[okymeHT npepoctasneH KoHcynbTaHTI10C

3apeructpuposaHo B MuHtocte Poccum 2 niona 2015 r. N 37509

MMWHUCTEPCTBO TPYAA U COLMANbHOM 3ALLIUTbBI POCCUMCKON ®EQEPALIUU

NPUKA3
oT 6 masa 2015 r. N 276H

OB YTBEPXXAEHMN NPOPECCUOHANIBHOIO CTAHAOAPTA
"CNELLMANNCT NO OPTAHU3ALMOHHOMY U AOKYMEHTALUMOHHOMY
OBECMNEYEHUIO YNPAB/IEHUA OPTAHU3ALIMEN"

B cootseTctBMM € nyHKTOM 16 [paBun paspaboTKM, YTBEPKAEHUA U  NPUMEHEHMUA
npodeccMoHanbHbiX CTaHAAPTOB, YTBEP)KAEHHbIX MnocTtaHoBneHnem [lpasutenbctBa Poccuiickol
depepaunn ot 22 aHeapa 2013 r. N 23 (CobpaHue 3akoHoaaTenbcTBa Poccuiickonn ®epepaumn, 2013, N
4, cT. 293; 2014, N 39, cT. 5266), nprKasbiBato:

YTBEpAMTb Npuaaraemblii npodeccnoHanbHbin cTaHaapT "Cneuyanunct nNo opraHU3auMoOHHOMY U
OOKYMeHTaUMOHHOMY obecnedyeHnto ynpasaeHmMa opraHmsaumein”.

MwuHuctp
M.A.TONWUNNH

YTBEpKAaeH

npukasom MuHuctepcTea Tpyaa
N COLMANbHON 3aLLUTbI
Poccuitckoin ®epepaumm

oT 6 mana 2015 r. N 276H

NPO®ECCUOHA/IbHBIA CTAHOAPT
CNEUNANUCT

no OPTAHU3ALMOHHOMY U AOKYMEHTALUMOHHOMY OBECNEYEHUIO
YNPAB/IEHUA OPTAHU3ALIUEN
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PerncrpaumoHHbI

Homep
|. Obwme cBeaeHUA
OpraHn3auMoHHOE M AOKYMEHTaLMOHHOEe obecnedyeHne ynpasaeHUs opraHn3aumsamm 07.002
NobbIX opraHM3aLMoHHO-NPaBOBbLIX Gopm
(HaumeHoBaHWe BuAaa npodeccMoHa bHOW AeATeNbHOCTH) Kopg,

OcHoBHa#sA uenb B1aa NnpodeccuoHanbHoM AeATeNbHOCTY:

Peanunsauma obecneumsarowmx GyHKLMI yNpaBneHUa opraHnsaLmen; BHegpeHne NyULnX TEXHUYECKNX
pa3paboToK M HOBEMLINX TEXHOOrMIA B 0becneyeHune ynpaBaeHns opraHmusaumen

lpynna 3aHATWIA:

2432 Bubnuotekapu, bubnmorpadsl, 3431 AZLMUHUCTPATUBHO-
OOKYMEHTOBEAbI U CNELMANCTDI ynpaBaeHYeCKUI NnepcoHan
POACTBEHHbIX Npodeccui

4222 Cnyxawue, 3aHATbIE NPUEMOM U - -
MHOPMUPOBAHUEM NOCETUTENEN

(kop OK3 (HaumeHoBaHuUe) (kop OK3) (HaumeHoBaHue)
<1>)

OTHeceHue K Buaam 3KOHOMMYECKOM AeATENDbHOCTU!
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82.1 [eATenbHoCTb aAMUHUCTPATUBHO-X03AMCTBEHHAA W BCNOMOTaTe/IbHan AeATelbHOCTb Mo
obecneyeHnto GyHKUMOHMPOBAHMSA OpPraHMn3aLmm

82.3 [eAatenbHOCTb N0 opraHn3aunm KoHbepeHUnii U BbICTaBOK

(kop OKB3/, (HanmeHoBaHMe BMAA 3KOHOMMNYECKOWN AeATENbHOCTH)
<2>)

Il. OnncaHme TpyaoBbix GyHKLMIA, BXOSALLMX
B NpodeccnoHabHblii CTaHaapT (PpyHKLMOHANbHAA KapTa BUAa
npodeccnoHanbHON AeATENbHOCTH)

0O606LeHHbIe TpyAoBble GYHKLMMU Tpynosble GyHKLUMMU
KOZ, HaMMeHoBaHMWe ypoOBeHb HaMMeHoBaHMe KOA, YpOBEHb
KBanudu (noayposeHb)
Kaumm KBannduKaLumm
A OpraHusaumoHHoe 3 Mpuem u pacnpegeneHue A/01.3 3
obecneyeHune TenepOHHbIX 3BOHKOB
heATenbHOCTH opraHu3auum
opraHu3auum
OpraHusauma paboTbl ¢ A/02.3 3

noceTuTenaAMmn opraHmsauunm

BbinosHeHue KoopauHupytowmx n | A/03.3 3
obecneunBatowmx GyHKUNUI

B JoKymeHTaumnmoHHOe 5 OpraHusauma paboTbl ¢ B/01.4 5
obecneyeHune OOKYyMeHTamm
[eATeNbHOCTH
opraH13aLmm OpraHu3auuA TekyLlero xpaHeHua | B/02.4 5
OOKYMEHTOB

OpraHu3auma 0bpaboTku gen ana B/03.4 5
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nocneayrouwero XxpaHeHuaA

OpraHunsaunoHHoe,
AOKYMeHTaUMOHHOE U
nHOpMaUMOHHOE
obecneyeHune
[eATeNbHOCTU
pyKkosoauTtens
OpraHuM3auuu

OkasaHne nomoLum
PYKOBOAMTENIO B MNJIAHMPOBAHUN
paboyero BpemeHmn

C/01.6

MnaHupoBaHue paboyero aHA
ceKpeTaps

C/02.6

OpraHusauma TenedoHHbIX
neperoBopoB PyKoBOAUTENA

C/03.6

OpraHu13aumsa KOMaHAMPOBOK
pyKkoBoauTens

C/04.6

OpraHusayma paboTbl ¢
noceTUTeNnsimMu B NPUEeMHOM
pykosoauTens

C/05.6

OpraHusauus noaroToBKu,
nposeaeHUA U 06CyKMBaHUS
KOHpEpPEeHTHbIX MeEPONPUATUI

C/06.6

OpraHu3aums UcnosiHeHus
peleHuid, ocyLLecTBieHne
KOHTPOJIS UICMONTHEHWNA NOPYYEHMI
pyKkoBoauTens

C/07.6

OpraHusauma v noaaep:KaHue
dyHKLUMOHanbHOro paboyero
NPOCTPaHCTBa NPUEMHOM U
KabuHeTa pyKoBoguTens

C/08.6

PaspaboTKa noKanbHbIX
HOPMaTMBHbIX aKTOB,

C/09.6




pernameHTUpyoWwmnx paboty
ceKpeTaps

CoctaBneHnue n opopmaeHume
ynpaBAeHYeCKON JOKYMEHTaL MU

C/10.6

OpraHusaums paboTbl ¢
AOKYMEHTaMM B MPUEMHOW
pyKkoBoauTens

C/11.6

OpraHunsauma xpaHeHuA
[OKYMEHTOB B NPUEMHOW
pyKkoBoauTtens

C/12.6

ObecneyeHune pykosogutens
nHpopmauuen

C/13.6

OpraHusauma MHGOPMALIMOHHOTO
B3aMMOZLENCTBUA PYKOBOAMUTENSA C
noApasseneHuaMu u
AOJIKHOCTHBIMUW ANLAMU
opraHusauum

C/14.6

NHdopmaymoHHO-
aHaINTMYECKan U
OpraHM3auMoHHO-
aAMUHUCTPATUBHAA
nopAepka
heATeNbHOCTH
pykoBoauTens
opraHu3auum

dopmmpoBaHme
MHGOPMALNOHHOIO
B3aMMOAENCTBUA PYKOBOAUTENA C
opraHusaumamm

D/01.6

AHanuns nHpopmauun
NOAroToBKa MHGOPMALMOHHO-
aHaNUTUYECKNX MaTepmanos

D/02.6

OpraHusauma A4en0BbIX KOHTAaKTOB
M NPOTOKOJIbHbIX MePONpPUATUIA

D/03.6




OpraHusauyma ncnonHernna| D/04.6 6
peLleHnit pykoBoauTensa

[Il. XapakTepncTuka 0606LWeHHbIX TPYAO0BbIX GYHKL MM

3.1. O606LwweHHas TpynoBasa GyHKLMA

OpraHusaunoHHoe obecneyeHne AeATeIbHOCTH YposeHb
HavmeHoBaHue P H A Kopa A P

OpraHuM3auuu KBanmduKkaumum
MpouncxoxaeHne

o . 3anMmMcTBOBAHO U3
0bobueHHolM Tpyaoson | OpurmHan X
opurMHana
OYHKUMM
Kog, PernctpaumnmoHHbIi
opurMHana HoMep
Npo¢deccnoHanbHOro
CTaHAapTa

Bo3MO»KHble HAMMEHOBAHMA
[ONKHOCTEM, npodeccuit

CeKpeTapb-agMUHUCTPATOP

TpeboBaHuA K
06pasoBaHuUIO 1
0byueHuto

CpenHee obuiee obpasoBaHue

MpodeccnoHanbHoe o0byyeHMe - Nporpammbl NnpodeccnoHanbHOM
noAroToBKM No npodeccmam paboymx, AOJKHOCTAM CAYKALLMX, NPOrPaMMbl
nepenoaroToBKM paboumx, CAyKawmx, NPOrpaMmmbl NOBbILEHUA
KBanbUKaLUMm paboumx, CayHKaLmx

TpeboBaHMWSA K OMbITYy
NpPaKTUYecKon paboTsbl




Ocobble ycnoBums gonycka

K paborte

Lpyrve xapakTepuctmkm

JononHuTtenbHble XapaKTepUCTUKN

HanmeHoBaHWe AOKYMeHTa Kog, HavmeHoBaHuMe 6a30B0W rpynmnbl, 4OAKHOCTM (Npodeccun)
WK cneumanbHOCTH
OK3 4222 CnyxKalme, 3aHATbIE NPUEMOM U MHGOPMUPOBAHMEM
nocetutenemn
OKCO <3> 032001 [JoKymeHToBeAeHMe N OKYMEHTaALUMOHHOEe obecneyeHme
ynpasneHua

3.1.1. Tpyposasa GpyHKLMA

Mpuem n pacnpeaeneHne TenedoHHbIX YpoBeHb
HaumeHoBaHMe |3BOHKOB OpraHM3auuu Koa | A/01.3 |(nogyposeHb) 3
KBanuduKaumm
MpouncxoxaeHne 3aMMcTBOBaHO U3
P . A OpuruHan X
TPYyAoBOW GYHKLMUM opurMHana
Koa PernctpaumoHHbIn
opuruHana HoMep
npodeccnoHanbHoOro
CTaHAapTa
Tpyaosble AeicTens MepeHanpasieHne TenepoOHHbIX 3BOHKOB PYKOBOACTBY W COTPYAHMKaM
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opraHunsauuun

Perncrpaums noctynarmouwmx TesiepOHHbIX 3BOHKOB

MonyyeHne Heobxoammon uUHPoOpMaLMM W nepenava CaHKLUMOHMPOBAHHOWM
nHpopmaumm no Tenedony

Heobxoanmble ymeHUn

Mcnonb3oBaTb TEXHMYECKME W NPOrpaMmmHble CpeacTsa 41d NpoBeAeHus
roN0COBOM UM BUAEO-KOHPEPEHL-CBA3K

Mcnonb3oBaTb CpeacTBa KOMMYHMKAUMOHHOM OPITEXHUKM AONA NOJMYyYEeHUA U
nepeaayn nHbopmaLmm

Bect  yuyeTHble  peructpaumoHHble  ¢GOpMbl,  WUCNOAb30BaTb WX  AJA
UHbOPMaLMOHHON paboTbl

YcTaHaBAMBaATb KOHTAKT ¢ cobecegHUKOM, NoAAEPKMBATb U Pa3BMBaTb AE/0BYIO
6eceay B npouecce TenedoHHbIX Neperosopos

Crna»kmsaTb KOHd)I'IVIKTHbIe n CNOXHble cuTyauum MeXTNYHOCTHOro
B3aMmodencTema

Cobnoaatb cnyKebHbl STUKET

Heobxoanmble 3HaHUA

dYHKUMK, 3a43a4M, CTPYKTYPA OPraHmn3aLLmm, ee CBs3u

MpaBuna B3aMMOLEWNCTBMA C MAPTHEPAMM, KIMEHTaMM, CPeacTBaMM MaACCOBOWA
nHpopmaymm

3TuKa AenoBoro obLeHns

MpaBuaa peyeBoro sTMkeTa

TpeboBaHMA oxpaHbl Tpyaa

MpaBuna 3awuTbl KOHOUAEHUMANbHOM cnyKebHON NHPopMaLmMm




Apyrvie
XapaKTePUCTUKU

3.1.2. Tpyposasa GpyHKUMA

OpraHunsauma paboTbl C NOCeTUTENAMM YpoBeHb
HavmeHoBaHMe |opraHusauum Kog | A/02.3 |(nomypoBeHb) 3
KBanuduKaumm

MpouncxoxaeHne
TpyAoBon GyHKUNM

3anmcTBOBaHO U3

OpuruHan X
opurMHana
Kog, PernctpaumnoHHbIin
opurMHana HoMep
Npo¢deccnoHanbHOro
CTaHaapTa

TpyanoBble AencTeus

BcTpeuya noceTutenei, nonydyeHne nepBUYHON MHOOPMALMM O MOCETUTENAX W
NOMOLLb B OPraHU3aLMmM X NPUeMa PyKOBOAMTENEM U COTPYAHUKAMM

BeneHune KypPHana 3anncu nocetutenemn

YyeT nocetuteneit n obopmaeHne Nponyckos

CopeiicTBe  onepaTMBHOMY  PacCMOTPEHMIO  Mpocbb U NpeasioxKeHun
nocetutenemn

Mpvem ¥ nepefadya AOKYMEHTOB MOCETUTENEN PYKOBOACTBY M COTPYAHMUKAM
opraHusauunm

OpraHusauus n 6poHMpPOBaHME NEPEroBOPHbIX KOMHAT




CepBupoBKa YanHoro (KkodeliHoro) ctona B opuce

MpuroToBneHne HanNUTKoB (Yali, Kode, NPoxaaamTeNIbHbIE HAMUTKK)

Heobxoaumble
ymeHua

0ObuwaTbeca ¢ NoceTUTEN MU

Ucnonb3oBaTtb YCTaHOBJ/IEHHbIE NpaBusa U npoueaypbl KOMMYHUKaUuUnU BHYTPU
opraHunsauunun

Bectu yyeTHble popMbl, UICNOAb30BATb UX ANA PaboThbI

CospgaBsaTtb NONOXUTENbHbBIN MMNOX opraHn3aumnm

MPUHMMATbL Mepbl MO paspeLleHnto KOHGIMKTHbIX CUTyaLMiA

MpumeHATb MHd)OpMaLI,VIOHHO-KOMMYHMKaLI,MOHHbIe TEXHO/NI0TUN

Obecneunsatb KOHOUAEHUNANBHOCTb MHbOPMALMK

Heobxoanmble 3HaHUA

MNpasunna opraHmnsaunm npmema nocetutenem

MNpaBuna penosoro obLieHUA

CTpyKTypa opraHusaumm u pacnpegeneHme ¢yHKUMIA Mexay CTPYKTYPHbIMM
noapasaeneHnaMm u cneyuannuctamm

MpaBuna opraHnsaumm npuemos B oduce

MpaBuna cepBMPOBKM YaitHoro (KodeliHoro) ctona

I'Ipanma NPUroTos/1e€HNA U NOA4A4YUN TOPAYNX HANMUTKOB N 3aKYCOK K HUM

3TnKa AenoBsoro obLeHns

n paBuaa pe4veBoro 3STUKETa

TpeboBaHMA oxpaHbl Tpyaa




MpaBuna 3alWmTbl KOHOUAEHLMANBHOM Cy»KebHOo nHGopMaunn

Apyrve
XapaKTepUCTUKM

3.1.3. Tpyposaa ¢yHKUMA

BbinosHEHME KOOPANHUPYIOWMX U YpoBeHb
HanmeHoBaHMe |obecneumBatowmx GyHKUNUN Kog | A/03.3 |(noaypoBeHb) 3
KBaMpUKaumnm

MpoucxoxaeHue
TPYA0BOW GYyHKLMM

3anMCcTBOBAHO M3

OpwuruHan X
opurnHana
Kog, PerncrpaumoHHbIn
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpypoBble fencrauns

BeZieHWe KypHana pasbe3foB PaboTHUKOB OpraHu3aunm

KoopamHauma paboTbl KypbepoBs 1 BoAMTE1el opraH13aumm

BeZieHWe KypHana pas3besfoB KYpbepoB OPraHM3aLMm U MapwpyToB BoAUTENEN

CocTaBneHue cnpaBkM O pasbe3gax pPaboTHUMKOB, KYpPbepoB M MapLupyTax
BOAMTENEe OpraHn3aumm

Heobxogumble
ymeHun

CoctaBnATb u BeCTH y4yeTHble JOKYMEHTbI

MpUMeHATb CcpeacTBa KOMMYHMKaUMUK ANA nepeaadn NopyyYeHunin pykosoamTtens u
COTPYAHWMKOB OpraHnsaumnm




MpUMeHATb coBPEMEHHbIe CpeacTBa cbopa, 06paboTkm 1 Nepeaaun MHPopmaLmm

OueHunBaTb pesynbTaTbl B paMKax NOCTaBAEHHbIX 3a4a4

OcyLLecTBAATb KOHTPOJIb UCMOTHEHMA NOPYYEHNI PYKOBOAMTENA COTPYAHMUKAMMU

HEO6XOAVIMbIe 3HaHuA | lNpaBuna peyeBoro sTMKeTa

3TMKa aesioBoro obLeHns

TpeboBaHMA oxpaHbl TpyAa

MpaBuna 3awWmTbl KOHPUAEHUMANBHOM CNyXKebHoM nHbopMaLum

CTpyKTypa opraHusaumm u pacnpegeneHve ¢GyHKUMA MeKay CTPYKTYPHbIMM
noApasgaeneHnaMm 1 cneLmannucTamm

Apyrve
XapaKTePUCTUKM

3.2. 0606LwweHHasn Tpyaosaa GyHKUUA

OKYMEHTaLMOHHOe obecneyeHne AeaTesIbHOCTH YposeHb
HanmeHoBaHue Aoxy 4 A Kogp, B P
OpraHu3auum KBanmdmKkaumum
MpoucxoxaeHue
o N 3aMmCTBOBAHO U3
0606weHHolM Tpygoson | OpurmHan X
opurnHana

bYHKUMM

Kogp, PerncrpaumoHHbIN

opurMHana HoMep
npodeccnoHanbHOro

CTaHAapPTa



Bo3MOKHble HAMMEHOBAHMSA
[ONKHOCTEM, npodeccui

JenonpounssoauTens

TpeboBaHuMA K 06pa3oBaHuULO
n oby4yeHuto

CpegHee npodeccrmoHasbHoe 0b6pasoBaHMe - MPOorpammbl NOATOTOBKM
KBaMOUUMPOBAHHbIX paboumnx, cay»Kalmx

TpeboBaHMWSA K ONbITY
NpaKTUYecKol paboTsbl

Ocobble ycnoBua gonycka K
paboTte

[pyrve xapakTepucTnkm

JononHuTenbHble XapakTepUCTUKM

HanmeHoBaHne gOKyMeHTa Kog HanmeHoBaHue 633080l rpynnbl, AOKHOCTM (Npodeccun) nnm
cneuyanbHOCTU

OK3 3431 AAMWHUCTPATUBHO-YNPABAEHYECKUIA NepCcoHan

EKC <4> - JDenonpoussogutens

oKMnA4gTP <5> 21299 Jenonpounssogutens

OKCO 032002 |[oKkymeHTaumoHHoe obecneyeHme ynpaBaeHma n

apxusoseneHue

3.2.1. TpypoBana ¢yHKUMA

HanmeHoBaHue

OpraHu3aums paboTbl C AOKYMEHTaMM

YpoBeHb

Koa | B/015 (noayposeHb)
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KBa/IMPUKaLmnm D

MpoucxoxaeHune
Tpy£oBoh GyHKLMMU

3anmcTBOBaHO U3

OpuruHan X
opurnHana
Kog, PernctpaumnoHHbIin
opurMHana HoMep
npodeccnoHanbHOro
CTaHAapTa

TpyaoBble gencTemn

Mpuem 1 nepBuYHan ob6paboTKa BXOAALMX AOKYMEHTOB

MpepBapuTenbHOE  PacCMOTPEHME M COPTUPOBKA  OOKYMEHTOB  Ha
perncTpupyemble U He perncTpupyemble

MoAroToBKa BXOAALLMX AOKYMEHTOB A/1A PaCCMOTPEHMA PYKOBOANUTENEM

Perncrpauma Bxoaawmx AOKYMEHTOB

OpraHu3auma 40CTAaBKM AOKYMEHTOB UCNONHUTENAM

BepeHune 6a3bl AaHHbIX JOKYMEHTOB OpraHn3auunn

BegeHune MHbOpPMaLLMOHHO-CPaBOYHOM paboTbl

O6paboTKa 1 OTNpaBKa UCXOAALMX LOKYMEHTOB

OpraHusauya paboTbl MO perncrpaumu, Yy4eTy, XpaHeHWo MW nepegade B
COOTBETCTBYIOWME  CTPYKTYPHble  MOAPA3LeNeHns  LOKYMEHTOB  TEKYLLEero
AenonponsBoacTBa

KOHTPO/1Ib UCNONIHEHUA AOKYMEHTOB B OpraHm3aummn

Heobxoanmble

PabotaTb CO BCel COBOKYMHOCTbIO MHPOPMALMUOHHO-A0KYMEHTALMOHHbIX




YMEHMUS

pecypcoB opraH1sauum

Monb3oBaTbcA 6azaMm AaHHbIX, B TOM YMCAE YAANEHHbIMU

Monb3oBaTbCA CNPAaBOYHO-NPABOBbIMU CUCTEMAMM

Monb3oBaTbcA dBTOMATU3NPOBAHHbIMU cncremamu yyeTa, perncrpauuu,
KOHTpONA M MHd)OpMaLI,MOHHO-CI'IpaBOHHbIMM cnmctemamum - npu pa60Te C
AOKYMeHTaMUn opraHn3sauunm

MpuMmeHATb coBpemeHHble MHPOPMALMOHHO-KOMMYHUKAUMOHHbIE TEXHOI0MUM
ana paboTbl C JOKYMEHTaMW, B TOM YMC/e A8 ee ONTUMM3AUMK M NOBbIWEHUA
appeKTMBHOCTH

Heobxogumble 3HaHUSA

HopmaTuBHble npaBoBble aKTbl M HOPMATUBHO-METOAMYECKME [OKYMEHTI,
onpeaensoLMe NopaLoK LOKYMEHTALMOHHOIO obecneyeHns ynpaBaeHus

CTpyKTypa opraHM3aLmm, pyKoBOACTBO CTPYKTYPHbIX NOApPa3aefieHnit

CoBpemeHHble MHPOPMALMOHHbIE TEXHONOMMM PaboThbl C AOKYMEHTaMU

MopAaAoK paboTbl C 4OKYMEHTaMM

Cxembl AOKYyMmeHToo6opoTa

I'Ipanma pa60TbI C BXo4Aawnmmm, ncxogawmmMmm 1 BHYTPEHHUMU AOKYMEHTaMU

MpaBuna opraHusaumm u GOPMbl  KOHTPOAA MUCMOJHEHUA [OOKYMEHTOB B
opraHusaumm

Tunosble CPOKM NCNOTHEHUNA OOKYMEHTOB

MpuHUMNbI PpAabOTbl CO CPOKOBOWN KApPTOTEKOM

HasHayeHune n TexHonoruna TEKYLWLEro n npegynpegntenbHoOro KOHTpoaA

MpaBuna coctaBneHnA aHANIMTUYECKMX CAPABOK MO OpraHu3auum pa6OTbI C




AOKYMEHTAMU U KOHTPOJIHO MCNONTHEHNA AOKYMEHTOB

MpaBuna AOKYMEHTALUMOHHOIo obecneyeHns aeaTe/ibHOCTU OpraHM3aumm

Buabl 4OKYMEHTOB, X Ha3HaYeHue

TpE6OBaHVI‘r'|, npeavbAasaaemble K AOKYMEHTam B COOTBETCTBUU C HOPMATUBHbIMU
dKTaMU N rocyaapCrBeHHbIMU CTaHAAPTaMMN

Mpasuna coctasieHna U odopmaeHus  MHGOPMaLMOHHO-CNPABOYHbIX,
OpraHM3aLUMOHHbIX YNpaBAeHYECKUX AOKYMEHTOB

MpaBuna cosgaHvAa W BedeHUs 6a3  AaHHbIX  CAYXKEOHbIX [OKYMEHTOB B
opraHusaumm

CUCTeMbl 31EKTPOHHOTO AOKYMEHTO060pOoTa

MpaBuna 1 CPOKM OTNPABKU NCXOAALMX AOKYMEHTOB

TpeboBaHMA OXpaHbl TpyAa

dpyrue
XapaKTepUCTMKM

3.2.2. TpypoBana ¢yHKUMA

OpraHu3auma TeKyLLLero xpaHeHuna YposeHb
HanmeHoBaHMe | 4OKYMEHTOB Kog B/02.5 |(noayposeHb) 5
KBannpuKaumm

MNMpoucxoxaeHune
TpyaoBon GyHKLMMU

3anmcTBOBaHO U3

OpuruHan X
opurnHana

Kogp, PerncrpaumoHHbIN



opurMHana Homep
npo¢deccrmoHanbHOro
cTaHZapTa

TpyaoBble gencTemn

Pa3paboTKka HOMEHKAATYPbI 4eN OpraHM3aLum

MpoBepKa MNPaBUABHOCTM OQPOPMAEHUA LOOKYMEHTOB WM OTMETKM 06 ux
MCNoNHeHUN nepeg ux GopmMMpoBaHMEM B AE/0 1A NOCNEAYIOWEro XpaHeHus

dopMynnpoBaHUe 3aro/I0OBKOB e/ U onpeaeneHne CPOKOB UX XpaHeHMs

dopmuposaHue aen

KOHTpONb NpaBUAbHOrO W CBOEBPEMEHHOrO pacnpeaenieHns U MoALWMBKM
[OKYMEHTOB B Aena

Heobxoanmble ymeHUn

OpraHu130BbIBaTb PaboTy MO yYeTy, XpPaHEHUIO U Nepeaade B COOTBETCTBYOLLEE
CTPYKTYpHOE noAapasgeneHne AOKYMEHTOB TEKYLLEro AEN0NPOM3BOACTBA

OcyllecTBNATb  METOAMYECKOe  PYKOBOACTBO  [e/10MNpoM3BOACTBOM B
OpraHmn3aLmm, KOHTPOANPOBATb NPaBMUAbHOE GOPMUPOBAHUNE, XPaHEHWNE U caaqy
[4en B apxus

PaspabatbiBaTb HOMEHKNATYPY AN CTPYKTYPHOrO noApasaeneHuns

Mcnonb3oBaTb HOMEHKAATYpy Aen MNpu U3yYeHUM CTPYKTYPbl OpraHusauum,
COCTaB/IEHUWN ONUCen aen

OpraHusoBbiBaTb pabory no ¢GopmMuMpoBaHMIO [Aen B COOTBETCTBUMM  C
YTBEPKAEHHON HOMEHKNATYPOW Aen opraHM3aLmm

MpaBuabHO M cBOEBPEMEHHO GOPMMPOBATb AOKYMEHTbI B A€/a C YyY4EeTOM WX
cneundmkm

CucTemMaTM3npoBaTh AOKYMEHTbI BHYTPK Aena




ObecneunBatb COXPaHHOCTb U 3alLUNTY AOKYMEHTOB OpPraHn3auunm

MpumeHATb MHOOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHONOMMKU Ans paboTbl C
OOKYMEHTaMM

Heobxoanmble 3HaHUA

HOpMaTMBHbIe npaBoBbleé aKTbl, HOPMATUBHO-METOAUNYECKUNE [OOKYMEHTDI,
rocygapcCTtBeHHblIe CTaHAAPTbl, onpegenatowme nopaaok AOKYMEHTALMOHHOIO
obecneyeHus ynpasaeHuA

Buabl HOomeHKnaTyp, ob6lwme TpebOBaHMA K HOMEHKAAType, METOAMKa ee
COCTaBNeHUsA M opopmMmaeHUA

MpaBuaa cornacoBaHUA HOMEHKNATYPbl AN C BEAOMCTBEHHbIMU apXMBAMM U
3KCNepTHOM KoMUccuen

Mopsagok dopmunpoBaHus u odopmaeHua gen, cneumdpmka dopmupoBaHuA
OTAENbHbIX KaTeropuii aen

Mpasuna xpaHeHUA aen, B TOM YUCie C JOKYMEHTAaMM OrpPaHNYEHHOro A0CTyna

MpaBuna BbIJAYM M UCNONb30BAHUA AOKYMEHTOB U3 CHOPMUPOBAHHBIX Aen

TpeboBaHMA oxpaHbl TpyAa

Apyrvie
XapPaKTePUCTUKU




3.2.3. TpypoBasa ¢pyHKLMA

OpraHusauma 06paboTku gen ana YpoBeHb
HanvmeHoBaHMe |nocnepyroLwero xpaHeHMa Koa B/03.5 |(noaypoBeHb) 5
KBaMpUKaumnm

MpouncxoxaeHne
Tpy£oBoM GyHKLMMU

3anmcTBOBaAHO M3

OpwuruHan X
OpurMHana
Koa PerncrpaumoHHbIn
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble AencTens

MpoBepKa CPOKOB XPaHEHUs [AOKYMEHTOB, COCTaB/eHWE MNPOTOKosa paboTbl
SKCMNEepTHOM KOMMCCUM MO MNOArOTOBKE [OOKYMEHTOB K XPaHEeHWIo, aKkTa o
BblAENEHMMN K YHUUTOXKEHUIO JOKYMEHTOB, HE MOANEKALLMNX XPAaHEHWNIO

CocraBneHue BHyTPEHHEﬁ onucun gen gna ocobo LEHHbIX AOKYMEHTOB

Od)OpMﬂeHMG Aen NnoCToAHHOro, 4oNroBpeMeHHOro CpPoKoB XpaHeHUA

Od)OpMﬂeHMG 06.10KKH Aen NoCToAHHOro, 4o0NroBpeMeHHOro CpokoB XxpaHeHUA

CoctaBneHune onucu gen noCToAHHOrO, A0NToBpeEMEHHOIO CPOKOB XpaHeHUA

MNepenaya aen 8 apxms OpraHn3aumm

Heobxogumble
ymeHun

MNonb3osaTbeA nepeyHAMn OOKYMEHTOB W aHA/IM3UPOBATb d)aKTVI‘-IECKOG
cogepraHnme mmerwmnxca B aAene AOAOKYMEHTOB MNpu onpegeneHnmn CpoKoB UX
XpPaHEeHUA




OdopMnATb LOKYMEHTbI SKCMEepPTHOW KOMUCCUU

OdopmnaTb 06A0XKKM AeN MOCTOAHHOMO UM BPEMEHHOIO CPOKOB XpaHeHua B
COOTBETCTBUM C TPeBOBaHUAMM rOCYAapCTBEHHbIX CTaHAAPTOB

Mpon3BoamTb XPOHONOMMYECKN-CTPYKTYPHYIO CUCTEMaTM3aumio aen

OcylLecTBNATL  TeXHMYECKylo 06paboTky M nonHoe odopmneHve aen
MOCTOSAHHOTO M BPEMEHHOI0 CPOKOB XpaHeHUsA

CocTtaBnATb ONUCb AeN NOCTOAHHOMoO M BPEMEHHOIo CpPOKOB XpaHeEHUA B
COOTBETCTBUMN C AEﬁCTByIOLLI,MMM HOPMAaTUBHO-MeTOAN4YECKUMU AOKYMEHTAMU

MNpumeHATb MHGOPMALNOHHO-KOMMYHUKALMOHHbIE TEXHONOrMKM ana paboTbl ¢
OOKYMEeHTaMum

Heobxoanmble 3HaHUA

HopmaTuBHble NpaBoOBble aKTbl, HOPMATUBHO-METOAUYECKUE  OOKYMEHThI,
rocygapcCrtBeHHble CTaHOaQpPTbl, onpegenawowme nopAdoK AOKYMEHTAULMOHHOIO
obecneveHus ynpasaeHna

Kputepun pasgeneHva QOKYMEHTOB Ha rpynnbl B COOTBETCTBUM C LEHHOCTbIO
MHbOPMaLUK, coaepKaLLEeNCca B HUX

MopAaoK UCNOb30BaHMA TUNOBbLIX UIN BEAOMCTBEHHbIX nepequﬁ OOKYMEHTOB,
onpeageneHnA CpPoKoB XpaHeEHNA B NpoLecce sKCnepTn3sbl LEHHOCTU AOKYMEHTOB

I'Iopﬂ,u,or( CO34aHuA, OpraHnsaunn U OOKYMEHTUPOBAHUA pa60TbI 3KCFIepTHOl7I
KOMUCCnun

MpaBunna cocTaBneHUA N YTBEPHKAEHMA NPOTOKONA pa60Tb| 9KCI'IepTHOl‘;1 KoOmunccmu

MpaBuna COCTaBNEHUA W YTBEPNKAEHUA aKTa O BblAENEHUN [OKYMEHTOB, He
nognexalwmx xpaHeHno

MpaBnna TexHnyeckon o0bpaboTkn n nonHoro odopmaeHnsa Aes NOCTOAHHOTO U
BPEMEHHOrO CPOKOB XPaHEeHMs




I'IpaBmla COCTaB/1eHMA onucn aen NoCToAHHOINoO M BpEMEHHOIO CPOKOB XpaHeHUA
B COOTBETCTBUN C AeﬁCTBYDMMMM HOPMATUBHO-MEeTOANYECKUMUN JOKYMEHTAMU

MpaBuna nepeaayn Aen B apxms opraHn3aLmm

TpeboBaHMA oxpaHbl Tpyaa

Apyrvie -
XapaKTepUCTUKn

3.3. O606LweHHas TpyaoBasa GyHKLMA

OpraHu3aunmoHHoe, AOKYMEHTALMOHHOE U VDoBEHb
HavmeHoBaHMe |uHbOpMaUMOHHOE obecrnevyeHne AesTelbHOCTH Kopg C Ksanmd)mxaumm

pyKOBOAMTENA OpPraHU3aLLMK
MpoucxoxaeHue

o o 3anmcTBOBaHO U3
0606weHHoM Tpygoson | OpurmHan X
opurMHana
bYHKLMK
Kog, PerncrpaumoHHbIN
OopuUrnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

BO3MoOXHble HaMeHOBaHMA CeKkpeTapb pykosoauTens

[ONKHOCTEM, npodeccuit

TpeboBaHuMA K 06pa3oBaHuio | Bbicliee obpa3oBaHue - bakanaBpuaTt uam
1 0byyeHuto CpeaHee npodeccrmoHanbHoe ob6pa3oBaHmMe - TPOrpammbl NOAFOTOBKM
CNeLmanncToB cpegHero 3BeHa




JononHutensHoe I'IpO(I)eCCMOHaﬂbHoe o6pasoBaHme

TpeboBaHuA K ONbITY
npaKkTU4eckom paboTbl

He meHee aByx /IeT BbINOAHEHUA pabOT NO OpraHM3aUNOHHOMY U
AOKYMeHTaLMOHHOMY obecneyeHunto AeaTe/lbHOCTU PYKOBOAUTENS
opraHmMsauuu nNpu cpeaHem npodeccnoHanbHOM obpas3oBaHMmU

Ocobble ycnoBuA AoMNycKa K
pabote

Lpyrve xapakTepuctmkm

JononHuTtenbHble XapaKkTepUCTUKN

HavmeHoBaHMe fOKyMeHTa Kog, HavmeHoBaHuMe 6a30B0W rpynmnbl, 4OJKHOCTM (Npodeccun)
WK CneumanbHOCTH
OK3 2432 Bubnnotekapu, bubnmorpadnbl, LOKyMmeHTOBEAbI U
cneumanncTbl PoacTBEHHbIX Npodeccuit
EKC - CekpeTapb pyKkosoantens
oKnAaTp 26341 CekpeTapb pyKkosoautens
OKCO 032001 JoKymeHTOBeaeHMEe N AOKYMEHTaLMOHHOe obecrneyeHne
ynpasaeHua
032002 JoKymeHTaLMOHHOe obecneyeHne ynpasaeHua u
apxuBoBegeHue

3.3.1. TpyaoBasa ¢yHKUMA

HanmeHoBaHue

OKasaHue NOMOLLY PYKOBOAUTENIO B
naaHUpoBaHMM paboyero BpemeHu

YpoBeHb

Koa | C/01.6 (noayposeHb)
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KBa/IMPUKaLmnm D

MpoucxoxaeHune
Tpy£oBoh GyHKLMMU

3anmcTBOBaHO U3

OpuruHan X
opurnHana
Kog, PernctpaumnoHHbIin
opurMHana HoMep
npodeccnoHanbHOro
CTaHAapTa

TpyaoBble gencTemn

Bbibop ¢opmbl MNaHMpoBaHMA U 0POPMIEHWE MNAaHMPOBLLMKA (opraHaisepa)
pyKkosoautens

BHeceHMe MHPOPMaLMM B NNAHNPOBLUMK (OpraHaiisep)

CornacoBaHue ¢ pykoBoautesiem BpemMeHHbIX NJ1aHOB

CornacoBaHve TenedoHHbIX NEPeroBopoB, BCTPEY M MEPONPUATUIA  C
napTHEPaMMU, KIMEHTAMU, PYKOBOAUTENAMWN NOAPASAENEHUI U COTPYAHUKAMM

NHpOopMMpPOBaHME PYKOBOAMTENA O PeriameHTe HaMeUYeHHbIX MeponpuUATUiA

MpegynpexaeHue o NPUBANKEHUN BPEMEHN HAMEYEHHbIX MEPONPUATUIA

dopmunpoBaHMne pesepBa BPEMEHU AJ1A HEMPEABULEHHbIX CUTYaLLMIA

Heobxoanmble ymeHUn

YcTaHaBAnBaTh Lenu, onpenenatb nepapxmio u,enel‘/i

Onpefenatb NPUOPUTETHOCTb U OYEPESHOCTb BbIMOJHEHUS PAbOT M 3 PEKTUBHO
pacnpeaenatb paboyee Bpems

OKasblBaTb NOMOLLb PYKOBOAUTENIO B pacnpeneneHum ero paboyero BpemeHm

BbibMpaTh ONTMMasbHble cnocobbl MHOOPMMPOBAHUA NAPTHEPOB, KAMEHTOB,




nocetTutenen, pykosogutenen noapasgeneHnii U CoTPyAHWKOB O NAaHUPYeMbIX
MEepPONpPUATUAX

ObecneuymBaTb MHGOPMALMOHHYIO 6€30MacHOCTb AeATENbHOCTU OpraHn3aunm

Heobxoaumble 3HaHuA | CneundurKa OCHOBHOM AeATENbHOCTU OpraHmu3aumnm

OCHOBbI aAMMHUCTPATUBHOIO NPaBa U TPYAOBOro 3aKoHOoAaTeNbCcTBa Poccuinckoi
depepaunu

PykoBoaALLMIA cOCTaB OpraHu3aLmm 1 ee nogpasgaeneHui

CDyHKLI,MVI CaMOMeEHEOXMEHTA

MocTaHoBKa uenem

Mpasuna nposefeHUA AeN0BbIX Neperosopos

TpeboBaHMA O0XpaHbl TPyAa

dpyrue -
XapaKTepUCTMKM

3.3.2. TpypoBana ¢yHKUMA

MnaHMpoBaHue paboyero gHA cekpeTapa YpoBeHb
HanmeHoBaHMe Kog | C/02.6 |(nogyposeHb)
KBannpuKaumm
I‘Ipomcxoz«,u,eHme OpuryHan X 3aMMCTBOBaHO U3
TpyaoBoh GyHKLMMU opurnHana
Koa PernctpaumoHHbIn

opurMHana Homep



npo¢deccrmoHanbHOro
cTaHZapTa

TpyaoBble AencTBmA

Bbibop 1 odopmneHne nNaHNPOBLLMKA CEKpeTaps

BeaeHune gHEBHMKA (Ha 3NEKTPOHHOM U/nan BymaxkHOM HocuTene)

CornacoBaHuve NAaHOB C NJaHaMK U CPOKamMM PaboTbl pyKoBOAMTENS

PacnpeaeneHune paboyero BpemeHu (Ha AeHb, HeAeNto, NepcneKkTusay)

NepeHeceHMe HEBbINOJIHEHHbIX 3aN1aHNPOBAHHbIX 33434

BbinoNHEHWE TUNUYHbIX exxeaHeBHbIX aen

Heobxoanmble ymeHUn

Bbi6MpaTb 1 0GOPMAATL MNAHNPOBLLMK

BHOCMTb M oOTCAexMBaTb MHGOPMALMIO HA 3SNEKTPOHHOM W/UAN ByMarkHOM
HocuTene

PacctaBnAatb npuopuTeThl, BblAENATb BaXKHOE N CPOYHOEe

BbIbupaTb ONTUMANbHbIN PUTM PaboThbl

AHaNM3NpoBaTb NPUYNHbBI HEBbLIMNONHEHWUA 33434

anMEHﬂTb I/IH(bOpMaLI,VIOHHO-KOMMYHVIKaLI,MOHHbIe TEXHOI0TUN

Heobxoanmble 3HaHNA

OcobeHHOCTN OPOpPMAEHMA MNAAHUPOBLUMKA (Ha 3/MEKTPOHHOM U ByMarKHOM
HoCUTensx)

OcCHOBbI yNpaBieHUs BpeMeHem

Apyrue
XapaKTepuUCTUKK




3.3.3. TpypoBasa ¢pyHKLMA

OpraHu3auma TenedoHHbIX MEPEroBOPOB YpoBeHb
HanmeHoBaHMe |pykoBoguTena Koa C/03.6 |(noaypoBeHb)
KBa/IMPUKaLmnm

MpouncxoxaeHne
Tpy£oBoM GyHKLMMU

3anmcTBOBaAHO M3

OpwuruHan X
OpurMHana
Koa PerncrpaumoHHbIn
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

BepeHune 6a3bl TenedpoHHbIX KOHTAKTOB PyKOBOAMTENA

CoeanHeHue pyrkoBoaAUTENA C KOHKPETHbIMU aboHeHTamu

MoA4roToBKa Matepuanos A4ns TenedpoHHbIX NeperoBopoB pyKoBoAUTENA

Perncrpauua nocrtynatowmx B NPUEMHYIO Tene¢OHHbIX 3BOHKOB

MepeHanpaBneHWe  OTAeNbHbIX  TenepOHHbIX  3BOHKOB  3aMeCcTUTENAM
pyKOBOAMTENS, APYTMM COTPYAHMKAM

MonyyeHne HeobxogMmon uHPOpMALMM M Nepefaya CaHKLMOHMPOBAHHOWM
nHpopmaumm no Tenedony

YCcTaHOBNEHME KOHTAKTa ¢ cobecefHUKOM, NogaeprKaHue u pasButue Lenosoi
6eceapl B npouecce TesiepOHHbIX NEPEroBOPOB

OKasaHMe MOMOWM PYKOBOOMUTENO TMNpWU  OpraHM3aumMm U  NpPOBeAeHUU
TenedOoHHbIX MeperoBopoB U BUAEOKOHbepeHUNM




Heobxoanmble ymeHUn

Bectu M wucnonb3oBatb B paboTe 6a3y f[aHHbIX TenepOHHbIX KOHTAKTOB
pyKkoBoauTeNs

Mcnonb3oBaTb cpeactBa KOMMYHMKALMOHHON OPITEXHUMKU [N MONYYEHUA U
nepeaadn nHpopmaumm

BecTM  yuyeTHble  perncTpaumMoHHble  GOpMbl,  MCMOAb30BaTb WX  ANA
MHPOPMaLMOHHOM paboTbl M pPaboTbl MO KOHTPOAKD WCMNONHEHUA pPeLueHUi
pyKkoBoauTens

Crna»kmeatb KOHPAMKTHbBIE N CNOXKHbIE CUTYALLUMN MEXKANYHOCTHOTO 06LEeHNA

Mcnonb3oBaTb TEXHUYECKME W nporpammHblie cCpeactBa A4NnA npoBeaeHuA
ro/N10COBOM MAN BVI,CI,EO-KOHd)EpEHLI,-CBFBM

ObecneunBatb MHPOPMALMOHHYIO 6E€30MNaCHOCTb AeATEe/IbHOCTU OpPraHM3aLmnn

Cobnoaatb cny»KebHblii STUKET

Heobxogumble 3HaHUSA

TenedoHHbIe KOHTAKTbl pyKOBOAUTENA

CDYHKU,MM, 3a4a4u, CTPYKTypa OpraHun3saummn, ee CBA3N NO BEPTUKaAN U
roOpun3oHTaNn

MpaBuna B3aMMOZEMNCTBUA C MapPTHEPAMM, KAMEHTaMW, CpeAcTBaMM MacCOBOM
nHbopmaumm

Mpasunna nogaepaHua U pasBUTUA MEKINYHOCTHbIX OTHOLWEHUI

I'Ipanma nposeaeHA enoBbliX NEPEroBopos

MpaBuna 3awmTbl KOHPUAEHUMANbHON MHPOPMaLUK

TpeboBaHMA oxpaHbl Tpyaa

Apyrvie




XapaKTepPUCTUKU

3.3.4. Tpyposasa GyHKLMA

HanmeHoBaHue

OpraHu13auma KomaHAMPOBOK PyKoBoAMTENA YpoBeHb

Kog | C/04.6 |(nomypoBeHb)
KBanuduKaumm

MpouncxoxaeHne
TpyAoBon GyHKUUM

3anmcTBOBaHO U3

OpuruHan X
opurnHana

Kog, PernctpaumnoHHbIin
opurMHana HoMep
npo¢deccnoHanbHOro
CTaHAapTa

TpyanoBble AencTeus

MoaroToBKa npoekKTa CI'IY)Ke6HOI'O 3a4aHnA pykoBoauTena

MoaroToBKa NPoOeKTa NpMKasa o cayKebHoM KoMaHANPOBKe

BbinMCcKa KOMaHAMPOBOYHOTO YAOCTOBEPEHMA W €ero peructpauus npu
HeobxoamMmocTun

Moarotoska AOKYMEHTOB Ha nosy4yeHune Bn3bl, 3arpaHN4YHOro nacnopTa

3akKas KenesHoAO0POXKHbIX n aBMa6VI}'IETOB, roCTnHUU, TPaHCNOPTHOro
obecneveHus pyrkoBoauTenA

OdopmneHne nporpammbl MNOE3AKM, YTOUYHEHWe OcobeHHOCTe MNpPOTOKONA
NAaHMPYEMbIX MEPONPUATUIA

MoArotoBKa AOKYMEHTOB K Noe3Ke pyKoBOAUTENA




YTOYHeHUe AaTbl, JOMKHOCTEN, Gamuaunii B Mporpamme KOMaHAMPOBKM

MpopaboTKa maplupyTa PyKOBOAMTENS, YBA3KA €ro C pacnmucaHMem TpaHcnopTta

O6paboTka maTepnanos KOMaHAMPOBKKN, 0GOPMIEHNE OTYETE O KOMaHAMPOBKE

Heobxogumble
ymeHua

OdopmnaTb aBaHCOBbIE OTYETHI PYKOBOAMTENA

OpraHM30BbIBaTb BCTPEYM PYKOBOAMTENA C MPUHNMALOLLLE CTOPOHOM

OdopMNATb KOMaHANPOBOYHbIE AOKYMEHTbI

O6pabatbiBaTb [AOKYMEHTbl M MaTepuanbl MO  pesynbTaTamM  NOe3AKu
pyKkosoautens

Ob6ecneunBaTb paboTy oduca BO Bpems OTCYTCTBUA PYKOBOAMUTENA

MpumeHsTb cnocobbl 4e10BOro 06LeHMs

Mcnonb3oBaTb cpeacTBa KOMMYHUKaLUK ON1A obecnevyeHuns B3aMMOAEI‘;1CTBMF| C
pyKoBoaAUTENEM BO BpeEMA €ro AeﬂOBOVI noesaxkun

Heobxogumble 3HaHUA

MopsagoK NoAroTOBKM M NPOBeAEHMA KOMaHANPOBOK

Mopanok Od)OpMﬂeHMFI AOOKYMEHTOB AN1A KOMAaHAONPOBKU N OTYHETHbLIX JOKYMEHTOB
No KOMaHAOUPOBKE pykoBoauTena

[enoBoi npoToKon

3TUKa AeN0BOro 0bLeHNs

Apyrvie
XapPaKTePUCTUKU

3.3.5. TpygoBasa GpyHKUMA




OpraHusauus paboTbl ¢ NOCETUTENAMU B YpoBeHb

HavmeHoBaHMe |npuemHol pykoBoguTens Kog C/05.6 |(noaypoBeHb)
KBa/IMPUKaLmnm
MpoucxoxaeHne 3anMCTBOBaHO 13
P o A OpwuruHan X
Tpy£oBoM GyHKLMMU opuruHana
Kopg, PernctpaunoHHbIn
opurMHana HoMep
npodeccnoHanbHOro
CTaHAapTa

TpyaoBble aencTena

OpraHu13aums IMYHOro npruema noceTmTesIen pykosoamTesem

YcTaHoBAeHWe nopAagKa Nnpuema Ana pasanyHbIX KaTEFOpMI‘a nocetTutenemn

BepeHue KypHana npeasapuTeibHOM 3anmMcK Ha npuem

Perncrpauusa nocetTutenemn

CopevicTBe  onepaTMBHOMY  PacCMOTPEHMI0O MpPOCbd U NpeanoXKeHui
nocetTuTenen n COTPyAHUKOB OpraHMsaLmum

OpraHu13aums npMema 4enosbix NapTHEPOB B opuce

OpraHusauus obcayKMBaHWUA PYKOBOAMUTENA U €ro Ae/I0BbIX MapTHEPOB B oduce

CepBupoBKa YanHoro (KodeliHoro) ctona B opuce

MpuHATME Mep MO COXPAaHEHWI0 KOMMEPYECKOM TalHbl B Xo4e npuema
noceTUTeNnen U X HaxoXAeHWsA B NPUEMHOMN U KabuHeTe pyKoBoauTeNs

Heobxoanmble

OpFaHM3OBbIBaTb M obecneymBaTh IMYHbIE KOHTAKTbI pykoBoauTena




YMEHMUS

YnpaBnaTb KOHPAMKTaMM

YuuTtbiBaTb MNCUXONOTMYECKME OCOBEHHOCTU NUYHOCTU npu pasanyHbIX BUAAX
npodeccnoHanbHOro obLeHns

Ucnonb3oBaTtb YCTaHOBJ/IEHHbIE NpaBusa U npoueaypbl KOMMYHUKaUuUnU BHYTPU
opraHunsauunun

BectT  y4yeTHble  perncTpaumoHHble  Gopmbl,  UCNOAb30BaTb  WUX  ANS
MHPOPMALMOHHOM pPaboTbl M paboTbl MO KOHTPOIO WCMOJIHEHUA pPeLleHui
pyKkoBoauTens

CospgaBsaTtb NONOXUTENbHbBIN MMNOX opraHn3aumnm

MpHUMaTL Mepbl NO paspeLlleHnto KOHGANKTHbBIX CUTYaL M

MpumeHATb MHd)OpMaLI,MOHHO-KOMMYHMKaLI,MOHHbIe TEXHONI0TUN

ObecneunBatb KOHOUAEHUNANBHOCTD B NPUEMHOM M KabuHeTe pyKoBoauTeNs,
COXPaHATb KOHPUAEHUMANBHYIO MHOPMALMIO B TallHe

Heobxoanmble 3HaHNA

MNpasunna opraHmnsaunm npmema nocetutenem

Mpasuna aenosoro oblueHns

n paBuaa pevyeBoro 3STUKETa

MpaBuna ycTaHOBNAEHUS KOHTaKTa, NOAAEP!KaHMA U Pas3BUTUSA MEXKANYHOCTHbIX
OTHOLLEHUN

CTpyKTypa opraHusaumm u pacnpegeneHme ¢yHKUMIA MexROy CTPYKTYPHbIMM
noAapasaeneHnaMm u cneymannuctamm

MpaBuna opraHnsaumm npuemos B oduce

DTUKET U OCHOBbI MeXAOyHapo4HOro NpoToKO1a




MNpaBuna cepBMPOBKM YaitHoro (KodeliHoro) ctona

I'Ipanma npuUroTosieHNA U noaayvm ropavYnx HanMTKOB N 3aKYCOK K HUM

MpaBuna 3awWwmTbl KOHPUAEHUMANBHOMN CAyXKebHON MHbOoPMaLUK

Apyrvie
XapaKTePUCTUKU

3.3.6. TpygoBaa ¢pyHKUMA
OpraHu3sauma noAroToBKK, NpoBeAeHUA U YpoBeHb
HanmeHoBaHMe |06CNyKUBAHMA KOHDEPEHTHbIX MEepPOoNpPUATUIA Kog C/06.6 |(noaypoBeHb)
KBaMpUKaumnm
MpoucxoxaeHue 3anMMCTBOBaHO 13
P . A OpwurunHan X
Tpy£oBoh GyHKLMMU opurMHana
Kog, PerncrpaumoHHbIn
opuruHana HOomep
npodeccnMoHanbHOro
CTaHAapTa

TpypoBble fenctaun

A MNoarotoBKka NOBECTKU AHA MeponpuAaTmnAa

OdopmneHne cnmncKa y4acTHUKOB MeponpUATHSA

NHPopMMpOBaHME YYACTHMKOB O HaMEYaloWEeMC MeponpuaTUM U YCIOBUAX
yyactua

Bbibop mecTa 1 BpemeHu npoBeaeHUA MeponpuUaTUA

MoaroToBKa npep,BapMTeanoi/'l CMETbI pacxonos




Paccoblnka I'IpVII'J'IaLLIEHVIﬁ noarsepanBLIMM y4aCTtue B MeponpmnaTmumn

C60p TEKCTOB AOK/1aA0B M NPOEKTOB UTOTOBbIX AOKYMEHTOB Y A0K/1IaUMKOB

Paccbiika  MHPOPMALMOHHBIX  MaTepuasioB  y4acTHMKAM  KOH)EpPEeHTHOro
MeponpuATUA

CocTaBneHme ABOYHbIX IMCTOB M CMINCKA perncrpauymnm y4aCtTHMKOB MeEPONpPUATUA

3aKynKa KaHLeapCcKMX TOBapoB U NPoayKTos ans obecnedyeHuns Kode-nays

PeweHne BONPOCOB TEXHUYECKOTO OCHALWLEHNA MeponpUATUA

MomoLlpb B NOArOTOBKE AOK/aAa PYKOBOAUTENA, NPE3eHTaLMOHHbIX MaTepPUanos

OpraHmsau,Mﬂ noAroToBKM nNpesnanyma u paﬁotmx MeCT Yy4aCTHUKOB

OpraHusauma BCTPeYM 1 pernctpaLma y4acCTHUKOB MeponpuaTUA

BepeHue NpoTOKONa MEPONPUATUA

OpraHusauma cepBMcHOro obcnyKmBaHma Bo Bpems Kode-nays

OpraHusauma  KyAbTYPHO-MAcCOBbIX  MEPOMNPUATUIA,  TPAHCMOPTHOTO U
rocTMHMYHOro obecneyeHunn

Heobxoavmbie ymeHUn

OpraHv30BbIBaTb  MPOLECC MOAFOTOBKM K  MNPOBEAEHU0  KOHdEepeHTHOro
MeponpuUATUA MHAMBKAYANbHO U B COCTaBe paboyel rpynnbl

[JOKyMeHTMpPOBaTb pasHble 3Tanbl MNpoueaypbl MOATOTOBKM WM NpoBeaeHun
KOHpEepeHTHOro MeponpuaTUA

MepesaBaTb  MHPOpPMaUMIO,  AOKYMEHTbI M MaTepuanbl  Y4aCTHUKAM
KOHpEPEHTHOTro MeponpuATUA

MoaroTtaenusatb M 060pyA0BaTb CTON Npe3nguyma u paboume mecrta y4acCTHUKOB
coBellaHuA (3acegaHus)




CepBupoBaThb YaliHbll (KOdelHbI) cToN BO BpemMa NpoBeaeHus Kode-nays

Cobntoaatb npasuna Aes0BOro 3TUKETa U NPOTOKONA

MoaaepmMBaTb MMUANXK OpraHU3aLnm

Co3paBatb UMMAOK ceKkpeTapAa, COOTBETCTByPOLLI,MVI MMNOXKY opraHn3saumun

Pabotatb ¢ MHPOpmauUMel, aHaAM3MPOBATb M  NpPeAcTaB/ATb €ee B
CUCTEMATU3NPOBAHHOM BUAE

ObecneunBaTtb 6e30MacHOCTb AeATENDbHOCTU OPraHM3auunn

MpuMmeHATb MHPOPMALLMOHHO-KOMMYHUKALMOHHbIE TEXHOOTUN

ObecneunBaTb KOMPOPT Y4aCTHUKOB KOHPEPEHTHOrO MEPONPUATUA, NOMOraTb B
BOMPOCAX NPOXKMBaAHWA, TPAHCNOPTHOro obecneyeHunn

Heobxogumblie 3HaHUSA

KomnieKkc opraHn3auMOHHO-TEXHUYECKMX MEPONPUATUIA N0 MNOATOTOBKE M
NpPOBEAEHMIO COBELLLAHWI U NeperoBopoB, B TOM YMCIEe MEXAYHAPOLHbIX

MpaBuna BeAeHUs, NOATOTOBKM U OPOpPMIEHMA MNPOTOKONa W APYrUX
AOKYMEHTOB, CO34aBaeMblX B MNpoluecce MNOArOTOBKM  KOHdEpeHTHOro
MeponpuATUA

CoctaBneHune cmeTbl pacxonos

OcHOBbI HaNUcaHmA peqeﬁ 1M AOKNaao0B pykoBoauTena

MpaBuna yCTaHOBNEHUA KOHTaKTa, MOAAEPMaHUA U Pa3BUTUA MEMKINYHOCTHbIX
OTHOLLEHUN

Mpasuna aenosoro oblieHns, Ae/0BOro 3TUKeTa

DTUKET U OCHOBbI MeXOyHapoaHOro NnpoToKoa

MpaBuaa npoBeaeHNA AeNoBbIX Neperosopos




MpaBuna 3alWmTbl KOHOUAEHLMANBHOM Cy»KebHOo nHGopMaunn

TpeboBaHMA oxpaHbl Tpyaa

Apyrve
XapaKTepuUCTUKK

3.3.7. Tpyposasa GpyHKUMA

OpraHusauma NCNOJIHEHMA PELLEHNN, YpoBeHb
HanmeHoBaHMe |ocCyLw,ecTB/ieHMe KOHTPONA NCNOHEHNA Kog C/07.6 |(noaypoBeHb)
nopyyeHnn pykosoautens KBanuduKaumm

MpouncxoxaeHne
TpyAoBoh GyHKUUM

3anmcTBOBaHO U3

OpuruHan X
opurMHana
Kog, PernctpaumnmoHHbIi
opurMHana HoMep
nNpo¢deccnoHanbHOro
cTaHaapTa

TpyaoBble AencTeus

[oKkymeHTanbHOe 0hOopMAEHME PELLEHNIA PYyKOBOAUTENSA

[doBegeHne po cBegeHuMa  paboOTHMKOB  opraHM3auMn  pacnopsxkeHui
pyKoBoauTens

KoopanHauma neAtenbHOCTU NO UCMOJTHEHUIO pEUJEHMﬁ pyrkoBoauTena

BepeHune CPOKOBOro TeryLiero 1 npeaynpeanTesibHOro KOHTpoaA

MpoBepKa UCNOMHEHNA NOPYYEHUI PYKOBOAMUTENA B YCTAHOB/EHHbIN CPOK

MpeaynpexaeHne cOTPyAHMKOB 06 MCTEYEHUM CPOKA MCMOJHEHWS MOPYYEHUN




pyKkoBoauTeNs

®PurKcauma NCNONHEHMA MOPYYEHU

CoctaBneHve OTYETOB M aHA/IMTUYECKMX CMPABOK O BbINOJHEHUWU MNOPYYEHUN U
peleHnii pykosogutens

Heobxogumble
yMeHuA

BecTu cpoKoBYHO KapTOTEKY

BecT yuyeTHble perncTpaumoHHble GOopMbl, UCMNONL30BaTb WMX AAA paboTbl Mo
KOHTPOJII0 UCNOJIHEHWA NOPYYEHWNI PYKOBOAMUTENA

PaboTaTtb ¢ MHbOpPMaLMen NO KOHTPOIO, CUCTEMATU3MPOBATL ee M NPeacTaBaATb
B BMAE CBOAHbIX AOKYMEHTOB

Mcnonb3oBaTh  cpeacTtBa  KOMMYHUKaLUMW  ANA  nepedadn  nopyyveHui
pyKkoBoauTens

Mcnonb3oBaTb COBpPeMeHHble cpeactBa cbopa M 06paboTKM KOHTPO/bHOM
MHbOPMaLum

MpumeHATb MHd)OpMaLI,VIOHHO-KOMMYHMKaLI,MOHHbIe TEXHONIOTUN

OueHunBaTtb Pe3ynbTaTbl B paMKaX NOCTaB/IEHHbIX 3a4a4

OcyLLecTBAATb KOHTPO/Ib UCNOJIHEHWA NOPYYEHUI PYKOBOAUTENA COTPYAHUKAMMU

Heobxoanmble 3HaHNA

Obwme TpeboBaHMA K CPOKAM MCMOAHEHMA [OOKYMEHTOB M  KOHTPO/bHbIM
bYHKLUMAM CNYKObl AOKYMEHTAUMOHHOIO obecneyeHms

MpuHLMNbI, cNocobbl MHGOPMUPOBAHMSA COTPYAHMKOB

3TnKa AenoBoro obLeHns

YnpaBneHYecKas CTPyKTypa OpraHuMsauuu, pyKoBOACTBO OpraHu3aumu, obpasubl
noanucen PyKoBOSALLMX COTPYAHMKOB, KPYr UX MOJIHOMOYMI U OrpaHUYeHUs UX




30H OTBETCTBEHHOCTU

NHCTPYKLMM NO AeNONPOU3BOACTBY U APYTMM NIOKA/IbHbIM HOPMATUBHbBIM aKTaM,
YCTaHaBAMBAOLLMM NOPAAOK peannsaummn ynpasaeHYecKUxX npoLeayp

Apyrvie
XapaKTePUCTUKU

3.3.8. Tpynosble pyHKLUK

OpraHmsauma v nogaeprkaHue YpoBeHb
HanmeHoBaHne | dyHKUMOHANbLHOIO paboyero npocTpaHCTBa Kog C/08.6 |(noaypoBseHb)

npuemHon n kabuHeta pykosoauTens KBannduKaLmm
MpoucxoxaeHne 3aMmcTBOBaHO 13

P . A OpuruHan X
TpyAoBoh GyHKUUM opurMHana
Kog, PernctpaumoHHbIi
opurMHana HoMep
nNpo¢deccnoHanbHOro
CTaHZapTa

TpyaoBble AencTeus

ObecneuyeHune pa6oqero MecCTa pyKoBOAUTENA HEO6XOAMMbIMM cpeacrsamum
OpI'aHMBaLI,MOHHOﬁ TEXHUKU, KaHUENAPCKUMUN NPUHaAONEHKHOCTAMU

OpraHusaums npMemHon opuca B COOTBETCTBUM C TPEHOBAHMAMMU IPTOHOMUKN U
Ky/IbTypbl TpyAa

OpraHusauma obopmMaeHUsA HTEPbepa NPUEMHOM pyKoBoAUTENA

Ob6opyaoBaHue paboyero mecta OPrTeXHWKOW, MepcoHasibHbIM KOMMbIOTEPOM,
BCNOMOraTe/IbHOM TeXHUKOM




OpFaHM3aLI,Mﬂ 060py,CI,OBaHMF| ﬂpMEMHOﬁ cnucTtemamMmm XpaHeHwuA, HEO6XOAVIMbIMVI
I'IpMCﬂOCO6}'IEHMFIMVI, obecneyeHuns KaHUEeNAPCKMMU TOBAPaMU

ObecneyeHne XpaHEHUA M 3aMeHbl PAaCXOAHbIX MaTepPUanoB, NOBCEAHEBHbIN yXoa,
32 OPITeXHUKOM

3aKas KaHUENAPCKUX TOBApPOB, TMMTMeHNYECKNX TOBAPOB, NPOAYKTOB NNUTAaHNA

Heobxogumble
yMeHuA

Co3pgaBaTb ycnosus, obecneumsatolme adpdeKTUBHYIO paboTy pykoBoguTens

MpumeHATb B COOTBETCTBMM C HaA3HayYeHUem CpeacTBa OpFaHM3aLLMOHHOVI
TEXHUKU, KaHUENAPCKKNE NPUHAANEKHOCTUN

OcHauatb paboyee mMecTo pyKOBOAUTENA U CBOE paboyee MecTo HeobXxoAuMbIM
obopyaoBaHMem

OCVLI.I,ECTB/'IﬂTb 3aMeHY pacXodHbIX maTepnanos, yxon 3a Opl’TEXHMKOVI

OcyLuecTBNATL NMOBCEAHEBHBIN YXOZ4 33 KOMWPOBAJIbHLIM annapaTtom, 3aMeHy U
XpaHeHMWe KapTpuaxen, ToHepa

KoHTponnpoBaTb COCTOAHME M MNOMOJHATb 3anacbl KaHLUENAPCKMX TOBapOB,
cpeAacTs rmrneHbl, NPOAYKTOB NUTAaHUA

Heobxoanmble 3HaHUA

TpeboBaHMA OXpaHbl TPyAad, NPOU3BOACTBEHHON CAHUTAPUM, MPOTUBOMOMKAPHOW
3aLLuTbI

OCHOBbl MpPaBW/AbHOM OpraHM3auMM Tpyda W MeToAbl MOBbIWEHUS ero
3pdeKTMBHOCTH

OCHOBbI 3PrOHOMUKM 0duca U GOPUCTUKM

CTaHAapTbl M pekomeHaaumm no o60pyaoBaHMIO 0GUCHbBIX MOMELLEHUIA

CocTaB OpraH13aLMOHHOM TEXHUKM, ee YCTPOMCTBO M NOPAAOK PaboTbl C Hell




Apyrvie
XapaKTePUCTUKU




3.3.9. TpypoBasa ¢pyHKUMA

Pa3paboTKa NOKaNbHbIX HOPMATUBHbIX aKTOB, YpoBeHb
HavmeHoBaHMe |pernameHTUpylowmx paboTty cekpeTtaps Kog C/09.6 |(noaypoBeHb)
KBaMpUKaumnm
MpoucxoxaeHne 3anMMCTBOBaHO 13
P o A OpwuruHan X
Tpy£oBoM GyHKLMMU opuruHana
Kopg, PernctpaunoHHbIn
opurMHana HoMep
npodeccnMoHaNbHOro
CTaHAapTa

TpyaoBble aencTena

Pa3paboTKa A0/1KHOCTHOW MHCTPYKLMK CeKpeTapsa

PaspaboTKa No/soXKeHUA O CEKpeTapuaTte

Pa3paboTKa MHCTPYKLMK NO AE10NPOU3BOACTBY

Heobxogumble
ymeHua

CoctaBnAtb n Od)OpM}'IFITb OpraHn3aunMoHHbIE N MeToAnYeCKne AOKYMEHTDI

Pepaktn POBaTb TEKCTbI Cny)KE6HbIX AOKYMEHTOB

PabotaTb CO BCell COBOKYMHOCTbIO WHPOPMALMOHHO-AOKYMEHTALMOHHbIX
pecypcos opraHM3auum

Monb3oBaTbcs 6Hazamu AaHHbIX, B TOM YUCNE yaaNNeHHbIMUA 6asamu AadHHbIX

Mcnonb3oBaTb CNpaBoYHble NPaBOBble CUCTEMbI

PaboTaTb C KOMNbOTEPOM, KaTanoramum (mankamm) u painamm, cKaHepom




Monb3oBaTbCst 0GUCHLIM NAKETOM (TEKCTOBLIN peaakTop, Tabanubl)

Monb3oBaTbca NepUPePUNHbIMK YCTPONCTBAMM U OPITEXHUKOM

Mo/1b30BaTbCA 3/IEKTPOHHOM NOYTOM

Monb3oBaTbCA CUCTEMAMM /IEKTPOHHOIO ,D,OKyMEHTOO60pOTa

Heobxogumble 3HaHWUSA

MpaBoBble OCHOBbI ynpasieHus (OCHOBbI aAMMHUCTPATMBHOIO, TPYAOBOro M
rpakiaHCKoro npaea)

[elicTBylolwMe nNpaBoBble aKTbl, HOPMATMBHO-METOAMYECKME [OKYMEHTI,
rocyAapCTBEeHHble CTaHAAPTLI, Onpedenstolme MoPAAOK AOKYMEHTALMOHHOMO
obecneyeHuns ynpasneHus

CTpyKTypa, PYKOBOACTBO CTPYKTYPHbIX NoApasaeneHunit, obpasubl nognucei nuu,
MMEIOLLMX NPABO NOAMUCAHUA U YTBEPKAEHUA LOKYMEHTOB, U OTPaHUYEHUs KX
30H OTBETCTBEHHOCTM

MpaBuna AOKYMEHTaLMOHHOro obecneyeHnsa AeATesbHOCTU OpraHM3aLmm

MopAAoK paboTbl C 4OKYMEHTaMM

TpeGOBava, npeavAasnaemble K JOKYMEHTaM B COOTBETCTBMKN C HOPMATUBHbIMMU
dKTaMU N rocyaapCrBeHHbIMU CTaHAAPTaMMN

MpaBuna  COCTaBAEHMA  OPraHM3aLMOHHbLIX  AOKYMEHTOB  (MONOMKEHWUN,
WHCTPYKUMIA, pernameHToB)

Buabl AOKYMEHTOB, UX Ha3Ha4YeHne

OcHosBbl ,CI,OKyMGHTHOVI JNINMHIBUCTUKU

TpeboBaHMWA oxpaHbl TpyAa

Apyrvie




XapaKTepPUCTUKU

3.3.10. TpygoBana ¢yHKUMA

CoctaBnieHne n opopmaeHue YpoBeHb
HanmeHoBaHWe |ynpaBieHYeCKON AOKYMEHTaLMN Kog C/10.6 |(noaypoBseHb)
KBanuduKaumm

MpouncxoxaeHne
TpyAoBon GyHKUUM

3anmcTBOBaHO U3

OpuruHan X
opurMHana
Kog, PernctpaumnoHHbIin
opurMHana HoMep
npo¢deccnoHanbHOro
CTaHAapTa

TpyanoBble AencTeus

CocTaBneHMe MNPOEKTOB pacnopaanTeNbHbIX (NPWKasbl, pacnopsaskeHua) wu
MHPOPMALMOHHO-CNPABOYHbIX [AOKYMEHTOB (CNyXKebHble nuWcbma, CrnpaBKu,
AOKNagHble U cnyKebHble 3anucKun)

MeyaTb CAYXKEOHbIX LOKYMEHTOB U APYrMX MaTepuanos

PasmHoXxeHne C.ﬂy)Ke6HbIX AOKYMEHTOB

KOHTpONb NpPOXOMKAEHMA OOKYMEHTOB B  OpraHuMsaumu (cornacosaHue,
noanucaHue v yTBepxaeHne OKyMeHTa)

Heobxoanmble ymeHUn

PenaktTnpoBaTb TEKCTbI CYKEBHbIX 4OKYMEHTOB

Monb30BaTbCA YHUPULMPOBAHHBIMU GOPMaMM JOKYMEHTOB

Odopmnatb KaccoBble (UHAHCOBbIE AOKYMEHTbl WM [AOKYMEHTbl MO y4eTy




HaK/1aaHbIX pacxo40B

MeyaTaTb CAyXKebHbIe JOKYMEHTbI

Monb3oBaTbca NepUPepPUNHbIMK YCTPONCTBAMM U OPITEXHUKOM

PaboTatb C KOMMbOTEPOM, CKaHEPOM

Monb3oBaTbCcA 0PUCHbIM NAaKETOM (TEKCTOBbLIV peaaKkTop, Tabmubl)

MNonb3oBaTbCA SNEKTPOH HOM no4ToMN

Monb30BaTbCA CUCTEMAaMM 3TIEKTPOHHOTO AOKYMEeHTO060opoTa

ObecneunBaTtb 6e30MacHOCTb AeATeNbHOCTU OpraHn3auunmn

Heobxogumblie 3HaHUSA

MpaBoBble OCHOBbI ynpaBiAeHUA (OCHOBbI agMMHUCTPATUBHOIO, TPYAOBOMO U
X03ACTBEHHOTIO NpaBa)

CTpyKTypa opraHu3aummn, pyKOBOACTBO CTPYKTYPHbIX NogpasgeneHuii, obpasibl
noAanucel NnL, MMELMX NPaBo NOAMUCAHUA U YTBEPKAEHUA LOKYMEHTOB, U
OrPaHNYEHUA X 30H OTBETCTBEHHOCTU

I'Ipanma AOKYMEHTALMOHHOIO obecneyeHus AeATENbHOCTU OPraHn3aunmn

MopAaAoK paboTbl C 4OKYMEHTaMM

Tpe6OBaHVIFI, npegbAasaaemble K JOKYMeEHTam B COOTBETCTBUN C HOPMATUBHbIMUA
dKTaMU N rocyaapCrBeHHbIMU CTaHAAPTaMMN

Bunabl AOKYMEHTOB, UX Ha3HaYeHune

I'Ipanma COornacoBaHA OOKYMEHTOB OpraHn3auunn (BHyTDEHHeI'O n BHeLLIHEFO)

Mpasuna nognucaHnA U yTBepXKAEHUA JOKYMEHTOB

MpaBuna coctaBieHna u  odopmaeHua  MHOOPMALMOHHO-CNPABOYHbIX,




ynpaB/eHYeCKNX AOKYMEHTOB U Cﬂy)Ke6HbIX nmcem

OCHOBbI 4OKYMEHTHOM IMHIBUCTUKM

pammaTuyeckmne npasuia PyccKoro A3bika

TpeboBaHMA oXxpaHbl TpyAa

Apyrve -
XapaKTePUCTUKM

3.3.11. TpygoBsas ¢pyHKUMA

OpraHusauus paboTbl ¢ AOKYMEHTaMU B YpoBeHb
HaumeHoBaHMe |npuemHol pykoBoauTeNs Koa | C/11.6 |(nogyposeHb)
KBannduKaLmm

MpoucxoxaeHune 3aMmCTBOBAHO U3
. OpuruHan X
Tpy£oBon GyHKLMMU opurnHana

Koa PernctpaumoHHbIi
opuUrnHana HOMmep
npo¢deccnoHasbHoro
CTaHZapTa

Tpyanosble geicteua | MonydyeHue, nNpeaBapuTeNbHOE PACCMOTPEHME M COPTMPOBKA MOCTYNAOWMX B
NPUEMHYIO PYKOBOAUTENA AOKYMEHTOB

MoaroToBKa AOKYMEHTOB A/1A PaCCMOTPEHNA PYKOBOAUTENNIEM

YyeT 4OKYMEHTOB, NOCTYNaloWMX Ha UMA PyKOBOAUTENA

Opl’aHMBaLI,VIFI A0CTaBKU AOKYMEHTOB UCMOJTHUTENAM




BeaeHune nHGOPMaLMOHHO-CNPABOYHON PaboThl

KOHTpO/Ib UCNOAHEHMA AOKYMEHTOB M MOPYYEHUI pyKOBOAMTENA

Heobxoaumble
ymeHua

PaboTaTtb Cc BXoAAaLLeN, UCXOAALLEN, BHYTPEHHEN AOKYMEHTaLMEN

Monb3oBaTbCA CUCTEMAMM 3NEKTPOHHOIO AOKYMEHTOObopoTa ANa perncrpaumu,
KOHTPO/I OKYMEHTOB Y MHPOPMALMOHHO-CNPABOYHOMN PaboTbl C AOKYMEHTAMM

MNpumeHATb MHGOPMALNOHHO-KOMMYHUKALMOHHbIE TEXHOMOMMKU ANnA PaboTbl C
AOKyMeHTaMu

CoctaBnAtb U Od)OpMI'IﬂTb HOPMaATUBHbIE aKTbl

Heobxogumble 3HaHUA

HopmaTtuBHble MpaBoBble aKTbl, HOPMAaTUBHO-METOAMYECKME  OOKYMEHTHI,
rocy4apCTBEHHbIE CTaHAAPTbl, onpeaensiolmne nopAanoK AOKYMEHTaLMOHHOro
obecneyeHns ynpasneHua

CTpyKTypa opraHu3aLmm, pyKoBOACTBO CTPYKTYPHbIX NoApasae/ieHnit

CoBpemeHHble MHGOPMALIMOHHbIE TEXHONOTMK PaboTbl C AOKYMEHTaMU

MopsaAaoK paboTbl C JOKYMEHTaMM, CXeMbl OKYMeHTO060poTa

I'Ipanma pa6OTbI C BXo4AWNMU, NCXogAWLMMUN U BHYTPEHHUMU AOKYMEHTAMU

Mpasuna opraHU3auUUM KOHTPOAA MUCNOAHEHUA OOKYMEHTOB W TUMOBble CPOKMU
NCNONIHEHNA OOKYMEHTOB

I'Ipanma COCTaB/1€HMA aHA/IUTUYECKUX CNpPaBOK MO OpraHuM3auun p360TbI C
AOKYMEHTAMU U KOHTPOJTKO UCNOJTHEHNA OOKYMEHTOB

MpaBuna co3gaHua W BeAeHUA 6a3  [AaHHbIX CAYKEeBHbIX [JOKYMEHTOB B
opraHusaumnm

Cucrtemsl 3/1EKTPOHHOIO AO0KYyMme HTO060 poTa




TpeboBaHWA oxpaHbl Tpyaa

Apyrve
XapaKTepUCTUKM

3.3.12. TpygoBaa pyHKLMA

OpraHn3auma xpaHeHUA 4OKYMEHTOB B YpoBeHb
HanmeHoBaHWe |npuemHOM pyKoBoauTena Kog C/12.6 |(noaypoBeHb)
KBaMpUKaumnm

MpoucxoxaeHue
TPYA0BOW GYyHKLMM

3anMCcTBOBAHO M3

OpwuruHan X
opurnHana
Kog, PerncrpaumoHHbIn
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpypoBble fencrauns

Pa3paboTKa pa3fenoB HOMEHKNATYPbI A&/l OpraHM3aumm

CDOpMMpOBaHMe n O(I)OpM}'IEHVIe Aen NoCToAHHOro, 4oNroBpemMeHHOro Cpokos

MoarotoBKa n nepegada gen B apxme opraHnsaummn

Heobxogumble
ymeHua

PaspabatbiBaTb HOMEHKNATypy AeN OpraHusaumm C y4eTOM AeNCTBYHOLLMX
HOPMaTMBHO-METOANYECKMX AOKYMEHTOB

Mcnonb3oBaTb HOMEHKNATypy A4en MNpu M3yyeHWUM CTPYKTYpPbl OpraHusaumm,
COCTaB/IEHUWN ONUCel aen

dopmuposatb M odpopmaATb gOena B COOTBETCTBMM C  YTBEPNKAEHHOM




HOMEHK)’I&TypOﬁ Aen opraHnsaunun

Ob6ecneynBaTb COXPAHHOCTb AOKYMEHTOB OpraH13aLmm

MponsBoanTb NOAroTOBKY AeN ANA Nepenayu B apxms

MpumeHATbL VIHd)OpMaLI,VIOHHO-KOMMyHMKaLI,MOHHble TEXHONOTMN AnAa pa6OTbI C
AOKYMEHTaMU

Heobxogumble 3HaHWUSA

HopmaTuBHble MpaBOBble aKTbl, HOPMATMBHO-METOAMYECKME [OKYMEHTDI,
rocygapcTBeHHble CTaHAapTbl, onpegenstowme NopAAoK AOKYMEHTaUMOHHOro
obecneyeHuns ynpasneHus

Buapl HomeHKnatyp, obume TpeboBaHMA K HOMEHKNAType, MeTOAMKa ee
cocTaBaeHus 1 opopmaeHna

Mopadok ¢opmupoBaHna U odpopMaeHUA [en C YyKasaHuem cneumduKu
$bOpPMMPOBAHMA OTAENbHbIX KaTeropuii aen

Mpasuaa xpaHeHUsA e, B TOM YMC/e C JOKYMEHTaMM OrpaHUYeHHOro 4ocTyna

Mpasuna BblAa4Yn U NCNONb30BAHNA AOKYMEHTOB 13 Cd)OpMMpOBaHHbIX aen

TpeboBaHMWA oxpaHbl TpyAa

I'Ipanma noAroToBKM U nepenayvyn gen B apxme OpraHnM3aumnmn

Opyrue
XapaKTepPUCTMKM

3.3.13. Tpygosble GyHKUUM

YpoBeHb

HanmeHoBaHne |ObecnevyeHune pykosBoamTens MHpopmaumen Kog C/13.6 |(noaypoBseHb)

KBannpuKaumm




MpoucxoxaeHune
TPYAOBOW GYHKLMMU

3anmcTBOBaHO U3

OpuruHan X
opurnHana
Kopg PerncrpaumoHHbIN
opurMHana HoMep
npodeccnMoHanbHoro
CTaHAapTa

TpyanoBble AencTeus

Céop w nepepabotka wHPOpMauUMK, HeobXOAMMOW  ANA  MPUHATUA
060CHOBaHHbIX YNPaBAEHYECKUX PeLleHu

MpoBepka [OCTOBEPHOCTH, MOAHOTBI WM HEMNPOTMBOPEYMBOCTU  AAHHbIX,
UCKNOYeHWe ayb6amnmpoBaHusa MHpopmaLmm

MNpepoctasneHne AaHHbIX B €4UHOM U y,CI,O6HOM AnAa BoCnpuATUA cbopmaTe

BbiaBieHMe Hanbonee 3HAYMMbIX KPUTEPMEB CUCTEMATM3IAUNK MHPOPMaLMK A
co3aHuA 6a3 AaHHbIX

CDOpMMpOBaHVIe M Ucnonb3oBaHue 6as AaHHbIX B OpraHn3auunm

Heobxoavmbie ymeHUn

OcywectBnatb cbop, obpaboTKy M aHann3 MHPOPMaLMM B COOTBETCTBUM C
TPeboBaHMAMM  KPATKOCTU, YETKOCTU  POPMY/IMPOBOK, CBOEBPEMEHHOCTM
NOCTYN/IEHUS,, TOYHOCTU U [OCTOBEPHOCTU, OMTUMANbHOCTU CUCTEMATU3ALUM,
HenpepbIBHOCTM cbopa U 06paboTkm MHPopmaLmm

OcyLWwecTBNATb PErnCTPaLMIo, HaKoMAeHMe U nepegady, CMCTeMaTU3nMpPoBaHHOE
XpaHeHue u Bblaady MHPopMaLmn B Tpebyemoit dopme

CoctaBnAtb U Od)OpMJ'IﬂTb CBOAHbIE, OTYETHbIE, CTAaTUCTUHECKNE OOKYMEHTbI

OcyuwectBnate 00paboOTKy W CTPYKTypupoBaHWe WHPopmauuu, obpasys
MHbOPMaLMOHHbIE pecypchbl




BBoauTb HOBble AaHHbIE B Cl'lpaBO‘-IHO-MHCI)OpMaLI,VIOHHbIe CncTembl

BBOAMTL B MamMATb KOMMbOTEPaA INEKTPOHHbIE 06pa3sbl JOKYMEHTOB

Mpon3BoauTb MOWUCK WHPOPMALMKM B CylecTBylOWMX 6asax AaHHbIX, BeCcTu
MHPOPMALMOHHO-CNPABOYHYO pPaboTy Ha OCHOBE pPas/NMYHbIX KOMBMHAUMNA
NOWCKOBbIX NPU3HAKOB

MpuMmeHATb MHGOPMALLMOHHO-KOMMYHUKALMOHHbIE TEXHONOTUN

Heobxoanmble 3HaHUA

OcobeHHOCT GOPMUPOBAHUA BHELWHMX W BHYTPEHHUX MHPOPMALMOHHBIX
NOTOKOB

CocTaB BHELWHUX MHGOPMALMOHHBIX MOTOKOB

CocTaB BHYTPeHHUX MHPOPMALMOHHbIX MOTOKOB

CTpyKTypa opraHu3aLmm 1 NopaaoK B3aMMOAENCTBMA NOAPa3AeeHNI U CyK6

OcobeHHOCTM dopmmnpoBaHMA Ba3 AaHHbIX B OpraHusaLmm

CoBpemeHHble Hay4Hble MeToAbl U TeXHUYecKMe CpeacTBa, cnocobcTeylowme
cbopy, 0bpaboTKe, COXpaHEHMIO U Nepesaye MHGOPMALMOHHbIX MOTOKOB

MeTtoabl 06pa6OTKM VIHd)OpMaLI,MM C NPUMEHEHNEM COBPEMEHHbIX TEXHUYECKUX
cpencrte KOMMYHMKaLLMﬁ n CBA3N, BbIYUCAUTENIbHON TEXHUKM

TpeboBaHMA oxpaHbl Tpyaa

Apyrvie
XapPaKTePUCTUKHU

3.3.14. TpygoBsas ¢yHKUUS

HanmeHoBaHne |OpraHusauma MHGOPMaLMOHHOIO Kog C/14.6 |YposeHb B




B3aMMOAENCTBUA PYKOBOANUTENS C (noayposeHb)
nogpasaeneHuAMM 1 A0KHOCTHbIMU MLLaMU KBannduKaLmm
opraHusauum

MpouncxoxaeHne
Tpy£oBoM GyHKLMMU

3anmcTBOBAHO M3

OpwuruHan X
OpurMHana
Koa PerncrpaumoHHbIn
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

NHpopmmpoBaHMe pabOTHMKOB OpraHU3aLMm O peLleHnAX pyKoBoauTens

OpraHusauma obmeHa  MHOoOpmauMen  Mexay  NoApasgeneHnamu U
AOKHOCTHLIMW INLLAMU OPraHM3aL MK

OnosgelyeHre PabOTHUKOB O NPEACTOALLMUX MEPOMPUATUAX

OpraHmsau,Mﬂ BCTpEeY TpyaoBOro KoAnekTnea C pykosoacrsom

NHopmmpoBaHue pykoBoguTens o6 obpalleHMsaxX COTPYAHUKOB Mo pabounm wu
JINYHbIM BOMPOCaM

Heobxogumble
ymeHua

Mcnonb3oBaTb coBpeMeHHbIe TEXHOA0Mnmn c6opa n nepegavn MHd)OpMaLI,VIM

Ocywectenatb cb6bop u nepepaboTky WHboOpmauum, Heobxoaumon ans
AeATeNIbHOCTH

OCyLLI,eCTBﬂFlTb CNCTemaTmn3auunto noay4aemMbliX U nepegaBaembiX AaHHbIX

OcylLecTBNATb MPOBEPKY LOCTOBEPHOCTWU, MOAHOTbI WM HEMPOTUBOPEYMBOCTM
[AaHHbBIX, UCK/toYeHne aybampoBaHusa MHGopmaumum




npe,ﬂ,OCTaBﬂﬂTb AaHHble B EAUHOM U yﬂ,O6HOM Ana BoCnpuAaTnA d)opmaTe

MHOroKpaTHO MCMO0/1b30BaTb NOJIYYEeHHY0 MHPOPMALMIO, MOCTOSSHHO OOHOBAATL
OaHHble

Obecneunsatb onepaTnuBHOCTb MHd)OpMaLI,MOHHbIX NOTOKOB

PaboTaTb C KOMNbLIOTEPOM, UCMOIb30BaTb OPUCHBIN MaKeT (TEKCTOBbLIN pegaKkTop,
Tabnumubl)

Heobxoanmble 3HaHUA

HOpMaTVIBHbIe npaBoBble  aKTbl, HOPMATUBHO-METOAUYECKMNE  OOKYMEHTHI,
rocygapcCrtBeHHbIe CTaHAapPTbl B cd)epe AeATENbHOCTU OpPraHn3auunn

CTpyKTypa  OpraHv3aumu, pPyKOBOACTBO  CTPYKTYPHbIX  MoApasaefeHui,
HanpasieHnAa AeATeNbHOCTU OpraHusauumn n KOoMneTeHUnUn CTPYKTYPHbIX
noapasgeneHnin N AOMAKHOCTHBIX AL,

Knaccudukauma  ynpaBneHYecko  MHPopmaumum, BUAbl  ynpaBAeHYECKOM
nHpopmauymm

dopmbl NpeaocTaBaeHMA ynpaBaeHYeCKon MHbopMmaLLMm

MCTOUYHMKM ynpaBaeHyeckoi nHdopmaumnm

MeToauka oT60pa UCTOYHUKOB MHPOPMALUK

TpeboBaHuWA, NpeabABAAEMbIE K YNPaBAeHYeCcKon MHbopmaLmm

TpeboBaHMA oxpaHbl Tpyaa

Lpyrue
XapaKTepuUCTUKK

3.4. O606LwweHHas TpyaoBas GyHKLMA




NHPOopMaUMOHHO-aHAaNUTMYECKanA U

OpraHM3aUNOHHO-aAMUHUCTPATMBHAA YpoBeHb
HanmeHoBaHue P 4 A P Koa D P

noaAeprKKka AeATeNIbHOCTU PyKoBOAUTENA KBa/IMPUKaLmnm

opraHusauum
MpouncxoxaeHne

o o 3anmcTBOBaHO U3
0606L1eHHON TPYA0BOW OpwurunHan
opurnHana
dYHKUMM
Kog, PerncrpaumoHHbIn
opurnHana HOMmep
npodeccnMoHanbHOro
CTaHZapTa

Bo3moKHble HaMMEHOBaHMA
[ONKHOCTEM, npodeccui

NomoLwHmK pykosoguTensa

TpeboBaHuMA K 06pa3oBaHUIO U
0byvyeHuto

Bbicwee obpasoBaHue - 6akanaspuar
[ononHutenbHoe npodeccroHanbHoe obpasoBaHme

TpeboBaHMWSA K OMbITYy
NpPaKTUYeCcKon paboThbl

He meHee Tpex nerT no FlpOd)I/IIHO AeATENDbHOCTU OPraHn3auunn

Ocobble ycnoBuA gonycka K
paboTe

[pyrve xapakTepuctnkm

JononHuTtenbHoble XapPaKTePUCTUKHN

HanmeHoBaHWe AOKYMeEHTa

Kog,

HanmeHoBaHMe 6a30Boi rpynnbl, 4OAXKHOCTU (Npodeccun)




WU CNeumnanbHOCTH
OK3 2432 bubnunotekapu, bubnmorpadsl, LOKYMeHTOBEADI U
cneumanncTbl POACTBEHHbIX Npodeccuin
OKCO 032001 JoKymeHToBeAeHME N AOKYMEHTaLMOHHOE obecrneyeHne
ynpasneHua
032002 JoKymeHTaunoHHoe obecneyeHmne ynpasaeHus u
apxuBoBefeHue
3.4.1. Tpyposble GyHKUUM
dopmuposaHue MHGopMaLNOHHOIO YpoBeHb
HanmeHoBaHWe |B3aMMOAOENCTBMA PYKOBOAUTENA C Kog D/01.6 |(noaypoBeHb)
opraHmMsaunamm KBaMpUKaumnm

MpoucxoxaeHue
TPYA0BOW GYyHKLMMU

3anMCcTBOBAHO M3

OpwuruHan X
opurnHana
Kog, PerncrpaumoHHbIN
OopuUrnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

TpypoBble fenctaus

OT60p MCTOYHMKOB VIHd)OpMaLI,I/IVI B COOTBETCTBUU C 3a4aHHbIMU KPpUTEPUAMU

O6paboTKa 1 MHTepnpeTaumsa MHGopMaLnn ANA NOArOTOBKM MPOEKTOB peLleHNiA

MoAroToBKa 3anpocoB Mo NOPYYEHMIO PYKOBOAUTENA HA NOAyYeHUe LOKYMEHTOB
M WHPOpMauMM B OpraHax rocyfapCTBEHHOW BAacTM W YNpaB/eHus,
06LEeCTBEHHbIX OPraHM3aLMAX U MoJlyYeHWe COOTBETCTBYIOLWLEN MHPOpMauun u
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AOKYMEHTOB

NHbopmMpoBaHME PYKOBOAUTENA O pe3yabTaTax PacCMOTPEHUs 3anpocoB W
obpauieHuin

OpraHusauma pelleHns BOMPOCOB, He TPebylowmx HenocpeacTBEHHOrO y4acTus
pyKkoBoauTens

MoAroToBKa MaTepuanoB AJIA y4acTUA PyKoBoAWUTENs B paboTe pas/iMyHbIX
CTPYKTYp B  COCTaBe TrOCYAApPCTBEHHbIX W MYHMLUMNAJbHbIX  OPraHoB,
06LecTBEHHbIX OpraHM3aunit

MoaroToBka AOKYMEHTOB ANA 3aK/JHOYeHUA cornaweHnn o coTpyaHun4decrtee C
AeNnoBbiMU NapTHEPaMM

NHPopmMMnpOBaHME [eN0BbIX MAPTHEPOB WM 3aMHTEPECOBAHHbLIX OPraHW3auun o
peLIeHMAX PYKOBOANUTENSA B XOA4€E BbINOSHEHUA COralleHni

Heobxoaumble
ymeHua

AHanu3npoBatb M OTOMpATb WMCTOYHMKM MHOOPMALMM B COOTBETCTBUM C
KPUTEPUAMM MNOAHOTLI, [OCTOBEPHOCTM, CBOEBPEMEHHOCTU MpPesoCTaBAEHUA
nHpopmauum

Cobupatb, 0bpabaTbiBaTb M aHa/M3MPOBaTb WMHPOPMaLUIO B COOTBETCTBUM C
3aZ@aHHbIMM TPeboBaHMAMM

MNepenasatb MHd)OpMaLI,VIIO B CMCTemMaTn3npoBaHHOM Buae

O6pabaTtbiBaTb U CTPYKTYpUpoBaTb MHbOpmaumio, obpasys MHPOPMaLMOHHbIE
pecypcbl

MpounsBoguTb MOUCK MHOOPMALMM B CYLLECTBYIOWMX 6as3ax [aHHbIX, BeCTU
MHPOPMALMOHHO-CNPABOYHYO pPaboTy Ha OCHOBE Pas/iNYHbIX KOMOWHauMi
MOWMCKOBbIX MPU3HAKOB

Ob6ecneunBaTb MHPOPMALMOHHYIO HE30MACHOCTL OpraHM3auum




PaboTaTb C KOMMbIOTEPOM, MCNONb30BaTb ODUCHbLIN NaKeT (TEKCTOBbIM peaakTop,
Tabnunubi)

Heobxoaumble 3HaHUA

BHYTpPEHHSAA U BHELHAA NOJUTUKA OpraHM3aumm

MpuHLUKXNBI NpeaCcTaBUTENbCTBA B rOCYAapCTBEHHbIX OpraHax, opraHax MecTHOro
camoynpassieHnAa, CTOPOHHUX OpraHn3aumnax n NnopAaaokK B3aVIMO,D,EI7ICTBMFI C HUMU

MpUHLMNBI U MeTOAbl AAMUHUCTPUPOBAHUSA

OcobeHHOCT GOPMMPOBAHMA BHEWHWX U BHYTPEHHUX WHPOPMALMOHHDBIX
NOTOKOB

CTpyKTypa opraHmMsaLmm 1 Nopsaok B3aMMogencTBna NogpasaeneHnin n cnyxo

Mpasuna GopmMpoBaHMA N UCMOSIb30BAHNA 6A3 AaHHbIX

CoBpeMeHHble HayyHble MeToAbl M TEXHWYECKMEe cpeacTBa, CrnocobcTeylolime
cbopy, 06paboTKe, coXxpaHeHUto U Nepesave MHopMaLLUK

MpaBwnaa 3awnTbl KOHOUAEHLMANBHON CyKebHO nHPopmaLmMm

COBpEMEHHbIe MH¢OpMaLI,MOHHbIe TEXHON0TUN

Apyrvie
XapPaKTePUCTUKU

3.4.2. Tpyposasa GyHKUMA

AHanus nHpopmaLMm 1 NOAFOTOBKA YpoBeHb
HanmeHoBaHMe |UMHOPMALMOHHO-aHANUTUYECKMX Kog D/02.6 |(noaypoBeHb)

maTepmanos KBanuduKaumm
MpoucxoxaeHne OpwurunHan X |3ammcTBoBaHO 13 ‘




TPYA0BOWN GYHKUMK

opurnHana
Kopg PerncrpaumoHHbIN
opurnuHana HOoMep
nNpodeccnoHanbHOro
CTaHAapTa

TpyanoBble AencTeus

Cb6op, nepepaboTka M aHaNU3 UHPOPMALMN ANA PELEHUA 3a4a4y, NOCTaBEHHbIX
pyKoBoguTenem

Moarotoska MHPOPMALMOHHO-AHAIUTUYECKUX MaTepnanos

Pa3pa60TKa TeMaTn4yeckoro niaaHa O630pHOFO AOOKYMEHTa, AOKNnada

OnpegeneHune Kpyra bubanorpadpmuyeckmx MCTOYHNKOB

Moabop UCTOYHMKOB M nUTepaTypbl Mo Teme 0630pa, AOKAaAa, aHANMTUYECKOM
CNpaBKu

HanucaHue n opopmneHune o63opa, 4OKNAA3, AHANUTUYECKOM CNPaBKK

Heobxoanmble ymeHUn

PaBpa6aTbIBaTb TeMaTUyecKuit nnax o630pa, AOKnaaa, aHaIMTUYECKOM cnpaBKu

O60cHOBbIBaTb AKTYa/Z1IbHOCTb Flp06ﬂeMbI, KOTOpyO npegcrtonut OCBETUTb B
o630pe, AOKnage, cnpaBke

Monb3oBaTbcd  MHPOPMALMOHHBIMM  pecypcamuM U CUCTEMATM3NPOBaATb
MHPOPMaLMIO NO 3a4aHHbIM KpUTEPUAM

I'IpanmbHo MHTEPNPETUPOBATb MOJIydEHHbIE AdaHHbIE M NPeanocCTtaB/IATb UX B
cncremaTuanposaHHoOM snge

Onpeaenatb Kpyr UCTOYHMKOB WU NUTepaTypbl, HEO6X0AMMBbIX ANA NOATOTOBKM
NHPOPMaLMOHHO-aHAIMTUYECKMX MaTePHUaNoB




U3naraTb maTepunan B Jlornyeckom nocneanoBaTe/ZIbHOCTH

npOVI3BO,EI,VITb dHa/In3 N OUEeHKY U3/10XKeHHOITo matepuana

OdopMNATb TEKCT B COOTBETCTBYIOLWLEM CTUE

PepaKktnpoBaTb TEKCT 4OKYMEHTOB

dopmynnpoBaTh BbIBOAbI U pEKOMEeHAALNN

OcywecTBnaTb aBTOMAaTM3auMIO npoueccoB cbopa, XpaHeHWA W Bblaauu
nHpopmaymm

Monb3oBaTbCA YCTPOMCTBAMW aBTOMATU3MPOBAHHOM 06paboTKM TEKCcToBOM
UHbopMauun n GoToHabopHbIMK YCTPOMCTBaAMM

MpUMeHATb BbIYUCAUTENBHYIO TEXHUKY W MHd)OpMaLI,MOHHbIe TEXHONOTMKN ANA
3KOHOMMYHOMN W paLl,MOHaﬂbHOVI opraHunsauuun MHd)OpMaLI,MOHHbIX npoueccos,
NOBbILLIEHNA UX TMOKOCTU U ANHAMUNYHOCTU

Mpon3BoauTb AUTEPATYPHO-CTUAUCTMYECKYIO 06paboTKy TeKcTa, MpoBEpKY
NOTMYECKON NOCNeA0BaTeNbHOCTU U3/0XKEHUA, aHaM3a M OUEHKM, HanucaHua
BbIBOAOB M peKOMeHaaLui

anMEHﬂTb OCHOBbI nNcnxonormn aenosoro O6LLI,eHI/IF|

Heobxoanmble 3HaHNA

HopmaTvBHble MpaBoBble aKTbl, HOPMATMBHO-METOAMYECKME [OKYMEHTHI,
rocygapcCrtBeHHble CTaHAapPTbl B chepe AeATENbHOCTU OpPraHn3auunn

CTpyKTypa  OpraHusauumu, PyKOBOACTBO  CTPYKTYPHbIX  NOApasAeneHui,
HanpaBNeHUsA [eATe/NbHOCTU OpraHM3auum UM KOMMETEHLMU  CTPYKTYPHbIX
noApasaeneHnn U AOKHOCTHBIX UL

Knaccudumkauma  ynpasneHyecko  uHPopmauuu, BUAbl  ynpas/eHYecKomn
nHpopmaymm




dopmbl NpegocTaBAeHUA ypaBieHYeckon MHopMaL MK

NCTOYHUKM ynpaBneH4yeckon WHOpMaLUUKM, MeToAMKa OTOOpPa WCTOYHMKOB
nHbopmaumm

TpeboBaHuWsA, NpeabABASEMbIE K YNPaBAEHYECKON MHbOpMaLMK

OcobeHHoCcTM pedepupoBaHns WMHbopmauun, cneunduka odopmaeHua U
COCTaB/I€HMA aHHOTaUMM, pedepaTtos, 0630p0OB, AOKIAA0B

KaTeropuu notpebuteneii, Ha KoTopble ByaeT paccunTaH AaHHbIM 0630p, AOKNA4,

MeToabl 06paboTKn MHPOpPMALMM C NPUMEHEHNEM COBPEMEHHbIX TEXHUUYECKNUX
CPeACcTB KOMMYHUKALUMIA U CBA3U, BbIYUCIUTENIbHOM TEXHUKN

CTpyKTypa MHPOPMALMOHHbBIX W34aHWMMA B 33aBMCMMOCTM OT  XapaKTepa
MHbOPMaLMK U LLeNeBOro HasHaYeHMA MHGOPMALMOHHbIX U3LaHUI

CoBpemeHHble cpeacTBa cbopa, 06paboTku, cucTemaTnsaunmn MHbopmaumum

NCTOYHUKM nHbOpMaUmMK: KaTanorn 6nbAnoTeK, *KypHanos, MOUCKOBbIE CUCTEMBI
MHOOPMAUNOHHO-TENEKOMMYHUKAUMOHHOM ceTu  "UHTepHeT", 31neKTPOHHble
6a3bl AAHHbIX

dyHKUMOHaNbHOEe HasHauyeHue ob3opa (bubnuorpaduyeckoro, pedepaTMBHOrO,
aHA/IMTUYECKOro) KaK CpeacTBa OpMEHTaLUuKM YyuTaTens B AOKYMEHTA/IbHOM UAW
MHPOPMaLMOHHOM NMOTOKe

OcobeHHOCTH 06LLeHayYHOM M NparmaTnyeckon GpyHKLuMmn 0630pos

Mpasuna paboTbl C BHEWHUMW HOCUTENSIMU MHPOPMALUN

HopmaTuBHble  OOKYMEHTbl, rocyAapcTBeHHble CcTaHAapThl B 06nactu
AeATeNIbHOCTM OpraHM3aLuu

MoHsATHE 1 cneunduKka bubnmorpadpuyeckoro, pepepaTMBHOrO U aHAUTUYECKOTO




MHd)OpMaLI,MOHHOI'O n3aaHunA

CnpaBoYHble NPaBOBble CUCTEMbI

Apyrve
XapaKTepuUCTUKK

3.4.3. TpygoBasa ¢yHKUMA

OpraHu13aums Aen0BbIX KOHTaKTOB U YpoBeHb

HaumeHoBaHME | NPOTOKONbHbIX MEPONPUATHIA Koa | D/03.6 |(nogyposeHb)

KBanuduKaumm

MpouncxoxaeHne
TpyAoBoh GyHKUUM

3anmcTBOBaHO U3

OpuruHan X
opurnHana

Kog, PernctpaumnmoHHbIi
opurMHana HoMep
nNpo¢deccnoHanbHOro
cTaHaapTa

TpyaoBble AencTeus

OpraHvsauMa M nNAaHMpPOBaHME AEeNOBbIX KOHTAKTOB, BCTpeY M Noesnok
pyKkoBoauTens

OpraHusauus  3acefaHuii, COBELWAHWM U MeponpuaTMiA, NPOBOAUMbIX
pyKkoBoguTenem

MoAarotoBKa maTepuanos A coBelaHnii, BeaeHne n odopmaeHme NpoToKoN0B

MoaroToBKa ﬂpeBeHTaLl,VIVI NO YKAa3aHUK pyKoBOOUTENA

MoAroToBKa M NpoBeAeHMe Npecc-KoHdpepeHLmMa pykoBoauTens




BcTpeya y4yacTHMKOB neperoBopoB, obecneyeHne uX WMHOGOPMALLMOHHLIMU
mMmaTepuanamu, BegeHue 3anuncein neperoBopos

Heobxogumble ymeHUs

CocTaBnATb NNAH NOE34KN pyKoBOAUTENSA

OdopmnaTb AOKYMEHTbI, HeobxoaMMble ANA AeN0BOW NOe3AKM, KOMaHAMPOBKU
pyKoBoauTens

CoctaBnatb M 0popMAATb NPOTOKO/IbI COBELWAHWI, 3acedaHuin u  gpyrux
KOHpEPEHTHbIX MEPONPUATUIA, TOTOBUTb CMMCOK Y4YaCTHUKOB, MOBECTKY [HS,
ABOYHbIE TNUCTbl U NPOEKTblI UTOTOBbLIX AJOKYMEHTOB

CoctaBnAtb n pecc-pennsbl

BecTv neperoBopbl ¢ NapTHepamm

PaboTaTb B pexmnme MHOrosaga4yHocTun

PaboTatb c 601bWIMM 06BEMOM MHPOPMaLMK

CosgaBath M NOAAEPMMBATb MNOMIOXKUTENbHBIA  UMMAXK OpraHM3auuMm U
pyKoBoauTens

Mcnonb3oBaTb BblYNUCNNUTENbHYIO TEXHUKY n VIHd)OpMaLI,MOHHO-
KOMMYHUKaAUNOHHbIE TEXHONOTMU AONA 6onee 3KOHOMWYHOW U paLI,MOHal'IbHOﬁ
OopraHnsauuun VIHd)OpMaLI,I/IOHHbIX npoueccos, noBblWeHNA WUX rmbrkoctn w
ANHAMUNYHOCTU

ObecneunBaTb MHHOPMALMOHHYIO 6€30MacHOCTb OpraHM3auum

Heobxoanmble 3HaHUA

HOpMaTVIBHbIe npaBoBbleé aAKTbl, HOPMATUBHO-METOAUYECKNE  OOKYMEHTDI,
rocygapcCrtBeHHble CTaHAapPTbl B cd)epe AeATENDbHOCTU OpPraHn3aunn

CTpyKTypa opraHM3aummn, pyKoBoaALWMM COCTaB OpraHM3aumMm 1 nogpasaeneHun,
HanpaBiAeHUA OeATENbHOCTU OpraHM3aumMmM U KOMMETEeHUMW CTPYKTYPHbIX
noAapasaeneHnin u AoNKHOCTHbIX NnLL




MNcmnxonorna genosoro O6LLI,€HVIFI, OCHOBbI KOH(bﬂMKTOJ'IOI'MVI

Mpasuaa nposeeHNA Ae/10BbIX NePeroBoOPoB 1 NMPOTOKO/IbHbIX MEPOMNPUATUIA

ITUKET U OCHOBbI MeXAyHapOAHOro NPOTOKO/1a

MpaBuaa cocTaBAeHUSA U OPOPMIEHNA AOKYMEHTOB

MpaBuna 3aWwmTbl KOHPUAEHUMANBHOMN CAyKebHON MHbopPMaLUK

MHd)OpMaLI,MOHHO-KOMMVHMKaLIMOHHbIe TEXHO/I0TNN

Apyrve
XapaKTePUCTUKM




3.4.4. TpypoBaa pyHKLMA

HanmeHoBaHue

OpraHu13aums UcnosiHeHNs pewweHui
pyKkoBoauTeNs

YpoBeHb
Kog | D/04.6 |(noaypoBeHb)
KBaMpUKaumnm

MpouncxoxaeHne
Tpy£oBoM GyHKLMMU

3anmcTBOBaAHO M3

OpwuruHan X
OpurMHana

Kog, PermcrtpaumoHHbIi
opuruHana Homep
npodeccnoHanbHoOro
cTaHaapTa

TpyaoBble aencTena

[lokymeHTanbHOEe oOdopmMIeHVNe pelleHUid PYKOBOAMUTENs, [LOBefeHuWe A0
cBefeHus paboTHMKOB OPraHM3aLLMmM YCTHBIX PAaCcCNopPAMKEHUI PYKOBOAMTENS

KoopanHauma neatenbHOCTU MO UCNOJIHEHUIO pELLIE'HMﬁ pyrkoBoauUTeNA

KOHTpPOAb MCNOJTHEHWA PELEHUI PYKOBOAMUTENA

MoAarotoBKka oT4ETOB O BbINOJAHEHUN nopyquMM n pELLIEHMﬁ pyrkoBoauTenA

Heobxogumble
ymMeHun

CocTaBnatb M 0pOPMAATL LOKYMEHTbI, CoAepIKaLLMe NOPYYEHMSA U PACMOPANKEHNA
pyKkoBoauTens

BecTM yyeT noOpyyeHWn pyKoBOAMUTENA, TPEBYIOWMX KOHTPOAA MO CyLWecTBy
pelleHuA Bonpoca

YeTKo 1 BbICTPO NPUHMMATL peLleHns B npoLecce paboTbl

Mpon3BoAnTb aHaN3 UCMONHUTENBCKOM ANCLUMUNANHDI




CocTaBnaTb aHaAUTMYECKMEe OTYeTbl M CMPaBKM MO pes3yabTaTaM WMCNOSHeHUs
NOPYyYeHUN 1 PACNOPSANKEHNN PYKOBOAUTENS

Monb30BaTLCA CUCTEMaMM 3TIEKTPOHHOTO AOKYMEeHTO060poTa

MpUMeHATb BbIYUCAUTENBHYIO TEXHUKY U MHd)OpMaLI,MOHHO-KOMMVHMKaLI,MOHHbIe
TEXHONOIMKN ONA 3KOHOMWYHOM U paLI,MOHa/'IbHOﬁ opraHmnsauunun MHd)OpMaLI,MOHHbIX
npoueccos, NnoBblWEHNA UX rmbKoctn u ANHAMUNYHOCTU

ObecneymBaTtb 6€30MaCHOCTb AEATE/IbLHOCTN OpPraHM3aLmUm

Heobxoanmble 3HaHUA

HOpMaTMBHbIe npaBoBbleé  aKTbl, HOPMAaTUBHO-MeTOAUNYECKNUE  OOKYMEHTHI,
rocygapcCrtBeHHble CTaHOAPTLI B cd)epe AeATENDbHOCTU OpPraHn3aunn

CTpyKTypa  OpraHu3auuMu, PYKOBOACTBO  CTPYKTYPHbIX  MOApasaeNneHui,
HanpasseHnA AeATe/IbHOCTU OpraHuM3aunm n KomMmneTeHUnn CTPYKTYPHbIX
nogpasgeneHnn n AOAKHOCTHBIX UL,

MpaBuna NpoBeAeHNA KOHTPOAA UCNOHEHWUA NOPYYEHNI PYKOBOAMUTENA

TexHonorns sefeHNA KOHTPOAA UCMOJIHEHMA NOPYYEHUI pyKOBOAMTENA

Cncrtembl 3/1EKTPOHHOTIO ,EI,OKyMeHTOO60pOTa, 6a3bl AaHHbIX

TpeboBaHuWA oxpaHbl TPyAa

Opyrue
XapaKTepUCTMKM

IV. CBepgeHuMA 06 opraHusaLmax - paspaboTymnkax
npodeccnoHanbHOro CTaHaapTa

4.1. OTBETCTBEHHAA OpraHM3auUnsa-pas3pPadboTunK

HM "HaymoHanbHan accoymaums oPUCHbIX CNELMANUCTOB N agMUHUCTPATUBHBIX PabOTHUKOB", ropos,




MockBa

AunpekTop XntocHesa Jllogmuna lNMetposHa

4.2. HaumeHoBaHMA OpraHn3aunin-paspaboTumkos

1 AHO "AreHTCTBO CTpaTErMYeCcKMX MHULMATMUB NO NPOABUKEHMIO HOBbIX NPOeKToB", ropoa MockBa

2 AHO "YenabuHcKkoe perMoHasibHOE areHTCTBO Pa3BUTMA KBannduKaymin®, ropos YenabuHck

3 AHO BIMO "MeKpermoHanbHbli OTKPbITHIN COLManbHbIM MHCTUTYT", ropog, Mowwkap-Ona,
Pecnybavka Mapuit 9n

4 Bonrorpaackan ToproBo-npomsbllieHHas nanaTta, ropoa Bonrorpag

5 Y "Bcepoccuiicknii HaydHo-nUccneaoBaTebCKkUIM MHCTUTYT AOKYMEHTOBEAEHUA U apXMBHOro aena"

p Y a YT AOKY A p A

(BHUMOAL), ropoa Mocksa

6 HOY AHO "NHcTUTYT MHpopMaLUMOHHbIX TexHonorui "AiTu", ropoa Mocksa

7 Obwepoccnitickmnin npodcoto3 paboTHUKOB rocyAapCTBEHHbIX yYpeXAEHUI U 06LLLeCTBEHHOTO
obcnyKuBaHus Poccuitckont ®enepaummn, ropoa Mocksa

8 Obuiepoccuiickoe mexoTpacnesoe obbeanHeHue pabotoaateneit "Hukens", ropoa Mocksa

9 000 "MalikpocoodT Pyc", ropoa Mocksa

p yc", ropog,

10 000 "LeHTp aKkcnepTusbl U ceptTnudmkaumm”, ropog Mocksa

11 | 00O "9neKTpoHHble odpucHble cuctembl”, ropoa MockBa

12 MOBONKCKUIN MHCTUTYT ynpaBaeHma nmenu MN.A. CtonbinmHa - punman ®re0y BMNO "Poccuitckas

aKagemma HapoAHOro X03AMCTBa U rocyAapCcTBEHHOM Cay»Kbbl npu Mpe3naeHTe Poccuiickom
depepaunn, ropos Capatos




13 ®rA0Y AMNO0 "Akagemua cTaHAapTU3aUUK, MeTposiorMn u ceptudukaumnn", ropos Mocksa

14 | Pre0Qy BIO "MeH3eHCKUI rocyaapcTBeHHbI yHuBepcuteT", ropog MNeHsa

15 ®re0Y BINO "PoccuincKkMiA rocyaapCcTBEHHbIM 'YMaHUTAPHbIN yHuBepcuteT", Kadeapa
OOKymeHToBeAeHUsA, Kadeapa ACAOY, ropog Mocksa

16 | ®rbY "Hay4Ho-uccnenoBaTenbCKUii MHCTUTYT TPyAa W COLMANbHOrO CTpaxoBaHuaA" MUHUCTepCcTBa
TpyAda v coumanbHom 3aWwmTbl Poccninickon ®egepauum, ropog Mockea

17 |ApocnaBcKaa TOProBo-nNPOMbILW/IEHHAA NafaTa, ropoa Apocnasib

<1> O6WepoccUiicknin kKnaccudurKaTop 3aHATUN.

<2> 06LEepOCCUNCKUIA KNacCMbUKATOP BUAOB SKOHOMUYECKOM AeATE/IbHOCTHU.

<3> 06uepoccuincknin knaccudmKkaTop cneuumanbHocTel No ob6pasoBaHuto.

<4> EAnHbIN KBaNMUKALMOHHbIN CNPaBOYHUK AOKHOCTEN PYKOBOAUTENEN, CNELNANNCTOB U APYIUX CAYMKALLMX.

<5> Obwepoccuiicknin knaccudurkaTop npodeccuii paboumnx, AOMKHOCTEN CAYKALLMX U TapUHbIX Pa3psa0B.
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