YTBEPXIEH
TprKa3oM MUHUCTEpPCTBa
TPY/a U COLMA/IbHOU 3alUThI
Poccurickon ®@efepaiyuu
ot 15 urons 2020 Ne 333H

[TPO®ECCUOHAJIBHBIM CTAHIIAPT

CrnenuajuCT M0 OPraHU3alMOHHOMY U AOKYMEeHTAal[MOHHOMY 00ecrmedeHUI0
ynpaBJ/ieHUsl OpraHu3anues
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I. O01Me cBejeHUA

OpraHu3al[MOHHOE U IOKyMEHTALIMOHHOe 00ecrieueHre yrpaB/ieHHsl OpraHu3arusiMu 07.002
JOOBIX OpPraHu3alMOHHO-TIPABOBLIX (hOpM
(HaMeHOBaHHe BUZa IPO(eCCHOHATBEHOM JesATeTbHOCTH) Kog,

OcHoBHas 11e/1b BU/ja TTpo(ecCoHaIbHOM esiTe/IbHOCTH:

Peanm3auus obecneurBaroux GyHKUWH yrpaB/ieHUs OpraHu3aljieli; BHeJpeHNe JTyUllinX TeXHUIeCKUX
pa3pabOTOK 1 HOBEMIIIUX TEXHOJIOTHH B oOecrieueHre yripaB/ieHusl OpraHu3ayeit

['pynmna 3aHATHII:

3343 AJJMUHUCTpPATUBHBINA U UHOM 4120 Cexkpetapu (061jero mpoduisi)
VICIIOJIHUTE/IbHBIN CpeiHeTeXHUUeCKUN
TepcoHanl
4226 Cnyxailie B IpueMHoH (00111ero - -
ripocuis)
(xop OK3) (HavMeHOBaHUe) (xop OK3) (HavMeHOBaHUe)

OTHeceHMe K BHUIaM SKOHOMUUYECKOM AedaTe/JIbHOCTHU!

\82.11 \,Z[eﬂTem)HOCTb aZIMUHHUCTPATUBHO-X03MCTBEHHAsI KOMIUIEKCHas 110 o0ecrieueHnto paboThl




OpraHu3saluu

82.30 JedaTenbHOCTb 1O OpraHu3alii KOH(GepeHMI 1 BbICTaBOK

(kom OKB2M) (HaMeHOBaHUe BUJa SKOHOMUUECKOU /1eATeTbHOCTH)




II. Onucanue TPyAOBBIX (DYHKIHI, BXOAAIINX B MPo¢eccHoHAMbHBIN cTaHAApT (PyHKIHOHA/IbHAsA KapTa BHAA
npodeccCHoOHATBHOM IeATe/TbHOCTH)

O600111eHHBIe TPYA0BbIe HYHKLIUN TpyzoBble QYHKIMU
yYPOBEHb
Ko yPOBEHb (moxypoBeHb
HauMeHOBaHUe KBa/M(uUKalj HauMeHOBaHHe KOZ )
A 14151 KBa/M(uKaLll
15151
A |OpraHu3anuoHHoe obecrieueHue 3 [Tpuem u pacripesienieHre Tee(OHHBIX 3BOHKOB OpraHU3alju1 A/01.3 3
JlesATeJIbBHOCTU OpraHu3aLiu Opranu3auysi paboThI € TIOCETUTEJISIMH OPTaHU3aLIN A/02.3 3
BrirosiHeHHe KOOPJUHUPYIOIMX ¥ 00ecrieurBaroIux QyHKIHHA A/03.3 3
B | [JokymMmeHTalLMOHHOe 0becrieueHue 5 Opranu3anusi paboThl C JOKyMeHTaMu B/01.5 5
JlesATe/IbHOCTU OpraHu3aLyu OpraHu3anus TeKyLero xpaHeHust JOKyMeHTOB B/02.5 5
Opranu3aiusi 00paboTKY f1e/ JJis TIOCe[YIOL[ero XpaHeHH!sI B/03.5 5
C |OpranusaniioHHoe, 6 Oka3zaHue TTOMOIIY PYKOBOZMTE/TIO B IJIAHUPOBAaHUM pabouero C/01.6 6
JIOKyMEeHTaL[MOHHOe U BpeMeHH!
nHpopMaloHHOe obecrieueHre [TnanupoBaHue pabouero JHs ceKpeTaps C/02.6 6
JleITeJIbHOCTU PYKOBOJHUTEJISA Opranu3zaijusi Tene)OHHBIX TI€PErOBOPOB PYKOBOAUTE/IS C/03.6 6
OpraHu3alni Opranusanusi KOMaHJAUPOBOK PYKOBOJAUTE/IS C/04.6 6
Opranu3anysi paboThI € TIOCeTUTEJISIMH B TIPUEMHON PYKOBOJUTEJIS C/05.6 6
Opranu3auysi Moir0TOBKY, MTPOBe/ieHNsT U 00C/TyKUBaHHS C/06.6 6
KOH(pepeHTHBbIX MepOIpUITUI
Opranusarys UCTIO/IHeHNs pellleHn!, OCy1lleCTBIeHre KOHTPOJIS C/07.6 6
VICTIOJTHEHUSI TIOPYUYEeHU PYKOBOJUTEJIS
OpraHu3anus ¥ rnojzep>kaHue QyHKI[MOHATLHOTO pabouero C/08.6 6
TIPOCTPAHCTBa MPHUEMHOM U KabrHeTa pyKOBOAUTEJISI
Pa3paboTka /I0Ka/IbHbIX HOPMaTUBHBIX aKTOB, PerJIaMeHTHUPYHOLUX C/09.6 6
paboTy cekpeTtaps
CocrassieHre u oopmsieHHe YIIpaB/ieHYeCcKoi JOKYMeHTal[u1 C/10.6 6
Opranu3sanusi paboThl C JOKYMeHTaMHu B IIPUEMHOM PYKOBOUTEJIS C/11.6 6
OpraHusanusi XxpaHeH!s! J0OKyMEeHTOB B TIPUEMHOM PYKOBOWUTEIS C/12.6 6




ObecnieueHrie pyKoBouTe 51 UHGOpMaryei C/13.6
Opranusaiusi ”HGOPMaI[MOHHOTO B3aUMO/IeNCTBYSI PYKOBOZUTEJIS C C/14.6
No/ipasZiesIeHUsIMU M I0JDKHOCTHBIMM JIML[aMH OpraHv3alyy
WHdopmaliioHHO-aHanuTuuecKas u dopmrpoBaHie HHPOPMALIMOHHOTO B3aUMO/IeHCTBUS PYKOBOJUTEJIS C D/01.6
OpraHM3alOHHO-aJMUHUCTPaTUBHAS OpraHu3aLysIMu
NoAiep>KKa JesiTe/lbHOCTH Amnanu3 uHdopMaluM U MOATroTOBKa UH(POPMALIMOHHO-aHaTUTUUe CKUX D/02.6
PYKOBOZUTE/ISI OpraHr3aLyn MaTepuasoB
OpraHu3zaljusi e/10BbIX KOHTAaKTOB 1 TTPOTOKOIbHBIX MePOTPUSTUN D/03.6
Opranu3aius UCHOTHeHNs pellleHni PYKOBOAUTe s D/04.6




IT1. XapakTepucTHKa 00001[€eHHBIX TPYAOBBIX (QyHKIHIA

3.1. O6001eHHas TpyaoBasa GpyHkiusa «OpraHu3auoHHoe ofecrieueHe JeATeTbHOCTH OPraHu3aIuu»

OpraHu3aioHHOe obecrieyeHue YpoBeHb
HaumMeHoBaHMe p 1 Kop, A P 3

JlesiTeTbHOCTU OpraHu3aLyn KBaTMUKALIH
IIpoucxoskaeHre 006001[eHHOM 3aMMCTBOBAHO U3

P u)K’q B OpuruHan X 447
TPYJOBOH OyHKLIM OpUTHHama
Kon PerucrpaliioHHBI HOMep
OpUT'MHa npogeccroHaIbHOro
a CTaHJapTa

Bo03MO)KHBIE HAUMEHOBAHMUSI
JO/DKHOCTeH, rpodeccuit

CekpeTapb-a[MUHUCTPaTOP

TpeboBaHMs K 00pa30BaHUIO
1 00yueHHIo

CpenHee o0611jee oOpa3oBaHue

[TpodeccronanbHOE 00yUeHue - TPOrpaMMbI MPoheCcCHOHATBLHOM TIOATOTOBKU
T0 JAO/DKHOCTSM CJIy>KallUX, TPOrPaMMbI ITePeroAroTOBKU CTy>KalllKX,
TpOrpaMMbI MOBBIIIEHNUST KBaTM(UKALW Cy KalKX

TpeboBaHus K OMBITY
TIPAKTHUeCKOI paboThI

Oco0bble yc/ioBUs JOTTyCKa K
pabore

[pyrue xapakTepucTUK1

JlonoiHUTeNbHbIE XapaKTepUCTUKU

HauMeHoBaH e J0KyMeHTa Koz HaumeHoBaHre 6a30BOi TPYIINbI, JO/HKHOCTH (TTpOodeccri)
WY CreLaJbHOCTH
OK3 4226 Cnyaiie B mprueMHoM (0611jero rpodusst)
OKIIOTP 26353 CekpeTapb-MalllMHUCTKA

3.1.1. TpypoBas ¢pyHKIusA

IIpueM u pacrpenesneHure Tene(OHHBIX YpoBeHb
HaumeHoBaHue p pacripex ¢ Kog A/01.3 P 3
3BOHKOB OpTraHU3aliu KBa/MUKALIH
[TpoucxosxeHre 06001IeHHOM 3aMMCTBOBAHO U3
P A . Opurusan X 447
TPYI0BOM (QYHKI[UH OpHIHHaa
Koz PerucrpalvioHHbIN HOMeEp
OpWTHMHa npogeccroHaNBEHOTO
a cTaHzapTa

TpyzoBbIe elCTBUS

[TepenaripaBieHye Tesie()OHHBIX 3BOHKOB PYKOBO/ICTBY U COTPY/IHUKAM
OpraHu3aluu

PEI‘I/ICTpaL[I/IH MOCTYIIaIOLMX TEJ'IE(l)OHHBIX 3BOHKOB

[MTonyuenre Heobxo MO MH(DOPMAIUK 1 TIepe/iada CAaHKI[MOHUPOBAHHOM
rH(opMaluu 110 TesieoHy

HeobOxopumbie ymeHust

HWcnosib30BaTh TeXHUYECKHe U TPOrpaMMHbIe Cpe/iCTBA [ijisl POBe/leHus
r0JIOCOBOM WK BU/Ie0-KOH(bepeHI-CBsI3U

Wcnonb3oBaTh CpeacTBa KOMMYHHKaHHOHHOﬁ OPrTeEXHUKH IJId T1I0JIYYEeHUS 1




riepeziauv UHGOpMaLUu

BecTu yueTHble pericTpaljioHHbIe (OPMbI, UCII0Ib30BaTh UX /IS
rHMOPMaIMOHHOMN paboThI

YcTaHaBIMBaTh KOHTAKT C COOeceTHUKOM, TIO//IeP>KUBATh U Pa3BUBATH JIeJIOBYIO
beceny B rporjecce TesiehOHHBIX TIEPETOBOPOB

CriakuBaTb KOHGIUKTHBIE U CJIO’KHBIE CUTYaLIMd MeX/TMYHOCTHOTO
B3aUMO/IeUCTBUS

CobmroiaTh CTy>KeOHBIN STUKET

Heobxogumble 3HaHUS

DyHKIMM, 33[jaul, CTPYKTypa OpraHu3aliyu, ee CBsi3u

[TpaBua B3auMO/IeHiCTBUS C TTapTHEPaMU, K/TMeHTaMU, CPeZiICTBaMU MacCOBOM
vH(opMaLuu

OTHKa JIeJI0BOTO 00IIeHHUs

IIpaBusa peueBOro sTUKeTa

TpeboBaHusi oxpaHbl Tpy/ja

[TpaBua 3auThl KOHGUAEHIMATBHON C/Ty>KeOHOM HHbOopMaLun

Oco0ble yc/ioBus OITyCKa K
pabore

Lpyrue xapakTepyuCTUKU

3.1.2. TpypoBasi pyHKIHA

HaumeHoBaHue

ITpoucxosxaeHue 06001eHHOM
TPYyZA0BOU (HyHKLIMU

Opranu3anusi paboThbl C TOCeTUTESIMU YposeHb
Koz A/02.3 3
OpraHv3alyu KBaM(UKALK
3auMCTBOBaHO U3
Opurubain X 447
OpUrMHana
Kog, PerucrpaljioHHbIN HOMep
OpHUrHHa rpogeccroHaIbHOTO
a CTaHzapTa

TpyzoBbIe eNCTBUSA

BcTpeua noceruteneil, moay4yeHre nepBUUYHON HHPOPMALIMK O TIOCETUTENSAX U
TOMOILb B OPraHu3aluy UX NpreMa pyKOBOZAUTeIeM U COTPYJHUKaMU

BeieHue )KypHasa 3anycy oceTuTesiei

Yuet nocetuTeseii u oopmIeHNe MPOIyCKOB

CopielicTBHe OMepaTHBHOMY PaCCMOTPEHHIO MPOCHO U TIPeJIoKeHUHA
ToceTUuTesen

ITpuem u nepefiaua JOKYMeHTOB IIOCETUTeNel PYKOBOJCTBY U COTPYJHUKaM
OpraHu3aluu

Opranusanys 1 OpOHHMPOBAHKE M1ePerOBOPHBIX KOMHAT

CepBrpoBKa uaiiHoro (kodeliHoro) crosa B oduce

[TpuroTroBeHre HaNUTKOB (Yaii, Koge, Npox/1auTe/IbHbIe HallUTKN)

Heob6xoivMble yMeHUst

O6LL[&1TBCH C IMoceTuTe/IIMHn

Vcrnosib30BaTh yCTaHOBI/IEHHBIe [TpaBUiIa U NPOLielypbl KOMMYHHKALIUA BHYTPU
OpraHu3saluu

Bectu yuyeTHble hOPMBI, UCTI0/IB30BATh UX 17151 PAOOTHI

C03AaBaTb T10JIOKUTETbHBIN UMUK OPTdHU3dlN

[TpyHMMaTh Mepbl MO pa3pelleHr0 KOHPIUKTHBIX CUTYyaLii

HDI/IMEHHTI) I/IH(bOpMa]_[I/IOHHO-KOMMYHI/IKEIL[I/IOHHLIE TeXHOJ/IOTU1

Ob6ecrneurBaTh KOHMOUEHI[UATLHOCTD UHPOPMALIUH

Heobxogumble 3HaHUs

[TpaBuia opraHu3anuy rnpuema rnoceTuresen




[TpaBwsia fiesioBOro OOIIeHNUsS

CTpyKTypa opraHu3saluu 1 pacrnpejenenyie QyHKLUNH MeX/y CTPYKTYDPHbIMU
1o/ipas/ie/ieHrsIMU 1 CleliuaTucTaMu

I[TpaBuia opraHu3saluu NpueMoB B oduce

[TpaBuia cepBUpPOBKH YaliHOTO (KOQelHOro) crona

HpaBHna MPpUTOTOBJ/IEHUA U ITOJAdUN I'OPAYUMX HAIIMTKOB U 3dKYCOK K HUM

OTHKa /Ie/I0BOr0 00IIeHHUs

IIpaBusia peueBOro 3THUKeTa

TpeboBaHusi oxpaHbl Tpy/ja

[TpaBwia 3amyThl KOHGHUAEHIMAMBHON CykKeOHOM nH(opMarmu

Oco0ble yc/1oBUS OITyCKa K
paboTe

[lpyrue xapakTepucTUKU

3.1.3. TpypoBas pyHKIUA

HaumeHoBaHue

[TpoucxosxaeHre 0600IIeHHOM
TPyZAOBOM (HyHKIUH

BrinosiHeHHe KOOPAUHUPYIOLUX U Ko A/03.3 YpoBeHb 3
obecrieunBarOIMX HYHKIMH A : KBa/MUKALK
OpruHan X 3aMMCTBOBaHO U3 447
OpUrMHana
Kog, PerucrpaljioHHbIit HOMep
OpUrMHas nipodeccroHaNBEHOTO
a cTaHzapTa

TpyLoBbIe 1elCTBUS

Bezienne )xypHasa pa3be3/ZjoB pabOTHUKOB OpraHU3aLiu

KoopauHaryst paboThl KypbepoB U BOAUTE el OpraHu3aljiu

BezieHue xypHasia pa3be3/ioB KyphbepoB OpraHv3aljii ¥ MaplIpyTOB BOJUTeNeH

CocraBnieHre CIIpaBKU O pa3be3ziax pabOTHUKOB, KypPhepOB M MapIIpyTax
BO/IUTesIel opraHv3aluu

Heobxopumbie ymeHust

CocCTaBnSTh U BeCTH yueTHbIe JOKYMEHTBI

[IpuMeHsTh cpeficTBa KOMMYHUKALIMM [1J1s1 TIepeiaud MOPy4YeHu PyKOBOAUTE/ s
Y COTPYJHUKOB OpraHu3aluu

[TpuMeHSTH COBpEMeHHbIe Cpe/icTBa cOOpa, 00pabOTKH | repefaun
vHopmaLu

OHEHHBaTb Pe3yJ/IbTaThbl B pAMKAX IMOCTABJIEHHBIX 3a/d4

Ocy11ecTBASTb KOHTPOJ/Ib UCTIONIHEHHS] TIOPYyUeHUN PYKOBOAUTEISI
COTPYAHUKaMU

Heobxoqumble 3HaHUS

[IpaBusia peueBoro sTvkera

OTHKa /Ie/I0BOr0 00IIeHHUs

TpeboBaHusi oxpaHbl Tpy/ja

[TpaBwsia 3aiuThl KOHGUAEHIIMATBLHON CyKeOHOM HHpopMaIiu

CTpyKTypa opraHu3alyu U pacripejieieHue (PyHKLMN MeXy CTPYKTYPHBIMU
1o/ipa3eeHUsIMU U CrieliiaaicTaMu

Oco0ble yc/1oBUS JOITyCKa K
paboTe

[lpyrue xapakTepucTUKU

3.2. O6o01eHHas TPy AoBas QyHKIUA «/JOKyMeHTaljMOHHOe o0ecreueHue AesaTe/TbHOCTH

OpraHu3anun»




OKYMEHTAIL[MOHHOe o0ecrieueHue YpoBeHb
HaumeHoBaHue Hoky B Kop B P 5
AedATe/IbHOCTHU OPIrdHHU3dlIUN KBHHI/ICDHK&HHH
ITpoucxoskzaeHre 006001[eHHOH 3aMMCTBOBAHO U3
P U)K’q B OpuruHan X 447
TPYJOBOH OYyHKIH OpUTHHama
Kon PerucrpaijioHHbIit HOMep
OpUrMHan nipodeccroHanBEHOTO
a CTaHJapTa

Bo3MoyxHBIe HaUMeHOBaHUS ,HEJIOHPOI/IBBO,E[I/ITQIIB

JOJDKHOCTeH, rpodeccuii

TpeboBaHus K 06pa30BaHHUIO
1 00yueHHIo

CpenHee ripodeccrioHaibHOe 00pa3oBaHKe - MPOrpaMMbl TIOATOTOBKU
CreLManriCTOB CpeJJHero 3BeHa

W

Cpeanee nipodeccroHaibHOe 00pa3oBaHye (Helpo(uIbHOe) - MPOrpaMMBbl
TMO/ITOTOBKHU CIEIIMaIMCTOB CPeIHETO 3BeHa U IOTIOTHUTE/IbHOe
npodeccroHaIbHOEe 00pa30BaHue 0 AOTIOTHUTeTbHBIM TIPO(eCCHOHATEHBIM
rporpaMMam TpoecCroHaILHOU MepernoAroTOBKY Mo TPOGU/I0 AeaTeTbHOCTH

TpeboBaHus K OTILITY
TPaKTUYECKOM paboThI

Oco0ble yc/ioBUs JOTyCKa K
paboTe

[pyrue xapakTepucTUK1

|,Z[Ol'[OJ'IHI/IT(EJ'IbeIe XdPaKTePUCTHUKHU

HanmeHoBaHue 6a30B0OM TPYIIILI, AO/DKHOCTH (TIpodeccru
HanmeHoBaHue foKyMeHTa Kop, Py A (npoc )
W/IY CIleljuabHOCTH
OK3 4120 CekpeTtapu (00111ero mpodusist)
ETKC nmu EKC L eyonpousBoguTesib
OKIIOTP 21299 Lenonpoussoauresib
OKCO 2016 7.46.02.01 [JokymeHTal[MoHHOe obecrieueHre yTipaB/ieHUs U
apXvBOBeJ/leHHe
3.2.1. TpypoBasi pyHKIMA
YposeHb
HanmeHoBaHue Opranu3sanusi paboTsl C JOKyMeHTaMu Koa B/01.5 - 5
ITpoucxosxaeHre 0600IIeHHOM 3auMCTBOBaHO U3
. Opurunan X 447
TPyZA0BOM HyHKLIUU opyrvHasia
Kog, PerucrpalioHHBIN HOMep
OpHUTHHas rpodecCHOHaTBHOTO
a cTaHjapra

TpyzoBble felcTBUs

[Tpuem u niepBuuHasi 06paboTKa BXOJAIIUX JOKYMEHTOB

[TpesBapuTe/bHOE pacCMOTPEHHUE U COPTUPOBKA [JOKYMEHTOB Ha
perucTpupyemMble ¥ HeperucTpupyemsble

HOAI’OTOBKa BXOJAINUX JOKYMEHTOB [AJid paCCMOTDEHHUA DYKOBOAUTEIEM

Per NCTpalyd BXOAAINUX JOKYMEHTOB

OpFaHI/IBHL[I/IH JOCTAaBKH JOKYMEHTOB UCITO/THUTE/IAM




Beznenue 6a3bl JaHHBIX IOKYMEHTOB OpraHU3aLiu

Benenne nH(opMariioHHO-CITPABOYHOM PabOoThI

OO6paboTKa 1 OTIIpaBKa UCXOASIIUX JOKYMEHTOB

Opranu3aliysi paboThl TI0 PErMCTPALIMH, YUeTy, XPaHEeHHIO U repejaue B
COOTBETCTBYHOIIME CTPYKTYPHbIe MoApa3fe/ieHrst JOKYMeHTOB TeKYILero
JlesIorpor3BO/CTBA

KOHTPOJ'IB HCIOJ/JIHEHUA JOKYMEHTOB B OpraHH3dlin

Heob6xoavMble ymMeHUst

PaboTath Co Bcell COBOKYITHOCThIO MH(OPMAI[MOHHO-A0KyMeHTal[MOHHbBIX
pecypcoB OpraHu3aLyu

[Tosb30BaThCsl Oa3aMU IaHHBIX, B TOM YKCJ/Ie YaTI€HHO

ITonw3oBaThCA CITPaBOYHO-TIPABOBBIMH CHCTeéMaMMH

ITonw3oBaThCA dBTOMdTU3WPOBAHHBIMH CUCTEMdMHU YyU€Td, peEruCTpaluu,
KOHTPOJIA 1 I/IHCl)OpMaI_[I/IOHHO-CHP&BO‘—IHLIMI/I CUCTEMAMMU TIpU pa60Te C
AOKYMEHTAaMU OpPraHr3aliin

[TpuMeHsSITL coBpeMeHHble HH(GOPMAaLIMOHHO-KOMMYHHKAL[MOHHbIE TEXHOJIOTUH
JJ1s1 paboThI C JOKYMEeHTaMH, B TOM YKCJIe [7Is ee ONTUMHK3aL{y Y TTOBbIILIEHHS
3¢ deKTUBHOCTU

[TprMeHsSTh NpaBU/ia PyCCKOTO s3bIKa

HPI/IMQHHTB HaBbIKKW CKOPOCTHOTI'O MHCbMd

Heobxogumble 3HaHUS

HOpMaTI/IBHBIe MMpaBOBbI€ dKTbl U HOPMdTUBHO-METOANUECKHE NJOKYMEHTEI,
ornpenesaromye ropsaaokKk 10KyMeHTallMOHHOI'O obecrieueHus YIIpaBJ/IeHUA

CTpyKTypa opraHu3salyy, pyKOBOJCTBO CTPYKTYPHbIX MOApa3eneHuit

CoBpeMeHHbIe HH(OPMAIMOHHbBIE TEXHOIOTUH PabOThI C JOKYMEHTaMHU

[TopsioK paboThI C JOKYMEHTaMU

CxeMmblI JoKyMeHTO0OOpoTa

CucreMnl CKOPOCTHOI'O ITMCbMad

HpaBHna pa6OTbl C BXOJAIUMH, UCXOAAMMU U BHYTPEHHUMU JOKYMEHTAMU

[IpaBusia opranu3alyu ¥ (POPMbI KOHTPOJISI UCTIOJTHEHUSI JOKYMEHTOB B
opraHu3aLuu

Tunossle CPOKHU HCIIO/THEHHA JOKYMEHTOB

[TpuHIMIIBI paboOTHI CO CPOKOBOM KapTOTEKOM

Ha3HaueHne 1 TeXHOIOTHS TeKyILero U npejynpesuTe/IbHOr0 KOHTPOJIS

HpaBHna COCTaBJIEHHS aHAJIMTUYECKUX CIIPaBOK IO OPrdHU3dlIUN pa6OTBI C
JAOKYMEHTaMU U KOHTPOJIFO MCITIOJTHEHHA JOKYMEHTOB

[TpaBwIa AOKYMEHTAIJMOHHOTO 00ecrieueHus AesTe/TbHOCTH OpTraHU3aiu

Bubl JOKYMeHTOB, UX Ha3HaUeHHe

Tp86OBaHI/IH, rnpeabdaB/iieMblie K JOKYMEHTaM B COOTBETCTBHUM C HODMATHBHBIMU
MPAaBOBbIMH aKTaMH U I'OCYyJapCTBEHHbIMH CTAHAdPTAMU

[TpaBusia cocraBiaeHus U oopMaeHNUs] UH(POPMALIMOHHO-CITPABOYHBIX,
OpraHU3alMOHHbBIX, YTIPaBIeHYeCKUX JOKYMEHTOB

[TpaBusia co3anus U BeJieHus 6a3 JaHHBIX CTY>KeOHBIX JOKYMEHTOB B
OpraHu3saluu

CucTembl 37IEKTPOHHOTO ZIOKyMEHTOOO0pOoTa

HpaBHna N CPOKH OTTIPABKH UCXOJAILIKNX JOKYMEHTOB

TpeboBaHusi 0XpaHbl TPy/a

Oco0ble yc/1oBUS JOITyCKa K
pabore

[lpyrue xapakTepucTUKU




3.2.2. TpypoBasi pyHKLIHA

HaumeHoBaHue

[TpoucxosxaeHre 0600IIeHHOM
TPyZAOBOM (HyHKLIUU

Opranusaiys TeK ero XxpaHeHHus YpoBeHb
P ;" YIHero xp Ko | B/02.5 P 5
JOKYMEHTOB KBa/mMuKaum
3aMMCTBOBaHO U3
OpuruHan X 447
OpUrMHana
Kog, PerucrpaljioHHbIit HOMep
OpUrMHas npodeccroHaNBEHOTO
a cTaHzapTa

TpyzoBbIe elCTBUSA

Pa3paboTka HOMEHK/IaTyphbI Zie/T OpraHu3ariu

ITpoBepka NpaBUIBHOCTA OPOPMJIEHUS IOKYMEHTOB U OTMETKH 00 UX
WCIIO/THEeHUU Tiepe]] ux (JOpMUPOBaHUEM B JieJ10 [1JIs1 TIOC/Ie[yIOIero XpaHeHUs!

dopMyIMpOBaHKe 3aroJI0BKOB [IeJ1 ¥ OTIpe/ie/ieHre CPOKOB UX XpaHEHHUSI

dopmypoBaHue fien

KOHTpOJ/Ib MpaBUILHOTO ¥ CBOEBPEMEHHOT0 pacrpe/esieHus U MOALLINBKI
JIIOKYMEHTOB B Jiefia

HeobOxopumbie ymeHust

Opranu3oBbIBaTh paboTy 10 yueTy, XpaHEeHUIO U 1epefiade B COOTBETCTBYIOLIVE
CTPYKTYPHBIe N0/|pa3/iesieHusi JOKyMeHTOB TeKYIIero J1e/i0onpor3BO/CTBa

Ocy1ecTBASTE METOAMUECKOe PYKOBOZCTBO Ze/IONPOU3BO/ICTBOM B
OpraHu3aliy, KOHTPOIMPOBATh TIPaBUIbHOE (POPMUPOBaHKUe, XpPAaHEHUE U CAAUY
JleJT B apXVB

Pa3pabaTeiBaTh HOMEHK/IATYPY Jie/1 CTPYKTYPHOTO TIO/Ipa3/iesieHust

Hcnonb3oBaTh HOMEHKJ/IaTypYy AeJI IIpU U3YyUe€HWH CTPYKTYDbI OpraHr3aliui,
COCTaBJIEHUH OIMTHCeH Aen

OpraHu3oBbIBaTh paboTy 110 (OPMHUPOBAHUIO e/l B COOTBETCTBUM C
yTBep>K/IeHHOM HOMEeHK/IaTypou Jie/1 OpraHu3aljuu

dopMUpoBaTh JOKYMEHTHI B /lefla C Y4eTOM UX Crieliu(pUuKu

CucremMaTU3MpoBaTh JOKYMEHThI BHYTPH Jejia

Ob6ecreurBaTh COXPaHHOCTD U 3aIIUTY I0KYMEHTOB OpraHU3aL{uu

[TpumeHsTH MHGOPMALIMOHHO-KOMMYHHKAL[MOHHBIE TEXHOJIOTUU TIpU paboTe ¢
JIOKyMeHTaMH

Heobxoaumble 3HaHUS

HopMaTHBHBIE MTPAaBOBbIE AKThl, HOPMAaTUBHO-METO/IUUECKHE TOKYMEHTBI,
rOCy/JapCTBEHHbIE CTAHAPTHI, OTIPEeEISIOIIHe TIOPSAA0K JOKYMEHTAL[HOHHOTO
obecrieueHust yIipaBIeHuUst

Buibl HOMeHK/IaTyp, o01re TpeboBaHUS K HOMEHK/IaType, MEeTO/IMKA ee
cocTaBJieHUs] U 0()OpMJIEHUST

[TpaBusia cornacoBaHusi HOMEHK/IATYyPhI ZieJ1 C BeJ[JOMCTBeHHbIMU apXUBaMH 1
9KCIIepTHOM KOMUCCHeln

[Topsimok opMupoBaHusi U oopmiieHuUs Jief, crieliudrka GopMHUpOBaHUs
OT/Ie/IbHBIX KaTeropui fiesn

[TpaBusia xpaHeHUs Jie/l, B TOM UHMCJIe C JOKYMeHTaMU OrpaHUYeHHOTr0 0CTyIa

[TpaBusia BbIIauk U UCII0J/Ib30BaHMUS JOKYMEHTOB U3 C(hOPMUPOBAHHBIX Zie/l

TpeboBaHusi 0XpaHbI TPy/a

Oco0bble yc/ioBHs OTTyCKa K
pabote

[pyrue xapakTepyuCTUKU

3.2.3. TpypoBas ¢pyHKIus




Opranu3aiusi 00paboTKu fen Ayist
HavmMeHoBaHue p a p AEL A Koz B/03.5 YposeHb 5

TIOC/IeAYIOIETr0 XpaHeHUsI KBaTMUKALIH
IMpoucxosxaeHre 06001IeHHOM 3aMMCTBOBAHO U3

. OpuruvHan X 447
TPYI0BOU DyHKIUM OpHrHMHaia
Kon PerucrpaijioHHbIit HOMep
OpUrMHan nipodeccroHanBEHOTO
a cTaHzapTa

TpyZoBbIe elCTBUSA

[TpoBepKa CPOKOB XpaHEHUsI JOKYMEHTOB, COCTaB/IeHHe ITPOTOKO/Ia PabOThI
9KCTIePTHOM KOMHCCHH TI0 TIO/ITOTOBKE ZIOKYMEHTOB K XPaHEHHIO, aKTa O
repefiaue Ha YHUUTOXKEHHE JOKYMEHTOB, He TIO//IeXKAl[UX XPaHEHUTO

CocTaB/ieHre BHYTPEHHEH OTHMCH /i [i7ist 0CO00 IIEHHBIX JOKYMEHTOB

O(bOpMJ'IEHI/Ie AeJI TIOCTOAHHOIr' 0, A0J/ITOBPEMEHHOI'O CPOKOB XPpaHEHUA

OdopmiieHre 06/10)KKH [1eJT TIOCTOSIHHOTO, JOJITOBPEMEHHOT'0 CPOKOB XPaHEeHHUSI

CocTtaBneHue ONUCH AeJ1 IOCTOAHHOI'0, AOJITOBPeMEHHOI'0 CPOKOB XpPaHEHHUA

ITepesaua fjen B apXvB OpraHu3aLuu

Heobxoivmbie ymMeHUst

ITonb3oBaThCS nepeyHsaMr JOKYMEHTOB U aHA/IM3MPOBATH (baKTI/IIIECKOE
CoJiep>KaHre UMEIOINXCA B fiejie IOKYMEHTOB IIpU Oripefe/1eHUHU CPOKOB UX
XpaHEHUA

OdopMsTh JOKYMEHTbI SKCIIepTHOM KOMUCCUN

OdopmaTs 06/10)KKH e/ TIOCTOSIHHOTO Y BPEMEeHHOT0 XpaHeH!s! B
COOTBETCTBUM C TpeOOBaHUSIMU I'OCYJapCTBEHHBIX CTaHZAPTOB

[Tpon3BOUTH XPOHOIOTUYECKO-CTPYKTYPHYIO CUCTEMAaTH3aL1Io /el

Ocy111eCcTBISATh TEXHUUECKYH0 00paboTKy U MoiHOe oopMiIeHHe fies
MOCTOSTHHOTO 1 BpEMEHHOT'0 XpaHeHHst

CocCTaBnSTh OIMUCH AeJ1 IOCTOAHHOI'O 1 BpDEMEHHOI'0 XpaHeHHs B COOTBETCTBHHU C
HOPMATHUBHO-METOJNYE€CKUMU JOKYMEHTaMH

HpI/IMEHHTb I/IHd)OpMaL[I/IOHHO-KOMMYHI/IKaL[I/IOHHLIe TEXHOJIOTUU T1pU pa60Te C
AOKYMEHTaAMU

Heobxoumble 3HaHUs

HopMaTuBHbIE TIDAaBOBBIE AKThI, HOPMaTUBHO-MeTOJUUeCKHe JOKYMEHTHI,
rOCyZapCTBEHHbIE CTaH/aPThI, OTIPe/IeISIOIINE TIOPSA0K 0KYMEHTallMOHHOTO
obecrieueHust yripaB/IeHUsT

Kputepuu paszeneHusi JOKyMEHTOB Ha TPYIIIbI B COOTBETCTBUU C L|EHHOCTBIO
vH(OpMaLMK, CofleprKalllelicsi B HUX

[TopsiIoK MUCIO/Ib30BaHUsI TUTIOBBIX W/IM BEJIOMCTBEHHbBIX IT€PEUHel JOKYMEHTOB,
OTIpe/ie/IeHUsT CDOKOB XpaHeHHsI B TIPOLIeCCe IKCIIEePTU3bI IIEHHOCTH JJOKYMEHTOB

HOPH,Z[OK CO34aHMsA, OPraHr3aliii U JOKYMEHTHUPOBAHWA pa6OTbI BKCHepTHOﬁ
KOMHCCHHA

[TpaBu/a cocTaB/eHUs] U yTBePXKJeHUSI POTOKO/Ia Pab0ThI SKCIIePTHOMN
KOMUCCUU

ITpaBuna cocTaBieHus: U yTBep)K€HUs aKTa O Bbl/|e/IeHUU [JOKYMEHTOB, He
MO/I/IEeXKALUX XPAHEHHUIO

[TpaBu/a TeXHUYECKOW 00pabOTKH 1 TIOJTHOTO 0(hOPMIIEHUS /ie/T IOCTOSTHHOTO U
BpPEeMEHHOI'0 XpaHeHUst

HpaBI/IJ'IEl COCTaBJIEHHW OIMKMCHU [eJ1 ITIOCTOSSHHOIO U BDEMEHHOI'O XpAHEHHS B
COOTBETCTBHUH C HOPDMATUBHO-METOAUUECKUMU JOKYMEHTAMH

[TpaBuna nepezsiauu Jie1 B apxXuB OpraHy3aLin

TpeboBaHusi 0XpaHbl TPy/a

Ocobble ycioBUs JOTTyCKa K




paboTe

Lpyrue xapakTepuCTUKU

3.3. O0001eHHas TpyAoBasa GpyHKIusa «OpraHu3aluoHHOe, JOKYMEHTAMOHHOE U HH(OPMAI[HOHHOe
o0ecrnieyeHue /JeATe/IbHOCTH PYKOBO/UTE/IsA OPraHU3aLuu»

OpraHu3alyoHHOoe, JOKyMeHTaLMOHHOe 1
MH(pOpMaL[MOHHOe 00ecIieueHye YpoBeHb
HaumeHoBaHue (opmany Kog C P 6
JesATe/IbHOCTU PYKOBOUTEJIS KBa/MpuKaLuu
opraHusanuu
ITpoucxoskaeHre 00001eHHOM 3arMCTBOBAHO U3
P A . Opurunan X 447
TPYJOBOH QYHKIM OpWTHHama
Koz PerucrpauyoHHbIl HOMep
OpHI'MHAJ 1podeccroHaIbHOro
a CTaHJapTa

Bo3Mo)KHbIe HAUMEHOBaHUS
JOJDKHOCTeH, rpodeccuit

CekpeTrapb pyKOBOAUTEJIS
CekpeTtapb-cTeHOrpauCTKa
CreHorpaducTtka

TpeboBaHus kK 06pa30BaHHUIO
1 00yyeHuto

Briciiee ob6pa3oBaHue - HakanaBpraT

W

Briciiee o6pa3oBanue (HempodunbHOe) - 6akanaBpuaT U [JOTIOTHUTE/TBHOEe
npodeccrioHabHOe 00pa3oBaHue 0 JOTOTHUTETbHBIM TPO(eCCHOHATBHBIM
nporpammam npocgeccroHanbHOM MepenoJroToBKU Mo NpoduIIo AesTebHOCTH
Cpegtee npocdeccroHanbsHOe 06pa3oBaHue - IPOrpaMMbl [0TOTOBKU
CIeLaIMCTOB Cpe/IHero 3BeHa

Cpeanee npodeccroHansHOe 0O0pa3oBaHue (Hepo(GUILHOE) - POrPaMMBbI
TIOJTOTOBKU CIELMa/IMCTOB CPeJIHero 3BeHa U JJ0NOHUTETbHOe

TpeboBaHus K OMBITY
TIPAKTHUeCKOI paboThI

He MeHee ByX JIeT BBITIOJIHEHHUST pabOT 10 OpPraHU3alMOHHOMY U
JIOKYMEHTAL[MOHHOMY 00eCIieUeHHI0 AesaTeTbHOCTH PYKOBOJUTESI OpraHu3aluu
Tpu cpeJiHeM TTpodecCrOHaIFHOM 00pa30BaHUU

Oco0ble yc/ioBUS OITyCKa K
pabore

Lpyrue xapakTepuCTUKU

JlonoHUTeNbHbIE XapaKTepUCTUKU

HammeHOoBaHMe AOKYMEHTa

HaumeHoBaHre 6a30BOi TPYIINbI, JO/HKHOCTH (TTpOdeccri)

Kop
WIU CTleliuaaibHOCTU

OK3 3343 AJIMUHUCTPaTUBHBIA ¥ UHOW UCTIOJTHUTE/IbHBIN
CpelHeTeXHUYEeCKU IepCoHal
ETKC nm EKC CekpeTapb pyKOBOAUTEJISI
OKILATP 26341 CekpeTapb pyKOBOZAUTEJISA
26405 CekpeTapb-cTeHorpaducTka
OKCO 2016 7.46.03.02 [oKyMeHTOBe/ileH1e U apX1UBOBe/leHue
7.46.02.01 [JokymMmeHTaI[MOHHOE obecrieueHue yIipaBaeHus U
apXuBOBeJleHHe

3.3.1. TpypoBas pyHKIMA




HaumeHoBaHue

IMpoucxosxaeHre 06001IeHHOM
TPyZAOBOM HyHKLIUN

Oxka3zaHue TTIOMOIM PYKOBOJUTEIIO B Koz C/O16 YpoBeHb 6
TUIAHUPOBaHWHM pabouero BpeMeHU ' KBa/M(HKALH
Oprunan X 3aMMCTBOBaHO U3 447
OpUrMHana
Kon PerucrpaijioHHbIit HOMep
OpUrMHan nipodeccroHanBEHOTO
a cTaHzapTa

TpyZoBbIe elCTBUSA

Bri60p (hopMmbI I1aHupoBaHus U 0(hopMIIeHHe TJTAaHUPOBLIMKA (OpraHatizepa)
PYKOBOZAHWTEJIS

Bnecenue nHdopmMalim B MIaHUPOBIIMK (OpraHatizep)

CornacoBaHue ¢ pyKOBOAUTeIeM BPeMeHH IJIaHUPYeMbIX JeNCTBUI

CornacoBaHue Tesie)OHHBIX 1€PErOBOPOB, BCTPeU M MEPOIPUATHH C
rapTHepamu, KJIMeHTaMH, pyKOBOJUTEISIMU T10/ipa3/ie/ieHri U COTPYAHUKaMU

VHpopmrpoBaHre pyKOBOAUTEISI O perjiaMeHTe HaMeueHHbIX MepOornpUsiTUiA

Hpe,qynpemeHHe 6} HpI/I6JII/I)KEHI/II/I BpEMEHH HaME€UYEHHBIX MEPOHPI/IHTI/Iﬁ

dopMupoBaHue pe3epBa BpeMeHH [i/1s1 HellpeIBUIeHHbIX CUTYaLui

Heobxomvmbie ymMeHUst

YcTaHaBnMBaTh ey, OTpeZiesisiTh MepapXuto Liesei

Ompe/enisiTh MPUOPUTETHOCTb ¥ OUepPeTHOCTb BBITTOTHEHUs paboT v 3 PeKTUBHO
pacnipesienath pabouee BpeMsi

Oka3bIBaTh MOMOIIb PYKOBOJIMTEJTIO B PACIpe/ie/IeHUH ero paboyero BpeMeH!

Bribupath ontuMasbHble Criocobbl MHGOPMUPOBaHUs TTapTHEPOB, K/IMEHTOB,
roceTuTesiel, pyKOBOAUTe/IeM Mo/pa3ie/leHUd U COTPYJHUKOB O IJIAHUPYEMbIX
MepOTNPUITUSX

O6ecmneunBaTh I/IH(I)OpMaL[I/IOHHYIO 0e30macHOCTb AeATe/IbHOCTHU OPraHrW3aliin

Heobxoaumble 3HaHUS

CrnerudrKa OCHOBHOM ZiesiTe/IbHOCTH OpraHr3aliuu

OcCHOBBI aIMUHUCTPATUBHOT'O TIPaBa U TPYZOBOT0 3aKOHO/ATeTbCTBA
Poccutickoii @egepaiyu

PyKOBOZSIIIMI COCTaB OPraHU3aIvy U ee TIopa3/ie/IeHUH

chHKLII/II/I CaMOMeHeI>KMEHTa

[TpUHIMIIBI ¥ TIPaBUJIA TIJIAHMPOBaHUs pabouero BpeMeHH

MeTo/ b1 MOCTAaHOBKMU LieJien

HpaBHna MmpoBeaeHus Oe/I0BBIX [IeperoBOpoB

TpeboBaHusi oxpaHbl Tpy/ja

Oco0bble yc/ioBUs OTTyCKa K
paboTe

Jpyrue xapakTepuCTUKU

3.3.2. TpypoBas QpyHKIUsA

IMpoucxoxaerre 06001eHHOH
TPY/10BOM HyHKLIH

YpoBeHb
HaumeHoBaHne [TnanrpoBaHue pabouero AHs ceKpeTaps Kon C/02.6 P 6
KBa/TMUKaLUA
3aMMCTBOBaHO 13
OpuruHan X 447
OpUrvHama
Koz PerucrpauyoHHbIl HOMep
OpUTHMHa npogeccroHaNIBEHOTO
a cTaHziapTa

TpyZoBbIe 1eHCTBUS

\Bbl6op 1 oopm/IeHHe TJIaHUPOBIIMKA CeKpeTapst




Bezenuve fHeBHUKA (Ha 3/1IEKTPOHHOM U (M) OyMa>KHOM HOCHTeJIe)

CornacoBaHue TUIaHOB C TJIaHAMU U CPOKaMU PabOThI PYKOBOJUTEISI

Pacripeiesienrie pabouero BpeMeHH (Ha /ieHb, HeZIe/t0, TIepCIIeKTHBY)

HepeHoc HEBBLITIOJTHEHHBIX 3dIT/IAHUPOBAHHBIX 3a1d4

Brino/iHeHHe TUTTMUHBIX €XeIHEBHBIX /el

Heobxomvmbie ymMeHUst

Br161pats 1 0pOPMIATE MJIAHUPOBIIMK

BHOCHUTE 1 OTC/IE)KMBATh I/IH(i)OpMaL[I/IIO Ha 3JIEKTPOHHOM U/Unu 6YM(:1)KHOM
HOCHTeJ1e

PaccraBnsite TMMPpHUOPUTETHI, BBIAETIATL BAX)KHOE U CPOUYHOE

Bb10MpaTh ONTHMAabHbIN PUTM pPabOTHI

AHafII/IBI/IpOBaTI: MPpUYMHBI HEBBITIO/IHEHHWSA 3ada4

HpI/IMEHHTb I/IHd)OpMa]_[I/IOHHO-KOMMYHI/IKaL[I/IOHHLIe TeXHOJ/IOTHUHN

Heobxoaumble 3HaHUS

OcobenHocTy oopmyIeHHs IJIAHUPOBLIHMKA (Ha 3/IEKTPOHOM M OyMa’kKHOM
HOCUTeJISIX)

OcCHOBBI yTipaB/ieHUsI BpeMeHeM

Oco0bble yc/1oBUS OITyCKa K
pabore

Lpyrue xapakTepyuCTUKU

3.3.3. TpypoBasi pyHKIHA

Opranuzaiys Tejie(OHHBLIX 1eperoBopoB YpoBeHb
HaumeHoBauue p B ¢ p p Kop, C/03.6 P 6
PYKOBOJIUTE/ISI KBaM(UKALK
ITpoucxosxzenre 0600111eHHOMN 3auMCTBOBaHO U3
P A . Opurunan X 447
TPYZ0BOU (DyHKLIU OpUrMHana
Kog, PerucrpaljioHHbIN HOMep
OpHUTHHa rpogecCroHaIbHOTO
a cTaH/apTa

TpyZoBbIe eHCTBUSA

Benenre 6a3bl Tesle)OHHBIX KOHTAKTOB PYKOBOAUTEJIS

CoeyHeHYe PYKOBOJUTES C KOHKPETHBIMU aOOHEHTaMU

[ToaroroBKa MaTepyasnoB [ijis Tefie()OHHBIX NIePeroBOPOB PYKOBOJUTEISI

Peructpaijusi NoCTymnarolKx B MPUEMHYIO Tejle()OHHbIX 3BOHKOB

HepeHaHpaBneHHe OTAe/IbHBIX Te]'[e(l)OHHbIX 3BOHKOB 3dMeCTUTe/IIM
PYKOBOAUTEA U COTPYAHUKaM

[MonyueHre HeoOX0AUMOM UH(POPMALMU U TIepeiaya CAaHKLIMOHUPOBAHHOMN
vHbopMaLy 1o TenedoHy

YcTraHOBIeHMe KOHTaKTa ¢ cobeceJHUKOM, MOJ/ep>KaHre 1 pa3BUTHe J1elI0BOU
Gecepl B porjecce Tesie()OHHBIX TIEPETOBOPOB

OxkazaHue TOMOIIM PYKOBOAWUTE/TO MPH OPTaHM3aLIMU U TIPOBeJeHUU
Tesie)OHHBIX TIePeroBOPOB U BU/IeOKOH(DepeHI Uit

Heob6xoivMble ymMeHUst

Bectu 1 ucnonb3oBath B paboTe 6a3y laHHbIX Tere)OHHbIX KOHTAKTOB
PYKOBOJMTEJIS

Vcnonb3oBaTh cpe/icTBa KOMMYHHUKALIMOHHOW OPITeXHUKHU 15 TIOJTyYeHUs] U
nepeZiaun UHGOpMaLUU

BecTu yueTHble perucTpaljioHHble (POPMBI, UCIIO/Ib30BATh UX /IS
MH(OPMaIIMOHHOW PabOThI ¥ pabOTHI 10 KOHTPOJTFO VCIIOJTHEHUSI PelleHui
PYKOBOJMTEJIS

CrinakuBaTh KOH(I)JII/IKTHBI@ N CJIOXKHBIE CUTYdllUH MEXX/TMUHOCTHOT'O OGLL[EHI/IH




Hcronb30BaTh TeXHUUECKHE U ITPOTPAaMMHbIE CPeZICTBA [i/1sl IPOBe/IeHusT
ro7I0COBOM UM BU/Ie0-KOH(epeHLI-CBsI3n

Ob6ecrneurBaTh MHGOOPMAIIMOHHYIO O€30TIaCHOCTD JeSITeTbHOCTA OpTraHU3al[iuH

Cobnroath Cry>KeOHBINM STUKeT

Heobxogumble 3HaHUs

Tef[e(i)OHHBIe KOHTAKThbI pYKOBOAUTEJIA

DyHKLIMY, 33[ja4l, CTPYKTypa OpraHu3alivy, ee CBsI3U 110 BePTUKAIU U
TOPU30HTAIN

[TpaBu/a B3aUMO/IefiCTBUS C TTapTHEPaMU, K/TMeHTaMU, CpPeiICTBaMU MacCOBOM
vH(opMaluu

HpaBHna nogaep>XKaHud 1 pa3BUTHUA MEXK/TUMUHOCTHBIX OTHOILIeHUH

[IpaBusia mpoBeieHs [1e/I0BBIX ITePErOBOPOB

[TpaBuia 3aiuThl KOHGUAEHLIMATBHON WHGOPMALUH

TpeboBaHusi oxpaHbl Tpy/ja

Oco0bble yc/ioBHs OTTyCKa K
paboTe

Lpyrue xapakTepyuCTUKU

3.3.4. TpypoBasi pyHKIHA

Opranusaiysi KoMaHIuPOBOK
HanmeHoBaHwe p B Aup Koz C/04.6 YposeHb 6

PYKOBOJIUTE/ISI KBa/M(UKALMH
Hpoplcxovm,qem/le 06006111eHHO OpuruHan X 3aMMCTBOBaHO U3 447
TPYZAOBOU (HYHKIUU opurvHasia

Koz PerucrpauyoHHbiéi HOMep
OpUTHHa rpogeccroHaIbHOTO
a CTaHJapTa

TpyZoBbIe 1elCTBUS

[ToaroToBKa NMpoeKTa Cy>KeOHOT0 3a/laHus PYKOBOAWTEJIS

[ToaroToBKa NpoeKTa MpuKasa 0 C/1y)KeOHOM KOMaHJMPOBKe

OdopmeHre KOMaHAXPOBOYHOT'O y/JOCTOBEPEHHSI 1 ero PeruCTpaiiys mpu
He00X0JUMOCTH

HOAFOTOBKa JAOKYMEHTOB Ha IMOJIyUe€HHe BU3bl, 3dI'PAHUYHOIO I1aCIIOPTa

3aKa3 Kesie3HO/JOPOKHBIX U aBUAOW/IeTOB, TOCTUHUIL], TPAHCTIOPTHOTO
obecrieueHys pyKOBOJUTEJIS

OdopmiieHre MporpamMMbl MOe3KH, yTOUHEHHe 0COOeHHOCTeH MPOTOKOIa
TJIaHUPYeMbIX MepOTPUSITHI

[ToAroToBKa JOKYMEHTOB K M0e3/[Ke PYKOBOAUTEJIs

YTOuHeHUe [jaThl, JO/DKHOCTeH, (haMUInid B IporpaMMe KOMaHAUPOBKHU

ITpopaboTka MapIIpyTa pyKOBOZAWTEsI, YBsI3Ka €ro ¢ pacriyicaHueM TPaHCIIopTa

O6paboTKa MaTeprasoB KOMaHAMUPOBKY, 0()OPMJIEHHE OTYeTa O KOMaHJUPOBKe

HeobOxopymbie ymeHust

OdopmisiTh aBaHCOBBIE OTUYETHI PYKOBOIUTEIS

OpraHu30BbIBaTh BCTPEUU PYKOBOJUTES C IPUHUMAOLLel CTOPOHOM

OdopmsiTe KOMaHJMPOBOYHBIE 10KYMEHTbI

O6pa6aTbIBaTb AOKYMEHThI U MaTepUaJibl 110 pe3y/ibTaTdM IMoe31KN
PYKOBOAUWTEJIA

Ob6ecrieuriBaTh paboTy o¢rica BO BpeMsi OTCYTCTBHSI PYKOBOAUTEJIS

[TpuMeHsTb criocobbI 1e/10BOTr0 00IeHuUsT

Vicrnionb30BaTh Cpe/icTBa KOMMYHUKALIAH /17151 00ecrieueHus: B3aUMOZEeHCTBUS C
PYKOBOZUTE/IEM BO BpeMsI €T0 /ieJIOBOM TT0e3AKH




Heobxoaumble 3HaHUS

[TopsiloK MOATOTOBKU U MPOBeieH!sI KOMaH[POBOK

[Mopsifok odopmiieHust JOKYMEHTOB [ijisi KOMaHZAUPOBKU U OTYETHBIX
JIOKyMEHTOB 10 KOMaHAUPOBKEe PYKOBOAUTE/IsI

[enoBou MpoTOKO/

OTHKa [1eJI0BOro ObIIeHus

Oco6blie yc/ioBUS AOMyCKa K
paboTe

[pyrue xapakTepUCTHUKU

3.3.5. TpypoBas QpyHKIusA

HanmeHoBaHue

IMpoucxoxxaerre 06001IeHHOH
TPY/I0BOM QyHKLIH

Opranu3aiusi paboThl C IOCETUTE/ISIMH B Ko C/05.6 YpoBeHb 6
TIPUEMHOM PYKOBOJWTES A ' KBa/MUKALIH
OpruHan X 3aMMCTBOBaHO U3 447
OpWTrMHaia
Kon PerucrpaiiioHHbI HOMEp
OpWTHMHa npodeccroHaNBEHOTO
a CTaHJapTa

TpyoBble feliCTBUS

OpraHu3anysi IMYHOTO MpreMa MoCeTUTe el pyKOBOAWUTEeIeM

YcTaHoBeHHe Mops/iKa Mprema Jijisi pa3/IMuHbIX KaTeropuii moceTuTesiei

BeneHue xypHasia ripeiBapuTe/ibHOM 3alMCU Ha MpUeM

Peructpanus noceturesneit

CopielicTBHe OMepPaTHBHOMY PaCCMOTPEHHIO MPOCHO U TIPeIoKeHUH
rioceTTesIel U COTPYJHUKOB OpTraHU3aLUU

Opranu3anys npyema JieJIoBbIX apTHEPOB B oduce

Opranusauys 06Cy)KMBaHWsI PYKOBOJUTEJSI U ero /IelIOBbIX TTApTHEPOB B oduce

CepBrpoOBKa uaiiHOro (Ko(elHOro) crosa B oduce

[TpuHsiTHE Mep T0 COXpaHeHUI0 KOMMepUeCKOol TaliHbI B X0/le TipreMa
roceTUTesnel ¥ UX HaxXOX/IeHUs B IPUEeMHON U KabrHeTe PYKOBOJUTEIs

Heobxogumble ymeHUsI

OpFaHI/IBOBblBaTb 1 00ecreurBaTh JUYHbIE KOHTAKThI PYKOBOAUTEJIA

YnpaBnaTe KOHQIUKTaMU

YuuTBIBaTh MICUX0I0OTHYECKHEe 0COOEHHOCTH JIMUHOCTH TIPH Pa3/IMUHBIX BUJAX
npoheCCUOHATBLHOTO O0IIeHUs

Vicnosib30BaTh yCTaHOBI/IEHHBIE [TpaBUia U NMPOLieAYypbl KOMMYHHKALIUA BHYTPU
OpraHu3anuu

Bectu yueTHble permucTpalioHHble (POPMBI, UCTI0/Ib30BaTh UX /IS
WH(OPMAIIMOHHOW PabOThI ¥ pabOTHI 10 KOHTPOJIFO MCIIOJTHEHUSI PelleHU
PYKOBOJUTEIS

CO3,E[ElBaTb T10JIOKUTETBLHBIN UMUK OpPTraHrU3dlnuN

[TpUHUMAaTBL MephbI 110 pa3peleHrt0 KOHPIUKTHBIX CUTYaLuid

[TpyumeHsTh MHGOPMALIMOHHO-KOMMYHHKAL[MOHHbIE TEXHOJIOTUH

Ob6ecreurBaTh KOHPUIEHIMATBHOCTD B IPUEMHOM 1 KaOMHeTe PYKOBOAUTEJIS,
COXpaHATh KOHOUAeHIMATbHY0 HHPOPMALIMIO B TaliHe

Heobxoqumble 3HaHUs

ITpaBua opraHu3anuy rnpuema rnoceTuresen

[TpaBwsia fieJIoBOro OOIeHNUsS

IIpaBuia peueBOro sTUKETA

[TpaBu/ia ycTaHOB/IeHUsI KOHTAKTA, MO/JIeP>KaHusI U Pa3BUTHSI MEK/TMUHOCTHBIX
OTHOILIeHUU




CTpyKTypa opraHu3saluu u pacrnpezenenye QyHKLUNH MeX/y CTPYKTYDPHbIMU
NoZipa3ze/ieHUsIMUA U CrieliuaiiCTaMu

[TpaBusia opraHu3aluu MpuemMoB B oduce

OTHUKeT ¥ OCHOBBI MeXXIyHapOJHOTO TIPOTOKO/1a

[TpaBuia cepBUpPOBKH YaliHOTO (KOQelHOro) crona

HpaBHna MPpUTOTOBJ/IEHUA U ITOJAdUN I'OPAYUMX HAIIMTKOB U 3dKYCOK K HUM

ITpaBusia 3auThl KOHGUAEHIMATEHON CTyKeOHOM nHpOpMarn

Oco0bble yc/ioBUs JOITyCKa K
pabore

[pyrue xapakTepucTHUKU

3.3.6. TpypoBasi pyHKIHA

OpFaHI/BaL[I/IH MoAroToBKH, MMPpOBeAEHUA U v
OBeHb
HaumeHoBaHye o0cy>KrBaHUsT KOH()EPEeHTHBIX Kog, C/06.6 P 6
o KBa/TU(UKAIN

MepOIpUATUN

ITpoucxoxzenre 060011eHHOMH 3alMCTBOBaHO U3
P A . Opurunan X 447
TPYZ0BOH GyHKUUH OpUruHama
Kog, PerucrpalioHHBIN HOMep
OpHUTHHas rpodecCHOHaTBHOTO
a cTaHgapra

TpyzoBble felcTBUs

HO,I[FOTOBKa IMMOBECTKU JHS MEPOIIpHUATHUA

OdopmiieHne criMcka y4aCTHUKOB MepPOMNPUSITUS

I/IHq)OpMHpOBaHHe MpeariojiaraéMbIX YHaCTHUKOB O HaMe4deMOM MeDOIIPpUATHA
" YCJIOBUAX YUdCTHUA

Bribop mMecTa ¥ BpeMeHH TIPOBe/IeHUs] MePOTIPUSTHS

[TogroToBKa npeiBapuTe/IbHON CMeThbl PACX0/0B

Paccpuika npurnameHui NOoATBEPAUBIINM y4YacThe B MepOIIPUATUN

C60p TEKCTOB JOK/IdJOB U IIPOEKTOB UTOTOBLIX IOKYMEHTOB Y AOKJ/IaJUMKOB

Paccebiika nH(OpMalLMOHHBIX MaTepUaloB YUYaCTHUKAM KOH(EepeHTHOTro
MepOTpUSTHUS

CocraBrieHre SIBOYHBIX JTMCTOB U CIIMCKA PerMCTPaliui YYaCTHHUKOB
MepOTPUSTHS

3aKyTKa KaHLeISIPCKUX TOBAPOB U MPOAYKTOB ZJisi oOecrieueHus: Kode-ray3

Peliienne BOIMPOCOB TEXHUYECKOI'0 OCHAILIEHUS MEPOIIPUATHUA

HOMOLLIB B ITIOATOTOBKE [0KJ/Ia[ld PYKOBOAUTEJIA, MPE3€HTAL[MOHHBLIX MdT€pHa/I0OB

Opranu3anysi MoAr0TOBKY Tpe3ujuyMa v pabounx MeCT yUaCTHUKOB

OpraHu3anysi BCTpeur M perucTpanysi yuaCTHUKOB MepONpUsITUs

BejileHne npoTokoia MeporpusiTUs

OpraHu3aliysi CepBUCHOTO 00C/TyKUBaHUs BO BpeMsi Ko(e-Tiay3

Opranusanys Ky/JabTypPHO-MaCCOBBIX MePOIIPUATUN, TPAHCIIOPTHOTO U
TOCTHHUYHOTO obecrieyeHust

HeobOxopumbie ymeHust

OpraHu30BbIBaTh MPOLIECC TIOTOTOBKHU K MPOBe/IeHNI0 KOH(ePEeHTHOT0
MepOTPUSTHS UHAWBUAYATbHO U B COCTaBe paboueit rpymibl

JJoKyMeHTHpOBaTh pa3Hble 3Tarbl NpoLeAYypPbl MOATOTOBKU U MPOBeJeHUs
KOH(epeHTHOT0 MepOTPUSITHS

[MepenaBath MHPOPMALMIO, JOKYMEHTHI U MaTepuasibl yUaCTHUKaM
KOH(epeHTHOT 0 MepOIpUSATHS




[ToaroTaBnuBaTh ¥ 000PYZOBAThH CTOJI TIPe3UANYMa U pabourie MecTa
YYaCTHUKOB COBelljaHus (3ace/jaHust)

CepBrpOBaTh YaiiHbll (KO(eiHbIiT) CTO/ BO BpeMsl IIPOBeieHust Kode-mnay3

Cob6mrofaTe mpaBua ZieJIoBOro 3TUKETa U IMPOTOKOJIA

HOAAep)KI/IBaTb UMUK OpraHr3aljyun

CO3,E[ElBaTI: HMHU/DK CeKpeTaps, COOTBETCTBYIOLL[Hf/i UMHU/KY OPraHU3aliun

PaboraThb ¢ nHbOpMarLrield, aHaIM3UPOBATh U TIPE/ICTAB/ISITH €€ B
CUCTeMaTU3UPOBAHHOM BH/Je

Ob6ecreurBaTh 6€30MACHOCTS /IEATEILHOCTH OpPraHU3aluy

[TpyumeHsTh MHGOPMALIMOHHO-KOMMYHHKAL[MOHHbIE TEXHOJIOTUH

[TpyMeHATH MpaBu/ia PyCCKOTO si3bIKa

HpI/IMEHHTb HaBbIKKW CKOPOCTHOTI'O MMMCbMd

HpI/IMEHHTb HAdBBIKHW 3aITMCHU U paCI_HI/ICprBKI/I TeKCTa

Ucnonn3oBaTh COBpeMEHHbIE TeEXHHUYECKHE CpeCTBd B obslactu CKOPOCTHOI'O
IM1UCbMd

OGecreunBaTh KOM(i)OpT Y4aCTHHUKOB KOH(i)EpEHTHOI‘O MEeDOIIpUATHSA, IIOMOI'aThb B
BOIIPOCAX IIPOXMBAHUA, TDAHCIIOPTHOI'O obecrieueHus

HeobOxoaumble 3HaHUS

Kowmmnekc OpraHr3alJMOHHO-TEXHUUECKHUX MepOHpI/IﬂTI/Iﬁ I10 MMOATrOTOBKE 1
IpoBeAE€HHIO COBeH_[aHI/Iﬁ " 1eperoBopos, B TOM UKCJ/Ie MEXXAYHAPOAHBIX

HpaBHna BeJleHud, 1oAroTOBKU U Oq)OprIEHI/IH IMMPOTOKOJ/Ia U JOKYMEHTOB,
CO30dBd€MBIX B IpoLiecce rmoagroToBKH KOHCbEpEHTHOl"O MEDOITPpUATHA

MeToauKa coCTaB/IeHUsI CMeThbl pacX0J0B KOH(pepeHTHOI0 MepOIpUSTUS

OCHOBBI HAaNMCaHUs pevel U JOKIaf0B PyKOBOAUTE IS

[TpaBusia ycTaHOB/IEHUSI KOHTAKTA, MO/[IeP>KaHusl U Pa3BUTHSI MEK/TMUHOCTHBIX
OTHOILIeHUU

HpaBI/IfIa [4eJ10BOro 06H_16HI/IH, [AeJIOBOro 3THUKeTa

OTUKET U OCHOBBI MEXIAYHapOAHOI'O MPOTOKO/Ia

[TpaBu/a npoBefieHus /1e/I0BbIX [1epErOBOPOB

[TpaBua 3aMThl KOHGHUAEHIMAIBLHON C/Ty>KeOHOM HHbOopMaLun

CucreMbl CKOPOCTHOI'O IMMCbMa

OCHOBBI ITPOrPaMMHOTO 00ecreueHust 1 0PUCHOTO 060py10BaHMs B 00/1aCTH
CKOPOCTHOTO TIMChMa

TpeboBaHusi 0XpaHbl TPy/a

Oco0ble yc/1oBUS JOTTyCKa K
pabore

[pyrue xapakTepucTHUK1

3.3.7. TpypoBasi pyHKIMA

ITpoucxosxaeHre 0600IIeHHOM
TPyZAOBOM (HyHKLIUU

OpraHu3aljysi UCTIIOIHeHUs pellieHuH,
YpoBeHb
HaumeHoBaHue OCYILleCTB/IeHUe KOHTPOJIS UCTIO/IHeHUS Kon C/07.6 6
o KBa/TU(HUKAIAN
TIOPYYeHUN PYKOBOAUTE/ IS
3auMCTBOBaHO U3
Opurvnan X 447
OpHUrHHasa
Kon PerucrpaljioHHbIit HOMep
OpUTrMHAas npo¢ecCHOHaTBHOTO
a CTaH/apTa

TpyZoBbIe 1elCTBUS

‘,HOKYMEHTaJIbHOE o(opM/ieHre pellleHui pyKOBOAWUTe IS




NoBenenue 10 cBeJieHNsi pAOOTHUKOB OpPraHU3aliy PaCOPsKeHUH
PYKOBOJMTEJIS

KoopauHaiys [iesiTeIbHOCTU 110 UCTIONTHEHHIO pellieHr PYKOBOAUTe s

Be/ieHrie CpOKOBOTrO TeKYILero U NpejyrpejuTe/IbHOr0 KOHTPOJIS

HpOBepKa HCITIO/THeHUA HOpyquI/Iﬁ PYKOBOAUTEJIA B YCTaHOBJIEHHBIﬁ CpOK

[peaymipexxieHue COTPYJHUKOB 00 MCTeUeHWH CPOKa UCTIOHEeHHs TIOpyYeHu i
PYKOBOJMTEJIS

duKcalys UCTIOTHEeHUS TTOPyUeHU

CocTaByieHre 0TUETOB U aHA/IMTUUECKUX CITPABOK O BBIMO/THEHWH TTOPyUeHul 1
pelleHu pyKOBOJUTe IS

HeobOxopumbie ymeHust

Bectu CpOKOBYIO KapTOTEKY

Bectu YUeTHbI€ DETUCTPALIMOHHbIE Cl)OprI, HCII0J/Ib30BATh UX AJIA paGOTLI 110
KOHTPOJIIO UCTIO/THEHUSA HOpy‘JEHI/Iﬁ PYKOBOAUTEJIA

PaboTaTth C HH(i)OpM&L[HEfI 10 KOHTPOJIKO, CUCTEMATHU3UPOBATL €€ U
MpeACTaB/IAThL B BUA€ CBOAHBIX JOKYMEHTOB

Vcnosib30BaTh cpefcTBa KOMMYHUKALIMY JJ1s Tlepefjaud [Iopy4YeHnu
PYKOBOJMTEJIS

Hcronb3oBaTh cOBpeMeHHbIe cpeZicTBa cbopa 1 00paboTKM KOHTPOJIbHOMN
vH(popMaLmu

HpI/IMEHHTL I/IHQJOPMaL[I/IOHHO-KOMMYHI/IKEIL[I/IOHHBIE Te€XHOJIOT'NH

OHEHHB&TI) pe3y/bTaThl B paMKaX INOCTABJIEHHBIX 3aa4

Ocy1ecTBATh KOHTPOJ/Ib UCIIO/THEHHS TIOPYYeHUN PYKOBOAUTE S
COTPYJHUKaMH

Heobxoqumble 3HaHUs

OO01e TpebOBaHUS K CPOKAM HCTIO/THEHUS IOKYMEHTOB Y KOHTPOJ/IbHBIM
GYHKIUAM CITy>KObI IOKYMEHTALIMOHHOTO 00ecrieueHust

[TpuHLMTBI, CTIOCOOBI MHGOPMUPOBAHHS COTPYAHHUKOB

OTHKaA JIeJIOBOr0 OOIIeHHUsS

YmpaBsieHuecKasi CTPyKTypa OpraHu3al{iy, PyKOBO/JCTBO OpraHM3alu, 06pasLipl
MOJIIMCeN PYKOBOJSAIIMX COTPYAHUKOB, KDYT MX ITOJTHOMOUUM U OTpaHUYeHUs
30H UX OTBETCTBEHHOCTHU

JloKanbHbIe HOPMATHWBHBIE dKThl OPraHKW3dlllN

Oco0ble yc/ioBUS JIOTTyCKa K
pabore

[pyrue xapakTepucTUKU

3.3.8. TpypoBas pyHKIMA

HaumeHoBaHue

IMpoucxoxaerre 06001IeHHOH
TPY/10BOM HyHKLIH

Opranusanus 1 nojjepxaHve
HKIIMOHA/ILHOTO pabouero YpoBeHs
dyHKy pabo: Kon | C/08.6 b 6
MPOCTPaHCTBa TIPUEMHOMN 1 KabuHeTa KBa/IM(HKALH
PYKOBOAUTEIA
3avMCTBOBaHO U3
OpuruHan X 447
OpHUTHHasa
Koz PerucrpalvoHHbIN HOMep
OpUrHHa rpogeccroHaabHOT0
a CTaHJapTa

TpyzoBble felcTBuUs

ObGecrieuenue pabouero Mecta pyKoBOJUTe IS HEOOXOUMBIMHU CPe/ICTBAMU
OpraHu3al[MOHHON TeXHUKH, KaHLeIIPCKUMU TTPUHAJIEXKHOCTIMU




OpraHu3aliys IpuemMHO# ouca B COOTBETCTBUU C TPeOOBaHUSIMU 3PrOHOMUKU U
KYJIbTYpbI TPyJa

Opranusanysi 0opopMeHUsl HHTepbepa NPHUeMHOW PYKOBOAUTEJIs

O6opyoBaHKe pabouero MecTa OPrTeXHUKOM, TTepCOHATbHBIM KOMITBIOTEPOM,
BCIIOMOTaTe/ILHOU TeXHUKOU

Opranusauys 060py/10BaHus TPUEMHOUM CCTeMaMH XpaHeHusl, He0OXOAUMBbIMU
nprcrocobeHnsIMU, obecrieueHrs1 KaHLe/ITPCKUMHE TTPUHA/|TeXKHOCTSIMU

ObecrieyeHne XpaHeH!s ¥ 3aMeHbI PaCXOHbIX MaTepHasIOB, IOBCEAHEBHBIN
YXOZ, 38 OPITeXHUKOMN

3aka3 KaHIIe/IAPCKHUX TOBAPOB, TMTHEHUUYECKHNX TOBAPOB, IIPOAYKTOB IMUTAHUA

Heobxogumble ymeHUsI

Co3paBarh ycoBusi, obecrieurBatoiiye 3¢hheKTUBHY0 pPaboTy PYKOBOJUTES

[TpyMeHATb B COOTBETCTBUY C Ha3HAUEHWEM CpPe/iCTBa OpPraHM3aLOHHON
TeXHUKH, KaHLIeJIspCKUe NPHUHa//1eXKHOCTH

OcHarjats pabouee MeCTO PyKOBOJUTESI U CBOe pabouee MeCTO HeOOXOUMbIM
obopyjoBaHrEM

Ocy11ecTBAATh 3aMeHy PacXOJHbIX MaTepUasIoB, yX0/ 3a OPrTeXHUKON

KOHTpOJII/IpOBaTL COCTOsiHHME U TIOIIOJIHATL 3alldChl KAHLE/IAPCKUX TOBAPOB,
CpeaCTB Ir'MrvueHsbl, IPOAYKTOB ITUTAHUSA

HeobOxoaumble 3HaHUS

TpeboBaHUs OXpaHbI TPY/ja, POU3BOICTBEHHOM CAaHUTapUH, TIPOTHUBOIOXKAPHOM
3aLLUThI

OCHOBBI NPaBU/ILHOW OpPraHU3al[X TPY/ja U METO/IbI MIOBBIIIEHHS €T0
3¢ deKTUBHOCTU

OCHOBBI 9prOHOMUKH 0rca U (GJIOPUCTUKU

CraHzapThl U peKOMeHjaliy 1o 000py/[0BaHKI0 O(PUCHBIX MTOMeLeHUI

CocTaB OpraHu3allMOHHON TEXHUKH, ee YCTPOMCTBO U MOPSAOK paboThl ¢ Helt

Oco0bble yc/IoBUs JI0TTyCKa K
pabote

[pyrue xapakTepucTUKU

3.3.9. TpypoBas ¢pyHKIusA

Pa3paboTKa /10Ka/IbHBIX HOPMaTHUBHBIX

HavMeHOBaHMe | aKTOB, PErJIAMEHTUPYIOIIUX paboT Kog C/09.6 YpoBeHb 6
P PYIOIX p y ’ KBa/mMuKaum

cekpeTapsi

IMpoucxosxzerre 06001IeHHOH 3alMCTBOBaHO 13
P u)K’q B OpuruvHan 447
TPYZOBOH QYHKLUH OpUrvHama
Kon PerucrpaliioHHBI HOMep
OpUTHHA npo¢heCcCHOHANTBHOTO
a CTaHJapTa

TpyzoBbIe eHCTBUSA

Pa3paboTka JO/DKHOCTHON MHCTPYKLIMHM CeKpeTapsi

Pa3paboTKa 1oJioykKeHust 0 ceKpeTapuaTe

Pa3paboTKa WHCTPYKLIUH TI0 [e/I0NIPOU3BO/ICTBY

HeobOxopumbie ymeHust

CocTaBnaTh ¥ 0OPOPMJISITH OpPraHU3al[MOHHbIE U MeTOJUUYeCKre TOKyMEeHTbI

Pe,[[aKTI/IpOBaTL TeKCThI CJ'Iy>K€6HLIX AOKYMEHTOB

PaboTath Co BCell COBOKYITHOCTBIO MH(OPMAI[MOHHO-A0KyMeHTal[MOHHBIX
pecypCcoB OpraHv3aluu

[Tosp30BaThCst 6a3aMu JAHHBIX, B TOM YHCJIE y/jaleHHO

Hcnonb3oBaTh CITPABOYHLIE TIPAaBOBbIE€ CUCTEMBI




PaboTaTh C KOMITbIOTEPOM, KaTajioramu (TarnkaMu) U ¢aiiaMu, CKaHepom

[Tosib30BaThCst OPUCHBIM TTAKeTOM (TEKCTOBBIN pejakTop, TabHIbI)

[Tonb3oBaThcsi neprdepruitHbIMU YCTPOMCTBAMU U OPTTEXHUKOU

[Tosib30BaThCSl 3/1EKTPOHHOM MOYTOM

[Tonb30BaThCsl CUCTEMaMHU 3/IEKTPOHHOTO JOKYMeHT0000poTa

HeobOxopymbie 3HaHUS [TpaBOBBIE OCHOBBI yIpaB/eHuUs (OCHOBbI JMUHHUCTPaTUBHOIO, TPYZ0BOTO U
TPa’KJaHCKOrO MpaBa)

HopmatrBHbIe TIPaBOBBIE aKThl, HOPMaTUBHO-METOJUUECKHE TOKYMEHTHI,
roCy/JapCTBeHHbIE CTaH/IapPThI, OTIPe/IeISIOIHe MTOPSJ0K JOKYMEHTAI[UOHHOTO
obecrieueHust yripaB/ieHUsS

CTpyKTypa, PyKOBOACTBO CTPYKTYPHBIX IO/[pa3/esieHni, 00pa3iibl oAIcein
JIULI, UMEIOLMX NPaBo MOJNUCAHNS U YTBEPK/IeHUs JOKYMEHTOB, U
OrpaHUYeHUs] 30H UX OTBETCTBEHHOCTH

[TpaBua JOKyMeHTal[MOHHOTO obecrieueHus JesiTe/TbHOCTA OpTraHU3al[uu

[Topsigok paboTkl C JOKYMeHTaMH1

TPE6OBaHI/IH, rnpeabdaB/isieMblIe K JOKYMEHTaM B COOTBETCTBHMM C HODMATHBHBIMU
IIPpaBOBLIMHU aKTdMHU U I'OCYAdpPCTBEHHBIMU CTAHAAPTAMU

[TpaBuna cocTaB/eHUs] OpraHy3alMOHHbIX JOKYMEHTOB (TI0/I0)KEeHUH,
VHCTPYKLIMH, perjaMeHTOB)

BI/I,IIBI AOKYMEHTOB, X Ha3HaUeHHEe

OCHOBBI JOKYMEHTHOW JTMHTBUCTUKU

TpeboBaHusi 0XpaHbI TPy/a

Oco6ble yc/IoBUS AOITyCKa K
pabore

Jpyrue xapakTepyuCTUKU -

3.3.10. TpyaoBas ¢pyHKIus

Cocras/ieHre U oopMIeHUe YpoBeHb
HaumenoBatue . bop Kog C/10.6 P 6
yIIpaB/IeHYeCKOU JOKYMEeHTalluu KBa/M(UKaLH
IIpoucxosaeHne 0000IeHHOM 3aMMCTBOBAHO M3
P A . OpuruHan X 447
TPYZAOBOU (HyHKIUH OpHUrHHasa
Koz PerucrpauyoHHbIN HOMep
OpUTHMHa npogeccroHaNIBEHOTO
a cTaHziapTa

TpyzoBbIe feliCTBUS CocraB/ieHre MPOEKTOB PACHOPSiAUTENbHBIX (MPUKa3bl, PaCliOpsbKeHUs) U

HMH(OPMaLIMOHHO-CIIPABOYHBIX I0KYMEHTOB (C/1y>keOHble M1chbMa, CIIpaBKHy,
JOKJIa/iHbIe U CITy>KeOHbIe 3aICKi)

ITeuaTh C]'Iy>K€6HbIX AOKYMEHTOB 1M MaT€pPHAJ/IOB

Pa3MHOXeHue CJ'IY)KEGHI:»IX JOKYMEHTOB

KoHTponb NpoxoskeHus JOKyMeHTOB B OpraHu3aluy (CorjaacoBaHue,
MO/IIICaHMe U yTBep)KeHNe JOKyMeHTa)

HeobOxopumbie ymeHust PejakTHPOBaTh TEKCTHI CTY>KeOHBIX JOKYMEHTOB

[MTonb3oBaThCst YHUGUIIMPOBAHHBIMY (hOPMaMU JIOKYMEHTOB

OdopmsisaTe KaccoBble (PMHAHCOBBIE JOKYMEHTHI U JOKYMEHTHI 10 YYeTy
HaKJIaJIHbIX PacX0/l0B

[TeyataTh Cny>keOHbIE JOKYMEHThI

[Tonb30oBaThCs NepudepuitHbIMUA yCTPOMCTBAMU 1 OPTTEXHUKOU




PaboTaTh C KOMITBIOTEPOM, CKAaHEPOM

[Tosib30BaThCst OPUCHBIM TTAKeTOM (TEKCTOBBIN pejakTop, TabHIbI)

[Tosib30BaTHCS 37IEKTPOHHOM MOYTOM

ITonb30BaThCS CUCTEMaMU 3JIEKTPOHHOT'O AOKYMEHTOO6OPOT<’:1

ObGecreurBaTh 6€30MACHOCTD /AEATELHOCTH OpPraHU3aLuy

Heobxoqumble 3HaHUS

[TpaBOBBIE OCHOBBI yIpaB/eHuUs (OCHOBbI JMUHHUCTPaTUBHOIO, TPYZ0BOTO U
X035IMCTBEHHOI 0 MpaBa)

CTpyKTypa opraHu3aliii, pyKOBO/ICTBO CTPYKTYPHBIX T0/[pa3/ieieHuH, 06pasiibl
MOZNUCEN JIUL, UMEOIIUX MPaBO NO/IMCAHUS U YTBEPXKAEeHUs JOKYMEHTOB, U
OTrpaHUUEeHUs 30H UX OTBETCTBEHHOCTHU

[TpaBuIa OKyMEHTAI[MOHHOTO 0becrieueHus JesiTe/TIbHOCTA OpTraHU3al[uu

[TopsioK paboThI C JOKYMEHTaMU

TPEGOBaHI/IH, npeabaB/deMbIe K JOKYMEHTaM B COOTBETCTBUH C HOPDMAaTHBHBIMHA
IMPpaBOBbBIMHU dKTdMHU U I'OCYAdPCTBEHHBIMU CTAHAAPTAMU

Bubpl JOKYMEHTOB, UX Ha3HaueHHe

[TpaBuna corsiacoBaHus JOKyMEHTOB OpraHr3aluu (BHyTPEHHET 0 U BHEIIHer0)

HpaBHna MoAINMUCaHUA U YTBEPXXIAEHUA JOKYMEHTOB

[TpaBusa coctapyieHus U opopmieHUs: UHGOPMALMOHHO-CITPABOUHBIX,
yTpaB/ieHYeCKUX JOKYMEHTOB U CIYKeOHBIX MHCeM

OCHOBBI AOKYMGHTHOﬁ JIMHI'BUCTHUKHU

[IpaBusa pyccKoro si3plka

TpeboBaHusi 0XpaHbl TPya

Oco6ble yc/IoBUS AOITyCKa K
pabore

Jpyrue xapakTepyuCTUKU

3.3.11. TpyaoBas pyHKIus

HanmeHoBaHue

Oprasusanusa a60TbI C IOKYMeHTaMU B
p UI-I p HAOKY Ko C/11.6 YpoBeHb 6
NIPUEMHOM PYKOBOJUTEJIsI KBanM(UKaLn

IMpoucxoxaerre 06001IeHHOH
TPY/10BOM HyHKLIH

OprruHan X 3aMMCTBOBaHO 13 447
OpUrMHasa
Koz PerucrpalvoHHbIN HOMep
OpyruHasl rpogeccroHaabHOT0
a CTaHzapTa

TpyzoBbIe elCTBUSA

[TonyueHue, npeABapuTebHOE PACCMOTPEHME M COPTUPOBKA MOCTYNAOIINX B
TIPUEMHYIO PYKOBOJUTEJISI JOKYMEHTOB

HpOBepKa KOMITJIEKTHOCTH MOCTYIIdIOIMX B IPUEMHYI0 PYKOBOAUTEJIA
AOKYMEHTOB

HOAFOTOBKa AOKYMEHTOB [ijI1 paCCMOTDPEHKA DYKOBOJUTEIEM

Yuet JOKYMEHTOB, IMOCTYIIAIOIIKWX Ha UMA PYKOBOAWTE/IA

OpFaHI/IBaL[I/IH JOCTaBKH JOKYMEHTOB WCITO/THUTE/IAM

Co3zganue 1 BefieHHe 6a3bl JaHHBIX JJOKYMEHTOB PYKOBOUTEIS

Begenne nH(pOpMaIiMOHHO-CITPABOYHOM pabOThI

HeobOxopumbie ymeHust

PaboTaThb ¢ BXOJsILeH, UCXOAsIIel, BHYyTPEHHeH JOKyMeHTalen

ITonb30BaTLCSA cCCTEMaMU 3JIEKTPOHHOT'O I,I[OKYMEHTOOGOI)OT{:I AJid peTuCTpalivu,
KOHTPOJIA JOKYMEHTOB 1 I/IHCbOPMaL[I/IOHHO—CHpaBOT—IHOI\/JI pa60TbI C JOKYMEHTaAMU

HpI/IMeHHTb I/IH(l)OpMaL[I/IOHHO—KOMMYHI/IKaL[I/IOHHLIe TEXHOJIOTMH [JId paGOTBI C




AOKYMEHTaMU

[TpuMeHATH MpaBuU/ia PyCCKOTO si3bIKa

HpI/IMEHHTb HaBBIKM CKOPOCTHOT'O IMMMCbMd

CocTaBngaTh U O(i)OpMJIHTI—; JIOKAJ/IbHbI€ HODMATHBHbIE€ dKTbI

HeobxoyMble 3HaHUS HopMaTHBHBIE PaBOBbIE aKThl, HOPMAaTUBHO-METOJUUECKHe JOKYMEHTHI,
rOCyZlapCTBEHHBIE CTaH/IAPThI, OTIPE/IEISIOIINE TIOPSA0K J0OKYMEHTAllMOHHOTO
obecrieueHus yripaB/ieHUsI

CTpyKTypa OpraHu3alyu, pyKOBOJCTBO CTPYKTYDPHBIX TIO/pa3/iesieHUi

CoBpeMeHHbIe HH(OOPMAIMOHHBIE TEXHOIOTUH PabOThI C JOKYMEHTaMHU

[Topsiiok paboThI C JOKYMEHTaMH, CXeMbI JOKyMeHT0000poTa

[TpaBua paboThI C BXOASIIUMU, UCXO/AIIMMHU U BHYTPEHHUMU I0KyMeHTaMU

[TpaBusia opraHM3alii KOHTPOJIST UCTIOTHEHHUSI JOKYMEHTOB U TUIIOBbIE CPOKU
WICIIO/IHEHUS JOKYMEHTOB

[TpaBu/a cocTaBIeHUs] aHATMTUYECKUX CITPABOK T10 OpraHU3al[iu paboThI C
JIOKyMeHTaMH ¥ KOHTPOJIFO UCTIO/IHEeHUS JOKYMEHTOB

[TpaBua co3manus v BeJileHUs1 0a3 JaHHBIX C/Ty>KeOHBIX IOKYMEHTOB B
OpraHu3aluu

Cucrembl 37IEKTPOHHOTO ZIOKyMeHTOOOopoTa

CucreMbl CKOPOCTHOI'O IMMCbMad

TpeboBaHusi oxpaHbl Tpy/ja

Oco0bble yc/1oBUs JIOTTyCKa K
pabote

[pyrue xapakTepucTHUKU

3.3.12. TpyaoBas pyHKIUsA

Opranuzaiys XxpaHeHus JOKYMEHTOB B YpoBeHb
HaumeHoBaHme p U]—l p AOKY. Kog C/12.6 P 6

TIPUEeMHOM PYKOBOJUTeIS KBa/IM(HKALH
IMTpoucxoxzenre 0600111eHHOMH 3auMCTBOBaHO U3

P A . Opurunan X 447
TPYZ0BOM (DyHKLIU OpUrMHana
Kog, PerucrpalioHHbIN HOMep
OpHUTHHas rpodecCHOHaTBHOTO
a cTaHzapTa

TpyzoBble felcTBUs Pa3paboTka pa3zie/ioB HOMEHK/IAaTyphl ZieJl OpraHu3aium

®dopmupoBaHue U oopMiieHHe [iefT TIOCTOSIHHOTO, [I0JITOBPEMEHHOT'0 XpaHeHHs

HOAFOTOBKa U 1riepeiayad eyl B apXvB OpraHr3aljvn

Heobxopumbie ymeHust Pa3pabaTbiBaTh HOMEHK/IATYPY Zie/1 OpraHu3alii C yYeTOM HOPMaTUBHO-
MeTOUYeCKUX JOKYMEHTOB

Vicnionb3oBaTh HOMEHK/IATYPY Ze/1 IPU U3yUYeHUM CTPYKTYPhl OpraHu3aliiu,
COCTaBJIEHUM ONMCeH Jie

dopmupoBaTthk U 0OPMJISITH Jie/la B COOTBETCTBUU C YTBEPIKAEHHOU
HOMEHK/IaTypOM [ies1 OpraHu3aLuu

ObecrieurBaTh COXPAHHOCTb JOKYMEHTOB OpraHU3aliiu

HpOI/IBBO'E[I/ITb MOAroTOBKY A€l AJid repegadyr B dpXUB

[TpumeHsTH MHGOPMALIMOHHO-KOMMYHHUKAI[MOHHBIE TeXHOJIOTUH /1JIsi pabOThI C
JIOKyMeHTaMH

HEO6XO,Z[I/IMI)I€ 3HaHUA HOpMaTI/IBHbIe IMMpdBOBbI€ dKTbl, HODMdTUBHO-METOAUYECKHE NOKYMEHTEI,
rocyapCTBeHHbI€ CTAHAdPThI, OIMpeAe/Iatonire IopAaa0oK JOKYMEHTALIMOHHOI'O




obecrieueHust yripaB/IeHUsT

Buzipl HOMeHK/IaTyp, o01ie TpeboBaHUSI K HOMEHK/IaType, MEeTOAUKA ee
COCTaB/IeHUsI U 0popM/IeHUS

[Mopsinok ¢popmupoBaHus U 0hopmIieHus Aesl C yKa3aHUeM CrieliurKu
(hopMHpOBaHKs OT/e/IBbHBIX KaTeropui siein

[TpaBuia xpaHeHus fies1, B TOM YUCIIe C JOKyMeHTaM{ OrPaHUYeHHOr0 J0CTyIa

HpaBHna BbI/IaUM W UCITI0/Ib30BAHWA JOKYMEHTOB M3 C(l)OpMI/IpOBaHHbIX Aen

TpeboBaHusi oxpaHbl Tpy/ja

[IpaBu/a MOATOTOBKM M MepejiauM /el B apXUB OpraHu3alyn

Oco0ble yc/1oBUS JOITyCKa K
pabore

[pyrue xapakTepucTHUK1 -

3.3.13. TpyaoBas ¢pyHKIus

ObGecrieueHrie pyKOBOAUTEJIS YpoBenb
HaumeHoBaHue Upy A Kog C/13.6 P 6

nHpopMariyei KBa/MHKaL1K
IIpoucxoskaeHue 06001eHHOM 3aMMCTBOBAHO U3

P U)K'q n OpuruHan X 447
TPYJOBO# OyHKIIHM OpUrHHama
Kog, PerucrpaljioHHbIit HOMep
OpHUrMHas nipodeccroHaNBEHOTO
a cTaHjapTa

TpyzoBbIe elCTBUSA Cb6op u nepepaboTka HHPOPMAIMM, HEOOXOJUMOM /ISt PUHSATUS 000CHOBAHHBIX

yIpaBJeHUeCKUX peLeHn

[TpoBepKa AOCTOBEPHOCTH, TIOJTHOTHI U HEITPOTUBOPEUUBOCTH JJAHHBIX,
WCKJ/TIOYeHne ay0MpoBaHust MHGOpMariin

[TpemocTap/ieHre AaHHBIX B AMHOM U YA0OHOM Jj1sl BOCTIpUSITUS (popmare

BrisiBieHre HarOoJ/iee 3HAUMMBIX KPUTEPHEB CHCTeMaTU3aliui nH(opMariuu Jjist
co3zaHus 6a3 JaHHbIX

dopmMUpoBaHue U UCTI0/Ib30BaHue 0a3 IaHHBIX B OpraHM3aLul

HeobOxoaumbie ymeHust OcymectBasTs c6op, 06pabOTKy ¥ aHa/ M3 UHPOPMALK B COOTBETCTBUH C
TpebOBaHUSIMU KPAaTKOCTH, YeTKOCTH (pOPMYTUPOBOK, CBOEBPEMEHHOCTH
TMOCTYTIIEHHsI, TOYHOCTH U [JOCTOBEPHOCTH, ONTHMa/TbHOCTH CHCTeMaTH3aliH,
HernpepbIBHOCTU cO6opa 1 00paboTky MHGOpMALUH

Ocyl11ecTBAATb PETUCTPALIMIO, HAKOIIJIEHHe U Tiepefjauy, CCTeMaTU3MPOBaHHOe
XpaHeHue W Bbilauy UHpOopMaLuu B TpebyeMoii hopme

CocTaB/gTh U O(bOpM]IHTI) CBOJIHbIE, OTYETHbIE, CTATUCTUYECKHE NOKYMEHTLI

OcyectBasTh 00pabOTKY M CTPYKTYpHpOBaHHe WH(opMaluu, oopasyst
MH(OpPMaLIMOHHbIE PeCypChbl

BBO,ILI/ITI) HOBbI€ [IaHHEIE B CHpaBOqHO-I/IHCl)OpMaL[I/IOHHbIe CHUCTeMBbI

BBO,Z[I/ITB B ITaMATb KOMIIBIOTE€PA 3/IEKTPOHHEIE 06pa3bl JOKYMEHTOB

HpI/IMEHHTb HaBbIKM CKODOCTHOI'O ITMCbMa

HpI/IMEHHTb HaBBbIKH 3alTMCH U paCLHI/Iq)pOBKI/I TeKCTa

Ncnons3oBaTh COBpEMEHHBbIE TEXHHUYECKHE CPeNCTBA B obslactu CKOPOCTHOTI'O
II1UCbMd

[Tpou3BoOANTH MOWCK MH(GOPMALIUK B CYIIECTBYIOIMX 0a3axX AaHHBIX, BECTH
MH(OPMaIMOHHO-CTIPABOYHY0 PabOTy Ha OCHOBE pa3MYHbIX KOMOWHALWIMA
TOWCKOBBIX [IPU3HAKOB




HpI/IMEHHTb I/IH(bOpMa]_[I/IOHHO-KOMMYHI/IKEII_II/IOHHI)IG TeXHOJ/IOTHU1

Heob6xovMbie 3HaHUS OcobeHHocTH (hOPMHUPOBAHKS BHELITHUX ¥ BHYTPEHHUX MH(OPMAIIMOHHBIX
TIOTOKOB

CocTaB BHeIIHUX UH(POPMAaLIMOHHBIX [TOTOKOB

Cocran BHYTPEHHUX I/IH(l)OpMaL[I/IOHHBIX ITIOTOKOB

CTpyKTypa opraHu3alyu 1 MopsiZioK B3auMO/IeHCTBUS TO/[pa3/ieieHuit U Cy»K0

OcobenHocty hopMUpOBaHUst 0a3 JaHHBIX B OPraHU3aIvu

CoBpeMeHHbIe HayUHbIe METO/bl U TEXHUUECKHE CPe/ICTBa, CITI0OCOOCTBYOIIHE
cbopy, 06paboTKe, COXpaHEHHIO U Mepejaue HHPOPMAaIMOHHBIX TIOTOKOB

Mertoib1 06paboTKK MHGOPMAaLUY C TIPUMEHEHHEM COBPEMEHHBIX TEXHUUECKUX
Cpe/iCTB KOMMYHUKALIU U CBSI3U, BBIYMCJIUTE/ILHOM TEXHUKU

CucreMbl CKOPOCTHOI'O IMMCbMa

OCHOBBI TIPOrpaMMHOT0 00ecrieueHusI ¥ 0(hHMCHOTO 000PY/[0BaHHS B 00/1aCTH
CKOPOCTHOT'O TIMChMa

TpeboBaHust 0XpaHbl TPy/ja

Oco0ble yc/ioBus OITyCKa K
pabore

Lpyrue xapakTepyuCTUKU

3.3.14. TpyaoBas pyHKIus

Opranusanysi THPOPMaLMOHHOTO

B3aKMMO/IeICTBUSI PYKOBOJUTETS C YpoBeHs

HaumenoBaume Kop, C/14.6 6
ro/ipasie/leHHsIMUA U 0/PKHOCTHBIMU KBa/TMHKALIH
JIMLIaMH OpPraHyU3aliin
IIpoucxokaeHne 006001eHHOM 3aMMCTBOBAHO U3
P A . Opurunan X 447
TPY/I0BOM DyHKIUM OpurHHaia
Kon PerucrpaiiioHHbI HOMEp
OpWIMHa npodeccroHaIbHOrO
a CTaHJapTa
TpyoBble feliCTBUS WudbopmupoBaHue pabOTHUKOB OpPraHU3aliiy O PeIIeHHsAX PYKOBOIUTE IS

Opranu3anysi oOMeHa HHpOpMalLel Mexy ro/ipa3zie/eHus MU 1
JIO/DKHOCTHBIMU JIULIAMM OpTraHU3aLun

OnogeitiieHre pabOTHUKOB O TIPEJCTOSIIIAX MEPOTIPUATHSIX

Opl"aHI/IBaL[I/IH BCTpeU TPYAOBOT'O KOJIJIEKTUBAd C PYKOBOJACTBOM

WudopmupoBaHue pykoBoauTesst 06 oOpalljeHHsIX COTPYAHUKOB TI0 pabouuM 1
JIMYHBIM BOIIpOCaM

HEO6XOAI/IMBIQ YMeHUA Hcnonb3oBaTh COBpeMEHHbIE€ TeEXHOJ/IOTUH C6opa U 1riepeavyu I/IH(bOPMaL[I/II/I

OcyiecTBasTh CO0p U MepepabOTKy WHGMOPMAaLK, HeOOXOAUMOM Jjist
JleATeTbHOCTA PYKOBOZAUTETISI

Ocy111eCTBASTh CUCTEMATU3ALIMIO TI0/TyUaeMbIX U Iepe/laBaeMbIX JaHHBIX

Ocy111ecTBAATH IPOBEPKY 0CTOBEPHOCTH, MOJIHOThI ¥ HEIPOTUBOPEUMBOCTH
JAHHBIX, UCK/TIOYeHHe AyOrMpoBaHust MH(OpMaLu

[TpeacTaBasTh JaHHBIE B €IMHOM U Y00HOM /11 BOCTIpUSITHS (hopmaTe

MHOTroKpaTHO MCIO/H30BaTh TIOYYeHHYH UH(OPMAIIHIO, TIOCTOSTHHO OOHOBJISATh
JlaHHbIe

Ob6ecrieurBaTh OTMEPaTUBHOCTb WH(MOPMALIMOHHBIX TTIOTOKOB

PaboTaTb ¢ KOMIIBIOTEPOM, MCII0/Ib30BaTh OQUCHBIH MakKeT (TeKCTOBBIN




pelakTop, TabJIUI[bI)

Heobxoaumble 3HaHUS

HopMaTuBHbIe 1paBoBbie aKThl, HOPMaTUBHO-MeTOIUYECKHE TOKYMEHTHI,
rocy/lapCTBeHHbIe CTaHapThl B cdepe JesiTe/IbHOCTA OpraHU3aliun

CTpyKTypa opraHu3aliyy, pyKOBO/CTBO CTPYKTYPHBIX IIOJpa3/ie/leHui,
HarpaB/ieHus esATeIbHOCTH OpraHu3aliiy U KOMIIeTeHL[UU CTPYKTYPHbIX
TN0/ipas/ie/IeHrH U I0/PKHOCTHBIX JIUL]

Knaccudukaius ynpasieHueckoi HH(GOPMAaIUH, BUbI YITPaBIeHUeCKOU
vHdopMalu

DopMblI Npe/icTaB/IeHNs yIpaBaeHYecKoi UH(opMaLuu

VIcTOUHMKY yTipaB/ieHueCcKOW HHbopMaLin

Mertozvika 0T60pa HCTOYHUKOB MH(POPMAaLIU

TpeboBaHwusi, MpebsiB/isieMble K YIIpaB/ieHUeCKOW HHPOPMAaLN

TpeboBaHusi 0XpaHbI TPy/a

Oco0bble yc/ioBUs JOTTyCKa K
pabote

[pyrue xapakTepucTUK1

3.4. O6001enHas TpyaoBas pynkius «THpopManoOHHO-aHA/TUTHYECKAsA U OPraHU3al[HOHHO-
a/iAMMHUCTPATUBHAA NOA/lePIKKaA /ieATe/IbHOCTH PYKOBOMTE/ISl OPraHu3aiumn»

HanmeHoBaHue

[TpoucxosxaeHre 06001IeHHOM
TPyZAOBOM (HyHKIUU

VHpopMallMOHHO-aHaMUTHIecKas 1
OpraHu3aLMOHHO-aJMUHUCTPAaTUBHAA YpoBeHb
Kop, D 6
MOoAAeprKKa JeATeTbHOCTU PYKOBOAUTe I KBa/MUKaLH1
OpraHu3aLuu
3aMMCTBOBaHO U3
OpuruHan X 447
OpUrMHana
Kog, PerucrpaljioHHbIit HOMep
OpUrMHa nipodeccroHaNBEHOTO
a cTaHzapTa

Bo3MoykHbIe HaMeHOBaHUsI
JOJDKHOCTeH, rpodeccuii

[TomoUHUK pyKOBOAUTENS

TpeboBaHus kK 006pa30BaHHUIO
1 00y4eHuto

Beiciiee obpa3oBaHue - 6akasaBpuaT

W

Briciiee o6pa3oBanue (HempoduibHOE) - 6aKasaBpuaT U OTIOTHUTETEHOE
npodeccroHabHOe 0Opa3oBaHuUe 10 AOTIOTHUTEIbHBIM PO eCcCOHaTbLHBIM
TporpaMMam MpodecCHoHaIbHOM Mepero/iroTOBKU T10 MPOGUII0 JesTeTbHOCTH

TpeboBaHMS K OIBITY
TIPAKTUUeCKON paboThI

He meHee Tpex /1ieT 10 opraHM3aLMOHHOMY, JOKYMEHTal[MOHHOMY U
“HGbOPMAaLIMOHHOMY 00ecrieueHH 0 JiesiTe/TbHOCTA PYKOBOJUTESIsI OpraHu3aLiu

Oco0bble yc/ioBHs OTTyCKa K
paboTe

Lpyrue xapakTepuCTUKU

[JomnonHuTenbHbIe XapaKTePUCTHUKU

HanmeHnoBaHue AOKYMEHTa

HanmeHoBaHue 6a30BOM TPYIIIbI, AO/DKHOCTH (TIpOdeccrm)

Koz
WY CIleliuabHOCTH

OK3

3343 AJJMUHUCTPATUBHBIA ¥ UTHOW UCTIOJTHUTE/IbHBIN
Cpe/IHeTeXHUUeCKUU repCcoHat

ETKC nmu EKC

CexpeTapb pyKOBOJAUTEJIS




OKIIOTP 26341 CexpeTapb pyKOBOAUTEJIS

OKCO 2016 7.46.03.02 [ OKyMeHTOBeijeH’e U apXUBOBe/eHue

3.4.1. TpypoBas GpyHKIMA

d®opmMrpoBaHue HHGOPMALIMOHHOTO
o YpoBeHb
HaumeHoBaHHe B3aUMO/,eUCTBUS PyKOBOJUTEIS C Kop D/01.6 6
KBa/MUKaLUA

OpraHr3aljusiMH

IMpoucxosxzenue 0600111eHHOMH 3auMCTBOBaHO M3
P A . Opurunan X 447
TPYJOBOH (QYHKLIM OpWTHMHana
Koz PerucrpauioHHbIN HOMEp
OpHUTHHA npo¢eCcCOHANBHOTO
a cTaHjapra

pr'Z[OBbIe AEﬁCTBHH OT6OP MCTOYHHKOB I/IH(I)OPMaL[I/II/I B COOTBETCTBUHU C 3d/JdHHBIMH KPpUTEPUAMHU

O6paboTKa 1 UHTEprpeTaLys HHOPMALX /IS TTOJTOTOBKH ITPOEKTOB pelleHri

[ToaroroBka 3arpocoB IO MOPYYeHHI0 PYKOBOJUTEISI Ha MOIyueHue
JIOKYMEeHTOB ¥ MH(OpMaLY B OpraHax rocyZ,apCTBeHHOU BJ/IaCTH M yIpaB/ieHus],
00111eCTBEHHBIX OPraHU3alUsIX U M0JyueHre COOTBETCTBYIOIIMX UH(MOpMALUU U
JIOKyMEHTOB

WHpopMUpoBaHUe PYKOBOAUTES O pe3y/ibTaTaX PaCCMOTPEHHSI 3aripOCOB U
obparteHuii

OpraHu3aliysi pelieHus: BOTIPOCOB, He TPeOYOL[UX HeloCpeACTBEHHOTO yUacTusl
PYKOBOJUTEJISI

[ToaroTroBKa MaTeprasnoB JJisi y9acTHsl PyKOBOAUTES B paboTe pa3IMUHbIX
CTPYKTYP B COCTaBe roCy/lapCTBEHHbIX ¥ MYHULUIIAbHBIX OPraHoB,
00I111eCTBEHHBIX OpraHU3alvii

[ToAroToBKa JOKYMEHTOB /I/1s1 3aK/TFOUeHUsI COTJIallleHuid 0 COTPYAHUUEeCTBe C
Jle7IOBbIMU MMapTHepaMu

VHdopmupoBaHue [1eN0BbIX TapTHEPOB U 3aMHTepeCOBaHHbIX OpraHU3alyii 0
pelleHNsIX PyKOBOZUTEISI B XO/ie BBIIIOJIHEHUsI COTJIallleHUi

Heobxomymbie ymMeHUs AHanmu3upoBaTh U 0TOMpPaTh UCTOUYHUKHU UH(MOPMAIMK B COOTBETCTBUHU C
KPUTEPUSIMU TIOJTHOTBI, IOCTOBEPHOCTH, CBOEBPEMEHHOCTH TIPeJOCTaB/IeHUS
vHpopmaiuu

CobupaTh, 00pabaThiBaTh U aHAJTHU3UPOBATh MH(OPMALIIO B COOTBETCTBUH C
3a/laHHBIMU TPeOOBAHUSIMU

[TepenaBath MH(OPMALMIO B CUCTEMAaTH3UPOBaHHOM BHJle

OO6pabaThiBaTh ¥ CTPYKTYPUPOBATh UH(OPMaL[HIO, 00pa3yst MHGOPMAaILMOHHbIE
pecypchbl

[Tpou3BOAUTh MOMCK MH(GOPMALIUK B CYIIECTBYIOIMX 0a3axX AaHHbBIX, BECTH
MH(OPMAIMOHHO-CTIPABOYHY0 Pab0Ty Ha OCHOBE pa3lWYHbIX KOMOWHALMIMA
TIOVCKOBBIX TPU3HAKOB

Ob6ecreurBaTh MHHOPMAIIMOHHYIO O€30TIaCHOCTh OpraHU3allux

PaboTtaTh C KOMITbLIOTEPOM, HCITI0/Ib30BaTh OUCHBIM TTAaKeT (TeKCTOBBIMA
pelakTop, TabJTULIbI)

HEO6XO,Z[I/IMI)I€ 3HaHUA BHYTPEHHHH W BHEIIHSAA IMOJIMTHKA OPraHU3ali

HDI/IHL[I/IHBI npeaCcTaBUTE/IbCTBA B IOCYAdPCTBEHHBIX OPraHaX, OpraHdx MeCTHOI'O
CaMOYyTIpaB/ieHWA, CTOPOHHUX OPraHr3aliuAaX U MOpsAAoK B3aI/IMO,ZLEI‘/IICTBI/IH C
HUMU




[TpUHLIUIIBI U METO/IbI a/MUHUCTPHPOBAHUS

OcobeHHocTH (hOPMHUPOBAHKS BHELITHUX ¥ BHYTPEHHUX MH(OPMAIIMOHHBIX
TIOTOKOB

CTpyKTypa OpraHu3anyiy 1 Mopsi/iOK B3auMOZEHCTBYS TI0/ipa3/ie/ieHui U CITy»KO

[TpaBwia hopMHUpOBaHUS U UCTIOB30BaHUS 06a3 JaHHBIX

CoBpeMeHHbIe HayuHble METO/IbI U TEXHUUECKHE CPe/ICTBA, CIIOCOOCTBYIOIHUE
cbopy, 06paboTKe, coXpaHEHHIO U repeiaue HHPOpMaIuu

[TpaBwsia 3aiuThl KOHGUAEHIMATBLHON CyKeOHOM nHpopMaIiu

CoBpeMeHHbIe HH(OPMaIMOHHbIE TeXHOIOTUH

Oco0ble yc/1oBUS JOITyCKa K
pabore

[pyrue xapakTepucTHUK1

3.4.2. TpypoBasi pyHKIHA

AHanu3 uHbopMalM U MoAroTOBKA v
OBEHb
HaumeHoBaHKe MH(OpMaLIMOHHO-aHaTUTUUeCKUX Kon D/02.6 P 6
KBa/mMuKaum

MaTepHrajioB

ITpoucxoxzenre 060011eHHOH 3arMCTBOBaHO U3
P A . Opurunan X 447
TPYZAOBO# QYHKLMH OpHUrHMHaja
Kog, PerucrpaljioHHbIit HOMep
OpUrMHa nipodeccroHaNBEHOTO
a CTaHzapTa

TpyzoBbIe 1elCTBUS

Cb6op, nepepaboTKa 1 aHamM3 UHGOPMALWK [/ PeLIeHNs 3a/ay, TOCTaBIeHHbIX
PYKOBOJUTE/IEM

[TogrotoBka MH(POPMAaLIMOHHO-aHA/IMTUUECKUX MaTepHasioB

Pa3pa60TKa TeMaThn4yeCKOro IjiaHa O63OPH01"O AOKYMEHTa, J4O0K/iald

OnpepeneHue Kpyra 6ubaorpaguueckux NCTOYHUKOB

[Togbop MCTOUHUKOB U JIMTEPATYPhI 10 TeMe 0030pa, JoK/Ia/ja, aHATMTUUIeCKON
CTIpaBKH

Haricanue v oopmsieHre 0630pa, JOK/a/ja, aHATUTHUECKOHN CITPaBKU

HeobOxopumbie ymeHust

Pa3pabaTbIBaTh TeMaTUUYECKHH T71aH 0030pa, [J0K/1ajia, aHATUTUUECKOH CITPaBKU

OO6O0CHOBBIBATH aKTYabHOCTB TTPO0JIEMBI, KOTOPYIO TIPEZICTOUT OCBETUTh B
0030pe, f0K/Iazie, CripaBKe

[Tonb3oBaTbcst MHGOPMALMOHHBIMU pecypcaMy U CCTeMaTHU3HMPOBaTh
VH(OPMaLMIO T10 33J,aHHBIM KPUTEPUSIM

VHTepripeTpOBaTh MOTyYeHHbIe JaHHbIe U MIPe/CTaB/ATh UX B
CUCTEMAaTHU3UPOBAaHHOM BU/Ie

OmnpefieniiTh KPYT UCTOUHUKOB M JIUTEPATyPbl, HEOOXOAUMBIX /IS TIOJTOTOBKH
MH(POPMaLMOHHO-aHA/IMTUUeCKUX MaTeprasioB

W3narate MaTepyas B JIOTHUECKOH T0C/Ie/[0BaTe/TbHOCTH

[Tpou3BOANTH aHA/M3 U OL|EHKY W3/I0)KEHHOTO MaTepHaa

OdopMsiTh TEKCT B COOTBETCTBYIOILEM CTHIE

PefiakTMpOBaTh TEKCT JOKYMEHTOB

®opMyMpOBaTh BLIBO/IbI U peKOMEeH1aLuu

Ocy1ecTBST, aBTOMaTH3ALIMIO TPOL[eCCOB COOpa, XpaHeHUs U Bblaun
vHopMaLu

[Tonb30BaThCsl YCTPOHCTBAMM aBTOMATHU3UPOBAHHON 00pabOTKH TeKCTOBOM




rHbopMaly ¥ GoTOHAOOPHLIMH YCTPOHCTBAMH

[TpUMeHSITb BEIUNC/TUTE/TBHYIO TeXHUKY U MHPOPMALIMOHHBIE TEXHOJIOTHU 151
5KOHOMHWYHOM U paljMOoHa/IbHOM OpraHu3aliui UH(GOPMAaILIMOHHBIX MPOIeCCOB,
TIOBBIIIEHUS] X THOKOCTH U IMHAMHUYHOCTH

[TpoBOAUTL pelakTUPOBaHUe TeKCTa, aHa/IK3 U OLIeHKY BbIBO/IOB U
peKoMeH/alui

[TpyrMeHSITb OCHOBBI TICMXOJIOTHHU ZIEJIOBOTO OOIIeHHUS

Heobxoqumble 3HaHUS

HopmaTuBHbIe paBOBbIe aKThbl, HODMAaTHBHO-MeTOAUUECKHE JOKYMEHTHI,
rocy/lapCTBeHHbIe CTaHapThl B cdepe JesiTe/IbHOCTA OpraHU3al[uu

CTpyKTypa opraHusaljiy, pyKOBO/JCTBO CTPYKTYPHBIX I10/ipa3/ie/ieHnH,
HarpaBJIeHus [iesTeJIbHOCTY OpraHu3aliui U KOMITeTeHLIMA CTPYKTYPHBIX
1o/ipa3/iesieHui U JO/DKHOCTHBIX JIUL]

Knaccudukaiiys yrpaBieHueCKoi MHGOpPMaIK, BU/IbI yTIIpaB/ieHYeCKon
vHpopMaru

dopMbl Npe/icTaB/IeHUs yrpaBaeHYecKoi HH(opMaLuu

VcTOUHMKHM yTIpaBeHYeCcKoW UH(OpMaLIMH, MeTO[uKa 0TO0pa UCTOUHUKOB
vH(popMaLmn

TpeboBanwusi, rpebsiB/isieMble K yIipaB/ieHuUeCKoi nHpopMaLiu

OcobenHoctu pedepupoBanus uHMopMalyH, crelydrka ohopmaeHys U
COCTaBJ/IeHUs] aHHOTaLui, pecepaToB, 0630p0OB, JOK/IaZ0B

OCHOBBI HaNMCAHUS pevel U JOKIaf0B PyKOBOAUTE IS

Kareropuu ciyiareneii (uuTareseii), Ha KOTOPBIX Oy/1eT pacCUMTaH JaHHBIN
0030p, 0Kaf

METO,EU:I O6pa6OTKI/I I/IH(l)OpMaL[I/II/I C IIDUMEHEHNEM COBPEMEHHBIX TEXHHYECKUX
CpeacTB KOMMYHI/IKaL[I/II‘/JI H CBA3U, BBIUMC/IATE/IbHON TeXHUKHU

CrpykTypa uH(hOpMalMOHHbIX W3[JaHWM B 3aBUCUMOCTU OT XapaKTepa
vH(OpMalMK U Lie/IeBOro Ha3HaueHWsl MHPOPMAaLMOHHBIX U3/laHUM

CoBpeMeHHbIe cpeficTBa cOopa, 06paboTKU, cCTeMaTH3alu| HH(OPMAaIUK

Wcrounnku nHpopMaLyu: Katanora 6M01MoTek, )KypHaIoB, TOMCKOBbIe
CUCTeMbI MTH(OPMaL|MOHHO-Te/IEKOMMYHHKALIMOHHOW ceTH «VIHTepHeT»,
3/1eKTPOHHBIEe 0a3bl JaHHBIX

dyHKIIMOHaNbHOe Ha3HaueHHe o63opa (bubmmorpaduueckoro, pedepaTUBHOTO,
aHa/IMTHUEeCKOr0) KaK Cpe/iCTBa OpPUEHTALIMK YMTaTes s B IOKyMeHTabHOM M/
VMH(OPMAaLIMOHHOM TOTOKe

OcobenHocTy 00I[eHaYyYHOM ¥ IparMaTuuecKou GyHKIuU 0630poB

[TpaBuia paboThI C BHEIIHUMU HOCHUTEJISIMU UH(OPMALUH

[MTousTHE U cnelmdbyKa budborpaduueckoro, pedepaTUBHOTO U
aHAJTUTUYECKOT0 MHPOPMALMOHHOTO U3JaHUs

CHpaBO‘—IHBIe TIpaBOBLIE CUCTEMBI

Oco0bble yc/1oBUs JOTTyCKa K
paboTe

[pyrue xapakTepucTUK1

3.4.3. TpypoBas ¢pyHKIusA

HanmeHoBaHue

IMpoucxosxaeHre 06001eHHOM
TPyZAOBOU HyHKIUH

OpFaHI/BaL[I/Iﬂ AeJIOBBIX KOHTAKTOB U KO,Z[ D/03.6 YPOBeHL 6
TIPOTOKOJIbHBIX MePOIPUSATHI ’ KBa/MUKaLK
3anMMCTBOBaHO U3
Opurunan X 447
OpHUrHHasa




Kon PerucrpaijioHHbIit HOMep
OpUrMHasn nipodeccroHaNBEHOTO
a CTaHgapra

TpyzoBbIe elCTBUS

Opranusanys ¥ riaHMpOBaHKe JleJIOBbIX KOHTAKTOB, BCTPeU U M0e3/0K
PYKOBOJUTEIS

Opranusanys 3acefjlaH|i, COBeIllaHWK U MepONpHUSATHH, TPOBOJUMBIX
PYKOBOZMTE/IEM

HO,Z[FOTOBKEI MdaTepHajioB OJid COBemaHHﬁ, BeJeHne u OCl)OpMJIEHI/Ie IMPOTOKOJIOB

[ToaroToBKa rpe3eHTaLUi 110 YKa3aHUI0 PyKOBOJUTEIS

[TogroToBkKa v npoBefieHue Npecc-KoHGepeHI PYKOBOJUTeIst

Opranu3aliysi IeperoBopoB, o0ecrieyeHre Y4aCTHUKOB UH(GOPMAIIMOHHBIMU
MaTepranaMHy, BeJleHue 3an1cel neperoBoOpoB

HeobOxopumbie ymeHust

CocTaBngaTh IJ1IaH Mmoe3JK1u pyKOBOAUTEIA

OdopmsiATE TOKYMeHTbI, He0OXOAMMbIe [is eJI0BOM Moe3/1K1, KOMaHUPOBKH
PYKOBOJUTEJIS

CoctaBaaTh ¥ 0(hOpM/IATH IPOTOKOJIBI COBELLaHWH, 3ace/jJaHUi ¥ KOH(pepeHTHBIX
MepOIPUATHN, TOTOBUTD CITHMCOK YYaCTHUKOB, NTOBECTKY [IHS, SIBOUHbIE JIUCTHI U
TIPOEKThI UTOTOBbIX JOKYMEHTOB

CocTaBnasiTh pecc-pejn3bl

BecTtu mieperoBopsI € mapTHepaMu

PaboTath B pe)kMMe MHOT03aJJauHOCTH

PaboraThk ¢ 60s1bIIIMM 00beMOM HHGbOPMAI[UH

Co3/1aBaTh ¥ MO/IJieP>KUBaTh TOJIOXKUTE/IbHbIA UMUK OpraHu3aliiy U
PYKOBOJUTEJISI

Vcrnonib30BaTh BIUKMCIUTENBHYIO TEXHUKY U MH(OPMAaLMOHHO-
KOMMYHHUKaI[MOHHbIE TEXHOJIOTHH Jijis1 00Jiee SKOHOMUYHOM U paljioHa/IbHOM
OpraHu3aly WHGOPMALMOHHBIX TIPOLIECCOB, TIOBBIIIEHUS UX TUOKOCTH U
JUHAMUYHOCTH

Ob6ecrieurBaTh MHPOPMAIMOHHYI 6€30TIaCHOCTh OpraHU3aLN

Heobxoqumble 3HaHUS

HOpMaTI/IBHbIe IMMpaBOBbI€ dKTbl, HOPMATUBHO-METOAUYECKHE NOKYMEHTEI,
rocyiapCTBeHHbI€ CTAHAAPTEI B ccbepe AeATe/IbHOCTHU OPraHMU3aliin

CTpyKTypa OpraHusalyy, PyKOBOJSIMN COCTaB OpraHU3aliy U MoApaszesieHni,
HarpaBJieHus1 [esiTeJIbHOCTHA OpraHU3aliui U KOMITeTeHLIMA CTPYKTYPHBIX
10/ipas/ie/ieHrH U I0/PKHOCTHBIX JIUL]

[Mcuxosorust [1eI0BOro 00IIeHNs], OCHOBBI KOH(JIUKTOJIOT U

HpaBI/IJ'Ia MnpoBegeHus Ne/I0BBIX IMePpErOBOPOB U IMPOTOKOJ/IBHBIX MepOHpI/IHTI/II‘;I

OTHKeT U OCHOBBI MEXYHAPOJHOT'O MPOKOJIa

[TpaBusa coctaBieHust U 0(hOpPMJIEHUS IOKyMEHTOB

I[TpaBusia 3auThl KOHGUAEHIUATEHON CTyKeOHOM HHpOpMarn

I/IH(I)OpMaL[I/IOHHO—KOMMYHI/IKEIL[I/IOHHBIe TeXHOJIOTHUH

Oco6blie yc/ioBUS AOMyCKa K
paboTe

[pyrue xapakTepUCTUKU

3.4.4. TpypoBas QpyHKIUsA

HanmeHoBaHue

OpraHu3anus UCTIOJIHEHUS peLleHni
PYKOBOHTeE/ISA KBa/MpuKalum

YpoBeHb

Kog D/04.6




[TpoucxosxaeHre 0600IIeHHOM
TPyZAOBOM (HyHKLIUU

OpuruHan X 3aMMCTBOBaHO U3 447
OpUrMHana
Kog, PerucrpaljioHHbIit HOMep
OpUrMHan npodeccroHanBEHOTO
a cTaHzapTa

TpyzoBbIe eHCTBUSA

JlokymeHTanbHOe oopM/IeHre pellieHrii pYKOBOJUTeIS], I0BeZleHHe 10
CBe/leHYs1 pabOTHUKOB OPraHU3allMi YCTHBIX PACIIOPSDKEHHI PYKOBOJUTE IS

KOOP,E[I/IHEII_[I/IH AedaTe/JIbHOCTH I10 UCITOJIHEeHHIO pELLIeHI/Iﬁ PYKOBOAUTEJIA

KOHTPOJ'IB HCIIO/THeHUA pEI_LIEHI/Iﬁ PYKOBOAUTEJIA

[ToaroToBKa OTYETOB O BBINOJIHEHUY TIOPYYEHUH U pellieHU PyKOBOJUTes

HeobOxopumbie ymeHust

CocTaBiaTh ¥ 0OpMJISATE JOKYMEHTBI, COZleprKalliyie TIOpy4YeHus U
pacropspKeHNs pyKOBOJUTeJIS

Bectu yueT nopyueHuii pyKoBoAUTe/Is, TPEOYIOIIMX KOHTPOJIS 10 CyIIeCTBY
pelleHus: BOnpoca

[TpyHUMAaTD pereHus B TIpoLiecce paboThI

[Tpou3BOAUTEL aHAIU3 UCTIOJTHUTETLCKOW JUCIUTITMHBI

CocCTaBasTh aHA/IMTUUECKHE OTUEThI U CITPABKH T10 pe3y/ibTaTaM MCIIO/THeHUsT
TIOpYYeHHH U PacropshKeHU pyKOBOJUTEIS

[Tonb30BaThCsl CUCTEMaMHU 3/IEKTPOHHOTO JOKYMeHT0000poTa

[TpyMeHATb BBIYUCIUTE/IBHYI0 TEXHHUKY M UH(OPMALMOHHO-
KOMMYHUKaLJMOHHbIE TeXHOJIOTHH /151 SKOHOMUYHOU 1 pal{MOHaIbHOU
OpraHu3aLui HHPOPMAIMOHHBIX MTPOLIeCCOB, MOBBILIEHNS X TUOKOCTH U
JMHAMAYHOCTH

ObGecreurBaTh 6€30MACHOCTD /IEATETLHOCTH OpPraHU3aluy

Heobxoqumble 3HaHUs

HopmaTuBHBIe NpaBOBbIe aKThbl, HODMAaTHBHO-MeTOAUUECKHE JOKYMEHTHI,
rocy/lapCTBeHHbIe CTaHJapThl B cdepe AesiTe/IbHOCTA OpraHU3al[un

CTpyKTypa opraHusaljyy, pyKOBO/JCTBO CTPYKTYPHBIX I10/ipa3/ie/ieHnH,
HarpaBJIeHus [iesTeJIbHOCTH OpraHu3aliii U KOMITeTEeHLIMA CTPYKTYPHBIX
No/ipa3ziesieHnui U JO/DKHOCTHBIX JIUL]

HpaBHna MnpoBeaeHnsA KOHTPOJIS UCTIOJTHEHUA HOpy‘—IEHI/Iﬁ PYKOBOAUTEJIA

Texnonorus BeeHA KOHTPOJIA UCITIOJTHEHHA HOpyquI/Iﬁ PYKOBOAUTEJIA

Cucrembl 37IEKTPOHHOTO ZIOKyMeHTO000poTa, 6a3bl JaHHBIX

TpeboBaHust 0XpaHbl TPy/ja

Oco6blie yc/ioBUS AOMyCKa K
pabore

[pyrue xapakTepUCTUKU

IV. CBefieHnsi 00 opraHu3anusax — pa3padoTyuKax npodecCHOHA/ILHOTO CTaHAAPTa

4.1. OTBeTCTBEeHHAs OpraHu3anusa-pa3padboTUuK

JupekTop

HIT «HarmoHampHast accouyarnysi OGUCHBIX CTIeLUaMCTOB U a[MUHUCTPATUBHBIX paOOTHHUKOB», TOPO/ MOCKBbI

XmocHesa JIrogmuiia [TetpoBHa

4.2. HaumeHOBaHUs OpraHu3anuii-pa3padoTunKkoB

\1 \OOO «LJeHTp 3KcriepTH3bl U cepTUUKaLMU», ropoJ, Mocksa




®I'BOY BO «Poccuiickuii rocyZiapCTBeHHbIM I'YMaHUTapHbIN YHUBEDPCUTET», ropo, MockBa

w

®I'BIIOY «Komnemxk MU/ Poccun», ropos Mocksa

ITAO «MockoBCKast 00beIMHeHHAsT SHepreTHUecKas KOMITaHus», Topo, MocKBa




