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III. XapakTepucruka 06001eHHBIX TPYAOBBIX (PYHKIHI

3.1. O606mennas TpyaoBasi GyHKUHSA

HaRMEHOBAHNE OprasuzanuoHHOe obecrieueHue Kox A  YposeHe 3
IeATeNbHOCTH OPraHu3alluy KBATM(HKALHH
?p};;iit;m£;§:§;EOGmeHH0ﬁ Opurunan X 3auMCTBOBaHO M3 OpPUTHHANIA
Kon PerucrpanpoHHbIi
OpHIHHaNa HOMep
Npo¢eCCHOHANTLHOTO
CTaHzapTa
' Bo3MoxHEIE CexpeTapb-aIMEHHCTPATOP
| HAUMEHOBaHUA !
| IOJDKHOCTEH, !
| mpogheccuit ]
' Tpe6oBaHus K Cpennee obmiee o6pazoBanue ]
006pa3oBaHUIO U IIpodeccuonansHOE 06ydeHne — MporpamMMsl TpoGeCCHOHATBHOM MOAIOTOBKH [0 |
oby4enuto npodeccusiM paboIuX, JOJDKHOCTAM CITYKAIIHX, IPOrPaMMBI IIEPEIIOArOTOBKH !
pabo9HX, CITyXamux, IporpaMMEI IOBEINIEHHA KBATH(HUKALMH PabodnX, ;
CITy>KaIix %’
TpeboBaHus Kk - |
OIIBITY |
IIPaKTHYeCKOH |
paboThI '
----- —
Oco6sie ycroBus - |
Jonycka K paborte ‘
Tpyrac : *,
XapaKTePHCTHKH !

JIOTIONTHUTEIHHBIE XapaKTEPUCTHKH

HaHMeHOBaHHE IOKYMEHTa Kox HammenoBaxue 6a30B0ii rpymnibl, JOJDKHOCTH
(mpodeccun) WM CIEHATBHOCTH
OK3 4222 Cuyxamme, 3aHATBIE IPHEMOM M HHPOPMHPOBAHHEM ;
MIOCETUTENIEH |
OKCO’ 032001 | JoxymeHTOBeneHHE W JOKyMEHTAIIMOHHOE O0eCIeueHUE
yIIpaBJIeHHAS




3.1.1. TpynoBas pynknus

HammMeHOBaHHE

IpoucxoxaeHue
TpyxoBO# hyHKIMH

prJIOBLIe
JIEHACTBUS

Heob6xomxuMeie
yMeHHUS

HeobxomuMmele
3HAHHUA

Hpyrae
- XapaKTEpHCTHKH

IIpuem u pacnpeneneHue
P Paclipex K AJ01.3 VpoBeHs (NOXYpPOBEHD) 3
TeneOHHEIX 3BOHKOB on 3 | xeamaduxamn
Oprasusaiuy
3auMCTBOBaHO

Opurmsar X | u3 opurmHana |

Kon opururana  PerucrpanpoHHsIN HOMEp

npodeccHoHaIBHOTO
CTaHfapTa

HepeHanpaBneHHe TeJ'Ie(bOHHBIX 3BOHKOB  pPYKOBOJACTBY H COTPpYAHHUKaM
ogrannsaunn

~ Peructpanus nocrynaromux TeneOHHBIX 3BOHKOB

Ilomyyenne Heobxomumolt mMHpOpMamME u mepejada CaHKIMOHHPOBAHHON

 HE(opManuy 1o Tenepony

Hcnonp30Bath TeXHUYECKHE U IPOrPAMMHbIE CPEJICTBA JUIS IIPOBEIEHHUS TOIOCOBOK
WJIH BUEO-KOH(EPERI[-CBA3H

Hcnonb3oBark cpeicTBa KOMMYHHKAIMOHHOM ODPITEXHMKH [UIS HOJNYYEHHS H
Bect  y4eTHBle  permcTpanHOHHbIE
HHGOPMAIIMOHHON paboTEI

YcraHaBnuBaTh KOHTAKT C CO6CCCIIHPIKOM, noonep>XUBath H pa3sBHBATh ACIOBYHO

¢opMBI, HCHONB30BaTh MX  [JA

CHUTYAaIluu MEXIIHIHOCTHOIO

IlpaBuna B3amMOmeHCTBHA C NapTHEpaMH, KIMEHTAMH, CPEICTBAMH MAacCOBOM
nnﬁgqpmaumd
OTHKa JeJI0BOr0 OOIEHHAS

Tpebopanus oxpaHs! TpyZJa

~ IlpaBuna 3amuTs! KOH(PUIEHIHATBHOM CITyXe6HOH HHpOpMaIHU

3.1.2. TpynoBas pyHKOus

HaumMeHoBanue

IIpoucxoxnenue
TpyAOBOH (yHKIMH

Oprarusanus paboTsI ¢ VpoBeHb (TIOXYPOBEHB)
Kox | A/02.3 3

TOCETHTEIIMY OpraHA3alHH | xeamiguatimy

Opurusan X 3auMCTBOBAHO U3

- OpHrMHana _
Kon opurnsana PeructpauposHsii
HOMeEp
poeCCHOBANBHOTO

CTaHjapTa



Tpynmoseie neficteusas  BeTpeda moceturenedf, momydeHHe NEPBHYHOM HHQPOPMALMU O TMOCETHTENAX H
IIOMOIIB B OpPraHM3alliy UX NpHEMa PYKOBOAUTEIEM U COTPYAHUKAMHU
Benenue xypHana 3aMCcH ITOCETHTENEH
VYyger nocemrenen o 0 OPMITEHHE IPOTYCKOB
IlpueM ¥ mepenada AOKYMEHTOB IOCETHTENeH DPYKOBOJICTBY H COTDYIHHKAM
- OpraHM3aluH
~ Opranmzanys 1 OpoHHpOBaHHE neperoaopm:rx KOMHAT
Cepsuposka gaiiHOro (Koqgeunoro) CTOJA B oqmcc

Heob6xoaumeie O6IIIaTI>CH C TIOCETHTEIAMH
yMeHus Hcrons30BaTh )’CTaHOBJIeHHBIe npaBmIa U Tpolexypsl KOMMYHHKAIMH BHYTPH
_ OpraHH3aIyH

" BecTH yueTHBIe JOPMEL, HCIIONB30BATh X JUIA paboTEI
C03/1aBaTh NIOJIOXKHTETHHbIA HMHDK OPraHH3aIHHA
- IIpuHMMAaTE MEpH 110 pa3speIeHHIO KOHQIUKTHBIX CHTYallui
ITpuMeraTs MEGOPMALHOHHO-KOMMYHHKAIIMOHHbIE TEXHOJIOTHH
~ ObecneunBars KOHPUACHIMATHHOCT HHPOpMALH
HeobxonumMere ITpaBuina opraHu3alyy IpHEMa IOCETHTEIEH
3HaHHA ITpaBuia genoporo o6meHus
CrpykTypa opranmsamuu M pacnpefieleHHe QYHKIHMHA MEXIY CTPYKTYPHBIMH
NOJIpa3ICICHUAMH U CIIeHaTACTaMH

ITpaBuia opraHu3aiyy TPHEMOB B oq;nce

TIpaBeIa IPHIOTOBICHHS H I0JAYH FOPAIHX HAUTKOB M 33KyCOK K HHM
OTHKa JenoBoro obmeHus

IIpaBuna peueBoro STHKETa
TpeboBanus oxpaHs! Tpyaa

Apyrue -
XapaKTCePHCTUKH

3.1.3. TpynoBas pyHKIHA

BrmonsaeHne KOOpARHUPYIOMINX Ko | AJ03.3 VpoBeH» (II0AyPOBEHD) 3 E

HauMmeHoBaHHE .
1 obecneunBaomux GyHKIHH KBaHGHKAHAH
HUE
ITponcxoxae Opuraran X 3auMCTBOBaHO
TpyZAOBO# QyHKLIMH ~ M3 OPUTHHAJA .
Koz opurunana Perucrpaumonbrii
HOMep
npodeCCHOHATHLHOTO
CTaHxapTa
Tpynossie BeneHHe XypHalia pa3se3I0B pa60THKKOB OpraHH3alluy
AeACTBUA . Koopauuauus paboTs! KypbepoB u BOAUTENEH OpraHA3alliy

| CocTaBleHHe CIpAaBKH O pashesjax paGOTHHKOB, KyPhEpOB H MapIIpyTax
 BOAMTENEH OpraHA3aiyy
Heob6xonmmMsle COCTaBJISITB H BECTH YIETHBIE JOKYMEHTBI
‘yMeHHA  TIpHMEHSATH CpE/ICTBA KOMMYHHKAIMH IS IepeJaun MOPYYCHHH PYKOBOIHTES |



HPI/IMCHSITB conpeMeHHLIe cpezcTsa cbopa, 069a601‘m U nepefasu HEGopMauuu
. OleHMBATH Pe3yIbTATEl B paMkaX IOCTABJICHHBIX 3a/1a4
~ i Ocymecm:mrs KOHTPOJIb HCIIONHEHHUS IIOPydEeHUH pyI(OBOIIPITCJDI COTpYIHUKaME
HeobxoauMbie l'IpaBmIa pequoro JTHKETA

3HAHHA
an ’ DTHKA [e0BOrO OOMeHHs

‘ _TBeGOBaHmi oxﬂpanmﬂmi;gy__a
ITpapuia 3amuTE KOHPHAECHIHATEHOMH CJIX)K66HOH HHQ)opMaJmH

CtpykTypa opraHu3alliM W paclpenelicHAe (QYHKIME MEXAY CTPYKTypHBIMH :

Hpyrue -
XapaKTEePHCTHKH

3.2. O600menHas TpyxoBasi yHKOUS

JloxymerTanmmoHHOE obecrieueHue

HaumeHoBaHHe Kot B VpoBeHb KBUTHOHKALHAH 5
IeATeIbHOCTH OpraHH3aluu
INpoucxoxnexnue
0606meHHOH TpyROBO# Opurgsan X . 3auMCTBOBAaHO H3 OpDHIHHANA
byrxuIM .
Kon PeructpaumonHsiit HOMep
OpHUTHHAJNA npodeccHOHATBLHOTO
CTaHzapTa
Bo3moxHbIE Jlenonpou3BoANTEH
HaUMEHOBaHHS
JOJDKHOCTeH, mpodeccuit
TpeboBanus k Cpennee npodeccuoHanbHOEe 00pa3oBaHKe — IIPOrPaMMEI TOATOTOBKH
06pa30BaHHUIO U KBaJIHQUIHMPOBAHHBIX pabodnX, CITyKaLIUX
006y4eHuIo

TpeboBaHHA K OIBITY -
IIpakTHIeCKO# paboThl

Ocobkie yciIoBAS -
JoImycKa K pabote

Jlpyrue XapakTEpUCTHKH | -

JIONOHUTEBHBIE XapaKTEPUCTUKH

HaumenoBanue 6a30B0ii Ipyninbl, JOJDKHOCTH
HaumeHOBaHIE JOKyMEHTa Kon
(npodeccun) WM crieNHaAIbHOCTH

OK3 3431 AMUHHCTPaTUBHO-YIIPABJICHIECKUH IIEPCOHAT
EKC* - Henonpounssoaurens

OKIIATP’ 21299 Jlenonpou3BoIuTENh

OKCO 032002 JlokyMeHTanuOHHOE 00ecrieYeHHEe YIIPABICHHUS U

apXMBOBEICHHUE




3.2.1. TpynoBas ¢pyHKuus

-

Opranusanus paboThl ¢ JOKyMEHTaMH Yposerb
HauMeHoBaHHe Kon | B/01.5 | (nomypomens)
KBaTUQUKAIMHU
Dpowcesiente | Opmmn X lamemomor |
Kon PeructparyonHsiii HoMep
OpHUTMHAJIA npodecCHOHATBHOrO
cTaHmapra
Tpynossie HpneM U IIepBUYHAs 00paboTKa BXOMSAIMIMX JOKYMEHTOB
IOEHCTBHS IIpenBapuTensHOEe PACCMOTPEHHE H COPTHPOBKA NOKYMEHTOB Ha pemcrpnpyeMme
_ H HE PEeTHCTPHPYEMBIE
Ho__groromca BXOJAMIMX JOKYMEHTOB JUISi pACCMOTPEHHS PYKOBOJUTEIIEM
Peructpanus BXOAAIHUX JOKYMEHTOB
Oprasn3anus J0CTaBKH JOKYMEHTOB HCITOJHHUTELAM
Benenne 6a3sl JaHHBIX JOKYMEHTOB OpTraHU3allHH
Benenne HHpOpMaIHOHHO-CIIPABOTHON paboTEI
- O6paboTka ¥ OTIpaBKa HCXOASIMHX JOKYMEHTOB
Opranuzanus paboTel HO PpErHCTpPalld¥, Yy4YeTy, XPaHEHHI0 H Iepejade B
COOTBETCTBYIONIME CTPYKTYpHbIe  IIOApasAENCHHA JOKYMEHTOB  TEKYIIEro
JAETIONPOU3BOICTBA
 KonTtpons ucnonHeHus JIOKyMeHTOB B opralmaaumd
Heob6xoxumelie Paborath co Bcelt COBOKYITHOCTHIO HHPOPMAIIHOHHO-TOKYMEHTATHOHHBIX PECYPCOB
YMEHHUS OpraHu3aly
ITonp3oBaThCcs 6a3aMu JAHHEBIX, B TOM 9UCIIE YJAICHHBIMA
ITonp30BaThCs CIPaBOYHO-TIPaBOBEIME CHCTEMAMH
ITonme30BaThCs aBTOMATH3HPOBAHHBIME CHCTEMaMH y4Y€Ta, PErMCTPaliH, KOHTPOJIA
H WHOOPMAaIMOHHO-CIIPABOYHBEIME CHCTEMaMH IIpd paboTe ¢ JOKyMEHTaMH
OpraHH3allH
TIpHMEHSTD COBpEMEHHbIe HH(pOPMALHOHHO-KOMMYHHKAIMOHHBIE TEXHOIOTHY UL
paboTBl C JOKYMEHTaMH, B TOM YHCIE O €€ ONTHMH3AlMH M MOBBIIICHMA
3¢ dexTHBHOCTH
Heobxonumeie HopMaTHBHEIE IIpaBOBBHIE aKTHI X HOPMATHBHO-METOIUYECKHME TOKYMEHTHL,
3HaHHA OIIPENEIIONIHE NOPATOK IIOKyMCHTaHPIOHHOFO obecniedeHus YTIpaBeHHA

Hopx,aox paboTsi ¢ ,noxyMeHTaMH
Cxemel JokyMeRTOO60pOTA

TlpaBuna OpraHM3almud W @opMBI KOHTPOZI HCTIONHEHHS JIOKyMEHTOB B
OpraHu3aIiy
~ Tumosble CpOKM HCIOJHEHUS JOKYMEHTOB
Hpnnmmm PaBOTHI CO CPOKOBOM KAPTOTEKOH
HasHageH e i TEXHOJIOTHS TEKYIIEro K IPEyTIPEIHTEEHOr0 KORTPOIIS
TIpaBMia COCTABJICHHS AHATMTHYECKHX CIPABOK IO OPraHM3ANNE DaGOTHL C
AOKyMEHTaMH H KOHTPOJIO HCIOTHEHHA JOKYMEHTOB
BHJIEI JOKYMEHTOB, HX HasHAUCHHE ‘
Tpe6OBaHUs, MpEIbABIAEMEE K JOKYMEHTAM B COOTBETCTBHH C HOPMATHBHEIMH
~ AKTaMH 4 IOCY/1apCTBEHHBIMHA CTAH/APTAMHU



IlpaBunma  cocraBieEEs #  oQopMiIeHHS  HH(POPMAIMOHHO-CIPABOYHEIX,

CucreMsl 21eKTPOHHOTO JOKYMEHT0000pOoTa _

_ Tpe6osarmust 0XpaH:! Tpyaa

Tipyrae -
XapaKTePHCTUKH

3.2.2. TpynoBas pyHKIOHA

OpraHu3amys TeKyIero XpaHeHus Vposens

Haumenosanue JOKYMEHTOB Koz | B/02.5 (noxypoBeHb) 5
KaTHUKALMH

ITpoucxoxaeHue OpuruHan X 3aMMCTBOBAHO
TpyHoBo# GpyHKIUN U3 OpUruHana
Kon opurusana PerucrpaumoHHbIif
HOMeEp
Mpo¢ecCHOHAILHOrO
CTaHJapTa

Tpynossie Pa3pa6oTka HOMEHKIIATYPEI e OpraHu3alul
JNEeACTBHUA [IpoBepka NpaBUIBHOCTH O0POPMIIEHHS JOKYMEHTOB M OTMETKH 00 HX HMCIONHEHHH
nepes uX GOPMHPOBaHHEM B J€J0 JUIS MIOCIEAYIOMETO XPaHSHHS
DopMyIHpOBaHHE 3aTOJIOBKOB JEN B ONPEAECHHE CPOKOB HX XPaHEHHs
- ©opmupoBarue e L o 4
KOHTpONF IpaBMIBHOTO H CBOEBPEMEHHOIO pAacOpENeNCHHs M  [OJUIHBKH
JOKYMEHTOB B Jc]1a _ e ‘
Heobxomumeie '~ OpraHu30BEIBaTh pabOTy IO y4eTy, XpaHEHHIO M IEpeiade B COOTBETCTBYIOLIEE
YMCHHA . CIPYKTYPHOE IOAPAa3ACICHIE JOKYMEHTOB TEKYIIEro ACTONPON3BOACTBA
OcCymIecTBIATE METOMIECKOE PYKOBOACTBO AENONPOM3BOACTBOM B OPTaHM3AINH,
. KOHTPOIHPOBATH MPABHITbHOE YOPMHPOBAHKE, XPAHEHHE ¥ CIATy IEN B apXHB
Wcmonk308aTh HOMEHKIIATYpPY JHel MPH H3YYEHHM CTPYKTYPHI OpraHHM3alliy,
COCTaBJIEHHH OITHCEH JIen
Opraau3oBsIBaTE paboTy N0 HOPMHUPOBAHHUIO A€ B COOTBETCTBHH C yTBEPXKACHHOMN
HOMEHKIJIATYpOH JeJl OpraHu3alyH
IlpaBuiibHO B CBOEBpPEMEHHO (OPMHPOBAaTh MNOKYMEHTHI B Jeda C YUeTOM HX
crenuduku
~ CacTeMaTH3HpOBaTh JOKYMEHTHI BHYTPH Jena
- ObecneuBaTh COXpaHHOCTS H 3AIUTY JOKYMEHTOB OpraHH3alyl
[IpuMenaTs HHGOPMALOHHO-KOMMYHHKALIHOHHBIE TEXHONOTHH IUIi paGoOTHI C

Heobxoxumeie HopmaTuBHEIE IpaBOBBIE  aKTBl, HOPMATHBHO-METOAHYECKHE  JOKYMEHTEI,
3HAHUA rOCyapCTBEHHBIE CTAaHJApTHl, OIPEACIMIONIAE MNOPSIOK JIOKYMEHTANMOHHOIO
_obecriedeHu s yIIpaBiIeHUS _ _
' Buzsl HoMeHknaryp, ofmme TpeGOBaHHA K HOMEHKIATYPE, METONMKA ee
COCTaBJIEHHS B 0GOPMIICHHS
IlpaBuna corinacoBaHMs HOMEHKIIATYPHI H€l1 C BEIOMCTBEHHBIMH apXuBaMH H
KCIIEPTHOH KOMHCCHEH | ._ | o
Hopsanox ¢opmmpoBanus u odopmnenus nen, croenuduka (GOPMHPOBAHHA
. OTJENBHBIX KaTeroOpHii fen



Hpyrue

XapaKTEPHCTHKH
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~ IlpaBuna BeLIaYM M HCHONB30BaHUA JOKYMEHTOB M3 C)OPMUPOBAHHBIX JeT
. TpeGopanwus oxpans! Tpyaa

3.2.3. TpyaoBasi pynxums

HaumeHnoBaHue

ITpoucxoxnexnue
TPYROBOU pyHKIMHU

Tpynoseie
JEUCTBUS

HeobxonuMrle
YMeHHA

HeobxonuMeie
3HAHUSI

Opranuzamus 06paboTku Aen
JUIS TIOCIIETYFOMIErO Kon | B/03.5 Yposetib (IIOYPOBEHE) 5
KBaTH(pUKALHN
Xpawewwst 0001 L ] —
Oprrmsan X 3auMCTBOBaHO
U3 OpHIHHANA ‘
Kox opuruHana PeructpaumonHsrit
HOMep
npodecCHOHATEHOro
CTaHIapTa

HpOBepKa CPOKOB XpaHCHHA JNOKYMCHTOB, COCTaBJIICHHE IIPOTOKOJIa pa601‘51

3KCHCpTHOﬁ KOMHCCHH II0 IIOArOTOBKE JOKYMCHTOB K XpaHCHHUIO, aKTa O

' Ilepesada e B ApXUB OPraHH3AIHH

Ilone3oBarbCs OCPECYHIMH  JOKYMEHTOB H  aHAIM3HPOBATH (l)aKTPI‘ICCKOC
CoAepXKaHue HUMCIONUXCA B JACI€ INOKYMECHTOB IIpA OIIPCACIICHHH CpPOKOB HX

XpaHcHAA
- OgopMIIATE NOKYMEHTHI 9KCHEPTHOH KOMHCCHH

Odopmnare O6GNOXKH He NOCTOSHHOTO M BPEMEHHOIO CPOKOB XpaHEHHS B
COOTBETCTBHH C TPeOOBAHUAMHU rOCYHAPCTBEHHBIX CTAHJAPTOB

‘ HPOI/ISBOJII/ITB XPOHOJIOTHIECCKH-CTPYKTYPHYIO CHCTEMATH3AIMIO AC)I

OcymecTBIATE TEXHHYECKYIO 00paboTKy B IONHOE 0QOPMIIECHHE €N IIOCTOSHHOIO

IIpumeraTs MHDOPMAIMOHHO-KOMMYHHKAIIHOHHBIE TEXHOJOTMH IS paboTel ¢
. AOKyMCHTaMH

HopmaTHBHEIE HpaBOBBIC  aKTHl, HOPMATHBHO-METONMYECKHE  JOKYMEHTHI,
roCyJJapCTBEHHBIE CTAaHAApTHl, ONpEeJE/IOMHUe MOPAXOK JNOKYMEHTAIIHOHHOTO
obecreveHus ynpapaeHus _

Kputepun pasneneHus ROKYMEHTOB Ha IPYNIBI B COOTBETICTBHM C ILEHHOCTHIO
HHGOpMaluy, coepxKameics B HIX

[TopAmok HCIIONB30BaHUS THIIOBBIX WM BEXOMCTBEHHBIX IEPEYHEH NOKYMEHTOB,
OIpEENIEH s CPOKOB XPaHEHHS B IIPOLlEcCe SKCIEPTH3BI IIEHHOCTH JOKYMEHTOB
[MopsAmox co3faHMs, OpraHW3allMH H JOKYMEHTHPOBaHMA DabOTBI OKCHEPTHOM
KOMHCCHH

. IIpaBrita cocTaBleHHs M YTBEPXKIEHUS NPOTOKOIA pabOTHI IKCIIEPTHON KOMHCCHH

HpaBI/IJIa COCTaBJICHUA M YTBECPXKICHHA aKTa O BBIJICICHAH JIOKYMCHTOB, HE

. HOATIEKAKX XPAHCHHIO S
IlpaBuna Texmumdeckodf o6paboTKH W MOIHOrO OQOPMIICHHS €N IOCTOSHHOIO M
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BPEMEHHOTO CPOKOB XPAHEHHS
IIpaBuna cocraBieHHs ONHCH Je/ OCTOSHHOIO ¥ BPEMEHHOIO CPOKOB XpaHEHHUS B

IIpaBuna nepenaun e B apXUB OpraHU3AMY
. Tpe6oBaHus 0XpaHkI TpyIa

Hpyrue -

XapaKTePHCTHKH

3.3. O606menHan TpyaoBas pyHKIHA

OpraHA3alHOHHOE, TOKYMEHTallHOHHOE H

HaumeHoBarve HH(POPMAIIHOHHOE 0obecIiedeHHe AEATEIbHOCTH Ko C Yposerh 6
p KBATHpHKAIIHH
PYKOBOIHUTEIIA OpPraHH3aIH
[poucxoxere 3auMCTBOBaHO U3
06061meHHoM TPy IOBOM Opuruzan X
OpUTHHANIa
PyHKIHH
Kon Peructpanuonsslif
OpHMruHana HOMep
nperccmHanLHoro
CTaHgapTa
Bo3moxHbIE Cexperapps pyKOBOOHUTENSL
HaUMEHOBaHUSA

JOJDKHOCTEHM, Tpodeccuit

TpeboBanus x
o0pa3oBaHUIO U
0o0y4eHHIO

Bricmee o6pasoBanue — 6akanaBpuar
WIH

Cpensee npodeccuoHansrOe 06pa30BaHUE — IPOrPaMMBL NOATOTOBKH

CIIEIUAIICTOB CPEAHEro 3BeHA
JlomosmuTenbHOE npodeccHoHaNbHOE 00pa3oBaHHe

TpeboBaHHA K ONBITY
IpaKTHIeCKOU paboTHI

He MeHee OByX /€T BHIIOJIHEHHS paboT 10 OpraHU3allHOHHOMY U
JOKYMEHTAIIHOHHOMY 00€CIEYECHHIO AEATENIEHOCTH PYKOBOAUTEIA
OpraHM3allMHY [IPH CpeJHeM MpodecCHOHATPHOM 06pa3oBaHKH

Ocobsie ycnoBus
Jonycka K pabore

Jpyrue xapakT€pUCTHKH

HOHOJIHPITCJH:HBIC XapaKTCPHCTHKH

H HaumenoBanue 6a30BoM IPYIIEL, JOJDKHOCTH
auMEHOBAaHUE JOKYMEHTa Kon
(mpodeccHn) HITH COELHATBHOCTH )
OK3 2432 Bu6nmuorekapu, 6ubimorpadsl, JOKYMEHTOBEAB! U
CIENHATMCTHI POJCTBEHHBIX podeccHit
EKC - CexpeTapp pyKOBOIHUTENL
OKIIATP 26341 CexpeTapb pyKOBOJUTES
OKCO 032001 JIOKyMeHTOBeIEHHE ¥ JOKYMEHTAIlHOHHOE
ofecrieueHNe yIpaBIeHUs
032002 JlokyMeHTaIMOHHOE 00ECIICUCHHE YIIPABICHUS U
apXWBOBEICHUE
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3.3.1. TpynoBas pyHxkous

HaumenoBaHue
[MpoucxoxaeHHe

TPYIOBOH GyHKIHH

Tpynoseie
JIeHCTBUS

Heobxomumere
yMEHHUsA

Heobxooumele
3HAHUSA

HApyrue

XapaKTepHCTHKU

Oxa3zaHnue NOMOIIH
VpoBeHb (TIOXYPOBEHE)

OBOJUTECIIIO B
pyKoBoH Kox | C/01.6
IUTAHHPOBAHUH pabodero KBaTHUKALIMH
BpPEMEHH
Opurusan X 3auMCTBOBAHO
. U3 OpUTHHANA
Kox opururaia PerucrpammonmsIi
HOMeEp
npo¢eCcCHOHANBEHOTO
CTaHIapTa

| BBIGOp (GOpMEI IUIAaHHPOBAaHUSA U o@opMneHne IUTAaHUPOBIIMKa (OpraHaiizepa)

OnpeneJIbe npuopmemocrb ) oqepe,z[Hocn, 'BBIIONHEHHS PaboT B 3hdeKTHBHO

pacmpeenaTh pabodee BpeMs

Oxa3sBIBaTh IOMOIIH PYKOBOAKUTEIO B PacIpeelIeHHH ero pabovero BpeMeHu
BrIOMpaTh ONTHMATbHBIE CIOCOOBI HHGOPMHPOBaHMS MAPTHEPOB, KIMEHTOB,
HOCETHTENEH, PYKOBOIMTENEH MOJApa3feleHHii U COTPYAHHKOB O IUIAHWPYEMBIX
MEPOTIPHATHSIX

OCHOBI:I alIMHHHCT’paTPIBHOFO IIpaBa H pr,D;OBOI‘O 3aKOHOJIaTCJ'IBCTBa Poccuiickoit

Desrepanuu
PyKOBOJISIIHI COCTAB OPTAHH3AIMHM H €€ TOapa3/ieNeH’i

 TIpHHIHIIBL K IPABHIIA IUTAHAPOBAHHS PaGogero BpEMEHH

INocranoBka nenei

~ IlpaBuia npoBeieHUs NETOBBIX [IEPErOBOPOB
- TpeboBanus oXpaHbl Tpya

3.3.2. Tpynosas pynknus

HammeHoBaHHE

IInmanupoBanue pabodero IHA cekpeTaps

VYposeHs
(noxypoBeHs) 6
KBaJTH(pUKAIHK

Kon | C/02.6




ITpoucxoxneHue
TPYAOBO¥H QYHKIIHH

prz[osr;le
JeHCTBHUSA

Heo6xoamMelie
yMeHHUS

Heo6xoamMeie
3HAHUS

Apyrue
XapaKTePUCTHKH
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X 3auMCTBOBaAHO U3

Opurusan
OpHUTrHHANa
Kon PerucrparuonHeiit
OpWTHHAaJIa HOMeED
poeCCHOHATLHOTO
CTaHIapTa

. BLI60P 1§ OQQPMJICHI/IC HJIaHI/I_pOBH{KKa CCK_PCTaPﬁ

_Benenne nHeBHUKA (Ha SNEKTPOHHOM H /MM 6YMaXXHOM HOCHTEJIE)

 IepeHecenne HeBBIIONHEHHBIX 3anna1mponannmx 3a,_z(_aq
_ BrImoHEHME THITHYHBIX ©KETHEBHBIX JEI

- BEIGHpaTh ¥ 0GOPMIIATS ITAHHPOBITHK

BHOCHTP H OTCIIEXHBATh HH(bopMaumo Ha SJIeKTpOHHOM Wum OyMaXHOM

 HOCHTele

BEIGHpaTS ONTHMATHHBLH | pHTM paboTsl
 AHaJTM3HMpPOBATh IPHYMHEI HEBBIIOIHEHHUA 33129

OcoGeHHOCTH oq)opMJIean IUIAaHUPOBIIMKA (Ha DJJCKTPOHOM H OGyMaKHOM
 HOCHTEJAIX)
 OCHOBBI YTIpaBJICHUS BpEMEHEM

3.3.3. TpynoBas ¢pynxnus

HauMmeHOBaHue

IpoucxoxaeHue
TpyZOoBO# QYHKIAH

Tpynossie
JIEHCTBHSA

Heob6xoaumMeie
yMEHHUS

' HepeHanpaBJIeHne
_ PYKOBOOUTENA, IPYTHM COTPYAHUKAM

Opranusauus TeneGOoHHBIX 036 z’poseHL ) ]
Kon . TIIOXYPOBEHb
neperoBopoB B
P POB PYKOBOZHTCIA KBanupUKa MU
" 3aMMCTBOBAHO

Opurunan
P X U3 OpMrHHaNa

""" PerucTpannoHHbIH
HOMep
npoheCcCUOHANBHOTO

CTaHjapTa

Kon opurunana

OTI[eJ'IBHbIX 3aMCCTHTEILIM

TeJIeQ)OHHHx '3BOHKOB

HOJ’I}"ICHI/IC HBO6XOI[PIMOH HH(bOpMaIIHI/I u nepe;(aqa CaHKHIfIOHI/IPOBaHHOH

mEQOpMaNuH 110 TenedoHy

VYcraHOB/IEHHE KOHTaKTa C COGCCCIIHHKOM nomepxcaﬁne H Pa3BUTHEC JIeJIOBOM

~Gecenrl B mponecce TeneOHHBIX IEPETOBOPOB.

- Oxa3saHue OMOIITH PYKOBOIMTENIO pH opraﬂnsamm H npOBeneHIm Tene(bOHH},Ix
' IIEPErOBOPOB ¥ BUJICOKOH(EPEHIHI

"Bectm m wmcnone3oBate B pabote 6a3y JAHHBIX TeNehOHHBIX KOHTAKTOB
_pyxoBoguTens

I/ICIIOJII:BOBaTb CpeacTBa KOMMYHHKaI[HOHHOH OPFTCXHHKK _JIJISI NOJYUCHHUA M
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BecTH  yueTHble pErHCIDAlHOHHBIE  (OPMbI, HCIONb30BATH  HX  JUiA
HHPOpMAIMOHHOM paboTel W paboTel IO KOHTPOJIO MCIIOJHEHMs pEIIeHHH

~ PYKOBOJHTEIL

Heo0xoaumere
SHAHUS

OﬁccneqHBaTL HHQopMaH_HOHHXIo 6€30I1acCHOCTh AEATENBHOCTH OPraHu3alMu
Cobmopars ciryxe0HbIi STHKET

- TenedoHHBIE KOHTAKTHI PYKOBOJHUTELSA

Oyukiuu, 3a0a9d, CTPYKTypa OpraHM3allii, €€ CBSA3M II0 BEPTHKANM H

 TOPH30HTAIH

IlpaBuna B3auMojelcTBHA C MapTHepaMy, KIMEHTaMHM, CPEICTBAMH MacCOBOH

Ilpasuna 3an{nTH KOHQKAquntHon mE(OpMAIIHT
~ TpeboBanus oxpaHBI TpyAa

Hpyrue

XapaKTEPHCTHKH |

3.3.4. TpynoBas pyHknus

HauMmeHnoBanue

OpraHu3anus KOMaHIUPOBOK . Kon| C/046 | YPovers (momyposess) 6
PYKOBOLHTEIE ) KBaNTH(HUKALAK

IMpoucxoxneHue
TPYAOBOH hyHKIHH

Tpynoseie
JEAUCTBHUSA

3auMCTBOBAHO
Opurunan X
U3 OpMIMHANIA v
Kon opurunana PerucrpauuoHHsIi
HOMep
OpogeCCHOHATHHOTO

CTaHjapTa

HQ;_[;‘OTOBKa npoeKTa n_pmcaza 0 CJIX)KGﬁHOI/I xomaﬂ_g_npome
Bemmcka KOMaHAMPOBOYHOTO YAOCTOBEPEHHs M €r0  PETHCTpauus IIpU
HE06X0IUMOCTH

OQ)OPMJICHI/IC IporpaMMmbl HOOC3OKH, YTOYHCHHC ocobeHHOCTEH IIPOTOKOJIA

. IUTAHAPYEMBIX MEPOIIPHATHH

' Heobxoaumele
yMEeHUS




HeobxoxuMEle
3HAHHA

Hpyrue

XapaKTepHCTUKH
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OGecnieunBare paboTy ofuca Bo Bpems OTCYTC'I‘BPISI pYKOBO}II/ITeJUI

_II_enonon nporoxon

OTHKa 1eI0BOro O0IIEHUT

3.3.5. TpynoBas pyHKous

HawmmenoBanue

Ipoucxoxneune
TPYHOBOH pyHKIIM

TpynoBsie
NeHcTBUsA

| Heobxoaumere
yMEHHUS

HeobxomuMsie
3HAHUA

| CepBHpPOBKa JaiHOTO (xodeiHoro) cTora B oduce

Opranu3zamnus paboTsl ¢ |

o VpoBeHs (II0XYPOBEHb) i
IIOCETHTENSIMU B IIPHEMHOH Kox | C/05.6 KBaTHGEKAEH |6
PYKOBOIHTEIS : |

BOBaH
Opurusan X 3aHMCTBOBaHO
M3 OpHTMHAIIa
Kon opurunana PerucTpanmoHHbI#
HOMep
npodeCCHOHANIBHOTO
cTaHIapTa

Opranusanus IMYHOTO IPHEMa HOCETHTENEH PYKOBOJUTEIEM

YcTaHOBIIEHHE NOPA/IKa IPHEMa JUTS Pa3JIMYHBIX KaTETOpHii oceTuTeNneH

Benenue xypHana npefBapuTeNbHOMN 3aIIHCH HA IPHEM

Perucrpanms nocerureneit ‘
CozeHiCTBHE OTEPAaTHBHOMY PACCMOTPEHHIO MPOCHO M IPEIONKEHHH oCeTHTENeH
H COTPYJHHKOB OpraHH3alliK

OpraHH3aIus IPHEMA JIETOBBIX IAPTHEPOB B O(HCE

[IpuHATHE Mep IO COXPAHEHHIO KOMMEDYECKOH TalHBI B XOZE IpHeMa
TOCETHTEIIEH U UX HAXOXJICHHS B IPHEMHOH i KaOHHETe PyKOBOAUTEIL

~ OpraHu3oBBIBaTE B 06€CIIEUHBAT IMYHBIE KOHTAKTHI PYKOBOJUTENS

YIpasnaTe KOHQIAKTaMH

VOHTHBATE NCHXONOTHYECKHE OCOGEHHOCTH JMGHOCTH NpPH PATMUHBIX BHAAX
npodecCHOHATBHOTO OOImEeH s

Mcniols30BaTh yCTAHOBJICHHBIE NPABHNIA M IIPOLEIYPHl KOMMYHHKAIMH BHYTPH
OpraHHu3alyu

Bectn  ydyeTHble  perumcTpanMoHHBIE  (OPMBI,  MCIONB30BAaTh  HX  [UId
MHQOpPMAMOHHOR paboTBl M pabOTBI MO KOHTPONIO MCIONHEHHS pelleHud
_PYKOBOJHTENS

O6ecreanBaTh KOHQ)H)IeHunaJILHOCTL B IIpPICMHOPI B KxabuHETE PYKOBOJMTEI,
, COXpaHATH KOHGUACHUHMATLHYIO HHOPMAIHMIO B TaiiHe
~IlpaBuia opraHu3anyy IpHeMa IMOCeTHTENeH
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IIpaBuia peueBOro ITHKETA

IlpaBuia ycTaHOBICHHA KOHTaKTa, NOANEPXKAHHA M PasBHTHS MEKIMIHOCTHBIX
OTHOIIECHHH

CTIpYKTypa OpraHH3AIlAH M pACHpEIENeHHE (YHKIHM MEXTY CTPYKTYPHBIMH

f TlpaBuuta 3ammTE KOHGHICHIHATBHOK CiTyxe6HOR HEpOpMAIHH

HApyrue -
XapaKTEPHUCTHKH

3.3.6. TpynoBas pyHkums

OprasHusanus moArOTOBKH, Vposes (Monypoess) l !
HanmeHoBaHHeE IIPOBENCHUS U OﬁcJIY)KIfIBaHHiI Kon | C/06.6 KBATAHEAY | 6 |
KOH(EPEHTHBIX MEPONIPUATHH |
OXIACHHE H
ITpoucxox Opwrmsan X 3aMMCTBOBaHO M3
TpynoBOH GyHKIAH OpHrHHasa
Kon opurunana PerucTpanuoHHbIN
HOMEp
npodecCHOHATBHOTO
CTaHJapTa
Tpynoseie IloaroroBka moBeCTKH JHS MEPOIPUATHS
JNEACTBUA O¢opmiterne cnucka yJacTHHKOB Meponpmmx
HudopMupoBaHHE YJaCTHHKOB O HaMEYalOMEMCS MEPOIPHATHH H YCIOBHSAX
- ydacTus

TTo/IrOTOBKA TIPEIBAPUTETHHON CMETH PACXOJIOB

PaccEUTKa IpHTTAMIEHHH TOATBEPIKBIIAM YIACTHE B MEPOIIPHATHH

C60p TEKCTOB JIOKNIAOB | IPOEKTOR HTOTOBBIX JIOKYMEHTOB y IOKTATIHKOB
Paccrimka  MHPOPMAIMOHHBIX  MarepHaioB  y4aCTHMKaM  KOH(EpPEHTHOro
MEpPOTIPHATHS

OpraHma.umI © KYJIBTYPHO-MAcCCOBBIX Meponppmmn, TpchnopTHoro u

TOCTHHHAYHOTO 0becIedeH s - v
Heobxomumere ~ OpraHM30BHIBATE [pPOIECC IOATOTOBKM K IIPOBENEHHIO  KOH(GEPEHTHOrO
YMEHHS MEPOIIPHATHA HHANBUAYAIIBHO H B cocTase pabodei rpymiis!

JIoxyMEeHTHpOBaTh pa3Hble JTanbl MPOIEAYpPHl IOATOTOBKM M  IPOBEICHUS

- KOHQEPEHTHOTO MEPOTIPUATHS

IlepenaBath HHpOPMAITHIO, TOKYMEHTHI H MaTepPIaJILI yqacmm(aM KombepeHTHoro

' MEpONPHATHSA



" Heo6xoxumsie
3HAHKA

Hpyrue

XapaKTEePUCTHKH
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IToaroraBmuBaTh 1 00OPYIOBATH CTOJ IpE3UIUyMa H pabodue MeCTa YYaCTHHKOB

* CobImoaaTh IpaBHIa JEOBOrO STHKETA B POTOKOMA
TlopnepxuBaTh UMHIK OpraHA3aIAH

€ B

OGecreunBars KOM(bopT Y9aCTHUKOB KOH(EPEHTHOTO Meponpnxmx, MOMOTaTh B
BOIIPOCAX NPOXHBAHUSA, TPAHCIIOPTHOTO obecreyeH s

KOMIUIEKC  OpraHH3aMOHHO-TEXHHYECKHX MEPOIPHATHN IO NOITOTOBKE K
NPOBEACHHIO COBEIARMH U [IEPErOBOPOB, B TOM THCIIE MEXKIYHAPOAHDIX

IIpaBuna BeleHHs, HOATOTOBKH H O(QOPMIICHHS MMPOTOKONA U APYTHX JOKyMEHTOB,
CO3JaBaE€MBIX B IIpoLiecce MOArOTOBKH KOHYEPEHTHOTO MEPOIPHATHS

~ OCHOBBI HAIACAHKS pedeil U IOKTAIOB PyKOBOIATENIS

HpaBmIa YCTAHOBJICHUA KOHTAaKTa, HOJACPXaHUA H paBBHTHSI MC)I(JIH‘IHOCTHI)D(

. OTHOH.ICHPII/I

. Tpe6OBaHHﬂ O)gpaHLI Imf_gp

3.3.7. TpyaoBasi pyHKuus

OpraHu3anms HCIIOTHEHUS

pemIeHHH, OCYIIECTBIICHUE VpoBens (IIOLYpOBEHD)

HaumeHoBaHue Kon | C/07.6 6
KOHTPOJIA UCTIOJIHEHHS % KBauQuKauy
OPY4YEHUN PYKOBOIHUTENSA .
IpoucxoxaeHue | Opurunan X 3aUMCTBOBaHO U3
TPYZOBOH QYHKIWH L , . OpurvHama o . S
Kon opurunana PerucrpanuoHHbIii
HOMep
IIPOECCHOHATLHOTO
CTaH[apTa
Tpyznossie JloKyMeHTaIbHOE 0)OpMIICHHE PENICHHI PYKOBOIUTEIS
JeHCTBHUA JloBelleHre 10 cBeieHHs pabOTHUKOB OPraHM3alUH PaCIIOpsHKEHUH PYKOBOIMTEIS

KoopauHaIys 1esTeIbHOCTH O HCHONHEHHIO PENICHU PYKOBOIHUTEIS

Benenue cpokoBoro TEKymero ¥ npeAynpeuTeasHOr0 KOHTPOILT

ITpoBepka HCIIOTHEHNS NOPYYEHHI PYKOBOJUTEIIS B YCTAHOBJICHHBIH CPOK

IIpenynpexnenne COTPYOHHKOB 06 HCTEYEHMHM CpPOKA HCIONHEHHS MOpYyYeHHM
PYKOBOIHUTEIS

Puxcalys UCIIONHEHNS IOPYIECHHN

CocTaBjieHME OTYETOB H AHAIUTHYECKUX CIPABOK O BBHIIONHEHUM NOPYdEHHH H
PELICHHH PYKOBOAUTEIS
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Heo6xoauMere
YMEHHS

BecTu cpoKOBYIO KapTOTEKy

Bectn ydeTHBIE perucTpandOHHBIE (OpPMBI, HCIONH30BaTh MX LI paboTHl MO
KOHTPOJIIO HCIIOJHEHHS NOPYYeHUH PYKOBOIHTENS

Pa6otats ¢ uHpOpMaIHel Mo KOHTPOJIIO, CACTEMATU3HPOBATh €€ U IIPENICTARNIATH B
BHJIE CBOJIHBIX TOKYMEHTOB

Hcnons3oBath CpeacTBa KOMMYHHUKAIIHH I ICPEIa9IH HOpy‘{CHHﬁ PYKOBOJHUTEIIA

Ucnonb3oBaTh coBpeMeHHBIE cpenctBa cbopa W 00pabOTKM KOHTPOJIBHOM
HHpOpMAaIHH

[TpuMeHsTH HHGOPMAHOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH

OneHuBaTh PEIYIBTATH B paMKaXx IIOCTAaBJIEHHEIX 3a/1a4

OCYIIICCTBIISITB KOHTPOJIb UCIIOJTHCHHUA nopyqeﬂnﬁ PYKOBOJHUTEIA COTPYAHUKAMU

Heobxomumeie
3HaHHUA

O6mme TpeboBaHMA K CpOKaM HMCIOJTHEHHS IOKYMEHTOB H KOHTPOJIBHBIM
GYHKIISM Ty 6bl JOKYMEHTAHOHHOTO 00eCIeYeHus

ITpuaumnel, crocoOsl ”HOOPMUPOBAHHA COTPYIHHKOB

OTHKa JeN0BOro 0OmeHus

Vnpasiendeckas CTpyKTypa OpraHH3aliH, PYKOBOJICTBO OPraHM3allMy, oOpasmsl :
IIOJIMHACEH PYKOBOASIIAX COTPYAHUKOB, KPYT MX NOJHOMOYHI H OTPAaHHYEHHS KX |

30H OTBETCTBCHHOCTH ]
WBCTpYKIEH 110 NENONPOU3BOACTBY H APYTHM JIOKAIBHBIM HOPMATHBHEIM aKTaM, |
YCTaHaBJIMBAIONINM IOPSIAOK peaTHu3alliy YIIPaBJICHISCKHX IIPOLEayp

i
'

Apyrue

; XapaKTEepHUCTHUKH

3.3.8. TpyxoBsie pyHKUIMH

HauMeHoBaHuE

IIpoucxoxnenve
TPYROBOM QYHKLMUH

Opranuzanys u noanepxague
GYHKIHOHATBHOTO pabodero
IPOCTPAHCTBA IPUEMHOH U
kabuHETa pyKOBOJMTENA

VYpoBeHs (IOXYpOBEeHb) 6
- KBanUuKaLEH

Kox C/08.6

3
OpHI‘HHaJI X AUMCTBOBAHO H3

PerucrpammonssIi
HOMEp
npodecCHOHATBHOrO
CTaHAapTa

KO,ZI OPPII; HHAaJa

TpynoBrie
JEeHCTBHSA

OGecrievenne pa6odero MecTa pyKOBOAMTENS HEOOXONMMBIMH —CDEICTBAMH |
OpraHH3AIMOHHON TEXHHKH, KaHIEIIPCKUMY ITPUHAUIEKHOCTSIMH

Opranusanus npueMHOM 0HCca B COOTBETCTBHH C TPeOGOBAHHUSMH PrOHOMHKH H
KyJBTYPHI TPyIa

Opranuzanus opopMITeHNUs HHTEPhEpa IPHEMHOM PYKOBOAUTEILS

OGopynosanue pabodero Mecra OpPITEXHHKOM, MNEPCOHATBHBIM KOMIBIOTEPOM,
BCIIOMOTaTeJIbHON TEXHHUKOM

Opranusanus o60pyIoBaHUs NMPHEMHON CHCTEMAMM XPaHEHHS, HEOOXOIUMBIMH
NpHUCIOcobIeHUAMH, obeciedeHns KaHIENSPCKAMH TOBapaMH L

ObGecneuenue XpaHeHHS U 3aMEHBI PACXOJHEIX MATEPUAJIOB, IOBCEAHEBHEIH X0
33 OPITEXHUKOH

3aka3 KaHIOCISPCKUX TOBAPOB, THITHEHHICCKHUX TOBAPOB, NPOAYKTOB IIUTAHHUS

Heob6xonuMeie
YMEHHS

Cosnasate ycioBus, obecneunBaromue 3G GEKTHBHYIO paboTy PyKOBOIMTEI

HpPIMCHSITB B COOTBETCTBHHU C Ha3HAYCHHEM CpEACTBA opraﬂnsaunonnoﬁ TCXHUKH,
KaHICJIAPCKHUC IPHHAICKHOCTH
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OcHamate pabodee MeCTO PYKOBOAMTENS H CBOe pabodee MeCTO HeOOXOXUMBIM
obopynoBaHueM S

OcymiecTBIAT 3aMEHY PACXOJHBIX MAaTEPHATIOB, YXO 33 OPITEXHHKOH

OcyImecTBIATh MOBCEOHEBHEBIH YXOI 3a KONMHPOBAJIGHBIM anapaToM, 3aMeHy H
XpaHeHHe KapTpuKel, ToHepa

KOHTpOJIPIpOBaTB COCTOSHHMC H IIOMOJIHATE 3arachl KaHIICIIAPCKUX TOBAPOB, CPEACTB

THTHEHBI, IIPDOAYKTOB ITHTAHUA !

|

Heo6xomumele TpeGoBarus OXpaHBI TpyZa, IPOHU3BOACTBEHHON CaHHTapHH, NPOTHBOIOXAPHOH
3HaHUA 3alIUTHI
| OCHOBBI INpaBWIBHONW OpraHW3allMd TpyAa M METOABI MOBBINEHHS €ro
3¢ dEeKTHBHOCTH ;
OCHOBBI 3proHOMHKH O¢¥ca H QIOPHCTHKH
CrangapTsl ¥ peKOMeHIalHH 110 060pyI0BaHHIO OMHUCHBIX TIOMEIIECHUH
CocraB opraHU3alHOHHON TEXHUKH, €€ YCTPOUCTBO M MOPSXOK PaboTHI ¢ Hel
Hpyrue -
i XapaKTEPUCTHKHU

3.3.9. TpynoBas pynknus

HanmeHnoBaHue

IMpoucxoxaeHue
TPYHOBOH QyHKUHH

Tpynossle
nedcTBUS

HeobxonuMmeie
YMEHHUS

Heobxoaumerie
3HAHUSA

| Paspa6oTka JTOKaNBHBIX f } |

HOPMATHBHBIX aKTOB, | VpOBEHE | ’

! Kon | C/09.6 (moxypoBeHs) L6 |

perIaMeHTHpYomux pabory | xBanudukam : i

ol W o S L N J l .
Opurusar X 3aUMCTBOBAHO U3

- OpHMI'MHala
Kon opurunana PeructpanpoHHsrit
HOMep
HIpo¢EeCCHOHATIBHOTO
CTaHAapTa

PaspaboTka JODKHOCTHOM HHCTPYKIIMH CEKpeTaps
Pa3paboTka nonoxeHus o cekperapuare
Pa3pa6oTka HHCTPYKIIHH [0 JENONPOH3BOJCTB

COBOKYIIHOCTBIO I’IH(I)OPM&IIHOHHO-HOKYMCHT&HHOHHHX

IMonb3oBarbea 6a3aMu JAaHHBIX, B TOM YHCTIE yAATCHHBIMHA (6a3aMi JaHHBIX

Hcnons3oBaTh CIIpaBOYHBIE IIPABOBBIE CHCTEMBI

Paborats ¢ xoMIIbIOTEpOM, KaTaltoramy (IalkaMi) | patinamu, CkaHepoM
ITosp30BaThCA OQHCHBIM IAKETOM (TEKCTOBBIH pPeakTOp, TaOIHIIBI)
ITonms30BaThCa NepUdEpHHHEIME YCTPOACTBAME M OPTTEXHHKOM
I[Tone3oBaThCs 3MEKTPOHHOR TTOYTOMH

- ITonp3oBaThCs cHCTEMaMH 3IIEKTPOHHOTO TOKYMEHTO000pOTa

IIpaBoBEIE OCHOBBI yNpaBleHHS (OCHOBBI aJIMHHHCTPATHBHOIO, TPYAOBOrO H
TP2XJIAHCKOTO 1paBa) | o

JleficTByromyie  NpaBOBHIE  aKThl, HOPMAaTHBHO-METOAMYECKHE IOKYMEHTE,
TOCYAapCTBEHHBIE CTaHAApPTHL, ONpEJE/AIONIME MOPSAOK JOKYMEHTAIMOHHOIO
obecriedenys ynpaBiIeHUsA ‘
CrpykTypa, pyKOBOACTBO CTPYKTYPHBIX HOApa3feNeHui, o6pasmnl MOAmucel JTHi,
HUMEIOIMX [IPaBO NONHCAHKS B YTBEPXKIEHAI JOKYMEHTOB, M OTPaHHYEHHA MX 30H



Apyrue
XapaKTEPUCTHKH
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OTBETCTBEHHOCTH
IIpaBuna JOKyMEHTAIHOHHOrO 00ecIieYCHHS AEITENBHOCTH OpraHu3aliy

IMopsimox paboThl ¢ JOKyMEHTaMH

TpeGoBanus, npexssaBIsieMble K JOKYMEHTaM B COOTBETCTBUH C HOPMAaTHBHBIMH
aKTaMH M roCy/IapCTBEHHBIMH CTaHJapTaMH

IIpaBuna cocraBieHUs OpraHU3aMMOHHBIX JOKYMEHTOB (IIOJIOXEHHH, HHCTPYKIIHIA,

_pErTIaMeHTOB)
~ BuJpl JOKyMEHTOB, HX Ha3HaYCHUE

 Tpe6GoBaHHs OXPAHE! TPY/A

3.3.10. TpynoBas pyHKIUA

Hawmenosanue

Ipoucxoxnenue
TPYHOBOM dyHKIHH

TpynoBbie
neucTBus

HeobxonuMeie
YMEHUS

HeobxonuMmsie
3HAHUSA

L e — S —
! Cocrasnenue u opopmieHHe i B Yposens |
i ynpaBJIqueCKon moxymenrammu | Koz | C/10.6 (monyposets) 6
RS l | xeammuKaITH B
Opuraman X 3auMCTBOBAHO U3
OpHIMHana .
Konx opurunana PerucrparmoHHsti
HOMep
npo¢eCCHOHATBHOTO
CTaHJapTa

CocraBneHHE IIPOEKTOB pacHOpPANUTENbHEIX (IPHKa3bl, pPacHOpAKEHHs) U
HHGOPMAMOHHO-CIIPABOMHEIX  JOKYMEHTOB (CiIy)KeOHbIE MHCHMa, CIIPaBKH,

Peg_axmpwam TEKCTHI CIy’keOHBIX JOKYMEHTOB

I[Tonp3oBaThbes yHHQUIHPOBAHHEIMH (OPMaME TOKYMEHTOB

OdopmnaTs KaccoBble (QUHAHCOBBIE IOOKYMEHTBI M JOKYMEHTBl IO YYeTy
HaKJIaJHBIX PacXoZI0B

ITons30BaThCS nepn@gepnnﬂsmn YCTPOHCTBAMH M OPITEXHHUKOH
Pa6oTaTh ¢ KOMIEIOTEPOM, CKaHEPOM

" O6ecmequBaTs 6€30TaCHOCTD neﬂTenLHocm oPrannaaunn

IIpaBoBBIE OCHOBHI YympaBiieHHS (OCHOBHI AMHHMCTPATHBHOrO, TPYAOBOIO M
_XO3SHCTBEHHOTO IIpaBa)

CprKTypa OpraHM3alHH, PYKOBOACTBO CTpYKTypHI:IX HOoJpa3AesieHud, 06pa3nsl
IOAIKCEH JMIl, UMEIOMHUX IpaBO MOANKCAHHUA M YTBEPKICHUS INOKYMEHTOB, M
~ OTPaHHYCHHMS MX 30H OTBETCTBEHHOCTH

IIpaBuia JOKYMEHTAI[HOHHOIO oGecnequmI AeATeIbHOCTH opraHmauHH

Tlopsiox paGoTEI ¢ JOKYMeHTaMH

TpeboBarus, MIpEXbSBIIAEMBIC K IOKYMEHTaM B COOTBETCTBHH
¢ HOPMAaTHBHBIMH aKTaMH U T'OCYNapCTBCHHBIMHA CTaHAAPTaMHA
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ITpaBuITa COrNacoOBaHms IOKYMEHTOB OpraHM3allyM (BHYTPEHHETO B BHEIIHETO)
IlpaBuna MOMHCAHAS ¥ YTBEPKACHHS IOKyMEHTOB
IlpaBuna  coctaBnerms H  odopmieHHMS  HHPOPMAINMOHHO-CIPAaBOYHBIX,
_YIpaBIEHYECKHX JOKYMEHTOB U CITYXKeOHBIX IHCEM

- OCHOBBI JOKYMEHTHOMH JIMHTBUCTHKHA
T paMMaTHIeCKHE IPABHIIA PYCCKOTO S3BIKA

. Tpe6GoBanus oxpaHs! Tpysa

Hpyrue
XapaKTEpPHCTHKH

3.3.11. TpynoBasi pyRKnus

YposeHb
(moxypoBeHb) 6
KBTHHKALHU

Opranu3aius paGoThI ¢ JOKyMEHTaMH B

HanmeHoBaHue IIPHEMHOM PYKOBOAUTEIS Kox

Tpowcxemaene | Opmuan X Jumemorsiors -
Koxn PerucTpanmoHHeIH HOMep
OpUTrHHa/Ia npo¢eCCHOHABHOTO
CTaHAapTa
Tpynossie INonydenre, mpeABapATENHEHOE DPACCMOTPEHHE H COPTHPOBKA IOCTYHNAIOIIMX B
NeHCTBHA HIPHEMHYIO DYKOBOJUTENS JOKYMEHTOB
~ ITonroroBka HOKYMEHTOB JUIsl pACCMOTPEHHS PYKOBOJHUTEIEM
- Vet IOKyMeHTOB, TOCTYIIAIONIMX Ha MM PyKOBOJHTES
Opranunsanys J0CTaBKH JOKYMEHTOB HCIIOHHUTEIIAM
- Cozpanwe ¥ BefieHHe 6a3bl JAHHBIX JOKYMEHTOB PYKOBOJIHUTENIA
Benenne un(pOPMALHORHO-CIIPABOTHOR PaboTh!
. KoHTpONIb HCTIONHEHUA JOKYMEHTOB M IOPYYEHHH PYKOBOAUTENS
Heobxonmmsre Paborats ¢ BxofsmeH, HCXONAMeH, BHYTPeHHEH OKyMeHTalHel
YMEHHSA [Tonmb30BaThCS CHCTEMaMH 3JIEKTPOHHOIO NOKYMEHTOOOOpOTa IS PErMCTpallyH,
KOHTPOJISI JOKYMEHTOB 1 HH(POPMAILIHOHHO-CIIPaBOYHOM paboTEI ¢ JOKyMEHTaMH
[TpumensTs uUHGOPMAIMOHHO-KOMMYHHKAIIMOHHEIE TEXHONOTHHM I paboTel ¢
 BOKyMEHTaMH
» - CocTasyath M 0hOPMIATH HOPMATHBHBIE AKTHI
Heobxonumere HopMaTHBHBIE IpABOBBIE AKTHI, HOPMATHBHO-METOTHYECKHE JOKYMEHTH,
3HAHHSA rOCyapCTBEHHBIE CTAHAAPTHI, ONpPEACIAIOMHE MOPANOK NOKYMEHTAIlMOHHOIO

obecredeHus yIpaBIeHHs
~ CTpyKTypa OpraHM3aI’H, PyKOBOJCTBO CTPYKTYPHEIX no_pazneneﬁpm

Hpa.BHJIa co3zxaHpm " BeICHUA 6a3 naHme CIy)XE€OHBIX IOKYMEHTOB B
OpraHH3alyy
Cuctemsl 3J1eKIp0HHoro I.(oxymeHToo6op0Ta
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Hpyrue " -

XapaKTEpUCTHKH

3.3.12.TpynoBas pynxumst

Opranuszanus XpaHeHus ‘ YpoeeHs
HaumenoBanue JOKYMEHTOB B IPHEMHOIM Kon | C/12.6 (momyposexs)
)YKOBOJHTEA . KBTHHKAIMH
Tponememe | oprwan X sumemonae
Kon opurunana PerucTpanuoHHEI
HOMEp
npodecCHOHANIBHOrO
CTaHIapTa
TpynoBsie PaapaGOTKa Pa3s/ielioB HOMEHKJIATYpPhI A€ OpraHU3aiy
JOeHCTBUA ®opmupoBane H ohOpMIEHHE Jel MOCTOSHHOTO, JOJTOBPEMEHHOIO CPOKOB
- XpaHeHHS
_ ‘ . [loaroroska u nepeaada e B apXUB OpraHA3alyH _
Heo6xonumble ' Paspa6arTeiBaTh HOMEHKIATYpY /el OpraHE3alH¥ C Y9eTOM JeHCTBYIOMHX
yMeHuUs HOPMAaTHBHO-METOJHYECKHX JOKYMEHTOB
Vcnome30BaTh HOMEHKNATYpY A€l HPM H3YYEHHH CTPYKTYPH OpIaHH3aIyd,
_ COCTaBJIEHHH OIACEH Jien - -
®opmupoBaTh ¥ opopmiATE mema B COOTBETCTBHH C  YTBEPXKICHHOM |
HOMEHKJIATYPOH JeJl OpraHHu3aliH ‘
O6ecneanBaTh COXPAaHHOCTH JJOKYMEHTOB opraHmaunH
HpomqugTL HOJTOTOBKY J€N JJIs Iepelady B apXHB .
IIpumMeHATs HME(POPMAIHOHHO-KOMMYHHKAIMOHHBIE TEXHONOTHH IS paboTE C
. JAOKyMCHTaMH .
Heobxomumeie HopMaruBHBlE mpaBOBBIE aKTBl, HOPMATHBHO-METOAMYECKHAE  JOKYMEHTEI,
3HAHUSA TOCYNApCTBEHHBIE CTAaHIAPThI, OMNpEACIAIOIMHUE MOPAAOK HOKYMEHTAHOHHOIO
obecnicueHus yIpaBiICHHS
Busl HOMEHKJIATyp, obmmpe TpeGOBAaHHS K HOMCHKJIaType METOIHKa €€
COCTaBJICHHS ¥ OQOPMIICHHS
Tlopsimox (opMupoBaHus © oQOpMIEHHs Jel C YyKasaHHeM crenuduKn
_ GopMHIpOBaHUA OTIEBHBIX KATETOPHH AT
. IIpaBuna xpaHeHus eI, B TOM 9HCTIE C noxyMeHTaMH orpaHquHHoro _gocmyna
- IIpaBusia BEIIaYH H HCIONB30BAHUS JIOKyMEHTOB U3 COOPMHUPOBAHHBIX JIeI
- TpeGoBanus oXpaHHI TpyAa
. IlpaBuna noaroToBky ¥ nepenady e B apXHB OpraHH3aIHH
Apyrue -
XapaKTepPUCTUKH

3.3.13. TpynoBsble pyHKmun

ObecneueHne pyKOBOUTENSA VpoBeHs
Hamnvenosanme uH(OpMaIHeil Kom | C/13.6 (momypoBeHs) 6
KBaIA(UKaIHH




IIpoucxoxnaenue
TPYZOBOH QYHKUMHA

i TpynoBsie
JEeACTBUSA

HeobxonuMele
yMEHHUS

HeobxonumMeie
3HAHHUSA

Tipyrue
XapaKTePUCTHKH
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Opurusan X  3auMCTBOBaHO M3 OpUrUHANA
Kox Peructpanmonnsiit HoMep
OpHIHHaJIa NpodeCCHOHATLHOTO
CTaHJapTa

Cbop u mepepaborka mHpopManuu, HeOOXOAUMOU s NPHUHATHA OOGOCHOBaHHBIX
YIpaBIeHYECKHX peIIeHHH
IIpoBepka JOCTOBEPHOCTH, ITOJMHOTHI M HENPOTHBOPEYUBOCTH JAHHBIX, MCKIIOYECHHE

OcymecTBmiate c6op, 00paboTky W aHamu3 HHGOPMAINMH B COOTBETCTBHH C

TpeOOBaHHAMH  KDPAaTKOCTH,  YETKOCTH  (OPMYIHpPOBOK,  CBOEBPEMEHHOCTH
IIOCTYIJICHHsA, TOYHOCTH H JOCTOBEPHOCTH, ONTHMAJIBHOCTH CHCTEMAaTH3AlHH,
HEIPEPHIBHOCTH cOopa 1 06paboTku HHPOpPMAITHH

OcCymecTBIATh PETHCTPAlMIO, HAKOIUIEHWE K Iepenavy, CHCTEMAaTH3HPOBAHHOE

OcymecTBnaTe 06paboTKy H  CTPYKTYpHpOBaHME HHQpopManuu, obpasys
MH(OPMAIHOHHEIE PeCypPChl _

BBOmuTE HOBEIE JaHHEIE B CIPaBOYHO-HHPOPMAIMOHHEIE CHCTEMBI

BBOmHTE B MaMATH KOMIIBIOTEPA JIEKTPOHHBIE 00pa3bl JOKYMEHTOB

IIpomsBomute mnouck wHGOPMAmMK B CYIECTBYIOmMX 0a3ax J[JaHHBIX, BECTH
AHQOPMALHOHHO-CIIPAaBOYHYI0 pab0Ty Ha OCHOBE pa3lUYHBIX KOMOHMHAIwH

ITOACKOBBIX IPU3HAKOB

. IIpumensTs HHPOPMAHOHHO-KOMMYHUKAIIHOHHBIE TEXHOJIOTHH

OcobennocTr popMHPOBaHHS BHEIIHAX M BHYTPEHHAX HH(OPMAIHOHHBIX IIOTOKOB

- CocTaB BHEIIHHX HHPOPMAIIMOHHBIX IIOTOKOB

CocraB BHyTpeHHHX HHPOPMAITHOHHBIX IOTOKOB
CIpykTypa opraHu3aiyy U HOPANOK B3AUMOACHCTBHS OAPA3ENeHUH U CITyX6

Oco6ennoctu popmupopanus 6a3 JaHHBIX B OPraHH3ALHA

CoBpeMeHHbIE Hay9HbIE METONBl U TEXHHYECKHE CPEICTBa, CIOCOOCTBYIOmHE chopy,

3.3.14. TpynoBast pyHkuusi

HanmmenoBaHue

Opranu3zanus #HGOPMAHOHHOTO

» YposeHs
B3aUMOJICHCTBUSA OBOIHUTEIA C
. PYX Kox | C/14.6 (moxypoBEHSE) 6
noapasaACICHUAMHA U JOJIDKHOCTHEIMH KBaqu)nxamm

JIMIIAMH OpraHHU3alluH




IIpoucxoxaeHue TpyA0BOMH

byHKIMU

TpynoBeie
IeHCcTBUS

HeononHMf,Ie
yMEHHUA

Heobxonumbie
3HAHUS

Hpyrue

JAOJDKHOCTHBIX JTHIY
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Opurusan X 3auMCTBOBaHO U3 OpUIMHANA;

Koxn PerucrpatoHHkIit HoMep
OpHUTHHANA pOo¢pEeCCHOHATBHOTO
CTaHapTa

Opranu3amus o6MeHa HH(OpMAIpel MEXIy TONPA3IETEeHUAMA M JOJDKHOCTHBIME
NUIaMH OpraHH3aluA
OnoBemeRre paGOTHAKOB O MPEICTOSIIAX MEPOTPHSTHIX

I/IHQ)opanOBaHHe pyxoBozutenst o6 oGpamermx corpy;anKOB no pabounm u
_ JIAYHBIM BOIpOCaM
I/ICHOHLSOBaTL COBPCMCHHBIC Texnonomn c60pa H neyena'm HHQ)opMaan

OCYII.ICCTBJDITB cbop u nepepa6on<y nmbopMaunu, HEOGXOIMMMOM VI JESTeNbHOCTH |

PYKOBOIHUTEIA

OcCymecTBIATE CHCTEMATH3ALMIO MIONyJacMbIX ¥ NepeaBaeMbIX JaHHBIX
OcymiecTBIATE IPOBEPKY HOCTOBEPHOCTH, MOJHOTHI B HEIPOTHBOPEYHBOCTH JaHHBIX,
HCKIIIOYEHME Oy6IMpoBanus HHGPOPMALHH

MHOTOKpAaTHO HCITONB30BaTh MONYYEHHYI0 HH(OPMAINMIO, MOCTOSHHO OGHOBIATH
~ JaHHEBIE

Ob6ecneunBars onepaTHBHOCTH HHPOPMALMOHHBIX IOTOKOB
Pa6oTats ¢ KOMIIBIOTEPOM, HCIIOJIB30BaTh oqmcm,m ImaKer (TEKCTOBBIH penaxTop,

~ TaGiMnEr)

HopmatuBHBIE  mpaBOBBIE  aKTH, HOPMATHBHO-METOIWYCCKHE  JOKYMEHTH,
CprIcTypa OpraHu3allHH, pyKOBO,Z[CTBO CTpYKTypHBIX nonpas;xenennﬁ, HalpaBJIeHUS
JEeATEIbHOCTH OpraHu3alliM ¥ KOMIIETCHLIMH CTPYKTYPHBIX IIOJApa3JeleHHi U

' T_peGOBaHpm oxpaHm TpyJAa

XapaKTCPUCTHKH

3.4. O606menHas TpyaAoBast PyHKITHS

HauMmeHoBaHue

[Mpoucxoxnenue 0606meHHON
TpyAOBON GYHKIMH

" AHdOpMAIIHOHHO-aHATTATHYECKAS 1

OpraHu3artHOHHO-aAMAHHUCTpaTHBHASA Kox D VYpoBeHs 6
noanepXKa NeATCILHOCTA PYKOBOAUTENA KBAITAHKALHY
~ OpraHH3aKK
Opurpran X 3a¥MCTBOBAHO U3 OpUTMHANA |
- ' Kox 'Pemcmannomm HOMEp
OpHTHHANA NpO(eCCHOHATEHOTO

CTaHJapTa
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| Bo3aMoXHBIE
| HAaHUMEHOBaHHA

| IOJDKHOCTEH, podeccuii

IToMolHAK pyKOBOIUTENSA

TpeboBanus
06pa3oBaHUIO U

Bricmree o6pa3oBanue — 6akanaBpuat
JonomautensHoe npodeccronanbHoe 00pa3oBaHue

' Tpe6oBanus x omsity | He MeHee Tpex JieT Mo IpodHIIO eSTeTHOCTH OprasH3aIiH
| IpakTHYeCKOH paboThl

Ocobble ycnoBus

Jomycka K pabore

Hpyrue
| XapaKTEPUCTHKH

IIOHOJIHHTCJIBHBIC XapaKTCpUCTHKH

5{ - Hammenoranwme 6a30Boit TIbI, JOJDKHOCTH (IIpodeccuu
! HaumeHOBaHHE JOKyMEHTa Kon ; TPYIIIEL, X (mpogp )
1 S WM cleqyaneEOCTH |
- OK3 2432 BPI6HHOTCKapH 6H6J1norpa(bm JOKYMEHTOBEbI U
! | CIIEUHAIMCTHI POACTBEHHBIX TPpOpeccHi o
 OKCO 032001 | JIokyMeHTOBeIE€HHE U TOKYMEHTAI[HOHHOE 00eCIICUCHHE
| ynpapnemws B
! 032002 JokyMeHTanmoHHOE 0b€ecreueHUe YIIpaBICHUS "
i apXUBOBEJCHUE
3.4.1. Tpynossie pyHKIMH
; R — R
dopmupoBaHHue g v ; |
uHGOPMATHOHHOTO i POBCHbB ‘;
HaumeHoBanue bop aLE Koxn | D/01.6 (noxypoBeHs) ! 6 !
B3aMMOJEHCTBUS PYKOBOJHUTEIS C | KBanHHKAIY : i
opragusamgsMg i - L
IMpoucxoxaeHue
1pyIOBOH yHKIHH Opurunan X 3aMMCTBOBAaHO W3 OpPHTHHANA:
Kon PervicTpaumoHHbI! HOMED
OpHrdHaIa ﬂpO(bCCCHOHaJILHOI‘O
CTaHIapTa
Tpynossie OT60p HCTOYHHKOB HHPOPMAIHH B COOTBETCTBHH C 33JaHHBIMH KPUTEPHIMH
JIeHCTBUA O6pa60TKa ¥ HHTEPIpeTalusl HchopMaurm JUIS IOJTOTOBKH NIPOEKTOB PEINECHHH

TToAroTOBKA 3aIpOCOB MO IMOPYYEHHIO PYKOBOTMUTENS HA MOMYYECHHE JOKYMEHTOB H |
HHQOpMAIIMH B OpraHax rOCYAapCTBEHHOM BIaCTH H YNpPaBIeHHS, 06IIeCTBEHHBIX

I/IthopMHpOBaHne pyKOBozmTeJm o pesynLTaTax paCCMOTpeHwI 3alpocOB M
obpamenuft .

Opranusanus pemieHHs BOIPOCOB, He TPEOYIOMMX HEMOCPEICTBEHHOTO YYacTHs
PYKOBOIHUTEISA , _ o .

INoaroToBka MaTepHanoB Ajs Y9acTHs PYKOBOIMTENA B pa60Te Pa3IHYHBIX chyKTyp B
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JIEJIOBBIMH ITapTHEPaMU
HNudopmupoBanre AeNOBEIX MApTHEPOB H 3aMHTEPECOBAHHBIX OpraHusaluil o
PEUIEHHUAX PYKOBOAMTEISA B XO€ BBIIONHEHHS COTIANICHUA
Heobxoaumble  AHaIW3MpOBaTh U 0OTOMpATh HCTOYHHKKM HHGOPMAIUHU B COOTBETCTBHH C KPHTEPHAMH
YMEHHS TIOJIHOTEL, JIOCTOBEPHOCTH, CBOEBPEMEHHOCTH IIPEeJOCTaBICHH HHGOpMaIHH
Cobupath, oOpabarpBaTh H aHAIM3UPOBATH HHGOPMAIMI0O B COOTBETCTBHU C
3aJaHHBIMH TPeOOBaHUAMHU
ITepenaBsars vEGOPMAIIHIO B CHCTEMATH3HPOBAHHOM BH/IE
O6pabaTeiBaTh H CTPYKTYpHpOBaTh HHGOpPMaIHMio, o00pasys HHGOpMAaIUOHHEIE
PECYpChI
IMpousBomuTh NOHCK HHGOpPMAaUWM B CYNIECTBYIOMIMX 0a3ax [JaHHBIX, BECTH
AH(QOPMAaLMOHHO-CIIPaBOYHYI0 pabOTy Ha OCHOBE pa3iHYHBIX KOMOHMHAITwit
' IOHCKOBBIX IIPH3HAKOB
- O6ecneuuBats HHGOPMAIMOHHYIO 6€301aCHOCTh oprarmsannn
PaboTaTh C KOMIIBIOTEpOM, HCIOJB30BaTh O(PUCHBIA makeT (TEKCTOBBIH pemakTop,

, TabHIE)
HeobxonuMble  BHyTpeHHsA M BHEIIHAS NONMTHKA OPraHH3AHH
3HaHHSA [IpuHIMNEI NpeNCTABUTENLCTBA B TOCYNAapCTBEHHBIX OpraHax, OpraHax MeCTHOro
CaMOyTIPaBJICHHsl, CTOPOHHHX OpraHH3allHAX K NOPSIOK B3aUMOJNEHCTBUA C HAMH
IIprHIHIEL B METOIBI aIMUHHCTPHPOBAHHS

IIpaBunia GOPMHPOBAHHS H HCIIONb30BAHAS 6a3 JIAHHBIX

CoBpeMeHHBIE HayYHBIE METOMNBI M TEXHHYECKHE CPENCTBA, CIOCOOCTBYIOmME COOpY,
~ 06paboTKe, COXpaHEHHIO H Iepenade HHPOopMaluu

IIpaBuia 3ammTel KOHGUAEHIMATEHOR CTyXeOHOH HHOpManUK

CospeMennbie HHOOPMALHOHHEIE TEXHONOTHH

HApyrue -
XapaKTCPUCTHKH

3.4.2. TpynoBasi pyHKIHS

AHanu3 HHQOPMAIIMY B IOATOTOBKA j} | VpoBeHs
HawmmeHoBaHue HH(POPMANHOHHO-aHATTHTHYECKUX | Kon : D/02.6 (moxypoBeH)

MaTepUaJIoB | | KBaTHpUKAUH
Tpoucxoierme Tpy 080k Opurusan X 3auMCTBOBaHO M3 OpHIHHAJA;
$yHKUIHM '

Kon PerucrpaimoHHsiif HoMep
OpHTHHAJa npodeccronaibHOro
CraHzapra

Tpynoseie Cbop, nepepaboTka M aHanu3 HHQOPMAIMH Ijid DEMICHHA 3agad, MOCTABIECHHBIX
JeHCTBHA _PYKOBOJHMTEJIEM

Onpe,uenenne I(p_yra 6H6Jmorpagnqecxnx HCTO‘IHHKOB
Ilonbop HCTOYHMKOB H JIMTEpaTyphl IO TEMeE 0630pa, JIOKJIafa, AHAJIMTHYECKOH
- CTIpaBKH
- Hammucanwme u odopmierre 0630pa, JOKIa/1a, aHATUTHIECKON CIIPaBKH
Heo6xomumble  Pa3paGaThiBaTh TeMaTHUECKHH IUTaH 0630pa, JOKTAA, AHATMTHYECKOH CIPABKH



yMEHHUs

Heob6xonuMeie
3HAHHSA
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OOGOCHOBBIBAaTh aKTYAIBHOCTH HPOOJIEMEI, KOTOPYIO NPEACTOMT OCBETHUTH B 0030pe,
HOJIBSOBaTBCX MH(pOPMAMOHHBIME PeCYpCaMH M CHCTEMATH3HPOBATH MH(OPMALIHIO
10 33JaHHBIM KPUTEPHIM

TIpaBHNBHO MHTEpIPETHPOBATh INONYYEHHHC JaHHBIC H TPEIOCTABIAT HX B
CHCTEMaTH3UPOBAHHOM BHJIE _

OnpenenaTs Kpyr HCTOYHHKOB ¥ JHTEPATYPH, HEOGXONMMBIX IUI TOATOTOBKH
HH(QOPMAaHOHHO-aHATHTHIECKAX ¢ MaTepHAIIoB

chprx_ecrnmrb amomamsau;mo npoieccoB c60pa, XpaHEHH ¥ BbLIa9d HHOOPMaIUH
Ilone3oBaTbcs  ycTpodicTBAaMH ~ aBTOMaTH3HPOBAaHHOH  0OpabOTKH  TeKCTOBOM
uHpopManuy ¥ GOTOHAGOPHBIME YCTPOHCTBaMHU

IIpuMeHATs BBHIMUCIHTENBHYIO TEXHHKY H HMHQPOPMAIMOHHBIE TEXHOJOTHH JUIS
SKOHOMHYHOHM M paUMOHAIBGHOM oOpraHm3aiMu HHGOPMAIMOHHBIX IIPOIIECCOB,
IIOBBINICHAS HX THOKOCTH H JUHAMHYHOCTH

Hponssonm*s JIMTEPaTypPHO-CTHIACTHYECKYI0  00pabOTKy  TEKCTa, IPOBEPKY
JIOTHIECKOH TIOCTIeI0BATENBHOCTH  H3NIOXKEHNA, aHATH3A H OLICHKH, HalHCaHUA

) HPHMCHHTB OCHOBBI HCHXOHOFHPI A€JIOBOTO 06IIIeHI/DI

HopmaTuBHbIE  mpaBOBEIE  aKThl,  HOPMAaTHBHO-METOJHYECKME  JOKYMEHTHI,
rocyJapCTBEHHBIE CTAHAAPTHI B cpepe AesATENbHOCTH OpPraHHU3alui

CtpykTypa opraHu3aluy, pyKOBOACTBO CTPYKTYPHBIX MOIApa3[eNICHHH, HalpaBlIeHU
HNEeATENbHOCTH OpraHM3al¥d K KOMIETCHIHWH CTPYKTYPHBIX IOJIpasfelieHHH H
JOJDKHOCTHBIX JIAI{

®OpPMBI IPeIOCTABICHHS yIIpaBeHgecKOM nHQopMau_nn

McTounuku ynpaBieHdeckod HHpOpPManuM, METOAMKa OTOOpa  HCTOYHHKOB
nﬂq)opMamm

COBPCMCHHBIC cpeacTsa cGodpa_,w 06Pa6orxul cncremarmau_nn uH(OpMAIMH
Hcrounuxu uHpopMamum: karamord OHOIMOTEK, XXYPHAIOB, IOHCKOBEIE CHCTEMEI
HHGOPMAIMOHHO-TEIEKOMMYHUKAIMOHHON ceTi «MHTepHET», 3JCKTPOHHBIE O6a3bl
JaHHBIX

OyHKUMOHANPHOE HasHaueHwe o003opa (Ombmuorpadmaeckoro, pedepaTuBHOro,
aHaJIMTHYECKOT0) KaK CpeICTBAa OPHEHTALMM 4YUTaTeldd B JOKYMEHTANLHOM HIM

. AFHQOPMaIMOHHOM TIOTOKE

TpaBuna paGOTEI C BHEIIHAMA HOCHTE/IAMH HH(OPMAIHH
. HOpMaTI/IBHHe I[OKYMGHTBI, TroCyaapCTBCHHBIC CTaHI[apTBI B oGnacm JACATCIIHLHOCTH
: opranmaunn



Hpyrue
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ITonstue u cnenudpuka OGmbnuorpapmueckoro, pedepaTHBHOTO U AHAIUTUIECKOrO
 ”HOOPMAIMOHHOTO H3/IaHUs
CnpaBoYHEIE IPaBOBBIE CHCTEMEI

XapaKTCPUCTHKH

3.4.3. TpynoBas ¢yHKknus

e st e e e ey U

HawMmenosanue

Opranu3anus 1enoBeIX KOHTAKTOB H ! Yposerp

|
NPOTOKOJHHEIX MEPOLPHUATHH Kox | D/03.6 (nomypoBeHE)
Lo | xBamuduKaIIH

IIpoHCXOXIEHHE TPYLOBOK

byHKUMH

pr;loisme
aeucTBus

Heo0xonumele
yMEHHUS

Heo6xomuMeie
3HaHUSA

OpuruHan X 3ammCcTBOBAHO M3 OPUIHHANA;

Kon PerucTpannodHeIil HoMep
OpHIrHHazia po(eCCHOHATBHOTO
CTaHIapTa

CocTaBmaTh M OQOPMIATH IMPOTOKONSI COBCIIAHMH, 3acefaHHil ¥  APYTHX
KOH(EPEHTHBIX MEPONIPUATHH, TOTOBHTH CIIMCOK YYaCTHHKOB, [IOBECTKY ITHS, TBOYHbIE
~ JICTBL M TIPOEKTHI HTOTOBBIX JJOKYMEHTOB

- CocTaBiaTh IIpecC-penu3bl

BecTu neperoBops! ¢ napTHEpaMu

Pa6oTaTh B pexxuMe MHOT0331a9HOCTH

Pa6otath ¢ 6ompamM 06seMoM HHPOpMaHH

Co3ztasats ¥ IOANEPKUBATH TOJIOKHUTENIBHEIA MIMH/DK OPTaHH3ANMA K PYKOBORATENS
HMcnonp30BaTe BBMHCIHTENBHYIO TEXHHKY B HH(OPMANMOHHO-KOMMYHHKAIHOHHBIE
TEXHONOTHH i Oonee  SKOHOMHYHOM M pallMOHAIBHOM  OpraHW3aluu

ObecriednBaTh Hmbopmaunonﬁym 6€e30MacHOCTh OpraHU3allii

HopMaTuBHBIE  @IpaBOBBIE  aKThl,  HOPMaTHBHO-METOAMYECKHME  JIOKYMEHTEI,
_TOCYIApCTBEHHBIE CTaHIAPTHI B cdepe AeATENHOCTH OpraHH3alluH
CrpykTypa OpraHM3anyH, PYKOBOMAIIME COCTaB OpraHM3allid M IIOApa3jeleHUi,

H aIIpa.BJICHI/ISI JACATCIIBHOCTH OprafHusaluu 4 KOMIICTCHIIAH CTPYKTYPHBIX

" DTHKET M OCHOBBI MEIYHapOHOTO IPOKOTIA
Hpam»ma COCTaBIIEHHS ¥ OQOPMIICHHS TOKYMEHTOB
~ IlpaBuna 3amuTel KOHQ)H;[eHunaJILHOH CITy*e6HOH MH(popMAITHK



Apyrue
XapaKTePHUCTHUKHU
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3.4.4. Tpynosas pyHKIMS

HammeHoBanue

VpoBensb
Kox | D/04.6 (OypOBEHD) 6
. | xBannduxaimu

Opranu3anus KCIOTHEHNS PEIICHUH
PYKOBOIHUTEIIA

TIpoHcXoXeHHe TPYIOBOH;

byHKIMHA

TpynoBeie
NeHUCTBHUS

HeoOxomuMble
yMEHUS

Heob6xonumeie
3HAHHI

Hpyrue

X 3aHMCTBOBaHO H3

Opurusan
~ OpHrHMHana

Kon PerucTpalioHHbIH HOMep
OpHMTHHAJA podeCCHOHATLHOTO
CTaHaapTa

JlokyMeHnTanpHoe odopMiIeHHEe pemeHuHi PYKOBOZHTENA, JOBEACHHME N0 CBEICHHS]

COCTaBJ'DITB W O(OPMIIATH JOKYMEHTEI, CONEPAIWE TOPYYEHHS W PACTIOPKCHHS
. PyKoBozmTes

Bectu yacT nopyquHH PYKOBOOUTEIA, ’I‘pC6YIOHIHX KOHTpOJISI II0 CYHIECTBY PCUICHH S |

. BOTIpOCa
"Yerxo u 6BICTPO TIPHHMMAT Ppeluiens B npouecce paboThl

COCTaBJIﬂTB AHAIIATHICCKHUEC OTYCTHI H CHpaBKH II0 pe3yjapTaraM MCIOIHCHUSA

NOPY9eHMH U PaCIOPSDKEHHH PYKOBOJUTEL

HOJ’IBSOB&TBCH CUCTEMaMH 3JIEKTPOHHOI'O ,HOKYMBHTOO6OPOT3

TIpUMEHAT BBIYHCIHTENBHYIO TEXHHKY H HH(OPMAINMOHHO-KOMMYHHKAIHOHHBIE
TEXHONOTHH IJIf 5KOHOMHYHON W DPalHOHAIBHOM OpraHM3aluy HHOYOPMAIHOHHBIX
IPOLECCOB, TOBBINIEHHS KX THOKOCTH H JTUHAMHIHOCTH

HOpMaTPIBHBIC IIPaBOBEIC aKThI, HOpMaTHBHO -MCTOI[I/I‘-ICCKI/IC AOKYMCHTEI,

CTpyKTypa OpraHM3aLHH, PYKOBOZCTBO CTPYKTYPHBIX NOApas/eIeHNN, HAPABICHHS

JACATCIIbHOCTH OpraHu3allid H KOMICTCHIIHH CTPYKTYPHBIX l'IOlea3,I[CJICHI/II71 H

JOJDKHOCTHBIX JIHIT

XapaKTEPUCTHKH
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IV. CBeagennsi 006 opranuszanusx — paspaborunkax npogecCHOHANBLHOIO CTaHIAPTA

4.1. OTBeTCTBEHHAS OPraHU3anHusA-pa3paboTINkK

MockBa

HIT «HanuoHasHas acconranyus OGUCHBIX CIIEMHAINCTOB U aIMAHHCTPATUBHBIX pabOTHUKOBY, TOPOJ

Jupexrop XmocHesa Jlropmuna IletpoBHa

4.2. HaumeHOBaHHSA OpraHU3alHii-pa3paboTIHKOB

1 AHO «AreHTCTBO CTpaTerndecKHX HHULHATHB I10 IIPOABHXEHHUIO HOBBIX IPOEKTOBY, TOPOL |
Mocksa o
12 AHO «Yeni0HHCKOE PErROHATEHOE AreHTCTBO PAa3BHTHA KBaTHQHKAIMi, ropo Yenabunck |
F 3 AHO BIIO «MexpersoHanbHbIH OTKPBITHIA COLMATLHBIA HHCTUTYTY», TOPOX ﬁomKap-Ona,
Pecnybmukxa Mapwuii On |
4 Bourorpanckas Toproso-poMBIIUIeHHas Nanara, ropog Borrorpan, o ﬁ;
5 I'Y «Bcepoccuiickuit HayqHO-HCCIIEA0BATENBCKMA HHCTHTYT JOKYMEHTOBEAEHUS H ADXHBHOIO |
aena» (BHUMIIA), ropox Mocksa
(6 HOY OIIO «MHCTHTYT HHPOpMALMOHHBIX TeXHOIOTHH «AiiTry», ropon Mocksa o
i[ 7 O6mepoccriickuit mpodhcor03 pabOTHEKOB rOCYJapPCTBEHHEIX YIPEXIECHHN M 06MECTBEHHOTO
| obcyxuBanus Poccniickoit ®eneparun, ropog Mocksa ~ ]
E Obmepoccuiickoe MexoTpacneBoe obbemuenre pabotonareneit «Hukens, ropox Mocksa |
9 000 «Maiikpocodt Pycy, ropon Mocksa N
10 00O «IleHTp 3KCTIEPTU3BI B CepTHOHKALUMY, ropox Mocksa j
1 00O «3OeKTpOHHEIE OQHCHEIE CHCTEMBI», Topox Mocksa
! 12 IToBoDKCKME HHCTHTYT ynipaBierus umenn I1. A. Cronsimusa — puiman ®I'BOY BITO
i «Poccuiickas akaJieMHs HAPOJHOTO XO3SHCTBA U TOCYJAPCTBEHHOM CiTy65I ipu [Ipesunente
| Poccuiickoli @enepanuu», ropog Capartos N
13 OI'AOY MIIO «AxaneMus CTaHZAPTH3ALNH, METPOJIOTHHA H CepTH(HUKAIIMEY, ropox Mocksa
14 OI'BOY BIIO «Ilen3eHCKH rocyAapCTBEHHBIA YHHBEPCHTETY, ropox [lensa
15 ®OI'bOY BIIO «Poccuiickuii rocyiapCTBEHHBIN I'yMaHUTAPHEIM YHHBEPCHTETY, Kadempa
1 AokymeHrtoBeznenud, kapenpa ACIIOY, ropox Mocksa o
16 ®I'bY «HayuHo-HCCIEROBATENBCKHUIL HHCTUTYT TPY/A H COLHAIBHOIO CTPAXOBAHMS) :
MunucTepcTBa Tpysa ¥ conuanbHoi 3anmtsl Poccuiickoi ®ezepannn, ropoa Mocksa |
17 SIpociaBckast TOProBo-IPOMBIILTCHHAs naiaTa, ropo Spociasis e

' O6mepoccuitckuit KIacCHpUKATOp 3aHATHIA.
? O6mepoccHicKit KJ1aCCH()UKATOP BHIOB 3KOHOMUYECKOM JEATEILHOCTH.
3 O6mepoccHiicKuit KJIACCH(HKATOP CHIELHANBHOCTE M [0 06pa30BAHHMIO.

* Enunsrit

KBATU(UKALMOHHBIH CTIPABOYHHK JODKHOCTEH PYKOBOAHTENIEH, CIIEHHATHCTOB ¥ APYTHX CIIYXKAIOHX.

5 O6mepoccuiickuii K1accuukaTop mpodeccuit pabodrx, J0IDKHOCTEH CITyXaIUX ¥ TapHQHBIX PaspAIoB.




