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[Tpuka3z MunuctepcTBa Tpyaa u corpanbHoi 3amuthl PO ot 15 utons 2020 r. N 3331 "O0 yTBepKIeHUN
npodeccuoHanbHOro cragaapra "CrnenuaaucT 110 OpraHu3alliOHHOMY U JOKYMEHTAallMOHHOMY
o0ecrneueHunIo yIpaBieHus: opranuzamnuein”

B coorBerctBuu ¢ mynkrom 16 IlpaBun pa3paboTku M yTBEpKIEHHUS NPO(HEeCCHOHATBHBIX
CTaHJIApTOB, YTBEPXKIAEHHBIX NocTaHoBlieHuem IIpaBurenbctBa Poccuiickoit ®enepanuu oT 22 siHBaps
2013 r. N 23 (Cobpanue 3akoHomarenbctBa Poccuiickoit ®enepanuu, 2013, N 4, ct. 293; 2014, N 39,
CT. 5266), mpHUKa3bIBAIO:

1. YTBepauth mpuiiaraeMeiii mpodeccuonanbHbiii cranaapt "CoenuanaucT 1m0 OpraHu3aluOHHOMY
U JIOKYMEHTAllHOHHOMY OOECII€UEHHUIO YIPaBICHUSI OpraHu3aiuei'.

2. Ilpu3HatTh yTpaTUBLIMM CUJTy Iprka3 MUHUCTEPCTBA TPyAa U COLUAIBbHOM 3auThl Poccuiickoii
®denepanun ot 6 mast 2015 r. N 2761 "O06 yTBepKaeHnU podecCuoHaAIbHOTO cTanaapTa "CrenuaiucT 1o
OpPraHW3allMOHHOMY ¥ JOKYMEHTAIl[MOHHOMY  OOECIEYEHHUIO  YIpaBIIEHUS  OpraHu3anuei”
(3apeructpupoBan  MwuHHCTEpCTBOM tocTunmu  Poccuiickoir ®Penepanuu 2  wurons 2015 1.,
peructpanuonssiii N 37509).

Munuctp A.O. KotsixoB

3apeructpupoBano B Muntocte PO 15 utons 2020 r.
Peructpanmonnsiiit N 58957

TAPAHT:
CwM. cripaBKy 0 Tpo(ecCHOHAIBHBIX CTaHaapTax
CwMm.:
JOJKHOCTHYIO MHCTPYKIIMIO TOMOIIIHUKA PYKOBOIUTENS
JOJKHOCTHYIO MHCTPYKIIUIO CEKpETapsl PyKOBOJIUTENS
JOJDKHOCTHYIO HHCTPYKIIHIO CeKpeTaps-aAMUHUCTpaTOpa

JOJDKHOCTHYIO HHCTPYKITUIO JIEJIONPOU3BOTUTENS

YTBEPXJ/IEH

nprukazom MUHHCTEpCTBA TPyAa
H COIHAJIbHOM 3aIIUThI
Poccuiickoi Pegepauuu

ot 15 nrons 2020 r. N 333u

IIpodeccnonanbHbIN CTAHAAPT
CrienMaJIMCcT M0 OPraHU3alMOHHOMY M IOKYMEHTAIMOHHOMY 00eCIIeYeHUI0 YIIPABJICHUSA
OpraHusanmen

| 447 |
Perucrpanmonnslii Homep

I. O0mue cBexenus

OpraHu3aiiioHHOE U TJOKyMEHTAIMOHHOE 00ECTICUCHHE YITPaBICHUS 07.002
OpraHHU3aIHsIMH JTIOOBIX OPTaHU3AIIMOHHO-TIPABOBBIX POpPM

22.03.2021 Cucrema 'APAHT 1/34


http://internet.garant.ru/document/redirect/74385595/0
http://internet.garant.ru/document/redirect/74385595/0
http://internet.garant.ru/document/redirect/74385595/0
http://internet.garant.ru/document/redirect/70304190/1016
http://internet.garant.ru/document/redirect/70304190/0
http://internet.garant.ru/document/redirect/71064518/0
http://internet.garant.ru/document/redirect/57746200/0
http://internet.garant.ru/document/redirect/1966336/0
http://internet.garant.ru/document/redirect/1966644/0
http://internet.garant.ru/document/redirect/55728375/0
http://internet.garant.ru/document/redirect/1966517/0

ITpuka3 MunucTepcTBa Tpyaa u conuanbHou 3amuThl PO ot 15 utons 2020 r. N 3331 "O0 yTBep»K/ICHHUHU. . .

(HauMeHOBaHUE BUIA TPO(HECCHOHATLHOU IS TEIHHOCTH )

OcHoBHas 1ejIb BUa MPO(HeCCHOHATBHON AEATEIbHOCTH:

Kon

Peanuzanus obecrieunBaronmx GyHKIUN yIpaBIeHUS OpraHU3allieil; BHEAPEHHE JTyULINX
TEXHUUYECKUX pa3pabOTOK M HOBEHUIINX TEXHOJIOTHI B 00ecledeHre yIpaBIeHHs OpraHu3anuen

['pynina 3aHsaTH:

3343 AJMUHUCTPATUBHBIA U UHOU 4120 Cekperapu (o0rmiero mpoduist)
UCTIOJTHUTEITbHBIN
CPEIHETCXHUYECKUH TIePCOHAT
4226 Cnyxaiye B IpueMHOU - -
(o6mrero mpoduIs)
(xom OK3 1) (HauMeHOBaHUE) (xox OK?3) (HauMeHOBaHUE)

OTHeceHHE K BUaaM SKOHOMHYECKOH JACATCIIbHOCTH

82.11 JleaTenbHOCTh aIMUHUCTPATUBHO-X03sIMCTBEHHAS! KOMIUJIEKCHAs 10
o0ecreyeHnIo paboThl OpraHu3aluu
82.30 JlesTenbHOCTh MO0 OpraHu3anuy KoH(epeHIIUH U BEICTAaBOK
(xom OKBDJ1?) (HaMMeHOBaHWE BUJIa YKOHOMUYECKOH JCSITEIILHOCTH )
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II. Onucanue Tpya0BbIX (PYHKIMIA, BXOASAIIUX B NP0 ecCHOHAIbHBIN CTAHAAPT
(pyHKIHOHAJBHAA KapTa BUAA NPO(PeCCHOHATBHOM 1eATeJIbHOCTH)

O060011eHHbIE TPYAOBBIE QYHKIIMH TpynoBsie pyHKITUN
KOJI HAaNMEHOBAHUE YPOBEHb HAaMEHOBaHHE KO/ YPOBEHb
KBaTM(UKAITTH (oIypOBEHB)
KBaJTM (DUKAITH
u
A Opranu3zanuoHHoe o0ecreyeHue 3 [Tpuem u pacnpenencHue TeaeOHHBIX 3BOHKOB A/01.3 3
JeSITeIbHOCTH OpraHU3aIuu OpraHu3aluu
Opranuzanus paboThl C MOCETUTENSIMU OPTraHU3AINH A/02.3 3
BeimonHene KOOpAMHUPYIOMIUX U 00ECTICYMBAFOIINX A/03.3 3
byHKIMi
B JlokyMeHTaIlMOHHOE 0OecTieueHrne 5 Opranu3anus padoThl C TOKYMEHTaMU B/01.5 5
NesITeTbHOCTH OpraHU3allH Opranu3anys TEeKyIero XpaHeH!us JOKYMEHTOB B/02.5 5
Opranu3anust 00pabOTKU JeJ JJIs TOCIEYIOIIET0o B/03.5 5
XpaHeHHus
C OpranuzanuoHHoe, 6 Oka3zaHue MOMOIIHM PYKOBOJMUTEIIO B TUTAHUPOBAHUU C/01.6 6
JOKYMEHTAIMOHHOE U pabouero BpeMeH!
nH(popMallMOHHOE o0ecrieueHne [TnanupoBanue paboyero J1Hs ceKpeTaps C/02.6 6
JESATENIBHOCTH PYKOBOJAUTENS Opranu3zanus TeneoHHBIX IeperoBOpoB C/03.6 6
OpTaHu3aIH PYKOBOJIUTES
Opranuzaiys KOMaHAHUPOBOK PYKOBOJUTEIS C/04.6 6
Opranuzanus paboThl ¢ TOCETUTENSIMU B IIPUEMHOM C/05.6 6
PYKOBOJTUTEIIS
Opranuzanys NoAroTOBKH, IPOBEAECHUS U C/06.6 6
00CITy>)KMBaHWs KOHQEPEHTHBIX MEPOIPUSTHH
Opranuzanys UCIOJHEHUS PELIEHHUH, OCYIIECTBIEHUE C/07.6 6
KOHTPOJISI UCTIOJIHEHUSI TOPYYEHUN PYKOBOIUTEIS
Opranuzanus ¥ noaaepxanue GyHKINOHATIHLHOTO C/08.6 6
pabouero MpocTpaHCTBA MPUEMHON U KaOuHeTa
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PYKOBOJUTENS
Pa3paboTka 10KaIbHBIX HOPMATHBHBIX aKTOB, C/09.6
perIaMeHTHPYIOUNX PadOTy CEKpeTaps
Cocranenue 1 0OpMIICHHE YIIPABICHUESCKOU C/10.6
JIOKYMEHTalluu
Opranuzanus paboThl ¢ TOKyMEHTaMU B IPUEMHOM C/11.6
PYKOBOJUTES
Opranuzanys XpaHeHus JOKYMEHTOB B IPUEMHOMN C/12.6
PYKOBOJUTES
Ob6ecrieuenne pyKkoBoauTeNs HGopmanmen C/13.6
Opraau3zanust ”HPOPMAIIMOHHOTO B3aUMOICHCTBUS C/14.6
PYKOBOIMTENS C MOAPA3AEICHUSIMHI U JOJKHOCTHBIMU
JMIIAMU OpraHU3alu
D HNudopmannoHHO-aHATUTHYECKAs ®opmupoBanre HHHOPMAITMOHHOTO B3aUMOICHCTBUS D/01.6
u PYKOBOJIUTEIS] C OPTaHU3aALUAMHI
OpraHMU3alIOHHO-aIMUHUCTPATUBH AHanu3 uHpopMaIuu U MOAr0TOBKA D/02.6
ast IOJAEPKKA AEATEIbHOCTU MH(OPMALMOHHO-aHAIUTHYECKUX MaTepHaJIOB
PYKOBOJIUTEJISI OpraHU3aALNHT Opranu3zanus J1e10BbIX KOHTAaKTOB U MMPOTOKOJIBHBIX D/03.6
MEPONPUATHI
Opranuzanys UCIOJHEHWS PELIEHUH PYKOBOAUTENS D/04.6
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II1. XapakTepucTuka 00001IEHHBIX TPYAOBbIX PyHKIUIA

3.1. O6o6uienHas TpyaoBas GyHKIHS

HaumenoBanue OpranuzanroHHoe obecneueHmne Kon A YpoBeHb
JIESITEIbHOCTH OpraHu3aluu KBaJIM(pUKAITIH
[Ipoucxoxnenue Opurunan X | 3aUMCTBOBAHO U3
0000IICHHON TPYIOBOI OpUTHHAJIA
byHKIHHA
Kon Peructpanuonublit
OpUTHHAJIA HOMeEp
pohecCuoHaTBHOTO
CTaHjaapTa
Bosmosxnbie CekpeTapb-aIMUHUCTPATOP
HAaUMEHOBAHHUS

JOJDKHOCTEH, Tpodeccuit

TpebGoBanus k

00pa30BaHMIO U O0YUECHUIO

Cpennee obmiee oOpa3oBaHue
[IpodeccronanbHOE 00yUYEHHE - TPOrPaMMBbI PO(HECCHOHATBHOM

IMOATOTOBKH IO AOJDKHOCTAM CIIY’KalllUX, IMIPOrpaMMbl NEpenoAroToOBK1
CIIy)KallluX, IPOTPAMMBbI MOBHIICHUS KBAIM(DUKAIIMK CITYXKaIIuX

TpebGoBaHUs K OTBITY -
IPAKTUYECKON pabOThI

K pabore

Oco0sle ycroBus Aomycka | -

Jlpyrue xapakTepucTuku -

I[OHOJ'IHI/ITCJ'ILHI)IC XapaKTCPUCTHUKU

Haumenosanune Kon HaumenoBanue 6a30B0ii rpymiibl, JOJKHOCTH (TTpodeccun)
JIOKYMEHTa WM CTIEHUATbHOCTH
OK3 4226 Cayxanye B mpueMHoi (o6mero npoduis)
OKIIJITP * 26353 CekpeTapb-MallMHUCTKA

3.1.1. TpynoBas GpyHKIHs

HaunmenoBanue

IIpoucxoxaeHue
TPYa0BOU (QyHKIIUU

22.03.2021

IIpuem u pacnpenenenue Kon A/01.3 YpoBeHb
Tese(h)OHHBIX 3BOHKOB (moypoBeHb)
OpraHu3aluu KBTU(UKAIIH
Opurmnan X | 3aMMCTBOBaHO U3
OpUTHHAaJa
Kon Peructpanmonssiit
OpHUTMHaNa HOMED
npodecCHOHAIHLHOTO
CTaHJapTa
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TpynoBele neiicTBus [Tepenanpasnenue TeneOHHBIX 3BOHKOB PYKOBOJCTBY U COTPYAHUKAM
OpraHu3aluu

Perucrpanus nocrynarmomux Tesie()OHHBIX 3BOHKOB

[Tony4yenue HeoOXo MO MH(DOPMALIUK U NIepeaaya CAaHKIIMOHUPOBAHHOM
uHpOopMauu 1o TeaeGony

Heo6xoanmeie ymeHUs Mcnonp30BaTh TEXHUUECKUE U IPOTPAMMHBIE CPEACTBA /IS IPOBEACHUS
rOJIOCOBOM MJIM BUJIE0-KOH(EPEHLI-CBSI3U

Hcnonp30BaTh cpeicTBa KOMMYHUKAIIMOHHON OPITEXHUKH JIS
HOJIy4EHHUs U Nepeiaun HHPOopMaLuu

BecTu yueTHbIe perucTpanonHbie GOpMbI, HCIIOIB30BaTh UX IS
nH(pOPMAITMOHHOMN pabOTHI

YcTaHaBIMBaTh KOHTAKT C COOECETHUKOM, MOIICP)KUBATH M Pa3BUBATh
JIeJIOBYIO Oecety B npolecce Tesie()OHHbIX IEpEeroBOPOB

CriaxuBarh KOH(QIUKTHBIE U CII0KHBIE CUTYAIIMH MEXIMYHOCTHOTO
B3aUMOJICICTBUS

Cobmroath CiryKeOHBII ATHKET

Heo0xonnMmebie 3HaHUS OyHKIMH, 337191, CTPYKTYpa OpraHU3alllH, €€ CBSI3U

[TpaBuia B3auMoeHCTBHS € MAPTHEPAMHU, KIIMEHTaMU, CPEACTBaMHU
MaccoBOi HH(poOpMauu

OTHKA J1eII0BOr0 OOIIEHUS

IIpaBuia pedyeBoro dTUKeTa

TpeboBaHus 0XpaHbl TpyJa

[TpaBuiia 3anuThl KOHQUACHINATIBLHON CITy)ke0HOI nHpOopManuu
Jlpyrue XapakTepucTUKu | -

3.1.2. TpynoBas pyHKIMs

HaumenoBanue Kon A/02.3 YpoBeHb 3
Opranuzanus paboTsl ¢
(momypoBeHb)
MOCETUTENSIMU OpraHu3aluu
KBTI (UKAITTI
IIpoucxoxnenue Opurunan X | 3aUMCTBOBaHO U3
TPpYAOBOH (hyHKIIMH OpUTMHAaJIa
Kon Peructpanmonubiit
OpUTMHaja HOMEp
npodeccroHalIbHOTO
CTaHzapTa
Tpynossie nencTBUs Bcerpeua nmoceruteneii, noaydeHue NepBUYHON HHPOPMALIUU O
MOCETUTENSIX U TIOMOIIIb B OpraHU3alui UX IpUeMa pyKOBOJIUTENEM U
COTpYJIHUKAMU

Benenue xxypHana 3anucu noceTuresne

VYyer noceruresneit u opopmMiIeHHE TPOMYCKOB

CopelicTBHE ONEpaTUBHOMY PACCMOTPEHHIO MPOCHO U MPEIOKEHHUH
ITOCETUTENIEN

IIpuem u nepenaya JOKYMEHTOB IIOCETUTEIEN PYKOBOJICTBY U
COTPYJHUKAM OpraHU3aluu

Opranuzanys 1 OpOHUPOBAHUE MIEPETOBOPHBIX KOMHAT

CepBupoBka 4aitHoro (KoeitHoro) crona B oduce
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[TpuroroBneHre HaMUTKOB (Yaii, Kode, MPOXJIaAUTEeIbHBIC HAIUTKN)
Heo6xonnuMele ymeHust OO0marbes ¢ NOCETUTENSIMU

Mcnonb30BaTh YCTAaHOBJICHHBIE TIPABUIIA U MPOLIEAYPbl KOMMYHUKALIUU
BHYTPH OpPraHU3ALUU

Bectu yueTHble (pOpMBI, HCIOIB30BATH MX AJIs1 paOOThI

Co31aBaTh NOJI0KHUTEIBHBIM UMUK OpraHU3aluu

ITprHUMAaTh MEpBbI 110 pa3pelICHNI0 KOHPIUKTHBIX CUTYaAIMH
[TpumMeHsTh HH(POPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH
O6ecneunBaTh KOHPUACHITUATHPHOCTh HHPOPMAIIUH

Heo6xonnMeie 3HaHUS IIpaBuia opraau3anuy pueMa oCeTUTENIeH

[IpaBuna nenoBoro oOEeHUS

CrpyKTypa opraHu3aluu 1 pacrpeesieHue QyHKIui Mexy
CTPYKTYPHBIMH MOJIPA3/ICICHUSIMH U CHICIIHATHCTAMH

ITpaBuia opranuzanuu NpueMoB B ouce

[TpaBuia cepBUPOBKH YaifHOTO (KO(EHHOT0) CTONA

ITpaBuia mpUroTOBJIEHHS U OJJAYU FOPSYUX HAITUTKOB U 3aKYCOK K HUM
OTHKa J1eJI0BOT0 OOIIEHUS

IIpaBuia pedyeBoro dTUKETa

TpeboBaHus 0XpaHbl TpyJa

[TpaBuia 3ammThl KOHQUACHIMATBEHON CITy)KeOHOM nHpOopManuu

Jlpyrue :
XapaKTepI/ICTI/IKI/I

3.1.3. TpynoBas pyHKIMs

HaumenoBanue Brimonnenue Kon A/03.3 YpoBeHb 3
KOOPJAUHUPYIOIINX U (momypoBeHb)
obecrieunBarOnX QyHKIUN KBTI (UKAITTI

ITpoucxoxaenue OpurnHan X | 3auMCTBOBAHO U3

TPYAOBOH (DYHKITHH OpHUTHHAIA

Kon Perucrpanuonnslii
OpUTHHANA HOMED
npodeccuoHaIbHOTO
CTaHIapTa
TpynoBeie nencTBUS Benenue xxypHaia pa3pe3/10B paOOTHUKOB OpraHU3alul

KoopauHnaiust paboTbl KypbepOoB U BOJUTENCH OpraHnu3aluu
Benenue xxypHana pa3be310B KypbepOB OpraHU3allii U MapIIpyTOB
BOJIUTEJIEH

CocraBieHne CIpaBKy O pa3be3fax padOTHUKOB, KypbepOB M MapIIpyTax
BOJIUTEJIEH OpraHu3aluu

HeoOxonumelie ymeHust COoCTaBISTh M BECTH YYETHBIE TOKYMEHTHI

[TpuMeHsTh cpeicTBa KOMMYHUKAIIMH JUTsl IEpeiavl OPYUYEeHH
PYKOBOJUTENS M COTPYAHUKOB OPraHU3aINH

[IpumMeHATh cCOBpeMEHHBIE CpeicTBa cOOopa, 00pabOTKHU U TIepenaun
uHpopManun

OneHuBaTh pe3yibTaThl B paMKaX MOCTABICHHBIX 3aJa4
OcymiecTBIsITh KOHTPOJIb UCIIOTHEHHUS TOPYYCHUN PYKOBOAUTEIS
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COTPYAHUKAMU
HeoOxonuMmebie 3HaHUS [TpaBuiia peueBOro 3TUKeTa

OTHKa J1eJI0BOT0 OOIIEHUS

TpeboBaHus OXpaHbl Tpyaa

[TpaBuiia 3anuThl KOHGUACHINATILHON CiTy)ke0HO0M nHopManu
CTpyKTypa opraHu3anuy 1 pacupeaeieHne QyHKIUNH MExXTy
CTPYKTYPHBIMH MOAPA3JICICHUSIMH U CIICIUAINCTAMU

Jlpyrue XxapakTepucTuku | -

3.2. O6o6uieHHas Tpya0Bast QyHKIHS

HaunmenoBanue JlokymMeHTaIimoHHOE 00eCTICUeHHE Kon B YpoBeHb 5
JESITEIbHOCTH OpraHu3aluu KBaJIM(pUKAITIH
IIpoucxoxaeHue Opurunan X | 3aUMCTBOBaHO U3
00001IeHHO TPYAOBOM OpHUTHHaJa
byHKIIUU
Kon Perucrpanuonnsiit
OopUrvHasia HOMED
pohecCuoHaTBHOTO
cTaHgapTa
Bosmosxnbie JenonpousBoauTesnn
HAaUMEHOBAHHUS
JIOJDKHOCTEH,
npodeccuit
TpeboBanus k Cpennee mpodeccnonanbHoe 00pa3oBaHue - MPOTrPAMMBI MTOATOTOBKU
00pa3oBaHMIO U OOYYECHHUIO | CIIEIHATUCTOB CPEIHETO 3BEHA
WIH

Cpennee npodeccuonanbHoe 00pazoBaHue (HEMPOPUIBHOE) -
IPOTrpaMMBbl ITOATOTOBKH CIIEIIMATMCTOB CPEIHET0 3BEHA U
JIOTIOJIHUTENFHOE MpodeccuoHaIbHOE 00pPa30BaHUE 10 JOTIOTHUTEIIBHBIM
npodecCHOHATIBHBIM MporpaMMam MpohecCHOHaTbHONW NepenoroTOBKU
10 PODUITIO TEATETLHOCTH

TpeboBaHus K OIBITY -
MIPaKTUYECKON pabOThI
Oco0ble ycroBus Jomycka | -
K pabote
Jlpyrue xapakTepucTuKu -

JlononHuTENbHBIE XapaKTEPUCTUKH

HanmeHnoBanue Kon HaumeHnoBanue 6a30Boii rpynibl, JOJKHOCTH (TIpodeccrn)
JOKYMEHTa WJIM CTIEHUAIbHOCTH
OK3 4120 Cexkpetapu (06mero nmpodusis)
EKC* - J1en0IpOn3BOIUTENb
OKIITP 21299 Jlenonpon3BoiUTEINb
OKCO? 7.46.02.01 JlokymMeHTaImoHHOE 00ECTICUCHHE YITPaBICHUS U
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| | | apXHUBOBEICHUE
3.2.1. TpynoBast pyHKIHIS
HaumenoBanmue Kon B/01.5 YpoBeHb 5
Opranuzanus paboThI ¢
(moTypOBEHb )
JIOKyMEHTaMu
KBaJTU (DUKAITAH
[Ipoucxoxnenue Opurunan X | 3aUMCTBOBAHO U3
TPYyIOBOU (HYHKIIUU OpUTHHAJIA
Kon Peructpanuonubliit
OpUTHHAJIA HOMeEp
pohecCuOHaTBHOTO
CTaHaapTa

TpynoBsie nencTBus

[Tpuem u nepBuyHast 00pabOTKa BXOIMIINX JOKYMEHTOB

IIpeasapuresbHOE PACCMOTPEHHUE U COPTUPOBKA JTOKYMEHTOB Ha
PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE

IToaroroBka BXOJSAIIUX JOKYMCHTOB IJId paCCMOTPCHUSA PYKOBOJAUTCIICEM

PCFI/ICTp anusg BXOOAIUX JOKYMCHTOB

OpFaHI/ISaHI/Iﬂ AOCTABKH NOKYMCHTOB MCITIOJHUTCIIAM

Benenue 0asbl JAaHHBIX JOKYMCHTOB OpPraHn3alun

Benenune naopmairioHHO-cripaBOYHOM paboThI

06pa60TI<a " OTIIPpAaBKa UCXOOAIINX TOKYMCHTOB

Opranuzanus paboTsl IO PETUCTPALIUH, YUETY, XPaHEHUIO U Iepeiade B
COOTBETCTBYIOLINE CTPYKTYPHBIE TOAPA3ACICHHS TOKYMEHTOB TEKYIIETO
JIEJIOPOU3BOJACTBA

KOHTpOJ'IB HCIIOJIHCHUSA JOKYMCHTOB B OpraHnU3aliun

Heo6xoanMele ymeHUs

PaGoTath co Bceit COBOKYMHOCThEO HH()OPMAITHOHHO-I0KYMEHTAIIHOHHBIX
peCypCcoB OpraHu3aIiu

[Tons3oBaThcs Oazamu HAaHHBIX, B TOM YHCJIC YAAJIICHHO

ITons30oBaThCs CIIPaBOYHO-ITPAaBOBbIMHU CUCTCMaMH

ITonb30BaTbCsd aBTOMATU3UPOBAHHBIMY CUCTEMAMU y4Y€Ta, PETUCTPALIUH,
KOHTPOJISI U HH(OPMALIMOHHO-CIIPAaBOYHBIMU CHCTEMaMU IIpU paboTe ¢
JOKYMEHTaMU OpraHu3aluu

[TpuMeHsITh COBpeMEHHbIE HHPOPMAIIIOHHO-KOMMYHHUKAIIHOHHbBIE
TEXHOJIOTUH U1 pabOThI C JOKYMEHTaMH, B TOM YHCIIE JJIS ee
ONTUMM3AIMH U TOBBIIICHUS 3P PeKTUBHOCTH

[TpuMeHsTH MpaBHUiIa PyCCKOTO S3bIKA

IIpuMeHATHh HABBIKM CKOPOCTHOTO MUCHMa

HeoOxoaumeble 3HAHUSA

22.03.2021

HopMmatuBHbIE TPaBOBBIE AKTHI U HOPMATUBHO-METOANYECKHUE
JIOKYMEHTBI, OTIPEICIIAIONINE TOPSAI0K TOKYMEHTAIMOHHOTO 00ecreueHUs
YIPaBJICHUS

CprKTypa opranms3annu, pyKOBOACTBO CTPYKTYPHBIX I'IOI[pEB)ICJICHI/Iﬁ

CoBpeMeHHbIe HH()OPMAITMOHHBIE TEXHOJIOTHH Pa0OTHI C JOKYMEHTAMH

[Topsimok paboThI ¢ TOKYMEHTAMHU

CxeMbl JOKyMEHTO000pOoTa

CucreMsal CKOPOCTHOI'O MMChbMa

[TpaBuiia paboTHI C BXOASIINMU, HCXOASIIUMHI ¥ BHYTPEHHUMU
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JIOKyMEHTaMU
[TpaBuna opranuzanuu U (opMbl KOHTPOJIS UCIIOJHEHUS JOKYMEHTOB B
OpraHu3aluu

TunoBele CPOKU UCIIOJHEHUS JOKYMEHTOB

[TpuHIIUTIBI pabOTHI CO CPOKOBOM KapTOTEKOM

HazHaueHue ¥ TeXHOIOTHsI TEKYIIETO U MPEAYNPEAUTEIbHOTO KOHTPOJIS
[TpaBuia cocTaBieHus aHATUTUYECKHUX CIIPABOK [0 OpraHU3alul paboThI
C JIOKYMEHTaMH U KOHTPOJIIO UCIIOJIHEHNS JOKYMEHTOB

ITpaBuia JOKYMEHTAMOHHOTO 00eCIeYeHHs A TeNbHOCTH OpraHu3aliu
Buibl TOKyMEHTOB, X Ha3HAYEHHE

TpeboBanus1, IpeabsBIsieMble K JOKYMEHTaM B COOTBETCTBUU C
HOPMAaTUBHBIMH NIPAaBOBBIMU aKTaMU U T'OCYJapCTBEHHBIMU CTaHJapTaMu
[TpaBuna cocraBienust 1 opopmiIeHHs HH(HOPMAITMOHHO-CIIPABOYHBIX,
OpraHU3alMOHHBIX, YIIPABJIEHYECKUX TJOKYMEHTOB

[TpaBuna co3manus v BeJeHUs 0a3 TaHHBIX CIIY)KEOHBIX JJOKYMEHTOB B
OpraHu3aluu

CucTeMbl 3J1EKTPOHHOT0 JOKYMEHTO000pOoTa

[TpaBuia U CpOKM OTIPABKU UCXOJSIINX JOKYMEHTOB

TpebGoBaHus OXpaHbl TpyJa

Jlpyrue XapakTepucTUKu | -

3.2.2. TpynoBas GpyHKIIHS

HaumenoBanue Kon B/02.5 YpoBeHb 5
Opranuzanus TeKyIero
(moypoBeHb)
XpaHEHHS JOKYMEHTOB
KBaJIM (DKLU
IIpoucxoxaeHue Opurunan X | 3aUMCTBOBaHO U3
TPpYAOBOH (hyHKIIMH OpUTHHANA
Kon Peruncrpanmonnslii
OpUTHHAaNa HOMED
1po(hecCuOHATILHOTO
CTaHJapTa
TpynoBele neiicTBus Pa3paboTka HOMEHKJIATYphI €]l OpraHUu3aI|H

[TpoBepka npaBUILHOCTH 0OPMIIEHHS TOKYMEHTOB M OTMETKH 00 UX
UCTIOJIHEHUH Tepe] X GOPMUPOBAHUEM B JIEIIO ISl OCIETYIOLIETO
XpaHEHUs

DopMyIMPOBAHUE 3aT0JIOBKOB JIEN U ONPEIEIIEHUE CPOKOB X XPaHEHUS
dopmMHUpOBaHUE €T

KoHTposb npaBuiibHOTO M CBOEBPEMEHHOTO paclpeIesIeHns U OIIMBKU
JIOKYMEHTOB B Jieja

HeoOxonumelie ymeHust OpranuzoBbIBaTh paboTy M0 YUETy, XpaHEHHIO U Nepeiaye B
COOTBETCTBYIOIIUE CTPYKTYPHBIE NTOAPA3EIECHNS JOKYMEHTOB TEKYLIETO
JIEJIOTIPOU3BOJICTBA

OcCy1IecTBISITh METOIUYECKOE PYKOBOJCTBO JEIOIPOU3BOJICTBOM B
OpraHu3aliy, KOHTPOJIUPOBATh IPAaBUIbHOE (POPMUPOBAHHE, XPAaHEHUE U
cAady JIeNl B apXUB

Pa3pabaTbiBaTh HOMEHKIIATYPY J1€J1 CTPYKTYPHOT'O NOApa3AeICHUS
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Hcnonb30BaTh HOMEHKIIATYPY A€ IPH U3YYEHUH CTPYKTYPHI
OpraHu3aliy, COCTaBIEHUH ONMCEN J1e

Opranu3oBbIBaTh padoTy 1Mo GOPMUPOBAHUIO JIE]I B COOTBETCTBUH C
YTBEP)KJICHHON HOMEHKJIATYPOH J1eJ1 OpraHu3aluu

®opMUpOBaThH TOKYMEHTHI B JIeJIa C YI€TOM UX cnenu(puku
CucremMaTu3upoBaTh TOKYMEHTHI BHYTPH Jeja

ObecneunBaTh COXPaHHOCTb U 3aAIIUTY JOKYMEHTOB OpraHu3aluu
[TpumeHsTh HHPOPMAITMOHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTHH TTPU
paboTe ¢ TOKyMEHTaMu

Heo6xonnMeie 3HaHUS HopmatuBHbIE IPaBOBBIE aKThl, HOPMAaTHBHO-METOANYECKHE JOKYMEHTBI,
rOCyJapCTBEHHbIE CTaHIAPThI, ONPEEIIAIOINE TOPSAIOK
JIOKYMEHTAIlMOHHOT'0 00€CIIeYEeHNUs YIIPaBICHUS

Buasl HoMeHknatyp, o01ie TpeboBaHus K HOMEHKIIAType, METOAUKA €€
COCTaBJICHUS U OYOPMIICHHS

[TpaBuia coriacoBaHuss HOMEHKJIATYpPBI A€ C BEJJOMCTBEHHBIMU
apXMBaMU U DKCIIEPTHOU KOMUCCUEN

[Topsimox popmupoBanus u opopmiteHus ael, crnenuduka GopMupoBaHUs
OTJCJIbHBIX KaTeropui aes

[IpaBuiia XxpaHeHus €, B TOM YUCIE ¢ JOKYMEHTaMHU OIPaHUYEHHOIO
JocTyna

[TpaBuia BbIIa4YM M MCTIOIB30BAHMS JOKYMEHTOB U3 C(POPMUPOBAHHBIX
Jen

TpebGoBaHMs OXpaHbl TpyJa

Jlpyrue XapakTepucTHUKH | -

3.2.3. TpynoBas pyHKIHS

HaumeHnoBanue Kon B/03.5 YpoBeHb 5
Opranu3zanus 00paboTKu aen
JUTSL TIOCTIETYFOIIETO XPaHESHUsI (noztyposer)
KBaJTU(DUKAITH
IIpoucxoxaenue Opurunan X | 3aUMCTBOBaHO U3
TPYyI0BOU (HYHKIIUU OpHUTHHAIA
Kon Peructpanmonubit
OpUTHHAJA HOMED
npodeccroHalIbHOTO
CTaHaapTa
TpynoBsie neiicTBus [IpoBepka CpOKOB XpaHEHUsI JOKYMEHTOB, COCTABJIEHHE MTPOTOKOJIA

paboThI HKCIIEPTHON KOMHUCCHUH IO MOATOTOBKE IOKYMEHTOB K XPaHEHUIO,
aKTa o Iepesiaye Ha YHUUTOKEHNE JOKYMEHTOB, HE TIOIEKAIINX
XPaHEHUIO

CocTtaBieHne BHYTPEHHEH onucu e Uit 0c000 IIEHHBIX JOKYMEHTOB
OdopmieHne J1e1 NoCTOSHHOTO, T0JITOBPEMEHHOTO0 CPOKOB XPAHEHHUS
Odopmitenne 007I0KKH J1eJ1 TOCTOSIHHOTO, JOJITOBPEMEHHOTO CPOKOB
XpaHEeHMUsI

CocraBieHue ONUCH J1eJ1 HOCTOSHHOTO, JOJITOBPEMEHHOTO CPOKOB
XpaHeHHUs

[lepenaua nen B apXxuB OpraHU3aluu
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Heo6xoanmeie ymeHUs

[Tonp30BaTbCs IEPEUHSAMU TOKYMEHTOB U aHATH3HPOBATH (PaKTHIECKOE
COZIEpKaHUE UMEIOILUXCSA B [IEJI€ JOKYMEHTOB IIPU ONPEAEICHUU CPOKOB
UX XpaHEHUs

OdopMIsATh JOKYMEHTBI SIKCIEPTHON KOMHCCUU

OdopmiATh 00JIOKKH A€ IIOCTOSHHOTO M BPEMEHHOTO XPaHEHHS B
COOTBETCTBUH C TPEOOBAHUSIMU FOCY/IAPCTBEHHBIX CTaHIAPTOB

[Tpon3BOIUTH XPOHOJIOTHYECKO-CTPYKTYPHYIO CUCTEMATH3AIUIO Jell

OCyIIeCTBISATh TEXHUYECKYIO0 00paboTKy U MOJIHOE 0(OPMIICHHE JEI
MOCTOSTHHOTO U BPEMEHHOT'O XPaHCHHUS

CocCTaBisATh OIUCHh ACJI IOCTOAHHOI'O U BPpEMCHHOI'O XPpAaHCHUA B
COOTBETCTBUH C HOPMATUBHO-MCTOANYCCKNMH JOKYMCHTAMU

[TpumeHsATh HHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH TTPH
paboTe ¢ TOKyMEHTaMu

Heo0xoaumbie 3HAHUS

HopMmaTtuBHbI€ 11paBOBbIE aKThl, HOPMAaTUBHO-METOANYECKUE JOKYMEHTHIL,
rOCyJapCTBEHHbIE CTaHIaPThl, ONIPEIENIONIUE TOPAJOK
JIOKYMEHTAIlMOHHOT'0 00€CIICUEHNUs YIIPaBICHUS

Kputepuu pazaeneHusi JOKYMEHTOB Ha TPYIIIBI B COOTBETCTBHH C
IIEHHOCTHIO MH(OpMAIIHHU, COJIEPIKAIICHCS B HUX

HOpHI[OK HCIIOJb30BaHUA THIIOBBIX WJIM BEAJOMCTBCHHBIX nepequﬁ
JOKYMCHTOB, OIIPCACIICHUA CPOKOB XpAHCHHUA B IPOLECCE SKCIICPTU3bL
HNCHHOCTH NOKYMCHTOB

[Topsimok co3nanusi, OpraHru3aluy U JOKYMEHTHPOBAHUS paOOThI
AKCIEPTHON KOMHUCCUHU

HpaBI/IJ'Ia COCTAaBJICHUA U YTBCPIKICHUS ITPOTOKOJIA pa6OTLI SKCHepTHOﬁ
KOMUCCHH

HpaBI/ma COCTAaBJICHUA U YTBCPIKIACHHUA aKTa O BBIACIICHUU NJOKYMCHTOB,
HC MMOJJIC)KAIINX XPAaHCHUTO

[TpaBuia TexHn4yeckoit 00pabOTKH U MOTHOTO O(hOPMIIEHUS J1e
MIOCTOSIHHOTO ¥ BpEMEHHOTI'0 XpPaHEHUs

HpaBI/ma COCTaBJICHUA OIMHUCU ACIT MTOCTOSIHHOIO U BPEMCHHOI'O XPpAHCHUSA
B COOTBETCTBUU C HOPMATHUBHO-MCTOANYCCKUMHU JOKYMCHTAMU

HpaBI/ma nepeaavun €I B apXruB OpraHru3allun

TpeboBaHus OXpaHbl TpyJa

Jpyrue xapakTepucTuku

3.3. O600m1enHas TpyaoBast pyHKIHS

HaumenoBanue OpraHu3anuoHHOE, Kon C YpoBeHb 6

JIOKYMEHTAIMOHHOE U KBaJTM(UKALIMN
nH(pOpMallMOHHOE o0ecrieueHue
JeSITeIbHOCTH PYKOBOJUTES
OpraHu3aIu

[Ipoucxoxaenue
0000111eHHO! TPYI0BOI

byHKIAHA

22.03.2021

Opurnnal X | 3aUMCTBOBAHO U3

OpHUTHHAJIA
Kon Peructpanmonssiit
OpHUTHHAIA HOMEp
po(hecCHOHATBLHOTO
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CTaHgapTa
Bo3moxHbIE CekpeTapb pyKOBOIUTEIS
HaMMEHOBaHHUS Cexkperapb-cTeHOTpaducTKa
JOJDKHOCTEH, Crenorpaguctka
npodeccuit

TpebGoBanus k
00pa3oBaHHIO U 0OYYCHHIO

Beiciiee oOpa3oBaHue - OakagaBpHaT HITH

Briciiee oOpa3zoBanue (HenpoduiabHOE) - OakagaBpuaT u
JOTIOTHATEFHOE TTPO(ecCHOHATbHOE 00pa30BaHUE TI0 JOMIOJHUTEITHHBIM
poeCCHOHATILHBIM IPOrpaMmMam MpohecCHOHATLHOW EPErOrOTOBKA
0 MPOQHITIO NEATSIHHOCTH WJITH

Cpennee npodeccruoHalibHOEe 00pa30BaHUE - IIPOrPAMMBbI TIOJTOTOBKH
CHEIHUAIHNCTOB CPETHETO 3BEHA

WIn

Cpennee mpodeccnoHaibHOe 00pazoBanue (HeMpoPHIbHOE) -
IPOTPaMMBbI ITOJATOTOBKH CIIEIIMATUCTOB CPEIHETO 3BEHA U
JIONOJTHUTENbHOE POQeCcCHOHaIbHOE 00pa30BaHUE MO JONOTHUTEIbHBIM
podeCCHOHATBHBIM MporpaMmmam mpodheCCHOHATBLHON EPEOArOTOBKU
110 TPODWITIO JESITEITbHOCTH

TpeboBanust Kk ONbITY
MIPaKTUYECKON pabOThI

He menee nByX jeT BHINOJHEHUS pa0OT MO OPraHU3alMOHHOMY U
JIOKYMEHTAIIMOHHOMY 00€CTICUCHUIO ACSITEIIbHOCTA PYKOBOIUTEIS
OpraHu3aIy NPHU CpeHeM MpodeccnoHaIbHOM 00pa30BaHUU

Oco0ple ycroBus gomycka
K pabore

Jlpyrue xapakTepucTuku

JlonomHuTEIbHBIE XapaKTEPUCTUKH

HanmenoBanue Kon HaumeHnoBanue 6a30Boii rpynibl, 10JKHOCTH (Ipodeccrn)
JOKYMEHTa WIH CIIEHUAIBHOCTH
OK3 3343 AJMUHUCTPATUBHBIN U HHOW WCIIOTHUTEIbHBIN
CPEIHETEXHUYECKUI MIEPCOHAT
EKC - Cekperapb pyKOBOJUTEIIS
OKIIATP 26341 Cekperapb pyKOBOJMTEIS
26405 Cekperapb-cTeHOrpapucTKa
OKCO 7.46.03.02 JIoKyMEHTOBEIEHHE W apXHBOBEJICHUE
7.46.02.01 JlokyMeHTaImoHHOe o0ecTeyeHrne yIpaBIeHUs U
apXMBOBEJICHHE
3.3.1. TpynoBas GpyHKIMs
HaumenoBanue Oka3zaHue nOMOIIHA Konx C/01.6 YpoBeHb 6
PYKOBOIMTEIIO B (moypoBeHb)
MJIaHUPOBAHUH pabodero KBaTM(UKAITIT
BPEMEHU
[Ipoucxoxnenue Opurnnan X | 3aMMCTBOBAHO U3
TPYAOBOM (hyHKIHH OpUTMHaJa
22.03.2021 Cucrema TAPAHT 13/34
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Kon PerucrpanmonHslii
OpUTHHaNa HOMED
po(hecCHOHATLHOTO
CTaHJapTa

TpynoBble neicTBUA

Br160op hopmbl mranupoBanus 1 0ohopMIICHHE TTIAHUPOBIIMKA
(opranaiizepa) pyKOBOAMTENS

Brecenne nHbopMamiy B INTAHUPOBIIUK (OpraHansep)

CornacoBaHue ¢ pyKOBOJAMTEIEM BPEMEHH ITUIAHUPYEMBIX AeHCTBUIA

CornacoBanue TeneOHHBIX IEPETOBOPOB, BCTPEY U MEPOIIPUATHH C
napTHepaMH, KIIMEHTaMH, PYKOBOIUTEISIMH 110/Ipa3/ieeHUi 1
COTpYJHUKAMU

HHudopmupoBaHre pyKOBOAUTEINS O perIaMeHTe HaMeUeHHbIX
MEPONPUATHI

[Tpenynpexaenue o NpUOIMKEHUHU BPEMEHH HAMEUCHHBIX MEPOTIPUSTUI

DopMUPOBAHUE PE3EPBA BPEMEHU ISl HENIPEIBUACHHBIX CUTYAIIUH

HeoOxonumele ymeHust

YcranaBiuBaTh HCJIH, OIIPCACIIATL UCPAPXUTIO enei

OnpenensiTh NPUOPUTETHOCTH U OYEPEIHOCTH BBIMOIHEHUS paboT U
3¢ peKTUBHO pacpenensaTs padbodyee Bpems

Oxka3bIBaTh NOMOILb PYKOBOJHUTENIO B paclpeielieHuu ero paboyero
BPEMEHU

Bei0upate ontumainbsHble c1ocoObl HH(GOPMUPOBAaHUS TaPTHEPOB,
KJINEHTOB, ITIOCETUTENIEH, PYKOBOJIUTEIIEH NTOIPA3/IECTICHUN U COTPYIHUKOB
0 IUIAHUPYEMBIX MEPOIPUATHSIX

OGecneunBaTh HHPOPMAITMOHHYIO O€30TTACHOCThH JIEITEIHHOCTH
OpraHu3aluu

HeoOxoaumeble 3HaHUSA

Crnennduka OCHOBHON JESITETbHOCTA OpraHU3aluu

OcCHOBBI aIMMHUCTPAaTUBHOTO IIpaBa U TPYAOBOI'O 3aKOHOAATEILCTBA
Poccuiickoit @enepanyn

PYKOBOI[SIH_[I/Iﬁ COCTaB OpraHMn3anu 1 €C noz[pa3z[eneHH171

ch'HI(I_[I/II/I CaMOMCHCIPKMCHTA

[TpuHIMIIBI ¥ TpaBUIIA IUTAHUPOBAHUS pabOUYEro BpeMEeH!

Metobl TOCTaHOBKH Ienei

HpaBI/IJ'Ia MMPOBEACHM OCIOBBIX IMEPETOBOPOB

TpeboBaHus 0XpaHbl TpyJa

Jlpyrue xapakTepucTuku

3.3.2. TpynoBas pyHKIMs

HaumenoBanue Kon C/02.6 YpoBeHb 6
[TnanupoBanue pabouero JHs
(moaypoBEHb)
cekperaps
KBaJTU(DUKAITIH
[Tpoucxoxaenue Opurnnan X | 3auMCTBOBAHO U3

TPYyI0BOH (QyHKIUU

22.03.2021

OpHUTHHAIA
Kon Peructpanmonssiit
OpHUTHHAIA HOMEp
po(hecCHOHATBEHOTO
cTaHaapra
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TpynoBbsle 1eHCTBUS Br160p 1 odopmiieHne IIaHUPOBLIMKA CEKPETapsi

Benenue nHeBHHKa (Ha JIEKTPOHHOM M (MJIH) OyMaXKHOM HOCHTEJIE)
CornacoBaHue IUIAHOB C IJIAHAMU U CPOKaMU pabOThl pYKOBOIUTES
Pacnpenenenue pabodyero BpeMeHU (Ha JIeHb, HEJEI0, IEPCIIEKTUBY)
IlepeHoc HEBBITOJHEHHBIX 3aIUIAHUPOBAHHBIX 3a7a4

BbInonHeHue TUINYHBIX €XKeIHEBHBIX Jell

Heo6xoanmeie ymeHUs Br10upats 1 0opMIIATh IIIAHUPOBIIUK

BHocuth 1 oTCcnexxuBaTh MHGOPMAIIUIO HA 3JIEKTPOHHOM H/UIIN
OyMa)KHOM HOCHUTEIIE

PaccTaBisiT IPHOPUTETHI, BHIAEATh BaXKHOE U CPOYHOE

Bp10upath onTuMaibHbI pUTM paboThI

AHaIM3MPOBaTh NPUYUHBI HEBBITIOIHEHUS 3a/1a4

[TpuMeHsATh MH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJIOTUU
Heo0xonnMmeie 3HaHUS Ocob6ennoctr ohopMIIeHNs TUIAHUPOBINUKA (HA YIIEKTPOHOM M OyMaKHOM
HOCHUTEJIAX)

OCHOBBI yIIpaBIICHUS] BpEMEHEM

Jlpyrue XapakTepucTuKu | -

3.3.3. TpynoBas GpyHKIHs

HaumenoBanwne Kon C/03.6 YpoBeHb 6
Opranuzanus TeaepOHHbIX
(momypoBeHb)
MIEPErOBOPOB PYKOBOIUTEIIS
KBaJIM(hUKALMH
IIpoucxoxaeHue Opurunan X | 3aUMCTBOBaHO U3
TPpYAOBOH (hyHKIIMH OpUTHHANA
Kon Peruncrpanmonnslii
OpUTHHAaNa HOMED
1po(hecCuOHATIBHOTO
CTaHJapTa
Tpynossle neiicTBus Benenue 0a3bl TeneOHHBIX KOHTAKTOB PYKOBOAUTEIIS

CoenHeHrne PyKOBOJIUTENSI C KOHKPETHBIMU A0OHEHTAMH

[TonroroBka MaTepuaaoB JIs TeICOHHBIX TIEPETOBOPOB PYKOBOIUTEIIS
Perucrparus nocTynammux B MpUEMHYIO TeJIe()OHHBIX 3BOHKOB
[TepenarnpaBieHre OT/ICTBHBIX TeJISC(POHHBIX 3BOHKOB 3aMECTUTEIISIM
PYKOBOIMTENS U COTPYAHUKAM

[Tomyyenue HeoOxoauMoi HHPOPMAIIUK U TIepeaada CAaHKITMOHUPOBAHHON
uH(popMaluu 1o tenedony

VYcTaHoBIIEHHE KOHTAKTa ¢ COOECeTHUKOM, MOIIEpKaHUe U Pa3BUTHE
JIeNIoBOM Oeceibl B Ipoliecce Tele(OHHBIX EperoBOpoB

OxkazaHue MOMOIIY PYKOBOJIUTEIO IIPU OPTAHU3AINH U TTPOBEICHUH
Tee)OHHBIX IEPETOBOPOB U BUICOKOH(EPEHITUI

Heobxomumbie ymeHust Bectu u ucrions3oBath B pabote 0a3y qaHHBIX Tele(hOHHBIX KOHTAKTOB
PYKOBOIUTENS

Hcnonk30BaTh CpecTBA KOMMYHUKAIIMOHHOW OPTTEXHUKH IS
MOJIyYeHUs U nepefadu nHhopMaun

Bectu yueTHbIC perucTpalinoHHble GOPMBI, UCTIONB30BATh UX IS
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MH(POPMALMOHHOM pabOThI U PaOOTHI IO KOHTPOJIIO HCIIOJHEHHS PEIICHUN
PYKOBOJUTES

CriaxuBarh KOH(QIUKTHBIC U CII0KHbBIE CUTYAI[IH MEXIUIHOCTHOTO
o011eHus

Hcnonp30BaTh TEXHUYECKUE U IPOTPAMMHBIE CPEACTBA /IS IPOBEICHUS
r0JIOCOBOM MJIM BUJIEO-KOH(EPEHLI-CBSI3U

ObecneunBaTh MHOOPMAITMOHHYIO O€30IIACHOCTb JESTEIbHOCTH
OpraHu3aIu

Co0mr01aTh CITYKEOHBIN STUKET

Heo6xonnMebie 3HaHHS TenedoHHBIE KOHTAKTHI PYKOBOIUTEIIS

OyHKIMY, 337a4H, CTPYKTYpa OPraHU3aLUy, €€ CBSI3U 110 BEPTUKAIIU U
TOPHU30HTAIIN

[TpaBuia B3auMoeHCTBUS € MAPTHEPAMHU, KIIMEHTaMU, CpPEACTBaMHU
MaccoBOW HHPOpMALIUU

ITpaBuia nojaep:kaHust M pa3BUTHsI MEXKIJIMYHOCTHBIX OTHOLICHUH
ITpaBuia mpoBeieHUs I€TI0BBIX IIEPErOBOPOB

[TpaBuia 3amuThl KOH(QUACHIIMATEHOW HHPOPMALTUT

TpeboBaHus 0XpaHbl TpyJa

Jlpyrue XxapakTepucTuku | -

3.3.4. TpynoBast pyHKIHSA

HaumenoBanue Kon C/04.6 YpoBeHb 6
Opranu3zanusi KOMaHJIUPOBOK
(momypoBeHb)
PYKOBOJIUTENS
KBTI (UKAITII
[Ipoucxoxnenue Opurunan X 3aMMCTBOBaHO U3
TPyIOBOM (HYHKIIH OpUTHHaja
Kon Perucrpanuonnslii
OopUTHHaNa HOMEp
npohecCuoHaTBHOTO
CTaHIapTa
TpynoBsie nercTBUs IToaroroBka nmpoexTa Ciy)eOHOT0 3aJaHusl PYKOBOIUTEIS

[TonroroBka MpoeKTa MpuKasa o CIy)eOHON KOMaHIUPOBKE

OdopmiieHNE KOMaHIUPOBOYHOTO YIOCTOBEPEHHUS U €r0 PETUCTPAIUs TIpH
HEO0OXOIMMOCTH

HOJII‘OTOBKa JOKYMCHTOB Ha INOJTYYCHUC BU3bI, 3aIrpaHUIHOI0 I1aCrnopTa
3aka3 Kele3HOJOPOKHBIX M aBHAOUIIETOB, TOCTHHHII, TPAHCIIOPTHOTO
o0ecrneyeHnst pyKOBOJUTEs

Odopmienue mporpaMmsbl OE3/IKH, YTOUHEHHE 0COOCHHOCTEN MTPOTOKOJIA
TUTAHUPYEMBIX MEPOTIPUSITHIA

[ToaroToBKa JOKYMEHTOB K IOE3KE PYKOBOIUTEIS

YTouHeHue aThl, JOHKHOCTEH, (haMuInii B mporpaMme KOMaHIUPOBKH
[TpopaboTka MapmpyTa pyKOBOJUTEINS, YBSA3Ka €T0 C paciHCaHUEeM
TpaHCIIOPTa

O6paboTka MaTepragoB KOMaHIUPOBKU, OPOPMIICHHE OTYETa O
KOMaHJIHPOBKE

HeoOxonumelie ymeHust OdopmMisTs aBAaHCOBBIE OTYETHI PYKOBOIUTEIS
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OpranuzoBbIBaTh BCTPEUYH PYKOBOIUTENS C IPUHUMAIOLIEN CTOPOHON
OdopMiIssTh KOMaHIUPOBOYHBIC TOKYMEHTHI

OO6pabaTpiBaTh TOKYMEHTHI M MaTEPUAIIBI IO PE3yIbTaTaM IMOE3IKU
PYKOBOJIUTEIIS

O6ecneunBath paboTy oduca BO BpeMsl OTCYTCTBUS PYKOBOJIUTEIIS
[TpuMeHsITh CITIOCOOBI JETIOBOTO OOIIECHUS

Hcrnonb30Bath cpeacTBa KOMMYHUKAIIMH JIJIsT 00€CTICUCHUS
B3aMIMOJICHCTBYS C PYKOBOIMTEIIEM BO BPEMSI €T0 JICTIOBON MOE3IKU
Heo0xonuMele 3HaHUA [Topsi10K MOATOTOBKH M MPOBEICHUS KOMaHIUPOBOK

[Mopsimok oopmiteHUsT JOKYMEHTOB ISl KOMaHTUPOBKH M OTYETHBIX
JIOKYMEHTOB 10 KOMaHIMPOBKE PYKOBOAUTEIIS

JlenoBo# MpoOTOKON

OTHKA JICJIOBOTO OOIICHUS

Jlpyrue xapakTepucTuku | -

3.3.5. TpynoBas ¢pyHKIHs

Haumenosanue Opranuzanus paboTsl ¢ Kon C/05.6 YpoBeHb 6
IIOCETUTEJSIMU B IPUEMHOU (mogypoBEHb)
PYKOBOJIUTENS KBaJTU(DUKALINH
IIpoucxoxnenue Opurunan X | 3aUMCTBOBaHO U3
TPYA0BOH (QyHKIUU OpUTHHAaJa
Kon Perucrpanuonnslii
OpUTHHAaJa HOMeEp
npogeccuOHaIBLHOTO
CTaHaapTa
Tpynoseie neiicTBus Opranuzanys JMYHOTO NpUEMa MOCETUTENEN PYKOBOIUTEIEM

YcTaHoBIIeHHE NOPsAKA pUeMa JIJIsl pa3InYHbIX KaTeropui moceTuTenen
Benenue xxypHasia ipeiBapuTEIbHON 3aMCH Ha TPUEM

Perucrpanus nocerurenen

CopeilicTBHE OepaTHBHOMY PAaCCMOTPEHUIO MPOCHO U MPEIOKEHHH
MOCETUTENEeH U COTPYTHUKOB OpraHU3aI|H

Opranu3anys npuemMa JeJIOBbIX MapTHEPOB B oduce

Opranuzanus o0cayKUBaHUs PYKOBOJUTENS U €ro JEJIOBBIX TApTHEPOB B
oduce

CepBupoBKa yaifHoro (ko¢eitHoro) crona B opuce

[IpunsATHE MEp MO COXPAaHEHUIO KOMMEPYECKOM TailHBI B XO/€ pUeMa
MOCETUTENIeH U UX HAXO0XKIEHUs B IPUEMHON U KaOWHETE PYKOBOJUTEIS
HeoOxonumelie ymeHust Opranu3oBbIBaTh U 00€creynBaTh JINYHbIE KOHTAKThl PYKOBOAUTES
YnpaBasTh KOHQIUKTaMU

Y4YuTHIBaTh NCUXOJIOTHYECKHE OCOOCHHOCTH JIMYHOCTH MPHU PA3ITUYHBIX
BUAaX NpohecCHOoHAIBHOro OOIIeHUS

Mcnonb30BaTh yCTaHOBJIEHHBIE IIPABUIIA U IPOLIEAYPbl KOMMYHUKALUU
BHYTPH OpPTaHU3ALUU

BecTu yueTHbIe perucTpanoHHbie GOpPMBI, UCIIOIB30BaTh UX IS
nH(pOpMaAITMOHHON pabOTHl U PAOOTHI O KOHTPOJIIO UCTIOTHEHUS PEIICHHMA
PYKOBOIUTENS
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Co31aBaTh NOJ0KHUTEIBHBIM UMUK OpraHU3aluu

ITpuHUMAaTh MEpBbI 110 pa3pelICeHNI0 KOHPIUKTHBIX CUTYaLMH
[TpumeHsTh MH(POPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH
ObecneunBaTh KOH(DUICHINAIBHOCTD B IPUEMHON U KaOHHETE
PYKOBOJUTEIS,, COXPAHATh KOH(PUICHIIMAIBHYIO HH)OpMAIMIO B TaliHe
Heo6xonnMeie 3HaHHS IIpaBuia opraau3anyy pueMa oCEeTUTENIeH

ITpaBuia nenoBoro ooIeHus

IIpaBuia peyeBoro TuKeTa

[TpaBuia ycraHOBICHUS KOHTAKTA, MOAEPKAHUS U Pa3BUTHUS
MEKITMYHOCTHBIX OTHOIICHHUH

CrpyKTypa opraHu3aluu 1 pacrpeesieHue QyHKIui Mexty
CTPYKTYPHBIMH MOJIPA3/ICICHUSIMH U CHICIIHATHCTAMH

[IpaBuia opranu3anuu NprueMoB B opuce

OTHUKET U OCHOBBI MEXYHAPOJHOI'O IPOTOKOJIA

[TpaBuia cepBUPOBKH YaifHOTO (KO(EHHOT0) CTONA

ITpaBuia npUroTOBJIEHHS U OJJAYU FOPSYUX HAITUTKOB U 3aKYCOK K HUM
[TpaBuia 3ammThl KOHQUACHIMATBEHON CITy)KeOHOM nHpOopManuu
Jlpyrue XapakTepucTUKu | -

3.3.6. TpynoBas GpyHKIHs

HaumenoBanue Opranu3zanys noAroToBKH, Kox C/06.6 VYpoBeHb 6
IpOBEIEHUS U 00CITyKUBAaHUS (momypoBeHb)
KOH()EPEHTHBIX MEPOIIPHUITHI KBaJIM(hUKALMH
IIpoucxoxaeHue Opurunan X | 3aUMCTBOBaHO U3
TPpYAOBOH (hyHKIIMH OpUTHHANA
Kon Peruncrpanmonnslii
OpUTHHAaNa HOMED
1po(hecCuOHATIBHOTO
CTaHJapTa
Tpynossle neiicTBus [ToaroToBKa NOBECTKHU JHS MEPONPUSITHS

OdopmieHne crnyucka yaaCTHUKOB MEPOIPUSITUS
WNudopmupoBanue rpeanoiaraeMblx Y4aCTHUKOB O HAMEYaeMOM
MEPONPUITHH U YCIOBUSIX YUacCTUs

Br160p MecTa 1 BpeMeHU POBEJCHUS] MEPONPUSTHUS

ITonroroBka mpeBapuUTENILHON CMETHI PaCXOJ0B

Paccplika nmpuriameHuil HOATBEPIMBIINM Yy4acTHe B MEPOIPUSITUH
COop TEKCTOB OKJIAZOB U MPOEKTOB UTOTOBBIX JJOKYMEHTOB Y
JTOKJIaTYMKOB

Paccpuika nH(GOpPMaIMOHHBIX MaTEPHAJIOB YYaCTHUKAM KOH(EPEHTHOTO
MEPOPUITHS

CocraBieHue IBOYHBIX JUCTOB U CIIMCKA PETUCTPALlUU YYaCTHUKOB
MEpONPUSITHS

3aKkynKa KaHIEJIIPCKUX TOBApOB U MPOAYKTOB AJIsl 00ecrIedeHus
Kode-may3

Penienne BOoNpocoB TEXHUUECKOT0 OCHAIIEHUSI MEPONIPHSITUS
ITomon1s B NOATOTOBKE T0KJIA/1a PYKOBOAMTENS, IPE3EHTALMOHHBIX
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MaTEpUaJIOB

Opranu3anys NOArOTOBKU IPe3uIuyMa U paboyrX MeCT yYaCTHUKOB
Opranu3zaiiys BCTpEUr U perucTpanusi y4acCTHUKOB MEPOIIPUATHS
BeneHue npoTokoJia MEpONnpUsTHs

Opranu3anus cepBUCHOI0 00CIyKMBaHMsI BO BpeMsi Koe-nay3
Opranu3zanys KyJlIbTYpPHO-MAacCCOBBIX MEPOIIPUSATHI, TPAHCIIOPTHOTO U
TOCTMHUYHOTO 00ecneyeHust

Heo6xoanmeie ymeHUs Opranu30BbIBaTh MPOIECC MOATOTOBKU K IPOBEIECHUIO KOH(EPEHTHOTO
MEpONPUATHSI UHAUBUYAIBHO U B COCTaBe pabouel rpymmbl
JIoKyMeHTUPOBaTh pa3HbIE ATAIbI IPOLEAYPHI IOATOTOBKHU U IIPOBEIECHUS
KOH(EpEHTHOT0 MEPOIPUSATHUS

IlepenaBate uH(pOpMaLKIO, JOKYMEHTBI U MaTepUabl yHaCTHUKAM
KOH(EPEHTHOT0 MEPOIPUSATHUS

[ToaroraBnuBaTh U 000pPYAOBaThH CTOJ MpE3UMyMa U paboyre MecTa
Y4aCTHUKOB COBEIIaHUs (3aceiaHus)

CepBupoBath 4aifHbli (Ko(eiHbIiT) CTOJ BO BpeMsi MPOBEJeHHS Kode-may3
Co0bmronath mpaBuiIa AEJI0BOTO STUKETA U IPOTOKOJIA

ITonnep)xuBaTh UMUK OPTaHU3ALMH

Co3ztaBaTh UMUK CEKPETAps, COOTBETCTBYIOUIUI UMMJIKY OpraHU3alul
PaboTats ¢ uHdopmareil, aHaTM3UPOBATh U MPEACTABIATh €€ B
CUCTEMAaTU3UPOBAHHOM BHJIE

ObecneunBaTh 0€30MACHOCTD AEATEIbHOCTU OpraHU3aluu

[TpuMeHsTh HH(OPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH
[TprMeHsITh IpaBuiIa PyCCKOTO S3bIKa

ITprMeHSTh HaBBIKM CKOPOCTHOT'O MUChMa

ITprMeHsITh HaBBIKM 3aIIMCH M pacIMPPOBKU TEKCTA

Hcnonb30BaTh COBpEMEHHbIE TEXHUUECKUE CPEJICTBA B 001aCTH
CKOPOCTHOTO MHUChMa

ObecneunBaTh KOM(OPT YHaCTHUKOB KOH()EPEHTHOIO MEPOIIPUSTHS,
IIOMOTraTh B BOIIPOCAX MPOKMBAHHUS, TPAHCIIOPTHOTO 00ECTIEYEHMS
HeoOxonuMmebie 3HaHUS Komruiekc oprann3anoHHO-TEXHUYECKUX MEPOTIPUSATUI MO OJrOTOBKE
Y IPOBEJCHUIO COBEUIAHMM U IEPETOBOPOB, B TOM UUCJIE MEXIYHAPOJHBIX
[TpaBuiia BefieHMs1, MOATOTOBKH U O(OPMIIEHHSI IPOTOKOJIA U IOKYMEHTOB,
CO3/1aBaeMbIX B ITpOIecce MOATOTOBKU KOH(PEPEHTHOTO MEPONPUSTHSI
MeTouKa cocTaBIeHHUs] CMEThI pacXx0J0B KOH(PEPEHTHOTO MEPONPUSITHS
OcCHOBBI HaIMCaHMsI peuel U TOKJIa 0B PYKOBOJAUTENS

[TpaBuiia ycTaHOBJIEHUS KOHTAKTa, MOAEPKAHUS U Pa3BUTHUS
MEKIMYHOCTHBIX OTHOIICHHH

[TpaBuiia genoBoro oO1IEeHUs, 1€T0BOI0 ATHKETA

OTHKET U OCHOBBI MEXAYHAPOJHOTO TPOTOKOJIA

ITpaBuiia npoBeEHMS I€TIOBBIX IEPETOBOPOB

[TpaBuiia 3anuThl KOHGUACHINATBLHON Ci1y)keOHOI HHpOopMaIun
CucTeMbl CKOPOCTHOTO NMMACHhMA

OcHOBBI TpOrpaMMHOT0 oOecreueHust 1 0hUCHOro 000PYI0BaHUS B
00JaCTH CKOPOCTHOTO MHUCHMa

TpebGoBanus oOxXpaHbl TPyIa

Jlpyrue XxapakTepucTuku | -

3.3.7. TpynoBas pyHKIUS
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Haumenosanue Opranuzanusi UCIIOJTHEHUS Kon C/07.6 YpoBeHb 6
pELIEHU, OCYLIECTBICHUE (moTypOBEHbD )
KOHTPOJISL UCTIOTHEHUS KBaJIU(DUKALIMH
IIOPYYEHUHN PYKOBOJUTEIS

IIpoucxoxnenue Opurunan X | 3aUMCTBOBaHO U3
TpyI0BOU (QYHKIIUU OpUrMHaja
Kon Peructpanuonubliit
opUruHaa HOMEp
pohecCuoHaTBLHOTO
CTaHjaapTa

TpynoBble nelcTBUA JloxymenTanbHOE 0(hOpMIICHHE PEICHUN PYKOBOIUTEIIS

JloBenenue 10 cBeeHus pabOTHUKOB OPraHU3aIMU PACTIOPSKEHUN

PYKOBOJUTENS

Koopaunanyst 1eATENbHOCTH 110 UCIIOJIHEHUIO PEIICHUH PYKOBOIUTENS
Benenue cpokoBOro TEKyIIEro v NpeynpeauTeIbHOr0 KOHTPOJIs
ITpoBepka uCnoaHEHUs NOPYYEHU PYKOBOIUTENS B YCTAaHOBJIEHHBIN CPOK
[IpenymnpexaeHne COTpyTHUKOB 00 NCTEYECHUN CPOKA UCTIOTHEHUS
NIOPYYEHUIN PYKOBOJIUTEIS

DuKcalys UCIOJIHEHUS IOPYYEHUN

CocraBieHHEe OTYETOB U aHAIUTUYECKUX CIIPABOK O BHIMOJIHEHUH
MIOPYYEHUH U PEIIEHUH PYKOBOAUTENS

HeoOxonumelie ymeHust Bectn cpokoBYIO KapTOTEKY

BecTu yueTHble perucTpaonHbie GOpPMbI, HCIIOIB30BaTh UX I paOOTHI
110 KOHTPOJIIO UCTIOJTHEHMSI TIOPYYEHUH PYKOBOAMTENS

PaboTats ¢ nHpopmarme Mo KOHTPOIIO, CUCTEMAaTU3UPOBATH €€ U
IIPEJICTABIISITh B BUJI€ CBOJIHBIX JOKYMEHTOB

Hcnonp30BaTh CpeacTBA KOMMYHUKALMN I IEPEJAUYX TOPYUYEHUN
PYKOBOJUTENS

Hcnonp30BaTh COBpeMEHHBIE Cpe/IcTBA cOOpa 1 00pabOTKH KOHTPOJIbHOM
uHpopManuu

[TpumensTh HH)OPMALIMOHHO-KOMMYHHMKAIIMOHHBIE TEXHOJIOTUU
OneHuBaTh pe3ynbTaThl B paMKax NOCTABIEHHBIX 3a4a4

Ocy1ecTBISITh KOHTPOJIb UCTIOIHEHUSI TOPYUYEHUN PYKOBOIUTENS
COTpYJIHUKAMU

HeoOxonumebie 3HaHUS O61mue TpeboBaHMs K CPOKaM UCTIOTHEHHS IOKYMEHTOB U KOHTPOJIbHBIM
(GYHKIHUSAM CITY>KOBI TOKYMEHTAIIMOHHOTO 00ecreueHust

[TpunuMMBI, c1ocoObl HHGOPMUPOBAHUS COTPYIHUKOB

OTHKa J1eJ0BOro 0OLIeHUs

VYmpasieHueckas CTpyKTypa OpraHHU3aliy, pyKOBOACTBO OpraHU3alliH,
00pa31ibl MoAnucel pyKOBOASIIUX COTPYAHUKOB, KPYT X MOJIHOMOYU U
OTrpaHUYEHUs 30H UX OTBETCTBEHHOCTH

JlokasibHbIE HOPMATHBHBIE AKThl OPraHU3AINH

Jpyrue XapakTepucTuku | -

3.3.8. TpynoBbie pyHKIUU
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HaumenoBanue Opranu3zanus U nojjiepxaHue Kon C/08.6 VYposenn 6
(GYHKIIMOHATIBLHOTO pabodero (moTypoBEHb )
MIPOCTPAHCTBA IPUEMHOU U KBaJTU (DUKAITAH
KaOMHEeTa PyKOBOJUTEIIS

[Ipoucxoxnenue Opurnnan X | 3aUMCTBOBAHO U3
TPYAOBOH (hYHKITHH OpUTMHaJIa
Kon Perucrpanmonnslii
OpUTHHAJa HOMEp
npo¢eCcCuOHATHLHOTO
CTaHaapTa
TpynoBsie neiicTBust Ob6ecnieuenune paboyero Mecta pyKOBOAUTENST HEOOXOJMMBIMU
CPEJICTBAMU OPraHU3AllMOHHOM TEXHUKH, KaHIIEJIIPCKUMU
MIPUHAIJICKHOCTSIMU

Opranuzanus npueMHoOMN ouca B COOTBETCTBUU C TPEOOBAHUSAMU
SPrOHOMHUKH U KYJIbTYPBI TPy

Opraamnsanus opopMIIeHHs HHTEphepa MPUEMHON PYKOBOIUTEIS
O6opynoBaHue paboyero MecTa OprTeXHUKOMN, IEPCOHATLHBIM
KOMITBIOTEPOM, BCIIOMOI'aTEIbHOM TEXHUKON

Opranuzanus o00pya0BaHuUs IPUEMHOMN CUCTEMaMU XpaHEHUs,
HEO0OXOIUMBIMU MTPUCTIOCOOIEHUSIMH, 00€CTIEUEHUSI KaHIIEIIPCKUMU
IPUHAIJISKHOCTIMU

ObecnieueHne XpaHeHUsI U 3aMEHbI paCXOAHBIX MaTEPHAJIOB,
MOBCEIHEBHBIN YX0]1 32 OPTTEXHUKOM

3aka3 KaHLEIIPCKUX TOBAPOB, THTHEHUYECKUX TOBAPOB, MPOIYKTOB
UTAHUS

Heo6xoanMele ymeHUs Co3naBath ycioBus, obecrieunBaroiie 3pHeKTUBHYIO paboTy
PYKOBOJUTENS

[TprMeHSTH B COOTBETCTBUU C HA3HAUEHUEM CPEJICTBA OPraHU3aLMOHHOM
TEXHUKH, KQaHIIEJSIPCKUE PUHAICKHOCTH

OcHamats paboyee MECTO pyKOBOAMTEINS U CBOE pabodee MecTo
HE00XO0UMBIM 000PYAOBaHUEM

OcCyniecTBISITh 3aMEHY PACXOJHBIX MaTEPHAJIOB, YXOJ 32 OPITEXHUKON
KoHTponmpoBaTh COCTOSIHUE ¥ MOTIOJTHSATH 3aITachl KAHIEISIPCKUX
TOBApOB, CPEACTB TMTUEHbI, TPOAYKTOB MUTAHUS

HeoOxonumebie 3HaHUS TpeGoBanus oXpaHbl TpyJa, IPOU3BOICTBEHHON CAHUTApUH,
IPOTHBONOXKAPHON 3aIIUTHI

OCHOBBI ITPABUIILHON OpraHU3alMU TPYIa U METOIbI TIOBBIIIECHHS €r0

s exTuBHOCTH

OCHOBBI 9prOHOMHKH 0(Hca U QIIOPUCTHKH

CraHiapThl 1 peKOMEHIAINH 110 000pYI0BaHUIO O(PUCHBIX TOMETICHHIA
CocTtaB OpraHu3alMOHHON TEXHUKH, €€ YCTPOUCTBO U MOPSIIOK pabOTHI C
HEel

JIpyrue XapakTepucTHuKu | -

3.3.9. TpynoBas pyHKIHSA

Haumenosanne | Pa3paGoTka JIOKATbHBIX | Kom | C/09.6 YpoBeHb |I|
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HOPMATUBHbIX aKTOB, (moypoBeHb)
PErIaMEHTHPYIOIIUX PaboTy KBTM(DHKAIIUH
cekperapsi

IIpoucxoxnenue
TPYAOBOH (QyHKIIMU

Opurunan X | 3aUMCTBOBaHO U3

OpUTHHaja
Kon Peructpanuonublit
opUruHaia HOMED
poeCCHOHATEHOTO
cTaHjapTa

TpynoBble nericTBUA

Pa3paboTka JOKHOCTHOM MHCTPYKLIUU CEKpeTaps

Pa3paboTka moyiokeHus o cekperapuare

Pa3zpaboTka HHCTPYKIIUU 10 ACTIONPOU3BOACTBY

HeoOxonumelie ymeHust

CocTaBnsiath ¥ 0pOPMIISITh OPTaHU3AIMOHHBIE U METOINYECKUE
JIOKYMEHTBI

PeI[aKTI/IpOBaTB TCKCTHI CJ'Iy>K€6HbIX JAOKYMCHTOB

PaGoTtath co Bceit COBOKYITHOCTBIO I/IH(i)OpMaI_II/IOHHO—)IOKYMGHTaI_[I/IOHHBIX
PECYpPCOB OpraHn3alnun

ITonp30BaThCs Oa3zaMu AAHHBIX, B TOM YHCJIC YAAJIICHHO

Hcmons30BaTh CITPAaBOYHBIC ITPABOBLIC CUCTCMbI

PaboTaTh ¢ KOMIIBIOTEPOM, KaTajgoraMu (rankamu) u Qaimamu, CKaHepoM

ITonb30BaTbcs OPUCHBIM NAKETOM (TEKCTOBBIN PETAKTOP, TAOIUIIBI)

[Tonbp30BaTbest nepuepuitHBIMU YCTPOHCTBAMH U OPTTEXHUKOM

ITonb30BaThCs 2IEKTPOHHON IMOYTOU

ITosb30BaThCs cCUCTEMAaMU 3JIEKTPOHHOTO IOKYMEHTO000pOTa

HeO6XOI[I/IMI>Ie 3HaHUA

[TpaBoBBIE OCHOBBI yIIpaBIeHUS (OCHOBBI aIMUHUCTPATUBHOTO, TPYIOBOTO
Y TPaXKJAHCKOTO MpaBa)

HopMmartusHbIE TpaBOBBIE AKTHI, HOPMATUBHO-METOAUYECKHUE TOKYMEHTHI,
TOCYIapCTBEHHbBIE CTAHIAPTHI, ONPEACIISIIONINE MOPSAIOK
JIOKYMEHTAIMOHHOTO 00eCTieueHHs yIPaBICHUS

CtpyKTypa, pyKOBOACTBO CTPYKTYPHBIX IO/Ipa3iesieHui, 00pasiibl
MOJAINUCEN JINL, UMEIOIINX IPAaBO MOJIUCAHUS U YTBEPKACHHUS
JIOKYMEHTOB, U OTPAaHUYEHHUS 30H UX OTBETCTBEHHOCTH

HpaBI/ma JOKYMCHTAIITMOHHOT' O obecneueHUs ACATCIIBHOCTU OpTraHru3allun

[Topsimok paboThI C JOKYMEHTaAMH

TpC6OBaHI/IH, NpEABABIACMBIC K TOKYMCHTAM B COOTBETCTBUU C
HOPMATUBHBIMHU NIPABOBBIMU aAKTaMH U TOCYJapCTBCHHBIMU CTaHAAPTAMU

[IpaBuiia cocTaBieHUs! OPraHU3allMOHHBIX JOKYMEHTOB (TI0JI0KEHUH,
WHCTPYKIUH, pErJIAMEHTOB)

Buapl T0OKyMEHTOB, UX Ha3HAYEHUE

OCHOBBI I[OKYMCHTHOﬁ JIMHIT'BUCTHUKH

TpeGoBaHus OXpaHbl TpyJa

Jlpyrue xapakTepuCTHKU

3.3.10. TpynoBas pyHKUUSA

HaunmenoBanue CocraBnenue u 0opMIICHHE Kon C/10.6 YpoBeHb 6
YIIPABJICHYECKOU (mogypoBeHb)

22.03.2021
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‘ JOKYMEHTaluu | I:l KBaNu(UKaIUU |:|

IIpoucxoxneHue Opurunan X | 3aUMCTBOBaHO U3
TPYAOBOH (QyHKIIMH OpUTHMHAaNIA
Kon Peructpanuonubiit
OpUTMHaja HOMEp
Ipo¢ecCHOHATBLHOI0
CTaHjaapTa
TpynoBeie neiicTBus CocraBieHrne IPOEKTOB PACIOPAIUTENBHBIX (IIPUKA3bl, PACIIOPSIKEHUS) U

MH(POPMALMOHHO-CIIPABOYHBIX JTOKYMEHTOB (CIIy’Ke€OHbIe MUCbMA,
CIPaBKH, JIOKJIAIHBIC U CITY)KEOHBIE 3aITMCKH)

ITeuaTh cayxeOHBIX JOKYMEHTOB M MaTepUaJIOB

Pa3MHOXeHHE CITy)KeOHBIX JJOKYMEHTOB

KoHTpob npoxox1eHus: JOKYMEHTOB B OpraHu3aly (CoriacoBaHue,
MOJINMCAHUE U YTBEPKACHHE JOKYMEHTA)

Heo6xoanMele ymeHust PenakTupoBaTh TEKCTHI CIIYKEOHbBIX JOKYMEHTOB

[Tonbp3oBaTbesl YHUGUIMPOBAHHBIMU ()OPMAMU JOKYMEHTOB

OdopmiATs KaccoBble (PMHAHCOBBIC JOKYMEHTHI U JIOKYMEHTHI 110 YYETy
HaKJIaJHBIX PACX0JIOB

Ileyarath ciyxeOHbIE TOKYMEHTHI

[Tonp3oBaTbest nepuepuitHBIMU YCTPOHCTBAMH U OPTTEXHUKOM
PaboTtaTh ¢ KOMIBIOTEPOM, CKAHEPOM

ITonbp30BaTbest 0PHUCHBIM MAKETOM (TEKCTOBBIN PeJaKTOp, TaOIHIIbI)
ITonbp30BaThCs 2IEKTPOHHOM MOYTOU

ITosb30BaThCs cCUCTEMAaMU 3JIEKTPOHHOTO IOKYMEHTO000pOTa
ObecneunBaTh 0€30MACHOCTD AEATEIbHOCTH OPraHU3aluU
HeoOxonuMmeble 3HaHUS [TpaBoBbIE OCHOBBI yIpaBieHUs (OCHOBBI aIMUHUCTPATUBHOIO, TPYI0BOTO
Y X031 CTBEHHOT'O IPaBa)

CrtpyKTypa opraHuzaluu, pyKoBOJCTBO CTPYKTYPHBIX MOAPA3/IEICHUMN,
00pa3ibl MOANHKCEH JIHLI, UMEIOIUX MPAaBO MOANUCAHNUS U YTBEPKICHUS
JJOKYMEHTOB, U OTPaHUYEHHUs 30H UX OTBETCTBEHHOCTH

[TpaBuia TOKYMEHTAIIMOHHOTO 00eCeueHHs JesITeIbHOCTH OpraHu3alliuu
[Topsimok paboThI C JOKYMEHTaAMH

TpeGoBanusi, MpeabsBIsIEMbIE K TOKYMEHTaM B COOTBETCTBUU C
HOPMAaTHUBHBIMH NTPaBOBBIMU aKTaMU M FOCYJAApCTBEHHBIMH CTaHAAPTaAMHU
Bupl TOKyMEHTOB, MX Ha3HAYEHHE

[TpaBuna cornacoBaHusi JOKYMEHTOB OpraHU3alluU (BHYTPEHHETO U
BHEIITHETO)

ITpaBuiia noanucaHus U yTBEPKACHHS TOKYMEHTOB

[IpaBuiia cocraBneHus 1 ohopmiIeHUS HTHPOPMAIIIOHHO-CIIPABOYHBIX,
yIpaBJIEHYECKUX TOKYMEHTOB U CIY)KEOHBIX NMHUCEM

OCHOBBI JOKYMEHTHOM JIMHTBUCTUKH

ITpaBuiia pyccKoro si3plka

TpeboBaHus 0XpaHbl Tpyaa

Jpyrue xapakTepucTuku | -

3.3.11. TpynoBas dbyHKIHS
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HaunmenoBanue Opranuzanus paboThI ¢ Kon C/11.6 YpoBeHb 6
JOKyMEHTaMH B IPUEMHON (TToTypOBEHB)
PYKOBOJIUTEIIS KBaJTU (DUKAITAH
IIpoucxoxnenue Opurunan X | 3aUMCTBOBaHO U3

TpyI0BOU (QyHKIIUU

OpUTHHaja
Kon Peructpanuonublit
opUruHaia HOMED
poeCCHOHATEHOTO
cTaHjapTa

Tpynossie nencTBus

[Tosryyenue, npeaBapuTEIbHOE PACCMOTPEHHE H COPTHPOBKA
NOCTYIAIOUINX B IPUEMHYIO PYKOBOAUTENS TOKYMEHTOB

HpOBepKa KOMINJICKTHOCTH ITOCTYIMAOIINX B IIPUEMHYIO PYKOBOIWUTCIIA
JOKYMCHTOB

IToaroroBka TOKyMEHTOB JUIsl PACCMOTPEHHUS PYKOBOJAUTEIEM

VYuer JAOKYMCHTOB, INIOCTYITAOINX HA UM PYKOBOJAUTCIIA

OpraHmauI/m AOCTAaBKH NOKYMCHTOB HCIIOJHUTCIIAM

COSI[aHI/Ie Hn BCACHUC 0as3sl JAaHHBIX JOKYMCHTOB PYKOBOAUWUTCIIA

Benenune nndopmanrionHo-cIipaBoyHOM paboThl

Heo6xoaumeie ymeHust

Paboratk ¢ BXozsien, ucxoasieil, BRyTpeHHEH JOKyMEHTaIen

[Tonb30BaThCs CUCTEMAMHU 3JIEKTPOHHOTO TOKYMEHTO000pOTa IS
perucTpannu, KOHTPoJIst JOKYMEHTOB U HH(OPMaIIMOHHO-CITPaBOYHOM
paboThI ¢ JOKYMEHTaMH

[TpumensTh HHYOPMALIMOHHO-KOMMYHHUKAI[MOHHBIE TEXHOJIOTUU JIJIS
paboThI ¢ JOKYMEHTaMH

[TprMeHsITh IpaBuiIa PyCCKOTO S3bIKA

HpI/IMeHHTL HABBIKHM CKOPOCTHOTI'O ITMCbMa

CocTaBisaTh U O(I)OpMJ'I}ITL JIOKAJIbHBIC HOPMATHBHBIC aKThI

HeoOxoaumeble 3HaHUSA

HopMmaTuBHbI€ 1TpaBOBbIE aKThl, HOPMAaTUBHO-METOANYECKHUE JOKYMEHTHI,
roCyJlapCTBEHHbIE CTaHAPTHI, ONIPEAEISIOIINE TOPAIOK
JIOKYMEHTAIIMOHHOT'0 00€CIIeUeHHUs yIPaBICHUS

CprKTypa Oopranm3annu, pyKoOBOACTBO CTPYKTYPHBIX HO,HpEB,Z[eJIeHI/Iﬁ

CoBpeMeHHbIe HH()OPMAITMOHHBIE TEXHOJIOTHH Pa0OTHI C JOKYMEHTAMH

HOp}II[OK pa60TBI C JOKYMCHTAMH, CXCMBbI ,Z[OKYMCHTOO60pOTa

HpaBI/ma pa60TBI C BXOOAIIUMHA, UCXOJAIINMU U BHYTPCHHUMU
JOKYMCHTaMU

HpaBI/IJ'Ia opraHu3alv KOHTPOJIA UCITOJTHEHUA TOKYMCHTOB U TUITOBBIC
CPOKH UCITIOJIHCHUS NOKYMCHTOB

HpaBI/ma COCTAaBJICHUS aHAJIMTUYCCKUX CIIPABOK IO OPraHU3aliuiu pa6OTBI
C JOKYMCHTAMHM 1 KOHTPOJIIO HUCITOJIHCHUS JOKYMCHTOB

[TpaBuna co3panus v BeJeHUs 0a3 TaHHBIX CIY>KEOHBIX TOKYMEHTOB B
OpraHu3aIu

CucTeMbl 3JIEKTPOHHOT'0 JOKYMEHTO000pOTa

Cucremsl CKOPOCTHOI'O MMChbMa

TpeboBanus 0XpaHbl TpyJaa

Hpyrue xapakTepuCcTUKU

3.3.12.TpynoBas ¢pyHKIHS
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Haumenosanue Opranuzanusi XpaHeHus Kon C/12.6 YpoBeHb 6
JIOKYMEHTOB B IIPUEMHOMN (moTypOBEHbD )
PYKOBOJMTEIS KBaJIU(DUKALIMH
[Ipoucxoxnenue Opurnnan X | 3aUMCTBOBAHO U3

TPYAOBOH (hYHKITHH

OpHUTHHAJA
Kon Perucrpanmonnslii
OpUTHHaNa HOMED
po(hecCHOHATLHOTO
CTaHJapTa

TpynoBble nencTBUs

Pa3pa60TI<a Pa3acJIOB HOMCHKIIATYPBI ACJI OpraHnu3alun

dopmupoBaHue 1 0QOPMIIEHHE A€ TOCTOSHHOTO, JOJITOBPEMEHHOTO
XpaHeHUs

IloaroroBka u nepenayda e B apxXuB OpraHu3alun

HeoOxonumelie ymeHust

Pa3pa6aTI>IBaTI> HOMCHKIJIATYPY ACJI OpraHnu3alu ¢ y4eTOM
HOPMAaTUBHO-MCTOAUYCCKUX NJOKYMCHTOB

Hcnonp3oBaTh HOMCHKIJIATYPY ACII IPpU U3YYCHHUU CTPYKTYPbI
opraHusalyn, COCTaBJICHUN OITHCEH Jel

dopmupoBaTh 1 0GOPMIISTH JieJa B COOTBETCTBUU C YTBEPXKICHHOM
HOMEHKJIATYpOH €)1 OpraHu3aIuu

ObecneuynBaTh COXPAaHHOCTh JOKYMEHTOB OpPTraHU3alluN

HpOI/I3BOI[I/ITL MMOATOTOBKY JCJI IJIA IEpEaaiu B apXHB

[TpumensTh HHYOPMALIMOHHO-KOMMYHHUKAI[MOHHBIE TEXHOJIOTUU JJIS
paboThI ¢ JOKYMEHTaMH

HeoOxoaumeble 3HaHUSA

HopMmaTuBHbI€ ITpaBOBBIE aKThl, HOPMAaTUBHO-METOANYECKHUE JOKYMEHTHI,
roCyJlapCTBEHHbIE CTaHAPTHI, ONIPEAEISIOIINE TOPAIOK
JIOKYMEHTAIlMOHHOTO 00eCIIeUeHNUs yIPaBICHUs

Buasl HOMeHKnaTyp, o01ie TpeboBaHUs K HOMEHKIIAType, METOAMKA ee
COCTaBJIEHUS U 0(OPMIICHUS

[Topsinox hopmupoBanus 1 0OPMIIEHUS JIel C YKa3aHUEM CHEIUPUKH
(GhopMUPOBAHUS OT/IETBHBIX KaTETOpUH Ael

[IpaBuna xpaneHus /11, B TOM YUCJIE€ C JOKYMEHTAMU OTPAaHUYEHHOTO
JIOCTYTIa

[TpaBuiia BbI1au U UCIIOJIB30BAHUS JOKYMEHTOB U3 CPOPMUPOBAHHBIX
Jaen

TpebGoBaHus OXpaHbl TpyJa

HpaBI/ma MOATOTOBKHU U NICpEaavu ACII B apXUB OPraHU3alun

Jlpyrue xapakTepucTuKu

3.3.13. TpyznoBble pyHKIMH

HaumeHnoBanue Kon C/13.6 YposeHb 6
O0ecnieyeHne pyKOBOIUTEISI
. (moypoBeHb)
uHpopmanuei
KBaTH(UKAITII
IIpoucxoxacHue Opurunan X | 3aMMCTBOBaHO U3

TPyIOBOH (HYHKIITHH

22.03.2021
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Kon PerucrpanmonHslii
OpUTHHaNa HOMED
po(hecCHOHATLHOTO
CTaHJapTa
Tpynossle neiictBus C6op u nepepaboTka HHGOpPMaLUU, HEOOXOAUMON ISl IPUHATHS

000CHOBAHHBIX YIPABICHUECKUX PEIICHUN

[TpoBepka JOCTOBEPHOCTH, MOJHOTHI M HEIPOTUBOPEUYNBOCTH JTAHHBIX,
UCKJIIOUEHHE TyOIupoBaHus HH(POpMaIUU

[IpenocTaBieHre JaHHBIX B €IMHOM M YIOOHOM Il BOCTIpHSITUS (hopMmate
BrisiBieHne Hanbosee 3HaUUMbIX KPUTEPUEB CUCTEMATH3AuU
uHpOpMaNUu 715 CO3AaHus 06a3 JTaHHBIX

dopMHUpOBaHUE U UCIIOJIb30BaHKE 0a3 JaHHBIX B OpraHU3aI|H
Heo6xoanmeie ymeHust OcymiecTBiATh c60p, 00padOTKY U aHaIN3 HHPOPMAITH B COOTBETCTBUU
¢ TpeOOBaHUSIMH KPATKOCTH, YETKOCTU (DOPMYIUPOBOK, CBOEBPEMEHHOCTH
MOCTYIUICHHUS, TOYHOCTH M IOCTOBEPHOCTH, ONITUMAIILHOCTH
CHUCTEMaTH3aIluH1, HEMPEPHIBHOCTH cOopa 1 00paboTKH HHPOPMAITHH
OcCymiecTBISTh PETUCTPAINIO, HAKOIIJICHHE U ITepeady,
CUCTEeMATU3UPOBAHHOE XpaHEHUE U Bblauy UH(opManuu B TpeOyemoit
dbopme

CocTaBnsith U 0pOPMIISITh CBOAHBIE, OTYETHBIEC, CTATUCTUUECKUE
JIOKYMEHTBI

OcymiecTBisATh 00pabOTKY U CTPYKTYpHUpOBaHUE UH(opMaIu, o0pasys
nH(OpPMaIIMOHHBIE PECYPCHI

BBoaWTH HOBBIE JAHHBIE B CIIPABOYHO-UH(POPMAIIMOHHBIE CUCTEMBI
BBoUTh B MaMsATh KOMITBIOTEPA 3JIEKTPOHHBIE 00pa3bl JOKYMEHTOB
[TprMeHSTh HaBBIKM CKOPOCTHOTO MUChMa

ITprMeHSTh HAaBBIKM 3alIMCH U PacHIM(PPOBKH TEKCTa

Hcronp30BaTh COBpEeMEHHBIE TEXHHUECKUE CPEJICTBA B 00IaCTH
CKOPOCTHOTO MTUChbMa

[Tpon3BoNTH MOKCK HH(OPMAIMH B CYHIECTBYIOINX 0a3axX JaHHBIX,
BECTH MH(OPMAIIMOHHO-CIIPABOYHYIO pab0Ty Ha OCHOBE Pa3iMyYHBIX
KOMOWHAIMI TOUCKOBBIX MMPH3HAKOB

[TpumeHsTh HHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH
Heo6xonnMele 3HaHUS OcobenHocTr (POPMHUPOBAHNUS BHEIIHUX U BHYTPEHHHUX
MH(POPMAIMOHHBIX TIOTOKOB

CocTtaB BHEIIHUX WH(POPMAIIMOHHBIX TTOTOKOB

CocTaB BHYTPEHHUX WH(OPMAIIMOHHBIX TTOTOKOB

CrpyKTypa opraHu3aiuu 1 Mops0K B3aUMOICHCTBHS MOIPpa3/IeIeHUH 1
CITyX)0

OcobeHHocTy (opMHpOBaHUs 6a3 JaHHBIX B OpraHU3aluu
CoBpeMeHHbIE HaydHBIE METO/IbI ¥ TEXHUUECKUE CPENICTBA,
croco6cTBytoIHE cO0pY, 00pabOTKe, COXPAHEHHIO U Tepeiade
MH(POPMAIMOHHBIX TIOTOKOB

Mertoapt 06paboTKu HH(MOPMAITUU C TPUMEHEHUEM COBPEMEHHBIX
TEXHUYECKUX CPEJICTB KOMMYHUKALUI U CBS3H, BBIYHCIUTEIHHON
TEXHUKHU

CucTeMbl CKOPOCTHOTO MMHChMa

OCHOBBI POTPAMMHOTO OOecriedeHusI 1 0OPUCHOTO 00OPYIOBAHUS B
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00J1aCTH CKOPOCTHOTO MHUChMa
TpeboBaHus 0XpaHbl TpyJa
Jlpyrue XxapakTepucTuku | -

3.3.14. TpynoBas GhyHKIH

HaumenoBanue Opranuzanust Kon C/14.6 YpoBeHb 6
UH(POPMALIMOHHOTO (mogypoBeHb)
B3aMMOJICHCTBHS PyKOBOIUTES KBaJIM(DUKALIH

C ImoApa3aciiCHUAMHA U
JOJDKHOCTHBIMH JIMIIaMH

OpraHu3aluu
IIpoucxoxaenue Opurunan X | 3aUMCTBOBAHO U3
TPYAOBOH (QyHKIIMH OpUTHHANA
Kon Perucrpanmonnslii
OpUTHHAaNa HOMED
po¢eCcCHOHATHLHOTO
CTaHJapTa
Tpynossle neiictBus HHdopmupoBaHrne pabOTHUKOB OPraHU3alMK O PEIICHHUSIX PYKOBOAUTEIS

Opranuzanus oOMeHa HHPOpMAIUEH MKy TOIpa3IeICHUIMU U
JOJKHOCTHBIMHU JIMIIAMH OpraHU3aIlluu

OmnogenieHne pabOTHUKOB O MPEJCTOSIINUX MEPONPUSATHIX

Opranu3zaiiys BCTped TPYI0BOTO KOJIJIEKTUBA C PYKOBOJCTBOM
HNudopmupoBaHne pykoBoanuTeNs 00 00palleHusX COTpYAHUKOB MO
pabo4MM U JIMYHBIM BOIIPOCaM

Heo6xoanMele ymeHUst Hcnonb30BaTh COBpEeMEHHBIE TEXHOIOTUU cOopa U nepesadu
uH(popManun

OcymecTBisTh cOOp U epepadoTKy nHpOpMaIiu, HEOOXOAUMOMN st
JIESITEIbHOCTH PYKOBOJMUTENS

OcyniecTBISITh CUCTEMATH3AIMIO MTOJyYaeMbIX U NepelaBaeMbIX JaHHBIX
Ocy1ecTBIATh NIPOBEPKY JOCTOBEPHOCTH, IIOJHOTHI U
HENPOTUBOPEUNBOCTHU JAHHBIX, UCKIIOUYEHHE Ny0IMpoBaHusl MHQOpMaIK
[TpencraBisTh JaHHbBIE B €AMHOM U YOOHOM JUIsl BOCHPUATHS popmare
MHOroKpaTHO HCIOIb30BaTh MOIYYEHHYI0 HH(POPMAINIO, TOCTOSTHHO
OOHOBJISITH TAHHBIE

ObecnieunBaTh ONEPaTUBHOCTH HH(GOPMAITMOHHBIX TOTOKOB

PaboTarh ¢ KOMIIBIOTEPOM, UCTIOIB30BATH O(UCHBIH MAKET (TEKCTOBBIN
pPEIAKTOP, TAOIHIIHI)

Heo6xonnMeble 3HaHUS HopmatuBHBIE IPaBOBBIE aKThl, HOPMAaTUBHO-METOANYECKHE JOKYMEHTHI,
rOCy/IapCTBEHHbIE CTAH/IapPThI B cepe AesITeIbHOCTH OpraHu3aluu
CrpyKTypa opranuzanuu, pyKoBOJICTBO CTPYKTYPHBIX ITOAPA3IEICHUMN,
HaIpaBJIEHUS ACSITEIbHOCTH OpraHU3aIlMi U KOMIIETEHIIMH CTPYKTYPHBIX
NOJIpa3IeJIEHUI U TOJKHOCTHBIX JINIL

Knaccugukarus ynpasieHueckoid HHPOpPMAaLUH, BUIbI YIPaBICHYECKON
nHpopmaruu

@DopMBbI TPeICTABICHHS YIIPaBIEHYECKON HH(DOpMaIIK

Wcrounnku ynpapiieHUeCKOM HHPOPMAITUH
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Metoarka 0T60pa HCTOYHUKOB HHPOPMALIUU

TpeboBaHus1, npeabsBisieMble K YIPaBISeHYECKOH HHPOPMALIUU
TpeboBanus OXpaHbl TpyJaa

Jlpyrue XxapakTepucTuku | -

3.4. O6o6uieHHas Tpya0Bas QyHKIHS

HaumenoBanue WndpopmanmoHHO-aHATUTHYECKAS U Kon D YpoBeHb 6
OpraHU3alMOHHO-aJMUHUCTPATUBH KB (UKAIUN
ast MOJJICPKKA JIeATEIIbHOCTH
PYKOBOJAUTENS] OpraHU3aIMN

ITpoucxoxaenue OpuruHan X | 3auMCTBOBAHO U3

0000IIEHHOW TPYIOBOK OpHUTHHAJIA

byHKIIUN

Kon Perucrpanmonnslii
OpHUTHHAIA HOMEp
npo¢eCcCHOHATHLHOTO
cTaHaapra

Bo3moxxHbIe [ToMOIIHUK PYKOBOIUTEIS

HAaMEHOBAHHS

JIOJDKHOCTEH,

npodeccuit

TpeboBanus k Beicuiee oOpa3oBanue - 6akagaBpuaT UM

00pa30BaHMIO U Bricuiee oOpa3oBanue (HenpoduiabHOE) - 6akazaBpuar u

00y4EeHHIO JIOTIOJTHUTEIbHOE NMpodeccHoHabHOEe 00pa30BaHUE M0 TOTIOJHUTEIbHBIM
npoeCCHOHATFHBIM IpOrpaMMam MpohecCHOHATEHON ePErorOTOBKA
10 NPOGUIIO JesITeIbHOCTH

TpeboBaHUs K OIIBITY He MeHee Tpex JIeT 1o OpraHu3aiuoHHOMY, TOKYMEHTAIIMOHHOMY H

MPAaKTUYECKON pabOThI MH(POPMALIMOHHOMY 00€CTIEUEHHUIO AEATEIbHOCTH PYKOBOAUTEIS
OpraHu3aIu

Oco0ble ycroBus Jlomycka | -
K pabote
Jlpyrue XxapakTepuCcTHUKH | -

I[OHOJ'IHI/ITCJ'ILHBIC XapaKTCPUCTHUKU

HaumenoBanue Kon HaumenoBanue 6a30B0ii rpymiibl, JODKHOCTH (TIpodeccun)
JIOKYMEHTa VI CTIEHUATbHOCTH
OK3 3343 AJIMAHHUCTPATUBHBINA U NHOUN MCIIOJHUTEIbHBIN

CpeZ[HCTCXHI/IquKI/Iﬁ TNEpCOHAT

EKC - CekpeTapb pyKOBOAMTEIIS
OKIIATP 26341 Cekperapb pyKOBOIUTES
OKCO 7.46.03.02 JIoKyMEHTOBEIEHUE W ApXUBOBEJCHUE

3.4.1. TpynoBsie pyHKITUN
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HaumenoBanue ®opmupoBaHue Kon D/01.6 VYpoBeHb 6
nH(}pOpPMaAITMOHHOTO (moTypoBEHb )
B3aUMO/JICHCTBUS PYKOBOJUTEIS KBaJTH(HUKAIUN
C OpraHu3aIysIMi

[Ipoucxoxnenue
TPYAOBOH (hYHKITHH

Opurnnan X | 3aUMCTBOBAHO U3

OpHUTHHAJA
Kon Perucrpanmonnslii
OpUTHHaNa HOMED
po(hecCHOHATLHOTO
CTaHJapTa

TpynoBble nencTBUs

OT1060p UCTOYHUKOB UH(OPMAIIK B COOTBETCTBUU C 33JaHHBIMU
KPUTEPUIMHU

O6paboTka u uHTEpHIpeTaus UHPOPMALIUU IS TOATOTOBKH ITPOEKTOB
peleHuit

IToaroroska 3ampocoB 110 MOPYYEHHUIO PYKOBOAUTEINS Ha MOJIyYECHHE
JOKYMEHTOB M HH(OpPMAIIMK B OpraHaxX TOCYAapCTBEHHOM BIACTH U
yIpaBJIeHUs], OOLIECTBEHHBIX OpPraHU3alUsAX U IOTy4eHUe
COOTBETCTBYIOIIUX WH(POPMALIUU U TOKYMEHTOB

WudopMupoBaHue pyKOBOJUTENS O Pe3yJIbTaTaX PaCCMOTPEHHUS 3aIPOCOB
1 oOpameHuit

Opranu3anus peuieHns BopocoB, He TPEOYIOIUX HENOCPEICTBEHHOTO
Y4aCTHs pYKOBOJUTEIS

[ToaroroBka MaTepuasoB ISl y4acTUs PYKOBOAMUTENS B paboTe
Pa3JIMYHBIX CTPYKTYP B COCTABE rOCYAAPCTBEHHBIX U MYHHUIUITAIbHBIX
OpraHoB, OOIIECTBEHHBIX OpraHU3alui

IToaroroBka JAOKYMCHTOB IJIF 3aKJIFOUYCHUS COTJIAIICHUH O
COTPYAHHUYCCTBE C NCJIIOBBIMHU MMAPTHECPpAMU

WNudopmupoBanue Nel0BbIX TAPTHEPOB U 3aMHTEPECOBAHHBIX
OpraHU3aIMi O PEIICHUSX PYKOBOAUTENS B XOJE BBIITOTHEHUS
corJianreHui

HeoOxonumelie ymeHust

AHanM3upoBaTh U OTOMPATh UCTOYHUKU MH(POPMAIIUU B COOTBETCTBHUHU C
KPUTEPHUSAMH MOJIHOTHI, IOCTOBEPHOCTH, CBOEBPEMEHHOCTH
npesiocTaBieHus: HHGOpMaIuu

Cobupatb, 00pabaThiBaTh U aHATU3UPOBATH UHPOPMALIUIO B
COOTBETCTBHUH C 33JJAHHBIMH TPEOOBaHUSIMHU

HepenaBaTL I/IH(I)OpMaI_II/IIO B CUCTCMATU3NPOBAHHOM BHU/JIC

OO0pabaTbIBaTh U CTPYKTYpUPOBATH HHGOPMAIUIO, 00pa3ys
MH(OPMAaIMOHHBIE PECYpPCHI

[Tpon3BoauTh MOKCK WH(OPMAITUH B CYIIECTBYIOMIMX 0a3ax JaHHBIX,
BECTH MH(POPMAIMOHHO-CIIPABOYHYIO pa0OTy Ha OCHOBE Pa3IMYHbIX
KOMOWHAIIMIA MMOMCKOBBIX MPU3HAKOB

O6ecneunBaTh MHPOPMAITMOHHYIO O€30MTACHOCTHh OPTaHU3AIUN

PaboTtaTk ¢ KOMIIBIOTEPOM, UCIIOJIB30BATh OPUCHBIN TaKeT (TEKCTOBBIIA
PEAAKTOP, TAOIHIIHI)

Heo0Oxoaumsbie 3HAHUS

22.03.2021

BHYTpEeHHSs ¥ BHEIIHSS [OJUTUKA OPraHU3aluu

[TpuHIMIIBI TPECTABUTEILCTBA B TOCYJAPCTBEHHBIX OpraHax, OpraHax
MECTHOT'O CAaMOYTIPABIICHUSI, CTOPOHHHUX OPTaHU3AIUSAX U MOPSIOK
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B3aUMOJIEVCTBUS C HUMHU

HpI/IHI_II/IHBI 1 MCTOAbI A/IMUHUCTPUPOBAHUA

OcobenHocty (POpMUPOBAHUS BHEIIHUX U BHYTPEHHHUX
MH(OPMAIIMOHHBIX TOTOKOB

CTpyKTypa OpraHu3aiyy 1 MOpsI0K B3aUMOICHCTBHS MOIPA3ICICHUN 1
CITy X0

[TpaBuiia opMuUpoBaHMs U NCTIOJIB30BAaHUS 0a3 TaHHBIX

CoBpeMeHHbBIC HAYIHBIC METO/IBI U TEXHUYECKUE CPEICTBA,
criocoOcTBYyrOMHKE cOOpy, 00paboTKe, COXpPAaHEHHIO U TIepe1aue
uHpopManun

[TpaBuiia 3anuThl KOHGUACHINAILHON CTykeOHO0I HHpOopMalu

CoBpeMeHHbIe HH)OPMAITMOHHBIE TEXHOJIOTHU

Jlpyrue xapakTepucTUKu

3.4.2. TpynoBast pyHKIHS

HaumenoBanue Amnanu3 nHpOpMaLnu | Kox D/02.6 YpoBeHb 6
MOATOTOBKA (oaypOBEHbD)
UH(POPMALMOHHO-aHATUTHIECK KBaJTH(UKAINN
UX MaTepUaioB

[Ipoucxoxnaenne
TPYA0BOH (QyHKIUU

Opurnnan X | 3aUMCTBOBAHO U3

OpHUIrMHajIa
Kon Perucrpanuonnslii
OpUTrMHazna HOMED
npogeccuoHaIBLHOIO
CTaHzapTa

Tpynoseie nencTBUs

COop, nepepaboTka 1 aHaIM3 HHGOPMALIUK AJIS PELICHHS 3a1a4,
MIOCTaBJIEHHBIX PYKOBOJIUTENIEM

ITonroroBka nH(OPMALMOHHO-AaHAIUTHYECKUX MAaTEPHUAJIOB

Pa3paboTka TeMaTHYeCKOro miaHa 0030pHOr0 JOKYMEHTA, JOKJIaa

Omnpenenenne kpyra 6ubarorpaguuecKux HCTOYHUKOB

[TonGop MCTOYHUKOB U JTUTEPATYpPHI IO TeMe 0030pa, JOKIIaja,
AHATUTUYECKOU CITPaBKU

Harnucanne u ohopmiierne 0630pa, TOKIaaa, aHATUTHYECKON CITPaBKH

Heo6xoaumelie ymeHUst

22.03.2021

Pa3pabaTbIiBaTh TeMaTHUYECKH MJ1aH 0030pa, TOKIAa, aHATUTUIECKON
CIPaBKHU

OOGOCHOBBIBATh aKTYAJIBHOCTH MPOOIEMBI, KOTOPYIO MPEACTOUT OCBETUTH
B 0030pe€, JOKIaIe, CIIpaBKe

[Tonp30BaTbcss MHPOPMALMOHHBIMU PECYPCAMU U CUCTEMATU3UPOBATh
MH(OPMAILIMIO 0 33/1aHHBIM KPUTEPHSIM

HMHTepnpeTpoBaTh MOTYYEHHBIE TaHHBIE U IIPEJICTABIATh UX B
CUCTEMAaTHU3UPOBAHHOM BHUJIE

OnpenensiTb Kpyr HCTOYHUKOB U JINTEPATYPbI, HEOOXOIUMBIX IS
MOJArOTOBKHM MH(POPMALIMOHHO-aHAIUTHYECKUX MaTEpHAIIOB

N3narate Matepuai B JJIOTMYECKOW MOCIEI0BATEIBHOCTH

HpOI/I3BO,Z[I/ITB AHAJIN3 U OICHKY M3JIOKCHHOI'O MaTCpuajia

OdopMIsATh TEKCT B COOTBETCTBYIOLIEM CTUJIE
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PegakTupoBaTh TEKCT JOKYMEHTOB

®opMynupoBaTh BHIBOJbI U PEKOMEHJALUN

OcymiecTBIATh aBTOMATH3AIMIO ITPOILECCOB cOOpa, XpaHEHHS U BbIAYU
nHpopmaruu

[Tonp3oBaTbesl yCTpOCTBAMU aBTOMATU3UPOBAHHON 00pabOTKU
TEKCTOBOM MH(pOpMAIK U POTOHAOOPHBIMH YCTPOHCTBAMU

[TprMeHATH BBIYNCIUTENBHYIO TEXHUKY U MHPOPMALIMOHHBIE TEXHOJIOTHH
JUIS PKOHOMHYHOHN M PallMOHAIBLHON OpraHu3aluy HHPOPMALIMOHHBIX
IPOLIECCOB, MOBBIIIEHUS] UX THOKOCTH M JUHAMUYHOCTHU

[TpoBOIUTH pelakTUPOBAHKUE TEKCTA, aHAJIHU3 U OLIEHKY BBHIBOJIOB U
PEKOMEH JAlU

[TprMeHSTh OCHOBBI ICHXOJIOTHH JIEJIOBOTO OOIIEHUS

Heo6xonnMmele 3HaHMS HopmatuBHbIE IpaBOBbIE aKThl, HOPMAaTUBHO-METOAUYECKHE JOKYMEHTHI,
rOCYJapCTBEHHBIE CTAHAPTHI B cepe NeATEIbHOCTH OpraHN3alin
CrpyKkTypa opraHu3anuu, pyKoBOJICTBO CTPYKTYPHBIX IOJpa3/ieeHull,
HaIpaBJICHUS JIEATEIIEHOCTH OpPraHU3aMKA U KOMIIETEHIIUN CTPYKTYPHBIX
HOJpa3/IeIeHUIl U JOIKHOCTHBIX JIMIL

Knaccugukanus ynpasieHueckoid ”HGOpMaLUK, BUbl YIPaBICHYECKON
nHpopmauu

@dopMbl TpeICTABICHHSI YIIPaBIEHYECKOH HH(DOpMaIIH

HcTouynuky ynpaBieHUeCKON HHPOpMAIU, METOIMKa 0TOOpa
MCTOYHUKOB MH(OpMaINH

TpeboBanws1, MpeabsBIsEMbIE K YIPaBICHUYECKOW HHPOPMALIUU
Ocob6ennoctu pedepupoBanus HHGopmaruu, cnenrdrka opopmiaeHus u
COCTaBJICHUS] aHHOTAINH, pedepaToB, 0030pOB, TOKIATOB

OCHOBBI HaNMCaHUs pedyel ¥ TOKJIaJA0B PYKOBOAMUTEIIS

Kareropuu cinymareneit (untatesneit), Ha KOTOPbIX OyAET pacCuuTaH
JTaHHBIN 0030p, AOKJIa]

Mertonbl 06paboTKH HH(pOPMALMK C TPUMEHEHUEM COBPEMEHHBIX
TEXHUYECKHUX CPEJICTB KOMMYHUKALIUHN M CBS3H, BEIYHCIUTEIHHON
TE€XHUKHU

CrpykTypa nH()OPMAIIMOHHBIX W3JaHUK B 3aBUCIMOCTH OT XapakTepa
MH(OPMAIIMU U LIEIEBOTr0 Ha3HAYeHUs1 MHPOPMAIIMOHHBIX U3/IaHUH
CoBpeMeHHbIe cpencTBa coopa, 00pabOTKH, CHCTEMAaTU3aIuN
uHpopManuu

HcTounuku nHpopManuu: KaTanoru OMOINOTeK, ’KypHaJIOB, TOUCKOBbIE
CHCTEeMBI HH(POPMALIMOHHO-TEIEKOMMYHHUKAITMOHHOU ceTn "UHTepHert",
AJIEKTPOHHBIC Oa3bl JTAHHBIX

OyHKIMOHANIBHOE Ha3HaueHue 0030pa (6ubanorpaduyueckoro,
pedepaTuBHOTO, AaHATUTHYECKOTO) KaK CPEICTBA OPHECHTAIMH YHTATEIS B
JJOKYMEHTAJIbHOM MJIM UH(OPMAIIMOHHOM ITOTOKE

OcoOeHHOCTH 001IIEeHAYYHOW U parMaTuuecKoi GyHKIMH 0630pOB
ITpaBuia paboThl ¢ BHEIIHUMH HOCUTEISIMU UH(POPMAITUU

[TonsTue u cneunguka 6udimorpaduyeckoro, peepaTUBHOTO U
AHATUTHYECKOTO WHPOPMAITMOHHOTO U3JIAaHHS

CripaBOYHbIE TPABOBBIE CHCTEMBI

Hpyrue xapakTepucTuku | -

3.4.3. TpynoBas GpyHKITHS
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HaumenoBanue Opranuzanusi 1eJ10BbIX Kon D/03.6 YpoBeHb 6
KOHTAaKTOB M IIPOTOKOJIBHBIX (monypoBEHb)
MEPOIPUATHIA KBaJIU(DUKALIMH
[Ipoucxoxnenue Opurnnan X | 3aUMCTBOBAHO U3

TPYAOBOH (hYHKITHH

OpHUTHHAJA
Kon Perucrpanmonnslii
OpUTHHaNa HOMED
po(hecCHOHATLHOTO
CTaHJapTa

TpynoBble nencTBUs

Opranuzanys 1 IUIaHUPOBAHUE ACJIOBBIX KOHTAKTOB, BCTPEY U MOE30K
PYKOBOJHTEIS

Opranuzanus 3ace/laHui, COBEIIaHUN 1 MEPOIIPUATHMA, TPOBOIUMBIX
PYKOBOJIUTEIIEM

[ToaroroBka mMaTepuanoB [yl COBELIAHUMN, BeJleHHe U ohopMiIeHne
IIPOTOKOJIOB

IToaroroska npeseHTauHﬁ 110 YKa3aHHWIO PYKOBOOUTCIISA

[ToaroroBka u npoBeAeHNE MPECC-KOHPEPEHITNI PYKOBOIUTEIS

Opranu3anus neperoBopoB, o0ecrneyeHne y4acTHUKOB
MH(OPMallMOHHBIMU MaTepUaIaMHy, BEJCHHE 3alllCel IEPETOBOPOB

HeoOxonumelie ymeHust

CoCTaBIsITh IJIaH MOE3]IKU PYKOBOAMTENS

OdopMIIATE TOKyMEHTBI, HEOOXOJUMBbIE JUIs AET0OBOH MOE3KH,
KOMAaHJIUPOBKH PYKOBOJMTEIIS

CocTtaBasaTh U 0pOPMIIATH TPOTOKOJIBI COBELIAaHUM, 3acelaHIi 1
KOH()EPEHTHBIX MEPOIPUSITUI, TOTOBUTH CIIUCOK YYACTHUKOB, TIOBECTKY
JIHs1, SBOYHBIE JIUCTHI ¥ IIPOEKTHI UTOTOBBIX JOKYMEHTOB

CocTaBsITh IpeCcC-pesn3bl

Bectu neperoBopsl ¢ mapTHEPaMHu

PaboTaTh B pexriMe MHOT03aJaYHOCTH

Paboratk ¢ OosbiinM 00beMOM HH(pOpMaUn

Co3znaBath ¥ OAAEPKUBATH MTOJIOKUTEIbHBIA UMUK OpraHU3aLK U
PYKOBOJIHTENS

M cnonb30BaTh BEIYUCIUTEIbHYIO TEXHUKY U
MH(OPMaLMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH JUIsl OoJiee
HKOHOMHYHOU M pallMOHAIbHONW OpraHU3aIli HHPOPMALIMOHHBIX
MIPOLIECCOB, MOBBIEHUS MX THOKOCTH M TUHAMUYHOCTH

OO0ecneunBaTh I/IH(I)OpMaI_[I/IOHHyIO 0e30IMacHOCTh OopraHu3anvun

HeoOxoaumeble 3HAHUSA

22.03.2021

HOpMaTI/IBHLIe IMPaBOBBIC aKTbl, HOPMATHBHO-MCTOAUYCCKUEC TOKYMCHTHI,
TOCYJAapCTBCHHBIC CTAHAAPTHI B C(bepe ACATCIIbHOCTHU OpraHn3alun

CTpyKTypa opraHu3aiuu, pyKOBOISAIINAN COCTaB OpPraHU3aIMU U
MOApa3/IeJICHN, HalIPaBJIEHUs IESITEIbHOCTA OPTaHU3ALNU U
KOMMETEHIINU CTPYKTYPHBIX MOJIPA3ACIICHUN U JOJKHOCTHBIX JIUIT

IIcuxonorus neao0BoOro 06H_ICHI/I$I, OCHOBBI KOH(I)J'II/IKTOJ'IOFI/II/I

IIpaBuna npoBeIeHUs IET0BBIX IEPETOBOPOB U IPOTOKOJIBHBIX
MEpONPUATHIT

OTHKET U OCHOBBI MEXAYHAPOAHOIO IPOKOJIA

[IpaBuia cocraBneHust 1 0hopMIICHUS TOKYMEHTOB
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[TpaBuia 3anmThl KOH(QUASHIMATBFHON CITyKeOHOM nHpOopManuu
HHpopMalnOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU
Jlpyrue XxapakTepucTuku | -

3.4.4. TpynoBas GpyHKITUS

HaumenoBanue Kon D/04.6 YpoBeHb 6
Opranu3zanust UCTIOJTHEHUS
. (moTypOBEHbD)
pELIeHUI PYKOBOIUTEIS
KBaTH(UKAITIH
[Ipoucxoxnenue Opurunan X | 3aUMCTBOBAHO U3
TPYIOBOU (DYHKITUN OpUrvHaja
Kon Perucrpanuonnsiit
OopUrvHaa HOMED
pohecCuOoHaTBLHOTO
cTaHjapTa
TpynoBble nericTBUA JlokyMeHTanbHOE 0hopMIICHHE PEIICHUH PYKOBOIUTEIIS, TOBEICHHE JI0
CBeICHHs paOOTHUKOB OPraHU3AIMH YCTHBIX PACHIOPSKEHHIM
PYKOBOJUTEIIS

Koopaunanyst 1eATENbHOCTH 110 UCIIOHEHUIO PEIICHUH PYKOBOIUTENS
KOHTpOIIb HCITOJIHEHUS] PELIEHUI PYKOBOJUTENS

IToAroTOBKA OTYETOB O BHIIIOJHEHUH ITIOPYYEHUHN U PEILICHUN
PYKOBOIUTEIS

HeoOxonumelie ymeHust CocTaBnsTh U 0POPMIISITh JOKYMEHTBI, COJIEpPKALUE TOPYUEHUS U
pacnopsKEHNs PYKOBOAMTENS

Bectu yuet nopydeHuit pyKoBOAUTENS, TPEOYIOIIUX KOHTPOJIS IO
CYILLECTBY PEIIECHUs BOIIpOca

[TpuHMMaTh penieHus B nporecce padoThl

ITpon3BOINTh aHAIN3 NCHIOJHUTENIBCKON AUCIUATIIIMHBI

CocTaBisATh aHATUTUYECKHUE OTUETHI U CIIPABKH 10 pPE3yJIbTaTaM
VICITOJTHEHUS] TOPYYEHHI U pACIIOPSKEHUN PYKOBOIUTEIS

ITonbp30BaThCs CCTEMaMHM IEKTPOHHOTO JJOKYMEHT0000poTa
[TpyMeHSITh BHIYMCIUTENbHYIO TEXHUKY U
UH(POPMALOHHO-KOMMYHUKALMOHHBIE TEXHOJIOTHHU JJI1 SKOHOMUYHOHN U
paloHaIbHON OpraHu3ai HHQOPMAIIMOHHBIX MPOIIECCOB,
MOBBIIIIEHUS] UX THOKOCTH U AMHAMHYHOCTH

O6ecnieunBaTh 0€30MACHOCTH ACSITEIHPHOCTA OPTraHU3aIluN
Heo6xonnMeble 3HaHUS HopMaTuBHBIE ITpaBOBBIE aKThl, HOPMAaTUBHO-METOANUYECKNE
JIOKYMEHTBI, TOCY/IapCTBEHHbIE CTAHIAPTHI B chepe NesATeIbHOCTH
OpraHu3aluu

CtpyKTypa opraHuzainu, pyKoBOJICTBO CTPYKTYPHBIX MOJpa3aeieHu,
HAIpPaBJICHUS ACITEIbHOCTH OPraHU3allMi U KOMIIETEHIIMM CTPYKTYPHBIX
NoJIpa3/ieNIeHui 1 TOJDKHOCTHBIX JIMIL

ITpaBuiia npoBeEHNS] KOHTPOJIS UCIIOJTHEHMSI IOPYYEHUH PYKOBOAUTENS
TexHoorust BeIeHUs1 KOHTPOJIS UCIIOJHEHUS] IOPYYEHUH PYKOBOAUTENS
CHCTEeMBI AJICKTPOHHOTO IOKYMEHTO000POTa, Oa3bl TaHHBIX

TpeboBanus 0XpaHbl TpyJaa

Hpyrue xapakTepuCTUKU -
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IV. CBenenust 00 opranuzanmsx - paspadorynkax npogeccCHoHaIbHOI0 CTAHAAPTA

4.1. OTBeTCTBEHHAs! OpraHU3aIUA-Pa3padbOTINK

HIT "HanmonanpHast acconuarusi OpUCHBIX CIICIUATUCTOB U aIMUHUCTPATHBHBIX PAOOTHUKOB", TOPOJI
MOCKBEI
Hupektop XmocHena Jlronmuiia [letpoBHa

4.2. HanMeHOBaHMS OpraHU3alui-pa3pad0oTYNKOB

00O "LenTp sxcneptussl u cepruduranmu, ropoa Mocksa

OI'BOY BO "Poccuiickuil rocy1apCcTBEHHbI T'YMaHUTApHbBIA YHUBEpCUTET", Topo]l MockBa
OI'BITOY "Komnemx MUJL Poccun", ropoa Mocksa

ITAO "MockoBckasi 00beIMHEHHAs SHEepreThueckas KoMmmnanus', roposr MockBa

W[N] —

' O6mepoccuiickuii kmaccupukaTop 3aHATHHA.

2 O6epoccuiickuii kaaccu(puKkaTop BUAOB SKOHOMUYECKOH JeATeNbHOCTH.

3 O6wepoceuiickuii knaccudukarop npodeccuii pabounx, JOKHOCTEH CIIyKaIUX ¥ TapU(HBIX pa3psaaoB.
4 EunbIi KBaau(pUKaIMOHHBIN CIIPABOYHHUK JOJDKHOCTEH PYKOBOAUTENIEH, CIICHMATHACTOB M CITY/KAIIHUX.

5 O6mepoccuiickuii Knaccu(GUKaToOp CHENHATBHOCTEH 0 06Pa30BaHHIO.
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