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Il. Onncanue TpynoBbIX PyHKIMI, BXOASAIIUX B IPO¢eCCHOHANBHBIN CTAHAAPT (PyHKIHMOHAJIBbHASA KAPTA BUAA
npodeccuoHaIbLHOM 1eATeJIbHOCTH)

O06001IeHHbBIE TPYAOBBIC (PYHKITHH TpynoBble GyHKIIUN
YPOBEHb
KOJI HAaMCHOBAHHE YPOBEHb HAaMMCHOBAHHE KOJI (TIoypoBEHB )
KBaTA(pUKAIAH
KBaJTM(DUKAUN
Opranu3anuoHHOE 3 [Tpuem u pacnpenenenue TeaepoOHHBIX A/01.3 3
obecrieyeHune e TeNbHOCTH 3BOHKOB OpTraHU3aLuI
OpraHu3aIHiH Opranu3zanus paboThl C TOCETUTEIISIMHU A/02.3 3
OpraHu3aIiH
BrinonHeHne KOOPAUHUPYIOLIUX U A/03.3 3
obecrnieunBarOMUX QyHKINH
JloKkyMeHTaIlMOHHOE 5 Opranuzanus paboTsl C TOKyMEHTaMU B/01.5 5
obecrie4eHune e TeNbHOCTH Opraau3anys TeKyIIero XpaHeHus B/02.5 5
OpraHu3aIuu JIOKYMEHTOB
Opranuzanus 00pabOTKH eI 115 B/03.5 5
MOCIICIYFOIIETO XPaHCHHUS
OpranuzannoHHoe, 6 Oxka3aHue NOMOIIM PYKOBOAMUTEIIO B C/01.6 6
JTOKYMEHTAIIHOHHOE U TUTAHUPOBAHUH PA00YETo BpEMEHH
MH(POPMALIMOHHOE [TnanupoBaHue pabodero Hs cekpeTraps C/02.6 6
00ecreYeHne NeATENLHOCTH Opranuzanus TeneQOHHBIX IEPETOBOPOB C/03.6 6
PYKOBOAUTEIIA OpTraHHU3allnun PYKOBOIUTENA
Opranu3anus KOMaHIUPOBOK PYKOBOTUTEIIS C/04.6 6
Opranuzanus paboThl C TOCETUTENSIMHU B C/05.6 6
IIPUEMHOMN PYKOBOAMTEIIS
Opranuzanys NoAroTOBKH, IPOBENECHUS U C/06.6 6
o0cyK1BaHUs KOH(EPEHTHBIX
MEPONPUATHNA
Opranu3anys UCTIONHEHHSI PeIICHHH, C/07.6 6
OCYILIECTBJIEHUE KOHTPOJISI UCTIOTHEHUS
MTOPY4YEHUN PYKOBOAUTEIS
Opranu3zanus 4 nojajiepkaHue C/08.6 6

(GYHKIMOHAJIBHOTO PaboYero NpocTpaHCTBa
IpUEMHON M KaOMHETa PyKOBOAUTEIS




Pa3paboTka JIOKaJIbHBIX HOPMATHBHBIX
aKTOB, PEIIAMEHTHPYIOUINX PadOTy
cekperapsi

C/09.6

Cocrasnenue u ohopmiieHue C/10.6
yIIPaBICHYECKON TOKYMEHTAIUU
Opranuzanus paboThl C TOKyMEHTaMHU B C/11.6
NPUEMHON PYKOBOJUTEIIS
Opranuzanys XxpaHeHus T0KyMEHTOB B Cl/12.6
NPUEMHON PYKOBOJUTEIIS
ObecrieueHne pykoBoguTeNst HH(popMarmen C/13.6
Opranu3zanus nHGHOPMAIITOHHOTO C/14.6
B3aUMOJICHCTBUS PYKOBOAUTEIS C
HO/IPa3ACCHUSMH U TOJDKHOCTHBIMH
JIMIIAMU OpTaHU3aIHH
HNudopmarnmonHo- ®dopmupoBaHue HHHOPMAITMOHHOTO D/01.6
aHATTUTHYECKAst U B3aUMOJICHCTBUS PYKOBOAUTEIS C
OpraHU3aOHHO- OpraHU3aLUsIMH
aJIMUHUCTpATUBHAS Ananu3 nHPOPMALIMU U TOATOTOBKA D/02.6
MOJI/IEPIKKA IeATEIbHOCTH UH()OPMALMOHHO-aHATUTHYECKUX
PYKOBOIUTENS] OpTraHU3aIHN MaTepruasoB
Opranu3anys 1eJ0BbIX KOHTAKTOB D/03.6
IPOTOKOJBHBIX MEPOTIPHATHH
Opranu3zanys UCIIOJHEHUS peleHUH D/04.6

PYKOBOIUTEIIS




I11. XapakTepuctuka 0000111eHHBIX TPYI10BBIX PyHKIMA
3.1. O000menHas TpyaoBasi pyHKIUS

OpranuzanuoHHoe obecreueHme YposeHb
HaumenoBanue Kon A 3
JEATEIbHOCTH OpraHU3aLNU KBaTHUKALIH
[Ipoucxoxaenne 0600meHHO 3anMCTBOBAHO U3
. Opurunan
TpynoBoil pyHKIMN OpUTMHaJIa
Kon PerucrpanuonHslit
OpHUTHHAJIA HOMED
po¢heCCHOHATFHOTO
cTaHmapra
Bo3moxHbie Cekperapb-aIMUHUCTPATOP
HaWMEHOBAHHMS
TOJKHOCTEH, mpodeccuii
TpebGoBanus k Cpennee obmiee oOpazoBaHue
00pa3oBaHHIO U o
[TpodeccronansHoe 00ydeHne - mporpamMmmsl MpodeccnoHaIbHOR
00y4YCHHIO

MOATOTOBKH 1O MPOeCcCHsiM pabodrX, TOHKHOCTIM CITYKAIIUX, TPOrPaMMbI
MIEPETIOATOTOBKU pa0OYHX, CIYXKAIIHUX, IIPOTPAMMBI TTOBBIIIICHUS
KBaJM(UKAUK paboUuX, CIyKaluX

TpeboBaHus K OIBITY
NPAaKTHYECKOH paboThI

Oco0bie ycroBus
J0IyCKa K paboTte

Jpyrue xapakTepuCTUKH

JIOTIOTHUTENBHBIE XapaKTEPUCTUKHU

HaumeHnoBanue 6a30BO# TPYIIIIBI, JOHKHOCTH
HanmMeHnoBaHue 1oKyMeHTa Kon
(mpodeccun) WK crennaibHOCTH

OK3 4222 Croyxaiye, 3aHATbIe IPUEMOM U UHPOPMHUPOBAHUEM

[IOCETUTENEH
OKCO® 032001 JIOKYMEHTOBE/ICHHE U JOKYMEHTAIIMOHHOE 00ECIICUCHHE

YIPABIICHUS
3.1.1. TpynoBasi pyHKUHUS

[Tpuem u pacnpeneneHue TeaePOHHbBIX YposeHb
HaunmenoBanue 3BOHKOB OpraHM3aLliy Kox | A/01.3 (moypoBEHb) 3
KBaJTU(PUKALIUU
IIpoucxoxnenue 3anMCTBOBaHO U3
. Opuruaan
TpyaoBoil pyHKIMN OpUrMHala
Kon opurunana PerucrpannonHbIit
HOMEp
podecCHOHaIBHOTO
CTaHJgapTa

' TpynoBbie aeiicTBUs  [epenanpapienne TeneOHHBIX 3BOHKOB PYKOBOACTBY M COTPYIHHKAM




OpraHu3aIu

Perucrparus noctynaromux tene(OHHBIX 3BOHKOB

[Tony4yenre HeoOXomuMoW HMH(pOPMANMKM W Mepelada CaHKIHOHUPOBAHHOW
uHOpMaIuu 1o Tenedony

HeobOxonumbie ymeHus

OyHKIMH, 33]]a4, CTPYKTYpa OpraHu3aIii, ee CBI3H

IIpaBuna B3auMONEUCTBUS C NAPTHEPAMU, KIMEHTaMU, CPEACTBAMU MAaCCOBOM
nHpopmaruu

DTHKA IEJI0BOr0 OOLICHUS

IIpaBuna peyeBoro 3TUKETa

TpeboBanus oxpaHbl Tpyna

[TpaBuia 3amuThl KOHPUICHIUAIBHON CIykeOHOH nHDOopManuu

HeoOxonumele 3HaHus

Mcnonp30BaTh TEXHUYECKHME M INPOTrPaMMHBIE CPEICTBA Ul IPOBEACHUSA
TOJIOCOBOI MJIM BU1€0-KOH(EPEHII-CBA3U

Hcnonp3oBarh cpeacTBa KOMMYHUKAIIMOHHON OPTTEXHHUKH JUIS MONYYCHUS U
nepenadn HHPOpMaIuu

Bectn yd4erHble perucrpanvoHHbIE (QOPMBI, HCHONB30BaTh WX IS
UH(POPMAITMOHHON PabOTHI

YcraHaBIMBaTh KOHTAaKT C COOCCEINHUKOM, TOJJICPKHBATh W Pa3BUBATH
JIeJIOBYIO Oeceny B mporecce TeaedOHHbBIX IIEPEroBOPOB

Co1axuBaTh KOH(l)JII/IKTHI)IG U CIOXHBIC CUTyalUM  MCKIMYHOCTHOIO
BSHHMOﬂeﬁCTBHH

Co0umroath CITy>KeOHBIN YTHKET

Jlpyrue xapakTepucTUKu

3.1.2. TpynoBasi pyHKIUS

Opranuzanys paboThl C IOCETUTENIIMU YposeHb
HaumeHoBaHue OpraHu3aLuu Koxn | A/02.3 (momypOBEHb) 3
KBaH(UKAIUH
[Ipoucxoxnenue 3auMCTBOBAHO M3
N OpurunHan
TpynoBo# QpyHKIMN OpHUTHHAJIA
Kon opurunana Peructpaumonnsrit
HOMED
po¢heCCHOHATFHOTO
cTaHaapTa

TpynoBsle nencTBUs

Bcerpeua nocerureneit, nonyuyeHue nepBUYHON HHOOPMALIUU O TOCETUTENAX U
IIOMOILb B OPraHU3aLMU UX IIPUEMA PYKOBOIUTEIIEM U COTPYAHUKAMU

Benenue JKypHaJia 3arnucu MOCETUTENEH

VYyer noceruteneit 1 ohopMIIeHHE POITYCKOB

CopnelicTBUe OIEPAaTUBHOMY PACCMOTPEHHUIO TPOCKO U MPEASIOKESHHIMA
OCETUTEEN

ITpuem n mepenada JOKYMEHTOB IOCETHTENEH PYKOBOACTBY M COTPYIHHUKAM
OpraHu3aluu

OpFaHI/I3aL[I/I$I n 6pOHI/IpOBaHI/Ie NEPCrOBOPHBIX KOMHAT

CepBupoBka yaitHoro (kodeiiHoro) croia B opuce

[TpuroroBiieHne HAMUTKOB (Yaii, Kode, MPOoXJIaJUTETbHbIE HATUTKH)

Heob6xonumble ymeHHS

HpaBI/ma OpraHu3alvy IprueMa MOCeTUTENeH

[IpaBuna gemoBoro oOIICHUS

CTpyKTypa OpraHu3aluu U pacupeneiaeHne QyHKIUNH MEXIY CTPYKTYpHBIMU




MOZIPA3ICICHUSIMU U CIIEIUATUCTaMHU

[TpaBuia opraHu3anuu NpueMoB B opuce

[TpaBuna cepBUpPOBKU YaitHOTO (KO(EWHOr0) CTOIa

HpaBI/IJIa IMPUTOTOBJICHHUA U MMOAAYU I'OPAYNX HAIIUTKOB U 3aKYCOK K HUM

DTHKA AEI0BOT0 OOIIEHUS

IIpaBuna peyeBoro 3TUKETa

TpeOoBanust oXpaHsbl Tpyna

[TpaBuiia 3amuThl KOH(PUIECHIIHAIBHOHN CITYy>KeOHON MH(pOpMaLK

HeoOxonumele 3HaHUSA

OO01IAaTHCA ¢ MOCETUTEINAMA

Hcnonp30BaTh yCTAaHOBJICHHBIC IIpaBWJIa W IPOLEAYPHl KOMMYHHKALMH
BHYTPH OpraHU3aLUH

Bectu yuetHsie opMbl, HCIIONIB30BaTh UX AJIs1 PaOOTHI

Co3naBarh MOJIOKUTEIIbHBIA UMUK OpraHU3aluu

[TpuHUMAaTE MepBI IO Pa3pEIICHUI0 KOHGIUKTHBIX CUTYallui

HpI/IMeHSITL I/IH(bopMaI_II/IOHHO'KOMMYHI/IKaI_II/IOHHHe TCXHOJIOI'MH1

ObecnieunBarh KOHMUACHIIUAIEHOCTD HHPOPMAIIH

Jlpyrue xapakTepucTUKu

3.1.3. TpynoBasi pyHKIUS

BrinosiHeHNE KOOPAMHUPYIOIINX U YpoBerp
HaumenoBanue obecreanBaommx (QyHKIH Kox | A/03.3 (momypOBEHb) 3
KBaJTU(PUKALIUU
[Ipoucxoxnenue 3anMMCTBOBAHO M3
N Opurusaan
TpynoBoi#l QpyHKIMN OpHUTHHAJIA
Kon opurunana Peructpaumonnsrit
HOMED
po¢heCCHOHATFHOTO
CTaHIapTa

TpynoBsle nencTBUs

Benenue xxypHaina pa3znpe3ioB pabOTHUKOB OpraHU3aINH

Koopaunarust paboTel KyphepOB M BOJUTENCH OpraHU3aluu

Benenune kypHanma pas3be3foB KyphepOB OpraHM3allid W MaplIpyTOB
BOJIUTENEH

CocraBieHne CIpaBKU O pa3be3ax pabOTHUKOB, KYyphepoOB W MapIIpyTax
BOAMUTEJEH OpraHU3aNU

Heob6xonumble ymeHUs

Hp aBUJIa pEUCBOI'0 9TUKETA

DTHKA IEJI0BOr0 OOIIEHUS

TpeOoBaHus 0XpaHbl Tpyna

[TpaBuia 3amuThl KOHPUICHIMATIBHON cyXeOHOH nHbopManuu

CrpyKkTypa opraHu3aluu U pacrpeaeiacHiue GyHKIUA MEXAY CTPYKTYPHBIMH
MOJIPa3AEIICHUSAMU U CIIEUATUCTaMU

Heo0OxonuMmeie 3HaHUS

CoCTaBJIATh U BECTH YUYCTHBIC TOKYMCHThI

[TpumeHnsTh  cpencTBa  KOMMYHHMKALlMKM  JUIL  TEpefayd  MOpy4YeHHH
PYKOBOAMTENS M COTPYAHUKOB OpraHU3aluu

[TpuMeHsATH COBpEeMEHHBIE cpelncTBa cOopa, o00pabOTKM M mepeaadu
uH(popMaIn

OI.[CHI/IBaTL PE3YIbTAThI B paMKaXx MMOCTABJICHHBIX 3a1a4

OcymiecTBiIsITh ~ KOHTPOJb  HUCHOJIHEHHUS]  TMOPYYEHHH  pPYKOBOIUTEINS
COTPYAHUKAMHU




\ JIpyrue XxapakTepUCTUKH

3.2. O0001meHHas TpyaoBasi pyHKIUS

OKYMEHTAIIMOHHOE 00€eCIIEUeHIE YpoBeHs
HaumeHnoBanue Hoxym 1 Kon B p 5
ACATCIIBHOCTH OpraHu3aliu KBaHH(bHKaHHH
[Ipoucxoxaenne 0600IeHHO 3anMCTBOBAHO W3
. Opurunan
TPYHOBO# (pyHKIIUH OpHTrHHAA
Kon PerucrpanuonHslit
OpHTrHHAA HOMEp
podeccHoHaIbHOTO
cTaHaapra
Bo3MoxHbIE Jlemonpon3BoanUTEIb
HANUMCHOBAHH A

JOJDKHOCTEH, podeccuii

TpebGoBanus k
00pa3oBaHHIO U
00y4YCHHIO

Cpennee npodeccnoHaIbHOE 00pa30BaHUe - MPOTPAMMEI TIOATOTOBKU
KBaTH(UIIMPOBAHHBIX PAO0YNX, CIAYKAIINX

TpeboBanus K OIIBITY
MPAKTUIECKOH PabOTHI

Oco06sble ycroBus
JOTycKa K padoTe

Jlpyrue XxapakTepuCTUKU

I[OHOJ'IHI/ITCJ'IBHBIG XapaKTCPpHUCTUKU

HaumeHnoBanue 6a30BOM TpyYIIIbI, JOKHOCTH
HaumeHnoBaHue nokymeHTa Kon
(mpodeccun) nnu cenuatbHOCTH

OK3 3431 AJMUHUCTPAaTUBHO-YIIPABICHUECKHUM ITepCOHa
EKC* - Jlenmonpon3BoauTEINb

OKIIATP’ 21299 Jlenonpon3BoAUTEND

OKCO 032002 JIoKyMeHTaIlMOHHOE 00eCIIeYeHNE YIIPaBICHUS 1

apXH1BOBEJICHHUE

3.2.1. TpynoBasi pyHKUHUSA

HaumenoBanue

OpraHmaum{ pa60T1>1 C JOKYMCHTaMU

Kopn

B/01.5

YpoBenb
(IOLypOBEHD) 5
KBaJTU(HUKALINT

IIpoucxoxnexnue
TpyAOBOH QyHKIMH

Opurunan

3anMCTBOBAaHO U3
OopurruHajaa

Kon opurunana

Peructpanumonsslit
HOMED
podeccHoHaTbHOTO
CTaHJapTa




TpynoBblie nercTBus

[Tpuem u nepBuyHast 00pabOTKa BXOJAIINX JOKYMEHTOB

[IpenBapurenbHO€  pacCMOTPEHHME U COPTUPOBKAa  JOKYMEHTOB  Ha
PETUCTPUPYEMBIE U HE PETUCTPUPYEMBIE

HO,I[FOTOBK& BXOOAIUX JOKYMCHTOB IJIA pAaCCMOTPCHHA PYKOBOAUTECIICEM

PCFI/ICTp alusd BXOQANUX JOKYMCHTOB

OpFaHI/I3aL[I/ISI AOCTaBKHU JOKYMCHTOB HCIIOJIHUTCIISAM

Benenue 0a3bl JaHHBIX JOKYMEHTOB OpraHU3aluu

Benenune nadpopMamoHHO-CIIpaBOYHOM paboThI

O6paboTka 1 OTIpPaBKa UCXOIANTUX TOKYMEHTOB

Opranm3zanus paboOTBHl MO PErHCTPALlMU, Y4YeTy, XPaHEHUIO M Tepenade B
COOTBETCTBYIOLLIME CTPYKTYpPHBIE MOJIPA3JCICHUSI JOKYMEHTOB TEKYIIEro
JIEJIONPOU3BO/ICTBA

KOHTpOJ'IB HCIIOJIHCHUA TOKYMCHTOB B OpTraHHU3allin

Heo6xonumbie ymeHHS

HOpMaTI/IBHBIC IMpaBOBBIC AKTbl WM HOPMATUBHO-MCTOAUYCCKHUEC IJOKYMCHTHI,
OMPCACIIOIINEC ITOPAAOK JOKYMCHTALIUOHHOI'O obecIieueHus YIpaBJICHU

CtpyKTypa opraHu3aiu, pyKOBOJACTBO CTPYKTYPHBIX MOAPa3IEICHUI

CoBpeMeHHbBIE HHPOPMAIIMOHHBIC TEXHOJIOTHH PAa0OTHI C TOKyMEHTAMHU

[Topsimok paboThl ¢ JOKYMEHTaMH

CxeMbl TOKYMEHT0000poTa

HpaBHna pa6OTBI C BXOIAIIUMH, UCXOAAIINMU U BHYTPCHHUMU JOKYMCHTAMU

HpaBI/ma oprannu3aivii H q)OpMI)I KOHTPOJIA HCIIOJIHCHHA OOKYMCHTOB B
OpraHu3alnun

Tumossie CPOKH UCITOJIHCHHUA JOKYMCHTOB

[TpuHIMIIBI pabOTHI CO CPOKOBOM KapTOTEKOU

HaznaueHue 1 TEXHOIOTUs TCKYHICTO U NPCAYIPECAUTCIIBHOI'O KOHTPOJIA

[IpaBuiia cocTaBieHUs] aHATMTUYECKUX CIPABOK MO OpraHU3alUu padboThl C
JIOKYMEHTaMU U KOHTPOJIIO UCIIOJHEHUS JOKYMEHTOB

HpaBI/IJ'Ia JOKYMCHTAIITMUOHHOT'O oOecreueHus ACATCIIBHOCTHU OpraHu3alnuu

Bunsl JOKYMCHTOB, UX HA3HAYCHUC

Tpe60BaHI/I$I, MPEABABIIACMBIC K JOKYMCHTaM B COOTBETCTBHUH C
HOPMATUBHLBIMU AKTAMHU U I'OCYAAPCTBCHHBIMU CTAHAApTaAMU

[IpaBuna cocraBneHuss U  opopMiIeHHS HHGPOPMAIIMOHHO-CIIPABOYHBIX,
OpraHU3alMOHHBIX, YIIPABICHYECKHUX JTOKYMEHTOB

HpaBI/ma CO3gJaHusA W BCIACHUA 0a3 JaHHBIX CJ'Iy)KGGHI)IX AOKYMCHTOB B
OpraHu3aluun

CucTeMbl 2IEKTPOHHOTO TOKYMEHTO000pOTa

IIpaBuia u CpOKH OTIPABKHU UCXOASAIINX JOKYMEHTOB

TpeOoBaHus oxpaHbl Tpyna

HeoOxoquMmeie 3HaHUS

Paborath co Bcell COBOKYMHOCTBIO HH(OPMAalMOHHO-JOKYMEHTAIIMOHHBIX
pECYPCOB OpraHu3aluu

[Tonp3oBarbCst 6a3aMu JaHHBIX, B TOM YUCIIE YIaJICHHBIMHU

ITonws3oBaTbCs CIIPaBOYHO-TIPABOBBIMU CUCTCMAaMU

Ilonb30BaTbCsi aBTOMATU3UPOBAHHBIMM CHUCTEMaMH y4deTa, pPETUCTpaLuu,
KOHTpOJIE M WH(GOPMAIMOHHO-CIIPAaBOYHBIMU CHUCTEMaMHU @pu paboTe cC
JIOKYMEHTaMU OpraHU3aluu

[TpumeHsTH COBpPEMEHHBIE HH(}OPMaMOHHO-KOMMYHHKAIIHOHHBIE
TEXHOJIOTHH JJIsi paboThI ¢ IOKYyMEHTaMH, B TOM YHCIIE JUI1 €€ ONTHUMU3ALUN
Y TIOBbIIIEHUS () (HEKTUBHOCTH

Jlpyrue XxapakTepuCcTUKU




3.2.2. TpynoBasi GpyHKUHUSA

Opranu3zanus TeKyIero XpaHeHus Yposenb
Haumenosanwue JOKYMEHTOB Koz | B/02.5 (TOypOBEHB) 5
KBaJTU(PUKALIUU
ITpoucxoxxnenue 3auMCTBOBaHO M3
. Opurunan
TpyHoBOH (pyHKIUH OpHTHHAIA
Kox opurunana PerucrpanuoHHsIi
HOMeEp
npodeccHoHaIbHOTO
cTaHaapra

TpynoBsle nencTBUs

Pa3paboTka HOMEHKJIATYphI /1€ OpraHu3aluu

[TpoBepka mpaBMWIBHOCTH OGOPMIICHHS JOKYMEHTOB U OTMETKH 00 UuX
UCIOJHEHUM Tepes; UX (QOpPMHPOBAHHUEM B J€l0 JUIsl IOCIEAYIOLIETO
XpaHeHUs

DopMyIIHPOBAHKE 3ar0JI0BKOB €I U ONPEIEICHNE CPOKOB UX XPaHEHMUSI

dopmupoBaHUe Jel

KOHTpOJII) MMpaBHUJIBHOI0O M CBOCBPCMCHHOI'O PACHPCACICHHUA W IMOAIIMBKHU
JOKYMCHTOB B JI€JIa

HeoOxonumbie ymeHus

HOpMaTI/IBHLIC IMPpaBOBBIC AKTbI, HOPMATUBHO-MCTOAWYCCKUC HOKYMCHTHI,
rocyaapCTBCHHBIC CTAaHAAPThI, OMPCACIIAIOIINEC IMTOPAJOK JOKYMCHTALIMOHHOI'O
obecrneyeHus YIIpaBJICHUA

Bunel HomeHknaryp, oOumue TpeOOBaHMS K HOMEHKIAType, METOJUKa €€
COCTaBJICHUS U 0OPMIICHUS

[IpaBuna comtacoBaHuss HOMEHKJIATYPHI JI€JI C BEIOMCTBEHHBIMU ApPXUBAMU U
JKCIEPTHOU KOMUCCUEN

[Topsimox dopmupoBanuss u odopmiieHust nen, cnenuduka HopMHUPOBAHUS
OTJIETIbHBIX KaTEeropui Aei

[IpaBuia XxpaHeHus Jed, B TOM 4HCIE C JOKYMEHTAaMH OIPaHMYE€HHOTO
JocTyna

HpaBI/ma BbIIAYM U UCITIOJIB30BAHUA JOKYMCHTOB U3 C(i)OpMHpOBaHHI)IX pI(SA) |

TpeOoBaHus oxpaHbl Tpyna

HeO6XOI[I/IMLIe 3HaHUA

OpraHu3oBbIBaTh ~ paboOTy MO  y4YeTy, XpaHEHHI0O U I[epefadye B
COOTBETCTBYIOIIEE CTPYKTYpPHOE TOApA3/CIEHUE JOKYMEHTOB TEKYIIETo
JIEJIONPOU3BO/ICTBA

OC}’HICCTBJ'I?ITI) METOAUYCCKOC PYKOBOACTBO ACIOIMPONU3BOCTBOM B
OopraHu3allii, KOHTPOJHNPOBATH IIPABUIIBHOC (l)OpMI/IPOBaHI/Ie, XpaHCHUC U
caaqy ACJI B apXUB

Pa3pa0arbIBaTh HOMEHKJIATYPY JIeJ1 CTPYKTYPHOTO MO/Ipa3/ieIeHus

Hcronb30BaTh HOMEHKIIATYPY €] IIPU U3YYEHHHM CTPYKTYpPbl OpraHU3aluH,
COCTaBJICHUU OIIUCEN eIl

OpranuzoBbiBaTh paboTy 1O (OPMUPOBAHHIO JET B COOTBETCTBUU C
YTBEPKACHHON HOMEHKJIATypOil 1€ OpraHu3anun

[TpaBUIBHO ¥ CBOEBpEMEHHO (POPMHPOBATH JOKYMEHTHI B JleJla C YI€TOM HMX
cneuuduku

CI/ICTCMaTI/BI/IpOBaTL AOKYMCHTBI BHYTpPH [I€JId

ObecnieynBaTh COXPAaHHOCTH U 3aIIUTY JOKYMEHTOB OpraHu3aluu

[TpumensTh WHGOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH IS PaOOThHI
C TOKyMEHTaMH




\ JIpyrue XxapakTepUCTUKH

3.2.3. TpynoBasi pyHKUHUSA

Opranmsanys 00padOTKH AeI IS VYposeHb
Haumenosanwue IOCIIE/IYIOIIEr0 XPAHEHHS Koz | B/03.5 (TOypOBEHB) 5
KBaJTU(PUKALIUU
ITporcxoxKaeHHE 3aMMCTBOBaHO M3
. Opurunan
TPYIOBOM (PYHKIMN OpHUTHHAJIA
Kon opurunana Peructpanumonsslit
HOMEp
npodeccHoHaIbHOTO
cTaHgapra

TpynoBsle necTBus

[IpoBepka CpOKOB XpaHEHHs! JOKYMEHTOB, COCTaBJIEHHE IPOTOKOJA PabOThI
HKCHEPTHOM KOMHUCCHHM MO TOATOTOBKE TOKYMEHTOB K XPaHEHHIO, aKTa O
BBIZICJICHUH K YHUUTOXKEHUIO JIOKYMEHTOB, HE MOJICKAIINX XPAHCHUIO

CocraBneHue BHyTpeHHeﬁ OIIMCH ACJT OJIA 0c000 LHCHHBIX JOKYMCHTOB

OdopmiieHne e NOCTOSHHOTO, 0JITOBPEMEHHOTO CPOKOB XPaHEHUS

Odopmienne OOJIOKKH €1 IOCTOSHHOTO, JOJTOBPEMEHHOTO CPOKOB
XpaHeHHus

CocrapieHue OIKuCcH ACJI HOCTOAHHOI'O, JOJTOBPEMECHHOI'O CPOKOB XPAHCHUA

Hepenaqa JCJI B apXUB OpraHu3ainuu

HeoOxonumbie ymeHHS

HOpMaTI/IBHI)IG IMPaBOBBIC AKTbI, HOPMATUBHO-MCTOAWYCCKUC JTOKYMCHTEI,
rOCYIapCTBEHHBIEC CTaHIAPThI, ONPEEIISIONINE TOPAI0K JOKYMEHTAIMOHHOTO
oOecrieueHus yrnpaBieHUs

Kpurepun pasaeneHus JOKYMEHTOB Ha IPYIIIBI B COOTBETCTBUU C LIEHHOCTBHIO
nH(pOpMaIMH, COlEprKaleiicsl B HUX

HOpHI[OK HUCIIOJb30BaHUA  THUIIOBBIX HWJIM  BCIAOMCTBCHHBIX nepequﬁ
JOKYMCHTOB, OIPCACICHHUA CPOKOB XpaHCHHA B IIPOLCCCE IOKCICPTU3BI
HEHHOCTU JOKYMCHTOB

[Topsimox co3znanusi, OpraHU3alui U JOKYMEHTUPOBAHUS PaOOTHI SKCIEPTHOM
KOMHCCUH

HpaBI/ma COCTABJICHUA U YTBCPKACHUA IIPOTOKOJIA pa6OTBI BKCHepTHOﬁ
KOMUCCHH

HpaBI/ma COCTABJICHUA W YTBCPIKJACHUSA aKTa O BBIACICHUU NOKYMCHTOB, HC
MOJICIKAIINX XPAHCHHUIO

[TpaBuia TexHu4YeCcKoi 00pabOTKU U MOTHOTrO O(opMIIEHUS AeT MOCTOSTHHOTO
Y BPEMEHHOT'O CPOKOB XPaHEHHUS

HpaBI/ma COCTABJICHUA OIMKUCU ACHT IMOCTOAHHOTO M BPEMCEHHOI'O CPOKOB
XpaHEHUA B COOTBETCTBHUH C JIGﬁCTByIOH.[HMH HOPMAaTUBHO-MCTOAUYCCKUMHA
JOKYMCHTaMH

[TpaBuiia nepegayun 1e1 B apXUB OpraHu3alun

TpeOoBaHust oXpaHbl Tpyna

HCO6XO,Z[I/IMLIC 3HaHUA

ITonws3oBaTbes NepCUHsAMU NOKYMCHTOB U aAHAJIMU3UPOBATH q)aKTI/I‘-ICCKOC
COACPIKAHUE MMCIOMUXCA B JCJIC NOKYMCHTOB IIPU OMPEACTICHUN CPOKOB HUX
XpaHCHU

OdopMIATh TOKYMEHTHI SKCIIEPTHON KOMHCCHH

O(I)OPMJ'IHTB 00JIOKKH ACIT IMMOCTOAHHOTO U BPEMCHHOI'O CPOKOB XpAaHCHHA B
COOTBETCTBHH C Tpe6OBaHI/I${MI/I TOCYAApCTBECHHBIX CTaAaHAAPTOB




[Tpon3BOAUTH XPOHOJOTHYECKU-CTPYKTYPHYIO CHCTEMATHU3ALIMIO JIE]T

OcymiecTBIsATh TEXHUYECKYIO OOpabOTKy M TOJHOE O(OpMIICHHE Jel
HOCTOSTHHOTO ¥ BDEMEHHOT'O CPOKOB XpaHEHHUSI

CocCTaBIATh ONIHUCHh ACT IMOCTOAHHOTO W BPEMCHHOI'O0 CPOKOB XPAaHCHUA B
COOTBETCTBHH C I[CﬁCTBymHIHMH HOPMAaTHBHO-MCTOAUYCCKNMH JOKYMCHTaMU

[TpumMeHATs UHPOPMATUOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH JJIsI PabOThI

C JOKYMCHTaMH

Jlpyrue xapakTepuCTUKH

3.3. O6001meHHas TpyaoBasi GyHKIUsA

HanmeHnoBanue

[Mpoucxoxaenune 00001IEHHOI
TPYIOBOM QyHKIIMH

OpI‘aHI/I?)aHI/IOHHOe, JOKYMCHTAIIMUOHHOC 1
YpoBeHb
nH(pOpMaITMOHHOE 00ECIICUCHHE Kox | C 6
KBaJH(PHUKAIIT

ACATCIIBHOCTH PYKOBOAUTCIIA OpraHru3allu

3aMMCTBOBAHO U3

Opurunan
OpHIHHAJA
Kon Perucrpanuonssiit
OpHTHHaJa HOMeEp
npoheCCHOHATBEHOTO
cTaHIapTa

Bo3moxHbIE
HaWMEHOBAHHUS
TOJKHOCTEH, mpodeccuii

CereTapL PYKOBOOUTECIIA

TpeGoBanus k
00pa30BaHUIO U
00y4JeHUIo

Briciiee oOpa3oBanue - 6akajiaBpuar

HIIN

Cpennee npodeccronaibHOEe 00pa30BaHKE - MPOTPAMMBbI IOATOTOBKH

CIICIUAJIMCTOB CPCAHCTO 3BCHA

JlononuuTenbHOE podeCcCHOHANBEHOE 00pa3oBaHUE

TpeOoBaHuUs K OIBITY
MPaKTHYECKON padoThI

He menee ABYX JICT BBITIOJIHCHUS pa60T 10 OpraHnu3alluOHHOMY U
JAOKYMCHTAIIUOHHOMY 00eCIIeUeHUIO ACATCIIBHOCTHU PYKOBOAUTCIIA
OopraHu3anuvu 1pu CpeaIHEM HpO(beCCI/IOHaJ'ILHOM O6pa3OBaHI/II/I

Oco0Oble ycrmoBus
J0IycKa K paboTe

Jpyrue xapakTepuCTUKH

JIOOTHUTENBHBIE XapaKTEPUCTUKHU

HanmeHnoBanue JOKYMCHTa KOII

HaumeHnoBanue 6a30BO# TPYIIIBI, JOHKHOCTH
(mpodeccun) uim crenuaaTbHOCTH

OK3

2432 bubnuorekapu, Oudanorpadsl, T0KyMEHTOBEIbI U
CTIETIMAMCTHI POJICTBEHHBIX Tpodeccuit

EKC

Cexperapb pyKOBOJUTENS

OKCO

032001

JIOKyMEHTOBEICHHE U JOKYMEHTAIIHOHHOE 00eCTIeYeHHE
YIPaBJICHUS




032002 JIOKyMEHTAIITMOHHOE 00CCIICUCHHUE YIIPABJICHHS 1

apXUBOBEJCHUE
3.3.1. TpynoBasi pyHKUHUSA
Oka3zaHue NOMOIIHN PYKOBOJMUTENIO B VYposeHb
HanmeHoBaHke TUTAHUPOBAHUH paboyuero BpeMeHu Kon | C/01.6 | (nonyposens) 6
KBaJTU(PUKALIUU
IMpoucxoxaeHne 3anNMCTBOBAHO U3
. Opurunan
TPYMOBON (DYHKIIHH OpHTHHaa
Kon opurunana Peructpanumonsslit
HOMEDp
npodeccHoHaIbHOTO
cTaHgapra

TpynoBblie nencTBUs

Bri6op ¢popmer mimanupoBanus u odopMIIeHHE TUIAHUPOBIIUKA (OpraHaiizepa)
PYKOBOZIUTEIIS

Brecenne nHhopMauu B IIIaHUPOBITUK (OpraHaisep)

ComracoBaHnue ¢ PYKOBOAUTECIIEM BPEMCHHBIX I1JIAHOB

CornacoBanue TeneOHHBIX MEPETOBOPOB, BCTPEY U MEPOIPHUATHH C
napTHEPAMH, KIIMEHTaMH, PYKOBOAUTEIISIMH MOAPA3ACICHUN U COTPYIHUKAMU

HudopmupoBaHre pyKOBOIUTENS O perilaMeHTe HaMEUEHHBIX MEPONPUATUN

[Tpemynpexaenne o MPUOIMKEHUN BPEMEHH HAMEUEHHBIX MEPOTIPUSTHN

dopmupoBaHKe pe3epBa BpeMEHH JJIsi HENPEIBUICHHbBIX CUTYaIu

HeoOxonumbie ymeHHS

Crierudrika OCHOBHOM JIESITEIHHOCTH OpTaHU3aluu

OcCHOBBI aJIMUHUCTPAaTHBHOIO IIpaBa M TPYAOBOIO 3aKOHOJATEJIbCTBA
Poccuiickont @enepanuu

PykoBoasiuii cocTaB OpraHU3alviy 1 €€ MoApa3aeICHuN

cDyHI(I_[I/II/I CaMOMCHCI>)KMCHTAa

[TpuHIMIIBI ¥ TpaBUIIA IUTAHUPOBAHUS pabOvYero BpeMeH!

ITocTanoBka neneit

HpaBI/ma MMPOBCACHHA ACTIOBBIX IIEPETOBOPOB

TpeOoBaHus oxpaHbl Tpyna

HeoOxonuMmeie 3HaHUS

YcTaHaBIMBaTh LEIH, ONPEAEIIATh HEPAPXHIO LENeH

OnpenensiTh TPUOPUTETHOCTH M OYEPETHOCTH BBIMOJIHEHUS paboT u
3 PeKTUBHO pacnpenensaTh pabouee BpeMs

Oxka3bIBaTh OMOIIb PYKOBOJUTENIO B PACIIPEIEIIEHUH €0 pado4ero BpeMeHH!

Bri6upars ontuManbHble CIOCOOBI HH(MOPMUPOBAHUS MAPTHEPOB, KIHEHTOB,
MOCETUTENEH, PYKOBOAUTENEH  MOAPA3NCIEHUA U COTPYAHUKOB O
IJIAHUPYEMBIX MEPOIPUITHIX

O6ecrneunBarh HHGOPMAITMOHHYIO OE30TTACHOCTH ACATEIHPHOCTH OPTaHU3AIlUN

Jlpyrue XxapakTepuCcTUKU

3.3.2. TpynoBasi GpyHKUHUSA

HaunmeHnoBanue

[TnarnpoBanue pabodero JHs ceKpeTaps Yposenb

Kox | C/02.6 | (nomyposens) 6
KBaITU(UKALIUU




IIpoucxoxnenue
TpyHoBoi#l pyHKIMN

Opwurnsan

3aMMCTBOBaHO U3
opuTHHaNa

Kon opurunana Peructpanmonssrit
HOMED
PO eCCHOHATBEHOTO
CTaHIapTa

TpynoBbie nericTBUs

Br160p 1 odopmiieHre TUIaHUPOBILKKA CEKpeTaps

Benenue nHeBHUKA (Ha SIEKTPOHHOM H /WM OyMa)XHOM HOCHTEJIE)

ComracoBaHue IUIAHOB C IUVIAHAMH 1 CpOKaMu pa6OTBI PYKOBOOUTEIIA

Pacnpenenenue pabouero BpeMeHu (Ha A€Hb, HEJEIIO0, TIEPCIIEKTUBY)

HCpCHCCGHI/Ie HCBBIIIOJHCHHBIX 3allJTAHUPOBAHHBIX 3a1a4

BrmmosHeHNE THITMYHBIX CKCOAHCBHBIX OCJI

Heo6xonumbie ymeHHS

Ocobennoctr 0QOpMIICHUSI TUIAHUPOBIIMKA (HA SJCKTPOHOM U OyMaKHOM
HOCHTEJIAX )

OCHOBBI yIIpaBJI€HUsI BDEMEHEM

HeoOxonumele 3HaHUS

Bri6upats 1 0opMIISITh MIAaHUPOBIIHK

BHocuTth 1 orciexuBaTth MHPOPMAIMIO HA AJIEKTPOHHOM H/MIM OyMa)kKHOM
HOCHUTEJIe

PaccraBnsars MMPUOPUTETHI, BBIACIIATH BAXXHOC U CPOYHOC

Bri6uparh onTUMaNbHBIN PUTM pabOTHI

AHaJII/I3I/IpOBaTI) IMPUYKUHBI HCBBITIOJIHCHUA 3a1a4

[TpumeHsTh HHGOPMATMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOIOTHU

Jlpyrue xapakTepucTUKu

3.3.3. TpynoBasi pyHKUHUSsA

Opranuzanus TeaepOHHBIX IEPETOBOPOB Yposenb
HaumeHoBaHuE DPYKOBOIUTEIS Kox | C/03.6 | (momyposeHs) 6
KBaHUKAIUH
[Ipoucxoxnenue 3anMMCTBOBaHO W3
N Opurunan
TpynoBo# QpyHKIIMH OpHUTHHANA
Kon opurunana Peructpaumonnsrit
HOMED
npodeccHoHaIbHOTO
cTaHaapTa

TpynoBsle nencTBUs

Benenue 0a3bl TeneOHHBIX KOHTAKTOB PYKOBOAMTENS

COCI[I/IHCHI/IC PYKOBOAUTECIIAA C KOHKPETHBIMU a0OHEHTAMH

IToaroroBka MaTepuajioB IJid Teﬂe(l)OHHBIX MEPECTOBOPOB PYKOBOAUTCIIA

Perucrpanus noctynammux B NpUEMHYIO TeJIe(OHHBIX 3BOHKOB

[lepenanpaBneHre  OTHAENbHBIX  TeNe()OHHBIX 3BOHKOB  3aMECTUTENISIM
PYKOBOJIUTENS, APYTHM COTPYIHHUKAM

[Tony4yenune HeoOxomuMmol HHpoOpMaNMKM M Tepegada CaHKIMOHUPOBAHHOW
uH(popMaIuu 1o TenedoHy

YcTaHOoBIEHHE KOHTAKTa C COOECETHUKOM, TOICPKAHUE U Pa3BUTHUE JIETTOBOM
Oecenpl B Ipoliecce Tese(hOHHBIX IEPETOBOPOB

OkazaHue TOMOIIM PYKOBOJUTENIO TMpPU OpPraHu3aldd U POBEICHUU
Tene(OHHBIX MEPErOBOPOB U BUICOKOH(DEPEHITN I

Heob6xonumble ymeHHs

TenedoHHBIE KOHTAKTHI PYKOBOJIUTEIS

(I)YHI(I_II/II/I, 3aa4r, CTPYKTypa OpraHu3anuu, €€ CBA3U 110 BCPTHUKAIN U




TOPHU30HTAIN

IIpaBuna B3auUMOIEHUCTBUSA C ITAPTHEPAMH, KIIMEHTAMHU, CPEICTBAMU MACCOBOU
nHpopmaruu

HpaBI/IHa MNoAACp X KaHUA U Pa3BUTHUA MCKIIMYHOCTHBIX OTHOIIICHU N

[TpaBuiia mpoBeeHUsI IETOBBIX IEPETOBOPOB

[TpaBuna 3amuThl KOHPUICHIUATBHON HH(OPMALIUN

TpeboBanus oxpaHbl Tpyna

HeoOxonumeble 3HaHus

Bectu u ucnonb3oBare B pabore 0a3y AaHHBIX Tene(OHHBIX KOHTAKTOB
PYKOBOJIUTEIIS

Hcnonp30Barh cpeacTBa KOMMYHHKAMOHHON OPITEXHUKH /IS TTOJMYYEHHS U
nepenadn HHPOpMaIuu

Bectn yderHsle perucrpanuoHHble (HOPMBI, HCIONB30BAaTh HMX  JUIA
UH(POPMAITMOHHONW paboThl U PabOTHI MO KOHTPOJIIO HMCIIOMHEHUS PEIICHHMA
PYKOBOZIUTEIIS

CD1a)xuBaTh KOH(l)J'II/IKTHBIe 1 CJIOXKXHBIC CUTyallu MCKIIMYHOCTHOT'O 06H.[CHI/I$I

Vcnonb30BaTh TEXHUYECKHE M IPOrpaMMHBIE CpEICTBA JJIsl HPOBEIEHUS
r0JI0OCOBOM MM BUJ1€0-KOH(EPEHII-CBA3U

O0ecreunBaTh I/IH(1)OpMaI_II/IOHHy}O 0€e301I1aCHOCTD JACATCIIbHOCTH OpraHu3aluu

Co0umroath CITy)KeOHBIN ITHKET

Jpyrue xapakTepuCTUKH

3.3.4. TpynoBasi pyHKIUS

Opranusanus KOMaHIuPOBOK YpoBerp
HaumenoBanue DPYKOBOIUTEIIS Kox | C/04.6 (moypoBEHb) 3]
KBaITU(PUKAINU
ITporcxoxkaeHHE 3auMCTBOBAHO U3
. Opuru=aan
TPYHOBOH (PyHKIMK OpHTHHAIA
Kox opurunana Peructpanuonsslit
HOMEp
npoQeCCUOHATBHOTO
cTaH;apra

Tpynossle nencTBUs

IToarororka IMPOCKTA CJ'IY)KC6HOI‘O 3alaHUA PYKOBOOUTCIIA

[ToaroroBka mpoekTa nprkasa o ciyke0HOM KOMaHIMPOBKe

Brinmucka KOMaHAMPOBOYHOTO YAOCTOBEPEHHMSI M €r0 PETUCTpalus MpH
HEOOXOIMMOCTH

HOI[FOTOBKa JOKYMCHTOB Ha ITOJIYUYCHHUEC BU3bI, 3arpaHUYHOT'0O TaCropTa

3aka3 KeJIEe3HOAOPOXKHBIX W aBMAOWJIETOB, TOCTHHHL, TPAHCIOPTHOTO
oOecriedyeHus: pyKOBOIUTENS

OdopmieHre MporpaMMbl MOE3JKH, YTOYHEHHE OCOOEHHOCTEH IPOTOKOJIA
IIJIAHUPYEMBIX MEPONIPUATHI

IToaroroBka JOKYMCHTOB K ITOC3KC PYKOBOAUTCIIA

YTouHeHHe naThl, TOJKHOCTEH, paMIIMi B TporpaMMe KOMaHAUPOBKU

[TpopaboTka MapiipyTa pYKOBOJHUTENS, YBA3Ka €ro ¢ paclucaHueM
TpaHcrnopTa

OOpaboTka  MaTepuajoB  KOMAaHIUPOBKH, oOQOpMJIEHHE  OT4eTa O
KOMaHANPOBKE

HeoOxonumbie ymeHus

HOpSI}IOK IMOATOTOBKH U MPOBCACHUSA KOMaHIUPOBOK

HOprI[OK O(I)OpMJ'ICHI/I}I JAOKYMCHTOB IJI1I KOMAaHIWUPOBKH H OTUYCTHBIX




JIOKYMEHTOB 10 KOMaH/IUPOBKE PYKOBOAUTENS

JlenoBol MpoTOKOII

DTHKA AEI0BOT0 OOIIEHUS

HeoOxonumelie 3HaHUA

OdopMIISITh aBaHCOBBIE OTYETHI PYKOBOIUTEIIS

OpranuzoBbIBaTh BCTPEYN PYKOBOJUTENS C MPUHUMAIOIIEH CTOPOHON

OdopMIIsATH KOMaHIUPOBOUHBIE TOKYMEHTHI

OOpaOarpiBaTh JOKYMEHTHI M MaTe€pHalbl [0 pe3ylbTaraM MOE3JKH
PYKOBOAMTEIS

Ob6ecnieunBarb paboTy odrca BO BpeMst OTCYTCTBUSL PYKOBOAUTEIIS

[IpuMeHATH CIIOCOOBI IETOBOTO OOIIECHHUS

Hcnonp30Barh cpeicTBa KOMMYHUKAITUH JIJIsE 00€CTICUCHUS B3aUMOJICHCTBHYSI C
PYKOBOJIUTEIIEM BO BPEMSI €0 JAEJIIOBOM NOE3IKH

Jlpyrue xapakTepuCTUKH

3.3.5. TpynoBasi pyHKUUSA

Opranu3anys paOoThI C TOCETUTENSIMU B Yposenp
HaumeHnoBanue NPUEMHOH PYKOBOUTEIS Koz | C/05.6 | (momypoBens) 6
KBaITU(PUKAINU
[Ipoucxoxnenue 3auMCTBOBaHO U3
. Opurusan
TPyIoBO# QpyHKIIMK OpUTrHHAIIA
Kox opurunana Peructpanuonsslit
HOMEp
npodeccHoHaIbHOTO
cTaHaapTa

TpynoBsle nencTBUs

Opranu3zanys JUYHOTO NMpUeMa MOCETUTENeH PYKOBOIUTEIEM

‘YcTaHoBIIeHHE NopAaKa npueMa Ijisd pasjInYHbIX KaTer OpI/Iﬁ MOCETUTENCH

Benenue xypHana npeaBapuTEIbHON 3alIMCH HA IPUEM

Perucrpanus nocerurenen

CopnelicTBUe ONEpaTUBHOMY pPAcCMOTPEHHUIO TIPOCKO U MPEeATIOKEHHUH
IIOCETUTEIEN U COTPYIHUKOB OPraHU3aLMH

Opranuzanys nprema JejI0OBbIX IapTHEPOB B odrice

Opranu3zanusi 0OCTYKUBaHUSI PYKOBOAUTENSI U €ro JEIOBBIX MapTHEPOB B
oduce

CepBupoBka yaitHoro (kodeiHoro) croia B opuce

IIpunsATHe Mep IO COXPAaHEHWID KOMMEpPYECKOM TaWHBI B XOZAE IIpUeMa
MOCETUTENEH U X HaXOXK/IEHUSI B IPUEMHOMN 1 KaOMHETe pyKOBOAUTENS

Heob6xonumble ymeHUS

HpaBI/ma OpraHu3aly IprueMa MOCETUTENeH

[IpaBuna nemoBoro oOIIeHUS

Hp aBUJIa pCUYCBOI'0 3TUKETA

Hp aBHJIa YCTAaHOBJICHUA KOHTAaKTa, noagacp KaHus n Pa3sBUTHA
MEKITMIHOCTHBIX OTHOIIICHUM

CrpyKTypa OpraHuzaluy U pacrpeneneHie QyHKIUA MEXIY CTPYKTYPHBIMU
MOJpPA3ICICHUSIMH U CHIEIHAINCTaMU

[TpaBuia opraHu3anuu NpueMoB B opuce

DTHKET ¥ OCHOBBI MEXTYHAPOTHOTO MPOTOKOIA

[TpaBuia cepBUpOBKH YaifHOTO (KO(eitHoro) crona

HpaBI/ma IMPUTOTOBJICHHUA U MMOJAYU IT'OPAYNX HAIIUTKOB U 3aKYCOK K HUM

[TpaBuia 3amuThl KOHPUICHIMATIBHON cykeOHOH nHpopManuu




HeoOxonumele 3HaHUA

OpFaHI/I3OBBIBaTB 1 00ecneynBarh JNYHBIE KOHTAKThI PYKOBOAUTEIIA

YpaBiasiTh KOHGIUKTaMHU

YYUTHIBaTh TCUXOJOTUYECKHE OCOOCHHOCTH JUYHOCTU MPU  Pa3IUYHBIX
BUJaX MTPO(EeCCHOHATBHOTO OOIICHUS

Hcnonp30BaTh yCTAHOBJICHHBIE IIPaBWJIA M INPOLEAYPbl KOMMYHHMKAaLUU
BHYTPH OpraHU3aLMH

Bectn yderHsle perucrpanuoHHble (HOPMBI, HCIONB30BAaTh HMX  JUIA
MH(POPMAITMOHHOW paboThl U PabOTHI MO KOHTPOJIIO HMCIIOMHEHUS PEIICHHUM
PYKOBOZIUTEIIS

Co3naBarh MOJIOKUTEIIbHBIA UMUK OpraHU3aluu

[TpuHUMAaTE MepBI IO Pa3pEIICHUI0 KOHGIUKTHBIX CUTYallui

HpI/IMeHﬂTB I/IH(bOpMaHI/IOHHO'KOMMyHI/IKaHI/IOHHBIe TECXHOJIOT'HH

ObecrnieunBarh  KOH(QHUICHIMAIBLHOCT, B NPHEMHOM ©  KaOuHere
PYKOBOZIUTEIISI, COXPAHATH KOH(PHUASHINAIBbHYIO HH()OPMAIHIIO B TaiiHE

Jpyrue xapakTepuCcTUKH

3.3.6. TpynoBasi pyHKUHSA

Opranu3zanys HorOTOBKH, ITPOBEACHHS U VpoBeHs
Haumenosanue o0cTykuBaHHsI KOHPEPEHTHBIX Kon | C/06.6 | (momyposens) 6
MEpPOTPHUSITHIA KBaIH(HKALHH
[Tpoucxoxnenue 3auMCTBOBaHO M3
. Opurusan
TPyIoBO# QpyHKIMK OpuUrvHaja
Kox opurunana Peructpanuonsslit
HOMED
po¢eCCHOHATBEHOTO
CTaHJapTa

Tpynossle nencTBUs

IToaroTroBka mOBECTKHU IHS MCPOIPUATUA

OdopmieHue criucka yyaCTHUKOB MEPOTIPUATHS

HNHdpopMupoBaHUE yYaCTHHKOB O HAMEYAIOLIEMCS MEPONPUSATHH U YCIOBUSIX
y4dacTtus

Br16op MecTa u BpeMeHH MTPOBEAECHUSI MEPOIIPHUSITUS

IToaroroBka HpeﬂBapHTeHLHOﬁ CMCTHI pacxog0B

Paccpuika npuniameHuii MOATBEPAUBIINM y4aCTHE B MEPOIPUSITUI

C60p TCKCTOB JOKJIAAOB U IMTPOCKTOB UTOIOBLIX JOKYMCHTOB Yy JOKJIaIYNKOB

Paccpimka uH(OpPMAMOHHBIX MaTepUajoB YYacTHUKAM KOH(EPEHTHOTO
MEPOINIPUATHS

CocraBieHue SIBOYHBIX JIMCTOB M CIHCKAa PETUCTpPAallMM  YYaCTHUKOB
MEPOIPUATHS

3aKyrka KaHLIEISIPCKUX TOBAPOB U MPOAYKTOB JJIsl oOecrieueHus Kode-mays

Pemenne BOITPOCOB TCXHUYCCKOTO OCHAIICHUA MCPOIIPUATHUA

[ToMoms B TOATOTOBKE JIOKJIaga PYKOBOIHUTENS, MPE3CHTAI[HOHHBIX
MaTepHaIoB

OpFaHI/I3aLII/I$I IOATOTOBKH NPC3NANYyMa U pa6oq1/1X MCCT YHYaCTHUKOB

Opraau3zanyst BCTpEYU ¥ PErUCTpaIis yYaCTHUKOB MEPONIPUATHS

Benenue IMPOTOKOJIA MCPOIIPUATHUA

Opranu3zanys cepBUCHOTO 00CITYKMBaHMsI BO BpeMsi Kode-nay3

Opranuzanys KylnbTypHO-MAacCOBBIX  MEPOINPUATUI, TPAHCIOPTHOIO U




TOCTHHUYHOTO 00€CIIeUueHHs

Heo6xonumble ymMeHHS

Kommnekc OpTraHHU3allMOHHO-TCXHUYCCKUX MepOHpI/ISITI/Iﬁ 10 IIOAIOTOBKEC H
IIPOBEICHHUIO COBCH_IaHI/II‘/'I 1 IEPETOBOPOB, B TOM YHCJIC MCKIYHAPOIHBIX

[IpaBuna BeneHHsA, MOATOTOBKM M OGOPMIICHHS TPOTOKOIA M JIPYTHUX
JIOKYMEHTOB, CO3JaBaéMbIX B IIpoOLeCCe MOATOTOBKH KOH()EPEHTHOIro
MEPOIIPUATHS

CocTaBieHHE CMEThI pacxoaoB

OCHOBBI HaNMCaHUsI peuei U T0KIa10B PYKOBOIUTEIS

Hp aBHJIa YCTAHOBJICHUA KOHTAKTa, noagacpKaHus n Pa3BUTHUA
MEXKJINYHOCTHBIX OTHOILICHUM

IIpaBuia aem0BOro OOLICHHUS, JIEI0OBOTO ATUKETA

ITHKET ¥ OCHOBEI MCKAYHaApPOJHOI'O IIPOTOKOJIA

HpaBI/IHa MMPOBCACHHA ACTIOBBIX IICPETOBOPOB

[TpaBuiia 3amuThl KOH(PUIECHIIHAIBHOHN CITY>KEOHON MH(pOpMaLK

TpeOoBanust 0OXpaHbl Tpyna

HeoOxonumele 3HaHUS

OpraHu3oBbIBaTh MpPOLIECC MOJATOTOBKM K HPOBEICHHIO KOH(PEPEHTHOTO
MEPONPUITHSI UHIUBUAYAIbHO U B COCTaBE pabouel IpyIIbl

JIOKyMEHTHpPOBaTh pa3HbIE ATalbl MPOIEIYPHl MOATOTOBKH U IPOBEICHUS
KOH(EPEHTHOTO MEPOIPUSITUS

[lepenaBare wHpOpPMAIMIO, JOKYMEHTBI W  MaTepuajbl  yJaCTHHKAM
KOH(EPEHTHOTO MEPOIPUSITUS

[TogroraBnmuBarh W 00OPYIOBaTH CTOJ MpE3UAMYMa W pabodne MecTa
YYaCTHUKOB COBEIIAHUA (3aceqaHusl)

CepBupoBarh daitHbIi (koelHbINH) CTOT BO BpeMs MpoBeaeHus Kode-Tay3

CO6J’II-O,I[aTB IMpaBujia ACJIOBOI'O 9TUKETA U ITPOTOKOJIA

[TopnepxuBaTh UMUK OPraHU3ALUN

COSI[aBaTB HMHIDK CCKpPETAps, COOTBGTCTBYIOH_[I/Iﬁ HUMUJKY OpraHUu3aluu

PaGotare ¢ wuHQOpManueil, aHamU3UpoBaTh M OPEACTaBIATH €€ B
CUCTEMaTU3UPOBAHHOM BUJIE

OOecneunBaTh OE30IIACHOCTH ACATCIIbHOCTHU OpraHn3aluu

[TpumeHsTh HH)OPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH

ObecrnieunBath  KOM(OPT  YYaCTHUKOB  KOH(EPEHTHOIO  MEpONpHUsTHS,
MIOMOT'aTh B BONPOCAaX MPOKUBAHUSI, TPAHCTIOPTHOTO 00ECTICUEHHUSI

Jlpyrue XxapakTepuCcTUKU

3.3.7. TpynoBasi pyHKUHUSA

Opranu3zanys UCTIOTHCHHSI PEIICHUH, YpoBeHb
HaumenoBanne OCYIIECTBIIEHUE KOHTPOJISI UCIIOJIHEHUS Kox | C/07.6 | (nmomyposens) 6
MTOPYYEHUN PYKOBOIUTEIS KBaJMuKaIn

IIpoucxoxnexnue
TPpyAOBOH QyHKIMH

Opurunan

3anMCTBOBAaHO U3
OopurrnHajaa

Kon opurunana Peructpauumonsslit
HOMEp
podeccHoHaTBHOTO
cTaHaapTa

TpynoBsle nencTBUs

JoxymeHTanpHOE 0(hOpMIICHHE PEIICHU PYKOBOIUTES

I[OBC,I[CHI/IG J0  CBCACHUA pa60THI/IKOB OpraHu3anun paCI'IOprKeHI/Iﬁ




PYKOBOAMTES

KoopauHanus AeaTeIpHOCTH 110 UCIIOJIHEHUIO PELIEHU pyKOBOAUTENS

Benenue cpokoBOro TeKymero U npeaynpeIuTeIbHOr0 KOHTPOIIS

IIpoBepka UCTIOJIHEHUS TOPYYEHUN PYKOBOAUTEINS B YCTAHOBIEHHBIN CPOK

[Tpenynpexnenue COTPYAHHKOB 00 HCTEYEHUH CpOKa  MCIIOJIHEHMS
IIOPY4YEHUHN PYKOBOAUTEIS

duKcanus UCIOJHEHUS TOPYUYCHUI

CocraBieHre OTYETOB U AHAIIMTUYECKUX CIIPABOK O BBIIIOJHEHUM IIOPYYCHUM
U PEIICHUN PYKOBOIUTEIS

HeobOxonumbie ymeHus

OOmme TpeOoBaHUS K CPOKaM HCIOJHEHUS JTOKYMEHTOB M KOHTPOJBHBIM
GyHKIUSAM cITyKOBI JOKYMEHTAIIHOHHOTO 00eCTIeueHus

[Tpunuummnel, criocoObl UHGOPMUPOBAHUS COTPYITHUKOB

DTHKA IEJI0BOr0 OOLICHUS

VYopasineHdeckass CTpyKTypa OpraHu3allid, pPYyKOBOJACTBO OpraHU3aluHy,
00pa3mpl MOAMUCEH PYKOBOMSIIUX COTPYIHUKOB, KPYr HMX IOJTHOMOYHMNA W
OTrpaHUYEHUS UX 30H OTBETCTBEHHOCTHU

I/IHCTPYKIII/II/I o ACJIONPOU3BOACTBY U APYIMM JIOKAJIbHBIM HOPMAaTHBHBIM
dKTaM, YCTAHABJIMBAIOIIHUM HOPSAAOK pCain3allui YIIPABJICHYCCKUX NPOUCAYD

HeoOxonumele 3HaAaHUA

BecTu cpokoByr0 KapTOTEKY

BecTtu yueTHble perucrpanroHHble (POPMBI, UCIIONB30BaTh UX AJIsi pabOThI IO
KOHTPOJIIO UCIIOJHEHMSI IOPYYEHUN PYKOBOIUTENS

PaGorare ¢ wHpOpMamueil MO KOHTPONIIO, CHCTEMAarW3UpOBaThb €€ U
IIPEICTABIISATh B BUJIE CBOJHBIX JTOKYMEHTOB

Hcnonb3oBare  CpeacTBa KOMMYHMKAlMK Ul IIepeladd  IOpYyYEHHH
PYKOBOIUTEIISA

Hcnonb30BaTh COBpEMEHHBIE CpelcTBa cOopa W OOpaOOTKH KOHTPOJIBHOM
uHpopmaruu

[TpumeHsTh HH)OPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH

OI_[eHI/IBaTL PE3YIIBTAThl B paMKaX IMOCTABJICHHBIX 3a1a4

OcylecTBIATh  KOHTPOJb  WCIOJNHEHUS  MOPYYEHUH  PYKOBOIUTENS
COTPYIHUKAMU

Jlpyrue XxapakTepuCcTUKU

3.3.8. TpynoBasi pyHKuusA

Opranuzanus u noaaepxkaHue
YpoBeHb
KIIMOHAJIBHOTO paboyero

HaumeHoBaHue (bymKn p . Kox | C/08.6 | (momyposens) 6
MMpOCTpaHCTBA MPUEMHOU U KaOnHera KBaJII/I(bI/IKaHI/II/I
PYKOBOJIHUTEIIS

IIpoucxoxnenue 3anMCTBOBAHO U3

. Opurunan
TPyIoBO# QyHKIIMH OpUTHHANA
Kon opurunana Peructpauumonsslit
HOMED
npodeccHoHaIBHOTO
CTaHJapTa

Tpynossle nencTBUs

ObecnieyeHre pabovero Mecra PYKOBOAMTENS HEOOXOAMMBIMHU CpPEICTBAMHU
OpraHU3aIMOHHON TEXHUKHU, KaHIISIIPCKUMH MPUHAIICKHOCTSIMHI

OpFaHI/I3aL[I/I$I HpHeMHOﬁ O(I)I/Ica B COOTBCTCTBHH C Tpe6OBaHI/IHMI/I




SPTrOHOMMKH U KYJIBTYpPHI TpyAa

Opranuzanus opopMIIeHUsI HHTEpbepa MPUEMHON PYKOBOIUTEIS

O6opynoBanue pabodero MecTa OprTeXHUKON, TEPCOHATLHBIM KOMITBIOTEPOM,
BCIIOMOT'aTEJIbLHON TEXHUKOMN

Opranuzanus  o0OpyaOBaHHS  NPUEMHOM  CHUCTEMaMH  XpaHEHus,
HEOOXOAMMBIMU  TIPUCIIOCOOJICHUSIMU,  OOCCIICUCHHUS  KAHIIECISPCKUMU
TOBapaMu

ObecrieueHre XpaHEHUsI U 3aMEHBI PACXOIHBIX MaTe€pHajoB, MOBCEIHEBHBIN
yXOJI 32 OPITEXHUKOMI

3akas KaHOCIIAPCKUX TOBAPOB, THTUCHUYCCKHUX TOBAPOB, IIPOAYKTOB ITUTAHUA

Heo6xonumbie ymeHHS

TpeboBanus OXpaHbI Tpyna, MPOU3BOICTBEHHOU CaHUTApUH,
IIPOTHUBOII0KAPHOH 3aLUTHI

OCHOBBI TIPaBUJIBLHOW OpraHW3alMM TPyda M METOABl TOBBIIMICHUS €T0
3¢ (HEeKTUBHOCTH

OCHOBBI prOHOMUKHU orca u HIOPUCTUKU

CraHgapThl U peKOMEHIaluU 10 000pyI0BaHUIO0 O(UCHBIX MTOMEIIECHUN

CocTaB opraHM3allMOHHON TEXHUKH, €€ YCTPOHCTBO U MOPSAOK PadOTHI C HEH

HeoOxonumele 3HaHUS

Co3pnaBarb ycnoBus, obecrnieunBarole 3pGHeKTUBHYIO pabOTy pyKOBOAUTEIS

[IpuMeHATh B COOTBETCTBMU C HA3HAYCHUEM CPEICTBA OpPraHU3AIMOHHON
TEXHHUKH, KAHLIETSAPCKUE MPUHAIICHKHOCTH

OcHamjate pabouee MeCTO pYKOBOAMTENS U cBoe pabouee MecTo
HEOOXOUMBIM 000PYIOBaHUEM

OCYIJ_ICCTBJ'IHTL 3aMCHY PACXOHBIX MAaTCpUaJIOB, YXOI 3a OpI‘TCXHHKOﬁ

OcymecTBISTh TOBCEAHEBHBIN YXO/ 332 KOMUPOBAJIBHBIM allaparoM, 3aMeHYy
U XpaHEHHEe KapTpUJIKed, ToHepa

KOHTpOJII/IpOBaTB COCTOSAHHEC W IIOIOJIHATH 3alacCbl KaHUECIAPCKUX TOBAPOB,
CpCACTB 'MTUCHBI, IPOAYKTOB TUTAHU

Jpyrue xapakTepuCTUKH

3.3.9. TpynoBasi pyHKuus

Pa3paboTka oKaIbHBIX HOPMAaTHBHBIX VpoBeHs
HanmenoBanue aKTOB, PENIaMEHTHPYIOMINX paboTy Kox | C/09.6 | (momypoBens) 6

IIpoucxoxnenue
TPYHAOBOH pyHKIUH

Opuru=aan

3anMCTBOBaHO M3
OpHUTHHAaJIA

Kox opurunana Peructpanuonsslit
HOMEp
npodeccHoHaIBHOTO
CTaHjapTa

Tpynossle nencTBus

Pa3pa0oTka JOIKHOCTHON MHCTPYKLIMHU CEKpeTaps

Pa3paboTka oJIoKeHHNs O CeKpeTapuare

Pa3paboTka HHCTPYKIUU 110 ACTONPOU3BOJCTBY

Heob6xonumble ymeHUS

[TpaBoBBIE OCHOBHI yrpaBieHHs (OCHOBBI aJIMUHUCTPATUBHOTO, TPYIOBOTO U
TpakIaHCKOTO TIpaBa)

JleficTByrone NpaBOBbIE AKTbl, HOPMATUBHO-METOIWYECKHUE JOKYMEHTHI,
rOCyAapCTBEHHBIE CTaHAPTHI, ONPEESIONINe MOPSI0K TOKYMEHTAallMOHHOTO
oOecrieyeHus yrpaBiIeHHs




CTpyKTypa, pyKOBOJICTBO CTPYKTYPHBIX MOApA3ACICHUNA, 00pa3Ibl MOAIHCen
JIL[, UMEILIUX IIpaBO IIOAIMCAHUA U YTBEPKIACHUS JOKYMEHTOB, WU
OTpaHUYEHUS UX 30H OTBETCTBEHHOCTHU

HpaBI/IHa JOKYMCHTAlIlUOHHOT'O obecnieyeHus ACATCIIBHOCTHU OpraHu3aluu

[Topsimok paboThl ¢ JOKYMEHTaMH

TpeGOBaHI/ISI, MMPpCABABIISAICMBIC K AOKYMCHTaM B COOTBCTCTBHUH C
HOPMAaTUBHBIMU aKTaMU U I'OCYAApCTBEHHBIMU CTaHJapTaMU

[IpaBuiia cocTaBlIeHHsS OPraHU3aLMOHHBIX JIOKYMEHTOB  (II0JIOKEHUH,
MHCTPYKLUH, pErJIAMEHTOB)

Bupl 10KyMEHTOB, MX HA3HAYEHUE

OCHOBBI JOKYMEHTHOM JINHIBUCTUKHU

TpeboBanus oxpaHbl Tpyna

HeoOxonumele 3HaHUA

CocTaBisaTh 1 0OPMIISITH OPTaHU3AIMOHHBIE M METOJUYCCKUE TOKYMEHTBI

PeI[aKTI/IPOBaTB TEKCTHI CJ'Iy>K€6HI>IX JOKYMCHTOB

Pabotare co Bceil COBOKYNHOCTBHIO WH(OPMALMOHHO-TOKYMEHTAIIMOHHBIX
pecypcoB OpraHu3aIiu

[Tonb3oBarbest 6a3aMu JaHHBIX, B TOM YUCJIE YIaJeHHBIMU 0a3aMu JaHHBIX

Hcmonp30BaTh CITPAaBOYHBIC ITPABOBBLIC CUCTCMBIL

PaGotarh ¢ koMIbIOTEpOM, KaTajgoramu (Mankamu) u (aitiaMmm, CKaHEpOM

[Tonp30BaThCst OPUCHBIM MAKETOM (TEKCTOBBIN PENAaKTOP, TAOIHIIBI)

[Tonb3oBaTbest nepudepHitHBIMU YCTPOUCTBAMHU M OPTTEXHUKOM

I1os1b30BaTHCS IIEKTPOHHOM MOYTON

ITonp30BarnLCs cucTeMamMu QJICKTPOHHOTI'O ,Z[OKYMCHTOO60pOTa

Jpyrue xapakTepuCTUKH

3.3.10. TpynoBasi pyHkuus

Cocrasnenue u opopmiieHIe Yposenb
HanmeHosanne yIIpaBIeHYECKON JOKYMEHTAIIUH Kox | C/10.6 |  (nonyposens) 6
KBaHUKAIUH
[Ipoucxoxnenue 3aMMCTBOBaHO U3
N Opurunan
TpynoBo# QpyHKIIMH OpHUTHHANA
Kox opurunana Peructpanuonsslit
HOMEp
npodeccHoHaIbHOTO
cTaHaapTa

TpynoBsle nencTBUs

CocraBieHHe MPOEKTOB PACIOPSIUTENbHBIX (IIPUKa3bl, PACIOPSLKEHUs) U
MH(POPMAITMOHHO-CIIPABOYHBIX JJOKYMEHTOB (CIyeOHbIe MHCbMA, CIIPAaBKH,
TOKJIAHBIC U CITYKEOHBIC 3aIHCKHN )

IIeuats CJ'Iy>K€6HBIX JOKYMCHTOB U IPYIUX MAaTCpruajioB

PasMHOXeHUE CITy>KeOHBIX TOKYMEHTOB

KoHTposnb MpoxoXaeHus JOKyMEHTOB B OpraHu3aluu (coriacoBaHUe,
MOJTMCaHNe U YTBEPKJICHNUE JOKYMEHTA)

HeoOxonumbie ymeHus

[TpaBoBbIE OCHOBBI yrpaBieHHUs (OCHOBbI aJIMUHHUCTPATUBHOIO, TPYIOBOTO U
XO035IICTBEHHOTO TpaBa)

CTpyKTypa OpraHM3anui, pPYKOBOJICTBO CTPYKTYPHBIX IOApPa3ACICHUM,
o0pa3ibl MOAMUCEH JHIl, UMEIONINX MPaBO TOAMHCAHUS U YTBEPKIACHUS
JIOKYMEHTOB, U OTPAaHUYEHHUS UX 30H OTBETCTBEHHOCTH

HpaBI/ma JOKYMCHTAIIMOHHOT'O obecneyeHuUs ACATCIIbHOCTHU OPpraHnu3aluu




[Topsimok paboThl ¢ JOKYMEHTaMH

TpeGOBaHI/ISI, MNpCABABIISICMBIC K AOKYMCHTaM B COOTBCTCTBHUU C
HOPMAaTUBHBIMU aKTaMU U I'OCYAApCTBEHHBIMU CTaHJapTaMUu

Buapl 10KyMEHTOB, MX HA3HAYEHUE

[lpaBuna commacoBaHusi JOKYMEHTOB OpraHU3ali (BHYTPEHHETO W
BHEIIIHETO)

HpaBHna MOANKMCAHUA U YTBEPKACHHUA JOKYMCHTOB

[IpaBuna cocraBineHuss u odopmileHUS HHPOPMALMOHHO-CIIPABOYHBIX,
YIIPaBICHYECKUX JOKYMEHTOB U CITY)KEOHBIX ITUCEM

OCHOBEHI HOKYMGHTHOfI JIMHITBUCTHKHA

FpaMMaTI/I‘-IeCKI/Ie IIpaBHrJjia PyCCKOI'O SA3bIKa

TpeboBanus oxpaHbl Tpyna

HeoOxonumelie 3HaHUSA

PenakTupoBarh TEKCTHI CIIY)KEOHBIX TOKYMEHTOB

[Tonp3oBaTbest yHUGUIIUPOBAaHHBIMU (hOPMaMU TOKYMEHTOB

OdopmisiTh KaccoBble ()MHAHCOBBIC JTOKYMEHTHI M JOKYMEHTHI IO YYETy
HAKJIaIHbIX PacXOI0B

Ileuarats CJ'Iy>K66HLIe JAOKYMCHTBIL

[Tonp3oBaTbest epuepuiHBIMA YCTPOMCTBAMH M OPTTEXHUKOU

PaGoTaTts ¢ KOMIIBIOTECPOM, CKaHCPOM

[Tonp30BaThCSt OPUCHBIM MAKETOM (TEKCTOBBIN PENAaKTOP, TAOIHIIBI)

ITonp30Barscs 3JI€KTpOHHOI>i TTOYTOH

[Tonp30BaThCS CUCTEMAMHU AIEKTPOHHOTO JIOKYMEHTOO00pOTa

O0ecmeunBaTh 0€30I1aCHOCTh JACATCIIbHOCTH OpraHu3alun

Jlpyrue xapakTepucTUKu

3.3.11. TpynoBas pyHKIUSs

Opranuzanus paboTsl C JOKYMEHTaMH B Yposenb
HaumeHnoBanue NPUEMHOH PYKOBOTHTEIS Koz | C/11.6 | (momyposens) 6
KBaHUKAIUH
[Ipoucxoxnenue 3aMMCTBOBAHO M3
N OpurunHan
TpynoBo# QpyHKIMN OpHUTHHAJIA
Kon opurunana Peructpaumonssrit
HOMEp
npodeccroHaibHOro
cTaHaapTa

TpynoBsle nencTBUs

[Tonyuenue, npeaBapUTEIbHOE PACCMOTPEHUE U COPTUPOBKA MOCTYNAIOIINX B
IIPUEMHYIO PYKOBOIUTENS TOKYMEHTOB

[ToaroToBka TOKYMEHTOB ISl PACCMOTPEHUSI PYKOBOAUTEIIEM

Yuer JOKYMCHTOB, IOCTYIIAOMIUX HAa UMS PYKOBOAUTCIIA

OpFaHI/I3aI_II/I$I AOCTAaBKHU JOKYMCHTOB UCIIOJIHUTCIISIM

Coznanue u BefieHHe 0a3bl JaHHBIX JTOKYMEHTOB PYKOBOJIUTEIS

Benenune nadopmMaioHHO-CripaBoYHOM paboThI

KoHTpOJIb MCTIOTHEHUS TOKYMEHTOB U TOPYYEHHUI PYKOBOAUTEIIS

Heob6xonumble ymeHUS

HopmaruBHbIE IpaBOBBIE AaKThl, HOPMAaTMBHO-METOAMYECKHE JOKYMEHTHI,
roCyAapCTBEHHBIE CTAHAPTHI, ONPEEIONINe TOPSA0K JOKYMEHTAHOHHOTO
oOecriedeHus yrpaBIeHHs

CtpyKTypa opraHu3amyu, PyKOBOJCTBO CTPYKTYPHBIX MOApa3IeICHUI

COBpCMeHHLIC I/IH(I)OpMaI_II/IOHHLIC TCXHOJIOTHUH pa6OTLI C JOKYMCHTaMH




[Topsimok paboThI C JOKYMEHTaMHU, CXEMbI JOKYyMEHTO000pOTa

HpaBI/ma pa6OTI>I C BXOOAIIUMHU, UCXOAAIINMU U BHYTPCHHUMU JOKYMCHTAMU

HpaBHna oprannu3ald KOHTPOJIA UCIIOJTHCHHUSA JOKYMCHTOB W THUIIOBBIC CPOKH
HCIIOJIHCHUA TOKYMCHTOB

HpaBHna COCTaBJICHUA AHAJIUTHUYCCKHX CIIPABOK II0 OpraHu3alnuu pa6OTI)I C
JOKYMCHTAMH 1 KOHTPOJIIO UCITOJHCHUA JOKYMCHTOB

[IpaBuia co3manust W BedeHUs 0a3 JaHHBIX CIYXEOHBIX JIOKYMEHTOB B
OpraHu3aln

CucteMbl 2IEKTPOHHOTO JOKYMEHTO000pOTa

TpeboBanus oxpaHbl Tpyna

HeoOxonumelie 3HaHUSA

Paborats ¢ BXozsieH, ucXoas1eil, BRyTpEeHHENH JOKyMEHTaluen

[Tonp30BaTbcsi  cucTeMaMH  3JEKTPOHHOTO  JOKYMEHTOOOOpoTa Ui
perucTpanuu, KOHTPOJS JOKYMEHTOB U HH(POPMAIHMOHHO-CIIPABOYHON
paboThl C TOKyMEHTaMU

[TpumMeHsATH UHPOPMAITUOHHO-KOMMYHUKAIIHOHHBIE TEXHOJIOTHH IS pabOoThI
C JOKYMEHTaMH

CocTaBnsiTh 1 0POPMIISITH HOPMATUBHBIC AKTHI

Jlpyrue xapakTepucTUKu

3.3.12. TpynoBas ¢pyHKkuus

Opranu3zanys XxpaHeHus T0KyMEHTOB B YpoBeHsb
HaumenoBanue IIPHEMHOI PYKOBOXUTEIS Kon | C/12.6 (TI0mypOBEHB) 3]
KBaITU(PUKALINN
[IpoucxoxaeHue 3auMCTBOBaHO U3
N Opurusan
TPyI0BO# pyHKIIMK OpUTHHAJIA
Kon opurunana Peructpauumonssiit
HOMED
po¢eCCHOHATEHOTO
CTaHIapTa

Tpynossle nencTBUs

Pa3pa60TI<a pa3aciioB HOMCHKIJIATYPbI ACJI OpraHru3alnun

®dopmupoBaHre U 0QOPMIIEHUE JIeJ1 TOCTOSHHOTO, TOJTOBPEMEHHOTO CPOKOB
XpaHeHus

[TonroroBka u nepemaya aei B apXuB OpraHU3aIUN

Heob6xonumble ymeHUs

HopmaruBHblE INpaBOBBIE AaKTBI, HOPMAaTHMBHO-METOAMYECKHE JOKYMEHTHI,
rOCyAapCTBEHHBIE CTaHAPTHI, ONPEEISIONINE TOPSI0K TOKYMEHTAMOHHOTO
oOecrieyeHus yrpaBiIeHHsI

Bunel HomeHknaryp, oOmue TpeOoBaHMsS K HOMEHKIAType, METOJIMKa ee
COCTaBJICHUS U 0(OPMIICHHS

[Topsimox QopmupoBanust U oQOpMIEHHS €1 C YyKa3aHHeM crHenupuxu
(dbopMuUpOBaHUs OTAEIbHBIX KaTETOPU /1€

[IpaBuna xpaHeHusi nA€l, B TOM YHCIE€ C JOKYMEHTaMU OrPAaHUYEHHOIO
JIOCTYTIa

HpaBI/ma BbIJIAYM U UCIIOJIb30BAHUSA JOKYMCHTOB U3 C(I)OpMI/IpOBaHHBIX p1(SA) |

TpeboBaHus oxpaHbl Tpyna

HpaBI/ma MOATOTOBKH U ICPCAavUn ACII B ApXUB OPraHU3aluiu

Heo0OxonuMmeie 3HaHUS

Pa3pabareiBaTh HOMEHKJIATYpy J€Jl OpraHU3allid C YYeTOM JIEHCTBYIOIIHMX
HOPMaTUBHO-METOANYECKUX JOKYMEHTOB

Hcronb30BaTh HOMEHKIJIATYPY 1€ IPU U3YYEHHWH CTPYKTYpPBhl OpPraHM3alUU,




COCTAaBJICHHUU OITHMCEN NEN

®opmupoBarb U O(OPMIIATH Ji€la B COOTBETCTBHHM C YTBEPKIACHHOU
HOMEHKJIaTYPOH €Il OpraHU3alHH

ObecrnieunBaTh COXPAaHHOCTH JOKYMEHTOB OpraHU3aluU

[Tpou3BOANTH MOATOTOBKY ACI JIS TIEPEIauH B ApXUB

[TpumMeHsATH UHPOPMATUOHHO-KOMMYHUKAIIHOHHBIE TEXHOJIOTHH JJIsi PabOThI
C JOKYMEHTaMH

Jpyrue xapakTepuCTUKH

3.3.13. TpynoBasi pyHkuus

ObecrnieueHre pyKOBOAUTENS Yposenb
Haumenosanwue undopmarmeit Koz | C/13.6 (TOypOBEHB) 6
KBaJTU(PUKALIUU
[Ipoucxoxnenue 3aMMCTBOBaHO U3
N Opurusaan
TpynoBoi#l QpyHKIMN OpUTHHANA
Kox opurunana Peructpanuonsslit
HOMEp
npodeccHoHaIbHOTO
CTaHJapTa

TpynoBsle neicTBus

Cboop wu mepepaboTka WHPOpPMAIMK, HEOOXOAMMON IS  MPUHATHS
000CHOBaHHBIX YIPABICHUCCKUX PEIICHUN

[IpoBepka AOCTOBEPHOCTH, TOJHOTHI M HEMPOTUBOPEUYMBOCTH JTAHHBIX,
HCKJTIOUYEHUE AYOIupoBaHusl HHGOpMAIINH

[TpemocraBiieHe JAHHBIX B AMHOM M YIOOHOM JUISI BOCIIPHSITHSI (popmare

BrisiBienne Hanbosee 3HaYMMBIX KPUTEPUEB CUCTEMAaTH3aluU MHGPOpMAIHH
U cO34aHus 0a3 JaHHBIX

cDOpMPIpOBaHI/Ie M UCIIOJIL30BaHue 0a3 JAaHHBIX B OpraHu3anuun

Heob6xonumble ymeHUs

OcobeHHocTH (OPMHUPOBAHUS BHEIIHMX M BHYTPEHHHMX HMH(OPMAlMOHHBIX
IIOTOKOB

CocTaB BHEIIHUX I/IH(I)OpMaLII/IOHHLIX IIOTOKOB

CocraB BHYTpEHHUX HHPOPMALIMOHHBIX TOTOKOB

CtpykTypa oOpraHuzaldd MU TOPSAOK B3aUMOJCHCTBUS MOApa3ACICHUN U
CITy X0

OcobenHocty (hopMHpoBaHus 06a3 JaHHBIX B OpraHU3alUU

CoBpeMeHHbIE HayYHbIE METOJIbl U TEXHUUYECKUE CPEJCTBA, CIIOCOOCTBYIOIIHE
cOopy, 00paboTKe, COXpaHEHUIO U Tiepeaade HHHOPMAIMOHHBIX TOTOKOB

MeTOI[LI O6pa6OTKI/I HH(bOpMaHHH C NIPUMCHCHUCM COBPCMCHHBIX
TEXHUYCCKUX CPCACTB KOMMYHI/IKaHI/Iﬁ " CBs3U, BBIYHCIIMTEILHON TEXHUKH

TpeOoBaHus 0XpaHbl Tpyna

Heo0OxonuMmeie 3HaHUS

OcymmecTBisITh cO0p, 00paboTKy M aHaM3 WHGOPMAIIUA B COOTBETCTBUU C
TpeOOBaHUSIMU KPAaTKOCTH, HYETKOCTH (HOPMYIHPOBOK, CBOEBPEMEHHOCTH

MOCTYTIJICHHS, TOYHOCTH " JIOCTOBEPHOCTH, ONTUMAITEHOCTH
CHCTEeMaTH3allui, HeIPepbIBHOCTH cOopa U 00paboTKKU HHPOPMAITIH
OcymiecTBsTh PETHCTPAIHIO, HaKOIUICHHE u nepeaay,

CHUCTEeMaTU3UPOBAHHOE XpaHEHWE U BbIIady UWHPoOpMAIMK B TpeOyeMoii
dbopme

CocTaBiiars u O(I)OpMJISITB CBOJAHBIC, OTYCTHBIC, CTATUCTUYCCKHUEC JTOKYMCHTbBI

OcymiecTBisITh 00pabOTKy M CTPYKTypUpOBaHUE HH(OpManuu, o0pasys




WH()OPMAITMOHHBIC PECYPCHI

BBOI[I/ITL HOBBIC JaHHBIC B CHpaBOLIHO-I/IH(I)OpMaHI/IOHHBIG CHUCTEMBbI

BBO,I[I/ITB B ITaMATH KOMITIBIOTEPA SJICKTPOHHBIC 06pa3BI JOKYMCHTOB

[TpousBoanTh MOWCK MH(OPMAIIMU B CYIIECTBYIONIMX 0a3aX JaHHBIX, BECTH
MH(OPMAIIMOHHO-CIIPAaBOYHYIO pabOTy Ha OCHOBE PAa3JIMYHBIX KOMOMHAIUI
MOMCKOBBIX TPU3HAKOB

HpI/IMeHﬂTB I/IH(bOpMaHI/IOHHO'KOMMyHI/IKaHI/IOHHBIe TECXHOJIOTHH

Jpyrue xapakTepuCTUKH

3.3.14. TpynoBasi pyHKuus

Opranuzanus nHPOPMAITHOHHOTO
9 YpoBeHb
B3aUMOJICUCTBHUSL OBOJIUTCIIA C
HaumMenoBanue a PYKOBOI Kox | C/14.6 | (momyposeHs) 6
noapasaCICHUAMHA U 1OJDKHOCTHBIMUA KBaJII/I(bI/IKaIII/II/I
JIMaMu OpraHuvsanuu
[Ipoucxoxnenue 3anMMCTBOBaHO W3
N Opurusaan
TpynoBo#l QpyHKIMN OpUTHHANA
Kon opurunana Peructpanumonsslit
HOMED
PO eCCHOHATBEHOTO
cTaHaapTa

TpynoBsle nencTBus

HNudopmupoBanue pabOTHUKOB OPTaHU3AINH O PEIICHHUSIX PyKOBOAUTEIS

Opranmzanuss oOMeHa HHpOpMANMEd MEXIy NOApa3fCICHUs MU U
JOJKHOCTHBIMH JTUIIAMH OpraHU3aluu

OnosenieHue pabOTHUKOB O MPEACTOSIINX MEPOIPUATHUAX

OpFaHI/ISaHI/IH BCTPCU TPYAOBOI'O KOJJICKTHBA C pPYKOBOJACTBOM

WNnpopmupoBanre pyKkoBoauTeNsl 00 00pallleHUsIX COTPYIHUKOB 110 pabounum
Y JINYHBIM BOIIPOCaM

HeoOxonumbie ymeHus

HOpMaTI/IBHI)IC IMPaBOBBIC AaKTbl, HOPMATUBHO-MCTOAWYCCKUC JTOKYMCHTEI,
roCyAapCTBCHHBIC CTAHAAPTHI B C(I)epe ACATCIIBHOCTHU OpraHnu3alinun

CtpykTypa OpraHu3aiu, pPYKOBOACTBO CTPYKTYPHBIX TOApa3IeIICHUM,
HaIlpaBJICHUS JEATEIBHOCTH OpraHu3alydd U KOMIIETCHIIMH CTPYKTYPHBIX
MOAPA3ACICHUN U JOJKHOCTHBIX JIUIT

Knaccudukanus ynpaBieHueckol HWHQOpPMAIUKM, BHJbI YIIPaBIEHYECKOM
uH(popMaIun

DopMbl IPeOCTaBIIEHUS YIIPaBICHYECKOW HHpopMauu

VcTouHuKH ynpaBieHYecKol nHdopmManuu

Metonuka 0T00pa HCTOYHUKOB HHPOPMAIHH

TpeOoBaHus1, MpebsABIAEMbIE K YITPABICHUECKONH HHPOPMAIIH

TpeboBaHus oxpaHbl Tpyna

HeO6XO,Z[I/IMLIC 3HaHUA

Hcnonp30BaTh COBPCMCHHBIC TCXHOJIOTUN c60pa " nepcaain I/IH(I)OpMaI_[I/II/I

OcymecTBusaTh cOop U mepepaboTKy HHPOpPMAIMH, HEOOXOTUMON s
JIESITSIIBHOCTH PYKOBOTUTEIIS

OCYIJ_ICCTBJBITL CUCTCMATU3aHI0 MMOJTYYaCMbIX U NICPCAABACMBIX JaHHBIX

OcymiecTBIsITh NPOBEPKY JOCTOBEPHOCTH, MOJHOTHI M HEMPOTHUBOPEUYUBOCTH
JTAHHBIX, UCKIIIOYEHUE TyOIUpOoBaHus HHPOPMAIIH

[IpenocTaBnaTh naHHBIC B €AMHOM U YIOOHOM TSI BOCTIPUATHS (popMmare

MHOFOI(paTHO HCIIOJIB30BAaTh  TTOJYYCHHYIO I/IH(I)OpMaLII/IIO, IIOCTOAHHO




OOHOBIIATH JaHHBIE

ObecnieunBarh ONEPaTUBHOCTH HH(POPMAIIMOHHBIX TOTOKOB

PaGoTtate ¢ KOMIBIOTEPOM, HCIIOJIB30BaTh OGUCHBIA MakeT (TEKCTOBBIH
penaKkTop, TabIUIIbI)

Jlpyrue xapakTepucTUKu

3.4. O0001menHas TpyaoBasi pyHKIUS

I/IH(bOpMaI_[I/IOHHO-aHaJII/ITI/I‘-IeCKaSI nu
OpPraHu3allMOHHO-aIMHUHUCTPATHUBHAA YpoBeHb

Haumenopanue p 1 A p Kon D p 6
noaaepIKKa AeATCIbHOCTH PYKOBOIUTEIIS KBanu(pUKALHUH
OpraHu3alnun

[poucxoxaeane 0600MeHHO 3aMMCTBOBAHO U3

N Opuruzan
TpynoBoi#l QpyHKIMN OpHUTHHAJIA
Kon Perucrpanuonsslit
OpHUTHHAJIA HOMED
po¢eCCHOHATBEHOTO
cTaHmapra

Bo3moxHbIE
HaWMEHOBAHHUS
TOJKHOCTEH, mpodeccuii

[ToMOIIHUK PyKOBOIUTEINS

TpeGoBanus k
00pa30BaHUIO U
00y4eHUIo

Briciiee oOpa3oBanue - 6akajiaBpuar

JononauTensHOE nmpodeccuoHaabHOe 00pa3oBaHue

TpeOoBaHuUs K OIBITY
MPaKTHYECKON paboThI

He menee TPEX JICT 11O HpO(I)I/IJHO ACATCIIBHOCTHU OpraHU3aluu

Oco06ble ycrnoBus
JOTycKa K padoTe

Jlpyrue XxapakTepuCTUKU

I[OHOJ'IHI/ITCJ'IBHBIG XapaKTCPpHUCTUKU

HanmenoBanue 0a30BO# TPyIMIIBI, JOTKHOCTH
HaunmeHnoBanue nokymeHnrta Kon
(mpodeccun) nnu cnennanbHOCTH
OK3 2432 bubnuorekapu, Oudanorpadsl, T0KyMEHTOBEIbI U
CTIETIMAMCTHI POJICTBEHHBIX Tpodeccuit
OKCO 032001 JIOKyMEHTOBEIeHHE U JJOKYMEHTAIIMOHHOE o0ecreueHne
yIIpaBJIeHUS
032002 JlokyMeHTaIMOHHOE 00ecTeueHne YIpaBiIeHus 1
apXHBOBENICHHE

3.4.1. TpynoBasi pyHKUHUSA

HaumenoBanue

®dopmupoBaHue HHPOPMALILOHHOTO
B3aUMOJIEHCTBUS PYKOBOJIUTEIA C (moxypoBeHb)

Kon  D/01.6 Yposeh 6




| OpraHU3ALUAMH | | | ceampmanan |

[Ipoucxoxnenue
TpynoBoi pyHKIMN

3arMMCTBOBAaHO U3

Opurnaan
OpHIHHAIA

Kon opurunana Peructpanuonssiit
HOMEp
npo¢heCCHOHATBLHOTO
craHaapra

TpynoBsle nencTBus

OT60p HCTOYHUKOB UH(OPMAITUU B COOTBETCTBHH C 33JaHHBIMU KPUTCPUIMU
OO0paboTka u wuHTepHperanuss WHPOPMALUU Ui TOATOTOBKH MPOCKTOB
peLeHuit

[TogroroBka 3ampocoB 1O TOPYYCHHIO PYKOBOIHUTEIS Ha IOJyYCHHE
JOKYMEHTOB M HWH(pOpPMAIMM B OpraHax TOCYIapCTBEHHOW BJIACTH H
yIpaBJIeHUs, OOIIECTBEHHBIX OPTraHU3ANUAX U TIOJIyYEHHE COOTBETCTBYIOICH
uHGOPMAIIMU U JOKYMEHTOB

WHpopMupoBaHUE PYKOBOTUTENS O PE3y/bTarax PacCMOTPEHUS 3alpoOCOB H
oOparneHui

Opranuzanus pelieHus BOMPOCOB, HE TPeOyIOIIMX HEMOCPEACTBEHHOTO
Y4acCTHs PYKOBOJUTEIIS

[ToaroroBka MartepuasioB JJisi y4acTHsi PYKOBOIUTENS B paboTe pa3imuyHbIX
CTPYKTYp B COCTaBE TOCYIapCTBEHHBIX U MYHUIIMIIAIBHBIX OPTaHOB,
0OLIECTBEHHBIX OpPraHU3aLUN

[ToAroToBKa JOKYMEHTOB JUIsi 3aKIFOUCHHS COTNIAIIICHUH O COTPYAHUYECTBE C
JIeJTIOBBIMH MapTHEPAMHU

WNHupopMupoBaHUEe JETIOBBIX MAPTHEPOB U 3aMHTEPECOBAHHBIX OPTaHU3AIUIA O
PELICHHUSIX PYKOBOAUTEIISI B XO/€ BHIITOJHEHHSI COTIAIICHHH

HeoOxonumbie ymeHus

BHyTpeHHsIs 1 BHEIHSAS TOJIMTHKA OpraHU3aluu

[TpuHIMIIBI TIPEICTaBUTENBCTBA B TOCYIAPCTBEHHBIX OpraHax, OpraHax
MECTHOTO  CaMOYIpaBJE€HMs, CTOPOHHUX OpraHu3alMiAX U  MOPAAOK
B3aUMOJICHCTBHS C HUMHU

[TpUHIMIBI 1 METO/BI AIMUHUCTPUPOBAHHUS

OcobenHoctn (HOpMHUPOBaHUS BHEIIHWX M BHYTPEHHHX HH()OPMAIIMOHHBIX
IIOTOKOB

CrpykTypa OpraHu3allMd M TOPSJOK B3aUMOAEHUCTBUS MOApa3ieieHudl u
CITYX0

[TpaBuna hopMUpoOBaHUs U UCIIOIB30BaHUS 0a3 JaHHBIX

CoBpeMeHHbIE HaydYHbIE METOBI U TEXHUYECKHE CPEJICTBA, CIIOCOOCTBYIOIINE
c6opy, 00paboTKe, COXpaHEHHIO U Nepeaade HHPpOpMaIH

[TpaBuiia 3auThl KOHPUIESHIIMAIBHOHN CITY>K€OHON MH(pOpMaLUK
CoBpeMeHHbIe HH()OPMAIIMOHHbBIE TEXHOJIOTHH

Heo0OxonuMmeie 3HaHUS

AHanu3upoBaTh M OTOHMpaTh MCTOYHMKM HHPOPMALUU B COOTBETCTBUHU C
KPUTEPHUSIMH TOJTHOTHI, JTOCTOBEPHOCTH, CBOEBPEMEHHOCTH IPEIOCTABICHHUS
uH(popMaIn

Cobuparb, 00pabarbiBaTh U aHAJIM3UPOBATH MH(OPMAINIO B COOTBETCTBUU C
3aJJaHHBIMU TPEOOBAHUSIMU

[lepenaBarh HH(MOPMALINIO B CHCTEMATU3UPOBAHHOM BHJIE

OO6pabarbIBaTh u CTPYKTYpPHpPOBATh uHpOpMaIHIo, o0pazys
WH(OPMAITMOHHBIEC PECYPCHI

[Tpon3BoauTh MOMCK MH(OpPMAIMK B CYIIECTBYIOLUIMX 0a3zax JaHHBIX, BECTH
WH(OPMAITMOHHO-CITPABOYHYIO PabOTy Ha OCHOBE DPA3IUYHBIX KOMOWHAIIAN
MOUCKOBBIX IPU3HAKOB




O6ecmneunBarh HHGOPMAIIMOHHYIO O€30TTAaCHOCTH OpraHU3AIHI

Paborath ¢ KOMIIBIOTEPOM, HCMONB30BaTh O(MHUCHBIN MaKeT (TEKCTOBBIMA
penaKTop, TaOIUIIbI)

Jlpyrue xapakTepuCTUKH

3.4.2. TpynoBasi pyHKUHUSA

AHau3 uHGOpMAIMH U TTOrOTOBKA YpoBeHnb
HaumeHnoBauue WH(OPMAITMOHHO-aHATU THIECKIX Kon | D/02.6 | (momyposenn) 6
MarepuasoB kBanupukanuu

IIpoucxoxnenue
TpyAOBOH QyHKIMH

Opurusan

3auMCTBOBAHO U3
OpUTHHaJA

Kon opurunana Peructpanumonsslit
HOMED
po¢eCCHOHATBFHOTO
CTaHIapTa

TpynoBble neicTBUs

Coop, mepepaboTka u aHanu3 HHPOPMALMM JJIA pELICHUs 3ajad,
MOCTABJICHHBIX PYKOBOIUTEIEM

ITogroroBka I/IH(bOpMaHI/IOHHO'aHaHI/ITI/I‘IeCKI/IX MaTrcpuaioB

Pa3zpaboTka TemaTruecKkoro miaHa 0030pHOro TOKyMEHTa, T0KJIaaa

Omnpenenenue kpyra OubauorpaduyecKkux HCTOYHUKOB

[TonOop HMCTOYHMKOB M JMTEpaTypbl 1O TeMme o0030pa, JOKJIaja,
AQHAJIMTUYECKOU CIIPABKU

Hanucanue u opopmiienne 0030pa, J0KJIaaa, aHaTUTHUECKOM CIIPaBKU

HeoOxonumbie ymeHus

HOpMaTI/IBHI)IC IMPaBOBBIC AKTBI, HOPMAaTHBHO-MCTOAUYCCKUEC JTOKYMCHTEI,
roCyAapCTBCHHBIC CTAHAAPTHI B C(I)epe ACATCIIBHOCTHU OpraHnu3aliiun

CTpykTypa OpraHu3aluy, pYyKOBOJCTBO CTPYKTYPHBIX MOJpa3/ieiIeHH,
HaIpaBJICHUSA JACATEIBHOCTH OPraHU3alid U KOMIIETEHLIMM CTPYKTYPHBIX
MIOJIpa3EIeHUI U TOJPKHOCTHBIX JIUI

Knaccugukanus ynpaBneHuecko HH(pOpMalKMK, BUABI YIpaBIeHUYECKOU
uH(popMaIn

®opMbl IpeAOCTaBIEHUS YIPaBIeHYECKON HHopMauu

VcTouHNKM ympaBiIeHYECKOH HH(OPMAIMH, METOIMKAa OTOOpa MCTOUYHHKOB
uHpOpMaLUU

TpeOoBaHus1, NpebsABIIEMbIE K YITPABICHUECKONH HHPOPMAIIH

Ocob6ennoctu pedepupoBanus uHboOpMaluu, crnerupuka odopmiieHUs u
COCTaBIICHUsI aHHOTAalUH, pedeparoB, 0030pOB, TOKIAI0B

OCHOBBI HAITUCAHUS PEYEH U TOKJIAJ0B PYKOBOIUTEIS

Kareropun mnorpebuteneii, Ha KOTOpble OyAeT paccyMTaH JIaHHBIA 0030p,
JIOKJIa

MeTOIILI 06pa6OTKI/I I/IH(I)OpMaI_[I/II/I C MMPUMCHCHUCM COBPCMCHHBIX
TEXHUYCCKUX CPCACTB KOMMYHI/IKaHI/Iﬁ " CBs3U, BBIYMCIIMTEILHON TEXHUKH

Crpykrypa HHQOPMAIMOHHBIX UW3JAaHUN B 3aBUCUMOCTH OT Xapakrepa
WH(OpMAITUH U TEJIEBOTO Ha3HAUYECHUS HHPOPMAITMOHHBIX U3TaHUN

CoBpeMeHHbIe cpenicTBa cOopa, 00pabOTKH, CUCTEMATH3AIIUNA HHPOpMAITUH

Hcrounnku uHGOpPMALMU: KaTaJord OHONMOTEK, >XYpPHAJOB, IOUCKOBBIE
CUCTEMBbl MH(OPMAIMOHHO-TEIEKOMMYHHKAIIMOHHON ceTn  «MHTepHeT»,
AIIEKTPOHHBIE 0a3bl JAHHBIX




DYHKITMOHATBHOE Ha3HaYeHUe 0030pa (6ubnmorpaduueckoro,
pedepaTuBHOTO, AHATUTUYECKOTO) KAaK CPEACTBA OpPUCHTAIIMHM YHUTATels B
JIOKYMEHTAJIBHOM WJIH HH(POPMAITMOHHOM TIOTOKE

OcobeHHocTH 00IIeHAaYYHOM 1 IparMaTndeckoil pyHkmu 0030poB

[TpaBuiia paboTHI C BHEHTHUMU HOCUTEISIMU UH(DOpMaUu

HopmaTtuBHBIE JOKYMEHTBI, TOCYIapCTBEHHBIC CTaHAApPTHl B 00JacTu
JEeATEIbHOCTU OpraHu3aluu

[Monsitne wu  crnenudpuka  Oubmmorpaduueckoro, pedepaTuBHOTO |
AHATUTHYECKOTO HH(DOPMAIIMOHHOTO U3IaHHS

CHpaBO‘IHBIC IMPaBOBBIC CUCTCMBI

HeoOxonumele 3HaHUSA

Pa3pabarbiBarh TeMarWyeckuid IUTaH 0030pa, JOKIana, AaHATUTHYCCKON
CITpaBKH

OO0G0CHOBBIBaTh aKTYaJbHOCTH MPOOJIEMBI, KOTOPYIO HPEACTOUT OCBETHTH B
o030pe, 10KIIajie, CIpaBKe

[Tonp3oBaTbcst  MH(DOPMAIIMOHHBIMH ~ pEeCypcaMH M CHCTEMaTH3UPOBATh
MH(GOPMALIUIO 0 33JaHHBIM KPUTEPHSIM

HpaBI/IJII)HO HHTCPIPECTUPOBATL IMOJTYYCHHBIC JAHHBIC W NPCAOCTABIIATh UX B
CUCTCMATU3HUPOBAHHOM BHUIC

OHpGI[GJISITI: KpYr MCTOYHUKOB U JIMTCPATYPHI, HGO6XOI[I/IMI>IX JJI1 TIOATOTOBKH
HHQ)OpMaHI/IOHHO'aHaJII/ITI/I‘IeCKI/IX MarcpuaioB

N3narare marepuan B JIOTHYECKOW MMOCIIEIOBATEIbHOCTH

HpOI/I3BOI[I/ITB AHAJIM3 U OLCHKY HU3JIOJKCHHOI'O MaTrcpualia

O(l)OpMJIHTB TCEKCT B COOTBCTCTBYIOIIEM CTHJIC

PGIIaKTI/IpOBaTI) TCKCT JOKYMCHTOB

CDOpMy.]'H/IpOBaTL BbIBOJIbI 1 PCKOMCHIAIIUN

OcCymIecTBISITh  aBTOMATU3AIMIO IPOILIECCOB cOOpa, XpaHEHUs W BbIIAYU
uHpopmarun

[Tonp30BaTbCsi yCTPONCTBAMH aBTOMAaTU3MPOBAaHHONM 0OpabOTKM TEKCTOBOM
uHpopMaui U (OTOHAOOPHBIMH YCTPOHCTBAMU

HpI/IMerlTI) BBIYUCIIUTCIIBHYIO TEXHUKY U I/IH(l)OpMaIII/IOHHBIC TEXHOJIOTHUHU JJIsA
SKOHOMUYHOM U paLII/IOHaJIBHOP’I OopraHu3aluu I/IH(I)OpMaI_[I/IOHHBIX mponeccos,
MOBBIIIEHHS UX THOKOCTH U JANHAMHUYHOCTH

[Tpou3BoAUTh JTUTEPATYPHO-CTHIMCTHUECKYIO 00pabOTKYy TEKCTa, IMPOBEPKY
JIOTMYECKOM MOCIEeI0BATEIbHOCTU U3JI0KEHUS, aHAIN3a U OLIEHKHU, HalliCaHUs
BBIBOZIOB U peKOMCHJIaIII/H\/JI

HpI/IMeHHTL OCHOBBI IICUXOJIOTH ACTTOBOI'O 06H.I€HI/I$I

Jpyrue xapakTepuCTUKH

3.4.3. TpynoBasi pyHKUHUSA

Opraau3zanys 1e10BbIX KOHTAaKTOB U Yposenb
HaumeHnoBanue [POTOKONBHBIX MEPOIIPUSTHIA Kon | D/03.6 | (monyposenn) 6
KBaJTU(PUKALIUU
IIpoucxoxnenue 3anMCTBOBaHO U3
. Opuruaan
TPYHOBOH (pyHKIIUH OpHUTHHAaJIA
Kon opurunana PerucrpannonHbIit
HOMED
npodeccHOHaIbHOTO

CTaHJgapTa




TpynoBbie nericTBUA

Opranusanysg ¥ IUIAHUPOBAHME JAEIOBBIX KOHTAKTOB, BCTpEY M MOE3I0K
PYKOBOIUTEIIS

Opranuzanusi 3aceJaHuii, COBCIIAHMH UM MEpPOINPUSITUH, MNPOBOJUMBIX
PYKOBOJIUTEIIEM

[TonroroBka MaTrepualioB Ui COBEUIAHWW, BeACHHUE H  O(OPMIICHHE
MIPOTOKOJIOB

HOI[FOTOBKa HpC3€HTaHI/II71 I10 YKa3aHHUIO PYKOBOIHUTEIIA

[ToaroroBka u mpoBeieHNE MPecc-KOH(PEPEHIINS PYKOBOIUTEIS

Berpeua yyacTHMKOB IeperoBopoB, obecredeHre HX HHGOPMAIMOHHBIMU
MaTepualaMHy, BEICHUE 3allUCEl IEPETOBOPOB

Heo6xonumbie ymeHHS

HOpMaTI/IBHBIC IMPaBOBBIC AKTbl, HOPMAaTHBHO-MCTOAUYCCKUC JOKYMCHTEI,
rocyaapCTBCHHBIC CTaHAAPTHI B cq)epe ACATCIIBHOCTHU OpraHu3aluu

CrpykTypa  oOpraHu3alid, pPyKOBOASIIMI  COCTaB  OpraHu3alud U
MOJIpa3eICHUI, HANPABICHUS JEATEIbHOCTH OpPraHU3alMd U KOMIIETEHUUU
CTPYKTYPHBIX MOAPA3AECICHUN U TOJGKHOCTHBIX JIULL

IIcuxonorus 1e10BOTO 06H_ICHI/I$I, OCHOBBI KOH(i)J'II/IKTOJ'IOFI/II/I

IIpaBuna npoBeaeHus JEI0BbIX IEPETOBOPOB U IPOTOKOIBHBIX MEPOIIPUATHN

OTHKET U OCHOBEI MCIKAYHAPOAHOI'O ITPOKOJIA

[TpaBuia cocraBieHus U 0OPMIICHHS TOKYMEHTOB

[TpaBuiia 3auThl KOH(PUIECHITHAIBHON CITY>KeOHON MH(pOpMALIK

I/IH(1)OpMaHI/IOHHO-KOMMYHI/IKaI_[I/IOHHBIC TCXHOJIOTHH

HeoOxonumeble 3HaHUA

CocTaBiiTh IJ1aH MOE3/IKH PYKOBOAUTES

OdopMisTh  TOKYMEHTBI, HEOOXOAMMBbIE Ui  JENOBOM  TOE3[KH,
KOMaHIUPOBKH PYKOBOJAUTEIIS

CocraBisath u 0GOPMIISITH MPOTOKOJBI COBEHIAHHM, 3aceaHuil U APYyrux
KOH(EPEHTHBIX MEPONPUATHI, TOTOBUTh CIIMUCOK YYaCTHUKOB, TOBECTKY IHS,
SIBOYHBIE JTUCTHI U MPOEKTHI UTOTOBBIX TOKYMEHTOB

CocTaBisTh npecc-pean3bl

Bectu neperoBopsl ¢ napTHEpaMu

PabGorars B PEKUME MHOI03aJa4HOCTHU

Paborats ¢ 60abp1M 00beMOM UH(BOPMAITUT

Co3paBarb W TNONJEPKUBATh IOJOXKHUTEIBHBIM HMHUK OpraHU3allUd |
PYKOBOJIHTEIS

Hcnonp30BaTh BBIUUCIIUTCIIBHYIO TCXHUKY 151 HH(bOpMaLIPIOHHO'
KOMMYHHUKAIMOHHBIC TEXHOJIOTMU IJId 0oJiee DKOHOMHYHOU U paHHOHaHBHOﬁ
OopraHu3aluun I/IH(I)OpMaI_[I/IOHHLIX mponeccoB, IMOBBINICHUA HX T'HOKOCTH H
JUHaAMUYHOCTHU

OO0ecneunBaTh I/IH(l)OpMaLII/IOHHYIO 0e30ITacHOCTh OpraHu3anun

Jpyrue xapakTepuCTUKH

3.4.4. TpynoBasi pyHKUHUSA

Opranuzanys UCIIOJHEHUS PELICHUN Yposenb
HanmMeHoBaHHE PYKOBOTHTEIS Kon | D/04.6 | (momyposenn) 6
KBaJTU(HUKALINT
[Ipoucxoxaenue 3auMCTBOBaHO M3
. Opurunan
TPYIOBOH PyHKIINH OpHUTHHAJIA
Kon opurunana Peructpanuonsslit
HOMED

po¢eCcCHOHATHEHOTO




CTaHIapTa

TpynoBbie nercTBUsA

JlokymeHTanbHOEe OQOpPMIIEHHE pELIEHUN pPYKOBOIUTENS, IOBEICHHE 10
CBelleHHs paOOTHUKOB OPraHU3alUH YCTHBIX PACTIOPSKEHUH PYKOBOIUTEIS

KOOp,I[I/IHaI_[I/IH JACATCIIBHOCTH 110 UCITOJITHCHUIO peﬂleHI/Iﬁ PYKOBOOUTEIIA

KoHTposns uCHoNHEeHUs pelieHUu pyKOBOIUTENS

IToaroToBKa OTYETOB O BHIOJIHEHUU TOPYYEHHUN U PEILIEHUN PYKOBOAUTENS

HeobOxonumbie ymeHus

HopmaruBHble mNpaBOBBIE AaKThl, HOPMAaTUBHO-METOJUYECKHE JIOKYMEHTHI,
TOCYAapCTBEHHBIC CTAHAAPTHI B Chepe NeATEIHbHOCTH OPTaHU3aIiH

CTpykTypa OpraHu3aluy, pYyKOBOJACTBO CTPYKTYPHBIX MOJpa3/eieHH,
HaIpaBiICHUsl JCSITEIIbHOCTH OPraHu3alid U KOMIIETEHIIMH CTPYKTYPHBIX
MOJpa3IeIeHUI U JOKHOCTHBIX JIUI]

[IpaBuna npoBeneHUsE KOHTPOJIS UCIIOITHEHUS IOPYUYEHUN PYKOBOAUTENS

TexHoorus BEACHUA KOHTPOJIA UCIIOJTHCHHUA HOpy‘IGHI/Iﬁ PYKOBOAUTEIIA

CucreMsl AIEKTPOHHOTO IOKYMEHTO000pOoTa, 6a3bl JaHHBIX

TpeOoBaHust OXpaHbl Tpyna

Heo0Oxonumele 3HaHUS

CocTaBiare | O(I)OpMJISITB AOKYMCHTBI, COICpIKAIlIUC TIOPYYUCHUSA U
PacCnopsKCHUA PYKOBOAUTECIIA

Bectu yuer nmopyuenuil pykoBoauTess, TpeOYIOIIUX KOHTPOJISA MO CYILECTBY
pelieHus Bonpoca

YeTko 1 OBICTPO MPUHUMATH PEUICHHsI B Ipo1iecce paboThl

HpOI/I?:BOl[I/ITI) aHaJINU3 UCIIOJIHUTEILCKOM JUCHUITIIMHBI

CocTaBiiATh aHAJTUTUYECKUE OTUYETHI M CIIPABKU 10 PE3yJbTaTaM HCIIOJHEHHUS
IIOPYYECHUHN U PACIIOPSKEHUN PYKOBOAUTEIIS

[Tonp30BaThCS CUCTEMAMHU AIEKTPOHHOTO JIOKYMEHTOO00pOTa

HpI/IMeHSITL BBIYUCIUTCIIbHYIO TCXHUKY u I/IH(bOpMaI_II/IOHHO -
KOMMYHUKAIMOHHBIC TEXHOJOIUMU IJIsd SKOHOMUYHOM H paHHOHaHBHOﬁ
OopraHu3aluun I/IH(I)OpMaI_[I/IOHHLIX mponeccoB, IMOBBINICHUA HX T'HOKOCTH H
JUHaAMUYHOCTH

OO6ecneunBaTh OE30MIACHOCTH ACATCIIbHOCTHU OpraHn3aluu

Jpyrue xapakTepuCTUKH

IV. CBenenusi 00 opranu3anusax — pa3padorunkax npogecCuoHAJIbHOIO CTAHAAPTA

4.1. OTBeTCTBEHHAS OPraHU3ALMA-Pa3PA0OTUHK

HIT «HanmonanwsHas accoruaiius 0(UCHBIX CTICIIMAINCTOB U aIMUHUCTPATUBHBIX PAOOTHUKOBY, TOPO/T

MocxkBanl

Hupexrop

XmocHea Jlronmuna [TerpoBHa

4.2. HamMeHOBaHMS OPraHU3aIHii-Pa3padoTUYHKOB

1 AHO «AreHTCcTBO CTPATCTUYCCKHUX MHUIIUATHUB 110 IIPOABUKCHHUIO HOBBIX ITPOCKTOB», T'OPOJ




MockBa

2 | AHO «YenssOnHCKOE pernoHaIbHOE areHTCTBO Pa3BUTHSI KBATU(UKAIM», Topoa YensOnHCck
3 AHO BIIO «MexpernoHajibHbIi OTKPBITHIA COLMATIBHBIN HHCTUTYT», Topox Momkap-Oua,
Pecrybnmuka Mapuii On
4 | Boarorpasckas TOproBo-IpoMbIIIJIEHHAs Majnara, ropoa Boirorpan
5 I'Y «Bcepoccuiicknii HayYHO-UCCIIEA0BATEIbCKUN HHCTUTYT JOKYMEHTOBEAEHUS U aPXUBHOIO
nena» (BHUNIA), ropon Mocksa
6 | HOY AIIO «MucTuTyT nHGOPMAMOHHBIX TeXHOIOTHH «AifTH», ropox Mocksa
7 Obmepoccuiickuii mpodcoro3 pabOTHUKOB TOCYAAPCTBEHHBIX YUPESKICHUN U 0OLIIECTBEHHOTO
obciyxuanusi Poccutickoit @eneparuu, ropox Mocksa
8 | Obmepoccuiickoe MexxoTpacieBoe oobeauHeHue padboronareneit «Hukenby, ropoq Mocksa
9 | OO0 «Maiikpocodt Pycy», ropon Mocksa
10 | OOO «llenTp 3kcnepTH3bl U cepTudUKanun», ropoq Mocksa
11 | OO0 «DnexTpoHHbIE O(UCHBIE CUCTEMBI», Topoa MockBa
[ToBomxckuii mHCTUTYT ynpasieHus umenu I1. A. Cronsinuna - punuan @I'BOY BI1O
12 | «Poccwuiickas akajeMusi HAPOTHOTO XO3SHUCTBA M TOCYAapCTBEHHOM cimykObI pu [Ipe3unente
Poccuiickoit ®denepanuny», ropon Caparos
13 | ®I'AOQY A0 «AkameMus CTaHAapTH3AINHI, METPOJIOTHH U cepTudukammm», ropox Mocksa
14 | ®I'BOY BIIO «llen3eHnckuii rocynapcTBEHHBIN YHUBEpCUTET», Topon [1en3a
15 ®I'bOY BIIO «Poccuiickuii rocynapcTBeHHBIN TyMaHUTAPHBIA YHUBEPCUTETY, Kadenpa
nokymeHToBenenus, kapenpa ACIOY, ropog Mocksa
16 OI'bY «HayuHo-uccienoBaTenbCKuii MHCTUTYT TPYAA U COUUATIBHOTO CTPaXOBaHUS»
MunucTepcTBa TpyAa U colranbHoi 3amuThel Poccuiickoit @enepannu, roponx Mocksa
17 | SIpocnaBckasi TOproBO-IMPOMBIIIITICHHAS Manara, Topoa SpociaBib

! O6mepoccuiickuii K1accu)UKATOp 3AHATHIA.

2 OO61IepoCCHICKUI KITACCH(DHUKATOP BUIOB YKOHOMHUYCSCKOMN JEATSILHOCTH.

3 Oobmepoccuiickuii kmaccupukaTop crenraIbHOCTEe! TI0 00pa30BaHHUIO.

* E/uHbIi KBaTM(HKALMOHHBIH CIIPABOYHUK JOIDKHOCTEH PYKOBOIUTEIEH, CIICIIHATHCTOB U APYTHX CIyKAIIUX.
® O6mepoccuiickuii KmaccuduKaTop mpodeccuii paGounx, TOMKHOCTEH CITyKalmX i TapUBHBIX PaspsIoB.




