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"O6 yTBepxaeHHH IpohecCHOHANBHOro cTangapTa "CIenuanmcT mo
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JoxkymenT npenoctasien Koncynsrantlmoc
Jara coxpanenus: 21.04.2019

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

MWHUCTEPCTBO TPYA U COLMANBHON 3ALLNTLI POCCUACKOWU ®EOEPALUA

MPUKA3
ot 6 maa 2015r. N 276H

Ob YTBEPXAEHUU NMPOPECCUOHAJIbHOIO CTAHOAPTA
"CNEUUANNCT NO OPTAHU3ALUMOHHOMY U NOKYMEHTALIMOHHOMY
OBECINEYEHUIO YNPABJIEHAA OPIrAHU3ALUUEN"

B coorBerctBuM ¢ nyHktomM 16 IlpaBun pa3paOoTk, YTBEpXKACHHUS W IPUMEHEHUs
npoecCHOHANBHBIX ~ CTaHIAPTOB, YTBEPXKJICHHBIX IOCTaHOBJIeHWEM [IpaButenbcrBa Poccuiickoit
®enepanun ot 22 suBaps 2013 1. N 23 (CobOpanue 3akoHomarensctBa Poccutickoit @eneparuu, 2013, N
4, ct. 293; 2014, N 39, ct1. 5266), npuka3bIBaio:

YTBepauTh npuiaraeMelii npodeccuoHanbubiil crangapt "Crenuanuct Mo OpraHu3alluOHHOMY U
JOKYMEHTAIIMOHHOMY 00€CTICUCHHUIO YIIpaBIEHUs OpraHu3anuen'.

Munuctp
M.A.TOIINJIMH

YTBepxkIcCH

npuKa3oM MuHHCTEPCTBA TPy A
Y COLMAIbHOMN 3alIUTHI
Poccniickoit ®enepanun

ot 6 mas 2015 r. N 276H

NMPO®ECCUOHAIbHbIA CTAHOAPT
CNEUMANNCT

no oPrAHU3ALUMOHHOMY U NOKYMEHTALMOHHOMY OBECMNEYEHUIO
YNPABJIEHUA OPTAHU3ALIMEN

447
Perucrparmonubri
HOMED
I. Obmue cBeneHus
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OpraHu3alioOHHOE B IOKYMEHTAITMOHHOE 00eCIIeYeHUE YITPaBICHUS 07.002
OpraHHU3aIHsIMH JTFOOBIX OPTaHU3AIMOHHO-TIPABOBBIX POpM

(HauMeHOBaHME BUJa MPO(ECCHOHATLHON AEATEIbHOCTH) Kon

OcHoOBHas 1EJIb BuUa HpO(bCCCPIOHﬂJ'IBHOfI JACATCIIBHOCTH

Peanunzanus obecrnieunBaronux GyHKIMUN yIPaBIeHUs OpraHU3alie; BHEAPEHHUE JTyqLINX
TEXHUYECKHUX pa3pabOTOK M HOBEHIIMX TEXHOJIOTHI B 00ecTIeYeHNE YIPaBICHHUS OpraHnu3auei

['pynna 3ausTHii:

2432 bubmmorekapu, bubnmorpader, 3431 AJIMUHUCTPAaTUBHO-YIPaBJICHYE
JOKYMEHTOBE/IBI M CIICLIUAIIUCTEHI CKHI IIepcoHa
POICTBEHHBIX Mpodeccuii

4222 Caiyxamue, 3aHATbIE IPUEMOM U - -
UHPOPMHUPOBAHUEM TIOCETUTENICH

(xox OK3 (HaMeHOBaHUe) (xon OK3) (HanMeHoBaHUe)
<1>)

OrHeceHue K BUIaM 9KOHOMHYCCKOH JACATCIIBHOCTHU:

82.1 JlesiTenbHOCTD aJIMMUHHACTPATUBHO-XO035I1ICTBEHHAs " BCIIOMOTaTeIbHAs
NEeSITeNIbHOCTD 110 00eCeueHUI0 (PYHKIIMOHUPOBAHUS OpraHu3alun

82.3 JleaTenbHOCTh TI0 OpTaHu3aIliK KOH(PEPEHIHA U BBICTABOK

(xom OKBO/1 (HamMeHOBaHWE BUJ1a YKOHOMHUYECKOM JIeSITEIIbHOCTH )
<2>)

II. Onucanuie TpyAOBBIX PYHKIINNA, BXOIAIINX
B IpodeccHOoHaIbHBIN cTaHAapT (PyHKIMOHATIbHAS KapTa BUAa
po¢eCCUOHANBHON NEATETHHOCTH)

O0600111eHHbIE TPYI0BbIE (QYHKIIUI TpynoBbie pyHKIMM
KOJ HalMEHOBaHHE YPOBEHb HalMEHOBaHHE KOJ YPOBEHb
KBaJIU (U (moaypoBEHb)
Kaluu KBaJTH(pHUKAIIUN
A | OpranuszaioHHoe 3 ITpuem u pacnpeneneHue A/01.3 3
obecrnieuyeHue TeleQOHHBIX 3BOHKOB
JeSITeIbHOCTH OpraHu3aIu
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OpraHu3annuun

Opranuzanus paboTsl ¢
MOCETUTEJISIMU OpraHU3aluN

A/02.3

Brinonnenune

KOOPIMHUPYIOIIUX
obecrieynBarOmuX (HyHKIHHA

A/03.3

B | loxymeHTannoHHOE )

o0ecrieueHue
NeATEeIbHOCTH
OpTraHHu3aIuu

Opranuzanus paboThI ¢
JOKYMEHTaMHU

B/01.4

Opranuzanus TeKyIero
XpaHEHHs TOKYMEHTOB

B/02.4

Opranu3zanusi 00paboTKH J1e1
JUTSI TIOCJICTYFOIIETO XPaHSHUS

B/03.4

C | OpraHuzanuoHHoOE, 6

JOKYMEHTAIMOHHOE
1 nH(OpMaIOHHOE
obecneyenne
JIEATEIbHOCTH
PYKOBOTUTEIIS
OpTraHu3aIuu

OxkazaHue nomouu
PYKOBOJUTEIIO B
IUIAHUPOBAHUU pabovero
BpPEMECHH

C/01.6

[TnanupoBanue pabouero gHs
cekperaps

C/02.6

Opranuzanus TeneOHHBIX
IIEpETOBOPOB PYKOBOAUTEIS

C/03.6

Opranuzanys KOMaHAUPOBOK
PYKOBOJIHTENS

C/04.6

Opranuzanus padboTsl ¢
MOCETUTEISIMU B TPUEMHON
PYKOBOAUTENSA

C/05.6

Opranu3zanust moJaroToBKH,
MPOBEJICHUS M OOCITY>KUBAHUS
KOH()EPEHTHBIX MEPOIIPHUSITHHA

C/06.6

Opranuzanys UCIIOJHEHUS
pELIeHUH, OCYIIECTBICHUE
KOHTPOJISI UCITOJIHEHUS

MOPYYEHUN PYKOBOJIUTEINS

C/07.6

Opranuzanys 1 noAiep>KaHue
G yHKIIMOHATBHOTO pabodero
MPOCTPaHCTBA MPUEMHOMU U
KaOWHEeTa PyKOBOJIUTES

C/08.6

Pa3paboTka mokaibHbBIX

C/09.6

KouncyabranrIliroc

HaJaeKHasl IpaBoBasi MOAAEPIKKa
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HOPMAaTHBHBIX aKTOB,
pErIaMeHTHPYIOIIHUX PadoTy
cekpeTapst

Cocranenue u opopmiieHUE
YIIPABJICHYECKOU
JOKYMEHTalluu

C/10.6

Opranuzanus paboTsl ¢
JIOKYMEHTaMU B IIPUEMHON
PYKOBOIUTEIS

C/11.6

Opranuzanus XxpaHeHus
JIOKYMEHTOB B IIPUEMHOU
PYKOBOIUTEIS

Cl/12.6

ObecnieueHne pyKkoBOIUTEINS
uHpopmaruein

C/13.6

Opranuzanus
MH(OPMaLMOHHOTO
B3aMMOJICHCTBHS PyKOBOIUTES
C TO/Ipa3IeTICHUSMH U
JOJKHOCTHBIMH JIMIIAMH
OpraHu3aIu

C/14.6

D |HUudopmanmonHO-aH 6
ATUTHYECKas 1
OpraHU3alMOHHO-]T
MHHUCTPATHBHAS
HO/IePIKKA
JeATENILHOCTH
PYKOBOJHUTEIIS
OpraHH3aluH

dopMupoBaHue
UH(POPMAIIMOHHOTO
B3aUMOJICUCTBUS PYKOBOIUTENSA
C OpraHu3anusaMu

D/01.6

Ananu3 nHpopMaLuu 1
MOJITOTOBKA
MH(POPMALIMOHHO-aHATUTHYECK
UX MaTepHagoB

D/02.6

Opranu3zanust 1eJ0BbIX
KOHTAKTOB M MTPOTOKOJIBHBIX
MEPONPUATHN

D/03.6

Opraauzanus WCTIOTHEHUS
pelIeHru PyKOBOIUTENS

D/04.6

[II. Xapakrepuctrka 0600IIEHHBIX TPYAOBBIX (PYHKIIHMA

3.1. OGoOuieHHast TpyaoBast PyHKIHS

KouncyabranrIliroc
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Opranu3anuoHHOE 00eCTIeYeHUE YpoBeHb
HaumenoBanune Kog| A
NEeSATEIbHOCTH OpraHU3aluu KBaJIM(pUKAIAH
[Ipoucxoxnenue
N o 3anMCTBOBAaHO
00001IeHHON TpynoBO# | OpurnHan X
W3 OpUTHHAJIA
byHKIHHA
Kon Peructparnmonublit
opUruHasia HOMED
po¢eCCHOHAIIBHOTO
cTaHjapTa

Bosmosknbie HaumeHoBanus | CekpeTapb-aIMUHUCTPATOP
JOJDKHOCTEH, podeccuit

TpebGoBanus k
00pa3oBaHMIO U
00y4YeHUIO

Cpennee obmiee oOpazoBaHue

[Tpodeccronanpaoe 00ydeHue - MPOrpamMMbl IPOPeCcCHOHATBHOM
MOJITOTOBKH IO MPO(eCCHsiM pabOUHX, TOHKHOCTSAM CITyKaIlInX,
IPOrpaMMBbI IEPENOATOTOBKH Pab0OUnX, CIYXKAIINX, TPOTPAMMBI
MOBBIIICHUS KBATH(DUKAUY pabounX, CITyKaIIux

TpeboBanus K OnBITY
pPaKTHYECKOI paboThI

Oco06ble ycrnoBus
Jorycka K pabote

JHpyrue xapakTepucTuKu

Z[OHOJIHI/ITGHBHLIC XapPaKTCPUCTUKU

HaumenoBanue nokymeHnTa Kon HanmenoBanue 0a30B0ii TPYIIIbI, TOKHOCTH

(mpodeccun) WM crenualbHOCTH

OK3 4222 Cayxariue, 3aHATbIE IPUEMOM U HH(POPMHUPOBAHUEM
IIOCETUTENEN

OKCO <3> 032001 |JdokyMeHTOBeIEHHE U IOKYMEHTAIIMOHHOE 00ecTieueHne
yTIpaBJICHUS

3.1.1. TpynoBas ¢pyHKIMS

HaunmenoBanue |[lpuem u pactipenenenue tenedOHHBIX Kon | A/01.3 | YpoBeHb

KOHcy.HI)TaHTHJIIOC www.consultant.ru Crpanuna 6 u3 48
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3BOHKOB OpraHu3aluu (monypoBeHb)
KBaJTM (DUKAITIH
[Ipoucxoxaenue 3auMCTBOBaHO
P A Opurunan X
TPYAOBOH (hyHKITHH U3 OpUrMHaJIa
Kon PerucrpanuonHslii
OpUTrHaa HOMED
npodeCcCHOHAIBLHOTO
CTaHJapTa
Tpynossle neiictBus |[lepenanpaBieHue TeneQOHHBIX 3BOHKOB PYKOBOJCTBY U COTPYAHUKAM
OpraHu3aluu
Perucrpanus nocrynaromux tene(OHHBIX 3BOHKOB
[Tony4yenne HeoOXxoMuMON HH(POPMAIIMK U TIepeaya CaHKIIMOHUPOBAHHOM
uH(popMaluu 1o tenedony
Heo6xonumeie Hcnonb30BaTh TEXHUYECKUE U MPOTrpaMMHBIE CPEACTBA JUISl MPOBEICHUS
YMEHHUS TOJIOCOBOH MJIM BHJICO-KOH(EPEHII-CBSAZH
Hcnonp30Bath cpecTBa KOMMYHUKAIIMOHHON OPITEXHUKH IS TOTYyYEHUS
U nepenayu uHpopMaluuu
Bectn yderHble perucTpanMoHHble (OPMBI, HCHOIB30BaTh MX IS
nH(pOpPMaLMOHHON pabOThI
VYcraHaBnuBaTh KOHTAKT C COOECEIHMKOM, IOAJIEPKUBATh M pPa3BUBATh
JIeNIoBYIO Oecey B mpolecce Tesie()OHHbIX IEpEroBOPOB
CrnaxxuBaTh KOH(DJIUKTHBIE M CIOXHBIE CUTYalldd MEXJIMYHOCTHOTO
B3aUMO/JICHCTBUS
Cobmtonath CiTyK€OHBIH ITHKET
Heo6xoanumeie @DyHKIMH, 33]a4H, CTPYKTypa OPraHU3alH, €€ CBSI3U
3HAHUS
[TpaBuna B3aMMOACWUCTBUS C TapTHEpaMM, KIMEHTaMH, CpEeACTBaMHU
MaccoBoi HHGOpMauu
DTHKA AEIIOBOr0O OOIIEHNS
IIpaBuna peueBoro sTuKeTa
TpeboBaHus 0XpaHbl TpyJa
[TpaBuia 3amuThl KOH(UASHIMATBEHON CiTy>kKeOHOI nH(popMaru
KOHcy.HI)TaHTHJIIOC www.consultant.ru Crpanuna 7 u3 48
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HApyrue -
XapPaKTCPUCTHUKHU

3.1.2. TpynoBas pyHKIus

Opranu3zanys paboThl C TOCETHTEIIMU YpoBeHb
HaumeHnoBanue |opraHuzanuu Kox | A/02.3 |(momypoBensb) |3
KBaTM(UKAITUH

[Ipoucxoxnenue 3auMCTBOBAHO
. Opurunan X
TPYIOBOU (DYHKIIUU W3 OpUTHHAJIA

Kon Perucrpanuonnslii
OpUTHHaa HOMED
PO EeCCUOHAIIBHOTO
CTaHJapTa

TpynoBeie neiictBust |BcTpeda  mocerureneidd, moigydeHHE TMEPBUYHOW  HHPOpPMAIUH O
IIOCETUTENSIX M IOMOIIb B OPraHU3AallMM HUX IPHEMa PYKOBOIUTEIEM U
COTPYAHUKAMHU

Benenue sxypHaa 3an1ucy OCETUTENEH

VYder nocerureneit 1 0pOpMIICHHE TIPOITYCKOB

CopeiicTBUE ONEPATUBHOMY PpAacCMOTPEHUIO MPOChO U MpeAsIOKEHUMN
IIOCETUTENEH

IIpuem wu nepemaya JOKYMEHTOB IIOCETUTENEH  PYKOBOJACTBY U
COTpPYJIHUKAM OpraHU3alu1

OpraHI/ISaHI/IH 151 6pOHI/Ip0BaHI/Ie NEpCroBOPHBIX KOMHAT

CepBupoBka yaitHoro (kogeitHoro) crona B oduce

[TpuroroBneHne HaNMTKOB (4aii, kode, MPOXJIaAUTEIbHbIE HATUTKN)

Heo0Oxoaumsie OO0AaTheCs ¢ HOCETUTEINAMA
yMEHUS

Hcnonp30BaTh yCTaHOBIEHHBIE IIpaBUjIa W IPOLEAYPbI KOMMYHHMKALUH
BHYTPH OpPTaHU3aLHAN

Bectu yueTHble GOpMBI, HCIIOJIB30BATH UX JIsI paOOTHI

COSILaBaTB MMOJIOKUTEIbHBINA UMUK opraHuzaliu

[TpuHUMATH MEpBI 10 pa3peLIeHNI0 KOHPIUKTHBIX CUTYaIH

KoncyabranrlLioc www.consultant.ru
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HpI/IMeHHTB I/IH(l)OpMaLII/IOHHO-KOMMYHI/IKaI_II/IOHHI)IC TCXHOJIOI'NH

Ob6ecneunBaTh KOH(PHUACHIIMAIBHOCTh HHPOpMAIUU

HeoOxonumeie [IpaBuia opranu3zanuu npuema noceTuTesen
3HAHUS

[IpaBuna genoBoro oOmEeHUs

CtpykTypa  OpraHM3anMd W pacnpeieneHHe — QYHKIHA — MEeXIy
CTPYKTYPHBIMH TTOJIPA3ICICHUSMH U CTICHATHCTAMHU

[IpaBuiia opranu3zauu NpueMoB B oduce

[IpaBuna cepBUPOBKHU YaitHOTO (KOGEHHOTO0) CTOIa

HpaBI/IHa IMPUTOTOBJICHUA U ITOAAaYU I'OPAINX HAIIUTKOB U 3aKYCOK K HUM

DTHKa JEIOBOr0 OOIIEHUS

HpaBI/ma PEUCBOI'O OTHKECTA

TpeOGoBanust 0XpaHsl Tpyaa

[TpaBuia 3amuThl KOH(UACHIIMAIEHON CITy)K€OHOM nH(pOopMauu

HApyrue -
XapaKTCPHUCTUKHU

3.1.3. TpynoBas ¢pyHKIMS

BeInonHeHne KOOpAMHUPYIOIMINX U YpoBeHb
HaumenoBanue |obGecneunBaronux GpyHKInun Kox | A/03.3 |(nmoaypoBens) |3
KBaJIM(pUKALTIH
[Tpoucxoxaenue 3auMCTBOBaHO
P A Opurunan X
TPYAOBOH (DYHKITHH U3 OpUTHHAJIA
Kon PerucrpanuonHslii
OpUTHHANA HOMED
npodeccuoHaIbHOIO
CTaHJapTa

Tpynosele neiictBus | Benenue xxypHana pa3be3ioB pabOTHUKOB OpraHU3aIUH

KOOp,Z[I/IHaI_II/ISI pa6OTBI KYPbCPOB U BOOUTENCH opraHu3anvuun

Benenue sxypHana pa3pe3loB KypbepOB OpraHM3allMM U MaplIpyTOB

KOHcy.HI)TaHTHJIIOC www.consultant.ru Crpanuna 9 u3 48
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BOJIUTEIIEN

BOJIMTEJIEH OpraHu3aluu

CocraBieHue crpaBKH O pa3be3fax padOTHUKOB, KyphepOB M MaplIpyTax

Heo6xoaumeie CocTaBsITh U BECTH YUETHBIE IOKYMEHTHI
yYMEHUs
[lpuMeHsATH CpeacTBa KOMMYHHKAIMM JUIi  Tepeladd  MOpyYCHHH
PYKOBOJUTENS U COTPYAHUKOB OpraHU3aIIU
[IpuMeHsTH COBpEeMEHHBIE CpeAcTBa cOopa, 00pabOTKM U mepenadu
uHpopmanuu
OrneHuBaTh pe3yabTaThl B paMKax IOCTaBJICHHBIX 3a]a4
OcymiecTBiATh  KOHTPOJb  HUCIOJHEHUS IMOPYYEHUHl  pyKOBOAWTEIS
COTPYAHUKAMHU
Heo6xonumeie IIpaBuna peyeBoro sTuKkeTa
3HaHUS
OTHKa 1€10BOro o0UeHus
TpeboBaHus 0XpaHbl TpyIa
[TpaBuna 3amuThl KOH(UAESHIMAIBHON ClTyKeOHOM nHpopManuu
CrpykTypa  opraHuzaluy M pacnpeneneHue  QyHKIMA — MexXIy
CTPYKTYPHBIMH TIOJPA3JICIICHUSIMH U CIIEIUAIACTAMHA
HApyrue -
XapaKTePUCTHKH
3.2. O6o06uieHHas TpyaoBas QyHKIHS
OKYMEHTAIlMOHHOE O0ecreueHue YpoBeHb
HaumenoBanune Hoxym H Kon| B P
JeSITeTbHOCTH OpraHU3allH KBaJTH(pHUKAIUN
IIpoucxoxnenue
. . 3aMMCTBOBaHO
00001eHHON TpyI0BOH | OpUrHHaI X
U3 OpUTMHAJIA
byHKIMHA
Kon PerucrpanuonHslii
OpUTHHANA HOMeEp
npo¢ecCuOHaIBLHOTO
CTaHaapTa

Bo3MoxHBIE HANMEHOBAHMS I[CJIOHPOI/ISBO,I[I/ITCJIL

KoncyabranrlLioc www.consultant.ru
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JOJDKHOCTEH, mpodeccuii

TpebGoBanus Cpennee npodeccuoHanbsHOE 00pa30BaHUE - IPOTPAMMBI TOATOTOBKHU
00pa3oBaHMIO U KBaJTM(HUIIMPOBAHHBIX pabOUUX, CITyKAIIUX
00y4eHUIO0

TpeboBanus K OIBITY -
HPaKTHYECKOI paboThI

Oco0pble ycroBHs JOITycKa
K pabote

Jlpyrue xapakTepucTUKU

Z[OHOJ'IHI/ITeJ'IBHLIC XapaKTCPHUCTUKHU

HanmenoBanue Kon HanmenoBanue 6a30B0ii rpymIibl, JOIDKHOCTH (TTpodeccrn)
JIOKYMEHTa WIN CHEeLUalbHOCTU
OK3 3431 AJIMUHHCTPATHBHO-YIPABICHUYECKUI TIEPCOHAT
EKC <4> - Jlenonpon3BoaUTENb
OKIIATP <5> 21299 | denonpou3BOANUTEND
OKCO 032002 | JokymeHTanMOHHOE O0eCTIeYeHNE YIPABICHUS U
apXUBOBEJICHHE

3.2.1. TpynoBas pyHKIUSA

Opranuzanuys paboThI C TOKyMEHTaMU YpoBeHb
HaumeHnoBanue Kox | B/01.5 |(nmomypoBenn) |5
KBTI (UKAITTT

[Tpoucxoxaenue 3aMMCTBOBaHO
. Opurunan X
TPYA0BOU (QyHKIIUU W3 OpUTHUHAJIa

Kon PerucrpanuonHslii
OpHUTHHAaNa HOMED
po¢eCCHOHAIBHOTO
CTaHJapTa

Tpynoseie neiictBus |[Ipuem u nepBuuHas 06paboTKa BXOIAIIMX JOKYMEHTOB

KoncyabranrlLioc www.consultant.ru
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[IpenBaputennbHOE pacCMOTPEHUE U COPTUPOBKA JIOKYMEHTOB  Ha
PETUCTPUPYEMBIE U HE PETUCTPUPYEMBIE

HOIIFOTOBKa BXOOAIIHNUX JOKYMCHTOB JJIsI paCCMOTPCHUSA PYKOBOJUTCIICM

Per HUCTpaluA BXOAAIINX JOKYMCHTOB

OpI‘ aHn3alursa JOCTaBKHU JOKYMCHTOB UCIIOJIHHUTCIIAM

Benenue 6a3pl JaHHBIX JOKYMEHTOB OpPraHU3allUH

Benenue nndopmanrioHHO-CIIpaBOYHOM paboThI

O6paboTka 1 OTIpaBKa UCXOJISIINX JOKYMEHTOB

OpFaHI/ISaHI/Iﬂ pa6OTLI o peructpanuu, y4dcery, XpaHCHHUIO U IIEpcaadc B
COOTBCTCTBYIOIIHUEC CTPYKTYPHBIC MOAPA3ACICHUA OOKYMCHTOB TCKYLICTO
JACJIOITPOU3BOJACTBA

KOHTpOJIB HCIIOJIHCHUSA JOKYMCHTOB B OpraHu3aliuu

Heo6xonnmeie PaGoTath co Bcell COBOKYMHOCTBIO MH(OPMAIMOHHO-AOKYMEHTAL[MOHHBIX
YMEHHUS pecypcoB OpraHu3aluu

ITonp30BaThCs Oa3zaMu JaHHBIX, B TOM YUCJIC YIAJICHHBIMU

ITonb30BaThCs CIIPAaBOYHO-IIPABOBBIMU CUCTCMAMU

ITonb30BaTbCcs aBTOMATU3UPOBAHHBIMM CHUCTEMAaMHU ydeTa, PETUCTpaLUU,
KOHTPOJISI U HH(OPMALMOHHO-CIIPABOYHBIMU CHCTEMaMU IpH padboTe c
JOKYMEHTaMU OpraHU3aluu

HpI/IMeHHTB COBpPCMCHHBIC I/IH(I)OpMaI_II/IOHHO'KOMMYHI/IKE[L[I/IOHHBIC
TCXHOJIOTHH  1JId pa60T51 C JOOKYMCHTaMHM, B TOM YHCIC TJId €€
OIITUMH3AalIWU U ITOBBILICHUA Sq)(l)eKTI/IBHOCTI/I

HeO6XOI[I/IMI>Ie HOpMaTI/IBHBIe IMPAaBOBBIC AKTBI U HOPMATHBHO-MCTOANYCCKUC JOKYMCHTHI,
3HaHUA OMpeaACIAOIINEC MMOPATO0K TOKYMEHTAIIUOHHOT O o0OecIieueHust YIIpaBJICHUA

CtpyKTypa OpraHu3aiiu, pyKOBOJICTBO CTPYKTYPHBIX MOPA3ICICHHMA

CoBpeMeHHbIe HH()OPMAIITMOHHBIE TEXHOJIOTHH pabOTHI C JOKYMEHTAMH

[Topsimox paboThI ¢ JOKYMEHTaMU

CxeMmbl IOKyMeHTO00O0poTa

[IpaBuna paboTel C BXOAAINIUMHU, UCXOMSIIIMMUA H BHYTPECHHUMH
JIOKYMEHTaMHU

[IpaBuna opranuzanmuu u GOpPMBI KOHTPOJISA HCIOTHEHUS TOKYMEHTOB B
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OpraHu3annun

TuroBkle CPOKH HUCIIOJTHEHUA TOKYMEHTOB

[TpuHIIUTIBI pabOTHI CO CPOKOBOM KapTOTEKOM

Ha3naueHnne u TEXHOIOTHSA TEKYLICTO U MPEAYIPEAUTCIBHOI'O KOHTPOJIA

[IpaBuia cocTaBieHHsI aHATUTHYECKUX CIIPABOK 110 OPTaHU3ALUN PaOOTHI C
JOKYMEHTaMH U KOHTPOJIIO UCIIOJIHEHUS IOKYMEHTOB

HpaBI/ma JOKYMCHTALIMOHHOI'O obOecreyeHus ACATCIIPHOCTU OpTraHHu3alun

BI/I,I[BI AOKYMCHTOB, UX HAa3HAYCHUC

Tpe6OBaHI/IH, NpeaAbABISAIEMBIE K  OOKYMCHTaM B  COOTBETCTBUHU C
HOPMATUBHBIMHU aKTaMH U T'OCYAapCTBCHHBIMU CTaHAapTaMU

[lpaBuna cocraBaeHus u opopMIIeHHS HHPOPMAITMOHHO-CIIPABOYHBIX,
OpraHU3alMOHHBIX YIIPABICHYECKUX IOKYMEHTOB

[IpaBuna co3ganus ¥ BeAeHHUs] 0a3 JAaHHBIX CIYXKEOHBIX JIOKYMEHTOB B
OpraHu3aIu

Cucremsbl QJICKTPOHHOI'O I[OKYMeHTOO60pOTa

HpaBI/IJ'Ia " CPOKHU OTHPABKH UCXOIAININX NOKYMCHTOB

TpeboBaHus oXpaHbl TpyJa

Hpyrue -

XapPaKTCPUCTHKHU

3.2.2. TpynoBas pyHKIUSA

Opranuzanus TeKyuero XxpaHeHus VYposeHn
HaunmenoBanue |I0KyMEHTOB Kox | B/02.5 |(moxypoBensb) |5
KB (pUKAITIH
[Ipoucxoxnenue 3auMCTBOBaHO
P o Opurunan X
TPyIOBOM (HYHKIIHH W3 OpUTHHAJIA
Kon Perucrpanmonubi
OpUTHHAJA HOMED
npodeccnoHanTbHOTO
CTaHaapTa
KOHcy.HI)TaHTHJIIOC www.consultant.ru Crpanuna 13 u3 48
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Tpynossie neiictBust | PazpaboTka HOMEHKIIATYpHI JIE]1 OpraHu3aluu

[IpoBepka mnpaBUIBHOCTH O(GOPMIICHHUS JTOKYMEHTOB M OTMETKH 00 HX
UCTIOJHEHUU Tepen UX (OPMHPOBAHHUEM B €TI0 Ui IMOCIEAYIOIIETO
XpaHeHus

(DOPMYJ'II/IPOBaHI/Ie 3aroJIOBKOB €I U OIIPCACIICHUE CPOKOB UX XpaHCHHUA

dopmupoBaHUe J1ei

KOHTpOJIB MMPaBUJIBHOI'O U CBOCBPCMCHHOI'O pacClpCacCiiCHUA W IMOAIIHNBKA
JOKYMCHTOB B JI€Jia

HeoOxonumeie OpranuzoBbiBaTh paboTy MO y4yeTy, XpaHEHUI0O U TMepeJadye B
yMEHUs COOTBETCTBYIOIIEE CTPYKTYPHOE MOAPA3JEICHUE JOKYMEHTOB TEKYLIETro
JIeIONPOU3BOICTBA

OcCyIecTBIAT  METOAMYECKOE PYKOBOJACTBO  JEJIONPOU3BOJACTBOM B
OpraHU3allK, KOHTPOJIUPOBATH MPaBHIbHOE (HOPMUPOBAHHE, XpPAaHEHUE U
caady A€l B apXuB

P33pa6aTHBaTB HOMCHKIJIATYPY ACJI CTPYKTYPHOI'O ITOAPA3ACIICHUA

Hcnonb3oBath HOMCHKIJIATYPY ACJI IIpu HN3YyUCHUU CTPYKTYPbI
opranm3anru, COCTaBJICHUU OITHCEH I

OpranuzoBeiBaTh paboTy Mo (HOPMHPOBAHHUIO €1 B COOTBETCTBHH C
YTBEPKJIEHHON HOMEHKJIATypO# JieJl OpraHu3aun

[IpaBUIBHO U CBOEBPEMEHHO (hOPMUPOBATh JOKYMEHTHI B JleJIa C yYETOM
ux creuuduku

CI/ICTeMaTI/I3I/Ip0BaTL JAOKYMCHTBI BHYTPU ACJIa

OO0ecrieunBaTh COXPAHHOCTD U 3allIUTY JOKYMCHTOB OpTraHHU3allun

[TpumensaTh HMHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE ~TEXHOJOTMH IS
paboThI ¢ TOKYMEHTaMH

HeoOxonumeie HopMmaTtuBHble mpaBoBbl€ aKThl, HOPMATUBHO-METOUYECKHE JJOKYMEHTHI,
3HaHUS roCy/1apCTBEHHbBIE CTaHAAPTHI, OIIpEAEIAIOINE HOPSIOK
JOKYMEHTAI[MOHHOTO 00EeCTIeUeHus yIpaBiIeHUs

Bunel Homenknatyp, obmue TpeboBaHMS K HOMEHKJIAType, METOJIMKa €€
COCTaBJIEHUS U OPOPMIICHHS

IIpaBuna corylacoBaHusi HOMEHKIATYpPBl J€JI C  BEIOMCTBEHHBIMU
apXHWBaMH U SKCIEPTHOU KOMHCCHEN

[Topsimox GpopmupoBanus u opopmiieHus aei, cneunduka GopMUpoBaHUs
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OTACIBbHBIX KaTeFOpI/Iﬁ Jc

[IpaBuia xpaHeHHs [ei, B TOM YHUCJIE€ C JOKYMEHTAaMU OrPaHUYEHHOIO
Jocryna

[IpaBuna BbIIaYM W MCIOJIB30BAaHUS JTIOKYMEHTOB M3 C(HOPMHPOBAHHBIX
nen

TpeboBanust oxpaHsl Tpyaa

HApyrue -
XapaKTCPHUCTUKHU

3.2.3. TpynoBas ¢pyHKIHS

Opranuzanys 00pabOTKH A€ It YpoBeHb
HaumeHnoBanue |mocienyromero XxpaneHus Kox | B/03.5 |(nmomypoBenn) |5
KBTI (UKAITTT

[Ipoucxoxaenue 3aMMCTBOBaHO
. Opurunan X
TPYIOBOU (HYHKITUU W3 OpUTHUHAIIA

Kon Perucrpanuonnslii
OpUTHHaa HOMED
PO EeCCUOHAIBHOTO
CTaHJapTa

Tpynoseie neiictBust | [IpoBepka cpokoB XpaHEHHUs TIOKYMEHTOB, COCTABJIEHUE IPOTOKOJIA PabOThI
JKCIIEPTHOM KOMHCCHUH IO MOATOTOBKE JOKYMEHTOB K XPaHEHHUIO, aKTa O
BBIJICJIICHUU K YHUYTOXCHUIO JOKYMEHTOB, HC IMOJIC)KAIIUX XPAHCHUIO

CocraBneHue BHYTpeHHeﬁ OITMCH OCT IJIA 0c000 HCHHBIX TOKYMCHTOB

O(I)OpMJ'IeHI/IC ACJI TOCTOAHHOTO, JOJITOBPEMCHHOI'O CPOKOB XPAHCHUS

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

CocraBiicHHE OIINCH ACT  MOCTOAHHOIO, AOJIOBPEMCHHOIO CPOKOB
XpaHCHUA

Hepe;laqa ACJI B apXUB OpraHu3alin

Heo0xoaumeie [Tonb30BaThes TMEpeuHSMU JOKYMEHTOB U aHAIM3HPOBATh (PaKTUUECKOE

YMEHUA coJiepyKaHue UMEIONINXCS B JeJI€ TOKYMEHTOB IIPU OIPENEICHUN CPOKOB X
XpaHEHUS

KOHcy.HI)TaHTHJIIOC www.consultant.ru Crpanuna 15 u3 48

HaJaeKHasl IpaBoBasi MOAAEPIKKa



Ipuxa3 Muntpyna Poccun ot 06.05.2015 N 276n
"O6 yTBepxaeHHH IpohecCHOHANBHOro cTangapTa "CIenuanmcT mo
OpraHU3aLUOHHOMY ...

JoxkymenT npenoctasien Koncynsrantlmoc
Jara coxpanenus: 21.04.2019

OdopMIATh TOKYMEHTBI SKCIIEPTHON KOMHUCCUU

OdopMisaTh 007I05KKH /1€ TOCTOSTHHOTO U BPEMEHHOTO CPOKOB XPAHEHHUS B
COOTBETCTBHUH C TPEOOBAHUSMU T'OCYJAPCTBEHHBIX CTaHIapPTOB

[Tpon3BOaAUTE XPOHOJIOTHYECKU-CTPYKTYPHYIO CUCTEMATU3AINIO JIEI

OcymecTBIATh TEXHUYECKYI0 00paboTKy u monHOoe odopmiieHue aen
MOCTOSTHHOTO U BPEMEHHOT'O CPOKOB XPaHECHHUS

CocTaBidTh ONUCH €] IOCTOSSHHOTO U BPEMEHHOIO0 CPOKOB XPAHEHMs B
COOTBETCTBUU c JEHCTBYIOIUMU HOPMAaTUBHO-METOAUYECKUMU
JOKyMEHTaMU

[IpumensTb  MH(OPMALMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJIOTMU  JJIs
paloThI ¢ JOKYMEHTaMH

HeO6XOI[I/IMI>Ie HOpMaTI/IBHBIe IIPAaBOBBIC AKTbl, HOPMATHBHO-MCTOANYCCKUC IJOKYMCHTHI,
3HaHUA rocyaapCTBCHHBIC CTaHAApPThI, OIpCACIIAOIINC MMOPAI0K
AOKYMCHTAIIUOHHOT' O obecreyeHus YIpaBJICHUA

Kputepun pasnenenuss AOKYMEHTOB Ha TPYHIbl B COOTBETCTBUU C
LIEHHOCTHI0 MH(POPMALINH, COACPIKAIIEHCS B HUX

HOp?II[OK HUCIIOJIB30BaHUA THIIOBBIX HWJIHM BCAOMCTBCHHBIX nepequﬁ
AOKYMCHTOB, OIPCACICHUA CPOKOB XpPAHCHHUA B IIPOLECCEC ISKCICPTUIBI
LHEHHOCTHU JOKYMCHTOB

[lopsmox co3maHus, OpraHM3alMid M JOKYMEHTHUPOBaHHSA  paboThI
JKCIIEPTHOM KOMUCCHHU

HpaBI/IHa COCTaBJICHHUA W YTBCPKIACHUSA IIPOTOKOJIA pa6OTLI SKCHepTHOﬁ
KOMUCCHH

HpaBI/IHa COCTAaBJICHHUA U YTBCPKACHUA aKTA O BBIACICHUN TOKYMCHTOB, HC
moIC)KaAUX XPaHCHUTIO

[IpaBuna TexHMuYeckoll OOpabOTKM M TMOJHOrO OQOpPMIIEHHS el
MOCTOSIHHOTO Y BPEMEHHOI'O CPOKOB XpaHEHHUSI

HpaBI/ma COCTaBJICHHUA OIMUCHU NACI IMOCTOSAHHOTO W BPEMCEHHOI'O CPOKOB
XpaHCHUA B COOTBETCTBUU C I[GI\/JICTBYIOHII/IMI/I HOPMAaTUBHO-METOJUYICCKNUMU
AOKYMCHTaMH

HpaBI/ma nepeaaduun A€ B apXuB OpraHu3aliuin

TpeboBanust oxpansl Tpyaa

Jlpyrue -
XapaKTepI/ICTI/IKI/I
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3.3. O6006meHHas TpyaoBast GyHKIIHSI

Opranu3zanoHHOe, TOKYMEHTAIMOHHOE U VDOBCHL
HaunmenoBanue |undopmarmonHoe ooecneuenue nesareapbHoctu | Kog | C P
KBaJIM(pUKAITHH
PYKOBOJAMTEIIS OPraHU3aIuu
[Ipoucxoxnenue
N o 3auMCTBOBAaHO
00001IeHHON TpyIOBO# | OpurnHan X
U3 OpUTHHAJIa
byHKIHHA
Kon Peructpanmonublit
OpHUTHHAJIA HOMED
po¢eCCHOHAIBHOTO
cTaHjapTa

Bosmoxuble HaumeHoBaHus | Cekperapb pyKOBOJIUTENS
JOJDKHOCTEH, mpodeccuit

TpeboBanus k Bricmee oOpa3oBanue - 6akanaBpuaT HITH

obpazoBanuio 1 o0yueHuro | CpeaHee npodeccuoHaabHOe 00pa3oBaHKeE - IPOrPaMMBbI TOATOTOBKU
CIICLIMAJINCTOB CPEIHErO 3BCHA

JlononaHuTeNbHOE NMPOodhecCHOHATIbHOE 00pa30BaHue

Tpe6OBaHI/I$I K OIIBITY He menee ABYX JICT BBIIIOJIHCHU pa60T 10 OPraHU3allMOHHOMY U
HpaKTI/IquKOfI pa6OTI)I JAOKYMCHTAIITUOHHOMY 00ecreUeHUIO ACATCIIBHOCTH PYKOBOJAUTCIIA
OpraHu3anuvu Ipu CpeCaHEM HpO(I)eCCI/IOHaJ'IBHOM O6pa3OBaHI/II/I

Oco0ble ycroBus Jonycka |-
K pabote

Jlpyrue XxapakTepucTuku |-

Z[OHOJIHI/ITCHBHLIC XapPaKTCPUCTUKU

HaunmeHnoBanue nokymeHnra Kon HaumenoBanue 6a30Boii rpymiibl, J0HKHOCTH
(mpodeccun) wim crenuanTbHOCTH

OK3 2432 bubnuorekapu, 6udnuorpadsl, JOKYMEHTOBEIbI U
CTEMAIACTHI POJACTBEHHBIX MTpOodeccHid

EKC - CekpeTapb pyKOBOAMTEIS

OKIIATP 26341 Cekperapb pyKOBOIUTENS
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OKCO 032001 JIOKyMEHTOBEICHUE M JIOKYMEHTAIIMOHHOE
o0ecrieyeHne yrnpaBIeHHs

032002 JIOKyMEHTaIOHHOE 00ecriedeHne YIpaBIeHUs U

apXUBOBECHHE
3.3.1. TpynoBas pyHKIUSA
OxazaHwue MOMOIIY PYKOBOTUTEIIO B YpoBeHb
HanmenoBanue |1miaHUPOBaHHUH pabOYero BpEeMEHH Kox | C/01.6 |(momypoBeHb)
KBaJTM (pUKAITIH
[Ipoucxoxnenue 3anMCTBOBaHO
P a Opurunan X
TPYI0BOU (HYHKIIUU U3 OpUTHUHAJIa
Kon Peructparnmonnblit
OpHUTHHAJIA HOMEp
npodeccuoHanIbHOTO
CTaHaapTa

Tpynoseie neiictBus |Beibop  popmbl  1uraHupoBanuss W OQOpPMIICHHE  IUIAHUPOBIIHKA
(opranaiizepa) pyKOBOJIUTEIS

Brecenune nHpopMauu B IIIaHUPOBITUK (OpraHaisep)

CornacoBaHue ¢ pyKOBOJUTEIEM BPEMEHHBIX TIaHOB

CornacoBanue TeneOHHBIX IEPErOBOPOB, BCTPEY M MEPONPUITUH C
napTHepamMH,  KJIMEHTaMH,  pPYKOBOIUTEISIMM  TOAPA3AEICHUM U
COTPYJHUKaMHU

WudopmupoBaHue  pPyKOBOJAMTEISI O  perJlaMeHTe  HaMEUYeHHBIX
MEpONPHUITHI

[IpenynpexaeHue o NpuOIMKEHUH BpEMEHH HAMEUEHHBIX MEPOTIPUSTUI

®opMUpOBaHHE PE3EPBA BPEMEHU [IJIS1 HENPEABUACHHBIX CUTYallU

HeoOxonumeie YcTaHaBnuBaTh LEIH, OIPEIENIATh HEPAPXUIO LIeNei
yYMEHUS

OmnpenensTh TPHOPUTETHOCTh M OYEPETHOCTH BBHIMOIHEHUS paboT u
3¢ dEKTUBHO pacnpeaesTh pabouee Bpemst

Oxa3pIBaTh IMOMOIIb PYKOBOJIUTENIO B paclpelelieHud ero padodero
BPEMEHHU

KouncyabranrIliroc
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Boibupate  ontuManbHble  cOCOOBI  MHGOPMUPOBAHMSI  MAPTHEPOB,
KJIMEHTOB, IIOCETUTENIEH, PYKOBOAUTENEHN MOAPA3ICICHUN U COTPYIHUKOB O
IJITAHUPYEMBIX MEPOIPUATHUAX
ObecneunBaTh H(OPMaIIMOHHYIO 0€30MacHOCTb JIEATETbHOCTH
OpraHu3aluu

Heobxonumeie Crennrka OCHOBHOM JEATEILHOCTH OPTaHU3AIUN

3HaHUSA
OCHOBBI aJIMUHUCTPATUBHOTO IpaBa M TPYAOBOIO 3aKOHOJATEIbCTBA
Poccuiickoit ®eneparuu
PykoBoasuii coctaB OpraHu3aluy U €€ noApa3acicHun
QyHKINHA CAMOMEHEKMEHTA
[TocTanoBka nenen
[IpaBuna npoBeaeHUs 1€JIOBBIX ITEPETOBOPOB
TpeOGoBanust OXpaHbl Tpyaa

HApyrue -

XapaKTEPUCTUKU

3.3.2. TpynoBas pyHKIUSA

[TnanupoBaHue paboyero JHS CEKpeTapst YpoBeHb
HaumenoBanue Kon | C/02.6 |(nmomypoBeHb)
KB (pUKAITIH

IIpoucxoxnenue 3aMMCTBOBaHO
. Opurunan X
TPYAOBOH (hyHKIIMH U3 OpUTMHAJIA

Kon PerucrpanuonHslii
OpUTHHAaja HOMED
npodeccuoHaIbHOTO
cTaHzapTa

Tpynosele neiictBus | Beibop u oopmiieHne niaHUpOBIIUKA CEKPETaps

Benenne nHeBHuKa (Ha QJICKTPOHHOM W/ W 6YM8.)KHOM HOCI/ITCJ'IC)

CornacoBaHue IIJIaHOB € TUIAHAMU U CPOKaMU pabOThl pyKOBOIUTEIS

Pacnipenenenne pabouero BpeMeHH (Ha JIeHb, HEJIEIO, IEPCTICKTUBY)

KoncyabranrlLioc www.consultant.ru
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HepeHeceHHe HEBBIITIOJITHCHHBIX 3allJTAHUPOBAHHBIX 3aaa4

BrimmomHeHNE THITMYHBIX CXKCIHCBHBIX JCJI

HeobOxoaumsie Br16upars v 0popMIIATH TUTAHUPOBITUK
YMEHHUS

BHocute u oTciexxuBaTh HMH()OPMALMIO HA 3IEKTPOHHOM  W/WIH
OyMa)KHOM HOCHUTEJIE

PaccraBnsate IIPUOPUTETHI, BBIACIIATH BAXXHOEC U CPOUYHOC

Br16upaTh onTuManbHbIN pUTM PabOThHI

AHaJ'II/ISI/IPOBaTI) IIPUYKUHBI HEBBITIOJIHCHHUA 3a1a4

HpI/IMeHHTB I/IH(I)OpMaI_[I/IOHHO'KOMMYHI/IKaI_[I/IOHHBIC TCXHOJIOI'MH

Heo6xonumeie OcobeHHoctn  oGOpMIIEHUS IUIAHUPOBIIMKA (HA SJIGKTPOHHOM U
3HaHUSA OyMa)KHOM HOCHUTEJISIX )

OcCHOBBI yIpaBJI€HHs BpEMEHEM

Jpyrue -
XapaKTepI/ICTI/IKI/I

3.3.3. TpynoBas pyHKIUSA

Opranusanus TeneOHHBIX TEPEroBOPOB YpoBeHb
HanmenoBanue |pyKoOBOIUTEIS Kon | C/03.6 |(nmomypoBeHb)
KBaJTM(pUKAITIH

IIpoucxoxaeHue 3aMMCTBOBaHO
. Opurunan X
TPYAOBOH (hyHKIIMH U3 OpUTMHAJIa

Kon PerucrpanuonHslii
OpUTHHaja HOMED
npodeccunoHaIbHOTO
cTaHzapTa

pr,Z[OBLIC neiicteus | Benenue 0a3bl TCJ'IC(I)OHHBIX KOHTAKTOB PYKOBOAUTCIIA

CoenuHeHre pyKOBOJIUTENS C KOHKPETHBIMU AOOHEHTAMH

[ToaroToBka MatepuanoB s TeIe(OHHBIX IEPETOBOPOB PYKOBOIUTEIIS

Perucrpanus nocrynamomux B IpUEMHYIO T€JIe(POHHBIX 3BOHKOB
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[lepenanpaBienue OTAEIbHBIX TeNE(OOHHBIX 3BOHKOB 3aMECTUTEISIM
PYKOBOJHMTENS, APYTUM COTPYIHHUKAM

[Tony4yenune HeoOX0MMMON MHPOPMALIMHU H Nepeaada CaHKIIMOHUPOBAHHOU
uHpopmaruu 1o tenedony

VcTaHOBJICHHE KOHTaKTa C COOCCEIHUKOM, IOJJICPKAaHHE W DPa3BUTHUEC
NIeNIoBOM Oeceibl B Iporecce TeneOHHBIX IIEPETOBOPOB

Oxka3zaHue NOMOIIM PYKOBOJUTENIO IIPU OpraHM3allMM UM IPOBEACHUU
TeneOHHBIX IEPETOBOPOB U BUICOKOH(EpEHIUI

Heo6xonumeie Bectn u ucnonp3oBate B paboTe 0a3y JaHHBIX Tele(QOHHBIX KOHTAKTOB
YMEHHS PYKOBOAUTES

Hcnonp30Bath cpeacTBa KOMMYHUKAIIMOHHON OPTTEXHHUKH JUTS TIOTYYSHHUS
U Tepenayn nHpopManun

Bectn yderHple perucTpanuoHHBIE (OPMBI, HCHOJIB30BATh WX JUIA
nH(GOPMALIMOHHON pabOThl U PAOOTHI MO KOHTPOJIIO UCIIOIHEHUS PElIeCHHIA
PYKOBOJUTENS

CrinaxxuBarth KOH(DIUKTHBIE W CJIOXHBIC CHTYallMH MEKIUIHOCTHOTO
oO01eHus

Hcnonb30BaTh TEXHUYECKHWE W MPOrpaMMHBIE CpPEICTBA JJIsi MPOBEACHUS
TOJIOCOBOM MJIM BUAEO-KOH(EPEHI-CBA3N

OGecneunBaTh WH(pOpPMAITMOHHYIO 0e301macHOCTh JeSTeTbHOCTH
OpTraHu3aIuu

Cobmronath ciyKeOHBIH ITUKET

HeoOxonumeie TenedoHHbIE KOHTAKTHl PYKOBOAUTENS
3HAHUS

QDyHKINH, 3a1a4d, CTPYKTypa OpraHU3alUH, €€ CBSA3M IO BEPTUKAIM U
TOPU3OHTAIIN

[IpaBuiia B3auMOAEWCTBHSA C MApTHEPaMH, KIUEHTAMH, CpPEACTBAMM
MaccoBoi HHGOpMauu

HpaBI/ma noAACPKaHUA U pa3BUTUA MCKITMIHOCTHBIX OTHOIIIEHUH

HpaBI/IJ'Ia IMPOBEACHUA ACTOBBIX IIEPETOBOPOB

[IpaBuna 3anuThl KOHGUACHITUATHFHOW HHPOPMAITUN

TpeboBaHus 0XpaHbl TpyJa

Hpyrue -
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XapaKTCPHUCTUKHU

3.3.4. TpynoBas pyHKIUSA

Opranu3aiys KOMaHJIHPOBOK YpoBeHb
HaunmenoBanue |pykoBoIuTENS Kox | C/04.6 |(momypoBeHb)
KBaJTM (DUKAITIH

IIpoucxoxneHue
TPYAOBOH (PyHKIIMH

JoxkymenT npenoctasien Koncynsrantlmoc
Jara coxpanenus: 21.04.2019

X 3anMCTBOBaHO

Opurunan
W3 OpUTHHAJIA
Kon Peructparnmonnblit
opuruHaia HOMED
po¢eCCHOHAIIBHOTO
CTaHgapTa

TpynoBble nencTBUs

IToaroroska IIPpOCKTa CJIy>KC6HOFO 3alaHUuA PYKOBOAUTCIIA

IToaroroska IIpOCKTa IIpruKa3a O CHy>KC6HOﬁ KOMaHIUPOBKE

Bbinrcka KOMaHIUPOBOYHOTO YAOCTOBEPEHHST W €r0 PErucTpanus Npu
HEOOXOOIUMOCTH

HOIIFOTOBKa AOKYMCHTOB Ha IMOJYYCHUC BU3bI, 3arpaHUYHOI0 I1acrnopTa

3aka3 JKEIe3HOJOPOXKHBIX U aBUAOWUJIETOB, TOCTHHMIL, TPaHCIOPTHOIO
o0ecrieyeHns pyKOBOIUTENS

Odopmienue nmporpaMMbl MOE3/IKH, YTOUHEHHE OCOOCHHOCTEH MPOTOKOJa
MJIAHUPYEMBIX MEPOIPUATHI

IToaroroBka AOKYMCHTOB K ITOC3IKC PYKOBOIUTECIIA

YTo4yHEeHue 1aThl, TOJKHOCTE!, paMUiIMii B IporpaMMe KOMaHIUPOBKU

[TpopaboTka MapuipyTa pyKOBOAMTENS, YBs3Ka €ro ¢ pacnucaHuem
TpaHCIoOpTa

OOpaboTka MarepuaJoB KOMaHJIWPOBKH, O(QOpMIIEHHE OT4eTa O
KOMaHIUPOBKE

Heo0xoaumbie OdopMIsTh aBAaHCOBBIE OTYETHI PYKOBOIUTEIS
YMEHUA
OpraHu30BbIBATh BCTPEYU PYKOBOAUTENS C MPUHUMAIOIIEH CTOPOHOM
OdopmisaTh KOMaHIUPOBOYHBIE TOKYMEHTHI
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OOpabaTbiBaTh JTOKYMEHTBl W MaTepHallbl MO pe3yibTaTaM IOE3]IKH
PYKOBOIUTENS

ObecneunBaTh paboTy orca BO BpeMsi OTCYTCTBHUS pPyKOBOAUTEIS

[TpuMeHSTh CITIOCOOBI AETOBOTO OOIIIEHUS

Hcmons30BaTh CpcacTBa KOMMYHUKAIIUA JJIA obecrneueHus
B3aHMOHCﬁCTBHH C PYKOBOOHUTEIIEM BO BPEMA €TI0 ,HCJ'IOBOﬁ IIOC3 KN

Heo6xonumeie ITopsimoK MOArOTOBKY U MPOBEAEHUS KOMAHIUPOBOK
3HaHUA

[Topsimox oopmiteHUsT JOKYMEHTOB JUISI KOMAaHIUPOBKH U OTUETHBIX
JIOKYMEHTOB I10 KOMAHAUPOBKE PYKOBOIUTEIIS

JlemoBo# MpOTOKON

DTHKa AEJI0BOrO OOIIEHUS

Jlpyrue -
XapaKTepI/ICTI/IKI/I

3.3.5. TpynoBas ¢pyHKIHS

Opranu3anys paboThI C TOCETHTESIMU B YpoBeHb
HaumeHnoBanue |npuemMHON pyKOBOAUTENS Kox | C/05.6 |(momypoBeHb)
KBaTM(UKAITTH

[Tpoucxoxaenue 3aMMCTBOBaHO
. Opurunan X
TPYIOBOU (HYHKITUH W3 OpUTHHAJIA

Kon Peruncrpannonnsiit
OpUTHHAaNa HOMED
PO eCCUOHAIBHOTO
CTaHJapTa

TpynoBble nefictBust | Opranu3zanus JMYHOTO NIPUEMa IMOCETUTENIEH pyKOBOIUTEIEM

YcraHoBIEHUE OpsAIKA IPUEMA JUIS PAa3IMYHbBIX KaTErOPUU OCETUTENEH

Benenne xxypHaiia npeaBapuTeIbHON 3aMCH Ha TIPUEM

Perucrpanus nocerureneit

CopeiicTBHE OMNMEPAaTUBHOMY PAaCCMOTPEHUIO TMPOCHO U MPEATIOKEHUN
MTOCETUTENICH U COTPYTHUKOB OpPTaHU3AIUU
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Opranu3zanus npueMa JejI0OBbIX TapTHEPOB B oduce

Opraunusanus 00CITyKHBaHUS PYKOBOJHUTENS U €ro JCJIOBBIX MAPTHEPOB B
oduce

CepBupoBka yaitHoro (kogeiiHoro) croina B odrce

[IpuHsATHE MEp IO COXPAaHEHHIO KOMMEpPYECKOM TalHBI B XOJA€ IpHUEMaA
MIOCETUTENIEH U UX HAXOXKIEHUS B IPUEMHON U KaOUHETe PyKOBOJUTES

Heobxonumeie Opranu3oBbIBaTh U 00€CIICUNBATH JTUYHBIE KOHTAKTHI PYKOBOIUTEIIS
YMEHHUS

VYnpaBiasaTe KOHQIUKTAMH

Y4uTBIBaTh IICUXOJIOTHYECKHE OCOOCHHOCTH JIMYHOCTH IIpru pa3InIHbIX
BHAax HpO(i)CCCI/IOHaJIBHOFO O6IJ_IGHI/I$I

Hcnonp30BaTh yCTaHOBIEHHBIC IIpaBUja W IPOLEAYPHl KOMMYHHMKALUH
BHYTPH OpPTaHU3aLAH

Bectn yderHble perucTpanMoOHHBIE (OPMBI, HCIONB30BATh WX IS
nH(OPMALIMOHHON PabOTHI U PabOTHI O KOHTPOJIO MUCIOTHEHUS PelIeHHIA
PYKOBOIMTENS

C03ILaBaTI) IMOJIOKUTCIBHBIN UMUK OpraHru3alunu

[TpuHUMAaTH MepBI IO pa3penIeHUuI0 KOH(MIUKTHBIX CUTYaIHi

HpI/IMeHHTB I/IH(I)OpMaI_II/IOHHO'KOMMYHI/IKaHI/IOHHHe TCXHOJIOI'NH

ObecnieunBaTh  KOH(PUACHIMATBHOCTH B TNPUEMHONM UM  KaOuHeTe
PYKOBOJUTENS, COXPAHATh KOH(DUICHIIMATBbHYIO MH(POPMAIUIO B TailHe

HeoOxonumeie [IpaBuna opranu3anuu npueMa MoceTUTENeH
3HaHUA

[IpaBuna genoBoro oOIEeHUS

[IpaBuna peueBoro 3TukeTa

HpaBI/IHa YCTAHOBJICHUA KOHTAaKTa, MoAACPIKAHUSA u pa3BUTHUA
MEXJIUYHOCTHBIX OTHOIIICHUM

Crpykrypa  oOpraHumzauMu ¥ pacrpeaeneHue  QyHKIUH — Mexay
CTPYKTYPHBIMU MOJIPA3AEICHUSAMHU U CIIEHUATUCTAMU

IIpaBuia opraHu3anuu NpueMoB B opuce

OTHUKET U OCHOBEI MCKAYHAPOAHOT'O IIPOTOKOJIA

[IpaBuia cepBUpOBKH YaifHOTO (KO(eitHOro) cToia
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HpaBI/IJ'Ia IMPUTOTOBJICHUA U ITIOJAYU I'OPAYNX HAIIUTKOB U 3aKYCOK K HUM

[IpaBuiia 3amuThl KOHGUACHIUATBLHON CTykeOHO0I nHpOopMaLiK

HApyrue -
XapPaKTCPUCTHUKHU

3.3.6. TpynoBas pyHKIUs

Opranu3anus NOArOTOBKH, IPOBEACHUS U YpoBeHb
HaunmenoBanue |o0OcmyxuBaHusI KOH(PEPEHTHBIX Kox | C/06.6 |(momypoBeHb)
MEpOIPUSITHI KBaJTM (DUKAITIH
[Ipoucxoxaenue 3aMMCTBOBaHO
P o Opurunan X
TPYIOBOU (DYHKITUH U3 OpUTHHAJIA
Kon Perucrpanuonnslii
OpUTHHAJA HOMEp
podeccuoHaIbHOTO
CTaHaapTa

Tpynosbie nerictBusa | [IoaroToBka mOBECTKU AHS MEPONPUATHS

Od¢opmieHnue crucka yaaCTHUKOB MEPOIPUSITUS

WupopmupoBaHre Y4YaCTHUKOB O HaMeyalrolleMcs MEpONpUATHH U
YCIIOBUSIX Y4aCTHUs

Bo160p MecTa u BpeMeHU MTPOBEIEHUSI MEPOIIPUSITHS

IToaroToBka npeaBapuUTENbHON CMETHI PACXO0B

Paccelnka npuriiameHnii NOATBEPAUBIINM Y4aCTHE B MEPOIIPUATHH

COop TEKCTOB JOKJIAAOB M MPOEKTOB HUTOTOBBIX JOKYMEHTOB Y
JIOKJIQTYMKOB

Paccbuika MH(OpPMAIIMOHHBIX MaTEpUaANoOB y4YaCTHUKaM KOH(EPEHTHOTO
MEPOIIPUATHS

CocraBineHre SBOYHBIX JHCTOB U CIHCKA PErHUCTPAalldd y4aCTHUKOB
MEPOIPUATHS

3aKyrka KaHIeJIPCKUX TOBApOB U MPOAYKTOB AJisi oOecrieueHus Kode-mnay3

Pemrenne BOIIPOCOB TEXHUYECCKOTI'O OCHAIIICHUA MCPOITPUATHUA
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[Tomouir B MOArOTOBKE [OKJIaJa PYKOBOIUTENS, MPE3EHTAI[MOHHBIX
MaTepUajoB

Opranuzanys NOArOTOBKY Ipe3uIuyMa U paboyrx MeCT y4aCTHUKOB

Opranuzaiys BCTpeUr U perucTpanus y4acTHUKOB MEPOIIPUATHS

Benenne npoTokosa MEpoOnpusATUS

Opranu3zanus cepBUCHOTO 00CTyKHUBaHUS BO BpeMs Kode-nay3

Opranuzanus KyJIbTYpPHO-MAacCOBBIX MEPOINPHUITHH, TPaHCIOPTHOTO U
TOCTUHUYHOTO 00eCTIeUCHUS

Heo6xonumere OpraHu3oBbIBaTh MPOIECC IMOATOTOBKM K IPOBEIACHUI0 KOH(PEPEHTHOTO
YMEHUSA MEpONPUATHS MUHANBUYAIBHO U B cOCTaBe pabouell rpymibl

JIOKYMEHTHPOBATh Pa3HbIC JTAIlbl MIPOLEAYPHI OATOTOBKH M MPOBEICHUS
KOH(EPEHTHOTO MEPOIPUSATHUS

[lepenaBate WHPOpPMALMIO, JOKYMEHTHI M MaTepUalbl YYaCTHHUKAM
KOH(EpEHTHOT0 MEPOIPUATHUS

[logroraBnmuBate W 00OPYIOBAaTH CTON Mpe3uaAnyMa H paboyne MecTa
YYaCTHUKOB COBEILIaHUS (3aceaHus)

CepBupoBath 4aifHbli (KO(eiHbIiT) CTON BO BpeMs MPOBeaeHUs Kode-Tay3

CO6J’IIO,Z[8.TB IIpaBuJjia ACJIOBOTO 3TUKETA U IIPOTOKOJIA

HOI[,[[Cp)KI/IBaTB UMUK OpTraHU3allun

CO3,Z[aBaTI> UMUK CCKpETaps, COOTBCTCTByIOI_I_[I/Iﬁ HMUJKY OpTaHHu3allun

PaGotate ¢ wuHpopmanuel, aHaIM3UpPOBaTb U MPEIACTABIATH €€ B
CUCTEMATHU3UPOBAHHOM BU/JIE

O6ecneunBaTh O€30MACHOCTH JACSITEIIBHOCTA OpPTraHU3aIuu

[TpumensTh HHPOPMALIMOHHO-KOMMYHHUKAI[MOHHBIE TEXHOJIOTUU

ObecneunBaTh KOMQOPT YYaCTHUKOB KOH(EPEHTHOTO MEpOIPHITHS,
MOMOraTh B BOIIPOCaxX MPOKUBAHUS, TPAHCIIOPTHOTO 00ECTIEUEHUS

HGO6XOHI/IMI)Ie Kommekc OpTraHU3allMOHHO-TEXHUYCCKHUX MepOHpI/ISITI/If/'I 10 MOJATOTOBKE H
3HaHHUA IMPOBCACHUIO COBCIJ_IaHI/Iﬁ " IeperoBopoB, B TOM YHUCJIC MCIKAYHAPOAHBIX

[lpaBuna BeneHus, MOATOTOBKM M O(OPMIIEHUS MPOTOKONA M JPYTHX
JOKYMEHTOB, CO3/1aBa€MbIX B IPOLIECCE MOJArOTOBKH KOH(EpEeHTHOIro
MEPOIPUATHS
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CocraBlieHHE CMETHI Pacxoa0B

OCHOBBI HaITMCAHUS peqeﬁ " JOKJIa10B PYKOBOAUTCIIA

HpaBHna YCTAHOBJICHHA KOHTAaKTa, MoAACPKaHuA n Pa3BUTHUA
MEXKJIMYHOCTHBIX OTHOIICHUMN

ITpaBuna nenoBoro oOLIEeHNs, JEI0BOr0 3TUKETa

OTHKET U OCHOBEI MCXKAYHapOAHOI'O IIPOTOKOJIa

[IpaBuiia mpoBeieHUS 1€JI0BBIX IEPETOBOPOB

[TpaBuinia 3auThl KOHGUACHIIUAIBLHON CITy>)keOHOM nHpopManuu

TpeGoBanus OXpaHbl Tpyaa

Jlpyrue -
XapaKTepI/ICTI/IKI/I

3.3.7. TpynoBas ¢pyHKIIHS

Opranu3zanys UCIIOJTHEHUSI pEIICHUH, YposeHb
HaumeHnoBanue |ocCyiiecTBI€HUE KOHTPOJISI UCIIOJHEHUS Kox | C/07.6 |(momypoBeHb)

MOPYYCHHUN PYKOBOIUTEIIS KBaJTH(PUKAITAN
ITpoucxoxaenue 3auMCTBOBaHO

P o Opurunan X
TPYAOBOH (DYHKITHH U3 OpUTHHAJIA
Kon PerucrpanuonHslii
OpUTHHAaNa HOMED
npodeccnoHalbHOTO
CTaHaapTa

Tpynosbie neiictBus | JlokymeHTanbpHOE 0(OpMIICHHE PEIIEHUH PYKOBOAUTENS

JloBenenue 110 cBedeHUsT pPaOOTHUKOB OpraHM3allMM  paclopsLDKEHUN
PYKOBOIMTENSA

KOOleI/IHaI_II/ISI JACATCIIbHOCTH I10 HUCIIOJTHCHUTO pCH_ICHI/Iﬁ PYKOBOAUTCIIA

Benenne cpokoBOTO TEKYIIETO U MTPEAYIPEAUTEIHHOTO KOHTPOJIS

[IpoBepka uCnoNHEeHUsI NTOPYYEHHU PYKOBOAUTEIS B YCTAHOBJIEHHBIN CPOK

[Ipenynpexnaenue COTPyAHUKOB 00 HMCTEYEHHH CpOKa MCIIOJHEHUs
MIOPYYEHUN PYKOBOIUTENSA
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duKcanus UICIIOJHEHUS MOPYYCHU N

CocraBiieHHE OTYETOB M AHAJIUTUYECKHUX CIPABOK O BBIIOJIHCHUH
IIOPYYEHUH U PELICHUNA PYKOBOIUTEISA

Heo6xoaumeie Bectu cpokoByr0 KapTOTEKY
YMEHHUS

Bectu y4erHsle peructpaiioHHble (OpPMBI, UCTIONB30BATh UX IS pabOTHI
10 KOHTPOJIIO UCIIOJHEHMS IOPYYEHUM PYKOBOAUTEISA

Paborare ¢ wuH(popManmeld NO KOHTPONIIO, CHCTEMAaTU3HpPOBATH €€ U
IPEACTABIATH B BU/IE CBOJHBIX JOKYMEHTOB

Hcnonp30Batk cpeacTBa KOMMYHMKAUMM Ul [I€peladyd  MOPYyYEHUN
PYKOBOAMTEIA

Hcnonb30BaTh COBpEMEHHBIE cpeicTBa cOopa U 00pabOTKH KOHTPOJIbHOU
nHpopmauu

HpI/IMeHHTB I/IH(I)OpMaI_II/IOHHO-KOMMYHI/IKaI_II/IOHHBIe TCXHOJIOTHH

OI_IGHI/IBaTB PE3YJIbTAThl B paMKaXx IOCTABJICHHBIX 3a/1a4

OCYH_IGCTBJ'ISITB KOHTPOJIb HUCIIOJIHCHUA HOpy‘IeHI/Iﬁ PYKOBOAUTCIIA

COTPYJIHHUKAMH
HeoOxonumeie OO6muue TpeboBaHUS K CPOKaM HCIIOJHEHHUS JOKYMEHTOB U KOHTPOJIbHBIM
3HAHUS (GYHKIUSAM CITY>KOBI TOKyMEHTAIIMOHHOTO 00eCreueHus

[IpunHnmnsl, cnocoObl UHGOPMHUPOBAHUS COTPYAHUKOB

OTHKA JIETTOBOTO OOIIEHMS

VYrpaBneHdyeckas CTPYKTypa OpraHU3allHi, PYKOBOJCTBO OpTraHU3aIluH,
o0pa3Ipl MOAMUCEN PYKOBOISAIIMX COTPYAHHUKOB, KPYT MX TMOJTHOMOYMHA U
OTpaHUYECHUS UX 30H OTBETCTBEHHOCTH

I/IHCTPYKHI/II/I o ACJIOIMPOU3BOJACTBY U APYIUM JIOKaJIbHBIM HOPMATUBHBIM
aKTaM, YCTaHABJIMBAOIIUM MMOpAA0K peajim3annun YIIPaBJIICHYCCKUX

porenyp

HApyrue -
XapPaKTCPUCTHUKHU

3.3.8. TpynoBsie pyHKINN

Opranusanus 1 nojiepKanue VYpoBeHb
HanmenoBanue |(yHKIIMOHAIEHOTO PabOvero Kon | C/08.6 |(momypoBeHb)
NPOCTPaHCTBA MPHUEMHOMN U KaOuHeTa KBaI(pUKAIIN
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PYKOBOJMTEIS D
IIpoucxoxneHue 3auMCTBOBAaHO
P e Opurunan X

TPyIOBOM (HYHKIIHH W3 OpUTHHAJIA

Kon Peructpanmonublit

opuruHasia HOMED
po¢eCCHOHAIIBHOTO
cTaHjapTa

Tpynoseie neiictBus | OGecnieyenne pabodero MecTa pyKOBOJUTENSI HEOOXOJUMBIMHU CPEICTBAMHU
OpraHM3alMOHHON TEXHUKH, KaHIEIIPCKUMH MTPUHAICKHOCTIMH

Opranuzanus npueMHON oduca B COOTBETCTBHH C TPEeOOBaHHUIMHU
SPrOHOMUKHU U KYJIBTYPHI TpyJa

Opranuzanus oopMIICHUSI HHTEpPhEpa MPHUEMHONM PYKOBOIUTEIIS

Ob6opynoBanne  paboyero  Mecra  OPITEXHUKOH,  MEPCOHAIbHBIM
KOMITBIOTEPOM, BCIIOMOTaTeIbHOM TEXHUKOM

OpraHI/IBaHI/IH O60py,HOBaHI/I$I HpHCMHOﬁ CHUCTEMAaMU XPaHCHUA,
HGO6XOZ[I/IMI)IMI/I HpI/ICHOCO6HeHI/IflMI/I, obecneueHus KaHICIAPCKUMU
TOBapaMu

ObecrnieueHrie XpaHeHHs M 3aMEHBI PACXOIHBIX MaTepUAIIOB, TOBCEIHEBHBII
YXO/JI 38 OPTTEXHUKON

3aka3 KaHUENSIPCKUX TOBApOB, T'MTHEHUYECKHMX TOBApPOB, IMPOAYKTOB

MTUTAHUS
Heobxoaumeie Co3naBath  ycnoBusi,  oOecreunBaromue  dOPeKTuBHYO  padborty
YMEHUS PYKOBOIHUTENS

HpI/IMeHHTB B COOTBCTCTBHMU C HA3HAYUCHUCM CPCACTBA Opr aHH3aHHOHHOﬁ
TEXHUKHU, KAHICIAPCKUEC NPUHAAICIKHOCTH

OcHamiate pabodee MECTO pPYKOBOIUTENS H CBoe pabodyee MeCTo
HE0OXOIMMBIM 000PYIOBaHHEM

OCYH_ICCTBJBITL 3aMCHY paCXOIHBIX MATCPUATIOB, YXOI 34 Opl"TCXHPIKOfI

OcylecTBIATh TOBCEJHEBHBIM yXOX 3a KONUPOBAJIbHBIM allllapaToM,
3aMEHYy M XpaHEHUE KapTpuKel, ToHepa

KOHTpOJ'II/IpOBaTI) COCTOSIHHMEC W IOIIOJHATH 3arachbl KAHOCIIAPCKUX TOBAPOB,
CpCACTB 'MTHUCHLI, IPOAYKTOB IMATAHUA
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HeoOxonumeie TpeboBanus OXpaHbl Tpyaa, MIPOU3BOJICTBEHHON CaHUTapuH,
3HAHUS IIPOTUBONOXKAPHOM 3aIUThI

OcCHOBBI TIpaBWJIBHON OpraHW3alid TPyAa M METOJbI TOBBLIINICHUS €TO
a¢ddexTuBHOCTH

OcHOBBI 3proHoMHUKHU oduca U GIOPUCTUKI

CranmapTsl 1 pEKOMEHIAIMN TT0 000PYI0BaHHIO O(UCHBIX TOMEIICHUH

CocraB OpraHu3alliOHHON TEXHHMKH, €€ YCTPOHCTBO M MOPSAOK pabOTHI C
Hel

Hpyrue -
XapaKTEPUCTUKU

3.3.9. TpynoBas pyHKIUSA

Pa3paboTka J0KaIbHBIX HOPMATUBHBIX VYpoBeHb
HanmeHnoBaHue |aKTOB, PErNIaMEHTUPYIOUINX PadboTy Kon | C/09.6 |(nmomypoBeHb)
cekperaps KBTI (HUKALUU
IIpoucxoxaeHue 3aMMCTBOBaHO
P o Opurunan X
TPYAOBOH (PyHKIIMH U3 OpUTMHAJIa
Kon PerucrpanuonHslii
OpUTHHANA HOMED
npodeccuoHaIbHOIO
CTaHJapTa

Tpynossie neticteusi | PazpaboTka 10KHOCTHON MHCTPYKIIMHU CEKpeTapst

Pa3paboTka 1moJoxeHus o ceKkperapuare

Pa3paboTka HHCTPYKIIUU 110 AETIONPOU3BOACTBY

HeoOxonumeie CocTaBnsTh U 0POPMIISITH OPraHU3ALMOHHBIE U METOIUYECKUE TOKYMEHTBI
YMEHHUS

PejlaKTI/IpOBaTB TEKCTHI CJ'IY)KC6HI)IX JOKYMCHTOB

PaGoraTe co Bcell COBOKYMHOCTBbIO HMH(OPMAIIMOHHO-TOKYMEHTAMOHHBIX
pECYpPCOB OpraHU3aluu

[Tonp30oBaThCs 0a3amMu TaHHBIX, B TOM YHUCIIE YAAUICHHBIMUA 0a3aMH TaHHBIX

Hcmons30BaTh CITPaBOYHBIC ITPABOBLIC CUCTEMBI
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PaGoTaTh ¢ KOMIIBIOTEpOM, KaTajgoraMu (Tarnkamu) u ¢aiiaamMu, CKaHepoM

[Tonp30BaTbest OQGUCHBIM MTAKETOM (TEKCTOBBIN PEIAKTOP, TAOJIUIIBI)

[Tonp3oBaTbes nepudepuiiHbIMA YCTPOMCTBAMU U OPTTEXHUKON

[Tonp30BaThCs JIEKTPOHHON MOYTOM

[Tonp30BaThCsl CHCTEMaMHM AJIEKTPOHHOTO JOKYMEHTO000pOTa

Heo6xonumeie [TpaBoBbIE OCHOBBI ynpaBieHHUs (OCHOBBI aJIMUHUCTPATUBHOIO, TPYAOBOIO
3HAHHUSA U TPAXKAAHCKOTO I1paBa)

JelicTByromue npaBoBbI€ AKThl, HOPMAaTUBHO-METOAUYECKUE JOKYMEHTHI,
rOCy1apCTBEHHBIE CTaHJIapThl, ONPEACIISIONINE MOPSAIOK
JIOKYMEHTAI[MOHHOTO 00eCIIeUeHHs yIpaBICHU

CtpykTypa, PpPYKOBOACTBO CTPYKTYPHBIX MOApA3JEICHUMA, 0OpasIlbl
MOMKCEH JINII, UMEIOIINX MTPABO MOJAMUCAHUS U YTBEPKACHUS JOKYMEHTOB,
Y OTPaHUYEHUS UX 30H OTBETCTBEHHOCTH

HpaBI/IJ'Ia AOKYMCHTAIUOHHOT' O obecreyeHus ACATCIIbHOCTHU OpraHru3anun

[Topsimok paboThl ¢ JOKYMEHTaMU

Tpe60BaHI/I$[, nNpeaAbABIACMBIEC K  JOKYMCHTaAM B  COOTBCTCTBHU C
HOPMAaTUBHBIMH dKTaMH U I'OCYAAPCTBCHHBIMU CTAHAApTAMU

[lpaBuna cocTaBieHUs] OPraHMU3ALMOHHBIX JOKYMEHTOB (IIOJIOXKEHHUH,
MHCTPYKIUH, pErlaMeHTOB)

Buabl 1OKyMEHTOB, UX Ha3HAYEHUE

OCHOBEI HOKYMGHTHOﬁ JIMHI'BUCTHUKHU

TpebGoBaHus OXpaHbl Tpyaa

HApyrue -
XapPaKTCPUCTHUKHU

3.3.10. Tpynosast pyHK1IHS

Cocrasnenue u ohopmieHHE YpoBeHb
HaumeHnoBanue |ymnpaBieHYecKOW JOKYMEHTAIIUU Kon | C/10.6 |(nmomypoBeHb)
KBaJTU(pUKAITIH
[Ipoucxoxaenne 3anMCTBOBaHO
P A Opurunan X
TpYyI0BOU (HYHKIIUK U3 OpUTHHAJIA
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Kon Peructpanmonublit
opUruHaia HOMED
po¢eCCHOHAIIBHOTO
cTaHjapTa

Tpynossie neiictBust | CoctaBieHHE MPOEKTOB PACHOPSAUTENbHBIX (IIPUKA3bI, PACTIOPSDKEHUs) U
MH(POPMAIIMOHHO-CIIPABOYHBIX ~ JIOKyMEHTOB  (CiIyxeOHble  MHChMa,
CIPaBKH, TOKJIA/IHbIE U CITYKEOHBIE 3aIHCKH)

[Teyatsb cay»’eOHBIX TOKYMEHTOB U IPYTUX MaTEpUajoB

Pasmuoxenue CJ'Iy>KC6HI>IX JOKYMCHTOB

KoHTposib MpoxokaeHus JOKYMEHTOB B OpraHu3aluu (CoriacoBaHue,
MIOJITMCAHUE U YTBEP)KICHHUE JOKYMEHTA)

Heo6xonumeie PegakTupoBaTh TEKCTHI CIIY>KEOHBIX JOKYMEHTOB
yMEHUs

[Tonb3oBaTbes YHUPHUITMPOBAHHBIMU (hOPMAMU JOKYMEHTOB

O(bOpMJ'ISITL KaCCOBBIC (bPIHaHCOBbIe AOKYMCHTBI U NOKYMCHTHI II0 YUYCTY
HaKJIaIHbIX pacxoa0B

[ledaTath ciry>xeOHBIE TOKYMEHTHI

[Tonb30BaTbes nepupepuiiHbIMU YCTPOMCTBAMU U OPITEXHUKOMN

Pabortatrhk ¢ KOMIBIOTEPOM, CKAHEPOM

ITonp30BaTbest OPUCHBIM AKETOM (TEKCTOBBINM peaKTOp, TAOIHUIIbI)

[Tonp30BaTbCs ANEKTPOHHOM MTOYTOMU

Ilonp30BaThCA CUCTEMaMU SJICKTPOHHOT'O ,Z[OKYMGHTOO60pOTa

OOGecneunBaTh 0€30IaCHOCTD ACATCIIbHOCTU OpraHru3allun

Heo6xonumeie IIpaBoBBIE OCHOBBI yrpaBieHUsl (OCHOBBI aIMUHUCTPATUBHOTO, TPYIOBOTO
3HaHUSA 1 XO3SIICTBEHHOT'O TIPaBa)

CtpykTypa oOpraHu3aluu, PYKOBOJICTBO CTPYKTYPHBIX TOJpa3/ielICHUH,
o0pa3ipl MOAMKUCEH TUI, UMEIOIIUX MPaBO MOANUCAHUS U YTBEPKIACHUS
JIOKYMEHTOB, M1 OTPAHUYEHUS X 30H OTBETCTBEHHOCTH

HpaBI/ma AOKYMCHTAIIMOHHOT'O obecreueHust ACATCIIbHOCTH OpPraHUu3alnuu

[Topsmok paGoThI ¢ TOKyMEHTaMU

TpC6OBaHI/I${, MNpeaABABIACMBIEC K HJOKYMCHTAM B COOTBCTCTBHU C
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HOPMATHUBHBIMHU aKTaMU U I'OCYAapCTBCHHBIMU CTaHJIapTaMH

BI/II[BI JOKYMEHTOB, MX HAa3HAYCHHUC

[IpaBuia coriiacoBaHMs JOKYMEHTOB OpraHM3alud (BHYTPEHHETO U
BHEIITHETO)

[IpaBuina noanucanus U yrBepKACHUSA JOKYMEHTOB

[IpaBuna cocraBiaeHuss U odopmiieHUs HHPOPMAIIMOHHO-CIIPABOYHBIX,
YIPaBICHUYCCKUX JOKYMEHTOB U CITY)KCOHBIX MTUCEM

OCHOBBI IOKYMEHTHOMN JIMHTBUCTUKU

['pammaTHyUecKue MTpaBUIa PyCCKOIO SI3bIKa

TpebGoBanus 0XpaHsl Tpyaa

HApyrue -
XapaKTCPHUCTUKHU

3.3.11. TpynoBas pyHKuIUSA

Opranuzanus paboTsl ¢ TOKyMEHTaMU B VYpoBeHb
HaumeHnoBaHue |npueMHON pyKOBOAUTENS Kon | C/11.6 |(nmomypoBeHb)
KBaTM(UKAITTT
IIpoucxoxaenue 3aMMCTBOBaHO
P o Opurunan X
TPYAOBOH (hyHKIMH U3 OpUTMHAJIA
Kon PerucrpanuonHslii
OpUTHHANA HOMED
npodeccuoHaIbLHOI0
CTaHJapTa
Tpynossie neifictBus |Ilonydyenune,  mpeaBapuTeNbHOE  pacCMOTPEHHME M COPTHPOBKA

IMOCTyHAaroImMuX B IPUCMHYIO PYKOBOAUTEIA JOKYMCHTOB

[ToaroroBka TOKYMEHTOB JJIsl PACCMOTPEHHUS PYKOBOJAUTEIEM

Vyer AOKYMCHTOB, IMOCTYIAOIINX HAa UM PYKOBOAUTEIIA

OpFaHI/ISaHHH AOCTAaBKH NJOKYMCHTOB UCIIOJIHHUTCIIAM

Benenue nHpopMamoHHO-CIIPaBOYHON PabOTHI

KOHTpO.HL HCITIOJIHCHUA TOKYMCHTOB U nopyquI/Iﬁ PYKOBOAUTCIIA

KoncyabranrlLioc www.consultant.ru
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Heo0Oxonnmeie PaboTaTh ¢ BXOsIIEH, UICXOIAIIECH, BHYTPEHHEH TOKYMEHTAIUEH
yMEHUS

Ilonp30BaTbecd  cucTeMaMM  3JIEKTPOHHOIO  TOKYMEHTooOopoTa  Juis
perucTpanyy, KOHTPOJIS JOKYMEHTOB M HWH(pOPMALMOHHO-CIIPAaBOYHON
paloThI ¢ JOKYMEHTaMH

[TpumeHsTy  MHPOPMALUOHHO-KOMMYHHKAI[HOHHBIC — TEXHOJIOTHH  JUIS
paboThI ¢ JOKYMEHTaMH

CoctaBasath U 0HOpMIISITH HOPMATUBHBIE AKTHI

HeO6XOI[I/IMBIC HOpMaTI/IBHBIG IIPaBOBBIC AKTbI, HOPMATHBHO-MCTOAUYCCKUC TOKYMCHTEIL,
3HaHHUA rocyaapCTBCHHBIC CTaHAApThI, OMpCAC/IAOIINC MOpAa0K
AOKYMCHTAIITMUOHHOT' O obecreyeHus YIpaBJICHUA

CprKTypa OopraHu3al, pykKoBOACTBO CTPYKTYPHBIX HO,Z[paSI[CJ'ICHI/Iﬁ

COBpeMeHHHe I/IH(I)OpMaI_II/IOHHHe TCXHOJIOI'MHN pa6OTLI C JOKYMCHTaMHU

HOprI[OK pa6OTI>I C JOKYMCHTAMHU, CXCMbI ,Z[OKYMCHTOO60p0Ta

[IpaBuna paboTel C BXOOMMIMMH, HUCXOIIIIMMH ¥  BHYTPECHHUMH
JOKYMEHTaMH

HpaBI/IJIa opraHu3alyvi KOHTPOJIA HCIIOJIHCHHA HJOKYMCHTOB W THUIIOBBIC
CPOKH UCIIOJIHCHU NOKYMCHTOB

[IpaBuiia cocTaBieHHs aHATUTUYECKUX CIIPABOK IO OPraHU3alUU pabOTHI C
JOKYMEHTaMHU U KOHTPOJIIO UCIIOJIHEHUS JOKYMEHTOB

[IpaBuna co3maHus u BeneHUs 0a3 JaHHBIX CIY)KEOHBIX JOKYMEHTOB B
OpraHu3aIu

CucreMsl 3IEKTPOHHOTO JJOKYMEHT0000poTa

TpebGoBaHust 0XpaHbl Tpyaa

HApyrue -
XapPaAKTCPUCTHUKHU

3.3.12. Tpynosast pyHK1IHS

Opranuzanys XpaHeHHs! JOKYMEHTOB B YpoBeHb
HaumeHoBaHMe |NpuEMHON PYKOBOAMTENS Kon | C/12.6 |(momypoBeHb)
KBaJIM(pUKAIIH
[Ipoucxoxnenue 3auMCTBOBaHO
P o Opurunan X
TPYAOBOH (hyHKIIMH U3 OpUTHHAJIA
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Kon Peructpanuonubiit
opUruHaia HOMED
po¢eCCHOHAIIBHOTO
cTaHjapTa

TpynoBble nelcTBUA

Pa3paboTka pa3esnoB HOMEHKIIATYphI Je]l OpraHu3aluu

dopmupoBanue u oQopMICHHE el IMOCTOSHHOTO, JOJITOBPEMEHHOTO
CPOKOB

[TonroroBka u nepenaya Aeil B apXuB OpraHU3aluu

Heo0Oxoaumsie
YMCHHUS

Pa3pa6aTbIBaTL HOMCHKIJIATYpPY ACJI OpraHHU3alun C y4€TOM ﬂeﬁCTBYIOIHHX
HOPMAaTUBHO-MCTOAUYCCKUX JOKYMCHTOB

Hcnonbs30BaTh HOMEHKIATYPY JI€J IIPU U3YYEHUU CTPYKTYpbl OpraHU3aluH,
COCTaBJICHUH OIUCEN J1ET

®opmupoBaTth U 0GOPMIATH Jella B COOTBETCTBUU C YTBEPKIACHHOU
HOMEHKJIATypOH €)1 OpraHu3aIuu

ObecnieunBaTh COXPAHHOCTb JOKYMEHTOB OpraHU3alNU

HpOI/I3BOI[I/ITI) IMOATrOTOBKY ACJI IJIA ITEpCIain B apXUB

[TpumensTp  WHGOPMALMOHHO-KOMMYHUKAIIMOHHBIE — TEXHOJOTHH ISt
paboThI ¢ JOKYyMEHTaMH

Heo0Oxoaumsie
3HAHUA

HOpMaTI/IBHBIe IIPaBOBBIC AKTbI, HOPMATHBHO-MCTOAUYCCKUC NOKYMCHTEI,
TOCYAapCTBCHHBIC CTaHIapThI, OIPCACIIAIOIINC MMOPAI0K
JAOKYMCHTAITUOHHOT' O obecrnieueHUs YIIPpaBJIICHUA

Bunpel HOMeHKIaTyp, oOmue TpeOoBaHMS K HOMEHKIAType, METOIUKa €€
COCTaBJIEHUS U 0POPMIICHUS

[Topsimox dopmupoBanust 1 ohopMIIeHUS A€l C YKa3aHUEM creuupuku
(GbopMHUpPOBaHUS OT/EIBHBIX KATETOpUi Aei

[IpaBuna xpaHeHus Jied, B TOM YHUCIE C JOKYMEHTaMHU OIPaHUYEHHOI'O
JocTyna

HpaBI/ma BbIIaY1 U UCITIOJIB30BAHUA JOKYMCHTOB U3 C(I)OpMI/IpOBaHHBIX pI{SA) |

TpeboBaHus 0XpaHbl TpyJa

HpaBI/ma MOATOTOBKHU U II€peaavu ACII B apXUB OpraHu3aliuu

HApyrue
XapPaKTCPUCTHUKHU
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3.3.13. TpynoBbie HyHKITMH

HaumenoBanue

O0ecrieueHne pyKOBOIUTEIS
uHpopmanuen

YpoBeHb
Kox | C/13.6 |(momypoBeHb)
KBaJTM (DUKAITIH

[Ipoucxoxnenue
TPYAOBOH (hyHKIHH

JoxkymenT npenoctasien Koncynsrantlmoc
Jara coxpanenus: 21.04.2019

3auMCTBOBAHO

Opurunan X
W3 OpUTUHAIIA

Kon Perucrpanuonnslii
OpUTHHaa HOMED
PO EeCCUOHAIIBHOTO
CTaHJapTa

TpynoBble nencTBUs

Coop u mepepaborka wuHGpOpMALUK, HEOOXOAUMOW IS MPHHITHUS
000CHOBAHHBIX YIIPABICHYCCKUX PEIICHUI

[IpoBepka MOCTOBEPHOCTH, IMOJTHOTHI U HEMPOTUBOPEUYUBOCTHU JTAHHBIX,
UCKJTIOYEHHE TyOIHpoBaHUS HHPOPMAITUN

Hpe,I[OCTaBJ'IeHI/Ie JaHHBIX B CIMHOM U y,Z[O6HOM IJIA BOCIIpUATHUSA (I)OpMaTe

Briasienue Haubolee 3HAYUMBIX KpPUTEpPUEB cucTeMaTH3aluu
uH(pOpMAaIUH JJIs CO3AaHus 0a3 JaHHBIX

CDOpMPIpOBaHI/IC Y HCITOJIb30BaHue 0a3 JAaHHBIX B OpraHu3anuu

HeoOxonumeie OcymecTBisITh cO0p, 00pabOTKY U aHaNU3 HH(OPMALIUK B COOTBETCTBHUH C
YMEHUS TpeOOBaHUSAMHU KpPAaTKOCTH, YETKOCTH (POPMYIUPOBOK, CBOEBPEMEHHOCTH
NOCTYIUIGHUSI, ~ TOYHOCTH  HM  JOCTOBEPHOCTH,  ONTHMAIbHOCTH
cucTeMaTH3alluy, HeMpepbIBHOCTU cOopa 1 00paboTKH nH(pOopMaUu
OcymiecTBIATh perucTparmio, HaKOIJICHUE U nepegauy,
CHCTEMaTH3MPOBAHHOE XpaHEHWE W BbIady HH(popMamuu B TpeOyemoin
dbopme
CoctaBnsath W OQOPMIISITH  CBOJHBIC, OTYETHBIE, CTATUCTHYECKHE
JIOKYMEHTBI
OcymiecTBiIATh 00pabOTKYy W CTPYKTypUpOBaHHE HH(OpManuu, oOpasys
nH(pOpMaIMOHHBIE PECYPCHI
BBoauTH HOBBIE JAHHBIE B CIIPAaBOYHO-UH(POPMAIIMOHHBIE CHCTEMBI
BBoaWTE B MaMsATh KOMITEIOTEPA IJIEKTPOHHBIE 00pa3bl JOKYMEHTOB
KOHcy.HI)TaHTHJIIOC www.consultant.ru Crpannna 36 u3 48

HaJaeKHasl IpaBoBasi MOAAEPIKKa




Ipuxa3 Muntpyna Poccun ot 06.05.2015 N 276n
"O6 yTBepxaeHHH IpohecCHOHANBHOro cTangapTa "CIenuanmcT mo
OpraHU3aLUOHHOMY ...
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[TpousBoauTh MOMCK HHQOpPMAIMK B CYHIECTBYIOIIMX 0a3ax JaHHBIX,
BECTH WH(OPMALMOHHO-CIIPABOYHYIO padOTy Ha OCHOBE pa3IUYHBIX
KOMOHMHAIIUI TOUCKOBBIX MPU3HAKOB

HpI/IMeHHTB I/IHq)OpMaI_[I/IOHHO'KOMMYHI/IKaHI/IOHHBIC TE€XHOJIOT'HNH

HeoOxonumeie OcoOenHocty (OpMUPOBAHUS BHEIIHUX U BHYTPEHHUX MH(GOPMAIIMOHHBIX
3HAHUS MOTOKOB

CocrtaB BHEIIHUX WH(POPMALMOHHBIX TTOTOKOB

CoctaB BHYTpeHHHX UH(GOPMAIIMOHHBIX TOTOKOB

CTpykTypa OpraHu3aluyd U MOPAJOK B3aMMOACHCTBHUS MOJpa3ielieHUuN H
CITy X0

Ocobennoctu hopmupoBanusi 0a3 JaHHBIX B OPraHU3aAIUN

CoBpeMCHHBIE ~ HaydHbIE  METOJIBI W TEXHHYECKHE  CPEJCTBA,
crnocoOcTByrole  cOopy, 00pabOTKe, COXpaHEHHIO U Iepenade
WH(OPMAITMOHHBIX TOTOKOB

Metonst  00paboTkM wHpOpMANMK C TPUMCHCHHEM COBPEMEHHBIX
TEXHUYECKUX CPEIACTB KOMMYHUKALIUU U CBA3U, BBIYUCIUTEIbHON TEXHUKU

TpeGoBaHus OXpaHbl Tpyaa

HApyrue -
XapPaKTCPUCTHKHU

3.3.14. TpynoBas ¢pyHKUHUSA

Oprannzanust THGOPMAITMOHHOTO
B3I;.HMOﬂeﬁCTBHH(1) pOBOI[I/ITeJ'IS[ c ¥pOBEHE
HaumenoBanue PYK Kox | C/14.6 |(momypoBeHb)
MOJIPA3/ICICHUSIMHU U JOJDKHOCTHBIMHU
KB (pUKAITIH
JTUIAMH OpTaHu3alun
[Tpoucxoxnenue 3anMCTBOBAaHO
P o Opurunan X
TPYIOBOU (DYHKIIUU U3 OpUTHHAIIa
Kon PerucrpanuonHslii
OpUTHHANA HOMEDP
npogecCuoHaIBLHOTO
CTaHJapTa

Tpynoseie neiictBus | UHpopMupoBanue pabOTHUKOB OPraHU3AIMK O PEIICHUSX PYKOBOAUTEIS
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Opranuzanusa oOMmeHa HHpOpMAIME MEXIy MOApPa3ACICHUSIMH U
JIOJKHOCTHBIMU JIMLIAMH OpPTaHU3aluu

Omnogernienne pabOTHUKOB O MPECTOSIINX MEPOIPUATHIX

Opranu3anus BCTpey TPYAOBOr0 KOJIJIEKTUBA C PYKOBOACTBOM

HNudopmupoBanue pykoBogutenss 00 o0OpameHHsX COTPYAHHUKOB IIO
pabovYMM M JTMYHBIM BOIIPOCAM

Heo6xonumeie Hcnonb30BaTh COBpEeMEHHBIE TEXHOJIOTUU cOopa U nepeaadu nHpopMaum
yMeHus

OcymecTBisaTh cOOp W mepepadoTKy HH(pOpMAHMH, HEOOXOAMMON IS
JeSATEIbHOCTH

OCYH_IGCTBJ'IHTB CUCTCMATU3ALUIO ITOJTYIACMBIX U MIEPCAABACMBbIX TAHHBIX

OcyiecTBiATh IIPOBEPKY JIOCTOBEPHOCTH, IIOJIHOTBI u
HEIPOTUBOPEUMBOCTHU JAHHBIX, UCKIIOYEHHUE AyOIMpoBaHUs UHPOpMaLMU

[TpemocTaBisATh JaHHBIC B €IMHOM H YIOOHOM I BOCIpUATHS (hopmare

MHOTrOKpaTHO HCHOJIB30BaTh MOJIYYECHHYI0 HH(POPMAILMIO, TOCTOSHHO
OOHOBJISITH TAHHBIE

ObecneunBaTh ONEPATHBHOCTh WH(POPMAIIMOHHBIX TTOTOKOB

Paborare ¢ KOMIBIOTEPOM, HCIIONB30BaThb O(QUCHBIM MaKeT (TEKCTOBBIN
pelakTop, TabIUIbI)

HeO6XOI[I/IMI>Ie HOpMaTI/IBHBIe IMPpaBOBLIC AKTbl, HOPMATUBHO-MCTOAUYCCKHUEC JOKYMCHTHI,
3HaHUA TOCYAapCTBCHHBLIC CTAaHAApPThI B C(bepe ACATCIIBHOCTH OpraHu3anunu

CtpykTypa oOpraHu3alud, PYKOBOJCTBO CTPYKTYPHBIX IOJpa3JelIeHUH,
HaIlpaBJICHUS JCATENbHOCTH OPraHHU3aluyd U KOMIIETCHIUU CTPYKTYPHBIX
MOAPA3/IEIICHUN U JOJKHOCTHBIX JINI

Knaccudukanus ynpaBieHueckod WHGOpMaluu, BUABI YIpaBIeHUYECKON
uHpOpMaLUu

@DopMbI IpeIoCTaBICHUs YIIPaBIeHUECKOH nH(popManuu

VcTouHuKkH yrpaBieHUYeCKOM nHpopManuu

Metoauka oT00pa HCTOYHUKOB UH(DOpMALUU

TpeGoBanusi, MpeabsBIsSEMbIE K YIpaBleHYeCKOW HH(OpMaLUn

TpeGoBanus 0XpaHbl Tpyaa

HApyrue -
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XapaKTCPHUCTUKHU

3.4. O606uieHHas Tpya0Bas QYHKIHS

NudopmannoHHO-aHATUTHYIECKAS U
OpraHu3alMoOHHO-aIMUHUCTPATUBHAS VYpoBeHb
HaumenoBanue P 1 A p Kon D P
MOJIJIEPKKA EATEIIbHOCTH PYKOBOIUTEIS KBaJTM (DUKAITIH
OpraHu3aIHH
[Ipoucxoxnenue
N o 3auMCTBOBAaHO
00001IeHHON TpyHOBO# | OpurnHan X
13 OpUTHHAJIA
byHKIIUN
Kon Peructparnmonnblit
OpHUTHHAJIA HOMED
po¢eCCHOHAIIBHOTO
CTaHaapTa

Bo3Mo)kHBIE HANMEHOBAHUS
JOJLKHOCTEH, podeccuit

[TomourHUK pyKoBOAUTENS

TpebGoBanus kK 0Opa30BaHHUIO
1 00y4EeHUIO0

Briciiee oOpazoBanue - OakagaBpuaT
JlononHHUTENbHOE MPO(hEeCCHOHATTEHOE 00pa30BaHUEe

TpebGoBaHUs K OTBITY
MPAaKTUYECKON pabOThI

He menee Tpex jet 1o npoguio 1esTeNbHOCTH OpraHu3alun

Oco0ble ycroBHs JoMycKa K
pabore

Jlpyrue xapakTepuCTHKU

Z[OHOJIHI/ITCHBHLIC XapPaKTCPUCTUKU

HanmenoBanue nokymeHra Kon HaumeHnoBanue 6a30Boii rpynibl, T10JKHOCTH
(mpodeccun) WM crenuaIbHOCTH
OK3 2432 bubnuorekapu, 6ubnuorpadsl, JOKYMEHTOBEIbI U
CTETMAIACTHI POJICTBEHHBIX PO eccuid
OKCO 032001 JIoKyMeHTOBEIeHHE U JIOKYMEHTAIIMOHHOE
obecrieyeHre yrnpaBaeHHs
032002 JIoKyMeHTaIlMOHHOE 00ecriedeHne YIpaBieHus U
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apXUBOBECHHE

3.4.1. TpynoBble pyHKIUU

dopmupoBanue HHPOPMAITIOHHOTO YpoBeHb
HanmenoBanue |B3auMOJCHCTBUS PYKOBOJIUTES C Kox | D/01.6 |(momypoBeHb)

OpraHu3aIusIMu KBaJTM (DUKAITIH
[Ipoucxoxnenue 3auMCTBOBaHO

P G Opurunan X
TPYyI0BOU (HyHKIIUU U3 OpUrMHAaJIa
Kon Peructparnmonnblit
OpHUTHHAJIA HOMEp
npodeccuoHanIbHOTO
CTaHaapTa

TpynoBble nencTBUs

OT100op HCTOYHMKOB HHGPOPMALMM B COOTBETCTBUM C 3a/JaHHBIMHU
KPUTEPUSIMH

OOpaboTka W WHTEepHperanus WHPOPMAIUH ISl MOATOTOBKH IPOSKTOB
pelieHu

IloaroroBka 3ampocoB IO MOPYYEHHIO PYKOBOIUTEIS HaA IOJYYCHUE
JOKYMEHTOB W HWH(GOpMAalMd B OpraHax TOCyJapCTBEHHOH BJAacTH U
yIIpaBJICHUS, 00I11eCTBEHHBIX OpraHu3ausIxX u MOJIy4CHUE
COOTBETCTBYIOIEH HH(POPMAIIUU U IOKYMEHTOB

HudopmupoBanue pyKOBOIUTENS O Pe3yJIbTaTaXx paCCMOTPEHHUS 3aIIPOCOB U
oOparteHuit

OpraHu3anus peuieHus BONPOCOB, HE TPEOYIOIIMX HENOCPEICTBEHHOTIO
Y4aCTHs pyKOBOIAUTEIIS

[ToaroroBka MaTepuanoB AJ y4acTHUsl PYKOBOAMTENS B paboTe pa3iHuHbIX
CTPYKTYp B COCTaBE€ TOCYJAapPCTBEHHBIX M MYHHUIUMAIbHBIX OPraHoB,
OOIIECTBEHHBIX OpraHU3aIui

IToaroroBka JOKYMEHTOB JIs 3aKJIFOYEHUS COIVIALIEHUN O COTPYIHHUYECTBE
C JICJIOBBIMU NTapTHEPAMHU

NudopmupoBaHue 1e10BBIX TAPTHEPOB M 3aMHTEPECOBAHHBIX OPraHU3aINNA
O PELICHUSAX PYKOBOJUTENS B XO/I€ BBIIIOJIHEHHS COTJIAIICHHUI

Heo0xoaumbie AHanu3upoBaTh U OTOMPATh MCTOYHUKHA HH(POpPMAIMH B COOTBETCTBUU C

YMEHUS KPUTEPUAMHU TOJIHOTHI, IOCTOBEPHOCTH, CBOEBPEMEHHOCTH MIPEIOCTABICHUS
uHpopMaLun
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CoOupatp, 00pabaThIBaTh U aHATM3UPOBATh MH(POPMALIUIO B COOTBETCTBUU
C 3a/IaHHBIMU TPeOOBAHUAMU

[TepenaBath MHGOPMAITUIO B CUCTEMATH3UPOBAHHOM BH/IE

Ob6pabaTbiBaTh u CTPYKTypUpPOBaTh uH(pOpMaIHIO, o0pa3sys
UH(OpPMAIMOHHBIE PECYPCHI

[Tpon3BoauTh OUCK UH(GOPMALMU B CYIIECTBYIOIMX 0a3ax JaHHBIX, BECTU
UH(POPMALIMOHHO-CIIPABOYHYIO PadOTy Ha OCHOBE Pa3IMYHBIX KOMOMHALIUI
HOUCKOBBIX PU3HAKOB

Ob6ecneunBaTh HHPOPMAITMOHHYIO 0€3011aCHOCTH OpraHU3aIuU

PabGorate ¢ KOMIIBIOTEPOM, HCIIONB30BaTh OQUCHBIA TAKET (TEKCTOBBIM
pPEeAAKTOp, TAOJIHIIBI)

Heo0Oxoaumsie
3HAHUS

BHYTpeHHHH W BHCHIHSAA IMOJIMTUKA OpraHU3aluu

HpI/IHI_II/Il'IbI MNpEACTAaBUTCIILCTBA B TOCYHAPCTBCHHBIX OpTraHax, OpraHax
MCCTHOI'0O  CaMOYIpaBJICHUSA, CTOPOHHUX OpraHu3anusax ¢HW HIOpAa0K
B3aUMOJCUCTBHS C HUMU

HpI/IHHI/IHbI U MCTOAbI A/IMUHUCTPUPOBAHUA

OcoOenHoctu popMHUPOBAHUS BHEIIHUX W BHYTPEHHUX HH(POPMAIIMOHHBIX
MOTOKOB

CTpykTypa OpraHu3alud W TMOPSIOK B3aUMOJCHCTBHUS MOIPA3ICICHUN U
CITyK0

[IpaBuna ¢hopMHUpOBaHUS U UCTIOIL30BAHMS 0a3 TaHHBIX

CoBpeMeHHbIE ~ HAay4HbIE  METOABI W  TEXHHUYECKHE  CPEICTBA,
crocobcTBytole  cOopy, 0OpabOTKe, COXpaHEHHIO W  Tepeaaye
uH(popMalun

[TpaBuiia 3aU Tl KOHQUACHIIUAIBHON CiTy)ke0HOM nHpOopMauu

CoBpemeHHbIe HHPOPMAIIMOHHBIE TEXHOJIOTUI

HApyrue
XapPaKTCPUCTHUKHU

3.4.2. TpynoBas ¢pyHKIUS

JoxkymenT npenoctasien Koncynsrantlmoc
Jara coxpanenus: 21.04.2019

Ananu3 nHpopMaIMy U MOAr0TOBKA VYpoBeHb
HaumenoBanue |MHQOpMAIIOHHO-aHATUTUYECKUX Kon | D/02.6 |(nmomypoBeHb)
MaTepHaoB KB (HUKAIMN
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[Ipoucxoxaenue 3aMMCTBOBaHO
. Opurunan X
TPyIOBOH (HYHKIIHH W3 OpUTHHAJIA
Kon Peructpanmonublit
opUruHasia HOMED
po¢eCCHOHATBHOTO
cTaHjapTa

Tpynoseie neiictBust |COop, mnepepaboTka M aHanu3 uWHGOpPMALMK JUIs pelIeHus 3ajaad,
MOCTaBJICHHBIX PYKOBOJUTEIEM

[ToaroroBka nHGOPMALMOHHO-AHATUTUIECKAX MAaTEPUAIOB

Pa3pa60TI<a TEMATUYCCKOI'O IIJIaHa O630pHOFO AOKYMCHTA, NOKJIaaa

Omnpenenenue kpyra 6ubarorpaguueckux HCTOYHUKOB

[TonGop HCTOYHMKOB W JMTEpaTypsl IO TeMmMe 0030pa, [OKJIAja,
AQHAJIUTUYECKOHN CIIPABKH

Hanwucanue u opopmienne 0630pa, 10KIIaAa, aHATUTUYECKON CIIPaBKU

HeoOxomumeie PazpabarbiBaTh TeMaTHYeCKU TIaH 0030pa, JOKIIAAa, AHATUTUYECKOU
yYMEHUS CIIpaBKU

O060CHOBBIBATh aKTYaJIbHOCTh MPOOJIEMBI, KOTOPYIO MPEACTOUT OCBETHTH B
0030pe, JoKiIane, CrpaBKe

[Tonb30BaTbcss HMHPOPMALMOHHBIMM pECypcaMHd U CHCTEMaTHU3HUPOBATH
UH(POPMALIMIO N0 33JJaHHBIM KPUTEPHSIM

HpaBI/IJ'IBHO HHTCPIIPETUPOBATE IMMOJTYYCHHBIC JAHHBIC U MMPEAOCTABIATE UX
B CUCTCMAaTU3UPOBAHHOM BUJIC

OHpe,I[eJ'IHTL Kpyr HCTOYHHUKOB H JIMTCPATYPHI, HCO6XO,I[I/IMI>IX I
IOATOTOBKH I/IH(l)OpMaHHOHHO-aHaHHTHqGCKHX MaTcpuaioB

H3marate MaTcpuall B JIOTHYECKON IIOCJICA0BATCIBHOCTHU

HpOI/ISBO)II/ITB aHaJIN3 U OCHKY U3JIOKCHHOI'O MaTCpuajia

OdopmMIATE TEKCT B COOTBETCTBYIOIIEM CTHIIC

PeI[aKTI/IpOBaTI) TEKCT JOKYMCHTOB

q)OpMYJ]I/IpOBaTB BBIBOJIbI U PCKOMCH AT

OCYU.ICCTBJ'IHTB ABTOMATHU3alul0 IIPOLECCOB c6opa, XpaHCHUA W BblIa4U
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uHpopmanuu

[Tonp30BaTbest ycTpoiicTBAMH aBTOMaTH3MPOBAHHON 00pabOTKH TEKCTOBOM
uHpopmanuu 1 HOTOHAOOPHBIMU YCTPOUCTBAMH

[TpuMeHATh BBIYUCIUTENBHYIO TEXHUKY U MH(POPMALUOHHBIE TEXHOJIOTUU
JUIs SKOHOMUYHOM M palMOHAIbHOM oOpraHu3anuu HH(OPMAIMOHHBIX
IIPOLIECCOB, MOBBIIIEHUS UX TMOKOCTH U TMHAMUYHOCTH

[Tpon3BOIUTH  JTUTEPATYPHO-CTHIIMCTHUECKYI0O  00pabOTKy  TeKcTa,
IPOBEPKY JIOTMYECKON IIOCIEIOBATEIIbHOCTH H3JIOKCHHS, aHaiu3a |
OLICHKH, HAIITMCaHH BbIBOJOB 1 peKOMeHI[aI_[I/Iﬁ

HpI/IMeHHTB OCHOBBI IICUXOJIOI'MHU ACJI0BOI'O O6H.I€HI/I$I

HeO6XOI[I/IMbIe HOpMaTI/IBHBIe IIPaBOBBIC AKTbl, HOPMATUBHO-MCTOAUYCCKUC JTOKYMCHTEI,
3HaHUA TOCYyAapCTBCHHBIC CTaHAAPThI B C(bepe ACATCIIBHOCTH OpraHu3aluu

CtpyKkTypa OpraHu3aiuu, PyKOBOJICTBO CTPYKTYPHBIX TOJpa3/ieJICHUM,
HaIlpaBJICHUS ACATEIBHOCTH OPraHU3alMU U KOMIIETEHUHUUA CTPYKTYPHBIX
MOAPa3/ICICHUH U JOJKHOCTHBIX JIUI]

Knaccudukarnus yrnpaBieHYecKOl HHPOpPMALUM, BHIBI YIPaBICHYECKOU
uHpopmarun

@DopMBI ITPEeIOCTABIICHUS yIIPaBIeHUECKOH HHGOpMAIIUU

VcTouHuku ynpaBieH4ecKoi nHpopMaluu, METOANKa 0TOOpa HCTOYHUKOB
uH(popMalun

TpeboBanusi, MpebsBIsSEMbIE K YIpaBIeHYeCKONW HH(OpMaLIUn

Ocobennoctu pedepupoBanus nHpopMmanuu, cneunpuka oQopmIeHUS U
COCTaBJICHUS aHHOTAINH, pedepaToB, 0030pOB, TOKIATOB

Kareropun norpebureneil, Ha KoTopble OyJIeT paccuuTaH JaHHBIA 0030D,
JIOKJIaJ|

MGTO,[[BI O6pa6OTKI/I I/IH(l)OpMaI_II/II/I C TNPHUMCHCHUCM COBPEMCHHBIX
TEXHUYCCKHUX CPCACTB KOMMYHI/IKaIII/II\/JI " CBA3U, BBIYHCIIMTEIIFHON TEXHUKU

Crpykrypa MHGOPMAlMOHHBIX H3JaHMA B 3aBUCHUMOCTH OT XapakTepa
UH(OPMALIUHU U LIEJIEBOT0 Ha3HAYEHUSI MH(POPMAITMOHHBIX U3/IaHUH

CoBpeMmeHHbIe cpesicTBa cOopa, 00pabOTKH, cHCTeMaTH3aluu HH(OpMaIu

Hcrounnku uHpOpPMALMU: KaTajJord OUOIMOTEK, >KypHaJOB, MOUCKOBBIE
cUCTeMbl HMH(POPMAIMOHHO-TEIEKOMMYHUKAIMOHHOW ceTn "MHTepHer",
3IIEKTPOHHBIE 0a3bl TaHHBIX
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DOyHKIIMOHATBHOE Ha3HAYCHUE 0030pa (6ubmuorpacduueckoro,
pedepaTUBHOTO, aHATUTHYECKOTO) KaK CPEICTBA OPUEHTAIMH YUTATENs B
JOKYMEHTAIBHOM HMJIM WH()OPMAIIMOHHOM ITOTOKE

OcoOeHHOCTH O0IICHAYYHOM M MparMaTHYecKol (yHKIIMH 0030POB

[TpaBuiia paGoThI C BHEIIHUMU HOCUTENSIMU UH(DOpMAaLIUU

HOpMaTI/IBHBIe JOKYMCHTEI, TI'OCYAapCTBCHHBIC CTaHAAPTHBLI B obnactu
ACATCIIbBHOCTH OpraHru3alnunu

[TonstTue w cnemuduka Oubmmorpaduyeckoro, pedepaTUBHOTO U
AHATUTUYECKOTO HH()OPMAIIMOHHOTO U3/IaHUS

CHpaBOLIHBIG IMPaBOBBIC CUCTCMBI

HApyrue -
XapaKTCPHUCTUKHU

3.4.3. TpynoBas pyHKIUSA

Opranu3anusi 1e10BbIX KOHTAaKTOB U YpoBeHb
HanmeHnoBaHME | TPOTOKOJIBHBIX MEPOIIPUATHHA Kox | D/03.6 |(momypoBeHb)
KBTI (UKAITTT
ITpoucxoxaenue 3aMMCTBOBaHO
. Opurunan X
TPYIOBOU (HYHKITUN U3 OpUTHHAJIA
Kon PerucrpanuonHslii
OpUTHHANA HOMED
npodeccuoHaIbHOI0
CTaHJapTa

Tpynoseie neiictBus | OpraHusanysi U IUIAHUPOBAaHUE JIEJIOBBIX KOHTAKTOB, BCTPEY M IOE31I0K
PYKOBOAMTEIA

Opranuzanus 3aceaHui, COBEIIAHUNW M MEpONPUSATHI, MPOBOIUMBIX
PYKOBOJUTEIIEM

[TonroToBka MaTepuasioB MJisi COBEUIAHWH, BeleHHE U OodopMiIeHHE
IIPOTOKOJIOB

[ToaroroBka npe3eHTauil MO yKa3aHUIO PYKOBOIUTENS

[TonroroBka u mpoBeJeHHE Mpecc-KOH(EPEHITNS pyKOBOIUTEINS
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Berpeua yyacTHHKOB IEperoBopoB, obecrnieueHue Ux HHGOPMalUOHHBIMU
MaTepuaiaMH, BEJJEHUE 3allCEN 1eperoBopoB

Heo6xonumeie CocTaBisITh IJ1aH MOE3KU PYKOBOJUTENS
yMEHUs

OdopMisaTh  AOKYMEHTBI, HEOOXOJUMBIC Ui  JCIOBOM  MMOE3IKH,
KOMaHUPOBKH PYKOBOIUTEIIS

CoctaBnsath 1 0GOPMIISATH MPOTOKOJBI COBEIIAHUMN, 3aC€AaHUM U JPYTUX
KOH(EPEHTHBIX MEPONPHUATHHA, TOTOBUTH CIHUCOK YYAaCTHHKOB, MOBECTKY
JIHS1, SBOYHBIE JIUCTHI U MIPOEKTHI UTOTOBBIX JOKYMEHTOB

CoctaBuaTh mpecc-pennsbl

Bectu neperoBopsl ¢ napTHepamu

PaboTtaTh B pexxriMe MHOT033JaYHOCTH

Paborats ¢ 6osbmM 00beMOM HHOPMAITHH

CO3Z[aBaTI) U IMOAACPKUBATH MTOI0KUTEIBHBIN HMUIDK OpraHu3aluu "

PYKOBOIUTEIA
Hcnonb3oBathb BBIYKCIIUTEIBHYIO TEXHUKY u
UH(POPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH UL Ooiee

SKOHOMMYHOM n paHHOHaHLHOﬁ OpraHu3anmuu I/IH(bopMaI_[I/IOHHBIX
MponecCoOB, MOBLIMICHUS UX T'HOKOCTHU U JUHAMHUYHOCTHU

Ob6ecneunBaTh NHHOPMAITMOHHYIO O€30M1aCHOCTh OpraHU3aluu

HeO6XOI[I/IMI>Ie HOpMaTI/IBHBIe IMPaBOBBIC AKTbI, HOPMATUBHO-MCTOJUYICCKHUEC INOKYMCHTHI,
3HaHUA TOCYAapCTBCHHBIC CTAHAAPThI B cq)epe ACATCIBHOCTH OpraHu3anuu

CtpykTypa oOpraHu3aiui, pPYKOBOJSAIIMHA COCTaB OpraHU3aluul |
MOApA3EJICHUI,  HANpaBJeHUs  JCATEIBHOCTH  OpraHu3alud |
KOMIIETEHIIMU CTPYKTYPHBIX MOJAPA3ICICHUI U JOIKHOCTHBIX JII]

[Icuxonorus 1e10BOTO OOIIEHNSI, OCHOBBI KOH(JIMKTOJIOTHHI

IIpaBuna mpoBeAeHUs  JEIOBBIX  IIEPETOBOPOB M MPOTOKOJBHBIX
MEPOINPUATHN

OTHKET U OCHOBEI MCKAYHAPOAHOI'O IIPOTOKOJIA

HpaBI/ma COCTaBJICHUSA U O(l)OpMJ'IeHI/IH JOKYMCHTOB

[IpaBuna 3anuThl KOHGUACHITMATBLHOW CITy>)keOHON nHbOpMaIun

HHupopMalinoHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH
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HApyrue
XapPaKTCPUCTHUKHU

3.4.4. TpynoBas pyHKIUs

JoxkymenT npenoctasien Koncynsrantlmoc
Jara coxpanenus: 21.04.2019

Opranuszanys UCIOTHEHUS PEeILICHUN Y poBeHk
Haumenosanue P p Kox | D/04.6 |(momypoBeHb)
PYKOBOIUTENS
KBaTM(UKAITUH
[Ipoucxoxaenue 3auMCTBOBaHO
P o Opurunan X
TPYAOBOH (hyHKIHH U3 OpUTrMHaJIa
Kon Perucrpanuonnslii
OpUTrMHajIa HOMED
poeccuoHaIbHOTO
CTaHzapTa
Tpynoseie neiictBus | JlokymMeHTanbHOE OQOpPMIIEHHE PEIICHUN PYKOBOJIHUTENS, TOBEICHHE 0
CBe/IeHUs] paOOTHUKOB OPraHU3alMK YCTHBIX PACIOPSKEHUM PYKOBOIUTENSA
Koopaunanust 1eATeNbHOCTH 110 UCTIOTHEHUIO PELIEHUH PYKOBOAUTENSA
KOHTpoIb HCIoJIHEeHUs peLIEHU pyKOBOAUTENSA
[TonroroBka OTYETOB O BBHINOJIHEHUH TOPYYEHUH U PEIIEHUH PYKOBOAUTENSA
Heo6xoanumeie CoctaBnsath U O(QOPMIATH JOKYMEHTBI, COJEprKalllie TIOpYyYeHUs H
YMEHHUS pacnopsiKeHHs! pyKOBOJIUTENS
Bectu yder mnopydeHuil pyKkoBOAMTENs, TpPEOYIOIIMX KOHTPOJIS IO
CYIIECTBY peIlIeHHs BOIpoca
UYetko 1 OBICTPO NPUHUMATh PELIEHUS B Ipoliecce paboThl
[Tpon3BOaUTh aHATIN3 UCHIOTHUTENBCKON AUCHUTUTHHBI
CocTaBnsiTh aHaJUTHYECKHWE OTYEThl W CHOpPaBKM IO pe3yibTaTam
VICIIOJIHEHUS IOPYUYEHHUH U PACTIOPSIKEHUN PYKOBOIUTEIS
[Tonp30BaThCsl CCTEMaMHM JIEKTPOHHOTO JOKYMEHTO000poTa
ITpumeHsITH BBIUUCIIUTEIbHYIO TEXHUKY u
MH(OPMaLlMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU JUIS SKOHOMUYHOW H
palMOHATIBHON OpraHu3aluyd MHPOPMALMOHHBIX IMPOLECCOB, MOBBIIICHUS
UX THOKOCTU U IMHAMUYHOCTHU
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O0ecrieunBaTh 0€30IaCHOCTD JACATCIIbHOCTH OpraHn3aliun

HeO6XOI[I/IMBIe HOpMaTI/IBHBIe ITPAaBOBBIC AKTbl, HOPMATHBHO-MCTOANYCCKUC ITOKYMCHTEI,
3HaHHUA TOCydapCTBCHHBIC CTaHAAPThI B cq)epe ACATCIBbHOCTH OpraHu3anuu

CrpykTypa opraHu3anuy, pYKOBOACTBO CTPYKTYpPHBIX IIOJpa3AeicHUl,
HaIpaBJIeHUs JCATEIHPHOCTH OPraHU3aIlMd M KOMIICTCHIIMH CTPYKTYPHBIX
MOApPa3ICICHUI U JOJKHOCTHBIX JIMI]

[IpaBuia npoBeAEHUS KOHTPOJISI UCIIOJHEHU S IOPYUEHU PYKOBOIUTEIIS

TexHoorus BCACHHUA KOHTPOJIA UCIIOJTHCHU A nopyquI/Iﬁ PYKOBOOUTEIIA

Cucremsbl QJICKTPOHHOI'O I[OKYMGHTOO60pOTa, 0a3nl JaHHBIX

TpeGoBaHus OXpaHbl Tpyaa

Jlpyrue -
XapaKTepI/ICTI/IKI/I

IV. CBenenus 06 opranuzanusix - pa3padoTuynkax
po¢eCCHOHATIBFHOTO CTaHAapTa

4.1. OTBeTCTBEHHAs OpraHU3aU-Pa3padOTINK

HII "HanmnoHnanpHast accouuanysi OPHCHBIX CIIEHUAIMCTOB U aIMUHUCTPATUBHBIX paOOTHUKOB",
ropoa Mocksa

Jupekrop XmocHesa JIrogmuina [lerpoBHa

4.2. HaumeHoBaHUs OpraHu3aluii-pa3padoTunKoB

1 AHO "AreHTcTBO CTpaTern4ecKX MHUIMATUB I10 MPOABHKEHUIO HOBBIX IPOEKTOB", TOpOA
Mocksa

2 AHO "YensabuHckoe pernoHalibHOE areHTCTBO Pa3BUTHS KBaM(UKaLUi'", ropos
YenssOunck

3 AHO BIIO "MexpernoHanbHbIi OTKPBITHIN cOLUalIbHBIN MHCTUTYT", ropoa Momkap-Ona,
PecniyOnuka Mapuit On

4 Bosrorpajckas ToproBo-npomsllIeHHas najgaTta, ropoa Boarorpasg

5 I'Y "Bcepoccuiickuil HaydHO-UCCIIEI0OBATEIbCKU HHCTUTYT JOKYMEHTOBEACHUS U
apxusHoro jaena" (BHUMUIA/), ropox Mocksa

6 HOVY JJHO "Uuctutyt nadopmannoHusix TexHomoruit "AuTu", ropoaq Mocksa
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7 O6mepoccutickuiit mpodcoro3 paboTHUKOB rOCYIaPCTBEHHBIX YUPEIKICHUN 1
obmiecTBeHHOTO 00Ccmyx)uBanus Poccuiickoit @enepanuu, ropog Mocksa

8 Oo6mmepoccuiickoe MexkoTpacieBoe o0beanHeHne padboroaareneit "Hukens", ropoq Mocksa

9 00O "Maiikpocodt Pyc", ropog Mocksa

10 |OOO "Lentp 3xcepTussl u cepTudukanuu, ropogq Mocksa

11 |OOO "DaextpoHHbIe 0OUCHBIC CUCTEMBI", TOpo MoOCKBa

12 |TloBomxkckuii HHCTUTYT ynpasienus umeHu [1.A. Cronpinuna - punuan @I'BOY BITO
"Poccuiickas akajaeMHsi HApOJHOTO XO035HCTBA U FOCYAAPCTBEHHON CIIyKObI pu
[Ipesunente Poccuiickoit denepamnun”, ropoa Caparos

13 |[DPI'AOY JIIO "Akanemus CTaHaapTU3AIMH, METPOJIOTHH U cepTudukanuu’, ropo Mocksa

14 | ®I'bOY BIIO "llen3enckwuii rocynapcTBeHHbIN yHUBepcuTeT", ropoa [lensa

15 |®I'BOY BIIO "Poccwuiickuii rocyqapCcTBEHHBIN T'yMaHUTApHBIN YHUBEpCUTET", kadeapa
nokymeHnrToBenenus, kapenpa ACIIOY, ropon Mocksa

16 |®I'BY "Hayuno-uccienoBaTellbCKUii HHCTUTYT TPYAA U COLUAIBHOTO CTPaXOBaHHS"
MunucrepcTBa Tpyza U couuainbHoU 3amuThl Poccuiickon @enepaunu, ropox Mocksa

17 | SpocnaBckasi TOProBo-IpOMBIIITIEHHAS M1ajaTa, ropo Spociasib

<1> O6mepoccuiickuii ki1accupuKaTop 3aHITUH.
<2> O061mepoccuicKuii KiTacCU(pUKAaTOp BUOB SKOHOMHUYECKOH 1€ATEIbHOCTH.
<3> O61mepoccuiicknii KiaaccupuKaTop creuaabHOCTeH 0 00pa30BaHUIo.

<4> EnunHblii KBaIU(UKAIIMOHHBIM CIPAaBOYHUK JIOJDKHOCTEH PYKOBOAMTENEH, CHELMAIUCTOB U
OPYIUX CIy’KallUX.

<5> Ob6mepoccuiickuii knaccupuxaTop npodeccuit pabounx, JOMHKHOCTEH CIIyKaIUX U TapuPHBIX
pa3psioB.
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