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1. Onucanue TpynoBbIX QYHKUMIA, BXOASIIUX B PO ecCHOHAIBHBIN cCTaHAAPT (PYHKUMOHAIBHAS KApTa BUAA

npodeccnoHaNbHON AesITeJIbHOCTH)

O060011eHHbBIe TPYIOBBIE (HYHKIUU TpynoBsie GyHKIHH
YPOBEHb
KOJI HAaNMEHOBaHUE YPOBCHD HaNMEHOBAHUE KOJI (moypoBeHb)
KBy (pUKAIIAH
KBTI (UKAITIT
A | Opraau3aimoHHOE 3 [Tpuem u pacnpeneneHue TeneOHHBIX 3BOHKOB OpraHU3aluu A/01.3 3
o0ecrieyeHne AesATeIbHOCTH Opraamu3anus padoThI € TIOCETUTENSIMU OPTaHU3aIUN A/02.3 3
OpraHu3aluu BrImonHeHne KOOpAMHUPYIOMUX U 00eCTIeYMBArOINX (DYHKIIUN A/03.3 3
B | JlokymeHTanmoHHOE ) Opranuzanus paboThl ¢ TOKYMEHTaMU B/01.5 5
o0ecrieyeHne e TeIILHOCTH Opranu3anys TEeKYIero XxpaHeH!s: JOKYMEHTOB B/02.5 5
OpraHusanuu Opranuzanus 00pabOTKH JeIT I OCISAYIOIMIET0 XPaHESHHUS B/03.5 5
C OpraHu3anuoHHoOE, 6 OxkasaHue MOMOIIY PYKOBOJIUTENIO B TUTAHUPOBAHUHU pabodero C/01.6 6
JTOKYMEHTAIHOHHOE U BpPEMEHHU
nH(pOopMaITMOHHOE [TnanupoBanue pabovero AHSI CEKpeTaps C/02.6 6
oOecrieyeHre AeSITeIbHOCTH Opranuzanus Tee(GOHHBIX TIEPErOBOPOB PYKOBOIUTEISA C/03.6 6
PYKOBOJUTEIISI OPraHu3aluu Opranu3zanusi KOMaHJIUPOBOK PYKOBOUTEIIS C/04.6 6
Opranuzanus paboThI C OCETUTENSIMHU B TipueMHO# pykoBoautens | C/05.6 6
Opranu3zanusi MoaroTOBKH, MPOBEIACHUS U 00CTyKUBaHUS C/06.6 6
KOH(EPEHTHBIX MEPOTIPHUITHI
Opraau3zanus UCTIOJTHEHUS PEIICHUMA, OCYIIIECTBICHNE KOHTPOJIS C/07.6 6
UCTIOJIHEHUS IOPYYEHHUIH PYKOBOIUTEIS
Opranuszanus 1 nojaepkanue GyHKIHOHATBLHOTO pabodero C/08.6 6
IPOCTPAHCTBA NPUEMHON M KaOMHETa PYKOBOIUTEIIS
Pa3paboTka JOKaIbHBIX HOPMATHBHBIX aKTOB, periaMentupyrommx | C/09.6 6
paboTy cexperapsi
CocraBienue u 0popMIICHHE YIIPABIEHYECKOM TOKYMEHTAIIUU C/10.6 6
Opranuzanus paboThl C TOKyMEHTaMU B IPUEMHOI PyKOBOIUTEIS C/11.6 6
Opranuzanys XpaHeHus: JOKYMEHTOB B IPUEMHON PYKOBOAMUTEISA C/12.6 6
ObecrieueHre pyKkoBOIUTENS UH(DOpMaLIHen C/13.6 6
Opranusanus nHGOPMaMOHHOTO B3anMoaecTBus pykoBoautenst ¢ | C/14.6 6
MO/Ipa3eIeHUsIMU U JIOJDKHOCTHBIMH JTUIIAMH OpraHu3alluu
D | UudopmannonHo- 6 dopmupoBanue HHPOPMAIIMOHHOTO B3auMoAeHCTBUS pykoBoautens | D/01.6 6
aHAJTMTHYECKAs U C OpraHu3aIsIMI
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OpraHU3alMOHHO- Amnanu3 nHpOpMaLUU U MOIrOTOBKA HH(POPMAIIMOHHO- D/02.6
aJIMUHUCTPaTUBHAS AHAJTUTHYECKUX MaTEePHAJIOB

MOJIIEPIKKA IESITETHHOCTH Opranu3aiys JAeJIOBbIX KOHTAKTOB U IIPOTOKOJIBbHBIX Meponipusatuii | D/03.6
PYKOBOJUTEIIA OpraHu3aluu Opranuzanys UCIOJHEHUS PELIEHUH PYKOBOIUTENS D/04.6
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II1. XapakrepucTuka 00001EHHBIX TPYAOBbIX (PYHKIMI

3.1. O0o01menHast TpyaoBasi pyHkuus

HayMeroBaHme OpraauzaninoHHOE 00ecreyeHue Kon A Vposens 3
JEATELHOCTH OPTraHU3aIliH KBaTUUKALIH
[Ipoucxoxaenue 0000IICHHON 3auMCTBOBAHO U3
TPYIOBOH (hyHKIMH Opurmsan X OpUI'MHAaJIa
Kon Perucrpanmonsslii Homep
opuruHaia HpO(i)CCCI/IOHaJ'ILHOFO
craggapTa
Bo3MmoxHbIe Cekperapb-aIMUHUCTPATOP
HaWMEHOBaHUS
JIOJKHOCTEH,
npodeccuit
TpebGoBanus k Cpennee obiee obpazoBaHmue
00pa30BaHUIO U [IpodeccruonanbHoe 00yueHre — mporpaMmMsbl MpodeccunoHalIbHOM MOATOTOBKY 110
00y4eHHIO JOJDKHOCTSIM CITYKAIUX, TPOTPaMMBI TIEPETIOATOTOBKH CITYXKaIUX, POTPAMMBbI

IIOBHIIIICHHUS KB aJ'II/I(i)I/IKaHI/II/I CIIyXXalunx

TpeboBanus -
OTIBITY
MPAKTUYECKOMN
paboThI

Oco0Oblie ycrmoBHst -
JoTycKa K paboTe

HApyrue -
XapaKTCPUCTUKHU

,HOHOJ'IHI/ITCJ'IBHBIC XapaKTEPUCTHUKU

HaumenoBanue 6a30Boii rpymiibl, JOKHOCTH
HaumeHnoBanue nokymeHnra Kon
(mpodeccun) nimm crenuaaIbHOCTH
OK3 4226 Cnyxamue B npueMHou (001ero mpodurs)
OKIIJATP? 26353 CekpeTapb-MallIMHUCTKA

3.1.1. TpynoBasi pyHkums

[Ipuem u pacnpenenenue TenehoOHHBIX Ypoenb
HaumenoBanue 3BOHKOB OpraHu3alliu Kon | A/01.3 (monypoBeHs) 3
KBaJTU(UKAITHN

Hponcxovxc/:[eHHe Opuruman X 3anMCTBOBaHO
TPYIOBO# (hyHKIHH W3 OpHUrHHAIA

Kon opurunana  PeructpaunoHHBIA HOMED

podeCcCHOHaTHFHOT O
cTaHaapra

Tpynossie IlepenanpaBienne TenepOHHBIX 3BOHKOB PYKOBOJCTBY U  COTPYAHUKaM
,Z[efICTBHH OpraHu3alun

PeFI/ICTpaLII/IH MOCTYIArOIIHUX TCJIC(I)OHHBIX 3BOHKOB

[Tomyyenne HeoOxoauMmoil wuHGpOpMAMM W Teperaya CaHKIMOHHWPOBAHHOM




Heob6xoaumeie
YMEHHUS

Heo0xonumeie
3HAHUA

HApyrue
XapaKTCPUCTUKHU

uHbopMaIMy 10 Teseony

Hcnonb30BaTh TEXHUUECKUE U IIPOTPAMMHBIE CPEJCTBA /7Sl IIPOBEAECHMSI T0JIOCOBOM
WJIH BUICO-KOH(EPEHII-CBS3H

Hcnonb3oBath cpeacTBa KOMMYHUKAIIMOHHONW OPITEXHUKU JUIsl TOJIYYEHUS U
nepeaayr HHGOpMaIu

Bectu  yderHble  perucTpalMOHHblE — (OpPMBI,  HUCIOJIB30BaTh  UX A
UH(POPMALMOHHON PabOTHI

YcranaBiaMBaTh KOHTAKT C COOECEIHUKOM, IMOJICPKHUBATH M Pa3BUBATH JICIIOBYIO
Oeceny B mpouecce Teae(OHHBIX IEPErOBOPOB

CrnaxuBath  KOH(QIMKTHBIE ¥ CIOXKHBIE  CUTyallud  MEXJIMYHOCTHOTO
B3aUMOJCUCTBUSA

CobmoaTh CIy>KEOHBINH ATHUKET

@DyHKIMH, 3a/1a4H, CTPYKTypa OpraHU3aliy, €€ CBA3H

[IpaBuia B3aMMOJEHCTBUS C NApPTHEPAMM, KIMEHTaMHU, CPEICTBAMHM MacCOBOM
uHdopmanuu

OTHKa J1e10BOro 00UIeHUs

[IpaBuita pedeBoro 3TUKETa

TpeGoBaHus oxpaHbl Tpyaa

[IpaBuna 3amuThl KOHGUASHINATBEHOU c1y)eOHOI nH(bopMauu

3.1.2. Tpynosast pyHkuus

Opranuzanus paboThl C MOCETUTENIMU Yposenb
HaumenoBanue OpraHM3aIHN Kon | A/02.3 (moaypoBeHs) 3
KBaJIM(DUKALU
TIpoucxoxaenue 3arMCTBOBAHO U3
P A OpwuruHat X
TPYIOBO# (hyHKIMH OpHIHHANa
Kon Perucrparmonnsrii Homep
OpHI'HHANA npo(eCcCHOHANBHOTO
cTaHaapra

TpynoBbie necTBUs

Heo0xoanmeie
yYMEHUS

Heo0xoanumeie

BeTpeua mocerureneli, nmoiydeHue NMEpPBUYHOM MH(OpMANMU O MOCETUTENSX H
IIOMOIIb B OPTraHU3AIMH UX IPHEMa PYKOBOJMUTEIIEM U COTPYAHUKAMH

Benenue xypHaia 3arucy MoCeTHTENEH

VYuder nocerurenei 1 0opmIiIeHHE ITPOIYCKOB

CopelicTBHE ONIEpaTUBHOMY PACCMOTPEHUIO MPOCHO U NPEATIOKEHUH OoCeTUTENeH
[lpuem u mepemaya TOKYMEHTOB IOCETHUTENICH PYKOBOACTBY M COTPYIHHKAM
OpraHHU3aluH

Opranuzanus 1 OpOHUPOBAHUE IEPETOBOPHBIX KOMHAT

CepBupoBka yaitHoro (ko¢eitHoro) croja B oduce

[TpuroroBienre HaUTKOB (4ail, kode, MpoxIaIUTeTbHbIE HAIUTKH)

OOw1arbes ¢ MOCETUTENSIMU

Hcnonb3oBaTh yCTaHOBJIEHHBIE IMpaBHJAa U MPOLEAYpbl KOMMYHHMKAIlUM BHYTPH
OpraHu3auu

BecTu yueTHble GOpMBI, HCIIOIB30BATh UX ISl PAOOTHI

Co31aBaTh NOJI0KHUTEIbHBIN UMUK OpraHU3aliu

[IpuHUMAaTH MEpHI 10 pa3pelIeHnI0 KOHGIMKTHBIX CUTYalui

[TpumeHnsaTh MHGOPMAITMOHHO-KOMMYHHUKALIMOHHbIE TEXHOJIOTUU

ObecneunBaTh KOH(PUICHINATBHOCTS UH(POPMAITUH

[IpaBuia opraHu3anuu NpuemMa noceTuTene




3HAHUSA ITpaBuiia 1e510BOT0 OOIIEHUS
CrtpykTypa OpraHuzani M pacrpenesieHue (QYHKIUNA MEXIY CTPYKTYPHBIMH
MOAPA3JEIICHUMHU U CIIELUATUCTAMU
[IpaBuna opranu3anuu NpueMoB B oduce
[IpaBuna cepBupoBKH YyaitHOrO (KoQeitHoro) crona
[IpaBuia npuroToBJIEHUS U NOJAYU TOPSIYMX HAIIUTKOB U 3aKYCOK K HUM
OTHKa AET0BOr0 OOIIEHUs
[IpaBuiia peyeBoro 3TukeTa
TpebGoBanust oxpaHsl Tpyaa
[IpaBuna 3amuTel KOHOUACHIIUAILHON CITY)KeOHOH HH(bOpMaIn

Apyrue -
XapaKTCPUCTUKU

3.1.3. TpynoBas pyHKUHSA

BrInonHeHne KOOpAMHUPYIOIHX U Yposeub
Haumenosanue oGecreunBaomux QyHKIHMil Kon | A/03.3 (moxypoBeHs) 3
KBaJTU(DUKAIIN
Hponcxo“nqleHne Opurmsan X 3auMCTBOBAaHO
TPYIOBOH (hyHKIMH U3 OpUTMHAaja
Kon PerucrpanoHHbli HOMEp
opUruHasna npodeccHoHaTBHOrO
cTaHaapTa
Tpynossie Benenue xxypHana pazpe3ioB paOOTHHKOB OpraHU3aIUN
NeNCTBUA Koopaunarust paboThl KypbepOB M BOJAUTENCH OpraHU3aIuu

Benenue xxypHana pa3be3ioB KyphepOB OpraHU3alMKA ¥ MAPIIPYTOB BOIUTEICH
CocraBiiecHHE CHOpPaBKH O pa3be3gax paOOTHUKOB, KYpPhEpOB M MapuipyTax
BOJIMTEJNIC OpraHn3aluu
Heo6xonumele CoCTaBJIATh M BECTH YYETHBIC TOKYMEHTBI
YMEHHUS [IpuMeHsTh cpecTBa KOMMYHHUKAIIUU IS TIepeAadn MOPYICHUH PYKOBOIUTENS U
COTPYIHHUKOB OpTraHU3aIIU
[IpuMeHsTh COBpeMEHHBIE CpeicTBa cOopa, 00paboTkH U nepeaadn nHpopmanuu
OneHuBaTh pe3yIbTaThl B PAMKaxX MOCTABJICHHBIX 3a1a4
OcyIecTBIATh KOHTPOJIb UCIIOJHEHHSI IOPYYEHUN PYKOBOAUTEIS COTPYTHUKAMHU
Heob6xonumele [IpaBuia peueBoOro 3TUKETA
3HAHUSA DTHKA JETI0BOr0 OOIIEHHUS
TpeGoBaHus OXpaHbl TpyAa
[IpaBuna 3amuThl KOHGUICHIMATHEHON cIyKeOHON nHbOopMaIII
CrpykTypa opraHu3alii U pacrpeeneHue (QyHKUUNA MEXKIY CTPYKTYPHBIMU
NOApa3AeICHUSIMH U CIICIIHAIACTAMH

Hpyrue -
XapaKTEPUCTUKU

3.2. O0o0meHHast TpyaoBasi pyHknus




OKYMEHTAI[MOHHOE 00eCIIeUeHIE VpoBeHb
HanMenoBanme Hoxym 1l Koxn B p 5
JEATEILHOCTH OPraHU3aIliH KBaIU(DUKALMH
IIpoucxoxnenue
o . 3anMCTBOBAHO U3
0000IIeHHON TPYTOBOI Opurunan X
OpHIMHANA

GbyHKIIIU

Kon Perucrpanmonsslii Homep

OpHI'MHAIa poQeCCHOHATHLHOTO
CTaHIapTa

Bo3MmoxHbIe JenonpousBoauTesnn
HauMMEHOBAHU S

JOJKHOCTEH, podeccuit

TpebGoBanus k
00pazoBaHUIo U
00y4YeHHIO

Cpennee npodeccroHaibHOE 00pa30BaHKE — MIPOTPAMMBI TTIOTOTOBKHU
CTIEIMAIMCTOB CPETHETO 3BEHA

WA

Cpennee npodeccuoHansHoe 00pa3oBaHue (HenpoUIbHOE) — MPOTPaMMBI
MOJITOTOBKH CIIEIIMATICTOB CPETHETO 3BEHA U IOTIOTHUTEIILHOE
npodeccrnoHaIbHOE 00pa30BaHuUE IO JIOTIOJTHUTEILHBIM TPO(EeCCHOHATEHBIM
nporpaMmmam npohecCUuOHATBHON MEPErnoArOTOBKHU O TPO(UITIO
JeSITEeITbHOCTH

TpeGoBanus K ONBITY
MIPaKTHYECKON pabOThI

Oco0Oblie ycrmoBHst
JoTycKa K paboTe

Hpyrue xapaKTepUCTUKHI

JlomonHUTEIbHBIE XapaKTEPUCTUKU

HaumenoBanue 6a30Boii rpymiibl, JOKHOCTH
HaumeHnoBanue nokymeHrta Kon
(mpodeccun) nim crenuaaIbHOCTH

OK3 4120 Cekpetapu (061ero mpours)

EKC* - Jenonpoun3BoiuTeIb

OKIIATP 21299 JlenonpousBoauTeh

OKCO® 7.46.02.01 | JlIokyMEeHTalIMOHHOE 00ECTICUCHHUE YIIPABJICHHS U

apXUBOBEJICHHE

3.2.1. TpynoBasi pyHkuus

Opranuzanus paboTsl ¢ TOKyMEHTaMU VYposenb
HaumenoBanue Kon B/01.5 (monypoBeHs) 5
KBaITU(UKAITN
IIpoucxoxaenue 3anMCTBOBAHO U3
P A Opurunan X
TPYMOBO# (hyHKIHH OpHUTrHHANA
Kon Peructpannonssiii Homep
OpHTrHHAIAa po(eCcCHOHANBEHOTO
cTaHaapra

Tpynossie

HpI/IeM 1 ICpBUYHaA 06p3.60TI(a BXOIAIIUX NOKYMCHTOB

JNENCTBUS

HpeI[BapI/ITCJ'ILHOC pPaccMOTPCHUC U COPTUPOBKA NOKYMCHTOB Ha PCTUCTPUPYCMBIC

U HEPETUCTPUPYEMBIE




Heo0xoaumeie
YMEHUSA

Heo0xoaumeie
3HAHUS

Hpyrue
XApaKTEPUCTUKHU
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[ToaroroBka BXOAAIIMX JOKYMEHTOB /ISl PACCMOTPEHUS PYKOBOIUTENEM
Perucrtpanus BXoAsIKMX JOKYMEHTOB

Opranuzanys J0CTaBKU JOKYMEHTOB UCIIOJIHUTEISIM

Benenue 6a3bl TaHHBIX JOKYMEHTOB OpraHU3aluu

Benenne nHpOpManOHHO-CIIPABOYHOM pabOTHI

O06paboTka U OTIpPaBKa UCXOASIINX JOKYMEHTOB

Opranm3anus pabOTBl 10 PETUCTpPAIMM, Y4YETy, XpAaHCHHI0O M Iepegade B
COOTBETCTBYIOILIUE  CTPYKTYPHbIE  IOJAPA3JCJICHUS  JIOKYMEHTOB  TEKYIETro
JIeJIONIPOU3BOJICTBA

KoHTposb ucnonHenns JOKyMEHTOB B OPTaHU3alun

PaboTaTh co Bcelt COBOKYMHOCTHIO MH(POPMAITMOHHO-TOKYMEHTAIIMOHHBIX PECYPCOB
OpraHu3aluu

[Tonb3oBatbest 0a3aMu JAHHBIX, B TOM YHCIIE YAAJIEHHO

[Tonb30BaTbCst CIPaBOYHO-NIPABOBBIMU CUCTEMAMHU

[Tonb30BaTbcsi aBTOMAaTU3UPOBAHHBIMU CHCTEMaMH y4eTa, perucTpanuu, KOHTPOJIS
n  UHGOPMAIMOHHO-CIIPAaBOYHBIMM CHCTEMaMHU Ipu paboTe C JOKyMEHTaMu
OpraHu3aluu

[IpuMeHsTh cCOBpeMeHHBIE HH(POPMAITMOHHO-KOMMYHUKAITMOHHBIE TEXHOJOTHH IS
paboThl C JOKyMEHTaMH, B TOM YHCJIE IS €€ ONTUMH3AIMA W TIOBBIIMICHHS
b dexTuBHOCTH

[IpuMeHsITh MpaBMIIa PyCCKOTO SI3BIKA

[IpuMeHsTh HABBIKA CKOPOCTHOTO MHUCHhMa

HopmaTuBHbIE mpaBOBBIE AaKThI W HOPMATUBHO-METOJMYECKHE JTOKYMEHTHI,
OTIPEEIIAIONIMEe TOPAIOK TOKYMEHTAIMOHHOTO 00eCieYeH s YIpaBICHU
CrtpyKTypa opraHuzaiuu, pyKoBOJICTBO CTPYKTYPHBIX IOpa3/IeiIeHHI
CoBpemeHHbIe HHPOPMAIIMOHHBIE TEXHOJIOTUH pabOThI ¢ JOKYMEHTAMHU

[Topsinok paboOTHI C JOKyMEHTaMU

CxeMbl JOKyMEHTO000pOoTa

CucreMbl CKOPOCTHOTO MHUCHMa

[IpaBuna paboThl ¢ BXOJSAIIUMHU, UCXOASIIMUMU U BHYTPEHHUMH JJOKYMEHTaMU
[IpaBuna opranuzauuu U (HOpMBI KOHTPOJIA HCIOJHEHUS JOKYMEHTOB B
OpraHu3anuu

Tunoble CPOKU UCTIOTHEHHS TOKYMEHTOB

[TpuHIHIBl pabOTHI CO CPOKOBOM KApPTOTEKOM

Haznauenue v TEXHOJIOTUS TEKYIIETO U MPEAYIPEIUTEILHOTO KOHTPOJIA

[IpaBuna cocraBineHUs aHAJUTHUECKUX CIPABOK [0 OpraHu3aluu paboThl C
JOKYMEHTaMHU ¥ KOHTPOJIIO UCIIOTHEHHS JOKyMEHTOB

[IpaBuia qOKyMEHTAIIMOHHOTO O0ecreueHus eI TeNbHOCTH OpraHu3auu

Bunbel 10KyMEHTOB, X Ha3HAYCHHE

TpeGoBanusi, mpeabsIBiIsieMble K JOKYMEHTaM B COOTBETCTBUM C HOPMATHUBHBIMU
IIPABOBBIMHU aKTaMU M TOCYIapCTBEHHBIMU CTaHAAPTAMHU

[IpaBuna  cocraBiueHuss U odopMieHUS  HHPOPMAIIMOHHO-CIPABOYHBIX,
OpraHU3alMOHHBIX, YIPABICHUYECKUX TOKYMEHTOB

[IpaBuna co3nanus u BeeHUs 06a3 JaHHBIX CIY)KEOHBIX TOKYMEHTOB B OpraHU3aINH
CucTeMsbl 3JIeKTPOHHOTO JOKYMEHTO000poTa

[IpaBuia u CpoOKM OTIPABKU UCXOJAIINX JOKYMEHTOB

TpeGoBaHus oXpaHbl Tpyaa

3.2.2. TpynoBas GpyHKUHSA




10

Opranu3zanus TeKyIero XpaHeHus Yposensb
Hanmenosanue JOKYMEHTOB Kon B/02.5 (ToypoBEHB) 5
KBaJTU(UKATTN
IIponcxoxaenue 3anMCTBOBaHO
P o Opurunan X
TPYAOBOH (DyHKIMU W3 OpUTHHAJIA
Kon Perucrpaimonsslii Homep
OpUTHMHala PO eCCHOHATHLHOTO
cTaHjaapTa

Tpynoseie
JNEUCTBUSA

Heo0xoaumeie
YMEHUSA

Heo06xoanMeie
3HAHUA

Jlpyrue

XapaKTCPUCTUKHU

Pa3zpaboTka HOMEHKIIATYPHI JIe]T OpraHUu3aIUuH

[IpoBepka mpaBHWILHOCTH O(GOPMIICHHUST TOKYMEHTOB M OTMETKH 00 MX HCIIOJIHCHUU
nepen ux GOpMUPOBAHUEM B JIECIO IS IOCIEAYIOMETO XPaHSHHS
DopMyITHpPOBAHUE 3ar0JOBKOB JICT M ONIPEJICIICHUE CPOKOB UX XPaHEHUS
dopmMupoBaHUE JEI

KoHTponb mMpaBUIBHOTO W CBOCBPEMEHHOTO pACHPEICIICHUS W  IOJITUBKH
JOKYMEHTOB B JIeJia

Opranu3oBbeIBaTh pabOTy MO yUYETy, XPaHCHHUIO W Tiepejade B COOTBETCTBYIOIIHE
CTPYKTYPHBIC ITOPa3ICIICHHSI IOKYMEHTOB TEKYIIETO JACIOTPON3BOACTBA
OcCymecTBIATh METOAMYECKOE PYKOBOJCTBO JIETONPOM3BOJICTBOM B OpraHH3AIINH,
KOHTPOJUPOBATH MPABHIBLHOE (DOPMHUPOBAHKE, XPAaHCHHE U CAaUy Je]l B apXUB
PazpabaTpiBaTh HOMEHKIIATYPY JIEJT CTPYKTYPHOTO TTOIpa3IeTICHHS

Hcrnonb30BaTh HOMEHKIATYPY M€l TPH HW3Y4EHUH CTPYKTYPHI OpTaHHU3AINH,
COCTAaBJICHHUH OIMCEN TN

OpranuzoBbIBaTh paboTy 0 GOPMUPOBAHUIO JI€T B COOTBETCTBUU C YTBEPKACHHOMN
HOMEHKJIATYpO# e OpraHu3anuu

dopmupoBaTh JOKYMEHTHI B JieJla C YUETOM UX CHEIU(PUKU

CucremaTU3UpoBaTh JOKYMEHThI BHYTpH Jejia

Ob6ecrieynBaTh COXPaHHOCTb U 3aIIUTY JOKYMEHTOB OpPTraHU3aluN

[IpumensaTs MHGOPMAMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH Tpu paboTe C
JOKyMEHTaMu

HopmaruBHble  mpaBOBblE  aKThl, HOPMATHBHO-METOJUYECKHE  JOKYMEHTHI,
rOCy/IapCTBEHHbIE CTAHJAPTHI, OIMpPENCISIOMINEe MOPAIOK JTOKYMEHTAIMOHHOTO
obecrieueHus yrpaBIeHUs

Bunet Homenkmatyp, oOmue TpeOoBaHUS K HOMEHKIAType, METOJMKa ee
COCTaBJIeHUS ¥ 0(OPMIICHHS

[IpaBuna coryiacoBaHusi HOMEHKJIATYpPhl A€l C BEAOMCTBEHHBIMH apXHBaMU U
3KCIEPTHON KOMHUCCHUEU

[Topsimox  ¢opmupoBanus u odopmieHus paen, creudduka GOpPMHUPOBAHUS
OTJIeTbHBIX KATETOPUH e

[IpaBuna xpaHeHus A€, B TOM YUCIE ¢ JOKYMEHTaMHU OIPaHUYSHHOTO JOCTYIa
[IpaBuna BbIAaYU M UCIIOJIB30BAHUSI IOKYMEHTOB U3 C(OOPMUPOBAHHBIX A€
TpeGoBaHus OXpaHbl TpyAa

3.2.3. TpynoBasi pyHkuus

HanmenoBanue

Opranuzanus 06paboTKu Jemn AJs Kot | B/03.5 Yposenb (Mofyposens) |
MOCIIETYIOIIEr0 XPaHEHHS ' KBaMUKAIIH




IIpoucxoxnenue
TPYIOBOH (hyHKITHH

Tpynoseie
JNEUCTBUSA

Heo0xoaumeie
YMEHUSA

Heo0OxonnMeie
3HAHUA

Jlpyrue

XapaKTCPUCTUKHU
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3anMCTBOBaHO
Opurunan X
W3 OpUrHHAaJa
Kon Perucrpanuonsslii Homep
OpUTHHAaJa poQeCCHOHATHFHOTO
cTaHjaapTa

[IpoBepka CpOKOB XpaHEHHUS JIOKyMEHTOB, COCTaBJIEHUE IPOTOKOJIa pPadOThI
HKCIEPTHONW KOMHUCCHH MO TIOJrOTOBKE JOKYMEHTOB K XPaHEHHIO, aKTa O Iepeaade
Ha YHUYTOXECHHE JJOKYMEHTOB, HE TOJISKAIINX XPAaHCHHIO

CocraBiieHHe BHYTPEHHEH OMKCH 1T AJ1s1 0C000 IIEHHBIX JOKYMEHTOB
Odopmitenue e NOCTOSIHHOTO, I0JITOBPEMEHHOTO CPOKOB XPAaHEHHS

Odopmiienue 06J105KKH /1€ MOCTOSIHHOTO, JI0JITOBPEMEHHOTO CPOKOB XpaHEHUs
CocraBieHue onucH Jes1 IOCTOSTHHOTO, JJOJTOBPEMEHHOTO CPOKOB XPaHEHHUS
[lepenaya nen B apxuB OpraHu3alyu

[lomb30BaThcs  MEpEeUYHSIMH ~ JOKYMEHTOB M aHAIM3HPOBAaTh  (DAKTHUECKOE
COJIep’)KaHHE HMEIOIUXCS B Jiefieé JIOKYMEHTOB IpU ONPENEICHUH CPOKOB HX
XpaHEHUS

OdopmMIsATH JOKYMEHTHI SKCIIEPTHON KOMUCCUUT

OdopmIATh 00JIOKKH JIENT TOCTOSIHHOTO M BPEMEHHOTO XPaHEHHsI B COOTBETCTBHH C
TpeOOBAHUSMH TOCYIAPCTBEHHBIX CTAHAPTOB

[Ipou3BOINUTH XPOHOIOTHUECKO-CTPYKTYPHYIO CUCTEMATU3ALINIO JIE
OcymiecTBIATh TEXHUYECKYIO 00paOOTKY M TOJIHOE OPOpMIIEHUE 1€ TIOCTOSTHHOTO
Y BPEMEHHOTO XpaHEHUS

CocTaBiiTh OMKUCH J€J1 MOCTOSSHHOTO U BPEMEHHOTO XpaHEHUs B COOTBETCTBHH C
HOPMAaTUBHO-METOJUUYECKUMHU JOKYMEHTaMHI

[IpumensTs MHGOPMAMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTMH Tpu paboTe C
JOKyMEHTaMu

HopmaruBHble  mpaBoBbl€  aKThl, HOPMATHBHO-METOJUYECKHE  JOKYMEHTHI,
rOCy/IapCTBEHHbIE CTAHJAPThHI, OMpPENEISIONINEe MOPAIOK JTOKYMEHTAIHOHHOTO
obecrnieueHus yrpaBiIeHUs

Kputepuu paszneneHuss JOKYMEHTOB Ha TPYHIbl B COOTBETCTBUU C LIEHHOCTBHIO
uH(bOpMaInK, cofepKaliencs B HUX

[Topsimox MCIONBb30BaHMSI TUIOBBIX WM BEIOMCTBEHHBIX MEpPEYHEH JTOKYMEHTOB,
OTIpe/eNIeHUs] CPOKOB XPaHEHHUsI B IIPOIIECCe IKCIEPTU3bI IIEHHOCTH TIOKYMEHTOB
[lopsimox co3maHus, OpraHu3alMl M JTOKYMEHTHUPOBAHUS pPabOThl SKCIEPTHON
KOMUCCUH

[IpaBuna coctaBiieHUs U YTBEPKICHHS MPOTOKOJIa pabOThI SKCIIEPTHON KOMHCCUU
[IpaBuna cocTtaBieHHMs U YTBEPKACHUA aKTa O BBIACIECHUU JOKYMEHTOB, HeE
MOJICKALINX XPAHEHHUIO

[IpaBuna TexHudyeckoil 0OpabOTKU U MOJHOTO OGOPMIIEHHUS JENl MOCTOSIHHOTO U
BPEMEHHOT'O XpaHEHHS

[IpaBuna cocTtaBieHUs OMMCH /€1 IOCTOSHHOTO M BPEMEHHOTO XpaHEHHs B
COOTBETCTBUHU C HOPMATHBHO-METOMUYECKUMH JOKYMEHTaMHI

[IpaBuna nepenauu e B apXuB OpraHU3aluu

TpeGoBaHus OXpaHbl TpyAa

3.3. O0o0menHast TpyaoBasi pyHkunus

OpTaHI/I3aL[I/IOHHOC, JOKYMCHTAIIUOHHOC 1

Haumenosanue =~ MH(POPMALMOHHOE 0OECIIEUEHNE NEATEIBHOCTH Kon C

YposeHb 6
KBaJTU(UKAITHN

PYKOBOIUTECIIA OpraHu3aluiu




IIpoucxoxnenue
00001IIeHHOH TPYIOBOI
GbyHKIIIN
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3anMCTBOBAHO U3
Opwurunan X
OpUTHMHAaJa
Kon PeructpannoHssiit HoMmep
OpUTHHAaJa podeCCHOHATHHOTO
cTaHjaapTa

BosMmoxHbIE
HaMMEHOBaHHUSI
JOJDKHOCTEH, TTpodeccuit

Cekperapb pyKOBOJAUTEIIS
Cexkperapb-cTeHOTpaduCTKa
Crenorpaducrka

TpeGoBanwmst k
00pazoBaHUIO U
00y4YeHHIO

Bricmiee oO6pa3oBanue — 6akagaBpuaT

YN

Briciee obpazoBanue (HenpopuiabHOE) — OakagaBpuaT U JOMOJTHUTEIBHOE
npodeccuoHaIbHOE 00pa30BaHUE TIO TOTIOJHUTEIHHBIM MPO(HEeCCHOHATBLHBIM
nporpaMmmam npo¢hecCHoOHATHHOM MePEnoArOTOBKHU 0 MPO(UITo
JeITEITbHOCTH

WITH

Cpennee npodeccrnoHaibHOE 00pa30BaHKE — MPOTPAMMBI TIOTOTOBKH
CTIEIMAICTOB CPETHETO 3BEHA

WJTH

Cpennee npodeccuonanbHoe 00pazoBaHue (HEMPOUILHOE) — MPOTrpaMMBbl
MOJITOTOBKH CIEIMAJIMCTOB CPETHETO 3BEHA U JOTIOJTHUTEIBHOE
npodeccrnoHanbHOE 00pa30BaHUE MO JTOTIOJHUTEILHBIM MTPO(ECCHOHATTEHBIM
nporpaMMam mpo¢hecCHOHATBHOM MEePENoArOTOBKH O TPO(HUITIO
JEeSITeIbHOCTH

TpeGoBaHus K OTBITY
MPaKTUYECKOU paboThI

He mMeHee BYX JIeT BBIMIOJIHEHHS PadOT IO OPTaHU3AIIHOHHOMY U
JOKYMEHTAITMOHHOMY 00€CTICUEHHIO IEITETLHOCTH PYKOBOIUTEIIS
OpraHu3aIuy IpH cpeaHeM TPodecCHOHATEHOM 00pa30BaHUH

Oco0Oblie ycrmoBHst
JoTycKa K paboTe

Jlpyrue xapakTepuCTUKH

,HOHOJ'IHI/ITCJ'IBHI)IC XapaKTEPUCTHUKU

HaumenoBanue 6a30Boii rpymiibl, JOHKHOCTH
HaumenoBanue noxkymeHTa Kon
(mpodeccun) UM CEUaIbHOCTH
OK3 3343 AJIMUHUCTPATUBHBIA U MHOW UCTIOJIHUTEIbHBII
CpPEeIHETEXHUYECKHI epcoHa
EKC - Cekpetapb pyKOBOAUTEIIS
OKILATP 26341 CekpeTapb pyKOBOAUTEIIS
26405 Cekperapb-cTeHOTpaduCTKa
OKCO 7.46.03.02 JIOKyMEHTOBEIEHNE U apXUBOBEICHUE
7.46.02.01 JlokyMeHTallMoHHOe o0ecredeHne yIpaBiIeHus U
apXUBOBEJICHHE

3.3.1. TpynoBas GpyHKUHSA

HanmenoBanue

OxazaHue MMOMOIIIN PYKOBOIUTECIIIO B
TIaHUPOBAaHUU pa60qer0 BpPCMCHU

YpoBeHb
(motypoBeHs) 6
KBaJTU(UKAITHN

Kox C/01.6




IIpoucxoxnenue
TPYIOBOH (hyHKITHH

Tpynoseie
JNEUCTBUSA

Heo0xonumeie
YMEHUS

Heo0OxonnMeie
3HAHUA

HApyrue
XapPaKTCPUCTUKHU
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3anMCTBOBaHO
Opuruzan
W3 OpUrHHAaJa
Kon Perucrpanuonsslii Homep
OpUTHHAaJa poQeCcCHOHATHHOTO
cTaHjaapTa

Bei6op ¢opmbl 1utanHupoBaHus W OQopMIIeHHE IUIAHMPOBIIHMKA (OpraHaisepa)
PYKOBOIUTES

Brecenune nHbopMaIuy B INIaHUPOBIIUK (OpraHai3ep)

CoracoBaHue ¢ pyKOBOAMTEIEM BPEMEHHU IIJIAHUPYEMBIX J1EUCTBUM

CornacoBanue TeneOHHBIX MIEPETOBOPOB, BCTPEU U MEPOTIPUSATHIA C MMaPTHEPAMH,
KJIMEHTaMH, PyKOBOJUTENIIMHU NOJIpa3AesIeHUI U COTPYIHUKaMU

NudopmupoBaHue pyKoBOJUTENS O perjjaMeHTe HAMEUEHHbBIX MEPOTIPUSATHI
[Ipenynpexaenue o NpuOINKEHNH BpEMEHN HaMEYEHHBIX MEPONPUATUI
dopmupoBaHuE pe3epBa BpEMEHH JUIsl HEMIPEABUIEHHBIX CUTYaIUi

YcraHaBIMBaTh LENH, ONIPEAEIIATh HEPAPXUIO LIeTIen

OnpenensaTb TPUOPUTETHOCTh U OYEPEAHOCTH BBINOJHEHUS! paboT U 3hdeKTUBHO
pacrpenensats pabodee BpeMst

Oxka3bIBaTh MOMOIIH PYKOBOJIUTEINIO B paCIpeIeIEHUN €ro pabouero BpeMeH!
Boibupate onTtuManbHbBIE CIMOCOOBI HMHMOPMHUPOBAHMS TAPTHEPOB, KIMEHTOB,
MIOCETUTENEH, PYKOBOAUTENIECH IMOAPA3ACICHUA M COTPYJHUKOB O IUIAHHPYEMBIX
MEPOTIPUATHSX

Ob6ecneunBaTh UHGOPMAIIMOHHYIO O€30MACHOCTh JIEATEIBHOCTH OPTaHU3aAlNH
Crnenudurka OCHOBHOM JCATEIHHOCTH OPTraHU3aIliN

OCHOBBI aIMUHUCTPATUBHOTO TIpaBa W TPYJOBOr0 3aKOHOJAaTeIhCcTBa Poccuiickoii
denepanun

PykoBo 1M COCTaB OpraHu3aliu U €€ MoApa3aeIeHU

OyHKIMM cCaMOMEHEIPKMEHTa

[IpuHIMDBI ¥ TpaBUJIa IJITAHUPOBAHUS pab0vero BpeMeHH

MeTo bl IOCTAHOBKHU LIETIEN

[IpaBuna npoBeeHUs AETOBBIX IEPETOBOPOB

TpeboBanus oxpaHsl Tpyaa

3.3.2. TpynoBasi pyHkuus

[TnanupoBanue paboyero AHS CEKpeTaps Ypoenb
HamnmMmenoBanue Kon C/02.6 (momypOBEHB) 6
KBaNTU(UKAITN
[poucxoxneHue 3aMMCTBOBAHO U3
N Opurunan
TPYMOBO# (hyHKIHH OpHTrHHANA
Kon PerucrpanuonHsslii Homep
OpHIrHHAA npodeCcCHOHANBEHOTO
cTaHaapra

Tpynoseie
JNEUCTBUSA

Br160p 1 oopmIiieHne NIaHUPOBIIMKA CEKpeTapst

Benenne nHeBHMKA (Ha SIEKTPOHHOM H (1JTH) OyMa)KHOM HOCHTEIE)
CornacoBaHMe IUIaHOB C TJIAHAMH U CPOKaMH PabOThI PYKOBOIUTEIS
Pacnpenenenue paboyero BpeMeHH (Ha JA€Hb, HEJEIIO, IEPCIIEKTUBY)
[lepeHOC HEBBINOIHEHHBIX 3aINIAHUPOBAHHBIX 33124

BrInosHeHne TUITUYHBIX €KEeTHEBHBIX JIeIT




Heob6xoaumeie
YMEHHUS

Heob6xoaumeie
3HAHUA

Apyrue
XapaKTCPUCTUKU
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Bri6upats 1 0(hopMIIAT TIIAHUPOBITUK

BHocuth M oTCnexuBaTh WHGOPMALMIO HA SJIEKTPOHHOM W/HIM OyMaKHOM
HOCUTENE

PaccTaBnsiTh MPUOPUTETHI, BHIACTSATH BAXXHOE U CPOUHOE

Bo16upaTs onTUManbHbI pUTM pabOThI

AHanM3upoBaTh MPUYMHBI HEBBITIOJTHEHUS 33144

[TpumensTs nHGOPMAITIOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU

OcobenHoctr  oopMIICHHST TUIAHHPOBIIMKA (HA JJIEKTPOHOM U OyMaKHOM
HOCHTEJISIX)

OCHOBBI yIIpaBIICHUS] BpEMEHEM

3.3.3. TpynoBasi pyHKUHSA

Opranu3zanys Tene(oHHBIX EPEroBOPOB Yposeub
Haumenosanue DYKOBOIHTEIS Kon C/03.6  (monyposens) 6
KBaJTU(DHKAIIN
IIpoucxoxnenue 3aMMCTBOBAHO
P A Opurunan X
TPYIOBOH (hyHKIMH U3 OpUTHMHAaja
Kon PerucrpanoHHbli HOMED
OpHI'HHANa npoeccHoHaNBHOrO
cTaHaapra

Tpynossie
NEUCTBUS

Heo6xoanmeie
yYMEHUS

Heo0xoaumeie
3HAHUSA

Benenune 6a3bl TeeOHHBIX KOHTAKTOB PYKOBOIUTEIIS

CoennHeHHE PYKOBOIUTENS ¢ KOHKPETHBIMU a0OHEHTaMHU

[ToaroToBka MaTepuasioB JUIst TeIe(OHHBIX IEPErOBOPOB PYKOBOAUTEIS
Perucrpanus mocTymarmmux B MpUEMHYIO TeJIe()OHHBIX 3BOHKOB

[lepenanpasieHne OTACIBHBIX TEICPOHHBIX 3BOHKOB 3aMECTHTEIISIM PYKOBOIUTEIIS
U COTPYTHHKAM

[Momyyenne HeoOxomumoii wuHGpOpMAMM W TIepelavya CaHKIMOHUPOBAHHON
uHdopmaruu 1o Tenedony

YcraHOBJIGHHE KOHTaKTa C COOECEIHUKOM, TOJICPKAHUE W Pa3BUTHE JICIOBOM
Oeceibl B poriecce Tene(OHHBIX TIEPEroBOPOB

OxazaHue MOMONIIM PYKOBOJUTEIIO MPU OpPraHU3alluy ¥ MPOBEJICHUN Tele(OHHBIX
IIEPErOBOPOB U BUACOKOH(EPCHIINI

Bectn wu wucnonp3oBath B paboTe 0a3y JaHHBIX Tele(OHHBIX KOHTAKTOB
PYKOBOJIUTEIIS

Hcnonw3oBathk cpeiacTBa KOMMYHUKAIIMOHHOW OPITEXHUKU Ui TOJYYCHUS U
nepeaayn uHGOpMaIu

Becti  yderHble  peructpainvioHHble  (OpPMBI,  HCIOJB30BaTh  HMX IS
UHPOPMALIMOHHOM paboThl W paboOThl MO KOHTPOJIO MCIOJHEHUS pEeLIeHui
PYKOBOJIUTES

CrnaxuBaTb KOH()IUKTHBIE U CI0KHBIE CUTYallUH MEXIMYHOCTHOTO OOIIEHUS
Hcnonb30BaTh TEXHUUECKUE U TPOTPAaMMHBIE CPECTBA Il IPOBEICHUS T'OJI0COBOM
WIN BUI€0-KOH(DEPEHII-CBSI3U

ObecneunBaTh MHYOPMAITMOHHYIO O€30MACHOCTH JICSTEILHOCTH OpraHu3alun
Cobmronath ciyxeOHBINH ATUKET

TenepoHHbIE KOHTAKTHI PYKOBOIUTEIS

OyHKIMM, 33734, CTPYKTypa OpraHu3aliH, €€ CBA3M 10 BEPTUKATH U
TOPU30HTAIIN

[IpaBuna B3auMOJIEHCTBHA C MapTHEpaMHM, KIMEHTaMH, CPEICTBAMH MacCOBOU




HApyrue

XapaKTCPUCTUKU
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uHbopMaun

[IpaBuna nmoanepkaHus U pa3BUTHS MEKINIHOCTHBIX OTHOIICHUH
[IpaBuna npoBeeHUs AETOBBIX IEPETOBOPOB

[IpaBuna 3amuTel KOHOUACHIUAIBHOW HHPOPMALIUU

TpeboBaHnust oxpaHsbl Tpyaa

3.3.4. TpynoBasi pyHKUHSA

Opranu3zaiys KOMaHAUPOBOK PYKOBOIUTEIS Yposenb
Haumenosanue Kox | C/04.6 (oypoBeHb) 3]
KBaJM(UKAIU
[Ipoucxoxnenue 3aMMCTBOBAHO
P L Opurunan X
TPYAOBOH (QyHKIMU W3 OpUrHHasa
Kon Perucrpaimonsslii Homep
OpHUruHasa npo(eccHoHaNBEHOTO
CTaHzapra

Tpynoseie
NEeNCTBUA

Heo06xoanMeie
YMCHHS

Heo6xoanMmeie
3HAHUS

Hpyrue

XapaKTCPUCTUKHU

[ToaroToBka npoekTa ciayeOHOT0 3aJaHUsl PYKOBOAUTENS

[ToaroToBka npoexTa npukasa o ciry>keOHOH KOMaHIUPOBKE

Odopmienue KOMaHIUPOBOYHOTO YAOCTOBEPEHHUS W €ro perucrpamnus IMnpu
HE0O0XO0INMMOCTH

[loaroroBka JOKYMEHTOB Ha MOJYy4E€HUE BU3bl, 3arPAaHUYHOTO MaclopTa

3aka3 jKeJIe3HOJOPOXKHBIX U aBUAOUIIETOB, FTOCTUHHULL, TPAHCIIOPTHOTO 00eCIeUeHMsI
PYKOBOAUTENS

Odopmiienne mnporpaMMmbl MOE3AKH, YTOYHEHHE OCOOEHHOCTEH MpPOTOKOJIA
IUTAHUPYEMBIX MEPOIPUATHI

IToaroToBka JOKYMEHTOB K MOE3/IKE PYKOBOANUTEIIS

YTouyHeHue faThl, 10JDKHOCTEH, (paMuinii B mporpaMme KOMaHAUPOBKU
[IpopaboTka MapuIpyTa pyKOBOAMUTEINS], YBsA3Ka €0 C PACHUCAHUEM TpaHCIIOpTa
O06paboTka MaTepuasoB KOMaHIUPOBKH, O(POPMIIEHHE OTYETA O KOMAHIUPOBKE
OdopmATh aBaHCOBBIE OTYETHI PYKOBOIUTEIS

OpraHu30BbIBaTh BCTPEUH PYKOBOJIUTENS C IPUHUMAIOIIENH CTOPOHOM

OdopMIIATE KOMaHAUPOBOYHBIE JOKYMEHTHI

OO0pabaTbIBaTh TOKYMEHTHI M MAaTEpUaIIbI 110 Pe3yJIbTaTaM MOE3 KU PYKOBOAUTEIS
ObecneunBaTh paboTy ouca BO BpeMsl OTCYTCTBHSI pyKOBOAUTEIIS

[IpuMeHsTh c1I0COOBI /1€10BOr0 OOIIEHUS

Hcnonb3oBaThk CcpeicTBa KOMMYHMKALIMU JJIsi OOECIEUYEeHUs B3aMMOJEHCTBHS C
PYKOBOJIUTENIEM BO BPEMS €r0 JIEIOBOM MOE3 KU

[TopsiOK NOJArOTOBKU U MPOBEICHUSI KOMaHIUPOBOK

Iopsinok odopmiieHUs] JOKYMEHTOB JUIsl KOMAaHAUPOBKU U OTYETHBIX JJOKYMEHTOB
110 KOMaHJUPOBKE PYKOBOUTEIS

JlenoBoii MpoTOKOJI

OTHKA J1eII0BOro 0OLIeHUs

3.3.5. TpynoBas pyHKUHSA

HanmenoBanue

OpTaHI/I3aL[I/I${ pa60TBI C IIOCCTUTCIIIMHA B
HpHeMHOﬁ PYKOBOJAUTCIIA

Kon | C/056  YPoere 6
(TIomypoBeHb)
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IIpoucxoxnenue
TPYIOBOH (hyHKITHH

Tpynoseie
JNEUCTBUSA

Heo0xoaumeie
YMEHUSA

Heob6xoanMmeie
3HAHUA

Jlpyrue
XapaKTCPUCTUKU

KBaJM(UKaIIU
Opuruman X 3anMCTBOBaHO
W3 OpUrHHAaJa
Kon Perucrpanmonsslii Homep
OpUTHMHala poQeCCHOHATHLHOTO
cTaHjaapTa

Opranuzanys JMYHOTO MpueMa MOCEeTUTENEH PYKOBOAUTEIEM

YcTaHoBIieHHE NOPsiAKa pUeMa JUlsl pa3JInyHbIX KaTeropuil moceTuTeen

Benenue xxypHaia npeaBapuTeabHOM 3aMucy Ha IPUEM

Perucrpanus nocerureneit

CopeiicTBre onepaTUBHOMY PAaCCMOTPEHHUIO MPOChO U MPEIOKEHUN oceTuTenei
U COTPYJHUKOB OpraHU3alNH

Opranuzanys npuema JeJI0BbIX TapTHEPOB B opuce

Opranuzanus o0cayKUBaHUSL PYKOBOJUTENS U €ro JeJIOBBIX NApTHEPOB B oduce
CepBupoBka yaitHOTo (Ko(helHOTO0) cToJIa B oduce

[IpuHATHE MeEp IO COXpaHEHHIO KOMMEPUYECKOW TaWHbl B XOJ€ IpHeMa
MOCETUTENEHN U X HaXOXKICHUSI B IPUEMHON U KaOMHETe PYKOBOIUTENS
Opranu3oBbIBaTh U 00€CIEYNBATh JINYHbIE KOHTAKTHI PYKOBOAUTENS

YpaBiarh KOHQIUKTAMU

Y4uTHIBaTh TCUXOJIOTUYECKUE OCOOEHHOCTH JMYHOCTH MPH Pa3IUYHBIX BHAAX
poheCcCHOHAITBHOTO OOIICHUS

Hcnonps3oBaTe yCTaHOBJIEHHbIE MpaBWiia M MPOLEAYpbl KOMMYHMKALlUM BHYTPH
OpraHu3aluu

Bectn  ydeTHble  perucTtpanMoHHble  (DOpPMBI,  HCNONB30BaTh  HMX  JUIA
WHPOPMAMOHHON paboThl W PabOTHI MO KOHTPOJIIO WCIOJHEHUS pEIICHUI
PYKOBOAUTEIS

Co31aBaTh NOJI0KUTENbHBIN UMUK OpraHU3alyuu

[IpuHHUMAaTBH MEpBI 10 pa3pelIeHUI0 KOHQIMKTHBIX CUTYyallui

[IpuMeHnsATh HHGOPMAIIMOHHO-KOMMYHHUKALIMOHHbIE TEXHOJIOTUU

ObecneunBaTh KOH(HIECHIMAIBHOCTh B NPHUEMHOW M KaOMHETE DPYKOBOIUTEIS,
COXpaHATh KOH(UAESHINAIBbHYI0 HHPOPMALIMIO B TaliHE

[IpaBuina opranu3anuu npueMa noceTuTesne

[IpaBuna nenoBoro ooIeHus

[IpaBuna peuyeBoro 3TUKeTa

[IpaBuna ycTaHOBJIEHUS KOHTAKTa, MOJJEPXKAHUA U PA3BUTUS MEXKIMUYHOCTHBIX
OTHOLLEHUN

CrpykTypa opraHM3aluud M pachpeneineHue (QyHKUMH MEXIy CTPYKTYpHBIMU
0JIpa3/IeIEHUSIMH U CIIELUATUCTaMU

[IpaBuia opranu3anuu NpueMoB B oduce

OTUKET U OCHOBBI MEXKIYHAPOAHOIO TPOTOKOJIA

IIpaBuna cepBUpPOBKH yaitHOro (KO(eiHOr0) cTOa

[IpaBuia NpuUroTOBIIEHUS U OJAYU TOPSIYUX HAIIUTKOB U 3aKYCOK K HUM

[IpaBuna 3amuThl KOH(GUACHIIUAIBHON CITy>KeOHOM nH(popMamn

3.3.6. TpynoBasi pyHkuus

HanmenoBanue

Opranuzanys NoAroTOBKU, IPOBEACHUS U
o0cCITy>KuBaHUs! KOH()EPEHTHBIX MEPOIPUATHIHA

YpoBeHb
(TToypOBEHB) 6
KBaJTU(UKAITHN

Kox | C/06.6




IIpoucxoxnenue
TPYIOBOH (hyHKITHH

Tpynoseie
JNEUCTBUSA

Heo06xoanMeie
YMCHHS

Heo0xoanumeie
3HAHUSA
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3anMCTBOBAHO U3
Opurunan X
OpUTHHAaJa
Kon Perucrpanuonsslii Homep
OpUTHHAaJa podeCCHOHATHHOTO
cTaHjaapTa

[ToaroToBKa MOBECTKH JTHS MEPOTIPUSATHUS

OdopmiteHue cnucka y4aCTHUKOB MEPOTIPUSTHS

NudbopmupoBaHue MpearnoiaracMplx y4aCTHUKOB O HAMEYaeMOM MEPOTPUSTHH H
YCIOBHSX YYaCTHS

Bb160op MecTa u BpeMeHH NPOBEIEHUSI MEPOIIPUSITHS

[ToaroroBka npeaBapuTEIbHOM CMETBI PACXOJ0B

Pacchutka nmpurianieHuid Mo ITBEPAUBIINM YIaCTHE B MEPOTIPUSTHN

COop TEKCTOB JAOKJIAI0OB U IPOEKTOB UTOTOBBIX JJOKYMEHTOB y JOKIQTYUKOB
Paccpiika  WHGOpPMAIMOHHBIX ~ MaTEepPHaJOB  y4acTHUKaM  KOH(EPEHTHOTO
MEPOTIPUATHS

CocTaBiieHHE SBOYHBIX JIUCTOB M CITUCKA PETHUCTPAIIUN YIACTHUKOB MEPOTIPUSATHS
3aKkyIKa KaHIEISPCKAX TOBAPOB M MPOAYKTOB JUIsl 0OecTiedeHns Kode-may3
Pemrenne BOIpOCOB TEXHUYECKOTO OCHANICHHUS MEPOTIPHSTHS

[Tomo1b B IOATOTOBKE AOKJIaa PyKOBOAMUTEINS, IPE3EHTAIIMOHHBIX MaTepPHAaJIOB
Opranu3anys NoAroTOBKY Mpe3uIruymMa u pabounux MECT y4aCTHUKOB

Opranu3anus BCTPEUX U PETUCTPAIUs YIACTHUKOB MEPOTIPUSATHS

Benenue npoTokosa MeponpusiTus

Opranu3zanusi CEepBUCHOTO 00CITY>)KMBaHUS BO BpeMsl Kode-Tiay3

Opranuzanus  KyJbTypHO-MAacCOBBIX ~ MEPONPUSATHI,  TPAaHCIOPTHOTO U
TOCTUHUYHOTO 00ecreveHus

OpranuzoBbIBaTh  MpOLIECC MOJATOTOBKA K  IPOBEACHUIO  KOH(EPEHTHOTO
MEpOTIPUATHS UHIMBUYaIbHO U B COCTaBe paboydel IpyIbl

JIOKyMEHTHpPOBATh pa3Hble ATambl MPOLUEAYPHl MOATOTOBKM U IPOBEICHUS
KOH(EPEHTHOTO MEPOIPUSITUS

[lepenaBate nHOpMaIMIO, TOKYMEHTHI U MaTepUalbl y4aCTHUKAaM KOH(EPEHTHOTO
MEPOTPHUITHS

[ToaroraBnmuBath U 000pyAOBaTH CTOJ Mpe3UAUYMa U paboyre MecTa y4acCTHUKOB
coBelIaHus (3aceIanus)

CepBupoBath 4aitHbli (KO(elHbIiT) CTOJ BO BpeMs IpoBeieHus Kode-nay3
CobmoaTh MpaBuiia AEIOBOTO STUKETA U MPOTOKOJIA

[Toanep>xuBaTh UMUK OpraHU3AIUH

Co3znaBaTh UMUK CEKpeTapsi, COOTBETCTBYIOIINI UMUJIKY OpraHU3AIHH

PaGorate ¢ wuHboOpmanuell, aHamTM3UpPOBaTh W MPEACTaBISATH €€ B
CUCTEeMAaTU3UPOBAHHOM BH/JIE

ObecrnieunBaTh 6€30MACHOCTH JIEATEIBHOCTH OpPraHu3alluu

[TpumensaTh MHPOPMAITOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU

[IpuMeHsTH MpaBuia PycCKOTO s3bIKa

[IpruMeHSITh HaBBIKM CKOPOCTHOTO MHUCHhMa

[IpuMeHsITh HaBBIKH 3aMUCH U PacIIU(POBKH TEKCTa

Hcnonbs3oBaTh COBpEMEHHBbIE TEXHHYECKHE CpEICTBAa B 00JaCTH CKOPOCTHOTO
MMchMa

Ob6ecrieunBaTh KOMGOPT YYaCTHUKOB KOH(EPEHTHOTO MEpOTPHUSATHUS, IOMOTaTh B
BOIPOCAaX MPOKUBAHUS, TPAHCIIOPTHOTO 00eCIIEUCHHUS

Kommnekec opraHu3alioOHHO-TEXHHUYECKUX MEPONPUATHNH TIO TMOATOTOBKE U
MIPOBEJICHUIO COBEIIIAaHUHN U MEPETOBOPOB, B TOM YHCIIE MEXKTyHAPOTHBIX
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HApyrue
XapaKTCPUCTUKHU

[IpaBuna BeneHHs, NTOATOTOBKM M O(GOPMIICHHS MPOTOKOIA M JOKYMEHTOB,
CO3/1aBaeMbIX B IIpOIecce MOATOTOBKU KOH(PEPEHTHOTO MEPOTIPUSATHS

MeTtoanka COCTaBICHUSI CMETHI PACX0JI0B KOH(MEPEHTHOTO MEPOIIPUATHS

OcHOBBI HaNIMCaHMsI pedyel U JOKIAJA0B PYKOBOIUTENS

[IpaBuna ycTaHOBJIEHUS KOHTAaKTa, MOJAJEPXKAHUS U Pa3BUTUS MEXKIMYHOCTHBIX
OTHOILECHUH

[IpaBuna nenoBoro oOIIeHus, IEIOBOTO ATUKETA

OTUKET U OCHOBBI MEKYHAPOJHOTO IIPOTOKOJIA

[IpaBuna npoBeieHUs 1€JI0BbIX IEPETOBOPOB

[TpaBwita 3amuThl KOHGUACHIMATLHOW CTy)eOHOH nH(pOopMaIun

CucreMbl CKOPOCTHOTO NMHUCHhMa

OcHoOBBI TNporpaMMHOro obecnedeHus U opucHoro oOOpyIOBaHUS B 00JaCTH
CKOPOCTHOTO MHUChMa

TpebGoBaHus oxpaHsbl Tpyaa

3.3.7. Tpynosast pyHkuus

Opranuzanus UCTIOJTHEHUS PEUICHHIH, YpoBeHb

HanmeHoBanne | OCYIIECTBJICHHE KOHTPOJIS UCTIOTHCHHS Kon C/07.6 (moxypoBeHs) 6

MMOPYYEHUN PYKOBOINUTENSA KBasHUKALIH

IIpoucxoxnenue
TPYIOBO# (hyHKIMH

3auMCTBOBAHO 13
OpwuruHat X
OpHUTHHaNa
Kon Perucrparmonnslii Homep
OpHUIuHajia podhecCHOHATBHOTO

cTaHaapra

Tpynossie
JNEUCTBUS

JlokymeHTasibHOE 0(pOpMIIEHUE PELICHUI PYKOBOIUTES

JloBenenue 10 cBeeHus paOOTHUKOB OPraHU3alluU PACTIOPSHKEHUN PYKOBOAUTES

KOOp,Z[I/IHaI_[I/ISI JACATCIBbHOCTH ITIO MCITIOJIHCHHIO peH_IeHI/Iﬁ PYKOBOJUTEIIA

Benenue cpokoBOro TeKyIero u NpeaynpeauTeaIbHOro KOHTPOJIs

[IpoBepka ucnosHeHUs: IOPYUEHHUH PYKOBOIUTENSI B YCTAHOBJICHHBIN CPOK

[Ipenynpexaenue COTPYIHUKOB OO0 HMCTEYEHHHM CPOKAa HCIOJHEHHUS MOpYyYeHUM
PYKOBOIUTEIS

dukcanus UCIOJTHECHUS HOpy‘ICHI/Iﬁ

CocraBieHHe OTYETOB M AHATUTHYECKUX CIPABOK O BBIMOJIHEHUU MOPYYCHUU H
pelIeHU PYKOBOIUTENS

Heo6xoanmeie
yYMEHUS

Bectu CPOKOBYIO KapTOTCKY

Bectu YUYCTHBIC PETUCTPALUMOHHBIC (l)OpMBI, HUCIIOJBb30BaTh HUX A pa6OTLI 10
KOHTPOJIIO UCITIOJIHCHUA HOpy‘IeHI/II\/’I PYKOBOOUTCIIA

PaGorats ¢ I/IH(I)OpMaI_[I/IeI\/’I MO KOHTPOJIO, CUCTEMATU3UPOBATH €€ U IIPCACTABIIATEL B
BUJC CBOAHBIX NOKYMCHTOB

Hcnonp30BaTh CpCACTBA KOMMYHUKAIIUU IJIA IIEpeaavin nopyquI/Iﬁ PYKOBOOUTECIIA

Hcnonbs3oBaTh COBpeMEHHbIE cpeAcTBa cOopa U 00paOOTKM KOHTPOJIBHOM
uHpopMaluu

HpI/IMeHHTL I/IH(I)OpMaI_II/IOHHO-KOMMYHI/IKaI_II/IOHHLIC TCXHOJIOTHH

OI_IeHI/IBaTL PE3YJIbTAThI B PAMKaX IMOCTABJICHHBIX 3a1a4

OCYH.[GCTBJ'IHTL KOHTPOJIb UCITIOJTHCHU HOpy‘{CHI/Iﬁ PYKOBOOUTECIISA COTPYAHUKAMU

Heo0xoanumeie
3HAHUSA

OO6mue TpeboBaHMST K CpOKaM MCIHOTHEHHUS JOKYMEHTOB M KOHTPOJBHBIM
(GYHKIHSAM CITY>KOBI TOKYMEHTAIMOHHOTO 00ecreueHus
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[Tpunnunel, ctocoOs! HHPOPMUPOBAHUS COTPYAHUKOB

DTUKA AEJT0BOro OOIIEHUS

VYnpaBieHyeckas CTpYKTypa OpraHM3alid, PYKOBOJCTBO OpPraHU3aIMH, 0Opa3Ilbl
MOANUCEN PYKOBOJSALIUX COTPYIHUKOB, KPYT UX ITOJHOMOYUN M OTPAaHUYEHUS 30H
UX OTBETCTBEHHOCTHU

JloxannHBIE HOPMATHWBHBIC aKThI OpraHnu3aluu

HApyrue
XapaKTCPUCTUKU

3.3.8. TpynoBbie GpyHKIUM

OpraHI/BauI/ISI " MOAACPKAHUC YpoBeHb
Hanmenosanue — (YHKIIMOHAIBHOTO pabOdYero mpocTpaHCTBa Kox C/08.6 (nontypoBeHb) 6
MIPUEMHON U KaOMHETa PYKOBOAUTES KBaMHUKaIIH

[Ipoucxoxnenue
TPYIOBOH (hyHKIMH

3aMMCTBOBAHO U3
Opurunan X
OpHUruHasa
Kon PeructparoHssIif Homep
OpHUruHasa npo(eccHoHaNBHOTO

cTaHaapra

Tpynoseie
NEeNCTBUA

OGecnieuenre pabouero Mecta pPYKOBOJWUTENS HEOOXOJAUMBIMHU CpEICTBAMU
OpraHHSaHHOHHOﬁ TEXHUKH, KAaHICIIAPCKUMU TPHUHAJICKHOCTAMHA

Opranuzanus NpueMHOM odrca B COOTBETCTBUU C TPeOOBAaHUSAMH 3PTOHOMUKU U
KYJIbTYpPBI TPyZa

Opranuzanus opopMIIeHHsI HHTEpbepa MPUEMHON PYKOBOIUTENS

O6GopynoBanue pabouero Mecra OPrTEXHUKOHM, MEPCOHAIBHBIM KOMIBIOTEPOM,
BCIIOMOT'aTEeIbHON TEXHUKOU

Opranuzanus 000pyIAOBaHMSI MPUEMHOM CHCTEMaMHU XpaHEHHs, HEOOXOAUMBIMU
MIPUCTIOCOOIECHUAME, 00€CTIeYeHH S KaHIEIIPCKUMU TPUHA]ICKHOCTSIMU

ObecrieyeHrie XpaHeHHs] U 3aMEHBI PACXOJHBIX MaTEPUaIOB, TIOBCETHEBHBIN YXO1
3a OPITEXHUKOU

3aka3 KaHICIAPCKUX TOBAPOB, THTHCHUYCCKUX TOBAPOB, ITPOAYKTOB ITUTaHUA

Heo06xoanMeie
YMCHHUS

CoznaBath ycioBus, obecreunBaroniue 3pHeKTHBHYIO PabOTy PYKOBOIUTEIS

HpI/IMeHHTB B COOTBETCTBUHM C HA3HAUCHHUEM CPCIACTBA OpraHH3aHHOHHOﬁ TCXHHKU,
KaHOCIIAPCKUEC ITPUHAIIIC)KHOCTHU

OcHamate pabodyee MeCTO PYKOBOJAUTENSI M cBoe pabouee MEeCTO HEOOXOAUMBIM
000pyI0BaHUEM

OCYH.[CCTBJ'ISITL 3aMCHY PACXOJHBIX MATCPHUAJTIOB, YXOI 34a OpFTCXHHKOﬁ

KOHTpOJ'II/IpOBaTB COCTOAHHMC U IIOIIOJIHATD 3aIllaCbl KAHICIIIPCKUX TOBAPOB, CPCACTB
TUT'HCHBI, IPOAYKTOB ITUTAHUS

Heo0xoanmeie
3HAHUSA

TpeboBanus oxpaHbl TpyAa, MPOU3BOJCTBEHHON CaHUTApUH, MPOTUBOMOMXKAPHON
3aLIUTHI

OCHOBBI ~ NPaBWJIBHOW OpraHW3allMd TpyJa ¢ METOJbl TOBBIIICHHUS €ro
3¢ heKTUBHOCTH

OCHOBBI 3prOHOMHKH 0rica U (PIOPUCTUKH

CTaH,Z[apTLI U PEKOMCHIAaUU 110 060py/:[0BaHmo O(I)I/ICHLIX MMOMEIICHUI

CocTtaB OpraHn3alMOHHON TEXHUKH, €€ YCTPOUCTBO U MOPSIOK pabOThI C HEl

Jlpyrue
XapaKTCPUCTUKHU

3.3.9. TpynoBasi pyHKUHSA




20

Pa3paboTka NTOKaIbHBIX HOPMATUBHBIX aKTOB, VYposeus
Haumenosanue | poryamenTupyrommx paboTy cekperaps Kox | C/09.6 (monyposet) 6
KBaJTU(UKATTN
IIpoucxoxnenu HMCTBOBAHO U
POUCXOXICHHE Opuruman ¢ 3aMMCTBOBAHO M3
TPYIOBOH (hyHKITHH OpHIHHAIA
Kon Perucrpaimonsslii Homep
OpUrHHAJIa poQeCCHOHATHLHOTO
CTaHIapTa

Tpynoseie
NEeNCTBUA

Heo0xomumeie
YMEHUS

Heo0xoanMeie
3HAHUA

Hpyrue
XapaKTEPUCTUKU

PazpaboTka TOHKHOCTHOM HHCTPYKLIUU CEKpeTapsi

Pa3paboTka nosnoxxeHus 0 cekperapuare

Pa3paboTka MHCTPYKLIMHU IO JI€IONPOU3BOJICTBY

CocTaBisiaTh 1 0pOPMIISTh OPraHU3aUOHHBIE U METOINYECKHE IOKYMEHTBI
PenakTupoBath TEKCTHI CIyKEOHBIX JOKYMEHTOB

PabGorath co Bcell COBOKYNHOCTbIO  HMH(GOPMAIMOHHO-JIO0KYMEHTALMOHHBIX
pECypCcOB OpraHu3aluu

[Tonb3oBatbest 0a3aMu JaHHBIX, B TOM YHCIIE YIAIEHHO

Hcnonb30BaTh cripaBOYHbIE IPABOBBIE CHCTEMBI

PabGoTaTh ¢ KOMIIBIOTEPOM, KaTasioTamu (MankamMu) u dhaiaaMu, CKaHEPOM
[Tonb3oBaTbCst 0QUCHBIM MMAKETOM (TEKCTOBBIN peAaKkTop, TaOINLIbI)

[Tonb3oBarbest nepudepuiHbBIMU YCTPOHCTBAMU M OPITEXHUKON

[Tonp30BaThCs IIEKTPOHHOM MOYTOMN

[Tonb30BaThCs cUCTEMaMU 3JIEKTPOHHOTO JOKYMEHTO000pOTa

IIpaBoBble OCHOBBI YyHpaBi€HUs (OCHOBBI AJMHHHMCTPATUBHOIO, TPYIOBOIO H
IpaXkIaHCKOTO IPaBa)

HopmaruBHbIE  IIpaBOBBIE  AKTBI, HOPMATHBHO-METOIUYECKHE  JTOKYMECHTHI,
rOCYIapCTBCHHBIC CTAaHAAPTHI, ONPEAEIIOMNE MOPANOK JOKYMEHTALIMOHHOTO
obOecrieueHusl yIpaBiacHUs

CtpykTypa, pyKOBOJACTBO CTPYKTYPHBIX HOJpa3/iesieHuil, 00pa3Libl MOANUCEN JIHLL,
MMEIOUIUX IIPABO MOANKUCAHUS U YTBEP)KIECHUSA JOKYMEHTOB, U OTPaHUYEHUS 30H UX
OTBETCTBEHHOCTH

[IpaBuna TOKyMEHTAIMOHHOTO 00ECIeUeHMsI JeSITEIbHOCTH OpraHu3aluu

[Topsinok paboTel ¢ JOKyMEHTaMHU

TpeboBanus, npenbsaBiseMble K JOKyMEHTaM B COOTBETCTBHUM C HOPMAaTHBHBIMU
IIPABOBBIMU aKTaMU M FOCYIapCTBEHHBIMH CTaHAAPTAMU

[IpaBuna coctaBieHHs OPraHU3ALMOHHBIX JOKYMEHTOB (II0J0XEHUH, HHCTPYKLUH,
PETJIAMEHTOB)

Bubl 10OKyMEHTOB, UX Ha3HAYCHHE

OCHOBBI JOKYMEHTHON JIMHIBUCTUKU

TpeboBanus oxpaHsl Tpyaa

3.3.10. TpynoBasi pyHkuus

HanmenoBanue

CocraBnenue u oopmieHue
yIIpaBJIEHYECKOH TOKyMEHTALUU (mozrypoBeHp)

Kon | C/10.6 Yposexb 6
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IIpoucxoxnenue
TPYIOBOH (HyHKITHH

Tpynoseie
JNEUCTBUSA

Heo0xonumeie
YMEHUSA

Heo06xoanMeie
3HAHUA

Jlpyrue
XapaKTCPUCTUKHU

KBaJM(UKaIIU
3anuMCTBOBAHO U3
Opuruzan
OpUTHHAaJa
Kon Perucrpanuonsslii Homep
OpUTHMHala poQeCCHOHATHFHOTO
cTaHjaapTa

CocraBieHHEe TIPOEKTOB pacHOPSAUTENbHBIX (MIPUKA3bl, PpACHOPSIKEHUs) U
MH(POPMALMOHHO-CIIPABOYHBIX  JOKYMEHTOB  (CIy)K€OHbIE THUChMa, CIPABKH,
JIOKJIQ/THBIE U CITy)KeOHBIE 3aITUCKH )

[leyatb cnyxeOHbBIX JOKYMEHTOB U MaTepUaloB

Pa3mHOkeHne ciyKeOHbIX JOKYMEHTOB

KoHTpoas nmpoxoxkaeHns JOKYMEHTOB B OpraHU3aluu (CoryiacoBaHUE, MOIUCaHHEe
U YTBEPXKJIEHUE IOKYMEHTA)

PenakTupoBath TEKCTHI CIyKEOHBIX JOKYMEHTOB

[Tonb30BaTbCst YHUPHUIIMPOBAHHBIMU (OPMaMH IOKYMEHTOB

OdopmisaTe KaccoBble (UHAHCOBBIE JOKYMEHTHI U JOKYMEHTBI [0 Yy4Yery
HaKJIaIHbIX PacXo0/I0B

[leyaratp ciyxeOHbIE TOKYMEHTHI

[Tonb3oBatbest nepupepuiHbBIMU YCTPOHCTBAMU M OPITEXHUKOU

PaGoTtath ¢ KOMIBIOTEPOM, CKAHEPOM

[Tonb3oBaTbCst 0(QUCHBIM MTAKETOM (TEKCTOBBIN peAaKkTop, TaOINLIbI)

[Tos1p30BaTHCS AIEKTPOHHOM MOYTON

[Tonb30BaThCs cUCTEMaMU 3JEKTPOHHOTO JOKYMEHTO000poTa

O6ecnieunBaTh 0E30MMACHOCTD JACATEIHPHOCTH OPraHnu3aIluu

IIpaBoBble OCHOBBI YyHpaBieHUs (OCHOBBI AJMHHHMCTPATUBHOIO, TPYIOBOIO H
XO03SCTBEHHOTO TIPaBa)

CrpykTypa opraHM3aluu, pyKOBOJCTBO CTPYKTYPHBIX HOJpa3[elieHHi, oOpa3ibl
HOJIUCEH JIML, MMEIOLMX NpPaBO MOANUCAHUS U YTBEPKICHUS NOKYMEHTOB, U
OrPaHUYEHUS 30H UX OTBETCTBEHHOCTU

[IpaBuna TOKyMEHTAIMOHHOTO 00€CIeUeHMsI JeSITEIbHOCTH OpraHu3aliuu

[Topsinok paboTel ¢ JOKyMEHTaMHU

TpeboBanus, IpeIbsBIIsEMbIE K JOKyMEHTaM B COOTBETCTBUU
C HOPMAaTUBHBIMH NIPABOBBIMH aKTaMH U TOCYAAPCTBEHHBIMU CTaHJapTaMU

Buapl JOKyMEHTOB, UX Ha3HAUYEHUE

[paBuia coriacoBaHusi JOKYMEHTOB OpraHU3aluy (BHYTPEHHETO U BHEIIHETO)
[IpaBuina noanucaHus U yTBepKJICHHs TOKyMEHTOB

IIpaBuna  cocraBneHus U odopmileHUS  HWH(POPMALMOHHO-CIPABOYHBIX,
YIIPaBJIEHYECKUX JOKYMEHTOB U CIY)KEOHBIX [TUCEM

OCHOBBI JOKYMEHTHOM JIMHI'BUCTUKU

[IpaBuna pycckoro si3blka

TpeboBanus oxpaHbl Tpyaa

3.3.11. TpynoBasi pyHkuus

HaumenoBanme \ Opranuzanus paboTel C TOKYMEHTaMU B ‘ Kon | C/11.6 ’ VposeHb E




22

IIpoucxoxnenue
TPYIOBOH (hyHKITHH

Tpynoseie
JNEUCTBUSA

Heo0xoaumeie
YMEHUSA

Heo0xonnMeie
3HAHUA

Jlpyrue
XapaKTCPUCTUKHU

OPUEMHOMN PYKOBOIUTEIIS (moxypoBeHs)
KBaJM(UKaIIU
3aMMCTBOBaHO U3
Opurunan X
OpHUTHHANIa
Kon Perucrpanmonsslii Homep
OpHT'HHANA po(ecCHOHANBEHOTO
cTaHaapra

[lonyuenue, mnpenBapuUTEIbHOE PACCMOTPEHHE U COPTUPOBKA IOCTYMAIOIIMX B
IPUEMHYIO PYKOBOJUTENS TOKYMEHTOB

[IpoBepka  KOMIUIEKTHOCTH  IOCTYNAIOIIUX B
JIOKYMEHTOB

[ToaroToBka TOKyMEHTOB JJIsi PACCMOTPEHUSI PYKOBOAUTEIEM

VY4er TOKyMEHTOB, MOCTYMAIOUINX HA UMSI PYKOBOJIUTEIS

Opranuzanys J0CTaBKU JOKYMEHTOB UCIIOJIHUTEISIM

Coznanue u BesieHue 0a3bl JaHHBIX JOKYMEHTOB PYKOBOIUTEIS

Benenue nHpopMaimoHHO-CIIPaBOYHON pabOThI

PaboTaTh ¢ BXosIIeH, NCXO AN, BHYTPEHHEH TOKyMEHTaIueH

[Tonb3oBaTbesl cucTeMaMu 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa AJisi PETrUCTpaliy,
KOHTPOJISl IOKYMEHTOB U MH(GOPMAIIMOHHO-CIPABOYHON pabOThI C JOKYMEHTaMH
[IpumensTs MHOOPMALMOHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTUU 1S paboOThl C
JIOKyMEHTaMu

[IpumeHsTh paBuiIa pyccKoro s3bIKa

IIpuMeHsATh HaBBIKU CKOPOCTHOT'O MHUChMa

CocTtaBisaTh U 0POPMIISTH JIOKATIbHBIE HOPMATHBHBIE AKThI

HopmaTuBHBIE mpaBOBBIE  aKThl, HOPMATUBHO-METOJUYECKHE  JTOKYMEHTHI,
rOCyJapCTBEHHbIE CTAaHAAPTHI, OIpPEIEIAIONINE MOPAJOK JIOKYMEHTAllMOHHOTO
obOecrieueHusl yIpaBiacHUs

CrpykTypa opraHu3anuu, pyKoBOJICTBO CTPYKTYPHBIX MOJpa3eIeHUH
CoBpeMeHHbIe HH()OPMAIIMOHHbIE TEXHOJIOTUU pabOThI C JOKYMEHTaMH

ITopsinok paboTel ¢ JOKyMEHTaMH, CXeMbI IOKyMEHTO000pOoTa

IIpaBuna paboThl ¢ BXOJSIUMH, UCXOAALUIMMU U BHYTPEHHUMHU JOKYMEHTaMU
[IpaBuna opraHu3aluy KOHTPOJIS HCHOJHEHHS JIOKYMEHTOB M THUIIOBBIE CPOKHU
UCIIOJIHEHUS IOKYMEHTOB

[IpaBuna cocraBieHUs] AHATUTUYECKMX CIPABOK 110 OpraHu3aluud paboThl ¢
JOKYMEHTAaMH M KOHTPOJIIO UCIIOJIHEHHsI JOKYMEHTOB

IIpaBuna co3maHuss U BeAeHUss 0a3 JaHHBIX CIY)KEOHBIX JIOKyMEHTOB B
OpraHu3auu

CucTeMsbl 3J1eKTPOHHOTO JOKYMEHT0000poTa

CucteMbl CKOPOCTHOTO MHUCbMa

TpeboBanus oxpaHsl Tpyaa

IPUEMHYI0  PYKOBOJUTEIS

3.3.12.TpynoBasi pyHKuIUS

Opranuzanys XxpaHEeHHUs TOKYMEHTOB B YpoBeHs
Hanmenosanue IIPUEMHO} PYKOBOIUTEISL Kox | C/12.6 (ToypOBEHB) 6
KBaITU(UKAITHN
[poucxoxaeHu AUMCTBOBaH!
POUCXOXKIICHIE Opruman X 3 OBaHO

TPYIOBOH (HyHKITHH

H3 OpUruHaia
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Kon Perucrpanuonsslii Homep
OpUTHHAaJa podeCCHOHATHHOTO
cTaHjaapTa
TpynoBeie Pa3zpaboTka pa3ienioB HOMEHKJIATYPBI JEJI OpraHu3auu
JNEUCTBUSA dopmupoBanue 1 0POpMIICHHE JIE]T MOCTOSIHHOTO, JOJITOBPEMEHHOTO XPaHEHHS
[ToaroroBka u nepegada 1es B apXuB OpraHu3aluu

Heo0xoaumeie Pa3pabarbiBaTh HOMEHKIATYpY Ji€1 OpraHu3allid ¢ Y4eTOM HOPMaTHBHO-
YMGHI/IFI METOIUYCCKUX [[OKYMGHTOB

Hcnonp3oBaTh HOMEHKIATYpPy J€l IPU HM3YYEHUH CTPYKTYpbl OpraHM3aluH,
COCTaBJICHUU OIMCEN J1e

®opmupoBath W 0QOPMIISITH Jea B COOTBETCTBHM C  YTBEPKICHHOM
HOMEHKJIATYPOH 11 OpraHu3alnun

ObecrieunBaTh COXPaHHOCTb JOKYMEHTOB OpraHU3aluH

HpOI/ISBOI[I/ITB IMOATOTOBKY ACJI MJIA I€pEaavdn B apXuB

[IpumensaTs MHPOPMALIMOHHO-KOMMYHHMKAIIMOHHBIE TEXHOJOTHUU s paboThl ¢

JIOKYMEHTaMU
Heob6xomumbre HopmaTtuBHblE  mpaBOBBIE  aKThl, HOPMATHUBHO-METOJUYECKHE  JIOKYMEHTHI,
3HAHUS FOCYJIapCTBEHHBIE CTAHAAPTHI, OMPEICISAIOMINE TOPSIAOK JOKYMEHTAIIMOHHOTO

obecrnieueHus yrpaBIeHUs

Bunelt HoOMmeHkmatyp, oOmue TpeOboBaHHS K HOMEHKJIAType, MeETOJMKa ee
cocTaBlieHUs U 0(OPMIICHUS

[Topsimox  popmupoBanuss u odopmIeHHS 1T C YKa3aHUEM CHerupUKa
(hopMHUpOBaHUS OTAETBHBIX KaTETOPU Jel

[IpaBuna xpaneHus e, B TOM YUCIE C JOKYMEHTaMHU OIPaHUYEHHOT0 JOCTyIa
[IpaBuia BbLAAYM M UCTIOJIB30BAHUSI TIOKYMEHTOB U3 C(HOPMUPOBAHHBIX A€
TpeboBanust OXpaHbl Tpyaa

[IpaBuia moAroTOBKM U MEpesadu el B apXuB OpraHu3aluu

Apyrue -
XapPaKTCPUCTUKHU

3.3.13. TpynoBbie pyHKIIUN

ObecrieyeHre pyKOBOIUTEIS YpoBenb
HaumenoBanue mHdopManmeii Kon C/13.6 (momypoBeHs) 6
KBaJH(DUKAIU
[Ipoucxoxnenue 3anMCTBOBAHO 13
P A Opurunan X
TPYIOBO# (hyHKIMH OpUTMHAJIA
Kon PerucrpanmonHsslii Homep
OpHI'HHANA npo(eCCHOHANBEHOrO
cTaHaapTa
Tpynossie Co6op u mepepaboTka HH(pOpMALMK, HEOOXOAUMOW JUIs NPHUHATUS OOOCHOBAHHBIX
nencTBus YTIPaBJIEHYECKUX PeIIeHU

IIpoBepka TOCTOBEpHOCTH, MOJHOTHl U HENPOTUBOPEUMUBOCTU JAHHBIX, UCKIIOUEHHE
nyOoIupoBaHus HHGOpMAIK
[IpenocraBieHue 1aHHBIX B €IMHOM U Y0OHOM JUIsl BOCHPUATHS popmare
BeisiBnenne HamboJiee 3HAUMMBIX KpPUTEPUEB CHCTEMaTH3allud HHGpOpMalMu Uis
co3/ianus 0a3 JaHHBIX
®opMHpOBaHUE U UCTIOIB30BaHUE 0a3 TaHHBIX B OPraHU3AIIH
HeoOxoaumele | OcymiecTBisTh cOop, 00pabOTKy M aHainu3 HWHGOPMAMM B COOTBETCTBUH C
YMEHUS TpeOOBAHUSAMH  KpPaTKOCTH,  YETKOCTH  (POPMYIMPOBOK,  CBOEBPEMEHHOCTHU
MOCTYIJIGHUs], TOYHOCTH M JIOCTOBEPHOCTH, ONTHUMAIbHOCTH CHUCTEMAaTH3allHH,




Heo0xonumeie
3HAaHUA

Apyrue
XapPaKTCPUCTUKHU
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HENPEPBIBHOCTHU cOopa 1 00pabOTKK MHPOPMALTIH

OcCyIecTBIATh PETUCTPAIMIO, HAKOIUIGHWE M Iepelady, CUCTEeMaTH3UPOBAHHOE
XpaHeHHUe U BbIAaYy HHPOpManuu B Tpedyemoii hopme

CoctaBnsaTh ¥ 0POPMIISTH CBOJIHBIC, OTYETHBIE, CTATUCTHYECKUE TOKYMEHTHI
OcymecTBiate  00pabOTKy W CTPYKTypHpOBaHHEe  HWHpOpManuu, o0pasys
MH(GOPMAIMOHHBIE PECYPCHI

BBouTH HOBBIE JaHHBIE B CIIPABOYHO-WH(OPMAIIMOHHBIE CHCTEMBI

BBOMTH B TaMATh KOMITBIOTEPA AJIEKTPOHHBIE 00pa3bl JOKYMEHTOB

[TpuMeHsTh HaBBIKM CKOPOCTHOTO HChMa

[IpuMeHsTh HaBBIKH 3aIKMCH U pacIu(ppPOBKU TEKCTa

Hcnonp30BaTh COBPEMEHHBIE TEXHUUECKUE CPENICTBA B 00JIACTH CKOPOCTHOTO TMChMa
[Ipon3BouTs TOWUCK WHPOPMALMK B CYINIECTBYIOMIMX 0a3ax JaHHBIX, BECTH
MH(POPMAIIMOHHO-CIIPABOYHYI0 pabOTy Ha OCHOBE pAa3IMYHBIX KOMOWHAIUN
MTOMCKOBBIX IPU3HAKOB

[TpumensTh HHOOPMAITIOHHO -KOMMYHUKAIIMOHHBIE TEXHOJIOTUH

Oco6enHocTr (HOPMHUPOBAHKS BHEITHUX U BHYTPEHHUX HH()OPMAITHOHHBIX TOTOKOB
CocTaB BHEIIHUX UHPOPMAITMOHHBIX TOTOKOB

CoctaB BHyTpeHHUX UHPOPMAIIMOHHBIX TTOTOKOB

CTpyKTypa opraHu3amuy 1 MopsiJi0K B3aUMOICHCTBHS TIOIPA3ICIIEHUI U CITyKO
OcobenHoctu popmupoBaHus 0a3 JaHHBIX B OpraHU3alun

CoBpeMeHHBIC HayYHBIE METOJBl U TEXHUYECKHE CPEICTBA, CIIOCOOCTBYIOIIHE COOPY,
00paboTKe, COXpaHEHUIO U Tiepeaaue HH(HOPMAITMOHHBIX TTOTOKOB

Metoast o0OpaboTku WHGOPMAIMKH C TMPUMEHEHHEM COBPEMEHHBIX TEXHUYECKUX
CPEICTB KOMMYHUKALIMM U CBS3H, BBIYUCIUTEIBHON TEXHUKU

CucreMbl CKOPOCTHOTO MHUCHMa

OcHOBBI TIpOrpaMMHOTO oOOecrieueHuss W O(UCHOTO O00O0pyIOBaHHS B 001acTH
CKOPOCTHOTO MUChMa

TpeboBanust OXpaHbl TPyAa

3.3.14. TpynoBasi pyHKumst

Opranuzanys 1HGOPMALMOHHOTO
Haenopame | B38AMOICHCTBIS pyKOBOUTENS © Kox | C/14.6 (H(?;I;%ﬁizb) 6
HO/Ipa3/IeNeHUsMH U JI0KHOCTHBIMH JIMLIAMH R S
OpraHu3aIHu
1;5; E;E;mﬂel{m TpyRosoH Opurunan X | 3aMMCTBOBAHO M3 OpUIHMHANA
Kon PerucrpanuonHsslii Homep
OpUrHHaja poecCHOHANEHOTO
cTanapTa
TpynoBsie Wndopmuposanne pabOTHUKOB OPraHM3alluK O PENIEHHUAX PYKOBOJUTENSL
aeiicTBUs Opranmsanus o6MeHa MHPOpPMaLUE MEXKIy MOAPAa3AEICHUSIMH M IO0JKHOCTHBIMU
JIMIIAMHU OpPraHU3aLun
OmnoBelenre pabOTHUKOB O MPEACTOSAMINX MEPOIPHATUAX
Opranusanys BCTPed TPYAOBOr0 KOJUIEKTUBA ¢ PYKOBOICTBOM
WupopMupoBanne pykoBOAMTENS 00 OOpAlIEHUAX COTPYAHMKOB IO pabouMM U
JIMYHBIM BOIPOCAM
HeoOxoaumble  MCmosib30BaTh COBPEMEHHBIE TEXHOJIOIHHU cOOpa U IIepeaadn HHPOPMaLUK




YMEHUSA

Heo0xoaumeie
3HAHUA

HApyrue
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OcymiecTBiATh cOOp U mepepadboTKy HHPOPMAIUK, HEOOXOUMOU sl ACSITeTbHOCTH
PYKOBOIUTEIS

OcymiecTBIATh CUCTEMATU3ALMIO NIOJYYaEMBbIX U IIEPEAABAEMBIX JaHHBIX
OcymiecTBiATh IPOBEPKY JOCTOBEPHOCTH, NOJHOTHI U HEIPOTUBOPEUUBOCTH JAHHBIX,
UCKITIOUEHHE TyOnupoBaHus HHGOPMAIHK

[IpencraBisaTh TaHHBIE B €JMHOM U YJOOHOM JJISl BOCIIpUATHS popmate

MHOTOKpaTHO HCHOJB30BaTh MOJYYEHHYIO WH(GOPMAIHMIO, TOCTOSHHO OOHOBIISTH
JTAaHHbIE

ObecrieunBaTh ONEpaTUBHOCTh HH(POPMALTMOHHBIX IOTOKOB

PaboTtaTh ¢ KOMIBIOTEPOM, HCHOJIB30BAaTh O(PHUCHBIA MaKeT (TEKCTOBBIM penakTop,
TaOJIUIIBI)

HopmaruBHble  mpaBoBblE  aKThl, = HOPMAaTUBHO-METOJAWYECKHE  JIOKYMEHTHI,
roCy/1lapCTBEHHbIE CTaHIAPThI B cepe AesITEIbHOCTH OpraHUu3alun

CrpykTypa opraHus3ainyu, pyKOBOJCTBO CTPYKTYPHBIX MOJApA3JCICHUN, HalpaBICHUS
NESITeIbHOCTH OpraHu3allid M KOMIIETEHIIMM CTPYKTYpPHBIX THOJpa3AeieHuil Hu
JOJIKHOCTHBIX JIUIT

Knaccudukanus ynpasieHueckoi HHGOpMaIuy, BUJbl YIIpaBIeHUYECKOW HH(OpMaLun
@dopMBI ITpecTaBICHH YIpaBleHYeCcKol nH(opMauu

WcTounuku yrpaBieHuecKoi HHGopMauu

Metouka 0T00pa UCTOYHUKOB HH(POPMAIUH

TpeGoBanusi, mpenbsBIsieMbIe K yIIpaBiIeHUYeCKON HH(MOpMAIUU

TpeGoBanus oxpaHsl Tpyaa

3.4. O000meHHas TpyaoBasi QyHKIHUS

WNudopmanronHo-aHaIuTHYECKAs U

[poucxoxaeHne 0600IIEHHOM

TPYIOBO# (hyHKIMH

HanMenoanue  OpraHU3allMOHHO-aIMHHUCTPATUBHAS HOIEPKKA Ko D YpoBeHb 6
p e A p Anep A KBaJH(DUKAIIU
ACATCIIBHOCTH PYKOBOJUTEIIA OpraHru3alun
Opurunan X 3anMCTBOBAaHO U3 OPUTHHAJIA
Kon Perucrparmonnsrii Homep
OpHTHHAJA PO eCCHOHATBHOTO
CTaHmapTa

Bo3moxxHbie
HaMEHOBaHHMS
TOJDKHOCTEH,
npodeccuii

[TomomHUK pyKOBOAUTENS

TpeboBanus k
00pa3oBaHUIO U
00yueHuI0

Bricuiee o6pa3oBaHue — 6akagaBpuaT

VI

Bricuiee o6pazoBanue (HenpopuibHOE) — OakagaBpuaT U JONOJHUTEIBHOE
npogeccroHaabHOE 00pa30BaHKe MO JONOJHUTEIBHBIM MPO(ECCHOHATBHBIM
nporpamMMmam IpoQecCHOHaNIbHOM MepernoAroTOBKH Mo MPOQUIII0 JeSITeTbHOCTH

Tpe6OBaHI/IH K OIIBITY He menee TPEX JICT IO OPraHU3allUOHHOMY, JOKYMCHTAIITUOHHOMY U
HpaKTquCKOﬁ paGOTBI I/IH(bOpMaI_II/IOHHOMy 00eCITeUeHHIO ACATCIIbBHOCTH PYKOBOAUTECIIA OpraHu3aluiu

Oco0ble ycnoBust
JI0IycKa K paboTte

Jlpyrue
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XapaKTCPUCTUKU

JloTIOTHUTENbHBIE XaPAKTEPUCTUKN

HaunmeHnoBanue nokymeHnrta Kon

HanmenoBanue 6a30Boii rpyIIibl, JODKHOCTH (TIpodeccun)
WIN CIEIHATbHOCTH

OK3

3343 AJIMUHUCTPATUBHBIM U NHOW MCIIOJHUTENbHBIN
CPEIHETEXHUYECKUN IIEpCOHAN

EKC - CekpeTapb pyKOBOJIUTEIS
OKIIATP 26341 CekpeTapb pyKOBOJIUTEIS
OKCO 7.46.03.02 | JlokyMeHTOBEICHHE M apXUBOBE/ICHHUE

3.4.1. TpyaoBbie pyHKUIMH

HaumenoBanue

®opmupoBaHue HHPOPMAITHOHHOTO Yposeub
B3aHMO/ICHCTBHS PYKOBOIUTEIIS C OPraHM3amsaMy | KOA D/01.6 | (noayposens) 6

KBaJTU(DUKAIHN

IIpoucxoxnenue
TPYIOBOH (hyHKIMH

Tpynossie
NEUCTBUS

Heo6xoanmeie
yYMEHUS

Opurunan X | 3aMMCTBOBaHO M3 OpPUTHHAIIA

Kon PeructparioHHsIif HoMep
OpHUIr'MHaia podecCHOHATLHOTO
cTaHzAapTa

OT160p NCTOYHNKOB MH(OPMALINU B COOTBETCTBUY C 33IaHHBIMH KPUTEPUSIMU
O6paboTka 1 UHTEpIIpETAIUS HHHOPMAITUH IJIs TOATOTOBKH IMPOEKTOB PEIICHUMA
[ToaroroBka 3ampocoB MO TMOPYYEHUIO PYKOBOAWTENS Ha MOJIy4EHHE JTOKYMEHTOB H
nHpOpPMalMK B OpraHax TrOCYAapCTBEHHOM BJIACTH M YNPABICHHS, OONIECTBEHHBIX
OpraHM3anusIX ¥ NOJTY4CHHE COOTBETCTBYIOIMX HH(POPMALIMH U TIOKYMEHTOB
WudopmupoBanne pyKOBOAWTENS O pe3ynbTaTaX pPacCMOTPEHHS 3alpocoB U
oOpareHui

Opranuzanus pemeHus BOIPOCOB, HE TPEOYIOIIMX HENOCPEICTBEHHOTO Y4acTHS
PYKOBOJMTEIIS

[ToaroroBka MaTepHasIoB Al yHacTHsl pyKOBOJUTEINS B padOTe Pa3IUUHBIX CTPYKTYp B
COCTaBE TOCYIapCTBEHHBIX M MyHUIIMITAIIEHBIX OPraHOB, OOIIECTBEHHBIX OPTaHU3aLUi
[ToaroroBka ITOKYMEHTOB [UISi 3aKIIOYEHHUS COTJIALICHUH O COTPYAHUYECTBE C
JeTIOBBIMU ITapTHEPaMH

WudopmupoBanue JeJIOBBIX MApTHEPOB M 3aMHTEPECOBAHHBIX OpraHU3aluil o
PELICHUSX PYKOBOJUTES B XO/I€ BBITIOJIHEHHUS COTIIAICHUH

AHanu3upoBaTh U OTOMPATh UCTOYHUKH MH(POPMALIMU B COOTBETCTBUHU C KPUTECPHSIMHU
MOJIHOTHI, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH MPE0CTABICHUS HH(POPMAITIH
Cobupatp, o0OpalaTbiBaTh M aHAJIM3UPOBATh MH(OPMAIMIO B COOTBETCTBUM C
3aJJaHHBIMH TPeOOBAHUSAMU

IlepenaBate HHPOpPMAILKIO B CUCTEMAaTU3MPOBAHHOM BUJIE

OOpabaTbiBaTh U CTPYKTYpUpOBaTh HH(pOpMalLnio, 00pa3ys HH(POpPMAIOHHbIE
pecypchl

[IpousBoauTe mNOUCK HH(OPMAIMM B CYIIECTBYIOIIUMX 0Oa3aX JaHHbBIX, BECTH
MH(POPMAIIMOHHO-CIIPABOYHYIO  pa0OTy Ha OCHOBE pa3IM4YHBIX KOMOMHAUUi
MTOMCKOBBIX NMPU3HAKOB

OO0ecrieunBaTh I/IH(I)OpMaI_II/IOHHy}O 0e30MmacHOCTh OopraHu3anuvunu

PaGotath ¢ KOMOBIOTEPOM, HCIIOJH30BATh O(PHCHBIN MakeT (TEKCTOBBIA pPEIaKTOpP,
TaOJIHIIBI)

Heo0xoanumeie

BHYTpeHHHH W BHCIIHSA IOJIMTUKA OpraHru3alnin




3HaHUA

Apyrue
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[IpuHIMOIBI TIPEICTAaBUTENBCTBA B TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYIPaBICHHsI, CTOPOHHHUX OPraHU3aIMIX U MOPSI0K B3aUMOJICHCTBUS C HUMU
[TpuHIMTIBI ¥ METOIBI AIMUHUCTPUPOBAHUS

Ocob6enHocty (hOpMHUPOBAHKS BHEIIHUX U BHYTPEHHUX HH()OPMAITHOHHBIX TOTOKOB
CTpyKTypa opranu3amnuu 1 MopsaoK B3auMOICHCTBUS OPA3ICIICHUI U CITyxKO
[IpaBuna GpopMUpOBaHUS U UCTIONB30BaHUS 0a3 JaHHBIX

CoBpeMeHHbIC HAayYHbIE METObI M TEXHHYECKHE CPEACTBA, CIIOCOOCTBYIOIUE cOOPY,
00paboTKe, COXpaHEHUIO U nepeaade HHPpOopMaIum

[IpaBuna 3amuTel KOHOUACHIIMAIEHOU CITY>KeOHOH HH(DOopMaIn

CoBpemMeHnHbIe HH)OPMAIIHOHHBIE TEXHOJIOTUU

3.4.2. TpynoBasi pyHKUHSA

Ananu3 uHpopMaIi U MOAr0TOBKA Yposeub

HamvenoBatne |y ghopmarmoHHO-aHATHTHICCKAX MATepHalioB | KOA D/02.6 (mozyposets) 6

KBaJTU(DHKAIIN
Hponcxoﬂmnwne Opurwman X 3aMMCTBOBAHO U3
TPYIOBOH (hyHKIMH OpHUrHHaJa

Kon PerucrpanoHHblii HOMEp
OpUTuHajia podhecCHOHATLHOTO
cTaHgapra

Tpynossie
NEUCTBUS

Heo06xoanMeie
YMCHHS

Coop, mepepaboTka W aHanMM3 WHOOPMAIMU IS PEUISHUs 3aaad, MOCTaBICHHBIX
PYKOBOJUTEIIEM

[ToaroToBka HHGOPMAIIMOHHO-AaHATUTUIECKAX MAaTEPHUAIIOB

PazpaboTka TeMaTHUECKOTO TUIaHa 0030PHOTO JIOKYMEHTa, JOKIaaa

Omnpenenenue kpyra OuomuorpaduIecKux HCTOYHUKOB

[TonGop MCTOYHWKOB W JIMTEPATypbl MO TeMe 0030pa, IOKJIana, aHaJIUTHYECKOM
CIpaBKU

Hanucanue u opopmiieHre 0030pa, TOKIIaAa, aHATUTUISCKON CIIPaBKU

PazpabaTpiBaTh TEMaTHUECKHII I1aH 0030Pa, TOKJIA/Ia, aHATUTUYSCKON CIIPaBKU
OO0O0CHOBBIBaTh aKTYaJbHOCTH MPOOJIEMBI, KOTOPYIO IMPEICTOUT OCBETUTH B 0030pe,
JOKJIaJie, CTIPaBKe

[Tonb3oBaThcst MHOOPMAITMOHHBIMU PECYPCAMH M CHUCTEMATHU3MPOBATh MH(POPMALIUIO
10 3aJIAHHBIM KPUTEPHUAM

WuTepnpetupoBaTh MOJYyYCHHBIC JAHHBIC U IPEICTABISATh HX B CUCTEMAaTU3UPOBAHHOM
BUJIC

Onpenenarb Kpyr HCTOYHHUKOB U JIMTEpPATypbl, HEOOXOJUMBIX JUISI MOATOTOBKH
MHGOPMAIIMOHHO-aHATUTUIECKUX MAaTEPUAIOB

W3naraTh MaTepual B JJOTHYECKOH MOCIIET0BAaTEILHOCTH

[Ipon3BoANTE aHAIM3 U OLIEHKY U3JI0’)KEHHOTO MaTepuaa

OdopMIIATE TEKCT B COOTBETCTBYIOIIEM CTHIIE

PenakTupoBaTh TEKCT JOKYMEHTOB

®opMynupoBaTh BHIBO/IbI U PEKOMEHJAIIUN

Ocy1ecTBIATh aBTOMATH3AIMIO MTPOLIECCOB cOOpa, XpaHEHHUs U BbIJaUU MH(POpPMAIIH
[lonp30BaTbcs  yCTpOWCTBAMH  aBTOMATM3MPOBAHHOW  00paOOTKM  TEKCTOBOM
uHpopManuu 1 GoTOHAOOPHBIMU YCTpOIiCTBaMHU

[IpyuMeHATh BBIYMCIUTENBHYIO TEXHUKY M HWH(GOpPMAIMOHHBIE TEXHOJOTHH s
SKOHOMHYHOM ¥ palMOHAJIBHOM OpraHm3anuu WHGOPMALMOHHBIX IPOLECCOB,
MOBBIIIEHHUS! X THOKOCTH U AMHAMUYHOCTHU
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[TpoBOIUTH peIaKTHPOBAHUE TEKCTA, AaHAIM3 M OIICHKY BBIBOJIOB U PEKOMEH JAIIHid
[TpruMEeHSTh OCHOBBI TICUXOJIOTHH JICJIOBOTO OOIICHUS

Heobxomumbie |~ HopMaTuBHBIE ~ MpPaBOBbIE  aKThl, = HOPMATHBHO-METOJMYECKHE  JTOKYMEHTHI,

3HaHUS rOCyJapCTBEHHbIE CTAaHIAPTHI B c(hepe ACATEIbHOCTH OpPraHu3aliu
CrpykTypa opraHu3aluy, pyKOBOJCTBO CTPYKTYPHBIX HOJpa3ieieHUll, HanpaBiIcHUS
NESTEILHOCTH OPTaHWU3AallMd W KOMIICTEHIIMM CTPYKTYPHBIX TOJpa3fciieHud U
JOJIKHOCTHBIX JIUIT
Krnaccudukarus yrnpaBieHUIeCKONH HHGOPMAITUH, BUIBI YIIPABIEHICCKOW HH(DOPMALIUN
@DopMBI IpeICTaBICHUS YIIPABICHYECKON HH(POPMAIIH
Wcrounukm  ympaBieHYecKOW wWH(pOpMamuu, METOAMKAa OTOOpa HCTOYHUKOB
uHbOpMaINH
TpeboBanwms, MPeABABIAEMbIC K YIIPAaBICHUISCKON HH(DOpMAaIiH
Ocob6ennoctu pedepupoBanus uHbopmauu, crenrudpuka oGOpPMICHHUS U COCTABICHUS
aHHOTAITUH, pedepaToB, 0030pOB, JOKIAIOB
OcHOBBI HaNIMCaHMsI pedyel U JOKJIaJ0B PYKOBOIUTENS
Kareropun cmymareneit (uutateneii), Ha KOTOpbIX OyA€T pacCUUTaH JaHHBIA 0030p,
JOKJIaJ
Metoasl 00paboTku wWHPOPMANMKM C TPUMEHEHHEM COBPEMEHHBIX TEXHUYECKHUX
CPEJICTB KOMMYHUKAIIMIA U CBSI3H, BRIYHCIUTEIIEHOW TEXHUKU
Crpykrypa nHOOPMAIIMOHHBIX M3JIaHUH B 3aBUCUMOCTH OT XapakTepa WHPOPMAIUU H
IIEJICBOT0 Ha3HAYCHUS HH(POPMAITHOHHBIX U3TaHHH
CoBpeMeHHbIe cpecTBa coopa, 00paboTKH, cucTeMaTru3auy HHHopMaIu
HUctounnkn wHbDOpMamuMM: KaTajgorn OWOIHOTEK, >KypHAJIOB, TOMCKOBBIC CHCTEMBI
MH(OPMALIMOHHO-TEIEKOMMYHHUKAIIMOHHON ceTH «HTepHeT», SJIeKTpOHHbIE 0a3bl
JTAHHBIX
OyHKIIMOHATBPHOE Ha3HaueHue ob3opa (Ombmmorpaduueckoro, pedepaTuBHOTO,
AQHAJIUTUYECKOT0) KaK CpEICTBAa OpPUEHTAIMM 4YHUTaTels B JIOKYMEHTaJIbHOM WJIU
WH(POPMAITMOHHOM TIOTOKE
Oco6eHHOCTH 00IICHAYYHOM M MparMaTHIecKoi GyHKIIMH 0030pOB
[IpaBuna paboThl ¢ BHEIIHUMU HOCUTEISIMU HHPOPMALIUH
[Tonatue m cnemudpurka OubaMOTpaduueckoro, peepaTuBHOTO M AHAIUTHYECKOTO
MH(OPMALMOHHOTO U3IaHUS
CripaBouHbI€ PABOBBIE CUCTEMBI

HApyrue -
XapPaKTCPUCTUKHU

3.4.3. TpynoBasi pyHkuusi

OpraHHSaHI/IH JCJIOBBIX KOHTAKTOB N YpOBeHL
HaumeHoBaHue | 1150 10K0IBHBIX MEPOLIPUATHIA Koz D/03.6 (mozyposetr) 6
KBaNTU(UKAITHN
IIpoucxoxaenue 3anMCTBOBAHO U3
P A Opurunan X
TPYIOBOH () yHKIIHH OpHTHHAJa
Kon PerucrpanuonHsslii Homep
OpHTHHAJa PO eCCHOHATBHOTO
CTaHmapTa
pr,Z[OBBIC OpTaHI/I3aL[I/I${ U IIaHUPOBAHUC JCIIOBBIX KOHTAKTOB, BCTPCY U NOC3I0K PYKOBOJUTCIIA

IloaroroBka MaTCpruajioB I COBCIJ.IB.HHIZ, BCACHUC U O(bOpMJ'IeHI/Ie IMPOTOKOJIOB

JIeNCTBUS OpTaHI/I3aHI/I${ 3aCeHaHHf/'I, COBeIIaHul 1 Meponpmm/[ﬁ, MMPOBOANMBIX PYKOBOAUTCIIEM ‘
IloaroroBka HpeBCHTaHHf/'I IO YKa3aHHUIO PYKOBOJUTCIIA ‘



Heob6xoaumeie
YMEHHUS

Heo0xoaumeie
3HAHUA

HApyrue
XapPaKTCPUCTUKHU
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[ToaroToBka u mpoBenieHHE Mpecc-KOH(epeHIni pyKOBOANUTEIS

Opranm3anus  TNEpPEeroBOpoB, OOECIEYEHHWE  YYACTHUKOB  HMH(POPMAIIOHHBIMHU
MaTepuajaMu, BEICHUE 3allUCEN IepEroBOpoB

CocTaBisTh IJ1aH NOE3IKU PYKOBOAUTES

OdopmMiATh JTOKYMEHTHI, HEOOXOAWMBIE Uil JIEJOBOW TMOE3IKH, KOMAaHIMPOBKH
PYKOBOIUTEIS

CocraBnsaTh u 0(GOPMIIATH TPOTOKOJIBI COBEIIAHWN, 3acelaHUuil M KOH(EPEHTHBIX
MEpOTIPUATHI, TOTOBUTH CIMCOK YYaCTHUKOB, IOBECTKY [HS, SBOYHBIE JIMCTHI U
IIPOEKTHI UTOTOBbIX JOKYMEHTOB

CocTaBisTh npecc-penusbl

Bectu neperoBopsl ¢ napTHepamu

Paborath B pexrMe MHOI033/1a4HOCTH

Pa6orate ¢ 60b11MM 00BEMOM HH(OPMALIUN

Co3znaBaTh ¥ MOJ/IEP)KUBATH MOJIOKUTEIBHBIM UMUK OpraHU3allMi U pyKOBOIUTENS
Hcnonb30BaTh BBIYUCIUTENBHYI0 TEXHUKY W HH(POPMAMOHHO-KOMMYHHKAIIMOHHbBIE
TEXHOJOTMM  JAis  Oojiee  HKOHOMHUYHOM W pallMOHaJIbHONM  OpraHu3anuu
MH(OPMAaIIMOHHBIX MPOLIECCOB, MOBBIIIEHUS X THOKOCTU U IUHAMUYHOCTU
ObecneunBaTh HHGOPMATMOHHYIO O€30MTACHOCTh OPraHU3alun

HopmatuBHble  mpaBOBbIE  aKThl,  HOPMAaTUBHO-METOJUYECKHE  JOKYMEHTHI,
rocy/apCTBEHHbIE CTAHIAPThI B cepe NesTEIbHOCTH OpraHU3alun

CrpykTypa oOpraHuzaiuv, pPYKOBOASIIMKA COCTAaB OPraHU3alli M MOJPa3JIeICHU,
HampaBJIeHUs  JESITEIbHOCTH  OpPraHu3allud U KOMIETEHIMH  CTPYKTYPHBIX
MOApa3/IeIeHUH U TOJKHOCTHBIX JIMII

IIcuxonorus nenoBoro oOIIEHNs, OCHOBbI KOH(INKTOJIOTHU

[IpaBuna npoBeeHUs AETOBBIX IEPETOBOPOB U MPOTOKOIbHBIX MEPONPUATHI

OTHKET U OCHOBBI MEKIYHAPOTHOTO IIPOKOJIA

[IpaBuna cocraBiaeHus U 0(pOPMIIEHUS TOKYMEHTOB

[IpaBusa 3amuThl KOHGUACHITMATLHOM CITy>)keOHON nHpOpMaIuu
WNHpopManiMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH

3.4.4. TpynoBasi pyHkius

HanmenoBanue

Opranu3zanus UCTIOJTHEHUS PELLICHUN Yposenb
PYKOBOIMTEIIS Kon D/04.6 (moypoBeHs) 6
KBaNTU(UKAITN

IIpoucxoxnenue
TPYAOBOH (pyHKIMU

Tpynoseie
JNEUCTBUA

Heo0xoanumeie
yYMEHUS

3anMCTBOBAHO U3
OpurnHan X

OpHUrHHAIIA
Kon PerucrpanuonHsslii Homep
OpHUrMHaIa npodecCrHOHaTHFHOTO
CTaHIapTa

JloKkyMeHTaJlbHOE O(OpPMIICHHE pELIEHUH PYKOBOAWTEINS, JIOBEJIEHHE 0 CBEICHHS
paOOTHHUKOB OpPraHU3aIMH YCTHBIX PACIIOPSKEHUN PYKOBOIUTEIS

KoopauHanus 1esTenbHOCTH 0 UCTIOJHEHHIO PEIIEHUH PYKOBOAUTENS

KoHTposb ucnonHenns peleHnii pyKoBOIUTEIS

[ToaroToBKa OTYETOB O BHINOJHEHUH TOPYUYEHUHN U PELIEHUH PYKOBOIUTENS
CoctaBnsaTh U OQOPMIIATH JOKYMEHTHI, COJEpKalllie MOPYYEHHUS M PacCIOpsHKEHHS
PYKOBOJUTEIIS
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Bectu yder nopydeHuii pykoBOIUTENs, TPEOYIOIIUX KOHTPOJIS MO CYIIECTBY PELICHUs
BOIIpoCca

[IpuHuMaTh penieHus B mpouecce padoTsl

[Tpon3BOANTH aHAIHM3 UCTIOTHUTEIBCKON TUCITUILTHHBI

CocCTaBnsTh aHAIMTUYECKUE OTYETHI M CIPABKH IO pe3ylbTaTaM HCIIOJHEHHS
IIOPYYEHUH U PACTIOPSKEHUN PYKOBOIUTEIS

[Tonp30BaThCs CUCTEMaMU 3JIEKTPOHHOTO JOKYMEHTO000pOTa

[IpuMeHsATh BBIYUCIUTENBHYI0 TEXHHUKY H HH()OPMAIMOHHO-KOMMYHHUKAIIHOHHBIC
TEXHOJIOTUH Il SKOHOMHYHOW M PAalMOHAIBHOW OpraHu3aliu HH(POPMAITMOHHBIX
MIPOIIECCOB, MOBBIIICHUS X THOKOCTH M JMHAMUYHOCTH

O6ecnieunBaTh 0€30MACHOCTD ACATEIHLHOCTH OPraHU3aIlun

HGO6XOI[I/IMBIC HOpMaTI/IBHI)IC IpaBOBLIC aKThI, HOPMAaTHUBHO-MCTOANYCCKUC JOKYMCHTBI,
3HaHUA TOCYAapCTBCHHBIC CTAHAAPTHI B cq)epe ACATCIIBHOCTU OpTraHrU3alln

CrpykTypa opraHu3aluu, pyKOBOJICTBO CTPYKTYpPHBIX HOJpa3ieiieHUil, HanpaBIeHUS
NESITeIbHOCTH OpPraHM3allud M KOMIIETEHIIMM CTPYKTYPHBIX TOJpa3feleHuil u
JOJIKHOCTHBIX JIUIT

[IpaBuna nmpoBeieHUs1 KOHTPOJISL UCHIOJTHEHUS MOPYYEHUN PYKOBOAUTENS

TexHosorus BeieHUs: KOHTPOJIS UCMIOJHEHUSI OPYUYEHHU I PyKOBOIUTEINS

CucTteMbl 3J1eKTPOHHOTO JOKYMEHTO0000pOoTa, 6a3bl JAHHBIX

TpebGoBaHus oxpaHbl TpyAa

HApyrue -
XapaKTCPUCTUKHU

IV. CBenennsi 00 opranusanusx — pa3padoryukax npogecCuOHAJIBLHOI0 CTAHIAPTA

4.1. OTBeTCTBEHHAS] OPraHU3aANUA-PA3PAOOTUNK

HIT «HarnmonanwsHas accoruaiius o(hUCHBIX CIICIIMATMCTOB U aIMUHUCTPATUBHBIX pAOOTHHKOBY, TOPOJ
MOoOCKBEI

Hupektop XmtocHena Jlrogmuiia [letpoBHa

4.2. HamMeHOBaHUS OpPraHu3aluii-pa3padoTUNKOB

00O «llenTp 3KCHEPTU3BI U CEPTHPHUKALIKY, TOPOT MoCKBa

OI'BOY BO «Poccuiickuii rocy1apcTBEHHbI TYMAHUTAPHBINA YHUBEPCUTET», Fopod MockBa

OI'BIIOY «Komnemx MU Poccuny, ropoa Mocksa

AW N

ITAO «MockoBckas O6’beI[I/IHeHHa${ QHCPICTUYCCKAA KOMIIAHUA», T'OPOJ MockBa

1 O6mepoccuiickuii k1accuGUKaTop 3aHATHIA.

2 O6wepoccuiickuil Knaccu(GUKaTop BUAOB 3KOHOMHYECKOH €ATENbHOCTH.

% O6wepoccuiickuil knaccuduxatop npodeccuii pabodux, JOIKHOCTEN CIyKalMX U TapU(HBIX Pa3psIOB.
4 EquHbIi KBAJTN(UKAIIMOHHBIN CIIPABOYHHK JTOJDKHOCTEH PYKOBOIUTENEH, CIICIMAIICTOB U CIIYKAIINX .

® O6uepoccuiickuil knaccuukaTop coenuanbHoCTel 10 06pa30BaHHIO.




