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MWHUCTEPCTBO TPYOA U COLIMANTbHOW 3ALLUUT bl POCCUANCKOW ®EOQEPALIMA
NMPUKA3
oT 15 utoHa 2020 roaa N 333H

006 yTBepxaeHUn npocpeccnoHanbHOro ctaHgapta "CneunanucT no opraHM3aLMoOHHOMY U
AOKYMeHTaLMOHHOMY obGecneyeHuto ynpaBrneHus opraHmsauymen”

B cootBerctBuMm ¢ nyHktom 16 [lpaBun pa3paboTkm n yTBEPKOEHUS MpoeCCnoHanbHbIX CTaHAapToB,
YTBEPXKOEHHbIX nocTaHoBrneHnem [lpaButenbctBa Poccuiickon ®epepauum ot 22 saHBapsa 2013 . N 23 (CobpaHne
3akoHogaTenbcTBa Poccuinckon ®egepauun, 2013, N 4, ¢1.293; 2014, N 39, ¢1.5266),

npvKasbiBato:
1. YTBepouTb npunaraemblii  NpodeccuoHanbHbii  cTaHgapT "ChneumanncT Mo OpraHM3auuoHHOMY U
[OKYMEHTaLUMOHHOMY 0BecneyeHuo yrnpaBeHns opraHm3aumen”.

2. MpusHaTb yTpaTuBLWIUM cuiy npukas MuHMcTepcTBa Tpyda v coumanbHon 3awwmTbl Poccuiickon degepauum ot 6
Mas 2015 r. N 276H "O6 yTBepxaeHunm npodeccrmoHanbHOro ctangapta "CneumanucT NO OpraHvM3auuoHHOMY W
[OKyYMeHTaUMOHHOMY obecrnedeHuto  ynpaeneHus opraHusauunen” (3apernctpvpoBaH MUHUCTEPCTBOM  HOCTULMM
Poccuiickon ®egepaumm 2 nionsa 2015 r., permctpaumnonHein N 37509).

MuHucTp
A.O.KoTskoB
3apernctpupoBaHo
B MuHucTepcTBe ICTULMK
Poccuiickon ®eanepauum
15 nronga 2020 ropa,
perucTpaunoHHbii N 58957
YTBEP>XOEH

npukaszom MuHucTepcTBa
Tpyga v coumanbHOW 3aluuTbl
Poccuiickon ®enepauum
ot 15 monsa 2020 roga N 333H

NPO®ECCUOHAINBHBLIA CTAHOAPT

CneumanucTt no opraHM3aLMOHHOMY U AOKYMEHTaLMOHHOMY o6ecnevyeHuto ynpaBneHus
opraHusaumen

| 447
PerucTtpaumnoHHbIn Homep

CopepxaHue

|. O6bwue cBeneHus
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[1. OnucaHve TpyooBbix (YHKUWUA, BXOOSALWMX B MNpPOdIeCCUOHanbHbIi cTaHOapT ((yHKUMOHanbHas kapTa Buaa
npodeccuoHansHoOM AeaTensHOCTM)

[1l. XapakrepncTika 0600LLEHHBIX TPYAOBbLIX (OYHKLIMIA
3.1. O6obLeHHasa Tpyaosas dyHkuust "OpraHm3alMoHHoe obecneyveHne 4eaTenbHOCTU opraHu3aym”
3.2. ObobLeHHas TpyaoBas dyHKUMA "[JokyMeHTaUMoHHOe obecneyeHne geaTensHOCTM opraHm3aunm”

3.3. O6obuweHHaa TpygoBas yHkuus "OpraHu3aumoHHOE, OOKYMEHTAUMOHHOE M MHAOPMaLMoHHOe obecneyeHne
DEesaTenbHOCTUN PyKOBOAMTENS OpraHn3aumn”

3.4. O6obuieHHaa TpyooBasa dyHkuus "MHdopmMaunoHHo-aHanuTMiyeckas U opraHu3aunoHHO-aaMUHMUCTpaTMBHas
noaaepxka OesTenbHOCTU PyKOBOAUTENS opraHmM3aumun”

IV. CBeageHus 0b opraHmsaumsx - paspaboTymkax npodeccmoHanbHOro ctaHaapTa

l. Obwme cBepeHus

OpraHu13aunoHHoe 1 4oKy MeHTaLMoHHOe obecneveHne ynpaBreHnsi opraHM3auusiMmn 07.002
NtoObIX OpraHM3aLMOHHO-NPaBOBLIX hopM
(HaumeHoBaHWe BMaa NpodeccuoHanbHoOM 4eATENbHOCTI) Kopn,

OcHoBHasi Lenb Buaga npodeccuoHanbHoOM AesTeNbHOCTU:

Peanusauus obecneurBatoLLmx yHKLUIA YNPaBNEHVS OpraHn3auueit; BHeAPEHWE NyYLlnX TEXHUYECKNX pa3paboTok u
HOBENLLMX TEXHOMOrMIA B 06ecneyveHre ynpaBreHust opraHmsaumven

"pynna 3aHATui:

3343 AOMWUHUCTPATUBHBIN N UHOM UCMONMHUTENbHbLIN 4120 CekpeTapm (o6Lero npodmnsi)
cpegHeTeXHUYEeCKVn nepcoHan
4226 Cnyxawue B npnemHon (obLero npodoumns) - -
(kog OK31) (HanmeHoBaHue) (kog OK3) (HanmeHoBaHMe)

1 OBLLEPOCCUNCKMI KnaccuguKaTop 3aHSATUIA.

OTtHeceHue K BWOAM 3KOHOMUYECKOWN OEATENBHOCTMU:

82.11 [leaTenbHOCTb agMUHUCTPaATUBHO-XO3SANCTBEHHAsA KOMMEKCHas no obecneveHnto paboTbl
opraHuMsauum
82.30 [edarenbHOCTb Mo opraHu3aunm KoHepeHUnn U BbICTaBOK
(kog OKB3L,2) (HanmeHoBaHMe BMOa S3KOHOMMYECKON OEATENBLHOCTN)

2006LLepoccuickuii knaccudmkaTop BUOOB 3KOHOMUYECKOWN AeATENBHOCTMY.

Il. Onucanme TpynoBbIX hyHKLUN, BXOAAWMX B NpodeccuoHarnbHbI cTaHaapT (pyHKUMOHaNnbLHas
KapTa Buaa npodeccmnoHanbHOn AeATeNnbLHOCTH)
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On%rf,?;; ?/Iil/l;l-l%lpyda Poccuu om 15.06.2020 N 333H
O606LLEeHHbIE TPYAO0BbIE GOYHKLNM TpyaoBble dyHKLMN
Kog HauMeHoBaHve YPOBEHb HanmeHoBaHWe Kog YPOBEHb
kBanudw- (nogypo-
Kauumm BEHb)
KBanudu-
Kauum
A | OpraHusaumoHHoe 3 Mpuem 1 pacnpegeneHne A/01.3 3
obecneveHne OenaTensHOCTH TenedoHHbIX 3BOHKOB
opraHusauum opraHusauum
OpraHusauusa pabotbl ¢ A/02.3 3
noceTUTENsSIMMN OpraHn3auum
BbInonHeHne KOOPANHUPYOLLNX U A/03.3 3
obecneymBaroLLmX Oy HKLMIA
B |[okymeHTaumMoHHoe 5 OpraHusauusa pabotbl ¢ B/01.5 5
obecneyeHne OOKyMeHTaMu
AeATenbHOCTW opraHusauum OpraHusaumns TekyLLero xpaHeH1s B/02.5 5
OOKYMEHTOB
OpraHusauusa obpaboTku gen ans B/03.5 5
nocnegyLLero xpaHeHust
C | OpraHusaumoHHoe, 6 OkaszaHne NoMoLLM pyKoBOAUTENMIO C/01.6 6
AOKYMEHTaLMOHHOE 1 B MiaHMpoBaHUM paboyero
nHdopMaLMoHHOe obecneyeHne BpeMeEHU
AEeATENbHOCTM pyKoBOAUTENS lMnaHupoBaHne pabo4ero aHs C/02.6 6
opraHusauum cekpeTaps
Opranusauunst TenedoHHbIX C/03.6 6
NeperoBopoB pyKoOBOAUTENS
OpraHusaumns KoMaHaMpOBOK C/04.6 6
pyKOBOAUTENS
Opranusauusi paboTtsl ¢ C/05.6 6
NoceTUTENSMM B NPUEMHON
pyKOBOAUTENS
OpraHusaunsi NoaroToBKy, C/06.6 6
nposeaeHns n ob6CcnyxmBaHust
KOHbEepPEHTHbIX MeponpuUATUIA
OpraHusaunsi ICMONTHEHUSI C/07.6 6
peLleHnin, ocyLecTBneHne
KOHTPOIISI UCMOSTHEHNS NOPYYEHWI
pykoBoguTtens
OpraHusauus 1 nogaepxaHve C/08.6 6
yHKUMOHanNbHOro pabo4ero
NpocTpaHCcTBa NPUEMHON K
KabunHeTa pykoBoguTensi
PaspaboTka fokanbHbIX C/09.6 6
HOPMAaTMBHbIX aKTOB,
pernamMeHTUpyoLmnx paboTty
cekpeTaps
CocTaeneHune n odopmreHue C/10.6 6
ynpaBneH4Yeckon JOKyMEeHTaL UM
OpraHusauusi paboTtbl ¢ C/11.6 6
[JOKyMeHTaMmu B NpUemMHoOn
pyKOBOAUTENS
OpraHusaunsi xpaHeHus C/12.6 6
[OKYMEHTOB B NPUEMHON
pyKOBOAUTENS
ObecneyeHve pykoBoguTens C/13.6 6

nHcopmaumen
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OpraHusaunsa nHgopmaLMoHHOTo C/14.6 6
B3aVMOOENCTBUS PYKOBOAUTENS C
noapasaeneHusiMmn 1
OOIMKHOCTHBIMU fML.aMU
opraHusauum
D |WHdopmaunoHHO- 6 dopmupoBaHue D/01.6 6
aHanuTn4eckas u MHhOPMAaLLMOHHOIO
OpraHu3aLuoHHO- B3aVMOOENCTBUS PYKOBOAMUTENS C
agMUHUCTpaTUBHas nogaepxka opraHv3auusamm
AesATENbHOCTU
pyKoBOAUTENSA OopraHu3aLnm AHanus nHdgopmauum u D/02.6 6
noaroToBka MHopMaLMOHHO-
aHanNUTUYECKUX MaTeprarnos
OpraHu3auusi 4enoBbIX KOHTAKTOB D/03.6 6
U NPOTOKOMbHBIX MEPONPUSTUI
OpraHusauus UCNosTHeHus D/04.6 6
peLLeHunii pyKkoBoauTens
lll. XapakTepmcTtnka 0606LWeHHbIX TPYAOBbIX (PyHKLUMN
3.1. O606wWweHHas TpyaoBas yHKLUSA
HanmeHoBaHve OpraHusauunoHHoe obecneyeHne OesaTenbHOCTH Kon A YpoBeHb 3
opraHusauum KBanudukaw mm
[MpoucxoxaeHve OpvruHan X  |3aumcTBOBaHO M3
0000LLieHHOM opvrmHana
TPy£oBoOn (pyHKUMM Kog opurmHana  PeructpauuoHHbIn HoMep
npodpeccuoHansHoOro
cTaHgaprta

Bo3moxHble HaumeHoBaHus | CekpeTapb-agMUHUCTPaTop
OOIMKHOCTEN, npodeccuit

TpeboBaHus k ob6pasoBaHuio | CpegHee o6Lee obpa3oBaHue

n oby4deHnio MpodeccuoHanbHoe 0by4veHre - nporpaMmmMbl NpPodeccroHanbHOM NOArOTOBKU MO
OOMKHOCTSIM CRy>KaLLMX, MporpamMmbl NepernoaroToBkM CryKalux, nporpaMmbi
NOBbILLEHMS KBanNUAMKaLUM Cry>KaLiux

TpeboBaHus K ONnbITY -
npakTuyeckon paboTbl

Ocobble ycnosust gonycka K
paboTe

[Opyrve xapaKTepucTukm

[lononHuTenbHble XapaKTepUCTUKN

HaumeHoBaHve ookymeHTa Koa HaumeHoBaHve 6a30B0oW rpynmnbl, AOMKHOCTY (Npodieccum) nnm
cneumanbHoCTH
OK3 4226 Cnyxawme B npuemHon (obLiero npocomnsi)
OKMNAaTP:z 26353 CekpeTapb-MalLMHUCTKA

3 ObLepoccuinckmin knaccudmkaTop npodeccuin paboumx, JOMMKHOCTEN CNyXXaLlnx U TapudHbIX pa3psgos.
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3.1.1. TpynoBas pyHKUuUs

HanmeHoBaHve Mprem n pacnpeneneHvne TeneoHHbIX Kog A/01.3 YpoBeHb 3
3BOHKOB OpraHusauum (nogypoBeHb)
KBanudmvkaumm
lMpouncxoxaeHve OpuirvHan X | 3anmcTBOBaHO M3
TPYZAOBOWN (PyHKLMM opurHana
Kog opurnHana  PerncTtpaumnoHHbI Homep
npodeccroHansHoro
cTaHgapta

TpynoBble oencTens

MepeHanpaBneHne TenedoHHbIX 3BOHKOB PYKOBOACTBY W COTPYAHUKaM opraHu3aumm

PeFI/ICTpaLI,I/IFl nocTynaroLwnx Teﬂe(*)OHHbIX 3BOHKOB

Mony4eHne HeobxoaMmoNn MHpopMaLum 1 Nepegaya CaHKLMOHUPOBAHHOWM MHAbOpMaLuM No
TenedoHy

Heobxogumbie ymeHus

Wcnonb3oBaTb TEXHUYECKUE U NpOrpaMMHbIe CPEeACTBa A5t NPOBEAEHUS TONOCOBOW Unu
BUE0-KOHePEHL-CBA3U

Vcnonb3oBaTb cpeacTBa KOMMYHUKALIMOHHOW OPITEXHWKM ANS Nony4YeHus u nepegayn
nHdopmMaLmm

BecTu yyeTHble permctpaumoHHble dopMbl, UCMONb30BaTh UX AN MHOPMAaLIMOHHOM
paboThl

YcTaHaBnuMBaTh KOHTaKT ¢ cobeceqHMKoM, NoaaepXMBaTh 1 pa3BuBaTh AenoByto Geceay B
npouecce TernedoHHbIX NEPEroBOPOB

CrnaxuBaTtb KOHCpJ'II/IKTHbIe N CINOXHble cutyauun MexriniyHOCTHOro B3anMoaencTauns

Cobnogatb cryebHbI aTUKeT

Heobxoanmblie
3HaHuga

®yHKUMK, 3a0a4m, CTPYKTypa opraHv3aLnm, ee CBA3K

[MpaBuna B3anmogencTBmsa C NapTHEpPaMu, KNMMeHTamMu, cpeacTBamm MacCOBON
NHcopmMaLmm

OTUKa 0enoBoro obLeHns

[MpaBuna peveBoro aTukeTa

TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHMAEHLMANbLHON CryXebHOM nHdopmaLmm

[Opyrve xapaKTepucTukm

3.1.2. TpynoBasa pyHKLuUsA

HanveHoBaHue OpraHuzaums paboTbl C NOCETUTENAMMI Kopg A/02.3 YpoBeHb (NoaypoBeEHb) 3
opraHmsauum KBanvdmkalmm
MpoucxoxaeHve OpvruHan X  |3aumcTBOBaHO M3
TPpy£oBon pyHKUMM opuvrvHana
Kog opurmHana  PeructpauuoHHbIn HoMep
npodeccrnoHanbHOro
CcTaHgapTa

TpyaoBble oencTeuns

BcTpeya nocetuteneit, nonyyeHve nepBUYHON MHAOPMaLLMM O MOCETUTENSIX U MOMOLLb B
opraHvsauum ux npMemMa pyKkoBoaMTenemM 1 coTpyaHUKamMm

BeneHwve xxypHana 3anucu nocetTutenemn

Yyet nocetuTenen n oopmMneHe npornyckos

CopeiicTsure onepaTUBHOMY PacCMOTPEHWIO NPOCbG M NPeasiokeHuid noceTuTenen
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Mpviem 1 Nepegada 4OKYMEHTOB NOCETUTENEN PYKOBOACTBY M COTPYAHMKAM opraHv3aLnm

OpraHmsau,Mﬂ n 6pOHI/IpOBaHI/Ie neperoBopHbIX KOMHAT

CepsupoBka YanHoro (koderiHoro) ctona B odmce

MpuroToBNEHVE HANUTKOB (Yaii, kodoe, MPOXITaAUTENbHbLIE HAMUTKK)

Heobxoavmble ymeHus

Obwarbca ¢ noceTuTenaMm

Mcnonb3oBaTb yCTaHOBIEHHbIE NpaBuna 1 NpoLeaypbl KOMMYHUKaLUW BHYTPU
opraHusauum

BecTu yyeTHble bopMbl, MCNOMNb30BaTh UX A58 paboThbl

Cosfnasatb MONoXUTENbHBIN UMUK OpraHu3aLum

MpyHMMaTL Mepbl MO paspeLLeHMo KOHAMMKTHBIX CUTYaLuiA

anIMeHFITb VIHCbOpMaLI,I/IOHHO-KOMMYHVIKaLI,VIOHHbIe TexHonornm

ObecneumBaTtb kOHUAEHUNANBHOCTb MHGOPMaL MK

Heobxoanmblie
3HaHuSA

MpaBuna opraHu3auum npuema noceTuTenen

MpaBuna genoBoro obueHnst

CTpyKTypa opraH13auum 1 pacnpeaeneHne gyHKLUA Mexxay CTPYKTYpPHbIMU
noApasaeneHusMn 1 cneLuanncTamm

MpaBuna opraHM3aumm NpremMoB B odmce

MpaBuna cepBMpOBKK YariHOTroO (KOoenHoro) ctona

I'Ipan'la NpUroToBIeHna n nogadvun ropavmx HarnnTKoB U 3aKyCOK K HUM

3TuKa genoBoro obLeHus

MpaBuna pevyeBoro aTUKeTa

TpeboBaHVst oxpaHbl Tpyaa

MpaBvna 3awmnTbl KOHDMAEHUWaNbLHOM cnyXebHon nHdopmalm

[pyrve xapakTepucTuku

3.1.3. TpynoBas pyHKUuUs

HanmeHoBaHue BbInonHeHne KoOpAVHUPYOLLIUX U Kopn A/03.3 YpoBeHb 3
obecneunBaroLmnx pyHKLUIA (nogypoBeHb)
KBanudmkaumm
MpovcxoxaeHue OpuirmHan X |3aumcTBOBaHO 13
Tpy£oBon pyHKUMM opvrmHana
Kog opurmHana  PeructpauuoHHbIn HoMep
npodpeccroHanbHoro
cTaHgapTa
Tpyoosble BeneHue xxypHana pa3be3goB paboTHMKOB opraHu3aLmm
nencreud KoopamHaumsa paboTbl KypbepoB 1 BOAUTENEN opraHu3aumm
BeneHnue xxypHana pa3besoB KypbepoB OpraHM3aunm n MapLupyToB BoguTenen
CocTaBneHve crnpaskv 0 pasbesgax paboTHMKOB, KypbepPOB 1 MapLUpyTax BoguTenemn
opraHunsauum
Heobxogumeie CocTaBnaTb 1 BECTU YYETHbIE JOKYMEHTbI
yMeHus MpMeHATb CpeacTBa KOMMYHUKaLMK 5151 Nepega4yu nopyyeHuin pykoBoauTens v
COTPYOHWKOB OpraHv3aLum
MpnmeHATb CoBpeMeHHble cpeacTBa cbopa, obpaboTkm 1 nepeaaym MHopmaumnm
OueHuBaTb pe3ynbTaTbl B pamMmkax NoCTaBMeHHbIX 3aay
OcyLLecTBNATb KOHTPOSTb UCMOMHEHNS NOPYYEHUI PYKOBOAUTENS COTPYAHMKaMM
Heobxoanmble MpaBuna pevyeBoro aTUKeTa
3HaHuA OTvKa genoBoro obLeHus
TpeboBaHusa oxpaHbl Tpyaa
MpaBvna 3awmnTbl KOHOMAEHUNANBHOW CIyXebHOoN nHdopmaLmm
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CTpyKTypa opraH13auum 1 pacnpegerneHme dyHKLUN MeXay CTPYKTYpPHbIMU
noapasfeneHvsimm 1 cneupanuctTamm

[Opyrue xapaKTepucTukm

3.2. O606wWweHHan TpyaoBas (pyHKUMA

HanmeHoBaHue [loKyMeHTaunoHHoe obecneyeHne Kon B YpoBeHb KBanudmkauum 5
[esaTenbHOCTUN OpraHn3aumm

MpoucxoxaeHve OpvruHan X | 3anmcTBOBaHO 13
06006LLEeHHON opvrmHana
TPy£oBOn hyHKUMM Kog opurnHana  PerucTpaumnoHHbI HoMep
npodeccroHanbHOro
cTaHgaprta
BosmoxHble HaumeHoBaHMsA | [JernonpousBogutens

OOSMKHOCTEN, npodheccui

TpeboBaHus kK 06pa3oBaHMIO 1
0By4yeHnto

Cpe,u.Hee npodeccunoHasnbHoe 06pa3OBaHMe - NporpamMmmbl NOAroToBkKM creunanncToB

cpegHero 3BeHa
nnun

CpenHee npodheccuroHanbHoe 0bpa3oBaHne (HENPOUIIBHOE) - NPOrpaMMbl MOATOTOBKU
cneumanucToB CpedHero 3BeHa 1 AononHuTensHoe npodeccroHansHoe obpasoBaHme
Mo AOMNOMHUTENBbHBLIM MPOMECCUOHArbHBIM NMporpaMmmMamM npPodIeccroHanbLHon
nepenoaroToBKk/ No NPouIio AeATensHOCTH

TpeboBaHus K ONbITY
npakTuyeckon paboTbl

Ocobble ycnosust gonycka K
paboTte

a pyrme xapaktepucTukum

[lononHuTenbHble XapaKTepucTMKN

HanmeHoBaHWe [okyMeHTa Kon HavnmeHoBaHWe 6a30BoW rpynnbl, AOMKHOCTK (Mpodheccum) unm
cneumansHoCTH
OK3 4120 CekpeTapm (06Lwero npodmnsi)
EKC 4 - [enonponssoguTens
OKMnaTP 21299 Henonpoussogutens
OKCOs 7.46.02.01 HokymeHTauroHHoe obecneveHne ynpaBneHusi 1
apxvmBoBeLeHne

4EANHBIN KBAaNUPUKALMOHHBIN CNPaBOYHMK AOMKHOCTEN PYKOBOAUTENEN, CNELMATNTMCTOB N Cry>XaLLmX.

5 ObLLepoccunckni KnaccudmkaTop cnewlmanbHOCTEN No 06pa3oBaHuIo.

3.2.1.

TpyaoBasa pyHKUMA

HaumeHoBaHve OpraHusauus paboTsl ¢

OOKYyMEeHTaMM

Kon B/01.5 YpoBeHb 5
(nooypoBeHb) KBanudukalmm

MC «TexakcnepT: 6 nokoneHve» VHTpaHeT



06 yrBepaeHUM NpodeccoHarnbHoro craHaapTa "CrnieupanicT no opraHn3auyoHHOMY M IOKYMEHTALWIOHHOMY 06eCreqeHuo yrpaBneHus Crpannua 8

opraHusaupen”

lNpuka3 Munmpyda Poccuu om 15.06.2020 N 3331

MpovcxoxaeHue
Tpy£oBoOn pyHKUMM

OpuirmHan X  |3aumcTBOBaHO 13
opvruHana
Kog opurmHana  PeructpauuoHHbIn HoMep
npodeccrnoHanbHOro
CcTaHaapTa

Tpyaosble
nencTeus

Mprem n nepBuyHas obpaboTka BXOOALLMX AOKY MEHTOB

MpenBapuTenbHOE pacCMOTPEHME U COPTUPOBKA [IOKYMEHTOB Ha perncTpupyembie 1
HeperncTpupyemble

[NoarotoBka BXOASALLMNX OOKYyMEHTOB 14 paCCMOTPEHUA pykoBoguUTeNnem

PeFI/ICTpaLlI/IFl BXOO4ALNX OOKYMEHTOB

OpraHmsau,Mﬂ 0OCTaBKMN JOKYMEHTOB UCMOJTHUTENAM

BeneHwve 6a3bl AaHHbIX JOKYMEHTOB OpraHM3aLunm

BeneHune MHdopMaLMOHHO-CNPaBOYHON paboThl

O6paboTka 1 oTnpaBka UCXOASLLNX LOKYMEHTOB

OpraHusauus paboTbl Mo perucTpaLunm, y4eTy, XpaHeHu o U nepeaadye B COOTBETCTBYOLLNE
CTPYKTYpPHbIE nofdpasaeneHnsl 4OKYMEHTOB TEKyLLLEero OenonponssoacTea

KOHTpOJ’Ib MCMNONMHeHnAa JOKYMEHTOB B OopraHu3aumnm

Heobxogumbie ymeHus

PabotaTtb co BCell COBOKYMHOCTbIO MHAOPMALMOHHO-A0KY MEHTaLMOHHbBIX PECYPCOB
opraHusauum

Monb3oBaTbcs 6azamu OaHHbIX, B TOM 4YMCle yaarneHHO

Monb3oBaTbCA CNpaBOYHO-NPAaBOBLIMM CUCTEMAMMU

Monb3oBaTtbcs aBTOMaTU3NpPOBaHHbIMU CUCTEMaAMU y4eTa, pernctpaunmn, KOHTponda 1
VIHCbOpMaLI,VIOHHO-CI'IpaBO‘-IHbIMI/I cucTtemMamm npum pa60Te C OOKyMeHTaMn opraHmsaumm

anMeHﬂTb COBpeMEHHbIe l/IHd)OpMaLI,I/IOHHO-KOMMyHI/IKaLI,VIOHHbIe TexHonormm ana paGOTbI C
OOKyMeHTaMKn, B TOM HYucrne ana ee ontuMmsaunm 1 noBblLLEHUA 3(*)(*)6KTVIBHOCTVI

MpMMEHATL NpaBuna pyCcckoro A3bika

[MpUMeEHATb HaBbIKM CKOPOCTHOMO NMcCbMa

Heobxoanmble 3HaHuA

HopmaTvBHblE NpaBOBbIE aKTbl U HOPMATUBHO-METOANYECKME AOKYMEHTLI, OnpeaensioLive
NopAZOK [OKY MEHTALMOHHOTO 06eCneYeHms ynpaBreHns

CTpyKTypa opraH13aLuum, pyKoBOACTBO CTPYKTYPHbIX NOApa3aeneHui

COBpeMeHHbIe VIH(bOpMaLI,I/IOHHbIe TexHonornm p660TbI C OOKyMeHTaMu

Mopsigok paboThl ¢ OKYMEHTaMK

Cxembl fokyMeHTOOOOpOTa

Cuctemsl CKOPOCTHOIo nncbma

I'Ipanma pa60Tb| C BXOoA4ALwWnMun, ncxogAawmMmm n BHy TpeHHMM AOKY MEHTaMU

I'Ipanma opraHunsauun 1 q:)OprI KOHTPONA UCMNOJNMHEHUA OOKYMEHTOB B OpraHn3auunm

TvnoBble CPOKU UCTONMHEHUA OOKYMEHTOB

MpuHLMNbI paboTbl CO CPOKOBOW KapTOTEKON

HasHa4yeHne n TexHonorus TeKyuwlero n npeaynpeanTteribHOro KOHTpPorn4

I'Ipanma COCTaBJ1eHUA aHaNnUTU4eCKMX CnpaBoK No opraHn3auunm paGOTbI C AOKYMEHTaMn n
KOHTPOI UCMONMHEeHNA JOKYMEHTOB

MpaBwna AoKyMeHTaLMOHHOro obecneyeHns AesTerbHOCTU opraHu3aLmm

Buobl 4OKyMEHTOB, UX Ha3HaYeHVe

TDGGOBaHVIFI, npeabaBnAeMble K JOKyMEeHTaM B COOTBETCTBUM C HOPMATUBHbIMU NMPaBOBbIMU
aKTamMn n rocygapcTtBeHHbIMU CTaHO4apTaMu

I'Ipanlna COCTaBJ1€HNA U Od)OpMﬂeHI/IFl I/IHq.)OpMaLI,I/IOHHO-CI'IpaBO‘-IHbIX, OopraHn3auOoHHbIX,
ynpasrieH4eCKnX OOKY MEHTOB

Mpaewna cosgaHusa 1 BeaeHns 6a3 gaHHbIX CryXeBOHbIX JOKYMEHTOB B OpraHM3aLum

CucTembl 3NEKTPOHHOIO AOKYMeEHTo0bopoTa

MpaBwna 1 CpokM OTNPaBKN UCXOOSLLMX JOKYMEHTOB

TpeboBaHusa oxpaHbl Tpyaa

[pyre xapaKTepucTukm
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3.2.2. TpynoBas pyHKUUs

HanveHoBaHue OpraHusauuns TekyLiero Kon B/02.5 YpoBeHb 5
XpaHeHWs1 OKYMEHTOB (mogypoBeHb) kBanudmkauum
lMNpouncxoxaeHve OpuirvHan X | 3anmcTBOBaHO M3
TPYZAOBOWN (PyHKLMM opurHana
Kog opurnHana  PerncTtpaumnoHHbIi Homep
npodeccroHansHoro
CTaHgapTa
TpyaoBble PaspaboTka HOMeHKNaTypbl Aen opraHn3aumm
aencTeus MpoBepka NpaBUITbHOCTU OGIOPMIEHUS] OKYMEHTOB U OTMETKM 00 MX MCMOSNTHEHUN Nepes, UX

hopMMpOBaHNEM B OeN0 Ansi NOCHeayoLWero XpaHeHns

dopmynupoBaHMe 3aronoBKOB Aer U ONpederieHne CPOKOB UX XpaHEHNS

dopmmpoBaHve gen

KOHTpOJ'Ib npaBuiibHOro 1 CBoOeBpPEMEHHOIo pacnpeaeneHna n noglnBku JOKYMEHTOB B Aena

Heobxogumele ymennst | OpraHn3oBbiBaTb paboTy Mo yyeTy, XpaHEeHUo 1 nepefade B COOTBETCTBYHOLUNE CTPYKTYPHbIE
nogpasaeneHns AOKYMEHTOB TeKyLLero Aernornpon3BoACcTBa

OcyLecTBNATL METOAMYECKOE PYKOBOACTBO AENONPOM3BOACTBOM B OpraHu13aLum,
KOHTPONMpOBaTh NpaBuIibHOE POPMMPOBaHNE, XpaHeHUe 1 caadvy Oern B apxvB

Pa3pabatbiBaTb HOMEHKNATYpy Aen CTPYKTYPHOro nogpasaeneHus

Mcnonb3oBaTb HOMEHKNATYpPy AN NpU N3y4YeHnn CTPYKTYPbl OpraHn3aummn, COCTaBEHN
onvcen gen

OpraHu3oBbiBaTh paboTy Mo (hOPMUPOBAHMIO AeN B COOTBETCTBUN C YTBEPXKOEHHOM
HOMEHKNaTypoii Aen opraHusaLum

dopmupoBaTh LOKYMEHTEI B Aena ¢ yY4ETOM KX Cneundmkm

CuctemaTtunsmpoBaTb JOKYMEHTbI BHYTPU Aena

Obecne4ymBaTb COXPAHHOCTb M 3aLUMUTY JOKYMEHTOB OpraHu3aumm

MprMeHsTL MHPOPMAaLIMOHHO-KOMMY HUKALLMOHHBIE TEXHOMOMMM MPU PaboTe ¢ JOKYMEHTaMU

Heobxogumbie 3HaHus HOpMaTMBHbIe npaBoBble aKTbl, HOPMAaTUBHO-METOOUYECKME OOKYMEHTbI, roCyapCTBEHHbIE
CTaHOapThbl, onpeaensarume nopAaaok 40Ky MEHTaUMOHHOIo obecneyeHus ynpasneHusa

Buabl HomeHknatyp, obwue TpeboBaHMsA K HOMEHKIAType, METOAUKA €€ COCTaBMEHUST U
ohopMIieHnst

MpaBuna cornacoBaHns HOMEHKNATYPbI AENT C BEAOMCTBEHHbLIMU apXMBaMn 1 SKCNEPTHON
KoMUccuen

Mopsimok dhopmmpoBaHMsa 1 ocbopmneHns aen, cneumdgumka popmMmmpoBaHnsa OTAENbHbIX
Kateropui gen

I'Ipanma XpaHeHuda aer, B TOM Yucne ¢ JOKyMeHTaMn OorpaHM4eHHOro 4ocTtyna

I'Ipanma Bblda4n N ncnonb3oBaHNA JOKYMEHTOB N3 CC*)OpMVIpOBaHHbIX aen

TpeboBaHus oxpaHbl Tpyaa

Opyrve xapakrepucTuku

3.2.3. TpynoBas pyHKUUs

HanmeHoBaHve OpraHusauusa obpaboTkun gen ans Kon B/03.5 YpoBeHb 5
nocnegyLero xpaHeHus (nogypoBeHb)
KBanudmkaumm
MpouncxoxaeHve OpuirvHan X | 3anmcTBOBaHO M3
TPYAOBOWN (PyHKL MM opuriHana

MC «TexakcnepT: 6 nokoneHve» VHTpaHeT



06 yBepXKAEHWM NPOdheccUoHarbLHOM CTaiaapTa "CneumanicT No opraH3aUvoHHOMY U JOKYMEHTaLMOHHOMY 06ecrieqeHUIo YripaBneHust Cipanumua 10

opraHusaupen”

lNpuka3 Munmpyda Poccuu om 15.06.2020 N 3331

Kog opurmHana  PeructpauuoHHbIn HoMep
npodeccroHanbHOro
CTaHaapTa

TpyaoBble oencTeuns

MpoBepka CPOKOB XpaHEeHUs! JOKYMEHTOB, COCTaBIIEHMe NPOTOKomna paboThbl SKCNepTHOM
KOMWCCUM MO MOArOTOBKE JOKYMEHTOB K XpaHEeH o, akTa o nepefade Ha YHUYTOXeHue
[OKYMEHTOB, HEe NoANeXaLluX XpaHEeHMo

CocTaBneHve BHyTpeHHel onncuy Aen Ans 0cobo LieHHbIX 4OKYMEHTOB

OdhopmrieHre aen NoCTOSIHHOIO, A0NTOBPEMEHHOIO CPOKOB XPaHEHWS

Odbopmnenne o0bnoxkn gen NOCTOSAHHOrO, AONTOBPEMEHHOIO CPOKOB XpaHEHUsI

CocTaeneHune onucy aen nocTOosIHHOTO, AosIroBpemMeHHOro CpokoB XpaHeHus

Mepenaya oen B apxve opraHmsaLmm

Heobxogumbie ymeHus

Monb3oBaTbCs NEPEYHSMI LOKYMEHTOB U aHann3npoBaTh hakTuieckoe coaepkaHue
MMEIOLLIMXCSA B [ieNe JOKYyMEHTOB MNpu onpeaeneHn CPoKoB X XpaHeHUs

OdopMNATL AOKYMEHTbI 3KCMEPTHOW KOMUCCU

OdopMnATE 0BMOXKM Aen NOCTOSAHHOIO U BPEMEHHOTo XpaHeHUs! B COOTBETCTBUN C
TpeGoBaHUAMM rOCYAapPCTBEHHbIX CTaHOapTOB

Mpon3BOANTE XPOHOMOMMYECKO-CTPYKTYPHYHO CUCTEMATU3aLnio oen

OcyLecTBNATE TEXHUYECKYOD 00paboTKy 1 NonHoe odopmieHne gen nocTOSHHOMO 1
BPEMEHHOIO XpaHEHMNS!

CocTaBnsTb onucb aen NoCToAHHOro n BpeMeHHoro xpaHeHma B CootBeTcTtBnn C HoOpMaTMBHO-
mMeToan4eCKUMMnU OOKYy MEHTaMU

MpUMeHSTb MHAOPMAaLIMOHHO-KOMMY HUKALIMOHHbIE TEXHOMOMN Npu paboTe ¢ AOKYMeHTaMu

Heobxoanmble 3HaHUSA

HOpMaTI/IBHbIe npaBoBbl€ aKTbl, HOPMAaTUBHO-METOAUYECKME JOKYMEHTbI, rOCYyAapCTBEHHbIE
CTaHaapThl, onpeaenarowmne nopaaok oKy MeHTaLUMOHHOIo obecneveHusi ynpaslieHnda

Kputepun pasgeneHns JOKYMEHTOB Ha rpynmbl B COOTBETCTBUM C LLEHHOCTLIO MHpopMaLinu,
coepXxallencs B HUX

I'Iop;m,ox Mcnonb3oBaHUA TUNOBbLIX UM B€OOMCTBEHHbIX nepequﬂ OOKYMEHTOB, onpeaeneHnsa
CPOKOB XpaHeHUA B npouecce 3KenepTunsbl LEHHOCTU OOKYMEHTOB

Mopsiook cosgaHus, opraHm3auum mn LOOKYyMEeHTUpOoBaHNA pa6OTbI 3KCMEPTHOM KOMUCCUN

MpaBuna cocTaBneHns un yTBEepXXaeHua npoTokona pa6OTbI 3KCMEPTHOM KOMUCCUN

MpaBwna cocTaBneHns 1 yTBEPXOEHNS akTa O BblAENEeHUM JOKYMEHTOB, He noanexallmx
XpaHEHMIo

MpaBwuna TexHnyeckor 06paboTkM 1 NMOMHOrO OGOPMIEHUst AeN NOCTOSHHOMO M BPEMEHHOIO
XpaHeHust

I'Ipanu'la COCTaBJieHna onncu ges NnoCToAHHOro 1 BpemMeHHoro xpaHeHma B COOTBETCTBUN C
HOPpMaTnBHO-MeTOANYECKUMN OOKY MEHTAMU

I'Ipanma nepenadu aern B apxvs opraHM3auunm

TpeboBaHusA oxpaHbl Tpyaa

Hpyrve xapakTepucTuku

3.3. O606LWweHHas TpyaoBas yHKUUSA

HanmeHoBaHne OpraHu3aunoHHoe, JOKY MEHTaLNOHHOE Y Kopn, C YpoBeHb 6

NMHJOpMaLMOHHOE obecneveHne 4eATENBHOCTH KBanuduvkaLmm
PYKOBOAUTENS OpraHm3aLmm

MpovcxoxaeHne
0600LLIeHHOM

TPy£oBON hyHKUMM

OpurmHan X  |3aumcTBOBaHO M3
opvrmHana
Kog opurmHana  PervctpauuoHHbIn HoMep
npodeccrnoHanbHOro
CTaHgapTta
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BosmoxHble
HavMeHOoBaHUs
OOMMKHOCTEN, npodeccuit

CekpeTapb pykoBoauTens
CekpeTapb-cTeHorpagmcTka
CreHorpadmcTka

TpeboBaHus K
obpaszoBaHnto K
0By4eHnto

Beicluee obpasoBaHue - Gakanaspuat

unm

Bbicluee obpasoBaHue (HenpodmnbHoe) - 6akanaspuaT v AONONMHUTENbHOE
npodgeccunoHanbHoe 0bpasoBaHMe No JOMNOMNHUTENbHBbIM NPOdECCUOHANbHbLIM
nporpaMmmamM nNpod)ecCUoHarnbHOM NepenoaroToBKM Mo NPOguio AeAaTernbHOCTM

unm

CpegnHee npodpeccroHanbHoe 06pa3oBaHme - NPorpamMmMbl MOATOTOBKM CNeLmManicToB
cpefHero 3BeHa

unm

CpenHee npocheccuroHanbHoe 0bpasoBaHme (HENPOMUNBHOE) - NPOrpaMMbl NOATOTOBKU
crneumnanucToB cpeaHero 3BeHa 1 AononHUTenbHoe npodeccuoHanbHoe obpasoBaHve no
OONOMHUTENBbHBLIM NPOdeCCHOHaNbHbLIM NPorpamMmmam npPodeccroHansHoM
nepenoaroToBkv No Npodunto 4edaTenbHOCTH

TpeboBaHus K onbITy
NpaKTU4eCcKon paboTbl

He meHee OBYyx NeT BbINONHEHNUA paboT Mo opraHU3aLUVoHHOMY U JOKYMEHTaLVOHHOMY
oBecneyeHnio AeaTenbHOCTU PYKOBOAUTENS OpraHu3aLum Npu cpegHem
npodpeccuoHanbHoM obpasoBaHum

Ocobble ycnosus
Jonycka kK pabore

[pyre xapaKTepucTukm

JononHuTenbHble XapaKTepUCTUKN

HavnmeHoBaHne gokymeHTa Kopn HanmeHoBaHve 6a30BoW rpynmnbl, AOMKHOCTY (Npodieccum)
WK CrieumnanbHOCTH
OK3 3343 AOMUHUCTPATMBHBIN Y MHOW UCMOMHUTENbHbIV
cpefHeTexHNYEeCKUin nepcoHan
EKC - CekpeTapb pykoBoauTens
OKnaTP 26341 CekpeTapb pykoBoauTens
26405 CekpeTapb-cTeHorpagmcTka
OKCO 7.46.03.02 [okymeHTOBEOEHME N apXxMBOBEAEHNE
7.46.02.01 [okyMeHTauUnoHHOe obecneveHne ynpaBneHms u
apx1BoBefeHVe
3.3.1. TpynoBas pyHKUUs
HanmeHoBaHue OkasaHune NnomoLLM pyKOBOAMTENIO B Kog C/01.6 YpoBeHb (NOAYPOBEHb) 6
NnaHUpoBaHUM pabo4vero BpeMeHn KBanudukaumm
MpouncxoxaeHve OpuirvHan X | 3anmcTBOBaHO M3
TPYZAOBOWN (PyHKLMM opurHana
Kog opyrmHana  PervctpauuoHHbIn HoMep
npodeCcCUoHanbHoro
CTaHgapTa

TpyooBble 4eNCTBUSA

Bbi6op dhopmMbl NNaHMpoBaHua 1 odhopMIieHre NNaHUpPOoBLLIMKA (opraHaiiaepa) pykoBoauTtens

BHeceHune nHGopmMaLmm B NNaHNPOBLLKK (OpraHansep)

CornacoBaHvie ¢ pyKOBOAUTENEM BPEMEHW MITaHNPYEMbIX AeACTBUIA

CornacoBaHue TenedgoHHbIX MEPEroBopoB, BCTPEY U MEPONPUATUI C NapTHepamMu,
KIMEeHTaMK1, PyKOBOAUTENAMM NOoApPa3AerieHnin U CoTpyaHMKaMM
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WHhopMupoBaHve pyKoBOOUTENS O perfiamMmeHTe HaMeYeHHbIX MEPONPUSTUN

I'Ipe,uynpem,u,eHme [0} I'IpI/I6J'II/I)KeHI/II/I BpeMeHN HaMe4Y€eHHbIX MepOI'IpI/IFlTI/Iﬁ

cDOpMVIpOBaHI/Ie pesepBa BpeMeHu Ana HernpeasnaeHHbIX CVITyaLl,I/I17I

Heobxoavmble ymeHus

YcTaHasnuBatb Lenu, onpeaendTtb nepapxmo uenen

OnpenensATb NPUOPUTETHOCTL Y 0YEPEHOCTL BhIMOMHEHUA PaboT M 3PAEKTUBHO
pacnpenensTb paboyee BpeMs

OkasbiBaTb MOMOLLb PYKOBOAUTENIO B pacnpeneneHum ero pabovero BpemMeHm

BbibypaTtb onTMMarnbHble cnocobbl MHPOPMUPOBaHMS NApTHEPOB, KITMEHTOB, MOCETUTENEN,
pyKOBOAUTENEN NogpasaeneHnii u COTPYAHMKOB O NMITaHMPYEMbIX MEPOMPUSTUSAX

ObecneunBaTbh MHGOPMAaLIMOHHYIO 6e30MacHOCTb AEATENbHOCTM OpraHM3aLum

Heobxoaumble
3HaHUs

CﬂeLl.I/ICbI/IKa OCHOBHOM AeATeNbHOCTH opraHmnsauun

OcHoBbI aAMUHUCTPATUBHOMO NpaBa 1 TPYA0BOro 3akoHoaaTenbcTBa Poccuiickoin denepaliym

PykoBoasLumin cocTaB opraHm3auumn 1 ee nogpasgeneHui

CDyHKLI,I/II/I caMoMeHe)XKMeHTa

MpYHLMNEI 1 NpaBuna NNaHMpPoBaHUs paGoyero BpeMeHu

MeToabl NOCTaHOBKU Lienei

I'Ipanma npoeseneHna AenoBbiX NeperoBopoB

TpeboBaHusA oxpaHbl Tpyaa

[pyrve xapakrepucTuku

3.3.2. TpynoBas pyHKUUs

HanmeHoBaHue

MnaHnpoBaHne paboyero AHSA cekpeTaps

Kog C/02.6 | YpoBeHb (NogypoBeHb) 6

KBanudukaum

MpovncxoxaeHne
TPy£oBON PyHKUMM

OpvirvHan X | 3aMmcTBOBaHO 13
opuvriHana
Kog opurnHana  PerncTpaumnoHHbI HoMep
npodpeccroHansHoro
cTaHgapTa

Tpyoosble Bbi6op v odopmneHve nnaHMpoBLLMKa cexpeTaps
aencTeus BeneHve gHeBHWKa (Ha 3MEKTPOHHOM U1 (1nn) ByMaxKHOM HocuTene)
CornacoBaHve NnaHoB C NnaHaMu 1 cpokamm paboTbl pyKoBOAUTENS
Pacnpegenerne pabodero BpemMeHu (Ha geHb, Hegento, NePCMNeKTMBY)
MNepeHoC HEBLIMOMHEHHbIX 3annaHNPOBaHHbIX 3aaa4
BbinonHeHve TUNNYHBIX exXeQHEeBHbIX Aern
Heobxogumble BbibypaTb 1 0hopMnaTb NNaHUPOBLLMK
yMeHus BHOCUTb 1 oTCnexuBaTb UHGOPMALMIO Ha SMEKTPOHHOM WU/unun ByMaxHOM Hocutene

PacctaBnaTb NPUOPUTETDI, BblAENATb BaXXHOE N CPOYHOE

BbiGupaTh onTUManbHbI pUTM paboTbl

AHaJ'II/I3I/IpOBaTb NPUYNHbI HEBBLINOJTHEHUA 3ada4

an/IMeHFlTb I/IHq)OpMaLLI/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe TexHonormmn

Heobxoaumble 3HaHWS

OcobeHHOCTN 0hopMITEHNS NINTAHMPOBLLMKA (Ha 3NTEKTPOHOM U By MaXKHOM HOCUTENSIX)

OcHoBbI yNpaBreHust BpeMeHeM

[pyrve xapakrepucTuku

3.3.3. TpynoBas pyHKUuus
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Cipanuua 13

HaumeHoBaHve OpraHusauums TenedoHHbIX NeperosBopos Koa C/03.6 | YpoBeHb (noaypoBeHb) 6
pykoBoauTens KBanvdmkalmm
MpoucxoxaeHve OpvruHan X  |3aumcTBOBaHO K3

Tpy£oBoOn pyHKUMM opvrmHana

Kopg opuvrnHana

PervctpaunoHHbIn HoMep

npodeccrnoHanbHOro
cTaHaaprta

Tpyaosble BeneHue 6a3bl TeneoHHbIX KOHTaKTOB PyKOBOAUTENS

JencTeus CoepgmHeHne pykoBoaUTENS C KOHKPETHBIMU aboHEHTaMK

MogroToBka MaTepuanoB Ans TenegoHHbIX NEPEroBOPOB PyKOBOAUTENS

Pervctpauus nocTynatoowmx B NpuemMHyto TenedoHHbIX 3BOHKOB

COTpYAHMKam

I'IepeHanpaBneHme oTAaenbHbIX Teﬂe(*)OHHbIX 3BOHKOB 3aMeCTUTenAamM pykosoamnTena n

TenedoHy

Mony4yeHne HeobxoaMMoMN MHAOPMaLIUK U NepeaaYa CaHKLMOHMPOBAHHOW UHAbopMaLIMK No

npouecce TenedoHHbIX NeperoBopoB

YcTaHoBMeHMe KOHTaKTa ¢ cobecegHNKOM, NoagaepKaHne 1 pa3BuUTME OenoBon becenbl B

NEepPeroBopOB 1 BUAEOKOH(EPEHLMIA

OkazaHue NMOMOLLX PyKOBOAUTENO NPU opraHn3auunn n nposegeHun Teﬂe(bOHHbIX

Heobxogumbie ymeHus

BecTtu n ncnonb3oBatb B pabote 6a3y AaHHbIX TENEFOHHbLIX KOHTAKTOB PYKOBOAUTEMS

NHcbopMaLmu

Mcnonb3oBatb cpeacTtea KOMMyHVIKaLI,VIOHHOVI OpIrTexHUKN Ona nonyyvyeHua n nepegayqmn

1 paboTbl MO KOHTPOSKO UCMONHEHUS PELLIEHUI PYKOBOAUTENS

BecTu yyeTHble perMcTpaumoHHbie GoopMbl, MCMOMNb30BaTh UX ANS MHAOPMaLMOHHON paboThbl

CrnaxuBatb KOHCbJ'II/IKTHbIe M CINOXHble cuTtyauun MexrinayHOCTHOro oOLLEeHus

BW1€0-KOHEepeHLI-CBSA3M

Vcrnonb3oBaTb TEXHNYECKUE U nporpamMmmMmHbie cpeacTBa Ana nposegeHuna ronocoBon Nnu

Ob6ecneynBatb MHCbOpMaLI,VIOHHyPO 6e3onacHoOCTb AesaTenbHOCTH opraHunsauum

Cobntogatb crnyebHbI 9TUKET

Heobxogumble 3HaHWS TenedOHHbIE KOHTaKTbI pykoBogutensa

d)yHKLI,VIM, 3adadin, CTPyKTypa opraHmnsauun, ee CBA3N No BepTUKanun n ropu3oHTanm

[MpaBuna B3anmMoaencTBus ¢ NnapTHeEpamMu, KNneHTamun, CpeacTsaMm MacCcoBOM MHdopMaLum

I'Ipanu'la noagepXXaHna 1N pas3BUTUA MEXITNMYHOCTHbIX OTHOLLIEHMN

MpaBwna npoBeaeHVst AernoBbIX NEPEroBOPOB

[MpaBuna 3awuTbl KOHUAEHUMaNbHOM MHopMaLm

TpeboBaHusa oxpaHbl Tpyaa

[pyrve xapaKTepucTukm

3.3.4. TpynoBas pyHKuusA

HaumeHoBaHve OpraHu3aums KOMaHAMPOBOK PyKOBOAMWTENS Kog C/04.6 YpoBeHb 6
(nogoypoBeHb)
KBanudukauum
MpoucxoxaeHve OpvruHan X  |3aumcTBOBaHO M3

TPYO0BOW (PyHKLUM opvrvHana

Koa opuruHana

PernctpaunoHHbIn Homep

npodeccrnoHanbHOro
cTaHgapTa
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TpyaoBble MoaroToBKka NpoekTa cnyebHoro 3agaHns pyKoBOAUTENS
aencTeuns MoaroToBka npoekTa npukasa o cnyxebHon KoMaHAMPOBKe
OdcbopmrneHre KOMaHOUPOBOYHOIO YAOCTOBEPEHMS U Er0 permcTpaums npu HeobxoanMocTn
MoaroToBKka AOKYMEHTOB Ha MosflyyYeHue BU3bl, 3arpaHUYHOro nacnopra
3akas »xene3HogopOXKHLIX M aBMabuneToB, rocTUHWL, TPaHCMOPTHOro obecneveHuns
pykoBoguTens
OdbopmrieHre nporpamMmbl NOE3AKM, YTOYHEHNE OCOOEHHOCTEN NPOTOKONA NaHUPYEMbIX
MEpPOMPUSTUI
MoaroToBKa AOKYMEHTOB K NOe3fke pyKoBOaMTENS
YTOo4YHeHve gatbl, AOMKHOCTEN, daMUIvi B NporpamMmme KOMaHanpPOBKU
MpopaboTka MapLupyTa pyKOBOAMTENS, YBS3Ka Ero C pacnucaHnem TpaHcnopTa
O6paboTka maTepuanoB KOMaHAMPOBKM, 0OPMIIEHME OTHETA O KOMaHAMPOBKE
Heobxogumeie OdbopMnATb aBaHCOBbLIE OTHETLI PYKOBOAUTENS
yMeHuUs OpraHun3oBbiBaTb BCTPEYN PYKOBOAMTENS C MPUHUMAIOLLEA CTOPOHON
OdbopMnATb KOMaHONPOBOYHbIE AOKYMEHTI
O6pabaTtbiBaTb 4OKYMEHTbI U MaTepuvarnbl Mo pedynbTaTtam Nnoe3akv pyKkoBoaUTErs
Ob6ecneymBaTb paboTy odmca BO BpeMsi OTCYTCTBUSA PyKOBOAUTENS
MprMeHaTb cnocobbl 4enoBoro obLLeHNs
Mcnonb3oBaTb cpedcTBa KOMMYHUKaLUM Ansa obecneyeHns B3anMogencTens ¢
pyKOBOOUTENEM BO BPEMS €70 4EMNOBOI NOE3KN
Heobxoanmblie Mopsimok NOAroTOBKM M MPOBEAEHUSA KOMaHANPOBOK
3HaHuA Mopsinok odhopMneHns 4OKYMEHTOB 4151 KOMAHAMPOBKM U OTUYETHBLIX [OKYMEHTOB MO
KOMaHAMPOBKE pyKOBOAUTENS
[lenoBow npoTokos
3TuKa genoBoro obLLeHus
Apyrve -
XapaKTEepUCTUKN
3.3.5. TpynoBas ¢yHKuuA
HavnveHoBaHue OpraHusaums paboTbl C NOCETUTENSMMA B Kon C/05.6 | YpoBeHb (nogypoBeHb) 6
NMPVUEMHOW pyKOBOOMTENS KBanudmkaumm
MpouncxoxaeHve OpuirvHan X | 3anmcTBOBaAHO M3
TPYZOBOWN (PyHKLUM opurHana
Kog opurnHana  PerncTpaumnoHHbI Homep
npodeccroHansHoro
cTaHgapTa

TpynoBble oencTens

OpraHmsau,vm JINYHOrIO npuema nocetutenen pykoBoauTernem

YcTaHoBneHne nopsanka npuema ansa pas3simyHbiX KaTeropvu7| nocetutenen

Benexve XypHana npep.BapMTeanoﬁ 3anncu Ha npmnem

PerncTpauusa nocetutenemn

CopeicTBure onepaTMBHOMY PacCMOTPEHUI0 NPOCcbG M NPEaSIoKEHN NOCeTUTENEN 1
COTPYAHMKOB OpraHusaLum

OpraHusauusa nprvema genoBbix NApTHEPOB B odmce

OpraHusauunst 06cny>xmBaHna pyKOBOAMTENSA N €ro AenoBbIX NapTHEPOB B odmce

CepBupoBka YariHoro (kocpeiHoro) ctona B ogmce

[MpuHATME MEP MO COXPaHEHUIO KOMMEPYECKOW TalHbl B X04e npuemMa nocetutenen n nx
HaxoXOeHns1 B MPUEMHOM U KabHeTEe pyKoBOAUTENS

Heobxoammble yMeHus

OpraHM3OBbIBaTb 1 obecneymBaTb NMNYHbIE KOHTAKTbI pykosogutensa

YnpaenaTb KOHANKTaMK
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YuntbIBaTb NCUXONOrMYecKkne 0COBEHHOCTM FIMYHOCTM NPU Pas3NUYHbLIX BUAaX
npodpeccuoHansHoro obLeHms

Mcnonb3oBaTtb yCTaHOBJ1€HHbIE NpaBwuIa u npoueanypbl KOMMYHMKaLn BHYTPU opraHn3audiunm

BecTu yyeTHble permcTpaumoHHble (hopMbl, UICMOMNb30BaTh UX AN MHGOPMAaLIMOHHOM paboThbl
1 paboTbl MO KOHTPOMO UCMONHEHUS PELLEHNIN PyKOBOAUTENS

Cos3paBartb NONOXUTENbHBLIA UMUK OpraHn3aLum

MpyHMMaTL Mepbl MO paspeLLeHMo KOHGMMKTHBIX CUTYaLui

rlpVIMeHﬂTb MH(bOpMaLlMOHHO- KOMMYHUKaLMOHHbIE TEXHOITOrMn

ObecneyvmBaTtb KOH(pMAEHUMANBHOCTb B MPUEMHOMN 1 KabMHETE pyKoBOAUTENS, COXPAHATb
KOH(MAeHUWansHy nHopMaLmio B TarHe

Heobxoaumble
3HaHUs

I'Ipanma opraHunsauun npnema nocetutenen

MpaBuna aenosoro obLLEeHUs

[MpaBuna pe4yeBoro aTukeTa

I'Ipanma YCTaHOBJ1€HUA KOHTaKTa, nogaepXXaHna 1 pa3BnNTnA MeXIMMYHOCTHbIX OTHOLLEHWIN

CTpyKTypa opraHusauum 1 pacnpegeneHme dyHKLuiA Mexay CTPYKTYpPHbIMU
noApasfeneHusiMm 1 crielmanuctTamm

[MpaBuna opraHu3auum NpMemoB B odmce

OTUKET 1 OCHOBBI MeXxayHapoaHoro npoTokoia

[MpaBuna cepBUPOBKM YanHOro (KoenHoro) ctona

I'IpaBMna NpuroToBrieHna U nogadun ropA4Ynx HanUTKoOB U 3aKyCOK K HUM

MpaBvna 3awmTbl KOHUAEHUMANbHOM Cry»kebHoM HGOopMaLmMm

[pyrve xapaKTepucTukm

3.3.6. TpynoBasa pyHKUUA

HavmeHoBaHve OpraHusaunsi NoaroToBkK, NpoBeaeHus n Kog C/06.6 YpoBeHb 6
obCcnyxuBaHUst KOHPEPEHTHBIX MEPONPUATUN (nooypoBeHb)
KBanuduvkaumm
lMpouncxoxaeHve OpuirvHan X | 3anmcTBOBaHO M3
TPy£oBON PyHKUMM opuryHana
Kog opurnHana  PerncTtpaumnoHHbI Homep
npodeccroHansHoro
cTaHgapTa

Tpynosble
JencTeus

lNogroToBka NOBECTKM OHS MeponpuAaTna

OdpopmrieHmre crnvcka y4acTHUKOB MEPONpPUSTUS

NHdbopMmpoBaHre npegnonaraembix y4aCTHAKOB O HAMEYaeMOM MEPOMPUATUN U YCIIOBUSIX
yyacTtus

Bbibop MecTa 1 BpemeHn NpoBeaeHNst MeponpusaTust

MoaroToBka NpeaBapuUTENbHON CMEThI pacxoaoB

Pacchbinka npurnaweHunin NoaATBepAVBLIMM y4YacTie B MEPOTNPUATUN

CGop TEeKCTOB [0KMaA0B U NMPOEKTOB UTOTOBbIX [JOKYMEHTOB Y AOKNaAYMKOB

Pacchbinka MHGopMaLNOHHBIX MaTepUanoB Y4acTHUKaM KOHDEPEHTHOrO MEepPONpPUSTUS

CocTaBneHune siBOYHbIX IMCTOB M cnncka perncTpaunn y4aCTHUKOB MeponpuaTna

3akynka KaHLensapckux ToBapoB U NpodyKToB Ans obecneyeHus kode-nay3

PelueHne BONPOCOB TEXHUHECKOTO OCHALLEHUSI MEepPONpPUSITUS

MomolLb B MOArOTOBKE OOKMNaaa pyKOBOAUTENS, NPE3eHTaLMOHHbIX MaTeprarnos

OpraHmsau,vm noaroToBku npes3nanymMa un paGqux MeCT y4aCTHUKOB

OpraHusauust BCTPeYM 1 perucTpauns y4acTHUKOB MeponpusiTUs

BeneHvie npoTokona MeponpusiTus

OpraHun3aumns cepBUCHOro obcnyXXmMBaHusi BO Bpemsi Kocbe-nay3
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OpraHusauus KynbTYypPHO-MacCOBbIX MEPONPUSITUIA, TPAHCMOPTHOMO Y FTOCTUHUYHOTO
obecnevyeHus

Heobxogumble ymeHus

OpraHu3oBbIBaTb NPOLIECC MNOAFOTOBKM K NMPOBEAEHNIO KOHPEPEHTHOTO MEPONPUATUS
VHOMBUAYAanNsLHO U B cocTase paGoyer rpynmbl

[loKyMeHTUpoBaTb pa3Hble aTarnbl NpoLeaypbl NOAroTOBKM 1 NPOBeAeHUs KOH(PEPEHTHOro
MeponpusTUs

MepenasaTtb MHOpMaLMIO, JOKYMEHTbI U MaTepuanbl y4acTHUKaM KOH(EpPEHTHOro
MepOoNpUsTUS

MoaroTaBnmeath U 06opyL0OBaTb CTOM Npe3vugMyma u padoyme mecta y4acTHUKOB
coBellaHus (3acegaHuvs)

CepBupoBaTh YaWHbIi (KOenHbI) CTON BO BpeMSA NpoBedeHns kode-nay3a

CobntogaTtb npaBunia AernoBoro aTMkeTa 1 NpoTokona

MopaepxuBaTh UMUOXK OpraHU3aLLum

CoszaaBaTb UMUK CEKpeTapsi, COOTBETCTBY LM MMMOXKY OpraHu3aumm

PaboTtaTb ¢ nHdopmaumen, aHannsnpoBaTb M NPeacTaBnaATb ee B CUCTEMaTU3NPOBAHHOM
BUae

ObecneymBaTtb 6e30MacHOCTbL AEATENBHOCTM OpraHM3aunm

anMeHFlTb I/IHq)OpMaLLI/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe TexHonormmn

anMeHﬂTb npaBuia pyCCKoro A3blka

anMeHﬂTb HaBblKM CKOPOCTHOIo nNnncbma

anMeHﬂTb HaBbIK/ 3arnmcu n paCLIJI/I(bDOBKI/I TeKCTa

Mcnonb3oBaTb COBpEMEHHbIE TEXHUYECKME CPEACTBA B obnacTu CKOPOCTHOIo nncbma

ObecneunBaTb KOMOPT YYaCTHUKOB KOH(DEPEHTHOTO MEPONPUATHS, NOMOraTb B BOMPOCax
NPOXMBaHWA, TPAHCNOPTHOIO o6ecneYeHns

Heobxoanmble 3HaHUSA

Komnnekc OpraHU3aLNoOHHO-TEXHNYECKUX MEPONPUATUIA MO NOATOTOBKE N MPOBEAEHUIO
COBELLaHWN 1 neperosopos, B TOM Yncne mexgyHapoaHbIX

MpaBuna BegeHus, NOAroTOBKY 1 0cPOPMIIEHMSI MPOTOKOMA U JOKYMEHTOB, CO31aBaeMbIX B
npoLiecce NOATroTOBKY KOH(EPEHTHOrO MEepPONpUSTUS

MeTozvka coCcTaBMNEHUs CMETbI PACXOA0B KOH(DEPEHTHOIO MEPONPUSITHS

OCHOBbI HanUcaHWsi peyei 1 oKNafgoB PyKOBOAUTENS

I'Ipanma YCTaHOBJIEHUA KOHTaKTa, nogaep>xaHna U pasBuUTtmnAa MeXXIMYHOCTHbIX OTHOLLIEHMI

I'Ipanma [enoBoro obLLeHns, 4enoBoro aTMKeTa

OTUKET 1 OCHOBBI MEXOYyHapoaAHOro NnpoToKona

I'Ipanma npoBeneHna 0enoBbiX neperoBopoB

MpaBuna 3awwmTbl KOHPMOEHUMATBHON CnyxebHon nHpopmau um

Cuctembl CKOPOCTHOIo nncbmMa

OcHoBbI NporpammHoro obecneveHnsi 1 ocrcHoro odopynoBaHNa B 00racT CKOPOCTHOIO
nucbma

TpeboBaHus oxpaHbl TpyAa

[pyrve xapaKTepucTukm

3.3.7. TpynoBas pyHKLuUA

HanwveHoBaHue OpraHu3aumst UICMONMHEHNsT PELLEHWN, Kog C/07.6 YpoBeHb (NOAYpPOBEHb) 6

OocyulecTBIieHe KOHTpOonA ncnonHeHna KBaJ’II/IdZ)I/IKaLI,VII/I
nopyquw?l pyKoBoOAUTENA

MponcxoxaeHne
TPy£oBoOn pyHKUMM

OpvruHan X | 3aMmcTBOBaHO 13
opuvriHana
Kog opurmHana  PerncTtpaumnoHHbI Homep
npodecCUoHanbHoro
cTaHgapta
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TpyooBble OenUCTBUSA

[lokyMeHTanbHoe 0hopMIEHNE PELLEHWI PYKOBOAWUTENS

[loBeneHve no ceefeHnst paboTHMKOB OpraHM3aLnm pacrnopsikeHUi pyKkoBoaUTENs

KoopauHauusi oeaTenbHOCTM MO UCMONHEHWIO PELLEHNI pyKoBoOAUTENS

BefeHve cpokoBoro TekyLLero 1 npeaynpeauTerisHoro KOHTPoss

MpoBepka UCNOMHEHNS NOPYYEHUI PYKOBOAUTENS B YCTAHOBMEHHbIN CPOK

MpeaynpexaeHue coTpyAHNKOB 06 CTEYEHUM CpoKa UCMOMHEHUST NOPYYEHUIA pyKOBOAMTENS

duKcaumst UICNONHEeHUs NMopyYeHNit

CocTaBneHvie 0OTHETOB W aHANUTUYECKNX CIPABOK O BbINOMHEHUM MOPYYEHWUIA U PELLIEHUI
pykoBoauTens

Heobxoammble yMeHus

BecTu cpokoByto kapToTeky

Bectu Y4Y€THblE permcTpaynoHHbIE (bOprI, MCnoJjib3oBaTb X Ansd pa6OTbI NO KOHTPOJHO
MCNONHEeHnA rlopyquvu?l pykoBogutena

PaboTtaTb ¢ nHdbopmMaLmen no KOHTPOID, CUCTEMATU3NPOBaTL €€ U NpeacTaBnsaTb B BUAE
CBOAHbIX JOKYMEHTOB

Mcnonb3oBaTtb cpeacTea KOMMyHMKauun An4a nepegadun I'IOpy‘-IGHI/IVI pykosogutend

Mcnonb3oBaTb coBpeMeHHble cpeacTsa cbopa 1 06paboTku KOHTPOMNbHON MHbopMaLum

anMeHFlTb I/IHq)OpMaLLI/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe TexHonormm

OLLeHI/lBaTb pe3ynbTaTbl B paMKax NoCcTaBJ1€HHbIX 3ada4

OcyLWEeCTBNATbL KOHTPOSb UCMOMHEHNS! NOPYYEHWIA PYKOBOAMTENSI COTPYAHUKAMM

Heobxoaunmble 3HaHWS

O6Lwme TpeboBaHUS K CPOKam MUCMOMHEHUSI JOKYMEHTOB U KOHTPOSIbHLIM (DYHKUUAM CyXObl
[OKyMeHTaLMOHHOro obecneveHus

MpyHLMMBI, cnocobbl MHPOPMUPOBAHNSA COTPYAHMKOB

3TurKa genoBoro obLieHus

YnpaBneH4yeckasi CTpYKTypa opraHu3aLum, pyKoBOACTBO OpraHu3aummu, obpasubl nognmcen
pYKOBOOSALLMX COTPYOHMUKOB, KPYT UX MNONTHOMOYMIA U OFPpaHNYEHNUSI 30H UX OTBETCTBEHHOCTU

JlokarnbHble HOpMaTMBHbIE aKTbl OpraHM3aLmMu

[pyrve xapakTepucTuku

3.3.8. TpynoBble hyHKLUMN

HavnmeHoBaHue Opranusauusi n nogaepxaHume Kog C/08.6 | YpoBeHb (NogypoBeEHb) 6
yHKLMOHanNbHOro paboyero NpocTpaHcTBa KBanudukaLmm
NpUeMHoON 1 kabrHeTa pyKoBOAMTENS
MpoucxoxaeHve OpvruHan X  |3aumcTBOBaHO M3
TPpy£oBOn pyHKUMM opurMHana
Kog opurmHana  PeructpauuoHHbIN HoMep
npodeccroHanbHOro
cTaHaaprta

TpyaoBble oencTeuns

ObecneveHne paboyero mecta pykoBoautensi HeOOXOAUMbIMU CPeaCTBaMM OPraHM3aLMOHHON
TEXHUKW, KaHLLENAPCKUMU NPUHaANEXHOCTSAMU

OpFaHI/I3aLI,I/Iﬂ ﬂpI/IeMHOIZ Od)l/lca B COOTBETCTBUM C TpeGOBaHI/IFlMVI SProOHOMUKU N KYIbTYPbl
TpyAa

OpraHusauus opopMeHnst UHTepbepa NPUEMHON PyKOBOAUTENS

O6opyaoBaHue pabovero mecta OprTeXHMKON, MePCOHarbHbIM KOMMbIOTEPOM,
BCMoMoraTenbHON TEXHUKON

OpraHusauusa o6opyaoBaHUs NPUEMHON cUcTeMaMM XpaHeHUs, HeOGXOAUMbIMU
npucrnocobreHnsMN, 06ecneyYeHnst KaHLeNSPCKMMM NPUHAONEXKHOCTSMA

ObecneveHne xpaHeHNs U 3aMeHbl PACXO4HbIX MaTepuarnos, MOBCEOHEBHbIN yxo[ 3a
OPrTEXHNKOWN

3akas KaHLUEeNAPCKMX TOBaApOB, NTMrmeHn4YeCcKnx ToBapos, NpoayKTroB NTaHnA
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Heobxogumble CospgaBatb ycnosus, obecneunsaroLme ahekTMBHY0 paboTy pykoBoguTens

YMEeHuA anMeHﬂTb B COOTBETCTBUN C Ha3Ha4YeHNEM CpencTBa OpFaHVI3aLI,VIOHHOIZ TEeXHUKN,
KaHUenAapcKkme npnHaanexxHocTtu

OcHawatb paboyee MECTO PyKOBOAMTENSI U CBOE pabovee MECTO HEOOXOOANMbIM
obopyaoBaHMEM

OcyLLl,eCTBJ'IFlTb 3aMeHy pacxoHbIX Matepuarnos, yxon 3a oprreX|-wu<0|7|

KOHTpOJ'II/IpOBaTb COCTOdAHME M NOMOJTHATL 3anachbl KaHUENAPCKUX TOBaApOB, CpencTB MMrmeHhbl,
NpoAYyKTOB NUTaHUA

Heobxoanmble 3HaHMSA TpeboBaHusa oxpaHbl Tpyda, NPOU3BOACTBEHHOM CaHUTapUK, NPOTUBOMNOXaPHON 3aLunTbl

OcHoBbI NPaBUIbHONM OpraHu3aumMn Tpyaa v MeToabl NOBbILLEHUS ero 3OEKTUBHOCTM

OcCHOBbI 3proHOMKMKM odomca 1 ropUCTUKN

CraHpapTbl U pekoMeHaaLmm no 0bopyaoBaHUio OPUCHBIX MOMELLEHWI

CocTaB OpraHn3aunoHHON TEXHWKN, ee YCTPOUCTBO U NOPSAOK paboThl C Hen

[pyre xapaKTepucTukm

3.3.9. TpynoBas cpyHKLUUA

HanmeHoBaHve PaspaboTka nokanbHbIX HOpMaTUBHbLIX aKTOB, Kon C/09.6 YpoBeHb 6
pernamMeHTUpyLLnx paboTy cekpeTaps (nonypoBeHb)
KBanumdukawum
lMpovcxoxaeHue OpuruHan X  |3aumcTBOBaHO M3
TPy£oBON chyHKUMM opurnHana
Kog opurnHana  PerncTpaumnoHHbI Homep
npogeccroHanbLHOro
CTaHgapTa
TpynoBble PaspaboTka [OMmMKHOCTHOM MHCTPYKLNM CEKpeTaps
aencTeuns PaspaboTka nonoxeHns 0 cekpeTapuaTe
PaspaboTka MHCTPYKUMM NO 4EeNONPOn3BOACTBY
Heobxogumeie CocTaBnaTb 1 0hopMIsATbL OpraHM3aLnOHHBbIE N METOANYECKNE OOKYMEHTbI
yMeEHUs PegaktnpoBatb TEKCTbI CIYXeOHbIX JOKYMEHTOB
PaboTtaTtb co BCel COBOKYMHOCTbIO MHGIOPMALMOHHO-A0KY MEHTALMOHHbBIX PECYPCOB
opraHu3aumu

Monb3oBaTtbcs 6GazaMu AaHHbIX, B TOM YMCrie yaaneHHo

Mcnonb3oBaTtb CrnpaBoO4Hble MNpaBOBbl€ CUCTEMbI

Pabotatb c kOMMNbIOTEPOM, KaTanoramu (nankamu) n dannamm, CKaHepom

Monb3oBaTbCs OPUCHBIM NAKETOM (TEKCTOBbLIVM peaakTop, Tabnuubl)

Monb3oBaTbCcs NepUepUnHBIMKM YCTPOUCTBaMU N OPITEXHUKOWN

Monb3oBaTbCA 3MEKTPOHHON NOYTON

Monb3oBaTbCA CUCTEMaMK 3MEKTPOHHOMO 4OKyMeHToobopoTa

Heobxoanmble 3HaHust | [MpaBoBble OCHOBbLI yNpaBneHUs (OCHOBbI 8MUHUCTPATMBHOIO, TPYAOBOIO U rpaxaaHCKoro
npasa)

HopmMaTuBHbIe NpaBoBbIe akTbl, HOPMaTUBHO-METOANYECKNE [IOKYMEHTbI, FOCY1apCTBEHHbIE
cTaHgapTbl, onpegensioLye NopsaoK AoKYMEHTaLMOHHOro obecneyeHns yrnpaerneHus

CTpyKTypa, PyKOBOACTBO CTPYKTYPHbIX NodpasaeneHnin, obpasubl nognucer nnl, UMeLLmxX
npaBo rnoAnuMcaHnsa 1 yTBEpXXaeHUs JOKYMEHTOB, Y OrpaHUYeHUs 30H UX OTBETCTBEHHOCTU

I'Ipan'la OOKYMEHTaLMOHHOIro obecneveHusi OEeATENNbHOCTU OpraHn3auunm

Mopsigok paboThbl ¢ JOKYMEHTaMK

TpeGOBaHMﬂ, npenobvasndemMble K JOKyMeHTaM B COOTBETCTBX C HOPMAaTMBHbIMU MPaBOBbIMU
aKTamMn " rocyaapCTtBeHHbIMW CTaHAapTamMn

MpaBuna cocTaBneHNs OpraHN3aLMOHHbIX AOKYMEHTOB (MOMOXEHWIA, UHCTPYKLNIA,
pernamMeHToB)
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Buaobl OOKYMEHTOB, X Ha3Ha4YeHne

OCHOBbI JOKYMEHTHOIN NTMHIBUCTUKM

TpeGoBaHus oxpaHbl Tpyaa

Opyrve xapakrepucTuku

3.3.10. TpynoBas pyHKUUA

HavmeHoBaHve CocTaBneHne n odopmneHme Kon C/10.6 YpoBeHb 6
ynpaBrieHYeCKon JOKYMEHTaL M (nogypoBeHb)
KBanudmkaummn
MpouncxoxaeHve OpuirvHan X | 3anmcTBOBaHO M3
TPYAOBOWN (PyHKLMM opurHana
Kog opurnHana  PerncTtpaumnoHHbI Homep
npodeCcCUoHanbLHoro
cTangaprta

TpyooBble oencTens

CocTaBneHune NpoeKkToB pacnopsauTenbHbIX (MpUKasbl, pacnopsiXeHnst) n MHopMaLMOHHO-
CMNpPaBOYHbIX JOKYMEHTOB (Cry>kebHble NMcbMa, CNpaBKku, AOKaAHbIE U Cy>KebHble 3anncKn)

Meyatb cny>kebHbIX JOKYMEHTOB 1 MaTtepuanos

PasmMHoXeHve cry»eBHbIX JOKyMEHTOB

KOHTpOmb NpOXoXaeHUs [0KyMEHTOB B opraHv3aLum (cornacosaHve, noanucaHmne u
yTBEpXXaeHue LoKyMeHTa)

Heobxoanmble ymeHus

PepaktpoBaTb TEKCThI CJ'Iy)Ke6HbIX OOKYyMEeHTOB

Monb3oBaTbCA YHUPULMPOBAHHBIMM GHOPMaMMN AOKYMEHTOB

OdopmnaTb KaccoBble PUHAHCOBLIE JOKYMEHTbI U OOKYMEHTbI NO yYeTy HaknagHbIX pacxo4oB

MeyaTtaTb cryxe6Hble [OKYMEHTbI

Monb3oBaTbCcs NepugepuinHLIMM YCTPONCTBAMU N OPITEXHUKON

Pab6otatb c KOMMNbOTEPOM, CKaHEPOM

Monb3oBaTbCcsa 0OMCHBIM NaKeTOM (TEKCTOBBIN peaakTop, Tabnuubl)

Monb3oBaTbCA 3NEKTPOHHON NOYTON

Monb3oBaTbCA CUCTEMAMU SNEKTPOHHOTO [OKYMEHTO0GopoTa

ObecneymBaTtb 6e30NaCcHOCTb AeATEeNbHOCTM OpraHM3aLum

Heobxoaumble 3HaHWSA

MpaBoBble OCHOBLI YNpaBneHnst (OCHOBbI aAMUHUCTPATUBHOIO, TPYAOBOIO U XO3AWCTBEHHOIO
npasa)

CTpyKTypa opraHusaLum, pykKoBOACTBO CTPYKTYPHbLIX NoapasaeneHuii, obpasLibl Nognvcen
nnL, MMEIOLLIMX NPaBO NOANUCaAHUS U YTBEPXKOEHNS OOKYMEHTOB, U OrPaHNYEHUS 30H MX
OTBETCTBEHHOCTY

I'Ipanma OOKyMeHTaLMOHHOIro obecneyeHus OEATENNbHOCTU OpraHm3alunm

Mopsigok paboThbl ¢ JOKYMEHTaMK

Tpe6OBaHI/IF|, npenobsaBideMble K JOKyMEeHTaM B COOTBETCTBUM C HOPMAaTUBHbLIMU NMpPaBOBbIMU
aKTamMun 1 rocygapCTBeHHbIMW CTaHOapTamMmn

Buobl 4OKYyMEHTOB, UX Ha3HaYeHVe

MpaBuna cornacoBaHWsa JOKYMEHTOB OpraHv3auum (BHYTPEHHENO 1 BHELLHErO)

MpaBwna nognucaHns U yTBePKOEHNS JOKYyMEHTOB

MpaBwna coctaBneHusi 1 0chopMIEHNS MHGPOPMALIMOHHO-CMNPABOYHbIX, YNPaBeHYEeCKMX
[OKYMEHTOB U CMY>KeBHbIX Nucem

OcHoBbI LI,OIQ/MGHTHOIZ TNTMHITBUCTUKN

[MpaBuna pycckoro s3blka

TpeboBaHusA oxpaHbl Tpyaa

[pyrve xapakrepucTuku
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3.3.11. TpynoBas pyHKUUA

HavmeHoBaHne | OpraHusauumsi paboTbl C AOKYMEHTaMU B Kog | C/11.6 YpoBeHb 6
NpUeMHOWN pykoBogmMTENS (nogypoBeHb)
KBanudmkaumm
lMpoucxoxaeHve OpuirvHan X | 3anmcTBOBaHO M3
TPYZAOBOWN (PyHKLMM opurHana
Kog opurnHana  PerncTtpaumnoHHbIi Homep
npodeccroHansHoro
cTaHgapta
TpynoBble OencTBUs MonyyeHwve, npegsapuTeNnbHOE PaCCMOTPEHME N COPTUPOBKA MOCTYMAOLWMNX B MPUEMHY O

pykoBoauTena AOKYMEHTOB

I'IpOBepKa KOMMNJIEKTHOCTU NOCTYNaloLWMX B NPUEMHYIO pyKOBOOUTENA OOKYMEHTOB

MoaroToBka OKYMEHTOB A1 pACCMOTPEHUsI PyKOBOAUTENEM

Y4yeT JOKYMEHTOB, MOCTYMNaloLWMX HA UMsi PYKOBOAUTENS

Opranaau,Mﬂ OO0CTaBKU OOKYMEHTOB UCMONMHUTENAM

CosaaHune n BegeHue 6a3bl AaHHbIX JOKYMEHTOB PyKOBOAUTENS

BeneHne MHdopmaLnoHHO-CNpaBoYHON paboThl

Heobxoanmble Pabotatb ¢ BxoasLen, ncxogsien, BHyTPEHHEN JOKYMEHTaunen

yMeHus Monb3oBaTbCA CUCTEMaMU 3MEKTPOHHOIO JOKYMeHToobopoTa Ansg perncTpaLm, KOHTpons
[LOKYMEHTOB M MHDOPMALIMOHHO-CMNPABOYHOMN PaboThl C [OKYMEHTaMM

MpyMeHATb NHPOPMaLMOHHO-KOMMYHUKALIMOHHbBIE TEXHONOrMKN Ans pa6OTbI C AOKYyMeHTaMn

MpymeHATb Npasuna PyCCKOro A3blka

MPUMEHATHL HaBbIKWM CKOPOCTHOMO NMCbMa

CocTaBnaTb U opopMnATb NOKarbHblE HOPMATUBHbBIE aKTbl

Heobxoaumble 3HaHWS HOpMaTVIBHbIe npaBoBbl€ aKTbl, HOPMaAaTUBHO-METOONYECKNE OOKYMEHTbI, rOCYy4apCTBEHHbIE
CTaHOapThbl, onpegensaroLlime nopAaaoK 4OKY MEHTAaUMOHHOIo obecneyeHus ynpasneHua

CTpyKTypa opraHu3auum, pykoBoACTBO CTPYKTYPHbIX NOApa3aerneHu

COBpeMeHHbIe I/IHCbOpMaLI,I/IOHHbIe TexHonormm pa6OTbI C AOKYyMEeHTaMun

Mopsinok paboThbl C 4OKYMEHTaMM, CXeMbl JOKYMeHToobopoTa

I'Ipanma paGOTbI C BXOoA4ALWnMA, ncxogAawmmMm n BHy TPeHHMMU OOKY MEHTaMU

MpaBuna opraHU3aL My KOHTPOIS UCMONHEHUS JOKYMEHTOB 1 TUMOBbIE CPOKU UCMOMNHEHNS]
[OKYMEHTOB

I'Ipanma COCTaBJiEHNA aHANMUTUYECKMX CNpPaBOoK Mo opraHn3auunn pa6OTbI C OOKyMeHTaMn 1
KOHTPOJ1H0 UCNOJTHEHNA OOKYMEHTOB

I'Ipanma co3gaHnAa N BeaeHnd 0a3 OaHHbIX CJ'Iy)Ke6HbIX OOKYMEHTOB B OpraHusauunmn

CuCTEMbI 3NEKTPOHHOTO [OKy MeHTooGopoTa

Cuctembl CKOPOCTHOIo nncbmMa

TpeboBaHus oxpaHbl Tpyaa

Opyrve xapakrepucTuku

3.3.12.TpynoBas cpyHKUMA

HavmeHoBaHne | OpraHusaumsi XpaHeHWs1 JOKYMEHTOB B Koa C/12.6 YpoBeHb 6
np1vemMHoOW pykoBoguTens (nogypoBeHb)
KBanudmkaummn
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MponcxoxaeHne
TPy£oBON (PyHKUMM

OpuruHan X  |3aumcTBOBaHO M3
opuvruHana

Kog opurmHana  PeructpauuoHHbIn HoMep
npodeccrnoHanbHOro
CTaHaapTa

TpyaoBble oencTeuns

PaspaboTka pa3genoB HOMEHKNaTypbl Aen opraHusaumm

dopmmpoBaHue 1 odopMIieHe Aen NOCTOSAHHOrO, AONTOBPEMEHHOMO XpaHEHNS

MogroToBka 1 Nepenaya Aen B apxvMB OpraHu3aLum

Heobxogumbie ymeHus

PaspabatblBaTb HOMEHKNATYpPY Aen OpraHu3aLum ¢ y4eToM HOpPMaTUBHO-METOANYECKUX
[LOKYMEHTOB

Mcnonb3oBaTb HOMEHKNATYpY Aen Npu N3yyeHun CTPYKTYpbl OpraHmM3aummn, cocTaBeHnm
onucen gen

dopmmpoBaTb 1 0OPMISATL Aerna B COOTBETCTBUM C YTBEPKOEHHOW HOMEHKNaTypoW aen
opraHvsaLum

Obecne4yrBaTb COXPAHHOCTb AOKYMEHTOB OpraHv3aLmm

HDOMSBOAMTI: noAroToBKy Aen Anda nepegadun B apxve

anMeHﬂTb I/IHq)OpMaLLI/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe TexHonormm on4 pa6OTbI C AOKYyMeHTaMn

Heobxoaunmble 3HaHWS

HopmaTuBHbIe NpaBoBble akTbl, HOPMaTUBHO-METOANYECKNE IOKYMEHTbI, FOCY1apCTBEHHbIE
CcTaHgapTbl, onpegensioLye NopsaoK AoKYMEeHTaLMOHHOro obecneyeHns yrnpaerneHmst

Buabl HomeHknaTyp, obLwme TpeboBaHMSA K HOMEHKNAType, METOAMKA ee COCTaBMNEHUs U
odhopMIieHUst

Mopsigok dhopmmpoBaHMsa U ochopmMieHns gen ¢ ykasaHmem cneumndmkin opmmpoBaHus
OTOENbHbIX KaTeropun aen

I'Ipanma XpaHeHua gern, B TOM 4Yucie ¢ AOKyMeHTaMuy orpaHM4eHHOro goctyna

MpaBuna BblgaYM 1 UCMONb30BaHUS JOKYMEHTOB 13 CCDOPMMPOBAHHBIX AEN

TpeboBaHusA oxpaHbl Tpyaa

I'Ipanma noaroToBkKM U nepefayvn aen B apxveB opraHm3aumnm

Opyrve xapakrepucTuku

3.3.13. TpynoBble ¢pyHKLUMN

HaumeHoBaHve ObecneyeHve pykoBoaMTens Koa C/13.6 YpoBeHb 6
MHcpopmaLmen (mogypoBeHb) kBanudmkauum
lMNMpouncxoxaeHve OpuirvHan X | 3anmcTBOBaAHO M3
TPYZAOBOWN (PyHKLMM opurHana
Kog opurnHana  PerncTpaumnoHHbI Homep
npodeccroHansHoro
CTaHgapTa

Tpyaosble gencteust | Coop 1 nepepaboTka MHGOpMaLMK, HEOOX0ANMON AN NPUHATUSE OGOCHOBAHHBLIX Y NPaBNEHYECKMX
peLueHnin

MpoBepka 4OCTOBEPHOCTK, MOSIHOTLI M HEMPOTUBOPEUYMBOCTM AaHHbIX, UCKITOYEHME
Ay6nuposaHus uHopmaLmm

npe,D,OCTaBJ'IeHI/Ie AaHHbIX B €4VHOM U y.D,OGHOM Anda BOCNpUATUA q)opmaTe

BhisiBneHve Hanbornee 3Ha4YNMbIX KpUTEPUEB CUCTEMATM3aLNM MHdopMaLuM AN co3aaHus 6as
JaHHbIX

dopmmpoBaHme 1 UCnorb3oBaHve 6a3 AaHHbIX B OpraHu3aumm
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Heobxogumeie OcyuwecTtBnATb cb0p, 06paboTKy 1 aHanmn3 nHopMaLum B COOTBETCTBMMN C TpeboBaHUSIMU
yMeHus KpaTKOCTM, YETKOCTU (POPMYNMPOBOK, CBOEBPEMEHHOCTU NOCTYMIEHNS, TOYHOCTU U
O0CTOBEPHOCTU, ONTUMarnbHOCTM CUcTeMaTusaLmm, HenpepbiBHOCTH cbopa 1 0bpaboTku
NHdopmMaLmm
OcyLwecTBNATb perMcTpauunio, HakonmeHe n nepegavy, CUCTeEMaTU3MpoBaHHOE XpaHeHVe v
Bblgavy vHdopmauum B Tpebyemort dropme
CocTtaBnsiTb 1 0popMNsATb CBOAHbIE, OTYETHbIE, CTATUCTMYECKNE JOKYMEHTbI
OcyuwectBnaTb 06paboTKy 1 CTPYKTYpurpoBaHmne nHdgopmarmm, obpasys nHGPOpMaLNOHHbIE
pecypchbl
BBoauTb HOBbIE JaHHbIE B CMPaABOYHO-MH(OPMALMOHHBLIE CUCTEMBI
BBoauTb B NamsiTb KOMMbIOTEPA ASIEKTPOHHbIE 0Bpa3sbl JOKYMEHTOB
[MpYMEHATb HaBbIKM CKOPOCTHOMO NMCbMa
[MpMMeHATH HaBbIKM 3anMCK U pacLLNGPOBKN TEKCTA
Vicnonb3oBaTb COBpPEMEHHbIE TEXHNYECKME CpeacTBa B 06racTy CKOPOCTHOMO NMCbMa
Mpon3BogmMTb NOUCK MHGpOPMaLIUMK B CyLLECTBYOLWMX 6adax faHHbIX, BECTU MHGOPMALMOHHO-
CnpaBoYHyt0 paboTy Ha OCHOBE PasfMYHbIX KOMOUHALIMIA MONCKOBbLIX MPU3HAKOB
MpnMeHsTb MHOPMALIMOHHO-KOMMY HVUKALMOHHbBIE TEXHOMOMMM
Heobxogumble OcobeHHOCTY hOPMUPOBAHUSA BHELLHMX U BHY TPEHHMUX MHGPOPMALIMOHHBIX MOTOKOB
3HaHWA CocTtaB BHeLIHUX MHGOPMALMOHHBIX MOTOKOB
CocTtaB BHYTPEHHUX NHCPOPMALMOHHBIX MOTOKOB
CTpykTypa opraHusauum u nopsiaok B3aMMoAeNncTBMSA NoapasaeneHnin u cnyxo
OcobeHHocTH dhopMnpoBaHust 6a3 faHHbIX B OpraHn3aLmnm
CoBpeMeHHble HayYHble METOAbI M TEXHUYECKME CPEeaCcTBa, cnocobcTaytoLme coopy, obpaboTke,
COXpaHEeHUIo 1 nepegayve NHGOpPMaLMOHHBIX MOTOKOB
MeToabl 06paboTkv uHopMaLmMn C NPUMEHEHUEM COBPEMEHHbIX TEXHUYECKMX CPeACTB
KOMMYHUKaLUA 1 CBA3W, BbIYUCIIUTENBHON TEXHUKN
CuncTembl CKOPOCTHOrO NUCbMa
OcHoBbI NporpaMmHoro obecneveHus n ocprcHoro obopyaoBaHns B 06nacTy CKOPOCTHOTO NCbMa
TpeboBaHusa oxpaHbl Tpyaa
Apyrve -
XapaKTepuUCTMKU
3.3.14. TpynoBas pyHKUUA
HaumeHoBaHve | OpraHusauus nHdgopmaumoHHoro B3auvonericteusa| Koa C/14.6 YpoBeHb 6
pyKoBOAUTENS C NoapasgaerneHnsMmn 1 (nogypoBeHb)
AOMKHOCTHBIMM NULL@MKN opraHu3aLmm KBanudmkaumm
MpoucxoxaeHve OpvruHan X  |3aumcTBOBaHO M3
Tpy£oBoOn pyHKUMM opuvrvHana
Kog opurnHana  PeructpauuoHHbIn HoMep
npodeccrnoHanbHOro
cTaHgaprta

Tpyaosble
nencTeus

WudopmmpoBaHue paboTHUKOB OpraHM3aunm O peLleHnsax pyKOBOANUTENS

OpraHusauust obMeHa uHdopmMaumern mexay nogpasgeneHsMA U AoMKHOCTHBIMM NiuLamm
opraHvsauum

OnoBelleHne paGoOTHKOB O NPeACTOSLLIMX MEPONPUATUAX

OpraHusauus BCTpeY Tpy40BOro KonmnekTuea ¢ pykoBOACTBOM

WHcbopmmpoBaHme pykoBoaunTensi 06 obpalleHnsx CoTpyaHUKOB MO pabovmm v fMYHBbIM
BOMpocam

Heobxoanmblie

Mcnonb3oBaTb COBpEMEHHLIE TEXHOMNOMM cbopa 1 nepegayun Hdopmaumnm
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yMeHUsi

OcyuecTtBnaTb cbop 1 nepepaboTky MHdopMaL M, HeOGXOAMMON AN AeATENbHOCTH
pykoBoauTens

OcyLLecTBNATb CUCTEMATM3ALMIO NMONyYaeMblX U NepeaaBaeMbiX aHHbIX

OcyLecTBNATb NPOBEPKY AOCTOBEPHOCTU, MOSHOTLI M HEMPOTMBOPEYMBOCTM AaHHbIX,
UCKIIoYeHMe ayonupoBaHus nHdopmMauumn

rlpe,D,CTaBJ'IFlTb AaHHble B €JUHOM U y.EI,OGHOM Ond BOCNpUATUA qaopmaTe

MHOFOKpaTHO ncnornb3oBaTb NMONMy4YeHHyo Mchopmau,wo, NOCTOSIHHO OOHOBNSATh AaHHble

ObecneymBatb onepaTtnBHOCTb I/IHqI)OpMaLI,I/IOHHbIX NOTOKOB

PaboTaTb C KOMMbIOTEPOM, MCMOMb30BaTb OMCHbIN NakeT (TEKCTOBbIV peaakTop, Tabnuubl)

Heobxoaunmble 3HaHWS

HopMaTuBHbIe NpaBoBble akTbl, HOPMaTUBHO-METOANYECKNE [IOKYMEHTbI, FOCY1apCTBEHHbIE
cTaHgapTbl B cdhepe OeATenbHOCTM opraHusaumm

CTpyKTypa opraH13aLum, pykoBOACTBO CTPYKTYPHbIX NOApa3aeneHuid, HanpaBneHus
AesATenbHOCTU opraHu3aL i U KOMMNETEHLUM CTPYKTYPHbIX NoapasaeneHuii U 4OMKHOCTHBIX ML

Knaccudukauns ynpaBneH4eckon nHgopmauum, Buabl ynpasneH4eckon nHgopmamm

dopmbl NpeacTaBneHnst ynpasneHYeckoi HgopmaLmm

NcTouHMKKM ynpaBneHyeckon nHgopmaLmm

MeToauka oTbopa MCTOYHMKOB UHdopMaLLMu

TpeGoBaHus, NpeabABNsSeMble K ynpaBrieHYeckol nHdopMaLum

TpeboBaHus oxpaHbl Tpyaa

Apyrve -
XapaKTepUCTMKM
3.4. O606wWeHHas TpyaoBas pyHKUUs

HavmeHoBaHne | MIHdbopMaL MOHHO-aHanUTU4Yeckas 1 opraHM3aLnoHHo- Ko D YpoBeHb 6
agMVHVCTpaTMBHas Nogaepxka AesTenbHOCTH KBanvdukalmm
pyKOBOAUTENS OpraHM3aLmm

MpoucxoxaeHve OpvruHan X  |3aumcTBOBaHO M3

0000LLEeHHOM opvrmHana

Tpy£oBon hyHKUMM Kopg opurnHana  PerucTpauunoHHbIn HoMep

npodeccrnoHanbHOro
cTaHgaprta

Bo3moxHble HaumeHoBaHusA | MoMOLLHUK pykoBOAUTENS
OOMKHOCTEN, npodeccuit

TpeboBaHus K
obpasoBaHMto K
0By4eHnto

Beicluee obpa3soBaHue - Gakanaspuar

unm

Bricluee obpa3soBaHue (HenpodmnbHoe) - bakanaspuaT 1 AONONHUTENBHOE
npodeccuoHanbHoe obpasoBaHMe No AONONHUTENbHBIM NPOGECCUOHANbHBIM
nporpaMmMamM npodecCuoHarnbHOM NepenoaroToBKU Mo NPOcUNo AeATENbHOCTH

TpeboBaHus K OnbITY

NpaKTU4ecKkon paboTbl

He meHee Tpex net no opraHnM3aumMoHHOMY, OOKYMEHTAUNOHHOMY U VIH(*)OpMaLI,I/IOHHOMy
obecrnevyeHno AesaTenbHOCTH pykoBoauTena opraHnsauunn

pabote

Ocobble ycrnoums gonycka K

[pyrve xapakrepucTuku

ﬂOI’IOﬂHI/ITeI'I bHbl€ XapaKTepUCcTnkn

HavmeHoBaHve JoKymeHTa Kon HanmeHoBaHve 6a30BoN rpynnbl, JOMKHOCTY (Npodeccun) mnu

cneynanbHOCTU
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OK3 3343 AOMWUHUCTPATUBHBIN N UHOW UCTIONHUTENbHbIN
CpeaHeTEXHNYECKUIA NepcoHan
EKC - CexpeTapb pykoBoautens
oKnaTP 26341 CexpeTapb pykoBogutens
OKCO 7.46.03.02 [lokymMeHTOBeOEHME N apXMBOBEAEHNE
3.4.1. TpynoBble hyHKLUMN
HavmeHoBaHne | ®opmMupoBaHMe MHPOPMALIMOHHOMO Kog D/01.6 YpoBeHb 6
B3aUMOAENCTBUA PYKOBOAUTENS C OpraHn3aumnsmm (nooypoBeHb)
kBanudukaLmm
MpouncxoxaeHve OpuirvHan X | 3anmcTBOBaHO M3
TPYAOBOWN (PyHKLMM opurHana
Kog opurmHana  PerncTtpaumnoHHbI HoMep
npodeccroHansHoro
cTaHgaprta

TpyooBble 4eNCTBUSA

OT60p UCTOYHMKOB MHGOPMALIM B COOTBETCTBMM C 3aaHHbIMU KpUTEPUSIMM

O6paboTka 1 UHTepnpeTaums MHgopMaLMM AN NOArOTOBKM NPOEKTOB PELLIEHNI

MogroTtoBka 3arnpocoB No NopyyYeHno pykosoauTend Ha nornyyeHne JOKyMeHTOB U VIH(t)OpMaLI,VIM
B OopraHax FOCy,D,apCTBeHHOVI BNacTu 1 ynpasneHud, 06LLEeCTBEHHbIX opraHm3auunax n nonyvyeHue
COOTBETCTBYHOLLNX MH(bOpMaLMVI 1 OOKYyMEHTOB

WNHdopmmMpoBaH1e pykoBOAMTENS O pedyrbTaTax pacCMOTPEHMS 3aMpoCcoB 1 obpalleHuit

OpraHusauus peLleHnsi BonpocoB, He Tpe6yrou.|,v1x HenocpeacTBeHHOro y4actua pykosogutensa

MogroTtoBka mMatepumanos Osna yvacTtua pykoBoauTena B pa60Te pPa3nIMYHbIX CTPYKTYP B COCTaBe
rocygapcTBeHHbIX U MyHULIMNAnbHbIX OPraHoB, 06LLECTBEHHbIX opranaauvuZ

MoaroToBka AOKYMEHTOB AN 3aKN0YEHNs CornalleHunii 0 CoTpyAHUYECTBE C AeNoBbIMU
napTHepamm

WNHdopmmMpoBaH1e aenoBbIX NapTHEPOB 1 3aMHTEPECOBaHHbLIX OpraHM3aLuii O PeLLEHNaX
PYKOBOAMTENS B XO1€ BbINOMHEHWs CornalleHui

Heobxoanmblie
yMeHUs

AHanusMpoBaTb 1 0TOMPaTh UCTOYHMKM MHGOPMaLUMA B COOTBETCTBUMN C KPUTEPMSIMUA MOJTHOTHI,
[OCTOBEPHOCTU, CBOEBPEMEHHOCTM NPeaoCcTaBreHns MHgopmaumm

CobupaTtb, obpabaTtbiBaTb U aHann3npoBaTb MHAOPMaLIMIO B COOTBETCTBUM C 3adaHHbIMU
TpeboBaHUsIMK

I'Iepep,aBaTb MH(bopmau,mo B cuctemMatmsnposaHHOM Bmae

OGpabaTbiBaTb U CTPYKTYpUpPOBaTh MHGOPMaLMO, 06pa3ys MHOpPMaLMOHHbIE PeECYpChl

Mpon3BoanTb NOUCK MHAOPMALIMK B CYLLLECTBYHOLLIMX 6a3aX AaHHbIX, BECTU MHOPMALIMOHHO-
CMpaBOYHYt0 paboTy Ha OCHOBE PasfUYHbLIX KOMOMHALIMIA NOUCKOBbLIX NPU3HAKOB

ObecneyvmBaTtb MHGOPMALMOHHYO 6e30NacHOCTb OpraHnsauum

PaboTtaTtb ¢ KOMMLIOTEPOM, UCNONBb30BaTb OPUCHBLIN NAKET (TEKCTOBLIV peaakTop, Tabnuubl)

Heobxoanmblie
3HaHuS

BHyTpeHHFIF! N BHELLHAA NONMUTUKA opraHn3auunm

anIHLI,VII'IbI npeacTtaBnTeNbCTBa B roCcyaapCTBEHHbIX OpraHax, opraHax MeCTHOro
camMoynpasiieHnd, CTOPOHHUX OpraHn3aumnax n nopAanok B3aUMOOENCTBUSA C HUMMU

anIHLI.VIFIbI n MetToabl aaMUHUCTPUPOBaAHUA

OcobeHHoCTH q)OpMI/IDOBaHI/IFl BHELLHNX N BHYTPEHHUX MH(bOpMaHMOHHbIX NOTOKOB

CTpyKTypa opraHvsaLum 1 Nopsaok B3auMoaencTeua noapasaeneHmin u cnyxo

MpaBuna hopMUpPOBaHUS U UCTMONb30BaHUA 6a3 JaHHbIX

CoBpemeHHble HayYHble METOAObI U TEXHWYECKME CPeaCcTBa, cnocobcTeytowue cbopy,
06paboTke, CoOXpaHeHUIO 1 Nepeaade uHdopmaumm

MpaBvna 3awmTbl KOHUAEHUMANBHOM Cry>KebHOM HGOopMaLLmMm

CoBpemMeHHble MHGOPMaLMOHHbIE TEXHOMNOMNN

MC «TexakcnepT: 6 nokoneHve» VHTpaHeT




06 yBepXKAEHWM NPOdheccUoHarbLHOM CTaiaapTa "CneumanicT No opraH3aUvoHHOMY U JOKYMEHTaLMOHHOMY 06ecrieqeHUIo YripaBneHust Cipanuua 25

opraHusaupen”
lNpuka3 Munmpyda Poccuu om 15.06.2020 N 3331
Opyrve -
XapaKTepuUCTUKN
3.4.2. TpypnoBasa pyHKLuUA
HanmeHoBaHne | AHanus uHdopmaumm 1 NoAroToBKa Ko D/02.6 YpoBeHb 6
MHPOPMAaLIMOHHO-aHANUTUYECKNX (nogypoBeHb)
mMarTepuanos KBanudmkaumm
MpouncxoxaeHve OpuirvHan X | 3anmcTBOBaHO M3
TPYAOBOWN (PyHKLMM opurHana
Kog opurnHana  PerncTtpaumnoHHbIi Homep
npodecCUoHanbLHoro
CTaHgapTa
Tpyao.ble gencteust | Coop, nepepaboTka 1 aHanu3 MHdopMaunm AN pelleHns 3agad, NocTaBreHHbIX pyKOBOAUTENEM
MoaroToBKka MHCOPMALIMOHHO-aHANUTUYECKMX MaTepuarnos
Pa3paboTka TemMaTnyeckoro nnaHa o630pHOro JOKyMeHTa, Aoknaaa
Onpepenenwve kpyra dubnuorpacmyecknx MCTOYHMKOB
Mon6op NCTOYHMKOB U NUTepaTypbl NO Teme 063opa, AoKNana, aHanMTUYECKOW CnpaBKu
Hanvcanve n odopmneHne ob3opa, Aoknaga, aHanMTn4eckon cnpaBku
Heobxogumble PaspabaTbiBaTb TEMaTM4eckuin NraH 063opa, Aoknaaa, aHanUTUYECKON CNpaBKku
yMeHMs OO6ocHoBbIBaTh aKkTyarnbHOCTb NMPOGNeEMbI, KOTOPYO NPEACTOUT OCBETUTL B 00630pe, Aoknaae,
cnpaBke
Monb3oBaTbCca MHOPMaLIMOHHBLIMK pecypcamMm U cUcTeMaTu3npoBaTb MHpopMaLuio Mo
3a0aHHbIM KpUTEPUAM
UHTepnpeTupoBaTh NonyyYeHHble JaHHbIe U NPeacTaBnsaTb UX B CUCTEMATU3MPOBAHHOM Buae
Onpenensitb Kpyr UICTOMHMKOB W NUTEpaTypbl, HEOBXOOUMBIX 4115 NOArOTOBKM MHAOPMALMOHHO-
aHanUTU4EeCKUX MaTepuanos
Wanarate matepuan B NorM4eckon nocrnegoBaTeribHOCTH
Mpon3BoauTb aHanM3 1 OLEHKY M3ITOXEHHOIO MaTepvana
OcbopMnATb TEKCT B COOTBETCTBYIOLLEM CTUIE
PegaktnpoBatb TEKCT AOKYMEHTOB
dopmynMpoBaTh BbIBOAbI Y pEKOMEHOALNN
OcyLecTBNATL aBTOMaTM3auUuo npoueccoB cbopa, XpaHeHMs 1 Bbigauun nHdopmaumm
Monb3oBaTbCs YCTPONCTBAaMN aBTOMATU3NPOBAHHOM 06paboTKyN TEKCTOBOWM MHApopMaLun 1
¢OoTOHabOPHBIMKU YCTPONCTBaMMU
MPUMEHATD BbIYUCIUTENBbHYHO TEXHUKY N MHCPOPMALIMOHHBLIE TEXHONOMMN A5151 SKOHOMUYHOM U
paLMoHarbHOM opraHM3aunmM MHPOPMaLMOHHBIX MPOLECCOB, MOBbLILLEHUS UX TMOKOCTY U
ANHAMWYHOCTH
MpoBOaAWTbL pegakTMpoBaHMe TEKCTA, aHanm3 U OLEHKY BbIBOAOB U pekoMeHaaumn
MPUMEHATH OCHOBLI NCUXONOTNM AENOBOro obLweHnst
Heobxogumele HopmaTuvBHbIe NpaBoBble akTbl, HOPMATUBHO-METOAMNYECKME JOKYMEHTbI, FOCY4apCTBEHHbIE
3HaHuA CTaHgapThl B cchepe OeATeNnbHOCTU opraHn3aLumm
CTpyKTypa opraHu3auum, pyKoBOACTBO CTPYKTYPHbIX MOAPa3aeneHnii, HanpaeneHms
AEeATEeNbHOCTM OpraHM3auum 1 KOMNETEHLMM CTPYKTYPHbIX NoApa3aeneHnn n AOmMKHOCTHbIX NnL,
Knaccudukauns ynpasneH4yeckon nHcpopmauum, Buabl ynpasneH4eckon nHdopmawm
Ddopmbl NpefcTaBneHns ynpaBneH4Yeckon nHopmMamm
NcTouHukmn ynpasneHyeckon nHgopmann, MeTogmka otbopa MCTOYHMKOB MHAGOpMaLum
TpeboBaHus, NpeabsABnsSeMble K yNpaBreH4YecKkon nHopmauum
OcobeHHocTU pedepupoBaHns MHpopmaumm, crneumdmrka 0POpPMITEHNS] N COCTaBIEHUS
aHHOTauwui, pecepaToB, 0630poOB, 4OKNaA0B
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OcHoBbI HanucaHus peqe|7| M OOKIMaaoB pykoBoguTena

Karteropuu cniywatenen (Yitatenen), Ha KoTopbix OyaeT paccunTaH gaHHbli 0030p, Joknaa

MeTogabl 06paboTku MHpOPMaLIMKM C MPUMEHEHNEM COBPEMEHHBIX TEXHUYECKMX CPEACTR
KOMMY HVKaLIMIA 1 CBSI3W, BbIYUCTIUTENBHON TEXHUKA

CTpyKTypa MHOPMaLMOHHbIX U34aHWIA B 3aBUCUMOCTM OT Xapakrepa MHdopmMaL M 1 LLeNneBoro
Ha3Ha4YeHus1 MHPOPMALIMOHHBIX N3aaHNIA

CoBpemeHHble cpeacTBa cbopa, 0b6paboTku, cuctemaTusauum nHdopmMauum

UcTouHMkM nHdpopmauum: katanorn bubnmoTek, KypHanos, NOUCKOBbIE CUCTEMBI
NHAOPMALMOHHO-TENEKOMMY HUKALLMOHHOM ceTu "VIHTepHeT", anekTpoHHble 6a3bl AaHHbIX

dyHKUMOHaNbHOE HasHaYeHne o63opa (Grubnmorpadmyeckoro, pedepaTMBHOrO, aHanNMUTUYECKOro)
Kak cpeacTBa OpueHTaumm YuTaTens B JOKYyMEHTaNbHOM U MHAOPMAaLIOHHOM NOTOKe

OcobeHHOCTY 0BLLeHaYyYHOM 1 NparMaTu4eckon yHKLM 0630poB

MpaBuna paboTbl C BHELLHUMW HOCUTENAMN MHdOPMaLU

MoHsTMEe 1 cneundmka Grubnuorpadmyeckoro, pedepaTMBHOIO N aHaNUTUYECKOro
VMHGOPMAaLMOHHOMO MU34aHus

CﬂpaBO‘-IHbIe npaBoBbl€ CUCTEMbI

Apyrve -
XapaKTepUCTMKM
3.4.3. TpynoBas pyHKUUsA
HanwveHoBaHue OpraHusaunsi 4enoBbIX KOHTAKTOB U Kon D/03.6 YpoBeHb 6
NPOTOKOSbHbIX MEPONPUATUN (noaypoBeHb)
KBanudumkawum
lMpovcxoxaeHue OpuruHan X  |3aumcTBOBaHO M3
TPy£oBON (PyHKUMM opuryHana
Kog opurnHana  PerncTpaumnoHHbI Homep
npodpeccroHansHoro
cTaHgapTa
Tpyoosble OpraHusaumsa n nnaHMpoBaHue 4enoBbIX KOHTAKTOB, BCTPEY M NOe3oK pyKOBOAMTENS
OencTeus OpraHusauunsa 3acefaHuyn, COBELLaHNn U MepONPUSATUIA, NPOBOAUMBIX PyKOBOAUTENEM
MoaroTtoBka maTtepyanos ANs CoBeLLaHui, BeaeHve 1 ohopMIieHre NPOTOKOMNOB
MoaroToBka Npe3eHTaL Wi NO yKa3aHWo pyKOBOAMTENS
MoarotoBka 1 NpoBeaeHVe NpPecc-KoHMEPEHL A pyKOBOAMTENS
OpraHusauuna neperoBopos, obecnevyeHre y4acTHUKOB MHGPOPMALMOHHBIMW MaTepuanamu,
BeOEeHWe 3anucer NeperoBopoB
Heobxoanmblie CocTaBnaTb nnaH noe3nku pykosogutens
yMeHus OdbopmMnaTb AOKYMEHTLI, HE0OX0ANMbIE OIS AEMNOBON NOE34KNA, KOMaHAMPOBKN PYKOBOAUTENS
CocTtaBnsitb 1 0hopMNsiTb NPOTOKOSbI COBELL@HWIA, 3acefaHuii U KOHEPEHTHBLIX MEPONPUSTUNA,
FOTOBUTb CMUCOK Y4ACTHUKOB, MOBECTKY OHS, SBOYHbIE NTUCTbI U MPOEKTbI UTOTOBbIX [JOKYMEHTOB
CocTtaBnsTb Npecc-penusbl
BecTn neperoBopbl ¢ NapTHepamm
PaboTaTb B pexvme MHOro3aga4yHocTy
Pabotatb ¢ 6onbLinm o6bemom nHdopmaLum
CospgaBaTtb 1 NogaepKunBaTh NONOXUTENbHBIV UMUK OpraHu3aLmmn 1 pyKoBOAMTENS
Vcnonb3oBaTh BbIYUCIIUTENBHY TEXHWUKY U MHEPOPMAaLNOHHO-KOMMYHUKALMOHHBIE TEXHOMNOMM
ans 6onee 3KOHOMWYHOW M paLMOHanbHOM opraHM3aum MHGPOPMaLIMOHHbLIX NPOLLECCOB,
MOBBbILLEHMS UX TMBKOCTW 1 AUHAMUYHOCTU
Ob6ecneymBaTtb MHGOPMALMOHHYO 6e30MacHOCTbL OpraHn3auum
Heobxogumble HopmaTtyBHbIe NpaBoBbIE aKTbl, HOPMAaTUBHO-METOAMNYECKNE AOKYMEHTbI, FOCYAapCTBEHHbIE
3HaHUs cTaHOapThl B cdepe AeATENbHOCTM OpraHn3aLunm
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CTpyKTypa opraHv3auum, pyKkoBOASLLMIA COCTaB OpraHu3aL My 1 NogpasaeneHuii, HanpasBneHus
OesATeNnbHOCTU OpraHM3aLMy U KOMMNETEHLUM CTPYKTYPHbIX NoApa3aeneHuii U 4OMKHOCTHBIX NN

Mcuxonorunst oenoBoro obLeHNs1, OCHOBbI KOHq)J'II/IKTOJ'IOFI/II/I

I'Ipanma npoeseneHnda OenoBbiX NeperoBopoB U NMPOTOKOJ1bHbIX MepOI'IpVIHTVIIZ

OTUKET M OCHOBbLI MEXAYHapO4HOro npokorna

I'Ipanma COCTaBIeHna n Od)OpMﬂeHI/IFl OOKyMeHTOB

MpaBuna 3awmTbl KOHGMAEHLMaNbHON CryebHol nHgopmaLmm

|/|H(bOpMaLI.I/IOHHO-KOMMyHI/IKaLlI/IOHHbIe TexHonormm

Opyrve
XapaKTepUCTUKN

3.4.4. TpypnoBasa pyHKLuMA

HanmeHoBaHne | OpraHvaaumst MCMOMHEHUS PeLLeHU Koa D/04.6 YpoBeHb 6
pykoBoauTens (nogypoBeHb)
KBanudukauum
OpurvHan X | 3ammcTBOBaHO 13

MpoucxoxaeHue
TPy£oBoOn chyHKUMM

opurmHana

Kog opurnHana  PervcTpaumnoHHbI HoMep

npocpeccrnoHansHoOro
CTaHgapTta
Tpyaosble gencteus | [JokymeHTansHoe 0hOpMIIEHNE PELLEHWI PYKOBOAUTENS, JOBEAEHNE OO CBEAEHMS paboTHUKOB
opraHM3auum YCTHbIX pacnopsXeHu pykosoautensi
KoopaumHaumsa oesatensHOCTH MO UCMOMHEHMIO peLLEeHNA pyKOBOANUTENS
KOHTponb MCNOMHEHNS peLleHnii pykoBoauTenst
MoaroToBKka OTYETOB O BLIMNOMHEHUM NOPYYEHWUIA U PELLEHUA pyKOBOOUTENS
Heobxogumble CocTaBnaTb 1 0hopMnsATb JOKYMEHTbI, cofepXallmne NopyvyeHns U pacnopsbkeHns pyKoBoauTens
yMeHMs
BecTu yyeT nopyyeHun pykoBoguTens, TpebyroLwmx KOHTPOSS MO CYLLECTBY peLLeHMs Bonpoca
MpyHMMaTh pelleHnst B npouecce paboThbl
Mpon3BoauTb aHanM3 UCMOSTHUTENLCKOW ANCLUMIMHBI
CocTaBnaTb aHanUTUYECKME OTYETHI M CIpaBKy MO pe3ynbTaTam UCMNOMHEHWS NMOPYYEHUA U
pacnopshXeHW pyKoBoauTerns
Monb3oBaTbCA CUCTEMaMU 3MEKTPOHHOrO 4OKyMeHToobopoTa
MPUMEHATb BLIYUCIUTENBbHYHO TEXHUKY U MHPOPMAaLMOHHO-KOMMY HUKALIMOHHbIE TEXHONOMMN A1S
9KOHOMUYHOW 1 paLMOHarbHOM opraHm3aunm MHPOPMaLMOHHBIX NMPOLECCOB, NOBbLILLEHUS X
rMOKOCTUN 1 AMHAMWUYHOCTU
ObecneumBaTtb 6€30MaCHOCTb AEATENBHOCTU OpraHM3aumm
Heobxogumele HopmaTuvBHble NpaBoBble akTbl, HOPMATUBHO-METOAMNYECKME JOKYMEHTbI, FOCY4apCTBEHHbIE
3HaHuS CTaHgapThl B cchepe OeATenbHOCTU opraHu3aLmm
CTpyKTypa opraHu3auum, pyKoBOACTBO CTPYKTYPHbIX MOAPa3aerneHnii, HanpaeneHms
AEeATEeNbHOCTM OpraHM3auum 1 KOMNETEHLMM CTPYKTYPHBIX NoApa3aenieHMn 1 AOMKHOCTHbIX NnL,
MpaBvna npoBeaeHUst KOHTPOSE UCMONMHEHUST NOPYYEHNI Py KOBOAUTENS
TexHOnoOrnst BEAEHUs1 KOHTPONS MCMONTHEHUST NOPYYEHUI Py KOBOAUTENS
CuncTeMbl aNEKTPOHHOIO 40Ky MeHTO0bopoTa, 6asbl 4aHHbIX
TpeboBaHusa oxpaHbl Tpyaa
Opyrve -
XapaKTepUCTUKN
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IV. CBegeHusa 06 opraHmsaumax - paspabotumkax npoceccmoHanbLHOro ctaHgapTta

4.1. OTBeTCTBEHHas opraHusauusi-paspabdboTumk

HIN "HauunoHanbHasa accouunaumnsa oncHbIX CNeLnanncToB U agMMHUCTPaTUBHBIX paboTHMKOB", ropoa Mocksbl

[vpekTop XntocHea Jllogmuna lNeTpoBHa

4.2. HanmeHoBaHMA opraHn3saLmn-paspadboTInKoB

00O "LeHTp akcnepTtusbl n ceptudmkaunm”, ropog Mocksa

®Ir'BQY BO "Poccuinckuin rocy4apcTBEHHbIV I'yMaHUTapHbIA yHuBepcuTeT", ropoa Mocksa

®Irelroy "Konnemx ML, Poccun”, ropog Mocksa

ArIOWIN|=~

MAO "MockoBckass 00beaMHEHHas aHepreTuyeckasi komnaHus'", ropog Mockea

OnNEeKTPOHHBIN TEKCT JOKYMEHTA
nogrotosneH AO "Kogekc" n ceepeH no:
OdomumanbHbI MHTEPHET-MopTan
npaBoBO MHopMaLM
www.pravo.gov.ru, 16.07.2020,

N 0001202007160002
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