MAHUCTEPCTBO TPYOA W COUWMAIIBHOWN 3AWLNTbI POCCUNCKON
PEOEPALINN

NPNKAS

ot 6 mas 2015 ronpa N 276H

O6  yrtBepxaoeHun  npodpeccuoHanbHOro  ctaHgapta  "CneuymanmcTt  no
OpraHM3aunoHHOMY M AOKYMEHTaUWMOHHOMY  obecneyeHuto  ynpaBrieHus
opraHusaumnen”

B cootBerctBuM c nyHkTOM 16 [lpaBun pa3paboTku, YTBEPXOEHUS W
NpUMEHeHNa NpPodieCCUOHalbHbBIX CTaHOAPTOB, YTBEPXKOEHHbIX MOCTAaHOBIEHNEM
MpasutenscTBa Poccuiickon ®enepaumnn ot 22 auBaps 2013 roga N 23 (CobpaHue
3akoHopartenbctBa Poccuiickon ®epepaunn, 2013, N 4, c1.293; 2014, N 39,
CT.5266),
npviKasblBato:

YTBepaAuTb npunaraemMboln* npodpeccumoHanbHbin ctaHgapT "Cneuymanuct no
OpraHM3aunoHHOMY M AOKYMEHTAUWMOHHOMY  obecneyeHuto  ynpaBrieHus
opraHusauunen”.

* MpunoxeHue B popmate .PDF cm. no ccbiike. - MNMpumevyaHne nsrotoButens
©a3bl JaHHbIX.

MuHmncTp
M.A. TonunuH

3aperncTtpupoBaHo

B MHUCTEpCTBE HOCTUL MM
Poccuinckon ®enepauunm

2 noHa 2015 roaa,
perncTpaymoHHbii N 37509

NMpodeccuoHanbHbIN cTaHpapT. Cneunanuct
MO OpraHN3auuoOHHOMY U OOKYMEHTALUOHHOMY
obecnevyeHUIO ynpaBneHUa opraHmsauuen

YTBepxaeH

npukazom MuHuctepcTea Tpyaa
1 counanbHOW 3almTbl
Poccunckon degepaunm

ot 6 masg 2015 ronpa N 276H

MPOGECCUOHANbHbLIV CTAHOAPT
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CMNEUMANMCT MO OPrAHN3ALIMNOHHOMY W OOKYMEHTALMOHHOMY
OBECIMEYEHMIO YMPABNEHNA OPTAHN3ALIMEN

447

PernctpaunoHHbIN
HOMeEp

. O6wume cBegeHud

OpraHmMsaumoHHOe W OOKYMEHTaUMOHHOe obecneyeHne 07.002
yrpaBreHns  opraHusaunamm mbbiXx  OpraHn3alnoHHO-
nNpaBoBbIX GOPM

(HaumeHoBaHWe BUaa NpodecCroHanbHoON AeATeNbHOCTI) Kon

OcHoBHas uenb BMaa npodgeccnoHanbHOW AeATEeNbHOCTH

OcHoBHas uenb Braa npogeccuoHanbHon 4eaTeNbHOCTH:

Peanuszaumss  obecneumBarowmx  (PyHKLUMIA  ynpaBrieHUst  opraHu3aunen;
BHEAPEHNE NyylMX TEeXHUYECKMX pas3paboToOK M HOBEWLIMX TEXHOMOMMA B
obecneyeHune ynpaBneHnsi opraHnsaumnemn

Fpynna 3aHATUN

["pynna 3aHaTuiA:



2432 Bubnunotekapu, 3431 AOMUHUCTPATUBHO-
ounbnrorpadl, yrnpaBreH4yecKkunm
AOKyMeHTOBe[bl n nepcoHarn
cneunanucTbl
pPOLCTBEHHbIX Npodeccum

4222 Cnyxawwpe, 3aHdaTble || - -
npuemMom n
NHGOPMMPOBaHNEM
noceTuteneun

(ko (HaumeHoBaHwMe) (kon (HaumeHoBaHwue)

OK3 OK3)

<1>)

OTHeceHUe K BUAAM 3KOHOMMUYECKOMN AeATEeNbHOCTHU

OTHeceHune K BUgamM 9KOHOMUYECKOM AEATENbHOCTU:

82.1 [lesaTenbHoCTb a4MUHUCTPATUBHO-XO3ANCTBEHHAS "
BCnomoraTenbHas [EeATeNnbHOCTb no obecne4yeHunto
JYHKLIMOHNPOBAHUSA OpraHu3aumm

82.3 [eatensHOCTb NO OpraHu3au M KOHepeHL M U BbICTaBOK

(kog OKB3Ll || (HaumeHoBaHWe BUOA 3KOHOMUYECKON OeATEeNbHOCTN)

<2>)

Il. Onncanue TpyaoBbIX PyHKUUN, BXOAALWMNX B
npodreccnoHanbHbIN cTaHAApPT (PYHKUMOHaNbHaA KapTa
Buaa npocgeccmoHarnbHOMN AesATeribHOCTH)

B NpodpeccuoHanbHbI cTaHaapT (PyHKUMOHarNbHas KapTa Buaa

NpogeCcCroHanbHoOM AesTeNbHOCTI)
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O606LWeHHble TpyaoBble PyHKLMM

TpynoBbie dyHKL MM

koA,

HanMeHoBaHWNe

YPOBEHb
KBanudmkauum

HanMeHoBaHne

koA,

YPOBEHb
(noaypoBeHb)
KBanudmkawmm

OpraHusaunoHHoe
obecne4yeHune
[EeATENbHOCTH
opraHusauum

Mpuem n
pacnpegeneHve
TenedoHHbIX
3BOHKOB
opraHusauum

A01.3

OpraHusauus
paboThl C
noceTuUTensiMm
opraHusauum

A02.3

BbinonHeHne
KOOPANHUPYIOLLMX W
obecneymBatoLmx
doyHKLIMI

A03.3

[lokyMeHTaLoHHOe
obecne4veHne
[EeATenbHOCTH
opraHusauum

OpraHusauus
paboThl c
AOKYMEHTaMm

B/01.4

OpraHusauums
TeKyLero XpaHeHus
AOKYMEHTOB

B/02.4

OpraHusauums
obpaboTku gen ans
nocnegyloLwero
XpaHeHus

B/03.4




OpraHunsaLnoHHoe,
OOKYMEHTaLMOHHOEe
N MHpOpMaLLMOHHOE
obecneyeHune
AeATeNnbHOCTU
pykoBoguTens
opraHusauum

OkasaHne nomoLm
pykoBoguTENiO B
NnaHnpoBaHNn

paboyero BpemeHu

C/01.6

lMnaHnposaHue
pabo4ero AHs
cekpeTaps

C/02.6

OpraHusauus
TeneqoHHbIX
neperoBopoB
pyKOBOAUTENS

C/03.6

OpraHusauums
KOMaHOWpPOBOK
PYKOBOAUTENS

C/04.6

OpraHusauums
paboTbl @
noceTutensMm B
npuemMHomn
pykoBoauTEns

C/05.6

OpraHusauus
NMOArOTOBKM,
npoBeaeHns n
obcnyxmBaHus
KOH(pEepEHTHbIX
MepPOonNpUATU

C/06.6

OpraHusauumsa
NCMNOSHEHUS
peLLEHNHN,
OCyLLeCTBMeHue
KOHTpONS
NCNOSNHEHNS
nopyyYeHunin
pyKOBOAUTENS

C/07.6




OpraHusauums "
nogaepxaHve
doyHKLMOHaNLHOro
paboyero
NnpoCcTpaHcTBa
npuemMHomn n
kabuHeTa
pykoBoguTens

C/08.6

PaspaboTka
noKarnbHbIX
HOPMaTMBHbIX
aKkToB,
pernameHTMpYLLIMX
paboTy cekpeTaps

C/09.6

CocTaBneHve n
odhopMrieHne
ynpaBrieH4eCcKon
AOKYMeHTaLum

C/10.6

OpraHusauuns
paboThl C
AOKyMEHTaMm B
npuemMHomn
pyKkOBOAUTENS

C/M1.6

OpraHusauums
XpaHeHus
AOKYMEHTOB B
npuemMHomn
pykoBoauTens

C/12.6

ObecneyeHne
PYKOBOAUTENS

NHpopmavmen

C/13.6

OpraHusauums
MHCpOpMaL MOHHOTO
B3aMmMoaencTBus
pykoBoauTens c
nogpasgeneHnsimm
N OOIMKHOCTHBIMU
nigamm
opraHusauum

C/14.6




D WHpopmauMoHHo- 6
aHanuMTu4eckaa U
OpraHv3aLoHHO-
agMUHUCTpaTMBHas
nogaepxka
AEeATENbHOCTY
pykoBoauTens
opraHusauum

dopmupoBaHme
MHpOpMaL MOHHOTO
B3aMmMoaencTBus

opraHusaLusmm

pykoBoauUTENA C

D/01.6

AHanms

noaroToBka
NMHCPOPMaLMOHHO-
aHanMTU4ecKnx
MaTepuarnos

NHcpopmaLmm n

D/02.6

OpraHusauums
[EnoBbIX

NPOTOKOSbHbIX
MEepPOonNpUATUI

KOHTaKTOB n

D/03.6

OpraHusauums
NCMNOSNHEHUS
peLleHnn
pykoBoauTens

D/04.6

lll. XapakTepuctuka 0606LWeHHbIX TPYAOBbIX (PYyHKLUN

3.1. 0606w eHHan TpyaoBas hyHKUMA

HanmeHoBaHue

OpraHusaunoHHoe
obecne4veHne
[esATenbHOCTU
opraHusauum

Koo || A || YpoBeHb

KBanudmkaumm




Mpovcxoxaerve || OpurnHan || X || 3aMmcTBOBaHO
0606 LLeHHOoN N3 opurmHana
TpyaoBOW
doyHKLUK
Kon PernctpaunoHHbIn
opurMHana || Homep
npodeccrnoHanbHOro
cTaHgapTa
Bo3amoxHble CekpeTapb-agMuHUcTpaTop
HauMeHOBaHUs
OOIDKHOCTEN, Nnpodeccui
TpeboBaHus K || CpegHee obLiee obpasoBaHue
o6pasoBaHuio n
0ByueHnto MpodeccmoHaneHoe  obydyeHne -  nporpamMmbl

npodpeccroHanbHoOM MNOAroTOBKM MO npodeccusim
pabounx, AOOSPKHOCTSM  Chiyawmx, nporpaMmbl
nepenoaroToBkn pabounx, Ccryxawmx, nporpaMmmbl
NOBbILLEHNsT KBanndmKauum paboymx, Cryxawmx

TpeboBaHua Kk onbITy || -

NpaKkTU4eCcKomn
paboThl
Ocobble ycnosus || -

aonycka kK pabote

Apyrvie -
XapaKTepUCTUKY

JonosnHutenbHbIe XapaKTe pUCTukKun



HanmeHoBaHue Kon HanmeHoBaHue ©asoBon rpynnebl,

AOKyMeHTa OOSDKHOCTU (npodpeccun) nnm
crneyunansHoCcTH
OK3 4222 Cnyxawpe, 3aHATble nNpuemMoM U

NMHPOPMMPOBAHNEM NOCETUTENEN

OKCOQO <3> 032001 [okymeHTOBEEHME [
AOKYMEHTaLNOHHOoe obecne4yeHne
yrnpaBneHunsi

3.1.1. TpynoBasa ¢pyHKUMA

HaumeHoBaHve || lNpuem n || Kog A01.3 || YpoBeHb 3
pacnpegeneHve (nogypoBeHb)
TenedoHHbIX KBanudmkaumum
3BOHKOB
opraHusauum

Mpoucxoxaenne || OpurnHan || X || 3anmcTBOBaHO
Tpy£oBOn 13 opurnHana

doyHKL N

Kog PerncTpaumnoHHbIN
opurMHana || Homep
npodgeccrnoHansHoro

cTaHaapTa
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TpyooBble aencTeus

[NepeHanpaBneHue TenedoHHbIX 3BOHKOB PYKOBOACTBY
N COTPYAHMKaM opraHnsaumm

PerncTtpauuna noctynarowmx TenedoHHbIX 3BOHKOB

Mony4yeHne Heobxoommown MHGOpMauUM K nepegada
CaHKLMOHMPOBAHHOW UH(popmaumMm no TenedoHy

Heobxognmble
YMEHMS

Ncnonb3oBatb  TeXHWYECKME U NporpammHble
cpencTtBa AN NPOBEOEHUA rofloCOBON UM BUAOEO-
KOHJbepeHL-CBA3U

Ncnonb3oBaTb cpencTtea KOMMYHWKaLMOHHOM
OPITEXHWKMN AN NONYyYeHUst U nepedayun nHdopmauum

Bectu y4eTHble perncTpaumoHHbIe dopMbil,
ncnonbL3oBaTb UX ANst MHGOPMaLMOHHOW paboThl

YcTaHaBnmBaTtb KOHTaKT c cobeceqHNKOM,
nogoepxvmBaTb W pasBuBaTb [gOernosylo Oecegy B
npouecce TenedoHHbIX NEPErOBOPOB

CrnaxuBaTtb KOH(*)J'II/IKTHbIe n CJiOXHble Cutyauumn
MEXIMYHOCTHOIO B3aMMOAENCTBUS

CobnogaTb crny>kebHbIn 3TUKET

Heobxoaumbie
3HaHuSA

®yHKU MK, 3a4a4n, CTPYKTYpa OpraHM3aunm, ee CBs3n

[MpaBuna B3anMo4eNCTBUS C NapTHEPaMU, KITMEHTaMMU,
cpencTeaMm MacCcoBOW MHAopMaLLMm

3TuKa aenoBoro obLeHns

[MpaBuna peyeBoro aTukeTa




TpeboBaHusa oxpaHbl Tpyaa

MpaBuna 3awmTbl

KOHdmaeHUnanbHom cnyxebHomn

NHdpopmMalmm
Opyrve -
XapakTepuCTUKN
3.1.2. TpypoBas yHKUuusA
HanmeHoBaHne || OpraHusauus Kon A/02.3 || YpoBeHb 3
paboThl c (noaypoBeHb)
noceTuTensiMm KBanMdmkawmum
opraHusauum
Mpoucxoxaenune || OpurnHan || X || 3anmcTBOBaHO
TPyOoBOW 13 opurnHana
doyHKLUK
Kog PerncTpaunoHHbIN
opurMHana || Homep
npogeccroHarnbLHoro
cTaHgapTa




TpynoBble
JencTeus

Bctpeya  nocetutenen, nory4yeHne  nNepBUYHON
MHdoOpMaL N O NOCETUTENAX U NMOMOLLB B OpraHu3auum
NX NpYema pyKkoBoauTEeNeM 1 COTPYAHUKaMM

BeneHue xypHarna 3anucu noceTturenemn

Y4eT nocetutenen n oopmMmrieHme nporyckos

CopencTteme onepaTtMBHOMY PacCMOTPEHUIO MPOCbO n
npeasnoXeHun NoceTuTenen

anIGM n nepegada OOKYMEHTOB noceTuTenen
pyKoBOACTBY U COTpyAHMKaM opraHn3aumnm

OpraHu3auus 1 6poHNpPOBaHME NEPErOBOPHbLIX KOMHAT

CepsupoBka 4anHoro (kodperHoro) ctorna B oguce

MpurotosneHune HaNMTKOB (4an, Kodpe,
npoxnaguTesnbHble HanUTKn)

Heobxoaumbie
YMEHWS]

Obuwartbcs ¢ noceTuUTeEnaMm

Mcnonb3oBaTb yCTaHOBIEHHbIE MpaBwuria 1 npouenypsbi
KOMMYHVMKaLIMM BHYTPU OpraH13aumm

BecTun yyeTHble hopMbl, CNONb30BaTh UX ANs paboTbl

CosgaBaTtb NONOXUTENbHbLIM UMUK OpraHM3aLnum

MpyHMMaTL  Mepbl MO paspeLlleHnto  KOHAQIUKTHbBIX
cuTyauun

MpUMeEHATH MHGOPMaLIMOHHO-KOMMYHWKAL MOHHbIE
TExXHomnormu




Ob6ecneunBatb KOH(WMAEHLNANbHOCTEL MHpOpMaLum

Heobxoaumbie
3HaHUA

MpaBuna opraHusaLum npuemMa noceTuTenen

MpaBuna genoBoro obLeHMs

CTpyKkTypa opraHmsaumm wn pacnpegeneHve yHKLnmn
Mexay CTPYKTYPHbIMU nogpasaeneHusamm "
cneuunanucTamm

MpaBuna opraH1sauum NpuemMoB B ogmce

MpaBuna cepBMPOBKMN YanHOro (KOenHOro) ctona

MpaBuna NpUroToBrEHNS U NOAAYN rOpPsiYNX HANMUTKOB U
3aKYCOK K HUM

3ATuKa aenoBoro obLeHuA

[MpaBuna peyeBoro aTuKeTa

TpeboBaHust oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHMMAEHUManbHOW  CryebHoun
nHdopmau M

Opyrve
XapakKTepUucTunkun

3.1.3. TpynoBas yHKUUsA




HanmeHoBaHue || BbinonHeHue Koo || A/03.3 || YpoBeHb 3
KOOPANHUPYIOLLMX U (nogoypoBeHb)
obecneynBaroLLmX KBanmdmkauum
doyHKLNIA

Mpoucxoxaenne || OpurnHan || X || 3anmcTBOBaHO

TpyOoBOW N3 opurmHana

JoyHKLUK

Kog PerncTpaunoHHbIN

opurMHana || Homep
npogreccroHansHoro
cTaHgapTa




TpynoBble
JencTeus

BeneHue xypHana pasbe3goB paboTHMKOB OpraHM3aumm

KoopauHaumss  paboTbl  KypbepoB W  BoauTenewn
opraHusauum

BeneHve xypHana pa3be3ioB KypbepoB OpraHu3aLmn 1
MapLLpyTOB BOAUTENEN

CocTtaBrneHve cnpaBkm O pasbesgax paboTHUKOB,
KypbepoB 1 MapLUpyTax BoguTenen opraHnsaumm

Heobxogumble
YMEHMS

CocTaBnaTtb 1 BeCTU YY4E€THbIE AOKYMEHTbI

MNpuUMeHATbL cpeacTBa KOMMYyHUKaUMW ONs nepegaydu
NOPYYEHUIA PYKOBOAMTENS U COTPYAHUKOB OpraHM3aLmm

MpuMeHsTbL coBpeMeHHble cpefcTBa cbopa, 06paboTku
n nepega4m nHgopmauunm

OueHunBaTh pesynbTaTbl B paMKax MOCTaBMEHHbIX
3agad

OcCyLLeCTBNSATb  KOHTPOMb  MCTOSIHEHUSI  MOPYYEHWIA
PYKOBOAMUTENS COTPYOHMKaMM

Heobxooumbie
3HaHusA

I'Ipanu'la pe4yeBoro aTukKeTa

ATuKa aenoBoro obLLEHUsA

TpebGoBaHus oxpaHbl Tpyaa

MpaBvna 3awmTbl KOHMAOEHUMANLHON  CnyebHomn
NHpopmaLmm




CTpyKkTypa opraHmsaumm wn pacnpegeneHve dyHKL M
mMexay CTPYKTYPHbIMMN noapasgeneHnamm n
cneumnanucTamm
Apyrve -
XapaKTepuUCTUKN
3.2. 0606w eHHan TpyaoBas hyHKUMA
HaumeHoBaHve || JokymeHTauWoHHOe Kog || B YpoBeHb 5
obecneyeHne KBanmdmkauum
AEeATENbHOCTU
opraHusauum
Mpoucxoxaenne || OpurnHan 3anmcTBOBaHO
0000 LLIeHHOM N3 opurmHana
TpyaoBom
doyHKLIMK
Kona PerncTpaunoHHbIN
opurMHana || Homep
npodpeccuroHarnbHoro
cTaHgapTa
BoamoxHble Henonpoussogutens
HaMMeHOBaHWs
OOIPKHOCTEN, Npodeccui




TpeboBaHus K || CpegHee
obpasoBaHuio n || nporpammbl
oBy4yeHunto

npodeccuoHansHoe obpasoBaHue -
MOArOTOBKM  KBaNM(ULIMPOBAHHbIX

paboumx, cnyxawmx

TpeboBaHua Kk onbITy || -
npakTnyeckon paboTbl

Ocobble ycrnosus || -
ponycka k pabore

Opyrve -
XapakKTepUCTukun

JdononHutenbHble XapaKTe pUCTUKU

HavmeHoBaHne Koa HanveHoBaHne ©as3oBomn rpynnebl,

OOKYMeHTa AOSPKHOCTU (npodpeccun) nnn
crneymansHoCTH

OK3 3431 AOMWHUCTPATUBHO-YNpaBreHYeCcKui
nepcoHarn

EKC <4> - Henonpoussogutens

OoKNATP <5> 21299 Henonpounssogutens

OKCO 032002 [oKkymeHTaLoHHOe obecne4yeHune
ynpaBneHnsi 1 apxuBoBeaeHne

3.2.1. TpypoBas dyHKUuus

OpraHusauus
paboThl
AOKyMeHTamm

HanmeHoBaHue

Kon B/01.5 || YpoBeHb 5
(noaypoBeHb)

KBanudmkau mm
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MpoucxoxaoeHne
TpyaoBon
dyHKL MM

OpwuruHan

3aumcTBOBaHO
13 opurnHana

Ko
opurMHana

PerncTpaumnoHHbIN
HoMeEp
npodpeccuroHarnsHoro
CTaHgapTa




TpynoBble
JencTeus

Mprvem n nepeuyHas obpaboTka BXOAALLMX AOKYMEHTOB

MpeoBapuTensHoe  pacCMOTPeHWe WU COPTUPOBKA
[IOKYMEHTOB Ha PEMCTPUPYEMbIE U HE PETUCTPUPYEMbIE

MogroToBka BXOOSALLWMX AOKYMEHTOB 4SS PaCCMOTPEHUS
pyKkoBOAUTENEM

PerncTpauus BXogsLwmx JOKYMEHTOB

OpFaHI/ISaLI,I/IFI OOCTaBKN JOKYMEHTOB NUCMOJIHUTETAM

BeneHne 6a3bl gaHHbIX OOKYMEHTOB OpraHmn3auunnm

BeneHne nHgopmaunoHHo-cnpaBoYHon paboTbl

O6paboTka 1 oTnpaBka UCXOAALLMX AOKYMEHTOB

OpraHusauuss  paboTbl MO  perucTpauuv,  y4yery,
XpaHEeHUI0 M nepegade B COOTBETCTBYOLLWME
CTPYKTYPHblEe MNoapasfenieHnss [OOKYMEHTOB TEeKYLLIEro
AernonponssoacTea

KOHTpOﬂb MCNoriHeHnA JOKYMEHTOB B OpraHn3auunm

Heobxoaumbie
YMEHWS]

PaboTtaTb CO BCeW COBOKYMHOCTbIO MHOPOPMAaLMOHHO-
AOKYMEHTaLNOHHbIX PECYPCOB OpraHu3aumm

Monb3oBaTtbca ©OasamyM [OaHHbIX, B TOM 4uUcChe
yAaneHHbIMU

lMNonb3oBaTtbcA CrnpaBO4HO-MpPaBOBbIMA CUCTEMAMUA




Monb3oBaTbCA  aBTOMAaTU3MPOBAHHLIMU  CUCTEMaMU
yyeTa, perucTpaumm, KOHTponss W  MHdpopmaLMOHHO-
CMNpaBOYHbIMM CUCTEMamMM NMpu paboTe ¢ JOKYMeHTamu
opraHusaumm

MpumeHaTb COBpPEMEHHbIE NHJpOpMaLMOHHO-
KOMMYHUKAUWOHHbIE  TexHonormm ans  pabotbl  C
AOKYMeHTaMn, B TOM 4ucre Ans ee onTMMu3auum u
NOBbILLEHMS 3EKTUBHOCTH

Heobxoaumbie
3HaHS

HopmaTvBHble nNpaBoBble aKTbl W HOPMAaTMBHO-
METOAMYECKME [OKYMEHTbI, Onpeaensiowme nopsiaok
AOKYMEHTaLMOHHOTO obecneYeHns yrnpaBneHus

CTpykTypa oOpraHusaumm, pPyKOBOACTBO CTPYKTYPHbIX
nogpasaeneHumn

CoBpeMeHHble MHGOPMALIMOHHbIE TEXHONOMMN PaboThbl C
[OKYyMEHTamMu

Mopsgok paboTbl C AOKYMEHTaMM

Cxembl JokyMeHToOBopoTa

MpaBuna paboTbl C BXOASWMMMW, WCXOASLLMMU WU
BHYTPEHHUMM JOKYMEHTaMU

I'Ipanma opraHn3auunnm mn (bOprI KOHTPONA UCMNOJSIHEHUA
OOKYMEHTOB B OopraHun3auunm

Tunosble CPOKU UCMNOJTHEHNA JOKYMEHTOB

MpuHUMNBLI paboTbl CO CPOKOBOW KapTOTEKOM

HasHaueHune n TexHosorvs TeKyLlero n
npeaynpeanTenbHOr0 KOHTPOSS




MpaBuna cocTaBMeHWs aHamMUTUYECKMX CMpaBoOK Mo
opraHusauum paboTbl C [OKYMEHTaMU W KOHTPOJIO
NCMNOSNHEHWS [LOKYMEHTOB

MpaBuna [0KYMEHTAaLMOHHOIO obecneveHus
AeATenbHOCTU opraHu3aLum

Buabl 4OKYMEHTOB, MX Ha3HaYeHue

TpeboBaHusl, npegbsiBNsAeMble K [LOKYMEHTaM B
COOTBETCTBMM  C  HOPMATMBHbIMW  akTamMum WU
rocy4apCTBEHHbIMU CTaH4apTamMu

MpaBuna COCTaBreHus n odhopMrieHus
NHGOPMaL MOHHO-CMPaBOYHbIX, OpraHn3aLNOHHbIX
yrnpaBreH4YeCKNX JOKYMEHTOB

MpaBuna co3gaHus 1 BeaeHuss 6a3 AaHHbIX CIyeOHbIX
AOKYMEHTOB B OpraHM3aLmm

CucTeMbl aNEKTPOHHOIO OKYyMeHToobopoTa

MpaBuna n cpokun oTNPaBKN UCXOASALLMX AOKYMEHTOB

TpebGoBaHus oxpaHbl Tpyaa

Opyrve
XapakKTepUCTunkun

3.2.2. TpypnoBaa yHKUMA

OOKYMEHTOB

HanveHoBaHve || OpraHusauums Kon B/02.5 || YpoBeHb 5
TEeKyLLero (mnoaypoBeHb)
XpaHeHus KBanMdmkawum




MpoucxoxaeHne
TpyaoBon
dyHKL MM

OpwuruHan

3aumcTBOBaHO
13 opurnHana

Koa
opurMHana

PerncTpaunoHHbIn
HoMep
npodpeccuroHarnbHoro
CTaHgapTa




TpyooBble gencTeus

PaspaboTka HOMeHKnaTypbl Aen opraHM3aumm

MpoBepka NpaBUnbHOCTM OCPOPMIIEHNST [OKYMEHTOB WU
OTMETKM 06 VX UCMONHEHWUN Nnepes UX hopMUpOBaHUEM
B €10 AN NOCMeAYLLEro XpaHeHns

dopmynpoBaHMe 3arorioBKOB Oen U onpeneneHue
CPOKOB UX XpaHEHUs]

dopmupoBaHue gern

KOHTpOJ'Ib npaBuUIibHOro " CcBOEBPEMEHHOIo
pacnpegeneHna n noalwmnBkmn JOKYMEHTOB B AE€a

Heobxogumble
YMEHMS

OpraHu3oBbiBaTb paboTy MO YYETy, XpaHEeHU WU
nepegaye B COOTBETCTBYHOLEE  CTPYKTYpHOE

nogpasaeneHne AOKYMEHTOB TeKyLero
AernonpoussoacTea
OcyLecTBnsTb MeToanveckoe PYKOBOACTBO

AENONPOM3BOACTBOM B OpraHv3aLim, KOHTPOIMpoBaThb
npaBurnbHOe opMUpoBaHMe, XpaHeHe 1 caadvy aen B
apxuB

PaspabaTtbiBaTb HOMEHKNaTypy Aen CTPYKTYPHOro
nogpasgeneHns

Mcnonb3oBaTb HOMEHKNATYpy Aen npu  U3y4yeHun
CTPYKTYpPbl OpraH13auum, CocTaBfieHUM ONncen aern

OpraHnsoBbiBaTe paboTy no copmmpoBaHuio aen B
COOTBETCTBUM C YTBEPKAEHHOW HOMEHKMATypon Aen
opraHusauum

MpaBUNMbHO M CBOEBPEMEHHO  (POPMUPOBATb
MIOKYMEHTbI B ena C y4eToM UX creundmkm

CI/ICTeMaTM3I/IpOBaTb OOKYMEHTbI BHYTPU O€ENna




OGecneynBaTb COXPaAHHOCTb M 3alUUTY [OKYMEHTOB
opraHusaummn

an/IMeHFITb I/IH(bOpMaLI,I/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe
TEeXHOJ1I0rMn Ond pa6OTbI C OOKYyMEHTaMM

Heobxoaumbie
3HaHUA

HopmaTuBHble  npaBoBble  aKTbl,  HOPMaTWUBHO-
MeToau4eckue [10KYMEHTbI, rocyqapCTBEHHbIE
CcTaHaapThl, onpenensaoLme NopsAA0K
[0KYMEHTaLMOHHOIo obecneyYeHuns: ynpaBrneHus

Buabl HOMEHKNaTyp, obume  TpeboBaHusA K
HOMEHKnaType, MeTOAMKaA €ee  COCTaBfeHns wu
odhopmMIieHna

MpaBuna cormacoBaHMs HOMEHKNaTypbl gen ¢
BEJOMCTBEHHbIMW apXvMBamMu 1 3KCNEPTHON KOMUCCUEN

Mopsimok  doopmupoBaHna © odopMrieHna  gen,
cneundmka popMmnpoBaHUA OTAENbHbIX KaTeropum gern

I'Ipanma XpaHeHua gen, B TOM 4ucne ¢ AoKyMeHTaMu
orpaHmn4eHHoro goctyna

MpaBuna Bblga4Yn M UCMONb30BaHUS OOKYMEHTOB W3
COpMUPOBAHHbIX Aer

TpeboBaHusa oxpaHbl Tpyaa

Apyrvie
XapaKTepUCTUKN

3.2.3. TpynoBas pyHKuUUsA




HaumeHoBaHne || OpraHusauus Kon B/03.5 || YpoBeHb 5
obpaboTtkm  gen (nogoypoBeHb)
ans KBanudmkaumm
nocnegyoLwero
XpaHeHuns
Mpoucxoxaenne || OpurnHan || X || 3anmcTBOBaHO
TpyOoBon 13 opurnHana
doyHKLMK
Kon PerncTpaumnoHHbIn
opurnMHana || Homep
npodpeccuroHasnbsHoOro
CTaHgapTa




TpynoBble
JencTeus

MpoBepka CPOKOB XpaHEHUs! JOKYMEHTOB, COCTaBIEHNE
NpoToKona paboTbl  9KCMEPTHOM  KOMUCCUMM MO
MOArOTOBKE [OKYMEHTOB K XpaHeHuo, akta o
BbIAEMNEHNUM K  YHUYTOXEHWIO  OOKYMEHTOB, He
NOANEXaLUMX XPaHEHIO

CocTtaBneHve BHYTpeHHen onucu pen pns ocobo
LieHHbIX AOKYMEHTOB

OdopmneHne gen MNOCTOSAHHOrO,  [ONTOBPEMEHHOro
CPOKOB XpaHeHust

Odropmnerne 00BnoXKM nen NOCTOSAHHOTO,
AONTOBPEMEHHOIO CPOKOB XpaHEHS]

CocTtaBneHue onucu aen NOCTOSAHHOTO,
AONTOBPEMEHHOIO CPOKOB XpaHEHS]

lNepepada oen B apxuB opraHmnsauum

Heobxooumble
YMEHWS]

Monb3oBaTtbCs nepe4vyHAMn OOKYMEHTOB n
aHanmM3npoBaTb (baKTI/I‘-IeCKOG cogepxaHne nMeroLmxca
B p[ene AOOKyMEeHTOB npu ornpeaereHnn cCpokKoB UX
XpaHeHuda

OdhopMnATb AOKYMEHTbI 9KCNEPTHON KOMUCCUM

OdhopMnaTb 06NOXKM Aen NOCTOSIHHOIO U BPEMEHHOIO
CPOKOB XpaHEHUs B COOTBETCTBMW C TpeboBaHMAMU
rocyqapCTBEHHbIX CTaHAAPTOB

I'Ipows BOOUTb XPOHOJIOTMHYECKN-CTPYKTYPHYIO
cucreMatTm3auuto aen

OcyLlecTBNATb  TEXHUYECKYD 00paboTky M nosiHoe
ochopmrieHne fen MOCTOSIHHOTO M BPEMEHHOrO CPOKOB
XpaHeHus




CocTaBnatb onucb Aen MNOCTOSIHHOMO U BpEeMEHHOro
CPOKOB XpaHEHMA B COOTBETCTBUMN C ,D,eIZCTByI-OLLI,l/IMI/I
HOPMAaTMBHO-MEeTOANYECKMMUN O OKYMEHTaMN

rlpI/IMeHFITb I/IHCbOpMaLI,I/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe
TexHosiormm and pa6OTbI C OOKyMEHTaMM

Heobxoaumbie
3HaHuS

HopmaTuBHble npaBoBble aKThl, HOPMaTMBHO-
MeToguyeckme AOKYMEHTBbI, rocyqapCTBEHHbIE
cTaHaapThl, onpeaensiolme NopsiAoK

[ OKYMEHTaLMOHHOIro obecneyeHunst ynpaBneHus

KpuTepun pasgeneHvss [OKYMEHTOB Ha rpynnbl B
COOTBETCTBUM c LLeHHOCTbI0 nHdpopmaLmm,
coaepallencs B HUX

MopsiAoK MCMOMb30BaHUSt TUMOBLIX UMM BEAOMCTBEHHbIX
nepevHen JOKYMEHTOB, ONPEAENEHUsi CPOKOB XPaHEHUS]
B NPOLIECCE 3KCNEPTU3bI LIEHHOCTU JOKYMEHTOB

Mopsiook co3gaHns, opraHn3aumm 1 OKYMEHTMPOBaHMS
paboTbl 3KCNEePTHON KOMUCCUM

MpaBuna cocTaBneHMs W YTBEpXOeHUs npoToKona
paboTbl 3KCNEPTHON KOMUCCUM

I'Ipanma COCTaBneHna W1 yrBepXoeHnd akKta O
BblAeNeHn AOKYMEHTOB, HE noareXxalnx XxpaHeHno

MpaBuna  TexHunyeckon 06pPabOTKM M MOMHOro
ochopMrieHns gen MOCTOSIHHOTO M BPEMEHHOIO CPOKOB
XpaHeHus

rlpaBI/IJ'Ia COCTaBJlieHNnd onnucm pgen TMnoCTOAHHOIoO "
BpeMEeHHOro CpoOKOB XpaHeHnA B COOTBETCTBUMN C
ﬂ,eVICTByPOLLlMMM HOPpMaTMBHO-METOANYECKNMU
OOKYMEHTaMU

I'Ipanu'la nepegayun gen B apxmB opraHn3auunn




TpebGoBaHus oxpaHbl Tpyaa

Opyrve
XapakKTepUcTunkun

3.3. 0606LeHHana TpyaoBas hyHKUMA

HanmeHoBaHne || OpraHusaumoHHoe, Kog || C YpoBeHb 6
AOKYMEHTaLNOHHOE U KBanmdmkawum
NMH(popMaL MOHHOE
obecneyeHune
AeATenbHOCTU
pykoBoguTens
opraHusauum
Mpoucxoxaenne || OpurnHan || X || 3anmcTBOBaHO
0000 LLIeHHOM N3 opurmHana
TpyaoBom
doyHKLIMK
Ko PerncTpaumnoHHbIn
opurMHana || Homep
npodpeccuroHarnbHoro
cTaHgapTa
Bo3amoxHble CekpeTapb pykoBoguTens
HaMMeHOBaHWs
OOIPKHOCTEN, Npodeccui




TpeboBaHus K
obpasoBaHuio n
oby4yeHunto

Bbicwee obpasoBaHue - 6akanaespuat unm

CpeoHee npodpeccuoHanbHoe obpasoBaHue -
nporpaMMbl MOATOTOBKU CMNeLMannucToB CpeaHero
3BeHa

[lononHuTensHoe npodpeccuroHanbHoe
obpasoBaHue

TpeboBaHua K oOnNbITY
npakTudeckon paboTbl

He meHee paByx neT BbINONHeHWs paboT no
opraHv3aLnoHHOMY n AOKYMEHTaLNOHHOMY
obecnevyeHnto OEeATeNbHOCTN PYKOBOAUTENS
opraHuM3auum npu cpeaHeM npodecCUoHanbHOM
obGpasoBaHun

Ocobble ycrioBusi
gonycka k pabote

[Ipyrve xapakTepucTUKK

JdononHutenbHble XapaKTe pUCTUKU




HanmeHoBaHue Kon HanmeHoBaHue ©asoBon rpynnebl,
AOKyMeHTa OOSDKHOCTU (npodpeccun) nnm
cneuunansHoCcTu
OK3 2432 Bubnnotekapu, Gubnunorpadel,
OOKyMeHTOoBeAbl n cneuunanucTsl
POACTBEHHbIX Npodeccun
EKC - CekpeTapb pykoBoauTend
oKnAaTP 26341 CekpeTapb pykoBoguTensd
OKCO 032001 [okymeHTOBEOEHNE "
AOKYMEHTaLNOHHOoe obecneyeHune
yrpaBneHusi
032002 [okymeHTaunoHHoe obecneyeHne
yrpaBreHunsi U apxvBoBeaeHVe
3.3.1. TpynoBas dyHKUUsA
HanmeHoBaHue || OkasaHue Kon C/01.6 || YpoBeHb 6
NMOMOLLIX (nogoypoBeHb)
pykoBOAUTEMIO B KBanmdmkawum
nnaHMpoBaHun
paboyero
BpEMEHMU
Mpoucxoxaenne || OpurnHan || X || 3anmcTBOBaHO
Tpy£oBOW 13 opurnHana
doyHKL N
Kog PerncTpaumnoHHbIN
opurMHana || Homep
npodgeccrnoHansHoro
cTaHgapTa



http://docs.cntd.ru/document/5200295
http://docs.cntd.ru/document/9029638
http://docs.cntd.ru/document/842502411

TpyooBble gencTeus

Boibop opmbl  nnaHuvpoBaHuMs U odopmMmIieHME
NnaHNpOoBLLMKA (OpraHansepa) pyKoBoaAUTENs

BHeceHne nHgopmaumnm B NNaHMPOBLUMK (OpraHansep)

CornacoBaHue ¢ pykoBoauTeNnemMm BpeMeEHHbIX MNiaHoB

CornacoBaHve TernedgoHHbIX MEPEroBopoB, BCTPEY U
MepOonpUaATUN c napTHepamu, KIMeHTamu,
PYKOBOAMTENSAMU NnoapasaeneHuii u coTpyaHUKamm

NHdopMupoBaHne  pykoBoaMTENst O  pernameHTe
HaMe4€eHHbIX MEPONPUSATUIA

MpeaynpexageHne o NPUGIIMKEHNM BPEMEHU
HaMe4eHHbIX MEPONPUSATUIA

dopmmpoBaHme pesepBa BPEMEHU Ans
HenpeaBUAEHHbIX CUTyaL Ui

Heobxooumble
YMEHWS]

YcTaHasnmBaTb Lenu, onpeaendaTtb nepapxuro uenen

Onpenenatb  NPUOPUTETHOCTL U OYEPEdHOCTb
BbIMNONHEHNA paboT M 3PeKTMBHO pacnpenenaTb
paboyee Bpewms

OkasblBaTb MOMOLLb PYKOBOAUTESO B pacrnpeaeneHnm
ero paboyero BpeMeHw

Bblbupatb ontumarnbHble cnocobbl MHGOPMUPOBaHUS
NapTHEPOB, KMMEHTOB, MOCETUTENEW, PYKOBOAUTENEN
noapasgeneHnn 1M COTPYAHMKOB O  MNMaHUpyeMbIX
MepOonpUATUAX

Ob6ecneunBatb  MHGOPMaUMNOHHYHO  ©e30nmacHOCTb
AeATeNbHOCTM opraHn3auunm




Heobxoaumblie
3HaHUA

Cl'leLl,I/I(bl/lKa OCHOBHOM AeATENbHOCTU opraHmnsanuunmn

OcHoBbl

agMVHUCTPATMBHOIO MpaBa W TPYyL4OBOroO
3akoHopgartenscTBa Poccunckon denepavmm

Pykosogsuwwmmn cocTaB opraHusauum " ee
noapasgeneHun

DyHKUMM caMOMeHe KMEHTa

[NocTaHoBKa Lenen

I'IpaBm'la npoBeaeHna AesfioBbiX NeperoBopos

TpeboBaHusa oxpaHbl Tpyaa

Apyrvie
XapaKTepUCTHKY

3.3.2. TpynoBas ¢yHKUMA

HanmeHoBaHve || NnaHupoBaHue Kon C/02.6 || YpoBeHb 6
paboyero OHS (nogypoBeHb)
cekpetaps KBanudmkawum
Mponcxoxaerne || OpurnHan || X || 3aMmcTBOBaHO
TpyooBon 13 opurnHana
doyHKLIMK
Kon PerncTpaunoHHbIn
opurMHana || Homep
npodpeccuroHasrnbHoOro
cTaHgapTa




TpyooBble gencTeus

Bbi60p 1 odopmrieHre NnaHNMpoBLLMKA CekpeTaps

BeneHve gHeBHMKA (Ha 3NMEKTPOHHOM W/Mnn BymaxkHOM
HocuTene)

CornacoBaHue NnaHoB C NraHamun u CpoKamMu pa6OTbI
pykoBoautend

Pacnpenenenne paboyero BpemMeHu (Ha [OEHb,
Heaento, NnepcnekTuBy)

MepeHeceHWe HEBbLINOMHEHHbIX  3annaHMPOBaHHbIX
3agav

BbINnonHeHe TUNUYHbBIX eXXeaHEBHbIX aen

Heobxogumble BbibupaTb 1 ohopMnaTb NNaHNPOBLLMK

yMeHMs
BHocute 1 oTcnexuBatb  MHGopmMauuo  Ha
9NIEKTPOHHOM W/ GyMaxkHOM HocuTene
PacctaBnate npuoputeTbl, BbIAENATb BaxHOEe MU
CpOYHOEe
BbibupaTtb onTumanbHbIN puTM paboThl
AHanMampoBaTb NPUYUHBI HEBBIMONMHEHMS 3a4a4
MpymeHaTb NHGOPMaL MOHHO-KOMMYHUKALIMOHHbIE
TexHosormm

Heobxogumble OcobeHHOCTM  odbopMInEHMS  MnaHMpoBUWMKa  (Ha

3HaHWA SNEKTPOHHOM U BYMaXKHOM HOCUTESSX)

OCHOBbI YrpaBreHnsi BpEMEHEM




Opyrve
XapakKTepUucTunkun

3.3.3. TpynoBas dyHKuus

HanveHoBaHve || OpraHusauuns Kog || C/03.6 || YpoBeHb 6
TenedoHHbIX (mnoaypoBeHb)
neperoBopoB KBanmdwmkaumm
pykoBoguTens

Mpoucxoxaenune || OpurmHan || X || 3aMmcTBOBaHO

TpyOoBon 13 opurnHana

doyHKLIMK

Kon PerncTpaumnoHHbIN

opurMHana || Homep
npocpeccroHasnbsHoOro
cTaHgapTa




TpyooBble gencTeus

BeneHne 6a3bl TeneoHHbIX KOHTaKTOB PyKOBOAMUTENS

CoeaunHeHue PYKOBOAUTENS o} KOHKPETHbIMW
aboHeHTamMu

MoaroToBKka maTepuanoB ans TenedoHHbIX
NeperoBOpoB pykoBOAUTENS

PervcTpauus nocTynalowmx B NpUemMHyo TenedoHHbIX
3BOHKOB

I'IepeHanpaBneHme OoTAEeJIbHbIX TeJ'IeC*)OHHbIX 3BOHKOB
3aMecTUTeENAaAM pykoBOoOUTENA, OPYTrMM COTPYyAHUKaM

MonyyeHne HeobxogmMmon MHdOPMaUUM M Nepegada
CaHKLMOHMPOBAHHOW MHGpopMaLmm Nno TesiepoHy

YcTaHoBneHve KOHTaKTa c cobeceHNKOM,
nogfaepXxaHne W pasBuTMe [enoBol Oecedbl B
npoLiecce TenedoHHbIX NEPEroBopoB

OkasaHne nNoMOoLM PYKOBOAMTESIO NPU OpraHmn3aumum u
npoBeaeHnn TenedoHHbIX neperoBopoB "
BNOEOKOHepEeHLIUI

Heobxogumble
YMEHMS

Bectu n wucnonb3oBatb B pabote 6a3zy [OaHHbIX
TernedoHHbIX KOHTAKTOB PYKOBOAUTENS

Mcnonb3oBaTb cpencTsea KOMMYHMKaL,MOHHOMN
OPITEXHUKN A1 NOoy4yeHus 1 nepegavm nigopmamm

BecTtu y4YyeTHble perncTpaumoHHbIe dopmbl,
ncnonb3oBatb MX AN MHGOPMaUWOHHOW paboTbl U
paboTbl MO  KOHTPOSKO  MCMOMHEHMSI  pELLEeHWUi
pykoBoguTens

CrnaxvBaTtb KOH(*).I'II/IKTHbIe N CJIOXHblE CuUTyauun
MEXIMYHOCTHOIO OO LLIEHNS




Mcnonb3oBaTb  TeXHMYECKME W NpOrpamMmMHble
cpeacTtBa Ona NpoBefeHUA rorocOBOW UMM BUAEO-
KOHbepeHL-CBA3N
ObecneunBatb  MHGOPMaLUOHHYHO  ©e30nMacHOCTb
AeATenbHOCTU opraHnsauum
Cobniogatb crnyxebHbIn 3TUKET

Heobxogumble TenegoHHbIE KOHTaKTbl PYKOBOAUTENS

3HaHuS
®OyHKUMK, 3a0a4un, CTPYKTypa opraHmsauum, ee CBA3U
Mo BepTUKanun 1 ropusoHTanm
lMpaBuna B3anmMogencTBMS C NapTHepPamu, KnNmeHTamu,
cpeacTeBaMm MaccoBor MHGopMaL mMm
MpaBuna nogaepXaHnst U pasBUTUA MEXTUYHOCTHBIX
OTHOLLIEHWI
MpaBuna npoBeaeHWs OErOBbIX NeperoBopoB
MpaBuna 3awmTbl KOHGMAEHLMANbHOM MHGOpMaLUn
TpeboBaHuA oxpaHbl Tpyaa

Apyrve -

XapakTepuCTUKN

3.3.4. TpypnoBas dyHKUuusA

HaunmeHoBaHne || OpraHusauus Kopn C/04.6 || YpoBeHb 6
KOMaH4MPOBOK (noaypoBeHb)
pykoBoguTens KBanmdumkawum




IMpoucxoxaeHne
Tpy£oBon
doyHKL MM

OpwuruHan

3aumcTBOBaHO
13 opurnHana

Kona
opurMHana

PerncTpaunoHHbIN
HoMep
npodpeccuroHarnbHoro
CTaHgapTa




TpynoBble
aencTeus

MogroToBka npoekTa cnyxebHoro 3apaHus
PYKOBOAMUTENS

MogoroToBka  MpoekTa npukaza O  ChyeGHoM
KOMaHOUpoBKe

Bbinucka KOMaHOMPOBOYHOMO YAOCTOBEPEHUSI U €ero
pervcTpaunst npu HeobxoaMMocTH

MogrotoBKka  OOKYMEHTOB Ha  MONyYeHUe  BU3bl,
3arpaHu4yHoro nacnopTa

3aka3 >KenesHoOgopOXHbIX W aBMabuneToB, roCTUHWUL,
TpaHCMNOPTHOro obecneyYeHnst pykoBoauTens

OcdhopmrieHne  nporpammbl  NMOE34KW,  YTOYHEHWE
ocobeHHOCTEN NPOTOKOMA NaHNPYEMbIX MEPONPUATII

MoaroTtoBka OOKYMEHTOB K noe3ake pykoBoauTeNd

YTOYHeHVE aaTbl, OOSMKHOCTEN, hamunuin B nporpamme
KOMaHONPOBKM

MpopaboTka MaplupyTa pykoBOOAWUTENS, YBA3Ka €ro C
pacnucaHnem TpaHcrnopTa

O6paboTka MaTepuarnoB KOMaHOMPOBKM, OGOpMIIeHME
oTYyeTa 0 KOMaHONPOBKe

Heobxooumble
YMEHWS]

OdhopMnATbL aBaHCOBbIE OTYETbI PYKOBOAUTENS

OpraHnsoBblBaTb BCTpeYun pykoBoguTens c
NPUHUMALOLLEN CTOPOHON

OgopMnsiTb KOMaAHAMPOBOYHbIE AOKYMEHTbI




Ob6pabaTbiBaTb  AOKYMEHTbI W martepuansl Mo
pesynbTaTam Noe3aKku pyKoBOAUTENS

Ob6ecneynBatb paboTy odwmca BO BpeMsi OTCYTCTBUS
pyKOBOAUTENS

MpuMeHATb cnocobbl 4EeNoBOro OOLLEHNS

Ncnonb3oBaTtb cpencTea KOMMYHUMKaL UK ans
obecneyeHuss B3anMOOENCTBMS C PYKOBOOMTENEM BO
Bpemsi ero 4enoBon Noe3aku

Heobxognmble

Mopsiaok NOAroTOBKM M MPOBEAEHUSI KOMAHAMPOBOK

3HaHUS
Mopsigok odopMreHns JOKYMEHTOB ANt KOMaHAMPOBKM
M OTYETHbIX  OOKYMEHTOB MO  KOMaHAWPOBKE
pyKOBOAUTENS
[enosoun NpoToKon
OTuka oenosoro obLueHns

Apyrve -

XapaKkTepUCTUKN

3.3.5. TpynoBas dyHKuUUsA

pykoBoauTeNA

HaunmeHoBaHne || OpraHusaums Kon C/05.6 || YpoBeHb 6
paboThbl c (noaypoBeHb)
nocetTuTensMm B KBanmdmkawnm
NpUEMHoOM




MpoucxoxaoeHne
TpyooBon
doyHKL MM

OpwuruHan

3aumcTBOBaHO
13 opurnHana

Kona
opurMHana

PerncTpaumnoHHbIN
HoMeEp
npodpeccroHarnsHoro
CTaHgapTa




Tpynosble OpraHusauyus nmMyHoro npuema noceTurenen
AencTeus pykoBoguTenem
YcTtaHoBneHve nopsgka npuema  and  pasfnyHbIX
KaTeropun noceTturenemn
BeneHuve xxypHana npegsapuTesisHOM 3anucu Ha npuem
Pernctpauuna noceturenen
Copencteme ornepaTtMBHOMY pPacCMOTPEHMIO NPocbd wu
NpeanoxeHnn noceTutenen n COTPYOHWUKOB
opraHusauum
OpraHusaums npvema 4enoBbixX NapTHeEPOB B oduce
OpraHmzaumss obcnyxmBaHuMs pykoBOOMTENA WU €ro
AerioBbIX NapTHEPOB B odmce
CepsupoBka 4anHoro (kodperHoro) ctona B oguce
MpuHATHE Mep NO COXPaHEHUIO KOMMEPYECKOW TalHbl B
xo4e npvemMa noceTutenem u WX HaxoXoeHusa B
NpuUemMHon 1 KabuHeTe pyKoBOAUTENS
Heobxogumble OpraHnsoBbiBaTb 1 obecneymBatb JIMYHbIE KOHTAKTbI
yMeHUs pykoBoguTens

YnpaenaTb KOHQIMKTaMu

YunutblBaTb MCUXONOMMYECKME OCOBGEHHOCTU JIMYHOCTM
NpY pasnnyHbIX BUAax NpodeccmnoHansHoro obLLeHNs

Mcnonb3oBaTb yCTaHOBMEHHbIE MpaBuria 1 npouenypsbi
KOMMYHVMKaLUM BHYTPU OpraHM3aumm




Bectun y4YeTHble perncTpaLmoHHbIe dopmbl,
ncnonb3oBatb WX Ans WHGOPMaLMOHHOW paboTbl U
paboTbl MO  KOHTPOMKO  WCMOSIHEHWUS  peLleHui
pykoBoauTens

CosgaBaTtb NONOXMTENbHbLIM UMUK OpraHM3aLum

MpuHMMaTL Mepbl MO paspeLlleHuo  KOHQITUKTHbIX
cuUTyauumn

an/IMeHFITb I/IHCbOpMaLI,I/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe
TexXHoJ10rmm

O6ecneunBatb KOHMAOEHUMANLHOCTL B MPUEMHON W
kabunHeTte pyKOBOAUTENS, COXpaHsTb
KOH(MAEeHLManbHy MHGopMaLno B TanHe

Heobxogumble
3HaHUSA

MpaBuna opraHnsayumn npuema noceTuTenemn

I'Ipanlna A€enoBoro obLeHms

[NpaBuna peyeBoro aTuKeTa

I'Ipanma YCTaHOBJIEHNUA KOHTaKTa, nogaepxaHuna w
pa3BnTNA MEXINMNMYHOCTHbIX OTHOLLEHUI

CTpyKkTypa opraHmsauum wn pacnpegeneHve yHKLnin
mMexay CTPYKTYPHbIMUA nogpasgeneHnamm n
cneuunanucTamm

NpaBuna opraHnsauumn npuemMos B ogmce

OTUKET M OCHOBbI MEXOYyHapO4HOro NPoToKona

MpaBuna cepBUPOBKM YarHOro (KodenHOro) ctona




MpaBuna NpUroToBeHNA 1 Nogayun ropsiymx HanuTKoB U
3aKyCOK K HUM
MpaBuna 3awmTbl KOHGMAEHUMANbHOM  CryxebHom
MHcpopmaLum
Apyrve -
XapaKkTEPUCTUKMN
3.3.6. TpynoBas pyHKUusA
HanmeHoBaHve || OpraHusaums Kon C/06.6 || YpoBeHb 6
NOAroTOBKM, (nogypoBeHb)
npoBeaeHnst n KBanudmkaumm
o6 cnyxvBaHus
KOHJOEPEHTHbIX
MepPOoNpUSTUIA
Mponcxoxaerve || OpurnHan || X || 3ammcTBOBaHO
TpyaoBom N3 opurnHana
doyHKLIMK

Kona
opurMHana

PerncTpaunoHHbIn
Homep
npodpeccuroHasrnbHoro
CTaHgapTa




TpyooBble OencTBus

MoaroToBKka NOBECTKM OHS MeponpuAaATnA

OdpopMrieHre crnmcka y4acTHUKOB MepornpusiTUs

MHopMmnpoBaHme y4aCTHUMKOB O HamMevarLlleMcs
MEPONPUATUM N YCIIOBUSAX yHacTUS

Bbibop MecTa 1 BpeMeHn NpoBeAeHNST MEPONPUATUS

MNoaroToBka npeaBapuTesibHON CMETbI pacxooB

Paccbinka npurnaweHui nogTBepAVBLLMM ydacTue B
MeponpUATAM

C60p TEKCTOB [JOOKNagoB W TMPOEKTOB WUTOroBbIX
OOKYMEHTOB Yy OOKNaa4YnkoB

Paccbinka nHgopmMaLMoHHbIX MaTepuarnoB y4acTHUKaM
KOH(pepEHTHOIro MeponpusaTUS

CocTtaBneHne iBOYHbIX TMCTOB M CUCKA permcTpawumm
Yy4aCTHMKOB MeponpusaThs

3aKkynka KaHUenspckMx TOBapoOB W MNPOAYKTOB Ans
obecneyeHnss kode-nay3

PelleHne  BOMPOCOB  TEXHMYECKOTO  OCHALLEeHMs
MeponpuaTUS

Momolwpk B MOATOTOBKE [OKNada pPyKoBOAMTENS,
npes3eHTaLOoOHHbIX MaTepraroB

OpraHuzauus MOAroToBKM npesvanyma U paboumnx
MECT Y4aCTHVKOB




OpraHnsaumnsi BCTpeYM W permctpaumsi y4acTHUKOB
MeponpuaTUs

Benexve NPOTOKOJ1a MEPONPUATUNA

OpraHmnsaumsi CcepBUCHOTO OOCHYXMBaHUA BO Bpems
Kodpe-nays3

OpraHusaumsi  KyrnbTYpHO-MacCoBbIX  MEepPONpUsITUNA,
TPaHCMOPTHOIO U rOCTUHUYHOIO obecneyeHus

Heobxogumble
yMeHus1

OpraHn3oBbiBaTb NPOLLECC NOArOTOBKM K NPOBEOEHMIO
KOH(EPEHTHOTO MEpPONPUATUSE MHAMBMAYANbHO W B
cocTaBe paboyen rpynnbl

JlokyMeHTMpoBaTb  pasHble  3Tanbl  npolenypbl
NOArOTOBKM " npoBeaeHns KOH(EPEHTHOTO
MeponpusaTUs

MepenaBatb MHOPMaLMIO, JOKYMEHTbI U MaTepuarnbi
y4acTHUKaM KOHDEPEHTHOrO MepPONpPUSATUS

MogrotaBnuBatb 1M obopygoBaTb CTON npesvguyma u
paboune mecTa y4acTHUKOB COBELLAHNS (3acenaHus)

CepBupoBaTb YaWHbll (KOerHbIN) CTON BO BpeMs
npoBeeHNs Kogpe-nays

CobGnogaTth npaBuna OenoBoro 3TUKeTa 1 NpoTokona

MonaepvBaTh UMUK OpraHU3aLum

CosgaBaTtb  UMUOX ceKkpeTaps, COOTBeTCTByIOLLLMVI
MMNIKY OpraHmn3auunm

Pabotatb ¢ wuHdopmauven, aHanmsupoBatb WU
npeacTaBnaATb €e B CUCTEMaTU3MPOBAHHOM BUaE




OGecneunBaTb 6e30nacHOCTb NeATenbLHOCTU
opraHusauum

MpUMeEHATL MHGOPMaLMOHHO-KOMMYHWKAL MOHHbIE
TEXHomormm

Ob6ecneumBatb KOMMOPT Y4aCTHUKOB KOH(pEepEeHTHOro
MEepOonpuaTMs, nomoraTb B BOMNPOCaxX MNPOXMBaHUS,
TpaHCNOpPTHOro obecneveHnst

Heobxoaumbie
3HaHuS

Komnnekc opraHM3aLMOHHO-TEXHUYECKUX MEPONPUSTUIA
Mo MOAFOTOBKE W MPOBEAEHMIO COBELaHUi WU
MeperoBopoB, B TOM YNCIIE MEXOYHAPOAHbIX

lMpaBuna BegeHusi, NOArOTOBKM U 0dPOPMIIEHUA
NPOTOKOMa W ApPYrMx [OOKYMEHTOB, CO3[aBaeMbiX B
npouecce NoAroToBKM KOH(PEepPEeHTHOro MepPONpUATUS

CocTaBneHune cMeThl pacxogos

OCHOBbI HaNUcaHWsa peyert U AoKNanoB PYKOBOAUTENS

I'Ipanu'la YCTaHOBJIEHUA KOHTaKTa, nogaepXXaHnda w
pPa3BUTUA MEXITMYHOCTHbLIX OTHOLLEHNN

MpaBuna AenoBoro obLLeHVs, 4eoBOoro aTukeTa

OTUKET 1 OCHOBbI MeXayHapoaHOro npoToKona

MpaBuna npoBeAeHUs: 4EeNoBbIX NepPeroBopoB

MpaBuna 3awmTbl KOHMMAEHUMansHoM CcnyxebHom
NHpopmau mm

TpeboBaHua oxpaHbl Tpyaa

Apyrvie
XapaKTepUCTUKY




3.3.7. TpynoBas dyHKuUUsA

HanmeHoBaHne || OpraHusaums Kon C/07.6 || YpoBeHb 6
NCMONHEHUA (noaypoBeHb)
peLLeHun, KBanudmkaumum
OCYLLECTBIIEHVEe
KOHTpOns
NCMOSHEHNSA
nopy4yeHun
pykoBoguTens
Mpovcxoxaerve || OpurnHan || X || 3aMmcTBOBaHO
TPy4OBOW N3 opurmHana
doyHKLUK
Kon PernctpaunoHHbIn
opurMHana || Homep
npogeccroHansHoro
cTaHgapTa




TpynoBble

[lokymeHTanbHoe ohopMIieHne peLLleHnin PyKOBOAUTENS

aencTeus
[doBeneHve [o cBegeHust pabOTHUKOB oOpraHusauum
pacnopsPKeHUN pyKoBOaMUTENS
KoopauHauuna aesatensHOCTU NO UCMOSHEHUIO peLleHui
pykoBoguTens
BeneHne cpokoBOro Tekyllero v npegynpeguresnisHoro
KOHTpOsis
[MpoBepka WCMOMHEHUA MOpPyYeHUn pykoBoaAUTENS B
YCTaHOBIEHHbI CPOK
MpenynpexaoeHne coTpyoHUMKOB OO UCTEYeHUM cpoka
MCNOSTHEHUS MOPYYEHUN pyKOBOAMUTENS
dukcaumnsa UCNOMNHEHNS NOPYYeHni
CocTaBrneHve OTYETOB W aHanMTUYEeCKMX CrpaBOK O
BbIMOSTHEHUN MOPYHEHUIN N PELLEHUI PYKOBOAMUTENSA
Heobxoanmble BecTtun cpokoByto kapToTeky
YMEHUS

Bectu y4YyeTHble perncTpaumoHHbIe dopmbl,
ncnomb3oBatb WX Ana paboTbl MO KOHTPOMtO
NCMONHEHUS NOpPYyYEeHUN pykoBOAUTESNA

PaboTtaTtb c NHpopmaLmen no KOHTPOSIO,
cuctematmsmposaTb €e W MnpeactaBnAaTb B Buae
CBOLHbIX JOKYMEHTOB

Ncnonb3oBaTb cpeacTBa KOMMYHUKALUMW ONs Nepegaym
MOpY4YEHNIn pyKoBOAMTENSA




Mcnonb3oBaTb CcoOBpeMeHHble cpeactBa cbopa u
06paboTKM KOHTPONbHOM MHGOPMaL, MK

MpUMEHSTH MHGOPMaLMOHHO-KOMMYHWKAL MOHHbIE
TexXHorormu

OueHuBaTtb pe3yrnbTaTbl B paMKax NoCTaBJIEHHbIX 3a4a4

OcCylecTBNSATb  KOHTPONb  UCMOSIHEHWUSI  MOPYYEHWI
PYKOBOAMTENSI COTPYAHMKaMM

Heobxogumble
3HaHUSA

O6uwwe TpeboBaHWNs K CpoOKaM UCMOSHEHUA LOKYMEHTOB
n KOHTPOMbHbIM doyHKLMAM Cnyx0bl
AOKYMEHTALNOHHOrO obecneveHuns

MpUHUMNBI, CNOCOGbI MHGOPMUPOBAHMS COTPYAHUKOB

3TuKa genoBoro obLeHUS

YnpaeneH4yeckasi CTPyKTypa opraHu3aumn, pyKoBoACTBO
opraHusauun, obpasubl  NOAMUCEN  PYKOBOAOSLLMX
COTPYOHMKOB, KPYr MX MOMHOMOYUA U OTPaHMYEHUst UX
30H OTBETCTBEHHOCTMU

MHCTpyKUMM N0 OenonpousBOACTBY WM OpyrUM
nokanbHbIM HOPMAaTUBHbLIM akTaMm, yCTaHaBfMBaAKOLLMM
NOPSAOK peanu3aunn ynpasneH4Yecknx npouenyp

Opyrve
XapaKkTEPUCTUKMN

3.3.8. TpypoBbie hyHKLUMN




HanmeHoBaHne || OpraHmsauuns n || Kog || C/08.6 || YpoBeHb 6
nogaepxaHue (nogoypoBeHb)
dYHKLIMOHANBLHOMo KBanudmkaumm
pabo4ero
npocTpaHCTBa
npuemMHomn "
kabuHeTa
pykoBoguTens

Mpovcxoxaerve || OpurnHan || X || 3ammcTBOBaHO

TpygoBom N3 opurnHana

doyHKLIMK

Kona PerncTpaunoHHbIN

opurMHana || Homep
npodpeccuroHarnsHoro
cTaHgapTa




TpynoBble
JencTeus

Ob6ecneyeHne  paboyero MecTa  pykoBoguTens
HeobXxoaANMbIMM cpeacTeamu OpraHv3aL MIoOHHOW
TEXHWUKW, KaHLENAPCKUMU NPUHAANEXHOCTAMU

OpraHusaumss npvemMHon odgmuca B COOTBETCTBUM C
TpeboBaHNSIMM 3PrOHOMUKM N KYNbTYpbl TpyAa

OpraHusaums odopMIreHUst  UHTEpbeEpa  NPUEMHOMN
pykoBoguTens

O6opynoBaHne  paboyero  MecTa  OPITEXHUKOW,
NepcoHarnbHbIM  KOMMbIOTEPOM,  BCMOMOraTerbHOM
TEXHUKOM

OpraHmsaumnss obopynoBaHUs MNPUEMHON CUCTEMaMM
XpaHeHus, HeobxoaMbIMU npucnocobneHmamm,
obecneyeHns KaHUEensapckMMm ToBapamm

ObecneyeHne XxpaHeHUA W  3aMeHbl  PaCXOAHbIX
mMaTtepuarnoB, NOBCEAHEBHbIN YXO4 3@ OPITEXHUKOM

3akas KaHUENAPCKMNX TOBApOB, NMMrmeHn4eCKnx ToBapos,
NpPoOAYKTOB NMUTaHUA

Heobxoaumbie
yMeHus1

CospaBatb ycnosusi, obecneuvnBarolme 3ppeKTMBHYIO
paboTy pykoBoauTens

anMeHFITb B COOTBETCTBMM C HA3Ha4YeHMEM CpecTBa
OpFaHM3aL|,MOHHOIZ TEXHUKMN, KaHuendapckue
NnpUHagnexHoCcTn

OcHawaTb paboyee MeCcTO pykoBoOUTENS U CBOE
paboyee mecTo HeobxoaMMbIM 060pyAOBaHNEM

OcyLecTBNATb 3aMeHy pacxoAHbIX MaTepuarnos, yxon
3a OpPIrTEXHNKON




OcywecTBnaTb noBcegHEeBHbIN yxon 3a
KOnMpoBarbHbIM — annapartoMm, 3aMeHy W XpaHeHue
KapTpuaXen, ToHepa

KoHTponmpoBaTb COCTOSIHME W MOMOSHATbL — 3anachl
KaHLEeNsApCKNUX TOBapOB, CPEACTB UMMEHbl, NpoayKTOB
nUTaHuA

Heobxogumble
3HaHUSA

TpeboBaHua  oxpaHbl  Tpyaa, MPOM3BOLCTBEHHON
CaHuTapum, NPOTUBOMNOXaPHOWN 3aLLUTbI

OcCHOBbI MpaBWITbHOW OpraHu3auun Tpyga u MeToAbl
MOBbILLEHNS ero 3peKTUBHOCTHU

OcCHOBbI 3proHOMMKK odmca 1 rNoOPUCTUKN

CtaHpapTel W pekoMeHgauum no 0BopyaoBaHWUIO
OJOMCHBIX NOMELLEHNI

CocTaB OpraHM3auWoOHHON TEXHWKW, €e YCTPOWCTBO W
NopsiAoK paboTbl C Hewn

Opyrve
XapaKkTEPUCTUKMN

3.3.9. TpynoBas dyHKuus

paboTy cekpeTaps

HanmeHoBaHne || PaspaboTka Koa || C/09.6 || YpoBeHb 6
nioKanbHbIX (noaypoBeHb)
HOPMaTMBHbIX KBanudmkauum
aKToB,
pernamMmeHTMpYoLLMX




MpoucxoxaoeHne
TpyooBon
doyHKL MM

OpwuruHan

3aumcTBOBaHO
13 opurnHana

Koa
opurMHana

PerncTpaunoHHbIn
HoMeEp
npodpeccroHarnsHoro
CTaHgapTa




TpynoBble
aencTeus

Pa3paboTka AOMKHOCTHOWM MHCTPYKLMWN CeKpeTaps

Pa3paboTka NnomnoxeHust 0 cekpeTapuarte

PaspaboTka MHCTPYKL MM MO AENonpon3BoacTBY

Heobxooumble
YMEHWS]

CoctaBnatb u OC*)OpMJ'IFITb opraHnm3aunoHHblEe U
MeTogn4eckmne JOKYMEHThI

Peﬂ,aKTMpOBaTb TEKCTbl CJ'Iy>Ke6HbIX OOKYMEHTOB

PaboTtaTb CO BCel COBOKYMHOCTbIO MHGPOPMaLMOHHO-
AOKYMEHTALIMOHHbIX PECYPCOB OpraHm3aLum

Monb3oBaTtbCsl ©aszamu OaHHbIX, B TOM 4uUcne
yoaneHHbIMU 6a3amu gaHHbIX

Mcnonb3oBaTb CrpaBO4Hbl€ MNMpaBOBbl€ CUCTEMbI

Pabotatb C kOMNblOTEpPOM, KaTtaroramu (namkamu) u
(hannamu, ckaHepoMm

Momnb3oBaTbCA  OGUCHBIM ~ MaKeToM  (TEKCTOBbLIN
pegakTop, Tabnuubl)

Monb3oBatbCcs  nepugepuHbiIMi - YCTPOUCTBaMUN U
OPITEXHUKOMN

Monb3oBaTbCs ANEKTPOHHOM MOYTON

Monb3oBaTtbes cuctemamm 9N1EKTPOHHOrO
AOKymeHToobopoTa
Heobxoaumblie lMpaBoBbie OCHOBbI yrnpaBneHus (ocHoBbI

3HaHUA

aAMUHUCTPATMBHOIO, TPYAOBOIO M MPaXkdaHCKOro npasa)




Hencteytowme npaBoBble aKThl, HOPMaTUBHO-
mMeTogmyeckue AOKYMEHTBI, rocy4apCTBEHHbIE
cTaHaapThl, onpeaensitowme nopsaoK
AOKYMEHTaLNMOHHOro obecneyeHns ynpaerneHus

CTpyKTypa, pykoBOACTBO CTPYKTYPHbIX NoApas3aeneHui,
obpasubl NoAnMcen NuL, UMEKLWMX NPaBo NoanUcaHus
N YTBEPXKOEHUS LOOKYMEHTOB, W OrpaHU4YeHUst UX 30H
OTBETCTBEHHOCTU

I'Ipanu'la OOKYMEHTaLUNOHHOIo obecneyeHuns
0eATeribHOCT opraHn3alnmn

Mopsiaok paGoTbl C AOKYMEHTaMu

TpeboBaHus, nNpeabsBNsemMble K [OOKYMEHTamM B
COOTBETCTBUU c HOpPMaTUBHbLIMU aKkTamm "
rocy4apCTBEHHbIMU CTaHAapTamMu

MNMpaBuna cocTaBneHUs OpraHM3auUOHHbLIX AOKYMEHTOB
(NonoXxxeHU, NHCTPYKLINIA, pernaMmeHToB)

Buabl OOKYMEHTOB, UX Ha3Ha4YeHne

OcHosBblI ,D,OKyMeHTHOIZ JIMHIBUCTUKN

TpeboBaHus oxpaHbl Tpyaa

Apyrvie
XapaKTepUCTUKY

3.3.10. TpynoBas pyHKUUSA




HanmeHoBaHue || CocTaBneHue n |l Kog || C/10.6 || YpoBeHb 6
odhopMrieHne (nogoypoBeHb)
yrnpaBJieH4eCKON KBanudmkaumm
AOKyMEHTauum

Mpoucxoxaenne || OpurnHan || X || 3anmcTBOBaHO

TpyOoBOW N3 opurmHana

doyHKLUK

Kog PerncTpaunoHHbIN

opurMHana || Homep
npodeccrnoHanbHOro
cTaHgapTa




TpyooBble gencTeus

CocTaBneHve NPoekToB pacnopsianTerbHbIX (NpyKasbl,
pacnopskeHust) 1M MHGOPMaLVMOHHO-CNPaBOYHbIX
AOKYMEHTOB (cnyxebHble nMcbMa, crpasku,
AOKnagHble 1 crnyxebHble 3anncku)

MeyaTb cryxeOHbIX OKYMEHTOB M APYrvX MaTepuarnoB

Pa3amHoxeHne cnyxebHbIX JOKYMEHTOB

KOHTPOMb NpoXoxaeHWst AOKYMEHTOB B OpraHu3auum
(cormacoBaHue, nognucaHne 1 yTBEPXOEHMWE
OOKYMEHTA)

Heobxogumble
YMEHMS

Peﬂ,aKTl/IpOBaTb TEeKCThbl CJ'Iy>K€6HbIX OOKYMEHTOB

Monb3oBaTtbCs YHUGMLMPOBAHHBIMM dopmamm
AOKYMEHTOB

OdhopmnaTb KaccoBble (PUHAHCOBLIE [AOKYMEHTbI W
AOKYMEHTbI MO y4eTy HaknagHbIX pacXxo40B

MevaTaTb cny>|<e6 Hbl€ JOKYMEHTbI

Monb3oBatbCca  nepudepunHLIMA - YCTPOUCTBaAMU U
OPITEXHNKOM

PaboTaTb C KOMMbIOTEPOM, CKaHEPOM

Monb3oBaTbCA  OGMCHbIM ~ MakeToM  (TEKCTOBbIN
pegakTop, Tabnuubl)

Monb3oBaTbCs 3NEKTPOHHOM MOYTON

Monb3oBaTbcs cuctemamm 3NEKTPOHHOIO
AOKyMeHToobopoTa




ObecneymBaTb ©e3onacHoCTb [eATeNnbHOCTHU
opraHusauum

Heobxogumble
3HaHuSA

MpaBoBLle OCHOBbI ynpaeneHust (ocHOBbI
aAMUHUCTPATUBHOIO, TPYOQOBOTO M XO3SIMCTBEHHOTO
npasa)

CTpyKTypa oOpraHu3auuM, PYyKOBOACTBO CTPYKTYPHbIX
noapasaeneHnin, obpasubl nognucen nuL, UMeLMX
NPaBO MOANWCaHUS U YTBEPXKOEHWUS [OOKYMEHTOB, W
orpaHMYeHnst X 30H OTBETCTBEHHOCTH

I'Ipaana OOKYMEHTaLMOHHOIo obecneyeHns
0eATesibHOCTU opraHmn3aw nn

Mopsiaok paGoTbl C AOKYMEHTaMu

TpeboBaHus, npeabsiBNseMble K [OOKYMEHTaM B
COOTBETCTBMM C  HOPMATMBHbIMM  aKTaMu WU
rocyaapCTBEHHbIMU CTaHAapTamMu

Buabl JOKYMEHTOB, X HAa3Ha4YeHne

MpaBuna cornacoBaHWss [OKYMEHTOB OpraHu3auum
(BHYTPEHHETO N BHELLHETO)

I'Ipanma noanuncaHuna n yteepxXgeHmnda JOKyMEeHTOB

Mpasuna COCTaBeHus 7 ocbopMIieHust
MHPOPMALIOHHO-CMPABOYHbIX, yrpaBneH4YecKmx
[AOKYMEHTOB U CINy»eBHbIX NUcem

OcHoBbil ,D,OKyMeHTHOIZ JIMHIBUCTUKN

FpammaTquCKme npaBuiia pyccKoro A3blka

TpeboBaHuA oxpaHbl Tpyaa




Apyrvie
XapaKTepUCTUKY

3.3.11. TpynoBas dyHKLMSA

HanmeHoBaHve || OpraHusaums Kon C/11.6 || YpoBeHb 6
paboThl c (nogypoBeHb)
AOKyMeHTaMn B KBanMdmkawum
npuemMHomn
pykoBoguTens
Mpoucxoxaenne || OpurnHan || X || 3anmcTBOBaHO
TpygoBon 13 opurnHana
doyHKL N
Kog PerncTpaumnoHHbIN
opurMHana || Homep
nNpogecCcroHansHoro
cTaHgapTa




TpynoBble
aencTeus

MonyyeHve, npenBapuTenbHOE  PacCMOTpPeHve U
COPTMPOBKA MOCTYNAKLWMX B MPUEMHYIO PYKOBOAUTENS
[LOKYMEHTOB

MogroToBka AOKYMEHTOB ans pPacCcMOTpPeHUS
PYKOBOAUTENEM

Y4eT AOKYMEHTOB, NOCTYNaloLWMX Ha MMS PYKOBOAUTENS

OpraHmsau,Mﬂ OOCTaBKN OOKYMEHTOB UCMOJIHUTEITAM

BeneHve nHdopmaLmoHHO-cnpaBoYHOM paboThl

KoHTporb MCNOMHEeHWss [OOKYMEHTOB W  MOpyYeHun
pyKOBOAUTENNSA

Heobxognmble
yMeHus1

PabotaTtb ¢ Bxogswen, wucCxogsen, BHYTPEHHEN
AOKYMeEHTaunen

[Monb3oBaTtbes cuctemamm 3IIEKTPOHHOro
AOKyMeHToObopoTa Ong  perucTpauun,  KOHTposns
AOKYMEHTOB 1 MHGOPMaL,MOHHO-CNPaBO4YHON paboTbl C
AOKYyMeHTamm

MpUMeHSATb NHpOPMAaLMOHHO-KOMMYHUKALMOHHbIE
TexHosorMn Ans paboTbl ¢ LOKYMEHTaMM

CocTaensTb M 0GopMIIsiTb HOPMAaTUBHbIE aKTbl

Heobxooumble
3HaHuA

HopmaTtuBHble npaBoOBble aKThl, HOpMaTVBHO-
MeToan4YecKkme [OKYMEHTbI, roCyaapCTBEHHbIE
cTaHOapThbl, onpenensioLme NOPSIAOK

OOKYMEHTaLOHHOIo obecneyeHus ynpasneHud

CTpyKkTypa oOpraHusauuu, pyKkOBOOCTBO CTPYKTYPHbIX
nogpasaeneHun




CoBpeMeHHble MHGOPMALMOHHbIE TEXHONOMMK paboTbl C
[10KyMEHTamu

Mopsgok  paboTbl € OOKYMEHTaMu,  CXeMbl
AOKyMeHToobopoTa

MpaBuna paboTbl C BXOAALWMMM, WCXOOALMMU U
BHYTPEHHVMW JOKYMEHTaMu

I'Ipanma opraHmnsauum KOHTPOINA NCMNOJIHEHNA
OOKYMEHTOB U TUNOBbIE CPOKN UCMOJTHEHUA OOKYMEHTOB

MpaBuna coCTaBNEHUS aHaNMMTUYECKUX CMpaBOK MO
opraHusauum paboTbl C OOKYMEHTaMW W KOHTPOSO
MCMNONHEHWS! [OKYMEHTOB

MpaBuna co3gaHuns n BegeHnsa 6a3 gaHHbIX CyKebOHbIX
AOKYMEHTOB B OpraHv3aumm

CurcTeMbl 3NEKTPOHHOIO OKYMEHTO060poTa

Tpe6oBaHus oxpaHbl Tpyaa

Opyrve
XapakKTepUucTunkun

3.3.12. TpynoBasa pyHKUUSA

HanmeHoBaHue

OpraHusauyus Kon C/12.6 || YpoBeHb 6
XpaHeHns (noaypoBeHb)
AOKYMEHTOB B KBanMdmkawum
npuemMHom

pykoBoauTena




MpoucxoxaeHne
TpyooBon
doyHKL MM

OpwuruHan

3aumcTBOBaHO
N3 opurnHana

Kona
opurMHana

PerncTpaunoHHbIN
Homep
npodpeccuroHarnbHoro
CTaHgapTa




Tpynosble PaspaboTtka pa3genoB HOMEHKNATypbl 4en opraHn3alnm
aencTeus

dopmmpoBaHne wn odopmrieHne aen  NOCTOSAHHOrO,

A0NroBPEMEHHOIO CPOKOB

MogroToBka u nepegada Aen B apxme opraHn3auum
Heobxogumbie PaspabaTtbiBaTb HOMEHKNaTypy Aen opraHusauum ¢
YMEHUS y4eToM  OEeNCTBYWMX  HOPMaTUBHO-METOANYECKUX

OOKYMEHTOB

Mcnonb3oBaTb HOMEHKNATypy [Aen npu  usyyYeHuu
CTPYKTYpbl OpraHv3aLunm, COCTaBNEHUN ONUCEN A en

dopmmpoBaTh U 0GOPMINATL Aena B COOTBETCTBUM C
yTBEPXOEHHOW HOMEHKIATYpPO Aen opraHu3auum

Ob6ecneunBaTb COXPaHHOCTb JOKYMEHTOB OpraHv3aumm

Mpoun3BoanTb NOArOTOBKY AEn AN Nepeaadn B apxve

MpUMEHSTH MHGOPMaLMOHHO-KOMMYHWKAL MOHHbIE
TEXHoMorm Ans paboTbl C JOKYMEHTaMu

Heobxooumblie
3HaHusA

HopmaTuBHble npaBoBble aKThl, HOpMaTVBHO-
MeTogunyeckme AOKYMEHTbI, rocyaapCTBEHHbIE
cTaHOapThl, onpenensowme NOPSIAOK

OOKYMEHTaLUNOHHOIo obecneyeHuns ynpasnenHusa

Buabl HOMEHKaTyp, obuwpe TpeboBaHus K
HOMEHKNaType, MeToauKa ee  COCTaBfieHus M
odopmMIieHna

Mopsgok  chopmupoBaHua u  odoopMmreHna gen  C
yKasaHnem cneuyugmkm - popMupoBaHUs  OTAENbHbIX
KaTeropun gen




I'Ipanu'la XpaHeHua aen, B ToM 4ucrie ¢ AOKyMeHTaMun
orpaHn4eHHoro goctyna

MpaBuna Bblga4Yn U MCNOMb3OBAHUSA [OOKYMEHTOB M3
CGOpMUPOBAHHbIX Aern

TpeboBaHus oxpaHbl Tpyaa

MpaBuna noAroToBKM W nepedadyn [en B apxuB
opraHusaLum

Apyrvie
XapaKTepUCTUKH

3.3.13. TpynosBble hpyHKLMMU

HanmeHoBaHue || ObecneyeHune Kon C/13.6 || YpoBeHb 6
pykoBoauTens (nogypoBeHb)
MHdpopmMaLmen KBanMdwmkaumm
Mpoucxoxaenne || OpurnHan || X || 3anmcTBOBaHO
Tpy£oBOW 13 opurnHana
doyHKL N
Kog PerncTpaumnoHHbIN
opurMHana || Homep
npogecCcmoHansHoro
cTaHgapTa




TpyooBble OencTBus

C6op u nepepaboTka nHgopmaumm, HeobxogmMmon ans
NPUHATUS 06OCHOBAHHbIX YNPaBEHYECKNX PeLLEHUIA

MpoBepka NOCTOBEPHOCTN, NOSTHOTHI "
HENpPOTUBOPEYMBOCTM AaHHbIX, UCKIOYeHne
Ay6énmpoBaHnsa nHdopmalnum

MpenocTaBneHne AaHHbIX B €AVHOM U YAOGHOM Ans
BOCMpUATUSA chopmaTe

BbisBneHMe  HavMGornee  3HaAYMMbIX  KpUTepueB
cuctemMatTmMsauum uHdgopmaumm aAns  cosgaHus 6as
AaHHbIX

dopmMpoBaHMe U WUCMOMNb30oBaHWe 6a3 [AaHHbIX B
opraHusauum

Heobxooumblie
YMEHWS]

OcywectBnate  cbop, o6pabotky U1 aHanms
MHGoOpMaLmMm B COOTBETCTBMM C  TpeboBaHUsIMM
KpaTKoCTH, 4YeTKOCTU hopMynnpoBOK,
CBOEBPEMEHHOCTM  MOCTYMMEHMs,,  TOYHOCTU U
AOCTOBEPHOCTHN, OMNTUMArbHOCTM CcuUcTeMaTmsauum,
HenpepbIBHOCTU cbopa n 06paboTkn nHdopmauum

OcywecTtBnarte  peructpaumio, HakonreHve
nepegavy, CUCTEMaTU3NPOBAHHOE XpaHEHWE U Bblgavy
nHdopmaumm B Tpebyemon copme

CocTaBnatb u OCbopMJ'IFITb CBOAHblE, OTYETHbIE,
cTatucTn4eckme gOoKyMeHTbI

OcywectBnate  06paboTky W CTPYKTypupoBaHue
nHdopmaumm, obpasysa MHOPMaLIMOHHbIE pecypChl

Beoautb HOBblE AaHHble B CMpaBOYHO-
NHpOPMAaLMOHHbIE CUCTEMBI

BBoanTb B NamMsATb KOMMbIOTEPA 3NEKTPOHHbIE 0Opa3bl
[OKYMEHTOB




[Mpon3BoauTbL NOUCK WMHGOPMaUUU B CYLLECTBYHOLLMX
6asax [OaHHbIX, BECTM MHAOPMALMOHHO-CNPaBOYHYHO
paboTy Ha OCHOBE pa3fNMYHbIX KOMOMHAL M MOUCKOBbIX
Nnpu3HaKkoB

an/IMeHFITb I/IHCbOpMaLI,I/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe
TEeXHOJ1I0rmm

Heobxoaumbie
3HaHuS

OcobeHHOCTN OPMMPOBAHMSA BHELLHMX N BHYTPEHHUX
NHCPOPMAaLMOHHbBIX NOTOKOB

CocTaB BHELLHVX NHGOPMALIMOHHbBIX NOTOKOB

CocTaB BHYTPEHHUX NHPOPMALMOHHbLIX MOTOKOB

CTpyKkTypa opraHuMsauum 1 nopsifok B3auMopencTeus
noapasaeneHnii n cryxo

OcobeHHocTn  cbopmmpoBaHua ©a3  daHHbIX B
opraHusauum

CoBpeMEHHbIE HayyHble MEeTOAbl M TEXHUYECKMe
cpeactBa, cnocobeTBytoume cbopy, obpaboTke,
COXpaHeHMo 1 nepegaye MHopMaLMOHHbBIX NOTOKOB

MeToabl 006paboTkuM uHopMaLUM C  NpPUMEHEHMEM
COBPEMEHHbIX TEXHUYECKUX CPeACTB KOMMYHUKaLWUA U
CBSI3U, BbIYUCTIUTENBHON TEXHMKM

TpeboBaHua oxpaHbl Tpyaa

Apyrvie
XapaKTepUCTUKY

3.3.14. TpynoBas pyHKUUA




HaunmeHoBaHne || OpraHunsauus Koo || C/14.6 || YpoBeHb 6
NMHCOPMAaLMOHHOTO (nogoypoBeHb)
B3anMoOencTBus KBanudmkaumm
pykoBoguTens c
noapasgeneHnamm
N OOIMKHOCTHbIMU
nuamm
opraHusauum

Mpovcxoxaerve || OpurnHan || X || 3ammcTBOBaHO

TpygoBom N3 opurnHana

doyHKLIMK

Ko PerncTpaunoHHbIN

opurMHana || Homep
npodpeccuroHarnsHoro
cTaHgapTa




TpynoBble
JencTeus

MHdopmupoBaHne  paboOTHMKOB  opraHmMsaumm O
peLLEeHNsIX PyKOBOAUTENS

OpraHusauus obmeHa MHcpopmaLmen Mexay
noapasgeneHnamm n AOSDKHOCTHBLIMU nuamu
opraHusauum

OnoBellueHne pabOTHMKOB o) NpeacToALLMX
MEepOnNpUATUAX

OpraHusaums BCTpeY TpPyaooBOro  KOMMeKkTMBa C
PYKOBOACTBOM

WHdopmupoBaHne  pykoBoautens o6  obpalleHusix
COTPYAHUWKOB MO paboynm 1 MMYHBIM BONpoOcam

Heobxogumble
YMEHMS

Ncnonb3oBaTb COBpeMeHHble TexHorormm cbopa u
nepegayv nHgopmaLum

OcywecTtBnsate cbop M nepepaboTky wmHGoOpMaumu,
HeobxoauMoN Ana AesTeNbHOCTH

OcyLLl,eCTBJ'IFlTb cncrteMaTtmn3auyumio nonyvyaembix "
nepegaBaeMbiX AaHHbIX

OcyLecTBrnsiTb NPOBEPKY AOCTOBEPHOCTU, MOSHOTLI U
HENpPOTUBOPEYMBOCTH AaHHbIX, UCKIloYeHne
Ay6rnpoBaHusi nHdopmaLnm

MpepocTtaBnATb OaHHble B €AnHOM UM yaoGHoM Ans
BOCNpUATUA dhopmate

MHorokpaTHO MCMoMnb30BaTh NoMy4YeHHyo UHdopMaLuto,
MOCTOSIHHO OBHOBISATL AaHHbIE

OGecneuynBatb  OMNepaTMBHOCTb  MHAOPMALMOHHbIX
MOTOKOB




Pabotatb C KOMMbHOTEPOM, WUCMOML30BaTb OCMCHbLIN
nakeT (TEKCTOBbLIN pegakTop, Tabnuubl)

Heobxognmble
3HaHUSA

HopmaTuBHble NpaBoOBble  aKThbl, HOPMaTVBHO-
mMeToaundeckue AOKYMEHTbI, roOCyAapCTBEHHbIE
cTaHoapThl B cdhepe AesaTensHOCTU opraHn3aLmm

CTpyKkTypa oOpraHu3auun, PYKOBOACTBO CTPYKTYPHbIX
noapasaeneHnin, HanpaBreHus AeATenbHOCTH
opraHusauum n KOMNEeTEHL MK CTPYKTYPHbIX
noapasaeneHnii n 4OMMKHOCTHBIX ML

Knaccugmkaums ynpasneH4yeckon nHdopmaumun, Buabl
yrnpaBrieH4eCcKon MHpopmaLmm

dopMbl NPegoCcTaBNeEHNs YNpaBneH4ecKon nHcopmaLum

VcTouHMKM ynpaBreH4yeckon nHgopmarmm

MeToanka oT6opa NCTOYHNKOB MHGOpPMaL, MK

TpeboBaHusa, npegbsaBnsemMble K  yrnpaBfieHYeCKon
MHcopmaLmm

Tpe6oBaHusA oxpaHbl Tpyaa

Opyrve
XapaKkTEPUCTUKMN

3.4. O606LeHHan TpyaoBasa hyHKUMA




HaunmeHoBaHve || VIHdopmaymoHHO- Kog D YpoBeHb 6
aHanuMTu4eckas n KBanmdumkawum
OpraHn3aLnoHHO-
agMUHUCTpaTMBHas
noaaepxka
AeATeNbHOCTU
pykoBoguTens
opraHusauum

Mpovcxoxaerve || OpurnHan || X || 3ammcTBOBaHO

0606 LLeHHOoN N3 opurmHana

TpyaoBoOn

doyHKLIUK

Kon PernctpaunoHHbIn

opurMHana || Homep
npogeccrnoHanbHoro
cTaHgapTa

BoamoxHble [MomoLwHUK pykoBoguTens

HaMMeHOBaHWs

OOIPKHOCTEN, Nnpodeccui

TpeboBaHus K || Bbicwee obpasoBaHue - bakanaspuat

o6pasoBaHuio n

o6yyeHuio HononHutensHoe npogeccroHarnbHoe

o6pasoBaHue

TpeboBaHna K  ONbITY
nNpakTn4yeckon paboThbl

He mMeHee Tpex neT no npodwmnio AesiTernbHOCTM

opraHmnsauum

Ocobble yCrioBusi
Aonycka k pabote

[pyrne xapakTepucTuku

JononHutenbHble XapaKTe pUCTuKun




HanmeHoBaHne Kog HanmeHoBaHne 6asoBou rpynnl,

OOKYMeHTa OOIDKHOCTU (npodpeccun) nnm
cneumansHoCTK

OK3 2432 BubnnoTtekapu, BGubnunorpadbl,
AOKYMeHTOBe bl n  cneumanucTbl

POACTBEHHbLIX Npodeccun

OKCO 032001 [okymeHTOBELEHME i
AOKYMEHTaLNOHHOoe obecne4yeHne
yrnpaBneHusi

032002 [okymeHTaunoHHoe obecne4yeHune

ynpasJieHna n apxmsoBeneHne

3.4.1. TpynoBble chyHKUUMN

HanmeHoBaHve || dopmmpoBaHue Koag || D/01.6 || YpoBeHb 6
NHdOpMaL MOHHOTO (nogypoBeHb)
B3anmMoaencTBus KBanudmkaumm
pykoBoguTtena  C
opraHusauuamm

Mpoucxoxaenne || OpurnHan || X || 3anmcTBOBaHO
Tpy£oBoOn 13 opurnHana

doyHKL N

Kog PerncTpaumnoHHbIN
opurMHana || Homep
npodpeccroHansHoro

cTaHgapTa



http://docs.cntd.ru/document/5200295
http://docs.cntd.ru/document/842502411

TpynoBble
aencTeus

O160p MCTOYHMKOB MWH(pOpMauMm B COOTBETCTBUM C
3a4aHHbIMN KpUTEPUAMU

O6pabotka u wuHTepnpeTauusa wuHdopmauum ans
MOArOTOBKW MPOEKTOB PEeLLEHWI

MoaroToBka 3anpocoB MO MOPYYEHWUIO PYKOBOAMTENS Ha
nomnyYyeHne [OOKYMEHTOB W WHGOPMaLuM B opraHax
rocyaapCTBEHHOM BriacTu " yrnpaBneHus,
06 LLECTBEHHbIX opraHm3auusx " nony4yeHvie
COOTBETCTBYIOLLEN MHOpMaLUM 1 JOKYMEHTOB

MHopmupoBaHre  pykoBoauTenda O  pesyrbraTtax
paccMOTPEHMS 3anpocoB 1 obpaLleHnn

OpraHmsaumss pelleHus BOMPOCOB, He Tpedytowmx
HenocpeacTBEHHOTO y4acTusi pykoBoautens

MoaroToBKka MaTepuaroB ANl y4acTus PpyKOBOAUTENS B
pabote pasnMYHbIX CTPYKTYp B cocTaBe
roCy4apCTBEHHbIX WU MYHMUMMAmNbHbIX  OPraHoB,
06 LLEeCcTBEHHbIX OpraHn3aLum

MoaroToBKa AOKYMEHTOB ANA 3aKIMOYeHUs! COormnalleHui
O COTPYAHUYECTBE C AENOBLIMU NapTHEPaMM

NHdpopmumposaHme AEnoBbIX napTHepoB n
3aMHTEPECOBaAHHbIX  OpraHM3auMin O  peLleHusiX
PYKOBOOMUTENS B XO4€ BbINONHEHWS COrMaLLeHN

Heobxognmble
yMeHus1

AHanuaunpoBaTb M O0TOMpaTb UCTOYHMKWN MHApopMaLMn B
COOTBETCTBUM C KPUTEPUSIMM MOMHOTbI, JOCTOBEPHOCTH,
CBOEBPEMEHHOCTW NpeaocTaBneHns HdopMaLnm

CobupaTb, obpabaTbiBaTb n aHanu3npoBaTb
WHOpMaLMIO B COOTBETCTBMM C  3adaHHbIMU
TpeboBaHAMM

MepepaBaTb MHGOPMaLUIO B CUCTEMATU3NPOBAHHOM
Buae




OGpabatbiBaTb U CTPYKTypupoBaTb MHcopMauuio,
06pa3sys MHGOPMaLMOHHBLIE PECYPChI

Mpou3BoguTb MNOUCK WMHAGOPMauMu B CYLLECTBYHOLLMX
6asax [AaHHbIX, BECTU WH(OPMAaLMOHHO-CNPABOYHYHO
paboTy Ha OCHOBE Pa3fMYHbIX KOMBMHALMIA MOUCKOBbLIX
Nnpu3HaKkoB

O6ecne4vnBatb MH(popMaLMOHHYIO ~ 6e30nacHoOCTb
opraHmsauum

Pabotatb C KOMMbKOTEPOM, MCNOMb30BaTb OGMCHbLIN
nakeT (TeKCTOBbIV peaakTop, Tabnuubl)

Heobxogumble
3HaHUSA

BHYTPEHHSAS 1 BHELLHSIS NOMTMKA OpraHM3aLmm

MpuHUMNBLI  NPeacTaBUTENbLCTBA B FOCYAApPCTBEHHbIX
opraHax, oOpraHax MeCTHOrO  CamoynpaBIieHus,
CTOPOHHWX OpraHM3aLmsax 1 NopsaoK B3aMOAEeNCTBUA C
HUMU

anHLl,MI'IbI n MeToabl agMUHUCTPUPOBaHUA

OcobeHHOCTN (hOPMUPOBAHUSA BHELLUHUX WM BHYTPEHHWUX
NHCPOPMAaLMOHHbBIX MOTOKOB

CTpyKTypa opraHusauum v MNopsifoK B3avMOAENCTBUS
noapasaeneHnii u cryxo

MpaBuna dopMMpoBaHNA 1 UCNONb30BaHMA 6a3 AaHHbIX

CoBpeMEHHbIe Hay4yHble MeToabl W TEeXHUYeckue
cpeactBa, cnocobecTBytoume  cbopy, 06paboTke,
COXpaHeHWIo U Nepeaaye NHgopmMaLmm

MpaBuna 3awmTbl  KOHMAEHUMANbHOW  CIy»KeOHOM
WHpopmaumm




CoBpeMeHHble NHOPMAaLMOHHbIE TEXHOMOMK

Apyrvie
XapaKTepUCTUKM

3.4.2. TpynoBas pyHKUUA

HaunmeHoBaHuve || AHanus Kon D/02.6 || YpoBeHb 6
nHdopMau M n (nogypoBeHb)
NOAroToOBKa KBanudmkaumum
NMHpOpPMAaLMOHHO-
aHanMMTUYEeCKnX
MaTepuarnos
Mpoucxoxaenune || OpurmHan || X || 3aMmcTBOBaHO
TpyOoBon 13 opurnHana
doyHKLIMK
Kon PerncTpaumnoHHbIN
opurMHana || Homep
npodpeccroHasnbHoro
cTaHgapTa




Tpynosble OencTBus

Cbop, nepepabotka n aHanmM3 uHdOpPMauun aOns
peLleHnst 3afa4d, NoCTaBMNEHHbIX PyKOBOAUTENEM

MoaroTtoBka MHJPOPMaLMOHHO-aHaNMUTUYECKMX
MaTepuarnos

Paspabotka TemaTtudeckoro nfiaHa  0B30pHOro
[AOKYMEHTa, JoKNnaaa

Onpepnenenne kpyra bubnmnorpadmy4eckmnx MCTOYHMKOB

MoaGop MCTOYHMKOB M nuUTepaTypbl MO Teme 0030pa,
AoKnaga, aHanmMTu4ecKkom CripaBku

Hanucanne wn odopmneHne ob3opa, [[oknaga,
aHanMTU4eCcKon cnpaBKn

Heobxooumble
YMEHWS]

PaspabatbiBaTb  TemaTudeckunm nnaH  0630pa,
AoKnaga, aHanmMTU4eCcKom CripaBku

O6GoCHOBbIBATb aKTyanbHOCTb MpPOGNEMbl, KOTOPYHO
NPeacTouT OCBETUTL B 0630pe, AoKNaae, cripaBke

Monb3oBaTbCs  MHGOPMALMOHHLIMK  pecypcamv U
CUCTEMaTU3MPOBaTb MHOPMaLU MO 3adaHHbIM
KpUTEPUAM

MpaBuNbHO MHTEPNPETUPOBATL MOMYYEHHbIE AaHHbIE U
NpeaocTaBnsiTb MX B CUCTEMATU3NPOBAHHOM Buae

OnpepensiTb Kpyr  WUCTOYHMKOB W NUTeEpaTypbl,
HeoOXxoOuMMbIX ANs  MOArOTOBKM  MHAOPMALMOHHO-
aHanUTUYEeCcKMX maTepmnanos

Nanaratb mMarepuan B nornyeckomn
nocrieqoBaTenbHOCTU




Mpou3BOAUTL aHamM3 M OLEHKY  W3NOXEHHOro
martepuana

Od)OpMJ'IFITb TEKCT B COOTBETCTBYHOLLUEM CTUIE

Peﬂ,aKTI/IpOBaTb TEKCT OOKYMEHTOB

dopmynmMpoBaThb BbIBOAbI M peKOMeHAaLINM

OcyllecTBNSTL aBTOMaTM3auuio npoueccoB cbopa,
XpaHeHUs 1 Bblaa4un nHcopmaL mm

Monb3oBaTbCsA YCTPOMCTBaMM aBTOMATM3NPOBAHHOM
o6paboTku TEKCTOBOM nHdopmMau mm n
¢oTOHabOpPHBLIMK YCTPOCTBaAMM

MpUMeHATL BbIYNCTUTENBHYIO TEXHUKY "
MHPOPMALIMOHHbIE TEXHONMOMMU AN 9KOHOMUYHOW U
paLMoHanbLHOM opraHusaumm MHGOPMaLMOHHBIX
MPOLECCOB, NMOBbILLEHNS MX TMGKOCTU U AUHAMUYHOCTU

MponssoanTb MTEPaTYPHO-CTUIMMCTUYECKYHO
obpaboTky TEKCTa, NPOBEPKY NOrMYecKom
nocrneaoBaTeNbHOCTU M3NIOXKEHWS!, aHanmM3a M OLeHKU,
HanmcaHus BbIBOAOB W pekomeHaaLnm

MPYMEHSITb OCHOBbLI NCUXOOMMN AEN0OBOro 06 LWEHMS

Heobxoaumbie
3HaHuS

HopmaTvBHble  npaBoBble  akTbl,  HOPMAaTUBHO-
MeToaunyeckme AOKYMEHTBbI, rocyqapCTBEHHbIE
cTaHaapTbl B cdepe AeATenbHOCTU opraHu3anmm

CTpyKkTypa opraHusauun, pPyKOBOACTBO CTPYKTYPHbIX
noapasaeneHni, HarnpaBneHus AeATeNbHOCTH
opraHusaumu 7 KOMNeTeHL M CTPYKTYPHbIX
nogpasfeneHnm N OSMKHOCTHbIX NN

Knaccudwmkauumsa ynpasneH4yeckon nHopmauuu, suabl
yrnpaBrieH4YeCKON MHGpopMaL mm




dopmbl npeaocTaBneHns yrpaBrieH4YeCcKou
MHcpopmaL mu

NCcToYHMKM ynpaBrieH4yeckon WHopmaumm, MeToauka
oTOOopa NCTOYHNKOB UHCpopMaLLMn

TpeboBaHus, npeabsBrAemMble K yrnpaBreH4YeCckon
MHcpopmaL mu

OcobeHHoCcTH pedepnpoBaHns nHdopmaLmu,
cneundguka odopMrieHNa U COCTaBsIEHUS aHHOTaLWUW,
pecbepatoB, 0630poB, AOKTa40B

Kateropum notpebutenen, Ha KoTopble Oyger
paccyuTaH gaHHbIM 0630p, AoKnag,

Metoabl 06paboTku wHdOpMauMM C NpUMEHEHVEM
COBPEMEHHbIX TEXHUYECKMX CPEACTB KOMMYHUKaL WA U
CBS13U1, BblYMCIIUTENbHON TEXHUKMN

CTpykTypa MHGOPMALMOHHLIX U34aHWIA B 3aBUCUMOCTM
OT XapakTepa WHdopMaumm U LEeneBoro HasHayveHus
NHJPOPMaLMOHHbIX N34aHni

CoBpemeHHble  cpeaoctBa  cbopa, o6paboTku,
cucTemaTtmsauum nHdopmaunum

NCTOYHMKM  nHGopMaumn:  KaTanorm  6mbnuorex,
XypHasnoB, MOWUCKOBbIE CUCTEMbI WHOPMALMOHHO-
TenekoMMyHUKaL MOHHON cetu "HTepHeT",
3NEKTPOHHbIE Ba3bl AaHHbIX

®yHKLUMOHaNbHOe HasHa4YeHne 0630pa
(6ubnmorpadmyeckoro, pedepatnBHOro,
aHanUTMYEeCKOoro) Kak cpeacTBa OpueHTauum YuTaTens
B AIOKYMEHTanbHOM U MHGopMaL MOHHOM MOTOKe

OcobeHHoCcT  obueHaydyHOM U nparmMaTu4eckom
doyHKL MM 0630poB




MpaBuna paboTbl C  BHEWHUMW  HOCUTENSIMU
NHcpopmaLmm

HopmaTtuBHbie AOKYMEHTbI, rocyaapCTBEHHbIE
cTaHOapThl B 06nacTn AesTensHOCTU opraHn3aumm

MoHatTe n  cneuudwmka  GMONMorpadmyeckoro,
pedepaTBHOIO U aHaNMTUYECKOro MHAPOPMaLMOHHOIO
n3gaHus

CnpaBoq Hbl€ NpaBOBbl€E CUCTEMbI

Opyrvne
XapaKkTEPUCTUKMN

3.4.3. TpynoBas dyHKUuus

HanveHoBaHve || OpraHusauuns Kon D/03.6 || YpoBeHb 6
AenoBbIX (noaypoBeHb)
KOHTaKTOB n KBanmdmkawum
MPOTOKOMbHbIX
MepPOoNpUsTUIA

TpyooBou
doyHKLIK

Mpovcxoxaerve || OpurnHan || X || 3aMmcTBOBaHO

N3 opuUrMHana

opuruHana || Homep

CTaHgapTa

Kon PernctpaunoHHbI

npodpeccuroHarnsHoro




TpyooBble aencTeus

OpFaHVI3aLI,VIFI 1N nrnaHnpoBaHmMe AOeroBbiX KOHTAKTOB,
BCTpeY 1 noe3foK pykoBoaUTENA

OpraHusauuns 3acegaHuin, CoBELLAHNIA 1 MEPONPUATUN,
NPOBOAUMbIX PYKOBOAUTENEM

[MoaroToBka mMaTepuarnoB AN COBEL@HWA, BEOEHNE U
odbopmMIieEHNE NPOTOKOSIOB

MoaroToBKa Npe3eHTauuin No ykasaHuio pyKOBOAUTENS

MoarotoBka W MpoBedeHVe Mpecc-KoHdepeHU s
PYKOBOAMUTENS

BcTpeya y4acTHWKOB neperoBopoB, obGecrneyeHne mx
NHpOPMALMOHHBIMK MaTepuanamn, BegeHue 3anucen
Neperosopos

Heobxoaoumbie
YMeHMsI

CocTaBnartb nnaH noes3akun pykosoauTtensd

OdopmnaTb OOKYMEHTbI, HEOOXOAUMbIE AN OENOBOWN
noesaku, KOMaHAUPOBKM PyKOBOAUTENS

CocTaBnatb M ogopMInATb MPOTOKOMblI COBELLAHWMN,
3acefjaHni N OpYrMx KOHAEPEHTHbIX MEPONPUATUN,
rOTOBUTb CMMCOK Y4aCTHUWKOB, MOBECTKY AHS, SSIBOYHbIE
NMCTbI N NPOEKTbI UTOTOBbIX JOKYMEHTOB

CocTtaBnatb npecc-penuabl

BecTu neperoeopkl ¢ napTHepamu

PaboTaTb B pexxMe MHOro3agayHocTu

PaboTtaTtb ¢ 605blwnM 06BEMOM MHGOPMALLUN




Cos3pgaBaTb M noaaepxuBaTh MOMOXATENbHBIA UMUOXK
OopraHv3aLumn 1 pyKkoBOAUTENS

Ncnonb3oBaTb BbIYMCIIUTENMbHYIO TEXHUKY n
NMHGOPMaL MOHHO-KOMMYHUKALMOHHbIE TEXHOMOMMU AN
6ornee 3KOHOMWYHOM W pauUMOHANBHOW OpraHM3aLum
MH(POPMALMOHHBIX ~ MPOLLECCOB,  MNOBbILLEHUA KX
TMOKOCTM U AMHAMUYHOCTH

O6ecneunBatb  MHGOPMALMOHHYIO  ©e3onacHOCTb
opraHusauum

Heobxogumble
3HaHUSA

HopmaTvBHble  NpaBoOBble  akTbl,  HOPMAaTUBHO-
MeToandeckme AOKYMEHTbI, roCyAapCTBEHHbIE
cTaHaapTbl B cdepe AeATENbHOCTN OpraHmu3aLm

CTpykTypa oOpraHusauuu, PyKOBOASALWMIA  COCTaB
opraHusauuMm 1 NoApasfdeneHu,  HanpasreHus
AEeATENbHOCTU  OpraHM3aumMmM U KOMMETEHL MU
CTPYKTYPHbIX NoApasaeneHnii U 4OorMKHOCTHBIX NN

Mcuxonorus AernoBoro 00LLEeHMs, OCHOBbI
KOHQIMKTOSOMmn

MpaBuna npoBedeHUss [LEroBbiX MNEPErOBOPOB U
MPOTOKOSbHbIX MEPONPUSATUN

OTUKET 1 OCHOBbI MeXOyHapoaHOro npoToKosa

[MpaBuna cocTaBneHus 1 opopmMIieHNss JOKYMEHTOB

MpaBuna 3awmtbl KOHMAEHLUMANLHON Cry»KeGHON
MHcpopmaL

7 H(bOpMaLI,I/IOH HO-KOMMYHUKaUNOHHbIE TEXHOMOMNMM

Apyrvie
XapaKTepUCTUKY




3.4.4. TpypoBas pyHKUus

HanveHoBaHve || OpraHusauuns Kog D/04.6 || YpoBeHb 6
NCNONHEHUA (noaypoBeHb)
peLueHui KBanudmkau mm
pykoBoguTens
Mpoucxoxaenne || OpurnHan || X || 3anmcTBOBaHO
TPy4oBON 13 opurnHana
doyHKLMK
Kog PerncTpaumnoHHbIn
opurMHana || Homep
npodpeccroHasnbHoro
cTaHgapTta




TpynoBble

[lokymeHTanbLHoe oopmMmIieHe peLleHnn pykoBoguTens,

JencTemsa aoBefeHMe [0 cBefeHust pabOoTHMKOB OpraHusauum
YCTHbIX pacnopsiKeHUn pyKoBoauTeENs
KoopauHauunsa eatensHOCTU NO UCMOSHEHUIO peLleHui
pykoBoauTens
KOHTpOSb MCNOSNMHEHNS pELLEHNIA PYKOBOAUTENS
[MogrotoBKka OTYETOB O BbLIMNOSIHEHUN TMOPYYEHUA U
peLLeEHNN pyKoBOAUTENS

Heobxoaumbie CocTtaBratb M 0OpMISATE AOKYMEHTbI, cogepXalme

yMEHUs NMOPYYEHUS N PaCMoPsSKEHUS PyKOBOAMUTENS

Bectn yuer nopydeHun pykoBoauTens, Tpebyrowmx
KOHTPOSISA MO CYLLECTBY peLLeHns Bonpoca

UeTko n 6bICTPO nNpuHMMaTb peLlleHnss B npouecce
paboThl

rlpOI/I3BO£I,I/ITb aHanu3 UCMOSHUTENbCKON AUCLMMIHbI

CocTaBnaTb aHanuMTU4eckue OT4YeTbl M CrpaBKU MO
pesynbTatamM WCMOSHEHUS] MOPYHYEHUN U PaCMOPSKEHNN
pykoBOAUTENS

Monb3oBaTtbcs cuctemamm 9NIEKTPOHHOIO
AOKyMeHToobopoTa
MpymeHATb BblYNCIIUTENBHYIO TEXHUKY n

MHPOPMALMOHHO-KOMMYHUKALIMOHHbIE TEXHONOTMK OIS
9KOHOMMWYHOW n pauMoHarnbHon opraHusaumu
MHAPOPMALMOHHbIX MPOLLECCOB, NOBbILLEHUST UX TMOKOCTH
N OMHAMUYHOCTH

ObecneunBaTtb ©e3onacHocTb NEeATENbHOCTHN
opraHusauum




HeO6XO)J,I/IMbIe HOpMaTI/IBHbIe npaBoBbIE aKThl, HOPpMaTUBHO-
3HaHUA mMeTogun4eckumne OOKYMEHTHI, rocygapCTtBeHHbIE
CTaHaapThbl B chepe OeATesIbHOCTU opraHn3aunm

CTpyKkTypa oOpraHu3auuu, PYKOBOACTBO CTPYKTYPHbIX
noapasaeneHnn, HanpaBreHus AEeATENbHOCTH
opraHusaumm n KOMNeTeHL MK CTPYKTYPHbIX
noapasaeneHnii N OMKHOCTHbBIX ML

MpaBuna npoBeaeHUs KOHTPOMS UCMNOSHEHWUSI MOPYYEHWIA
pykoBOAUTENS

TexHonorus BeaeHus KOHTPONA UCNONMHEeHnA I'IOpy‘-IeHI/II7I
pykoBoauTend

Cuctembl 3neKTPOHHOTrO  AoKyMeHToobopoTa, 6a3bl
JaHHbIX

TpeboBaHus oxpaHbl Tpyaa

Apyrvie -
XapaKTepUCTUKY

IV. CBegeHus 06 opraHusauusax - paspadborTumkax
npocgeccnoHanbLHOro cTaHpapTa

npodeccroHarnsHoro ctaHgapTa

4.1. OTBeTCTBEHHAaA opraHM3auus-paspabdboTumk

HI "HauwnoHanbHas accouunauymns OGMCHBIX cneunanncToB "
aAMUHUCTPATMBHLIX paboTHMKOB", ropoa Mockea

[uvpekTop XntocHeBa JTrogmuna lNeTposHa




4.2. HammeHoBaHUA opraHM3auumn-pas3padoTynKkoB



AHO "AreHTCTBO CTpaTerMieckmx UHULMATMB MO NPOOBUNKEHNIO HOBbIX
npoekToB", ropog Mocksa

2 AHO "UensbuHckoe pervoHansHoe areHTCTBO pa3BuUTUs
kBanudmkaumn", ropog YenabuHck

3 AHO BIlNO "MexpervoHanbHbln OTKPbITbIA COLManbHbIA MHCTUTYT",
ropoa WMowkap-Ona, Pecnybnuka Mapuin On

4 Bonrorpagckas ToproBo-npombiLieHHas nanaTta, ropog Bosrorpag

5 ry "Bcepoccumckun Hay4HO-UccneaoBaTenbCKum WHCTUTYT
AOoKymeHToBeneHus n apxveHoro gena" (BHNNOAL), ropog Mockea

6 HOY [OHO "WMHCTUTYT MHGOpMaLMOHHBLIX TexHorornnh "AnTu", ropog
MockBa

7 O6wepoccumnckmm npodcoto3 paboTHMKOB rocyaapCTBEHHbIX
yypexgeHmun 1 obwecTtBeHHoro  obcnyxuBaHus Poccuinckon
depnepaunn, ropog Mockea

8 Obuwepoccuinckoe MexoTpacrneBoe o00beanHeHne paboTtoagaTenen
"Hukene", ropog Mockea

9 00O "Mawnkpocodt Pyc", ropoa Mocksa

10 OO0O "UeHTp akcnepTmsbl 1 cepTudmkaumm”, ropog Mocksa

11 00O "BGnekTpoHHblIe odmcHbIe cuctemsl”, ropoa MockBa

12 [MoBOMKCKMN MHCTUTYT ynpaBneHus umenn M.A. CtonbinuHa - dunuan
Orb0OyY BIIO "Poccuinckas akagemumsi HapO4HOro Xo3sinctea U
rocygapcTBeHHon cnyxGbl npu MpesngeHte Poccurickon deapepauymmn”,
ropoa CapartoB

13 OrACY [ONO "Akagemuss  cTanHgapTu3auum,  MeTporiormm U

cepTudmkaummn”, ropog Mocksa




14

OrbOY BIO "leH3eHCKUA rocyaapCTBEHHLIA YHUBEPCUTET", ropoa
MeHs3a

15

®reOyY BlO  "Poccunckun  rocyaapCTBEHHbIA  TYMaHUTapHbIN
yHuBepcuteT", Kadpegpa aokymeHToBeaeHus, kadegpa ACLOY, ropoa
MockBa

16

OIrbY "HayyHo-nccnegoBaTenbCKUN UHCTUTYT Tpyda M COUManbHOro
cTpaxoBaHus" MuHMCTepcTBa Tpyda W couMarnbHOW — 3almThbl
Poccuinckon ®epepaunn, ropog Mockea

17

ApocnaBckasa TOproBo-npomblILLIeHHas nanara, roposd Apocnassb

<1> O6LUEePOCCUNCKUA KNaccudmKkaTop 3aHATUN.

<2> O6LIepOCCUNCKNI KITAaCcCUDMKATOP BUAOB SKOHOMUYECKON NEATENTBHOCTH.

<3> O6LUEePOCCUNCKUA KnaccudmkaTop crneumnanbHOCTEN Mo 00pa3oBaHUIO.

<4> EfuHbIN KBanNMMKALMOHHBIN CNPaBOYHMK LOIMKHOCTEN PYKOBOLUTENEMN,
CNeunanucToB 1 OPYrnX CryXaLmX.

< 5> O0Lwepoccunckum Knaccudmkartop npodeccur paboymx, OOIMKHOCTEN
cnyKalmx 1 TapudHbIX Pa3psaaos.

OnNEKTPOHHbIN TEKCT LOKYMEHTA
nogrotosneH 3A0 "Koagekc" n ceepeH no:
OdwmunanbHbIn MHTEepHET-NopTan
npaBoBOW MH(popmaLmm
www.pravo.gov.ru, 04.06.2015,

N 0001201506040014
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