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3apeructpuposano B Muntocre Poccun 2 urons 2015 r. N 37509

MWHUCTEPCTBO TPYOA U COLIMATIbHON 3ALLUNTBI POCCUACKOWU ®EOEPALIUA

NMPUKA3
ot 6 maa 2015 r. N 276H

Ob YTBEPXAOEHUUN MPO®PECCUOHAJIbHOIO CTAHOAPTA
"CNEUMANNCT NO OPTAHU3ALUIMOHHOMY N NOKYMEHTALUUMOHHOMY
OBECIEYEHMIO YINPABJIEHUA OPIrAHU3ALUMUEN"

B coorBerctBum ¢ mnyHktoM 16 IlpaBunm pa3paOoOTKH, YTBEPXKISCHUS H TMPUMCHECHHS
po(eCCHOHANBHBIX ~ CTaHAApPTOB, YTBEPXKICHHBIX IMOCTaHOBJICHHEM [IpaButenbcTBa Poccuiickoii
®denepanun ot 22 ssaBapst 2013 1. N 23 (CobOpanue 3akoHomarenbeTBa Poccutickoit @deneparuu, 2013, N
4, ct. 293; 2014, N 39, ct1. 5266), mpuKa3biBaro:

YTBepauTh npuiiaraeMbeiii podeccuoHabHbIN cTaHaapT "CHeruanucT 1Mo OpraHu3allMOHHOMY U
JOKYMEHTAIlMOHHOMY 00€CTICUCHHIO YIIPaBJICHUS OpraHu3anuein".

Munnctp
M.A. TOIINMJINH

YT1BEpKICH

npuKa3zoM MuHuUCTEpCTBA Tpya
Y COIIMAIbHOM 3aIUThI
Poccuiickoit ®denepanuun

ot 6 mas 2015 r. N 276H

NMPO®ECCUOHAIbHbIA CTAHOAPT
CNEUMANUCT

Nno OPrAHU3ALUMOHHOMY N NOKYMEHTALIMOHHOMY OBECIMNEYEHUIO
YNPABJIEHUA OPITAHU3SALMEN

447
Perucrpanuonnsii
HOMEDP
I. OGmue cBeneHus
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Opra"u3aloOHHOE M JIOKYMEHTAIIMOHHOE 00eCIeueHNe yIpaBIeHUs 07.002
OpTaHU3AIUSIMU JIFOOBIX OPTaHU3AIIMOHHO-TIPABOBBIX (hopM

(HauMeHOBaHUe BUJA NMPO(ECCHOHANTBHON AeSITETbHOCTH) Kon

OcHoBHas 11e7b BUJ1a TPOPECCUOHAITBHON JEATSTLHOCTH:

Peanuzanus obecnieunBarommx GyHKIUN yIpaBIeHHUs OpraHnu3alueil; BHEAPEHUE JTyqLINX
TEXHUYECKUX pa3pabOTOK M HOBEHIIMX TEXHOJIOTUN B oOecriedeHe yrpaBieHHs OpraHu3auen

['pynna 3ansTii:

2432 bubnmorexapu, bubmmorpader, 3431 AJIMUHUCTPAaTUBHO-YIIPaBICHYE
JOKYMEHTOBE/IbI U CIIELUAIUCTBI CKUH nepcoHa
POJICTBEHHBIX Mpodeccuit

4222 Canyxaiue, 3aHATbIE IPUEMOM U - -
MH(OPMUPOBAHUEM MTOCETUTENEH

(xon OK3 (HaMeHOBaHUE) (ko OK3) (HaMeHOBaHUE)
<1>)

OrHecenue K BUI1aM SKOHOMHYCCKOM JCATCIIBHOCTHU

82.1 JlearensHOCTD aJIMUHHCTPATHBHO-XO035ICTBEHHAS " BCIIOMOTaTeJIbHAs
JESTENBHOCTH 10 00ecreYeHuI0 (PYHKITMOHUPOBAHHS OpraHU3aIun

82.3 JleaTenbHOCTh TI0 OpraHu3alud KOH(PEPEHIIUHA U BRICTABOK

(xom OKBO] (HauMeHOBaHUE BHJ1a SKOHOMUYECKOH JACSTEIIBHOCTH)
<2>)

II. Onucanue TpynoOBBIX PYHKITAN, BXOISIIIAX
B IipopecCHOHANIBHBIN cTaHAapT (PyHKIIMOHANbHAS KapTa BUA
npo¢eCcCUOHATBHON IEATETLHOCTH )

O060011eHHbIE TPYIOBBIE PYHKIUU Tpynosslie pyHKIIH
KOJT HaNMEHOBaHHE YPOBEHb HalMEHOBaHHE KOJT YPOBEHb
KBaJHpH (moaypoBEHb)
KaIiu KBaIH(UKAIIN
A |Opranu3zaimoHHoe 3 [Tpuem u pacnpenenenue A/01.3 3
obecrieueHme TeNe(OHHBIX 3BOHKOB
JeSITETLHOCTH OpTaHu3aIux
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OopraHu3annu

Opranuzanus paboTsl ¢
MOCETUTEJISIMU OpraHU3aLUN

A/02.3

Brinmonnenne

KOOPAUHUPYIOLIUX U
o0ecrieunBaromuX QyHKIIMHA

A/03.3

B | doxkymeHTannoHHOE 5

o0ecrieueHue
e TEIBHOCTH
OpraHu3aIuu

Opranu3zanust paboThl C
JIOKyMEHTaMH

B/01.4

OpraHuzanus TEKYIIEro
XpaHeHUS JOKYMEHTOB

B/02.4

Opranu3zanus 00paboOTKH J1e1
JUTSI TIOCJICTYFOIIETO XPaHEHUS

B/03.4

C |OpraHuzanuoHHOE, 6

JOKYMEHTAIMOHHOE
U UH(OPMAIIIOHHOE
obecrnieueHue
JeSITeTbHOCTH
PYKOBOJIUTEIIS
OpraHu3aluu

Oxa3anue nomouu
PYKOBOJUTEIIO B
IUITAHUPOBAHUU PabOYero
BpEMEHU

C/01.6

[InanupoBanue pabouero aHs
cekperaps

C/02.6

Opranuzanus TenepOHHBIX
IIEPETOBOPOB PYKOBOIUTEIIS

C/03.6

Opranu3zanys KOMaHAMPOBOK
PYKOBOJIUTEIIS

C/04.6

Opranuszanust paboTsl ¢
MOCETUTEISIMU B IPUEMHON
PYKOBOIMTEIIS

C/05.6

Opranuzanys nNoAroToBKH,
MPOBEJCHUS U 00CITy>KUBaHUS
KOH(EPEHTHBIX MEPOIIPUATUI

C/06.6

Opranuzanys NCIOIHEHUS
peLIeHUH, OCYLIECTBICHUE
KOHTPOJISL HCITOJIHEHUS

NOPY4YECHUM PYKOBOIUTEIS

C/07.6

Opranusaiys 1 moyiepykanue
(GyHKIMOHATBHOTO pabovero
MPOCTPAHCTBA MPHUEMHON U
KaOWHETa PYKOBOIUTEIIS

C/08.6

Pa3paboTka nmokanbHBIX

C/09.6

HaJIe)KHasI IPABOBasi MOIIePKKa
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HOPMATHBHBIX aKTOB,
pErIaMEeHTHPYIOIIUX padoTy
cekpeTapst

CocraBnenue u opopmiieHue
YIPaBICHYECKOU
JOKYMEHTAITUH

C/10.6

Opranuzanus paboTsl ¢
JIOKyMEHTaMH B IPUEMHOM
PYKOBOAMTENS

C/11.6

OpraHuzanusi XpaHeHUs!
JIOKYMEHTOB B IIPUEMHOU
PYKOBOJIUTENS

C/12.6

Obecneuenue pyKoBOAUTENS
nHdopmaruen

C/13.6

Opranuzanust
UH(GOPMALIMOHHOTO
B3aUMOJICHCTBUS PYKOBOIUTENSA
C TIOJpa3ACICHUSIMU U
JOJ>KHOCTHBIMH JINLIAMHA
OpraHu3aIuu

C/14.6

D |HUadopmanmoHHO-aH 6
aIUTHYECKas 1
OpraHN3alMOHHO-/T
MHHHUCTPaTUBHAS
HO/IICPIKKA
JeSITeIIbHOCTH
PYKOBOJHTEIS
OpraHu3aluu

dopmMupoBaHue
UH(POPMALIMOHHOTO
B3aUMO/ICHCTBUS PYKOBOIUTENS
C OpraHu3alusIMU

D/01.6

Ananu3 uHpopManum u
MOATOTOBKA
nHGOPMaLIMOHHO-aHATUTHYECK
WX MaTepHUaJioB

D/02.6

Opranu3zanus Jea0BbIX
KOHTaKTOB U MPOTOKOJbHBIX
MEpOTPHUATHI

D/03.6

Opranuzanus VCIIOJIHCHUS
pELICHUN PYKOBOAUTEIIA

D/04.6

II1. Xapakrepuctuka 0000IIEHHBIX TPYAOBBIX (PYHKINI

3.1. O6obmennas TpyaoBas GyHKIHS

HaJIe)KHasI IPABOBasi MOIIePKKa
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Opranu3zaninoHHOE 00ecrieueHre YpoBeHb
HaumeHoBaHue Kon| A
JESITEIBHOCTH OpraHU3aIluu KBaJTU(DUKATTAH
IIpoucxoxnenue
N . 3auMCTBOBAaHO
000061eHHOM TpyI0BO# | OpHUruHan X
W3 OpUruHala
GbyHKIIUN
Kon Peructparmonnsrit
OpUTHHAJA HOMED
po¢ecCroHaTBLHOTO
cTaHjapTa

Bo3mosknbie HanmeHoBaHus | CekpeTapb-aIMUHUCTPATOP
TOJDKHOCTEH, mpodeccuii

TpeboBanus
00pa3oBaHUIO U
00y4eHHIO

Cpennee obmiee oOpazoBaHme

[IpodeccuonansHoe 00ydeHue - MporpaMMsbl podeccuoHaIbHOM
MOATOTOBKH IO TIpodeccusiMm pabodmnx, JOMKHOCTIM CITYXKaIUX,
MIPOrPaMMBI TIEPEMOATOTOBKY Pab0OUHX, CIYXKAIIUX, POTPAMMBI
MOBBILICHUS KBATU(PUKALUU pabounX, CIykKaIux

TpeboBaHus K ONBITY
MPaKTHYECKOH paboThI

Oco0Oble ycnoBus
JI0ITyCKa K pabote

Jpyrue xapakTepUCTHKH

HOHOJ’IHI/ITCJ’ILHHC XapaKTCPHUCTUKHU

HaunmenoBanue nokymeHnra Kon HaumenoBanue 6a30B0ii rpynibl, JOKHOCTH

(mpodeccun) umu crenuaTbHOCTH

OK3 4222 Cayxamiue, 3aHATbIE IPHEMOM U HHPOPMHUPOBAHNEM
MOCETUTENIEH
OKCO <3> 032001 |dokymeHTOBEIEHHE U JOKYMEHTAIIMOHHOE 00ecIieYeHre
yIpaBJICHHUS
3.1.1. TpynoBast pyHKIHS
HanmvenoBanue |IIpuem u pacnpenencHue TeneGOHHBIX Kox | A/01.3 | YpoBenn
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3BOHKOB OpraHU3aIlluu (moaypoBeHb)

KBaJTU(DUKATIAH

IIpoucxoxnenue
TPYAOBOH (YHKITUH
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[ara coxpanenus: 10.12.2019

3auMCTBOBaHO

Opurunan X
W3 OpUTHHAIA

Kon Perucrpanuonnsii
OpUTHHAaNa HOMEp
podecCuoHAIEHOTO
CTaHJapTa

TpynoBbie necTBUS

[lepenanpaBienue TeneQOHHBIX 3BOHKOB PYKOBOACTBY U COTPYAHHKAM
OpraHu3aIuu

PCFI/ICTpaHI/I}I NOCTYyINAOIHX TeJ'IC(I)OHHLIX 3BOHKOB

[Tomyyenue HeobxoammMoi HHGOPMAIIMKN U TIepeiada CAHKIIMOHUPOBAHHOM
nH(popMaIuY 1o TenePoHy

HeoOxonumeie Hcnonp3oBaTh TEXHUYECKHE U MPOTpaMMHBIE CPEACTBA JJSl MPOBEICHUS
yYMEHUS rOJIOCOBOM MJIM BUJIC0-KOH(EPEHII-CBSI3U
Hcnonp3oBaTh cpecTBa KOMMYHUKAITMOHHON OPITEXHUKH IS MOTyYEHUS
U niepeayn uHpopMaIu
Bectn yderHble peructpanuoHHbie (OpPMBI, HCIONB30BATh HMX IS
nH(pOPMaLIMOHHON pabOThI
YcTaHaBnUBaTh KOHTAaKT C COOECEAHHMKOM, IMOAJEPKHUBATh U pPa3BUBATh
JIeJIOBYIO Oecery B mporiecce TeaeOHHBIX IEPETOBOPOB
CrnaxuBath KOH(JIUKTHBIE W CIOXHBIE CUTYallMM MEXJIMYHOCTHOTO
B3aUMOIEHCTBUA
Cobmnronate cimyx’eOHBINH 3TUKET
HeoOxonumeie OyHKIMHU, 33]]a4H, CTPYKTypa OpraHU3aIllH, €€ CBA3H
3HaHUS

[IpaBuna B3aMMOJEHCTBHS C NapTHEpaMH, KIMEHTaMH, CpEACTBAMH
MaccoBoi nHpopmanun

DTHKA AEJIOBOr0 OOIIEHUS

IIpaBuna peueBoro dTukeTa

TpeGoBanus oxpaHsl TpyAa

[paBuia 3ammThl KOHQUACHIMATBEHON CITYy>KeOHOH nHpopMauu

HaJIe)KHasI IPABOBasi MOIIePKKa
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HApyrue -
XapaKTCPUCTHUKU

3.1.2. TpynoBas ¢pyHKIHUS

Opranuzanus paboThI C TOCETUTEIISIMHU YpoBeHb
HammeHnoBanue |opraHu3anuu Kox | A/02.3 |(moxypoBens) |3
KB (UKAIIIH

[IpoucxoxneHue 3auMCTBOBaHO
. Opurunan X
TPYIOBOH (yHKIUU W3 OpUrHHaia

Kog Perucrpanuonnsii
OpUTHHAaJa HOMEp
npodeccruoHaIbHOTO
CTaHaapTa

TpynoBeie neiictBust |BcTpewa  mocetuteneid, modydeHWe NEpBUYHOM  MHOpManuu o
[IOCETUTENSIX M IOMOIIb B OpPraHM3alMM UX IIpUeMa PYKOBOJIUTEIEM H
COTPYHUKAMH

Benenue >xypHala 3al1MCH IOCETUTEIEH

VYuer nocerureneit u opopMIIEHHE MTPOITYCKOB

CopnelicTBHe ONEPaTHBHOMY PAaCCMOTPEHHUIO TPOCKO W MPEIIIOKEHUI
IIOCETUTEIIEN

IIpuem w 1mepenaya JOKYMEHTOB IIOCETUTENEH PYKOBOACTBY H
COTPYAHMKAM OpraHHU3aluu

Opranu3zanys 1 OpoHUpPOBaHUE TEPETOBOPHBIX KOMHAT

CepBupoBka yaitHoro (kogeiitHoro) crona B oduce

[IpuroroBneHne HaNMUTKOB (Yaid, Kode, MPOXTaAUTETbHBIC HATTUTKH )

HeobxonumMbie OO0maThLCs ¢ MOCETUTEIISIMU
YMEHUS

Hcrnonb30BaTh YCTAHOBJICHHBIE IIPABWIA W IPOLEAYPHI KOMMYHHUKALUU
BHYTPHU OpraHU3aluu

BecTu yueTHble (pOpMBI, HCTIOIB30BATh UX JJIs1 paOOTHI

COSI[aBaTB MMOJIOKUTEILHBIN UMUK OpraHu3aliuu

[TpuHUMATH MEPHI 10 Pa3peUICHUI0 KOHPIUKTHBIX CUTYaIHH

www.consultant.ru Crpannna 9 u3 49
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HpI/IMeHHTB I/IH(1)OpMaI_[I/IOHHO-KOMMYHI/IKaI_[I/IOHHBIe TCXHOJIOTHH

O6ecneunBaTh KOHQUACHINAIBHOCTH HH(POpMALIUT

Heob6xonumeie [TpaBuia opranuzanuy nprueMa noceTuTenen
3HAHUA

[TpaBuna nemoBoro oOmeHus

CtpykTypa  oOpraHu3allid W  pacmpesencHue  (QyHKIMA — Mexny
CTPYKTYPHBIMH TIOJIPA3/ICICHUSIMH U CTIEHATNCTAMU

[IpaBuita opraHn3anuy NprUEMoB B opuce

[TpaBuia cepBUpoOBKHU YaitHOTO (KO(eitHOTO) cTOIA

HpaBI/ma MIPUTOTOBJICHUSA U IMOJAaYU IrOpsAYUX HAIIMTKOB M 3aKYCOK K HUM

DTHUKA [EJIOBOr0 O0ILEHUS

Hp aBuJia p€uYCBOIro 3TUKECTA

TpeboBanus oxpaHbl TpyAa

[TpaBuia 3ammThl KOHPHUIESHIMATBHON CITy>KeOHOM nHpopManun

HApyrue -
XapaKTCPUCTHUKHU

3.1.3. TpynoBast pyHKIHS

BeinosHeHre KOOPAMHUPYIONIUX U YpoBeHb
HaumenoBanue |obOecneunBaromux GyHKIU Konx | A/03.3 |(moaypoBens) |3
KBaTH(PUKATTII
[TpoucxoxneHue 3auMCTBOBAaHO
P oa Opurunan X
TPYAOBOH (PyHKIIHH W3 OpUrHHAla
Kon Peructparnmonnsrit
OpUTHHAJIA HOMED
poeCCHOHATLHOTO
CTaHmapTa

Tpynossle neiictBus | Benenue xypHana pa3be3ioB pabOTHUKOB OpTraHU3aIIH

KOOpI[I/IHaI_II/IH pa6OTBI KYpPLCPOB U BOAUTEICH OopraHu3anuun

Benenne >xypHama pa3zbe3oB KyphepOB OpraHU3alMH MW MapIIpyTOB
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BOJIUTEIIEN

BOJUTENCH OopraHnu3alu

CocraBieHue cnpaBKu O pa3be3fax paOOTHUKOB, KypbepOB M MaplIpyTax

HeoOxonumeie CocTaBisITh U BECTH YUETHbIE TOKYMEHTbI
YMEHUS
[IpumenaTh cpeacTBa KOMMYHHMKALMK JUId  [E€pElauyd  NOpYYEHHH
PYKOBOJUTENS U COTPYAHUKOB OPraHU3alluu
[lpuMeHsATH COBpeMEHHBIE CpeiacTBa cOopa, OOpabOTKM U Tepeaayu
uHbopMaIuu
OueHuBaTh pe3ynbTaThl B paMKax MOCTaBICHHbBIX 3a/1a4
OcymecTBIATh  KOHTPOJb  WCIOJIHEHUS  IOPYYEHHH  PYKOBOIUTEIS
COTpYIHUKAMU
Heo6xonumeie IIpaBuna peueBoro dTUKeTa
3HaHUsA
DTHKA AEJIOBOr0 OOIEHUS
TpeboBanus oxpaHsl Tpyaa
[IpaBuna 3amuThl KOHGUAESHIUATBHON ClTy:KeOHON MH(OpMaIK
CtpykTypa  oOpraHM3anud W  pachnpefelneHne  (QyHKUUH — MExXIy
CTPYKTYPHBIMU HOJPa3/IeJICHUSIMH U CHIEIIUATUCTaMH
HApyrue -
XapaKTEePUCTHKU
3.2. O600meHHas TpyaoBasi GyHKIHS
OKYMEHTAllMOHHOE 00ecrieueHue VYpoBeHb
HaumenoBanue Hoxym 1 Kog| B P
JeSITEJIbHOCTH OpraHu3aluu KBaJM(HUKAITHN
IIpoucxoxnenue
. . 3aMMCTBOBAaHO
00001eHHOM Tpy10BO# | OpuruHan X
U3 OpUTHHANA
byHKIIUN
Kon Peructparmonnsrit
OpUTHHAaJa HOMEp
po¢eCCUOHAIBHOTIO
CTaHaapTa

Bo3MoxHble HanMeHOBaHUA | [leonpon3BOIUTEIb

www.consultant.ru
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TOJDKHOCTEH, mpodeccuii

TpeboBanus Cpennee npodeccuoHaibHOE 00pa30BaHKE - TPOTPaMMBbI MOTOTOBKH
00pa3oBaHUIO U KBaJM(UIIMPOBAHHBIX PA00OUUX, CITYKAIIUX
00y4eHHIO

TpebGoBaHMs K ONBITY -
MPaKTUYECKOU PabOTHI

OcoOble ycroBus 1omycka
K paboTe

Jpyrue xapakTepUCTHKU

I[OHOJ'IHI/ITCJ'IBHBIC XAPAKTCPUCTHUKH

HanmenoBanue Kon HaunmenoBanue 6a30B0ii TpymIibl, JOJDKHOCTH (TIpodeccun)
JIOKyMEHTa WIH CIELUATbHOCTH
OK3 3431 AMUHUCTPAaTUBHO-YIIPABIEHYECKHUI IEpCOHAI
EKC <4> - Jlenonpou3BoauTEIb
OKTIATP <5> 21299 | denomnpon3BOANUTEND
OKCO 032002 | lokymMeHTaIMOHHOE O0eCTIeYeHHE YIPaBICHUS U
apXMBOBEJICHHE

3.2.1. TpynoBast QpyHKIHS

Opranuzanus padoThl C TIOKYMEHTaMU YpoBeHb
HanmvenoBanwme Kox | B/O15 |(momypoBens) |5
KBaJH(pHUKAINN

[Tpoucxoxnenue 3aMMCTBOBaHO
. Opurunan X
TPYIOBOH (YHKIIUU W3 OpUTHHANIA

Kon PeructpanmoHHsbIit
OpHUTHHAJIA HOMEp
podeccruoHaILHOTO
cTaHaapra

Tpynoseie neiictBust |[Ipuem u nepBuuHas 00paboTKa BXOJSAIINX JOKYMEHTOB
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[IpeaBaputenbHOE paccMOTPEHHME M COPTUPOBKAa JIOKYMEHTOB  Ha
pErucTpUpyeMbIE U HE PETUCTPUPYEMBIE

IToaroroBka BXOASAIINX AOKYMCHTOB IJIsI paCCMOTPEHUA PYKOBOJAUTCIICM

PGFI/ICTpaHI/IH BXOOAIIUX TOKYMCHTOB

OpFaHI/I3aI_II/IH AO0CTAaBKU JOKYMCHTOB UCIIOJIHHUTCIIAM

Benenwne 6a3bl JTaHHBIX JOKYMEHTOB OpTraHU3aINN

Benenne nHpOpMaImOHHO-CIIPABOYHOM PabOTHI

OO6paboTka 1 OTIpaBKa UCXOAIINX JOKYMEHTOB

Opranuzanus paboThl MO PETUCTPALMU, Y4YETYy, XpPaHEHHUIO U Iepenade B
COOTBETCTBYIOIIME CTPYKTYpPHBIE MOJApA3/CIICHUs] JOKYMEHTOB TEKYILETO
JIE€JI0NPOU3BOJICTBA

KOHTpOJ'H: HUCIIOJIHCHUSA JOKYMCHTOB B OpraHu3alnunu

Heob6xonumeie PaGortaTth co Bcell COBOKYMHOCTBIO MH(OPMAIMOHHO-AOKYMEHTAIMOHHBIX
YMEHHUS peCypcoB OpraHu3alnuu

ITone30BaThCs OazamMu AaHHBIX, B TOM YUCJIC YIaJICHHBIMU

Tlons30BaThCs CIIpaBOYHO-IIPABOBBIMU CUCTEMAMU

[lonb30BaTbCs aBTOMATU3UPOBAHHBIMM CHUCTEMaMH y4deTa, PETMCTpaLUU,
KOHTpOJISI U HMH(OPMAIIMOHHO-CIIPABOYHBIMU CHUCTEMaMHU INpu paboTe ¢
JOKYMEHTaMU OpraHU3aluu

HpI/IMCHHTB COBPCMCHHLIC I/IH(i)OpMaI_[I/IOHHO'KOMMYHI/IKaLII/IOHHLIe
TCXHOJIOTHH  OJIA pa6OTI)I C HOOKYMCHTaMHM, B TOM 4YHCJIC NOJid €€
OIITUMHU3allMH U ITOBBINICHUA B(i)(beKTI/IBHOCTI/I

H€O6XOI[I/IMI)I€ HOpMaTI/IBHI)IG IMPAaBOBLIC AKTbl U HOPMATHUBHO-MCTOAUYCCKHUEC NOKYMCHTHI,
3HaHHUA OmnpeaAC/EIIOINEC IMOPAAOK TOKYMCHTAIITMUOHHOT'O obecrneyeHus YIIPpaBJICHUA

CtpyKTypa Opranm3aiuu, pyKOBOJCTBO CTPYKTYPHBIX TIOIpa3iesieHUN

CoBpeMeHnHbIe HH)OPMAITMIOHHBIE TEXHOJIOTUU PA0OTHI C TOKyMEHTaMHU

[opsimox paGoThI ¢ TOKyMEHTaMU

CxeMbl TOKyMEHTO000pOTa

[IpaBuna paboTbl ¢ BXOASIIMMH, UCXOASIIMMH UM BHYTPECHHHUMH
JTIOKYMEHTaMHU

HpaBI/ma opraHu3anvu " (I)OpMBI KOHTPOJII HUCIIOJIHCHUA HJOKYMCHTOB B

www.consultant.ru Crpannna 13 u3 49
Ha/le:KHasl IPAaBOBas MOAJEPKKa


http://www.consultant.ru/
http://www.consultant.ru/

Ipuka3 Muntpyzna Poccun ot 06.05.2015 N 2761
"O6 yTBepxKIeHHU PO ecCHOHANBHOro cTangapTa "CHenuanmcT 1o
OpraHU3allMOHHOMY ...

Joxyment npenocraieH Koncynsrantlnoc
[ara coxpanenus: 10.12.2019

OopraHusanun

Tunoswie CPOKH UCIIOJITHCHUA JOKYMCHTOB

[TpuHIMIIBEI paGOTHI CO CPOKOBOM KAPTOTEKOU

Haznauenue 1 TeXHOIOTUS TEKYLIETO U MPEAYIPEIUTEIILHOTO KOHTPOJIS

[IpaBuia cocTaBieHUs] aHATUTHYECKUX CIIPABOK IO OpraHU3alnu paboThI C
JOKYMEHTaMH U KOHTPOJIIO UCIIOJHEHUS JJOKYMEHTOB

HpaBI/IJIa JOKYMCHTAIMOHHOT'O obecneueHUs ACATCIIBHOCTU OpTraHHU3alln

Busl AOKYMCHTOB, UX HA3HAYCHHUC

TpeOGoBanusi, mnpeabsBisgeMble K JOKyMEHTaM B COOTBETCTBUU C
HOPMATUBHBIMU aKTaMHU U TOCYJapPCTBCHHBIMU CTaHIAPTAMHU

[IpaBuna cocrtaBinenus M oQopMieHHS HHPOPMAUOHHO-CIIPABOYHBIX,
OpraHU3aIMOHHBIX YIIPABICHYECKUX JOKYMEHTOB

[IpaBuna co3zmanus W BefeHUS 0a3 JAHHBIX CIYKEOHBIX JIOKYMEHTOB B
OpraHu3aIu

Cucremsbl QJICKTPOHHOT'O ,Z[OKYMCHTOO60pOTa

[IpaBuna u cpoku OTIPaBKU UCXOIALIIUX TOKYMEHTOB

TpeboBanus oxpaHbl TpyAa

HApyrue -
XapaKTCPUCTHUKHU

3.2.2. TpynoBas pyHKIHs

Opranuzanus TeKyIero XpaHeHus YpoBeHb
HanmvenoBanue |IOKyMEHTOB Kox | B/02.5 |(momypoBens) |5
KBaU(UKAIIH
IIponcxoxaenne 3aMMCTBOBAaHO
P A Opurunan X
TPYAOBOH (PYHKITHH W3 OpUTHHAIA
Kon Peructparmonnsrit
OopuUrvuHaa HOMED
po¢eCcCHOHATBLHOTO
cTaHzapTa
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Tpynoseie neiictBust | PazpaboTka HOMEHKJIATYpPHI J€J1 OpraHUu3auu

[IpoBepka mpaBUIBHOCTH OGOPMIICHUS IOKYMEHTOB M OTMETKH 00 HX
UCTIOJHEHUU Tepea HUX (OPMHPOBAHHMEM B JENO U TOCIEAYIOIIEro
XpaHEHUs

cDOpMyJ'II/IpOBElHI/Ie 3aroJIOBKOB JCJI U OITPCACIICHUEC CPOKOB UX XPAHCHUS

dopmMupoBaHUE JIEIT

KoHTposib npaBUIIBHOTO U CBOEBPEMEHHOTO PAacHpe/ieNICHUsI U MOIINBKA
JTOKYMEHTOB B JieJia

HeoOxonumeie OpranuzoBbiBaTh paboTy MO y4yeTy, XpaHEHHIO U Iepeaade B
YMEHHUS COOTBETCTBYIOILLIEE CTPYKTYPHOE MOJApa3JEeIeHHE AOKYMEHTOB TEKYILETO
JIeJIONPOU3BO/ICTBA

OcymecTBIAT  METOAMUYECKOE PYKOBOACTBO  JE€JONPOU3BOJICTBOM B
OpraHu3alui, KOHTPOJUPOBATH MPaBHIIbHOE (OPMUPOBAHUE, XpPaHEHUE U
clady el B apXuB

Pa3pabaTbiBaTh HOMEHKIIATYPY JI€]1 CTPYKTYPHOTO MOApa3esIeHUs

Hcnonbs3oBaTh  HOMEHKIATYpy Je€ld IPU  HU3YYEHHH  CTPYKTYpBI
OpraHMu3alH, COCTABJICHUH ONNCEN AeI

Oprann3oBeiBaTh paboTy 1O (OPMHPOBAHUIO €1 B COOTBETCTBUU C
YTBEPKACHHON HOMEHKJIATypOu AeJl OpraHu3aliu

[TpaBHIIBHO ¥ CBOCBPEMEHHO (hOPMHUPOBATH JOKYMEHTHI B JIeJIa C YIETOM
uX creuuuku

CucreMaTU3MpoBaTh JOKYMEHTHI BHYTPH JieNa

ObecrneunBaTh COXPAHHOCTD U 3aIIUTY JTOKYMEHTOB OpTaHU3aluU

[TpumensaTh MHPOPMAIIMOHHO-KOMMYHHKALMOHHBIE  TEXHOJOTUU  JUIS
paboThl ¢ JOKYMEHTAMHU

HeO6XOZ[I/IMBIe HOpMaTI/IBHBIC IMpaBOBLIC AKTbl, HOPMATUBHO-MCTOJAHUYCCKUC NOKYMCHTEI,
3HaHUuA TroCyaapCTBCHHEIC CTaHOapThI, OMnpeaACIAIOIINC MMopAa0K
AOKYMCHTAIIMOHHOT'O obOecrieueHust YIpaBJICHUA

Bunbl HOMeHKaTyp, oOmue TpeOoBaHMS K HOMEHKJIAType, METOAMKA €
COCTaBJICHUS ¥ OOPMIICHHS

IlpaBuna corimacoBaHUs HOMEHKJIATypbl Jel C  BEAOMCTBEHHBIMU
apXMBaMU U 3KCIEPTHOU KOMUCCUEN

[Nopsimox popmupoBanus u opopmieHus aen, cnernudpuka GopMUPOBAHUS
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OTACJIBHBIX KaTel"OpI/Iﬁ pI(SA) |

[IpaBuna xpaHeHHs! [€d, B TOM YHCJIE C JOKYMEHTAaMU OrPaHUYEHHOIO
J0CTyTa

[IpaBuna BbLAAUM U MCHOJIB30BAaHUS JOKYMEHTOB U3 CPOPMHUPOBAHHBIX
aen

TpeboBanus oxpaHbl Tpyaa

HApyrue -
XapakTePUCTHUKHU

3.2.3. TpynoBast pyHKIHS

Opranuzanys 00paOOTKU eI s YposeHn
HanmMenoBanue |mocienyroniero XxpaHeHus Koxn | B/03.5 |(nmoaypoBens) |5
KBaJIM(pUKALIMU

IIpoucxoxnenue 3aMMCTBOBaHO
. Opurunan X
TPYOBON (YyHKLIUU U3 OpUTHHAaNIA

Kon Peructpanmonnsiit
OpHUTHHAIA HOMED
npo¢eCcCUoOHaATBLHOTO
CTaHaapTa

Tpynossie neiictBus |IIpoBepka cpoKOB XpaHEHUs! JOKYMEHTOB, COCTAaBICHHE MTPOTOKOJIA PabOThI
AKCIIEPTHON KOMHCCHH IO MOATOTOBKE TOKYMEHTOB K XpPaHEHHUIO, akTa O
BBI/ICJICHUH K YHUUTOXXECHHIO IOKYMEHTOB, HE MOUIEKAIINX XPAHEHUIO

CocraBneHrue BHYTPEHHEH OIMUCH JIeT 1T 0C000 IIEHHBIX JTOKYMEHTOB

OdopmiieHne e NOCTOSHHOTO, 10JITOBPEMEHHOT'0 CPOKOB XpaHEHHS

Odopmienne O0OJOKKH i€l MOCTOSHHOIO, JOJIFOBPEMEHHOIO CPOKOB
XpaHEHUs

CocTaBneHne ONUCU JIed MOCTOSHHOIO, JOJTOBPEMEHHOIO CpPOKOB
XpaHEHUs

[Iepenaua nen B apxuB OpraHu3aluuu

Heobxonumsie [Tonp30BaThCA MEpEeYHSIMU JOKYMEHTOB M aHAJIM3UPOBATH (PaKTHUECKOE
YMEHUS coAeprKaHue UMEIOIIUXCS B JIeJI€ JOKYMEHTOB IIPU ONPEAEICHUN CPOKOB UX
XpaHEHUA
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OdopMIATh TOKYMEHTBI SKCIEPTHOW KOMUCCUU

OdopMasATh 00J0XKKHU €1 TOCTOSIHHOT'O U BPEMEHHOT0 CPOKOB XPaHEHUS B
COOTBETCTBHUH C TPEOOBAHUAMH IOCYJAapCTBEHHBIX CTAHJapTOB

[Tpou3BOANTE XPOHOJOTHUECKU-CTPYKTYPHYIO CUCTEMATU3AIHIO JCIT

Ocy1ecTBiATh TEXHHUECKYIO 00pabOoTKy M moiiHOoe odopmieHue aen
MOCTOSTHHOTO U BPEMEHHOT'O CPOKOB XPaHEHUS

CocTaBisATh OMUCH JIeNl MOCTOSIHHOTO M BPEMEHHOTO CPOKOB XpaHEHUS B
COOTBETCTBUU c JIEWCTBYIOIMH HOPMAaTUBHO-METOANYECKUMHU
JIOKyMEHTaMHU

[TIpumenaty uHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJIIOTUH IS
paboTHI C JOKYMEHTAMHU

H606XO,ZlI/IMBIC HOpMaTI/IBHLIG MMPaBOBBIC AKTbl, HOPMATUBHO-MCTOAUYCCKHUC INOKYMCHTHI,
3HaHUA rocyaapCTBCHHBIC CTaHOapThI, OMMpCACTIAIOIINC MopAa0K
JOKYMCHTAIUOHHOT' O obOecrieueHHs YIpaBJICHUA

Kputepuu pasneneHuss AOKYMEHTOB Ha TpYHNbl B COOTBETCTBUU C
[IEHHOCTHIO0 HH(OPMAIIHH, COJIEPIKAIICICS B HUX

HOprI[OK HUCIIOJIB30BAHHUA THUIIOBBIX HWJIH BCAOMCTBCHHBIX nepequﬁ
JOKYMCHTOB, OIPCACICHUA CPOKOB XPAHCHUA B HNPOLCCCC OSKCIICPTU3LI
LHEHHOCTH JOKYMCHTOB

[Mopsimox  co3maHWst, OpraHU3all W JOKYMEHTUPOBaHUS  paboThI
JKCIEPTHON KOMUCCHUHU

[IpaBuna cocTaBiieHHss U YTBEP)KICHHUS HPOTOKOJA PabOThI IKCIEPTHOM
KOMHUCCHUH

HpaBHna COCTaABJICHUA MU YTBEPKACHUA aKTa O BBIACICHUU JOKYMCHTOB, HE
nouIC)Kalux XpaHCHUIO

[IpaBuna TexHUYECKOW OOpaOOTKM W TOJHOTO oOQopMieHUs Jei
MOCTOSTHHOTO W BPEMEHHOTO CPOKOB XPaHEHUS

HpaBI/IJ'Ia COCTaBJICHUA OIMUCHU ACI ITOCTOSIHHOTO W BPEMCEHHOI'0 CPOKOB
XpaHCHUA B COOTBETCTBUU C HCﬁCTBYIOHIHMH HOPMAaTUBHO-MECTOAUYCCKUMHU
JOKYMCHTaMU

[IpaBuna nepenauu e B apXUB OpraHu3aluu

TpeboBanus oxpaHsl Tpyaa

HApyrue -
XapaKTCPUCTHUKHU
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3.3. O6o06menHas TpyaoBas GyHKIUS

IIpoucxoxnenue

00001eHHOM TPy 10BO# | OpUruHan

GbyHKIIUN

Opranu3anroHHOE, TOKYMEHTAIMOHHOE 1 Vposets
HaumenoBanue |uHpOpMarrionHoe odoecneueHue aesrenpuoct | Kog | C
KBaJTU(DUKATAH
PYKOBOIMTEIISI OpraHU3aI[uU
X 3auMCTBOBaHO
13 OpUTHHAJIA
Kon Peructparmonnsrit
OpUTHHAJIA HOMED
podhecCHOHATEHOTO
CTaHIapTa

Bo3MoOxHbIE HAUMEHOBAHUS
TOJDKHOCTEH, mpodeccuid

CexkpeTapb pyKOBOJIUTEIIS

TpeboBanus
00pa30BaHUIO 1 00YUEHHIO

Briciiee oOpazoBanue - GakaiaBpuat uiu

Cpennee npodeccrnoHanbHOe 00pa3oBaHUE - MPOTPAMMBI TOATOTOBKHU
CTCIIHAMCTOB CPETHETO 3BEHA

JlononHuTenpbHOE PpodeCcCHOHAEHOE 00pa3oBaHUE

TpeboBanus k onbITY
MIPaKTUUECKON pabOThI

He menee nByX jeT BHINOTHEHHS pabOT MO OpraHU3allMOHHOMY U
JIOKYMEHTAITMOHHOMY 00€CIICUEHUIO ACSITEILHOCTH PYKOBOIUTEIS
OpraHHU3alUH MPU CpeHEM MPOPECCHOHATBHOM 00pa30BaHUH

OcoOble ycroBus 10mycKa
K paboTe

Jpyrue xapakTepUCTHKH

I[OHOJ'IHI/ITCJ'IBHBIC XAPAKTCPUCTHUKH

HanmenoBanue qokymeHnra Kon HaumenoBanue 6a30B0ii rpymniibl, 10HKHOCTH
(mpodeccun) UM CerUaTbHOCTH
OK3 2432 bubnuorexapu, 6ubnmorpadsl, JOKYMEHTOBEIbI U
CIIEIUAUCTHI POJICTBEHHBIX Tpodeccuit
EKC - CekpeTrapb pyKOBOAMUTENS
OKIIATP 26341 CekpeTrapb pyKOBOAMUTENS

HaJIe)KHasI IPABOBasi MOIIePKKa
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OKCO 032001 JlokymMeHTOBEeICHUE U TOKYMEHTAIIMOHHOE
o0ecrnieueHne yrpaBIeHUs

032002 JlokyMeHTaIMoHHOe o0ecrieueHne yIpaBaeHus U

apXWBOBEICHNE
3.3.1. TpynoBas ¢pyHKIHUS
Oxa3aHue MoMOIIY PyKOBOJUTEIIIO B YpoBeHb
HanMenoBanue |miaHUpOBaHUH pabodero BpeMeHH Kox | C/01.6 |(momypoBeHb)
KB (DUKATIAH
[Ipoucxoxnenue 3auMCTBOBaHO
P A Opurunan X
TPYAOBOH (PyHKITHH U3 OpUruHaa
Kog Perucrpanuonnsii
OpUTHHANA HOMEp
po¢eCCHOHATBHOTO
CTaHaapTa

Tpynoseie neiictBus |Beibop  dopmbl  1utaHupoBaHus W O0pOpPMIICHHE  IUTAHUPOBIIHKA
(opranaiizepa) pyKOBOJAUTEIIS

Brecenue nadopmaiuu B INIAHUPOBITUK (OpraHaii3ep)

CornacoBaHue ¢ PyKOBOJUTEIEM BPEMEHHBIX IJIAHOB

CornacoBanue Tene(OHHBIX MEPEroBOPOB, BCTPEY M MEPONPHUATUH C
napTHepamMH,  KJIMEHTaMH,  pPYKOBOJIUTEISIMH  TMOApA3IeiIeHUN U
COTPYIHUKAMHU

NudpopmupoBaHne  pyKOBOAMTENSI O  pErIaMEHTe  HaMEYeHHbIX
MEpOIPUATHI

[Ipenynpexnenue o NpUOINKEHUN BPEMEHH HAMEUEHHBIX MEPOTIPUSTUI

@opMUPOBAHKE PE3EPBA BPEMEHH JIJISI HEMPEIBUACHHBIX CUTYAIIUN

Heob6xonumeie YcraHaBiIMBaTh LIENIH, ONPEIEIATh UEPAPXUIO LICTIEH
yYMEHUS

OmpenensaTh NPUOPUTETHOCTh W OYEPEAHOCTH BBINOJIHEHUS paboT
3¢ dEKTUBHO pacupeaensaTh padouee Bpems

Oxka3blBaTh IOMOLIb PYKOBOAMTEIIO B paclpeiesieHud ero padodero
BpEMEHHU
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Breibupath  onTuManbHble  CHOCOOBI  MH(GOPMUPOBAaHUS  MApPTHEPOB,
KJIUEHTOB, MTOCETUTENICH, pYKOBOAUTENICH MOApa3ejICHUN U COTPYIHUKOB O
TUTAHUPYEMBIX MEPOIIPUSATHIX
ObecneunBaTh WH(POPMAIIMOHHYIO 0€301acHOCTh NEeATeTbHOCTH
OpraHHu3aIuu

HeobOxonnmeie Crnennduka OCHOBHOM JCATEIHPHOCTH OPTaHU3aIluN

3HAHUSA
OCHOBBI aJIMUHUCTPATHUBHOTO TIpaBa W TPYJAOBOTO 3aKOHOJATEIbCTBA
Poccuiickoit denepanuu
PykoBoasimuii coctaB OpraHu3alvu U €€ NOAPa3ACICHUN
OYHKIIUKA CAMOMEHEKMEHTA
[TocTtanoBka nenei
[IpaBuna npoBeieHUs 1€TOBBIX IEPETOBOPOB
TpeboBanust oxpaHsl Tpya

Apyrue -

XapaKTePUCTUKU

3.3.2. TpynoBast pyHKIHS

[TnanupoBanme pabodero AHs ceKpeTaps YpoBeHb
HaumeHnoBaHue Kon | C/02.6 |(momypoBeHb)
KBaJIM(UKALIMH

[Ipoucxoxnenue 3aMMCTBOBAaHO
. Opurunan X
TPYOBON (YHKLIUU U3 OpUTHHANIA

Kon Perucrpanuonnsii
OpUTHHAJA HOMeED
po¢eCcCuoHaTBLHOTO
CTaHaapTa

Tpynossle neiictBus | Beibop u odopmiieHue miaHUPOBIINKA CEKpETaps

Benenne nHeBHMKA (Ha JIEKTPOHHOM W/HJIH OyMa)XHOM HOCHUTEJIE)

CornacoBaHue IUIAaHOB € IUIAHAMU U CPOKAMU pabOThl PyKOBOIUTEIIS

Pacrnipenenenue pabodero BpeMeHu (Ha JeHb, HEACIIO, IEPCIIEKTHUBY)

www.consultant.ru Crpannna 20 u3 49
Ha/le:KHasl IPAaBOBas MOAJEPKKa


http://www.consultant.ru/
http://www.consultant.ru/

Ipuka3 Muntpyzna Poccun ot 06.05.2015 N 2761
"O6 yTBepxKIeHHU PO ecCHOHANBHOro cTangapTa "CHenuanmcT 1o
OpraHU3allMOHHOMY ...
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HepeHeceHHe HCBBLIINMOJIHCHHBIX 3aIllJITAaHUPOBAHHBIX 3a/1a4

BrimonHeHe THITHYHBIX CXKCIHEBHBIX OCJI

HeoOxonumeie Bribupath 1 0OopMISITH MIAaHUPOBIIHK
YMEHUS

BHocuth u oTcrnexuBaTh HHGOPMAlMIO Ha 3JIEKTPOHHOM  W/WIH
OyMa>KHOM HOCHTEIIe

PaccraBaars IMPUOPUTETEI, BBIACIIATH BAXKXHOE U CPOUYHOC

BbiOupaTh onTUMaNbHBIN PUTM pabOTHI

AHaJ’II/ISI/IpOBaTB IIPUYXHBI HCBBIIIOJIHCHHUA 3a/1a4

[TpumenATh HHGOPMALIMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTUU

Heo6xonumeie OcobenHoctn  0o(GOpMIIEHUS IUIAHUPOBIIMKA (HA 3JEKTPOHHOM H
3HAHUS OyMa)KHOM HOCHTEJISX)

OcCHOBBI yIIpaBJI€HHsI BpEMEHEM

HApyrue -
XapaKTCPUCTHUKHU

3.3.3. TpynoBas pyHKmus

Opranusanus TeaeOHHBIX IEPEroBOPOB YpoBeHb
HawnmeHoBaHme | pyKOBOAHTEIS Kon | C/03.6 |(momypoBeHb)
KB (DUKAIIIH

[Ipoucxoxnenue 3aMMCTBOBaHO
. Opurunan X
TPYAOBOH (PYHKITHH W3 OpHUTUHAJIA

Kon Perucrpanuonnsii
OpUTHHAJa HOMEp
podeccCruoHaILHOTO
CTaHaapTa

Tpynossie netictBusi | Benenue 6a3bl TeneOHHBIX KOHTAKTOB PYKOBOIUTEIIS

CoenviHEHHE PYKOBOIUTEINS ¢ KOHKPETHBIMUA A0OHEHTaMHU

HOI[FOTOBKa MaTCpralioB IJIsA TCJ'Ie(l)OHHBIX MEPETrOBOPOB PYKOBOAUTCIIA

Peructpanus noctynamomux B IpUEMHYIO Tele()OHHBIX 3BOHKOB
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Joxyment npenocraieH Koncynsrantlnoc
[ara coxpanenus: 10.12.2019

IlepenanpaBieHne OTHENBHBIX TeIEPOHHBIX 3BOHKOB 3aMECTHUTEISIM
PYKOBOIMTENS, APYTUM COTPYIHHUKAM

Ilony4yenue HeoOXxonuMoN MHPOPMALIMU U Nepeadya CaHKIIMOHUPOBAHHOM
nH(popMaluy 1o TenePony

YcraHOBlIEHHME KOHTaKTa C COOECEIHMKOM, MOJAEp)KaHHE W pa3BUTHE
JIeJI0BOi1 Oecebl B mpoliecce TeaePOHHBIX IEPEroBOPOB

Oxa3aHue NOMOIIM PYKOBOAMTENIO IPU OpraHU3alUd U IPOBEIACHHUU
Tene()OHHBIX TIEPETOBOPOB M BUACOKOH(EPECHITHI

HeoOxonumeie Bectu u ucnonb3oBaTh B paboTte 0a3y JaHHBIX Tele(OHHBIX KOHTAKTOB
YMEHHUS PYKOBOAUTEIS

Hcnonp3oBaTh cpecTBa KOMMYHUKAIMOHHONW OPITEXHUKU JJISI TIOTYYECHUS
U nepenayu nHpopMauu

Bectu yderHble perucTpanvoHHbIE (OPMBI, HCIHOJB30BAaTh HUX JUIA
MHPOPMALMOHHOM pabOThl U pabOTHI IO KOHTPOJIFO UCTIOIHEHUS peIlIeHUH
PYKOBOJIHTENS

CrnaxxuBaTh KOH(M)JIUKTHBIE U CIOXHBIE CHUTYallUd MEKIMYHOCTHOTO
oO01eHus

Hcnonp30BaTh TEXHUYECKHUE U IMporpaMMHLBIC CpCACTBA IJId IMPOBCIACHUA
TrOJIOCOBOM HJIH BI/IIICO-KOH(bCpeHH'CBHBI/I

ObecnieunBaTh MH(pOPMALIUOHHYIO 0€30MmacHOCTh NeATETLHOCTH
OpraHu3aIuH

Cob6mronaTh CITyKeOHBINH ATUKET

HeoOxonumeie TenedoHHBIE KOHTAKTHI PYKOBOIUTES
3HaHUsA

OyHKIMY, 3aa4M, CTPYKTypa OpraHU3allid, €€ CBS3U IO BEPTHUKAIH U
TOPU3OHTAIN

[lpaBuna B3aMMONEHCTBUS C MapTHEpaMH, KIMEHTaMH, CPEICTBAMH
MaccoBOH nHpopMauu

HpaBI/IJ'Ia MNOAACPIKAHUSA U Pa3BUTUA MCIKIIMIHOCTHBIX OTHOIIICHUH

[IpaBuiia npoBeieHUs 1€TI0BBIX IEPETOBOPOB

[IpaBuna 3amuTel KOHPUACHIUATLHONW HH(OpMALIUY

TpeGoBaHus oXpaHbl TpyAa

Apyrue -
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XApaKTCPUCTHKU

3.3.4. TpynoBast pyHKIHS

Joxyment npenocraieH Koncynsrantlnoc
[ara coxpanenus: 10.12.2019

Opranu3zanys KOMaHJIHPOBOK YpoBeHb
HaunmenoBanue |pykoBOOUTENS Kon | C/04.6 |(momypoBeHB)
KBaTH(UKAITIT
[TpoucxoxneHue 3arMCTBOBaHO

TPYJIOBOU (PYHKITUN

Opurunan X

W3 OpUrHuHala

Kon Peructpanmonusrit
OpUTHHAJA HOMED
po¢eCcCuoHaTBLHOTO
CTaHaapTa

TpynoBbie neicTBUS

IlogroroBka IIPOCKTA CJ'Iy>K66HOF0 3alaHUsl PYKOBOOUTCIIA

[ToaroToBka nmpoekTa mpuKasza o ciy>ke0HON KOMaHIUPOBKE

Breimucka KOMaHAMPOBOYHOTO YAOCTOBEPEHUS U €r0 PETUCTPALUS IPHU
HEOOXOIUMOCTH

HOI[FOTOBKa AOKYMCHTOB Ha IMOJIYYCHHEC BU3bI, 3aIrPAHUYHOTO IMacropTa

3aka3 KeJNe3HOJOPOXKHBIX M aBHAOWUIETOB, TOCTUHUI], TPaHCIIOPTHOIO
oOecreyeHust pyKOBOAUTENS

OdopmneHue mporpaMMbl MOE3AKH, YTOYHEHHE OCOOCHHOCTEH MPOTOKOIA
IUTAHUPYEMBIX MEPOTPHUITHIA

HOI[FOTOBKa AOKYMCHTOB K ITOC3IKC PYKOBOIUTCIIA

YTouHeHHe aThl, AOHKHOCTEH, (haMuiIuii B mporpaMme KOMaHIuPOBKH

[lpopaboTka MapmipyTa pPYKOBOAMTENs, yBA3Ka €ro C pacHuCaHueM
TpaHCIIOPTa

O6paboTka MaTepHalioB KOMaHIMPOBKH, O(OpPMIICHHE OT4eTa O
KOMaHIMPOBKE

HeobOxonnmeie
YMEHHUS

OdopMIsATh aBaHCOBBIE OTYETHI PYKOBOIUTEIS

OpraHu3oBbIBaTh BCTPEUYU PYKOBOAUTENS C IPUHUMAIOLIEN CTOPOHOM

OdopMIsATH KOMaHIUPOBOYHBIE TOKYMEHTHI
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Joxyment npenocraieH Koncynsrantlnoc
[ara coxpanenus: 10.12.2019

OOpabatpiBaTh JOKYMEHTBl M MaTepuanbl IO pe3yiabTaTaM IOEe3]KU
PYKOBOIUTEIS

Ob6ecneunBaTh paboTy oduca BO BpeMsi OTCYTCTBHS PYKOBOIUTENS

[IpumeHATh c1ocOOBI AET0BOTO OOIIICHUS

Hcnonb3oBaTh cpecTBa KOMMYHUKALIMH J1JI1 OOECIICUSHUS
B3aUMOJICHCTBUS C PYKOBOJIUTEIEM BO BPEMS €T0 JCIOBOM MOE3IKH

HeoOxonumeie Ilopsimok MOArOTOBKY U MPOBEACHUS KOMaHAUPOBOK
3HAHUA

HOpHI[OK OQ)OpMHCHI/ISI HAOKYMCHTOB IJII KOMaHAUPOBKU U OTUCTHBIX
JOKYMCHTOB 110 KOMaHIHUPOBKE PYKOBOJIHUTECIIA

JlenoBoi MpoTOKOI

DTHKA AEJIOBOrO OOIIEHUS

Apyrue -
XapakTePUCTHUKHU

3.3.5. TpynoBast pyHKIHS

Opranuzanust pabOTHI C IOCETUTENISIMU B YpoBeHb
HaumeHnoBanue |npuemMHON PyKOBOAMUTENS Koxn | C/05.6 |(momypoBeHb)
KBaJH(PHUKAINN

[Ipoucxoxaenue 3aMMCTBOBaHO
. Opurunan X
TPYIOBOH (YHKIIUU W3 OpUTHHANA

Kon Perucrpanuonssiii
OpUTHHAJA HOMeEp
npo¢ecCuoHaIBLHOTO
CTaHIapTa

pr,Z[OBBIC JeUCTBUS OpraHmauI/m JIMYHOI'O IIpucMa IoceTuTelel PYKOBOAUTCIIEM

VYcra"oBieHue nopsijika npueMa Jijisl pa3JiduyHbIX KaTerOpUi MOCETUTENEH

Benenue xxypHaia nmpeABapuTEIIbHON 3aIIUCU HA IIPUEM

Peructpanus nocerureneit

CopnelicTBHe ONEpaTUBHOMY PAaCCMOTPEHHUIO TPOCKO U MPEIOKEHUI
MOCETUTENCH U COTPYIHUKOB OpPTraHU3aLUH
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Joxyment npenocraieH Koncynsrantlnoc
[ara coxpanenus: 10.12.2019

Opranu3zanus nprema JeIOBBIX MapTHEPOB B odrce

Opranuzanys oOCTy>KHBaHHUS PYKOBOJMUTEINS U €r0 JEJIOBBIX MapTHEPOB B
oduce

CepBupoBka yaitHoro (kogeiHoro) crona B opuce

IIpunsATHEe Mep IO COXpPAHEHHUIO KOMMEpPYECKOM TalHbI B XOJ€ IpueMa
MOCETUTENIEH U MX HAXOXK/IEHUS B IPUEMHON U KaOUHETe PYKOBOJUTENS

Heo0Oxoaumeie Opranu3oBbIBaTh U 00ECIIEUNBATH JTUYHBIE KOHTAKThI PYKOBOJIUTES
YMEHUS

YnpapnsaTe KOHPIUKTAMH

Y4uTHIBaTh TCUXOJIOTUYECKHE OCOOEHHOCTH JIMYHOCTH TPU Pa3THIHBIX
BUAX NPO(ecCHOHANBHOr0 O0LIeHUS

Hcnonp30BaTh yCTaHOBJEHHbIE NpPaBHJIA U MPOLEAYPhl KOMMYHUKALUU
BHYTPH OpraHU3aLUU

Bectn ywerHwsle perucTpanMoHHbIe (OPMBI, HCIONB30BaTh MUX IS
MHPOPMALIMOHHOM pabOThI U pabOTHI MO KOHTPOJIIO MCIOTHEHUS PEIIeHUI
PYKOBOIUTENS

C03I[aBaTI) IMOJIOKUTEILHBII UMUK OpraHu3alunu

[TpuHUMAaTh MepBbI 0 pa3peLIeHNI0 KOHPIUKTHBIX CUTYaIHH

[TpumenaTh nHHOPMALIMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTUU

ObecrieunBaTh  KOH(MDUIEHIIMAIBHOCT, B TPUEMHOM W  KaOuWHeTe
PYKOBOAMTENS, COXPAaHATh KOHPUIACHIMATBHYIO0 HH(DOPMAIIHIO B TaiiHe

Heobxonumsie [IpaBwiia opranu3zanuu npuemMa MmoCeTUTENen
3HaHUsA

[TpaBuia nemoBoro oOmeHus

[IpaBuna peueBoro 3TukeTa

Hp aBHJIa YCTAHOBJICHUSA KOHTaKTa, noaACpIKaHUA n pa3BUTHUA
MEKIIMIHOCTHBIX OTHOIIICHUH

CtpykTypa  oOpraHu3alid W pacmpesencHue — (QyHKOMA — Mexny
CTPYKTYPHBIMH TTOJIPA3ICICHUSAMH U CIIEHHATHCTAMU

[IpaBuita opraHu3anuy NpUEMoOB B ouce

OTHUKET U OCHOBEI MCKAYHApPOIHOT'O IIPOTOKOJIa

[IpaBuina cepBUpPOBKHU YaiiHOTO (KOo(eiHoro) cTona
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Joxyment npenocraieH Koncynsrantlnoc
[ara coxpanenus: 10.12.2019

HpaBHna IMPUTOTOBJICHUS U ITOJAAaYU I'OPAYNX HAIIUTKOB H 3aKYCOK K HUM

[paBuina 3ammThl KOHPUISHIMATBFHON CITy>KeOHOM HHpOopMaun

Jpyrue -

XapaKTCPUCTHUKHU

3.3.6. TpynoBas ¢pyHKIHS

Opranuzanus NOArOTOBKH, IPOBECHUS U YpoBeHb
HanmvenoBanme |o0cmyxuBaHusi KOH()EPEHTHBIX Kox | C/06.6 |(momypoBeHb)
MEPOIPHUATHHA KBaJM(pHUKAIIUN
[poucxoxnenue 3auMCTBOBaHO
P A Opurunan X
TPYIOBOH (PYHKIUU W3 OpUTHHANIA
Kog PerucrpanuoHHsIit
OpUTHHAA HOMED
npo¢eCCHOHATBEHOTO
CTaHIapTa

Tpynossie netictBusi | [ToAroToBKa MOBECTKHU JTHSI MEPOIPHUSATHUS

OdopmiieHre CTUCKa YYaCTHUKOB MEPOTIPUSATHS

NudpopmupoBaHne y4YaCTHUKOB O HaMEUalOUIeMCs MEpPONpUSATHH U
YCIOBUSIX y4acTus

Bbi0op MecTa 11 BpeMeHU POBEICHUS MEPOIPUSATHS

[ToaroroBka npenBapuTEILHON CMETHI PACXO0B

Paccelnka npuriiamieHui NOATBEPAUBIINM Y4aCTHE B MEPOIPUATUN

C60p TEKCTOB  OOKJIAAOB W TIIPOCKTOB HTOTOBBIX JOKYMCHTOB Yy
JOKJIaJ4YHNKOB

Paccpuika MH(OPMALMOHHBIX MaTE€pPHAJIOB YYaCTHUKAM KOH(EPEHTHOTO
MEPONPUATHS

CocraBiieHHE SIBOYHBIX JIMCTOB M CHUCKA PETUCTPAlMU YYaCTHUKOB
MEPOTIPUATHS

3aKymnka KaHIEeISIPCKUX TOBApOB M MPOAYKTOB /I obecrieueHus Kode-may3

Pemenne BOITPOCOB TCXHHUYCCKOI'O OCHAIICHUA MCPOIIPUATHUA
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Joxyment npenocraieH Koncynsrantlnoc
[ara coxpanenus: 10.12.2019

[lomMomp B TMOATOTOBKE JMJOKJIa[a PYKOBOIHUTENS, TPE3CHTAIIMOHHBIX
MaTepHasoB

OpFaHI/I?»aLII/ISI MOATOTOBKH MpE3nIuyMa U pa60111/1X MECT Y4aCTHHUKOB

Opranu3zaiiys BCTpeUr U perucTpaius yaacCTHUKOB MEPOTIPUSATHS

Benenue npoTokona MeponpusTHs

Opranu3anus CepBUCHOTO 0OCITY)KMBaHHUs BO BpeMs Kode-Tiay3

Opranuzanys KyJbTYpPHO-MAaCCOBBIX MEPOIPHUATHH, TPaHCIOPTHOIO U
TOCTUHUYHOT'O 00ecreyeHus

HeoOxonumeie OpraHu3oBbIBaTh MPOLECC IMOATOTOBKM K IPOBEIECHUIO KOH(EPEHTHOIO
YMEHHUS MEpPONPUATHS UHAUBUIYAIBHO U B COCTaBe paboyeil rpymibl

JIOKyMEHTHPOBaTh pa3HbIe ITAIbl MPOLEIYPHI MMOJTOTOBKA U HPOBEACHHS
KOH(EPEHTHOTO MEPOIIPHUATHUS

[lepenaBath HMHGOpPMAIMIO, JOKYMEHTHI M Marepuaibl yJaCTHHUKAM
KOH(EPEHTHOTO MEPOIIPHUATHUS

[MoaroraBnmuBath W 00OpYIOBAaTH CTON Mpe3UAMyMa M pabouue MecTa
YYaCTHUKOB COBELIaHUS (3ace1aHus)

CepupoBath yaiiHbli (Ko(eiiHbIi) CTON BO BpeMs poBeieHus Kode-may3

CobmroiaTh paBuia J1€JI0BOr0 ATUKETa U MPOTOKOJIA

Iloax CpKHUBATb UMUK OpTraHU3allun

CO3,I[aBaTL HUMHIDK CCKPETaps, COOTBCTCTBYIOHlHﬁ HMUIDKY OpraHU3alun

PaGorate ¢ wuHbopMammel, aHaTU3UPOBaTh M TPEACTABIATH €€ B
CUCTEMAaTU3UPOBAHHOM BUJIE

ObecmeunBaTh 0€30MACHOCTH ACSITEIHPHOCTH OpraHU3aIIN

HpI/IMeHHTB HH(bOpMaLII/IOHHO-KOMMYHI/IKaL[I/IOHHLIe TCXHOJIOTHH

ObecnieunBaTh KOM(OPT yYACTHUKOB KOH(EPEHTHOTO MEpPONpPUATHUS,
MOMOTaTh B BOIIPOCAX MPOKUBAHUS, TPAHCIIOPTHOTO 0OECIICUCHUS

HeO6XO,I[I/IMBIe Kowmmmtexc OpraHru3alilMOHHO-TCXHUYCCKUX MCpOHpI/IHTI/Iﬁ 10 IIOATOTOBKEC U
3HaHUA IIPOBCACHUTIO COBCH_[aHI/Iﬁ " IEpCroBOpoOB, B TOM YUCJIC MCKAYHAPOIHBIX

[lpaBuna BeneHus, MOJATOTOBKM M O(OPMIIEHHS MNPOTOKOIA M JAPYrHX
JIOKYMEHTOB, CO3/1aBa€MbIX B IIPOLECCE MOATOTOBKH KOH(EPEHTHOIO
MEpPOIIPUATHS
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Joxyment npenocraieH Koncynsrantlnoc
[ara coxpanenus: 10.12.2019

CocraBlieHHE CMETHI pacxoa0B

OcCHOBBI HaNMCAaHUA peUe U O0KJIa10B PYKOBOAUTENS

HpaBI/IJIa YCTaHOBJICHUSA KOHTAaKTa, MNOAACPIKaHUA n pa3BUTHUA
MEKIIMIHOCTHBIX OTHOIIICHUMN

[paBuna gemoBoro o0IIeHus, JeI0BOr0 ATUKETa

DTUKET U OCHOBBI MEXIYHAPOAHOTO IPOTOKOJIA

HpaBI/IJIa IMPOBCACHUA NCJIIOBBIX IEPECTOBOPOB

[IpaBuna 3ammThl KOHPUACHIUATBLHOU CiTy)eOHOI nHpopMaIu

TpeboBanus oxpaHsl Tpyaa

Apyrue -
XapakTePUCTUKHU

3.3.7. TpynoBast pyHKIHS

Opranuzanys UCTIOTHEHUS PEIICHUM, YpoBeHb
HaumeHnoBanue |ocCylecTBI€HHE KOHTPOJIS UCTIOIHEHUS Kon | C/07.6 |(momypoBeHb)

MOPYYEHUHN PYKOBOIATEIISI KBaJTU(DUKATTAH
IIpoucxoxnenne 3aMMCTBOBaHO

P AL Opurunan X
TPYAOBOH (YHKITUH W3 OpHUTHHAJIA
Kon Perucrpanuonssiii
OpUTrHHaja HOMED
poheccroHaIbHOTO
cTaHgapTa

TpynoBeie neiictBust |JlokymeHTaabHOE OPOPMIICHHE PEIICHUN PYKOBOIUTEINS

[oBenenue 10 cBeaeHUs PaOOTHUKOB OpraHU3alUd  pacHoOpsKEHHH
PYKOBOAMTENS

Koopaunanus 1esTeabHOCTH M0 UCTIOTHEHUIO PEIICHUH PYKOBOAUTENS

Benenne cpokoBOro TEKyIero u npeaynpeanuTeIbHOr0 KOHTPOJIS

[IpoBepka ucnosHEeHUS TOPYUYSHHUM PYKOBOJIUTENS B YCTAHOBIIEHHBIN CPOK

[Ipenynpexnenue COTPYAHUKOB OO0 HCTEYEHHM CpOKa MCIIOJHEHUS
MOPYUYEHUIN PYKOBOIUTEIS
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Joxyment npenocraieH Koncynsrantlnoc
[ara coxpanenus: 10.12.2019

dukcalys UCIIOJHEHUS MOPYUYCHUI

CocTaBieHHe OTYETOB M AHAJUTHYECKUX CIPABOK O BBIIOJHEHUU
MOPYYEHUN U PEIICHUI PYKOBOAUTENSA

HeoOxonumeie Bectu cpokoByro KapTOTEKY
YMEHUSA

BecTtu y4etHble perucTpanioHHble (OPMBI, UCTIONB30BaTh UX IS pabOTHI
10 KOHTPOJIKO UCTIOJIHEHMSI IOPYYEHUN PYKOBOIAUTEISA

PaGorate ¢ wuH(popmanmeil 1o KOHTPOIIO, CUCTEMAaTH3UPOBATh €€ U
NPEICTaBIATh B BUJIE CBOJHBIX JOKYMEHTOB

Hcrnonb3oBaTh cpeAacTBAa KOMMYHMKALMM JUIS  IIEpPeladyd  IOPYYECHHU
PYKOBOJIUTEISA

Hcnonp30BaTh COBpeMEHHBIE CpeacTBa cOopa M 00pabOTKH KOHTPOJIbHOM
uHpOpMaUn

[TpumenaTs nHGOPMALIMOHHO-KOMMYHHUKAITUOHHBIE TEXHOJIOTUU

OLIGHI/IBaTB PC3YyIbTAaThI B paMKax IMMOCTABJICHHBIX 3a/1a4

OcylecTBiATh  KOHTPOJb  HWCIHOJHEHUS  IOPYYEHHUH  PYKOBOJIUTENS

COTPYAHUKAMH
Heob6xonumeie OOue TpeOOBaHUS K CPOKAM HCIOJHEHHUS TOKYMEHTOB M KOHTPOJIbHBIM
3HaHUSA (GYHKIUSAM CITY>KOBI TOKyMEHTAIIMOHHOTO 00€CTIeYeHUs

[TpuHIMnbL, crocoObl HHPOPMUPOBAHUS COTPYAHUKOB

DTHKA [IEJIOBOr0 OOIIEHUS

VYrpaBieHueckas CTPYKTypa OpraHu3allH, PYKOBOACTBO OpraHU3alIluH,
o0pa3iipl MOANUCEN PYKOBOASIIMX COTPYAHHKOB, KPYr MX MOJHOMOYHUNA U
OTPaHUYECHUS UX 30H OTBETCTBEHHOCTH

WHCTpyKIIMK 1O EIO0MPOU3BOJCTBY M APYTUM JIOKAJIbHBIM HOPMATUBHBIM
aKTaM, YCTAaHABJIMBAIOIIMM TIOPSIOK  pealu3allud  YIPaBICHUYECKUX
poIeayp

HApyrue -
XapaKTECPUCTUKHU

3.3.8. TpynoBsie pyHKLINN

Opranusanys 1 noJiepKanue VYpoBeHs
HanmenoBanue |(yHKIMOHAIHHOTO paboyero Kon | C/08.6 |(momypoBeHb)
NPOCTPAaHCTBA MPUEMHON 1 KaOMHETa KBaIN(UKAIIU
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PYKOBOJIUTEIIS D
IIpoucxoxxnenue 3anMCTBOBAHO
P A Opurunan X

TPYAOBOH (PYHKITNH W3 OpUTHHAJIA

Kon Peructparmonnsrit

OpUTHHAJA HOMED
po¢ecCroHaTBFHOTO
cTaHjapTa

Tpynossie neiictBusa | OGecnieueHre paboyero MecTa pyKOBOJIUTENST HEOOXOIMMBIMH CPEICTBAMU
OpraHU3alMOHHON TEXHHUKH, KaHIEJIIPCKUMH MPUHAAJIC)KHOCTAMU

Opranmszanus mnpueMHOW oduca B COOTBETCTBUHM C TPEeOOBAHUSAMU
SPrOHOMUKHU U KYJIbTYphI TPyAa

Opranu3zanys opopMIIEHUS HHTEpbepa NPUEMHON PYKOBOIUTENS

O6opynoBanne  pabodero  MecTa  OpPITEXHUKOH,  TEPCOHAIBHBIM
KOMITBFOTEPOM, BCIIOMOI'aTEIbHOW TEXHUKON

Opranuzanus  OOOpyIOBaHHMS ~ NPHEMHOH  CHCTEMaMU  XpaHEHUS,
HEOOXOJMMBIMUA  TNPHUCIIOCOOJICHUSIMH,  OOCCTICUCHHS  KaHIEISIPCKUMU
TOBapaMu

ObecnieueHue XpaHEHUsI U 3aMEHbI PaCXOAHBIX MAaTEPUAJIOB, MOBCEIHEBHBIN
YXO[I 38 OPITEXHUKON

3akas KaHOCIEIPCKUX TOBApPOB, TUTHCHHUYCCKUX TOBApPOB, IIPOAYKTOB

MTUTAHUS
Heo6xonumeie Co3maBate  ycioBus,  obOecrneuuBaromue  3pQexTuBHYI0  paboTy
YMEHHS PYKOBOANTEIS

HpI/IMeHSITB B COOTBCTCTBHUU C HA3HAYCHHUCM CpCIACTBA OpFaHH3aHHOHHOﬁ
TEXHUKHU, KAaHIOCIIAPCKUEC IMTPUHAATICIKHOCTU

OcHamate pabodyee MeECTO PYKOBOIUTENS M CBoe paboyee MecTo
HE0OXOIMMBIM 000PYOBaHUEM

OcymiecTBIATh 3aMEHY paCXOJHBIX MaTEpUANIOB, YXO/ 32 OPITEXHUKOMN

OcymiecTBiIATh IMOBCEIHEBHBIM YyXOJ 3a KONUPOBAJIbHBIM aIlllapaToM,
3aMEHY M XpaHEHUE KapTPUIKEH, TOHEpA

KOHTpOJII/IpOBaTB COCTOSIHUC W MNOIIOJHATH 3aI1aCbl KaHICIIIPCKUX TOBAPOB,
Cp€ACTB 'MI'MCHEBI, IIPOAYKTOB ITUTAaHUA
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HeoOxonumeie TpeGoBanus OXpaHbl Tpyaa, IIPOU3BOJCTBEHHOU CaHUTapuH,
3HAHMS MIPOTUBOTIOXKAPHON 3aIUTHI

OCHOBBI TPAaBWJIBLHOW OpPraHM3AlUU TPyJa W METOABl TOBBIMICHHUS €ro
3¢ (HEeKTHBHOCTH

OCHOBBI HproOHOMUKH orca U PIOPUCTUKU

CrangapThl 1 PeKOMEHIAIIUH 110 000PYI0OBAHUIO OPUCHBIX MTOMEIICHUN

CoctaB OpraHu3allMOHHON TEXHHUKH, €€ YCTPOMCTBO M TMOPSIOK paboTHI ¢
HeHl

HApyrue -
XapaKTCPUCTHUKU

3.3.9. TpynoBast pyHKIHS

Pa3zpaboTka 10KamIbHBIX HOPMATHUBHBIX YpoBeHb
HanmeHoBaHME |aKTOB, perIaMEHTHPYIOIIUX paboTy Kon | C/09.6 |(momypoBeHb)
cekperaps KBaJTH(UKAITII
[IpoucxoxaeHue 3auMCTBOBaHO
P o Opurunan X
TPYAOBOH (PYHKIINH W3 OpUruHaa
Kon Peructpanmonubi
OpHUTHHAIA HOMED
podheccruoHaIbHOTO
CTaHaapTa

Tpynossie neictBus | Pa3paboTka qOKHOCTHOM UHCTPYKIIMU CEKpeTaps

PazpaboTka mosiosxeHus 0 cekpeTapuare

Pa3paboTka MHCTPYKLIMHU IO J€I0IPOU3BOJCTBY

Heob6xonumeie CoctaBisaTh U 0HOPMIISITH OPraHU3aLMOHHBIE U METOJUYECKUE IOKYMEHThI
YMEHUS

PenaktupoBath TEKCTHI CyXKEOHBIX JOKYMEHTOB

PaboTtaTth co BCeil COBOKYMHOCTHIO HMH(OPMAIIMOHHO-I0KYMEHTAIIHOHHBIX
pecypcoB OpraHu3anuu

[Tons3oBaThes Oazamu JAaHHBIX, B TOM YUCJIC YIaJICHHBIMU OazamMu JaHHBIX

Hcnons3oBaTh CIIPABOYHBIC IIPABOBLIC CUCTCMBbI
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PaboTaTh ¢ KOMIIBIOTEPOM, KaTajgoramH (Mankamu) u Qaimamu, CKaHepoM

[onp30BaTbest OPUCHBIM TAKETOM (TEKCTOBBIH PEIAKTOP, TAOIHUIIHI)

[Tonb3oBaTbes MepuQpEepURHBIME YCTPOUCTBAMH U OPTTEXHUKON

[Tonp30BaThCS IEKTPOHHON MOYTOM

[Tonb30BaThCs CUCTEMAMU YIEKTPOHHOTO IOKYMEHTOO000pOTa

Heo6xonumbie [IpaBoBBIC OCHOBBI YIpaBJiCHUs (OCHOBBI aIMHUHHUCTPATUBHOTO, TPYIOBOTO
3HAHUS U TPaXKIAHCKOTO MpaBa)

JleiicTByrole MpaBOBBIE aKThl, HOPMATHBHO-METOJIUYECKUE JTOKYMEHTHI,
rocyJapCTBEHHBIC CTaHapPTHI, oTpeeNsone MOPSATIOK
JIOKYMEHTAI[MOHHOTO 00eCTIeYeHHs YIIPABICHUS

CtpykTypa, PpYKOBOJACTBO CTPYKTYPHBIX MOJApa3JeieHuld, oOpasiibl
MOAMUCEN JIUI, UMEIOIIUX MMPABO MOAMKUCAHUS U YTBEPKIACHUS TOKYMEHTOB,
Y OTPaHUYEHUS X 30H OTBETCTBEHHOCTHU

[TpaBuna JOKYMEHTAIIMOHHOTO O0ECTIEYCeHHs AeSITEIbHOCTH OpraHu3aIlui

[opsinok paboThl ¢ TOKyMEHTaMHU

Tpe6OBaHI/I$[, OpeaABABIACMBIC K  JOKYMCHTAM B  COOTBETCTBUU C
HOPMAaTUBHBIMH aKTaMH U IT'OCYAAPCTBCHHBIMU CTAHAApTAMU

[IpaBuna cocTaBneHUs OPraHU3ALMOHHBIX JOKYMEHTOB (IIOJIOXKEHHUH,
MHCTPYKIUH, PETJIAMEHTOB)

Bunapl 1oKyMEeHTOB, UX Ha3HAYCHHE

OCHOBEI IIOKYMGHTHOP'I JIMHI'BUCTHUKHU

TpeOGoBaHus oxpaHbl TpyAa

Apyrue -
XapaKTCPUCTHUKU

3.3.10. TpynoBas pyHKIUS

CocraBnenue u opopmiieHue YpoBeHb
HaumeHnoBanue |ynpaBieHYeCKOW JOKYMEHTAUU Kon | C/10.6 |(momypoBeHb)
KBaTH(PUKAITII
[Tpoucxoxnaenue 3auMCTBOBAaHO
P a Opurunan X
TPYAOBOH (PYHKIIHH W3 OpUrHHAala
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Kon Peructparmonnsrit
OopuUrvHaa HOMED
po¢eCcCHoHaTBLHOTO
cTaHjapTa

Tpynossie netictBusi | CocTaBieHUE MPOEKTOB PACTIOPSIUTEIBHBIX (MIPUKA3bI, PACTIOPSDHKEHUS) U
WH(OPMAIIMOHHO-CTIIPABOYHBIX ~ JIOKYMEHTOB  (CIy’)keOHBIE  MHCHMA,
CIIPaBKH, TOKJIAIHBIC U CITY)KEOHBIC 3aITUCKH)

Ileuats CJ'Iy)Ke6HBIX AOKYMCHTOB U JPYIr'UX MaTCpUaioB

Pa3mHOXkeHMe ciy>KeOHBIX TOKYMEHTOB

KoHTponb mpoxoxaeHus JOKYMEHTOB B OpraHM3aluu (COrjJacoBaHME,
MOJNUCAHUE U YTBEPKICHHE TOKYMEHTA)

HeoOxonumeie PenaktupoBaTh TEKCTHI CIYKEOHBIX TOKYMEHTOB
yMEHUSA

ITonp3oBaTbest yHUGHUIMPOBAHHBIMU (POPMaMH JJOKYMEHTOB

OdopmisaTh KaccoBble (PMHAHCOBBIE NTOKYMEHTHI U JOKYMEHTHI MO y4eTy
HAaKJIaJIHBIX PACXO0JI0B

[leuarath ciyxeOHbIE TOKYMEHTHI

[Tonb30BaTbes nepuPepUuiHBIMU YCTPOMCTBAMH U OPITEXHUKOMN

Pa6orats ¢ KOMITIBIOTCPOM, CKAHCPOM

[Tonb30BaTbcs 0PUCHBIM MAKETOM (TEKCTOBBINA PEaKTOP, TAOJIULIbI)

Ilonb30BaThCS DIIEKTPOHHOM OYTOU

Ilons30BaThbCsA cCUCTEMaMU QJICKTPOHHOTI'O ,Z[OKYMCHTOO60p0Ta

Ob6ecnieunBaTh 0€30MACHOCTD JICATEIBHOCTH OpraHU3aIHN

Heob6xonumeie IIpaBoBBIE OCHOBBI yIpaBieHUs! (OCHOBBI aIMUHUCTPATUBHOT'O, TPYJOBOTO
3HaHUSA 1 XO3IMICTBEHHOTO TIpaBa)

CtpykTypa oOpraHuszaluu, PYKOBOICTBO CTPYKTYPHBIX MOJIpa3J/ieJICHUH,
0o0pa31pl MOANUCeN JUIl, UMEIOIIUX TPaBO MOAMUCAHUS W YTBEPXKICHHS
JIOKYMEHTOB, U OIPAHUYEHUS UX 30H OTBETCTBEHHOCTHU

HpaBI/IJ'Ia JOKYMCHTAIITHOHHOTI'O obecneueHus ACATCIIbBHOCTU OPraHru3aliin

[Mopsimox paboTHI ¢ TOKyMEHTAMU

Tpe6OBaHI/I$I, NpeaABABIACMBIC K HJOKYMCHTAM B COOTBCTCTBUU C
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HOPMATHUBHBIMH aKTaMU U I'OCYJapCTBCHHBIMHA CTaHAAPTaAMHU

BI/II[I)I AOKYMCHTOB, UX HA3HAYCHHUC

[lpaBuna cormacoBaHus JOKYMEHTOB OpraHu3aluu (BHYTPEHHETO |
BHEIITHETO)

IIpaBuna noanucanust U yrBepKACHUS JOKYMEHTOB

[IpaBuna cocraBiaeHuss U odopmieHuss HHGOPMALMOHHO-CIIPABOYHBIX,
YIPaBIEHUYECKUX JOKYMEHTOB U CIIYKEOHBIX ITUCEM

OCHOBEI ﬂOKYMeHTHOﬁ JIMHI'BUCTHKHA

I'pamMMaTuyeckue npaBuiIa pyccKkoro si3blka

TpeboBanus oXpaHbl Tpyaa

HApyrue -
XapaKTCPUCTUKHN

3.3.11. Tpynosas pyHKIUSA

Opranuzanus paboThl C TOKyMEHTaMHU B YpoBeHb
HaumeHnoBaHue |npuemMHON pyKOBOAMUTENS Kon | C/11.6 |(momypoBeHb)
KBaNU(UKAIIH
[Ipoucxoxnenune 3auMCTBOBaHO
P KA Opurunan X
TPYOBOH (YHKLIHUU U3 OpUrMHaJIa
Kon PerucrparmonHslii
OpHTrMHaja HOMED
po¢eCCUOHAIBHOIO
cTaHzapra
Tpynossie nevicteus |Ilonyuenue, [IpeBAPUTEIILHOE paccMoTpeHue u COPTUPOBKA

MOCTYyHArIMUX B IPUEMHYIO PYKOBOJUTEIS JOKYMCHTOB

[TonroroBka JOKYMEHTOB /ISl PACCMOTPEHUSI PYKOBOJAUTEIIEM

Vuer JAOKYMCHTOB, IIOCTYHNAKOIINX HA UM PYKOBOAUTCIIA

OpFaHI/ISaI_II/ISI A0CTAaBKHU JOKYMCHTOB UCITIOJIHUTCIIAM

Benenne nadpopManmoHHO-CIIpaBOYHON PaOOTHI

KOHTpOHB HCIIOJIHCHUA JOKYMCHTOB U HOpy‘ICHI/Iﬁ PYKOBOOUTCEIIA
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HeobOxonnmeie PabotaTh ¢ BXOasIIe, HCXOsIIEH, BHYTPEHHEH JOKyMEHTAITUECH
yMEHUS

[Tonmp30BaThCss  CHUCTEMaMH  JJICKTPOHHOTO  JTIOKYMEHTOOO0OpOTa  JUIs
perucTpaiyy, KOHTPOJSI JOKYMEHTOB U HWH(POPMAIMOHHO-CIIPABOYHOI
paboTHI C JOKYMEHTAMHU

[IpumeHaTs MHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIE ~ TEXHOJOTHUU  JUIS
paboTHI C JOKYMEHTAMH

CoctaBasaTh U 0hOpMIIATH HOPMATUBHBIE aKThHI

HeoOxonumeie HopmaTuBHBIE TpaBOBbIE aKTbl, HOPMATUBHO-METOJAMYECKHUE JTOKYMEHTBI,
3HaHUS rocyapCTBEHHBIE CTaHJapTHI, onpeeNsIolIre MOPSI0K
JIOKYMEHTAIMOHHOTO 00eCTIeYeHHs YIPaBICHUS

CrpykTypa opraHu3aluu, pyKOBOJCTBO CTPYKTYPHBIX I1OApa3/IeIeHHM

COBpCMeHHHe I/IH(pOpMaI_II/IOHHLIe TCXHOJIOT'NH pa6OTLI C IOKYMCHTaMU1

[Topsimok paGoThI C JOKYMEHTAMH, CXEMbI JJOKyMEHTO000pOTa

[lpaBuna paboOTBl ¢ BXOASMIMMH, HWCXOIAIIMMH ¥ BHYTPCHHUMH
JIOKYMEHTaMH

HpaBI/ma OopraHu3alyi KOHTPOJISA HMCIIOJJHCHHUA OJOKYMCHTOB W THIIOBBIC
CPOKH UCITIOJIHCHUS NOKYMCHTOB

[IpaBuna cocTaBiieHNs] AaHATTUTHUECKHUX CIIPABOK IO OpPraHU3aluy paboThI C
JIOKYMEHTaMHU U KOHTPOJIIO UCIIOJIHEHUS JOKYMEHTOB

[IpaBuna co3manus W BeAeHUS 0a3 JAHHBIX CIY)KEOHBIX JTOKYMEHTOB B
OpraHu3aIu

CucTeMBbl AIEKTPOHHOTO JOKYMEHTO000pOoTa

TpeboBanus oxpaHbl TpyAa

Jpyrue -
XapaKTepI/ICTI/IKI/I

3.3.12. TpynoBas ¢hyHKIUS

Opranuzanus XxpaHeHHus! JOKYMEHTOB B YposeHn
HanmMenoBanue |nmpueMHON PYKOBOAUTEIS Kox | C/12.6 |(momypoBeHb)
KBaJU(DUKAIIH
[IpoucxoxneHue 3auMCTBOBAHO
P KA Opurunan X
TPYJIOBOM (PyHKITUU W3 OpUTHHAIA
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Kon Peructparmonnsrit
OopuUrvHaa HOMED
po¢eCcCHoHaTBLHOTO
cTaHjapTa

Tpynossie netictBus | Pa3paboTka pa3nenoB HOMEHKIIATYPHI JI€7 OpraHUu3aIuu

dopmupoBanue U 0(OpMIICHHE JeJ TOCTOSHHOTO, JOJTOBPEMEHHOTO
CPOKOB

HOILFOTOBKa " nepcaayda A€ B apXyUB OpTraHHU3allnn

HeoOxonumeie Pa3pabaTpiBaTh HOMEHKIATYPY A€Jl OpraHU3allid C YUYE€TOM JAEHCTBYIOIIMX
yMEHUS HOPMAaTHUBHO-METOJUYECKUX JOKYMEHTOB

Hcnonb3oBaTh HOMEHKIATYPY /€I PU U3YYEHUN CTPYKTYpPbl OpraHu3aluu,
COCTABJIEHUU ONUCEN JIeN

®opmupoBaTh U OQOPMIISITH Jella B COOTBETCTBHHM C YTBEPXKICHHOM
HOMEHKJIATYpOH JIeJI OpraHu3aIun

ObecrneunBaTh COXPAaHHOCTH JOKYMEHTOB OpraHU3aIuu

HpOI/ISBO,Z[I/ITB IIOATOTOBKY ACII IJIA IIE€peaadn B apXuB

[MpumensaTe  WHGOPMAIIMOHHO-KOMMYHHKAIIMOHHBIE  TEXHOJOTHH IS
paboThI ¢ JOKyMEHTaMHU

HeoOxonumeie HopmaTuBHbIE NpaBOBBIE aKTbl, HOPMATUBHO-METOJUYECKHE TOKYMEHTHI,
3HaHUsA roCyJapCTBEHHbIE CTaHJapTHl, ofpeesIomue HOPSIOK
JIOKYMEHTAIMOHHOTO 00eCIIeYeHUs yIIPaBICHUS

Buasl HomeHKknaTyp, oOume TpeOoBaHMS K HOMEHKJIAType, METOJIUKa ee
COCTaBJICHUS U OPOPMIICHUS

Iopsimox dopmupoBanuss u ohopMIIEHUS AEN C YKa3aHHWEM CHeuu(puKu
(bopMHpOBaHUS OTAEIBHBIX KaTETOPHI /eI

[IpaBuna xpaHeHus J€ia, B TOM YHUCJIE C JOKYMEHTAMH OIPaHUYEHHOI'O
J0CTyTIa

HpaBI/ma BblJIaYM U UCIIOJIB30BAHUA JOKYMCHTOB U3 C(l)OpMI/IpOBaHHBIX JACJI

TpeboBanus oxpaHsl Tpyaa

[IpaBuna MOATOTOBKY M TIEpEIayu Je B apXUB OpraHu3aIuu

Apyrue -
XapaKTCPUCTHUKU
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3.3.13. TpynoBble pyHKIIMH

YpoBeHb
Kon | C/13.6 |(momypoBeHb)
KBaJTU(DUKATTAH

ObecmneueHne PyKOBOIUTEISI

HanmMmenoBanue o
uHpopManuen

[Ipoucxoxnenue 3aMMCTBOBaHO
. Opurunan X
TPYAOBOH (YHKITUH W3 OpHUTUHAJIA

Kon Perucrpanuonnsii
OpUTHHAA HOMED
podhecCuoOHAIEHOTO
CTaHJapTa

Tpynoseie neiictBust |COop u mnepepaboTka uHGOPMALMK, HEOOXOJUMOW ISl TPHUHATUA
00OCHOBaHHBIX yIIPABICHUECKUX PEIICHHIA

IIpoBepka OCTOBEPHOCTH, MOJHOTHI M HENPOTUBOPEYMBOCTH JAHHBIX,
UCKJTIOUEHHE TyOIMpoBaHUS HHPOpMALTUU

HpCI[OCTaBJ'ICHI/Ie JaHHBIX B €IWMHOM U YI[O6HOM AJI1 BOCIIpUATHA (bopMaTe

Beiseienne — HamOoiiee  3HAYMMBIX ~ KPUTCPHUEB  CHUCTEMATH3AlMH
uH(bOpMaIIUU AJI CO3AaHMs 0a3 JaHHBIX

cDOpMHpOBaHI/IC U KCII0Jb30BaHue 0a3 JaHHbIX B OpraHu3aliun

HeoOxonumeie OcymecTBiATh cO0p, 00pabOTKy M aHaTU3 WHPOPMAIIMK B COOTBETCTBUU C
YMEHUS TpeOOBAHUAMHU KPATKOCTH, YETKOCTU (OPMYIHUPOBOK, CBOEBPEMEHHOCTH
MOCTYIIJICHUA, TOYHOCTHU n JOCTOBCPHOCTH, OIITUMAJIBHOCTHU

cucTeMaTH3alluu, HeMpepbIBHOCTH cOopa 1 00paboTku nHpOpMaun

OcymiecTBiATh pEeTUCTpaIyIo, HaKOTIJICHHE 17§ nepeaaqy,
CUCTEeMAaTU3UPOBAHHOE XpaHEHWE M BblIauy WHpOpManuu B TpeOyemoit
dbopme

CocTaBniate u O(I)OpMJISITB CBOJHBIC, OTYCTHBLIC, CTATUCTUYCCKUC
JOKYMCHTBI

OcymecTBiATh 00pabOTKy M CTPYKTypUpOBaHHE WH(pOpManuu, odpasys
UH(OPMAIIHOHHBIE PECYPCHI

BBO}II/ITI) HOBBIC JTaHHBIC B CHpaBOqHO-I/IH(l)OpMaIII/IOHHI)Ie CHUCTEMBbI

BBoauTs B namsaTh KOMITIBIOTEPA 3JICKTPOHHBIC O6p33H JAOKYMCHTOB
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[TpousBoauTh MOUMCK HWHGOPMAIIMK B CYIICCTBYIOIIMX 0azax HTaHHBIX,
BeCTH HWH(OPMAIIMOHHO-CIIPABOYHYI0 padOTy Ha OCHOBE pa3IUYHBIX
KOMOWHAIIMIA ITOMCKOBBIX MPU3HAKOB

[TpumeHATh HHHOPMALIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU

Heobxonumbie OcobenHocTr (pOpMHUPOBAHUS BHEIIHUX U BHYTPEHHUX MH(POPMALMOHHBIX
3HAHUA MIOTOKOB

CoctaB BHEIIHUX UH(POPMALIMOHHBIX IOTOKOB

CocTaB BHYTPEHHUX MH(POPMAIIMOHHBIX TOTOKOB

CTpykTypa OpraHM3allid ¥ TMOPSIOK B3aMMOJCHCTBUS MOIPA3ICICHUN U
CITyK0

Ocobennoctu popmupoBaHus 6a3 JaHHBIX B OpraHU3AIUN

COBpeMCHHLIC HAay4HBIC METOAbI u TEXHUYCCKUC CpeacTBa,
crocoOcTBytoIMe  cOOpy, 0O0pabOTKe, COXpaHCHUI0 U Iepeaayde
MH(POPMALIMOHHBIX TIOTOKOB

Metoael 00pa®oTku uHGOpPMALMU C TPUMEHEHHEM COBPEMEHHbIX
TEXHUYECKUX CPEJICTB KOMMYHHUKAIIMN U CBSI3U, BBIUUCIUTEILHON TEXHUKHU

TpeboBaHus oxpaHbl Tpyaa

Apyrue -
XapaKTCPUCTHUKU

3.3.14. TpynoBas ¢pyHKUMSA

Opranusanys HHOOPMAINOHHOTO
B3121HM0;[617ICTBH51(1) iOB(];IILI/ITeJISI c YpoBeHp
HawnmenoBanune Py Kon | C/14.6 |(momypoBeHb)
MOJPa3AeTICHUSIMH 1 JOJDKHOCTHBIMHU
KB (UKAIIIH
JMIIAMU OpTraHU3aIIH
[Mpoucxoxnenue 3auMCTBOBaHO
P KA Opurunan X
TPYIOBOH (YHKIUU W3 OpUTHHANA
Kon PeructpanmoHHbIit
OpHUTHHAJIA HOMEp
po¢eCCHOHATBEHOTO
cTaHaapra

Tpynoseie neiictBust | MupopmupoBanue pabOTHUKOB OpraHU3aIMK O PEHICHUSIX PYKOBOAUTENS
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Opranm3anus oOMeHa wuHGOpPMAIMEd MEXIy TOApa3ICICHUsIMH |
JIOJDKHOCTHBIMU JIUIIAMH OpPTaHU3alUN

OHOBCH.[CHI/IC pa6OTHI/IKOB O MMPEACTOAINNX MEPONIPUATUAX

Opranu3anys BCTped TPYAOBOTO KOJJIEKTUBA C PYKOBOACTBOM

NudopmupoBanne pykoBoguTenass o0 oOpalieHusX COTPYAHHUKOB IIO
paboYnM M TUYHBIM BOIIPOCAM

HeoOxonumeie Mcrionb30BaTh COBpEMEHHBIE TEXHOJIOTMH cO0pa U nepenadn HHPpopMauu
yMEHUSA

OcymectBiath cOop U mepepaboTky uHOpManMHU, HEOOXOAMMON IS
JIESATEITBHOCTH

OCYU.[CCTBJ'IHTB CUCTEMATU3AlHIO TTOJITYHaCMBbIX U NIEPCAaBACMbIX TaHHBIX

OcyniecTBiATh IIPOBEPKY JIOCTOBEPHOCTH, IIOJIHOTHI u
HEMPOTUBOPEYUBOCTH JAHHBIX, UCKIIIOUEHUE TyOIUPOBaHUS HH(OPMAITIH

[IpenocTaBiaTh TaHHBIE B €UHOM M YA0OHOM JUIsl BOCTIpUSTHS opmarte

MHOTOKpaTHO UCIOJB30BaTh TMOJYYCHHYI0 HWH(GOPMAINIO, TTOCTOSHHO
OOHOBJIATH JaHHBIE

OO6ecneunBaTh ONEPATHBHOCTh HH(POPMAIIMOHHBIX TIOTOKOB

PaGotaTte ¢ KOMIBIOTEPOM, HCIONH30BaTh OQPUCHBIA TaKeT (TEKCTOBBIH
penaKkTop, TaOIHIIbI)

HeobOxonumeie HopmartuBHbIE NpaBOBBIE aKThl, HOPMATUBHO-METOAUYECKUE TOKYMEHTHI,
3HAHUA roCyJlapCTBEHHbIE CTAHJIAPTHI B chepe AeSITENLHOCTH OpraHU3aun

CrpykTypa opraHu3alud, pPYKOBOACTBO CTPYKTYPHBIX HOJpa3aelieHul,
HaIpaBJIeHUs JEATEILHOCTH OPTaHHM3AIlMd M KOMIIETEHIIMA CTPYKTYPHBIX
MOApa3IeICHUI U JOJKHOCTHBIX JIMI]

Knaccudukanus ymnpasiaeHdeckoil uMH(pOpMamu, BUABI YIPaBICHYECKOM
uHpOpMaIUU

@®opMBbI TPEeIOCTABICHUS YIPaBICHUECKOW HHPOPMALIUU

HcTounnku ynpapiieHU€CKOM HHPOpMaIUH

Metoanka 0T60pa HCTOYHUKOB HH(POPMALIUU

TpeOoBaHnus, npeabsBIseMble K YIpaBIeHYECKON nH(OpMaLIUU

TpeOoBaHus oxXpaHbl Tpyaa

Hpyrue -
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[ara coxpanenus: 10.12.2019

XApaKTCPUCTHKU

3.4. O6o6menHas TpyaoBas GyHKIUS

HNudopManimoHHO-aHATUTHYECKAS |
OpraHHU3aIMOHHO-aIMUHUCTPATHUBHAS VYpoBeHb
Haumenosanue P h a P Konx D p
MOJIJICPIKKA JISATSITBHOCTH PYKOBOIUTEIIS KBaJTM(DUKATTAH
OpraHu3aIuu
[IpoucxoxneHue
N . 3aMMCTBOBaHO
0000111eHHOM Tpy0BO#l | OpHUrHHAaNI X
W3 OpUTHHAIA
byHKIMH
Konx Peructpanmonnsrit
OpUTHHAJA HOMED
npodeccruoHalIbHOTO
CTaHmapTa

Bo3MoskHBIE HAMMEHOBAHUS
JOJKHOCTEH, mpodeccuii

ITomomHUK PYKOBOAUTCIIA

TpeboBanus k 00pa3z0BaHUIO
1 00y4YCHHIO

Bricuiee obpa3zoBanue - GakanaBpuar
JomnonuurenpHoe npodeccroHanibHOoe 00pa3oBaHue

TpebGoBaHus K ONBITY
NPaKTHYECKON paboThI

He menee tpex neT no npopuiio 1esTeNbHOCTH OpraHu3aluu

OcoOble ycroBus 10IycKa K
pabote

Hpyrue xapakTepuCTUKU

I[OHOJ'IHI/ITCJ'ILHBIC XapaKTCPUCTUKU

HanmenoBanune qokymeHTta

Kon HaumeHnoBanue 6a30Boii rpynimbl, 10KHOCTH
(mpodeccun) win cennaIbHOCTH

OK3 2432 bubnunorexapu, 6ubnuorpadsl, JOKYMEHTOBEIbI U
CHELHAINCThI POJACTBEHHBIX Mpodeccuit
OKCO 032001 JIOKyMEHTOBEICHUE M IOKYMEHTAIIMOHHOE

obecrieyeHne ynpaBieHUs

032002 JIoKyMEHTaITMOHHOE 00eCTIeYCHUE YITPaBICHUS U

HaJIe)KHasI IPABOBasi MOIIePKKa
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apXUBOBEICHHE
3.4.1. TpynoBble pyHKIUU
®dopmupoBanue HHHOPMAITMOHHOTO YpoBeHb
HanmenoBanue |B3auMOACHCTBUSL PYKOBOJUTENS C Kon | D/01.6 |(momypoBeHb)
OpraHU3aIUsIMHU KBaJTM(DUKATTAH
[IpoucxoxneHue 3auMCTBOBAaHO
P A Opurunan X
TPYAOBOH (PYHKIINH W3 OpUrHuHala
Kon Peructpanmonusrit
OpUTHHAJA HOMED
npodeccroHalIbHOTO
CTaHaapTa

Tpynossle neiictBus |OTOOpP HMCTOYHUKOB HHGOpPMAIMM B COOTBETCTBUU C  33JaHHBIMU
KPUTEPHSIMH

OObpaboTka W wuHTEeprpeTanyuss WHPOPMALUU IS MOATOTOBKU IPOEKTOB
pelieHui

[lonroroBka 3ampocoB 1O MOPYYEHUIO PYKOBOAMUTENS Ha IOJIY4YEHHE
JOKYMEHTOB W HH(OpMalMM B OpraHax TOCYJapCTBEHHON BIAcTH U
yIIpaBIICHUS, 00IIeCTBEHHBIX OpraHu3aIusIX U MI0JIy4YEHUE
COOTBETCTBYIOIIEH MHPOPMAIIUU U TOKYMEHTOB

HudopmupoBaHre pyKOBOAMUTES O PE3ybTaTaXx pacCCMOTPEHHS 3alPOCOB U
oOparieHuit

Opranuzanys pelieHds BOINPOCOB, HE TPEOYIOMIMX HENOCPEIACTBEHHOIO
y4acTHUsl pyKOBOJIUTEIS

[lonroroBka maTepuasoB i y4yacTHsl pyKOBOIUTENS B paboTe pa3iuyHbIX
CTPYKTYp B COCTaB€ TOCYJAapCTBEHHbIX M MYHULMUINAIBHBIX OPTraHOB,
0OLIECTBEHHBIX OpraHu3alnui

HOI[FOTOBKa JOKYMCHTOB IJId 3aKJIFOUCHUA COTJIAIIGHUH O COTPYAHHUYCCTBC
C ICJIOBBIMHU ITapTHCPAMU

NudopmupoBanue 1e10BBIX MaPTHEPOB U 3aMHTEPECOBAHHBIX OpTraHU3aINil
O PELIEHUSAX PYKOBOAUTENS B XOAE BBIIIOJIHEHHUS COTJIAILICHUI

HeoOxonumeie AHanu3upoBaTh U OTOMpATh MCTOYHUKU HHPOPMAIMH B COOTBETCTBUU C
YMEHHUS KPUTEPUSMH MOJHOTHI, IOCTOBEPHOCTH, CBOEBPEMEHHOCTH IIPEIOCTABICHHUS
nHpopManuu
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ColGupatp, 00pabaThIBaTh M aHATM3UPOBATh MHOOPMALIUIO B COOTBETCTBUU
C 3a/IaHHBIMU TPEOOBaHUAMHU

HepenaBaTb I/IH(I)OpMaI_II/IIO B CUCTCMATHU3UPOBAHHOM BHUJIC

OO6pabaThiBaTh u CTPYKTYpUpPOBaTh uH(pOopMaluIo, oOpa3ys
UH(POPMALIMOHHBIE PECYPCHI

[Tpou3BoauTh MOMCK MH(DOPMAIIUK B CYIIECTBYIOIIMX 0a3ax JaHHBIX, BECTH
UH(POPMAIIMOHHO-CIIPABOYHYIO padOTy HA OCHOBE PA3NUYHBIX KOMOWHAIIUN
MTOMCKOBBIX NMPHU3HAKOB

Ob6ecnieunBaTh MHPOPMAITMOHHYIO O€30MTACHOCTH OPTraHU3aIUN

PaGotrath ¢ KOMIBIOTEpOM, HCIONIB30BaTh O(DHUCHBIN MakeT (TEKCTOBBIN
penaKkTop, TaOIHIIhI)

HeobOxonumeie
3HAaHUA

BHYTpeHHHSI W BHCIIHAA ITOJIMTUKA OpraHru3alnun

[IpuHIUIIBI TPECTAaBUTENLCTBA B TOCYIAPCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYIIPaBJIICHUS, CTOPOHHUX OpraHM3aluaX U IMOPSAHOK
B3aMMOJICUCTBUA C HUMU

[IpuHIMIIBI U METOABI AJIMUHUCTPUPOBAHUS

OcobenHocty (hOpMUPOBaHMS BHEUIHUX M BHYTPEHHMX MH()OPMALMOHHBIX
IOTOKOB

CTpyKTypa OpraHM3alli¥ W TOPSJOK B3aUMOJCHCTBHS TOJpPA3ICICHUN U
CITyx0

[TpaBuna popMUpOBaHUS U UCTIONB30BAHUS 0a3 JAHHBIX

CoBpeMeHHbIE ~ HaydyHbIE  METOJBl M  TEXHUYECKHE  CpEICTBa,
crocoOCTByIoIMe  cOOpy, OOpabOTKE, COXpPaHEHHIO U  Mepeaade
uHopMaIuu

[IpaBuiia 3a1uThl KOHPUACHIUATIBLHON CIIY)eOHOH HHpOpMaLK

COBpeMeHHBIe PIH(l)OpMaHI/IOHHBIe TCXHOJOI'MH

HApyrue
XapaKTECPUCTUKHU

3.4.2. TpynoBas ¢pyHKIMS

HanmenoBanue

Joxyment npenocraieH Koncynsrantlnoc
[ara coxpanenus: 10.12.2019

Ananu3 nHGoOpMaIMy 1 NOATOTOBKA VYpoBeHs
MH(POPMAIMOHHO-aHATUTHYECKUX Kon | D/02.6 |(momypoBeHb)
MaTepuasoB KBaIN(UKAIIU

www.consultant.ru
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[poucxoxnenne 3aMMCTBOBAHO
. Opurunan X
TPYAOBOH (PYHKIINH W3 OpUrHuHaa
Kon Peructparnmonnslit
OpUTHHAJA HOMED
npodeccruoHalIbHOTO
CTaHmapTa

Tpynossie neiictBus | Coop, mnepepaboTka M aHanu3 HHGOpMAIMM JJI  pELIeHHs 3ajad,
MTOCTABJIEHHBIX PYKOBOJIUTEIEM

INoaroroBka HHPOPMALMOHHO-AaHATUTHIECKAX MAaTEPUAIOB

Pa3pa60T1<a TEMATHUYCCKOI'O IIJIaHa O630pHOFO JAOKYMCHTA, JOKJIaJda

Ompenenenne kpyra OudauorpaduuecKux HUCTOUHUKOB

IlonGop HCTOYHMKOB W JMTEpaTypsl IO TeMe 0030pa, JOKiIaja,
AHAJIMTUYECKOHN CIIPABKH

Hanucanue u opopmierne 0630pa, T0KIa1a, aHATUTHIECKON CIIPABKU

HeoOxonumMbie Pa3pabarpiBaTh TeMaTHYECKHMH IIIaH 0030pa, JOKIA[a, AHAIUTHUYECKOU
YMEHHUS CIIpaBKH

OO060CHOBBIBATh aKTyalbHOCTb MPOOJIEMBI, KOTOPYIO MPEACTOUT OCBETUTDH B
0030pe, A0KIae, CripaBKe

Ilonp3oBaTbess MHGOPMALMOHHBIMM pECypcaMd M CUCTEMaTH3UPOBATh
MH(OPMALIHIO 110 33JJaHHBIM KPUTEPUIM

HpaBI/IJIBHO HUHTCPHNPCTUPOBATL MOJIYUCHHBIC NAHHBIC U MPCAOCTABIIATL UX
B CUCTEMATHU3UPOBAHHOM BHJIC

OnpenensTh Kpyr HCTOYHMKOB U JIUTEPATyphbl, HEOOXOAMMBIX JUIs
MOJrOTOBKM HH(OPMALIMOHHO-aHAIUTHYECKUX MaTepUaioB

Wznarath Marcpual B JIOTHYSCKOM IIOCICA0BATEIIFHOCTH

HpOPBBOILI/ITL AHAJIN3 U OLICHKY U3JIOKCHHOT'O MaTCpHuaJia

OdopMIIATh TEKCT B COOTBETCTBYIOIIEM CTUIIE

PC,Z[aKTI/IpOBaTL TCKCT JOKYMCHTOB

(DOpMy.]'II/IPOBaTB BbIBOJIbI 1 PCKOMCHIAIIUN

OCYHICCTBJ'I?[TI) aBTOMATU3alrIO IMPOLCCCOB c60pa, XpaHCHUA W BblJa4u
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nHpopmanuu

[onp30BaTbest YCTPOWCTBAMH aBTOMAaTH3UPOBAHHON 00paOOTKH TEKCTOBOM
uHpopManuu 1 poToHAOOPHBIMU yCTpOCTBaMHU

[IpyMEHATh BBIYHUCIUTENBHYIO TEXHUKY U MH(POPMAIMOHHBIE TEXHOJIOTUH
JUIS SKOHOMHYHOM M PpalMOHAJIbHOW OpraHu3aniu HH(OPMAIIMOHHBIX
MIPOLIECCOB, MOBBIIEHUS UX THOKOCTU ¥ TUHAMUYHOCTH

[lpou3BOaUTH  JTUTEPATYPHO-CTHIIMCTHUECKYIO  OOpabOTKy  TEKCTa,
NPOBEPKY JIOTMYECKOW IOCIEIOBATEIbHOCTH H3JIOKEHHs, aHainu3a |
OLICHKH, HAaITMCaHHUA BbIBOJOB U peKOMeHIIaI_H/Iﬁ

HpI/IMeHHTB OCHOBBI IICUXOJIOTHH ACTIOBOI'O O6H_I6HI/I$I

H€O6XOI[I/IMI)IC HOpMaTI/IBHLIe IIPaBOBLIC AKTbl, HOPMATHUBHO-MCTOANUYCCKHUC OOKYMCHTEIL,
3HaHUA TOCYAapCTBCHHBIC CTAHAAPTHI B C(bepe ACATCIIBHOCTH OpraHU3aluu

CrpykTypa oOpraHusaluy, pPyKOBOJACTBO CTPYKTYPHBIX IOApa3/eieHU,
HaIlpaBJIICHUs NEATEIBHOCTA OPraHM3allMd U KOMIIETEHLUU CTPYKTYPHBIX
MOAPA3ACIICHUH U TOJDKHOCTHBIX JIUL]

Knaccudukanus ynpasneHdeckoi HWHPOpPMALWU, BUABI YIPAaBICHUYECKOM
nHpopmaruu

@DopMBI ITPEIOCTABICHUS YIIPABICHUECKOW HHPOPMALIUU

Hctounuku ynpaBieH4ecKoi HHPOpPMAaLUU, METOAUKA 0TOOpa HCTOYHUKOB
uH(popManuu

TpeboBanus, nmpeabaBiIsieMble K YIpaBIeHYECKOH HHPOPMALUU

Ocob6ennoctu pedepupoBanust uHbopmaruu, crenuduka oGopmMiIeHHUS U
COCTaBJICHUS aHHOTAIUi, pedepaToB, 0030pOB, TOKIAOB

Kareropuu morpebureneii, Ha KOTOpble OyIeT paccuMTaH JaHHBIA 0030p,
JTOKJTaJT

Metoast  00paboTku uHGOpPMALUMM C TPUMEHEHHEM COBPEMEHHBIX
TEXHUYECKUX CPEICTB KOMMYHUKAIIUN U CBSI3U, BEHIYUCIUTEILHON TEXHUKU

CrpykTypa HH()OPMAIMOHHBIX W3/JaHUH B 3aBUCUMOCTH OT XapakTepa
nH(pOpMalUY U 11eJIEBOr0 Ha3HAYeHUs NH(OPMALIMOHHBIX U31aHUN

CoBpemenHble cpesicTBa cOopa, 00padoTKH, cUCTEMAaTU3aluU HH()OpMAIUH

Hcrounnkn mHOpManuu: KaTajaord OUOJIMOTEK, JKYpPHAJIOB, MOMCKOBBHIE
CHUCTEMBbl HMH()OPMALMOHHO-TEIECKOMMYHHUKAIIMOHHOKH cetu "MHTtepuer",
AIEKTPOHHbIE 0a3bl JAHHBIX
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Joxyment npenocraieH Koncynsrantlnoc
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O YHKITMOHATBHOE Ha3HaAYCHUE 0030pa (6bubmmorpaduueckoro,
pedepaTHBHOTO, AaHATTUTHYECKOT0) KaK CPEJCTBA OPHEHTAI[UU YUTATEIs B
JOKYMEHTAJIBHOM WJIH WH(POPMAIIMOHHOM TTOTOKE

OcobeHHOCTH 00IIEHAYYHOM 1 TIparMaTuieckoil pyHKImn 0030poB

[IpaBuna paGoThl ¢ BHEIIHUMH HOCUTEISIMU UHPOPMALIUU

HopMmaTuBHBIE [TOKYMEHTBI, TOCYJapCTBEHHbIE CTaHIAPTHI B 00JacTH
NeATEeNIbHOCTH OpraHU3aliu

[Tonstne w cnenmudpuka Oubmuorpaduueckoro, pedepaTuBHOTO U
AHAJIUTUYCCKOI'O I/IH(I)OpMaI_[I/IOHHOI‘O n3aaHuA

CHpaBOLIHBIC IMPaBOBLIC CUCTCMBbI

Apyrue -
XapaKTCPUCTHUKU

3.4.3. TpynoBast pyHKIHS

Opranu3zanys AeJI0BbIX KOHTAKTOB U YpoBeHb
HaumeHoBaHMEe |IPOTOKOJIBHBIX MEPOIPUATHH Kon | D/03.6 |(momypoBeHb)
KBaTH(UKAITIH
[IpoucxoxneHue 3auMCTBOBAaHO
P A Opurunan X
TPYAOBOH (PYHKIINH W3 OpUruHaa
Kon PeructpanmonHusrit
OpUTHHAJA HOMED
npo¢ecCroHaTBLHOTO
CTaHJapTa

Tpynoseie nefictBus | OpraHusanysi U IUIAaHUPOBAHUE JIEJIOBBIX KOHTAaKTOB, BCTPEY M TOE3JI0K
PYKOBOIUTEIA

Opranuzanys 3aceaHuil, COBEIIAHMA W MEpONPUATUH, NPOBOIUMBIX
PYKOBOAMTEIEM

[lonroroBka MarepuasioB [Jisl COBEIIAHUM, BeAeHHE U OQOopMIIEHUE
MIPOTOKOJIOB

[ToaroroBka npe3eHTaui Mo yKa3aHUI0 PYKOBOIUTEIS

[ToaroToBka u npoBeaeHUE Mpecc-KOH(EPEHLNs PYKOBOAUTEIS
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[ara coxpanenus: 10.12.2019

Berpeua yyacTHUKOB meperoBopoB, obecrneueHne ux uHGOpMaluOHHBIMU
MaTepHajiaMu, BeJICHUE 3alIUCEll IEPErOBOPOB

Heob6xonumeie CocTaBnATh IJ1aH NOE3JKHA PYKOBOIUTEIS
yYMEHUSA

OdopmisiTh  JOKYMEHTBI, HEOOXOAWUMBIC IS  JIEJIOBOM  TOE3IKH,
KOMaH/IMPOBKH PYKOBOJUTEIIS

CocTtaBiath ¥ OQOPMIISATH MPOTOKOJBI COBEIIAHHM, 3aC€aHUN U JIPYruX
KOH(EPEHTHbIX MEpPONPHUITUN, TOTOBUTH CIUCOK YYaCTHHKOB, TOBECTKY
JTHS, SIBOYHBIE JIUCTHI U MMPOEKTHI HTOTOBBIX TOKYMEHTOB

CocTaBnsTh pecc-pennssl

Bectu neperoBopsl ¢ napTHepamu

PaboTaTh B pexnuMe MHOT03aJaYHOCTH

Paborath ¢ 6osbimM 00beMOM HH(pOpMAIH

Co3maBaTh W TOIJACPKHUBATH TOJIOKUTEIBHBIA HMUK OpraHU3ANN U

PYKOBOIUTEIS
Hcnonb3oBath BBIYUCIIUTEIIBHYIO TEXHUKY u
MH(OPMalIMOHHO-KOMMYHUKAIIUOHHBIE TE€XHOJIOTUU I Oonee

SKOHOMUYHOM n paHHOHaHBHOﬁ OpraHu3anuu I/IH(i)OpMaLII/IOHHLIX
IpoHECCOB, MOBBIICHUA UX THOKOCTH U JUHAMHUYHOCTH

Ob6ecneunBaTh MHOOPMATMOHHYIO O€30MIaCHOCTh OPraHU3ALUN

HeO6XOJII/IMI)Ie HOpMaTI/IBHBIe IMPAaBOBBIC AKTBI, HOPMATUBHO-MCTOAUYCCKUC TOKYMCHTBHI,
3HaHUA TOCYAAapCTBCHHBIC CTAHAAPTHI B C(bepe ACATCIBHOCTH OpraHu3aliuu

CTpykTypa OpraHu3aii, pPYKOBOIAIIMKA COCTaB OpraHU3aIlluud U
MOApa3ACICHHM, HaIpaBJIeHUs JIeSITENNLHOCTH OpraHu3aIu H
KOMITETCHIIMHN CTPYKTYPHBIX MOJIpa3IeJICHUI U TOHKHOCTHBIX JIUIT

[Ncuxomnorus 1emoBoro oOUIeHNs, OCHOBBI KOH(IMKTOJIOTUU

IIpaBuia mpoBeneHHs  JENOBBIX  NEPETOBOPOB U IPOTOKOJIBHBIX
MEpONPHUITHI

OTUKET U OCHOBBI MEXIYHapOAHOIO IPOTOKOJIA

[IpaBuina cocraBnenust 1 0HopMIIEHUS! JOKYMEHTOB

[paBuia 3amuThl KOHPUACHIMATBEHON CITYy>KeOHOM nH(popMau

I/IH(bOpMaI_II/IOHHO-KOMMYHI/IKaI_[I/IOHHBIe TCXHOJIOTHH
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HApyrue
XapaKTCPUCTHUKU

3.4.4. TpynoBas ¢pyHKIHUS

HanmenoBanue

Opranu3zaiiys UCIOJHEHUS PELICHUH
PYKOBOIUTEIA

YpoBeHb
Kox | D/04.6 |(momypoBeHb)
KB (UKAIIIH

[IpoucxoxneHue
TPYIOBOH (YHKIUU

Joxyment npenocraieH Koncynsrantlnoc
[ara coxpanenus: 10.12.2019

3auMCTBOBaHO

Opurunan X
13 OpUTHHANA

Kog Perucrpanuonnsii
OpUTHHAaJa HOMEp
npodeccruoHaIbHOTO
CTaHaapTa

TpynoBsle nelcTBUS

JlokyMeHTalbHOE O(QOpPMIICHHE PELICHUN PYKOBOAMTEINSA, JOBEACHUE [0
CBE/ICHUS] pAOOTHUKOB OPTaHU3AIMH YCTHBIX PACHIOPSKEHUH PYKOBOIUTENS

KOOpI[I/IHaHI/IH JACATCIIBHOCTH I10 MCITOJITHEHHUIO peIHeHI/Iﬁ PYKOBOJAUTCIIA

KoHTpoub HcnonHEHUs PELIEHU pyKOBOIUTEIS

IToaroroBka OT4ETOB O BBINOJIHEHUH nopyquI/Iﬁ n peH_IeHI/Iﬁ PYKOBOOUTCIIA

Heo0Oxoanmere
yYMEHUS

CoctaBnsitb U 0QOPMIATH JOKYMEHTBI, COJEpKallie TMOpPY4YEeHUS U
pacnopsKeHUs pyKOBOJUTENSA

Bectu ywer mnopyueHuidl pykoBOAUTENS, TpPeOYIOMUX KOHTPOJS IO
CYIIECTBY peIlIeHHs BOIpoca

YeTko 1 OBICTPO MPUHUMATH PEIICHUS B IIpoliecce padoTh

HpOI/I?;BOI[I/ITI) aHaJIN3 UCIIOITHUTEIHCKOM JAUCHUITIINHBI

CocTaBlsATh AQHAJIUTHYCCKHE OTYETHI H CIIpaBKH II0 pe3yjibTaTaM
HCITIOJTHCHUA TTOPYUCHHUH U PACTIOPAKCHUN PYKOBOAUTCIIA

[Tonb30BaThCs cUCTEMAMU IEKTPOHHOTO IOKYMEHTOO000pOTa

[IpumensTH BBIUHCIIUTEIbHYIO TEXHUKY u
MH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU [IJII SKOHOMHYHOW H
palMoOHaIbHOW OpraHu3aluud WHGOPMALMOHHBIX IMPOLECCOB, MOBBIMICHUS
WX TUOKOCTH U TMHAMUYHOCTH
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O0ecreunBaTh 0€30MACHOCTE JACATCIIBHOCTU OpPraHrn3aliun

HGO6XOI[I/IMI)I€ HOpMaTI/IBHI)Ie IMPaBOBLIC AKTbl, HOPMATUBHO-MCTOAUYCCKHUEC TOKYMCHTEI,
3HaHUA TOCYAapCTBCHHBIC CTAHAAPTHI B C(pepe ACATCIIbHOCTU OpTraHU3allun

CtpykTypa oOpraHu3alud, PYKOBOACTBO CTPYKTYpPHBIX THOJpa3zelieHuH,
HaIIpaBJICHUSA ACATEIBHOCTH OPraHU3alui U KOMIIETCHLIMHU CTPYKTYPHBIX
MOAPA3ACIICHUN U TOJPKHOCTHBIX JIUI]

IIpaBuna npoBeIeHNs] KOHTPOJISI UCIIOJHEHUS [IOPYYEHUN PYKOBOIUTEIS

TexHonorus BeleHUs1 KOHTPOJIS UCIIOTHEHUS TOPYYSHUH PYKOBOAUTENS

CucTeMbl 3JIEKTPOHHOTO JIOKYMEHTOO00pOTa, Oa3bl TaHHBIX

TpeboBanus oxpaHsl Tpyaa

HApyrue -
XapaKTECPUCTUKHU

IV. CBenenus 06 opranuzanusx - pa3paboTynKax
npo¢ecCHOHABHOTO CTaHAapTa

4.1. OTBeTCTBEHHAs OpraHU3alUA-pPa3pabOTINK

HIT "HaumonanbsHast acconuanysi opUCHBIX CIIENHUAINCTOB U aIMUHUCTPATUBHBIX paOOTHHUKOB",
ropox Mocksa

Jupexrop XmocHesa JIrogmuna IlerpoBHa

4.2. HauMeHoOBaHUS OpraHu3aluii-pa3paboTunkoB

1 AHO "AreHTCTBO CTpaTern4ecKX MHUIMATUB I10 MPOJIBUKEHUIO HOBBIX IIPOEKTOB", rOopoa
Mocksa

2 AHO "YensOuHCKOE peruoHAIbHOE areHTCTBO Pa3BUTHS KBATU(UKAIUNA", TOPOT
YensOuHCK

3 AHO BIIO "MexperuoHaibHbIi OTKPBITHIA COIMaIbHbBIN HHCTUTYT", ropos Momkap-Omna,

Pecniy6bnuka Mapuii On

4 Bousrorpaackast ToproBo-npoMblIlIIEHHAs TajgaTta, ropoa Boarorpan

5 I'Y "Bcepoccuiickuii HayqYHO-HUCCIIE10BATEICKUI HHCTUTYT JOKYMEHTOBEICHUS U
apxusHoro nena" (BHUNUIA), ropox Mocksa

6 HOY JHO "HuctutyT nHbpOopManroHHBIX TexHonorui "AiTu", ropog Mocksa
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7 O6mmepoccuiickuii mpodcoro3 padbOTHUKOB rOCYJapCTBEHHBIX YUPEKACHUH U
oOuiecTBeHHOro o0cyxuBaHus Poccuiickoit denepanyu, ropoa Mocksa

8 Obmepoccuiickoe MexxoTpaciieBoe o0beiuHeHne padoronareneit "Hukens", ropon Mocksa

9 00O "Maiikpocodt Pyc", ropox Mocksa

10 |OOO "UeHTp skcnepTu3sl u ceprudukanuu’, ropog Mocksa

11 | OO0 "DnexTpoHHbIE OPUCHBIE CUCTEMBI", TOpo T MoCcKBa

12 | TloBomxckuii MHCTUTYT ynpasierus umenn [1.A. Cronsimuna - punman @PI'5OY BIIO
"Poccuiickas akaieMusi HApOJAHOI'O X03sCTBA M rOCyJapCTBEHHOH CITy>KObI IPU
[Ipesunente Poccuiickoit denepanun', ropox Capatos

13 | OI'AOY AIIO "Axkagemus cTaHgapTU3AIMU, METPOJIOTHH U cepTudukamnmu’, ropon Mocksa

14 | ®I'bOY BIIO "llen3eHckuii rocyaapcTBeHHBIM yHUBepcuTeT", ropon [lenza

15 | ®I'bOY BIIO "Poccuiickuii rocynapcTBeHHBIH TYMaHUTApHBIA yHUBEpCUTET", Kadeapa
noxkymenToBeaeHus, kapeapa ACJIOY, ropog Mocksa

16 | ®I'BY "HayuHo-uccienoBaTebCKUii HHCTUTYT TPY/a U COLMAILHOTO CTpaxoBaHus"
MunucTEpCTBa TpyAa U colralibHON 3auThl Poccuniickon Penepauuu, ropoa Mocksa

17 | SIpocnaBckasi TOProBO-IPOMBILIUIEHHA ajaTa, ropo] Spociasib

<1> O6mepoccHuiickuii KI1acCuuKaTop 3aHATUH.
<2> O0mepoccuicKuii K1acCu(PpUKaTOP BHI0B SKOHOMUYECKON JEATEITHHOCTH.
<3> O0uIepoccHiiCKmii KITacCU(UKATOP CIEITUATBHOCTEH 110 00pa30BaHUIO.

<4> Enuuplii KBaNU(DUKAIIMOHHBIM CIPABOYHUK JIOJDKHOCTEH PYKOBOAMTENEH, CHEIHAIUCTOB H
IPYTUX CIYKaIlKX.

<5> OO6uepoccuiickuii kiaccuduratop npodeccuit padbourx, T0IHKHOCTEH CIyKaIluX U TapudHBIX
pas3psiIoB.
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