUKU

3.2.2. TpyaoBas ¢pyHKIus

HanmeHnoBaHue

JAOKYMEHTOB

ITpoucxoxaeHue 00001eHHOM
TPYZOBOH (DyHKI[UM

Opranusaius TeK ero XxpaHeHusd Ypoge
P LU TEKYLIEro Xp Kon | B/02.5 povent 5
KBa/TMPUKALIUH
Oprunan X 3auMCTBOBaHO U3 447
OpHrHHamna
Kog PerucrpaloHHbIif HOMep




OpUTHHAI rpogecCcoHaNTBEHOTO
a cTaHzapra

TpyzoBble fercTBUs

Pa3paboTKa HOMEHK/IATyphbI ie/1 OpraHu3alyu

[TpoBepka NMpaBUILHOCTH OPOPM/IEHHS JOKYMEHTOB U OTMETKH 00 MX
WCTIOJTHEHUM Tiepe/i UX GOpMUpPOBaHUEM B [Ie/10 /iJisi IOC/IeAVION[er0 XpaHeHusI

dopmyupoBaHue 3aro/I0BKOB Jiefl U Oripe/iesieHre CPOKOB MX XpaHeHHsl

DopMupoBaHue fiel

KoHTponb NpaBU/IbHOTO ¥ CBOEBPEMEHHOT'0 pacrpe/iesieHus: U MOAIIUBKA
JIOKYMEHTOB B fiesia

Heobxomumbie ymeHUs

OpraHu30BbIBaTh paboTy M0 yueTy, XpaHeHHUIO U fiepejiaue B COOTBETCTBYIOLIVE
CTPYKTYPHbIe Nofipasfie/ieHysl JOKYMEeHTOB TeKYIero /1e/I0NIpoOM3BOJCTBA

Ocy111ecTBAATh METOANUECKOe PYKOBOJCTBO /1e/I0NPOM3BO/ICTBOM B
OpraHu3aluM, KOHTPOJMPOBAaTh MpaBU/bHOE (POPMUPOBaHKE, XpaHeHHe U CAauy
JleJl B apXUB

Pa3pabarbiBaTh HOMEHKJIATYPY /ie/l CTPYKTYPHOTO MO/[pa3ze/ieHust

W crnonb3oBaTh HOMEHK/IATYPY e/l IPU U3yUeHHH CTPYKTYPbl OpraHy3aliuy,
COCTaB/IEHUH OIHCeN Jien

OpraHu30BbIBaTh paboTy 1Mo (POPMHUPOBAHUIO JIe/l B COOTBETCTBUU C
YTBEPXK/IeHHOW HOMEHKJ/IaTypPOU Jie/1 OpraHu3aluu

@®opMUpOBATh JOKYMEHTHI B Jlefla C Y4eTOM MX crelr(puKy

CucTeMaTU3UpOBaTh JOKYMEHThI BHYTPH Jiefa

OGecreurBaTh COXpPaHHOCTD U 3aLUTY JOKYMEHTOB OpPraHU3aL[UH

[TpumeHsTH MHPOPMALIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHUH TTPU padoTe C
JOKYMeHTaMu

Heobxoaumblie 3HaHUS

HopMaTriBHbIe TIPaBOBbIE aKThbl, HOPMATUBHO-METOJUYECKHE JOKYMEHTHI,
rOCyZ,apCTBEHHbBIE CTaHAPThI, OTPe/IeISIOLME MOPAA0K AOKYMEHTALIOHHOTO
obecrieueHusl YIIpaBIeHUs]

Buibl HOMeHK/IaTyp, 001ue TpeboBaHMsI K HOMEHK/IaType, MeTO/IMKa ee
cocTaB/ieHus1 U 0opMJIeHHUs

[TpaBusia coryiacoBaHWsi HOMEHK/IATYPbl e/l C BeIOMCTBEHHBIMU apXUBaMU U
9KCIIePTHOM KOMHCCHel

[Topsimok opmupoBaHusi U oopmeHus fel, creljidrka hopMUpPOBaHUS
OTZeNTbHBIX KaTeropuu fien

[TpaBusia XxpaHeHwUsl /ie/l, B TOM YHCJIe C JIOKyMeHTaMy OTPAaHUUYeHHOr0 [I0CTyma

[TpaBusia Bbllauy ¥ UCTIOIb30BAHUS JOKYMEHTOB U3 CPOPMUPOBAHHBIX [Ie]T

TpeboBaHusT OXpaHbI TPyZa

Oco0bvble ycsioBUS 0Ty CKa K
pabore

[lpyrve xapakTepuCTHUKU

3.2.3. TpyaoBas ¢pyHKIus

Opranusaiusi 00paboTKu aen a/st
HaumMeHoBaHue p B p AETA Kog B/03.5 YpoBeHb 5
MOC/Ie/IYIOLLIEro XpaHeHUs! KBaTMHKALH
HponcxouxgquHe 0060011[eHHOM OpurnHan X 3aMCTBOBaHO U3 447
TPYZAOBOH (pyHKIUM OpUrHHasa
Kog PerucrparoHHbIif HOMep
OpUTHHAI rpogecCOHATEHOTO

a cra”zapra




TpyznoBble feiicTBuUs [TpoBepka CPOKOB XpaHeHUsI JOKYMEHTOB, COCTaB/IeHHe TIPOTOKO/Ia paboThbl
9KCIMepPTHOM KOMMCCHU TI0 MOATOTOBKe JOKYMEHTOB K XpaHeHHI0, akTa O
riepeiaue Ha YHUUTOKEHHE JOKYMEHTOB, He TIOJ/Ie)KallliX XpaHeHHUI0

CocTaBjieHre BHYTPEeHHeH OIMUCH fiesl 711 0C000 1eHHBIX OKYMEHTOB

OdopmiieHne fie1 MOCTOSTHHOTO, I0JITOBPEMEHHOT0 CPOKOB XpaHEeHHsI

Odopmienrie 06710)KKHU JieJ1 TIOCTOSTHHOTO, I0JITOBPEMEHHOT0 CPOKOB XpaHeHHsI

CocrapieHue OMN1CH AeJI TIOCTOAHHOI'0, JOJITOBPEMEHHOI'0 CPOKOB XpPAdHEHUA

[Tepesaua ies1 B apXUB OpraHv3alyy

Heob6xonumbie ymeHMst [Tonb30BaThCs MepeuHsiMU JOKYMEHTOB U aHa/IM3UPOBaTh (haKTHUueckKoe
CoZiep>KaHue UMEIOLIUXCS B Jiefie JOKYMEHTOB I1PU ONpe/ie/ieHHH CPOKOB UX
XpaHeHUs

OQopM/IsATh JOKYMEHThI S5KCIIEPTHOW KOMUCCUU

OdopmsisaTe 00/10)KKH JieJT TOCTOSIHHOTO ¥ BpEMEeHHOTO XpaHeHUs B
COOTBETCTBUM C TPeOOBaHUSIMU T'OCY/JaPCTBEHHBIX CTaHAPTOB

[Tpor3BOAUTH XPOHOOTMYECKO-CTPYKTYPHYIO CUCTEMATHU3ALIUIO Jlef

OcCy11eCTB/ATh TEXHUUECKYI0 00paboTKy U TIo/THOe 0(hOopMIeHHe JesT
TIOCTOSIHHOTO M BDEMEHHOTO XPaHEeHHsI

CocTapisTh OIUCH AeJI TIOCTOAHHOI'O U BpEMEHHOT'O XpaHEHHSA B COOTBETCTBUH C
HOPMATHBHO-MeTOr4UeCKUMH NOKYMEHTaMH

[TpumeHsTH MHPOPMALIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHUH TP paboTe C
JIOKyMeHTaMu

Heobxomumble 3HaHUS HopmatuBHbIe MPaBOBbIe aKThl, HOPMaTUBHO-METOANUYECKHE [JOKYMEHTHI,
rOCYJApCTBEHHbIE CTAHAAPTHI, OTIPE/IEISIOIINE MOPSA0K JOKYMEHTALIMOHHOTO
obecrieueHus yrpaBIeHUs]

Kputepuu paszgeneHus JOKyMeHTOB Ha IPYMIbl B COOTBETCTBUHU C LIEHHOCTBIO
vHopMaLKK, cofiep Kalleiics B HUX

[Topsimok UCTOB30BaHMs TUTIOBLIX UM Be[JOMCTBEHHbBIX TlepeuHel JOKyMeHTOB,
onpejie/ieHUs1 CDOKOB XpPaHEHMUsI B MIPOLIeCCe SKCMepPTH3bl LIEHHOCTH JJOKYMEHTOB

HOPH,Z[OK CO3[aHus, OPrdHU3dlIN U JOKYMEHTHUPOBAHUA pa6OTbI BKCHepTHOﬁ
KOMUCCHUU

[TpaBu/a cocTaBeHUst U yTBEPK/I€HHs MPOTOKO/Ia PabOThI SKCTIEPTHOM
KOMUCCHU

HpaBI/IJ'Ia COCTaBJ/IeEHUA U YTBEPXKAEHWA dKTa O BbIJEJI€HUH JOKYMEHTOB, HE
noAJIeKdllinX XpadHEHWIO

HpaBHna TeXHHUYeCKOI O6pa6OTKI/I U I1OJIHOT'O OCI)OPMJIGHI/IH Aes IIOCTOAHHOTO U
BPpEMEHHOTI'O XpaHEHHS

HpaBI/IJ'Ia COCTaBJIEHUA OIMHMCHU AeJT IIOCTOAHHOI'O U BpEMEHHOI'O XpAaHEHUA B
COOTBETCTBHMM C HODMATUBHO-METOAWMYECKUMHU JOKYMEHTAMH

[TpaBu/a nepejiauy fiesl B apXUB OpraHu3alu

TpeboBaHusI OXpaHbl TPy

Oco0ble yc/ioBUS OTMTyCKa K |-
pabore

[pyrre xapakTepucTUKU -

3.3. O600meHHas TpyaoBas GpyHKuus «OpraHu3anoHHOe, JOKYMEeHTAl[HOHHOe U MH()OPMAI[HOHHOe
o0ecrnieueHue JeATETHLHOCTH PYKOBOJAUTE/ISI OpraHU3aHuu»

OpraHu3aloHHOe, JOKyMeHTALMOHHOe U
rHbOpMaI[MOHHOE obecrieueHre Koa C YpoBeHb

JesITeNTbHOCTH PYKOBOJIUTEJIS KBaTM(HKALIH
OpraHu3alu

HanmeHnoBaHue




[TpoucxoxaeHue 00001eHHOMN
TPYZOBOH (DyHKI[UM

OpruHan X 3avMCTBOBaHO U3 447
OpUrMHaja
Kon PeructpaijvoHHbIN HOMED
OpUrHHAI podeCcCHOHATLHOTO
a cTaHjapra

Bo3MoskHbIe HaMeHOBaHUSI
JIOJDKHOCTeH, mpodeccuit

CexpeTapb pyKOBOAUTEJIS
CekpeTapb-cTeHOTpaucTKa
CreHorpaducTtka

TpeboBaHusT K 00pa30BaHUIO
1 00yueHuI0

Briciiee o6pa3oBaHMe - 6aka/jiaBpHar

WM

Beiciiee ob6pa3oBanue (HernpohuibHOE) - 6akasaBpUaT U AOTIOTHUTEIbHOEe
nipodeccroHabHOe 0Opa3oBaHue T10 JIOTIOTHUTETBHBIM MPo(deCCHOHATbHBIM
rporpamMmam Tnpode CCHOHA/TLHOM TIeperioirOTOBKHY 110 TIPO(HITIO /1eATeTbHOCTH
Cpeanee mipodeccrioHanbHOe 00pa3oBaHUe - MPOrpaMMbl TIOATOTOBKU
CTeLIaIMCTOB CpeJJHero 3BeHa

Cpeanee nipodeccroHanibHOe oOpa3oBaHue (HeNpoGhUIbHOE) - POrPaMMBbl
TIOJrOTOBKU CIeLJMaJIMCTOB CPe/IHero 3BeHa U [I0TI0JIHUTeIbHOe

TpeOGoBaHUS K OTIBITY
TIPAKTHUe CKOW pabOoThI

He MeHee IBYX JieT BLIMO/IHEHHS PabOT 110 OpraHU3al[MOHHOMY U
JNOKyMeHTal[MOHHOMY 00ecrieueHUI0 JiesiTe/TbHOCTH PYKOBOUTEJISI OpraHU3aliun
TIpU CcpeZiHeM Tpode CCOHATBHOM 00pa30BaHUMU

Oco0vble yc/ioBHs OTTyCKa K
pabore

[lpyrve xapakTepuCTHUKU

[omnonHuTenbHbIE XapaKTePUCTUKH

HanmeHoBaHue AOKYMEHTa

HaumeHoBaHue 6a30B0¥ TPYIIIIb, 1O/DKHOCTH (TIpodeccun)

Koz
WJIU CIeLMaTbHOCTH

OK3

3343. AJMUHUCTPATUBHbINA U UHOW UCITOTHUTE/IbHbBIN
CpeJJHeTeXHUUeCKHUI repCcoHasI

ETKC nm EKC

CekpeTapb DyKOBOJUTEJISI

OKILATP 26341 CekpeTapb pyKOBOAUTEJISI
26405 CekpeTapb-cTeHOrpaducTKa
OKCO 2016 7.46.03.02 [JOKyMeHTOBejleHre U apXHUBOBe/leHre
7.46.02.01 IlokymMeHTaIMOHHOe o0ecrieueHue yIripaBieHus U
apXuBOBeJleH1e

3.3.1. TpyaoBas ¢pyHKIus

HanmeHnoBaHue

ITpoucxoxaeHue 00001eHHOM
TPYZOBOH (DyHKI[UM

OkazaHue TTOMOLLY PYKOBOJUTEIO B Ko C/0L6 YpoBeHb 6
TIJIAaHUPOBaHUY paboyero BpeMeHH 4 ) KBaTM(UKALIH
Oprunan X 3auMCTBOBaHO U3 447
OpUrvHajIa
Kog PerucrpaloHHbIif HOMep
OpUTHHAI rpo¢ecCOHAIBEHOTO
a craHzapra

TpyzoBble fercTBUs

Bri60op ¢hopMmbI r1aHupoBaHus M 0OpMIIeHHe TUIAHUPOBIIMKA (OpraHaii3epa)
DPYKOBOJUTEIsI




BHeceHure vH(opmalu B TIJIAHUPOBIIMK (OpraHaiisep)

CoriacoBaHMe C PYKOBOAMTE/IEM BPEMEeHH TJIaHUPYEeMbIX 1eCTBUN

CornacoBaHue TeneOHHBIX N1€PErOBOPOB, BCTPEU U MEePOTPUSITHH C
TapTHepaMH, KJIMeHTaMH, DYKOBOAMTEISIMU MOApa3/ie/leHUl U COTPYAHUKAMU

VHpopMupoBaHHe PYKOBOJUTEJIsi O perfiaMeHTe HaMeueHHbIX MepONpUsITUN

Hpe/:[ynpem,quHe 0 HPI/I6JII/I)KQHI/II/I BpeMEHU HAMEUYEHHBIX MepOHpI/IHTI/Iﬁ

dopMUpoBaHUe pe3epBa BpeMeHHU /1Sl HelpeBU/IeHHbIX CUTYyaluil

Heobxonumbie ymeHuMst

YcTaHaB/IMBaTh ey, ornpenesdTb Mepapxuro HEHEﬁ

OnpeensTb MIPUOPHUTETHOCTb U OUEPEHOCTh BBITIOIHEHHUST pab0T U 3P PeKTUBHO
pacripesieniitk paboyee Bpemsi

Oka3bIBaTh I1OMOIIb PYKOBOZUTEIO B pacnpe/iesieH|H ero pabouero BpeMeH!

Bei6uparh onTrMastbHbIe Crioco0bl THGOPMUPOBaHMS TTAPTHEPOB, K/IMEHTOB,
MocCeTUTe/Ier, pyKOBOAUTEIed MoApa3ie/eHuH U COTPYAHUKOB O TJIaHUPYEMBbIX
MepONPUITUIX

O6ecreurBaTh MHGOPMALMOHHYIO 0e301IaCHOCTh /lesiITe/IbHOCTH OpraHU3alvy

Heobxoaumble 3HaHUS

CrierjuhriKa 0CHOBHOM JlesITe/TbHOCTY OpraHu3aluu

OCHOBBI aIMWUHUCTPATUBHOTIO TIpaBa M TPYA0BOr0 3aKOHOAaTe bCcTBa Poccuiickon
®deneparu

PyKOBOZISIII[MI COCTAB OPraHM3allid U ee Mo/ipa3/ieeHui

cI:)yHK]_[I/II/I CaMOMEHePKMeHTa

HpI/IHL[I/IHbI W TMpaBWJld IJIAHWUPOBaHHSA pa6oqer0 BpEeMEHHU

MeTo/ibl TOCTAaHOBKHU 11e/1ei

HpaBHna MmpoBeieHNs Je/I0OBBIX ITeperoBopoB

TpeboBaHusi 0XpaHbl TPyZa

Oco0ble yc/ioBUS I0TyCKa K
pabore

[lpyrve xapakTepucTUKU

3.3.2. TpynoBas ¢yHKIus

ITpoucxoxaeHve 00001eHHON
TPYZ0BOM (pyHKLIH

YpoBseHb
HaumeHoBaHHe [TnanupoBaHue paboyero /Hsi ceKpeTaps Koz C/02.6 P 6
KBanMUKaLuK
3auMCTBOBAHO U3
OpuruHan X 447
OpUTHHajA
Ko, PerucrpaijioHHbII HOMep
OpHUTHHas npocecCcHoHaIbHOTO
a cTaHjapra

TpyznoBble felCTBUS

Br160p 1 odopmieHue MIaHUPOBIIMKA CEKpeTaps

BezeHue fHeBHUKA (Ha 37IeKTPOHHOM M (W) OYMa)KHOM HOCHUTeJIe)

CornacoBaHue 1/IaHOB C TJIaHAMU U CPOKaMU pab0Thl PYKOBOJUTE IS

PacnipesiesieHre pabouero BpeMeHH (Ha [ieHb, HeJIeJTI0, TIEPCIIEKTHBY)

HepeHoc HEBLITIO/THEHHBIX 3dIJIAHMPOBAHHBIX 3a[d4

BrinmonHeHre TUMTMYHbBIX €XXeIHEeBHBIX e/l

Heobxomumbie ymeHUs

Bri6upars 1 0OpMIISITh TJIAHUPOBIIYK

BHOCHTB U OTC/1Ie)KMBaTh MHPOPMALIMIO Ha 37IEKTPOHHOM W/WTH OyMa>kKHOM
HOCUTese

PaccraBnsars IMPUOPUTETEI, BBIAEIATL BA’)KHOE M CPOYHOE

BbIOMpaTh ONTUMAaIbHBIN PUTM PabOThI

AHaJ'II/BI/IPOBaTb MPUYKWHBI HEBLITIO/THEHUA 3d4d4

[TprMeHsTh MHPOPMAaLMOHHO-KOMMYHHUKALMOHHbIE TEXHOJIOTUH




Heob6xomumble 3HaHUS OcobeHHoCTH 0(hOpMIIeHUS TJIAHUPOBIIMKA (Ha 37IEKTPOHOM U OyMa)KHOM
HOCHUTEJISIX)

OcCHOBEI yIpaBJ/JIeHHUA BpEMEHEM

Oco0ble yc/ioBus AOMyCKa K |-
pabore

[lpyrve xapakTepuCTHUKU -

3.3.3. TpyaoBas ¢pyHKIus

Opranwu3aijusi Tesie)OHHBIX TIEPeroBOPOB Kon C/03.6 YpoBeHb

HaumeHoBaHue
PYKOBOJAMTE/ISI KBanupukanuu

Hponcxozk,aeHHe 0000111eHHOH OpurmHan X 3auMCTBOBAHO U3 447
TPYZOBOH (DyHKI[UH OpUTHHAJA

Kog PerucrparoHHbIif HOMep
OpUTHHAI rpodecCOHATEHOTO
a cra”zapra

TpyznoBbie gelicTBUS BezneHue 6a3bl TenieOHHBIX KOHTAKTOB PYKOBOJMTEISI

COQ,I[I/IHEHI/IQ PYKOBOAUWTEJIA C KOHKPETHBIMU aboHeHTaMU

HO,I[FOTOBKEI MdaTepua/ioB AJisd TE‘]'IE‘CI)OHHBIX reperoBopoB pyYKOBOAUTEIA

PEFI/ICTpaL[I/ISI MOCTYIIAIOIIMX B IMTPUEMHYHO Teneq)OHHBIX 3BOHKOB

[TepeHaripaByieHe OT/e/IbHBIX Tesie()OHHBIX 3BOHKOB 3aMeCTUTEISIM
PYKOBOZJMTEJISI M COTPYAHUKAM

[MonyueHure He0OXOAUMOM MHPOPMALIUK U Tiepe/jada CaHKLIMOHUPOBAHHOMN
vHbopMaluu no TesedoHy

YcraHoBNIeHMe KOHTaKTa C CoOeceJHUKOM, TIOZiiepKaHre U pa3BUTHe JIeJI0BOM
Gecezbl B rporjecce TereOHHBIX TTEPETOBOPOB

Oka3aHye TTOMOILYM PYKOBOAUTE/IO MIPY OPraHU3aliuu U TIpOBeJieHUU
Tesie()OHHBIX MeperoBOPOB U BUIEOKOHGbepeH1 i

Heob6xonumbie ymeHUst BecTu u ucnonb3oBath B paboTe 6a3y ZaHHBIX Te/ie()OHHBIX KOHTAKTOB
DYKOBOZAMTEJIS

Vcnonb30BaTh CcpeficTBa KOMMYHUKALIMOHHOM OPTTeXHUKU 115l TIOMy4YeHus U
nepefiay MHGOpPMaLU1

BecTu yyeTHble perncrpalyoHHble (hOpMbl, UCII0/Ib30BATh UX JIIs
“H(OpPMaLMOHHOW paboThl 1 pabOTHI IO KOHTPOJTFO UCTIOTHEHUS PeIIeHH
DYKOBOZAMTEJIS

Crna)kuBaTh KOH(I)J'II/IKTHI)IE W CJIO)KHBIE CUTYallUW MEXX/IMYHOCTHOI'O 06H.[€HI/IH

Vcnonb30BaTh TeXHUUECKHE U TTPOrpaMMHBIe CpeJICTBa /ISl IIPOBe/ieHusI
rO/I0COBOM W/TM BU/e0-KOH(hepeH1I-CBsI31

O6ecrnieynBaTh MHHOPMAIIMOHHYIO 6€30TIaCHOCTH [IesITeJIbHOCTH OpraHu3aliy

CobmroaTh C/TyKeOHBIN STUKET

Heobxomumble 3HaHUS TenehoHHBIE KOHTAKTbI PYKOBOJUTEISI

@DyHKLIMH, 33/jau, CTPYKTypa OpraHu3aliy, ee CBSI3U 110 BEPTHUKAIU U
TOPU30HTAa/IN

[TpaBu/a B3aMMO/IeMCTBUS C MapTHepPaMH, K/IMeHTaMH, Cpe/ICTBAMUA MacCOBOM
vHbopMaLru

HpaBHna noaaep>XdHusd U pa3BUTHA MEXX/TMYHO CTHBIX OTHOIIIeHUI

HpaBHna MmpoBeieHNns 4eJIOBBIX TTEPEroBOpPOB

[TpaBusia 3aiuThl KOHGOUEHITMAIbHON UH(OpMaliy

TpeboBaHMsI OXpaHbI TPyAa




Oco0bvble ycsioBUS 0Ty CKa K
pabore

[lpyrve xapakTepuCTHUKU

3.3.4. TpyaoBas ¢pyHKIus

HaumeHoBaHue

IMpoucxoxaeHue 06001IeHHON
TPYZ0BOM (pyHKLIUU

Opranusaiys KoMaHIupPOBOK YpoBeHb
P H AVP Kon | C/04.6 P 6
PYKOBOJIUTE/IS KB/ (UKaLMK
3aMMCTBOBAHO U3
OpuruHan X 447
OpUrvHaja
Kog PerucrpaioHHbIif HOMep
OpUTHHAI rpodecCOHATBEHOTO
a cra”zapra

TpyznoBble feiicTBuUs

[ToAroToBKa MpoeKTa CIy»KeOHOTO 3a/JaHHsT PYKOBOIUTEJIsT

[ToaroToBKa MpoeKTa MpuKasa 0 Cay)KeOHOM KOMaHJUPOBKe

OdopmiieHre KOMaHMPOBOUHOTO YI0CTOBEPEHHSI ¥ €T0 PErUCTPaLiyst Py
He00X0JUMOCTH

HO,ZLFOTOBK{:I AOKYMEHTOB Had I10/Ty4€HHe BH3bl, 3d'DAHHUYHOI'0 I1dCIMTOPTd

3aKa3 Kele3HO/JOPOXKHBIX U aBUaOU/IETOB, TOCTUHML], TPAHCIIOPTHOTO
obecrieueHust pyKOBOJUTEJISI

OdopmsieHre TIpOrpaMMBbI TTOe3/IKH, YTOUHEeHHe 0COOeHHOCTeH MPOTOKOIa
TJIAHUPYEMbIX MepOTPUITUN

[ToaroToBKa JOKYMEHTOB K M0e3/IKe PYKOBOJUTEIs

YTOouHeHUe faThl, JO/DKHOCTeH, (paMU/INK B IpOrpaMMe KOMaHMPOBKHU

[TpopaboTKa MapIIpyTa pyYKOBOZAWTEJIs], YBsA3Ka €ro C PaCIMCaHueM TPaHCIIOpTa

O6paboTka MaTeprasoB KOMaHAWPOBKH, 0opM/IeHHe OTUeTa 0 KOMaHAUPOBKE

Heobxomumbie ymeHUs

OdopM/sTh aBaHCOBbIE OTYEThI PYKOBOJUTEJISI

OpraHyr30BbIBaTh BCTPEYUM PYKOBOJUTEJISI C IPUHUMAIOLLel CTOPOHOM

Ogopm/IsITh KOMaH/IMPOBOYHbIE JOKYMEHTEI

O6pabarbIBaTh JOKYMEHTHI U MaTepHaJbl 110 pe3y/ibTaTaM Moe3iKu
PYKOBOJUTE/ISI

O6ecrnieurBath paboTy odrica BO BpeMsi OTCYTCTBHSI PYKOBOZAWTEJIs

[TpuMeHSITh CIIOCOOBI /1eJIOBOTO OOIIIEeHUST

Vicrionb30Bath CpeficTBa KOMMYHHKALIAK /171s1 00€eCrieueHus B3auMO/IeHCTBUS C
DPYKOBOJIUTE/IEM BO BpeMsi ero /1eJIOBOM Moe3Ku

HeobOxoaumbie 3HaHUS

HOPHAOK MOATrOTOBKH U NPOBEAEHKA KOMdHIWPOBOK

[Topsinok oopmiieHUs JOKYMEHTOB /1J1si KOMaHAUPOBKU U OTUETHBIX
JIOKyMEHTOB T10 KOMaH/IUPOBKE PYKOBOJUTEJIsI

JlenoBo¥i POTOKOJ

OTHKa [1e7I0BOT0 00IIIeH s

Oco0ble yc/ioBUS I0TyCKa K
pabore

Jpyrue xapakTepuCTHKU

3.3.5. TpyaoBasi pyHKIus

HaumeHoBaHue

Opranusauysi paboThl C TOCETUTENSIMU B
TIPUEMHOU PYKOBOZAMTEJIS

YpoBenb
KBayMUKaIn

Koz C/05.6




[TpoucxoxaeHue 00001eHHOMN
TPYZOBOH (DyHKI[UM

OpruHan X 3avMCTBOBaHO U3 447
OpUrMHaja
Kon PeructpaijvoHHbIN HOMED
OpUrHHAI podeCcCHOHATLHOTO
a cTaHjapra

TpyzoBble fercTBUs

OpFaHI/IBElL[I/IH JIMYHOI'O IMpreMa roceTuTesen PYKOBOAUTE/IEM

YcTaHOB/IeHHe MopAJKa IIpreMa IJisd pa3/IMYHbIX KaTEI‘OpI/Iﬁ roceTuTesnen

BenieHuve )XypHasia 1ipe/iBApUTeIbHOM 3alMCy Ha TPUEM

Peructpanus nocetureneu

CofieiicTBHE OTIepaTUBHOMY PaCCMOTPEHUIO MPOCHO M MPe/yIOXKeHU
ToceTuTe/el U COTPYAHUKOB OpraHU3aliuu

Opranu3anus npuema JieJIoBbIX IapTHEPOB B ouce

Opranusariysi 06CIy>KUBaHUsI PYKOBOJUTEISI M €T0 JIeJIOBBIX NApTHEPOB B oduice

CepBurpOBKa yaitHoro (KodeliHoro) crona B oduce

[TpuHsTHE Mep MO COXpaHeHHI0 KOMMepUeCKOW TaiHbI B X07e Ipyuema
roceTUTeNnel ¥ MX HaxX0X/leH!sl B IPUeMHOMN 1 KabrHeTe pYKOBOJUTeISI

Heob6xomumbie ymeHUs

OpFaHI/I3OBLIBaTI> 1 00ecrieuynBaTh JTMYHbIe KOHTAKThI PYKOBOAUWTEJIA

YrpaBnATh KOHQIMKTaMH

YuuTBIBaTh TICUXOIOTUYeCKHEe 0COOEHHOCTH TMYHOCTH TP Pa3/IMUHbIX BUJAX
1pod)eCCHOHA/ILHOTO OOIIIeHUSI

Vcnionp30BaTh yCTaHOB/IEHHbIE TIPaBU/Ia U MPOLeSypPbl KOMMYHUKAL[UU BHYTPH
OpraHu3aLu

Bectu yueTHble pervcrpaliioHHble (hOPMBI, MCII0/Ib30BaTh UX J/1s1
“H(OpPMaLMOHHOW paboThl 1 pabOTHI IO KOHTPOJTFO UCTIOTHEHUS PeIlIeHUH
PYKOBOJMTEISI

Co37aBarh MOI0XKUTETbHBIM UMUK OpraHu3aluu

[TpyHUMaThE Mephbl N0 pa3pelleHUu KOHQIMKTHBIX CUTYalui

[TpuMeHsTh MHGOPMAaLMOHHO-KOMMYHHUKALMOHHbIE TEXHOIOTUH

Ob6ecrnieunBaTh KOHPU/IEHIIMATLHOCTL B IPUEMHOM 1 KaOWHETe PYKOBOJUTEJIS,
COXpaHsATb KOH(GUAeHI[MaIbHYI0 NHGOPMALIMIO B TaiiHe

Heobxoaumblie 3HaHUS

HpaBHna OpraHr3alivy MpremMad roceTuTesnen

ITpaBu/a [ie/I0BOTO 001IeHUs

HpaBHna peyeBOro 3TUKeTd

[TpaBwia ycTaHOB/IeHUsI KOHTAKTA, TIO/ep>KaHUs U Pa3BUTHST MEXK/TAYHO CTHBIX
OTHOILIeHUH

CTpyKTypa opraHu3alyu 1 pacrpesiesieHrie QyHKLUN MeX/y CTPYKTYPHBIMU
TIO/Ipa3/ie/IeHUSIMU U CITeIUA/ICTaMU

[TpaBuia opraHu3alyu nMpruemMoB B oduce

OTUKET U OCHOBBI MEXX/IYHAPOJHOTO MPOTOKO/IA

[TpaBu/a cepBUPOBKM YaiiHOTO (KodeiHoro) crosa

HpaBHna IMMPUI'OTOBJIEHHWSA U ITOJAA4UH IrOPAYMX HAITMTKOB U 3dKYCOK K HUM

ITpaBu/ia 3ayThl KOHGUIEHIIUATBHOM Cy)KeOHOH nHbopMaIrmu

Oco0bble yc/ioBUS JOTTyCKa K
pabore

[pyrvie xapakTepuCTUKU

3.3.6. TpyaoBasi pyHKIuUsA

Hanmenosanune Opranu3aiiysi oAroToBKY, MPOBe/IeHUs 1 Kog C/06.6 YpoBens 6

00c/TyKuBaHUsI KOH(ePeHTHBIX

KBa/MM(UKaLu




[meponpusvii [ ] [ ]

ITpoucxoxaeHue 00001eHHOMN
TPYAOBOH (DyHKI[M

OpruHan X 3avMCTBOBaHO U3 447
OpUrMHaja
Kon PeructpaijvoHHbIN HOMED
OpUrHHA podeCcCHOHATLHOTO
a cTaHjapra

TpyzoBble fercTBuUs

HO,Z[FOTOBK& TMOBECTKH OHA MEPOIIPUATHA

OdopmieHre CIMCKa Y4aCTHUKOB MEpPOTNPUSTHS

VHdopmupoBaHUe NpeAriosaraeMbIX Y4aCTHUKOB O HaMedaeMOM MepOTIpUSITUN U
YCJIOBUSIX YYaCTHsI

Br160p MecTa 1 BpeMeHH MPOBe/IeHHs] MePOTIPHSITHS

[ToaroToBKa npe/iBapUTeNbHOM CMEThl PACXO/0B

Pacchbuika npurnalieHny NoATBePAMBIIKM y4yacTHe B MEPOIIPUATUHI

C60p TEKCTOB /IOK/Ia/]OB ¥ TIPOEKTOB UTOTOBBIX IOKYMEHTOB Y JIOK/Ia[UYMKOB

Pacchbiika nHGOpPMAaIMOHHBIX MaTepuaioB yuaCTHUKaM KOH(epPeHTHOro
MepOTPUSITUS

CocraB/eHre IBOYHBIX JIUCTOB U CIIMCKA PerUCTpaLii Y4aCTHUKOB
MepOIPUSITUS

3aKyrnka KaHI[eJIIPCKMX TOBAPOB U MPOAYKTOB /i/isi 00ecrieueHus Kode-ray3

Perienue BOINPOCOB TEXHWYECKOI'0 OCHallleHWsA MepOTIpUATHUSA

HOMOLL[B B ITIOATrOTOBKE NOKJId[d PYKOBOAUWTEJIA, MMPe3€HTALIMOHHBIX MaTeprdJ/iOB

Opl"aHI/IBaL[I/IH IMOATOTOBKH IIpe3ngnyMa 1 pa60111/1X MeCT YUdCTHHMKOB

Opl"aHI/IBaL[I/IH BCTpEYU U pEruCTpalsa ydaCTHUKOB MEpOIIpUATHSA

BejieHue poToKosia MeponpUsTHs

OpraHu3aljysi CepBUCHOTO 00C/Ty>KMBaHHsI BO BpeMsl Kode-Tiay3

OpFaHI/IBaL[I/IH KYyJ/IbTYPHO-MdCCOBBIX MepOHpHHTI/Iﬁ, TPaHCIIOPTHOI'O U
TOCTUHUYHOI'O 00ecIieueHust

Heob6xonumbie ymeHust

OpraHu30BbIBaTh NPOLIECC MOATOTOBKY K IIPOBEZEHUI0 KOH(ePEHTHOTO
MepOTIPUSATHSL MHAMUBUYAJIbHO M B COCTaBe paboueil rpyIimbl

JlOKyMeHTHpOBAaTh pasHble 3Taribl MpoLieypbl MOATOTOBKU U NTPOBeZeHNUs
KOH()epeHTHOr0 MepOTIpUSTHUS

[TepenaBaTh HH(bOpPMaLMIO, JOKYMEHTBI U MaTepuasbl y4aCTHUKaM
KOH()epeHTHOI'O MepOIpUSTHUS

[MoaroraBivBaTh ¥ 000PYAOBaTh CTO Mpe3uryMa U pabourie MecTa y4aCTHUKOB
coBellaHus (3acejaHusl)

CepBUpOBaTh YakiHbIM (KOo(eiiHbIN) CTOJI BO BpeMsi MPOBe/ieHust Kode-Tay3

CO6JIIOA&TB IMMpaBHWJia A€/I0BOT'0 3THKETd W IMTPOTOKO/Id

ITogmep>kKuBaTh UMUK OpraHU3al[iu

CO3,ZLEIB&1TB HMHU/DK CeKpeTaps, COOTBETCTByI-OH.[I/Iﬁ HNMHU/DKY OpIraHU3adlirin

Pabotark c nHbopMalyel, aHa/IMu3UpOBaTh U MPe/ICTaB/IsATh ee B
CUCTEMaTH3UPOBAHHOM BH/IE

O6ecrnieunBath 6€30MACHOCTD AESITETLHOCTH OPraHU3al[u|

[TpuMeHsITh MHGOPMALMOHHO-KOMMYHHUKAL[MOHHbIE TEXHOJIOTUH

[TpyMeHATH NpaBUIa PYCCKOTO s13bIKa

HpI/IMEHHTL HABBIKKM CKOPDOCTHOTI'O ITMChMd

HpI/IMEHHTL HaBBbIKHW 3alTMCH U paCLLII/ICprBKI/I TEKCTa

Wcnonb30BaTh COBpeMEHHbIe TeEXHHYeCKHe Cpe/iCTBa B obactu CKOPOCTHOTIO
I CbMa

O6ecreurBaTh KOM(GOPT YYaCTHUKOB KOHEPEHTHOTO MEepOTIPUSITHSI, TIOMOTaTh B




BOMPOCAX MPOKMBAHKSI, TDAHCIIOPTHOTO 00eCrieueHust

Heobxoaumbie 3HaHUS

Kommnnekc OpraHM3alJMOHHO-TEXHWYECKHUX MepOHpI/IHTI/Iﬁ I10 1IOATrOTOBKE U
TMMpoOBeJEHNIO COBEH_[aHI/II\/JI W T1IEPEroBOPOB, B TOM 4UKCJ/ie MeXJYHAPOAHBIX

HpaBHna BeleHMs, IOArOTOBKU U OCl)OpM]IeHI/IH IMMPOTOKOJ/Ia U JOKYMEHTOB,
CO31dBd€MBIX B ITponjecce 1oAroToBKr KOHCI)EPEHTHOFO MEpOIIpUATHSA

METO,Z[I/IKEI COCTdBJIEHUA CMETHI pdCX0A0B KOHd)epeHTHOFO MEpPOIIpUATHA

OCHOBBI HamMCaHUSA peqef/i " [N0KJ/IaI0B PYKOBOAUWTEJIA

[IpaBu/ia yCTaHOB/I€HHsI KOHTaKTa, MOAJeP>KaHUs U Pa3BUTHS MEK/TMUHO CTHBIX
OTHOLIIEHUN

I[TpaBusia f1e/10BOro 0O1[eHHs], 1eJI0BOTO STHUKeTa

OTHUKeT M OCHOBBI MeXX/IyHAPOAHOI'0 MPOTOKOJIA

[TpaBu/a poBefieHUs [1e/10BbIX [1€PErOBOPOB

[TpaBusia 3auuThl KOHQUIEHI[MATBHOMN CIy>keOHOM MHbOpMaLy

CucreMbl CKOPOCTHOTI'O IMMCbMda

OCHOBBI TIPOTPaMMHOTO 0becriedeHrst U 0(HUCHOTO 000pyIOBaHUS B 00/1aCTH
CKOPOCTHOTO MUCbMa

TpeboBaHusI OXpaHbl TPy

Oco0ble ycsioBHS JOTTyCKa K
pabore

[lpyrve xapakTepuCTUKU

3.3.7. TpynoBas ¢yHKIus

[MpoucxoxaeHue 00001eHHOH
TPYL0BOM (pyHKLIMU

OpraHu3aljysi UCIIOJIHEHUS pellieHuH,
YpoBenb
HaumeHoBaHue OCYILeCTBJ/IeHYe KOHTPOJIS UCTIO/IHeHUs Kog C/07.6 6
. KBanu(pUKaLUU
[IOPYYEHUN PYKOBOJUTEJISI
3aMMCTBOBaHO U3
Opurunan X 447
OpUTHHAJIA
Kog PerucrparinoHHbI HOMEp
OpUTHHAIT rpodeCcCOHATEHOTO
a cTaHzapra

TpyzoBbIe feicTBUs

[lokyMeHTanbHOe o)opmiieHHe pellleHUd PYKOBOAUTE/Is

[oBezeHue 10 cBeieHUs1 paOOTHUKOB OPraHM3aLii pacriopsyKeHu
DYKOBOZAMTEJIS

KOOP'E[I/IHEIL[I/ISI AedaTeJIbHOCTHU I10 MCITO/IHEHUIO peI_LIeHI/Iﬁ PYKOBOAUWTEJIA

Be/ieHre CPOKOBOTO TEKYIEr0 W MPeAYTNPeJUTeIbHOTO KOHTPOJISI

HpOBepKa HCITOJTHeHHUSA HOpy‘—IEHI/Iﬁ PYKOBOAUWTEJIA B y'CTaHOBJ'IeHHHﬁ CpOK

[MpeaymipesxieHre COTPYJHUKOB 00 UCTeUeHUH CPOKa UCTIOHEeHHs TIOpyYeHu i
PYKOBOAMTEJIS

duKcanys UCIOHeHUs] NOPYYeHUN

CocraBneHre OTYETOB Y @aHA/IMTUYECKUX CIIPABOK O BBIMOJTHEHNUH TTOPYUYEHUM U
pelleHu PYKOBOJUTE IS

Heobxopymbie ymeHust

BecTu CpOKOBYIO KapTOTEKYy

BecTu yueTHble peructTpaloHHbIe OPMBI, UCIIOB30BaTh UX [/ PaOOTHI 110
KOHTPOJIIO MCIIOTTHEeHUsI IOPyYeHUM PYKOBOJUTEJIs

Pabotark c nHdopmalyei o KOHTPO/II, CUCTEMaTU3UPOBaTh ee U MpeCTaB/IsuTh
B BU/Ie CBOJHBIX JOKYMEHTOB

Vcrnonb30BaTh cpeficTBa KOMMYHHUKALIWY /15 Tlepe/jau opy4YeHui
PYKOBOAMTEJIS




Vcrionmb30BaTh COBpeMeHHbIe Cpe/icTBa cOoOpa v 00pabOTKH KOHTPOIBHOM
vHbopMaLru

HpI/IMeHHTB I/IHCl)OpMaL[I/IOHHO—KOMMYHI/IKaL[I/IOHHLIe TeXHOJIOTNN

OL[E‘HI/IBaTb pe3yJ/IbTaThl B pPAMKdX IMOCTaBJ/JI€HHBIX 3d0d4

OCYU.[@CTBJ'IHTI: KOHTPOJIb MCITOJTHEHHS HOpyT—IEHI/Iﬁ PYKOBOAUWTEJIA COTDYAHUKAMU

HeobOxoaumbie 3HaAHUS

OO611e TpebOBaHUS K CPOKaM MCITOJTHEHUST IOKYMEHTOB U KOHTPOJIbHBIM
(GYHKLMSAM CJTyKOBI JOKYMEHTAI[MOHHOTO 00eCrieueHust

[TpuHLMMbI, crioco6bl HHOOPMHUPOBAHKSI COTPYAHUKOB

OTHKa 1e7I0BOr0 00IIIeH s

YrpaBneH4eckasi CTPyKTypa OpraHH3aliy, pyKOBOACTBO OpPraHU3al[uH, 00pa3iibl
MOATNCeN PYKOBOZSILMX COTPYAHUKOB, KPYT WX MOJHOMOYUN M OrpaHUYeHMUst
30H UX OTBETCTBEHHOCTH

JIoKanbHEBIE HOPMATHBHbLIE€ dKThI OpraHKW3dllNK

Oco0ble ycsioBHs JOTTyCKa K
pabore

[lpyrve xapakTepucTUKU

3.3.8. TpynoBas ¢yHKius

HaumeHoBaHue

[MpoucxokaeHue 00001eHHOMH
TPYL,0BOM (pyHKLIMU

Opranu3sanus U nogzep>xaHue
HKILIMOHa/IbHOTO paboyero YpoBeHb
yHKL pabor Kon | C/08.6 b 6
MIPOCTPAHCTBA IPUEMHOM 1 KabrHeTa KBa/IM(UKaLH
PYKOBOAMTEJI
3aMMCTBOBaHO U3
OpuruHan X 447
OpUTrHMHazna
Ko, PerucrpalioHHbII HOMep
OpUI'MHa npogeCccrOHaLHOTO
a CTaHzapTa

TpyzoBbIe feicTBUsS

O6ecreueHre pabouero Mecta pyKOBOAUTe/Is HEOOXOAUMBIMU CPe/ICTBAMU
OpraHW3aI[MOHHON TEXHWKH, KaHIIe/IIPCKUMHU TIPUHA/IIE)KHOCTSIMHU

Opranu3auysi MpueMHO# odrica B COOTBETCTBUH C TPeOOBAHUSIMUA SPTOHOMUKH 1
KY/IBTYDbI TPyJa

Opranu3anusi ohopMIeHUs] HHTepbepa MPUeMHON PYKOBOJMTEIS

O6opyznoBaHue pabouero Mecta OprTeXHUKOH, ePCOHATLHBIM KOMITBIOTEPOM,
BCIIOMOTaTe/TbHOM TeXHUKOMN

Opranu3arnusi 060pyoBaHusI IPUEMHOM CUCTeMaMH XpaHeHUsl, HeoOX0[UMbIMHU
MIPUCIIOCOOIeHUsIMH, 00ecTieueH s KaHLeIIPCKUMU TTPUHAJIEXKHO CTSIMA

ObecrieueHre XpaHeHHs1 ¥ 3aMeHbI PACXOJHBIX MaTepHUasioB, TTOBCeAHEBHBIN X0/
32 OPITeXHUKOU

3aka3 KaHIEJIADCKHUX TOBAPOB, TUTHEHNUYECKHWX TOBAPOB, ITPOAYKTOB IMUTAdHUA

Heobxopymbie ymeHust

Co3gaBarb ycoBusi, obecrieunBaroipe 3GdeKkTrBHY0 paboTy PYKOBOAMTEISI

HpI/IMEHHTB B COOTBETCTBUU C HA3HAYEHHUEM CPEACTBd OpF&HHBBL{HOHHOﬁ
TEXHUKH, KAHIJEJIAPDCKKE MPUHAAJIEI)KHOCTHU

OcHaiatb paboyee MeCTo pyKOBOAUTeISI U CBoe pabouee MeCTo HeOOXOAUMBIM
obopyzioBaHEM

Ocy1ecTBIATh 3aMeHY pacXOfHbIX MaTepraoB, VX0, 3a OPITeXHUKOU

KOHTpOJ'II/IpOBaTb COCTOsiHME U IIOIIO/JIHATD 3alldChbl KaHIIe/JIAPCKHUX TOBAPOB,
CpeaCTB I'MI'MeHbl, TPOAYKTOB IMUTAHUA

HeobOxoaumble 3HaHUS

TpeboBaHMsI OXpaHbI TPY/a, TPOM3BOACTBEHHON CAHUTAPHH, ITPOTHUBOIOKAPHOM




3alUThI

OCHOBBI MPAaBU/ILHOM OPraHU3al|y TPY/a U METOAbI TTOBLILLIEHUS €r0
3¢ b eKTUBHOCTH

OCHOBBI 3prOHOMMKH 0duca U (IOPUCTUKU

CraH/japThl ¥ peKOMeH/Jaliy 1o 000py/I0BaHKI0 0(PUCHBIX MOMeleHUH

CocTaB OpraH13alMiOHHON TeXHUKH, ee YCTPOWCTBO U TIOPSZOK PaboThI C Hel

Oco0blie ycioBus A0MyCKa K
pabore

[lpyrve xapakTepuCTHUKU

3.3.9. TpyaoBas ¢pyHKIus

Pa3pa60TKa JIOKAJIbHbIX HOPMdTHUBHbIX

HaumMeHoBaHve  |aKTOB, PeIJIAMEHTHPYIOIIAX paboT Koz C/09.6 YpoBeth 6
’ y y ’ KBanupukanuu

cekpeTaps

[MpoucxoxaeHue 06061eHHON 3aMMCTBOBAHO 13
P A B OpuruHan X 447
TPYIOBOH (QYHKLIAM OpUTHHAJA
Ko, PerucrpaijioHHbII HOMep
OpUTHHAJ npocecCcHoHaIbHOIO
a cTaHjapra

TpyzoBble fercTBUsS

Pa3paboTKa J0/HDKHOCTHOW MHCTPYKLIMM CeKpeTapsi

Pa3pa60TKa TTOJIOXKEHWA O CEKpeTapudaTe

Pa3paboTKa UHCTPYKIIMH T10 [1eJIOTIPOU3BO/ICTBY

Heob6xonumbie ymeHMst

CocTaB/sITh U 0OPMJIATH OPraHU3aI[MOHHbIE U METOUeCK1e TOKYMEHThI

Pe,[[aKTI/IpOBaTB TEKCTbI CJ'Iy}KE6HBIX AOKYMEHTOB

PaboraTb co BCeli COBOKYIMHOCTBIO MH(OPMAIMOHHO-J0KYMEHTAIl[HOHHBIX
pecypcoB OpraHu3alyu

[Tonb30BaThCst Ha3amMu JAHHBIX, B TOM YHCJIE y/aeHHO

Wcnons30BaTh CITPABOYHLIE ITPABOBLIE CHUCTEMBI

PaboTaTh C KOMIbIOTEPOM, KaTajoraMu (marnkamu) ¥ ¢aisiaMy, CKaHepoM

[Tonb30BaTbCst 0QHCHBIM MTAKeTOM (TEKCTOBBIN pejakKTop, TabuIlb)

[Tosib30BaThCsl neprdepuiHbBIMU YCTPOUCTBAMU U OPITEXHUKOU

[To/1b30BaThCsl 3/IEKTPOHHOU MOYTOM

[Tonb30BaThCsl CHCTEMaMH /IEKTPOHHOTO JOKyMeHToobopoTa

Heobxoaumble 3HaHUS

[TpaBoBbIe OCHOBBI yTIpaB/eHuUs1 (OCHOBBI 3 JMUHUCTPATUBHOTO, TPYAOBOTO U
rPaKJAAHCKOTO T1paBa)

HopmaTuBHBIe TIPaBOBbIe aKTbl, HOPMAaTUBHO-METOAUYECKUE JOKYMEHTHI,
TOCYAapCTBEHHBIE CTaH/aPThI, OTIPE/IEJISIOIINE MOPSAOK JOKYMEHTALIMOHHOTO
obecrieyeHusl yripaBJieHUsI

CTpyKTypa, pyKOBO/ICTBO CTPYKTYPHBIX TI0Apa3aeneHuid, 006pa3iibl 1onucei
JIUL], UMEIOLMX MPaBO MOANKUCAHUS U YTBEPXKIEHUS JOKYMEHTOB, 1
OTrpaHUYeHUs 30H UX OTBETCTBEHHOCTHU

[TpaBu/Ia JOKYMEHTAIMOHHOTO 00eCIieueHus IesITe/IbHOCTH OpPraHu3alvy

[Topsiziok paboThl C JOKYMEHTaMHU

TPE6OBaHI/IH, npeabsB/isieMbie K IOKYMEHTaM B COOTBETCTBHM C HOPMaTHBHBIMHA
IIPpaBOBBIMHU dKTdMHU U I'OCYAdpCTBEHHBIMU CTaHAdPTaMH

[TpaBu/a cocTaBieHUs OPraHU3al[MOHHBIX JOKYMEHTOB (TIOJIOXKEeHHH,
WHCTDPYKLIWUW, PeriaMeHTOB)

Buibl JOKYMEHTOB, MX Ha3HaueHue




OcHOBBI ,[[OKYMEHTHOI‘/JI JIMHI'BUCTUKHU

TpeboBaHusI 0XpaHbI TPyZa

Oco0ble yc/ioBUs OTyCKa K |-
pabore

[lpyrve xapakTepuCTHUKU -

3.3.10. TpypoBas ¢pyHKIMsA

CocraBneHue u opopMaeHHe YpoBeHb
HaumenoBaHue N (bop Koz C/10.6 P 6
yIpaB/JeHUeCKOXU JOKYMEHTalUun KBaﬂH(bHKaHHH
IMpoucxoxaeHue 06001IeHHON 3aMCTBOBaHO U3
P A B OpuruHan X 447
TPYZOBOH (QyHKLUH OpUrvHaja
Kog PerucrparioHHbIif HOMep
OpUTHHAI rpodecCOHATBEHOTO
a craHzapra

TpyznoBble feiicTBuUs CocraB/ieHue TPOEKTOB PaCMOPSiZIUTeNbHBIX (MPUKa3bl, PaCriOPsKeHUs ) U

HMH(OPMaLIMOHHO-CIIPaBOYHbBIX JOKYMEHTOB (C/1y>KeOHble MCbMa, CIIPaBKH,
JIOKJIa/THBIEe U CJTy)KeOHbIe 3arlMCKH)

ITeuaTs CJIy7K€6HbIX AOKYMEHTOB M MdT€pHdJIOB

Pa3MHOXeHUe CyKeOHbIX JOKYMEHTOB

KoHTpo/b npoxoxieHursl JOKYMEHTOB B OpraHU3aljiu (CoryiacoBaHue,
TIO/ITIMCaHue U YTBepKJeHre JOKYMEeHTa)

Heobxopymbie ymeHust Pe/1aKTHPOBATh TEKCTHI CTyKeOHBIX JJOKYMEHTOB

[Tonb30BaThCsl YHU(PULIMPOBAHHBIMU (hOpMaMU [JOKYMEHTOB

Odopm/sATh KaccoBble (PHAHCOBbIE JOKYMEHThI U JOKYMEHTHI 110 YUeTy
HaK/a/{HbIX Pacxo/i0B

[Teyarath cay>keOHbIE JOKYMEHTbI

[Tosib30BaThCsl neprdepUuiHbBIMU YCTPOUCTBAMU U OPITEXHUKOM

PaboTaTh C KOMIIbIOTEPOM, CKAHEPOM

[Tonb30BaTbCst 0QHCHBIM NTAKeTOM (TEKCTOBBIN pejaKTop, TabuIlb)

[To/1b30BaThCsl 3/IEKTPOHHOU MOYTOM

[Tonb30BaThCsl CHCTEMaMH IEKTPOHHOTO JOKyMeHT00b0poTa

O6ecrieunBath 6€30MaCHOCTD AeSITeTbHOCTH OpraHU3allu|

Heobxopvimblie 3HaHUS ITpaBoBBIE OCHOBBI YIIpaB/eHUsl (OCHOBBI aIMUHUCTPATUBHOIO, TPYLOBOIO U
X031ICTBEHHOT0 T1paBa)

CTpyKTypa opraHv3aliiiy, PyKOBO/ICTBO CTPYKTYPHBIX ITOZIpa3zie/ieH i, 00pa3iibl
TIOJTIMCeN JIUL], UMEIOLLMX TIPABO MOANUCAHUS U YTBEP)KeHUs1 JOKYMEeHTOB, 1
OTrpaHUYeHUs 30H UX OTBETCTBEHHOCTHU

[TpaBu/a JOKYMEHTAIMOHHOTO 00€eCIieueHus IesITe/TbHOCTH OpPraHu3alvy

[Topsifiok paboThI C JOKYMEHTaMHU

TPE6OBaHI/IH, npeabsB/isieMbie K IOKYMEHTaM B COOTBETCTBHM C HOPMAaTHBHBIMHA
IMPAaBOBLIMH dKTdMM U IOCYJdPCTBEHHBIMHA CTAHAAaPTaMU

Buibl JOKYMEHTOB, UX Ha3HaueHHe

[IpaBusia coryiacoBaHusl JOKYMEHTOB OpPraHu3aly (BHyTPEHHEr0 U BHEIIHEro)

[IpaBu/a nofnMcaHus U YTBEPXK/EHUS IOKYMEHTOB

[TpaBusia coctapnieHusi U ohopmsieHUs] UHPOPMALIMOHHO-CITPABOYHBIX,
yTpaB/ieHYe CKUX IOKYMEHTOB U CTy»KeOHbIX ITMCeM

OcHOBBI ,E[OKyMEHTHOfI JIMHI'BUCTUKHU

IIpaBusia pyCcCcKoro si3bika




TpeboBaHusT OXpaHbI TPyZa

Oco0vble yc/ioBHs OTTyCKa K
pabore

[lpyrve xapakTepuCTHUKU

3.3.11. TpyaoBas ¢pyHKIUs

HaumeHoBaHue

IMpoucxoxaeHue 06001IeHHON
TPYZ0BOM (pyHKLIUU

Opranusauysi paboTel € JOKYMeHTaMH B Ko C/11.6 YpoBeHb 6
TIPUEMHOM PYKOBOJUTEIS 4 ) KBa/M(HKALIH
Opurusan X 3aMMCTBOBAHO U3 447
OpUrMHazna
Kog PerucrparoHHbIif HOMep
OpUTHHAI rpodeCcCOHATEHOTO
a CTaHzapTa

TpyznoBble feiicTBuUs

[TonyueHue, rpesBapuTe/IbHOE PACCMOTPEHME Y COPTUPOBKA MOCTYMALIUX B
TIPUEMHYIO DYKOBOZAUTE/ISI JOKYMEHTOB

HpOBepKa KOMIIJIEKTHOCTH TTOCTYIAOIIKUX B IIPUEMHYIO0 DYKOBOAWUTEJIA
AOKYMEHTOB

HO,I[FOTOBK{:I AOKYMEHTOB VI PACCMOTPEHHS PYKOBOJHWUTEIEM

Yuer AOKYMEHTOB, ITOCTYITa0IHWX Ha UMS DYKOBOAUTEIA

Opl"aHI/IBaL[I/IH HA0CTdBKH JOKYMEHTOB UCITOJIHHUTEIAM

COB,[[aHI/Ie " BeJieHue 6a3bl AdHHBIX TOKYMEHTOB DYKOBOAUWTEJIA

Benenrie nHGOpPMalLMOHHO-CITPABOYHOU PabOThI

Heob6xonumbie ymeHMst

PaboraTth c BXOsIIel, UICXOAsIIIel, BHYTPEHHEeH JOKyMeHTalpen

ITosp30BaThCsl CCTEMaMH 3JIEKTPOHHOTO JOKYMeHT0000pOoTa i/l perucTparyy,
KOHTPOJIsl JOKYMEHTOB U MH(OPMaI[IOHHO-CIIPABOUHOW paboThI € JOKyMeHTaMHu

[TpumeHsATH HHPOPMALIMOHHO-KOMMYHHUKALIMOHHBIE TEXHOIOTHH il pabOThI €
JIOKYMeHTaMu

[TprMeHsTh NTpaBU/Ia PYCCKOTO sI13bIKa

HPHMEHHTL HABBIKKM CKOPOCTHOI'O ITMCbMd

CocTtaasTh U 0()OPMIATE JIOKa/IbHble HOPMaTUBHbIE aKThbI

Heobxoaumble 3HaHUS

HopmaTuBHBIe TIPaBOBbIe aKTbl, HOPMAaTHUBHO-METOAUYECKUEe JOKYMEHTHI,
TOCYAapCTBEHHBIE CTaH/APThI, OTIPE/IEJISIOIINE MOPSA0K JOKYMEHTALIMOHHOTO
obecrieyeHusl yripaBJieHUsI

CTpyKTypa opraHv3alyiy, pyKOBOZACTBO CTPYKTYPHBIX M0/ipaszie/ieHui

COBpEMEHHLIe I/IH(bOpMaL[I/IOHHbIe TeXHOJI0T11 paGOTLI C JOKYMEHTaMU

ITopsioK paboThI C AOKYMEHTaMM, CXeMbI JOKYMeHTO060poTa

HpaBHna pa60TbI C BXOOAIMMHU, UCXOAANMMHA ¥ BHYTPEHHHUMU JOKYMEHTAMU

HpaBHna OpraHr3alliii KOHTPOJIA UCIIO/IHEHHWA JOKYMEHTOB W THUIIOBbIE CPOKH
HCIIOJIHEHWA TOKYMEHTOB

HpaBI/IJ'Ia COCTaBJ/IeHUA aHA/IMTUUECKUX CIIPABOK IM0 OpraHU3aIliuu pa6OTLI C
AOKYMEHTAMHU W KOHTPOJIFO MCITO/THEHUA JOKYMEHTOB

[TpaBua co3manus U BefieHUs 0a3 JaHHBIX CTYKeOHBIX IOKYMEHTOB B
OpraHusaluu

CucTeMbl 1eKTPOHHOTO JIOKYMeHT0000poTa

CucreMbl CKOPOCTHOI'O IMMCbMd

TpeboBaHus 0XpaHbI TPyZAaA

Oco6blIe yc/IoBHS I0OIyCKa K
pabore




|,Z[pyme XapaKTePUCTUKHU

3.3.12. TpypoBasi pyHKIHA

HaumeHoBaHue

IMpoucxoxaeHue 06001IeHHON
TPYZ0BOM (pyHKLIUU

OpFaHI/BaLH/IH XpaHEHHA OJOKYMEHTOB B Ko C/12.6 YpoBeHb 6
TIPUEMHOM PYKOBOJUTEIS 4 ] KBa/IM(HKALIH
OpruHan X 3auMCTBOBaHO U3 447
OpWrvHasia
Kon PeructpaioHHbIN HOMED
OpUrHHAI podeCCHOHATLHOTO
a cTaHjapra

TpyzoBble feicTBuUs

Pa3paboTKa pa3/ie/ioB HOMEHKJ/IaTyphl e/l OpraHu3aliu

dopmupoBaHue v 0opMIIeHHE fieJl TOCTOSIHHOTO, [I0JITOBPEMEHHOI'0 XPaHeHHsI

[ToAroTOBKa 1 1iepesiaya /iejl B apXUB OpraHU3aliiu

Heobxomumbie ymeHUs

PaspabaTbiBaTh HOMEHK/IATypy e/l OpraHu3aliu ¢ y4eTOM HOPMaTUBHO-
MeTOZAMYEe CKUX JOKYMEHTOB

Vicnonb30BaTh HOMEHK/IATYPY el NP U3yYeHUH CTPYKTYPbl OpraHu3aliuy,
COCTaB/IEHUU OIUCeN Jesl

®opmMUpoBaTh U 0POPMIIATE fiejia B COOTBETCTBUM C YTBEPKAEHHOMN
HOMEHKJ/IaTypOM /ieJ1 OpraHu3alviu

O6ecrieynBaTh COXPAHHOCTh JOKYMEHTOB OpraHM3allix

HpOI/BBOAI/ITB TMOATr0OTOBKY AeJl OJid 1riepejddyi B dpXHB

HpI/IMeHHTL I/IHCl)OpMaL[I/IOHHO—KOMMYHI/IKaL[I/IOHHLIe TeXHOJIOTHUH OJId pa6OTbl C
AOKYMEHTAMU

Heobxoaumble 3HaHUS

HopmaTuBHBIe TIPaBOBbIe aKTbl, HOPMAaTUBHO-METOAUYECKUEe JOKYMEHTHI,
roCy/lapCTBEHHbIE CTaH/APTHI, OTIPeeJISOIIre MOPSO0K JOKYMEeHTaluOHHOTO
obecrieyeHusl yripaB/ieHUsI

Buzibl HOMeHK/IaTyp, obiijue TpeboBaHMsl K HOMEHK/IaType, MeToJ1Ka ee
COCTaB/IeHUs1 U 0()OpPMJIEHUSI

[Topsifok popmupoBaHus U 0(OpM/IEHU [ief C yKa3aHUueM CreLiu(pUKu
(hopMHpOBaHUs OT/leNIbHBIX KaTeropui fien

HpaBI/IJ'Ia XpaHeHud fejl, B TOM Urcjie C JOKYMEHTdMH OIrPAaHUUYEHHOr'0 JOCTYyIIa

[TpaBusia BbIIauy ¥ UCTIOb30BAHUSI JOKYMEHTOB U3 CPOPMUPOBAHHBIX [IeJT

TpeboBaHMsI OXpaHbI TPyAA

[TpaBusia NOATOTOBKY U Nepejiauu /iesl B apXKMB OpraHu3alyy

Oco0ble yc/ioBUS JIOTTyCKa K
pabore

Jpyrue xapakTepuCTHKU

3.3.13. TpyaoBas pyHkums

HanmeHoBaHue

[TpoucxoxaeHue 00001eHHOM
TPYZAOBOH (PyHKIH

ObecrieueHrie pyKOBOJUTESI
Upy A Koz C/13.6 YpoBeHb 6
vHbopMalen KBa/mMuKaLmu
Oprrysan X 3aMMCTBOBAHO U3 447
OpHUIrAHasa
Ko, PerucrpalioHHbII HOMep
OpHrvHas npodheCcCHoHATLHOTO

d CTaHJapTa




TpyznoBble feiicTBuUs

C6op u nepepaboTka nHMOpMaI[H, HeOOXOAUMOM [I/Is1 PUHATHS 000CHOBAHHBIX
yTpaB/IeHYe CKMX PeIlIeHui

[TpoBepka J0CTOBEPHOCTH, MTOJHOTHI U HEITPOTUBOPEUMBOCTH JIaHHBIX,
WCKJTIOUeHue 1yOiupoBaHusi ”HPOpMaLuu

[TpeocTaB/ieHre AAHHBIX B IMHOM U yI0OHOM I/isi BOCTIPUSITUSI (hopmare

BrisiB/ieHHe Hanbosiee 3HAUMMBIX KDUTEPHEB CHCTeMAaTH3al[ui MHGOPMaLUH J1/1s1
co3/1aHus 0a3 JAHHBIX

dopMHpOBaHKe U UCIIO/b30BaHKe 0a3 JaHHBIX B OpraHU3aliu

Heobxomumbie ymeHUs

OcymiecTBisTh c60p, 00pabOTKy ¥ aHamM3 UHGOPMALUK B COOTBETCTBHUHU C
TpeOOBaHMSAMU KPAaTKOCTH, UeTKOCTH (JOPMY/TUPOBOK, CBOEBPEMEHHOCTU
TIOCTYTUIEHUsI, TOUHOCTH ¥ ZIOCTOBEPHOCTH, ONTUMA/IbHOCTH CUCTEMATH3aLIUH,
HerpepbIBHOCTH cbopa v 00paboTKK MHPOPMALUH

OcCy11eCTB/STh PETUCTPALIMIO, HAKOTIJIEHUE U Tiepe/jauy, CUCTeMAaTH3UPOBaHHOe
XpaHeHue | Bbllauy uHhopMaIyy B TpedyeMoii hopme

CocCTaBadaTh U OCl)OPMJ'IHTI: CBOJHbIe, OTUETHBbIE, CTATUCTUUYECKHE NTOKYMEHTBHI

Ocy1iecTBasTs 00pabOTKY M CTPYKTypHpOBaHHe HH(opMaLuu, o0pasyst
VH(OpPMaLIMOHHbIE PECYPCEI

BBO,E[I/ITL HOBbI€ JdHHEIE B CHpaBOqHO-HHCbopMaI_[HOHHbIe CHCTEeMBbI

BBOUTH B MaMsITh KOMITbIOTEpA 37IEKTPOHHBIE 00pa3bl TOKYMEHTOB

[TpyMeHATh HaBBIKM CKOPOCTHOIO NMCbMa

[TprvMeHsITh HaBBIKU 3alMCH Y Paciii(POBKU TEKCTa

Wcnonb30BaTh COBpeMEHHbIe TEXHUYECKHE Cpe/iCTBa B obnactu CKOPOCTHOTIO
IMHCbMad

[Tpou3BoAUTL TTOMCK MH(POPMALIMH B CyLI[eCTBYIOIIUX 0a3axX JaHHBIX, BeCTH
MH(OPMAaLIMOHHO-CIIPaBOYHYI0 PabOTy Ha OCHOBe Pa3/IMUHbIX KOMOWHALIAM
TIOMCKOBBIX NTPU3HAKOB

HpI/IMEHHTB I/IHCl)OpMaL[I/IOHHO-KOMMYHI/IKaL[I/IOHHbIe TeXHOJIOTNH1

Heobxoumblie 3HaHUs

OcobeHHOCTH JOPMHUPOBAHUS BHELTHUX U BHYTPEHHUX WH(POPMALIMOHHBIX
TIOTOKOB

CocTar BHeIIIHUX I/IH(l)OpMaL[I/IOHHbIX TIOTOKOB

Cocrar BHYTPEHHUX I/IHCl)OpMaL[I/IOHHLIX ITIOTOKOB

CTpyKTypa OpraHv3al{iy 1 MOpsi/IOK B3aUMOZEHCTBUS TIOZIpa3/ie/ieHri U CITyxKO

OcobeHHOCTH (hopMUPOBaHUs 0a3 IAHHBIX B OpPraHU3alli|

CoBpeMeHHbIe HayYHbIe METO/IbI U TEXHUYeCKHe CPeZCTBa, CTI0COOCTBYIOIIe
c6opy, 06paboTKe, COXpaHEHUIO U Tiepesiaue MH(HOPMaIIMOHHBIX TTOTOKOB

MeTozpl 06paboTKM MH(MOpPMAIUY C TPUMEeHeHHeM COBPEMEeHHBIX TeXHUYe CKUX
CpeJiCTB KOMMYHUKALIUW U CBSI3U, BBIUMCIUTETbHOW TEXHUKU

CucreMsbl CKOPOCTHOTI'O IMMCbMda

OCHOBBI TIPOTPaMMHOTO 00ecriedeHHst U 0(HUCHOTO 000pyIOBaHUs B 00/1aCTH
CKOPOCTHOT'O IMUCbMa

TpeboBaHMsI OXpaHbI TPyAa

Oco6ble yc/ioBUS A0OMyCKa K
pabore

[lpyrve xapakTepuCTUKU

3.3.14. TpypoBasi GpyHKIHA

Hanmenosanne Opranu3anusi “1H(GOpMalMOHHOTO Kop C/14.6 Yposenn 6

B3aUMO/IeCTBHUS PYKOBOZUTEIS C
T1o/ipaszie/ieHUsIMU U [10/DKHOCTHBIMU

KBanMUKaLuK




ITpoucxoxaeHue 00001eHHOMN

TPYZOBOH (pyHKIM

[muamu opranmzaun [ ] [ ]

OpruHan X 3avMCTBOBaHO U3 447
OpUrMHaja
Kon PeructpaijvoHHbIN HOMED
OpUrHHA podeCcCHOHATLHOTO
a cTaHjapra

TpyzoBble fercTBuUs

I/IHq)OpMI/IpOBaHI/Ie pa6OTHI/IKOB OpraHr3dljvy O pelIeHUAX PYKOBOAUTEJISA

Opranu3aiusi oOMeHa MH(opMarivel MeXXy Tofipasie/ieHus MU U
JIOJDKHOCTHBIMM JIML[AMU OpraHv3alyu

OrmoBelrjeHre paOOTHUKOB O TPE/ICTOSIIIIMX MEPOTIPUATHUSIX

OpraHu3anusi BCTpeu TPY/ZI0BOTO KOJIJIEKTHBA C PYKOBOJICTBOM

VHadopmupoBaHie pyKoBoguTe st 00 0OpalljeHUsIX COTPYAHHUKOB 110 pabounmM 1
JIMYHBIM BOTIPOCAM

Heobxomumbie ymeHUs

Vcronb30BaTh COBPeMeHHbIE TeXHOJIOTHU cOopa U repesiaui HHGOpMAaIUu

OcymecTtBiaTb c6op U nepepaboTky MH(OPMAaIK, HeOOXOAUMOM ISt
JIeSITeJTbHOCTH PYKOBOJIUTEJISI

OCYU.I@CTBJ'IHTB CUCTEMATHU3dJHIO MMOJIYYd€MBIX U Iepe/idBdeMbIX JdHHBIX

Ocy11ecTBIATh NIPOBEPKY [JOCTOBEPHOCTH, MIOTHOTBI ¥ HEIPOTUBOPEUMBOCTH
JIAaHHBIX, MCKJIF0UeHue y0mupoBaHust MHGOpMaLuu

ITpencTaBSTh AHHBIE B €IMHOM M YIOOHOM [171si BOCOIPUATHS (hopmare

MHOroKpaTHO UCTIOBh30BaTh MOyueHHYI0 UH(OPMaLUio, TTIOCTOSHHO OOHOBISTD
JlaHHbIe

OGecrieurBaTh ONepPaTUBHOCTb MH(OPMALIMOHHBIX TTIOTOKOB

PaboTarh C KOMITBFOTEPOM, UCITO/Th30BaTh O(UCHBIN MakKeT (TeKCTOBBIN pelakTop,
TabJTUIBI)

Heobxoaumble 3HaHUS

HOpMaTI/IBHbIe MMpaBOBbI€ dKTbl, HOPMATUBHO-MeTOrUeCKe JOKYMEHTHI,
roCyapCTBeHHbIE CTaAHAAPTEI B Cq)epe AedATeJIbHOCTHU OpraHr3aliiu

CTpyKTypa opraHu3aliu, pyKOBOZACTBO CTPYKTYPHBIX TIOZipasziesieHuH,
HarpaB/ieHUs [iesiTeJTbHOCTH OpraHu3aliiy U KOMITeTeHLIUH CTPYKTYPHBIX
TI0/Ipa3zie/IeH|H U TO/DKHO CTHBIX JIUL]

Knaccudukaims ynpaBneHyeckoil HHGOpMaLMy, BU/bl yIIpaB/ieHuUe CKOH
vHbopMaLru

@DopMmblI NpejcTaB/eHys yripaB/ieHue CKo MHPOpMaLiuu

VICTOUHMKM yripaBieHYeCcKoi nHdopMaLu

MeTozrKa 0TO0pa MICTOYHUKOB MH(GOPMALU

TpeboBaHwsl, pebsiBsieMbIe K yIpaB/ieHue CKOW MH(OopMaLu

TpeboBaHMsI OXpaHbI TPyZAa

Oco0bble yc/1oBUS JIOTTyCKa K

pabore

Jpyrue xapakTepuCTHUKH

3.4. O6001menHas TpyaoBas Gpynkuusa «HpopMaLnOHHO-aHATUTHYECKasi M OPraHU3al{HOHHO-
QMMHUCTPaTHBHAsI MOA/IEPKKA AeATeTbHOCTH PYKOBOJAUTE/ISI OpraHU3aun»

HanmeHoBaHue

ITpoucxoxaeHye 00001eHHON

TPYZAOBOH (pyHKIH

WHdbopMaliioHHO-aHaIUTUUeCKasi U
OpraHM3alMOHHO-aIMUHUCTPaTUBHAs YpoBeHb
Kogn D 6
Mo/i/lep>KKa esiTe/IbHOCTA PYKOBOAUTeEJISI KBa/MQUKaLH1
OpraHu3alyu
3aMMCTBOBAaHO U3
Opurunan X 447
OpUrMHasa




Kog PerucrpaliioHHbIif HOMep
OpUTHHAI rpogecCcoHaNTBEHOTO
a cTaHzapra

Bo3Mo)xHbIe HaUMEeHOBaHMs
JO/DKHOCTeH, rpodeccuii

[ToMOIHKK pyKOBOAUTEIS

TpebGoBaHus1 K 0Opa30BaHMIO
1 00yueHuro

Beiciiee obpa3oBaHue - 6akanaBpuat

WM

Briciiee obpa3oBanue (HernpoduibHOE) - 6akasaBpHar U JJOTIOJTHUTETbHOe
npodeccrHoHabHOe 0Opa3oBaHuUe 110 [JOTIOTHUTETBHBIM TIPOdeCCHOHATBEHBIM
rporpaMMam IpodeccroHaIbHOM MeperoAroTOBKY 10 MPOMUIII0 JesiTeTbHOCTH

TpeboBaHus K OTIBITY
TIPAKTUYeCKOU PabOTHI

He meHee Tpex /1ieT 110 OpraHM3aLOHHOMY, JOKYMEHTallMOHHOMY U
MHGOPMAaILIMOHHOMY 00€eCITeUeHHI0 /IesITe/TbHOCTH PYKOBOZUTEJISI OPraHU3al[|uH

Oco0ble yc/ioBUS OTTyCKa K
pabore

[pyrre xapakTepucTUKU

,Z[OHOJ'IHI/ITQJ'IBHBIE XdpdKTepUCTUKH

HaumeHoBaHue 1oKymeHTa

HaumeHoBaHue 6a30Boi TPYIIBI, JO/DKHOCTH (TIpodeccun)

Kopg,
WM CTielyaabHOCTH

OK3

3343. AJMUHUCTPaTUBHbBINA U UHOM UCTIO/THUTE/IbHBIN
Cpe/IHeTeXHUYeCKUI epCoHal

ETKC nmu EKC

CekpeTapb PyKOBOJUTEJISI

OKIIJTP

26341 CekpeTapb PyKOBOJUTEJISI

OKCO 2016

7.46.03.02 [JOKyMeHTOBejeHre U apXUBOBe/leHHe

3.4.1. TpyaoBas ¢pyHKIuUs

®opMrpoBaHue UHGHOPMALIMOHHOTO
< YpoBeHb
HaumeHoBaHHe B3aUMO/IeCTBUS PYKOBOZAUTEIS C Koz D/01.6 6
KBanMUKaLuK

OpraHu3alusiMu

IMpoucxoxaeHne 06001IeHHOM 3aMMCTBOBAHO U3
P U)K'a m Opurunan X 447
TPYZOBOH QYHKLIUH OpUTHHajAa
Kog PerucTparinoHHbI HOMep
OpUTHHAIT rpodeCcCOHATEHOTO
a cTaHzapra

TpyznoBble felCTBUS

Ot160p MCTOYHHKOB MH(GOPMALK B COOTBETCTBHY C 33[JAHHBIMHU KPUTEPHUSIMU

O6paboTka 1 UHTeprpeTalyst MHGOPMALIMK [/1s TIOATOTOBKU NIPOEKTOB PelIeHH

[ToaroToBKa 3ampocoB M0 MOPYYeHHIO0 PYKOBOJUTE/IS Ha MO/yueHue JOKYMEeHTOB
Y MH(OpMaLMU B OpraHax rocy/lapCTBeHHOM BIaCTH U YIIpaBJ/IeHus,
0011leCTBEHHBIX OPraHM3aLUsIX U TI0/TyueHHe COOTBETCTBYIOLMX MHPOPMALUU U
JIOKYMEHTOB

WHbopmMHrpoBaHKe pYKOBOJUTE/ISI O Pe3y/ibTaTaX paCCMOTPEHHS 3arpoCoOB U
obparreHui

OpraHu3aiiysi pelieHust BOIpoCcoB, He TPeOyIoIX HeImoCPeACTBEHHOTO YUaCTHs
DYKOBOZAMTEJIS

[ToaroroBKa MaTepyasnoB AJisi y4acTHsi pYKOBOAWTe/ISI B paboTe pa3/inyHbIX
CTPYKTYP B COCTaBe rOCyAapCTBEHHbIX U MYHULMNA/IbHBIX OPTaHOB,




001116 CTBEHHBIX OpraHU3aLIUi

[TogrotoBKa JJOKYMEHTOB /Jis1 3aK/IFOUEHUSI COITIallleHUi O COTPYHUYeCTBe C
JleJIOBBIMM MTapTHEPaMU

I/IH(l)OpMI/IpOBaHI/Ie AEJIOBBIX TTADTHEPOB U 3dMHTEPECOBAHHBIX OpFaHI/IBHL[I/Iﬁ (0)
pelieHUAX PYKOBOAUTE/IA B XO4€ BBITIO/IHEHUSA COrJIalIeHUH

Heob6xonumbie ymeHMst

AmnHanv3upoBaTh ¥ 0TOMpaTh UCTOYHUKU MH(GOPMALIMU B COOTBETCTBUM C
KPUTEPHUSIMU TIOTHOTHI, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH TPe/J0CTaB/IeHHS
vHbopMalu

Cobupatb, 0O6pabaTbIBaTh ¥ aHA/IM3UPOBaTh WH(GOPMALIHIO B COOTBETCTBHUU C
3alaHHBIMK TPeOOBAHHUSIMU

Hepe,anaTb I/IH(i)OpMaL[I/II-O B CUCTeMdTU3HMPOBAHHOM BH/€

OO6pabarbIBaTh ¥ CTPYKTYPUPOBATh WHGMOpMaI[1io, 00pa3ysi ”HPOpPMallMOHHbIe
pecypchl

[Tpou3BOUTE IOMCK MH(POPMALIMH B CYIIIeCTBYIOIIMX 0a3ax JaHHBIX, BECTH
MH(OPMAaLMOHHO-CITPABOYHYI0 paboTy Ha OCHOBe Pa3/TMYHbIX KOMOWHAIMIA
TIOVCKOBBIX MTPHU3HAKOB

O6ecrnieunBath MH(HOPMAITMOHHYIO 6€30TIaCHOCTh OPraHU3allid

PaboTaTh ¢ KOMIBIOTEPOM, UCTI0/Ib30BaTh O(UCHBIN MakKeT (TEKCTOBBIM PeAaKTop,
TabJTUIBI)

HeobOxoaumbie 3HaHUS

BHYTPEHHHH W BHEIIHAA TTOJIMTHKA OPIrdHU3alin

[TpUHLIMIIBI TPeCTaBUTEILCTBA B FTOCYaPCTBEHHBIX OPraHax, OpraHax MeCTHOTO
camoympaB/ieHHs], CTODOHHUX OpPraHM3alUsIX U MOPSI0K B3aUMOZENCTBUS C
HUMU

HpI/IHL[I/IHbI U MeTOAbl a IMUHHUCTDPUPOBaHUS

OcobeHHOCTH (JOPMHUPOBAHUS BHELLTHUX U BHYTPEHHUX WH(POPMALIMOHHBIX
TIOTOKOB

CTpyKTypa OpraHv3al{iy 1 MOpsiIoK B3aUMOZEHCTBUS TIOZIpa3/ie/ieHri U CITyxKO

ITpaBuia OpMUPOBAHKSI ¥ UCTIOIb30BaHUs 0a3 IAHHBIX

CoBpeMeHHbIe HayYHbIe METO/IbI U TEXHUYeCKHe CPe/CTBa, CTI0COOCTBYIOIIe
c6opy, 06paboTKe, COXpaHeHUIO 1 Tiepesiaue MHGOpMaIu

ITpaBua 3aiyThl KOHGUIEHIIMATBHOM CyxeOHOM nHbopMaIu

CoBpeMeHHble HH(OPMaLMOHHbIE TEXHOIOTUH

Oco0ble yc/ioBHS OTTyCKa K
pabore

Jpyrve xapakTepucTUKU

3.4.2. TpynoBas ¢yHKIus

Ananu3 uHdopMalvy 1 ToiIr0TOBKa v
OBeHb
HaumeHoBaHue MH(OpPMalMOHHO-aHaTUTUUe CKUX Kog D/02.6 P 6
KBanMpUKaLuH

MdaTepudJioB

IMpoucxoxaeHre 06001eHHOH 3aMMCTBOBAHO U3
P u)K'a n Opuruxan X 447
TPyZoBOH QyHKIMH OpHUTHHA/IA
Kog PerucrparoHHbBIif HOMep
OpUTHHAI rpodeCcCOHATEHOTO
a CTaHzapTa

TpyznoBble feicTBUsS

C6op, nepepaboTKa 1 aHa/M3 WHGOPMALIMK [I7Is pellieHus 3a/jay, TTOCTaBIeHHbIX
DYKOBOAMTEJIEM

HO,[[FOTOBK&I I/IHCbOpMaI_[I/IOHHO—aHaJII/ITI/IT-IECKI/IX MdTepHrdJioB




Pa3paboTKa TeMaTHUeCKOro rjiaHa 0030pHOTr0 IOKYMeHTa, AOK/aa

OnpepeneHye Kpyra 6ubmorpaduuecKux HCTOUHUKOB

[Togbop UCTOYHUKOB U JIUTEPATYPHI 110 TeMe 0030pa, A0K/1a/la, aHaTUTHYe CKOU
CIIpaBKU

Harvcanue v odopmseHre 0630pa, 0K/Ia/ia, aHATUTHUECKOM CIIPaBKU

Heob6xonumbie ymeHMst

Pa3pabaTbIBaTh TEMaTUUECKUH MIaH 0030pa, /I0K/1a/ia, aHA/TMTHUECKOM CITPABKU

OO60CHOBBIBATh AKTyabHOCTh MPO0/IEMBI, KOTOPYIO MPEJCTOUT OCBETUTD B
0030pe, /10K/Iajie, CIIPaBKe

[Tonb3oBaThCst MHGOPMALMOHHBIMUA PeCypCcaMH U CUCTeMaTHU31MpoBaTh
rMHGOPMaLMIO 0 33JaHHBIM KPUTEPUSIM

VIHTeprnipeTUpOBaTh M0/IyUeHHbIEe JaHHbIe U MIPe/ICTaB/IsATh UX B
CUCTeMaTH3UPOBaHHOM BH/Ie

OrmpefienisiTb KPyT MCTOYHUKOB U JIATEPATYPbI, HEOOXOAUMBIX /IS IOATOTOBKH
VMH(GOpMalMOHHO-aHAIMTUUeCKMX MaTepyasioB

MN3naratb MaTepudJjl B JIOTHUe CKOM 110Cj1eJ0BaTe/IbHOCTU

TTpou3BOUT aHaIU3 U OLIEHKY M3/I0’KeHHOT0 MaTepHasia

OdopMATh TEKCT B COOTBETCTBYIOIIEM CTHUIIE

Pe,[[aKTI/IPOBaTb TEKCT JOKYMEHTOB

DopMy/IMpPOBaTh BbIBOZIbI M PEKOMeH/Jallin

Ocy11ecTBIATh aBTOMaTU3aLIMIO TIPOLecCOB cOopa, XpaHeHUs 1 BbIJJauu
vH(bopMaLu

[Tonb30BaThCst yCTPOWCTBAMU aBTOMAaTU3MPOBAHHOM 00pabOTKU TEKCTOBOM
vH(opMaLru ¥ GOTOHAOOPHBIMU YCTPOHCTBAMH

[TpUMeHSTb BLIYUCTUTE/IbHYIO TEXHUKY U MH(OPMAI[OHHbIE TEXHOJIOTUU /IS
SKOHOMUYHOU 1 pallMOHa/NbHOM OpraHr3alyy WHGOpMal[MOHHBIX TTPOL[eCCOB,
TIOBBIIIEHUS] UX THOKOCTU U IMHAMUYHOCTHU

[TpoBOAWTEL peJjaKTUPOBaHHE TEKCTa, aHa/IU3 U OLIeHKY BLIBOJIOB U
peKoMeHIaLui

[TprMeHsSITb 0CHOBBI TICUXOJIOTHH /Ie/I0BOTO OOIIeHUsT

HeobOxoaumbie 3HaHUS

HOpMaTI/IBHI)Ie IMPpaBOBbI€ dKTbl, HOpDMATHUBHO-METOAUYECKHEe JOKYMEHTEI,
rocygapCTBeHHbI€ CTAHAAPTHI B ccl)epe HAeATeJIbHOCTHU OpPrdHU3aljiu

CTpykTypa opraHv3aliy, PpyKOBOZACTBO CTPYKTYDHBIX MTOZipa3zie/eHui,
HarpabJ/ieHus eATe/IbHOCTA OpraHu3aliii U KOMITeTeHL[UU CTPYKTYPHbIX
rojJjpas/iesIeH’i U JO/DKHOCTHBIX JIML]

Knaccudukaius yrpaBneHueckoi HH(MOpMalLK, BU/IbI YIIpaB/ieHYeCKOH
vHbopMalu

@dopMbl Npe/ICTaB/IeHNs] yIIpaBieHuYeCKoW HHhopMaluu

VcToyHrKy yrnpaB/ieHUe KoM HHopMali, MeToJuka oTbopa HCTOUHUKOB
vH(popMaLu

TpeboBaHwsl, IpebsIBIsiEMbIe K YIIpaB/ieHue CKOM MH(OpMaLIUH

OcobeHHocTH pedeprpoBaHus HHGOpMaIuH, crieljidrka odpopmieHus 1
COCTaBJIeHUs] aHHOTaLWH, pedepaToB, 0030pOB, /10K/IA/I0B

(OCHOBBI HalmMCaHUSA peqef/i W [NO0KJ/IaI0OB DYKOBOAUWTEJISA

Kareropuu ciyiiareseii (udtaTesieii), Ha KOTOPBIX OyleT pacCuMTaH JaHHBIN
0030p, /TOK/Iaf

MeTozbr 06paboTku MH(OPMALIMH C IPUMeHEHeM COBPEMEHHbBIX TEXHHUYEe CKHX
Cpe/iCTB KOMMYHUKALIMH 1 CBSI3U, BEIUMC/IUTE/IEHOW TEXHUKHU

CTpyKTypa MH(QOPMaL|MOHHbIX U3/JaHUH B 3aBUCUMOCTH OT XapakTepa
MH(OPMaLMU U 1]eJ1IeBOr0 Ha3HaYeHUs] MH(POPMalJMOHHbIX U3[JaHUN

CoBpeMeHHbIe cpeficTBa c60pa, 06paboTKH, cucTeMaTU3alyy HHGopMalu




VicTounnku nHbopMalvy: KaTtajaoru 6ubIMoTeK, )KypHaaoB, TOUCKOBbIe
CUCTeMbl HH(GOPMAI[MOHHO-Te/IeKOMMYHUKALIMOHHOU ceTH «IHTepHeT»,
3/IeKTPOHHBIe 6a3bl JAHHBIX

dyHKI[OHaMbHOe Ha3HaueHHe 063opa (6ubsmorpaduyeckoro, pedepaTiBHOTO,
aHaJIMTUYECKOT'0) KaK CPeZCTBA OPHUEHTALUX UUTATe sl B IOKyMEHTaTbHOM W/
YMH(}OPMaLMOHHOM TOTOKe

OcobeHHOCTH 00IIeHayYHOW U MparMatudeckon (hyHKLIMH 0030pOB

I[TpaBusia paboThI C BHELTHUMHU HOCUTEJISIMA HHPOPMALU

[MousTHe U cnenydrKa 6ubmMorpadudeckoro, pedepaTUBHOTO U
AHAJIMTUYECKOTO MH(OPMALIMOHHOTO HU3aHUSI

CHpaBO‘JHbIe MMpaBOBLIE€ CUCTEMBI

Oco0ble yc/ioBUS I0TTyCKa K
pabore

[lpyrve xapakTepucTUKU

3.4.3. TpynoBas ¢yHKIus

Opraxusaius J1e/I0BbIX KOHTAKTOB U YpoBeHb
HaumeHoBasve p LA A N Kog D/03.6 P 6

TIPOTOKOJIbHBIX MEPONPUATUN KBa/IM(UKaLH
IpoucxoxaeHre 00001eHHOI 3auMCTBOBAHO U3

P U)m a OpuruHan X 447
TPYZAOBOH (pyHKIMM OpHrHMHazna
Kog PerucTparinoHHbI HOMep
OpUTHHAIT rpodeCcCHOHATEHOTO
a CTaHziapTa

TpyzoBbIe feicTBUsS

OpraHusanys 1 My1laHupOBaHue /1e/I0BbIX KOHTAKTOB, BCTPeY U M0e3/j0K
DYKOBOZAMTEJIS

Opranusanus 3aceZlaHUid, COBeLLlaHUH U MepPOTPUSITH, TPOBOAUMBIX
PYKOBOAMTE/IEM

IToAroToBKa MaTeprasoB fiJisi COBEIIaHUM, BeJileHHe U 0)opMyIeHHe TTPOTOKOJIOB

[ToAroTOBKa Mpe3eHTalyi N0 YKa3aHUK PYKOBOAWUTE/ISI

[ToaroToBKa U NpoBe/ieHHe npecc-KoOH(epeHLUH PyKOBOAUTE IS

OpraHu3aiiys eperoBopoB, obecreueHre yUaCTHUKOB MH(MOPMAaIMOHHBIMU
MarepuasnaMy, BeJleHHe 3amuceil eperoBopoB

Heobxopymbie ymeHust

CocTaB/isiTh TJIaH M0e3KH PYKOBOJUTEISI

OdopMsTh JOKYMEHTbI, HEOOXOJUMBIe [I7Is ZIeJIOBOM MOe37IKH, KOMaHIUPOBKU
DYKOBOZAMTEJIS

CocraB/iATh ¥ 0(hOPMJISTH TTPOTOKOJIbI COBell]aHWM, 3ace/laHui 1 KOH(epPeHTHBIX
MepOTIPUSITUA, TOTOBUTh CIUCOK YYaCTHUKOB, ITOBECTKY /IHS1, IBOYHbIE JTIUCThI U
TIPOEKThI UTOTOBBIX IOKYMEHTOB

CocTarnsTh mpecCc-peJjin3bl

Bectu MeperoBopkl C IapTHEPpAMHA

Paborath B peXXruMe MHOIo3aZid4ydHoCTH

Paboratb ¢ 6onbimM 06eMOM HHGOPMALIUH

Co3paBarb ¥ NOAeP>KMUBaTh MOMOKUTeTbHBIA UMUK OPraHU3aLluy U
PYKOBOAMTEJIS

Vcrionb30BaTh BHIYUCTUTE/IBHYIO TEXHUKY U MH(OPMAI[MOHHO-
KOMMYHHKAI[MOHHBIE TEXHOJIOTHH /17151 60/iee SKOHOMUYHOM U paljiOHaTbHOU
OpraHu3ari HH(POPMaIMOHHBIX IMPOLIECCOB, TIOBBIIIEHUs UX THOKOCTH U
JIMHAMUUHOCTH




Ob6ecrieunBaTh HHGOPMAI[MOHHYIO 0€301TaCHOCTh OpPraHu3alin

Heobxoaumbie 3HaHUS

HOpMaTI/IBHbIe MpaBOBbI€ dKTbl, HODMATUBHO-MeTOAUYECKHWE JOKYMEHTHI,
rocygapCTBeHHbI€ CTAHAAPTHI B Cd)epe HAeATeJIbHOCTHU OpraHU3aljiu

CTpyKTypa opraHu3aliy, pyKOBO/SILLMMA COCTaB OpraHu3aliuy U NmoJpa3zesieHui,
HaripaB/ieHUsl [esiTe/IbHOCTU OPraHU3al[ii ¥ KOMITeTeHLIUM CTPYKTYPHBIX
ro/ipa3fiesieH|il U JO/DKHOCTHBIX JIUL]

Icuxosorusi ienoBoro o0IIeHNs], 0CHOBbI KOHGIMKTOJIOTHH

I[TpaBu/a poBeieHUs [1e/I0BbIX [1ePErOBOPOB U MPOTOKOJ/IbHBIX MEPONPUSATHH

OTHUKeT U 0CHOBBI MEXX/IYHAPOJAHOI'0 MPOKOJIa

[TpaBusa cocrapeHust U 0(OpMIIeHHS JOKYMEHTOB

[TpaBusia 3auuThl KOHQUIEHIMATBHOMN CnykeOHOM MHbOpPMaLn

VH(pOpMaLMOHHO-KOMMYHUKALIMOHHbIE TeXHOJIOTHU

Oco0ble yc/ioBHS JOTTyCKa K
pabore

[pyrre xapakTepucTUKU

3.4.4. TpypoBas ¢pyHKIuUs

OpraHu3aliys UCIIOTHeHHUs pelleHni YpoBeHb
HaumeHoBaHue p 1 p Kop D/04.6 P 6

PYKOBOJUTEJIsI KBa/IM(pUKALK
[TpoucxoxaeHue 00001IeHHOM 3aMCTBOBaHO U3

P U)K'a m OpuruHan X 447
TPYZAOBOH (PyHKIM OpHTrHHaza
Ko, PerucrpaijioHHbII HOMep
OpWTMHAN npodeCcCHOHATBHOTO
a CTaHjapTa

TpyznoBble felCTBUS

IokymeHTanbHOe oopMIIeHNe pellleHUl PyKOBOAUTe s, JOBe/leHue [10
CBeJieHHs1 pabOTHUKOB OpraHU3ally YCTHBIX PACMIOPSHKEHU PYKOBOAWTEIS

KoopauHaius esiTeJIbHOCTH 110 UCIIOJIHEHHUIO PelleHHi PYKOBOAUTEIS

KoHTpO/Ib MCIO/IHeHNs] pellieHUd PYKOBOJUTE/IsI

[ToAroToBKa OTYETOB O BBINIOJIHEHUU MTOPYUYEHUN U pellleHUi PYKOBOAUTE IS

Heobxomumbie ymeHUsT

CocTaaaTh U 0(hOpMJIATE JOKYMEHTHI, CoZiep Kalljie opyuyeHus 1
pacrnopsbKeHUsl DYKOBOAUTE/IsT

BecTu ydeT nopyueHuii pyKoBouTeJIs, TPeOYIOIINX KOHTPOJIS 110 CYIL{eCTBY
pellieHus1 Bompoca

[TpyHUMaTh pellieHusi B rporecce paboTbl

HpOI/BBO,E[I/ITB aHa/In3 UCIIOJTHUTEIHLCKOM JAWCHUIT/IMHBI

CocTaBngTh aHaIUTUUECKHUe OTUEeThl Y CTIPaBKU 10 pe3y/ibTaTaM UCIOTHEHUS
TIOPYY€eHU! M paclopshkKeHU PYKOBOAMTEIS

[Tonb30BaThCs CHCTEMaMH /IEKTPOHHOTO JOKyMeHToobopoTa

HpI/IMEHHTL BBIUHNC/TUTE/IBHYIO TEXHUKY U I/IHCl)OPMaL[I/IOHHO-KOMMYHI/IKaI_[I/IOHHBIe
TE€XHOJIOTUH ]I 9KOHOMMYHOU U paHHOHaHLHOﬁ OpraHv3ali
HH(I)OPMEIL[PIOHHI)IX IMpoLeCCOB, IMOBBIIEHNA NX rMOKOCTH U JUHAMWYHOCTH

Ob6ecrieunBaTh 0€301TACHOCTH /IeATeTbHOCTH OPraHU3aI|H

HeobOxoaumbie 3HaHUS

HopMatviBHble paBOBbIe aKThl, HODMaTUBHO-MEeTOANUECKHUE JOKYMEHThI,
rOCyJapCTBeHHbIe CTaHAAPThI B chepe NesiTeIbHOCTH OpraHr3alyu

CTpyKTypa opraHv3aliiy, PyKOBOACTBO CTPYKTYPHBIX M0Zipa3ze/eHui,
HaripaB/ieHUs1 [esiTe/IbHOCTU OPraHU3aliy ¥ KOMIIeTeHLIUM CTPYKTYPHBIX
1o/ipas/ie/IeH|ui U I0/PKHO CTHBIX JIWL]

HpaBHna mpoBeJeHNs KOHTPOJISA UCITOJIHEHUS HOpy‘JEHI/Iﬁ PYKOBOAUWTEJISA




TexHos0rus1 BeleHHs1 KOHTPOJIsl UCTIONIHEHHsI TIOPYYeHUN PYKOBOJWTEIS

CucTeMbl 1eKTPOHHOTO JIOKYMeHT0000poTa, 6a3bl JaHHBIX

TpeboBaHus 0XpaHbI TPyZa

Oco0vble yc/ioBUs OTMyCKa K |-
pabore

[lpyrve xapakTepuCTHUKU -

IV. CBefieHus 00 opranu3anusax — pa3paboruukax npogecCHOHA/ILHOT0 CTaHAAPTA

4.1. OTBeTCTBeHHAs OpraHu3anA-pa3padoTUNK

HIT «HaruonanbHasi accorjyaniyisi ohMCHBIX CIIeLManyCcToOB U a[MUHHCTPATUBHBIX paOOTHUKOB», rOpoj, MOCKBBI
[vipekTop XmocHesa JIroqmuna IleTpoBHa

4.2. HaumeHoOBaHUsl OpraHU3aLuii-pa3padoTUHKOB

00O «lleHTp 3KcriepTu3bl U cepTudUKalny, ropos, MockBa

DI'EOY BO «Poccuiickuil rocy/jlapCTBeHHbINM I'YMaHUTapHbIM YHUBEPCUTET», ropos Mocksa

OI'BIIOY «Komnemxk MU/ Poccuun», ropos Mocksa

AIWIN|F

ITAO «MockoBckast 00beIIHEHHAs SHepreTHyecKast KOMIaHus», roposi MockBa




