[Mpuka3s MuHucTepcTBa Tpyada u counansHon 3awmnTtbl PO ot 6 mas 2015 r. N 276H
"O6 yTBEPXOEHMM NpodeccMoHanbHOro ctaHgapta "Cneumanuct No opraHM3auMOHHOMY
N OOKYMEHTaLNOHHOMY obecneveHnto ynpasneHnsa opraHmsaumnen”

B cooteBeTcTtBMM € nyHkTOM 16 [Mpasun paspaboTkn, yTBEpXKAEHUS N NPUMEHEHUS
npodyeccuoHanbHbIX CTaH4ApTOB, YTBEPXAEHHbIX MocTaHoBneHnem [lpaBuTenbcTea
Poccuinckon ®epepaumm ot 22 aHeapsa 2013 r. N 23 (CobpaHue 3akoHogaTenbcTBa
Poccunckon epepaumn, 2013, N 4, cT. 293; 2014, N 39, cT. 5266), nprkasbiBalo:

yTBEPOUTb nNpunaraemMbl  npodeccuoHaneHell - ctadHgapt  "Cneumanuct  no
OpraHn3aLMOHHOMY M AOKYMEHTaLMOHHOMY obecneyveHunto ynpaBneHus opraHnsaumen”.

MwuHuncTp M.A. TonunuH

3aperunctpupoBaHo B MuHiocte PP 2 utoHa 2015 .
PernctpaunoHHbin N 37509

FTAPAHT:

Cwm. crnpaBky 0 NpodeccuoHarnbHbIX cTaHgapTax

Cwm.:

OOJMDKHOCTHYH MHCTPYKLMIO MOMOLLHMKA PYKOBOAUTENS
OOJMKHOCTHYHO MHCTPYKLMIO CEKpeTaps-agMUHUCTpaTopa
AOJMDKHOCTHYH MHCTPYKLMIO CEKpeTaps pykoBOAUTENS
AOJMKHOCTHYH MHCTPYKLUMIO AENONPON3BoanTENs

MpodeccmoHanbHbIN cTaHAAPT
CneuunanucTt No opraHM3auMOHHOMY U AOKYMEHTaUuMOHHOMY obecneyeHuto
ynpaBrieHUus1 opraHusauuen
(yTB. npukazom MuHuctepcTBa Tpyaa u coumanbHomn 3awmutbl PO ot 6 masa 2015 r.
N 276H)
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PePMCTpaHMOHHHﬁ HOMEP

. O6wme cBeaeHus

OpPaHMSaHMOHHOG ¥ IOOKYMEHTAlLMOHHOEe obecrnedueHue

yIOpaBJIeHMS OpTaHM3aUuMaMM JIOOBEIX OPITaHM3alMOHHO-IIPAaBOBEX
bopmMm 07.002
(HaMMeHOBaHMEe BUIa NPOodeCCUOHAaJIbHOM NOesaTeJIbHOCTH) Konm

OcHoBHas uesnb BMaa npodeccnoHanbHom AeaTeNibHOCTU:
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Peanusauuns obecneumBatomx pyHKUUI yNpaBneHnsa opraHnsaunen; BHegpeHme
AYYLLMX TEXHMYECKNX pa3paboToK 1 HOBEMLLMX TEXHOSOrMMIM B obecneveHme
ynpasneHus opraHnsaunemn

pynna 3aHATUI:

2432 Bubnnotekapwu, 3431 AOMUHUCTPATMBHO-yMpaBrieH4Ye
Gubnuorpadvl, CKMIW nepcoHan
AOKyMeHToBeAbl U
cneunanncTbl
POACTBEHHbIX Npodeccum

4222 Cnyxauwme, 3aHATblE - -
npuemMom u
MHOPMUPOBAHMEM
noceTnTenen

(koa (HanmeHoBaHwMe) (kog OK3) (HanmeHoBaHwue)
OK3*(1))

OTHeceHuMe K BaaM 3KOHOMUYECKOWN OeATENbHOCTU:

82.1 [esaTenbHOCTb aAMUHUCTPATUBHO-XO3SMCTBEHHASA U
BCMoMoraTenbHas AeATernbHOCTb No obecnevyeHuto
YHKLMOHMPOBAHNS OpraHn3aumm

82.3 [eaTenbHOCTb N0 opraHM3aummn KoHPepPEeHLUUM N BbICTaBOK
(ko (HanmeHoBaHMe BUOA 3KOHOMUYECKON AeATENBHOCTL)
OKB3[*(2))

Il. OnncaHue TpyaoBbIX (pyHKLUUNA, BXOASALMX B NpodeccuoHanbHbIW cTaHaapT
(dbyHKUMOHanNbLHasA KapTa BMaa npocgeccnoHanbLHOn AeaTenbLHOCTH)

O606ueHHbIE TPYAOBbIE PYHKLNN Tpynosble yHKUNN
Koq HanMeHoBaHWe | ypoBe HanmMeHoBaHue KoA4 YPOBEHb
Hb (nogypoBeH
KBanm b)
dukay KBanuduka
nm Lnn
A OpraHusaumoHHoe 3 Mpuem un A/01.3 3
obecneyeHve pacnpeneneHue
AEeATENbHOCTH TenegOHHbIX 3BOHKOB
opraHusauum opraHusaumm
OpraHunszauma paboThbl ¢ A/02.3 3
noceTuTensMu
opraHusaumm
BbinonHeHune A/03.3 3
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KOOPAMHUPYHOLLUX U
obecneymBaloLLmnX

dyHKLMI

[oKyMeHTaLuMoHHO
e obecneyeHune
AEATENbHOCTH
opraHusauumu

OpraHunsaumsa paboThbl ¢
AOKYMEHTaMm

B/01.4

OpraHunsauma Tekywero
XpaHEeHUs1 AOKYMEHTOB

B/02.4

OpraHunsauna obpaboTku
Aen Ansi nocneayoLlero
XpaHeHus

B/03.4

OpraHunsaumoHHoe
AOKYMEHTAaLMOHHO
eu
NHdOpPMaLMOHHOE
obecne4veHune
AEeATENbHOCTH
pyKoBoaUTENS
opraHusaummu

OkasaHvne nomoLu
pyKoBOAUTENO B
nnaHMpoBaHun padoyero
BPEMEHM

C/01.6

[MnaHupoBaHue
paboyero gHsa cekpeTaps

C/02.6

OpraHusaums
TenedOHHbIX
neperoBopoB
PYKOBOANTENS

C/03.6

OpraHunzaumsa
KOMaHANPOBOK
pyKoBOOUTENS

C/04.6

OpraHunszauma paboThbl ¢
noceTuTeNsiIM1 B
npUemMHoOmn
PYKOBOANTENS

C/05.6

OpraHuszauus
NnoaroTOBKM,
npoBeaeHNsa n
obcnyxmBaHuna
KOH(pEepEHTHbIX
MepPOnNpPUATUIN

C/06.6

OpraHunszauus
NCNOJTHEHUS pELLEeHUN,
OCyLLeCTBIieH1e
KOHTPOMSA UCNOJTHEHUS
nopyyeHum
pyKkoBoauTEnNS

C/07.6

OpraHunzauma un
nogaepxaHve
dPYHKLNOHAMNBLHOro
paboyero npocTpaHcTBa
npuemMHon n kabunHeTa
pyKkoBoaUTENS

C/08.6

PaspaboTka nokanbHbIX

C/09.6




HOPMAaTMBHbIX aKTOB,
pernaMmeHTUPYHLLMX
paboTy cekpeTaps

CocTtaBneHue un
ochopmreHune
ynpaBreH4YeCcKou
OOKYMeHTaummn

C/10.6

OpraHusauma paboTbl ¢
AOKyMeHTaMu B
npMeMHomn
PYKOBOANTENS

C/11.6

OpraHusauma xpaHeHus
AOKYMEHTOB B MPUEMHOM
pykoBoaguTens

C/12.6

ObecneyeHue
pyKkoBOAUTENS
MHdOpMaumen

C/13.6

OpraHunzaums
NHOPMAaLMOHHOIO
B3aMMOOEeNCTBUA
PYKOBOAUTENS C
nogpasgeneHnamMmm n
AOSHKHOCTHBIMU NLaMm
opraHmsaumm

C/14.6

NHdopmaLunoHHo-
aHanuTn4eckasa u
opraHnsaumMoHHO-
agMUHUCTpaTMBHA
A nogaepxka
AeATerIbHOCTH
pyKkoBOAUTENS
opraHusauumm

dopmupoBaHme
MHGOPMaLMOHHOIO
B3aMMOOEeNCTBUA
pykoBoauTens c
opraHusaumsimu

D/01.6

AHann3 nHgopmaunm n
noaroToBKa
MHGOPMaLMOHHO-aHanu
TUYECKNX MaTepuanos

D/02.6

OpraHusaumsa genoBbix
KOHTaKTOB U
NPOTOKOJSTbHbIX
MepPONpPUATUN

D/03.6

OpraHunszauus
NCMONHEHUs peLLeHnin
PYKOBOANTENS

D/04.6

lll. XapakTepuctuka o6006LeHHbIX TPYAOBbIX (hyHKLUN

3.1. O60b6LweHHaa Tpygosas yHKLMS




HaumeHoB | OpraHusaunoHHoe obecneveHme Koa A | YpoBeHb 3
aHue AEATENbHOCTN OpraHn3aumnm KBanudukaw
nn
MpoucxoxaeHne OpuruHan 3anMmcTBOBaHO U3
0606LeHHOoM X opurmHana
TPy4oBOU (PYHKLNK
Kon Pernctpauu
opurnHa OHHbIN
na HOMeEp
npodeccnoH
anbHOro
cTaHgapTa
BoamoxHble CekpeTapb-agMUHUCTPaTOpP
HanMeHOBaHUS
JOJMKHOCTEWN,
npodgreccunim
TpeboBaHu4 K CpenHee obuiee obpasoBaHme
obpasoBaHuio n | lNpodeccrnoHanbHoe 0byyeHne - nporpamMmmbl NPOdEeCCUOHaNbLHON
oBy4yeHunto NOAroTOBKM Mo npodgyeccusim paboumx, JOMMKHOCTAM CnyXalumx,

nporpaMmmbl NEPENnoaroToBKM paboymx, cryxalmx, NnporpaMmbl
NOBbILLIEHMS KBanndmkaumm paboymx, cnyxawimx

TpeboBaHu4 K -
onbITY
npaKkTu4eCcKom
paboThbl

Ocobble ycnosus | -
Aorycka K
paboTe

Apyrve -
XapaKTepUCTUKM

[lononHuTenbHbIE XapaKTepuCTmkun

HanmeHoBaHne goKyMeHTa Kog HanmeHoBaHne 6a30BoW rpynnbl, OMKHOCTH
(npochbeccun) nnm cneumanbHOCTH
OK3 4222 | Cnyxawme, 3aHATble MPUEMOM U
NHOPMMPOBaAHMEM NOCETUTENEN
OKCO*(3) 03200 | JokymeHTOBELEHMNE U OOKYMEHTALMOHHOE
1 obecneyeHne ynpaBneHuns

3.1.1. Tpyoosas pyHKUMS
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HanmeHoBaHue

MpouncxoxaeHu
e TpyaoBou

QYHKLMN

MNprem n
pacrnpegeneHue
TenedOoHHbIX 3BOHKOB
opraHusauumu

Kog | A/01.3 | YpoBeHb 3

(nooypoBeHb)
KBanudgukaumm

OpurnHan X

3anmcTBOoB
aHo u3
opurmHana

Kon PernctpaumoHH
opurMHana bl HOMEpP
npodeccunoHan
bHOIo
cTaHgapTa

Tpynosble
JencTBus

ﬂepeHanpaBneHme Teﬂe(*)OHHbIX 3BOHKOB pyKOBOACTBY U
COTpyaAHMKaM opraHmn3auumnm

Pernctpauma noctynarowmx teneoHHbIX 3BOHKOB

lMonyyeHne HeobxoaMMOM NHpopMauuK N Nnepegada
CaHKLUMOHMPOBAHHON MHGOPMaLMn NO TenegoHy

Heobxoanmbie
yMeHUs

Mcnonb3oBaTb TEXHUYECKUNE N nporpaMmMHble CcpeacTBa a4
npoBegeHnA roflocCoOBON U BVI,D,eO-KOHCbepeHLl,-CBFBVI

Ncnonb3oBaTtb cpeactBa KOMMYHUKALMOHHOM OPrTEXHUKM AN
nonyyYyeHns n nepegaym nHdbopmaunm

BecTu yyeTHble pernctpaumoHHble oopMbl, UCNOMNb30BaTb UX
Ans nHpopmaunoHHOM paboThl

NeperoBopos

YcTaHaBnMBaTb KOHTAKT ¢ cobeceqHMKOM, NoaaepKueaTthb U
pasBuBaTb AenoByto 6eceay B npouecce TenedoHHbIX

CrnaxuBaTtb KOHC*)J'II/IKTHbIe N CINOXXHbl€ CUTyaLlunn
MEXITMYHOCTHOIro B3anMO4eNCTBUSA

Cobnogatb cny>XebHbln 3TUKET

Heobxoanmbie
3HaHuA

®yHKUMM, 3a4a4m, CTPYKTYpa opraHm3aunm, ee cBsiaun

[NpaBuna B3anmMogencTBmna ¢ napTHepamu, KnneHtamu,
cpeacTsamMu MaccoBon MHopmMauum

3Tuka genoBoro obLieHus

[paBuna pe4yeBoro aTUKeTa

TpeboBaHusa oxpaHbl Tpyada

MpaBuna 3awmTbl KOHUAEHUMANBHOW CryXebHOM MHGopMaLnm

Apyrve
XapaKTepUCTUKU

3.1.2. TpynoBas pyHKUMS

HavmeHoBaH | OpraHusaums paboTbl C

ne noceTunTesiIaMmn opraHm3auumnn

Kog

A/02.3 | YpoBeHb 3
(mnoaypoBeHb)




| [ Jeanndukaumn [ ]

MpoucxoxaeH | OpurnHan X 3anmcTBOBaHO
ne TpyaoBou N3 opurnHana
QYHKLMN
Kon Peructpauy,
opurmHana WOHHbIN
HOMep
npodpeccro
HanbHOro
cTaHgapTa
Tpynosble BcTtpeya nocetutenen, nonyydeHme nepBUYHON MHpOpMaLnmM O
AencTeus noceTUTENAX M MOMOLLb B OpraHM3aumm nx npuemMa pykosogutenem
N COTpyaHUKaMu
BegeHue xypHana 3annucu noceTutenemn
YyeTt nocetutenen n oopmMmsieHne nponyckoB
Copencrteue onepaTMBHOMY PacCMOTPEHUIO NPOCLO K
npeasioXeHNn NoceTUTENEN
Mprem n nepefaya JOKYMEHTOB NoceTUTENen pykoBOACTBY U
COTPYAHMKaAM OpraHu3aumm
OpraHunsaums 1 6poHMpPOBaHNE NEPErOBOPHbIX KOMHAT
CepBupoBka 4arnHoro (koenHoro) crtona B ogumce
[MpuroToBreHne HaNUTKOB (Yan, Kode, NpoxnaguTenbHble HaNUTKN)
Heobxoanmbie ObLwartbca ¢ noceTUTeNaMU
yMeHUs Mcnonb3oBaTtb yCTaHOBMNEHHbIE NMpaBuna 1 npouenypsbl
KOMMYHMKaUMN BHYTPWU OpraHnsaumnm
BecTtu yyeTHble dopMbl, UICNONb30BaTb UX 4SS paboThl
CosgaBaTtb MNONOXUTENbHBLIN UMUK OpraHM3auunu
[MpnHUMaTbL Mepbl MO paspeLleHn0 KOHMPMKTHBLIX CUTyauumn
[MpMeHATb MHPOPMALNOHHO-KOMMYHUKALNOHHbIE TEXHOSOMMU
Ob6ecneymBaTb KOHPUAEHUMANBHOCTb MHOPMaLUK
Heobxogumeble [MpaBuna opraHMsauum npuema noceTutenemn
3HaHuA lMpaBuna genosoro oduieHns

CTpykTypa opraHusauumn n pacnpegeneHve yHKLMn mexay
CTPYKTYPHbIMUW NoapasaeneHnsamMmn n cneyuanmctamm

MpaBuna opraHM3aunM NpPUeMoB B oguce

[MpaBuna cepBMPOBKM YarHOro (KoenHoro) ctona

I'Ipanma NPUroToBJ1IEHNA N NOAa4YMN ropA4YNX HAMUTKOB N 3aKYCOK K
HUM

3OTuKa genoBoro odLeHus

[MpaBuna pe4yeBoOro aTMKeTa

TpeboBaHnsa oxpaHbl Tpyaa

[MpaBuna 3awnTbl KOHPUAEHUNANBHON CiyXebHon nHphopmauum

Opyrue




XapaKTepUCTUKA |

3.1.3. Tpynoosasi yHKUMS

HanmeHoBaHne | BbinonHeHune Koa | A/03.3 | YpoBeHb 3
KOOPANHMPYIOLLUX U (nopypoBeHb)
obecnednBaromMx OYHKLNIA KBanudoukauunm

MpoucxoxaeH | OpurmHan X 3aumcTBOBa

ne TpyaoBou HO 13

YHKLMN opuruHana

Kon Pernctpauu
opurmHana OHHbIN
HOMep
npodgeccuno
HanbHOro
cTaHgapTa
TpynoBsble BeneHue xypHana pa3be3goB pabOTHUKOB OpraHu3aumnm
AencTeus KoopanHauma paboTbl KypbePOB 1 BOOUTENEN OpraHn3aumm
BeneHwue xxypHana pa3bes3oB KypbepoB OpraHusaumm un
MapLUpyTOB BOAUTENEN
CocTaBneHue cnpaBku 0 pasbesgax paboTHUKOB, KYPbLEPOB U
MapLipyTax BoguTenen opraHmsaumm

Heobxogumble CocTaBnsaTb 1 BECTUN YYEeTHble JOKYMEHTHI

yMeHUs MpMeHATb cpeacTBa KOMMYHUKaLMK AN nepegadn nopyyeHun
PYKOBOAUTESNS U COTPYLAHMKOB OpraHn3aumnm
MpumMeHATb coBpeEMEHHbIe cpeacTBa cbopa, 06paboTkm n
nepegadn nHopmaumnm
OueHunBaTb pesynbTaTbl B paMKax NOCTaBIEHHbIX 3ada4
OcyLecTBnsATb KOHTPOSb UCMNOSTHEHUSI MOPYYEHUIA PYKOBOANUTENS
COTPYOHUKaMM

Heobxogumeble [MpaBuna pevyeBoro aTMkeTa

3HaHuA ATnka genoBoro obuieHns
TpeboBaHUsa oxpaHbl Tpyada
[MpaBuna 3awnTbl KOHPUAEHUNANBHON CnyXebHon nHpopmauum
CTpyKkTypa opraHusauum n pacnpegeneHue oyHKUMmn mexay
CTPYKTYPHbIMM NogpasgenieHnsMm 1 cneymanmcramm

Opyrve -

XapaKkTepUCTUKK

3.2. O6obLweHHasa Tpygosas PyHKUMS

HanmeHoB
aHue

[lokyMeHTaunoHHoe
obecneyeHne OeaTenbHOCTH

Ko YpoBeHb

KBanudoukauunm




| oprasuzaumuu ] ]
MpoucxoxaeHne OpurmHan X | 3aMmcTBOBaHO
06006LEeHHOM n3 opuruHana
TPyLooOBOM (PyHKLUMN

Kon PerncrpauyunoHH
opurMHana bl HOMEP
npodeccuoHarb

HOro cTaHgapTa

Bo3amokHble
HanMeHoBaHMUA
JOJKHOCTEWN,
npodgreccunn

[enonponssoantens

TpeboBaHu4 K
obpasoBaHuio n
obyyeHuno

CpenHee npogeccmoHanbHoe obpasoBaHuMe - NporpaMmmbl
NOArOTOBKM KBaNNUMPOBaHHbIX paboumnx, CnyaLinx

TpeboBaHua K onbITy
npaKkTu4eCcKom
paboThbl

Ocobble ycnosus
aonycka kK paborte

Apyrve
XapaKTepUCTUKM

[lononHuTenbHbIE XapaKTepUuCTmKun

HaunmeHoBaHue Koa HanmeHoBaHne 6a3oBoWw rpynmnbl, 4OSMKHOCTH
OOKYMEHTa (npocpbeccun) nnm cneumanbHOCTH
OK3 3431 AOMVHUCTPATUBHO-YMpPaBieHYECKUN NepcoHarn
EKC*(4) - [enonponssoantens
OKNMAgTP*(5) 21299 [enonpounssoantens
OKCO 032002 | lokyMeHTaLMOHHOEe obecrneyeHne yrnpaBneHus
N apxnBoBegeHne

3.2.1. TpynooBas pyHKUMS

HanmeHoBa | OpraHunsaumsi paboThbl C Kog | B/01.5 | YpoBeHb 5
Hue AOKyMeHTaMu (noaypoBeH

b)

KBanudgvka

LN
MpoucxoxaeH | OpuruHan X | BaumcTBOBaHO |
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ne TpyaoBou
YHKLMN

N3 opurmHana

Kon PerncrpaynoHHbI
opurnHana N HOMep
npodgeccnoHarnbH
Oro ctaHgapTa

Tpynosble
OENCTBUS

Mprem n nepsnyHas 06paboTka BXOOALNX JOKYMEHTOB

MpeaBapuTenbHOE PacCMOTPEHME U COPTUPOBKA JOKYMEHTOB Ha
pPerncTpupyemblie 1 He permcTpupyemsble

MoaroToBka BXOAALLNX JOKYMEHTOB AN PACCMOTPEHUS
pykoBoauUTENEM

Perncrpauns BXxogswmnx OKYMEHTOB

OpraHVlsau,vm OOCTaBKU JOKYMEHTOB NCIMOJIHUTEJTAM

BepneHune 6a3bl AaHHbIX AJOKYMEHTOB OopraHnsauunmu

BeneHne nHgopmaunMoHHO-CnpaBo4YHOM paboThl

O6paboTka 1 oTnpaBka UCxoasaWwmx JOKYMEHTOB

OpraHusaums paboTbl N0 perncTpaunu, y4eTy, XpaHeHMIo 1
nepegaye B COOTBETCTBYIOLLIME CTPYKTYPHbIE NogpasaeneHns
AOKYMEHTOB TeKyLlero 4enonpon3soacTtea

KOHTpOJ'Ib NCNOJIHEeHNA OOKYMEHTOB B OpraHn3aunu

Heobxoanmbie
yMeHuUs

PaboTtaTb CO BCeN COBOKYMNMHOCTbIO
NHPOPMALMOHHO-A0KYMEHTALUNOHHbIX PECYPCOB OpraHn3aumm

Monb3oBaTbcs 6azamu JaHHbIX, B TOM Yu1cne yaaslieHHbiMU

Nonb3oBaTbcs cnpaBO4HO-MNPaBOBbIMN CUCTEMaAMU

Monb3oBaTbCA aBTOMATU3MPOBAHHLIMM CUCTEMaMM YYeTa,
permcTpaumm, KOHTPONs 1 MHPOPMAaLMOHHO-CNPaBOYHbLIMU
cucTemamu npv paboTte ¢ AOKYMeHTaMu opraHusauum

[MpuUMeHATL COBpEMEHHbIe
NHPOPMAaLMOHHO-KOMMYHUKALMOHHbIE TEXHOSOrMn ans paboThl
C JOKYMeHTaMu, B TOM Yucne Ansa ee onTMmu3aumnm u
NnoBbILWEeHNA 3(PPEKTUBHOCTHU

Heobxoanmbie
3HaHuA

HopmaTuBHble NpaBoOBble aKTbl U HOPMATUBHO-METOoANYECKME
AOKYMEHThI, onpeaenstoLme nopsgok 4OKyMEeHTaLNOHHOIo
obecneyeHuns ynpaBneHus

CTpyKkTypa opraHusaumm, pykoBOACTBO CTPYKTYPHbIX
nogpasgeneHnm

COBpeMeHHbIe I/IHdI)OpMaLlI/IOHHbIe TEXHOJ10MMun pa6OTbI C
AJOKYMEeHTaMUn

Mopsgok paboTbl C AOKYMEHTAMM

Cxembl fokymeHTOOBopoTa

MpaBuna paboTbl C BXOASALUMU, UCXOOALLMMM U BHYTPEHHUMU
[OKYMEHTaMu

ﬂpanma opraHmsaumn n (*)OprI KOHTPOJ1A NCNOJIHEHUA
AJOKYMEHTOB B OpraHni3auunum




Tunosble CPOKN NCMNOJTHEHNA NOKYMEHTOB

MprHUMnbl paboTbl CO CPOKOBOW KAPTOTEKOM

HasHayeHune 1 TexHonorns TekyLwero n npeaynpeanTensHoro
KOHTpOnS

I'Ipanma CoCTaBlieHnAa aHarmMTU4YeCKMnX CcnpaBoK MO opraHn3aLnn
pa6OTbI C JOKYMEHTaMN N KOHTPOJIKO NCMNOJIHEHNA OOKYMEHTOB

MpaBuna goKyMeHTauNoHHOro obecneyeHnss 4esaTenbHOCTH
opraHu3aumm

Buabl AOKYMEHTOB, MX Ha3Ha4YeHne

Tpe6OBaHVIFI, npeabsasndemMble K JOKYMEHTaM B COOTBETCTBUN C
HOPMAaTUBHbIMW aKTaM N roCygapCTBEeHHbIMUN CTaHOAPTaAMW

lMpaBuna coctaBrieHns n opopmneHns
NHPOPMaLMOHHO-CMPaBOYHbIX, OPraHN3aLNOHHbIX,
ynpaBfieHYE€CKNX JOKYMEHTOB

MpaBuna co3naHus 1 BeaeHus 6a3 AaHHbIX CNyXeOHbIX
AOKYMEHTOB B OpraHu3auum

CucTeMbl 9NEKTPOHHOIO AOKYMeHToobopoTa

[MpaBuna u CPOKM OTNPaBKM NCXOOSALLUMX AOKYMEHTOB

TpeboBaHnsa oxpaHbl Tpyaa

Apyrve
XapaKTepUCTUKM

3.2.2. Tpyoosas dyHKUMS

HavmeHoBaHue | OpraHmMsaums TekyLiero Kog |B/02.5 | YpoBeHb 5
XpaHeHUs1 AOKYMEHTOB (noaypoBeHb)
KBanudukaum
n
MpoucxoxaeH | OpurnHan X 3anmMcTBOBaHO
ne TPyaoBOU n3 opurmHana
yHKLMN
Kon PerncrpauyunoH
opurmHana HbIN
HOoMmep
npogeccuoHa
NBHOrO
cTaHgapTa
TpynoBsble PaspaboTka HOMeHKNIaTypbl A€ opraHm3aumm
AencTBnd [MpoBepka npaBurbHOCTU 0GPOPMIIEHUSA JOKYMEHTOB U OTMETKN

06 1x UcnonHeHUn nepen Nx GopM1MpoBaHNEM B Aero ANis
nocrnenywLero XxpaHeHus

dopmynunpoBaHue 3arofioBKOB AeN U onpeaenieHne CPoKoB NX
XpaHeHus




dopmmpoBaHue gen

KoHTponb NpaBunbHOro 1 CBOEBPEMEHHOIO pacrnpeaeneHus 1
NoALUMBKM OKYMEHTOB B Aena

Heobxoanmbie
yMEHUSA

OpraHunsoBbliBaTb paboTy No y4eTy, XpaHEeHUIO 1 nepegaye B
COOTBETCTBYIOLLIEE CTPYKTYPHOE NoapasaeneHne JOKyMEHTOB
TeKyLlero 4enonpon3soacTea

OcyLecTBnsATb METOANYECKOE PYKOBOACTBO
AEeNonpoM3BOACTBOM B OpraHM3aLumn, KOHTPONMpPoBaTh
npaBunbHoOe opMMpoBaHME, XpaHeHUEe U caady Aen B apXuB

PaspabaTtbiBaTb HOMEHKNATYPY Aen CTPYKTYPHOro
nogpasgenexHus

Ncnonb3oBaTb HOMEHKNATYpy Aen Npu U3y4YeHUn CTPYKTYpbl
opraHu3aumm, COCTaBNeHMUM onnucen gen

OpraHusoBbliBaTb paboTy No opMnpoBaHuIo gen B
COOTBETCTBUMU C YTBEPXKAEHHOWN HOMEHKNATypon aen
opraHusauum

MpaBunnbHO M CBOEBPEMEHHO hOPMMPOBATL AOKYMEHTbI B Aena
C Y4ETOM MX crneumndukm

CuctemaTnanpoBaTtb AOKYMEHTbI BHYTpY gena

OGecne4ynBaTb COXPaHHOCTb U 3aUTY JOKYMEHTOB
opraHu3saLmm

MpUMeEHSITb MHAOPMALIMOHHO-KOMMYHUKALIMOHHbLIE TEXHOMOMK
Anst paboTbl C JOKYMEHTaMM

Heobxoanmbie
3HaHUSA

HopmaTnBHble NpaBoBbIE akTbl, HOPMATUBHO-MeToaNYECKNE
AOKYMEHTbI, rOCY4apCTBEHHbIE CTAaHA4APTLI, onpeaensowmne
NopPsSiAOK JOKYMEHTaLMOHHOro obecneyeHmns ynpaBneHus

Buabl HomeHknaTyp, obuwue TpeboBaHUs K HOMEHKNATYpE,
METOAMKA ee COCTaBNEHMS U 0DOPMITEHNS

I'Ipanma cornacoBaHmnA HOMEHKNaTypbl gen ¢ BEAOMCTBEHHbIMU
apXMBaMMIASKCHepTHOﬂKOMMCCMeﬁ

Mopsgok dhopmmpoBaHna U opopmrenuns aen, cneumduka
dOpMMPOBaHNA OTAENBbHbBIX KATErOPUN EN

MpaBuna xpaHeHus fern, B TOM YMCNe C AOKyMEHTaMu
orpaHUYeHHoro goctyna

MpaBuna Bblgayn 1 UCNONb30BaHUSA AOKYMEHTOB U3
cOpPMUPOBaHHbIX Aen

TpeboBaHusa oxpaHbl Tpyada

Opyrue
XapaKTeEPUCTUKA

3.2.3. TpynoBasi yHKUMS

HanmeHoBaHue

OpraHusaums o6paboTku Kon B/03.5 | YpoBeHb
nen anga nocneayouero (mnoaoypoBeHb)
XpaHEeHUs KBanupukaumnm




MpouncxoxaeH
ne TpyaoBOM

yHKLMN

OpurnHan X 3anmMcTBOBaHO

N3 opurnHana

Kon Pernctpauu
opuruHana OHHbIN
HOMeEp
npodgeccunoH
anbHOro
cTaHgapTa

Tpynosble
JencTBus

I'IpOBepKa CpPOKOB XpaHEeHUd OOKyMEHTOB, COCTaBl1eHne
NPOTOKOIa pa6OTbI 3KCI'I€pTHOI7I KOMUCCHUUN MO noaroToBke
JOKYMEHTOB K XpaHEHUIKO, aKTa O BblAeJIEHUN K YHUYTOXEHUIO
OJOKYMEHTOB, HE noarexawnx XxpaHeHno

CocrtaBneHue BHyTpEHHGIZ onucu gen ang ocobo LEeHHbIX
JOKYMEHTOB

Od)OpMJ'IeHI/Ie Aers noctoaHHoro, gosfiroBpemMeHHoro CpokoB
XpaHEeHUA

OdbopmneHne 06noxkn aen NOCTOSIHHOro, 4ONTOBPEMEHHOIO
CPOKOB XpaHeHus

CocTaBrneHue onucu aen NocTosAHHOro, A0NTOBPEMEHHOIO
CPOKOB XpaHeHUs

Mepenaya Aen B apxus opraHnsaumm

Heobxoanmbie
yMeHUs

Monb3oBaTbCs NepPeYHAMUN JOKYMEHTOB M aHaNM3MpoBaTb
dhakTnyeckoe cogepkaHne MMELLNXCS B Aere JOKYMEHTOB Mpu
onpefeneHnn CPOKOB UX XPaHEHWS

OCbOpMJ'IFITb AOKYMEHThDI SKCﬂepTHOI7I KOMUNCCUNA

OdopmnaTb 06510XKKN AeNn NOCTOAHHOINO U BPEMEHHOIO CPOKOB
XpaHeHUs B COOTBETCTBUM C TPEOOBaAHUAMU roCyAapCTBEHHbIX
cTaHaapToB

Mpon3BoaNTbL XPOHOSOrMYECKN-CTPYKTYPHYIO CUCTEMATU3aLMIO
aen

OcyLLecTBNSATb TEXHUYECKYHO 06paboTKy 1 NonHoe odopMieHue
[ern NoCTOSIHHOIO U BPEMEHHOIO CPOKOB XpaHEHWS

CocTaBnatb onucb Aefn NOCTOSIHHOIO U BPEMEHHOIO CpPpOKOB
XpaHeHUAa B COOTBETCTBUN C ﬂ,eI;ICTByI-OLLI,I/IMI/I
HOPMAaTUBHO-METOANYECKUMUN OOKYMEHTAMMU

MpUMeHATb MHPOPMAaLMOHHO-KOMMYHUKALIMOHHbIE TEXHOMNOMNA
Ans paboTbl ¢ AOKYMEHTaMu

Heobxoanmbie
3HaHUSA

HOpMaTI/IBHbIe npaBoOBbl€ aKTbl, HOPMaTUBHO-METOONYECKNE
OOKYMEHTbI, TrOCyaapCTBEHHbIE CTaHOAAPTbLI, onpegenatoLine
nopAagoK OKYMEHTaUMOHHOIo obecneyvyeHus ynpaBJieHNA

Kputepun pasgeneHns 4OKYMEHTOB Ha rpynnbl B COOTBETCTBUM C
LEHHOCTbI0 MHopMaLMn, cogepKallencs B HUX




MopsAoK NCNOMb30BaHUSA TUMOBbLIX UM BEOOMCTBEHHbIX
nepeyYyHen JOKYMEHTOB, ONPEeAENeHUs CPOKOB XpaHEeHUs B
npoLecce 3KCNepTM3bl LEHHOCTN AOKYMEHTOB

Mopsagok co3gaHns, opraHmM3aunmn U AOKyMeHTMpOBaHNA paboThl
3KCNEPTHOMN KOMUCCUU

[MpaBuna cocTaBneHus 1 yTBePXXAeHUsi NpoToKona paboTsl
3KCNEPTHON KOMUCCUM

I'Ipanma CoCTaBlieHnA N yTBep>XaeHnAa akta O BbloeneHnn
OOKYMEHTOB, He noanexawnx XpaHeHno

MpaBuna TexHmn4yeckom obpaboTkn U NONHOro odoOpMNEHNS Aen
NOCTOSIHHOIO N BPEMEHHOIO CPOKOB XPaHEHMS

MpaBuna cocTaBreHnst onucK e NoCTostHHOro U BpeMEeHHOro
CPOKOB XpaHEHUS1 B COOTBETCTBMM C AENCTBYOLLMMM
HOPMaTUBHO-METOANYECKMMM JOKYMEHTAMM

ﬂpanma nepegaydn e B apxmB opraHn3aunnm

TpeboBaHnsa oxpaHbl Tpyaa

Apyrve
XapaKTepUCTUKM

3.3. O6obLweHHasa Tpygosas PyHKUMS

HanmeHoB | OpraHn3aumoHHoe, aokymeHTaumoHHoe n | Kog | C | YpoBeHb 6
aHue NHpOpMaLMOHHOE obecneveHne KBanudukaw
AeaTenbHOCTN pyKoBOaUTENS nmn
opraHusauuu
MpoucxoxageHne | OpurmHan X 3anmMcTBOBaHO 13
0606LeHHOoM opurnHana
TPy4oBOW
yHKUMN
Kon Pernctpauu
opuruHana OHHbIN
HOMep
npogeccuno
HarnbHOro
cTaHgapTa
BoamoxHble CekpeTapb pykoBoauTens
HanMeHOBaHUSA
JOMKHOCTEN,
npodeccnn

TpeboBaHu4 K
obpasoBaHuIo K
00y4eHunto

Bhicllee o6pa3oBaHue - Gakanaspuat unm

CpenHee npodgeccrmoHanbHoe obpasoBaHuMe - NporpaMmmbl
NoAroTOBKM CNeumanncToB CpeaHero 3seHa




[ononHutenbHoe npodeccrnoHanbHoe obpa3oBaHme

TpeboBaHUA K ONbITY
NpaKkTU4eCcKom
paboTbl

He meHee OByx neT BbINONHEHUS paboT No opraHM3aLMOHHOMY
N JOKYMEHTaALNOHHOMY obecneyYeHunto AeaTenbHOCTH
pyKOBOAMTENS opraHn3aumMm npu cpegHemM
npodeccrnoHanbHoM obpasoBaHUn

Ocobble ycnosus
aonycka K paborte

Opyrue
XapPaKTepPUCTUKN

[lononHUTenbHble XapakTePUCTUKN

HanmeHoBaHWe goKyMeHTa Kog HanmeHoBaHne 6a3o0BoW rpynmnbl,
AOIMKHOCTM (Npodbeccun) unum
cneumanbHOCTH

OK3 2432 Bubnnotekapu, Gubnmnorpadsl,
AOKyMeHTOBe[bl U cneunanucThbl
POACTBEHHbIX NPOdeccun

EKC - CekpeTapb pykoBoauTens

OKnAaTP 26341 CekpeTapb pykoBoauTens

OKCO 032001 [lokymeHTOBeeHNe U AOKYMEHTaUNOHHOE
obecneyeHne ynpasneHus

032002 [okymeHTaumoHHoe obecneyeHne

yrnpasJieHUd N apxXmBoBegeHune

3.3.1. Tpynoosas yHKUMS

HanmeHoBaHue | OkasaHue nomoLum Kon C/01.6 | YpoBeHb 6
PYKOBOAUTESIO B (noaypoBeHb)
nnaHMpoBaHNN KBanudmkaumm
pabo4yero BpemMeHu

MpoucxoxaeH | OpurnHan X 3aumcTBOBa
ne TpyaoBOU HO 13
YHKLMN opuruHana
Kon Perncrtpauuo
opuruHana HHbIN
HOMep
npodgeccnoHa
NBHOro
cTaHgapTa
TpynoBsble Bbibop hbopmbl nnaHMpoBaHma 1 ohopMIieHne NnaHMpPoOBLLMKa
AencTeus (opraHamnsepa) pykoBogurtens
BHeceHne nHpopmaunmn B nnaHMpoBLUMK (OpraHamnsep)



http://ivo.garant.ru/document?id=79057&sub=0
http://ivo.garant.ru/document?id=79057&sub=22432
http://ivo.garant.ru/document?id=80422&sub=0
http://ivo.garant.ru/document?id=80422&sub=3327
http://ivo.garant.ru/document?id=1448770&sub=0
http://ivo.garant.ru/document?id=1448770&sub=26341
http://ivo.garant.ru/document?id=86755&sub=0
http://ivo.garant.ru/document?id=86755&sub=32001
http://ivo.garant.ru/document?id=86755&sub=32002

CornacoBaHue c pykoBoguUTeES1IEM BPEMEHHbLIX MJ1aHOB

CornacoBaHue TenedoHHbIX NEPEroOBOPOB, BCTPEY U
MEPONPUSATUIA C NapTHeEpaMu, KNMEHTaMM1, PyKOBOAUTENSIMM
nogpasgeneHuin n cotTpyaHukamm

NHdpopmmpoBaHue pykoBoguTensa o pernaMmeHTe HaMeveHHbIX
MEPONPUATUN

MpepynpexaeHne o NpUBIMXEHNN BpeMeHN HaMeYeHHbIX
MEPONPUATUN

dopmupoBaHmne pesepBa BpeMeHu A5 HenpeaBUaAEHHbIX
cuTyaummn

Heobxoanmbie
YMEHMUS

YcTaHaBnvBaTth LeNn, onpeaensatb nepapxmio Leneu

Onpenendatb NPUOPUTETHOCTb M 04EPELHOCTb BbINONIHEHUS
paboT 1 addeKTMBHO pacnpeaensTtb paboyee Bpems

OkasblBaTb NOMOLLb PYKOBOAMTESO B pacnpeneneHnm ero
pabo4yero BpemMeHu

BbibrpaTtb onTumanbHble cnocobbl MHPOPMUPOBaHUS
NapTHEPOB, KIMEHTOB, NOCETUTENEN, pyKoBOAUTENEN
nogpasgeneHnn n COTPYAHWKOB O NMiaHUPyeMbIX MEPONPUATUAX

O6ecneymBaTtb MHGPOPMALMOHHYIO 6E30MaCHOCTb AEATENBHOCTHU
opraHusauum

Heobxoanmbie
3HaHUS

Cl'IeLl,I/ICbI/IKa OCHOBHOM OeATENbHOCTU opraHn3auunm

OCHOBbI aAMUHUCTPATMBHOIO Npasa u TPyL0BOro
3akoHogaTtenscTBa Poccunmnckon degepaunm

PykoBogsLnM cocTaB opraH1Msaumm u ee nogpasgeneHum

CDyH KU caMoOMeHe)XMeHTa

MpUHUMNbI 1 NpaBuIia NnaHMpoBaHUs pabovero BpeMeHu

[NocTaHoBKa Lenewn

MpaBuna NpoBeAeHNs EeNOBbIX NEPEroBOpPOB

TpeboBaHnsa oxpaHbl Tpyaa

Opyrue
XapakTepUCTUKK

3.3.2. Tpynoosas yHKUMS

HaumeHoB | [naHnpoBaHne paboyero gHs Kog | C/02.6 | YpoBeHb 6
aHue cekpeTaps (nogypose
Hb)
KBanuMmk
aumm
MpoucxoxaeH | OpurnHan X 3anmcTBOBaHO
ne TpyaoBOU n3 opuruHana
YHKLMN

Kon PerncrtpauyuoH
opurMHana HbI



http://ivo.garant.ru/document?id=12025268&sub=0
http://ivo.garant.ru/document?id=12025268&sub=0

HoMmep
npodeccuoHan
bHOIO
cTaHgapTa

Tpynosble
JencTBus

Bbi6op 1 ohopmieHne nnaHMpoBLLMKA CekpeTaps

BeneHvne gHeBHMKA (Ha 9NEKTPOHHOM U /Unn BymMakHOM
HocuTene)

CornacoBaHue nnaHoB C NfaHamMu U Cpokamun paboTbl
pykoBoguTens

PacnpegeneHune paboyero BpemeHu (Ha AeHb, Hedento,
NepcnekTuBy)

I'IepeHeceHme HEBbINOJIHEHHbIX 3arjlaHNPOBaHHbLIX 3a4au

BbinonHeHne TUNUYHbIX eXXeaHEeBHbIX Oen

Heobxoanmbie
yMeHUs

BbibrpaTtb 1 opopMnaTb NNaHUPOBLUKK

BHOCKTb 1 oTCnexuBaTtb MHOPMALMIO HA 3NEKTPOHHOM M/UNn
OyMakHOM HocuTene

PaccrtaBnsaTtb NPUOPUTETLI, BbIAENATb BaXHOE U CPOYHOE

BbibrpaTtb onTumManbHbIi puT™M paboThl

AHaJ'II/I3I/IpOBaTb NPUYNHBbI HEBBLINMOJIHEHNA 3aa4

MpUMeEHSITb MHAOPMALIMOHHO-KOMMYHUKALMOHHbIE TEXHOMOMMK

Heobxoanmbie
3HaHuA

OcobeHHOCTM 0hopMNEHUs NNAHNPOBLLMKA (Ha ANEKTPOHOM U1
OyMaXXKHOM HOCUTENSAX)

OcCHOBbI ynNpaBneHnsi BDEMEHEM

Opyrue
XapaKTepPUCTUKN

3.3.3. Tpynoosas yHKUMS

HanmeHoBa | OpraHusaums TenedoHHbix | Kog | C/03.6 | YpoBeHb 6
Hune NeperoBopoB PyKOBOAMTENS (noaypoBEHb)
KBanvukaumm
MpoucxoxaeH | OpurnHan X 3aumcTBOBa
ne TpyaoBOU HO 13
YyHKLMN opurmHana
Kon PernctpaumnoH
opurnHana HbI
HOMeEp
npodeccuoHan
bHOIO
cTaHgapTa
TpynoBsble BegeHune 6a3sbl TeneOHHbIX KOHTAKTOB PyKOBOAUTENS
OEencTBus CoegunHeHne pykoBoaUTENSA C KOHKPETHbIMW aboHeHTaMu




lNogroTtoBka maTtepunanosB Ansa TenedoHHbIX NepPeroBopoB
pykoBOgMTENS

Pervctpauns nocTynawwmnx B NPUEMHYH TenedOHHbIX 3BOHKOB

lNepeHanpaBneHne oTaenNbHbIX TENeMOHHbIX 3BOHKOB
3aMeCcTUTENSM pyKoBoaAUTENS, APYIMM COTPYAHMKAM

lMonyyeHne HeobxoanMon NHpopMauum 1 Nnepegada
CaHKLMOHMPOBAHHOWN MHopMaLmn Nno TeneoHy

YcTaHoBnEeHe KoHTakTa ¢ cobeceHUKOM, noaaepxaHve u
pa3BuTME OenoBoi 6ecenpbl B npoLecce TenegoHHbIX
NeperoBopoB

Oka3aHue NoMOLLM PYKOBOAUTENIO NPU OpraHM3aumnm u
npoBeAeHUN TenedOoHHbIX NEPErOBOPOB U BUOEOKOHMEPEHLINI

Heobxogumble Bectn n ucnonb3soBatb B pabote 6a3y AaHHbIX TENEPOHHbIX
yMeHus KOHTaKTOB pyKOBOAUTENS

Ncnonb3oBaTtb cpeactBa KOMMYHUKALMOHHOM OPrTEXHUKM Ans
nony4YyeHns n nepegaym nHdopmaunm

BecTn yyeTHble pernctpaunoHHble (oopMbl, UICNOMB30BaTb UX
Ans MHpopMaunoHHOM paboTbl M paboTbl MO KOHTPOSHO
NCNOJSTHEHUS pELUIeHNn pykoBogMTENS

CrnaxwusaTtb KOHCbJ'II/IKTHbIe N CITOXHblE CUTyauunn
MEXINMUYHOCTHOIro 0bLeHns

Mcnonb3oBaTb TEXHUYECKME M NPOorpaMMHble cpeacTsa ans
NpoBeAeHNs rofI0COBOWN UMW BUOEO-KOH(epeHL-CBSA3N

O6ecneymBaTtb MHPOPMALMOHHYIO BE30MaCHOCTb AeATENbHOCTHU

opraHmsaumm
Cobntogatb Cny>XeOHbln 3TUKET

Heobxogumble TenedoHHblE KOHTAKTbl PYKOBOAMUTENS

3HaHNA ®dyHKUMK, 3aga4un, CTPYKTYpa OpraHusaunm, ee CBs3un no

BEPTUKaAIIN U TOPU3OHTAIIN

[MpaBuna B3aMMo4eNCTBMA C NapTHEPAMU, KIMeHTamu,
cpeacTsamMm MaccoBon MHopmMauum

lNpaBuna nogaepXaHus N pasBUTUS MEXIUYHOCTHbIX
OTHOWEHUN

MpaBuna NnpoBedeHNs eN0BbIX NEPEeroBopoB

[MpaBuna 3aWnTbl KOHPUAEHUMANBHON MHOPMaLIUK

TpeboBaHnsa oxpaHbl Tpyaa

Opyrue -
XapaKTeEPUCTUKU

3.3.4. TpynoBasi yHKUMS

HaunmeHoBaHue | OpraHusauus Kog | C/04.6 | YpoBeHb 6
KOMaHOMPOBOK (nopypoBeHb)
pyKoBOAUTENS KBanudukaum

n




MpoucxoxageH | OpurmHan X 3ammcTBOBaH
ne TpyaoBOM o u3
yHKLMN opurnHana
Koa Pernctpauu
opurnmHana OHHbIN
HOMeEp
npodeccno
HanbHOro
cTaHpapTa
TpyaoBble [MoaroToBka npoekTa cny>kebHOoro 3agaHnsa pykoBoauTens
AencTeus [MogrotoBKka NPOEKTa NpuKasa o CnyXebHom KoMaHaNPOBKE
Bbinncka komaHANPOBOYHOIO YOOCTOBEPEHMUS N ETO perncTpauns
npy He06X0AMMOCTH
MogrotoBka AOKYMEHTOB Ha MosyyYyeHue BM3bl, 3arpaHUyYHOro
nacnopra
3akas XenesHogopOXHbIX 1 aBnabunneTos, rOCTUHML,
TpaHCNOPTHOro obecnevyeHnsa pykoBoanTens
OdbopmneHune nporpaMmmbl NOE3AKN, YyTOYHEHNE OCOBEHHOCTEN
NPOTOKOMA NiaHNPyEMbIX MEPONPUATUN
[MogrotoBka AOKYMEHTOB K NOE34KEe PYKOBOAUTENS
YTO4YHEeHMe gatbl, JOSMKHOCTEN, (haMunnin B nporpamme
KOMaHOMPOBKM
MpopaboTka mapLpyTa pykoBoAUTENS, YBA3Ka ero ¢
pacnmcaHMem TpaHcnopTa
Ob6paboTka maTepuanoB KOMaHAMPOBKN, odbopMIIEHNE OTYETaA O
KOMaHOVPOBKe
Heobxogumble OdopmnATb aBaHCOBLIE OTYETHLI PYKOBOAUTENS
yMeHus OpraHu13oBbIBaTb BCTPEYN PYKOBOAMTENSA C NPUHUMALOLLEN
CTOPOHOWN
OdopmMnATb KOMaHANPOBOYHbIE JOKYMEHTbI
O6pabaTtbiBaTb 4OKYMEHTHI 1 MaTepuanbl No pesynbtartam
Noe3aKn pykoBoauTens
O6ecneumBaTb paboTy odumca BO Bpemsi OTCYTCTBUSA
pykoBoaguTens
MprMeHATb cnocobbl 4enoBoro obLieHns
Mcnonb3oBaTtb cpeacTBa KOMMyHUKauum ang obecneyeHus
B3aMMOAENCTBUA C pyKOBOAMUTENEM BO BPEMS €ro 4EMN0BON
noesaku
Heobxogumble lMopsiAOK NOArOTOBKU M NPOBEAEHUS KOMaHANPOBOK
3HaHuSA Mopsiaok odopMneHns 4OKYMEHTOB 4S5 KOMaHAUPOBKK U

OTHETHbLIX JOKYMEHTOB MO KOMaHOWPOBKE PYKOBOAUTENA

[enoBon NpOTOKOJ

3TuKa genoBoro odLeHus




Opyrve
XapakKTePUCTUKM

3.3.5. TpynoBasa pyHKUMSA

HanmeHoBaHue

OpraHusaums paboThl ¢ Kog | C/05.6
noceTuTensaMu B
NpUeMHOWN pykoBOAUTENS

YpoBeHb 6
(noaypoBeHb)
KBanudgukawum
n

MpouncxoxaeH
ne TpyaoBOU

YHKLMN

OpurnHan X 3anmcTBoBa
HO 13
opurmMHana

Kon Pernctpauuo

opurnHarsa HHbIN

HOMep
npodgeccnoHa
NBHOIO
cTaHgapTa

Tpynosble
JencTBus

OpraHVlsau,vm JINHHOTO NnpnemMa noceTuTenen pykoBoANTEIIEM

noceTutTenen

YcTaHoBneHne nopsagka rpnema ana pas3nmnyHblX KaTeFOpMVI

BeaeHue xypHana npeaBapuTenbHOM 3anMcu Ha npuem

Pervncrpauus nocetutenemn

Copencrteue onepaTMBHOMY PacCMOTPEHMIO NPOCLO K
NpeanoXXeH NoceTUTENen N COTPYAHMKOB OpraHn3aumm

OpraHusauus npyema AenoBbiX NapTHEPOB B oduce

napTHepoB B odomce

OpraHusaumnsi o6cnyXmBaHus pyKoBoAUTENSI U ero AeroBbIX

CepBupoBka YanHoro (kodenHoro) crtona B oguce

pykoBoauUTend

MpuHATNE Mep MO COXPaHEHMIO KOMMEPYECKOW TalHbl B Xo4e
npuemMa noceTuTenem n X HaxXoXaeHusi B NpuemMHon n kabuHete

Heobxoanmbie
YMEHUS

pykoBoauUTeENd

OpFaHI/I3OBbIBaTb n obecnevynBaTb NMNYHbIE KOHTAKTbI

YnpaBnsATb KOHPNKTaMM

YunTtblBaTh NCUXONOrMYeckne oCobeHHOCTN NMMYHOCTM NpU
pasnuYHbIX BUAax NnpodeccnoHansHoro obLLeHns

KOMMYHMKaLMW BHYTPY opraHmsaumnm

Ncnonb3oBaTb yCTaHOBMEHHLIE NpaBuia 1 npoueaypsbl

NCMNONHEHNSI PeLLUeHNA PYKOBOAUTENS

BecTu yyeTHble permctpaumoHHble hopMbl, UCMOMb30BaTb MX
Anst UHpopMaLUMOHHON paboTbl 1 PaboTbl NO KOHTPOSHO

CosgaBaTb NONOXUTENbHBIM UMUK opraHmn3auunm




[MpuHMMaTb Mepbl N0 paspeLleHN0 KOHPINKTHBLIX CUTYyauumn

MpUMEHSITb MHPOPMALIMOHHO-KOMMYHUKALMOHHbIE TEXHOMOMMK

TanHe

Ob6ecneunBaTb KOHPUAEHUMANBHOCTb B NPUEMHON N KabnHeTe
PYKOBOAUTENS, COXPaHATb KOHUAEHUMANBHYO MHAOPMaLNIO B

Heobxoanmbie
3HaHUS

lNpaBuna opraHnsauum npnema noceTutenen

MpaBuna genoBoro obweHns

[MpaBuna pe4yeBoro aTMKeTa

I'Ipanma YCTAHOBJIEHUA KOHTaAKTa, nogaep>xaHmna n pa3sntnA
MEXIUYHOCTHbIX OTHOLLEHMUI

CTpyKTypa opraHusaumm n pacnpegeneHme oyHKUMmn mexay
CTPYKTYPHbIMUM NogpasgeneHnsamMum 1 cneynanmcramm

[MpaBuna opraHmsaumm npMemMoB B odpmce

OTUKET N OCHOBBI MeXOyHapoa4HOoro rnpoTokoia

[MpaBuna cepBMPOBKM YanHOro (kodenHoro) ctona

K HUM

ﬂpanma NPUroToBJ1IEHUNA N NoAa4vn ropAav4nx HanMTKOB N 3aKyCOK

[MpaBuna 3awnTbl KOHPUAEHUNANBHON CyXebHoM nHpopmaumnm

Apyrve
XapaKTepUCTUKM

3.3.6. Tpynosasi yHKUMS

HavmeHoBaHune | OpraHusaumsa Kog | C/06.6 | YpoBeHb 6
NoaroTOBKKW, NPOBEAEHMS (noaypoBeHb)
N 0B6CNyXMBaHUS KBanudpukaumm
KOHQOEPEHTHbIX
MEPONPUATUN
MpoucxoxaeH | OpurnHan X 3anmcTBOBaHO
ne TPyaoBOU n3 opurmHana
yHKUMN
Kon Perncrtpauuo
opurnmHana HHbI
HOMep
npodeccnoH
anbHOro
cTaHgapTa
TpynoBsble [MogroToBka NOBECTKN OHS MeponpusaTms
AencTBnd OdbopmneHne cnncka y4acTHUKOB MepPOornpuUsaTms

NHdopMrpoBaHMe y4aCcTHUKOB O HaMeyvatoLemcst MeponpuUsaTm
N YCNOBMSIX y4acTums

Bbi6bop MecTa n BpemMeHn NpoBegeHns MeponpUsaTUS

lNogroTtoBka npeaBapuTeEibHOWM CMETbl pacxodoB




Paccblnka npyrnaweHuin NogTBEPAMBLLMM y4YacTue B
MEepPONPUATUM

COop TEKCTOB AOKAA0B M NPOEKTOB UTOrOBbLIX AOKYMEHTOB Y
AOKNagvMKoB

Paccbinka nHopmaumMoHHbIX MaTepuanoB y4acTHUKaM
KOH(pEPEHTHOro MeponpuaTUs

CocTtaBrneHune ABOYHbIX NMUCTOB M CrCKa perncrtpauunnm
YY4aCTHNUKOB MEPONPUATUA

3aKkynka KaHLensipCKnx ToBapoB 1 NPOAYyKTOB Ansi obecneveHms
Kogpe-nays

PeweHne BOMPOCOB TEXHNYECKOIO OCHalLleHNA MepornpuAaTna

NMomollb B NnoagroToBke goknaaa pykoBoOUTENA,
npe3eHTaunoOHHbIX MaTepurasioB

OpraHI/I3aLI,I/IFI noaroToBKku npesngnyma v pa6oq|/|x MeCT
Y4aCTHUKOB

OpraHu3aumnsi BCTPeYM 1 permctpaums y4aCTHMKOB MeponpusTms

BeaeHue npoTokona MeponpusTms

OpraHunsaums cepBMCcHOro obcnyxmpaHnsa Bo BpemMsi kodpe-nay3

OpraHu3aumsi KynbTypHO-MaCCOBbLIX MEPONPUATUI,
TPAHCMOPTHOrO U rOCTUHUYHOIO obecnevyeHus

Heobxoanmbie
yMeHUs

OpraHn3oBbIBaTb NPOLIECC NOATOTOBKN K NPOBEAEHMIO
KOHPEPEHTHOIrO MEPONPUATUS UHONBMUAYANbHO N B COCTaBe
paboyen rpynnbl

[lokyMeHT1poBaTh pasHble 3Tanbl Npoueaypbl NOATOTOBKM U
NpoBeAeHUs KOH(PEPEHTHOIO MEPONPUATUS

ﬂepep,aBaTb I/IHC*)OpMaLI,I/IlO, OOKYMEHTbI U MaTepuarbl
yYaCTHUKaM KOHC*)epeHTHOFO MeponpunaTmnA

MoarotaBnueatb 1 ob6opygoBaTtb CTON Npesnanyma u paboydne
MecTa y4aCTHUKOB COBeELLaHNSA (3aceaHus)

CepBupoBaTb YalHbIN (KOENHbIN) CTON BO BpEMS NpPoBeLeHNS
Kogpe-nays

Cobniogatb npaBusia aefioBoro 3TMKeTa 1 NpoToKoJia

ﬂon,u,ep»(leaTb UMUK opraHn3alnm

CosfgaBaTtb UMUK CeKpeTapsi, COOTBETCTBYHOLLUMIA UMUIXKY
opraHusaumm

PaboTaTb C MHbOpMaLMeRn, aHanNM3MpoBaTb N NPeAcTaBnsTb ee
B CMCTEMATU3NPOBAHHOM BMae

Ob6ecne4ymBaTtb 6€30MaCHOCTb AEATENbHOCTM OpraHnsaunm

MpUMEHSITb MHOPMALIMOHHO-KOMMYHUKALIMOHHbIE TEXHOMOMMK

Ob6ecneumBaTtb KOMMPOPT Y4AaCTHUKOB KOHEPEHTHOIO
MEpOoNPUATUS, MOMOraTb B BONPOCax NpoXXMBaHUS,
TpaHCNOPTHOro obecnevyeHuns

Heobxoanmbie
3HaHUS

Komnnekc OopraHn3aumMOHHO-TEXHUNYECKNX MepOI'IpVIFlTVIVI no
noaroToBke U rposegeHunto CcoBeLLaHnn n neperosopos, B TOM
Yyc1ie MexayHapoOHbIX




MpaBuna BeaeHns, NOArOTOBKN 1 0POPMIEHNSI NPOTOKONA U
APYrMx JOKYMEHTOB, CO34aBaeMblX B NpoLiecce NogroTOBKU
KOH(pEPEHTHOro MeponpuaTUs

CocTaBrneHne CMeTbl pacxoaoB

OcCHOBbI HanNUcaHUsA peyer 1 JoKNagoB pykoBoauTens

I'Ipanma YCTAHOBJIEHUA KOHTaAKTa, nogaep>XaHmna n pa3sntnA
MEXIUYHOCTHbIX OTHOLLEHMUI

MpaBuna nenoBoro obLeHNs, AenoBoro aTMKeTa

OTMKET N OCHOBBI MeXOyHapoaHOro npoTokoa

MpaBuna npoBeaeHns AenoBbiX NeperoBopoB

[MpaBuna 3awmTbl KOHUAEHUMANBHOW Cry>XeBHOM MHGOpPMaLnn

TpeboBaHnsa oxpaHbl Tpyaa

Apyrve
XapaKTepUCTUKM

3.3.7. TpynoBasa pyHKLMSA

HanmeHoBaHune | OpraHunsaumsi UICNOSTHEHUSA Kog | C/07.6 | YpoBeHb 6
peLleHnI, OCyLLLECTBIEHNE (noaypoBeHb)
KOHTPOSISt UICNOSTHEHUS KBanudgukaumm
NOpyYEeHU PyKOBOAUTESIS
MpoucxoxaeH | OpurnHan X 3anmcTBOBaH
ne TPyaoBOU o u3
dYyHKLMN opuruHana
Kon PerncrpauunoH
opurnHana HbIN
HOMep
npodeccuoHa
NBHOrO
cTaHgapTa
Tpynosble [okymMeHTansHoe opopMIieHne peLleHnin pykosoanTens
NENCTBUS HoBeneHne 0o ceegeHnsa paboTHUKOB OpraHu3aunm

pacrnopshXeHur pykosogmTens

pykoBoauTens

KOOp,D,I/IHaLI,I/Iﬂ aeATernnibHOCTU No UCMOJTHEHUNIO peLueHM|7|

BeaeHue cpokoBOro TEKyLLEro 1 npeaynpeanTenbHOro KOHTPors

YCTaHOBIEHHbIN CPOK

ﬂpOBepKa NCMNOJTHEHUNA ﬂOpy‘—IeHI/IIZ pykoBoOAUTENA B

MpenynpexaeHne COTPYAHUKOB 06 McTeYeHUn cpoka
MCMNONMHEHNSI NOPYYEHN pyKOBOAMTENS

durkcaums NICNOMHEHUS NOPYYEHUN

CocTaBneHne OTY4ETOB U aHaNUTUYECKUX CNPaBOoK O BbINMONMHEHUN
MOPYYEHUI N peLLeHniA PyKoBOAUTENS




Heobxoanmbie
yMEHUSA

BecTu CpOKOBYHO KapTOTEKY

pykoBoaAUTENNA

BecTu yyeTHble permctpaumoHHble hopMbl, UCMoMb3oBaTb X
Anst paboTbl MO KOHTPOSIKO UCMOMHEHUS NOPYYEHWIA

PaboTaTb C MHGbOpMaUMen No KOHTPOSIO, CUCTEMATM3NPOBATb
ee 1 NpeacTaBnaTb B BUAE CBOAHbIX JOKYMEHTOB

Mcnonb3oBaTb cpeacTBa KOMMYHMKaLUKU AN nepeaaym
NOpPYYEeHUN PyKOBOAUTENS

Ncnonb3oBaTtb coBpeMeHHble cpeacTBa cbopa n o6paboTkm
KOHTPOMbHOWN MHOopMaLmn

MpUMEHSTb MHOPMALIMOHHO-KOMMYHUKALMOHHbIE TEXHOMOMMK

OueHunBaTtb pe3ylibTaThbl B paMKaX NMNoCTaBJIEHHbIX 3adau

COTPYAHUKaMM

OcyLecTBNSATb KOHTPOSTb UCMOSTHEHNST MOPYYEHUIA PYKOBOAMTENS

Heobxoanmbie
3HaHUS

obecneyeHud

O6Lwwme TpeboBaHUA K CpoKam MCNOSTHEHNSA JOKYMEHTOB U
KOHTPOSbHLIM PYHKUMAM CAY>XObl JOKYMEHTaLNOHHOIO

MpUHUMNbI, cCNOCcO0bl NHPOPMUPOBAHUS COTPYAHNKOB

3Tuka genoBoro obLieHuns

YnpaBneH4yeckas CTpyKTypa opraHm3aunm, pykoBoACTBO
opraHusaumu, obpasLbl NoANUcen pyKoBoASLNX COTPYOHUKOB,
KPYr X NOMHOMOYMI N OrpaHUYEHNs UX 30H OTBETCTBEHHOCTM

NHCcTpyKUMM No AenonponssoacTey v APYrMM foKanbHbIM
HOPMaTUBHbLIM akTaMm, yCTaHaBMMBaOLWMUM NOpPsAoK peanusaunm
ynpaBfieH4Yeckux npoueayp

Apyrve
XapaKTepUCTUKM

3.3.8. Tpynosble oyHKUUM

HavmeHoBaHune | OpraHusaumsa u Kog | C/08.6 | YpoBeHb 6
nogaepxaHve (noaypoBeHb)
JPYHKLMOHANBHOIro KBanudukauum
paboyero npocTpaHcTBa
npueMHon n kabuHeTa
pyKoBOAUTENS

MpoucxoxageH | OpurnHan X 3anMmcTBOBaH

ne TpyaoBOU o u3

YyHKLMN opurmHana

Kon Pernctpauu
opuruHana OHHbIN
HOMep

npodeccnoH

alibHOro




cTaHgapTa

TpynoBble O6ecneyeHne paboyero mecra pykosoanTtens Heob6xoammbiMum
AenCTBMS cpeacTBaMy OpraHU3aLNoOHHOM TeXHMKWN, KaHLENSPCKUMU
NPUHAANEXHOCTAMM

OpraHusaumsa npuemHom ogomca B COOTBETCTBUM C
TpeboBaHUAMN IPrOHOMUKN N KYNbTypbl TpyAa

OpraHusaums opopMneHnss MHTepbepa NPUEMHOM
pykoBoguTENS

O6opynoBaHue paboyero Mecta OprTeXHUKON, NepCcoHasibHbIM
KOMMbIOTEPOM, BCNOMOraTesisHOM TEXHUKON

OpraHusaums obopyaoBaHust MPUEMHON CUCTEMAMMU XPaHEHNS,
HeobxoaMMbIMK NPUCIOCOBNEHNAMN, obecneyeHuns
KaHLEeNsapCKMMN ToBapamu

ObecneyeHne XxpaHeEHNS U 3aMEHbI pacxo4HbIX MaTepuarnos,
NOBCEAHEBHbIN YX0O[, 3a OPrTEXHUKOW

3akas KaHUenapCcKMx TOBapoB, MMrmeHN4Yeckux ToBapos,
NPOAYKTOB NUTAHNSA

Heobxogumble CospgaBatb ycnosus, obecnednsarowme apdekTMBHyO paboTy
yMeHUs pykoBoguTens

MprMeHATb B COOTBETCTBMM C HAa3HaAYeHNEM cpeacTBa
OpraHn3auMOHHON TEXHWUKN, KaHLeNapcKkue NpUHagnexXHoCTm
OcHawaTtb paboyee MecTo pykoBoauTens u ceoe paboyee
MecTO HeobxoaMmbiM 060pyg0oBaHNEM

OcyLlecTBnsATb 3aMeHy pacxodHbIX MaTepmnanos, yxo[ 3a
OPIrTEXHUKOW

OcyuecTBnsATb NOBCEAHEBHbIN YX04 3a KONMPOBasnbHbIM
annapaToM, 3aMeHy 1 XpaHeHWNe KapTpuaXKen, ToHepa
KoHTponupoBaTb COCTOSIHME M MOMOMHATL 3anachl KaHUENsPCKUX
TOBapPOB, CPEACTB MMrneHbl, MPOAYKTOB NUTAHNSA

Heobxogumeble TpeboBaHnAa oxpaHbl Tpyaa, NPOM3BOACTBEHHON CaHUTapUM,
3HaHuS NPOTMBONOXapPHOW 3aLUMUThI

OcCHOBbI NpaBUBHOM OpraHM3aunn Tpyaa n Metodbl NoBbILWEHUS
ero apeKkTMBHOCTH

OCHOBbI 9proHOMUKN odpnca 1 PIIOPUCTUKU

CtaHgapTbl n pekoMeHgaummn no o6opyaoBaHuo 0PUCHbIX
NoMeLlEeHNN

CocTaB opraHn3aLUMOHHON TEXHUKKN, ee YCTPOUCTBO U NOPSAO0K
paboTbl C HEWN

Opyrue -
XapPaKTeEPUCTUKA

3.3.9. Tpynoosas yHKUMS

HanmeHosanne | Paspabotka nokanbHbix | Kog | C/09.6 | YposeHb [ 6 |




HOPMaTUBHbIX aKTOB,

(noaypoBeHb)

perfnamMmeHTUpyroLmx KBanudgwukaw
paboTy cekpeTaps nmn
MpoucxoxaeHu | OpurnHan X 3anMCcTBOBaAHO
e TpyaoBou n3 opuruHana
yHKLMN
Kog opurmHana  Perunctpaum
OHHbI
HOMep
npodeccno
HarbHOro
cTaHgapTa
TpynoBsble PaspaboTka JOMKHOCTHOM MHCTPYKLUNKU CeKkpeTaps
AencTeus PaspaboTka nonoxeHust 0 cekpetapmarte
PaspaboTka MHCTPYKUMM MO AENONPOU3BOACTBY
Heobxogumeble CocTtaBnaTb 1 0POPMIISATE OpraHn3auMOHHbIE U MeTOgMYECKNE
yMeHUs OOKYMEHTbI
PepaktnpoBaTtb TEKCTbl CNYXeBOHbIX JOKYMEHTOB
PaboTtaTb CO BCe COBOKYMNHOCTbIO
NHPOPMAaLMOHHO-AOKYMEHTALMOHHbLIX PECYPCOB OpraHmn3auunm
Monb3oBaTbCca 6GazaMn JaHHbIX, B TOM Yucne yaaneHHbIMU
©asamMmun gaHHbIX
Mcnonb3oBaTh cnpaBoYHble MPaBOBblE CUCTEMDI
PaboTtaTtb C KOMMNbIOTEPOM, KaTanoramu (nankamm) n dannamm,
CKaHepoMm
Monb3oBaTbCs 0PUCHLIM NAKETOM (TEKCTOBbIN peaakTop,
Tabnuubl)
[Monb3oBaTbCA NnepudepUnHBIMU YCTPONCTBAMU U OPITEXHUKOM
[Monb3oBaTLCS 3NEKTPOHHOM MOYTON
[Monb3oBaTbCs CUCTEMAMM INEKTPOHHOIO AOKYMeHTOoobopoTa
Heobxogumeble [MpaBoBble OCHOBbLI ynpasBieHNa (OCHOBbI aAMUHUCTPATUBHOIO,
3HaHuA TPYOOBOro N rpaXkaaHCKoro npasa)

[elcTBytoLLMe NpaBoBble aKTbl, HOPMATUBHO-METOANYECKNE
[IOKYMEHTbI, roOCyAapCTBEHHbIE CTaHAAPTLI, onpeaensowmne
nopsAoK AOKYMEHTaLMOHHOro obecneyeHns ynpaBneHus

CTpyKkTypa, pyKOBOACTBO CTPYKTYPHbIX NOApasaeneHui,
ob6pasLbl noanucen NuL, MMeLWUX Npaeo NoannUcaHns u
YTBEPXKAEHUS AOKYMEHTOB, U OFPaHNUYEHUS UX 30H
OTBETCTBEHHOCTM

MpaBuna OoKyMEHTALUMOHHOIo obecneyeHuns 4eaTenbHOCTH
opraHusauum

[Mopsagok paboTbl C AOKYMEHTaMM

Tpe60BaHVIF|, npegbaBridemMble K JOKYMEeHTaM B COOTBETCTBUN




C HOpMAaTUBHbLIMW aKTaM N roCygapCTBEHHbIMU CTaHOAPTAMM

[MpaBuna cocTtaBneHns opraHn3auMOHHbIX JOKYMEHTOB
(MONOXXEeHWN, MHCTPYKUNIN, pernaMmeHToB)

Buabl AOKYMEHTOB, UX Ha3HaYeHue

OcHoBbI D,OKyMeHTHOIZ JIMHIBUCTUKA

TpeboBaHna oxpaHbl Tpyaa

Opyrve
XapaKTePUCTUKN

3.3.10. TpyooBasa pyHKUMS

HanmeHoBaH | CocTtaBneHne n ogoopmneHune Kog | C/10.6 |YpoBeHb 6
ne ynpaBrneH4yeCcKom JOKyMeHTaunm (nooypoBeHb
)
KBanugukaw
nmn
MpoucxoxaeHun | OpurnHan X 3anMCcTBOBaAHO
e TpyaoBou n3 opuruHana
YHKLMN
Kog opurmHana  Perunctpaum
OHHbIN
HOMep
npodeccnoH
anbHOro
cTaHgapTa
TpynoBble CocTaBrneHue NpoeKkToB pacrnopsanTenbHbIX (MpuKassbl,
AencTeus pacnopsikeHus) 1 MHpOpMaLMOHHO-CMPaBOYHbIX JOKYMEHTOB
(cnyxebHble NucbMa, cnpaBky, AOKMaAHbIE U CyKeOHble
3anuncku)
[MeyaTb cnykebHbIX AOKYMEHTOB U APYrMX MaTepuanos
PasMHoxeHne cnyXebHbIX JOKYMEHTOB
KoHTponb NpoxoxaeHnsa 4OKYMEHTOB B OpraHusaumm
(cormacoBaHue, nognvcaHue N yTeepXxgeHne JOKyMeHTa)
Heobxogumeble PegaktnpoBaTb TEKCTbI CNYXEOHbIX JOKYMEHTOB
yMeHns [Monb3oBaTbCs YHUOUUMPOBAHHLIMU (hOpMaMn JOKYMEHTOB

OdhopMnsTb kKaccoBble PMHAHCOBLIE AOKYMEHTbI U OKYMEHTbI
Mo yYeTy HaknadHbIX pacxonoB

MeyaTtaTb cnyebHble JOKYMEHTbI

[Monb3oBaTbCs NepUPEPUNHLIMU YCTPOUCTBAMU N OPITEXHUKOM

PaGoTaTb C KOMNbLIOTEPOM, CKaHEPOM

Monb3oBaTbCs OPUCHBLIM NAKeTOM (TEKCTOBbLIN pefaKkTop,
Tabnuupbl)

[NMonb3oBaTbCA ANEKTPOHHOM NOYTON




Monb3oBaTbCsA CMCTEMAMM 3NEKTPOHHOIO 4OKYMeHToobopoTa

ObecneymBaTtb 6€30NaCHOCTb AEATENBHOCTN OpraHn3auum

Heobxoanmbie
3HaHUS

MpaBoBble OCHOBbI YNpaBneHns (0CHOBbI aAMUHUCTPATUBHOIO,
TPYAOBOIo N X03AWMCTBEHHOIO Npasa)

CTpyKTypa opraHusaumm, pyKoBOACTBO CTPYKTYPHbIX
nogpasaeneHunn, obpasubl nognMcen nuu, UMEeLLNX NpaBo
nognNuUcaHnsa U yTBEPXKAEHUS JOKYMEHTOB, U OrpaHUYEeHNs UX 30H
OTBETCTBEHHOCTMU

MpaBuna OKyMeHTaLNOHHOro obecneyeHns AesTenbHOCTU
opraHu3aumm

[Mopsgok paboTbl C AOKYMEHTAMM

Tpe6OBaHI/IFI, npegbasndemMble K JOKYMEHTaM B COOTBETCTBUU C
HOPMaTUBHbIMW aKTaMn N roCcygapCTBEHHbIMU CTaHOAPTaAMM

Buabl JOKYMEHTOB, UX HasHa4YeHne

MpaBuna cornacoBaHnA AOKYMEHTOB OpraHnsaumm (BHyTPEHHETO
N BHELLHErO)

ﬂpanma noarnncaHnAa n yteepxxgeHmAa JOKyMEHTOB

lMpaBuna coctaBrieHns n opopmneHns
NH(POPMaLMOHHO-CMPaBOYHbIX, YNpPaBieHYeCKUX AOKYMEHTOB U
CNyXebHbIX NUcem

OCHOBBbI LI,OKYMGHTHOVI JIMHIBUCTUKA

"pamMMaTU4eCKne npaBuia PyCccKoro sisblka

TpeboBaHnsa oxpaHbl Tpyaa

Opyrue
XapakTepUCTUKK

3.3.11. TpyooBas yHKUMS

HanmeHoBa | OpraHunsaumsi paboThbl C Kog | C/11.6 | YpoBeHb 6
Hue AOKYMEHTaMu B NPUEMHOM (nopypose
pyKoBOAUTENS Hb)
KBanuduka
Lnu
MpoucxoxaeHn | OpurnHan X 3anmcTBOBaHO
e TpyaoBsou n3 opuruHana
YHKLMN
Kopa PerncrpauunoHH
opurmHana bli HOMEpP
npodeccuoHarb
HOro ctaHgapTa
TpynoBsble MonyyeHwne, npeaBapuTeribHOE PacCMOTPEHNE U COPTUPOBKA
AencTBnd NOCTYNawLWMX B NPUEMHYIO PYKOBOAUTESS JOKYMEHTOB

lNogroTtoBka AJOKYMEHTOB AJ14 PaCCMOTPEHNA PYKOBOAUTEIIEM




YyeTt AJOKYMEHTOB, NOCTynarnwmnx Ha UMd pykoBogUTESA

OpraHI/I3aLI,I/IF| OOCTaBKMN JOKYMEHTOB UCMOJIHUTENAM

CosgaHuve 1 BegeHne 6a3bl JaHHbIX JOKYMEHTOB pyKOBOAMTENS

BeneHne nHdopmaumMoHHO-CNpaBo4YHOM paboThl

KoHTponb MCNONHEHMS1 JOKYMEHTOB 1 NOPYYEHUN pyKOBOAUTENS

Heobxoanmbie
yMeHUs

PaboTtaTtb ¢ Bxogsien, ncxogsawen, BHyTpeHHEN
AOKYMeHTaunemn

[Monb3oBaTbCs CUCTEMAaMM SNEKTPOHHOIO JOKYMeHToobopoTa
AnNs perncTpaunmn, KOHTPONs JOKYMEHTOB U
MHPOPMALMOHHO-CNPaBOYHON PaboTbl C AOKYMEHTaMM

MpUMEHSITb MHPOPMALIMOHHO-KOMMYHUKALMOHHbIE TEXHOMOMK
Anst paboTbl C JOKYMEHTaMM

CocTaBnstb 1 0OpPMNATL HOPMATUBHbIE aKTbl

Heobxoanmbie
3HaHUS

HopmaTnBHble NpaBoBble akTbl, HOPMATUBHO-MeToaNYECKNE
AOKYMEHTbI, rOCYy4apCTBEHHbIE CTAaHAAPTLI, onpeaensowmne
NopPsSiAOK JOKYMEHTaLMOHHOIro obecneyeHms ynpaBneHus

CTpyKkTypa opraHmsaumm, pyKkoBOLACTBO CTPYKTYPHbIX
nogpasgesieHnn

CoBpeMeHHble MHGOPMALIMOHHbIE TEXHOOrMN paboTbl C
AOKYyMEHTaMum

Mopsagok paboTbl C AOKYMEHTaMM, CXEMbl JOKYMEHTOobopoTa

MpaBuna paboTbl C BXOASALUMU, NCXOOALLMMM U BHYTPEHHUMM
AOKyMeHTamu

MpaBuna opraHM3aumnm KOHTPOS UCMOSTHEHNUSI JOKYMEHTOB U
TUMNOBbIE CPOKM UCMOJTHEHMSI JOKYMEHTOB

MpaBnna cocTaBrneHnst aHanMTUYeCcKnUx cnpaBok Mo opraHn3aumm
paboTbl C AOKYMEHTAMW 1 KOHTPOJIHO UCMONHEHUS JOKYMEHTOB

MpaBuna co3gaHus 1 BegeHus 6a3 AaHHbIX CNYyXeOHbIX
[OKYMEHTOB B OpraHun3aumm

Cunctembl 9NEKTPOHHOIO OKYMEHTOobopoTa

TpeboBaHnsa oxpaHbl Tpyaa

Apyrve
XapaKTepPUCTUKM

3.3.12. TpyooBas pyHKUMSA

HanmeHoBaHune | OpraHmMsauunsa xpaHeHus Kog | C/12.6 | YpoBeHb 6
AOKYMEHTOB B NPUEMHOM (noaypoBeHb)
pyKoBOAUTENS KBanudukaum

n

MpoucxoxaeH | OpurmHan X 3anmcTBOBaHO

ne TpyaoBOU N3 opurmHana

YyHKLMN

Kopa Perncrtpauyu




opurMHana OHHbIN
HOoMep

npodeccnoH
anbHOro

cTaHgapTa

Tpynosble
JencTBus

Pa3spaboTka pa3fgenos HOMeHKNaTypbl Aen opraHu3aumm

dopmupoBaHune n ogpopmieHne gen noCTOAHHOrO,
A0NroBPEMEHHOIO CPOKOB XPaHEHMUs

MoaroToBKa M nepeaada Aen B apXvMB opraHnsaumm

Heobxoanmbie
YMEHMUS

Pa3pabaTbiBaTb HOMEHKNATYpy Aen opraHn3aumm ¢ y4eTom
AENCTBYHOLLMX HOPMATUBHO-METOANYECKMX JOKYMEHTOB

Ncnonb3oBaTb HOMEHKNATYpy Aen Npu U3y4YeHUn CTPYKTypbl
opraHusaumm, COCTaBneHMM ONUCEN e

dopmupoBaTb 1 0PoOpMNATL Aena B COOTBETCTBUMU C
yTBEPXXOEHHOM HOMEHKNATYPOW Aen opraHnsaunm

Ob6ecneymBaTb COXPAHHOCTb JOKYMEHTOB OpraHmM3auum

npOI/I3BO,D,I/ITb noaroToBKy gen ald nepegayvun B apxmB

MpUMeEHSITb MHAOPMALIMOHHO-KOMMYHUKALIMOHHbIE TEXHOMOMK
Anst paboTbl C JOKYMEHTaMM

Heobxoanmbie
3HaHUS

HopmaTnBHble NpaBoBblE akTbl, HOPMATUBHO-MeToaNYECKNE
AOKYMEHTbI, rOCY4apCTBEHHbIE CTAaHAAPTLI, onpeaensowmne
NopsiAOK JOKYMEHTaLMOHHOro obecneyeHms ynpaBneHus

Buabl HomeHknaTyp, obuwue TpeboBaHUs kK HOMEHKNATYpE,
METOAMKaA ee COCTaBNEHMS U 0DOPMITEHNS]

Mopsgok dhopmMmpoBaHNA U 0opMITIEHUS Aen C yKadaHnem
cneundukm opmMMpoBaHNA OTAENbHbIX KaTeropun gen

MpaBuna xpaHeHus Aen, B TOM YMCne ¢ AOKYMEeHTamu
OrpaHU4YeHHOro goctyna

lMpaBuna Bblga4m N NCNONb30BaHUSA JOKYMEHTOB U3
CPOPMUPOBAHHbLIX EN

TpeboBaHnsa oxpaHbl Tpyaa

ﬂpanma noaroToBkKN U nepegayun ges B apxXxmB opraHn3auunn

Opyrve
XapPaKTeEPUCTUKA

3.3.13. TpyooBble yHKLMK

HanmeHoBa | O6ecneveHune pykosoautens | Koa C/13.6 YpOBEHb 6

Hue NHopMaumen (nogypoBeHb)
KBanudgukaumm

MpoucxoxaeHun | OpurmHan X 3anMCcTBOBaHO 13

e TpyaooBou opuruHana

dyHKLMN




Kon PernctpaynoHH

opuruHa bl HOMEp
na npodoeccuoHarnb
HOro ctaHgapTa

Tpynosble
JencTBus

C6op 1 nepepaboTtka nHdpopmaumm, Heobxoammon Ans
NPUHATUSA 0O0CHOBAHHbIX YNPaBNeHYeCKNX peLLleHni

MpoBepka 4OCTOBEPHOCTU, NOMHOTLI M HEMPOTUBOPEYMBOCTH
AaHHbIX, UCKIoYeHne Ay6GnMpoBaHNsa MHopMaLmm

MpenocTaBneHne gaHHbIX B €4MHOM 1 yaoBbHOM AN BOCNPUSATUA
dopmaTte

BbisiBneHne Hanbornee 3Ha4YMMbIX KpUTEPUEB CUCTEMATU3ALINN
nHdopmMaumm ans co3gaHnsi 6a3 gaHHbIX

dopmmnpoBaHme 1 ncnosnb3oBaHne 6a3 gaHHbIX B OpraHn3aumm

Heobxoanmbie
yMeHUs

OcywecTtBnsaTte cbop, 06paboTKy U aHann3 nHopmaunn B
COOTBETCTBMM C TPeOOBaAHUAMN KPATKOCTU, YETKOCTU
OpPMYNMPOBOK, CBOEBPEMEHHOCTM MNOCTYMNNEHUS, TOYHOCTU U
AOCTOBEPHOCTU, ONTUMAribHOCTU CUCTEMAaTMU3aLNN,
HenpepbIBHOCTU cbopa 1 06paboTkm nHdopmMaymm

OcyuwecTBnsATb perncTpaumnto, HakonmeHne n nepegady,
CUCTEMATM3MPOBAHHOE XpaHEHME 1 Bblgavy MHopmaumm B
Tpebyemon oopme

CocTaBndatb U O(bOpMJ'IFlTb CBOAHbIE€, OTYETHbIE, CTaTUCTU4YEeCKNe
AOKYMEHTbI

OcywecTtBnsaTb 06paboTKy 1 CTPYKTYpUpoOBaHME NHpOopMaLmK,
o6pa3sys MHPOPMaLMOHHbIE PECYPChI

BBoanTb HOBbIE AaHHbIE B CI'IpaBO‘-IHO-VIHCbopMaLlI/IOHHble
CUCTEMDbI

BBoauTb B NaMaTb KOMMblOTEPA 3NEKTPOHHbIE 06pa3bl
[OKYMEHTOB

Mpon3BoanTb NOUCK MHCbOPMaLUK B CyLLECTBYOLLMX Ga3ax
AaHHbIX, BECTU MHPOPMALIMOHHO-CNPaBOYHY0 paboTy Ha OCHOBE
pasnnyYyHbIX KOMOMHALUMUIA NOUCKOBbIX NPU3HAKOB

an/IMeHFITb MH(bOpMaLlVIOHHO-KOMMyHI/IKaLI,I/IOHHbIe TEXHOJTIOMMN

Heobxoanmbie
3HaAHUA

OcobeHHOCTM OPMUPOBAHUS BHELLUHUX U BHYTPEHHUX
NHPOPMALMOHHLIX MOTOKOB

CocTaB BHELLUHUX I/IH(*)OpMaLlI/IOHHbIX NOTOKOB

CocTtaB BHYTPEHHUX MHOPMALIMOHHbIX MOTOKOB

CTpyKTypa opraHusaumm n nopsigok B3anMoaencTems
nogpasgeneHnn n cnyxo

OcobeHHoCcTM hopmmpoBaHnsa 6a3 AaHHbLIX B OpraHn3aumnm

CoBpeMeHHble Hay4YHble MeTOAbl U TEXHUYECKNE CPeacCTBa,
cnocobceTByowme cbopy, obpaboTke, cCOXpaHEHUIO U Nepenaye
NHPOPMALMOHHBIX MOTOKOB

MeToabl 06paboTkn MHPOPMALIMK C MPUMEHEHNEM




COBPEMEHHbIX TEXHNYECKUX CcpencTB KOMMyHVIKGLl,VIVI n CBA3N,
BbIYNCITNTENBHOW TEXHUKMN

TpeboBaHusa oxpaHbl Tpyaa

Opyrve
XapaKTepPUCTUKN

3.3.14. TpyooBasa pyHKUMS

HaumeHoBa | OpraHunsaums Kon C/14.6 | YpoBeHb 6
Hue NHOPMAaLMOHHOTO (noaypoBeHb)
B3aMMOAOEeNCcTBUA KBanuukaum
pykoBoAuTEnNs C n
AOJMPKHOCTHBIMU fiLaMu
opraHusauum
MpoucxoxaeHne | OpurmHan X | 3aMmcTBOBaHO M3
TPy4oBOW opuruHana
YHKLMN
Ko PernctpaumoHH
opuruHa bIl HOMEP
na npodeccuoHarnb
HOro cTaHgapTa
TpyaoBble NHdopmmnpoBaHne paboTHUKOB OpraHmM3aumm O peLLeHnsIX
AencTeus pykoBoauTeEns
OpraHusaumsa obmeHa nHdopmaumen mexay nogpasgaeneHmusamm
N OOSMKHOCTHBbIMM NLL@MM OpraHmM3aumm
OnoBeLleHne paboOTHMKOB O NPEACTOALWMX MEPONPUATUAX
OpraHusaumst BCTpeY TPyA0BOro KOnekTnea ¢ pykoBoACTBOM
NHdopmmnposaHmne pykosoautens o6 obpalleHnsax coTpyaHUKOB
no paboymm 1 NIMYHBIM BONpoOcam
Heobxogumble Mcnonb3oBaTb COBpEMEHHbIE TEXHOOrMM cbopa u nepenayu
yMeHuUs NHpopmaumm

OcywecTtBnsaTb cbop 1 nepepaboTky MHGOpMaLmn,
Heobxoanmon ansa oesaTenlbHOCTM PYKOBOAUTENS

OcylwecTBNsATb CUCTEMATM3ALNIO NONyYaeMblX U NepegaBaeMbixX
AaHHbIX

OcyLecTBnsATb NPOBEPKY JOCTOBEPHOCTU, MOMHOTLI U
HEeNPOTUBOPEYMBOCTU AaHHbIX, UCKIToYeHNe Oy6nMpoBaHus
MHdOpMauumn

MpenocTaBnaTb AaHHbIE B €4MHOM 1 yOobHOM And BOCNpUATUSA
dopmare

MHOFOKpaTHO MCMNoJ1b30BaTb MNOJTYYEHHYIO I/IHqI)OpMaLlI/II'O,
NOCTOSAHHO OGHOBNATb OaHHbIe

Ob6ecnevnBaTb onepaTtnBHOCTb MHPOPMALMOHHbBIX NOTOKOB




PaboTaTb ¢ KOMNbIOTEPOM, NCNONb30BaTb OUCHbLIN NaKeT
(TekcToBbIN pegakTop, Tabnuubl)

Heobxoanmbie
3HaHUS

HopmaTurBHbIe NpaBoOBble akTbl, HOPMaTUBHO-MeToaNYECKME
AOKYMEHTbI, rocyaapCcTBeHHble CTaHaapThl B cdepe
AEeATEeNbHOCTU opraHM3aLmm

CTpyKkTypa opraHusauumn, pykoBOACTBO CTPYKTYPHbIX
noapasaeneHui, HanpaBneHns AesTeNbHOCTM OpraHn3aumm u
KOMNETEHUMN CTPYKTYPHbIX NoApasaeneHnii  JOMKHOCTHBIX NnL,

Knaccundukaums ynpasneH4yeckon nHgpopmaumm, sBuabl
ynpasfeHYeCcKkon NMHdopmaLmnm

dopmbl NpegocTaBneHns ynpasieH4eckon nHgopmaumm

NcTouHMKM ynpaBneH4Yeckon nHopmMauum

MeToaunka oT6opa NCTOYHMKOB MHGOPMaLINK

TpeboBaHus, NpeabsiBNsieMble K ynpaBrieH4Yeckon nHdopmaLuum

TpeboBaHnsa oxpaHbl Tpyaa

Opyrve
XapakKTepPUCTUKN

3.4. O6006LweHHan TpyaoBas QyHKUMS

HanmeHoB | MHgOpMaLMOHHO-aHanMTn4eckas u Koa D | YpoBeHb 6
aHue opraHM3auuoHHO-agMUHUCTPaTUBHAA KBanudgwukaw
nogaepxka 4eaTeflbHOCTH nmn
pYyKOBOAUTESSI OpraHn3aumm
MpoucxoxaeHue OpurnHan X 3anmMcTBOBaHO 13
0600LeHHOon opuruHana
TPy4oBOW (OYyHKLNN
Kon PerncrpauunoH
opurmHa HbIN HOMEpP
na npodgreccnoHan
bHOIO
cTaHpapTa
BoamoxHble [MomoLHMK pykoBOANTESS
HanMeHOBaHUS
JOMKHOCTEN,
npodgreccunu

TpeboBaHu4 K
obpasoBaHuio n
00y4eHunto

Bhicliee obpasoBaHue - 6akanaspuar
NononHuTensHoe npodeccroHansHoe obpasoBaHne

TpeboBaHu4 K
onbITY
NpakTU4eCcKom

He meHee Tpex net no npodunto 4eaTenbHOCTN opraHn3auunm




paboThbl

Ocobble ycnosusa
gonycka kK paborte

Opyrve
XapaKTepPUCTUKN

[ononHuTenbHble XapakTePUCTUKN

HanmeHoBaHwue Koa HanmeHoBaHvne 6a3oBow rpynnbl, OSHKHOCTH
AOKYMEHTa (npodhbeccun) nnm cneumanbHOCTH
OK3 2432 Bubnuotekapu, 6ubnunorpadbl, 4OKyMeHTOBEAbI
N cneumanncTbl POACTBEHHbLIX Npodeccui
OKCO 032001 | JokymeHTOBedEHME N OOKYMEHTaLMOHHOE

obecneyeHune ynpasneHus

032002 | JokymeHTauMoHHOe obecneyeHne ynpasreHns n

apxvmBoBegeHue
3.4.1. Tpyoosble yHKLMM
HanmeHoBa | dopmupoBaHue Koa D/01.6 | YpoBeHb 6
Hue NHpOpMaLMOHHOIo (nooypoBeHb)
B3anMMOOeNCTBUA KBanudukaum
pykoBoauTens c n
opraHusaumsamMmm
MpoucxoxaeHn | OpurmHan X 3anmcTBOBaHO n3
e TPyOoBOWM opurmHana
dyHKLUMN
Ko PernctpaumoHH
opurmHan biu HOoMep
a npodeccmoHans
HOro ctaHgapTa
TpyooBble OTOOpP NCTOYHWUKOB MHPOPMaLUKM B COOTBETCTBUN C 3aJaHHbIMU
AencTBnd Kputepnamm

Ob6paboTka M uHTepnpeTaums WMHOpPMaUMM ANsa NOoArOTOBKM
NPOEKTOB peLleHNI

MoaroToBka 3ampocoB MO  MOPYYEHMIO PyKOBOAUTENsS Ha
nony4yeHne  [OOKYMEHTOB W  MHdopmMauuMm B opraHax
rocyapCTBEHHOM BractM W  ynpaBreHusl, obLLeCTBEHHbIX
opraHu3aumsix U nony4YeHne COOTBETCTBYLLEN UHDOPMaLUN U
AOKYMEHTOB

MHdopmupoBaHMe pykoBoauTEnNs O pesyrbTaTax pacCMOTPEHMS
3anpocoB 1 obpalleHui

OpraHusauus peLleHus BOMPOCOB, He  Tpebyrwmx



http://ivo.garant.ru/document?id=79057&sub=0
http://ivo.garant.ru/document?id=79057&sub=22432
http://ivo.garant.ru/document?id=86755&sub=0
http://ivo.garant.ru/document?id=86755&sub=32001
http://ivo.garant.ru/document?id=86755&sub=32002

HenocpeaCcTBeHHOro y4actmnd pykoBoauTess

MoaroToBka matepuanoB AnNs yvacTusi pykoBoauTens B paboTe
pasfuYHbIX CTPYKTYyp B COCTaBe [OCYAapCTBEHHbIX MU
MYHULMNAnNbHbIX OPraHoB, 06LLECTBEHHbIX OpraHn3auuin

MoarotoBka [AOKYMEHTOB ANS 3aKMlOYeHUs cornalleHui o
COTPYAHMYECTBE C AENOBbIMU NapTHEpPaMM

MHdopmrpoBaHMe OenoBbiX MApTHEPOB U 3aMHTEPECOBAHHbIX
opraHusauum O peLLUeHusiX PyKoBOOUTENHA B XOLE BbIMNOSIHEHUS
cornawleHum

Heobxoanmbie
yMEHUSA

AHanuampoBaTb U 0OTOUpaTb WCTOMHUKM WHopmMauun B
COOTBETCTBMM C  KPUTEPUAMM  MOMHOTbI, [AOCTOBEPHOCTH,
CBOEBPEMEHHOCTM NpeaocTaBneHns nHdopmarmm

Cobupatb, obpabaTbiBaTtb M aHanuampoBaTb MHMoOpMauuio B
COOTBETCTBMM C 3aaHHbIMK TpeboBaHMAMM

ﬂepep,aBaTb I/IH(*)OpMaLI,I/IlO B cucreMmatn3npoBaHHoOM Buae

O6pabaTtbiBaTb M CTPYKTypupoBaTb MWHpopmMauuo, obpasys
MHGOPMALMOHHbIE PeCYpPChI

Mpon3BoauTb MNOUCK MHGOPMaUMM B CyLLECTBYHWOLLUMX Gasax
AaHHbIX, BECTU MHCPOPMaLMOHHO-CNPaBOYHY0 paboTy Ha OCHOBE
pPasnnyYHbIX KOMOMHALUMIA NOMCKOBbIX NPU3HAKOB

O6ecneymBaTb MHPOPMALMOHHYI 6€30MacHOCTb OpraHn3aunm

Pabotatb C KOMMbOTEPOM, MCMNOMb30BaTb OMUCHbLIA NakeT
(TEekCTOBbLIN pegakTop, Tabnuubl)

Heobxoanmbie
3HaHUSA

BHyTpEHH‘/’I‘/’I N BHELWHAA NOJIMTUKa OpraHn3auunn

MpUHUMNbLI NpeacTaBUTENbCTBA B FOCY4APCTBEHHbLIX OpraHax,
opraHax MEeCTHOrO CamoynpaBrieHMsl, CTOPOHHUX OpraHn3aumsx
M NOPSIAOK B3aMMOAENCTBUS C HUMU

MpUHUMNbI 1 MeTOAbl aAMUHUCTPUPOBAHWS

OcoGeHHOCTM  (POPMUPOBAHUS  BHELUHUX U BHYTPEHHUX
MH(OPMALIMOHHbBIX MOTOKOB

CTpykTypa oOpraHusaumMm n  nopsigok  B3aUMOLENCTBUS
nogpasgeneHnn n cnyxo

MpaBuna popMmnpoBaHus 1 Ncnonb3oBaHUs 6a3 JaHHbIX

CoBpeMEHHbIE HayyHble MeToabl M TEXHUYECKME CpenacTBa,
cnocobeTeyowmne cbopy, obpaboTke, COXpaHEHUIO N nepeaadve
MHdOpMauumn

[MpaBuna 3awmTbl KOHUAEHUMANBHOW CryXebHOoM MHdopMaLnm

COBpeMeHHbIe I/IHdI)OpMaLlI/IOHHbIe TEXHOJT0MMN

Apyrve
XapaKTepUCTUKU

3.4.2. Tpynosas pyHKUMS

HanmeHoBa | AHanua nHdgopmaumnmn u Kog | D/02.6 | YpoBeHb 6

Hue noarotoBka (noaypoBeHb)




NHOPMALMOHHO-aHaNMUTUYECK KBanudukaum

NX MaTepmanos n
Mpoucxoxpenne | OpurmHan X | 3anmMmcTBOBaHO M3
TPpyaoBOW opurnHana
QYHKLMN
Kon PerncrpauyunoHH
opuruHan bl HOMEpP
a npodeccunoHan
bHOIO
cTaHgapTa
TpynoBble C6op, nepepaboTka n aHann3 nHdopmaLmm ons peLleHns
AencTeus 3a4ad, NOCTaBIIEHHbIX PyKOBOAUTENEM
lMoaroToBka MHGOOPMALMOHHO-aHANUTUYECKMX MaTepuanos
PaspaboTka TemaTtudeckoro nnaHa o630pHOro AOKyMeEHTa,
Aoknaga
OnpegeneHune kpyra bubnuorpadpunyeckmx NCTOYHUKOB
Moabop NCTOYHMKOB M NUTepaTypbl No Teme 063o0pa, Aoknaaa,
aHanMTN4YeCKOM crnpaBKku
HanucaHnune n ochopmneHne ob63opa, goknaga, aHannmTUYeCKou
cripaBku
Heobxoanmbie PaspabaTbiBaTb TEMaTU4eCKUI nNnaH ob3opa, goknaaa,
yMeHus aHanMTMYeCcKOn CnpaBKu

O6ocHOBbIBaTb akTyanbHOCTb NPO6neMbI, KOTOPYIO NPEACTOUT
oCBETUTL B 0630pe, AoKnage, cnpaBke

Monb3oBaTbCs MHPOPMALMOHHBIMU pecypcami 1
cucTemMaTn3MpoBaTb MHAOPMAaLMIO N0 3a4aHHLIM KpUTEPUSM

MpaBWbHO MHTEPNPETMPOBATbL MNOSNYyYEHHbIE AaHHbIE U
NpeaocTaBnsTb X B CUCTEMATU3MPOBAHHOM BMAe

OnpegenaTb KpYr UICTOYHMKOB M NUTepaTypbl, HE0BXoaUMbIX ANs
NOArOTOBKM MHPOPMALIMOHHO-aHaNMTUYECKMX MaTepmnanos

MNanaratb maTepuarn B 5IlorM4eckon nocnegoBaTesibHOCTU

npOVISBOD,I/ITb aHalin3 1N OUEHKY U3JNTOXXEHHOIro MmaTtepunana

OdhopmMnsATb TEKCT B COOTBETCTBYIOLEM CTUNE

PenakTtn poBaTb TEKCT JOKYMEHTOB

dopmMynunpoBaTb BbIBOAbLI M peKoMeHaaLmnm

OcyLLecTBNSATL aBTOMATM3aLMIO NPOLECCOB cOopa, XpaHEHUS 1
BblAa4un nHdopmaLmnm

lMonb3oBaTbCsa YCTPONCTBaMM aBTOMaTU3NPOBaHHOM 06paboTku
TEKCTOBOW MHGOpMaLUnmn N oToOHabopHbLIMW YCTPOMUCTBaAMU

MPUMEHSITL BbIMUCTTUTENBHYIO TEXHUKY M UHCPOPMaLMOHHbIE
TEXHOMNOMMM A1151 SKOHOMUYHOM U paLMOHanbHOW opraHn3aumm
MH(OPMALIMOHHbIX MPOLIECCOB, NOBLILLEHUS X TMOKOCTU U
AVHAMUYHOCTU




Mpoun3BoAnNTb NUTEPATYPHO-CTUNNCTUYECKYI0 0OpaboTKy TekcTa,
NPOBEPKY NOrMYECKON NnocneanoBaTenbHOCTU U3MOXEHUS,
aHanusa v OLEHKW, HanucaHWs BbIBOAOB N pekoMeHaaL i

MpUMEHATH OCHOBbI NMCUXONOrMK AENOBOro 06LEeHUs

Heobxoanmbie
3HaHUSA

HopmaTnBHble NpaBoBblE aKTbl, HOPMATUBHO-MeToaNYECKNe
[OKYMEHTbI, rocyAapCTBEHHble CTaHaapThbl B cdhepe
AeATENbHOCTN OpraHn3aumm

CTpyKkTypa opraHusaumnm, pykoBoACTBO CTPYKTYPHbIX
noapasaeneHuii, HanpaBneHust AesaTenbHOCTU opraHnu3aunum u
KOMMNETEeHLUN CTPYKTYPHbIX NoapasaeneHnii U AoMKHOCTHbBIX Nuu

Knaccundukaums ynpasneHyeckon nHgopmaumm, sBuabl
ynpasfieH4eCKon NHdopmaLmm

dopMbl NpeocTaBreHns ynpasneH4yeckon nHgopmMaumm

NcTouHmKM ynpaBneHyYeckor nHdopmauumn, metoamka otoopa
NCTOYHUKOB MHDOpMaLMK

TpeboBaHus, npeabsBAgeMble K ynpaBrieH4eCkon nHdopmaunm

OcobeHHOCTM pedepupoBaHusa MHPOpMaLnK, cneundmrka
0doOpMIIEHNA N COCTaBMEHUA aHHOTaUuK, pedepaTtos, 0630poB,
AOKNagoB

OCHOBbI HanMcaHusa peqe|7| 1 OOKInaaoB pyKOBOOUTENA

KaTteropun notpebutenen, Ha koTopble ByaeT paccynTaH
AaHHbIM 0630p, Aoknag

MeToabl 06paboTkn MHopMaLmm ¢ NPUMEHEHNEM
COBPEMEHHbIX TEXHUYECKMX CPEeACTB KOMMYHMKALNN U CBA3N,
BblYUCANTENBHON TEXHUKN

CTpyKkTypa MHOPMALMNOHHbBIX U34aHW B 3aBUCMMOCTU OT
XapakTepa nHopmMauum 1 LeneBoro HasHayeHus
MHAOPMAUMOHHbIX N34aHUN

CoBpeMeHHble cpeacTBa cbopa, 0bpaboTku, cuctemaTmsaumnm
MHdopMauumn

NcTouHMKM nHdopMaunn: katanorn 6MbnumoTek, KypHanos,
NOUCKOBble CUCTEMbI MHCPOPMALMOHHO-TENTEKOMMYHUKALMOHHOMN
cetn "IHTepHeT", aNeKTPOoHHbIe 6a3bl AaHHbIX

dyHKUMOHanNbHOEe Ha3HavyeHne ob3opa (bubnmnorpadunyeckoro,
pedepaTnBHOro, aHaNUTU4YECKOro) Kak cpeacTBa OpMeHTaLum
yuTaTens B JOKYMeHTanbHOM Unm MHopMaumoHHOM NOTOKe

OcobeHHOCTM 0bLeHay4YHOM K NparmaTUyeckon pyHKLMn
0630poB

ﬂpanma pa6OTbI C BHELLUHNMW HOCUTENTAMU I/IHdI)OpMaLlI/II/I

HOpMaTVIBHbIe OOKYMEHTbI, roCygapCTBEHHbIE CTaHOAPThI B
obnactn oesaTenbHOCTH opraHmn3aunmn

MoHsaTMe n cneunduka Gudbnuorpaduyeckoro, pedepaTMBHOIO 1
aHanMTU4eCcKoro MHMOOPMaLMOHHOIo U3gaHus

CnpaBoYHble NPaBOBbIE CUCTEMbI

Opyrve




| XapaKTepucT1km

3.4.3. Tpynosasi yHKUMS

HaunmeHoBa | OpraHusauusi 4enoBbIX Kon D/03.6 | YpoBeHb 6
Hue KOHTaKTOB N NPOTOKOSbHbIX (nopypoBeHb)
MepOonpuUsATUi KBanudunkaum
n
Mpoucxoxpenne | OpurnHan X | 3anMcTBOBaHO 13
TpyooBou opuruHana
dYHKLUK
Kon PerncrpauynoHHsbI
opurnHan N HOMep
a npodpeccrnoHanb
HOro ctaHgapTa
TpynoBsble OpraHusauma n nnaHnpoBaHue AerioBbIX KOHTAKTOB, BCTPeY U
AencTeng noes3foK pyKoBoAUTESS
OpraHusauma 3acegaHun, CoBelaHmm 1 MEPONPUATUNA,
NPOBOAMMbIX PYKOBOAUTENEM
[MogroToBka maTepuanos ANs CoBelaHuin, BegeHne u
ohopMIieHne NPoOTOKOSOB
[MogroToBka NpeseHTaumm No yKasaHuio pykoBoanTens
[MoaroToBka M NpoBefeHue Npecc-KoHepeHUnsa pykoBoauTens
BcTpeya yyacTHMKOB neperoBopoB, obecnedeHne nx
MHOPMaLMOHHBIMM MaTepuanamu, BeLeHne 3anmcen
neperoBopoB
Heobxogumeble CocTaBnaTb NnaH Nnoesgkn pykosogmrens
yMeHus OdhopmMnaTe 4OKYMEHTbI, HeobxoauMble ONA 0eNOBOW NOE3aKN,

KOMaHOWPOBKM PYKOBOAUTENS

CocTaBnaTtb 1 0popMAsTL NPOTOKOSbI COBELLAHUI, 3acedaHnin
N OPYrMx KOHEepeHTHbIX MEPONPUATUIA, FOTOBUTb CMUCOK
Yy4aCTHMKOB, MNOBECTKY AHSA, ABOYHbIE NIUCTbI U NPOEKTHI
NTOroOBbIX JOKYMEHTOB

CocTaBnaTb npecc-pesin3bl

BecTn neperosopbl ¢ napTHepamm

PaboTaTtb B pexXume MHOro3aga4yHoCTy

PaboTtaTtb ¢ 6onbwmm 06 beMOM MHGOPMaLnn

CospaBaTb 1 noaaepXuBaTb NONOXUTENbHBI UMUOXK
opraHusaumm 1 pykoBoautens

Mcnonb3oBaTh BbIYUCINTESNbHYIO TEXHUKY U
NHOPMALMOHHO-KOMMYHUKALMOHHbIE TexHoMnormn ans éonee
9KOHOMUYHOM U1 paLMOHaribHOM OpraHn3aumnm
NHOPMALIMOHHbIX MPOLIECCOB, MOBbLILEHUS UX TMOKOCTU U




ONHaMNYHOCTU

O6ecneuymBaTtb MHHOPMaLNMOHHYIO 6E30MacHOCTb OpraHM3auum

Heobxoanmbie
3HaHUS

HopmaTuBHbIe NpaBoOBble aKTbl, HOPMATUBHO-MeToanYeckne
[OKYMEHTbI, roCyAapCTBEHHbIE CTaHAapThl B cdepe
OEeATEeNnbHOCTN opraHM3aLmm

CTpyKTypa opraHusaunmn, pykoBoAsILLUA COCTaB OpraHM3auumn n
noapasaeneHnin, HanpasBrneHns AeAaTenbHOCTM opraHM3aumm u
KOMMNETEeHUUN CTPYKTYPHbIX NoApasaeneHnin n AoMKHOCTHBIX
nmy,

Mcuxonorns AenoBoro o6LLEeHNs, OCHOBbI KOHM(NNKTONOM M

[MpaBuna npoBeaeHUst 4eSOBbIX NePEeroBopoOB U MPOTOKOSTbHbIX
MepOonpuATUn

OTMKET M OCHOBbI MEXAYHAPOAHOro Npokona

I'Ipanma COCTaBJ1EHUNA N OCbOpMJ'IeHVIH JOKYMEHTOB

MpaBuna 3awmTbl KOHPUOEHUNANBHON CY>XEBHOM
nHdopmaLummn

|/|Hd)OpMaLI,I/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe TEXHOJTOMMKN

Opyrve

XapaKTepPUCTUKM

3.4.4. Tpyoosas yHKUMS

HaumeHoBa | OpraHusauunsi UICNONHEHNA Koa D/04.6 | YpoBeHb 6
Hue peLlleHnn pykoBogmTens (noaypoBeHb)
KBanudukaum
n
MpoucxoxaeHne | OpurmHan X | 3aMMCTBOBaHO
TpyooBoOW N3 opurMHana
yHKUMN
Kon PerncrpayuoHH
opuruHana bl HOMEP
npodeccuoHarsb
HOro ctaHgapTa
Tpynosble [lokyMmeHTanbHoe opopMIieHne peLleHnin pykosoanTens,
AencrTemg aosefeHne 0o cBefeHnsa paboTHUKOB OpraHM3aumnmn YCTHbIX
pacrnopshXeHur pykosogmTens
KoopanHauma oesatenbHOCTM MO UCMOSNHEHUIO peLlEHNI
pyKoBOAUTENS
KOHTpOnb UCMONHEHUs peLleHnin pykoBoauTens
MogrotoBka OTYETOB O BbIMOSIHEHUM MOPYYEHUN U PELLEHNN
pyKoBOAUTENS
Heobxogumble CocTtaBnaTtb 1 0POpMIIATbL AOKYMEHTbI, coAepXallmne nopyyeHns
yMeHus N pacrnopsKeHUss pyKoBoaUTENS




BecTtu yyeT nopyyeHuin pykoBoamTensi, TpebyroLmMX KOHTPOrs Mo
CyLLEeCTBY peLleHus Bonpoca

YeTko 1 BbICTPO NPMHUMATL pPeLleHnst B npolecce paboTbl

Mpon3BoANTb aHanM3 UCNONTHUTENbCKOW ANCLMMIIHDI

CocTaBnsTb aHanUTUYECKNe OTYETbl M CIPaBKM Mo pesynbTaTtam
MCMNONHEHWSI NOPYYEHUI U pacnopsiKEeHU pyKoBoaUTENS

Monb3oBaTbCsA CMCTEMAMM 3NEKTPOHHOIO 4OKYMeHToobopoTa

MpUMEHSATb BbIYUCIINTENBHYIO TEXHUKY U
NHPOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHOSOrMN Ons
3KOHOMWYHOW 1 pauuoHanLHOW opraHnsaumm MHOPMaLNOHHbIX
NpoLeccoB, NOBLILLEHUS] UX TMOKOCTU M ANHAMWUYHOCTU

Ob6ecne4vmBaTtb 6€30MaCHOCTb AEATENbHOCTM OpraHmn3aunm

Heobxoanmble HopmaTnBHble NpaBoBblE akTbl, HOPMATUBHO-METOANYECKNE
3HaHMS [OKYMEHTbI, rocyAapCTBEHHbIE CTaHaapThbl B cdhepe
AeaTenbHOCTN opraHn3auum

CTpyKTypa opraHusauun, pykoBOACTBO CTPYKTYPHbIX
noapasaeneHuii, HanpaBneHus AesTeNbHOCTU opraHn3aumm u
KOMNETEHUMN CTPYKTYPHbIX NoApasaeneHnii  JOMKHOCTHBIX NnL,

MpaBuna NnpoBeAeHNst KOHTPONS UCMOSNTHEHNS NMOPYYEHUI
pykoBoauTens

TexHonorns BeaeHnsi KOHTPONS UCMONTHEHUS NMOPYYEHUI
pykoBoauTEns

CucTeMbl 3NEeKTPOHHOro AOKYMeHTo060poTa, 6a3bl AaHHbIX

TpeboBaHnsa oxpaHbl Tpyaa

Opyrve -
XapaKTepPUCTUKM

IV. CBegeHusa o6 opraHusaumsx - paspaborumkax npocgeccmoHanbHOro craHgapTa

4.1. OTBETCTBEHHAsA OopraHM3auusa-pas3paboTymk

HIM "HaunonanbHas accoumauma opmCHbIX cneumanmcTtoB N agMUHUCTPATUBHbIX
paboTHukoB", ropog Mockea

OunpekTop XntocHesa Jliogmuna lNeTpoBHa

4.2. HanmeHoBaHna opraHu3auuni-paspaboTynkon

1 AHO "AreHTCTBO CcTpaTermndyecknx MHULUMaTMB NO NPOABUXKEHUIO HOBbIX
npoekToB", ropoa Mockea

2 AHO "YensabuHckoe pernoHanbHOe areHTCTBO pas3BUTUS KBanudukaumin",
ropog YensbuHck

3 AHO B[IO "MeXxpernoHanbHbIN OTKPbITLIM COLManbHbIN UHCTUTYT",
ropoa Mowkap-Ona, Pecny6nunka Mapuin 3n

Bonrorpaackast ToproBo-npomblLLNeHHas nanarta, ropon Bonrorpag

alhb~

'Y "Bcepoccumckum Hay4yHo-ncenegoBaTenbCkum MUHCTUTYT AOKYMEHTOBELEHUS




n apxmsHoro gena" (BHUMOAL), ropog Mocksa

HOY OO "MHCTUTYT nHpopmMaumnoHHbIx TexHonorun "AnTu", ropog Mocksa
O6Lwepoccuicknin npodcorn3 paboTHMKOB roCYAaPCTBEHHbBIX YUYPEXKAEHNN U
obuiecTBeHHOro obcnyxunsanus Poccunckon ®egepaumm, ropog Mocksa

8 O6Lwepoccurickoe MexoTpacneBoe obbeanHeHne pabotogatenen "Hukens",
ropog Mockea

9 00O "MawnkpocodT Pyc", ropog Mocksa

10 | OO0 "LeHTp akcnepTtunsbl 1 ceptudmnkauymmn”, ropog Mocksa

11 | OOO "3GneKkTpoHHbIE OpUCHBIE cucTeMbl”, ropoa Mocksa

12 | [MOBOMKCKNUIN MHCTUTYT ynpasneHus umenu MN.A. CtonbinuHa - ounuan ®rooy
BINO "Poccunckas akagemusi HQpogHOro Xo3amcTea U rocygapCTBEHHOM
cnyx6bl npu Mpe3ngeHte Poccuiickon ®egepaunn”, ropogq Capatos

13 | ®rAQY A0 "Akagemus ctTaHgapTU3aunmn, METPONornmmn n ceptTudmkaummn®,
ropog Mockea

14 | ®I'BOY BI10 "lMeH3eHCKMI rocyaapCTBEHHbIN YHUBepcnTeT", ropoa lNeHsa
15 | ®I'bOY BI10O "Poccuickun rocyaapCTBEHHbIN r'yMaHUTapHbIA YHUBEPCUTET",
kKadpegpa gokymeHToBeaeHus, kadegpa ACLOY, ropog Mocksa

16 | ®I'BY "HayyHo-uccnenoBaTesibCKMMU MHCTUTYT Tpyaa U coumaribHOro
cTpaxoBaHua" MuHucTepcTBa Tpyaa u coumanbHOW 3alnTbl Poccmimnckom
depepaumn, ropog Mocksa

17 | ApocnaBckaa TOproBo-npoMmbILLIEHHas nanarta, ropod Apocnassib

(o]

\‘

*(1) ObLepoccuicknin krnaccmmkaTop 3aHATUN.

*(2) ObLepoccuickni kraccnukaTop BUAOB 9KOHOMUYECKON OeATENBHOCTMW.

*(3) ObLuepoccuickni knaccngukatop cneumanbHOCTEN NO 06pa3oBaHUIo.

*(4) EguHbIn  kBanuUKaLMOHHLIA CNPaBOYHMK OOSMKHOCTEN pPYKOBOOMUTESNEN,
crneumannucToB 1 Opyrnx cnyxatumx.

*(5) Obwepoccuncknin  knaccudukatop npodpeccun paboumx, OOIMKHOCTEN
crny>aLmx n TapuHbIX pa3psgos.


http://ivo.garant.ru/document?id=79057&sub=0
http://ivo.garant.ru/document?id=70550726&sub=0
http://ivo.garant.ru/document?id=86755&sub=0
http://ivo.garant.ru/document?id=80422&sub=0
http://ivo.garant.ru/document?id=1448770&sub=0

