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MunucrepersoM roctuumn Poccmiickoit @enepanun 2 utons 2015 r., perucTpalldOHHEIR
Ne 37509).

Munnctp %f’# A.O. Kotsxos
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OpraHn3alioHHOE H JOKYMEHTAIMOHHOE 00eCeueHue yIpaBIeHUs 07.002
OpTraHM3aIUsIMH JIFOObIX OPraHU3AIMOHHO-TIPABOBBIX (hopM i
(HauMeHOBaHue BU/A NPO(hECCHOHATBHO# AeATENbHOCTH) Kon

OcHOBHas IleNb BUAA HpO(beCCIfIOHaJIBHOﬁ ACATCIIBHOCTH

Peaymmzanns obecneunBaomux GYHKUMIA YIIpaBieHus opraHU3aliel; BHEAPSHHE JIydIINX
TEXHHIECKHX pa3palOTOK U HOBEMIIMX TEXHOMOTH B obecrieueHne yIpaBIeHu!s opraHusanuei

I'pynna 3ansTuit:
3343 A/IMUHHCTPATHBHBII U HHOMH 4120 ‘ Cexkpetapu (o6mero npothms)
HCTIOTHATEBHBIH!
CpeiHeTeXHUYECKHit ITepcoHa |
4226 Cryxamue B IpreMHOI (0011ero - L
npoGmIs)

(xox OK3Y) (HaMMeHOBAHHUE) (xox OK3) (HAUMEHOBAHHKE)
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OTHeceHHE K BAaM SKOHOMHYECKOM eATEIIbHOCTH:

82.11 JledaTensHOCTE aIMUHACTPATUBHO-X035CTBEHHAS KOMIUIEKCHAS 10 00ECIIEYeHHIO
paboThI OpraHu3aIyy
82.30 JlesTeNnpHOCTD 10 OpraHu3aliy KOH(epeHIWI H BEICTaBOK

(xox OKBI/J1?)

(HaMMeHOBaHHe BHJa SIKOHOMHYECKON NeATENEHOCTH)
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II. Onucanne TpyaoBbIX PpyHKIHIA, BXOASIIAX B NpodeccHOHAIbHBIH cTanaapT (pyHKNHOHANLHAS KapTa BUAA

npodgeccHoHAILHOI e TeJILHOCTH)

OG6001eHHEIE TPYAOBBIC HYHKIIUH TpynoBeie hyHKIHH
YpOBEHb
KO HalMEHOBaHHE YPOBCHD HauMEHOBaHHUE KOZ (monypoBeHB)
KBaHpUKauu
kBaUKaIHu
A | OpraHu3alroHHOE 3 Iprem u pacnpezneneHue Teae(OHHEIX 3BOHKOB OpraHH3aliu A/01.3 3
obecreyeHue IeATEIHEHOCTH Opranuzanus paboTEl ¢ IOCETUTESIMU OpraHu3alui A/02.3 3
OpraHusanuu Berinonsenne KOOpAHHUPYIOLUIHX B obecednBalomuX GpyHKmit A/03.3 3
B | JloxymeHTanuoHHOE 5 Opraun3anust paboTHL C JOKYMEHTaMH B/01.5 5
obecreueHne IeaTeIbHOCTH Opraau3anys TeKyIero XpaHeHHs JOKYMEHTOB B/02.5 5
OpraHu3aIuu Oprannzanust 06paboTKH Al I MOCIIeAYIOIEr0 XpaHECH S B/03.5 5
C | OpraHu3anuoHHOE, 6 OxazaHue TOMOLIY PYKOBOJHUTENIO B INTaHUPOBaHUU pabodero C/01.6 6
JIOKyMEHTallMOHHOE U BpeMEHH
HHPOPMAHOHHOE TInanupoBanme pabodero JHS ceKpeTaps C/02.6 6
obecnieyeHUEe AeSTETBHOCTH Opranmzanus Teae(OHHBIX IEPETOBOPOB PYKOBOIUTENS C/03.6 6
PYKOBOJHUTEIA OpraHu3aluu Opranun3aiys KOMaHIUPOBOK PYKOBOJHUTEIA C/04.6 6
Opranuszanus paGoTsl ¢ HOCETUTEIISIMU B IIpHeMHOI pykoBoautens | C/05.6 6
OpraHu3anus MOATOTOBKY, IIPOBEACHHUS U 00CITy>KHBaHUA C/06.6 6
KOH()epEeHTHBIX MEePOIPHATHH
OpraHuzanys HCIOMHEHHS PELIEHHUH, OCYIIECTBICHUE KOHTPOIS C/07.6 6
HCIIOJTHEHUS IOPYYEHUH PYKOBOIUTEILL
Opranu3anus u noaaepxkanue GyHKIHOHAIFHOTO pabodero C/08.6 6
MPOCTPaHCTBa IPHEMHON B KaOHHETa PyKOBOJAUTEIN
Pa3pabGoTKa JIOKAIBHEIX HOPMAaTHBHEIX aKTOB, periaMeHTHpytomux | C/09.6 6
paboTy cexperaps
Cocrapnenue U opopMIIeHHE YIPaBICHIECKOH JOKYMEHTalluN C/10.6 6
Opranuzauus paboTsI ¢ JOKYMEHTaMH B ipueMHo# pykoomurens | C/11.6 6
Oprasun3anus XxpaHeH!s JOKYMEHTOB B IPAEMHON PYKOBOJMTENA C/12.6 6
Obecneyenne pykoBoauTens HHbopMaLueit C/13.6 6
Opranusauns #HPOPMALHOHHOTO B3aUMOAeHCTBIA pykoBoqutens | C/14.6 6
€ moipa3/ieJIeHAsIMH H JOJDKHOCTHBIMH JIMIIAMH OPraHH3alul
D | UndopManuoHHO- 6 dopmupoBaHre HHGOPMAITHOHHOTO B3aUMOJEHCTBHSA D/01.6 6

AHAJTMTHYCCKAs U

PYKOBOOUTEIIS C OpraHu3alusIMH
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OpraHU3aIMOHHO- Amnanu3s uHGOpPMaNKU U HOATOTOBKA HHGOPMAIIHOHHO- D/02.6 6
aJIMHUHHCTPAaTHBHAS AQHATMTHYECKUX MaTepHAIOB

MOJIACPIKKA OEATCIBEHOCTH Opraiu3zanysi JeI0BbIX KOHTAKTOB H IPOTOKOJBHEIX Meponpusatuii | D/03.6 6
PYKOBOJUTEIA OPraHU3aUH Oprasu3anysi HCIOJIHEHHAS PEIICHUH PYKOBOIUTENS D/04.6 6
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III. XapakTepHcTHKa 0600IeHHBIX TPYAOBBIX PyHKIMIT

3.1. O6o6mennas TpyAoBasa QyHKIHA

| OpranuzanuoHHOe ofecneuenue VposeHs
Haumenosanue | . Kon A 3

| JIeITeIbHOCTH OpTraHu3aliu | kBanupuxaun
Hpoucxoumneﬂue 00001IEHHON Opuruman X 3auMCTBOBAHO H3
TpyROBO#t QyHKLMK OpHrHHaja

Kon PeructpauoHHbI# HOMep
OpHIHHAJIA npogeccHoHaIbHOro
CcTaHaapTa

BozMo>xHbIE CexpeTapb-aIMUHHCTPATOP
HaUMEHOBaHHS
IOIDKHOCTEH,
npodeccuii
TpeboBanus k Cpennee obmee obpazoBaHHe
00pa3oBaHUIO U Ipodeccuonansroe 06y4eHHe — MporpaMMEI IpodecCHOHATEHOM HOATOTOBKU
00y4eHHIo 0 JOJDKHOCTAM CIIYXaIlKX, POrpaMMBI NIEPENOATOTOBKH CIIY)KallHX,

NporpaMMBI HOBHINICHHs KBATH(UKAINH CIY)KaIHX
TpeboBanus k -
OIEITY
NIPaKTHYECKOH
paboTsl
Oco6sie ycnosus -
Jiomycka K paborte

Hpyrue -

XapaKTCpUCTHKH

JlononHATEIBHEIE XapaKTEePUCTHKA

HanmeHoBaHHe 6a30BO# TPYNIBL, JOJDKHOCTH
HanmeHoBanune qoxyMeHTa Kon
(mpodeccun) nim CHENHATBHOCTH
OK3 4226 Ciyxamue B mpueMHO# (o6mero npoduis)
OKIIJTP? 26353 | Cexperapb-MalIHHUCTKA

3.1.1. TpynoBas ¢pyHKnus

ITpuem u pacnpepenenne TeneOHHBIX Yposenr
HanMeHoBaHHE | qporrcon OpraHA3aIHn Koa | A/01.3 (noxypoBeHs) 3
KBATHHKAHAH
Ipou 3auMCTBOBaHO
POHCXOXKICHHE Opwrusan X auM
TpynoBoi GpyHKLUH W3 OpUrMHANA
Kop opurunana  PernctpaudoHHBIi HOMEp
npogecCHOHANBHOrO
CTaHaapTa
; Tpynoesie IlepeHanpasnenne Tene(OHALIX 3BOHKOB PYKOBOACTBY M  COTDYXHHKAM |
| meHCTBHS OpraHHU3aluA ]
L Perucrpaiys noctynalomux TeneOHHBIX 3BOHKOB i
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Ilonyuyenune HeoOxomumod wuHpOpMamMM © nepefada CaHKIHOHHPOBAHHOM
HH(OPMAIHMH TI0 TenedoHy
Heobxonumeie Hcnonp3oBaTh TEXHHYECKME M IIPOTPaMMHBIE CPEICTBA I NpOBEICHHS
YMEHHUs TOIIOCOBOM MM BUIe0-KOH(EPEHI-CBSI3H
HMcnonp3oBaTe cpeAcTBa KOMMYHHKAIHOHHOM OPITEXHHMKH MUIA HOJNyYEHHS H
nepeagn HpOpMaIum
Bectn  ydeTHEle permcTpanMoHHBIE  (JOPMBI, HCIONB30BaTh HMX  JUIL
uH(DOPMAIIHOHHOM paboTHI
VcTanapnuBaTh KOHTAKT ¢ cOGECEqHIKOM, MOIEPKHUBATh H PA3BHBATh JIETIOBYIO
6ecely B mponecce Tene()OHHBIX IIEPETOBOPOB
CrnaxmBaTh KOHQIHKTHEIE H  CIOXKHBIE CHTYallHH MEXIMIHOCTHOIO
B3aHMOJICHCTBHSA
% Cobmonath ci1yXeOHBIH STUKET
| Heobxonmumeie DyHKIMH, 3312494, CTPYKTYpa OpraHH3alliH, ee CBA3H
3HAHHA IpaBuna B3auMoneHCTBHA C IApTHEpaMH, KJIMEHTaMH, CPEACTBAMH MAaccOBOH
AHGOpManH
OTHKa eI0BOro o0meH s
I1paBuna peyeBoro sTukeTa
TpeboBaHMA OXpaHBI TpyJa
IlpaBuia 3amuTH KOHPHAECHIHAIBHON ciTyXeOHOH HHpOpMaIHH
Apyrue -
XapaKTepPHCTHKH

3.1.2. Tpynosas ¢pynxuus

Opramn3amnus paboTs ¢ HOCETHTEILIMA VposeHs
HaumenoBanue OpraHM3aIMH Kon | A/02.3 (noxypoBeHs) 3
KBamupuKaumu
o | Op X e |
Kon Peructpauponnsiii Homep
OpHIHHaNa npodecCHOHANBHOTO
CTaHaapTa
Tpynossie | BcTpeua mocerureneii, monyueHue NepBHYHON HMHGOpMANMH O MOCETHTENIX M
JeHCTBHSA MIOMOIIb B OpraHU3alliy UX [pHEMa PYKOBOJHUTENEM H COTPYAHHKAMHU
| Benenue xyprana 3amucu noceTuTenei
| Vuer mocetuteneit 1 opopMIleHHE IPOMYCKOB
| ComelicTBHE ONEpPAaTUBHOMY PAacCMOTPEHHIO MNpockd M IpeanoxeHmi
| mocerHTeei i ‘
[IpueM u mepenadya XOKYMEHTOB HOCETHTeNeH PYKOBOACTBY M COTDYIHHKAM |
OpraHu3anyu
Opranu3aiys 2 6poHHpPOBaHHE NEPETOBOPHEIX KOMHAT
CepBupoBka 1aifHoro (kogeiHoro) croina B opuce
TpuroToeeHne HAIMTKOB (Yaii, Kode, IpoXJIaAuTeNHHBIC HATTHTKHA)
Heobxomumbie OOmATECs ¢ MOCETHTESMH
yMeHHS Hcnons30BaTh yCTaHOBJIEHHBIE NPAaBAJIA M MPONENYPhl KOMMYHHKAIHH BHYTPH
opraHu3anyu
Bectr yuerHbie (pOpMEI, HCHIONB30BaTh HX AN paboTH
Co3znaBaTh NONOXKHUTENbHBIN UMUK OpraHH3aluy
IIprHAMATH Mephl IO Pa3pelieHHI0 KOHGIMKTHBIX CATYalHi
IMpumeHsTH HHEPOPMALMOHHO-KOMMYHHKAIIMOHHEIC TEXHOJIOTHH
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ObecneanBaTh KOHPUAECHIHAILHOCTE HHQOpPMaIMH

I
|

Heobxoaumeie
3HAHHSA

IIpaBuia opraHu3aliiu NpHeMa OCETHTeIeH

ITpaBuma aenoBoro o6meHus

CTpyKTypa OpraHM3aliMM H pacrpercneHue (YHKUHR MeXAY CTPYKTYPHBIMH
MOApPA3/IeNICHASIMH ¥ CIELHAIUCTaMH

Ipaguia OpraHU3aIuK IPUEMOB B ouce

ITpaBuna cepBUPOBKY YaifHoro (kodeiHoro) ctona

Hpaggma IIPATOTOBJICHHS U ITOJaYH I'OPAYNAX HAIIUTKOB U 3dKYCOK K HUM

OTHKA JEIOBOro OOMEHU

Hpannna PE€YEBOTO 3STUKETA

TpeGopaHus oxpaHHl Tpyza

ITpaBuia 3amUTE KOHGUIEHINAIBHOM cIyXeOHo# nHpopManuu

Jpyrue

XapaKTEPUCTHKH

3.1.3. Tpynopas dpyHKmus

BrInoTHeHHE KOOPIMHUPYIOIUX A YposeHb
HaumeHoBanune 06ecTIedHBAIOMIX (yHKLHI Kox | A/03.3 (noaypoBeHs) 3
KBaH(pUKaLUn
I'Iponcxou)xnenue f Opuruman X 3auMCTBOBaHO "
TPYAOBO#H pyHKIMH ‘ 13 OpUrMHana |
Kon Peructpaunontsiit HOMep
OpuruHana NpodeCCHOHANBHOrO
CTaHAapTa
Tpynosrie Benenue xypHana pa3pe3ioB pabOTHUKOB OpraHU3aIAH
JeHCTBHSA Koopauuanus paGoTel KypeepoB ¥ BOAWTENeH OpraHA3aiy
Benenue xypHana pa3be3goB KyphepOB OpraHH3al[iH H MapoIpyTOB BOJUTEJIEH
CocTtaBneHHe cHpaBKM O pa3be3fiax pabOTHHKOB, KypbepoB H MapHIpyTax
BOJHUTEJIEH OpraHH3alul
Heobxonumbie CocCTaBJIATh U BECTU YUETHBIE TOKYMEHTHI
yMEHHUS IIpuMensTh cpeacTBa KOMMYHHKALIUH JUIS IIepeladd NOPYICHHH PyKOBOAMTENA H
COTPYAHUKOB OpraHM3alHH
ITpuMeHAITH cOBpeMEHHbIE CpelicTBA cbopa, 06paboTkH M NepeAaul HHPOpMaLHH
O1neHuBaTh pe3ybTaThl B paMKaX NOCTaBJIeHHBIX 3a/1a4
OcymecTBIsITh KOHTPOJIb HCTIONHEHHUS NOPYYEeHHUH PYKOBOOMTEIA COTPYAHMKAMH
Heobxoxumele IIpaBuna peueBoro aTHKeTa
3HaHUA OTHKa 1eTI0BOro 0OLIeHHS
TpeboBaHuA oxpaHs! TpyzAa
ITpaBuna 3a1uTE KOHGHUASHIHAIBHOHN ciTy)keOHOM HHpOpMaHU
CrpykTypa opraHu3anuu u pacmpeleiieHue (YHKIHH MEXIY CTPYKTYPHBIMH
ToApa3/IeNICHHAMH U CIIEIHAINCTaMH
Apyrue -

. XapaKTCpUCTHKH




3.2. O606mennas Tpyaopas GyHKIuUS

HanMeHopanHe JlokymeHTanoHHOE obecneueHne Kox B Ypogens 5 |
HeATENBHOCTH OpraHmsagu = KBATHQHKALHH ‘
Hponcxomfnue 3auMCTBOBaHO U3
06061eHHOMH TPy HOBOH Opurunan X
FA— OpHUrHHaja
Koz PeructpauroHHslii HoMep
OpHTHHala npogeccHOHaTLHOTO
cTaHjapTa
Bo3mosxknbe Jenonpon3BoauTens
HaWMEHOBaHHS
IOJDKHOCTEH,
npodeccuit
TpeGoBanus K Cpenree npodeccroHaIBHOE 00pa3oBaHuE — IPOrPaMMEI ITOATOTOBKU
06pa3zoBaHHIO H CHEHATUCTOR CPETHEr0 3BEHA
00y4eHHIO WA

Cpensee npodeccuonaabHoe 00pazoBanne (HenmpoduIbHOE) — MIPOrpaMMBI
HOATOTOBKH CIIELUAIMCTOB CPEAHErO 3BeHA H JOTIOTHHUTEILHOS
npodeccrHoHamEHOE 06pa3oBaHUe 1O JONOTHATEIEHBIM
npodhecCHOHANBHBIM NporpaMMaM IpodecCHOHANBHOM MEPETIOATOTOBKH 110
OpOGHITIO IeSTEIBHOCTH

TpeboBaHus K OIBITY -
TIpaKTHIeCKOM paboTH
Oco0sle yenoBus -
Jiomycka K pabote
Apyrue -
XapaKTePHCTHKA

JlomoHUTEBHBIE XapaKTePUCTHKH

HaumeHnoBanue 6a30B0ii IpymIIbl, JODKHOCTH
HaumenoBanme JOKyMeHTa Kox
(podeccrn) WK CHENUATEHOCTH
OK3 4120 Cexperapu (06mero mpodusis)
EKC* - Jenonponspogutens
OKIIATP 21299 JlenonpousBoauTes
OKCO® 7.46.02.01 | JokymeHTanuoHHOE obecneueHre yNpaBIeHUs i
apXUBOBEJICHHE
3.2.1. TpyaoBas dyHkmus
Oprasuzamnust paboTH ¢ JOKyMEHTaMH Yposens
HaumeHoBanHe Kon B/01.5 (moyposeHs) 5
KBanUHUKaLMH
IponcxoxaeHne Opurmnan X 3aUMCTBOBAHO H3
TPYHOBOI PYHKLUH OpHrUHaNa
Kon PeructpaunoHHs1ii HOMEp
OpHTHHAA npodeccHOHANEHOro

CTaHJapTa



Tpynosrie
neicTBUs

Ipuem 1 nepBuuHas 06paboTKa BXOMAMNX JOKYMEHTOB

IpenBapuTenbHOE pacCMOTPEHHE M COPTHPOBKA JOKYMEHTOB HA PETHCTPUpYEMbIe
H HEPETHCTPHPYEMBIE

Iloarororka BXOASAIIMX HJOKYMEHTOB I paCCMOTPEHHS PYKOBOOMTEIICM

Perncrpanus BXOAAIIMX JOKYMEHTOB

Oprannaaum JOCTAaBKH JOKYMCHTOB HCIIOJIHUTCIIM

Benenue Ga3bl JAHHBIX JOKYMEHTOB OpPraHU3aluy

Benenne nHGoOpMalHOHHO-CPABOYHOMH PabOTHI

O6paboTKa H OTNpaBKa HCXOAAMMX NOKYMEHTOB

Opranm3anusd paGoTHl MO pPETHCTpaNWH, YYCTy, XpaHCHHI0 H Iepefade B
COOTBETCTBYIOIHE CTPYKTYPHEIE HOApAa3felieHHs JOKYMEHTOB TEKYIIEro
JIeTIOTIPOM3BOJICTBA

KoHTpoJIb UCNOJHEHNs ZOKYMEHTOB B OpraHA3aIluK

Heo6xonumeie
YMEHHS

PaGorars cO Bcell COBOKYNHOCTHIO HMH(GOPMAMOHHO-JOKYMECHTAMOHHBIX
PecypcoB OpraHH3aluH

Iloms3oBathcsa Gazamu JAHHBIX, B TOM YHACJIC YAAJICHHO

Ilonb3oBaTbes CIIpaBOYHO-IIPABOBLIMH CHCTEMAaMH

TMons30BaThCs aBTOMATH3HPOBAHHBIME CHCTEMAMH y4€Ta, pErHCTPAIHH, KOHTPOJIS
H HHPOPMAIMOHHO-CIIPABOTHEIMM CHCTEMaMH IIpH paboTe ¢ JOKyMEHTaMH
OpraHU3alLyH

INpumeHsTs COBpeMeHHBIE HH(OPMALHOHHO-KOMMYHHKAIHOHHBIE TEXHONOTHA
U paGoThl ¢ JOKYMEHTAMH, B TOM YHCJIE I €€ ONTHMH3AUMA W [OBHILICHHAS
a¢pdexTHBHOCTH

IIpumensTh MpaBuIa pycckoro s3blka

HPMMCHSITB HaBBIKM CKOPOCTHOI'O MACbEMA

Heo6xomumeie
3HaAHHUA

HOpMaTI/IBHBIe [IpaBOBbIC aKTBI U HOPMATHBHO-MCTOAHWYCCKHE JOKYMCHTHI,
OIIPEACTIAIOMHNE MOPSATOK JOKYMEHTATHOHHOT'O obecreueHN YIOpaBICHU

CTpykTypa OpraHH3aliH, PyKOBOJACTBO CTPYKTYPHBIX IofpasieneHuit

CoBpeMeHHbIe HHPOPMALMOHHbIE TEXHOJIOTHH PaboThI ¢ JOKYMEHTaMH

ITopsmok paboTEI ¢ JOKYMEHTaMH

CxeMEBI JOKYMEHT0000pOTa

CucreMbl CKOPOCTHOTO IHCHMa

HpaBma paGOTLI C BXOOAIUMH, HCXOOAMIMMHU U BHYTPEHHUMH TOKYMEHTaMH

HpaBHJIa OpraHH3aluu u (bOpMI:I KOHTPOJIA HCIIOJIHEHHA JOOKYMEHTOB B
OpraHu3anuu

Tunosrie CPOKH HCIIOJIHEHUA NTOKYMCHTOB

ITpuanuns: paboTh CO CPOKOBOM KapTOTEKOH

HaznayeHue B TeXHOIOTHS TEKYIIEero H NpeaynpeIuTeNnbHOT0 KOHTPOIs
IlpaBuna COCTAaBIEHMS AHANMTHYSCKHX CIPABOK [0 OPraHU3alMH paboTHl ¢
JOKYMEHTAMH M KOHTPOJIO MCHOJIHEHHUS JOKYMEHTOB

HpaBHJIa JOKYMCHTallMOHHOI'O obecrieyeHus qeITeIbHOCTH OpraHu3anuu

BHI[BI JOKYMEHTOB, HX Ha3Ha4YCHHNE

TpeGoBaaus, NpeabsABASEMEIC K JOKYMCHTAM B COOTBETCTBHH C HOPMATHBHEIMH
TIPaBOBBIMH aKTaMH M TOCYAapCTBEHHBIMH CTaHAAapTaMA

[IpaBuna cocraBieHus M odopMICHHS  HH(POPMAIMOHHO-CIPABOYHEIX,
OpraHH3AIMOHHBIX, YIIPaBICHYECKHX IOKYMEHTOB

' TlpaBuna co3gaHusd ®W BedeHHS 6a3 MaHHBIX CIY)XEOHBIX JOKYMEHTOB B
OpraHH3aIUH

CHCTEMBL 3JICKTPOHHOI'O IIOKyMCHTOO60pOTa

HpaBpma H CPOKH OTIIpABKH HCXOIAIINX JOKYMEHTOB

TpebGoBaBHs OXpaHE! TPyJa
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Hpyrue

XapPaKTCPHCTHKH

3.2.2. Tpynosas pyHxkumas

HaumenoBanune

OpraHH3aIIPISI TEKYIICTO XpaHCHUA YpoBeHb
IOKYMEHTOB Kon B/02.5 (noaypogeHs) 5

KBaNHHKALH

Ilpoucxoxnexnune
TpynoBoii GpyHKIUM

OpwuruHan

X 3auMCTBOBaHO
U3 OpUrHHaNa

Kon PeructpauvoHHsi#t HoMep
OpurHHaia npodeccuoHansHOrO
cranjapra

prz:om;le
JeHCTBHA

Pa3paboTka HOMeHKIIATYPH! A€ OpTaHu3alHuH

ITpoBepka HpaBIIBHOCTH OGOPMIICHHS JOKYMEHTOB M OTMETKH 00 MX HCIOJIHEHHH
nepe uX (GOpPMApOBaHAEM B JIEJIO U HOCTIEAYIOIWEro XpaHeHus

(I)OpMyJ]I/IPOBaHHe 3aroJIOBKOB JI€JI H OLIPEACICHUC CPOKOB UX XPaHCHU

DopMHpOBaHHE JIEN

KOHTpOJIb NPAaBMJIIBHOTO H CBOCBPEMECHHOI'O pacIpeAcNeHHs W NOAIIHABKA
JOKYMCHTOB B J€J1a

HeobxoauMeie
yMeHus

OpraHn30BEIBaTE paboTy MO YUYETY, XpaHCHHIO H Iepedade B COOTBETCTBYIOIIHE
CTPYKTYPHBIE MOApa3/IeeHAs JOKYMEHTOB TEKYILEro JIeONpPOH3BOACTBA

OcymecTBIAT, METOnHIECKOe PYKOBOACTBO JENONPON3BOACTBOM B OPraHU3alHH,
KOHTPOJIMPOBATE NpaBHIbHOE (OPMHpPOBAaHHE, XpaHEHHE U C/1auy A€l B apXUB

PaspabatpIBaTh HOMEHKJIATYPY JeJ CTPYKTYPHOTO HOApa3AesieHus

Vconb30BaTh HOMEHKNATYPY A€l NpPH H3YYCHHH CTPYKTYPHl OpTraHH3alluH,
COCTaBJICHUH OMMCell aen

OpraHu30BHIBaTE paboTy 110 GOPMHUPOBAHHIO J1eJ1 B COOTBETCTBHH C yTBEPKIEHHOM
HOMEHKJIATYPOH NeN1 OpraHu3alHu

©®opMHpOBATE IOKYMEHTHI B Jie/1a C YUETOM HX CIeLH(PUKH

CHCTeMaTHBHpOBaTB JOKYMEHTEI BHYTPH JcJIa

OGecneunBaTh COXPaHHOCTD M 3alIATY JOKYMEHTOB OpraHH3alHH

IlpumensaTs mHGOPMATMOHHO-KOMMYHHMKAIIMOHHBIE TEXHONOIMH IpH pabore ¢
JOKyMeHTaMH

Heobxonumeie
3HaHUA

HOpMaTPIBHHe NPaBOBBIE AKTBl, HOPMATHBHO-MCTOAHYCCKHE JOKYMEHTHI,
TOCYHApPCTBECHHBIC CTAaHAAPTEI, ONPCACIIOINAC IIOPAAOK HTOKYMECHTALIHOHHOIO
obecneueHus YIIpaBJICHHA

Bunel HOMeHKNIaTyp, ofume TpeGoBaHHS K HOMEHKIAType, MeETOIHMKa ee
COCTaBJICHHS B OOpMIICHHUS

IlpaBuna cornacoBaHdss HOMEHKIATYphl AEN C BEAOMCTBEHHBIMH apxXHBaMH U
9KCIEPTHOM KOMUCCHEH

Tlopsmok  (opMupoBanuss M odopmnenms jen, cnenuduka (GOPMUPOBAHHS
OTAENBLHEIX KaTeTopHii e

l'IpaBm]a XpaHEHHU ACI, B TOM 9HCJIC C JOKYMCHTaMU OTPaHUYEHHOT'O JOCTYyIa

TIpaBuna BeIIa4M M MCIOJIL30BaHUSA JOKYMEHTOB U3 c(hOPMUPOBAHHEIX JEl

TpeboBaHus oXpaHbl TpyAa

Hpyrue

XapaKTEPUCTHKH




11

3.2.3. Tpyaosas ¢pyHKnHS

Oprauuzanus 06paboTku ae it Vpogens

HaumenoBanue TOC/IEAYIOMIEro XPaHEH s Kox | B/03.5 (nogypoBerb) 5

KBaNIH(DHKALKMH

IIpoucxoxaeHne
TpyaoBoi QyHKLMH

X 3aUMCTBOBaHO |

OpuruHan
W3 OpHTHHANA |

Kon PeructpauyoHHEI# HOMep
OpHrHHaNa npo)ecCHOHAILHOrO
cTaHzapTa

TpymoBbie
JeHcTBHSA

IIpoBepka CpPOKOB XpaHEHHS JOKYMEHTOB, COCTaBJIEHHE INPOTOKONA paboTHI
SKCIEPTHOM KOMHUCCHH MO MOATOTOBKE JOKYMEHTOB K XPaHEHHIO, aKTa O mepeaaye
. Ha YHUYTOXXEHHE JIOKYMEHTOR, HE NOUIC)KAIUX XPAaHEHHIO

CocTtaBieHHe BHYTpeHHEH ONHCH A€l AN 0cob0 NEHHBIX JIOKYMEHTOB

Oq)OpMJ'ICHI'IC A€JI TIOCTOAHHOI0, JOJTOBPEMEHHOI'O CPOKOB XpaHESHH ST

Oq)opmnel-me 00JI0KKH ACJ1 MOCTOAHHOI'0, JOJITOBPEMEHHOI'O CPOKOB XpaHCHHS

CocTaBiieHHE OIIHCH Z€J1 TIOCTOAHHOI'0, NOJITOBPEMEHHOI'O CPOKOB XPaHCHUA

Hepenaqa JCJI B apXUB OpraHu3aIvuu

HeobxoauMsie
YMEHHSA

Ilone3oBaThCAd MEpPEYHSAMH JOKYMEHTOBR M aHAIM3UPOBaTh  (PaKTHHECKOE
cofiepXkaHHe HMMEIOMIHXCA B Jiee JOKYMEHTOB MpPH ONpeAeNieHHH CPOKOB WX
XpaHeHHs!

OdopMIATE TOKYMEHTH 3KCTIEPTHOI KOMHCCHH

OdopMIATh 06IOKKH JEN MOCTOSHHOTO B BPEMEHHOTO XPaHEHHs B COOTBETCTBHH
¢ TpeOOBaHHSIMH rocyJapCTBEHHEIX CTAH/[APTOB

ITpor3BOANTL XPOHOJIOTHYECKO-CTPYKTYPHYIO CHCTEMATH3ALMIO JET

OcymecTBIATh TeXHAIECKYI0 06paboTKy H noHoe odopMiIeHHe Aell TOCTOAHHOTO
U BPEMEHHOTO XpaHeHHs

CocTaBnaTe ONKCH e MOCTOSIHHOTO B BPEMECHHOI'O XpaHCHHA B COOTBETCTBHU C
HOPMAaTUBHO-METOAUICCKUMHU JOKYMCHTAMHU

IIpumensate uHbOPMANUOHHO-KOMMYHHKAILMOHHEIE TEXHOJNOTHMM IpH paboTe ¢
JOKYMEHTaMH

Heobxomumeie
3HAHHUS

HOpMaTHBHI;IC IIpaBOBBIE  AKTbl, HOPMATHUBHO-METOANYECCKHE IOKYMEHTEI,
rOCyAapCTBEHHBIC CTAaHAAPTHI, OIPEACIIOMIME NOPAOOK HOKYMCHTAIIHOHHOTO
obecnedeHUs yIlpaBJI€HU

Kputepuu pasziiencHust JOKYMEHTOB Ha TPYNIEl B COOTBETCTBHM C LUEHHOCTBIO
wH(OPMALIHH, COiepXKamercs B HAX

Iopsigox MCHONB30BaHM THHOBLIX MM BEAOMCTBEHHBIX IEpedHEH JOKYMEHTOB,
OHpeJeICHHs CPOKOB XPaHEHHs B IPOLECCE SKCIEPTH3E IICHHOCTH JOKYMEHTOB
Iopsnok co3maHus, OpraHU3alUM M JIOKyMEHTHPOBAHHA pabOTHI SKCIIEPTHOM
KOMHCCHH

IMpaBuia cocTaBieHUs ¥ YTBEPXKAEHHS MPOTOKONIA PabOTHI SKCIEPTHON KOMHCCHHI

Hpam«ma COCTABJICHUsI U YTBEPXKIACHHA aKTa O BBLICIICHHHM IOKYMEHTOB, HE
MIOJICKALINX XPAHCHHAIO

IIpaBuna Texuuueckod o6paboTKu U MONHOrO OGOPMIICHHUS AN IOCTOSHHOTO H
BpPEMCHHOI'O XpaHCHHUA

Hpanmla COCTaBJICHHUA OINIMCH OCI IIOCTOAHHOI'O H BPEMEHHOIO XpaHCHHA B
COOTBCTCTBHH C HOPMAaTHBHO-METOJIMIECKUMH JIOKYMEHTAMH

IIpaBuiia mepefayn A€l B apXHB OpraHA3AHA

TpebGoranms oXpans! Tpyaa

Apyrue
XapaKTEPUCTHKH
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3.3. O606mennan Tpynosas pyHKius

r
OpraHu3anoHHOE, JOKYMEHTALMOHHOE H " Vposess |
: |
Haumenosanne = HH(pOpPMaHOHHOE OOECICUCHHE ACATEIBHOCTH | Kon R — }
PYKOBOIUTEIIS OpraHu3aIidu i i
Tporcxoxkexne 3auMCTBOBaHO H3 ‘
0Go6HIeHHo# TPy a0BOi Opurusan X
OpMTrHHAIA
$yHKUMH !
Kon PerucTpaunoHHblii HoMep
OpHrHHaNa npoeCCHOHANBHOIO
cTaHIapTa
BosmosxHsie CexpeTapb pyKOBOJHTEIA
HaHMEHOBaHHMA CexpeTtapb-cTenorpaducTka
JOTDKHOCTEH, CreHorpaductka
npodeccuit

Tpe6GoBaHus k
00pa3oBaHMIO H
00y4eHHIO

Beicmee o6paszoBanne — GakanaBpuar

WA

Bsicmee o6pa3soBanue (HenpodmisHOe) — GakanaBpHaT H XONOIHATENBHOE
npodeccHoOHaNbHOE 00pa3oBaHKe 110 JONOIHHTEIbHBIM
npodeccHoHaNLHEIM IporpaMMaM npodecCHOHANBHOM IEPENOATOTOBKH 1O
TIPOGHITIO EATEILHOCTH

I

Cpennee npodeccuoHanbHOe 06pazoBaHue — MPOrpaMMbI HOATOTOBKH
CIIELHAIIICTOB CPEXHEr0 3BEHA

WK

Cpennee npodeccronansHoe 06pazoBanne (HenpodHIBHOE) — MPOrPaMMEL
MOATOTOBKH CHELHATHCTOB CPEHETO 3BeHa H NOTOMHHTENLHOE
npodeccuoHaIBHOE 06pa30BaHHAE IO JONOTHATEIBHEIM
poecCHOHATHFHBIM NPOrpaMMaM IpodeCCHOHAIBHON MEPEIIOATOTOBKHA MO
mpodUIIo NeSTeTEHOCTH

Tpe6GoBaHUs K ONBITY
IpakTHYeckoit paboTel

He MeHee ABYX JeT BEINOJHEHHS PaboT IO OPraHU3ALMOHHOMY U
JOKYMEHTAHOHHOMY 00€CIICUCHUIO AEATETLHOCTH PYKOBOAUTEIA
OpraHH3aIHK IPH CpeHEM NPodecCHOHAIBHOM 00pa3oBaHHH

Ocobrie ycnoBus
Jonycka K pabote

Jlpyrue XxapakTepuCTHKH

I[OHOIIHI/ITGJ'IBHBIC XapaKTCPUCTHKH

HaumeHnoBanne foKymeHTa Kox

HanmeHnoBanne 6a30B0ii IpyIIbl, AOJDKHOCTH
(mpodheccun) MM CHEMHAILHOCTH

OK3

3343 AJIMHHHCTPATHBHEIA ¥ HHOM HCTIONHUTENHHEIN
CpeIHETCXHUYECKHI IEPCOHAT

EKC - CexpeTapb pyKOBOJHUTEIIS

OKIIATP 26341 CexpeTapb pyKOBOIHTEJIS
26405 Cexperapb-cTeHorpaducTka

OKCO 7.46.03.02 JIoKyMeHTOBeIEHHE H apXHBOBEJICHHUE
7.46.02.01 JlokyMeHTanoHHOe 06ecIeueHHe YIpaBaeHUs 1

apXHUBOBEJICHHE




3.3.1. TpyaoBas ¢pyHxmus

Oka3aHue IOMOINH PYKOBOJHTEIIIO B Yposens
HanMeHOBaHUE | apupoBaHMH paGOYEro BpeMeHH Kon C/01.6 | (momyposens) 6
KBaTMHKAUH
e OPw X | o |
Kon PerucTpaumoHHbIH HOMEp
OpHrHHana npodeccHoHaNbHOTO
CTaHZapTa
| TpymoBsie BouiGop ¢opmbl maHMpoBaHHA H odopMmienHuWe IUTaHMPOBINUWKA (OpraHaiizepa)
1 JneHcTBHA PYKOBOJTHUTEISL
Brecenue uHbopMalii B INIAHUPOBIIMK (OpraHaitsep)
CornacoBaHue ¢ pyKOBOIHTEIEM BpeMEHH IUIAHAPYEMBIX NEHCTBUI
CornacoBaaue Tene(OHHBIX IEPETOBOPOB, BCTPEY ¥ MEPOIIPHATHI ¢ IapTHEPAMH,
KIIHEHTaMH, PYKOBOAMTE/MY TIOAPA3JicieHHd H COTpYAHHKaM®
WndopMupoBanne pyKOBOAUTEIA O perlIaMEHTe HAMCUCHHBIX MEPONPHITHI
IpenynpexaeHue o NPUOMDKEHHH BpeMEHH HAMEUECHHBIX MEPOIPUATHIA
DopMupoBaHye pe3epBa BpeMeHH UL HENPEABUACHHBIX CUTYallui
Heo6xonumere VYcTaHaBIMBATE LEJIH, ONPENETATH HeEpapXulo neneit
YMeHHUs Ompeznensrs NPHOPUTETHOCTH U OYECPEHOCTH BHIMONHEHUS paboT u s dexTusHO
pacnpenensts pabodee BpeMs
OkasbIBaTh IOMOIIb PYKOBOAUTEINO B paclipe/ielieHHH ero pabodero BpeMeHH
Bribupats onTuManbHElE cIOcOOH HHGOPMHUPOBAHHS HApPTHEPOB, KIHEHTOB,
TIOCETUTENEH, pYKOBOAUTENEH NOAPa3AcNeHHU B COTPYIHHKOB O INIAHMPYEMBIX
MEpPOIPHATHIX
] ObecneunBaTs HHHOPMALIMOHHYIO 6€30IIACHOCTD AEATENBHOCTH OpraHH3alnH
Heo6xoaumere Cnenn¢uka OCHOBHOH HesTeJILbHOCTH OPraHu3alluy
3HAHUA OCHOBBI 3IMAHACTPATUBHOrO MPaBa H TPYAOBOTO 3aKoHoAaTeNbCcTBa Poccuiickoit
®epepannu
PyxoBoasniuii cocTaB OpraHH3alMH M ee Noapasie/IcHHIH
DyHKUME caMOMEHEeDKMEHTa
TIpuHUMIE! M NpaBHAiIa IIAHKPOBaHHUs paboyero BpeMEHH
MeToanl DOCTaHOBKH LEACH
ITpaBuiia npoBeneHMs OENOBHIX IIEPErOBOPOB
TpeGosanms OXpaweiTpysa
Hpyrue -
XapaKTepUCTHKH |

3.3.2. TpyaoBan pyHKImHEsS

IInanupoBanue pabodero AHS cexpeTapst Yposens
HaumeHoBanue Kon C/02.6 (noaypoBeHs) 6
KBaNU(HKALUK
IMpoucxoxkaenue ' Opurunan X 3aMMCTBOBAHO U3 ’
Tpynoso#t pymxkumm | OpHMrHHana |
Kop PeructpauroHHEI HoMep
OpHrvHaNa npodecCHOHANTBHOro

CTaHgapTta



14

. TpynoBsie Bri60op 1 odopMIleHHe IIIAHAPOBINHKA CEKPETaps
IedcTBUA Beznienne nHeBHHKa (Ha 3ICKTPOHHOM M (11d) GYMaXKHOM HOCHTeJIE)
CoryacoBaHHe MIaHOB ¢ IUTAHAMHA B CPOKaMH paboTH PyKOBOIUTEIS
Pacnpenenenne paGouero BpeMeHH (Ha JieHb, HeIEIO, IEPCIIEKTHBY)
ITepeHOC HEBBINOJTHEHHBIX 3aILTAHAPOBAHHBIX 3a/1ad
BrmnonHeHHe THIIHYHBIX eXeHeBHBIX Je
Heo6xoaumeie Br161paTh H 0OPMIIITH IIIAHAPOBIIHAK
YMEHHS BHocute M oTcnexuBark HH(OPMANMIO HA SIEKTPOHHOM HW/HMIH OYyMaKHOM
HOCHTENE
PaccTaBIsTE NpHOPHUTETHL, BRIEISITH BAXXHOE H CPOYHOE
BHIOMpaTe ONTUMANBHEIA pATM paGoThl
AHanM3UpOBaTh NPHYHHEL HEBHITOJIHEHHA 33134
ITpumenaTs HHGOPMAUHOHHO-KOMMYHAKAIIHOHHbIE TEXHOJIOTHH
Heobxonumeie Ocobennoctn odopMileHHsT HIAHUPOBIIHKA (HA SJEKTPOHOM H OYMaXKHOM
3HAHUA HOCHTESX)
OCHOBHI yTIpaBlIeHHS BpeMeHeM
Hpyrue -
| XapaKTepHCTHKH

3.3.3. Tpyaosas pyHKIUS

Opranuzanus TenedOHHBIX IIEPErOBOPOB ' Vposeus
HaumeHoBaHne PYKOBOZHTENS Kon C/03.6§ (noaypoBeHs) 6
__ xBanuuKanuu
XO!
Mocssens | o X e
Kon PerucTpalliOHHBIH HOMED
OpuruHaia npod)eccuonanbﬂoro
CTaHaapTa
| TpynoBsie Bezaenue 6a3k TeJIepOHHBIX KOHTAKTOB PYKOBOAHTEIIS
JedcTeus CoezpHeHNe PYKOBOAHUTENA ¢ KOHKPETHBIMH abOHEHTaMH
IMoaroroBka MaTepHaIoB Al TeJIeHOHHBIX MEPETOBOPOB PYKOBOTHUTEIS
Peructpanys nocTynaromux B IpAEMHYIO Teae(OHHBIX 3BOHKOB
IepenanpaBnenyie  OTHCIBHBIX  TeNe(OHHBIX  3BOHKOB  3aMECTHTENSAM
PYKOBOAUTENS M COTPYAHUKAM
i [Momygenne HeoOxomumoii wHGOpPMallMM M Hepenada CAHKIHOHHUPOBAHHON
| urdopManHy 10 Tenedony
VcTaHOBIEHHE KOHTAKTa ¢ COOECCOHUKOM, MOAJEPKAHUE M Pa3BUTHE JETIOBOH
Gecennl B polecce TeneOHHBIX HEPEroBOpoB
OxkasaHue TOMOIY PYKOBOAUTEIO IIPH OPraHM3alliy B IPOBEICHUHN TeNeOHHBIX
HEPEroBOPOB M BUAEOKOH(EpeHIMit
Heobxonumere Bectu ¥ wucnonb3oBarth B paboTe 06asy maHHEIX TeleOHHBIX KOHTaKTOB
yMeHHS PYKOBOAUTENS
Vcrone30BaTh CPEACTBA KOMMYHHKAIMOHHOH OPITEXHHKM A IIONYYEHHS H
nepefadn HHGopMaIMK B
BecTH ydYeTHBIE pPerMCTpalMOHHBIE (OpPMBI, HCIOONB30BAThL HX  JJIA
HHGOPMALMOHHOM pPaboTEl M PpabOTHl IO KOHTPONIO MCIONHEHHsA DElIeHHH
PYKOBOZAHTES
Criiaxusarh KOHQIHUKTHEIE H CJI0XKHBIC CHTYallHH MEXIMIHOCTHOTO OOIIEHHS
Mcnonp30BaTh TEXHHYECKME M INPOrPAMMHEIE CPEACTBA MANA IPOBEICHHS
TOJIOCOBOM MM BHA€0-KOH(DEPEHII-CBA3H
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O6ecneunBath HHGOPMALHOHHYIO 6€30aCHOCTD JEATENPHOCTH OpraHH3alHH
Cobmoaatp ciryxeOHbIi 3THKET

Heobxoaumele TenehoHHBIE KOHTAKTHI PYKOBOAHUTENSL

3HaHUA dyskuA, 3amadM, CTIPYKTYpa OpraHH3alMH, c€ CBA3H IO BEPTHKAIHA H
TOPH3OHTAIHN
IIpauna B3aMMOZNEHCTBHA C NapTHEpaMM, KIHEHTaMH, CPENCTBAMH MAacCCOBOii
HHpOpMAHA
[IpaBuia noaaepxanus ¥ pa3BUTH MEXIHYHOCTHBIX OTHOIIECHHUM
IpaBmia npoBeieHNS AETOBBIX IEPETOBOPOB
IpaBuia 3ammTH KOHGHIEHOHAIEHOH HH(OpMaIHH
TpeOoBaHHs OXpaHbI TPyAa

Hpyrue -

XapaKTePUCTHKH

3.3.4. TpynoBas ¢pynxkums

HaumeHoBanue

Opranm3anmsi KOMAHAAPOBOK PYKOBOAUTEIS VposeHs

Kon | C/04.6 | (nomypoeens) | 6
kBanudukauun |

IMpoucxoxneHue
TPYAOBOM (PyHKLMK

| 3auMCTBOBaHO
~ M3 OpHrHHaNa

Opurusan X

Kon PeructpaunoHHbiH Homei)
OpHuruHana 1po)eCCHOHANBHOTO
CTaHzapTa

Tpynossie
JeicTBHs

[ToarotoBka IPOCKTA CJ'I}')KC6HOI‘0 3aJIaHUs PYKOBOAMTEIIA

TToaroroBka mpoekTa npHKa3za o cIyxKeOHOM KOMaHIHPOBKE

OdopmireHHe KOMaHTHPOBOYHOTO YAOCTOBEPEHHS H €r0 PErHCTpam|s Ipu
HE0O0X0ANMOCTH

HOL[I"OTOBKB. JOKYMEHTOB Ha IIOJIYY€HHE BH3BGI, 3arPAaHUIHOIO Macnopra

3aka3 IKeNe3HOMOPOXHBIX M  aBHAOMIETOB, TOCTHHHL, TpPaHCHOPTHOTO
obecneyeHns pyKOBORUTENS

Odopmiienne nporpaMMBl IO€3IKH, YTOYHEHHME OCOOEHHOCTEH IPOTOKONA
IJIaHUPYEMBIX MEPONPUSTHI

IToaroroBka JIOKYMEHTOB K NIOE3JKE€ PYKOBOAHTEIIA

VTouHeHHUe naThl, JODKHOCTeH, hamMuiuii B mporpaMMe KOMaHIHPOBKH

IIpopaboTka MapmpyTa PyKOBOIMTEIS, YBA3Ka €r0 ¢ PaclHCaHHEM TPAHCIOPTa

O6paboTka MaTepHaOoB KOMaHINPOBKM, OQOPMIICHHE OTIETA O KOMaHINPOBKE

Heo6xomumeie
yMeHHs

OhopMIISTh aBaHCOBEIE OTYETHl PYKOBOIUTEIS

Opranu30BBIBaTh BCTPEUIH PYKOBOIHUTEN C IIPHHUMATOMLIEl CTOPOHOM

OdopmiIsTh KOMaHIUPOBOYHEIE TOKYMEHTH

O6ecneunBath paboTy odrca BO BpeMs OTCYTCTBHS PYKOBOAMTEISL

HpHMeHHTI: CIOCOOEI p1(=A1 (0):T0) Mo OGIIICHI/IS[

Hcnone3oBate cpeacTBa KOMMYHUKaNWH I obecreyeHHs] B3aUMOOEHCTBHS C
PYKOBOOUTEJIEM BO BpEMs €ro JIEeJIOBOH NOE3AKH

Heob6xoaumeie
3HAHUA

HOPS[I[OK MOATOTOBKH ¥ MPOBEACHHUSI KOMaHAUPOBOK

Topsamok ohopMiIeHHs TOKYMEHTOB 1 KOMAHIHPOBKH B OTYETHBIX JOKYMEHTOB
[0 KOMaHIHAPOBKE PYKOBORHKTENS

JenoBoii npoToKon

JTHKa ACJIIOBOT'O O6I.IIEHI/L9I

Hpyrune
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| XapaKTePUCTHKH
3.3.5. Tpyaosan pynkmus
Opranu3anus paboTH ¢ MOCETHTEAMH B Yposens
HaumeHoBaHune TIPHEMHOii PYKOBOJIATE s Kon | C/05.6 | (nomyposens) 6
‘ kBanuguKauuu
TIpoucxoxaeHHe Ophrusan X 3aMMCTBOBaHO )
TpyAoBoi GpyHKuMH : M3 OpHIHHANa
Kon Peructpauyonnelii HoMep
OpMIHHaa NPodecCHOHAILHOTO
CTaHAapTa
Tpynossie Oprauu3anys JTIHOTO IpHeMa IoceTHTeNell pyKoBOOUTEIEM
JleficTBHA YcraHoBiieHHe OPAAKA IpUeMa JUIsl pasIdYHbIX KaTerOpHi oceTHTeNneH
Benenne xxypHana npeiBapuTEIILHOM 3aIICH HA TIPHEM
Perucrpanus nocetyreyret
CogeiicTBre onepaTHBHOMY PacCMOTPEHHIO Ipock6 U IIpeUIoxKeHUH moceTuTeNnei
W COTPYIHHUKOB OpTraHU3aLi{
Opranusanys npremMa JeIoBbIX NapTHEPOB B oduce
Oprarm3anms 06CIy)KHBaHHsT pyKOBOIHTES U €T0 JCNOBEIX MAPTHEPOB B oduce |
CepBrpoBKa 4aitHoro (kodeitHoro) crona B oduce
IIpuHATHE Mep O COXpAaHEHWIO KOMMEpUecKoM TalfHBI B Xole IpHeMa
MOCEeTUTEICH U UX HAXOXK/ICHHS B IPUEMHOH M KaOHETe PYKOBOAUTENS
Heo6xoaumbie OpraHu30BBIBaTh H 0OECIEYHBATH IMIHEIC KOHTAKThl PYKOBOJUTENS
YMEHUS VpaBnaTh KOHPIMKTAMU
VUuTHIBaTh HCHUXOJIOTHYECKHE OCOOEHHOCTH JHYHOCTH NpPH Pa3iHIHBIX BHAAX
_1podecCHOHATLHOro 00meHus
Vicnonp30BaTh YCTAHOBJICHHBIE NPaBHIA M NPOUENYPHl KOMMYHHKAIIHH BHYTPH
OpraHu3aluH - S -
Bectn yuerHBle pErHCTpanMOHHBlE  (OpMEI, HCHONB30BATH MX IS
. ’HpopManroHHOH paboTEl W paboTEl IO KOHTPONIO HCIOJHEHHs peleHHH
PYKOBOJHTENIS
Co31aBath MOJIOKATENBHBIH HMAJK OPraHH3aIUH
IpuHUMAaTE MepBI IO pa3pemeHnIo KOHGIMKTHBIX CHTYAIHi
ITpuMeHATH> HHGOPMAMOHHO-KOMMYHHKAIIMOHHEIE TEXHONOTHH
O6ecneunBath KOH(PHICHIMAILHOCTh B NPHEMHOU M KabMHETe PyKOBOAHTEI,
COXpPaHATH KOH(UICHIHAIBHYIO HHPOPMalHIO B TaliHe
Heob6xonumeie IIpaBuna opranu3alum NpHeMa HOCETUTEINCH i
3HAHHUSA IIpamia genoBoro odnieHust
IpaBuna pedeBoro STHKETa
IIpaBuna ycTaHOBNEHHA KOHTAKTA, NMOAACPKAHUS H PA3BHTHA MEXKIMYHOCTHBIX
OTHOINECHHUHA
CtpykTypa opraHuzallMd W pachpenelicHde (QyHKOuil MeXIy CTPYKTYPHBIMH
NIO/IpasfieNIecHNAMH U CIIEHATMCTaMK
IIpaBuna opranu3anuu nNpueMoB B oduce
OTHKET N OCHOBHI MEXKIYHapOIHOTO HPOTOKOJIa
ITpaBuiia cepBHIPOBKH "aliHoro (xodeiiHoro) crona
ITpaBua MPUTOTOBIIEHHUS M TI0[aYM TOPSYNX HAITMTKOB M 3aKYCOK K HHM
ITpasuna samuTe! KOHQUAEHIMANLHOM clTy)Xe6GHOM nHPOPMALUY
Hpyrue -
XapaKTEePUCTHKH
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3.3.6. Tpyaosas ¢pyHKIHS

HaumeHoBaHue

OpraHu3aLys HOATOTOBKH, IPOBE/IEHHS 1 Vposens
o6cryKuBanAs KOHPEPEHTHBIX MEPOTIPHSTHE Konx | C/06.6 | (momyposens) | 6

KBaJIUGUKALMH

IIpoucxoxaenue

TpynoBo# GpyHkuuu

. 3aMMCTBOBaHO | |
. Opuruxan X : ‘
| M3 OpUrHHANA |

Kon PeructpaunoHnslit Homep
OpHrUHa€a npodeccHOHAIEHOTO
cTaHaprTa

| Tpynoseie
JeHcTBUSA

[TofroToBKa MOBECTKH JAHS MEPONPHSTHS

Odopmirenne cucka YIaCTHUKOB MEPOTIPHSTHS

WndopmupoBaHue MpeAoaracMpix y4aCTHHKOB O HAMEYAEMOM MEPOIPUSTHH U
YCJIOBHAX Y9aCTHs

Bri6op MecTa ¥ BpeMeHH IPOBe/ICHUS MEPONIPHATUS

IToAroToBKA IIpeIBAPUTENLHON CMETHI PaCXOJIOB B

Pacchpiika npurianieHuii ToATBEpANBIINM YJaCTHE B MEPOIPHATHH

C60p TeKCTOB JOKJIAIOB U IPOEKTOB HTOFOBHIX JIOKYMEHTOB Y IOKJIAAYUKOB
Paccbiika MHGOPMAalMOHHBIX ~ MaTepHAJOB YYaCTHHKAM  KOH(EPEeHTHOTO
MEpPONpPHUSITHS

CocraBnenne SBOYHEIX JHCTOB U CIIHCKa PETHCTPAIMH YIACTHHKOB MEPONPHATHS
3axynka KaHIEIIPCKHUX TORApOB H IIPOJYKTOB JUIs obecneueHns kode-mays
Pemmenne BOIPOCOB TEXHUUECKOTO OCHANIEHAS MEPOTIPHSITHS

[Tomomp B IIOATOTORKE JIOK/IA/a PyKOBOJUTENS, IPE3EHTAIHOHNHBIX MATEPHAIIOB
Opranm3anys NOATOTOBKH pe3nIUyMa U pabodix MeCT YIACTHHKOB
Opranusaliys BCTpEYd H PETACTPalys YYaCTHHKOB MEPOIPUATHS

Bezienue IpoToK0JIa MEPONPUSATHS

OpraHu3anys cepBECHOIO 06CITy)XXUBAHHUS BO BpeMs Kode-nay3

Opranuzanus  KyJIbTypPHO-MAacCOBBIX ~ MEPONPHATHH, TPAaHCHOPTHOIO H
TOCTHHHYHOIO o6ecredeHus

Heobxogumere
yMeHHus

OpraHu20BBIBaTh HPOLECC IMOATOTOBKM K IPOBeJCHHIO KoHGEpeHTHOro
MEpPONPUATHS] HHANBUAYAIBHO B B COCTaBe paboueil rpymIsl

JIOKyMEHTHPOBaTh pPa3HBle 3Talbl IPOIEAYPHl INOATOTOBKA M HPOBENCHHS
KOH(EpeHTHOTO MEPOIPHATHS

IlepenaBate  uHpOpPMamMio, [JOKYMEHTHI M  MaTepHalnbl  YYacTHHKAM
KOH()EPEeHTHOTO MEPOIIPHSTHS

IloarorapmuBath # 06OPYAOBATh CTOJ Hpe3uAMyMa U pabodre MecTa yJaCTHHKOB
coBemIanus (3acelaHus)

CepBupoBarth uaiiHbli (kodeHHIH) cToa BO BpeMs PoBeACHHS Koge-nays3
Co0iofaTh paBHJIa IEJIOBOTO ATHKETA H IIPOTOKOJIA

IonnepxuBaTs HMUIK OpraHU3AINH

Co3gaBaTs HMIIDK CeKpeTapsi, COOTBETCTBYIONIMH HMUIXY OpraHH3alHl
PaGotrate ¢ wHdoOpMmanmeli, aHamM3MpoBaTh M  IpPEACTAaBIATH €€ B
CHCTeMaTH3MPOBaHHOM BHJE

O6ecreunBaTh 6€30MaCHOCTH ACATENBHOCTH OpraHu3aluu

IpumenATs HHGOPMAMOHHO-KOMMYHHKAIIMOHHEIE TEXHOJIOTHH

ITpumeHATH paBuIIa PYCCKOTO SI3BIKA

IMpumensTh HaBBIKH CKOPOCTHOTO IIHCBMa

TTpuMeHsTH HaBBIKY 3aIMCH U PaclIHQPOBKH TEKCTa

Hcnone30BaTh COBpEMEHHEIE TEXHMYECKHE CpeJcTBa B 0ONIACTH CKOPOCTHOTO
IIcbMa
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O6ecneunBats KoMpOPT YIaCTHUKOB KOHGPEPSHTHOrO MEPOIPHATHSL, IOMOTATE B
BOIIPOCAX MPOXKHUBaHHs, TPAHCIIOPTHOTO obecedeHus

HeoGxonumeie
3HAHHUSI

KoMneke opraHH3allHOHHO-TEXHWYECKHX MEPONPUATHH 10 NOATOTOBKE H
IPOBEACHUIO COBEINAHUN H IIEPETOBOPOB, B TOM YHCJIE MEXIYHAPOMHEIX

IlpaBuna BeneHMA, MOATOTOBKM M OQOpPMIEHHA NPOTOKOJa M JOKYMEHTOB,
€O3[JaBa€MBIX B IIPOIlecCe NOATOTOBKH KOH(EPEHTHOrO MEPOIPHUSITHA

MeTopuKka cocTaBIEHNS CMETHI PacX0I0B KOH(EPEHTHOr0 MEPOIPHUSITHS

OcCHOBHI HanMcaHUA pedcH U TOKIAJOB pyKOBOTHTEJIS

IpaBuna ycTaHOBICHHS KOHTAKTa, MOANCPXKAHHA H Pa3BHTHA MEXUIHYHOCTHBIX |
OTHOIEHUH

ITpaBuna genoBoro oOIMEHHs, JETOBOTO STHKETA

OTHKET H OCHOBHI MEXIYHAPOJIHOTO MIPOTOKONA

IpaBuiia npoBegeHUs OENOBBIX IIEPETOBOPOB

ITpaBuna 3amuTH KOHQUACHIHANEHOM cIIyXeGHo# nHpOpManun

CHCTeMBI CKOPOCTHOTO IIHCEMa

OcHoBBl mporpaMmHoro obectiedyeHuss U oducHoro obopymosaHus B o0iacTa
CKOPOCTHOTO ITHCHMa

TpeGoBaHus oxpaHEI Tpyza

Hpyrue

XapaKTEPUCTUKH

3.3.7. Tpyaosan dbyHkuns

HaumenoBanue

Opranun3aliys UCHONHEHUS PEIICHUH,
OCYILECTBIECHHAE KOHTPOJIA HCIOIHEHHUS Koxa
HOpy4eHHH pyKOBOAUTEIS

YposeHb
(noaypoBeHs) 6
kBanuuKaunn

C/07.6

Ipoucxoxnenue
TpyAoBoii GyHKUMH

X 3auMCcTBOBAHO
U3 OpHTHHANA

| Opurunan

Kon PerucrpauyoHHbIi HOMEp
OpHIHHAJIA npodeccHOHANBHOrO
CTaHAapTa

TpynoBrie
JeHUCTBHA

JloxyMeHTaIBHOE 0(OPMIICHNE PEeIIeHHI PYKOBOXHTENS

JloBeneHne o cBejieHus pabOTHUKOB OPraHM3al[MH PacopsHKeHUH PYKOBOJMTES
Koopnunanust 1eTeTbHOCTH 110 MCIOIHEHUIO peieHHH PyKOBOANHTEIL

Benenne cpokoBOTo TeKyIIero U NpeAynpenTeabHOro KOHTPOI

ITpoBepka UCIIONHEHNUs IOPYIEHHI pyKOBORHTEIISL B YCTAHOBIEHHBII CPOK
TIpenynpexnenne cOTpyAHHKOB 00 HCTE€UEHHHM CpPOKa HCIOMHEHHs MOpydYeHHH
PYKOBOJUTENS

®uxcalys HCIOTHEHUS TOpYYeHAH

CocraBieHre OTYETOR M aHAMTHYECKUX CHPABOK O BHIMOJHEHWH MOpY4eHHH H
pelIeHUM pYKOBOAUTEIS

HeobxomuMele
YMeHUsI

BecTu cpoKoBYIO KapTOTEKy

BecTu y4eTHBIe perucTpaiuoHHBIE (OPMBI, HCIONB30BaTh MX AIA pabOTH IO
KOHTpOJIIO MCIIONHEHHsI TOPYUSHHH PYKOBOAHTEIIS

PaboTats ¢ HAGOpManHeil 1O KOHTPOIIIO, CHCTEMATA3MPOBATh €€ ¥ MPEJCTABIIAT
B BHJIE CBO/IHBIX JIOKYMEHTOB

Vcnonb30Barh cpeicTBA KOMMYHUKAITMH [JI1 IIEPEavd NOPYdeH i pyKOBOAMTENA
HcnonszoBate coBpeMeHHbIE cpencTBa cbopa W 0OpaGOTKHM KOHTPONBHOMH
uHpOpMALHH

ITpuMerATH HHQOPMAOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH
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OueHuBaTh pe3yisTaThl B paMKaX IIOCTABJIEHHBIX 33134

OcymecTBIATh KOHTPOJIb HCHONHEHNS NOpYYeHHH PYKOBOAMUTEISI COTPYTHUKAMHU

Heob6xonumelie
3HaHUS

Ob6mme TpeOOBaHMS K CpOKaM HCIONHEHHS JOKYMEHTOB H KOHTPOJBHBIM
GYHKIHSM CITY’XOBI TOKYMEHTaIIHOHHOTO 00eCIeueHUs]

IMpuanUIEL, cioco6s! HHQOPMHUPOBAHKS COTPYTHAKOB

OTHKA JEeIOBOro OOIEHHs

YupasneHueckast CTpyKTypa OpraHU3allui, PYKOBOICTBO OpraHU3aIuy, o0pasisl
IOANHCEH PYKOBOISIIIUX COTPYXHUKOB, KPYT MX IOJHOMOYHI ¥ OrpaHHYCHHA 30H
MX OTBETCTBEHHOCTH

JlokanbHbie HOPDMATHUBHLIC aKThl OpraHu3anuu

Hpyrue

XapaKTEPUCTUKH

3.3.8. TpynoBsbie pyHKIAN

Opranu3anus 1 NoJ/JepXxaHue
Haumenosanve = (hyHKIHMOHAJIBHOTO paGoyero IpocTpaHCTBA ; Kon | C/08.6 (nomyposens) 6
IIpHEMHOMR ¥ KabuHeTa PyKOBOJUTEIL ‘

VpoBeHb

KBaIM(pUKALIK

IIpoucxoxneHue
TpyAoBo# dyHkumM

3anMCTBOBaHO
X

OpwuruHan
M3 OpUTHHAIA

Kon PeructpaunoHHeIl HOMEP
OpUrHHana npogeCcCHOHATBHOTO
cTaHjapTa

TpynoBeie
JeHCTBUS

OGecmevenne pabodyero MecTa PYKOBOAHUTENS HEOOXOOUMBIMH CpeicTBaMHU
OpraHU3alMOHHOMN TEXHWKH, KaHIEIIPCKUMH NPUHAUIEKHOCTIMHA

Opranu3alys IPHEMHOI odHca B COOTBETCTBHH ¢ TPeOOBaHHAME SPTOHOMHAKH H
KYJIBTYpH TPyIa

Oprannsanus ohopMIIeHus HHTEPbEpa IPHEMHOM PyKOBOIMTENS

O6opynoBanune paboyero Mecra OPITEXHHKOH, NEPCOHANBHBIM KOMITBIOTEPOM,
BCIIOMOTaTEILHON TEXHUKOR

Opranu3samus 06OpyIOBaHAS IPHEMHON CHCTEMaMM XpaHEHHs, HEOOXOMMMEIMH
TPHUCTIOCOOJICHASIMH, 00¢eCIeUeHHS KaHIEIAPCKHMH MPHHAINIEKHOCTIMHE

Ob6ecneyenne XpaHeHHs U 3aMEHEL PACXOJHBIX MaTePHAIIOB, MOBCEHEBHEIH YXON
3a OpTTEXHUKOH

3aka3 KaHUEISPCKAX TOBAPOB, TATHCHUYECKUX TOBAPOB, IPOAYKTOB IHTaHUS

Heob6xoaumsie
YMEHHSA

Cosnasats yciosus, obecneunBaomue 3Q(ekTHBHYIO paboTy pyKOBOAUTEA

IIpuMEeHSTEH B COOTBETCTBHH C Ha3HAYEHHUEM CPEACTBA OPraHA3aOBHOM TEXHHUKH,
KaHLeJIIPCKHE NPUHAJUIEKHOCTH

OcHamatp pabodee MeCTO PYKOBOJHTEN M CBOe pabouee MeCTO HEOOXOMMMEIM
obopyaoBaHHEM

OCyLIECTBISATH 3aMEHY PacXOJIHBIX MaTEPHAJIOB, YXOJ 3a OPITEXHAUKOH

Kompomlponau COCTOSIHHC H IIOIOJHATH 3anachkl KaHICIAPCKHX TOBapoOB,
CpPEACTB TMTHCHEL, NPOAYKTOB MATAHHA

Heobxomumeie
3HaHUA

TpeGoBanus OXpaHsl TPYAA, NPOA3BOACTBEHHON CaHHTAPHH, IPOTHBOMOXAPHOH
3aIMUTHI

OCHOBH TMpaBMILHOM OpraHM3agMH TpyJa M METOABl HOBHIIIEHHA €ro
3¢ deKTHBHOCTH

OCHOBBHI 5proHOMHKH Oduca ¥ GIOPHCTHKH

CTaHgapTel ¥ peKOMEHAIMH 110 060pyI0BaHHIO OPHCHBIX HOMEICHUH

CocTaB OpraHM3alMOHHOM TEXHUKH, €¢ YCTPOHCTBO M MOPSIOK paboTE! ¢ Hei
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Hpyrue

XApaKTEPUCTHKH

3.3.9. TpynoBas dyHKIHS

Pazpabotrka 10KanpHBIX HOPMATUBHEIX aKTOB, YposeHs
HaumenosaHue | pernavenTHpYIOIMAX paGOTy ceKpeTaps Kon | C/09.6 (mozyposens) 6
KBaTHQUKALUH
Domosemene o x| Semonaro
Kon PerucTpallloOHHBIA HOMED
OopurhHana npo)ecCHOHANBLHOTO
cTaHaapTa
Tpynossie Paspa6oTka D0DKHOCTHOR MHCTPYKIHMHU ceKpeTaps
JeicTBHS PaspaboTka NONOXKEHHUS O CeKpeTapuare
B Pa3paboTka HHCTPYKIIMH 110 AENONPOH3BOACTBY
Heobxonumere CocTaBISTh 1 0OPMIISITH OPraHA3AIHOHHEIE H METOXHYECKHE JIOKYMEHTHI
YMEHHUS PenakTipoBaTh TEKCTHI CIIY)KEOHBIX JOKYMEHTOB
PaGorate co Bcell COBOKYNHOCTHIO HH(GOPMAIMOHHO-IOKYMCHTAIIMOHHEIX
PECYPCOB OpraHM3alHH
IMonp3oBaThcst 6a3aMH NAHHEIX, B TOM YHCIIE YIAICHHO
Hcnons30BaTh CIPaBOYHBIE IPABOBbIE CUCTEMBI
PaboTaTh ¢ KOMIIBIOTEPOM, KaTaloraMy (nankamu) v aiisiaMi, CKaHEpOM
[Tonp3oBarbest 0pHUCHEIM MaKeTOM (TEKCTOBEIH peNakTOp, TaGMHIEI)
[Tons3oBaThcs nepu)epHAHBIME YCTPOHCTBAMH H OPITEXHHKOM
ITonp30BaThCs SNEKTPOHHOM NOYTOMH
| ITosp30BaThCA CHCTEMaMH IEKTPOHHOTO IOKYMEHTO0060poTa
- HeobxomuMere ITpaBoBEIe OCHOBHI YHpaBlicHHsI (OCHOBHI aIMHHHCTPAaTHBHOIO, TPYHOBOIO H
3HaHUS TPaXkIaHCKOTO NpaBa)
HopmaTtuBHBIE IpaBOBEHIE aKThl, HOPMATHBHO-METONMYECKHE JIOKYMEHTHI,
TOCYAapCTBEHHBIE CTAHIAPTHL, OLPEICIAIOIUME MOPSAOK AOKYMCHTAIIHOHHOrO
obecredeHys YIpaBIeHHS
CrpyxTypa, pyKOBOACTBO CTPYKTYPHBIX IIOApa3/iciieHu i, 06pa3IEl MoANMCed JIniL,
‘ HMEIOIAX [PaBo MOMIMCAHUS ¥ YTBEPIKAEHHs JOKYMEHTOB, U OTpaHMYeHHS 30H
§ HX OTBETCTBEHHOCTH
j IMpaBuna JOKyMEHTaMOHHOrO 0OeCIEeUeHNs AesITeALHOCTH OPraHi3alluy
‘ Topsimok paboTHL ¢ JOKyMEHTAMU
TpeboBanus, npeabsBIIcMble K JOKYMEHTaM B COOTBETCTBUH ¢ HOPMATHBHBIMH
IIPaBOBBIMH aKTaMH M TOCYJapCTBEHHEIMU CTaHIAPTaAMH
IlpaBuna  cocTaBleHMS  OPTaHM3AIMOHHBIX  JOKYMEHTOB  (IIOJOXKEHHIt,
HHCTPYKIUIH, PerIaMeHTOB)
Buiel 10KyMeHTOB, HX Ha3Ha4YeHUe
| OCHOBHI IOKYMEHTHO JTUHIBUCTHKH
TpeGoBanust oxpaHsl TpyAa
Hpyrue -
XapaKTEePUCTHKA
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3.3.10. TpyaoBas dynxuus

CoctaBneHue 4 opopMieHHe Yposenb
HaumeHoBaHue YIIpaBIeHYECKOH JJOKYMEHTALHHA Kon | C/10.6 (momypoBeHb) 6
KBaTH(HKAUMH
Tpooosene | Oprnan X S
Kon PeructpauHoHHel# HoMep
opHruHaia npodecCHOHANBHOrO
cTaHjapTa
| TpynoBsie CocTaB/icHHE TIPOCKTOB PACTIOPSTHTENBHLIX (IPHKA3EI, DACMOPSDKEHHS) H |
| neficTBHs HHGOPMALHOHHO-CIIPABOYHBIX JIOKYMEHTOB (CHyX<€OHEIE IHCHEMa, CIIPaBKH,

JOKJIAJIHEIE K CITy)KeOHbIE 3aIICKH)

INeuats cykeOHBIX JOKYMEHTOB H MaTepHAIIOB

Pa3MHOKEHHE CITy)KEeOHBIX JOKYMEHTOB

KonTpons [pOXOXKAeHHMs JIOKYMEHTOB B OpraHM3amuM  (COIJIacOBaHHE,

NOJIMCAaHNE U YTBEPXKICHHE JOKYMEHTA)

Heo6xomuMere PenakTrHpoBaTh TEKCTHI CIyKEOHBIX JOKYMEHTOB
yMeEHHSA ITonp3oBaTbcs YHHPUIAPOBAHHKIMH dopMaMi JOKYMEHTOB

Odopmisath KaccoBhie (HMHAHCOBEIC JOKYMEHTHI M JOKYMEHTH 10 YYETy

HaKJIaJHBIX PacXoloB

IlewaTath ciayKeGHBIE JOKYMEHTHI

IMone3oBaThbes NepudepUtHEIMA YCTPOHCTBAME H OPITEXHHKOH

PaboTaTh c KOMIILIOTEPOM, CKAHEPOM

Ionp30BaThCA OQUCHBIM aKETOM (TEKCTOBHII pERaKTOp, TA0IHIIEI)

| IToste30BaThCs! JIEKTPOHHOM MOYTOH
TTonp3oBaThcs cHCTEMaMHU SIEKTPOHHOI0 JOKYMEHTOO00poTa
OG6ecreunBath 0€30MaCHOCTD AESITSIFHOCTH OpraHu3aliy
Heob6xoaumeie IIpaBoBble OCHOBHI YIpPaBlIeHHS (OCHOBHL aIMHMHHMCTPATHBHOTO, TPYAOBOrO H
3HAHHA XO3SHCTBEHHOTO [IPaBa)

CTpykTypa opraHu3aliy, pyKOBOICTBO CTPYKTYpHBIX HoIpa3fieneHuii, o6pa3usl
| MOANHUCEH JHI, UMEIOIUX NPaBO IOAMHCAHUS M YTBEPXKJIEHHUS JOKYMEHTOB,
| OrpaHUYEeHHUs 30H UX OTBETCTBEHHOCTH

IpaBmiia JOKYMEHTAIMOHHOTO 00ecIeueHNs NS TelbHOCTH OpraHn3auu

Tlopsinox paboTHI ¢ IOKyMeHTaMu

Tpebopanus, HpeabABIIIEMbIE K  JOKyMEcHTaM B COOTBETCTBHH

C HOpMaTUBHBIMH NPABOBLIMH aKTaMH U FOCYAapCTBEHHBIMH CTAHAAPTAMHU

Bupbl JOKYMEHTOB, X Ha3HAUEHHE

I1paBuna coritacoBaHus JJOKYMEHTOB OpraHH3alud (BHYTPEHHErO U BHEIIHET0)

IIpaBuita NOANNCAHUS U YTBEPXKICHHS OKYMEHTOB

lpaBuna cocrasneHus U odopMmiIeHHS HHOOPMAIMOHHO-CIIPABOYHEIX,

YIIpaBJIeHYECKAX JOKYMEHTOB H CIY)KeOHBIX IIHCEM

OCHOBBI IOKYyMEHTHOM JTHHTBUCTHKA

TIpaBuia pycckoro s3bIKa

TpeboBaHus oXpaHs! TpyjAa

Hpyrue -
XapaKTEpPUCTHKH
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3.3.11. Tpynosan dpyHxmus

Opraunmsaims paboTH ¢ ZJOKyMEHTAMH B YposeHs
HaumeHoBaHue NPHEMHOH PyKOBOIHTENIS Kox | C/11.6 (noypoBeHs) 6
KBaNH(UKALUUU
Nomoswene [ oprman x| Memenmons |
Kon PerHCTpaUHOHHEIH HOMep
OpHrHHana npo¢eccCHOHaNBHOro
CTaHzapTa
Tpynmoseie ITonyuenne, npeaBapHTENLHOE PAacCMOTPEHHE W COPTHPOBKA MOCTYIAIOMHAX B
ZIeicTBUA NPAEMHYIO PYKOBOJIMTENS JOKYMEHTOB )
IIpoBepka KOMIUIEKTHOCTH IOCTYHNAIONMX B MNPHEMHYI0 PYKOBOAMTENS
_ TOKYMEHTOB
INoaroroBka JOKYMEHTOB JUIsl pACCMOTPEHHMS PYKOBOJHUTEIEM
VueT JOKYMEHTOB, IOCTYNAIOIMUX Ha HMs PYKOBOIOUTEIS
Opranusamus J0CTaBKA JOKYMEHTOB HCTIOTHUTEAM
Cozpnanue u BeficHHE 6a3bl JaHHHIX JIOKYMEHTOB PYKOBOAHTEIS
Benenne naopMaHOHHO-CIIPaBOYHOH paboThI i
Heobxonumsie  PaboraTts ¢ BxOpsmeH, HCXoAIMEH, BHYTpEHHEH JOKyMeHTanelt
YMEHHS ITonw30BaThCa cCHCTEMaMH 3JIEKTPOHHOTO JOKYMEHTOO0O0POTa UL PErHCTPALH,
KOHTPOIISL AOKYMEHTOB H HH(OPMAaLHOHHO-CIIPAaBOYHO# pabOThHI ¢ JOKYMEHTAMH
IpumensTs UHGOPMALHOHHO-KOMMYHHUKALAOHHEIE TEXHOJOTHH Uit PaboTH ¢
JIOKyMEHTaMH
[IlpumensTs mpaBuna pycckoros3plka -
ITpuMeHATH HaBBHIKH CKOPOCTHOTO IIHCEMa
CocTapnarh # 0bOpPMISTE TOKATEHBIE HOPMAaTHBHEIE aKThI
Heo6xonumsie HopMmaTuBHBIE TNIpaBOBHIE aKThl, HOPMAaTHBHO-METOAMYECKHE JOKYMEHTHI,
3HAHUS TOCYapCTBEHHBIE CTAHAAPTHI, ONPEAENAIONIHAE HOPSAOK JOKYMEHTaIHOHHOIO
obecreueHHs yIpapIeHHs
CTpyxTypa OpraHu3aIuy, pyKOBOJICTBO CTPYKTYPHBIX IOApa3eacHHUH
CoBpeMeHHbIC HH(POpPMaLMOHHEIE TEXHOJIOTHH PaboTH ¢ JOKYMEHTaMH
[Topsagok paGoOTH ¢ JOKyMEHTAMHM, CXEMEI IOKyMeHTOObOpOT2.
ITpaBuia paGoThI ¢ BXOAMIINMH, HCXONSIIAMY U BHYTPCHHHMH JOKYMEHTaMH
[TpaBuna opraHu3amMy KOHTPOJIL HCIOJNHEHHSA JOKYMEHTOB M THIIOBHIE CPOKH
HCIOJIHEHHS JOKYMEHTOB
ITpaBuma cocTaBieHUs AHAIMTHYECKMX CIpPaBOK IO OpraHM3aluu paboThl ¢
JOKyMEHTaMH H KOHTPOJIIO HCIIOMHEH!S IOKYMEHTOB
IlpaBuna co3maHusa H BeleHHs 0a3 [aHHBIX CIY)KeOHBIX JOKYMEHTOB B
OpraHHM3alUH
CHcTeMBl 3JIEKTPOHHOTO JOKYMEHTO000pOTa
CHcTeMbI CKOPOCTHOTO NHChMA
TpeGoBaHHs OXpaHHI TPyAa
Hpyrue -
XapaKTEPUCTHKH -

3.3.12.TpyaoBas pynkuns

OpraHu3anys XpaHeHus! JOKYMEHTOB B VposeHs
Hanvenosanme | nnpempoit pykosomuTens Kon | C/12.6 (moxyposeHs) 6
KBanHpUKauu
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Hponcxcz)menue Opuruman X 3auMCTBOBAHO ‘
TpynoBoii GyHKUMH U3 OPUrHHATA i
Kon PerucTpaunoHHbI! HOMep
OpHruHana npodeccCHOHABHOrO
CTaHaapTa
Tpynoseie Pa3paboTka pa3/ie;10B HOMEHKIIATYPhI IEN OpPraHu3alun
JecTBUS Dopmuporanre 1 0popMIEHHE e MOCTOSHHOTO, JOITOBPEMEHHOIO XpaHeHHs
IToaroroBka u nepezaya A€l B apXHB OpraHA3alul
Heo6xonumere PazpabarpiBaTh HOMEHKJIATypy el OpraHM3alMi € YYeTOM HOPMAaTHBHO-
YMEHHS METOAMYECKHX JOKYMEHTOB
Hcnonp3oBaTh HOMEHKIATYpy el IpH H3YYEHUH CTPYKTYPHl OpraHH3alluH,
COCTaBJICHHH OIMCEN Oen
®opmupoBaTh M 0QOPMIATE J€la B COOTBETCTBHHM C  YTBEpXIEHHOI
HOMEHKJIATYpOii ieN1 OpraHu3aIuu
O6ecneunBaTh COXPAHHOCTH JOKYMEHTOB OpraHU3alii
ITpon3BoauUTE MOATOTOBKY JEN UL IepefauM B apXUB
IMpumensats uHGOPMAOHHO-KOMMYHHUKAIMOHHEIC TEXHOJIOTHH I paboTHI C
JOKyMEHTaMH
Heobxonumsie HopmaTuBHBIE NIPaBOBBIE aKTH, HOPMATHBHO-METONHMYECKHE JOKYMEHTEL,
3HAHHS rocyIapcTBeHHEIE CTaHAAPTHI, OIPEAeNIomMe HOPANOK MOKyMEHTallHOHHOTO
obecreueHns yIpaBIeHHS
Bugst HOMeHKIaTyp, o0mme TpeGoBaHHS K HOMEHKJIATYPE, METOAMKa ee
COCTaBJICHHS M OOPMIICHHSA
IMopsinox  opmupoBaHUA u OQOpMIEHHMs Jel ¢ yKa3aHHEM cHelHpHKH
{hopMupOBaHHS OTAENBHBIX KaTeropuii en o
INpaBuia XxpaHeHus Jiell, B TOM YHCIE ¢ JOKYMEHTAMH OrpaHHYeHHOTO JIOCTyTa
ITpaBuita BLIIAYH H HCHONE30BAaHHS JOKYMEHTOB U3 CPOPMHPOBAHHLIX JEN
Tpe6oBauus oxpaHs! Tpyaa
IpaBuia HOATOTOBKY M IEpeavd JIe] B apXUB OpPraHH3aluH
Hpyrue -
XapaKTepUCTHKH
3.3.13. Tpynossie pyHKUHAH
ObecneueHne pyKOBOAUTE Vposens
Haumenosanue  pyhopmanueit Kon C/13.6 (noaypoBeHs) 6
KBaJIHpUKALHH
Hponcxgx{neﬂue ‘* Opuruman X 3auMCTBOBAHO M3 i
TpynoBoi GyHKLMH OpHMruHana |
Kon Peructpauponnsiii Homep
OpHruHana HpOClJeCCHOHﬂJH:HOl‘ 0
cTaHjaapTa
TpynoBele C6op u mepepabotka HHGOpMAWH, HEOOXOTUMOM ISt IPHHSTHS 060CHOBAHHBIX
JiefcTBHA YIIpaBJICHYECKUX PEIIeHUH

TpoBepka AOCTOBEPHOCTH, HOJTHOTH H HENPOTHBOPEUHBOCTH JaHHBIX, HCKIIIOYCHHE
IyOiupoBaHus HHGOPMALH

IIpenocTapieHre TAHHBIX B €IMHOM U YA0OHOM IUIS BocIpHATHS opMaTe
Brissnenne nambosiee 3HAYUMBEIX KPHTEPHEB CHCTEMATH3alHHM HHGOpPMAlMH s
co3fanust 6a3 JaHHEIX
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Heobxomumeie
yMeHHS

Ocymectnare c6op, o6paboTky u aHamu3 HHPOpMAlHK B COOTBETCTBHH C
TpeOOBaHMSIMH  KPaTKOCTH, HeTKOCTH  (OPMYTHPOBOK, CBOEBPEMEHHOCTH
HOCTYIUIGHMS, TOYHOCTM M JOCTOBEPHOCTH, ONTUMAILHOCTH CHCTeMAaTH3alluH,
HeIpepEIBHOCTH cOopa 1 00paboTku HHpOpMAIH
OcCymecTBIATh PETHCTPAIHIO, HAKOIUICHHE H Iepenady, CHCTeMaTH3HPOBaHHOE
XpaHeHue U BEIavy nH$opManuu B TpeGyeMoii hopme

CocraBnats ¥ 0pOpPMILITh CBOIHbIE, OTUETHBIE, CTATHCTHYECKHE JOKYMEHTHL

OcymecTBiaate 00paGOTKy M CTPYKTypHpoBaHHE wHHbpopMauuu, obpasys
 HHPOPMAIHOHHEIE PECYPCHI

BBo/uTh HOBBIE TAHHBIE B CIPABOYHO-MH()OPMAIIMOHHEIE CHCTEMEI

Beoauts B mamMaTh KOMIIBIOTEPA BJIEKTPOHHEIE 06pa351 HAOKYMCHTOB

HpI/IMeHSITI) HABBIKA CKOPOCTHOI'O IIMCEMa

[IpuMeHsTh HABBIKY 3aHCH U PacIIH(POBKY TEKCTa

Hcnonb3oBath COBPCMCHHBIC TEXHUUYECKHNE CPEACTBA B oGnacta CKOpPOCTHOI'O ITHChbMa

Ipousgoauts MOMCK HMHGOpPMAUMM B CYUIECTBYIOUIMX 0a3aX [JaHHBIX, BECTH
HH(POPMALMOHHO-CIIPABOYHYI0 pabOTy HAa OCHOBE pa3IMYHBIX KOMOHMHALMIA
IIOUCKOBBIX HpH3l:[aKOB )

[TpumMeHsTh HHPOPMALMOHHO-KOMMYHHKALMOHHEIE TEXHOJIOTHH

Heobxonumeie
3HAHHA

OcobennocTr GOPMHPOBaHUS BHEIIHUX H BHYTPEHHNX HH()OPMAIMOHHKIX TIOTOKOB

Cocrag BHEIIHUX AHPOPMALHOHHBIX TOTOKOB

CocTaB BHYTPEeHHHAX HH(OPMAIIHOHHEIX OTOKOB

CTpykTypa OpraHu3auHi U MOPs/IOK B3aUMOAEHCTBHA NMoApa3ie/icHHIt U CITyK0

Ocobennoctr GopMHUpoBaHHs 6a3 JaHHHIX B OpraHH3alHH

CoBpeMeHHBIE HayYHbIe METOIBI M TEXHMUECKHE CPENCTBA, ciocobCTByIomueE cbopy,
00paboTKe, COXpaHeHHIO H Nepeaade MHPOPMALMOHHKIX TIOTOKOB

Mertoasr 00paGoTKH HHGOPMAIHM C TNPUMEHEHHEM COBPEMEHHBIX TEXHHYECKHX
CPEeICTB KOMMYHHKAUWH ¥ CBA3H, BEIYUCIHTEIBHOM TEXHUKH
CHCTEMBI CKOPOCTHOTO MCEMa

OCHOBHI IIporpaMMHOro obecmedeHus W oucHOro obGopyZoBaHMA B 00JacTH
CKOPOCTHOrO ITHChMa

TpeGoBaHms OXpaHHI TPyAa

Hpyrue

XapaKTCPUCTUKH

3.3.14. TpyaoBas pyHknus

Oprauuzanus HHPOPMAIHOHHOTO

. ‘YpoBeHb
B3aUMOJCHCTBHA OBOJIMTENA C
HaumeHoBaHue . PYKOBOX Koa | C/14.6 (moxypoBeHs) 6
NOAPa3ACIICHUSIMH H TOJDKHOCTHBIMH KBATHOUKALHH
JHIAMM OpraHH3anul
f
Hpoucxoumnenue | Opurmean X 3anuMCTBOBaHO U3
TpynoBo# GyHKUMH § OpHrHHana
Kon PerucTpaloHHEIH HOMEp
OpHrHHAA npod)eCCHOHANBHOTO
CTaHZapTa
| TpymoBsie HuadopmupoBanye paGOTHHKOB OPraHM3alliH O PEILICHHIX PYKOBOAHTEI
Opranmzanus o6MeHa HHpopManyeR MEXRY NOAPA3ACHCHUAMH ¥ 1OJDKHOCTHEIMH

i eHcTBHA

i

JIMIIAMH OpraHu3alun

OmnoBemerne pabOTHUKOB O NPEeACTOSIIMX MEPOHPUATHIX

OpFaHHBaHHSI BCTPEY TPYAOBOTO KOJUIEKTHBA ¢ PYKOBOACTBOM
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HupopMHupoBaHHE PYKOBOZHTEA 00 OOpallleHHAX COTPYAHHKOB 1O paboumm u
JIMYHBEIM BOIIPOCAM

Heobxonumeie
yMeHHs

Hcnonp30Bath cOBpeMEeHHBIE TEXHOJIOTHH cOOpa U Hepexadd HHpopManun

OcymecTenaTh c60p U nepepaboTky HHGOpMALHK, HEOOXOIMMOH IS AEATENLHOCTH
PYKOBOIUTENS

OCYHICCTBJ'ISITB CHCTCMAaTHU3aLHUIO IIOJIYIAEMBIX H IICPENABACMBIX JaHHBIX

OCyLEeCTRISATh NPOBEPKY AOCTOBEPHOCTH, MONHOTH M HENPOTHBOPEYMBOCTH
JaHHBIX, HCKIIOUeHHe NyOnupoBanns HHGOpMaIuy

IpencraBnaTh JaHHBIE B 6AMHOM M YIOOHOM IJIs BOCHIpHsTHA (opMarte

MHOrOKpaTHO HCIOJB30BATH IOIYYEHHYI0 HHGOPMALMIO, MOCTOSHHO OOHOBIATDH
JIaHHEIE

ObecneynBaTh ONEPaTHBHOCTH HH()OPMALIAOHHEIX IIOTOKOB

PaboTaTh ¢ KOMIBIOTEPOM, HCIONB30BaTh OGHCHEIH makeT (TEKCTOBBIM pelaKTop,

TabIUIB)

Heobxomumeie
3HAHUS

HopMmaTuBHEIC HpaBOBHIC  aKTH, HOPMATHBHO-METOJNMYCCKHE  JOKYMEHTE,
roCyZapCcTBEHHBIE CTAHAAPTH B c(hepe AesTeNbHOCTH OpraHH3alyH

CTpyKTypa OpraHu3aiiy, pyKOBOJCTBO CTPYKTYPHBIX OApa3/ie/ieHU#, HallpaBJicHAS
JIEATENPHOCTH OpPTraHW3allHd M KOMIIETEHIMH CTPYKTYPHBIX MHoOApa3JeleHuil |
JIOJDKHOCTHBIX JIHIY :

Knaccudmkanus  ynpaBnendeckoii  mHpopManmmu, BHAB  yIpaBIeHYECKOH
HHbOpManMH

dopMEI mpeacTaBiIeHAs yIpaBIeHIeCKOH HHGOpMAIA

VcTOuHMKH ynpaBlieHYeCKOH nHpOopMannun

MerToauka 0T6opa HCTOYHHEKOB HHpOPMALHH
TpeGoBanus, mpeABABISIEMEIE K YIPaBIeHUeCKOM HHPOpMauu

TpeboBanus oxpaHs! Tpyaa

Hpyrue

XapaKTePUCTAKH

3.4. O606mennas TpyaoBasi pyHKIHHA

' H(OpMALMOHHO-aHATHTHIECKAS 1 y
~ POBEHB
HaumeHoBanne | OpraHM3allHOHHO-aMHHHCTpATUBHAs HoAaepxka | Kon D I — 6
| IesITeNbHOCTH PYKOBOAUTEINS OPraHu3aiini ]
IMpoucxoxaenue 06061EHHOM Opurmman X 3auMCTBOBAHO U3
TpynoBo# hyHKIHH OpUrHHaia
Kox PerucTpausoHHEI HOMep
OpuruHana npodeccHOHANBHOro
CTaHAapTa
Bo3moxHEIe IToMOIHUK PYKOBOAUTENS
HaMMEHOBaHUS
JOJDKHOCTEH,
npodeccuii
TpeboBaHus k Briciee o6pa3oBanne — 6akanaBpuar
o6pa3oBaHHIO U HIH
o0yueHHIO Bricmiee o6pa3oBanue (HenpoduisHoe) — 6akaraBpuat H JONOJIHATENEHOE
npodeccHoHaNBHOE 06pa3oBanue Mo JOMOIHATENBHHIM IPpodecCHOHATEHEIM
nporpaMMam npoecCHOHAIBHOM MEPeNoAroTOBKH 110 NMPO(GIIIO AeITENPHOCTH
Tpebopanus k onpity | He MeHee Tpex JeT 0 OpraHu3alHOHHOMY, JOKYMEHTAalHOHHOMY H

NPaKTHYECKOM paboThl| HHpOpMaOHHOMY 06ecTiedeHnIO NeSTENbHOCTH PYKOBOAHTEIS OpTaHH3aliHy
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Ocobrie ycnoBus
Jonycka K pabote

Hpyrue
XapaKTEePHCTHKH

HOHOJIHHTCJILHBIC XapaKTCpUCTUKH

HawnmenoBanue qokymeHTa Kon

HaumenoBanue 6a30B0i IPYIIIBL, TODKHOCTH (Ipodeccun)
HIIH CIICMHUAIBHOCTH

OK3

3343 AJIMHHHCTPATHBHBIA U HHOH HCIIOTHUTEIBHEIH
CpeTHeTeXHWIECKHI epCoHa

EKC - CexpeTapb pyKOBOJUTEIISE
OKIITP 26341 Cexperapb pyKOBOIUTENS
OKCO 7.46.03.02 | JIokyMeHTOBeIeHHE U apXUBOBeieHHe

3.4.1. Tpynossie pyHKIHA

®opMupoBanie HHPOPMALHOHHOIO VposeHs

HaumenoBanne | B3aMMOJICHCTBHUA PYKOBOIUTEIS C Kon  D/01.6 (noaypoBeHs) 6

OpraHM3alusIMH KBanUGuKaLmy

Iponcxoxnenune
TPYZROBOH (yHKLUH

3auMCTBOBAHO U3

Opurusan X
opurMHaNa

Kon Pernctpauronnsiii Homep
OpHrHHana npoeCCHOHANBHOTO
CTaHjapTa

Tpyzmoesie

Ot60p HCTOYHHKOB HH(OPMALUH B COOTBETCTBHH C 33JaHHBIMH KPHTEPHAMH

OeHCTBUA

O6paboTKa U HHTepIpeTalu] HHGOPMAIMH ISl TOATOTOBKH IIPOEKTOB peHICHHH

IToaroroBka 3ampocoR IO MOPYYECHHIO PYKOBOJMTENS HA MOTy4YeHHE JOKYMEHTOB H
uH(OpMAILMK B opraHax roCyJapCTBEHHOH BIIACTH M YNpPaBJIeHHsA, OGINECTBEHHBIX
OpraHH3aIMAX U [OJTyIeHHEe COOTBETCTBYIOMMX HHGOPMALIMH U JOKYMEHTOB

HudopmupoBaHne pPYKOBOTUTENS O pe3yJbTaTaX pacCMOTPEHHMSA 3ampocOB H
obpameHnit

- OpraHnzanus pelieHds BOIPOCOB, HE TPeOYIOIMX HENOCPECTBEHHOTO y9YacTHS

PYKOBOMM T

IMoxroToBxa MaTepHaOB AN Y4acTHS PyKOBOAUTENS B paboTe pa3IMIHBIX CTPYKTYP
B COCTaBeé TOCYJapCTBEHHBIX H MYHHIMIANBHBEIX OpraHOB, OOIIECTBEHHBIX
oprapMzanpgt

IToaroroska JOKYMCHTOB MOJId 3aKJIIOUYCHUSA COrjameHuii o COTPYAHHUECTBE C
JCJIOBBIMH ITapTHEPAMHU

WNupopmuporanne AenOBBIX IHAapTHEPOB M 3aHHTEPECOBAHHHIX OpraHM3ammii o
PEIICHUSIX PYKOBOJHTEIS B X0JI¢ BHITIOMHEHHS COTIIAIICHIIH

Heob6xoaumeie
YMeHUS

AHanu3upoBaTh U OTOUPATh HCTOYHHKH HHOPMAIIMH B COOTBETCTBHU C KPUTEPUSIMH
OJTHOTHI, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH HPEAOCTaBIeHUS HHGOpMaAn

Cobupatb, oOpabaThiBaTh W aHAIU3NPOBaTh HMHGOPMAIMIO B COOTBETCTBHH C
3alaHHBIMHA TpeGOBaHUAMHU

IMepenaBate HHPOPMAIHIO B CHCTEMATH3HPOBAHHOM BHJIE

OGpabarsiBaTh M CTPYKTYPHpPOBaTh HH(popMamuio, 06pasys HHGOpPMAIHOHHEIE
pecypesl
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Ilpomspopute momck HHGOPMAUMM B CYIIECTBYIOIMX 0a3ax [OaHHBIX, BECTH
HHGOPMAIIMOHHO-CIIPABOYHYI0 paboTy Ha OCHOBE pasNHYHBIX KOMOHHAIHI
TOMCKOBBIX IPH3HAKOB

OGecneunBats MHHOPMAITHOHHYIO 6€30MaCHOCTD OpPraHu3aIuH

PaboTaTh ¢ KOMIBIOTEPOM, HCIONB30BaTh O(GHCHBIA MakeT (TEKCTOBBIH penakTop,
TabMHIE)

Heobxonumeie
3HaHUA

BHyTpCHHS[H H BHCUIHAA NOJIMTHKA OpraHu3alinu

HPPIHHHHI:I NPEACTAaBUTENIBCTBA B TOCYAAPCTBCHHBIX OpraHax, opraHax MECTHOIO
CaMOYIIPABJICHH, CTOPOHHUX OPraHu3alusaX H NOPST0K B3aMMOJCHCTBHUSA C HUIMHI

TTpMHOMIEI M METOTH! 8 IMHHHCTPHPOBAHHS

OcobernocTy GpopMUpOBaHHS BHEIIHUX U BHYTPEHHHX HHPOPMAIIMOHHEIX IIOTOKOB

CTpyKTypa OpraHH3aluy 1 MOPSIIOK B3aNMOMEHCTBHS oapa3eieHuil i CIyx0

ITpaBuna GopMupoBaHus U UCHIONB30BaHUsA 0a3 TaHHEIX

CoBpeMeHHEIE HaydHEIE METOIB ¥ TEXHUUECKHE CPEICTBA, CIIOCOOCTBYIOMmuUE c6opy,
06paboTKe, COXpaHeHHIO U Niepeaye HHGOPMALIH

ITpaBuita 3amMTH KOHGUAEHIMATBHOH ciyxeOHON HHOpMalK

CoBpeMeHHbIe HHQOPMAIMOHHbIE TEXHOJIOTHHI

Jpyrue

XapaKTePHCTHKH

3.4.2. Tpynosas dynxkuns

Ananmu3 nHGOpPMALHM M TOATOTOBKA YposeHs
HaumeHoBaHME | yiyhopMAMOHHO-aHATHTHYECKHX MaTEPHAToB | KOA D/02.6 | (moxypoees) 6
KBaIHHKALMH
Ilpoucxoxnenne 0 X 3auMcTBOBAHO 3
TPYLnOBOii yHKIMH PHrHHAT OpHMrHHana :
Kon PeructpauuoHHbIii HoMep
OpHrHHaja npodeccHOHaNbHOro
CTaHjapTa
Tpynosrie C6op, mepepaboTka W aHanu3 MHGOpMAOMK I PEIIEHHA 3afad, [OCTABIEHHBIX
JeHcTBHS PYKOBOIMTENIEM
IMoaroroeka nHGOPMaNHOHHO-aHATHTHYECKHX MaTepUaIoB
Pa3paboTka TeMaTHYecKkoro miaga 0630pHOr0 JOKYMEHTa, IOKIana
Onpezenenue xpyra GubamorpadhMaecKHx HCTOYHUKOB
IMoxGop HCTOYHHKOB M JIMTEpPaTYpHl O TeMe 0030pa, HOKIaja, aHATUTHYeCKOi
_ CIIPABKH
Hanucanue u ohopmiieHue 0630pa, 10Kaa, aHATATAYECKOH CIIPaBKH
Heo6xogumeie | PazpabatbiBaTh TeMaTHHecKHii IUIaH 0030pa, JOKIaaa, aHATHTHYECKOH CIIpaBKH
yMenus OG60CHOBEIBATE aKTYaJBHOCTE IPOOIEMEL, KOTOPYIO IPEACTOUT OCBETHTH B 0030pe,

JIOKJIaJie, CIIPaBKe

ITone3oBarhbest HEGOPMAIMOHHBIME PECYPCaMH M CHCTEMAaTH3HPOBATh HHHOPMALIHIO
IO 3aJaHHBIM KPUTEPHUIM

UntepnpeTnpoBars  NOJNYYCHHBIC  JAaHHBIE W MNpPECTaBIATH HX B
CHCTEMATH3NPOBAHHOM BHJIE

OnpefienaTs Kpyr MCTOYHHKOB M JIUTEPAaTypHl, HEOOXONMMBIX IS IIOATOTOBKH
uH(OPMALOHHO-aHATATHYECKUX MaTepHAIOB

W3naratp MaTCpHal B JIOTHYECKOM IOCIIEI0BATEILHOCTH

HpOPISBOIlPITL aHaIu3 ¥ OUCHKY U3JI0XKEHHOI'0 MaTepuala

OdopMIaTh TEKCT B COOTBETCTBYIONIEM CTHIIE

PesakTHpOBaTh TEKCT JOKYMEHTOB
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@opMyMpOBaTE BHIBOAHI H PEKOMEHIAIAN
OcCymecTBILITh ABTOMATH3AIMIO IPOmecCOB cOOpa, XpaHeHHd H  BbITA4d
rH(popManan
Ione3oBaTecs  yCTpoiiCTBAMH — aBTOMATH3MPOBaHHOH 00pabOTKH  TEKCTOBOM
uH}popmaiH ¥ GoToHAGOPHBIMHA yCTpOHCTBAME
IIpAMEHATE BBEIMHMCIMTENBHYIO TEXHHAKY H MHGODMALMOHHBIE TEXHOJOIMH IUISA
SKOHOMHYHOH M palHOHANBGHOH OpraHu3alMd HHGOPMALMOHHBIX IPOIECCOR,
TOBHIIEHHs! X THOKOCTH H AHHAMMYIHOCTH
ITpoBoaHTE peAakTHPOBAaHHE TEKCTA, AHAIN3 M OLCHKY BHIBOIOB H peKOMeHIaluii
ITpuMeHSATH OCHOBBI ICUXONOTHH JAEJIOBOTO OOMEHAS
Heob6xomumebie | HopMaThBHBIE OpaBOBble  aKTH, HOPMATHBHO-METOAMYECKHE  IOKYMEHTHI,
3HaHUA TOCYJapCTBEHHBIE CTAHAAPTH B cepe AesITeILHOCTH OpraHH3alHy
CTpykTypa OpraHi3aliy, pyKOBOACTBO CTPYKTYPHBIX NOApa3AeNieHuH, HalpaBieHAs
JEATCIFHOCTH OpPTraHW3allMd W KOMIIETCHIMH CTPYKTYPHBIX MNOApa3AeNeHdd H
JIOJDKHOCTHBIX JIHLL
Knaccnduxamus  ympaBneHueckodl  HHpopManmpu, BHOBI  YIPaBICHYSCKON
| uadopManuu
@Dopme! TipeCTaBlIeHHs YIIpaBIeHYeCKoH HHGpopMalun
Ucrounmkn ympaBieHYeckoii uHGOpMamum, METOAHKA OTOOpPa HMCTOYHHKOR
uH(popManuu
TpeGoanus, npexpaBiseMble K yIpaBicHIecKod HHGOpPMAIUH
Ocobennoctd  pedepupoBanus wHopManuu, crneuudpuka odopmieHHs U
COCTaBJIEHHs aHHOTalMi, pedepaTos, 0630poB, JOKIANOB
OCHOBHI HalIHCaHUs1 peueii ¥ JOKIAOB PYKOBOTHTESA :
Kareropuu ciymareneii (unrareneif), Ha KOTOPHIX 6yJ€T paccIMTaH JAHHEIH 0630,
AOKNIajg
Meronst 06pabotke MHGOPMALMH C TPUMEHEHHEM COBPEMEHHBIX TEXHHYECKHX
CpelCTB KOMMYHHKAIH H CBS3H, BLIYHCIIUTENbHOH TEXHUKH
Crpyxrypa HHGOPMAIHOHHBIX H3[aHHI B 3aBUCHMOCTH OT XapakTepa HH(pOpMaIMH
U LleNIeBOro Ha3HaYeHHs MHGHOPMALMOHHBIX H3NaHHH
CoBpeMenHble CpeAcTBa cO6opa, 06pabOTKH, CHCTEMaTH3alUHA HHOPMalHH
Hcrounmkn uHGOpMAMK: KaTajlor OHOMHOTEK, )XYPHAJIOB, MOHCKOBHIE CHCTEMHI |
HH(POPMAIMOHHO-TENEKOMMYHUKAUOHHOH ceTH «MHTEepHeT», 35eKTpoHHBIE (a3HI |
JAHHBIX
DyHKUHOHANBHOEe Ha3HadeHue o63opa (O6ubGmuorpadmueckoro, pedepaTtupHOroO,
AHATMTAYECKOT0) KaK CPeJCTBA OPHEHTALMM YUTATENS B JOKYMEHTAIBHOM HIH
HH(QOPMAUMOHHOM ITOTOKE
| OcobeHHOCTH O0IMEHAYYHOl U IparMaTHiecKko GpyHkimn 0630poB
- [IpaBuna paGoOTHI ¢ BHEITHAMH HOCHTENIAMH HH(bOpMauH
- Tlonarue u cnenudpuka Gubnnorpaduyeckoro, pedepaTHBHOrO M AHAIMTHYECKOTO
HH(POPMANMOHHOTO U3AAHUS
CupaBo4HBIE IPABOBEIE CHCTEMBI
Apyrue -
XapaKTePACTAKH
3.4.3. Tpynosas pyaxknus
Opranu3zanus JeJIOBHX KOHTaKTOB H Yposens
HanmenoBaine | 110070K0MBHBIX MEPONPHSTHIL Kox D/03.6 (noxypoBeHs) 6
KBanupHKaUHU
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X 3auMCTBOBaHO M3

TPYHOBOH (ryHKHHIH Opurusan OpHUrHHaia
Kog PeructpauuoHHbiit HOMep
OpHrHHaNa npodecCHOHaNbHOTO
CTaHIapTa
TpynoBsie Opranusanus M IUTaHUPOBAaHWE JENOBHIX KOHTAaKTOB, BCTpeY H MOE3IOK
JNeUCTBHA pyKoBoAMTENS -
Opranmzanys  3acelaHui, COBEMAHHMA W  MEPONPHATHH, IPOBOJHUMBIX
PYKOBOJMTENEM
INoaroroBka MaTepHAJIOB [Jid COBCIIAHMI, BEACHHE M 0QOpMIICHHE MPOTOKONIOB
TToAroToBKa Mpe3eHTaNnui 0 YKa3aHUIO PYKOBOAMTENS
Ioxgroroeka 1 IpoBeeHHE Npecc-KOHpepeHIHH PYKOBOAUTES
Opranmsanus IeperoBopoB, obecleueHHe YYacTHHKOB HHGOpMalHOHHEIMH
MaTepraiaMu, BEACHNE 3aluceil IEPEroBOpoB
Heo6xomumele  CocTaBisiTh IJIaH IOE3AKH PYKOBOJHUTEIL
yMeHHS OdopMIIITE TOKYMEHTHI, HEOOXOmUMBIE U AENIOBOM MOe3NKH, KOMaHZMPOBKH
PYKOBOJHUTEIS
CocraBiaars 1 opOpMIISTh MPOTOKOJH! COBEIMAHMHM, 3acelaHuil U KOH(EPEHTHHIX
MEPONPHATHH, TOTOBUTH CIIHCOK YYaCTHHKOB, MOBECTKY AHA, ABOYHBIC JIMCTHI U
TIPOEKTHI HTOTOBBIX IOKYMEHTOB
CocTaBisTh Ipecc-pestn3bl
Bectu neperoBops! ¢ napTHEpaMu
Pa6otaTh B pexxuMe MHOr03a1a4HOCTH
PaGorath ¢ GonpmuM 066eMOM HHPOPMALMH
Co31aBath H HOAICPIKUBATH TOJIOXKUTEIbHBIH HMUJDK OPraHH3allHK U PYKOBOIUTEJIA
Hcnonb30BaTh BRMHCIATCIBHYIO TEXHHKY H HHGOPMAIIHOHHO-KOMMYHHKAIMOHHBIE
TEXHONOTHMH U1 Oojlee HSKOHOMHYHOH M  pallMOHANBHOH  OpraHH3alluH
HHOOPMAIIMOHHEIX IIPOLIECCOB, ITIOBEIMICHAS MX THOKOCTH H IMHAMUYHOCTH
O6ecneunBaTh HHGOPMALOHHYIO 6€30IIaCHOCTh OPraHH3alMH
Heob6xonumble | HopMaTHBHEIE IpaBOBBIE  aKTH, HOPMATHBHO-METONMYECKHE  JIOKYMEHTEI,
3HaHHUSA FOCYapCTBEHHBIE CTAHIAPTHL B cepe NesTeNHHOCTH OpraHU3ayH
CtpykTypa OpraHM3alHM, PYKOBOJIIMH COCTAB OPraHH3allMH M IIOAPA3NCICHUH,
HanpaBJICHHs JEATEIBHOCTH OpraHM3allid MW KOMIIETCHIIMM CTPYKTYPHBIX
HOZPa3IeNIeH I M JOMKHOCTHBIX JIHIL
Icrxonorus JenoBoro oOueH s, OCHOBH KOH(IMKTONOIHH
ITpaBuia npoBeIeHHs AENOBHIX IIEPETOBOPOB H MPOTOKONBHEIX MEPOIPHATHI
OTHKET ¥ OCHOBBI MEX/TYHAPOIHOTO IPOKOJIA
IIpasuna cocraBieHus 1 0pOpPMICHHS JOKYMEHTOB
IpaBuna 3amuTel KoHGUACHIMANBHOH ciyeOHON HHpOPMAIH
_ HHpopMamOHHO-KOMMY HHKAIIMOHHBIE TEXHOJIOTHH
Hpyrue -
{ XapaKTEePUCTHKH
3.4.4. Tpynosas pynknus
OpraHu3anus NCIIOTHEHHUS pelleHuit Yposenn
Haumenosauhe | pyopopmens Koxn D/04.6 (m0/ypoBeHs) 6
KBaTU(HKALMH
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TpyAOBOH (GyHKIMHK
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X 3auMCTBOBAHO H3 |
opurHHana i

Kox
OpurHHaNa

Opurusan

PerucTpauoHHslit HoMep
npogecCHOHATEHOTO
cTaHaapTa

| neifcTBUs

|
|

JoxyMeHTanmbHOe O(OPMIEHHE PEUICHANH PYKOBOAUMTENS, JOBEAECHHE JO CBEACHHS
pabOTHUKOB OPraHU3AIMM YCTHBIX PAcIOPsKeHUl PYKOBOIUTENS

Koopnunauml JACATCIIBHOCTH 110 HCIIOJITHEHHUIO pemeHm‘z‘x PYKOBOIUTEINA

KOHTpOJIb HCTIOHEHUS pelieHuil pYKOBOJUTEIS

[ToaroToBKa OTYETOR O BHIMONIHCHUH HOpy‘ICHPIﬁ A pemenm‘fx PYKOBOOHUTEIIA

| Heo6xomumeie
YMEHHS

CocraBnate H 0QOPMIATE TOKYMEHTEI, COJCpKAIUe HOPYYECHUS U PACHOPIKEHHS
PYKOBOIUTEILI

BecTH yd4eT NOPYYeHHH PyKOBOAMTENA, TPEOYIONIMX KOHTPOIS IO CYLIECTBY
pelIeHus Bonpoca

IIpuHAIMAaTh pemeHns B mpouecce paboThI

TIpou3BomuTh aHAIM3 UCHOIHATEIBCKON UCHUILTHHEL

CocTaBIATh AHAMMTHYECKHE OTYETH H CHPABKA IO Pe3yNbTaTaM HCHOIHEHHS
HOpYYeHH# B pacIIOPsKEHHH PYKOBOAHTENA

Ilone30Batecst cucTEMaMu DJIEKTPOHHOI'O IlOKyMCH’!‘OOGOpOTa

HpHMeHﬂTb BBIYHUCIIUTCIBHYIO TCXHHKY H HH(I)OPM&HI/IOHHO-KOMMyHHI(aIII/IOHHBIe
TEXHOJOTHH AJI S5KOHOMHYHOH H paunonam,Hoﬁ Opra"Hu3anuna I/IHd)OpMaHHOHHBIX
TIPOLIECCOB, MMOBBIICHUS MX TAOKOCTH U JHHAMAYHOCTH

OGecneunBaTh 6€30MaCHOCT AEATEIFHOCTH OpraHHU3alyHl

Heo6xonumeie
3HAHUS

HOpMaTl/IBHHC IIpaBOBLIC aKThl, HOPMATHBHO-METOJAHNYECKHE
TOCyNapCTBCHHBIE CTAHAAPTEL B c@epe ACATCIBPHOCTH Opradu3anin

JIOKyMEHTHI,

| CTpykTypa OpraHu3alys, pyKOBOACTBO CTPYKTYPHBIX OHpa3/ieNleHHi, HapaBIeHHs

JIeATEILHOCTH OpraHH3allid W KOMIIETEHIMH CTPYKTYPHBIX IOApa3sJeleHuid H
JOIDKHOCTHBIX JIHI{

IIpaBmia opoBeaeHHA KOHTPOJI HCIOJMHEHHUS! IOPYICHHI PyKOBOUTENS

TexHonorus BeleHUs: KOHTPOJIS MCIIOJTHEHHs! TOPYYCHUH PYKOBOAMTENS -

CucreMBl SJIEKTPOHHOTO JOKYMEHTOO00pOTa, 6a3bl JaHHBIX
TpeboBaHus OXpaHHI Tpyaa

Hpyrue

XapaKTEPUCTHKHA

IV. CBenennsn 06 oprann3anuax — pazpaborunkax npogeccHoHa/IbLHOI0 CTAHAAPTA

4.1. OTBeTcTREeHHAS OPraHH3aNAA-pazpaboTIHK

MockBer

HII «HamuonansHas acconmanus OpUCHBIX CIICIUATHCTOR H aAMUHACTPATHBHEIX paGOTHHKOBY, FOpO.

Jupextop

Xmocuesa Jlrogmuina IerpoBra

4.2. HaumeHoBanus opraHn3anmii-pa3paboTunkos

000 «llenTp sKcnepTH3sl ¥ ceprudukanumy, ropoa Mocksa

®I'BOY BO «Poccuiickuil rocyapcTBEHHBIM F'yMaHATapHbIH YHHBEPCHTET», ropos Mocksa

QOI'BIIOY «Komremx MU Poccun», ropog Mocksa

DIIN | —

ITAQ «MockoBckast 00BCIMHEHHAS SHepreTHdeckas KOMIIaHHA», ropoa Mocksa
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1 O6mepoccuiickuli KnaccudukaTop 3aHATHIA.
2 O6epoccHiickuii KNacCHPUKATOP BUAOB SKOHOMHYECKOH AeATENLHOCTH.
3 O6mepoccuiickuii knaccuduxarop npodeccuit pabounx, JomKHOCTEl cnyXaluX 1 TApHGHBIX Pa3paIoB.

4 Enunbiii keanuuKaUMOHHbII CHPaBOYHHK AOHKHOCTEH PYKOBOAUTENEH, CIEHAIMCTOB H CITY)KAlIHX.
3 O6wepoccHiickuii KnaccHpUKaTop cnelHanbHocTel o 06pasoBaHHIo.
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