YTBepxkAcH

npuKa3zoM MuHHCTEPCTBA TpyAa
Y COIIMAbHOM 3aIlUThI
Poccuiickoit @enepanuu

ot 6 mas 2015 . N 276H

NMPO®ECCUOHATbHbLIA CTAHOAPT
CNEUMANIUCT

Mo OPTAHU3ALIMOHHOMY N NOKYMEHTALUIMOHHOMY OBECINEYEHUIO
YNPABJNIEHUA OPTAHU3ALIMEN

447
Perucrpanmonnsrit
HOMED
I. O6mue cBeneHus
OpraHu3aimoHHOE U IOKYMEHTAIIMOHHOE 00ECIIeYeHUE YIIPaBICHUS 07.002
OpraHU3aIHsIMH JTIOOBIX OPTaHU3AIIMOHHO-TIPABOBBIX (hopm
(HauMeHOBaHME BUAA MPOPECCHOHAIBHON A TEIbHOCTH) Kon

OcHoBHas 11€7b BUJ1a TPO(PECCUOHATBHOM IEATETbHOCTH:

Peanmu3zanus obecneunBaromux GyHKIUN yIipaBlieHUs: OpraHu3alyeil; BHEIPEHNE JTyYIInX
TEXHUYECKUX Pa3pabOTOK M HOBEHIIUX TEXHOJIOTHI B 00€CIICUCHIE YIIPaBICHUS OpraHu3anuei

I'pynma 3ansaTuit:

2432 bubnanorekapu, 6udbauorpadwl, 3431 AJIMUHHUCTpPATUBHO-
JIOKYMEHTOBE/IbI U CIICTIHAIIACTHI yTpaBJIeHYECKUIA TIEPCOHAT
POICTBEHHBIX MPOpECCHit

4222 Crnyxaue, 3aHATbIE IPUEMOM U - -
nH(GOPMUPOBaHUEM TIOCETUTEIEH

(xox OK3 (HamMeHOBaHUE) (xog OK3) (HamMEeHOBaHUE)
<1>)

OrHeceHue K BuUaamM SKOHOMMYECKOM ACATCIIBHOCTH

82.1 JlesTenbHOCTh aIMUHHUCTPATUBHO-X035IMCTBEHHAS u BCIIOMOraTebHas
JeSITeBbHOCTH 110 00ecIeueHII0 (PYHKIIMOHUPOBAHUS OPTaHU3aIH

82.3 JlesITebHOCTh 110 OpraHu3anuu KOH(GEPEeHIHA U BBICTAaBOK

(xom OKBO/] (HamMeHOBaHUE BUJIa YKOHOMUYECKOM IeITEIbHOCTH)
<2>)



II. Onucanue TpynoBbIX QYHKIHMHM, BXOASIINX
B IIpo(peCCUOHANIBbHBIN cTaHAAPT ((PyHKIMOHAIbHAS KapTa BUIA

podeCcCHOHATBFHON IeATeTLHOCTH)

O06o0011eHHbIe TPYAOBbIe (PyHKIIUU

TpynoBsie pyHKIIUN

pCIlIeHI/II\/'I, OCYHICCTBJICHUC
KOHTPOJIA UCITOJTHCHHA
HOpy‘-ICHI/Iﬁ PYKOBOAUTECIIA

KoL HalMEHOBaHUE YPOBEHb HalMEHOBaHUE KO YPOBEHb
KBasIi(pu (momypoBeHb)
Kaluu KBanu(pUKauu
A |OpranuszanoHHOE 3 [Ipuem u pacnpenenenue A/01.3 3
o0ecrieueHue Te1e(OHHBIX 3BOHKOB
JesITeIbHOCTH OpraHu3aIuu
OpTaHu3aIH
Opranuzanus paboTsl C A/02.3 3
MOCETUTEIISIMU OpPTaHU3alUU
Brmonnenue A/03.3 3
KOOPAMHUPYIOMIUX U
obecnieunBarOMMX QyHKIIHHA
B | JlokymMeHTallMOHHOE 5 Opranu3anus padoThI ¢ B/01.4 5
obecrieueHne JIOKYMEHTaMHU
NESITEIbHOCTH
OpraHM3aLy Opranu3zanyus TeKyIero B/02.4 5
XpaHEeHUs JOKYMEHTOB
Opranuzanus 00paboTKH /e B/03.4 5
JUTSL TIOCTIETYFOIIIETO XPaHESHHUS
C Opranu3aimoHHoe, 6 OxkasaHue IIOMOIIHA C/01.6 6
JOKYMEHTAI[HOHHOE PYKOBOJUTEIO B IUIAHUPOBAHHUH
1 uHGOPMAIMOHHOE pabouero BpeMeH!
obecrieueHne
NeATeTPHOCTH [InanupoBanue paboyero JaHs C/02.6 6
PYKOBOAMTEIA CeKpeTaps
OpTaHu3aIH
p t Opranu3zanus TeneGoHHBIX C/03.6 6
MEPETOBOPOB PYKOBOAUTES
Opranuzanysi KOMaHJIUPOBOK C/04.6 6
PYKOBOIUTENS
Opranuzanus paboTsI C C/05.6 6
MOCETUTEISIMU B IPUEMHOM
PYKOBOIUTENS
Opranu3zanus NoAroTOBKH, C/06.6 6
NPOBEJICHUSI U OOCITY>KUBAHUS
KOH()EPEHTHBIX MEPOTIPUATHIA
Opraau3anus UCTIOTHEHUS C/07.6 6




Opranuzanus v noaaep Kanmue
(GYHKIMOHATBHOTO paboyero
MPOCTPAHCTBA TPUEMHOU U
KaOMHeTa PyKOBOIUTES

C/08.6 6

Pa3paboTka oKanbHBIX
HOPMAaTHBHBIX aKTOB,
perIaMeHTUPYIOIUX padoTy
cekpeTaps

C/09.6 6

CocraBienue u opopmiieHue
YIIPAaBJICHYECKOU
JOKYMEHTAIIH

C/10.6 6

Opranusanus padoThI ¢
JIOKyMEHTaMU B IIPUEMHOMN
PYKOBOIUTEISA

C/11.6 6

Opranuzanus XpaHeHUs
JIOKyMEHTOB B [IPUEMHOU
PYKOBOAMTEIS

C/12.6 6

ObecnieueHne pyKOBOIUTEIS
UHpOpMaIuei

C/13.6 6

Opranuzanus
UH(POPMAITMOHHOTO
B3aUMOJICHCTBHSI PyKOBOAUTEIIS
C MOJIPa3JICIICHUSIMH U
JOJIXKHOCTHBIMU JINIIaMU
OpraHu3aIu

C/14.6 6

D |HudopmanmonHo- 6
aHAJUTHYECKAs 1
OpraHu3aIMOHHO-
aJIMAHUCTpATHBHAS
HOJIEPIKKA
JeSITeTbHOCTH
PYKOBOJUTENS
OpTaHu3aIH

dopMupoBaHue
MH(GOPMAITMOHHOTO
B3aMMOJIEHCTBUS PYKOBOAUTENSA
C OpraHu3aLUsIMUA

D/01.6 6

AHanu3 uHpopMmaIm u
HOATOTOBKA HH(POPMAITHOHHO-
AQHAIUTUYECKUX MaTEepPHAJIOB

D/02.6 6

Opranuzanus 1eI10BbIX
KOHTAKTOB U HpOTOKOJILHBIX
MEpOIPUATHI

D/03.6 6

Opranuzanus HCIIOJTHEHUS
peLeHu PyKOBOIUTEIS

D/04.6 6

II1. XapakrepucTrka 00001IEHHBIX TPYAOBbIX (QyHKIIUI

3.1. OGoOueHHas TpynoBasi GyHKIIHS

HanmenoBanue

OpFaHI/ISaHI/IOHHOG obecreueHue
ACATCIIbBHOCTH OpraHu3aluu

Kon

YpoBeHb
KBTN(DUKAITAN




[Ipoucxoxnenue
000011IeHHOW TPYIOBOU
byHKIIH

Opurunan

X 3auMCTBOBaHO
U3 OpUruHaIa
Kon Perucrpanuonsslii
OpHUTHHAIA HOMED
po¢eCCUOHATBLHOTO
CTaHaapTa

Bo3moxkHBEIE HANMEHOBaHHUSI
JOJDKHOCTEH, Tpodeccuii

Cexperapb-aIMUHUCTPATOP

TpeboBanus K
00pa30BaHMIO
00y4eHHIO

Cpennee obriee oOpazoBaHue

[TpodeccronanbHoe 00ydeHue - mporpamMmsl npodeccnoHaIbHOM
MOATOTOBKH 10 TPOGeCCHsiM paboUrX, TODKHOCTIM CITY>KaIlInX,
NPOTPaMMBI IEPENOATOTOBKH Pad0UnX, CIYKaIIUX, TIPOTPaMMBI
MTOBBIICHHS KBATU(DUKAITUU pabOUnX, CITyKaIIUX

TpeGoBanus K ONBITY
MPAKTUYECKON pabOoThI

Oco0Oble yciioBus
JI0ITyCcKa K pabore

Jlpyrue xapakTepuCTUKU

JlomoTHUTENbHBIE XapaKTEPUCTUKU

HaunmeHnoBanue qokymeHTa Kon HaumenoBanue 6a30BOM TPyIIIbI, JOKHOCTH
(mpoteccun) niM CeUUaIbHOCTH
OK3 4222 Cayxarye, 3aHATbIE IPUEMOM U HHPOPMUPOBAaHHEM
MMOCETUTENEH
OKCO <3> 032001 | lokymeHTOBeIeHHE U JOKYMEHTAIIMOHHOE 0OecTieueHre
YIIPaBJICHUS

3.1.1. TpynoBast GhyHKIIHS

HanmenoBanne |3BOHKOB opraHu3anun

IIpoucxoxnenue
TPyAOBOH pyHKIIMK

[Tpuem u pacnpeneneHue TeaePOHHBIX YpoBeHb
Kon | A/01.3 |(momypoBeHs) |3
KBaNu(pUKauN
3auMCTBOBaHO
Opurunan X
W3 OpUTHHAIIA
Kon PerucrpanmoHHsIit
opUrMHaa HOMED
po¢eCCHOHAILHOTO

CTaHaapTa



TpynoBsle neNCTBUA

[lepenanpaBnenre TeaeQOHHBIX 3BOHKOB DPYKOBOACTBY M COTpPYIHHUKAM
OpraHu3anuu

PCFI/ICTpaI_II/Iﬂ MOCTYIIarOIIUX Teﬂe(bOHHBIX 3BOHKOB

[Tonydyenne HeoOxonuMmol MH(pOpPMALIMU U NEpeAaya CaHKIMOHUPOBAHHON
uHbopMauu 1o Tenedony

Heobxonumele Hcnonp30BaTh TEXHUYECKHE M IPOTPaMMHBIE CpPEICTBA AJIS IPOBEACHUS
YMEHUS TOJIOCOBOM MJIM BUJICO-KOH(EPEHII-CBA3U
Hcnonb30BaTh cpeacTBa KOMMYHUKAITMOHHONW OPTTEXHUKHU JJISI TIOITYy4EHUS
U Tiepenayr nHGOpMaIuu
Bectu yuerHble perucTpanuoHHble (OPMBI, HUCIOJIB30BaTh HX I
UH(POPMAITMOHHON pabOTHI
VYcranaBnuBaTh KOHTaKT C COOECEIHHMKOM, IONICPKUBATh W PAa3BUBATH
JienoByto Oeceny B rporecce Tene(oHHbIX IEPEeroBopoB
CrnaxuBaTh KOHQIIUMKTHBIE U CIIOXKHBIE CUTyallMM MEXIMYHOCTHOTO
B3aUMOJICHCTBHS
Colnronath CiTy>keOHBIN YTHKET
Heob6xonumele @DyHKIMY, 334K, CTPYKTypa OpraHU3allHy, ee CBA3U
3HAHUS
[IpaBuna B3auMOAEHCTBUS C MapTHEpaMH, KIMEHTAMH, CpPEICTBaMHU
MaccoBOW MH(POpMAIIH
OTHKA J1EJI0OBOTO OOIIECHHS
IIpaBuna peyeBoro 3THKETa
TpeboBaHus oxpaHbl Tpyna
[TpaBuiia 3amuThl KOHQUIEHIIMAIBHOMN CITy>K€OHON MHpOpMAaLH
Hpyrue -
XapaKTePUCTUKU

3.1.2. TpynoBast pyHK1IHS

Opranu3zanus paboThl C TOCETUTENSIMHU YpoBeHb
HaumenoBanue |opranuzamuu Kon | A/02.3 |(momypoBensb) |3
KBTH(UKALTUN
[Ipoucxoxnenue 3aMMCTBOBaHO

TpyAOBOH QyHKIIMU

Opurunan X
U3 OpUrMHAaJIa

Kon Perucrpanuonssii
OpUTHHala HOMeEp
npodeccruoHanbHOTO

cTaHgapTa



TpynoBbie nencTBUsA

Berpeua  mocermreneil, moilydeHWe — TepBHYHOM  MH(OpMAIMKH O
MIOCETUTENSAX W MOMOIIb B OpPraHU3alMKM UX IPUEMa PYKOBOAMTENIEM M
COTPYAHUKAMH

Benenue xxypHaia 3anucu noceTuTenei

VYyer noceruteneit 1 0ohopMIIEHHE MTPOITYCKOB

ConeiicTBuE OINEpaTUBHOMY pPACCMOTPEHUIO MPOCHO M MPEIOKCHHI
MOCETUTENEN

[Ipuem u nepenaya TOKYMEHTOB ITOCETUTENEN PYKOBOJCTBY U COTPYIHHKAM
Opra"u3anuu

Opranuzanys 1 OpOHUPOBAHHE MTEPETOBOPHBIX KOMHAT

CepBupoBka yaitHoro (kogeiHoro) ctona B opuce

[TpuroToBiieHne HaUTKOB (4ai, Kode, MPOXITaTUTEIbHBIC HATUTKH)

HeobOxonumeie
YMEHHUS

O6IJ.I3.TBC$I C IMOCCTUTCIIAMU

Hcnonb3oBarh yCTAHOBJIICHHBIE IIpaBUjIa W IPOLEAYPbl KOMMYHHKALUU
BHYTPH OpraHU3aLuH

Bectu yuetnsie popMbl, HCIIONB30BaTh UX ISl PAOOTHI

CO3I[aBaTL TOJIOKUTEIIHLHBIN HUMHK OpraHru3aliu

[TpuHMMaTE MEpBI 10 pa3penIeHnI0 KOHGIUKTHBIX CUTYaIUui

HpI/IMeHHTB I/IHq)OpMaI_II/IOHHO-KOMMYHI/II(aI_II/IOHHBIe TCXHOJOTHUHU

ObecreunBaTh KOH(UACHINAIEHOCT HHPOPMAITIH

HeobOxoaumbie
3HAHUSA

IIpaBuna opranusanuy npueMa roceTuTenen

[TpaBwiia genoBoro oOmeHNUS

CTpykTypa  OpraHM3allid W  paclpefeleHue  QyHKIUH — MeXIy
CTPYKTYPHBIMH TTOJPA3ACICHUSIMA U CIICIUATUCTAMH

[IpaBuiia opranu3aiyy NpueMoB B ouce

[TpaBuia cepBUpOBKH YaifHOTO (KodeitHoro) crona

HpaBHna IMPUTOTOBJICHUS U ITOAAYU TOPpAYNUX HAIIUTKOB U 3aKYCOK K HUM

DTHKA [IEJI0BOro OOLIEHUS

IIpaBuna peyeBoro 3TUKeTa

TpeOoBaHus OXpaHbI TpyA

[TpaBuia 3amuThl KOHPUICHINATBHON CTy)keOHOH nHOopMau

Hpyrue
XapaKTepUCTUKH




3.1.3. TpynoBas ¢pyHKuus

BrlnosnHeHrE KOOPAMHUPYIOIINX U YpoBeHb
HaumenoBanue |obGecneunBaromux GyHKIIHA Koxn | A/03.3 |(momypoBenb) |3
KBaJTU(hUKALIAN
IIpoucxoxeHue 3auMCTBOBaHO
P AL Opurunan X
TPYIOBOU (DYHKITUH W3 OpUTHHAJIA
Kon Perucrpanmonnsrit
OpUTHHAIA HOMeEp
po¢eCCUOHATBLHOTO
CTaHaapTa

TpynoBbie nelcTBUA

Benenue xxypHaia pa3be30B paOOTHHKOB OpraHH3aIuN

Koopaunaius paboTsel KypbepoB U BOAUTENEH OpraHu3aiun

Benenune >xypHama paszpe3oB KyphepOB OpraHH3allid M MaplIIpyTOB
BOJIUTENEHN

CocraBieHue CIpaBKU O pas3be3ax pabOTHHUKOB, KyphepOB M MapIIpyTax
BOJIUTEJIEH OpraHU3aLNH

Heo6xonumeie CocTaBnsATh U BECTH YUETHBIE IOKYMEHTHI

YMEHUS
[TpumensaTp cpencTBa KOMMYHHUKAIMM JUId  [Epejayd  IHOpy4eHUi
PYKOBOJUTENS U COTPYIHUKOB OpraHU3aluu
[IpumeHaATs coBpeMeHHBIE cpeAcTBa cbOopa, 0OpabOTKM U Tepeaadu
UHpOpMAITIH
OrneHnBaTh pe3ylbTaThl B paMKaxX MOCTABICHHBIX 3a/1a4
OcymiecTBisTh  KOHTPOJIb ~ HCIOMHEHHS  TOPYYEHHH  PYKOBOIUTEIS
COTPYAHHMKAMU

Heo6xonumsie [TpaBuia peyeBoro sTUKeTa

3HAHUS
OTHKa J1eJI0BOTO OOIIEHHS
TpeOoBaHus OXpaHbl TPy
[TpaBuia 3amuThl KOHPUICHIUATBHOM CiTyXeOHOH nHpopMauu
CrpykTypa  oOpraHu3alMd W pacrnpeneneHue — QyHKOMA — Mexay
CTPYKTYpPHBIMHU NOAIPA3/I€JICHUAMH U CHELMATNCTaMHU

Hpyrue -

XapaKTePUCTUKU

3.2. O600meHHas TpymoBas QyHKIIHs

HaumenoBanue

JloKkyMeHTallMOHHOE o0ecreueHne
JeSITeIbHOCTH OpraHu3aluu KBaJTM(PUKAIIAN

Kox| B YpoBeHb




IIpoucxoxaenue

. . 3aMMCTBOBaHO
00001eHHON TpynoBoi | OpuruHan X
U3 OpUrMHaa
byHKIIH
Kon Perucrpanuonssii
opUrMHaa HOMED
po¢eCcCHOHAILHOTO
CTaHJapTa
Bo3moxHble HaumeHoBaHMs | Jleonpon3BOIUTENh
JOJKHOCTEH, mpodeccHit
TpeGoBanus k Cpennee npodeccroHaibHoe 00pa3oBaHUE - MPOTrPaMMBbl TOATOTOBKH

00pa3zoBaHMIO ¥ O0YUYEHUIO | KBATM(DUITMPOBAHHBIX pa0OUYNX, CIYKAITUX

TpeGoBanus K ONBITY -
MPAKTUYECKON pabOoThI

OcoOsle yciioBus AomyckKa |-
K pabote

Jlpyrue XapakTepuCTUKH | -

JlomoTHUTENbHBIE XapaKTEPUCTUKU

HanmenoBanmue Kon HanmenoBanne 6a30BO# TpyNIIbl, JOIKHOCTH (MMpodheccrun)
JOKYMEHTa WIH CIIeUATBHOCTH
OK3 3431 AJIMUHHUCTPATUBHO-YNPABIEHYECKUI MepCOHaT
EKC <4> - Jlemonpon3BoauTEINb
OKIIATP <5> 21299 | lenonpou3BOAUTEIH
OKCO 032002 | lokyMeHTallMOHHOE 00ecTiedeHHEe yIPaBICHUS U
apXUBOBE/ICHUE
3.2.1. TpynoBas ¢hyHKUIus
Opranusanys padoThl ¢ TOKyMEHTaMU YpoBeHb
HaumenoBanue Kox | B/01.5 |(momypoBenb) |5
KBTI (UKALIUN
[IpoucxoxneHue 3auMCTBOBaHO
P A Opurunan X
TPYIOBOW (QYyHKIIUU U3 OpUrHHaIIa
Kon Perucrpanmonnsiit
opuruHasa HOMEp
npodeccruoHanbHOTO

cTaHaapra



TpynoBsle neNCTBUA

[Tpuem u nepBuuHas oOpaboTKa BXOASIINUX T0KyMEHTOB

[IpenBaputenbHOE pPAcCMOTPEHHME U COPTHPOBKAa JOKYMEHTOB Ha
PETUCTPUPYEMBIE U HE PETUCTPUPYEMBIE

IToaroroBka BXOoASAIIMX JOKYMCHTOB UISI paCCMOTPCHHA PYKOBOAUTCICM

P CrucTpanusa BXoAd1munuX JOKYMCHTOB

OpF aHU3alud JOCTABKU JOKYMCHTOB MCIIOJTHUTCIISIM

Benenune 0a3bl JaHHBIX JOKYMEHTOB OpPTaHU3AINH

Benenue nupopmannoHHO-CIIpaBO4YHOMN pabOThI

O6paboTka 1 OTIpaBKa UCXOSIIUX TOKYMEHTOB

Opranuzanys paboThl IO PETUCTPALMU, YUETy, XpaHEHHIO U Iepenadye B
COOTBETCTBYIOILME CTPYKTYPHBIE MOAPA3ACICHUS TOKYMEHTOB TEKYILETO
JIeJIONPOU3BOICTBA

KoHTponb ucnonHeHus JOKYMEHTOB B OpraHU3aluu

HeoOxoanmeie
YMEHHUS

Paborath co Bcell COBOKYMHOCTHIO HH(DOPMALMOHHO-IOKYMEHTAIIMOHHBIX
pECYpPCOB OpraHu3alun

[Tonws3oBarbest Oazamu JaHHBIX, B TOM YHCJIC YAAJICHHBIMU

ITonwr30BaTbCs CIIPaBOYHO-IIPABOBBIMU CUCTCMAMHU

ITonwr30BaThCs ABTOMATU3HUPOBAHHBIMU CHCTCMaMHM Y4d€Ta, PCrucTpanuvu,
KOHTPOJIA " I/IH(I)OpMaHI/IOHHO—CHpaBO‘-IHBIMI/I CUCTCMaMH IIpU pa60Te C
JOKYMCHTAaMH OpraHu3anuu

[TpumeHsTH COBpPEMEHHBIE 1H(OPMaIMOHHO-KOMMYHHUKAIIUOHHbBIE
TEXHOJIOTMM Ui pPabOThl C JOKYMEHTaMH, B TOM 4HCIEe [UId ee
ONTHUMHU3ALMU U TOBBIIIEHUS (P (HEKTUBHOCTU

Heo0Oxonnmeie
3HAHUA

HOpMaTI/IBHBIC ITPAaBOBBIC AKTbI U HOPMATUBHO-METOAUYCCKUEC TOKYMCHTHI,
ONpCACIIAOINEC MTOPAAOK TOKYMCHTAIITMOHHOI'O obecrieucHuUs YHpaBJICHUA

CrpykTypa opraHusaiuu, pykoBOACTBO CTPYKTYPHBIX MOIpa3AcIeHUI

CoBpeMeHHbBIE HTHPOPMAIIMOHHBIC TEXHOJIOTUU PA0OTHI ¢ TOKYMEHTaMHU

[Topsimok paboOThI ¢ JOKYMEHTAMH

CxeMbI TOKyMeHTO0000pOoTa

[IpaBuna paGoTel ¢ BXOMANIUMH, UCXOMAINIMMUA W BHYTPEHHUMH
JIOKyMEHTaMu

[IpaBuna opranuzanuud ¥ (GOpPMBI KOHTPOJS MCIOIHEHUS IOKYMEHTOB B
OpraHu3anuu

TumnoBsie CPOKH UCIIOJIHCHHA JOKYMCHTOB

[TpuHIIUTIEI pabOTHI CO CPOKOBOM KapTOTEKOM




HaznaueHune 1 TEXHOIOTHS TCKYLICro U NpCAynpCaANTCIbHOIO KOHTPOJIA

[TpaBuiia cocTaBieHHs] aHAIUTUYECKUX CIPABOK MO OPraHU3alluy paboThI C
JIOKyMEHTaMU ¥ KOHTPOJIIO UCIIOJTHEHUS JOKYMEHTOB

HpaBI/ma JAOKYMCHTAIIMOHHOTI'O obOecrnieueHuUs ACATCIIbHOCTHU OPraHU3aluu

Buapl 10KyMEHTOB, UX HAa3HAYEHUE

Tp€6OBaHI/I51, nNpeaAbABIIACMBIC K  TOKYMCHTaM B  COOTBCTCTBHU C
HOPMATUBHBIMU aKTaMH U ITOCYAapCTBCHHBIMU CTaHAaApTaMU

[IpaBuna cocraBneHuss u odopmieHus HHYOPMALMOHHO-CIPABOYHBIX,
OpraHU3aIlMOHHBIX YIIPABIECHYECKUX JOKYMEHTOB

[lpaBuna co3manust W BeieHUs 0a3 JAaHHBIX CIYKEOHBIX JOKYMEHTOB B
OpraHu3anuu

CucTeMbl 2IEKTPOHHOTO I0KYMEHTO000pOoTa

HpaBI/ma H CPOKU OTIPABKH UCXOAAIINUX JOKYMCHTOB

TpeOoBaHus OXpaHbl Tpyza

Hpyrue
XapaKTepUCTUKU

3.2.2. TpynoBas ¢pyHKUUSA

Opranu3anus TeKyero XxpaHeHus YpoBeHb

HaumeHnoBanue |10KyMEHTOB Koxg | B/02.5 |(momypoBenb) |5

KBaJTU(hUKALIIN

IIpoucxoxaenue
TPYOBOH (QyHKIIUU

3anMCTBOBaHO

Opurunan X
W3 OpUTHHAJIA

Kon Perucrpanmonnsrit
OpI/IF HMHaJla HOMep
po¢eCCUOHATBLHOTO
CTaHaapTa

TpynoBbie nelcTBUA

Pa3paboTka HOMEHKIIATypbl €7 OpraHU3aluu

[IpoBepka mpaBuiIbHOCTH OGOPMIICHHS IOKYMEHTOB M OTMETKH 00 HUX
UCTIOJIHEHUH Tiepen WX (OPMHPOBAHHUEM B JENO ULl TOCIETYIOILIETO
XpaHeHUs

(DOpMy.]'II/IpOBaHI/IC 3ar0JIOBKOB ACJI U OIIPCACIICHUC CPOKOB X XPAHCHUA

dopmHpoBaHUE e

KoHTpoab npaBUIBHOTO U CBOEBPEMEHHOTO paclpeleseHuss U MOJUIMBKU
JIOKyMEHTOB B JieJia

HeoOxonnmeie

Opranu3oBeiBaTh paboOTy MO YYeTy, XpaHEHUI0 U Iepedade B




yYMEHUS COOTBETCTBYIOIIEE CTPYKTYPHOE MOJpa3JIeiieHHE ITOKYMEHTOB TEKYIIETO
JIEJIONPON3BOJICTBA
Ocy1ecTBIATh  METOJUYECKOE PYKOBOJCTBO  JICJIONPOU3BOACTBOM B
OpraHM3aINK, KOHTPOJIHPOBATH MPABUIHLHOE (GOPMUPOBAHUE, XpAaHESHUE U
clavy Jen B apXuB
Pa3pabarbiBaTh HOMEHKIIATYPY A€ CTPYKTYPHOTO MOpa3IeICHUS
Hcnonp3oBaTh ~ HOMEHKIATYpY JA€l NPU  HM3YYCHHH  CTPYKTYpPBI
OpraHM3alliK, COCTaBICHUHU OMUCEN Ael
OpranuzoBbIBaTh paboTy MO0 (OPMHUPOBAHMIO €1 B COOTBETCTBUH C
YTBEPKICHHON HOMEHKJIATyPOU J€J1 OpraHu3aluu
[IpaBUIBHO U CBOEBPEMEHHO (POPMUPOBATH TOKYMEHTHI B JIeJia C YYETOM
UX cerupUuKu
Cucremaru3upoBaTh JOKYMEHThI BHYTPH Jielia
ObecnieunBaTh COXPaHHOCTH M 3aIIUTY JOKYMEHTOB OpraHU3aIlluu
[MpumensTs  MHYOPMALMOHHO-KOMMYHHKAIIMOHHBIE  TEXHOJOTHH  JUIS
paboThI C TOKyMEHTaMU

HeoOxomumbie HopmartuBHbIe MpaBOBbIE aKThl, HOPMAaTUBHO-METOAMYECKHE JTOKYMEHTHI,

3HAHUS roCyIapCTBEHHBIC CTaHAapPTHI, OTIpeICTISIONTNE HOPSIIOK
JOKYMEHTAIIMIOHHOTO 00ecTiedeHHsl yIpaBIeHUs
Bunel HOMeHKaTyp, obmue TpeOoBaHHUS K HOMEHKJIAType, METO/AMKa ee
COCTaBJICHUS ¥ OOPMIICHHS
[IpaBuia coracoBaHusi HOMEHKJIATYPBI /1€ C BEJOMCTBEHHBIMU apXUBaMH
Y SKCIEPTHOU KOMUCCUEN
[Topsnok ¢opmupoBanus U opopmieHus aen, cnerudpuka GopMupoBaHus
OTJICJIbHBIX KATETOPHIA JIeIT
[IpaBuna XpaHeHHUs1 Jei, B TOM YHUCIIE C JOKyMEHTaMH OTPaHUYEHHOTO
J0CTyma
[IpaBuia BbIIa4M ¥ UCTIOIB30BAHUSI IOKYMEHTOB M3 C(POPMHUPOBAHHBIX JIETT
TpeOGoBanus oxpaHsl Tpyza

Jlpyrue -

XapaKTePUCTUKH

3.2.3. TpynoBas ¢pyHKuusA

Opranuzanus 00paOoTKu A€l It YpoBeHnb
HaumenoBanue |mocienyromero XxpaHeHus Kox | B/03.5 |(momypoBeHb) 5
KBaJH(pHUKAIIU
ITpoucxoxaenue 3auMCTBOBaHO
P P Opurunan X
TPyAOBOH (HyHKIIUH W3 OpUTHHAJIA




Kon Perucrpanuonssii
opUruHaa HOMED
npodeccrHoHaTbHOTO
CTaHJapTa

TpynoBsle neNCTBUA

[TpoBepka cpokoB XpaHEHHsI JOKYMEHTOB, COCTaBICHHE MPOTOKOJIA paboThI
AKCIIEPTHOM KOMHUCCHUM MO TOATOTOBKE JOKYMEHTOB K XPaHEHHUIO, aKTa O
BBIJICJICHUH K YHHUTOXKEHUIO JIOKYMEHTOB, HE MOJICKAITUX XPAHEHUIO

CocraBrieHre BHYTPEHHEH OMUCH JIEJT JJISI 0CO00 IIEHHBIX TOKYMEHTOB

Odopmienue e moCTOSHHOTO, J0JITOBPEMEHHOTO CPOKOB XPaHEHUS

Odopmrnenre OONOXKKH Jell TMOCTOSHHOTO, JOJTOBPEMEHHOTO CpPOKOB
XpaHECHUS

CocraBicHHE OIIUCH ACI  TOCTOAHHOIO, OOJIOBPEMCHHOI0O CpPOKOB
XpaHCHUA

Hepez[aqa JCJ B apXHB OpraHu3alun

HeobOxonumeie
YMEHHUS

ITonws3oBaThCs NepCUHsAMU JOKYMCHTOB U QaAHAJIMU3UPOBATH (I)aKTI/ILICCKOC
COACPIKAHUC UMCIOIINXCA B ACJIC JOKYMCHTOB IIPpH OMPEACIICHUN CPOKOB UX
XpaHCHUA

O(bOpMJ'IﬂTL HAOKYMCHTBI 3KCHepTHOI71 KOMHUCCHH

OdopmitaTh 00IOKKH /1€ IOCTOSIHHOTO U BPEMEHHOT'O CPOKOB XPAHEHUS B
COOTBETCTBUU C TPEOOBAHUSMU TOCY/IaPCTBEHHBIX CTaHIAPTOB

[Tpon3BOAUTH XPOHOJIOTHYECKU-CTPYKTYPHYIO CUCTEMATU3ALINIO JIEIT

OcyiecTBIITh TEXHUUECKYI0 00paboTKy M TMOiHOe OdopMIIeHHE el
MMOCTOSTHHOTO ¥ BPEMEHHOT'O CPOKOB XPaHEHHUSI

CocTaBisTh ONUCH 1€ MOCTOSIHHOIO UM BPEMEHHOI'O CPOKOB XpaHEHUS B
COOTBETCTBUU c JNEUCTBYIOLIMMHU HOPMAaTUBHO-METOAUYECKUMU
JIOKyMEHTaMU

[IpumensaTh  MHPOPMALIMOHHO-KOMMYHUKAIIMOHHBIE ~ TEXHOJOTUU IS
paboThI C TOKYMEHTaMHU

HeobOxoaumeie
3HAHUA

HOpMaTI/IBHLIe IMPaBOBBIC AKTbI, HOPMATUBHO-MCTOAUYCCKUC JOKYMCHTEI,
TOCYyaJapCTBCHHLIC CTaHOapThI, OIMpECaACIIAOIINEC MOPAI0K
JOKYMCHTAIIMOHHOT'O obOecrieueHust YHpaBJICHUA

Kputepun pasneneHus AOKyMEHTOB Ha TIpYyNIbl B COOTBETCTBUU C
LICHHOCTBIO MH(OPMALIMHU, COIEepIKAILEHCs B HUX

HOpHI{OK HCIIOJB30BaHUsA THUIIOBBIX HWJIH BCIOMCTBCHHBIX HCpG‘IHGﬁ
JOKYMCHTOB, ONPCACIICHHUA CPOKOB XpPaHCHHA B IPOHCCCEC OSKCICPTU3BI
HEHHOCTHU JOKYMEHTOB

[Topsimox  co3maHusi, OpraHu3alMyd M JOKYMEHTHPOBAHHUS  PabOTHI
AKCIEPTHOU KOMUCCHU

[IpaBmiia cocraBieHUs U YTBEPXKJEHUS IPOTOKOJIA pabOThl IKCIEPTHOM




KOMHCCHU

HpaBHna COCTABJICHUA W YTBCPKIACHHA aKTa O BBIACICHUN NOKYMCHTOB, HE
MoAJICKAIINX XPaHCHUIO

[IpaBuna TexHuueckoil 00paOOTKM W TONHOTO OQOPMIICHHS el
MOCTOSTHHOTO ¥ BPEMEHHOTO CPOKOB XpaHEHHS

HpaBHna COCTaBJICHUA OIIMCHU €] IOCTOAHHOIO M BPEMECHHOI'O CPOKOB
XpaHCHUA B COOTBCTCTBUU C ,[[GI\/'ICTBYIOH_II/IMI/I HOPMAaTHBHO-MCTOANYCCKUMHU
JOKYMCHTaMU

[IpaBuiia nepenayuu e B apXUB OpraHu3aluu

TpeboBanust oxpaHbl Tpyna

Jlpyrue .
XapaKTepI/ICTI/IKI/I

3.3. O6006meHHas TpynoBas QyHKIIHs

Opranu3zaiimoHHoe, TOKyMEHTAIlMOHHOE U VOBCHL
HaumenoBanue |unbopmamnmonnoe obecneuenue aesreapbHoctu | Koo | C P
KBaJTU(DUKAIIAN
PYKOBOIMTENSI OPraHU3aINU
[Tpoucxoxaenue
o o 3auMCTBOBAaHO
00001eHHON TpyaoBoi | OpuruHan X
U3 OpUTHHAIIA
dbyHKIIMN
Kon Perucrpanmonnsrit
OpHUTHHAJIA HOMEDP
po¢eCCHOHATBLHOTO
CTaHmapTa

Bo3MoxHBIC HAMMEHOBAHHS
JOJDKHOCTEH, podeccuii

CereTapL PYKOBOAUTECIIA

TpeboBanus
00pa30BaHMIO U 00YyUEHUIO

Briciiee oOpa3oBanue - 6akagaBpuar Wwin

Cpennee npodeccronanibHOe 00pa30BaHKE - TPOTPAMMBI IOATOTOBKH
CMELUAINCTOB CPEIHETO 3BEHA

JlononauTENBHOE TpOdhecCuoHaTFHOE 00pa30BaHue

TpeboBaHMs K OTIBITY
MIPAKTUYECKOM padOoThI

He mMeHee BYX JIET BBIMIOJIHEHUS pabOT MO OPraHU3aIMOHHOMY U
AOKYMCHTAIIUOHHOMY O6€CH€‘-I€HI/IIO ACATCIIbHOCTHU PYKOBOAUTCIIA
OpraHU3aIlMH MPU CpeTHEeM MPodeCcCHOHATFHOM 00pa30BaHUHU

Oco0Opble yclIoBHS TOMyCKa
K pabore

Jpyrue xapakTepucTUKu

JlononHuTeNbHbIE XapaKTEPUCTUKU




HaumenoBanue noxkymeHnra Kon HaumenoBanue 6a30Boi rpyIIibl, JOJKHOCTH

(mpodeccun) WM CrenuagIbHOCTH

OK3 2432 bubnuorekapu, 6udnnorpadsl, TOKyMEHTOBEIb U
CTIEIMAIACTHI POJICTBEHHBIX Tpodeccuit

EKC - Cekperapb pyKOBOJIUTES

OKIIATP 26341 Cexperapb pyKOBOAMTEIS

OKCO 032001 JIoKyMEHTOBEIEHUE U JOKYMEHTAIIMOHHOE

obecrieueHne ynpaBieHus

032002 JIoKyMeHTaIlMOHHOE 00eCTIeueHUe YIPaBICHUS U

apXUBOBEJICHUE
3.3.1. TpynoBas ¢pyHKuus
Oxka3aHue MOMOIIH PYKOBOJUTEIIO B YpoBeHb
HaumeHoBaHue |TUIaHUPOBAHUU pabOUEro BpeMEeHU Kox | C/01.6 |(momypoBeHb)
KBaJU(pUKaLUU
IIpoucxoxaenue 3aMMCTBOBaHO
P A Opurunan X
TPYAOBOM pyHKIIMU U3 OpUrHMHaa
Kon Perucrpanmonnsrit
OpUTMHaa HOMED
po¢eCCHOHATBLHOTO
CTaHjaapTa

TpynoBbie nelcTBUA

Beibop  ¢dopmbl  mnaHmpoBaHUST W OQOpPMIICHHE  IUIAHHPOBIIUKA
(opranaiizepa) pyKOBOAUTEIIS

Brecenne nahopMaluy B TUIAHUPOBIIUK (OpraHaisep)

CornacoBanue ¢ pyKOBOAMTEIEM BPEMEHHBIX IUIAHOB

CornacoBanue TeNeQOHHBIX IMEPEroBOPOB, BCTPEY M MEPONPUITUH C
napTHEpamMM,  KIMEHTaMHM,  PYKOBOAMTEISIMM  MOIApA3feIeHU U
COTPYIHUKaMU

WudopmupoBaHue  pyKOBOIUTENS O  peNIaMEHTe  HAMEYEHHBIX
MEpOIPHUATUI

[Ipenynpexaenne o MPUOIMKEHUN BPEMEHU HAMEUEHHBIX MEPOTPUITUN

®opMHUpPOBaHUE PE3EPBA BPEMEHU JJIsI HENTPEABUICHHBIX CUTYyalUl

Heo0Oxonumeie
yYMEHUS

YcTaHaBIMBaTh LENH, OIIPEAEIIATh HEPAPXUIO LIEJIEH

OmnpenensiTb TPUOPUTETHOCTh W OYEPETHOCTH BBIOJHEHUS pPAa0OT H
3pPeKTUBHO pacnpeneniaTs pabouee BpeMs

Oxa3plBaTh MOMOILb PYKOBOAMUTENIO B pacHpeiesieHUd ero padbouero
BPEMEHH




BreiOupares  onTHManbHBIE  CIIOCOOBI  MH(MOPMHUPOBAHHS  IAPTHEPOB,
KIIMEHTOB, MIOCETUTENIEH, PyKOBOAUTENIEH MOAPA3ICIEHUN U COTPYIHUKOB O
IJJAHUPYEMBIX MEPOIPUATUAX

Ob6ecrneunBarh nH(}OpMAITMOHHYIO 0€30macHOCTh JIeATeTLHOCTH
OpraHH3aIiH

HeoOxonumeble Crennrika OCHOBHOM AESITETFHOCTH OpTraHU3aIuU
3HAHUA
OCHOBBI aIIMI/IHI/ICTpaTI/IBHOI‘O HpaBa nu prIIOBOI‘ 0 3aKOHOIATCJIbCTBA
Poccuiickoit @enepanuu
PykoBogsinuii coctaB OpraHu3aiiy U €€ MoaApa3acieHun
DYHKIIUKA caMOMEHEHKMEHTa
ITocranoBka nemueit
[IpaBuna npoBeeHUs 1ETOBBIX IEPETOBOPOB
TpeboBanus oxpaHsl Tpyaa
Hpyrue -
XapaKTEPUCTHKU

3.3.2. TpynoBas ¢pyHKUUSA

HaunmenoBanue

[TnanupoBanue pabovero THs ceKpeTaps YpoBeHb

Kon | C/02.6 |(momypoBeHB)
KBaITM(hUKALIIN

[Ipoucxoxaenue
TPYZL0BOH (DyHKIIUU

3anMCTBOBaHO

Opurunan X
W3 OpUTruHaNIa

Kon Perucrpanmonnsrit
OpHUTHHAIA HOMED
po¢eCCUOHATLHOTO
CTaHaapTa

TpynoBbie nercTBUA

Br16op 1 odopMiieHre mIaHUPOBIIUKA CEKpeTapst

Benenne nueBHMKA (Ha SJICKTPOHHOM W/WJIH OyMaKHOM HOCHUTEIIE)

CormacoBaHue IJIAaHOB C ITAHAMHA U CpOKaMu pa6OTLI PYKOBOJIUTCIIA

Pacrnipenenenue pabouero BpeMeHu (Ha JeHb, HEEI0, IEPCIIEKTURY )

HepeHeceHI/Ie HCBBITIOJIHCHHBIX 3aIllJTAaHUPOBAHHBIX 3a1a4

BrInonHeHne TUIMIMYHBIX €KEIHEBHBIX Je1I

HeobOxoaumeie
YMEHUS

Bri0upars 1 0pOpMIIATH IUTAHUPOBIIKUK

BHoCHTD 1 OoTCIe)UBaTh HHPOPMAITUIO Ha SIEKTPOHHOM H/HIH OyMaKHOM
HOCUTENE




PaccraBiars MMPUOPUTETHI, BBIACIIATH BAXKHOC U CPOYHOC

Br16upaTh onTUMaNIbHBIN pUTM pabOThI

AHaJ'II/BI/IpOBaTI) IPHUYUHBI HCBBIITOJHCHUSA 3a1a4

[IpumensTh HHOOPMALMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUN

Heo0OxoanMele 3HAHUA

Ocobennoctn  odopmIIeHHsT TUIAHMPOBIIMKA (HA  DJIIGKTPOHHOM |
OyMa)KHOM HOCHTEIISX )

OcCHOBBI yIIpaBJI€HUS BpEMEHEM

Hpyrue
XapaKTepUCTUKU

3.3.3. TpynoBas ¢hyHKuus

Opraaun3anys Teae(OoHHBIX TEPEroBOPOB YpoBeHb

HaumeHoBaHue |pyKoBOAMTEINS Kox | C/03.6 |(momypoBeHb)

KBaNu(pUKauuu

IIpoucxoxaenue
TPYAOBOH (HyHKIIUH

3anMCTBOBaHO

Opurunan X
U3 OpUrMHaa

Kon Perucrpanmonnsiit
opUruHasa HOMEp
po¢eCCHOHATBLHOTO
cTaHjapra

TpynoBsie neiicTBus

Benenue 0assl TeJIe(i)OHHLIX KOHTAKTOB PYKOBOAUTCJIA

COCI[I/IHCHI/IC PYKOBOAUTCIISI C KOHKPECTHBIMU a0OHEHTaMU

Iloarororka MaTCpUualioB AJIid TCJIC(I)OHHBIX INEpEroBOPOB PYKOBOAUTCIIA

Perucrpanus nocTynaromumx B IpUeMHYI0 Tele(OHHBIX 3BOHKOB

[lepenamnpaBiieHne OTAETBHBIX TEICPOHHBIX 3BOHKOB 3aMECTUTEISIM
PYKOBOZMTENS, IPYTUM COTPYIHUKAM

[Tony4yenre HeoOXomuUMOW WH(OPMAIMU U TIepeaada CaHKIMOHUPOBAHHON
uHpOpMaIuH 1o Tenedony

VYcraHOBIICHHE KOHTaKkTa C COOECeIHUKOM, TMOIACP)KaHUE K pa3BUTHE
JIEJI0BOI1 Oecenpl B poliecce Tene(OoHHBIX ePEroBOpoB

OxazaHyue NOMOIIM PYKOBOAUTENIO IIPU OPraHU3allUd M IPOBEICHUU
Teae(pOHHBIX IEPETOBOPOB U BUACOKOH(PEpEHIUI

HeobOxonnmeie
YMEHHUS

Bectu u wucnonb3oBath B paboTre 0a3y AaHHBIX Tel€(POHHBIX KOHTAKTOB
PYKOBOAUTENS

Hcnons30BaTh cpeacrBa KOMMyHHKaHHOHHOﬁ OPTTCXHUKU JIA MMOJTYYCHUA
U miepenayn HHGOpMaIuu




Bectn yueTHBle perucrpanyoHHbIe (OPMBI, KCIIONB30BATh WX IS
MHGOPMAITMOHHON paboThl U PabOTHI IO KOHTPOIO UCIIOTHEHUS PEelIeHHA
PYKOBOIUTENS

CFJ'[a)KI/IBaTI) KOH(l)J'II/IKTHI)IC U CIIOXKXHBIC CI/ITyaIII/II/I MCXKIINYHOCTHOI'O
oO0LIeHUS

Hcnonp30BaTh TEXHUYECKHE M IIPOIPaMMHBIE CPEACTBA UIsl IIPOBENCHUS
rOJIOCOBOW MJIM BHJI€0-KOH(EPEHLI-CBA3U

ObecneunBaTh HH(pOPMAITMOHHYO 0€30macHOCTh NeATETLHOCTH
OpraHu3alnuu

CoObmronath ciyKeOHBIH 3TUKET

Heobxoaumbie
3HAHUSA

TenepoHHBIE KOHTAKTHI PYKOBOIUTEIIS

@yHKIUY, 3a1a4M, CTPYKTypa OpPraHM3alUH, €€ CBSI3H MO0 BEPTUKAIA U
TOPU30HTAIU

IIpaBuia B3aMMOIENCTBUS C MApTHEpaMH, KIUEHTaMH, CpPEICTBAMHU
MaccoBOM MHpOpMaLUH

HpaBI/ma noaacp KaHus U pa3BUTHA MEKIIMYHOCTHBIX OTHOIIIEHUH

[IpaBuiia npoBeaeHUs IEIOBBIX IEPETOBOPOB

[TpaBuna 3amuThl KOH(DUIACHIIMATBHON HH(DOPMAITUH

TpeboBanus oxpaHbl Tpynaa

Hpyrue
XapaKTEPUCTUKU

3.3.4. TpynoBast GyHKIUS

Opranuzanys KOMaHIUPOBOK YpoBeHb
HaumenoBanue |pykoBoauTesns Kox | C/04.6 |(nmomypoBeHb)
KBaNu(UKaAUN
[Tpoucxoxaenue 3anMCTBOBaHO

TPYAOBOH (pyHKIIMK

Opurunan X

U3 OpUTHHAJIA

Kon Perucrpanuonssiii
OopUrMHaa HOMED
npodeccruoHaTbHOTO
CTaHJapTa

TpynoBsle neNCTBUA

[ToaroroBka mpoeKTa cry’kKeOHOTO 3a1aHHS PyKOBOIUTEIL

[ToaroroBka mpoekTa mpHKasza o CiIy’keOHOM KOMaHIUPOBKE

BeIncka KOMaHAMPOBOYHOIO YIOCTOBEPEHMS M €r0 PErucTpanus NpH
HEO0OXOIUMOCTH




HOI[FOTOBKB, JAOKYMCHTOB Ha ITOJIYUYCHHUEC BU3bI, 3arPaHUYHOTO ITaCropTa

3aka3 KENe3HOIOPOKHBIX W aBUAOWJIETOB, TOCTUHUI, TPAHCIOPTHOIO
o0ecriedeHns: pyKOBOAUTEIS

OdopmiieHre nporpaMMbl MOE3/KH, YTOUHEHHE OCOOEHHOCTEH MPOTOKOJIa
IJIAHUPYEMBIX MEPOIPUITHI

[TonroroBKa TOKyMEHTOB K TOE3/KE PYKOBOIUTES

YTouHeHue AaThl, TOJDKHOCTEH, (haMIIIMi B IPOTpaMMe KOMaHIUPOBKH

[IpopaGoTka MapmipyTa pyKOBOOUTENS, YBsI3Ka €ro C paclucaHueM
TpaHcHopTa

OO0OpaboTka MarepuaqoB KOMaHAMPOBKH, OQOPMIICHHE OTYeTa O
KOMaHIUPOBKE

HeobOxonnmeie
YMEHHUS

O(bOpMJ'IHTB ABAHCOBBIC OTUCTHI PYKOBOAUTCIIA

Opl" AHU30BLIBATH BCTPCUYH PYKOBOAUTCIIA C HpI/IHI/IMaIOIJ_Ieﬁ CTOpOHOﬁ

OdopMIIATh KOMaHAMPOBOUHBIE JTOKYMEHTHI

OOpabaTbiBaTh JOKYMEHTHl M Marepuajbl 10 pe3ylbTaraM IOE3IKH
PYKOBOAMTEIIA

ObecneunBarb paboTy orica BO BpeMsi OTCYTCTBHUSI PyKOBOAUTENS

[IpuMeHATBH CIIOoCcOOBI ETOBOTO OOIIEHHUS

Hcnonp30BaTh cpeicTBa KOMMYHHKAIIMH JISI 00€CTIEUSHHsS B3aUMOJICHCTBHS
C PYKOBOJIUTEJIEM BO BPEMSI €TI0 JAEIOBON MOE3AKU

HeobOxonnmeie
3HAHUS

HOpr}IOK IMMOATOTOBKH M NPOBCACHUA KOMaHIUPOBOK

[Topsnox oopmieHNs TOKyMEHTOB J1JIs1 KOMAaHAUPOBKU U OTYETHBIX
JIOKyMEHTOB 110 KOMaHJIUPOBKE PYKOBOJIUTES

JlenoBoii MpoTOKOII

DTHKA [IEJI0BOr0 OOLIECHUS

Hpyrue
XapaKTepUCTUKU

3.3.5. TpynoBas ¢pyHKuus

Opranusanus paOoThl C TOCETUTEIISIMU B VYpoBeHb
HaumeHoBaHME |TpUEMHOIN pYKOBOAUTEIS Kox | C/05.6 |(momypoBeHb)
KBTI (PUKALIUN
[Ipoucxoxnenue 3aMMCTBOBaHO
P A Opurunan X
TPyROBOH (pyHKIUH U3 OpHUTHHANIA

Kon Perucrpanmonnsrit



OpuUrMHaa HOMED
npodeccruoHanbHOTO
CTaHjaapTa

TpynoBsle nenCTBUA

OpFaHI/BaI_II/ISI JIMYHOTO IprucMa MOCETUTENEH PYKOBOOUTCIIEM

‘YcraHoBIIeHHE nopsika npuemMa Ijis pasjin4HbIX KaTer OpI/Iﬁ IOCeTUTENeH

Benenue xypHaia npe1BapuUTEIbHOM 3aIIUCU HA IIPUEM

Perucrpanus nocerureneit

ConeiicTBue OMEpPaTMBHOMY PAacCMOTPEHHUIO MPOCKO M MPESIOKECHUIN
MOCETHUTEINIEH U COTPYIHUKOB OPTraHU3ALUH

Opranu3zaiiys nprema JeJI0BbIX TapTHEPOB B oduce

Opranuzanus oOCTyKHUBaHHSI PYKOBOIHUTENS M €ro JIeJIOBBIX MapTHEPOB B
oduce

CepBupoBka yaitHoro (kogeiiHoro) ctomna B opuce

[IpuHsiTHE MEp MO COXPAHEHUI0O KOMMEPYECKOM TaWHbI B XOJI€ IpUEMa
noceTuTeNeil 1 uX HaXOXKJICHHUS B IPUEMHON M KaOMHETE PyKOBOAUTEIIS

Heobxomumbie Opranu3oBbIBaTh U 00ECIICUNBATH INYHBIE KOHTAKTHI PYKOBOIUTEIIS
YMEHUS
YipaBisTh KOHQIUKTaMU
YYuThIBaTh MCUXOJOTHUYECKHUE OCOOCHHOCTH JUYHOCTH TPU Pa3TUYHBIX
BUJaX MPO(ecCHOHANTBHOTO O0IIeHUS
Hcnonb3oBaTh yCTAHOBJIEHHBIE IpaBWja M MPOLEAYpPbl KOMMYHHUKAIIUU
BHYTPH OpraHU3aluu
Bectu yuerHeie perucTpanvioHHble (OPMBI, HCMOIB30BaTh MX IS
WH(GOPMAITMOHHON paboThl M paOOTHI IO KOHTPOJIO UCTIOTHEHHS PeIIeHHIA
PYKOBOIMTEIIS
Co3naBaTh MOJOKUTEIbHBIA UMUK OpraHU3allun
[TpuHMMaTE MEpBI 10 pa3penIeHnI0 KOHGIUKTHBIX CUTYyauil
[TpumensTh HHOOPMATMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOIOTUN
ObecnieunBarh  KOHQHUACHLUMATBHOCT B  NPUEMHOH U KaOuHETe
PYKOBOIHTEIS, COXPAHATh KOHOUIACHIIMATHLHYIO HHPOPMAIIHIO B TaliHEe
Heob6xoaumsie [IpaBuna opranuzanuu npremMa MmoceTuTeNnen
3HaHUs

[IpaBuna nenoBoro oOIIeHUS

[IpaBuna peueBoro 3TUKeTa

[IpaBuia  ycTaHOBIEHHsS  KOHTaKTa, MOJJAEpPXKAHUS U Pa3BUTHA
MEXJITMYHOCTHBIX OTHOIICHUM

CTpykTypa  OpraHM3allid W  paclpefeleHue  QyHKIUH — MeXIy




CTPYKTYPHBIMU MOJIPA3ACIICHUSIMHA U CHIENUAIACTAMU

[IpaBuiia opranusanuu NpuemMoB B ouce

DTHKET ¥ OCHOBBI MEXIYHAPOHOTO MPOTOKOJIA

[IpaBuna cepBupoBKU YaitHOTO (KOGEHHOT0) CTONA

HpaBHna IMPUT'OTOBJICHUSA U ITOAAYH TOPAYHUX HAITMTKOB U 3aKYCOK K HUM

[TpaBuiia 3amuThl KOH(DUIESHIINAIBHOM CITy>KeOHON HH(pOpMAIIH

Jlpyrue
XapaKTepI/ICTI/IKI/I

3.3.6. TpynoBas GhyHKIIUS

Opranu3anus HOATOTOBKHU, POBEICHUS U VYpoBeHb
HaumenoBanue |o06cmykuBaHusi KOH()EPEHTHBIX Kox | C/06.6 |(momypoBeHb)

MEpONPUATHH KBaM(UKAIIT
[Ipoucxoxaenue 3anMCTBOBaHO

TPYAOBOH (pyHKIIMK

Opurunan X
13 OpUTHHAJIA

Kon Perucrpanuonssiii
opUruHaa HOMED
npodeccrHoHaTbHOTO
CTaHJapTa

TpynoBble nencTBUA

HOI[FOTOBKB. IMOBCCTKHU AHA MCPOIPUATUSA

OdopmieHue crucka yuacCTHUKOB MEPOIIPUATHS

WudopMupoBaHne y4aCTHHKOB O HaMEYalOIIEMCS MEpONpUATUU U
YCIIOBUSIX y4acTHs

Br160op MecTa 1 BpeMeHH NPOBEACHUS MEPOTIPHUATHS

ITonroroBka npeaBapUTEILHON CMETHI PACXO10B

Paccpuika npunialmeHnii MOATBEPAUBIINM y4aCTHE B MEPOIIPUATHI

C60p TCKCTOB JOKJIAAO0B U IMMPOCKTOB UTOIOBBIX JOKYMCHTOB Yy JOKJIAJYHUKOB

Paccpiika MHQOpPMAIMOHHBIX MarepHalioB Y4YaCTHHKaM KOH(EPEHTHOTrO
MEpONPHUATHS

CocraBineHue SBOYHBIX JIMCTOB M CIMCKAa PErHCTpPalMM y4YaCTHUKOB
MEPONPHUSITHS

3aKyrKa KaHLEIIPCKUX TOBApOB U MPOAYKTOB JJisl o0ecnieueHus kode-nays

Perienne BOnmpocoB TEXHUUECKOTO OCHAIICHUS MEPOTIPUATHS

HOMOIJ_[I) B IIOATOTOBKC HOKJIaga PYKOBOAUTCIS, IMPC3CHTAMOHHBIX




MaTrepuaioB

OpFaHI/I3aHI/I${ MOATOTOBKH IMpE3nanymMa u pa60q1/1x MCCT YYaCTHUKOB

Opranu3zaiys BCTpeYu U perucTpanus y4acTHUKOB MEPOIPUATHUS

Benenue nporokosia MEpOnpUsITUS

Opraau3anys cepBUCHOTO 00CITy>)KHBaHHUS BO BpeMsi Kode-may3

Opranuzanys KyJIbTYpHO-MAacCOBBIX MEpONPUATUH, TPAHCIOPTHOTO H
TOCTUHUYHOTO 00€CTICUCHHUSI

Heo0Oxonumeie
yYMEHUS

OpraHu3oBeIBaTh TPOIECC IOATOTOBKM K IPOBEACHUIO KOH(EPEHTHOTO
MEpONPUATHS UHAUBUYAIBHO U B COCTaBe pabouel rpymimbl

JIOKyMEHTHpOBATh pa3HbIe ATallbl MPOLETyphl MOATOTOBKH U MPOBEICHUS
KOH(pEepeHTHOTO MEpONpUATHS

[lepenaBarp wuH(OpMaIUIO, JOKYMEHTHI M MaTe€pHalbl yYaCTHUKAM
KOH(pEpEHTHOTO MEPONPUSATHUS

[TogroraBnmuBare ¥ 00OpynOBaTh CTOJ Mpe3uIuyMa M padbouume Mecra
YYaCTHUKOB COBEIIAHUS (3aceIaHus )

CepBupoBath YaitHbIi (KOGEHHBII) CTOJI BO BpeMs MTpoBeIeHMs Kode-may3

CO6.]'IIOI[aTB IIpaBuJIa ACJIOBOI'0 9THKETA U IIPOTOKOJIA

[Tonnep>kxuBaTh MUK OpraHU3aIuN

CO3I[aBaTL UMUK CCKpETapH, COOTBCTCTByIOH.[PII:I HMUJIKY OpraHru3alnunu

PaGorare ¢ wuHpopmanuell, aHaIM3UPOBaTH W IMPEIACTABIATH €€ B
CUCTEMAaTU3UPOBAHHOM BHJIE

OOGecrieunBaTh 0€30MMACHOCTD JIEATEILHOCTH OpraHU3AINH

[TpumensTh HHOOPMATMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUN

ObecneunBarb KOMGOPT YYaCTHUKOB KOH(EPEHTHOTO MEPOIPHSITHS,
MOMOTAaTh B BOMPOCAX MPOXXUBAHUS, TPAHCIIOPTHOTO 00ECTICUCHHUS

Heo0Oxonumeie
3HAHUS

Kommieke OpTraHru3allMOHHO-TCXHUYCCKUX MepOHpI/ISITI/Iﬁ IO IMOATrOTOBKE U
IMPOBCACHUTO COBCH_IaHI/Iﬁ " IEpEeroBOopoB, B TOM YUCJIC MCKIAYHAPOAHBIX

[IpaBuna BeneHus, MOArOTOBKM M O(GOPMIEHUS NPOTOKONA M APYTHX
JIOKYMEHTOB, CO3/1aBa€MbIX B TIPOIECCE TIOATOTOBKU KOH(EPEHTHOTO
MEPOIPUSITHS

CocraBieHUE CMETHI pacxoaoB

OcHOBBI HaNMCaHUs peuei U JOKJIaI0B PyKOBOIUTEIS

HpaBHna YCTAaHOBJICHHUA KOHTAaKTa, noaacprKaHusa nu Pa3sBUTHUA
MEKIIMIHOCTHBIX OTHOIICHUM

HpaBI/IJ'Ia JACJI0BOIO 06HI€HI/IH, JCJIOBOI'O 3THKECTA




DTHUKET U OCHOBBI MEXTYHAPOTHOTO MPOTOKOJIA

HpaBHna MMPOBEACHHA JCTIOBBLIX IIEPETOBOPOB

[TpaBuiia 3amuThl KOHQUIEHIIMAIBHOM CITy>K€OHON MHpOpMAaLH

TpeGoBaHust OXpaHbl Tpyaa

Apyrne
XapaKTEPUCTUKU

3.3.7. TpynoBast pyHKLUS

Opranu3anys UCIOIHEHHsI PeLLCHUH, VYpoBeHb
HaumeHnoBaHnue |ocyiiecTBieHHE KOHTPOJIS UCTIOTHEHUS Kox | C/07.6 |(momypoBeHb)
HOPYYCHHUH PYKOBOJHUTEIIS KBaNM(UKAIIU

[Tpoucxoxnenue
TPYIOBO (QyHKITUU

3anMCTBOBaHO

Opurunan X
13 OpUTHHAJIA

Kon PerucrpanuoHHsIit
OpHTI'HHANa HOMEp
npodeccruoHanbHOTO
cTaHmapra

TpynoBsle NeNCTBUA

JlokymeHTanbHOe 0OpMIICHHE PELICHUN PYKOBOAUTEIIS

JloBenenne 10 cBeACHUS pPAOOTHHKOB OpraHU3alM{  PACHOPSHKEHHM
PYKOBOIUTES

KOOpI[I/IHaI_[I/ISI JACATCIIbHOCTHU 110 UCIIOJIHCHHIO peH_ICHI/Iﬁ PYKOBOAUTEIIA

Benenue CPOKOBOI'0O TCKYLICTO U MPEAYHPCAUTCIIBHOTO KOHTPOJIA

ITpoBepka UCTIONHEHUS TOPYYEHUIN PyKOBOIUTEINS B yCTAaHOBJIEHHBIN CPOK

[IpenynpexneHue COTPYIHUKOB 00 HCTEUYEHUU CpPOKa HCIIOTHEHUS
MOpYYEHUIN PyKOBOJIUTEIIS

dukcanusa UCTIOJHEHUS TOPYUCHHI

CocraBineHHe OTYETOB M AHAIUTHUYECKMX CIPABOK O BBHIINOJIHEHUH
MOPY4YECHUHN U PELIEHUN PYKOBOIUTESA

Heo0Oxonumeie
yYMEHUS

BecTtu cpokoByIO KapTOTEKY

Bectu yueTtHble peructpanyioHHble (OPMBI, UCIOJIB30BaTh UX JI1 paOOTHI
10 KOHTPOJIIO UCIIOIHEHUS IOPYYEHUN PyKOBOAUTEIIS

PabGorats ¢ HH(I)OpMaHHCﬁ 0 KOHTpPOJIH, CUCTECMATU3UPOBATH €€ U
NpeaACTaBJIATh B BUAC CBOJAHBIX JOKYMECHTOB

Hcnonp3oBarh cpeAcTBa KOMMYHUKALMU JUIs  TEpeAayd MOpy4YeHH
PYKOBOAMTEIIS




Hcnonb30BaTh COBpeMEHHBIE cpeicTBa cOopa W 00pabOTKHA KOHTPOJIBHOM
uHbopmaru

HpI/IMeHHTB I/IHq)OpMaI_II/IOHHO-KOMMYHI/II(aI_II/IOHHBIe TCXHOJIOTHUHU

OI_[CHI/IBaTB PE3YJIbTAThI B paMKaxX MOCTABJICHHBIX 3a/1a4

OcylecTBisTh  KOHTPOJIb ~ UCIIOJIHEHUS  IOPYYEHUH  pyKOBOIUTEIS
COTpYAHUKAMHU

Heobxonnmbie OOmue TpeOOBaHUS K CPOKaM HCIIOJHEHHUS JTOKYMEHTOB M KOHTPOJBHBIM
3HAHUS (byHKIUSAM cITyKOBI JOKYMEHTAIIHOHHOTO 00ecTIeueHus
[TpunIHUIEI, crIOCOOB HHYOPMUPOBAHUS COTPYIHUKOB
OTHKa J1EII0OBOTO OOIIEHHS
VYnpaBieHdeckast CTPYKTypa OpTaHW3aIlH, PYKOBOACTBO OpTraHM3AINH,
00pa3ubl MOANUCEH PYKOBOASALIMX COTPYJHHKOB, KPYr MX IOJTHOMOYMHA U
OTPaHUYCHUS X 30H OTBETCTBEHHOCTH
WHCTpYKIMY TIO NTETONPOM3BOACTBY U JIPYTUM JIOKAJIEHBIM HOPMATHBHBIM
aKTaM, YCTAHABIMBAIOLUIMM TOPAJOK peajHu3allMd  YHPaBICHYECKUX
npouexyp
Hpyrue -
XapaKTePUCTUKU

3.3.8. TpynoBsie hpyHKIIUN

Opranu3anys 1 mojiepikaHue
(1)pHKI_[I/IOHaJIBHOFO a6poqero YposeHb
Haumenosanue |27 pabos Kon | C/08.6 |(momypoBeHb)
NPOCTPAHCTBA MPUEMHON 1 KaOMHETa
KBTI (PUKALIUN
PYKOBOIMTEIS
[Ipoucxoxaenue 3anMCTBOBaHO
P KA Opurunan X
TPYIOBOU (DYHKITUU W3 OpHUTUHAJIA
Kon Perucrpanmonnsrit
OpHUTHHAIA HOMED
npodeccuoHanbHOro
CTaHaapTa

TpynoBbie nercTBUA

Obecnieuenre paboYero MecTa PyKOBOAMTEINS HEOOXOAMMBIMU CPEICTBAMH
OpFaHI/ISaHHOHHOﬁ TCXHUKHU, KAHICIIAPCKUMU MIPUHAIJICIKHOCTAMU

Opranuzaiuss TpueMHON oduca B COOTBETCTBUU C TpeOOBaHUSIMU
SPrOHOMHUKH U KYJIBTYpPbI TPyZa

Opranuzanus opopmiieHUsI THTEphepa MPUEMHON PyKOBOIUTEIS

ObopynoBanue pabouero MecTa OPTTEXHUKOM, MepCOHAIIbHBIM
KOMITBIOTEPOM, BCIIOMOTATEIIbHOM TEXHUKOU




Opranuzaiuss ~ o0OpYyJIOBaHUS ~ NPUEMHOW  CHCTEMaMH  XPAaHCHUS,
HEOOXOAMMBIMU  MPHUCIOCOOICHUSIMH,  OOECHeYeHHUs]  KaHUEISIPCKUMU
TOBapamu

ObecnieueHre XpaHEHHs U 3aMEHbl PACXOHBIX MaTepUaIOB, TIOBCEAHEBHBIN
YXOJI 32 OPTTEXHUKOMN

3aka3 KaHOCIIAPCKUX TOBApPOB, THUTHCHUYCCKUX TOBAPOB, MPOAYKTOB
IIUTaHUuA

Heob6xoaumbie CoznmaBate  ycnoBusi,  obecrneunBaomme  dPQGEeKTUBHYI0  padboTy
YMEHUS PYKOBOIHUTEIS
[IpuMeHsSITh B COOTBETCTBHM C HA3HAUYEHHWEM CPEJICTBA OPraHU3alMOHHON
TEXHUKH, KaHIIETSIPCKUE TPUHAIIICKHOCTH
Ochamate pabodyee MecTO pYKOBOOUTENsE U CBoe pabouee MeECTO
HEOOXOIMMBIM 000pYI0BaHUEM
OcymecTBIATh 3aMEHY PaCXOAHBIX MaTEPUAIOB, YXO/ 32 OPITEXHUKOM
OcymiecTBIATh TMOBCEJHEBHBIH YXOI 32 KOIMHMPOBAIBHBIM aIlllapaToM,
3aMEHYy M XpaHEeHHE KapTpuIKei, ToHepa
KoHTponupoBaTh COCTOSIHHE M TOIOIHAThH 3aMachl KaHIEISIPCKUX TOBAPOB,
CPEICTB TUTHEHBI, IIPOTYKTOB MTUTAHUS
Heob6xoaumbie TpeGoBanus OXpaHbl Tpyaa, MPOU3BOJICTBEHHON CaHUTApUH,
3HAHUS MIPOTUBOIMOXKAPHOU 3aIUTHI
OcCHOBBI TPaBUIBHOW OPTaHMU3ANMH TPyJa U METOMABI TOBBIMICHUS €T0
ahdexTuBHOCTH
OcHOBBI 3prOHOMUKH 0(Hrca U PIOPUCTUKU
CranaapThl U peKOMEHJAINH 110 000PYI0BAaHUIO OPHUCHBIX TOMEIEHUI
CocTaB opraHmM3aliOHHOW TEXHUKH, €€ YCTPOWCTBO U MOPSAIOK pabOThI C
HEe
Hpyrue -
XapaKTEePUCTUKH

3.3.9. TpynoBas ¢pyHKIus

Pa3paboTka JToKaIbHBIX HOPMATHUBHBIX YpoBeHb
HaumeHoBaHue |aKTOB, perIaMEHTUPYIOUINX paboTy Kox | C/09.6 |(momypoBeHb)

cekperaps KBTI (PUKAITUN
[Ipoucxoxnenue 3aMMCTBOBaHO

TPyAOBOH pyHKIIMK

Opurunan X
U3 OpUrMHaa

Kon Perucrpanuonssii
OpUTHMHala HOMEp
npodeccruoHanbHOTO



cTaHaapra

TpynoBsle neNCTBUA

Pa3pa0oTka J0JKHOCTHON MHCTPYKLIUHU CeKpeTaps

Pa3pa60TI<a TOJIOXKCHUS O CCKPETApUATE

Pa3paboTka HHCTPYKIIUHU TIO JEIOTPOU3BOICTBY

Heobxoaumbie
YMEHUS

CocTaBiaTs U O(I)OpMJISITB OpTraHHU3allMOHHBIC U MCTOAUYCCKUC NJOKYMCHTHI

PenaxkTupoBarh TEKCTHI CIIy>KEOHBIX TOKYMEHTOB

Pabotare co BCeil COBOKYNMHOCTBIO MH(OPMAIIMOHHO-IOKYMEHTAIIHOHHBIX
pecypcoB OpraHu3aliu

[Tonws3oBarbest Oazamu JAaHHBIX, B TOM YHUCJIC YIAJICHHBIMU 6azaMu JaHHBIX

Hcnonp30BaTh CIIPAaBOYHBIC ITPABOBBIC CUCTCMbI

PaGorath ¢ KOMIBIOTEpOM, KaTanoramu (ankamu) u GaiiamMu, CKaHEPOM

[Tonp30BaThCst OPUCHBIM MAKETOM (TEKCTOBBIM pelakTop, TaOIHIIbI)

[Tonp3oBaThes epuepuiHBIMU YCTPOHCTBAMU M OPTTEXHUKON

ITosb30BaThCs IIEKTPOHHOMN OYTON

[Tonp30BaThCs cucTEMaMU 3JIEKTPOHHOTO JOKYMEHTO000poTa

HeobOxonnmeie
3HAHUS

[TpaBoBbIE OCHOBBI yIIpaBiieHUs (OCHOBBI aIMUHUCTPATUBHOIO, TPYAOBOIO U
IpaXkJIaHCKOTO IPaBa)

JelicTBytolue MpaBoOBbIE aKThl, HOPMAaTUBHO-METOAMYECKUE JIOKYMEHTHI,
rocyaapCTBEHHbBIE CTaHAapTHI, OTpeesIoNnue MOPSAIOK
JIOKYMEHTAI[MOHHOTO 00€CTICUCHHsSI YIIPABICHUS

Crpykrypa, pYKOBOACTBO CTPYKTYPHBIX  TOApA3JCIieHUuH, 00Opa3ilbl
MOAMMUCEN JIUI], UMEIOIIUX MTPaBO MOAMUCAHUS U YTBEPKICHUS TOKYMEHTOB,
Y OTPAaHUYECHUS UX 30H OTBETCTBEHHOCTH

HpaBI/IJIa JOKYMCHTAIIMOHHOT'O obecrnieueHus ACATCIIBHOCTH OpPraHu3aluu

[Topsimok paboOThI ¢ JOKYMEHTAMH

Tpe6OBaHI/I$I, NpeABABIIACMBIC K  JOKYMCHTaAM B  COOTBETCTBUU C
HOPMATUBHLBIMU dKTaMH U T'OCYAApCTBCHHBIMU CTAHAAPpTAMU

[IpaBuna cocTaBieHHs OPraHU3ALMOHHBIX JOKYMEHTOB (IOJOXKEHHH,
MHCTPYKLUH, pErIaMEeHTOB)

Bunbl 1OKyMEHTOB, X Ha3HAUYCHUE

OCHOBBI IOKYMEHTHOM JIMHTBUCTHKU

TpeboBanus oxpaHbl Tpyna

Hpyrue
XapaKTepUCTUKU




3.3.10. TpynoBas ¢hyHKIHS

Cocrasnenue 1 ohopMIICHHE YpoBeHb
HaumeHnoBaHnue |ynpaBieHUYECKOH T0KyMEHTaLUU Kox | C/10.6 |(momypoBeHb)
KBTH(PUKALTUN
[Tpoucxoxnenue 3auMCTBOBAaHO

TPYAOBOH pyHKIIMK

Opurunan X
13 OpUTHHAJIA

Kon PerucrpanuoHHsIit
OpHUTHHANa HOMEp
npodeccruoHanbHOTO
cTaHaapra

TpynoBsle NeHCTBUSA

CocraBieHrne TPOEKTOB PACTIOPSAUTEIBHBIX (TIPUKA3BI, PACTIOPSIKCHHUS) U
MH(OPMAITMOHHO-CITPABOYHBIX JIOKYMEHTOB (CITy>KeOHBIE TTUChMA, CITPaBKH,
JIOKJIA/THBIE U CITyEeOHBIE 3aITUCKH)

[Teyars cimyke0HBIX TOKYMEHTOB U JPYTUX MaTE€pHAIOB

PasmHOXeHuE CiTy’)KeOHBIX TOKYMEHTOB

KoHTpone mpoxokaeHHsl JOKYMEHTOB B OpraHu3alud (COINIacOBaHME,
NOANNCAHUE U YTBEPKACHUE TOKYMEHTA)

HeobOxonumeie
YMEHHUS

Pe}:[aKTI/IpOBaTL TCKCThI CJ'Iy>KC6HLIX JAOKYMCHTOB

[Tonp3oBaTbest yHU(DUIUPOBAHHBIMU (POpPMAMU JOKYMEHTOB

OdopmisaTh KaccoBble (UHAHCOBBIE JTOKYMEHTHI M JOKYMEHTHI IO y4YeTy
HAaKJIaIHbIX PacXol0B

Ileuararn CJ'Iy>K€6HBIC JAOKYMCHTBI

[Tonb3oBaThbest nepudepuitHBIMU YCTPOHCTBAMHU M OPTTEXHUKOM

Paborats ¢ KOMITBIOTEPOM, CKAHCPOM

[Tonb30BaThCst OPUCHBIM MTAKETOM (TEKCTOBBIN pelaKkTop, TaOIHIIbI)

ITonb30BaThCS IEKTPOHHOM MOYTOM

[Tonmp30BaThCs cUCTEMAaMU JIEKTPOHHOTO JOKYMEHTO000poTa

Ob6ecneunBarh 6€30MaCHOCTD JESITEIBHOCTH OPTaHU3aUN

Heo0Oxonumeie
3HAHUS

[IpaBoBbIE OCHOBBI yIipaBiieHUsI (OCHOBBI aJIMUHUCTPATUBHOIO, TPYIOBOTO
U XO3SICTBEHHOTI'O ITpaBa)

CrpykTypa oOpraHusanuy, pPYKOBOACTBO CTPYKTYPHBIX IOApa3JE€IeHUN,
oOpa3ipl MOANUCEH JUL, UMEIONIMX MPaBO MOANMMCAHUS W YTBEP)KICHUS
JIOKYMEHTOB, U OTPAHUYEHUS UX 30H OTBETCTBEHHOCTHU

HpaBI/ma AOKYMCHTAIIUOHHOT'O obecrieueHuUs ACATCIIbBHOCTHU OpPraHu3aluiu




[Topsimok paboThI ¢ JOKYMEHTAMH

Tp€6OBaHI/I$I, NpEALABIIACMBIC K  OOKYMCHTaM B  COOTBCTCTBUM C
HOPMATHUBHBIMHU AKTaMH U I'OCYAapCTBCHHBIMU CTAHAApTaAMU

Bunsl JAOKYMCHTOB, UX HA3HAYCHUC

[IpaBmia comnacoBaHusi JOKYMEHTOB OpraHu3aluyd (BHYTPEHHEIO U
BHEIITHETO)

[IpaBuiia nognucaHust U yTBEPKACHUS TOKYMEHTOB

[IpaBuna cocraBnenuss ¥ odopmieHUS HHPOPMAIMOHHO-CIIPABOYHBIX,
YIPaBIEHYECKUX JTOKYMEHTOB H CITYKEOHBIX THUCEM

OcHOBEI HOKYMGHTHOﬁ JIUHTBUCTHUKH

['pamMmMaTHyUeckue paBuiIa pyccKoro s3blKa

TpeboBaHus oxpaHbl Tpyna

Apyrue
XapaKTePUCTUKU

3.3.11. TpynoBas pyHK1IUS

Opranuzanus paboThl C TOKYMEHTaMH B VYpoBeHb
HaumeHnoBaHue |npuemMHON pyKOBOAMUTENS Kox | C/11.6 |(momypoBeHb)
KBTH(UKALTUH
[Ipoucxoxnenue 3aMMCTBOBaHO

TpyAOBOH QpyHKIIMK

Opurunan X
U3 OpUrMHAJIa

Kon Perucrpanuonssii
OpHTruHaja HOMEp
npodeccruoHanbHOTO
cTaHzapra
Tpynosslie neucteusa | I[lonydenue, [IpEABAPUTEIILHOE paccMOTpeHue u COPTUPOBKA

MOCTYNAIOUINX B IPUEMHYIO PYKOBOAUTENS TOKyMEHTOB

[ToaroroBka JOKYMEHTOB JUISl PACCMOTPEHUS PYKOBOAUTEIEM

Vyer JOKYMCHTOB, ITIOCTYIIAIOIIUX HA UM PYKOBOIUTCIIA

OpFaHI/ISaI_[I/IH AOCTAaBKU NOKYMCHTOB UCIIOJIHUTCIISAM

Benenune nndopmMaiioHHO-cripaBOYHOM padOoThI

KOHTpOJIL HCIIOJIHCHUA NOKYMCHTOB U HOpy‘-IeHI/Iﬁ PYKOBOAUTECIIA

HeobOxoaumeie
YMEHUS

PaGorath ¢ Bxopsiiei, HCXoasIei, BHyTPEHHEH JOKyMEHTaIHeH

[Tonp30BaThCsl  CHCTEMaMHU  DIEKTPOHHOTO  JIOKYMEHTOOOOpOTa  JUIs
perucTpamnuy, KOHTPOJIsS JOKYMEHTOB M HH(OPMAIMOHHO-CIIPAaBOYHON




paboTHI ¢ TOKyMEHTaMHU

[IpumensiTb  MHPOPMALIMOHHO-KOMMYHHUKAIIUOHHbIE  TEXHOJOTHH  JJIst
paloThI ¢ TOKYMEHTaMHU

CocraBuars u O(I)OpMJIHTB HOPMATHUBHBIC aKThI

HeobOxoaumbie HopmaTtuBHble nIpaBOBBIE AKTHI, HOPMATUBHO-METOAUYECKUE TOKYMEHTBHI,
3HaAHUA rOCYyIapCTBEHHBIE CTaHJIAPTHI, ONPEACIISIIOIINE MOPSIOK
JOKYMEHTAIIHOHHOTO 00eCTIeYeHHs YIIPaBICHUS
CrpykTypa opraHu3aluu, pyKoBOJICTBO CTPYKTYPHBIX MOJpa3AeICHUM
CoBpemeHHbBIE HHPOPMAIIMOHHBIC TEXHOJIIOTUN PAOOTHI ¢ TOKYMEHTAMHU
[Topsimok paboThl C JOKYMEHTAMHU, CXEMbI JOKYMEHTOO000pOTa
[IpaBuna pabGoThl C BXOAAIIMMH, HCXOAAIMIMMU W BHYTPEHHUMU
JOKYMEHTaMU
[IpaBuna opraHu3aldd KOHTPOJISI MCIIOJIHEHUS JOKYMEHTOB WM THIIOBBIE
CPOKHU UCTIOJTHEHUS JOKYMEHTOB
[IpaBuna cocraBieHUs aHATUTHYECKUX CIIPABOK 1O OPTaHU3allUU paboTHI ¢
JOKYMEHTaMU U KOHTPOJIIO UCIIOTHEHHUS IOKYMEHTOB
[MpaBuna co3manusi ¥ BelCHUs 0a3 JAHHBIX CIIY)XEOHBIX JTOKYMEHTOB B
OpraHu3aIu
CucTeMbl AIIEKTPOHHOTO JIOKYMEHTO000pOTa
TpeboBanus oxpaHbl Tpynaa
Hpyrue -
XapaKTepUCTHKU

3.3.12. TpynoBast pyHKITUS

Opranuzanus XxpaHeHus T0KyMEHTOB B YpoBeHb

HaumenoBanue |mpueMHON PyKOBOAUTEIIS Kon | C/12.6 |(momypoBeHB)

KBaNU(UKALIN

[Ipoucxoxnenue
TPYAOBOH (pyHKIIMK

3anMCTBOBaHO

Opurunan X
W3 OpUTHHAJIA

Kon Perucrpanuonssiii
opUrMHaa HOMED
npodeccrHoHaTbHOTO
cTaHJapTa

TpynoBsle NeNCTBUA

Pa3pabotka pa3nesnoB HOMEHKIIATyphl A€ OpraHu3aluu

®opmupoBanue U 0QGOpMIIEHHE [I€1 IOCTOSHHOIO, JOJTOBPEMEHHOTO
CPOKOB




[ToaroroBka u nepenaya Jiei1 B apXuB OpraHu3aluu

HeoOxonumbie Pa3pabarbiBaTh HOMEHKJIATYypy €1 OpraHU3alHi C YYETOM JEHCTBYIOLIUX
YMEHHUS HOPMAaTUBHO-METOANYECKUX JTOKYMEHTOB
Hcnonp30BaTh HOMEHKIIATYPY J€JT IPU U3yUYE€HUH CTPYKTYpPhl OpraHU3aIii,
COCTAaBJICHHUU OITMCEN NN
®opmupoBath M OQOPMIIATH Jieda B COOTBETCTBUU C YTBEPXKIEHHOM
HOMEHKJIATYPOMU 11 OpraHu3aluu
ObecnieunBaTh COXPAHHOCTH JJOKYMEHTOB OPTaHU3AIHH
IIpou3BoaANTH MOATOTOBKY AEJ Ul IIEPEJAUn B apXUB
[TpumensTp  MHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE ~ TEXHOJIOTMU  JUIA
paboThl C TOKyMEHTaMu
Heobxomumbie HopmaruBHbIe MpaBOBBIE aKThl, HOPMATHBHO-METOAMYECKHE JIOKYMEHTHI,
3HAHHS rOCyIapCTBEHHBIC CTaH/IaPTHI, OTIpEICTISIONTNE TTOPSITOK
JIOKYMEHTAI[MOHHOTO 00€CTIeYeHH sl YIIPaBICHUS
Buner HomeHknaTyp, oOurue TpeOoBaHUS K HOMEHKJIAType, METOIUKA €€
coCTaBJIeHUS U 0)OPMIICHUS
[Topsimoxk dopmupoBanust U opopmieHHS €71 ¢ yKazaHUeM crenuduxu
(dbopMUpPOBaHUS OTACTBHBIX KATETOPHUI J1eN
HpaBHna XpaHCHUA [O€J, B TOM YHCIC C AOKYMCHTAMH OI'PAHUYCHHOTO
JocTyna
[TpaBuiia BbI1a4uy U UCTIOIB30BAHUS TOKYMEHTOB U3 CPOPMHUPOBAHHBIX JIE]T
TpeboBanus oxpaHbl Tpyna
[TpaBuiia MOATOTOBKU U TIepeAadH I B apXUB OpraHU3aIlluu
Hpyrue -
XapaKTCPpUCTUKH

3.3.13. TpynoBble GpyHKIUU

HanmenoBanue

ObecrieueHne pyKOBOTUTENS
uHpopMaIuei

YpoBeHb
Kon | C/13.6 |(momypoBeHB)
KBaNU(UKALUN

IIpoucxoxaenue
TPYAOBOH (pyHKIIMH

3anMCTBOBaHO

Opurunan X
W3 OpUIruHaIa

Kon Perucrpanuonsslii
OpUruHaa HOMED
po¢eCCUOHATBLHOTO
CTaHJapTa

TpynoBsle neiCTBUA

Coop wu mepepaboTka wuHGOOpPMAIMK, HEOOXOAUMOW [JIT TPUHSITHS




000CHOBAaHHBIX YIIPABICHUYECKUX PEIICHUN

[IpoBepka OOCTOBEPHOCTH, MOJHOTHI M HENPOTUBOPEUUBOCTU JIAHHBIX,
UCKIIIOYEeHUE 1yOnnpoBaHus HHPOPMALIUU

Hpe,[[OCTaBHeHI/Ie JaHHBbIX B CIMHOM U y'}:l06HOM IJI BOCIIpUATUA (popMaTe

BLISIBHGHI/IC HaI/I6OJICe 3HAYNMBIX KpI/ITepl/IeB CUcTeMaru3anuun
uHbOpMaIUH I CO3MaHus 0a3 JaHHBIX

dopmupoBaHHUe U UCIIOIB30BaHUE 0a3 JaHHBIX B OpraHU3alun

HeoOxonnmeie
YMEHHUS

OcymecTBisITh ¢60p, 00pabOTKy M aHANN3 HHPOPMAIMU B COOTBETCTBUU C
TpeOOBaHUSMH KPATKOCTH, YETKOCTH (HOPMYITUPOBOK, CBOEBPEMEHHOCTH
NOCTYIUICHHS, ~ TOYHOCTH M JIOCTOBEPHOCTH,  ONTHMAJIbHOCTH
cHCTEeMaTH3aluy, HeMpepbIBHOCTH cOopa 1 00paboTKK MHPOPMAITIH

Ocy1ecTBisITh perucrpanuio, HAKOTUICHHE u nepeaavy,
CUCTEMAaTU3UPOBAHHOE XpaHEHWE M BbIIauyy WHopMaIu B TpeOyeMoii

dopme

CocraBiars u O(l)OpMJ'IfITI) CBOJIHBIC, OTYCTHBIC, CTATUCTHYCCKUC
JAOKYMCHTBI

OcymectBisATh 00pabOTKy M CTPYKTypHpoBaHUE HH(OpMaiuu, oOpasys
WH()OPMAITMOHHBIE PECYPCHI

BBO,I[I/ITI) HOBBIC JAHHBIC B CHpaBOLIHO-I/IH(i)OpMaHI/IOHHI)IC CHCTCMBI

BBoauTh B maMsiTh KOMIIBIOTEPA AIEKTPOHHBIE 00pa3bl JOKYMEHTOB

[Tpon3BoauTh NOKCK MHGOPMALIMY B CYILIECTBYIOLIMX 0a3ax JTaHHbBIX, BECTH
UH(POPMAITMOHHO-CIIPABOYHYIO pabOTy Ha OCHOBE Pa3IMYHBIX KOMOMHALIUI
MOMCKOBBIX IIPU3HAKOB

HpI/IMCHHTB I/IH(i)OpMaI_II/IOHHO—KOMMYHI/IKEII_II/IOHHBIC TCXHOJOTNH1

HeobOxonnmeie
3HaAHUA

OcobeHHOCTH (OPMUPOBAHUS BHEIIHUX M BHYTPEHHUX UH(POPMALIMOHHBIX
IIOTOKOB

CocraB BHEUTHUX UH(POPMAIIMOHHBIX TOTOKOB

CocraB BHyTpEeHHUX UH()OPMALIMOHHBIX TIOTOKOB

CTpyKTypa OpraHu3allid W TOPSIOK B3aWUMOJICUCTBUS MOAPA3ACICHUN U
CITYyK0

Ocobennoctu hopMupoBanus 6a3 JAHHBIX B OpraHU3AIUU

CoBpeMCHHBIE ~ HAaydyHbIE  METOABl W TEXHUYECKHE  CPENCTBa,
crocoOcTByrole  cOopy, 00pabOTKe, COXpaHEHHI0O U  Iepenaye
WH(POPMAITMOHHBIX TTOTOKOB

Meronslt  0o0paboTku uHPOpPMAIMKM € TPUMEHEHHEM COBPEMEHHBIX
TEXHUYECKUX CPEJICTB KOMMYHHUKAIIUN U CBSA3H, BBIUUCIUTEIBHOU TEXHUKU

TpeOoBaHus oxpaHbl Tpyza




Hpyrue
XapaKTepUCTUKU

3.3.14. TpynoBast GpyHKIUS

Opraamnzanys ”HPOPMAITTOHHOTO
B3F;HMOHCIZCTBHH(1) ioml)lnmenﬂ c YpoBeHb
HaunmenoBanwme py Kon | C/14.6 |(momypoBeHB)
MOAPa3ACTICHUSMHI M JOKHOCTHBIMA
KBaJH(pUKAIUU
JTUIAMH OpTraHU3aIuU
[Ipoucxoxnenue 3auMCTBOBaHO
P A Opurunan X
TPYIOBOM (DYyHKITUU U3 OpUrMHAaNa
Kon Perucrpanuonnsii
OpUTHHAalA HOMEDP
npodeccruoHaTbHOTO
CTaHaapTa

TpynoBsle neNCTBUA

WNudpopmupoBanue pabOTHUKOB OPTaHU3AINH O PEIICHHUSIX PyKOBOAUTEIIS

Opranmszanus obMmeHa uHoOpManuendn MeXAy TOAPa3ACICHUIMH U
JOJHKHOCTHBIMHU JIMIIAMH OpTaHU3aIluu

OHOBCH_IGHI/IC pa6OTHI/IKOB O MPECACTOAIUX MCPOIIPUATHUAX

Opranu3zanus BCTped TPyAOBOI'O KOJJIEKTUBA C PYKOBOJCTBOM

WNndpopmupoBanue pykoBoauTenss 00 OOpalIeHUsSX COTPYIHUKOB IO
paboYnM M JINYHBIM BOIPOCAM

HeoOxonnmeie
YMEHHUS

Hcmonp30BaTh COBPEMCHHBIC TCXHOJIOTUH c60pa u nepecaaiun PIH(bOpMaI_II/II/I

OcymecTBisATh cOOp M mepepadoTKy HHQPOpMAIMK, HEOOXOAMUMOW st
JESITCIIBHOCTH

OCYHICCTBJ'I?ITI) CUCTCMATU3alHIO IMMOJTYyYaCMbIX U ITCPCAaBACMbBIX JaHHBIX

Ocy1ecTBIsITh MIPOBEPKY JIOCTOBEPHOCTH, MTOJTHOTBI "
HEMPOTHUBOPEUYNBOCTH JIAHHBIX, HCKIIIOYCHHE TyONupoBaHus HHPOPMAITUT

[IpenocraBisaTh AJaHHBIE B €IMHOM M YAOOHOM Il BOCTIpUATHS (hopmare

MHOTOKpaTHO HWCHONB30BaTh IMOMYyUYECHHYI0 HMH()OPMALHUIO, TOCTOSHHO
OOHOBJIATE TAHHBIE

O0ecreunBaTh OIICPATUBHOCTD I/IH(bopMaL[I/IOHHBIX IIOTOKOB

Paborarh ¢ KOMITBIOTEPOM, HCHOJIB30BaTh O(MUCHBIA MaKeT (TEKCTOBBIN
pemaKTop, TAOIUIIHI)

HeobOxoanMmeie
3HAHUS

HOpMaTI/IBHI)Ie IIPaBOBLIC AKTbl, HOPMATHBHO-MCTOANYCCKHUEC JTOKYMCHTEI,
TOCYHapCTBCHHBIC CTAHAAPTHI B C(I)epe ACATCIIBHOCTHU OPraHn3aluu

CrpykTypa OpraHu3alniy, pYKOBOJACTBO CTPYKTYPHBIX IOIpa3A€ICHUM,
HaMpapJIeHUs] NEATEIbHOCTH OpPraHU3alMd M KOMIETEHLIMH CTPYKTYpPHBIX




HOIIpZBI[GJICHI/If/i n AOJIZKHOCTHBIX JIUIT

Knaccudukanus ynpaeneHueckodl HHGOpMaluu, BUIbI YIpaBIEHYECKOU
UHpOpMaIIH

@DopMBI ITPeJOCTABICHUS YIIPABIeHUECKON HH(OopMaIuu

HcTounuku ynpapieHYecKoi nHpopmManuu

Mertoauka oT00pa HCTOYHUKOB WH(POPMALIUU

TpeOoBaHus, MpebsBIsEMbIE K YIIPAaBICHUECKON HH(OpMAIN

TpeOoBanust OXpaHbl TPy

Hpyrue -
XapaKTepUCTUKH

3.4. O6006meHHas TpynoBast PyHKIHSA

HNudopmanimoHHo-aHATUTHYECKAS U
OpraHU3aIlMOHHO-aIMUHUCTPATHBHAS YpoBeHb
HanmenoBanue p a a P Kon D P
NOJ/ICPKKA IEATEIbHOCTH PYKOBOAUTENS KBaJu(UKaLUU
OpraHu3aIuu
[Ipoucxoxnenue
. . 3auMCTBOBAaHO
00001eHHON TpyaoBoi | OpurnHan X
W3 OpUrHHAIIA
GbyHKIIMN
Kon Perucrpanmonnsiit
OpHUTHHAJIA HOMEp
npodeccruoHanbHOTO
cTaHjapra
BosmoxHbie HauMeHoBaHusT | [IoMOIIHUK pyKOBOIUTENS
JOJDKHOCTEH, mpodeccuit
TpeOoBanus k oOpazoBanuto | Beicuiee oOpa3oBaHue - OakanaBpuar
1 00yYECHHIO JononauTenpHOE nMpodeccruoHaibHOe 00pa3oBaHue
TpeboBaHus K ONBITY He menee Tpex set o npoduito AesiTeIbHOCTH OpraHu3alun
MPAKTHYECKON paboTHhI
Oco0bie yCIIOBUS IOMyCKa K |-
pabore
Jpyrue xapakTepucTuKu -
JIOTIOTHUTENBHBIE XapaKTePUCTHKU
HanmeHnoBanue nokymeHnTta Kon HanmenoBanne 6a30BOM TPyIIIBI, TOKHOCTH

(mpodeccun) nnu cenruanbHOCTH




OK3 2432 bubnmmorexapu, 6nbnmmorpadsl, JTOKYMEHTOBEIBI U
CHELMATUCThI POICTBEHHBIX Ipodeccuit
OKCO 032001 JlokyMeHTOBeIeHHE U JJOKYMEHTAI[MOHHOE 00ecreueHne
yIOpaBiIeHUS
032002 JlokyMeHTaIMoHHOE o0ecrieueHue yrpaBieHus U
apXUBOBEJICHUE
3.4.1. TpynoBble QpyHKIINH
dopmupoBaHre HHHOPMAITMOHHOTO YpoBeHb
HaumeHnoBaHue |B3auMOJEICTBUS PyKOBOJUTENS C Kox | D/01.6 |(momypoBeHb)
OpraHu3alUsIMU KBaJIH(pUKaLUU
[Ipoucxoxnenue 3aMMCTBOBaHO

TPyAOBOM pyHKIMU

Opurunan X
U3 OpUrMHaa

Kon Perucrpanuonssii
OpUTHMHala HOMEp
npodeccruoHanbHOTO
cTaHjapra

TpynoBsle neNCTBUA

OT100op MCTOYHMKOB HH(OpPMAIMM B COOTBETCTBUH C 3aJaHHBIMH
KPUTEPUSIMHA

O6paboTka U wuHTEpIpeTanus HHPOPMAIUU I TOATOTOBKH IPOEKTOB
peLeHuit

ITonroroBka 3ampocoB IO MOPYYEHHIO PYKOBOAWUTENSI Ha IIOIYUYEHHE
JOKYMEHTOB W UHGOpMAIMK B oOpraHax TIOCYIapCTBEHHOM BIAacTH U
yIpaBJIeHMUS, 00LIECTBEHHBIX OpraHM3aIusIx u MIOJTyYeHUe
COOTBETCTBYIOIIEH HHPOPMALIMK U JOKYMEHTOB

HudopmupoBaHre pyKOBOAUTENS O pe3yJbTarax pacCMOTPEHUsI 3aPOCOB U
oOpareHuit

Opranuzanys peuieHus BOIIPOCOB, HE TPeOYIOIKMX HEMOCPEACTBEHHOTO
y4acTHsl pyKOBOJIUTES

[ToaroroBka MaTepuaioB JUIsl y4acTus PYKOBOIHUTENS B paboTe pa3IHMYHbIX
CTPYKTYp B COCTaB€ TOCYJAapCTBEHHBIX W MYHHIIMIAIBHBIX OPTaHOB,
0OIIECTBEHHBIX OpraHu3alun

ITonroroBka JOKyMEHTOB ISl 3aKIIOYECHHUS CONIALICHUN O COTPYAHUYECTBE
C JICJIOBBIMU ITAPTHEPAMHU

HNndopmupoBanne el10BbIX MAPTHEPOB U 3aMHTEPECOBAHHBIX OpraHU3aIHiA
0 pELICHUSIX PYKOBOJUTEIS B XO/I€ BBIIIOJHEHHUS COITIAIlIEHUM

Heobxoaumbie
YMEHUS

AHanu3upoBaTh U OTOMpaTh MCTOYHHKH WH(POPMALUU B COOTBETCTBHH C
KPUTEPUSIMH TIOJTHOTHI, TOCTOBEPHOCTH, CBOEBPEMEHHOCTH TPEI0CTABICHHS
UHPOpMAITIH




Cobupars, 00pabaThIBaTh U aHATM3UPOBATH HH()OPMAIIHIO B COOTBETCTBUH C
3a/IaHHBIMH TPEOOBAHUIMHU

Hepez[aBaTb I/IH(l)OpMaI_II/IIO B CUCTEMATU3UPOBAHHOM BHUIC

OO6pabatbIBaTh u CTPYKTYpHUpPOBaTh UH(pOPMALHIO, o0pazys
WH()OPMAITMOHHBIE PECYPCHI

[Tpon3BomuTh Mouck MHGOPMAIMK B CYIIECTBYIONINX 0a3ax JaHHBIX, BECTH
MH(POPMAITMOHHO-CIIPABOYHYIO Pa0OTy Ha OCHOBE PA3JIMYHBIX KOMOWHAIMN
HIOMCKOBBIX IIPU3HAKOB

O6ecreunBaTh HHPOPMAITMOHHYIO OE30MTACHOCTh OpTraHU3AINH

PaboTtate ¢ KOMIBIOTEPOM, HCIIOJIB30BaTh OQHCHBIA IMaKeT (TEKCTOBBIH
penakTop, TabIHIIbI)

Heo0Oxonumeie
3HAHUS

BHYTpeHHﬂFI 1 BHCIOHAA ITOJIMTHKA OpraHru3alun

[IpyHIMIIBI TPEACTABUTENBCTBA B TOCYIAPCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYIIPaBJICHHS, CTOPOHHUX OpraHM3alMsaX U  IOPAIOK
B3aUMOJIENCTBUSA C HUMH

[IpuHIUITBEI 1 METOABI AIMUHUCTPUPOBAHMS

Ocob6enHoctr (OPMHPOBAHUS BHENTHUX W BHYTPEHHUX HH(DOPMAIMOHHBIX
MIOTOKOB

CrpykTypa OpraHuW3alii W TOPSIOK B3aMMOACHUCTBUS MOJpa3ACICHUN H
CITY X0

[TpaBuia opMupoOBaHUs U UCIONB30BaHUA 0a3 JAHHBIX

CoBpeMeHHbIE ~ HAay4yHbIE  METOIbI M  TEXHUYECKHE  CPEICTBA,
crocoOCTByrome  cOopy, O0OpabOTKe, COXpPaHCHHIO |  Iepeaade
uHbopmaru

[TpaBuna 3amuThl KOHGUICHINATBHON ci1ykeOHOH nHpopMauu

COBpCMeHHLIC I/IH(I)OpMaI_II/IOHHBIe TCXHOJOTUHU

Hpyrue
XapaKTepUCTUKU

3.4.2. TpynoBas ¢pyHKUIUSA

AHanu3 nHGOpMAINH U TTOJITOTOBKA YpoBeHb
HaunmenoBanue |uHGOPMAIIMOHHO-aHATUTHYECKUX Kon | D/02.6 |(momypoBeHB)

MaTepuaioB KBaJH(pUKAUU
[Ipoucxoxaenue 3anMCTBOBaHO

P A Opurunan X
TPYIOBOU (DYyHKITUU W3 OpHUTUHAIIA
Kon Perucrpanmonnsrit
OpUTHHAIA HOMED

npodeccuoHanbHOro



cTaHaapra

TpynoBsle neNCTBUA

Co6op, mepepaboTka W aHanu3 UWHGOPMALMHU JJs peIHIeHUs 3a71ad,
MIOCTaBJIEHHBIX PYKOBOJIUTEIEM

HOJIFOTOBK& I/IH(l)OpMaHI/IOHHO-aHaJ'H/ITI/I‘—IeCKI/IX MarepuaioB

Pa3paboTka TeMaTHUECKOTO MIaHa 0030pHOTO JIOKYMEHTa, JOKJIa1a

Omnpenenenue kpyra oubauorpa@uuecKux HCTOYHHKOB

ITonOop HCTOYHMKOB M JUTepaTypel MO Teme o0030pa, JA0KiIaja,
AQHAJIMTUYECKOU CIIPAaBKU

Hanucanue u opopmiienne 0030pa, JOKIIaaa, aHaTUTHISCKOW CITPaBKU

HeobOxonnMmeie
YMEHHUS

PazpabareiBarh TemaTuyeckuii 1miaH o030pa, MOKIana, AHAIUTHUYECKON
CIPaBKH

OOG0CHOBBIBATh aKTyalbHOCTh MPOOJIEMBI, KOTOPYIO MPEICTOUT OCBETHUTH B
o03ope, T0KIIaae, ClpaBKe

[Tonp3oBaTbcst MHDOPMALIMOHHBIMU pecypcaMH UM CHCTEMaTH3UpPOBaTh
UHGOPMAITUIO TI0 3aJaHHBIM KPUTEPUIM

HpaBI/IHLHO HHTCPIIPETUPOBATH MMOJYUCHHBIC TAHHBIC U IMMPEAOCTABIAThL UX
B CUCTEMATU3UPOBAHHOM BHUC

Onpenenarb Kpyr UCTOYHHUKOB M JUTEPaTypbl, HEOOXOAMMBIX IS
MOJITOTOBKH MH()OPMAIMOHHO-aHAIMTUIECKUX MaTepUajIoB

N3narare marepuan B JJOTMYECKOU MOCIIEI0BATEIbHOCTH

HpOI/ISBOI[I/ITI) aHaJIn3 1 OLCHKY U3JIOKCHHOT'O MaTrcpuraia

OdopMIIATh TEKCT B COOTBETCTBYIOIIEM CTHIIE

PenaktupoBarh TEKCT TOKyMEHTOB

®opMynTupoBaTh BBIBOBI U PEKOMEHAAIINN

OcymiecTBIATh aBTOMATH3AIMIO TPOLECCOB cOOpa, XpaHEHWs W BBIIA4YH
UHpOpMaITIH

[Tonp30BaThCS YCTPOICTBAMHU aBTOMAaTH3MPOBAHHOW 00pabOTKH TEKCTOBOM
uHpopMauu 1 GOTOHAOOPHBIMU YCTPOMCTBAMU

[TpuMeHATh BBIUMCIUTENBHYIO TEXHUKY W MH(OpMAIMOHHBIE TEXHOJIOTHH
JUIsl SKOHOMHMYHOM M palMOHAJIBHOM OpraHu3aluy HHQPOPMaIMOHHBIX
MPOILIECCOB, MOBBILICHUS UX THOKOCTH U AUHAMUYHOCTH

[Tpon3BOAUTH IUTEPATYPHO-CTUIMCTUYECKYIO 00pabOTKy TeKCTa, IPOBEPKY
JOTMYECKOM MOCIEeNIOBATEIIBHOCTH H3JIOKEHUS, aHalu3a U  OLEHKH,
HalKCaHUs BHIBOJIOB U PEKOMEHJAINA

HpI/IMeHHTL OCHOBBI IICHUXOJIOI'MH ACJI0OBOIO O6H.ICHI/DI

Heobxoaumbie

HOpMaTI/IBHLIe MMPaBOBLIC AKTbl, HOPMATUBHO-MCTOAUYCCKUC HNOKYMCHTHI,




3HaHUA

roCyJapCTBCHHLIC CTAHAAPTHI B C(bepe ACATCIIbBHOCTH OpraHu3aluunu

CrpykTypa oOpraHmsanyy, pyKOBOACTBO CTPYKTYPHBIX THOApa3/eIeHUH,
HaIPaBJICHUS JEATEIBHOCTU OpPraHU3allMd U KOMIIETEHLHUU CTPYKTYPHBIX
MTOJIPA3JEIICHUH U TOJPKHOCTHBIX JIUIT

Knaccudukanus ynpasneHyeckod uHGOpMANU, BHUJBI YIPaBIECHUYECKOMN
uHpOpMaIIH

®opMBbI IPEOCTABICHUS YIIPAaBICHYECKOH HH(pOopMaun

HcTouHuky ynpaBieHYecKol HH(opMaIy, MeToauKa oT0opa HCTOYHUKOB
nHbopmaru

TpeboBanus, NpeAbSBIsieMbIe K YIIPaBIEHYECKON HHPOPMALIUU

Ocobennoctu pedepupoBanust nHpopMaiuu, crerudpuka ohopMICHUS H
COCTaBJICHUS aHHOTAaLUi, pedeparos, 0030pOB, TOKIATOB

Kareropun norpebdureneil, Ha kotopble OyleT paccUMTaH IaHHBIH 0030p,
JIOKJIaJ

MCTOI[LI 06pa6OTKI/I I/IH(I)OpMaI_[I/II/I C TPUMCHCHHUEM COBPCMCHHBIX
TEXHUUYCCKUX CPCACTB KOMMYHI/IKaIII/Iﬁ " CBs3U, BBIYHCIIMTEILHON TEXHUKH

Crpykrypa uHGOPMAIMOHHBIX HW3JIaHUW B 3aBUCUMOCTH OT Xapakrepa
nHGOPMAIUH | LIEJICBOT0 Ha3HAUYCHUST MHPOPMAITMOHHBIX U3aHHHA

CoBpeMeHHbIe cpeicTBa cOopa, 00pabOTKH, CUCTeMAaTH3AIIMU HHPOPMAITHH

HcTounnku WHPOpPMAIUKN: KaTajJord OWOIMOTEK, >KypHAJIOB, MOWCKOBBIC
CUCTEMBI HMH(OPMAITMOHHO-TEJICKOMMYHUKAIIMOHHONW ceTu "MHTepHeT",
ANIEKTPOHHBIE 0a3bl JAHHBIX

OyHKIMOHATBHOE Ha3HA4YCHUE o030pa (bubmmorpaduaeckoro,
pedepaTHBHOTO, aHATUTHYECKOT0) KaK CPEICTBa OPUEHTAIMM YUTATENS B
JOKYMEHTAJIbHOM WJIH HHPOPMAITMOHHOM TTOTOKE

OcobeHHocTy 00LIEHAYYHOU U TparMaTuyeckon (PyHKIIMH 0030pOB

[IpaBuiia paboThI C BHEIIHUMU HOCUTEISIMU UH(pOpMaLIuu

HopmaruBHbIE [TOKYMEHTBI, TOCYIAapCTBEHHBIE CTaHIApThl B O0JACTH
JIeATEIbHOCTH OpraHU3alNU

[MonssTne w  cnenuduka Oubmuorpaguyeckoro, pedeparuBHoro u
AHATTUTHYECKOTO NH(OPMAIIMOHHOTO U3IaHUS

CHp ABOYHBLIC ITPABOBLIC CUCTCMbI

Hpyrue
XapaKTEPUCTUKU

3.4.3. TpynoBast GyHKITUS

HaumenoBanue

Opranuzanys AeI0BbIX KOHTAKTOB U
IIPOTOKOJIBHBIX MEPOIIPHUITHI

YpoBeHb

Kox | D/03.6 (HoAypoBeH)




KBaJTU(hUKALIAN |:|

[Ipoucxoxaenue
TPYZOBOU (QyHKIIUU

3auMCTBOBaHO
Opurunan X
W3 OpUTHHAJIA
Kon Perucrpanmonnsrit
OpUTHHAIA HOMEp
po¢eCCUOHATBLHOTO
CTaHaapTa

TpynoBbie nelcTBUA

Opranusanys M IUIAaHUPOBAaHHE JEJIOBBIX KOHTAKTOB, BCTPEY U IOE3MI0K
PYKOBOIMTEIIS

Opranuzanus 3aceaHull, COBELIAHMM W MEPOIPHUSITHH, MPOBOANMBIX
PYKOBOAMTEIEM

[ToarotoBka MarepuasioB Uil COBEIAHUM, BeleHHe U odopmieHue
IIPOTOKOJIOB

[ToaroToBka npe3eHTaMi M0 YKA3aHUIO PYKOBOIUTEIS

[TonroroBka u mpoBeneHNUE Mpecc-KOHGEPEHITUS PYKOBOIUTEIS

Berpeua yyacTHHKOB IEperoBopoB, obecreueHue X HHPOPMAlMOHHBIMU
MaTtepualiaMi, BeJICHUE 3aMH1Cel MeperoBopoB

Heo6xonumeie CocTaBiaTh IJIaH MOE3/IKH PYKOBOAUTENS
YMEHHUS
OdopMnsaTh  JOKYMEHTBI, HEOOXOMUMBIC JUIS  JCJIOBOM  TOE3JKH,
KOMaHIHPOBKU PYKOBOAUTENS
CocraBisaTh U OQOPMIIATH MPOTOKOJIBI COBEIAHUM, 3aC€IaHUN U JPYTHX
KOH()EPEHTHBIX MEpOIPHUITUH, TOTOBUTH CIMCOK YYacCTHUKOB, IOBECTKY
JTHSL, SIBOYHBIE JIUCTHI U TPOEKTHI UTOTOBBIX IOKyMEHTOB
CocTaBnsATh Npecc-penu3bl
Bectu neperoBopsl ¢ mapTHepamMu
Paboratrp B pexxrMe MHOT03a/1a4HOCTH
Pab6otars ¢ 601bpmuM 06beMOM HH(pOpMAIUN
Co3maBaTh W TOAJEPKUBATH TIOJNIOKHUTEIBHBI HUMHIDK OpTraHU3allui |
PYKOBOAMTENS
Hcnonp30BaTh  BBIYUCIUTENBHYIO  TEXHHUKY M HH(QOPMAIIMOHHO-
KOMMYHUKAI[HOHHBIE ~ TEXHOJOTHH  Juii  Ooilee  SKOHOMHUYHOH U
palyoHaIbHOW OpraHu3aluyd MH()OPMALMOHHBIX MPOIECCOB, MOBBIIICHUS
UX THOKOCTH U AMHAMUYHOCTH
O6ecnieunBaTh HHPOPMAITUOHHYIO OE30MTACHOCTH OPraHU3AINH
HeoOxonumere HopmatuBHBIE TpaBOBBIE aKThl, HOPMATHBHO-METOAWYECKHE TOKYMEHTBI,
3HaHUS roCyZlapCTBEHHBIE CTaHAAPTHI B chepe NesITeTbHOCTH OpraHu3aluu




CrpykTypa OpraHusaliy, pyKOBOJSIIMM COCTaB  OpraHu3aluud U
NIOJPA3EICHUN, HAIIPABICHUS 1E€ATEIbHOCTA OpraHu3alui U KOMIIETEHIIUN
CTPYKTYPHBIX IIOAPA3ACICHUN U JOJKHOCTHBIX JIUL]

[Icuxomnorust neM0BOro OOIIEHNUs, OCHOBBI KOH(IMKTOIOTUH

IIpaBuna mnpoBeneHWs  JENOBBIX  MEPETOBOPOB M MPOTOKOJIBHBIX
MEpONPUATHN

OTHKET U OCHOBBI MEXAYHAPOIHOIO IIPOTOKOJIA

[TpaBuna cocraBneHus U 0HOpMIICHUS TOKYMEHTOB

[TpaBwiia 3amuThl KOHQUIESHITHAIBHOHN CITy:KeOHON MHPOpMAIIHH

HNHdopManmoHHO-KOMMYHUKAITHOHHBIE TEXHOJIOTUT

Hpyrue
XapaKTepUCTUKH

3.4.4. Tpynoas ¢hyHKUIus

HaunmenoBanue

Opranu3zanys UCIIOJHEHUS! peIIeHUN
PYKOBOIMTEISA

YpoBeHb
Kon | D/04.6 |(momypoBeHb)
KBTI (UKALIUN

[Ipoucxoxnenue
TPyAOBOH pyHKIMU

3anMCTBOBaHO

Opurunan X
U3 OpUruHaIa

Kon Perucrpanmonnsiit
opuruHasa HOMEp
po¢eCCHOHATBLHOTO
cTaHjapra

TpynoBsle neNCTBUA

JlokymeHTanbHOe O(OpMIIEHHE pEIIeHU PYKOBOAWUTENS, JOBEIECHUE [0
CBeICHUs paOOTHUKOB OpraHU3alMK YCTHBIX PACHIOPSKEHUN PyKOBOAUTENS

KOOp}II/IHaIII/ISI JACATCIIBHOCTHU IO UCITOJTHCHUIO pemeHHﬁ PYKOBOAUTEIIA

KoHTposib uCTIOIHEHUS pELIEHU pyKOBOAUTEIS

IToaroToBKa OTYETOB O BHIMOJIHEHUHU MTOPYUYCHHUN U PEIIEHUH PYKOBOIUTES

HeoOxonnmeie
YMEHHUS

CocraBnsaTh ¥ OQOPMIIATH JOKYMEHTBI, CONEpKallfe TMOpy4YeHHs |
pacrnopspKEHUs: PyKOBOAUTENS

Bectu yuer nopydeHuil pykoBOAUTENS, TPEOYIOLIMX KOHTPOJIS MO CYIIECTBY
pelieHus Bonpoca

YeTko 1 OBICTPO MPUHUMATh PELICHHS B IIpoliecce padoThl

HpOI/I3BO,[[I/ITL aHaJIU3 UCIOJHUTENIbCKON TUCIUIIINHEL

CocTaBnsaTh aHAIUTUYECKHE OTYETHl W CHOPaBKU IO  pe3yibraTram
HCIIOJTHEHUSI IOPYUYEHUU U PACTIOPSIKEHUH PYKOBOAUTENS




[Tonp30BaThCs cucTEMaMU 3IEKTPOHHOTO JOKYMEHTO000poTa

IIpumeHnATH BBIYUCIIUTEIIBHYIO TEXHUKY 51 MH(OPMaIMOHHO-
KOMMYHMKAI[UOHHBIE TEXHOJIOIMU [UI1 DKOHOMMYHOM M pPALMOHAIBHOU
OpraHu3any MHPOPMAIIMOHHBIX MPOLECCOB, MOBBIIIEHUS X TMOKOCTH U
JUHAMHAYHOCTHU

OO06ecneunBaTh OE30MMACHOCTD ACATCIBHOCTU OPraHu3aliuiu

HeobOxoaumbie
3HAHUSA

HopmaruBHbie mpaBOBBbIE aKThl, HOPMATHUBHO-METOJAMYECKUE JIOKYMEHTHI,
rocyAaapCTBEHHbIE CTAaHAAPTHI B cepe NesTEIbHOCTH OpraHnu3aluu

CrpykTypa OpraHu3alidd, pPYKOBOACTBO CTPYKTYPHBIX MOApa3ICICHUH,
HaIpaBJICHUS ACATEIBHOCTH OpPraHU3allid U KOMIETEHIIUU CTPYKTYPHBIX
MOJPa3/IeICHUI U JOKHOCTHBIX JTUI]

[TpaBuiia mpoBeAeHHsI KOHTPOJIS UCTIOTHEHHS] TIOPYYEHUN PYKOBOAUTES

Texnomorus BeaeHus KOHTPOJIA UCIIOJIHCHUA nopyquI/Iﬁ PYKOBOAUTECIIA

Cucremsbl QJICKTPOHHOT'O ,I[OKYMGHTOO60p0Ta, 0a3bl JaHHBIX

TpeOoBaHus OXpaHbl TPy

HApyrue
XapaKTEePUCTUKU

IV. Cenenust 06 opranuzanusx - pa3padoTuuKax
Ipo¢eCCHOHAIIBHOTO CTaHJapTa

4.1. OTBeTCTBEHHAs OpraHU3alUsA-pPa3padOTUNK

ropox Mocksa

HIT "HanmonansHas accoruaius O(pUCHBIX CIICIMAIMCTOB U aIMUHUCTPATUBHBIX PAOOTHUKOB",

Hupexrop

XmocHesa Jlronmuna IlerpoBHa

4.2. HauMmeHOBaHMsI OpTaHU3allui-pa3pad0TIMKOB

1 AHO "AreHTCcTBO CTparernuecKuX MHUIMATUB 10 MPOJBUKEHHUIO HOBBIX IIPOEKTOB", TOPO.
MockBa

2 AHO "YensaOuHCcKOE perHOHAIBHOE areHTCTBO pa3BUTHsI KBanupukamuit", ropoa YenssOnHck

3 AHO BIIO "MexpernoHanabHblid OTKPBITBIN COIMaabHbIA HHCTUTYT", Topoa Momkap-Ouna,
Pecny6nmuka Mapuii On

4 Bourorpasnckast ToproBo-npoMBIIIIIEHHAs Majara, ropoa Bosrorpan

5 I'Y "Bcepoccuiickuii HayqHO-UCCIIEA0BATEIbCKUM HHCTUTYT JOKYMEHTOBEACHUS U
apxusHoro nena" (BHUWIA), ropon Mocksa

6 HOY JHO "UnctutyT nHPOpMaMoHHbIX TexHonorui "AiTu", ropon Mocksa

7 Obmepoccuiickuii mpodcoro3 pabOTHUKOB rOCYAAPCTBEHHBIX YUPEXKICHUNH U
obmectBeHHOTO 00Cy)uBanus Poccuiickoit @eneparuu, ropog Mocksa




8 O6mepoccuiickoe MexoTpacieBoe o0benHenue padoronareneit "Hukens", ropon Mocksa

9 00O "Maiikpocodt Pyc", ropon Mocksa

10 |OOO "LenTp sxcnepTusbl u ceptuduranuu’, ropox Mocksa

11 |OOO "DnekrpoHHbie 0(hHUCHBIE CUCTEMBI", TOpOJ MOCKBa

12 |TloBomxckuii MHCTUTYT yripaBiaeHus: umenu [1.A. Cronbmuna - umman @I'bOY BITO
"Poccwuiickas akaieMusi HAPOJHOTO XO3sICTBA U TOCYIApCTBEHHOM CITy:KObI Tipu [IpesuneHTe
Poccuiickoit @eneparuun', ropog Caparon

13 |PIAOY AIIO "Axanemus cTaHIapTH3AIMN, METPOJIOTUN U cepTrdUKanuu', Topoa Mocksa

14 | ®I'BOY BIIO "Ilen3enckuil rocyaapcTBeHHbI yHUBEpCUTET ', ropon Ilen3a

15 | ®I'BOY BIIO "Poccuiickuii rocynapcTBeHHbIN T'yMaHUTApHBIN YHUBEpCUTET", Kadeapa
nokymeHtosenenus, kapenpa ACOY, ropon Mocksa

16 |®I'bY "HayuHo-uccnenoBaTenbCKUid HHCTUTYT TPY/AA U COLIMAIBLHOTO CTpaxoBaHus"
MunucTepceTBa Tpya u couraibHOM 3amuThl Poccuiickoit @enepanuu, ropox Mocksa

17 | SIpocnaBckas TOProBo-IpOMBILUIEHHAs 1aara, ropo Spocinasib

<1> OGmmepoccuiickuii kmaccuukaTop 3aHATHI.
<2> O01epoccuickuii Ki1acCu(pUKaTOp BUIOB IKOHOMUYECKON JAESITETbHOCTH.
<3> O0mmepoccuiickuii kiaccuukaTop cnenuaIbHOCTeH Mo 00pa3oBaHUIo.

<4> EnuHblid KBaJIU(PUKAUOHHBIN CIPAaBOYHUK JOKHOCTEH PYKOBOAMTENEH, CHEMATUCTOB U APYTUX
CITyKalIUX.

<5> Obmepoccuiickuii knaccuduxarop mnpodeccuit padounx, MOHDKHOCTEH CIyKaluX W TapUHBIX
pa3psioB.




