3apeructpupoBano B MuHtocre Poccun 2 nrons 2015 r. N 37509

MUHUCTEPCTBO TPYJIA U COLUAJILHOM 3AIUTBI POCCUNCKOI
®EJEPALINA

IIPUKA3
ot 6 mast 2015 r. N 276H

Ob YTBEPKIEHUU ITPOPECCHOHAJIBHOI'O CTAHJAPTA
"CHEIUAJHUCT 11O OPTAHU3AIMOHHOMY U JOKYMEHTAIIMOHHOMY
OBECIIEYEHMIO YIIPABJIEHUSA OPTTAHU3ALIUEN"

B coorBerctBun ¢ mnynkrom 16 IlpaBuin pa3pa®oTku, yTBEp)KIEHUS W TMPUMCHECHHS
po(ecCHOHANIBHBIX CTAaH/IAPTOB, YTBEPKACHHBIX MOCTaHOBIeHUEeM [IpaBurennscTBa Poccuiickoit
Oenepannn ot 22 staBaps 2013 r. N 23 (Cobpanue 3akoHoaaTenbcTBa Poccutickoit denepanuu,
2013, N 4, ct. 293; 2014, N 39, ct1. 5266), npukas3biBato:

YTBepauTh  mpuiaraembiii  npodeccuoHanmbHBIA  craHapT  "Coenmuanuct 1o
OpraHU3aIMOHHOMY M JIOKYMEHTAIIMOHHOMY OOECIIEUEHUIO YIIPABJICHHS OpraHu3aiuei".

Munuctp
M.A. TOIINJINH

YT1BepxkacH

npuKa3zoM MuHHCTEpCTBA TpyAa
M COIMAJIbHOM 3aIIUThI
Poccuiickoit deneparuu

or 6 Mag 2015 . N 276H

MMPOPECCHUOHAJIBHBIN CTAHJIAPT

447
Perucrpanuonnslii
HOMEp
I. Obmue cBenenus
OpraHu3anroHHOE U JOKyMEHTAIlMOHHOE OOeclieueHne yIpaBieHus 07.002
OpraHU3aIUSAMHE JTFOOBIX OPTaHU3AIOHHO-TIPABOBBIX (POpM
(HauMeHoBaHUE BUA MPodecCnoHaNbHOM 1eATEeTbHOCTH) Kon

OcHoBHas Ocjib BUaa HpO(I)CCCHOH&J’ILHOfI ACATCIIbHOCTHU

Peanuzanus obecnieunBaromux GyHKIMNA yIpaBIeHHUs OpraHu3alueil; BHeApEeHNe TyqIInX
TEXHUYECKUX pa3pabOTOK M HOBEUIIMX TEXHOJIOTUN B 0OecriedeHne yrpaBIeHUs] OpraHu3aleit

I'pynmna 3ansaTuii:
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2432 bubnuotexapu, budauorpadsi, 3431 AJIMUHHCTPATHBHO-
JOKYMEHTOBE/IbI U CTIELUAIACTHI yIpaBJIEHYECKUN TIEPCOHAI
POJICTBEHHBIX TIpodeccuit

4222 Crnyxaiue, 3aHsIThIe IPUEMOM U - -

UH(POPMHUPOBAHUEM TTOCETUTENCH
(komx OK3 (HauMeHOBaHUE) (xox OK3) (HaMMEHOBAHUE)
<1>)

OTtHecenne K BUJaM SKOHOMUYECKOH e TeTbHOCTH:

82.1 JlesiTenbHOCTD aJIMMHHUCTPATUBHO-XO03SIICTBEHHAS u BCIIOMOTaTeIbHas

JESITeTBHOCTD M0 00eceueHHIO (PYHKITMOHUPOBAHMS OpTraHU3aLuU
82.3 JleaTenbHOCTh IO OpraHu3aliKi KOH(PEPEHIHA U BHICTABOK
(xog OKBO/] (HamMeHOBaHUE BUJIa YKOHOMUYECKOM eI TEIIbHOCTH )

<2>)

II. Onucanue TpynoBBIX (PYHKIIHMHA, BXOISIINX
B IpOoeCCHOHANBHBIN cTaHAapT (PyHKIMOHATIbHAS KapTa BUIa

PO eCCUOHAIIBHON JEATEITHHOCTH )

O060011eHHbBIE TPYIOBBIE (GYHKIIUU TpynoBbie pyHk1IMM
KOJI HaMMEHOBAHUE YPOBEHb HAaMMCHOBAHHE KOJI YPOBEHB
KBaTM U (moaypoBeHb)
Kaluu KBaJIM(pUKAITIH
A |Opraau3aimoHHOE 3 [Tpuem u pacripenencHue A/01.3 3
obecrnieueHue Tese()OHHBIX 3BOHKOB
JeSATEILHOCTH OpraHu3aIiH
OpraHu3aIuu
Opranuzanus paboThI ¢ A/02.3 3
MOCETUTEIISIMH OPTaHU3aIIuU
Beimonuenue A/03.3 3
KOOPJUHUPYIOIIUX U
obOecnieunBaromux QyHKIUI
B | HoxymeHTanmoHHoe Opranu3anusi paboTsl ¢ B/01.4 5
obecrieyeHne JIOKYMEHTaMHu
JeSITEeIbHOCTH
OpraHM3auu Opranu3anus TeKyuero B/02.4 5
XpaHEHHS JOKYMEHTOB
Opranuzanus 00pabOTKH Je B/03.4 5
JUTSL TIOCTICTYFOIIIETO XPAHEHUS
C | OpranuzanuoHHoOE, Oka3zaHue oMoIIu C/01.6 6
JTOKYMEHTAI[MOHHOE PYKOBOHUTEITIO B
1 MH()OPMAIMOHHOE IUTAHUPOBAHHUU PA00YETo
o0ecrnieueHue BpEMEHHU
JeSTEITbHOCTH
DYKOBOJIUTEIS [TnanupoBaHue padboyero JHs C/02.6 6
cekperaps
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OpraHu3auu

Opranuzanus TenepOHHBIX
IIEPErOBOPOB PYKOBOIUTEIIS

C/03.6

Opranuzanus KOMaHIUPOBOK
PYKOBOJUTEIS

Cl04.6

Opranuzanus paboTsI ¢
HOCETUTEISIMH B TIPHEMHOMN
PYKOBOAUTENSA

C/05.6

Opranu3anus NoAroToBKHY,
IIPOBEJEHUS U 00CIyKUBAHUS
KOH(EpPEHTHBIX MEPONIPUATUI

C/06.6

Opranuzanys UCIOJHEHUS
pELICHUH, OCYIECTBICHUE
KOHTPOJISI UCITOJIHEHUS

MIOPYYEHUHN PYKOBOJIUTES

C/07.6

Opranuzanus 1 IoJICpKaHue
b yHKIIMOHAIBHOTO paboydero
MPOCTPAHCTBA NPUEMHOM U
KaOuHEeTa pyKOBOIUTENs

C/08.6

Pa3paboTka mokaibHbBIX
HOPMAaTUBHBIX aKTOB,
pEerIaMeHTHPYIOIIUX padoTy
cekperaps

C/09.6

CocraBnenue u opopmiieHIE
YIIPaBICHYECKOM
JOKYMCHTAlIU

C/10.6

Opranuzanus padboThl ¢
JIOKYMEHTaMH B IPUEMHOI
PYKOBOAUTENSA

C/11.6

Opranuzanus XpaHeHus
JJOKYMEHTOB B IPUEMHOI
PYKOBOJTUTEIS

C/12.6

ObecneueHne pyKoBOIUTENS
uH(popmanuen

C/13.6

Opraauzanus
UH(OPMAIIMOHHOTO
B3aUMOJICVCTBUS PYKOBOIUTENS
C TIOJpa3ACICHUSIMU 1
JOJIKHOCTHBIMU JIMIIAMHU
OpraHu3aIuu

C/14.6

WNudopmannonHo-
aHaTMTHYeCKast U
OpraHU3aIMOHHO-
aJIMUHUCTpATHBHAS
NoJIIepIKKa
JeSTeTbHOCTH
PYKOBOJIUTENS

®opMupoBaHue
HMH(OPMaLIMOHHOTO
B3aUMOJIECUCTBUS PYKOBOIUTENSA
C OpraHu3aALUAMUA

D/01.6

AHanu3 uHpopMaum u
MOJrOTOBKA HH(POPMALIMOHHO-
AHAIUTUYECKUX MaTEepHaIOB

D/02.6




OpraHu3aIu Opranuzanus AeI0BbIX D/03.6 6
KOHTAaKTOB U IMPOTOKOJIbHBIX
MEpOIPUATHN
Opranuzanus ucnonHenus | D/04.6 6
pelIeHrui PyKOBOAUTENS
III. Xapakrepructuka 0000IIEHHBIX TPYAOBBIX (QYHKIUH
3.1. O6o6uienHas TpyaoBas QyHKIHS
Opranu3zanmoHHoe o0ecrieueHue YpoBeHb
HaunmenoBanune p H Kog| A P
JeSTeILHOCTH OpraHU3aIuu KBaTM(pUKAITIH
[Ipoucxoxaenue
N . 3aMCTBOBaHO
00001eHHOI TpyaoBo# | OpuruHan X
U3 OpUrHHaa
byHKIIUN
Kon Peructparmonubit
OpUTHHAJIA HOMEp
pohecCuoHaTBHOTO
CTaHJapTa

JOJDKHOCTEH, rpodeccuii

Bo3moxxHbBIE HAUMEHOBAHUS

Cekperapb-aIMUHUCTPATOP

TpeboBanus K
00pa3oBaHUIo U
00y4eHHI0

Cpennee obmiee oOpa3oBaHHe

[IpodeccrnonanbHoe 00yUyeHue - IporpaMmsl podeccrnoHalbHON
MOJITOTOBKHM IO MpodeccrusM pabodmx, TOKHOCTSAM CITyKallluX,
MPOTpaMMBbI TIEPETIOATOTOBKH pabounX, CIIYKaIIUX, TPOTPaMMBbI

TTOBBIIICHU A KBaJ'II/I(l)I/IKaI_[I/II/I pa60qu, CIIy’Kalux

TpebGoBaHMs K OIBITY
NPaKTUYECKON paboThI

Oco0ble ycroBust
JoTycKa K pabore

[pyrue xapakTepuCTUKH

I[OHOHHI/ITCJ'IBHBIC XapaKTCPUCTHUKU

HaumeHnoBanue n1oKymMeHTa Kon HaumenoBanue 6a30B0ii rpymIibl, JOKHOCTH
(mpodeccun) WK crienuanbHOCTH
OK3 4222 Crnyxariue, 3aHATble IPUEMOM U UH(OPMUPOBAHUEM
IIOCETUTENEN
OKCO <3> 032001 |/JlokymMeHTOBelEHHUE U JOKYMEHTAIIMOHHOE 00ecredeHne
yIIpaBJICHUS

3.1.1. TpynoBast pyHKIIS

Haumenosanue

[Ipuem u pacnpeneneHue TeaehOHHBIX

Kon

A/01.3

YpoBeHb
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3BOHKOB OpraHu3alniu

(moxypoBeHb)

IIpoucxoxnenue
TPYAOBOH (HyHKIIMU

KBaTH(UKAITII
3aMCTBOBaHO
Opurunan X
U3 OpUrHHaa
Kon Perucrpanuonnsii
OpUTHHala HOMEp
po(hecCHOHATBLHOTO
CTaHJapTa

TpynoBeie 1eHCTBUS

[lepenanpasienue TeneOHHBIX 3BOHKOB PYKOBOJICTBY U COTPYIHUKAM
OpraHu3aluu

PCFI/ICTpaHI/IH MMOCTYyIIaromux TeJ'Ie(bOHHBIX 3BOHKOB

[MTonyyenue HeoOXoaMMON MH(BOPMALIUK U Nepeaada CaHKIMOHUPOBAHHOM
uHpopManuy 1o TeaeGoHy

HeobOxonumeie Hcnonp30BaTh TEXHUYECKUE U NMPOTPaAMMHBIE CPEACTBA JUIsl IPOBEICHUS
YMEHUS roJI0COBOH MM BUJ€O-KOH(EPEHII-CBA3U
Hcnonb30BaTh cpeicTBa KOMMYHUKAIIMOHHONW OPITEXHUKH Ul MOTY4EHUS
U mepenayu nHpopManuu
Bectn yderHple perucTpanMoHHbIE (OPMBI, HCIOIB30BaTh HX IS
HH(POPMAITMOHHOHN pabOThHI
VYcTaHaBnuBaTh KOHTAKT C COOECEIHUMKOM, IMOJAJIEPKHUBATH U pPa3BUBATh
JIeJIOBYIO Oeceny B mpolecce Telle()OHHBIX IIEPEroBOPOB
CrnaxuBath KOHQUIMKTHBIE W CJIOKHBIE CUTYallMM MEXJINYHOCTHOTO
B3aUMOJCHCTBUSA
CobmronaTh CIyKeOHBIN STUKET
HeobOxonumeie OyHKIMH, 33]]a41, CTPYKTypa OpraHu3alluy, €€ CBsI3U
3HaHUS
[IpaBuia B3auMoOnEWCTBUS C TapTHEpPAMH, KIWEHTaMH, CpPEICTBAMU
MaccoBOM nH(popmanuu
OTHKA J1e710BOr0 OOIIEHUS
[IpaBuia peueBoro 3TuKeTa
TpeboBanust oxpaHsl Tpyaa
[IpaBua 3amuThl KOHGUACHIMATBEHON CTyKeOHOH HHPOopMaIII
Apyrue -
XapaKTEePUCTUKH

3.1.2. TpynoBas pyHKIHS

HaunmenoBanue

Opranmzanus padoThI C TOCETUTEIIMU
OpraHu3aIu

YpoBeHb
(momypoBensb) |3
KBaTM(UKAITII

Kox | A/02.3




IIpoucxoxneHue
TPYIOBOM HYHKIIUH

3auMCTBOBAHO

Opurunan X
W3 OpUTHHAIA
Kon Peructparmonubri
OpuUrvuHaa HOMED
podeCCHOHAIEHOTO
cTaHjapra

TpynoBbie 1eicTBUS

Berpeua  mocerureneil, moiyuyeHue MepBUYHOM  UHPOpMAlMU O
MOCETUTENISIX M TOMOILb B OpPraHU3alMy WX MpHeMa PYKOBOJIUTEIEM H
COTpYJIHUKaMU

Benenue sxypHaa 3al1ucH IOCETUTENECH

VYuder noceruteneit 1 0pOpMIICHHE TPOITYCKOB

CopnelicTBiEe ONEpaTMBHOMY pPACCMOTPEHHIO TPOCBO M MPEIIOKEHUH
IIOCETUTEIIEU

I[IpueM u mnepenaya JTOKYMEHTOB IIOCETHTENIEH  PYKOBOJACTBY U
COTPYJIHHKaM OpraHu3aluu

Opranuzanus 1 OpOHHPOBAHUE TIEPETOBOPHBIX KOMHAT

CepBupoBka yaitHoro (kogeiiHoro) crona B oduce

[IpuroTtoBnenue HaNMUTKOB (4aid, Kode, MPOXIAAUTETHHBIC HATTUTKH )

HeoOxonnmeie
YMCHHS

O6H_IaTLC$I C ITIOCCTUTCILIMU

Hcnonp30BaTh yCTaHOBIEHHBIC IIpaBUja W IPOLEAYPbl KOMMYHHKALUH
BHYTPH OpPraHU3aLAH

Bectu yuetHbie GOpMBI, HCIIOJIB30BATH UX JUIsl paOOTHI

Co3/1aBaTh MOJIOKHUTEIBHBIA UMUK OpTraHU3aIUN

[IpuHUMaTh MepHI IO pa3pelIeHUI0 KOH(MIUKTHBIX CUTYalUi

[IpumensTh HHPOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU

ObecneunBaTh KOH(UACHINAIBHOCTS HH(POPMAITH

Heo0Oxonnmeie
3HAaHUA

HpaBI/IJ'Ia OopraHu3anuu 1nmprueMa MMOCETUTEINEH

[IpaBuna genoBoro oomeHus

CrpykTypa  oOpraHM3alMd W pacnpeieneHMe — QYHKIOMA — Mexay
CTPYKTYPHBIMHU MO/IPA3JCICHUIMHU U CIEIUATUCTaAMH

[IpaBuna opranu3zanuu npuemMoB B ouce

[IpaBuna cepBrpoBKU YaitHOTO (KOQeitHOro) cTona

HpaBI/IJ'Ia MPUTOTOBJICHUA U IMMOAAYH IOPSAIUX HAIIUTKOB U 3aKYCOK K HUM

OTHKa ACJI0BOIo O6H.[CHI/ISI

HpaBI/IJ'Ia PEUYCBOTO 3TUKETA

TpeboBanust oxpansl Tpyaa




[TpaBwia 3amuThl KOHGUACHIIMATHEHOU CITYKeOHOI HHpOpMAaIiH

Apyrue
XapakTePUCTUKHU

3.1.3. TpynoBast pyHKIHSA

BrinonHenue KOOpAUHUPYIOLIUX U YpoBeHb
HaumenoBanwue |oOecrneunBaronmx GpyHKIun Kox | A/03.3 |(moaypoBens) |3
KBaTH(UKAITTH
[Tpoucxoxnenue 3anMCTBOBaHO
P e OpurunHain X
TPYAOBOH (HYHKIIUU U3 OpUrHHaIa
Kon Peructparmonubrit
OpUTHHAJIA HOMEp
npohecCuoHaIBHOTO
CTaHJapTa

TpynoBble neicTBuUs

Benenue JKypHaja pa3be3a0B pa6OTHI/IKOB OpraHu3anmuu

Koopaunanus paboTsel KypbepOB U BOJUTENEH OpraHU3aIiu

Benenue »xypHama pa3be3oB KyphbepoB OpraHM3allMd U MapIIpyTOB
BOJUTEIIEN

CocraBieHue CrpaBKH O pa3be3fax padOTHUKOB, KyphEpOB M MapIIpyTax
BOJIUTEJICH OpraHu3aluu

HeobOxonumeie CocCTaBisITh U BECTU YUETHbBIE TOKYMEHTHI

YMEHHUS
[IpumensiTh cpeacTBa KOMMYHHMKAllMM i1 [E€peladd  MOpY4YeHHH
PYKOBOIMTENSA U COTPYAHUKOB OpraHU3aLuN
[TpuMeHsTH COBpeMeHHBIE CpeAcTBa cOopa, 00pabOTKM M THepenadyu
uH(popManun
OueHuBaTh pe3ynbTaThl B paMKax MOCTaBICHHBIX 3a/1a4
OcylecTBisITh ~ KOHTPOJIb ~ HMCIOJHEHHUS  TMOPYYEHHH  PYKOBOJUTEIS
COTpYIHUKAMU

HeobOxonumeie IIpaBuna peueBoro dTuKeTa

3HAHUSA
DTHKA AEIOBOr0 OOIIEHUS
TpeGoBaHus OXpaHbl Tpyaa
[TpaBuiia 3auThl KOHGUACHINATLHON CIyXeOHON HHPOpMAIII
CtpykTypa  opraHMsalii W  pacrnpeneineHue  QyHKUUH — MeXIy
CTPYKTYPHBIMH NTOAPA3JIEICHUSIMH U CIIEUAINCTAMHU

Hpyrue -

XapaKTePUCTUKU

3.2. O6o06uieHHas Tpya0Bas QyHKIHS




OKYMEHTAIlMOHHOE 00ecTieyeHne VYpoBeHb
HaumenoBanune Hoxym H Kog| B P
JeSITeIbHOCTH OpraHu3aIuu KBaJIM(pUKAITIH
IIpoucxoxnenue
N . 3aMMCTBOBaHO
0000111eHHOM TpyI0BOH | OpHUruHa X
U3 OpUrHHaa
byHKIIUN
Kon Peructparmonubrit
OpUTHHANA HOMeEp
pohecCuOoHaTBLHOTO
CTaHJapTa
BosmoxxHble HanMeHOBaHus | [lenonpousBoauTenb
JOJDKHOCTEH, mpodeccuii
TpeboBanust k Cpennee npodeccuonanbHoe 00pa3oBaHue - MPOrPAMMBI MTOATOTOBKU
00pa30BaHUIO U KBaJIM()ULMPOBAHHBIX PadOUUX, CIyXKAIIUX

00y4eHHI0

TpeboBaHMs K ONBITY -
PAKTUYECKON pabOThI

OcoOsle yciioBus A0IycKa |-
K pabote

Jpyrue XxapakTepuCTUKU |-

JlononHuTENbHBIE XapaKTEPUCTUKH

HaunmenoBanue Kon | HaummeHnoBanue 6a30BOii rpymmbl, JODKHOCTH (TIpodecc)
JOKyMEHTa WIN CTICIMATbHOCTH
OK3 3431 AJIMUHUCTPAaTUBHO-YIPABIEHYECKHI ITepcoHa
EKC <4> - JenonpounsBoaurens
OKTIATP <5> 21299 | denonpou3BOANUTEND
OKCO 032002 | doxkymeHTaIOHHOE O0ecTiedeHre YIpaBIeHUs U
apXHMBOBEJICHUE

3.2.1. TpynoBas GpyHKIHs

Opranuzanus paboThl ¢ JOKYMEHTaMHU YpoBeHb
HaumeHnoBanwue Kox | B/01.5 |(momypoBens) |5
KBaJTU(DUKAITIH
IIpoucxoxnenue 3aMMCTBOBaHO
P A Opurunan X
TPYAOBOH (HyHKIIMU U3 OpUTHHANA
Kon Perucrpanuonnsiii
OpUTHHANA HOMEP
npodecCuOHaIBLHOTO

CTaHJapTa
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TpynoBbie necTBUS

[Tpuem u nepBuyHas 00pabOTKa BXOJAIINX TOKYMEHTOB

[lpenBapuTensHOE PAacCMOTPEHHWE M COPTUPOBKA JOKYMEHTOB Ha
PETUCTPUPYEMBIEC U HE PETUCTPUPYEMBIE

HOHFOTOBKa BXOJAIHNX JOKYMCHTOB JJIsI paCCMOTPCHUSA PYKOBOJUTCIICM

Perucrparust BXoasmux J0KyMEHTOB

OpFaHI/ISaHI/IH AOCTAaBKH NTOKYMEHTOB HCIIOJHUTCIAM

Benenne 6a3pl JaHHBIX JOKYMEHTOB OPraHU3alUH

Benenune nandopmairioHHO-CIIpaBOYHOM paboThI

O06paboTka 1 OTIpaBKa UCXOISIINX JOKYMEHTOB

Opranuzanus paboThl MO PETUCTPALUU, YYETy, XPaHCHUIO U Iepefaye B
COOTBETCTBYIOIINE CTPYKTYpPHBIE MOJApA3JIENEHUs JOKYMEHTOB TEKYIIETO
JIEJIONPOU3BOICTBA

KOHTpOJIB HCIIOJIHCHUA JOKYMCHTOB B OpraHu3anuun

Heo0xomumeie
YMEHUS

PaboTath co Bcell COBOKYIMHOCTBIO MH(OPMAIMOHHO-IOKYMEHTAI[HOHHBIX
pecypcoB OpraHu3aiu

ITonp30BaThCs Oa3zaMu JaHHBIX, B TOM YUCJIC YIAJICHHBIMU

ITonb3oBaThCs CIIPAaBOYHO-IIPABOBBIMU CUCTCMAMU

ITonb30BaTbcs aBTOMATU3UPOBAHHBIMU CUCTEMaMU y4deTa, PETUCTpaLUu,
KOHTPOJISI U HMH(OPMALMOHHO-CIIPABOYHBIMU CHUCTEMAaMU IIpU padboTe C
JOKYMEHTaMU OpraHU3aluu

HpI/IMeHHTL COBpPCMCHHBIC I/IH(I)OpMaLII/IOHHO'KOMMYHI/IKaL[I/IOHHLIC
TCXHOJIOTHUH  1JId pa60T51 C HOOKYMCHTaMHM, B TOM 4YHUCIC I €€
OIITUMH3AIIWU U IMTOBBIIICHUA 3(1)(1)6KTI/IBHOCTI/I

Heo0Oxonnmeie
3HAaHUA

HOpMaTI/IBHHe IMPaBOBLIC AKTbBl U HOPMATHBHO-MCTOANYCCKUC JOKYMCHTBI,
OMpeCACIIAIOIINEC MMOPAJOK TOKYMECHTAIITUOHHOTO o0OecrieueHust YIIpaBJICHUA

CrpyKTypa opranusanui, pyKoBOJCTBO CTPYKTYPHBIX IOApPa3IeICHUN

COBpeMeHHLIe I/IH(I)OpMaI_II/IOHHLIC TCXHOJIOTHH pa6OTLI C JOKYMCHTaAMH

[Topsimox paboThI ¢ TOKyMEHTaMHU

CxeMmbl TOKyMeHTO00O0poTa

[IpaBuna paboTBl C BXOAAIIUMH, UCXOMSIMIUMA H BHYTPECHHUMH
JIOKYMEHTaMHU

HpaBI/ma opraHu3anvi " (l)OpMI)I KOHTPOJIA HCHOJHCHHA OOKYMCHTOB B
OopraHu3anuunu

Tunossle CPOKH UCIIOJTHEHWA TOKYMCHTOB

[TpuHLIMIIBI paOOTHI CO CPOKOBOW KAPTOTEKON

Ha3naueHne 1 TEXHOJIOTHS TEKYILETO U MPEayNpPeIUTEIbHOTO KOHTPOJIS

[IpaBuiia cocTaBieHUs aHATMTUYECKUX CIIPABOK [0 OpraHU3aluu paboThl ¢




JOKYMCHTAMHU U KOHTPOJIIO UCITOJIHCHUA JOKYMCHTOB

[TpaBuiia JOKYMEHTAIIMOHHOTO O0ECTICUeHUs A TeTbHOCTH OpTaHU3aIHH

Buapl 10OKyMEHTOB, UX Ha3HAYEHUE

Tpe6OBaHI/I${, NpeaABABIACMBIC K OOKYMCHTaM B  COOTBETCTBUHU C
HOPMATUBHBIMU aKTaMH U T'OCYAAaPCTBCHHBIMU CTaHAapTaMU

[IpaBuna cocraBneHus u OQopMIIeHHS HHPOPMAITMOHHO-CIIPABOYHBIX,
OpTraHU3alMOHHBIX YIPABICHYECKUX JOKYMEHTOB

[IpaBuna co3manus U BeleHHs] 0a3 JAHHBIX CIYXEOHBIX JIOKYMEHTOB B
OopraHu3alu

CucreMsl 31EKTPOHHOTO JOKYMEHTO000pOTa

IIpaBuna u CpoOKH OTIIPABKU UCXOAAIINX JOKYMEHTOB

TpebGoBaHus OXpaHbl Tpyaa

Hpyrue
XapaKTEPUCTUKH

3.2.2. TpynoBas pyHKIMS

OpraHI/IBaHI/IH TCKYHICTO XpaHCHU YPOBGHB

HaumenoBanue |IOKyMEHTOB Kox | B/02.5 |(momypoBens) |5

KBaTH(UKALTIH

IIpoucxoxnenue
TPYAOBOH (HyHKIIMU

3auMCTBOBAHO

Opurunan X
U3 OpUTHHAJIA

Kon Perucrpanuonnsiii
OpUrMHajIa HOMEp
npogecCuOHaIBLHOTO
CTaHJIapTa

Tpynoseie 1eHiCTBUS

Pa3pa60TKa HOMCHKIJIATYPhI ACJI OpraHu3aiuu

[IpoBepka MpaBUIBHOCTH OQOPMIIEHHS JTOKYMEHTOB U OTMETKH 00 HX
UCTIOJIHEHUHU Tepel uX (OpMHUPOBaHHUEM B J€N0 I MOCIEIYIOLIEro
XpaHEeHUs

(DOpMy.]'II/IpOBaHI/Ie 3aroJIOBKOB €I U OIIPCACIICHUE CPOKOB UX XPAHCHUA

dopMupoBaHuE AeI

KOHTpOJ'IL IMPAaBUJIBHOI'O U CBOCBPCMCHHOT'O paCpCaACICHUA W IMOAIINBKA
JOKYMCHTOB B JICJIa

Heob0xomnumele
YMEHHUS

Opranu3oBbiBaTh pabOTy MO y4YeTy, XpaHEHUIO M Iepegaue B
COOTBETCTBYIOILIEE CTPYKTYpHOE IMOJApa3JeeHne JOKYMEHTOB TEKYIIEero
JIEJIONPOU3BOJCTBA

OcylecTBISITh  METOAUYECKOE PYKOBOJACTBO JIEJIONPOMU3BOJACTBOM B
OpraHu3aliy, KOHTPOJIUPOBAThH MpaBUWIbHOE (POPMUPOBAHHE, XPAHEHUE U
clady el B apXuB




Pa3pabaTbiBaTh HOMEHKIIATYPY JI€]I CTPYKTYPHOTO MOApa3AeIeHUs

Hcnons3oBaTb  HOMEHKIATYpy [l IPU  HU3YYEHUU  CTPYKTYpBI
OpraHu3al1H, COCTABJICHUH ONNCEN IeI

Opranu3oBbiBaTh paboTy M0 (OPMHUPOBAHUIO i€l B COOTBETCTBUHU C
YTBEPKICHHOW HOMEHKJIATYpOH J€JI OpraHu3aluu

[TpaBHIIBHO ¥ CBOEBPEMEHHO (POPMHUPOBATH JOKYMEHTHI B Jiejia C YYETOM
uX crienupuKku

CI/ICTeMaTI/I3I/IpOBaTb JOKYMCHTBI BHYTPH ACJIa

ObecneunBaTh COXPAaHHOCTD U 3AIIUTY JOKYMEHTOB OpraHU3aluu

[TpumensTs MHOOPMAIIMOHHO-KOMMYHHMKAIIMOHHBIE  TEXHOJOTUU IS
paboThI ¢ JOKYyMEHTaMU

HeoOxonumsie HopMmaTtuBHbIe mpaBOBbIE aKThl, HOPMATUBHO-METOJUYECKHE JOKYMEHTHI,
3HAHUS roCyJapCTBEHHBIC CTaHJapTHI, OTIpE eSO MOPSI/IOK
JIOKYMEHTAIMOHHOTO 00eCIieUeH s yIpaBICHUS
Buner Homenknatyp, obmue TpeOoBaHHS K HOMEHKIIAType, METOJIMKa €€
COCTaBJICHUS U OPOPMIICHHS
[IpaBuna cormacoBaHusi HOMEHKJIATyphl Jel C BEIOMCTBEHHBIMHU
apXMBaMU U HKCIIEPTHOU KOMUCCUEN
[Topsimox popmupoBanus u opopmiteHus e, cuenudura GopMUPOBaAHUS
OTJICIIbHBIX KAaTeTOpuil 1em
[IpaBuna xpaHeHHs Jel, B TOM YHCII€ C JOKYMEHTAMH OrPaHUYEHHOTO
JOCTyTIa
[IpaBuia BbITa4M W WCIIOJIB30BAaHUS JTOKYMEHTOB M3 CPOPMHPOBAHHBIX
Jen
TpeboBaHus oxpaHbl TpyJa
Jpyrue -
XapaKTEPUCTUKU

3.2.3. TpynoBas pyHKIUS

Opranuzanys 00pabOTKH A€ JIst YpoBeHb

HaumenoBanmue |mocienyroniero XxpaHeHus Kon | B/03.5 |(momypoBens) |5

KBaTM(UKAITII

IIpoucxoxnenue
TPYAOBON QYHKIIUU

3auMCTBOBaHO

Opurunain X
W3 OpUruHaa

Kon Peructpanmonuei
OpUTHHAIA HOMEp
po¢eCcCuOHATBHOTO
CTaHJapTa

TpynoBsie 1elcTBUS

[IpoBepka cpokoOB XpaHEHHsI JOKYMEHTOB, COCTaBJIEHUE MTPOTOKOJIA PabOTHI
SKCIEPTHOM KOMHUCCHUU IO MOJATOTOBKE JOKYMEHTOB K XPaHEHHUIO, aKTa O




BBIJACJICHUU K YHUYTOXCHUIO JOKYMCHTOB, HC ITOJJICKAIIINX XPAaHCHUIO

CocraBiieHre BHYTPEHHEH OMUCH 1] 171 0C000 IIEHHBIX TOKYMEHTOB

OdopmiieHne 1en NOCTOSHHOTO, T0JITOBPEMEHHOT'O CPOKOB XPaHEHHS

Odopmiienre 00J0XKKH 1€ HOCTOSHHOTO, JOJITOBPEMEHHOIO CPOKOB
XpaHeHUs

CocTaBiicHHE OIINCH ACT  MOCTOAHHOIO, JOJITOBPCMCHHOIO CpPOKOB
XpaHCHUA

[lepenaya nen B apXuB OpraHu3aluu

Heo0OxonnMmeie
YMCHHUS

Ilons30BaThCs NEpCUYHAMHU OOKYMEHTOB W AHAJIIM3UPOBATH (baKTI/I‘ICCKOG
COACPIKAHUC UMCIOIINXCA B ACIC JOKYMCHTOB IIPU OMPCACIICHUU CPOKOB UX
XpaHCHUA

OdopMIATh TOKYMEHTBI SKCIEPTHON KOMUCCUU

O(I)OPMHHTL 00105KKH ACJI TOCTOSAHHOI'O U BpEMCHHOI'O CPOKOB XpPaHCHUA B
COOTBCTCTBHHU C Tpe6OBaHI/I$IMI/I TroCyaapCTBCHHBIX CTAHAAPTOB

HpOI/ISBOHI/ITB XPOHOJIOTHYCCKU-CTPYKTYPHYIO CUCTEMATU3AIUIO [CJT

OCYH_ICCTBJ'IHTL TEXHUYCCKYIO o6pa60TKy Hn IIOJIHOC O(I)OpMJ'IeHI/Ie ACII
IMOCTOAHHOI'O 1 BPCMCHHOT'O CPOKOB XpaHCHU A

CocTaBisTh ONUCH JIeT MOCTOSIHHOTO M BPEMEHHOT'O CPOKOB XpaHEHHS B
COOTBETCTBUU c JEUCTBYIOLLIUMU HOPMAaTUBHO-METOANYECKUMHU
JIOKYMEHTaMH

[IpumensTh MHPOPMALMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJIOTUU  JUIS
paboThI ¢ JOKYMEHTaMH

Heo0Oxonnmeie
3HAaHUA

HOpMaTI/IBHLIe IMPaBOBBIC AKTbl, HOPMATHBHO-MCTOOANUYCCKUC HNOKYMCHTHI,
TroCyadapCTBCHHEBIC CTaHOapPThI, OMpCACIIAOIINC IMOpAI0K
JAOKYMCHTAIIMOHHOT' O obecrieueHUs YIIpaBJICHUA

Kpurepun pasgenenuss JOKyMEHTOB Ha TpyNIlbl B COOTBETCTBHUU C
LIEHHOCTBHI0 MH(POPMAIINH, COACPIKAIICICS B HUX

HOpS[I[OK HUCIIOJIB30BaHHUA THIIOBBIX HWJIHM BCAOMCTBCHHBIX HGpG‘-IHCfI
AOKYMCHTOB, OIPCHACICHUA CPOKOB XpPAaHCHHUA B IIPOLECCEC ISKCICPTU3BI
HEHHOCTHU JOKYMCHTOB

[Mopsimox  co3maHusi, OpraHW3allii H  JOKYMEHTHUPOBaHUS pPabOTHI
3KCIEPTHON KOMHUCCUU

[IpaBuna cocTaBieHUs W YTBEP)KIEHUS IMPOTOKOJa pabOThl SKCIEPTHOU
KOMHUCCUH

HpaBI/ma COCTaBJICHUA U YTBCPKACHUA aKTa O BbIACICHUN JOKYMCHTOB, HC
moIC)KaluX XPaHCHUTIO

[IpaBuna TexHMuYeckoil 0O0pabOTKM M TMOJHOTO oOQopMmIleHUs el
MIOCTOSTHHOTO ¥ BPEMEHHOI'O CPOKOB XPaHEHHS

[IpaBuna cocraBieHUss ONMUCH JAEJN IOCTOSHHOIO W BPEMEHHOIO CPOKOB
XpaHEHHs] B COOTBETCTBUU C JIEUCTBYIOIIMMH HOPMATUBHO-METOINYECKUMHU
JIOKYMEHTaMH




[IpaBuina nepenauu el B apXUB OpraHu3auu

TpeboBanust oxpansl Tpyaa

Apyrue -
XapaKTEPUCTUKHU

3.3. O6o6uienHas TpyaoBas QyHKIHS

Opranu3annoHHOE, JOKYMEHTallMOHHOE U .
HaumenoBanue |uHdpopmannonnoe obecneuenue aesrenpaoct | Kog | C P
KBaTMUKAITUH
PYKOBOAMTENS OpraHU3aIH
IIpoucxoxnenue
N . 3aMMCTBOBaHO
0000111eHHOM Tpy10BO# | OpHUruHa X
U3 OpUTHHAIA
byHKIIUN
Kon Perucrpanuonnsii
OpHUTHHAaJIA HOMEp
npo¢ecCuOHATHLHOTO
cTaHjiapra

Bo3MmoxHbIe HAUMEHOBAHUS
JOJKHOCTEH, mpodeccuii

CekpeTapb pyKOBOAUTEIIS

TpeboBanus K
00pa30BaHUIO U O0YUEHHIO

Beicuiee oOpa3oBanue - 6akanaBpuaT UK

Cpennee mpodeccnoHaibHOE 00pa30BaHUE - MPOTPAMMEI IOJATOTOBKU
CIEIMAIIMCTOB CPEHETO 3BEHA

HononuurensHoe npodeccuoHaabHoe 00pa3oBaHue

TpebGoBaHMs K OIBITY
NPaKTUYECKON paboThI

He menee nByX J1eT BBINOJHEHUS pabOT MO0 OPraHU3alMOHHOMY U
JIOKYMEHTAIMOHHOMY 00€CIIEUEHUIO 1eATeIbHOCTH PYKOBOAUTES
OpraHu3aly PU CPpeIHEM MTPodeccHOHAIBHOM 00pa30BaHUU

OcoOsle ycrioBus A0IMycKa
K pabore

Jlpyrue xapakTepuCTHUKU

JlonomHuTENBHBIE XapaKTEPUCTUKH

HanmeHnoBanmne qokymeHTa

Kon HaumenoBanue 6a30Boii rpynibl, JOTKHOCTH
(mpodeccun) MM CrIeUATBHOCTH

OK3 2432 bubnuorexapu, 6ubnuorpadsl, JOKYMEHTOBEABI U
CHEIHATMCTHI POACTBEHHBIX PO eccHii

EKC - Cekperapb pyKOBOIUTEIA

OKTIATP 26341 Cekperapb pyKOBOIUTEIA

OKCO 032001 JIoKyMEHTOBEIEHNE U IOKYMEHTALMOHHOE

o0ecrnieueHue yrnpaBIeHUs

032002 JlokymMeHTaImoHHOE 00ecTiedeHUE YIIPaBICHUS U
ApXUBOBEJICHHE
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3.3.1. TpynoBas pyHKIHIS

OkazaHue oMo PyKOBOAUTEIIO B YpoBeHb
HauMeHnoBanue |IiaHUpOBaHWUU pabOUYETro BPEMEHU Kox | C/01.6 |(momypoBeHb)
KBaTH(UKAITIH
[Tpoucxoxnenue 3auMCTBOBaHO
. Opurunan X
TPYAOBOU (HyHKIIMH U3 OpUTHHAJIA
Kon Perucrpanuonnsii
OpUTHHANA HOMED
npo¢eCcCHOHATHLHOTO
CTaHJapTa

TpynoBsie 1eniCTBUS

Beibop  ¢opmbl  1utaHupoBaHMS W OGOpMIICHHE  IUIAHUPOBIIKKA
(opranaiizepa) pyKOBOAHUTENS

Brecenne nHbopManiu B IUTAHUPOBIIUK (OpraHanzep)

CornacoBaHue C PYKOBOIUTECIICM BPECMCHHBIX IIJIAHOB

CornacoBanue TenedOHHBIX IEPErOBOPOB, BCTPEY M MEPONPHUITHHA C
napTHepaMH,  KJIMEHTaMH,  PYKOBOIUTEISIMU  TOJpa3JeieHul U
COTpYIHUKAMU

WudpopmupoBaHne  PyKOBOAMTEISI O  pErJlaMEHTE  HaMEUYEHHbIX
MEPONPUATHI

[IpenymnpexaeHue o NMpuOIMKEHUH BPEMEHH HAMEUEHHBIX MEPOIPUSATUI

cDOpMI/IpOBaHI/Ie pe3cpBa BpEMEHU Il HCIPECABUACHHBIX CI/ITyaI_II/Iﬁ

Heo0Oxonumebie VYcraHaBnMBaTh LENU, ONPEIEIATh UEPAPXUIO LIeTIeH

YMEHUS
OnpenensiTh NPUOPUTETHOCTH M OYEPEAHOCTh BBINOJIHEHUS pPabOT
3¢ pexTUBHO pacpenensTe padodyee Bpems
Oxka3plBaTh IMOMOILb PYKOBOJUTENIO B paclpeiesieHud €ero padodero
BpEMEHU
Breibupate  onTuManbHBIEe  CHOCOOBI  MHGOPMUPOBAHUSA  MMAPTHEPOB,
KJIMEHTOB, IMIOCETUTEIICH, pYKOBOJAUTENEH MOAPA3ICIECHUN U COTPYTHUKOB O
TUTAHUPYEMBIX MEPOTIPUSITHIX
ObecneunBaTh UH(HOPMAIMOHHYIO 0€301MacHOCTh JeSATEIbHOCTH
OpraHu3aIu

Heobxonumeie Crnenuduka OCHOBHOU AESITETFHOCTA OPTaHU3AIII

3HAHUA

OcCHOBBI aAMMHHCTPAaTUBHOTO IIpaBa M TPYAOBOTO 3aKOHOJATENbCTBA
Poccuiickoit @enepanyun

PykoBoasiuii cocTaB OpraHv3alyy U €€ noapa3acieHul

OYHKIIMU CAMOMEHEHKMEHTA

ITocTanoBka 1ieneit

[TpaBuiia mpoBeeHUS 1€JI0BBIX IEPETOBOPOB




TpeboBaHus oXpaHbl TpyJaa

Apyrue
XapakTePUCTUKHU

3.3.2. TpynoBas pyHKIHSA

HaumenoBaunue

[TmanupoBaHue paboyero THS ceKpeTaps YpoBeHb
Kox | C/02.6 |(momypoBeHb)
KBaTH(UKAITTH

IIpoucxoxnenue
TPYAOBOH (QyHKIIMU

3anMCTBOBAHO

OpurunHain X
U3 OpUTHHAJIA

Kon Peructparmonubrit

OpUTrMHaja HOMED

npohecCuoHaIBHOTO
CTaHJapTa

TpynoBble neicTBuUs

Br16op u odopmiieHre MIIaHUPOBIIHMKA CEKpeTapst

Benenue nHeBHUKa (HA IEKTPOHHOM H/HIIM OYMaKHOM HOCHUTEJIE)

CornacoBaHue IIJIAHOB C IJTAaHAMU B CpOKaMH pa6OTH PYKOBOAUTECIIA

Pacrnipenenenne padbodero BpeMeHU (Ha JACHD, HECIIO, IEPCIICKTHRY)

HCpGHGCCHI/Ie HCBBIITOJHCHHBIX 3allJIAHUPOBAHHBIX 3aaa4

BrmmosHeHNE THITMYHBIX CXKCIHCBHBIX JICJI

HeobOxonumeie Br16upaThs 1 0hOpMIISATE TIIaHUPOBIIUK
YMEHUS
BHocute u oTcnexuBaTh MH(OpPMAIMIO Ha 3JIEKTPOHHOM  W/WIH
OyMa)KHOM HOCHUTele
PaccTaBisTh MPHOPUTETHI, BHIAETATH BaXKHOE U CPOUHOE
Br16upath onTuManbHbIA pUTM pabOTHI
AHanmM3UpOoBaTh MPUYUHBI HEBBITIOTHEHUS 3a/1a9
[TpumensTh HHDOPMAITHOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUT
HeoOxonumeie OcoOenHoct  oQopmIleHUs TUIAHUPOBIIMKA (HAa DJJIEKTPOHHOM H
3HAHUSA OyMa)KHOM HOCHTEJISIX )
OCHOBBI yIIpaBlIeHUS] BpEMEHEM
Jipyrue -
XapaKTepUCTUKU

3.3.3. TpynoBas pyHKIISA

Opranm3anys TeaedOHHBIX TEPErOBOPOB YpoBeHb

HaumenoBanue |pykoBoauTenst Konx | C/03.6 |(momypoBeHb)

KBaTH(UKAITII




IIpoucxoxneHue
TPYIOBOM HYHKIIUH

3auMCTBOBAHO

Opurunan X
W3 OpUTHHAIA
Kon Peructparmonubri
OpuUrvuHaa HOMED
podeCCHOHAIEHOTO
cTaHjapra

TpynoBbie 1eicTBUS

Benenue 0a3bl Tene()OHHBIX KOHTAKTOB PYKOBOAUTENS

CoennHEeHNE PYKOBOJUTENS ¢ KOHKPETHBIMH a0OHEHTAMHU

[MoaroroBka MaTepuanoB s Tele()OHHBIX MIEPETOBOPOB PYKOBOIUTEIS

Perucrpanus nocTynamomux B IpUEMHYIO TelIe()OHHBIX 3BOHKOB

HepeHanpaBneHHe OTACIBbHBIX TGHG(bOHHBIX 3BOHKOB 3aMCCTHUTCIIAIM
PYKOBOOAUTCIIA, APYTUM COTPYAHUKaM

[MTonyyenue HeoOXomuMON HH(GOPMAIIMY U Mepe/iadya CAHKIIMOHHUPOBAHHOM
uHpOpManu 1o TeneGoHy

VYcTaHoB/IEHME KOHTaKTa C COOECEOHUKOM, HOJIJEpKAaHUE U pPa3BUTHE
JIeJI0OBOM Oecebl B mpoliecce TelneOHHBIX EPETOBOPOB

Oxa3zaHue MOMOIIM PYKOBOJMUTENIO IPU OpraHMU3allMM U MPOBEACHUU
TeneOHHBIX IEPETOBOPOB U BUCOKOH(EpeHITit

HeoOxonumebie Bectu u ucnonszoBaTh B pabore 0a3y HaHHBIX Tele(OHHBIX KOHTAKTOB
YMCHHS PYKOBOIUTENS
Hcnonp3o0Bath cpecTBAa KOMMYHUKALMOHHONW OPITEXHUKHU JJISl MOJTYYECHUS
U miepenadu uHpopmanuu
Bectn yderHble perucTpanvoHHBIE (OPMBI, HCMONB30BAaTh WX IS
MH(POPMAITMOHHON pabOTHl M pabOTHI IO KOHTPOJIIO MCIIOJIHEHHS PelIeHUH
PYKOBOIUTENSA
CrnaxxuBaTh KOH(DIUKTHBIE U CIOXKHBIE CHUTYallUd MEXKINYHOCTHOTO
oO1eHus
Hcnonp30BaTh TEXHUYECKHE U MPOrPaMMHBIE CPEACTBA I MPOBEACHUS
rOJIOCOBO MJIM BUI€0-KOH(EPEHII-CBA3U
ObecneunBaTh UH(POPMALIMOHHYIO 0€301acHOCTb JEATEIBHOCTH
OpraHu3au
Cobmnronate ciryeOHBIH ATUKET
Heo0xoanmeie TenedhoHHBIE KOHTAKTHI PYKOBOAUTENS
3HAHUA

OyHKIMH, 33a4d, CTPYKTypa OpPTaHH3allid, €€ CBA3M MO BEPTHKAIA U
TOPU30HTAIN

[IpaBuna B3aMMOJEHCTBHS C MApPTHEPAMM, KIHEHTAMH, CpEACTBAMU
MaccoBOM nHpopmManuu

HpaBI/IJ'Ia NOAACPIKAHUA U pa3BUTUSA MCIKIIMIHOCTHBIX OTHOIIIEHUI

IIpaBuina npoBeneHMs NEI0BBIX IEPErOBOPOB




[TpaBwia 3amuThl KOH(GUACHIHATEHOU HH(DOpPMALIUN

TpeboBanust oxpansl Tpyaa

Apyrue
XapaKTEPUCTUKHU

3.3.4. TpynoBas pyHKIHSA

Opranu3zanys KOMaHAUPOBOK YpoBeHb

HaumeHnoBanue |pykoBOIUTENS Kon | C/04.6 |(momypoBeHb)

KBaTH(UKAITIH

IIpoucxoxnenue
TPYAOBOH (HyHKIIMU

3auMCTBOBAHO

Opurunan X
U3 OpUTHHAJIA

Kon Perucrpanuonsbiit
OopUrHHazia HOMEP
podeCCHOHAIEHOTO
CTaHJlapTa

TpynoBble neicTBuUs

IToaroroska IIPpOCKTa CJ'Iy>KC6HOl"O 3alaHus PYKOBOJAUTCIIA

IToaroroska IIPpOCKTa IIprUKasa O CJIy>KC6HOI>'I KOMaHIUPOBKE

Breimucka KOMaHJIMPOBOYHOTO YAOCTOBEPEHHUS W €r0 PETUCTpaIds IpH
HE00XOAUMOCTH

IToaroroska JAOKYMCHTOB Ha ITIOJTYYCHUC BU3bI, 3aI'PAHUYIHOI0 ITaCIiopTa

3aka3 KeNe3HOJOPOXKHBIX M aBHAOWJIETOB, TOCTMHHUIL, TPAaHCIOPTHOTO
o0ecrne4eHnst pyKOBOJIUTENS

Odopmienue nmporpaMMbl MOE3IKH, YTOUHEHHE OCOOEHHOCTEH MPOTOKOJa
MJIAHUPYEMBIX MEPOIPUATHI

IToaroroBka JAOKYMCHTOB K ITOC3IK€ PYKOBOIUTECIIA

YTOo4yHeHue NaThl, JOJDKHOCTEH, (haMuinnii B mporpaMmMe KOMaHAUPOBKH

[TpopaboTka MapmpyTa pPYKOBOAMTENS, YBS3Ka €ro C paclucaHheM
TpaHCHopTa

OO6paboTka MaTepHalioOB KOMaHJIUMPOBKH, OGOpMIIEHHME OT4YeTa O
KOMaHJAMPOBKE

HeoOxonnMmeie
YMEHHUS

OdopMIsTh aBaHCOBBIE OTYETHI PYKOBOIUTEIS

Oprann3oBbIBaTh BCTPEYU PYKOBOJAUTEIS C IPUHUMAIOIIEH CTOPOHOM

OdopmMIsaTs KOMaHAUPOBOYHBIE TOKYMEHTBI

OOpabaTbiBaTh JTOKYMEHTBI W MaTepHalibl MO pe3yjibTaTaM IOE3]IKH
PYKOBOIUTEIA

Ob6ecneunBaTh paboTy orca BO BpeMsi OTCYTCTBUS pPyKOBOJUTEIS

[IpuMeHATH cIIOCOOBI AEIOBOTO OOIICHUS




Hcnonb30BaTh CpecTBA KOMMYHUKAIIMH JUISE 00€CTICYEHUS
B3aUMOJICHCTBUS C PYKOBOJUTEIEM BO BPEMsI €TO JCIIOBOM MOE3IKU

HeoOxonumeie [Topsimok MOATOTOBKYU M MPOBEIECHUS KOMaHAHUPOBOK
3HAHUS
[Topsnox oopmiieHus: JOKYMEHTOB JUIsl KOMAaHJUPOBKH U OTUETHBIX
JIOKYMEHTOB 110 KOMaHJMUPOBKE PYKOBOAUTEIIS
JlenoBo# MpOTOKON
DTHKa J1eJI0BOT0 OOIICHUS
HApyrue -
XapaKTEePUCTUKU

3.3.5. TpynoBas pyHKITUS

Opranu3anus paboThI C TOCETUTESIMU B YpoBeHb

HaumeHnoBanue |nmpueMHON PYKOBOAMTEIS Kon | C/05.6 |(momypoBeHb)

KBaTH(UKALTTH

[IpoucxoxaeHue
TPYAOBOW (yHKIIMU

3auMCTBOBaHO

Opurunan X
U3 OpUruHaja

Kon Perucrpanuonnsii
OpUTHHANA HOMED
po(hecCHOHATTLHOTO
CTaHJapTa

TpynoBsie 1eHCTBUS

Opranu3zanus JMYHOTO NpUeMa IMOCETUTENEH pyKOBOIUTEIIEM

YcraHoBiIeHUE OpsAIKA PUEMA JUIS PA3IMYHbBIX KaTErOPUI NOCETUTENEH

Benenue xxypHana npeABapuTEIbHON 3aMCH HA TTPUEM

Perucrpanus nocerurenen

CopeiicTBUE OINEPATUBHOMY pacCMOTPEHUIO MPOChO U MpPEeASIOKEHUMN
IIOCETUTENEN U COTPYJHUKOB OPraHU3aLNH

Opranu3zanus npreMa JejI0OBbIX IapTHEPOB B oduce

Opranuzanus 00CIyKUBaHUS PYKOBOJIUTENS M €ro JIEJIOBbIX MapTHEPOB B
oduce

CepBupoBka yaitHoro (kogeitHoro) crona B oduce

[IpuHATHE MEp IO COXPaHEHHI0 KOMMEPYECKOM TaWHBI B XOAE IpHUEMa
MOCETUTENEeH U UX HaXOXJACHUS B IPUEMHON U KaOMHETE PYKOBOAUTENS

Heo0OxonnMmeie
YMEHHUS

OpFaHI/I30BBIBaTB 1 00eCcIeYnBaTh JUYHBIE KOHTAKTHI PYKOBOJUTEIIA

YpaBiare KOHQIUKTAMU

Y4YUTBIBaTh TMCHUXOJOIMYECKHE OCOOEHHOCTH JMYHOCTH MpPH PA3TUUHBIX
BUJaX MPO(ecCHOHANBHOr0 O0IIeHUs

Hcnonb30BaTh yCTaHOBJEHHBbIE MpaBWiia U TMPOLETYPhl KOMMYHHUKALUU
BHYTPH OpraHU3alUN




Bectn YUYCTHBIC PCTUCTPALIMOHHELIC (bOpMBI, HUCIIOJIB30BaTh HUX HJIA
nH(POPMAITMOHHON pabOTHl U PAOOTHI MO KOHTPOJIIO UCTIOTHEHUS PEIICHHMA
PYKOBOIUTEINS

Co3aBaTh NOJIOKUTEIIbHBIA UMUK OpraHU3aluN

[IpuHUMATH MEPHI 10 Pa3peUICHUI0 KOHPIMKTHBIX CUTYaIH

HpI/IMeHHTB I/IH(1)OpMaI_II/IOHHO-KOMMYHI/IKaHI/IOHHI)IG TCXHOJIOI'NH

OGecneunBaTh  KOH(DHICHIMAIBHOCT, B  NPHEMHOM U KaOWHeETe
PYKOBOJUTES, COXPAHATh KOH(DUICHINATBLHYIO HHPOPMAIIUIO B TailHE

Heo0Oxomumeie
3HAHUS

[IpaBuia opranu3anuu npuema noceTuTenein

[TpaBwmia gemnoBoro oomeHus

IIpaBuia peueBoro sTUKeTa

HpaBI/IJIa YCTAHOBJICHUA KOHTAaKTa, noaacpKaHus n PasBUTHA
MEXJIUYHOCTHBIX OTHOIICHUM

CrpykTypa  oOpraHm3anmMd W pacupeieneHne  QYHKIOHA — MEeXIy
CTPYKTYPHBIMH TIO/IPA3JICIICHUSMH U CIIEHATHCTaAMU

[IpaBuna opranu3zanuu npuemMoB B ouce

OTHKET U OCHOBBI MCKAYHApOAHOI'O IIPOTOKOJIa

[IpaBuna cepBUpOBKHU YaitHOTO (KOGEHHOTO0) CTOIa

HpaBI/IJ'Ia MPUTOTOBJICHUA U ITOAAaYU I'OPAIUX HAIIUTKOB U 3aKYCOK K HUM

[IpaBuia 3amuThl KOH(UACHIIMAIBHON CITy>KeOHOM nH(popManuu

Jpyrue

XapaKTCPUCTHUKU

3.3.6. TpynoBas pyHKIHsS

Opranu3anus NOArOTOBKH, IPOBECHUS U YpoBeHb
HaumenoBaHnue |00CTyKUBaHHs KOH(EPEHTHBIX Kon | C/06.6 |(moaypoBeHb)
MEpPOTIPUSTHIA KBaJTH(PUKAITNN
[Tpoucxoxnenue 3auMCTBOBaHO
P A Opurunan X
TPYAOBOW (YyHKIIHH W3 OpUTHHANIA
Kon Peructpanmonuei
OpUTHHAaNA HOMED
npodeccroHalbHOTO
CTaHJapTa

TpynoBsie 1elcTBUS

HO)IFOTOBKa IMMOBECTKU JHA MECPOIIPHUATUSA

O(I)OpMHeHI/IC CIIMCKa YH4aCTHUKOB MCPOIIPUATUS

WudpopmupoBaHue y4aCTHUKOB O HaMEUarolleMCs MEpONpHUsITHH U
YCIOBHAX Y4aCTHs




Br16op MecTa 1 BpeMeHH POBEICHUS MEPOIIPUATHUS

IToaroroBka npeaBapuTEIbLHOM CMETHI PACXO0B

Pacceuika npuriameHuil NOATBEPAUBILINM Y4aCTUE B MEPOIIPUATUH

C 60p TEKCTOB OOKJIaAOB M IIPOCKTOB HTOI'OBBIX JOKYMCHTOB Yy
JOKJIIaTYHNKOB

Paccpuika mH(OPMAIMOHHBIX MaTEpHUalIoOB YYaCTHHKAM KOH(EPEHTHOTO
MEpPOIPUATHS

CocraBieHne $BOYHBIX JIUCTOB M CIHCKA PEruCTpalid y4YaCTHHUKOB
MEpONPHUATUS

3akyrKa KaHIEIIPCKUX TOBAPOB U MPOAYKTOB sl oOecrieueHus kode-may3

Pemenue BOIIPOCOB TCXHUYCCKOI'0 OCHAIICHUSA MCPOIIPHUATUA

HOMOHIL B TIOArOTOBKC JOKJIaJda PYKOBOAUTCIA, MNPC3CHTAIUMOHHBIX
MaTcpruajioB

OpFaHI/I?,aIII/ISI IMMOATOTOBKH IMPE3NIHUYyMa U pa60q1/1x MCCT YUaCTHHUKOB

Opranu3zanys BCTpeUr U perucTpanus y4acTHUKOB MEPOIIPUATHS

Benenue npoTokoiia MEpOnpUsITHS

Opranu3zanus cepBUCHOTO 00CITYKMBaHHUS BO BpeMs Kode-nay3

Opranuzanus KyJIbTYpPHO-MAacCOBBIX MEPONPUATHNH, TPAHCHOPTHOIO U
TOCTUHUYHOT'O 00ecIieyeHus

Heo0Oxonnmeie
YMEHHUS

OpraHu3oBbIBaTh MHPOILECC IMOATOTOBKM K IPOBEICHHUIO KOH(EPEHTHOTO
MEpPOIPUATHS UHIUBUYaIbHO U B COCTaBe paboueil IpyIbl

HOKYMCHTI/II)OBaTB Ppa3HBIC 3TAalbl NPOUCAYPbI IMMOATOTOBKU U IMPOBCACHUA
KOHq)epeHTHOl"O MCPOIPUATHA

[lepenaBate uHpOpManMIO, [TOKYMEHTHI M MaTepuanbl y4yaCTHUKAM
KOH(EPEHTHOTO MEPOIPUATHUS

[MonroraBnuBaTh M 00OpYAOBaTH CTOJI Mpe3uaAMyMa M paboune MecTa
Y4aCTHUKOB COBEILlaHus (3ace1aHus)

CepBupoBath 4aiiHbIl (KO(EeHHbIIT) CTOJ BO BpeMsl IPOBEACHUS Kode-nay3

Cobmro1aTh MpaBuia J1€JI0BOr0 ATHUKETa U MPOTOKOJIA

[TopnepxuBaTh UMUK OpraHU3AIUN

Co3ngaBath UMUK CEKpeTapsi, COOTBETCTBYIOIIUN UMHIKY OpraHU3aIuu

PaGorare ¢ wuH(poOpMalnMen, aHATU3UPOBaTh M MPEJICTAaBIATH €€ B
CUCTEMAaTHU3UPOBAaHHOM BU/JIE

ObecneunBaTh 0€30MaCHOCTD AEATEILHOCTH OpraHU3aluu

[IpumensTh UHPOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU

ObecnieunBaTh KOM(OPT YYACTHHUKOB KOH(EPEHTHOTO MEpONpUsTHS,
MIOMOTaTh B BOIIPOCAX MPOKUBAHMS, TPAHCIIOPTHOT'O 0OECTICYECHHUS




Heobxonumele
3HAHUSA

Kommiekc opraHn3aliMOHHO-TEXHUYECKUX MEPOMPUSATUHN MO MOJATOTOBKE U
MIPOBEJICHUIO COBEIIAaHUH U NTEPETOBOPOB, B TOM UHCIIE MEXKIYHAPOIHBIX

[IpaBuna BeneHHs, MOATOTOBKM M OQOPMIICHHS NPOTOKOJA W JIPYTHX
JOKYMEHTOB, CO3/IaBaeMbIX B TMPOIECCE TOJITOTOBKM KOH(EPEHTHOTO
MEpPOIPUATHS

CocraBlieHHE CMETHI Pacxoa0B

OcCHOBBI HalIMCaHUsI peuel U JOKJIaJ0B PYKOBOAUTENSA

HpaBI/IJIa YCTAHOBJICHUA KOHTAaKTa, MoAACPIKAHUSA n pPa3sBUTHA
MEKIIMIYHOCTHBIX OTHOIICHUM

HpaBI/IHa JC€JI0BOI'o0 O6H_IeHI/I$I, JCJIOBOI'O OTUKCTA

OTHKET U OCHOBBI MCKAYHAPOJIHOT'O ITPOTOKOJIa

HpaBI/IJ'Ia IIPOBCACHUA ACIIOBBIX IIEPETOBOPOB

[IpaBuna 3amuThl KOHGUACHIMATHEHON CiTy)keOHOI HHPOpMAaIIH

TpeboBanust oxpaHsl Tpyaa

Apyrue
XApaKTCPUCTHKH

3.3.7. TpynoBas GpyHKIIHs

Opranuzanus UCTIOTHEHUS PEIICHUH, YpoBeHb
HaumeHnoBaHue |ocyiiecTBIeHHUE KOHTPOJIS UCTIOTHEHUS Kon | C/07.6 |(momypoBeHb)

MOPYYCHHUN PYKOBOIUTEIIS KBaJTU (DUKAITAH
[Tpoucxoxnenue 3auMCTBOBaHO

P A Opurunan X
TPYIAOBOH (YHKITUU W3 OpUTHHANA
Kon Perucrpanuonnslii
OpUTHHAlA HOMED
1po(hecCuOHATIBHOTO
CTaHJapTa

Tpynoseie 1eHiCTBUS

JlokyMeHTaJIlbHOE 0(OpPMIIEHHE PELIEHUN PYKOBOAUTEIS

JloBeneHue 10 cBeleHUS paOOTHUKOB OpPraHMU3aLUU  PaCIOPSIKEHUIN
PYKOBOAMTEISA

Koopannamus aesTebHOCTH IO UCTIOJHEHUIO PENIEHUN PYKOBOUTENS

Benenne cpokoBOTO TEKYIIETO U IPEAYIPEAUTEIILHOTO KOHTPOJISI

[IpoBepka uCIoNHEHUS! TOPYYEHHU PYKOBOAUTEIS B YCTAHOBJIEHHBIN CPOK

[IpenynpexnaeHue COTPyAHMKOB 00 MCTEYEHHH CpOKa MCIIOJHEHUs
[IOPYYEHUN PYKOBOIUTENSA

dukcanys UCIOJHEHUS IOPYYEHUN

CocraBneHHe OTYETOB M AHAJIUTUYECKHUX CIPABOK O BBIIIOJHEHUHU
MIOPYYEHUN U PELICHUNH PYKOBOIUTEIS




Heobxonumele

Bectu cpokoByto KapToTEKy

YMEHHUS
BecTtu y4erHble perucTpanyioHHble (OPMBI, UCIOIB30BATh UX IS paOOTHI
110 KOHTPOJTIO HCIIOJTHEHHSI TOPYIEHHH PYKOBOIUTEIIS
PaGorate ¢ wuHpOpMammel MO KOHTPOJIO, CHCTEMAaTH3UPOBAaTh €€ U
MPEJCTABIATH B BUJE CBOJHBIX JIOKyMEHTOB
Hcnonp30BaTh cpeacTBA KOMMYHHKAIMW IS TepeJaddl  MOpYYeHHH
PYKOBOIUTEIS
Hcnonp30BaTh cOBpeMeHHBIE cpeacTBa cOopa u 00pabOTKH KOHTPOJIHHOM
nHpopmaruu
[TpumeHATh HHPOPMAITHOHHO-KOMMYHUKAIIHOHHBIE TEXHOJIOTUH
OueHuBaTh pe3yIbTaThl B paMKaxX MOCTABICHHBIX 33a4
OcymiecTBiIiATh  KOHTPOJb  HCIOJIHEHHUS  IMOPYYEHUH  PYKOBOIMTEIS
COTPYAHUKAMHU
HeobOxonumeie OO0mue TpeboBaHUS K CPOKaM HCIIOJIHEHUS JOKYMEHTOB U KOHTPOJIbHBIM
3HAHHUS GYHKIHSIM CITyKOBI JOKYMEHTAIIHOHHOTO 00eCTIeYeHH S
[TpunIunBL, c1ocoOb! HHGOPMUPOBAHUS COTPYAHUKOB
OTHKa AET0BOr0 OOLICHUS
VYnpaBieHdeckass CTpPyKTypa OpraHU3alllH, PYKOBOJCTBO OpTaHU3aINH,
o0pasipl moanuceil pyKoBOMSAIINX COTPYAHHUKOB, KPYT MX MOJHOMOYUH U
OTPaHUYEHUS UX 30H OTBETCTBEHHOCTH
WHCTpyKIMU 1O AETONPOU3BOICTBY M JAPYTHM JIOKAIBHBIM HOPMAaTHBHBIM
aKTaM, YCTAHABJIMBAIOLIUM TOPSIOK pealu3allid  yINPaBIEHYECKUX
npoueayp
Apyrue -
XapaKTEePUCTUKU

3.3.8. Tpynossie pyHKIUN

Opranuzanys 1 noaaepKaHue
(pp KIIMOHAJIBHOT'O a6poqero YpOBCHb
HanmeHnoBanue yH P . Kox | C/08.6 |(momypoBeHb)
MIPOCTPAHCTBA IPHUEMHON 1 KaOWHeTa
KBTI (UKAITTI
PYKOBOIHUTENS
IIpoucxoxaenne 3auMCTBOBAHO
P A Opurunain X
TPYIOBOH (YHKITUU W3 OpUTHHAJIA
Kon Peructpanmonuei
OpUTHHAIA HOMEp
po¢eCcCuOHATBHOTO
CTaHJapTa

TpynoBsie 1encTBUS

OGecneyeHue pabovero Mecta pyKOBOJIUTENS HEOOXOAMMBIMHA CPEACTBAMHU
OpPTaHU3AIMOHHON TEXHUKH, KAaHIEIIPCKUMU TPUHAIC)KHOCTSIMH

Opranu3zanus TpPUEMHON o¢uca B COOTBETCTBUM C TpeOOBAHUSMHU




SPrOHOMUKH U KYJIBTYpBI TPyAA

Opranuzanus opopmieHNs HHTEphepa MIPUEMHON PYKOBOIUTENS

OGopynoBanue  pabo4yero  Mecta  OPITEXHHKOW,  MEPCOHAIBHBIM
KOMITBIOTEPOM, BCIIOMOTaTeIbHON TEXHUKOM

Opranuzanus  oOOpyIOBaHUS ~ NPUEMHOW  CHCTEMaMH  XPAaHCHUS,
HEOOXOJUMBIMU  TPHUCHIOCOOJICHUSAMHU, OOCCIICYCHUSI  KAHLEISIPCKUMHU
TOBapaMu

ObecrieueHne XpaHEHHUS ¥ 3aMEHbI PACXOJHBIX MATEPUAIIOB, TOBCETHEBHBIN
YXOJ 32 OPTTEXHUKON

3aka3 KaHIOCIIPCKHUX TOBApOB, THUIHCHHUYCCKHUX TOBApOB, IIPOAYKTOB
nUTaHUuA

Heobxonumeie CoznmaBate  ycioBusi,  oOecrneunBatoniye  3GGeKTuBHyl0  pabory
YMEHUS PYKOBOJUTENS
[TpuMeHATh B COOTBETCTBUM C HAa3HAYEHHUEM CPEICTBA OpraHU3aLMOHHOM
TEXHUKH, KaHIIEISIPCKUE TPUHAICKHOCTH
Ocnamare pabodee MeCTO pYKOBOAUTENSE M CBOe paboyee MeECTO
HE00XO0UMBIM 000pyAOBaHUEM
Ocy1ecTBISITh 3aMEHY PACXOJIHBIX MaTEpUAOB, YX0JI 32 OPITEXHUKOMN
OcyiiecTBIsITh TOBCEHEBHBIM yXOJ 3a KONUPOBAJIbHBIM aIlapaToM,
3aMeHy M XpaHeHHe KapTpuIKei, ToHepa
KoHTponnpoBaTh COCTOSHUE U MOIMOJHATH 3arachl KaHIEIIPCKUX TOBApOB,
CPEZCTB THTHUEHBI, TPOAYKTOB IMATAHUS
HeobOxonumeie TpeboBanus OXPaHBI Tpyna, MIPOU3BOJCTBEHHOMN CaHUTAPHUH,
3HaHUS POTHBONOXKAPHON 3aIIUTHI
OCHOBBI TNpaBWJIBHOW OpraHM3allid TPyZJa W METOAbl MOBBIILIEHUS €ro
s dexTuBHOCTH
OcCHOBBI 3)proHOMUKHU oduca U GIOPUCTUKU
CrangapThl U peKOMEHIalluu 110 000PYI0BaHUIO OPUCHBIX MTOMEIIEHUN
CocTaB OpraHu3alMOHHON TEXHHMKH, €€ YCTPOMCTBO M MOPSAOK PabOTHI C
Hel
Apyrue -
XapaKTEePUCTUKH

3.3.9. TpynoBas pyHKIIS

Pa3paboTka 10KaIbHBIX HOPMAaTUBHBIX YpoBeHb
HaumeHoBaHMe |aKTOB, perylaMeHTHUPYIOLINX PaboTy Kox | C/09.6 |(momypoBeHb)
cekperaps KBaTM(UKAITIT
[Tpoucxoxnenue 3auMCTBOBaHO
. Opurunain X
TPYAOBOW (HyHKIIHH W3 OpUTHHANIA

Kon Peructparmonubi



OpUTHHAJA HOMEp
podeCCHOHATEHOTO
CTaHIapTa

TpynoBbie necTBUS

Pa3paboTka qOMKHOCTHOM UHCTPYKLIUU CEKpEeTaps

Pa3paboTka moyioxkeHus o cekperapuare

Pa3paboTka HHCTPYKIIUHU 110 ACTIONPOU3BOACTBY

Heobxoaumele CoctaBisaTh U 0pOPMIIATH OPraHU3AMOHHBIE M METOMUECKUE TOKYMEHTHI
YMEHHUS
PemakTupoBaTh TEKCTHI CITYKEOHBIX JOKYMEHTOB
PaboTath co Bceil COBOKYMHOCTHIO HMH(MOPMAIMOHHO-I0KYMEHTAIIMOHHBIX
peECYpCOB OpraHu3aluu
[Tonp3oBaTbest 6a3aMu JaHHBIX, B TOM YHCIIE yJaJIEHHBIMU 0a3aMu JTaHHBIX
Hcnonbp30BaTh CIPaBOYHbBIE IIPABOBBIE CUCTEMBI
PaboTathb ¢ KOMITBIOTEPOM, KaTasioramu (marnkamu) 1 (aiiaamMu, CKaHepoM
ITonb30BaTbes OPUCHBIM AKETOM (TEKCTOBBIN PEAKTOP, TAOIUIIbI)
[Tonp3oBaTbest nepupepUHBIMU YCTPOHCTBAMH U OPTTEXHUKOM
ITonb30BaThCs 2IEKTPOHHOM MOYTOU
[Tonp3oBaTbesl cCTEMaMM IEKTPOHHOTO JOKYMEHTO000pOTa
HeobOxonumeie [IpaBoBbIe OCHOBBI ynpaBieHUs (OCHOBBI aJMUHUCTPATUBHOIO, TPYJAOBOIO
3HAHUSA U TPAXKAAHCKOTO MpaBa)
JleiicTByromue NnpaBoBbIE aKTbl, HOPMAaTUBHO-METOJUYECKNE TOKYMEHTHI,
roCy/1apCTBEHHbBIE CTaH/1apThl, oTpeAesoIe MOPSJIOK
JIOKYMEHTAIMOHHOT'0 00eCTIeueH s yIpaBIeHUs
CtpykTypa, PpPYKOBOJACTBO CTPYKTYpPHBIX MOApAa3JEIeHU, 00pa3Lisl
MOJAINUCEN JIML, UMEIOLIMX IIPABO NOANUCAHUSA U YTBEPKIAEHUS TOKYMEHTOB,
Y OTPAaHUYEHUS X 30H OTBETCTBEHHOCTHU
[TpaBuiia JOKYMEHTAIIMOHHOTO O0eCeueHus ASITeEIbHOCTH OpraHU3al|uu
[Topsimox paboThl ¢ JOKyMEHTaMHU
TpebGoBanusi, mnpenbsBIsieMble K JOKYMEHTaM B COOTBETCTBUU C
HOPMAaTUBHBIMM aKTaMH U TOCYJapCTBEHHBIMH CTaHIapTaMu
IIpaBuiia cocTaBiaeHHMs OPraHU3allMOHHBIX JOKYMEHTOB (IIOJIOKEHUH,
WHCTPYKIUH, pEriaMEeHTOB)
Bunel 1okyMeHTOB, UX Ha3HAUECHUE
OCHOBBI JOKYMEHTHOW JIMHTBUCTUKH
TpeboBanus oxpaHbl TpyJa
HApyrue -
XapaKTePUCTUKU

3.3.10. TpynoBas pyHKUUSA




Cocranenue u oopMIICHHE YpoBeHb

HanmeHnoBanue |ynpaBieHYeCKOW JOKYMEHTAUU Kon | C/10.6 |(momypoBeHb)
KBaTH(UKAITII
IIpoucxoxnenue 3aMMCTBOBaHO
P o Opurunan X
TPYAOBOH (HyHKIIMU U3 OpUTHHAJIA
Kon Perucrpanuonnsii
OpUTMHaNa HOMED
npo¢eCcCHOHATHLHOTO
cTaHJapTa

TpynoBsie 1eHCTBUS

CocraBieHHEe NPOEKTOB PACIIOPSIAUTENbHBIX (IIPUKA3bl, PACHIOPSKEHUS) U
MH(POPMALIMOHHO-CIIPABOYHBIX ~ JIOKYMEHTOB  (CiyXeOHble  MUChbMa,
CIIPABKH, TOKJIQIHBIC U CITYKEOHBIC 3aITHCKH)

[TeyaTh City)eOHBIX JOKYMEHTOB U IPYyTUX MaTEpPUAIIOB

Pa3zmuoxxenue CJ'IY)K€6HI)IX JOKYMCHTOB

KoHTponb mpoxoxkaeHus JAOKYMEHTOB B OpraHHu3aluM (COIrIacoBaHUE,
HOJIMCAaHUE U YTBEPKICHHUE TOKYMEHTA)

HeoOxonnmeie
YMCHHS

PeI[aKTI/IpOBaTL TCKCTHI CJ'Iy>K€6HBIX AOKYMCHTOB

[Tonb30BaTbes yHUPHUIIMPOBAHHBIMU (hOpMaMHU JOKYMEHTOB

OdopmisATe KaccoBble (PMHAHCOBBIE JOKYMEHTHI U JIOKYMEHTHI 110 Y4eTy
HAaKJIaHBIX PacX0J0B

IIeuaraTh CJ'IY)KC6HBIC HAOKYMCHTBI

[Tonbp3oBaTbest nepupepuitHBIMU YCTPOUCTBAMH U OPTTEXHUKOM

Paborats ¢ KOMIIBIOTCPOM, CKAHCPOM

[Tonp3oBaTbest OPUCHBIM MAKETOM (TEKCTOBBINA PEJaKTOP, TaOIHIIbI)

ITonp30BaThCs IIEKTPOHHOM ITOYTOU

[Tonb30BaThCs cUCTEMAaMU JIEKTPOHHOTO IOKYMEHTOO000pOTa

ObecnieunBaTh 0€30M1aCHOCTD AEATEIILHOCTH OpraHU3aluu

Heo0OxonnMmeie
3HAHUS

[TpaBoBbIE OCHOBBI yIIpaBieHUs (OCHOBBI aAMHUHUCTPATUBHOIO, TPYIOBOTO
Y X031 CTBEHHOTO TPaBa)

CrpykTypa opraHu3aluu, PYKOBOJCTBO CTPYKTYPHBIX IOJpa3JelIeHUH,
o0pa3lpl MOANUCeH JUL, UMEIOIIMX MPaBO MOANHUCAHUS U YTBEPKACHUS
JIOKYMEHTOB, 1 OTPAaHUYEHHUS UX 30H OTBETCTBEHHOCTH

HpaBI/ma JOKYMCHTAlITUOHHOT' O obecreueHust ACATCIIbHOCTU OpraHU3allun

[Topsimox paboThI ¢ TOKyMEHTaMHU

Tpe60BaHI/I${, NpEABABIACMBIC K OOKYMEHTaM B COOTBETCTBHH C
HOPMAaTUBHBIMH aKTaMH U TOCYAapCTBEHHBIMU CTaHAapTaMU

Buapl 10OKyMEHTOB, UX Ha3HAYEHUE




IIpaBuiia cornacoBaHusi JOKYMEHTOB OpraHu3alMd (BHYTPEHHEro U
BHEIITHETO)

[TpaBuiia moamucaHus U yTBEPKACHUS TOKYMEHTOB

[IpaBuna cocrtaBiaenuss U odopmiieHuss HHPOPMALMOHHO-CIIPABOYHBIX,
YIPaBIEHYECKUX JOKYMEHTOB U CIYKEOHBIX ITUCEM

OCHOBEHI ﬂOKYMeHTHOﬁ JIMHI'BUCTHKH

rpaMMaTI/I‘IeCKI/Ie I[MpaBuJjia pyCCKOI'o A3bIKa

TpeGoBanus oxpaHbl Tpyaa

HApyrue
XaApPaKTCPUCTHUKU

3.3.11. TpynoBas dbyHKIH

Opranuzanus paboTsl ¢ TOKYMEHTaMU B VYpoBeHb
HaumenoBanue |npuemMHON pyKOBOAUTENS Kon | C/11.6 |(momypoBeHb)
KBaTH(UKALTIH
[Tpoucxoxnenue 3auMCTBOBaHO
P A Opurunan X
TPYAOBOW (HyHKIIMU U3 OpUTHMHAJA
Kon Perucrpanmonnslii
OpUTHHAaNa HOMED
po¢eCcCHOHATHLHOTO
CTaHJapTa
Tpynossie nericteus |llomydenue, [IPEBAPUTEIILHOE paccMoTpeHue u COPTUPOBKA

MOCTYyHAIINX B IPUCMHYIO PYKOBOAUTECIISA JOKYMCHTOB

IloaroroBka JAOKYMCHTOB JJIsI paCCMOTPCHUSA PYKOBOJUTCIICM

Yuyer AOKYMCHTOB, INOCTYIIAOMNX HA UM PYKOBOIUTCIIA

OpraHI/I3aHI/I$I AOCTAaBKH JOKYMCHTOB UCITOJIHUTCIIAM

Benenue napopmalimoHHO-CIIpaBOYHOM pabOTHI

KOHTpOJ'II) HCITIOJIHCHUA JOKYMCHTOB U HOpy‘IGHI/Iﬁ PYKOBOIUTEIIA

Heo0OxonnMmeie PaboTaTh ¢ BXOomsIIEeH, UCXOAIIEH, BHYTPEHHEH TOKyMEHTaIUen
YMEHHUS
[Tonp30BaThbCcst  cUCTEMaMU  AJIEKTPOHHOTO  JIOKYMEHTOOOOpoTa ISt
pEerucTpanuu, KOHTPOJIsS JOKYMEHTOB W WH(GOPMAIMOHHO-CIIPABOYHON
paboTHI C TOKYMEHTaAMH
[IpumenaTr UHPOPMANMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJOTHUH IS
paboThI ¢ JOKYMEHTaMH
CocTaBnarb v 0pOPMIISITH HOPMATHUBHEIE aKThHI
HeobOxomumebie HopMmartuBHbBIE TIpaBOBBIE aKThl, HOPMAaTUBHO-METOJUYECKUE JTOKYMEHTHI,
3HAHUA rOCyJ1apCTBEHHBIE CTaHJIapThI, ONpEAEIISIONINE MOPSIOK

AOKYMCHTAIIMOHHOT' O obecrieueHus YIpaBJICHUA




CrpyKTypa opranuzanuu, pyKoBOJICTBO CTPYKTYPHBIX ITOAPA3AEICHHUM

CoBpemeHHbIe HH(OPMAIIMOHHBIE TEXHOJIOTUU PAaOOTHI C JOKYMEHTaMHU

[opsimok paboThI ¢ TOKyMEHTaMHU, CXEMBbI JJOKYMEHTO000poTa

[IpaBuna paboThl C BXOOMMIMMH, HCXOIIIIMMH UM  BHYTPEHHUMH
JOKYMEHTaMH

HpaBI/ma opraHu3anyi KOHTPOJIA HCIIOJIHCHHUA NJOKYMCHTOB W THUIIOBBIC
CPOKH UCIIOJTHCHHUA TOKYMCHTOB

HpaBI/IHa COCTAaBJICHUA aHAJIMTHYCCKUX CIIPaBOK IIO OpraHu3anuu pa6OTBI C
AOKYMCHTAMH U KOHTPOJIIO UCTIOJIHCHUSA JOKYMCHTOB

HpaBI/ma CO3JaHus U BCACHUIA 0a3 JaHHBIX C.Hy)KC6HBIX JOKYMCHTOB B
OpraHru3annu

CucreMsl 3IEKTPOHHOTO JOKYMEHTO000pOoTa

TpeboBanust oxpaHsl Tpyaa

Apyrue
XApPaKTCPUCTHKH

3.3.12. TpynoBas pyHKuHS

Opranuzanys XpaHeHHs! JOKYMEHTOB B YpoBeHb

HaumeHoBaHue |mpueMHON PYKOBOAUTENS Kon | C/12.6 |(momypoBeHb)

KBTI (DUKAITAH

IIpoucxoxnenue
TPYAOBON QYHKIIUU

3auMCTBOBAHO

Opurunan X
W3 OpUTHHANA

Kon Perucrpanuonnsii
OpUTHHAaNA HOMED
po(eCCHOHATIEHOTO
CTaHJapTa

TpynoBsie 1elCTBUS

Pa3paboTka pa3iernoB HOMEHKIATYpPBI A€l OpraHu3aluu

dopmupoBanne u odopMIICHHE el TMOCTOSHHOTO, JOJITOBPEMEHHOTO
CPOKOB

[ToaroroBka u mepeaaya eyl B ApXUB OpraHU3aluu

HeoOxonnMmeie
YMEHHUS

Pa3pabarbiBaTh HOMEHKIATYPY JI€7T OpPTraHU3aIuu C YIETOM JIECUCTBYIOIINX
HOPMAaTUBHO-METOANYECKUX TOKYMEHTOB

Hcnonb30BaTh HOMEHKIATYPY JI€ IPU U3YYEHUU CTPYKTYPbl OpraHu3allui,
COCTAaBJIEHUH OIIMCEN IEN

®opmupoBaTh U OQOPMIISITH JieJa B COOTBETCTBUU C YTBEPKIACHHOU
HOMEHKJIATYpOH A€l OpraHu3aluu

OOecneunBaTh COXPAHHOCTb NOKYMCHTOB OpraHU3allunu

IIpou3BOAUTE IOATOTOBKY J€J [JIs IIEPEAAUy B apXUB




[TpumensaTr  WHGOPMALMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJOTMM IS
paboTHI C TOKYMEHTAMH

Heobxonnmbie HopmaTuBHBIE TpaBOBBIE aKTHl, HOPMAaTHBHO-METOJIUYECKHE JOKYMEHTHI,
3HAHUS roCyJapCTBEHHbIC CTaHJapTHl, OTIpe eSO HOPSIIOK
JOKYMEHTAIMOHHOTO 00eCTIeYeH sl YIIPaBICHUS
Bunel HOMeHKaTyp, oOmue TpeOoBaHUS K HOMEHKIAType, METOIHMKA ee
COCTaBJICHUS U OPOPMIICHHS
[Mopsimok QopmupoBanust 1 opopMIIEHHS [el C YKa3aHHeM crerudukn
(dbopMHpOBaHUs OTACTBHBIX KATETOPUH J1e
HpaBI/IHa XpaHCHuA [O€JI, B TOM 4YHCIIC C JOKYMCHTAMHU OTI'pPaHUYCHHOI'O
JI0CTyTIa
[IpaBuna BbIIa4M M UCTIONB30BAHUS JOKYMEHTOB U3 C(HOPMHUPOBAHHBIX JIEIT
TpeOoBanus oXpaHbl TpyAa
[IpaBuia MOArOTOBKY M MEpeJaydy el B apXUB OpraHU3aluu
Jipyrue -
XapPaKTCPUCTHUKU

3.3.13. TpyznoBble pyHKINH

HanmenoBanue

ObecneueHre pyKoBOIUTENSA
uHpopmanuen

YpoBeHb
Kon | C/13.6 |(momypoBeHb)
KBTI (DUKAITAH

IIpoucxoxnenue
TPYAOBON QYHKIIUU

3auMCTBOBaHO

Opurunan X
13 OpUrMHaJIa

Kon Perucrpanuonnsii
OpUTHHAaNa HOMED
po(eCCHOHATIEHOTO
CTaHJapTa

TpynoBsie 1elCTBUS

Coop wu mepepaboTrka uHOpMaAIUK, HEOOXOJUMON [UJIi TPUHATUS
000CHOBAHHBIX YIPABICHUECKUX PEUICHHMA

IIpoBepka OCTOBEPHOCTH, MOJHOTHI W HENPOTUBOPEUMBOCTH JIAHHBIX,
UCKJIIOUeHHUEe TyOarpoBaHusi HHGOpMauu

HpCﬂOCTaBHCHI/IC JaHHBIX B €IWMHOM H y,[IO6HOM JJIs1 BOCIIpUATUSA (bopMaTe

BroisiBnenne — Hambosee  3HAYUMBIX ~ KPUTEPHEB  CUCTEMATHU3AIHH
nHpOpManuu SIS co3gaHus 6a3 JaHHBIX

q)OpMI/IPOBaHI/IC M UCIIOJIb30Banue 0a3 JAaHHBIX B OpraHu3alinuun

HeoOxonnMmeie
YMEHHUS

OcymiecTBisaTh cOOp, 00pabOTKy M aHATN3 HHGOPMAIIMH B COOTBETCTBUU C
TpeOOBaHUSAMH KpPAaTKOCTH, YETKOCTH (POPMYTUPOBOK, CBOEBPEMEHHOCTHU
MOCTYIUICHHsI, =~ TOYHOCTH M JOCTOBEPHOCTH, ONITUMAJILHOCTH
crcTeMaTHU3allii, HeMpepbIBHOCTH cOopa 1 00paboTku nHpopManun

OcyiecTBiATh pPErucTpaLuIo, HAaKOIlJICHUE u nepeaauy,




CHCTEMaTU3HPOBAHHOE XpaHEHHWE M BbIady HH(pOpManuu B TpeOyemoi
dhopme

CoctaBnate U O(QOpPMIATH CBOJHBIE, OTYETHBIE, CTATUCTHUYECKUE
JIOKYMEHTBI

OcymiecTBiaATh 00pabOTKYy W CTPYKTypUpOBaHHE WHpOpManuu, odpasys
MH(OPMAIMOHHBIE PECYPCHI

BBO,HI/ITB HOBBIC JaHHBIC B CHpaBO‘IHO-I/IH(l)OpMaL[I/IOHHBIe CHUCTCMbI

BBOHI/ITB B [TIaMATb KOMIIBIOTCPA 3JICKTPOHHLIC 06pa351 JOKYMCHTOB

[Tpou3BoauTh MOUCK HWHPOPMAIMM B CYHISCTBYIOIIUX 0a3ax TaHHBIX,
BECTH HH(OPMALMOHHO-CIIPABOYHYIO pa0OTy Ha OCHOBE pPa3IUYHBIX
KOMOMHAIHI MOMCKOBBIX MPU3HAKOB

[TpumensTh HHOPMAITIOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU

HeobOxonumeie Ocob6ennoctu (popMupoBaHHs BHEIITHUX W BHYTPEHHUX WH(POPMAIMOHHBIX
3HAHUS IIOTOKOB
CoctaB BHEIIHUX HHPOPMALMOHHBIX IOTOKOB
CocrtaB BHYTpeHHUX WH(POPMALMOHHBIX TTOTOKOB
CrpykTypa OpraHM3aliyd U TOPSIOK B3aUMOJCHCTBUS TOJpPA3JCIICHUN U
ciryx0
Ocob6enHoctu popmMHupoBaHus 06a3 JaHHBIX B OpraHU3aluu
CoBpeMeHHbIE  HaydyHble  METOAbl M TEXHUYECKHE  CpPEJICTBA,
crocobcTBytone  cOopy, 00pabOTKe, COXpaHEGHHI0O U  Iepeaayde
MH(POPMAIMOHHBIX TTOTOKOB
Metoabl 00paboTkM HH(pOpMANMM € TNPUMEHEHHEM COBPEMEHHBIX
TEXHUYECKUX CPEJICTB KOMMYHUKAIIUI U CBS3U, BBIYUCIUTEIHHON TEXHUKA
TpeboBanust oxpaHsl Tpyaa
Apyrue -
XapaKTEePUCTUKU

3.3.14. TpynoBas pyHKUHS

Opraunzanus nHPOPMAIMOHHOTO
BSI:’c)lI/IMO)IeI{/:IICTBI/ISI(b pOB(I;IJII/ITeJ'ISI c Yposenn
HaumenoBanue PyX Kon | C/14.6 |(momypoBeHb)
MO/IPa3ICICHUSIMU U TOJDKHOCTHBIMU
KBaTM(UKAITII
JUI[AaMH OPTaHU3aIuN
[Ipoucxoxaenne 3auMCTBOBAHO
P o Opurunan X
TPYIAOBOH (YHKITUU W3 OpUTHHAJIA
Konx Peructpanmonueri
OpUTHHAJA HOMEp
po¢eCCuOHATBHOTO

CTaHJapTa



TpynoBsie 1encTBUS

HNudopmupoBanre pabOTHUKOB OPTaHU3ALUH O PEIICHUSIX PYKOBOIUTEIIS

Opranmzanus oOMeHa uHGpOpMaIMed MEXIy MOJIPA3NCICHUSAMH U
JOJDKHOCTHBIMHM JIMLIAMH OpPraHU3aluu

OHOBCH_ICHI/IG pa6OTHI/IKOB O IPEACTOAIINX MEPOIIPHUATUAX

Opranuzanus BCTped TPYA0BOro KOJJIEKTUBA C PYKOBOACTBOM

WudopmupoBanue pykoBoguTenss 00 o0OpamieHHsX COTPYAHHUKOB IIO
paboYMM M TMYHBIM BOIIPOCAM

Heo0OxonnMmeie
YMCHHS

Hcnonb30BaTh COBpeMEHHBIE TEXHOJIOTHH cOopa U nepeaayd HHPopMaIiu

OcymecTBiATh cOOp W TepepadoTKy WHMOpMaIyU, HEOOXOIUMOW s
JeSTEbHOCTH

OCYH_IGCTBHSITB CUCTCMATU3AIUIO IMMOJTYHYACMbIX U MEPCAaBACMbIX JaHHBIX

OcyiecTBiATh MIPOBEPKY JIOCTOBEPHOCTH, MTOJTHOTHI u
HEMPOTUBOPEUMBOCTHU JAHHBIX, UCKIIOYCHHE TyOIrpoBaHUs HHPOPMAIIH

[IpenocTaBiATh JaHHBIC B €IMHOM M YIOOHOM I BOCHpUATHS (hopmare

MHOTOKpaTHO HCIOJB30BaTh IOJIYYCHHYI0 HWH(OPMAIHIO, TTOCTOSTHHO
OOHOBJISITH JaHHBIE

O0ecrneunBaTh OIICPATUBHOCTDH I/IHq)OpMaI_II/IOHHHX IIOTOKOB

PaboTtath ¢ KOMITBIOTEPOM, HCIIOJIb30BaTh OQUCHBIN MakeT (TEKCTOBBIH
pEeTaKTOP, TAOIHIIBI)

Heo0xomumeie
3HAHUSA

HOpMaTI/IBHI)IG IMPaBOBBIC AKTbI, HOPMATHUBHO-MCTOAUYCCKUEC TOKYMCHTHI,
TOCydapCTBCHHBIC CTAHAAPTHI B C(I)epe ACATCIIbHOCTH OpPraHU3aliuu

CprKTypa opranusanuvn, pPYKOBOIACTBO CTPYKTYPHBIX HO,[[paSI[eJIeHI/II\/'I,
HampaBJICHUA OCATCIbHOCTH OpraHu3aliii W KOMIICTCHIHMU CTPYKTYPHBIX
HO,Z[pa3I[eJ'IeHPII>i 1 JOJDKHOCTHBIX JIMIT

Knaccudukanus ynpaBieHueckod HHGOpPMAaLMU, BHBI YIPaBIEHUYECKOM
nHpopmanuu

@DopMbI NTpeIoCTaBICHUs YIIPABICHUECKOW HHpopMaun

HcTouHukH ynpaBiieHYecKoil HH(popMaIu

Metoauka oT00pa HCTOYHMKOB HH(POPMALIUU

TpeboBanust, npeabaBiIsieMble K YIpaBIeHYeCKONH HHPOPMALIUU

TpeboBanust oxpansl Tpyaa

Hpyrue

XapaKTEPUCTUKHU

3.4. O6o0uieHHas Tpya0Bas QYyHKIHS

Hanmenosanue

NudopmaninonHo-aHAIUTHYECKAS U

OpPraHu3alMOHHO-aIMUHUCTPATUBHAS
MOJJEPKKA IEATEIIBHOCTH PYKOBOAUTENS KBaTM(UKAITII
OpraHu3auu

Kox D YposeHb




[Ipoucxoxaenue

000011eHHOM TpyaoBo# | OpuruHan

byHKIUHA

X 3anMCTBOBaHO
W3 OpUTHHANIA
Kon Peructparmonubrit
OpUrvuHaa HOMED
poeCCHOHAIEHOTO
cTaHjapra

Bo3MoHBIE HANMEHOBAHUSI
JOJDKHOCTEH, mpodeccuii

[ToMOIIHUK PYKOBOIUTEIIS

TpeboBanust kK 06pa3z0BaHUIO
1 00Y4YCHHIO

Beicuiee oOpa3oBanue - 6akagaBpuaT
JomnonnurensHoe mpodeccuoHaabHoe 00pa3oBaHue

TpeboBaHMs K ONBITY
IPAKTUYECKON pabOThI

He menee TPEX JICT 11O HpO(bI/IJ'IIO ACATCIIbHOCTHU OpraHru3aliu

OcoOsle yciioBus J0IyCKa K
pabore

Hpyrue xapakTepucTUKU

JlononHuTENbHBIE XapaKTEPUCTUKH

HaumenoBanue nokymeHTa Kon HaumenoBanue 6a30BOi rpyIIbl, JODKHOCTH
(mpodeccun) UM CHEUATBHOCTH
OK3 2432 bubmmorekapu, oubnmmorpadsl, JTOKYMEHTOBEIBI U
CMELUAINCTHI POACTBEHHBIX Mpodeccuit
OKCO 032001 JIOKyMEHTOBEIEHUE U IOKYMEHTAllHOHHOE
o0ecrieueHre yrpaBieHUs
032002 JIOKyMEHTaIIMOHHOE 00ecTieYeHne YIpaBIeHUS U
apX1BOBEJICHHE
3.4.1. Tpynossie pyHKIUN
®dopmMupoBanue HHPOPMAITMOHHOTO YpoBeHb
HaumenoBanue |B3auMOAEMCTBUSI PYKOBOJUTENS C Konx | D/01.6 |(momypoBeHb)
OpTaHU3aIUSIMH KBJTU(UKAIIH
[Tpoucxoxnenue 3auMCTBOBaHO
P A Opurunan X
TPYAOBOW (HYyHKIIHH W3 OpUTHHANIA
Kon Perucrpanuonnsiii
OpUTHHANA HOMEP
npodecCuOHaIBLHOTO
CTaHJapTa

Tpynossle neiictBus |OTO0pP HMCTOYHMKOB HH(GOPMAIMM B COOTBETCTBUU C  3aJJaHHBIMU
KPUTEPHUAMU
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OO6paboTka W wuHTepHperanus WHPOPMALMU JUISI MOATOTOBKH IPOECKTOB
peleHnit

[TonroroBka 3ampocoB IO MOPYYEHUIO PYKOBOAMTENS Ha IOJIYYCHHE
JOKYMEHTOB W HWH(GOpMAMd B OpraHax TroCyJapCTBEHHOW BIACTU H
yIpaBJIECHUS, 00I11eCTBEHHBIX OpraHu3anusax U IIOJIy4YEHUE
COOTBETCTBYIOLIEH HH(OPMAINH U TOKYyMEHTOB

HNudopmupoBanre pyKOBOIUTENS O Pe3ylibTaTaX PACCMOTPEHHUS 3aPOCOB U
oOparneHui

Opranuzanus pelieHus BOIPOCOB, HE TPEOYHOUIMX HENOCPEACTBEHHOIO
y4acTHs PyKOBOJUTES

HOI[FOTOBK& MaTEpHraJIOB JJIA Y4aCTHs PYKOBOAUTCIISA B pa60Te Pa3JIUIHBIX
CTPYKTYp B COCTAaB€ TIOCYHapCTBCHHLBIX W MYHHUIUIIAJIBHBIX OPraHOB,
06H.[€CTB€HHBIX OpFaHI/IBaHI/Ifl

ITonroroBka NOKYMEHTOB ISl 3aKJIFOUYEHHUS COIVIALIEHUH O COTPYAHUUYECTBE
C JICJIOBBIMU IIaPTHEPAMHU

WupopmupoBaHue 1€710BbIX NAPTHEPOB U 3aMHTEPECOBAHHBIX OpraHu3alui
O PEILICHUAX PYKOBOJIUTEINS B XO/I€ BBIIIOJIHEHHSI COTJIAILECHNN

Heob6xonumeie AHanu3upoBaTh U OTOMpaTh MCTOUYHUKU MH(POPMALUMU B COOTBETCTBUHU C
YMEHUS KPUTEPHSIMH MTOITHOTHI, JIOCTOBEPHOCTH, CBOEBPEMEHHOCTH MPEIOCTABICHHUS
uHpopmarun
Cobupatp, 00pabaThiBaTh U aHAIU3UPOBATh MH(OPMAIHIO B COOTBETCTBUU
C 3a/IaHHBIMHU TPEOOBAHUAMU
[TepenaBats HHPOPMALIUIO B CHCTEMATU3UPOBAHHOM BHUJIE
OO6pabaTbiBaTh u CTPYKTypUPOBAaTh uHpOpMalHIo, o0pazys
nH(pOpMaIMOHHBIE PECYPChI
[Tpon3BonTH IOMCK HH(GOPMAIMH B CYIIECTBYIOIIMX 0a3ax JaHHBIX, BECTH
MH(POPMALIMOHHO-CIIPABOYHYIO Pa0OTy Ha OCHOBE Pa3IMYHbIX KOMOMHALUI
MOUCKOBBIX TMPH3HAKOB
O6GecneunBaTh HHPOPMAITMOHHYIO O€30MTACHOCTh OPTaHU3AIIUN
PaboraTe ¢ KOMIIBIOTEPOM, HCIIOJIb30BAaTh O(HUCHBIA MakeT (TEKCTOBBIM
penaKkTop, TaOJIUIIbI)
Heo6xonumele BHyTpeHHss 1 BHELIHS MOJIMTHKA OpraHu3aiun
3HAHUS

HpI/IHI_II/IHLI MNpEACTAaBUTCIILCTBA B TOCYHAPCTBCHHBLIX OpTraHax, OpraHax
MCCTHOI'0 CaMOyIpaBJICHUSA, CTOPOHHHUX OpraHu3anuiax ¢HW HOpAI0K
B3aMMOJEHCTBUS C HUMU

[TpuHIUITBI M METOJIBI AIMUHUCTPUPOBAHUS

OcoOenHocT (POPMHUPOBAHUS BHEUIHUX W BHYTPEHHUX MH(POPMAIIMOHHBIX
IIOTOKOB

CtpykTypa OpraHW3alliud W TOPSIOK B3aUMOJEHCTBUS TOJpa3AeTICHUN U
CITYX)0

[IpaBuna ¢hopMHupOBaHUS M UCTIOIL30BAHUS 0a3 TaHHBIX

COBpCMeHHBIC HAayY4YHBIC METObI u TEXHUYCCKHUEC Cp€acTBa,




crocobcTByrone  cOopy, 00pabOTKe, COXpaHCHHIO U  Tepenaue
nHpopmaruu

[TpaBuna 3anuThl KOHGUACHITMATBLHON CITy>)keOHOH nHDOpMaIUn

CoBpemeHHbIEe HHPOPMAITHOHHBIE TEXHOJIOTUI

Apyrue
XapaKTEPUCTUKHU

3.4.2. TpynoBas pyHKIUS

Ananu3 nHpOpMaIUU U MMOATOTOBKA YpoBeHb
HanmvenoBanue |uHGOPMAITMOHHO-aHATUTHYECKUX Kox | D/02.6 |(momypoBeHs)
MaTepuaioB KBaJTU (DUKAITAH
[Tpoucxoxaenue 3aMMCTBOBaHO
P A Opurunain X
TPYIOBOH (YHKITUU U3 OpUTHHAJIA
Kon Perucrpanuonnslii
OpUTHHAIA HOMED
npo¢eCcCHOHATHLHOTO
CTaHJapTa

TpynoBbie neicTBUS

Co6op, mepepaboTka W aHanM3 WHQOPMAIMK JUIS pEIICHHUS 3ajad,
MOCTABJICHHBIX PYKOBOAUTEIEM

[ToaroroBka nH(pOPMALIMOHHO-AHAIUTUYECKUX MAaTEPHUAJIOB

Pa3paboTka TeMaTH4ecKoro miaHa 0030pHOro JOKYMEHTa, OKIaaa

Omnpenenenue kpyra OubarnorpaduueCcKux NCTOYHUKOB

[lonbop HCTOYHHMKOB M JIUTEpaTypbl 1O TeMme 0030pa, JOoKIiaja,
AHATUTUYECKOU CITPaBKU

Hanwucanue u opopmienue 0630pa, 10KjIaaa, aHATUTUYECKON CIIpaBKU

Heo0Oxonnmeie
YMEHHUS

Pa3zpabaTbiBaTh TeMaTHYeCKUH IUIaH 0030pa, JOKIada, aHAIUTHYECKOH
CIPaBKH

OO60CHOBBIBATh aKTyallbHOCTh MPOOJIEMBI, KOTOPYIO MPEACTOUT OCBETHTH B
o03ope, A0KIaie, CpaBKe

[Tonb3oBaTbecss MHGPOPMAIMOHHBIMM pECypcaMd M CHCTEMAaTHU3HpPOBATh
UHGOPMAIIHIO M0 33JaHHBIM KPUTEPUSIM

HpaBI/IJ'IBHO HHTCPIPETUPOBATH IMOJIYYCHHLIC NAHHBIC U NPCAOCTABIIATH UX
B CUCTEMATU3NPOBAHHOM BHU/IC

OHpe)IeJISITI) Kpyr HWCTOYHHUKOB H JIUTCPATYPBHI, HGO6XO)II/IMI)IX JUIA
IIOATOTOBKU I/IH(I)OpMaI_II/IOHHO-aHaJII/ITI/I‘-ICCKI/IX MaTcpHraoB

H3narate MaTrepual B JIOTMYECKOM ITOCIIE€A0BAaTEIbHOCTHU

HpOI/I3BOIII/ITB AHAJIN3 U OLCHKY U3JIOKCHHOI'O MaTcpualia

OdopMIATh TEKCT B COOTBETCTBYIOIIEM CTHIIC




PeHaKTI/IpOBaTB TCKCT NOKYMCHTOB

@opMynHMpOBaTH BBIBOJbI U PEKOMEH AN

OcCyIecTBIATh aBTOMATH3AIUIO TPOIECCOB cOOpa, XpaHEHHUS W BBIIAYU
nHpopmaruu

[Tonp30BaTbes yCTPOCTBAMH aBTOMAaTHU3MPOBAHHON 00pabOTKH TEKCTOBOM
nHpopMmanuu 1 GOTOHAOOPHBIMH YCTPOUCTBAMH

[IpuMeHATh BBIYUCIUTEIbHYIO TEXHUKY M MH(POPMAIIMOHHBIE TEXHOJIOTHH
JUISE DKOHOMUYHOW H PAalMOHAIBLHOW OpraHu3aiui WHGOPMAIMOHHBIX
MIPOIIECCOB, MOBHIIICHUS X THOKOCTH ¥ JUHAMHUYHOCTH

[IpousBoauTes  JIUTEPATYpHO-CTHIIMCTUYECKYI0  00pabOTKy  TEKcCTa,
IIPOBEPKY JIOTUYECKOM IOCJIEAOBATEIBHOCT M3JI0XKEHUS, aHaiu3a H
OLICHKH, HAalTUCaHMs BBIBOJOB U PEKOMEHIAIUI

HpI/IMeHHTB OCHOBBI IICUXOJIOINHU OCJI0BOI'O O6IJ_[6HI/I$I

HeoOxonnmeie
3HAHUS

HOpMaTI/IBHLIe IMPpaBOBLIC AKTbl, HOPMATHBHO-MCTOAUYCCKUC JOKYMCHTHI,
TroCyadapCTBCHHBIC CTaAHAAPTHI B ccpepe ACATCIIBHOCTH OpraHu3aluu

CtpykTypa OpraHu3anuu, PyKOBOACTBO CTPYKTYPHBIX TOJIpa3/ieJIcHuH,
HAIPABJIEHUS AEATEIBHOCTH OPraHU3allMi U KOMIIETEHUHMHU CTPYKTYPHBIX
MOJpa3ICICHUH U JOJKHOCTHBIX JIMI]

Knaccudukanus yrnpasieH4eckoil WHGOpMAIMK, BUABI YIPaBICHYECKOM
nHpopmaruu

@DopMbI IPEIOCTABIICHUS YIIPABICHUECKON HHPOpMAIIUT

HcTtounnkn ynpaieHYecKor nH(GOpMAIMK, METOANKA 0TOOPa NCTOYHHKOB
uHpopMaIu

TpeboBanust, npeabsBiIsieMble K YIPaBIeHUECKOW HHPOpMALIUU

Ocobennoctu pedepupoBanus nHpopMmaluu, crneunpuka oQopmIeHHUsS U
COCTAaBJICHHS aHHOTAIH, pedepaToB, 0030pOB, TOKIATOB

Kareropuu nortpebuteneii, Ha KoTopble OyJeT paccuuWTaH JaHHBIM 0030p,
JOKJIaJ

MeTOI[LI 06pa6OTI(I/I I/IH(I)OpMaI_II/II/I C THPHUMCHCHUCM COBPCMCHHBIX
TCXHUYCCKHUX CPCACTB KOMMYHI/IKaIII/Iﬁ " CBA3U, BBIYMCIIMTEIILHON TCXHUKU

CrpykTypa HMH()OPMAIIMOHHBIX H3JaHUH B 3aBHUCUMOCTH OT XapakTepa
nH(}OpMAaILIUY U 11eJIEBOT0 Ha3HAYEeHUS WH()OPMALIMOHHBIX U3AaHUN

CoBpeMeHHbIe cpencTBa cOopa, 00padOTKH, cHCTeMaTHu3aIuu HHOopMaIuu

Ncrounuku mHdopmanuu: Katajgord OUOIHMOTEK, >KypHAJIOB, IMOUCKOBBIE
CHCTEMBbl HMH()OPMALMOHHO-TEJIEKOMMYHHUKAIIMOHHONH cetu "WHTepHer",
AJIEKTPOHHBIC Oa3bl TAHHBIX

OYHKITMOHATHHOE Ha3HAYCHHE o030pa (6bubnuorpaduueckoro,
pedepaTuBHOTO, aHATUTHYECKOT0) KaK CPEICTBA OPUEHTAIIMHM YUTATENs B
JOKYMEHTAJIbHOM WJIH HH(OPMALIMOHHOM MTOTOKE

OcoOenHocTy 00LIeHAYYHON U MparMaTuyeckoil pyHKIuu 0630poB

[IpaBuna paboTHI C BHEIIHUMHU HOCUTEISIMU HHPOPMALIUH




HopmatuBHBIE JOKYMEHTBI, TIOCYJapCTBEHHBIE CTAaHAAPTHI B OO0JACTH
NEeATEIbHOCTH OPraHU3alun

[lonstue wu cnenmupuka Oubmuorpaduueckoro, pedepaTUBHOTO U
AHAJIUTUYCCKOT' O I/IH(bOpMaI_II/IOHHOFO n3gaHusd

CHpaBO‘-IHBIG IPaBOBLIC CUCTCMBI

HApyrue
XaApPaKTCPUCTHUKU

3.4.3. TpynoBast pyHKIHSA

Opranu3anys Je10BbIX KOHTAKTOB U YpoBeHb
HaunmeHnoBaHue |NPOTOKOJIBHBIX MEPOIPHUITHH Kon | D/03.6 |(momypoBeHb)
KBaTH(UKAITIH
ITponcxoxaenne 3anMMCTBOBaHO
P o Opurunan X
TPYAOBOH (HYHKIIUU U3 OpUTHHAJIA
Kon Peructparmonubrit
OpUTHHAJIA HOMEp
podeCCHOHAIEHOTO
CTaHJapTa

TpynoBble neicTBuUs

Opranuzanys U IUIAHUPOBAaHUE JEIOBBIX KOHTAKTOB, BCTPEY M IOE3J0K
PYKOBOAMTEIIA

Opranuzanysi 3acelaHuii, COBCIIAHUH W MEPOIPHUITHH, MTPOBOIUMBIX
PYKOBOJHUTENIEM

[lonroroBka wMmarepuasioB JUisl COBELIAHUM, BeAeHHE M OQopMIIeHHE
MIPOTOKOJIOB

IloaroroBka Hpe3eHTaHI/II>'I MO0 YKa3aHWUIO PYKOBOIAUTCIIA

IloaroToBka u IIPOBCACHUC HpeCC'KOH(I)CpeHLII/I}I PYKOBOAUTECIIA

Berpeda yyacTHHKOB TEeperoBOpoB, oOecrnieueHue ux WHGOPMaIMOHHBIMU
MaTepuagamMH, BeIEHUE 3aIIUCel TeperoBopoB

Heo0xomumeie
YMEHHUS

CocTaBndTh IJ1aH MOE3KU PYKOBOIUTEIS

O(I)OpM.TISITL JAOKYMCHTHI, HCOGXOI[I/IMLIC JJIA ,Z[CJIOBOﬁ IIOC3IKH,
KOMaHIUPOBKH PYKOBOJUTEIA

CocraBnate 1 0pOPMIISATH TMPOTOKOJBI COBEIIAHUM, 3aCETaHUN M JAPYTUX
KOH(EPEHTHBIX MEpOMPUSATUI, TOTOBUTh CIUCOK YYaCTHHKOB, IMOBECTKY
JTHSI, SIBOYHBIE JINCTHI U MPOEKTHI HTOTOBBIX JOKYMEHTOB

CocTaBiATh npecc-pennssl

Bectu neperoBopsl ¢ mapTHepamMu

PaboTaTh B pexxrmMe MHOT03aJaYHOCTH

Pa6orate ¢ 6onbuinM 00beMOM HH(pOpMALIUK

Co3maBaTh W TOIICPKUBATH TOJOKUTEIBHBIA WUMHUDK OpraHU3aIlu |




PYKOBOAMTEIIA

Hcnonb3oBaTh  BBIYMCIMTENBHYIO  TE€XHHKY W HH(OpMaIMOHHO-
KOMMYHHUKAI[IOHHBIE ~ TEXHOJOTMM Uil  Oojee  SKOHOMHYHOHM U
panroHaIbHONW OpraHM3alUU MH(POPMALMOHHBIX IPOIECCOB, MOBBIIICHUS
UX T’MOKOCTH U TMHAMUYHOCTH

Ob6ecneunBaTh HHPOPMAITMOHHYIO 0€30M1aCHOCTh OpraHU3aUN

Heo0Oxomumeie
3HAHUS

HOpMaTI/IBHBIG IMPaBOBLIC AKTbI, HOPMATUBHO-MCTOAUYCCKHUC NOKYMCHTHI,
ToCyJdapCTBEHHBIC CTaHAAPThI B c@epe ACATCIIBHOCTH OpraHu3aliuu

CtpykTrypa oOpraHusaluy, pYKOBOASIIMNA COCTaB OpraHM3aliu |
NMOApa3ACICHU,  HAmNpaBlIeHUs  JACATEIBHOCTH  OpraHu3alud |
KOMITETEHIIMH CTPYKTYPHBIX MMOAPA3IEICHUN U TOJDKHOCTHBIX JIHII

Ilcuxonorus JC€JI0BOIo O6H.I€HI/IH, OCHOBBI KOH(bJ'II/IKTOJ'IOFI/II/I

IIpaBuina 1npoBeneHUs  JENOBBIX  IIEPETOBOPOB U HMPOTOKOJIBHBIX
MEpOIPHUITHI

DTHUKET ¥ OCHOBBI MEXYHAPOIHOTO ITPOTOKOJIA

[IpaBuna cocraBieHus U 0HOPMIICHUS TOKYMEHTOB

[IpaBuna 3amuThl KOHGUACHIMATHEHON CTy)keOHOI HHPOpMaIIH

I/IH(I)OpMaHI/IOHHO'KOMMYHI/IKEII_II/IOHHBIG TCXHOJIOTHH

Hpyrue
XapaKTEPUCTUKH

3.4.4. TpynoBas pyHKIMS

HaumenoBaunue

Opranuzanys UCIIOJHEHHS PELICHUN
PYKOBOAMTEIA

YpoBeHb
Kox | D/04.6 |(moaypoBeHb)
KBaJTU(DUKAITIH

IIpoucxoxnenue
TPYAOBOH (HyHKIIMU

3auMCTBOBAHO

Opurunan X
U3 OpUTHHAJIA

Kon Perucrpanuonnsii
OpUTHHAaNa HOMED
podeCCUOHATIEHOTO
CTaHJapTa

TpynoBsie 1encTBUS

JlokymMeHTanbHOE O(QOpPMIICHHE DPELIEHUH pPYKOBOJUTENS, IOBEACHUE [0
CBe/IeHUS] paOOTHUKOB OPTaHU3aIMH YCTHBIX PAaCIOPSKEHUH PYKOBOIUTENS

KOOp,I[I/IHaI_II/IH ACATCIIBHOCTH 110 UCITOJIHCHHIO pCH_IeHI/Iﬁ PYKOBOAUTCIIA

KOHTpOJ'IB HUCITOJTHCHUA pCI_I_ICHI/Iﬁ PYKOBOAUTCIIA

IToaroroBka OTYETOB O BHIIOJIHEHUU HOpy‘ICHI/Iﬁ n pCI_I_IeHI/Iﬁ PYKOBOAUTCIIA

Heob0xonumele
YMEHHUS

CoCTaBiiATh H O(bOpMHﬂTL JAOKYMCHTBI, COACpIKAIIUC TIOPYUCHUA U
PpacCrnops>KEHUA PYKOBOAUTEIIA

Bectu yder mnopyueHuidl pykoBOOUTENA, TPEOYIOUIUX KOHTPOJS IO




CYILIECTBY PEIICHUS BOIIPOCca

YeTko 1 OBICTPO MPUHUMATD PELICHUS B TIpoliecce paboTh

HpOI/I3BO,ZLI/ITB aHaJIM3 UCITOJTHUTEILCKOM JUCHUITIIMHBI

CocCTaBniATh AHAJIUTHYCCKHE OTYETHl H CIIpaBKHM II0 peE3yjbTaTaM
HCIIOJIHCHUSA ITOPYUCHUHN U PACTIOPSIKCHUN PYKOBOAUTCIIA

ITosb30BaThCs cUCTEMAMU JIEKTPOHHOTO IOKYMEHTOO00pOTa

IIpumeHnATH BBIYUCIIUTEIIbHYIO TEXHUKY u UH(POPMALIMOHHO-
KOMMYHMKAI[MOHHBIE TEXHOJOTMH MJIsi DKOHOMHUYHONM M PalUOHAIBHOU
opranu3anui MHGOOPMAIIMOHHBIX IMPOIECCOB, MOBBIIICHUS WX THOKOCTH H
JUHAMHUYHOCTH

O0ecrieunBaTh 0E€30MACHOCTD ACATCIIBHOCTH OpraHu3alnun

HCO6XO,I[I/IMBIG HOpMaTI/IBHBIe IIPaBOBBIC AaKTbl, HOPMATHBHO-MCTOANYCCKUC ITOKYMCHTEI,
3HaHUuA rocyaapCTBCHHBIC CTAHAAPTHI B C(bepe ACATCIBbHOCTH OpraHu3anuu

CrpykTypa oOpraHu3alud, pYKOBOJACTBO CTPYKTYPHBIX IOJpa3/elICHUH,
HaIlpaBJICHUS JCATEIbHOCTH OPraHMU3alMid M KOMIICTCHIUU CTPYKTYPHBIX
MOAPA3/ACICHUN U JOJDKHOCTHBIX JIHI

HpaBHna IMPOBCACHUA KOHTPOJIA UCIIOJTHCHHA nopyquI/Iﬁ PYKOBOAUTEIIA

TexHonorus BeaeHUS KOHTPOJIA UCITIOJIHCHUA nopyquI/Iﬁ PYKOBOAUTEIIA

Cucremsbl QJICKTPOHHOI'O I[OKYMCHTOO60pOTa, 0a3sl JaHHBIX

TpeGoBanus OXpaHbl Tpyaa

Jpyrue -

XapaKTCPUCTHUKU

IV. CBenenus o0 opranuszanusx - pa3padoTunKax
npodecCHOHaIbHOTO CTaHAAPTA

4.1. OTBeTCTBEHHAs OpraHU3alusA-pa3pabOTUNK

HII "HaunonanbHas accounans opUCHBIX CIIEIUAINCTOB U aIMUHUCTPATUBHBIX PAOOTHUKOB",
ropoa Mocksa

Hupexrop XmocHesa JIrogmuna I[letpoBaa

4.2. HameHOBaHuUs OpraHu3alii-pa3paboTunKoOB

1 AHO "AreHTcTBO CTpaTern4ecKuX MHUIMATUB I10 MPOJIBHIKEHUIO HOBBIX IIPOEKTOB", TOPOJ
Mocksa

2 AHO "YensaOnHCKOE perHOHAIBHOE ar€HTCTBO Pa3BUTHS KBATH(UKAIHIL'", TOPO.T
YenssOuHck

3 AHO BIIO "MexperuoHanbHbli OTKPBITHINA CONMANBHBIN HHCTHTYT", Topos Momkap-Ona,
PecniyOnuka Mapuit On

4 Bonrorpajckas ToproBo-npoMsllIeHHas najgaTa, ropoq Bonrorpazn

5 I'V "Bcepoccuiickuii Hay4YHO-HUCCIIEIOBATEICKUIT MHCTUTYT JOKYMEHTOBEJACHUS 1




apxuBHoro jaena" (BHUUIAT), ropon MockBa

6 HOVY JJHO "UuctutyT nHopmanmonssix Texnonoruit "AiTu", ropon Mocksa

7 Obmepoccuiickuii npodcoro3 pabOTHUKOB FOCYJAapCTBEHHBIX YUPEXKICHUH 1
obmecTBeHHOT0 o0cykuBanus Poccuiickoit @enepanun, ropoa Mocksa

8 Oo6mmepoccuiickoe MexkoTpacieBoe o0beanHeHne padboroaareneit "Hukens", roponq Mocksa

9 00O "Maiikpocodt Pyc", ropox Mocksa

10 |OOO "Uentp sxcnepTtussl U ceprupukanuun’, ropog Mocksa

11  |OOO "DnexTpoHHBIE OpUCHBIE CUCTEMBI", Topo ] MocKBa

12 |IloBomxckuii MHCTUTYT ynpasineaus umenn [1.A. Cronsinuna - puman ®I'BOY BIIO
"Poccutickas akageMusi HApOAHOTO XO3SIMCTBA M TOCYIAPCTBEHHOMN CITYXKOBI IPH
[Ipesunente Poccuiickoit @eaepanun", ropon Caparos

13 |®I'AOY AIIO "Axanemus cTaHIapTHU3AMMHA, METPOJIOTHH U cepTudukanmu”, ropoa Mocksa

14 | ®I'BOY BIIO "Ilen3enckuii rocynapcTBeHHbINH yHUBepcuTeT", ropoa [lensa

15 |®I'BOY BIIO "Poccuiickuii rocyaapCcTBEHHBIM T'yMaHUTapHbBIN YHUBEpcUTET", kadeapa
nokymentoBeneHus, kapeapa ACJIOY, ropog Mocksa

16 |®I'BY "Hayuno-uccrnemnoBaTenbCKUii HHCTUTYT TPY/a U COLMAIBHOTO CTPaXOBaHHS"
MunucrepcTBa Tpyza U couuanbHou 3amuThl Poccuiickon @enepaunu, ropox Mocksa

17 |SIpocnaBckas TOproBO-IIPOMBINUICHHAS MajaTa, TopoJ Spociasib

<1> Obmepoccuiickuii kaccupuKaTop 3aHITUH.
<2> O01epoccuicKui KilacCU(pUKaTOp BUJOB SKOHOMHYECKOH 1€ATEIbHOCTH.
<3> O0mmepoccHiickuii kiraccu(ukaTop crenuantbHOCTeH 10 00pa30BaHHUIO.

<4> EnuHbpll  KBaIM(QUKALUMOHHBIA  CIPAaBOYHUK  JIOJDKHOCTEH  PYKOBOJUTENEH,

CIICHUAIMCTOB U APYTIUX CIIYKAIIUX.

<5> OOmepoccuiickuii kinaccudukarop npodeccuii pabodnx, MOHKHOCTEH CIyKalUX U

Tapu(HBIX pa3psioB.
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