Joxyment npenocrasieH Koncynsranrlhnroc

3apeructpupoBano B Muntocte Poccuu 2 urons 2015 r. N 37509

MHHHUCTEPCTBO TPYJA M COITMAJIBHOM 3AIIIUTHI POCCUMCKOM
®EJEPAIINN

IIPUKA3
ot 6 mast 2015 r. N 276H

OB YTBEPXKJIAEHUU NTPOPECCUOHAJIBHOI'O CTAHIAPTA
"CIIENUAJIUCT ITO OPTAHU3AIIMOHHOMY U JOKYMEHTALHMOHHOMY
OBECIEYEHHIO YIIPABJIEHUS OPTAHU3AIIUE"

B coorBerctBum ¢ myHkToM 16 IlpaBmi pa3paOoOTKu, YTBEpKICHHUS WM TNPUMEHEHUS
npo¢eCCHOHATIBHBIX CTAHIAPTOB, YTBEPKJIEHHBIX NTocTaHoBIeHHEeM [IpaBurenscTBa Poccuiickoi
Oenepanun ot 22 suBaps 2013 r. N 23 (Cobpanue 3akonoaarensctBa Poccuiickoit denepanuu,
2013, N 4, ct. 293; 2014, N 39, c1. 5266), npuKa3bIBaro:

YTBepauth  mpwiaraeMblii  npodeccuoHanpHbBl  craHgapt  "Coemuanuct 1o
OpPraHU3aLIOHHOMY U JIOKyMEHTAllUOHHOMY OOECIIEUeHHIO YIIpaBJIeHUs OpraHu3anuei’.

MuHuctp
M.A. TOIINJINH

YTBepxkaeH

npuKazoM MuHHCTEPCTBA TpyAa
Y COLIMAIbHOW 3aIUThI
Poccuiickoi denepannun

ot 6 mast 2015 r. N 276H

IMPO®PECCHUOHAJBHBINA CTAHIAPT
CIIEHUAJIUCT

1O OPTAHU3AIIMOHHOMY U JOKYMEHTAIMOHHOMY OBECIIEYEHHIO
YIPABJIEHUSI OPTAHU3AIIMEN

447

Perucrpanmonubri
HOMED

1. OOume cBeneHus

OpraHu3aiioHHOE W IOKYMEHTAIIMOHHOE 00eCriedeHue yrpaBIeHUS ‘ 07.002 ‘
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OpraHu3alMsIMH JIOOBIX OPTaHU3allMOHHO-TIPABOBBIX POpPM ‘

(HauMeHOBaHUE BUIa TPO(HECCHOHATILHOM IS TEIBHOCTH ) Kon

OcHoBHasl 11e1b BUJa MPO(HECCHOHATLHON AEATEIbHOCTH:

Peanuzanus obecrieunBaromux GyHKIUN yIPaBICHHUS OpraHu3alyeil; BHEIPEHUE JTyUIInX
TEXHUYECKHUX pa3pabOTOK M HOBEHIIMX TEXHOJIOIUH B o0ecredeHne yIpaBiIeHHUs OpraHnu3alueil

I'pynna 3anaTwii:

2432 bubnuorexapu, bubauorpadsr, 3431 AJIMUHHCTPAaTUBHO-
JOKYMEHTOBE/IBI M CIICIIUATTHCTHI VIPaBICHYCCKHUI TePCOHAT
POICTBEHHBIX Mpodeccuii

4222 Crnyxarmue, 3aHATbIE IPUEMOM U - -
UH(GOPMHUPOBAHUEM TTOCETUTENECH

(xox OK3 (HammMeHoBaHUe) (xox OK3) (HammMeHoBaHUeE)
<1>)

OTHeceHHE K BHUJIaM PKOHOMHYECKOM JeATCIbHOCTH:

82.1 JlesTenbHOCTh aAMUHUCTPATUBHO-X035IIICTBEHHAs u BCIIOMOTraTeJIbHAs
JeSITeIbHOCTD 110 00ecreueHUI0 (PYHKIIMOHUPOBAHUSI OpraHU3aluu

82.3 JlesTenbHOCTh IO OpraHu3anuy KoH(EepeHIIUH U BEICTAaBOK

(xom OKBO/1 (HaMMeHOBaHUE BUAa SKOHOMHUYECKOH J1eATEeTHbHOCTH )
<2>)

II. Onucanue TpyAOBBIX (PYHKIM, BXOIAIIUX
B IpodeccnoHanbHbIi cTranAapT (pyHKIMOHANbHAS KapTa BUa
npoecCUOHATLHON 1€ATEIbHOCTH)

O060011eHHbIE TPYIOBBIE PYHKIIUU Tpynosble GpyHKIUH
KOJI HaNMEHOBAaHHE YPOBEHb HaNMEHOBAHHE KO YpOBEHb
KkBanu (TTOmypOBEHB)
Kalluu KBTI (UKAITTI
A | Opranu3aiimoHHOE 3 [Tpuem u pacripenencHue A/01.3 3
oOecrieueHue Tesne()OHHBIX 3BOHKOB
JeSITeTbHOCTH OpraHu3aIH
OpraHu3aIuu
Opraunusaius paboThl ¢ A/02.3 3
MOCETUTEISIMA OpTaHU3aluU
Bremonnenue A/03.3 3
KOOPJAWHUPYIOIIUX U
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obecrieunBarouX QyHKITUN

JIoKyMeHTaI[MOHHOE
oOecrieyeHue
JIEATEILHOCTH
OpTraHu3aIuu

Opranuzanus paboTsl ¢
JIOKyMEHTaMU

B/01.4

Opranuzanys TeKyIero
XpaHEHUs JJOKYMEHTOB

B/02.4

Opranuzanus 00paboTKU e
U IOCJIETYIOIIETO XPaHeHHUS

B/03.4

OpraHu3anyuoHHOE,
JIOKYMEHTAIMOHHOE
1 MHPOPMAITMOHHOE
oOecrieyeHue
JIEATEILHOCTH
PYKOBOIHUTEISI
OpraHu3aIuu

OxkazaHue momMoIu
PYKOBOIUTEIIO B
IUTAHUPOBAHUH pabovero
BpPEMEHU

C/01.6

[TnanupoBanue padbouero gHs
cekperaps

C/02.6

Opranuzanus TenepoHHbIX
MIEPEroBOPOB PYKOBOIUTEIIS

C/03.6

OpraHmauI/m KOMaHIUPOBOK
PYKOBOAUTECIIA

C/04.6

Opranuzanus paboTsl ¢
MOCETUTEJISIMU B IPUEMHOM
PYKOBOIUTENS

C/05.6

Opranu3anus NoAroTOBKHY,
IIPOBEJEHUS U 00CIyKUBAHUS
KOH(EpPEHTHBIX MEPOTIPUATUI

C/06.6

Opranu3anus UCTIOTHEHUS
pelIeHui, OCYIIEeCTBICHHE
KOHTPOJISI HCTTOJTHEHUST

MOPYUYEHUN PYKOBOIUTEINS

C/07.6

Opranuzanus u nojJiepx aHue
(G yHKIIMOHAIBHOTO paboydero
IPOCTPaHCTBA IPUEMHOM U
KaOuHeTa pyKOBOJIUTENS

C/08.6

Pa3zpaboTka mokaabHBIX
HOPMAaTHBHBIX aKTOB,
perJaMeHTUPYIOIIUX padoTy
cekpeTaps

C/09.6

CocraBnenue u opopmiieHUE
YIIPABJIEHYECKOU
JOKYMEHTaLUU

C/10.6

Opranuzanus paboTsl ¢
JTOKyMEHTaMU B IPUEMHOI
PYKOBOIUTENS

C/11.6




PYKOBOIUTES

Opranuzanus XpaHeHus
JIOKYMEHTOB B IIPUEMHOM

Cl/12.6 6

uHpopmanuei

ObecnieueHne pyKoBOIUTEINS

C/13.6 6

Opranuzanus
UHPOPMAIIMOHHOTO

B3aUMOJICUCTBUS PYKOBOIUTEISA
C NIOpa3ACICHUAMU U
JIOJKHOCTHBIMH JINLIAMU

OpraHu3anun

C/14.6 6

D |HUudopmanmonHo-
aHAJIUTUYCCKAS U
OpraHu3aIOHHO-
aJIMUHHUCTPATHBHAS
HOJJIEPKKA
JeATEIILHOCTH
PYKOBOAUTEIS
OpraHu3aIH

6 dopmupoBanue
UH()OPMAIIMOHHOTO

C OpraHu3anusaMu

B3aUMOJICVCTBUS PYKOBOIUTENSA

D/01.6 6

AHanu3 uHpopMaum u
MOATOTOBKA UH(POPMAIIUOHHO-
AHAIUTUYECKUX MaTEePHATIOB

D/02.6 6

MEpOIPUATHI

Opraau3zanus J1eI0BbIX
KOHTAKTOB M MPOTOKOJIbHBIX

D/03.6 6

Opranuzanust

UCIIOJIHEHUS
pEeLIeHUN PYKOBOIUTEIS

D/04.6 6

III. Xapakrepuctuka 0000IIEHHBIX TPYAOBBIX (GYHKINH

3.1. O6o6uieHHas TpyaoBas QyHKIHS

Opranu3annoHHoe o0ecrieyeHue YpoBeHb
HaumeHoBaHue Kon| A
JEeSITeTbHOCTH OpPTaHU3aIIH KBaJTH(PUKAITAN
IIpoucxoxaeHue
. . 3aMMCTBOBaHO
00001IeHHON TpynoBOil | Opurunan X
W3 OpUTHHANIA
byHKIMHA
Kon Perucrpanmonnsiii
OpUTHHAaNa HOMED
po¢eCCuOHATBHOTO
CTaHJapTa

Bo3morxHbIE HAaUMEHOBAaHHUS

JOJDKHOCTEH, podeccuit

CekpeTapb-aIMHUHHUCTPATOP

TpeboBanus k

Cpennee o0miee oOpa3oBaHue




00pa3oBaHHIO U
00yUYeHUIO

[TpodeccuonanpHOE 00yUeHNE - MPOTPaMMBbI TPOGECCHOHATHHOM
MOJITOTOBKH IO MpodeccrsiM pabodmx, TOHKHOCTSAM CITyKallluX,
IPOrPaMMBI IEPEHOATOTOBKH PA00YHX, CITYKAIIHUX, TPOTPAMMBI
MOBBIIIEHUS KBATH(DUKAUN pabounX, CITyKaIInux

TpeboBanus K ONBITY
HPaKTHYECKOI paboThI

Oco0Opble ycroBus
JOITyCKa K paboTte

Jlpyrue xapakTepUCTHKH | -

,HOHOJIHI/ITGJ'IBHBIC XapaKTCPUCTHUKHU

HaumenoBanue nokymeHnra Kon HaumenoBanue 6a30Boii rpyrmiibl, J0HKHOCTH

(mpodeccun) MU CIEIUATBHOCTH

OK3 4222 Crnyxariue, 3aHITbIe IPUEMOM U HH(OOPMUPOBAHUEM
IIOCETUTENIEH
OKCO <3> 032001 |/[lokymMeHTOBenEHHUE U JOKYMEHTAIIMOHHOE 00ecredeHrne
yIpaBIeHUS
3.1.1. TpynoBas pyHKIMSA
[Ipuem u pacnipeneneHue TeaepOHHbIX YpoBeHb
HaunmeHnoBaHue |3BOHKOB OpraHU3aIMN Kon | A/01.3 |(momypoBenb) |3
KBTI (DUKAITAH
IIpoucxoxaenue 3alMCTBOBAaHO
P N Opurunan X
TPYAOBOH (hyHKIIMH U3 OpUTHHAIA
Kon Perucrpanuonnsii
OpUTHHANA HOMED
npogecCnoHaIBLHOTO
CTaHJapTa

TpynoBble nencTBUSA

[TepenamnpaBnenue Tene(OHHBIX 3BOHKOB PYKOBOJICTBY M COTPYAHHKAM
OpraHu3aIu

Perucrpanus nocrynaromux TeaeOHHBIX 3BOHKOB

[Tomyyenue HeoOxoauMol UHPOPMALIUK U TIepeaada CaHKIMOHUPOBAHHON
uH(popMaluu 1o TenedoHy

Heo0Oxoaumsie
YMEHUSA

Hcnonp30BaTh TEXHUYECKHE M NMPOTPaAMMHBIE CPEACTBA JUISl IIPOBEACHUS
rOJI0COBOM MU BUAEO-KOH(PEPEHLI-CBA3H

Hcnonp30BaTh cpecTBa KOMMYHUKAIIMOHHON OPITEXHUKH JUIS TIOJTyYEHUS
U niepesadr nHpopMaluu
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Bectn yderHwle peructpanmoHHble (OpMBI, HCHONB30BaTh UX IS
UH(POPMALIMOHHOM PabOTHI

VYcranaBiuBaTh KOHTAKT € COOECEIHUKOM, IMOJACPKUBATh W pPa3BUBATH
JesioByto Oecelly B mpolecce TeneOHHBIX IIEPEroBOPOB

CrnaxuBaTh KOH(MJIUKTHBIE M CIIOXHBIC CHUTyallMd MEXKIMYHOCTHOTO
B3aMMOJIENCTBUS

Co0mroaTh CITyKEOHBIM STUKET

Heo6xonnmeie OyHKIMY, 334U, CTPYKTypa OpraHu3alluy, ee CBsI3U
3HAHUS
[IpaBuna B3aMMOAEHCTBUS C IIapTHEpaMM, KIUEHTaMH, CpEACTBaMHU
MaccoBOW HH(pOpPMALIUU
OTHKa J1e10BOro O0IIEHUS
IIpaBuna peueBoro sTuKeTa
TpeboBaHus OXpaHbl TpyIa
[TpaBuna 3amuThl KOH(UAESHIMAIBHON ClTyKeOHOM nHpopManun
Jipyrue -
XapaKTePUCTHKH

3.1.2. TpynoBas pyHKIUSA

Opranu3zanus paboThI C MOCETUTENIMU YpoBeHb

HaumeHnoBanue |opranusanuu Kox | A/02.3 |(moaypoBens) |3

KBaNTU(DUKAIH

IIpoucxoxnenue
TPpYAOBOH (hyHKIIMH

3anMCTBOBAHO

Opurunan X
U3 OpUTrMHaIa

Kon Perucrpanuonnsii
OpUTHHAaJa HOMED
pohecCuOHATBLHOTO
craHjapra

Tpynoseie nencTBus

Bcerpeua nocerutenei, noiaydeHure nepBUYHON HHOOPMALIUK O TOCETUTEISIX
Y IIOMOILb B OPTaHU3ALUU UX IIPUEMA PYKOBOAMUTEIIEM U COTPYAHUKAMHU

Benenue KypHaJia 3a1cu noceTuTenei

VYuer noceruteneit 1 0popMIICHHE TPOIYCKOB

CopeiicTBUE OINEPAaTUBHOMY PAaCCMOTPEHUIO TMPOCHO U MPEATIOKEHUN
OCeTUTENEH

[Ipuem u nepenava TOKYMEHTOB MOCETUTENIEH PYKOBOACTBY M COTPYIHUKAM




OpraHu3aIuu

Opranu3zaiys u OpOHUPOBAHUE MTEPETOBOPHBIX KOMHAT

CepBupoBka yaiiHoro (Ko(heiHoro) croya B opuce

[TpuroroBneHre HaNUTKOB (4Yail, Kode, MPOXJIAAUTEIbHBIC HATTUTKN)

Heo0Oxoaumbie
YMEHUS

OO0LATHCI ¢ NOCETUTEINAMA

Hcnons30BaTh yCTaHOBIIEHHBIE IIpaBUjIa W IPOLEAYPHl KOMMYHHMKALUH
BHYTPU OpraHMU3aLuU

Bectu yuetHbie (OpMBbI, HCIIOIB30BATh UX JIJIS1 paOOTHI

CO3,I[aBaTB MMOJIOKUTEIBHBIN UMUK OpraHru3alun

[IpuHUMAaTh MepHI MO pa3pelIeHUI0 KOHMIUKTHBIX CUTYaIUi

[TpumensTh HHOPMAITHOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUT

ObecneunBaTh KOH(UACHINAILHOCTS HH(POPMAITIH

Heo0Oxoaumbie
3HAHUSA

[IpaBuiia opranu3zanuu npuema noceTuTenei

[TpaBwiia gemoBoro oomEeHUs

CTpyKTypa OpraHu3aiyy U pacrpeaesieHue GyHKINH MeX Ty CTPYKTyPHBIMHU
NOJIpa3AeICHUSIMH U CIICIUATUCTAMH

[IpaBuia opranu3zanuu NpueMoB B opuce

[IpaBuia cepBUPOBKH YaifHOTO (KO(EHHOTO0) CTOTa

HpaBI/IHa IMPUTOTOBJICHHUA U MMOAAYU IrOPAYNX HAIMUTKOB U 3aKYCOK K HUM

OTHKA JIETTOBOTO OOIIEHMS

[IpaBuna peueBoro 3TukeTa

TpebGoBaHust 0XpaHsl Tpyaa

[IpaBuiia 3amuThl KOHQUACHINAIBLHON Ci1ykeOHO0I HHpOopMaLK

HApyrue
XapPaAKTCPUCTUKHU

3.1.3. TpynoBas ¢pyHKIHS

BrinmonHeHue KOOPAUHUPYIOIIUX U VYpoBeHb
HanmenoBanue |o0OecrneunBaronux GpyHKInn Kox | A/03.3 |(moaypoBens) |3
KBaNTM(pUKaAIHH
[Ipoucxoxaenue 3alMCTBOBAaHO
Opurunan

TPYAOBOH (hyHKIHH

U3 OpuruHajia



Kon Perucrpanmonnbrit
OopUruHazia HOMED
podeCCHOHAILHOTO
cTaHjapTa

TpynoBble neicTBUA

Benenue xxypHana pa3be310B paOOTHUKOB OpraHU3aIiH

Koopaunanus paboTsl KypbepoB U BOAUTENEH OpraHU3aliu

Benenne >xypHalia pa3be3ioB KypbepOB OpraHU3allMd U MapHIpyTOB
BOJIUTEIIEN

CocraBieHue crpaBkH O pa3be3fax padOTHUKOB, KyphEpOB M MaplIpyTax
BOJIUTEJICH OpraHu3aluu

Heo0xoaumbie
YMEHHSI

CoCTaBIsATh U BECTU YUCTHBIC TOKYMCHTBI

IIpumeHATs cpencTBa  KOMMYHMKAlMM JUIA  [EepeJadd  [OpY4YeHUH
PYKOBOIMTEIIA U COTPYAHUKOB OPraHU3aLuU

[IpumeHsATh COBpEMEHHBIE CpelncTBa cOopa, 00pabOTKM U Tepenayu
uHpOpMaLUN

OIIGHI/IBaTI) PE3YIbTATHI B paMKax IMOCTABJICHHBIX 3a1a4

OcylecTBIATh  KOHTPOJIb ~ WCIOJHEHHS  NOPYYEHMH  PYKOBOIUTEIS
COTPYAHUKAMHU

Heo0Oxoaumbie
3HAHUSA

IIpaBuna peueBoro sTuKeTa

ITHKA IEJI0OBOTO OOIICHUS

TpebGoBaHus OXpaHbl Tpyaa

[TpaBuiia 3aU Tl KOHQUACHINAIBHON CITy)keOHOM nHpOopManuu

CtpyKTypa opraHu3aiuy ¥ pacnpeneiaeHne QyHKIUNH MeXTy CTPYKTYPHBIMHU
MOApPa3ICICHUSIMHU U CHENUATICTAMU

Hpyrue

XapPaKTCPUCTHKHU

3.2. O6o6uieHHas TpyaoBas QyHKIHS

OKYMEHTAaIlMOHHOE 00ecTieueHne YpoBeHb
HaumenoBanue Hlokym 1 Kon| B P
JeSITeIbHOCTH OpraHU3aIuu KBaJTH(PUKAIIA

[Ipoucxoxnenue

. N 3auMCTBOBaHO
000011eHHON TpyHOBOi | OpurnHan X

W3 OpUruHaa

byHKIMHA

Kon Perucrpanmonueri



opuruHaia HOMEp
po¢eCCHOHATHLHOTO
cTaHmapra

Bo3MoxHbIE HAUMEHOBAaHUS
JOJDKHOCTEH, mpodeccuii

Jlenonpou3BoIUTEIb

TpeboBanus k
00pa30BaHMIO
00y4EeHHIO

Cpennee npogeccuoHaibHOE 00pa30BaHKe - MPOTPAMMBI ITOITOTOBKH
KBaJIM(UIIMPOBAHHBIX pabOUUX, CITY>KAIIUX

TpeboBanus K OmbITY
MPAKTUYECKON pabOThI

Oco0ble ycroBHs JOITycKa
K pabote

Jlpyrue xapakTepucTUKU

JIOOTHUTEIBHBIE XapaKTEPUCTUKH

HanmenoBanue Kon HanmenoBanue 6a30B0ii IpymIibl, JOJDKHOCTH (TIpodeccun)
JIOKYMEHTa WIN CIIELUAIbHOCTH
OK3 3431 AJMUHUCTPATUBHO-YIPABIEHYECKHI TepCOHA
EKC <4> - JenonpousBoaurens
OKIIATP <5> 21299 | denonpou3BOANUTEND
OKCO 032002 | lokymeHTaImOHHOE OOECTICYeHHE YIIPAaBICHUS U
apX1BOBEJICHNE

3.2.1. TpynoBas ¢pyHKIMS

HanmenoBanue

Opranuzanus padoThl C TOKYMEHTaMU

YpoBeHb
Kox | B/01.5 |(nmomypoBens) |5

KBaTM(UKAITII

IIpoucxoxnenue
TPYAOBOH (hyHKIIMH

Opurunan X

3anMCTBOBAHO
W3 OpUTUHAaNIa

Kon Perucrpanuonnsii
OpUTHHAaJa HOMED
npodeccrnoHaIbHOTO
cTaHjapra

Tpynoseie neiictBus |[Ipuem u nepBuuHas 00paboTKa BXOIAIIMX JOKYyMEHTOB



consultantplus://offline/ref=8E12C1B208D76FA1C1E2CC9CE9BA0A671F8C7A860A0684707C74743E3Dj2N8G
consultantplus://offline/ref=8E12C1B208D76FA1C1E2CC9CE9BA0A671F8C7A860A0684707C74743E3D28473DA3615047902462D3jEN0G
consultantplus://offline/ref=8E12C1B208D76FA1C1E2CC9CE9BA0A671F8E7A88050784707C74743E3D28473DA3615047902464D2jEN7G
consultantplus://offline/ref=8E12C1B208D76FA1C1E2CC9CE9BA0A671F8E7A88050784707C74743E3D28473DA3615047902163D0jEN5G
consultantplus://offline/ref=8E12C1B208D76FA1C1E2CC9CE9BA0A671F8C7A89080184707C74743E3Dj2N8G
consultantplus://offline/ref=8E12C1B208D76FA1C1E2CC9CE9BA0A671F8C7A89080184707C74743E3D28473DA3615047902466D3jEN2G

[lpenBapuTensHOE PAacCMOTPEHHWE M COPTUPOBKA JOKYMEHTOB Ha
PETUCTPUPYEMBIEC U HE PETUCTPUPYEMBIE

HOIIFOTOBKa BXOAAIHNUX JOKYMCHTOB JJIsI paCCMOTPCHUSA PYKOBOJUTCIICM

Per HUCTpalyAa BXOAAINX JOKYMCHTOB

OpFaHI/I3aHI/IH J0CTaBKHU JOKYMCHTOB HCIIOJTHUTCIIAM

Benenue 6a3pl JaHHBIX JOKYMEHTOB OpPraHU3allUH

Benenue nandopmanrioHHO-CIIpaBOYHOM paboThI

O6paboTka 1 OTIpaBKa UCXOJISIINX JOKYMEHTOB

Opranuzanusa paboThl MO PETUCTPALUU, YUETy, XPaHCHUIO M Iepefaye B
COOTBETCTBYIOIIME CTPYKTYpPHBIC MOAPA3ACICHUS JOKYMEHTOB TEKYIIETO
JIEJI0NPOU3BO/ICTBA

KOHTpOJIB HCIIOJIHCHUSA JOKYMCHTOB B OpraHu3aluu

Heo0Oxoaumbie
YMEHHSI

PaboTaTth co Bceil COBOKYIMHOCTHIO MH(OPMALMOHHO-TOKYMEHTAIMOHHBIX
pecypcoB OpraHu3aiu

ITonp30BaThCs Oa3zaMu JaHHBIX, B TOM YUCJIC YIAJICHHBIMU

ITonp30oBaThCs CIIPAaBOYHO-IIPABOBBIMU CUCTCMAMU

ITonb30BaTbcsd aBTOMATU3UPOBAHHBIMM CUCTEMaMU ydeTa, PETUCTpaLUU,
KOHTPOJS M WH(POPMALMOHHO-CIIPABOYHBIMUA CHCTEMaMH HpU padoTe ¢
JOKYMEHTaMU OpraHU3aluu

[TpumeHATH COBpPEMEHHbBIE MH(POPMaIMOHHO-KOMMYHUKAIIUOHHBIE
TEXHOJIOTUH IS PAa0OTHI C JOKYMEHTAaMH, B TOM YHUCIIE JIJIsl €€ ONTHMU3AIUT
U TOBBIIEHUS Y3PPEKTUBHOCTH

Heo0Oxoaumsie
3HAHUA

HOpMaTI/IBHBIe IMPAaBOBBIC AKTbI U HOPMATHBHO-MCTOANYCCKUC JOKYMCHTHI,
OMpECACIIAOIINEC MMOPATO0K TOKYMEHTAIITMOHHOT O o0OecrieueHust YIpaBJICHUA

CtpyKTypa OpraHu3ainu, pPyKOBOJICTBO CTPYKTYPHBIX MOPA3ACICHHMA

COBpeMeHHHe I/IH(I)OpMaI_[I/IOHHLIe TCXHOJIOTHH pa6OTLI C JOKYMCHTaMHU

[Topsimox paboThI ¢ JOKYMEHTaMU

CxeMmbl I0KyMeHTO00O0poTa

[IpaBuna paboOTel C BXOAALNIUMH, UCXOMSIIIMMU H BHYTPECHHUMH
JIOKYMEHTaMu

[IpaBuna opranuzanuu u GOPMBI KOHTPOJIS HMCIOTHEHHUS TOKYMEHTOB B
OpraHu3aluu

TumnoBkle CPOKH UCIIOJTHCHUA NOKYMCHTOB

[TpuHIMIIBI paOOTHI CO CPOKOBOM KapTOTEKON




HaznauyeHue 1 TEXHOIOTHSI TEKYIIETO U MPEeAyNPeIUTeIbHOTO KOHTPOJIS

HpaBI/ma COCTABJICHUA aHAJIMTHYCCKUX CIIPABOK I10 OpraHu3aliun pa6OTI)I C
JOKYMCHTAMH U KOHTPOJIIO UCITOJTHCHHA JOKYMCHTOB

HpaBI/IJIa JOKYMCHTAIUOHHOT' O obecrneueHuUs ACATCIIBHOCTU OpTraHru3alun

BI/I,I[BI JAOKYMCHTOB, UX HAa3HAYCHUC

Tpe6OBaHI/I5[, ONpeaABABIACMBIEC K OOKYMEHTaM B  COOTBETCTBUHU C
HOPMAaTUBHBIMH aKTaMH U T'OCYAapCTBCHHBIMU CTaHAApTaMU

[lpaBuna cocraBiaeHus u OQopmIIeHHS HH(POPMAITMOHHO-CIIPABOYHBIX,
OpraHU3alMOHHBIX YIPABICHYECKUX JOKYMEHTOB

[IpaBuna co3ganuss M BeAeHHs] 0a3 JAaHHBIX CIYXKEOHBIX JIOKYMEHTOB B
OopraHu3aIu

CucreMsl 31€KTPOHHOTO JOKYMEHTO000pOoTa

IIpaBuna u CpoOKH OTIIPABKU UCXOASAIIMX JTOKYMEHTOB

TpeGoBaHus OXpaHbl Tpyaa

Hpyrue
XapaKTEPUCTUKU

3.2.2. TpynoBas pyHKIUSA

OpraHI/IBaHI/IH TCKYHICTO XpPaHCHU A ypOBeHL

HaunmenoBanue |I0KyMEHTOB Kox | B/02.5 |(momypoBens) |5

KBaNTU(DUKAIH

IIpoucxoxnenue
TPpYAOBOH (hyHKIIMH

3anMCTBOBAHO

Opurunan X
U3 OpUrMHaJIa

Kon Perucrpanuonnsii
OpUTHHAaJa HOMED
pohecCuOHATBLHOTO
craHjapra

Tpynoseie nencTBus

Pa3paboTka HOMEHKIATYpBI €71 OpraHU3aluu

[IpoBepka mpaBUILHOCTH OGMOPMIICHHS JOKYMEHTOB W OTMETKH 00 HX
UCTIONTHEHUHN Tiepeq uX (GOPMUPOBAHHEM B JENO JJS TMOCIETYIOIIEro
XpaHEHHUs

d)opMmepOBaHHe 3aroJIOBKOB €I U OIIPCACICHUE CPOKOB UX XPAHCHUA

dopmMHpoOBaHUE JEI

KOHTpOJ’IB MIPaBHIJIIBHOTO U CBOCBPEMCHHOT'O PACHpPCACIICHNUA W IMOAIINBKU




JIOKYMEHTOB B JieJia

Heo6xonnmeie OpraHu3oBbiBaTh pabOTy @O y4yeTy, XpaHEHUIO M Iepejade B
YMEHUS COOTBETCTBYIOILIEE CTPYKTYPHOE IOJApA3JEI€HUE JOKYMEHTOB TEKYLIETO
JIEJIONPOU3BOJICTBA
OcylecTBIATh  METOAMYECKOE PYKOBOACTBO — JIENOINPOU3BOJICTBOM B
OpraHu3aly, KOHTPOJIUPOBATh MPaBHIbHOE (HOPMUPOBAHHUE, XPAaHEHUE U
clauy JeJl B apXUB
Pa3pabaTbiBaTh HOMEHKIIATYpY J1€]1 CTPYKTYPHOI'O OJIpa3AesiCHuUs
Hcnonb30BaTh HOMEHKIIATYPY J€1 IPU U3YYEHUH CTPYKTYpbl OpPraHUu3aluH,
COCTaBJICHUH OIUCEN eI
Opranu3oBbiBaTh paboTy MO (OPMHUPOBAHUIO i€l B COOTBETCTBUHU C
YTBEPKICHHOW HOMEHKJIATypOH eI OpraHu3aluu
[IpaBuIBHO U CBOEBpEeMEHHO (POPMUPOBATH JOKYMEHTHI B JIeNa C Y4€TOM MX
crenuuku
CucreMaTu3npoBaTh JOKYMEHTBI BHYTPH J€J1a
ObecneunBaTh COXPAaHHOCTD U 3aILUTY JTOKYMEHTOB OpraHU3aLUuU
[Ipumenste  MHPOPMATMOHHO-KOMMYHHUKAIIHOHHBIE ~ TEXHOJOTHH  JUIS
paboThI ¢ JOKYyMEHTaMH
Heo6xonumeie HopMaTuBHBIE IPABOBBIE AKThl, HOPMATUBHO-METOJUYECKHE JOKYMEHTHI,
3HAHUS rocy/1apCTBEHHbIE CTaH/apThl, olpeAesoe MOPSAJIOK
JIOKYMEHTALMOHHOTO 00eCIeyeH s yIpaBIeHUs
Buasl HomeHkaTyp, obmue TpeGoBaHUS K HOMEHKJIAType, METOHKa ee
COCTaBJICHUS U 0(OPMIICHUS
[IpaBuna coriacoBanusi HOMEHKJIATYpHI JI€J] C BEIOMCTBEHHBIMU apXHUBaMU
U DKCIIEPTHON KOMUCCUEN
[Topsimox popmupoBanus u opopmiieHHs Aed, crnennpuka GopMUpOBaHUSL
OTAEJBHBIX KaTETOPHl AelT
[IpaBuna xpaHeHus Jiei, B TOM YHUCIE C JOKYMEHTaMU OrPaHUYEHHOIO
JocTyna
[TpaBuia BbIIaYM U MCIIOJB30BAHMSI JOKYMEHTOB U3 c(hOPMUPOBAHHBIX A€
TpebGoBaHus OXpaHbl Tpyaa
HApyrue -

XapPaKTCPUCTHUKHU




3.2.3. TpynoBas pyHKIUS

Opranuzanus 00paboTKu Aem s YpoBeHb

HanmenoBanue |mOCIIEIYIONIETO XpaHCHHS Kox | B/03.5 |(momypoBens) |5

KBaJTU (DUKAITAH

[Ipoucxoxnenue
TPYAOBOH (hYHKITHH

3auMCTBOBAHO

Opurunain X
W3 OpUTHHAJIA

Kon Peructpanmonubrit
opuruHasia HOMED
podeCCHOHAIEHOTO
cTaHjapra

TpynoBble nencTBUs

HpOBepKa CPOKOB XpaHCHUSA JOKYMCHTOB, COCTABJICHHUEC ITPOTOKOJIA pa6OTI>I
3KCH€pTHOfI KOMHCCHUH II0 IMOATOTOBKEC NOKYMCHTOB K XPAaHCHHIO, aKTa O
BBIJACJIICHUU K YHUYTOXKCHUIO JOKYMCHTOB, HC ITIOAJICKAIIINX XPAaHCHHUIO

CocraBnenne BHYTpeHHeﬁ OIMKUCH OCJI 1A 0co00 HCHHBIX TOKYMCHTOB

O(l)OpMJ'IeHI/IC ACJ ITIOCTOAHHOI'O, AOJITOBPEMCHHOI'O CPOKOB XpaHCHHA

Odopmienre 00J0XKKH €)1 HOCTOSHHOTO, JIOJTOBPEMEHHOI'O CpPOKOB
XpaHEeHUs

CocraBiicHHE OIIHCHU ACJI ITOCTOAHHOI'O, JOJTOBPEMEHHOI'O CPOKOB XPAHCHHA

[Iepenaua nen B apxuB OpraHu3anuu

Heo0Oxoaumsie
YMEHUSA

ITonp30BaThCA NEpCUHAMU HNOKYMCHTOB U QAHAIIM3UPOBATH (baKTI/I‘ICCKOG
COACPIKAaHUEC UMCIOIINXCA B ACTIC JOKYMCHTOB IIPU OMPECACIICHUU CPOKOB UX
XpaHCHUA

O(I)OpMJ'ISITL JAOKYMCHTBI 3KCHCpTHOfI KOMHUCCHH

O(I)OpMJ'ISITL 00JIOKKH ACJI MOCTOAHHOT'O U BPEMEHHOI'O CPOKOB XPAHCHUA B
COOTBETCTBHH C TpC60BaHI/I$IMI/I TOCYAAapCTBCHHBIX CTAHAAPTOB

[Tpon3BOaUTE XPOHOJIOTHYECKU-CTPYKTYPHYIO CUCTEMATU3AIIHIO JEJT

OcymiecTBIATh TEXHUUECKYIO 00pabOTKy U mojHoe odopmieHue aen
MOCTOSIHHOTO U BPEMEHHOT'O CPOKOB XpaHEHUs

CoCTaBnsaTh OIKCH ACI TMOCTOAHHOIO W BPCMCHHOI'O CPOKOB XpPAaHCHUA B
COOTBETCTBUH C )IGfICTB}GOH.[HMI/I HOPMaTUBHO-METOJUYICCKUMU
AOKYMCHTaMH

[IpumensaT  MH(OPMALMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJIOTMHU  JJIs
paboThI ¢ JOKYMEHTaMH

Heo0Oxoaumsie
3HAHUA

HOpMaTI/IBHLIC IMPaBOBBIC AKTbl, HOPMATHBHO-MCTOANUYCCKUC HNOKYMCHTHI,
roCcyaapCTBCHHEBIC CTaHOApPThI, OMMpeCACIIAOIINEC MMOPAI0K




JOKYMEHTAI[MOHHOTO 00eCTieueHus yIpaBICHUs

Kputepun pasnenenuss AOKYMEHTOB Ha TpPyHIbl B COOTBETCTBUU C
[IEHHOCTHIO HH(pOpMAIIHH, COJIEPKAIICHCS B HUX

HOpSII[OK HUCIIOJIBb30BaHUA THIIOBBIX HWJIHM BCAOMCTBCHHBIX HepequfI
AOKYMCHTOB, OIIPpCACICHUA CPOKOB XpaHCHHA B IIPOLECCE ISKCIICPTHU3LI
HCHHOCTH JOKYMCHTOB

[lopsimox  co3maHus, OpraHu3allii M JOKYMEHTHUPOBaHUA  paboThI
3KCIIEPTHOM KOMHUCCUH

[IpaBuna cocTtaBieHHS M YTBEP)KICHHS MPOTOKOJA PabOTHI AKCHEPTHOMN
KOMHCCUHU

HpaBI/IJ'Ia COCTaBJICHHUA U YTBECPKACHUA aKTa O BBIACICHUNU JOKYMCHTOB, HC
MoIC)KAUX XPAHCHUTIO

[IpaBuna TexHWYEeCKOH 00pabOTKM W TONHOTO OQOPMIICHHS el
IIOCTOSIHHOT'O U BpEMEHHOTI'O CPOKOB XPaHEHUs

HpaBI/ma COCTABJICHUA OIIMCH OCJI IIOCTOSAHHOI'O M BPCMCHHOI'O CPOKOB
XpaHCHUA B COOTBETCTBUU C IIGIZCTBYIOIHHMH HOPMAaTUBHO-MCTOJUYICCKNMU
AOKYMCHTaMH

HpaBI/IHa nepeaadu ACJ B apXuB OpraHu3alivn

TpebGoBanust OXpaHsl Tpyaa

HApyrue
XapaKTCPHUCTUKHU

3.3. O6006ueHHas TpyaoBast QyHKIHS

Opranu3alnoHHOE, TOKYMEHTALHOHHOE U T
HaumenoBanue |uHpopmannonHoe obecnieuenue aesrenbHoctu | Kog | C P
KBaTU(UKAITTH
PYKOBOJUTENSI OpraHU3aluu
IIpoucxoxaeHue
. . 3aMMCTBOBAHO
000011eHHOM TpyI0BOH | OpUruHa X
13 OpUruHaa
byHKIIUU
Kon Perucrpanuonnsiii
OpUTHHAaja HOMEp
npodecCuOHaIBLHOTO
CTaHJapTa

Bo3moxuble HaumeHoBaHMs | CekpeTapb PyKOBOJIUTENS

JOJLKHOCTEH, podeccuit

TpeboBanus k

Briciiee oOpa3oBanue - 6akanaBpuaT WIn




oOpazoBannio u o0yuennro | Cpennee npodeccuoHaIbHOE 00pa30BaHUE - MPOTPAMMBI TIOITOTOBKH
CIEIMAIMCTOB CPETHETO 3BeHA
JlononHuUTENbHOE MPO(HECCHOHATLHOE 00pa30BaHKE

TpeboBanus K ONBITY He menee nByx jeT BHINOJHEHUS pa0OT MO OPraHU3alMOHHOMY U
MPAKTUYECKON pabOThI JOKYMEHTAIIMOHHOMY 00€CIICUeHHIO IS TEbHOCTH PYKOBOIUTEIS
OpraHu3aliy MPHU CpeaHeM MpodeccnoHarTbHOM 00pa30BaHUuU

Oco0ble yciioBHs JI0MycKa | -
K pabore

Jlpyrue XxapakTepucTuKu |-

,HOHOJIHI/ITGJ'IBHBIC XapaKTCPUCTHUKHU

HaumenoBanue nokymeHnra Kon HaumenoBanue 6a30Boii rpymiibl, JOHKHOCTH
(mpodeccun) WU CEUATBHOCTH

OK3 2432 bubnunorekapu, Oubnuorpadsl, JOKYMEHTOBEIBI U
CTEUAINCTHI POJACTBEHHBIX Mpodeccuit

EKC - Cekperapb pyKOBOJUTENS

OKIIATP 26341 Cekperapb pyKOBOJUTENS

OKCO 032001 JlokyMeHTOBe/IeHHE U IOKYMEHTallMOHHOE

obOecrieueHue YIIpaBJICHUA

032002 JIOKyMEHTaIIHOHHOE 00eCTIeYeHNE YIIPABICHUS U

apX1BOBEJICHHE
3.3.1. TpynoBas pyHKIUSA
OxazaHue MoOMOIIA PYKOBOJHUTENIO B YpoBeHb
HaumeHoBaHue |IUIaHUpOBaHMM PabOYEro BpeMEHU Kon | C/01.6 |(momypoBeHb)
KBTI (UKAITTT
[Tpoucxoxaenue 3auMCTBOBaHO
P A Opurunan X
TPYAOBOH (DYHKITHH W3 OpUTHHANIA
Kon Perucrpanuonnsiii
OpUTHHAaNa HOMED
po(hecCuOHATILHOTO
CTaHJapTa

Tpynosele neiictBus |Beibop  ¢gopmbl  mumaHupoBanust W odopMIIEHHE  IUIAHUPOBIIMKA
(opranaiizepa) pyKOBOJIUTEISA

Brecenune nHbopmaniu B IUIaHUPOBIIKK (OpraHai3ep)

CornacoBaHue ¢ pyKOBOJUTEIEM BPEMEHHBIX TJIaHOB
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CornacoBanue TenehOHHBIX TEPEroBOPOB, BCTPEY M MEPONPUATUH C
napTHepamMH,  KJIMEHTaMH,  pPYKOBOIUTEISIMM  MOJpPA3AEICHUM U
COTPYAHUKAMHU

NudopmupoBanrie pyKOBOIUTEINS O periiaMeHTe HaMeUeHHBIX MEPOTIPUATHIA

[Ipenynpexaenue o NpuOINKEHUH BpEMEHN HAMEUEHHBIX MEPOTIPUSATUI

DopMUpPOBaHUE pPE3EPBA BPEMEHU ISl HENIPEIBUACHHBIX CUTYyal[Ui

Heobxonumeie VYcranaBnuBarh 1€, ONPEIEATh UEPAPXUIO LIeIeh

YMEHHUS
OnpenensiTh NPUOPUTETHOCTH M OYEPEAHOCTH BBINOJHCHUS pPabOT
3¢ dexTUBHO pacnpenesaTe padbodyee Bpems
Oxka3blBaTh MOMOIIb PYKOBOJUTENIO B paclpeiesieHud ero padbodero
BpEMEHU
BreiOupates  onTtuManbpHBIE  CIOCOOBI  WH(GOPMUPOBAHUS  IAPTHEPOB,
KJIMEHTOB, MOCETUTENICH, pyKOBOJUTENEH MOIpa3ielieHuil U COTPYTHUKOB O
IJTAHUPYEMBIX MEPOITPUATHIX
ObecrieunBaTh HH(pOpPMAIMOHHYIO 0e301acHOCTh JeATeTbHOCTH
OpraHu3aluu

HeobxonuMmere Crienin(ka OCHOBHOM JICATEILHOCTH OpPTaHHU3AIHH

3HAHUS
OcCHOBBI aJIMUHUCTPATUBHOTO IIpaBa U TPYAOBOIO 3aKOHOJATEJIHCTBA
Poccuiickoit deneparuu
PykoBosmmii cocTaB OpraHu3alyy U ee noApasieeHuin
@YHKIUHA CAMOMEHEKMEHTA
[TocranoBka neneu
[IpaBuna npoBeneHHs 1€TOBBIX IEPETOBOPOB
TpeboBanust oxpaHsl Tpyaa

HApyrue -

XapaKTePUCTHKU

3.3.2. TpynoBas pyHKIUSA

[TnaampoBanme pabovero THs CEKpeTaps YpoBeHb
HaumeHnoBanue Kon | C/02.6 |(momypoBeHb)
KBaTM(UKAITIT
[Ipoucxoxaeune 3anMCTBOBAaHO
P A Opurunan X
TPYIOBOU (HYHKITUH W3 OpHUTHHAJIA
Kon Peructpanmonubri

OopuruHajlsia HOMCEp



podeCCHOHATEHOTO
CTaHJapTa

TpynoBble nelcTBUA

Br160op 1 odopmiieHre MIIaHUPOBIIMKA CEKpeTapst

Benenne nueBHUKA (HA JICKTPOHHOM H/WJIH OYMa)KHOM HOCHTEIIC)

CornacoBaHue IUIAHOB C IIAHAMU U CPOKaMHU PaOOThI PYKOBOJUTEISA

Pacnpenenenue pabodero BpeMeHH (Ha J1€Hb, HEAETIO, IEPCIIEKTUBY)

HepeHeceHHe HCBBLITTOJIHCHHBIX 3aIlJIAHUPOBAHHLBIX 3aaa4

BrimogHeHNEe THITMYHBIX CKCIAHCBHBIX JCJI

Heo6xonumeie BriOupats 1 0opMIIATh IITAHUPOBIIUK
YMEHHS
BHocuth 1 oTCne)KMBaTh HH()OPMAIHIO HA SJIEKTPOHHOM H/WIH OyMa>kHOM
HOCHTEIe
PaccTaBnsaTh MpHOPUTETHI, BELICTATH BaKHOE H CPOTHOE
Br16upaths onTuManbHbIA pUTM pabOThI
AHanmM3upoBaTh MPUYUHBI HEBBITIOTHEHUS 33144
[TpumensTh HHOPMAITHOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU
Heo6xonumeie Ocobennoctr 0popMIICHHS TUIAHMPOBIIMKA (Ha JICKTPOHHOM U OyMa)KHOM
3HAHHSA HOCHTEIISX )
OCHOBEI yIIpaBlICHHSI BpEMEHEM
HApyrue -
XapaKTePUCTHKH

3.3.3. TpynoBas pyHKIUSA

Opranuzanus TeaedOHHBIX TEPErOBOPOB YpoBeHb

HaumenoBanue |pykoBoauTens Kox | C/03.6 |(momypoBeHb)

KBTI (UKAITTI

IIpoucxoxaeHue
TPYyA0BOH (QyHKIUU

3auMCTBOBAHO

Opurunan X
W3 OpUTHHANIA

Kon Peructpanmonubri
OpUTHHAJA HOMEp
po¢eCcCuOHATBHOTO
CTaHJapTa

TpynoBeie nelcTBUS

Benenue 0a3bl TeneOHHBIX KOHTAKTOB PYKOBOJAUTENS




CoennHeHre pyKOBOAUTENS ¢ KOHKPETHBIMU a0OHEHTaMHU

HOI[I"OTOBK& MaT€puraioB i TCJ'IC(bOHHBIX IIEPETroBOPOB PYKOBOAUTEIIA

PGFI/ICTpaHI/IH IMOCTYIIArOMUX B IPHUEMHYIO TCJ'IC(bOHHI)IX 3BOHKOB

[lepenanpaBieHne OTHCIBHBIX TEICPOHHBIX 3BOHKOB 3aMECTUTEISIM
PYKOBOIUTEIS, IPYTUM COTPYIHUKAM

[Mony4yenne HeoOXoauMoON HH(GOPMALIUK U Mepeiadya CAaHKIMOHUPOBAHHOM
uHpOpMaLKK 10 TeaePoHy

VYcTaHOBIEHHE KOHTAaKTa C COOECEIHHMKOM, MOJACpP)KaHUE U pa3BUTHE
JIEJI0OBOI Oecebl B mpoliecce TelneOHHBIX IEPErOBOPOB

OxazaHue TOMOIIM PYKOBOIUTENIO IpPHU OPraHU3alUH W TPOBEACHUH
Tese()OHHBIX IEPErOBOPOB U BUACOKOH(pepeHn i

Heo6xonumeie Bectn u ucnonp3oBate B paboTe 0a3y NaHHBIX Tele()OHHBIX KOHTAKTOB
YMEHUS PYKOBOJUTENS
Hcnonb30Bath cpeicTBa KOMMYHUKAIIMOHHOW OPITEXHUKHU JUISL OJTYYEHUS
U repenayn nHpopManun
Bectu yderHble perucrpalMoHHble (OpPMBI, HCHOJIb30BATh HUX JUIA
UH(POPMALIMOHHON PabOTHI U pabOTHI 1O KOHTPOJIIO MCIIOJHEHHS PEIICHUN
PYKOBOJUTENS
CriaxuBarth KOHQUIMKTHBIE U CJOXHbBIE CHUTyallud MEXIMYHOCTHOIO
o01IeHUs
Hcnonp30BaTh TEXHUYECKHE W MPOTPAMMHBIE CPEACTBA UIS TPOBEICHHS
roJI0COBOM MJIM BHJ1€0-KOH(EPEHII-CBA3U
ObecneunBaTh  MH(POPMALMOHHYIO 0€30MacHOCTh  JIEATEIIbHOCTH
OpraHu3aIH
Co0mroaTh CTy)eOHBIM STUKET
HeoOxonumeie TenehoHHbIE KOHTAKTHl PYKOBOAUTENS
3HaHUS

DyHKINH, 3a1a4d, CTPYKTypa OpraHU3alMH, €€ CBSA3M 10 BEPTUKAIM U
TOPU3OHTAIIN

[IpaBuma B3aMMOJNEWCTBUS C MAapTHEPAMM, KIMEHTAMH, CPEACTBaAMU
MaccoBOW HHPOpMALIUU

HpaBI/ma MNOAACPIKAHUSA U Pa3BUTUA MCIKIIMIHOCTHBIX OTHOIIICHUH

HpaBI/ma MMPOBCACHUS ACIIOBBIX IIEPCTOBOPOB

[IpaBuna 3amuThl KOHGUACHINATEHON HHpOpMaIK

TpeboBaHus oXpaHbl TpyJa

Hpyrue




XapaKTePUCTHKU

3.3.4. TpynoBas pyHKIUSA

Opranuzanys KOMaHJIUPOBOK YpoBeHb

HaunmenoBanue |pykoBoauTemst Kox | C/04.6 |(momypoBeHb)

KBaJTU (DUKAITAH

IIpoucxoxneHue
TPYAOBOH (QyHKIIMU

3anMCTBOBAaHO

Opurunan X
U3 OpUTHHAJIA

Kon Peructpanmonuerit
opUruHasia HOMED
podeCCHOHATIEHOTO
cTaHjapra

TpynoBble nencTBUs

IToaroroska IIPpOCKTa CJIy>KC6HOFO 3alaHuA PYKOBOAUTCIIA

IToaroroska IIPOCKTa IIprUKa3a O CJ'Iy>I(C6HOﬁ KOMaHIUPOBKE

Bbinrcka KOMaHIUPOBOYHOTO YAOCTOBEPEHHST W €r0 PErHCTpamnus pu
HEOOXOOIUMOCTH

HOIIFOTOBKa AOKYMCHTOB Ha IMOJIYYCHHEC BU3bI, 3aIPaHUYIHOI0 MaCropTa

3aka3 KeJNe3HOJOPOXKHBIX U aBHAOUIIETOB, T'OCTUHUL, TPAaHCIOPTHOIO
o0ecrnieueHns pyKOBOJAUTENS

Odopmienue nmporpaMMbl MOE3/IKH, YTOUHEHHE OCOOCHHOCTEH MPOTOKOJa
MJIAHUPYEMBIX MEPOIPUSITHI

ITogroroBka AOKYMCHTOB K ITIOC3/IK€ PYKOBOAUTECIIA

YTo4yHEeHue 1aThl, T0JKHOCTEH, paMUiIMii B IporpaMMe KOMaHUPOBKU

[TpopaboTka MapupyTa pyKOBOAMTENs, YBs3Ka €ro ¢ paclucaHueM
TpaHCIopTa

OOpaboTka MarepuaioB KOMaHIWPOBKH, O(QOpMIIEHHE OT4eTa O
KOMaHIUPOBKE

HeoOxoaumeie
YMEHUS

OdopMasaTh aBaHCOBBIE OTYETHI PYKOBOIUTEIS

Opranu3oBbIBaTh BCTPEYU PYKOBOIUTEINS C IPUHUMAOIIEN CTOPOHOU

OdopMIsTs KOMaHIUPOBOYHBIE TOKYMEHTHI

OOpabaTbiBaTh JTOKYMEHTBI W MaTepHalibl MO pe3yjibTaTaM IOE3]IKH
PYKOBOIUTEIS

ObecneunBaTh paboTy orca BO BpeMsi OTCYTCTBUS PYKOBOIAUTEIS

[IpuMeHsTh cIOCOOBI IETOBOTO OOIICHUS




Hcnonp30BaTh CpeacTBA KOMMYHUKALIUY I 00€CTIeYeHUS
B3aMMOJICUCTBUS C PYKOBOJMTEIIEM BO BPEMSI €TI0 JIETIOBOM MOE3AKU

Heo6xonumeie ITopsimoK MOArOTOBKH U MPOBEAEHUS KOMAHIUPOBOK
3HAHUS
[MTopsimox oopmiteHUsT JOKYMEHTOB ISl KOMAHTUPOBKH M OTYETHBIX
JIOKYMEHTOB 110 KOMaHAUPOBKE PYKOBOAUTENS
JlenoBoi mpoTOKON
DTHKa AEJIOBOTO OOIECHUS
HApyrue -
XapaKTePUCTUKU

3.3.5. TpynoBas pyHKIUSA

Opranuzanys padoThl C TOCETUTEIISIMU B YpoBeHb

HaumeHnoBanue |npuemMHON pyKOBOAUTENS Koxn | C/05.6 |(momypoBeHb)

KBTI (DUKAITAH

IIpoucxoxneHue
TPYAOBOH (QyHKIIMH

3anMCTBOBAHO

Opurunan X
U3 OpUTHHAJIA

Kon Peructparmonubrit
opUrMHasia HOMED
podeCCHOHAIEHOTO
cTaHjapra

Tpynossie nencTBUs

OpraHI/ISaHI/IH JIMYHOT'O ITpreMa MoCeTuTeNnen PYKOBOAUTCIICM

YcraHoBieHHE MopsJaKa npueMa ajisg pasjindHbIX KaTel“OpI/Iﬁ IMOCeTUTEeINEH

Benenue KypHasia HpeHBapHTeHLHOﬁ 3aIlMCHU Ha IpHUEM

Perucrpanus nocerureneit

CopeiicTBUe OMEPaTUBHOMY PAaCCMOTPEHUIO TMPOChO U MPEATIOKEHUN
MTOCETUTENIEH U COTPYTHUKOB OpPTaHU3AIIUU

OpraHI/ISaHI/IH nprueMa JCJIOBbIX ITAPTHEPOB B 0(1)I/ICC

Opranu3zaiiys 0OCITyKUBaHUS PYKOBOJIUTENS M €ro JIEIOBBIX MapTHEPOB B
oduce

CepBupoBka yaitHoro (kogeiHoro) crona B oduce

[IpuHATHE Mep MO COXPAaHEHHI0 KOMMEpPYECKOM TaWHBI B XOJA€ NpHEMa
MOCETUTENIeH U MX HAXOX/ICHUS B IPUEMHOM U KaOMHETE pyKOBOAUTEIS

Heo0Oxoaumsie
YMEHUSA

OpPaHI/ISOBLIBaTB 1 00€CIIeYnBaTh TUYHBIC KOHTAKTHI PYKOBOIUTCIIA

VYnpaBiasaTh KOHQIUKTaMH




YYHUTBIBATh TICHXOJIOTHYECKHE OCOOCHHOCTH JIMYHOCTH TPH Pa3IHIHBIX
BHJaX MPO(EeCCHOHAIBHOTO OOIICHUS

Hcnons30BaTh yCTaHOBIEHHBIE IIpaBUja M NPOLEAYPbl KOMMYHHUKALIMHU
BHYTPU OpraHMU3aLuU

Bectn yderHble perucTpanuoHHble (OPMBI, HCHOIB30BaTh HX IS
nHGOPMAIIMOHHOHN pabOThl U PabOTHI IO KOHTPOJIIO MCIOTHEHUS PELICHUI
PYKOBOIMTEISA

Co3naBaTh NOJIOKUTEIIBHBIA UMUK OpraHU3aluu

[TpuHUMAaTH MEpHI 1O pa3peuIeHUI0 KOH(GIUKTHBIX CUTYalui

[TpumensaTh HH(OPMAITIOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU

ObecneunBaTh  KOH(PUACHIMATHHOCTH B TPUEMHOH UM  KaOuWHeTe
PYKOBOAUTENS, COXPAHITh KOH(PHUISHINAIFHYIO HH)OPMALIUIO B TaifHe

Heo0Oxoaumsie
3HAHUS

HpaBI/ma OopraHu3anuu 1mpuema MMOCeTUTEIIeH

[IpaBuna gemnoBoro oOmEeHUs

[IpaBuina peueBoro sTukeTa

HpaBI/IHa YCTAHOBJICHUA KOHTAaKTa, IoAACPIKaHUA u Pa3BUTHUA
MEKJIMYHOCTHBIX OTHOILICHUM

CrpykTypa opranu3alui u pacipeaesieHue GyHKIUN MeXIY CTPYKTYPHBIMU
[I0/Ipa3/ICJIEHUSIMHU U CIIELIUATUCTAMU

[IpaBuia opranu3zanuu npuemMoB B oduce

DTUKET ¥ OCHOBBI MEXTYHAPOIHOTO MTPOTOKOJIA

[IpaBuiia cepBUpoBKH YaiiHOTO (KOQEitHOro) cTona

HpaBI/IHa IMPUTOTOBJICHHUA U MMOAAYU IrOPAYNX HAIMUTKOB U 3aKYCOK K HUM

[TpaBuia 3amuThl KOH(UAESHIIMAIBHON CITy>KeOHOM nH(popManuu

Jpyrue

XapPaKTCPUCTHUKHU

3.3.6. TpynoBas pyHKIUS

Opranu3anus NoAroTOBKHU, IPOBEACHUS U YpoBeHb
HaumenoBanue |006cnykruBaHUsS KOH()EPEHTHBIX Kon | C/06.6 |(momypoBeHb)
MEpPONPUATHHA KBaJTH(pHUKAIIUN
[Ipoucxoxnenue 3auMCTBOBAaHO
P o Opurnnan X
TPYAOBOH (hyHKIHH U3 OpUTHHANA

Kon Peructpanmonubi



opuruHaia HOMEp
npo¢eCcCuOHATHLHOTO
cTaHgapTa

TpynoBsie nencTBUs

IToaroToBKa MOBECTKHU JAHS MEPOIPUATHUS

OdopmiteHne cnucka y4acTHUKOB MEPOTIPUSATHS

WudopmupoBanre Y4YacTHUKOB O HaMEYaloIIeMCs MEpONpUATUU U
YCIIOBHSIX Y4aCTHs

Br160op MecTa 1 BpeMeHH MTPOBEACHUSI MEPOTIPHUSATHS

IToaroroBka npeaBapuUTEIILHON CMETHI PACXOI0B

Paccelnka npuriiaimeHnii MoATBEPAUBILINM Y4aCTUE B MEPOIIPUATHH

C60p TEKCTOB JOKJIa10B U ITPOCKTOB UTOT'OBBLIX JOKYMCHTOB Y NOKJIAAYNKOB

Paccpuika mMHQOPMAIMOHHBIX MaTEepHajIOB YYaCTHHKAM KOH()EPEHTHOTO
MEPOIPUATHS

CocraBiieHue SBOYHBIX JIMCTOB M CIUCKA PETUCTpAIlMU YYaCTHUKOB
MEPOTPHUITHS

38.Ky1'IKa KaHICIEIPCKUX TOBAPOB U IIPOAYKTOB JJI1 obecneyeHus KO(be-nay3

Pemenue BOIIPOCOB TCXHHUYCCKOI'O OCHAICHUS MCPOIIPUATHUA

[Tomonr B MOArOTOBKE JOKJIaga PYKOBOAMTENS, MPE3EHTAIMOHHBIX
MaTepUasoB

OpraHmauHs{ MOATOTOBKH NIpE3NayMa U pa60qnx MCCT YYaCTHHUKOB

Opranu3zaiys BCTpeUr U perucTpamus y4acTHUKOB MEPOIIPUATHS

Benenne npoTokosa MEpOnpUsATHS

OpFaHI/BaHI/IH CCPBUCHOT'O O6CJ'Iy>I(I/IBaHI/I$[ BO BpCMs KO(I)C'Hay3

Opranuzanus KyJlbTYpPHO-MAacCOBBIX MEPOIPHIATHH, TPaHCIOPTHOIO U
TOCTUHUYHOTO 00eCrIeYeHUs

Heo0Oxoaumere
YMEHUS

OpranuzoBbIBaTh MPOILECC MOJTOTOBKU K IPOBEIEHUIO KOH(EPEHTHOTO
MEpONPHUATHS UHAUBUIYAIBHO U B COCTaBe pabouel rpymibl

JIoKyMeHTUpOBaTh Pa3HbIe ATAIlbl MPOLEAYPHI MOATOTOBKU U MPOBEIACHUS
KOH(EPEHTHOTO MEPOIPUSITHUS

[lepenaBaTte wuHpOpMANMIO, JOKYMEHTBI H MaTEpHAIbl YYaCTHUKAM
KOH()EPEHTHOTO MEPOTPUITHUS

[ToaroraBnuBaTh M 00OpYAOBaTH CTOJI Mpe3uaAMyMa U paboune Mecra
YYaCTHUKOB COBEIL[aHUs (3ace1aHus)




CepBupoBaTh YaiiHbIi (KOQEHHBII) CTOI BO BpeMs MpoBeAeHUs Kode-may3

CO6J'IIOI[aTB ImpaBujia J€JI0OBOTO 3TUKETA U IIPOTOKOJIA

HOI[I[Cp)KI/IBaTB UMUK OpraHru3aliun

CozniaBaTh UMUK CEKPETAPs, COOTBETCTBYIOLUI UMHJIKY OpraHU3alluu

PaGorate ¢ wuH(bopMammen, aHaTU3UPOBAaTh M IPEACTABIATH €€ B
CHUCTEMaTU3UPOBAHHOM BU/JIE

O0ecrieunBaTh 0€30IACHOCTD ACATCIIBHOCTH OpraHu3anuu

HpI/IMeHHTB I/IH(bOpMaI_[I/IOHHO'KOMMYHI/IKaI_[I/IOHHBIC TE€XHOJIOI'NH

ObecnieunBaTth KOM(OPT YYACTHUKOB KOH(EPEHTHOTO MEpPONPUATHS,
MOMOTaTh B BOIPOCax MPOKUBAHUS, TPAHCIIOPTHOTO OOECIIeYeHUs

Heo0Oxoaumbie
3HAHUSA

Kowmmrexc OpTraHru3allMOHHO-TEXHUYICCKHUX MGpOHpI/ISITI/Iﬁ 1O IMOATOTOBKE H
IMPOBCACHUIO COBCH_IaHI/Iﬁ U NIEperoBopoB, B TOM YHCJIC MCIKAYHAPOAHBIX

[IpaBuna BemeHus, MOATOTOBKH M O(GOPMIICHHS MPOTOKOJIA M APYTHX
JOKYMEHTOB, CO3[]aBaéMbIX B IIpOLECCE€ MOJArOTOBKM KOH(EPEeHTHOro
MEPOIIPUATHS

CocTaBjicHHE CMETBI pacxoaoB

OcCHOBBI HallMCaHUsI peueil U J10KJIa10B PYKOBOJAUTENS

HpaBI/IJIa YCTaHOBJICHHA KOHTAKTa, noaacpKaHus u Pa3sBUTHA
MEKIIMYHOCTHBIX OTHOIICHUM

HpaBI/IJ'Ia JACJIOBOI'O O6H.I€HI/I$I, JCJIOBOT'O 3THUKETA

OTHKET U OCHOBEI MCKIAYHAPOAHOT'O IIPOTOKOJIA

HpaBI/IJ'Ia MMPOBEACHUS ACIIOBBIX IIEPECTOBOPOB

[IpaBuna 3amuThl KOHGUACHIMATBEHON CIyXeOHON HHpOopMaIUN

TpebGoBaHus OXpaHbl Tpyaa

HApyrue
XapPaAKTCPUCTUKHU

3.3.7. TpynoBast pyHKIMS

HanmenoBanue

[Ipoucxoxaenue

Opranuzanysi HICIIOJIHEHUSI PEIICHU, YpoBeHb
OCYILIECTBIIEHUE KOHTPOJIS UCTIOJTHEHUS Kon | C/07.6 |(momypoBeHb)
MOPYYECHUN PYKOBOJIHUTEIIS KBTU(UKAITIH

3anMMCTBOBaHO
Opurunan

TPYAOBOM (hyHKIIMH U3 OpUTHHANA



Kon Peructpanmonuei
OopUruHazia HOMED
poeCCHOHATEHOTO
cTaHjapra

TpynoBble nelcTBUA

JlokyMeHTanbHOe 0(hopMIIeHHE PELICHUH PYKOBOAUTES

JloBeneHue 10 cBeleHUs pPaOOTHUKOB OpPraHU3ALUN  PACHOPSIKEHUH
PYKOBOAMTEIIA

KOOp,I[I/IHaI_[I/IH JACATCIIBHOCTH I10 HCIIOJTHCHUIO peH_IeHI/Iﬁ PYKOBOJIUTECIIA

Be,[[eHI/Ie CPOKOBOI'O TCKYHIETO U MPEAYIIPECAUTEIILHOI'O KOHTPOJIA

[IpoBepka ucnosHeHUsI HOPYUYEHUI PyKOBOJUTENIS B YCTAHOBJICHHBIN CPOK

[IpenynpexxaeHue COTPYIHHUKOB OO0 HCTEYEHMHM CpPOKAa HCIOJIHEHUS
MIOPYYEHUN PYKOBOIUTENSA

@ukcanys UCIOJHEHUS TIOPYYEHUN

CocraBneHrue OTYETOB M AHAIUTHYECKUX CIPABOK O BBIMOJHEHUU
MOPYYEHUH U PEHICHUI PYKOBOIUTENS

Heo0Oxoaumbie
YMEHHSI

Bectu cpokoByro KapTOTEKY

Bectu yuetHble peructpanoHHble OpPMBbI, UCIIOIB30BATh UX I padOThI IO
KOHTPOJIIO MCIIOJHEHUS TOPYYEHUN PYKOBOIUTENS

PaGorate ¢ wuH}pOpMaIMel MO KOHTPOIIO, CHUCTEMAaTU3HpPOBaTh €€ U
MIPEACTABIISITH B BUJIE CBOJIHBIX JOKYMEHTOB

Hcnons3oBatk cpeAacTBa KOMMYHHMKALMM JUIS  TEpelayd  MOpPYYECHHU
PYKOBOAMTEIIA

Vcnonb30BaTh COBpeMEHHBIE cpeicTBa cOopa U 00pabOTKH KOHTPOJIHHOM
uHpopmanuu

[TpumensTh HHPOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU

OIICHI/IBaTI) PE3YIbTAThI B paMKax IMOCTABJICHHBIX 3a/1a4

OcylecTBIATh  KOHTPOJIb  WMCIOJNHEHHS  IOPYYEHHH  PYKOBOIMTENS
COTPYHUKAaMHU

Heo0Oxoaumere
3HAHUS

OO6mue TpeboBaHMS K CPOKaM HCIIOJIHEHUS JOKYMEHTOB U KOHTPOJIbHBIM
(GYHKIUSAM CITY>KOBI TOKYMEHTAIIMOHHOTO 00eCreYeHUs

[Tpuniunsl, crocods! UHGOPMUPOBAHUS COTPYAHUKOB

OTuKa ACI0BOIo O6I_I_ICHI/ISI

VYnpasieHdyeckass CTpPyKTypa OpraHM3alid, PYKOBOJCTBO OpraHU3allMH,
o0pa3ipl MOAMUCEN PYKOBOISAIIMX COTPYAHHMKOB, KPYr MX MOJTHOMOYMH U
OTrPaHUUYEHUS UX 30H OTBETCTBEHHOCTU




WNHcTpykuuy no Aenonpou3BOACTBY U JIPYTUM JIOKAJIBHBIM HOPMAaTHBHBIM
aKTaM, YCTAaHaBIMBAIOLIUM MOPSIJOK pealu3alUd  yIPaBICHUECKHUX

mporeyp

HApyrue
XapPaKTCPUCTHUKHU

3.3.8. TpynoBsie pyHKIIUN

Opranuzanus v nojjiepxaHue
(bp KIIMOHAJIBHOTO aéooqero YpOBCHb
Hanmenosanue | 2> pabo” Kox | C/08.6 |(momypoBeHb)
MIPOCTPAHCTBA IPUEMHON 1 KaOWHeTa
KBaTH(UKAITIH
PYKOBOIUTENS
IIpoucxoxaeHue 3alMCTBOBAaHO
. Opurunan X
TpyI0BOU (HYHKIIUU W3 OpUTrUHaNIa
Kon Peructparmonubrit
OpHUTHHAJIA HOMED
pohecCuoHaTBHOTO
cTaHjapra

TpynoBble nencTBUs

OO0ecnieuenue pa60qero MECTa PYKOBOJUTCIIA HCO6XOI[I/IMBIMI/I cpeacrBaMu
OpFaHHSaHHOHHOﬁ TCXHUKH, KAHICIIAPCKUMU ITPUHAAJTICIKHOCTAMU

Opranmzanus mnpueMHONM oduca B COOTBETCTBUU C TPEOOBAHUSIMU
SPrOHOMUKH U KYJIBTYpHI Tpyia

Opranuzanus opopMiIeHUsI HHTEpbepa MPUEMHON PYKOBOIUTENS

Ob6opynoBanne  paboyero  Mecta  OpPITEXHHKOH,  MEpPCOHAIbHBIM
KOMITBIOTEPOM, BCIIOMOTaTeNIbHON TEXHUKOM

Opranuzanus  o0OpyaoBaHHS ~ MPHEMHONM  CHUCTEMaMH  XpaHEHUs,
HEOOXOIUMBIMH  TPUCTIOCOOJICHUSAMH, OOCCTICUCHUs]  KaHIEIIPCKUMU
TOBapaMu

ObecrnieueHne XpaHeHHs M 3aMEHBI PACXOJHBIX MaTepUajoB, MOBCEAHEBHBIN
YXO/J1 32 OPTTEXHUKON

3aka3 KaHICIIAPCKUX TOBAPOB, THTUCHUYCCKUX TOBAPOB, MPOAYKTOB IIMTAHUA

Heo0Oxoaumere
YMEHUS

CozpmaBate  ycnoBusi,  obOecreunBatouie  3¢Q(QeKTUBHy0  pabotry
PYKOBOJIUTES

HpI/IMCHHTB B COOTBCTCTBHU C HA3HAYCHUCM CpPCIACTBA OpFaHHSaHHOHHOﬁ
TEXHUKHU, KAHICIAPCKUEC NPUHAAICIKHOCTU

OcHamate pabodee MeCTO pPYKOBOAUTENI M CBOE pabodyee MecTo
HE00XO0AUMBIM 000PYJOBAHUEM

OcyiIecTBIATh 3aMEHY PaCXOIHBIX MaTepUaNOB, YXO/I 32 OPITEXHUKOMN




OcyiecTBIATh MOBCETHEBHBIN YXO/] 32 KOMHUPOBAIBHBIM aIllapaToM, 3aMEHY
Y XpaHEHHE KapTpuIKeH, ToHepa

KOHTpOJII/IpOBaTL COCTOSIHHUC W IMOIOJHATL 3aliaCbl KAHICIIAPCKUX TOBAPOB,
Cp€ACTB 'MTUCHEI, IIPOAYKTOB IIUTAHUA

Heo6xonnmele TpeboBanus OXpaHbl TpyZa, IIPOU3BOJCTBEHHON CaHUTapuy,
3HAHUS IIPOTUBOIOKAPHOM 3aIUThI
OcCHOBBI IpaBWJIBHOM OpraHU3alUdd TPYAA M METOAbl IOBBIIMIEHUS €r0
3¢ (HEeKTHBHOCTH
OCHOBBI HPrOHOMHUKH Orica U PIOPUCTUKH
CranzmapThl 1 peKOMEHIAIMH 110 000PYI0BaHUIO O(DUCHBIX TOMELICHUN
CocraB opranM3alMOHHON TEXHUKH, €€ YCTPOWCTBO U MOPSI0K paboThI C HE
HApyrue -

XapaKTCPHUCTUKHU




3.3.9. TpynoBas pyHKIUs

Pa3paboTka TOKaIBHBIX HOPMATUBHBIX YpoBeHb
HanmeHnoBaHMe |aKTOB, perilaMEHTUPYIOITUX padoTy Kox | C/09.6 |(momypoBeHb)
cekperaps KBaJTU (DUKAITAH
[Ipoucxoxnenue 3auMCTBOBaHO
P A Opurunain X
TPYIOBOU (hYHKIIUK W3 OpUTHHAJIA
Kon Peructpanmonubrit
OpUTHHAJIA HOMEp
pohecCuoHaTBLHOTO
CTaHJapTa

TpynoBble nencTBUs

Pa3paboTka qOMmKHOCTHOM HHCTPYKLIUU CEKpeTaps

Pa3paboTka moyokeHus o cekperapuare

Pa3pa60TI<a HHCTPYKIUHU 110 ACTIOIIPOU3BOACTBY

Heo0Oxoaumsie
YMCHHUS

CocTaBlATh U OQ)OpMHﬂTb OpTraHHU3alluOHHBIC U METOAUYCCKUC NOKYMCHTHI

Pe,I[aKTI/IpOBaTB TCKCTHI CJ'Iy>Ke6HBIX JAOKYMCHTOB

PaGoTathk co Bceil COBOKYIMHOCTHIO WH(GOPMAIIMOHHO-IO0KYMEHTAIIMOHHBIX
peCypCcoB OpraHu3aiu

ITonp30BaThCs Oa3zaMu JaHHBIX, B TOM YUCJIC YIAJICHHBIMU 0azamMu JaHHBIX

Hcnons30BaTh CIIPAaBOYHBIC ITPABOBLIC CUCTCMBbI

PabotaTe ¢ KOMIIBbIOTEPOM, KaTajmoramu (mankamu) u ¢aitnamMu, cKaHepoM

[Tonp3oBaTbest 0PUCHBIM MAKETOM (TEKCTOBBIN PeJaKTOp, TaOIHIIbI)

[Tonbp3oBaTbest nepuepuitHBIMU YCTPOHCTBAMH U OPTTEXHUKOM

ITonp30BaThCs IIEKTPOHHOM MTOYTOMU

[Tonb30BaTbest cucTeMamu 3JIEKTPOHHOTO IOKYMEHTO000pOTa

HeoOxoaumeie
3HAHUS

[IpaBoBbIe OCHOBBI yrpaBiIeHUs (OCHOBBI aIMUHUCTPATUBHOTO, TPYA0BOTO U
IpaXkJJaHCKOT'O TIPaBa)

JlelicTByroIME MPAaBOBBIE AKTHI, HOPMATUBHO-METOJAUYECKHUE JTOKYMEHTHI,
rOCy/1apCTBEHHBIE CTaH/IAPTHI, ONpEAEIISIONINE MOPSIOK
JIOKYMEHTAI[MOHHOTO 00eCTieUeHus yIPaBICHU

CrpyKkTypa, pYKOBOJACTBO CTPYKTYPHBIX MOJpa3ieieHul, o00pa3ibl
MOJMUCEN JIUL, UMEIOIIMX IPAaBO MOJIMUCAHUS U YTBEPKICHUS TOKYMEHTOB,
Y OTPAHUYEHUS UX 30H OTBETCTBEHHOCTHU

HpaBI/ma JOKYMCHTAlIUOHHOT' O obecneueHUs ACATCIIBHOCTU OpTraHrU3allnun




[Topsimox paboThl ¢ TOKyMEHTaMU

Tpe6OBaHI/I5[, NpEABABIACMBIE K JOKYMCHTaM B  COOTBCTCTBHH C
HOPMAaTUBHBIMH aKTaMH U T'OCYAapCTBCHHBIMU CTaHAApTaMU

[IpaBuna cocTaBieHUs OpPraHU3ALMOHHBIX JIOKYMEHTOB (TIOJIOKECHHH,
UHCTPYKIUH, pEriaMeHTOB)

Buabl 1OKyMEHTOB, UX Ha3HAYEHUE

OCHOBBI JOKYMEHTHOW JIMHTBUCTUKU

TpeboBaHus OXpaHbl TpyIa

Apyrue
XapaKTECPUCTHKU

3.3.10. TpynoBas pyHKIMS

Cocrasiienue u ohopmiieHUE YpoBeHb
HaumeHnoBanue |ymnpaBieHYeCKOW JOKYMEHTAIIUU Kon | C/10.6 |(momypoBeHb)
KBTI (DUKAITAH
IIpoucxoxnenue 3auMCTBOBAHO
P o Opurunan X
TpyI0BOU (QYHKIIUU W3 OpUTHHAJIA
Kon Peructparmonubrit
OpHUTHHAJIA HOMEp
podeCCUOHAIEHOTO
CTaHJIapTa

Tpynossie nencTBUs

CocraBieHre MPOEKTOB PACHOPSAUTENbHBIX (IPUKa3bl, PACHOPSHKEHUS) U
MH(OPMALIMOHHO-CIIPABOYHBIX JJOKYMEHTOB (Cl1y>keOHbIe TUChbMa, CIIPABKH,
JIOKJIa/IHbIE U CITy’KEOHBIE 3aIUCKH)

Ileuats CJ'Iy>K66HBIX JOKYMCHTOB U JPYTHUX MATCPUATIOB

PasMmHOXEHHE CJ'Iy>KC6HBIX JAOKYMCHTOB

KoHTponb mpoxokJIeHHs JAOKYyMEHTOB B OpraHM3aluu (COrJIacOBaHUE,
MOJNKCAHUE U YTBEPKICHUE TOKYMEHTA)

Heo0Oxoaumsie
YMEHUSA

Pe,[[aKTI/IpOBaTL TCKCTbI CJ'Iy>KC6HLIX JOKYMCHTOB

[Tonbp30BaTbest yHUGUITMPOBAHHBIMU (POPMaMU JOKYMEHTOB

O(bOpMJ'IHTL KaCCOBBIC (bHHaHCOBBIe AOKYMCHTBI U NOKYMCHTHI IO YUYCTY
HaKJIaIHbIX pacxoa0B

[lewyaratp cimyxeOHbIE TOKYMEHTHI

[Tonb3oBaTbes nepupepuiHbBIME YCTPOMCTBAMH U OPTTEXHUKOMN




PaboTath ¢ KOMITBIOTEPOM, CKAaHEPOM

[Tonp30BaTbest 0QUCHBIM MTAKETOM (TEKCTOBBIN PEIAKTOP, TAOJIUIIBI)

[Tonb30BaTbCs NEKTPOHHOM MTOYTOMN

[Tonmp30BaTbes cCUCTEMaMH JIEKTPOHHOTO JJOKYMEHTO000pOTa

ObecneunBaTh 0€30MACHOCTH AEATEIILHOCTH OpPraHU3aUN

Heo0Oxoaumbie
3HAHUSA

[IpaBoBbIE OCHOBBI yIpaBieHUsl (OCHOBBI aJIMUHHCTPATUBHOTO, TPYJIOBOTO
1 XO3SIICTBEHHOT'O TIPaBa)

CrpykTypa oOpraHu3anuu, PYKOBOACTBO CTPYKTYPHBIX IOJpa3/IejCHUM,
00pa3upl MOAMUCEH JIUI, UMEIOUINX MPaBO MOANUCAHHUS M YTBEPKICHUS
JOKYMEHTOB, M OTPAHUYEHHUSI UX 30H OTBETCTBEHHOCTH

HpaBI/IHa AOKYMCHTAIITMOHHOT'O obecneueHus ACATCIIbHOCTU OpPraHru3aliin

[Topsok paGoThI C TOKyMEHTaMHU

Tp€6OBaHI/IH, nNpeaABABIACMBIE K OJOKYMCHTaM B COOTBCTCTBHU C
HOPMAaTUBHBIMHU dKTaMU U I'OCYAAPCTBCHHBIMU CTaAHAApTaAMU

Bubl JAOKYMCHTOB, UX HA3HAYCHHUC

[IpaBuna cornacoBaHus JOKYMEHTOB OpraHM3alud (BHYTPEHHETO U
BHEIIIHETO)

[IpaBuina noanucanus U yTBEpKACHUSA JOKYMEHTOB

[IpaBuna cocrtaBieHuss W odopmieHUs WHPOPMALUOHHO-CIIPABOYHBIX,
YIIpaBJIEHYECKUX TOKYMEHTOB U CIYKEOHBIX MUCEM

OcHOBEI ,I[OKyMCHTHOﬁ JJMHTBUCTHKHU

rpaMMaTI/ILIeCKI/Ie IMpaBUJIa PyCCKOI'0 A3bIKa

TpebGoBaHust 0XpaHsl Tpyaa

HApyrue
XapPaAKTCPUCTUKHU

3.3.11. TpynoBas ¢pyHKuUSA

Opranuzanus padoThI C TOKYMEHTAMHU B YpoBeHb
HaumenoBanue |nmpueMHON pyKOBOAUTENS Kon | C/11.6 |(momypoBeHb)
KBaTM(UKAITIT
[Tpoucxoxaenue 3auMCTBOBAHO
P A Opurunan X
TPYIOBOU (HYHKITUN W3 OpHUTHHAJIA

Kon Perucrpanuonusii
OpWTrMHazia HOMED



podeCCHOHATEHOTO
CTaHJapTa

TpynoBble nelcTBUA

[Tonyuyenue, npeaBapuTEILHOE PACCMOTPEHHUE U COPTUPOBKA MOCTYIAIOIINX
B IIPUEMHYIO PYKOBOAUTENS TOKYMEHTOB

[ToaroroBka TOKYMEHTOB JJIsl PACCMOTPEHHUS] PYKOBOJAUTEIEM

Vyer AOKYMCHTOB, ITIOCTYIIAOINX HAa UM PYKOBOAUTEIIA

OpraHI/ISaHI/IH AO0CTaBKHU JOKYMEHTOB HCIIOJIHHUTECIAM

Benenue nndopmaiioHHo-CripaBOuHOM paboThI

KoHnTpoib ucnonHenus JOKYMEHTOB U MOPYYEHUNH PYKOBOAUTENS

Heo0Oxoaumsie
YMCHHUS

PaGorats ¢ BXozsIen, ncxoasiieil, BHyTpeHHE! JOKyMEHTaIHeH

[Tonb3oBaTbecs  cUCTEMaMHM  3JEKTPOHHOTO  JOKYMEHTOOOOpoTa  JUif
perHCTpanyy, KOHTPOJSI JTOKYMEHTOB W WH(GOPMAIMOHHO-CIIPABOYHON
paboThI ¢ JOKYMEHTaMH

[TpumensaTr  MHPOPMATMOHHO-KOMMYHHUKAIIIOHHBIE  TEXHOJOTHH  JUIS
paloThI ¢ JOKYMEHTaMH

CocTaBiaTh U O(bOpMJ'IHTB HOPMATUBHBIC aKThI

Heo0Oxoaumsie
3HAHUS

HopMmartuBHbIE nIpaBOBbIE aKThl, HOPMAaTUBHO-METOAUYECKUE JOKYMEHTHI,
roCyJ1apCTBEHHBIE CTaHJIapThI, ONPEAEIISAIONINE MOPSAOK
JOKYMEHTAI[MOHHOTO O0ECTIeUeHUs! yIIpaBICHUS

CprKTypa OopraHu3al, pykKOBOACTBO CTPYKTYPHBIX r[oz[pa3z[eneHI/H71

COBpeMeHHHe I/IH(I)OpMaLII/IOHHBIe TCXHOJIOTHMH pa6OTBI C JOKYMCHTaMU

HOpSII[OI( pa6OTI>I C JOKYMCHTAaMHU, CXCMbI )IOKYMCHTOO60pOTa

[IpaBuna paboTel € BXOIAMIMMHU, HUCXOIIIMIMMH ¥  BHYTPECHHUMH
JOKYMEHTaMu

HpaBI/ma opraHu3anvi KOHTPOJIA HUCIIOJIHCHHUA HJOKYMCHTOB W THUIIOBBIC
CPOKH UCIIOJTHCHU A NOKYMCHTOB

[IpaBuiia cocTaBieHNs aHATUTUYECKUX CIIPaBOK MO OPraHU3aluU pabOThI C
JOKYMEHTaMU U KOHTPOJIIO UCIIOJIHEHUS JOKYMEHTOB

[IpaBuna co3maHus W BeneHUs 0a3 JaHHBIX CIYKEOHBIX JTIOKYMEHTOB B
OpraHu3aIu

CucreMsl 3IEKTPOHHOTO JOKYMEHTO000poTa

TpebGoBanust oXpaHsl Tpyaa

HApyrue
XapPaKTCPUCTHUKHU




3.3.12. TpynoBas ¢hyHKIHS

Opranuzanus XxpaHeHHus JOKYMEHTOB B YpoBeHb

HanmenoBanue |TpuUEMHON PYKOBOAUTEIIS Kox | C/12.6 |(momypoBeHb)

KBaJTU (DUKAITAH

[Ipoucxoxnenue
TPYAOBOH (hYHKITHH

3auMCTBOBAHO

Opurunain X
W3 OpUTHHAJIA

Kon Peructpanmonubrit
opuruHasia HOMED
podeCCHOHAIEHOTO
cTaHjapra

TpynoBble nencTBUs

Pa3pa60TI<a pa3acsIOB HOMCHKIIATYPBI ACJI OpraHu3alun

dopmupoBanue u o(OpMICHHE JeJ IMOCTOSHHOIO, JOJITOBPEMEHHOTO
CPOKOB

[ToaroroBka u nepenaya e B apXyuB OpraHU3aLun

Heo6xonumeie Pa3pabaTpiBaTh HOMEHKJIATYPY JI€JI OPTaHU3AlUU C YYETOM JCHCTBYIOLINX
YMEHHS HOPMaTHBHO-METOINYECKUX JTOKYMEHTOB
Hcnonp30BaTh HOMEHKIIATYPY A€ NPH U3YYSHUU CTPYKTYPHI OpraHn3alliH,
COCTABJICHUH OIIMCEN J1eN
@opmupoBaTth ¥ O(GOPMIIATH Jella B COOTBETCTBHUH C YTBEP)KICHHOMN
HOMEHKJIaTypOM Jies1 OpraHu3aIiu
ObecnieunBaTh COXPaHHOCTh JOKYMEHTOB OpPraHU3aluN
[Tpou3BoANTE MOATOTOBKY A€ JUISI IEPEaun B apXHB
[MpumensTe  MHOOPMAIIMOHHO-KOMMYHHKAIIMOHHBIE — TE€XHOJIOTHH IS
paboThI ¢ TOKYMEHTaMH
Heo6xonumeie HopmatuBHBIE NpaBOBbIE aKThl, HOPMAaTUBHO-METOAMYECKHE IOKYMEHTHI,
3HAHUS rOCyJapCTBEHHBIC CTaHJapTHI, OTIpEIeIISIONIE TIOPSI/IOK

JAOKYMCHTAITUOHHOT' O obecrnieueHUs YIpaBJICHUA

Buasl HoMmeHkIaTyp, oOmme TpeOOBaHUS K HOMEHKIAType, METOJIUKa ee
COCTaBJICHUS U 0(OPMIICHUS

[Topsimox dopmupoBanust U opopmieHHUS [e1 C yKa3aHUEM CIenupUKHA
(dbopMUPOBaHUS OTETBHBIX KATETOPUi Ael

HpaBI/IJ'Ia XpaHE€HUA 1O€JI, B TOM 4YHCIIC C JOKYMCHTAMHU OI'PAHUYCHHOTO
J0CTyTIa

HpaBI/ma BbIIaY1 U UCIIOJIB30BAHUA JOKYMCHTOB M3 C(I)OpMI/IpOBaHHBIX pI{SA) |




TpebGoBanust OXpaHbl TPyIa

HpaBI/ma IMOATOTOBKH U II€PEaAaYU ACIT B apXHB OpraHu3anuu

HApyrue
XapPaKTCPUCTHUKHU

3.3.13. TpynoBbie HyHKITMH

HaumenoBanue

O0ecrieueHne pyKOBOIUTEIS
uHpopmanuen

YpoBeHb
Kox | C/13.6 |(moaypoBeHb)
KBaJTU (DUKAITAH

[Ipoucxoxnenue
TPYAOBOH (hYHKITHH

3auMCTBOBAHO

Opurunan X
W3 OpUTHHAJIA

Kon Perucrpanuonnsiii
OpUTHHAJIA HOMED
po(heCcCHOHATTLHOTO
CTaHJapTa

TpynoBble nelcTBUA

Coop wu mepepaborka wuHGOPMANIUK, HEOOXOAUMOW IS TPHHSITHS
00OCHOBAHHBIX YIIPABICHUCCKUX PEIICHUIN

ITpoBepka TOCTOBEPHOCTH, IOJIHOTBI M HENPOTHBOPEYUBOCTH JAHHBIX,
UCKJIIOUEHHE TyOnrpoBaHUS UHPOPMALIUU

Hpe,I[OCTaBJ'IeHI/Ie JaHHBIX B CIMHOM U y,Z[O6HOM JIA BOCIIpUATHSA Q)opMaTe

BrisBienne — Hambornee  3HAYMMBIX ~ KPUTEPUEB  CUCTEMAaTHU3AINH
uHpopmanuu it co3aanus 6a3 TaHHBIX

CDOpMHpOBaHI/IG Y HCITOJIb30BaHue 0a3 JAaHHBIX B OpraHu3anuu

HeoOxoaumere
YMEHUS

OcymiecTBisITh cOOp, 00pabOTKy U aHaIu3 HHGOPMAIIMH B COOTBETCTBUH C
TpeOOBaHUSAMHU KpPATKOCTH, YETKOCTH (OPMYIHUPOBOK, CBOEBPEMEHHOCTH
NOCTYIUIGHUSI, ~ TOYHOCTH  HM  JOCTOBEPHOCTH,  ONTHMAJIbHOCTH
cucTeMaTH3alluy, HeMpephIBHOCTU cOopa 1 06paboTKH HH(popMaIuu

OcyiecTBiATh PETUCTPALIHIO, HAaKOILICHUE u nepenaqy,
CUCTEMATU3UPOBAHHOE XPAaHEHUE M BbIJauy HHQOpMAIMU B Tpedyemoii

dbopme

CoctaBmsith ©  O(QOPMIISATH CBOJHBIC, OTYETHBIC, CTATUCTHYECKHE
JIOKYMEHTBI

OcymiecTBiIATh 00pabOTKYy W CTPYKTypUpOBaHHE HH(pOpManuu, obpasys
nH(OpMaIMOHHBIE PECYPCHI

BBO)II/ITI) HOBBIC JTaHHBIC B CHpaBO‘-IHO-I/IH(bopMaHI/IOHHI)Ie CHUCTEMBI

BBO)II/ITI) B IIaMATh KOMIIBIOTEPA SJICKTPOHHBIC 06p33I)I JOKYMCHTOB




[Tpon3BoaNTh MONCK MH(GOPMALINH B CYIIECTBYIOIINX 0a3aX JaHHBIX, BECTH
UH(POPMALIMOHHO-CIIPABOYHYIO pabOTy Ha OCHOBE pa3IMYHBIX KOMOMHAIIHIHA
HIOMCKOBBIX ITPU3HAKOB

HpI/IMeHHTB I/IH(bOpMaI_[I/IOHHO'KOMMYHI/IKaI_[I/IOHHBIC TE€XHOJIOI'NH

Heobxonumeie OcobenHOCTH (POPMUPOBAHUS BHEITHUX M BHYTPEHHUX WH(POPMAIIMOHHBIX
3HAHUS IIOTOKOB
CocrtaB BHEIIHUX WHPOPMALIMOHHBIX TIOTOKOB
CocTtaB BHYTPEHHUX WH(POPMAIIMOHHBIX TIOTOKOB
CrpykTypa OpraHu3alMyd W TIOPSJIOK B3aUMOJICHCTBUS TOJPA3JCIICHUI U
CITy X0
Ocobennoctu hopmupoBanwus 0a3 JaHHBIX B OPTaHU3AINN
CoBpeMeHHBIE ~ HAay4HbIE  METOJIBI M  TEXHHYECKHE  CPEJCTBa,
crnocobcTByrole  cOopy, 00pabOTKe, COXpaHEHHIO U Mepenade
WH(OPMAITMOHHBIX TOTOKOB
Metonet  00paGoTku wuHpOpMaMM C TPUMEHEHHEM COBPEMCHHBIX
TEXHUYECKHUX CPEIICTB KOMMYHUKAIIUN M CBSI3H, BEIYUCIUTEIILHOU TEXHUKU
TpeboBanus 0XpaHbl TpyIa
HApyrue -
XapaKTEPUCTHKH

3.3.14. TpynoBas pyHKIHS

Opranu3zanys nHGOPMaMOHHOTO
BSI;.HMOﬂeﬁCTBHHq) pOBOI[I/ITeJ'ISI c Y POBEHE
HaumenoBanue PYK Kon | C/14.6 |(nmomypoBeHb)
MO/IPa3IeIEHUMHU U TOJKHOCTHBIMU
KBaJTU(DUKAITIH
JIMIIAMU OpTaHU3aIIH
IIpoucxoxaenue 3alMCTBOBAaHO
P N Opurunan X
TPYAOBOH (hyHKIIMH U3 OpUTHHAIA
Kon Perucrpanuonnsii
OpUTHHaja HOMEp
npogeccuoHaIBLHOTO
CTaHJapTa

TpynoBeie nencTBUS

NudopmupoBanme pabOTHUKOB OPraHU3alUU O PEHICHUSX PYKOBOIUTEINS

Opranms3anus oOMeHa wuHMOpPMAIMEd MEXIy TOApA3ICIEeHUsIMH U
JOJKHOCTHBIMHM JIMLIAMH OpPTraHUu3aluu

OHOBCU.ICHI/IC pa6OTHI/IKOB O MPEACTOAIMIUX MCPOIIPUATUAX




Opranu3zanys BCTped TPYI0BOTO KOJUIEKTHBA C PYKOBOJCTBOM

NudopmupoBanre pykoBoautenass 00 oOpalleHUSIX COTPYJHUKOB 10
pabovrM U JTUYHBIM BOIIPOCAM

Heo0Oxoaumbie
YMEHUS

Hcnonp30BaTh COBpEeMEHHBIE TEXHOJIOTHU cOOpa U nepenadn HHpopMaum

OcymecTBiATh cOOp W mepepadboTKy uHMOpPMAIMU, HEOOXOIUMON s
NeSTEIbHOCTH

OCYH.IGCTBJI?ITB CUCTCMATU3AIUIO IMMOJTYHYACMbIX U MEPCAaBACMbIX TaAHHBIX

Ocy1ecTBIATh MPOBEPKY TOCTOBEPHOCTH, MOTHOTHI M HEIPOTUBOPEUNBOCTH
JaHHBIX, UCKITIOUEHHE TyOaupoBaHus HHGOpMauu

[IpenocTaBiaTh NaHHBIC B €UHOM M YAOOHOM JJIsl BOCIpUATHS hopMate

MHOTOKpaTHO HCIOJIb30BaTh IONYYCHHYIO HHGPOPMAIHIO, MOCTOSHHO
OOHOBJIATH JAaHHBIE

ObecneunBaTh ONEPATHBHOCTh WH(POPMAIIMOHHBIX TIOTOKOB

PaGoTtath ¢ KOMITBIOTEPOM, HCIIOJIb30BaTh OQHUCHBIN MakeT (TEKCTOBBIH
pEeIaKTOP, TAOJIHIIBI)

Heo0Oxoaumbie
3HAHUSA

HOpMaTI/IBHI)IG IMPaBOBBIC AKTbI, HOPMATHUBHO-MCTOAUYCCKUEC TOKYMCHTHI,
roCcyadapCTBCHHBIC CTAHAAPTHI B C(I)epe ACATCIIbHOCTH OpraHu3alluu

CtpykTypa oOpraHu3anuu, PYKOBOJCTBO CTPYKTYPHBIX MOJApa3/elieHUH,
HaIpaBJIeHUs JEATEIHPHOCTH OPTraHU3allMid M KOMIIETECHIIMU CTPYKTYPHBIX
MOAPA3ACIICHUHA U TOJDKHOCTHBIX JIHI]

Knaccudukanus ynpaBieHueckod HHQPOpPMALMU, BHUIBI YIPaBIECHUYECKOM
uHpopmanuu

@DopMbI IPEIOCTABIICHHUS YIIPABICHUECKON HHPOpMAIIIN

HcTounuku ynpaBieHUeCcKoN HHPOpMAIIU

Meroanka oT60pa HCTOYHUKOB HH(POPMAITUH

TpeboBanust, npeabaBiIsieMble K YIPaBIeHUECKOW HHPOPMALIUU

TpeboBanus oxpaHsl TpyAa

Hpyrue

XapPaKTCPUCTHUKHU

3.4. O60061eHHas TpynoBast PyHKIUSA

HaunmenoBauue

NudopmannoHHO-aHATUTHYECKAS U
OpraHU3aIMOHHO-aIMUHUCTPATHBHAS
MOAJICPKKA JEATETbHOCTH PYKOBOAUTEIIS
OpraHu3aIuu

Konx

YpoBeHb
KBaJTU(DUKAITIH




[Ipoucxoxnenue

00001IeHHON TpynoBO# | OpurnHan

byHKIHHA

X

3aMCTBOBaHO
W3 OpUTHHANIA

Kon Peructparnmonuerit
opuruHasia HOMED
podeCCHOHATIEHOTO
cTaHjapra

Bo3MorkHbIC HAUMEHOBaHUS
JOJDKHOCTEH, Tpodeccuit

[ToMOIIHUK PYKOBOIUTEIIS

TpeboBanust kK 06pa3zo0BaHUIO
1 00YYCHHIO

Beicuiee oOpa3oBanue - 6akagaBpuaT
JomnonuurensHoe nmpodeccuoHanbHoe 00pa3oBaHue

TpeboBanust K ONBITY
MIPaKTUYECKON pabOThI

He menee TPEX JICT 11O HpO(bI/IJ'IIO ACATCIIbBHOCTU OpraHru3aliin

Oco0ble ycIoBHsI OITycKa K
pabore

Jlpyrue xapakTepucTUKU

JIONOIHUTEIBHBIE XapaKTEPUCTUKH

HaunmenoBanue nokymeHnra Kon HaumenoBanue 6a30BO rpyNIbL, JOKHOCTH
(mpodeccun) WM CHEIUATBHOCTH
OK3 2432 bubmmorekapu, oubmmorpadsl, JOKYMEHTOBEIBI U
CMELUAINCTBI POACTBEHHBIX MTpodeccuit
OKCO 032001 JIOKyMEHTOBEIEHUE U IOKYyMEHTAallHOHHOE
o0ecrnieueHre yrpaBieHUs
032002 JIOKyMEHTaIMOHHOE 00ecTieYeHne YIpaBIeHUs U

APXUBOBCACHUC

3.4.1. TpynoBsie pyHKUINU

®dopmupoBanue HHPOPMAITMOHHOTO YpoBeHb
HaumeHnoBaHnue |B3auMOJENHCTBUS PYKOBOAUTEIS C Kon | D/01.6 |(mogypoBeHb)

OpTaHU3aIUSIMH KBTU(UKAIIH
[Ipoucxoxnenue 3auMCTBOBAaHO

P o Opurunan X
TPYAOBOH (hYHKITHH W3 OpUTHHANIA
Kon Perucrpanuonnslii
OpUTHHANA HOMEP

npo¢ecCuOHaIBLHOTO
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CTaHJIapTa

TpynoBsie nencTBUs

OT60op HCTOYHMKOB WH(MOpPMAMK B COOTBETCTBHH C 33JJaHHBIMU
KPUTEPUSIMHU

OO6pabotka W uHTEepHperanus MHPOPMAIUHU ISl MOATOTOBKH IMPOEKTOB
peleHuit

[TonroroBka 3ampocoB IO MNOPYYEHUIO PYKOBOAMTENS HA IOJIyYECHHE
JOKYMEHTOB W HH(GOpMAlMd B OpraHax TOCYIapCTBEHHOW BIIACTH H
yIIpaBJICHUA, 00I11€CTBEHHBIX OpraHu3alusIX u MOJIy4EHHUE
COOTBETCTBYIOILIECH HH(OPMAINH U TOKYyMEHTOB

HNudopmupoBanre pyKOBOIUTEIS O pe3ysibTaTaX PACCMOTPEHHUS 3aPOCOB U
oOpareHui

Opranu3anus peuieHus BONPOCOB, HE TPEOYIOUIMX HENOCPeACTBEHHOIO
Y4aCTHs pyKOBOIUTEIS

[ToaroToBka MarepuasoB JJs y4aCTHS PYKOBOAMTENS B pabOTe Pa3sIUIHBIX
CTPYKTYp B COCTaBe TOCYAAPCTBEHHBIX W MYHHIUIIAJIBHBIX OPIaHOB,
OOLIECTBEHHBIX OpraHU3aluil

HOIIFOTOBKa JOKYMCHTOB JI 3aKJIFOYCHHA COTJIAlICHHUI O COTPYAHUYCCTBEC
C ICJIOBBIMU ITaPTHCPAMHU

WudopmupoBaHue 1€10BbIX MAPTHEPOB U 3aMHTEPECOBAHHBIX OpPraHU3alui
0 PEUICHUSAX PYKOBOJIUTEIS B XOJI€ BHITIOJHEHHUS COTJIAIICHUN

Heo6xonumeie AHaIM3UpOBaTh U OTOMpATh MCTOUYHUKM MH(POPMALUU B COOTBETCTBUHU C
YMEHHUS KPUTEPUSAMH MTOJIHOTHI, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH MPEAOCTaBICHHUS
uH(popMalun
Cobupatb, 06pabaThIBaTh U aHATM3UPOBATH HH(OPMAIIHIO B COOTBETCTBUH C
3a/laHHBIMH TPeOOBaHUSIMU
[lepenaBath UH(GOPMAIIUIO B CUCTEMAaTU3UPOBAHHOM BH/JIE
OO6pabatbiBaTh " CTPYKTYpHUPOBaTh nH(popMaIHio, o0pasys
UH(POPMAILIMOHHBIE PECYPCHI
[Tpon3BouTh NOUCK UH(GOPMALMU B CYIIECTBYIOIUX 0a3ax JaHHBIX, BECTH
MH()OPMAIIMOHHO-CTIPABOYHYIO padOTy Ha OCHOBE PA3IMYHBIX KOMOWHAIIMMA
MIOMCKOBBIX IPU3HAKOB
ObecneunBaTh MHYOPMAITMOHHYIO OE30MTACHOCTh OpraHU3aALUU
PaboTtath ¢ KOMIIBIOTEPOM, HCIIOJIB30BaTh O(HUCHBIM MakeT (TEeKCTOBBIH
peaaKTop, TAOIHIIHI)
Heo6xoaumeie BHyTpeHHss 1 BHENIHSASA OJIUTHKA OPTaHU3alMN
3HAHUS

HpI/IHI_II/Il'ILI NpEACTAaBUTCIILCTBA B TOCYHAPCTBCHHBLIX OpraHax, OpraHax
MCCTHOI'0O CaMOyIpaBJICHUSA, CTOPOHHHUX OpraHu3anuiax ¢HW HIOpAO0K




B3auUMOJICUCTBUS C HUMU

HpI/IHHI/IHBI U MCTOAbI a/IMUHUCTPUPOBAHUS

OcoOenHocty (pOpMHUPOBAHUS BHEUIHUX W BHYTPEHHUX HMH(POPMAIIMOHHBIX
MOTOKOB

CTpyKTypa OpraHu3allid U TOPSIOK B3aUMOJCHCTBHS TOJpPA3JICIICHUH U
CITy X0

[IpaBuna hopmMupoBaHUS U UCIIOJIB30BAHUS 0a3 JAHHBIX

CoBpeMECHHBIE ~ HAyYyHbIE  METOABl W TEXHHYECKHE  CpE/CTBa,
criocoOcTBYyroMIKe cO0py, 00padoTKe, COXpaHECHUIO U ITepeaade HHPOPMAITHH

[TpaBuiia 3amuTsl KOHGUACHIUATBLHON CITy)keOHOM nHpopManu

COBpeMeHHHe I/IHCI)OpMaI_[I/IOHHLIC TCXHOJIOI'MHN

Jlpyrue
XapaKTepI/ICTI/IKI/I

3.4.2. TpynoBas ¢pyHKIIHS

Amnanu3 nHGOPMAaLIUU U MTOATOTOBKA YpoBeHb
HaunmenoBanue |uHDOpMaIMOHHO-aHATUTHYCCKUX Kon | D/02.6 |(momypoBeHb)

MaTepuasioB KBTI (DUKAITAH
[Ipoucxoxaenue 3auMCTBOBAHO

TPYAOBOH (DYHKITHH

Opurunan X
13 OpUruHasa

Kon Perucrpanuonnslii
OpUTHHAaNa HOMED
po(eCCHOHATTBEHOTO
CTaHJapTa

Tpynoseie nencTBUsA

COop, mnepepaboTka W aHanu3 UHGOPMALUMU JJs peEIIeHus 3ajad,
MIOCTaBJIEHHBIX PYKOBOJIUTENIEM

IToaroroBka I/IH(bOpMaHI/IOHHO'aHaHI/ITH‘leCKI/IX MaTcpHuaJioB

PazpaboTka TemaTrueckoro miana 0030pHOro IOKYMEHTa, JI0KJIaa

Onpenenenne kpyra 6udauorpaduuecKux HCTOYHHUKOB

[TonGop HWCTOYHMKOB U JUTEpaTyphl MO TeMe 0030pa, JAOKIaja,
AHATUTUYECKOU CIIPaBKU

Hanucanue u opopmienue 0630pa, 10KJIaaa, aHATUTUYECKON CIIPaBKU

Heo0Oxoaumsie
YMEHUSA

Pa3zpabatpiBaTh TeMaTW4eCKMH MJIaH 0030pa, JOKJIada, aHAIUTHYECKOM
CIIPaBKHU




OO0O0CHOBBIBATh aKTYaJIbHOCTh MPOOJIEMBbI, KOTOPYIO TPEJICTOUT OCBETUTH B
0030pe, ToKIIaje, CripaBKe

[Tonp3oBaTbess WHGOPMALMOHHBIMH peCypcaMd M CHCTEMaTU3HpPOBATH
MH(POPMALIMIO IO 33JJaHHBIM KPUTEPHSIM

HpaBI/IJ'IBHO HHTEPIIPETUPOBATH ITOJTYUCHHBIC JAHHBIC U IPEAOCTABIIATh UX B
CUCTCMATU3UPOBAHHOM BUIC

OnpenensiTb KpPyr HCTOYHUKOB M JIUTEPATYypbl, HEOOXOIUMBIX JUIS
MOATOTOBKH WH(OPMAIMOHHO-aHATUTHICCKUX MAaTEPHUAJIOB

H3narate MaTcpHuall B JIOTUYECKOM MOCIEeA0BATEIbHOCTH

[Ipou3BOIUTH aHAIM3 U OLIEHKY U3JI03KEHHOT'0 MaTepuaia

OhopMIISTE TEKCT B COOTBETCTBYIOIIEM CTHIIE

PeIlaKTI/IpOBaTI) TCKCT JOKYMCHTOB

DopmyJIHpPOBaTh BBIBOJIBI U PEKOMEHAALUN

OcymiecTBIATh aBTOMATH3ALMIO MPOLECCOB cOOpa, XpaHEHHs U BblIauu
uHpOpMaLUN

[Tonp30BaTbCsl YCTPOWCTBAMH aBTOMATH3UPOBAaHHON 00pabOTKH TEKCTOBOU
uH(popMauu U GoTOHAOOPHBIMH YCTPOHCTBAMU

[TprMeHATh BBIYUCIUTENBHYIO TEXHUKY U MH(POPMALMOHHBIE TEXHOJIOIUU
JUIsL DKOHOMHUYHOW M palMOHAJIBbHOM oOpraHu3anuu HHGOPMalUOHHBIX
IPOLIECCOB, MOBBIIIEHUS UX THOKOCTH U JMHAMUYHOCTH

[Tpon3BOIUTH TUTEPATYPHO-CTHIIMCTUUECKYIO 00pabOTKY TEKCTa, IPOBEPKY
JOTMYECKOH MOCIEI0BATEIbHOCTH H3JIOKEHMs, aHalu3a U OLEHKH,
HalMCaHUs BBIBOJIOB U PEKOMEHIAINi

HpI/IMeHHTB OCHOBBI IICUXOJIOTUHU ACJTOBOI'O O6H_IeHI/I$I

Heo0Oxoaumsie
3HAHUA

HOpMaTI/IBHBIe IMPAaBOBBIC AKTbl, HOPMATUBHO-MCTOANYCCKUC JTOKYMCHTEI,
TOCYAapCTBCHHBLIC CTAHAAPThI B C(bepe ACATCIIBHOCTH OpraHu3aluu

CtpykTypa OpraHusaluy, PYKOBOJACTBO CTPYKTYPHBIX MOJpa3/ieiIeHUH,
HaIIpaBJICHUS NEATEIBHOCTH OPraHHU3aluy U KOMIIETECHIUU CTPYKTYPHBIX
MOAPA3/IEIICHUN U JOJKHOCTHBIX JIHI

Knaccugukarus ynpasneHueckoil MHGOpMaLuM, BHIBI YHIpaBIEHYECKOU
uH(popManuu

@DopMBI ITPeIOCTaBIICHUS yIIpaBIeHUECKON HHGOpMAIIUU

HcTouHnkn yrmpaBieHYecKoi WHPOpMAINU, METOINKA 0TOOpa HCTOYHUKOB
uHpopMaun

TpeboBanust, npeabsBiIsieMble K YIpaBIeHYECKOH HHPOPMALIUU

Ocobennoctu pedepupoBanus nHpopmaluu, cneunpuka oQpopMmiIeHUS U




COCTaBJICHHS aHHOTAIMH, pedepaToB, 0030pOB, TOKIATOB

Kareropun norpebureneii, Ha KoTopble OyIeT paccuuTaH JaHHBIA 0030D,
JIOKJIaJ]

Metonsl  00paboTku  WHGOpPMAMM C TMPUMEHEHHEM COBPEMCHHBIX
TEXHUYECKUX CPEJICTB KOMMYHUKAIUN U CBSI3U, BBIYUCIUTEIBHON TEXHUKHU

CrpykTypa MH()OPMAIMOHHBIX HW3JaHUNA B 3aBHCHUMOCTH OT XapakTepa
MH(POPMALIMKU U LIEJIEBOT0 Ha3HAYEeHUsI MH(MOPMALIMOHHBIX U3/IaHUH

CoBpemeHHbIe cpeAcTBa cOopa, 00paboTKH, cuCTEMaTH3aUN HHPOpMAIIH

Hcrounnku uHpOpMaLMuU: KaTajaord OUOIMOTEK, >KypHAJIOB, HOUCKOBBIE
CHCTEMBbl HMH(POPMALMOHHO-TEIEKOMMYHHKAIIMOHHOKH cetu "MHTepHet",
3JIEKTPOHHBIE 0a3bl TAHHBIX

OYHKIIMOHATIBHOE Ha3HAYCHHE 0030pa (6ubmuorpacduueckoro,
pedepaTuBHOTO, AaHATTUTHYECKOTO0) KaK CPEJACTBA OPUEHTAIIUH YUTATEIS B
JOKYMEHTAJIBbHOM HMJIM UH()OPMAIIMOHHOM ITOTOKE

OcoOenHocTH 00IIIEHAYYHON U TIparMaTHUecKoi GyHKIIH 0030pOB

[TpaBuiia paboTHI C BHEITHUMU HOCUTEISIMHU UH(DOpMaLuu

HopmaruBHble [1OKyMEHTBI, TOCYJapCTBEHHbBIE CTAHIApPTHl B 00JacTH
JeATEIbHOCTH OpraHUu3aluu

[TonsTue wu cnemuduka Oubamorpaduyeckoro, pedepaTUBHOTO U
AHATUTUYCCKOTO HH(POPMAIIMOHHOTO U3/IaHUs

CHpaBOLIHBIG IMPaBOBBIC CUCTCMBI

HApyrue
XapPaKTCPUCTUKHU

3.4.3. TpynoBas pyHKIMS

OpraHu3anysi 1e10BbIX KOHTAaKTOB U YpoBeHb
HaumeHoBaHME |NIPOTOKOJIBHBIX MEPOIPHUATHH Kon | D/03.6 |(moaypoBeHb)
KBTI (UKAITII
IIpoucxoxaenue 3alMCTBOBAaHO
P N Opurunan X
TPYAOBOH (hyHKIIMH U3 OpUTHHAIA
Kon Perucrpanuonnslii
OpUTHHANA HOMEDp
npodecCuOHaIBLHOTO
CTaHJapTa

TpynoBble nencTBUA

Opranuzanysg M IUIAHUPOBAHHUE JIENOBBIX KOHTAKTOB, BCTPEU M IOE3J0K
PYKOBOJIUTENS




Opranuzanus 3acelaHui, COBCIIAHUNA W MEpPONPUSITHH, TMPOBOJUMBIX
PYKOBOIUTEIEM

[ToaroToBka MaTepuasioB MJisi COBEUIAHWH, BeaeHUE U OdopMiIeHUE
MIPOTOKOJIOB

HOI[I"OTOBK& Hpe3CHTaHI/H>'I I10 YKa3aHHUIO PYKOBOAUTEIIA

[ToaroroBka U MpoBeJCHHE MPeCcC-KOH(DEPEHITUS PYKOBOTUTEIIS

Berpeda ygyacTHHKOB MEperoBOpoB, oOecriedeHrne UX HH(POPMAIMOHHBIMH
MaTepuaiaMH, BeJleHUE 3aKceil eperoBopoB

HeoOxonumeie CocTaBisTh IJ1aH MOE3IKU PYKOBOAUTENS
YMEHHUS
OdopMnsaTe  AOKYMEHTBI, HEOOXOOUMbIE JJii  JEJIOBOM  MOE3JIKH,
KOMaHJIUPOBKHU PYKOBOJUTEIIS
CocTaByisate u 0GOPMIISATH MPOTOKOJIBI COBCIIAHWHN, 3aCEMaHUA U JIPYTHX
KOH()EPEHTHBIX MEPOINPHUATHI, TOTOBUTh CIUCOK YYaCTHHUKOB, MOBECTKY
JTHS1, SIBOYHBIC JIUCTHI M IPOCKTHI UTOTOBBIX IOKYMEHTOB
CocTaBnsTh npecc-pesnsbl
Bectu neperoBopsl ¢ mapTHepaMu
Paborath B pesxuMe MHOT03a/1a4HOCTH
PaGoTath ¢ OonbImM 00beMOM HHGOPMAITTH
CoznaBaTh U TMOAJAEPKUBATH TOJOXKUTEIBHBIM HMHIK OpraHU3aluud U
PYKOBOJUTENS
Hcnonmp30BaTh  BBIUMCIMTEIBHYIO  TEXHHUKY ©  WH(OPMAIMOHHO-
KOMMYHHUKAIIUOHHbIE ~ TEXHOJIOTMH Jis  Oollee  SKOHOMHYHOM U
palMoHaIBHON OpraHU3alMi WH()OPMAIMOHHBIX MPOIECCOB, MOBBIIMICHUS
UX THOKOCTU U IUHAMUYHOCTHU
Ob6ecnieunBaTh MHPOPMAITMOHHYIO 0€30M1aCHOCTh OpraHU3aIuU
HeoOxonumeie HopMaTuBHBIE MpaBOBbIE aKThl, HOPMATUBHO-METOIUYECKHE TOKYMEHTHI,
3HAHUS roCy/IapCTBEHHBIE CTAHIaPThI B Chepe AeSITETbHOCTH OpraHNu3aluu

CprKTypa OopraHu3aluy, pYKOBOI[SIH_[I/Iﬁ COCTaB opranusanvi H“
HOI[pa?:I[eJ'IeHI/II\/'I, HaIrpaBJICHUA JCATCIbHOCTHU OPraHu3alu 1 KOMIICTCHI NN
CTPYKTYPHBIX HO,Z[p@BI[GJ'IGHPIﬁ 1 JOJDKHOCTHBIX JIUIT

IIcuxonorus ne10Boro O6IJ_ICHI/ISI, OCHOBBI KOH(pJ'II/II(TOJ'IOTI/II/I

IIpaBuna mpoBeAEHUS  NEIOBBIX  IIEPETOBOPOB M MPOTOKOJBHBIX
MEPOTIPUATHN

OTHUKET U OCHOBBI MEXIYHAPOIHOTO TPOTOKOJIA

[TpaBuiia cocraBneHus: 1 0hOpMIIEHUS TOKYMEHTOB




[TpaBuna 3anuThl KOHGUACHITMATBLHON CITy>)keOHON nHMOpMaIUn

I/IH(1)OpMaHI/IOHHO-KOMMYHI/IKaHI/IOHHBIC TE€XHOJIOTHH

HApyrue
XapPaKTCPUCTHUKHU




3.4.4. TpynoBas pyHKIUS

HaumenoBanue

Opranu3zanys UCIIOJHEHUS PELIeHUN
PYKOBOIUTEISA

YpoBeHb
Kox | D/04.6 |(momypoBeHb)
KBaJTU (DUKAITAH

[Ipoucxoxnenue
TPYAOBOH (hYHKITHH

3auMCTBOBAHO

Opurunain X
W3 OpUTHHAJIA

Kon Peructpanmonubrit
opuruHasia HOMED
podeCCHOHAIEHOTO
cTaHjapra

TpynoBble nencTBUsA

JlokymMeHTanbHOe O(QOpMIICHHE pPELIeHUH pPYKOBOIMUTENs, IOBEACHUE [0
CBe/ICHUS] paOOTHUKOB OPTaHU3AINH YCTHBIX PACTIOPSDKEHUH PYKOBOIUTEIS

KOOp[[I/IHaIII/IH JACATCIIBHOCTH 110 MUCITOJIHCHHIO pGHIGHI/Iﬁ PYKOBOJUTEIIA

KOHTpOJIb HCIIOMHEHUS PEILIEHUH PYKOBOIUTESA

IToaroroBka OTYETOB O BBHINOJHEHUH OPYYEHUN U PEIICHUI PYKOBOAUTENS

Heo0Oxoaumbie
YMEHHSI

CocraBnsitb M OQOPMIATH JOKYMEHTBI, COJEp)KallMe IOPY4YEHUS U
pPacIoOpsKEHUs PyKOBOAUTEIIS

Bectu yuet nopyueHuii pyKoBOAUTENS, TPEOYIOIIUX KOHTPOJIA 110 CYILECTBY
pelieHus Bonpoca

YeTko 1 OBICTPO MPUHUMATD PELIEHUS B IIpoliecce paboThl

HpOI/I3BO,Z[I/ITI> aHaJINU3 UCIIOJHUTEIbCKON UCIIUILINHBI

CocTaBiATh aHAIMTUYECKHUE OTYETHI U CIIPABKU 110 PE3yJIbTaTaM HCIIOIHEHHUS
MIOPYYEHUH U PACIIOPSKEHUN PYKOBOIUTEIS

[Tonb30BaThCs cUCTEMAMU JIEKTPOHHOTO IOKYMEHTOO00pOTa

IIpumeHnATH BBIYUCIIATEIIBHYIO TEXHUKY " MH(pOPMaILMOHHO-
KOMMYHUKAI[MOHHBIE TEXHOJIOTMM I JKOHOMHUYHOM M pPalMOHAIBHON
OpraHu3aly MHPOPMAIMOHHBIX MPOLIECCOB, MOBBIIMIEHUS WX THOKOCTH U
JUHAMHAYHOCTH

OO0ecneunBath 0€3011aCHOCTD ACATCIIBHOCTH OpraHu3aliunu

HeoOxoaumeie
3HAHUS

HOpMaTI/IBHBIe IMPAaBOBBIC AKTbl, HOPMATHBHO-MCTOANYCCKUC ITOKYMCHTEI,
TOCYAapCTBCHHBIC CTAHAAPTHI B C(bepe ACATCIBHOCTHU OpraHuU3aluu

CrpykTypa oOpraHu3anuy, pYyKOBOACTBO CTPYKTYPHBIX NOJpa3AcieHUil,
HaIpaBJIEHUs JEATEIbHOCTU OPTraHW3allMd M KOMIIETEHIIUM CTPYKTYPHBIX
NOJIpa3ieJIEHUI U IOJPKHOCTHBIX JINIL




[TpaBuiia mpoBeeHNs] KOHTPOJISL UCTIOTHEHUSI TIOPYYEHUN PYKOBOAUTENS

TexHoorus BCACHUA KOHTPOJIA UCIIOJTHCHU A nopyquHﬁ PYKOBOOUTCIIA

Cucremsbl QJICKTPOHHOI'O I[OKYMGHTOO6OPOT3, 0as3sl JaHHBIX

TpeboBaHus 0XpaHbl TpyIa

HApyrue -
XapaKTCPUCTHKU

IV. CBenenus 06 opranu3anusx - pazpaboTynKax
po¢eCCHOHATIBHOTO CTaH1apTa

4.1. OTBeTCTBEHHAs OpraHU3aLUs-Pa3paOOTUNK

HII "HaunonanbeHast accouuanysi OpUCHBIX CIIEHUAINCTOB U aIMUHUCTPATUBHBIX paOOTHUKOB",
ropoa Mocksa

Jupexrop XmocHesa JIrogmuna IletpoBHa

4.2. HauMeHOBaHMsI OpraHU3aluii-pa3padoTYNKOB

1 AHO "AreHTcTBO CTpaTern4ecKuX MHUIMATUB 10 MPOABHKEHUIO HOBBIX MPOEKTOB", rOpo
Mocksa

2 AHO "Yensa0uHcKoe pernoHanbHOE areHTCTBO Pa3BUTUA KBaM(UKaIMiA", ropo
YensOuuck

3 AHO BIIO "MexpernoHanbHbIN OTKPBITHIN colManbHbIi HHCTUTYT", ropoa Momkap-Ona,
Pecniybnuka Mapuii On

4 Bonrorpazckast ToproBo-IpoMsIIIIEHHAs NTajaTa, ropoJ Boarorpaz

5 I'V "Bcepoccuiickuii HayqYHO-UCCIIEI0BATEIbCKUA HHCTUTYT TOKYMEHTOBEICHUS U
apxusHoro aena" (BHUNJIAT), ropon MockBa

6 HOY IHO "UncturyTt napopmanonssix Texnonorui "AiTu", ropon Mocksa

7 Ob61epoccuiickuii mpocoro3 paboTHUKOB IOCYJapPCTBEHHBIX YUPEKICHUHN U
oOmecTBeHHOr0 o6cmyxuBanus Poccuiickoit @enepanuu, ropog Mocksa

8 O6mepoccuiickoe MexoTpaciieBoe oobennuenne paboroaareneit "Hukens", ropoa Mocksa

9 00O "Maiikpocodt Pyc", ropox Mocksa

10 |OOO "LeHTp 3KCHIEPTU3HI U cepTHUKAUU", TOpo MockBa

11 | OOO "OnextpoHHble 0HCcHBIE cucTeMbI", ropoa MockBa

12 |TloBomxckuit MHCTHTYT yripasieHus umeHu [1.A. CronbimuHa - unman ®I'BOY BITO

"Poccuiickas akageMusi HApOJTHOTO XO3HCTBA U TOCYAAPCTBEHHOU CITYKOBI IPH
[Ipesunente Poccutickoit @eaepanmn", ropon Caparos




13 |®I'AOY JIIO "Akanemus cTaHAapTU3AIMH, METPOJIOTHH U cepTudukanuu’, ropox Mocksa

14 | ®I'BOY BIIO "lIlen3eHckuii rocynapcTBeHHbIN YyHUBepcuTeT", ropos [1ensa

15 |[®I'BOY BIIO "Poccuiickuii Tocy1apCTBEHHBI TYMaHUTApHBIN YHUBEpCcHTET", Kadeapa
nokymeHnToBenenus, kapenpa ACIIOY, ropog Mocksa

16 |®I'BY "HayuHo-uccaenoBaTelIbCKUii HHCTUTYT TPY/Ia U COITMAIBHOTO CTpaxoBaHUs"
MunucrepeTBa Tpyia U coruanbHou 3ammTsl Poccuiickon @enepanuu, roposg Mocksa

17 | SpocnaBckasi TOProBo-IpOMBIIITIEHHAS N1ajaTa, ropo] Spociasib

<1> OO6mepoccuiickuii kaccupuKaTop 3aHATHH.

<2> OO0mepoccuiickuii kaccu(pukaTop BUAOB IKOHOMUYECKOHN IEATEIIbHOCTH.

<3> O0mIepoccuiicKuil Kiraccu(GuKaTop CrenraIbHOCTEN TT0 00pa30BaHUIO.

<4> EpuHblii  KBaNM(HUKAIMOHHBIM  CHPAaBOYHUK  JIOJDKHOCTEH  pPYKOBOJIWTEIEH,
CHELUAJIUCTOB U IPYTUX CIIYXKaIIUX.

<5> OO6mepoccuiickuii kiaccudukarop npodeccuit pabounx, JOHKHOCTEH CIIyKaIUX U
TapuU(pHBIX Pa3psIOB.
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