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Mpuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H [lokyMeHT npenocTasneH KoHcyabTaHTIlioc
n n _;
ng6o§:i32(:.L?::HMH253¢eCCMOHanbHoro cTraHgapTa "Cneumanuct [laTa coxparerust: 30.01,2020

HUcTouHuk myOamkannu
OdunmanbHbI HHTEpHET-MOpPTal NpaBoBoit nHGopMauu http://www.pravo.gov.ru, 04.06.2015

I[IpuMevyaHue K TOKYyMEHTY
Hauaino neiictBust nokymenta - 15.06.20135.

Ha3BaHue nokymeHTa

[Tpuxaz Muntpyaa Poccuu ot 06.05.2015 N 276H

"OO6 yTBepKIeHMHM THpodeccuoHanbHOro  craHaapra "ChoeuuaJucT 1O  OPraHU3alMOHHOMY H
JOKYMEHTAIMOHHOMY 00€CIICUeHHIO YIIPAaBICHHUS OpraHu3anuei”

(3apeructpupoano B Muntocte Poccun 02.06.2015 N 37509)
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Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

3apeructpupoBaHo B Muntocre Poccun 2 nronst 2015 r. N 37509

MWHUCTEPCTBO TPYJA 1 COLMATNIbHON 3ALLUUTBI POCCUACKOWU ®EOEPALIMA

MPUKA3
oT 6 masa 2015r. N 276H

Ob YTBEPXAEHUN NMPO®PECCUOHAJIbHOIO CTAHOAPTA
"CMNMEUMANTUCT NO OPTAHU3ALUMOHHOMY U OKYMEHTALUMOHHOMY
OBECIMNEYEHUIO YINPABJIEHUA OPTAHU3ALIMEN"

B cootBerctBuM ¢ myHkTom 16 IIpaBui pa3paGoTku, yTBEpKAECHUS U IPUMEHEHUs MPOPECCUOHATBHBIX
CTaH/IapTOB, YTBEPKACHHBIX NocTaHoBiIeHueM lIpaBurensctBa Poccniickoit @enepanuu ot 22 suBaps 2013 r.
N 23 (Cobpanue 3akonomarenbcTBa Poccuiickoit @eneparnuu, 2013, N 4, cr. 293; 2014, N 39, cr. 5266),
MIPUKA3bIBAIO:

YTBepauTh mpmiiaraeMeiii mpodeccroHanbHbil  cTaHAapT "CHenuanucT MO OpraHU3alMOHHOMY |
JIOKYMEHTAIlMOHHOMY 00€CIIeYeHHIO YIIpaBJIeHUs OpraHu3anueil’.

Munuctp
M.A. TOIINJIMH

YT1BEpKICH

MpuKa3zoM MuHuCTEpCTBa TPy Aa
U COIIMAILHON 3aIIUTEI
Poccuiickoit deneparuu

ot 6 mag 2015 r. N 276n

NMPO®ECCUOHAIbHbIA CTAHOAPT
CNEUNANNCT

no OPrAHU3ALUMOHHOMY U AOKYMEHTALUMOHHOMY OBECNEYEHUIO
YNPABJIEHUA OPTAHUSALIMEN

447
PerucrpanmonHbii
HOMEp
I. O6mue cBeneHus
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Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

Opranu3annoHHOE U JIOKyMEHTAIIMOHHOE 00eCIieueHNe YIpaBICHUs 07.002
OpTaHU3aIMsIMH JTIOOBIX OPraHU3aIMOHHO-TIPAaBOBEIX (HOPM

(HanmMeHOBaHUe BUJA MPO(HECCHOHATLHON AEATEIbHOCTH) Kon

OcHoBHas ocjib BUa HpO(l)CCCHOH&]'IBHOfI JACATCIIBHOCTH:

Peanmzanus obecrieunBaronx GyHKIUN YIIPaBISHHUS OpraHN3aIluei; BHEAPEHHE JTyIIINX
TEXHUYECKUX pa3pabOTOK M HOBEHIINX TEXHOJOTUN B 00ecrieueHre yrpaBieHHs OpraHu3auei

I'pynna 3ansTmii:

2432 bubnunorexapu, oudbnuorpadsi, 3431 AMUHUCTPATUBHO-YIIPABIECHY
JIOKYMEHTOBE/IbI U CTIIELIUAIHACTHI €CKHI mepcoHan
POICTBEHHBIX Mpodeccuii

4222 Crnysamiue, 3aHATbIE IPUEMOM U - -
UH(GOPMHUPOBAHUEM TTOCETUTENCH

(xom OK3 (HanMeHOBaHUE) (xom OK3) (HaMMEHOBaHUE)
<1>)

OTHeceHUE K BuUaamM YKOHOMHYECKOU ACATCIIBHOCTH

82.1 JlesTenbHOCTh aAMUHUCTPATUBHO-XO031CTBEHHAS 51 BCIIOMOTaTeJIbHAs
JeSITeIbHOCTD M0 00eCIeueHUIO (PYHKIIMOHUPOBAHUS OPraHU3aIH

82.3 JlesiTenbHOCTD 110 OpraHu3aluy KOH(GEpEeHIINH U BBICTaBOK

(xom OKBO/] (HauMeHOBaHUE BUJIa YKOHOMHUYECKOH eI TEIIbHOCTH)
<2>)

II. Onucanue TpyAOBBIX (PYHKIIUH, BXOSAIINX
B IIpOo()eCcCHOHANBHBIN cTaHIapT (PyHKIIMOHAIbHAS KapTa BHIA
poecCHOHATLHOM JIEATEITBHOCTH )

O060011eHHbBIE TPYA0BbIE (PYHKIIUU TpynoBsle pyHKIUN
KOJL HaMEHOBaHME YPOBEHb HauMEHOBaHHE KOJ YPOBEHb
KBaJIH (] (moxypoBeHb)
HKaIIUA KBaTA(pUKAITIH
A Opranu3zalmoHHOE 3 ITpuem u pacnipeneneHue A/01.3 3
obecrieyeHne Tesne()OHHBIX 3BOHKOB
JeSITeTTHHOCTH OpraHu3aINH
OpTaHU3aIIH
Opranuzanus paboTsI ¢ A/02.3 3
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Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC

[aTta coxpaHeHus: 30.01.2020

MOCCTUTCIISIMU OpTraHrU3allun

Brimmonnenue
KOOPJAUHUPYIOLIUX U
obecrieuynBarOmUX (QyHKIHIA

A/03.3

JlokyMeHTannoHHOE
obecrieyeHne
JIEATEITbHOCTH
OpraHM3alyH

Opranuzanus paboTsI ¢
JOKyMEHTaMU

B/01.4

Opranuzanys TeKyIero
XpaHEHUs JOKYMEHTOB

B/02.4

Opranuzanus 00pabOTKU e
UL TIOCJIE/TYFOIIETO XPaHSHHUS

B/03.4

OpranuzaiuoHHoe,
JOKYMCHTAITUOHHOC
1 MTHPOPMAITMOHHOE
o0ecrnieueHue
JESITENbHOCTH
PYKOBOJUTENS
OpraHH3aINH

Oxka3aHue oMo
PYKOBOJIUTEITIO B
IUTAHUPOBAHUH pabovero
BpPEMEHU

C/01.6

[InanupoBanue padboyero Hs
cekperaps

C/02.6

Opranuzanus TeneoHHBIX
IIEPEroBOPOB PYKOBOAUTEIS

C/03.6

Opraau3zanus KOMaHJIHPOBOK
PYKOBOJUTES

C/04.6

Opranuzanus paboTsl ¢
[OCETUTEISIMU B IPUEMHON
PYKOBOJIUTENS

C/05.6

Opranu3anus NOArOTOBKH,
IpOBEAEHUS U 00CITy )KUBaHUS
KOH(EPEHTHBIX MEPOIIPUATUI

C/06.6

Opranuzanys UCIIOJHEHUS
peLICHUH, OCYIIECTBICHUE
KOHTPOJISL UCIIOITHEHUS

MIOPYYEHUN PYKOBOIUTENS

C/07.6

Opranuzanys u nojaepxKaHue
(GYHKIMOHATIHLHOTO pabovero
MPOCTPAHCTBA MPUEMHOM U
KaOMHeTa pyKOBOAUTEIIS

C/08.6

Pa3zpaboTka mokanpHBIX
HOPMATHBHBIX aKTOB,
perIaMEeHTHPYIOIUX PadoTy
cekpeTaps

C/09.6

HafeXHasa npaBoBan noaAepXxkKa
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Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H

"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct

Nno OpraHn3aunOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC

[aTta coxpaHeHus: 30.01.2020

CocraBieHue u opopmiieHHE
YIIPaBJICHYECKOU
JIOKYMEHTaluu

C/10.6 6

Opranuzanus paboTsl ¢
JIOKyMEHTaMU B IPUEMHOMN
PYKOBOAMTEIS

C/11.6 6

Opranuzanus XxpaHeHUs
JIOKYMEHTOB B ITIPUEMHOMN
PYKOBOJMTEIS

C/12.6 6

ObecnieueHne pyKOBOIUTEIS
uHpopmanuen

C/13.6 6

Opranuzanus
MH(GOPMaLIMOHHOTO
B3aUMOJICHCTBUS PYKOBOJUTEIS
C MoApa3eNeHUsIMUA U
JOJDKHOCTHBIMU JINLAMHU
OpraHu3aluu

C/14.6 6

D WNudopmaninoHHo-aH
aNuTUYECKas U
OpPraHM3alMOHHO-a]]
MHHHCTPAaTUBHAS
MOJEPIKKA
JIESATEIIBHOCTH
PYKOBOAMTEIIA
OpraHu3aluu

®opMupoBaHue
UH(POPMALIMOHHOTO
B3aUMOJICUCTBUS PYKOBOIUTESA
C OpraHu3aLMUAMU

D/01.6 6

Ananm3 nHPOpPMALUHU 1
MOJITOTOBKA
UH()OPMAIOHHO-aHATTUTHYECK
UX MaTepuaioB

D/02.6 6

Opranuzanus Jej10BbIX
KOHTAaKTOB U ITPOTOKOJIBHBIX
MEpONPUATHI

D/03.6 6

Opranuzanus UCTIOJTHEHUS
pELIEHNI PYKOBOAUTENSA

D/04.6 6

III. Xapaktepuctruka 0000IIEHHBIX TPYIOBbIX (PYHKITUI

3.1. O6061eHHas TpynoBast (PyHKIUS

HanmenoBanue

OpFaHI/IBaHI/IOHHOG obOecrieueHne
ACATCIIbHOCTU OpTraHHU3allun

Kon

YpoBeHnb
KBaJTM(DUKALINH

www.consultant.ru
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Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC

[aTta coxpaHeHus: 30.01.2020

IIpoucxoxnenue
- . 3auMCTBOBAaHO
00001IeHHON TPYyA0BOH | OpHUruHam X
U3 OpUTHMHAJIA
byHKIII
Kon Perucrpanuonnsii
OpHUrMHaa HOMEDP
pohecCuoHaIBLHOTO
CTaHjaapTa
Bo3mosxkuble HanmeHoBaHUST | CekpeTapb-aIMUHUCTPATOP
TOJDKHOCTEH, mpodeccuii
TpebGoBanust K Cpennee obmiee oOpa3oBaHHe
00pa30BaHUIO U IIpodeccuonanbHoe 00ydeHUe - MpOrpaMMsbl PohecCHOHATEHON
00yUYEeHHIO MOJITOTOBKH MO MpodeccusM paboumx, TOHKHOCTIM CITy>KalllHX,

IIPOrpaMMBbI IEPENOArOTOBKU PabOUnX, CIyKaIIUX, IPOrpaMMbl
MOBBILIEHUS KBaTU(PUKALUU paboUuuX, CIIykKallux

TpeboBaHMs K OIBITY -
MPaKTUYECKON pabOThI

Oco0Oble yciioBus -
JoTycKa K pabote

Hpyrue -
XapaKTEPUCTUKHU

JlononHUTEIbHBIE XapaKTEPUCTUKH

HaunmeHoBaHue TOKyMeHTa Kon HanmeHoBanue 6a30BOii IpYMITBL, TOKHOCTH
(mpodeccun) mim crienualIbHOCTH

OK3 4222 Crnysxarniue, 3aHATble TPUEMOM U UHGOPMHUPOBAHUEM
oceTuTennen

OKCO <3> 032001 | JokyMeHTOBeAECHUE U TOKyMEHTAllMOHHOE o0ecrieueHre
yIpaBieHUs

3.1.1. TpynoBas pyHKIus

[Ipuem u pacnpenenenue TenedOHHBIX
HanmeHoBaHME |3BOHKOB opraHu3anvun

Konx

A/01.3

YpoBeHb
(momypoBenn) 3
KBaJIM(pUKAINH

www.consultant.ru
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Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

IIpoucxoxnenue 3anMMCTBOBAaHO
. Opurunan X
TPYAOBOW (QyHKIIUU U3 OpUTHHAJIA
Kon Perucrpanuonnsii
OpHUrMHaa HOMED
pohecCuoHaIBLHOTO
CTaHJapTa

Tpynoseie neiictBust | [lepenanpaBneHue TeneOHHBIX 3BOHKOB PYKOBOJACTBY M COTPYIHUKAM
OpraHu3aIu

Peructpanus nocrynarmomux teaeOHHBIX 3BOHKOB

[Tonyuenne HeoOxonumon nHMOPMAIMK U TIepeada CAaHKIIMOHUPOBAHHOM
nHpopmanuu 1o Tenedony

Heobxonumeie Hcnons30BaTh TEXHUYECKHE M IIPOTPaAMMHBIE CPEICTBA JJIA MPOBEICHUS
YMEHHUS rOJIOCOBOM MM BUJIEO-KOH(EPEHL-CBSI3U

Hcnonb3oBathb CpeacTBa KOMMYHHKaHHOHHOfI OPTTCXHUKH OJI MOJYUCHUA
U Tiepeaaun nHpopmanuu

Bectn YUCTHBIC PErUCTpAalIOHHBIC (bOpMBI, HUCIIOJIB30BAaTh HUX JIA
nH(pOpMAITMOHHON pabOTHI

VYcTaHaBnuBaTh KOHTAaKT C COOECEHMKOM, MOJEPKUBAaTh U Pa3BUBATH
JeNoByI0 Oecemy B mporiecce TeraedOHHBIX IEPETOBOPOB

CFJ’I&)KI/IBaTI) KOH(l)J'II/IKTHBIe U CIOXHBIC CI/ITyaHI/II/I MECXKIIMYHOCTHOT O
B3aUMOJECUCTBUA

Cobronath CiyKeOHBIA ITUKET

Heobxonumeie @yHKIUH, 33]1a4H, CTPYKTypa OPTaHU3aL1H, €€ CBA3U
3HaHUSA

IIpaBuna B3aMMOJECHCTBUA C MAPTHEPAMM, KIUEHTAMH, CpPEICTBAMHU
MaccoBOI HHpOpMaun

DTHUKA [EJI0BOro OOIIEHUS

HpaBI/IJ'Ia PEUYCBOTO 3TUKETA

TpeOGoBaHMs OXpaHbI TpyIa

[TpaBuna 3amuThl KOHGUIECHITUATBLHON CITy>)keOHON nH(pOpMaIun

Hpyrue -
XapaKTEPUCTUKHU

3.1.2. TpynoBas QpyHKIUSA

www.consultant.ru CrpaHvua 7 u3 47
HafeXHasa npaBoBan noaAepXxkKa


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

Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

Opranuzainus padboThI C MOCETUTEIIMU YpoBeHb
HaumenoBanue |opranu3aruu Kon | A/02.3 | (moxypoBennb) |3
KBaTM(UKAITTH

[Ipoucxoxnenue 3auMCTBOBAaHO
. Opurunan X
TPyAOBOH (QyHKIMU U3 OpUTMHAaJIa

Kon Peructpanmonnsrit
OopUTrvHaja HOMED
npoheccuoHaTbHOTO
cTaHjapTa

Tpynossle neiictBusa |Bctpeua moceruteneidf, mOJdydeHHE MEpBUYHOM  HHPOpMALUU O
IIOCETUTENSIX W IIOMOIIb B OpPraHU3allMd MX IPUEMa PYKOBOIUTEIEM H
COTpYAHUKAMHU

Benenue xxypHaiia 3anucu noceturenein

VYuer nocerureneit 1 0popMIIEHHE TPOIYCKOB

CopeiicTBUEe ONEPaTUBHOMY PACCMOTPEHHIO NPOCKO H MpesIOKEeHUN
OCEeTUTENEN

HpI/IeM n nepeaadya AOKYMCHTOB MOCETUTEIIEH PYKOBOACTBY U
COTPpYyAHUKAM OpraHUu3aluu

Opranu3zanus u OpOHUPOBAHHE MTEPETOBOPHBIX KOMHAT

CepBupoBka daiiHOTO (KO(eiHOTr0) cToJIa B ouce

[IpuroroBnenue HaNUTKOB (4aii, Kode, MPoXIaAuTEIbHbIE HAITUTKH)

Heo0Oxoaumere OO0MmAaTbCs € ITOCETUTETIMU
yMEHUS

Hcnonp30BaTh yCTaHOBIEHHBIE IPABWIA U IPOLELYPHl KOMMYHUKAIUU
BHYTPH OpPTaHHU3aLUU

Bectu yuetHble pOpMBI, HCIIOIB30BATH MX AT paOOTHI

COSJIaBaTB MOJIOKUTEIBHBINA UMUK OopraHu3anuun

[IpuHUMAaTH MEpBI IO pa3pelIeHn 0 KOH(MIMKTHBIX CUTYaIUil

[IpumensaTs nHGOPMALTMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTUU

Ob6ecneunBaTh KOHPUACHLINATHLHOCTH HHPOPMALIUU

www.consultant.ru CrpaHvua 8 u3 47
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Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

HeobOxonumeie IIpaBuia opranu3anuy nprueMa rnoceTuTenei
3HaHUSA

[IpaBuna genoBoro oomeHus

CrpykTypa  oOpraHM3alud M pacnpejaeneHue  QYHKUUH — MexXay
CTPYKTYPHBIMH MOJPA3JICICHUSIMH U CIIEIUATUCTAMH

[IpaBuna opranu3zanuu NpuemMoB B ouce

[IpaBuna cepBUpOBKU YaitHOTO (KOEHHOTO) CTOJIa

HpaBI/ma IMPUTOTOBJICHUA U IOJAYH TOpAYINX HAITUTKOB U 3aKyCOK K HUM

DTUKA AEJIOBOrO OOIIEHUS

IIpaBuia peyeBoOro 3TUKETa

TpeboBanust 0XpaHbl TpyAa

[IpaBuna 3anuThl KOH(QUACHIUATBHON CITyKeOHOM nH(popManuu

Hpyrue -
XapaKTePUCTHKU

3.1.3. TpynoBas pyHKIHUSA

BrInonHeHNE KOOPIUHUPYIOMIUX U YpoBeHb
HaumenoBanue |oOecnieunBarOmUX QYHKIIHIA Kox | A/03.3 |(nmomypoBens) |3
KBaTM(UKAITIH
IIpoucxoxnenue 3anMCTBOBAaHO
" Opurunan X
TPYIOBOH (QYHKITUN W3 OpHUTHHAJIA
Kon Perucrpanmonnsrit
OpHUTHHAJIA HOMEp
pohecCuoHaIBLHOTO
CTaHaapTa

TpynoBeie neiictBust | Benenue xxypHaina pa3be31oB paOOTHUKOB OpraHU3aI|H

Koopaunamust paboTsl KyphepOB M BOJIUTEIIEH OpraHU3aINH

Benenne xypHanma pa3be3ioB KyphbepOB OpraHM3aIlMd M MapuIpyTOB
BOJIUTEIIEN

CocraBiieHHE CIPaBKHU O pa3be3/iax PaOOTHHUKOB, KYPhEPOB U MapIIpyTax
BOJIUTEJICH OpraHu3aluu

www.consultant.ru CrpaHvua 9 u3 47
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Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

Nno OpraHn3aunOHHOMY ...

HeobOxonumeie CocCTaBIsITh U BECTU YUETHBIE IOKYMEHTHI

YMEHHUSI
IIpumeHsTh cpencTBa KOMMYHMKAIMM Ul Mepefadyd IOpydYeHUi
PYKOBOJUTENS U COTPYAHUKOB OpraHu3alun
[IpuMeHSATH COBpEeMEHHBIE cpeacTBa cOopa, 0O0pabOTKM U Tepeaayu
uHpOpMaLIUU
OneHuBaTh pe3yiabTaThl B paMKax MOCTaBICHHBIX 3a/1a4
OcylecTBIsATh  KOHTPOJb  HCIIOJHEHUS IOPYYEHUH  PYKOBOAMTEISA
COTpYIHUKaMHU

Heo6xonumeie ITpaBuiia peueBOro 3TUKETa

3HAHUS
OTHKa /1e710BOro o0UIeHus
TpeGoBaHus OXpaHbl Tpyaa
[TpaBuina 3amuThl KOHUACHIMATBFHON CITy>KeOHOM nHpopMaun
Crpykrypa  opraHuzalmid W pacmpeneneHue — QyHKOMA — Mexmy
CTPYKTYPHBIMH NOAPA3IEICHUSIMH U CHIEIUAINCTAMU

Hpyrue -

XapaKTepUCTUKU

3.2. O6061eHHas TpyHoBast (PyHKIUS

JIOKyMEHTAITMOHHOE 00eCTICUCHHE YpoBeHnb
HawnmenoBanue Kox| B
JeSATEIbHOCTH OPraHU3alnun KB (DUKALINH
IIpoucxoxaenne
N o 3aMMCTBOBAHO
00001eHHOH TpynoBoil | Opuruxan X
13 OpUTHHAJIA
byHKIIIN
Kon Perucrpanmonnsiit
OopUruHaa HOMED
npodeCcCuOHATHLHOTO
cTaHgapTa

Bo3moxHble HanmMeHOBaHUS | Jlenonpous3BoauTensb
JOJDKHOCTEH, podeccuit

TpebGoBanust k
00pa3oBaHMIO U
00y4eHuIo

Cpennee npodeccronanbsHOe 00pa30BaHUE - TPOTrPAMMBI TOATOTOBKH
KBaTM(UIIUPOBAHHBIX PAO0UYNX, CITYKAIIUX

HafeXHasa npaBoBan noaAepXxkKa

www.consultant.ru Crpanvua 10 us 47


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

Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct

Nno OpraHn3aunOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

TpeboBaHMs K OIBITY
MPAKTUYECKON pabOTHI

OcoOsle yciioBus A0IycKa
K pabore

Jpyrue xapakTepUCTUKU

I[OHOJ'IHI/ITGJ'IBHLIC XapPaAKTCPUCTUKU

HanmenoBanue Kon HaumenoBanue 6a30Boii rpynibl, J0JKHOCTH (TIpodeccrn)
JIOKyMEHTa WIH CHEeLUAIbHOCTH
OK3 3431 AJIMAHHACTPATUBHO-YTIPABIEHYECKHUN ITEpCOHAI
EKC <4> - Jlenonpou3BoanUTENb
OKIIATP <5> 21299 | denonpou3BoauTeNb
OKCO 032002 | lokyMeHTaIlHOHHOE 00ecTiedeHne YIpaBIeHus U
apXUBOBEICHUE
3.2.1. TpynoBas GhyHKIHUS
Opranmzaiuys paboThI C TOKYMEHTaMU YpoBeHb
HaumenoBanue Kon | B/01.5 |(moxypoBensb) |5
KBaTM(UKAITIT
IIpoucxoxncuue
p " Opuruman X 3anMMCTBOBaHO
TPyA0BOH (QyHKIMU U3 OpUTMHaIa
Kon Peructpanmonnsiit
OpuUruHaia HOMED
npogecCHOHATBLHOTO
CTaHjaapTa

Tpynossie neiictBus | [Ipuem u nepBuuHast 06paboTKa BXOIAIMINUX JOKYMEHTOB

IIpenBapuTeslbHOE pacCMOTPEHUE U COPTUPOBKA JOKYMEHTOB Ha
PETUCTPUPYEMBIE U HE PETUCTPUPYEMBIE

IToaroroBka BXOASAIIMX JAOKYMCHTOB JJIs1 paCCMOTPCHUSA PYKOBOJUTCIICM

Perucrparust BXoagmux J0KYMEHTOB

OpFaHI/ISaHI/IH JO0CTaBKHU JOKYMCHTOB UCIIOJTHUTCIIAM

HafeXHasa npaBoBan noaAepXxkKa
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

Benenue 6a3bl TaHHBIX JOKYMEHTOB OpraHU3alun

Benenne nHpopManmoHHO-CIIpaBOYHON PabOTHI

O6paboTka 1 OTIpaBKa UCXOISIINX JOKYMEHTOB

Opranuzanus paboThl 10 PETUCTPALUU, YUYETY, XpaHEHHUIO U Iepenadye B
COOTBETCTBYIOIIME CTPYKTYPHBIE MOIpa3AeNeHUs] JOKYMEHTOB TEKYIIETro
JIeJIOTIPOU3BO/ICTBA

KOHTpOHB HCIOJIHCHUA JOKYMCHTOB B OpraHu3alluu

Heobxonumeie PabortaTe co Bceil COBOKYMHOCTHIO MH(GOPMALMOHHO-I0KYMEHTAIIMOHHBIX
YMEHHUSI PECYPCOB OpraHU3aluU

ITonp3oBaThCs Oa3zaMu JAaHHBIX, B TOM YUCJIC YIaJICHHBIMHU

ITons30BaThCs CIIpaBOYHO-IIPABOBBIMH CUCTCMaMU

ITonb30BaTbCsl aBTOMATU3UPOBAHHBIMM CHCTEMAMM YYETa, PErUMCTpPALNH,
KOHTpOJISI U WHGOPMAIMOHHO-CIIPABOYHBIMH CHCTEMaMHu Ipu paboTe ¢
JOKyMEHTaMU OpraHu3aluu

IIpumeHnATH COBPEMEHHBIE MH(}OPMaLlMOHHO-KOMMYHHUKAIIUOHHBIE
TEXHOJIOTUM [UId paboThl C JOKyMEHTaMH, B TOM 4HClIEe Ul €€
ONTUMH3ALMH U MOBBIIEHUS Y3PPEKTUBHOCTH

HCO6XOI[I/IMI)IG HOpMaTI/IBHBIe ITPaBOBBIC aAKThl U HOPMATUBHO-MCTOANUYCCKUE JOKYMCHTEI,
3HaHUA ONpeACIIOIINEC IMOPAAOK TOKYMEHTAIIMOHHOT'O obecneyeHus YHpaBJICHUA

CrtpyKTypa opranu3aiuu, pyKoBOJICTBO CTPYKTYPHBIX MOApa3IeICHUN

CoBpeMeHHbIe THGOPMAITHOHHBIE TEXHOJIOTUN PAOOTHI C IOKYMEHTAMHU

[Topsimok paboThI ¢ JOKYMEHTaMHU

CxeMbl TOKyMeHTO000poTa

[IpaBuna paboTel C BXOJSMIMMH, HCXOISAIIMMH ¥ BHYTPEHHUMHU
JIOKYMEHTaMHU

[TpaBuna opranu3anuui U (OPMBI KOHTPOJS HMCIOTHEHHUS JOKYMEHTOB B
OpraHu3aIu

TumnoBslie CPOKH UCIIOJITHCHHUA NJOKYMCHTOB

[TpuHIMIIBI paOOTHI CO CPOKOBOM KAPTOTEKOU

HaznaueHne n TeXHOJIOTHUSA TEKYIIETO U MPEAYIPEAUTCIbHOI'O KOHTPOJIA

[IpaBmiia cocTaBieHUs aHATUTUYECKUX CIIPABOK MO OpPraHU3alMK pabOThI C
JIOKyMEHTaMU U KOHTPOJIIO UCIIOJIHEHUS JOKYMEHTOB
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"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

HpaBI/ma AOKYMCHTAIIMOHHOT'O obecreyeHus ACATCIIBHOCTH OpraHru3alinunu

BI/II[BI JOKYMEHTOB, UX HA3HAYCHUEC

Tpe6OBaHI/ISI, NpEABABIACMBIC K JOKYMCHTaM B  COOTBCTCTBHU C
HOPMATUBHBIMH aKTaMH U I'OCYAapCTBCHHBIMU CTaHAapTaMU

[IpaBmia coctaBieHuss W odopMiICHHUS HHPOPMAIIMOHHO-CIIPABOYHBIX,
OpraHU3alMOHHBIX YIPABICHYECKUX IOKYMEHTOB

[IpaBuna co3manus W BeAcHUS 0a3 JTaHHBIX CIIYKEOHBIX JTOKYMEHTOB B
OpraHu3aIuu

CucTeMbl AIEKTPOHHOTO JOKYMEHTO000pOoTa

IIpaBuna u CpoKH OTIIPaBKU UCXOAAIIMX JOKYMEHTOB

TpeboBanus 0XpaHbl TpyJa

Hpyrue -
XapaKTEPUCTUKHU

3.2.2. TpynoBas GyHKIHUS

Opranuszanys TeKyIero XpaHeHus YpoBeHb
HaumenoBanue | 10KyMeHTOB Kox | B/02.5 |(nmomypoBens) |5
KBaTMUKAITIT

[Ipoucxoxnenue 3auMCTBOBAHO
. Opurunan X
TPYIAOBOH QYHKIIUN U3 OpUTHHAJIa

Kon Peructpanmonnsrit
OpUTHHAlA HOMeEp
npo¢ecCHOHATBLHOTO
cTaHjapTa

Tpynossle neiictBus | PazpaboTka HOMEHKIATYPHI Je7 OpraHu3aluu

[IpoBepka npaBUIBHOCTH O(OPMIIEHUS JAOKYMEHTOB M OTMETKH 00 HX
UCTIOJIHEHUH Tiepell UX (OpMUPOBAHHEM B JEN0 JUISL TMOCIEAYIOIIEro
XpaHEHus

q)OpMy.]II/IpOBaHI/Ie 3aroJIOBKOB JIC€JI U ONIPCACIICHUE CPOKOB UX XPAHCHUA

®opmupoBaHue e

KOHTpOJIB MMPaBUJIBbHOI'O U CBOCBPCMCHHOI'O PACIIPCACICHNA U IMOAIUIMBKHA
JAOKYMCHTOB B J€Jia
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"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

Heo6xonumeie Opranu3oBbiBaTh pabOTy MO Yy4yeTy, XpaHEeHHI0 U TIepenadye B
YMEHMUS COOTBETCTBYIOIIIEE CTPYKTYpPHOE MOJPa3CIIEHUE JTOKyMEHTOB TEKYILErO
JeJIONPOU3BOCTBA

OcylecTBIITh  METOAMYECKOE PYKOBOJACTBO JAEIONPOU3BOACTBOM B
OpraHu3aIK, KOHTPOJIUPOBATh MPABUIbHOE (OPMHUPOBAHUE, XPAHECHHUE U
cAady JeNl B apXUB

Pa3pabaTpiBaTh HOMEHKIIATYPY A€ CTPYKTYPHOTO TOAPA3ICTCHHS

Hcnonp3oBaTh  HOMEHKJIATYpy A€l HPU  HU3YYEHUU  CTPYKTYpHI
OpraHu3alyK, COCTABJICHUH OIMCEH JIe

Opranu3oBbiBaTh paboTy Mo (GOPMHUPOBAHUIO JIel B COOTBETCTBHU C
YTBEPKICHHONW HOMEHKJIATypOU J€JI OPraHu3aluu

[IpaBuabHO M CBOEBpEMEHHO (OPMHUPOBATH JOKYMEHTHI B Jiefla C Y4eTOM
ux cnenuduku

CI/ICTeMaTI/IBI/IPOBaTL JOKYMCHTHBI BHYTPH ACJIa

O0ecrieunBaTh COXPAHHOCTDH U 3aIUTY JOKYMCHTOB OpraHnU3allun

[TpumensaTs MHGPOPMALIMOHHO-KOMMYHHUKALIMOHHBIE TEXHOJOTHM  JUIs
paboThI ¢ JOKyMEHTaMH

HCO6XOI[I/IMI)IG HOpMaTI/IBHBIC IIPAaBOBBIC aKThl, HOPMATHBHO-MCTOJNYCCKNEC NJOKYMCHTHI,
3HaHUA TOCydapCTBCHHBIC CTaHAApPThI, OIPCACIIAOIINC MOpAa0K
JOKYMCHTAITUOHHOT' O obecrieueHust YHpaBJICHUA

Buapr HOMCHKIJIATYD, 06H_II/Ie Tpe6OBaHI/IH K HOMCHKJIATYpC, METOJUKA €€
COCTaBJICHUSA U O(I)OpMJIeHI/ISI

[IpaBuna cornacoBaHMs HOMEHKJIATypbl Jiell C BEAOMCTBEHHBIMU
apXMBaMU U 3KCIIEPTHOM KOMHUCCUEN

[Topsimox hopmupoBanus u obopMieHus Ael, crernupuka GopMUpOBaHUs
OTJENIbHBIX KaTerOpuid Aem

[IpaBuna xpaHeHus Aell, B TOM YHCJIE C JTOKYMEHTaMU OTPaHUYCHHOTO
JIOCTyTIa

[lpaBuia BbIIAYM W HCIOJIB30BaHUS JOKYMEHTOB U3 C(HOPMHPOBAHHBIX
el

TpeboBanus oXpaHbl Tpyda

Hpyrue -
XapaKTePUCTHKU
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

3.2.3. TpynoBas dyHKIHUS

Opranmsarnus 00pabOTKH AeIT TSt YposeHn
HammenoBanue |mocieayronero XpaHeHus Kox | B/03.5 |(nmomypoBens) |5
KBaTM(UKAITTT

[Ipoucxoxnenue 3auMCTBOBAHO
N Opurunan X
TPYIOBOH GYHKIIUU U3 OpUTHHAJIa

Kon Peructpanmonnsiit
OpUTHHAIA HOMeEp
npo¢ecCHOHATHLHOTO
cTaHjapTa

Tpynossie neiictBus |IIpoBepka cpoKOB XpaHEHUs TOKYMEHTOB, COCTaBJIEHUE MPOTOKOJA paboThI
9KCIIEPTHOM KOMMCCHU IO IMOJATOTOBKE JOKYMEHTOB K XPaHEHMIO, aKTa O
BBIICJICHUH K YHUUTOXKEHHIO JIOKYMEHTOB, HE MOJIeKAIINX XPAHEHUIO

CocraneHnre BHYTpEHHEHN OMUCH JIeJ I 0CO00 IIEHHBIX JOKYMEHTOB

Odopmiienne en NOCTOSHHOTO, T0JITOBPEMEHHOTO CPOKOB XPaHEHHS

Odopmiienre 0O0NOXKKH el TOCTOSHHOTO, JOJTOBPEMEHHOTO CPOKOB
XpaHEeHUs

CocraBneHne ONUCH [J€J  IIOCTOSIHHOIO, JIOJIFOBPEMEHHOIO CPOKOB
XpaHEHUs

Hepeﬂaqa ACJI B apXWUB OpraHu3alvunu

H606XOI[I/IMBIG ITonp3oBaThes NEepCUHsAMHU NOKYMCHTOB W AHAJIM3HUPOBATH q)aKTI/I‘leCKOG
YMCHUA COACPIKAaHNUC HMCIOMUXCA B JCJIIC NJOKYMCHTOB IIpHU OIPCACIICHUU CPOKOB
X XpaHCHUMA

O(l)OpMJ'IHTL AOKYMCHTBIL 3KCHepTHOﬁ KOMUCCHH

O(i)OpMJ'IHTB 0010KKH JCJ IMOCTOSAHHOI'O U BPCMCHHOI'O CPOKOB XPaHCHUS B
COOTBCTCTBHHU C Tpe6OBaHI/IHMI/I TOCYHapCTBCHHBIX CTAHAAPTOB

HpOI/ISBOI[I/ITB XPOHOJIOTHYCCKU-CTPYKTYPHYIO CUCTEMATU3ALIUTIO JICJI

OcCymiecTBISITh TEXHUYECKYIO 00paboTKy W TOJIHOE OQopMIIeHHE e
MOCTOSTHHOTO ¥ BPEMEHHOT'O CPOKOB XpaHCHHS

CoCTaBNIATh OIMCH ACT MOCTOAHHOI'0O U BPEMCHHOI'O CPOKOB XpaHCHHUS B
COOTBCTCTBUH C ﬂeﬁCTBYIOIHHMH HOPMAaTUBHO-MCTOANYCCKUMHU
AOKYMCHTaMU

HpI/IMeHHTB I/IH(1)OpMaI_II/IOHHO-KOMMYHI/IKaI_[I/IOHHBIe TCXHOJOInu - AJId
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

paboThI ¢ JOKyMEHTaMHU

Heo6xonumeie HopMatuBHbBIE NIPAaBOBBIE aKThl, HOPMAaTUBHO-METOINYECKUE JOKYMEHTHI,
3HAHUS roCy/1apCTBEHHbBIE CTaHJapThl, OIIpeACIIAIONIE HOPSZIOK
JIOKYMEHTAIlMOHHOTO 00ECTIeUeHus yIIpaBIeHUs

Kpurepun paspeneHuss HOKYMEHTOB Ha TIpPYNIbl B COOTBETCTBHH C
[EHHOCTHIO HH(OPMAIIHH, COACPIKAIICHCS B HUX

[Topsatok HCHOJNIB30BAHUSL THUIIOBBIX WJIM BEJIOMCTBEHHBIX IE€pEUYHEH
JIOKYMEHTOB, OIpPEAECIEHUS CPOKOB XPAHEHHS B IPOLIECCE SKCIEPTHU3BI
LIEHHOCTH JJOKYMEHTOB

[Mopsimok co3gaHusi, OpraHu3allMd W JTOKYMEHTHUPOBaHUs  pPabOThI
SKCIEPTHON KOMHUCCHUH

[IpaBuna cocTtaBieHUs U YTBEPKIACHHSI MPOTOKOJA pabOThl 3KCHEPTHOU
KOMHCCHH

HpaBI/ma COCTAaBJICHUA U YTBEPKACHUA aKTa O BBIACJICHUU JOKYMCHTOB, HC
moIC)KauX XpaHCHUIO

[IpaBuna TexHUYECKOW OOpPaOOTKM ¥ TOTHOTO OGOpPMIICHHUS el
IMOCTOAHHOI'O 1 BPEMEHHOT'O CPOKOB XpaHCHHUA

HpaBI/IJ'Ia COCTaBJICHUA ONHCH €] IOCTOAHHOIO M BPEMCHHOI'O CPOKOB
XpaHCHUA B COOTBETCTBHUHU C HeﬁCTBYIOHIHMH HOPMAaTUBHO-METOAUYCCKUMHU
JOKYMEHTaAMU

[IpaBuna mepemauu e B apXUB OpraHUu3aIuN

TpeboBanust OXpaHbI TpyAa

Apyrue -
XapaKTEPUCTUKU

3.3. O6061IeHHas TpyHoBast (PyHKIUS

Opranu3aluoHHOE, JOKYMEHTAllMOHHOE U
YpoBeHb
HaumenoBanue |unbopMmanmonnoe obecnieuenue aearenabHoctu | Kog | C kBRI HIATI
PYKOBOAMTEIIS OPraHU3aluu
IIpoucxoxneHue
. . 3auMCTBOBaHO
00001IeHHON TPYyAOBOH | OpHUruHam X
13 OpUTHHAJIA
byHKIIN
Kon Perucrpanuonssii
OpUruHaja HOMED
npo¢eCcCHOHATHLHOTO
www.consultant.ru Crpanvua 16 ns 47
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

cTaHaapra

Bo3moxnble HaumeHoBaHusl | Cekperapb pyKOBOJUTENS
JOJDKHOCTEH, Tpodeccuit

TpeboBanus k Briciiee oO6pa3zoBanue - OakanaBpuaT WIn

obpazoBanuio u o0ydenuto | Cpennee npodeccnoHaIbHOE 00pa30BaHUE - MPOTPAMMBI TOATOTOBKHU
CTEIHAIMCTOB CPETHETO 3BEHA

JlononHuTENbHOE MPO(ECCHOHATLHOE 00pa30BaHKE

TpebGoBanust kK ONBITY He menee nByX jeT BHIOTHEHUS padOT MO OpraHU3alMOHHOMY U
MPaKTHYECKON paboThI JIOKYMEHTAITMOHHOMY 00€CIIEYeHHIO JIeATETbHOCTH PyKOBOIUTEINS
OpraHM3alliy MPU CPEeAHEM MpodeccrnoHaIbHOM 00pa30BaHUU

OcoOble ycnoBHs AOMyCKa | -
K pabore

Jpyrue xapakTepuUCTHKU | -

JlononHuTEIbHBIE XapaKTEPUCTUKH

HaumenoBanue nokymeHra Kon HaunmenoBanue 6a30B0ii TpyMITbl, JOIKHOCTH
(mpodeccun) mim crienuaNIbHOCTH

OK3 2432 bubnmorekapu, bubnuorpadsl, JOKyMEHTOBEIbI U
CTEIHMAINCTHI POJICTBEHHBIX NIpodeccuit

EKC - Cekperapb pyKOBOJUTENS
OKILATP 26341 Cekperapb pyKOBOJUTEIS
OKCO 032001 JlokymMeHTOBEICHUE U IOKYMEHTAlHOHHOE

o0ecrieyeHue yrpaBiaeHHs

032002 JlokyMeHTaIrmoHHOe oOecrieueHre ypaBleHus U

apXUBOBEACHUE
3.3.1. TpynoBas pyHKIus
Oxa3aHue MOMOUIN PyKOBOJIUTEIIO B YpoBeHb
HaumMenoBanue | ruraHMpOBaHUM paboYero BpeMeHH Kon | C/01.6 |(momypoBeHs)
KBaJIM(pUKAIIH

[Ipoucxoxnenue

p L Opurunan X 3auMCTBOBaHO
TPYI0OBOM HyHKIINH W3 OpUTHHAIIA
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

Kon Perucrpanuonnsii
OpHUrMHaa HOMeEp
podeCCUOHATEHOTO
CTaHjaapTa

Tpynossie nevictBust | Beibop  ¢dopmbel  mmanupoBaHuss W opoOpMIIEHHWE  IIJIAHUPOBIIHMKA
(opranaiizepa) pyKOBOIUTENsS

Buecenune nndopmaruu B IIaHUPOBIIKK (OpraHaii3ep)

CornacoBaHue ¢ pyKOBOJUTEIEM BPEMEHHBIX IJIaHOB

CornacoBanne Tene(OHHBIX MEPEroBOPOB, BCTPEY M MEPOIPHATHH C
napTHepamMH,  KJIMEHTaMH,  pPYKOBOJUTENIMU  MOJApa3lelieHud U
COTPYAHUKAMU

NudopmupoBanre  pykoBoauTeNnss O  perjaMeHTe  HaMEUYEHHBIX
MEpOIPUATHI

[IpenynpexaeHue o NpuOIMKEHUA BpEMEHH HAMEUYCHHBIX MEPOTIPUATUI

DopMUpOBaHHE PE3EPBA BPEMEHU [IJIS1 HENIPEIBUACHHBIX CUTYyallui

Heo6xonumeie Y craHaBIMBaTh LN, OIPEAEIIATE UEPAPXUIO LIeTIEH
yMEHUs

OnpenensiTb NPUOPUTETHOCTh M OUYEPENHOCTHh BBIMIONHEHUS paboT U
3¢ dEeKTUBHO pacmpeneisTh pabodee BpeMs

Oxa3pIBaTh IMOMOIIb PYKOBOJIUTENIO B pACHpEIeIeHUH €ro padoyero
BpEMEHU

BoiOupate  ontuManbpHble  CIOCOOBI  MH(QOPMHUPOBAHUS  MAPTHEPOB,
KJIINEHTOB, ITIOCETUTEIICH, PYKOBOJUTENIEH NOAPA3AEIEHUNA U COTPYAHUKOB O
IJTAHUPYEMBIX MEPOTPUATHAX

ObecnieunBaTh UH(OPMAITMOHHYIO 0€301MacHOCTh NEeATETbHOCTH
OpTraHu3aIuu

Heo0OxonuMsie Creninrka OCHOBHOH J€ATETLHOCTH OPTaHU3AIHH
3HAHUSI

OcCHOBBI aJIMMHHUCTPAaTUBHOI'O IIpaBa M TPYAOBOIO 3aKOHOJATENbCTBA
Poccuiickoit ®enepanun

PykoBosiuii coctaB opraHu3aliy U €€ NoApa3AesieHU

(DYHKI_[I/II/I CaMOMCHCIXKMCHTA

ITocTanoBka 1eneit

HpaBI/IJ'Ia MMPOBCACHUA ACTOBBIX IIEPETOBOPOB
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"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
Mo OpraHU3aLUnoHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

TpeboBanust oXpaHsl Tpyaa

Hpyrue
XapaKTEPUCTUKHU

3.3.2. TpynoBas hyHKIHUS

HanmenoBanune

[InanupoBaHue pabovero IHS CEKpeTaps YpoBeHb
Kon | C/02.6 | (moxypoBeHb)
KBaTM(UKAITIT

[Ipoucxoxnenue
TPYZAOBOH GHYHKIIUN

3anMCTBOBAHO

Opurunan X
U3 OpUTHHAJIa

Kon Peructpanmonnsiit

OpuruHa’ia HOMEp

npogecCHOHATBLHOTO
cTaHgapra

TpynoBbie 1eicTBUS

Bri6op 1 odopmiteHEe TUTAHUPOBIIMKA CEKPETaAPS

Benenue nueBHuKa (Ha IEKTPOHHOM H/MIU OyMa>KHOM HOCHUTEIE)

CornacoBanue IIJIaHOB C IJTAHAMU U CpOKaMH1 pa6OTI>I PYKOBOOUTCIIA

Pacnipenenenue pabodero BpeMeHH (Ha JIEHb, HEJEIIO, TIEPCIIEKTUBY )

HepeHeceHHe HCBBITTOJTHCHHBIX 3alJTAHUPOBAHHBIX 3aaa4

BrmmosHeHNE THTTMYHBIX CXKCIHCBHBIX OCJ

Heo6xonumeie Bri6upats 1 0opMIIATh IITAHUPOBIIUK
YMEHUS

Buocute u orciexuBaTh HMHGOPMAIMIO Ha 3JIEKTPOHHOM  W/WIIH

OyMaXHOM HOCHTEJE

PaccTaBnsTh IPHOPUTETHI, BHLACIATH BAXXHOE U CPOUHOE

Br10upate onTUManbHBINA pUTM PaOOTEI

AHanu3nupoBaTh NIPUUYUHBI HEBBITIOJIHEHUS 3a/1a4

[TpumeHsaTh HHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH
Heobxonumeie OcobenHoctn  oGOpMIICHHS —TUIAHUPOBIIMKA (Ha JJEKTPOHHOM H
3HaHUSA OyMa)KHOM HOCHUTEJISIX)

OCHOBBI yIIpaBJI€HHsI BDEMEHEM

www.consultant.ru
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

Jlpyrie
XapaKTepI/ICTI/IKI/I

3.3.3. TpynoBas QpyHKIUSA

Opranuzanus TeaeOHHBIX IEPETOBOPOB YpoBeHb
HaumeHoBanue | pykoBOAWTENS Kox | C/03.6 |(momypoBeHb)
KBaJIU(pUKAITIH
[Ipoucxoxnaenue 3anMCTBOBaHO

TPyA0BOH (HyHKIMU

Opurunan X
U3 OpUrMHaJIa

Kon Perucrpanmonnsiit
OopUruHaa HOMED
npodecCuOHATHLHOTO
CTaHaapTa

TpynoBbie neicTBUA

Benenue 6a3bl Tene()OHHBIX KOHTAKTOB PYKOBOIUTEIS

CoennHeHrEe pyKOBOJUTENS ¢ KOHKPETHBIMUA A0OHEHTaMH

IIoaroroBka MaTepuajioB I TeJ'Ie(I)OHHBIX MEpEroBOPOB PYKOBOAUTCIIA

PCFI/ICTpaLII/IH NOCTYyIMAINX B IPUCMHYIO TCHC(bOHHBIX 3BOHKOB

HepeHanpaBJIeHHe OTACIBbHBIX TeJ'Ie(l)OHHBIX 3BOHKOB 3aMECTUTCIIAM
PYKOBOOUTCIIA, APYTUM COTPYAHUKAM

[Tonyuenne HeobxoauMoi HHPOpPMAIIUK U TIepeaada CaHKITMOHUPOBAHHON
uH(popMauu 1o TeneQony

VYcTaHOBNIEHHE KOHTakTa € COOECeIHHUKOM, TMOJJEp)KaHUe M pa3BUTHE
JIeNI0BOM Gecenbl B mpoiiecce Tene(OHHBIX eperoBOpoB

Oxa3zaHue MOMOIIY PYKOBOAWUTEII IPHU OpraHu3allid U MPOBEICHHUU
TereOHHBIX IEPETOBOPOB U BUICOKOH(EepeH Uit

Heo0xonnmeie
YMCHHS

Bectn u umcnons3oBath B paboTe 0asy MaHHBIX TeIe(OHHBIX KOHTAKTOB
PYKOBOJIUTEIS

Hcnonb3oBath cpecTBa KOMMYHHUKAITMOHHON OPTTEXHUKH JJI TOTYUYEHUS
U miepeaun nHpopMaluu

Bectu yderHble peructpanuoHHble (OpPMBI, HCIONB30BaTh UX IS
MH(GOPMaLIMOHHON pabOThl U pabOTHI M0 KOHTPOJIO HCTIOTHEHUS PelIeHUN
PYKOBOAMTENA

CrnaxuBaThb KOH(bJ'II/IKTHBIe U CIOXHBIC CHUTyallUn MCEXKIIMIHOCTHOT'O

www.consultant.ru Crpanuua 20 us 47

HafeXHasa npaBoBan noaAepXxkKa


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

Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

0o0LIEeHUS

Hcnonp30BaTh TEXHUYECKHE M MPOTPaAaMMHBIE CPEACTBA ISl IIPOBEACHUS
rOJIOCOBOM MJIM BU/1€0-KOH(EPEHII-CBSI3U

ObecneunBaTh UH(POPMAITMOHHYIO 0€e301MacHOCTh JeATETbHOCTH
OpraHu3aluu

CoOronath ¢y eOHBINH ATUKET

Heo6xonumeie TenedoHHbIE KOHTAKTHI PYKOBOIUTES
3HaHUS

OyHKIMH, 33Ja4d, CTPYKTypa OpraHM3alllH, €€ CBS3U [0 BEPTUKAIH U
TOPU30HTANU

IIpaBuna B3aUMOAEWCTBUS C HAapTHEpaMM, KIUEHTAMH, CpEICTBaAMU
MaccoBOi nHpopmanun

HpaBI/IJ'Ia noaACPpIKaHUA U Ppa3sBUTUA MCKIMYHOCTHBIX OTHOIIICHUH

HpaBI/IHa IMPOBCACHUA ACIIOBBIX IIEPETOBOPOB

[TpaBuia 3amuThl KOHQUACHITUATEHOW HHPOPMALIUT

TpebGoBaHus OXpaHbl Tpya

Hpyrue -
XapaKTEPUCTUKHU

3.3.4. TpynoBast GyHKIHS

Opranusanys KOMaHIHPOBOK YpoBeHb
HaumenoBanue |pykoBoauTess Kox | C/04.6 |(nmomypoBeHb)
KBaTMUKAITIT

[Ipoucxoxnenue 3auMCTBOBAHO
N Opurunan X
TPYZAOBOH (HYHKIIUU W3 OpUTHHAJIa

Kon Peructparnmonnsrit
OpUTHHAIA HOMeEp
npo¢ecCHOHATBLHOTO
cTaHjapTa

Tpynossie neiictBus | [loaroroBka rnpoekra ciy eOHOro 3aJaHUs PYKOBOIUTEIS

IToaroroBka IIPOCKTA IIpHUKa3a O CJIY)K66HOI>'I KOMaHINPOBKE

Bhinmucka KOMaHAMPOBOYHOTO YIOCTOBEPEHHS M €ro PErHCTpals Mpu
HE0OX0UMOCTH
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

IToaroroska AOKYMCHTOB Ha ITOJIYYCHHEC BU3bI, 3aI'PAHUYIHOI0 ITaCIiopTa

3aka3 KCIC3HOAOPOXKHBIX H aBI/Ia6I/IJ'ICTOB, IOCTUHHIL, TPaAHCIIOPTHOI'O
obecrneyeHus PYKOBOAUTECIIA

Odopmnenne nporpaMMbl MO€3/IKH, YTOUHEHHUE OCOOCHHOCTEH MPOTOKOJA
TUTAHUPYEMBIX MEPOTIPHUATHIA

HOI[I‘OTOBKa JOKYMEHTOB K ITO€3JIKE PYKOBOAUTECIIA

YTouHeHHe IaThl, JOJKHOCTEH, (haMUIMii B TporpaMMe KOMaHAUPOBKU

[IpopaboTka MapuipyTa pYKOBOJHTENs, YBS3Ka €ro ¢ pacrucaHueM
TpaHCIopTa

OO6paboTka MaTepualioB KOMAaHIUPOBKH, oOQopMieHHEe OoTdeTa o
KOMaHINPOBKE

Heobxonumeie OdopMIIATE aBaHCOBBIE OTYETHI PYKOBOTUTEIS
YMEHHUS

OpraHuzoBbIBaTh BCTPEUYHM PYKOBOJUTENS C IPUHUMAIOLIEN CTOPOHON

O(I)OpMJ'IHTB KOMaHIUPOBOYHBIC TOKYMCHTDLI

O6p368.TBIBaTI> AOKYMCHTBI MW MATCPUAJIBI 110 PE3yJibTaTaM IIOC3IKU
PYKOBOJAUTCIIA

Ob6ecnednBaTh paboTy orca BO BpeMsi OTCYTCTBUSI pyKOBOAUTEIIS

HpI/IMeHﬂTB CII0COOBI JCJI0OBOI'O O6H_[CHI/I$I

Hcnonp30Bath cpecTBa KOMMYHUKAIMY JIJIs1 00€CTICUCHUS
B3aUMOJICHCTBUS C PYKOBOJUTEIEM BO BPEMS €TO JCIIOBOM MOE3IKH

HeoOxonumMeie [Topsimok MOATOTOBKH M IPOBEAECHUS KOMaHIUPOBOK
3HAHUS

[Topsimox oopmiteHUsT JTOKYMEHTOB JIsi KOMAaHIUPOBKH U OTYETHBIX
JIOKYMEHTOB 10 KOMaHANPOBKE PYKOBOJIMUTEIS

JlenoBoi MpOTOKOI

DTHKA AEJIOBOrO OOIIEHUS

Apyrue -
XapaKTEPUCTUKU

3.3.5. TpynoBas dyHKIHS
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

Opranu3aius paboTHI C TOCETHTEISIMU B YpoBeHb
HaumMenoBanue | mpueMHON PyKOBOIUTEIS Kox | C/05.6 |(momypoBeHs)
KBaTM(UKAITIH
IIpoucxoxnenue 3anMCTBOBAaHO

TPYAOBON QYHKIIUU

Opurunan X
W3 OpUTHHAJIA

Kon Perucrpanmonnsrit
opurvHaa HOMED
podeCCHOHATIEHOTO
CTaHaapTa

TpynoBble neicTBus

OpFaHI/ISaHI/IH JIMYHOI'O ITprueMa IoceTuTeIIeH PYKOBOOUTCIICEM

VYcraHoBieHue nopsijika mpuemMa Jijisl pa3inuHbIX KaTerOpUi MOCETUTENICH

Benenue xxypHana npeaBapuTEIbHON 3alIUCH HA TIPUEM

Perucrpanus nocerurenen

CopnelicTBHE ONEpPaTUBHOMY PACCMOTPEHHUIO TPOCHO M TpeIOKEeHUI
MOCETUTENICH U COTPYIHUKOB OpraHU3aIuu

Opranu3zaius npreMa JeIOBBIX TApTHEPOB B Ouce

Opranuzanusi 00CITy)KMUBaHUSI PYKOBOJUTEISI M €0 JICIOBBIX MApTHEPOB B
oduce

CepBupoBka yaitHoro (kodeitHoro) ctona B oduce

[IpunsATHE MEp MO COXPAaHEHHIO KOMMEpPYECKOW TalHBI B XOJi¢ MpHeMa
MOCETUTENCH U UX HAXOXKACHUS B IPUEMHON U KaOMHETE PYKOBOAUTENS

Heo0xoanmeie
YMEHHUSI

OpFaHI/ISOBHBaTL 1 00ecreynBaTh JIMYHbLIE KOHTAKTEI PYKOBOAUTCIIA

YrpaBnare KOHQIUKTAMU

y'-II/ITI)IBaTI) IICUXOJOTHYCCKHC OCO6€HHOCTI/I JIMYHOCTH HpI/I pa3J'II/IT-IHI)IX
BHIaX IPO(ECCHOHATTLHOTO O0IIEHNUS

Hcnonp30BaTh yCTaHOBJIEHHBIE NPABWIA M MIPOLEAYPbl KOMMYHUKAIUU
BHYTPH OpraHU3aluu

Bectn YUCTHBIC PCTUCTPALIMOHHBIC q)OpMI)I, HUCIIOJB30BATh HUX JIA
nH(pOPMAITMOHHON pabOTHl M pabOTHI IO KOHTPOJIKO UCTIOJHEHUS PEIICHUI
PYKOBOJIUTEIIS

Co3naBath NOJIOKUTEIbHBIA UMUK OpTaHU3aALHI

[IpuHUMaTh Mephbl IO pa3peleHn 0 KOH(IMKTHBIX CUTYaIUil
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

HpI/IMeHHTB I/IH(1)OpMaI_II/IOHHO—KOMMYHI/IKaLII/IOHHLIe TCXHOJIOI'MH

OOecneunBaTh  KOH(UIEHLIMAIBHOCTh B  INPUEMHOW H  KaOuHeTe
PYKOBOJUTENS, COXPAHATh KOH(PUACHINATbHYIO HH(OpMAIUIO B TaliHe

Heob6xoaumsie [IpaBuna opranuzanuu npremMa MmoceTuTeen
3HAHUS

[IpaBuna aenoBoro oOmEeHUs

[IpaBuia peueBoro 3TUKeTa

HpaBI/IJIa YCTaHOBJICHUA KOHTAaKTa, oAACPpIKaHUA nu Pa3sBUTHUA
MEXKITHIHOCTHBIX OTHOIMECHUH

CrpykTypa oOpraHM3andd W pacmupejaeieHue  QYHKUUH — MEXAy
CTPYKTYPHBIMH TIOJPA3/IEICHUSIMH U CTIEIUATNCTAMH

[IpaBuna opranu3zanuu NpuemMoB B ouce

OTHUKET U OCHOBEI MCKAYHApOAHOI'O TPOTOKOJIa

[IpaBuna cepBUpOBKU YaitHOTO (KOQEHOr0) cToNna

HpaBI/IJ'Ia IIPUTI'OTOBJICHUS U ITOJA4YU I'OpAYUX HAIIUTKOB U 3aKyCOK K HUM

[IpaBuna 3amuThl KOHGUACHINATBLHON CITy)eOHOI HHPOpMaIH

Hpyrue -
XapaKTePUCTUKHU

3.3.6. TpynoBas QpyHKIUSA

Opranu3anus NOArOTOBKH, IPOBEJCHUS U VYpoBeHb
HaumeHnoBanue |o00cayXHBaHUS KOHPEPEHTHBIX Kox | C/06.6 |(momypoBeHb)

MEpOIPUITHI KBTA(DUKAITIH
IIpoucxoxnenue 3anMMCTBOBAaHO

" Opurunan X
TPYAOBOW (DyHKIIUU U3 OpUTHMHAJIA
Kon Perucrpanuonnsii
OpHUrMHaa HOMEDP
pohecCuoHaIBLHOTO
CTaHJapTa

Tpynossie neiictBus | [lonroToBka mOBECTKHU JHS MEPONIPUATHS

OdopmieHue crucka y4yaCTHUKOB MEPOIPUSITUS
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

WudopmupoBaHne YYaCTHUKOB O HAMEYAIOMIEMCS MEPONpPUATHH U
YCJIOBHSX Yy4acCTHUs

Br16op MecTa 1 BpeMeHU POBEIECHHUSI MEPOIPUSATHS

IToaroroBka HpeﬂBapHTeHLHOﬁ CMCTBI paCcxXxoa0B

Pacceiika npnrnameﬁnﬁ NMOATBCPAUBIINM YHACTUC B MCPOIIPUATUHN

COop TEKCTOB JOKJIQJ0B W TPOCKTOB HTOTOBBIX JIOKYMEHTOB Yy
JIOKJIaTUUKOB

Pacceuika uHpOpPMALIMOHHBIX MaTepUaloOB YYaCTHUKAM KOH(EpEeHTHOIro
MEPOTPHUATHS

CocraBieHue SBOYHBIX JIMCTOB M CIIMCKAa pPETUCTPAllUd Y4YaCTHHUKOB
MEpPONPUATHS

3aKynka KaHIEeJIIPCKUX TOBAPOB U MPOAYKTOB i obecriedeHus kode-mnays

Pemenne BOITPOCOB TEXHUYECKOT'O OCHAIICHUA MCPOIIPUATHA

[TomMomp B TOATOTOBKE [OKJIaZa PYKOBOAUTENS, TMPE3CHTAIIMOHHBIX
MaTepuasoB

OpFaHI/ISaIII/ISI MMOATOTOBKHU NPpE3NaAyMa U pa60q1/1x MCCT YHYaCTHHUKOB

Opranu3zanus BCTpEUU U perucTpanus y4acCTHUKOB MEPOIIPUATHS

Benenue IMPOTOKOJIa MCPOIIPUATHA

Opranuzanusi CEpBUCHOI0 00CITy>KUBaHHs BO BpeMs Kode-nay3

Opranuzaiusi KyJbTypHO-MAaCCOBBIX MEPOIPUSTHI, TpPaHCIOPTHOTO U
TOCTUHUYHOTO O0eCcTieueHus

Heo6xonumeie OpraHu3oBbIBaTh MPOLECC IMOATOTOBKM K IPOBEIEHUIO KOH(EPEHTHOIO
YMEHUS MEpPONPUATHS UHAUBUIYAIBHO U B COCTaBe paboueil rpymimbl

JIOKyMEHTUpPOBaTh pa3Hble 3Talbl MIPOLEAYPhl MOATOTOBKU U MPOBEACHUS
KOH(EpEHTHOTO MEPONPUATHS

[lepenaBate uH(pOpMaLKIO, ITOKYMEHTHI M MaTepHalbl Yy4YaCTHUKAM
KOH()EPEHTHOTO MEPONPUITHUS

[loaroraBnuBaTth W 000pYAOBAaTH CTOJI Mpe3uauyMa U pabodne MecTa
YYaCTHUKOB COBEILlaHUs (3aceIaHus)

CepBupoBath 4aitHbIi (KO(EHBIN) CTOJI BO BpeMs MPOBeACHUS Kode-Tay3

CobmroaTh npaBuia J1eJI0BOI0 3TUKETA U MPOTOKOJIA
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

[TopnepkuBaTh UMUK OPraHU3ALUU

COS,Z[aBaTL UMUK CCKPETApA, COOTBGTCTByIOH_[I/Iﬁ HMUIKY OpraHu3aluun

PaGotats ¢ wuHpOpMauuel, aHanM3UpPOBATh U TPEACTABIATH €€ B
CUCTEMATHU3HPOBAaHHOM BUJIE

OOecrieunBaTh OE30MaCHOCTE ACATCIIbHOCTHU OpraHnu3aliunu

HpI/IMeHﬂTB I/IH(bOpMaI_[I/IOHHO-KOMMYHI/IKaI_[I/IOHHBIC TEXHOJOT'HH

ObecnieunBaTh KOM(OPT YYaCTHUKOB KOH(EPEHTHOTO MEpONpPUATHS,
IIOMOTaTh B BOIIPOCAX MPOXKUBAHUS, TPAHCIIOPTHOI'O 0OeCTIeYeHUs

Heo6xonane Kowmmrekc OpraHn3allMOHHO-TCXHUYCCKUX MepOHpI/ISITI/II\/II IO IMOATOTOBKE U
3HaHUA IIPOBECACHUIO COBeH_[aHI/Iﬁ " IEPEroBOPOB, B TOM YHCJIC MCKIAYHAPOAHBIX

[IpaBuna BeneHUs, MOATOTOBKM U OGOPMIICHHUS MPOTOKOJIA U JIPYTUX
JOKYMEHTOB, CO3JaBa€MbIX B IpOLECCE IOATOTOBKM KOH(EPEHTHOIrO
MEpPOIPUATHS

CocraBiieHHE CMETHI Pacxoa0B

OCHOBBI HATMCAHUS PeYeil U JOKIaA0B PYKOBOIUTENS

Hp aBHujIa YCTaHOBJICHUA KOHTAaKTa, noAACPIKaHUs n Pa3sBUTHUA
MEXITNIHOCTHBIX OTHOIIEHUH

HpaBI/ma JCJI0BOIo0 06HIGHI/I$I, JCJIOBOT'O 3THKETA

DTUKET U OCHOBBI MEXIYHAPOIHOTO MTPOTOKOJIA

HpaBHna MMPOBCACHUA NCIIOBLIX IIEPCTOBOPOB

ITpaBuia 3amuThl KOH(QUAESHIMATBEHON CITy>KeOHOM nHpopManuu

TpeOGoBaHus OXpaHbl Tpyaa

Hpyrue -
XapaKTEPUCTUKHI

3.3.7. TpynoBas QpyHKIUSA

Opranu3zanus UCIIOJTHEHUS PEIICHUH, YpoBeHb
HaumeHnoBaHue |ocyIiecTBIEHUE KOHTPOJIS UCIIOIHEHUS Kox | C/07.6 |(momypoBeHb)
MOPYYEHUN PYKOBOAUTENS KBaJTU(PUKAITHA
IIpoucxoxnenue 3arMCTBOBAaHO
" Opwurunan X
TPYAOBON QYHKIIUU U3 OpUrHUHAaJIa
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

Kon Perucrpanuonnsii
OpHUrMHaa HOMeEp
podeCCUOHATEHOTO
CTaHjaapTa

TpynoBbie neiicTBUS

JlokymeHTanbHOE 0(OPMIICHHE PEIICHUI PYKOBOIUTEIS

JloBenenue [0 cBeAeHUs pPaOOTHUKOB OpraHU3alUdd PacHOpsKEHHM
PYKOBOAUTES

KOOpI[I/IHaIII/ISI JACATCIIBHOCTH I10 UCITOJTHECHUTO pGIHGHI/Iﬁ PYKOBOOUTECIIA

Benenne cpokoBOro TEKyIIero U mpeaynpeanuTeIbHOI0 KOHTPOJIS

IIpoBepka uCIIONIHEHN S IOPYYECHHU PYKOBOAUTEII B YCTAHOBJICHHBIN CPOK

[IpenynpexxaeHue COTPYAHUKOB 00 MCTEYEHHUH CpOKa MCIOJHEHHUS
[IOPYYEHUN PYKOBOIUTEISA

dukcauys UCIOJIHEHUs TOPYYECHUN

CocraBieHue OTYETOB U AHAIMTUYECKUX CIPABOK O BBITOJHEHUH
[IOPYYEHUH U PELIEHUH PYKOBOAUTENSA

Heo0xoanmeie

Bectu cpokoByto KapToTeKy

YMEHMUS

Bectu yuetHble peructpanoHHble (OpPMBbI, UCIIOJIB30BATh UX IS PaOOTHI
10 KOHTPOJIIO UCTIOTHEHUSI OPYUYCHHUM PYKOBOIUTENS

PabGorate ¢ wuHbOpMammeil MO KOHTPOJIIO, CHCTEMATH3UPOBATh €€ |
MPEJCTABISATh B BUJIE CBOJIHBIX JIOKYMEHTOB

Hcnonb3oBaTth cpeicTBa KOMMYHMKAIMM JUId Tepefadyd MOpYy4YeHHH
PYKOBOJUTENS

Hcnons30BaTh COBpEMEHHBIE CpelcTBa cOOpa W 00pabOTKU KOHTPOJILHOM
nHpopmaruu

[IpumensaTs nHGOPMALTMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTUU

OHCHI/IBaTB PE3YJIBTATHI B paMKax IMOCTAaBJICHHBIX 3a/1a4

OcylecTBisITh ~ KOHTPOJIb ~ WCIIOJIHEHUS  MOPYYEHHUH  PYKOBOJUTENS
COTpYAHUKAMHU

Heo0Oxoaumere
3HAHUA

OO0mue TpeOoBaHUS K CPOKAM HCIIOJHEHHS JTOKYMEHTOB M KOHTPOJIHHBIM
GyHKIHSAM CITy)OBI JOKyMEHTAITMOHHOTO 00eCTieYeHUs

[IpuHummnel, ciocoObl HHGOPMUPOBAHUS COTPYAHUKOB

DTHKA AEJIOBOr0 OOIEHUS

HafeXHasa npaBoBan noaAepXxkKa
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

VYnpaBieHyeckass CTPyKTypa OpraHM3allid, PYKOBOJCTBO OpraHU3alluM,
00pa3ubl MoANMCed PYKOBOASALIMX COTPYIHHKOB, KPYT MX IOJHOMOYHN U
OTpaHMYEHUS UX 30H OTBETCTBEHHOCTU

I/IHCTPYKI_[I/II/I Mo ACJIONPOU3BOACTBY U APYI'MM JIOKAJIbHBIM HOPMATHUBHBIM
aKTaM, YCTaHaBJII/IBaIOIJ_II/IM HOpSIIIOK peannsaum/l ynpaBJ’IeH‘IeCKI/IX
mpoueyp

Hpyrue -
XapaKTEPUCTUKHU

3.3.8. TpynoBsie GyHKINN

Opranu3zanus u nojjaepxanue
(l)pHKuHOHHaﬂbHoroﬂHaé)oqero ¥/ pOBCHE
Haumenosanne | Y pabo’ Kox | C/08.6 |(momypoBeHb)
MPOCTPAHCTBA MIPHUEMHON 1 KabuHeTa
KBaTA(DUKAITIH
PYKOBOJIUTEIS
IIpoucxoxnenue 3aMMCTBOBAaHO
" Opurunan X
TPYIOBOH (QYHKITUU W3 OpHUTUHAJIA
Kon Perucrpanuonnsii
OpHUTHHAJIA HOMEp
poheccuoHaIBbHOTO
CTaHjaapTa

TpynoBeie neiictBust | OGecneueHne paboyero Mecta pyKOBOAUTENS HEOOXOAUMBIMHU CPEACTBAMHU
OpTaHMU3AIIMOHHON TeXHHUKH, KaHIENIPCKUMHU MPUHAIICKHOCTIMU

Opranuzanus nOpUeMHOM o¢uca B COOTBETCTBUU C TpeOOBaHUAMU
SPrOHOMUKH U KYJIbTYpPbI TPy

Opranu3zanus opopMIICHHS HHTEpbepa MPUEMHON PYKOBOAUTENS

O6opynoBanue  pabodero  Mecta  OPITEXHUKOW,  MEPCOHATHHBIM
KOMIIBIOTEPOM, BCIIOMOTaTEIbHON TEXHUKOMN

Opranuzanus  oO0OpPYIOBaHHSI ~ NPUEMHOW  CHCTEMaMH  XPAaHCHUS,
HEOOXOJAMMBIMH ~ TIPUCIIOCOOJICHUSIMHU,  OOECIeYeHHUs]  KaHUEIIPCKUMHU
TOBapaMu

ObecnieueHne XpaHeHHs U 3aMEHbl PACXO/IHbIX MaTEPHUAJIOB, TOBCEIHEBHBIN
YXOJ1 32 OPTTEXHUKOH

3aka3 KaHIENSAPCKUX TOBApPOB, TUTHEHUYECKUX TOBAPOB, IPOAYKTOB
MUTAHUS
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

Heobxonumeie CozpmaBate  ycioBusi,  oOecreunmBaromme  dPQexkTuBHyr0O  paboTy
yMEHUs PYKOBOIMTEIS

HpI/IMeHSITb B COOTBCTCTBUM C HA3HAYCHHUEM CpPCIACTBA OpFaHI/I3aLII/IOHHOI71
TCXHUKH, KaHLCIIAPCKHUE NPUHAIICIKHOCTH

OcHamaTts paOouee MeCTO pYKOBOJAHUTENS U CBOe pabodee MeCTo
HE0OXOIMMBIM 000pYIOBaHUEM

Ocy1ecTBISITh 3aMEHY PACXOIHBIX MaTEpUAJIOB, YXOJI 32 OPITEXHUKOM

OcylecTBIsITh TOBCEJHEBHBIM yXOJ 3a KONHPOBAJIBHBIM allapaToM,
3aMEHYy M XpaHEHHE KapTpUDKEN, ToHepa

KOHTpOJ'II/IpOBaTB COCTOSIHHUC U IIOIOJIHATH 3allaCbl KaHICIAPCKHUX TOBApPOB,
CpCACTB 'MI'MCHLI, IPOAYKTOB IUTAHUA

Heo6xonumeie TpeboBanus OXpaHbl  TpyZa, IIPOM3BOJICTBEHHOM CaHUTapuy,
3HAHUS IIPOTUBOINOXKAPHOM 3aIUTHI

OCHOBBI TPaBWJILHOW OpPraHU3allMU TPyJa M METOJbl TOBBIIICHUS €ro
3¢ HEKTUBHOCTH

OCHOBBI HprOHOMUKH Orica U PIOPUCTUKU

CraHgapThl 1 PEKOMEHAIUH 110 000PYIOBAHUIO OPUCHBIX MTOMEIICHUN

CocraB OpraHu3allMOHHOW TEXHUKH, €€ YCTPOMCTBO M IMOPSIOK PabOTHI C
Hel

Hpyrue -
XapaKTePUCTHKU

3.3.9. TpynoBas GpyHKIHUSA

Pa3paboTka TOKaJIbHBIX HOPMATUBHBIX YposeHnn
HanMeHoBaHue |aKTOB, perilaMEHTHPYIOIINX padoTy Kox | C/09.6 |(momypoBeHB)

cekperaps KBaTM(UKAITTH
[Ipoucxoxnenue 3auMCTBOBAaHO

. Opurunan X
TPYZAOBOH QYHKIIUN 13 OpUTHHAJIA
Kon Perucrpanmonnsrit
OopUruHazua HOMED
npodheccuoHaIbHOTO
cTaHjapTa
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

Tpynossie nevictBust | PazpaboTka q0KHOCTHOM MHCTPYKIIUU CEKpeTaps

Pa3pa60TKa MOJIOKCHUA O CCKPCTApHUaTe

Pa3zpa0oTka HHCTPYKIMHU O AETONPOU3BOICTBY

Heo6xonumeie CoctaBisaTh U 0OPMIIATH OPraHU3ALHMOHHBIE U METOJUUYECKUE JOKYMEHThI
YMEHUS

PellaKTI/IpOBaTI) TEKCThI CJ'Iy}Ke6HI)IX JOKYMCHTOB

PaboraTe co Bceil COBOKYNHOCTHIO MH(OPMAIMOHHO-JOKYMEHTAlMOHHBIX
pecypcoB OpraHu3anuu

[Tonp3oBaTbes 0a3amMu TaHHBIX, B TOM YUCIIE YAAICHHBIMUA 0a3aMH TaHHBIX

Hcmons30BaTh CIIPaBOYHBIC IIPABOBLIC CUCTCMbI

PaboTtaTh ¢ KOMIBIOTEPOM, KaTajmoramMu (MankaMmu) U ¢aiiaMmu, ckaHepoM

[Tonb30BaThCs OPUCHBIM TAKETOM (TEKCTOBBIN peIaKTOp, TAOIHIIHI)

[Tonp3oBaTbes neprudepuiiHBIMA yCTPONUCTBAMH U OPTTEXHUKOH

ITonb30BaTbCs NEKTPOHHOM IMOYTOU

[Tonp30BaThCs CHCTEMaMH AJIEKTPOHHOTO JOKYMEHTO000pOTa

Heo6xonumeie [IpaBoBBIE OCHOBBI ympaBieHUs! (OCHOBBI aJIMUHHCTPATUBHOTO, TPYAOBOTO
3HAHUS U TPAKJIAHCKOTO TpaBa)

JleiicTByromue NnpaBOBbIE AKThI, HOPMATUBHO-METOANUYECKUE JIOKYMEHTHI,
rocy/1apCTBEHHbIE CTaH/apThl, OTpeesIoe MOPSAIOK
JIOKYMEHTAIMOHHOTO 00eCIIeUeHNs yIpaBICHUS

CrpykTrypa, pyKOBOJCTBO CTPYKTYpHBIX MOJpa3AeieHUi, 0Opasiibl
MOJAMUCEN JIMIL, UMEIOUIMX [paBO TMOANMCAHUS U YTBEPKACHUS
JIOKYMEHTOB, ¥ OTPaHUYEHUS UX 30H OTBETCTBEHHOCTH

HpaBI/ma AOKYMCHTAIIMUOHHOTI'O oOecreyeHus ACATCIBHOCTH OpraHu3alunu

[Topsimok paboOThI ¢ JOKYMEHTaMHU

Tpe60BaHI/I$I, NpeaABABIACMBIC K  OOKYMCHTaM B  COOTBCTCTBUHU C
HOPMAaTUBHBIMH aKTaMH U IT'OCYAapCTBCHHBIMU CTaHAApTaMU

[IpaBmwiia cocTaBi€HMsI OpPraHU3ALMOHHBIX JIOKYMEHTOB (TIOJIOXEHHM,
MHCTPYKLUH, pErJIaMEHTOB)

Buapl 10KyMEHTOB, UX Ha3HAYEHUE

OCHOBBI ﬂOKYMeHTHOﬁ JIMHTBUCTHUKHA
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

TpeboBanus 0XpaHbl Tpyaa

Hpyrue
XapaKTEPUCTUKHU

3.3.10. TpynoBast pyHKIHS

CocraBnenue u opopmiieHue YpoBeHb
HamnmenoBanue |ynpaBieHUECKOH JOKYMEHTAIIMH Kox | C/10.6 |(momypoBeHb)
KBaTM(UKAITIT
[Ipoucxoxnenue 3auMCTBOBAHO
N Opurunan X
TPYZAOBOH GHYHKIIUN U3 OpUTHHAJIa
Kon Peructpanmonnsiit
OpUTHHAJA HOMeEp
npo¢ecCHOHATBLHOTO
CTaHJapTa

TpynoBbie 1eicTBUS

CocraBiieHrEe NMPOEKTOB PacCHOPAIUTENBHBIX (IIPUKa3bl, PACIOPSKEHUS) U
UH(QOPMALMOHHO-CIIPABOYHBIX ~ JIOKYMEHTOB  (CIy>)KeOHbIE  THCHMA,
CIIPaBKH, JTIOKJIA/IHbIE U CITy’KEOHbIE 3aIIHCKH)

[TeuaTs cny>keOHBIX JOKYMEHTOB M IPYTUX MaTEPHAIIOB

PazMHOXeHHe CiTy)KeOHBIX JOKYMEHTOB

KoHTponb mpoxoxaeHus IOKYMEHTOB B OpraHu3aluM (corjacoBaHHeE,
MOAINNCAHUE U YTBEPKICHUE TOKYMEHTA)

Heo0xoaumsie
YMEHHUS

PeI[aKTI/IPOBaTL TCKCThI CJ'Iy)KC6HBIX JOKYMCHTOB

[Tonb3oBatbes yHUPUITMPOBAHHBIMU (POPMAaMU JOKYMEHTOB

OdopmisaTh KaccoBble (PUHAHCOBBIE JOKYMEHTBHI U JIOKYMEHTHI 110 Y4eTy
HaKJIaJHBIX PacX0JI0B

[Teyaratp cimyxeOHbIE TOKYMEHTHI

[Tosnb30BaTbes nepuepuiHbIMU YCTPOICTBAMH U OPITEXHUKOMN

Pabortathk ¢ KOMIBIOTEPOM, CKAHEPOM

[Tonb30BaTbest 0OUCHBIM MTAKETOM (TEKCTOBBINA PENAKTOP, TAOIUIIBI)

[Tonp30BaTbCs ANEKTPOHHOM ITOYTOMU

ITonp3oBaThCs cucTeMaMu QJICKTPOHHOI'O I[OKYMGHTOO60pOTa
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

Ob6ecmeunBaTh 6€30MACHOCTD JACATEILHOCTH OPTaHU3AIUN

Heo6xonumeie [IpaBoBBIE OCHOBBI yIIpaBiIeHUsI (OCHOBBI aIMUHUCTPATUBHOI'O, TPYAOBOIO
3HaHUSA U XO31ICTBEHHOTO 1paBa)

CrpykTypa opraHu3auu, PyKOBOACTBO CTPYKTYPHBIX IOApA3JEICHUN,
00pa3ubl MOANUCEH JUI, UMEIOIIUX MPABO MOINMCAHUS M YTBEPKICHUS
JIOKYMEHTOB, U OTPaHUYEHUS UX 30H OTBETCTBEHHOCTH

HpaBI/IJIa JAOKYMCHTAIITUOHHOT' O obecrieueHust ACATCIIbBHOCTU OpraHru3allun

[Mopsitok paboTHI ¢ TOKyMEHTaMU

Tpe60BaHI/IH, nNpeaAbABIACMBIE K JOKYMCHTAM B  COOTBCTCTBUHU C
HOPMATUBHBIMU dKTaMH U I'OCYJApCTBCHHBIMU CTaAHAApTaAMU

Bunpr JOKYMCHTOB, X HA3HAYCHHUC

[IpaBuna cormacoBaHusi JIOKYMEHTOB OpraHu3alii (BHYTPEHHETO U
BHEIITHETO)

HpaBI/ma MMOANMUCAaHUA U YTBEPKACHUA TOKYMEHTOB

[IpaBuna cocraBiaeHuss U odopmieHUs HHGOPMAIMOHHO-CIIPABOYHBIX,
yIpaBJIEHYECKUX TOKYMEHTOB U CIyKEOHBIX ITUCEM

OCHOBEI HOKYMGHTHOﬁ JIMHI'BUCTHUKH

['pamMmaTuueckue npaBuia pyccKoro s3blka

TpeboBanust OXpaHbl TpyAa

Hpyrue -
XapaKTEPUCTUKHU

3.3.11. Tpynosast pyHKIUS

Opranmzaiys padoThI C TOKYMEHTaMH B YpoBeHb
HanmenoBanue |npueMHON pyKOBOIUATEIIS Koxg | C/11.6 |(nmomypoBeHb)
KBaTMUKAITTT
[Ipoucxoxnenue 3auMCTBOBaHO
N Opurunan X
TPYZAOBOH GHYHKIIUN W3 OpUTHHAJIa
Kon Perucrpanmonnsrit
OpUTHHAIA HOMeEp
npo¢ecCHOHATBLHOTO
cTaHjapTa
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

Tpynoseie nerictus | Ilomyuenue, IIpEABAPUTEIILHOE paccMoTpeHue u COPTUPOBKA
MMOCTyaromurXx B IPUCMHYIO PYKOBOAUTECIIA JOKYMCHTOB

[ToaroroBka TOKYMEHTOB JJIs1 PACCMOTPEHHUS PYKOBOAUTEIEM

VYyer AOKYMCHTOB, IIOCTYHAOIINX Ha UM PYKOBOAUTCIIA

OpraHI/ISaHI/IH AOCTAaBKH JOKYMCHTOB UCIIOJIHUTCIISAM

Benenue nandopmaimionHo-cIipaBoyHOM paboThI

KOHTpO.]'IB HCIIOJIHCHUS JOKYMCHTOB U HOpy‘—IeHI/Iﬁ PYKOBOJIUTEIIA

Heobxonumeie PaGorats ¢ Bxozsiei, ucxoadieil, BHRyTpeHHEN JOKyMEeHTaIel
yMEHUs

[Tonb30BaThcst  CUCTEMaMH  JIGKTPOHHOTO  JIOKYMEHTOOOOpOoTa IS
perucTpanyu, KOHTPOJISS JOKYMEHTOB H HWH()OPMAIMOHHO-CIPABOYHON
paboTHI C TOKYMEHTaMH

[MpumensTs  MHOOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE  TEXHOJIOTUU  JIJIS
paboTHI C TOKYMEHTaAMH

CocTaBnatb U 0QOpPMIIATH HOPMAaTUBHBIE AKThI

Heobxonumeie HopMmatuBHblE TIpaBOBbIE aKThl, HOPMATUBHO-METOJUYECKHE JTOKYMEHTBHI,
3HAHUS roCy/1apCTBEHHbIE CTaHJapThl, onpeAesone HOPSIIOK
JIOKYMEHTAIlMOHHOTO O0EeCTIeueHus yIpaBiIeHUs

CrtpyKTypa opranu3aluu, pyKOBOJICTBO CTPYKTYPHBIX MOApPa3/I€ICHUN

CoBpemeHHbIE HHPOPMAIIMOHHBIE TEXHOIOTHH PAaOOTHI C TOKYMEHTAMH

HOpSIJIOK pa6OTBI C JOKYMCHTaMHU, CXCMbI ,Z[OKYMGHTOO60pOTa

HpaBI/IJ'Ia pa6OTBI C BXOIiAIMIUMH, UCXOAAINMMU U BHYTPCHHUMH
AOKYMCHTaMU

HpaBI/IJ'Ia OopraHu3alvd KOHTPOJISI HCIHOJHCHHA HNOKYMCHTOB U THUIIOBBLIC
CPOKH UCIIOJIHCHUA NOKYMCHTOB

HpaBI/IJ'Ia COCTaBJICHHUA aHAJIMTUYCCKUX CIIPABOK 10 OpraHu3aluu pa6OTLI C
JAOKYMCHTAaMH U KOHTPOJIIO UCTIOJIHCHUS JOKYMCHTOB

HpaBI/IJ'Ia CcO3aaHusA N BCIACHUA 0a3 JaHHBIX CJ'Iy>K€6HBIX JAOKYMCHTOB B
OopraHu3anuun

Cucremsl QJICKTPOHHOT'O ,Z[OKyMeHTOO60p0Ta

TpeboBanust oxpaHsl Tpyaa
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

Apyrue -
XapaKTEPUCTUKU

3.3.12. TpynoBast pyHKuIUs

Opranusanys XpaHeHus JOKyMEHTOB B VYposeHb
HanmMeHnoBanue | mpueMHON pyKOBOIUTES Kon | C/12.6 |(momypoBeHs)
KBaJIU(pUKAITIH

IIpoucxoxnenue 3aMMCTBOBAaHO
" Opurunan X
TPyA0BOH (HyHKIMU U3 OpUrMHaJIa

Kon Perucrpanmonnsiit
OopUruHaa HOMED
npodecCuOHATHLHOTO
CTaHaapTa

Tpynossie nevictBus | PazpaboTka pasiesoB HOMEHKIATYPHI JIeJ OpraHu3aluu

®opmupoBanue u OQOpMIIEHHE [eNl TOCTOSHHOIO, JOJTOBPEMEHHOTO
CPOKOB

HOHFOTOBKa " nepcaava ACJI B apXuB OpraHu3aliin

Heo6xonumeie Pa3pa0aTbiBaTh HOMEHKJIATYPY €]l OPTaHU3alMK C YYETOM JAECHCTBYIOLINX
YMEHMUS HOPMAaTHUBHO-METOIUYECKUX TOKYMEHTOB

Hcnonb30BaTh HOMEHKIATYPY A€ IIPU U3YYEHUU CTPYKTYPbl OpraHU3allH,
COCTAaBJICHUU OIIMCEN Jen

®opmupoBaTh M 0GOPMIIATH Ji€lda B COOTBETCTBUU C YTBEPXKIACHHOU
HOMEHKJIaTypOH JeJI OpraHu3aluu

OO0ecneunBaTh COXPAHHOCTb NOKYMCHTOB OpraHU3alun

HpOI/ISBOI[I/ITB NOATOTOBKY ACI AJIA IIEpeIavu B apXHUB

[TpumensiTb  MH(OPMALMOHHO-KOMMYHHUKAIIMOHHBIE  TEXHOJOTMH  JUIS
paboThI ¢ TOKyMEHTaMH

Heobxonumeie HopMmaTtuBHbIe MpaBOBbIE aKThl, HOPMATHUBHO-METOJUYECKHE JOKYMEHTHI,
3HAHUS rocy/1apCTBEHHbBIE CTaHapThl, OTIpeIETISIONINE MOPSIOK
JIOKYMEHTAI[MOHHOTO 00ECTICUeHHUs yIPABICHUS

Bupbl HOMCHKIJIATYD, O6H_II/IC Tpe6OBaHI/Iﬂ K HOMCHKJIAaTypC, MCTOAHWKA €€
COCTaBJICHUA U O(I)OpMJ'IeHI/IH

[Topsmox ¢dopmupoBanus u odopmieHUS AeNl ¢ yKa3aHueM Crelnupuku
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

(bopMHpOBaHUS OTACTBHBIX KATETOPUH 1€

[IpaBuna xpaHeHHs 1ei, B TOM 4YHUCJIE€ C JOKYMEHTaMU OTPAaHUYEHHOTO
Joctyna

HpaBI/ma BbLJAYH U UCIIOJIB30BAHUA NOKYMCHTOB U3 C(I)OpMI/IpOBaHHBIX p1(SA) |

TpeboBanus oxpaHbl TpyJa

HpaBHna IMOATOTOBKHU U II€pE€aavu ACII B apXHUB OpraHu3aluu

Hpyrue -
XapaKTEPUCTUKHI

3.3.13. TpynoBbie pyHKIHH

YpoBeHb
Kox | C/13.6 |(momypoBeHb)
KBaTUUKAIITU

ObecneueHne pyKoBOIUTENS

HaunmenoBanue .
uHpopmanuen

IIpoucxoxnenue 3anMMCTBOBAaHO
. Opurunan X
TPYAOBOW (DyHKIIUU U3 OpUrMHaJIa

Kon Perucrpanuonnsii
OpHUrMHaa HOMeEp
podeCCHOHATBEHOTO
CTaHjaapTa

Tpynossie nevictBust |COop u mepepaboTka wuHGOpMAIMK, HEOOXOAMMOW IS TPUHSTHSI
00OCHOBAHHBIX YITPABICHUECKUX PEIICHUN

[IpoBepka OOCTOBEPHOCTH, IMOJHOTHI U HENPOTUBOPEUUBOCTHU JIAHHBIX,
UCKJTIOYeHHE TyOIupoBaHus HHPOPMAIIUN

[IpenocraBiieHre TaHHBIX B €IMHOM U yIOOHOM JIJIsi BOCIIPHUATHS (hopmaTe

BBI?[BJ'ICHI/IC HaI/I6OJ'Ie€ 3HAYNMBIX KpI/ITepI/ICB CUCTeMaTu3alnn
uHpopmaruu 11t co3nanusi 6a3 TaHHBIX

@OpMHpOBaHI/IG Y KCII0Jb30BaHue 0a3 JAaHHBIX B OpraHu3aluun

Heobxonumeie OcymiecTBiATh c60p, 00pabOTKY U aHaIN3 HHPOPMAILIMU B COOTBETCTBHUH C
YMEHHUS TpeOOBaHUSIMU KPATKOCTH, YETKOCTH (POPMYIHPOBOK, CBOEBPEMEHHOCTH
NOCTYIUICHHS, ~ TOYHOCTH M JIOCTOBEPHOCTH,  ONTHUMAJIbHOCTH

CHCTEeMaTH3aIluH, HEMPEPHIBHOCTH cOopa 1 00paboTku HHPpOpMaITUK

Ocy1iecTBIATh perucTpalmio, HaKOIUICHHE u nepenavy,
CHUCTEeMaTH3UPOBAHHOE XpaHEHUE M BbIauy HHpOpManuu B Tpebdyemoit
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[aTta coxpaHeHus: 30.01.2020

dbopme

CoctaBiath ¥ 0QOPMISATH CBOAHBIE, OTUYETHBIC, CTATUCTHUYCCKHE
JIOKYMEHTBI

OcymiecTBiiATh 00pabOTKy M CTPYKTYpHpOBaHUE HH(pOpMAIMU, 0Opa3ys
nH(GOPMAIIMOHHBIE PECypPChI

BBoauTth HOBBIE JaHHBIC B CHpaBO‘-IHO-I/IH(I)OpMaLII/IOHHBIe CUCTCMBI

BBoauTh B maMsAThL KOMIIBIOTEPA SJICKTPOHHLIC 06p3,3]>1 JOKYMCHTOB

ITpon3BonuTh mnouck HMHGOPMANMM B CYLIECTBYIOIIMX 0a3ax JaHHBIX,
BECTH HH(OPMAIIMOHHO-CIIPABOYHYIO pPAa0OTy Ha OCHOBE pa3IMYHbIX
KOMOUWHAIMH TOUCKOBBIX MPU3HAKOB

HpI/IMCHHTL I/IH(I)OpMaI_II/IOHHO—KOMMYHI/IKaI_[I/IOHHbIe TCXHOJIOTHH

Heobxonumeie OcoGennoctu popMupoBaHUS BHEIIHUX U BHYTPEHHUX WH(GOPMAIIMOHHBIX
3HAHUS MOTOKOB

CocTaB BHEITHUX I/IH(bOpMaI_[I/IOHHBIX IIOTOKOB

CocTaB BHYTpeHHUX MH(GOPMAIIMOHHBIX TIOTOKOB

CrpykTypa OopraHu3allid ¥ TOPSJIOK B3aUMOJICHCTBUS TOIPA3IACICHUN H
CITYK0

OcobenHoctr (hopMUpOBaHUs 0a3 JAHHBIX B OpraHU3AIUN

COBp €MCHHBIC HAay4HBIC METOAbI u TEXHUYCCKUC CpCacTBa,
crocoOcTByromue  cOopy, 00pabOTKe, COXpaHEHUI0 U Iepeaaye
MH(GOPMaILIMOHHBIX TOTOKOB

Meroasl 0o0paboTku uHOpMAIMK C TPUMEHEHHEM COBPEMEHHBIX
TEXHUYECKUX CPEJICTB KOMMYHHKAIIUN U CBS3H, BEIYUCITUTEIFHON TEXHUKHI

TpebGoBanus oxpaHsl Tpyia

Hpyrue -
XapaKTEPUCTUKHU

3.3.14. TpynoBas ¢pyHKUMs

Opranu3zanus nHGOPMALMOHHOTO VpoBeHb
B3aMMO/JICHCTBUS PyKOBOJIUTEIS C
HaumenoBanue A Py A Kox | C/14.6 |(nmomypoBeHb)
MOAPAa3ACICHUSIMU U I0J>KHOCTHBIMU
KBaJTA(DUKAITIH
JUIAMU OpraHU3aIuu
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IIpoucxoxnenue 3anMMCTBOBAaHO
. Opurunan X
TPYAOBOW (QyHKIIUU U3 OpUTHHAJIA
Kon Perucrpanuonnsii
OpHUrMHaa HOMED
pohecCuoHaIBLHOTO
CTaHJapTa

Tpynoseie neiictBust | UTHpopmupoBanue pabOTHUKOB OpraHU3au O PEIICHUSIX PYKOBOAUTENS

Opranmszanus oOMeHa WHPOPMAMEH MEXAY TMOAPA3ACICHUSIMUA U
JOJDKHOCTHBIMU JIUIIAMH OpPTaHU3aIUH

OnogenieHue pabOTHUKOB O MPEACTOSIINX MEPOIPUATUAX

Opranuzais BCTped TPyAOBOr0 KOJIJIEKTUBA C PyKOBOJACTBOM

WudopmupoBaHne pyKkoBOAUTENs] 00 OOpaIIeHUsAX COTPYIHUKOB TI0
pabouuM H JTMYHBIM BOIIPOCAM

Heob6xoaumsie Vcnonb30BaTh COBpEeMEHHBIE TEXHOIOTUU cOopa U nepenadn HHpopMaruu
yMEHUs

OcymecTBisath cbop u mepepaboTKy WHGOpPMAIUU, HEOOXOIUMOU IS
JeSTeIbHOCTH

OCYIJ.[CCTBJ'IHTL CUCTCMATU3ALUIO ITOJTYHYACMBbIX U MEPCAABACMBIX JaHHBIX

OCYH_[CCTBJ'IHTB IIPOBCPKY JAOCTOBCPHOCTH, IIOJIHOTBI n
HCIMIPOTUBOPCUNBOCTU JaHHBIX, UCKIIFOUCHUC ,ZLY6J'II/Ip0BaHI/I$I HH(bOpMaLII/II/I

Hpe,[[OCTaBJ'IHTB JaHHBIC B CIMHOM U y,[[O6HOM I BOCIIpUATHUA (bopMaTe

MHOrokpaTHO HCHOJb30BaTh TMOJYYEHHYIO HMH(POPMAINIO, TOCTOSIHHO
OOHOBJIATH JJAHHbBIE

ObecneynBaTh ONEPATUBHOCTH HHPOPMAIIMOHHBIX TOTOKOB

PaGotaTth ¢ KOMIBIOTEpOM, HCIOJB30BaTh O(HUCHBIN MaKEeT (TEKCTOBBIN
penaKkTop, TaOIHIIBI)

Heob6xomumsie HopmaTuBHBIE TIpaBOBBIE aKThl, HOPMATHBHO-METOJINYECKHE JTIOKYMEHTHI,
3HAHUS rocy/1apCTBEHHbIE CTAHIAPTHI B cepe AesITeNbHOCTH OpraHu3aluu

CrpykTypa oOpraHuszaluy, pPYKOBOJACTBO CTPYKTYPHBIX IOApA3JEICHUN,
HaIlpaBJIEHUS ACATCIBHOCTH OpPraHU3allMM U KOMIIETEHLIMH CTPYKTYPHBIX
MOPa3ICJICHUI U TOJKHOCTHBIX JIMIL

Knaccudukanust ympaBiaeHdeckoil WHGOpMAIMK, BUABI yIPABICHUESCKOU
nHpopmarun

dopMbI IpeIOCTaBICHUS yIpaBIeHUYECKOW HH(pOpMaIun
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VlcTouHMKHM ynipaBiieHYe€CKOM nH(popManuu

MeTtoauka oT00pa HCTOYHUKOB HH(POpMALIUH

TpeboBanus, npeabsABIseMble K yIpaBIeHUYECKONH HHPOpMAIIUI

TpeboBanus oxpaHsl Tpyaa

Hpyrue -
XapaKTEePUCTUKHU

3.4. O6061eHHas TpyHoBast (PyHKIUS

NudopmannonHo-aHAIUTHYECKAS U

OpraHU3aIMOHHO-aIMUHICTPATUBHAS YpoBeHb
HaunmenoBanue p 1t & p Kon D P

MOJIEPKKA NEATEIILHOCTH PYKOBOIUTES KBaJTU(DUKAITIH

OpraHHU3aIiH
IIpoucxoxnenue

- . 3auMCTBOBAaHO
00001IeHHON TPYyAOBOH | OpHUruHaN X
W3 OpHUTUHAJIA
byHKIIN
Kon Perucrpanuonssii
OpHUTHHAJIA HOMEDP
pohecCuoHaIBHOTO
CTaHjaapTa
Bosmoxnbie HaumeHoBaHus | [loMoniHUK pykoBOAUTENS
TOJDKHOCTEH, mpodeccuii
TpeboBanust k oOpazoBanuio | Briciiee oOpazoBanue - OakagaBpuaT
1 00y4eHHIO JononaurenbHOe TpohecCuoHaTbHOE 00pa3oBaHUE
TpeGoBaHust K ONBITY He menee Tpex set o npouitto AesTeNbHOCTH OpraHu3aIuu
MPaKTUYECKON pabOThI
Oco0sIe yclioBus A0MycKa K | -
pabote
Jpyrue xapakTepucTHKU -
JloTIOTHUTETBHBIC XapaKTEPUCTUKH
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HaumenoBanue nokymeHnra Kon HaumenoBanue 6a30BOi rpymIbl, JOKHOCTH
(mpodeccrn) WK CIIETUATEHOCTH

OK3 2432 bubnmorekapu, 6ubnuorpadsl, JOKyMEHTOBEIbI U
CTEUAINCTHI POJICTBEHHBIX TIpodeccuit

OKCO 032001 JIOKyMEHTOBEIEHUE U IOKyMEHTALMOHHOE
o0ecrnieueHre yrnpaBieHUs

032002 JloKkyMeHTaIlMOHHOE 00ecTieYeHne YIpaBIeHUs U
apXUBOBEJCHUE

3.4.1. TpynoBsle GyHKIUU

®dopmupoBaHue HH(HOPMALIMOHHOTO VYpoBeHb
HaumeHnoBanue |B3anMOIENWCTBUS PYKOBOJMUTEINS C Kox | D/01.6 |(momypoBeHb)

OpraHu3alUsIMH KBaJTM(HUKAIIUN
IIpoucxoxnenue 3aMMCTBOBAaHO

o Opurunan X
TPYAOBOW (HyHKIUU U3 OpUrMHaJIa
Kon Perucrpanuonssii
OpUIMHaja HOMEp
npo¢eCcCHOHATHLHOTO
CTaHaapTa

TpynoBeie neiictBust | OTO0OP HMCTOYHUKOB HWHGOPMAUMUd B COOTBETCTBUHM C  3a/laHHBIMU
KPUTEPUAMHU

O06paboTka W wmHTEpHpeTanuss UHPOPMAUUU TSI TOATOTOBKH IPOCKTOB
peleHuit

[ToaroroBka 3ampocoB MO MOPYYEHUIO PYKOBOJIUTENS Ha IOTy4YEHHE
JOKYMEHTOB M HMH(QOpPMAllMM B OpraHax TIOCYIApCTBEHHOM BIIACTH H
yIpaBJIeHus, O0I1IECTBEHHBIX OpraHu3aIusIxX u HOJy4YeHHe
COOTBETCTBYIOIIEH HH(OPMAIMU U IOKYMEHTOB

WudopMupoBaHue pyKOBOIHUTENS O Pe3ysibTaTaX pacCMOTPEHHsI 3alpoCOB
U oOpateHui

OpFaHI/ISaHI/IH PpCUICHUA BOIIPOCOB, HC Tpe6y1-OH_II/IX HCTIOCPCACTBCHHOI'O
y4acTusa pyKOBOAUTCIIA

[ToAroToBKa MaTepHUANIOB [UIsl yYaCTHsI PYKOBOJHUTEIS B pabOTe Pa3IMIHBIX
CTPYKTYp B COCTaB€ TOCYAAapCTBCHHBIX W MYHUIIMIIAIBGHBIX OPraHoOB,
0O0I1IeCTBEHHBIX OpraHU3aIi

IToaroroBka AOKYMCHTOB JIA 3aKJIFOUYCHUS COT- JIaIeHUuN O COTPYAHUUICCTBC
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[aTta coxpaHeHus: 30.01.2020

C JICJIOBBIMU ITaPTHEPAMHU

I/IH(I)OpMI/IpOBaHI/IG ACJIOBLIX MAPTHCPOB U 3aMHTCPCCOBAHHBIX OPT aHI/IBaI_II/Iﬁ
O PCHICHUAX PYKOBOJUTCIIA B XOA€ BBITIOJTHCHUS corjamieHuin

Heo6xonumeie AHaIM3MpOBaTh U OTOMpaATh MCTOYHMKH HH(OpPMAIMK B COOTBETCTBHH C
YMEHHUS KpUTEPUAMHU IIOJIHOTEI, JIOCTOBEPHOCTH, CBOEBPEMEHHOCTH
npe0CTaBIeHUS HHYOpMAIHH

CoOupats, 00pabaThIBaTh U aHATU3UPOBATh UHPOPMALIUIO B COOTBETCTBUU
C 3aJJaHHBIMU TPEOOBAHUAMHU

[TepenaBath MHGOPMAIUIO B CUCTEMATU3UPOBAHHOM BH/IE

OO6pabatbiBaTh " CTPYKTypUPOBAaTh uHpOpMaLHIO, o0pazys
WH(POPMAIMOHHBIE PECYPCHI

[Tpon3BOIUTH MOMCK MHPOPMALIMU B CYIIECTBYIONIMX 0a3ax JaHHBIX, BECTU
MH(POPMALMOHHO-CIIPABOYHYIO Pa0OTy Ha OCHOBE Pa3IMUHBIX KOMOWHAIIMN
MOMCKOBBIX TPU3HAKOB

ObecneunBaTh HHOOPMAITOHHYIO OE30MTACHOCTH OPraHU3aALUU

PabotaTe ¢ KOMITBIOTEPOM, HCHOJIB30BaTh O(MUCHBIM TMaKeT (TEKCTOBBIMA
peaaKTop, TaOIHIIbI)

HCO6XO,Z[I/IMBIG BHyTpeHHSIH W BHCHIHAA MTOJIUTHKA OPraHU3aliuiu
3HaHUA

[IpuHUUIIBI MpPEACTaBUTENBCTBA B TOCYJIAPCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYIIPaBJICHUS, CTOPOHHUX OpraHu3alusaX U IOPSAI0K
B3aUMOJIEVCTBUS C HUMU

HpI/IHI_II/II'IBI U MCTOABI AAMHUHUCTPUPOBAHU

OcobenHocTr (POpMUPOBAHUS BHEIIHUX U BHYTPEHHUX HMH(POPMAIMOHHBIX
IIOTOKOB

CTpykTypa OpraHM3alUl M TOPSAIOK B3aHMMOJCHCTBHS TOAPA3ICICHUN U
CIIy X0

[TpaBuna opMupoBaHHs U HCIIOJIB30BaHUS 0a3 TaHHBIX

CoBpeMeHHbIE ~ Hay4yHBIE  METOIBl M TEXHHYECKHE  CpENCTBa,
crnocobcTByromue  cbopy, 00OpaboTKe, COXpaHEHHI0O U  Tepenaye
uHpOpMaLIUU

[TpaBuia 3amuThl KOHGUAESHIMATBHON CITy>KeOHOM nHpopManun

CoBpemeHHble HH(POPMAIIMOHHBIE TEXHOJIOTHH
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Jlpyrie :
XapaKTepI/ICTI/IKI/I

3.4.2. TpynoBas pyHKIUSA

Ananu3 uHGOpMaLUU U IOArOTOBKA VYpoBeHb
HaumeHnoBanue |MH(OpMAIMOHHO-aHATUTUYECKUX Kox | D/02.6 |(momypoBeHb)

MaTepHaoB KBaJTM(HUKAIIUN
[Ipoucxoxnenue 3aMMCTBOBAHO

" Opurunan X
TPYAOBOW (yHKIUU U3 OpUTMHAJIA
Kon Perucrpanuonssii
OpUruHaa HOMEp
npo¢eCcCHOHATHLHOTO
CTaHaapTa

Tpynoseie neiictBust | Coop, mnepepaboTka U aHainu3 HUHPOpMAUUU JJIs pELIeHUs 3ajad,
IIOCTaBJIEHHBIX PYKOBOJUTEIEM

[ToaroroBka nH(OPMALIMOHHO-aHAIUTUYECKUX MAaTEPUAJIOB

Pa3paboTka TeMaTHueCcKoro miaHa 0030pHOTO JJOKYMEHTa, JOKIaaa

Omnpenenenue kpyra 6ubmuorpadhuIecKux NCTOUHUKOB

[TonGop HCTOYHMKOB W JUTEpaTypsl 1O Teme 0030pa, JOKIana,
AQHAJIMTUYECKOU CIIPAaBKU

Hanucanue u opopmienue 0630pa, 10KIa1a, aHATUTUIECKON CIIPaBKU

HeoOxonumbie Pa3pabarbiBaTh TemMaTHYECKW IUIaH 0030pa, JOKJIa/Na, aHAIUTHUYECKOU
YMEHHUSI CIPaBKHU

OOOCHOBBIBATH AKTYAIBHOCTH MPOOJIEMBI, KOTOPYIO MPEICTOUT OCBETHTH B
o030pe, JOKIaje, CripaBKe

ITonp30BaTbcss MHGOPMALMOHHBIMU pecypcaMH M CHUCTEMaTHU3UpPOBATh
MH(POPMALIMIO N0 33JJaHHBIM KPUTEPHSIM

HpaBI/IJ'IBHO HHTCPIPETUPOBATH MMOJIIYUCHHBIC JAHHBIC U IIPEAOCTABIIATE UX
B CUCTEMATU3NUPOBAHHOM BUJIC

Ol'IpCI[eJ'ISITB Kpyr HCTOYHUKOB U JIMTCPATYPHI, HCO6XOI[I/IMBIX JJIA
IOATOTOBKH I/IH(pOpMaI_II/IOHHO-aHaJII/ITI/ILIeCKI/IX MaTCeprajIoB

Hznarate MaTcpHrail B JIOTHYECKOU IOCJIICJOBATCIIBHOCTH
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HpOI/ISBOI[I/ITL aHaJIN3 U OLCHKY M3JIOKCHHOI'O MaTcpualia

O(bOpMJ]HTB TCKCT B COOTBCTCTBYIOIIEM CTHUIIC

PeI[aKTI/IpOBaTB TEKCT JOKYMCHTOB

OopMyIUPOBAThH BHIBOJIBI U PEKOMEH AN

OcCyIIecTRIATh aBTOMATH3AIMIO TPOIECCOB cOOpa, XpPaHEHUS W BBIJIAYH
uHpopmarun

[Tonb30BaTbes ycTpoHCTBaMU aBTOMaTU3MPOBAHHON 00pabOTKU TEKCTOBOM
nHpopmaruu 1 GoTOHAOOPHBIMH YCTPOUCTBAMH

[IpyMeHSTh BBIUHUCIUTENBHYIO TEXHUKY M MH(OPMAalMOHHBIE TEXHOJOTUU
U1l SKOHOMHYHOW M pallMOHAJIBHOM OpraHu3aluu HH()OPMAIMOHHBIX
MPOLIECCOB, MOBBIIIEHUS UX THOKOCTH U AMHAMUYHOCTH

[Ipou3BoauTh  JNUTEPATYPHO-CTHIMCTHYECKYIO  00pabOTKy  TEKCTa,
MPOBEPKY JIOTUYECKOW TOCIEAOBATEIbHOCTH W3JIOKEHUS, aHalu3a |
OLICHKHU, HAITMCAHUS BHIBOJIOB M PEKOMEH AN

HpI/IMeHHTL OCHOBBI IICUXOJIOI'MHU OACJI0BOI'O O6H.I€HI/IH

HCO6XOI[I/IMI)IG HOpMaTI/IBHI)Ie IIPaBOBBIC AKTBI, HOPMATUBHO-MCTOAUYCCKUE JOKYMCHTEI,
3HaHHUA rocyaapCTBCHHbBIC CTAHAAPTHI B C(I)epe ACATCIIbHOCTU OpTraHrU3allun

CrpykTypa oOpraHuzaluu, PyKOBOJCTBO CTPYKTYPHBIX HOJpa3ieicHU,
HANpaBlIEHUsI JEATENbHOCTH OPraHU3allid U KOMIETEHIIMH CTPYKTYPHBIX
MOAPa3/eIEHUN U JOJKHOCTHBIX JIMI

Knaccudukamnust ynpasineHueckoil MH(GOPMAILMH, BUABI YIPaBICHYECKOM
uHpopManuu

@®opMbI ITPeIOCTaBICHUS YIIPABICHUECKOW HHPOPMALIUU

Hcrounnku ynpaBieHYeCKOH HH(POPMAIH, METOIUKA 0TOOpa HCTOYHUKOB
uH(popManuu

TpeGoBanusi, MpeabsABIsEMbIE K yIpaBieHYecKo nHOpMauu

Ocobennoctu pedepupoBanusi nHpopmaimu, crenuduka ohopmiIeHHs U
COCTaBJICHUS aHHOTAIM, pedepaTroB, 0030pOB, TOKIIATOB

Kareropumn norpebureneii, Ha KoTopble OyJeT paccuuTaH AaHHBINA 0030p,
JOKJIa

Mertoasl 00paboTku  wHGOpPMAIMM C TPUMEHEHHEM COBPEMEHHBIX
TEXHUYECKUX CPEJCTB KOMMYHUKALIUN U CBSI3U, BBIYUCIUTEIHHON TEXHUKH

CrpykTrypa HH(QOpPMAIMOHHBIX H3/aHUN B 3aBUCUMOCTH OT XapakTepa
MH(POPMALIMU U LIEJIEBOT0 Ha3HAYEHUSI MH(MOPMAIIMOHHBIX U3/IaHUH
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Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

CoBpeMmeHHbIe cpelcTBa cOopa, 00pabOTKH, CUCTEMAaTU3AMK HH(OpMaLUN

Hctounnkn uHpOpMaLuu: KaTajgoru OMOIMOTEK, KypHAlOB, IOMCKOBBIE
CUCTeMbl HH(OPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHON ceTtu "HHTepHet",
3JIEKTPOHHBIE 0a3bl JAHHBIX

OyHKIMOHAIBHOE Ha3Ha4YCHHE o030pa (bubnuorpacduyeckoro,
pedepaTUBHOTO, aHATUTUYECKOT0) KaK CpeACTBAa OPUEHTALIUU YUTATeNs B
JOKYMEHTAIBHOM WM HH(POPMAIIMOHHOM ITOTOKE

OcobeHHocTH 00IIeHaYYHOM U parMaTu4eckoi GyHKIMH 0030poB

[TpaBuna paGoThI ¢ BHEIIHUMH HOCUTENISIMU MH(POPMALIUU

HOpMaTI/IBHI)Ie JOKYMCHTBI, T'OCyAapCTBCHHBLIC CTaHAApPTbI B obnacTu
ACATCIIbBHOCTU OpTraHrU3allun

[Tonstne wu cnenuduka OudMMoOrpadguueckoro, pedepaTuBHOIO U
AHAJTUTUYECKOTO MH()OPMAITMOHHOTO U3aHUs

CnpaBquHe ITIPaBOBBIC CUCTEMBI

Jlpyrie -
XapaKTCpI/ICTI/IKI/I

3.4.3. TpynoBas QpyHKIUSA

Opranuzanus 1eI0BbIX KOHTAaKTOB U VYpoBeHb
HavMeHnoBanue | mpOTOKOIBHBIX MEPONPHUATHUI Kox | D/03.6 | (mogypoBeHs)
KBaTUUKAIITU
IIpoucxoxnenue 3anMMCTBOBAaHO
" Opurunan X
TPYAOBOW (yHKIINU U3 OpUTHHAIIA
Kon Perucrpanuonnsii
OpHUTIHHANA HOMEp
pohecCuoHaIBLHOTO
CTaHJapTa

TpynoBsie nerictBusi | OpraHuzanusi U TUIAHUPOBAHKE JEJIOBBIX KOHTAKTOB, BCTPEY U TOE30K
PYKOBOJUTENS

Opranuzanusa 3acellaHii, COBEHIAHUM UM MEPONPUSATHNA, MNPOBOIUMBIX
PYKOBOJUTENEM

[TogroToBka wmaTepwalioB HJisi COBEIIAHUM, BeACHHUE W O(OPMIICHHE
MIPOTOKOJIOB
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Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

[ToaroroBka npe3eHTaMi 10 YKa3aHUIO PYKOBOAUTENS

IlogroroBka u IMPOBCACHUC HpeCC-KOH(I)CpeHL[I/ISI PYKOBOOUTCIIA

Berpeua ygacTHUKOB meperoBopoB, oOecrieueHre UX MH(POPMALMOHHBIMU
MaTepuagamMH, BEIEHUE 3alICEN IEpEroBOPOB

Heo6xonumeie CocTaBisTh IUIaH MOE3]IKU PYKOBOAUTEIS
YMEHMUS

OdopmisiTh  TOKYMEHTHI, HEOOXOJMMBIC IS  JICJIOBOM  TOE3/IKH,
KOMaHAUPOBKU PYKOBOJUTENS

CocTaBnare U oQOPMIIATH MPOTOKOJIBI COBELIAHHM, 3aceaHuil U JPYyrux
KOH()EPEHTHBIX MEPOIPHUAITHI, TOTOBUTh CIHCOK yYaCTHUKOB, TMOBECTKY
TTHSI, SBOYHBIC JIUCTHI U TPOEKTHI HTOTOBBIX JOKYMEHTOB

CocTaBigTh IMpeCC-PeIIN3bI

Bectu neperoBopsl ¢ mapTHepaMu

PaboTaTh B pekxrMe MHOT03aJa4HOCTH

Paborats ¢ OonpmmmM 00beMOM HH(GOpMAITHH

COSHaBaTB U IOAACPKUBATH MOJIOKUTEILHBIHN UMUK OpraHu3aluu u

PYKOBOAMTEIS
Hcnons3oBath BBIYMCIIUTEIILHYIO TEXHUKY u
MH(OPMaLlMOHHO-KOMMYHHUKAIIUOHHbBIE TEXHOJIOTHH JUIS Oonee

SKOHOMHUYHOW M  palMOHAIBHOM  OpraHu3alMu  HHQOPMAIMOHHBIX
IPOLIECCOB, MOBBIIIEHUS X THOKOCTH U AMHAMUYHOCTH

ObecneunBaTh HHPOPMAIIMOHHYIO 0€30M1aCHOCTh OpraHU3aIII

H€06XOZ[I/IMI)IG HOpMaTI/IBHI)IG IMPaBOBBIC AKTbl, HOPMATUBHO-MCTOJAUYICCKHUEC JOKYMCHTHI,
3HaHHUA roCcyaapCTBECHHBIC CTaHJAAPTEI B C(bepe ACATCIIBHOCTU OpTraHU3alnunu

CtpykTypa oOpraHu3anuu, pyKOBOISIIMN COCTaB OpraHu3allud U
MOJpa3/IeICHUi,  HANpaBJICHUS  JIESITEIBHOCTA  OpraHuW3alud |
KOMIIETEHIIMM CTPYKTYPHBIX MOJPa3AeIeHUI U TOKHOCTHBIX JIUIT

[Tcuxosorus AemM0BOTO OOIIEHNSI, OCHOBBI KOH(JIMKTOJIOTHH

IIpaBuna mpoBeAeHUS  JENOBBIX  IIEPETOBOPOB M MPOTOKOJBHBIX
MEpONPUATHI

OTUKET U OCHOBBI MEXIYHAPOIHOTO MTPOTOKOJIA

[TpaBuma cocraBieHus: 1 0pOPMIICHHS JOKYMEHTOB

[TpaBuia 3anUThl KOHQUACHIIMATBEHON CITy>KeOHOM nH(popManun
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

HHdpopMannoHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTUN

Hpyrue -
XapaKTEPUCTUKHU

3.4.4. TpynoBas GyHKIUS

YpoBeHb
Kon | D/04.6 | (moxypoBeHb)
KBaTM(UKAITIT

Opranuzanys UCIIOJIHEHUS PEIICHUI
PYKOBOJIMTEIS

HanmenoBanune

[Ipoucxoxnenue 3auMCTBOBAHO
N Opurunan X
TPYZAOBOH GHYHKIIUN U3 OpUTHHAJIa

Kon Peructpanmonnsiit
OpUTHHAJA HOMeEp
npo¢ecCHOHATBLHOTO
cTaHjapTa

Tpynossie neiictBus | JlokymeHTanbHOe OQOpPMIICHHE DEUICHUH PYKOBOAWTEINS, JTOBEJICHHE 0
CBEJICHUSI paOOTHUKOB OPraHU3alMH YCTHBIX PaCHOPSHKEHUN PYKOBOAUTENS

KoopauHanust 1esTeIbHOCTH 110 UCTIOHEHUIO PEIIEHUN PYKOBOAUTENS

KOHTpOJIB HUCIIOJTHCHUA peI_HeHI/Iﬁ PYKOBOAUTCIIA

IloaroroBka OTYETOB O BBHINIOJHEHUH nopyquI/Iﬁ u peH_ICHI/Iﬁ PYKOBOAUTECIIA

Heobxonumeie CoctaBnath W OQOPMIIATH JOKYMEHTBI, COJAEpKallue TOpy4YeHUs |
YMEHHUS pacrtopsHKeHHUs PYKOBOJIUTENS

Bectu ywer mnopyueHuil pykoBoAuTeNns, TpeOyIOIIMX KOHTPOJS IO
CYILIECTBY pEIICHUs BOIpOca

YeTko 1 OBICTPO MPUHUMATH PEIICHHS B TIpoliecce padoThl

HpOI/ISBOI[I/ITB aHaJIN3 UCIIOJHUTEILCKOM JUCHUITIINHBI

CocTaBiATh aHAIUTUYECKUE OTYETBI M CIpaBKU IO pe3yJbTaTam
VICIIOJIHEHUS TIOPYUYEHHUH U PACIIOPSKEHUH PYKOBOIUTEIIS

[Tonp30BaThCsl CHCTEMaMH JIEKTPOHHOTO JOKYMEHTO000pOTa

IIpuMeHATH BBIYUCIIUTEIILHYIO TEXHUKY u
MH(POPMALMOHHO-KOMMYHUKAITUOHHBIE TEXHOJOTHH JJIsl SKOHOMUYHOH M
paloHaIbHOW OpraHu3alMi HMH(OPMALMOHHBIX IPOLIECCOB, MOBBIIICHUS
UX TMOKOCTU ¥ JUHAMUYHOCTH
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Mpukas MuHTpyaa Poccum ot 06.05.2015 N 276H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

ObecnieunBaTh 6€30MACHOCTD NEATSIILHOCTH OpraHU3aIuu

HGO6XO,Z[I/IMBIG HOpMaTI/IBHBIe MpaBOBLIC AKTbI, HOPMATHUBHO-MCTOJUYCCKHUC JOKYMCHTHI,
3HaHUA rocyJapCTBCHHBIC CTAHAAPTHI B cq)epe ACATCIIbHOCTU OpTraHHU3allnun

CrpykTypa oOpraHmsanyy, pyKOBOJICTBO CTPYKTYPHBIX IOJpa3AcieHU,
HAIPAaBJICHUS JIEATEIbHOCTH OpPraHU3alMyd U KOMIIETEHLUU CTPYKTYPHBIX
NoJipa3iesIeHui 1 JOJKHOCTHBIX JIULL

[IpaBuna npoBeAeHNs KOHTPOJISI HCIIOJIHEHUS IOPYUYEHUN PYKOBOIUTEIIA

TexHosorus BeacHUI KOHTPOJIA UCITOJTHCHU A HopyquHﬁ PYKOBOJUTCIIA

CucreMnl OJICKTPOHHOI'O I[OKYMGHTOO60pOTa, 0a3nl JaHHBIX

TpeOGoBanus oXpaHbl Tpyaa

Hpyrue -
XapaKTEPUCTUKHI

IV. CBenenns 00 opraHuszaisx - pa3padoTInKax
npo¢eCCHOHATIBHOIO CTaHAapTa

4.1. OTBeTCTBEHHAs OpraHU3alusi-pa3paboTUUK

HII "HaunonanbHas accounanys opUCHBIX CIIEHUATNCTOB U aIMUHUCTPATUBHBIX PaOOTHUKOB",
ropoj MockBa

Hupexrop XmrocHeBa JIrogmuna [letpoBHa

4.2. HaumeHOBaHMsI OpraHU3alui-pa3padoTIMKOB

1 AHO "AreHTCTBO cTpaTern4ecKuxX MHUIMATUB I10 MPOJABHIKEHUIO HOBBIX IIPOEKTOB", TOPOA
Mocksa

2 AHO "YensOuHcKoe pernoHabHOE areHTCTBO pa3BUTHS KBaJIM(UKaILUi", ropos
YensiOuHck

3 AHO BIIO "MexpernoHaibHbIi OTKPBITBIN COLUMaIbHBIN HHCTUTYT", ropoxa Momkap-Oua,

Pecny6nuka Mapwuii O

4 Bourorpazackas ToproBo-npoMmslIIeHHas nanaTa, ropoa Bonrorpan

S 'V "Bcepoccuiickuil Hay4dHO-HUCCIIEI0BATEILCKUI MHCTUTYT JOKYMEHTOBEJECHUS U
apxuBHoro nena" (BHUUA), ropox Mocksa

6 HOY JHO "HUuctutyT nHGpOpManMOHHBIX TexHoyorui "ATu", ropoa Mocksa
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 30.01.2020

7 Obmepoccuiickuii mpohcoro3 pabOTHUKOB FOCYIAPCTBEHHBIX YUPEKACHUN U
obmecTBeHHOTO 00CcTy)kuBauus Poccuiickoit @enepanuu, ropog Mocksa

8 O6mmepoccuiickoe MexxoTpacieBoe o0beanHeHne paboroaareneit "Hukens", ropoaq Mocksa

9 00O "Maiikpocodt Pyc", ropox Mocksa

10 | OO0 "LenTp sxcnepTu3sl U ceptudukanuu", ropox Mocksa

11 00O "DnektponHblie orcHbIC cucTeMbl", Topoa MockBa

12 | [HoBomxckuit ”HCTUTYT yrpaBienus umenu I[1.A. Cronbmuna - punmnan GI'6OY BIIO
"Poccuiickast akaieMusi HApOJHOTO XO3SMCTBA M TOCYIapPCTBEHHOMN CITY)KOBI IPH
[Ipe3sunente Poccuiickoit @enepaunn", ropoa Caparos

13 OI'AOY JIIO "Akaxgemus CTaHAapTU3ANH, METPOJIOTHHU U cepTudukanun’, ropox Mocksa

14 | ®I'BOY BIIO "lIlen3enckuii rocyaapcTBeHHbIN yHUBEpcUTeT", TopoA Ilensa

15 | ®I'bOY BIIO "Poccuiickuii rocy1apcTBEHHbIN TyMaHUTAPHBIA YHUBEpCUTET'', Kaeapa
nokymenToBeaeHus, kapenpa ACJIOY, ropox Mocksa

16 | ®I'bY "HayuHo-uccnenoBaTenbCKUil MHCTUTYT TPpyJa U COLIMAILHOTO cTpaxoBaHus"
MunucTepcTBa TpyJa U couuanbHOM 3amuThl Poccuiickoit @enepannu, ropoa Mocksa

17 | SIpocnaBckasi TOProBO-IPOMBIIIIJIEHHAS MajaTa, ropoJl Spociasib

<1> OGmepoccuiickuii KIaccuukaTop 3aHITUH.
<2> O01epoccuicKkuil KiacCu(pUKaTop BUAOB SIKOHOMUYECKOH J1€ATEIbHOCTH.
<3> OO0mmepoccHiicKkuii Kitaccu(uKaTop CrenuaibHOCTEN TT0 00pa30BaHUIO.

<4> Enunblil KBaTM(PUKAITMOHHBIN CIPAaBOYHUK JTOJDKHOCTEH PYKOBOJUTENIEH, CICIIUAIMCTOB U JIPYTHUX
CITyXKalluX.

<5> OO6mepoccuiickuil knaccuukarop npodeccuil padbounx, JAOIDKHOCTEH CIIyKallUX U TapUPHBIX
pa3psioB.
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