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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

3apeructpupoBaHo B Muntocte Poccun 15 urons 2020 r. N 58957

MWHUCTEPCTBO TPYJA 1 COLMATNIbHON 3ALLUUTBI POCCUACKOWU ®EOEPALIMA

MPUKA3
oT 15 nroHa 2020 r. N 333H

Ob YTBEPXAEHUN NMPO®PECCUOHAJIbHOIO CTAHOAPTA
"CMNMEUMANTUCT NO OPTAHU3ALUMOHHOMY U OKYMEHTALUMOHHOMY
OBECIMNEYEHUIO YINPABJIEHUA OPTAHU3ALIMEN"

B cootBetrctBuu ¢ myHkTOM 16 IlpaBuin pa3paboTku U yTBEpKACHUS NPOPECCHOHATIBHBIX CTaHIapTOB,
YTBEPKACHHBIX MocTaHoBieHueM llpaBurensctBa Poccuiickoii ®@epepanuun ot 22 suBapa 2013 r. N 23
(Cobpanme 3akonomarenscTBa Poccuiickoit ®enmepammu, 2013, N 4, cr. 293; 2014, N 39, cr. 5260),
MIPUKA3bIBAIO:

1. Y1BepauTh mpuinaraeMbeiii mpodeccruonanbHbiil cTapAapT "CrnenuanucT Mo OpraHUu3alluOHHOMY H
JIOKYMEHTAIlMOHHOMY 00€CIIeYeHHIO YIIpaBJIeHUs OpraHu3anueil’.

2. llpusHaths yTpaTMBIIMM cHJly Opuka3 MuHucCTepcTBa Tpyda U COLMANbHOW 3amuThl Poccuiickoit
Oeneparun ot 6 Masg 2015 r. N 2761 "O06 yTBep»aeHUU NpodeccuoHanbHOro cranaapra "Crenuainuct 1o
OpPraHU3alMIOHHOMY M JIOKyMEHTAIIMOHHOMY OOECHEUEHHUIO YIpaBJICHUs OpraHu3anuei’ (3aperucTpupoBaH
MunucrtepctBoM toctuninu Poccuiickoit @enepanuu 2 urons 2015 r., peructparmonssii N 37509).

Munuctp
A.O0.KOTAKOB

YT1BEpxKIeH

npuka3oM MuHHCTEpCTBA
TpyAa U COUMAaJIbHON 3alUThI
Poccuiickoit ®enepanun

ot 15 urous 2020 r. N 333u

NMPO®ECCUOHAIBbHbIA CTAHOAPT
CNEUMANNCT

no OPrAHU3ALUMOHHOMY N AOKYMEHTALUUOHHOMY OBECIMNEYEHUIO
YNPABJIEHUA OPTAHU3ALUEN

447
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

Perucrpanmonubii
HOMEp
l. O6wume cBeaeHnn
OpranuzallioOHHOE U IOKyMEHTalMOHHOE 00eCIieYeHre yIpaBiIeHUs 07.002
OpraHMU3aIMsIMH JIIOOBIX OPraHU3AIIMOHHO-TIPABOBBIX POPM '
(HammMeHoBaHWe BHJ1a TPOQPECCUOHATBHON JESTEITHHOCTH) Kon

OcHoBHas uyenb Buaa npocgeccnoHanbHOn AeATeNnbLHOCTH:

Peanu3anus o0ecnieunBaOmuX QYHKIMA yIpaBIeHUs OpraHnu3aluell; BHEPEHUE JTyUIIuX
TEXHUUYECKUX pa3pabOTOK M HOBEHIIMX TEXHOJIOTUN B 00ECTICUCHUE YIIPaBICHHUS
OpraHu3anuen

Fpynna 3aHATUN:

8]
D
~
(OS]
I
—
\®]
)

AJMUHUCTPATUBHBIN U CexpeTtapu (0bmero
WHOM UCIIOJIHUTEIIbHBIN npoduIst)
CpeIHETEXHUYCCKHUI
nepCcoHa

N

2

(@)

Cuy>xamue B IpUeMHON - -
(obmrero mpogus)

(xom OK3 <1>) (HaMeHOBaHUE) (xom OK3) (HanMeHoBaHUe)

OTHeceHue K BUAaM 3KOHOMNYECKOWN AeATeNIbHOCTU:

82.11 JlesTenbHOCTh aIMUHUCTPATUBHO-X035MCTBEHHAS] KOMIUIEKCHAS 110
o0ecriedeHnto paboThl OpraHu3alUuU
82.30 JleaTenbHOCTh IO OPTaHu3aK KOH(PEPEHIIHA U BHICTABOK
(xonq OKBDJI <2> (HaMMEeHOBaHHE BUJIa PdKOHOMHYECKOMN JEATEIIbHOCTH)
)
Il. OnucaHme TpyAaoBbIX PYHKLUNA, BXOASLLUX
B npod)eccuoHanbHbIi cTaHaapT (PyHKUMOHaNbHas KapTa Buaa
npod)eccnoHanbLHON AeATEeNIbHOCTH)
O06001IeHHbIe TPYAOBBIC (DYHKITUH TpynoBsie pyHKIIUN
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

KO HAaMMEHOBaHUE yYpOBEHBb HAaUMEHOBAaHHE KOJ | ypOBEHb
(momypos
KBasn(u €Hb)
Kaluu KBTH (UK
aruu
A OpranuzanoHHOE 3 [Tpuem u pacnpenenenune | A/01.3 3
obecrnieyeHue TeneOHHBIX 3BOHKOB
NEeSTeIbHOCTH OpTraHu3aIuu
OpraHu3aIuu
Opranuzanus padotsi ¢ | A/02.3 3
MOCETUTEISIMH
OpraHu3aIuu
Brimonnenue A/03.3 3
KOOPJIMHHUPYIOIINX U
obecreunBaronmx
byHKIMA
B JlokyMeHTaImoHHOE 5 Opranuzanus padorer ¢ | B/01.5 5
obecrieyeHue JIOKyMEHTaMU
JeSITeNIbHOCTH
Opra"Husamuu OpFaHI/I3aHI/I$I TCKYIICTO B/02.5 5
XpaHEHUs JOKYMEHTOB
Opranmsanus oopadotku | B/03.5 5
JIeJT JITIS1 TIOCIIE Y OIIETO
XpaHeHus
C OpranuzanuoHHOE, 6 Oka3zaHue IOMOIIHA C/01.6 6
JOKYMEHTAIlMOHHOE U PYKOBOJHTEIIO B
uHGOPMAIMOHHOE TUTAHUPOBAHUH Pabovero
obecrieueHue BpPEMEHU
JeSATEIIbHOCTH
PYKOBOJUTENS [Tnanuposanue padouero | C/02.6 6
OpTraHu3aIu’ JHs ceKpeTaps
Opranuzanus C/03.6 6
TeneOHHBIX
MIEPETOBOPOB
PYKOBOTUTEIS
Opranuzanus C/04.6 6
KOMaH/IHPOBOK
PYKOBOTUTEIIS
Opraamsanus padoter ¢ | C/05.6 6
MOCETUTEIISIMH B
MIPUEMHOIN PyKOBOJIUTEIS
Opraau3zanus C/06.6 6
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"O6 yTBEpXAEHUM NPOdECCMOHANBHOrO CTaHdapTa
MO OPraHU3aLUOHHOMY ...

"Cneuunanuct

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

MOATOTOBKHU, TPOBEICHUS
U 00CITy)KHBaHUS
KOH(pEepeHTHBIX
MEpOIPUATHI

Opranuzanus
WCITOJIHEHUS PEILICHUH,
OCYILECTBIICHUE
KOHTPOJISI UCITOJIHEHUS
MIOPY4YEHU N
PYKOBOJUTENS

C/07.6

Opranuzanus u
HoJIepKaHue
(GYHKIIMOHAJILHOTO
pabouero npocTpaHCcTBa
npueMHON 1 KaOuHeTa
PYKOBOJUTENS

C/08.6

Pa3paboTka moKaIbHBIX
HOPMATUBHBIX aKTOB,
peTIaMEeHTUPYIOIINX
paboty cekperaps

C/09.6

CocraBiieHue u
odopmiieHne
YIPaBJIEHYECKOU
JIOKYMEHTaIu!

C/10.6

Opranu3zanus paboTsl ¢
JIOKYMEHTaMH B
IPUEMHON PyKOBOAMUTEIS

C/11.6

Opranu3anus XpaHeHUs
JIOKYMEHTOB B IPUEMHOI
PYKOBOJUTENS

C/12.6

O0ecrieuenue
PYKOBOJUTES
uHpOopManuei

C/13.6

Opranuzanus
UH(POPMALIMOHHOTO
B3aUMOJICUCTBHUS
PYKOBOIMTEIS C
MOApa3IeICHUSMH U
NOJKHOCTHBIMH JIAL[AMHU
OpraHu3alu

C/14.6

www.consultant.ru
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
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Nno OpraHn3aunOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC

[aTta coxpaHeHus: 09.04.2021

qyeCKasd u

JesITebHOCTH
PYKOBOIUTENS
OpraHu3anuu

D WNndopmannoHHo-aHATUTH

OpraHru3allMOHHO-aIMHUHNC
TpaTuBHas MOAACPKKa

dopMupoBaHUE
UH(POPMALIMOHHOTO
B3aUMOJICUCTBHU
PYKOBOIMTEIIS C
OpraHu3alusaIMu

D/01.6 6

Ananu3 uHpopmManuu 1
HOJTrOTOBKA
UH(POPMALMOHHO-aHAIUT
MYECKUX MaTEpUaJIOB

D/02.6 6

Opranuzanus Ae10BbIX
KOHTAaKTOB U
IIPOTOKOJIBHBIX
MEpONPUATHN

D/03.6 6

Opranuzanus
VCITOJIHEHMSI pEIICHUIN
PYKOBOIUTEIS

D/04.6 6

lll. XapakTepucrtmka 0606LWeHHbIX TPYAOBbIX (PYHKLUN

3.1. O606wweHHan TpyaoBasa PyHKUUSA

HaunmenoBaunue

[Ipoucxoxnenue
0000IIIeHHON TPYIOBOI
byHKIIUN

Opranu3zalinoHHOe o0ecrneueHue Kon A YpoBeHb
NeSITETTHHOCTH OPTaHU3aIIH KBaJTH(HUKAIAN
3auMCTBOBAaHO
Opurunan X
U3 OpUrMHaIa
Kon Perncrpanmonnslii
OpUruHaa HOMED
po¢ecCHOHAIBLHOTO
CTaHJapTa

Bo3moxHbIE
HAaUMCHOBAHUS
JIOJDKHOCTEH,
npodeccuit

Cekperapb-aIMUHUCTPATOP

TpebGoBanust k
00pa3oBaHMIO U
00y4eHHIo

Cpennee oOmiee oOpazoBaHue

[IpodeccrnonanpbHOE 00yUeHHE - MPOrPpaMMbl TPOPECCHOHATBHON

MOJITOTOBKH TIO JOJDKHOCTSIM CITYKAIUX, IPOTPAMMBI
MEePETOArOTOBKH CIY>KaINX, IPOTPaMMbI TOBBILIICHHS
KBTA(DUKAIIMH CITYKAIIHX

HafeXHasa npaBoBan noaAepXxkKa
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

TpeboBaHMs K OIBITY
MPAKTUYECKON pabOTHI

Oco0Oble yciioBust
Jormmycka K pabore

Apyrue
XapaKTEPUCTUKU

HdononHuTenbHble XapaKkTepPUCTUKU

Haumenosanue Kon HaunmenoBanue 6a30B0O# rpymiibl, JOHKHOCTH
JOKYMEHTa (mpodeccun) uiu CeUaIbHOCTH
OK3 4226 Crny>xammue B mpueMHo# (o01iero mpoduist)
OKIIATP <3> 26353 CekpeTapb-MalIMHUACTKA

3.1.1. TpynoBasa ¢pyHKunsA

[Tpuem u pacnpenenenue TenedoHHbIX YpoBeHb
HaumenoBanue | 3B0HKOB OpraHHU3aIlH Kon | A/01.3 | (momypoBens) | 3
KBaJTU(DUKAITHH
IIpoucxoxneHue 3aMMCTBOBAaHO
P A Opurunan X
TPYAOBOW (yHKIUU U3 OpUruHaJIa
Kon PerucrpanuonHslii
OpUruHasia HOMED
poheCCHOHATHLHOTO
cTaHzapTa
TpynoBeie neiictBust | [lepenanpaBienre  TelneQOHHBIX 3BOHKOB  PYKOBOJACTBY U
COTpPYIHUKAaM OpraHU3aluu
Peructpanus nocrynaromux TeaeOHHbIX 3BOHKOB
[Tonyuenue HE0OXOANUMOM uH(pOpMaIUn 31 nepegaya

CaHKUMOHUPOBAaHHOU MH(pOpMaLUu 10 Tesneony

HeobOxonumelie ymeHust

Hcnonb30Barh TEXHUYECKHE W MPOTPAMMHBIE CPEACTBA IS
MPOBEACHUS TOJIOCOBON MU BUICO-KOH(PEPEHII-CBSI3H

Hcnons3oBark cpencrBa KOMMYHHUKAllMOHHOM OPITEXHUKU  JUIS
MOJIyYEHHUs U Tiepefaun nHpopMauu

Bectu y4yeTHbIE perucTpanoHHBIC (OPMBI, HCIIONB30BATh UX IS

www.consultant.ru
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

nH(POPMAIIMOHHOHN paboThI

YcTaHaBIMBaTh KOHTAaKT C COOCCETHUKOM, TOJEPKUBATh U
pa3BHBATh JIEIOBYIO Oeceqy B mpoliecce TeleOHHBIX IePErOBOPOB

CrnaxxuBaThb KOH(bJII/IKTHLIG u CJIOXKHBIC CUTyallun
MCKIIMYHOCTHOT'O B3aI/IMO,IIeI71CTBI/ISI

Cobnronath ciy>KeOHBIH ATUKET

HeoOxonuMble 3HaHUS

@OyHKIUY, 33]]a4H, CTPYKTypa OpraHu3allny, ee CBsI3U

[IpaBuna B3auMoaeiCTBUS ¢ MapTHEPAMHU, KIIMEHTAMH, CPEACTBAMU
MaccoBOW HHPOpPMALIUU

ODTHKA JEIOBOr0 OOIIEHUS

[IpaBuia peueBoro 3TUKETa

TpeboBanust OXpaHbI TpyAa

[IpaBuna 3anmThl KOHUACHIIMAILHON CITy>KeOHOH nH(pOopMau

Hpyrue
XapaKTEPUCTUKHU

3.1.2. TpyaoBasa hyHKUMA

Opranuzaiust paboThI C TOCETUTEISIMHU YposeHn
HanmenoBanue | opranusanuu Kon | A/02.3 | (momypoBens) | 3
KBaTM(UKATIH
[Ipoucxoxnenue 3anMCTBOBAHO

TPYAOBOH (yHKIMU

Opurunan X
U3 OpUrHHAala

Kon PerucrpanmonHsiit
OpUTHHAIA HOMEp
npo¢eCcCHOHATBLHOTO
CTaHIapTa

TpynoBsie 1eicTBUS

Berpeua mocerurteneid, moiryueHHEe NEpBUYHOM HHPOpPMALUU O
MOCETUTENIIX M IIOMOIIb B  OpraHU3allUd UX  IIpUeMa
PYKOBOAMTENIEM U COTPYIHUKAMHU

Benenue xypHana 3alucy NOCETUTENEH

VYder nocerureneit 1 0popMIICHHE TPOIYCKOB

CopnelicTBHEe  OmepaTMBHOMY  PAacCMOTPEHHIO  MPOCBO |

HafeXHasa npaBoBan noaAepXxkKa
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

NPEIIOKEHUN TIOCETUTEIIEH

IIpuem u nepenaya JOKYMEHTOB ITOCETUTENEW PYKOBOJCTBY U
COTpYJIHUKAaM OpraHU3aluu

OpFaHI/ISaI_II/IH )51 6pOHI/Ip0BaHI/Ie MNEPCTOBOPHBIX KOMHAT

CepsupoBka yaitHoro (kogeitHoro) crosna B oduce

[MpuroroBnenre HamuTKOB (4aid, Kode, NPOXIATUTCIHHBIC
HAITUTKH )

Heob6xomumbie ymMeHHs

OO01IAaThECs ¢ MOCETUTEISIMUA

Hcnonp30BaTh  yCTAaHOBJEHHBIE  IpPaBWJIa W IPOLEIYpPHI
KOMMYHUKAIUU BHYTPU OpPraHU3aluu

BecTu yuetHsie popMbl, HCTIOIB30BATh UX TSI pAOOTHI

Co3naBaTh MOJIOKHUTEIIBHBIA UMUK OpraHU3alUN

[TpuHUMATH MEpBI 1O pa3pelIeHUI0 KOH(PIUKTHBIX CUTYalui

HpI/IMeH}ITB HH(I)OpMaI_II/IOHHO-KOMMy'HI/IKaI_II/IOHHBIe TCXHOJIOTHH

ObecnieunBaTh KOHPUACHINATHLHOCTH UHGOPMAITUU

HeoOxonuMble 3HaHUS

[IpaBuna opranuzanuu npuemMa noceTuTenen

[IpaBuna aenoBoro oomEeHUs

CTpyKTypa OpraHuM3allid H pachupenesieHne (QYHKIUHA Mexay
CTPYKTYPHBIMH ITOAPA3ICIICHUSIMHA U CIICITHATACTAMHU

[IpaBuna opranu3anuy npuemMoB B ouce

[IpaBuna cepBUpPOBKH YaiftHOTO (KO(EHHOTO0) cTOTa

HpaBI/ma OPUTOTOBJICHUA U ITOAAYU TOPAYNUX HAIMUTKOB U 3aKYCOK K
HHUM

OTHKa JCIJIIOBOTO O6H.[€HI/I}I

HpaBI/ma pEUCeBOro 5TUKETA

TpeGoBanust oxpaHsl Tpyaa

[IpaBuna 3amuThl KOHQUACHIMATBLHON CITy)eOHON HHPOpMAIIH

Hpyrue
XapaKTePUCTUKHU

www.consultant.ru
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

3.1.3. TpyaoBasa hyHKUMA

BrImosTHEHIE KOOPIMHUPYIONTUX U YposeHn
HanmenoBanue | o0ecnieunBarOmux QyHKIHMA Kox | A/03.3 | (momypoBens) | 3
KBaTM(UKATIH
[Ipoucxoxnenue 3anMCTBOBAHO

TPYAOBOH (yHKIMU

Opurunan X
U3 OpUrHHAala

Kon PerucrpanmonHsiit
OpUTHHAlA HOMEp
po¢eCcCHOHATHLHOTO
CTaHIapTa

TpynoBsie 1eicTBUS

Benenue xxypHana pa3be310B paOOTHUKOB OpraHU3aI[uu

KOOpI[I/IHaI_II/ISI pa6OTLI KYpbEpPOB U BOOUTENCH OopraHu3anuun

Benenue kypHajma pa3pe3loB  KyphepOB  OpraHM3aliu U
MapuIpyTOB BOAUTENEH

CocTaBineHre CHOpaBKM O pa3be3gax pabOTHUKOB, KyphEpOB U
MaplIpyTax BOAUTEIECH OpraHu3aiuu

Heobxonumeie ymeHust

CocTaBlIATh U BECTH YUCTHBIC TOKYMCHTHBI

[IpumeHsTh cpencTBa KOMMYHMKAIMM JUIS MEpeladyd MOpy4eHUn
PYKOBOJUTENS U COTPYIHHUKOB OPraHU3alUN

[IpuMeHsATh COBpEeMEHHBIE CpeIcTBa cOopa, 00pabOTKU U TIepeaaun
uHbopmaIuu

OHGHI/IBaTB PE3YIBTATHI B paMKax IMOCTaBJICHHBIX 3aa4

Ocy1ecTBISTh KOHTPOJIb HCIIOJIHEHUS! MOPYYEHUN PYKOBOIUTENS
COTpYAHUKAMHU

Heo0Oxoaumele 3HaHAA

[IpaBuia peyeBoro 3TUKETA

DTHKA AEJIOBOrO OOIIEHUS

TpeboBaHust OXpaHbl TpyAa

[IpaBuna 3auuThl KOH(UACHIUAIBEHON CITyKeOHOH nH(popMau

CTpykTypa oOpraHu3allud W pachpenerneHne (QyHKUUR Mexay
CTPYKTYPHBIMH MOAPA3ICICHUSIMH U CIIEIIHATUCTAMHU
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

Jlpyrie
XapaKTepI/ICTI/IKI/I

3.2. O6006LWweHHan TpyaoBas pyHKUMA

JlokyMeHTaImOHHOE 00ECTIICUCHHE YpoBeHb
HawnmenoBanue Kox B 5
JIeATEeIbHOCTH OpraHUu3aluu KBaJTU(DUKAIIH
IIpoucxoxaenne
N . 3auMCTBOBAHO
00001eHHoN TpynoBoi | OpuruHan X
W3 OpUTHHAJIA
byHKIIUN
Kon PerucrpanmonHbiin
opuUrvHaia HOMED
npoeCCUOHATHLHOTO
cTaHjapTa

Bo3moxHbIe
HaUMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit

Jenonpon3BoauTeIb

TpebGoBanust K
00pa30BaHUIO U
00y4eHUI0

Cpennee mpodeccuoHanbsHOEe 00pa30BaHUE - TPOTPAMMBI
MOATOTOBKHU CIIELIMAJIUCTOB CPEJAHETO 3BEHA

HIIN

Cpennee mpodeccnonansHOe 00pazoBanue (HeMpomILHOE) -
MIPOrpaMMBbI IMTOATOTOBKH CIICIIHATUCTOB CPEIHEr0 3BEHA U
JOTIOJTHUTEBHOE PO eCCHOHATBHOE 00pa30BaHUE TIO
JIOTIOJTHUTEIBHBIM MPO(ECCHOHALHBIM IIPOTpaMMam
poeCCHOHATILHOM MEePEOATOTOBKH 110 MPO(UITIO IEATSILHOCTH

TpeboBaHMs K OIBITY
MPAKTUYECKON pabOThI

Oco0Oble ycltoBUs
JI0IycKa K pabore

Hpyrue
XapaKTEPUCTUKHU

JononHutenbHble XapaKTepuctTtuku

HaumenoBaunue
JIOKYMEHTa

Kon

HaumenoBanue 6a30Boii rpymniibl, JOTHKHOCTH
(mpodeccun) UM CIEUATBFHOCTH

HafeXHasa npaBoBan noaAepXxkKa
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

OK3 4120 Cekperapu (o01ero mpoduis)

EKC <4> - Jlenonpou3BoauTeIb

OKIIATP 21299 Jlenonpoussoaurens

OKCO <5> 7.46.02.01 | JoxymMeHTAIIMOHHOE OOECIICYCHHE YIIPaBICHUS U
apXUBOBEICHHE

3.2.1. TpyaoBas pyHKUMA

Opranu3zanus paboThl C JOKYMEHTaMHU YpoBeHb
HaumenoBanwue Kox |B/01.5 | (momypoBens) | 5
KBTI (UKAIIIT

[Ipoucxoxnenue 3aMMCTBOBAaHO
. Opurunan X
TPYZAOBON QYHKIIUN U3 OpUruHaa

Kon PerucrpanmonHsii
OpUTHHaa HOMED
po¢eCcCHOHATIBLHOTIO
CTaHJapTa

Tpynoseie neiictBust | [Ipuem u nepBruyHast 00paboTKa BXOAAIIUX JOKYMEHTOB

[IpenBapuTenbHOe paccMOTPEHHWE U COPTHPOBKA JTOKYMEHTOB Ha
PETUCTPUPYEMBIE I HEPETUCTPUPYEMbIE

[TogroToBka  BXOASIIMX  JOKYMEHTOB  JJIi  PAacCMOTPEHUS
PYKOBOAUTENEM

Peructparius BXoIAmux T0KYMEHTOB

OpFaHI/ISaHI/ISI AO0CTaBKH JOKYMCHTOB UCIIOJTHUTCIIAM

Benenue 0a3bl JaHHBIX JJOKYMEHTOB OpPTraHU3aluN

Benenne nHpOpMamoHHO-CIIPaBOYHON PaOOTHI

O6pa60T1<a " OTIIpaBKa UCXOIAIIUX NOKYMCHTOB

Opranuzanus paboOThl MO PETUCTPALMU, YYeTy, XPaHEHHIO U
nepefaye B COOTBETCTBYIOIIME CTPYKTYpPHbIE MOJApa3/ieieHUs
JIOKYMEHTOB TEKYIIETO JAeJIONPOU3BOICTBA

KOHTpOHL HCIIOJIHCHUA JOKYMCHTOB B OpTraHHU3allun
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

HeobOxonumeie Paboratp co BCEH COBOKYITHOCTBIO
YMEHUS UH(POPMALMOHHO-JOKYMEHTAIMOHHBIX PECYPCOB OpraHU3aIuN

ITonb3oBaThest Oazamu JaHHBIX, B TOM YHUCJIC YIAJICHHO

ITonp30BaThCs CIIPpaBOYHO-IIPABOBBIMH CUCTCMaMU

ITonw3oBathes ABTOMATHU3UPOBAHHBIMHA CUCTCEMaMH yduera,
peructpanuu, KOHTPOJIA n I/IH(I)OpMaI_[I/IOHHO-CHpaBO‘-IHLIMI/I
CUCTCMaMU IIpU pa60Te C JOKYMCHTaMU OpraHu3alun

[IpumeHsTH COBpeMeHHbIE HH(OPMAIMOHHO-KOMMYHHUKAIIMOHHBIE
TEXHOJIOTUM JUIsI paboThl C JOKyMEHTaMH, B TOM 4YHCIE IJs ee
ONITUMH3AIMH U TIOBBIIECHUS YPPEKTHBHOCTH

[IpumensTH NpaBUIa PyCcCKOIo sA3bIKa

HpI/IMCHﬂTB HaBBIKW CKOPOCTHOI'O MTHMCbMa

Heob6xoaumsbie HopmartuBHbIE TpaBOBBIE aKThl M HOPMAaTUBHO-METOAMYECKUE
3HaHUS JOKYMEHTBI,  ONpEACIAIOIINe  MOPSAOK  JOKYMEHTAIHOHHOTO
oOecrnieueHus ynpaBiaeHUs

Crpykrypa OpraHu3aluy, PYKOBOJICTBO CTPYKTYPHBIX
MoApa3ACICHUN

CoBpemeHHBIE ~ MH(POPMAIIMOHHBIE  TEXHOJOTHU  palbOTHI  C
JIOKYMEHTaMHU

[Topsiiok paboTHI C TOKyMEHTaMU

CxeMmbl TOKyMeHTO00O0poTa

Cucremsbl CKOPOCTHOI'O ITMCbMa

HpaBHna pa6OTI)I C BXOAAOIUMH, HUCXOIAIIMMH W BHYTPCHHHMU
JOKYMCHTaMU

[IpaBuia opraHuzanuu U (QOpPMBI  KOHTPOJIE  UCIHOJHEHHS
JIOKYMEHTOB B OpraHU3aluu

Tumnoswie CPOKH UCIIOJTHCHUA TOKYMCHTOB

[IpuHUMNIBI paboTHI CO CPOKOBOM KAPTOTEKON

Ha3nauenue u TEXHOJIOTHUA TEKYILErO M IPEAyNPEIUTEILHOTO
KOHTPOJIS

HpaBI/IJIa COCTaBJICHHUA AHAJIMTUYCCKUX CIIPABOK I10 OpraHHU3alvun
pa6OTI)I C JOKYMCHTaMHU U KOHTPOJIO UCIIOJITHCHUA JOKYMCHTOB

HpaBI/IJIa AOKYMCHTAIIMUOHHOT'O obecrnieueHuUs JACATCIIBHOCTHU
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

OpraHu3aIu

Bunpr HAOKYMCHTOB, UX HA3HAYCHUC

Tpe6OBaHI/I5{, MNPpEABABIACMBIC K JOKYMCHTAM B COOTBETCTBUHU C
HOPMAaTUBHBIMH  IIPABOBbBIMU aKTaMuU HU  TOCYHapCTBCHHBIMH

CTaHJapTaMH
[IpaBuia COCTaBJICHUS u oopmienus
UH(POPMALMOHHO-CITPABOYHBIX, OpraHHU3al[MOHHBIX,

YHOPaBJICHUYCCKHUX JOKYMCHTOB

[IpaBuna co3ganus U BeneHMs 0a3 JAHHBIX CIYKEOHBIX JTOKYMEHTOB
B OpTaHU3aINH

CucreMsl 31EKTPOHHOIO JOKYMEHTO000pOoTa

HpaBI/IJ'Ia H CPOKU OTHPABKH UCXOJAINNUX JOKYMCHTOB

TpeboBanust oxpaHbl Tpyaa

Hpyrue -
XapaKTePUCTHKU

3.2.2. TpynoBas pyHKUMA

Opranu3zaius TeKyImero XxpaHeHus YpoBeHb
Haumenosanue | JOKyMeHTOB Kox |B/02.5 | (momypoBens) | 5
KBaTH(UKAITIT

[Ipoucxoxnenue 3aMMCTBOBAaHO
. Opurunan X
TPYAOBOH QYHKIIUN U3 OpUruHaa

Kon PerncrpanmonHslii
OpUTHHala HOMED
po¢eCcCHOHATIBLHOTIO
CTaHJapTa

TpynoBeie neiictBust | PazpaboTka HOMEHKIATYpPHI el OpraHu3aIiu

[TpoBepka mpaBUIBLHOCTH OPOPMIICHHS TOKYMEHTOB M OTMETKU 00
UX UCTHOJHEHHH Tepen ux (opMHUpOBaHHEM B IO UL
MOCJIETYIOLIEr0 XPAHEHUS

CDOpMy.TIHpOBaHI/Ie 3aroJIOBKOB €I W OIIPCACIICHUC CPOKOB HX
XpaHCHUA

dopmupoBaHue e
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

KoHTpoib mNpaBMIIBHOIO M CBOEBPEMEHHOIO pAaCHpElENICHUs U
HOJIIMBKY JOKYMEHTOB B Jiea

HeobOxonumeie Opranu3oBeIBaTh pabOTy MO YYeTy, XpaHCHHIO W TIepernade B
yMEHUs COOTBETCTBYIOIIME CTPYKTYpPHBIE IOAPA3ACICHHUsS JTOKYMEHTOB
TEKyIIEro NeJIOMPOU3BOJACTBA

OcymiecTBIATh METOAUYECKOE PYKOBOJACTBO JIEIONPOU3BOJICTBOM B
OpraHM3aliyi, KOHTPOJHUPOBATh IMpaBWIbHOE (OPMHUpPOBAHUE,
XPaHEHHE U clladyy JIel B apXUB

Pa3pabaTbiBaTh HOMEHKIIATYPY €1 CTPYKTYPHOI'O MOAPa3eICHUs

Hcnonp30BaTe HOMEHKIATYPY [J€l1 IPU HU3YYEHHHM CTPYKTYpBI
OpraHU3allM, COCTABICHUN OIUCEN el

Opranun3oBbIBaTh padoTy M0 GOPMUPOBAHUIO JIETT B COOTBETCTBUU C
YTBEPKICHHOW HOMEHKJIATypOU J€JI OpraHu3aluu

dopmMuUpoOBaThH JOKYMEHTHI B eI C YIETOM UX CHEIUPUKA

CI/ICTeMaTI/I3I/IpOBaTB JOKYMCHTHBI BHYTPH ACJIa

OOecneunBaTh COXPAHHOCTH U 3aIIUTY JOKYMCHTOB OpraHu3allun

[IpumensTh HMH(POPMALMOHHO-KOMMYHHUKALIMOHHBIE  TEXHOJOTHH
npu paboTe ¢ JOKyMEHTaMHt

H606XOI[I/IMBIC HOpMaTI/IBHLIe IIpaBOBLIC AaKThI, HOPMAaTUBHO-MECTOANYCCKUC
3HaHUA JAOKYMCHTHI, rocy1apCTBCHHBIC CTaHIAApThI, ONpCACIIAOIINC
MOPAA0OK JOKYMCHTAIMOHHOTI'O obecnecucHus YHpaBJICHUA

Bungsl HOoMeHknaryp, oOmme TpeOoBaHHUS K HOMEHKIATYpe,
METO/MKA €€ COCTABICHHS U 0(hOPMIICHUS

IIpaBuna cormacoBaHusi HOMEHKJIATYphl JEJI C BEAOMCTBECHHBIMHU
apXHUBaMU U 3KCIIEPTHOU KOMUCCUEN

Iopsinoxk  dopmupoBanuss u  odopmieHHs Jien, creuuduka
(bopMHpOBaHUS OTAETBHBIX KATETOPUHA 1€

HpaBI/IJ'Ia XpaHCHUA OCjI, B TOM HYHCIC C HOOKYMCHTaMH
OrpaHU4YCHHOI'0 A0CTYyIIa

[lpaBuia  BeIJaYM W HMCHOJNB30BaHMS  JOKyMEHTOB U3
c(OPMHUPOBAHHBIX JIE]T

TpeboBaHus 0XpaHbl Tpyda

Hpyrue -
XapaKTEPUCTUKHU
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

3.2.3. TpynoBasa ¢pyHKunA

Opranmzaiys 00pabOTKH JeI IS YpoBeHb
HaumenoBanue | mociaenyronero XpaHeHus Kox |B/03.5 | (momypoBens) | 5
KBaJTM(DUKAINH
[Ipoucxoxaenue AUMCTBOBAHO
P A Opurunan X 3
TPYIOBOH (HYHKITUU W3 OpUrHHAla
Kon PerucrpanmonHbiin
OpUTHHAIA HOMEp
npoeCCHOHATBLHOTO
CTaHIapTa

Tpynoseie nericteust | [IpoBepka cpokoB XpaHeHHUs JOKYMEHTOB, COCTaBIECHUE ITPOTOKOJIA
pa60Tm 3KCHepTHOI>'I KOMHCCHUH TII0 IIOATOTOBKE OJOKYMCHTOB K
XPaHEHUIO, aKTa O IepeJadye Ha YHHYTOKEHHE IOKYMEHTOB, HE
HOJUIEKALINX XPAHEHUIO

CocraBrneHue BHYTPEHHEW OMHCH Jel IS 0Co00 IEHHBIX
JIOKyMEHTOB

Odopmnenne faea  MOCTOSHHOTO,  JOJTOBPEMEHHOIO  CPOKOB
XpaHeHus

Odopmnenne o0OJTOXKKH A€ TOCTOSHHOTO, JIOJITOBPEMEHHOTO
CPOKOB XpaHEHHUSI

CocraBneHne omnucu A€ TOCTOAHHOI'0, JOJTOBPEMEHHOTO CPOKOB
XPpaHCHUsA

[lepenada nen B apXuB OpraHu3aIiuu

Heobxonumeie [lonb3oBaTbcst  mepedyHsIMH  JIOKYMEHTOB U AHAJIM3UPOBATh
YMEHUS (akTHUeCKOe COIEpKAHUE HMMEIOUIMXCS B Jelie JOKYMEHTOB IpHU
OIIPECIICHUU CPOKOB X XPaHEHUS

OdopmMIsATE TOKYMEHTBI DKCIIEPTHON KOMUCCUU

OdopMisaTh 00JI0KKH J1€J1 IOCTOSIHHOTO M BPEMEHHOTO XpaHEHUS B
COOTBETCTBHUH C TPeOOBAaHHUSIMHU I'OCYTapCTBEHHBIX CTaH/IapPTOB

[Ipon3BOaUTE XPOHOJOTUYECKO-CTPYKTYPHYIO CHCTEMATH3AIHIO
nen

Ocy1ecTBIsATh TEXHUYECKYI0O 00pabOTKy M MoJIHOE OhopmIIeHHE
JIeTT TIOCTOSIHHOTO ¥ BPEMEHHOTO XPaHEHHS
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

CoCTaB/IATh OIHUCH ACI MOCTOAHHOI'O WU BPCMCHHOI'O XpaHCHHA B
COOTBETCTBUH C HOPMATUBHO-MECTOAUUICCKUMU JOKYMCHTAMHA

[IpumensTe MHGOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE  TEXHOJOTHH
npu paboTe ¢ JOKyMEHTaMu

HeobOxonumeie HopmaTuBHblE 1IpaBOBBIE  aKThl, HOPMAaTHUBHO-METOJMYECKHUE
3HaHUSA JOKYMEHTBI, TOCYJAapCTBEHHBIE  CTaHAAPTHI,  ONPEACIAIOLINE
MOPSAZOK IOKYyMEHTALMOHHOTO 00ecrieYeHNs yIpaBIeHUs

Kpurepun pasgenenuss TOKyMEHTOB Ha TPYNIbl B COOTBETCTBUU C
LEHHOCTBIO HH(OPMALIH, COAEepKAIIENUCs B HUX

HOpSIILOK HCIIOJB30BaHUA THUIIOBBIX WJIHM BEAOMCTBCHHBIX nepequﬁ
JOKYMCHTOB, OIPEACICHUA CPOKOB XpaHCHHA B  IIPOLECCE
OKCIEPTHU3BI HCHHOCTHU JOKYMCHTOB

[Topsimok co3maHus, OpraHu3allld U JTOKYMEHTUPOBAHMSI PabOThI
9KCHEPTHONH KOMUCCUU

[IpaBuna cocTaBlieHUST W yTBEPXKICHHUS TMPOTOKOJA PabOTHI
3KCHEPTHON KOMUCCHH

HpaBHna COCTaBJICHHUA MW YTBCPXKIACHUA aKTa O BBIICICHUHA
JOKYMCEHTOB, HE IIOAJICKAINUX XPAHCHUTIO

[IpaBuiia TexHHMYeCcKOM 0OpaOOTKM M MOJHOTO OQOPMIICHHUS e
HOCTOSIHHOTO ¥l BDEMEHHOTO XpaHEHUSI

HpaBHna COCTaBJICHHUA OINHUCH A€ IOCTOAHHOTO W BPEMCHHOI'O
XpaHCHUA B COOTBETCTBHHU C HOPMATUBHO-METOANYCCKUMU
AOKYMCHTaMU

HpaBHna nepeaadun A€ B apXuB OpraHu3aliuin

TpeGoBanus oXpaHbl Tpyaa

Hpyrue -
XapaKTEPUCTUKHU

3.3. O6006LwWweHHan TpyaoBas pyHKUMA

OpraHu3anuoHHOE,
OKYMEHTALMOHHOE U
HOKY . YpoBeHb
HaumenoBanue | nH(popManiMoHHOE obecrieueHue Kon C 6
KBaJH(PHUKAIINN
JEeSITETHHOCTH PYKOBOTUTEIIS
OpraHu3aIiH
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IIpoucxoxnenue
000011IeHHON TPY10BOI
byHKIII

3anMCTBOBAHO

Opurunan X
W3 OpUTHHAJIA

Kon Perucrpanuonsslii
OpUTHHAaJIa HOMEp
po¢eCCUOHAIBHOTO
CTaHJapTa

BosmoxHbie
HanuMCHOBaHUS
JOJDKHOCTEH,
npodeccuit

Cekperapb pyKOBOJIMUTEIS
Cekperapb-cTeHOrpaduCcTKa
Crenorpagucrka

TpeboBanus k
00pa3oBaHMIO U
00y4eHHIO

Briciee oO6pa3zoBanue - OakanaBpuat

WIH

Bricmiee o6pazoBanue (HenpoduiabHOE) - OakagaBpuaT 1
JOTIOJTHUTEBHOE MPOdeCCHOHATBFHOE 00pa30BaHUE TI0
JIOTIOJTHUTEIBHBIM MPO(ECCHOHATLHBIM IIPOTPaMMamM
npodeccnoHanbHOM MepenoaroTOBKY MO MPOGUIIO AeITeIbHOCTH
WK

Cpennee mpodeccnoHanbsHOE 00pa30BaHUE - TPOTPAMMBI
MTOJATOTOBKH CITCITUAIIMCTOB CPETHETO 3BEHA

WA

Cpennee npodeccronanbsHoe oOpazoBaHue (HEMPOPHIBHOE) -
MIPOrpaMMBbI MOATOTOBKH CIIELUATINCTOB CPETHETO 3BEHA U
JIOTIOJTHUTEIBHOE NMPOo(deccCHoHaIbHOEe 00pa30BaHuE 110
JIOTIOJTHUTETHHBIM TIPO(ECCUOHATFHBIM ITPOrpaMMaM
po¢eCCHOHATBHON MTEPENOATOTOBKH MO MPOGUITIO IeATETLHOCTH

TpeboBaHMs K OIIBITY
MPaKTUUECKON pabOThI

He meHee ByX JIeT BBINOTHEHUST pa0OT 11O OpraHU3alMOHHOMY U
JOKYMCHTAIITUOHHOMY o0ecreueHuIo ACATCIIBHOCTH PYKOBOJUTECIIA
OpraHU3aIMK MPU CpeaHeM NpodheccCHoHaTFHOM 00pa30BaHUH

Oco0Ople ycioBust
JorycKa K pabote

Hpyrue
XapaKTEPUCTUKHI

HdononHutenbHble XapakTepPUCTUKU

HaunmenoBanue
JIOKYMEHTA

Kon HaumenoBanue 6a30B0ii rpymniibl, JOKHOCTH

(mpodeccun) MM CrienUaIbHOCTH

HafeXHasa npaBoBan noaAepXxkKa
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OK3 3343 AJMUHUCTPATUBHBIA U MHOW UCIIOJHUTEIbHBIN
CpPEAHETEXHUYECKUI MepCOHA
EKC - CekpeTrapb pyKOBOJUTENS
OKIIITP 26341 CekpeTrapb pyKOBOJUTENS
26405 Cekpertapb-cTeHOrpaucTKa
OKCO 7.46.03.02 | JIoKyMEHTOBEICHUE U apXUBOBEICHUE
7.46.02.01 | lokyMeHTaIMOHHOE oOecrieueHre yIpaBIeHus U
apX1BOBEJICHUE
3.3.1. TpynoBasa pyHKUus
Oxa3aHue MOMOIIN PyKOBOJIUTEIIO B YpoBeHb
HaumMenosanue | miaHupoBaHUU pabouero BpeMeHU Kox |C/01.6 | (momypoBeHsb) | 6
KBaTU(DUKATTAH
Hponcxouncﬂeﬂne Opurmman X 3auMCTBOBaHO
TPyAOBOW (DYyHKIIMU U3 OpUruHala
Kon PerucrpanmonHslii
OpuUrHHaja HOMeEp
npodeccrnoHalIbHOTO
CTaHJapTa

TpynoBbie neicTBUS

Bri6op ¢opmbl mmaHupoBaHus W 0GOPMIICHHE TUTAHHPOBIIUKA
(opranaiizepa) pyKOBOJUTENS

Brecenue nHbopManuu B INIAHUPOBITUK (OpraHai3ep)

CornacoBaHue ¢ pyKOBOJUTEIEM BPEMEHU INIAHUPYEMBIX JA€UCTBUN

CornacoBanue Tene(OHHBIX IEPETOBOPOB, BCTPEY M MEPONPHUITHN
C THapTHEpaMH, KIMEHTaMH, PYKOBOIUTENSMU MOJpa3fesieHudl u
COTPYAHHUKAMHU

NudopmupoBaHre pyKoOBOIUTENS O perjaMeHTe HaMEYeHHBIX
MEpOIPUATHI

[Ipenynpexnenue o0 NOPUOMIDKEHUMH BPEMEHH  HAMEUYCHHBIX
MEpOIPUATHI

DopMUpOBaHKE PE3E€PBA BPEMEHU [IJIS1 HEMPEIBUAEHHBIX CUTyallui

HafeXHasa npaBoBan noaAepXxkKa
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
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HeobOxonumeie VYcTaHaBnMBaTh LEIH, ONPEAEIIATh UEPAPXUIO LIETIEH
yMEHUs

OnpeaensTh IPUOPUTETHOCTh U OUYEPETHOCTh BBIMOJIHEHUS PabOT U
3¢ (dEeKTUBHO pacipeneisaTh pabodyee BpeMs

Oxa3pIBaTh MOMOIIL PYKOBOJUTENIO B paclpelelieHud  ero
paboyero BpeMeHU

BriOupats ontuManbHble cocoObl MH()OPMHUPOBAHUS MAPTHEPOB,
KJIINEHTOB, I[IOCETUTENIEH, PYKOBOAUTENEH MOJAPA3ACIICHUN U
COTPYIAHUKOB O INIAHUPYEMBIX MEPOIIPUATUIX

ObecrieunBaTh HMH(YOPMAIMOHHYIO O0€30MaCHOCTh  JIEATEIBHOCTH
OpTraHu3aIuu

Heob6xoanMeie Criein(rka OCHOBHOU J€ATETLHOCTH OPTaHU3AIHH
3HAHUA

OcHoBBI aIMMHHUCTPATUBHOIO npasa U TPYZAOBOIO
3akoHonarenscTBa Poccniickoit denepanuu

PykoBosiuii coctaB opraHu3alvy U €€ MoApa3AesIeHU

CDYHKI_[I/II/I CaMOMCHCIXKMCHTA

[TpuHLIMIIBI ¥ TTpaBUIIA UTAHUPOBAHUS pabOYero BpeMeH!

MeToObI NOCTAaHOBKU IIejei

HpaBI/IJ'Ia MMPOBEACHUA ACTIOBBIX IIEPETOBOPOB

TpeboBanus oXpaHsl Tpyaa

Hpyrue -
XapaKTEPUCTUKHU

3.3.2. TpynoBasa hyHKUMA

[InanupoBanue padboyero IHs YpoBeHb
HaumenoBanue | cexperaps Kox | C/02.6 | (mogypoBenb) | 6
KBaTM(UKAITIH
Hponcxovmz[eHHe Opuruman X 3anMMCTBOBaHO
TPYIAOBOH GHYHKIIUN U3 OpUrHHala
Kon Perucrpanmonnsiit
OpUTHHAlA HOMEp
npo¢eCcCHOHATBLHOTO
cTaHjapra
www.consultant.ru Crpanuua 19 uns 49
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Tpynossie neiictBus | Beibop u opopmienne miaHUpOBIIMKA CEKpETaps

Benenue nHeBHUKA (HA IEKTPOHHOM | (W) OYMaKHOM HOCHUTEJIE)

CornacoBanue I1IJTaHOB C IIJTaHaMH n CpOKaMu pa6OTBI
PYKOBOAUTCIIA

Pactipenenenne  pabouero  BpemeHu (Ha  J€Hb,  HEJNEIIO,
NEPCIEKTUBY)

HepeHoc HCBBITIOJIHCHHBIX 3aIUIAHUPOBAHHBIX 3a1a4

BrImmomHeHNE THITMYHBIX CXKCIHCBHBIX JCJI

Heobxonumeie Br16upath 1 0hOopMISATH MITAHUPOBIIUK
YMEHUs

BHocuTh ¥ oTCieKXUBaTh MHPOPMALHWIO HA DIIEKTPOHHOM H/WIH
OyMa)XxHOM HOCHTEJe

PaccraBaaTe IMPUOPUTETEI, BBIACIIATH BAXXHOC U CPOYHOC

Br16upath ontuManbHbIi pUTM paboThI

AHaHI/I3I/Ip0BaTB IMPUYIKUHBI HCBBITIOJTHCHUS 3a/1a4

HpI/IMCHHTB I/IHQ)OpMaHI/IOHHO-KOMMYHI/IKaI_II/IOHHBIe TCXHOJIOI'MH

Heob6xoaumsie Ocob6enHoctr oOpMIICHHS TUIAHHPOBIIUMKA (HAa JJICKTPOHHOM H
3HAHUS OyMaXKHOM HOCHUTEJISIX)

OcHOBBI ynpaBJIeHHs BpeMEHEM

Hpyrue -
XapaKTEPUCTUKHI

3.3.3. TpynoBas pyHKUMA

Opranuzanus TeaeQOHHBIX YposeHb
HaumMenoBanue | neperoBopoB pyKOBOAUTENS Kox | C/03.6 | (momypoBeHsb) | 6
KBaTU(DUKATTAH
[Ipoucxoxnenu MMCTBOBAaH
poncxoxenue Opurnman X 3auMCTBOBaHO
TPYAOBOW (yHKIINU U3 OpUTHMHAJA
Kon PerucrpanuonHslii
OpUTHHaJa HOMeEp
npodeccrnoHalIbHOTO
CTaHJapTa
www.consultant.ru Crpanuua 20 uns 49
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Tpynossie neiictBus | Benenue 6a3pl TeneOHHBIX KOHTAKTOB PYKOBOIUTEIS

COGI[I/IHGHI/IG PYKOBOOUTCIIA C KOHKPCTHBIMU a0OHEHTaMH

IToaroroBka MaTcepHuaJioB JUIA TGJICCI)OHHBIX eperoBopoB
PYKOBOAUTCIIA

PeFI/ICTpaHI/IH MMOoCTyNnaromux B IpUCMHYO Teﬂeq)OHHBIX 3BOHKOB

IlepenanpaBienue OTAEIbHBIX TeNE(HOHHBIX 3BOHKOB 3aMECTUTEIISAM
PYKOBOJUTENS U COTPYJHUKAM

[Tony4yenune HE00X0IUMOMH uHpOopMaLuu u nepejaya
CaHKIIMOHMPOBAHHOM MH(pOpMaUu 1o TenehoHy

VYcTaHOBIIEHHE KOHTAaKTa C COOECeHUKOM, NOJJEp)KaHUue U
pas3BUTHE AETI0BOI Oecebl B poliecce Teae(OHHBIX EPEroBOPOB

OxkazaHue MOMOLIM PYKOBOAWUTENIO MpPH  OpraHu3alud U
NpOBEIeHUH Tese(hOHHBIX IEPErOBOPOB U BUICOKOH(EPEHIIHI

Heob6xonumsie Bectn u wucnons3oBath B pabore 0asy MaHHBIX Tele(OHHBIX
YMEHUS KOHTaKTOB PyKOBOJIUTEIIS

Hcnonb3oBaTh cpeicTBa KOMMYHHMKALIMOHHOM OPITEXHUKH IS
HOJIY4eHHUs U nepenadn HHpopMauu

Bectu yuerHble peructpanyoHHble (OPMBI, UCIOIB30BATh UX IS
UHPOPMALMOHHOM padoThl W pabOThl MO KOHTPOJIIO HCHOIHEHHUS
pELIEHN PyKOBOJUTENS

CrnaxxuBaTh KOH(I)J'II/IKTHLIG u CJIOKHBIC CUuTyanuun
MEXKINYHOCTHOI'O O6I_I_ICHI/IH

Hcnonp3oBaTh TEXHHMYECKHUE U nporpaMmMHbIC CpeACTBa  IAJIsA
IMPOBCACHUA TOJIOCOBOM HJIH BHI[GO-KOH(I)GpCHL[-CB)BI/I

O0ecrieunBaTh I/IHq)OpMaI_II/IOHHy'IO 0€e30I1aCHOCTD ACATCIIbHOCTH
OopraHu3anun

CobmoiaTh CiTy>KeOHBI TUKET

Heobxonumeie TenedoHHbIE KOHTAKTHI PYKOBOAUTES
3HAHUS

DyHKINH, 3a/1a4, CTPYKTypa OpraHU3alMH, €€ CBSI3H 110 BEPTUKAIN
Y TOPU30HTAIN

[IpaBrna B3aMMOJIENUCTBUS C NAPTHEPAMH, KIIMEHTAMH, CPEACTBAMHU
MaccoBOW MH(pOpMALUU

HpaBHna noAACPKaHUA 1 PAa3BUTUA MCKIIMIYHOCTHBIX OTHOIIIEHUH
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HpaBI/IJIa MMPOBCACHUA ACIOBBIX IIEPETOBOPOB

[IpaBuna 3amuThl KOHGUACHIHATHEHOU HH(DOPMALIUN

TpeboBanus oXpaHbl Tpyaa

HApyrue -
XapPaAKTCPUCTHUKU

3.3.4. TpynoBas pyHKUMA

Opranu3zaiys KOMaHJIHPOBOK YpoBeHb
HaumeHoBaHue | pyKOBOAUTEIIS Kox | C/04.6 | (momgypoBenb) | 6
KBTI (UKAIIIT

[Ipoucxoxnenue 3aMMCTBOBAaHO
. Opurunan X
TPYZAOBON QYHKIIUN U3 OpUruHaa

Kon PerucrpanmonHsii
OpUTHHaa HOMED
po¢eCcCHOHATIBLHOTIO
CTaHJapTa

pr,HOBBIe HeﬁCTBHH IToaroroska IMPOCKTa CJ'Iy>K€6HOl"O 3aIaHUA pPYKOBOJAUTCIIA

[ToaroToBka MpoekTa mprKasa o CIIyKeOHOW KOMaHAUPOBKE

Odopmienne  KOMaHAMPOBOYHOTO  yJOCTOBEPEHUS W €ro
perucTparyst mpu HeoOXO0IUMOCTH

HOI[FOTOBKa JOKYMCHTOB Ha IIOJTYYCHHE BH3bI, 3arpaHH4YHOIO
nacropra

3aka3 JKEJIC3HOAOPOXKHBIX | aBHaOUJIETOB, TOCTHHHII,
TPAHCIIOPTHOTO O0ECTIeYeHUsI PYKOBOAUTESA

Odopmienne mnporpaMMbl TOE3/IKH, YTOYHEHHWE OCOOCHHOCTEH
MIPOTOKOJIA TNIAHUPYEMBIX MEPOIPUATUI

HOI[FOTOBKa JOKYMCHTOB K IMOC€3JKE€ PYKOBOAUTECIIA

YTouHeHue fAaThl, JOJDKHOCTEH, ¢GaMwiMi B  Hporpamme
KOMaHIUPOBKH

[MpopaboTka MapiIpyTa pyKOBOIUTENS, YBS3Ka €ro ¢ paciucaHueM
TpaHCIOpTa

OO0OpaboTka MaTepuaioB KOMaHAMPOBKH, OPOPMIICHHE OTYETa O

www.consultant.ru Crpanuua 22 uns 49
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KOMaHJIUPOBKE
HeoOxonumeie OdopMIsTh aBAaHCOBBIE OTYETHI PYKOBOIUTEINS
yMEHUs
Opranu3oBbIBaTh  BCTPEUM PYKOBOAMUTENS C MPUHUMAIOIIEH
CTOPOHOM
OdopMIsTh KOMaHIUPOBOYHBIE TOKYMEHTHI
OO06pabaTbIBaTh JOKYMEHTHI U MaTe€pHUaIbl IO pe3yJbTaTaM MOE3IKH
PYKOBOJUTENS
OGecneunBath paboTy odrica BO BpeMsi OTCYTCTBHUS PYKOBOIUTEIIS
[IpuMeHATh crIocOoObI AETOBOTO OOIIIEHUS
Hcnonws3oBarh cpeAcTBAa KOMMYHHKAMM Uil OOECTICUEHHSI
B3aUMOJICHCTBUS C PYKOBOJUTEIEM BO BPEMS €TO JCIIOBOM MOE3IKU
Heob6xonnMeie [Topsimok MOATOTOBKYU M MPOBEICHUS KOMaHIUPOBOK
3HAHUS
[Mopsimox  odopmiieHHS TOKYMEHTOB JUIsi KOMAaHIUPOBKH U
OTYETHBIX IOKYMEHTOB M0 KOMaHANUPOBKE PYKOBOIUTEIS
JlenoBoi MpoTOKOI
DTHKA AEI0BOr0 OOIIEHUS
Hpyrue -
XapaKTEPUCTUKU

3.3.5. TpynoBas pyHKUMA

Opranu3aius paboThI ¢ MOCETHTEIIMHU YpoBeHb
HaumenoBanue | B mpueMHOM PyKOBOIUTEIS Kon | C/05.6 | (momypoBens) | 6
KBaTM(UKAITIT
[Ipoucxoxnenue 3auMCTBOBaHO
P A Opurunan X
TPYIAOBOH (HYHKIIUU U3 OpUruHala
Kon Perucrpanmonnsiit
OpUTHHala HOMEp
npodeccrnoHanIbHOTO
CTaHIapTa

prI[OBBIe JIeHCTBUSA Opl" aHU3alud JIMYHOI'O IIprucMa MoceTuTeNei PYKOBOOUTCIICM

VYcraHoBieHHe TMOpsaKa MOpHeMa Uil Pa3jIudyHbIX KaTEropuit
IOCETUTEIIEN
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Benenue xypHana npeaBapuTelbHON 3aIIMCH Ha IPUEM

Perucrpanus noceruresnei

CopeiicTBUe  ONEpaTUBHOMY  pPAacCMOTPEHHIO  HpPOCKO |
IPEJI0KEHUH [TOCETUTENEeH U COTPYIHUKOB OpraHu3aluu

Opranu3zanus npreMa JeJI0BbIX TapTHEPOB B oduce

Opranm3anusi 0OCIY)XMBaHUS PYKOBOAMTENS M €ro JeJOBBIX
napTHEpOB B oduce

CepBupoBka yaitHoro (kogeiiHoro) crona B oduce

[IpuHATHE MEp MO COXPAaHEHMI0 KOMMEPYECKOW TaWHBI B XOZE
npreMa MOCETUTENeH W MX HAaXOXJICHUS B NMPHEMHOW M KaOuHeTe

PYKOBOIUTEIS
Heo0Oxoanumere Opranu3oBbIBaTh " o0ecreunBaTh JINYHBIE KOHTAKTBI
yMEHUS PYKOBOIUTEIS

VYrpaBiarb KOHQIUKTAMU

YYUTBIBaTh TICHXOJIOTUYECKHE OCOOCHHOCTH JUYHOCTH  IPHU
pPa3IUYHBIX BHJAX MPO(EeCcCHOHATEHOTO OOIICHUS

Hcnonp30Barh  yCTAaHOBJIGHHBIE — IPAaBWIA W MPOLELYPHI
KOMMYHHUKAI[U1 BHYTPHU OpPraHU3aLUN

Bectu yderHbie perucrpannoHHbIe (POPMBI, HCIOJIB30BaTh UX JUIS
WHPOPMAITMOHHONH pPa0bOTHI M PabOTHI MO KOHTPOJIO HCIIOTHEHUS
pemeHui pyKOBOJIUTENS

Co3aBaTh MOJIOKHUTEIIBHBIA UMUK OpraHU3alUN

[TpuHUMATH MEPBI 1O pa3pelIeHUI0 KOH(PIUKTHBIX CUTYalui

HpI/IMCHﬂTB I/IH(I)OpMaI_II/IOHHO-KOMMYHI/IKaLII/IOHHBIe TCXHOJIOTHH

ObecnieunBaTh KOH(PUACHIUATIHLHOCT, B TPHUEMHON M KaOuHeTe
PYKOBOJUTENS, COXpaHATh KOHQUIACHIMATBHYI HWH(MOpMAIUIO B
Taline

Heo6xonumeie [IpaBuna opranu3zanuu npuema noceTuTeNnen
3HAHUS

[IpaBuna nenoBoro ooOmeHus

HpaBHna PE€YEBOro 3STUKETA

HpaBHna YCTAHOBJICHUS KOHTAKTa, IOAACPKAHUA W Pa3BUTUA
MEKIIMYHOCTHBIX OTHOIIICHUH
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

CrpykTypa oOpraHuzaluid W pacrpeneneHue (QyHKOUH Mexmay
CTPYKTYPHBIMH MOJPA3/ICICHUSIMH U CIIEIUATUCTAMH

[IpaBuna opranu3zanuu npuemMoB B ouce

OTHKET U OCHOBBI MCXKAYHApOOHOI'0 IIPpOTOKOJIa

[IpaBuiia cepBUpOBKU YaiftHOTO (KOQeitHOoro) crona

HpaBI/ma MMPUTOTOBJICHUSA U IMOJAa4YU IOpAYNX HAIIUTKOB U 3aKYCOK K
HHUM

[IpaBuna 3anmTel KOHQUACHIIMAILHOU CITy:KeOHOH HH(pOopMaIn

Hpyrue -
XapaKTEePUCTUKHU

3.3.6. TpynoBas ¢pyHKunA

Opranu3anus NoAroTOBKHY, VYpoBeHb
HaumeHnoBaHue | mpoBeieHUs U 00CTYKUBAHUS Kon | C/06.6 | (moxypoBeHs) | 6
KOH(EPEHTHBIX MEPOIIPUATUI KBaJM(PHUKAIUN
[Ipoucxoxnenue 3auMCTBOBAHO
P A Opurunan X
TPYAOBOW (HyHKIUU U3 OpUrMHaIa
Kon Perucrpanuonnslii
OpUrHMHaJa HOMEp
poheCCHOHATHLHOTO
cTaHmapra

Tpynoseie nerictBus | IloaroroBka noBECTKH JHSA MEPOIPUITHS

OdopmiteHne criucKa y4aCTHUKOB MEPOTIPUSTHS

WndpopmupoBanue mpeanosaraéMblx yYaCTHUKOB O HaME4aeMOM
MEPOIIPUATHH U YCIOBUAX Y4aCTHUS

Br16op MecTa 1 BpeMeHU POBEICHUS] MEPOIIPUATHUS

IloaroroBka HpeHBapHTCHBHOﬁ CMCTHI paCXoao0B

Pacceinka HpI/IFJ'IaH_ICHI/Iﬁ MNOATBCPAUBIINM YUAaCTHC B MCPOIIPHUATHHA

COop TEKCTOB MOKIAI0B M IPOEKTOB HTOTOBBIX JIOKYMEHTOB Y
JOKJIaTYUKOB

Paccrpinka MH(GOPMaIIMOHHBIX MaTepuasoB Y4aCTHUKAM
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KOH(EPEHTHOTO MEPOIPUSATHUS

CocraBiieHHE SIBOYHBIX JIUCTOB M CIIMCKA PETUCTPALlUU YYaCTHUKOB
MEPONPHUATHS

3akymnkKa KaHIEISIPCKUX TOBAPOB M TPOAYKTOB I OOCCIICUCHUS
Kode-nay3

Pemenune BOIIPOCOB TCXHUYCCKOI'0 OCHAIICHUS MCPOIIPUATHA

[Tomoiis B MOATOTOBKE JAOKJIada PYKOBOOAUTEIIA, MPE3CHTAIUOHHBIX
MaTcpHraJioB

Opl" aHU3anusa IIOArOTOBKH npespauyma  H pa6oqnx MECT
Y4aCTHHUKOB

Opranu3anys BCTPEUU U PErUCTpaLisl y4aCTHUKOB MEPOIPUATHS

Benenue npotokona MeporpusTHs

Opranu3zanys cepBUCHOTO 00CTYKUBaHUS BO BpeMs Kode-nay3

Opranuzanus KyJdbTypPHO-MAacCOBBIX MEPOIPUITHHA, TPaHCIIOPTHOTO
¥ TOCTUHUYHOTO 00€CTIeYeHHs

Heobxonumeie Opranu3oBbIBaTh ~ TPOIECC  TOJATOTOBKH K TPOBEACHHIO
YMCHHS KOH(EPEHTHOTO MEPOINPHUATUS HHIWBHIYATbHO W B COCTaBE
pabouelt TpynbI

JlokyMeHTHpOBaTh pa3HbIE dTallbl MPOIEAYPHl TOATOTOBKH |
IPOBEJCHUS KOHPEPEHTHOTO MEPOTIPUATHS

[lepenaBate MHOpMaIHIO, JOKYMEHTHl U MaTepHUajbl YYaCTHUKAM
KOH(EPEHTHOTO MEPOIPUATHUS

[TonroraBnuBaTh U 00OpYyIOBaTh CTOJ Mpe3uAuyMa U padouue
MeCTa YYaCTHUKOB COBEIllaHus (3ace1aHus)

CepBupoBath 4YaiiHbI (KO(eHHBIH) CTOI BO BpeMs IPOBEICHUS
ko(e-may3

Cobmo1aTh paBuia J1eJI0BOr0 ATHUKETa U MPOTOKOJIA

[TonnepxuBaTh UMHIK OpraHU3ALUN

CozmaBaTh HMMHIK  CEKpeTapsi, COOTBETCTBYIOLIMM  UMUIKY
OpraHu3aluu

PaGorare ¢ mHpOpManuel, aHaTU3UPOBATh U MPEICTABIATH €€ B
CHCTEMaTH3HMPOBAHHOM BHJIE

ObecneunBaTh 0€30MACHOCTH AEATEIILHOCTH OpPraHU3auu
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HpI/IMCHHTB I/IHQ)OpMaHI/IOHHO-KOMMYHI/IKaI_II/IOHHBIC TCXHOJIOI'MH

[TpuMeHsTh MpaBuiia PyCCKOTo S3bIKa

[IpuMeHATh HaBBIKM CKOPOCTHOTO MTUCHMA

[TpuMeHsTh HaBBIKY 3aIUCH B PACIIN(PPOBKHU TEKCTa

Hcnonk30BaTh COBpPEMEHHBIC TEXHUYECKUE CPEICTBA B 00JacTH
CKOPOCTHOTO TIHChMa

ObecneunBaTh KoMQopT Y4aCTHUKOB KOH(EPEHTHOTO
MEpOTIPUATHS, TIOMOTaTh B BOTPOCAX MPOXHUBAHUS, TPAHCIIOPTHOTO
obecrieueHus
Heo6xonumere Kommiekc  opraHM3allMOHHO-TEXHHYECKUX  MEPONPHUSATHH  TO
3HAHUS MOJITOTOBKE ¥ MPOBEACHUIO COBEIIAaHWH W IEPETOBOPOB, B TOM

YUCIE MCXKIAYHAPOIHBIX

[IpaBuia BedeHMs, TOATOTOBKM M OGOpPMIICHHS MPOTOKOJIA U
JIOKyMEHTOB, CO371aBa€MBbIX B rpoiecce MIOATOTOBKH
KOH(EPEHTHOTO MEPOTPHUATHUS

Mertonnka cocTaBlE€HUS CMEThl  pacXxoJoB  KOH(EPEHTHOIo
MEpPONPUATHS

OCHOBEBI HaITMCaHUS peqeﬁ H JOKJIAA0B PYKOBOAUTCIIA

HpaBHna YCTAHOBJICHUS KOHTAKTa, IOAACPKAHUA W Pa3BUTUA
MEKIIMIHOCTHBIX OTHOIIICHUH

HpaBHna JCJIIOBOTO O6H.[CHI/I$I, JCJIOBOT'O 3THUKETA

DTHUKET U OCHOBBI MEXITYHAPOIHOTO MTPOTOKOJIA

HpaBI/IJIa MMPOBCACHUA ACIOBBIX IIEPETOBOPOB

[IpaBuna 3anmThl KOH(UACHIMAIBLHON CITy:KeOHOH HH(popMau

Cucremsbl CKOPOCTHOI'O MMCbMa

OcHOBBI ITpOrpaMMHOT0 obecriedenust 1 oprucHoro o0opyAOBaHUs B
00JacTl CKOPOCTHOTO MUCHhMa

TpeGoBaHus OXpaHbl TpyJa

Hpyrue -
XapaKTEPUCTUKHI

3.3.7. TpynoBasa pyHKUMA
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

Opranu3aiys UCTIOTHSHHSI PEIICHUH,
OCYIIIECTBIICHUE KOHTPOJIS YpoBeHp
Haumenosanue | 0 po. Kon | C/07.6 | (momypoBeHs) | 6
WCIIOJTHEHUS TOPYUYECHHI
KBaTM(UKATIH
PYKOBOIUTENS
[Ipoucxoxaenue 3anMCTBOBaHO
o Opurunan X
TPYIOBOH (HYHKITUU W3 OpUrHHAla
Kon PerucrpanmonHbiin
OpUTHHAIA HOMED
npoeCCHOHATBLHOTO
cTaHjapTa

TpynoBeie neficTBust | JlokyMeHTambHOE 0POPMIICHHE PEIICHUHN PyKOBOIUTEIIS

JloBenieHne 10 cBeJieHUs PaOOTHUKOB OpraHMU3ALUU PACTIOPSKEHHMA
PYKOBOIUTENS

Koopaunamuss  neATENbHOCTM [0 WCIOJHEHUIO  PELIEHUi
PYKOBOAUTEIIS

Benenue cpokoBOro TeKyLiero v nNpeaynpeIuTeIbHOro KOHTPOIIs

IIposepka UCIIOJIHEHUSA [IOPYyYEHU PYKOBOIUTEIA B
YCTaHOBJICHHBIA CPOK

[IpenynpexxaeHne cOTpYJHUKOB 00 MCTEYEHUH CPOKA HCIIOIHEHMS
MOPYYEHUN PYKOBOIUTEIS

dukcanys UCIIOJHEHUs [TOPYYEHUN

CocraBieHrne OTYETOB U AHATUTHUYECKUX CIPABOK O BBITOJHEHUU
NIOPYYEHUH U PELICHUN PYKOBOAUTENSA

Heobxonumeie Bectu cpokoByro KapTOTEKy
yMEHUs

Bectu yuerHble peructpaunoHHble (GOPMBI, UCMOJIB30BATh UX JUIS
paboThl IO KOHTPOJIIO UCTIOTHEHUS TOPYUYSHUNH PYKOBOAUTENS

PaGoTath ¢ mHbOpMaIMei 0 KOHTPOITIO, CUCTEMATU3UPOBATh €€ U
NPEJICTABIIATh B BUJC CBOJIHBIX IOKYMEHTOB

Hcnonp30BaTh cpeacTBa KOMMYHUKALMU TS TIepefadn NopydeHuit
PYKOBOJUTENS

Hcnonp30BaTh COBpEMEHHBIE CpeicTBa cbopa W 00paboTKH
KOHTPOJIBHOH HH(DOpMAIIH
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Nno OpraHn3aunOHHOMY ...

[TpumensTh HHHOPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH

OI_IGHI/IBaTB PE3YJIbTATHI B PaMKaXx IMOCTABJICHHBIX 3a/1a4

OcymiecTBiIsATh KOHTPOJIb WCHOJIHEHUS MOPYYEHUH PYKOBOAUTENS
COTPYAHUKAMHU

Heo0xoanmeie
3HAHUS

OOmue TpeboOBaHHS K CpPOKaAM HCIIOJIHEHUS JIOKYMEHTOB U
KOHTPOJIbHBIM byHKIUSIM CITyKOBI JTIOKYMEHTAI[MOHHOTO
obecrieueHns

[Tpununsl, cnoco6s! HHGOPMUPOBAHHS COTPYTHUKOB

DTHKA AEIOBOr0 OOIIEHUS

VYrpasieHueckas CTPYKTypa OpraHu3aINH, PYKOBOJCTBO
OpraHu3aliy, o0pa3lbl MOAMUCEH PYKOBOASAIIUX COTPYIHHUKOB,
KpPYT UX MOJIHOMOYMM U OrpaHUYEHUS 30H UX OTBETCTBEHHOCTH

JlokanbHbBIC HOPMATUBHBIC aKThl OpraHu3alunu

Hpyrue
XapaKTePUCTHKU

3.3.8. TpyaoBble thyHKUUM

Opranuszanys 1 nojjaep:kaHnue
@pHKunor?aanoroﬂﬂagoqero YPOBCHb
Haumenosanne | 2~ pabo? Kon | C/08.6 | (momypoBens) | 6
MPOCTPAHCTBA MPUEMHOMN U KaOWHeTa
KBTI (UKAITIT
PYKOBOJMTEIIS
IIponcxoxnenne 3anMCTBOBAHO
P AN Opurunan X
TPYIOBOH GQYHKIIUN U3 OpUrHHala
Kon Perucrpannonnsiit
OpUTHHAlA HOMEp
po¢eCcCHOHATBLHOTO
cTaHjapra

TpynoBsie nenct

Busi | OOecrieueHne paboyero Mecrta pyKOBOAUTENS HEOOXOIMMBIMH
CpeACTBaMH  OpPTraHW3AlMOHHOW  TEXHUKH,  KaHIEISIPCKUMHU
NPUHA/IIISKHOCTIMHI

Opranuzanus npueMHON o(duca B COOTBETCTBHU C TPEOOBaHHAMHU
SPrOHOMUKH U KYJIBTYpHI TpyAa

Opranuzanus opopMiIeHHsI HHTEphEepa MPHUEMHON PYKOBOIUTEIS

HafeXHasa npaBoBan noaAepXxkKa
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

Nno OpraHn3aunOHHOMY ...

O6opynoBaHue paboyero Mecra OPITEXHUKOH, MEPCOHAIBHBIM
KOMIIBFOTEPOM, BCIIOMOTaTEIbHON TEXHUKOMN
Opranuzanus 000py/IOBaHMUS TPUEMHOM CHUCTEMaMU XpPaHEHWS,
HEO0OXOAMMBIMH MIPUCTIOCOOTICHUSIMH, obecrieueHus
KaHIICJISIPCKUMU TPUHAIICKHOCTIMHU
OOecnieyeHue XpaHEHUS] M 3aMEHBI PACXOJHBIX MaTepHUaJOB,
MTOBCEIHEBHBIN YXO/]I 38 OPITEXHUKOMN
3aka3 KaHIIeIIPCKUX TOBAPOB, TMTUEHUYECKUX TOBAPOB, MPOIYKTOB
TTUTAHHS
Heob6xoaumeie CoznmaBath ycioBus, oOecrneunBaomue 3(PPeKTUBHYIO padboTy
YMCHHS PYKOBOIUTEIS
[IpuMeHsaTh B COOTBETCTBMM C  HA3HAYEHHEM  CPEJNICTBA
OpTaHU3AIMOHHON TEXHUKHU, KAHIICISIPCKUE MPUHAITICKHOCTH
OcHamate pabodee MECTO PYKOBOAMTENS W CBOE pabouee MecTo
HE0O0X0UMBIM 000pyA0BaHUEM
OcyuiecTBisITh  3aMEHY pacXOAHBIX MaTepualioB, yXOI 3a
OPTTEXHUKON
KonTponupoBaTh COCTOSHME W TOMOJHATH 3aMachl KaHIEISIPCKUX
TOBApOB, CPEJICTB TUTHECHBI, TPOTYKTOB MTUTAHUS
Heobxonumeie TpeGoBanust OXpaHbl Tpyna, MPOU3BOJCTBEHHONH CaHUTAPHH,
3HAHUS MIPOTHUBOIIOKAPHON 3aIIUTHI
OCHOBBI TIPaBUJILHOM OpraHU3AIMKU TPYJa U METOJbI TOBBIIICHUS
ero 3 peKTUBHOCTH
OCHOBBI 3proOHOMUKH Oorica U PIOPUCTHKHI
CranmapTel M PpEKOMEHIAIMM 1O OOOPYJOBAHUIO O(HUCHBIX
MTOMEILEHHI
CocTtaB OpraHuM3allMOHHOW TEXHHMKH, €€ YCTPOMCTBO U MOPSAOK
paboThl ¢ Hel
Hpyrue -
XapaKTEPUCTUKU

3.3.9. TpynoBas ¢pyHKunsA

Pa3paboTka J0KaIbHBIX HOPMAaTHBHBIX VYpoBeHs
HaumeHoBaHMe | aKTOB, periIaMeHTHPYIOIUX padoTy Kon | C/09.6 | (moxypoBeHs) | 6
cekperaps KBaNM(UKAIIU
www.consultant.ru Crpanuua 30 un3 49
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

[Ipoucxoxnenue 3aMMCTBOBAaHO
. Opurunan X
TPYZAOBON QYHKIIUN U3 OpUruHaa
Kon PerucrpannonHsIit
OpuUTHHaja HOMED
po¢eCcCHOHATIBLHOTO
CTaHJapTa

Tpynoseie neiictBust | PazpaboTka H0KHOCTHON HHCTPYKITMH CeKpeTaps

Pa3paboTka mojoXeHus 0 cekpeTapuare

Pa3paboTka HHCTpYKIIMH 10 ACIOMPOU3BOACTBY

Heobxonumeie CoctaBnsath U O(QOPMIISATH OpPraHU3ALMOHHBIE W METOIUYECKHE
yMEHUS JIOKYMEHTBI

PenaktupoBath TEKCTHI CIYKEOHBIX JOKYMEHTOB

Paboratp co BCEH COBOKYITHOCTBIO
UH(POPMALMOHHO-JIOKYMEHTAIMOHHBIX PECYPCOB OpraHU3aIuu

ITons30BaThCcsa Oa3zaMu JaHHBIX, B TOM YHUCJIC YIAJICHHO

Hcnonws3oBaTh CIIPAaBOYHBIC IIPABOBLIC CUCTCMBI

PaGoTtath ¢ kommblOTEpOM, KaTajioramu (mamkamu) W Qaitmamu,
CKaHepOM

[Tonp30oBaThCst O(UCHBIM MTAKETOM (TEKCTOBBIN PEIaKTOpP, TAOJIUIIBI)

[Tonp30oBaThes nmeprudepruiHBIMA yCTPORCTBAMH U OPTTEXHUKOU

[Tonbp30BaThCs IEKTPOHHON IMOYTOU

[Tonmp30BaThes cUCTEMaMU IEKTPOHHOTO JOKYMEHTO000pOTa

Heo6xonumeie [IpaBoBbIe OCHOBBI yHpaBieHUs (OCHOBBI aJMUHHCTPATUBHOIO,
3HaHUSA TPYZOBOI'O U TPakJITaHCKOTO MpaBa)

HopmaTuBHble  mpaBOBbIE  aKThl, HOPMATHUBHO-METOJMYECKHE
JIOKYMEHTBI,  TOCYJapCTBEHHBIE  CTaHAAPTHI,  OMNpPEACIISIONINE
MOPSIIOK TOKYMEHTAIIMOHHOTO 00eCIIeueH sl yIIPABICHUS

CtpyKTypa, pyKOBOJACTBO CTPYKTYPHBIX MOJpa3/ieiaeHHUM, 00pa3iibl
HOJMUCEN JHI, MMEIOIIMX IpaBO MOJNUCAHUS U YTBEPKICHUS
JIOKYMEHTOB, U OTPaHUYEHUS 30H UX OTBETCTBEHHOCTH

[IpaBuna  1OKYMEHTAalMOHHOTO  OOECHEYCHHS  JEATEIbHOCTH
OpraHu3aIu
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

[Topsimok paboThl ¢ TOKYMEHTaMU

Tpe60BaHI/IH, MNPEABABIACMBIE K JOKYMCHTaM B COOTBETCTBUHU C
HOPMAaTUBHBIMH  [IPABOBbBIMU dKTaMu HU  TOCYHapCTBCHHBIMH
CTaHJgapTaMu

[IpaBuna COCTaBJICHUS OpraHu3al[MOHHBIX JIOKYMEHTOB
(monoXxeHuil, ”HCTPYKUUH, pETrIaMeHTOB)

Bunpr HAOKYMCHTOB, UX HA3HAYCHUC

OCHOBEI ﬂOKYMeHTHOﬁ JJMHI'BUCTHUKH

TpeGoBanus oXpaHbl TpyJa

Jlpyrie -
XapaKTepI/ICTI/IKI/I

3.3.10. TpynoBas chyHKUUSA

Cocrasnenue u opopmiieHe VYpoBeHb
HaumMenoBanue | ynipaBiaeH4eCKOH JOKYMEHTAIH Kox | C/10.6 | (momypoBeHs) | 6
KBaJTU(DUKAITAH
ITpoucxoxnenue 3auMCTBOBAHO
P A Opurunan X
TPYy10BOH (QyHKIUH U3 OpUTHHAIA
Kon Perucrpanuonnslii
OpHUTrHHana HOMEp
poheCCHOHATHLHOTO
cTaHmapra
Tpynossie neiictBus | CocraBnenne IPOEKTOB pacropsIINTEIbHBIX (TIpuKa3el,

pacropspkeHus)) W WH(GOPMAIIMOHHO-CIIPABOYHBIX  JOKYMEHTOB
(cmy>xe0HBIe TUChMA, CTIPAaBKU, JOKIJIAIHbIE U CITy>KeOHbIE 3aMUCKHU)

[Teyatsb cay» eOHBIX JOKYMEHTOB U MaTepHaiOB

Pa3mHoOxkeHmne ciykeOHbIX TOKYMEHTOB

KoHTpons  mpoxoxkaeHus ~ JOKYMEHTOB B OpraHHM3aluu
(coryacoBaHue, MOANKUCAHUE U YTBEPKICHHE TOKYMEHTA)

Heobxonumeie PenaktupoBath TEKCTHI CIYKEOHBIX JOKYMEHTOB
yMEHUS

[Tonp30BaTbes yHUDUIIUPOBAHHBIMU (hOPMaMH JJOKYMEHTOB

O(I)OpMJ'IHTL KaCCOBLIC (I)I/IHaHCOBLIC JOKYMCHTBI U JOKYMCHTHBI IIO
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

y4eTy HaKJIaJHbIX PaCX0J0B

Ileuarath CJ'Iy>K€6HLIe JAOKYMCHTBI

[Tonb3oBatbes nepuQpepUuiHBIME YCTPOMNCTBAMH U OPTTEXHUKOMN

PaboTtaThk ¢ KOMIIBIOTEPOM, CKAHEPOM

[Tonb30BaThCs OPUCHBIM AKETOM (TEKCTOBBIN peIaKkTOp, TAOIHIIbI)

[Tonbp30BaThCs 2IEKTPOHHON MOYTOU

[Tonp30BaThes cCUCTEMaMH IEKTPOHHOTO JOKYMEHTO000pOTa

OO6ecneunBaTh 0€30I1ACHOCTD ACATCIIbHOCTU OpTraHU3allun

Heo6xonumeie [IpaBoBble OCHOBBI yHpaBi€HUs (OCHOBBI aJMUHHCTPATHUBHOIO,
3HAHUS TPYAOBOTO U XO35HCTBEHHOTO MIPaBa)
Crpykrypa OpraHu3aIuH, PYKOBOJICTBO CTPYKTYPHBIX

HOI[paBI[CJIeHI/Iﬁ, 06pa3u51 HOI[HHCGﬁ Jjan, HUMCIIHUX  I[IpaBoO
MNOoANMUCAaHUA U YTBCPKACHUA NOKYMCHTOB, U OI'PAHUYCHHUSA 30H HUX
OTBECTCTBCHHOCTH

[IpaBuina  MOKYMEHTAallMOHHOTO  OOECIEYCHHS  JIEATEIHHOCTH
OpraHu3aIu

[Topsitok paboTHI C TOKyMEHTaMU

TpeOoBanusi, TpeabsIBIsIEMbIe K TOKYMEHTaM B COOTBETCTBUU C
HOPMATHBHBIMM  TPABOBBIMU aKTaMM W  TOCYAapCTBEHHBIMU
CTaHJapTaMH

Buapl 1OKyMEHTOB, UX Ha3HAYEHUE

[IpaBuna cornacoBaHusi JOKYMEHTOB OpraHH3alui (BHYTPEHHETrO U
BHEIIIHETO)

HpaBI/IJ'Ia MOANMUCAHUSA U YTBCPKACHUSA NOKYMCHTOB

ITpaBuia COCTaBJICHUSI u oopmieHHs
UH(POPMAIIMOHHO-CIIPABOYHBIX, YIIPABICHUCCKUX JOKYMEHTOB U
CITyKeOHBIX TTUCEM

OCHOBBI ,Z[OKyMGHTHOﬁ JJUHI'BUCTHUKH

[IpaBuna pycckoro si3blka

TpeGoBaHus 0OXpaHbl Tpyaa
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Jlpyrie -
XapaKTepI/ICTI/IKI/I

3.3.11. TpynoBas cyHKuUA

Opranunzanus paboTsl C JOKYMEHTaMHU VYpoBeHb
HaumMenoBanue | B mpreMHON pyKOBOJHUTENS Kon |C/11.6 | (momypoBens) | 6
KBaJTU(DUKAIIH
[Ipoucxoxnenue o 3auMCTBOBAHO
o puruHan X
TPyA0BOW (HyHKIMU U3 OpUrMHaIa
Kon PerucrpanmonHbiin
OpUTuHaJa HOMeEp
npo¢eCCHOHATBLHOTO
cTaHjaapra

Tpynoseie nericteust | [lomydeHue, mnpeaBapuTENIbHOE pPAacCMOTPEHUE U COPTHPOBKA
MMOCTYHArIMX B IPUCMHYIO PYKOBOAUTEIA JOKYMCHTOB

[IpoBepka  KOMIUIEKTHOCTM  IHOCTYNAKOUIMX B IPUEMHYIO
PYKOBOIUTEISI TOKYMEHTOB

[ToaroroBka TOKYMEHTOB JIJIs PACCMOTPEHHS PYKOBOAUTEIEM

Yuer JOKYMCHTOB, IMOCTYHNAIOIINX HAa UM PYKOBOAUTCIIA

Opl" aHn3alrd JOCTAaBKU JOKYMCHTOB UCIIOJTHUTCIIAM

CO3,I[aHI/I€ 1 BCIACHUC 0a3nl JAAaHHBIX JOKYMCHTOB PYKOBOIUTCIIA

Benenne napopManimoHHO-CTIPaBOYHOM pabOTHI

Heobxonumeie PaGoratk ¢ Bxozsie, ucxoasiiei, BHyTpeHHEN JOKyMEHTal1el
YMEHHUS

[Tonmp30BaThes cucTeMaMH AJIEKTPOHHOTO JTOKYMEHTOOOOpOTa IS
perucTpanmu, KOHTPOJIA JOKYMCHTOB u
UH()OPMAITMOHHO-CITPABOYHOM PAOOTHI C TOKYMEHTAMH

[IpumensaTs HMHPOPMALIMOHHO-KOMMYHHUKAI[MOHHbIE  TEXHOJOTUU
U1 pabOThI C TOKYMEHTaMHU

[IpumensTH npaBuiIa pyccKOro s3bka

[IpuMeHATH HABBIKM CKOPOCTHOT'O MTUCHMA

CoctaBisaTh U 0HOPMIIATH JIOKATbHBIE HOPMATUBHBIE AKThI
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HeobOxonumeie HopmaTtuBHblE  1IpaBOBBIE  aKThl, HOPMAaTUBHO-METOJMYECKHUE
3HaHUSA JOKYMEHTBI, TOCYJAapCTBEHHBIE  CTaHAAPTHI,  ONPEACIAIOLINE
MOPSAZIOK IOKyMEHTALMOHHOTO 00ecrieYeHNs yIpaBIeHUs

Crtpykrypa OpraHu3aLuu, PYKOBOICTBO CTPYKTYPHBIX
oApa3IeIeHUN

CoBpeMeHHbIe  HMH(QOPMALIMOHHBIE  TEXHOJOTUU  paboOThl ¢
JTIOKyMEHTaMHU

[Mopsimok paboThI ¢ TOKYMEHTaMH, CXEMBI JIOKyMEHTO000poTa

[IpaBuna pa®oOTBHl C BXOAAIIMMH, HUCXOMAUIMMH U BHYTPEHHUMH
JOKyMEHTaMU

HpaBI/IHa OopraHu3alyi KOHTPOJA HUCIHOJIHCHHUA OJOKYMCHTOB H
TUIIOBBIC CPOKU HUCITIOJIHCHUA JOKYMCHTOB

HpaBI/IJIa COCTaBJICHHUA AHAJIMTUYCCKHUX CIIPABOK I10 OpraHHU3alvun
pa6OTI)I C JOKYMCHTaMHU U KOHTPOJIO UCIIOJTHCHUA JOKYMCHTOB

[IpaBuna co3ganus u BeneHMs 0a3 JAHHBIX CIYKEOHBIX JTOKYMEHTOB
B OpTaHU3aINH

CucreMsl 31EKTPOHHOIO JOKYMEHTO000pOoTa

CucreMbl CKOPOCTHOI'O MMCbMa

TpeboBanust oxpaHbl Tpyaa

Hpyrue -
XapaKTePUCTHKU

3.3.12. TpyaoBas cpyHKUMA

Opranu3zaius XpaHeHHs IOKyMEHTOB B YpoBeHb
HanmMenoBanue | npueMHON pyKOBOIUTES Kon |C/12.6 | (momypoBeHs) | 6
KBTI (UKAIIIT
IIpoucxoxaeHu WMCTBOBaH
poncxoxkenue Opurnman X 3auMCTBOBaHO
TPYIOBOH (QYHKITUH W3 OpHUTHHAJIA
Kon PerncrpanmonHslii
OpHUTHHAJIA HOMEp
npodeccrnoHalIbHOTO
CTaHIapTa
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TpynoBeie nefictBust | PazpaboTka pa3ienoB HOMEHKIATYPHI 1€ OpraHu3aluu

dopmupoBaHue " oopmienue Jen IIOCTOSIHHOTO,
JIOJITOBPEMEHHOIO XpaHEHUs

IloaroroBka u nepeaada aACiI B apXuB OpraHu3aluu

Heo6xonumeie Pa3zpabaTpiBaTh HOMEHKJIATYpy J€J1 OpraHM3alud C Y4YETOM
YMEHUS HOPMaTHUBHO-METOINYECKUX JOKYMEHTOB

Hcnonp3oBaTh HOMEHKIATYpy JAel IpU H3YYEHUH CTPYKTYPHI
OpraHM3alM, COCTABJICHUH OIUCEN €T

dopmupoBaTh U 0POPMIIATH JI€1a B COOTBETCTBUH C YTBEPKAECHHON
HOMEHKJIaTypOil JIe OpraHu3aluu

O0ecrieunBaTh COXPAaHHOCTb NOKYMCHTOB OpraHHU3allunu

[Tpon3BOAUTE IOATOTOBKY JIEJI IS TIepEAadu B apXUB

[TpumensaTh HMHDOPMALMOHHO-KOMMYHHMKAIIMOHHBIE  TEXHOJOTUU
JU1s pabOTHI C TOKYMEHTaMHU

Heobxonumeie HopmaTtuBHBIE  NpaBOBBIE  aKThl, HOPMAaTUBHO-METOJIUYECKHE
3HaHUA JOKYMEHTBbI, TOCYJapCTBEHHBIC  CTAaHAAPTHI,  ONPEACIIAIOLINE
HOPSIOK TOKYMEHTAIlMOHHOTO 00ecieueHus yIpaBIeHUs

Bunet HOMeHknaTyp, oOmme TpeOoBaHHMs K HOMEHKIAType,
METOJIMKA €€ COCTaBJICHUS U OPOPMIICHUS

[Topsimox  ¢opmupoBanus u oQOpMIICHHS [JelI € yKa3aHUEM
cneunpuky GopMHUPOBAHUS OTACIbHBIX KATErOpUil e

HpaBHna XpaH€HUA €1, B TOM 4YHCI€C C OOKYMCHTaMH
OIpaHUYCHHOI'0 AOCTYyIIa

[lpaBuna  BbIJAYM M MCIOJIB30BaHMA  JIOKYMEHTOB U3
c(OPMHUPOBAHHBIX J1€]

TpeGoBaHus OXpaHbl TpyJa

HpaBHna MMOATOTOBKH U I€pE€aavu ACII B apXHUB OpraHU3allnn

Jlpyrie -
XapaKTepI/ICTI/IKI/I

3.3.13. TpyaoBble thyHKLUN

ObecnieueHne pyKOBOIUTES YpoBeHb
Hamvenosauue | yugopmanueii Kon | C/13.6 | (moxypoBens) | 6
KBaJIM(DUKALIMH
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| | L

[Ipoucxoxnenue 3aMMCTBOBAaHO
" Opurunan X
TPYAOBOW (yHKIUU U3 OpUruHaJIa
Kon PerucrpanuonHslii
OpuUIMHajIa HOMED
poheCCHOHATHLHOTO
CTaHJapTa

Tpynoseie neiictust | Coop u nepepaboTka MHGOpMaLnu, HEOOXOAUMON ISl MPUHSATHUS
00OCHOBAHHBIX YIIPABICHUYECKUX PELICHUI

[IpoBepka [TOCTOBEpPHOCTH, TIOJHOTHI M HEMPOTUBOPECYUBOCTH
TaHHBIX, UCKITIOUEHHNE TyOIupoBaHusl HHPOpMaIUU

Hpe}IOCTaBJ'IeHI/Ie JAaHHBIX B €AWHOM H y2106HOM AJI BOCIIPUATHA
dbopmare

BI)IfIBJ'IeHI/Ie HaI/I6OJ'Ie€ 3HAYUMBIX KpI/ITepI/IeB cucreMarmnui3alimnmn
nH(bOpMaIUK 119 co31aHus 0a3 TaHHbBIX

q)OpMI/IpOBaHI/Ie H UCIIOJb30BaHue 0a3 JAaHHBIX B OpraHu3aluun

Heobxonumeie OcymectBisaTe cOop, 00paboTKy © aHanu3 HMHPOpPMAUM B
YMCHUA COOTBETCTBHUU C TpC6OBaHI/I$IMI/I KpaTKOCTH, YETKOCTHU
(GOpMYyITHPOBOK, CBOEBPEMEHHOCTH IOCTYIUICHHS, TOYHOCTH H
JIOCTOBEPHOCTH, ONITUMAIBHOCTH CHCTEMAaTH3alluH, HEPEPHIBHOCTH
cbopa 1 06paboTku nHpopMaLUU

OcCyIeCTBISTh ~ PETHCTPAIlMI0,  HAKOIJICHWE M [epeaauy,
CHUCTEMAaTH3MPOBAHHOEC XpaHCHHWE M BblJadyy wuHGOpMAIMUA B
TpeOyemoit hopme

CoctaBmsiTh U OGOPMISTH CBOJHBIC, OTYETHBIC, CTATHUCTUYECKUE
JIOKYMEHTBI

OcymiecTBasATh 00pabOTKYy M CTPYKTYpHUpOBaHHE HH(OpMAIHH,
00pa3yst HHPOPMALIMOHHBIE PECYPCHI

BBoauth HOBBIE JaHHEIE B CHpaBO‘{HO-I/IH(I)OpMaI_II/IOHHLIC CHUCTCMBI

BBoauTh B maMsTh KOMIIBIOTEPA 3JICKTPOHHBIC O6pa3BI JAOKYMCHTOB

HpI/IMeHHTL HAaBBIKK CKOPOCTHOI'O ITHMCbhbMa

[IpuMeHsTh HaBBIKU 3aMUCH U PaCIIM(PPOBKH TEKCTaA

Hcnonk30BaTh COBPEMEHHBIC TEXHUYECKHE CPEICTBA B 00JAcTH
CKOPOCTHOTO IHChMa
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[Ipous3BomuTh, MOUCK WHPOPMAIMK B CYMECTBYIOIIUX 0a3zax
JTAHHBIX, BECTH HH(OPMAIIMOHHO-CIIPABOYHYIO pabOTy Ha OCHOBE
Pa3INIHBIX KOM6I/IHaIII/H71 IMOUCKOBBIX ITPU3HAKOB

[IpumensaTs UHPOPMALIMOHHO-KOMMYHHUKAIIMOHHbIE TEXHOJIOTUU

HeobOxonumeie OcobenHoctn  (popMUpOBaHMS ~ BHEIIHUX WM BHYTPEHHHX
3HAHUS MH(POPMALMOHHBIX TIOTOKOB

CoctaB BHEIIHUX HHPOPMALIMOHHBIX TTOTOKOB

CocraB BHYTPCHHUX I/IH(I)OpMaI_II/IOHHBIX IIOTOKOB

CrpykTypa  opraHM3alMd M TOpSAOK  B3auMOJeHcTBUSA
HOJpa3IeIeHU U CITyX0

OcobenHoctu ¢popMupoBaHus 0a3 JaHHBIX B OpraHU3aluu

CoBpeMeHHbIE HAy4yHbIE METOABI W TEXHUYECKHE CPEJCTBA,
crocobcTBytoIME cOOpy, 00paboTKe, COXpaHEHUI0 M Iepenaye
UH(POPMALMOHHBIX TIOTOKOB

Metoasl 00paboTku HMH(pOpPMAIMU C NMPUMEHEHHEM COBPEMEHHBIX
TEXHUUYECKUX CPEJICTB KOMMYHUKALUH MU CBSI3U, BBIYMCIUTEIIBHON
TEXHUKU

CucreMbl CKOPOCTHOI'O MMCbMa

OCHOBBI IporpaMMHOro o0ecreyeHus U 0(pUCHOTO 00OPYOBaHUS B
00J1aCTH CKOPOCTHOTO MHUChMa

TpeboBanust oXpaHbl Tpyaa

Hpyrue -
XapaKTePUCTHKU

3.3.14. TpynoBas cbyHKUMA

Opranu3aius ”HGOPMAITUOHHOTO VpoBeHb
B3aUMOJICCTBUS PYKOBOJIHUTEIS C
HaumenoBanue A Py A Kon | C/14.6 | (momypoBeHs) | 6
MOAPa3ICICHUSMH U JIOJDKHOCTHBIMHU
KBaTH(UKAITIT
JUIIAMU OpTaHu3aIuu
IIpoucxoxaecHue 3anuMCTBOBaHO
P A Opurunan X
TPYIOBOH HYHKIIUN U3 OpUrHHAala
Kon PerucrpannonHsiit
OpUTHHAIA HOMEp
npo¢eCcCHOHATBLHOTO
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cTaHjapra

Tpynossie neiictBus | MupopmupoBanre paOOTHUKOB  OpraHM3allud O  PELICHHUAX
PYKOBOAUTEIIS

Opranuzanus oOMeHa WHQOpMAIMEH MEXIy MOApa3IeICHUsIMH 1
JIOJ>KHOCTHBIMU JIMIAMH OpraHu3alun

OmnoBerieHne pabOTHUKOB O MPECTOSIINX MEPOTPUATHIX

Opl" aHU3alrd BCTPCHY TPYAOBOTO KOJUICKTUBA C PyYKOBOACTBOM

HNudopmupoBanue pykoBoauTeNst 00 0OpalieHUsIX COTPYIHUKOB IO
pabovrM U JTMYHBIM BOIIPOCAM

Heo6xonnmeie Hcnonb30BaTh COBpEMEHHbIE TEXHOJOIMM cOopa W meperadu
YMEHUS UHpOpMaLUU

OcymiecTBisATh cO0p U mepepaboTKy HHPOpPMAIMK, HEOOXOAUMOI
JUTSL IESITEIIBHOCTH PYKOBOTUTES

OCYH_IGCTBJ'IHTB CUCTCMATHU3AlIUIO II0JYYAaCMbIX H IICPCAaBACMBbIX

JTAHHBIX

OcCymecTBIsTh  MPOBEPKY  JTOCTOBEPHOCTH,  TOJHOTHI U
HENpPOTUBOPEUYUBOCTH  JAHHBIX, MCKIIOYEHUE JyOIMpOBaHUsA
UHpOpMALIUU

[IpencraBnsaTh NaHHBIE B €IUHOM M YJAOOHOM JUIS BOCIIPUSTHS
dbopmate

MHor OKpaTHO HCIIOJBb30BAaTh IMNOJIYYCHHYIO I/IH(I)OpMaI_II/IIO,
MIOCTOSIHHO OOHOBJISATH JaHHBIC

OO0ecneunBaTh OIICPAaTUBHOCTDH I/IH(I)OpMaI_[I/IOHHBIX IIOTOKOB

PaGotaTh C KOMIBIOTEPOM, HCIOJB30BaTh OQHUCHBIA IMaKeT
(TEKCTOBBIN pefaKkTop, TAOIUIIBI)

Heo6xonnumeie HopmatuBHble  mpaBOBbIE  aKThl, HOPMAaTHBHO-METOIMWYECKHE
3HAHUS JIOKYMEHTBI, TOCYJapCTBEHHbIE CTAaHAAPTHI B cepe NesITeTbHOCTH
OpraHu3aLuu
Crpykrypa OpraHU3alNH, PYKOBOJCTBO CTPYKTYPHBIX

HOI[paSI[eJIeHI/IfI, HalpaBJICHUA ACATCIILHOCTU OpraHu3aliui U
KOMIICTCHIIUU CTPYKTYPHBIX HOI[pa?;IIeJIeHI/Iﬁ 1 JOJDKHOCTHBIX JINI]

Knaccudukanums YIpaBIE€HYECKON UHpOpMaLnH, BU/JIBI
yTpaBieH4YeCcKoil nHpopMaIu

@DopMbI NpeICTaBIeHHs YIPaBICHYECKON HH(DOpMaIu
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HcTounuku ynpasneHdeckoi uHGopMau

Metoauka oT00pa HICTOYHUKOB HHPOPMAIIH

TpeGoBanusi, mpebsABIsEMbIE K yIpaBIeHYECKONH HHPOpMAITUU

TpeboBanus OXpaHbI TpyAa

Hpyrue
XapaKTEePUCTUKHU

3.4. O600LWweHHan TpyaoBas pyHKUMA

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

HNHpopMalnoHHO-aHAIUTHYECKas U
OpraHu3alMOHHO-aIMUHUCTPATUBHAS VYpoBeHb
HaunmenoBanue P n & p Kon D p 6
MOJIEPIKKA JeSITeIbHOCTH KBaJM(pHUKAIUN
PYKOBOJUTENS OpraHU3aI|U
IIpoucxoxnenue
- . 3aMMCTBOBAaHO
00001eHHON Tpya0BO# | Opurunan X
U3 OpUrMHaJIa
byHKIIN
Kon Perucrpanuonsslii
OpuUTHHaa HOMEp
npodeccrnoHalIbHOTO
CTaHJapTa

BosmoxHbIe
HanuMCHOBaHUS
JOJDKHOCTEH,
npodeccuit

[TomourHuK pykoBOAUTENS

TpeboBanus k
00pa3oBaHUIO U
00y4eHHIO

Bricuiee o6pa3oBanue - 6akanaBpuaT

501051

Bricmiee o6pazoBanue (HenpodhuiabHOE) - OakagaBpuaT 1
JOTIOJTHUTEBHOE PO eCCHOHATBHOE 00pa30BaHUE TIO
JIOTIOJTHUTEIIBHBIM MPO(ECCHOHATLHBIM IIPOTPaMMam
po¢eCCUOHATILHOMN MEePENOATOTOBKY 110 MPO(UIIO 1eATENbHOCTH

TpeboBaHMs K OIBITY
MIPAKTUYECKON pabOThI

He menee Tpex et no opraHu3aliMoOHHOMY, JOKYMEHTALUOHHOMY
1 UHGOPMAIITMOHHOMY 00€CTICUEHHIO IeITeIbHOCTH PYKOBOAUTES
OpraHu3aluu

Oco0ble ycroBust
JOITycKa K pabote

HafeXHasa npaBoBan noaAepXxkKa
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Apyrue
XapaKTEPUCTUKU

HdononHuTenbHble XapakTepPUCTUKU

Haumenosanue Kon HaumenoBanue 6a30BO# rpymiibl, JOHKHOCTH
JOKYMEHTa (mpodeccun) wiu CeUaIbHOCTH
OK3 3343 AJIMUHUCTPATUBHBIN U MHOW UCTIOJHUTEIIbHBII
CpeIHETEeXHUYECKHI TepcoHa
EKC - Cexkperapb pyKOBOJIUTEIS
OKIIJITP 26341 CekpeTapb pyKOBOAUTEIIS
OKCO 7.46.03.02 | lokyMeHTOBEEHUE U apXHUBOBEICHHE

3.4.1. TpynosBbie ¢pyHKUUMN

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

dopmupoBanue HHHOPMAITUOHHOTO YpoBeHb
HaumeHnoBanue | B3auMoaencTBUsL PyKOBOJIUTEIA C Kox | D/01.6 | (mogypoBenb) | 6
OpraHu3alUsIMU KBaJTM(DUKAITNH
IIpoucxosxkneHue 3aMMCTBOBaHO
P A Opurunan X
TPYIOBOH (QYHKITUU U3 OpUTHHAJIA
Kon PerucrpanuonHslii
opuUrvHasa HOMED
poheCCHOHATHLHOTO
CTaHjapTa

TpynoBeie 1encTBUS

OT60p HMCTOYHMKOB HMH(POPMAIMM B COOTBETCTBUHU C 3aJaHHBIMU
KpUTEPUIMU

O6pabotka u wuHTEepmpeTanus WHGOPMAIMK Ui MOATOTOBKH
MIPOEKTOB PEIICHUI

[ToaroroBka 3anpocoB 10 NOPYUEHUIO PYKOBOJUTENS HA IOJTyYEHUE
JOKYMEHTOB U MH(pOpPMAIMU B OpraHax rocyJdapCTBEHHOM BIacTU U
yOpaBieHUsl, OOIIECTBEHHBIX OpraHU3alUsiX U  IOJy4YeHHUe
COOTBETCTBYIOIIMX HHPOPMALIUU U JOKYMEHTOB

HNudopmupoBanre pyKOBOIUTENS O pe3yibTaTaX pPacCMOTPEHUS
3aMpocoB U OOpaIeHuit

OpFaHI/BaHI/I}I PCUICHUA BOIIPOCOB, HC

HCIIOCPCACTBCHHOI'O YHACTUSA PYKOBOIAUTCIIA

TPEOYIOIINX

HafeXHasa npaBoBan noaAepXxkKa
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

[TogroroBka martepuanoB JUisl y4acTUsi PYKOBOAMTENS B padoTe
pa3IMYHBIX ~ CTPYKTYP B  COCTaB€  TIOCYAApPCTBEHHBIX  H
MYHUITUTIATBHBIX OPTaHOB, OOIIECTBEHHBIX OpPTaHU3aAIUN

ITonroToBka JOOKYMEHTOB [l 3aKJIIOYEHHS COTJIAIEHUA O
COTPYIHHUYECTBE C JIE€JTOBBIMU MMAPTHEPAMU

WudopmupoBanne IeNOBBIX MAapTHEPOB W 3aWHTEPECOBAHHBIX
OpraHM3alMil O pEHEHUsAX PYKOBOIAUTENSI B XOJI€ BBINOJHEHUS

CoIIaleHui
Heobxonumeie AHanu3upoBaTh W OTOMpaThb MCTOYHMKM HMHpOpMAIMH B
YMEHUS COOTBETCTBUM  C  KPUTEPUSAMU  IOJHOTBL,  JOCTOBEPHOCTH,

CBOCBPEMCHHOCTH IPCAOCTABJICHUSA I/IH(I)OpMaI_II/II/I

Cobupatb, oOpabaThiBaTh W aHAJIM3UPOBATh HWH(QOpPMAIUIO B
COOTBETCTBUH C 33J]aHHBIMU TPEOOBAHUSIMHU

HepeﬂaBaTb I/IH(I)OpMaI_[I/II-O B CUCTEMATU3HUPOBAHHOM BHUC

OOpabaTbiBaTh U CTPYKTypupoBaTh uH(poOpMaluioo, o0pa3ys
UH(POPMALIMOHHBIE PECYPCHI

[IpousBoauTh MOMCK HHPOPMAIMK B CYLIECTBYIOIIUX 0azax
JTaHHBIX, BECTH HH(POPMAIIMOHHO-CIIPABOYHYIO pabOTy Ha OCHOBE
pa3IMYHBIX KOMOMHALIMN TOUCKOBBIX MMPU3HAKOB

Ob6ecnieunBaTh HHPOPMAIIMOHHYIO O€30M1aCHOCTh OpraHU3auN

PaGoraTp ¢ KOMIIBIOTEpOM, HCHOJB30BaTh O(MUCHBIN MaKeT
(TEeKCTOBBIN peaKTOP, TAOTHUIIHI)

Heobxonumeie BHyTpeHHs 1 BHEWIHSS OJUTUKA OPTaHU3alun
3HaHUA

HpI/IHIH/IHLI MNpEaACTAaBUTCIILCTBA B TIOCYJAPCTBCHHBIX OpraHax,
opraHax MCECTHOI'o CaMOYIIpaBJICHUA, CTOPOHHUX OpraHU3aluiaxX U
MOpsAa0K B3aHMOﬂCﬁCTBHH C HUMH

[IpuHIMITBI U METOBI AIMUHUCTPUPOBAHUS

OcoOenHocT  (OPMHUPOBAHMA  BHEUIHMX M BHYTPEHHHX
UHPOPMAIMOHHBIX TIOTOKOB

Crpyxkrypa OpraHu3anuu " MOPA0K B3aUMOJICHCTBHUS
MO/Ipa3ieNIeHu 1 CITYKO

[IpaBuna opMupoBaHus U UCTIOIB30BaHUS 0a3 JAaHHBIX

CoBpeMeHHbIE HAay4HbIE METOJIbl W TEXHHUYECKHE CPEICTBa,
criocoOcTBytOmMUe cOopy, 00pabOTKe, COXpaHEHUIO U TMepeaade
uHbOopMaIuu
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

[IpaBuna 3anmThl KOHQUACHIUAILHON CITy:KeOHOH HH(pOopMaIu

COBpeMeHHBIe I/IH(I)OpMaLII/IOHHBIe TCXHOJIOTHH

Jpyrue :
XapaKTCPUCTUKHU

3.4.2. TpynoBas pyHKUMA

AHann3 nHPOPMAITUH U ITOATOTOBKA YpoBeHn
HaumenoBanue | nHQOpMaITMOHHO-aHATTUTUYECKUX Kon | D/02.6 | (momypoBens) | 6
MaTepuajoB KBaJIM(DUKALIH
[Ipoucxoxnenue 3auMCTBOBAHO
P AN Opurunan X
TPYIAOBOH GHYHKIIUN U3 OpUrHHala
Kon PerucrpannonHsiit
OpUTHHAlA HOMEp
npo¢eCcCHOHATBLHOTO
cTaHjapra

Tpynossie neiicteus | Coop, mepepaboTka M aHaaM3 MHPOPMALUU Ui pelIeHHs 3aaad,
MIOCTaBJICHHBIX PYKOBOJUTEIIEM

[MoaroroBka nHMGOPMANMOHHO-AaHATUTHIECKUX MATEPHUATIOB

P a3pa60TI<a TEMATUYCCKOI'O I1JIaHa 0630pHOI‘ 0 JOKYMCHTA, JOKJIaJda

Omnpenenenue kpyra 6udarorpa@uyecKux HCTOUHUKOB

[TonGop HMCTOYHMKOB W JIUTEpATyphl MO TeMe 0030pa, MOKIaza,
AQHATUTHYECKOW CTIPaBKU

Harmucanne u odopmienue 0030pa, I0KIana, aHATMTHYECKOU

CIIPaBKH
Heo0xonnmeie Pa3pabareiBath TEMaTUYECKUI IUIaH 0030pa, JIoKJIaza,
YMCHHS AHATUTUYCCKOM CITPaBKU

OO6OCHOBBIBATh AKTYyaJIbHOCTh MPOOJIEMBI, KOTOPYIO MPEACTOUT
OCBETHUTH B 0030p€, TOKIaJIEe, CIPaBKe

[Tonb30BaThCA MH(GOPMaLMOHHBIMU pecypcamu u
CUCTEMAaTHU3UPOBATh HHPOPMAIIHIO 10 3aJaHHBIM KPUTEPUIM

WuTepripeTupoBaTh MONYyYEHHbIE JaHHBIE W TPEIACTABIATH UX B
CUCTEeMaTU3UPOBAHHOM BU/IE
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

OHpeI[eJISITb Kpyr UCTOYHUKOB H JIMTCPATYPHI, HCOGXOI[I/IMBIX JJIsA
IIOATrOTOBKU I/IH(l)OpMaHI/IOHHO-aHaJ'H/ITI/I‘-ICCKI/IX MaTcpHraioB

Wznarate Marcpual B JIOTUYECKOM MOCIIeA0BATEIbHOCTH

HpOI/IBBOIII/ITB AHAJIN3 U OLCHKY U3JIOKCHHOI'O MaTcpuajia

Oq)OpMJ'IHTB TEKCT B COOTBCTCTBYIOIICM CTHIIC

PeI[aKTI/IpOBaTB TEKCT JOKYMCHTOB

®opmyIHpOBaTh BHIBOJIBI U PEKOMEHIAIUN

OcyImecTBIsITh aBTOMATHU3AIMIO IIPOLECCOB cOOpa, XpaHEHUs |
BbI1a4l UHQOpMAINH

[Tonmp30BaThcs  yCTpOWCTBAMU aBTOMATHU3MPOBAHHON 00pabOTKH
TEeKCTOBOM HH(popManuu U GOTOHAOOPHBIMU YCTPOHCTBAMU

HpI/IMerlTI) BBIYUCIIUTCIIBHYIO TCXHUKY H I/IH(bOpMaHI/IOHHI)IC
TCXHOJIOTHH JJIsA SKOHOMHYHOU U paHHOHaHBHOﬁ opraHu3anvn
I/IH(bopMaI_[I/IOHHBIX IIponEeCCOB, IIOBBIIICHUA HX THOKOCTH U
JUHAMHUYHOCTH

[IpoBOIUTH peIaKTUPOBAHUE TEKCTA, aHAJIU3 U OLIEHKY BBIBOJOB U
pPEKOMEH AN

HpI/IMeHHTB OCHOBBI IICUXOJIOTHH JCJI0BOTIO O6H.[€HI/I${

Heobxonumeie HopmaTuBHble  mpaBOBBIE  aKThl, HOPMATHUBHO-METOJINYECKHE
3HaHUSA JIOKYMEHTBI, TOCYy/IapCTBEHHbIE CTaHAApPThl B cepe NesATeIbHOCTH
OpraHu3alu
Crpykrypa OpraHu3alNH, PYKOBOJCTBO CTPYKTYPHBIX

HO,Z[pB.C%,I[CJ'IGHHfI, HallpaBJICHUA ACATCIIBHOCTU OpraHu3aliui U
KOMIICTCHIIUU CTPYKTYPHBIX HOI[p@BIICJ'IeHI/Iﬁ 1 JOJDKHOCTHBIX JIUIL

Knaccudukanus yIpaBIeHYECKON uHpOpMaLuy, BUJIbI
ynpaBieH4ecKoil nH(popMau

@DopMblI NpeIcTaBIeHHs yIpaBIeHYeCKOH HH(OopMaIiu

HcTounukn yrpaBieHYecKOil uH(OpMalnuu, MeToAuKa OTOopa
HUCTOYHUKOB MH(POpMAITUU

TpeGoBanusi, mpeabsABIsEMbIE K yIpaBlIeHUeCKONH HHPOpMAITUU

OcoOenHoctu  pedepupoBanust  HHPoOpMaMM,  creuuduka
oopmiieHHsT M COCTaBICHHUS aHHOTaUuWii, pedepaTtoB, 0030pOB,
JIOKJIaJI0B

OCHOBEBI HaITMCaHUS peqeﬁ H JOKJIAI0B PYKOBOAUTCIIA
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Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

Kareropuu ciymatenei (unrateneii), Ha KOTOpBIX OyeT pacCuuTaH
JTaHHBIH 0030, AOKIa

Metoabl 00paboTku HMH(pOpPMAIMU C NMPUMEHEHHEM COBPEMEHHBIX
TEXHUUYECKUX CPEJICTB KOMMYHUKALUH WU CBSI3U, BBIYMCIUTEIIBHOMN
TEXHUKU

CtpykTypa UWHGOPMALMOHHBIX W3IaHUH B 3aBUCHMOCTH OT
Xapakrepa uHpOpMaLIUU u LIEJIEBOTO Ha3HAYCHUS
WH(POPMAITMOHHBIX U3TaHUH

CoBpemeHHBIE CcpefcTBa cOopa, OOpabOTKH, CHUCTEMaTH3AIUU
UHPOpPMALIUU

Hctounuku wHpOpManMu: KaTajuord OMOIHOTEK, IKYpHAJOB,
MIOWCKOBBIE CHCTEMBI MH(POPMAINOHHO-TEIEKOMMYHHUKAITHOHHON
cet "MHTEepHET", 21eKTPOHHBIE 0a3bl JAHHBIX

OyHKIMOHATBHOE Ha3HaueHue o63opa (Ombimorpaduyeckoro,
pedepaTHBHOTO, AaHATUTUYECKOr0) KaK CpEJICTBA OPHCHTAIHH
qUTaATEN s B IOKYMEHTAILHOM HJIM HHPOPMAIIMOHHOM TOTOKE

OcoOenHocTH 00lIeHAYYHON U MparMaTuyeckoil pyHkuuu 0630poB

[IpaBuna paboTHI ¢ BHEITHUMHU HOCHTEISIMA HHPOPMALIUU

[Monstne u crnenudpuka OudIMOTpaduvecKkoro, pePepaTuBHOTO U
AHATUTUICCKOTO HH()OPMAIIMOHHOTO U3IaHUS

CHpaBO‘-IHBIC IIPaBOBLIC CUCTCMBbI

Hpyrue -
XapaKTEPUCTUKHU

3.4.3. TpynoBasa hyHKUMA

Opranusanus Jel0BbIX KOHTAaKTOB U YpoBeHb
HanmeHnoBaHue | pOTOKOJIBHBIX MEPOIIPUATHI Koxn | D/03.6 | (mogypoBenb) | 6
KBaTM(UKAITIH
[Ipoucxoxnenue 3auMCTBOBAHO
P A Opurunan X
TPYIOBOH GYHKIIUN U3 OpUrHHala
Kon Perucrpannonnsiit
OpUTHHAlA HOMEp
npo¢eCcCHOHATIBLHOTO
cTaHjapTa
www.consultant.ru Crpanuua 45 mns 49
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"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

TpynoBbie neiictBust | OpraHusanus U IUIAHUPOBAHUE JIEIOBBIX KOHTAKTOB, BCTpEY U
MIOE3JI0K PYKOBOJIUTEIS

Opranuzanus  3acefjaHMii,  COBEIAHUH M MEpOINpPUATH,
MPOBOIMMBIX PYKOBOAUTEIEM

[MonroroBka MaTepuasioB sl COBEIAHHUM, BEACHUE U OPOpPMIICHHE
IIPOTOKOJIOB

[ToaroroBka npe3eHTALMM 10 YKAa3aHUIO PYKOBOAUTENS

[TonroroBka u nposeeHue Mpecc-KoH(EepeHIU pyKOBOANUTES

OpFaHI/I3aI_II/I$I NeperoBopos, obOecrieueHume Y4aCTHHUKOB
I/IH(bOpMaLII/IOHHLIMI/I MarcpuraiaMu, BEACHUC 3amnucen NeperoBopoB

Heo6xonumeie CocTaBisTh IUIaH NOE3IKU PYKOBOAUTEIS
YMEHMUS

OdopmisaTh TOKYMEHTBHI, HEOOXOIUMBIC IS JICJIOBOM ITOE3]IKH,
KOMaHJAUPOBKU PYKOBOAUTES

CocTaBlATh U O(bopMHHTB IMTPOTOKOJIbI COBCmaHHﬁ, 3aCCHaHHﬁ n
KOH(i)epeHTHBIX MCpOHpHHTHﬁ, FOTOBUTH CIIMCOK YYACTHHKOB,
IMMOBCCTKY AHS, ABOYHBIC JIUCTHI U IMTPOCKTHI UTOTOBBIX JTOKYMCHTOB

CocTaBIiATh MPpECC-PCIIN3bI

Bectu neperoBopsl ¢ mapTHepaMu

PaGoTaTh B pekxrMe MHOT033JaYHOCTH

Paborats ¢ 6onpmmM 00eMoM HHDOpMAITIH

CoznaBaTh U NOAAEPKUBATH MOJIOKUTEIbHBIA UMUK OpraHU3aluu
Y PYKOBOJUTENSA

Hcnons3oBath BBIUUCIIUTENIEHYIO TEXHUKY u
MHPOPMALMOHHO-KOMMYHHUKAITHOHHBIE TEXHOJOTHH Ui Oolee
SKOHOMHYHOW W PAIMOHAIBHOW OpraHW3alud HH(OOPMAIIHOHHBIX
IPOLIECCOB, MOBBIIICHUS UX THOKOCTH U TUHAMUYHOCTH

Ob6ecnieunBaTh HHPOPMAIIMOHHYIO O€30M1aCHOCTh OpraHU3aluu

Heobxonumeie HopmaTuBHblE 1paBOBBIE  aKThl, HOPMAaTUBHO-METOJMYECKHUE
3HaHUSA JIOKYMEHTBI, TOCYy/IapCTBEHHbIE CTaHAApPThl B cepe NesATeTbHOCTH
OpraHu3aLuu

CTpyKTypa OpraHu3alyy, PyKOBOJISIIMI COCTaB OpraHu3allud U
NOJPA3/ICICHNUN, HaIpaBJICHUsl JEATEIbHOCTH OpraHU3alud U
KOMIIETEHLIMU CTPYKTYPHBIX MOAPA3AEICHUN U JOJKHOCTHBIX JIML]

IIcuxomorus JCJI0BOI'o0 O6H_IeHI/IH, OCHOBBI KOH(l)J'II/IKTOJ'IOFI/II/I
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

[IpaBuna npoBeneHUs [ENOBBIX IEPErOBOPOB U IPOTOKOJIBHBIX
MEpOINPUATHN

OTHKET U OCHOBEI MCKAYHAPOAHOTI'O IIPOKOJIa

[TpaBuiia coctaBneHus: 1 0OpMIICHHS IOKyMEHTOB

[IpaBuna 3anuThl KOHPUACHITHATHHOU CITy>kKeOHON MHBOpMAITUH

HNudpopmMannoHHO-KOMMYHUKAITMOHHBIE TEXHOJIOTHA

Hpyrue -
XapaKTEePUCTUKHU

3.4.4. TpypoBasa ¢pyHKunA

Opranuzanus UCIIOJIHEHUS PEIICHUM YpoBeHb
HaumeHnoBanue | pykoBoauTeNs Kox | D/04.6 | (mogypoBenb) | 6
KB (DUKAINH

IIpoucxoxnenue 3aMMCTBOBAaHO
o Opurunan X
TPYA0BOW (yHKIMU U3 OpUrMHaJIa

Kon PerucrpanmonHsbiin
OopUrvHasa HOMED
poheCCHOHATIHLHOTO
CTaHJapTa

Tpynosseie nericteust | JJokyMeHTanpHOE oopmienne peumeHuin PyKOBOAMTENS,
JIOBEJIEHUE JO0 CBEICHHsS paOOTHUKOB OpraHMU3allMi YCTHBIX
pacnopsHKCHUH PYKOBOIUTEISA

Koopannamus NEeATEIILHOCTH o HUCIIOJTHEHIIO peLeHui
PYKOBOJMTEINS

KoHTpousb ncnonHeHus peleHnii pyKOBOAUTEIIS

[logroroBka OTY4ETOB O BBINOJHEHUN IOPYYEHUM M PEIICHUI

PYKOBOAMTEIIS
Heobxonumeie CoctaBnsate 1 0OPMIIATE JOKYMEHTHI, COJIEpKaIlie MOPYUYCHUS U
yMEHUS pacropsKeHUs] pyKOBOUTEIS

Bectn yder mopydeHUil pyKOBOIUTENS, TPEOYIOUIMX KOHTPOJS MO
CYILIECTBY PELICHUS BOIIPOCa

[IpuHuMaTh pemieHus B mpouecce padoTsl

www.consultant.ru Crpanuua 47 uns 49
HafeXHasa npaBoBan noaAepXxkKa


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHTpyaa Poccun ot 15.06.2020 N 333H
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[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

HpOI/IBBOIII/ITB aHaJIN3 UCIIOJTHUTEIHECKOM JUCHUITIIMHBI

CocTaBisITh aHATUTUYECKHE OTYETHl M CIPABKH IO pe3yJbTaTam
VCIIOJIHEHMS [IOPYYECHHUM U PACIIOPSKEHUM PyKOBOAUTEIIS

Ilonap30BaThCA CUCTEMaMHU SJICKTPOHHOT'O I[OKYMCHTOO60pOTa

[IpumeHATH BBIYUCIIUTEIIBHYIO TEXHUKY u
UH(POPMALMOHHO-KOMMYHHUKAITHOHHBIE TEXHOJIOTUH JUTS
HSKOHOMHYHON W palMOHAJBHONW OpraHM3aluu WH(POPMAIMOHHBIX
IPOIIECCOB, TMOBBIMIEHUS HX THOKOCTH U TMHAMHUYHOCTH

Ob6ecneunBaTh 6€30MACHOCTD ACATCILHOCTH OpraHU3aIuN

Heo6xonumeie HopmatuBHblE  NpaBOBBIE  aKThl, HOPMAaTHUBHO-METOIUYECKUE
3HAHUS JOKYMEHTBI, TOCYJapCTBEHHBIE CTAaHAAPTHI B cepe NesITeTbHOCTH
OpraHu3anuu
Crpykrypa OpraHu3ally, PYKOBOJICTBO CTPYKTYPHBIX

HOI[pa?;IleJ'IeHI/Iﬁ, HalpaBJICHUA ACATCIIBHOCTHU OpraHu3aliui U
KOMIIETCHIUU CTPYKTYPHBIX nonpaweneﬁm‘fl 1 JOJDKHOCTHBIX JIUIL

[IpaBuma  mpoBeneHHs  KOHTPOJS — WMCHOJHEHUS  NOPYYECHHM
PYKOBOAMTEIIS

TexHonmoruss  BeAEHHWS  KOHTPOJS  MCIHOJHEHHsS  MOPYYECHHU
PYKOBOAMTEIIS

CHCTEMBI AIEKTPOHHOTO JOKYMEHTO000pOoTa, 6a3bl JAHHBIX

TpeboBanus oXpaHsl Tpyaa

Hpyrue -
XapaKTEPUCTUKHU

IV. CBepgeHus o6 opraHusaumsax - paspaborymkax
npoceccuoHanbHOro ctaHaapTa

4.1. OTBeTCTBEHHas opraHu3sauusa-pas3padboTumk

HIT "HanmonanpeHast accouuanusi OpHCHBIX CIIEHUAINCTOB U aIMUHUCTPATUBHBIX
paboTHuKOB", ropo MockBa

Hupexrop XmocHesa Jlrogmua [lerpoBHa

4.2. HanmeHoBaHUA opraHM3auun-paspadboT4YnKoB
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"06 yTBepxaeHuM npodeccnoHansHoro crtaHgapTa "Cneumanuct
MO OpraHM3aLUNOHHOMY ...

[JokymeHT npepoctasneH KoHcynbTaHTAOC
[aTta coxpaHeHus: 09.04.2021

1 | OOO "UenTp sxcnepTussl u ceprudukanun”, ropog Mocksa

2 | ®I'bOY BO "Poccuiickuii rocyapCcTBEHHBIM I'yMaHUTapHBIN YHUBEPCUTET", TOPOJT
Mocksa

3 | ®T'BIIOY "Komnemx MU/] Poccun", ropon Mocksa

4 |TTAO "MockoBckasi 00beAMHEHHAsI YHepreTHIecKas KoMmnanus'", ropoq Mocksa

<1> OOmepoccuiickuii kiaccu@uKaTop 3aHATHH.

<2> O6mepoccuiickuii KaaccuGuKaTop BUAOB SIKOHOMUUYECKOH 1eATETHbHOCTH.

<3> OO6mepoccuiickuil knaccupurarop npodeccuil padbounx, JAOIKHOCTEH CIIyKallUX U TapUPHBIX
pa3psioB.

<4> Enunplii KBaMM(UKAUOHHBIA CHPABOYHUK JOJDKHOCTEH PYKOBOIMTENEH, CHEIHAINCTOB H
CITy KalllnX.

<5> Obmepoccuiickuil KaaccuGuKaTop crenuanbHoCTel 0 00pa30BaHUIO.
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